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1. Ilepeuenv nnanupyemvlx pe3ynomamos oOyuenus no oucyuniune (Mooyao),
COOMHECEHHBIX C NIAHUPYEMbIMU DPe3YIbMamamu 0C60eHUA 00pa306amenbHoll

npozpammol
Komnerennus [Tnanupyemble pe3yabTaThl 00yUEHHsI 110 TUCIUIUINHE
I1K-14 3HaTh:
CrniocoOHOCTBIO - HOpMaTHBHyIO 0a3y JOKYMEHTHPOBAaHHUS  XO3SIMCTBEHHBIX
OCYIIECTBIISATH oTeparyi,
JOKYMEHTHPOBaHHE - METOIUKy O(OpMIICHHS YyYeTa JCHEXKHBIX CPEICTB, paboumx
XO03HCTBEHHBIX IUIAHOB CYETOB OYXTaJITEPCKOTO y4eTa,
orepanui, - mpaBuia (OpMUPOBAHHMS U JOKYMEHTAJIBHOTO O(QOPMIICHHS

HPOBOJUTH yUeT
JICHEXKHBIX CPEJICTB,
pa3pabarbIBaTh
pabouuii rmuax
CUETOB
OyXrajaTepckoro
ydeTa OpraHu3ariu
U popMHpOBaTH HA
€ro OCHOBE
Oyxraiarepckue
HPOBOJIKU

OyXrajTepcKux MpOBOJOK
- OCHOBHBIE BHJIbI JOKYMEHTOB, PETIIAMEHTHPYIOIINX OCYIIECTBICHUE
YIIPaBICHYECKON AEATEILHOCTH;

Ymersn:

- COCTaBIIATH M 0POPMIIATH paboyme TUIaHbI CYETOB,

- (¢opMHpOBaTh M JOKYMEHTAIBHO O(QOPMIISATH OyXraJiTepckue
MPOBOAKH
- 0(OPMJIISITH OCHOBHBIE BU/IbI TOKYMEHTOB, PETJIaMEHTHPYIOIINX
OCYIIECTBIICHHUE YIIPABICHYECKON JEATEIBHOCTH;

Baagers:

- HaBBIKaMH JJOKyMEHTHPOBAHHUS XO3SMCTBEHHBIX OIEPALUA,

- METOAMKOH COCTaBJCHUS M JOKYMEHTAJIBHOTO O(OpPMIICHHUS
OyXrajTepckux MpoBOOK,

- HaBBIKAMU TIOATOTOBKM OPraHU3aIlMOHHO-PACTIOPSIUTEIBHBIX
JOKyMEHTOB,
- HaBBIKaMU O0()OPMIICHUSI OCHOBHBIX BUIOB JIOKyMEHTOB,
PETJIAaMEHTHPYIOIIMX OCYIIECTBICHUE YIIPABICHYECKOH AEATeIbHOCTH

2. Mecmo oucyunaunst (Mo0ys) 6 cmpykmype o0pa3zosamenbHoil RPoOZPammol

JlycuuiuinHa OTHOCUTCS K JUCLUIUIMHAM 0 BbIOOpY BapuUaTHBHOM yacTu y4eOHOro IjaHa
OIIOIl. [laHHas JUCHMIUIMHA B3aUMOCBsI3aHA C JAPYTMMH JUCHUIUIMHAMHU, TaKUMH Kak
«MapkeTuHr», «YIpaBieHHE 4YEJOBEYECKUMM pecypcamm», «OKOHOMHUKA  OpraHu3aluu
(mpeanpusTus)» U Ap.

N3yueHne IUCHMIUIMHBI MO3BOJIUT OOYYaroIIMMCSl pPEalHn30BbIBATh MPO(GECCHOHATbHbIE
KOMIIETEHIINH B IPOPECCHOHATBHON 1S TETbHOCTH.

B uacTHOCTH, BBINYCKHHMK, OCBOMBLIMHM HporpaMMmy OakanaBpuaTra, B COOTBETCTBUU C
YYETHBIM BHJIOM JIESTENBHOCTH, JOJDKEH OBITh TOTOB pemiaTh CIEAYIOUIHe MpoQecCHOHaTbHbIC
3aJauu:

- TOKYMEHTHPOBAaHHUE XO35IIICTBEHHBIX ONEpaIuii U BeleHHE OyXTalTepCcKOTro y4yera
MMYUIECTBA OpraHU3alHH;

- BeJICHHE OyXTaJITepCKOr0 y4eTa HCTOYHUKOB (DOPMUPOBAHHS UMYIIECTBA, BHITOJTHEHNE
paloT 1o MHBEHTApHU3allU1 UMYIIECTBA U (PUHAHCOBBIX 00513aTEILCTB OPraHNU3aLUY;

- IPOBEJICHNE PACUYETOB C OI0/KETOM M BHEOIOPKETHBIMU (DOHIAMU;

- COCTaBJICHUE U UCIOJIb30BaHUE OyXTaITepCKONH OTYETHOCTH,
- OCYILIECTBJICHHE HAJIOIOBOI'0 yueTa U HaJOr0BOI'O IUIAHUPOBAHMS B OPraHU3aL1U.

3. Ob6vem oucyununot

Buowt yueonoit pabomot Dopmut

00yuenus




3aounasn
OO0u1as TPYA0€MKOCTh: 3aUETHBIC ¢IMHHIIBI/YaChl 3/108
KonrakTHas pa6ora:
3aHATHSA JIEKIIMOHHOI'O THIIA 2
3aHsTHA CEMUHAPCKOro TUIA 2
[IpomexyTouHass arrectamms: 3adeT / 3a4erT ¢ 4
OIIEHKOIi / DK3aMeH /
CamocrosiTeabHas padora (CPC) 100

4. Coodepircanue oucuyuniunvl (Mo0y1a), CMpyKmypuposantoe no memam / pazoenam ¢
YKazanuem OmeeO0eHH020 HA HUX KOJIUYEeCmEd AKAOEMUUECKUX YAC08 U 6UO006

YueOHbIX 3aHAmUll
4.1.

4.1.1.

Pacnipenenenue yacoB 1o paszenam/TeMaM 1 BHIaM padoThI

3aounast popma oOyueHwHs

n/n

o

\o Pa3zpen/Tema

Buabl yueOHoii padoTsl (B yacax)

KonrakTHas padora

3auaTua

JICKIIMOHHOI'0

THUIIA

3aHATHS CEMHHAPCKOI0 THIIA

Jlexyuu

HUnvie
yuebuble
3aHsAmMusL

Jlabopa
mopnule
pabomol

Cemuna
pul

Ipaxmu
ueckue
3aHAMUS

Unole

Camoct
0SITeJIbH
asn
padora

JloxyMeHTOBEAEHHUE.
OcHOBHbIE MOHSTHSL.
JIOKyMEHT M CHCTEMBI
JIOKYMEHTAIUH.

HopmaTtuBHas
JIOKYMEHTaLUsl.
2 [lpaBuna odopmiieHus
JIOKYMEHTOB u
3allOJIHEHUS ~ THUIIOBBIX

dhopm.

14

Cucrema
OpraHHU3alOHHO-
MIpaBOBOM
JIOKYMEHTAIMH.

14

Cucrema
4 pacnopsiiUTEeNbHON
JOKYMEHTAITHH.

14

WNudopmannonno-
3 cnpaBouHast
JIOKYMEHTAIMsl.

18

Kanpoas
JIOKYMEHTAIU.
JIOKyMEHTBI
JUYHOMY COCTaBY.

1o

12

JIOKyMeHTO000POT.
ApXHMBHOE  XpaHEHHE.

~)

10




7 KoudunennuansHeie
JIOKYMEHTBIL.
Komnprorepubie
TEXHOJIOTHH
§ JOKYMEHTAIMOHHOTO 10
8. | obecneueHus
yIpaBJIEHUsI.
IIpomexxyTouHnas 4
aTTecTanus
Hroro 108
4.2. TlporpaMma JUCILMILUIMHBI, CTPYKTYPHUPOBAHHAS 10 TeMaM / pa3zieam
4.2.1. CojaepkaHue JIEKIIMOHHOI'O Kypca
Nenn/ | HaumeHoBaHMe TeMbl CoaepxaHue JeKIIUOHHOIO 3aHATHUSA
i (pa3nena) I CHUNJINHBI
JlokymeHTOBEICHHE. [lonsiTve W QYHKIMM ~ JOKYMEHTOBEIEHUS U
OcHoBHbIE HNOHATHSA. | Aesnonpou3BoAcTBa. CyIIHOCTP W OCHOBHBIE 3a/layu
1. JIOKyMEeHT ¥ CUCTEMBI | JOKYMEHTUPOBAHUS  YIIPABICHUYECKON JI€SITEIHHOCTH.
JOKYMEHTAI1H. Kparkuii 0030p HCTOpUM JOKYMEHTOBEICHHUA U
nenornpou3BoAcTBa. COBpPEMEHHOE TOCYJapCTBEHHOE
peryiupoBaHue  JOKYMEHTAIMOHHOTO  OOecreyeHHs
ynpasierue (JIOY). OcHOBHBIE TEPMUHBI U TOHSATHSA
JOVY. Ilonstue wuHpOpMauuu Hu HHPOPMALMOHHBIX
pecypcoB. [TpuHIMTIBI paboThl c JIETTOBOM
uHpopManuen. YHuduuupoBaHHbIE CHUCTEMBI
JEONPON3BO/ICTBA.
HopmaruBHo-cnipaBounass ~ gokymentanus.  ['OCT.
[IpaBuiia co3gaHusi JOKYMEHTOB.
Cucrema opranuzanMoHHO- | Ha3HaueHne M cocTaB  OpraHuM3allMOHHO-TIPaBOBOM
[IPaBOBOM TOKYMEHTAallUU. | JOKyMeHTauuu. PYHKIHUH OpraHU3allMOHHO-IIPaBOBBIX
2. JOKYMEHTOB.  YUpEIWTEIbHBIE JIOKYMEHTHI. Y CTasB.
HoroBop. Ilonoxenue. WMucrtpykumu. Jl0JKHOCTHBIE
uHCTpyKunu. CTpyKTypa W IUTaTHas YHUCICHHOCTb.
[lIratHoe = pacnucanue. llpaBuna  cocraBieHus,
0o(OopMJICHHUS TOKYMEHTOB.
4.2.2. CopepxaHue NPAKTUUECKUX 3aHATUN
Ne i/ | HammeHOBaHue TeMbl CopaepxxaHue NPaKTHY€CKOI0 3aHATHS
1| (pa3aeJia) AMCUUNIMHBI

Cucrema pacnopsiuTeIbHON
JIOKYMEHTAIMH.

[TpaBuna cocraBneHus, 0hOpMICHUS
JTOKYMEHTOB. [TpuKa3bl 10 OCHOBHOM J€ATEIBHOCTH.
JIOKyMEHTBI, U3aBacMbl€ B YCIIOBUAX
KOJUIETHaIbHOCTH (IIOCTAHOBJICHHUS, PELICHMUS);
JOKYMEHTBI, WU3/1aBA€MbIE€ B YCIIOBUSX E€AUHOJIUYHOTO
MIPUHATHS PEIICHUH (MPUKAa3bl, YKa3aHHUS,
pacniopspkeHusi). O60co0IeHHBIN TOKYMEHT —
npotokost. Bunbl, ocobeHHOCTH 0(hopMITeHHS.
CocraBnenue nokymeHToB ¢ npumenennem 'OCT.

WNudopmarmonHo-
CIpPaBOYHasl JOKyMEHTALUS.

[IpaBuna cocrtaBneHus, O(OPMIICHHS JOKYMEHTOB.
NHunMaTtuBHblE  JAOKYMEHTBI, JOKJIQJHbIC 3aIUCKH.




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. CopeprkaHue CaMOCTOSITEIIbHOW pabOTHI

Ne HaumeHnoBanue TeMbl CoaepixkaHue caMOCTOATEJbLHOH padoThI

n/n | (pa3aesa) TMCHUILIUHBI
JlokyMeHTOBeIeHHE. [Monatne w  GyHKIMH  JOKYMEHTOBEICHHS U

l. OcHOBHBIE TIOHATHS. nenonpousBoAcTsa. CyIIHOCTE M OCHOBHBIE 3alayul
JIOKYMEHT U CUCTEMBI JOKYMEHTUPOBAHUSI yIPABIECHUYECKON JESITEIbHOCTH.
JOKYMEHTAIUH. Kparkuii 0030p HCTOpUM JOKYMEHTOBEIEHHUS U

nenonpousBoacTBa. COBpPEMEHHOE TIOCYJIapCTBEHHOE
peryaupoBaHue JOKyMEHTAl[MOHHOTO  oOecreyeHus
ynpasienue ([{OY). OCHOBHblE TEPMHMHBI U TMOHSTHS
JIOVY. Tlonarue wuHpopMauuud U HHPOPMALUOHHBIX
pecypcoB.  IlpuHnmmer  paboTBl ¢ JETOBOU
uHpopmanuei. YHupuuUpoBaHHbIE CUCTEMBI
JIeJIONPOU3BO/ICTBA.
HopMaTtuBHO-cripaBouHasi JOKYMEHTALIMS.

['OCT. IlpaBuia co3naHusi JOKyMEHTOB.

2. HopmarusHas Bunel  HOpMaTHBHO-CIIPABOYHOW  JIOKyMEHTALIHH.
JIOKYMEHTAIH. [IpaBuna | 'OCT. IlpaBuna co3manust nOKyMeHTOB. IIpaBumia
oopmieHHsT JOKYMEHTOB U | HallMCaHWUs PEKBU3UTOB. biaHku M yHHUPHULIHMPOBAHHbBIE
3aM0JIHEHUS TUIOBBIX GOpPM. | GOPMBIL.

3. Cucrema opraHu3anMoHHO- | HasHaueHne # cocTaB  OpraHM3allMOHHO-TIPaBOBOM
MIPaBOBOM JOKYMEHTAIIUH. JTOoKyMeHTaluu. OYHKIMU OpraHU3al[MOHHO-IPABOBBIX

JOKYMEHTOB. YUpEIUTEIbHbIE JIOKYMEHTHI. Y CTaB.
Horosop. Ilomoxenune. MHcTpykuuu. J{oiKHOCTHBIE
uHCTpyKIMu. CTpyKTypa M IUTaTHasT YUCIEHHOCTD.
[ratHoe  pacnucanue. IlpaBuia  cocraBieHus,
oopMIIeHHUSs TOKYMEHTOB.

4. Cucrema pacnopsautensHoit | [IpaBuna coctaBineHus, o(OpMIICHHS JOKYMEHTOB.
JOKYMEHTALUH. IIpukasel 10 OCHOBHOW JEATENBHOCTU. JIOKYMEHTHI,

n3JjaBacMble B YCIIOBHSIX KOJUIETHAJIbHOCTH
(TocTaHOBIIEHUS, PELICHUs); JTOKYMEHTHI, H3JaBacMble
B YCIOBHAX C€IMHOJMUYHOIO IPHUHATHS PELICHUU
(mpukasbl, ykazaHus, pacrnopspkeHus). O00coOIeHHBINH
JNOKyMEHT —  TpoTokon. Buasl, ocoOeHHOCTH
oopmiteHus. CocraBnenune JIOKYMEHTOB C
npuMmerenueM ['OCT.

S. WNudopmannonno- [IpaBuna cocraBieHus, O(OPMICHUS HTOKYMEHTOB.

CIIpaBOYHas JOKYMCHTalWs.

WuunuatuBHble JOKYMEHTBI, JOKJIaJHbIE 3alMCKH.
OObsicHuTenbHble  3anuckd. AKTbl. [Ipennoxenue.
CrpaBku  chnykeOHOrO M JIMYHOTO  XapakTepa.
CayxeOHble (IeNIOBBIE) MHUCbMA. XapaKTEPUCTUKH.
PaznoBugHoctn. OcobGeHHOCTH O(OpMIICHUS. DTHUKET
nenoBoro o6menus. CocTaBieHHE JOKYMEHTOB C
npumenenueM ['OCT.




6. Kanposas JokyMmeHTauus. | HazHaueHne u cocTaB JOKYMEHTOB IO JIMYHOMY
JlokymMeHTBI 1O JUYHOMY | cocTaBy. HopmartuBHas 0a3za. YHuduUmpoBaHHbBIE
COCTaBy. ¢dopmbl.  AnroputM  fAedcTBHA U odopMmIeHHUs
JOKYMEHTOB MpH IpuéMe Ha pPabdOTy, YBOJIBHEHHH,
NEPEBOJE HA JPYryl JOJDKHOCTb, OTIPABICHUH B
komMaHaupoBky.  CocrtaBieHne U oQopmieHHE
OCHOBHBIX JOKYMEHTOB. TpynoBO# AOroBOp, IMPHUKAa3bI
10 IMYHOMY COCTaBY, TPYAOBbIE KHWXKKH, JINYHOE JEII0,
JMYHasl KapTOUKa.

7. JIoKyMeHTO000pOT. OCHOBHBIE TOHATHUS W MPHUHIMIIBI JOKYMEHTO00OpOTA.
ApxuBHOE xpaHeHue. | [I[pIMOTOYHOCTh JIBMXKEHHS IOKYMEHTOB. Bxonsmue,
Kondunenumansusie UCXOJSIIIIe W BHYTPEHHHE JOKyMeHTH. IIpaBmia
JIOKYMEHTBI. 0o0paboTku  JokyMmMeHTanuu. llpaBwina u  cpoku

XpaHEHUs JTOKYMEHTOB. [NonsiTre
KOH(UACHIINATHHOCTH.

8. Kommbrotepusie TexHomoruu | MHQOpManMoHHbIE  KOMOBIOTEPHBIE  TEXHOJIOTHH.
JOKYMEHTAITHOHHOTO MeToap! 3auMThl HTHPOPMALIUH, IIEKTPOHHO-IIH(pOBas
obecrieueHns yIpaBJICHUSL. noanuck (DUIT), mmdpoBanne. ABTOMAaTH3NPOBAaHHEIE

MHPOPMAIIMOHHBIE  CUCTEMBI  JIEJIOIPOU3BOJICTBA.
DJEeKTPOHHOE PABUTENILCTBO.

5. @ono ouenounvix cpeocmeé 014 NPOGEOCHUA NPOMENCYMOYHOU ammecmayuu
odyuarowuxca no oucyunaune (Mooyno)

[IpemycMoTpeHbl  cieAyrolmuMe BHABI KOHTPOJS KAauecTBA OCBOCHHS KOHKPETHOM
JUCIUTUINHBL:
- TEKYLIUA KOHTPOJIb YCIIEBAEMOCTH
- MPOMEXKYTOYHAsSI ATTECTAIMSI O0YYAIOIINXCS IO TUCITUILTHHE

@DOHJ OIIEHOYHBIX CPEACTB JJIsi MPOBEACHUS MPOMEKYTOUHOM aTTecTallud O0Yy4arolIuXxcs
no qucrumuinae opopmiter B IPUJIOKEHUU k PABOYEU ITPOT'PAMME JIUCHUTTIJIMHBI

Tekymuii KOHTPOJIb YCIIEBAEMOCTH OOCCIICUYMBAET OIICHHBAHHWE XOJa OCBOCHHS
JTUCIUILTUHBI B TIPOLIECCE OOYUYESHHS.

5.1 Ilacnopm ghonoa oyenouHvlx cpedcms 0Jisi NPOBedeHUs. meKyujeti ammecmayuu
no oucyuniure (Mooyi)

NeKonTposmpyembie Kon HaumeHoBaHMe OLICHOYHOI'O CPeACTBA
n/m | pasaenasbl (TeMbl) KOHTPOJIUP
yeMou
KOMIIeTeHI]
UM
1. | JIoKkyMeHTOBEICHHE. [IpoGnemHble 3amauM, CUTyallMOHHBIE 3a/ayH,
OcCHOBHbBIE  TTOHATHSL. K-14 TECTUPOBAaHUE
JIOKYMEHT B CHCTEMBI
JIOKYMEHTalMH.
2. | HopmaTuBHas [IpoGneMHbIe 3amauM, CUTYyaI[MOHHBIC 3aJ1a4yH,
JIOKYMEHTaIUsl. TECTUPOBAHUE
IIpaBuna opopmiieHns
I[(E)KyMeHTO(lii: ’ p| IIK-14
3aM0JHEHUs] THUITOBBIX
dbopm.




Cucrema [IpobnemHble 3a1auu, CUTYallMOHHBIE 3a1a4H,
3 opraHu3alMOHHO- K-14 TECTUPOBAHUE
3. | mpaBoBoO#
JIOKYMEHTALUH.
Cucrema I1K-14 [IpobnemHuble 3a1aun, CUTYallMOHHBIC 3a1a4H,
4 pacnopsiAUTEIbHON TECTUPOBAHUE
4 JIOKYMEHTAIIMH.
HudopmarimonHo- I1K-14 [IpoGnemHble 3amauu, CUTYyallMOHHBIE 3a/ayH,
3 cmpaBo4Has TECTUPOBAHUE
5 JIOKyYMEHTAIIHSL.
Kanposas [K-14 [IpoGiemMHBIC 3aa4m, CUTYaIl[MOHHBIC 3a/ayH,
6 DOKyMeHTalus. TECTUPOBAHUE
6. JIOKyMEHTBI 110
JUYHOMY COCTABY.
JloxymMeHTOO00pOT. [1K-14 [IpobGnemMHubIe 3a7a4M, CUTYaIlMOHHBIC 3a/1a4H,
7 ApXuBHOE XpaHEHMHE. TECTUPOBAHUE
7. | KondunenunansHbie
JIOKYMEHTBI.
KomnbrorepHsie I1K-14 [IpoGnemHbIe 3a1a4u, CUTyallHOHHBIE 3a/1a4H,
§ TeXHOJIOruu TECTUPOBAHUE
8. JIOKYMEHTallMOHHOTO
obecrieueHus
yIpaBJIEHUsI.

5.2 Tunosvie KOHMPOJIbHLIE 3A0AHUS UAU UHBIE MAMEepUuaibl, Heobxooumvie O
OUEHKU 3HAHUU, VMEHUU, HABbLIKOE U (UIU) ONbIMA _QesmelbHOCINU_6 NPOUECCe MeKVULe20

KOHmMpOoJiAa

TunoBbie CHTYallHOHHBIE 3a1a9N:
3aoaua 1

Cucrema pacnopsIuTeIbHON TOKyMEHTALINH.

[ToaroroBeTe mpuka3 06 UTOrax peBU3UM (pUHAHCOBOro yueTa. B koHcTaTupyrouiei yactu
YKa)KHUTE, YTO pEeBU3NEH 0OHApYKeHBI (DaKThl rpyOOTo HapymIeHUs (PMHAHCOBOTO y4yeTa: HET y4yeTa
U OTYETHOCTH IO KOMaHIMPOBKaM, OTCYTCTBYET »KypHall ydera AoBepeHHocTeil. Hemocrarommue
PEKBU3UTHI YKAXKUTE CAMOCTOSTEIBHO.

3aoaua 2

WNndopmannoHHo-cripaBoyHast JOKyMEHTAIHS.

1) B ¢punman mocTynuiio mucrMo-3ampoc OT pyKOBOJICTBA XOJIUHTA.

Co3paiiTe OTBET Ha BXOAALIEE MUCHMO-3aIIPOC, UCIIOJIB3YS CIIPABOYHYIO HH(DOPMAIHIO.

2) B suBape Oyayuiero rojga COCTOUTCS KOH(EpEeHIHs, IMOCBSIICHHAas WHHOBALUAM B
sKoHOMHKe. HeoOxoaumo co3aaTe M pa3ociaTh NHCbMO-IIPUIVIANIEHUWE HA MPEACTOSIIYIO
KOH(epeHuro.

Tunosblie npodaeMHbIe 3a1a4M:

3aoaua 1



JlokymMeHT0o000poT. ApxuBHOe XxpaHneHue. KoHduaeHnanbHbIe TOKYMEHTHI.

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

OO6paboTaiiTe OITAIMHO BXOASIIYIO KOPPECTIOH ICHIIUIO.

TunoBbie TeCTHI

1. IIpu kakom pacnonoxeHnH pekBu3HTHl "'HaumeHnoBanue opranmsanuu’, "Bun
JOKyMeHTa" U Apyrre HeoOX0AUMbIE PEKBU3UTHI Ha OJIaHKE pa3MeIaloTcs

B BEPXHEM JIEBOM YIIIY:

Bribepure o1H OTBET:

A) Ipo10JIbHOE

b) yriosoe

B) nenrpupoBannoe

2. JIs KakuX TOKyMEHTOB 00SI3aTEIICH PEKBU3HT «AZIpecaTy:
Bribepute 0JMH WM HECKOJIBKO OTBETOB:

A) ncbma

b) npukasel

B) nomxHOCTHBIE HHCTPYKIMH

3. Kakas nata siBisieTcst 1aToi MpUKa3oB, MUCEM, CIIPABOK:
Bri6epuTe ouH OTBET:

A) Jlata yTBepKaeHuUs

b) ara 3aukcupoBaHHOTO B TOKyMEHTE COOBITHS

B) llata cormacoBanus

I') Jlata noanucanus

4. Bri6epute anemenTs pekBusuta «['pud yrBepxkaeHus» :
Br1GepuTe o uH MM HECKOJIBKO OTBETOB:

A) Iloanuck

b) JomxHOCTB JIHIIa, yTBEPKIAIOIIETO TOKYMEHT

B) [lewats opranuzanuu

J1) Bussl cornacoBanus

5. [Ipukazamu 1Mo TMYHOMY COCTaBY O(POPMIISIOTCS:

A) I'apanTuiinbeie 00s13aTeNIbCTBA OPTaHU3AINH

b) JomkHOCTB JTHIIa, yTBEPKIAIOIIETO TOKYMEHT

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

6. OcHoBHbIe QyHKIIUU, KOTOpBIe obecreunBaet OV
A) rulaHupoBaHue

b) opranuzanuronHo-pacnopsAuTeIbHas 1€ATEIbHOCTh

B) yuér u otuétHOCTB, pUHAHCHpPOBAHUE

7. Homenknarypa zien npeacrabisieT coOoid:

A) Criucok 3aroioBKOB (HaUMEHOBAHUM) J1€T1, 3aBOJIMMBIX Ha MPEANPUATUH C YKa3aHHEM
UX CPOKOB XPAaHEHUs

b) 'apanrtuiinple nmucbMa opraHu3aliu

B) I'pu¢ yrBepk1eHHsS PYKOBOIUTENS OpraHU3aluu

I') Cpoku xpaHeHUS! JOKYMEHTOB



8. biiank nokymeHTa — 3710:
A) HecTaHJapTHBIN JIUCT OyMaru, Ha KOTOPOM BOCIIPOU3BOIUTCS MOCTOSIHHAS HHPOpMAaLUs

JOKYMEHTA U €CTh MECTO JJIsl IEPEMEHHON UH (hopManuu

B) CTaHHapTHLIﬁ JUCT 6yMar 1, HAa KOTOPOM BOCIIPONU3BOAUTCH IMOCTOSTHHAs HH(bOpMaHH}I

JOKYMEHTA U €CTh MECTO JJIsl IEPEMEHHOM UH (hopManun

MM;

B) npyroe

9. bnanku umerot nons (cormacHo 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 mMm; npaBoe He meHee 10, HikHee — He MeHee 20 MM; BepxHee — He MeHee 20

10. PekBU3UT — 00s3aTEIbHBIN IEMEHT:
A) npucymui onpeaeIeHHOMY BUAY JOKYMEHTA;
b) nmpucymmii TOIbKO OpraHU3allMOHHON JOKYMEHTAIUH;
B) npucymuii TonpKk0 NHCbMaM;

11. dopmysip-o6pazer — 3To:

A) COBOKYITHOCTh HE PEKBU3UTOB, a TIOJIMTUCEH

B) COBOKYITHOCTB PacIioNOKEHHBIX B OMPEICIICHHOMN TOCIICI0BATSIIBHOCTH PEKBH3UTOB,
MPUCYIIUX BCEM BUIAM JJOKYMEHTOB;

B) HOMeHKIIaTypa Jes opraHu3auu

12. K pacnopsauTenbHbIM IOKyMEHTaM, U3JaBa€MbIM B YCIIOBUSAX €IUHOIUYHOTO
NPUHATHS PEILICHUS, OTHOCSATCS:

A) nenoBble IMUCbMa

b) npukasel

B) noknaanble 3anucku

13. TpeboBanusi, MpeabIBIsIEMbIE K JOKYMEHTOOOOPOTY:

A). IpIMOTOYHOCTH JABMKEHUS JOKYMEHTOB (JJOKYMEHT KpaTyalIlluM IyTeM MOoNaaaeT K
UCTIOJIHUTEIIO, BO3BPATHBIEC NEPEMEIICHUS TOKYMEHTOB UCKITIOUEHBI);

b) pactipenenenrie TOKyMEHTOB MEX]Ty PyKOBOJUTENISIMU U CHELIMATIUCTAMU COTJIACHO UX
(YHKIMOHATIBHBIM 00SI3aHHOCTSM;

B) HeoOxoaumoe nepeMenieHre JOKyMEeHTOB (1yOaupoBaHue, JUIIHUE HHCTAHIIMY U
JIeMCTBUS UCKIIIOYEHBI) U eTMHOO00pa3re MapipyTa ABHKEHHUS JOKYMEHTOB M TEXHUYECKUX
onepanuid ¢ HUMHU, OJJTHOKPATHOCTb Ka)J0W ONeparnu;

I') Bce BhILIETIEpEUNCIIEHHBIE

14. JIns xakoro Buaa JOKyMeHTa pekBU3UT «HanMeHoBaHMe BUla JOKYMEHTa» HE
yKa3bIBaeTCs:
A) BBINKCKA U3 IPOTOKOJIA;
b) nenoBas 3anmcka;
B) nucemo;
I') oTuér.

15. I'ne xpaHsTCs 1ea o UCTEYEHUHU CPOKa TEKYILEro XpaHeHus:
A) B apxuBe;



b) y pyxoBoauTens opranusanyy;
B) y cexperaps pyKOBOJUTENSI OpraHU3allNH;
I') mopnexxar aHHYIMPOBAHUIO.

5.3 Memoouueckue mamepuaivl, onpedendrouiue npoyueodypsbl OUCHUSAHUSL SHAHUU, VMEeHUT,
HABbIKOS U (UIL) Onblma 0esmelbHOCInU

Bce 3amanus, ucnonb3yeMmble A TEKYIIETo KOHTPOJsS (OPMHPOBAHUS KOMIIETEHIIMHA
YCIIOBHO MO>KHO Pa3/I€JIUTh Ha JBE TPYIIIbL:
l. 3aJlaHusl, KOTOPBIE B CHITy CBOMX OCOOEHHOCTEH MOTYT OBITh PEaTU30BaHbl TOJIBKO B

nporecce OOYYCHHUS HA 3aHATHSIX (HApUMEp, CHUTYallMOHHBIC 3aJaHUs, TUCKYCCUS M MUHH-
KoH(pepeHms B hopme BeOMHApa);

2. 3aJ]aHusl, KOTOPbIC IOTMOJIHIIOT TEOPETHUECKUE BOMPOCHI (NPAaKTUYECKUE 3aaHus,
3aJ]aHus JJIsl CAMOCTOSITEIIbHON paOOThI, TECTHI).

Beinonnenne Bcex 3agaHuil ABIseTCd HEOOXOAMMBIM ISl ()OPMHPOBAHUS U KOHTPOJIS
3HAHWM, yMeHUH U HaBbIKOM. [103TOMY, B Cilyuae HEBBINOJIHEHHS 3aJaHUN B Mpoliecce 00ydeHHUs,
WX HEoOXOJMMO «OTpaboTaTh» 10 3aueTa (dK3aMmeHa). Buj 3amaHuii, KOTOpbIE HEOOXOIUMO
BBINIOJIHUTH JAJI JIMKBUJALUHN «33J0JDKEHHOCTH» ONPENENAeTCs B MHAMBHUAYAJIbHOM IOPAIKE, C
Y4€TOM NPUYHMH HEBBIIOJIHEHMS.

1. TpeOoBaHMe K pelIeHHI0O CUTYAllMHOHHOH, MNpoOJeMHOH 3amxadyu (Keic-

H3MepHUTeJIN)

CTyeHT JOKEH yMeThb BBIJECNIUTh OCHOBHBIE IOJIOKEHHS W3 TEKCTa 3aJauyM, KOTOphIE
TpeOyIOT aHalmu3a M CIyXaT YCIOBUSAMH pemieHus. Vcxoas u3 mocTaBlIeHHOTO BONpoca B 3a/aye,
MOMBITATHCSI MAKCUMAJILHO TOYHO OIPENEIUTh MPo0IeMy U COOTBETCTBEHHO PEUIUTH €e.

3a;[atm JOJDKHBI pelIaThCA CTYACHTAMU NHCbMCHHO. HpI/I pPCICHUN 3a1a4 TAKXKC BaXHO
MPaBWJIbHO CPOPMYITUPOBATH U 3aIHMCaTh BOIPOCHI, HAUMHAs ¢ 6osee 00IuX U, KOHYask YaCTHBIMH.

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

OreHka «8binoHeHo» CTaBUTCS B Cllydyae, ecli OOyYaroIIMICs MoKa3all IMOJIOKUTEIbHbIE
pe3yNbTaThl B MpOIECCEe PElIeHUs 3aJayd, a UMEHHO, Korja OOy4aroIIUics B 1IEJIOM BBIIOTHUII
3afaHue (pemmi 3a/1a4y), UCIOIb3ysl B MOJHOM 00beMe TEOPETUUYECKHUE 3HAHUS U MPAKTHYECKUE
HaBBIKH, MOJTYYEHHbIE B Ipoliecce 00yUeHHUS.

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

2. TecrupoBanme

SBsieTcs cpeICTBOM KOHTPOJISI 3HAHUHN, 00yUaIONUXCS [0 TUCIUTUIAHE.

Kpumepuu oyenueanus — npaBUIIbHBIN OTBET Ha BOIIPOC

OueHka «omauyH0y CTAaBUTCA B ClIydae, eCiu NpaBuwiibHO BbIONHEHO 90-100% 3aganuit

OueHka «xopouio» CTaBUTCA, €CIIU NPABUIBHO BBITTONHEHO 70-89% 3amanuii

OrueHka «yoosnemeopumenbHoy CTAaBUTCS B Cydae, €ClU MPaBUIBHO BhITONHEHO 50-69%
3aJaHui

OueHka «HeyoosremeopumenvHoy CTAaBUTCSA, €CIM MPABWIBHO BbINOJHEHO MeHee 50%

3aJaHuH.

6. Ilepeuenv o0cHO6HOU U OONOIHUMETLHOU YUeOHOU Aumepamypvl, HeEOOXO0OUMOU 01
0C80€eHUA OUCUUNTUHBL (M0OY1)



7.

b

1.

6.1 OcnosHas yuebHas 1umepamypa

Kysnenosa, 1. B. JlokymeHTHpOBaHHE yIPaBIEHUYECKON AESITEIBHOCTU [DIEKTPOHHBIN
pecypc]: yaebHoe mocobme s 6akanaBpoB / M. B. Ky3nenosa, I. A. Xavarpsn. —
Mocksa, Caparos : [lamkoB u K, At [Iu Op Menua, 2017. — 240 c. — ISBN 978-5-
394-02780-2. — TekcT : 3JEKTPOHHBIN // DnaexTpoHHO-OMOIMoTeyHast cuctema [IPR
BOOKS : [catiT]. — URL: http://www.iprbookshop.ru/59274.html

Adontomkuna, O. UW. JlokyMeHTHpOBaHUE YNPaBICHUYECKOH JESATENbHOCTH
[DnexTpoHHBI pecypc]: yaedHoe mocobue / O. U. AdonromkuHa ; moa penakuuei B.
N. IlycroBas. — benropoa : benropoickuii rocy1apCTBEHHBIM TEXHOJOTMYECKHI
yausepcuteT um. B.I'. Illyxosa, O9bC ACB, 2017. — 111 ¢. — ISBN 2227-8397. —
TekcT : anexTpoHHbIN // DnekTpoHHO-0ubauoTeyHas cuctema [PR BOOKS : [caiiT]. —
URL: http://www.iprbookshop.ru/80510.html
Cumonsi, P. . JlokymeHTanmoHHoe oOecnedYeHHe CHUCTEMbl  yIpPaBICHUS
opranusanuei [ JnekTpoHHbIN pecypc]: yuebHoe nocobue / P. . Cumonsin. — Capatos
: At IIm Op Menua, 2018. — 180 c. — ISBN 978-5-4486-0167-5. — Texkcr :
ANEKTPOHHBIN // DnekTpoHHO-O0ubOMHMoTeunas cucrema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/72458.html

6.2 Jlononnumenvhas yueonas iumepamypa:

1.

KysnenoBa, M. B. JlokyMeHTalMOHHOEe oOOecleueHne YIPaBJICHUS MEPCOHAIOM
[DnexTpoHHBIN pecypc]: yueOHoe mocobue nnst 6akanaBpoB / M. B. Kysnenona, I'. A.
XavarpsiH. — 2-¢ u3a. — M. : JlamkoB u K, A ITu Op Menua, 2019. — 220 c. —
ISBN 978-5-394-03124-3. — TekcT : 3J€KTpOHHBIA // DIEKTpOHHO-OMOIMOTEUHAs
cuctema IPR BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/83142.html

CaraeBa, /. M. CucremMa MEHEXKMEHTAa KauecTBa: yMpaBiICHHE JOKYMEHTHUPOBAaHHOM
nHpopmaruen [DneKTpoHHBIN pecypc]: yueoHoe nocodue / [I. M. CaraeBa. — CapaTtoB
: By3oBckoe obpazoBanue, 2018. — 108 c. — ISBN 978-5-4487-0295-2. — Texkcr :
3JIEKTPOHHBIN // DnekTpoHHOo-Onbmmoreunas cucrema [PR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/76991.html

6.3. I[lepuoouueckue uzoanus

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

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

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

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

4. Bonpocsl HOBOM sKOHOMUKH. ISSN: 1994-0556.
http://www.iprbookshop.ru/34078.html

g

Ilepeuens pecypcoé ungopmayuonno-meneKoOMmMyHukauuonnoi cemu '"Humepnem'
(0oanee - cemv ""Humepnem''), neo6xooumuix ona oceoenus oucyuniunvl (Mooyis)

denepanbHOE apXuBHOE areHTCcTBO http://archives.ru/

CaliiT o kagpoBoMy Jenonpou3BoACTBY https://www.kadrovik-praktik.ru/
CnpaBouno-npaBoBas cuctema «Koncynprant [Tmoc» www.consultant.ru
WNudpopmanmonno-npasoBoii nopran «['apant» http:/www.garant.ru



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.garant.ru/
http://www.consultant.ru/
https://www.kadrovik-praktik.ru/
http://archives.ru/
http://www.iprbookshop.ru/59274.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

5. DnextpoHHbIe O(pHCHBIE cucTeMBbI http:/www.eos.ru

8.  Memoouueckue ykazanusa ona 00y4arouuxca no 0C60eHU OUCYUNIUHBL (MOOY1)

YcnenrHoe 0CBOGHHE JIaHHOTO Kypca 06a3upyeTcsi Ha palliOHaIbHOM COYETaHUU HECKOJIBKUX
BHJIOB y4E€OHOU NESITEIBHOCTH — JIEKIIMA, CEMUHAPCKUX 3aHITHI, CAaMOCTOSTEIHbHOU padoThl. [Ipn
3TOM CaMOCTOATENbHYIO0 paldoTy cileayeT paccMaTpuBaTh OJHUM W3 TJIaBHBIX 3BEHBEB
MOJIHOLICHHOTO BBICHIETO OOpa30BaHMs, HA KOTOPYIO OTBOAMTCA 3HAUMTEIbHAs 4acTb Y4EOHOIO
BpPEMEHHU.

Bce Buabl 3aHaTHH mpoBonATCS B (opMe OHIAMH-BEOMHApOB C HCIOJIb30BAHUEM

COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJIOTUH (HAIWYKME MPE3eHTalMU U popyMa JUIst 00CYKIACHU).

B mpomecce u3ydeHWs] AMCUUIUIMHBI CTYICHTHI BBITIOJIHSIOT TPAKTHYECKUE 3alaHUs M

NPOMEXYTOUHbIe TeCThbl. KOHCYNbTHpOBaHHME MO H3y4aeMbIM TeMaM IPOBOAMTCS B OHJIAIH-

peXHUMe BO BpeMs IPOBeIeHUsI BEOMHApOB U Ha (hopyMe 715l KOHCYIbTAlUM.

CamocrosTenbHas paboTa CTyICHTOB CKJIAIBIBACTCS U3 CIEAYIOUINX COCTABISIONINX:

- paboTa Cc OCHOBHOW W JOIOJIHUTEIBHON JHUTEpaTypod, C MaTepuajllaMd HHTEpHETa U

KOHCIIEKTaMU JICKIIH;

- BHEayJIUTOpHAs MOATrOTOBKAa K KOHTPOJIbHBIM paboTaM, BBINOJIHEHHE JI0KIa/10B, pedepaToB

U KypCOBBIX paboT;

- BBITTOJIHEHHE CAMOCTOSATENBHBIX TIPAKTHUECKUX padoT;

- MOJrOTOBKA K 9K3aMeHaM (3aueTaM) HEMOCPECTBEHHO Mepe]] HUMHU.

Jlnsi mpaBWIBHOW OpraHW3amuyd  paboOThl HEOOXOIMMO YYHTHIBATH TOPSIOK HW3yUCHHUS
pa3nesoB Kypca, HaxOJAIIMXCs B CTPOTOM JIOTMYECKOW mocienoBaTebHOCTH. [loaTOMy Xopomiee
YCBOGHHME OJIHOM YacTH IUCIUIUIMHBI SBISETCS NPEANOCHUIKONW i YCIEHNIHOro Iepexoja K
creayroen. 3aganus, MpooeMHbIE BOPOCHI, MPEI0KEHHBIE U U3YUCHUs! TUCIUIUIMHBL, B TOM
9HUCIe W JUIS CAMOCTOSTEIBHOTO BBITIOJHEHHUS, HOCSAT MEXIUCIUILUTMHAPHBIA XapakTep |
0a3upyroTcsi, MpexXJIe BCEro, Ha TMPUUYUHHO-CIEACTBEHHBIX CBS3AX MEXAY KOMIIOHEHTaMHU
OKpy>Karollero Hac Mupa. B treuenue cemectpa, HE0OX0AUMO MOJATOTOBUTH pedepaTsl (IIPOEKTHI) C
UCITOJIb30BAaHUEM PEKOMEHIYEMONH OCHOBHOHM M JIOTIOJIHUTEIBHON JIUTEPaTyphl U cllaTh pedepaTs
JUI TIPOBEPKHU TperoaBareiio. BakHbIM COCTAaBISIIOIIMM B M3YYEHUHU JAHHOTO Kypca SIBIISETCS
pellieHHe CHUTYallMOHHBIX 3a7a4 M paboTa HajJ MpOoOJEMHO-aHATUTUYECKUMHU 3aJaHUSAMH, UTO
MpearnonaracT 3HaHue COOTBETCTBYIOLIEH HAYYHOW TEPMHUHOJIOTUU U T.1.

JUis Jmydiero 3armoMHMHaHUS MaTepualia 11eJecOO0pa3HO HCMOJIb30BaTh WHAMBHUIYalIbHbIC
OCOOCHHOCTH W pa3Hble BUIbI MaMSTH: 3pUTENbHYIO, CIYXOBYIO, aCCOIMATHBHYIO. Y CIIEUTHOMY
3a[IOMUHAHHUIO TaKXe CIOCOOCTBYET MPUBEACHUE SPKUX CBUAETEILCTB M HAIJISIHBIX MPHUMEPOB.
VY4eOHbIi MaTepHal J0JKEH OCTOSIHHO OBTOPSITHCS M 3aKPETLIISATHCS.

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

Jlist yerientHOM ciauu HK3aMeHa (3aueTa) peKOMEHIyeTCsl COOI0IaTh CIEAYIOIIHNE 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.

. Bpemsi HemocpencTBeHHO Tiepea IK3aMeHOM (3a4eToM) JIydIlle HUCIOIh30BaTh TaKUM 00pazoM,
YTOObl OCTaBUTh TOCJIEAHUNH [€Hb CBOOOJHBIM JUIsi IMOBTOPEHHUS Kypca B LEJIOM, IS
CUCTEeMaTH3alluy MaTepuaia U JopaboTKU OT/IEIbHBIX BOIIPOCOB.

Ha sk3aMeHe BBICOKYIO OIIEHKY IOJy4aroT CTYIEHTBI, 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
peryJsipHOe MOCeUIeHne U MOoIPOOHOE KOHCIIEKTUPOBAHUE JICKIUH.

[98)


http://www.eos.ru/

9. Ilepeuenv uUHGOPMAUUOHHBIX MEXHONO02UN, UCHOIBL3YEMBIX NPU  OCYULECHIGIEHUL
oopazoeamenvHozo0 npoyecca no oucyuniune (MoOynio), 6KIWOUAA  NepeYeHb
npozpammnozo obecneuenus U UHQOPMAUUOHHBIX CHPAGOUHBLIX cucmem (npu
Heobxo0umocmu)

1. TepMuHaIbHBIN cEpBEp, NPEAOCTABISAIONINM K HEMY JOCTYII KIIMEHTaM Ha 0a3e
Windows Server 2016

2. CewmeiictBo OC Microsoft Windows

3. Libre Office cBo60oaHO pacmpocTpaHseMblii 0pUCHBIN MAaKeT ¢ OTKPBITHIM HUCXOJHBIM
KOZOM

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

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

6. AnTuBupycHas cucrema NOD 32

7. Adobe Reader. JIunen3us nponpuerapHas cBOOOHO-PACTIPOCTPaAHIEMAsI.

8. DnekTpoHHas cucteMa aucTaHunoHHoro ooyuenuss AHOBO «MockoBckuit
MEXyHapOAHBIN yHUBEpCUTET». https.://elearn.interun.ru/login/index.php

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

1. KOMIBIOTEpHI NEPCOHAIBHBIE JJISI MPETNOIaBaTeIeH ¢ BBIXOAOM B ceTh MHTepHeT;
2. HayUIHMKW;

3. BeOkamepsl;

4. KOJIOHKH;

5. MHKpO(hOHBI

11. Obpazoeamenvhvle MexXHON02UU, UCNOI3YEMbBLE NPU OCE0CHUU OUCUUNTUHbL

Jis OCBOEHUSI AMCLUIUIUHBI UCHOJB3YIOTCA: TPaJUIMOHHBIE (DOPMBI 3aHATUN — JIEKLUHU
(TMTIBI JIEKIUH — yCTAaHOBOYHAS, BBOJHAS, TEKYIIas, 3aKIFOUUTENbHAS, 0030pHAs; BUIBI JICKITUH —
npoOieMHasi, BM3yalbHas, JEKIMA KOH(EepeHLHus, JEeKIHs KOHCYJbTalMs); U CEMHHApPCKHUE
(MpakTHYECKHE) 3aHATHS B MHTEPAKTUBHBIC (POPMBI 3aHSATHH - PEIICHUE CUTYAIlMOHHBIX 33134 U
pa3dop KOHKPETHBIX CUTYyalluid, cCaMOCTOsITeNIbHAs paboTa CTYJCHTOB ¢ y4eOHBIMU MaTepHajaMH,
MIPEJICTaBJICHHBIMHU B DJIEKTPOHHOH cHCTeMe 00yUeHHS.

Ha y4eOHBIX 3aHATUSAX MCHOJB3YIOTCA TEXHHUYECKHE CpeACTBa OOyUYEHHS: KOMIBIOTEp
MOJKITFOYEHHBIN K ceTn MHTepHeT U mporpamMmoi Opay3epoM /sl BEIXO/a B MHTEPHET, MOHHTOP,
KOJIOHKM, MHUKpO(oH, BeO Kkamepa, maker nporpamMm Microsoft Office mns aemoncrpauuu
npe3eHTaluid 1 Meanadaiyios, MakeT MPorpaMm JUisi MPoBe/IeHUsT BEOMHAPOB B OH-JIAMH peXUME.
TectupoBanue 00y4aeMbIX MOMKET OCYILECTBIISATHCS C HCHOJIB30BAHUEM 3JIEKTPOHHON CHCTEMBI
JMCTAaHIIMOHHOTO O0YYCHNsI, YCTAHOBJICHHOW Ha 000py/IOBaHUN YHUBEPCUTETA.

11.1. B ocBoeHuHn y4eOHOIl AMCUMILIMHBI HCHOJB3YIOTCH CIeAYyKOLIe TPAAULUOHHbIE
o0pa3oBaTe/IbHbIC TEXHOJIOTHH:

- yTeHHe NMpoOIeMHO-UH(POPMAITMOHHBIX JEKIUI C HCMOJIb30BAHNEM MTPE3EHTALUN U
TPAHCIIILUEN BBICTYILICHUS JIEKTOPA;

- CEMUHAPCKUE 3aHATHUS 17151 OOCYKICHHSI, TUCKYyCCH 1 0OMeHa MHEHUSIMH C
HCTIOJIb30BAaHUEM JJIEKTPOHHBIX CUCTEM KOMMYHUKAIHMI( (OPYMBI, 4aThl);

- KoHcynbTanuu (popymsl);
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- caMOCTOATeNbHAs paboTa CTYICHTOB C y4eOHOH JTUTepaTypoil 1 NepBOMCTOUHUKAMH;

- MOATOTOBKA U 00cykieHue pedepaToB (IPOEKTOB), MPE3EHTAINH (Hay4HO-
uccleioBaTeNbCcKas padboTa);

- TECTUPOBAHUE IO OCHOBHBIM T€MaM JUCIUILINHBIL.

11.2. AKTUBHbIE M HHTEPAKTHUBHbIE MeTOAbI H GopMbI 00yUeHUsI

W3 nepeunst BUIOB: («mo32060u wmypmy», ananus HIIA, ananuz npobremuvix cumyayu,
AHANU3 KOHKPEMHbIX CUMyayull, UHYUOEHMbl, UMUMAYUA KOJIEKMUBHOU NpogheccuoHalIbHOU
OesamenbHOCmU, pazvlepbléanue poJell, meopyeckas paboma, CéA3aHHAs ¢ 0CBOEHUEM OUCYUNTUHDL,
ponesas uepa, Kpyewlli Ccmol, oucnym, Oeceda, OUCKYCCUS, MUHU-KOH@epeHyus u op.)
UCTOJIBb3YIOTCS CIIEAYIOIINE:

- oucnym

- aHanU3 NPoOIEMHbBIX, MBOPYECKUX 3A0AHUL, CUMYAYUOHHBIX 3A0aY

- ponesas uepa,

- Kpyeawlii cmoi;

- MUHU-KOHGhepeHyus

-oucKyccus

- beceoa.

11.3. Oco0eHHOCTH 00y4YeHUSI MHBAJHM/IO0B M JIUI C OTPAHUYEHHBIMH BO3MOKHOCTSIMHU
3n0poBbs (OB3)

[Ipu opranuzanuu oOydyeHUsS MO AMCLUUIUIMHE YYUTHIBAIOTCS OCOOCHHOCTH OpraHMU3alUU
B3aMMOJEHCTBYSI C MHBAIMIAMU U JIMI[AMH C OTPAaHMUYEHHBIMUA BO3MOXHOCTSIMU 3/10pPOBbsI (J1anee —
uHBanuapl U guna ¢ OB3) ¢ uenbio obecrieyeHust UX IMpaB, pa3padaTHIBAIOTCS adalTHPOBAHHbIE
JUIE MHBAJIMJOB MPOTPaMMBbl TOATOTOBKM C YYETOM Ppas3IMUYHBIX HO30JOTMH, BHUIBI U (OPMBI
COIIPOBOXACHUS 00yUEHHS, UCIIOJIb3YIOTCS CIEHalIbHbIe TEXHUYECKUE U IPOrpaMMHBIE CPECTBA
o0y4eHHs1, TUCTaHLIMOHHBIE 00pa30BaTeNbHbIE TEXHOIOTHH, obecrieunBaeTcs 0e30apbepHas cpena
U Tpouee.

Beibop MeronoB  oOydeHUs  ompeenseTrcs — CoJepKaHueM — OoOydeHUus, ypOBHEM
METOJIMYECKOTO0 W MaTepHajibHO- TEXHUYECKOro oOecnedeHus, OCOOEHHOCTSIMM BOCHIPUSATHUS
yueOHOM MH(pOpMalMK CTYACHTOB-UHBAINIOB U CTYAEHTOB C OIPaHHYEHHBIMH BO3MO>KHOCTSMHU
3M0poBb W T.A. B oOpasoBarenbHOM Ipoliecce€ HCHONb3YIOTCS COLUANbHO-aKTUBHBIE U
pediekCuBHBIE METO/bl OOyUYeHHs, TEXHOJOTHMHM COLMOKYJIBTYPHOM peadMIuTallud C LENbIo
OKa3aHUSl MOMOIIM B YCTAaHOBJIEHUM IMOJIHOIICHHBIX MEXJIMYHOCTHBIX OTHOLIECHUH € ApYyruMuU
CTYyIGHTaMH, CO3JIJaHUHU KOM(POPTHOTO MCUXOJIOTHYECKOTO KJIMMaTa B CTYACHYECKOM TpyIIe.

[Tpu oOydeHuu ULl ¢ OrpaHUYEHHBIMUA BO3MOKHOCTSIMH 3/IOPOBBS DJIEKTPOHHOE 00y4eHHE
U JUCTAaHIIMOHHBbIE O00pa30BaTeNbHBbIE TEXHOJIOTUH MPEAyCMaTPUBAIOT BO3MOXHOCTH IpUEMa-
nepenayd “HGOPMAaILUK B JOCTYMHBIX JUISl HUX (opMax.

OOyuaromecs U3 4Mcia JIMI ¢ OTPAaHUYCHHBIMU BO3MOXKHOCTSMU 3/10pOBbsI 00€CTIE€UCHBI
MEYaTHBIMU U AJIEKTPOHHBIMU 00pa30BaTENbHBIMU pecypcaMu B (opmax, aJdalTHPOBAHHBIX K
OTPAaHUYEHUSAM UX 3I0POBBSI.
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