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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.03.04

2.1 TpeOoBaHus K NPEABAPUTEIbLHOI IOAT0TOBKE 00y4al01erocs:

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

W3yueHne IUCIUILTHHEI SBISETCS OCHOBOII MaibHeHIero n3ydenus Kypca "busHec-koMMyHHUKaIHK'", a TaKxKe
copMHUPOBaHHBIC KOMIIETEHIUH OYIYT 3aKPEILIATHCS HA IPAKTHUKE 1O MOJTY4EHUIO TPOPECCHOHANBHBIX YMEHUH U OIIbITa
npoecCHOHaNbHON NESTENbHOCTH

IMToaroroBka K MpoIeAype 3alUTHI M 3alIiTa BEITYCKHON KBaJIH()UKAIIMOHHONW paOOTHI

IMudposas sxkoHOMUKA

ITponsBoacTBEeHHAS MTPAaKTHKA (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:

OpraHHM30BaTh CIIY)KOY JOKYMEHTAI[HOHHOTO 00ECIICUeHHs YIIPABICHHS H Pa0OTy €€ COTPYAHUKOB B YUPESIKICHUH,
OpraHU3aIMH U Ha TIPEATIPUITHH.

Baanern:

BECTH JOKyMEHTAI[IOHHOE COIIPOBOJKACHHE 1 YUET B Chepe YIpaBICHHS IIePCOHATIOM
- HaBBIKU O(OPMIICHHSI KOHKPETHBIX BUAOB JOKYMEHTOB 110 KaJPOBOMY COCTaBY.
- BeimonnsieT TpeOoBaHUs K COAEPHKAHUIO JOKYMEHTOB, 00ECIIEUNBAIOIINX PabOTy € MEPCOHAIOM

B pe3yjabTaTe OCBOCHUA TUCHUIIJINHBI oﬁyqamumﬁc;l JOJIZKCH

3.1 |3narh:

3.1.1 COBPEMCHHBIC TCXHOJIOTUU U METOAbI OIICPATUBHOTO YIIPABJICHHUS IEPCOHAIOM

3.1.2

3.2 | YMeTh:

3.2.1 | opranu3oBaTh cIyX0y TOKYMEHTalIUOHHOTO 00ecIedeHus yIpaBieHus 1 paboTy ee COTpYAHUKOB B
YIPEKICHUH, OpraHU3alUH U Ha IPEATIPUATHH.

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 COCTAaBY.
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3.3.3 | - BemonHseT TpeOOBaHUS K COAEPKAHHIO TOKYMEHTOB, 00ECIICUHBAIONINX PadOTY ¢ MEPCOHATIOM
4. OFBbEM JJUCIMIIJIMHBI (MO LY JIS)
OOwas TpyaoeMKoCcTb 4 3ET
YacoB 1o yueOHOMY IUIaHy 144 Bunsl KoHTpOIsS B cemecTpax:
B TOM YHUCIIE
ayJUTOPHBIC 3AHATHS : 10 9K3aMEHBbI 2
caMoCToOsITeNNbHAs paboTa 93,8
YacoB Ha KOHTPOJIb : 36
KOHTaKTHas pabora: 14,2
UKP: 4,2
5. CTPYKTYPA U COAEP)KAHUE TUCHUIIJIMHBI (MOIYJIST)
Kon HaunmeHoBaHue pa3iesioB U TeM /BU/I 3aHATHUS/ Cemecrt | Hacos Jlutepartypa
3aHATH p / Kvpc
Pa3nen 1. e10npou3sBoACTBO — 0CHOBA TEXHOJIOTHH YIIPABJIEHHS
1.1 JEJIOITPOU3BOJCTBO, ETO 3AKOHOAATEJIbBHOE 1 2 36 JI.1J12.2
HOPMATHMBHO-METOAMYECKOE PEI'YJIMPOBAHUE JI2.1J13.1 JI3.2
OPI'AHUM3ALIMA AEJIOIIPOU3BOACTBEHHOI'O 2122233435
OBCJIYKUBAHU A
MOJIOXEHHUE O CIIYXBE AEJIOINPOU3BOACTBA
JOJDKHOCTHBIE MHCTPYKIIMN WHCTPYKIUA 11O
JEJIOITPON3BO/JICTBY OPT'AHU3ALIMA PABOUNX MECT
/Cp/
1.2 Texymwmii koHTpOIH /MKP/ 2 1,3 JI1.1J12.2
JI2.1J13.2
Pa3nen 2. OcHoBHBIE JOKYMEHTHI ynipaBjieHus. TpedoBanus K
0¢opMIIEHHIO0, TEXHOJIOTHS CO3AAHUS JOKYMEHTOB
2.1 YnpasieHueckuit TOKyMeHT: QyHKIIH, fopunndeckas cuna. Y CJI /Jlex/ 2 1 JIT.1J12.2
JI2.1J13.1 J13.2
212233
2.2 [IpaBuia odopmiieHHs PEKBU3UTOB JOKYMEHTOB /JIek/ 2 1 JI1.1J12.2
JI2.1J13.1 JI3.2
0135
23 W3yueHne pekBU3UTOB JOKYMEHTOB U COCTaBICHUE OIaHKOB 2 2 JI1.1J12.2
nokymenToB /IIp/ JI2.1J13.1 JI3.2
24 25
2.4 OcobeHHOCTH 0(hOPMIICHHSI KOMMEPYECKOW JOKYMEHTAITUH IO 2 4 JI1.1J12.2
3aKJTI0YEHHIO U HCTIOTHeHHUIO foroBopa /IIp/ JI2.1J13.1 JI3.2
2425
2.5 TPEBOBAHNSA K O®OPMJIEHNIO JOKYMEHTOB 2 31,8 JI1.1J12.2
BJIAHK JOKYMEHTA JI2.1J13.1 JI3.2
MNOPAOOK AAIPECOBAHUA 01022335455
COI'JTACOBAHUE, ITIOATIMCAHUE U YTBEPKAEHUE
JOKYMEHTA
OTMETKU HA JOKYMEHTE
/Cp/
2.6 Texymwmii konTpoas /MKP/ 2 0,9 JI1.1J12.2
JI2.1J13.2
Paznes 3. O6uiue npuHIMNBI 1 METOANYECKHE OCHOBBI OPraHU3AIUU
AOKYMEHT0000poTa
3.1 Opranauzanus paboTsl ¢ JokyMeHTamu /JIex/ 2 2 JI1.1 J11.2J12.2
JI2.1J12.3
J12.4J13.1 JI3.2
0109233
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3.2 O6paboTka, cucremMaTu3anus U XpaneHue JokyMmeHToB /Cp/ 2 26 JI1.1J12.2
JI2.1J13.1 J13.2
3152333405
33 Koncynpramus /MKP/ 2 2 JI1.1J12.2
JI2.1J13.2

6. POHJI OIEHOYHBIX CPEJACTB

6.1. IlepeyeHb BHIOB OLEHOYHBIX CPEICTB

CeMUHAp

TECT

mpakTHdeckas pabora
TPEHUHT

6.2. TunoBkie KOHTPOJIbHBIE 3a/1aHUA U UHbIC MaTepHUaJIbl 1151 TeKymeﬁ aTTeCTallun

Moaymns 1. Jleronpon3BoICTBO — OCHOBA TEXHOJIOTHH YIIPABICHHS
Tema. Cemunapckoe 3ausaTue: «Ciayxoa I0Y»

Henu: popmMupoBanue CIOCOOHOCTH OCYIIECTBISATH MOUCK MHPOPMALIUH 10 MOIYYEHHOMY 3a/1aHUI0, CIIOCOOHOCTH
HaXOJUTh ONTHUMAJIbHBIC OPTaHU3ALIOHHO-YIPABICHUECKHE PEIICHNSI, OCYIIECTBIATH COOP M aHAIN3 HH()OPMAIIMOHHBIX
JTAHHBIX YMEHHE OPTaHM30BaTh CIYK0y TOKyMEHTAIMOHHOTO 00ECIIEYeHHS YIIPABICHHS U PadOTy e COTPYIHHKOB B
YUIpEXICHUH, OPTAHU3AIUY U Ha TIPEANPHUATHH, IPOBECTH aHAIN3 U BRIBICHHE IPOOIEM B paboTe CIyxKObI
JIOKYMEHTALlMOHHOTO 00OECIICUCHHS YIIPaBICHHS B OPraHU3aIMH1; IPUMEHEHUE COBPEMEHHBIX TEXHOJIOTHI U METOJMK JUIs
COBEPIIICHCTBOBAHMUS pabOTHI CIYXKOBI TOKYMEHTAIIMOHHOTO 00ECIICUCHUS YIPABICHUS B OPTaHU3AINAK, YIPSKICHUIX U Ha
HPeAIPUATHAX.

3anmanue 1. U3yauth cTpykTypsl ciyxo J10Y

3amanue 2. Omumcath CTPYKTYpY ciyx0b1 JJOY B KOHKPETHON OpraHU3aiuu

3aganue 3. O3HAKOMUTHCS C TUTIOBOH NODKHOCTHOW HHCTPYKLUEH ceKpeTaps

3aganue 4. [IpuBecty mpuMep JOKHOCTHOM MHCTPYKIMU paboTHHKA ciyk0b1 JJOY KOHKpeTHOI opranusanuu
3amanvie 5. O3HAKOMHUTHCS C TUTIOBBIM MOJIOXKEHUEM CITyxO0b1 JJOY

3aganue 6. OmucaTs 3agadn ciayx0s! JJOY B KOHKpETHOH OpraHM3aluH

3ananue 7. Onucatb padoty ciayx0b61 IOY B KOHKPETHOM OpraHU3aIiu

3ananue 8. /laTh peKOMEHIaINK 10 COBEPIICHCTBOBAHUIO PaObOTHI ciyk0b1 JJOY B KOHKPETHOI OpraHu3auu

Tpenunr
AHan3 KOHKPETHBIX CUTYAIUH 0 COCTaBICHUIO OCHOBHBIX JIOKYMEHTOB YIIPaBIECHHs

B paMkax 1aHHOTO TPEHWHTA CTYIEHTAaM OIMCHIBAETCSl CUTYals, HarpuMep: «BaMm HeoOxomuMo 1oBecTH HHYOPMAIIHIO 10
PYKOBOJICTBA, YTO B LIEJISX BBHIIOJHEHHUS pabOTHI B CPOK BO3HUKACT HEOOXOAUMOCTD TOTOTHUTEIBHOTO 00CCICUCHHS
TEXHHYCCKUMU CPEeACTBaMI» Jlaliee CTYIeHTHI ONpeNeNsToT: KaKOH BHJI TOKYMEHTa HEOOXOAUMO COCTaBHTh B JaHHOH
CHUTYaIlH, Kakue TpeOOBaHUS MPEIbSIBISIOTCS K 0(hOPMIICHHIO JJAHHOTO BUJIA JIOKyMEHTa. B pe3yibrate cocraBiseTcs
MPOEKT KOHKPETHOTO BUJIA TOKYMEHTa, HEOOXOIUMOTO B JAaHHON MPOU3BOJACTBEHHON CUTYAIHH.

JoxymeHnToo60opor

TpeHHHT IO COCTABICHUIO CXEMBI JOKYMEHTOO00pOTa

B paMkax TaHHOTO TPEHUHTA CTYACHTAaM IpEAaracTcsi BeIOpaTh KOHKPETHBIN BUI TOKYMEHTA, a TAK)Ke KPaTKO OMHUCATh
KOHKPETHYIO Opranu3anuio. Jlanee HeoOX0AMMO COCTAaBUTh ONITUMAIIBHYIO CXEMY JOKYMEHTOO00POTa ISl JAHHOTO BUA
JIOKYMEHTa B OTIMCAHHOM OpraHU3aIlNH, TaK K& He00X0AUMO, 0003HAYUTD ITAIBI JOKYMEHTOO00POTa, UX HEOOXOAUMOCTH,
onucaTh 0COOeHHOCTH padoThI ciyxk0bl JIOY Ha kaxaom sTarne. CBOO MO3HIINIO HEOOXO0AUMO 0OCYIUTH U I0Ka3aTh Ha
o0mieM 00CYXIEHHUH, B X0JI¢ KOTOPOTO CTYACHTHI 33J1a0T JAPYT IPYry BOMPOCHL. PaboTa MOXET MPOBOJAUTHCS B MAITBIX
TPYMIax WA KOJJIEKTUBHO.

ITpumepHBIii TECT:

1 CocraBHOM 4acThIO AEIONPONU3BOICTBA SIBIISCTCS:
A) Bce OTBEThI BEPHBI
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b) moxymeHTHpOBaHME KaK MPOLECC COCTABICHUS U 0(OPMIICHHS JOKYMEHTOB

B) peructpauus 10KyMEeHTOB

I') nepepaboTka TOKYMEHTHPOBaHHON HH(OpMAITUN

2. OCHOBHBIM 00BEKTOM H3YIEHHS B IETIONPOU3BOJICTBE SIBISCTCS:

A) 110601 TOKYMEHT, a TaKke mporuecc paboThl C HUM

b) OpranusanuoHHO-pacoOpsITUTENbHbBIH JOKYMEHT

B) 1OKyMEHTBI TOCTOSTHHOTO XpPaHCHUS

I') Bce OTBETHI BEpHEI

3. Yto Takoe JOKyMEHT?

A) napopmanus, 3aQUKCHpoBaHHas Ha MaTepPUaIbHOM HOCHTENE

B) pesynbrar oToOpakeHns: pakToOB U COOBITHI

B) pesymnbrat oToOpaXkeHns IBICHIH 00BbEKTHBHOMN IEUCTBUTEIBHOCTH

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

4. 3amauaMu 1eIONPOU3BOICTBA SBIISIOTCS:

A) Bce OTBETHI BEPHEI

B) oTpaxkeHue ympaBiaeHYeCKOH, IPOU3BOACTBEHHON U HHOM IESTEIBHOCTU B COOTBETCTBYIOIIMX JOKYMEHTAX
B) obecrieuenye paioHaNbHOTO HCIIOIb30BaHUS JOKYMEHTOB B [ICTIOBOM IPAKTHKE MPEAIPHATHS

5. ITo kakuM IpUHOUIAM CIEAYeT OPTaHU30BBIBATH JEIOMPOU3BOACTBO HA MPEATIPUATHN?
A) Bce OTBETHI BEPHBI

B) onepaTuBHOCTS - OBICTpas M YeTKast padoTa ¢ JOKYyMEHTaMHU

B) Texandeckoe coBpeMeHHOE OCHAIeHNE, o0Jeryaroniee padoTy ¢ JOKyMEHTaMH
I') nenecooOpa3zHOCTh BceX AETOMPOU3BOICTBEHHBIX ONepaui

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 ocymectiserca JIOY Ha npeanpustuun?

A) cayxo6oit IOY

B) pykoBogutenem

B) oTnenom xangpos

I') GyxranTepueit

8. Uro Takoe peructpaiys J0KyMEeHTOB?

A) ¢uxcarys axTa Co3TaHMS WM MTOCTYIUICHAS TOKYMEHTA U 3aITMCh HEOOXOIUMBIX CBEIICHUH 0 JOKyMEHTaX C
MOCJIETYFOIINM TIPOCTAaBICHNEM Ha HUX JEIOIPON3BOCTBEHHOTO HHICKCA M JATHI PETHCTPAInU
B) y4eT mocTymuBIIMX JOKYMEHTOB

B) mpocrasiieHne perucTpaoHHOTO IMTaMIa

I') Bce 0TBETHI BEpHEI

9. Peructpanus HeoOXoquMa IS

A) moucka, yyeta 1 KOHTPOJISI JOKyMEHTOB

b) ydera u mepeauu Ha apXHBHOE XpaHEHHUE JTOKYMEHTOB

B) KOHTpOIS TOKYMEHTOB

I') ©6bicTporo moncka JOKYMEHTOB

10. PeructpaunoHHbie cBeACHHS 0()OPMIISIOTCS:

A) apabcknmu dpaMu B JICBOM HIDKHEM YIITy

b) pumMckiMu nudpamu B IpaBOM BEPXHEM YITTy

B) apabckumu mdpaMu B IpaBOM HHXKHEM YIITY

I') moObIMHU 1T paMu B JTFOOOM MeCTe

IMPAKTUYECKASA PABOTA 2

1. CocraBbte mprka3 mo OO0 «CuaTe3» T. YenstOMHCKa 0 pexuMe paboThI MPEANIPUATHSA B IPA3AHNYHBIC THH 7 1 8 MapTa
2016 .

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

B pacniopsautensHol yacTu onpenenute 7 1 8 mapta 2016 r. HepaOOYUMHU THAMH IS COTPYAHUKOB PESIIPUATHSL.
OT™MernTe B Hepaboune nHU 7 1 8§ MapTa Bce BUABI paboT. JlaiiTe mopydeHne 3aMeCTUTEINIO JUPEKTOpa M0 XO3SHCTBEHHOM
pa6ore A. I1. CunopoBy 06ecreduTs B 3TH JHU JSKYPHBIA PEKUM paOOThI IKCILTYaTAIHOHHBIX CIIYX0, OXpaHy CITyKeOHBIX
MIOMEILCHUH, a TAaKKe BBITIOJHEHNE TPEOOBaHUH MOXKapHOH Oe3omacHOCTH. KOHTPOIIb 32 HCIIOTHEHUEM IIPHKa3a BO3JIOKUTE
Ha MIEPBOTO
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3amectutens aupexropa C. JI. Kopanesa.
[Ipuxa3 noanucan gupekrop I1. K. denopos.

2. CocraBbte akT 1o OAO «PocrerecncreMbI» 0 IpoBepKe padoTHI ¢ TokyMeHTaMH. OCHOBaHUE — MpPUKa3 TUPEKTOpa OT
24.03.2016 1. Ne 23 «O pabore ¢ 1oKyMeHTaMm». B akTe mpoBepky TOMKHBI OBITH 3a(hMKCHPOBAHBI CIEAYIONIIE HEAOCTATKH:
oopMIIEHHBIE B CTPYKTYPHBIX ITOJPa3/IeNIeHHsIX JOKYMEHTHI He COOTBETCTBYIOT TpeboBanusaM ['OCToB; uMerorcst cirydan
yTepH JOKYMEHTOB B OT/IEIaX; KOHTPOJIb 32 HCIIOJHEHHUEM JJOKYMEHTOB BeJIETCA C1a00; HEe IIPUMEHSIIOTCSI CPEACTBA
BBIYHUCIIUTENBHON TeXHUKH TSI aBTOMATH3aINI KOHTPOJIS 3 UCTIOTHEHHEM JJOKYMEHTOB M MX y4eTa. AKT YTBEpKIeH
TeHepaJILHBIM JJUPEKTOPOM IpennpusaTus A. B. Po3oBbIM. [[pyriie peKBU3HUTHI yKaKHTE CAMOCTOSITENIBHO.

3. YKa?)aTB, KaKn¢ pCKBU3UTHI UCITIOJIb30BAHBI AJIsSI COCTABJICHUA TOKYMCHTA (CM. I[OKyMCHT)

6.3. TunoBble KOHTPOJIbHBbIEC BOIIPOCHI M 3a1aHUA 1/ l'lpOMe)KyTO'IHOﬁ arTrecranmumn

Bonpocsl k 5x3aMeny
. [loHATHS «AOKYMEHTAIMOHHOE 00ecneueHre YIIPAaBICHUD) U «IETIOMPOU3BOICTBOY
. Cnyx6a JIOY — GyHKINU U CTPYKTYpa, IpaBa U OTBETCTBEHHOCTh
. HopmaTtuBHO-TIpaBoBast 6a3a JOKYMEHTHPOBAHUS
. [lonatue «yHUUKAIMS JOKYMEHTOBY U €T0 3HaUCHHE B COBPEMEHHOM JEIOMPOU3BOJICTBE
. Crannapruzanus nokymenToB. Tpebosanus ['OCT P.6-30-2003
. PexBu3nT. Pacnonosxenne n pasmep peKBU3UTOB
. Ilonsarue «1oxymeHT». OyHKIMU JOKYMEHTOB
. Knaccuduxkanus 1o0kyMeHTOB
. CucrteMbl JOKyMEHTOB

10. OpraHu3aioHHO-pacOpAAUTEIbHAS CUCTEMA IOKYMEHTAIIUN

11. PacnopsauTenbHbIe JOKYMEHTHI

12. OpraHu3aiioHHO-TIPaBOBBIC JOKYMEHTHI

13. H(OpMAIIMOHHO-CIIPAaBOYHBIE TOKYMEHTHI

14. JToKyMeHTBI IO TMIHOMY COCTaBY

15. TexHosnorust paboThI C JOKYMEHTaMHU

16. OmnpezienieHre MOHATHS «IOKYMEHTOO00POTay, OOIINE IPHHITUITB K METOANIECKUE OCHOBBI OpTaHH3AIHN
JIOKYMEHTO000poTa

17. CtpykTypa 1 00Ias XapaKTepUCTUKa JOKYMEHTOMOTOKOB

18. Perucrparus kak cocraBHas yacTh TexHosoruu JJOY

19. Dransl NPOXOXKACHUS U UCIIOIHEHUS UCXOSIINX U BHYTPEHHUX NOKyMeHTOB 20. Peructparust 10KkyMeHTOB. 3a1auu 1
MIPUHIHIIBI PETHCTPAILIIH
21. OcHOBHBIE TIpaBUJIa UHICKCALIUU TOKYMEHTOB
22. ®opMHUpOBaHUE U XpaHEHUE €] B JIETIONPOU3BOICTBE
23. OmpeneneHue NOHATUS HOMEHKIIATYPBI A€l Buibl HOMEHKIATYp Aen

24. TpeboBanus K GOPMYIHPOBKE 3ar0JIOBKOB ]I B HOMEHKJIAType
25. ObpazoBaHue UHJIEKCA Jiesia B HOMEHKJIaType
26. Cpoku xpaHeHUs A€l
27. XpaHeHue JOKyMEHTOB B CTPYKTYPHBIX IIOJPa3IeICHUAX OpPraHu3alul
28. IloaroToBka U mepegaya el B BEIOMCTBEHHBIH apXUB
29. TpeboBaHusI K 0OPMIICHHIO JIEIT
30. OnpeneneHne U COCTaBICHNUE OMUCEH

O 000N Nk~ W —

[MPAKTUYECKAS YACTD (nipumep)

CocraBpTe IIpUKa3 10 PEMOHTHO-IKCIDTYaTAlHOHHOMY MyHHIUTIaTbHOMY yiipaBiernto Ne 15.ITpuka3 u3nan Ha OCHOBaHHU
nocraHosneHus [IpaBurensctBa MoCKBBI OT 8 ceHTSIOps Tekymero roga Ne 908 «O roToBHOCTH CIIyx0 TOpPOACKOTO
XO34HCTBa K yOOpKe TeppuTOprii MOCKBBI B 3UMHUIA IEPHOI.

JIMpeKTOp pEMOHTHO-IKCILTYaTAlIMOHHOTO MyHHIIUIAIbHOTO yripasieHus Ne 15 3otoB . T. 5 okTa0ps TeKymero roia u3mai
MPUKa3 O MOATOTOBKE K YOOPKE TEPPUTOPHH B 3UMHHMIA IEPHOJ TEKYIIETo Toa.

I'naBubIil nHxeHep Hukonaes B.B. k 15 okT10ps HOKEH MPOBECTH 3aKpeIieHHe YOUPaeMbIX TEPPUTOPHIA 38 TEXHUKAMU-
CMOTPHTEIISIMH M IBOPHUKAMH, COCTaBUTh TPpaUK JBYXCMCHHON pabOTHI IO YOOPKE TPOTYapOB U IBOPOBBIX TEPPUTOPHIA,
pa3padoTaTh M COTIACOBATH B MpedeKType OKPYTra IIaH YOOPKH TEPPUTOPHIL C IPUBIICICHUEM JTIONSH U TEXHUKN
BEIOMCTBEHHBIX IIPEANPUATHI, PACIIOIOKEHHBIX HA TEPPUTOPHUU OKpPYTa.

OpraHu3anuio KOHTPOJIS 32 HMCHOJHEHHEM INpHKa3za MOpY4uTh 3amecTurento nupekropa C. P. Bunokypoy. Ilonmucan
npuka3 aupekrop 3otos M.T.

Bussl cornmacoBanus: ropuckoncynsT AIl.KepH.

© ®I'BOY BO «Henl'V»




MUMWHOBPHAYKHM POCCHUU

DenepanbHOE TOCYAAPCTBEHHOE OIOKETHOE 00pa30BaTeIbHOE
y4peXaeHHe BBICIIEro 00pa30oBaHus

«Yensbunckuii rocynapcrBennsiii yausepcurer» (PI'BOY BO «Henl V)

P

Pabouvas nporpamma AUCHHTUIAHBI "J[OKYMEHTAIIMOHHOE 00ECIICUCHHE YIIPABICHYCCKON ICATEINBHOCTH" 110

HaTPaBJICHHIO ITOArOTOBKY (crerraibrocti) 38.03.03 "YmpasieHue nepcoHaIoM" HAMPaBICHHOCTH (TTPOQIITIO) crp. 8
HR-menemxmeHT u ynpasnenue komangamu ®I'BOY BO «Uenl'Y»
C npuka3oM 03HaKOMJICHBI:
6.4. Kpurepun oueHuBanus
Tecr
Onenka HeynoBneTBopuTensHO YaosaerBoputenbHo Xopouo OTIMYHO
HaOpannas cymma 6amnoB (% BBINOTHEHHBIX 3a1aHuii) (Max — 100) Menee 60 60-75 76-95 86-100

4.2.2 TpeHunr
Kputepuu onjeHuBaHus 3a1aHAI
MaxkcnuMaabHOE KOJTHYIECTBO 0ajUIOB TIPH HPaBHIBHOM BEHITOJHEHHH 3aaaHui — 30 Gayios.
O060CHOBAaHHOCTH BEIOOPA aTOPUTMA ACHCTBHSA WIH IMyTH pemIeHns cutyarmn — 20 6amios
INonnota oTtBeta — 10 6anoB

1.
2.

4.2.3. IlpakTHdeckas paboTa

a) Kpurepuit orieHuBaHUS: BEIIIOTHEHHUE IPABIIIBHBIX BAPHAHTOB 3aJaHUIL.
0) llIxana onenuBanus (MakcumyM 20 6ayUIOB): 3a Ka)K10€ MPaBUILHO 0QOPMIICHHOE 3aaHue Hayucsiercs 1 6ami, Ha
Ka)XIbIil IPABIIIBHEIA OTBET HA BOIPOC M3 OTKPHITOTO CIMCKA HaYHCiseTcs 2 6aia, MpaBIIbHO 0(OPMIICHHBIH JOKYMEHT

oneHnBaercs B 5 6amioB. PaboTta BItOgaeT 2 TEOPETHIECKHUX 3aJaHNs, 3 BOIIPOCA M3 OTKPBITOTO CIIHCKa, | 3amady 1mo

0(OPMIIEHHIO TOKYMEHTA C UCIOIb30BaHUEM HEOOXOAUMBIX PEKBH3UTOB.

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

7.1. Pexomenayemasi JinTeparypa

7.1.1. OcHoBHasi uTEpaTypa

ABTODBI, 3arnaBue UsnatensctBo, | Pecypc
JI1.1 |beixoBa T.A., JloxymeHTalmoHHOE 0OecTieueHre yIpaBIeHHUs Mockaa : OO0 9BC
Kysnenosa T. B., (1enonpon3BOACTBO): yIeOHOE MOCcCOOHe "HayuHo-
Cankuna JI. B. (https://znanium.com/catalog/document?id=437674) M3JaTeIbCKUN
uentp MHOPA-
M", 2024
JI1.2 | Ky3uenos 1. H. JIoKyMEHTalMOHHOE 00eCTICUEeHHE YIIPaBICHHSI. Mocksa : FOpaiir, 9BC
JIoOKyMEeHTOO0OOpOT U JIENONPOU3BOICTBO: YICOHUK U MPakTHKYyM | 2025
JUTS BY30B
(https://urait.ru/bcode/581143)
7.1.2. JlonoiHUTEIbHAS JIUTEPATYPA
ABTODBI, 3arnaBue UznarensctBo, | Pecypc
JI2.1 [ MoprynoB A.B. DNEeKTPOHHBIE CUCTEMBI JOKYMEHTO000pOTa: yueOHOe mocodue HoBocubupck : 9BC
(https://znanium.com/catalog/document?id=398049) HoBocubupcknit
TOCYHapCTBEHHBI
1 TeXHUYECKUH
YHHBEPCHUTET
(HT'TY), 2020
JI2.2 | bacakos M. . JlokyMeHTanmoHHOE o0ecieueHre ypasieHus (C OCHOBaMH Mockaa:
apXHUBOBEICHHA): yaeOHOE Tocodue KuoPyc, 2013
JI2.3 | Ka6amos C.I1O. DIEKTPOHHOE MPABUTEIBCTBO. DJIEKTPOHHBIN TOKYMEHTO000poT. | Mocksa : OO0 9bC
TepMUHEI U ompeeTeHNs: yaeOHOoe Tocoone "Hay4ro-
(https://znanium.com/catalog/document?id=435317) U3aTeIbCKUN
uentp MHOPA-
M", 2024
JI2.4 | Abpamos B. 1O. [Mudposoe npaBo: MpaKTUKa IPUMEHEHHSI JIEKTPOHHOTO Mocksa : Cratyr, 9bC
JIOKYyMEHTOO0OPOTa B Pa3NNYHBIX chepax 0OIECTBEHHBIX 2022
KOMMYHHKAIHIA: IPAKTUYECKOE OCO0He
(https://biblioclub.ru/index.php?page=book&id=720819)
7.1.3. MeTonuyeckue pa3padoTku
ABTODHI, 3arnaBue WznatenserBo, | Pecypc
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ABTOpBI, 3araBue WznarensctBo, | Pecype
JI3.1 | bapuxun A. b. Jlenonpon3BoICTBO U TIOKYMEHTOOOOPOT: MPAKTUIECKOE Mockaa : 9bC
nocobue KuukHbI#H Mup,
(https://biblioclub.ru/index.php?page=book&id=89671) 2008
JI3.2 | Apacnanosa B. A. JIoKyMeHTalMOHHOE 00eCTIeUeHHEe YIpaBICHHs: yIeOHO- Mocksa : Jlupexr 9BC
MpakTUIecKoe mocodue: yaedHoe mocoodme -Menua, 2013
(https://biblioclub.ru/index.php?page=book&id=137706)

7.2. Ilepeuenn pecypcoB HHGOPMALMOHHO-TEJIeKOMMYHUKALMOHHOI ceTn "UHTepHeT"

21 |1. Jlanp [DnekTpoHHBIH pecypc] : anekTpoHHO-O0ubmmoreunas cucrema (OBC) / u3parenscrBo Jlanp. — URL:
http://e.lanbook.com/.

D2 | YHuBepcuTeTcKas OMOIMoTeKa OHIaiH [ DIeKTPOHHBIH pecypc] : aaekTpoHHo-0ubmmoteunas cuctema (OBC) / 000
Jupexrtmenua [TaomummaT. —
URL.: http://biblioclub.ru/.

93 | OpaiiT [DnexkTpoHHBIH pecypce] : anekTpoHHO-0nbaroTeyHast cucrema (ObC) / u3natensctBo FOpaiit. — URL:
https://biblio-online.ru.

94 | eLIBRARY.RU [3nekTpoHHbIi pecype] : aekTpoHHas oubnmoreka / Hayd. sanextpon. 6-ka. — URL:
http://elibrary.ru/defaultx.asp.

25 |MHO®OPMUO [DnekTpoHHBIN pecype] : IMeKTPOHHBIH CIIPpaBOYHUK [00ecedeHrne BceX THIIOB 00pa30BaTEIbHBIX
YIpEXICHUH HOPMATUBHBIMH, METOANIECKIMH, HAydHO-IpaKTUIeCKUMHU MaTepuanamu]. — URL:
http://www.informio.ru/.

7.3 Ilepevyernb nHGOPMAIHOHHBIX TEXHOJIOT Ui

7.3.1 IIporpammHoOe obecrieyeHmne

LMS Moodle

Adobe Reader

7.3.2 llpodeccuonanbHble 6a3bl JAHHBIX H HHPOPMAIHMOHHO-CIIPABOYHBIE CHCTEMBI

1. Brepolis [DnexTponHsIii pecypce] : [caitT] . — URL: http://apps.brepolis.net/BrepolisPortal/default.aspx (maTa oOparmenus
28.08.2016)

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

3. Cambridge University Press [Dnekrponnsiii pecype] : [caiit] . — URL: http://journals.cambridge.org/action/login
(mata obparenus 28.08.2016)

4, DnekTpoHHas OubaroTeuHas cuctema «Jlaub» [DnekTpoHHBIN pecype] : [caiT] . — URL: http://e.lanbook.com/
(mata obOparmrenus 28.08.2016)

5. YHuBepcuTeTcKas OMONMMOTEKa OHJaWH [DNeKTpoHHBIN pecype] : [calT] . — URL: http://biblioclub.ru/ (mata
obpammenus 28.08.2016)

6. NBER National Bureau of Ecomonic Research [Onekrponnsiit pecype] : [caiiT] . — URL: http://www.nber.org/
(mata oOpamenus 28.08.2016)

7. WHCTUTYT 3KOHOMHUKH TIEPEXOHOTO mepruona [DnekTpoHHb pecype] : [caiit] . — URL: http://www.iet.ru/ (mata
obpamenus 28.08.2016)

8. Karanor ccelnok Ha Jydnive 5KOHOMHUUYECKHE Pecypehl [DIeKTpoHHBIN pecype] : [cait] . — URL:

http://www.econline.hl.ru/ (zata o6pamenus 28.08.2016)

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

10. IIpoekT uHCTUTYTa «DKOHOMHUYECKAs IIKOJa» [DNEeKTPOHHBINH pecypc] : [caifT] . — URL:
http://www.economicus.ru/ (rata oopamenus 28.08.2016)

11. ®DenepanbHblil 00pa30BaTeNbHBIN MOPTaa. DKOHOMUKA, COLMOIOTHS, MEHEIKMEHT [DIeKTPOHHBIN pecypc] :
[caiit] . — URL: http://www.ecsocman.edu.ru/ (mata ooparenws 28.08.2016)

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

CpencTBoM I0CTyMa K CHCTEME COOCTBEHHBIX 3JICKTPOHHBIX PECYPCOB SBISECTCS calT OuMbIroTekn www.lib.csu.ru.
DNEKTPOHHBIN KaTaJIOT 00ECIICYMBAECT ITOJTHOE U ONIEPATHBHOE MPEACTaBICHHE 0 OMOIHOTEIHOM (OH IE, MTOBBIIIAET KAa4eCTBO
1 3¢ (eKTUBHOCTH TOKUCKa HHpOpMaImu — 6osee 1,5 MITH. 3amucei.
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1. DnexTpoHHEIH KaTajor. bubnrorpagudaeckne 6a3pl JaHHBIX.

KHury, 371eKTpOHHBIC PECYPCHI, TUCCEPTALIMU H aBTOpedepaThl.

2. DneKkTpoHHas OMOIHOTEKA.

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

pe3epBHBIC KOJUIEKITNH, (POH/T pEIKUX KHHT.

3. Pedeparusabre
baser qanaeix MTHUOH PAH, 6a3s1 nanaeix BUHUTH.
4. [TonHOTEKCTOBBIE

ba3sel nannbIx quccepranuit PI'b, cnpaBouno-npaBoBast cuctema KoncynbranTlIntoc, HaydHas aneKTpoHHas OubIMoTeKa
elibrari.ru, moamucka Ha IIOJTHOTEKCTOBYIO KOJUIEKIINIO POCCHHMCKIX HAYIHBIX JKypHaIoB (2011-2012, 133 HanmMeHOBaHUSA),
koyuekims 6a3bl nanHbix kommnannu EBSCO (12 temarnueckux B1); sxypHans! m3natenscts: Taylor&Francis, Sage

5. DIEeKTPOHHO-OUOIMOTEYHBIE CUCTEMBI

YHuBepcuTeTcKas OnbIMoTeKa OHIAaMH, alfOyKC.

8. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHME JUCIUIIJINHBI (MOJAY JISA)

I[J'I}I YCIICITHOT'O OCBOCHU A AUCITUTIIIUNHBL HCO6XO[[I/IMI>I AyoIUTOPUU AT IPOBEACHUS 3aHSATHI JICKITMOHHOT'O THIIA,
CEMUHAPCKUX 3aHATHIA, TPYIIIOBBIX U HHAWBUIYAIbHBIX KOHCYIBTALUHA, TEKYIIETO KOHTPOJIS U MIPOMEKYTOYHON aTTECTALIUH,
a TAaKXXC ITOMCIICHUA 1A CaMOCTOSITEILHOMN pa6OTLI. Bce YKa3aHHBIC ayIUTOPHUU U ITIOMCIICHUS UMCIOTCS B HAJIMINU B
JIOCTATOYHOM ITOJTHOM 00BeMe ( B COOTBETCTBUH CO CTAHIIAPTOM).

Jns ipoBeieHus 3aHATHI JTEKIIMOHHOTO THITA HMEIOTCS ayTUTOPHH C MYITBTHMETMHHBIM 000pyIoBaHHeM. TakOBHIX B
HucTuTyTe SKOHOMHKH OTpaciel, busHeca u agxmuHUCTpupoBanus Yenl'Y nmeercs Tpu B 4-oM yueGHOM Kopiryce (212, 205,
111) u naTh B §-oM yuebHOM Kopmyce (203, 310, 405, 407, 406). Ot ayautopun cHaOXeHbl BCeMU HEOOXOUMbIMU
HabopaMH IEMOHCTPAIMOHHOTO 000PYIOBaHHS M yIeOHO-HATILTHBIMA IIOCOOMSIMH, 00ECTICUNBAIOIIMMHI TEMAaTHYECKUE
WIDTIOCTPATHH.

Nmeercst mocTaTOYHOE KOJIMIESCTBO TOMEIIECHIH JJIs1 CAMOCTOSITEIBHOW paboThI CTyeHTOB. Aynutopuu (aya.217 4-oro
yaebHoro Kopiryca Uenl'Y, a Taxxke aya.207, 303 8-oro ygeOHOTO KOpITyca M MpOY.) CHaOXKEHBI KOMITBIOTEpaMH M BEIXOOM B
cetb «MHTepHEeT. Kaskablil CTYyIEHT HMEET BO3MOXKHOCTD BBIX0/1a B DJIEKTPOHHYIO OMOINOTEKY, IPUYEM HE TOJIBKO U3 CTEH
BVY3a, HO U B 1OMAIIHUX YCTIOBHSIX.

B ciiydae mpuMeHeHHs Py 00YdeHUH TUCIMIUIMHBI QJIEKTPOHHOTO 00YUIEeHHSs, TUCTAHIIMOHHBIX 00pa30BaTEeIbHBIX
TEXHOJIOTHH y MPEToIaBaTelNsl U CTYCHTOB €CTh BBIXOJ B JIMYHOM KabnuHere BY3a u mocpeacrtsom cucrembl MS Teams
JUCTAHIIMOHHBIN (popMaT CBS3H SBIISETCS BO3MOXKHBIM.

OcBoeHne JUACHUIUIMHBI HWHBaJIAJIaMHU U JTMAMU C OTPaHUYCHHBIMU BO3MOKHOCTAMM 300POBbA OCYIICCTBIIACTCA C
HCIIOJIB30BAHUEM CPELICTB 06y‘IeHI/IH O6HICFO U CIICHUAJIbHOI'O Ha3HAYCHUA:

— JIGKIIMOHHBIE ayJUTOPYH (yKa3aHHBIE BEIIIE) — MYIbTUMEIUITHOE 000pyIOBaHIE,; HCTOYHUKH MTUTAHUS JIISI
WHIUBUIYaJIbHBIX TEXHUUECKUX CPE/CTB;

— ydeOHas ayAUTOPHUS JUIA IPAKTUIECKHUX 3aHATHH (CEMHHAPOB) — MyIbTHMEAUITHOE 000pyAOBaHNE;

— ydeOHas ayIuTOPHS JUII CAMOCTOSTENBHOM paboTH — CTaHAapTHEIE pabodre MecTa ¢ IepPCOHAIBHBIMUA KOMIIBIOTEPAMI;
pabouee MecTO ¢ MEePCOHATBHBIM KOMIBIOTEPOM, C IPOIPAMMOM KPAHHOTO JOCTYIA, IPOrPaMMOii SKPAHHOTO YBEITHUYEHUS U
OpaiiJIeBCKMM JIHCIIIEEM JUISl CTYACHTOB C HAPYIICHUSMH 3PCHHUSL.

B xaxnoit ayaAuTopuu, Tac o6yqaforc;1 HWHBaJIUABI M JIMLa C OTPaAaHUYCHHBIMH BO3MOXKHOCTAMU 310POBbs, IIPECAYCMOTPEHO
COOTBETCTBYIOIICC KOJIMYCCTBO MECT IJIsA 06yqa}0u_u/1xc;1 C Y4€TOM Or‘paHI/I‘IeHI/Iﬁ HX 340pOBbA.

B yuebHbIe ayauTopun obecriedeH OecpensITCTBEHHBIH JOCTYIT ISt 00yJaronXCcsl HHBAJIHIOB M 00YJarOIIUXCS C
OTPaHUYECHHBIMHI BO3MOXKHOCTSIMH 37I0POBBSI.

INepeueHs ciennanbHBIX TEXHHIECKUX CPEICTB 00YUCHHS TS HHBAINUAOB U JINI C OTPAHMYCHHBIMH BO3MOXKHOCTSIMU
3/I0POBBS], UMEIONIUXCS B PernoHansHOM yaeOHO-HAYTHOM LIEHTPE HHKITIO3MBHOTO 0Opa3oBanus Yenl'V:

— TudnoTexandeckas ayquTopus: THHIOTEXHIYECKUE CPENICTBA: OpaiiIeBCKUI KOMITBIOTED C TUCIUICEM M IPHHTEPOM,
TU(IOKOMITIEKC «UnTaromas ManHay, TeIEBU3HOHHOE YBEINYHBAIOIIEe YCTPOUCTBO, TH()IOMATHUTONBI KACCETHBIC U
uuGpoBbe TUKTO(OHBI; CrIEaIbHOE IPOrpaMMHOE oOecrieueHue: mporpaMmMa pedeBoii HaBurauu JAWS, peueBsie
CHHTE3aTOPbI («TOBOPSILAs MBIIIbY), SKPaHHbIC JIYITBI.

© ®I'BOY BO «Henl'V»




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
HaIpaBJICHUIO TOAroToBKH (crennansHocty) 38.03.03 "YnpasieHue nepconanoM” HarpaBIeHHOCTH (IPOQUIITIO) crp. 11
HR-menemxmeHT u ynpasnenue komangamu ®I'BOY BO «Uenl'Y»

— CypaorexHuueckas ayauropusi: paauoknacc “Coner-P”, nporpaMMupyeMble CIIyXOBBIE allllapaThl HHIAUBUIYaJIbHOIO
MOJB30BaHUS C YCTPOUCTBOM 3alaHHS PeXKUMa pabOThI Ha KOMIIBIOTEpE, HHTepaKTUBHAsA focka ActiveBoard ¢ cucremoit
rOJIOCOBaHMS, AKYCTUYECKHN YCHUIIUTENb U KOJOHKH, MyIbTUMEAUNHBINA TPOEKTOP, TENEBU30P, BUACOMArHUTO(DOH.

9. METOAUYECKHUE YKA3AHUSA NJIAA OBYYAIOIIUXCSA IO OCBOEHUIO JUCHUIIJIMHBI (MOAY JIS)

IIpakTiueckas paboTa SBISIOTCSA CBUAETEIBECTBOM TOTO, YTO CIyIIATEIh OBIAE] MATEPHAIOM U yMEeT KPaTKO U
JIOXOJJYMBO aHAJIN3UPOBATh U M3JaraTh BEIOpaHHYIO TeMy. [Iporiece moAroTOBKY U BBIIOJIHEHHS TPAKTHYECKOH paboThI
SIBIISICTCS. OTHUM U3 TIABHBIX CIIOCOOOB Pa3BHUTHA B YICOHOM MPAKTHKE Y CTYICHTOB 3JIECMEHTOB YIIPaBICHUECKOH
JIeATeITbHOCTH; CYIIIECTBEHHO BIIMSACT HA CAMOBOCITUTAHHE CTY/ICHTOB KaK CHEIHATIICTOB B YKOHOMHYECKOH 00J1acTH, TaK KaKk
9TO SIBJISIETCS BXKHBIM BHJIOM CAMOCTOSTEIbHOM HHTEIJIEKTYILHOM iesTebHOCTH. OCHOBHOM LIeNbIO MPAKTHYECKUX
3aHATHH 110 Kypcy «/l0KyMEHTHPOBaHHE YIIPABICHIECKOH AESITEIBHOCTI» SBIISCTCS 3aKPEIUICHUE, YCBOCHHUE, YIITyOJIeHHE
pacimpeHne 3HaHUH, TPUBUTHE HABBIKOB CAMOCTOSTENEHOH pabOThI, IPaMOTHOTO 0(OPMIICHUS JOKYMEHTOB, IPHHSTHS
pelIeHui 1Mo BEIOOPY BApHAHTOB OpraHu3anuy 3G QEeKTHBHOIO JOKYMEHT0000pOoTa Ha peAnpuaTid. B npakTukyme
OPraHMYECKH COYETAIOTCSl MaTepHaIbl CCMUHAPCKHX M IPAKTHUECKHUX 3aHATHH. B yueOHO-MeToan4eckoe nocodue no
MPOBEICHHIO MPAKTUUECKUX 3aHATHI BKIFOUYCHBI 00pa3Ibl JOKYMEHTOB, YTO ITO3BOJIUT HAYIHUTHCS CTYICHTaM IPAMOTHO
COCTaBJIATh OCHOBHBIC JOKYMEHTHI yIPaBICHNS Ha npeaAnpusTiu. OCHOBHOE TpeOOBaHME K MPAKTHIECKON paboTe - ITOJTHOTa
Y KOMIUIEKCHOCTb OCBELIEHHSI IOCTaBJICHHOTO Borpoca. PaboTa joipkHa OBITH BBINOJIHEHA aKKYpaTHO, C MPHIICKAHNUEM,
JIOJDKEH OBITH COONIONEH Hay4HBIH almapar, To €CTh HaJIMYKe OTTIABJICHHUS, 3ar0JIOBKOB B pasjienax, PaBHILHOCTh CHOCOK,
Ha3BaHWI TaOINI], PUCYHKOB, IPABUIIEHOCTD BBITIOTHEHHUS PACYETOB M OTBETOB Ha MTOCTABJICHHBIC BOIIPOCHI, YKa3aHH
JUTEPaTypHBIX UCTOYHUKOB U T.J. [IpakTHUecKre 3a1aHNsI COCTABIEHBI B COOTBETCTBUH € YI€OHBIM ITaHOM. O0S3aTeIbHBIM
YCIIOBHEM YCIEIITHOTO BBINOIHCHUS 3a/IaHUsI ABIISIETCS U3yUCHHE OTHOCSIINXCS K TeME 3aKOHOATENbHBIX U HHBIX
HOPMAaTHBHBIX NIPAaBOBBIX OCHOB, PETIAMEHTHPYIOIIUX PA3JINYHbIC aCTIeKThl SKOHOMHKH OPTaHU3ALNH, a TAKKe MaTepHaloB
COOTBETCTBYIONIEH NMPAKTHKN OTEUYECTBEHHBIX IPEANPHATHH 1 opranu3aiii. Beibop BapuaHTa I CTy/eHTa OTpeersieTcs
npernoaasarenieM. [Ipy BBITOJHEHNH TPAKTHYECKUX 33/IaHU CTYIEHTaM LeJeCO00pa3HO MPUAEP>KUBATHCS CIEAYIOIIErO
HopsiAKa: - og00p U MpeaBapuTeNbHOE IPOpaboTKa pEeKOMEHIyeMOoil yueOHO! JTUTEPaTYpPhL; - H3Y4EHUE COOTBETCTBYIOIINX
paszenoB pabodeil mporpaMMBI; - BEIIOJTHEHHE COOTBETCTBYIONINX 3aqaHuil. [IpakTndeckas paboTa BEIIOIHACTCS
CTyAE€HTaMH UHIUBHUIYAIbHO FJIH Ha MPAKTHYECKUX 3aHATHAX JUIS 3aKPEIUICHHS TI0JTyIeHHBIX TEOPETHUECKUX 3HaHUiL. B
Ka)X/I0H TeMe IpeJICTaBiIeH NepeueHb paccMaTpUBAEMbIX BOIIPOCOB, IPUBENICHBI 3aaHUs ULl HHIMBUTyaIbHOI paboTHl,
KOTOPBIE JIOJDKHBI OBITH BBITIOTHEHBI.

B npomecce caMocTOATETBHON TOATOTOBKY K 3aHATUSAM CTYACHTHI JOJDKHBI HAWTH M U3yIUTh HEOOXOINMMYIO
CIIeMabHYIO JUTEPATYpPY, 3aKOHOIATENIbHbIC aKThl U CAMOCTOSITEIILHO BBINOJIHUTE 33 JaHHS.

CornacHo yueOHOMY IUIaHy CTYACHT JJOJDKEH BBINOJIHUTH KOHKPETHBIC 3a1aHUs 110 KaXKIOH TeMe U OTBETHTh Ha
COOTBETCTBYIOIIHE BOIIPOCH. 151 0OecriedyeHus 0THO3HAYHOCTH TOJIKOBAHUS PE3y/IbTATOB BHIIOJIHEHHBIX 33JaHIH 110
KaXJ0i TeMe, a 3HAYNUT, yMEHBIICHUS BEPOATHOCTU OIIMOKHU IIPH MPOBEPKE PE3yIbTaTOB MIPEATATAIOTCS SANHBIE IIPaBHIa
oopmiteHns pe3ynbTaToB. Pe3ynbraThl BBINOIHEHHBIX 3a1aHUH clieyeT 0(OPMIITh B TUCbMEHHOM BuJie. Tekymmit
KOHTPOJIb OCYIIECTBIISCTCS IPENOAaBaTEeNIEM B Havale 3aHATHS B TEUEHNE OTBEICHHOTO BPEMEHHU U CTABUT CBOEH IIENbI0
OTIPEIETNTH TOTOBHOCTH CTYJCHTA K BBITIOJIHCHHUIO IIPAKTHIECKUX 3aMaHui. KOHTpOIb TeKymux 3HaHUH IPOBOIUTCS HA
3aHATUSAX B (popMe YCTHOTO MM MUCBMEHHOTO onpoca. OObeKTaMU TEKYIIEro KOHTPOJIS P U3y4eHUH
«JloKyMEHTaIIMOHHOE 00ECIIeUeHHE YIPABICHYECKO ACSTEIbHOCTIY SIBISIOTCS: OCCIIEHNE JISKIINIT; TOATOTOBKA 1
Ka4ecTBO BBHIITOJTHEHHS TIPAKTHICCKUX U CAMOCTOSTENBHBIX 3alaHNi. Pe3yapTaThl TeKyIero KOHTPOJIS BIHSIOT Ha PEHTHHT
cTymeHTa. PyOeXHBIH KOHTPOJIb MPOBOJUTCS MOCIIE N3YUCHNUS KaXKIOTO MOIYIIS TUCIUIUIMHBL: TECTHPOBAHHE, IPOBEACHIE
CEMHMHApOB U TPEHUHIOB, ITOJIrOTOBKA MPE3EHTALINH, BBIIIOIIHEHHE TEM, BBIHECEHHBIX HA CAaMOCTOsITeNIbHOE H3ydenue. [1pu
3TOM HCIIOJIB3YIOTCS. HHPOPMAIIMOHHBIE TEXHOJIOTUH. L[elb - BBIIBUTH YPOBEHb 3HAHUH CTYACHTOB 110 MaTepHAILY
M3ydeHHOTO MOJYIS TUCIUIUINHEL. Pe3yapTaTel pyOeKHOTO KOHTPOJIS BIMSIOT HA HTOTOBBIM PEHTHHT CTYICHTA.

B cnyuae nmpuMeHeHHs IPH pean3aluil JUCIUIUINHEI JIeKTPOHHOTO 00yueHNUs], AUCTaHIIMOHHBIX 00Pa30BaTEIbHBIX
TEXHOJIOTHH 00IIeHNe 00yJaIOIUXCs ¥ TIPEHOAaBaTeNsl OCYIIECTBILIETCS B PEXKUME PeabHOTO BPEMEHH (OHIaHH-JIEKLN
(BeOMHApBI), YaTHI, BUICO-KOH(MEPESHINN | AP.) WIN OTJIOKEHHOTO BpeMEHH (CHCTeMa AUCTaHIMOHHOTO 00ydeHns Moodle,
MSOffice365, popymsl, MEKTPOHHAS TTOYTA U IIP.).

Bonburyto yacts BpeMeHH 00y4alouecs cCaMoCTOSITENbHO paboTatoT ¢ yueOHO-MeTOAMYECKUMHU MaTepuanaMu. CTyIeHTbl
HMEIOT BO3MOXKHOCTh KOHCYJIBTHPOBATBCS € MTPEI0[aBaTeNeM 110 BCEM BOIIPOCaM, BO3HUKAIOIIUM B X0JI€ CAMOCTOSTEIILHOM
paboTHI TOCPENICTBOM IEKTPOHHOM MOYTHI, CONMATBHBIX CETeH U T.II.

JHoctyn oOyuarorerocst K y4eOHBIM pecypcaM B pexKUMe OTJIOKEHHOTO BPEMEHH, CAMOCTOSATENbHON paboThI
oCylIecTBIIsieTcsl yepe3 ceTh VIHTepHeT B yIOOHOM JUISt HETO MECTE, BPEMEHH U TEMIIE.

ITpn 0OydeHny UL C OTPaHUICHHBIMHI BO3MOXKHOCTSMH 3/JOPOBBSI JJIEKTPOHHOE 00ydeHHUE, TUCTaHIIHOHHEIC
00pa3oBaTebHBIE TEXHOJIOTHH MPEIyCMaTPUBAIOT BOSMOXXHOCTG IIpHeMa-Tiepeiaui HH(GOPMAIUX B JOCTYHBIX IS HUX
dhopmax.

Peanuzanust AMCOUIUINHEI C IPUMEHEHHEM 3JIEKTPOHHOTO 00ydeHHs, JMCTaHIIMOHHBIX 00pa30BaTENbHbIX TEXHOIOTHH (1aliee
— 30, I0T) ocymiectpnsieTcs: HA 0cHOBaHUHU «[10J10’KeHNMS O peann3alui OCHOBHBIX U IOTIOJTHUTENBHBIX 00pa30BaTENbHBIX
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MpOrpaMM C IPUMEHEHHEM 3JIeKTPOHHOTO 00ydeHNS M INCTAaHIMOHHBIX 00pa30BaTENbHBIX TEXHOJIOTHI B (heepaabHOM
TOCYIapCTBEHHOM OIOPKETHOM 00pa30BaTENbHOM YUPEKACHUH BhICIIEro 00pa3zoBanus «UenasOMHCKUN rocynapcTBEHHbIH
yHHBepcHUTeT», «I1o0KeHNs 0 TopsiKe 3aueTa 00YIaOMUMHUCS TI0 OCHOBHBIM ITPO]eCCHOHAIBHBIM 00pa30BaTeIbHBIM
nporpamMMam Beiciero oopa3osanus B PI'BOY BO «Uenl'V» pe3ynsTaToB OCBOSHHUS B OPTaHU3AIMAK, OCYIIECTBIISIONIIX
00pa3oBaTeNbHYIO AESTEIBHOCTD, YICOHBIX IIPEAMETOB, KYpPCOB, AUCIUILIIH (MOIYyNIeH), IPaKTHK, JOTOIHUTEIBHBIX
00pa30BaTENbHBIX MPOIPAMM» MMOCPEICTBOM IEKTPOHHON HH(POpMaIMOHHO-00pa3oBaTenbHOi cpeasl PTBOY BO
«Uenl'Y». B HCKITFOUHTENBHBIX CiTydasx ((hopc-Maxop U T.I1.) IPU pealin3aii 00pa3oBaTeIbHON ACATSILHOCTH C
npumeHerueM D0, JIOT Moryr mpuMeHSTh KOMIIOHCHTHI, HE BXOAIINE B TIEPEUCHB AICKTPOHHON MH(OPMAITHOHHO-
00pa3oBaTeNbHON CPEbL.

10. CHEIIMAJIBHBIE YCJIOBHUS OCBOEHUA JUCIIMITIJIMHBI OBYYAIOIIUMHUCH C
HNHBAJINJIHOCTBIO 1 O'PAHUYEHHBIMU BO3SMOXHOCTSAMU 31IOPOBbS

OcCBOCHUE IUCHUIUIMHBI WHBAIMAAMH M JIMIAMH C OTPAaHMYCHHBIMA BO3MOXKHOCTSMH 3IOPOBBSl OCYLICCTBISCTCA C
UCIIOJIb30BAaHUEM CICLHAIBHBIX TEXHHYECKHX CPEICTB M HMH()OPMALMOHHBIX TEXHOJOTHH, MNPEIOCTaBIsEMbIX PecypcHbIM
y4eOHO-METOANYECKUM LIEHTPOM MO OOY4eHHIO MHBAIHMJIOB U JIUIl C OIPaHMYECHHBIMH BO3MOXKHOCTSAMH 3710poBbs Yenl'V 1o
3ampocy oOydaromierocss (MOOMIbHBIC CIICHHANbHBIC TEXHHYECKHE CPEACTBa JUIS JIMI C HAPYIICHUSIMH 3pCHHUS U C
HapyYIICHUEM CIIyXa, aACCHCTUBHBIC MH)OPMAMOHHBIC TEXHOJIOTHH).

ITpu HEeoOXoAMMOCTH Ul OOYYAIOMIMXCS € HAPYIISHUSIMH 3pEHHs Ha pabOduMX MecTax Ui [POBEICHUS IPAKTHYSCKHX HIIH
JTa0OpaTOPHBIX 3aHATUIl yCTaHABIMBAaeTCs CIELMAIBLHOE MpOrpaMMHOe obecrieyeHue (IporpaMma pedeBOW HaBHTalWH,
peUeBbIC CHHTE3aTOPBI, SKPAHHBIC JIYIIb).

B yueOGHble aymuropuu obecrieunBaeTCs OCCHPENSITCTBEHHBIA JOCTYN Jjis  OOYYalomMXCsl € WHBAIHIHOCTBIO U C
OTpaHMYECHHBIMH BO3MOJYKHOCTSIMH 370pOBbsl. B KakIoi aymuropuu, riae oOydaroTcsi MHBAJIHMABI M JIMLA C OrPaHUYCHHBIMU
BO3MOXXHOCTSIMH  3/I0POBBSI, IPEAYCMATPUBAETCS COOTBETCTBYIOLIEE KOJMYECTBO MECT Uil OOYJAIOIUXCS C y4eTOM
HapYIICHUH UX 310POBBSI.

st OCBOGHHMSI IMCUMIUIMHBI MHBAJIUAAM M JIMIAM C OIPaHHYCHHBIMH BO3MOXKHOCTSIMH 3[J0POBbSI IPEIOCTABISETCSI HOCTYI K
MEeYaTHBIM HCTOYHHMKAM, MMEIOIMMCS B HayyHoW OuOimoreke Yenl'Y, ¢ MOMOIIBIO CrENUaibHBIX TEXHHYECKUX CPEACTB;
JOCTYI C MOMOUIBIO CIIEIHANTBEHBIX TEXHHYSCKHX U IMPOIPAMMHBIX CPEICTB K 3JICKTPOHHBIM HCTOYHHKAM, IPEICTABICHHBIM B
(hopMe 2MeKTPOHHOTO TOKyMEHTa B (hoH e HayaHOU OnbnmroTekn Yenl'Y wiy 21eKTpOHHO-ONOIMOTEIHBIX CHCTEMAX.
YueOHO-METOANUECKHE MaTepHaibl s OOYdJaloMXCsl M3 YMCIa WHBAIWAOB U JIMI C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMH
3[0POBbsI HPENOCTABISIOTCA B (OpMax, agalTHPOBAHHBIX K OTIPAaHHYCHUSIM HX 3[0POBbS M OCOOCHHOCTSM BOCIPHUSITHUS
HHpOpMAIINH.

Jnsi MHBaNWIOB U JIMIl C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMH 3/I0POBbSI OCBOCHHE AMCLUHUIUIMHBI MOXET ObITh YAaCTHYHO MWK
HOJIHOCTBIO OCYIIECTBIEHO C UCIIOIb30BaHUEM JUCTAHIIMOHHBIX 00pa30BaTENbHBIX TEXHOJIOTHH.

ITpu npoBeieHHH MPOMEXKYTOYHOM ATTECTAI[MM IO TUCHHUIUIMHE OOYJAIONMMCS C HHBAIUAHOCTBIO U C OTPaHUYCHHBIMHU
BO3MOXXHOCTSIMU 3/I0POBbsI 0OECIEUMBACTCS 10 MX 3asBICHHIO MPEIOCTABICHHUE B JOCTYMHOH (opMe B 3aBHCHMOCTH OT HX
WH/IMBUIYalbHbIX OCOOEHHOCTEH HHCTPYKIMH O MOPSIKE MPOBEACHMS MPOMEXYTOYHON aTTECTALMH, OLECHOYHBIX CPEICTB U
BO3MOKHOCTH OTBETOB Ha 3a/aHus (IHMCbMEHHO Ha Oymare, HaOOp OTBETOB Ha KOMIIbIOTEpE, MUCbMEHHO IpudTom bpaiins, ¢
HCITOJIb30BaHHEM YCIIYT aCCHCTECHTA, YCTHO).

[Ipy mpoBeAeHUH TPOLEAYPHl OLEHUBAHUS PE3YIbTATOB OOY4EHHS] MHBAJIMAOB M JIMI C OIPAaHMYCHHBIMH BO3MOXKHOCTSIMHU
37I0pOBbsI TIPEAYCMATPUBACTCSl MCIOJIb30BaHUE mpenocTaBieHHbIX Yenl'Y mnnm  COOCTBEHHBIX TEXHHYECKHX CPEICTB,
HEOOXOAMMBIX MM B CBS3M C WX HHAWBUIYaJbHBIMH OCOOCHHOCTAMH. [Ilpu HEOOXOIUMOCTH HWHBAJIMIAAM H JIHIAM C
OrpaHHYCHHBIMH BO3MOXKHOCTSIMH 37I0POBbSI IIPEIOCTABIISETCS JOTOIHUTENFHOE BpEeMsl AJIsl ITOJrOTOBKH OTBETAa HA 3a/IaHMs,
HpoLEe/ypa OLICHUBAHUS PE3Y/ILTATOB 00YUEeHUS 110 JUCHUILIMNHE MOXKET IPOBOJMTHCS B HECKOJIBKO ITAIIOB.
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Y4eHBIM COBETOM MHCTUTYTa SKOHOMHKH OTpaciiei, On3Heca v aJIMHHICTPHPOBAHHUS
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