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1. Iepeuens nnanupyemoix pezyomamoe o6yuenus no oucyuniune (Mo0yuio), COOMHECEHHbLX
¢ RIAHUPYEMBIMU Pe3YIbMAMAMU 0C80EHUA 00PA308AMENIbHO NPOZPAMMbL

Komnerenmmst [Tnaaupyemble pe3yiabTaThl O0YUYSHHS 110 UCIUTUIHHE

[1K-8 3HaTh:

BJIQJICHUE - METOJIUKY TTOJITOTOBKH OPTaHU3AIIMOHHBIX U PACTIOPSTUTEILHBIX
HaBbIKAMU JIOKYMEHTOB, HEOOXOIUMBIX U1 0OPMIICHUS PEIIEHUH B yIIpaBICHUH,
JOKYMEHTAJIBHOTO | - TOPSI0K 0(hOopMIIEHUS! JOKYMEHTOB B COOTBETCTBUU C HOPMATHBHOMN
odopMIIeHUS 0a3oii;

9119312178 YMmern:

yIpaBlIeHUU - COCTaBJSITh U OGOPMIISTH OpPraHU3AIMOHHBIE M PACHOPSIUTEIbHBIC
OTIepPaAITMOHHOM JIOKYMEHTBI, HEOOXOIuMBbIe Uil O(GOPMIICHUS PCEIICHHA B YIPaBICHUU
(TTpOU3BOJICTBEHHO | OTMEPAIMOHHON (MPOU3BOICTBEHHOM) NESATEIbHOCTH OpraHU3aIuii,

i) NesITeTbHOCTH
OpraHu3alHKi MpU

- IPUMCHATH HA MPAKTHUKE Ir'OCYAApCTBCHHBIC CTAHAAPTLL U APYTrUc
HOPMATUBHO - MCTOAUYICCKUEC NOKYMCHTHI, pCrIIaMCHTUPYIOIINC

BHEJIPEHUU OpPraHU3ALMI0 YIIPABICHUYECKON EATEIbHOCTH;
TEXHOJIOTMYECKUX, | Buagern:
IIPOyKTOBBIX - HaBBIKaMU MTOATOTOBKU OPTraHU3ALMOHHBIX U PACIOPSIAUTEIBHBIX
VWHHOBALIMH WIH JIOKYMEHTOB, HEOOXOAMMBIX 7151 ODOPMIIEHUS pelIeHUH B yIIpaBICHUU
OpraHM3allMOHHBIX | ONEPAallMOHHOMN (IPOU3BOICTBEHHOM) NEATENIBHOCTH OpraHU3aluil npu
WU3MEHEHUN BHE/JJPEHUHU TEXHOJIOTHYECKUX, TPOLYKTOBBIX HHHOBALUI HIIN
OpraHU3alMOHHBIX U3MEHECHHU,
- HaBBIKaMHU JOKYMEHTHUPOBAaHUS KOHKPETHBIX yIPABICHUYECKUX CUTyalUl;
[K-15 3HaThb:
YMEHHE BECTU - METOAMKY BEICHMs JAEJIONPOM3BOACTBA B OpraHax IOCYyAApCTBEHHOU
JIeNoNpOn3BOACTBO | BiacTh Poccuiickoin @Penepanuu, opraHax TIOCYJapCTBEHHOM BIIACTH
" cyonrekToB Poccuiickoit denepannu
JOKYMEHTOOOOPOT | - METOAMKY BEACHHUS JIOKYMEHTOOOOpOTa B OpraHax TrOCYAapCTBEHHOU
B Oprasax Biactu Poccuiickonn denepanuu, oOpraHax TIOCYIapCTBEHHOM BIIACTH
roCyIapcTBeHHON | cyObekToB Poccuiickoit Deneparum,
BJIACTU
Poccniickoi Ymers:
®denepanuu, - BECTM  JINIONPOM3BOJACTBO M  JIOKYMEHTOOOOpOT B  OpraHax
oprasax roCyJ1apCTBEHHOM BJIACTH Poccuiickoii ®denepanuu, opraHax
TOCyapCTBEHHON | TOCYJapCTBEHHOM BiacTu cyoObekToB Poccuiickoit denepanumy,
BJIACTU CyOBEKTOB | - BECTU  JEJIONPOM3BOACTBO U  JIOKYMEHTOOOOpPOT B  OpraHax
Poccuiickoit roCy1apCTBEHHOM BJIACTU Poccuiickoit ®denepauny, oprasax
®denepanuu, rocyJapCTBEHHOM BiiacTu cyobekToB Poccuiickoit denepannu
OpraHax MECTHOTO
camoymnpasiieHus, | Baagerb:
rOCYJJapCTBEHHbIX | -HAaBbIKAMM BEACHUS JIEJIONPOMU3BOJCTBA U JOKYMEHTOOOOpOTa B OpraHax

U MYHUIHIIAJIbHBIX
NPEANPUITHSIX U
YUYPEKICHUAX,
HAYYHBIX U
00pazoBaTenbHbIX
OpraHu3aIusIX,
IIOJIUTHYCCKUX
NapTHsIX,
0O0I1IeCTBEHHO-

roCcyJapCTBEHHOMN Bnactu  Pocculickon denepanuu, opraHax
rocy/IapCcTBEHHON BiacTH cyOwnekToB Poccuiickoit ®epeparuu, opraHax

MCCTHOI'O  CaMOYIIpaBJICHUSA, TOCYHAAPCTBCHHBIX HW  MYHHIUIIAIBHBIX
NpeaApuiATUAX n YUPCIKACHUAX, Hay4YHbIX u O6pa3OBaTeJ'H>HLIX
opraHu3anuax, IMOJUTUYCCKUX TApTUIX, O6III€CTB€HHO-HOJ'II/ITI/I'-I€CKI/IX,

KOMMCPUYCCKUX U HCKOMMECPUCCKUX OpraHu3anugax




MNOJINTUYCCKHUX,
KOMMECPUYECKUX U

HEKOMMEPUYECKUX
OpTaHu3aIHsIX

IIK-16 3HaTh:

CIIOCOOHOCTH - TEXHOJIOTHYECKOe 00ecIieueHne CITyKeOHOM NeATeTbHOCTH CICIUATNCTOB
OCYIIECTBIISTH (110 KaTeropusM M rpymiam JODKHOCTEH rocy1apcTBEHHON TPayKIaHCKOM
TEXHOJIOTHYECKOE | CIIY>KOBI 1 MyHUIIUIIAIBHOMN CITYKOBI)

obecrieueHue Ymerb:

ciry)eOHOI - OCYIIECTBIISITh TEXHOJIOTHIECKOE 00eCIeueHre CITyKeOHOM NeaTeTbHOCTH
JeSITeIIbHOCTH CHENUATHUCTOB (TI0 KATETOPHUSM H TPYIIIAM JIOJKHOCTEH TOCYIapCTBEHHOM

CIEIUATUCTOB (110
KaTeropusiM U

IpaXJaHCKOHU CITY>KOBI 1 MyHUIIUTIAILHON CITy>KOBI)
Baanern:

rpyIiam - CIIOCOOHOCTH OCYIIECTBIIATH TEXHOJIOTHUECKOE O0ECTICUeHUE CITy)KEOHOM
JOJKHOCTEH JESTEIbHOCTH CIIEUAINUCTOB (110 KaTErOpUsM U IpymraM JOJKHOCTEH
TOCY/IapCTBEHHON | TOCYJapCTBEHHOM IPasKIaHCKOU CITY>KOBI U MYHHUITUTIAIIBHOMN CITYKOBI)
rpak 1aHCKOM

CITyKOBI 1

MYHULIMTATbHON

CITyKOBI)

[K-17 3HaTh:

BJIaJICHUE -METOAMKY CaMOOpTraHu3aluy pabouero BpeMeHH,

METO/IaMH - METOJUKY PallMOHAIBHOTO MPUMEHEHHUS PECYPCOB,

caMOOpraHu3aluu | -MeTOIUKY 3(P(HEKTUBHOTO B3aUMOJICUCTBUS C APYTUMHU UCTIOTHUTEISIMU
pabouero Ymersb:

BpPEMEHH, - CaMOOPraHMU30BbIBATH pabouee Bpems,

paloOHAIBHOTO - pallMOHAIBHO MPUMEHSTH PECYPCHI,

MPUMEHEHUS - 3(hpexTUBHO B3aMMOJICIICTBOBATD C APYTUMHU UCTIOTHUTEISIMU

pecypcoB u Baaners:

3¢ hexTUBHO - METOJaMH CaMOOpTraHW3ali padouero BpEeMEHH, palMOHAIBLHOTO
B3aUMOJICCTBOBAT | MPUMEHEHHUS PECYPCOB,

b C IPYTUMHU -HaBBbIKaMU 3()(HEKTUBHOTO B3aMMOCHCTBHSI C JPYTUMHU UCTIOTHUTEI MU
UCIIOJIHUTEIISIMUA

2. Mecmo oucyunaunul (M00yi) 6 CMpyKmype 00pazoeameibHoi RPOZPamMmol

JucuuminHa OTHOCUTCS K BapHaTHUBHOM Yactu yueOHoro mana OITOIT.
JlaHHas TUCHMIUIMHA B3aMMOCBSI3aHa C JPYTMMH JUCHUIUIMHAMH, TaKMMHU Kak: «Pycckuii
A3BIK U KyJIbTYpa peun», « ITUKA rOCyAApCTBEHHONW U MYHULIUNIATBHOMN CITyKOBI».
W3yueHne AUCHUIUIMHBI IO3BOJUT OOYYArOIIMMCSl pPEaIu30BbIBaTh Mpo(ecCHOHANbHBIE
KOMIIETEHIIMH B MTPO(ECCHOHATILHOM 1€ TEIbHOCTH.
B uacTHOCTH, BBINYCKHHK, OCBOMBLIMH Mporpammy OakajgaBpuaTa, B COOTBETCTBHHM C
MH(POPMAIMOHHO-METOJMUECKOM, BCITIOMOTATEIbHO-TEXHOJIOTHYECKON (MCTIOIHUTENLCKOM) BUIAMHU
NS TeNbHOCTH, T0JIKEH ObITh FOTOB pelaTh cieayonue NpodecCHoHalbHbIE 3a1a4H:
UHQOPMAUUOHHO-MEMOOUUECKAA OeAMENLHOCHb:
-JIOKyMEHTALlMOHHOE OOeCreUeHne MAEATEIbHOCTH JIMI, 3aMEeLIAaloIlUX TOCyJapCTBEHHbIE
nomkHocTH Poccuiickoit ®denepanuy, 3aMelalOIMX TOCYAapCTBEHHBIE JIOJDKHOCTU CYOBEKTOB

Poccuitckoit  depepanuu,

3aMelIaloNX JODKHOCTH MYHHIIMIAIBHONW — CITYXOBI,

AL Ha



JOJDKHOCTSIX B TOCY/aPCTBEHHBIX U MYHHUIMIIAIBHBIX MPEANPHUATUSAX U YUPSKICHUAX, HAYUHBIX U
o0pa3oBaTeNbHBIX  OpPraHM3alMN, TOJUTHYECKUX  MapTUil,  OOIIECTBEHHO-MOJUTHYECKHX,
HEKOMMEPUYECKUX U KOMMEPUYECKHX OpraHU3alHii;

-y4acTH€ B CO3JIJaHUM W aKTyajlu3alud HMHOOPMALMOHHBIX 0a3 JaHHBIX JUIS MPUHSATHS
yNpaBJIEHYECKUX PEIICHUI;

-MHQOPMAIIMOHHO-METOIUYECKasl MOAJAEPKKaA, MOJATOTOBKAa MH(OPMALMOHHO-METOIUYECKUX
MaTepHaJIOB U COMPOBOXKACHUE YIPABICHYECKUX PELICHUH;

-cOop U KiIaccu(PHUKAIMOHHO-MeToAnYecKass o00paboTka uHGOpMauu 00 HMMEIOIIUXCS
MOJUTUYECKUX, COLMATbHO-DKOHOMUYECKUX, OPraHU3allMOHHO-YIPABIEHUYECKUX Ipoleccax Hu
TEH/ICHITHSX;

-y4yacTue B HH(POpMATHU3aLUH IeSATETFHOCTH COOTBETCTBYIOIIMX OPraHOB M OpraHu3alui;

-3aIIMTa CIyKeOHON M KOH(pUACHIHaTbHON HH(pOpMaluy, obecrieyeHrne OTKPBITOrO JI0CTyIa
rpaxjaaH K HH(GOpMAIMK B COOTBETCTBHHU C TIOJOKEHUSMH 3aKOHO/IaTENILCTBA,

6CHOMO2aMeNbHO-MEXHON02UYeCKas (WCHOTHUMENbCKAA):

-BEJICHHE JIEJIOMPOU3BOJCTBA U JOKYMEHTOOOOpOTa B OpraHax TroCyAapCTBEHHOW BIACTH
Poccuiickoii ®eneparyn, opraHax rocyaapcTBeHHON BiacTu cyObekToB Poccuiickoit deneparyu,
opraHax MECTHOI'O CaMOYIPABJICHMS, TOCYJAapCTBEHHBIX M MYHULHUIAJIBHBIX MNPEANPUITHIX H
YUPEXKACHUSIX, HayuyHbIX W 00pa3oBaTeNbHBIX OpraHU3alMsAX, MOJUTUYECKUX MapTUsX,
00IIeCTBEHHO-TIOJUTUYECKHX, HEKOMMEPUECKUX U KOMMEPUYECKUX OpraHU3aIusX;

-OCYUIECTBJICHUE  JEHUCTBMHA  (aAMHUHMCTPAaTHUBHBIX  Mpolenyp),  oOecreyrBaroImux
MIPEAOCTABICEHNE TOCYJIApCTBEHHBIX W  MYHULHWIIAJBHBIX  YCIyT B COOTBETCTBHU  C
3aKO0HOJaTenbCTBOM Pocculickon Penepanny;

-TEXHOJIOTHYECKOe 0OecriedeHre Ciy>KeOHON JesITeNbHOCTU CIIEHUAINCTOB (TI0 KATErOpUsIM U
rpymnIam J0JKHOCTEH TOCYAapCTBEHHOM IpakJTaHCKOW U MyHHMIIMIIAILHON CITY>KOBbI);

-o0ecreueHue UCTIOIHEHUSI OCHOBHBIX (DYHKIIMM, aAMUHUCTPATUBHBIX PETJIAMEHTOB OPraHOB
rocyapcTBeHHoOM Biactu Poccuiickoit denepariny, OpraHoB TOCYAaPCTBEHHON BIACTH CyOBEKTOB
Poccuiickoii  ®enepanuy, OpPraHOB  MECTHOTO  CaMOYIPABIECHMS, TOCYAApCTBEHHBIX W
MYHUIUNATIBHBIX MPEINPUATHA W YUYpeXJIEHHH, HaydHbIX M 00pa3oBaTelIbHBIX OpraHU3aIMM,
MOJIMTUYECKUX NapTUi, OOIIECTBEHHO-MOIUTUYECKUX, KOMMEPUECKUX U HEKOMMEPYECKHX
OpraHu3aLuin.

3. O6vem oucyuniunst

Buowt yueonoit pabomot Dopmul 00yuenusn
3aounasn
OO01mas TPy10eMKOCTh: 324CTHBIC €THHUITHI/Yachl 2/72
KonTakTHas padora
3aHsTHS JESKIIMOHHOTO THUTIA 2
3aHATHS CEMUHAPCKOTO THMA 2
[IpomexxyTouHast — arrectauus: 3ader/ 3a4er ¢ 4
OIIeHKOI / DK3aMeH /
Camocrositesbnasi padora (CPC) 64

4. Cooepicanue oucuyunaunvl (M0Oyns), CHMPYKMYpPUpoBanHHoe no memam / pazoenam ¢
YKa3aHuem Ome6e0eHHO20 HA HUX KOAUYEeCmEa aKA0eMU4eckKux 4acoé u 6uoo6 yueOHbvlx
3aHAmMuUuL

4.1. Pactipenenienne 4acoB 1o pasjesiaM/TeMaM B BUAaM padoThl

4.1.1. 3aounast popma 00yueHHs



Ne i/

Pa3zgen/Tema

Buabi yueOHoii padoThl (B 4acax)

KonrakTHas pa6ora

3apaTusa
JEeKIIHOHHOI'0
THIA

3aHATHSA CEMUHAPCKOIO THIIA Camocr

OAATCJIbH
as

Jlexyuu | Unole
yuebHbl
e
3aHamu
5

Ilpaxmu
yeckue
3auamus

Cemuna | Jlabopa | Hnvie pa6ora
pbl mopHble
pabomoi

JlokymMeHTOBEeIEHKE.
OCHOBHBIE  HOHATHS.
JIOKYMEHT M CHCTEMBI
JOKYMEHTAITHH.

HopmarusHas
JOKyMEHTALUSI.
[IpaBuna odopmiieHUs
JTOKyMEHTOB U
3aI0JIHEHUSL TUIIOBBIX

dhopm.

Cucrema
OpPraHMU3ALMOHHO-
IIPaBOBOM
JOKYMEHTAIMH.

10

Cucrema
pacriopsAuTeIbHON
JIOKYMEHTAlIUH.

10

HNudopmarnmonHo-
CTIpaBOYHAS
JTOKYMCHTAITHSL.

10

Kanposas
JOKYMEHTaLUs.
JIOKyMEHTBI o
JIMYHOMY COCTaBY.

10

JIoKyMeHTOOO0POT.
ApXHMBHOE XpaHEHHUE.
Kon¢unenuuansueie
JOKYMEHTBI.

Kommnsrorepnsie
TEXHOJIOTHH
JOKYMEHTAI[HIOHHOTO
obecrieyeHus
yIpaBJIeHUsI.

IIpomesxyTouHas
aTTecTanus

4

Uroro

72

4.2. [IporpaMma JUCUMIUIMHBI, CTPYKTYpUpPOBAaHHAS IO TEMaM / pa3ienam

4.2.1. Conepxanue JEKIIMOHHOTO Kypca




Ne i/

HaumMmeHoBaHUE TeMBbI
(pa3nesia) M CHUNJIMHBI

Couepmaﬂne JICKIHUOHHOI'O 3aHATHHA

JIoKkymMeHTOBEICHHE.
OcHOBHbIE MOHSATUSL.
JIOKyMEHT U CUCTEMBI
JIOKyMEHTAL1H.

[TonsTve ¥ QYHKOMM  JOKYMEHTOBEJCHUS U
nenonpou3BoAcTBa. CyIIHOCTh W OCHOBHBIE 3a/layil
JOKYMEHTUPOBaHUS yNPABICHUYECKOH JEATEIbHOCTH.
Kpatkuit 0030p wHcTOpUM  JTOKYMEHTOBEACHUS U
nenonpou3BoacTBa. COBpPEMEHHOE TIOCYJIapCTBEHHOE
peryiMpoBaHue JAOKYMEHTAIIMOHHOTO  OOecHeueHus
ynpasienue ([JJOVY). OcHOBHbIE TEPMHHBI U IOHSTUSA
JOYVY. Ilonstue wundopmanuu u HHPOPMAIMOHHBIX
pecypcoB. [TpuHIUTIBI paboTsl c JIeTI0BOM
uHpopManuein. YHubunupoBaHHbie CUCTEMBI
JIEJIONPOU3BOICTBA.
HopmatuBHO-cripaBouHass ~ JOKyMEHTAIusl.
[IpaBuia co3aaHusi JOKYMEHTOB.

I'OCT.

Cucrema OpraHm3anlMOHHO-
IIPaBOBOM JTOKYMEHTALIUH.

Ha3nauenme u cocTaB  OpraHu3allMiOHHO-NPaBOBOM
AOKYMCHTallUH. q)}/HKIII/II/I OpraHnu3allMOHHO-ITPABOBLIX
JOKYMEHTOB.  YUpeIuTeNbHble JOKYMEHTBl. YCTaB.
Jorosop. Ilonoxenue. HMucTpykumu. [I0JKHOCTHBIE
uHCTpyKuuu. CTpykTypa ¥ INTaTHas YHUCIEHHOCTD.
HltatHoe  pacnmcanue. IlpaBuma  cocraBieHus,
oopMIIeHHs] JOKYMEHTOB.

4.2.2. ConepxaHue MPaKTUUECKUX 3aHATUN

Ne i/

HanMeHoBaHHMe TeMBI
(pa3aesia) AMCUUNIMHBI

Conep:xaHue NPAKTHYECKOT0 3aHATHSA

Cucrema pacnopsIuTenbHOM
JIOKYMEHTAIIH.

[IpaBuna coctaBieHusi, OQOPMICHHUS JIOKYMEHTOB.
[Ipuka3sl MO OCHOBHOW J€ATENBHOCTH. JlOKYMEHTHI,
W3/1aBacMbIe B YCIIOBHSIX KOJUICTHATBHOCTH
(mOCTaHOBNEHUS, PEILICHHUS); JOKYMEHTHI, H3JaBacMble
B YCJIOBHSIX €IWHOJMYHOTO TIPHUHATHS PEIICHUH
(mpukasbl, ykaszaHusi, pacnopsbkeHusi). O060coOIeHHbII
JOKYMEHT —  TPOTOKOJ.  Buael, ocoOeHHOCTH
odopmieHwus. CocraBnenue JIOKyMEHTOB c
npumeneHueM ['OCT.

WNudopmannonHo-
CIpaBOYHAs JOKYMEHTALHSI.

[IpaBuna cocraBieHusi, OG(OPMICHUS JOKYMEHTOB.
WuunuaTuBHblE JOKYMEHTHI, JIOKJIaJHBIE 3alHCKH.
OObscHuTeNnbHBIE 3amucku. AKThl.  [Ipemnoskenue.
CrpaBku  choykeOHOrO M JIMYHOTO  Xapakrepa.
CrnyxeOHble (IenoBblEe) NHCbMA. XapaKTEPUCTUKH.
PasnoBugHoctn. OcobGeHHOCTH O(OpMIICHHUS. DTHKET
nenoBoro o6menus. CocTaBieHHE JOKYMEHTOB C
npumeHenuem ['OCT.

4.2.3. ConepxaHue CaMOCTOSITEIbHON pabOThI

Ne i/

HaumeHoBaHHMe TEMbI
(pa3aesa) IMCUMILIMHBI

Conep:kanue caMoOCTOSITEILHON PadoThI

HopwmaTtuBHas

Bungpl  HOpMaTHMBHO-CIIPaBOYHOM

JIOKYMEHTAITUH.



nokyMmenTtanus.  Ilpasuia | TOCT. IlpaBuna co3manus JnokymeHToB. IlpaBuia
oopMiIeHNsT TOKYMEHTOB M | HAllUCAHUS PEKBU3UTOB. bilaHKU M yHHU(PULIHMPOBaHHbBIE

3aI0JIHEHUS TUIOBBIX | (POPMBI.
dhopm.

2. KanpoBas nmokymeHranms. | HasHaueHne u cocTaB JIOKYMEHTOB II0 JIMYHOMY
JIOKyMeHTBl 10 JU4YHOMY | cocTaBy. HopmaruBhas 6a3a. YHu¢uuupoBaHHbIE
COCTaBYy. ¢dbopmMBl.  ANTOPUTM  JACUCTBHA U OQOPMIICHHS

JOKYMEHTOB MpHU INpuéMe Ha paboTy, YBOJIbHEHUH,
[IEPEBOAEC HA JPYIyl JOJKHOCTb, OTIIPABICHUU B
komMaHaupoBky.  CocraBneHue U odopMmieHue
OCHOBHBIX JIOKYMEHTOB. TpyIOBOH IOrOBOp, IPUKA3bI
II0 JINYHOMY COCTaBy, TPYNOBBIE€ KHW)KKH, JINYHOE
J€JI0, IUYHAs KAPTOUKA.

3. JIOKyMEHTOOO0POT. OCHOBHBIE MOHATUS W MPUHLUIBI JOKYMEHTOOOOPOTA.
ApxuBHOE xpaHenue. | IIpsaMoTO4HOCTE IBMXKEHUs JOKYMEHTOB. Bxopsmwue,
KondunenuuanbHele UCXOJAIIAE M BHYTPEHHHME JNOKyMeHTHl. IlpaBumiia
JOKYMEHTBI. 00paboTkn  JoKymeHTammu. [lpaBuna ¥ cpoku

XpaHEeHUs JIOKYMEHTOB. ITonsTue
KOH(HICHIIMATHHOCTH.

4. Komnbrorepssie WudpopmaioHHbIE  KOMIIBIOTEPHBIE  TEXHOJIOTHU.
TEXHOJIOTHH MeToap! 3amuTHl THPOPMALUH, SIEKTPOHHO-IUPPOBast
JOKYMEHTAI[MOHHOT'O noxnuck (DLII), mudposanue. ABTOMAaTU3NPOBAHHbBIE

oOecriedeHus yrnpaBieHUs. | HHQOPMAIMOHHBIE  CHCTEMBI  JICJIOTPOM3BOJICTBA.
DIEKTPOHHOE NMPABUTEIBCTBO.

5. @ono ouenounvix cpedcme 0na NPOGEOCHUA RPOMENCYMOYHOU ammecmayuu o0yuarouuxcs
no oucyunaumne (Mooyno)

[IpemycMoTpeHbl  cieAyrolmue BHABI KOHTPOJS KAadyecTBA OCBOCHHS KOHKPETHOM
JUCLIUIUIMHBI:
- TEKYLIUA KOHTPOJIb YCIIEBAEMOCTH
- MPOMEXKYTOYHASI ATTECTAIMS O0YYAIOIINXCS IO TUCITUILTHHE

@DOHJ OIICHOYHBIX CPEACTB JIsi MPOBEACHUS MPOMEKYTOUHOW aTTeCTallud O0YyYarolIuXcs
no guctmmuinae opopmiieH B IPUJIOKKEHUU x PABOYEU ITPOT'PAMME JUCHUITUJIMHBI

Texymuii  KOHTPOJb yCHEBAEMOCTH OOECIeYMBaeT OIEHMBAHME XOJa OCBOCHUSA
JTUCIUILTUHBI B TIPOIIECCE OOYUYCHHSL.

5.1 Ilacnopm ¢honoa oyenouHvix cpedcme 0/ NpogedeHUs mexywel ammecmayuu no
oucyuniure (Mooyo)

Ne Kontposmmpyemsie Kon HanMeHOoBaHMe OLIECHOYHOTO CPeaCTBA
n/m | pasaeasl (TeMbl) KOHTPOJIMP
yemMou
KOMIIETeHI]
5041
1. JloxyMeHTOBEIEHHE. [IpoGneMHbIe 3amaum, CUTYaIlMOHHBIE 3a/ayH,

OCHOBHBIE  ITOHSITHSL.
JIOKYMEHT U CHCTEMBI
JTIOKYMEHTAITHH.

K-8 TECTHPOBaHUE

2. | HopmaruBHas I1K-8 [TpoGyieMHBIC 3a/la4yM, CUTYAIMOHHBIC 3aJ1ayH,




JIOKyMEHTAIUSI. TECTUPOBAHUE

[IpaBuna odopmiieHus

JIOKyMEHTOB u

3aIlOJIHEHUSI THUIOBBIX

dbopm.

Cucrema [IpoGnemHbIe 3a1a4u, CUTyallHOHHBIE 3a/1a4H,
33. | opraHu3anuOHHO- I1K-8, TECTUPOBAHUE

MIPaBOBOI1 IK-15

JIOKYMEHTAIUH.

Cucrema K-8 [IpoGnemHbIe 3a1a4u, CUTyallHOHHBIE 3a/1a4H,
44 | pacniopsiIUTENbHON K 1’5 TECTUPOBaHUE

JIOKYMEHTAIUH.

NudopmanmonHO- I1K-8, [IpoGiiemMHBIC 3aa4m, CUTYaIlMOHHBIC 3a/ayH,
55 | cpaBouHas [IK-15 TECTUPOBAHUE

JIOKYMEHTAITHSI.

Kanposas K-8 [IpoGneMHbIe 3amaun, CUTYallMOHHBIE 3a/1ayH,
66. | TOKyMEHTaIusl. K 1’5 TECTUPOBAHUE

OKYMEHTBI no ’

Hloky TK-16

JUYHOMY COCTaBY.

JIoKyMeHTO000POT. [IpoGiemHbIe 3a1a4u, CUTyaIllHOHHBIC 3a/1a4H,
77. | ApxuBHOE XpaHCHHE. MK-15 TECTUPOBAHUE

Koudunenmnuansueie

JIOKYMEHTBI.

Komnsrorepusie [TpoGieMHbIe 33129, CUTYyaIIHOHHBIC 3a/1a4H,
88. | TexHoNOTMH K-16 TECTUPOBAHUE

OKYMEHTAIMOHHOTO ’

AOKyMETan TK-17

obecrnieueHus

yIpaBJIeHHUS.

5.2 Tunoevie KOHMPOAbHLIE 3A0AHUA ULU _UHBIE MAMeEePUAIbl, HeobXooumble Ol OUeHKU
3HAHUL, VMEHUL, HA8bIKOS U (UIU) ONblma 0esmellbHOCHU 8 NPOUECcce meKyue20 KOHmMpoJis

TunoBbie CUTYallHOHHBIC 3aaYHu:

3agaua 1

Cucrema pacnopsAUTEIbHON JOKYMEHTAITUH.

[ToaroroBeTe mpuka3 00 UTOTax peBU3NH (UHAHCOBOTO yueTa. B KoHcTaTHpyromeil dacTu
YKa)KUTE, YTO pEeBU3MEH 00OHApYKEeHBI (DaKThl rpyOOTr0o HapylmeHUs (PMHAHCOBOTO y4yeTa: HET y4yeTa
U OTYETHOCTH IO KOMaHAWPOBKaM, OTCYTCTBYET JKypHal ydeTa aoBepeHHocTeil. Hemocraromme
PEKBU3UTHI YKAKUTE CAMOCTOSTEIIHLHO.

3amaua 2

WHpopManmoOHHO-CIIPaBOYHAS IOKYMECHTAITHS.

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

CosnaiiTe OTBET Ha BXOJISIIEE MUCHMO-3AIIPOC, HCIIONB3Ys CIIPABOYHYIO HH(OPMAIIHIO.

2) B sHBape Oyaymiero roja COCTOUTCS KOH(EpPEHIs, IMOCBSIICHHAs WHHOBAIUSM B
skoHOMHKe. HeoOxomumo co3math M pa3ociaTh MHCHMO-TIPUTIIANICHHE Ha IPEACTOSIIYIO
KOH()EPEHIIUIO.

TunoBbie l'lpOﬁ.]'IeMHLIe 3aJavum:

3agaua 1



JlokymMeHT0o000poT. ApxuBHOe XxpaHneHue. KoHduaeHnanbHbIe TOKYMEHTHI.

B ¢upmy moctynwio aBa KOHBEpTa, aJpeCOBAHHBIX TE€HEPATLHOMY AHPEKTOPY, OIUH
KOHBEPT C PEKJIIAMHOM aKIUei, 1Be MOCHUIKN U3 (PUIIUATIOB.

OO6paboTaiiTe OITAIMHO BXOASIIYIO KOPPECTIOH ICHIIUIO.

Tunosblie TECTHI

l.

IIpn xakoM pacnosiokeHun pekBu3uTH "HammeHnoBanne opranmsanuu', "Bua nokymenra"
U JIpyrue HeoOX0IMMbIe PEKBU3HUTHI HA OJaHKE pa3MelaroTcs

B BEPXHEM JIEBOM YIIIY:

Bribepure ouH OTBET:

A) Ipo10JIBHOE

b) yriosoe

B) nenrpupoBanHoe

2.

Jist KakuX JOKYMEHTOB 00s13aTeJIeH PEKBU3UT «A/Ipecar:
Br16epute o1H UM HECKOJIBKO OTBETOB:

A) nucbma

b) npukassl

B) 10o/mKHOCTHBIE HHCTPYKIIMU

3.

Kaxkas nara siBiisieTcst 1aToi MpUKa30B, MHCEM, CITPABOK:
Bri6epute ouH OTBET:

A) Jlata yTBepKaeHUs

b) ara 3aukcupoBaHHOTO B TOKyMEHTE COOBITHS

B) [ata cornmacoBanus

I') Jlata noanucanus

4.

Bri6epuTte anementsl pekBusuta «['pud yrBepxaeHus» :
Bribepurte 0JMH WM HECKOJIBKO OTBETOB:

A) Ioamnuce

b) lomKxHOCTB JInLa, YTBEPKAAIOUIETO TOKYMEHT

B) Ileuats opranuzanumu

J1) Busbl cornacoBanust

5.

[Ipukazamu 1o TUYHOMY COCTaBY O(POPMIISIOTCS:

A) I'apanTuiinbie 00s13aTeNbCTBA OPTaHU3AINH

b) JomkHOCTB JIHIIa, yTBEPKIAIOIIETO TOKYMEHT

B) [Ipuém, nepeBo 1 yBOJILHEHHE COTPYTHUKOB OPTaHU3AINH
I') AxTel npuéma u nepenadr 0ObEKTOB

6.

OcHoBHbIE QyHKIINH, KOTOpBIe oOecnieunBaet JJOV:
A) TuIaHupOBaHUE

B) opranuzaioHHO-pacnopsiuTeNbHast 1eITeIbHOCTD
B) yuét u oTuéTHOCTD, (hMHAHCUpPOBAHUE



7.
Howmenknarypa aen npencrabiseT coboit:
A) Cnucok 3arojoBKOB (HaMEHOBaHUM) JieJl, 3aBOJIMMBIX Ha MPEANPUSATUU C YKa3aHHEM

HX CPOKOB XPAHCHUA

b) I'apanTtuiinpie nucbMa opraHu3aliu
B) I'pu¢ yrBepkaeHHsS pYKOBOIUTENS OpraHU3alun
I') Cpoku xpaHeHUS! JOKYMEHTOB

8.
brnank noxkymeHTa — 3T0:
A) HecTaHIAPTHBIN JUCT Oymaru, Ha KOTOPOM BOCIIPOM3BOJUTCS MOCTOSIHHAS UH(OpManus

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

b) cranpaptHblil nuct Oymaru, Ha KOTOPOM BOCIPOM3BOJUTCS MOCTOSIHHAs MHGOpMaus

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

MM;

B) npyroe

9.

bianku umetot nons (cornacao 'OCT P 6.30-2003):

A) neBoe — 20 MM; mpaBoe 1 HUXKHEe — He MeHee 10 MM; BepxHee — He MeHee 20 MM;

b) neBoe — 10 mm; paBoe u HUXKHee — He MeHee 20 MM; BepxHee — He MeHee 10 mMvm;

B) neBoe — 20 mm; mpaBoe He MeHee 10, HmxHee — He MeHee 20 MM; BepxHee — He MeHee 20

10.
PexkBu3uT — 00s3aTEIbHBINA AJIEMEHT:
A) npucymui onpeaeaeHHOMY BUAY JOKYMEHTA;
b) npucymuii TonbKO OpraHU3allMOHHON JOKYMEHTAIUH;
B) npucymmii ToJIpKO MUCHMaM;

11.

dopmysp-o0paser; — 3To:

A) COBOKYITHOCTh HE PEKBU3UTOB, a TIOJIMTUCEH

b) COBOKYMHOCTH pacIONOKEHHBIX B OIMPEACICHHON IOCIEI0BATEILHOCTH PEKBU3UTOB,

MMpUCYyHIUX BCEM BHIaM JOKYMCHTOB,

B) HoMeHKaTypa /1en opranuzaiuu

12.

K pacniopsiautenbHbIM JOKyMEHTaM, U3JJaBa€MbIM B YCIOBUSIX €IMHOJIMYHOTO
MIPUHSTHUS PEIICHUSI, OTHOCSITCSI:

A) nenoBble MUChMa

b) npukassl

B) mokxnagHbIe 3aMCKH

13.
TpebGoBanus, MpeabABIIEMBIE K JOKYMEHTOOOOPOTY:

A). IpSAMOTOYHOCTh JABMKEHHUSI JOKYMEHTOB (JOKYMEHT KpaTdalIIMM IyTeM MOMagaeT K

HUCIOJIHUTCIIIO, BO3BPATHBIC IICPEMCIICHUA JOKYMCHTOB I/ICKJIIO‘-ICHLI);

b) pacnpenenenue NOKyMEHTOB MEXIy PYKOBOAMTEISIMH U CIIELUATMCTaMU COTJIACHO UX

CPYHKLII/IOHEU'ILHBIM O6$I33.HHOCT$IM;

B) HeobxonuMoe mnepeMenieHHe IOKYMEHTOB (AyOJMpoBaHME, JUIIHWE HWHCTAHIUU U



JCUCTBUSL HUCKIIOUEHBI) M €IUHOOOpa3ue MaplpyTa JBHKEHUS JOKYMEHTOB M TEXHMYECKHX
onepanuii ¢ HUMH, OJTHOKPAaTHOCTh KayKJI0M Ollepanuu;
I') Bce BhILIETIEpEUNCIIEHHBIE

14.

Jns xakoro BuAa JOKyMeHTa pekBM3UT «HanMmeHOBaHuE BHAa JIOKYMEHTa» HE
YKa3bIBaeTCSI:

A) BBINKCKA U3 IPOTOKOJIA;

b) nenosas 3anucka;

B) nucsmo;

I') oTuér.

15.

['e xpaHsTCs ea Mo UCTEYEHUH CPOKa TEKYIIEro XpaHeHHUs:
A) B apxuse;

b) y pykoBoauTens: opraHuzaluy;

B) y cexperapsi pyKoBOIUTENsI OpraHU3aLINY;

') momyiexxkat aHHYJIMPOBAHUIO.

5.3 Memoouueckue mamepuaivl, onpedenirouiue npoyueodypsbl OUCHUSAHUSL SHAHUU, VMEHUT,
HABbIKOS U (UIl) Onblma 0esmelbHOCInU

Bce 3amanus, ucnonb3yeMmble i TEKYIIEro KOHTPOJs (OPMHPOBAHUS KOMIIETEHIIMHA
YCIIOBHO MO>KHO Pa3/I€JIUTh Ha JBE TPYIIIbL:
1 - 3amaHusi, KOTOpbIE B CHUJIY CBOMX OCOOEHHOCTEW MOTYT OBITh peaM30BaHbI TOJIBKO B

nporiecce OOYYCHHUS Ha 3aHATHSIX (HApUMEp, CHUTYallMOHHBIC 3aJaHUs, TUCKYCCHUS M MUHH-
koH(pepeHnmst B hopme BeOMHApa);

2 - 3ajaHus, KOTOpBIC JOTOJHSIOT TEOPETHUECKUE BOMPOCH (NMPAaKTUYECKHUE 3a/IaHus,
3aJJaHus JJIs1 CAMOCTOSITEIILHON paOOThI, TECTHI).

Beinonnenne Bcex 3agaHuil ABIseTCd HEOOXOAMMBIM ISl ()OPMHPOBAHUS U KOHTPOJIS
3HAHWM, yMeHUH U HaBbIKOM. [103TOMY, B Cilyuae HEBBINOJHEHHS 3aJaHUN B Mpoliecce 00ydeHHUs,
WX HEoOXOJMMO «OTpaboTaTh» M0 3aueTa (dK3aMmeHa). Bua 3amaHuii, KOTOpbIE HEOOXOIUMO
BBINIOJHUTH JJI JIMKBUJAUUHN «33J0JDKEHHOCTH» ONPENENAeTCs B MHAMBHUAYAJIbHOM IOPAIKE, C
Y4€TOM NPUYHH HEBBIIOJIHECHMS.

1. TpeOoBaHMe K pelIeHUI0 CUTYAlIMOHHOM, MP00JIeMHOM 3a1a4u (Kelc-U3MepHUTeIN)

CTyneHT AOKEH YMETh BBIIECTUTh OCHOBHBIE IOJIOKEHUS M3 TEKCTa 3a/Jaud, KOTOpbIe
TpeOyIOT aHanu3a U CIy’KaT YCIOBUAMHU pemieHus. Vcxoas U3 mocTaBleHHOro BOIIpOca B 3aj1ade,
MOTBITATHCSI MAKCUMAIILHO TOYHO OIPENETUTh MPOOJIeMy M COOTBETCTBEHHO PEIIHTH €e.

3ajaun JOJDKHBI pelaTbCs CTyAeHTaMu NMUCbMEHHO. [Ipu pemeHnn 3agad Takxke Ba)KHO
MPAaBIIILHO CPOPMYITUPOBATH U 3aIMCATh BOMPOCHI, HAUMHAS ¢ O0JIee 00MUX U, KOHYAsT YACTHBIMH.

Kpumepuu oyenusanuss — OLIEHKA YYUTBHIBAET METOJbI U CPENCTBA, UCIIOIb30BAHHBIE MPU
pEIIeHNN CUTYAIMOHHOM, MPOOIeMHON 3a1a4H.

OueHka «8binoiHeHo» CTaBUTCS B Cllydae, €ciy OOydaroIIuics MOoKa3all MOJO0XKUTENbHbIE
pe3yNbTaThl B MPOIECCE PEIICHUs 3aJadd, a UMEHHO, KOrJa OOYyYaroIIUiCs B IEIOM BBITOTHUII
3ajaHue (peu 3a/ady), UCHOJb3ysl B IMOJHOM 00beMe TEOPETHUECKHUE 3HAHUS U MPaKTHYECKUe
HABBIKH, OJTYYCHHBIE B TIpOIiecce 00yICHUS.

OreHka «He 8bInoaHeH0» CTaBUTCS, €CIIM 00yJaroIIUiics He BBIMOIHUI BCe TPEOOBaHUS.



2. TectupoBanue

SBasieTcst OAHUM U3 CPEACTB KOHTPOJIS 3HAHUM 00yYaromuxcs 0 JUCIUILTHHE.

Kpumepuu oyenuseanus — npaBUIbHBIN OTBET Ha BOIIPOC

OrneHka «omauyH0Oy CTAaBUTCA B CIIydae, €Clu MpaBiIbHO BBITTOTHEHO 90-100% 3amanuit

Onenka «xopouio» CTaBUTCS, €CIIN NPABUIBHO BbINOIHEHO 70-89% 3amanuit

OrneHka «y0osiemeopumenvHo) CTaBUTCS B CIIydae, €CJIM MPaBWIBHO BHITOIHEHO 50-69%
3aJaHui

OrneHka «Heyoos1emeopumenvHoy CTAaBUTCSA, €CIM MPABWIBHO BhITONHEHO MeHee 50%

3aJaHui

6. Ilepeuenv 0CHOBHOII U OONOJIHUMENbHOU YYeOHOU JumMepamypvl, HeoOX00UMOll 013
0ceoeHus OucyunIuHnsl (MoOyns)

6.1 OcnosHas yuebHas 1umepamypa

1. Ky3nenosa, M. B. JlokymeHTHpOBaHHE yIPaBICHUYCCKOW MACATEIBHOCTH : ydeOHOE
nocobue st 6akanaspos / W. B. Kysnenosa, I'. A. Xauatpsn. — Mocksa, Caparos : [lamkoB u K,
Al ITu Op Menma, 2017. — 240 c. — ISBN 978-5-394-02780-2. — TekcT : 31eKTpOHHBIN //
DNeKTPOHHO-ONOIHOTeYHAs cucreMa IPR BOOKS : [caiiT]. — URL:
http://www.iprbookshop.ru/59274.html

2. Adonromkuna, O. . JIokyMEHTHpOBaHUE YNPaBICHYECKOH NESATEIBHOCTH @ yueOHOe
nocobue / O. . Adontomkuna ; non penakuueit B. Y. [lycroBas. — benropoa : benropoackuit
roCy/apCTBEHHbIN TexHoJorudeckuii yausepcurer uM. B.I'. Illyxosa, ObC ACB, 2017. — 111 c.
— ISBN 2227-8397. — Tekcr : 31eKTpOHHBIA // DaexTpoHHO-OMOmmoreuyHast cucrtema [PR
BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/80510.html

3. CumonsH, P. S. JlokyMmMeHTanMoHHOe oOOeCHe4YeHHe CHUCTEMBbl  YIpPaBIICHUS
opranusanueii : yueonoe nocodue / P. 5I. Cumonsn. — Caparos : Aii [Iu Op Meaua, 2018. — 180
c. — ISBN 978-5-4486-0167-5. — TekcT : 31eKTpOHHBIN // DNeKTpOHHO-OMOIMOTEeYHasI cucTeMa
IPR BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/72458.html

6.2 [lononnumenvnas yuebnas aumepamypa:

1. Ky3nernona, 1. B. JlokymeHTaIlIlMOHHOE 00CCTICUCHHE YIIPABICHUS IEPCOHAIIOM : yaeOHOE
nocobue ans 6akanaspos / U. B. Ky3nenosa, I'. A. Xavyarpsa. — 2-e uzn. — Mocksa : Jlaikos u
K, At [Tu Op Menua, 2019. — 220 c. — ISBN 978-5-394-03124-3. — TekcT : 3€KTPOHHBIN //
DNeKTPOHHO-ONMOIMOTeYHAs cucreMa IPR BOOKS : [caiiT]. — URL:
http://www.iprbookshop.ru/83142.html

2. CaraeBa, JI. M. Cucrema MEHEI)KMEHTa KAauecTBa: YIPaBIEHUE AOKYMEHTHPOBAaHHOU
uHpopmanuent : yuebHoe nocodue / J[. M. CataeBa. — Caparos : By3oBckoe obpazoBanue, 2018.
— 108 c. — ISBN 978-5-4487-0295-2. — TeKcT : 3JIeKTPOHHBINH // DNeKTpOHHO-OMONIHOTeYHAS
cuctema [PR BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/76991.html

6.3. Ilepuoouuecxkue uzoanus

l. I'ocynapcrBennas ciyx6a u KaJIpBl. ISSN: 2312-0444.
http://www.iprbookshop.ru/23114.html

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

3. DOKOHOMHMKa W  MEHEIKMEHT cucrteM  ynpasieHus. ISSN:  2223-0432.
http://www.iprbookshop.ru/34060.html

4. Borpockl HOBOI 3koHOMUKH. ISSN: 1994-0556. http://www.iprbookshop.ru/34078.html

5. 'ocynapcTBeHHOE M MyHULMIIAJIBHOE ynpasiieHue. Ydensle 3anucku. ISSN: 2079-1690.
http://www.iprbookshop.ru/82793.html

7. Ilepeuens pecypcoeé ungopmayuonno-menexommynukayuounou cemu "Hnmepnem' (0anee


http://www.iprbookshop.ru/23114.html
http://www.iprbookshop.ru/82793.html
http://www.iprbookshop.ru/34060.html
http://www.iprbookshop.ru/59274.html
http://www.iprbookshop.ru/34078.html
http://www.iprbookshop.ru/8533.html
http://www.iprbookshop.ru/76991.html
http://www.iprbookshop.ru/83142.html
http://www.iprbookshop.ru/72458.html
http://www.iprbookshop.ru/80510.html

- cemb "Hnmepnem"), neo0xo0umwvix 01 0c60eHus OUCYUNIUHBL (MOOY/151)
1. ®enepanbHOE apxuBHOE areHTCTBO http://archives.ru/
2. CaliT o KaJpoBOMY J1eIONpOU3BOACTBY https://www.kadrovik-praktik.ru/
3. CnpaBouno-nipaBoBas cuctema «Koncynprant [Lmtoc» www.consultant.ru
4. UudopmanmonHo-mipaBoBoit optain «I apant» http://www.garant.ru
5. DneKkTpoHHBIE OPUCHBIC CUCTEMBI http://Www.eo0s.ru

8. Memoouueckue ykazanus 0na 00y4aouiuxcsa no 0C60€HUI0 OUCUYUNTUHBL (MOOYA)

YcnenrHoe 0CBOGHHE JIaHHOTO Kypca 06a3upyeTcsi Ha palliOHaIbHOM COYETaHUU HECKOJIBKUX
BHJIOB y4E€OHOU NESITEIHHOCTH — JIEKIIMA, CEMUHAPCKHUX 3aHITHI, CaMOCTOSTEIbHOU padoThl. [Ipn
TOM CaMOCTOATENbHYI0 padoTy cileayeT paccMaTpuBaTh OJHUM W3 TJIaBHBIX 3BEHBEB
MIOJIHOIIEHHOTO BBICHIETO OOpa3oBaHMs, HAa KOTOPYIO OTBOAMTCA 3HAUMTEIbHAs 4acTb Y4EOHOIo
BpPEMEHHU.

Bce Buabl 3aHATHH mpoBonATCS B (opMe OHIAMH-BEOMHApOB C HCIOJIb30BAHHEM
COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJIOTUH (HAIWYKME MPE3eHTAlMU U popyMa JUIs 00CYKIACHU).

B mpomecce wu3ydeHHs IUCHMIDIMHBI CTYACHTHI BBITIOJNHSIOT TPAKTHYECKUE 3aJaHUs H
MPOMEXYTOUHbIe TeCThbl. KOHCYIbTHpOBaHHME MO H3y4aeMbIM TeMaM IPOBOAMTCS B OHJIAIH-
peXHrMe BO BpeMs IPOBeIeHUsI BEOMHApOB U Ha (hopyMe 711 KOHCYIbTAlUM.

CamocrosTenbHas paboTa CTyICHTOB CKJIAIBIBACTCS U3 CIEAYIOUINX COCTABISIONINX:

- paboTa C OCHOBHOW W JOIOJIHUTEIBHON JIHUTEpaTypod, C MaTepuajllaMd HHTEpHETa U

KOHCTIEKTaMU JISKIIH;

- BHEayIUTOpPHAs MOATrOTOBKAa K KOHTPOJIbHBIM paboTaMm, BBINOJIHEHHE JT0KIa/10B, pedepaToB

U KypCOBBIX paboT;

- BBITIOJIHEHHE CAMOCTOSATENIBHBIX TIPAKTHUECKUX padoT;
- MOJrOTOBKA K AK3aMeHaM (3aueTaM) HEMOCPECTBEHHO Mepe]] HUMHU.

Jlnsi mpaBWIBHOW OpraHW3amuyd  paboOThl HEOOXOIMMO YYWTHIBATH TOPSIOK HW3yUCHHUS
pa3nesoB Kypca, HaxOJAIIMXCS B CTPOTOM JIOTMYECKOW mocienoBaTesbHOCTH. [loaToMy Xopomiee
YCBOGHHME OJIHOM YacTH ITUCIUIUIMHBI SBISETCS NPEINOCHUIKONW i YCIEHNIHOro Mepexoja K
creayronen. 3aganus, MpooeMHbIE BOIPOCHI, MPEI0KEHHBIE U U3YUYECHUs! TUCIUIUIMHBL, B TOM
9HucIe W JUIA CAMOCTOSTENBHOTO BBITIOJHEHHUS, HOCSAT MEXKIUCIUIUTMHAPHBIA XapakTep |
0a3upyroTcsi, MpexXJIe BCEro, Ha MPUUYUHHO-CIEACTBEHHBIX CBS3AX MEXAY KOMIIOHEHTaMHU
OKpy>Karollero Hac Mupa. B teuenue cemectpa, HE0OX0AUMO MOJATOTOBUTH pedepaThl (IIPOEKTHI) C
HCIOJIb30BAaHUEM PEKOMEHIYEMONH OCHOBHOM M JIOTIOJIHUTEIBLHON JIUTEPATYphl U claTh pedepaTsl
JUI TIPOBEPKHU TperoaBaTeiio. BakHbBIM COCTaBISIIOIIMM B M3YYEHUHU JAHHOTO Kypca SIBIISETCS
pellieHHe CHUTYallMOHHBIX 3aja4 M paboTa HaJ MpOOJEMHO-aHATUTUYECKUMHU 3aJaHUSAMM, UTO
MpearnoiaracT 3HaHue COOTBETCTBYIOIIEH HAYYHOW TEPMHUHOJIOTUH U T.1.

JUis Jmydiero 3armoMHMHaHUS MaTepualia 11eJecOO0pa3HO HCMOJIb30BaTh WHAMBHUIYalIbHbIC
OCOOCHHOCTH U pa3Hble BUIbI MaMSTH: 3PUTENbHYIO, CIYXOBYIO, aCCOIMATHBHYIO. Y CIIEUTHOMY
3a[IOMUHAHHUIO TaKXe CIOCOOCTBYET MPUBEACHUE SPKUX CBUAETEILCTB M HAIJISIHBIX MPHUMEPOB.
VY4eOHbIif MaTepHal J0JKEH OCTOSIHHO OBTOPSITHCS M 3aKPETLIISATHCS.

[Tpy BBHINOJIHEHUH AOKJIAJIOB, TBOPUYECKUX, WH(POPMALIMOHHBIX, UCCIEI0BATEIBCKIX MPOEKTOB
0cobo0e BHUMaHue cielyeT o0paniath Ha IOJ00p UICTOYHUKOB MH(POPMAIIMN U METOJUKY pabOThI C
HUMU.

Jlist yerientHOM ciauu HK3aMeHa (3aueTa) peKOMEHIyeTCsl COOI0IaTh CAEAYIOIIHNE MPaBHIa;

1. IloaroroBka K sK3aMeHy (3a4eTy) JOJDKHA MPOBOAMTHCS CHUCTEMAaTHUECKH, 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 TOCJIEAHUNH [€Hb CBOOOJHBIM JUIsi IMOBTOPEHHUS Kypca B LEJIOM, IS

CUCTEMaTH3alluy MaTepuaia U JopabOTKU OT/IEIbHBIX BOIIPOCOB.


http://www.eos.ru/
http://www.garant.ru/
http://www.consultant.ru/
https://www.kadrovik-praktik.ru/

Ha skx3ameHe BBICOKYIO OIIEHKY MOJYy4YalOT CTYACHTHI, UCIOJb3YIOIINE JaHHBIE, OJyYCeHHbIEC B
MIPOIIECCE BBIMIOTHEHUSI CAMOCTOSITEIBHBIX PabOT, a TaKKE UCIOJIb3YIOIINE COOCTBEHHBIEC BBIBOIBI
Ha OCHOBE U3y4YE€HHOI'0 MaTepuara.

YuuThiBas 3HAYUTEIBHBIM O0BEM TEOPETUUYECKOTO MaTepuaia, CTyIACHTaM PEKOMEHIYETCS
PETYISIpHOE MOCEIIEHUE U MOAPOOHOE KOHCTIEKTUPOBAHHE JICKITUH.

9. Ilepeuenv uH@OPMAUUOHHBIX MEXHOIOUI, UCHOIL3YEMbIX HPU OCYULECMEIEHUU
o0pazoeamenvho20 npoyecca no oucyuniune (MooOyiio), 6KIIOUAA NepeueHb NPOPAMMHOZ0
obecneuenus u UHGOPMAYUOHHBIX CRPAGOUHBIX cUCHEM (npU HeodX00uMocmu)

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

2. CewmeiictBo OC Microsoft Windows

3. Libre Office ¢cBOO0OIHO pacnpoCTpaHsIeMblid OPUCHBIN MAKET ¢ OTKPHITBIM HCXOJHBIM
KOJIOM

4. NudopmanmonHo-cripaBoyHas cucrema: Cucrema Koncynbrantllntoc
(MudopMmariioHHbII KOMIUIEKC)

5. HudopmarnmonHo-npaBoBoe obecrieueHne [apaHT: DJIEKTPOHHBIN TEPUOIUICCKUN
cnpaBoyHukK «Crucrema TAPAHT» (OIIC «Cuctema TAPAHTY)

6. ArtuBupycHas cucrema NOD 32

7. Adobe Reader. JIuniensus nporpuerapHasi CBOOOAHO-pacpocTpaHseMast.

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

10. Onucanue mamepuanbHo-mexHUYECKol 0a3zvl, HEOOXO0UMOU 01 OCYUWLeCME1eHUs
o0opazoseamenbHo20 npoyecca no oucyunaune (Mooyno)

. KOMITBIOTEPHI TIEPCOHANTBHBIC IS TIPETIOAaBaTeNell ¢ BBIXOIOM B ceTH VHTepHeT;
. HAYIIIHUKH;

. BeOKaMepbl;

. KOJIOHKH;

. MUKPO(OHBI.

DN B WN =

11. 06pa308ameﬂbubte MmMExXHO102uU, UCNOJ1b3yemble npu oceoenuu Oucuunﬂuubl

Jlis ocBOeHUS! TUCHUIUIMHBI UCHOJIB3YIOTCS: TPaJAULMOHHBbIE (OPMBI 3aHATHH — JIEKIMU
(TUTIBI TEKIUH — YCTAaHOBOYHAS, BBOJHASI, TEKYIIas, 3aK/IIOUUTENbHAS, 0030pHAast; BUABI JICKIIHA —
npoOyieMHasi, BU3yalibHasi, JIEKIHUA KOH(EPEHLHUs, JIeKIMs KOHCYJbTallus); M CEeMUHApCKHe
(MpaKkTUYEeCKUe) 3aHATUS B MHTEPAKTUBHBIC (POPMBI 3aHATHI - pellieHUEe CUTYallMOHHBIX 3a1a4 U
pa300p KOHKPETHBIX CHUTYyallHil, caMOoCcToATeIbHasl paboTa CTy/I€HTOB C y4eOHBIMU MaTepuajIamH,
MIPEJICTABICHHBIMU B 3JIEKTPOHHOU cUCTEME O0yUYeHUSI.

Ha yuyeOHBIX 3aHATHSX HCIOJB3YIOTCS TEXHHUUECKHE CpeACTBa OOY4YEeHMs: KOMIBIOTEP
MOJIKIIIOUEHHBINA K ceTu MHTepHEeT u mporpamMmoii Opay3epoM A BbIXO/Aa B UHTEPHET, MOHUTOP,
KOJIOHKH, MHUKpo(doH, BeO kamepa, makeT mnporpamm Microsoft Office mns aemoncTpanuu
npe3eHTanuid 1 Meanadaitios, MakeT MPorpaMMm JUisi MPOBEICHUsT BEOMHAPOB B OH-JIAMH pPEeXUME.
TectupoBanne 00yYaeMbIX MOXET OCYIICCTBIISATHCSA C HCIOJIL30BAHUEM 3JICKTPOHHOW CHCTEMBI
JTUCTaHIIMOHHOTO OOYYEHHUsI, yCTAHOBJICHHON Ha 000PY0BaHUN YHHUBEPCUTETA.

11.1. B ocBoeHnM y4eOHOMH JMCHUILIMHBI HCIOJBL3YIOTCS CJeAy0lue TPaAulMOHHbIe
o0pa3oBaTe/ibHbIE TEXHOJIOTHH:

- YTeHUE MPOOIEMHO-UH(POPMALIMOHHBIX JIEKIUI ¢ UCTIONb30BaHUEM MIPE3CHTALMN 1
Tpchnsnmeﬁ BBICTYIIVICHUS JICKTOPA,


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

- CEMUHAPCKUE 3aHATHUS AT 00CYKJICHHS, AUCKYCCUI U OOMEHAa MHEHUSIMU C
MCIIOJIb30BaHUEM DJIEKTPOHHBIX CUCTEM KOMMYHUKAIUN( pOpPYyMBbI, YyaThl);

- KOHCYJbTaluu (hopymsl);

- caMOCTOsTeIbHAsI paboTa CTYJEHTOB C Y4eOHOI ITepaTypoil ¥ MepBOUCTOUHUKAMY;

- MOJITOTOBKA U 00CYyX/ieHue pedepaToB (IPOEKTOB), Mpe3eHTAUN (Hay4yHO-
uccreaoBarenbekas pabora);

- TECTUPOBAHUE 110 OCHOBHBIM TEMaM JHCLUIUINHBI.

11.2. AKTHUBHBIC 1 HHTEPAKTHBHbIE MeTOABI H GOopMbI 00y4eHUs!

N3 mepeunst BUAOB: («moszeosou wimypmy, anaiuz HIIA, ananuz npobremuvlx cumyayui,
aManu3 KOHKPEMHbIX CUMYayull, UHYUOEHMbl, UMUMAYUA KOJIEKMUBHOU NpOPDecCUOHANbHOU
OdesmenbHOCMU, pa3blepbléanue poiell, meopuecKkas paboma, C8A3aHHAS ¢ 0OCB0EHUEM OUCYUNTUHDL,
ponesas uepa, Kpyeuwlil Ccmol, oucnym, 6ecedd, OUCKYCCUSl, MUHU-KOHQepenyus u Op.)
HCIIOJNIB3YIOTCS CIIETYIOIINE:

- ducnym

- aHanu3 nPooIeMHbIX, MEOPUECKUX 3A0AHUL, CUMYAYUOHHBIX 3A0aY

- ponesas uepa;

- Kpyenvlii Cmo;

- MUHU-KOHGhepeHyus

-0ucKyccus

- beceoa.

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

[Ipu opranuzauuu oOydeHHs MO JUCHUIUIMHE YYUTHIBAIOTCS OCOOEHHOCTH OpraHHU3aluu
B3aWMOJICHCTBHS C MHBAJIHIAMH H JIUI[AMH C OTPAHUYCHHBIMHA BO3MOKHOCTSIMH 37I0OPOBBS (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, TUCTaHIIMOHHbBIE 00pa3oBaTeIbHBIE 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 IpolLieCcCe HCHONb3YIOTCS COLUATbHO-aKTHBHBIE U
pediieKCUBHBIE METOJbI O00Y4YeHMs, TEXHOJOTMH COLMOKYJIbTYPHOH peadWiIuTaluud C IeJbIo
OKa3aHHs TOMOILIM B YCTAHOBJIGHHMHM MOJHOLEHHBIX MEXJIMYHOCTHBIX OTHOIICHUH C JIpyruMHU
CTYICHTaMH, CO3JITaHIH KOM(POPTHOTO IICUXOJIOTUIECKOTO KJIIMMATa B CTYACHYECKOH TPYIIIIE.

[Ipu oGy4yeHun TUI] C OTPAaHUYCHHBIMUA BO3MOXKHOCTSMU 3/10POBBSI AJIEKTPOHHOE 00y4YeHUE
W JMCTaHIIMOHHBIE 00pa30BaTeNbHBIC TEXHOJIOTUH MPEAyCMATPUBAIOT BO3MOXXHOCTHh TpHEMa-
nepeaayn HGOpMaIMK 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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