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1. Ilepeuens

niaanupyemslx  pes3yiomamoe

o0yuenua no Oucyuniune (MOOysio),

COOMHECEHHBIX C NJIAHUDYEMBIMU pe3)lbmamamM 0C60CHUA 06pa308ameﬂbuoﬁ npozpammbl

Komnerenuus [Inanupyemsle pe3yabTaThl 00y4EHUs 110 JUCIUILIMHE

OIIK-4 3HaTh:

CIIOCOOHOCTBIO - HOpPMBI U IpaBUJAa BEJICHMS IE€PErOBOPOB, COBEINAHUM M ITyOIMYHBIX
OCYILECTBIATD BBICTYIUICHUH,

JIeJI0BOE OOIIIeHNE
U IyOJIUYHBIC

- IOPSAOK OOPMIICHHUS YIIPABICHUYECCKUX JIOKYMEHTOB
- OCHOBBI JICIIOBOT'O OOIICHUS,

BBICTYILICHHS, - BEJICHUsI TIEPErOBOPOB, COBEIIAHUH,
BECTH MIEPETOBOPHI, | - IPaBUJIa BEJCHHUS AETIOBOM MMEPETUCKH,
COBCIIIaHUS, - BUJIBI PETVIAMEHTUPYIOIIUX IOKYMEHTOB YIIPABICHUECKOM JeSITEIbHOCTH;
OCYIIECTBIIATh YMerh:
JICTIOBYIO - BECTH IIEPETOBOPHI,
NEPEnucKy U - 0OpMIIATH YIPABICHYECKHE JOKYMEHTHI,
MOJIICP)KUBATh - TOTOBHTH TIPOBEJICHHUE U TIPOBOMTH COBEUIAHNS,
3JIEKTPOHHBIE - MyOJIMYHO BBICTYIATh
KOMMYHHKAIIHU - OCYIIECTBJIATH JEJIOBOE OOIICHHE,
- IOJIICPKUBATH HJIEKTPOHHbIE KOMMYHUKAIIH;
- IOJIICPYKUBATH JICTIOBYIO ITEPETIUCKY.
Baanern:
- IpaBHJIAMH TIOPSI0Ka ODOPMIICHUS YIIPABICHUECKUX JOKYMECHTOB
- CHOCOOHOCTBIO OCYUIECTBJIATH JEJIOBOE OOIIEHWE U IyOJUYHBIC
BBICTYIJICHHSI, BECTH TEPErOBOPBI, COBEIIAHUS, OCYIIECTBISTH JICIOBYIO
MEPENUCKY U MOAJICPKUBATH HIEKTPOHHBIE KOMMYHHUKALIUH;
-HaBbIKAMH pPa0OThI C JOKYMEHTAaMH, B TOM YHCJIC Ha DJIEKTPOHHBIX
HOCHUTEIISIX, UX CUCTEMaTH3allHH;
[IK-8 3HaTh:
BJIaJICHIEM - METOJIWKY TIOATOTOBKM OPTraHM3AIMOHHBIX M  PacCHOPSIUTEIBHBIX
HaBBIKAMU JOKYMEHTOB, HEOOXOUMBIX JIJIsI 0(OPMIICHHSI PEILICHHI B YIIPABJICHUH,
JOKYMEHTAJIBHOTO | - TIOPSIIOK O(GOPMIICHHST JOKYMEHTOB B COOTBETCTBHUHM C HOPMAaTHUBHOU
oopMIeHUS 0a3oii;
pelIeHuii B Ymern:
YIpaBJICHUU - mpumeHaTh ['OCT i cocTaBiieHUs yIpaBICHUYECKUX JOKYMEHTOB.
OTIepaMOHHON - COCTaBIATh U O(GOPMIISATH OPTraHU3ALMOHHBIE W PACHOPSAUTEIHHBIC
(POM3BOACTBEHHO | IOKYMEHTHI, HEOOXOAHMMBbIC i O(GOPMIICHHS PEIICHWH B YIpPaBICHUU

i) 1esITeIbHOCTH
OpraHu3alui Mpu

OTePalIMOHHOM (TIPOU3BOJICTBEHHON) AEATEIHLHOCTH OpraHu3aIui,
- NPUMEHSTh Ha NPAaKTHKE TOCYIapCTBEHHBIE CTaHAAPTHl U JIpyTUe

BHEJIPEHUU HOPMAaTHUBHO -  METOJMYECKHE  JIOKYMEHTBHI,  PETJIaMEHTUPYIOLINE

TEXHOJIOTMYECKHUX, | OPTaHMU3ALMIO YIIPABICHYECKON NEATEIBHOCTH;

MIPOAYKTOBBIX Baanern:

WHHOBALMH WU -npaBunamu  npuMmeHeHns ['OCT nns  cocraBiieHUs yIpaBJIEHYECKUX

OpPraHU3allMOHHBIX | JOKYMEHTOB.

WU3MEHEHUN - HaBBIKAMM TOATOTOBKM OPIraHMU3ALMOHHBIX M PACIOPSIUTEIBHBIX
JOKYMEHTOB, HEOOXOIUMBIX Ui O(GOPMIICHUS pEHICHU B yNpaBIICHUH
ONEPALMOHHON (TIPOM3BOJCTBEHHON) JEATEIBbHOCTH OpraHu3aluil Ipu
BHEJIDEHUU  TEXHOJIOTMYECKUX,  INPOAYKTOBBIX  WHHOBAlMA WU
OpPraHMU3alMOHHBIX U3MEHEHUH,
- HABBIKaMHU JOKYMEHTHUPOBAHMS KOHKPETHBIX YIIPABICHUYECKUX CUTYALUN;

IK-11 3Hare:

BIIAJICHUEM - CTPYKTYPY KaJpoBod HH(POPMAITMOHHO-IOKYMEHTAIIHOHHON CHCTEMBI.




HABBIKAaMU aHAJIN3a
nHpopmanuu o
(GYHKIMOHUPOBAHU
U CHCTEMBI
BHYTpPEHHETO
JIOKyMEHTOOOOpOT
a OpraHu3alluy,
BeneHusa 0as
JAHHBIX 110
pa3InIHBIM
MOKA3aTeNsIM U
dhopMHupOBaHUS
MH(POPMALIMOHHOTO
obecrnieueHust
YY4aCTHUKOB
OpTaHU3aIMOHHBIX
IIPOEKTOB

- METOOUKY aHanu3a uHpopManuu O (QYHKIMOHUPOBAHUU CHCTEMBI
BHYTPEHHETO I0KyMEHTO000pOTa OpraHu3aIiH,
- METOJMKY BeAeHUs 0a3 JaHHBIX 10 pa3IMYHBIM IIOKa3aTessiM |

dhopmupoBanHms HH()OPMAITMOHHOTO obecrieueHus YYaCTHUKOB
OpraHnU3allUOHHBIX IPOCKTOB;

Ymersb:

- TPUMEHSTH HH(POPMALIMOHHO-CIIPABOYHYIO TOKYMEHTALIUIO

- aHanM3UpoBaTh HMHPOpMAIMIO O (YHKIHMOHUPOBAHUU CHCTEMBI

BHYTPEHHETO JIOKyMEHTO000pOTa OpraHu3aIiH,

- BecTH 0a3bl JaHHBIX IO PA3IWYHBIM IOKazaTeiasiM U (HopMHpOBAThH
nHpOpMaLMOHHOE 00ecrieueHNe YIaCTHUKOB OPraHU3allMOHHBIX IPOEKTOB;
Baagers:

- HaBBIKAMHU aHanu3a WHPopManMu O (YHKIMOHHUPOBAHUU CUCTEMBI
BHYTPEHHETO JIOKYMEHTO000pOTa OpraHu3aluy,

- HaBBbIKaMHU BC€ACHUA 63.3 AAaHHBIX TII0 PA3JIMYHBIM [IOKA3aTCIIAM U
dhopmupoBaHms WH()OPMAITMOHHOTO obecrieueHus YYaCTHUKOB
OpraHnU3allUOHHBIX IPOCKTOB;

- HaBbIKaMHU pabOThI C TOKYMEHTAMHU.

2. Mecmo oucyunaunst (Mo0y1) 6 cmpykmype o0pa3zosamenbHoil RPOZPamMmol

JlucuuminHa OTHOCUTCS K JMCLUIUIMHAM II0 BBIOOPY BapuHaTHBHOM 4acTH y4yeOHOro IjiaHa
OIIOII. /lanHas nucUUIUIMHA B3aMMOCBA3aHa C APYTMMHU AMCLMIUIMHAMM, TAaKUMU Kak: «JlemoBas
3THKa», «IDKOHOMMKA OpraHu3auuu (npeanpustus)y», «MapkeTuHr», «bu3Hec-KOMMYyHHMKALUN,

«YTpaBlIeHHE 4YeIOBEUYECKUMHU pecypcamm», «byxranrepckuii  y4€r», «/HHOBaMOHHBIN
MEHEIKMEHT).

N3yuenne JUCLUTIIINHBI IIO3BOJIUT o0yJaromumcst peanu30oBbIBaTh
obmenpopeccuoHanbHble U HPOQECcCCHOHATIbHbIE  KOMIETEHIUMH B  HPO(pECCHOHATBHON
NEeATEIbHOCTH.

B uacTHOCTH, BBIIYCKHHMK, OCBOMBLIMHM HporpaMMmy OakanaBpuara, B COOTBETCTBUU C
OpraHU3aIMOHHO-YIIPABICHUECKOW, HH()OPMAIIMOHHO-aHATUTUYECKONH BHIAMH  JESTEIbHOCTH,
J0JKEH OBITh TOTOB PELIaTh CIEAYIOLIME NPOpeCcCHOHAIbHbIE 3a/1aUH:

OpP2AHU3AUUOHHO-YNPABIEHYUECKAA 0eAMENbHOCHb:

- ydacTHe B pa3pabOTKe U peaan3aluy KOPIOpaTUBHON U KOHKYPEHTHON CTpaTeruu
OpraHu3alyHy, a Takke (PyHKIHMOHAIBHBIX CTpaTeruil (MapKETHHIOBOM, (PMHAHCOBOM, KaAPOBOii);

- y4acTHe B pa3paboTKe U peaan3alui KOMIIJIEKCa MEPOIPUATHH ONepaloOHHOTO
XapakTepa B COOTBETCTBUM CO CTPATETrMel OpraHu3aluiy;

- INIJAHUPOBAHUE NEATEIBbHOCTH OPIaHU3ALMH U NIOAPa3ACICHUM;

- (hopMupoBaHME OPraHU3aMOHHON U YIIPABICHUYECKOW CTPYKTYpPbI OpraHU3alui;

- OpraHu3anus padoThl UCTIOJIHUTENEH (KOMaH bl UCTIONHUTENEH) Ui OCYILECTBICHHMS
KOHKPETHBIX ITPOEKTOB, BUIOB JACATEIBHOCTH, paboT;

- pa3paboTKa U peanu3alysi IPOeKTOB, HAPaBJIEHHBIX HA Pa3BUTHE OpPraHU3aLuu
(mpeanpusATUs, Oprasa rocyJ1apcTBEHHOI'O WM MyHMIIMIIAJIbHOTO YIIPABJIEHUS);

- KOHTPOJIb I€ATEIILHOCTH MOApa3AeIeHU, KoMaH (IpyIin) paOOTHUKOB;

- MOTUBUPOBAHKE U CTUMYJIMPOBAHKE IIEPCOHAIA OPraHU3aLUY, HAIIPABICHHOE HA
JOCTHKCHHE CTPATErMYECKUX U ONEPATUBHBIX LIEJICH;

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

UHDOPMAYUOHHO-AHATUMUYECKAS OEAMENbHOCHb:
- cbop, 0OpaboTka u aHanu3 uHpopMmalyu o hakropax BHEIIHEH U BHYTPEHHEH Cpe/ibl
OpraHU3aLyH JJIsi HPUHATHS YIPABICHYCCKUX PELICHHH;



- IOCTPOEHHE U MOJIEP’KKa ()YHKIIMOHUPOBAHUS BHYTPEHHEH HH(POPMALIMOHHON CUCTEMBI
OpraHu3anuu Jyist coopa MHPOPMAIMH C LEIbI0 IPUHATUS PELICHUH, IJIaHUPOBAHUS 1E€ATEIbHOCTH
U KOHTPOJIS;

- co3JlaHue U BeJleHue 0a3 TaHHBIX M0 PA3IMYHBIM MTOKA3aTeNIsIM (QYHKIIMOHUPOBAHUS
OpraHH3aLHnii;

- pazpaboTka u nojaepxkKa GyHKIIMOHUPOBAHUS CUCTEMbI BHYTPEHHETO
JTOKYMEHTO000pOTa OpraHu3aluy, BeJeHHe 6a3 JaHHbBIX M0 PA3TUYHBIM MTOKa3aTesIM
(GyHKIIMOHUPOBAHUS OpraHU3aIuii;

- pa3paboTKa CUCTEMbl BHYTPEHHETO JIOKyMEHTO000pOTa OpraHu3alIiig;

- orteHka 3¢ (HEKTUBHOCTH TIPOEKTOB;

- MOJITOTOBKA OTYETOB MO pe3yibTaTaM WH(POPMAIIMOHHO-aHATUTHYECKOH eI TeTbHOCTH;

- OlIeHKa 3 PEKTUBHOCTH YIPABIECHUYECKUX PEIICHUI.

3. Oobvem oucuuniunbl

Buowt yueonoii pabomut Dopmut
00yueHus
3aounasn
OO0mas TPy10eMKOCTh: 3a9CTHBIC ¢IMHHUIIBI/YaChI 3/108
KonTakTHasi padora:
3aHsTHS JESKIIMOHHOTO THUIIA 2
3aHATHS CEMUHAPCKOTO THUMA 2
[IpomexxyTounast arrectanus: 3adeT / 3a4eT C 4
OIIeHKOI / DK3aMeH /
CamocrositesibHasi padora (CPC) 100

4. Cooepicanue oucuyuniunvl (MOOyns), CMPYKmMypupoeanHoe no memam / pazoenam ¢
YKa3anuem O0mee0eHHO20 HA HUX KOJUYEeCMEad AKAOEMUYECKUX UACO8 U 6UO08 YUEOHbIX
3anAmMuL

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

4.1.1. 3aounas popma oOydeHUS

Buabl yueOHoi padoThI (B yacax)
Ne ni/m Pa3nea/Tema
KonTakTHasi padora
3ansaTus 3aHATHA CEMHHAPCKOI0 THIIA Camocr
JICKIIHOHHOT0 0sITeJIbH
THIA asi
Jlexyuu | Unvie | Ipaxm | Cemun | Jlabop | Unvie | padora
YueOH | uuecku | apol amopH
ble e vle
3aHAmM | 3aHAMU pabom
us A bl
Teopetnueckue
OCHOBBI
JIOKYMEHTUPOBaHUSI.
1 [TonsiTue 1 8
JOKYMEHTHUPOBaHUS
yIpaBIeHYECKON
JESITEJIbHOCTH.




3aKoHOATEIIFHOE
peryaupoBaHue
I[OKYMCHTI/IPOB aHUus.
IlonsTue T'OCT,
OCHOBHas
HOpMAaTHBHAs
Z[OKYMCHTaI_[I/ISI .
[Tpumenenne T'OCT
JJIsL COCTaBJICHUA
YIIPaBICHYECKUX
JOKYMEHTOB.

14

IlonsTe cucTemMbl
OP/] -
OpraHu3aIMOHHO-
IIPaBOBOM
JIOKyMEHTAITUH.
[Mopsimox odopmieHus
YIIPaBICHYECKUX
JIOKYMEHTOB.

14

ITonsTne CHCTEMBI
pacnopsIuTeIbHON
JOKyMEHTAI1H.
[Topsimox opopmieHHs
yIpPaBIEHYECKUX
JIOKYMEHTOB.

14

[TonsaTue
MH(POPMAIIMOHHO-
CIpaBOYHas
JOKYMEHTaIHA.
[IpaBuna
COCTABJICHMSI.

18

Crpykrypa KaapoBoi
MH(pOPMaLMOHHO-
JOKYMEHTAllMOHHOMN
CUCTEMBI. [Topsimox
oopMieHUs
KaJIpOBbIX
JOKYMEHTOB.

12

[TonsiTne
JOKYMEHTO000pOTa.
OcHOBHbIE  TpaBHJIa
OpraHuszaiuu padoThI
c JIOKYMEHTaMH.
®opMupoBaHue
XpaHeHUs
JIOKYMEHTOB.
Howmenknatypa gen.

10

Cucrembl
aBTOMAaTH3ALUU
JIOKYMEHTHUPOBAHUS
YIPaBJICHYECKOM
JeSITETbHOCTH.

10




IIpomexyTounas

aTTecTanus 4
Hroro 108
4.2.  IlporpaMma IUCHMILUIHHEI, CTPYKTYPHPOBAHHAS 110 TeMaM / pa3aenam
4.2.1. CopaepxkaHue JIEKIIMOHHOTO Kypca
Neni/m | HammMeHoBaHHeE TeMbBI Conep:xaHue JJeKIIUOHHOTO 3aHATHUS
(pa3aeJia) AU CHUNIMHBI
Teopetnueckue ocHOBBI | OCHOBHBIE TOHATHS W (YHKIHH JOKYMEHTHPOBaHUS.
JIOKYMEHTUPOBAHUSI. CyIHOCT, M OCHOBHBIE 3aJjaud JIOKyMEHTUPOBAHUS
1. [Tonsitue ynpaBiieH4ecKoil  gedrenbHocTd.  Kpatkuii  0630p
JIOKyMEHTHUPOBAHHUS UCTOPUM JIOKYMEHTOBEACHHUS U JIEJIONPOU3BOJICTBA.
yIPaBIECHYECKON CoBpemeHnHoOE roCy1apCTBEHHOE peryJiupoBaHue
NEeSTETHHOCTH. JIOKyMEHTaIlMOHHOTO oOecnieueHus ympasieHue (JJOY).
[TonsTre nHGOpMaIK 1 UHGHOPMAITMOHHBIX PECYpPCOB.
[Tonsitne ympaBieH4YeckoW aesTenbHOCTH. OOBEKT U
cyObekT ynpaBneHus. I[lpsimas u oOpaTHast CBS3b.
[Tpunuunsr padotsl ¢ aenoBoit uHopmanuein. I'OCT.
Hayunas opranuzanust ynpaBlIEHYECKOIO TpyAa Kak
(bakTop noBblIeHUS 3PPEKTUBHOCTH YIIPABICHHUSL.
Ilonstue cucremsl OPJl - | OCHOBHBIE TOHATHS ~ AUPEKTUBHOM M OTYETHOU
OpraHM3allMOHHO-TIpaBoBOM | MHGoOpManmu B cucreMe ynpaiaeHus. CoctaB U
2. nokymeHTanuu.  [lopsiiok | Ha3HauUeHHE OPraHU3alMOHHO-TIPABOBOM JOKYMEHTAIIUH.
odopmiieHus 3amaun W (QYHKIMM  OpPraHU3allMOHHO-TIPABOBBIX
YIPABJICHUYECKHUX JIOKYMEHTOB. YUpeAWTEIbHbIE JOKYMEHTBI. Y CTaB.
JIOKYMEHTOB. HoroBop. Ilonoxenne. WHcTpykumu. [{oMKHOCTHBIE
uHCTpYKIuU. CTpyKTypa M IITaTHAasE YHUCIEHHOCTD.
ratHoe  pacnucanue. IlpaBuna  cocraBieHws,
oopmienus: JoKkymMeHToB. PekBu3uthl. I'ocT.
4.2.2. CopepkaHue NPAKTUYECKUX 3aHATHI
Ne ni/m | HammeHOBaHuUe TeMbI Coaep:xaHue NPAKTHYECKOT0 3aHATHSA
(pa3nesia) M CHUNJIMHBI
[Tonstue cuctembl | CucreMa pacnopsiAUTENbHON JOKYMEHTAIMU B CUCTEME
pacnopsIUTEIbHON ynpasneHus. 3agaun u ¢yHkiuu. OCHOBHBIE MpaBUia
l. JOKYMEHTAIUH. [Mopsimok | cocraBienusi, oGopMIeHUsT TOKYMEHTOB. PeKBU3UTHI
oopMIeHUS I'OCT. Ilpuka3pl 1O OCHOBHOM JESATEIbHOCTH.
YIPaBIEHYECKUX JIOKyMeHTHI, u3/1aBacMble B YCIIOBUSIX
JIOKYMEHTOB. KOJUIETHAIBHOCTH (mocTaHoOBIEHUS, pelieHus);
JIOKYMEHTBI, W3/1aBa€Mbl€ B YCJIOBHUAX E€AMHOIMYHOTO
NPUHITUS penieHui (mpuKasbl, YKa3aHus,
pactiopspkeHusi).  OOOCOOJCHHBI ~ JTOKYMEHT — —
npoToko. Bussl, ocobenHocTH oopmieHus..
[Tonsatne wuHpopMannonHo- | CucremMa HH()OPMAIIMOHHO-CIIPABOYHOHN JOKYMEHTAIIMH
CIpaBOYHAsE JOKyMEHTAIMs. | B CUCTeMe ympaBieHus. 3amaund u ¢yHkiuu. [IpaBuna
2. [IpaBuna coctaBieHus. COCTaBJICHHS, odopmIteHUs JIOKYMEHTOB.
NHunmatuBHbIE JTOKYMEHTBI, JIOKJIAJHbIE 3alUCKU.
OObsicuHuTenbHbIe  3anmucku. AKkThL. [IpennokeHue.
CopaBku  cayeOHOTO M JIMYHOTO  XapakrTepa.




CayxeOHble (€70BbIe) MHUChbMA. XapaKTEPHUCTUKU.
PaznoBugHoctn. OcobeHHOCTH OQOpMIIEHUS. DTHKET
nenoBoro oOmeHusi. CocTaBieHHE JOKYMEHTOB C

npumeHenuem ['OCT.

4.2.3. ConepkaHHE CaMOCTOSTEILHON pabOThI

Ne n/m | HaumeHoBaHue TeMbl CoaepixaHue caMOCTOATEIbLHONH PadoThI
(pa3nesa) IMCHUNIMHBI
Teopernueckre OCHOBBI OcHOBHBIE TIOHATHA U QYHKIIUU

l. JIOKYMEHTHUPOBAHHUS. JNOKyMeHTupoBaHus. CyIIHOCTh U OCHOBHBIE 3a/1a4
[Tonstue JIOKYMEHTUPOBAHUS yIPABICHUYECKOH AESITEIbHOCTH.
JIOKYMEHTUPOBaHUs Kpatkwuii 0030p uCTOpUU TOKyMEHTOBEJCHUS U
yIpaBlIeHYEeCKOU nenonpou3BoacTsa. COBpeMEHHOE TOCYIapCTBEHHOE
JIESATEIIBHOCTH. peryaupoBaHue JT0KyMEHTAllMOHHOTO 00ecreueHust

ynpasienue ({OY). [Tlonsatue napopmanmu u
UH(POPMALMOHHBIX pecypcoB. [lonsTHe
yTpaBJIEHYECKOH NesTenbHOCTH. OOBEKT U CyOBEeKT
ynpasnenus. [Ipsmas u obpatHas cBa3b. [IpuHIuIbI
pabotsl ¢ nenoBoit napopmanueir. [OCT. Hayunas
OpraHu3alys yIpaBiIeHYeCKOro Tpyia Kak (pakTop
noBbIIeHUS ) (PEKTUBHOCTH YIIPABICHHS.

2. 3aKOHOJATEIBHOE 3aKOHOAATEIBHOE PETYJIUPOBAHUE JEIONPOU3BOJICTBA B
peryJmpoBaHue P®. Bunael HOpMaTUBHO-CIPABOYHOM JIOKYMEHTALIUH.
JIOKyMEHTUPOBAHHUS. I'OCT. PexkBusutbl, OnaHk, yHU(PUIUPOBAHHbIE
[Tonsitue I'OCT, ocHoBHas | dopmbl. IlpaBuna HamucaHus pPEKBU3UTOB, MOPSIOK
HOpMaTUBHAas npuMeHeHus.  TpeOoBaHus,  NpeabsABIsIEMble K
JIOKYMEHTaIusl. O(QOPMIIEHHIO  pa3IUYHbIX BHJIOB  YIPaBIECHYECKUX
IIpumenenne I'OCT s | AOKYMEHTOB.

COCTaBJICHUS

YIPaBIECHYECKUX

JIOKYMEHTOB.

ITonstue cucrembl OPJl - | OCHOBHbIE TOHATUS  JUPEKTMBHOM W OTYETHOM

3. OpraHU3alMOHHO-TIPaBOBOM | nHpopManuu B cucreme ympasieHus. CoctaB u
JokyMmeHTanuu.  [lopsiiok | Ha3HaYeHHe OpraHU3allMOHHO-IIPABOBOM JTOKYMEHTAIUH.
odopmiieHus 3amaun W (QYHKUMHM ~ OpraHU3allMOHHO-IIPABOBBIX
YIPaBIEHYECKUX JNOKYMEHTOB. YUpEIUTENbHbIE JTOKyMEHTHI. Y CTaB.
JIOKyMEHTOB. HoroBop. Ilomoxenue. MucTtpykumu. JlOMKHOCTHBIE

nHeTpyKuuu. CTpyKTypa M IITaTHas YUCJIEHHOCTD.
ratHoe  pacnucanue. IlpaBunma  cocTtaBieHus,
oopmieHus: JoKkyMeHToB. PekBu3uthL. I'ocT.
ITousarue cuctemsbl | CucteMa pacnopsaauTeNIbHON JOKYMEHTAlMU B CUCTEME
pacnopsiAUTEIbHON ynpasieHus. 3agaun u QyHkuu. OCHOBHBIE IMpaBUIIA

4. nokymeHTanuu.  Ilopsimok | coctaBieHusi, OopOpMIIEHUS JTOKYMEHTOB. PEKBH3WTHI.
odopmiieHus I'OCT. [Ilpuka3sl 1O OCHOBHOW  JESTEIbHOCTH.
YIPaBIEHYECKUX JIOKyMEHTHI, n3JaBacMble B YCIIOBUSIX
JIOKyMEHTOB. KOJJIETHaJIbHOCTH (mocTtaHoBiEHUS, pelieHus);

JOKYMEHTBI, W3[aBacMble B YCJIOBMAX EIMHOJIMYHOTO
MIPUHATHUSA pelieHuit (mpukassl, yKa3aHus,

pacniopspkenust). O60CcO0ICHHBIN JOKYMEHT — IMPOTOKOJT.
Buibl, 0cOOEHHOCTH 0hOpPMIICHHSL.

[Tonstue wHbOPMALIMOHHO-
CIpaBOYHAs JOKYMEHTAIHSI.

Cucrema nH()OpPMALIMOHHO-CIIPABOYHON JTOKYMEHTALIUU
B cUCTeMe ympaBieHus. 3amgaud U ¢yHkiwn. [IpaBmia




IIpaBuina cocraBieHus.

odopMiIeHHS JIOKYMEHTOB.
WNHunmaTtuBHbBIE JOKYMEHTBI, JIOKJIAJHBIE 3alHCKH.
OObsicHuTeNnbHBIE 3amucku. AKTBL. [Ipemnoxenue.
CrpaBku  ciy’)keOHOTO W JIMYHOTO  Xapakrepa.
CayxeOHble (€70BbI€) MHUCbMA. XapaKTEPUCTHKH.
PaznoBugHoctn. OcobenHocTH odopMieHUs. DTHKET
nenoBoro obOmenus. CocTaBleHHEe JOKYMEHTOB C
npumeHenuem ['OCT.

COCTaBJICHHUS,

Crpykrypa kanpoBol | [lonsiTue ©  CTpyKTypa MEpPCOHAIBHBIX  JaHHBIX.
nH(GOPMaIMOHHO- HopmaruBnas 6a3a. Haznauenue u coctaB JOKYMEHTOB
JIOKYMEHTAI[MOHHON 10 IMYHOMY COCTaBY. Y HU(PHUIIMPOBAHHBIC (DOPMBI.
CUCTEMBI. [Topsinok | OCHOBHbIE PEKBU3UTHl JOKYMEHTOB U TIpaBHia HX
odopmiteHus kanpoBbiX | obopmuenus. [lopsmox geiictBuid U oopMIICHUS
JIOKYMEHTOB. JOKYMEHTOB mpu mnpuéme Ha paboTy, yBOJbHEHHH,
MepeBoJie Ha JPYryK JOJDKHOCTh, OTIPABICHUH B
KOMaHAUpOBKYy. TpynoBoil OroBop, NpHUKa3bl IO
JUYHOMY COCTaBY, TPYIOBBIE KHIDKKH, JTUYHOE IO,
JMYHas KapToyKa.
[TonsiTre OcHOBHBIC  TOHSATHUS, TNPUHIMIBI W  [pPaBWIa
JIOKYMEHTO000poTA. OpraHM3alMi  JOKYMEHTO00O0poTa. HopmartusHo-
OcHOBHBIE MpaBUia | METOIMICCKUI periaaMeHT JOKYMEHTO000poTA.
opranmzai ~ pabotsl ¢ | [IpsamoTouHOCTH JIBUKCHUS JIOKYMEHTOB.
JIOKYMEHTaMH. Knaccudukanus  JOKYMEHTONOTOKOB.  Bxomsmue,
dopMHUpOBaHUE XpaHEHMsS | HCXOAAIIUE U BHYTPEHHHE JOKyMeHTHl. llpaBuina
JIOKYMEHTOB. 00paboTku JokymeHTanuu. OpraHuzanus TEKYIIeTro

Homenxknarypa nenn.

XpaHeHusT JeN, TpaBuiaa ©  Cpoku. [loHsThe
KoHpUACHIUATbHOCTH. HoMmeHkmatypa nen, oOmue
TpeOoBaHus, BuUABl  HOMeHKiaTyp. CocraBieHue

HOMEHKJIaTypsl nen. DopmupoBanue U 0ohopMIICHUE
nen. CucremaTu3anus JOKYMEHTOB B jeje. XpaHEHHUe
nein. IloaroroBka TOKyMEHTOB K Iiepeiade Ha apXUBHOE
XpaHeHue.

Cucremsl  aBroMarm3anuu | MTHpOpMaImOHHbIE TEXHOJIOTHH B CUCTEME
JIOKYMEHTUPOBaHUS JOKYMEHTUPOBAHHUSl  YIPABICHUYECKON JEATEIbHOCTH.
YIIPaBJICHYECKOU 0O630p aBTOMATH3MPOBAHHBIX  MH(POPMAITMOHHBIX
JIESITEIIbHOCTH. CUCTeM  JENOMpPOM3BOACTBA. BbIOOp TEXHHUYECKHX
CPEICTB TPH KOMITBIOTEPU3ALUN JOKYMEHTUPOBAHUS

yIpaBIeHIECKON JIESITEIIbHOCTH. DJEeKTpOHHOE

MPABUTEIBCTBO.  MeTonsl  3amMThl  HWH()OpPMAIIHH,

anekTpoHHO-IMbpoBas noanuck (DLIT), mmdpoBanue.

OUCHOYHBIX CPeOCmE O/l  NPOBEOCHUA  NPOMENCYMOYHOU  ammecmayuu

odyuarowuxca no oucyunaune (M0ooyno)
[IpenycMOTpeHbl  CIEAyIOLIMEe BHUIbI KOHTPOJNS KAadyecTBa OCBOCHHS KOHKPETHOMH
JUCTIMILTAHBL:

- TeKy'I_I_II/Iﬁ KOHTPOJIb YCIICBACMOCTU
- IPOMCXKYTOYHAA aTTCCTalluA 06yqafou11/1xcs{ 110 JUCHHUITIIIMHE

®OHJ OLEHOYHBIX CPEACTB ISl HPOBEJCHHS MPOMEXYTOYHOM aTTECTallMU O0YYArOIIIXCs
no qucuuiuinHe opopmiteH B IPUJIOKEHUMU k PABOYEU ITPOT'PAMME IV CLHUTUIMHBI




Texymuid KOHTPOJbh YCIIEBAEMOCTH OOECIeUMBaeT OICHHUBAHHE XOJa OCBOCHHS
JTUCIUILTUHBI B TIPOIIECCE OOYUYCHHSI.
5.1 Ilacnopm ¢honoa oyenounvix cpedcma 0isi NPosedeHUs: mexyuel ammecmayuu
no oucyuniure (Mooyir)

n/n

)

‘eKoHTpOoIMpyemble

pa3aeJibl (TeMbl)

Kon
KOHTPOJIMP
yeMoii
KOMIIeTEeHI]
UM

HauMeHoBaHHe OLIEHOYHOTO cpeacrea

Teopetnueckue
OCHOBBI
JIOKyMEHTHUPOBAHMSI.
[TonsiTue
JIOKYMEHTUPOBAHUS
YIPaBJICHYECKOU
JeSITEIbHOCTH.

I1IK-4

[Ipobnemuble 3aauu, CUTyallMOHHBIE 3aJayH,
TECTUPOBAHUE

3aKoHOIaTEIBHOE
peryaupoBaHue
JTOKYMEHTHPOBAHUSI.
Ilonstue I'OCT,
OCHOBHasI
HOpMAaTHBHAs
TOKYMEHTAIHS.
[Ipumenenne TI'OCT
TSt OCTaBIICHUS
YIPaBICHYECKUX
JOKYMEHTOB.

I1K-8

[TpoOnemHble 3amauu, CUTyallMOHHBIE 3ajauH,
TECTUPOBAHUE

ITonsTHE CUCTEMBI
OPJ] -
OpraHu3alOHHO-
IIPaBOBOM
JOKYMEHTAIH.
[Topsimox
odopmiteHus
YIPABJIEHUECKUX
JJOKYMEHTOB.

I1K-8,
OIIK-4

[IpobGneMHbIe 334K, CUTYallMOHHBIE 3aa4H,
TECTUPOBAHUE

IlonsTue CUCTEMBI
pactopsIUTEIbHON
JOKYMEHTALUH.
[Topsnok

odopmiieHus
YIPaBIEHYECKUX
JIOKYMEHTOB.

I1K-8,
OIIK-4

[IpobnemHubIe 3a1aun, CUTYyallMOHHBIE 3a/1a4H,
TECTUPOBAHUE

[TonsiTne
MH(POPMALIMOHHO-
CTpaBOYHAsI
JTOKYMEHTAIHSL.
[IpaBuia
COCTaBJICHHUSL.

TIK-8,
OIIK-4

[IpoGnemHbIe 3amauu, CUTYaIlMOHHBIC 3aJ]1a4H,
TECTUPOBAHUE

(@)

CtpyKkTypa KaapoBOu
UHGOPMAILIMOHHO-

I1K-8,
IIK-11

[IpoGnemHbIe 3amauu, CUTYaIlMOHHBIE 3a]a4H,
TECTUPOBAHUE




6. | JOKyMEHTAI[MOHHOU
CHUCTEMBI. [Topsanok

odopmiteHus

KaJ[pOBBIX

JTIOKYMEHTOB.

[TonsiTHe [TpoOnemHbIe 33124, CUTYallMOHHBIC 33/1a4H,
7 noxymMeHTOOOOpOTa. TECTUPOBaHUE

7. | OcHOBHbBIE  MpaBuUia
OpraHuzanu padoThI
C nokymenTtamu. | I[TK-11
dopMupoBaHue
XpaHeHUs
JIOKYMEHTOB.
Howmenknarypa nein.

Cucremsl [IpobneMHbIe 3a1a4K, CUTYallMOHHBIC 3aa4H,

& aBTOMaTH3AIUU OITK-4 TECTUPOBAHUE

8. OKYMEHTUPOBAHUS o
ROy popat TK-11

YIIpaBICHYCCKOM

JICITEILHOCTH.

5.2 Tunosvie KOHMPONbHLIE 3A0AHUS UWIU UHbIE MAMEepuaibl, Heobxooumvie O
OUCHKU 3HAHUL, VMEHUL, HABLIKOE U (UlU) ONbIma _0esamelbHOCHU 6 NDOUECCe MEKVULe20

KOHmMpOoJiz

TumnoBbie CHTYalMOHHbIE 3214 H:
3aoaua 1

CocraBbTe npuka3 no ocHoBHOH AesTenbHOCTH OO0 «CoNHEUHbIN» 0 CpOKax U MOPSIKE
MPOBEACHUS BEIOOPOYHON MHBEHTAPU3AIMK UMYIIIECTBA HA CKIIAJIE.

3aoaua 2

Odopmute cnpaBky O TOM, YTO BBl SIBIIIETECHh CTYJACHTOM 2 Kypca SKOHOMHUYECKOTO
¢dakynprera MOCKOBCKOTO MEXIyHAPOIHOTO yHHBepcuTeTa. OTMEThTE, YTO BBl YYHTECh IO
HAIPABIICHUIO MTOATOTOBKH «MEHEKMEHT» TI0 3a09HOH (hopMe 00yUdeHUsI.

3aoaua 3

Odopmute cnayxeOHYIO 3amUCKy pPYKOBOAMUTENS CTPYKTYPHOTO TOJApa3JeieHUus o

HEOOXOJUMOCTH HAIPaBJICHUA COTPYJHHMKA B KOMAaHAMPOBKY I 3aKIIOYEHHS JOTOBOpA.
CseneHus JOITOJHUTE CAMOCTOSITEILHO

Tunosblie npodaeMHbIe 3a1a4M:
3aoaua 1

CoctaBbTe IPOTOKOJI 3aC€AaHUs COBETA AUPEKTOPOB aKLIMOHEPHOro obmecTBa «CTanaapT»
O CO3bIBE BHEOUYEPEIHOr0 OOIEro COOpaHUs AKLHMOHEPOB, HA KOTOPOM IPHUHSAIM PELICHUE O



CO3bIBE COOpaHMs U ONPEENIWIN AaTy MIPOBEACHUs, POPMY, BpEMsI U MECTO NMPOBEACHUS COOpaHusl.
bbul yTBepXJE€H CHUCOK aKIMOHEPOB, HMEIOIIMX IMpaBO HAa ydacTHE, TEKCT COOOLIEHUS O
NpoBeeHUH coOpaHus (yKaszaTh, YTO MpHIIAraeTcs) IaH-rpaduk MEpONpUsATHIA MO MOATOTOBKE K
MpoBeJeHNI0 coOpaHus (mpuiaraercsi). PekBU3UTHI TOKyMeHTa O(GOpPMUTh B COOTBETCTBHU C
MOJIOKEHUAMU JICHCTBYIOLIETO 3aKOHOATeNbCTBA U ¢ TpeboBanusimu 'OCT.

3aoaua 2

CocraBbre rapantuitnoe nuceMo OAO «Mynbrumiacy k OAO «3Be3nal23» 06 okazaHuM
MIOMOIIH B YCTAaHOBKE UM Haja/iKe 000py10BaHMsI BBIYMCIUTEIBHOTO LIEHTPA.

3aoaua 3

CocraBbTe MpuUKa3 IO pe3yJibTaTaM IMPOBEPKU B XOJ€ HMHBEHTApHU3AIMW MaTE€pPUATBHBIX
ueHHoctell B cpeaneit mkose Nel11ABB r. Mockssl, npoBenennoi ¢ 10.09.2019 no 20.09.2019. B
pe3yJibTaTe MPOBEPKHU ObLTH BBISIBICHBI HeqoCcTaTKA. Heo0X0quMo MOBBICUTh KOHTPOJIb yUUTEIICH
32 COXPAHHOCTBHIO MIKOJBLHOTO OOOPYIOBaHMs, AKTUBU3UPOBATH pabOTy C yYaUUMHCS IO
BOCITUTAHHUIO Y HUX OEPEKHOTO OTHOIIECHUSI K UMYIIIECTBY.

Tunosblie TEeCTHI

1. CmyxeOHbli TOKYMEHT, KOTOPBIN COAEPKUT MPEATIOKEHNE O HA3HAYSHUH Ha
JIOJDKHOCTB, TIEPEBO/IE HA APYTYIO TODKHOCTD (paboTy) Wiy MOOLIPEHUH (Harpaie,
MPEMUPOBAHHUH) COTPYTHUKA OpTaHU3AIH HAa3bIBACTCS:

A). mOoKJIaiHas 3aIUCKa;

b). npukas no nmuHOMY COCTaBY;

B). npuka3 no aAMMHHUCTPATUBHO-XO3SMCTBEHHBIM BOIIPOCAM;

I'). npencrasnenue.

2. B nuyHy0 KapTOUKy COTPYJHUKA HE 3aHOCST CBEACHUS:

A). 0 BOMHCKOM yYeTe;

B). o mpuHAIIEKHOCTH K MOMUTUYECKUM MAPTUSM U O0IIECTBEHHBIM OpPraHU3aIUsIM;
B). 00 o0miem craxe paboThI;

I'). 0 ceMeitHOM MOJI0KEHHH.

3. Kakas nata sBnsieTcs 4aToi MpUKa30B, MHCEM, CIIPABOK:
Bri6epute oauH OTBET:

A) naTa yTBep)KIeHUS

b) naTta 3apuKcHpOBaHHOTO B JOKyMEHTE COOBITHS

B) nara cornacoBanus

I') nara moamucanust

4. BriOepure aeMeHThl pekBU3UTa «Buzay:
Bribepute 0JMH WM HECKOJIBKO OTBETOB:

A) moanuch

B) nomxHOCTH NTUIIA, BUBUPYIOIIETO JOKYMEHT
B) neuats opranuzanuu

J1) nara

5. TIportokon HeoOXoauM A OhOPMIIEHUS:
A) KOJIJIEKTUBHOTO pELIeHUs COOpaHus



b) nomxHOCTH NTMIA, YTBEPKAAIOIIETO TOKYMEHT
B) npuéma, nepeBosa v yBOJIbHEHHS COTPYAHUKOB OpraHu3alliu

6. HomeHnknaTypa e npeacTaBisieT COOOM:

A) ciMcOK 3arojIOBKOB (HAMMEHOBAHUI) JI€1, 3aBOJUMBIX HA IIPEANIPUITHH C YKa3aHUEM UX
CPOKOB XpaHEHUS

b) rapanTuiinble nMChbMa OpraHu3alnun

B) rpud yTBepxaeHns pyKOBOAUTENS OPTaHU3aluN

I') cpoku XxpaHeHUs: JOKYMEHTOB

7. Kakue 13 NpuBEACHHBIX HUKE BXOASIINX JOKYMEHTOB HE MOJIEKAT PETUCTPALUN:
A). mo3paBUTEIbHBIE TUCHMA;

bB). rapanTuiinbie nucbMa;

B). nucbma-3anpocsr;

I'). conpoBoauTenpHbBIE IUCHMA.

8. Kakas nenoBast Oymara HauMHAeTCS ¢ MECTOMMEHUS TIEPBOTO JIMLA!
A) npukas;

b) 3asBnenue;

B) noBepeHHOCTH;

I') pesrome.

9. NndopmaimoHHbIe CBSA3U MPEATIPUITHSA:
A). onpeneNsIoT IeJIeHHe JOKYMEHTOB Ha BHEIIHUE U BHYTPEHHUE;
B). He paccmaTpHBalOT B Ka4eCTBE KPUTEPHUs, ONPEICIISIONIETO TUIT TIOKYMEHTA;
B). He uMeroT 3HaYeHUS B OPraHU3alUU MTPOU3BO/ICTBA;

10. PexBU3UT — 00513aTENbHBIN 2JIEMEHT:

A) npucymui onpeneacHHOMY BUAY JOKYMEHTA;

b) npucymuii ToTbKO OpraHU3allMOHHON JOKYMEHTAIUH;
B) npucymmii ToJIpKO MUCHMaM;

11. K cnipaBo4HO-OpraHW3allMOHHBIM JJOKYMEHTAaM HE OTHOCUTCSI:
A) nenoBoe NUCbMO

b) mpukas

B) noknannas 3anucka

I') ycras

12. Kakoil Buz nucpMa J0JKEH COJEPKaTh PEKBU3UT HAUMEHOBAaHNUS BUJA IOKYMEHTA:
A) no3/ipaBUTENbHOE MUCHMO

b) pexnamanus

B) rapantuiinoe nucbmMo

13. JlIokyMeHT AKT COCTaBIISIETCS:
A) Komuccueit

b) 'enepanbHbIM TUPEKTOPOM

B) I'nmaBHbIM Oyxrantepom

14. lokymeHT «CTpyKTypa U IITaTHAsE YUCICHHOCTb» OTHOCUTCA K:
A) opraHu3aIMOHHBIM JOKYMEHTaM

b) cipaBouHBIM TOKyMEHTaM

B) pacniopsauTesHBIM TOKYMEHTaM



15. Beibepurte npaBUIBLHBIN OTBET: OTEUECTBEHHOE JCIOMPOU3BOACTBO MPOIILIO
CIIEAYIOLIME JTallbl:

A) nprKa3HOe JeI0NpPON3BOICTBO;

b) xonmnexckoe 1en0npon3BoOJICTBO;

B) MunHHCcTEpCKOE IETONIPOU3BOICTRO;

I') Bce oTBETHI BEpHHI.

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

Bce 3alaHusl, HUCIHOJB3YCMBIC IJId TCKYHICTO KOHTPOJIA (I)OpMI/IpOBaHI/IH KOMIIETCHIIUI
YCJIIOBHO MOKHO PasgCjInTb Ha ABC I'PYIIIbI:
1. 3aaHusl, KOTOPBIC B CUIIY CBOUX oco0eHHOCTEH MOTYT OBITh pCaIn30BaHbI TOJIBKO B

nporecce OOy4YeHHS Ha 3aHATHIX (HAIpUMeEp, CHUTYallMOHHBIC 3aJaHUs, TUCKYCCHUS M MUHH-
KoH(pepeHus B popme BeOUHApa);

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

BrimonHenue Bcex 3aJaHUil SBISETCS HEOOXOAUMBIM ISl (DOPMHUPOBAHHUS U KOHTPOJIS
3HaHWM, YMEHUW U HaBBIKOM. [loaTOMYy, B Cilydae HEBBITIOJHEHUS 33/IaHUK B MpoIiecce 00ydeHus,
UX HEOOXOIMMO «OTpaboTaTh» N0 3adera (dK3aMeHa). Bua 3amaHuii, KOTOpbIe HEOOXOIUMO
BBITIOJTHUTD JJISl JTUKBUJAIUHN «33J0KEHHOCTH» ONPENENsIeTcss B WHAMBHUAYAIbHOM MOPAIKE, C
Y4YETOM MPUYUH HEBBITIOIHEHUSI.

1. TpeOoBaHMe K PpelIeHHI0O CUTYAIlMHOHHOH, MNpoOJeMHOH 3amxadyu (Keic-

H3MepHUTeJIN)

CTyleHT JOKEH yMETh BBIJECNIUTh OCHOBHBIE IOJIOKEHHS W3 TEKCTa 3aJauyd, KOTOphIe
TpeOyIOT aHalM3a U CIIyXaT YCJIOBUSMHU pelieHus. MIcXoas U3 MOCTaBICHHOTO BOMPOCa B 3ajade,
MOMBITATHCSI MAKCUMAJILHO TOYHO OIPENEIUTh MPo0IeMy U COOTBETCTBEHHO PELIUTH €e.

3ajaun AOJHKHBI PEIIaThCs CTyJIEHTaMU MUCbMEHHO. [Ipu peleHnun 3a1ad Takke Ba)KHO
MPaBWJIbHO CPOPMYITUPOBATH U 3alMCaTh BOMPOCHL, HAUMHAs ¢ 6osee 00IuX U, KOHYas YaCTHBIMH.

Kpumepuu oyenueanusi — OLleHKa yUUTBIBAET METOBI U CPEJCTBA, UCIOJIB30BAHHBIE IPU
peIIeHN CUTYaIIMOHHOM, IPOOJIEMHOM 3a/1a4u.

OrneHka «8binoiHeHo» CTaBUTCS B Cllydyae, ecli OOyYaroIIMICs MoKa3all IMOJIOKUTEIbHbIE
pe3yNbTaThl B MpOIECCEe PElIeHUs 3aJayd, a UMEHHO, Korja OOy4aroIuics B 1I€JIOM BBITOJHUII
3amaHue (penw 3a/1ady), UCTIOIb3ysl B MOJTHOM 00BEeMe TEOPETHUECKHUE 3HAHWS U MPAKTHUECKUE
HaBBIKH, MOTYYEHHbIE B IpoIiecce 00yUeHHUS.

O1eHKa «He 8bINoIHeH0» CTaBUTCS, €CIIM 00yJarOIINICs HE BBITIOJIHUI BCe TPEOOBaHMUS.

2. TectupoBanue

SIBsieTcst OAHUM U3 CPEACTB KOHTPOJIS 3HAHHM, 00yJaromuxcs Mo AUCIUILIHNHE.

Kpumepuu oyenuseanus — npaBUIbHBINA OTBET Ha BOIIPOC

OueHka «omauyH0» CTAaBUTCA B CIIy4ae, €Cau NpaBuiIbHO BbITONHEHO 90-100% 3ananuit

Onenka «xopouwio» CTaBUTCS, €CIIN IPAaBUIBHO BbINOIHEHO 70-89% 3amanuit

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

OneHka «HeyoognemeopumenbHoy» CTaBUTCS, €CIHM MPAaBWIBHO BbINOMHEHO MeHee 50%

3aJaHuH.



6. Ilepeuenv 0cHo8HOU U OONOIHUMENbHOU YYEOHOU JAUMmMeEpPamypvl, HeOOX00UMOU 01
0ceoenusn OUCyUNIUHbL (M00Y1)

I.

6.1 OcHosHas yueonas tumepamypa

KysnemnoBa, . B. JlokyMeHTHpOBaHWE YMPaBICHYECKON ACSITEIBHOCTH [DIEKTPOHHBIN

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

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

2.

CI/IMOH}IH, P. i I[OKYMGHTaI_II/IOHHOC o0ecrneueHEe CHCTEMBI YHpaBJICHUA 0pFaHH3aHHCﬁ

[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 yyeOHas aumepamypa.:

1. Jlateimes, JI. B. MapkeTHHTOBbIE TEXHOJIOTMH U CTPATETUHM B YMNPABICHUYECKOM
NEeSTENIbHOCTH OpTraHu3aluu. TeopeTHueckuid Kypc : ydeOHoe MocoOue A CTYyJIEHTOB
BeicinX y4ueOHbIX 3aBeaeHuit / JI. B. Jlateimes, T. M. ['omaronoBa. — Bomrorpan :
Boarorpaackuit rocyJapCTBEHHBIM COILIMAJIBHO-TIEar OTUYECKU I YHUBEPCUTET,
«Ilepemena», 2019. — 135 c. — ISBN 978-5-9935-0392-9. — TekcT : 31€KTPOHHBIH //
OnekTpoHHO-OMOnuoreynas  cucrema [PR BOOKS :  [caiit] —  URL:
http://www.iprbookshop.ru/82663.html

2. CaraeBa, JI. M. Cucrema  MEHEIKMEHTa  KayecTBa:  yIpaBJICHUE

JIOKYMEHTUPOBAaHHON MH(popMaiueil [DnekTpoHHbINH pecypc]: yueOHoe mocobue / JI. M.
CaraeBa. — CapatoB : By3oBckoe oOpazoBanue, 2018. — 108 c. — ISBN 978-5-4487-
0295-2. — Tekcer : 21eKTpoHHBIN // DnekrpoHHo-O0ubnnoTeunas cucrema [IPR BOOKS :
[caiiT]. — URL: http://www.iprbookshop.ru/76991.html

6.3. I[lepuoouueckue uzoanus

1. T'ocymapctBenHas cimyxk6a u kaapsl. ISSN: 2312-0444.

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

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

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

4. Bonpocsl HOBOM sKOHOMUKH. ISSN: 1994-0556.
http://www.iprbookshop.ru/34078.html

g

7. 1lepeuenv pecypcoé ungpopmayuonno-menekommynukayuonnou cemu "Humepnem'"
(oanee - cemv "Hnumepnem'’), neoo6xoo0umulx 011 0ceoenus Oucyuniunsl (Mooyis)

Nk W=

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

CaiiT o kagpoBOoMy Jienonpou3BoAcTBY https://www.kadrovik-praktik.ru/
CrpaBouHno-nipaBoBasi cucreMa «Koncynprant [Lroc» www.consultant.ru
WNudopmannonno-npaoBoii nopran «I"apant» http://www.garant.ru
DOneKkTpoHHBIE O(DUCHBIE CUCTEMBI http:/Www.eo0s.ru

8. Memoouueckue yxazanus 011 00y4arOuwiuxcsa no 0C60EHUI0 OUCUUNIUHBL (MOOYN)


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/82663.html
http://www.iprbookshop.ru/59274.html
http://www.iprbookshop.ru/76991.html
http://www.iprbookshop.ru/72458.html

YcnenrHoe 0CBOEGHHE JIaHHOTO Kypca 06a3upyeTcsi Ha palliOHaIbHOM COYETaHUU HECKOJIBKUX
BHJIOB y4E€OHOU NESITEIbHOCTH — JIEKIIMA, CEMUHAPCKUX 3aHITHI, CAaMOCTOSTEHHOM padoThl. [Ipn
TOM CaMOCTOATENbHYI0 palboTy cileayeT paccMaTpuBaTh OJHUM W3 TJIaBHBIX 3BEHBEB
MIOJIHOIIEHHOTO BBICHIETO0 OOpa30BaHMs, Ha KOTOPYIO OTBOAMTCA 3HAUMTEIbHAs 4acTb Y4EOHOIo
BpPEMEHHU.

Bce Buabl 3aHaTHH mpoBonATCS B (opMe OHIAMH-BEOMHApOB C HCIOJIb30BAHHEM

COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJIOTUH (HAIMYME MPE3eHTalMU U popyMa JUIst 00CYKIACHUS).

B mpomecce u3ydeHHs IUCIHMIDIMHBI CTYACHTBHI BBITIOJNHSIOT TPAKTHYECKUE 3aJaHUs H
NPOMEXYTOUHbIe TeCThbl. KOHCYIbTHpOBaHHME MO H3y4aeMbIM TeMaM IPOBOAMTCS B OHJIAIH-
peXHUMe BO BpeMs IPOBeIeHUsI BEOMHApOB U Ha (hopyMe 711 KOHCYIbTAlUM.

CamocrosTenbHas paboTa CTYICHTOB CKJIAIBIBACTCS U3 CIEAYIOUINX COCTABISIONINX:

- paboTa C OCHOBHOM W JOIOJIHUTEIBHON JHUTEpaTypod, C MaTepuajllaMd HHTEpHETa U
KOHCIIEKTaMU JICKIIH;

- BHEayJIUTOpPHAs MOATrOTOBKAa K KOHTPOJIbHBIM paboTaMm, BHINOJIHEHHUE JT0KIa/10B, pedepaToB
U KypCOBBIX paboT;

- BBITIOJIHEHHE CAMOCTOSATENIBHBIX TIPAKTHUECKUX padoT;

- MOJTrOTOBKA K HK3aMeHaM (3aueTaM) HeNOCpPEeACTBEHHO Mepe HUMH.

Jlnsi mpaBWIBHOW OpraHW3amuyd  paboOThl HEOOXOIMMO YYMTHIBATH MOPSIOK HW3yUCHHUS
pa3nesoB Kypca, HaxOJAIIMXCs B CTPOTOM JIOTMYECKOW mocienoBaTesbHOCTH. [loaToMy Xopomiee
YCBOGHHME OJIHOM YacTH IUCIUIUIMHBI SBISETCS NPEINOCHUIKONW JJis YCIEHNIHOro Mepexona K
creayroen. 3aganus, MpooeMHbIE BOIPOCHI, MPEI0KEHHBIE U U3YUYECHUS! TUCIUIUIMHBL, B TOM
9HucIe W JUIS CAMOCTOSTEIBHOTO BBITIOJHEHHUS, HOCSAT MEXKIUCIUIUTMHAPHBIA XapakTep |
0a3upyroTcsi, NpexXJe BCEro, Ha MPUUYUHHO-CIEACTBEHHBIX CBS3AX MEXAY KOMIIOHEHTaMHU
OKpYy’Karollero Hac Mupa. B teuenne cemectpa, HE0OX0AUMO MOJATOTOBUTH pedepaThl (IIPOEKTHI) C
UCIOJIb30BAaHUEM PEKOMEHAYEMON OCHOBHOHM M JIOTIOJIHUTEIBLHON JIUTEPaTyphl U cllaTh pedepaTs
JUI TIPOBEPKHU TperoaBaTeiio. BakHbBIM COCTaBISIIOIIMM B U3YYEHUHU JAHHOTO Kypca SIBIISETCS
pellieHHe CHUTYallMOHHBIX 3ajady M paboTa HaJ MpOoOJEMHO-aHATUTUYECKUMHU 3aaHUSAMH, UTO
MpearnonaracT 3HaHue COOTBETCTBYIOLIEH HAYYHONW TEPMHUHOJIOTUU U T.1.

JUis Jmydiero 3amoMHMHaHUS MaTepualia 11eJecOO0pa3HO HCMOJIb30BaTh WHAMBHUIYyalIbHbIC
OCOOCHHOCTH W pa3Hble BUJbI MaMSTH: 3pUTENbHYIO, CIYXOBYIO, aCCOIMATHBHYIO. Y CIIEUTHOMY
3a[IOMUHAHHUIO TaKXe CIOCOOCTBYET MPUBEACHUE SPKUX CBUAETENILCTB M HAIJISIHBIX MPHUMEPOB.
VY4eOHbIif MaTepHal J0JKEH OCTOSIHHO OBTOPSITHCS M 3aKPETLIISATHCS.

[Tpy BBHINOJIHEHUH AOKJIAJIOB, TBOPUYECKUX, WH(POPMALIMOHHBIX, UCCIEI0BATEIBCKIX MPOEKTOB
0cob0e BHUMaHue cielyeT o0paniath Ha TOJ00P UICTOYHUKOB MH(POPMAIIMN U METOJIUKY pabOThI C
HUMU.

Jlyist yerientHOM ciauu HK3aMeHa (3aueTa) peKOMEHIyeTCsl COOI0IaTh CIEAYIOIINE MPaBHIa;

1. IloarotoBka K sK3aMeHY (3a4eTy) JOJDKHA MPOBOAMTHCS CHUCTEMAaTHUYECKH, B TEUCHUE BCETrO
cemecTpa.

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

3. Bpems HemocpencTBEHHO Tepea PK3aMEHOM (3a4eToM) JIydIlle HMCIOIh30BaTh TaKUM 00pazoM,
YTOObl OCTaBUTh TOCIEAHUNH [€Hb CBOOOJHBIM Ui IMOBTOPEHHUS Kypca B LEJIOM, s
CUCTEeMAaTH3alluy MaTepuaia U JopabOTKU OT/IEIbHBIX BOIIPOCOB.

Ha sk3aMeHe BBICOKYIO OIIEHKY IOJy4aroT CTYEHTBI, HCIIOJIb3YIOIINE JaHHbIE, TOTy4YeHHbIC B
MIPOLIECCE BBIMOJIHEHUSI CAMOCTOSITENIbHBIX PaboT, a TakKe UCHOJIb3YIOIINEe COOCTBEHHBIE BBIBObI
Ha OCHOBE M3yYEHHOT'0 MaTepuaa.

VYyuThiBas 3HAYUTEIbHBIA 00BEM TEOPETUYECKOTO MaTepuasia, CTYIACHTaM PEKOMEH]yeTCs
peryisipHOe MoCeUIeHne U MoIpOOHOe KOHCIIEKTUPOBAHUE JICKIUH.

9.  Ilepeuensv ungopmayuonHbIX MEXHONO02UI, UCNOIB3YEMBIX NPU OCYULECHIGIEHUN
obpazoeamenvnozo npouecca no oucyuniune (MOOynio), 6KIIOUAA NePeYeHb NPOPAMMHO20
obecneuenHus u UHGOPMAYUOHHBIX CRPAGOUHBIX CUCHEM (RPU HeoOX00UMOCmUL)



1. TepMuHaIbHBIN cepBEp, NPEIOCTABISIONINM K HEMY JOCTYII KIIMEHTaM Ha 0a3e
Windows Server 2016

2. CewmeiictBo OC Microsoft Windows

3. Libre Office cBob6oaHO pacmpocTpaHseMblii opUCHBIN MAaKeT ¢ OTKPBITHIM HUCXOJHBIM
KOZOM

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

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

6. AuTuBupycHas cucrema NOD 32

7. Adobe Reader. JIunen3us nponpuerapHas cBOOOHO-PACTIPOCTPaAHIEMAsI.

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

10. Onucanue MamepuanbHo-mexHu4ecKoil oa3zwl, Heo0xX00umoii onsa
ocyuiecmenenusn 00pazoeamenpbHo2o npoyecca no oucyuniune (Mooyiio)

1. KOMIBIOTEPHI EPCOHATIBHBIC JIJIS MPENOJaBaTeNel ¢ BIXOJAOM B ceTu HTEpHET;
2.  HayIUIHUKH;

3.  BeOKamepshl;

4.  KOJIOHKH;

5. MHKpPO(QOHBI

11. O6pa3oBaTe/ibHbIE TEXHOJIOTHH, HCIOJIb3yeMble IPH 0CBOCHUM M CHUILTUHBI
JUtsi OCBOGHHUSI TMCUHUILIMHBI HCIIOJNB3YIOTCS: TPAAUIHOHHBIE (HOPMBI 3aHATHI — JeKUuH (THIIbI

JEKIM — yCTaHOBOYHAs, BBOJHAS, TEKyIlas, 3aKIIOUMUTENbHAs, 0030pHas; BUIbI JEKUUA —
npoOiieMHasi, BHU3yaJibHas, JIEKUUS KOH(EpeHIUs, JEKIUS KOHCYNbTAllUs); W CEMHHAPCKHE
(mpaxkTHYecKue) 3aHATHS B MHTEPAKTHBHBIC (OPMBI 3aHSATHH - pElICHHE CUTYyallMOHHBIX 3a7ad U pa3dop
KOHKPETHBIX  CHUTyalMid, CaMOCTOSITeNIbHAasg paboTa CTYyIEHTOB C  YYEOHBIMH  MaTepUallaMH,
MPEICTABIEHHBIMHU B 3JIEKTPOHHON CHCTEME O0yUYESHHS.

Ha yueOHBIX 3aHATHSAX UCIIONB3YIOTCS TEXHUYECKUE CPEACTBA O0YUSHHS: KOMITBIOTED MOJKITIOUSHHBIN
K cetu VIHTEpHET 1 mporpaMMoii Opay3epoM AJsl BEIXOJa B HHTEPHET, MOHUTOP, KOJIOHKH, MUKPO(OH, BEO
Kamepa, maker nporpamm Microsoft Office ans memoHcTpammu mnpeseHTauuii M MeauadailyioB, MakeT
nporpaMM Juisi TPOBEACHUS BeOMHApOB B OH-TIAWH pexuMme. TecTHpoBaHHE OOYyYaeMBIX MOXKET
OCYIIECTBIATHCS C HCIONB30BAaHUEM JJIEKTPOHHOM CHCTEMBI AMCTAHIMOHHOTO OOy4YEeHHs, yCTAaHOBJICHHON
Ha 000pyI0BaHNH YHUBEPCUTETA.

11.1. B ocBoeHuM y4eOHOW AUCHUIIMHBI MCHOJB3YIOTCH CJeAylolue TPaAUIUOHHbIE
o0pa3oBaTe/ibHbIE TEXHOJIOTUM:

- YTeHHE MPOOIEMHO-MHPOPMAIIMOHHBIX JIEKIHH ¢ UCMIONB30BaHUEM MPE3CHTALMN U TpaHCIALUen
BBICTYTUICHUSI JIEKTOPA;

- CeMUHAPCKUE 3aHATH 7151 00CYKICHHUS, TUCKYCCHU 1 0OMeHa MHEHHUSIMH C UCTIONb30BaHUEM
JJIEKTPOHHBIX CUCTEM KOMMYHUKANUN ((POPYMBI, YATHI);

- KoHCcynbTanuu (Gopymsl);

- caMocTosITeNbHasl paboTa CTYIEHTOB ¢ Y4€OHOM JIUTepaTypol U EPBOUCTOUYHUKAMM;

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

- TECTUPOBAHUE TI0 OCHOBHBIM T€MaM JUCIUILTHHBIL.

11.2. AKTHBHBIC U HHTEPAKTUBHbIC MeTOAbI U ()OPMBI 00yUeHH S
W3 nepeunst BUNOB: («mo32060i wmypmy, anamuz HIIA, ananuz npobremuvlx cumyayuil, aHaiu3


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

KOHKDEMHbIX — CUMyayutl, — UHYUOEHMbl,  UMUMAYUS  KOJAEKMUBHOU  NPOYecCUOHANbHOU
OesmenbHOCIU, Pazvlepbléanue poJell, meopyeckas paboma, Cé3aHHAsL ¢ 0CBOEHUEM OUCYUNTUHDL,
ponesas uepa, Kpyeuwlil Ccmol, oucnym, 6ecedd, OUCKYycCUsl, MUHU-KOHQepenyus u Op.)
UCIIOJIB3YIOTCS CIICIYIOIINE:

- ducnym

- QHAU3 NPOONIEMHbBIX, MBOPUECKUX 3A0AHUL, CUMYAYUOHHBIX 3A0aY

- ponesas uepa,

- Kpyenwli CmoJl;

- MUHU-KOHGhepeHyus

-0ucKyccus

- beceoa.

11.3. OcoGenHocTH 00y4YeHMs HHBAJMIOB H JIMI C OrPAHHYEHHBIMH BO3MOMKHOCTSIMH
3nopoBbs (OB3)

[Ipu opranuzanuu oOydyeHUsS MO AMCLUUIUIMHE YYUTHIBAIOTCS OCOOCHHOCTH OpraHU3alUU
B3aMMOJEICTBYSI C MHBAIMIAMU U JIMI[AMH C OTPAaHMUYEHHBIMUA BO3MOXHOCTSIMU 3/10pPOBbsI (J1anee —
uHBanuapl U guna ¢ OB3) ¢ uenbio obecriedeHus: UX MpaB, pa3padaTHIBAIOTCS adalTHPOBAHHbIE
JUIE MHBAJIMJOB MPOTPaMMBbl TOATOTOBKM C YYETOM Ppa3IMUYHBIX HO30JOTMH, BHUIBI U (OPMBI
COIIPOBOXACHUS 00yUEHHS, UCIIOJIb3YIOTCS CIEHallbHble TEXHUYECKUE U IPOrpaMMHBIE CPECTBA
o0y4eHus1, TUCTaHLIMOHHBIE 00pa30BaTeNbHbIE TEXHOJIOTUH, obecrieunBaeTcs Oe30apbepHas cpena
U IIpouee.

Bribop MeromoB  0oOydeHHs  ompeensercs — CoJepKaHueM ~ OoOydeHUs, ypOBHEM
METOJIMYECKOTO0 W MaTepHajbHO- TEXHUYECKOro oOecnedeHus, OCOOEHHOCTSIMM BOCHIPUSATHUS
yueOHOM MH(pOpMalMK CTYACHTOB-UHBAINIOB U CTYAEHTOB C OIPaHUYEHHBIMH BO3MOXKHOCTSMHU
3M0poBbs W T.A. B oOpasoBarenbHOM IIpoliecce€ HCHONb3YIOTCS COLUANIbHO-aKTUBHBIE U
pediekCuBHBIE METO/bl OO0yUYeHHs, TEXHOJOTHMHM COLMOKYJIBTYPHOM peadMInTallud C LENbIo
OKa3aHMs TMOMOIIM B YCTAHOBJICHUHM IOJHOLICHHBIX MEXJIMYHOCTHBIX OTHOLIEHUH C JIPYTUMHU
CTYIGHTaMH, CO3JIJaHUHU KOM(POPTHOTO NCUXOJIOTHYECKOTO KJIMMaTa B CTYACHYECKOM TpyIIIe.

[Tpu oOydeHuu ULl ¢ OTrpaHUYEHHBIMUA BO3MOKHOCTSIMH 3/IOPOBBS DJIEKTPOHHOE 00y4eHHE
U JUCTAaHIIMOHHBbIE O00pa30BaTeNbHbIE TEXHOJIOTUH MPEAyCMaTPUBAIOT BO3MOXHOCTH IpUEMa-
nepenayd HHGOPMaIUY B JOCTYMHBIX Ul HUX (opMax.

OOyuaromecs U3 4Mcia JIMI ¢ OTPAaHUYCHHBIMU BO3MOXKHOCTSMU 3/10pOBbsI 00€CTIE€UCHBI
MEYaTHBIMU U AJIEKTPOHHBIMU 00pa30BaTENbHBIMU pecypcaMu B (opmax, adanTHPOBAHHBIX K
OTPaHUYECHUAM UX 370POBBS.



	6. Номенклатура дел представляет собой:
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