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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;
I1K-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;
IIK-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,
«YTpaBlIeHHE 4YeIOBEUYECKUMHU pecypcamm», «byxranrepckuii  y4€r», «l/IHHOBaMOHHBIN
MEHEIKMEHTY.

N3yuenne JUCLUTIIINHBI IIO3BOJIUT o0yJaromumcst peanu30BbIBaTh
obmenpodeccuoHanbHble U NPOQEeCcCCHOHATIbHbIE  KOMIETEHIUMH B  NPOpECCHOHATBHON
NEeATEIbHOCTH.

B uacTHOCTH, BBIYCKHHMK, OCBOMBLIMHM HporpaMMmy OakanaBpuaTra, B COOTBETCTBUU C
OpraHU3aIlMOHHO-YIIPABICHUECKOW, HH()OPMAIIMOHHO-aHATUTUYECKONH BHIAMH  JESTEIbHOCTH,
J0JKEH OBITh TOTOB PEeLIaTh CIEAYIOLIME IPOpeCcCHOHAIbHbIE 3a/1aUH:

OpP2AHU3AUUOHHO-YNPABIEHYECKAA 0eAMENbHOCHb:

- y4acTHe B pa3paboTKe U peaan3aluy KOpIOPaTUBHON U KOHKYPEHTHON CTpaTeruu
OpraHu3alyH, a Takke (PyHKIHMOHAIBHBIX CTpaTeruil (MapKETHHIOBOM, (PMHAHCOBOM, KaJAPOBOii);

- y4acTHe B pa3paboTKe U peaau3alui KOMIJIEKCa MEPOIPUATHH ONepaloOHHOTO
XapakTepa B COOTBETCTBUM CO CTPATETMel OpraHu3aluy;

- INIJAHUPOBAHUE NEATEIbHOCTH OPTaHU3ALMH U NIOAPa3ACICHUN;

- (hopMupoBaHNE OPraHU3aAMOHHON U YIIPABICHUYECKOW CTPYKTYpPbI OpraHU3alui;

- OpraHu3anus paboThl UCTIOJIHUTENEH (KOMaH bl UCTIONHUTENEH) U1 OCYILECTBICHHUS
KOHKPETHBIX ITPOEKTOB, BUIOB ACATEIBHOCTH, paboT;

- pa3paboTKa U peanu3alysi IPOEeKTOB, HAPaBJIEHHBIX HA Pa3BUTHE OpPraHU3aLUuu
(mpeanpusATUs, Oprasa rocyJ1apcTBEHHOI'O WM MyHMIIMIIAJIbHOTO YIIPABJIEHUS);

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

- MOTUBUPOBAHKE U CTUMYJIMPOBAHKE IIEPCOHAIA OPTaHU3aLUHY, HAIIPABICHHOE HA
JOCTHKCHHE CTPATErMYECKUX U ONEPATUBHBIX LIEJICH;

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

UHGOPMAYUOHHO-AHATUMUYECKAA 0eAMETbHOCb:

- cbop, 0OpaboTka u aHanu3 uHpopMmalyu o hakTopax BHEIIHEH U BHYTPEHHEH Cpe/ibl
OpraHM3aIMH JJIS IPUHATHS YIIPABICHYECKUX PEIICHHIH;

- IOCTPOEHHE U MOAJIEP’KKA ()YHKIIMOHUPOBAHUS BHYTPEHHEH HH(POPMALIMOHHON CUCTEMBI
OpraHM3alyy A1 cOopa MHOOPMALUH C IETbI0 IPUHSITUS PEIICHNUH, IUTAHUPOBAHUS JEITEIILHOCTH
Y KOHTPOJIS;

- CO3JIaHMe U BeieHHe 0a3 JaHHBIX MO Pa3IMYHBIM NOKa3aTesIM (OyHKIIMOHUPOBAHUS
OpraHH3aLHnii;

- pa3paboTKa ¥ mojiepKa (pyHKINOHUPOBAHUS CUCTEMBI BHYTPEHHETO
JOKYMEHTO000pOTa OpraHu3aliy, BeJeHue 0a3 TaHHBIX 110 Pa3IUYHBIM ITOKA3aTeNIsIM
(YHKIIMOHMPOBAHUS OpPTraHU3aLHIA;



- pa3paboTKa CHCTEMbl BHYTPEHHETO JIOKyMEHTO000pOTa OpraHu3alIiig;

- orteHka 3 (HEKTUBHOCTH TIPOEKTOB;

- HOATOTOBKA OTYCTOB I10 pC3yJibTaTaM I/IH(I)OpMaI_[I/IOHHO-aHaHHTquCKOﬁ ACATCIIBHOCTH

- OlIeHKa 3(PEKTUBHOCTH YIPABIECHUYECKUX PEIICHUI.

3. Oobvem oucuuniunbl

Buowt yueonoii pabomut Dopmut
00yueHus
3aounasn
OO0mas TPy10eMKOCTh: 3a9CTHBIC ¢IMHHUIIBI/YaChI 3/108
KonTakTHasi padora:
3aHATHS JCKIUOHHOTO TUTIA 2
3aHATHS CEMUHAPCKOTO THMA 2
[IpomexxyTounast arrectamus: 3adeT / 3a4eT C 4
OIIeHKOI / DK3aMeH /
Camocrositesibaasi padora (CPC) 100

4. Cooepicanue oucuyuniunvl (MOOyns), CMPYKmMypupoeanHoe no memam / pazoenam ¢
YKa3aHuem O0mee0eHHO20 HA HUX KOJUYEeCMEad AKAOEMUYECKUX UACO8 U 6UO08 YUEOHbIX

3AHAMUIL

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

4.1.1. 3aounas popma oOydeHUS

Buabl yueOHoi padoTsl (B yacax)
Ne ni/m Pa3nea/Tema
KonTakTHasi padora
3ansaTus 3aHATHA CEMHHAPCKOI0 THIIA Camocr
JICKIIHOHHOT0 0sITeJIbH
THIA asi
Jlexyuu | Unvte | Ipaxm | Cemun | Jlabop | Unvie | padora
YueOH | uuecku | apol amopH
ble e vle
3aHAmM | 3aHAMU pabom
us A bl
JlokyMeHTOBEIEHHUE.
OCHOBHBIE ~ TIOHATHSL. 1 3
1. JIOKyMEHT ¥ CHCTEMBI
JOKYMEHTAIHH.
HopmaTtusHas
JOKyMEHTAIHs.
5 [TpaBuna opopmieHHs 14
JOKYMEHTOB u
3aMOJIHEHUSI THUIIOBBIX
dhopm.
Cucrema
OpraHU3alMOHHO- 1 14
3. MPaBOBOM
JOKYMEHTAIUH.
Cucrema | 14




pacnopsIUTEIbHON
JOKYMEHTAL1H.

Wudopmannonno-
CIIpaBOYHAs
JOKYMEHTAIHSL.

Kanposas
JOKYMEHTAIHA.
JIOKyMeHTBI o
JINYHOMY COCTAaBY.

12

JIOKyMEHTO0O0POT.
ApXUBHOE XpaHECHHE.
KondunenuuanbHeie
JOKYMEHTBI.

10

KommnbrorepHsie
TEXHOJIOTUH
JOKYMEHTAI[MOHHOTO
o0ecrnieueHus
yIpaBIeHUSL.

10

[IpomexxyTounas
aTTecTanus

4

Htoro

108

4.2.

[IporpaMMa AMCUMITINHBI, CTPYKTYpUpPOBaHHAs IO TeMaM / pasjienam

4.2.1. CoaepxaHue JEKIMOHHOIO Kypca

Ne n/m | HaumeHoBaHue TeMbl CopaeprxxaHue JIEKIIHOHHOTO 3aHSITHS
(pa3aeJsia) AMCHUNJIMHBI
JIOKyMEHTOBEICHHE. [lonssTve W (QyHKUMM ~ JOKYMEHTOBENEHUS U
OcHoBHBIE MOHATHSA. | Ienonpou3BoAcTBa. CyIIHOCTP M OCHOBHBIE 3aJauu
l. JIOKYyMEHT ¥ CHUCTEMBI | JOKYMEHTUPOBAHMS YINPABICHYECKON JEATEIBHOCTH.
JOKYMEHTALNH. Kpatkuii 0030p HCTOpUM  JTOKYMEHTOBEICHUS U
nenonpousBoacTBa. COBpEMEHHOE TIOCYAapCTBEHHOE
peryaupoBaHMe  JOKYMEHTAI[MOHHOIO  oOecreueHHs
ynpasnenue (JJOVY). OcHOBHblE TEPMHUHBI U TMOHSTHS
JOY. Ilonstne uHbopmManuu u HH(POPMAILMOHHBIX
pPECypCOB. [MpuaIMIBL ~ pabGoTHI C  JenoBou
uHpopmanuei. YHupUuUpoBaHHbIE CUCTEMBI
JIeJIONPOU3BOCTBA.
HopmartuBHo-cripaBouHass ~ gokyMmeHTtanus.  ['OCT.
[IpaBuia co3gaHusi JOKYMEHTOB.
Cucrema opraHum3zanMoHHO- | HazHaueHne u© cocTaB  OpraHM3alMOHHO-IIPABOBOM
[IPaBOBOM JOKYMEHTAlUU. | JOKyMeHTauuu. QPYHKIMHU OpraHU3alMOHHO-IPABOBBIX
2. JIOKYMEHTOB.  YUpEAUTEIbHbIE JOKYMEHTBI. Y CTaB.

Horosop. Ilonmoxenune. MuHCcTpykumu. JlOJKHOCTHBIE
uHCTpyKuuu. CTpykTypa W IUTaTHasg YHUCICHHOCTD.
lratHoe  pacnucanue. IlpaBuna  cocrtaBieHws,
oopMiIeHUs TOKYMEHTOB.

4.2.2. CopepxaHue NPaKTUUECKUX 3aHATUN




Ne ni/m

HaumeHoBaHHe TEMbBI
(pa3aesia) (M CHUNIMHBI

Conepma}me NMPAKTUYECCKOI0o 3aHATUA

Cucrema pacnopsauTEIbHON
JTOKYMEHTAIIH.

[IpaBuna cocraBneHus, OQOPMIICHHS JOKYMEHTOB.
[Ipuka3pl MO0 OCHOBHOU J€ATENIBHOCTH. JlOKYMEHTHI,
M3/laBaeMbIe B YCIIOBUSIX KOJUIETHATbHOCTH
(mocTaHOBNEHUS, PELICHUs); TOKYMEHTHI, U3/1aBaeMble
B YCJIOBUSX EAWHOJIMYHOTO TPHHATUS PEUICHHMA
(npukasel, ykazaHus, pacriopspkeHus). O00coOIeHHBIN
JOKYMEHT —  TPOTOKOJI.  Buael, 0COOCHHOCTH
odopmiieHus. CocraBnenue JIOKYMEHTOB c
npumenenueM ['OCT.

NudopmanronHo-
CTIPaBOYHAS IOKYMEHTAITHSI.

HpaBI/IJ'Ia COCTaBJICHHUA, O(l)OpMJ'IeHI/IH AOKYMCHTOB.
I/IHI/IHI/IaTI/IBHHe JOKYMCHTBI, JOKJIAJIHBIC 3aIllMCKH.

2. OObsicHuTENbHBIC 3anmucKu. AKTBL [IpemnoxkeHue.
CrpaBku  ciayxeOHOro M JIMYHOTO  XapakrTepa.
CnyxxeOHble (HeOoBbIe) MHUCHhMA. XapaKTEPUCTUKH.
PaznoBunHoct. OcobGeHHOCTH OQOpPMIICHHS. DTHUKET
nenoBoro oOmeHus. CocTaBleHHE JIOKyMEHTOB C
npumenenuem ['OCT.
4.2.3. CojnepkaHue caMOCTOSITEIbHOM paboThI

Nen/ | HaumeHoBaHMe TeMbl ConepxaHue caMOCTOATEILHON PadoThI

n (pa3aena) I CHUIINHbBI

l. JoxymenTtoBenenne. OcHoBHble | CylIHOCTh U OCHOBHBIE 3a/1a4l JOKYMEHTHUPOBAHUS
NoHATHS. JIOKyMEHT M CHCTEeMBbI | yIpaBieHUecKol JesTenbHocTH. Kpatkuii 00630p
JIOKYMEHTAI1H. UCTOPUM JOKYMEHTOBEJIEHUSI U JI€IOMPOU3BO/ICTBA.

CoBpeMEHHOE TOCYJapCTBEHHOE PEryJIMpOBaHHUE
JIOKYMEHTAIMOHHOTO  00eCledyeHusl YIpaBJICHHUE.
OcHoBHble Tepmunbl U noHsatus JJOVY. Ilonsatue
uHbpopMaluu ¥ HMHQOPMALMOHHBIX  PECYpPCOB.
[Tpunmuner  paboTel € AeIOBOM  MHpOpManuei.
YHubuupoBaHHble CUCTEMBI JEIONPOU3BOACTBA.

2. HopmatuBHasg  noxkyMeHTanus. | Buasl HOpMaTUBHO-CIIPABOYHOM — JOKYMEHTALUH.
IIpaBuna opopmnenust | OCT. IlpaBuna co3zmanus AOKyMeHTOB. [IpaBumia
JOKYMEHTOB W 3allOJHEHMs | HaMCaHUs PEKBHU3UTOB. bnanku U
THTIOBBIX (hOPM. yHUGDUIIMPOBAHHBIE (HOPMBI.

3. Cucrema OpraHHU3allMOHHO- | PYHKIIMM OPraHU3alMOHHO-IIPABOBBIX IOKYMEHTOB.
MIPAaBOBOM TOKYMEHTAIINH. VYupenurenbHble JOKyMEHTHl. YcrtaB. Jlorosop.

[Tonoxenue. HNucTpykuunu. JlomKHOCTHBIE
uHCTpYKUuU. CTpyKTypa M IUTaTHAs YHCIEHHOCTb.
[IITaTHOE pacnucaHue.

4. Cucrema  pacnopsauTesnbHON | JJOKyMeHTHI, W3/1aBaeMble B YCIOBHSIX

JIOKYMEHTalluu KOJJIETUAIBHOCTH  (IIOCTAHOBJIEHMSI,  pEIIEHUs);
JIOKYMEHTBHI, U3/1aBaeMble B YCIIOBHSIX
€VHOJIMYHOIO TPUHATUS pelleHuid (TpuKasbl,
yKazaHus, pacropspKeHus ). 0O060co0IeHHBII
JIOKYMEHT — IIPOTOKOJL.

5. NudopmannoHHO-cripaBoYHAS [Tpennoxenune. CrpaBkud CIyKeOHOTO M JHYHOTO

JIOKYMEHTAIU.

xapakrepa. CnyxeOHble  (IeOBbl€)  MHUCHMA.
Xapakrepuctuku. PasnoBuaHoctu. OcobeHHOCTH




ohopMIIeHHs. DTHKET JCIIOBOI0 OOIICHHUS.

6. Kanposas nokymeHTauus. | Haznauenue u cocrtaB JTOKYMEHTOB IO JIMYHOMY
JIoKyMeHTBI o AnYHOMY | coctaBy. HopmaruBHast 6a3za. YHHpHUIHMpOBaHHBIE
COCTaBy. dbopmbl.  AJTOPUTM JeHCTBUH H  ODOpMIICHHS

JOKYMEHTOB TpH NpUéMe Ha paboTy, yBOJIbHEHUH,
[IEPEBOJIE Ha APYTYH JOJDKHOCTb, OTIPABICHUU B
koMaHaupoBKy. CocraBienne U opopmileHHE
OCHOBHBIX  JIOKyMEHTOB. TpyIoBOH  JOroBop,
IIPUKa3bl 110 JINYHOMY COCTaBY, TPYAOBBIE KHIKKH,
JIMYHOE J1e110, JINYHAsi KapTOuKa.

7. Hoxymentoob6opoT. ApxuHoe | OCHOBHBIE TTOHATHS 51 PUHITUTIBI
xpanenue. Kondunenmmaneueie | 1okymMmeHTO000poTa. [IpsSIMOTOYHOCTH  JABMIKEHUS
JIOKYMEHTBI. JIOKyMEHTOB. Bxonsmue, UCXO/ISAIINE u

BHyTpeHHUE JOKyMeHThl. [IpaBuia o00paboTKu
nokyMmeHTauuu. [lpaBuia M CpokM XpaHEHHs
JOKYMEHTOB. [IoHsiTHE KOH(PHIEHITHATBHOCTH.

8. Komnbrotepusie  TexHosnoruu | MHQOpMamOHHBIE KOMITBIOTEPHBIE TEXHOJIOTHH.
JOKyMEHTAMOHHOTO Meroasl  3ammTel  MHGOPMALUH, 3JICKTPOHHO-
oOecrieueHns ynpaBieHUsI. midposass  momnuchk  (DUII), wmdpoBanue.

ABTOMaTI/ISI/IpOBaHHBIC HH(bOpMaHHOHHBIe CHUCTEMBI
ACJIOIMPOMU3BOACTBA. 3H€KTp0HHO€ IMPaBUTCILCTBO.

5. @ono ouenounvix cpeocmeé 01A  NPOGEOEHUA  NPOMENCYMOUYHOU  ammecmayuu
ooyuarowuxca no oucyuniune (MooyJio)

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

@DOHJ OIICHOYHBIX CPEACTB JJIsi MPOBEACHUS MPOMEKYTOUHOW aTTeCTallMd O0YyYarolIuXcs
no guctmmuinae opopmiieH B IPUJIOKKEHUU x PABOYEU ITPOT'PAMME JUCHUITJIMHBI

Texymuii KOHTPOJbh YCIIEBAEMOCTH OOECIeYMBaeT OICHHUBAHHE XOJa OCBOCHHS
JTUCIUILTUHBI B TIPOIIECCE OOYUYCHHS.
5.1 Ilacnopm ¢honoa oyenounvix cpedcma 0isi NPosedeHUs. meKywel ammecmayuu
no oucyuniure (Mooyir)

NeKonTposupyembie Kon HaumeHoBaHMe OLIEHOYHOI'O CPeACTBA
n/m | pasgenasl (TeMbl) KOHTPOJIMP
yeMoii
KOMIIETEHI]
UM
1. | JloxymeHTOBEACHHUE. 0 [IpobnemHble 3amauu, CUTyallMOHHbBIE 3aJauH,
OCHOBHBIE  TOHATHA. K-4 TECTUPOBAHUE
JIOKYMEHT U CHCTEMBI
JOKYMEHTAIUH.
2. | HopmaTtuBHas I1K-8 [Ipobnemuble 3aauu, CUTyallMOHHBIE 3aJauH,
JOKYMEHTALUSI. TECTUPOBAHUE
[TpaBwia ohopmieHUs
JIOKyMEHTOB u
3aII0JIHEHUS TUIOBBIX




hopm.
Cucrema [TpoGiieMHBbIe 3a/1a4M, CUTYyallMOHHBIE 33]]a4H,
3 opraHuM3anMOHHO- IK-8, TECTUPOBAHUE
3. | npaBoBOH OIIK-4
JOKYMEHTAIIH.
Cucrema K-8 [TpoGiieMHBbIe 3a/1a4M, CUTYallMOHHBIC 33]]a4H,
4 pacnopsiauTenbHOU OHK: 4 TECTUPOBAHUE
4 JIOKYMEHTAIIUH.
Wudopmannonno- K-8 [IpoGnemuble 3anauu, CUTyallMOHHBIE 3a/ayH,
§ crpaBouHas OHK: 4 TECTUPOBaHUE
S | AOKyMEHTaIusl.
Kanposas [Ipobnemuble 3amauu, CUTyallMOHHbBIE 3aJauH,
6 nOKymeHTauus. [IK-8, TECTUPOBAHUE
6. HoxymenTtsl o | TIK-11
JIMYHOMY COCTaBY.
JIOKyMEeHTO000POT. [Ipo6nemHubIe 3a1aun, CUTYyallMOHHBIE 33/1a4H,
7 ApXWBHOE XpaHEHHE. K-11 TECTUPOBAHUE
7. | Kondunenmuanbubie
JOKYMEHTBHI.
KomnerorepHsie [IpobnemHubIe 3a1aun, CUTYyallMOHHBIE 3a/Ia4H,
§ TexHomIorun OITK-4 TECTUPOBAHUE
8. | JOKYMEHTallMOHHOTO ’
IK-11
obecnieyeHus
yIpaBJIEHUS.

5.2 Tunosvie KOHMPOJIbHLIE 3A0AHUS UAU UHbIE MAMepuaibl, Heobxooumvie O
OUCHKU 3HAHUL, VMEHUL, HABLIKOE U (UlU) ONbIma_0eamelbHOCHU 6 NDPOUECCe MEKVULe20

KoHmpoJii

TunoBble CUTyallHOHHBIE 32/1a4M:
3aoaua 1

Cucrema pacnopsIuTeNIbHON TOKyMEHTALINH.

[TonroroBbTe mpuka3 06 UTOrax peBU3UH (PUHAHCOBOrO ydeTa. B KoHcTaTHpylrolei yactu
YKa)KHUTE, 9TO pEeBU3NEH 00HApYKEeHBI (DaKThl rpyOOT0 HapymeHHs (MHAHCOBOTO y4yeTa: HET ydeTa
U OTYETHOCTH IO KOMaHAMPOBKaM, OTCYTCTBYET »KypHall ydera AoBepeHHocTeil. Hemocraromue
PEKBU3UTHI YKAXKUTE CAMOCTOSITENILHO.

3aoaua 2

WndpopmannoHHO-cIIpaBoYHast JOKyMEHTAIHS.

1) B ¢punman mocTynmuiio muchMo-3ampoc OT pyKOBOJICTBA XOJIUHTA.

Co3paiiTe OTBET Ha BXOJAIIEE MUCHMO-3aMIPOC, UCIIOJB3YS CIIPABOYHYIO HH(POPMAITHIO.

2) B suBape Oyayuiero roja COCTOUTCS KOH(EpEeHIHs, IMOCBSIICHHAas WHHOBALUAM B
sKoHOMHKe. Heobxoaumo co3aaTe M pa3ociaTh NHCbMO-TIPUIVIALIEHWE HA MPEACTOSIIYIO
KOH(epeHIHIo.

Tunosslie npodJieMHbIE 321a4H:



3aoaua 1

JlokymeHT0000poT. ApxuBHOE XxpaHeHue. KoHpuaeHIManbHbe TOKYMEHTHI.

B ¢upmy moctymmino aBa KOHBepTa, aJApPECOBAHHBIX T€HEPATBHOMY IHPEKTOPY, OIHMH
KOHBEPT C PEKJIAMHOMW aKIMeH, /IBE MOCBUIKH U3 (HIIHAIOB.

OO6paboTaiiTe MOATAHO BXOAIIYI0 KOPPECIOHIEHIUIO.

TunoBble TECTHI

1. Tlpu xakoMm pacrnoyioxkeHUuu pekBU3uTH "HanmenoBanue opranuzanuu', "Bua
JTOKyMeHTa" U Jpyrue HeoOX0JuMble PEKBU3UTHI HAa OJIaHKe pa3MelIaroTcs

B BEpXHEM JICBOM YTIIY:

Bri6epute oauH OTBET:

A) nposonbHOE

b) yriosoe

B) uentpupoBannoe

2. Jlys KakuX JOKYMEHTOB 00s3aTeNIeH PEKBU3UT «Apecary:
Bri6epuTe 0uH WM HECKOIBKO OTBETOB:

A) ncbma

b) mpukassr

B) nomxHOCTHBIE UHCTPYKIIUU

3. Kakas nara siBisieTcst 1aToi MPUKA30B, MUCEM, CIIPABOK:
Bribepure ouH OTBET:

A) Jlata yTBEepKI€eHUSA

b) lara 3adukcupoBaHHOTO B TOKyMEHTE COOBITHS

B) Jlata cornacoBanus

I') aTa noanucanus

4. Bri6epute anemenTs pekBusuta «['pud yrBepxaeHus» :
BriOepute 01MH WM HECKOJIBKO OTBETOB:

A) IMoanuce

b) JomxHOCTh JInlIa, yTBEPKIAIOIIETO TOKYMEHT

B) [leuats opranuzanuu

J1) Busel cornacoBanus

5. [IpuxazaMu 1o TMYHOMY COCTaBY O(POPMIISIFOTCSL:

A) I'apanTtuiinbeie 00s13aTebCTBA OPTaHU3AINH

b) JomxHOCTh JInlIa, yTBEPKIAIOIIETO TOKYMEHT

B) IIpuém, nepeBoa 1 yBOJIbHEHHE COTPYIHUKOB OpraHU3AIHH
I') Aktbl npuéma u nepeaayu 00BbEKTOB

6. OcHoBHbIe QyHKIIUU, KOTOpbIe obecrieunBaet JJOY:
A) TiaHupoBaHue

b) opranuzanuonHo-pacnopsAuTeabHas 1€ATENbHOCTh

B) yuér u otué€tHOCTD, PHIHAHCHPOBAHUE

7. Howmenknartypa aen npeacrasiser co0oii:

A) Cnmcok 3arojioBKOB (HAUMEHOBAHHMIN) J1eJ1, 3aBOAMMBIX Ha MIPEANPUATUN C YKa3aHUEM
UX CPOKOB XPAaHEHUs

b) 'apanrtuiinple nucbMa opraHu3aiu



B) I'pud yrBepx)aeHus pyKOBOAUTENS OPraHU3AINH
I') Cpoku xpaHEeHUS! JOKYMEHTOB

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

JOKYMEHTA U €CTh MECTO JJIsl IEPEMEHHOM UH (hopManun

B) CTaHHapTHLIﬁ JUCT 6yMar 1, HAa KOTOPOM BOCIIPONU3BOAUTCS IMOCTOSTHHAS HH(bOpMaHH}I

JOKYMEHTa U €CTh MECTO JJIsl IEPEMEHHOM UH (hopManuu

MM;

B) npyroe

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

A) neBoe — 20 MM; mpaBoe 1 HUXKHEee — 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) mpucymmii TOJIbKO OpraHU3allMOHHON JOKYMEHTAIUY;
B) npucymuii TonpK0 NHCbMaM;

11. dopmysip-o0pazer — 3To:

A) COBOKYITHOCTb HE PEKBU3UTOB, a TIOJIMTUCEH

B) COBOKYITHOCTB PacIONOKEHHBIX B OMPEICIICHHOMN TOCIICI0BATSIIBHOCTH PEKBH3UTOB,
MPUCYIIUX BCEM BUIAM JOKYMEHTOB;

B) HOMeHKIIaTypa Jes OpraHu3aun

12. K pacnopsauTenbHbIM TIOKyMEHTaM, U3JaBa€MbIM B YCIOBUSAX €IUHOIUYHOTO
NPUHATHS PEILICHUS, OTHOCSATCS:

A) nenoBble IHUCbMa

b) npukasel

B) noknaanble 3anucku

13. TpeboBanusi, MpeabIBIsIEMbIE K JOKyMEHTOOOOPOTY:

A). IpSIMOTOYHOCTH JABMKEHUS JOKYMEHTOB (JJOKYMEHT KpaTyalIlluM IyTeM MonaaaeT K
UCTIOJIHUTEII0, BO3BPATHBIEC NEPEMEIICHUS TOKYMEHTOB UCKITIOUEHbI);

b) pacnipenenenrie TOKyMEHTOB MEX]Ty PyKOBOJUTENISIMU U CIELIMATIUCTAMU COTJIACHO UX
(YHKIMOHATIBHBIM 00SI3aHHOCTSM;

B) HeoOxoaumoe nepeMenieHre JOKyMEeHTOB (JyOaupoBaHue, JTUITHUE HHCTAHIIMY U
JIeMCTBUS UCKITIOYEHBI) U eTMHOO00pa3re MapipyTa ABHKEHHUS JOKYMEHTOB M TEXHUYECKUX
onepanuid ¢ HUMHU, OJJTHOKPATHOCTb KaXKJ0W OMeparnu;

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 XpaHATCA Aejia 10 UCTCUCHUUN CPOKa TCKYUICTO XPAHCHUA:



A) B apxuse;

b) y pykoBoauTens: opraHuzaluy;

B) y cexperapst pyKoBOIUTENsI OpraHU3aLINY;
') momyiexxkat aHHYJIMPOBAHUIO.

5.3 Memoouueckue mamepuauvl, onpedeisrouiue npoyedypbl OUEHUBAHUS SHAHUU, VMEeHUT,
HABLIKOB U (UU) ONbIMA OesAmebHOCINU

Bce 3alaHusl, HUCIHOJB3YCMLBIC IJId TCKYHICTO KOHTPOJIA (I)OpMI/IpOBaHI/IH KOMIIETCHIIUI
YCIJIIOBHO MOKHO PasgCjInuTb Ha ABC I'PYIIIbI:
1. 3aaHusl, KOTOPBIC B CUJIIY CBOUX oco0eHHOCTEH MOTYT OBITh pCaIn30BaHbl TOJIBKO B

nporecce OOy4YEeHHS Ha 3aHATHIX (HAIpUMep, CHUTYallMOHHBIC 3aJaHUs, TUCKYCCHUS M MUHH-
KoH(pepeHus B popme BeOUHApa);

2. 3aJjaHusl, KOTOPbIE IOTOJHSIIOT TEOPETHUECKHE BOMPOCHI (NMPAaKTUYECKUE 3aIaHus,
3a7aHusl UL CAMOCTOSTENIbHOM PabOThI, TECTHI).

BrimonHenue Bcex 3aJaHUil SBISETCS HEOOXOAUMBIM ISl (DOPMHUPOBAHHUS U KOHTPOJIS
3HaHWM, YMEHUW U HaBBIKOM. [loaTOMYy, B Cilydae HEBBITIOJHEHUS 3a/IaHUK B MpoIlecce 00ydeHus,
UX HEOOXOIMMO «OTpaboTaTh» 10 3adera (dK3aMeHa). Bupa 3amaHuii, KOTOpble HEOOXOIUMO
BBITIOJTHUTD JJISl JTUKBUJAIUHN «33J0KEHHOCTH» ONPENENIeTcss B MHAMBHUAYAIbHOM MOPAIKE, C
Y4ETOM MPUYUH HEBBITIOJHEHUSI.

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

H3MepHUTeJIN)

CTyeHT JOKEH yMeThb BBIJECNIUTh OCHOBHBIE IOJIOKEHHS W3 TEKCTa 3aJauyM, KOTOphIE
TpeOyIOT aHalM3a U CIIyXaT YCJIOBUSMHU pelieHus. VIcXoas U3 MOCTaBICHHOTO BOMPOCa B 3ajade,
MOMBITATHCSI MAKCUMAJILHO TOYHO OIPENEIUTh MPo0IeMy U COOTBETCTBEHHO PEUIUTH €e.

3ajaun AOJHKHBI PEIIaThCs CTyJIEHTaMHU MUCbMEHHO. [Ipu peleHnun 3ajad Takke Ba)KHO
MPaBWJIbHO CPOPMYITUPOBATH U 3aIHMCaTh BOIPOCHI, HAUMHAs ¢ 6osee 00IuX U, KOHYask YaCTHBIMH.

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

OreHka «8binoHeHo» CTaBUTCS B Cllydyae, ecli OOyYaroIIMICs MoKa3all IMOJIOKUTEIbHbIE
pe3yNbTaThl B MpOIECCEe PElIeHUs 3aJayd, a UMEHHO, Korja OOy4aroIIUics B 1IEJIOM BBIIOTHUII
3amaHue (peni 3a/1ady), UCTIOIb3ysl B MOJTHOM 00BEeMe TEOPETHUECKHUE 3HAHUS U MPAKTHUECKUE
HaBBIKH, MOJTYYEHHbIE B Ipoliecce 00yUeHHUS.

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

2. TectupoBanue

SIBisieTcst OAHUM U3 CPEACTB KOHTPOJIS 3HAHUM, 00yJaromuxcsl Mo AUCIUILINHE.

Kpumepuu oyenuseanus — npaBUIbHBINA OTBET Ha BOIIPOC

OueHka «omauyH0» CTAaBUTCA B ClIydae, €Cau NpaBuiIbHO BbITOIHEHO 90-100% 3ananuit

Ouenka «xopouwio» CTaBUTCS, €CIIN IPABUIBHO BbINOIHEHO 70-89% 3amanuit

OueHka «yoosnemeopumenbHoy CTaBUTCS B Ciydae, €Ciu MPaBUIbHO BbIMOIHEHO 50-69%
3aJaHui

OneHka «HeyoognemeopumenbHoy» CTaBUTCS, €CIHM MPAaBHIBHO BbIOTHEHO MeHee 50%

3aJaHuH.

6. Ilepeuenv 0cHO8HOU U OONOIHUMENbHOU Y4YEeOHOU JAUMmMepamypvl, HeO0OX00UMOU 01
0ceoeHus OUCYUNIUHBL (M0OOYN)

6.1 OcHosHas yueonas tumepamypa



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. Ilepeuens ungopmayuonnvix MexHONO2UIL, UCROIL3YEMBIX NPU OCYULECMBICHUN
oopazoeamenvHo20 npouecca no oucuyuniune (MoOyulo), 6KAIOUAA NEpeueHb NPOZPAMMHOZO
odecneuenusa u UHGOPMAYUOHHBIX CRPAGOUHBIX cUCHEM (npU HeodX00umocmu)

1. TepmuHAIBHBIN cepBep, MPEIOCTABISIOMINI K HEMY JOCTYII KJIMEHTaM Ha 0aze
Windows Server 2016
2. CewmeiictBo OC Microsoft Windows



3. Libre Office cBo60oaHO pacmpocTpaHsieMblii 0pUCHBIN MAaKeT ¢ OTKPHITHIM HUCXOJHBIM
KOZIOM

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

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

6. AuTuBupycHas cucrema NOD 32

7. Adobe Reader. JIunen3us nponpuerapHas cBOOOHO-PACIPOCTPaAHIEMAsI.

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

10. Onucanue MamepuanbHo-mexHu4ecKoil oa3zol, Heo0x00umoii onsa
ocyuiecmenenusn 00pazoeamenbHo2o npoyecca no oucyuniune (Mooynio)

1. KOMIBIOTEPHI IEPCOHATIBHBIE JIJIS MPENOJaBaTeNel ¢ BBIXOJAOM B ceTu HTEpHET;
2.  HayIUIHUKH;

3.  BeOKamepshl;

4.  KOJIOHKH;

5. MHKpPO(QOHBI

11. O6pa3oBaTe/ibHbIE TEXHOJIOTMH, HCIOJIb3yeMble IPH 0CBOCHUM IH CHUILTUHBI
JUtsi OCBOGHHMSI TMCUHUILIMHBI HCIIOJNB3YIOTCS: TPAAUIHOHHBIE (HOPMBI 3aHATHI — JeKUWH (THIIbI

JEKIM — yCTaHOBOYHAs, BBOJHAS, TEKyIlas, 3aKIIOUMUTENbHAs, 0030pHAas; BUIbI JEKUUA —
npoOiieMHasi, BHU3yaJibHas, JIEKUUS KOH(EpeHIUs, JEKIUS KOHCYNbTAllUs); W CEMHHAPCKHE
(mpaxkTHYecKue) 3aHATHS B MHTCPAKTHBHBIC (OPMBI 3aHSATHH - pElICHHE CUTYyallMOHHBIX 3a7ad U pa3dop
KOHKPETHBIX  CHUTyallMid, CaMOCTOSITeNIbHAasg paboTa CTYyIEHTOB C  YYEOHBIMM  MaTepUallaMH,
MPEICTABIEHHBIMHU B 3JIEKTPOHHON CHCTEME O0yUESHHS.

Ha yueOHBIX 3aHATHSAX UCIIONB3YIOTCS TEXHUYECKUE CPEACTBA O0YyUSHHS: KOMITBIOTED MOJKITIOUSHHBIN
K cetu VIHTEpHET 1 mporpaMMoii Opay3epoM AJsl BEIXOJa B HHTEPHET, MOHUTOP, KOJIOHKH, MUKPO(OH, BEO
Kamepa, maker nporpamm Microsoft Office ans memoHcTpanmu mnpeseHTauuil M MeauadailyioB, MakeT
nporpaMM JUisi TPOBEACHUS BEOMHApOB B OH-TIAWH pexuMme. TecTHpoBaHHE OOYyYaeMBIX MOXKET
OCYIIECTBIATHCS C HCIONB30BAaHUEM JJIEKTPOHHOM CHCTEMBI AMCTAHIUOHHOTO OOy4YEeHHs, yCTAaHOBICHHON
Ha 000pyI0BaHNH YHUBEPCUTETA.

11.1. B ocBoeHuM y4eOHOW AUCHUIIMHBI MCHOJB3YIOTCH CJeAyllue TPaAUIHOHHbIE
o0pa3oBaTe/ibHbIE TEXHOJIOTUM:

- YTeHHE MPOOIEMHO-MHPOPMAIIMOHHBIX JIEKIHH ¢ UCMIOIB30BaHUEM MPE3CHTALMN U TPaHCIALUen
BBICTYTUICHHUSI JIEKTOPA;

- CeMUHAPCKUE 3aHATH 7151 00CYKIACHUS, TUCKYCCHUl 1 00MeHa MHEHHUSIMH C UCTIONIb30BaHUEM
JJIEKTPOHHBIX CUCTEM KOMMYHUKAUN ((POPYMBI, YaThI);

- KoHCcynbTanuu (Gopymsl);

- caMocTosITeNbHasl paboTa CTYIEHTOB ¢ y4eOHOM JIUTepaTypol U EPBOUCTOUYHUKAMM;

- IOATOTOBKA U 00cyxeHue pedepatoB (IPOEKTOB), Mpe3eHTALNN (HAyYHO-UCCIIEeI0BATENbCKAS
pabota);

- TECTUPOBAHUE TI0 OCHOBHBIM T€MaM JUCIUILTHHBIL.

11.2. AKTHUBHBIC U HHTEPAKTUBHbIC MeTOAbI U ()OPMBI 00yUeHH S

N3 nepeunst BUIOB: («mo32060t wmypmy», anaruz HIIA, ananuz npobremnvlx cumyayutl, anaius
KOHKDEMHbIX — CUMyayutl, — UHYUOEHMbl,  UMUMAYUS  KOJIEKMUBHOU  NPOYecCUOHaIbHOU
OesamenvbHOCmu, pasviepbléanue poiell, meopueckas paboma, céA3aHHASL C OCBOEHUEM OUCYUNTUHDL,
ponesas uepa, Kpyeulil Ccmol, oucnym, 6ecedd, OUCKYyCCUS, MUHU-KOHGQepeHyus u Op.)
UCTIONIB3YIOTCS CIIEIyIOIINe:


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

- ducnym

- aHAU3 NPOOIEMHBIX, MBOPUECKUX 3A0AHUL, CUMYAYUOHHBIX 3A0aY
- ponegas uepa,

- Kpyenvli CmoJl,

- MUHU-KOHGhepeHyus

-0ucKyccus

- beceoa.

11.3. OcoGenHocTH 00y4YeHMsl HHBAJMIOB H JIMI C OrPAHHYEHHBIMH BO3MOMKHOCTSIMH
3nopoBbs (OB3)

[Ipu opranuzanuu oOydyeHUsS MO AMCLUUIUIMHE YYUTHIBAIOTCS OCOOCHHOCTH OpraHU3alUU
B3aMMOJEHCTBYSI C MHBAIMIAMU U JIMI[AMH C OTPAaHMUYEHHBIMUA BO3MOXHOCTSIMU 3/10pPOBbsI (Jlaee —
uHBanuapl U guna ¢ OB3) ¢ uenbto obecrieyeHus: UX MpaB, pa3padaTHIBAIOTCS adalTHPOBAHHbIE
JUIE MHBAJIMJOB TPOTPaMMBbl TOATOTOBKM C YYETOM pas3IMUHBIX HO30JOTMH, BHUIBI U (OPMBI
COIIPOBOXACHUS 00yUEHUs, UCIIOJIb3YIOTCS CHEIHalIbHbIe TEXHUYECKUE U IPOrpaMMHBIE CPEICTBA
o0y4eHus1, TUCTaHIMOHHBIE 00pa30BaTeNbHbIE TEXHOJIOTUH, obecrieunBaeTcs Oe30apbepHas cpena
U IIpoyuee.

Beibop MeronoB  oOydeHHs  ompeiensercs — CoJepKaHueM — OoOydeHUs, ypOBHEM
METOJIMYECKOTO0 W MaTepHajibHO- TEXHUYECKOro oOecnedeHus, OCOOEHHOCTSIMM BOCHIPHUSATHUS
yueOHOM MH(pOpMaIMK CTYACHTOB-UHBAINIOB U CTYAEHTOB C OIPaHUYEHHBIMH BO3MO>KHOCTSMHU
3M0poBbs W T.A. B oOpasoBarenbHOM Ipoliecce€ HCHONb3YIOTCS COLUAIbHO-aKTUBHBIE U
pediekCuBHBIE METO/bl OO0yUYeHHs, TEXHOJOTHMHM COLMOKYJIBTYPHOM peadMInuTallud C LENbIo
OKa3aHMs TOMOIIM B YCTAHOBJICHUHM IOJHOLICHHBIX MEXJIMYHOCTHBIX OTHOLIEHUH C JIPYTUMHU
CTYyIGHTaMH, CO3JIJaHUHU KOM(POPTHOTO NCUXOJIOTHYECKOTO KJIMMaTa B CTYACHYECKOM TpyIIIe.

[Tpu oOydeHuu ULl ¢ OTpaHUYEHHBIMUA BO3MOKHOCTSIMH 3/IOPOBBS DJIEKTPOHHOE 00yUeHHE
U JUCTaHIIMOHHbIE O00pa30BaTeNbHbIE TEXHOJIOTUH MPEAyCMaTPUBAIOT BO3MOXHOCTh IpUEMa-
nepenayd HHGOPMaIUK B JOCTYMHBIX Ul HUX QopMax.

OOyuaromyecs U3 4Mcia JIMI ¢ OTPAaHUYCHHBIMU BO3MOXKHOCTSMU 3/10pOBbsSI 00ECTICUSHBI
MEYaTHBIMU U JJIEKTPOHHBIMU O00pa30BaTEIbHBIMU pecypcaMu B (opmax, adanTHPOBAHHBIX K
OTPaHUYECHUAM UX 370POBbS.
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