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1. Ilepeuens

NAAHUPYEMbBIX  Pe3YIbmamos

00yuenusa no oucyuniune  (M0Oyiio),

COOMHECECHHBIX C NIIAHUPYEMBIMU pe3Y/ibmaAmMaAMU 0C60CHUA 06pa3oeameﬂbuoﬁ npozpammasl

Komnerenuust [TmanupyemMble pe3ynbTaThl O0YUSHUS O AUCIUILIINHE
OIIK-4 3HaThb:

CIOCOOHOCTBIO - HOPMBI U MIPaBHJIa JIEJIOBOTO OOIICHUS ¥ ITyOIMYHBIX BBICTYIUICHHH,

OCYIIIECTBIISATh - BEJICHHS TIEPETOBOPOB, COBEIAaHUH,

JIEJIOBOE O0IIEeHHE
U yOJTuYHbIC

- mpaBWja M TpeOOBaHUS BEIACHUS JEJIIOBOM MEPENUCKU M TMOIJACPKKU
AJIEKTPOHHBIX KOMMYHUKALIUI;

BBICTYIUICHHUS, -OCHOBHBIE BU/Ibl JOKYMEHTOB, PETJIaAMEHTUPYIOIINX OCYILIECTBICHHUE
BECTH [IEPErOBOPHI, | YIPABICHUECKON AEATEIbHOCTH;
COBECIIaHMS, YMmeThb:
OCYILECTBIIATh - OCYILECTBJIATH AEJI0BOE OOLIECHNE U ITyOIMUYHbIE BBICTYIUICHNUS,
JIEJIOBYIO - OCYIIECTBIIATH JOKYMEHTO000POT,
HEepenucKy 1 - BECTH [1€PErOBOPHI, COBELIAHNS,
HOJIEPKUBATh - OCYILLIECTBJIATD JEJIOBYIO IIEPENUCKY U MOAJIEPKUBATH AIEKTPOHHbIE
JIEKTPOHHbBIE KOMMYHHKAIIUH;
KOMMYHUKaIUU Baagers:
-CIIOCOOHOCTBIO OCYILECTBIIATH AEJI0BOE OOLIEHNE U ITyOIMYHbIE
BBICTYIUIEHHS, BECTU IIEPErOBOPHI, COBELIAHMSI, OCYILECTBIIATDH JEIOBYIO
NEPENCKy U MOAJEPKHUBATH HIEKTPOHHbIE KOMMYHUKALIUY;
-HaBbIKaMH pabOTHI C JOKYMEHTaMH, B TOM YHUCIIC Ha AJIEKTPOHHBIX
HOCHUTEJISIX, UX CUCTEMAaTH3alluu;
I1K-8 3HaTh:
BJIaJICHUEM - METOAMKY MOJArOTOBKH OPraHU3AL[MOHHBIX U PACHIOPSIIUTEIBHBIX
HaBbIKaMU JIOKYMEHTOB, HEOOXOAMMBIX /7151 0()OPMIICHUS! pEIICHHH B yIIpaBICHUH,
JIOKYMEHTAJIBHOTO | - MOPSAA0K 0(pOpMIIEHHS JOKYMEHTOB B COOTBETCTBUU C HOPMATUBHOM
odopmIteHUs 0a3oii;
pelieHuii B Ymern:
yIpaBJIeHUU - COCTaBJISITh U O(OPMIISATH OpPraHU3AlMOHHBIE M PACHOPSAUTEIbHBIE
OTepaLlMOHHON JIOKYMEHTBI, HeoO0XoauMmble A O(OpPMIIEHUS pEIIEHUH B yNpaBJIeHUH
(TpOM3BOJICTBEHHO | ONEPALMOHHOM (MPOU3BOICTBEHHOM) JEATENbHOCTH OpraHU3aluii,

i) NeITeTbHOCTH
OpraHu3alui pu

- IPUMCHATDH Ha IIPAKTUKE I'OCYAAaPCTBCHHBIC CTAaHAAPTHI U APYTUC
HOPMATUBHO - METOAUYCCKHUEC JOKYMCHTBI, PCTIIAMCHTHPYIOIIUC

BHEJIPEHUU OpraHU3aIMI0 YIIPABICHUYCCKOU IeATeIbHOCTH;
TEXHOJIOTHYCCKHUX, Baanern:
MIPOTyKTOBBIX - HaBBIKAMU MTOATOTOBKU OPTaHU3AIMOHHBIX U PACTIOPSAIUTCIIBHBIX
WHHOBALUI UJIN JIOKYMEHTOB, HEOOXOAMMBIX JJIs1 0()OPMIICHUS pEIIeHUH B yIIPaBICHUT
OpPTaHU3AIMOHHBIX | OMEPAIMOHHON (TTPOU3BOACTBEHHOM) IEATEILHOCTH OpraHU3alui MPH
U3MEHEHUN BHCAPCHHUU TCXHOJIOTMUCCKHUX, ITIPOAYKTOBBIX I/IHHOBaIII/If/'I NI
OpraHU3aIlMOHHBIX U3MCHCHHH,
- HaBBIKaMU JOKYMEHTHUPOBAHMSI KOHKPETHBIX YIIPABJICHUECKUX CUTYalUH;
IIK-11 3HaTh:
BJIaJICHUEM - METOAMKY aHaiu3a nHpopMau o GyHKIMOHUPOBAHUN CHCTEMBI

HaBBIKAMHU aHAJIN3a
uH(pOpMaIUH O
(YHKIIMOHHPOBAHH
U CHCTEMBI
BHYTPEHHET O
JIOKYMEHTO0000POT

BHYTPEHHETO JOKYMEHTO000POTa OpraHU3alNH,

- MeTOI[I/IKy BCICHUA 6213 JAaHHBIX 110 pa3J'II/I‘-IHI)IM II0Ka3aTeJIsIM 1
dbopMupoBanusa HH(HOPMALIMOHHOTO 00ECTIEYeHUs YIaCTHUKOB
OpFaHI/ISaHI/IOHHBIX HpOGKTOB;

YMeTh:

- aHAJIM3UPOBATh HHAOOPMAIHIO O PYHKIIMOHUPOBAHHH CUCTEMBI




a OpraHM3aluy, BHYTPEHHET0 JIOKyMEHTO000pOTa OpraHu3alIiH,

BeJleHus 0a3 - BECTH 0a3bl IJAHHBIX 110 PA3IMYHBIM MTOKA3aTeNIsIM U (POPMHUPOBATH
JaHHBIX 110 MH(POPMALIMOHHOE 00ecrieueHNe YYaCTHUKOB OPTaHU3aI[MOHHBIX TPOEKTOB;
Ppa3IMYHBIM Baanern:

[IOKa3areisaM U - HaBBIKAMU aHaJM3a MHGOpMAIK 0 PyHKIIMOHUPOBAHUN CHCTEMBI
dbopmupoBaHus BHYTPEHHETO JOKYMEHTO000pOTa OpraHu3alllu,

I/IH(I)OpMaI_[I/IOHHOI‘ (0} - HaBbIKaMU BCACHUA 633 JAaHHBIX IO PAa3JIMYHBIM IMOKA3aTCIIAM U
obecrieueHus dbopmupoBanust HHGOPMAIIMOHHOTO 00ECTICUeHNS YYaCTHUKOB
Y4aCTHHUKOB OpraHu3allMOHHBIX IPOCKTOB,

OpraHU3aIlMOHHBIX - HaBbIKaMU pabOoThI C TOKyMEHTaMH,

MIPOEKTOB

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

JlucuuImHa OTHOCUTCS K JUCIMILIMHAM 10 BRIOOPY BapHATUBHON YacTH y4eOHOTO TUTaHa
OIIOII. [JaHHas JuCUMIUIMHA B3aUMOCBSI3aHA C JIPYTUMU JUCIUIUIMHAMHM, TaKUMHU Kak:
«OKOHOMUKAa  opraHuzanuu  (npennpusarus)», «Mapketunr», «bu3Hec-KOMMyHHMKaIMW,
«YmpaBieHUe 4eJIOoBeUeCKUMHU pecypcammy», «byxranrepckuit  yu€r», «/HHOBaLMOHHBIN
MEHEKMEHT.

Uzyuenue JTUCIUILTUHBI MIO3BOJIUT oOy4aromumcs pealin30BbIBATh
obmenpodeccHoHANbHBIE W TPOQECCHOHANBHBIE  KOMIETCHIMH B  MPOQPECCHOHAIBHON
NeSITeIbHOCTH.

B uacTHOCTH, BBITYCKHUK, OCBOMBIIMK MporpamMmy OakajiaBpuara, B COOTBETCTBHH C
OpraHU3allMOHHO-YTPaBIECHUYECKON, HHPOPMAIIMOHHO-aHATUTUYECKON BHUAAMU JAESTEIbHOCTH,
J0JDKEH OBITh TOTOB PelIaTh CIEAYIONINE TPOopecCHOHATbHbIC 3a/1aUH:

OpP2AHU3AUUOHHO-YNPABIEHYECKAA 0eAMETbHOCHIb:

- yyacTue B pa3paboTKe U peaau3aluy KOPIOpaTUBHON U KOHKYPEHTHOU CTpaTeruu
OpraHu3alli, a TaKke (PyHKIHOHAIBHBIX CTpAaTeruil (MapKETHHIOBOM, (PMHAHCOBOM, KaJpPOBOIL);

- ydacTue B pa3paboTKe U peain3aliy KOMIUIEKCa MEPONIPUATHI ONEpalluOHHOIO
XapakTepa B COOTBETCTBUHU CO CTpATEerUeil OpraHu3aluu;

- IJIJAHUPOBAHUE JIEATEIBHOCTU OPTaHU3aAlMU U NIOJIpa3AeiICHUl;

- popMHUpOBaHUE OPTaHU3ALMOHHON U YIIPaBICHYECKOM CTPYKTYPhl OpraHU3allHii;

- OpraHu3anus padoThl UCTIONHUTENEH (KOMaH bl UCTIONHUTENEH) /U1 OCYIIECTBICHHS
KOHKPETHBIX MPOEKTOB, BUJIOB JIEATEIBHOCTH, paboT;

- pazpaboTKa U peaau3aius IPOSKTOB, HAITPABJICHHBIX HA PA3BUTHE OpraHU3aI[UN
(mpeanpusTUs, OpraHa rocyJ1apcTBEHHOTO WM MYyHHIIMIIAIBLHOTO YIIPaBICHUS);

- KOHTPOJIb ICATEIHHOCTH TIOpa3AeICHII, KOMaH/ (rpymn) pabOTHUKOB;

- MOTUBUPOBAHNE U CTUMYJIMPOBAHKE [IEPCOHAIA OpraHU3alliy, HAIIPaBICHHOE Ha
JOCTHKCHHUE CTPATETHYECKHUX U ONEPATUBHBIX 1IEJICH;

- y4acTue B yperyJIupoBaHUM OpPraHU3allMOHHBIX KOH(DIUKTOB Ha YPOBHE MOJIpa3AesieHUs 1
paboueil KoMaHbI (TPYIIITHI)

UHDOPMAYUOHHO-AHATUMUYECKAA 0eAMETbHOCHb:

- cbop, 06paboTka 1 aHanu3 nHpopMalu o pakTopax BHEIIHEH U BHYTPEHHEH CpeIbl
OpTraHM3AIMH TSI IPUHATHS YIIPABICHYSCKUX PEIICHUN;

- IOCTPOCHHE U MOAJEPKKa (PYHKIMOHUPOBAHUS BHYTPEHHEH NH(OPMALIMOHHON CUCTEMBbI
OpraHM3aIuu st cOopa MHPOPMAIUH C LETbI0 PUHSATHUS PEIICHUH, ITITAHUPOBAHUS ICATETHHOCTH
Y KOHTPOJIS;

- CO3JIaHMe | BeJleHue 0a3 TaHHBIX 10 PA3IMYHBIM MTOKA3aTENsIM ()YHKIIHOHUPOBAHUS
OpraHu3alnii;



- pa3paboTKa U MoAaepkKa PYHKIHOHUPOBAHHS CUCTEMbI BHYTPEHHETO
JOKYMEHTO000pOTa OpraHu3alliy, BeJieHrue 0a3 JaHHBIX 110 PA3INYHBIM MTOKA3aTEeNsIM
(YHKIIMOHUPOBAHUS OpraHU3aIN;

- pa3paboTKa CUCTEMbI BHYTPEHHETO IOKYMEHTO000pOTa OpraHu3alnu;

- O1IeHKAa 3((EKTUBHOCTH NTPOEKTOB;

- MOATOTOBKA OTYETOB MO pe3yJibTaTaM UH(POPMAIIMOHHO-aHATUTUYECKOM 1€ TeNbHOCTH;

- OIICHKA AP PEKTUBHOCTH yNPABICHUYECKUX PEILICHHH.

3. Ob6vem oucyuniunst

Buowt yueonoit pabomot Dopmut
00yuenus
3aouna
A
OO0mas TPy10eMKOCTh: 3a9CTHBIC ¢IMHHUIIBI/YaChI 3/108

KonTakTHasi padora:

3aHATHSA JIEKIIHOHHOr0 THIIA 2
3aHATHS CEMUHAPCKOTO THMA 2
[IpomexxyTounast arrectamus: 3adeT / 3a4erT C 4
OLIEHKOIi / DK3aMeH /

Camocrositesibaasi padora (CPC) 100

4. Cooepicanue oucuunaunvl (MOOynsa), CMPYKMYPDUPOGAHHOE RO memam / pazoeiam ¢
’
YKazanuem Omee0eHHO20 HA HUX KOJIUUECmead aKadeMuueckKux 4acoé U 6uo0e y4yeOHbvlx
3AHAMUIL

4.1.  Pacnpenenenue 4acoB 10 pa3jaesiaM/TeMaM U BUaM pabOThI

4.1.1. 3aounas popma oOydeHUS

Buabl yueOHoi padoThl (B yacax)
Ne ni/m Paznesa/Tema
KonTakTHas padora
3ansaTus 3aHATHA CEMHHAPCKOI0 THIIA Camocr
JICKIIHOHHOT0 0sITeJIbH
THIA asi
Jlexyuu | Unovte | Ipaxm | Cemun | Jlabop | Unvie | padora
YueOH | uuecku | apol amopH
ble e vle
3aHAmM | 3aHAMU pabom
us A bl
JlokyMeHTOBEICHHUE.
OCHOBHBIE ~ TIOHATHSL. 1 3
1. JIOKyMEHT ¥ CHCTEMBI
JOKYMEHTAIHH.
HopmaTtusHas
JOKyMEHTAIHs.
5 [TpaBuna opopmieHHs 14
JIOKYMEHTOB u
3aMOJIHEHUSI THUIIOBBIX
dhopm.
Cucrema 1 14




OpraHU3alMOHHO-
3. MPaBOBOM
JOKYMEHTAIMH.
Cucrema
4 pacnopsAUTEIbHON 1 14
JOKYMEHTAIUH.
WudopmannonHo-
5 CIIpaBOYHas 1 18
JOKYMEHTaIusl.
Kanposas
JOKYMEHTaIUsl. 12
6. JIOKyMEHTBI o
JIMYHOMY COCTaBY.
JIOKyMEHTOOOO0POT.
ApXUBHOE XpaHEHHE. 10
7. Koudunennuansueie
JOKYMEHTBHI.
KommnbrorepHsie
TEXHOJIOTHH
3 JOKYMEHTAI[MOHHOTO 10
' o0ecrniedyeHus
yIpaBJIEHUS.
[TpomexxkyTouHas 4
aTTecTanus
Hroro 108
4.2.  IlporpaMma JIUCHMILIMHBI, CTPYKTYPHPOBAHHAS 110 TeMaM / pa3zaenam
4.2.1. CoaepxaHue JEKIIMOHHOTO Kypca
Nenn/ | HaumeHoBaHMe TeMbl CoaeprxaHue JIEKIMOHHOTO 3aHATHS
n (pa3aena) M CHUIJINHBI
JloKyMeHTOBEIeHHUE. [lonsiTie wW QYHKOMM ~ JOKYMEHTOBEACHUS U
OcHoBHbIE HNOHATHSA. | Aesnonpou3BoAcTBa. CyIIHOCTP U OCHOBHBIE 3a/layu
1. JIOKyMEHT ¥ CHUCTEMBI | JOKYMEHTHUPOBAHHS YIIPABICHYECKON JEATEIBHOCTH.
JOKYMEHTALUH. Kparkuii 0030p HMCTOpUM  JOKYMEHTOBEJACHHA W
nenonpou3BoacTBa. COBpPEMEHHOE TIOCYJIapCTBEHHOE
peryiupoBaHue  JOKYMEHTAIMOHHOIO  oOecreyeHHs
ynpasiienue (JJOY). OcHOBHble TEpMUHBI U TOHSATHS
JOVY. Ilonstue wuHpoOpMauud H HHPOPMALMOHHBIX
pecypcoB. [TpuHIUTIBT paboTsl c JIeTI0BOM
uHpopManuen. YHuduuupoBaHHbIE CUCTEMBI
JIeJIONPOU3BOICTBA.
HopmaruBHo-cnipaBounass ~ gokymeHtauus.  ['OCT.
[IpaBuiia co3gaHusi JOKYMEHTOB.
Cucrema opraHumzanMoHHO- | HasHaueHne M cocTaB  OpraHuU3allMOHHO-TIPaBOBOM
MPaBOBON JOKYMEHTAIlMHU. | JOKyMeHTaluu. QPYHKIHM OpraHU3alMOHHO-IPABOBBIX
2. JOKYMEHTOB. Y4UpeAWTENbHbIE JOKYMEHTBL. Y CTaB.

Jorosop. Ilonoxenune. MHcTpyknmu. JIoJKHOCTHBIE
nHCTpyKunu. CTpykTypa W IUTaTHas YHUCIEHHOCTD.
HltatHoe  pacnucanue. IlpaBuma  cocraBieHus,
oopMIIeHHs] JOKYMEHTOB.




4.2.2. CopepxaHue NPaKTUYECKUX 3aHATHI

Ne i/ | HaumeHoBaHue TeMbl CoaeprxaHue NPaKTHY€CKOI0 3aHATHS

n (pa3aeJsia) AMCUUNIMHBI
Cucrema pacnopsiautensHoid | [IpaBuna  cocraBienus, oQopMiIeHHS HTOKyMEHTOB.
JIOKYMEHTAIUH. [Ipuka3pl MO OCHOBHOW [€ATENbHOCTH. JIOKYMEHTHI,

1. n3JaBacMble B YCIIOBUSIX KOJUJIETHaIbHOCTH

(mocTaHOBNEHUS, PEIlIeHUs); JOKYMEHTHI, H3/1aBaeMble
B YCIOBMSIX €IMHOJIMYHOTO MPHUHATUS PEIEeHUM
(nmpukasbl, ykazaHus, pacrnopsbkeHus). O00coOaeHHbIN
JOKYMEHT —  TpPOTOKOJ.  Buael,  ocoOeHHOCTH
odopmieHus. CocraBnenue JIOKYMEHTOB c
npumenenueM 'OCT.
WudopmannonHo- [IpaBuna cocraBieHus, OG(OPMICHUS JOKYMEHTOB.
CIpaBOYHas TIOKyMeHTauus. | HunuaTuBHbBIE JOKYMEHTHI, JIOKJIAJHBIE 3alHCKH.
2. OObscHuTenbHble 3amucku. AKThl. [Ipeanoskenue.
ChnpaBku  cIy’)k€OHOTO W JUYHOTO  XapakTepa.
CrayxeOHble (IenoBble) NHCbMA. XapaKTEPUCTUKH.
PaznoBugHoctn. OcobGenHocTn O(opMiIeHHUS. DTHUKET
nenoBoro oomenus. CocTaBieHHE JOKYMEHTOB C
npumenenueM ['OCT.
4.2.3 ConeprxaHue CaMOCTOSITEIIbHON PabOThI

Ne HaumeHoBaHue TeMblI Conep:kaHue caMmOCTOSATEILHON PadoThI

n/m | (pa3nena) TUCHUNJIMHBI

1 JIoKyMEHTOBEIEHHUE. Ilonatne W  (QYHKUMH  JOKYMEHTOBEICHHUS U
OcHOBHBIE TTOHATHSI. nenonpou3BoAcTBa. CyIIHOCT M OCHOBHBIC 3a/Ja4u
JIOKYMEHT U CHCTEMBI JOKYMEHTUPOBAHUSl YIPABICHYECKOW JEATeIbHOCTH.
JIOKYMEHTaI1H. Kpatkuit 0030p UCTOpHUM JOKyMEHTOBEIACHHUS U

nenonpou3BoacTBa. COBpEMEHHOE TIOCY/IapCTBEHHOE
peryiMpoBaHue JOKYMEHTAl[MOHHOTO oOOecreueHus
ynpasienue ([JOY). OcHOBHbIE TEPMHHBI M TOHSTHSA
JOVY. Ilonsarue wunHpopManuu U HH(POPMAIMOHHBIX
pecypcoB.  Ilpunummel  pabGoTel ¢ J€JIOBOM
uH(popManuen. YHuduuupoBaHHble CUCTEMBI
JIeJIONPOU3BOCTBA.

HopmartusHo-cnipaBouHnas qokymentanus. ['OCT.
[IpaBuiia co3gaHus JOKYMEHTOB.

2 HopmartuBHas Buagel  HOpMaTHBHO-CIIPaBOYHOM  JTOKYMEHTAIUH.
JIOKYMEHTAIHA. [IpaBuna | TOCT. IlpaBuna co3manus nokyMeHTOB. I[lpaBuia
oopmieHHsT AOKYMEHTOB M | HAIMCAaHUs PEKBU3UTOB. biiaHku M yHU(UIIMPOBAHHBIC
3aIOTHCHHS TUTIOBBIX GOpM. | hOpMBEL.

3 Cucrema opranu3aliOHHO- Ha3snauenne u coctaB OpraHu3aliOHHO-IIPABOBOM

IIPaBOBOM TOKYMEHTAIINH.

JAOKYMCHTallUH. (DYHKHI/II/I OpTraHHU3allMOHHO-IIPABOBBIX
JOKYMCHTOB. yqpeIII/ITeHBHBIC JOKYMCHTEIL. Vcras.




Jorosop. Ilomoxenue. MHcTpykuuu. JIOJKHOCTHBIE
uHCTpYKUMU. CTpyKTypa M UITaTHAas YHUCIEHHOCTb.
HltatHoe  pacnucanue. [IpaBuia  cocTaBieHMS,
ohopMIIEHHUST TOKYMEHTOB.

4 Cuctema pacnopsinutensHoii | [IpaBuna cocraBienusi, oQoOpMIeHHS JTOKYMEHTOB.
JIOKYMEHTAIUH. [Ipuka3pl MO OCHOBHOM JesTeNbHOCTU. J[OKYMEHTHI,
n3/1aBacMble B YCIIOBHSIX KOJUIETUATIBHOCTH

(mocTaHoBIICHHS, peuieHus); JOKYMEHTBI,

W37[aBaeMble B YCJIOBUSX CIUHOJWYHOTO TPHUHSATHS
peumieHnit  (IpUKas3bl, YyKa3aHUS, PaCIOPSKEHUS).
O00COONEeHHBI  JTOKYyMEHT — MPOTOKOJ. — Buusl,
ocobennoctu opopmienusi. CocTaBiieHHe JOKYMEHTOB
¢ npumenenuem ['OCT.

5 HNndpopmanmonHo- [IpaBuia cocraBiieHusi, OQOPMIIEHHS JOKYMEHTOB.
CIpaBOYHAs TOKyMeHTauusl. | VHUIMaTUBHBIE JIOKYMEHTHI, JOKJIAJHBIC 3alUCKH.
OObsicHuTenbHBIE 3anmucKu. AKTHL. [IpemnokeHue.
CropaBku  CioyKeOHOrO M JIMYHOTO  Xapakrepa.
CnyxeOHple (I€NOBBIE) THChMA. XapaKTCPUCTHUKH.
PaznoBugHoctn. OcobeHHOCTH O(OpPMIICHHS. DTHKET
nenoBoro o6menus. CocTaBieHHE JOKYMEHTOB C
npumenenueM ['OCT.

6 KagpoBass ~ moxkymenTtanms. | HazHaueHne u cocTtaB JOKYMEHTOB 110 JIMYHOMY
JlokyMeHTbl 1O JHM4YHOMY | coctaBy. HopmartuBHas 06a3a. VYHuULIUpOBaHHbIE
COCTaBy. ¢dbopMbl.  Anroput™M  aedictBUM U odopMIIEHHS

JOKYMEHTOB MpH npuéme Ha padoTy, YBOJIbHEHUH,
IIEpEeBOJIE Ha JPYIyl JOJDKHOCTb, OTIPABICHUM B
komMaHaupoBKy.  CocraBieHue U oQopmIIeHHE
OCHOBHBIX TOKYMEHTOB. TpyZOBOH IOroBOp, IIPHUKA3bl
[0 JMYHOMY COCTaBY, TPYAOBBIC KHI)KKH, JUYHOE
JIeJ10, IMYHAasl KapTOUKa.

7 JIoKyMeHTO000POT. OcCHOBHBIE TIOHATHS U MPUHIMIBI JOKyMEHTO00O0pOTA.
ApxuBHOE xpaHeHnue. | [IpAsMOTOYHOCTD ABMKEHHA NOKYMEHTOB. Bxonsmue,
KondunenuuanbHele UCXOMALIME U BHYTpEHHHME JOKyMeHThl. IlpaBuia
JOKYMEHTBI. o0paboTku  nokyMeHTauuu. IlpaBuma u  cpoku

XpaHeHUs JIOKYMEHTOB. [Tonstue
KOH(HICHIIMATHHOCTH.

8 KommnbrorepHbie TexHonoruu | MHGopMannoHHbIE — KOMIBIOTEPHBIE  TEXHOJOTHH.
JOKYMEHTallHOHHOTO Metoabl  3amuThl  MH(GOpPMALUHM,  BJIEKTPOHHO-
oOecrieyeHus yrpaBiIeHUs. uugpoas MOJIIHCH (OUIT), mudpoBaHue.

ABTOMaTH3UpPOBaHHbIE WH(POPMAIMOHHBIE CHUCTEMBI
JIEJIONPOU3BOACTBA. DJIEKTPOHHOE NPABUTENILCTBO.

5. @ono ouenounvix cpeocmeé 01A  NPOGEOCHUA  NPOMENCYMOYHOU  ammecmayuu
ooyuarowuxca no oucyuniaune (MooyJ)

[IpegycMoTpeHsl  ciaeayrolmue BHIbI KOHTPOJII KAauecTBA OCBOCHUS KOHKPETHOM
JTUCIIUIUINHEL:
- TeKYIIUM KOHTPOJIb YCIIEBAEMOCTH



- IPOMCIXKYTOYHAA aTTCCTallud 06yqa10m1/1X051 110 JUCHHUITIIIMHE

@DOHJ OIICHOYHBIX CPEJACTB ISl MPOBEACHUS MPOMEKYTOUHOW aTTeCTallud O0YyYarolIuXCs
no quctmmuinae opopmiteH B IPUJIOZKKEHUU x PABOYEU ITPOT'PAMME JIUCLHUTTIJIMHBI

Texymuid KOHTPOJh YCIIEBAEMOCTH OOECIeUYHMBAaeT OICHHUBAHHE XOJa OCBOCHHS
JTUCIUILTUHBI B TIPOIIECCE OOYUYCHHSI.
5.1 Ilacnopm ¢honoa oyenounvix cpedcma 0isi NPosedeHUsr mexywel ammecmayuu
no oucyuniure (Mooyir)

NeKoHTposupyemblie Kon HaumeHoBaHMe OLIEHOYHOIO CPeACTBA
n/n | pasgensl (TeMbl) KOHTPOJINP
yemou
KOMIIETEeHI]
10
1. | JoxymeHTOBEAECHHUE. 0 [Ipobnemuble 3amay, CHUTyallMOHHBIE 3ajayH,
OcHOBHbIE  MOHSTHSL. K4 TECTUPOBAHUE
JIOKYMEHT U CHCTEMBI
JIOKYMEHTAIUH.
2. | HopmarusHas [IpobnemHble 3amayd, CHUTyallMOHHBIE 3ajayW,
JIOKYMEHTAIHSI. TECTUPOBAHUE
[IpaBuna opopmienus K-8
JIOKYMEHTOB u
3aI0JIHEHNUS THUIOBBIX
dbopm.
Cucrema [IpobnemHbIe 3a1aun, CUTYallMOHHBIC 3314,
3 opraHu3alMOHHO- I1K-8, TECTUPOBAHUE
3. | mpaBoBO OIIK-4
JIOKYMEHTAIUH.
Cucrema K-8 [IpobGnemMHubIe 3a7a4M, CUTYaIlMOHHBIC 3a/1a4H,
4 pacniopsiiuTeIbHON OHK-’ 4 TECTUPOBAaHUE
4 JIOKYMEHTAIUH.
Wndopmannonno- K-8 [IpoGneMHbIe 3amaun, CUTYaIl[MOHHBIE 3a/ayH,
3 crpaBouHas OHK: 4 TECTUPOBAHUE
5 JIOKyYMEHTAIIHSL.
Kagposas [IpoGneMHbIe 3amauM, CUTYyaI[MOHHBIC 3aJ1a4yH,
6 moKyMeHTalus. I1K-8, TECTUPOBaHUE
6. HoxymenTtst no | I[TIK-11
JMYHOMY COCTaBY.
JloKkyMeHTOOO0POT. [IpoGnemHbIe 3a1a4u, CUTyallHOHHBIE 3a/1a4H,
7 ApXuBHOE XpaHEHHE. K-11 TECTUPOBAHUE
7. | KonduneHunanbHbie
JIOKYMEHTBI.
Komnerorepubie [IpoGnemHbIe 3a1a4u, CUTyallHOHHBIE 3a/1a4H,
§ TeXHOJIOruu OITK-4, TECTUPOBAHUE
8. | IOKYMEHTAI[MOHHOTO
IMK-11
o0ecnieuyeHus
yIOpaBJIeHUsI.




5.2 Tunosvle KOHMPOIbHbIE 3A0AHUS UAU UHbIE MAMEpudibl, HeoOXooumbvle O
OUEHKU 3HAHUU, YMEHUll, HABbIKOE U (Ull) Onvima 0esmelbHOCHU 8 npouecce meKyuleeo

KOHmMpOoJiz

TunoBble CUTyallMOHHBIE 32/1a4N:
3aoaua 1

Cucrema pacnopsIuTeIbHON TOKyMEHTALHH.

[ToxroroBbTe mpuka3 00 UTOrax peBU3WH (PUHAHCOBOTO ydeTa. B KOHcTaTHpyloled 4acTu
YKa)KUTE, 4TO peBU3UEH 0OHapykeHbI (PaKkThl rpyOOro HapylmeHus (UHAHCOBOIO ydyeTa: HET yuyeTa
Y OTYETHOCTH II0 KOMaHIMPOBKaM, OTCYTCTBYET >KypHall ydera JoBepeHHocTel. Hemocraromue
PEKBHU3UTHI YKaKUTE CAMOCTOSITEIILHO.

3aoaua 2

NudopmanmoHHo-cIipaBovYHast JOKYMEHTAIHS.

1) B ¢punman noctynmino nuchbMo-3ampoc 0T pyKOBOJICTBA XOJIAMHTA.

Co3pnaiite OTBET Ha BXOAAIIEE MUCHMO-3aIIPOC, UCTIONB3Ys CIPABOYHYIO HHPOPMALIHIO.

2) B sHBape Oyaymiero rojma COCTOMTCS KOH(EPEHIMs, MOCBALICHHAas HHHOBAIlMSIM B
skoHOMHuKe. HeoOxomumo co3mate M pas3ociaTh NHUCHMO-NIPUTTIAIICHHE HA TPECTOSIILYI0
KOH(EPEHIIUIO.

Tunosblie npodaeMHbIe 3a1a4H:
3aoaua 1

HoxymenTo000poT. ApxuBHOE XpaneHune. KoHpuaeHITMaIbHbIC TOKYMEHTHI.

B ¢upmy mocTtynmmio aBa KOHBepTa, aapEeCOBAHHBIX TEHEPATLHOMY AHPEKTOPY, OIMH
KOHBEPT C PEKJIAMHOM aKIMeH, JBE MOCHIIKHA U3 (UITHAIIOB.

O6paboTaiiTe MO3TATHO BXOASAIIYI0 KOPPECTIOH ICHIIHIO.

Tunosblie TECTHI

1. Ilpu xakoM pacrnosiokeHun pekBu3uThl "HanmenoBanue opranuzanuu’, "Bua
JOKYMeHTa" U Jpyrue HeoOX0JuMble PEKBU3UTHI Ha OJIaHKe pa3MellaroTcs

B BEPXHEM JIEBOM YTIIY:

Bribepute oauH OTBET:

A) npononbHOE

b) yrinosoe

B) nenrpupoBanHoe

2. JIns KakMX TOKYMEHTOB 00si3aTelIeH PeKBU3UT «ApecaTy:
Br16epute o1H UM HECKOJIBKO OTBETOB:

A) nucbma

b) npukassl

B) 10/mKHOCTHBIE HHCTPYKIIMU

3. Kakas nara siBisercst 1aToi MpUKa30B, MUCEM, CIIPABOK:
Bribepute oauH OTBET:

A) Jlata yTBEepKI€HUSA

b) lata 3aukcrpoBaHHOTO B TOKYMEHTE COOBITHS



B) lara cornacoBanus
I') JaTta moanucanus

4. Bri6epute sneMenTs pekBu3uTa «I prud yTBEpKICHUD !
Bribepute 0JMH WM HECKOJIBKO OTBETOB:

A) Ionnuce

b) JomkHOCTh nHIIa, YTBEPKAAIOIIETO JOKYMEHT

B) Ileuats opranuzanumn

J1) Busbl cornacoBanust

S. [Tpuka3amMu 1o TMYHOMY COCTaBY O(GOPMIISIOTCS:

A) I'apanTtuiinbie 00s13aTeNIbCTBA OpraHU3AINH

b) lomKxHOCTB N1, YTBEPKAAIOUIETO TOKYMEHT

B) IIpuém, nepeBos 1 yBOJIbHEHUE COTPYAHUKOB OpPTaHU3alUN
I') AxThl npuéma u nepeiadv 0OBEKTOB

6. OcHoBHbIE QYHKIINH, KOTOpBIE oOecneunBaet JJOVY:
A) TuIaHupOBaHUE

B) opranuszaioHHO-pacnopsiiuTeNbHast 1eITeIbHOCTD

B) yuét u oTuéTHOCTD, (hMHAHCUpPOBAHUE

7. Howmenkunartypa aen npeacrasiser co0oil:

A) Criucok 3arojoBKOB (HAaUMEHOBAHUMN) €11, 3aBOAUMBIX Ha MPEANPUATUH C YKa3aHUEM
UX CPOKOB XpaHEHUS

b) I'apanTHiiHble TMCbMa OpraHU3aluu

B) I'pud yTBepkeHuss pyKOBOAUTENS] OpraHu3aluu

I') Cpoku xpaHeHHsI TOKyMEHTOB

8. bnank qokyMeHTa — 3TO:
A) HecTaHJApTHBIN TUCT OymMaru, Ha KOTOPOM BOCIIPOU3BOJUTCS MOCTOSIHHASA UH(OpMaLus

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

b) crannapTHblil mucT Oymaru, Ha KOTOpOM BOCIIPOM3BOJIUTCS TOCTOSTHHAST HHPOPMAIIHS

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

MM;

B) npyroe

9. brianku umerot nosst (cornmacao 'OCT P 6.30-2003):

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

b) neBoe — 10 Mm; mpaBoe u HUKHEe — He MeHee 20 MM; BepxHee — He MeHee 10 MM;

B) neBoe — 20 mMm; mpaBoe He meHee 10, HkHee — He MeHee 20 MM; BepxHee — He MeHee 20

10. PexBU3UT — 00513aTEIbHBIN 3JIEMEHT:
A) npucymui onpeneacHHOMY BUAY JOKYMEHTA;
b) npucymuii TonbKO OpraHU3allMOHHON JOKYMEHTAIUH;
B) npucymmii ToJIpKO MUCHMaM;

11.  ®opmynsap-obpasel — 3To:

A) COBOKYITHOCTbh HE PEKBU3UTOB, a MOJNUCEH

B) cOBOKYNHOCTB pacnoI0kKEHHBIX B ONPEeICHHOMN MOCIe0BAaTeIbHOCTH PEKBU3UTOB,
NPUCYIINX BCEM BHIAM JJOKYMEHTOB;

B) HOMeHKIaTypa J1es opranu3aiu



12. K pacnopsiaurenbHbIM JOKYMEHTaM, U3aBa€MbIM B YCIOBUSIX €IUHOJIUYHOTO
MIPUHSTHUS PEIICHUSI, OTHOCSITCS:

A) nenoBble MUChMa

b) npukassl

B) mokxnagHbIe 3aMCKH

13.  TpebGoBaHus, NpeabsBIsieMble K JOKyMEHTOOOOPOTY:

A). IpAMOTOYHOCTH ABMKEHUS JOKYMEHTOB (JOKYMEHT KpaTyalIlluM ITyTeM I0NalaeT K
UCIIOJTHUTENI0, BO3BPATHbBIE TIEpEMEIICHUS TOKYMEHTOB UCKIIIOUEHBI);

b) pacnipenenenne 10KyMEHTOB MEXy PyKOBOJIUTENISAMHU U CIELMAIUCTAMH COTJIACHO UX
(GYHKIIMOHATBHBIM 00S3aHHOCTSIM;

B) Heob6xoaumoe nepemenieHne JOKyMEHTOB (AyOaupoBaHue, IMIIHUE MHCTAHLIUU 1
JEHCTBHS UCKJIIOUEHBI) U €IMHOO0pa3ue MapuIpyTa JIBUKEHHS TOKYMEHTOB U TEXHUYECKHUX
olepanuii ¢ HUMHU, OJJHOKPaTHOCTb KayKJOW OIepalui;

') Bce BhIlIENIEpPEYHCIICHHBIE

14. JIns kakoro Buga JOKyMeHTa pekBU3UT «HaumeHoBaHue BUIa TOKYMEHTa» HE
YKa3bIBACTCS:

A) BBINKCKA U3 IPOTOKOJIA;
b) nenoBas 3amnucka;

B) ucemo;

I') otuér.

15. I'ne XxpaHsaTcs 1ena 1o MCTEYEHUH CPOKa TEKYILETrO XPAHEHUS:
A) B apxuBe;
b) y pyxoBoauTens opranusaiuy;
B) y cekperapst pykoBoauTENs OpraHU3allvy;
') moyexat aHHYJIMPOBAHUIO.

5.3 Memoouueckue mamepuaivl, onpedeidrouiue npoyueodypobl OUEHUSAHUSL 3SHARUU, VMEHUT,
HABBLIKOE U (UIU) Onblma 0esamelbHOCIU

Bce 3amanus, ucnosnb3yeMble A TEKYIIEro KOHTPOJSA (OPMHUPOBAHUS KOMIETEHIIMH
YCIIOBHO MO>KHO Pa3/I€JIUTh Ha JBE TPYIIIbL:
l. 3aJlaHusl, KOTOPBIE B CHIIy CBOMX OCOOEHHOCTEH MOTYT OBITh PEaTU30BaHbl TOJIBKO B

mporecce oOydeHUs Ha 3aHATUAX (HampUMep, CUTYaIlMOHHBIC 3aJaHusl, NUCKYCCHs M MHUHH-
KoH(epeHuus B popme BeOrUHapa);

2. 3aJIaHusI, KOTOPBIEC JIOMOJHIIOT TEOPETHUECKHE BOIMPOCH! (NIPAKTUYECKUE 3a7aHUs,
3aJIaHus 1711 CAMOCTOSITEITbHON PabOThI, TECTHI).

BreimonHeHne Bcex 3amaHMid SBISETCS HEOOXOIMMBIM sl (DOPMHPOBAHUS W KOHTPOJIS
3HaHUM, yMeHUI U HaBbIKOM. [lo3TOMY, B Cilyuae HEBBINOJIHEHHS 3aJaHUN B Ipolecce 00yUyeHHUs,
WX HEoOX0JAMMO «OTpaboTaTh» 10 3audeta (dK3ameHa). Bua 3amaHuii, KOTOpbIE HEOOXOIUMO
BBINOJIHUTG JJISl JIMKBUJAIMU «33J0JDKEHHOCTH» OIpENeNaeTcsl B MHAMBUIYAIbHOM TMOpSIKE, C
YYETOM IPUYHH HEBBITIOTHECHUSI.

1. TpeGoBaHnume K pelICHHI0 CHTYallHOHHOW, NPO0OJeMHOH 3amauM (Kekc-

U3MEPHUTEJIN)

CTyneHT JOJKEeH YMETh BBIIEIUTh OCHOBHBIE IMOJIOKEHMS M3 TEeKCTa 3a7ayd, KOTOpbIE
TpeOyIOT aHallu3a U CIIyXaT yCJIOBUSMHU pelieHus. Vcxons 13 MocTaBI€HHOTO BONpOCa B 3ajadye,
MOMBITATHCSI MAKCUMAJIBHO TOYHO OIPENIEIUTh MPOOJIEMY U COOTBETCTBEHHO PEIINTh €e.



3ajaun AOJHKHBI PEIIaThCs CTyJIEHTaMHU NMUCbMEHHO. [Ipu peleHuun 3aj1ad Takke Ba)KHO
MIPaBWJILHO CPOPMYITUPOBATH U 3alMCaTh BOIPOCHI, HAUMHAs ¢ Oosee 00IuX U, KOHYas YaCTHBIMH.

Kpumepuu oyenueanusi — OLleHKa yUUTBIBAET METOBI M CPEJCTBA, UCIIOJIB30BAHHBIE TIPU
pELIeHNU CUTYallMOHHOM, MpoOJIeMHOMN 3aJauu.

OrneHka «8binoHeHo» CTaBUTCS B Cllydyae, ecli OOy4aroIIMICs MoKa3all IMOJIOKUTEIbHbIE
pe3yNbTaThl B MpOILECCE PEIICHUs 3aJadd, a UMEHHO, Korja OOy4aroIIuics B I€JIOM BBIIOJHUII
3ajaHue (penu 3a/1a4y), UCTIOIb3ys B MOJHOM O0BEeMe TEOPETHUECKHUE 3HAHHS U MPAKTHUECKUE
HaBBIKH, MOJYYEHHbIE B Ipoliecce 00yYeHHUS.

O1eHKa «He 8bInoIHeH0» CTaBUTCS, €CIIM 00yJaroIIMACs He BBITOJIHUI BCe TPEOOBaHMUS.

2. TectupoBanue

SBisieTcst OAHUM U3 CPEACTB KOHTPOJIS 3HAHUM, 00yJaromuxcs Mo AUCIUILIIHHE.

Kpumepuu oyenueanus — npaBUIbHBIN OTBET Ha BOIIPOC

OrneHka «omauyHOy CTAaBUTCA B CIIy4ae, €Ciu MpaBmiIbHO BBITTOTHEHO 90-100% 3amanuit

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

OrneHKa «y0os1emeopumenvHo) CTaBUTCS B CIIydae, €CJIM MPaBWIBHO BHITOIHEHO 50-69%
3aJaHui

OrneHKa «Heyoos1emeopumenvHoy CTAaBUTCSA, €CIM MPABWIBHO BBITONHEHO MeHee 50%

3aJaHuH.

6. Ilepeuenv 0cHo8HOU U OONOIHUMENbHOU Y4YEeOHOU JAUMmMeEpamypvl, HeO0OX00UMOU 01
oceoenusn OUCyUnIUHbL (M00y1s)

6.1 OcHnosHas yueonas 1umepamypa
1. PribakoB, A. E. OcHoBbl aenonpousBojcTBa : yueOHuk / A. E. PpibakoB. — MHUHCK :
PecrryOnukanckuid MHCTUTYT mpodeccuoHanmbHoro obpaszoBanus (PUIIO), 2016. — 320 c. —
ISBN 978-985-503-606-8. — TekcT : 3eKTpOoHHBIH // DneKkTpoHHO-OnbanoTeuHas cucrema IPR
BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/67690.html
2. Cemko, U. A. OcHoBHI aenomnpoun3BoacTBa : ydueOHoe mocobue / M. A. Cemxo, JI. A.
AntyxoBa. — Craspomnons : Ceksoitst, 2018. — 119 c¢. — ISBN 2227-8397. — Teker
ANIEKTPOHHBIN // DnekTpoHHO-OMOimoreynas cucrema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/92992.html
3. CrenanoBa, E. H. Cucrema 31eKTpOHHOrO JIOKyMeHTOOOOpoTa (0OlayHOe pelleHue) :
yuebnoe nocobue / E. H. CremanoBa. — Caparos : A#i [1lu Op Meama, 2018. — 182 ¢. — ISBN
978-5-4486-0136-1. — TekcT : 27eKTpOHHBIN // DnekTpoHHO-01OMMoTeyHast cuctema IPR BOOKS
: [caiiT]. — URL: http://www.iprbookshop.ru/73341.html

6.2 Jlononnumenvhas yueonas iumepamypa:
1. Ky3bemuna, U. B. [lenonponsBoacTso : yuedHnoe mocodue / M. B. Ky3pmuna. — Mockaa :

MockoBckuil TymaHuTapHbiii yHuBepcuteT, 2017. — 128 ¢. — ISBN 978-5-906912-98-5. —
Tekcr : anexkTpoHHbIN // DnexkrpoHHO-OMONMHMoTeyHas cucrema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/74718.html

2.SlukoBuy, 1I. A. [{enonpou3BOACTBO B KaJIpOBOM CIIy»)Oe : Y4EOHHK JJIsi CTYJCHTOB
BY30B, oOyuatomuxcs mo crnenuaibHocTd 062100 «Ynpasnenne nepconanom» / 1. A. SIHKoBHUY.
— Mocksa : IOHUTU-HAHA, 2017. — 160 c. — ISBN 5-238-01076-1. — Texkcr
ANEKTPOHHBIN // DnexkrpoHHO-OMOnmoreynass cucrema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/81624.html



http://www.iprbookshop.ru/67690.html
http://www.iprbookshop.ru/81624.html
http://www.iprbookshop.ru/74718.html
http://www.iprbookshop.ru/73341.html
http://www.iprbookshop.ru/92992.html

6.3. I[lepuoouueckue uzoanus

1. T'ocymapctBeHHas cimyxk6a u kaapsl. ISSN: 2312-0444.
http://www.iprbookshop.ru/23114.html

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

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

4. Bompocs! HOBo# 3k0HOMHKH. ISSN: 1994-0556.
http://www.iprbookshop.ru/34078.html

7. Ilepeuensv pecypcoé ungpopmayuonno-menekommynukayuonnou cemu "Humepnem'"
(0oanee - cemv "Hnmepnem'"), neodxooumuix 014 0ceoenus Oucyuniunovt (Mooyns)

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

CaiiT mo kaJpoBOMY J1e10NpOoU3BOACTBY https://www.kadrovik-praktik.ru/
CnpaBouHo-mipaBoBast cucrtema «Koncynprant [Iroc» www.consultant.ru
HNudopmanmonHo-npaBooii nopran «I"apant» http://www.garant.ru
DJeKTpoHHbIE OPUCHBIE CUCTEMBI http://Www.eos.ru

SNk W=

8. Memoouueckue yxazanusa 011 00y4arouiuxcsa no 0C60eHUI0 OUCUUNIUHBL (MOOY15)

VYcnenHoe 0CBOGHHE TaHHOTO Kypca 0a3upyeTcsl Ha palliOHaJIbHOM COYETaHUHM HECKOJIbKHX
BUJIOB Y4eOHOU JEATEIIbHOCTH — JIEKIUH, CEeMUHAPCKUX 3aHATHUH, CaMOCTOATENIbHONW paboThl. [Ipu
3TOM CaMOCTOSITENIbHYIO paboTy cieayeT paccMaTpuBaTh OJHUM U3 TJIaBHBIX 3BEHBEB
MOJTHOLIEHHOTO BBICHIET0 O0pa3oBaHMsA, HA KOTOPYIO OTBOJMTCS 3HAYMTENbHAs 4acTh Y4eOHOTO
BpPEMEHH.

Bce Buabsl 3aHATHIl TpoBOAsATCA B (opMe OHJIAHH-BEOMHAPOB C  HCIIOJB30BAaHHEM
COBPEMEHHBIX KOMIBIOTEPHBIX TEXHOJIOTHH (HAJIMYMe Mpe3eHTauuu 1 popyma 11 00CyKIeHUS).

B nponecce u3ydeHHss AUCLUUIUIMHBI CTYAEHTBHl BBINOJHSIOT IPAKTUYECKHE 3aJaHusl U
MIPOMEXYTOUHbIEe TecTbl. KOHCYJIbTHpOBaHME MO H3y4yaeMbIM TEeMaM IPOBOJUTCS B OHJIAMH-
peKuMe BO BpeMsi IpoBeJIeHHsI BEOMHAPOB U Ha (hopyMe AJIsi KOHCYIbTallui.

CamocTosiTenbHas paboTa CTyA€HTOB CKJIa/IbIBACTCS U3 CIEAYIOIIUX COCTABIISIOMINX:
- paboTa C OCHOBHOM M JONOJHUTENBHOW JMTEpATypoOi, C MaTepualaMd HHTEpPHETa U
KOHCIIEKTaMH JICKIIHI;
- BHEAYJIUTOPHAs MOJrOTOBKA K KOHTPOJBHBIM paboTaM, BHIMOJIHEHHUE J0KIaI0B, pedepaToB
U KypCOBBIX padoT;
- BBITTOJIHEHHE CAMOCTOSATENIbHBIX MPAKTHUECKUX padoT;
- MOATOTOBKA K 9K3aMEHaM (3a4eTaM) HEIMOCPEICTBEHHO Mepes] HUMHU.

Jlis mpaBWIBHOM OpraHu3anuu  padOThl HEOOXOIWMO YYHUTHIBATH MOPSIOK W3YyYEHUs
pa3AeNoB Kypca, HaXOAIIUXCS B CTPOrOil JJOTMUECKOM mociienoBaresibHOCTH. [loaToMy xoporee
YCBOEGHHE OJHOW YacTH AUCLUMILUIMHBI SIBISETCS MNPEANOCBUIKOM I YCHEIIHOIo Iepexoja K
cienyromen. 3aianus, MpoOIeMHbIE BOIPOCHI, IPEATI0KEHHBIE JIs1 N3YUYECHUS JUCUUIUIMHBI, B TOM
yucli€ W JUISl CaMOCTOSITENIBHOTO BBIMOJIHEHUS, HOCIT MEXIUCIHUIUIMHAPHBIA XapakTtep H
0a3upyroTCs, MpPEXJIEe BCEro, Ha NPUYHMHHO-CIEICTBEHHBIX CBA3SIX MEXIy KOMIOHEHTaMHU
OKpY>KaloIlllero Hac Mupa. B TeueHue cemectpa, HEOOXOJUMO MOATOTOBUTH pedepatsl (IPOESKTHI) C
HCIIOJIb30BaHUEM PEKOMEHYeMON OCHOBHOM M JTOMOJIHUTEIbHOW JUTEpaTyphl U claTh pedepaTs
JUI TIPOBEPKHU TIPEINOJaBaTEN0. BakHBIM COCTAaBIISIIOIIMM B M3YyYEHUHU JAHHOTO Kypca SIBJISETCS
pellleHrne CHUTYallMOHHBIX 3afady M paboTa HajJ MpoOJIEeMHO-aHATUTHUYECKHUMH 3aJaHUSIMHU, YTO
IIpeIoJIaracT 3HaHNe COOTBETCTBYIOIIEN HAyYHOW TEPMUHOJIOTHHU U T.J.

Jlig jydiiero 3almoMHMHaHUS MaTepuana LeraecooOpa3HO HCIOJIb30BaTh HMHAWBHyallbHbIE
0COOEHHOCTH M pPa3Hble BUJABI MaMSITU: 3PUTENIbHYIO, CIYXOBYIO, aCCOIMATUBHYIO. Y CIEIIHOMY


http://www.iprbookshop.ru/8533.html
http://www.iprbookshop.ru/34078.html
http://www.iprbookshop.ru/34060.html
http://www.iprbookshop.ru/23114.html
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3a[IOMUHAHHUIO TaKXe CIOCOOCTBYET MPUBEACHUE SPKUX CBUAETEILCTB M HAIJISIHBIX MPHUMEPOB.

VY4eOHbIif MaTepHal J0JKEH MOCTOSIHHO OBTOPSITHCS M 3aKPETLIISATHCS.

[Ipu BHIMOTHEHUH NOKJIAI0B, TBOPUECKUX, HH(POPMAIMOHHBIX, UCCIEIOBATENBCKIX MPOCKTOB
0cob0e BHUMaHue cielyeT o0paniath Ha IOJ00P UICTOYHUKOB MH(POPMAIIMN U METOJUKY pabOThI C
HUMU.

Jlyist yerientHOM ciauu K3aMeHa (3aueTa) peKOMEHIyeTCsl COOI0IaTh CIEAYIOIIHNE MPaBHIa;

1. IloaroroBka K sK3aMeHy (3a4eTy) JOJDKHA MPOBOAMTHCS CHUCTEMAaTHUYECKH, B TEUCHUE BCETrO
cemecTpa.

2. VMlHTeHCUBHAs MTOJITOTOBKA JOJDKHA HAYaThCsl HE MO3/IHEE, YEM 3a MECHI] 10 HK3aMeHa.

3. Bpems HemocpencTBEHHO Tepea PK3aMEHOM (3a4eToM) JIydIlle HMCIOIh30BaTh TaKUM 00pazoM,
YTOObl OCTaBUTh TOCIEAHUNH [€Hb CBOOOJHBIM Ui IMOBTOPEHHUS Kypca B LEJIOM, s
CHCTEMaTH3alMU MaTepraa u T0paOdOTKH OT/ACIHHBIX BOTIPOCOB.

Ha sk3aMeHe BBICOKYIO OIIEHKY IOJy4aroT CTYIEHTBI, HCIIOJIb3YIOIINE JaHHbIE, TOTy4YEeHHbIC B
MpoIiecce BBIMOIHEHHUS CaMOCTOSTEIILHBIX pa0oT, a TaKKe MCIIONB3YIONIHEe COOCTBECHHBIC BBIBOJIBI
Ha OCHOBE M3yYEHHOT'0 MaTepuaa.

Y4auThIBass 3HAYMTENBHBIH O0BEM TEOPETHUECKOTO MaTepHalia, CTYICHTaM PEKOMEHIYEeTCS
peryJsipHOe MOCeUIeHne U MoIPOOHOe KOHCIIEKTUPOBAHUE JICKIUH.

9. Ilepeuens ungpopmayuonnbvix MexHoN02UIl, UCHONLIYEMBIX RPU OCYU|ECHBIEH U
o0pazoseamenvho20 npoyecca no oucyuniune (Mooyir), 6KI04AA nepederb NPOZPAMMHOZ0
obecneuenusa u UHGOPMAYUOHHBIX CRPAGOUHBIX cUCHEM (npU HeodX00uMocmu)

1. TepMuHANBHBIN cepBep, MPEIOCTABIAIONINI K HEMY JJOCTYI KiMeHTaM Ha 6aze Windows
Server 2016

2. CewmeiictBo OC Microsoft Windows

3. Libre Office cB060aHO pactpocTpaHseMblii OPUCHBIN MAKET C OTKPHITHIM UCXOHBIM
KOJIOM

4. Uadopmanmonno-crnpaBounas cuctema: Cucrema KoncynprantlImoc
(MudopmaiioHHbII KOMIUIEKC)

5. UndopmanmonHo-npaBoBoe obecriedeHue ['apant: DIeKTpOHHBIA EPUOANYECKUN
cnpaBoyHuk «Cucrema TAPAHT» (OIIC «Cucrema TAPAHTY)

6. AHTuBUpYycHas cucrema NOD 32

7. Adobe Reader. JIuniensus npornpuerapHasi CBOOOIHO-pacpoCTpaHsieMast.

8. DnexkTpoHHas cuctema auctanimorHoro ooyuenus AHOBO «MockoBckuit
MEXyHapOAHbIM yHUBEepcUTeT». https://elearn.interun.ru/login/index.php

10. Onucanue mamepuaibHO-mexXHUYECKOU 0aA3bl, HEOOX0OUMOIL 01 OCYU{eCMEIeHUA
o0opazoseamenbHo20 npoyecca no oucyunaune (Mooyno)

1. KOMIIBIOTEpHI NEPCOHANBHBIE JJIS IPENOIaBaTENEH ¢ BBIXOJOM B ceTh MHTepHeT;
2. HayUIHMKH;

3. BeOkamepsl;

4. KOJIOHKH;

5. MHKPO(OHBL.

11. OobpazosamenbHble MEXHON02UU, UCROTb3YEMbLE NPU OCBOCHUU OUCUUNIUHDL

s ocBOeHUS! TUCHUIUIMHBI UCHOJIB3YIOTCS: TPaJAULMOHHBIE (OPMBI 3aHATHH — JIEKIMU
(TUOBI TEKUMH — yCTaHOBOYHAs, BBOJHASA, TEKYyIIasi, 3aKII0UUTENIbHAs!, 0030pHast; BUABI JICKIIUH —
npoOyieMHasi, BU3yalibHasi, JIEKIHUA KOH(EPEHLHUs, JIeKIMs KOHCYJbTallus); M CEeMUHApCKHe
(mpakTHYeCcKHe) 3aHATUS B MHTEPAKTUBHBIE (POPMBI 3aHATHH - pEIIeHUE CUTYAllMOHHBIX 337134 U
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pa3dop KOHKPETHBIX CUTYyallui, cCaMOCTOsITeNIbHas paboTa CTYJEHTOB ¢ y4eOHbIMU MaTepHajaMH,
MIPEJICTaBJICHHBIMHU B DJIEKTPOHHOH cHCTeMe 00yUeHHS.

Ha yueOHBIX 3aHATUSAX MCIONB3YIOTCA TEXHMYECKHE CpeACTBAa OOydeHUS:
KOMIIBIOTEp, MOJKIIOUEHHBIH K cetu MHTepHeT M mporpaMMoil Opay3epoM [uisi BbIXOAa B
MHTEPHET, MOHHUTOP, KOJIOHKH, MUKpO(OH, BeO Kamepa, maker nporpamm Microsoft Office mms
JIEMOHCTPAIINH TIPE3CHTAIMA 1 Meauadaiiios, MakeT IporpaMM JUIs IPOBECHHUST BEOMHAPOB B OH-
nmaiiH  pexume. TectupoBaHue 0O0ydyaeMbIX MOMKET OCYHIECTBISATBCS C  HCIIOJIB30BaHHEM
DIIEKTPOHHON CHUCTEMBI JMCTAHIIMOHHOTO OOY4YeHHs, YCTAaHOBJICHHOW Ha 000pyIOBaHUHU
YHHUBEPCHUTETA.

11.1. B ocBoeHnM y4eOHOMH JMCHUILIMHBI HCIOJbL3YIOTCS CJeIyolue TPaAuluOHHbIe
o0pa3oBaTe/ibHbIE TEXHOJIOTHH:

- YTeHUE MPOOIEMHO-UH(POPMALIMOHHBIX JIEKIUI ¢ UCTIOIb30BaHUEM MIPE3CHTALMN 1
TpaHCISAUUEH BBICTYIUICHUS JIEKTOPA,

- CEMUHAPCKUE 3aHATUS AT 00CYKJICHHS, AMCKYCCUI U OOMEHAa MHEHUSIMHU C
MCIIOJIb30BaHUEM DJIEKTPOHHBIX CUCTEM KOMMYHHUKaIUH (POpPYyMBbI, YaThl);

- KOHCyJbTaluu (hopymsl);

- caMOCTOsTeIbHAs paboTa CTYJAEHTOB C Y4eOHOI INTepaTypoil ¥ MepBOUCTOUHUKAMY;

- MOJITOTOBKA U 00CyX/ieHue pedepaToB (IPOEKTOB), Mpe3eHTAUN (Hay4yHO-
uccienoBaTenbckas padbora);

- TECTUPOBAHUE 110 OCHOBHBIM T€MaM JUCLMIIINHBIL.

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 NPOPDecCUOHaNIbHOU
OdesmenbHOCMU, pa3blepbléanue poiell, meopuecKkas paboma, C8A3aHHAS ¢ 0CB0EHUEM OUCYUNTUHBL,
ponesas uepa, Kpyeuvlil Ccmol, oucnym, 6eceod, OUCKYCCUSl, MUHU-KOHQepeHyus u Op.)
HCIIOJNIB3YIOTCS CIIETYIOIINE:

- ducnym

- aHanu3 nPooIeMHbIX, MEOPHUECKUX 3A0AHUL, CUMYAYUOHHBIX 3A0aY

- ponesas uepa;

- Kpyenvlii Cmo;

- MUHU-KOHGhepeHyus

-0ucKyccus

- beceoa.

11.3. OcoGenHocTH 00y4eHHs MHBAJIH/I0B M JIUL C OTPAHUYEHHBIMH BO3MOKHOCTSIMHU
3nopoBbs (OB3)

[Ipu opranuzanuu oOydeHHs MO JUCHUIUIMHE YYUTHIBAIOTCS OCOOCHHOCTH OpraHHU3aluu
B3aWMOJICHCTBHS C MHBAJIHMIAMH H JIUI[AMH C OTPAHUYCHHBIMHA BO3MOKHOCTSIMH 37I0POBBS (Iajiee —
uHBayIMABI U Juna ¢ OB3) ¢ nenbio obecnieueHust UX MpaB, pa3pabaThIBAIOTCS aJalTHPOBAHHBIC
IUIE WHBAJIHMJOB TPOTPAMMBI TIOATOTOBKM C YYE€TOM pa3IHMYHBIX HO30JOTHH, BHIBI W (OPMBI
COIIPOBOKACHUS 00YUEHUS, UCTIONB3YIOTCS CIIEUaIbHbIE TEXHUYECKUE M MPOTrpaMMHBIE CPE/ICTBA
oOyueHusi, TUCTAaHIIMOHHbIE 00pa3oBaTeNbHBIE TEXHOJIOTHH, obecrieunBaeTcsi 0e30apbepHas cpena
U Tpoyee.

Beibop MeromoB  oOydeHuss ompezensercs —colep)kaHueM OoOydeHHus, YPOBHEM
METOAMYECKOTO M MaTepUalbHO- TEXHMYECKOro O0ecledeHusi, OCOOEHHOCTSIMH BOCIIPHUATHUS
y4eOHOl MH(OpMAIH CTYJCHTOB-MHBAIHIOB U CTYACHTOB C OTPAHUYCHHBIMH BO3MOXXHOCTSIMHU
3010poBbs M T.JA. B o00pazoBaTeabHOM IpoLieCCe HCHONB3YIOTCS COLUANbHO-aKTHBHBIE U
pediieKCUBHBIE METOJbI O00Y4YEeHMs, TEXHOJOTMH COLMOKYJIbTYPHOH peadWiIuTaluud C IIeJbIo
OKa3aHHs TOMOLIM B YCTAHOBJIGHHMHM MOJHOLEHHBIX MEXJIMYHOCTHBIX OTHOIICHUIH C JIpyruMHU
CTYICHTaMH, CO3JITaHIH KOM(POPTHOTO IICUXOJIOTUIECKOTO KJIIMMaTa B CTYACHYECKOH TPYIIIIE.



[Ipu oOyyeHun ULl C OTPAaHUYCHHBIMUA BO3MOXKHOCTSMU 3/10POBBSI AJIEKTPOHHOE 00y4YeHUE
U JIMCTaHIIMOHHBIE OOpa30BaTeiIbHbIE TEXHOJOTUU MPEAyCMATPUBAIOT BO3MOXKHOCTH IpHEMa-
nepeaayn UHGOpMaIMK B JOCTYIHBIX /Ul HUX (opMax.

OOyyaronyecs U3 YMCia JIMI C OTPAaHUYEHHBIMU BO3MOKHOCTSIMH 3/I0OPOBBSI 00eCTIeYeHbI
MEYaTHBIMU M DJIEKTPOHHBIMH 00pa3oBaTelIbHBIMH pecypcaMu B (opMax, aganTUpOBAaHHBIX K
OTPaHUYEHUSM UX 3/I0POBBS.
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