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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 - HOpPMBI W TpaBWJIa BEICHHS IEPETOBOPOB, COBCINAHMA M IMyOIMYHBIX
OCYIIIECTBIISATh BBICTYTUICHHH,

JIEJIOBOE O0IIEeHHE
U yOJTuYHbIC

- IOPSIOK OPOPMIICHUS YIIPABICHUECKUX JTOKYMEHTOB
- OCHOBBI JIETIOBOTO OOIIEHMS,

BBICTYIUICHHUS, - BEJICHUs IEPETOBOPOB, COBEIIAHUH,
BECTH MEPEroBOPbI, | - MpaBUiia BEACHUS JICTIOBOM MEPEIUCKH,
COBCIIIaHUS, - BUJIBI PETJIAMEHTHPYIOIINX JOKYMEHTOB YIIPABIEHYECKOU e TeIbHOCTH;
OCYIIECTBIISITh YMmerh:
JIEJIOBYIO - BECTH NIEPETOBOPBHI,
MEPETUCKY U - 0OPMJISTH YIIPABJIEHYECKUE TOKYMEHTHI,
MOJIICPKUBATH - TOTOBUTH MPOBEACHHUE U TIPOBOJIUTEH COBEIIAHUS,
JNEKTPOHHbIE - MyOJUYHO BBICTYNATh
KOMMYHHKAIAH - OCYIIECTBIIATH JIETIOBOE OOIICHHE,
- IO/IJICP’KUBATH AJEKTPOHHBIE KOMMYHUKAIIUH;
- MIO/IJICPKUBATH JICIIOBYIO TICPEITUCKY.
Baaners:
- IpaBWJIAMH TIOPSI0KA ODOPMIICHUS YIIPABICHYECKUX IOKYMEHTOB
- CIIOCOOHOCTBIO OCYUIIECTBIISATH JIEJIOBOE OOIIeHHE U MyOJIUYHbIE
BBICTYIUICHHS, BECTH TEPETOBOPHI, COBEIIAHUS, OCYIICCTBISATH JCIOBYIO
MIEPETUCKY U MOJIEPKUBATH 3JICKTPOHHBIE KOMMYHHKAIIHUH;
-HaBBIKAMH DPA0OOTHI C JOKYMEHTaMH, B TOM WYHCJIE€ Ha 3JIEKTPOHHBIX
HOCHUTEJISIX, UX CUCTEMaTH3aIUH;
ITK-8 3HaTh:
BJIaJICHUEM - METOAUKY TOJrOTOBKM OPraHU3allMOHHBIX M  PACIOPSIUTENbHBIX
HaBBIKAMU JIOKYMEHTOB, HEOOXOIUMBIX JIsI O)OPMIICHHS PEIICHUH B YIIPaBICHUH,
JOKYMEHTAJIBHOTO | - TOPSAAOK O(GOpMIEHHS IOKYMEHTOB B COOTBETCTBHH C HOPMATHBHOU
odopmIteHUs 0a3oii;
pelieHuii B Ymern:
yIpaBIeHUN - nmpumersTh ['OCT aiist cocTaBieHUsl YIIPaBICHYSCKUX TOKYMEHTOB.
OTIepaIMOHHOM - COCTaBJSATh M OGMOPMIISATH OPraHHU3AIMOHHBIE M PACHOPSAUTEIbHBIC
(TIpOU3BOJICTBEHHO | JOKYMEHTBI, HEOOXOMUMBIC I OGOPMIICHHS PENICHUW B yIPaBICHUH

i) NeITeTbHOCTH
OpraHu3alui pu

OTIEpPAIIMOHHOM (ITPOU3BOJICTBEHHOM) AESITETLHOCTH OpraHU3aIIHiA,
- NPUMEHSTh Ha TMPAKTHUKE TOCYJapCTBEHHBIE CTAaHIAPTHl U JPYTHE

BHEJPEHUU HOPMaTUBHO -  METOJUYECKHE  JIOKyMEHTBHI,  periiaMeHTHPYIOIIHe

TEXHOJIOTMUECKHUX, | OPTaHMU3AIMIO YIIPABICHUYECKOU JESITEIbHOCTH;

MPOIYKTOBBIX Baanern:

WHHOBAIIUN WU -npaBwiamu  nipumeHenus ['OCT pans  cocTaBiieHHs]  YIPaBICHUYECKUX

OpPraHM3AIMOHHBIX | TOKYMEHTOB.

U3MEHEHU I - HaBBIKAMHM TIOJITOTOBKM OPTraHU3AIMOHHBIX U PaACMOPSAUTEIbHBIX
JIOKYMEHTOB, HEOOXOIUMBIX I OGOpMIICHHS pPEUICHHH B yHpaBIeHUH
ONEpPAIIMOHHON (TIPOU3BOJACTBEHHOM) JEATEILHOCTH OpraHu3aluidl Mpu
BHEJPEHUU  TEXHOJOTMYECKHX,  MPOIAYKTOBBIX  HMHHOBallMH  WIH
OpraHU3aIlMOHHBIX U3MEHECHH,
- HaBBIKaMHU JOKYMEHTHPOBAHUSI KOHKPETHBIX YIPaBICHUECKUX CUTYaIUi;

IK-11 3HaTh:




BJIaJICHUECM
HaBBIKAMU aHAJIHM3a
UHPOpPMALIUH O
(GyHKIIMOHUPOBAHU
Y CUCTEMBI
BHYTPECHHETO
JIOKYMEHTO000POT
a OpraHM3aIlny,
BeieHus 0a3
JAHHBIX TI0
pa3IuYHBIM
MOKa3aTeisiM U
dbopmMupoBaHuUs
HH()OPMAITMOHHOTO
oOecrieueHus
YYaCTHUKOB
OpraHu3aI[MOHHBIX
IPOCKTOB

- CTPYKTYPY KaapoBOi HH()OPMAITMOHHO-T0KYMEHTAIIMOHHON CHUCTEMBI.

- METOJOUKY aHaJu3a HHpopMauuud O (YHKIMOHUPOBAHUU CHCTEMBbI
BHYTPEHHET0 JIOKyMEHTO000pOTa OpraHu3alIiH,

- METOAMKY BeieHus 0a3 JaHHBIX [0 pa3IMYHBIM [IOKa3aTelsiM MU

dbopMupoBaHUs MH(GOPMAIIMOHHOTO obecrnievueHus YYaCTHUKOB
OpraHU3aIOHHBIX TPOEKTOB;

YMmern:

- MPUMEHSATHh UH()OPMALIMOHHO-CIIPABOYHYIO IOKYMEHTALUIO

- aHaMM3UpOBaTh HWHPOpPMAIMIO O (QYHKIMOHUPOBAHUU  CHCTEMBI

BHYTPEHHETO JIOKyMEHTO000pOTa OpTraHu3aIlHH,

- BecTH 0a3pl JAaHHBIX MO PA3IUYHBIM I[IOKa3zaTensiM U (HOpPMHUPOBATH
MH(POPMAIMOHHOE 00ecTieueHIE YIaCTHUKOB OPTaHU3aI[IOHHBIX ITPOEKTOB;
Baaners:

- HaBBIKaMHW aHanmu3a uWHpopMamud O (YHKIMOHHUPOBAHUU CHUCTEMEI
BHYTPEHHETO JOKYMEHTO000POTa OPraHU3aIINH,

- HaBBIKAMU BeJeHHS 0a3 MaHHBIX [0 PA3JIUYHBIM TIOKa3aTeNsIM |
dbopMupoBaHUs MH(GOPMAIIMOHHOTO obecrnieueHus YYaCTHUKOB
OpraHU3aIMOHHBIX POEKTOB;

- HaBBIKaMU PabOTHI C TOKyMEHTAMH,

2. Mecmo oucyunaunst (Mo0y1) 6 cmpykmype o0pa3zosamenbHoil RPOZPamMmol

JlucuuminHa OTHOCUTCS K JUCLUIUIMHAM II0 BBIOOpY BapuMaTHBHOHN 4acTH y4yeOHOro IjiaHa
OIIOII. /lanHas nucUUMIUIMHA B3aMMOCBSA3aHa C APYTMMHU AMCLMIUIMHAMM, TAaKUMHU Kak: «JlemoBas
3THKa», «DKOHOMMKA OpraHu3auuu (npeanpustus)y, «MapkeTuHr», «bu3Hec-KOMMyHHMKALUN,

«YTpaBlIeHHE 4YelNOBEUYECKUMHU pecypcamm», «byxranrepckuii  y4€r», «/HHOBaMOHHBIN
MEHEIKMEHTY.

N3yuenne JUCLUTIIINHBI IIO3BOJIUT o0yJaromumcst peanu30BbIBaTh
obmenpodeccuoHanbHble U HOPOQECCHOHATIbHbIE  KOMIETEHUUH B  NPOpECCHOHATBHON
NEeATEIbHOCTH.

B uacTHOCTH, BBIIYCKHHMK, OCBOMBLIMHM HporpamMMmy OakanaBpuaTra, B COOTBETCTBUU C
OpraHU3aIlMOHHO-YIIPABICHUECKOW, HH()OPMAIIMOHHO-aHATUTUYECKONH BHIAMH  JESTEIbHOCTH,
J0JKEH OBITh TOTOB PELIaTh CIEAYIOLIME NPOpeCCHOHATIbHbIE 3a/1aUH:

OpP2AHU3AUUOHHO-YNPABIEHYECKAA 0eAMENbHOCHb:

- ydacTHe B pa3paboTKe U peaar3aluy KOpIOpaTUBHON U KOHKYPEHTHON CTpaTeruu
OpraHu3alyHy, a Takke (PyHKIMOHAIBHBIX CTpaTeruil (MapKETHHIOBOM, (PMHAHCOBOMU, KaJAPOBOii);

- y4acTHe B pa3paboTKe U peaan3alui KOMILJIEKCa MEPOIPUATHH ONepaloOHHOTO
XapakTepa B COOTBETCTBUU CO CTPATETMEN OpraHu3aluy;

- INIJAHUPOBAHUE NEATEIbHOCTH OPTaHU3ALMH U NIOAPa3ACICHUN;

- (hopMupoBaHME OPraHU3aAMOHHON U YIIPABICHUYECKOW CTPYKTYpPbI OpraHU3alui;

- OpraHu3anus paboThl UCTIOJIHUTENEH (KOMaH bl UCTIONHUTENEH) Ui OCYILECTBICHHUS
KOHKPETHBIX ITPOEKTOB, BUIOB JACATEIBHOCTH, padoT;

- pa3paboTKa U peanu3alysi IPOEeKTOB, HAPaBJIEHHBIX HA Pa3BUTHE OpPraHU3aLUU
(mpeanpusATUs, Oprasa rocyJ1apcTBEHHOI'O WIM MyHMIIMIIAJIBHOTO YIIPABIEHUS);

- KOHTPOJIb I€ATEIILHOCTH MOApa3AeIeHUH, KoMaH (IpyIin) paOOTHUKOB;

- MOTUBUPOBAHKE U CTUMYJIMPOBAHKE IIEPCOHAIA OPTaHU3aLlUHY, HAIIPABICHHOE HA
JOCTHKCHHE CTPATErMYECKUX U ONEPATUBHBIX LIEJICH;

- y4acTHE B yperyJIMpOBaHUH OPraHU3AIMOHHBIX KOH(IMKTOB Ha YPOBHE MOAPA3ICICHUS U
paboueii KoMaH bl (TPYIIITHI)

um])opmauuouno-anaﬂumuuecmm 0esimeIbHOCHLb:



- cbop, 00paboTka u aHanu3 uHpopMalmu o hakTopax BHEIIHEH U BHYTPEHHEH cpeibl
OpTaHU3aIMH I TPUHATHS YIPABICHYECKUX PEIICHHI;

- IOCTPOEHHE U MOJIEP’KKa (PYHKIIMOHUPOBAHUS BHYTPEHHEH HHPOPMAIIMOHHON CUCTEMBI
opraHu3anyy st coopa MHGOPMAITUH ¢ TENTBI0 TPUHATHS PEIICHUHN, TUTAHUPOBAHUS ICATEIIbHOCTH

W KOHTPOJIA;

- co3JlaHue U BeJleHue 0a3 TaHHBIX M0 PA3IMYHBIM MTOKA3aTeNsIM (QYHKIIMOHUPOBAHUS

OpraHH3aLHnii;

- pa3paboTKa U ToJyIepKKa (QYHKITHOHUPOBAHUS CUCTEMBI BHYTPEHHETO
JOKYMEHTO00OpOTa OpraHU3aIliy, BeJleHue 0a3 TaHHBIX 110 PA3INYHBIM MOKA3aTENSIM
(YHKITMOHUPOBAHUS OpTraHU3aIUi;

- pa3paboTKa CUCTEeMbI BHYTPEHHETO TOKYMEHTO000pOTa OpraHu3allnu;

- orteHka 3¢ (HEKTUBHOCTH TIPOEKTOB;

- MOATOTOBKA OTYETOB MO pe3yJbTaTaM HHPOPMAIIMOHHO-aHATUTUYECKON IeATEIHbHOCTH;

- OlIeHKa Y(PEKTUBHOCTH YIPABIECHUYECKUX PEIICHUI.

3. Oobvem oucuuniunbl

Buowt yueonoii pabomut Dopmut
00yueHus
3aouna
A
OO011asi TPY10€MKOCTh: 3aUETHBIC ¢IMHHIIBI/Yachl 3/108
KonrakTHas pa6ora:
3aHsATUs JEKUUOHHOTO TUIIA 2
3aHATUSL CEMHUHAPCKOIO THIIA 2
[IpomexxyTounast arrectauusi: 3a4der / 3a4yeT ¢ 4
OlIeHKOH / 5K3aMeH /
CamocrositeasHnas padora (CPC) 100

4. Cooeprcanue oucyuniunvl (MOOyns), CMPYKmMYpUpo6anHoe no memam / pazoenam ¢
YKazanuem Omee0eHHO020 HA HUX KOAUYecmed AKAOeMUYeCKUX 4acoé U 6u008 yueOHbIX

3AHAMUIL

4.1.  PacmpeneneHue 4acoB 1o pasjenam/TeMaM | BHIIAM pabOThI

4.1.1. 3aounas Gpopma oOyuyeHHs

Buabi yueOHoli pa6oTsI (B yacax)
Ne i/ Pasnen/Tema
KonraktHasi padorta
3ausaTust 3aHATHS CEMHMHAPCKOT0 THIIA Camoct
JICKIIHOHHOT 0 OsITeJIbH
THIIA asi
Jlexyuu | Unovie | [Ipakm | Cemun | Jlabop | Hnvie | paGora
yuebH | uuecku | apwl amopH
vie e vie
3aHAm | 3aHAMU pabom
us A bl
TeopeTnueckue 1 8
1. OCHOBBI
JOKYMEHTHUPOBAHMSL.
[TonsTHe




AOKYMCHTHUPOBAHUA
YIPaBJICHYECKOM
JACATCIBbHOCTH.

3aKoHOIaTEILHOE
peryiaupoBaHue
JIOKyMEHTHUPOBAHHSI.
Iloustue I'OCT,
OCHOBHas
HOpMaTUBHAas
JIOKyMEHTAITHSI.
[Ipumenenne T'OCT
TS COCTaBJICHUSA
YIpaBICHYECKUX
JIOKYMEHTOB.

14

IloHsTHE CHUCTEMEI
OP]] -
OpraHu3alOHHO-
MPaBOBOM
JOKYMEHTAIWH.
[Topsnok ohopmneHus
YIIPaBJICHYECKHUX
JIOKYMEHTOB.

14

ITonsTHe CHUCTEMBI
pacnopsIUTEeNbHON
JOKYMEHTAIWH.
[Topsnox opopmieHus
YIPaBJICHYECKHUX
JIOKYMEHTOB.

14

[TonsTue
nH(GOPMaIMOHHO-
CIpaBOYHAS
JOKYMEHTAIHSI.
[IpaBuia
COCTaBJICHHSI.

18

CtpykTypa KaapoBOH
MH(POPMALIMOHHO-
JTOKYMEHTallMOHHOM
cucrembl.  [lopsaok
oopMIeHuUs
KaJIPOBBIX
JTOKYMEHTOB.

12

[Tonsartue
JIOKyMEHTOO0O0pOTAa.
OcHOBHBIE  IIpaBHJIA
OpraHu3alui PpadOTHI
C JIOKYMEHTaMH.
dopmupoBaHue
XpaHeHUs
JIOKYMEHTOB.
HomeHknarypa nein.

10

CucreMbl
aBTOMATHA3ALNHU

10




AOKYMCHTHUPOBAHUA
YIIPaBJICHYECKOM
JACATCIBbHOCTH.

[IpomexxyTouHas
aTTecTalus

4

Hroro

108

4.2.

[TporpaMma AMCHUIUIMHBI, CTPYKTYpUPOBaHHAs IO TeMaM / pazjesiam

4.2.1. CojaepxaHue JIEKIIMOHHOTO Kypca

Ne i/ | HaumeHoBaHMe TeMbl Coaep:xaHue JeKIIHOHHOTO 3aHATHUSA
1 | (pa3nesa) I CHUIJINHBI
Teopernueckue oCHOBBI | OCHOBHBIC TIOHATHS W (YHKIUH JTOKYMEHTHPOBAHHUS.
JIOKYMEHTUPOBAHMUSL. CyuiHoCTh M OCHOBHBIE 3a/1aud  JIOKYMEHTHUPOBAHUS
1. [TonsTne yopaBiieHYecko — gestenbHocTH.  KpaTtkuit  0030p
JIOKYMEHTUPOBAHMS HUCTOPUM JIOKYMEHTOBEJEHUS U JEJIONPOU3BOJICTBA.
yIpaBiIeHYECKON CoBpemeHHOe rocy/1apCTBEHHOE peryiupoBaHue
NeSATEeIbHOCTH. JOKYMEHTAIMOHHOTO oOecnieueHus ynpasinenue (J1OY).
[Tonstre wHGOpManmKu U UHPOPMAITMOHHBIX PECYPCOB.
[Tonstre ympaBieHUeCKOH nesTenbHOCTH. OOBEKT U
cyobekT ymnpaBnenus. [lpsmas wu oOpaTHas CBS3b.
[Ipununs! pabotel ¢ aenoBoit uHdopmarmeir. T'OCT.
Hayunasi opranmzamuisi ympaBJICHUECKOTO TpyAa Kak
(hakTop noBeIIeHUS YPPEKTUBHOCTH YIPABICHHUSI.
[Tonsitue cucremsr OPJl - | OCHOBHBIE  TOHATHS ~ JAUPEKTUBHOM M OTYETHOM
OpTraHM3AIMOHHO-TIPaBOBOW | MH(poOpManMu B cucreme ynpasineHus. CocraB u
2. nokyMeHTauuu. [lopsgok | Ha3HaYeHUE OPraHU3alMOHHO-IPABOBOM TOKYMEHTAIUH.
odopmiIeHUS 3amaun W QYHKIUH  OPraHU3AI[MOHHO-TIPABOBBIX
yIpaBIeHUYECKUX JOKYMEHTOB. Y4UpeAuTelbHbIE JOKYMEHTHl. YCTaB.
JOKYMEHTOB. HoroBop. Ilomoxenune. HMucTpykumu. JlOJKHOCTHBIE
uHCTpyKuuu. CTpyKTypa U IITaTHAas YHCIECHHOCTb.
[lIratHoe = pacnucanue. IlpaBuna  cocraBiieHus,
odopmIieHHs TOKYMEHTOB. PekBu3uTHI. ['OCT.
4.2.2. CopepaHue MPAKTUYECKUX 3aAHITHI
Ne n/ | HaumeHoBaHue TeMbl Conep:kaHue NPAKTHYECKOT0 3aHATHS
n (pa3nena) IMCHMILJIMHBI
[TonsiTue cuctembl | CucreMa paciopsSAUTEIbHON JOKYMEHTAIIMUA B CUCTEME
pacropsiIUTEeTLHOM ynpasneHus. 3agaud U QyHKuH. OCHOBHBIC TPaBHIIa
1. JIOKYMEHTAIUH. [Mopsanok | cocraBneHusi, ohopMIeHUS TOKyMEHTOB. PEKBHU3HTHI.
odopMITCHHS I'OCT. [Ilpuka3zsl 1O OCHOBHOM JESTEIHHOCTH.
YIpaBIEeHYECKIX JIOKyMeHTHI, H3JIaBaeMbIe B YCIIOBUSIX
JIOKyMEHTOB. KOJUIETHAIBHOCTH (mocTaHoOBNIEHUS, perieHus);
JOKYMEHTBI, H3/1aBaeMbleé B YCIOBUAX €IUHOJIMYHOTO
TIPUHATHUS penieHuit (mpuka3ssl, yYKa3aHwusl,
pacriopsbkenust).  O00COOJEHHBIH  JOKYMEHT — —
IpOTOKOJI. BHjipl, 0cCOOEHHOCTH 0OpPMIICHHSI.
[Tonsitue wuHbopmannoHHO- | CucTeMa MHPOPMAIIMOHHO-CIIPABOYHON JJOKYMEHTAIIUU
CIIpaBOYHAsl JTOKYMEHTAallUs. | B CHCTeMeE yrpaBieHus. 3amaun u ¢yakuun. [IpaBuna
2. [IpaBusa cocTaBieHuUsl. COCTAaBJICHHS], odopmiieHus JIOKYMEHTOB.




NuunmaTuBHBIE JOKYMEHTBI, JIOKJIAIHBIC 3aIHCKH.
OObsicHuTENbHBIC 3amuCKUA. AKTBL. [Ipenmoxkenwue.
CrpaBku  chmyKeOHOTO M JIMYHOTO  XapakrTepa.
CnyxeOHble (J€NOBBIE) TMHChbMA. XapaKTEPUCTUKH.
PasnoBugHOCcTH. OcoOGeHHOCTH OQOpMIIEHUS. DTHUKET
nenoBoro o6meHusi. CocraBieHHE [TOKyMEHTOB C
npumenenueM ['OCT.

4.2.

3 ConepkaHuE CaMOCTOATEIBLHON PaOOTHI

Ne n/m | HammeHoOBaHHe TeMbI Conep:xanue caMOCTOSITEIbLHONH Pad0OThHI
(pa3nesia) M CHUIJIMHBI
Teopernueckue OocHOBBI | OCHOBHBIE TIOHATUS U PYHKIIMU JTOKYMEHTHPOBAHHMS.
JIOKYMEHTUPOBaHUS. CyIlHOCTh M OCHOBHBIE 337]a4M JIOKYMEHTHPOBAHUS

I. [TonsTue yopaBlieH4YecKor nestenbHOCTH. KpaTkuii  0630p
JIOKyMEHTUPOBAHUS HUCTOPUU JTIOKYMEHTOBEJEHUSI U JIEJONPOU3BOJICTBA.
yIpaBieHYEeCKON CoBpeMeHHOE TOCYJapCTBEHHOE  peryJjIHpoBaHUE
JeSITENIbHOCTH. JOKYMEHTAIMOHHOTO  OOeCTeueHHss  yIpaBJICHUE

(A0Y). lonsarue unpopmanmuu 1 HHPOPMAMOHHBIX
pecypcos. IlonsTHe ynpaBieHUYeCKON AESTEIbHOCTH.
OO6mwexT u cyobekT ynpasienus. [Ipsimas u obpaTtHas
cBs13b. [IpuHIUIIBI pabOTHI C AET0BOM HH(POPMAIIUEH.
I'OCT. Hayunasg opraHu3amnusi YIpaBIEHYECKOTIO
TpyAa Kak (akTop TOBBIIECHUS 3SPPEKTHBHOCTH
YIpaBJIEHUsI.

2 3aKOHO/IaTENbHOE 3aKOHO/IaTEIbHOE peryiaupoBaHue
peryJiupoBaHue nenonpousBojactea B P®. Buasl HOpmaTHBHO-
JIOKyMEHTHUPOBAHUS. crpaBouHor gokymeHtamuu. ['OCT. PexBuzutsl,
[Monstne T'OCT, ocHoBHas | Onanku, yHUUIMpoBaHHBIE (opmbel. [IpaBuna
HOpPMAaTHBHAs HAllMCaHUsS PEKBU3UTOB, TOPSJIOK IMPUMEHEHHUS.
JIOKyMEHTAIUSI. TpebGoBanusi, TpeabsBIsieMble K  OQOPMICHUIO
[Ipumenenne [I'OCT  nans | pa3lIUYHBIX BUIOB YIPABICHUYECKUX TOKYMEHTOB.
COCTaBJICHUS
yIpaBJIeHYECKUX
JIOKYMEHTOB.

Ilonstue cuctemsl OPJ] - OCHOBHbBIE TIOHATHS JUPEKTUBHOM M OTYETHOU
OpraHM3allOHHO-TIPaBOBOM | uHGopManuu B cucteme ynpasieHus. CocraB u
nokymMmeHTtanuu. [lopsaok Ha3Ha4YCHHE OpraHM3alMOHHO-TIPAaBOBOM
odopmIteHUs JIOKyMEHTAIIH. 3amgaun u byHKITIN
YIPaBIEHYECKUX OpraHU3allMOHHO-IIPaBOBBIX JIOKYMEHTOB.
3. JIOKYMEHTOB. VYupeaurenbHble JTOKyMEHTHI. YcraB. Jlorosop.
ITonoxenue. NucTpykiuu. JomxkHOCTHBIE
uHCTpYKIuU. CTpyKTypa M IUTaTHas YUCIEHHOCTD.
[ratHoe pacnucanue. IlpaBuia coctaBieHus,

obopmiienus nokymeHToB. PekBusutel. [OCT.
[lonsTue cuctemsl | CucremMa pacnopsaUTENbHOM  JOKYMEHTALlMM B

4. pacnopsINTEIbHON CHUCTeME  YIpaBieHusA. 3aiaydl U (QyHKIUH.
JIOKyMEHTALUH. [Topsinox | OcHOBHBIE TMpaBWJIa COCTaBJIEHUS, OGOPMIICHUS

odopmIIeHUS

nokymeHToB. PexBusutel. ['OCT. Ilpukaspl 1no




yIpaBIeHIECKIX OCHOBHOU NIeATENhHOCTH. JIOKyMEHTBI, U3aBacMbIe

JIOKYMEHTOB. B YCIOBHUSIX KOJJICTHAIBHOCTH (TIOCTAaHOBIEHUS,
pellieHUs1); JIOKYMEHTHI, W3JaBacMble B YCIOBHAX
€IMHOJIMYHOTO  TPUHATUS  pemieHuid  (MpHUKas3bl,
yKa3aHws, pacropspKeHus ). 0O060co001eHHBII
JOKYMEHT — TMpPOTOKON. Bumel, ocobeHHOCTH
odopmiieHusl.

[Tonsitne wuHpopmanmonHo- | Cucrema UH(POPMAIMOHHO-CITPABOYHOM

CIIpaBOYHasd OJOKYMCHTAaIUA.
IIpaBuna cocraBieHus.

JIOKYMCHTAIlM! B CHUCTEME YIpaBICHUS. 3amaddl u
¢yakmun.  [IpaBwia cocraBieHus, OQOPMIICHHS
JIOKYMEHTOB. NHumaTuBHBIC JIOKYMEHTHI,
noknagHbie  3amucku. OOBSICHUTENBHBIE 3alUCKU.
Axtol.  Ilpennoxenune. CropaBku ciyxkeOHOTO U
nugHOro Xxapakrepa. CiryxeOHbIe (e10BbIe) MHChMA.
Xapaktepuctuku. PaszHoBugHoctH. (OcoOeHHOCTH
odopmIIeHHUS. OTHKET  JIeJIOBOTO  OOIICHMS.
Cocrasnienue qokymeHToB ¢ npumenenrem 'OCT.

CrtpykTtypa kaapoBoil | [loHaTHe W CTpyKTypa NEpCOHAIBHBIX JaHHBIX.
nH(OPMAITMOHHO- HopmatuBhass 6a3a. HasHauenme wu  cocTaB
JOKYMEHTAITMOHHOU JOKYMEHTOB 1o JUYHOMY COCTaBYy.
CUCTEMBI. [Mopsinok | YauduuupoBaHabie GOpMEI.
oopmienus KagpoBbIX | OCHOBHBIE PEKBU3UTHI JOKYMEHTOB M IpaBHJa HX
JIOKYMEHTOB. opopminenus. Ilopspok neiictBuit u odopmieHus
JOKYMEHTOB TpH MpuéMe Ha paboTy, YBOJBHEHUH,
NepeBojie Ha JAPYTyl JOJHKHOCTh, OTIIPABJICHUU B
KOMaHIUPOBKY. TpyAoBOil AOroBOp, MNpHUKa3bl IO
JMYHOMY COCTaBY, TPYAOBbIC KHIDKKH, JTUYHOE JIENO,
JUYHAs KapTOUKa.
[Tousitue OcHOBHBIE  TOHATHS, MPUHIOUOBI U  TpaBHUia
JIOKYMEHTO000pOoTa. opraHm3zaluu JoKymeHtooOopoTta. HopmarusHo-
OcHOBHBIE MpaBWIa | METOJIWYCCKUN  periiaMeHT  JOKYMEHTOO00OopoTa.
opranuzaiuu  paborsl ¢ | [IpsAMOTOYHOCTB JIBYDKEHUS JOKYMEHTOB.
JIOKYMEHTaMH. Knaccugukamuss 10KyMEHTONOTOKOB. Bxopsmue,
dopMupoBaHUE  XpAHEHHS | UCXOASIIME M BHYTpPEHHUE HOKyMeHTHI. [IpaBuia

nokyMmeHToB. HomeHkiatypa
Jell.

00paboTku nokymeHtanuu. OpraHuszamnus TEeKyIIero
XpaHeHHsI Jey, TnpaBwia U cpokd. [loHsTue
koH(puneHnnansHocTu. Homenknatypa nen, obmiue
TpeOoBanus, BuAbl HOMeHKIaTyp. CocraBieHue
HOMEHKJIaTyphl aen. @opmupoBanue u ohopMicHHEe
nen. Cucremaruszanusi JOKYMEHTOB B Jelle.
Xpanenue nen. [loaroroBka 10KyMEeHTOB K mepeaaye
Ha apXMBHOE XpPAHCHHE.

Cucrembl  aBTOMAaTHU3alUU
JIOKYMEHTUPOBAHUS
yIpaBleHYeCKON
NESITeIbHOCTH.

WudopMallmoHHbIE  TEXHOJOTMHM B CHUCTEME
JIOKYMEHTUPOBAHUS YNPABICHYECKON JIEATEIbHOCTH.
O030p aBTOMATHU3UPOBAHHBIX HMH(DOPMALIMOHHBIX
CHUCTEM JIeJIONpPOU3BOJCTBA. BpIOOp TeXHMUYECKUX
CPE/ICTB NMPU KOMIBIOTEPU3AINHN IOKYMEHTHPOBAHUS
YIOPaBIEHYECKONH  JAEATEIbHOCTU.  DJIEKTPOHHOE
MPABUTEILCTBO. MeToabl  3ammThl  WHGOpMAIIUH,




AIIEKTPOHHO-IIM(PpoBast MOJINCH (2UID),
mdpoBaHue.

5. @ono ouenounvix cpeocme 0nA  NPOGEOEHUA  NPOMENCYMOUHOU  ammecmayuu
ooyuarowuxca no oucyuniaune (MooyJio)

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

®OHJ OLCHOYHBIX CPEICTB Ul IPOBCACHMS POMEKYTOYHOH aTTECTAlMK O0YYAIOLUXCsl
no guctmmuinae opopmiteH B IPUJIOZKKEHUU x PABOYEU ITPOT'PAMME JJUCLHUITIJIMHBI

Tekymuid KOHTPOJh YCIIEBAEMOCTH OOECIeUMBaeT OICHHUBAHHE XOJa OCBOCHHS
JTUCIUILTUHBI B TIPOIIECCE OOYUYCHHSI.
5.1 Ilacnopm ¢honoa oyenounvix cpedcma 0isi NPosedeHUss mexKywel ammecmayuu
no oucyuniuxe (Mooyir)

NeKoHTposupyemblie Kon HaumeHoBaHMe OLIEHOYHOIO CPeACTBA
n/nm | pasgensl (TeMbl) KOHTPOJINP
yemoi
KOMIIETEeHI]
10

1. | Teoperuueckue [Ipobnemuble 3amay, CHUTyallMOHHBIE 3ajayW,
OCHOBBI TECTUPOBAaHUE

JIOKYMEHTUPOBaHUS. O
[TonsiTne I1K-4
JOKYMEHTUPOBAHHUS
YIIPaBJICHYECKOM
JeSITeIIbHOCTH.

2. | 3akoHOJATEIbHOE [IpobnemHble 3amaud, CUTyallMOHHbIE 3ajauH,
perynupoBaHue TECTUPOBAHUE

JOKYMEHTHUPOBAHHUS.
Ilonsitne I'OCT,
OCHOBHas
HOpMAaTHUBHAas I1K-8
JOKyMEHTAIHsL.
[Ipumenenne ['OCT
Ui OCTaBJICHUS
yIPaBIEHYECKUX
JJOKYMEHTOB.

[TonsaTne cuctems! | I1K-8, [IpobnemHbIe 3a1auun, CUTYallMOHHBIC 3a1a4H,
3 OP - | OIIK-4 TECTUPOBAHUE

3. | opraHu3alMOHHO-
IIPaBOBOM
JIOKYMEHTALMH.




ITopsnox
odopmIIeHUS
YIPaBIEHYECKUX
JTOKYMEHTOB.

TToustue CHUCTEMBI [IpoGieMHbIe 32129, CUTYyaIlIHOHHBIC 3a/1a4H,
pactopsIuTeIbHON TECTHPOBAHUE
4 JIOKYMEHTaLWH.
IMopsanox IK-8,

p OIIK-4
odopmIIeHUS
YIIPaBICHUYCCKUX
JIOKYMEHTOB.

AN

[TonsiTne [IpoGnemHble 3amauu, CUTYyallMOHHBIE 3a/ayH,
3 uHpOpMAITMOHHO- TECTUPOBAHUE

5 CIIpaBOYHAs ITK-8,
JIOKYMEHTAIU. OIIK-4
[TpaBuna
COCTaBJICHMUSL.

CrpykTypa KaJIpoBoii [IpoGnemHble 3amaun, CUTYyallMOHHBIE 3a/ayH,
6 mHpOPMAITMOHHO- TECTUPOBAHUE
6. OKYMEHTAIlMOHHOU

JIOKY 11 K-S,

cucrembl.  llopsanok

[TK-11

o opMITCHHUS
KaJIPOBBIX
JIOKYMEHTOB.

ITousTue [IpobGnemMHubIe 3a7a4M, CUTYaIlMOHHBIC 33/1a4H,
7 noxymeHTo000pOoTA. TECTUPOBAHUE

7. | OcHOBHBIE  TpaBHJIA
OpraHu3ali PadOTHI
C nokymentamu. | [TK-11
dopmupoBaHue
XpaHEHUst
JIOKYMEHTOB.
Howmenknatypa aei.

CHCTEMBI I[Ipo6eMHbIe 3aa4l, CUTYallHOHHBIE 3a/1aUH,

8 aBTOMATH3AINH OILIK-4 TECTHPOBAHMUE

8. OKYMEHTUPOBAHUS T
JOKY poat TK-11

yHpaBIeHIecKoi

NeSITeIBHOCTH.

5.2 Tunosvie KOHMPOJIbHLIE 3A0AHUS _UAU UHBIE MAMepuaibl, Heobxooumvie O
OUEHKU 3HAHUU, VMEHUU, HABbLIKOE U (UIU) ONbIMA _0esmelbHOCIU_6 NPOUECCe MeKVULe20

KOHmMpOoJiAa

TunoBbie CUTYalMOHHBbIE 3214 H:
3aoaua 1

CocrtaBbTe npuka3 1mo ocHoBHOU AesiteabHOCTH OO0 «ComHEUYHBIN» O CPOKax U MOPSIKE
MIPOBEJICHUS BEIOOPOYHON HHBEHTAPU3AIIMU UMYIIIECTBA HA CKIIAIC.



3aoaua 2

Odopmure cmpaBKy O TOM, YTO BHI SIBISETECh CTYACHTOM 2 Kypca 3KOHOMHYECKOTO
(dakynmpreTra MOCKOBCKOTO MEXKIyHApOAHOTO yHHBepcuTeTa. OTMEThTE, YTO BBl YUYHUTECh IO
HAMPAaBICHUIO MOATOTOBKU «MEHEIKMEHT» TI0 3a09HOM opMe 00yUueHusI.

3aoaua 3

Odopmure ciry’)keOHYI0 3alHCKy PYKOBOJMTENS CTPYKTYPHOTO —TOApA3eNeHHs O
HEOOXOJUMOCTH HAIpaBJICHUS COTPYJHHMKA B KOMAaHAMPOBKY JJI 3aKIIOYEHHS JOrOBOpA.
CBenieHus JOMOJIHUTE CAMOCTOATEIBHO

Tunosblie npodJieMHbIE 3a1a4M:

3aoaua 1

CocraBbTe IPOTOKOJ 3aCEaHUsI COBETA IUPEKTOPOB aKIIMOHEPHOTO 001mecTBa «CTanaapT»
O CO3bIB€ BHEOYEPEIHOro OOIIero coOpaHus aKIMOHEPOB, Ha KOTOPOM MPHUHSUIA PEIIeHHE O
CO3BIBE COOpaHUS M ONPEISITHIIN ATy MPOBEACHUS, (hOpMY, BpeMsl U MECTO TIPOBEIICHHS COOpaHUSI.
bbul yTBepKAEH CHUCOK aKIMOHEPOB, HMEIOMIMX IMPaBO HAa ydacTHE, TEKCT COOOILIEHHUS O
MPOBEJICHUH cOOpaHus (yKa3aTh, YTO MPUIIAraeTcs) IIaH-rpauK MEpONPHUSATHI 1O TIOJTOTOBKE K
MpoBeJeHNI0 coOpanus (mpuiaraercsi). PekBuU3UTHI NOKyMeHTa O(GOpPMUTh B COOTBETCTBHU C
MOJIOKEHHUSIMU JIEHCTBYIOIIETO 3aKoHOAaTeNnbeTBa U ¢ TpeboBanusimu ['OCT.

3aoaua 2

CocraBbre rapantuitnoe nucbMo OAO «Mynbrumiacy k OAO «3Be3nal23» 06 okazaHuH
IIOMOILIM B YCTAHOBKE M HaJlaJKe 000PYAOBaHMs BBIYUCIUTEIBHOTO LIEHTpA.

3aoaua 3

CocTaBbTe MpHUKa3 MO pe3ybTaTaM IPOBEPKH B XOJC HHBCHTAPU3AIMU MaTepPHATbHBIX
uennocteit B cpeaneit mkosie Nel 11ABB r. Mockssl, npoBenennoit ¢ 10.09.2019 no 20.09.2019. B
pe3yJibTaTe MPOBEPKH ObLIN BBISIBICHBI HeaocTaTKH. Heo0X0quMO MOBBICUTh KOHTPOJIb yUUTEIICH
32 COXPAHHOCTBHIO MIKOJBLHOTO OOOPYIOBaHWsS, AKTUBH3UPOBATH pPabOTy C YYANTUMHUCS IO
BOCIIMTAHHIO Y HUX OCPEHKHOT'O OTHOIICHHS K HMYIIIECTBY.

TunoBbIe TECTHI

1. CmyxeOHbIi JOKYMEHT, KOTOPBIN COIACPKUT MPEATIOKEHNUE O HA3HAYCHUH Ha
JIOJKHOCTB, TIEPEBOIE Ha JIPYTYIO JOJDKHOCTD (PaboTy) MM MOOLIPEHUH (Harpazie,
IIPEMUPOBAHUM) COTPYIHUKA OpraHU3al[M1 Ha3bIBAETCA:

A). noKkaxHas 3alHuCcKa;

b). npukas no 1MYHOMY COCTaBY;

B). npuka3 no aiMUHHCTPATUBHO-X03AHCTBEHHBIM BOIIPOCAM;

I'). npencrasnenue.

2. B 1MyHYIO KapTOYKY COTPYIHUKA HE 3aHOCST CBEIICHUS:
A). 0 BOMHCKOM Y4YETE;
B). o mpuHAIE)KHOCTH K MOTUTUISCKUM TAPTUSM U OOIIECTBEHHBIM OPraHU3aIUsIM;



B). 06 obmiem craxke paboTHI;
I'). 0 cemeitHOM MOJI0KEHUH.

3. Kakas narta sBisieTcs JaTOM MPUKa30B, TUCEM, CIIPABOK:
Bribepure o1H OTBET:

A) nara yTBepKJIeHuUs

B) nara 3aguKCHUpOBaHHOTO B JOKYMEHTE COOBITHS

B) nata cornmacoBanus

I') nata noanucanus

4. BsiOepute d1eMeHTHI pekBU3UTa «Buzay:
BriGepuTe o uH MM HECKOJIBKO OTBETOB:

A) nmoamnuch

b) nomxHOCTH JTHI1a, BU3UPYIONMIETO TOKYMEHT
B) meuats opranuzanuu

M) nara

5. Tlpotokon HeoOxoauMm 1j1st OPOPMIICHUS:

A) KOJIJIEKTUBHOTO PEIICHUs COOpaHUs

b) nomxHOCTH NHIIa, yTBEPKIAIOIIETO TOKYMEHT

B) mpuéma, nepeBojia v yBOJIILHEHUSI COTPYTHUKOB OPTaHU3AINH

6. Homenknatypa aen npejacraBiisieT coooil:

A) criMcOK 3arojIoBKOB (HAMMEHOBAHUIN) J1e1, 3aBOJUMBIX HA MPEANPHUITHH C yKa3aHUEM UX
CPOKOB XpaHEHHUs

b) rapanTuiinbie nmucbMa opraHu3auu

B) rpud yTBepkeHUs pyKOBOAUTENS OpraHU3auu

') cpoku XpaHeHUs TOKYMEHTOB

7. Kakue 3 mpuBEeICHHBIX HIDKE BXOISAIINX JOKYMEHTOB HE TIOJIJICKAT PETUCTPAIINH:
A). 1o3paBUTENIbHBIE TUCHMA;

b). rapanrtuiinbie nucbMa;

B). nucema-3anpocsr;

I'). conpoBoUTENHHBIC THCHMA.

8. Kakas nenoBast Oymara HauMHaeTCs ¢ MECTOMMEHUS TIEPBOIO JIUIIA:
A) npukas;

b) 3asBnenue;

B) noBepeHHOCTS;

') pestome.

9. UndopmaninoHHbIE CBSA3U MPEANPHUATHS:
A). onpenensIIoT IeJIeHNE JOKYMEHTOB Ha BHEILIHUE U BHYTPEHHHUE;

b). He paccmaTpuBalOT B KayeCTBE KPUTEPHSI, ONIPEEIISIFOIIETO TUIl TOKYMEHTA;
B). He uMeroT 3HaYeHUS B OpraHU3alMy IPOU3BOJICTBA;

10. PekBU3HT — 00s3aTENbHBIN HJIEMEHT:

A) npucymui onpeaeIeHHOMY BUAY JOKYMEHTA;

b) npucymmii ToJIbKO OpraHU3allMOHHON JOKYMEHTAIUY;
B) npucymuii TonpK0 NHCbMaM;

11. K cripaBo4HO-0OpraHn3aliMOHHBIM JOKYMEHTaM HE OTHOCUTCS:



A) nenoBoe NUCbMO
b) npukas

B) noknagnas 3anucka
I') ycras

12. Kakoii BuJ nmucbMa JOJKEH COJEpKaTh PEKBU3UT HAUMEHOBAHMS BUJIA IOKYMEHTA!
A) o3apaBUTENBHOE MUCHMO

b) pexnamanus

B) rapanruiinoe nuceMo

13. JlokyMeHT AKT COCTaBIISETCS:
A) Komuccueit

b) I'enepasibHBIM TUPEKTOPOM

B) I'maBHBIM Oyxrantepom

14. JlTokymeHT «CTpyKTypa M IITaTHAsI YUCICHHOCTb» OTHOCUTCS K:
A) OpraHn3allMOHHBIM JOKYMEHTaM

b) cnpaBo4HbIM TOKyMEHTaM

B) pacnopsiaiuTensHBIM JOKYMEHTaM

15. BoibepuTe npaBUIIbHBIA OTBET: OTEYECTBEHHOE JIEJIONPOU3BOCTBO MPOILIO
CJIETyIOIINE FTAlbl:

A) IpuKa3HOE JIEJI0NPOU3BO/JICTBO;

b) xonnexckoe 1enonpon3BoACTBO;

B) MuHHCTEpCKOE 1EIONPOU3BOICTBO;

') Bce OTBETHI BEPHHBI.

5.3 Memoouueckue mamepuaivl, onpedeidrouiue npoyueodypbl OUCHUSAHUSL SHAHUU, VMEHUT,
HABbIKOS U (UIL) Onblma 0esmelbHOCInU

Bce 3amanus, ucnonb3yeMble i TEKYIIEro KOHTPOJS (OPMHPOBAHUS KOMIIETEHIIMHA
YCIIOBHO MO>KHO Pa3/I€JIUTh Ha JBE TPYIIIbL:
l. 3aJlaHusl, KOTOPBIE B CHITy CBOMX OCOOCHHOCTEH MOTYT OBITh PEaTU30BaHbl TOJIBKO B

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

2. 3aJ]aHusl, KOTOPBIC IOTMOJIHIIOT TEOPETHUECKUE BOMPOCHI (NPAaKTUYECKUE 3aaHusl,
3aJJaHus JJIS1 CAMOCTOSITEIIbHON paOOThI, TECTHI).

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

1. TpeGoBaHnume K pelIeHHI0 CHTYallHOHHOH, NPoOJeMHOH 3amauM (Kekc-

H3MEepUTeJIN)

CTyZneHT HOKEH yMETh BBIJECIINTh OCHOBHBIE IOJIOKEHHS M3 TEKCTa 3aadyM, KOTOpHIE
TpeOYIOT aHalu3a M CIIyXKaT yCIOBUAMH pemieHus. Vicxoas n3 moctaBieHHOrO BONpoca B 3ajade,
MIOTIBITATHCSl MAKCUMAJIBHO TOYHO OTIPENIENIUTh MPOOJIEMY U COOTBETCTBEHHO PEIINTh €e.

3azayM JOJDKHBI PEIaThCsl CTyACHTaMU NMHUCBMEHHO. lIpu peniennn 3amad Taxke BaXKHO
MPaBUIBHO CPOPMYIIMPOBATH U 3aIIUCATh BONPOCHI, HAYMHAS ¢ OoJiee 00IUX U, KOHYAask YaCTHBIMHU.



Kpumepuu oyenueanusi — OleHKa yUUTBIBAET METOABI U CPEJCTBA, UCIIOJIB30BAHHBIE TIPU
pELIeHNU CUTYallMOHHOM, MpoOJIeMHOMN 3aJauu.

OrneHka «8binoHeHo» CTABUTCS B Cllydyae, ecii OOyYaroIIMICs MoKa3all IMOJIOKUTEIbHbIC
pe3yNbTaThl B MpOILECCE PEIICHUs 3aJaud, a UMEHHO, Korja OOy4aroIIuics B I€JIOM BBIIOJHUII
3ajaHue (peru 3a/1ady), UCTOIb3ys B MOJHOM 00BEeMe TEOPETHUECKHUE 3HAHUS U MPAKTHUECKUE
HaBBIKH, MOJTYYEHHbIE B Mpoliecce 00yUeHHUS.

O1eHKa «He 8bInoIHeH0» CTaBUTCS, €CIIM 00yJaroIIMCs He BBITIOJIHUII BCe TPEOOBaHMUS.

2. TectupoBanue

SBsieTcst OAHUM U3 CPEACTB KOHTPOJIS 3HAHUM, 00yJaromuxcsl Mo AUCIUILIIHHE.

Kpumepuu oyenuseanus — npaBUIbHBIN OTBET Ha BOIIPOC

OrneHka «omauyH0y CTAaBUTCA B CIIy4ae, €Clu MpaBwiIbHO BBITTOTHEHO 90-100% 3amanuit

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

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

OrneHKa «Hey0os1emeopumenvHoy CTABUTCA, €CIH MPABWIBHO BBITIONHEHO MeHee 50%

3aJaHuH.

6. Ilepeuenv 0cHo8HOU U OONOIHUMENbHOU YYEOHOU JAUMmMepPamypvl, HeOOX00UMOU 011
oceoenusn OucCyUnIUHbL (M00yns)

6.1 OcHnosHas yueonas tumepamypa

1. KysnemnoBa, U. B. JlokyMeHTHpOBaHWE YMPaBICHYECKON ACSITEIBHOCTH [DIEKTPOHHBIN
pecypc]: yuebHoe mocobue mis OakamaBpoB / M. B. Kysnemosa, I'. A. Xagarpsu. — Mocksa,
Caparos : lamkoB u K, Aii [Tu Op Menua, 2017. — 240 c. — ISBN 978-5-394-02780-2. — Texkct

ANEKTPOHHBINH // DnexTpoHHO-OMOmuoreyHass cuctema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/59274.html

2. Cumonsy, P. 5. JlokyMeHTaIIMoHHOE 0OecTieueHIe CUCTEMBI YIIPABIEHUS! OpraHu3aIuen
[DnexTponHsIil pecypc]: yueoHoe nmocodue / P. . Cumonsin. — Capatos : At [1lu Op Menua,
2018. — 180 c. — ISBN 978-5-4486-0167-5. — TekcT : 3IeKTPOHHBIH // DIEKTPOHHO-
omommoreunas cucrema IPR BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/72458.html

6.2 Jlononnumenvhas yuyeOHas aumepamypa.:

1.JIatbimes, [[. B. MapkeTHHTOBbIE€ TEXHOJIOTUM U CTPATETMU B YHPABICHYECKOU
JeSTeNbHOCTH OpraHu3auu. TeopeThdeckuil Kypc : ydeOHOe MocoOue Ui CTYICHTOB

BeiciX y4deOHbIX 3aBenenuit / [[. B. Jlareimes, T. M. I'omatonoBa. — Bomrorpan :
Bonrorpanckuit rocyJapCTBEHHBIM COIMAJIbHO-TI€JarOTUYECKUN YHUBEPCUTET,
«Ilepemena», 2019. — 135 c. — ISBN 978-5-9935-0392-9. — TekcT : 31eKTpOHHBIN //
OnekTpoHHO-OMONMMoTeyHass  cucrema I[PR BOOKS : [caiiT]. —  URL:

http://www.iprbookshop.ru/82663.html
2..Ky3nenosa, . B. JlokyMeHTallnOHHOE OOecIeueHNEe YIIPaBICHUS TIEPCOHAIIOM :

ydyebHnoe nmocobue st 6akanaBpoB / U. B. Ky3nenosa, I'. A. XauatpsiH. — 2-e u3.
— Mockaa : JlamkoB u K, Ait [lu Op Meaua, 2019. — 220 ¢. — ISBN 978-5-394-
03124-3. — Tekcrt : 27eKTpOHHBIA // DieKTpoHHO-OMONMMoTeuHas cuctema [PR
BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/83142.html

6.3. Ilepuoouueckue uzoanus


http://www.iprbookshop.ru/82663.html
http://www.iprbookshop.ru/59274.html
http://www.iprbookshop.ru/83142.html
http://www.iprbookshop.ru/72458.html

1. T'ocymapctBeHHas cimyk6a 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! HOBoH 3k0HOMHKH. ISSN: 1994-0556.
http://www.iprbookshop.ru/34078.html

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

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

CaiiT o KaapoBOMYy JEIONpPOU3BOACTBY https://www.kadrovik-praktik.ru/
CnpaBouHo-mipaBoBas cuctema «Koncynbrant [Iroc» www.consultant.ru
HudopmanmonHo-npaBoBoii nopran «I"apant» http://www.garant.ru
DJeKTpoHHbIE OPUCHBIE CUCTEMBI http://Www.eos.ru
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8. Memoouueckue yxazanusn 011 00y4arouiuxcsa no 0C60eHUI0 OUCUUNIUHBL (MOOYN5)

YcnenHoe 0CBOGHHE TaHHOTO Kypca 0a3upyeTcsl Ha palliOHaJIbHOM COYETaHHHM HECKOJIbKHX
BUJIOB Y4eOHOMU JEATEIIbHOCTH — JIEKIUH, CEeMUHAPCKUX 3aHATHUI, CaMOCTOATENIbHONW paboThl. [Ipu
3TOM CaMOCTOSITENIbHYIO paboTy cjeayeT paccMaTpuBaTh OJHUM U3 TJIaBHBIX 3BEHBEB
MOJTHOLIEHHOTO BBICHIET0 O0pa3oBaHMsA, HA KOTOPYIO OTBOJMTCS 3HAYMTENbHAs 4acTb Y4eOHOTO
BpPEMEHH.

Bce Buabsl 3aHATHI TpoBOAATCA B (GopMe OHJIAHH-BEOMHAPOB C  HCIIOJB30BaHHEM
COBPEMEHHBIX KOMIBIOTEPHBIX TEXHOJIOTHH (HAJIMYHME Mpe3eHTauuu 1 popyMma 11 00CyKIeHUS).

B nponecce u3ydeHHss AUCLUUIUIMHBI CTYJEHTBHl BBINOJHSIOT IPAKTUYECKHE 3aJaHusl U
MIPOMEXYTOUHbIe TecTbl. KOHCYyJIbTHpOBaHME MO HM3y4yaeMbIM TEeMaM IPOBOJUTCS B OHJIAMH-
peKuMe BO BpeMsi IIpoBeJIeHHsI BEOMHAPOB U Ha (hopyMe AJIsi KOHCYIbTallui.

CamocTosiTenbHas paboTa CTyACHTOB CKJIaIbIBACTCS U3 CIEAYIOIIUX COCTABIISIOIINX:

- paboTa C OCHOBHOW M JONOJHUTEIBHOW JHUTEPATypoOi, C MaTepualaMd HHTEpPHETa U

KOHCIIEKTaMH JICKIIHI;

- BHEAYJIUTOPHAs MOJrOTOBKA K KOHTPOJBHBIM paboTaM, BHIMOJIHEHHUE J0KIa0B, pedepaToB

U KypCOBBIX padoT;

- BBITTOJIHEHHE CAMOCTOSATENIbHBIX MPAKTHUECKUX padoT;
- MOATOTOBKA K 9K3aMEHaM (3a4eTaM) HEMOCPEICTBEHHO Mepes] HUMHU.

Jlis TpaBUIBHOM OpraHu3aluu  padOThl HEOOXOIWMO YYHUTHIBATH MOPSIOK WU3yYEHUs
pa3AenoB Kypca, HaXOAIUXCS B CTPOroil JJOTMUECKOHM mociienoBaresibHOCTH. [loaToMy xoporee
YCBOEGHHE OJHOW YacTH AUCHMILUIMHBI SIBISETCS MNPEANOCBUIKON I YCHEIIHOIo Iepexoja K
cienyromel. 3aianus, MpoOIeMHbIE BOIPOCHI, PEATIOKEHHBIE 11 N3YUYECHUS AUCUUIUIMHBI, B TOM
yucjie€ U JUIsl CaMOCTOSITENIBHOTO BBIMOJIHEHUS, HOCIT MEXIUCIUIUIMHAPHBIA XapakTtep H
0a3upyrOTCs, MpPEXJIEe BCEro, Ha NPUYHMHHO-CIEICTBEHHBIX CBA3SIX MEXIy KOMIIOHEHTaMHU
OKpY>Kalollero Hac Mupa. B TeueHue cemectpa, HEOOXOJUMO MOATOTOBUTH pedepatsl (IPOESKTHI) C
HCIIOJIb30BaHUEM PEKOMEHyeMON OCHOBHOM M JTOMOJIHUTEIbHOW JUTEpaTyphl U claTh pedepaTs
JUI TIPOBEPKU TIPENOJaBaTeN0. BakHBIM COCTAaBIISIIOIIMM B M3YyYEHUHU JAHHOTO Kypca SIBJISETCS
pellleHrne CHUTYallMOHHBIX 3afady U paboTa HajJ MNpoOJIEeMHO-aHATUTHUYECKHUMH 3aJaHUSIMHU, YTO
IIpeIoJIaracT 3HaHNe COOTBETCTBYIOIIEN HAyYHOW TEPMUHOJIOTHH U T.J.

Jlig jydiiero 3almoMHMHaHHS MaTepuana LeiaecooOpa3HO HCIOJIb30BaTh WHAWBHyalbHbIE
0COOEHHOCTH M pPa3Hble BUJAbI MaMSITU: 3PUTENIbHYIO, CIYXOBYIO, aCCOIMATUBHYIO. Y CIEIIHOMY
3alIOMHUHAHMIO TAK)KE CIMOCOOCTBYET NMPUBEJIEHHUE SIPKUX CBUAETEIBCTB M HATJISIHBIX MPUMEPOB.
Y4eOHbIil MaTepuall J0KEH MOCTOSIHHO MOBTOPATHCS U 3aKPETUIATHCS.


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

[Ipu BBIMOTHEHUH MOKJIAI0B, TBOPUECKUX, MH(POPMAIMOHHBIX, HCCIEIOBATEIBCKIX MPOCKTOB
0cob0e BHUMaHue ciielyeT o0paniath Ha IOJ00p UICTOYHUKOB MH(POPMAIIMN U METOJUKY pabOThI C
HUMU.

Jlyist yerienHOM ciauu sK3aMeHa (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 HUCIOIb30BaTh TaKUM 00pazoM,
YTOObl OCTaBUTh MOCJIEAHUNH [€Hb CBOOOJHBIM Uil IMOBTOPEHHUS Kypca B LEJIOM, s
CHCTEMaTH3allMU MaTepraa u T0paOdOTKH OTACITHHBIX BOTIPOCOB.

Ha sk3aMeHe BBICOKYIO OIIEHKY IOJy4aroT CTYIEHTBI, HCIIOJIb3YIOIINE JaHHbIE, TOTy4YeHHbIC B
MpoIiecce BBIMOIHEHHUS CaMOCTOSTEIFHBIX pa0oT, a TaAKKe MCIIONB3YIONIHE COOCTBEHHBIC BBIBOJIBI
Ha OCHOBE M3yYEHHOT'0 MaTepuaa.

Y4auThIBas 3HAYMTENBFHBIH O0BEM TEOPETHUECKOTO MaTepHalia, CTYICHTaM PEKOMEHIYETCs
peryJsipHOe MoCeUIeHne U MoIPOOHOE KOHCIIEKTUPOBAHUE JICKIUH.

[98)

9. Ilepeuensv un@opmayuonnbIX MEXHONO2UTL, UCHOTILIYEMBIX RPU OCYU{ECHIBIEHUU
obpazoseamenbvho2o npoyecca no oucyuniune (Mooyir), 6KI04AA nepederb NPOZPAMMHOZO
obecneuenus 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 cBo00oaHO pacmpocTpaHseMblil OPHUCHBIHN MaKeT ¢ OTKPHITHIM UCXOAHBIM
KOJIOM

4. Uadopmarmonno-crnpaBodnas cuctema: Cucrema KoncynprantlImoc
(MudopmaiioHHbII KOMIUIEKC)

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

6. ArTuBUpycHas cucrema NOD 32

7. Adobe Reader. JIuniensus npornpuerapHasi CBOOOIHO-pacpocTpaHsieMast.

8. DnexkTpoHHas cuctema auctanimorHoro ooydenus AHOBO «MockoBckuit
MEXyHapOAHbIH yHUBEepcuTeT». https://elearn.interun.ru/login/index.php

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

KOMITBIOTEPHI TIEPCOHATBHBIC JJIS TIPETIOaBaTeNeld ¢ BBIXOAOM B ceTH MHTepHeT;
HaYIIHUKH;

BeOKaMephl;

KOJIOHKH;

MUKPO(OHBI.
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11. 06pa306am€ﬂbele mexnoJjiocuu, ucnojibiyemasle npu oceoernuu Oucuunﬂuubt

s ocBOeHUS! TUCHUIUIMHBI UCHOJIB3YIOTCS: TPaJAULMOHHBbIE (OPMBI 3aHATHH — JIEKIIMU
(TUOBI TEKUMH — yCTaHOBOYHAs, BBOJHASA, TEKYyIIasl, 3aKIIOUUTENIbHAs!, 0030pHast; BUABI JICKIIUH —
npoOyieMHasi, BU3yalibHasi, JIEKIHUA KOH(EPEHLHUs, JIeKIHs KOHCYJbTallus); M CEeMUHApCKHe
(mpakTHYeCKHe) 3aHATUS B MHTEPAKTUBHBIE (POPMBI 3aHATHH - pEIIeHUE CUTYAllMOHHBIX 337134 U
pa300p KOHKPETHBIX CHUTYyallHil, caMocToATeIbHasl paboTa CTy/I€HTOB C yU4eOHBIMU MaTepuaIamH,
MIPE/ICTaBJICHHBIMU B 3JIEKTPOHHOH cucTeMe 00yueHHs.


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

Ha yueOHBIX 3aHATUSAX HCIONB3YIOTCA TEXHMYECKHE CpeACTBAa OOydeHUS:
KOMITHIOTEP, TOAKIIOYEHHBIM K ceTh MHTepHeT W mporpammoit Opay3epoM [Uisi BBIXOJAa B
MHTEPHET, MOHHUTOP, KOJIOHKH, MUKpO(OH, BeO Kamepa, maker nporpamm Microsoft Office mms
JIEMOHCTPAIINH TIPE3CHTAIMA 1 Meauadaiios, MakeT IporpaMM JUIs POBECHHUsT BEOMHAPOB B OH-
nmaifH  pexume. TectupoBaHue 00ydyaeMbIX MOMKET OCYHIECTBISATBCS C  HCIIOJIB30BaHHEM
DIIEKTPOHHON CHUCTEMBI JHCTAHIIMOHHOTO OOY4YeHHs, YCTAaHOBJICHHOW Ha 000pyIOBaHWUU
YHHUBEPCHUTETA.

11.1. B ocBoeHnn y4eOHOMH JMCHUILIMHBI HCIOJbL3YIOTCS CJeIylolue TPaAuluOHHbIe
o0pa3oBaTe/ibHbIE TEXHOJIOTHH:

- YTeHUE MPOOIEMHO-UH(POPMALIMOHHBIX JIEKIIUI ¢ UCTIONBb30BaHUEM MTPE3CHTALNN 1
TpaHCIsAUUEH BBICTYIUICHUS JIEKTOPA,

- CEMUHAPCKUE 3aHATUS AT 00CYKJICHHS, AUCKYCCUI U OOMEHAa MHEHUSIMU C
MCIIOJIb30BaHUEM DJIEKTPOHHBIX CUCTEM KOMMYHHUKaIUH (POpPyMBbI, YaThl);

- KOHCyJbTaluu (hopymsl);

- caMOCTOsTeIbHAsl paboTa CTYJAEHTOB C Y4eOHOI INTepaTypoil ¥ MepBOUCTOUHUKAMY;

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

- TECTUPOBAHUE IO OCHOBHBIM T€MaM JUCLMIIINHBI.

11.2. AKTHUBHBIC 1 HHTEPAKTHBHbIE MeTOABI H GOopMbI 00y4eHUs!

N3 mepeunst BUAOB: («moszeosou wimypmy, anaiuz HIIA, ananuz npobremuvlx cumyayui,
aManu3 KOHKPEMHbIX CUMYayull, UHYUOEHMbl, UMUMAYUA KOJIEKMUBHOU NpOPDecCUOHANbHOU
OdesmenbHOCMU, pa3blepbléanue poiell, meopuecKkas paboma, C8A3aHHAS ¢ 0CB0EHUEM OUCYUNTUHBL,
ponesas uepa, Kpyeuwlil Ccmol, oucnym, 6ecedd, OUCKYCCUsl, MUHU-KOHQepenyus u Op.)
UCIIOJNIB3YIOTCS CIIETYIOIINE:

- ducnym

- aHanu3 nPooIeMHbIX, MEOPUECKUX 3A0AHUL, CUMYAYUOHHBIX 3A0aY

- ponesas uepa;

- Kpyenvlii Cmo;

- MUHU-KOHGhepeHyus

-0ucKyccus

- beceoa.

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

[Ipu opranuzauuu oOydeHHs MO JUCHUIUIMHE YYUTHIBAIOTCS OCOOEHHOCTH OpraHHU3aluu
B3aWMOJICHCTBHS C MHBAJIHIAMH H JIUI[AMH C OTPAHUYCHHBIMHA BO3MOKHOCTSIMH 37I0OPOBBS (Iajiee —
uHBayIMAB! U Juna ¢ OB3) ¢ nenbio obecnieueHust UX MpaB, pa3pabaThIBAIOTCS aJalTHPOBAHHBIC
IUIT WHBAJIHMJOB TPOTPAMMBI TIOATOTOBKM C YYE€TOM pa3IHMYHBIX HO30JOTHH, BHIABI W (OPMBI
COIIPOBOKACHUS 00YUEHUS, UCTIONB3YIOTCS CIIEUAIbHbIE TEXHUYECKUE M MPOTrpaMMHBIE CPE/ICTBA
oOyueHusi, TUCTaHIIMOHHbIE 00pa3oBaTeNbHBIE TEXHOJIOTUH, obecrieunBaeTcsi Oe30apbepHas cpena
U Tpoyee.

Beibop mMeromoB  oOydeHuss ompefensercs —colep)kaHueM OoOydeHHus, YPOBHEM
METOAMYECKOTO M MaTepUalbHO- TEXHMYECKOro O0ecredyeHusi, OCOOEHHOCTSIMH BOCIPHUATHUS
y4eOHOl MH(OpMAIH CTYJCHTOB-MHBAIHIOB U CTYACHTOB C OTPAHUYCHHBIMH BO3MOXXHOCTSIMHU
3010poBbs M T.JA. B o00pazoBaTeabHOM IpolLieCcCe HCHONb3YIOTCS COLUATbHO-aKTHBHBIE U
pediieKCUBHBIE METOJbI O00Y4YEeHMs, TEXHOJOTMH COLMOKYJIbTYPHOH peadWiIuTaluud C IIeJbIo
OKa3aHHs TOMOLIM B YCTAHOBJIGHHMHM MOJHOLEHHBIX MEXJIWYHOCTHBIX 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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