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1. Ilepeuens

niaanupyemslx  pes3yiomamoe

o0yuenua no Oucyuniune (MOOysio),

COOMHECEHHBIX C NJIAHUDYEMBIMU pe3)lbmamamM 0C60CHUA 06pa308ameﬂbuoﬁ npozpammbl

KomneTenuus [Tnanupyemple pe3yabTaThl 00YUYSHHS N0 TUCIUTIIINHE
OIIK-4 3HaTh:

CIIOCOOHOCTEIO - HOPMBI | MPaBHJIA JEIOBOTO OOIICHHS M MMyOIMYHBIX BBICTYILJICHUH,

OCYILECTBIISITh - BEJICHUS IEPETOBOPOB, COBEIIAaHUMH,

JIeJI0BOE OOIIIeHNE
U IyOJIUYHBIC

- IpaBWiIa M TpeOOBaHUS BEIECHUS JIEJIOBOM MEPENMCKU U MOIAEPIKKU
3JICKTPOHHBIX KOMMYHUKALIW;

BBICTYIUICHUS, -OCHOBHbBIE BU/IbI JOKYMEHTOB, PErJIaMEHTHPYIOIINX OCYIIECTBICHHUE
BECTH MIEPETOBOPHI, | YIIPABICHUECKON A TEIbHOCTH;
COBCIIIAHHUS, YmMmern:
OCYIIECTBIIATh - OCYIIECTBIIATH JAEJIOBOE OOLICHHUE U IyOJNYHBIC BBICTYIIJICHNUS,
JICJIOBYIO - OCYILIECTBIISATh JOKYMEHTOO0O0POT,
NEPEnucKy U - BECTH IIEPETOBOPHI, COBEIIAHHS,
MOJICP>KUBATH - OCYILLECTBIISITH JICJIOBYIO NIEPENUCKY U MOAEPKUBATH SJICKTPOHHbBIE
3JIEKTPOHHBIE KOMMYHUKAIHH;
KOMMYHHKAIUH Baanern:
-CIIOCOOHOCTBIO OCYIIECTBIIATH JACJIOBOE OOILICHNUE U ITyOJIMYHBIC
BBICTYIUICHHUS, BECTH MIEPErOBOPHI, COBELIAHUSI, OCYLIECTBIIATh JEIOBYIO
MEPENUCKY U MOAJIEPKUBATH AIEKTPOHHBIE KOMMYHHUKALIUH;
-HaBBIKAaMH pabOTHI C JOKYMEHTAMH, B TOM YHCIIE€ Ha 3JIEKTPOHHBIX
HOCHUTEIISIX, UX CUCTEMaTH3aINH;
ITK-8 3HaTh:
BJIaJICHIEM - METOJIMKY MOJIrOTOBKH OPTaHU3AIIMOHHBIX U PACTIOPSAUTEIBHBIX
HaBbIKaMU JIOKYMEHTOB, HEOOXOIUMBIX U1 0(OPMIICHUS PEIICHUI B yIIPaBICHHUH,
JOKYMEHTAJIIBHOTO | - MOPSA0K 0(pOpMIICHHSI JOKYMEHTOB B COOTBETCTBUU C HOPMATUBHOM
oopMIeHUS 0a3oii;
peuieHuit B Ymersn:
yIpaBlIeHUU - COCTaBJATh M OGMOPMIISATH OPraHM3AIMOHHBIE W PACHOPSAUTEIbHBIC
OTIepaMOHHON JOKYMEHTBI, HEOOXoIuMble sl OGOpPMIICHHS PEIICHH B YNpaBIICHUH
(TpOU3BOJICTBEHHO | OMEPAllMOHHOM (MPOU3BOJICTBEHHO) JESTENFHOCTH OpraHU3aIHii,

i) 1esITeIbHOCTH
OpraHu3alui Mpu

- IPUMCHATH HAa MPAKTHUKE ITOCYAaPCTBCHHBIC CTAHAAPTBI U APYTUC
HOPMATUBHO - MCTOAUYCCKUC JOKYMCHTHI, pCrIIaMCHTUPYIOITHEC

BHEJIPEHUU OpraHU3aIMIO YIPABICHYECKON JIeATEIHLHOCTH,
TEXHOJIOTHYECKHX, Biaanern:
HpOIIYKTOBBIX - HAaBBIKAM#U IIOATOTOBKH OpFaHI/BaHI/IOHHBIX nu pacnops{anTeanHx
WHHOBAIIUHA WU JIOKyMEHTOB, HEOOXOIUMBIX JIJIsi OOPMIICHUS PEIICHUH B YIIPaBICHUN
OpraHU3alMOHHBIX | ONEPAIMOHHOMN (TIPOU3BOJICTBEHHOW) NEATEILHOCTH OPTaHU3aIlui TTPU
H3MEHEHUI BHEJIPEHUH TEXHOJOTUYECKUX, TIPOIYKTOBBIX HHHOBAIIUN WU
OpFaHI/I?;aIH/IOHHbIX H3M€H€HI/II>1,
- HaBBIKaMHU JJOKYMEHTHUPOBAHHS KOHKPETHBIX YIIPABICHUCCKUX CUTYAIUN;
TIK-11 3HaTh:
BIIaJIEHUEM - METOAMKY aHanu3a uHpopMamu 0 QYHKIIMOHUPOBAHUU CHCTEMBI

HaBBIKAMU aHAJIM3a
uH(pOpMaIIUHU O
(GYHKIMOHUPOBAaHU
U CUCTEMBI
BHYTPEHHETO
JTOKYMEHTO000pOT
a OpraHM3alunHy,

BHYTPEHHETO JIOKYMEHTO000pOTa OpraHu3allnHy,

- METOMKY BeJeHHs 0a3 TaHHBIX MO0 PA3IUYHBIM MOKA3aTENSIM U
(dhopmupoBanus HHOOPMAIIMOHHOTO 00ECIICYCHHS YIACTHUKOB
OpTaHMU3AIMOHHBIX IPOEKTOB;

YMmerThb:

- aHaJIM3UPOBaTh HHGOPMAIIUIO O PYHKIIMOHUPOBAHUU CHCTEMBI
BHYTPEHHETO JIOKYMEHTO000pOTa OpraHu3allny,




BeZieHus 6a3 - BeCTH 0a3bl JAHHBIX 10 PA3IMYHBIM IIOKa3aTeNsIM U (OPMHUPOBATH
TaHHBIX TI0 nH(pOpPMAIMOHHOE 00eCIIeYeHNEe YIaCTHUKOB OPTaHU3allMOHHBIX IIPOCKTOB;
pa3IUYHBIM Biaagern:

MOKa3aTelsIM 1 - HaBBIKAMH aHaIM3a HHGopManny o GyHKIMOHUPOBAHUY CUCTEMBI
¢dbopmupoBaHus BHYTPEHHETO JIOKyMEHTO000pOTa OpraHU3aIiH,

UH()OPMAMOHHOTO - HaBBIKAMHM BeJIeHHS 0a3 JaHHBIX MO PA3IMYHBIM MOKa3aTeIsIM U
obecrieyeHus (dbopmupoBaHus HHPOPMALMOHHOTO 00ECTIeUeHHs YIaCTHUKOB

YYaCTHHKOB OpraHM3aIMOHHBIX TPOEKTOB;

OpraHU3alMOHHBIX - HaBbIKaMH pabOTHI C JOKYMEHTaMH,

POEKTOB

2. Mecmo oucyunaunst (Mo0y1) 6 cmpykmype o0pa3zosamenbHoil RPOZPammol

JlucuuminHa OTHOCUTCS K JUCLUIUIMHAM IO BBIOOPY BapHaTHBHOIM 4acTH y4yeOHOro IjiaHa
OIIOII. [lanHas [MCUMIUIMHA B3aMMOCBA3aHa C JPYTMMH JUCUMIIMHAMM, TaKUMH Kak:
«OKOHOMMKA  opraHuzauuu  (mpeanpustus)», «MapkeTunr», «bu3Hec-KOMMyHHKaLUWy,
«YTpaBIlIeHHE YEIOBEUYECKUMU pecypcaMm», « byxranrepckuil y4ém».

N3zyuenue JUCLUIUINHBI MIO3BOJIUT o0yuaromumcs peaan30BbIBATh
obmenpoeccHoHaNbHBIE W TPOQECCHOHANBHBIE  KOMIETCHIIMH B  MPOQPECCHOHAIBHON
JesTeNbHOCTH.

B dyactHOCTH, BBIYCKHUK, OCBOMBIIHMI Iporpammy OakajaBpuaTa, B COOTBETCTBHH C
OpraHU3allMOHHO-YIIPABICHUECKOW, HWH(OPMAMOHHO-aHATUTUYECKON BHJAMH  JESTEIbHOCTH,
J0JDKEH OBITh TOTOB PeIIaTh CIEAYIONINE TPOopecCHOHATbHbIC 3a/1aUH:

OP2AHU3AUUOHHO-YNPABIEHYECKAA 0eAMENbHOCHb:

- y4acTHe B pa3paboTKe U peau3anuy KOPIOPaTUBHON U KOHKYPEHTHOU CTpaTEeTHH
OpraHu3alMy, a Takke (PyHKIHMOHAIBHBIX CTpaTeruil (MapKeTUHIOBOM, (PMHAHCOBOM, KaJpOBOil);

- y4acTHe B pa3paboTKe U peaan3anui KOMIIEKCa MEPOIPUATHIA OIePaliOHHOTO
XapakTepa B COOTBETCTBUU CO CTpaTEerel OpraHu3alum;

- IUTAHUPOBAHUE JESATEIHHOCTH OPTaHU3alUH U TIOPA3 ICIICHUI;

- (hpopMupoBaHNE OPraHN3alMOHHON U YIIPABICHUECKONH CTPYKTYpPbl OpraHU3aLui;

- OpraHu3anus padoThl UCTIONHUTENEH (KOMaH bl UCTIONHUTENEH) /I OCYIIECTBICHHS
KOHKPETHBIX ITPOEKTOB, BUJOB AEATEIBHOCTH, padoT;

- pa3paboTKa ¥ peanu3aiysi IPOEKTOB, HAPABJICHHBIX HA PA3BUTUE OpPraHU3aUN
(mpenmpuATUs, OpraHa rocyJapCTBEHHOTO MM MyHULIMIIAILHOTO YIIPaBJICHUS);

- KOHTPOJIb ICATEIILHOCTH MOApa3AeIeHUN, KOMaH (TPpyIin) paOOTHUKOB;

- MOTMBHUPOBAaHUE U CTUMYJIMPOBAHKE [IEPCOHAIA OpraHU3alluy, HAIIPAaBJIEHHOE Ha
TOCTIDKEHHE CTPATETUUYECKUX U OTIEPATUBHBIX LIEJICH;

- y4acTHe B yperyJMpoBaHUH OPraHU3aLMOHHBIX KOH(IMKTOB Ha YPOBHE NOAPA3ICICHUS U
paboueil KoMaHbI (TPYIIITHI)

UHPOPMAYUOHHO-AHATUMUYECKAA 0eAMETbHOCb:

- cbop, 00paboTka u aHanu3 uHpopMmalyu o hakTopax BHEIIHEH U BHYTPEHHEH Cpe/ibl
OpraHu3alyy i NPUHATHS yIPaBIEHYECKUX PEIICHUIH;

- IOCTPOEHHE U MOAJIEPKKA ()YHKIIMOHUPOBAHUS BHYTPEHHEH HH(POPMALIMOHHON CUCTEMBI
opraHuszaiuu i coopa MH(GOPMaIUK € LEJIbI0 IPUHATHS PELICHUH, INITAHUPOBAHUS 1EATEIIbHOCTH
Y KOHTPOJISL;

- CO3/1aHUE U BeJleHHe 0a3 JaHHBIX IO Pa3IMYHbIM IOKa3aTelsIM QyHKIIMOHUPOBAHUS
OpraHH3aLHnii;

- pa3paboTKa U MoAaepkKKa PYHKIMOHUPOBAHHSI CUCTEMbI BHYTPEHHETO
JTOKYMEHTO000pOTa OpraHn3aluy, BeJeHHe 0a3 JaHHBIX 10 PA3TUYHBIM MTOKA3aTeIsIM
(GYHKIIMOHMPOBAHUS OpraHU3alMi;

- pa3paboTKa CHCTEMbl BHYTPEHHETO JIOKyMEHTO000pOTa OpraHu3alIiig;

- orteHKa 3¢ (HEKTUBHOCTH IIPOEKTOB;



- MOJITOTOBKA OTYETOB MO pe3ysbTaTaM HH(POPMAIIMOHHO-aHATUTHYECKOH eI TeTbHOCTH;
- OlIeHKa 3(PEKTUBHOCTH YIPABIECHUYECKUX PEIICHUI.

3. Oobvem oucuuniunbl

Buowt yueonoii pabomut Dopmul
00yueHus
3aouna
A
OO011asi TPY10€MKOCTh: 3aUETHBIC ¢IMHHIIBI/Yachl 3/108
KonrakTHas pa6ora:
3aHSITUS JICKIIMOHHOTO THIA 4
3aHATUSL CEMHUHAPCKOIO THIIA 8
[MpomexyTouHass arrectamms: 3adeT / 3a4eT ¢ 4
OLIEHKOIi / DK3aMeH /
CamocrositeasHnas padora (CPC) 92

4. Cooeprcanue oucyunaunvl (MOOyns), CMPYKmMYpUpo6anHoe no memam / pazoenam ¢
YKa3anHuem Omee0eHHO020 HA HUX KOJIUYECHEd AKAOEMUYECKUX UACO8 U 6UO08 YUeOHbIX
3anamui

4.1.  PacmpeneneHue 4acoB 1o pasjeiam/TeMaM | BHIIAM paOOThI

4.1.1. 3aounas ¢popma oOyueHHS

Ne i/m

Buabi yueOHoli pa6oTsI (B yacax)

Pa3nen/rema

KonrakTHasi paborta

3aHaTus

THIIA

JIECKIITUOHHOI'0

3aHATHS CEMHMHAPCKOT0 THIIA

ble

us

3aHAmM | 3aHAMU

Jexyuu | Unvie | Ilpakm | Cemun
yuebH | uuecku | apwl

e

A

Jlabop
amopH
ble
pabom
bl

Hnvie

Camocr
OAATEJIbH
an
padora

JIOKyMEHTOBEICHHE.
OCHOBHBIE  TTOHSITHSL.
JIOKyMEHT ¥ CHUCTEMBI
JTOKYMEHTAITHH.

HopmarusHas
JOKYMEHTALMSI.
[TpaBuna opopmiaeHus
JOKYMEHTOB "
3aIlOJIHEHUSI THUIIOBBIX

dopm.

10

Cucrema
OpraHU3allMOHHO-
[IPaBOBOM
JOKYMEHTAIUH.

14

Cucrema
pacnopsIUTeIbHON

14




JOKYMCHTAIIMN.

NudopmanronHo-
CIpaBOYHAS
JOKYMCHTAITHSL.

Kanposas
JOKYMEHTaLUsl.
JIOKyMEHTBI o
JMYHOMY COCTaBY.

12

JIoKyMeHTOOO0POT.
ApPXHMBHOE XpaHEHHE.
Kondunennuanpabie
JTOKYMEHTHI.

Komnerorepusie
TEXHOJIOTUH
JIOKyMEHTAI[MOHHOTO
obecrniedeHus
yIIpaBJICHUsI.

IIpomexyTounas
aTTecTanus

4

Hroro

108

4.2.

[TporpamMma AMCHUIUTUHBI, CTPYKTYPUPOBAHHAS IO TeMaM / pazesiamMm

4.2.1. CoaepxaHue JEKIIMOHHOTO Kypca

Ne i/

HaumeHoBaHHe TEMbI
(pa3aena) IMCHMILIMHBI

Couepma}me JICKHHMOHHOI'0 3aHATUSA

JIOKYMEHTOBEICHUE.
OcHoBHbIE

JIokyMeHT U
JOKYMEHTAIIUH.

TIOHATHSA.
CHUCTEMBbI

[Tonatne w  (QyHKUIMH  JTOKYMEHTOBEAEHUS U
nenonponsBoacTBa. CyIIHOCTH W OCHOBHBIE 3aJaul
JIOKYMEHTHPOBAHUsS  YIPABICHYECKOH J1€ATEIBbHOCTH.
Kpatkuii 0030p ucTOpUM  [TOKYMEHTOBEACHUS U
nenonpousBoacTtBa. CoBpeMEHHOE TIOCYIapCTBEHHOE
peryiupoBaHHe  JOKYMEHTAIMOHHOTO  OOecrieueHHs
ynpasinenue ([IOY). OcHOBHbIE TEPMHMHBI M IOHATHUS
JOVY. llonstne wuHbopManmuu U HHGOPMAIIMOHHBIX
pecypcoB.  Ilpunmumsr  paGoTel ¢ /I€J0OBOM
uHpOpManuei. YHuuurpoBaHHbIe CUCTEMBbI
JIeJIOTIPOU3BO/ICTBA.
HopmaruBHO-cripaBo4Hasi ~ JTOKyMEHTAIIHS.
[TpaBuia co3paHusi JOKYMEHTOB.

I'OCT.

HpaBOBOﬁ JAOKYMCHTAIUU.

Cucrema Opranu3andoOHHO-

Ha3znauenne u coctaB OpraHu3alMOHHO-IIPaBOBOM
JOKyMeHTanuu. PYHKIMM OpraHU3allMOHHO-IIPAaBOBBIX
JIOKYMEHTOB.  YUpeauTelbHbIE JOKYMEHTHl. YCTaB.
Horosop. Ilonoxenue. HMuctpykuuu. JIOJKHOCTHBIE
uHCTpyKuuu. CTpyKTypa W IUTaTHas YHUCICHHOCTb.
IratHoe  pacnucanue.  IlpaBuna  cocraBiieHus,
oopMIIeHHUST TOKYMEHTOB.

4.2.2. CopeprkaHue MPaAKTUIECKUX 3aHITHI

| Ne n/nn

| HaumeHoBaHHe TeMbI

Conepma}me NMPAKTUYICCKOI'o 3aHATHA




(pa3aena) M CHUNJIMHBI

CucremMa pacnopsiiuTeIbHOM
JIOKyMEHTAI1H.

[IpaBuna cocraBieHus, O(OpPMIEHUS JOKYMEHTOB.
IIpukasel 110 OCHOBHOW JAEATENBHOCTU. J[OKYMEHTHI,
U3/1aBaeMble B YCIIOBUAX KOJUIETHaJIbHOCTH
(moctaHoBNIEHUs, pEUIeHUs); JOKYMEHTHI, W3/1aBacMble
B YCIOBHUAX €IMHOJIMYHOIO MPUHATHS pPELICHUH
(mpukasbl, ykazaHusi, pacnopspkenus). O00coOnmeHHbII
JOKYMEHT —  HOpoTokoid. Buasl, ocobGeHHoctu
oopmiteHus. CocraBieHue JIOKYMEHTOB c
npuMmenenueM ['OCT.

WudopmannonHo-
CIIpaBOYHas TOKYMEHTAIHUSI.

[IpaBuna cocraBieHusi, O(GOpPMIICHHUS JTOKYMEHTOB.
NuunmatuBHbBIE JAOKYMEHTBI, JOKJIAQJHbBIE 3aIHCKH.

2. OObscHuTenbHblE  3anucku. AKkThl.  [Ipennoxenue.
CrpaBku  ciayeOHOTO M JIMYHOTO  XapakrTepa.
CrnyxxeOHble (IeNOBBIC) MHUCHhMA. XapaKTEPHUCTUKH.
PaznoBugHocTH. OcoOeHHOCTH OQOPMIICHHUS. DTHKET
nenoBoro oOmeHus. CocTaBleHHE JIOKyMEHTOB C
npuMmenenueM ['OCT.
4.2.3. CopnepxaHue CaMOCTOSITEIbHOW PadOTHI

Nen/ | HammeHoBaHMe TeMBbI Copnepxanue caMOCTOATEILHONH PadoOThI

n (pa3nesa) QM CHUILIMHBI

l. JoxymenToBeneHne. OcHoBHbIE | CyIIHOCTh M OCHOBHBIE 3a/1a4ll JOKYMEHTHUPOBAHUS
noHATHA. JIOKyMEHT U CHUCTEMBI | yIpaBlieHdecko aedrenbHocTu. KpaTkuit 0030p
JIOKYMEHTAI1H. UCTOPUM JOKYMEHTOBEJIEHUS U JIEIOIPOU3BOJCTBA.

CoBpeMeHHOE TOCYJapCTBEHHOE peryJirpoBaHUE
JIOKYMEHTAIMOHHOTO  00ecreueHust yIpaBJeHUE.
OcHoBHble TepMuHBI U noHATHA JIOVY. Ilonsatue
UHpOpMALIMM M  UHPOPMALMOHHBIX  PECYPCOB.
[Tpunuuner paboTel C JenoBOM  MHGpOpManueH.
YHUPHUUIHPOBAHHBIE CUCTEMBI JIETONPOU3BOJICTBA.

2. HopMmatuBHas gokyMeHTanus. | Bumbl HOpMaTUBHO-CIPaBOYHON  JOKYMEHTAIUU.
IIpaBuiia opopmrnenust | TOCT. IlpaBuna co3manusi qokyMeHTOB. IlpaBuia
JOKYMEHTOB W  3alOoJHEHMs | HalMCaHUs PEKBHU3UTOB. bnanku U
THIIOBBIX (JOPM. YHUDHUIIMPOBAHHBIC (hOPMBEL.

3. Cucrema OpraHu3alMoOHHO- | OYHKIMHN OPTaHU3alMOHHO-IPABOBBIX TOKYMEHTOB.
IIPaBOBOM JTOKYMEHTAIIUH. VYupenurenbHble JTOKyMEHThI. Ycras. Jlorosop.

[Tonoxxenwue. HNucTpykuuu. JomKHOCTHBIE
UHCTpyKUuU. CTpyKTypa W LITaTHAas YHUCIEHHOCTb.
[lItaTHOE pacnucaHue.
4. Cucrema  pacnopsautenbHou | JJoKyMeHTHI, n3/1aBacMble B YCIIOBUSIX
JIOKYMEHTAaIluU KOJJIETUATBHOCTH  (IIOCTAHOBJICHMSI,  PEIICHUs);
JIOKYMEHTHI, u3/1aBacMble B YCIIOBUSAX
CAMHOJIMYHOTO TPUHATUS penieHuid (TpuKasbl,
yKa3aHus, pacropspKeHust ). 0O060co0IeHHBIH
JIOKYMEHT — IPOTOKOJL
3. HNHbopmannoHHO-CTIpaBOYHAS [Tpennoxenune. CrpaBkud CIy:)KeOHOTO W JIHYHOTO

JIOKYMEHTAIHSI.

xapakTtepa. CiyxeOHble  (Z€JIOBbIE)  MHCHMA.
Xapakrepuctuku. PasHoBuanoctu. OcobeHHOCTH
odopmieHHs. DTHKET JeJI0BOr0 OOILEHHSL.




6. Kanposas nokyMmeHTauus. | HazHaueHne u cocTaB JOKyMEHTOB IO JIMYHOMY
JloKyMeHTBI o TuYHOMY | coctaBy. HopmatuBHas 06aza. YHHpUIIMpPOBaHHBIC
COCTaBy. dopmbl.  Anroput™m aeictBuii u  odopmieHus
JIOKYMEHTOB TIpH MpuéMe Ha paboTy, YBOJIbHEHUH,
NIEPEBOJIE HAa APYTYI JOJKHOCThb, OTIIPABJIECHUU B
komaHaupoBky. CocrtaBneHue u  odopmiieHue
OCHOBHBIX  JIOKYMEHTOB. TpyaoBoi  AOrosop,
MIPUKa3bl 110 JIMYHOMY COCTaBY, TPYJAOBBIE KHUXKKH,
JIMYHOE JIeN10, JINYHAsI KapTouKa.

7. HoxymenToo6opoT. ApxuHoe | OCHOBHBIC TTOHATHS u MPUHLIMIIBI
xpanenue. Kondunennmansheie | 1okyMeHTO000poTa. [IpsSIMOTOYHOCTh  JBUIKCHHS
JTIOKYMEHTBI. JIOKYMEHTOB. Bxonsmue, UCXOAsIINe u

BHYTPEHHUE JOKyMeHTHL. IIpaBuna o00paboTku
JIOKyMEeHTauuu. [IpaBuia © CPOKH XpaHCHUs
JOKyMeHTOB. [ToHsTHE KOH(UICHIIMAIEHOCTH.

8. Kommbrotepabie  TexHosoruu | MHGOpMaIMOHHBIE KOMITBIOTEPHBIC TEXHOJIOTHH.
JIOKYMEHTAITMOHHOTO Meronsl  3ammThl  WHQOPMAIMH, AJICKTPOHHO-
o0ecrieueHns ynpaBleHusl. muppoBas  mommuce  (OILII), mmdposanue.

ABTOMAaTU3UpPOBaHHbIE WH(OPMAIIMOHHBIE CUCTEMBbI
JIEJIONPOU3BOACTBA. DJIIEKTPOHHOE MPABUTENBCTBO.

5. @®ono ouenounvix cpeocmeé 0nA  NPOBEOCHUA  NPOMENCYMOUHOU  ammecmayuu
odyuarowuxca no oucyuniune (Mooyno)

[IpenycMoTpeHbl  creayrolme BHABI KOHTPOJS KAauecTBa OCBOCHUSI KOHKPETHOM
JTIVCITATIINHEL
- TEKYLLUA KOHTPOJIb YCIIEBAEMOCTH
- IPOMEXYTOYHAs aTTECTAIUsI 00YUAIOIIUXCS IO TUCIUTITNHE

®DoH/T OIIEHOYHBIX CPEACTB ISl MPOBEICHUS npOMenfyTquoﬁ aTTeCTaIlMM O0YyYaroIIUXCs
no puctumuae opopmiieH B IPUJIOKEHUU k PABOYEU ITPOI'PAMME JTUCHUTTIJIMHBI

Texkymuii KOHTPOJb yCIIEBAa€MOCTH OOECIEYMBAET OIICHMBAHUE XOJa OCBOCHHS
IMCUUIUIMHBI B TIpOIIecce 00ydeHUs..
5.1 Ilacnopm ghonoa oyenouHvlx cpedcms 0Jisi NPOBedeHUs. meKyujeti ammecmayuu
no oucyuniure (Mooyi)

NeKonTpoaupyembie Kon HaumeHoBaHMe OLICHOYHOI'0 CPeaCTBA
n/m | pasaenasbl (TeMbl) KOHTPOJIMP
yeMoi
KOMIIeTEeHI]
UM
1. | JlokymeHTOBEICHHE. o [IpoGnemHbIe 3amaud, CUTYaIlMOHHBIE 3a]a4H,
OCHOBHBIE  TIOHATHUA. K4 TECTUPOBaHUE
JIOKyMEHT U CHCTEMBI
JIOKYMEHTAI1H.
2. HopmarusHhast [IpoGnemHbIe 3amauu, CUTYaIlMOHHBIE 3a]a4H,
JIOKyMEHTAIHSI. TECTUPOBAHUE
[TpaBuna odopmieHus K-8
JTOKyMEHTOB u
3aM0JHEHUSI THUITOBBIX
hopm.




Cucrema [IpobnemHbIe 3a1aun, CUTYyallMOHHBIE 33/1a4H,
3 opraHu3alMoHHO- I1K-8, TECTHPOBAHUE
3. | mpaBoBOit OIIK-4
JOKYMEHTAIIUH.
Cucrema K-8 [IpoGnemHubIe 33129, CHTyallMOHHBIC 3a/1a4H,
4 pacnopsaauTeNbHON OHK-’ 4 TECTUPOBAHUE
4 JIOKYMEHTAlIUH.
NudopmanmonHo- K-8 [IpoGiieMHbIe 3amauM, CUTYyallMOHHBIE 3a/1ayH,
§ crpaBouHas OHK: 4 TECTUPOBaHUE
5 JIOKYMEHTAIHSI.
Kanposas [IpoGneMHbIe 3amaun, CUTyallMOHHBIC 3a/1ayH,
6 nTOKymMeHTanus. TIK-8, TECTUPOBaHUE
6. HoxymenTs! 1o | ITK-11
JTUYHOMY COCTaBY.
JIoKyMeHTOOOO0POT. [IpoOnemHubIe 3a7a4K, CUTYaIlMOHHBIC 3a/1a4H,
7 ApXxuBHOE XpaHEHHE. K-11 TECTUPOBaHUE
7. | Kondunenumnanbupie
JIOKYMEHTBI.
Komnerotepusie [IpoOGnemHbIe 334K, CUTYaIlMOHHBIC 3a/1a4H,
§ TexHoioruu OITK-4 TECTUPOBaHUE
8. JTIOKYMEHTAIlMOHHOTO ’
IK-11
obecrnieueHus
yIIpaBJICHUSI.

5.2 Tunosvie KOHMPOAbHLIE 3a0aHUs UIU UHbIE MAMepuaibl, Heooxooumbvle O
OUEHKU 3HAHUU, YMEHUU, HA8bIKOE U (Uau) onvlma OesimelbHOCHU 8 NPoUecce meKvule2o

KOHmMpOJiz

TunoBbie CUTYallMOHHBIE 32]a4H:
3aoaua 1

Cucrema pacnopsIuTeIbHON TOKYMEHTALNH.

[TonroroBbTe mpuKa3 00 UTOrax peBU3WH (PUHAHCOBOTO ydeTa. B KOHcTaTHpyroled 4acTu
YKa)KHUTE, 4TO peBU3UEH 00HapykeHbI (PaKThl TpyOOro HapyumeHus (UHAHCOBOTO ydyeTa: HET ydyeTa
U OTYETHOCTH II0 KOMAaHJIUPOBKAaM, OTCYTCTBYET JKypHaJl ydeTa JoBepeHHocTei. Hepocraromue
PEKBHU3UTHI YKa)KUTE CAMOCTOSITENIBHO.

3aoaua 2

NudopmannonHo-cipaBoyHas JOKyMEHTALIUS.

1) B dunman nocTynuio mucbMo-3anpoc OT PyKOBOJACTBA XOJAMHTA.

Co3pmaiiTe OTBET Ha BXOAIIEE MUCHMO-3aIPOC, MCIIONB3YS CIPABOYHYIO HH(POPMAITHIO.

2) B suHBape Oyayuiero rojga COCTOUTCS KOH(EpEeHIMs, IMOCBSIICHHAas WHHOBALUAM B
sKOHOMHKe. HeoOxommmo co3maaTe M pa3ociaTh NHCBMO-TIPHUIIIANICHHE HA IPEICTOSIIYIO
KOH(EPEHIIUIO.

Tunosslie mpo0JieMHbIE 3a1a4N:

3aoaua 1



JlokymMeHT0o000poT. ApxuBHOe XxpaHneHue. KoHduaeHnanbHbIe TOKYMEHTHI.

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

OO6paboTaiiTe OITAIMHO BXOASIIYIO KOPPECTIOH ICHIIUIO.

TunoBbie TeCTHI

1. Ilpu xakoM pacnoyiokeHuu pekBU3UTHI "'HanMeHoBanne opranuzanuu', "Bun
JOKyMeHTa" U Apyrre HeoOX0AUMbIE PEKBU3UTHI Ha OJIaHKE pa3MeIaloTcs

B BEPXHEM JIEBOM YIIIY:

Bribepure o1H OTBET:

A) Ipo10JIbHOE

b) yriosoe

B) nenrpupoBannoe

2. Jl;st KakuX JOKYMEHTOB 00s3aTeNICH PEKBU3UT «Apecary:
Bribepute 0JMH WM HECKOJIBKO OTBETOB:

A) ncbma

b) npukasel

B) nomxHOCTHBIE HHCTPYKIMH

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

A) Jlata yTBepKaeHuUs

b) ara 3aukcupoBaHHOTO B TOKyMEHTE COOBITHS

B) llata cormacoBanus

I') Jlata noanucanus

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

A) Iloanuck

b) JomxHOCTB JIHIIa, yTBEPKIAIOIIETO TOKYMEHT

B) [lewats opranuzanuu

J1) Bussl cornacoBanus

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

A) I'apanTuiinbeie 00s13aTeNIbCTBA OPTaHU3AINH

b) JomkHOCTB JTHIIa, yTBEPKIAIOIIETO TOKYMEHT

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

6. OcHoBHbIe QyHKIIUU, KOTOpBIe obecreunBaet OV
A) rulaHupoBaHue

b) opranuzanuronHo-pacnopsAuTeIbHas 1€ATEIbHOCTh

B) yuér u otuétHOCTB, pUHAHCHpPOBAHUE

7. Homenknarypa zien npeacrabisieT coOoid:

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

b) 'apanrtuiinple nmucbMa opraHu3aliu

B) I'pu¢ yrBepk1eHHsS PYKOBOIUTENS OpraHU3aluu

I') Cpoku xpaHeHUS! JOKYMEHTOB



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

JOKYMEHTA U €CTh MECTO JJIsl IEPEMEHHON UH (hopManuu

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

JOKYMEHTA U €CTh MECTO JJIsl IEPEMEHHOM UH (hopManun

MM;

B) npyroe

9. bnanku umerot nons (cormacHo OCT P 6.30-2003):

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

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

B) neBoe — 20 mMm; npaBoe He meHee 10, HikHee — He MeHee 20 MM; BepxHee — He MeHee 20

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

11. dopmysip-o6pazer — 3To:

A) COBOKYITHOCTh HE PEKBU3UTOB, a TIOJIMTUCEH

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

B) HOMeHKIIaTypa Jes opraHu3auu

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

A) nenoBble IMUCbMa

b) npukasel

B) noknaanble 3anucku

13. TpeboBanusi, MpeabIBIsIEMbIE K JOKYMEHTOOOOPOTY:

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

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

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

I') Bce BhILIETIEpEUNCIIEHHBIE

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

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



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

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

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

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

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

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

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

H3MepUTeJIN)

CTyZneHT JOKEH yMEThb BBIJEIINTh OCHOBHBIE IOJIOKEHHS M3 TEKCTa 3aJadyM, KOTOpHIE
TpeOyIOT aHalu3a U CIy’XKaT YCIOBUAMH pemieHus. Vcxoas n3 mocTaBleHHOrO BOIpoca B 3ajade,
MOTIBITATHCSI MAKCUMAJIBHO TOYHO OTIPENIEIUTh MPOOJIEMY U COOTBETCTBEHHO PEIINThH €e.

3amayM JOJDKHBI PEIaThCsl CTyACHTaMU NMHUCBMEHHO. lIpu penieHnn 3agad Taxke BaXKHO
NPaBUWIBHO CPOPMYJIMPOBATH U 3aIIUCATh BONPOCHI, HAYMHAA ¢ OoJiee 00IUX U, KOHYAasl YaCTHBIMHU.

Kpumepuu oyenusanusi — O€HKA YYUTBIBAET METOABI M CPEICTBA, UCIIOJIB30BAHHBIE IIPU
pEIIeHNN CUTYAIlMOHHOM, MPOOJIeMHON 3a1a4H.

OneHka «8vinoaHeno» CTABUTCS B Cllydyae, €clu OOyJaroIMICs MOKa3al MOJIOKUTEIbHbIE
pe3yabTaThl B MPOLIECCE PELICHUs 33/a4H, a UMEHHO, KOrja OOydyaroIIMiCs B IEJIOM BBIOJHUII
3afjaHue (pemmi 3aady), UCIOoJb3ysl B OJHOM 00beMe TEOPETUYECKHUE 3HAHUS U MPAKTHYECKUe
HaBBIKH, TIOJTy4E€HHBIE B TIpOLIecCe 00yUeHUs..

OneHka «He @blnonHeHo» CTaBUTCS, €CIA 00yUarOIINICs He BBIOJIHUII BCe TPEOOBaHMUS.

2. TectupoBanue

SBAsieTcst OMHUM U3 CPEICTB KOHTPOJIS 3HAHHM, 00YJArOIIUXCS IO AUCIUILIHHE.

Kpumepuu oyenueanus — npaBUIIbHBIN OTBET Ha BOIIPOC

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

OueHka «xopouio» CTaBUTCA, €CIU NPABUIBHO BBITTONIHEHO 70-89% 3amanuii

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

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

3aJaHuH.

6. Ilepeuenv o0cHO6HOU U OO0ONOJTHUMENBbHOU YUeOHOU Jumepamypvl, He00X00uMou 0
0ce0eHUus OUCUUNIUHBL (MOOY5)

6.1 OcHnosHas yuebnas numepamypa



1. Adonromkuna, O. W. JIoKyMEHTHpOBaHHE YINPaBIECHYECKOH JIEATENHOCTH
[DnexkTponHBIi pecypc]: yueOHoe mocodue / O. M. AdoHromkuHa; moa pemakiueid B.
H. IlycroBas. — benropoa: benropoackuii rocyaapCTBEHHBIM TEXHOJIOTMYECKUM
yauBepcuteT um. B.I'. lllyxosa, 9bC ACB, 2017. — 111 ¢. — ISBN 2227-8397. —
TekcT: anekTpoHHbIH // DnexkTpoHHo-OnbmuoreuHas cucrema [IPR BOOKS: [caiiT]. —
URL: http://www.iprbookshop.ru/80510.html

2. Cumonsin, P. . JlokymeHTanMoHHOE oOecreueHHe CHCTEMBl  yIpaBJICHUS
opraHu3amnueit [DIeKTpoHHBIN pecypc]: ydeOHoe mocodome / P. S. Cumonsn. —
Capatos: Aii IIu Op Menua, 2018. — 180 c. — ISBN 978-5-4486-0167-5. — Texkcr:
AJIEKTPOHHBIN // DnekTpoHHO-Onbnmmoreunas cucrema [PR BOOKS: [caiit]. — URL:
http://www.iprbookshop.ru/72458.html

6.2 [lononnumenvnas yuebnas aumepamypa:

1. Kysnemnosa, M. B. JlokyMeHTalMOHHOE OOECTEYeHNEe YHPaABICHUS MEPCOHAIOM
[DnexTponHBIN pecypc]: yueOHoe mocobue mnst 6akanaBpoB / M. B. Kysnerona, I'. A.
XavarpsH. — 2-e u3g. — M. : lamkoB u K, Ait IIu Op Menua, 2019. — 220 c. —
ISBN 978-5-394-03124-3. — TekcT : 3JeKTpOHHBIA // DIeKTpOHHO-OMOIMOTEUHAs
cuctema IPR BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/83142.html

2. CaraeBa, /[I. M. CucremMa MeHEI)KMEHTa KayecTBa: YIIPaBICHUE JOKYMEHTHPOBAaHHOMN
uHpopMalueit [InekTpoHHbIN pecypc]: yuedHnoe mocobue / [I. M. CaraeBa. — CapatoB
: By3oBckoe obpazoBanue, 2018. — 108 c. — ISBN 978-5-4487-0295-2. — Texkcr :
ANEKTPOHHBIN // DnekTpoHHO-O0ubmMoTeunas cucrema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/76991.html

6.3. Ilepuoouuecxkue uzoanus

1. TocynapctBeHHas ciysx6a u kaapsl. ISSN: 2312-0444.

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

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

3. DKOHOMMKA M MEHEDKMEHT cucteM ympasieHus. ISSN: 2223-0432.
http://www.iprbookshop.ru/34060.html

4. Bomnpocs! HOBOI 7KOHOMUKH. ISSN: 1994-0556.
http://www.iprbookshop.ru/34078.html

g

7. Ilepeuenv pecypcoé ungpopmayuonno-menekommynukayuounou cemu "Humepnem'
(0oanee - cemv "Hnumepnem''), neodoxooumuix 011 oceoenus oucyuniunvl (Mooyis)

denepanbHOE apXUBHOE areHTCTBO http://archives.ru/

CaliT o KagpoBOMy JeI0NpPOU3BOACTBY https:/www.kadrovik-praktik.ru/
CnpaBoyHo-mipaBoBasi cuctema «Koncynbrant [Tmocy www.consultant.ru
WNudopmannonno-npaoBoii moprain «["apant» http://www.garant.ru
DneKTpoHHbIE O(hUCHBIE CHCTEMBI http://www.eos.ru

MRS

8. Memoouueckue ykazanusa 011 00y4arouuxca no 0C80CHUI0 OUCYUNIUHBL (M00Y1A1)

YcnenHoe 0CBOGHHE TaHHOTO Kypca 0a3upyeTcsl Ha palioHaIbHOM COYETaHHH HECKOJBKHIX
BHJIOB y4E€OHOU NESITEIHHOCTH — JIEKIIMA, CEMUHAPCKUX 3aHITHI, CAaMOCTOSTEIHbHOU padoThl. [Ipu
9TOM CaMOCTOSITENbHYI0 paboTy cJleayeT paccMaTpuBaTh OJHUM W3 TJIABHBIX 3BEHBEB
MTOJTHOIIEHHOTO BBICIIIETO O0Opa3OBaHMs, HA KOTOPYK) OTBOIUTCS 3HAYHMTENbHAs YacTh Y4eOHOTO
BPEMEHU.


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/
http://www.iprbookshop.ru/80510.html
http://www.iprbookshop.ru/76991.html
http://www.iprbookshop.ru/83142.html
http://www.iprbookshop.ru/72458.html

Bce Buabsl 3aHATHI TpoBOAATCS B (GopMe OHJIAHH-BEOMHAPOB C  HCIIOJIB30BAaHHEM

COBPEMEHHBIX KOMIBIOTEPHBIX TEXHOJIOTHH (HAJIMYHME Mpe3eHTauuu 1 popyMma 11 00CyKIeHUS).

B nponecce u3ydeHHss AUCLUUIUIMHBI CTYAEHTBHl BBIMOJHSIOT IPAKTUYECKHE 3aJaHusl U
MIPOMEXYTOUHble TecTbl. KOHCYJIbTHpOBaHME MO H3y4yaeMbIM TEeMaM IMPOBOJUTCS B OHJIAMH-
peKuMe BO BpeMsi IIpoBeJIeHHsI BEOMHAPOB U Ha (hopyMe AJIsi KOHCYIbTallui.

CamocTosiTenbHas paboTa CTyA€HTOB CKJIaIbIBACTCS U3 CIEAYIOIIUX COCTABIISIOIINX:

- paboTa C OCHOBHOM M JONOJHUTENBHOW JMTEpAaTypoi, C MaTepualaMud HHTEpPHETa U
KOHCIIEKTaMH JICKIIHH;

- BHEAYJIUTOPHAs MOJrOTOBKA K KOHTPOJBHBIM paboTaM, BHIMOJHEHHUE J0KIaI0B, pedepaToB
U KypCOBBIX padoT;

- BBITTOJIHEHHE CAMOCTOSATENIbHBIX MPAKTHUECKUX padoT;

- MOATOTOBKA K 9K3aMEHaM (3a4eTaM) HEMOCPEICTBEHHO Mepes] HUMHU.

Jlis mpaBUIBHOM OpraHU3aluu  padOThl HEOOXOIWMO YYHUTHIBATH MOPSIOK W3YyYEHUs
pa3AenoB Kypca, HaXOAIUXCS B CTPOroil JJOTMUECKON MmociienoBaresibHOCTH. [loaToMy xoporee
YCBOEGHHE OJHOW YacTW AUCLUMILUIMHBI SIBISETCS MNPEANOCBUIKOM I YCHEIIHOIo Iepexoja K
cienyromel. 3aianus, MpoOIeMHbIE BOIPOCHI, PEATIOKEHHBIE 11 N3YUYECHUS AUCUUIUIMHBI, B TOM
yucie W JUISl CaMOCTOSITENIBHOTO BBIMOJIHEHUS, HOCIT MEXIUCIUIUIMHAPHBIA XapakTtep H
0a3upyloTCs, MpEXJIEe BCEro, Ha NPUYMHHO-CIEICTBEHHBIX CBA3SIX MEXIy KOMIOHEHTaMHU
OKpY>KaloIllero Hac Mupa. B Teuenue cemectpa, HEOOXOJUMO MOATOTOBUTH pedepatsl (IPOSKTHI) C
UCIOJIb30BaHUEM PEKOMEHYEMON OCHOBHOM M JTOMOJIHUTEIbHOW JUTEpaTyphl U clIaTh pedepaTs
JUI TIPOBEPKU TIPENOJaBaTeN0. BakHBIM COCTAaBIISIIOIIMM B M3YyYEHUHU JAHHOTO Kypca SIBJISETCS
pellleHrne CHUTYallMOHHBIX 3afad M paboTa HajJ MpoOJIEeMHO-aHATUTHUYECKHUMH 3aJaHUSIMHU, YTO
IIpeIoJIaracT 3HaHNe COOTBETCTBYIOIIEN HAyYHOW TEPMUHOJIOTHH U T.J.

Jlig sydiiero 3almoMHMHaHUs MaTepuana LeiaecooOpa3HO HCIOJIb30BaTh HHAWBHyallbHbIE
0COOEHHOCTH ¥ pPa3Hble BUJAbI MaMSITU: 3PUTENIBHYIO, CIYXOBYIO, aCCOIMATUBHYIO. Y CIEIIHOMY
3alIOMHUHAHMIO TAK)KE CIMOCOOCTBYET NMPUBEJIEHHUE SIPKUX CBUAETEIBCTB M HATJISIHBIX MPUMEPOB.
VY4eOHbIil MaTepual J0KEH MOCTOSIHHO TOBTOPATHCS U 3aKPETUIATHCS.

[Ipu BBIMOJIHEHUH TOKJIAI0B, TBOPUYECKUX, NH(POPMAIIMOHHBIX, HCCIEI0BATEIbCKIX MPOEKTOB
oco0oe BHUMaHHE ciielyeT oopamaTh Ha Mo100p KICTOUHUKOB MH(OPMAIIMK 1 METOJUKY pabOThI C
HUMH.

Jlnst ycnenHoi ciaum 9K3aMeHa (3a4eta) peKOMeHIyeTcst cOOII01aTh CleayoIue mpaBuia;

1. IloaroroBka K 3K3aMeHy (3a4eTy) AOKHA MPOBOJIUTHCS CUCTEMATHYECKH, B TEUEHHE BCETO
ceMecrpa.

2. VlHTeHCcHBHAs MOJArOTOBKA J0JKHA HAUYaTHCS HE MO3/IHEE, YeM 3a MECHI] 10 SK3aMeHa.

3. BpeMsi HEMoCpeICTBEHHO Mepes] PK3aMEHOM (3a4eToM) JydIlle MCIOJIb30BaTh TaKUM 00pas3oM,
YTOOBl OCTaBUThH IOCIETHUN JeHb CBOOOIHBIM JUIsI MOBTOPEHHsS] Kypca B LEJIOM, IS
CHCTEMaTHU3alUU MaTeprana u 10pabOTKH OTAEIbHBIX BOIIPOCOB.

Ha sk3ameHe BBICOKYIO OIIEHKY MOJy4YaloT CTYACHTHI, HCIOJB3YIOUINE JaHHbIE, [TOJIyYeHHBIE B
npoliecce BBIMOJHEHHUS CaMOCTOSATENIBHBIX paboT, a TaKKe UCIOJIb3YIOUIHEe COOCTBEHHBIE BBIBOJIbI
Ha OCHOBE U3y4YE€HHOI'0 MaTepuraa.

VY4uuThiBas 3HAUUTENBHBIH O0BEM TEOPETHUECKOro MaTepHalia, CTYJEHTaM PEKOMEHIYeTCs
pEryJIsIpHOE MOCeIIeHUE U MOAPOOHOE KOHCTIEKTUPOBAHHE JIEKIIUH.

9.  Ilepeuensv unghopmayuonnslx mexHono2uil, UCNOIbIYEMbIX HPU OCYULECHIBTICHUU
obpazoeamenvrno2o npoyecca no OucyunauHe (MOOynio), 6KIOUAA NePeYeHb NPOPAMMHO20
obecneuenus u UHGOPMAYUOHHBIX CHPABOUHBIX CUCHEM (nPU HEOOX00UMOCmU)

1. TepMuHaIbHBIN cepBEp, NPEIOCTABISIONINM K HEMY JOCTYII KIIMEHTaM Ha Oa3e
Windows Server 2016

2. CewmeiictBo OC Microsoft Windows

3. Libre Office cBob6oaHO pacmpocTpaHseMblii 0pUCHBIN MAaKeT ¢ OTKPHITHIM HUCXOJHBIM
KOJIOM



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

5. HudopmanmonHo-npaBoBoe obecrieueHue [apaHT: DIEKTPOHHBIA MEPHOIMUYCCKUI
cnpaBoyHukK «Cucrema TAPAHT» (OIIC «Cucrema TAPAHT»)

6. AnTuBupycHas cucrema NOD 32

7. Adobe Reader. JIunen3us nponpuerapHas cCBOOOHO-PACTIPOCTPAHIEMAsI.

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

10. Onucanue MamepuanbHO-mexHu4ecKoil oaszol, Heo0Xx00umoii onsa
ocyuiecmenenus o0pazoeamenvbHo20 npouecca no oucyuniune (Mooyio)

1. KOMIIBIOTEpHI NEPCOHANIBbHBIE /TS NIPENoAaBaTeiel ¢ BEIX0I0M B ceTH VIHTepHeT;
2.  HayUIHUKH;

3.  BeOKamepsbl;

4.  KOJIOHKH;

5. MHKpPO(]OHBIL

11. Obpazoeamenvhvle MexHON02UU, UCHOIb3YEMbLE NPU 0CB0CHUU OUCHUNTIUHbBL

JInst OCBOGHMSI JUCLHUIUIMHBI UCIIONB3YIOTCS: TPAIUIMOHHBIE (HOPMBI 3aHITUI — JICKIUU
(TMTBI JEKIMH — YCTaHOBOYHAS, BBOJHAS, TEKYIIasl, 3aKIIOYUTENIbHASA, 0030pHAs; BUIBI JICKIMN —
npoOJieMHasi, BU3yasJbHas, JICKIMS KOH(PEPEHLMUs, JICKIMsS KOHCYJIbTAllMs); U CEMHHAPCKHUE
(TpakTUYECKHE) 3aHATHUS B MHTEPAKTHUBHBIC (DOPMBI 3aHATHI - pEIICHWE CHUTYallMOHHBIX 3a1ad U
pa3dop KOHKPETHBIX CHTYyallld, CAMOCTOSITeTIbHAs paboTa CTYJEHTOB ¢ y4eOHBIMU MaTepHaJaMH,
IPE/ICTaBICHHBIMU B YJIEKTPOHHON CHCTEME 00y4eHHS.

Ha y4eOHBIX 3aHATUSX HCIONB3YIOTCS TEXHHYCCKHE CPEJICTBA OOYUCHHS:
KOMITBIOTEp, TOAKIIOUEHHBIH K ceth VHTepHEeT W mporpammoil Opay3epoM sl BBIXOJA B
MHTEPHET, MOHUTOP, KOJIOHKH, MUKpO(OH, BeO Kamepa, maker mporpamm Microsoft Office mms
JIEMOHCTpANUH Npe3eHTAMi 1 Menuadaiios, MakeT IporpaMM Uis IPOBEICHUS BeOUMHAPOB B OH-
JaiiH pexxume. TecTupoBaHuWe O00ydYaeMbIX MOXKET OCYHIECTBIISITBCS C  HCIOJIb30BAHUEM
ANIEKTPOHHOM CHCTEMBbl JWCTAHIIMOHHOTO OOYy4YeHHs, YCTAHOBJIEHHOM Ha 000pyIOBaHHH
YHHUBEPCHUTETA.

11.1. B ocBoeHNHU Y4eOHOH AUCHMILIMHBI MCHOJb3YIOTCS CJEAYIlIHe TPAAUIUOHHbIE
o0pa3oBaTe/IbHbIE TEXHOJIOTHH:

- YTeHUE MPOOIEMHO-UH(POPMALIMOHHBIX JIEKIIUI C UCTIONB30BaHUEM MIPE3CHTALNH 1
TpaHCISIMEH BBICTYIIICHUS JIEKTOPa;

- CEMUHAPCKUE 3aHATUS AT 00CYKICHHS, AUCKYCCUI U OOMEHA MHEHUSIMH C
UCTIOJIb30BAHUEM DJICKTPOHHBIX CHCTEM KOMMYHUKAIMK ((popyMsl, 4aThl);

- KOHCyJbTauu (Hhopymsl);

- caMocCTosITeNbHast paboTa CTYJACHTOB C yu4eOHOU JINTEpaTypoil U IEPBOMCTOUYHHKAMHU;

- MOATOTOBKA U 00CyX/1eHue pedepaToB (IPOEKTOB), Mpe3eHTAUN (HaydHO-
uccieaoBarenbekas pabora);

- TECTUPOBAHUE 110 OCHOBHBIM TEMaM JHCUUIUINHBL.

11.2. AKTHUBHBIE M HHTEPAKTHBHbIE MeTOABI H GopMbI 00y4eHUs!

N3 nepeunst BUAOB: («moszeosou wimypmy, anaiuz HIIA, ananuz npobremuvlx cumyayui,
aHanu3 KOHKPEMHbIX CUMYayutl, UHYUOEHMbl, UMUMAYUA KOJIEKMUBHOU NpOPDecCUOHaNIbHOU
OdesamenbHOCMU, pa3blepbléanue poiell, meopueckas paboma, C8A3aHHASA ¢ 0CB0EHUEM OUCYUNTUHDL,


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

ponesas uepa, Kpyeuwlil Ccmol, oucnym, 6ecedd, OUCKYCCUsl, MUHU-KOHQepenyus u Op.)
UCIIOJIB3YIOTCS CIICAYIOIINE:

- ducnym

- aHAU3 NPOONIEMHBIX, MBOPYECKUX 3A0AHUT, CUMYAYUOHHBIX 3A0aY

- ponesas uepa

- Kpyenvlii Cmo;

- MUHU-KOHGhepeHyus

-0ucCKyccus

- beceoa.

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

[Ipu opranuzanuu oOydeHHs MO JUCHUIUIMHE YYUTHIBAIOTCS OCOOEHHOCTH OpraHU3aluu
B3aWMOJICHCTBHS C MHBAJIHIAMH H JIUI[AMH C OTPAHUYCHHBIMHA BO3MOKHOCTSIMH 37I0POBBS (Iajiee —
uHBayIMABI U Juna ¢ OB3) ¢ nenbio obecnieueHust UX MpaB, pa3pabaThIBAIOTCS aJalTHPOBAHHBIC
IUIT WHBAJIHMJOB TPOTPAMMBI TIOATOTOBKM C YYE€TOM pa3IHMYHBIX HO30JOTHH, BHIABI W (OPMBI
COIIPOBOKACHUS 00YUEHUS, UCTIONB3YIOTCS CIIEUaIbHbIE TEXHUYECKUE M MPOTrpaMMHBIE CPE/ICTBA
oOyueHusi, TUCTAaHIIMOHHbIE 00pa3oBaTeNIbHBIE TEXHOJIOTUH, obecrieunBaeTcsi Oe30apbepHas cpena
U Tpoyee.

Beibop mMeromoB  oOydeHuss ompezensercs —colep)kaHueM OoOydeHHus, YPOBHEM
METOAMYECKOTO M MaTepUalbHO- TEXHMYECKOro O0ecledyeHusi, OCOOEHHOCTSIMH BOCIIPHUATHUS
y4eOHO MH(OpMAIK CTYJCHTOB-MHBAIHIOB U CTYACHTOB C OTPAHUYCHHBIMH BO3MOXXHOCTSIMHU
3010poBbs M T.JA. B o00pazoBaTeabHOM IpoOLieCCe HCHONB3YIOTCS COLUAIbHO-aKTHBHBIE U
pedrieKCUBHBIE METOJbI O00Yy4YEeHMsI, TEXHOJOTMH COLMOKYJIbTYPHOH peadWiIuTaluud C IeJbIo
OKa3aHHs TOMOILIM B YCTAHOBJIGHHMHM MOJHOLEHHBIX MEXJIMYHOCTHBIX OTHOIICHUH C JIpyruMHU
CTYICHTaMH, CO3JITaHIH KOM(POPTHOTO IICUXOJIOTUIECKOTO KJIIMMATa B CTYACHYECKOH TPYIIIIE.

[Ipu oOy4yeHun ULl C OTPAaHUYCHHBIMUA BO3MOXKHOCTSMU 3/10POBbSI AJIEKTPOHHOE 00y4YeHUE
W JMCTaHIIMOHHBIE 00pa30BaTeNbHBIC TEXHOJIOTUH MPEAyCMATPUBAIOT BO3MOXXHOCTHh TpHEMa-
nepeaayn MHGOpMaIMK B JOCTYIHBIX /Ul HUX (opMax.

OOyJatomyiecss U3 YHCia JIAI ¢ OTPAHMYCHHBIMA BO3MOYKHOCTSIMHU 3/I0POBBSI 00ECTICUCHBI
MEYaTHBIMU M DJIEKTPOHHBIMH 00pa3oBaTelIbHBIMH pecypcaMu B (opmax, aJanTUpOBAaHHBIX K
OTPaHUYCHUSM HX 3/I0POBBSI.
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