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1. IEJIX OCBOEHUA N CHUIIJINHBI

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

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

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

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

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

YUPESKACHUH, OpraHUu3allvii U Ha NPCATIPUATUHA.

2. MECTO JUCIIUITIJIMHBI B CTPYKTYPE OIIOII

Huka (paznen) OIOIT: K.M.03.06

2.1 TpeOoBaHus K NPEABAPUTEIbLHOI IOAT0TOBKE 00y4al01erocs:

WHocTpaHHBIN SI3bIK

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

W3yueHne qUCHMIIITUHBI SBJISETCS OCHOBOM JajbHeHero n3ydeHus Kypca "buznec-koMMyHuKanuu'", a Takxe
c(hOopMHUPOBAHHBIE KOMITETEHIIH OYIYT 3aKPETUIATHCS Ha MPAKTHUKE 110 TOIYYSHHUIO MPO(ECCHOHATBHBIX YMEHHH U OMBITa
o EeCCHOHANTBHON IeITeIbHOCTH

YpapieHue nepcoHanoM

JIGJ'IOBBIC KOMMYHHKaIIUH

MapxkeTusr

DKOHOMUYECKHI aHAJIN3

YHpaBJ'IGHI/Ie YCJIOBCYCCKUMHU peECypCaMu

YnpapieHue npoeKTaMu

Hay4no-uccnenoBarenbckas padora 2

IMoaroToBka Kk MpoIEeaype 3aIUTHI U 3aIIUTa BRITYCKHON KBATH()UKAIIMOHHON pabOTEI

Hpe,HZ[I/IHJ'IOMHaﬂ IIpaKTUKa

Texnonoruueckas (IPOEKTHO-TEXHOJIOTHUECKAsT) MPAaKTHKA 2

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

WHocTpaHHBIN A3bIK

Ortuka npodecCHOHATFHON IeTeTbHOCTH

ITpousBoACTBEHHAS MPAKTUKA (TEXHOJIOTHYECKAs (IPOCKTHO-TEXHOJIOTUYECKast) MPaKTHKa 1)

ITpousBosaCcTBEeHHAs MpaKTHKa (HaydHO-HCCIeI0BaTeNbCKas padoTa 2)

ITpousBoacTBEeHHAS MPAaKTHKA (TEXHOJIOTHYECKAs (TPOCKTHO-TEXHOJIOTHYECKasT) TPAKTHKA 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 MPUHIXNAX AETOBOW YCTHOW M MUChMEHHOW KOMMYHUKAIIUH HA TOCYIapCTBEHHOM
s3b1ke Poccutickoii @enepanuu 1 HHOCTPaHHOM(BIX) sI3bIKe(aX)

YMmers:

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

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

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

3HaTh:

,Z[eMOHCTpI/IpyeT 3HAHUA O MMOPSAIKE COCTABJIICHUA U ITpaBUJIax O(I)OpM.HeHI/IH AOKYMCHTAIIUNU Ou3HEC-aHaIN3a WK
MAapKETUHTOBOI'O UCCICAOBAaHNS B OpraHn3alnu,

YMmerh:

0(OPMUTH pe3yabTaThI IPOBEIEHHOTO OU3HEC-aHAIN3a WX MaPKETHHIOBOTO UCCIIEA0BAHUS

Baagern:

Vimeet HaBBIKH 0(hOPMIICHUS PE3YNbTATOB IPOBEICHHOTO OU3HEC-aHAIN3a UM MAPKETHHIOBOTO HCCIIEIOBAHUS

B pe3ynbTaTe 0CBOEHNS AUCIHILUIMHBI 00yIAIOIIMIACS T0KEeH

3.1 |3narn:

3.1.1 | leMOHCTpUpYeT 3HAHUS O TMOPSIKE COCTABIEHUS U MpaBuiIax 0pOpMIICHUS JOKYMEHTAIMH OM3HEC-aHAIN3a
W MapKETHHIOBOTO HCCIIEIOBAHHS B OPTaHU3ALHN;

3.2 | YMeTh:

3.2.1 O(I)O]C)MI/ITL Ppe3yabTaThl HIPOBEACHHOI'O Ou3HeC-aHaIu3a WIIN MAapKETHHI'OBOT'O UCCIICTOBAHUS

3.3 | Baagers:

3.3.1 | Umeet HaBBIKH 0POPMIICHHUS PE3yITATOB MPOBEICHHOTO OM3HEC-aHAIN3a FITH MAPKETUHTOBOTO HCCIIETIOBAHHUS

4. OFLEM JUCLMILIMHBI (MOYJI5T)

O6Lwas TpyaoemMKoCcTb 4 3ET
Yacos 1o yueOHOMY IIaHy : 144 Busl KOHTpOIISL B cemecTpax:
B TOM YHCIIE
ayJAUTOPHBIE 3aHATHSA : 48 9K3aMeHsl 1

caMocCTosITeNbHas paboTa : 51
4acoB Ha KOHTPOJIb : 36
KOHTaKTHas pabora: 57
HKP: 9

5. CTPYKTYPA U COAEP)KAHME JJUCHHUIIVIMHBI (MOY.JIAA)

Kon HaunmeHoBaHue pa3/ie/ioB U TeM /BUA 3aHATHSA/ Cemecr | Hacos JlutepaTtypa
3aHATH p / Kvpc
Pa3znen 1. /lesionpon3BOACTBO — OCHOBA T€XHOJOTHHU YIPABJICHHS
1.1 Cryx6a TOKyMEHTAI[HOHHOTO 00eCIeYeHHs YIIPAaBICHH: 3a/1a4H, 1 2 JI1.1 JI1.2J12.1
¢byHKIMH, cTpykTypa. /Jlex/ JI2.2 J12.3J13.1
J13.2J13.3
313233
1.2 Ananu3 1 BBIBICHHE TIpoOiieM B pabote ciryx0s1 10V ; mpumeHeHne 1 2 JI1.1 JI1.2J12.1
COBpPEMEHHBIX TEXHOJOTUH U METOAMK Il COBEPLICHCTBOBAHUS PabOThI JI2.2 J12.3J13.1
cnyx6b1 JIOY B opraHuzamusx, yIpexaeHUsX U Ha npennpusatusx /T1p/ JI3.2J13.3
3135
1.3 JEJIOITPOU3BO/ICTBO, ET'O 3AKOHOATEJIBHOE U 1 18 JI1.1 J11.2J12.1
HOPMATUBHO-METOJWYECKOE PEI'YJIMPOBAHME J12.2 J12.3J13.1
OPI'AHM3ALIMA JEJIOITPON3BOACTBEHHOI'O J13.2J13.3
OBCIJIYXKBAHU A 313233 54 35
IMOJIOXKEHUE O CIIYXKXBE OEJIOITPOU3BOJCTBA
JOJDKHOCTHBIE MHCTPYKLINA WHCTPYKLIMA 1O
JEJIOITPOU3BOACTBY OPI'AHM3ALIMA PABOUYNX MECT
/Cp/
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1.4 Texymwmii koHTpOIHL /MKP/ 1 2 JIT.1JI1.2J12.1
JI2.2 J12.3J13.1
JI3.2J13.3
Paznen 2. OcHoBHBIE TOKYMEHTHI ynpaBJjeHus. TpeboBanus k
0¢opMIIEHHIO0, TEXHOJIOTHS CO3TAHUS JOKYMEHTOB
2.1 YnpaneHueckuit ToKyMeHT: QyHKINH, fopunudeckas cuia. Y CJI /Jlex/ 1 2 JIT.1JI1.2J12.1
JI2.2 J12.3J13.1
JI3.2J13.3
313233
2.2 Knaccugukanmst, yauukanus 1 CTaHIapTH3AMINS YIIPABICHUECKIX 1 2 JIT.1JI1.2J12.1
JIOKyMeHTOB /JIex/ J12.2 J12.3J13.1
JI3.2J13.3
313233
2.3 [IpaBuia odopmiteHHS PEKBU3UTOB JOKYMEHTOB /JIek/ 1 4 JIT.1 JI1.2J12.1
JI2.2 J12.3J13.1
JI3.2J13.3
3135
2.4 N3ydenune peKBU3UTOB JOKYMEHTOB M COCTaBJICHHE OJIAHKOB 1 2 JIT.1 J11.2J12.1
noxymentoB /Ilp/ JI2.2 J12.3J13.1
JI3.2J13.3
34 35
2.5 Oco6eHHoCTH 0(hOPMIIEHHSI CIIPABOYHO - HH()OPMAITHOHHBIX 1 2 JI1.1 J11.2J12.1
noxymenToB /IIp/ JI2.2 J12.3J13.1
JI3.2J13.3
24 35
2.6 OcobeHHOCTH 0hOPMITCHHUS ITPOTOKOJIOB TIOJTHON M KPaTKOW (POPMBI 1 4 JI1.1 JI1.2J12.1
(memosas urpa) /Ip/ J12.2 J12.3J13.1
JI3.2J13.3
24 35
2.7 Oco6eHHOCTH 0(hOPMIICHHSI OPTaHU3AIMOHHO - PACTIOPSAIUTEIBHBIX 1 4 JIT.1JIT.2J12.1
noxymenToB /IIp/ J12.2 J12.3J13.1
JI3.2J13.3
24 35
2.8 OcobeHHOCTH 0(hOPMIIEHHSI KOMMEPYECKOH JOKYMEHTAITUH IO 1 2 JIT.1JI1.2J12.1
3aKJTF0YEHHIO U MCTIOTHEeHNIo foroBopa /I1p/ J12.2 J12.3J13.1
JI3.2J13.3
2425
2.9 OCOOCHHOCTH perucTpanuu okymMeHToB /TIp/ 1 2 JI1.1 J11.2J12.1
J12.2 J12.3J13.1
JI3.2J13.3
2425
2.10 | OcobennocTr 0poOpMIICHHUS JOKYMEHTOB 10 JMYHOMY coctaBy /IIp/ 1 6 JIT.1JIT.2J12.1
J12.2 J12.3J13.1
JI3.2J13.3
2425
2.11 | TPEBOBAHUA K O®OPMIJIEHNIO JOKYMEHTOB 1 15 JI1.1 JI1.2J12.1
BJIAHK JOKYMEHTA JI2.2 J12.3J13.1
MNOPANOK AIPECOBAHUA JI3.2J13.3

COI'TACOBAHUE, ITIOAITMCAHIME U YTBEPXKIEHUE

0122333435

JOKYMEHTA
OTMETKU HA JTOKYMEHTE
/Cp/
2.12 | Texymwuit koutpoiss /MKP/ 1 3 JI1.1 J11.2J12.1
J12.2 J12.3J13.1
JI3.2J13.3

Pazgen 3. O61mue npuHUMIBI 1 MeTOAUYECKHE OCHOBbI OPraHU3ALMHI
JAOKYMEHT0000poTa

© ®I'BOY BO «Henl'V»
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3.1 Opranauzanus paboTsl ¢ JoKyMeHTamu /JIek/ 1 2 JI1.1 J11.2J12.1
JI2.2 J12.3J13.1
JI3.2J13.3
313233
3.2 Anroput™m 00paboTku foKymMeHTarun /Jlex/ 1 2 JI1.1 J11.2J12.1
J12.2 J12.3J13.1
JI3.2J13.3
€|
33 PETUCTPALIMS JOKYMEHTOB 1 2 JI1.1 J11.2J12.1
KOHTPOJIb 3A UCTIOJIHEHMEM JOKYMEHTOB JI2.2 J12.3J13.1
NHOOPMALIMOHHO-CIIPABOYHAS PABOTA JI3.2J13.3
OTIIPABKA TOKYMEHTOB 31
/JTex/
34 O0paboTka, cucTeMaTru3anus U XpaHeHHue TOKYMEHTOB (9KCKYPCHS B 1 4 JIT.1JI1.2J12.1
apxus) /Ilp/ JI2.2 J12.3J13.1
JI3.2J13.3
95
35 IIpaBua BefxeHNS U XPaHEHUS TPYHAOBBIX KHIKEK, H3TOTOBJICHUS OJIAHKOB 1 4 JI1.1 JI1.2J12.1
TPYAOBOH KHIKKHU U oOecrieueHust UM paboTonareneit /I1p/ JI2.2 J12.3J13.1
JI3.2J13.3
01223335
3.6 O06paboTka, cucremMaTu3aius 1 XpaneHue JokyMeHToB /Cp/ 1 18 JI1.1 J11.2J12.1
J12.2 J12.3J13.1
JI3.2J13.3
01022233435
3.7 Texymmii koHTpOIH /MKP/ 1 2 JIT.1 JI1.2J12.1
JI2.2 J12.3J13.1
JI3.2J13.3
3.8 Koncynpramus /MKP/ 1 2 JI1.1 J11.2J12.1
J12.2 J12.3J13.1
JI3.2J13.3

6. POH/J1 OIEHOYHBIX CPEJCTB

6.1. IlepeuyeHb BU/IOB OLEHOYHBIX CPEACTB

ceMHHap

TecT

ImpakTHyeckas pabora
TPEHUHT

6.2. TunoBkIe KOHTPOJBbHBIC 3aIaHUA U HHBIC MAaTCpPpUAJIbI AJIA TeKymeﬁ aTTeCTallui

Monyns 1. Jlenonpon3BoACTBO — OCHOBA TEXHOJIOTHH YIPABICHUS
Tema. Cemunapckoe 3ausTtue: «Ciayxoa JOY»

Lenu: popMupoBaHue CIOCOOHOCTU OCYLIECTBIATH MOUCK HH(POPMAIIMH 110 MTOJYYCHHOMY 3a1aHUIO, CIIOCOOHOCTH
HaXOJHUTh ONTHMAaJIbHEIC OPraHM3alNOHHO-YIIPABICHYECKHE PEIICHNS, OCYIIECTBIATE COOP U aHAIN3 HH(POPMAIIHOHHBIX
JTAHHBIX YMEHHE OPraHM30BaTh CIyK0y JOKyMEHTAIHOHHOTO 00ECIEYEHHS YIIPABICHHUS U PabOTy e COTPYIHUKOB B
YIPEXICHUH, OPraHU3alMy ¥ Ha TIPEANPUATHH, TPOBECTH aHAIN3 U BBIBIEHHE po0ieM B paboTe CITyKObl
JIOKYMEHTaIIMOHHOTO 00eCIICUCHHSI YIIPABIICHIUS B OPraHU3aIH; TPUMEHEHHE COBPEMEHHBIX TEXHOIOTHH M METOUK IS
COBEPIIICHCTBOBAHMUS pabOTHI CIyKOBI TOKYMEHTAIIMOHHOTO 00ECIICUeHHUS YIPABICHHUS B OPTAaHN3AINAX, YIPESKICHNAX U Ha
HpeANPUSITUSAX.

3anganue 1. 3yants cTpykTypHI ciayx6 JJOY

3aganue 2. OmucaTs CTPYKTYpy ciry:k0b61 IOY B KOHKPETHOH OpraHu3aIuu

3ananue 3. O3HAKOMUTBCA C TUTIOBOM TOHKHOCTHON MHCTPYKLUEH ceKpeTaps

3ananue 4. [IpuBecty npuMep JOHKHOCTHOM MHCTPYKIMHU paboTHHKA ciryxOb! JIOY KOHKpETHOH opraHu3aniu
3amanue 5. O3HAKOMHUTHCS C TUTIOBBIM TOJIOKeHUEM ciryxO0b1 JIOY

3aganue 6. OnucaTs 3aga4n ciayx0s! JJOY B KOHKpETHON OpraHU3aluH
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3amanue 7. Omucatb padoty ciayx0b1 IOY B KOHKPETHOH OpraHU3aIiH
3aganue 8. JlaTb peKOMEHIALUY IO COBEPLICHCTBOBAHUIO paboThI ciykObl JJOY B KOHKPETHOH OpraHu3anuu

Tpenunr
AHany3 KOHKPETHBIX CUTyallMi IO COCTABJICHUIO OCHOBHBIX JOKYMEHTOB YIIPaBIICHUS

B PpaMKax JaHHOTIO TPEHHUHIA CTYACHTAM OIIMCBIBACTCA CUTYyallusd, HAIIPUMEDP: «Bam HCO6XO}II/IMO JOBECTHU I/IH(I)OpMaHI/I}O a0
PYKOBOJACTBA, YTO B IEJIAX BBITIOJTHCHUSA pa60TI)I B CPOK BO3HUKACT HeO6XOI[I/IMOCTI) JOITIOJTHUTCIIBHOTO obecreueHus
TEXHUYECKUMH CpeicTBaMmu» Jlasiee CTyAeHTHI ONPENeNsIoT: KaKoi BUA JOKYMEHTa HEOOXOIUMO COCTaBUTh B JaHHOM
CHUTYyalLllH, KaKue TpeOOBaHMS NPESABSBIAIOTCS K 0OPMIICHHIO TAaHHOTO BHJa TOKYMEHTa. B pesynbrate cocTaBisercs
MMPOCKT KOHKPETHOI'O BHJa JOKYMCHTA, HCO6XOI[I/IMOFO B Z[aHHOﬁ HpOHSBOHCTBeHHOﬁ CUTYyaluu.

JlokyMeHTO000pOT

TpeHHHT IO COCTABICHUIO CXEMBI JOKYMEHTOO00pOTa

B pamkax TaHHOTO TPEHUHIA CTYICHTaM MpeiaraeTcs BEIOpaTh KOHKPETHBIH BHI TOKYMEHTA, a TAK)KE KPATKO OIHCATh
KOHKPETHYIO opraHmu3anuio. Jlanee HCOOX0ANMO COCTABHTH ONITUMAJIBHYIO CXeMY JOKYMEHTO000pOTa IS JaHHOTO BUIA
JIOKYMEHTa B OTIMCAHHOM OpraHU3aIliH, TaK K& He00X0AUMO, 0003HAYUTH ITAITBI JOKYMEHTOO00POTa, HX HEOOXOUMOCTD,
onucaTh 0cobeHHOCTH padoThl cyxObr IOY Ha kaxaom dTame. CBOIO MO3HIUIO HEOOXO0AUMO OOCYIUTH U I0Ka3aTh Ha
o01eM 00CYKICHUH, B X0/1¢ KOTOPOTO CTYACHTHI 33/Ia0T IPYT APYTy BOIPOCH. PaboTa MOKET MPOBOIUTHCS B MaJIbIX
TPYIIAax WA KOJJICKTUBHO.

[IpumepHsIii TecT:

1 CocraBHOI 9acThIO IETOTPON3BOJICTBA SIBIISACTCS:

A) Bce OTBETHI BEPHEI

B) noxymeHTHpOBaHUE KaK MPOLIECC COCTABICHUS U 0(OPMIIEHHUS JOKYMEHTOB

B) perucrpauus 10KyMEHTOB

I') mepepaboTka TOKyMEHTHPOBAaHHOH HH(POpMALIIH

2. OCHOBHBIM 00BEKTOM U3y4EHHS B ACTOMPOU3BOJICTBE SBISCTCA:

A) 110007 TOKYMEHT, a TaKKe mporecc paboThl ¢ HUM

b) Opranu3annoHHO-pacopsITUTENBHBIA JOKYMEHT

B) 10KyMEHTBI TOCTOSHHOTO XPAHCHUS

I') Bce oTBETHI BEpHBI

3. Yro Takoe qOKyMeHT?

A) nadpopmanus, 3ahpUKCHPOBaHHAS HAa MAaTePHAIEHOM HOCHTENE

B) pe3ynbrat 0TOoOpakeHus HaKkTOB U COOBITHIA

B) pe3ynbTaT 0TOOpaskeHUs SABICHUI 00BEKTUBHOM MEHCTBUTEIBHOCTH

I') pe3ymbTaT 0TOOpasKEHNST MBICITUTENBEHOH eI TeTHHOCTH

4. 3agagaMu JETOIPOU3BOJCTBA ABJISIOTCS:

A) Bce OTBETHI BEPHBI

B) oTpakeHue yrpaBiIeHUECKO, IPON3BOCTBEHHON W HHOW JCSATEIFHOCTH B COOTBETCTBYIOMINX JOKYMEHTAX
B) obecrieueHne parioHAIBHOTO HCHOIB30BAHUS JOKYMEHTOB B AETOBO MPAKTUKE MPEIIPUSITHL

5. ITo KaKMM HNPUHIMIAM CIIEyeT OPraHH30BbIBATH ACIONPOU3BOACTBO HA MPEATIPUSTHN?
A) BCce OTBETHI BEPHbI

b) onepaTuBHOCTB - OBICTpast U 9eTKast paboTa ¢ JOKyMEHTaMHU

B) Texnuueckoe coBpeMEHHOE OCHAIIEHHE, 00JIerdatomniee paboTy ¢ JOKYMEHTaMH
I') nenecooOpa3HOCTH BCEX EMONPOU3BOICTBEHHBIX ONepaii

6. CmemmanHas popMa OpraHH3aIUH ACTOTPONU3BOCTBA TPUMEHIETCS:

A) B KpyIHBIX IPEANPUATHIX

B) B HEOonBIINX MPENTPUITHIX

B) B manbIx opraru3anusx, Gpupmax

I') Bce OTBETHI BEpHBI

7. Kem ocymectiserca IOV Ha npeanpustuu?

A) cayxooit 10Y

b) pykoBoauTenem

B) otnenom xaapos

I') 6yxranrepueit

8. Uto Takoe perucrpanus 10KyMeHTOB?
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A) ukcanus hakTa CO3TAHUS WIN MTOCTYIUICHHUS JOKYMEHTA M 3aIIMCh HEOOXOANMBIX CBEICHHI O IOKYMEHTAaX C
MOCJIEAYIOMUM IIPOCTaBICHUEM Ha HUX JEIONPOU3BOCTBEHHOTO HHIEKCA U JAaThl PETHCTPALluU
b) ydeT nocTynuBIIMX JOKyMEHTOB

B) mpocrasieHne perucTpaiioHHOTO MTaMIa

I') Bce OTBETHI BEpHEI

9. Perucrpanust HeoOXoaUMa JJIs:

A) Toucka, ygera U KOHTPOJISI JOKYMEHTOB

b) ydera u nmepeaun Ha apXUBHOE XpaHEHHUE TOKYMEHTOB

B) xoHTpONS JOKYMEHTOB

I') GvicTpOTO MOKCKA TOKYMEHTOB

10. PeructparmoHHbIe CBEIEHHUS OQOPMIISIOTCS:

A) apabckumu (paMu B JICBOM HIDKHEM YLy

b) pumckuMu 1 pamu B IpaBoM BEPXHEM YIITy

B) apabckumu mdpaMu B IpaBOM HIDKHEM YIITY

I') mro6pIMu ndpamu B TF000M MecTe

IMPAKTUYECKAA PABOTA 2

1. CocraBbte mpuka3 mo OO0 «Curres» r. YenstOMHCKA 0 pexkuMepabOThI IPSAIPHATHS B Ipa3IHAYHbBIC THH 7 U § MapTa
2016T.

B koHcTaTHpytomen yacTu ykaxxute ocHoBanue — cT. 112 Tpynosoro xonekca PO.

B pacnopsanTensHol yactu onpenenute 7 u § Mapta 2016 . HepaboUNMH THAMH JUTS COTPYIHUKOB MIPEATIPUATHS.
OTMenuTe B Hepabounenau 7 u 8 MapTa Bce BUABI paboT. JlaiiTe mopyueHne 3aMeCTUTENIO JUPEKTOPa 110 X03AHCTBEHHON
pabote A. I1. CunopoBy oOecriednTsb B STUIHU IEKYPHBIH PEXUM pabOThI IKCILTyaTAlIMOHHBIX CIYXO0, OXpaHy CIy)KeOHBIX
TIOMETICHNH, a TaKkKe BHIOJHEHNE TpeOoBaHUH TokapHOH Oe3omacHocTH. KOHTPOIE 32 HCTIOTHEHNEM ITPHKa3a BO3IOXKUTE
Ha MEPBOTO

3amecturens qupekropa C. JI. Kosanesa.

[Tpukas noanucan qupekropll. K. ®enopos.

2. Cocrasbte akT mo OAO «PocrenecucreMsl» 0 mpoBepKe padoTHI ¢ fokyMeHTaMU. OCHOBaHUE — MPUKa3 JUPEKTOpa OT
24.03.2016 . Ne 23 «O paboTe ¢ TOKyMEeHTaMu». B akTe MPOBEPKH AODKHBI OBITh 3a(hUKCHPOBAHBI CIICAYIOIINE HETOCTATKH:
o(opMITEHHBIE B CTPYKTYPHBIX ITOIpa3eTIeHIIX JOKYMEHTHI He COOTBETCTBYIOT TpeOoBanmsaM ['OCToB; nmerorcs cirydan
yTepH JOKYMEHTOB B OT/eNaX; KOHTPOJIb 3a HCIIOJIHEHHEM JTOKYMEHTOB BeJeTCs cl1a00; He IPUMEHSIOTCS CPEACTBA
BBIYHCIIUTENBEHON TEXHUKH JJIsI aBTOMATU3ALUN KOHTPOJIS 32 UCTIOTHEHHEM JOKYMEHTOB H MX y4eTa. AKT YTBepKICH
TeHepaJIbHBIM TUPEKTOpOM Ipennpustist A. B. Po3oBbM. [Ipyrie peKBH3HUTHI YKaXKUTE CaMOCTOSTENEHO.

3. VYka3aTb, KaKue peKBU3UTHI UCIOIb30BaHBI AJIS1 COCTABIECHUS TOKYMEHTa (CM. TOKYMEHT)

6.3. TunoBbie KOHTPOJILHBIE BONPOCHI M 3aJaHUS VIS IPOMEKYTOUHON aTTecTalnu

Bomnpocs! k 5k3aMeHy
. IToHATHS «TOKYMEHTaIIMOHHOE 00eCTIeUeHNE YIPABICHIS» U «IETOTPON3BOJICTBOY
. Cnyx6a IOY — GyHKIUH U CTPYKTYpa, IIpaBa 1 OTBETCTBEHHOCTD
. HopmaTuBHO-TIpaBoBast 6a3a JOKYMEHTUPOBAHHS
. [NonsTne «yHUUKAIMS JOKYMEHTOBY» U €T0 3HAYCHHE B COBPEMEHHOM JIEIOTPON3BOJICTBE
. Crarmaptuzamus noxymenTos. Tpedosanust [OCT P.6-30-2003
. PexBu3ut. Pacnionoxenue u pazmMep peKBU3UTOB
. ITonstue «10kyMeHT». OYHKIMU JOKYMEHTOB
. Kimaccnguxanms nokymeHTOB
. CucreMsl JOKyMEHTOB
10. Opranu3alioHHO-PaCIOPAAUTENBHAS CUCTEMA TOKYMEHTAlUU
11. PacnopsiauTtenbHble JOKYMEHTHI
12. Opranu3aliliOHHO-IIPABOBBIE TOKYMEHTBI
13. NnpopmMaimoHHO-CIIPaBOYHbIE JOKYMEHTHI
14. JIokyMEHTBI 11O INYHOMY COCTaBY
15. TexHOMOTHS PabOTHI C TOKYMEHTaAMHU
16. OnpeneneHne NOHATHS «JOKyMEHTOO00POTay, OOIIIE IPHHITUITEI M METOJMYECKHAE OCHOBBI OPTaHU3aINU
JOKyMEHTO000pOTa
17. CtpykTypa 1 00IIas XapaKTepUCTHKA TOKYMEHTOIIOTOKOB
18. Peructpanus kak cocrtaBHasl 4yacTb TexHosoruu 10Y

O 001N U AWK —
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19. Dransl NpOX0XKACHUS U UCIIOJIHEHUS UCXOIIUX U BHYTPEHHUX 10KyMeHTOB 20. Perucrpanus 10kyMeHTOB. 3a1auu U
IPUHLUIBI PETUCTPAIHU

21. OcHOBHBIE NIpaBUJIa UHIEKCALUU JTOKYMEHTOB

22. ®opMHUpPOBAHUE U XPAaHEHUE €] B JIETIONPOU3BOJICTBE

23. OnpeneneHue MOHATHSI HOMEHKIIATYPHI Ae)l. BUabl HOMEHKIATyp Ael
24. TpeboBaHus K (GOPMYIUPOBKE 3aT0JIOBKOB JIe/I B HOMEHKIIATYpe

25. Obpa3zoBaHMe HHJCKCA JIella B HOMEHKIIATYpe

26. Cpoku xpaHeHHUs Ael

27. XpaHeHHe TOKYMEHTOB B CTPYKTYPHBIX HOApa3/IeCHUSIX OpraHU3alul
28. IloaroToBka ¥ nepeaava A€l B BEAOMCTBEHHBIH apXUB

29. TpeboBaHust K 0(OPMIICHHIO JIEIT

30. Ompenenenue U COCTaBICHNE ONUCEH

IMPAKTUYECKAS YACTD (mmpumep)

CocraBbTe NIpUKa3 10 PEMOHTHO-3KCIUIyaTallMOHHOMY MyHUIIUIIAIbHOMY yripasieHuto Ne 15.ITpuka3 u3nan Ha OCHOBaHUM
noctaHosneHus IIpaBurensctBa MockBsl OT 8 ceHTI0ps Tekymero roga Ne 908 «O roToBHOCTH CIIyx0 TOpPOACKOroO
X03sICTBa K YOOpKe TeppuTOpHit MOCKBBI B 3UMHHIA TIEPUOTY.

JlupekTop peMOHTHO-IKCINTYaTAIHOHHOTO MyHHIIMNAIbHOTO yripaBieHus Ne 15 3otoB U.T. 5 oxTa0ps Tekymiero roxa u3gain
MpPUKa3 O MMOATOTOBKE K YOOPKE TEPPUTOPHN B 3UMHHIA IIEPHOJ TEKYIIETO Toja.

I'naBubIil uHxeHep HukonaeB B.B. k 15 okTa0ps JOKeH MIPOBECTH 3aKpeIlieHHe YOUpaeMbIX TEPPUTOPHA 32 TEXHUKAMU-
CMOTPHTEIISIMH M IBOPHUKAMH, COCTaBUTh TPpaUK JBYXCMEHHON pabOTHI IO YOOpKE TPOTYapoOB M IBOPOBHIX TEPPUTOPHI,
pa3paboTaTh 1 COTIACOBATH B MpeeKType OKPYTra IIaH YOOPKH TEPPUTOPHIL C IPUBICICHUEM JTIONCH U TEXHUKN
BEIOMCTBEHHBIX IIPEANPUSITHI, PACIIONIOKEHHBIX HA TEPPUTOPUU OKPYTa.

OpraHu3anuio KOHTPOJIS 3a MCIONHEHUWEM IIpUKa3za MOPYydHTh 3amectuTento aupektopa C. P. Bunoxyposy. Iloxmucan
npuka3 aupexkrop 3otoB U.T.

Busel cornmacoBanus: ropuckoncynsT AILKepH.

C npHKa3oM 03HaKOMIICHBI:

6.4. Kputepuu oneHuBaHUA

Tect

Ouenka HeynoBiaeTBOpHTENHHO V nosnerBoputensHo Xopomo  OTindHO

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

Kpurepun oniennBanus 3ananuit

MaxkcumanbHOE KOJTHYIECTBO 0ajUIOB TIPH IPaBHIBHOM BEITOJHEHUH 3aaaHui — 30 6aymios.
1. O60CHOBaHHOCTH BBIOOpa alropuT™Ma JIEHCTBUS WM MyTH pelieHus curyanuu — 20 6amioB
2. IMomHoTa oTBeTa — 10 GamioB

4.2.3. Ilpaktrueckas pabota

a) Kpurepuii onieHnBaHYS: BBINOJIHEHUE IPABWIILHBIX BAPHAHTOB 3aJaHHH.

6) IlIxana ouennBanus (MakcuMyM 20 6ayuIoB): 3a Ka)XKI0€ PAaBIUIBHO 0()OPMIICHHOE 3alaHne HadncisieTcst | G6amn, Ha
Ka)/bIil IPaBIIIBHBIA OTBET HA BOIPOC M3 OTKPHITOTO CIMCKA HAYHCIAeTcs 2 Oaia, MpaBIIIbHO 0(OPMICHHBIH JOKYMEHT
olLeHuBaercs B 5 6amioB. PaboTa BKirouaeT 2 TEOPETHYECKHX 3aJlaHusl, 3 BOIIpOCca U3 OTKPBITOTO CIHUCKa, 1 3a1ady 1o
0(OPMIIEHHIO TOKYMEHTa C UCITOJIh30BaHHEM HEOOXONMBIX PEKBH3HUTOB.

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

7.1. Pexomenayemasi 1uTeparypa

7.1.1. OcHoBHasl 1uTEpaTypa

ABTOpBHI, 3ariaBue WznarensctBo, | Pecype
JI1.1 | beixoBa T.A., JIoKyMEHTalMOHHOE 00eCTICUeHHUE YIPABICHUS Mocksa : OO0 9bC
Ky3nenosa T. B., (memonpon3BOJCTBO): yIeOHOE mocodne "Hay4no-
Cankuna JI. B. (https://znanium.com/catalog/document?id=437674) M3JaTeIbCKUN
uentp MHOPA-
M", 2024
JI1.2 | KazakeBuu T. A, JlokyMeHTanmoHHOE 00OecTieueH e ypaBIeHNs: YIeOHUK U Mocksa : FOpaiir, 9BC
Tramuu A. U. MPAaKTUKYM JUISI CIIO 2024
(https://urait.ru/bcode/538470)
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7.1.2. JlonoJHUTEIbHAS JTUTEPATYpPa

ABTOpBHI, 3arnaBue WznarensctBo, | Pecype
JI2.1 |CnuBak B. A. JIOKyMEHTHPOBaHUE yIPABICHYECKOH NEATEIbHOCTH CaHKT-
(denonpousBoacTso): [yueOHOE mocodue] [etepOypr [u
np.]: [urep,
2010
JI2.2 | Eropos B. I1., JlokyMeHTOBeIeHHE M TOKyMEHTAI[OHHOE 00eCIcYeHIe CaHKT- 9BC
CiusbkoB A. B. YHpaBJICHUS B YCIOBUSX HU(PPOBOH IKOHOMUKH: yIeOHHUK ISt Ierepbypr :
BY30B Jlanb, 2023
(https://e.lanbook.com/book/279827)
JI2.3 |IlaBnosa P. C. JlokyMeHTanmoHHOE obecrieueHue ynpanieHus. Jlenosas CaHkT- 9bC
nepenucka: yaebHoe mocoOue Jist By30B [etepOypr :
(https://e.lanbook.com/book/288977) Jlans, 2023
7.1.3. MeTonnueckue pa3padoTku
ABTOpBHI, 3arnaBue WznarensctBo, | Pecypc
JI3.1 | bapuxun A. b. Jlenonpou3BOICTBO U JOKYMEHTOOOOPOT: MPAaKTHUECKOE Mocksa : 9bC
nocooue KHmxHbIH Mup,
(https://biblioclub.ru/index.php?page=book&id=89671) 2008
JI3.2 | Apacnanosa B. A. JlokyMeHTanmoHHOE 00ecTieueH e ypaBIeHHs: yIeOHO- Mockga, 9BbC
MpaKkTUIecKoe mocobue B cxemax, Tabnumax, oopasnax: yuebnoe | bepnun : Aupext
rnocobue -Menua, 2020
(https://biblioclub.ru/index.php?page=book&id=578394)
JI3.3 | Kupcanosa M.B., Kypc nenonpoun3BoacTBa: JOKYMEHTAITHOHHOE OOecTieueHHe Mocksa : OO0 9BbC
Akcenos 10. M. yIpaBieHus: yueOHOe ocooue "Hayuno-
(https://znanium.com/catalog/document?id=358180) M3aTeIbCKUI
uentp UHOPA-
M", 2020
7.2. Ilepeyens pecypcoB HHGOPMALMOHHO-TEJIeKOMMYHHKANMOHHOI ceTn "UHTepHeT"
21 | 1. Jlanp [DnekTpoHHBIH pecypc] : anekTpoHHO-O0ubmmoreunas cucrema (OBC) / m3narensctBo Jlanp. — URL:
http://e.lanbook.com/.

32 | VHuBepcuTeTcKas OMOIMOTEKa OHIAiH [ DIEeKTPOHHBIH pecype] : aeKTpoHHO-0nbmuoTeynas cucrema (96C) / OO0
Jupextmenua [Tadmummar. —
URL.: http://biblioclub.ru/.

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

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

25 |MHO®OPMUO [DnekTpoHHBIN pecypc] : AIeKTPOHHBIH CIIPpaBOYHUK [00ecedeHne BceX THITIOB 00pa30BaTEIbHBIX
YIpEeXICHUH HOPMATHBHBIMH, METOANIECKIMH, HAYIHO-IPaKTHIeCKIMHU MaTepuanamu|. — URL:
http://www.informio.ru/.

7.3 Ilepevyenb nHGOPMAIHOHHBIX TEXHOJIOT Ui

7.3.1 IIporpaMmmHoOe obecrieyeHmne

LMS Moodle

Adobe Reader

7.3.2 IIpodecconanbHbIe 6a3bl JAHHBIX U HH(POPMALHOHHO-CIIPABOYHbIE CHCTEMBbI

1. Brepolis [Onexktponnslit pecype] : [caiiT] . — URL: http://apps.brepolis.net/BrepolisPortal/default.aspx (mata oGparnenus
28.08.2016)

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

3. Cambridge University Press [QnextponHsiit pecypc] : [caiir] . — URL: http://journals.cambridge.org/action/login
(mata o6parenus 28.08.2016)
4. DrekTpoHHas 6ubnroTedHas cucteMa «Jlaup» [DnekTpoHHBIH pecype] : [caiit] . — URL: http://e.lanbook.com/

(mata ob6parenus 28.08.2016)
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5. YHuBepcuterckas 0nOnIMoTeka OHJaWH [DneKTpoHHBIN pecype] : [caiT] . — URL: http://biblioclub.ru/ (mata
obpamenus 28.08.2016)

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

7. WHCTUTYT 3KOHOMHUKH TEPEXOJHOTO mepuona [DnekTpoHHsiid pecype] : [caiit] . — URL: http://www.iet.ru/ (mata
obOpamienus 28.08.2016)

8. KaTamnor ccelIok Ha JTydiie SKOHOMHYECKHE pecypchl [DneKTpoHHbIH pecypc] : [cait] . — URL:

http://www.econline.h1.ru/ (nata o6paruenus 28.08.2016)

9. Mupkun.Py. ®unancoBas aneKTpoHHas Oubanoreka [DneKTpoHHBIN pecype] : [caifT] . — URL:
http://mirkin.eufn.ru/ (nata oopamenus 28.08.2016)

10. [Ipoekt nHCTHTYTa «DKOHOMHUYECKAs IKOJa» [DNeKTpoHHBIH pecype] : [caiT] . — URL:
http://www.economicus.ru/ (rata oopamenuns 28.08.2016)

11. ®denepanbHbIil 00pa3oBaTeIbHBIA MOPTAL. DKOHOMHUKA, COLIMOJIOTHS, MEHEDKMEHT [DJIEKTPOHHBINA pecypc] :
[caiit] . — URL: http://www.ecsocman.edu.ru/ (mata oopamenus 28.08.2016)

12. I{eHTp dKOHOMHUYECKUX M (DUHAHCOBBIX MCCICIOBAHUN M Pa3paboTOK B POCCHICKON 3KOHOMHYECKOHN MIKOJIE
[DnexTponnsrii pecype] : [caiit] . — URL: http://www.cefir.ru/ (mara obpamienus 28.08.2016)

CpencTBoM JIOCTyMa K CHCTEME COOCTBEHHBIX 3JICKTPOHHBIX PECYPCOB SIBISICTCS calT OnbnroTekn www.lib.csu.ru.
DJIEeKTPOHHBIH KaTanor 00ecrneyrBaeT MoJHOE U OIIEPATHBHOE MPEACTABICHIE O OMOIMOTEYHOM (JOH/E, OBBIIIACT Ka4eCTBO
u 3¢ exTuBHOCTH MOKCKAa UHPOpPMaLuK — Oonee 1,5 MITH. 3anuceil.

1. DJeKkTpoHHBIH Kartanor. bubmuorpadudeckre 6a3pl TaHHBIX.

KHuUTH, 21eKTPOHHBIE PECYPCHI, TUCCEPTAIMH U aBTOpedepaThl.

2. DrekTpoHHas OHOIHoTEKA.

Wznanus Yenl'Y, YMK; nuccepranuu, 3anuiineHHbie B coBetax Yenl'Y,

pe3epBHBIE KOJIEKINH, (POH] PEIKUX KHHUT.

3. Pedeparususie
Baswr nanusix MTHUOH PAH, 6a3er nanasix BUHUTH.
4, ITomHOTEKCTOBBIE

baser mannbIx muccepranuii PI'B, cnpaBouno-mpaBoBast cuctema KoncymerantlInroc, HaydHas 2ieKTpOHHAsS OHOIHOTEKa
elibrari.ru, moamnucka Ha ITOJIHOTEKCTOBYIO KOJUIEKIINIO POCCHHMCKIX HAYIHBIX JKypHAIoB (2011-2012, 133 HanmeHOBaHUS),
kosuekius 6a3bl naHHbIX komnanuu EBSCO (12 tematuueckux B1); sxypransl u3natenscts: Taylor&Francis, Sage

5. DNEeKTPOHHO-OMOIMOTEYHBIE CHCTEMBI

YHuBepcuTeTcKas OMOIMOTEKa OHIAIH, alOyKC.

8. MATEPHAJIBHO-TEXHUMYECKOE OBECIIEYEHHME JUCIIMITJINHBI (MOJY JIA)

JIis1 yCIemHoro OCBOCHUsSI AUCIUAIUIMHEL HEOOXOIUMBI ayTUTOPHH AJIsI IPOBEACHHS 3aHATHI JICKIMOHHOTO THUIIA,
CEeMHUHAPCKUX 3aHATHHA, TPYIIOBBIX ¥ WHAWBUAYATBHBIX KOHCYTbTAIMN, TEKYIIEr0 KOHTPOJIS M MTPOMEKYTOTHOM aTTeCTAIINH,
a TaxoKe MMOMENICHUS TSl CaMOCTOSTENNFHON paboThl. Bee ykazaHHbBIE ayTUTOPUH U TIOMENCHUST IMEIOTCSl B HAJTMYHH B
JIOCTATOYHOM TOJIHOM 00BbeMe ( B COOTBETCTBUH CO CTAHIAPTOM).

Jis nmpoBenieHns 3aHATHI JIEKIIUOHHOTO THIIA UMEIOTCS ayTUTOPHUU C MYITbTUMEAUIHBIM 000pynoBaHueM. TaKOBBIX B
WHcTuTyTe 5KOHOMUKHU OTpaciei, Ou3Heca u aaMuHucTpupoBanus YenlV umeercs Tpu B 4-oM yuebHOM Kopmyce (212, 205,
111) u Atk B 8-oM yuebHOM Kopryce (203, 310, 405, 407, 406). DTH aynuTOpur CHAOXKEHBI BCEMU HEOOXOMMBIMH
HabOpaMu IEMOHCTPAIIMOHHOTO 000PYI0OBaHUS U YIeOHO-HATIISIIHBIMU TTOCOOHSIMH, 00ECTICUMBAIOIIMMHI TEMAaTHIECKIE
WIUTIOCTPAIUH.

Nmeercst mocTaTouHOE KOJIMIECTBO MOMEIIEHHH JJIsi CAMOCTOSITENBHOM paboThl cTyeHTOB. Aynutopun (aya.217 4-oro
ydae6Horo kopmyca Yenl'V, a taxoke ayn.207, 303 8-oro yueOHOro KopIryca U nMpoy.) CHa0KeHbI KOMITBIOTEPaMH U BBIXOJJOM B
cetb «MHTepHETY. KaXkaplil CTyIEHT NMEEeT BO3MOXKHOCTB BBIXO/A B 3JICKTPOHHYIO OHOIOTEKY, TPUYEM HE TOJIBKO U3 CTCH
BVY3a, HO ¥ B JOMAIIIHUX YCIOBHUSX.
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B ciysae npuMeneHus Tpu 00ydeHUH AUCIUTUTMHEL SJIEKTPOHHOTO 00Y4YEHUS, TUCTaHIIMOHHBIX 00pa30BaTeNbHBIX
TEXHOJIOTHH Yy IperoaBaTelis U CTyACHTOB €CTh BEIXOJ B TMYHOM kabuHere BY3a u mocpencrsom cucremsl MS Teams
JUCTAHIMOHHBIN (JOpMAT CBSA3M SIBIISIETCSI BOSMOXKHBIM.

OcBoeHue JUCHUIUIMHBI HWHBAJIMAAMHU U JTMAMU ¢ OTPaHUYCHHBIMU BO3MOKHOCTAMM 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
HHAUBUAYAJIbHBIX TEXHHUYCCKUX CPEACTB,

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

— y4eOHast ayIUTOpUs Ul CAMOCTOSITENIbHOI paboThl — CTaHJapTHBIE paboyne MecTa C ePCOHANBHBIMU KOMIBIOTEPAMH;
pabouee MEcTo ¢ IEPCOHAIBHBIM KOMITBIOTEPOM, € IPOTPaMMOM 3KPaHHOTO JOCTYIA, IPOrPaMMON SKPaHHOTO YBEIUUCHUS U
OpaifJIeBCKIM ANCIIIEEM AJIS CTYACHTOB C HAPYIICHUSMH 3PEHHUS.

B xaxxmoit aymuropun, e 00yqaroTcst HHBIHABI U JIMIA C OTPAHUYCHHBIMHI BO3MOKHOCTSIMH 37J0POBBSI, IIPEIYCMOTPEHO
COOTBETCTBYIOIIEE KOINIECTBO MECT ISl 0OYJAIOMIUXCS C YIETOM OTPAHUYCHUH UX 300POBBS.

B yae6nbIe aynuTopun obecriedeH 6ecTpensTCTBEHHbBINH TOCTYII U 00YHarOIXCsi HHBAIHIOB M 00YJarOMINXCS C
OTpaHUYIEHHBIMU BO3MOXHOCTSIMU 310POBBSI.

INepedens crenUaIbHBIX TEXHHIECKUX CPEICTB O0YIEHHS Al MHBAIHMIOB M JIUI] C OTPAaHUYCHHBIMH BO3MOXHOCTSIMA
30pOBbs, UMEIOIUXCS B PernoHaabHOM ydeOHO-HAYIHOM LIEHTPE HHKIIO3UBHOTO 00pa3oBanust Yenl'Y:

— Tudnorexandeckas ayquTOpHs: TU(HIOTEXHIUECKUE CPENICTBA: OpailIeBCKUI KOMITBIOTEp C JUCIUIEEM U IPHUHTEPOM,
tH]IOKOMITIEKC «HHTarommas MaIuHay, TeIEBU3HOHHOE YBETMYHMBAIOIIEE YCTPOUCTBO, TH(IOMAarHUTOJIBI KACCETHBIE U
QG poBEIe TUKTOYOHBI; CHEIHATBHOE IIPOrPaMMHOE 00eCIIedeHHe: TpoTrpaMMa pedeBoii HaBuranun JAWS, pedessle
CHHTE3aTOPHI («TOBOPAIIAS MBIIIBY ), SKPAHHBIE JTYIIHL.

— CypaorexHuueckas ayauropusi: paauoknacc “CoHer-P”, mporpaMMupyeMble CIIyXOBBIE allllapaThl HHIAUBULYaJIbHOIO
MOJB30BaHMS C YCTPOUCTBOM 3aIaHHS PEXUMa 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, UTO CIyIIATEIh OBIAE] MATEPHAIOM U yMEeT KPaTKo U
JIOXOJIYMBO aHAJIM3UPOBATh U M3JaraTh BEIOpaHHyIo TeMy. [Iporiece moiroTOBKY U BBIIOJIHEHHS TPAKTHYECKOH paboThI
SBJISICTCS OJHUM M3 TIIaBHBIX CIIOCOOOB Pa3BUTHS B yUEOHOH NPAKTHKE y CTYACHTOB JIEMEHTOB YIIPABICHYECKOH
JIeATeITbHOCTH; CYIIIECTBEHHO BIIMSACT HA CAMOBOCIIUTAHHE CTY/ICHTOB KaK CHEIHAJIICTOB B YKOHOMHYECKOH 00J1acTH, TaK KaKk
3TO ABTSIETCA BAXKHBIM BHJOM CaMOCTOSITEIbHOIN NHTEIIEKTYa IbHON fesTenbHOCTH. OCHOBHOM IIENBI0 MPAaKTHUECKUX
3aHATHH 110 Kypcy «/l0KyMEHTHPOBaHHE YIPABICHYECKOH IS TEIBHOCTI» SBIISCTCS 3aKPEIUICHUE, YCBOCHUE, YIITyOJIeHHE
pacimmpeHre 3HaHUH, TPUBUTHE HABBIKOB CAMOCTOSTENEHON pabOTEI, IpaMOTHOTO 0(OPMIICHUS JOKYMEHTOB, IPHHSTHS
pelIeHni Mo BEIOOPY BApHAHTOB OpraHu3anuy 3G QEeKTHBHOTO JOKYMEHT0000pOoTa Ha peAnpuaTid. B npaktukyme
OPraHMYECKH COYETAIOTCSl MaTepHalIbl CCMUHAPCKHMX M IPAKTHUECKHUX 3aHATHH. B yueOHO-MeTon4eckoe nocodue no
MPOBEJICHHIO MPAKTUYECKUX 3aHATHI BKIFOUYSHBI 00pa3ibl JOKYMEHTOB, YTO ITO3BOJIUT HAYIHUTHCS CTYICHTaM IPAMOTHO
COCTaBJIATH OCHOBHBIE JOKYMEHTHI yIPaBICHUS Ha npeanpustiu. OCHOBHOE TpeOOBaHME K MPAKTHIECKOH paboTe - ITOJTHOTa
U KOMIIJIEKCHOCTb OCBEIIEHHS IIOCTaBJIEHHOTO Bopoca. PaboTa 1omkHa ObITH BBITOJIIHEHA aKKypPaTHO, C IPUIIEKAHUEM,
JIOJDKEH OBITh COOJIONICH Hay4HBIH anmapar, To €CTh HaJIMYKe OIVIaBJICHNUS, 3ar0JIOBKOB B pasjienax, PaBHIBHOCTh CHOCOK,
Ha3BaHWH TaONUI], PUCYHKOB, IPABUIIEHOCTD BBITIOIHEHHUS PACIETOB M OTBETOB Ha MTOCTABJICHHBIC BOIIPOCHI, YKa3aHH
JUTEPaTypHBIX UCTOYHUKOB U T.J. [IpakTHueckne 3a1aHsI COCTABIEHBI B COOTBETCTBUH C YI€OHBIM ITaHOM. O0S3aTeIbHBIM
YCIIOBHEM YCIIEIIHOTO BBINOJIHCHUS 3a/IaHUsI SIBIISIETCS M3yUCHHE OTHOCSIIMXCS K TeME 3aKOHOATENbHBIX U MHBIX
HOPMAaTHBHBIX NIPAaBOBBIX OCHOB, PETIAMEHTHPYIOIINX Pa3JINIHbIC aClIeKThl SKOHOMHKH OPTaHU3ALNH, a TAKKe MaTepUalioB
COOTBETCTBYIOIIEH NMPAKTHKN OTEYECTBEHHBIX IPEANPHUATHH 1 opraHu3aiiiid. BeiOop BapuaHTa IS CTyIeHTa OIpeersieTcs
npenojaaBateneM. IIpy BRIMOTHEHUH MIPAKTHUECKUX 3alaHUN CTYICHTaM Ie1eCO00pa3HO MPHAEPKUBATCS CIEIYIOMIETO
HopsiAKa: - og00p U NpeaBapuTeIbHOE IPOpaboTKa PEKOMEHLyeMOil yueOHO! JTUTEPATYpPhL; - H3Y4E€HUE COOTBETCTBYIOLINX
pa3zenoB pabodeil mporpaMMBI; - BEIOTHEHHE COOTBETCTBYIONNX 3aqaHuil. [IpakTndeckas paboTa BEIOIHACTCS
CTyAE€HTaMH UHIUBHUIYAIbHO FJIH Ha MPAKTHYECKUX 3aHATHAX JUIS 3aKPEIUICHHS TI0JTyIeHHBIX TEOPETHUECKUX 3HaHUil. B
Ka)KI0H TeMe IpeJICTaBIIeH NepeueHb PaccMaTPUBAEMbIX BOIIPOCOB, IPUBEIICHBI 3a1aHUs ULl HHIMBUIyaIbHOI padoTHl,
KOTOPBIE JIOJKHBI OBITH BHITIOHEHBI.

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

CornacHo yueOHOMY IUIaHy CTYACHT JOJDKEH BBINOJIHUTH KOHKPETHBIC 331aHUs 110 KaXK/IOH TeMe U OTBETHTH Ha
COOTBETCTBYIOIIHE BOIIPOCH. 7151 0OeciedeHus 0THO3HAYHOCTH TOJIKOBAHUS PE3Y/IbTATOB BHIIOJIHEHHBIX 3aJaHUH 110
KaXJ0i TeMe, a 3HAYNUT, yMEHBIICHUS BEPOATHOCTH OIIMOKHU IIPH MPOBEPKE PE3yIbTaTOB MIPEATATAIOTCS eANHBIE TIPaBHIa
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0opOpMIICHHS PE3yTbTATOB. Pe3ybTaThl BHITOJHEHHBIX 32/IaHUH CIIeAyeT 0(OPMIISTH B MUCBMEHHOM BHIE. Tekyrmit
KOHTPOJIb OCYILECTBIISAETCS MpernojaBaTeieM B Hayalle 3aHATUS B TeUEHHE OTBEACHHOTO BPEMEHHU U CTABUT CBOEH LENBIO
OTNpeNeNINTh TOTOBHOCTh CTYAEHTA K BBINOJIHEHHIO IPAKTHUECKUX 3a1aHuil. KOHTpOIb TeKylMX 3HaHUH IPOBOAUTCS Ha
3aHATUAX B (POPME YCTHOTO WIIM MTUCBMEHHOTO orpoca. O0beKTaMu TEKYIETO KOHTPOJIS P N3yICHUH
«JloxkymeHTanmoHHOE 0OecCTIeueHre YIPaBICHIECKON AEATENFHOCTH SIBIISIOTCS: MOCEUICHUE JICKIUH; TIOATOTOBKA U
KayecTBO BBIMOJIHEHHS NPAKTUUECKUX U CAMOCTOATENBHBIX 3aJaHUi. Pe3yabTaThl TEKYILIETO KOHTPOJISI BIUSIOT Ha PEHTHHT
cTyfeHTa. PyOe:KHBIN KOHTPOJb MPOBOAMUTCS MOCIE U3YyICHHS KaXKIO0TO MOIYIIS JUCIUILTHHBL: TECTUPOBAHKE, IIPOBEICHUE
CEeMHUHAPOB M TPEHUHTOB, TMOITOTOBKA MTPE3eHTAIINH, BBITIOJIHEHHE TEM, BEIHECEHHBIX Ha CAMOCTOSITETbHOE n3ydeHue. [1pu
9TOM HUCIOJIB3YIOTCS. HH()OPMAIIMOHHBIE TEXHOJIOTHHU. LleNb - BEIIBUTH YpOBEHb 3HAHUH CTYACHTOB MO MaTepHAay
W3y4CHHOTO MOJYIISl MUCHHUIUTAHEL. Pe3yapTaThl pyOeKHOTO KOHTPOJIS BIUSIOT HA HTOTOBBIM PEHTHHT CTYICHTA.

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

Bosbiryro yacTs BpeMeHH 00yJalonIuecs CaMOCTOSATENEHO PaboTAIOT ¢ yaeOHO-METOANIECKIMH MaTepraiaMu. CTyIeHTHI
HUMEIOT BO3MOKHOCTh KOHCYJIBTHPOBATHCS € MPETOAaBaTENIEM [0 BCEM BOIPOCaM, BOSHUKAIOIIUM B XOJ€ CAMOCTOSTEIbHOM
paboTHI TOCPEICTBOM JIEKTPOHHOM ITOYTHI, COITHATBHBIX CETeH H T.II.

Joctyn oOydaromierocst K y4eOHBIM pecypcaM B peXXUMe OTIIOKEHHOTO BPEMEHH, CAMOCTOSATEITBHON paboTHI
OCYIIECTBIISIETCS Yepe3 ceTh IHTepHeT B yTOOHOM IS HEr0 MECTe, BpEMEHH U TEMIIE.

[Tpu oOyueHnH U1 ¢ OTPaHUYEHHBIMHA BO3MOXHOCTSAMU 310POBBS 3JIEKTPOHHOE 00yUeHHE, TUCTAHIIMOHHbIE
00pa30BaTeNbHBIC TEXHOJIOTHH MPEAYCMATPHBAIOT BO3MOXKHOCTh NpHeMa-Tepeaadd HHHOPMAIMX B TOCTYITHBIX JIJISI HUX
dbopmax.

Peanuzanus TUCUMIUIMHBI C TPUMEHEHUEM JIEKTPOHHOTO 00Y4YEHUs, TUCTAaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHH (Hanee
— 390, JOT) ocymecTBisieTcs Ha OCHOBaHHHU «I10JIOKEHUS 0 peann3alii OCHOBHBIX U TOTIOJIHUTEIBHBIX 00pa30BaTebHBIX
MPOTPaMM C MIPUMEHEHUEM DIICKTPOHHOTO OOYIEHUS U JUCTAHIIMOHHBIX 00pa30BATEINBHBIX TEXHOJIOTHH B (eliepaibHOM
TOCYIAapCTBEHHOM OIOPKETHOM 00pa30BaTEIbHOM YIPEXICHUH BRICIIETO 00pa3oBaHus «HemsIOMHCKUH rocynapCTBEHHbIH
yHUBEpcUTET», «I1o0kKeHus 0 mopsaKe 3aueTa 00y4aromUMHICs IO OCHOBHBIM ITPO(hecCHOHaIbHBIM 00pa30BaTeIbHBIM
nporpaMMam Boiciiero oopasosanus B ®I'6OY BO «UenlV» pe3ynbTaTOB OCBOCHUS B OPraHU3AIUIX, OCYIIECTRIISIONINX
00pa30BaTeNbHYIO AATETFHOCTD, YUEOHBIX IPEIMETOB, KYPCOB, JUCIUILTHH (MOJIYJEH ), MPAKTHK, JOTOTHUTEILHBIX
00pa3oBaTeNbHBIX IPOTPaMM» IOCPEACTBOM IEKTPOHHOI HH(POPMaNMOHHO-00pa3oBaTenbsHOM cpensl PIBOY BO
«Yenl'Y». B HCKITIOYUTENBHBIX CiTydasx (Hopc-Makop U T.I1.) IPU pean3alii 00pa30BaTeIbHON IS TEIFHOCTH C
npumerenueM D0, JIOT MOryT NIprUMEHSITh KOMIIOHSHTBI, HE BXOJISIIIE B TIEPSUCHB dIICKTPOHHOW HHPOPMAIIMOHHO-
00pa3zoBaTeNbHOM CpesbL.

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

OcBOoCHUE [MUCHUIUIMHBI HWHBAIMAAMH W JIAOAMH C OTPAaHMYCHHBIMA BO3MOXKHOCTSMH 3I0OPOBbSl OCYILICCTBISETCA C
UCIIOJIb30BAHUEM CIEHHANBHBIX TEXHHYECKHX CPEICTB M HMH(MOPMAIMOHHBIX TEXHOJOTHH, MNPEIOCTaBIsIeMbIX PecypcHbIM
y4eOHO-METOJMYCCKUM IIEHTPOM [0 OOYYCHHIO MHBAIUIOB M JIAI[ C OTPAHMYCHHBIMHA BO3MOXHOCTSIMHU 310poBbs Yenl'V mo
3ampocy oOydaromerocss (MOOMIbHBIC CIICHHANbHBIC TEXHHYECKHE CPEACTBA JUIS JIHIl C HAPYIICHUSIMH 3PCHHUS U C
HapYIIEHHUEM CITyXa, aCCHCTHBHbBIE HHPOPMAI[HOHHBIE TEXHOJIOTHH).

IIpu HEOOXOAMMOCTH U OOYJAIOIIMXCS C HAPYIICHUSMH 3pPEHHs Ha pa0odnmxX MecTax JJisi IPOBEACHHS IPAKTUYECKHX HIIN
nab0paTOPHBIX 3aHSATHH YCTAHABIMBAETCS CIICHHAIBHOE MPOrpaMMHOE obecnedeHre (IporpaMMa pedYeBOi HABHTAIIUH,
peueBble CHHTE3aTOPBI, IKPAHHBIE JIYITBI).

B yueGHble aymuropuu obecrieunBaeTcs OECHPENSITCTBEHHBIA JOCTYN Jjis OOYYalOMUXCSl € WHBAIHIHOCTBIO U C
OTpaHWYCHHBIMH BO3MOJKHOCTSIMH 30POBbS. B Kol ayauropud, rie OOy4aroTCs MHBAIWIBI U JIMIA C OTPAHUYCHHBIMH
BO3MOXKHOCTSIMH  3/I0POBBSI, IPEAYCMATPUBAETCS COOTBETCTBYIOLIEE KOJMYECTBO MECT Uil OOYYAIOIUXCS C y4eTOM
HApYIIEHUI UX 37I0POBBSI.

Jlyist 0cBOEHMS TUCIUILIMHBI WHBAJIKIAM M JIMIAM C OPAHHYCHHBIMH BO3MOKHOCTSIMH 3I0POBBS MPEIOCTABISETCS JOCTYII K
MCYaTHBIM KCTOYHHMKAM, HUMEIOMMMCS B HaydHOW OubOnmoreke Yenl'VY, ¢ MOMOIIBIO CHEHHUATIBHBIX TEXHUYECCKUX CPEICTB;
JIOCTYIT C MOMOIIBIO CMENUATBHBIX TEXHHYECKHX M MPOrPAMMHBIX CPEACTB K 3JIEKTPOHHBIM HCTOYHHKAM, MPECTABICHHBIM B
(hopme 2eKTpOHHOTO oKyMeHTa B GoHae HaydHoU 6ubmrorekn Yenl'Y uitk 51eKTPOHHO-OUOIHOTEYHBIX CHCTEMAX.
Y4eOHO-METOAMYECKHEe MaTepHaibl JUIs OOYYarOMIMXCS W3 YWCIa HHBAIMIOB M JIMI[ C OTPAHUYCHHBIMH BO3MOKHOCTSIMHU
3[I0POBbsI HPEIOCTABISIIOTCA B (OpMax, adanTHPOBAHHBIX K OTrPAHHYCHUSIM HX 3[0POBbS M OCOOCHHOCTSM BOCIPHUSITHUS
HHpOpMALIHH.

JIyii MHBAIMIOB M JIMI[ C OTPAHUYCHHBIMH BO3MOKHOCTSAIMH 3I0POBBS OCBOCHHE JWCHHUIUIMHBI MOKET OBITh YaCTHYHO WJIH
MOJHOCTBIO OCYIIIECTBIICHO C UCIIOIb30BAHUEM JUCTAHIIMOHHBIX 00Pa30BaATEIBHBIX TEXHOIOTHI.

[lpu MpOBeNCHUHM MPOMEXKYTOUHON ATTECTAIMH IO JUCHUIUIMHE OOYdJaromMMCS C HMHBAJIHAHOCTBIO M C OTPAHMYEHHBIMHU
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HAIpaBJICHUIO MOAr0TOBKH (criernanpaocti) 38.03.01 "DxoHoMuKA" HampaBieHHOCTH (Tpoduio) busnec- crp. 14
aHanutuka 1 MapkeTHHr @I'BOY BO «Yenl 'Y»

BO3MOXKHOCTSIMH 37I0POBBSI 00ECHEINBACTCS 110 WX 3asBICHUIO NPEIOCTABICHHE B JOCTYHHOH (opMe B 3aBHCHMOCTH OT HX
UHIUBUIYaIbHBIX OCOOCHHOCTEH MHCTPYKIMHU O MOPSIKE MPOBEICHHUS IIPOMEXKYTOUHON aTTECTallUd, OLIEHOYHBIX CPEICTB U
BO3MOXXHOCTH OTBETOB Ha 3a7aHMs (IIMCbMEHHO Ha Oymare, HaOOp OTBETOB Ha KOMITbIOTEpE, MHChbMEHHO Impudrom bpaitns, ¢
HCITONIb30BAaHUEM YCIIYT aCCHCTEHTA, YCTHO).

ITpu mpoBemeHHM NPOIEAYPH OLCHUBAHUS PE3YNbTATOB OOy4eHHS HHBANHAOB U JIHI[ C OTPAaHHYCHHBIMHA BO3MOXHOCTSIMU
3J0pOBbsl TPEIYCMATPUBAECTCSl HUCHOIb30BaHME MpenocTaBleHHbIX YenlY umM COOCTBEHHBIX TEXHHUYECKUX CPEICTB,
HEOOXOAMMBIX MM B CBS3M C WX WHAWBUIYaJbHEIMH OCOOCHHOCTAMH. [Ipym HE0OXOIMMOCTH HWHBAIMIAAM H JIHIAM C
OTPaHUYEHHBIMM BO3MOKHOCTSIMU 370POBbsl IIPEIOCTABIIAETCA JOMOJHUTEIBHOE BpEMs AJIS IOATOTOBKM OTBETA HA 3a/aHus,
IpoLeAypa OLEHUBAHUS PE3yIbTATOB OOYUEHHUsI O AUCHUILTHHE MOXKET IPOBOJUTHCSA B HECKOJIBKO JTAIOB.
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