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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.03.06

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

WHocTpaHHBIN A3bIK

Ortuka npodecCHOHATFHON IeTeTbHOCTH

ITpousBoACTBEHHAS MPAKTUKA (TEXHOJOTHYECKAs (TPOCKTHO-TEXHOJIOTUYECKast) PaKTHKa 1)

ITpousBosacTBEeHHAs MpaKTHKa (HaydHO-HCCIeI0BaTeNbCKas padoTa 2)

ITpousBoaCTBEeHHAS MPAaKTHKA (TEXHOJIOTHYECKAs (TPOCKTHO-TEXHOJIOTHYECKasT) IPAKTHKA 2)

3. KOMIETEHLIMHA OBYYAIOIIETOCSI, ®OPMHPYEMBIE B PE3YJIETATE OCBOEHUSI JUCIIATIINHBI
(MOJY.JIsT)

YK-4: CniocodeH ocylmecTBIATH Je10BYI0 KOMMYHMKALIMIO B YCTHOH U NHCbMEHHOH (pOpMax Ha rocy1apCTBEHHOM
si3bIke Poccuiickoii @egepanum 1 HHOCTPAHHOM(bBIX) A3bIKE(AX)

3HaTh:

Nmeer npencrapnenre o mpaBuiiaX U MPUHIKNAX JAETOBOW YCTHOW M MUChbMEHHOW KOMMYHUKAIIMH HA TOCYIapCTBEHHOM
s3Ike Poccuiickoii @eneparnuy 1 HHOCTpaHHOM(BIX) sI3bIKe(axX)

YMmers:

JIeMOHCTpUpYeT yMEHHE OCYIIECTBIATH JET0BYI0 KOMMYHHKAILIUIO B YCTHON M MMChbMEHHOM (hopMax, HCIONIb30BaTh METOMBI
Y HaBBIKU JIEIOBOTO OOLIEHUS
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Baanernb:

paboTaTh ¢ MH(GOPMAINOHHBIMH HCTOYHHKAMH Ha PYCCKOM M HHOCTPAHHOM S3bIKaX; Pa3IMIHBIMA IIPABOBBIMH
UH()OPMANMOHHBIMY CUCTEMaMH, O(UITHATBHBIMH CAalTaMU POCCUICKHUX U MEXTyHAPOIHBIX OpraHU3aIIH

IIK-3: CniocodeH opopMuTH pe3yibTaThl MPOBEIEHHOT0 OM3HEC-aHATN32 JIM MAPKETHHIOBOr0 HCCJIeJOBAHUS

3HaTh:

,Z[eMOHCTpI/IpyeT 3HAHUA O MOPSAIKE COCTABJIICHUA U ITpaBUJIaxX O(I)OpM.HeHI/IH AOKYMCHTAIIUNU Ou3HEC-aHaIN3a WK
MAapKETUHTOBOI'O UCCICAOBAaHNS B OpraHn3aluu,

YMmerh:

0(OPMUTH pe3yabTaTHI IPOBEIEHHOTO OU3HEC-aHAIN3a WX MAPKETHHIOBOTO UCCIEA0BAHUS

Baagern:

Vimeet HaBBIKH 0(hOPMIICHHUS PE3YNbTATOB MPOBEICHHOTO OU3HEC-aHAIN3a WM MAPKETHHTOBOTO HCCIIEIOBAHUS

B pe3ynbTaTe 0CBOEHNS AUCIHILUIMHBI 00yIAIOIIMIACS T0KEeH

3.1 |3narn:

3.1.1 | Imeet mpezncraBieHue o MpaBuiax M MPUHIUIAX JEJOBON YCTHON M MUCbMEHHONH KOMMYHHKAIIUU Ha
rocyapcTBeHHOM si3bIke Poccuiickoit Penepanny 1 HHOCTpaHHOM(BIX) SI3bIKE(aX)

3.1.2 | deMOoHCTpUpYET 3HAHUS O MOPSIIKE COCTABICHHS M MPaBIiIax 0(OpMIICHHUS JOKYMEHTAIMN OU3Hec-aHaJIi3a
WJIH MapKETHHTOBOTO UCCIICIOBAHUS B OPTaHU3AIIH;

3.2 | YMeTh:

3.2.1 | leMOHCTpUpYET YMEHHE OCYIIECTBIATE JICIIOBYI0 KOMMYHHKAIIHIO B YCTHOM M MUCEMEHHOU (opMax,
HCTOJIh30BaTh METOJIBI U HABBIKH JICIOBOTO OOIICHUS

322 O(I)OPMI/ITL PE3YaAbTAaThl IPOBCACHHOIO OH3HEC-aHaIN3a WIIN MAapKETHHIOBOI'O UCCIICAOBAHUS

3.3 | Bnagern:

3.3.1 | paboTats ¢ HH(OPMAIIOHHEIMH UCTOYHUKAMH Ha PYCCKOM UM HHOCTPAHHOM SI3BIKAX; PAa3IMYHBIMHU IIPABOBBIMHU
UH(OPMALMOHHBIMH CHCTEMaMH, O(HINAIBHBIMU CAaHTaMH POCCHICKUX U MEKIYHApOJIHBIX OpraHHU3alunii

3.3.2 | Imeet HaBBIKU OQOPMIICHUS pE3yIbTATOB MPOBEICHHOTO OM3HEC-aHAIN3A HITH MAPKETUHTOBOTO HCCIIEA0BAHHS

4. OFLEM JUCUUILINHBI (MOLY.JIST)

O6Lwasn TpyaoemMKocTb 43ET
YacoB 1o yueOHOMY IIIaHy : 144 Bune koHTpONsS B cemecTpax:
B TOM YHUCIIE
ayIUTOPHBIC 3aHITHS : 48 9K3aMeHHI |
camocTosTeNnpHas pabora : 56,7
9acOB HAa KOHTPOIb : 36
KOHTaKkTHas pabota: 51,3
HKP: 3,3

5. CTPYKTYPA U COJEPKAHUE JUCHUILIAHBI (MOLY.JI5T)

Kon HaumeHoBanmue pa3iesioB 4 TeM /BUJ 3aHATHS/ Cemect | YacoB Jlutepartypa
3aHATH p / Kype
Paznen 1. /lesionpon3BoACTBO — OCHOBA TEXHOJOTHH YIPABJICHHS
1.1 Cnyx6a JTOKyMEHTAlMOHHOTO o0ecieueH sl yIpaBiIeHus: 3a1auH, 1 2 JI1.1 J11.2J12.2
¢byHKIMH, CTPYKTYpa. /JIek/ JI2.1 J12.3J13.1
J3.2
212233
1.2 AHanu3s u BbIsIBIEHUE IpobieM B pabote ciyx06bl JJOVY; npuMeHeHne 1 2 JI1.1 J11.2J12.2
COBPEMEHHBIX TEXHOJOTHI ¥ METOAMK TS COBEPIICHCTBOBAHHS PadOThI JI2.1 J12.3J13.1
ciryx061 JIOY B opraHu3anusax, yIpexaeHusIX 1 Ha npenpustusx /IIp/ JI3.2
01935
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1.3 JEJIOITPOU3BOACTBO, ET'O 3AKOHOAATEJIBHOE 1 18 JI1.1 J11.2J12.2
HOPMATHMBHO-METOAMYECKOE PEI'YJIMPOBAHUE JI2.1 J12.3J13.1
OPTAHU3AILIMA AEJOITPOU3BOJCTBEHHOI'O JI3.2
OBCJIY)KUBAHU A 313233 54 35
MOJIOXEHHUE O CIIYXBE AEJIOIMPOMU3BOACTBA
JOJDKHOCTHBIE MHCTPYKUIU WHCTPYKLUA 1O
JEJIOITPOU3BO/CTBY OPT'AHU3ALIMA PABOUNX MECT
/Cp/
1.4 Texymwmii koHTpOoas /MKP/ 0,2 JIT.1JI1.2J12.2
JI2.1 J12.3J13.1
JI3.2
Paznen 2. OcHoBHBIE TOKYMeHTHI ynpasJjeHus. TpeboBanus k
o¢opMIIEHHIO0, TEXHOJIOTHS CO3aAHUS JOKYMEHTOB
2.1 YupaBneHdeckuit TOKyMeHT: GpyHKimn, ropuandeckas cuna. Y CJl /Jlex/ 2 JIT.1 JI1.2J12.2
JI2.1 J12.3J13.1
JI3.2
313233
2.2 Knaccupukanus, yaupuxanus u cCTaHIapTH3AIS YIPABICHIECKUX 2 JI1.1 J11.2J12.2
JIOKyMeHTOB /JIex/ JI12.1 J12.3J13.1
JI3.2
313233
2.3 [paBuia opopmileHHsS PEKBU3UTOB JOKYMEHTOB /JIek/ 4 JIT.1 J11.2J12.2
JI2.1 J12.3713.1
JI3.2
3135
2.4 V3yqeHne pekBU3UTOB JOKYMEHTOB 1 COCTaBIICHHE OJIAHKOB 2 JI1.1 J11.2J12.2
noxymentoB /Ilp/ JI2.1 J12.3J13.1
JI3.2
34 35
2.5 OcobenHocTy 0(hOpMIIEHHSI CIPABOYHO - HHHOPMAITHOHHBIX 2 JI1.1 J11.2J12.2
noxymenToB /ITp/ JI2.1 J12.3J13.1
JI3.2
34 35
2.6 Oco6eHHoCcTH 0(OPMIICHHSI TPOTOKOJIOB TIOJTHOM U KPaTKOH (popMbl 4 JIT.1 JI1.2J12.2
(memosas urpa) /Ilp/ JI2.1 J12.3J13.1
JI3.2
34 35
2.7 OcobeHHOCTH 0(hOPMIICHHSI OPTaHU3AIMOHHO - PACTIOPSIUTEIBHBIX 4 JIT.1 JI1.2J12.2
noxkymenToB /Ilp/ JI2.1 JI12.3J13.1
JI3.2
34 35
2.8 Oco6eHHOCTH 0(hOPMIICHHSI KOMMEPYECKOH JOKYMEHTAITUH IO 2 JIT.1JI1.2J12.2
3aKJTI0YEHHIO U HCTIOTHEeHNIo foroBopa /IIp/ JI2.1 J12.3J13.1
J13.2
24 35
2.9 OCOOCHHOCTH perucTpanuu nokymenTos /TIp/ 2 JI1.1 J11.2J12.2
JI2.1 J12.3J13.1
JI3.2
D4 35
2.10 | OcobenHocTH 0popMIICHUS JOKYMEHTOB M0 JMYHOMY coctaBy /IIp/ 6 JI1.1 J11.2J12.2
JI2.1 J12.3J13.1
3.2
D4 35
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2.11 | TPEBOBAHUA K ODPOPMJIEHUIO JOKYMEHTOB 20,7 JI1.1 J11.2J12.2
BJIAHK JOKYMEHTA JI2.1 J12.3J13.1
I[NOPAAOK AAPECOBAHN A JI3.2
COI'JTACOBAHUE, TOATIMCAHUE U YTBEPXJIEHUE 212233 54 35
JOKYMEHTA
OTMETKU HA JIOKYMEHTE
/Cp/

2.12 | Texyumit kouTpois /UKP/ 0,2 JI1.1 J11.2J12.2

JI2.1 J12.3J13.1
JI3.2
Pa3gen 3. O61mme npuHUMIBI 4 METOAUYECKHE OCHOBBI OPraHU3ALMH
JOKYMEHT0000poTa
3.1 Opranau3zanus paboThel ¢ JoKyMeHTamu /JIek/ 2 JI1.1 J11.2J12.2
JI2.1 J12.3J13.1
JI3.2
2102233
3.2 Anroput™ 00paboTKH ToKymMeHTarmu /JIek/ 2 JI1.1 J11.2J12.2
JI2.1 J12.3J13.1
JI3.2
91

33 PETMCTPALIMA JOKYMEHTOB 2 JI1.1 J11.2J12.2
KOHTPOJIb 3A UCTIOJIHEHMEM JOKYMEHTOB JI2.1 J12.3J13.1
NHOOPMALIMOHHO-CTIPABOYHAS PABOTA JI3.2
OTIIPABKA IOKYMEHTOB 21
/JTex/

34 O0paboTka, cucTeMaTnu3alus U XpaHeHHue TOKYMEHTOB (9KCKYPCHS B 4 JIT.1 J11.2J12.2
apxus) /IIp/ JI2.1 J12.3J13.1

JI3.2
95
35 [IpaBuia BeeHUS U XpaHESHUS TPYIOBBIX KHIKEK, H3TOTOBIICHHS OJIAHKOB 4 JIT.1 JI1.2J12.2
TPYAOBOH KHIKKH U oOecnedeHust uMu paboronateneit /Ip/ JI2.1 J12.3J13.1
JI3.2
213223335
3.6 O0paboTka, cucTeMaTh3aIus 1 XpaHeHue JokyMeHToB /Cp/ 18 JI1.1 J11.2J12.2
JI2.1 J12.3J13.1
JI3.2
21022233435
3.7 Texymwmii konTpoas /MKP/ 0,9 JIT.1JI1.2J12.2
JI2.1 J12.3J13.1
JI3.2
38 Koncynpranus /UKP/ 2 JI1.1 J11.2J12.2
JI2.1 J12.3J13.1
JI3.2
6. POHJ OHEHOYHBIX CPEJACTB
6.1. [lepeyeHs BH/I0B OLIEHOYHBIX CPEACTB
ceMuHap
TecT

npakTHyeckas pabora

TPEHUHT

6.2. TunoBkie KOHTPOJIbHBIE 3a1aHUS1I U UHBIE MAaTEPHUAJIbI 15 TEKyIlIeﬁ aTTeCTalum

Mogymns 1. Jleronpon3BoICTBO — OCHOBA TEXHOJIOTHH YIIPABICHHS

Tema. Cemunapckoe 3ansaTue: «Cayxoa I0Y»

Henu: popmupoBanue CiOCOOHOCTH OCYIIECTBIATH MOUCK MHPOPMALIUH 10 MOJTYIeHHOMY 3a/IaHHUI0, CIIOCOOHOCTH
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HAXOJHUTh ONTUMAaJIbHBIE OPraHN3aNOHHO-YIIPABICHYECKHE PEIICHNS, OCYIIECTBIIATE COOP 1 aHAIN3 HH(POPMAITHOHHBIX
JAaHHBIX YMEHHE OPraHH30BaTh CIyXk0y JOKyMEHTAHOHHOTO 00eCIedeH s YIIPaBIeHHs U paboTy ee COTPYIHUKOB B
YUIpEXKIEHUH, OPTaHU3ALUH U HA TIPENPHUATHH, IPOBECTH aHAIN3 U BBIBIEHHE NTPOOIEM B paboTe CIyxKObI
JIOKYMEHTaIIMOHHOTO 00eCIIeYeHHSI YIIPaBIICHHUS B OPTaHU3aINH; IPUMEHEHHE COBPEMEHHBIX TEXHOIOTHH M METOJUK IS
COBEPIICHCTBOBAHUS PaOOTHI CIyKOBI JOKYMEHTAIIMOHHOTO 00ECIICUCHNUS YIPABICHUS B OPTAaHU3AINAX, YIPEKICHUSIX U Ha
OPEANPUATUAX.

3aganue 1. 3yants cTpyKTYypHI ciyx6 JJOY

3anmanue 2. Onucatb CTpYKTYpY cinyx0b1 JJOY B KOHKpEeTHON OpraHu3auuu

3aganue 3. O3HAKOMUTHCS C TUIIOBOH TODKHOCTHON MHCTPYKLUEN ceKpeTaps

3ananue 4. [IpuBecty mpuMep JODKHOCTHOM MHCTPYKIMU paboTHHKA cIykObI JJIOY KOHKpeTHO# opranu3anun
3anmanue 5. O3HAKOMUTHCS C TUTIOBBIM MOJI0KeHUEM ciryxO0b1 JOY

3ananue 6. Onucats 3agaun cayx0b1 JIOY B KOHKPETHOH OpraHu3aliu

3anmanue 7. Onucath paboty ciayx0b1 JIOY B KOHKPETHOW OpraHU3aIiH

3aganue 8. JlaTh peKOMEHIANNH IO COBEPIICHCTBOBAHUIO paboThI cirykObI JJIOY B KOHKPETHOH OpraHU3anuu

Tpenunr
AHanmM3 KOHKPETHBIX CUTYAIIMH [0 COCTABJIEHUIO OCHOBHBIX JOKYMEHTOB yIIPaBIICHH

B pamkax JaHHOTO TPEHHHIa CTYICHTAM OIMCHIBACTCS CUTYALMs, HanpuMep: «BaM He06X0AUMO TOBECTH HHPOPMALIHIO 10
PYKOBOJICTBA, YTO B IIEJISIX BHIOJHEHHS pabOTHI B CPOK BO3HUKAET HEOOXOAMMOCTD JOTIOIHUTENHLHOTO 0OOecedeHns
TEeXHUYECKHUMH CpelicTBaMm» Jlasiee CTyACHTHI ONPEACIISIIOT: KaKOW BH JOKYMEHTa HEOOXOIMMO COCTABUTD B JaHHOU
CHTYalllH, KaKue TPeOOBAHMS PESABSIBIAIOTCS K 0OPMIICHHIO TAHHOTO BHa TOKYMEHTa. B pe3ynbrare coCTaBIsIeTCs
HPOEKT KOHKPETHOTO BHAA JOKYMEHTA, HEOOXOAMMOI0 B JAaHHOH NPOU3BOACTBEHHOI CUTYAIMH.

JlokyMeHTO000pOT

TpeHI/IHF 10 COCTaBJICHUIO CXCMbI ,I[OKyMeHTOO60pOTa

B pamkax 1aHHOTO TPEHHHTa CTYICHTaM HpeIaraeTcsi BEIOpaTh KOHKPETHBIN BHUJI IOKYMEHTA, a TaK)Ke KPaTKO OIHCATh
KOHKPETHYIO OpraHu3aiuio. Jlanee He0OX0AUMO COCTABUThH ONTUMATIBHYIO CXEMY JOKYMEHTO000pOTa I JaHHOTO BUA
JOKYMEHTa B ONIMCAaHHOW OpraHM3aliH, TaK *e He00X0J1MMO, 0003HAUHUTh HTAMbl JOKYMEHTO000POTA, HX HEOOXOAUMOCTD,
omucatb 0coOEHHOCTH padoTs! cimyx0b1 JIOY Ha kaxknom stane. CBOIO MO3UINIO HEOOXOANMO OOCYAUTH M 10Ka3aTh Ha
o0mmeM 00CYKIEHNH, B X01€ KOTOPOTO CTYAEHTHI 33/1al0T APYT APYry BOIPOCH. PaboTa MOKET MPOBOIUTHCS B MAJIBIX
TpyNnax UiK KOJIEKTUBHO.

ITpumepHBIii TECT:

1 CocraBHOM YacThIO IENOMPONU3BOICTBA SIBISCTCS:

A) Bce OTBETHI BEPHbI

b) noxymeHTHpOBaHKE KaK MPOLECC COCTABICHUS U 0(OPMICHHS JOKYMEHTOB

B) perucrpanys 10KyMeHTOB

I') nepepa®oTka TOKYMEHTHPOBaHHON HH()OPMAITUH

2. OCHOBHBIM 00BEKTOM H3YIEHHS B IETIONPOU3BOJICTBE SIBISETCS!

A) mo00ii JOKYMEHT, a TakXke Ipolecc paboThl ¢ HUM

b) OpraHu3anioHHO-paciopsAUTENbHBII TOKYMEHT

B) 1OKyMEHTBI TOCTOSTHHOTO XpaHCHUS

I') Bce 0TBETHI BEpHEI

3. Yto Takoe JOKyMEHT?

A) napopmanus, 3aQUKCHpOBaHHAs Ha MaTEPUaIbHOM HOCHTENE

B) pe3ynbrar oToOpakeHns pakToOB U COOBITHI

B) pesynbTaT 0TOOpaXkeHUs SBICHUI 0OBEKTUBHOM NEHCTBUTEIBHOCTH

I') pe3ynbraT 0TOOpaKeHUS MBICIUTEILHON EATENbHOCTH

4. 3amagaMu JeITOIPON3BOJICTBA SABISIOTCS:

A) Bce OTBETHI BEPHEI

B) oTpaxkeHue ynpaBieHYeCKOH, IPOU3BOACTBEHHON U MHOM JESTEIbHOCTH B COOTBETCTBYIOIIMX JOKYMEHTAX
B) oGecnieuenue panioHaNbHOTO HCIIOIb30BAHUS JOKYMEHTOB B JICTIOBOH IPAKTHKE NPEAIPHATHS

5. T1o KaKuM MPUHIKIAM CICIYET OPraHU30BBIBATH [EIOMPOU3BOICTBO HA MPEANPUITHN?
A) Bce OTBETHI BEPHBI
B) omepaTHBHOCTH - OBICTpas 1 YeTKask paboTa ¢ JOKYMEHTaMHU
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B) Texandeckoe coBpeMeHHOE OCHAIeHNe, obJeryaroniee padoTy ¢ JOKyMEHTaMH
I') nenecooOpa3zHOCTh BceX AETOMPOU3BOICTBEHHBIX Oepauit

6. CmenranHas (hopMa OpraHU3aLUHK JIeJI0IPOU3BOJICTBA IPHMEHSIETCS:

A) B KpYIHBIX IPEANPUATUSIX

b) B HEOOMBIIMX IPEIIPUSATHSIX

B) B MautbIX opranuzaumsx, pupmax

I') Bce 0TBETHI BEpHEI

7. Kem ocymectiserca IOY Ha npeanpustuun?

A) cayxb6oit 1I0Y

B) pykoBogutenem

B) otnenom xangpos

I') GyxranTepueit

8. Yto Takoe perucrpanus J0KyMEeHTOB?

A) ¢uxcarys dpaxTa Co3TaHUS WM ITOCTYIUICHAS TOKYMEHTA U 3aITNCh HEOOXOIUMBIX CBEIICHUH 0 JOKyMEHTaX C
MOCJIETYFOMINM IIPOCTAaBICHNEM Ha HUX JEIOIPON3BOCTBEHHOTO HHICKCA M JATHI PETHCTPAINU
B) yuer nocTynuBIIMX JOKYMEHTOB

B) npocraBneHue perucTpaiioHHOTO MITaMIIa

I') Bce 0TBETHI BEpHEI

9. Peructpanus HeoOXoquma IS

A) nomcka, ydera ¥ KOHTPOJISl IOKyMEHTOB

B) ydera u mepeauu Ha apXHUBHOE XpaHEHHUE JTOKYMEHTOB

B) KOHTpOIS TOKYMEHTOB

I') 6bicTporo moucka JOKYMEHTOB

10. Perucrparionnsie cBeieHus 0(OPMIISIOTCS:

A) apabcknmu dpaMu B JICBOM HIDKHEM YIITy

b) puMckiMy nudpamu B IpaBOM BEpXHEM YITTy

B) apaOckumu nudpaMu B IpaBoM HIKHEM YIITy

I') mro0bIMu M pamMu B TFOOOM MecTe

IMPAKTUYECKASA PABOTA 2

1. CocraBbte mprka3 mo OO0 «CunTes» T. YenssOMHCKa 0 peskuMepabOTHI IPEINPHATHS B TIpa3IHAYHbIC THH 7 U § MapTa
2016 .

B koHcTaTHpytomIel YacTu yKaxkxute ocHoBaHue — cT. 112 TpynoBoro xonekca PO.

B pacnopsauTensHoi yacta onpenenute 7 1 § Mapta 2016 1. HepaOOUNUMH THAMH JUTS COTPYIHUKOB ITPEATIPUSLTHS.
OTt™mennTe B Hepabounenau 7 u 8 MapTa Bce BUABI paboT. JlaiiTe mopydeHne 3aMeCTHTEIIO TUPEKTOPA 110 XO3IHCTBEHHON
pa6ote A. I1. CunopoBy 06ecrieuuTs B 3THIHH AKYPHBIA PEXKUM PabOTHI SKCIITyaTALIMOHHBIX CIYX0, OXpaHy CIyXKeOHBIX
MIOMEILCHUH, a TAK)Ke BBITIOJHEHNE TPEOOBaHUH MoXKapHOH Oe3omacHOCTH. KOHTPOIIb 32 HCIIOTHEHUEM IIPUKa3a BO3JIOKUTE
Ha I1epBOro

3amectutens nupekropa C. 1. Koanesa.

[Tpukas noanucan qupekropll. K. ®enopos.

2. CocraBbte akT 1o OAO «PocremecncreMbl» 0 IpoBepKe padoTHI ¢ foKyMeHTaMH. OCHOBaHHE — MPUKa3 TUPEKTOpa OT
24.03.2016 1. Ne 23 «O pabore ¢ ToKkyMeHTaMu». B akTe mpoBepky TODKHBI OBITH 3a(hMKCUPOBAHBI CIEIYIONHE HEAOCTATKH:
o(opMIIEHHBIE B CTPYKTYPHBIX ITOJIPa3/ieNICHUSX JOKYMEHTHI He COOTBETCTBYIOT TpeboBanusM ['OCToB; nMerorcst cirydan
yTE€pH JOKYMEHTOB B OT/IEIaX; KOHTPOIIb 32 HCIIOJHEHUEM JJOKYMEHTOB BEJIETCA C1a00; He IIPUMEHSIOTCSI CPEACTBA
BBIYHCIINTENBHON TeXHUKH IS aBTOMATU3aIUI KOHTPOJIS 38 UCTIOMHEHHEM JOKYMEHTOB H UX y4eTa. AKT yTBepXKIeH
TeHepaJIbHBIM JUPEKTOPOM IpennpusaTus A. B. Po3oBbiM. J[pyriie peKBU3HTHI yKasKHTE CAMOCTOSITENIBHO.

3. VYka3aTb, KaKue peKBU3NUTHI HCIIOJIL30BAHBI IS COCTaBICHUS JTOKYMEHTA (CM. JOKYMEHT)

6.3. TunoBbIe KOHTPOJIbHBbIE€ BOIIPOCHI M 3aIaHUA I HpOME)l(yTO‘IHOﬁ aTTrecTalumn

Bormpocsl k 3x3aMeny

1. TIoHATHS «TOKYMEHTALOHHOE 00ECTICUCHHE YIPABICHUSD) H «IEIONPOU3BOACTBOY

2. Ciryx6a JIOY — QyHKIINH U CTPYKTYpa, IIpaBa 1 OTBETCTBEHHOCTh

3. HopmatuBHO-1IpaBoBas 6a3a JOKyMEHTHPOBaHHS

4. IToHsATHE «yHU(PHKALNSA JOKYMEHTOB» M €r0 3HaYCHHE B COBPEMEHHOM JIETIOTIPOM3BOJICTBE
5. Cranpapruzanus nokymeHToB. Tpebosanus 'OCT P.6-30-2003

6. PexBusut. Pacnonoxxenue u pasmep peKBU3UTOB
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7. IlonsaTHe «10KyMeHT». OYHKIIMU JOKYMEHTOB
8. Knmaccudukanusi 1oOKyMeHTOB
9. CucTeMbl JOKyMEHTOB
10. OpraHu3aoHHO-pacIOpSAUTEIbHAS CUCTEMA IOKYMEHTAIINN
11. PactiopsimutensHble JOKYMEHTEI
12. Opranu3aliluOHHO-TIPABOBBIE TOKYMEHTHI
13. NadopManmoHHO-CIIPaBOYHBIE TOKYMEHTHI
14. IOKyMEHTBI 110 IMYHOMY COCTaBY
15. TexHonorust paboTHI C JOKYMEHTaMHU
16. OnpeneneHne MOHATHS «JOKYMEHTOO00POTay, OOIIME IPHHIUITEI i METOIMYECKAE OCHOBBI OPTaHU3aINN
JIOKYMEHTO000pOoTa
17. CtpykTypa 1 00mmas XxapakTepuCTUKa JOKyMEHTOIOTOKOB
18. Perucrpaius Kak cocraBHas yacTh TexHomoruu JJOY
19. Dransl MPOXOXKACHUS U UCIIOIHEHUS UCXOISIINX U BHYTPEHHUX NOoKyMeHTOB 20. Perucrparust 10KkyMeHTOB. 3a1auu 1
MIPUHIIHITBI PETHCTPAIIH
21. OcHOBHBIE TIpaBUJIa MHACKCALIUU TOKYMEHTOB
22. ®opMHUpOBaHUE U XpaHEHHUE e B JeTIONPOU3BOJICTBE
23. OmnpezenieHre MOHITHS HOMEHKIIATYPHI JIeN. BUIbl HOMEHKIIATYp Jem
24. TpeboBannus K (GOPMYIHPOBKE 3aTOJIOBKOB JIe]l B HOMEHKJIAType
25. O6pazoBaHue UHIEKCA Jeja B HOMEHKIAType
26. Cpoku XpaHeHUs A€l
27. XpaHeHHue JOKyMEHTOB B CTPYKTYPHBIX IIOJPa3ICICHUAX OpPraHu3alul
28. [loaroToBKa U mepegaya Aei B BEIOMCTBEHHBIH apXUB
29. TpeboBaHust K 0OPMIICHHIO IEIT
30. OnpeneneHrie U COCTaBICHNUE OMUCEH

[MPAKTUYECKAS YACTD (npumep)

CocraBbTe NIpUKa3 10 pEMOHTHO-3KCIUTyaTallHOHHOMY MyHULIMIIAIbHOMY yripasiieHuto Ne 15.ITpuka3 nu3nan Ha OCHOBaHUU
nocraHoBieHus [IpaBurensctBa MOCKBBI OT 8 ceHTSIOps Tekymero roga Ne 908 «O roToBHOCTH CIIyx0 TOpPOACKOTO
X03s1iicTBa K YOOpKe TeppuTopuii MOCKBBI B 3UMHHIA IEPUOI.

JIMpeKkTop peMOHTHO-IKCIITyaTallHOHHOTO MyHUIIMNAIbHOTO yrpasieHus Ne 15 3otos W.T. 5 okTa6ps Tekyiiero rojaa usaain
MpUKa3 O TMOATOTOBKE K YOOPKE TEPPUTOPHH B 3UMHHMIA TTEPHOJ TEKYIIIETo Toa.

I'maBHsIit nmxenep Hukomaes B.B. x 15 oxTa0pst JomKeH MpoBeCTH 3aKpeIlIieHHe YONPaeMbIX TEPPUTOPHHA 3a TEXHUKAMU-
CMOTPHTENSIMU U JBOPHUKAMU, COCTaBUTH IpaiK JBYXCMEHHON pabOThI IO YOOpKe TPOTYapoB U ABOPOBBIX TEPPUTOPHIA,
pa3padoTaTh M COTIacOBATh B MpedeKType OKpYra IIaH YOOPKH TEPPUTOPHIL C TPUBIICUCHUEM JTIONCH U TEXHUKN
BEIOMCTBEHHBIX IIPEANPUATHI, PACIIOIOKEHHBIX HA TEPPUTOPHU OKpyTa.

OpraHu3anuio KOHTPOJIS 332 MCIOJHEHHEM IIpHKa3za MOpYdHTh 3amectrento aupektopa C. P. Bunoxyposy. Iloxmmcan
npukas aupexrop 3otoB M.T.

Busel cornmacoBanus: ropuckoncynsT AILKepH.

C nmprKa3oM 03HaKOMIICHBI:

6.4. Kputepuu oneHUBaHUS

Tecr

Ouenka HeynosierBopHTENnbHO Y nosnersopurenbHo Xopomo OTIM4HO

Habpannas cymma 6amnoB (% BEITOTHEHHBIX 3a1aHuii) (Max — 100) Menee 60 60-75 76-95 86-100
4.2.2 TpeHuHr

Kputepuu onjeHuBaHus 3a1aHAN

MaxkcnmaabHOE KOJTHYIECTBO 0ajuIOB TPH IPaBHIBHOM BEHITOJHEHHH 3amaHui — 30 Gaymios.
1. O060CHOBAaHHOCTB BEIOOPA aNTOPUTMA ACHCTBHSA WIH IMyTH pemeHus cutyaruu — 20 6amios
2. Ilonnota oTtBeta — 10 Gannos

4.2.3. Ilpaktdeckast paboTa

a) Kputepuii oieHHBaHUs: BHIIIOJHEHUE TPABUIIBHBIX BAPUAHTOB 3a/1aHUM.

0) [lIkana onenuBanus (Makcumym 20 0auIoOB): 3a KakJ0€ MPaBUIILHO 0POPMIICHHOE 3aJjaHne Hauucisiercs 1 6an, Ha
Ka)XIbIi IPaBIIIBHBIA OTBET HA BOIPOC M3 OTKPHITOTO CIMCKA HaYHCIIeTcs 2 6aia, MpaBIIBHO 0(OPMIICHHBIH JOKYMEHT
oneHuBaercs B 5 6amioB. PaboTta BItOUaeT 2 TEOPETHIECKHUX 3aJaHNUs, 3 BOIIPOCA M3 OTKPBITOTO CIIHCKa, | 3a1ady 1o
o(opMIIEHHIO TOKYMEHTA C HCTIOIb30BaHHEM HEOOXOANMBIX PEKBH3UTOB.
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7. YYHEBHO-METOIUYECKOE U TH®OPMAIIMOHHOE OBECIIEYEHUE JUCIIMIIJIMHBI (MOZY JIS)

7.1. Pexomenayemasi JinTeparypa

7.1.1. OcHoBHas1 IMTepaTypa

ABTOpBHI, 3ariaBue WznarensctBo, | Pecype
JI1.1 | Eropos B. I1., JIoKyMEHTOBeIcHHE ¥ TOKYMEHTAIIMOHHOE 00eCTIeueHIE CaHkT- 9bC
CiunbkoB A. B. YIPaBIICHUS B YCIOBUSX HU(PPOBOH IKOHOMUKH: yIeOHUK ISt Ierepbypr :
BY30B Jlanb, 2023
(https://e.lanbook.com/book/279827)
JI1.2 | bacakos M.I., JlokyMeHTaMoHHOE 00ecIieYeHHE YIIPaBICHHs (C OCHOBAMHU Mocksa : 9BC
Muxaiinosa JIJL. apXHWBOBEIEHNA): yaeOHOE TTocoone KuoPyc, 2025
(https://book.ru/book/958252)
7.1.2. lonoJHUTeIbHAS TUTEPATypa
ABTOpBHI, 3arnasue W3naTenbCcTBO, Pecypc
JI2.1 |beikoBa T.A,, JlokyMeHTaIMOHHOE 00eCIeYeHHE YIPaBICHUS Mocksa : OO0 3bC
Kyznenosa T. B., (menonpou3BOACTBO): yueOHOE mocodue "HayuHo-
Cankwuna JI. B. (https://znanium.com/catalog/document?id=437674) M3JaTeIbCKHI
uentp UHOPA-
M", 2024
JI2.2 |I1aBnoBa P. C. JloxymeHnTanmonHoe obecrieueHue ynpasneHus. Jlenosas CaHKT- 9BC
mepericka: yaeOHoe ocoOne Il BY30B [erepOypr :
(https://e.lanbook.com/book/288977) Jlans, 2023
J12.3 | Tronenepa T.A. JloKyMeHTaIMOHHOE 00eCIIeYeHHE YIIPABICHHS C IPAKTHKYMOM: Mocksa : OBC
ydae6HOe mocodue KnoPyc, 2025
(https://book.ru/book/955652)
7.1.3. MeToanueckue pa3padoTku
ABTODBHI, 3arnaBue UznatenscrBo, | Pecypc
JI3.1 | Kupcanosa M.B., Kypc aenonpou3BoacTBa: J0KyMEHTAIHOHHOE OOeCIICUeHHE Mocksa : OO0 9BbC
Akcenos 0. M. yIpaBleHus: yaeOHOe TTOCo0He "HayuHo-
(https://znanium.com/catalog/document?id=358180) W3/1aTeNIbCKUM
nentp MHOPA-
M", 2020
JI3.2 | Ky3nenos 1. H. JIoOKyMeHTallMOHHOE 00ECTICUCHIE YIPaBICHHSL. Mocksa : FOpaiir, 9bC
JIoKyMEeHTOO00POT U JETIONPOU3BOJICTBO: YICOHHUK U MPAKTUKYM [ 2025
JUTSL BY30B
(https://urait.ru/bcode/581143)
7.2. Ilepeuensb pecypcoB HHGOPMAIHOHHO-TETeKOMMYHHUKAIIUOHHOI ceTu "UHTepHeT"
21 1. Jlanp [DnexTpoHHBIH pecypc] : anekTpoHHOo-OnOmoTeunas cucrema (OBC) / u3narensctBo Jlanb. — URL:
http://e.lanbook.com/.
32 | YHuBepcuTeTckas OnbiInoTeka oOHIaiH [DIeKTPOHHBIH pecype] : aeKTpoHHO-0nbmoTednas cucrema (ObC) / OO0
Hupextmenua [Tabmumunr. —
URL: http://biblioclub.ru/.
93 | IOpaiiT [DnekTpoHHbIH pecypc] : anekTpoHHO-0nbaroTeuHas cucrema (ObC) / m3matensctBo IOpaiit. — URL:
https://biblio-online.ru.
94 | eLIBRARY.RU [3nekrpoHHBIH pecype] : anekTpoHHas oubnuoreka / Hayd. anextpon. 6-ka. — URL:
http://elibrary.ru/defaultx.asp.
95 |MHO®OPMHUO [DnekTpoHHBII pecypc] : 3IeKTPOHHBIH CIIpaBOYHHUK [00ecrieueHre BCceX TUIIOB 00pa30BaTeIbHBIX
VIPEXKICHUH HOPMATHBHBIMH, METOTUIECCKIMH, HAYIHO-TIPAKTHYECKUMHU MaTepuanamu]. — URL:
http://www.informio.ru/.

7.3 Ilepeyenb HHGOPMALMOHHBIX TEXHOJIOT I

7.3.1 IlporpammHoe obecnieyeHmne

LMS Moodle

Adobe Reader

7.3.2 IIpodeccuonanbHbie 6a3bl JAHHBIX U HHPOPMALMOHHO-CIIPABOYHbBIE CHCTEMbI
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CpencTBOM JOCTyHa K CHCTeMe COOCTBEHHBIX JEKTPOHHBIX PECypCOB SIBISiETCS calT 6ubnuotexkn www.lib.csu.ru.
DJIEKTPOHHBIH KaTaJIor 00eCIeUrBaET MOJIHOE U OIIEPATUBHOE NPE/CTABICHIE O OMOIMOTEUHOM (JOH[E, OBBIIIAECT KAYECTBO
1 3¢ HEeKTUBHOCTH MTOKCKa HHpOpMAIH — 6ojee 1,5 MITH. 3amucei.

1. DeKTPOHHBINA KaTanor. bubmuorpaduueckre 6a3pl TaHHBIX.

KHury, 31eKTpoHHBIE PeCypChl, TUCCePTAIUU U aBTOpedepaTsl.

2. OnexkTpoHHas OHOIHOTEKA.

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

pe3epBHBIE KOJUIEKITNH, (POH]T peIKIX KHHT.

3. PedepaTuBHbIC
Baser gannsix MHUOH PAH, 6a3el nannsix BUHUTH.
4. IToHOTEKCTOBBIE

ba3er nannbIx quccepranuii PI'b, cnpaBouno-mpaBoBast cuctema Koncynsrantllnroc, HaydHast a1eKTpoHHAs OuOIHOTEKa
elibrari.ru, moAnNucKa Ha MOJHOTEKCTOBYIO KOJUIEKIINIO POCCHHCKUX HaydHbIX xypHaIoB (2011-2012, 133 HanMeHOBaHUS),
Koyuiekims 6a3bl nanHbIX kommnannu EBSCO (12 temarnueckux bJ1); skypHanbs! m3natenscts: Taylor&Francis, Sage

5. DNIeKTPOHHO-OMOINOTEYHBIC CHCTEMBI

YHuUBepCUTETCKas ONOIUOTEKa OHJIaliH, aliOyKC.

8. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIUIIJIMHBI (MOJY JIS)

JI1s1 yCIIemHoro 0CBOCH!S IUCIAIUIMHEl HEOOXOIMMEI ayTUTOPHH JJISI IPOBEACHUS 3aHATHH JISKIMOHHOTO THUIIA,
CEMUHAPCKUX 3aHATUH, TPYIIIOBBIX U UHAUBUAYAIbHBIX KOHCYIbTALMI, TEKYILEr0 KOHTPOJIA ¥ IPOMEKYTOUHOM aTTeCTaluY,
a Takxe MOMEIIEHHUS I CaMOCTOATENbHOI paboThl. Bee ykazaHHbIE ayIMTOPUU U TIOMEIIEHHS IMEIOTCS B HAIUYUH B
JIOCTaTOYHOM ITOJTHOM 00BbEME ( B COOTBETCTBHH CO CTAHAAPTOM).
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Jlns ipoBeieHus 3aHATHI JTEKIIMOHHOTO THITA HMEIOTCS ayTNTOPHH C MYITBTHMETMHHBIM 000py1oBaHHEeM. TakOBHIX B
HucTuTyTe SKOHOMUKH OTpaciei, busHeca u anmuHucTpupoBanus Yenl'Y numeercs Tpu B 4-oM yueGHOM kopiryce (212, 205,
111) u ath B 8-om yuebHOM Kopryce (203, 310, 405, 407, 406). DTH ayauTOPUH CHAOXKEHBI BCEMH HEOOXOMMbIMH
HabopaMH IEMOHCTPAIMOHHOTO 000PYIOBaHHS M yIeOHO-HATILSITHBIMA IIOCOOMSIMH, 00SCTICUNBAOIIMHI TEMAaTHYECKUE
WIDTIOCTPATTHH.

Vmeercst OCTaTOYHOE KOJMYECTBO MIOMEIIEHHUH I CAMOCTOSTENIFHOM PaboTHI CTyIeHTOB. Aynutopui (ayn.217 4-oro
yaebHoro Kopiyca Uenl'Y, a Taxxke aya.207, 303 8-oro ygeOHOTO KOpITyca U MpoU.) CHaOXKEHBI KOMITBIOTEpaMH M BBIXO0M B
ceTh «HTepHET». Kaxkaplil CTyeHT NMeeT BO3MOXKHOCTb BBIXO/A B AJIEKTPOHHYIO OMOIHOTEKY, IPUYEM HE TOIBKO U3 CTEH
BVY3a, HO ¥ B JOMAIIIHUX YCIOBHUSX.

B ciiydae mpuMeHeHHs IpY 00YdeHUH TUCIMILTHHBI QJIEKTPOHHOTO OOYUIEHHS, TUCTAHIIMOHHBIX 00pa30BaTeIbHBIX
TEXHOJIOTHH y MPEToIaBaTellsl U CTYJCHTOB €CTh BBIXOJ B JIMYHOM kabuHere BY3a u mocpeacrtsom cucrembr MS Teams
JUCTAHIIMOHHBIN (pOpMaT CBS3H SBIISIETCS BO3MOXKHBIM.

OcBoeHHe JACHUTUIMHBI HWHBAJIWJIaMHU U JTUAMA C OTPAaHUYCHHBIMU BO3MOKHOCTAMM 300POBbA OCYIICCTBIIACTCA C
HCIIOJIB30BAHUEM CPELICTB 06y‘~IeHI/IH O6IIICFO U CIICIUAJIbHOI'O Ha3HAYCHUA:

— JICKIIMOHHBIC ayIUTOPUN (yKa3aHHI>Ie anue) — MyHBTHMeﬂHﬁHOG O60pyI[OBaHI/Ie,; HUCTOYHUKHU IIUTAHUA TJIA
WHAUBUAYAJIBbHBIX TEXHUYCCKUX CPEICTB,

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

— ydeOHas ayIUTOPHS JUII CAaMOCTOSTENBHOMH paboTH — CTaHJapTHBIE paboUre MecTa ¢ IepPCOHAIBHBIMUA KOMIIBIOTEPaMH;
pabouee MecTO ¢ MEPCOHATBHBIM KOMIBIOTEPOM, C IPOrPaMMOM 3KPAHHOTO JOCTYIA, IPOrPaMMOit SKPAHHOTO YBETHUYEHUS U
OpaiiJIeBCKMM JIHCIIIEEM JUISl CTYACHTOB C HAPYIICHUSMH 3PCHHUSL.

B xaxnoit ayaAuTopuu, rac o6yqaforc;1 HWHBaJIUABI M JIMLIa C OTPaAaHUYCHHBIMH BO3MOXKHOCTAMU 310POBbs, IIPECAYCMOTPEHO
COOTBETCTBYIOLICC KOJIMYCCTBO MECT IJIsd 06yanOHJHXCﬂ C y4€TOM Or‘paHI/IquI/Iﬁ HX 310pOBbA.

B ydaebHbIe ayauTopun obecredeH 0ecpensITCTBEHHbIH JOCTYII ATt 00yJaroInuXcsl HHBAJIHIOB M 00YJarOIIUXCS C
OTPaHUYCHHBIMH BO3MOXKHOCTSIMH 37I0POBBSI.

ITepeueHs ciennanbHBIX TEXHUIECKUX CPEICTB 00YUCHHS JUT HHBAJINUAOB U JINI C OTPAHMYCHHBIMHI BO3MOXKHOCTSIMU
3/I0POBBSI, UMEIONUXCS B PernoHaIsHOM yaeOHO-HAYTHOM LIEHTPE HHKITIO3UBHOTO 0Opa3oBanus Uenl'Y:

— TudnoTexandeckas ayquTopus: THHIOTEXHIYECKUE CPENICTBA: OpaiiIeBCKUI KOMITBIOTED C ITUCIUICEM M IPHHTEPOM,
TU(IOKOMITIEKC «nTaromas MamuHay, TeIEBU3HOHHOE YBEINIHNBAIOIIEe YCTPOUCTBO, TH()IOMATHUTONEI KACCETHBIC U
urQpoBbIe TUKTOPOHBI; CIEHATIBHOE IPOrPAMMHOE 00eCIIeYeHHE: MporpaMma pedeBoil HaBurauun JAWS, pedesbie
CHHTE3aTOPHI («TOBOPSIIIAs MBIIIbY ), SKPAHHBIC JTYIIHL.

— CypaoTtexHudeckas ayquropus: paguokiacce “Coner-P”, mporpaMMupyeMsle CIIyXOBbIE annapaTbl HHAUBUIYaIbHOTO
TIOJTB30BAHMS C YCTPOWCTBOM 3aIaHHS PeKHUMa pabOTHI Ha KOMITBIOTEpe, MHTepaKTUBHAS focka ActiveBoard ¢ cucremoit
TOJIOCOBAHUS, aKYCTHUECCKUH YCIIIUTENb U KOJIOHKHU, MyIbTUMEIUHHBIA IPOEKTOP, TENEBH30P, BUICOMATHUTO(OH.

9. METOIUYECKHE YKA3AHUA JJIAA OBYYAIOIIUXCA 110 OCBOEHUIO JUCHUIIJIMHBI (MO Y JIS)

ITpakTHdeckas padoTa SBIAIOTCS CBUJICTEIECTBOM TOTO, YTO CIYIIATETh OBJIAIEN MATEPHAIOM U YMEET KPaTKo U
JIOXOAYHMBO aHAJM3UPOBATh U U3JIaraTh BEIOpaHHYIO TeMy. [Iporiecc MOATOTOBKY M BBITIOIHEHHUS IIPAKTHUECKOH PabOTHI
SBJISIETCS OJHUM U3 TNIaBHBIX CHOCOOOB pa3BUTHUS B yUeOHOI MPaKTHKE Y CTyAEHTOB JIEMEHTOB yIPaBIEHYECKOMH
JIeATEILHOCTH; CYIIECTBCHHO BIIMSET HAa CAMOBOCIIUTAHHE CTYACHTOB KaK CHELHAINCTOB B 5)KOHOMUUYECKOH 00JIaCTH, TaK KaK
9TO SIBJIAETCS BaXKHBIM BUJIOM CaMOCTOSATEIIbHOW UHTENIEKTYalbHOU JeaTelbHOCTH. OCHOBHOM 1IEIbEO IIPAKTUUECKUX
3aHATHi 0 KypCy «JloKyMEHTUPOBAaHUE YIIPABICHUECKOH NeATeIbHOCTIY ABIACTCS 3aKpeIlIeHHE, YCBOCHHUE, YITyOJIeHUe
paciMpeHye 3HaHU|, IPUBUTHE HABBIKOB CAMOCTOSTENBHOM pabOThI, IPaMOTHOTO 0(OPMIIEHHS JOKYMEHTOB, IIPHHSTHS
perIeHni 1o BEIOOPY BapHaHTOB OpraHU3anyy 3 QEeKTHBHOTO JTOKYMEHT0000pOoTa Ha IPEANpHATHH. B pakTHkyme
OPTaHWYECKH COYETAIOTCS MAaTepPHANIbl CEMHHAPCKUX U MPAaKTHIECKUX 3aHATHH. B yueOHO-MeToandeckoe mocodue 1mo
MPOBEIECHUIO IPAKTUUECKUX 3aHATHH BKIIOUEHBI 00pa3Ibl JOKYMEHTOB, YTO MTO3BOJIUT HAYIUThCA CTYIEHTaM IPaMOTHO
COCTaBIISITh OCHOBHBIE JJOKYMEHTBI YIIPABJICHUS Ha IpeArnpusitii. OCHOBHOE TpeOOBaHKE K NPAKTHYECKOI paboTe - MOIHOTA
1 KOMITIEKCHOCTB OCBEIIEHHS IIOCTABJICHHOTO Bompoca. PaboTta 1oymkHa OBITH BBITOJIHEHA aKKypPaTHO, C IPHICKAHUEM,
JIOJDKEH OBITH COOIIONEH HAaydHBIH almnapaT, TO €CTh HaJI4YHe OITIaBIeHHs, 3aT0JI0BKOB B pa3/iefaX, IPaBUIBHOCTh CHOCOK,
Ha3BaHMH TaOJINL, PUCYHKOB, IPABUIILHOCTD BBIINOJIHEHHUS PACUETOB U OTBETOB Ha IIOCTABJICHHBIC BONPOCHI, YKa3aHUS
JIUTEPaTypHBIX UCTOYHUKOB U T.J1. [IpakTHUecKre 3a1aHusI COCTABICHBI B COOTBETCTBUH C Y4€OHBIM ITaHOM. O0s3aTeIbHBIM
YCJIOBUEM YCIIEIIHOTO BBIIOJHEHUS 3a1aHUS SIBILETCSA U3YUCHHUE OTHOCSINUXCSA K TEME 3aKOHOIATENbHbBIX U HHBIX
HOPMAaTHUBHBIX [IPABOBBIX OCHOB, PEMIAMEHTUPYIOIIUX PA3JIMUHbIC ACIIEKThl YKOHOMUKU OPraHU3alluy, a TAKKE MaTEpUalIoB
COOTBETCTBYIOIIEH IIPAKTHKN OTEUYECTBEHHBIX NPEANPUATHI M Oprann3anuii. Beibop BapuaHTa 11t CTy/IeHTa ONpenenseTcs
npernoaBareneM. [Ipy BEIOTHEHNH TPAaKTHUSCKUX 3aTaHUH CTYICHTaM IIeI1ecO00pa3HO IPHUIEPKIUBATECS CIICIYIOMIETO
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HOPSIIKA: - TOX00P M MpeIBapUTENEHOE TPOpab0oTKa PEKOMEHIYeMOH yaeOHOH TNTEpaTyphl; - H3y9eHHE COOTBETCTBYIOMIIX
pa3znenoB paboyeil MpOrpaMMBL; - BBIMOJIHEHHE COOTBETCTBYIONINX 3aAanuil. [IpakTudeckas paboTa BBIIOIHSAETCS
CTYAEHTaMH HHAMBUAYaIbHO UM HA MPAKTUUECKUX 3aHATUAX JJIS 3aKPEIUIEHUs [T0JIydeHHbIX TEOPETHUECKUX 3HaHuil. B
KaXJ0if TeMe NPeCTaBIIeH IIepeueHb pacCMaTPUBACMBIX BOTIPOCOB, IPUBEICHBI 3aIaHHS TSI HHINBAAYAIEHOH paboTH,
KOTOPBIE TOJDKHBI OBITH BBITIOTHECHEL.

B mporecce caMocTOATEN HON OATOTOBKY K 3aHATHUSM CTYIEHTHI JOJDKHBI HAWTH U U3Yy4YUTh HEOOXO0AUMYIO
CIICIMATBHYIO JIUTEPaTypy, 3aKOHOAATEIBHBIC aKTHI 1 CAMOCTOSTEIIFHO BBITTOJTHATH 33 aHUS.
CortacHO yueOHOMY IUTAHY CTY/ICHT JIOJDKEH BBITIOHUTE KOHKPETHBIC 3a/IaHMS 110 KaXI0H TeMe i OTBETUTH Ha
COOTBETCTBYIOIINE BONPOCHL. {115t oOecnieueHrs OJHO3HAYHOCTH TOJIKOBAHUS PE3yJIbTATOB BHIIIOJHEHHBIX 3aJaHH O
K0l TeMe, a 3HaYUT, yMEHbLICHHUS BEPOSITHOCTH OIIMOKH IIPU MPOBEPKE PE3yNIbTATOB NPEIaraloTcs eAnHbIe IpaBuiia
odopMITeHns pe3yabTaTOB. Pe3yabpTaThl BEITOTHEHHBIX 3aJaHUH clienyeT o(OpMIIATE B TUCHMEHHOM Bue. Texymmit
KOHTPOJIb OCYIIECTBIIICTCS MIPEHOAaBaTeIeM B Hauasle 3aHATUS B TEICHIE OTBEICHHOTO BPEMEHH U CTABUT CBOCH IETIBI0
OTpEeNeNIUTh TOTOBHOCTh CTYAEHTA K BHIMOJIHEHHIO MPAKTHUECKUX 3a1aHuil. KOHTpOIb TeKyIMX 3HaHUN IPOBOAUTCS Ha
3aHATHAX B POpME YCTHOTO WIIM MUCEMEHHOTO ompoca. O0bEeKTaMU TEKYIIEro KOHTPOIIS TIPH U3ydCHUH
«/lokyMeHTaIMOHHOE 00eCIICYEeHHE YIIPABICHIECKOH AESTENEHOCTIY SBIISIOTCS: TIOCEIICHHE JICKIIUI; TOATOTOBKA
Ka4yecTBO BBIMOJIHEHHS MPAKTUIECKUX U CAMOCTOATENBHBIX 3aJaHui. Pe3yabTaThl TEKYIIETO KOHTPOJISI BIHSIIOT Ha PEATHHT
cTyaeHTa. PyOexHBIH KOHTPOJIb IPOBOJUTCS OCIIE U3YYSHHUS KaXKIOTO MOIYIIS TUCIHUIUIAHBL: TECTHPOBAHHE, IPOBEACHHE
CEMHHAPOB M TPEHUHTOB, OJTOTOBKA IIPE3CHTAIIHH, BEIITOJTHEHHE TEM, BRIHECECHHBIX Ha CAMOCTOSTENbHOE n3ydeHune. [1pn
3TOM HCIIOJIB3YIOTCS HHPOPMAIIMOHHBIE TEXHOJIOTHH. L{eTh - BEISIBUTH ypOBEHb 3HAHUI CTYACHTOB I10 MaTepUaITy
W3Yy4EeHHOT'0 MOIY/S JUCLUIUIMHBL. Pe3ynbTaThl pyOeKHOTO KOHTPOJIS BIUSIOT HAa UTOTOBBIM PEHTHHT CTYIEHTA.
B ciyuae nmpuMeHeHHs TIpH peaTi3anyy JUCIUIUIAHEI JIEKTPOHHOTO 00ydeHNs, AUCTaHIIMOHHBIX 00pa30BaTEeIbHBIX
TEXHOJIOTHH OOIIeHHE 00YIarOIMXCSI ¥ TPEHOAAaBATENS OCYIIECTBIISIETCS B PEKUME PEATbHOTO BPEMEHH (OHIIAHH-JIEeKIN
(BeOuHApBI), 4aThI, BUACO-KOH(MEPEHINU U Ap.) WK OTJIOKEHHOTO BpeMEHH (CUCTeMa AUCTaHIMOHHOTO 00ydeHus Moodle,
MSOffice365, hopymbl, 37eKTpOHHAS MTOYTA H JP.).
Borbiryro gacTs BpeMeHH 00yJalonIuecs CaMOCTOSATENEHO PaboTAaIOT ¢ yaeOHO-METOANIECKIMH MaTepraiaMu. CTyIeHTHI
MMEIOT BO3MOXHOCTh KOHCYJIBTHPOBATHCS € IPEHOAAaBaTENIEM IT0 BCEM BOIIPOCAM, BOSHUKAOIIUM B X0/I€ CAMOCTOSATEIBHON
paboThI MOCPEICTBOM JIEKTPOHHOM MOYTHI, COLUANBHBIX CeTel U T.II.
Joctyn oOydaromierocst K y4eOHBIM pecypcaM B PeKUME OTIIOKEHHOTO BPEMEHH, CAMOCTOATEITBHON pabOoTHI
OCYIIECTBIISETCS Yepe3 ceTh MIHTepHeT B yIOOHOM IS HEro MeCTe, BpeMEHH U TeMITE.
[Tpu oOyueHnn U1l ¢ OTPaHUYEHHBIMHA BO3MOXHOCTSAMH 310POBBS 2JIEKTPOHHOE O0yUeHHE, TUCTAHIIMOHHbBIE
00pa3oBaTeNbHbIC TEXHOJIOTHH MPEIyCMaTPHBAIOT BOBMOXKHOCTH ITpUeMa-Tiepeiayd HH(pOPMAIUY B JOCTYITHBIX JUIS HUX
dbopmax.
Peanmsanust qUCIUIUIMHEI ¢ TPUMEHEHHUEM 3JIEKTPOHHOTO 00yJeHHs, TUCTAaHIMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTHH (aee
— 20, I0T) ocymectBisiercss Ha ocHOBaHUH «I10J0XKeHuUs 0 pealn3ali OCHOBHBIX U JOTIOJHUTEIBHBIX 00pa30oBaTeIbHbBIX
MporpamMM C IPUMEHEHHEM JJIEKTPOHHOTO 00yJeHHUS M TNCTAaHIMOHHBIX 00pa30BaTEIbHBIX TEXHOJOTHI B (heepaTIbHOM
TOCYIapCTBEHHOM OIO/PKETHOM 00pa30BaTEIbHOM YIPEXICHUH BRICIIETO 00pa3oBaHms «UemsIOMHCKUH rocynapCTBEHHbIH
yHUBEpCHUTETY», «I1070KEHUs 0 MOpsIKe 3aueTa 00yJIalomUMHICS IO OCHOBHBIM ITPO(HeCCHOHAIbHBIM 00pa30BaTeIbHBIM
mporpaMMam Bhiciiero oopasoBanus B ®I'6OY BO «Uenl V» pe3ynbTaToB OCBOCHHUS B OPTraHU3AIUAX, OCYIIECTBISIONINX
00pa3zoBaTENBHYIO AEATEITLHOCTD, YIEOHBIX ITPEMETOB, KYPCOB, AUCIUIUTHH (MOIyIeH), IPaKTHK, TOTTOTHUTEIBHBIX
00pa3zoBaTeNBHBIX IPOTPAMM» ITOCPEACTBOM NIEKTPOHHOI HHPOPMaMOHHO-00pa3oBaTensHON cpensl PI'BOY BO
«Henl'V». B uckirouuTensHbIX cnydasx (hopc-Maxop U T.I.) IpU pealn3aiu 00pa3oBaTeNbHON AITETLHOCTH C
npumeHeHueM D0, JIOT Moryr mpuMeHSATh KOMITIOHSHTHI, HE BXOJISIINE B TIEPEUCHB HJICKTPOHHON MH()OPMATHOHHO-
00pa3oBaTeNbHOM CpeIbL.

10. CHEIIMAJIBHBIE YCJIOBUS OCBOEHUSA JTUCIUITIJINHBI OBYYAIOIIUMHUCH C
HHBAJIMJHOCTBIO U OTPAHUYEHHBIMHA BO3MOXKHOCTAMMU 310POBbA

OcBoenne JUCHUIUIMHBL HWHBAJIWAAMU W JIMOAMU C OIPAaHUYCHHBIMHU BO3MOXXHOCTSAMU 3J0POBbS  OCYIICCTBIIACTCA C
UCIIONIb30BAaHNEM CIELMAIBHBIX TEXHHYECKHX CPEICTB M HMH(OPMALMOHHBIX TEXHOJOTHH, NpeNocTaBiseMbIX PecypcHbIM
y‘IC6HO-M€TO}II/I‘{€CKI/IM HEHTPOM I10 06yqum0 HWHBAJIMAOB U JIHI C OTPAHUYCHHBIMU BO3MOKHOCTAMU 340POBBS YenlV 1o
3ampocy oOydatomierocs (MOOWIIBHBIC CIICIMANBHBIC TEXHHYECKHE CPEACTBAa JUIS JIMIl C HApYIICHUSIMH 3pEHHA H C
HapyIIeHHEM CITyXa, aCCUCTUBHbIE HHPOPMALIMOHHBIE TEXHOIOTUH ).

ITpu HeoOxoanMocTH Ul OOYJAIOMIMXCS C HAPYIICHUSIMH 3pEHHS Ha pabOdMX MecTax Ul IPOBEICHUS IPAKTHUECKHX HIIH
JTa00paTOPHBIX 3aHATHI YCTaHABIMBACTCS CIELMAIBHOE MpOrpaMMHOe obOecredeHne (MporpaMma pedeBOl HaBHTalHH,
pedeBble CHHTE3aTOPHI, SKPAHHbIE JIYIIb).

B yueOHble aymuropuu obecrieunBaeTcs OCCHPENSATCTBEHHBIH JOCTYm A OOYJalOmMXCS € WHBAJIMJHOCTBIO U C
OTPaAaHUYCHHBIMH BO3MOYKHOCTSAMHU 3O0POBbBA. B Ka){caoﬁ ayauTopuu, rac O6yan0TCH HWHBAJIMABI U JiMlla C OrpaHWUYCHHBIMU
BO3MOXXHOCTSIMH  3/I0POBbsI, IPEIYyCMATPUBAETCSI COOTBETCTBYIOLIEE KOJMYECTBO MeECT JUisi OOYydaroMXcs C y4eToM
HapyLeHUH UX 340pPOBbsl.

© ®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 MOAr0TOBKH (criernanpaocti) 38.03.01 "DxoHoMuKA" HampaBieHHOCTH (Tpoduo) busnec- crp. 14
aHanutuka 1 MapkeTHHr ®I'BOY BO «Yenl 'Y»

Jis OCBOGHUS JVCIUIUTUHBI WHBANUIAM W JIMIAM C OTPaHUYEHHBIMH BO3MOXHOCTSMH 3JIOPOBbBSI MPENOCTABISIETCS] TOCTYI K
MEYaTHBIM HMCTOYHHMKAM, MMEIOIMMCS B HaydHol Oubimorexke Yenl'VY, ¢ MOMOIIBIO ClENMAJIbHBIX TEXHHYECKUX CPEICTB;
JIOCTYIT C MOMOIIBIO CHEUAIBHBIX TEXHUYECKUX W MPOTPAMMHBIX CPEIICTB K AJIEKTPOHHBIM HMCTOYHUKAM, MPEJCTABICHHBIM B
(hopMe 21eKTpOHHOTO TOKyMEHTa B (hoHIe HayaHOU OnbmmoTekn Yenl'Y wi 21eKTpOHHO-ONOIMOTEIHBIX CHCTEMAX.
Y4eOHO-MeTOIMYeCKue MaTepHaibl Uil OOYJaroMIMXCS M3 YHCIa WHBAJIHIOB WM JIUI] C OTPAaHMYEHHBIMH BO3MOXKHOCTSIMH
3II0pPOBbsI MPEOCTABISAIOTCS B (opMax, aZanTUPOBAHHBIX K OTPAaHUYCHUSM HUX 3I0POBbSI U OCOOCHHOCTSIM BOCIPHUSITHS
nHpOpManHH.

Jis MHBANHMIOB W JIUII C OTPAaHMYCHHBIMH BO3MOXKHOCTSIMH 3JI0POBBSI OCBOCHWE JHMCIUILIMHBI MOXET OBITh YaCTUYHO WIIH
MOJTHOCTBIO OCYIIECTBIICHO C MCIIOIB30BAHUEM TUCTAHIIMOHHBIX 00pa30BaTeNbHBIX TEXHOIOTHH.

[Ipu mpoBeAeHUH MPOMEKYTOUHOW ATTECTAllMU IO AUCIMIUIMHE OOYJAIOMIMMCS C WHBAIMAHOCTBIO M C OIPaHHMYCHHBIMHU
BO3MOYKHOCTSIMH 37I0POBBsSI 00ECIIEUMBACTCS MO WX 3asBJICHUIO NPEIOCTABICHUE B JIOCTYMHON (hopMe B 3aBHCHMOCTH OT HX
WHIWBUAYATbHBIX OCOOCHHOCTEH HMHCTPYKIMH O TMOPSAKE MPOBENEHHS MPOMEXKYTOYHOH aTTECTAlMH, OLEHOYHBIX CPEICTB H
BO3MOKHOCTH OTBETOB Ha 3a/aHusl (IHMCbMEHHO Ha Oymare, HaOOp OTBETOB Ha KOMIIbIOTEpEe, MUCbMEHHO Ipudrom bpaiins, ¢
WCIIOJIb30BaHNEM YCIIYT aCCUCTEHTa, YCTHO).

[Ipu mpoBeneHNU TPOLEAYPHI OIEHUBAHUS PE3YIBTATOB OOYUEHUS WHBAIUIOB W JIUI C OTPAHUYEHHBIMH BO3MOXKHOCTSIMH
3M0pOBbS TPEAYCMATPUBAETCS HCIONb30BaHUE MpeAocTaBleHHBIX YenlY wuiau coOCTBEHHBIX TEXHHYECKHX CpPEACTB,
HEOOXOJUMBIX WM B CBA3M C WX WHAMBUAYAJIbHBIMH OCOOCHHOCTAMH. I[IpH HEOOXOMUMOCTH HWHBAIUAAM M JIHIAM C
OTPaHUYCHHBIMH BO3MOXKHOCTSIMH 37I0POBbSI TIPEIOCTABIISCTCS OTIOJHUTEIBHOS BPEMs JJIsl MMOJATOTOBKM OTBETA Ha 3aJIaHUs,
MpoIeypa OLEHUBAHUS PE3YIbTATOB O0YUSHHUS IO AUCIUIIIMHE MOXKET MPOBOAUTHCS B HECKOJIBKO 3TAIOB.

© ®I'BOY BO «Henl'V»
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PaGouass nporpaMmma qucuMnJIMHBI (MO1YJ1s1) 0100peHa U peKOMEHI0BaHa:

ITpopekTop mo ydeOHOM padoTe yTBepxkaeHo 27.02.26 A.A. CanamatoB
Y4eHBIM COBETOM MHCTUTYTa SKOHOMHKH OTpaciiei, On3Heca v aJIMHHICTPHPOBAHHUS
ITporoxon 3aceqanust Ne 7 ot 16.02.2026

[Ipencenarens YdeHoro coBera

WHCTHUTYTa YKOHOMHKH OTpPAaCIEH,
Ou3Heca ¥ aJMUHUCTPUPOBAHUS COIJIaCOBAHO 1O. III. Kankaes

3acenanuem kadeapbl IKOHOMUKH OTPAC/Ieil U PHIHKOB
ITporoxon 3aceqanust Ne 7 ot 16.02.2026
3aBenyromui kapenpoi CcOIIacOBaHO J.C. benn

ABTOD (COCTaBUTEIIH) JL.B. CrankeBu4

CTpykrypa pa6oueii mporpaMmbl c00TBeTCTBYeT mpukasy pekropa ®I'bOY BO «Ueal'¥» ot «13»
anpeas 2021 r. Ne 274-1



