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1. IEJIX OCBOEHUA N CHUIIJINHBI

OcBoecHue KOMHCTCHHHP‘I, HCO6XOI[I/IMI)IX JJIL TOATOTOBKU YITPABJICHYCCKUX KaJAPOB, BJIAJCIOIINX Teopneﬁ u HpaKTPIKOﬁ
Opranm3an JOKYMEHTAIITMOHHOTO obecmeueHus YIIpaBJICHUA Ha OCHOBC PAallMOHAJIBHBIX, HAYTHO 000CHOBaHHBIX
MPUHOUIIOB U METOOOB €TI0 COBECPIUICHCTBOBAHUA.

3amayaMu IUCIMIUTMHEL «/JoKyMeHTallmoHHOE 00ecTieueHe YpaBIeHUeCKON A TEIbHOCTI SABIISIOTCS:

1) OCBOCHHE COBPEMEHHBIX METOMOB U TEXHOJIOTHH 00pabOTKM JOKyMEHTOB HAa OCHOBE HCIOIB30BaHUS CPEACTB
OPraHU3alMOHHON ¥ BBIYUCIUTENBHON TEXHUKH;

2) BBISIBJIEHHE CBOEOOPa3usi OpraHU3aluy paboOThl C JOKyMEHTaMH B 3aBUCUMOCTU OT Pa3BUTHS TOCYJapCTBEHHOTO
anmnapara ynpaBlICHUS;

3) COCTaBJICHHE MTPOEKTOB OCHOBHBIX JJOKYMEHTOB YIIPaBJIECHUS B COOTBETCTBHU C TPEOOBAaHUSAMH K UX O(OPMIIEHUIO;
4) YMEHHE OPraHU30BaTh CIYKOy MOKYMEHTaIlMOHHOTO OOECTedeHMs YIpaBIeHUs U paboTy ee COTPYIHHKOB B

YUPESKACHUH, OpraHUu3allvii U Ha NPCATIPUATUHA.

2. MECTO JUCIIUITIJIMHBI B CTPYKTYPE OIIOII

Huka (paznen) OIOIT: K.M.03.04

2.1 TpeOoBaHus K NPEABAPUTEIbLHOI IOAT0TOBKE 00y4al01erocs:

2.2 JIncuMnJIMHbI M TPAKTHKH, VIS KOTOPbIX OCBOCHHE JAHHON AUCUMIIJIMHBI (MOAY./I51) He00X0AUMO KaK
npeauIecTByIOLIee:

W3yueHne IUCIUILTHHEI ABISETCS OCHOBOII MaibHeHIero n3ydenus Kypca "busHec-koMMyHHUKaIHK'", a TaKxKe
copMHUPOBaHHBIC KOMIIETEHIUH OYIYT 3aKPEILIATHCS HA IIPAKTHUKE O MOTY4EHUIO TPOPECCHOHANBHBIX YMEHUH U OIIbITa
npoecCHOHaNbHON NESTENbHOCTH

IToaroroBka K MpoIeaype 3alUThI M 3alIUTa BEITYCKHON KBaJIH()UKAIIMOHHON paOOTHI

IMudposas sxkoHOMUKA

ITponsBoacTBEeHHAS MPAaKTHKA (TEXHOJIOTHIECKAS (TPOCKTHO-TEXHOJIOTHYECKAsT) TPAKTHKa 2)

[TpousBoacTBeHHAas MpakTUKA (IPEAIUIIIOMHAs IPAKTHKA)

3. KOMIIETEHLIMU OBYYAIOILETOCS, ®OPMHUPYEMBIE B PE3YJIETATE OCBOEHUSI TUCLIMITIMHBI
(MOJYJIS)

OIIK-4: Cnioco0eH NpUMeHSITh COBPeMEHHbIe TEXHOJIOIHH U METO/IbI OIIEPATHBHOIO YIIPABJIEHHUS NEPCOHAJIOM, BECTH
JOKYMEHTAIHOHHOE COMPOBOKIEHHE U YUeT;

3HaTh:

COBPEMCHHBIC TCXHOJIOTUU U METOAbI OIICPATUBHOTO YIIPABJICHUSA IIEPCOHATIOM

YMmern:

OpraHH30BaTh CIIY)KOY JOKYMEHTAI[HOHHOTO O00ECIICUeHHS YIIPABICHHS H PAa0OTY €€ COTPYAHUKOB B YUPESIKICHUH,
OpTraHU3aIMH U Ha TIPEATIPUITHH.

Baanern:

BECTH JOKyMEHTAI[IOHHOE COIIPOBOJKACHHE 1 YUIET B Chepe YIpaBICHHS IIEPCOHATIOM
- HaBBIKU O(OPMIICHHSI KOHKPETHBIX BUAOB JOKYMEHTOB 110 KaJPOBOMY COCTaBY.
- BeimonnsieT TpeOoBaHUs K COAEPHKAHUIO JOKYMEHTOB, 00ECIIEUNBAIOIINX pabOTy C MEPCOHAIOM

B pe3yjabTaTe OCBOCHUA TUCHUIIJINHBI oﬁyqamumﬁc;l JOJIZKCH

3.1 |3narh:

3.1.1 COBPEMCHHBIC TCXHOJIOTHUU U METOAbI OIICPATUBHOTO YIIPABJICHHUS IIEPCOHAIOM

3.1.2

3.2 | YMeTh:

3.2.1 | opranuzoBaTh CIyX0y TOKYMEHTallUOHHOTO 00ecredeHus yIpaBieHus 1 paboTy ee COTpYAHUKOB B
YUIPEKICHUH, OpPraHU3alUH U Ha IPEATPUATHH.

3.3 | Bnagern:

3.3.1 | -BecTH TOKYMEHTALIMOHHOE COIIPOBOXKICHHE U yUeT B cepe YIpapIeHHs IEPCOHATIOM

3.3.2 | - HaBBIKU O()OPMIICHUS KOHKPETHBIX BUJOB JOKYMEHTOB 110 KaJIPOBOMY COCTABY.
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3.3.3 | - BemmousHsieT TpeOoBaHUsI K COJIEPKAHUIO IOKYMEHTOB, 00ECTIEYMBAIOIINX PaboTy C IEPCOHATIOM
4. OFBbEM JJUCIMIIJIMHBI (MO LY JIS)
Ob6Lwas TpynoemMKocTb 43ET
YacoB 1o yueOHOMY IUIaHy : 144 Bunsl KoHTpOIsS B cemecTpax:
B TOM YHUCIIE
ayJUTOPHBIC 3AHATHS : 10 9K3aMEHBbI 2
caMoCToOsITeNbHas paboTa : 94,1
YacoB Ha KOHTPOJIb : 36
KOHTaKTHas pabora: 13,9
UKP: 3,9
5. CTPYKTYPA U COAEP)KAHUE TUCHUIIJIMHBI (MOIYJIST)
Kon HaunmeHoBaHue pa3iesioB U TeM /BU/I 3aHATHUS/ Cemecrt | Hacos Jlutepartypa
3aHATH p / Kvpc
Pa3nen 1. e1onpou3sBoACTBO — 0CHOBA TEXHOJIOTHH YIPABJIEHHS
1.1 JEJIOITPOU3BOJCTBO, ETO 3AKOHOAATEJIbBHOE 1 2 36 JI.1J11.2
HOPMATHMBHO-METOAMYECKOE PEI'YJIMPOBAHUE JI1.3J12.1 J12.2
OPI'AHUM3ALIMA AEJIOIIPOU3BOACTBEHHOI'O JI2.3J12.4
OBCJIYKUBAHU A JI2.5J13.1 JI3.2
MOJIOXEHHUE O CIIYXBE AEJIOINPOU3BOACTBA 01222333435
JOJDKHOCTHBIE MHCTPYKIIMN WHCTPYKIUA 11O
JEJIOITPON3BO/JICTBY OPT'AHU3ALIMA PABOUNX MECT
/Cp/
1.2 Texymwmii koHTpOIHL /MKP/ 2 1,3 JIT.1J11.2
JI1.3J12.1 J12.2
J12.4J13.2
Paznen 2. OcHoBHBIE JOKYMEHTHI ynipaBieHus. Tpe6oBaHus K
o opMIIEHHIO0, TEXHOJIOTHS CO3AAHUSA JOKYMEHTOB
2.1 VYrpasneHueckuit ToOKyMeHT: (QyHKIuH, ropuaundeckas cuna. Y CJ1 /JIex/ 2 1 JI1.1 J11.2
JI1.3J12.1 J12.2
JI2.3J12.4
JI2.5J13.1 JI3.2
212233
2.2 [IpaBuia opopmiieHHs PEKBU3UTOB JOKYMEHTOB /JIek/ 2 1 JIL.1J11.2
JI1.3J12.1 JI2.2
JI2.3J12.4
JI2.5J13.1 J13.2
2195
2.3 H3ydeHue peKBU3UTOB JOKYMEHTOB M COCTaBJICHHE OJAHKOB 2 2 JIT.1J11.2
nokymenToB /IIp/ JI1.3J12.1 J12.2
J2.3J12.4
JI2.5J13.1 J13.2
24 25
2.4 OcobeHHOCTH 0(hOPMIICHHSI KOMMEPYECKOH JOKYMEHTAITUH IO 2 4 JIT.1 JI1.2
3aKITIOUEHHIO U UCTIOJIHEHHIO ToroBopa /IIp/ JI1.3J12.1 J12.2
J2.3J12.4
JI2.5J13.1 JI3.2
24 95
2.5 TPEBOBAHHUSA K O®OPMJIEHNIO JOKYMEHTOB 2 32,1 JI.1J11.2
BJIAHK JOKYMEHTA JI1.3J12.1 J12.2
[NOPAAOK AAPECOBAHNA J2.3J12.4
COI'JTACOBAHUE, ITIOATIMCAHUE U YTBEPXKJIEHUE JI2.5J13.1 JI3.2
JOKYMEHTA 313233 354 35
OTMETKU HA JIOKYMEHTE
/Cp/
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2.6 Texymwmii koHTpOIHL /MKP/ 2 0,6 JIT.1J11.2
JI1.3J12.1 J12.2
J12.4J13.2
Paznes 3. O6uiue npuHUMNBI U METOANYECKHE OCHOBBI OPraHU3aIUU
JOKYMEHT0000poTa
3.1 Opraauzanus paboTsl ¢ JoKyMeHTamu /Jlex/ 2 2 JIT.1J11.2
JI1.3J12.1 J12.2
J2.3J12.4
JI2.5J13.1 JI3.2
212233
32 O6paboTka, cuCTeMaTU3alKs U XpaHeHue JOKyMeHToB /Cp/ 2 26 JI1.1J11.2
JI1.3J12.1 JI12.2
JI2.3J12.4
JI2.5J13.1 JI3.2
2122233435
33 Koncynpramus /MKP/ 2 2 JI.1 J11.2
JI1.3J12.1 JI12.2
J12.4J13.2
6. POHJ OHEHOYHBIX CPEJACTB
6.1. IlepeyeHb BH/I0B OLIECHOYHBIX CPEACTB
ceMHuHap
TeCcT
mpakTHyeckas pabora
TPEHUHT

6.2. TunoBkie KOHTPOJIbHBIE 3a/1aHUA U UHbI€ MaTepUaJIbl 1151 Telcymeﬁ aTTeCTallun

Monyns 1. JIenonpon3BoACTBO — OCHOBA TEXHOJIOTHH YIPABICHUS
Tema. Cemunapckoe 3ausaTue: «Cimyxoa J0OY»

Henu: popmMupoBaHue COCOOHOCTH OCYIIECTBIAT MOUCK HHPOPMALIUH 10 MOTYIEHHOMY 3aIaHUI0, CIIOCOOHOCTH
HaXOJHUTh ONTHMAaJIbHBIC OPraHN3alMOHHO-YIIPABICHYECKUE PEIICHNUS, OCYIIECTBIATE COOP U aHAIN3 HH(POPMAIIHOHHBIX
JTAHHBIX YMEHHE OPTaHM30BaTh CIyK0y TOKyMEHTAIMOHHOTO 00ECIIEYEeHHS YIIPABICHHS U PadOTy e COTPYIHUKOB B
YIpEKICHUH, OpraHU3alMY U Ha TPEANPUATHH, TPOBECTH aHAIN3 U BBISIBICHHE Po0IeM B paboTe CITyKObI
JIOKYMEHTaIMOHHOTO 00CCIICUCHHSI YIIPABIICHUS B OPraHU3alNH; IPUMEHEHUE COBPEMEHHBIX TEXHOIOTHH H METOUK IS
COBEPIIICHCTBOBAHMUS pabOTHI CIyXKOBI TOKYMEHTAIMOHHOTO 00ECIICUeHHUS YIPABICHUS B OPTaHN3AINAX, YIPSKICHUIX U Ha
OPEANPUATUSX.

3anmanvie 1. U3ydutb cTpyKTypHl ciiyx0 J10Y

3amanue 2. Omucatb CTPYKTYpY cinyx0b1 JJOY B KOHKPETHON OpraHU3anuu

3aganue 3. O3HAKOMUTHCS C TUIIOBOH TODKHOCTHON HHCTPYKLIUEH ceKpeTaps

3ananue 4. [IpuBecty mpuMep JOHKHOCTHOM HHCTPYKIIMU paboTHHKA ciykObI JJOY KOHKpETHO# opraHu3anuu
3anmanue 5. O3HAKOMHUTHCS C TUTIOBBIM TMOJIOKeHUEM cityx0b1 JIOY

3aganue 6. OmucaTs 3agaqn ciayx0s! JJOY B KOHKPETHON OpraHU3aluH

3ananue 7. Onucatb padoty ciayx0b61 IOY B KOHKPETHOM OpraHu3auu

3anganue 8. JIaTb peKOMEHIANH IO COBEPIICHCTBOBAHUIO paboTHI ciyKOBI JIOY B KOHKPETHOW OpraHU3anuu

TpeHunr
AHanmn3 KOHKPETHBIX CHTYallUi IO COCTaBIEHUIO OCHOBHBIX JOKYMEHTOB YIIPaBIE€HHs

B paMkax 1aHHOTO TPEHHHTA CTYIEHTAM ONMCHIBAETCS CUTYalus, HarpuMep: «Bam HeoOxo1umMo goBecTH HHHOPMAIIHIO 10
PYKOBOJCTBA, 4TO B LIEJISIX BHIIIOJHEHHUS pabOTHI B CPOK BO3HHKACT HEOOXOAUMOCTD TOTIOTHUTEIBHOTO 00CCIICUCHHS
TEXHUYICCKUMH CpeicTBAaMI» Jlasiee CTYICHTBI ONPENEIAIOT: KaKOHW BUJ JOKYMEHTa HEOOXOIUMO COCTABHUTh B TAHHOMH
CHUTYaINH, Kakue TpeOOBaHUS MPEIbSIBISIOTCS K 0(hOPMIICHHIO JaHHOTO BUJIA IOKyMEeHTa. B pe3yibraTte cocTaBisieTcs
MPOEKT KOHKPETHOTO BHA JOKYMEHTa, HEOOXO0MMOTO B JAHHOMN MPOM3BOACTBEHHOM CHTYallHH.

JoxymeHToo6opor
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TpeHHHT IO COCTABICHUIO CXEMBI JOKYMEHTO000pOTa

B paMkax TaHHOTO TPEHUHTA CTYACHTAM MpPEAaracTcsi BeIOpaTh KOHKPETHBIN BHUJ TOKYMEHTA, a TAK)KE KPaTKO OMHUCATh
KOHKPETHYIO OpraHu3anuio. Jlanee HeoOX0AMMO COCTAaBUTh ONITUMAIIBHYIO CXEMY JOKYMEHTOO00pOTa ISl JAHHOTO BUA
JIOKYMEHTa B OTIMCAHHOM OpraHU3aIlNH, TaK K& He00X0AUMO, 0003HAYUTH ITAIBI JOKYMEHTOO00POTa, HX HEOOXO0AUMOCTH,
onucaTh 0cobeHHOCTH padoThl cayxObl IOY Ha kaxaom sTane. CBOIO MO3ULUIO HEOOX0AUMO OOCYIUTH U 10Ka3aTh Ha
o0mieM 00CYXKIEHHH, B X0JI¢ KOTOPOTO CTYACHTHI 33/1a0T JAPYT IPYry BOMPOCHL. PaboTa MOXKET MPOBOJAUTHCS B MAITBIX
TPYMIax WA KOJJIEKTUBHO.

ITpumepHBIi TECT:

1 CocraBHOI 4acTbIO IETONPOU3BOJCTBA ABIIETCA:

A) Bce OTBETHI BEPHBI

b) moxymeHTHpOBaHME KaK MPOLECC COCTABICHUS U 0(OPMIICHHS JOKYMEHTOB

B) peructpauust J0KyMEeHTOB

I') nepepaboTka TOKYMEHTHPOBaHHON HH(OpPMAITUN

2. OCHOBHBIM 00BEKTOM H3Y4EHHS B IETIONPOU3BOJICTBE SIBISETCS:

A) 110601 TOKYMEHT, a TaKke mporuecc paboThl C HUM

b) OpranusannoHHO-pacnoOpsITUTENbHBIA JOKYMEHT

B) TOKyMEHTBI TOCTOSTHHOTO XPaHCHUS

I') Bce OTBETHI BEpHEI

3. Yto Takoe JOKyMEHT?

A) napopmanus, 3apUKCHpoBaHHas Ha MaTepPUaIbHOM HOCHTENE

B) pesymnbrar oToOpakeHns pakToOB U COOBITHI

B) pesymnbrat oToOpaXkeHns IBICHIH 00BbEKTHBHOMN EUCTBUTEIBHOCTH

I') pe3ynbTaT 0TOOpa’kE€HUS MBICIUTENBHOMN IEATETbHOCTH

4. 3amauaMu 1EMONPOU3BOJICTBA SBIISIOTCS:

A) Bce OTBETHI BEPHEI

B) oTpaxkeHune ynpaBiaeHYEeCKOM, TPOU3BOACTBEHHON U HHOH ESTEIBHOCTH B COOTBETCTBYIOIIMX JOKYMEHTAX
B) obecrieuenye panioHaNBEHOTO HCIIOIb30BaHUS JOKYMEHTOB B JICTIOBOM IPAKTHKE NMPEAIPHATHS

5. TTo kakuM IpUHOKIAM CIEAyeT OPTaHU30BBIBATH JEIOMPOU3BOACTBO HA MPEATIPUATHN?
A) Bce OTBETHI BEPHBI

B) onepatuBHOCTS - OBICTpas M YeTKast padoTa ¢ JOKyMEHTaMHU

B) Texandeckoe coBpeMeHHOE OCHAIeHHe, obJeryaromniee padoTy ¢ JOKyMEHTaMH

I') nenecooOpa3zHOCTh BeeX AETOMPOU3BOICTBEHHBIX ONepauii

6. CmerranHast popMa OpraHH3aLUH ACTOTPOU3BOJICTBA MPUMEHSICTCS:

A) B KpYIHBIX IPEANPUATUIX

b) B HEOOMBIIMX IPEIIPUATHSIX

B) B ManbIx opranuzanusx, pupmax

I') Bce OTBETHI BEpHEI

7. Kem ocymectsiserca JIOY Ha npeanpustun?

A) cayxo6oit 1OY

B) pykoBogutenem

B) oTnenom xangpos

I') GyxranTepueit

8. Urto Takoe peructpaiys J0KyMEeHTOB?

A) dukcanus dhakTa co3qaHUS WIK MOCTYIUICHHUS JOKYMEHTA H 3aIICh HEOOXOANMBIX CBEICHHH O TOKYMEHTaX C
MOCJIETYFOMINM IIPOCTAaBICHNEM Ha HUX JEIOIPON3BOICTBEHHOTO HHICKCA M JATHI PETHCTPAInU
B) y4eT mocTymiBLIIMX JOKYMEHTOB

B) mpocrasieHne perucTpaoHHOTO MTaMIa

I') Bce 0TBETHI BEpHEI

9. Peructpanus HeoOXoquma IS

A) moucka, yuera U KOHTPOJIsSI JOKYMEHTOB

b) ydera u mepeauu Ha apXHUBHOE XpaHEHHUE JTOKYMEHTOB

B) KOHTpOIS TOKYMEHTOB

I') 6bicTporo moucka JOKYMEHTOB

10. PeructpannoHHbie cBeACHHS 0()OPMIISIOTCS:

A) apabcknmu IdpaMu B JICBOM HIDKHEM YIITy
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b) pumMckiMy nudpamMu B TpaBOM BEpXHEM YTy
B) apabckumu undpaMu B IpaBoM HIKHEM YTITY
I') mo0bIMHU 1T paMU B JTFOOOM MecTe

IMPAKTUYECKASA PABOTA 2

1. CocraBbte ipuka3 mo OO0 «CunHTe3» T. YensaOuHCKa 0 pexxuMe paboThl MPEINPUATHS B IPA3THHYHBIC THH 7 U 8 MapTa
2016T.

B koHcTaTHpyromien yacTu ykaxxute ocHoBaHue — cT. 112 TpynoBoro xonekca PO.

B pacnopsiaurensHoi yactr onpenenure 7 u 8 mapra 2016 r. HepaGoUNMHM THAMH I COTPYIHUKOB IPEATIPUSITHSL.
OT™MeHHTE B Hepaboune nHU 7 1 8 MapTa Bce BUABI paboT. JlaiiTe mopydeHne 3aMeCTUTEINIO JUPEKTOpa M0 X03SHCTBEHHOM
pabore A. I1. CunopoBy 06ecrieunTs B 3TH JHU JSKYPHBIH PEKIM paOOThI IKCILTYaTAIOHHEIX CITYX0, OXpaHy CITyKeOHBIX
MOMEIIEHNH, a TaKKe BBIIOTHEHNE TpeOoBaHUH NoxkapHoi Oe3onacHocTH. KOHTponb 3a HCTIONTHEHHEM MTPHUKa3a BO3T0XKUTE
Ha MIEPBOTO

3amectutens aupekropa C. /1. KoBanesa.

[Ipuxa3 noanucan gupekrop I1. K. denopos.

2. CocraBbte akT 1o OAO «PocremecncTeMbI» 0 IpoBepKe padoTHI ¢ TokyMeHTaMH. OCHOBaHUE — MPUKa3 TUPEKTOpa OT
24.03.2016 1. Ne 23 «O pabore ¢ 1oKyMeHTaMm». B akTe mpoBepky TODKHBI OBITH 3a()MKCHPOBAHBI CICAYIONIIE HEAOCTATKH:
o(opMIIEHHBIE B CTPYKTYPHBIX ITOJIPa3/IeNIeHHSIX JOKYMEHTHI He COOTBETCTBYIOT TpeboBanusaM ['OCToB; uMerorcs cirydan
yTE€pH JOKYMEHTOB B OTJIEIaX; KOHTPOJIb 32 HCIIOJHEHHUEM JJOKYMEHTOB BEJIETCA C1a00; He IIPUMEHSIOTCSI CPEACTBA
BBIYHUCIIUTENBHON TeXHUKH TSI aBTOMATH3aINI KOHTPOJIS 3 NCTIOMTHEHHEM JJOKYMEHTOB M MX y4eTa. AKT yTBEpKIeH
reHepaJIbHBIM JJUPEKTOPOM Ipennpusitust A. B. Po3oBbiM. J[pyrie peKBU3HTHI yKaKHTE CAMOCTOSITENIBHO.

3. YKa?)aTB, KaKnC pCKBU3UTHI UCIIOJIb30BAHBI AJIsI COCTABJICHUA TOKYMCHTA (CM. I[OKyMCHT)

6.3. TunoBbie KOHTPOJIbHBbIEC BOIIPOCHI M 3a1aHUA 1/ l'lpOMe)KyTO'IHOﬁ arrecranmumn

Bonpocsl k 5x3aMeny
. [loHATHS «AOKYMEHTAIMOHHOE 00ecneueHre YIIPAaBICHUD) U «IETOMPOU3BOICTBOY
. Cnyx6a JIOY — GpyHKIHU U CTPYKTYpa, IpaBa U OTBETCTBEHHOCTh
. HopmaTtuBHO-TIpaBoBast 6a3a JOKYMEHTHPOBAHHS
. [lonatue «yHUUKAIMS JOKYMEHTOBY U €T0 3HaUCHHE B COBPEMEHHOM JEIONPOU3BOJICTBE
. Crannapruzanus nokymenToB. Tpebosanus ['OCT P.6-30-2003
. PexBu3nT. Pacnonoskenne n pasmep peKBU3UTOB
. Ilonsarue «1oxymeHT». OyHKIMU JOKYMEHTOB
. Knaccudukanus 1o0kymMeHTOB
. CucrteMbl JOKyMEHTOB

10. OpraHu3anoHHO-pacoOpAAUTEIbHAS CUCTEMA IOKYMEHTAIIUN

11. PacnopsauTtenbHble JOKYMEHTBI

12. OpraHu3aiioHHO-TIPAaBOBBIC JOKYMEHTBI

13. H(OpMAaIIMOHHO-CIIPAaBOYHBIE TOKYMEHTHI

14. JToKyMeHTBI IO IMTHOMY COCTaBY

15. TexHosnorust paboThI C JOKYMEHTaMHU

16. OmnpezienieHre MOHATHS «IOKYMEHTOO00POTa, OOIINE MIPHHITUITB K METOANIECKUE OCHOBBI OpTaHU3AIHN
JIOKYMEHTO000poTa

17. CtpykTypa 1 001ast XapaKTepuCTHKa JOKYMEHTOIIOTOKOB

18. Perucrparus kak cocraBHas yacTh TexHosoruu JJOY

19. Dransl NPOXOXKACHUS U UCIIOIHEHUS UCXOISIINX U BHYTPEHHUX NOoKyMeHTOB 20. Peructparust 10KkyMeHTOB. 3a1auu 1
MPUHIHITBI PETHCTPAIIIH
21. OcHOBHBIE IpaBUJIa UHACKCALUU TOKYMEHTOB
22. ®opMHUpOBaHUE U XpaHEHUE €T B JIETIOIPOU3BOICTBE
23. OmpeneneHue NOHATUS HOMEHKIIATYPBI A€ Buibl HOMEHKIATYp Aen

24. TpeboBanus K HOPMYIUPOBKE 3ar0JOBKOB Jie71 B HOMEHKJIAType
25. ObpazoBaHue HHJIEKCA JIeTia B HOMEHKJIaType
26. Cpoku xpaHeHHUs A€l
27. XpaHeHue JOKyMEHTOB B CTPYKTYPHBIX IIOAPa3eICHUAX OpPraHu3alul
28. IloaroToBka U mepegaya A€l B BEIOMCTBEHHBIH apXUB
29. TpeboBaHust K 0(OPMIICHHIO JIEIT
30. OnpeneneHne U COCTaBICHNUE ONUCEH

O 001N Nk~ W —
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IMPAKTUYECKASA YACTD (mpumep)
CocraBbTe IIPUKA3 10 PEMOHTHO-IKCIITyaTALlMOHHOMY MyHULIUTIanbHOMY yrpaBineHuto Ne 15.ITpuka3s u3gan Ha oCHOBaHMU
nocraHoBJeHus [IpaBurenbeTBa MockBbI OT 8 ceHTIOps Tekymero roaa Ne 908 «O ToTOBHOCTH CITY0 TOPOCKOTO
XO034HCTBa K yOOpKe TeppuTopuii MOCKBBI B 3UMHUIT IEPHOA».
JIMpeKkTop peMOHTHO-IKCILTyaTallHOHHOTO MyHUIIMNAIbHOTO yrpasieHus Ne 15 3oto U.T. 5 oxTa6ps Tekyiiero roaa usgan
MpUKa3 O IMOATOTOBKE K YOOPKE TEPPUTOPHIA B 3UMHHI ITEPHOJ TEKYIIIETo Toja.
I'maBHsIit nmxenep HukomaeB B.B. k 15 oxTa0pst JomKeH MpoBeCTH 3aKpeIIeHHe YONPaeMBIX TEPPUTOPHH 32 TEXHUKAMU-
CMOTPHTENSIMU U JBOPHUKAMU, COCTaBUTh IPpaiK JBYXCMEHHON pabOThI IO YOOpKe TPOTYapoB U ABOPOBBIX TEPPUTOPUIA,
pa3paboTaTh U conlacoBaTh B ped)eKType OKpyra IulaH YOOpPKH TEpPUTOPHUi C IPUBICUCHUEM JTIONEH M TEXHUKH
BEJIOMCTBEHHBIX IIPEANIPUATHUIH, PACIIOIOKEHHBIX HA TEPPUTOPUU OKpYTa.
OpraHu3anuio KOHTPOJIS 332 HCIOJHEHHEM IIpHUKa3za MOpYdIHTh 3amectHTenio aupektopa C. P. Bunoxyposy. Iloxmmcan

npukas aupekrop 3otos M.T.

Busel cornmacoBanus: ropuckoncynsT AIT.Keph.

C npukazoM 03HaKOMJICHBI:

6.4. Kputepuu oneHUBaHUA

Tect

Orenka

4.2.2 Tpenunr
Kputepuu onjeHuBaHus 3a1aHAN
MakcumabHOE KOJTHYIECTBO 0ajUIOB TPH HPaBHIBHOM BBHITOJHEHUH 3agaHui — 30 Gaymios.
O060CHOBAaHHOCTH BEIOOPA alTOPUTMA ACHCTBHS WIH MyTH pemIeHns cutyarmn — 20 6amios
Ionnota oTtBeta — 10 6annoB

1.
2.

4.2.3. IlpakTHdeckas paboTa

HeynosnerBoputensHo
HaOpannas cymma 6amnoB (% BBINOTHEHHBIX 3a1aHuii) (Max — 100)

YaosaerBoputenbHo Xopouo OTIMYHO

a) Kpurepuii orieHuBaHUS: BEIOTHEHHUE IPABIIIBHBIX BAPHAHTOB 3aJaHUIL.
6) lIkana ouenuBanus (MakcumyMm 20 6aioB): 3a KakJ0€ MpaBUIIbHO 0QOPMIICHHOE 3aJjaHne Hauucisercs 1 6am, Ha

KaXIbIil IPABIIIBHBIA OTBET HA BOIPOC M3 OTKPHITOTO CIMCKA HaYHCisIeTcs 2 6aia, MpaBIIIbHO 0(OPMIICHHBIH JOKYMEHT
oneHmBaercs B 5 6amioB. PaboTta BItOgaeT 2 TEOPETHIECKHUX 3aJaHNs, 3 BOIIPOCA M3 OTKPBITOTO CIIHCKa, | 3amady 1mo
0(pOPMIICHHIO TOKYMEHTA C UCIIOJIb30BAHUEM HEOOXOAUMBIX PEKBH3HUTOB.

Menee 60 60-75

76-95

86-100

7. YHEBHO-METOJNYECKOE U HH®OPMALIMOHHOE OBECIIEYEHHUE JUCHUIIJIMHBI (MOAY JISA)

7.1. Pexomenayemasi Jinteparypa

7.1.1. OcHoBHasi IUTEpaTypa

ABTODBIL, 3arnaBue UsznatensctBo, | Pecypc
JI1.1 [ MoprynoB A.B. DNEeKTPOHHBIE CUCTEMBI JOKYMEHTOO00pOTa: yueOHOe mocodue HoBocubupck : 9BC
(https://znanium.com/catalog/document?id=398049) HoBocubupckuit
TOCYHapCTBEHHBI
1 TeXHUYECKUH
YHHUBEPCHTET
(HI'TY), 2020
JI1.2 | beixoBa T.A., JIoKyMeHTalMOHHOE 00eCTIeueHUE YIPaBICHUS Mocksa : OO0 9BC
Ky3nenosa T. B., (menonpon3BOACTBO): yaeOHOE mocodne "Haydno-
Cankuna JI. B. (https://znanium.com/catalog/document?id=437674) M3aTeIbCKUIH
uentp UHOPA-
M", 2024
JI1.3 | KazakeBuu T. A., JlokyMeHTaIMOHHOE 00eCIIeYeHNE YIIPABICHUSA: YICOHUK U Mocksa : }Opaiit, OBC
Tramuu A. U. MPAaKTUKYM JUISI CHIO 2024
(https://urait.ru/bcode/538470)
7.1.2. lonoJHUTeIbHAS TUTEPATypa
ABTODHI, 3arnaBue WznatenserBo, | Pecypc
JI2.1 | Cokomnosa O. H., JlokyMeHTalMOHHOE 00ECIICYCHHE YIIPABICHUS B OpraHU3aIlHH: Mockga:
AxumouxuHa T. A. yaebHOe mocodne I By30B KnoPyc, 2010
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ABTOpBI, 3araBue WznarensctBo, | Pecype
JI2.2 |ITanacenko 1O. A. Jlenonpon3BOICTBO: JOKYMEHTAIIIOHHOE 00eCIIeueHHe Mocksa: Puop,
yIpaBieHus: yueOHOe mocooue [2013]
JI2.3 | CnuBak B. A. JloxymeHTHpOBaHME yIIPABICHYECKOHN JCATEIBHOCTH CaHkT-
(Hemonpon3BocTBo): [yaeOHOE mocodue] [etepOypr [u
1p.]: Iurep,
2010
JI2.4 | bacakos M. U. JloxymeHTaLmoHHOE o0OecreueHne ynpasieHus (C OCHOBaMH Mockaa:
apXUBOBECHU ): yIeOHOE mocoone KuoPyc, 2013
JI2.5 | Murens JIOKyMEHTHPOBaHUE YIPaBICHUYECKON AEATEIBHOCTH: KypC Mocksa :
JIEKIHH : yueOHOe mocooue dnunTa :
MIICH, 2006
7.1.3. MeTonuyeckue pa3padoTku
ABTOpBHI, 3arnaBue WznarensctBo, | Pecype
JI3.1 | bapuxun A. b. Jlenonpon3BoaCTBO U IOKYMEHTOOOOPOT: MPaKTUYECKOE Mockaa : 9bC
nocobue KumkHbIii Mup,
(https://biblioclub.ru/index.php?page=book&id=89671) 2008
JI3.2 | ApacnanoBa B. A. JlokymeHTalmoHHOE 00ecrieueHne ynpaBieHus: y1eOHo- Mocksa : Jlupekt 9BC
MPaKTUIECKOE ocoOue: yaeOHoe mocoone -Menua, 2013
(https://biblioclub.ru/index.php?page=book&id=137706)

7.2. IlepeyeHsb pecypcoB HHGOPMALHOHHO-Te1eKOMMYHHKAIIUOHHOI ceTu "UHTepHeT"

31 | L Jlanp [OnexTpoHHEIN pecype] : anekTpoHHO-OnbMoTeuHas cucrema (OBC) / m3marenscrBo Jlame. — URL:
http://e.lanbook.com/.

D2 | YHuBepcureTckas 0MOnruoTeka oHJIaiH [DIeKTPOHHBIN pecypc] : aaekTpoHHo-oubnuoreunas cuctema (ObC) / OO0
Jupextmenua [TadbmumuHr. —
URL.: http://biblioclub.ru/.

93 | IOpaiiT [DnekTpoHHBIH pecypce] : anekTporHO-0nbIroTeuHast cucrema (ObC) / m3matenscrBo IOpaiit. — URL:
https://biblio-online.ru.

34 |eLIBRARY.RU [DnekTpoHHSIii pecypc] : 31ekTponHas 6bubnuoteka / Hayd. snektpon. 6-ka. — URL:
http://elibrary.ru/defaultx.asp.

25 |UHO®OPMUO [DnekTpoHHBIN pecypc] : MeKTPOHHBII CIIPaBOYHUK [00ecedeHne BceX THIIOB 00pa30BaTEbHBIX
YUpEXIECHUII HOPMaTHUBHBIMU, METOJUUYECKUMH, HAydHO-IIPAKTHYECKUMU MaTepuanamu]. — URL:
http://www.informio.ru/.

7.3 Ilepevyenb nHGOPMAIHOHHBIX TEXHOJIOT Ui

7.3.1 IIporpamMmHoOe obecrieyeHue

LMS Moodle

Adobe Reader

7.3.2 IIpodeccroHabHBIe 6a3bI JAHHBIX H HH(OPMAIIMOHHO-CIPABOYHbIE CHCTEMBbI

1. Brepolis [Onektponnslit pecype] : [caiT] . — URL: http://apps.brepolis.net/BrepolisPortal/default.aspx (mata o6parnenus
28.08.2016)

2. East View Information Services [OmnektponHslii pecypc] : [caiit] . — URL:
http://online.castview.com/stat_login/index.jsp?enc=eng (nata odpamenus 28.08.2016)

3. Cambridge University Press [Onextponnsrit pecypc] : [caiir] . — URL: http://journals.cambridge.org/action/login
(mata o6parenus 28.08.2016)

4. DnexTpoHHas OubnanoTeyHas cucrema «Jlaub» [DnexTponHslit pecype] : [caiit] . — URL: http://e.lanbook.com/
(mata ob6parenus 28.08.2016)

5. YHuBepcuTeTcKas OHONMMOTEKa OHJIalH [DnaeKTpoHHbIH pecype] : [caiT] . — URL: http://biblioclub.ru/ (mata
obparmmenns 28.08.2016)

6. NBER National Bureau of Ecomonic Research [Dnexktponnsiit pecypc] : [caitr] . — URL: http://www.nber.org/

(mata oOparmrenus 28.08.2016)
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7. WHCTUTYT 3KOHOMHUKH TEPEXOHOTO mepuoa [DnekTpoHHsiid pecype] : [caiit] . — URL: http://www.iet.ru/ (nata
obpamenus 28.08.2016)
8. Karanor cceliok Ha Jydnive 3KOHOMUYECKHE Pecypehl [DneKTpoHHBIN pecype] : [cait] . — URL:

http://www.econline.hl.ru/ (zata o6paruenus 28.08.2016)

9. Mupxus.Py. @unancoBas snekTpoHHas Oubnnoreka [DneKTpoHHEIH pecypce] : [caiit] . — URL:
http://mirkin.eufn.ru/ (nata oopamenus 28.08.2016)

10. IIpoekT uHCTUTYTa «DKOHOMHUYECKAs IIKONIA» [DIEeKTPOHHbIH pecypc] : [caifT] . — URL:
http://www.economicus.ru/ (mata oopamenus 28.08.2016)

11. ®DenepanbHblii 00pa3oBaTeNbHBIN MOPTaa. DKOHOMUKA, COLMOIOTHS, MEHEIKMEHT [DIeKTPOHHBIN pecypc] :
[caiiT] . — URL: http://www.ecsocman.edu.ru/ (mata ooparenws 28.08.2016)

12. I{eHTp SKOHOMHYECKUX M (DHUHAHCOBBIX HUCCICIOBAHUI M pa3pabOTOK B POCCHICKON 3KOHOMHYECKOH IIKOJIE
[DnexTponnsIii pecype] : [caiit] . — URL: http://www.cefir.ru/ (mara obpamienus 28.08.2016)

CpencTBoM 0CTyMa K CHCTEME COOCTBEHHBIX 3JICKTPOHHBIX PECYPCOB SIBISETCS calT OubaroTekn www.lib.csu.ru.
DNEKTPOHHBIN KaTaJIOT 00ECIICYMBACT ITOJTHOE U ONIEPATHBHOE MPEACTaBICHHE 0 OMOIHOTEIHOM (OH IE, MTOBBINIAET KAa4eCTBO
1 3¢ (HeKTUBHOCTH TOUCKa HHpOpMaImu — 6osee 1,5 MITH. 3amucei.

1. DneKTpoHHEIH KaTajor. bubnrorpaguyaeckne 6a3pl JaHHBIX.

KHury, 371eKTpOHHBIE PECYPCHI, TUCCEPTAIIMU H aBTOpedepaTsl.

2. DneKkTpoHHas OMOIHOTEKA.

W3nanus Yenl'Y, YMK; nucceprauuu, 3amuiieHssie B copetax Yenl'V,

pe3epBHBIC KOJUIEKITNH, (POH/ peIKUX KHHT.

3. Pedeparusasre
bassr qanaeix MTHUOH PAH, 6a3s1 nanasix BUHUTU.
4. [TonHOTEKCTOBBIE

basel nannbix quccepranuit PI'b, cnpaBouno-npaBoBast cuctema KoncynbranTlIntoc, HaydHas aneKTpoHHas OuOIMoTEKa
elibrari.ru, moamnucka Ha ITOJIHOTEKCTOBYIO KOJUIEKIINIO POCCHHMCKIX HAYIHBIX JKypHaIoB (2011-2012, 133 HanmMeHOBaHUSA),
kosuekims 6a3bl nanHbX kommnannu EBSCO (12 temarnueckux b1); sxypHans! m3natenscts: Taylor&Francis, Sage

5. DIEeKTPOHHO-OUOIMOTEYHBIE CUCTEMBI

VYHuBepcuTeTckas OndIroTeKa OHaH, alfOyKC.

8. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHME JUCIUIIJIMHBI (MOIY JIS)

I[J'I}I YCIICITHOT'O OCBOCHUA AUCITUTIIINHBL HCO6XO[[I/IMI>I AyoIUTOPpUU AT MIPOBEACHUS 3aHATHI JICKIIMOHHOTI'O THUIIA,
CEMHMHAPCKUX 3aHATHH, IPYNIOBLIX U MHIMBUYaIbHBIX KOHCY/IBTALMH, TEKYILIET0 KOHTPOJIS M IIPOMEKYTOYHON aTTECTallHH,
a TaKXC IMMOMCIICHUA IJIA CaMOCTOSATEIBHOM pa6OTLI. Bee YKa3aHHBIC ayIUTOPHUU U ITIOMCIICHUS UMCIOTCS B HAJIMINU B
JIOCTaTOYHOM HOJTHOM 00BbeMe ( B COOTBETCTBHH CO CTAHAAPTOM).

Jns mpoBeieHus 3aHATHI JTEKIIMOHHOTO THITA HMEIOTCS ayTNTOPHH C MYITBTHMEIMHHBIM 000pyIoBaHHeM. TakOBHIX B
HucTuTyTe SKOHOMHKH OTpaciel, busHeca u agxmuHuCcTprupoBanus Yenl'Y nmeercs tpu B 4-oM yueGHOM Kopiryce (212, 205,
111) u nath B §-oM yuebHOM Kopmyce (203, 310, 405, 407, 406). Ot ayautopuu cHaOXeHbl BCEMU HEOOXOUMbBIMU
HabopaMy IEMOHCTPAIMOHHOTO 000PYIOBaHHS M yIeOHO-HATILITHBIMA IIOCOOMSIMH, 00ECTICUNBAOIIMMI TEMAaTHIECKUE
MIDTIOCTPATHH.

Nmeercst mocTaToYHOE KOJIMIESCTBO MTOMEIIECHHH JJIs1 CAMOCTOSITEIEHOM paboThI CTyeHTOB. AynutopuH (aya.217 4-oro
yaebHoro Kopiryca Uenl'Y, a Taxxke aya.207, 303 8-oro ygeOHOTO KOpITyca ¥ MPOY.) CHaOXKEHBI KOMITBIOTEpaMH M BEIXOOM B
cetb «MHTepHET. Kakablil CTYyIEHT HMeeT BO3MOXKHOCTD BBIX0/a B DJIEKTPOHHYIO OMOINOTEKY, IPUYEM HE TOJIBKO U3 CTEH
BVY3a, HO U B 1OMaIIHUX YCTIOBHSIX.

B ciiydae mpuMeHeHHs Y 00Y4eHUH TUCIMIUIMHBI QJIEKTPOHHOTO O0YUIEHHSs, TUCTAHIIMOHHBIX 00pa30BaTEeIbHBIX
TEXHOJIOTHH y MPEToIaBaTelNsl M CTYJCHTOB €CTh BBIXOJ B JIMYHOM KabuHere BY3a u mocpeactsom cucrembl MS Teams
JUCTAaHIIMOHHBIN (pOpMaT CBS3H SBIISETCS BO3MOXKHBIM.

OcBoeHne JUACHUTUIMHBI HWHBaJIUJIaMHU U JTUAMA C OTPaHUYCHHBIMU BO3MOXKHOCTAMM 300POBbA OCYIICCTBIIACTCA C
HCIIOJIB30BAHUEM CPELICTB 06y‘~IeHI/IH O6HICFO U CIICHHUAJIbHOI'O Ha3HAYCHUA:
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— JICKIITMOHHBIC ayTUTOPUN (yKa?:aHHBIC BI)IHIG) — MyHBTHMeﬂHﬁHOG O60pyI[OBaHI/Ie,; HWCTOYHHUKH ITUTAHUSA I
WHAUBUAYAIBHBIX TEXHUYCCKUX CPEIICTB,

— ydeOHas ayAUTOPHS JUIA IPAKTHIECKHUX 3aHATHH (CEMHHAPOB) — MyIBTHMEINITHOE 000pyAOBaHNE;

— ydeOHas ayIuTOPHS TSI CAMOCTOSTENbHOH paboTH — CTaHIapTHEIE pabodre MecTa ¢ IepCOHATBHBIMUA KOMIIBIOTEPaMH;
pabodee MeCTO ¢ MePCOHATBHBIM KOMIBIOTEPOM, C IPOTPAMMOH 3KPAHHOTO JOCTYMA, IPOrPAMMON SKPAHHOTO YBEIHUCHUS U
OpaiineBCKUM AUCIIIeeM ATl CTYIEHTOB C HapyIIEHUIMH 3pEHHS.

B xaxxmoit aynuropun, rae 00yqaroTcst HHBAIHUABI U JIHLA C OTPAHUYEHHBIMH BO3MOXKHOCTSAMHE 3[J0POBbSI, IIPETYCMOTPEHO
COOTBETCTBYIOIIEE KOINYECTBO MECT JUIsl OOYJarOIIMXCs C Y4€TOM OIPaHUYCHUH MX 370POBBSL.

B yuebnble aynutopun obecnedeH OecrpensiTCTBEHHbIH JOCTYI Al 00y4JaroMXcsi MHBAJIMAOB U 00yJaromuxcs ¢
OTPaHMYECHHBIMH BO3MOXKHOCTSIMHU 3[I0POBBSI.

ITepeueHs cniennanbHBIX TEXHUYECKUX CPEACTB 00YUCHHS JUIsl MHBAJINUAOB U JINI C OTPAHMYEHHBIMH BO3MOXKHOCTSIMU
3II0POBBS], UMEIONINXCA B PerroHansHOM yaeOHO-HAYTHOM LIEHTPE HHKITIO3MBHOTO 0Opa3oBanms Yenl'Y:

— TudnorexHuueckas ayAuTopys: TUPIOTEXHUIECKHE CPENCTBA: OpaliiIeBCKUI KOMIIBIOTEDP C ANUCIUIEEM U IIPUHTEPOM,
TH(IOKOMITIEKC «UnTaromas MarmnHay, TeIEBU3HOHHOE YBEITNIHBAIOIIEe YCTPOUCTBO, TH()IOMATHUTONEI KACCETHBIE 1
1uQpoBbIe UKTO(YOHBI; CHEHATBHOE IIPOrPaMMHOE 00ecIIedeHHe: IporpaMMa pedeBoii Hauranun JAWS, peuessle
CHHTE3aTOPbI («rOBOPSILAs MBILIbY), IKPaHHbIE JIYITBI.

— CyprotexHudeckast aynuTopust: paguoknacc “Coner-P”, mporpaMMupyeMsle CIyXxOBBIE alnapaTsl HHAUBHIYaIbHOTO
TI0JIb30BAHMUS C YCTPONHCTBOM 3a1aHMs peXKUMa paboThl Ha KOMITBIOTEpE, MHTEpaKTHBHAs 1ocka ActiveBoard ¢ cucremoit
TOJIOCOBAHUS, aKyCTHUCCKUH YCHIIUTENb W KOJIOHKH, MYIbTUMEIUHHBIA IPOEKTOP, TENEBH30D, BUICOMAaTHUTO(OH.

9. METOAUYECKHE YKA3AHUA 1JIAA OBYYAIOIIUXCA 110 OCBOEHUIO JUCHUITIJIMHBI (MO Y JIS)

IIpakTuyeckas paboTa sIBISIOTCS CBUAETENBCTBOM TOTO, YTO CIYLIATEIb OBJIAJIE] MaTEpUAIOM U YMEET KPaTKo U
JIOXOAYHMBO aHAM3UPOBATh M M3JIaraTh BEIOpaHHYIO TeMy. [Iporiecc MOATOTOBKHM M BBITIOIHEHHUS ITPAKTHIECKOH PabOTHI
SBIISIETCS OJHUM U3 TIIABHBIX CHOCOOOB pa3BHUTHUS B yUeOHOI MPAKTHKE Y CTyACHTOB JICMEHTOB yIPaBICHIECKOH
JIESITENbHOCTH; CYIIECTBEHHO BIMSAET Ha CAMOBOCIHUTAHUE CTYCHTOB KaK CIEMaINCTOB B SKOHOMHYECKOH 00J1acTH, TaK Kak
9TO SIBJIAETCS BaXKHBIM BUJIOM CaMOCTOSATEIILHOW MHTENIEKTYalbHOU JedaTebHoCTH. OCHOBHOM 1IEIbIO IPAKTUYECKUX
3aHATHI 10 KypCy «JloKyMEHTHPOBAaHHE YIIPABICHIECKOH NEATEITHOCTHY SBIISIETCS 3aKpEIUICHNE, YCBOCHHUE, YITyOJIeHHE
pacupenye 3HaHui, IPUBUTHE HABBIKOB CAMOCTOSITEIBHOM paboThl, IPaMOTHOTO 0(OPMIIEHHS JOKYMEHTOB, IPHHSTH
pelIeHni o BEIOOPY BApHAHTOB OpraHU3anuy 3(pQEeKTHBHOTO JOKYMEHT0000pOTa Ha MPEANpPUATHH. B pakTHKyMe
OpPTaHWYECKH COYETAIOTCS MAaTepPHAIbl CEMHHAPCKUX M MPAaKTHIESCKUX 3aHATHH. B yueOHO-MeToandeckoe mocodue 1mo
MPOBEICHUIO MPAKTUUCCKUX 3aHATHH BKITIOUCHBI 00Pa3Ibl JOKYMEHTOB, YTO MTO3BOJIUT HAYIUTHCS CTYIEHTaM IPaMOTHO
COCTaBJISATh OCHOBHBIE TIOKYMEHTHI YIIpaBlieHHus Ha npeanpustTid. OcHOBHOE TpeOOBaHHE K IPAKTUUECKOH padoTe - MOIHOTa
1 KOMITIEKCHOCTB OCBEIICHHS TIOCTABJICHHOTO Bompoca. PaboTa 1oyrkHa OBITH BBITOJIHEHA aKKYPAaTHO, C MIPHJICKAHUEM,
JIOJDKEH OBITh COOITIONICH HAayIHBIH alapaT, TO €CTh HaJIYHe OTTIaBICHHS, 3aTOJIOBKOB B pa3/iesiaX, IPaBIIBHOCTh CHOCOK,
Ha3BaHWI TabJHILI, pUCYHKOB, IPABUIBLHOCTH BHIMOJIHEHNS PACUETOB U OTBETOB HA NMOCTABIICHHBIE BOPOCHI, YKa3aHHS
JUTEPATypPHBIX UCTOYHUKOB U T.J. [IpakTHUeCKHe 3aJaHusI COCTABICHBI B COOTBETCTBUH C Y4COHBIM ITaHOM. O0s3aTeIbHBIM
YCJIOBHEM YCIIEIIHOTO BBIIIOJHEHUS 3a/1aHUS SIBJISIETCS U3YUEHUE OTHOCSIIUXCS K TEME 3aKOHOATENbHBIX U HHBIX
HOPMAaTHUBHBIX [IPABOBBIX OCHOB, PEMIAMEHTUPYIOIUX PA3IUUHbIC ACIIEKThl SKOHOMUKU OPraHU3alluy, a TAKKE MaTEpUalIOB
COOTBETCTBYIOILIEH MPAKTUKHU OTEUECTBEHHBIX MPEANPHUATUN 1 OpraHu3aiuii. BeIoop BapraHTa 1151 CTYAEHTa OIpeessieTcs
npernoaBareneM. [Ipy BEITOTHEHUH MPaKTHUSCKUX 3a/IaHUH CTYICHTaM IIeIeco00pa3HO IPHICPKUBATECS CICIYIOMETO
HOpSIIKA: - TO00P M MpeBapUTENbHOE TPOpaboTKa PeKOMEHIYeMOl yaeOHOH TNTepaTyphl; - H3y9eHNEe COOTBETCTBYIOMIIX
pa3znenoB paboyei MpOTrpaMMBl; - BBIMOJIHEHHE COOTBETCTBYIONINX 3aAaHuil. [IpakTudeckas paboTa BBIIOIHAETCS
CTYACHTaMH HHAMBUAYaIbHO UM HA MPAKTUUECKUX 3aHATUAX JJIs 3aKPETUIEHHs [T0JIydeHHBIX TEOpEeTHUECKUX 3HaHuil. B
KaXJI0if TeMe NPeCTaBIIeH IIepeueHb pacCMaTPUBACMBIX BOTIPOCOB, TPUBECHBI 3aIaHHS TS HHINBAAYAIEHOH paboTH,
KOTOPBIE TOJDKHBI OBITH BBITIOTHECHEL.

B mporecce caMoCTOATEN HON OATOTOBKY K 3aHATHUSIM CTYIEHTHI JOJDKHBI HAWTH U U3Yy4YUTHh HEOOXOAUMYIO
CIELUAIBHYIO JIUTEPATYPY, 3aKOHOJATENbHbIE aKThl M CAMOCTOSTENLHO BBIIIOJHUTD 3aaHUS.

CortacHO yueOHOMY TUTAHY CTY/IEHT JOJDKEH BBITIOHUTE KOHKPETHBIC 3a/IaHUS 110 KaXI0H TeMe M OTBETUTH Ha
COOTBETCTBYIOIINE BONPOCHL. {115t oOecneueHns: OTHO3HAYHOCTH TOJIKOBAHUS PE3yNIbTATOB BHIIIOJHEHHBIX 3aJaHHU O
K0l TeMe, a 3HaUUT, yMEHbLICHHUS BEPOSITHOCTH OIIMOKH MTPU MIPOBEPKE PE3yNIbTATOB NPEIaraloTcs eAnHbIe IpaBuiia
odopMITeHHs pe3yabTaTOB. Pe3yabTaThl BEITOTHEHHBIX 3aJaHUH clienyeT o(OpMIIATE B TUCEbMEHHOM Bute. Texymmit
KOHTPOJIb OCYLLIECTBIIAETCS [IPENOJaBaTeIEM B Hayalle 3aHATUS B TEYEHHE OTBEJIECHHOIO BPEMEHU U CTABUT CBOEH LIEIIBIO
OTIpeNeNIUTh TOTOBHOCTh CTYAEHTA K BBIMOJIHEHUIO MPAKTHYECKUX 3a1aHuil. KOHTpOIb TeKyIMX 3HaHUN IPOBOAMUTCS Ha
3aHATHAX B POpME YCTHOTO WIIM MUCEMEHHOTO ompoca. OOBhEeKTaMU TEKYIIEro KOHTPOJIS TIPH U3YydeHUH
«JlokyMeHTaIMOHHOE 00eCIIeYeHHEe YIIPABICHIECKOH AESTENFHOCTIY SBIISIOTCS: TIOCEIIEHHE JICKIIHH; TOATOTOBKA
Ka4yeCTBO BBIMOJIHEHHS MPAKTUIECKUX U CAMOCTOATENBHBIX 3aJaHui. Pe3yabTaThl TEKYILIETO KOHTPOJISI BIHSIIOT Ha PEHTHHT
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cTymeHTa. PyOeXHBIH KOHTPOIIb MPOBOJUTCS MOCIIC N3YUCHNUS KaXIOTO MOJTYIIS TUCIUIUIMHBL: TECTHPOBAHHE, IPOBEIACHHE
CEeMHUHApPOB M TPEHHHIOB, MIOATOTOBKA MTPE3eHTALNH, BBINIOJIHEHHE TEM, BHIHECEHHBIX Ha CAaMOCTOSITETIbHOE n3ydenue. Ilpu
ATOM HUCIIOJIB3YIOTCS HH(POPMAIIMOHHBIE TeXHOJIOTHHU. L{enh - BEISIBUTH YpOBEHb 3HAHUH CTYICHTOB [0 MaTepUaITy
M3ydeHHOTO MOJYIS TUCIUIUINHEL. Pe3yapTaTel pyOeKHOTO KOHTPOJIS BIMSIOT HA HTOTOBBIM PEHTHHT CTYICHTA.

B cnysae mpuMeHeHHs IPH pean3annil JUCIUILIMHEL JIEKTPOHHOTO 00ydeHNUs, AUCTAaHIIMOHHBIX 00Pa30BaTEIbHBIX
TEXHOJIOTHI 0o011eHre 00yJaromuXcsl U MPpenoaBaTesst OCYLIECTBIISIETCS B PEXKUME PEATbHOTO BpeMeHH (OHIaiH-JIEKIH
(BeOMHApBI), YaTHI, BUICO-KOH(MEPESHINN | JIP.) WIN OTJIOKEHHOTO BpeMEHH (CHCTeMa ANCTaHIMOHHOTO 00ydeHns Moodle,
MSOffice365, popymsl, FMEKTPOHHAS TIOYTA U JIP.).

Bonburyto yacts BpeMeHH 00y4alomuecs cCaMoCTOSITENbHO paboTatoT ¢ yueOHO-METOAMYECKUMHU MaTepruanaMu. CTyIeHThl
HMEIOT BO3MOKHOCTh KOHCYJIbTUPOBATECS € MPENOAaBaTeNIEM 10 BCEM BOIPOCaM, BOSHUKAIOIIUM B XOJ€ CAMOCTOSTEIbHOM
paboTHI TOCPECTBOM 3JIEKTPOHHOH ITOYTHI, COITHATBHBIX CETeH | T.1I.

Joctyn oOydarormerocst K y4eOHBIM pecypcaM B PeXXUMe OTJIOKEHHOTO BPEMEHH, CAMOCTOSATEIbHON paboThI
OCYILIECTBIISICTCS Uepe3 ceTh MIHTepHeT B y1oOHOM AJISl HETO MECTE, BpDEMEHH U TeMIIE.

ITpu 0OydeHny JHII C OTPAaHUICHHBIMHI BO3MOXKHOCTSMH 3[JOPOBBS AJIEKTPOHHOE 00ydeHHUE, TUCTAaHIIHOHHEIC
00pazoBaTebHBIE TEXHOJIOTHH MPEIyCMaTPUBAIOT BOZMOXXHOCTH IIpHeMa-TIepeiaui HH(GOPMAIUX B JOCTYHBIX IS HUX
dhopmax.

Peanm3anust qUCHMIUIMHEI ¢ TPUMEHEHHUEM 3JICKTPOHHOTO 00Y4YEHHS, TUCTAHIIMOHHBIX 00pa30BaTEbHBIX TEXHOJIOTHH (aee
— 30, I0T) ocymiecTBnsieTcss HA OCHOBaHUHU «[10JI0’KEHNMS O peann3alui OCHOBHBIX U JIOTIOJTHUTEIBHBIX 00pa30BaTebHBIX
HIpOrpaMM C IPUMEHEHHEM 3JIeKTPOHHOTO 00ydeHNS U AUCTAaHIMOHHBIX 00pa30BaTENbHBIX TEXHOIOTUII B (heepaabHOM
TOCYIapCTBEHHOM OIOPKETHOM 00pa30BaTeNbHOM YUPEXKAESHUH BhICIIEro 00pa3zoBaHus «UensOMHCKUN rocynapcTBEHHbIH
yHHBepcHTEeTY, «[10705KeHNs 0 TTOpsAAKEe 3aUeTa 00YJIAONIIMHUCS TI0 OCHOBHBIM IIPO(ECCHOHATBHBIM 00pa30BaTeIbHBIM
nporpamMmMam Beiciero oopasosanus B PI'bOY BO «Uenl'Y» pe3ynpTaToB OCBOSHHUS B OPTAaHU3AIMAK, OCYIIECTBIISIOMIIX
00pa30BaTeNbHYIO AATETLHOCTD, YUCOHBIX IPEIMETOB, KYPCOB, AUCHUILTUH (MOYIEH), MPAKTHUK, JOMOTHUTEIEHBIX
00pa30BaTENBLHBIX MPOTPAMM» MOCPESICTBOM IEKTPOHHON HH(POpMaIMoHHO-00pa3oBaTenbHOM cpeasl PTBOY BO
«Uenl'V». B HCKITFOUHTENBHBIX CiTydasix ((hopc-Maxop U T.I1.) IPU peastn3aiiuy 00pa3oBaTelbHON JICATEITLHOCTH C
npumeHerueM D0, JIOT Moryr npuMeHSTh KOMIIOHEHTHI, HE BXOAAIINE B IIEPEUEHb AIEKTPOHHON MH(OPMALTHOHHO-
00pa3oBaTeNbHON CPEIbL.

10. CHEIIMAJIBHBIE YCJIOBHUS OCBOEHUA JUCIMITJIMHBI OBYYAIOHNIUMHUCH C
HWHBAJINJHOCTBIO U OTPAHUYEHHBIMHA BO3MOXKHOCTAMMU 3JO0POBbSA

OcBoeHHME JAWCUWIUIMHBI HMHBAIWAAMH M JIMIIAMH C OTPAHUYEHHBIMH BO3MOXKHOCTSIMH 3/I0POBbSI  OCYIIECTBISIETCS C
WCIIOJIb30BaHUEM CIEIUATBHBIX TEXHUYECKUX CPEICTB W WH(POPMAIMOHHBIX TEXHOJIOTHH, MPEAOCTaBIseMbIX PecypcHBIM
y4eOHO-METOIMYECKUM LEHTPOM IO OOYYEHHIO WHBANUIOB M JIHIl C OTPAaHUYECHHBIMH BO3MOXKHOCTSIMH 370poBbs YenlV mo
3anpocy oOydaromierocss (MOOWJIBbHBIC CIEIHABHBIE TEXHUYECKHE CPEACTBA Ui JIMIl C HApYIICHUSMU 3pEHHS H C
HapYIICHUEM CITyXa, ACCHCTUBHBIC HHPOPMAIIMOHHBIC TEXHOIOTHH ).

[Ipu HEOOXOMUMOCTH /ISl OOYJAIOIIMXCA C HAPYIICHUSMH 3pPEHUS Ha pabOYMX MeCTax JUisl MPOBENCHHS MPAKTHIESCKUAX WITH
nabopaTOpHBIX 3aHATHH YCTaHABIMBAeTCs CIELUAIBHOE MpOrpaMMHOE obecreyeHrne (ImporpaMma pedeBOi HaBHUTALUH,
peyeBbIe CHHTE3aTOPBI, IKPAHHBIE JTYIIHI).

B yueOHble aymuTopum oOecreynBaeTcsi OECHpPENsATCTBEHHBIM JOCTYyHn Jiisi OOydJalomuXcss C WHBATMIHOCTBIO W C
OTPaHUYEHHBIMH BO3MOXKHOCTSIMHU 370pOBbs. B Kakmoil ayauropuu, rae oOydaloTcs WHBAIMABI U JIMIA C OTpaHMYEHHBIMU
BO3MOXHOCTSIMH  3JIOPOBbS, TPEAYCMATPUBAETCS COOTBETCTBYIOIIEE KOJMYECTBO MECT /I OOYdYaloIIMXCS C  Y4ETOM
HapPYIICHUH UX 37I0POBBSI.

Jis OCBOGHUS JVCIUIUTAHBI WHBAIUIAM W JIMIAM C OTPaHUYEHHBIMH BO3MOXHOCTSMH 3JIOPOBbBS MPENOCTABISIETCST TOCTYI K
MEYaTHBIM HMCTOYHHMKAM, MMEIOIMMCS B HaydHol Oubinmorexke Yenl'VY, ¢ MOMOIIBIO ClENMAJIbHBIX TEXHHYECKUX CPENCTB;
JIOCTYIT C MOMOIIBIO CHEIHAIBHBIX TEXHHYECKUX W MPOTPAMMHBIX CPEIICTB K AJIEKTPOHHBIM HMCTOYHUKAM, MPEJCTABICHHBIM B
(hopMe 21eKTPOHHOTO TOKyMEHTa B (hoHIe HayaHOU OnbmmoTekn Yenl'Y wi 21eKTpOHHO-ONOIMOTEIHBIX CHCTEMAX.
Y4eOHO-MeTOIMUecKHe MaTepHajbl Uil OOYJarolIMXCS M3 YHCIa WHBAJIHIOB M JIUI] C OTPAaHMYEHHBIMH BO3MOXKHOCTSIMH
3II0pPOBbs TMPEIOCTABISIOTCS B (opMax, aZanTUPOBAHHBIX K OTPAaHUYCHUSM HUX 3I0POBbSI U OCOOCHHOCTSM BOCIPHUSITHS
nHpOopManHH.

Jiss MHBANMHUIOB W JIUII C OTPAaHMYEHHBIMH BO3MOXKHOCTSIMH 3JI0POBBSI OCBOCHHE JHMCIUILIMHBI MOXET OBITh YaCTUYHO WIIH
MOJTHOCTBIO OCYIIECTBIICHO C MCIIOIB30BAHUEM TUCTAHIIMOHHBIX 00pa30BaTeNbHBIX TEXHOJIOTHH.

IIpu mpoBeAeHUH NPOMEKYTOUHOW ATTECTAIMU IO JUCIMIUIMHE OOYJArOMIMMCS C WHBAIMIAHOCTBIO M C OIPaHHMYCHHBIMHU
BO3MOKHOCTSIMU 37I0POBBsI 00ECIIEUMBACTCS MO WX 3asBJICHUIO TPENOCTABICHUE B JIOCTYMHOH (hopMe B 3aBHCHMOCTH OT HX
WHAWBUAYATbHBIX OCOOCHHOCTEH MHCTPYKIMHM O TMOPSAKE MPOBENEHHS MPOMEXKYTOYHOH aTTECTAallMH, OLEHOYHBIX CPEICTB H
BO3MOKHOCTH OTBETOB Ha 3a/aHusl (IMCbMEHHO Ha Oymare, HaOOp OTBETOB Ha KOMIIbIOTEpE, MUCbMEHHO ImpudTom bpaiins, ¢
WCIIOJIb30BaHNEM YCIIYT aCCUCTEHTa, YCTHO).

[Ipu mpoBeneHNU TPOLEAYPHl OIEHUBAHUS PE3YIHTATOB OOYUEHUS WHBAIUIOB W JIUI C OTPAHUYEHHBIMH BO3MOXKHOCTSIMH
3M0pOBbS TPEAYCMATPUBAETCS HCIONb30BaHUE MpeAocTaBleHHBIX YenlY wuinu coOCTBEHHBIX TEXHHYECKHX CpPEACTB,
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HaTPaBJICHUIO TOArOTOBKY (crernaibrocti) 38.03.03 "YmpasieHue nepcoHaIoM" HAMPABICHHOCTH (ITPOQIITIO) crp. 13
HR-menemxmeHT u ynpasnenue komangamu ®I'BOY BO «Uenl'Y»

HCO6XOI[I/IMI)IX UM B CBA3M C HUX HWHAUBUAYAJIbHBIMU 0COOEHHOCTSIMH. HpI/I HeO6XOI[I/IMOCTI/I WHBaJIJlaM W JUnaM ¢
OIrpaHUYCHHBIMUA BO3MOKHOCTAMHU 3J0POBbS MPEAOCTABIIACTCA AONOJHUTCIBHOC BPEMs Ui MOATOTOBKU OTBETA Ha 3adaHul,
npoueaypa OuCHMBaHUA pE3yJIbTaTOB 06y‘I€HI/IH MO0 AUCHHUINIMHE MOKET MMPOBOJAUTHCS B HECKOJIBKO 2TAIlOB.

© ®I'BOY BO «Henl'V»




