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1. IEJIX OCBOEHUA N CHUIIJINHBI

OcBoecHue KOMHCTCHHHP‘I, HCO6XOI[I/IMI)IX JJIL TOATOTOBKU YITPABJICHYCCKUX KaJAPOB, BJIAJCIOIINX Teopneﬁ u HpaKTPIKOﬁ
Opranu3an JOKYMEHTAIITMOHHOTO obecmeueHus YIIpaBJICHUA Ha OCHOBC PAllMOHAJIBHBIX, HAYTHO 000CHOBaHHBIX
IMPUHOUIIOB U METOAOB €TI0 COBCPIICHCTBOBAHUA.

3amayaMu IUCIMIUTMHEL «/JoOKyMeHTallmoHHOE 00ecTieueHe YpaBIeHUECKON A TEIbHOCTI SIBIISIOTCS:

1) OCBOCHHE COBPEMEHHBIX METOMOB M TEXHOJIOTHH 00pabOTKM JOKyMEHTOB HAa OCHOBE HCIOIB30BaHUS CPEACTB
OpPraHU3alMOHHON ¥ BBIYUCIUTENBHON TEXHUKHY;

2) BBISIBJICHHE CBOEOOPa3usi OpraHU3aluy paboThl C JOKyMEHTaMH B 3aBUCUMOCTU OT Pa3BUTHS TOCYJapCTBEHHOTO
anmnapara ynpaBlICHUs;

3) COCTaBJIEHHE MTPOEKTOB OCHOBHBIX JOKYMEHTOB YIIPABJIEHUSI B COOTBETCTBHU C TPEOOBAHUSAMH K UX O(OPMIIEHUIO;
4) YMEHHE OPraHH30BaTh CIYKOy MOKYMEHTaIlHOHHOTO OOECTedeHMs YIpaBICHUS U paboTy ee COTPYIHHKOB B

YUPECKACHUHN, OpraHUu3allvii U Ha NPCATIPUATUHA.

2. MECTO JUCIIUITIJIMHBI B CTPYKTYPE OIIOII

Huka (paznen) OIOIT: K.M.03.05

2.1 TpeOoBaHus K NPEABAPUTEIbLHOI IOAT0TOBKE 00y4al01erocs:

WHocTpaHHBIN SI3BIK

2.2 JIucuunJuHbl M MPAKTHKH, JISI KOTOPbIX OCBOEHUE TAHHOW AUCHHUILIMHBI (MOIYJIs1) HEOOXOTUMO KAK
npeanIecTBYIOIIEe:

W3yueHne qUCHMIITUHBI SBJISETCS OCHOBOM JajbHeHero n3ydeHus Kypca "buznec-koMMyHUKauu'", a Takxe
c(hOopMHUPOBAHHBIE KOMITETEHIIH OYIYT 3aKPETUISATHCS Ha MPAKTHUKE 110 TOIYYSHHUIO MPO(ECCHOHATBHBIX YMEHHH U OTBITa
o eCCHOHANTBHON IeITeIbHOCTH

YpapieHue nepcoHanoM

JIGJ'IOBBIC KOMMYHHKaIIUH

MapxkeTusr

DKOHOMUYECKHI aHAJIN3

YHpaBJ'IGHI/Ie YCJIOBCYCCKUMHU peECypCaMu

YpapieHue npoeKTaMu

Hay4no-uccnenoBarenbckas padota 2

IMoaroToBka Kk MpoIEeAype 3aIUTHI U 3aMIUTa BRITYCKHON KBATH()UKAIIMOHHON pabOTEI

Hpe,HZ[I/IHJ'IOMHaﬂ IIpaKTUKa

Texnonoruueckas (IPOEKTHO-TEXHOJIOTHUECKAs) MPAKTHKA 2

TexHomornueckas (HpOCKTHO—TGXHOJ'IOFI/I‘JCCKaSI) IMpaKTUKa 1

3. KOMIETEHIIUM OBYYAIOIIETOCSI, ®OPMUAPYEMBIE B PE3Y.JIETATE OCBOEHUS U CIIATITAHBI
(MOJY.JIS)

IK-8: Cnocoden AHAJIN3UPOBATH U IPUMEHATH HOPMATUBHO-IIPABOBBIEC AKThbI, 4 TAKKE odecrneuyuBaTh
AOKYMEHTAIIHOHHOE€ COIIPOBOKACHHE IIpO(l)eCCI/IOHaJ'leOﬁ ACATCIBbHOCTH

3HaTh:

3HaeT HOPMAaTHUBHO-TIPABOBEIE AKTHI, @ TAKXKE TEXHOJOTHUIO Pa3pabOTKH JOKYMEHTAIHH B YCIOBUSAX IU(POBOI SKOHOMUKH,
C Y4ETOM JCHCTBYIOIIMX CTAHAAPTOB KayecTBa

YMmernb:

aHAJIM3UPOBATh HOPMATUBHO-IIPABOBBIC aKTHI, @ TAK)KE 00ECIICUNBATh JOKYMEHTAIMOHHOE COMPOBOYKICHHE
npodeccHoHaNBHOM IeATeTbHOCTH

Baanernb:

HaBbIKaAMU IPUMCHATH HOPMATUBHO-IIPABOBLIC AKThI, @ TAKIKE 06CCHC‘-II/IB8.TI> JAOKYMCHTALIMOHHOC COIIPOBOXIACHUC
Mpo(ECCHOHATBHON JeATeIbHOCTH

B pe3ynbTaTe 0CBOEHHS AMCHHILUIMHBI 00yIAIOIIMIACS TOKEeH

3.1 | 3HaTh:
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ctp. 4

3.1.1

3.1.2 | 3HaeT HOPMATHBHO-TIPABOBEIC AKTHI, @ TAKXKE TEXHOJIOTHIO Pa3padOTKH JOKYMEHTAINH B YCIOBUAX IHU(PPOBOI

OKOHOMUKH, C YIETOM I[eﬁCTByIOHIHX CTaHIapTOB Ka4CCTBA

3.2 | YMmeTh:

3.2.1 AHAJIM3UPOBATh HOPMATHUBHO-IIPABOBBIC AKThI, 4 TAKXKC o0ecreunBaTh JAOKYMCHTAIIMOHHOC COIIPOBOXKIACHUC

poeCCHOHANBEHON AEATENFHOCTH

3.3 | Baagern:

3.3.1 MNPUMCHATH HOPMAaTUBHO-IIPABOBBIC AKThI, 4 TAKKC obecreunBaTh JAOKYMCHTAIIMOHHOC COIIPOBOXKIACHUC

npo(hecCHOHaIbHOM NeSITENbHOCTH

4. OFBEM JUCLUILJIMHBI (MOAY.IS)

OOwas TpyaoeMKocTb 43ET
YacoB 1o y4eOHOMY IIaHy : 144 Bune koHTpONS B cemecTpax:
B TOM YHUCIIE
AyAUTOpHBIC 3aHITHSA 48 9K3aMeHbI |

caMocTosTenIbHas paboTa
4acoB Ha KOHTPOJIb
KOHTaKkTHas pabora: 51,3
HKP: 3,3

56,7
36

5. CTPYKTYPA U COAEPKAHUME JUCLHUIIIMHbBI (MOYJIS)

Kon HaumeHoBaHue pa3/1e/i0B U TeM /BU/JA 3aHATHA/ Cemecrt | Hacos Jlutepartypa
3aHATH p / Kype

Pa3zzen 1. /lesionpon3BoaCTBO — 0OCHOBA TEXHOJOTHYU YIPaBJIEHHS

1.1 Crayx6a TOKyMEHTAIHOHHOTO 00eCIedeH s YIIPaBIeHH: 3a/1a4H, 1 2 JI2.1J13.1
GbyHKIMH, cTpyKTYpa. /JIek/ 212233

1.2 AHaJn3 ¥ BBIsBIIEHHE Tpo0sieM B padoTe ciryx0sl JIOY; nmpuMeHeHne 1 2 JI2.1J13.1
COBPEMEHHBIX TEXHOJOTHH M METOIHK JUIS COBEPIICHCTBOBAHMS PaOOTHI 21 95
ciryx0b1 IOY B opraHu3anusx, yapexaeHusx 1 Ha npenpustusix /IIp/

1.3 JEJIOITPONU3BO/JCTBO, ET'O 3AKOHOAATEJIBHOE 1 1 17,7 J12.1J13.1

HOPMATMBHO-METOJWYECKOE PEI'YVJINPOBAHUE
OPTI'AHU3ALIMA OEJIOITPOU3BOACTBEHHOI'O

3103233 54 35

OBCIIYKBAHUA
I[NOJIOXKEHUE O CJIIYXXBE OEJIOITPOU3BOJCTBA
JOJDKHOCTHBIE MHCTPYKLINNU WHCTPYKLMA 1O
JEJIOITPOU3BO/ICTBY OPTAHM3ALIA PABOUYUX MECT
/Cp/
1.4 Tekyuuii kouTpos /KP/ 1 1,1 J12.1J13.1
Pa3zzen 2. OcHOBHBIE IOKYMEeHTHI ynpaBienus. TpedoBanus k
otopmiIeHHI0, TEXHOJIOTHS CO3AAHMS TOKYMEHTOB
2.1 YnpaBieH4uecKuit TOKyMeHT: QyHKIHH, fopuandeckas cuna. Y CJI /Jlex/ 1 2 JI2.1J13.1
213233
2.2 Krnaccupukanus, yaupuxanus 1 cCTaHIapTH3AINS YIPABICHIECKUX 1 2 JI2.1J13.1
JIOKyMeHTOB /JIex/ 2152053
2.3 IIpaBuna opopMiIeHHs PEKBH3UTOB JOKYMEHTOB /JIek/ 1 4 JI2.1J13.1
3135
2.4 V3ydeHne pekBU3UTOB JOKYMEHTOB 1 COCTaBIICHHE OJIAHKOB 1 2 JI2.1J13.1
noxymentoB /Ilp/ D4 35
2.5 OcobenHocTH 0POPMIICHUS CIIPABOYHO - HH(POPMAIIMOHHBIX 1 2 JI2.1J13.1
nokymeHnTos /I1p/ 24 35
2.6 OcobeHHOCTH 0(hOPMIIEHHSI TPOTOKOJIOB MOTHOMN M KpaTKoi (OopMbI 1 4 JI2.1J13.1
(memoBas urpa) /Ip/ 24 35
2.7 OcoberHocTd 0(hOPMIIEHHS OPTaHU3AIMOHHO - PACTIOPSIUTEIEHBIX 1 4 JI2.1J13.1
noxymenToB /IIp/ D495
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2.8 OcobenHocty 0hopMITEHHSI KOMMEPYECKOH JOKYMEHTAIUH IO 1 2 JI2.1J13.1
3aKITI0YEHHIO U HCTIONHEeHUIo forosopa /IIp/ D4 35

2.9 OcobeHHOCTH perucrpanuu Jokymentos /IIp/ 1 2 J12.1J13.1
24 25

2.10 | OcobenHocTr 0pOpMIICHHUS JOKYMEHTOB IO JHIHOMY coctaBy /IIp/ 1 6 JI2.1J13.1
24 95

2.11 | TPEBOBAHUA K OPOPMJIEHNIO JOKYMEHTOB 1 15 JI2.1J13.1

BJIAHK JTJOKYMEHTA
I[NOPANOK AAPECOBAHUN
COI''TACOBAHUE, ITIOAIIMCAHUE U YTBEPXXJIEHUE

313233 54 35

JOKYMEHTA
OTMETKU HA IOKYMEHTE
/Cp/
Pazgen 3. O61mue npuHUMIBI 1 METOAUYECKHE OCHOBbI OPraHU3ALMHI
AOKYMEHT0000poTa
3.1 Opranusanus paboTsl ¢ foKyMeHTamH /JIex/ 1 2 JI1.1 J11.2J12.1
J12.2 J12.3J13.1
JI3.2
313233
32 Anroput™ 00paboTku foxymenTanuu /Jlex/ 1 2 JI2.1J13.1
31
33 PETUCTPALIMA JOKYMEHTOB 1 2 J12.1J13.1
KOHTPO/JIb 3A UCIIOJIHEHMEM JJOKYMEHTOB 31
NHO®OPMAIIMOHHO-CITPABOYHAS PABOTA
OTITPABKA JOKYMEHTOB
/JTex/
34 O0paboTka, cUCTeMaTH3alus U XpaHEHUE TOKYMEHTOB (9KCKYPCHS B 1 4 JI2.1J13.1
apxus) /IIp/ 35
3.5 ITpaBusa BefneHUS U XPAHEHUS TPYHAOBBIX KHIKEK, N3TOTOBIICHUS OJIAHKOB 1 4 JI2.1J13.1
TPYIOBOH KHIKKU M oOecTieueH st UM padoToareneit /TIp/ 21325335
3.6 O06paboTka, CUCTEMaTH3aIUs U XpaHeHue JoKkyMeHTOB /Cp/ 1 24 JI2.1J13.1
313233 5435
3.7 Texymwmii koHTpOIH /MKP/ 1 0,2 JI2.1J13.1
3.8 Koncynpranus /MKP/ 1 2 JI2.1J13.1

6. POH/I OUEHOYHBIX CPEJACTB

6.1. Hepeqem, BU/I0B OLICHOYHBIX CPE/ICTB

ceMuHap
TecT

mpakTHyeckas pabora
TPEHUHT

6.2. TunoBblie KOHTPOJIbHBIC 3a1aHUSl U UHBIC MaTEPHAJIbI 1 TeKymeﬁ aTTeCTAallui

Mopyns 1. Jlenonpou3BoACcTBO — OCHOBA TEXHOJIOTUY YIIPABICHUS
Tema. Cemunapckoe 3ausatue: «Ciayxoa JI0Y»

Lenn: dopMupoBanue CIocCOOHOCTH OCYIIECTBIATE MOUCK HH(OPMAIIUH 110 MTOIYICHHOMY 3aJaHUIO, CIIOCOOHOCTH
HaxOJUTh ONTHMAJILHBIC OPTaHU3aLMOHHO-YIPaBICHYECKHE PEIICHUSI, OCYIECTBIATH COOp M aHAIN3 HHOOPMALIMOHHBIX
JAHHBIX yMEHNE OPraHU30BaTh CIYXKOY IOKyMEHTAallHOHHOTO 00ECIIEUeHUsI YIIPaBICHHUS 1 paOO0Ty ee COTPYIHUKOB B
YIpEXICHUH, OPTAHU3ANNH U HA TIPESANPHUATHH, TPOBECTH aHAIN3 M BRIIBICHHE TPOOIEM B paboTe CIIyKOBI
JIOKyMEHTALlMOHHOTO 00ECIICUEeHHS YIIPABJICHHS B OPraHU3al[11; IPUMEHEHUE COBPEMEHHBIX TEXHOJIOTHI U METOJMK JUIst
COBEPIICHCTBOBAHUS PabOTHI CIIYKOBbI TOKYMEHTAI[MIOHHOTO 00€CTICYeH s YIpaBICHHs B OPraHU3aIMAX, YIPEKICHUIX U Ha
TPEAIPUATHAX.

3ananue 1. U3yuuts cTpyKTyphl ciyx6 10Y
3amanue 2. Onucath CTPYKTYpY cyx0b1 JJOY B KOHKPETHON OpraHU3auu
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YUIPECKACHUE BBICIICTO O6pa30BaHHﬂ

MUMWHOBPHAYKHM POCCHUU
@\’) DenepanbHOE TOCYAAPCTBEHHOE OIOKETHOE 00pa30BaTeIbHOE
«Yensbunckuii rocynapcrBennsiii yausepcurer» (PI'BOY BO «Henl V)

Pabouast nporpamma gucuiuinHbl " JlOKyMEHTaIMOHHOE 00eCTIeUeH e YIPaBICHIECKOH AesITeIbHOCTH 110
HATPaBJICHUIO ITOATOTOBKY (creruaibiocti) 27.03.03 "CucreMHbIi aHATU3 U YIIpaBicHUE" HAMIPABICHHOCTH cTp. 6
(npoduitio) busnec-monenuposanue u npoueccHas anaautuka ®I'BOY BO «Henl'Y»

3ananue 3. O3HAKOMUTBCA ¢ TUIIOBOH JOJDKHOCTHON MHCTPYKLUEH CeKpeTapst

3aganue 4. [IpuBectu mpumep JOKHOCTHOHN MHCTPYKIMU paboTHHKA cIIyk0b! JJOY KOHKpETHOI opranu3anuu
3ananue 5. O3HAKOMUTHCS C TUIIOBBIM IIOJIOXKEHHEM cITyxOb1 JIOY

3aganue 6. OmucaTs 3axa4n cayxk0s1 JJOY B KOHKpETHOH OpraHM3alnH

3aganue 7. Omucats paboTy ciayx0s1 JJOY B KOHKPETHOH OpraHU3anuu

3ananue 8. /laTh peKOMeHalNK 10 COBEPIICHCTBOBAHUIO PaOOTHI ciyk0bl JJOY B KOHKPETHO OpraHu3aIuu

TpeHunr
AHanmu3 KOHKPETHBIX CUTYAIUH 0 COCTaBICHUIO OCHOBHBIX JIOKYMEHTOB YIIPaBICHHS

B pamkax 1aHHOTO TPEHHHTA CTY/ICHTaM ONMCHIBACTCS CUTYaIlHs, HampuMep: «Bam HeoO0XoanMo 10BeCcTH HH(POPMAIIHIO 10
PYKOBOJICTBA, YTO B LIEJISIX BBIIIOIHEHUS pabOTHI B CPOK BO3HUKAET HEOOXOAUMOCTD JOTIOTHUTEIBHOTO 00ECTIeUeHH S
TEXHUYECKHMH CpelicTBaMm» Jlajiee CTyAEHTHI OTIPEACIISIOT: KaKOW BHA JOKYMEHTa HEOOXOIMMO COCTaBUTD B JaHHOW
CHUTYalllH, KaKue TPEOOBaHMS IPESIBABISIIOTCS K 0hOpMIICHHIO JaHHOTO BUIA TIOKYMEHTa. B pesynbrare cocrapisercs
MPOEKT KOHKPETHOTO BH/A JOKyMEHTa, HEOOXOIUMOTO B JAHHOH NMPOM3BOACTBEHHOH CHTYaIlHH.

JoxymeHTo000pOT

TpeHHHT TI0 COCTABICHUIO CXEMBI JOKYMEHTOO00pOTa

B pamkax TaHHOTO TPEHUHIA CTYICHTaM MpeiaracTcs BEIOpaTh KOHKPETHBIH BUIT TOKYMEHTA, a TAK)Ke KPaTKO OIHCATh
KOHKPETHYIO Opranu3anuio. Jlanee HeoOX0AMMO COCTAaBUTh ONITUMANIBHYIO CXEMY JOKYMEHTOO00pOTa JIIsl JAHHOTO BUA
JIOKYMEHTa B OTIMCAHHOM OpraHU3aIliH, TaK K& He00X0AUMO, 0003HAYUTH ITAITBI JOKYMEHTOO00POTa, HX HEOOX0AUMOCTH,
onucaTh 0cobeHHOCTH padoThl cnyxObr IOY Ha kaxaom dTarne. CBOIO MO3ULUIO HEOOXO0AUMO OOCYIUTH U I0Ka3aTh Ha
0011eM 00CYXKIEHHH, B X0JI¢ KOTOPOTO CTYACHTHI 3a1a10T APYT APYry BOMPOCHL. PaboTa MOXeT MPOBOAUTHCS B MAJTBIX
TPYIMIax WA KOJJICKTUBHO.

[IpumepHsIit TECT:

1 CocTaBHOM 4acCThIO AEIOMPOU3BOJICTBA SBIISIETCS:

A) Bce OTBETHI BEPHbI

b) noxymeHTHpOBaHHE KaK IPOLECC COCTaBICHUS H O(OPMIICHHUS JOKYMEHTOB

B) perncrpamust JOKyMeHTOB

I') mepepaboTka TOKYMEHTHPOBAaHHOH HH(POpMALIUH

2. OCHOBHBIM 00BEKTOM H3Y4EHHS B AEIONPONU3BOACTBE SBIISECTCS:

A) mr000¥ TOKYMEHT, a TaKXKe IPOoIecc padOTHl ¢ HUIM

b) Opranu3annoHHO-pacoOPSITUTENBHBIA JOKYMEHT

B) 10KYMEHTBI IOCTOSTHHOTO XPaHEHHs

I') Bce OTBETHI BEpHBI

3. Yro Takoe JOKyMEHT?

A) nadopmanus, 3ahpUKCHPOBAHHAS HA MATEPHAIEHOM HOCUTENE

B) pesynbrat 0TOoOpakeHus HaKTOB U COOBITHIA

B) pesynbTaT 0TOOpaXkeHUs SIBICHUI 0OBEKTUBHOM EHCTBUTEIBHOCTH

I') pe3ynbTaT 0TOOpaKECHNS MBICIIUTENBEHOH eI TeTHHOCTH

4. 3amayaMu J1eIONPOU3BOICTBA SIBISIOTCS:

A) Bce OTBETHI BEPHBI

B) oTpakenue ynpapieHIECKOi, TPON3BOCTBEHHON W MHOM AEATEIEHOCTH B COOTBETCTBYIOMINX JOKYMEHTAX
B) obecnieuenne parioHAIBHOTO HCHIOIB30BAHUS JOKYMEHTOB B AETOBOM MPAKTUKE MPEIIPUSITUSL

5. Ilo KaKMM NPUHIMIAM CIIEyeT OPraHH30BbIBATH AEIONPOU3BOACTBO HA MPEATIPUSTHA?
A) Bce OTBETHI BEPHEI

B) onmepaTHBHOCTH - ObICTpast 1 4eTKask paboTa ¢ AOKYyMEHTaMHU

B) TexHn4eckoe coBpeMeHHOE OCHAIIEHHE, 00JIerdatomniee paboTy ¢ JOKYMEHTaMH
I') menmecoo6pa3HOCTE BCEX JIETOMPOU3BOICTBEHHBIX OTIEpAIHid

6. CmemmanHas popMa OpraHH3aLUH ACTOPOU3BOICTBA TPUMEHIETCS:

A) B KpyIHBIX IPEANPUATHIX

B) B HEOONBIIHMX MPEITPUATHIX

B) B manbIx opraru3anusx, Gpupmax

I') Bce oTBETHI BEpHBI

7. Kem ocymiectensiercs JJOY Ha npeanpusitun?

A) ciryxb60it IOY
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b) pyxoBoauTenem

B) otnenom xaapos

I') 6yxranrepueit

8. Uto Takoe perucrpanus 10KyMeHTOB?

A) ukcanus hakTa CO3TAHUS WIN MOCTYIUICHHUS JOKYMEHTA M 3aIIMCh HEOOXOANMBIX CBEICHHH O JOKYMEHTAX C
MOCINIEYIOMUM ITPOCTaBICHUEM Ha HHUX JEIONPOU3BOJCTBEHHOTO HHEKCA U JaThl PErHCTPalluU
B) y4eT mocTynmuBIIMX JOKyMEHTOB

B) mpocraBieHne perucTpaoHHOrO MTaMIa

I') Bce oTBETHI BEpHBI

9. Perucrpanust HeoOXoauMa JJIsi:

A) TIoncka, ygeta ¥ KOHTPOJIS JOKyMEHTOB

b) ydgera u nepegaun Ha apXHUBHOE XpaHEHUE JOKYMEHTOB

B) KOHTpONS JOKYMEHTOB

I') GrIcTpOTO MOMCKA TOKYMEHTOB

10. PerucrpanioHHbIe CBEIEHHUS O(OPMIISIOTCS:

A) apabckumu nndpaMu B IEBOM HIKHEM YTy

b) pumckumMu 1 pamu B IpaBoM BEPXHEM YIITy

B) apabckumu rdpaMu B IpaBOM HIDKHEM YIITY

I') mro6bIMu ndpamu B 1F060M MecTe

IMPAKTUYECKAS PABOTA 2

1. CocraBbte mpuka3 mo OO0 «Cunres» r. YensiOMHCKa 0 pexkuMepabOThl IPEANIPHATHS B Ipa3IHUYHbIE IHH 7 U § MapTa
2016r.

B koHcTaTHpytomel yacTu ykaxurte ocHoBaHue — cT. 112 Tpynosoro konekca PO.

B pacnopsauTensHoi yactu onpenenute 7 u § Mapta 2016 . HepabouuMu THAMU JUIS COTPYAHUKOB IIPEAIPUSLTHS.
OTMeHuTE B HepabouneaHu 7 U 8 MapTa Bce BUABI paboT. JlaiiTe mopydeHne 3aMeCTUTENIO AUPEKTOPa 110 X03HCTBEHHON
pabote A. I1. CumopoBy 00€CIIeunTh B STHIHH JCKYPHBIA PEKUM paOdOTHI SKCINTyaTAIMOHHBIX CIYXKO0, OXpaHy CIyKEeOHBIX
TIOMETIEHNH, a TaKKe BHIIOJTHEHNE TpeOoBaHMH oxapHOH Oe3omacHocTH. KOHTPOb 32 HCTIOTHEHNEM ITPHUKa3a BO3IOXKUTE
Ha MEPBOTO

3amecturens qupekropa C. JI. Kosanesa.

[Ipuxkas noanucan qupekropll. K. ®enopos.

2. CocraBbte akT 1o OAO «PocTtenecucreMs 0 MpoBepKe paboThl ¢ JokyMeHTaMu. OCHOBaHUE — MPHUKA3 AUPEKTOPa OT
24.03.2016 . Ne 23 «O paboTte ¢ TOKyMEeHTaMmu». B akTe MPOBEpKH JODKHBI OBITh 3a()UKCHPOBAHBI CIICAYIOIINE HETOCTATKH:
0(pOpMIICHHBIEC B CTPYKTYPHBIX MOAPA3ACICHUSIX JOKYMEHTHI He COOTBETCTBYIOT TpeboBaHMsiM [ OCToB; nMeroTcs cirydan
yTepHU TOKYMEHTOB B OTAEIax; KOHTPOJIb 32 UCIIOJHEHNEM JOKYMEHTOB BeleTcsl c1abo; He MPUMEHSIOTCS CPEeICTBa
BBIUUCIUTENBHON TEXHUKH JUIsl aBTOMATH3allMK KOHTPOJIS 32 UCTIOJIHEHUEM TOKYMEHTOB U UX y4eTa. AKT YTBEPKAEH
TeHEpaIbHBIM JUPEKTOpOM npennpustus A. B. Po3oBeiM. J[pyrie peKBU3NUTHI YKOKUTE CAMOCTOSTEIBHO.

3. Yka3aTb, KaKue peKBU3UTbI HCIOIb30BaHBI AJIS1 COCTABJICHUS TOKYMEHTa (CM. IOKyMEHT)

6.3. TunoBble KOHTPOJIbHBIE BOIIPOCHI U 3aJaHUSI IJIsl IPOMEKYTOYHOH aTTeCTALUM

Bompocs! k sx3ameHy

. IToHATHS «TOKYMEHTaIIMOHHOE 00ECTICUCHUE YIPABICHUS U «IEIOTPOU3BOJICTBOY
. Cnyx6a IOY — GpyHKUMU U CTPYKTYpa, IpaBa U OTBETCTBEHHOCTh

. HopmaTtuBHO-1IpaBOBast 06a3a JOKYMEHTHPOBAHHUS

. IlonsaTne «yHIUKAIMSI TOKYMEHTOBY» 1 €70 3HAYEHHE B COBPEMEHHOM JIEIOTPON3BOJICTBE
. Crarmaptuzamus noxymernTtos. Tpedosanust [OCT P.6-30-2003

. PexBu3ut. PacnionoxeHue u pasmep peKBU3UTOB

. [TonsTHe «10KyMeHT». OYHKINH TOKYMEHTOB

. Kimaccnguxanms nokymeHTOB

. CucteMbl JOKYMEHTOB

10. Opranu3alioHHO-PAaCHOPAAUTENBHAS CUCTEMA TOKYMEHTALIUU

11. PacnopsiauTenbHble JOKYMEHTHI

12. OpraHu3aIiOHHO-IIPABOBEIE JOKYMEHTHI

13. NndopmaimoHHO-CIIPaBOYHbIE JOKYMEHTHI

14. JlokyMEHTBI 11O IMYHOMY COCTaBY

15. TexHOMOTHS PaOOTHI C TOKYMEHTAMHI

O 001N DN A~ Wi —
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16. OnpeneneHne MOHATHS «JOKyMEHTOO00POTay, OOIIHE IPHHITUITEI I METOIMYECKHE OCHOBBI OPTaHM3aINU
JIOKyMeHTO000poTa

17. CtpykTypa 1 001mas XapakTepucTHKa JOKyMEHTOIIOTOKOB

18. Perucrpanus kak coctaBHast 4acTb TexHosoruu 10Y

19. DTansl TPOX0XKICHHUS U UCIIOIHEHNUS UCXOAAIINX U BHYTPEHHHUX TOKyMeHTOB 20. PerucTpanus 1oOKyMeHTOB. 3aauul 1
MPUHLUIBI PETUCTPALUU

21. OcHOBHBIE IpaBUJIA UHIEKCALUU JOKYMEHTOB

22. ®opMHUpOBAHUE U XPAHEHUE €] B JIEIOIPOU3BOICTBE

23. OmpeneneHue MOHIATUS HOMEHKIATYPHI Ael. Buabl HOMEHKIATYp e

24. TpeGoBaHus K (GOPMYIUPOBKE 3aT0JIOBKOB JIe/I B HOMEHKIIAType

25. Obpa3oBaHne HHEKCA Jlella B HOMEHKIIAType

26. Cpoku XpaHEHHS Ae

27. XpaHeHHe TOKYMEHTOB B CTPYKTYPHBIX HOApa3/IeCHUsIX OpraHU3alul

28. IloaroToBka U nepegayda A€l B BEIOMCTBEHHBIN apXuB

29. TpeboBaHns K 0OPMIICHHIO JET

30. OmpeneneHue U COCTaBICHUE OMUCEH

IMPAKTUYECKASA YACTD (mpumep)

CocraBbTe IIpUKa3 10 PEMOHTHO-IKCILTYaTAlIHOHHOMY MyHUIIUTIATbHOMY yipaBieruto Ne 15.ITpuka3 u3gan Ha OCHOBaHHU
nocraHoBieHus [IpaBurensctBa MockBbl OT 8 ceHTSI0ps Tekyiero roaa Ne 908 «O roToBHOCTH CITy»0 rOpOoICKOro
X034HCTBa K yOOpKe TeppuTopuit MOCKBBI B 3UMHUIT TIEPHOI».

JlMpekTop peMOHTHO-IKCINTYaTAIHOHHOTO MyHHIMNAIBHOTO yrpaBieHus Ne 15 3otoB U.T. 5 oxTa0ps Texymiero roxa u3aain
MpUKa3 O MOATOTOBKE K YOOPKe TEPPUTOPHIA B 3UMHHMIA IEPUOJ TEKYIIETo roja.

I'maHbIi nHxeHep Hukonaes B.B. k 15 oKT0ps J0KEH MPOBECTH 3aKpeIlICHHE YOUPAEMbBIX TEPPUTOPHHA 38 TEXHUKAMU-
CMOTPHTEISIMH M IBOPHUKAMH, COCTaBUTh TPpaUK JBYXCMEHHON pabOTHI IO YOOpKE TPOTYapoOB U IBOPOBBIX TEPPUTOPHIH,
pa3paboTaTh U COIIACOBATH B MpeeKType OKPYTra IIaH yOOPKH TEPPUTOPUIL C IPUBICUCHUEM JTIONCH U TEXHUKU
BEIOMCTBEHHBIX IIPEANPUATUH, PACIIONIOKEHHBIX HA TEPPUTOPUU OKPYTa.

OpraHu3anuio KOHTPOJI 3a MCIOJNHEHWEM IIPHKa3za MOPYy4IHTh 3aMmecTHTemo aupektopa C. P. Bunoxyposy. Iloxmmcan
npuka3 aupekrop 3otoB M.T.

Buser cormacoBanust: 1opuckoHcynsT A.ILKeph.

C npHKa3oM 03HaKOMIIEHBI:

6.4. Kputepuu oneHuBaHUA

Tect

Ouenka HeynoBiaeTBOpHTENbHO VY nosnersopurenpHo Xopouro  OTIH4HO

Habpannas cymma 6amioB (% BBIIOTHEHHBIX 3ananuii) (Max — 100) Menee 60 60-75 76-95 86-100
4.2.2 TpeHuHr

Kpurepun onenrnBanus 3ananuit

MaxkcuManabHOe KOIMYECTBO OAJUIOB MPH MPAaBUIILHOM BBIOJHEHUH 3a1aHuil — 30 6ayios.
L. OO00CHOBaHHOCTH BBIOOPA AITOPUTMA NEHCTBUS WM MYTH PEIIeHUs cuTyaruu — 20 6anioB
2. INonroTta oTBeTa — 10 GanoB

4.2.3. IIpaktuueckast padbora

a) KpI/ITepPlﬁ OLCHUBAHUA: BBIIIOJTHCHHUE ITPABUIIBHBIX BApHAHTOB 3a11aHm71.

0) IlIxana onennBanms (MakcuMyM 20 6aIOB): 3a KaXKA0€ MPaBIIIBHO 0(OPMIIEHHOE 3a1aHe Hauncisercs | 6am, Ha
Ka)K/IbIii IPaBUIIbHBINA OTBET HA BOIIPOC U3 OTKPHITOTO CHHCKa Hauucisercs 2 6asa, mpaBuiabHO 0OPMIEHHBINA TOKYMEHT
olLeHuBaeTcs B 5 6amioB. PaboTa BKirouaeT 2 TEOPETHYECKHX 3a/laHusl, 3 BOIIpOca U3 OTKPBITOTO CIHUCKa, 1 3a1ady Mo
0(pOPMIICHHIO TOKYMEHTA C HCIIOJIh30BAHUEM HEOOXOIUMBIX PEKBH3HUTOB.

7. YHEBHO-METOAUYECKOE U TH®OPMAIIMOHHOE OBECIIEYEHHUE JUCIUIIJIMHBI (MO Y JIS)

7.1. Pexomenayemasi 1uTepaTypa

7.1.1. OcHoBHas1 JMTEpaTypa

ABTOpBI, 3araBue WznarensctBo, | Pecype
JI1.1 | Konprukuna T. b., JlenoBble KOMMYHUKAITUH, JOKYMEHTOOOOPOT H Mocksa : FOpaiir, 9bC
lyctuna U. B. JIETOTIPOU3BOACTBO: YI€OHHUK JIsl BY30B 2026
(https://urait.ru/bcode/584753)
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ABTOpBI, 3araBue WznarensctBo, | Pecype
JI1.2 | Ky3uenos 1. H. JlokyMeHTanmoHHOE 00eCTIeUeHHE YITPaBICHHSL. Mocksa : FOpaiir, 9bC
JloKkyMeHTOO00POT U AETONPOU3BOJICTBO: yUeOHHUK U MPAKTUKYM [ 2025
JUIS By30B
(https://urait.ru/bcode/581143)
7.1.2. JlonoiHUTeIbHAA JIUTEPATYpPa
ABTOpBHI, 3araBue WznarensctBo, | Pecype
JI2.1 | beixoBa T.A., JIOKyMEHTAaIMOHHOE 00ECTICUCHUE YIPABICHUS Mocksa : OO0 9BbC
Ky3nenosa T. B., (memonpon3BOJCTBO): yIeOHOE mocodne "Hayuno-
Cankuna JI. B. (https://znanium.com/catalog/document?id=437674) M3aTeIbCKUN
uentp MHOPA-
M", 2024
JI2.2 | EBmoxumoBa JLM., | DIeKTpOHHBIH JOKYMEHTOOOOPOT 1 obecrieueHne 0e30MacHOCTH Mocksa : OO0 9BC
Kops6kun B.B., CTaHAApTHBIMHU cpercTBaMu windows: yaeOHOoe mocobue "KVYPC", 2026
[Tebkun AH., (https://znanium.ru/catalog/document?id=474081)
[IBeukosa O.I'.
JI2.3 | Ka6amog C.I1O. DNEKTPOHHOE TPABUTEIHCTBO. DJIEKTPOHHBIN TOKYMEHTO000poT. | Mocksa : OO0 9BbC
TepMuHbI U onpeaencHus: yueOHoe mocodue "Hay4Ho-
(https://znanium.com/catalog/document?id=435317) M3aTeIbCKUI
uentp MHOPA-
M", 2024
7.1.3. Metoguueckue pa3padoTku
ABTOpBI, 3arnaBue WznarensctBo, | Pecypc
JI3.1 | Tronenesa T.A. JloKkyMeHTaIMOHHOE 00eCIIeYeHHE YIIPABICHHS C IPAKTHKYMOM: Mocksa : 9BC
ydae6HOe mocodue KnoPyc, 2025
(https://book.ru/book/955652)
JI3.2 | Abpamos B. 1O. [Mudporoe npaBo: MpaKTUKa IPUMEHEHHSI SJIEKTPOHHOTO Mocksa : Cratyr, 9bC
JIOKYMEHTO000pOTa B pa3iIHIHBIX Chepax 0OIMIeCTBEHHBIX 2022
KOMMYHUKaIUii: MpaKTHIecKoe mocodue
(https://biblioclub.ru/index.php?page=book&id=720819)
7.2. Ilepeuens pecypcoB HHGOPMAIHOHHO-TEIeKOMMYHHKAIIMOHHOI ceTH "UHTepHeT"
21 |1 Jlanp [DnekTpoHHBIH pecypc] : aaekTpoHHo-OubmmoTeunas cucrema (OBC) / uznarensctBo Jlanb. — URL:

http://e.lanbook.com/.

22

YHuBepcuTeTcKas OnbIroTeKa OHNIAiH [ DIeKTPOHHEIH pecypc] : aMeKTpoHHO-0nOmmoTeynas cucrema (ObC) / OO0
Hupextmenua [Mabmumuar. —
URL: http://biblioclub.ru/.

93

IOpaiit [DnekTpoHHEIH pecypc] : anekTponHo-0nbmuoTeunas cuctema (OBC) / nuzgarensctBo FOpaiit. — URL:

https://biblio-online.ru.

24

eLIBRARY.RU [DnexTpoHHEIH pecypc] : anekTponHas Oubmuoreka / Hayd. snektpoH. 6-xa. — URL:
http://elibrary.ru/defaultx.asp.

95

NH®OPMUO [DnekTpoHHBI pecypc] : 3IEeKTPOHHBIN CIPaBOYHUK [0OecTieueHne BCeX THIIOB 00pa30BaTeNbHbIX
YUPEXACHUH HOPMAaTHUBHBIMHU, METOANYECKHMY, HAYIHO-TIPaKTHUeCKMMH Matepuanamu]. — URL:
http://www.informio.ru/.

7.3 Ilepedyenb HHGOPMALMOHHBIX TEXHOJIOT I

7.3.1 IIporpammHoe obecnieyeHune

LMS Moodle

Adobe Reader

7.3.2 lIpodeccuonanbHbie 6a3bl AAHHBIX U HHPOPMALMOHHO-CIIPABOYHbIE CHCTEMbI

1. Brepolis [QnexktponnbIii pecype] : [caiiT] . — URL: http://apps.brepolis.net/BrepolisPortal/default.aspx (aata o6parenus
28.08.2016)

2.

East View Information Services [DnektponHslit pecypc] : [caiiT] . — URL:
http://online.eastview.com/stat_login/index.jsp?enc=eng (nata obpamenus 28.08.2016)

3.

Cambridge University Press [DnekTpoHHBIH pecypc] : [caiT]
(mata oOpamenus 28.08.2016)

. — URL: http://journals.cambridge.org/action/login
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4. OnektponHas oubnmmoreynas cucteMa «Jlaub» [dnekTpoHHBIN pecype] : [caiiT] . — URL: http://e.lanbook.com/
(mata obpammenus 28.08.2016)

5. YHuBepcurerckas O0nbOnMMoTeka oHNaH [DnekTpoHHBIN pecype] : [caiT] . — URL: http://biblioclub.ru/ (mata
obpamenus 28.08.2016)

6. NBER National Bureau of Ecomonic Research [Onexkrponnsiit pecype] : [caiiT] . — URL: http://www.nber.org/
(nara oopamenus 28.08.2016)

7. VHCTHTYT KOHOMMKH IIEPEXOHOTO Iepuoja [DneKTpoHHsIH pecype] : [caiit] . — URL: http://www.iet.ru/ (gata
obpamenus 28.08.2016)

8. Karanor ccpliok Ha Jydiive SKOHOMHYECKHE pecypchl [DneKTpoHHbIN pecype] : [caiiT] . — URL:
http://www.econline.h1.ru/ (nata obparenus 28.08.2016)

9. MupkuH.Py. ®uHaHcoBast dJIEKTpOHHAs OMOIHOTEKa [DneKTpoHHbIN pecype] : [caiiT] . — URL:
http://mirkin.eufn.ru/ (mata obpamenus 28.08.2016)

10. [Ipoekt nHCTHTYTa «DKOHOMHUYECKAs IIKOJa» [DNeKTpoHHBINH pecype] : [caiiT] . — URL:

http://www.economicus.ru/ (mata obpamenuns 28.08.2016)

11. ®denepanbHbIii 00pa30BaTENBHBIN MOPTa. IKOHOMHUKA, COLMOJIOTHS, MEHEIKMEHT [DIEKTPOHHBINH pecypc] :
[caiit] . — URL: http://www.ecsocman.edu.ru/ (mata oopammenus 28.08.2016)

12. IleHTp 3KOHOMHYECKNX W (MHAHCOBHIX MCCIENAOBAHUI 1 pa3paboTok B Poccuiickoi 3KOHOMHYECKOW IIKOJIE
[DnexTponnsiii pecype] : [caiit] . — URL: http://www.cefir.ru/ (gara o6pamenus 28.08.2016)

CpencTBoM JIoCTyma K CHCTEME COOCTBEHHBIX 3JICKTPOHHBIX PECYPCOB SBISIETCS calT OnbnuoTekn www.lib.csu.ru.
DOIeKTPOHHBIHN KaTalor 00eceunBaeT MOIHOE U ONIEPaTHBHOE MIPEACTAaBICHIE 0 OMOIMOTe HOM (POHIIE, TTIOBBIIACT Ka4eCTBO
1 3¢ (HEKTUBHOCTH MOKCKa HHpOpMAaIu — 6osee 1,5 MITH. 3amuceid.

1. OnexkTpoHHBIN Kartanor. bubmuorpadudeckrne 6a3pl TaHHBIX.

KHurH, 21eKTpOHHBIE PECYPCHI, TUCCEPTAIIH U aBTOpedepaThl.

2. OnexTpoHHas OMOIMOTEKA.

Wznanus Yenl'V, YMK; nuccepranuu, 3amuiieHHbie B coBetax Yenl'Y,

PE3EPBHBIC KOJIJICKIIUH, (1)OH,£[ PCAKHUX KHUT.

3. PedepaTtuBnbie
Baser nannsix MTHMOH PAH, 6a3er ganasix BUHUTH.
4, IlomHOTEKCTOBBIE

bazer mannbIx muccepranuii PI'B, cnipaBouno-mpaBoBast cucteMa KoncynmsrantlInroc, HaydHas 21eKTpoHHAS OHOIHOTEKa
elibrari.ru, moamnucka Ha IOJHOTEKCTOBYIO KOJUIEKIIMIO POCCHHMCKIX HAYIHBIX JKypHAIoB (2011-2012, 133 mHanmeHOBaHHS),
KoJuteKkIus 0a3bl JaHHbIX kKommanun EBSCO (12 tematnueckux BJ1); xypHansr u3natenscts: Taylor&Francis, Sage

5. OIeKTPOHHO-ONOIMOTEUHBIC CHCTEMBI

YHuBepcuteTcKas OMOIMoTeKa OHNAlH, alOyKCe.

8. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHHME JUCIIMITJINHBI (MOJAY JIA)

JI71s yCTIeImHOTo OCBOCHUS TUCIMIUTMHBI HEOOXOIMMbI ayAUTOPUH JUIs TIPOBEICHNUS 3aHATHI JIEKITHOHHOTO THIIA,
CEeMHUHAPCKUX 3aHSATHH, TPYITIOBBIX ¥ WHAWBUAYAIbHBIX KOHCYIIBTAIMN, TEKYIIIET0 KOHTPOIIS M MTPOMEKYTOTHOM aTTECTAIINH,
a TaxoKe MIOMEUICHUS TSl CAaMOCTOSTENNFHON paboThl. Bee ykazaHHbBIE ayTUTOPUH U TIOMEIEHUS] IMEIOTCSl B HATMYHNH B
JIOCTATOYHOM TOJIHOM 00BbeMe ( B COOTBETCTBUH CO CTAHIAPTOM).

Jnsa npoBeneHys 3aHATHI JIGKIUOHHOTO THIIA UMEIOTCS ayTUTOPUU C MYITbTUMEIUIHBIM 000pynoBaHueM. TakoBbIX B
WHcTuTyTe 5KOHOMUKH OTpacieid, busHeca u aamuHucTpupobanus Yenl'Y umeercs Tpu B 4-oMm yuebHOoM Kopryce (212, 205,
111) u At B 8-oM yaebHOM Kopiryce (203, 310, 405, 407, 406). OTi aynuTopuN CHaOXKEHBI BCEMH HEOOXO0IUMBIMU
HabOpaMu IEMOHCTPAIIMOHHOTO 000PYIOBaHUS U yIeOHO-HATIISIIHBIMU MTOCOOHSIMH, 00ECTICUHBAIOIIMMHI TEMAaTHIECKIE
WIUTIOCTPALUH.

Nmeercst nocTaTouHOE KOIMYECTBO MOMEIIEHHI ISl CAMOCTOSITENBbHOM paboThl cTyaeHTOB. Aynutopuu (aya.217 4-oro
yuebHoro xopiryca Yenl'Y, a taxxke ayn.207, 303 8-oro yueOHOTO KOpITyca U MPOY.) CHAOKEHBI KOMIIBIOTEPAMH M BBIXOJIOM B
cetb «MHTepHET. KaKIBIi CTYIEHT MMEET BO3MOYKHOCTD BBIX0/1a B 3JICKTPOHHYIO OMOJIMOTEKY, MPHYEM HE TOJBKO U3 CTCH
BVY3a, HO ¥ B JOMAIIHUX YCIOBHUSX.

© ®I'BOY BO «Henl'V»




YUIPECKACHUE BBICIICTO O6p330BaHHﬂ

MUMWHOBPHAYKHM POCCHUU
@\’) DenepanbHOE TOCYAAPCTBEHHOE OIOKETHOE 00pa30BaTeIbHOE
«Yensbunckuii rocynapcrBennsiii yausepcurer» (PI'BOY BO «Henl V)

Pabouast nporpamma gucuiuinHbl " JlOKyMEHTaIMOHHOE 00eCTIeUeH e YIPaBICHIECKOH AesITeIbHOCTH 110
HAaIpaBJICHUIO TOAr0TOBKH (crienmanbaoctr) 27.03.03 "CucreMHBIi aHAIN3 U yIIpaBiieHne" HalpaBIeHHOCTH crp. 11
(npoduro) busnec-moaenuposanue u npoueccHas ananutnka ®I'BOY BO «Uenl'Y»

B ciysae npuMeneHus mpu 00ydeHUH AUCIUTUTMHEL SJIEKTPOHHOTO 00Y4YEHS, TUCTaHIIMOHHBIX 00pa30BaTeNbHBIX
TEXHOJIOTHH Yy IperofaBaTelis U CTyAeHTOB €CTh BEIX0 B TMYHOM kabuHere BY3a u mocpencrsom cucremsl MS Teams
JUCTAHIMOHHBIN ()OpMAT CBS3M SIBIISETCSI BOSMOXKHBIM.

OcBoeHue JAUCHUIUIMHBI HMHBAJIMAAMHU U JTMAMU ¢ OTPaHUYCHHBIMU BO3MOKHOCTAMU 310POBbS OCYIICCTBIIACTCA C
HCIIO0JIB30BaAHHUEM CPEACTB O6y‘i€HI/IH 061].[61"0 U CIICNHUAJIbHOI'O Ha3HAYCHUA:

— JICKUMOHHBIC ayIUTOPUN (yKaSaHHLIe an.ue) — MyJ'IbTI/IMe,E[I/IfIHOC O60py,E[OBaHI/IC,; HUCTOYHUKHU ITUTAHUA I
HHAUBUAYAJIBbHBIX TEXHHUYCCKUX CPEACTB,

— y4eOHas ayAUTOPHS TS IPAKTUICCKHUX 3aHATHH (CEMHHAPOB) — MYJIBTHMEINITHOE 000PYAOBaHHUE;

— y4eOHas ayIUTOpUs U1 CAMOCTOSITENIbHOM paboThl — CTaHJapTHBIE paboyre MecTa ¢ IePCOHANBHBIMU KOMIBIOTEPAMH;
pabodee MecTO ¢ IEPCOHAIBHBIM KOMITBIOTEPOM, € IPOTPaMMOM 3KPaHHOTO JOCTYIA, IPOrPaMMON SKPaHHOTO yBEIUUCHUS U
OpaifiJIeBCKIM ANCIIIEEM AJIS CTYACHTOB C HAPYIICHUSMH 3pEHHUS.

B xaxxmoit aymuropun, e 00yJaroTcst HHBAIHABI U JIMIA C OTPAHUYCHHBIMHI BO3MOKHOCTSIMH 3JJ0POBBSI, IIPEIYCMOTPEHO
COOTBETCTBYIOIIEE KOINIECTBO MECT ISl 0OYJAIOMIUXCS C YIETOM OTPAHUYCHUH UX 300POBBS.

B yae6nbIe aynquTopun obecriedeH OecTpensITCTBEHHBIH TOCTYII U 00Y4arOIIXCsl HHBATHIOB W 00YJarOMINXCS C
OTpaHUYIEHHBIMU BO3MOXHOCTSIMU 310POBBSI.

INepedens crenuaIbHBIX TEXHHIECKUX CPEICTB 00YIEHHS Al MHBAIHMIOB M JIUI C OTPAaHWUYCHHBIMH BO3MOXHOCTSIMA
30pOBbs, UMEIOIUXCS B PernoHaabHOM ydeOHO-HAYIHOM LIEHTPE UHKIIO3UBHOTO 00pa3oBanus Yenl Y:

— Tudnotexandeckas ayquTOpHs: TU(HIOTEXHIUECKUE CPENICTBA: OpailIeBCKUI KOMITBIOTEp C JUCIUIEEM U IPHHTEPOM,
tH]IOKOMITIEKC «HHTarommas MaIuHay, TeIEBU3HOHHOE YBETMYHMBAIOIIEE YCTPOHCTBO, TH(IOMAarHUTOJIBI KACCETHBIE U
QG poBEIe TUKTOYOHBI; CHEIHATFHOE IIPOrPaMMHOE 00eCIIedeHHe: TpoTrpaMMa pedeBoii HaBuranun JAWS, pedenrle
CHHTE3aTOPHI («TOBOPSAIIAS MBIIIEY ), SKPAHHBIE JTYIIHL.

— CypaorexHuueckas ayauropusi: paauoknacc “CoHer-P”, nporpaMMupyeMble CIIyXOBBIE allllapaThl HHIAUBUIYaJIbHOIO
MOJB30BaHMS C YCTPOUCTBOM 3aIaHHS PEXKUMa pabOThI Ha KOMIIBIOTEpE, HHTepaKTUBHASA focka ActiveBoard ¢ cucremoit
TOJIOCOBAHUS, aKYCTHUECKUH YCUIIUTENb U KOIOHKHU, MYIbTUMEIUNHHBIA IPOEKTOP, TENEBU30P, BUIEOMAarHUTO(OH.

9. METOAUWYECKHUE YKA3AHUSA 1JIAA OBYYAIOIIUXCSA IO OCBOEHUIO JUCHUIIJIMHBI (MOAY JIS)

IIpakTiueckas paboTa SBISIOTCSA CBUACTEIBECTBOM TOTO, YTO CIyIIATEIh OBIAIE] MATEPHAIOM U yMEeT KPaTKo U
JIOXOJIYMBO aHAJIM3UPOBATh U M3JaraTh BEIOpaHHyIo TeMy. [Iporiece moiroTOBKY U BBIIIOJIHEHHS TPAKTHYECKOH paboThI
SBJISICTCS OJHUM M3 TIIaBHBIX CIIOCOOOB Pa3BUTHS B yUEOHOH NPAKTHKE y CTYACHTOB JIEMEHTOB YIPABICHYECKOH
JIeATeITbHOCTH; CYIIIECTBEHHO BIIMSACT HA CAMOBOCIIUTAHHE CTY/ICHTOB KaK CHEIHAJIICTOB B YKOHOMHYECKOH 00J1acTH, TaK KaKk
3TO ABJSIETCSA BAXKHBIM BHJOM CaMOCTOSITEIbHOIN HHTEIIEKTYa IbHON fesTeNbHOCTH. OCHOBHOM IIENBI0 MPAaKTHYECKUX
3aHATHH 110 Kypcy «/loKyMEHTHPOBaHHE YIPABICHYECKOH ACSITEIBHOCTI» SBIISCTCS 3aKPEIUICHUE, YCBOCHUE, YIITyOJIeHHE
pacimmpeHre 3HaHUH, TPUBUTHE HABBIKOB CAMOCTOSTENEHON paboThI, IpaMOTHOTO 0(OPMIICHUS JOKYMEHTOB, IPHHSTHS
pelIeHui Mo BEIOOPY BApHAHTOB OpraHU3anuy 3G QEeKTHBHOTO JOKYMEHT0000pOoTa Ha peAnpuaTid. B npaktukyme
OPraHMYECKH COYETAIOTCSl MaTepHalIbl CCMUHAPCKHUX M IIPAKTUUECKHUX 3aHATHH. B yueOHO-MeToan4eckoe nocodue no
MPOBEICHHIO MPAKTUYECKUX 3aHATHI BKIFOUYSHBI 00pa3Ibl JOKYMEHTOB, YTO ITO3BOJIUT HAYIHUTHCS CTYICHTaM IPAMOTHO
COCTaBJIATh OCHOBHBIE JOKYMEHTHI yIpaBIeHUS Ha npeanpustiu. OCHOBHOE TpeOOBaHME K MPAKTHIECKOH paboTe - ITOJTHOTa
U KOMIIJIEKCHOCTb OCBEIIEHHS IIOCTaBJIEHHOTO Bompoca. PaboTa 1omkHa ObITH BBITOJIHEHA aKKypPaTHO, C IPUIIEKAHUEM,
JIOJDKEH OBITh COOIONICH Hay4HBIH anmapar, To €CTh HaJIMYKe OIVIaBJICHNUS, 3ar0JIOBKOB B pasjienax, PaBHILHOCTh CHOCOK,
Ha3BaHWH TaONHUI], PUCYHKOB, IPABUIIEHOCTD BBITIOTHEHHUS PACIETOB M OTBETOB Ha MTOCTABJICHHBIC BOIIPOCHI, YKa3aHH
JUTEPaTypHBIX HCTOYHUKOB U T.J. [IpakTHueckne 3a1aHusI COCTABIEHBI B COOTBETCTBUH C YI€OHBIM ITaHOM. O0S3aTeIbHBIM
YCIIOBHEM YCIIEIIHOTO BBINOJIHCHUS 3a/IaHUsI SIBIISIETCS M3yUCHHE OTHOCSIIMXCS K TeME 3aKOHOATENbHBIX U MHBIX
HOPMAaTHUBHBIX NIPAaBOBBIX OCHOB, PETIAMEHTHPYIOIUX PA3JINIHbIC aCTIeKThl SKOHOMHKH OPTaHU3ALNH, a TaKKe MaTepUalioB
COOTBETCTBYIOIIEH NMPAKTHKN OTEYECTBEHHBIX IPEANPHUATHH 1 opraHu3aiiiid. BeiOop BapuaHTa IS CTyIeHTa OIpeersieTcs
npenojaBateneM. IIpy BRIMOTHEHUH IPAKTHUECKUX 3alaHUH CTYICHTaM Ie1eCO00pa3HO MPHAEPKUBATCA CIEIYIOMIETO
HopsiAKa: - og00p U NpeaBapuTeNIbHOE IPOpaboTKa PEKOMEHLyeMOil yueOHON JIUTEPATYpPhL; - N3Y4EHUE COOTBETCTBYIOLINX
pa3nenoB pabodeil mporpaMMBI; - BEIIOTHEHHE COOTBETCTBYIONNX 3aqaHuil. [IpakTndeckas paboTa BEIIOIHACTCS
CTyAE€HTaMH UHIUBHUIYAIbHO FJIH Ha MPAKTHYECKUX 3aHATHAX JUIS 3aKPEIUICHHS TI0JTyYeHHBIX TEOPETHUECKUX 3HaHUiL. B
Ka)XI0H TeMe MpeJICTaBIIeH NepeueHb PaccMaTpPUBAEMbIX BOIIPOCOB, IPUBEICHBI 3a1aHUs ULl HHIMBUTYaIbHOI padoTHl,
KOTOPBIE JIOJKHBI OBITH BHITIOHEHBI.

B npomecce caMocTOATETHHON TOATOTOBKY K 3aHATUSAM CTYACHTHI JOJDKHBI HAWTH M U3yIUTh HEOOXOIMMYIO
CIIEIMATbHYIO TUTEPaTypy, 3aKOHOAATEIbHbIE KTl M CAMOCTOSATEIBHO BBIITOTHUTH 3aJaHUS.

CornacHo yueOHOMY IUIaHy CTYACHT JJOJDKEH BBINOJIHUTH KOHKPETHBIC 331aHUs 110 KaXK/IOH TeMe U OTBETHTH Ha
COOTBETCTBYIOIIHE BOIPOCH. 151 0OecriedyeHus 0THO3HAYHOCTH TOJIKOBAHUS PE3Y/IbTATOB BHIIOJHEHHBIX 33JaHIH 110
KaX/0i TeMe, a 3HAYNUT, yMEHBIICHUS BEPOATHOCTU OIIMOKHU IIPH MPOBEPKE Pe3yIbTaTOB MIPEATATAIOTCS SANHBIE IIPaBHIa
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0pOpMIICHHS PE3yTbTATOB. Pe3ybTaThl BHITOJHEHHBIX 32IaHUH CIIeAyeT 0(OPMIISTH B MUCBMEHHOM BHIE. Tekyrmit
KOHTPOJIb OCYILECTBIISETCS MpenojaBaTeieM B Hayalle 3aHATHS B TeUEHHE OTBEACHHOTO BPEMEHHU U CTABUT CBOEH LENBIO
OTNpeNeNINTh TOTOBHOCTh CTYAEHTA K BBINOJIHEHHIO MPAKTHUECKUX 3a1aHuil. KOHTpOIb TeKyIMX 3HaHUH IPOBOAUTCS Ha
3aHATUAX B (POPME YCTHOTO WIIM MTUCBMEHHOTO orpoca. O0beKTaMu TEKYIIETO KOHTPOJIS P N3yICHUH
«JlokymMeHTanmoHHOE 0OecCTIeueHre YIPaBICHIECKON AEATENFHOCTH SIBIISIOTCS: MIOCEUICHUE JICKIIUH; TIOATOTOBKA
KayecTBO BBINMOJIHEHHS NPAKTUUECKUX U CAMOCTOATENIBHBIX 3aJaHUi. Pe3yabTaThl TEKYILIETO KOHTPOJISI BIHSIOT Ha PEHTHHT
cTyfeHTa. PyOe:KHBIN KOHTPOJIb MPOBOJAMUTCS MOCIE U3YyICHHS KaXKIO0TO MOJIYIIS JUCIUILTHHBL: TECTUPOBAHKE, IIPOBEICHUE
CEeMHUHAPOB M TPEHUHTOB, TOITOTOBKA MPE3eHTAIINH, BHITIOJIHEHHE TEM, BEIHECEHHBIX Ha CAMOCTOSITETbHOE n3ydeHue. [pu
9TOM HUCIOJIB3YIOTCS. HH()OPMAIIMOHHBIE TEXHOJIOTHHU. LIeNb - BEIIBUTH YpOBEHb 3HAHU CTYACHTOB MO MaTepHAay
W3y4CHHOTO MOJYIISl MUCHHUIUTUHEL. Pe3yapTaThl pyOeKHOTO KOHTPOJIS BIUSIOT HA HTOTOBBIM PEHTHHT CTYICHTA.

B citydae mpuMeHeHHs IPY pealTn3alliy JUCIUTLTAHBI 3JIEKTPOHHOTO O0YUeHHS, TUCTAHITHOHHBIX 00pa30BaTEIbHBIX
TEXHOJIOTHIH 001IeHre 00yJaromuXCcsl ¥ MPENnojaBaTessi OCYHIECTBIISIETCS B PEXKUME PEATBHOTO BpeMeHH (OHIaiH-JIEKIH
(BeOMHApBI), YaThl, BUACO-KOH(PEPCHIMU | JP.) WIKA OTIOKEHHOTO BPEMEHH (CUCTEMa AUCTAaHIMOHHOTO 00ydeHus Moodle,
MSOffice365, hbopymbl, 37€KTpOHHAS TTOYTA H JP.).

Bosbiryro 9acTs BpeMeHH 00yJaronuecs CaMOCTOSATENEHO Pab0TAIOT ¢ yaeOHO-METOANIECKIMH MaTepraaMu. CTyAeHTH
MMEIOT BO3MOKHOCTh KOHCYJIBTHPOBATHCS € MPETIOAaBaTENIEM IO BCEM BOIPOCaM, BOSHUKAIOIIUM B XOJ€ CAMOCTOSTEIbHOM
paboTHI TOCPEACTBOM IJIEKTPOHHOM ITOYTHI, COITHATBHBIX CETeH H T.II.

Joctyn oOydaromierocst K y4eOHBIM pecypcaM B peXKUMe OTIIOKEHHOTO BPEMEHH, CAMOCTOSATEIIBHON paboTHI
OCYIIECTBIISIETCS Yepe3 ceTh IHTepHeT B yTOOHOM IS HErO MECTe, BpEMEHH U TEMIIE.

[Tpu oOyueHnH UL ¢ OTPaHUYEHHBIMHA BO3MOXHOCTSAMU 310POBBS 3JIEKTPOHHOE 00yUeHHE, TUCTAHIIMOHHbIE
00pa30BaTeNbHBIC TEXHOJOTHH MPEAYCMATPHUBAIOT BO3MOXKHOCTh MpHeMa-nepeaadd HHHOPMAIMX B TOCTYITHBIX JIJISI HUX
dbopmax.

Peanu3zanus TUCUMIUINHBI C TPUMEHEHUEM JIEKTPOHHOTO 00Yy4YEHUs, TUCTAaHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHH (Hanee
— 30, JOT) ocymecTBisieTcs Ha OCHOBaHUHU «I10JI0KEHUS 0 peann3alii OCHOBHBIX U TOTIOJHUTEIBHBIX 00pa30BaTEbHBIX
MPOTPaMM C MIPUMEHEHUEM DIICKTPOHHOTO O0YYIECHUS U JUCTAHIIMOHHBIX 00pa30BATEIBHBIX TEXHOJIOTHHA B (eliepaibHOM
TOCYIAapCTBEHHOM OIOPKETHOM 00pa30BaTEIbHOM YIPEXICHUH BRICIIETO 00pa3oBaHus «HemsIOMHCKUH rocynapCTBEHHbIH
yHUBEpCcUTET», «I100kKeHus 0 mopsaKe 3aueTa 00y4aromUMHICs IO OCHOBHBIM ITPO(hecCHOHaIbHBIM 00pa30BaTeIbHBIM
nporpaMMam Boiciiero oopasosanus B ®I'6OY BO «UenlV» pe3ynbTaToOB OCBOCHUS B OPraHU3AIUIX, OCYIIECTRIISIONINX
00pa30BaTeNbHYIO AATETLHOCTD, YUEOHBIX IPEIMETOB, KYPCOB, JUCITUILTHH (MOYJEH ), MPAKTHK, JOTOTHATEIEHBIX
00pa3zoBaTeNbHBIX IPOTPaMM» IOCPEACTBOM UIEKTPOHHOI HH(POpMaNMOHHO-00pa3oBaTensHOU cpensl PIBOY BO
«Yenl'Y». B HCKITIOYUTENBHBIX CITydasx (Hopc-Makop U T.I1.) IPH pean3alii 00pa30BaTEeIbHON IS TEIFHOCTH C
npumerenueM D0, JIOT MoryT NprMEHSITh KOMIIOHSHTBI, HE BXOJISIIIE B TIEPSUCHB dJICKTPOHHOW HHPOPMAIIMOHHO-
00pa3zoBaTeNbHOM CpesbL.

10. CHEIIMAJIBHBIE YCJIOBHUS OCBOEHUSA JUCIUIIJINHBI OBYYAIOIIUMHUCH C
HHBAJIMJTHOCTBIO U OT'PAHUYEHHBIMHU BO3SMOKHOCTAMMU 310POBbA

OcBOoCHUE [MUCHUIUIMHBI HWHBAIWAAMH W JIANAMH C OTPAHMYCHHBIMA BO3MOXKHOCTSMH 3I0OPOBbSl OCYILICCTBISETCA C
UCIIOJIb30BAHUEM CIEHHANBHBIX TEXHHYECKHX CPEICTB M HMH()OPMAIMOHHBIX TEXHOJOTHH, MNPEIOCTaBIsIEMbIX PecypcHbIM
y4eOHO-METOJMYCCKUM IIEHTPOM [0 OOYYCHHIO MHBAIUIOB M JIAI[ C OTPAHMYCHHBIMUA BO3MOXHOCTSIMHU 310poBbs Yenl'V mo
3ampocy oOydaromerocss (MOOMIbHBIC CIICHHANbHBIC TEXHHYECKHE CPEACTBA JUIS JIMIl C HAPYIICHUSIMH 3PCHHUS H C
HapYIIEHHUEM CITyXa, aCCHCTHBHbBIE HHPOPMAIOHHBIE TEXHOJIOTHH).

IIpu HEOOXOAMMOCTH U OOYJAIOIIMXCS C HAPYIICHUSMH 3pPEHHs Ha pa0odnmX MecTax JJisl IPOBEACHHS IMPAKTHYECKHX WA
nab0paTOPHBIX 3aHSATHH YCTAHABIMBAETCS CIICHHAIBHOE MPOrpaMMHOE obecnedeHre (mporpaMMa pedYeBOi HABHTAIIUH,
peueBble CHHTE3aTOPBI, IKPAHHBIE JIYITBI).

B yueGHble aymuropuu obecrieunBaeTCs OECHPENSITCTBEHHBIA JOCTYM Jjis  OOYYalomUXCsl € WHBAIHIHOCTBIO U C
OTPaHWYCHHBIMH BO3MOJKHOCTSIMH 30POBbS. B KaIol ayauropuu, rie OOy4aroTCs HHBAIWIBI U JIMIA C OTPAHUYCHHBIMHU
BO3MOXKHOCTSIMH  3/I0POBbSI, IPEAYCMATPUBAETCS COOTBETCTBYIOLIEE KOJMYECTBO MECT Il OOYYAIOIUXCS C y4eTOM
HApYIIEHUI UX 37I0POBBSI.

Jlyist 0cBOEHMS TUCIUILIMHBI WHBAJIHIAM M JIMIAM C OPAHHYCHHBIMH BO3MOKHOCTSIMH 3I0POBBS MPEIOCTABISETCS JOCTYII K
MCYaTHBIM KCTOYHHMKAM, UMEIOMMMCS B HaydHOW OubOmmoreke Yenl'VY, ¢ MOMOIIBIO CHEHHATBHBIX TEXHUYICCKUX CPEICTB;
JIOCTYIT C MOMOIIBIO CMENUATBHBIX TEXHHYECKHX M MPOrPAMMHBIX CPEACTB K 3JIEKTPOHHBIM HCTOYHHKAM, MPEJICTABICHHBIM B
(hopme d1eKTpOHHOTO [oKyMeHTa B poHae HaydHoU 6ubmrorekn Yenl'Y uitk 51eKTpOHHO-OUOIHOTEUHBIX CHCTEMAX.
Y4eOHO-METOqMYECKHEe MaTepHabl JUIs OOYYarONIMXCS W3 YWCIa HHBAIMIOB M JIMI[ C OTPAHUYCHHBIMH BO3MOKHOCTSIMHU
3[I0POBbsI HPEIOCTABISIIOTCA B (opMax, aaanTHPOBAHHBIX K OTrPAHHYCHHUSIM HX 3[0POBbS M OCOOCHHOCTSM BOCIPHUSITHUS
HHpOpMALIHH.

JIjii MHBAIMIOB M JIMI[ C OTPAHUYCHHBIMH BO3MOKHOCTSAIMH 3J0POBBS OCBOCHHE JWCHHUILUIMHBI MOKET OBITH YaCTHYHO WJIH
MOJHOCTBIO OCYIIIECTBIICHO C UCIIOIb30BAHUEM JAUCTAHIIMOHHBIX 00Pa30BATEIBHBIX TEXHOIOTHI.

[lpx MpOBeNCHUH MPOMEXKYTOUHON ATTECTAIMH IO JUCHUIUIMHE OOYdJaromMMCS C HMHBAJIHAHOCTBIO M C OTPAHMYEHHBIMHE
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BO3MOXKHOCTSIMH 37I0POBBSI 00ECHEINBACTCS 110 WX 3asABICHUIO NPEIOCTABICHHE B JOCTYHHOH (opMe B 3aBHCHMOCTH OT HX
UHIUBUIYaIbHBIX OCOOCHHOCTEH HMHCTPYKIMH O HMOPSIKE MPOBEICHHUS MIPOMEXKYTOUHON aTTECTallUd, OLIEHOYHBIX CPEICTB U
BO3MOXXHOCTH OTBETOB Ha 3a7aHMs (IIMCbMEHHO Ha Oymare, HaOOp OTBETOB Ha KOMITbIOTEpE, MUChbMEHHO ImpudTom bpaitns, ¢
HCITONIb30BAaHUEM YCIIYT aCCHCTEHTA, YCTHO).

ITpu mpoBemeHHM NPOIEAYPH OLECHUBAHUS PE3YNBTATOB OOy4eHHS HHBANHAOB U JIHI[ C OTPAaHHYCHHBIMHA BO3MOXHOCTSIMU
3J0pOBbsl TPEIYCMATPUBAECTCSl HCIOIb30BaHME MpenocTaBleHHbIX YenlY umM COOCTBEHHBIX TEXHHUYECKUX CPEICTB,
HEOOXOAMMBIX MM B CBS3M C WX WHAWBUIYaJbHEIMH OCOOCHHOCTAMH. [Ipum HE0OXOIMMOCTH HWHBAIMIAAM H JIHIAM C
OTPaHUYEHHBIMM BO3MOKHOCTSIMU 370POBbSI IIPEIOCTABIIAETCA JOMOJHUTEIBHOE BpEMs AJS IIOATOTOBKM OTBETA HA 3a/aHus,
IpoLeAypa OLEHUBAHUS PE3yIbTATOB OOYUEHHUsI O AUCUUILTHHE MOXKET IPOBOJUTHCSA B HECKOJIBKO ITAIOB.

© ®I'BOY BO «Henl'V»
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