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1. Ilepeuenv nnanupyemvix pe3yibmamos 00y4eHus no oucuuniune (Mooysio), COOmMHeceHHblxX
C NIAHUPYEMbIMU PE3YIbMAMAMU 0CE0CHUA 00PA306aMENbHON RPOZPAMMbL

KommeTeHmus [Tnanupyembie pe3ynbTaThl 00YUCHUS TTO TUCIUILINHE

TIK-14 3HaTh:

Cr1ocoOHOCTEIO - OCHOBHBIC  BHIBI  JIOKYMEHTOB,  PETJIAMEHTHUPYIOIIUX
OC}’H.IGCTB.H}ITB OCYH_IGCTB.HeHI/Ie praBHqueCKOﬁ ACATCIIbHOCTH,

JIOKYMEHTUPOBAHUE - METOAWKY O(OpPMIICHHS y4yeTa JIEHEKHBIX CPEACTB, PabOunx
XO3AMCTBEHHBIX IUTAaHOB CYETOB OyXTaJITEPCKOro yuyeTa,

OTIepaIIHiA, - mpaBwia (GOPMHUPOBAHUS H JOKYMEHTAJIBLHOTO O(OPMIICHHS

HPOBOJUTH yUET
JICHEeKHBIX CPEJICTB,
pa3pabaTbIBaTh
pabounii rmaH
CUETOB
OyXTaJITepCKOTO
ydeTa OpraHu3aIu
1 (OopMHUPOBATH HA
€ro OCHOBE
OyxraJTepcKue
MIPOBOAKH

OyXrajaTepcKux MpOBOJIOK;

- HOpPMaTHBHYIO 0a3y JOKyMEHTHPOBaHHS
onepauui.

YMmern:

- 0(OpPMIISITH OCHOBHBIE BUBI IOKYyMEHTOB, PEriaMEeHTUPYIOIINX
OCYIIECTBIICHHE YIPABICHYECKON ACATEIHHOCTH;

- COCTaBJIATh U 0QOPMIIATH PabOYHE TIaHBI CUETOB,

- ¢gopMupoBaTh W JOKYMEHTAIBHO OQOPMIISATH OyXTaJITepCKHE
IPOBOJKU

Bnaners:

- HaBBIKaMU 0(pOPMJIICHHS OCHOBHBIX BUJIOB JJOKYMEHTOB,
PETJIaMEHTHPYIOLINX OCYIIECTBICHNE YIIPaBICHUECKOHN IESTETbHOCTH

- HaBbIKaMH JJOKYMEHTHUPOBAHUS XO35HICTBEHHBIX ONEpaIlHid,

- HaBBIKAMH TIOATOTOBKM OPraHU3AIMOHHO-PACHIOPSIUTEIBHBIX
JIOKYMEHTOB,

- METOIMKOM COCTABJICHUS M JOKYMEHTAIBHOTO O(hOPMIICHHS
OyXraJTepCKUX MPOBOJIOK,

XO03AHCTBEHHBIX

2. Mecmo oucyunaunst (Mo0yna) 6 cmpykmype o0pa3zoeamenvHoi npozpammaol

JlucrumianHa OTHOCUTCS K AUCIUIUITMHAM 10 BRIOOPY BapHaTUBHOW YacTH y4eOHOTO IIaHa
OIIOII. [lanHas JMCUMIUIMHA B3aUMOCBSI3aHa C JIPYTUMU JAUCHUIUIMHAMHM, TaKHUMH Kak
«MapkeTunry, «YTpaBJIICHHE YEJIOBEUYECKUMU pecypcaMu», <«IDKOHOMHUKA OpTaHHU3aIluu
(mpeanpusATUs)» U Ap.

N3yuenne NUCHMIUIMHBI TO3BOJIAT OOYYAIOIMIMMCS PEATM30BbIBATh MpodecCHOHaTbHbBIE
KOMIIETSHIINH B MPO(PECCHOHAIBHON IEITeIbHOCTH.

B dacTtHOCTH, BBITYCKHUK, OCBOMBIIMK NpOrpaMMmy OakajiaBpuara, B COOTBETCTBUH C
YUETHBIM BUJOM JACSTEILHOCTH, JOJDKEH OBITh TOTOB peIIaTh CIEAYIONHe MPoQecCHOHATbHBIE
3aJa4H:

— JOKYMEHTHUPOBAHHE XO3SMCTBEHHBIX ONEpallMii W BeIEHHE OYXTaJTEepPCKOrO yuera

UMYIIECTBA OPTaHU3AIINH;

— BeJcHHE OyXTaJTepCKOro ydyeTa UCTOYHUKOB (DOPMHUPOBAHHS MMYIIECTBA, BBINOJHECHUE
paboT 1Mo MHBEHTAPHU3AIIMY UMYIIECTBA U (PMHAHCOBBIX 0053aTEILCTB OPTaHU3AINH;

— TPOBEACHUE PACUETOB C OIOKETOM U BHEOIOHKETHBIMU (DOHIAMU;

— COCTaBJICHUE W MCIOJIb30BAaHUE OYXTaJITePCKON OTYETHOCTH;

— OCYIIECTBJICHUE HAJIOTOBOTO yU€Ta U HAJOTOBOTO TJIAHUPOBAHUS B OpTraHU3AIIHH.

3. Oovem oucuuniunsl

\ Buowt yueonou pabomot Dopmubl 00yuenusn




Ouno-3aounas 3aounasn

O01as TPYA0€eMKOCTh: 3aU€THBIC €IMHHITHI/Yachl 3/108 3/108
KonTakTHas padora:

3aHATHSA JIEKIIMOHHOI0 THUIIA 2 2

3aHsATHs] CEMUHAPCKOr0 THIIA 8 2

[IpomexxyTounas arTecTanus: 3a4eT / 3a4eT ¢ OLeHKOM 0,1 4

/ 9K3aMeH /
CamocrosTesasnast padora (CPC) 97,9 100

4. Cooepicanue oOucuyunaunwvl (MOOynsa), CMPYKMYPUPOGAHHOE NO memam / pazoenam ¢
YKazanuem OmeedeHH020 HA HUX KOJIUYECMEa aKAOeMUYeCKUX 4acoé U 6Ud06 y4eOHbIX

3

AHAMUTL

4.1.  PacmpenerneHue 4acoB IO pa3zesam/TeMaM U BuiaMm padoThl

4.1.1. Ouno-3aouHas Gpopma oOyyeHHS

Ne
n/n

Buabl yueOHol padoTsl (B yacax)

Pa3zgen/Tema

KonTakTHasi padora

3auaTus
JeKIHOHHOI0
THIIA

3aHATHSA CEMHHAPCKOI0 THIIA Camocr

OSITCJIbH
asl

Jlexyuu | Hnvie
yuebHble
3aHAMUS

Ipaxmu
yeckue
3aHAmMUS

Cemuna | Jlabopa
pol mopHuvle
pabomul

Huvie padora

Teopernueckue
OCHOBBI
JOKYMEHTUPOBaHU.
[TousTue 1
JTOKYMEHTUPOBaHUS
YIIPaBJICHYECKOMI
JeSITEIbHOCTH.

3aK0HOIATEIHHOE
peryaupoBaHue
JOKYMEHTUPOBAHMUS.
IlousTue I'OCT,
OCHOBHas
HOpMaTHBHAs
JOKYMEHTAIUSI.
[Ipumenenne T['OCT
JUIST COCTaBJICHUSA
YIPaBICHYECKUX
JIOKYMEHTOB.

14

ITonsiTne cucTemsl
OPJI -
OpPraHHU3aLMOHHO-
[IPaBOBOM
JOKYMEHTaIUH.
[Topsnok odopmienus
YIPaBIEHYECKUX
JIOKYMEHTOB.

14




[TonsiTne CHCTEMBI
pacnopsIuTeIbHON
JIOKYMEHTAIUH.
[Topsimox odopmiieHus
YIPaBICHYECKUX
JOKYMEHTOB.

14

[TonsiTne
MH(pOPMaIMOHHO-
CIIPaBOYHAs
JOKYMEHTALUSI.
IIpaBuina cocraBiieHUs.

16

CtpykTypa KaapoBou
nH(OPMAIIMOHHO-
JOKYMEHTallMOHHOU
CHUCTEMBI. [Topsimox
oopmIIeHUS
KaJIpOBBIX
JOKYMEHTOB.

12

[TonsiTne
JIOKYMEHTO000pOTA.
OcHOBHBIE  TpaBuiia
opraHu3amyy paboThI C
JOKYMEHTaMHU.
dopMUpOBaHUE
XpaHeHUs

JOKYMEHTOB.
Howmenknarypa nei.

10

Cucremsl
aBTOMAaTU3aLUU
JTOKYMEHTUPOBaHMUSI
YIIPaBJICHYECKOMI
JESITEIbHOCTH.

10,9

IIpomexxyrounas
arTecTauus

0,1

HUroro

108

4.1.2. 3aounas popma oOydeHUs

Ne
n/n

Pa3zpen/Tema

Buabl yyeOHol padoTsl (B yacax)

KonTakTHasi padora

3auaTus

JICKIHUOHHOI'0

THIIA

3anarus CEMHUHAPCKOI'o TUIIA

Jlexyuu

HUnvie
yuebHble
3aHsAmMusl

Ilpakmu | Cemuna
yeckue pul
3aHAMUL

Jlabopa
mopHbvie
pabomoi

Unvle

Camoct
0SITeJIbH
asi
padora

Teopernueckue
OCHOBBI
JOKYMEHTUPOBAHUS.
ITonsitue




AOKYMCHTHUPOBAHUSA
YIPaBICHYECKOU
ACATCIIbHOCTH.

3akoHOIATEILHOE
perynupoBaHue
JTOKYMEHTHPOBAHHS.
ITousrue I'OCT,
OCHOBHast
HOpMaTUBHAs
JOKYMEHTAITHS.
IIpumenenne I'OCT
JUIST COCTaBJICHMS
YIPaBIEHYECKUX
JTIOKYMEHTOB.

14

[Tonsitue cucTeMbl
OP/] -
OpraHU3alMOHHO-
MPaBOBOM
JOKYMEHTAIUH.
[Topsimox oopmieHus
YIpaBICHYECKUX
JOKYMEHTOB.

14

[TonsiTne CHCTEMBI
pacnopsaIuTeIbHON
JOKYMEHTAIUU.
[Topsimox odopmieHus
YIpaBICHUYECKUX
JOKYMEHTOB.

14

[TonsTne
nH(pOpPMaITMOHHO-
CIIPaBOYHAsI
JOKYMEHTALUSI.
[IpaBuia cocraBiieHuUs.

18

CtpykTypa KaapoBOu
nH(OPMAIIMOHHO-
JTOKYMEHTallMOHHOU
CHUCTEMBI. [Topsimox
oopMIIeHUS
KaJIpOBBIX
JOKYMEHTOB.

12

[TonsiTne
JIOKYMEHTO000pOTA.
OcHOBHBIE  TpaBuiia
opraHu3amyu padoThI C
JOKYMEHTaMHU.
dopmMupoBaHUE
XpaHeHUs

JOKYMEHTOB.
Howmenknarypa nein.

10

CucreMbl
aBTOMAaTHU3allun
JIOKYMEHTHUPOBAHHUS

10




YIIPaBJICHYECKOMN
JeSITEIbHOCTH.
IIpomexxyrounas 4
aTTecranus
Uroro 108
4.2.  IIporpamma qUCIUILIMHBI, CTPYKTYPUPOBAHHAS 10 TEMaM / pa3aenam
4.2.1. CopaepxaHue JEKIUOHHOTO Kypca
4.2.2.
Ne ni/m | HaumeHoBaHHe TeMbI Conep:kaHue JeKUMOHHOTO 3aHATHS
(pa3aesia) IMCUMIITHHBI
Teopetuueckue OCHOBBI | OCHOBHbBIE TOHATUS M (YHKIUU JOKYMEHTHPOBAHHUS.
JIOKYMEHTHUPOBaHUSI. CyluiHOoCTh M OCHOBHBIE 33/1aud JIOKYMEHTHPOBAHUS
1. [Tonsarue yIOpaBJlIeHUYECKOW  mesrenbHOcTH. Kpartkuii  0630p
JIOKYMEHTUPOBaHUS UCTOPUM JOKYMEHTOBEICHUSI U JICJIONPOU3BOJICTBA.
yIpaBiIeHYECKON CoBpemeHHOE roCy/1apCTBEHHOE perynupoBaHue
JeSATEIbHOCTH. JOKYMEHTAIMOHHOTO o0ecrieueHus ynpasienue (JJOVY).
[Tonsitne wHGOpMaMK U UHPOPMAIIMOHHBIX PECYPCOB.
[MonsTne ympaBneHdeckod nesrenbHOCTH. OOBEKT U
cyOobekT ympaBineHus. IIpsmas u oOpaTHas CBS3b.
[Mpunuunsr padotel ¢ nenooit mHpopmanueir. OCT.
Hayunast opranusainusi ympaBJIEHYECKOTO TpyAa Kak
¢axTop noBbIIeHUs YPPEKTUBHOCTH YIIPABICHHUSL.
[Toustue cucrembl OPJl - | OCHOBHbBIE TOHATHS JIUPEKTUBHOM HM  OTYETHOM
OpPraHW3aI[MOHHO-TIPAaBOBOM | nHpopmanmu B cucteme ynpaeineHus. CocraB u
2. nokyMeHTauuu. [lopsiaok | Ha3HAYEHUE OPraHU3alMOHHO-TIPABOBOM JOKYMEHTAIIMH.
oopMITeHHS 3amaun W (QYHKOMH  OPraHU3AI[MOHHO-TIPABOBBIX
yIpaBICHYECKUX JOKYMEHTOB. YdUpeauTeiabHble JOKYMEHTHL. Y CTaB.
JIOKYMEHTOB. Horosop. Ilonoxenue. MucTpykuuu. JlOIKHOCTHBIE
uHCTpyKuuu. CTpykTypa W IITaTHash YHCIEHHOCTb.
IlIratHoe  pacnucanue. IIpaBuna  cocraBieHus,
opopmiienus nokymeHToB. PekBusutsl. [OCT.
4.2.3. CopepxaHue TPaAKTUYECKUX 3aHATHI
Ne n/m | HammeHoBaHMe TeMbI Conep:kaHue NPaKTHYECKOT0 3aHATHUSA
(pa3aea) IMCUMIITHHBI
IMonsaTue cuctemsl | CucteMa pacnopsiANTEILHON IOKYMEHTAlUH B CUCTEME
pacnopsiANTeIbHON yrpaBieHus. 3anaun u GyHKuU. OCHOBHBIC TpaBUIIa
1. JTIOKYMEHTAIWH. [Topsimok | cocraBienusi, 0hOpPMIICHHS TOKYMEHTOB. PEKBHU3UTHI.
oopMITeHHS I'OCT. Ilpuka3zsl 1O OCHOBHOM JI€ATEIHLHOCTH.
yIpaBICHYECKUX JIOKyMeHTHI, U3J1aBaeMble B YCIOBHSIX
JIOKYMEHTOB. KOJUIETHAIbHOCTH (mocraHoBIEHUS, perieHus);
JOKYMEHTBI, W3/1aBa€Mbleé B YCJIOBUSX EIUHOJIMYHOTO
MPUHATUS peuieHui (mpukassl, YKa3aHUs,
pacniopspkenus ). O60co0IeHHBIN JOKYMEHT — IIPOTOKOJ.
Bunbl, ocobeHHOCTH 0OpOpMITEHUSI.
[Tonsitue wuHpopmarmonHo- | CucteMa HHPOPMAITMOHHO-CIIPABOYHON JOKYMEHTAIIH
CIpaBOYHasl JOKYMEHTAIus. | B cUCTeMe yrpaBieHus. 3amaun u ¢yHkiuu. [Ipasuna
2. [TpaBuiia coctaBieHusl. COCTaBJICHUS, oopmiIeHUS JOKYMEHTOB.




I/IHI/II_II/IaTI/IBHBIC AOKYMCHTBI, JOKJIAJIHBIC 3aIllMCKH.

OObsicHuTenpHble  3amuCcKU. AKTHL. [Ipemmoxenue.
ChnpaBku  cayeOHOTO W JIMYHOTO  XapakTepa.
CnyxeOHbIe (ZIETTOBBIE) THCHbMa. XapaKTEPUCTUKH.

PaznoBumHoct. OcoOGeHHOCTH OGOpMIICHHS. DTHUKET
nemoBoro oOmieHus. COCTaBIeHHE JIOKYMEHTOB C
npumenenueM 'OCT.

4.2.4.

ConeprkaHue caMOCTOSATENbHOM paboThI

Ne HaumeHoBaHue TeMbI Conep:kanue caMmoOCTOATEIbHOM Pad0OThHI

n/m | (pa3nena) TMCHMILINHBI

1. 3aKoHOIATEILHOE 3aKOHOJIaTEeIbHOE PETYIUPOBAHUE JEIONPOU3BOJICTBA B
perynupoBaHue P®. Buasl HOpMAaTUBHO-CIPABOYHOM JOKYMEHTALUU.
nokymentupoBanus. [lonsitue | TOCT.  PexBusutel, OnaHkW, yHUGUIIMPOBAHHBIE
I'oCT, ocHoBHas | (opmbl. [lpaBmiia HamucaHus pPEKBH3UTOB, MOPSIOK
HOpMaTUBHAs JOKYMEHTalMs. | mpuMeHeHus.  TpeOoBaHus,  OpeabsABIseMble K
[Mpumenenne T['OCT s | opopMICHHIO PA3TUYHBIX BHUJOB  YIPABICHYECKUX
COCTaBJICHUS JIOKYMEHTOB.
yIpaBIE€HYECKUX
JIOKYMEHTOB.

2. Crpykrypa KkanpoBoil | [lonsiTue M CTpyKTypa TIE€PCOHAIBHBIX JIAHHBIX.
UH(pOpPMaLMOHHO- HopmaTtuBHnas 0a3za. Haznauenue u cocraB JOKYMEHTOB
JIOKYMEHTallMOHHON 10 JIMYHOMY COCTaBy. Y HU(PULIUPOBAHHBIE (POPMBI.
CUCTEMBI. [Topsinok | OCHOBHBIE pEKBU3HUTBHI JIOKYMEHTOB M IIpaBWJIa HX
oopmienus KaZpoBbIX | opopmiieHus. [lopsnok nedctBuii U odopmileHUS
JIOKYMEHTOB. JOKYMEHTOB TNpu npuéMe Ha paboTy, YBOJIbHEHHH,

NIEPEBOJIE HA JPYIyl0 JOJDKHOCTb, OTIIPaBICHUU B
KOMaHIUpOBKY. TpyaoBOil JOTrOBOp, MpHUKa3bl IO
JUYHOMY COCTaBY, TPYAOBBbIE KHM)XKKH, JIMYHOE JIEJIO,
JUYHas KapTOUKa.

3. [lonarue nokymenTo060poTa. | OCHOBHBIE  TMOHATUS, NPUHIMIBI U [paBUia
OcHOBHBIE npaBWia | OpraHu3aluu  JoKymeHTooOopora.  HopmaTuBHO-
opranuzaiu  paboTbl  C | METOAUYECKHIA perJameHT JTOKYMEHTO000pOTa.
JIOKYMEHTaMHU. [IpssMOTOYHOCTH JIBUYKECHHUS JIOKYMEHTOB.
@®opmupoBanue  xpanenus | Kimaccupukamuss  TOKYMEHTONOTOKOB.  Bxopsmiue,
nokymeHToB. HomeHknaTypa | ucxopsmme H BHYTPEHHHE JOKyMeHThl. IIpaBuna
hiS) 0o0paboTku gokyMmeHTauuu. OpraHuzanus TeKYIIero

XpaHeHusi Jen, TnpaBuiaa W cpoku. Ilonstue
KoH(puAeHIMansHOCTH. HoMeHkmaTypa nen, ooOmue
TpeOoBaHus, BUAbl HOMeHKIaTyp. CocraBieHue
HOMEHKJIaTypel nen. dopmupoBanue u oQopmieHHE
nen. CucreMaru3anusi JOKYMEHTOB B Jeje. XpaHEHHE
nein. [loaroroBka T1OKyMEHTOB K IIEpeaue Ha apXUBHOE
XpaHEHHeE.

4. Cucremsl aBToMaTtu3anuu | MapopmannoHHble TEXHOJIOTUU B cUCTEME
JIOKYMEHTUPOBAaHUS JOKYMEHTUPOBAHUSI YIPABJIECHUYECKOW JIEATEIbHOCTH.
yIpaBIeHYECKON O630p  aBTOMATH3UPOBAHHBIX  HMH(OPMAIIMOHHBIX
JIeATEIBbHOCTH. CUCTEM  JIeJIONpPOU3BOJICTBA. BbIOOp TEXHHYECKUX

CPEICTB IpPU KOMIBIOTEPU3ALMU JOKYMEHTHUPOBAHUS
YIPaBJICHUYECKON JIEeSITEILHOCTH. DJIEKTPOHHOE
NpPaBUTENBLCTBO.  MeTonbl  3amuThl  MHPOpMaIUH,

anexkTpoHHo-1udposas noanuck (DLIT), mmdbposanue.




5. ®ono oyenounvix cpeocme 0na nposedeHUs NPOMENHCYMOYHOU AMMeCmayuu 00yUaruuxcs
no oucyuniaune (Mooynio)

[TpenycMOTpeHbl Clieylolue BUIbl KOHTPOJSI KauecTBa OCBOEHHUS KOHKPETHOM
JUCITUTLTAHBL:

- TEKYIIUI KOHTPOJIb YCIIEBAEMOCTH

- MPOMEKYTOYHASI ATTECTAINS 00yUAIOIINXCS MO TUCITUTUINHE

DOH/{ OLECHOYHBIX CPECTB ISl IPOBEACHHUS IIPOMEKYTOUHON aTTECTALMH 00YIAIOLIUXCS 110
mucuuiuinHe ogpopmieH B IIPHJIOKEHUUA x PABOYEU ITPOT'PAMME JIUCLIUTTJIMHBI

Texkymmii KOHTPOJIb YCIIEBAEMOCTH OOECIIEYMBACT OICHUBAHHE XOJa OCBOCHUS
JTUCITUILIMHBI B TIpoIiecce 00yueHusl.
5.1 Ilacnopm ¢honoa oyerouHvlx cpedcms OJis1 nPosedeHUss meKyuell ammecmayuu
no oucyuniuxe (Mooyiw)

Kountpoanpyemsie Kon HaumeHoBaHMe OLIEHOYHOI'0 CPeACTBA
n/m | pasaeJsl (TeMbl) KOHTPOJINP
yeMoil
KOMIIETEeHI]
0

1. TeopeTnueckue [IpoGneMHbIe 3amauM, CUTYaIllMOHHBIC 3aJ1ayH,
OCHOBEI TECTUPOBAHUE

JIOKYMEHTHPOBAHUSI.
ITonsarue IIK-14
JIOKYMEHTHUPOBAHUS
YIIPABJIIEHYECKOU
JEeATEIbHOCTH.

2. | 3akoHOJATEIbHOE [IpobnemHble 3amauu, CUTYallMOHHBIC 3aJ]ayH,
peryaupoBaHue TECTUPOBAHUE

JAOKYMCHTHUPOBAHUA.
ITousrue I'OCT,
OCHOBHas
HOpMaTHUBHAaA [IK-14
JOKYMEHTaLU.
[Tpumenenue 'OCT
JJIA OCTaBJICHUA
yIpaBJIEHYECKUX
JOKYMEHTOB.

ITousTre cucTemMbl [TpobGnemMHbIe 3a1a4M, CUTYallMOHHBIC 3a1a9H,
OPJ - TECTUPOBAHUE

3. OpraHU3aIlMOHHO-
IIPaBOBOI
JTIOKYMEHTAIWH. I1K-14
[Hopsimok
odopmIIeHUS
YIPaBICHUYECKUX
JIOKYMEHTOB.

ITonsaTue cucremsl I1IK-14 [TpobnemHble 3a1aun, CUTYallMOHHBIE 331a4H,
pacnopsIuTeIbHON TECTUPOBAHUE

4 JOKYMEHTALWH.
ITopsimok




odopMITeHHS
yIPaBICHYCCKUX
JIOKYMCHTOB.

IMonsaTue I1K-14 [IpoGneMHbIe 3amauM, CUTYaI[MOHHBIC 3aJ1a4yH,
uH(HOPMAaIMOHHO- TECTUPOBAHUE

5 CIIpaBOYHAs
JOKYMEHTAIIVS.
[TpaBuiia
COCTaBJICHHUS.

CTpyKTypa KaapoBoil [1K-14 [IpoGneMHbIe 3amauM, CUTYaIllMOHHBIC 3aJ1ayH,
uH(HOPMAIIMOHHO- TECTUPOBAHUE

6. JIOKYMEHTAIlMOHHOU
cucremsl. [Topsanok

odopmIIeHUS

KaJIpOBBIX

JJOKYMEHTOB.

ITonsarue I1IK-14 [TpobnemHbIe 3a1aun, CUTyallMOHHBIE 33a1a4H,
JOKYMEHTO000pOTa. TECTHUPOBAHUE

7. | OcHOBHBIE TTpaBuUiIa
OpraHu3aIy padoThI
C IOKYMEHTaMH.
dopmupoBaHHe
XpaHeHust
JIOKYMEHTOB.
HomeHnkuarypa nei.

CucreMnl I1K-14 [TpobGneMHbIe 3a1a4M, CUTYallMOHHBIE 3a1a9H,
aBTOMAaTHU3aIlUU TECTUPOBAHUE

8. | JOKYMEHTUPOBaHUS
YIIPABJICHYECKOU
eATEIbHOCTH.

5.2 Tunosvie KoHmMpOIbHbLIE 300aHUSA_UAU _UHbLE mamepuaiisl, Heobxooumbvle 0
OUEHKU 3HAHUU, YMEHUL, HABLIKOS U (I/UZM) onvima_0esimeibHOCmu._6 npouyecce mexkyuieco

KOHmMpOoJiAi

TunoBble cHTYallHOHHBbIE 3a/1a4H:

3aoaua 1

CocraBbTe npuka3 1o ocHoBHOU AesTebHOCTH OO0 «CoNHEUHBIM» O CpOKax M MOPSAKE
IPOBEIEHUS BHIOOPOYHOM MHBEHTAPU3ALMH UMYIIECTBA HA CKIIaJle.

3aoaua 2

Odopmure crpaBKy O TOM, YTO BBl SIBISIETECH CTYIEHTOM 2 Kypca 3KOHOMHYECKOTO
(paxynbTeTa MOCKOBCKOTrO MeEXAyHapoJHOro yHHMBepcuTeTa. OTMEThTE, YTO BBl YUYUTECH IO

HATPaBIEHUIO MTOATOTOBKU «MEHEIKMEHT) 110 3a09HOH opMe 00yUueHUsI.

3aoaua 3



Odopmure ciy’)keOHYI0 3alIUCKy pPYKOBOJUTENS CTPYKTYpHOIO IOJpPA3JENeHUus o
HEOO0XO0IMMOCTH HANPaBJICHUS COTPYIHUKA B KOMaHIUPOBKY AJIS 3aKII0OUEHHs JoroBopa. CBeeHHs
JOTIOJTHATE CaMOCTOSITEIIBHO

Tunosble MpodJeMHbIE 321a49H:
3aoaua 1

CocTaBbTe MPOTOKOJ 3aceaHMs COBETa JTUPEKTOPOB aKIMOHEpHOro obmiecTBa «CtaHaapT»
0 CO3BIBE BHEOUYEPETHOTO OOIIEro COOpaHusl aKIIMOHEPOB, HA KOTOPOM IPUHSIITH PEIICHHE O CO3bIBE
coOpaHMs U OINpeNeId JaTy mpoBeneHus, GopMy, BpeMs U MECTO MpoBeAeHHs coOpanus. bout
YTBEPXkACH CIIMCOK aKIIMOHEPOB, UMEIOIUX MPaBO HAa y4acTHeE, TEKCT COOOIICHHS O MPOBEICHUU
cobpanus (yka3aTh, 4YTO IMPHJIATAETCs) IUIaH-Tpa UK MEPONPUATHMA IO MOATOTOBKE K MPOBEICHUIO
coOpanus (mpuiaraercs). PekBU3NUTHI JOKyMEeHTa O(OPMHUTH B COOTBETCTBUU C IOJIOKEHUSIMH
JIEHCTBYIOIIETO 3aKOHOAaTeNbeTBa U ¢ TpeboBanusmu ['OCT.

3aoaua 2

CocraBbte rapantuitnoe mucbMo OAO «MymnbsTumiacy k OAO «3Be3nal23» 00 okazaHuu
IMOMOIIH B YCTAHOBKC U HAJIAJIKC OGOpy,Z[OBaHI/IH BBIYUCIIUTCIIBHOTO LICHTPA.

3aoaua 3

CocraBbTe NpuKa3 MO pe3yibTaTaM IIPOBEPKH B XOJ€ MHBEHTApU3ALHUU MaTepUaIbHBIX
nenHocteil B cpeaneit mkoae Nel11AB r. Mocksbl, ipoBeaenHoi ¢ 10.09.2019 no 20.09.2019. B
pe3ynbTare NpoBepKH OBUTH BHISIBICHBI HeocTaTKU. He00X0AMMO MOBBICUTH KOHTPOIh YIUTENICH 32
COXPaHHOCTBIO IMKOJIBLHOTO 000PYI0BaHUS, aKTHBU3UPOBATH PA0OTY C YUAIIUMHUCS TTO BOCTTUTAHUIO
y HUX OEpeKHOTO OTHOIICHUS K UMYILECTBY.

TunoBblie TECTHI

1. CayxeOHbII TOKYMEHT, KOTOPBIN COACPKUT MPEATIOKEHUE O HA3HAYEHUH Ha JI0JKHOCTD,
MepPEeBOJIC Ha IPYTYIO JOJKHOCTH (paboTy) WM MOOMIPEHUH (Harpaje, MpeMUPOBAHUH )
COTPYAHUKA OPraHU3aLMHN HAa3bIBACTCS:

A). noKIJIaiHas 3aIUCKa,

b). npuka3 no nMuHOMY COCTaBY;

B). npuka3 no agMMHUCTPATUBHO-XO35IICTBEHHBIM BOIIPOCAM;

I'). mpencrasienue.

2. B 1Tu4yHyI0 KapTOYKy COTPYHHKA HE 3aHOCAT CBEIACHUS:

A). 0 BOMHCKOM Y4YE€Te;

b). o mpuHaIEKHOCTH K MOTUTUYECKUM NApTUAM U OOIIECTBEHHBIM OpPraHU3alllsiIM;
B). 06 o0miem cTaxke paboThI;

I'). o cemeitHOM TOJTOKEHUH.

3. Kakas nata gBisieTcs 1aToi MPHUKa30B, TUCEM, CIIPABOK:
BriGepute oauH OTBET:

A) nara yTBEepKACHUS

b) nata 3apuKcpOBaHHOTO B JOKYMEHTE COOBITHS

B) narta cornacoanus

I') nara noanucanus



4. BeiOepuTe 251eMEeHTHI peKBU3UTa «Brzan:
BriGepure o1H WM HECKOIBKO OTBETOB:

A) moanuch

b) nomxHOCTE nHIla, BUBUPYIOIIETO JOKYMEHT
B) meuats opranuzanuun

J) nata

5. IlpoTokos HEOOX0IUM I OPOPMIICHHSL:

A) KOJUIEKTUBHOTO pEIICHUsI COOpaHus

b) nomxHOCTH NH1Ia, YTBEPKIAIOIIETO IOKYMEHT

B) mpuéma, nepeBoia 1 yBOJIBHEHHUSI COTPYAHUKOB OPTaHU3AIHH

6. HomeHnkiarypa nien mpenctaBiiseT COOOM:

A) CIIUCOK 3arojIOBKOB (HAMMEHOBAHUI) JIeJT, 3aBOJUMBIX Ha MPEANPHUITUH C YKa3aHHEM UX
CPOKOB XpaHEHMUsI

b) rapanTHiiHble IMCbMa OpraHu3aluu

B) rpud yTBepkaeHUs pyKOBOAUTENS OpTraHU3aIluu

I') cpoxu xpaHeHuUs1 JOKYMEHTOB

7. Kakue u3 npuBeIeHHBIX HUKE BXOJAIIMX JJOKYMEHTOB HE TOJIekKAT PErHCTPaLUu:
A). no3paBUTEIbHBIE IUCHMA,

b). rapanTuiinble nucbpMa;

B). mucema-3anpocksr;

I'). conpoBoaUTENBHBIE TUCHMA.

8. Kakast nenoBasi Oymara HaYMHaeTCsl ¢ MECTOUMEHUS TIEPBOTO JIUIIA:
A) pukas;

b) 3asBnenue;

B) noBepeHHOCTH;

I') pesrome.

9. UndopmanmoHHbIE CBA3U NPEANPUATHS:

A). onpenensoT ieJeHre JOKYMEHTOB Ha BHEIIHUE U BHYTPEHHUE;

b). He paccmaTpuBarOT B KaueCTBE KPUTEPUS, ONIPEAEISAIONIETO TUIl JOKYMEHTA;
B). He uMeroT 3HaUeHUs B OpraHU3aly MPOU3BOJICTBA;

10. PexBU3UT — 00s3aTEIbHBINA AJIEMEHT:

A) npucymuii onpeaeaeHHOMY BUAY JOKYMEHTA;

b) npucymuii TonhbKO OpraHU3alMOHHON JOKYMEHTAIIHH;
B) npucymuii TopKO IUChbMaM;

11. K cipaBo4HO-OpraHU3allMOHHBIM JOKYMEHTAM HE OTHOCHUTCS:
A) nernoBoe MUCbMO

b) npuxas

B) noxnagnas 3ammcka

I') ycras

12. Kakoii BuJ nuchbMa JOJKEH COJAEPKATh PEKBU3UT HAMMEHOBAHUS BUJIa JJOKYMEHTA!
A) I031paBUTENHHOE TUCHMO

b) pexnamanus

B) rapanTuitnoe mucpmo



13. JlokyMeHT AKT COCTaBIsAETCS:
A) Komuccueit

b) 'enepanbHBIM AUPEKTOPOM

B) I'maBHBIM Oyxrantepom

14. loxymeHT «CTpyKTypa U IITaTHAasl YUCIEHHOCTb» OTHOCUTCS K:
A) opraHu3allMOHHBIM JOKYMEHTaM

b) cnpaBo4YHBIM JOKYMEHTaM

B) pacniopsianTenbHbIM JOKYMEHTaM

15.Bp16epuTe mpaBMIIbHBIA OTBET: OTEYECTBEHHOE JIEJIOMPOU3BOJICTBO MPOIIIO CIACAYIOIINE
STaIbl:

A) npukasHOe JeNONpPON3BOICTBO;

b) xonnexckoe nenonpon3BoACTBO;

B) Mmunucrepckoe 1e10mnpou3BoICTBO;

I') Bce oTBETHI BEpHBI

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

Bce 3amaHms, ucnosnb3yemble Ui TEKYIIETo KOHTPOJS (OPMHUPOBAHUS KOMIICTCHITHIA
YCIIOBHO MO>KHO Pa3/IeTUTh HA IBE TPYIIIIbL:

1. 3aJ]aHus, KOTOPBIE B CHITy CBOMX OCOOCHHOCTEW MOTYT OBITh PEaIM30BaHbI TOJIBKO B
nmporecce OOy4deHHsS Ha 3aHATHIX (HAmpuMep, CUTYallMOHHBbIC 3aJaHUsl, TUCKYCCHsI M MUHU-
KoH(pepeHIUs B popme BeOMHapa);

2. 3a/laHus, KOTOPBIC TOMONHSIOT TEOPETHYECKHUE BOMPOCHI (MIPAKTUYECKHUE 3aJaHUS,
3a/laHus JJI1 CAMOCTOSITEIbHON pabOThI, TECTHI).

BreimonmHeHnue Bcex 3aJaHUi SIBISETCS HEOOXOMUMBIM i (OPMHUPOBAHUS U KOHTPOJIS
3HaHWI, yMEHUH 1 HaBBIKOM. [loTOMY, B Cllydae HEBBITTOTHEHUS 3aJJaHUH B ITpoIiecce 00ydeHUs, UX
HEOOXOIUMO «OTpaboTaThy» 10 3a4era (3k3aMeHa). Buj 3amanuii, KOTopbie HEOOXOIUMO BBITIOTHUTH
JUTSL TUKBUJIAIAH «32/I0JDKCHHOCTHY OTIPEACIISIeTCS B MHANBUYATEHOM MOPSAKE, C YIETOM MPHUUNH
HEBBITIOTHCHMS.

1. TpeGoBaHue K pelIeHUI0 CHTYAllHOHHOH, NPo0JeMHOHM 3amxaum (Kelc-

U3MEepUTeIN)

CTyneHT HOKEH yYMEThb BBIJEINTH OCHOBHBIE IOJIOKEHMSI M3 TEKCTa 3a/ladd, KOTOpPbIE
TpeOyIOT aHallu3a U CIyXaT yCJIOBUsAMHU pemieHus. Mcxoas u3 mocraBieHHOro Bompoca B 3ajaue,
HOTBITATHCSl MAKCUMAJIBHO TOYHO ONPEAEIUTh IPO0IeMy U COOTBETCTBEHHO PEIINTH €€.

3ajaun JOJDKHBI PEIIaThesl CTYACHTaMU NUCbMEHHO. [Ipu peleHnu 3amad Takxke BaXkKHO
NPaBUIBHO CPOPMYIUPOBATH U 3aMUCATh BOMPOCHI, HAUWHAs ¢ Oosiee OOIMMX U, KOHYasi YaCTHBIMHU.

Kpumepuu oyenuseanusi — olleHKa y4WTHIBAET METOJABI U CPEACTBA, MCIOJb30BAaHHBIE NPU
pEIICHUN CUTYaIlMOHHOMN, TPOOIEMHON 3a/1auH.

OneHka «8vbinoHeHo» CTaBUTCS B Cllydae, ecil 00ydaroIuics MoKa3al MOJOKUTEIbHbBIE
pe3yabTaThl B MPOLIECCe PEIICHHs 3a7ayd, a UMEHHO, KOTr/ia O0YyJaromuiicsi B IIEJIOM BBITOJHUII
3ajaHue (pemui 3a/1a4y), UCHOJIb3YS B MOJTHOM 00bEME TEOPEeTHUECKHE 3HAHUS U MPAKTUUECKUE
HaBBIKU, TIOJYYEHHBIE B Ipoliecce 00yueHUs..

OneHka «He 8blnoaHeH0» CTaBUTCS, €CIIM 00YyYaroIIUiics He BBIMOJIHIII BCe TPeOOBAaHMUS.

2. TectupoBanue
SIBiIsieTCSl OTHUM M3 CPEICTB KOHTPOJISI 3HAHUI 00yUYaIOIIMXCS 110 TUCIUILITHHE.
Kpumepuu oyenusanus — npaBuIbHBINA OTBET Ha BOIIPOC



OueHka «omauyHO» CTaBUTCS B cllydae, €CJIM IpaBWiIbHO BeINMOJIHEHO 90-100% 3ananuii
Onenka «xopouioy» CTaBUTCS, €CIIU IPAaBUIBHO BbINOJIHEHO 70-89% 3ananuit
OneHka «yoognemeopumenvbHoy» CTaBUTCS B Ciydae, €CM MPaBUIbHO BbIMOIHEHO 50-69%

3aJJaHUuN

Ouenka «HeyOooeremeopumenvHoy CTaBUTCS, €CIU NPAaBWIBHO BHINOIHEHO MeHee 50%

3aJJaHuU

6. Ilepeuenv O0CHO6HOU U OONOJIHUMENbHOU YYeOHOU Jaumepamypvl, HeoOX00UMOU O/
0C80eHUA OUCUUNIUHBL (MOOY/IA)

1.

6.1 OcnosHnas yuebHas 1umepamypa

Ky3nenona, . B. [lokyMeHTHpOBaHUE YNPABICHYECKON ACATEIBHOCTH [ DIEKTPOHHBII
pecypc]: yue6Hoe mocobue s OakamaBpoB / M. B. Ky3nemnona, I'. A. Xauatpsn. —
Mocksa, Caparos : [lamkoB u K, Aii [1Tu Op Menua, 2017. — 240 c. — ISBN 978-5-394-
02780-2. — Texkcr : anmeKTpoHHBIH // DnekTpoHHO-0nbroreuHas cucrema IPR BOOKS
: [catit]. — URL.: http://www.iprbookshop.ru/59274.html

Adonromkuaa, O. MW. JlokyMeHTHpOBaHWE YIPABICHYECKOH  JIEATEIBHOCTH
[DnexkTpoHHEI pecypc]: yueoHoe mocobue / O. Y. AdonromkuHa ; mon pegakiueit B. .
IIycroBas. — benropoa : benropoackuii rocyaapCTBEHHBIM TEXHOJIOTHYECKUNA
yauBepcuter um. B.I'. lllyxoBa, O9bC ACB, 2017. — 111 c. — ISBN 2227-8397. —
Tekct : anexkTpoHHBIN // DnekTpoHHO-0nbMnoTeunas cuctema IPR BOOKS : [caiit]. —
URL: http://www.iprbookshop.ru/80510.html

Cumonsiz, P. f. JlokymeHTanmoHHoe 00€CIEYeHHE CUCTEMBI YIIPABIICHHS OpTaHU3alueH
[DnexkTpoHHEI pecypc] : yuebHnoe mocodue / P. . Cumonsn. — Caparos : At [Tu Op
Menua, 2018. — 180 c. — ISBN 978-5-4486-0167-5. — TeKcT : 3JIEKTpOHHBIN //
DnekrponHo-OnOMoreunas cucrtema IPR BOOKS :  [caiit] — URL:
http://www.iprbookshop.ru/72458.html

6.2 Jlononnumenvuas yuebHas aumepamypa.

1.

Ky3nemora, WM. B. JlokymeHTanmoHHOEe oOOeCmeYeHUE YNPaBICHUS TEPCOHATIOM
[DnekTpoHHBIH pecypc] : yueOHoe mocobue mis O6akanaBpos / M. B. Ky3nenosa, I'. A.
XauvarpsaH. — 2-e u3g. — M. : JlamkoB u K, Ait [Tu Op Menua, 2019. — 220 ¢. — ISBN
978-5-394-03124-3. — TeKcCT : AJIEKTPOHHBIN // DIEKTPOHHO-OMOIMOTEUHAsT cHUCTEMa
IPR BOOKS : [catit]. — URL: http://www.iprbookshop.ru/83142.html

Caraesa, [[. M. Cucrema MEHE)KMEHTa KAauecTBa: YIPABICHUE JOKYMEHTHPOBAHHOU
uHpopmanuei [IneKTpoHHBIH pecypc]: yaebnoe nocodue / [I. M. CataeBa. — CaparoB
: By3zoBckoe o6pazoBanue, 2018. — 108 c. — ISBN 978-5-4487-0295-2. — Tekcr :
ANEKTPOHHBIN // DnekTpoHHO-OnOMHoTeyHast cucremMa IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/76991.html

6.3. Ilepuoouueckue uzoanus

1. TocymapctBenHas ciyx6a u kaapsl. [ISSN: 2312-0444.
http://www.iprbookshop.ru/23114.html

2. IlpoGnemsr ynpasieHus. ISSN: 1819-3161. http://www.iprbookshop.ru/8533.html

3. DKOHOMHKA U MEHEIKMEHT cUCTeM ynpasieHus. ISSN: 2223-0432.
http://www.iprbookshop.ru/34060.html




4. Bompocsl HOBOM 35koHOMUKHU. ISSN: 1994-0556.
http://www.iprbookshop.ru/34078.html

7. Ilepeuens pecypcoe unghopmayuonno-menekommynuxayuonnou cemu ""Humepnem' (0anee
- cemp "Hnmepuem'), neodxooumuix 011 0ce0eHus Oucyuniunsl (Mooyis)

denepanbHOE apXUBHOE areHTCTBO http://archives.ru/

CaiiT no kazipoBOMY J1eI0Npou3BOACTBY https://www.kadrovik-praktik.ru/
CnpaBouHo-npaBoBas cuctema «Koncynprant [Tmoc» www.consultant.ru
WNudpopmannonno-npaBoBoii nopran «I"apant» http://www.garant.ru
DneKTpoHHbIE O(pUCHBIE cucTeMbI http://www.eos.ru

A

8. Memoouueckue ykazanus 011 00y4aOuiuxcsa no 0C60EHUI0 OUCUUNIUHBL (M0OYJ1s1)

VYcnenHoe 0CBOGHHE JAHHOTO Kypca 0a3upyercss Ha pallMOHAIbHOM COYETaHWU HECKOJIbKUX
BUJIOB YUeOHOMU JEATEIbHOCTU — JIEKIUH, CEMUHAPCKUX 3aHATHHA, CaMOCTOSATENbHON paboTsl. [Ipu
3TOM CaMOCTOSITENIbHYIO pPaloTy clieyeT paccMaTpuBaThb OJHMM U3 TIJIaBHBIX 3BEHBEB
MOJTHOLIEHHOTO BBICHIEr0 O0pa3oBaHMs, Ha KOTOPYIO OTBOAUTCS 3HAUMTENbHAs 4acTh y4eOHOTO
BpPEMEHH.

Bce Buasl 3aHATHIl TpoBOAATCS B (opMe OHIAWH-BEOMHApOB C HCIOJIB30BaHUEM
COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJOTHI (HATU4HE Mpe3eHTaIuu U hopyma It 0OCYKICHHUS ).

B mpouecce wn3ydeHMs AUCUMIUIMHBI CTYACHTHI BBIINOJHSIOT MPAKTHUYECKUE 3aJaHUS U
IPOMEXKYTOUHbIE TeCcThl. KOHCYIbTHpOBaHUE MO U3y4aeMbIM TEMaM IIPOBOAUTCS B OHJIAWH-PEKUME
BO BpeMsI ITPOBEICHUS BEOMHAPOB U Ha (OopyMe JUIsl KOHCYIIbTAIUI.

CamocTtosTenbHas paboTa CTYACHTOB CKJIaJAbIBAETCS U3 CIEAYIOMINUX COCTABISIOMIMX:

- paboTa c OCHOBHOH U JONOJIHUTEIBHOM JINTEPATYpOH, C MaTepHaIaMyi UHTEPHETa M KOHCIIEKTaMH

JICKITUH;

- BHEayAWTOpHas MOJArOTOBKA K KOHTPOJBHBIM paboTaM, BBIIIOJHEHHE IOKJIANOB, pedeparoB u

KYPCOBBIX paboT;

- BBINIOJIHEHHE CAMOCTOSITENIbHBIX MPAKTHUECKUX PadoT;
- TOJArOTOBKA K 9K3aMeHaM (3aueTaM) HEeMOCPEACTBEHHO Nepel HUMH.

Jlist mpaBUIIbHON OpraHu3anuy padboThl HEOOXOAUMO YUUTHIBATH MOPAIOK U3YUSHHS Pa3/IeIOB
Kypca, HaXOJAIIKUXCSI B CTPOrOM JIOTMUECKOM mocieaoBaTeabHOCTH. [l0aTOMY XOpoliee ycBoeHue
OJIHOM 4YacTH IUCUUIUIMHBI SIBJISETCS NPEANOCHUIKOW NJIs YCIIEIIHOrO Iepexoja K CIEAYIOLIEH.
3ananus, npoOIeMHbIE BOIPOCHI, MPEATIOKEHHBIE Il U3YUYEeHUS! TUCIUIUIMHBI, B TOM YUCIIE U JUIS
CaMOCTOSITENIbHOTO BBITIOJTHEHUS, HOCIT MEXKIUCLUIUIMHAPHBINA XapakTep U 0a3upyroTcs, Ipexie
BCEro, Ha NMPUYMHHO-CIIEJICTBEHHBIX CBA3SX MEXAY KOMIIOHEHTaMHM OKpY’Kalollero Hac mupa. B
TEUEHUE CEeMeCTpa, HEOOXOJMMO IOATOTOBUTH pedeparbl (IMPOEKTHI) C HCHOJIB30BAHUEM
PEKOMEHAYyeMOI OCHOBHOW M JIOTIOJHUTENILHOW JUTEpaTypbl U cAaTh pedepaTsl Ui MPOBEPKU
npenojaBaTenio. BaKHBIM COCTaBISIONIMM B M3YyYEHUHM JA@HHOTO Kypca SBISETCS pEeUIeHHE
CUTYaIlMOHHBIX 33/1a4 ¥ paboTa HaJl MPOOJIEMHO-aHATUTHYSCKUMH 3a/IaHUSIMU, YTO MPEANOIaracT
3HAHWE COOTBETCTBYIOIIECH HAYYHOU TEPMUHOJIOTHUH U T.1I.

Jns mydiiero 3alOMHHAHMSA MarTepuajga IeJIecooOpa3HO HCIOJIb30BaTh WHAMBHUIYyalIbHbIC
OCOOCHHOCTH U pa3Hble BUJbI MAMSTH: 3PUTENbHYIO, CIYXOBYIO, aCCOLIMATUBHYIO. YCIEIIHOMY
3alIOMMHAHUIO TAaK)XE CIIOCOOCTBYET NMPUBEICHUE SIPKUX CBHUJETEIBCTB U HATJIATHBIX MPUMEPOB.
Y4eOHbIil MaTepHal JOMKEH NOCTOSHHO MOBTOPSATHCS U 3aKPEIIATHCS.

[Ipu BBIMOTHEHMU TOKJIAJOB, TBOPUECKUX, HHPOPMAITMOHHBIX, UCCIEIOBATEIBCKUX MPOEKTOB
0co0oe BHUMaHHE ClIeIyeT 00pamiaTh Ha Mo100p UCTOYHUKOB HH(GOPMAIIMH U METOAUKY PabOThI C
HUMU.

Jlnst yerienmHO#M ciauun sKk3amMeHa (3aueTa) peKOMEHIYeTCsl COOI0IaTh CIASAYIOIIHNE MMPaBHIa;



1. [TonroroBka K 5K3aMeHy (3a4eTy) JOHKHA MPOBOAUTHCA CHUCTEMATUYECKH, B TEUYEHHE BCETO
ceMecTpa.

2. VlnTeHcuBHAs MOArOTOBKA JIOJKHA HAUaTHCS HE MO3/IHEE, YeM 3a MECSI] 10 IK3aMeHa.

3. Bpems HemocpeACTBEHHO Mepes IK3aMEHOM (3a4eToM) Jydllle UCIOIb30BaTh TaKUM 00pa3om,
YTOOBl OCTaBUTH TMOCJHEIHUN JIeHb CBOOOIHBIM JJIsi TMOBTOPEHUS Kypca B LEJIOM, IS
CUCTeMAaTH3aIlNK MaTepralia 1 T0padOTKH OTACIBHBIX BOMPOCOB.

Ha sk3ameHe BBICOKYIO OIIEHKY MOJIy4aloT CTYJIEHTHI, UCIONb3YIOIIKE IaHHbIe, IOTy4YeHHbIE B
MPOIIECCE BHIMOTHEHHSI CAMOCTOSITENIEHBIX PA0OT, a TAKXKE UCTIONB3YIONTNE COOCTBEHHBIE BBIBOIBI HA
OCHOBE U3Y4YE€HHOT0 MaTepHaia.

YuuThiBas 3HAYUTENBHBII O00BEM TEOPETUYECKOrO0 MaTepuala, CTYyJACHTaM pPEKOMEHIYeTCs
peryisipHOe MocelleHrne U MoJpoOHOe KOHCTIEKTUPOBAHUE JIEKIIUH.

9. [Ilepeuenv uHGOPMAUUOHHBIX MEXHONO2UI, UCROIB3YEMBIX HPU  OCYULECMEIEeHUU
obpazoeamenvrno2o npoyecca no oucyuniune (Mo0yuio), 6KII04aAs nepeueHb nPoZPammHozo
obecneyeHus U UHPOPMAYUOHHBIX CHPABOUHBIX cUCmEM (RpU HeoOX00uMocmu)

1. TepMuHaIBHBIN CepBep, MPEAOCTABISAIONINN K HEMY TOCTYII KIHMEHTaM Ha 0a3e
Windows Server 2016

2. CewmetictBo OC Microsoft Windows

3. Libre Office cBob6oaHO pacnpocTpaHsieMblii OUCHBII MaKeT ¢ OTKPHITHIM HCXOIHBIM
KOZIOM

4. NudopmannoHHO-CrIpaBoYHAS cucrema: Cucrema KoncynpranTllntoc
(MadopmarimoHHBIA KOMILIEKC)

5. HudopmammonHo-npaBoBoe obecrieuenue [apaHt: DJIEKTPOHHBIM NEPUOTUUECKUI
crpaBouHHK «Cucrema TAPAHT» (OIIC «Cuctema TAPAHT»)

6. AuTuBupycHas cucrema NOD 32

7. Adobe Reader. JIumensust mponpueTapHasi CBoOOHO-pacpocTpaHsieMas.

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

10. Onucanue mamepuanpbHO-mMmexXHUYECKOU 0a3vl, HEOOXO0UMOU 014 OCYUWLeCMeEleHUs
00pazoeamenbH020 npoyecca no oucyuniune (Mooyio)

1.  KOMIbBIOTEpHI MEPCOHAIBHBIE JISI MPENOoaaBaTeIe ¢ BBIXOAOM B ceTh MHTepHeT;
2.  HaylIHUKY;

3.  BeOkamepsl;

4.  KOJIOHKH;

5. MHKpPOQOHBHI.

11. Obpazoeamenvnvle mexHoN02UU, UCNOIb3YEMbLE NPU OCBOCHUU OUCHUNTIUHBL

Jls ocBOEHMsI AMCUUIUIMHBI MCIOJB3YIOTCA: TPaJAULMOHHBIE (DOPMBI 3aHATHH — JEKIUH
(TMOBI IEKIMK — yCTAaHOBOYHAS, BBOAHASA, TEKYyIlas, 3aKJIIOUUTENbHAs, 0030pHAast; BUIbI JIEKIUN —
npoOjeMHas, BH3yallbHas, JEKIMs KOH(QEpeHUMs, JEKUUs KOHCYNbTalUsl); U CEMHHApPCKHUE
(MpakTHUYECKHUE) 3aHATHUA B MHTEPAKTHBHBIC ()OPMBI 3aHIATUN - PEIICHHE CUTYallMOHHBIX 3a1ad W
pa3b0p KOHKPETHBIX CUTyallMi, CaMOCTOATENIbHAs padoTa CTYAEHTOB ¢ y4eOHBIMH MaTepHaniaMH,
NPEJICTaBICHHBIMU B 3JIEKTPOHHOM cucTeMe 00yueHHs.

Ha yueOHBIX 3aHATHUAX HCIIOJIB3YIOTCSI TEXHUUECKUE CPEACTBA 00YUEHHUS: KOMIIBIOTED
NOJKIIIOUEHHBIN K ceTn MHTepHET U mporpammoii Opay3epoM AJisi BBIXOJa B MHTEPHET, MOHUTOP,
KOJIOHKH, MHUKpo(doH, BeO kamepa, makeT mporpamm Microsoft Office nmnms memoHcTpamuu
npe3eHTalMii U Meauadaiiios, TakeT MPorpaMM JUIsl IPOBEACHUs BEOMHAPOB B OH-JIAHH peXHME.



TectupoBanue 00y4aeMbIX MOMKET OCYLIECTBISITHCS C HMCIOJIb30BAaHUEM 3JIEKTPOHHOW CHCTEMBI
JTUCTAHIIMOHHOTO O0YYEHHMsI, yCTAHOBJICHHON Ha 00OPYIOBAaHUH YHHUBEPCUTETA.

11.1. B ocBoeHuM y4eOHOI AMCHMIIMHBI HCHOJIB3YIOTCH Clelylolye TPaIuIHOHHbIE
o0pa3oBaTe/IbHbIE TEXHOJIOTHH:

- YTeHHUE MPOOIEMHO-UHPOPMALMOHHBIX JIEKLIUH C UCTIOIB30BAHUEM IIPE3CHTAUH U
TPAHCIISILAEN BBICTYIUIEHUS JIEKTOPA,;

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

- KOHCY/bTauu ((hopymbl);

- CaMOCTOATeNbHas paboTa CTYyICHTOB C y4eOHOH IMTepaTypoil U NEPBOMCTOUHUKAMU;

- MOJITOTOBKA U 00CYX/1eHue pedepaToB (MPOEKTOB), IPE3CHTAIMH (HAY4IHO-
uccienoBarenbekas pabora);

- TECTUPOBAHUE 110 OCHOBHBIM T€MaM JHUCIUIUINHBL.

11.2. AKTHBHBIC M HHTEPAKTHBHBIC MeTOALI U (OpPMBbI 00y4eHHUSs

N3 mepeuns BUmoB: («mozeosoti wmypmy», anaiuz HIIA, ananuz npobaremuwvix cumyayutl,
aAHAIU3 KOHKPEMHbIX CUMYaAyull, UHYUOEHMbl, UMUMAYUS KOJIEKMUBHOU HPOheccuoHaibHoll
oesmenbHOCMU, pa3blepbléanue poiell, meopyecKkds paboma, C6A3aHHASL ¢ 0OCB0EHUEM OUCYUNTUHDL,
ponesas uepa, Kpyeawlli Cmon, oucnym, Oecedd, OUCKYCCUsl, MUHU-KOH@epeHyusi u op.)
UCIIOJIb3YIOTCS CIIEYIOIIHE:

- ducnym

- aHanu3 npoobIeMHbIX, MEOPUECKUX 3A0AHULL, CUMYAYUOHHBIX 3a0aY

- ponesas uzpa,

- Kpyenvlii cmoi;

- MUHU-KOH@hepeHyus

-oucKyccus

- beceoa.

11.3. OcoGeHHOCTH 00y4eHHS MHBAJIH/I0B M JIUL C OTPAHUYEHHBIMH BO3MOKHOCTSIMHU
3nopoBbsi (OB3)

[Tpu opranuszanuu oOydeHHsS MO JUCHMIUIMHE YYUTBIBAIOTCS OCOOEHHOCTH OpraHU3aIlUH
B3aMMOJICHCTBYS C MHBAIUIAMHU U JIMIIAMU C OTPAaHUYEHHBIMH BO3MOKHOCTSIMH 3JJ0OPOBBS (Aajee —
uHBanuabl u auna ¢ OB3) ¢ nenpio odecniedeHus ux npas, pa3padbaTbIBAIOTCS aIalTUPOBAHHBIE JITIS
MHBAJIMIOB MPOrpPaMMbl TMOJATOTOBKM C YYE€TOM pa3IUYHBIX HO30JOTHH, BUABI U (HOPMBI
COIIPOBOKACHUA 06yLIeHI/I$I, HCIOJIB3YIOTCA CIICHUATIBHBIC TCXHUYCCKUEC U IIPOTrPaMMHBIC CPCACTBA
00ydJeHUs1, TMCTaHIIMOHHBIE 00pa30BaTEIbHBIC TEXHOJIOTHUH, O0ecTieurnBaeTcs 6e30apbepHas cpea u
npouee.

Beibop mMeTtomoB  oOydeHHsT ompenmensercs — CoAepKaHHEM  OOYy4YeHHUs, YpOBHEM
MCTOAUYCCKOIO MW MAaTCpHUaJIbHO- TCXHUYCCKOTO O6CCHC‘ICHI/I5I, OCO6€HHOCT$IMI/I BOCIIpUATHUA
yueOHOM HMH(OpPMalMU CTYIEHTOB-UHBAJIUIOB U CTYIEHTOB C OIPaHUYEHHBIMH BO3MOXKHOCTSIMU
310poBbsi W T.0. B o0Opa3oBaTenbHOM TpoOIECCE MCIONB3YIOTCS COLMAIBHO-aKTUBHBIE U
pedaeKCuBHbIE METOAbl OOY4YEHHS, TEXHOJOTHU COLMOKYJIbTYpPHOM peaduIuTaluu C LEeJIbIo
OKa3aHusd IMOMOIIU B YCTAHOBJICHUU MOJHOLUCHHBIX MCKIIMYHOCTHBIX OTHOILIEHUH C APpyrumMunu
CTYJIEHTaMH, CO3JaHUH KOM(OPTHOrO NCUXOJIOTMYECKOT0 KIMMAaTa B CTYIEHYECKOM IpyTIe.

[Tpu 00y4yeHun TUI] ¢ OTPAaHUYCHHBIMH BO3MOXXHOCTSIMU 37I0POBbSI 3JICKTPOHHOE 00yUYeHHE U
TUCTaHIIMOHHBIE 00pa3oBaTeNbHbIE TEXHOJOTHMHM MPEAyCMaTpPUBAIOT BO3MOXKHOCTh IpHUEMa-
nepeaayn nHGOpPMAIMK B JOCTYIHBIX Ul HUX (opMax.

OObyuaromuecs M3 YMcia JMI ¢ OTPAaHUYEHHBIMH BO3MOXKHOCTSIMHU 3/10POBbS 00ECIICUEHBI
NEYaTHBIMU M DJIEKTPOHHBIMH 0Opa3oBaTEeIbHBIMH pecypcamMu B (opMax, aJanTHPOBAHHBIX K
OTPaHUYEHUSM UX 3/10POBBA.
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