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1. HEJIX 1 3AJAYHN OCBOEHUA JUCIIUITJIMHbI

1.1. Heabw (umeiAMHM) OCBOEHHS JAUCHHUIIMHBI SIBJASETCH O3HAKOMUTH CTYIEHTOB C
GbopMHUpPOBaHHEM M pa3BUTHEM JOKyMEHTAaIlMu B Poccuu kak HEOTheMIJIEMOH YacTH mpolecca
YIIPaBICHUS PEAIPUATUEM.
1.2. 3agaym ocBOCHUSA TMCHUIIMHBI (MO1YJIs1):
— ITO3HAKOMMUTH CTYI[GHTOB C TeOpeTI/I‘ICCKI/IMI/I 3HAaHUSIMHU HCTOpI/II/I CKJIadbIBaHUA
CUCTCMBI I[OKyMCHTaI_II/II/I B POCCI/II/I;

— II0Ka3aTh OCOOCHHOCTH COBPEMEHHOW CHUCTEMBI JOKYMEHTAIIMU U TIOpsIKa PaboThI C
JIOKYMEHTaMH B OpraHu3alluu;

— Hay4YuTh CTYJCHTOB 'PAMOTHO COCTABISATH U OPOPMIISTH JOKYMEHTHI.

2. MECTO JUCIUILIUHBI B CTPYKTYPE OBPA30OBATEJIBHOM ITPOT'PAMMBI

VYueoOnas qucuumunaa b1.6.7«HopmaTtuBHBIE akThI B IPO(eCCHOHATBHON ACATEIHBHOCTHY
BKJIIOUEHA B NEpeUYeHb 00s3aTEeNbHBIX AUCHUILIMH 0a30BOM vacTu. J(McUuUIIMHA peanu3yercs B
cootBercTBUM ¢ TpeboBanusimu OI'OC, OIl BO u VYII, nmo nanpaenernto noaroroku 38.03.02
«MeHeKMEHT.

JucuunnuHa Oa3upyeTcs Ha CIEIYIOUUMX IUCHUIUIMHAX MPOTrpaMMbl OakaiaBpuara
OCHOBBI  3KOHOMHMYECKHX 3HaHUW, Marematuka, WHpOpMAaIMOHHBIE TEXHOJIOTHH B
MEHE/DKMEHTE,  KOPIIOpaTHBHBIE  HMH()OpPMAIIMOHHBIE  CHUCTEMBI W HH(POpPMAIMOHHAS
0€30I1aCHOCTb.

Pesynbrarel 0OydeHUs, MOJYYEHHBIE IMPU OCBOCHUU JTUCHUIUIMHBI, HEOOXOIUMBI TPU
MPOXOXKACHUN MPEAUILIOMHON MPAKTUKH U TMPU BBHIOJIHEHUU BBITYCKHOW KBalU()UKAIIMOHHON
paboTHL.

Pabouas mnporpamma mucuuiuinHbl «HopMaTuBHBIE akThl B MHpo¢ecCHOHATbHON
JNESATENIbHOCTH» NI MHBAJIWJIOB U JIMII C OrPAaHUYEHHBIMH BO3MOXKHOCTSMHU 3JIOPOBBS
pa3pabaTbIBaeTCs MHIUBHIYaJbHO C YYETOM OCOOCHHOCTEH ICHXO(PU3NYECKOTO pPa3BUTHS,
MHAUBUAYaJIbHBIX BO3MOKHOCTEHN M COCTOSIHUS 3/I0POBBS TAKUX 00Y4arOIINXCS.

3. KOMIIETEHLIMU OB YYAIOLIETOCSI, §OPMUPYEMBIE B PE3YJILTATE
OCBOEHUS JUCLHMILIUHBI (MOY.JIST)

[Tponiecc M3yveHus: TUCHMILIMHBI HampaBieH Ha (OPMUPOBAHUE HIIEMEHTOB CIETYIOLINX
komneTeHui B coorsercTBuu ¢ OII BO no HanpaBieHHo NOATOTOBKY (CIIELUATbHOCTH):

a) obmenpodeccuonanpubix (OITK):

OIIK-2. CriocoGeH ocymecTBIsTh cO0p, 00pabOTKY M aHATU3 JAHHBIX, HEOOXOIUMBIX IS
pelIeHusT TOCTaBJICHHBIX YIPaBIEHYECKUX 3a/Jady, C HCIOJIb30BAHUEM COBPEMEHHOI'O
UHCTPYMEHTAPHS U MHTEIUIEKTYaIbHBIX HH(POPMAIIMOHHO-aHATTUTUIECKIX CHCTEM.



Tabmuna 1- ®opmupoBaHre KOMIIETEHINI TUCIUTUITMHAM (04Hasi popma 00yUueHUs)

HanmenoBanue Cemectpsl, (popMHPOBAaHUS AUCIUTUITHHBI
JUCLUIUTNH, (POPMHUPYIOLIHX
KOMITETEHITHIO

COBMECTHO

OIIK-2 1 2 3 4 5 6 7 8

HopMmaTtuBHbBIC aKThI B +
PO eCCUOHATTEHOM
JIeSITEIIBHOCTH

HubopMalimoHHbIE TEXHOJIOTHA B +
MEHEPKMEHTE, KOPIIOPATUBHBIC
WH(POPMAITUOHHBIE CUCTEMBI U
nHpopMaImorHas 6€3011acHOCTh

DUHAHCOBBIN yUET +

Ynpapnenue 0a3aMu TaHHBIX H +
AJIEKTPOHHBIE KOMMYHHKAIIAN

O3HaKOMUTEIbHAS NPAKTHKA +

Brinonnenue u 3amura +
BBIITYCKHOHN KBaJTU(UKAINOHHON
paboTHI

Tabmuma la - dopmupoBaHHMe KOMIICTCHIMH JUCHUILIMHAM (O4HO-3a04Has (opma
o0yueHus)

HanmenoBanue Cemectpbl, HGOPMUPOBAHUS TUCIUTUIAHBI
JUCLUIUINH, (OPMHUPYIOLINX
KOMITETEHIIHIO

COBMECTHO

OIIK-2 1 2 3 4 5 6 7 8 9 10

HopmatuBHBIE aKkThI B +
npoeccuoHaIbHON
JIeSITeIbHOCTH

Nudopmanmonsbie +
TEXHOJIOTHH B
MEHEDKMEHTE,
KOpPITIOpaTHBHBIC
UH(OPMALIMOHHBIE CHCTEMBI
1 MHpOpMaIMOHHAs
0e301acHOCTh

DUHAHCOBBIN yUeT +

VYnpasnenue 6azamu +
JAHHBIX U 3JICKTPOHHBIE
KOMMYHHKAIIUU

O3HaKoOMUTEIbLHAS +
MPAKTHKA

Brinonnenue u 3ammra +
BBIITYCKHOM
KBaJIM(PHUKALMOHHON pabOThI




4. IEPEYEHDb IIVTAHUPYEMBIX PE3YJIbTATOB OBYYEHMUSA 11O JZUCIUIIJIMHE, COOTHECEHHBIX C IINTAHUPYEMBIMU
PE3YJIIBTATAMM OCBOEHMUS OIl1

Tabnuna 2- [lepedeHp MIaHUPYEMBIX PE3YJIBTATOB O0YUYCHHUS 110 AUCIUIIINHE, COOTHECEHHBIX C TUIAHUPYEMBIMH Pe3yJIbTaTaMi OCBOCHUS

Koa u Koa n HaumMeHoBaHue HJ’IaHpreMble pe3yJabTaThbl Oﬁy‘leHHH o JMCHMIIJIMHE OneHoYHbIE CpeacTaa
HAaNMMeHOBaHHE | HHAUKATOpPa Texymero | IIpomeskyTouHoii
KOMIIETEHIIUN JOCTUKCHUSA KOHTPOJIA aTTeCTAalluH
KOMIIETCHIIUN
OIIK-2. Cnocoben | MOIIK-2.1. Hcnome3yer | 3HaTh: Ymers: Baaners: Bompocs! mis
K3aMCH.
OCyIIeCTBIATH ~ cOOp, | pasianuHble  MeTomsl  cOopa, | - METOJIbI cbopa, | - HCIONB30BATh PAa3IMUHbIC | - MeTOHaMH cOOpa, 0OpabOTKM M | JHCKYCCHH. VIHAMBHIyaTEHOE 33]aHHE.
00paboTky M aHamu3 | oOpaboOTKM M aHAIW3a JAHHBIX, a | 00OpadOTKM M aHaiuM3a | MeroAbl cOopa, oOpaOOTKM | aHaiM3a  JAHHBIX, a  Takke | MHAuMBUIyalbHBIE
JAHHBIX, HEOOXOMMMBIX | TaKxke COBpPEMEHHbIC | JIaHHBIX, a TaKXKe | W aHaJIW3a JaHHBIX, a TAKXKE | COBPEMCHHBIMH HHTEIUICKTYAIBHO- | 3aaHUs.
TUIst CLICHUS | HHTEIUIEKTYaIbHO-IIONCKOBBIC COBpPEMEHHbIE COBpPEMEHHBIE [OMCKOBBIMH  cucteMamu  juisi | TecTsl.
p
MOCTABJICHHBIX CHCTEMBI ISt pelICHUs] | HMHTEIUICKTYallbHO- HHTEJUICKTyalIbHO- o(hopMIIeHHS JOKYMEHTOB;
ABJICHYECKHX 3aJ1ad. aBJICHYECKHX 3324 [IOMCKOBBIE CHCTEMBI [UIS | TIOMCKOBBIE CHCTEMBI IS | - COBPEMEHHBIMH  LH(POBBIMU
> p p
c HCTIONE3OBARMEM [~ Bg CHCTeMaTH3aLIH u | odopMIICHHS JOKYMEHTOB; | TEXHOJOTMSIMH H HPOTrPaMMHBIMHI B
-2.2. BIOHpaeT u
COBPEMEHHOT'O pae ONICPATHBHOIO  XPAaHEHUS | -  HPOBOAMTH  OLEHKY | NMPOAYKTAaMH i1 O(OPMIICHHS OMPOCHI UL
HCIOJIB3YeT aJICKBaTHbIE Y Y JIMCKYCCUH
HHCTPYMEHTapHs u Y JIOKyMEHTOB; BO3MOXHOCTH 1 | DOKYyMEHTOB; as Y ’
HHTEIUICKTYalIbHBIX CONCPAAHMIO npod)%ccug)ﬂanbﬁmx - COBpeMeHHbIe LH(POBBIE | Ieneco00pasHOCTH - HaBBIKAMH COCTABIICHHSI IPOCKTOB HAMBHIYaTLHBIC
4 METOJBI TKH ¥ .
HH(POPMALTHOHHO- sajia erox 00pabo TEXHOJIOTHU U | HCIIONb30BaHUS ACTIOPSIANTEIBHBIX SalaHA
aHaJM3a JaHHbIX ’ Tectst
QHAJIMTHYECKUX CHCTEM ’ [IPOrpaMMHBIE  MPOJAYKTHl | COBPEMEHHBIX [M(POBBIX | OpPraHU3aLMOHHBIX u :
ol o(hOpMIICHHS | TEXHOIOTHIt U | MHPOPMAIMOHHO-CIIPABOYHBIX
TIONK23 o S—— JIOKyMEHTOB; [POrPaMMHBIX HPOJYKTOB | JOKYMEHTOB, OCYIIECTBICHHS HX TE—
- 6“ - mpaBwia oQOpMIEHHs | I odopmienns | uHGOpPMAIMOHHON 0OpaGoTKM U TIPOCEI Lt
BOSMOXKHOCTE M LIEJCCOOOPASHOCTL | hacropsmrensHbIX, JIOKYMECHTOB; BHENIpEHNs B  ympapieHdeckyro | AHCKYCCHH.
HCTIOMB30BAHMA COBPEMEHHBIX | 5 ragy3aIOHHBIX M | - COCTaBNATh  HpPOEKTHI | JAEATEIHHOCTH Hnpusunyansusie
1(POBBIX TEXHOJIOT Ui 1| yropmanmomHo- PACTOPSHTENBHBIX, 3a/1aHus.
HPOTPaMMHBIX — TPOAYKTOB  JUI | ¢pypapoumbix TOKYMEHTOB OpraHM3alMOHHBIX u Tectbt.
peuieHus npodeCCHOHABHBIX MH(OPMALHOHHO-
sanat. CIIPAaBOYHBIX JIOKYMEHTOB,
OCYILECTBIISITh ux
NOIIK-2.4. CocTaBiseT NPOEKTHI MH(OPMALHOHHYIO Bomnpocs! mis
PacIOpsIIUTENbHbIX, 06paboTKy W BHEIPCHWE B JIMCKYCCHN.
OpraHU3alMOHHBIX " YIIPaBICHTECKYIO WHpuBuyansHble
HH(POPMAIIMOHHO-CIIPABOYHBIX 3a/1aHus.
JIeSTETEHOCTh
JIOKyMEHTOB, ~ OCYIIECTBIISIET ~ HX TecTbl.

NHOOPMALMOHHYI0 00paboTKy U
BHEIPEHHE B  YIPABICHYECKYIO
JICSITEIIEHOCTb.




5. CTPYKTYPA U COAEPKAHUE JUCIHUITJIMHBI
5.1 Pacnipenesienne TPya10EéMKOCTH IMCIUILIMHBI 110 BUJAaM padoT

10 ceMecTpam

OO6mas TpyAoE€MKOCTh AUCUHUIUIMHBI cocTaBisier 4 3ad.en. 144 wyaca, pacnpexneneHue
94acoB MO BUIaM pabOT ceMecTpaM MpeCTaBIeHO B Ta0muIe 3.

Tabmuua 3
PacnpenesieHue Tpy10éMKOCTH THCHUILUINHBI 10 BHIaM PadoT Mo ceMecTpam

TpynoémkocThb B yac
Buna yueOHo# padoThI B 1.4. mo cemecTpam
Nel(oud) | Nel(ous.d.)
@opMaT u3yYyeHHs TUCIUIIHHBI C UCIIOJIb30BAaHUEM DJIEMEHTOB
AIIEKTPOHHOT'0 00yUeHUs
OO0mas Tpy10EMKOCTb TUCHUTUIMHBI IO Y4eOHOMY IJIaHy 144 144
1. KontakTHas padora:
1.1.AynuTopHasi paboTa, B TOM 4HcJie: 51 51
3aHATHUS JeKIMOHHOTO THHa (JI) 17 17
MPAKTUYCCKHUE 3aHATUS 34 34
1.2.BHeayaiuTopHas, B TOM YucJe 6 7
KOHTpOJIbHAsE paboTa - 1
TEKYIIMI KOHTPOJIb, KOHCYJIbTAIIUU M0 JUCIHUILTUHE 4 4
KOHTaKTHas paboTa Ha npomexyTouyHoM KoHTpose (KPA) 2 2
2. CamocTrosiTesabHast padora (CPC) 51 32
KOHTpOJIbHAsI paboTa - 15
CaMOCTOSITEIIHOE U3yUYEHHE Pa3/IesioB, CAMOIOArOTOBKa (popaboTKa U
MOBTOpPEHHE JIEKITMOHHOTO MaTepralla i MaTeprana ydeOHUKOB U Y4eOHBIX 51 17
HOCO6HI>1, MOAroTOBKA K NPAKTUYCCKUM 3aHATUAM, BBIIIOJHCHUC JOMAIITHUX
3aJTaHHI)
ITonroToBka K 9k3aMeHy (KOHTPOJIb) 36 54




5.2. Copep:xaHue TUCUMILIMHBI, CTPYKTYPUPOBAHHOE 10 TeMaM

Coaep:xxaHue TUCUUILTAHBI

Tabnuna 4 -Conepkanue IUCUUIUIMHBL, CTPYKTYPUPOBAHHOE 110 TEMaM

Ilnanupye Buabl yueoHoi padoTsl
Mble KonrakTHas -
aMeHOBaHHU
KOHTPOJIUP pabora g8 o )
Z = HCIO0JIb3yeMbIX
yeMmble) ° ° 2= 9
o |Fu|lS el 3EF AKTHBHBIX U
PE3yJIbTATBI HaumeHnoBaHue pa3ienoB, TeM s E |2 S| = > < Bun CPC
= 25| 87| 8 HHTEPAKTHBHBIX
OCBOEHMA: S ||l & @ 2 @)
S |SE|EE|gE 5 00pa3oBaTelbHbIX
E| ) y
g | &8 25 28 TeXHOJIOTHii
é SS| &= 8 g
= = °
1 cemectp (0ouHasi popMa o0OyUeHHsT)
Pasgen 1 Komnniekc A0KYMEHTOB MO YCTAaHOBJIEHWNIO TPYA,0BbIX MPABOOTHOLIEHUN
OIIK-2 Tema 1 .1PeKOMeHZ[aTeHBHBIC MHCHMa, PE3IOME. 1 1 IIOJAIOTOBKA K JICKIIHUAM Hpe3eHTau1/1;{ B PowerPoint
HOIIK-2.1. 7.11;7.1.2;7.13,7.1.4 Huckyccust
HUOIK-2.2. | [IpakTnueckoe 3ansaTne Nel i 3 1 oAroToBKa K I13 AmamTICCKHE YpAKHEHI
VIOTIK-2.3. 711;7.1.2,7.13,7.14 y
HOIK-24. | Tema 1.2 Maxer 10KyMeHTOB /1 0OPMICHHS COTPYIHHKA 1 1 TOJTOTOBKA K JISKLIAM Ipesenrarus B PowerPoint
Ha padory 7.1.1;71.2;71.3,7.1.4 Huckyccnst
IpakTuyeckoe 3anaTue Ne2 3 1 nororoska K II3 AHAIHTHYECKHE YIIPAKHEHUS
71.1,71.2,71.3,7.14 yip
Tema 1.3 Tpynosbie 10roBopel (KOHTPAaKTHI), TPYIOBBIE 2 1 MOATrOTOBKA K JICKIHIM IIpesenranus 8 PowerPoint
COITAIICHHS 7.1.1;71.2;71.3,7.1.4 Huckyccust
IpakTuyeckoe 3ansaTue Ne3 2 1 noaroroska k 113 N —
71.1;7.1.2;7.1.3,7.14 yip
CamocrosTeabHast padoTa 1o ) 6
ocBoeHMIO 1 pa3zgena:
caMocTosTeNbHas paboTa ¢ INTepaTypoit - 3 caMoCTosATENbHas paboTa ¢
BBINIOJTHEHUE UHIUBUAYAJIBHOTO 3a/1aHuUs UTEpaTypoit VHIMBHIVAIEHOE 3aTaHke
- 3 711;7.1.2,7.13,7.14,7.2.1; AMBHIY A
722,723,724
Hroro no 1 pazneny 4 8 12




Ilnanupye
Mble
KOHTPOJIUP
yeMble)
De3yIbTAThI
OCBOCHHSI:

Buabl yueoHo# padoThl

KonrakTHas
paora = = HaunmeHnoBanue
A5y HCIIOJIb3yeMBIX
o [T o|Ec| 5&F AKTHBHBIX U
HaumeHoBaHUe pa3aeoB, TeM < E R E S| B> . Bupg CPC
= = 18Tl 850 HHTEPAKTHBHBIX
£ | g 2 2 E E g E‘j o0pa3oBaTesIbHbIX
g §' § % = 2 t§ = TeXHOJIOTHii
= S = ) 3| © =
Pazzen 2 [LokyMeHTUPOBAHWE ABUXEHUS MEPCOHaNa opraHn3aum
Tema 2.1 Kommniexe 10KyMeHTOB 110 0)OPMIIEHHIO TIEPEBOIA 5 i 1 TIOJITOTOBKA K JICKLHAM IIpesenranus 8 PowerPoint
Ha JIpyryio paboTy. 7.11;7.1.2;713,7.14 Huckyccust
IIpakTuyeckoe 3ansaTue Ne 4 ) 4 1 nozaroroBka k 113 R ——
7.1.1;7.1.2;7.13,7.14
Tema 2.2 [loxymenTamus 1o OGhOPMIEHHIO CITyKeGHBIX 2 2 MOATOTOBKA K JICKIUAM Ipesentamus B PowerPoint
KOMaH/IUPOBOK, OTIIyCKOB 7.11;71.2;7.1.3,7.1.4 Huckyccust
MpakTHaeckoe sandTRE Ne 5 4 2 mojroToBka k I13 AHanMTHIECKHE YIPAKHEHHS
7.11;7.1.2;713,7.14
CamocrosTeabHas padoTa 1o ) 6
OCBOEHHIO Z2pa3jieia:
caMoCTOsTeNbHas paboTa ¢ TUTepaTypoit ) 3 caMoCTOsTENbHAS paboTa ¢
BEITONHCHIC HH ) JUTEpATYpOil WupuBuyanpHOE 3a1aHHe
AUBUIYaJIbHOT'O 3a/laHUs ) 3 7.1.1;7.1.2,;7.1.3,7.1.4,7.2.1;
722,723,724
HTtoro no 2 pasueny 4 8 12
Pasnen 3 Komnnekc LOKYMEHTOB MO yyeTy nepcoHana
Tema 3. 1 Bugs! yueTHBIX TOKYMEHTOB. 2 - 1 HOATOTOBKA K JICKLIUSIM Ipesenranus B PowerPoint
7.1.1;71.2;71.3,7.1.4 Huckyccust
IpakTnueckoe 3ansTue Ne 6 - 4 1 nozroroeka k I13 AHATUTHYECKHE YIP@KHEHHS
7.1.1;7.1.2;7.1.3,7.14
Tema 3.2 Odopmienne u BeeHHe JTHYHBIX Je (T0CHE) 2 2 TOATrOTOBKA K JICKIUAM IIpesenTanus B PowerPoint
COTPYTHUKOB 7.1.1;71.2;7.1.3,7.1.4 Huckyceus
IIpakTuyeckoe 3ansaTue Ne 7 4 2 noaroroeka k I13 R ———
7.1.1;7.1.2;7.1.3,7.14
CamocrosTeabHas padoTa 1o - 6
OCBOCHHIO 3 pa3feia;




Ilnanupye
Mble
KOHTPOJIUP
yeMble)
De3yIbTAThI
OCBOCHHSI:

Buabl yueoHo# padoThl

KonrakTHasi
® o HanmeHnoBanue
padora s 2
% E o HCIO0JIb3y€e€MbIX
3 % | S ol 3&8 AKTHBHBIX U
HaumeHoBaHUe pa3aeoB, TeM < E R E S| B> . Bupg CPC
T & 87| B0 HHTEPAKTHBHBIX
= |EZ|EE| E=i&
= s E|EEl 80 00pa3oBaTeIbHBIX
= =9 =3 -
Z |28|2E| 2 TEeXHOJIOTHii
S €825 &
-9
hall-
camMocCTosTeNbHas paboTa ¢ TUTepaTypoi - 3 camocTosATeNbHas paboTa ¢
BBINIOJIHEHUE UHIUBUAYAIbHOTO 3alaHUS - JUTEPATYPOit T T —
3 7.1.1;7.1.2;7.1.3,7.1.4,7.2.1; JHBHALY A
722,723,724
Hroro no 3 pazneny 4 8 12

Pa3z[en 4 CucremaTtmsaums un onepaTtuBHOE XpaHeHNe ALOKYMEHTOB

Tema 4. 1 Homenxnarypa fen ciayxObl epcoHaa. 2 - 1 MOJATOTOBKA K JIEKLUSAM IIpesentanus B Power Point
7.11;71.2;7.13,71.4 IMpoGneMHast eKuus
IpakTuyeckoe 3ansTue Ne 8 - 3 1 nororoxa K 113 AHaTUTHYECKHIE YTPaKHEHHS
7.1.1;7.1.2;7.1.3,7.1.4 yip
Tema 4.2 ®opmuposanue el ¢ T0KyMEHTAMHU TI0 IEPCOHATY 2 1 MOATOTOBKA K JICKIUAM IpesenTarus B PowerPoint
7.11;71.2;7.1.3,7.1.4 Huckyccust
IpakTuyeckoe 3ausTue Ne 9 3 1 nozroToeka K I13 AHATHTHYECKITE YTPAKHEHHS
711,712,713, 7.14 yip
Tema 4.3 Mopsgok noAroToBKH, cocTapienus 1 opopmienns | L 1 TIO/ITOTOBKA K JIEKIIHIM Ipesentanus B PowerPoint
7.1.1;71.2;71.3,7.1.4 Huckyccust
IMpakruyeckoe 3ansrue Ne 10 4 1 nororoska K II3 AHAIHTHYECKHE YIIPAKHEHUS
7.1.1;7.1.2;7.1.3,7.1.4 yip
CamocTosiTeJibHasi padoTa no - 9
O0CBOEHHIO 4pa3jesia:
CaMOCTOsTeNIbHAs paboTa C TUTepaTypoit - 4 caMoCTosATeNbHas paboTa ¢
BBINTOJTHEHIE WHINBUAYAIEHOTO 3aaHUs - JIUTEPaTypoit
5 711:7.12:7.13,7.0.4, 7.2.1: MNunuBuayanpHOE 3a/1aHNE
722,723,724
Hroro no4 pasneay 5 10 15
17 - 34 51

HUTOI'O no aucounmianue
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Tabnuna 4a -Copeprxanue JUCIUTIIMHBI, CTPYKTYPHUPOBAHHOE 110 TEMaM

IInanupye Bunel yueonoi padoTsl
Mble KonrakTHas -
KOHTPOJIHP padora g8 AMMEHOBAHHE
Z = HCIO0JIb3yeMbIX
yeMmble) ° ° 2= 9
v |Zu|lEel 3XF AKTHBHBIX H
PE3YJIbTAThI HaumeHnoBaHue pa3ieoB, TeM < E S| ¥ S| B> o Bug CPC
T lar|l2F| 8 EAS HHTEPAKTHBHBIX
OCBOEHMSI: = | S22 & &2 8
= |S2|EE| 2EC 00pa3oBaTe/bHbIX
= ) .
g2 |&8|lz&| 28~ TeXHOJI0T Hii
= €885 S5
= =
1 cemecTp (04HO-3204Has (hopMa 00yUeHN)
Pa3:[en 1 Komnnekc AOKYMEHTOB NO YCTAHOBNEHUNIO TPYAOBbIX I'IpaBOOTHOIJJeHVIVI
OIIK-2 Tema 1.1Pexomennatenbhbie mMChbMa, pe3toMe. 1 05 MOJITOTOBKA K JIEKIHAM Ipesenrauus B PowerPoint
HOIIK-2.1. ' 7.1.1;71.2;71.3,7.1.4 Huckyccust
VIOTIK-2.2. - My eTnaeckoe sansTue Nel ) 3 05 moaroroska k 13 AHAIUTHYCCKAE YIPAKHEHUs
MOIIK-2.3. ’ 71.1;7.1.2;7.1.3,7.14 yip
MOIIK-2.4. Tema 1.2 Tlaker foxyMeHTOB 1St 0OPMITEHHS COTPYIHHKA TOATOTOBKA K JICKLHAM IIpesenranust 8 PowerPoint
1 0,5
Ha paboTy 7.11;71.2;7.1.3,7.1.4 Huckyccust
IpakTuyeckoe 3anaTue Ne2 3 05 nojroroska K II3 AHaINTHYECKNE YIPAKHEHHS
' 71.1,71.2,71.3,7.14 yip
Tema 1.3 Tpynosbie I0TOBOPEI (KOHTPAKTHI), TPYHOBHIE TIOATOTOBKA K JICKIUSIM Ipesentanus B PowerPoint
2 0,5
COTJIAUIEHUs 7.1.1;7.1.2;7.1.3,7.14 Huckyccust
IIpaxTiieckoe sanATHE Ne3 2 0,5 noaroroka k I13 AHaTUTHYECKUE YIIPAKHECHUS
’ 71.1;7.1.2;7.1.3,7.14 yip
CamocTrosiTeJibHasi padoTa no ) 1
ocBoeHuio 1 pasiena:
caMocCTosTeNbHAs paboTa ¢ INTEPaTypoit - 0,5 CaMoCTOATENbHAs PaboTa ¢
BBINTOJTHEHIE WHINBUAYAILHOTO 3aaHUS JIUTEPaTypoit NHAMBHIVATEHOE 3aIaHIe
; 05 | 7.11;,7.1.2,7.1.3,7.1.4,7.2.1; FUHBIILY A
722,723,724
Hroro no 1 pazgeny 4 8 4

Pasnen 2 lokymeHTUpOBaHue AB

NXeHNA nepcoHasa opraHusauu

Tema 2.1 Komniexe 10KyMeHTOB 110 0)OPMIIEHHIO TTEpEBOIA
Ha Jpyryio paboTy.

2 - 0,5

MIOJITOTOBKA K JICKIIUSIM
7.11,71.2;713,7.14

Ipe3senramust B PowerPoint
Juckyceus

IIpakTuyeckoe 3ansaTHe Ne 4

- 4 0,5

noaroToska k I13

7.11,71.2;713,7.14

AHaTuTHYECKHE YHOpa)KHECHUA
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Ilnanupye
Mble
KOHTPOJIUP
yeMble)
De3yIbTAThI
OCBOCHHSI:

Buabl yueoHo# padoThl

KonrakrHasn
paora = 2 HaumeHnoBanue
. s = , HCIO0JIb3yeMbIX
HaunmMeHoBaHMe pa3ae/ioB, TeM g E 2| 2 & E %; % Bux CPC ACTHBHB I

- & -8 & S50 MHTEPAKTHBHBIX

£ | g 2 2 E E g E‘j o0pa3oBaTesIbHbIX

g §' § % = 2 t§ = TeXHOJI0r Hii

= S = ) 3| © =
Tema 2.2 JloxymeHranus 1mo OQOPMIEHHIO CIIyXKeGHBIX 2 05 MOJIrOTOBKA K JICKIUSIM IIpesenranus 8 PowerPoint
KOMaHIUPOBOK, OTITYCKOB ’ 7.11;71.2;7.13,71.4 Huckyccus
IpakTnyeckoe 3ansitue Ne 5 4 05 nojroroska K II3 AHAMTHYECKNE YIPaKHEHHS

7.1.1;7.1.2;7.13,7.14
CamocrosTeabHast padoTa 1o ) 2
OCBOEHMIO 2 pa3jesa:
CaMOCTOsTeNIbHAS paboTa ¢ TUTepaTypoit ) 1 CamMoCTOATENbHAs paboTa ¢
BEITIONHCHIG HH . HH_TepaTyp o ) NunuBuayanpHOE 3a/1aHUE
AUBUIYaJIbHOT'O 3aTaHU ) 1 7.1.1;7.1.2;7.1.3,7.1.4,7.2.1;
722,723,724

HTtoro mo 2 pa3uery 4 8 4

Paznen 3 Komnnekc LOKyMeHTOB no y4eTy nepcoHana

Tema 3. 1 Bujp1 yueTHEIX TOKYMEHTOB. 2 - 05 TMOATOTOBKA K JEKIUIM Ipe3enramus B PowerPoint
! 7.1.1;7.1.2;713,7.14 Nuckyccust

IpakTuyeckoe 3ansaTue Ne 6 - 4 05 nozaroroska k I13 AHATHTHHECKHE YTpasKHEHH
' 7.1.1;7.1.2;7.1.3,7.1.4

Tema 3.2 OdopmieHne u BeseHwe IMUHBIX Aen (mocke) | 2 05 TOITOTOBKA K JIEKLUAM IIpesenranus 8 PowerPoint

COTPYIHHKOB ' 7.1.1;71.2;7.1.3,7.14 Jluckyccust

Ipakruyeckoe 3ansaTHe Ne 7 4 05 nozaroroska k 113 AHATHTHIECKHE YIpaKHEHHS
' 7.11;71.2;7.1.3,7.1.4

CamocTrosiTeJibHasi padoTa no - 2

O0CBOEHHI0 3 pa3nesia:

caMoCTosATeIbHAs paboTa ¢ INTepPaTypoit - 1 caMoCToATeNbHas paboTa ¢

BBITIOJTHEHNE UHIUBUAYATIHHOTO 3a1aHuUs - . 1117 ;;T;’liagygol”‘l 121 VIHAMBHIyaTbHOE 33/1aHHe

722,723,724
HTtoro mo 3 pazmery 4 8 4
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Ilnanupye
Mble
KOHTPOJIUP
yeMble)
De3yIbTAThI
OCBOCHHSI:

Buabl yueoHo# padoThl

KonrakTHasi
® o HanmeHnoBanue
padora s 2
= = . HCIO0JIb3YEeMBIX
Q@ L = o
o = ) AKTHBHBIX U
HaumeHoBaHUe pa3aeoB, TeM < 2 2 E s| &5 = Bug CPC
=: 27 2 51 g5 6 MHTEPAaKTHUBHBIX
= |EZ|EE| E=i& 6
) s ElEE| 8 £ 00pa3oBaTeIbHBIX
= .
g | &8 22 28 TEeXHOJIOTHii
= §8|&: &
=Bl
Paznen 4 CucremaTvsauma u onepaTUBHOE XpaHeHWe A,O0KYMEHTOB
Tema 4. 1 Homenxnatypa nen cryxGr1 lepconana. 2 1 MOArOTOBKA K JIEKLUAM [pesentanus B Power Point
7.11;71.2;7.1.3,7.1.4 [IpoGaeMHas ekuus
Ipakruyeckoe 3ansaTHe Ne 8 - 3 05 noaroroska k I13 N
' 7.11:7.1.2;7.1.3, 7.1.4 ymp
Tema 4.2 dopmuposanue ge1 ¢ TOKyMEHTaMH 110 IIEPCOHAIY 2 MOATrOTOBKA K JIEKLIAIM Ipesenranus B PowerPoint
0,5
7.11;71.2;7.1.3,71.4 Huckyccust
IpakTuyeckoe 3ansTue Ne 9 3 05 nororoka K II3 AHaTUTHYECKHIE YTPaKHEHHS
: 7.1.1:7.12:7.1.3,7.1.4 yip
Tema 4.3 Iopsanok MoAroTOBKH, COCTAaBIEHHSA B OQOPMIICHHS 1 TOATrOTOBKA K JICKUMUAM Ipesenranus B PowerPoint
0,5
7.11;71.2;7.1.3,7.1.4 Huckyccust
IpakTuyeckoe 3ansaTue Ne 10 4 05 noarotoska K I13 AHATHTHHECKHE YTpasKHEHH
' 7.11;7.1.2:7.1.3, 7.1.4 Y
CamocrosiTesibHasi padora no - 25
0CBOEHHIO 4 pasena; '
caMocTosTeNbHAs paboTa ¢ INTepaTypoit - 1 caMocCTosATeNnbHas paboTa ¢
BBINTOJTHEHIE WHINBUAYAIEHOTO 3aaHUS - JIHTEPATypOi NHIMBHIVAIEHOE 3aIaHITe
15 | 7.01.1;7.1.2;7.1.3,7.1.4,7.2.1; FHBHILY A
722,723,724
HToro no4 pazneny 5 10 5
KonTposbHas padora 15
HUTOI'O no gucuuniaune | 17 - 34 17
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6. TEKYIIIUIA KOHTPOJIb YCIIEBAEMOCTH U IPOMEKYTOYHASI ATTECTALIUSI IO UTOT'AM OCBOEHMUS
JUCHUILINHDL

6.1. TunoBbIe KOHTPOJIbHbIE 32IaHUS] WM HHbIE MAaTEePHUAJIbl, He00X0AUMbIE VISl OLEHKU 3HAHUI, YMEHH U HABBIKOB M (WJIN) ONbITA

JACATCIBHOCTH

Tumnoskie KOHTPOJIBHBIC 3aJaHUA W TCCThl JJIA TCKYIICTO KOHTPOJIA 3HAHUI 06yqa}oumxc;1, BOIIPOCHI, BBIHOCHMBIC Ha IMPOMCIKYTOUYHYIO
aTTeCTaluio B (bopMe OK3aMCHa MPUBCACHBI B METOANYCCKUX PEKOMCHAAINAX K JUCHUIIIMHC 1 HAXOJATCA B CBO60,I[HOM AOCTYIIC.

6.2. Onucanue nokaszareJieil U KpUTEPUEB KOHTPOJIS yCII€eBAEMOCTH, ONTUCAHUE IIKAJ OLleHUBAHUS

I[J'IH OLICHKHU 3H3.HPII71, YMGHI/If/'I, HaABBIKOB U (bOpMPIpOBaHI/IFI KOMIICTCHIIMKU IIO0 JUCHUIIIIMHEC, a TaKXE€ AJI1 OLCHKH KOHTpOJ'II)HOI\/JI pa6OTI>I,

IMPUMEHACTCA TpPpaAUUNHOHHAA CHCTEMAa KOHTPOJA W OLOCHKU YCIIEBAEMOCTH CTYACHTOB!

«CHECYHOOBJICTBOPUTCIILHO.

«OTJIHNYHO»,

«XOopouio»,

«YOOBJICTBOPUTCIIBHO,

Tabauua 6 — Kpurepuu onieHMBaHUA Pe3yJbTaTa 00yUeHHsl 0 JUCHUILINHE (KYPCOBOMY MPOEKTY) M IIKAJIA OLleHUBAHUS

Kon n Koa u HaumeHoBaHue Kpurtepun oueHuBanusi pe3yJibTaToB 00y4eHH sl

HAaMMeEHOBaHUe HHIMKATOPA J0CTHIKEHHUS OreHka Orenka Orenka Ornenka

KOMIETEHITMH KOMIIETEHITMH «HEyJI0BJIETBOPUTEIHLHO» «YIOBJIETBOPUTEIBLHO) «XOPOII0Y «OTJIUYHO»

OIIK-2. Cnocoben | MOIIK-2.1. Mcmons3yer pasmudnble | M3noxenne yueOHOro @parmeHTapHBIE,  TTOBEPXHOCTHBIE | 3HAaeT MaTepwan Ha JoctaTtoyno | Mimeer TiryOokme 3HaHHSA BCEro

OCYLIECTBIATh cbop, | meroabl cOopa, oOpabOTKM M aHaiIM3a | Marepuana OEcCHCTEMHOE, HEINOJHOe, | 3HaHHUS Kypca; X0opolIeM YPOBHE; | MaTepuasa CTPYKTYpPbl AUCIUIUTHHBL,

00paboTKy M aHamM3 | JaHHBIX, a TaKXKe COBPEMEHHBIE | He OCBOEHBI METOJIBI COOpa, 0OpabOTKM | M3IIOKEHHE MOyYEHHBIX HpeJICTaBIseT METOAbl cOOpa, | OCBOMII HOBAILMM JIEKIMOHHOTO

JIAHHBIX, HEOOXOAMMBIX | MHTEIUIEKTYabHO-TIONCKOBBIE U aHaIM3a  JIaHHBIX, a  TaKkKe | 3HAHMH HENOJHOE, OJHAKO 3TO He | 00pabOTKH M aHANM3a JAHHBIX,d | Kypca IO CPaBHEHHMIO C

JuIst pEIIeHUs. | CHCTEMBI TSt peleHns | COBPEMEHHBIE MHTEJUIEKTYallbHO- | TIPEMSATCTBYET YCBOGHHIO | TaKke COBpPEMEHHBIE | Yy4eOHOI IHuTEpaTypoit;

TIOCTaBJIEHHBIX YTIpaBIIEHYECKHX 3a/1ad. MTOMCKOBBIE CHUCTEMBI JUISl PEIICHHS | TOCIETYOIIEro MHTEIUIEKTYaIbHO-TIONCKOBBIE U3II0KEHNE TIONy4EHHBIX 3HAHMH

YHpaBIeHUECKUX 3ajad, YIPaBJIEHYECKHX 33/1a4. MaTepuaa; JI0IyCKaloTCs CHCTEMBI JUIst pelleHus | TOJHOE, CUCTEMHOE;

c UCIIOJIb30BaHUEM OT/IENbHBIE CYIECTBEHHBIE yHpaBIEHYECKHX 3a/1aY.. JIONYCKAIOTCA €AMHUYHbIC OMIMOKH,

COBPEMEHHOTO OIIMOKHM, HCTIPABJIEHHBIE C CaMOCTOSATENLHO

MHCTPYMEHTapHs " TIOMOIITBIO TPEITOJIABATENS; UCIIpaBIIsieMbIe TIPH cOOECeI0BaHUH

MHTEJUIEKTYaIbHBIX 3aTpyAHEHUS] NPH (HOPMYIHPOBAHUKI

UH(POPMAIMOHHO- pE3yNIbTaTOB M MX PEIICHUI

AHAJIMTUYECKUX CHCTEM WOIIK-2.2. Beibupaer u ucnoms3yer | He monmmaer kpurepum BbiOOpa m | Yactnuno Moxer cdopmuposats | Moxer copmupoBate | CBOOOIHO BHIOMpAET M HCIOJIB3YET
aJIcKBaTHBIE COZIEP)KAHHUIO | HCHOIb30BAHUS aJICKBATHBIX | KPUTEPHHM BBIOOpPA W MCIONB30BAHMA | KPUTEPUM Ul BBIOOpa M | aJeKBAaTHBIC COJIEPKAHHIO
npoecCHOHANBHBIX  33/1a4  METONbI | COJEPKaHUIO pO(eCcCHOHANBHBIX | aJaeKBaTHBIX COZIEPAHHUIO | HCHOIb30BaHUS a/IeKBaTHBIX | MPO(ECCHOHANBHBIX 3a7ad METOMIBI
00paboTKHU ¥ aHaIN3a JIaHHBIX. 3ajau METOJ0B 0OpabOTKM M aHauM3a | NPO(ECCHOHANBHBIX 3a/jau METOIOB | CONEP)KAHMIO 00paboTKHU ¥ aHaJN3a JaHHBIX.

JIaHHBIX. 00paboTKU 1 aHAJIN3a JaHHBIX. po¢eCCHOHAIBHBIX 3a1a4
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METO/I0B 00pabOTKU M aHajm3a
JIAHHBIX.

HOIIK-2.3. OueHuBaer BO3MOXKHOCTE | M3noskeHune yueOHOTO ®DparMeHTapHble, Brnaneer 3HaAHUAMH n | Vmeer romybokue
U 1e1eco00pa3sHOCTh HCIONB30BAHUA | MaTepuaia GecCHCTEMHOe, HOBEPXHOCTHBIC 3HAHHS HaBBIKAMU UCIOJIB30BaHMS | 3HAHMS BCErO MaTepuala;
COBPEMEHHBIX LU(POBBIX TEXHOJOTUH | HE3HAHHE MHCTPYMEHTApusl | BaKHEHIINX pa3fesoB. | COBPEMEHHBIX ¢ppoBeIX | B TOJIHO Mmepe BJIAJICeT
W OpPOrpaMMHBIX [POAYKTOB [UIS | COBPEMEHHBIX LU(POBBIX TexHONOTHH 1 | IlocpeacTBeHHO [PUMEHSET | TEXHOJIOTHil M NPOrPaMMHBIX | COBPEMEHHBIMH 1(pPOBEIMU
pereHus TpodeCcCHOHAIBHBIX 3a/1aY. IPOrPaMMHBIX MPOAYKTOB [ pelieHust | 1udpoBbie TEXHOJIOINH U | NPOAYKTOB  JUIi  pELICHHsS | TEXHOJOTHSAMH M IIPOrPAMMHBIMH
podecCHOHANBHBIX 3a/1a4. [OPOTPaMMHBIX ~ MPOAYKTBl Ul | IPO(ecCHOHANBHBIX 3aja4. | MPOAYKTaMH ISl PELICHHS CBOMX
pelIeHus npodecCHOHANBHEIX | MOXeT NPOKOMMEHTHPOBAaTh | HMPO(ECcCHOHAIBHBIX 3a/1ad.
3aj1a4.. CBOM JICHCTBHS.
UOIIK-2.4. Cocraaser mnpoektsl | He 3HaHnme obs3atenbHbIX pekBu3utoB | ®parmentapHoe mpencrasieHne o | CamocrositensHo — cocrapiasier | CBoOOZHO — OpHeHTHpyeTcss B
PacropsIUTENbHbIX, PacropsIUTENIbHBIX, HPOEKTaX PACIIOPSIIUTENBHBIX, | IPOEKTH PACIOPSIUTEIBHBIX, | PACIOPSAUTEIbHBIX,
OpraHU3aLUOHHBIX U | OpraHM3aLMOHHBIX U | OpraHU3alMOHHBIX U | OpraHM3alHOHHBIX U | OpraHM3allHOHHBIX u
HnH(POPMALMOHHO-CIIPABOYHBIX HH(OPMALOHHO-CIIPABOYHBIX HH(OPMALIMOHHO-CIIPABOYHBIX nH(POPMALOHHO-CIIPABOYHBIX HUH(POPMALMOHHO-CIIPABOYHBIX
JOKYMEHTOB,  OCYLIECTBISCT  HMX | JOKYMEHTOB, HE IIOHHMaHHE KaK | JOKYMCHTOB, YaCTHYHAsl | JOKYMEHTOB, OCYIECTBISICT MX | JOKYMEHTaX, CaMOCTOSTEIBHO 0e3
uHQOPMALMOHHYI0O ~ 00pabOTKy M | OCYLIECTBIATh HX HH(MOPMAILMOHHYIO | CIOCOOHOCTH K ux | uHGOPMALMOHHYIO 00pabOTKY | CYIIECTBEHHBIX oumdoK
BHEJpEHHE B YIIpaBIEHYECKYIO | 00paboTKy u BHEZIpEHHE B | nHdopManuoHHOH o00Opabotke H | H BHEJIpEHHE B | ocymecTBiseTr nux
JIeATENbHOCTD. YIIPaBIEHUECKYIO IS TEIbHOCTb. BHEIPEHHH B  YIPABICHYECKYIO | YIIPaBJICHYECKYIO nHGQOPMALMOHHYI0 00paboTKy H
JIeSTEIbHOCTb. JESITEIbHOCTb. BHEPCHHE B  YNPaBICHYECKYIO

JACATCIBHOCTB.
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Ounenka

Kputepun oneHuBanus

Bricokuii ypoBeHb
«5»
(oTIMuHO)

OLICHKY «OTJIMYHO» 3aCIy’)KUBAET CTY/ICHT, OCBOMBIIINII 3HAHUS,
YMEHUS1, KOMIIETEHLIUU M TEOPETUUECKUI MaTepuai 0e3 mpoOemos;
BBIIIOJIHUBIIHI BCE 33aHKs, IPEAYCMOTPEHHBIC y4eOHBIM IJIAHOM Ha
BBICOKOM Ka4ECTBCHHOM YPOBHE; IPAKTHUECKHE HABBIKH
11po(heCCHOHATBHOTO MPUMEHEHHUs] OCBOCHHBIX 3HaHUI C(OPMHUPOBAHBIL

Cpennuii ypoBeHb
«»

OLICHKY «XO0poHIOo» 3aCIYKUBACT CTYACHT, IPAKTUYCCKU ITOJTHOCTBIO
OCBOUBIIHM 3HaHUWs, YMECHUSA, KOMIICTCHIUU 1 TCOPCTI/I‘IeCKI/Iﬁ

(xopor10) MaTepuai, yaieOHbIC 3aJaHusl HE OIEHEHBI MAKCUMaTbHBIM YHCIIOM
0a/I0B, B OCHOBHOM C(HOPMHPOBAT MPAKTUICCKHE HABBIKH.
[ToporoBsrii OIICHKY «Y/J0BJIETBOPUTEIbHO)» 3aCTy)KUBACT CTYACHT, YACTHYHO C
YPOBEHB «3%» poOeslaMy OCBOMBIIUI 3HAHKS, YMCHHS, KOMITCTCHITUN H
(YAOBIETBOPUTENH | TEOPETUUCCKUI MaTeprall, MHOTUE Y4eOHbIC 3a1aHus OO0 HE
HO) BBIIOJIHUJI, 1100 OHU OLIEHEHBI YHCIOM 0ajIjI0B OJIM3KHUM K
MUHUMAIBHOMY, HEKOTOPBIC MPAKTUYECKHE HABBIKU HE CPOPMHUPOBAHBI.
MuHUMaNbHBI | OLIGHKY «HEY0BJIETBOPHTEIbHO»3aCTy)KHBACT CTYJICHT, HE
YPOBEHB «2% OCBOMBIIMK 3HAaHUS, YMCHHUS, KOMIICTCHIIMM W TCOPETUYCCKHUI
(HeyIOBIETBOPUTE | MaTepuall, y9eOHbIC 3aJaHUSI HE BBIMOJIHMI, TPAKTHYCCKUC HABBIKH HE
JIbHO) c(OpMHUPOBAHBI.

7.1.3.

7. YYHEBHO-METOJUYECKOE OBECIIEYEHUE JUCHUIIJINHBI

7.1.1. AnekceeBa, T. B. JlIokyMeHTaIlMOHHOE OOCCIICUCHHE YIIPaBICHUs . YUeOHHUK / AJleKceeBa
T. B., CrpaxoB O. A. - Mocksa :
4257-0402-3. - TekcrT :

7.1 Y4eOHas ureparypa

Yuausepcurer "Cuneprus", 2020. - 132 ¢. - ISBN 978-5-

anektponHslid // OBC "KoncynbranT crynmenra" : [cait]. - URL :

https://www.studentlibrary.ru/book/ISBN9785425704023.html

7.1.2. Kynses, H. H. JlokyMeHTOBeeHUE :
®abpuunoB; noa pexa. npod. H. H. Kynsesa. - Mocksa :
YHUBEPCUTETCKAsE OMOIHMOTEKA) -

"KoHcynbTaHT

yueOnuk / H. H. Kynses, /. H. Ypamos, A. T.

ISBN 978 5-98704-329-8. - Tekcr :

cryneHnra” [caiit]. - URL

https://www.studentlibrary. ru/book/ISBN9785987043298 html

Hmutpuena, JI. W. JlokymeHTanmoHHOE 0OecrieueHUe yIpaBIeHUYECKON NeATeTbHOCTH
yaeOHoe nocobue / JI. 1. JImutpuena, M. B. Py3aea. - HoBocubupck : HI'TY, 2019. - 100 c. -
ISBN 978-5-7782-4029-2. - Tekct : anekrponnsiii / OBC "KoHncynbranT cTyneHTa" :

URL : https://www.studentlibrary.ru/book/ISBN9785778240292.html

Jloroc, 2012. - 352 c. (HoBas
anekTpoHHbii // IBC

[caitT]. -

7.1.4. HOnuna, JI. H. [JokymeHTanimoHHOE 0OECIIEeYeHUE YIIPABIECHYECKON AEATEIHHOCTH @ yueo.
nocobue / JI. H. FOguna - HoBocubupck : U3a-so HI'TY, 2011. - 54 c. - ISBN 978-5-7782-

1740-9. - Tekcr : snekrponnbii / OBC "Koncymbrant crymenta" : [caiiT]. - URL :
https://www.studentlibrary.ru/book/ISBN9785778217409.html
7.2. CnpaBo4Ho-0ubauorpaduyeckas Jureparypa.
7.2.1 Jlapeko, H. C. JlokymenToBenenue : yaeOnuk / JlappkoB H. C. - Mockga : IIpocrmekr,

2016. - 416 c. - ISBN 978-5-392-19329-5. - Tekcrt : anekrponsbiit // ObBC "KoHcynbTaHT
crynenta" : [caiit]. - URL : https://www.studentlibrary.ru/book/ISBN9785392193295.html
7.2.2 Kynses, H. H. KondunenuuaiabHoe en0NpPOU3BOACTBO M 3alUIIEHHBIA 3JIEKTPOHHBINA
nokymenToobopor : yuebnuk / H. H. Kynses, A. C. [Igmymkun, T. B. Kongpamosa, A. T
®abpuunoB; mox obm. pexn. H. H. KynseBa - Mocksa : Jloroc, 2017. - 500 c. (Homas
yHHMBepcuTeTckas Oubmmoteka) - ISBN 978-5-98704-711-8. - Tekcr : anextponHsbli // DbC
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"KoncynbTant cryneHnra” [caiiT]. - URL
https://www.studentlibrary.ru/book/ ISBN9785987047118 htm

7.2.3 Bapuxwun, A. b. bapuxun A. b. [Ienonpou3BoaCTBO U JOKYMEHTO000pOT. MOCKBa :
Kuawxkasiii Mup, 2008. - 416 c¢. - ISBN 978-5-8041-0311-9. - Tekcr : anexktponssiii // DbC
"KoncynbTant crynenta” : [cait]. - URL :
https://www.studentlibrary.ru/book/ISBN9785804103119.html

7.2.4 Kowpies, A. JI. JlokyMeHTHpOBaHUE yIIpaBieHYeCKOU nestenbHocTd / A. JI. KoMmbimes,
1O. b. Kopones, B. B. Makoseukuii u zp. ; [log pen. B. B. Makosenxkoro. - Mocksa : KonocC,
2005. - 176 c¢. (YuecOHMKHY U yueO. mocoOus JJIs CTYACHTOB BhICII. yueO. 3aBenenuii) - ISBN 5-
9532-0341-1. - Tekcrt : anexkrponnsiii // OBC "Koncynbrant cryaenta" : [cait]. - URL :
https://www.studentlibrary.ru/book/ISBN5953203411.html

7.3. MeToanueckne yKa3aHusi, peKOMEHIALUM M Ipyrue MaTepuajbl K
3aHATHAM

- MGTOI[I/I‘ICCKI/IC PEKOMCHOANH, p33pa60TaHHBIe nmpenoaaBarcjieM 10 JUCHUIIINHE
«HopmartuBHbI€ aKThl B IPO(ECCHOHATIBHOMN 1€ TEIbHOCTH

- Meroauueckue peKOMEHIAIMK 110 OPraHU3aluK ayTuTOpHON paboThl. [IpunsTH YuebHo-
meroandeckum copetoM HI'TY um. P.E. AnekceeBa, mpotokon Ne 2 ot 22 anpens 2013 r.
DIIEKTPOHHBIM ajzpec:
https://www.nntu.ru/frontend/web/ngtu/files/org_structura/upravleniya/umu/docs/metod_do
cs_ngtu/metod_rekom_auditorii.PDF

- MGTOI[I/IIIGCKI/IC PEKOMCHAAIIMNU II0 OpraHvu3alvu MW IIJIaHUPOBAHUIO CaMOCTOSTEILHOU
paboTsl cTyaeHToB o aucuuriuHe. [Ipunsatel YueOno-meroaunueckum coBetoM HI'TY um.
P.E. Anekceea, mnportokon Ne 2 ot 22 ampens 2013 r. DnexTpoHHBIM ajpec:
https://www.nntu.ru/frontend/web/ngtu/files/org_structura/upravleniya/umu/docs/metod_do
cs_ngtu/metod_rekom_srs.PDF

- VYuyebnoe mocobmue «lIpoBeneHue 3aHATHIA C TPUMEHEHUEM HWHTEPAKTUBHBIX (GOpM U
MeTosIoB oOydeHusi», Epmakosa T.M., MBamkwun E.I'., 2013 r. DnekTpoHHBIA ajapec:
https://www.nntu.ru/frontend/web/ngtu/files/org_structura/upravleniya/umu/docs/metod_do
€s_ngtu/provedenie-zanyatij-s-primeneniem-interakt.pdf

- YuebHoe nocobue «Opranuzaiys ayaAuTOpHONU paboThl B 00pa30BaTEIbHBIX OPraHU3aUAX
BBICIIIETO o0pa3zoBaHU», NBamxun E.T'., Kykosa JLIL., 2014 r.
OnekTpoHHbIH agpec: https://www.nntu.ru/frontend/web/ngtu/files/org_structura/upravleni
ya/umu/docs/metod_docs_ngtu/organizaciya-auditornoj-raboty.pdf

8. TH®OPMALIMOHHOE OBECIIEYEHHUE JUCHHUIIJIMHbI

VYueOHbIil mporecc Mo AUCIUIUIMHE 00ecredeH HEeOOXOAUMBIM KOMIIJIEKTOM JIUIIEH3UOHHOTO U
CBOOOJTHO paclpOCTPaHSAEMOr0 MPOrPaMMHOIO OOecledyeHusi, B TOM YHCJIE€ OTEYECTBEHHOTO
MIPOM3BOJICTBA (COCTaB MO AUCUMILINHE onpeseneH B HacTosmed PIIJ[ u moanexur oOHOBIEHUIO
pU HEOOXOTUMOCTH).

8.1. Ilepeuens pecypcoB HHGOPMALHOHHO-TEIeKOMMYHUKAIIMOHHOM ceTH « UHTEpHETY,
HEOOXOAMMBIX [IJIsl OCBOCHUS M CHUILIMHBI (MOLYJIs1)
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[lepeueHb TPOTpaMMHBIX TPOAYKTOB, HCIIOJIB3yEMbIX MPH MPOBEACHUN PA3IUYHBIX BHIOB
3aHATUH 10 TUCHUTIINHE (OTKPBITBIA TOCTYII)

- Hayunas snexrponnas 6ubmmoreka E-LIBRARY.ru. — Pexwum nocryna:
http://elibrary.ru/defaultx.asp

- Koncyneranrllntoc [DnexTponnsiit pecypc|: CripaBouyHasi mpaBoBasi cucteMa. - Pexum
noctyna: http://www.consultant.ru/.

- DIeKTpOHHO-OMOIMOTeUHass cucTeMa Znanium.com [DneKTpoHHBIA pecype]. - Pexum
nocryna:http://znanium.com/. — 3ari. ¢ sxpaHa.

- OtkpbiTOe 0OpasoBanue [DaeKTpOoHHBIH pecypc]. - Pexum moctyna: https://openedu.rul/. -
3ar1 ¢ ’KpaHa.

- Polpred.com. Ob630op CMU. I[lonnomexcmosas, muozoompaciesas odaza oauuvix (B/])
[Dnexmponnwiii pecypc]. - Pearcum docmyna:http://polpred.com/. — 3aen. ¢ sxpana.

- bazvl Oannvix Bcepoccutickoeo uHCMUmMyma HAy4yHOU U MEXHU4YeCcKou UHGopmayuu
(BUHUTU PAH) no ecmecme@eHHbiM, MOYHbIM U MEXHUUECKUM HAVKAM DIeKmpOoHHbIU
pecypc]. - Peacum oocmyna: hitp://www.viniti.ru. — 3aen. ¢ skpana.

- Vuusepcumemckasa ungpopmayuonnas cucmema Poccus [Onexmpoumnsiii pecypc]. -
Peowcum oocmyna: http://uisrussia.msu.ru/. — 3aen. ¢ sxkpana.

- Qunancoso-skoHOMUYecKue nokaszamenu Poccutickot ~@Dedepayuu  [DnexmpornHwiil
pecypc].

- Peotcum oocmyna: https.://www.minfin.ru/ru/statistics/ — 3aen. ¢ skpana.

- Jlannuvie OOCP [Dnexmponnviii pecypc]. - Peacum oocmyna: https://data.oecd.org/ - 3aen.

¢ 9Kpama.

- Eounas medxceedomcmeennas ungopmayuonno-cmamucmudeckas cucmema (EMUCC).

[Onexkmponnsiii pecypc]. - Peacum oocmyna: https://www.fedstat.ru/ - 3aen. ¢ sxpana.

- Tocyoapcmeennviti  unghopmayuonnviti pecypc Oyxeanmepckou (gunancogotr)

omyemnocmu [Onexmpounusiii pecypc]. - Peoscum docmyna: https://bo.nalog.ru/- 3azn. ¢ sxpana.

8.2. [lepeuenb mporpaMMHoOro odecrneyeHusi U UHPOPMALMOHHBIX CIIPABOYHBIX CHCTEM

Tabauua 7 - [lepeueHb 371€KTPOHHBIX OMOIMOTEUHBIX CHCTEM

Ne HaumenoBanue 3bC Ccbuika, 110 KOTOPO# 0CYyIeCTBIACTCS
poctyn Kk 9bC
1 2 3
1 KoHCynbTaHT cTyJeHTa http://www.studentlibrary.ru/
2 Koncynprantllotoc [DaeKTpoHHBIH pecypc]: http://www.consultant.ru/
CrpaBouHasi IpaBOBasi CUCTEMA. -

B T8.6J'II/IL[68 YKa3aH IEPpCUCHb JIMICH3NOHHOI'O U CBO60I[HO pacinpocTpaHdaeMoro
MporpaMMHOTO O6€CH€‘~I€HI/I$[, B TOM YHUCJIC OTCUCCTBCHHOI'O IIPOMU3BOJICTBA.

Tadauua 8 - [lepedenp mporpaMMHOTO 0OECTICUCHUS

IIporpamMHoe obecnevyenne, HCNOIb3yeMoOe B YHUBEPCHTETe HA IIporpammHoe o6ecnieuenne cBOOOTHOTO
JA0r0BOPHOii OCHOBe pacnpocTpaHeHus
1 2

Microsoft Windows XP/7/8.1/10 (nommucka DreamSpark Premium, | Open Office 4.1.1 (nuuensus Apache License 2.0)
qoroBop Ne 0509/KMP ot 15.10.18)

Microsoft Windows 7 MSDN/ XP, Prof, S/P3 pekBusuTtsl gorosopa | Adobe Acrobat Reader DC-Russian
- moamucka Dream Spark Premium, morosop Ne Tr113003 ot | (mpompueraproe ITO)
25.09.14
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Windows 8.1 xoprioparusnas 68980858 ot 10.10.2017;

Mozilla Firefox (cBo6onnoe I10)

Windows 7 32 bit yueGrb1it KopriopatusHas; VL 49477S2

Google Chrome (cBob6omgHOe I10)

Microsoft Office Professional Plus 2007 (sumensust Ne 42470655)

Yandex Browser (cBo6oanoe T10)

P7 Oduc (c/u 5260001439)

Moodle (coGoanoe I10)

Dr.Web (c/u H365-W77K-B5HP-N346 ot 31.05.2021, 10 26.05.22)

B tabnune9 ykazan nepedeHs mpodeccnoHalbHBIX 0a3 TaHHBIX U HHPOPMAIIHOHHBIX
CIPAaBOYHBIX CUCTEM, K KOTOPbIM 00OecrieueH JOCTyI (YAaJeHHBIH JOCTYII).

Ta6auna 9 - Ilepeuenb cOBpeMEHHBIX MPO(eccHoHaAbHBIX 0a3 JaHHBIX U HH(POPMAIIHOHHBIX
CIIPaBOYHBIX CUCTEM

Ne HaumenoBanue npodgeccnoHanbHOM 6a3bl HJocTyn K pecypcey (yaaJleHHBIR

AAHHBIX, HHPOPMALNOHHO-CIIPABOYHOM CHCTEMbI | JOCTYI € YKAa3aHHEM CChIJIKH/I0CTYII
U3 JIOKAJIbHOI ceTH YHUBEPCHUTETA)

1 2 3
EnuHblid apXUB SKOHOMUYECKHX M COLMOJIOTHYECKUX .

2 P http://sophist.hse.ru/data_access.shtml
JTAHHBIX
CnpaBoyHas rpaBoBas cucrtema .

3 JOCTYT U3 JIOKAJIbHOW CeTH
«Koncynprantllimroc»
Enunas mexBenomcTBeHHass ”HGOPMAIIMOHHO-

4 $op https://www.fedstat.ru/
cratuctudeckas cucrema (EMUCC)
Cratuctuueckast nadopmarnusa no crpadam OOCP u

5 $op P https://stats.oecd.org/
OTJI€JIbHBIM CTPAaHaM, HE SBJISFOLIMMCS YWICHAMU
CnpaBoyHasi mpaBoBasi CUCTEMA .

6 JOCTYII U3 JIOKAJIbHOM CETH
«Koncynprantllmoc»

9. OBPA3OBATEJIBHBIE PECYPCHI JJIs1 HHBAJIMAOB U JIUI] C OB3

B Ttabmume 10 ykazaH mepeueHb 00pa30BaTENBHBIX PECYpCOB, HMMEIOIMUX (OPMEI,
a/IalITUPOBaHHbIE K OrPaHMYCHMSM HX 3/I0pOBbs, @ TaK)Ke CBEACHUS O HAIMYUM CIIELHATIbHBIX
TEXHUYCCKHUX CPCACTB O6y‘IeHI/I$[ KOJUICKTUBHOTO U MHAWBHUAYAJIbHOI'O IMTOJIB30BAHU .

Tabnuma 10 - O6pa3oBaTenbHbIE pecypchl 1id UHBAIUIOB 1 jull ¢ OB3

Ne Ilepeyenb oOpa3oBaTeIbLHBIX PECYpPCOB,
NPHCIOCOOICHHBIX VIS MCIOIb30BAHUS
HHBaIMAaAMH U gunamu ¢ OB3

CBelleHus 0 HAJIMYHMH CIIEHMATIBHBIX
TEeXHHYECKHX CPEACTB 00y4YeHust
KOJIJIEKTUBHOTO U HHAMBHUAYAJIbHOIO

N0JIb30BAHHUSA
1 2 3
1 OBbC «KoHCYJIBTaHT CTYJEHTA» 03BYYKa KHHT M yBeJIMUeHHUE mpudra

AnantupoBanHble  oOpaszoBarenbHble  TporpamMmbel  (AOII) B oOpasoBarenbHOU
OpraHW3aIMi HE PEeaTN3yIOTCS B CBSI3M C OTCYTCTBHEM B KOHTHHTEHTE OOYYAIOIIUXCS JIHI] C
OTpaHWYEHHBIMH BO3MOXKHOCTSAMHU 370poBbsi (OB3), kenarommx obydarbest mo AOIL CormacHo
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QenepanbHoMy 3akoHy 00 oOpazoBanmu 273-®3 or 29.12.2012 r. cr. 79, n.8
"IIpodeccuonanpbHoe oOyueHne u mnpodeccuoHaTbHOe O0pa3oBaHWE OOydYaIOIIMUXCA C
OTPaHUYECHHBIMH BO3MOXKHOCTSIMH 37I0POBbS  OCYIIECTBIISIFOTCS Ha OCHOBE OO0pa3oBaTEIbHBIX
IporpaMM, aJanTUPOBAHHBIX IPU HEOOXOAMMOCTH JUIsl OOy4eHHs YKa3aHHBIX oOywaromumxcs'.
AOII pa3zpabarbeiBaeTcs 10 K10l HANPABIECHHOCTH MPU HAIWYHUU 3asBIICHUI OT 00ydJaronmxcs,
ABJISIIOIIMXCST MHBaIMAaMu win jgunamMu ¢ OB3 M u3bABHBHIMX JKeslaHWE 00 OOy4eHuu I10

JTAHHOMY THITY 00pa30BaTeIbHBIX IPOTPAMM.

10. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE, HEOBXOJIUMOE JIJIA
OCYHECTBJIEHUA OBPA3OBATEJIBHOI'O ITPOUHECCA IIO JUCHUIIJIMHE

VY4eOHble ayAUTOPUHU JIJIsi TPOBEJACHUS 3aHSATUMN MO AUCIUIUIMHE, OCHAIIICHBI
000pyI0BaHHEM U TEXHUYECKUMHU CPEJICTBAMU OOYUEHUS, COCTaB KOTOPBIX OMpPE/IEICH B

JaHHOM pPa3JCiic.

Ta6muma 11 - OcHaEeHHOCTh Ay IUTOPUI M IIOMEIIEHHH TS CAMOCTOSATEIBHON pabOTHI
CTY/ICHTOB I10 JMCIUILIMNHE

Ne HaunmMeHoBaHue OcHalIEeHHOCTDH ayAUTOPHUil IlepeyeHb JMIIEH3MOHHOTO
ayIlI/ITOPI/Iﬁ u l'[OMeIIIeHI/Iﬁ u HOMemeHHﬁ MMporpaMMHoOro od0ecneyeHus.
NMOMeEIeHH I I IJISE CAMOCTOATEILHOM PexBHU3MTHI OATBEPKIAIONIIETO
CaMOCTOSITEJIbHOM padoThbI JOKYMEHTa
padoThI

1 1 2 3
1305 1. Ilepconansusie komnbiotepsl PC AMD | 1. Windows 7 (mogmucka DreamSpark Premium,
Kommnbtorepusiii  kiacc (st | Athlon 64 X2 Dual Core Processor 4600+ | moroBop Ne 0509/KMP oT 15.10.18);
MPOBEIICHUS JeKIUoHHbIX, | 2.40 GHz/4 Gb RAM/ATI Radeon XI 2. Koncynpraut ITmoc (Jorosop Ne28-13/17-358);
MPaKTHUECKUX sansruii, | 200/HDD 250Gb/DVD-ROM, MouuTOp 3. 1C mpennpusrtue 8.1 (JUICH3HOHHOE COTJIAIICHHE
CaMOCTOSITETILHON pabotel | 177, B cocTaBe IOKaJIBHOM Ne800908353 ¢ 3A0 «ICy»); (beccpouHoe)
CTY/ICHTOB, KYpPCOBOTO | BBIYHCIHTENBHOU ceTH, ¢ monkimoueHneM | 4. Visual Studio 2008 (moamucka DreamSpark
MPOEKTUPOBAHUS, K UHTEpHETY-231T. 2. Premium, moroBop NeTr113003 ot 25.09.14);
BBITIOJTHEHHSI KypcoBbix | MynsTumenuiinbiii mpoexrop Epson X12. | 5. Microsoft Office Professional Plus 2007
pabor), r. Hmxkauit Hosropon, | 3.Okpan (srueH3Us Ne 42470655);
yn.  Mununa, gom 24, | 4.Cron - 24mt 6. Dr.Web (c/u H365-W77K-B5HP-Ne346 ot
yueOHbIH Koprtyc | 5.Cryn- 24 31.05.2021)

6. Pabouee mecto npenos.-1 mT.

2202

Yuransuerii 3an1 HTD -
nomertenne 11 CPC,
KypCOBOTO MIPOEKTUPOBAHUS
(BBINIOJTHEHHS KYPCOBBIX,
KOHTPOJIbHBIX PaboT), T.
Hwxuuit Hoeropon, yi.
MunuHa, 1oM 24B, yueOHbIi
KopIyc 2

PaGoune MecTa, OCHalIEeHHbIE
MEPEeHOCHBIM 000pyHOBaHWEM (HOYTOYK
HP — 21 mT.) [IK nHa 6aze Intel (R)
CPU 2140, 1.6 ITu., O3V 2I'6, 160 T'b
HDD, wonutopl7" — 1 mr. K
HNOAKIIOYEeHB K cetn «MHTepHeT» U
obecrieurBaOT JOCTYH B JJIEKTPOHHYIO
nH(OPMaIMOHHO-00pa30BaTENbHYIO
cpeny yHHBEpCHTETa

Microsoft Windows 10 Professional (moamucka
DreamSpark Premium, moroop Ne 0509/KMP ot
15.10.18).

ConsultantPlus(zorosop Ne Ne
N0332100025420000098 ot 11 smBaps 2020 r.,
neiictreyer  mo 31 nekabps 2021 r.).
Texakcnepr (I'paxknaHcko-npaBoBoi norosop Ne
0332100025420000101 ot 11 suBaps 2021 r.).
AUBC «Merallpo» Bepcus 3. ([loroBop Ne 28-
14/19-41 oT 23 OKTSIOPA 2019r.).
Microsoft Office 2007 (Homep muueHsmn -
44804588).
IIpenycranoBieHHast
Microsoft
Dr.Web
31.05.2021)

OHCpaHI/IOHHaH CucremMa
Windows - 21 LIT.

(c/H H365-WT77K-B5HP-N346 ot

11. METOAUMYECKHUE PEKOMEHJAIIUU OBYYAIOIIUMCA
ITO OCBOEHUMIO JTUCIUITJIMHBI
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11.1. O0mme MeToaMYeCKHe PEKOMEHAANNHN 1JIs1 00y4arOUXCS 10 OCBOCHUIO TUCHHUILINHBI,
o0pa3oBaTebHbIE TeXHOJIOTHI

JlucuuIuinHa  peamu3yercss IMOCPEACTBOM  IPOBEACHUS  KOHTAaKTHOW  paboOTBl ¢
oOyyaromuMucs (BKITIOYash MPOBEICHUE TEKYIIETO KOHTPOJIS YCIEBACMOCTH), CAMOCTOSITEIHHON
paboThI 0OYUAIOIIMXCS M TPOMEKYTOUHON aTTECTAIHH.

[IperonaBanvie  MUCHMIUIMHBI  BEAETCS €  NPUMEHEHHEM  CIEIYIONIMX  BHJOB
00pa3oBaTeNbHBIX TEXHOJIOTHIA (BIOUpaeTcs u3 npuioxenus k PITJT):

- mpoOyieMHOe 00ydYeHHUe (IUCKYCCHH, TPOOJIEMHBIE JICKITUH, paboTa B IpyIIax);

- pa300p KOHKPETHBIX CUTYyaIIUN;

- UCTIOJIH30BAHNE AHATTMTUYCCKUX 3a]1a4.

[Io wToram TeKyIIeH yCIIEBaMOCTH CTYIEHTY MOXET OBITh BBICTABICHA OIIEHKA IO
POMEKYTOYHOW aTTECTAI[MK B COOTBETCTBUU C OILICHKAMH, IOJYYCHHBIMU B TEYCHUE CEMECTpa.
CryneHTaM, BBIIOJIHUBIIUM BCE O0sI3aTEIIbHBIC BUBI 3aIUIAHUPOBAHHBIX YUECOHBIX 3aHSATHH, IO
PEILICHHIO TpernoiaBaTess 0e3 MPOX0XKICHHS IPOMEKYTOUYHOW aTTECTAIIUN BBICTABIISICTCS] OI[CHKA
B COOTBETCTBHH CO LIKAJIOHN OIICHKH PE3y/IbTaTOB OCBOCHUS TUCIIUILIIHHEI.

Pe3yabTaT 00yueHusi cuutaercss copMHUPOBAHHBIM HA MOBBHINIEHHOM YPOBHE, €CIH
TEOPETUYECKOE COJIEpKaHNE Kypca OCBOEHO MONHOCTHIO. [IpH yCTHBIX coOeceoBaHUsSX CTYICHT
HCUEPIIBIBAOIIE, MTOCIICIOBATEIBHO, YETKO H JIOTUYECKH U3JIaracT y4eOHbI Marepuani; cBOOOIHO
CHpaBisieTCs C 3ajJadaMH, BONPOCaMU M JAPYIMMH BHIAMH 33JaHHid, HUCIIONB3YeT B OTBETE
JIOTIOJTHUTEIbHBIN MaTepuall. Bce mpemycMoTpeHHbIe pabodell y4eOHOW MporpaMMoi 3aJIaHusi
BBIIIOJIHEHBl B COOTBETCTBHM C YCTAHOBJICHHBIMH TPEOOBAHUSAMH, CTYACHT CIIOCOOCH
AQHAJIM3UPOBATh TOJYYCHHBIC PE3YyJIbTAThI, IMPOSBISCT CAMOCTOSITEIBHOCTh TIPU BBIMOJIHECHUH
3a1aHUM.

Pe3ysbTaT 00yueHHsi cuuTaercss C(popMHPOBAHHBIM Ha NMOPOrOBOM YPOBHE, CCIIH
TEOPETUYECKOE COJIEpKaHME Kypca OCBOEHO MONHOCThIO. [IpH yCTHBIX coOeceoBaHUsX CTYICHT
MIOCJICIOBATEIbHO, YETKO M JIOTUYECKA CTPOMHO HW3JIaracT y4eOHBbIH MaTepuall; CIpPaBIseTCs C
3a7layaMM, BONPOCAMM M JPYIMMM BHUJAMH 3a/laHui, TpeOylolMX NPUMEHEHHs] 3HAHUN; BCe
NPeyCMOTPEHHBIC paboyeil y4eOHON NporpaMMoill 3aJaHHs BBITIOJIHEHBI B COOTBETCTBUU C
YCTAHOBJICHHBIMH TPEOOBAaHUSAMH, CTYIEHT CIOCOOEH aHAIM3MPOBATH IOIYYEHHBIE PEe3yJIbTATHI;
MPOSIBIISIET CAMOCTOSTEIFHOCTD MIPH BBHITTOIHEHUH 3aJaHHH

Pe3ysbTaT 00yueHusi cuuTaeTcsi HecpOpMHUPOBAHHBIM, €CIIU CTYACHT IIPU BBHITIOJTHEHUH
3a/laHuil He JEMOHCTPHUPYET 3HAHUN y4eOHOTO Marepuala, JIOMyCcKaeT OIMOKU, HEYBEPEHHO, C
OOJNBIIMMH 3aTPYJHEHUSMHU BBITIOJNHSAET 33JaHUS, HE JIEMOHCTPUPYET HEOOXOIMMBIX YMEHUH,
KaueCTBO BBHIMOJHEHHBIX 33J]JaHUI HE COOTBETCTBYET YCTAHOBJICHHBIM TPeOOBAaHUSIM, KAueCTBO UX
BBITTOJIHEHHS OLIEHEHO YMCIIOM 0aJlIOB HIDKE TPeX 10 OLIEHOYHON CHUCTEME, YTO COOTBETCTBYET 0
IOPOrOBOMY YPOBHIO.

11.2.MeToan4yeckue yKazaHus Il 3aHATHI JIEKIIMOHHOTO THIIA

JIeKIIMOHHBIN Kypc MpeanonaraeT CHCTEMaTU3UPOBAHHOE U3JI0’KEHUE OCHOBHBIX BOIIPOCOB
TEMaTUYeCKOro I1aHa. B Xo/e IeKIMOHHBIX 3aHATHH pacKpbIBatoTCcs 0a30BbIe BOMPOCHI B PAMKax
Kaxaoi Tembl nucuuiuimHbl (Tabmuia 4). O003HAYAIOTCS KIIFOUEBBIC ACTMEKThI TEM, a TaKKe
JIeNAlOTCsl aKLEHThl Ha Haubojee CIIOKHBIE M BaKHbIE MOJOXEHHUS H3y4aeMoro MaTepuala.
Marepuansl J€KUUH SBISIOTCS ONOPHOM OCHOBOM JUIsl TMOATOTOBKM OOy4arommxcs K
NPAaKTUYECKUM 3aHATUSM M BBINOJIHEHUS 3aJaHUN CaMOCTOSITENBHOW paboThl, a TaKxke K
MEPONPUITHSIM TEKYIIEro KOHTPOJII YCHEBAEMOCTH U IPOMEXKYTOUHOW aTTecTaluu [0
JUCLIUIUINHE.

B Xxozme neKUMOHHBIX 3aHATUN PEKOMEHIYeTCs BECTH KOHCIIEKTHPOBAHHME Y4eOHOTrO

MaTepuaia.

11.3. MerToauyeckne YyKa3aHUsi MO OCBOCHHUI0 [JUCHMIUVIMHBI HAa 3aHATHIX
CEMHHAPCKOro TUIA
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[IpakTuyeckue (CeMHUHAPCKUE) 3aHATUS MPEACTABIAIOT COO0H JeTann3anuio JEKIHOHHOTO
TEOPETUYECKOr0 MaTepuaya, IMPOBOIATCS B ILENAX 3aKPEIUICHUS Kypca U OXBaTbIBAIOT BCE
OCHOBHBIE pa3zfensl. OCHOBHOW (hOpMOI TPOBEACHUS CEMUHAPOB M TPAKTHUYECKUX 3aHATHH
ABIIsIeTCA O0CYXJleHUue Haubosiee NMPOOJIEMHBIX U CIOKHBIX BOIPOCOB IO OTAEIbHBIM TEMaM, a
TaKXKe pelIeHre 3a7a4 U pazdop MPUMEPOB M CUTyallMid B ayIUTOPHBIX YCIOBHUSX, paboTa Hax
3a[JaHUsIMU B TPYIIIIAX.

[IpakTryeckue (ceMUHApCKUE) 3aHATHS 00yUYarOIIUXCsl 00eCIeUnBAIOT:

- IPOBEPKY M YTOUHEHUE 3HAHUI, TOJIyYCHHBIX Ha JICKIMSX;

- IIOJy4YeHUE YMEHMHM M HAaBBIKOB IIPUMEHEHHsS HMHCTPYMEHTOB  YIIPaBJICHUS
MHHOBALlMOHHON JESTEIbHOCTBIO, COCTABJICHUS JOKIAJ0B U COOOIIEHHUH, 00CYXKIEHUS BOIIPOCOB
10 y4ueOHOMY MaTepuany AUCLUIIINHBL

- IOABEICHUE UTOTOB 3aHATHH.

11.4. MeTonnueckne yKa3aHus 10 CaMOCTOSITeJIbHOI padore o0y4aromuxcs

CamocrosTenbHass paboTra oOecrneyuBaeT MOATOTOBKY OOY4YaroIIEerocs K ayIuTOPHBIM
3aHATHSIM M MEPOIPUATHIM TEKYLIErO0 KOHTPOJS U MPOMEKYTOYHOM aTTECTalMH 0 M3y4aeMoiu
JUCHUIUIMHE. Pe3ynbTaTthl 3TOW MOATOTOBKHU MPOSBISAIOTCS B AKTUBHOCTH OOYyYaromierocs Ha
3aHATUSX W B KAUeCTBE BBHIMOJIHEHHBIX MPAKTHYECKUX 3aJaHUid M JOpyrux (opMm TeKymiero
KOHTPOJISL.

[Ipu BBIIONTHEHUM 3alaHUM IJII CAMOCTOSITEILHOM PabOThl peKOMEHAYyeTCs MpopaboTka
MaTepuaioB JIEKIMHA IO KaXKIOW TMPOWJIEHHOM TeMe, a TakKe H3YYeHHE PEKOMEHIyeMOi
JUTEPaTypsl, IpeAcTaBIeHHON B Paznene 7.

B mporecce camocToATenbHONW pabOThl MPU W3YUYEHUU TUCIUIUIMHBI CTYAEHTHI MOTYT
paboTaTth Ha KOMIBIOTEPE B CHEHUATM3HPOBAHHBIX AYIUTOPHSIX JJISI CAMOCTOSTEIBHON pabOThI
(ykazano B Tabmuue 11). B aymutopusix wumeercs JOOCTynm 4epe3 HHGOPMAIMOHHO-
TEJIEKOMMYHHUKAIIMOHHYIO ceTh «/HTEpHEeT» K 3JIEKTPOHHON WH(POPMAIMOHHO-00pa30BaTeIbHON
cpene ynusepcutera (QMOC) u sanekrponHoi 6udnanoreunon cucreme (3bC), rae B 31eKTpOHHOM
BUJIE pACIOJIaratoTcsl y4eOHble M Yy4eOHO-METOAMYECKHE MaTepuaibl, KOTOpblE MOTYT OBITb
MCIIOJIb30BaHBI JJIsl CAMOCTOSATEIHHON PaOOThI MPU U3YUYEHUU AUCLUTIINHBIL.

11.5. MeToanyeckne yKa3aHus MO BBINIOJHEHUIO KOHTPOJILHOM padoThI

BoinonHeHue KOHTPOJBHOM pabOThl CHOCOOCTBYET JIydlIEMY OCBOEHHIO Y4eOHOTro
MatepHaia oOydyarolIMMHUCS OYHO-3a04HOIM (hOopMBbI, GOpMUPYET MPAKTUYECKHH ONBIT M YMEHUS
[0 W3y4aeMOHN [HCUUIUIMHE, CHOCOOCTBYET (POPMHpPOBAHUIO y OOYy4YalOIIMXCSl TOTOBHOCTH K
CaMOCTOSITENIbHOW  NMPO(eCCHOHANIbHOM  IE€ATENIbHOCTH, SBJISIETCS 3TalloM K  BBIOJHEHUIO
BBIIYCKHOM KBaJTU(UKALMOHHON pabOTHI.

KonTposnbHble pabOTh! BBHIMOIHAIOTCSA B BUJE CKBO3HOM J0oMalIHei paboThl JUIsl CTYIEHTOB
OYHO-3a04HOHM  (opMbl 00ydyeHus. PabGora BbIMONHSETCS B  JJIEKTPOHHOM ¢opMe H
NPEJOCTABIIETCS Ha MOUTY MpenojaBareito. 3aJaHusl /Uil KOHTPOJIbHOM paboThl MPUBEICHHI B
.12 macrosmeit PIT/I.

12. OOUEHOYHBIE CPEACTBA AJIsd KOHTPOJISA OCBOEHUA JUCHUIIJIINHBI
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12.1. TunoBble KOHTPOJIbHBbIE 32JAHUSI WJIM MHbIE MATEPHAJIbI, HEOOXOAMMBbIE /sl OLeHKHU
3HAHUM, YMEeHHH, HABBIKOB U (MJIM) ONBITA B X0/I€¢ TEKYIIEr0 KOHTPOJIsSl YCII€eBAeMOCTH

12.1.1. [lepeyeHb TUCKYCCHOHHBIX T€M K JEKIMOHHBIM U MPAKTUYECKUM 3aHATUAM

BOHDOCBI JJIA ITIOATOTOBKHU K JUMCKYCCHH

1.

©Co~No kAW

s E

N

5.

Permamenranuss paboThl C TEPCOHAIOM B YUYPEAUTENbHBIX W  OpraHU3alMOHHBIX
JOKyMeHTax (ycTaB OpraHH3alliH, IIOJ0KECHUS, HHCTPYKIIMHU, JIOTOBOPBI M COTIJIAIIICHNUS ).
[TpaBoBBIE AacCIEKTHl 3aKIIOYCHHS, M3MEHEHHUS W TPEKPAIICHUsS JCUCTBHUS TPYIOBOTO
JIOTOBOPA.

[TonsiTre aTTecTanuu U ee BuIbl. Opranu3anus U IpOBEACHUE aTTECTAUN NIEPCOHAIA.
JIoKyMEeHTHUpOBaHKE MIPOIIETYP MOOMIPEHUS, TUCIUTUTMHAPHOTO B3bICKAHHUSL.

O6paboTka TOKYMEHTOB.

[IpudroBoe odopmieHre JOKyMEHTA.

Tabnuua cTumien.

OTueThl O ABMKEHUH KaJIPOB.

JIOKyMEHTBI IO  yNpaBJIEHUIO IEPCOHAJIOM B  HOMEHKJIATypax Jel  CIyXO0
JIOKYMEHTAITMOHHOTO 00ECIICUCHHS YIIPABJICHUS, IPYTUX OTJIEIOB U CITYXKO.

. PazButne YUYCTHBIX JOKYMCHTOB B OpraHHU3allUAX COBCTCKOT'O IIEpUoaa, ux OCOOCHHOCTH B

HACTOAIICC BPpCMA.

12.1.2. TunoBoenHAUBUAYAJIbHOE 3a/1aHIE
IIpakTnueckas padora Ne 1

Paznen: Kommiekc 10KyMEHTOB IO YCTaHOBJICHUIO TPYIOBBIX IPAaBOOTHOILICHUI.
Lenb: u3yyeHne cCOBpeMEHHON 3aKOHO1aTENbHOM 0a3bl JOKYMEHTHUPOBAHUS AESITEIbHOCTH.

3ananue:

PazpaboraiiTe ycTaB opranu3aiuu.

PaspaboraiiTe monoxeHue o mepcoHasne u OXpaHe Tpy/a.

Pa3paboraiiTe 10KHOCTHYIO HHCTPYKIHUIO CHIEIUANINCTA 110 YIIPABICHUIO IIEPCOHATIOM.
CocTaBbTe CTPYKTYPY U MITATHYIO YUCICHHOCTh OPraHU3alINH.

CocraBbTe ILITATHOE PACIUCAHUE OPTaHU3ALNH.

KoHTposbHbIE BOIPOCHI:

Kakue 3akoHOmarenbHble ¥ HOPMATHUBHBIE aKThl PETJIAMEHTHUPYIOT JTOKYMEHTHPOBAHUE
KaJpOBOH /IeATEIHHOCTH B COBPEMEHHBIX YCIOBUAX?

HazoBurte ocHOBHBIE BUJIbI TOKYMEHTOB, YCTAHOBJIEHHBIX B TPY/IOBOM 3aKOHOJATEIbCTBE.
KakoBa ctpykTypa TekctoB I[lomoxenuss o chyxOe yrOpaBlIeHUS TEPCOHATIOM U
JOJIKHOCTHOM MHCTPYKUUN?

[lepeuncnure  OCOOGHHOCTH  JOKYMEHTHPOBAHHS  KaJpOBOH  NEATENBHOCTH B
rOCYJapCTBEHHBIX, MYHHUIUTIAIBHBIX U HETOCYAAPCTBEHHBIX YUPEKICHUSIX.

[Tepeuncnure yHudumnrpoBaHabie GOPMbI KAIPOBBIX TOKYMEHTOB.

Uctounuku:

Tpynosoii konekc PO.

3akoH P® "O6 ocHOBax rocynapcTBEHHOM ciykOb1 PD".

3aKoH 00 aKIIMOHEPHBIX OOIIECTBAX.

Anp60M yHH(DUIIMPOBAHHBIX (POPM NMEPBUYHON YUETHON JOKYMEHTAIIUH.

IIpakTnyeckas padora Ne 2

Pazgen: JIOKYMGHTI/IPOBaHI/Ie ABWXKCHUS IICPCOHAJIA OpTraHU3allnuH.
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Lenb: u3ydeHus cocraBa MH(YOPMAITMOHHO-CIIPABOYHBIX, PACHOPSAUTEIBHBIX U YUYETHBIX
JIOKYMEHTOB KaJIpOBOM CITYy>KObI ¥ TpeOOBaHUHN K UX OPOPMIICHHIO.

3ajaHue: COCTaBbTE PE3IOME U AHKETy sl IOCTYIUICHHS Ha pabOTy B KOHKPETHYIO
OpraHU3alUI0 CO CBOMMHU IIEPCOHATIBHBIMU JTAHHBIMH.

1. Odopmure 3asBiIeHHE O TMpueMe Ha pabOTy C BH3aMU COTJIACOBAHUS M PE30JIIOIMEH
PYKOBOJUTEIIS.
2. CoctaBbTe IPOEKT MPHUKa3a O MpHeMe Ha padoTy.
KoHnTpoabHbIe BOPOCHI:
1. BolgenuTe OCHOBHBIE 33Jaud KaJApOBOM JESITENBHOCTH B OOJACTU JTOKYMEHTHPOBAHMS
KaJIpOBBIX TOKYMEHTOB.
[lepeunciure BUABI JOKYMEHTOB, OOECIIEUHBAIOIIKE TOAOOP U OTOOp MEepCOHAA.
B yem 3akio4yaroTcsi OCHOBHBIE IIPAaBUJIa COCTaBJICHUS pe3tome?
Oxapakrepu3yiTe CTpyKTypy T€KCTa TPYAOBOI'O JOrOBOpa.
[lepeuncnure BUIbl YHUPHUIIMPOBAHHBIX KAAPOBBIX TOKYMEHTOB.
Hcrounuku:
— TOCT P 6.30-2003. YC/. YC OPJI. TpeGoBanus k opopMIIEHUIO JOKYMEHTOB.

— Tpynosoiu koaekc PO.

okrwmn

IIpakTuyeckas padora Ne 3
Paznen: Kommekc 1OKyMEHTOB IO y4eTy IEpCOHAIIA.

I_IGJ'ILZ O3HAKOMUTBCA C KOMIUICKCOM JOKYMCHTOB, COIIPOBOXIAKOIINX JIBUKCHHUC
pa6OTHI/IKa B OpraHus3anuvu 1 €ro yBOJIbHCHHUC.

3ananue 1: opopmute nepeBoa pabOTHHKA HA APYTYIO padoTy.

1. CocraBbTe KOMIUIEKC JOKYMEHTOB 10 O(GOPMIICHHIO CIIY)KEOHOH KOMaHIUPOBKU
COTPY/AHHUKA.
2. CocraBbTe KOMIUIEKC JIOKYMEHTOB 1O O(OPMIICHUIO OTIyCKa paOOTHHKAM OJHOTO W3
CTPYKTYPHBIX MOJpa3esIeHUI OpraHu3aluy.
3. OdopmuTte yBOIbHEHNE PAOOTHHKOB:
— 110 COOCTBEHHOMY JKEJIaHUIO;
— T10 COKpAIIEHMIO LITaTa; MPH JUKBUAALUN OpraHU3alluy;
— TI0 B3aMMHOMY COTJIaCHIO CTOPOH;
— I10 MHUIMATHUBE paboToaaTes;
KoHTposnbHbIE BOIIPOCH:
1. Kakme npuuumHBl MOTYT CIYXHThb OCHOBAaHUEM MJis IepeBojia pabOTHUKAa BHYTpPU
OopraHu3aiuun?
2. YTo MOXET MOCITYXUTh MPUYUHOHN IS IEpeBOIa PaOOTHUKA B IPYTYIO OPTaHHU3AIHIO,
JIPYTYIO MECTHOCTB?

3. B kakoe BpeMsi Ha3HAYAETCS OTITYCK Pa3IMIHBIM KaTETOPHsIM paOOTHUKOB?
4. B KakuXx CiIydasx JOIMycKaeTcs MPOJJICHHE U TIEPeHEeCEHUE OTIycKa?
5. HazoBute npuyuHbI YBOJIbHEHUH PAOOTHUKOB 110 MHUIIMATUBE PabOTOIATEINSI.
6. KakoB nmopsaok yBoJIbHEHHUS IO COOCTBEHHOMY JKEIIaHUIO?

3amanue 2:

1. U3yuurte yHuduuupoanuyio ¢popmy audHoi kaptouku (T 2) u 3anomHuTe ee cBOUMHU

MIEPCOHAIBHBIMU JIAHHBIMH.
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2. CocTaBbTe OMUCH CBOETO JIUYHOIO JIeIa.

3. 3anoaHuTe JUYHBIN JTUCTOK MO YUYETY KaJIpOB.

4. CocraBbTe Ha ce0s XapaKTEPUCTHKY.

5. CoctaBbTe Ha ceOs peKOMEHIaTeIbHOE TUCHMO.
KoHTposbHBIE BOIIPOCHL:

1.
2
3.
4.
5

6.

HazoBuTe 10KyMEeHTBI, BXOSIIKE B IMYHOE JEJI0 paOOTHHUKA OpraHU3aIuu.

KTto umeer mpaBo JocTyma K TUYHBIM JieJiaM IepcoHana?

KakoB nopsiiok nosip3oBanusi HHGoOpMalyen JUYHbIX Je7?

HazoBure cpok XpaHeHUs JIMYHBIX JICTI.

Kakum o6pa3zom HeoOXoaumo oQOpMIISATH JTOMOJHUTEIBHYI0 HH(POpPMAUIO O
COTpyIHUKE (0 TIEpeMEIICHHSIX, 00 M3MEHEHHH (PaMIIIUH, O TIOOIIPEHIH, HAJIOKEHUU U
CHSITUU IMCUUIUTMHAPHBIX B3bICKaHUIT)?

KakoBbl m3MeHeHUs B OPOPMIICHHHM W 3alOJIHCHUU TPYAOBBIX KHIDKEK M C YeM OHHU
CBS3aHBbI?

Uctounuku:

[Tocranosnenue [IpaButenscTBa PO "O TpynoBbix kHmxKaX" oT 16.04.2003 No 225.
[IpaBuna BejgeHHUS U XpaHEHUs] TPYAOBBIX KHIKEK, MU3TOTOBJICHHS OJAHKOB TPYAOBOMU

KHWKKU M oOecriedeHUss UMHU paboronartesneid. YTBEpPXKAECHbI IOCTAHOBICHHEM
[IpaButensctBa PO ot 16.04.2003 Ne 225.

12.1.3. TunoBblie TeCcTOBBIE 32/IaHNS IJIS1 TEKYIEr0 KOHTPOJIsI

BBI6paTB HpaBHJ’IBHLIﬁ OTBCT U3 PCAJTOKCHHBIX BAPUAHTOB.

1. lata joKyMeHTa — 3TO:

A) naTa ero moJMuCaHusl, MPUHITHS

B) nara ero cocraBnenus

C) nara ero noAmnucaHus, MIPUHATHUS, YTBEP)KICHHSI, COCTABICHUS, JaTa COOBITUS

D) nara coObiTUS

2. KakuM CBOWMCTBOM MOXKHO OXapaKTEpPH30BaTh HAIMYME Yy IOKYMEHTa HEOTHEMJIEMBIX
cJlaraeMbIx, 0€3 KOTOPBIX OH CYIIECTBOBATh HE MOKET:

A) BeIeCTBEHHOCTD;

B) arpuGyTuBHOCTS;

C) CTpYKTYypHOCTB;

D) BepHOTro BapuaHTa OTBETa HET.

3. J1enonpoun3BOJCTBO — 3TO:

A) npaBuiibHOE 0(hOpMIIEHHE TOKYMEHTOB.

B) opranusanus 10KyMeHTOO00pOTa B YUPEKACHUU.

C) COBOKYITHOCTB IOKyMEHTOB, OTPAYKAIOIINX YIIPABICHYECKYIO ICATEILHOCTD YIPEKICHHS.

D) coBokymHOCTh paboOT MO JAOKYMEHTHPOBAHHUIO JEATEIBHOCTH YIPABIECHUS U IO
OpraHu3aIluH JOKYMEHTOB B YUPEKICHHH.

4. JleaTenpHOCTh ammapaTa yMpaBJICHHs, OXBATHIBAIOIIAs BOMPOCHl JTOKYMEHTHPOBAHHS U
opranu3zaiu paboThl ¢ JOKYMEHTaMH — 3TO:

A) TOKYMEHTallMOHHOE 00eCTieueHHEe yIpaBIeHUs

B) crannaprusanus

C) EIrca

D) cucrema nokymMeHTaluu

5. IOKyMEHT, 3aKpeIUISIONINIA JOKHOCTHON U YHCIEHHBIA COCTAaB MPEANPUITHS C YKa3aHHEM
¢dona 3apaboOTHOMN MIaThl — 3TO:

A) DOMKHOCTHAsI THCTPYKIIMS

B) ycras

C) monoxeHue
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D) wratHOE pacnincanue

6. JlokymeHT, coaepXamuid HWHPOPMANUIO, HE TMPEIHA3HAYCHHYIO IJIs IIMPOKOTO
pacrpoCTpaHeHHS:

A) HeonyOJIMKOBaHHBIN;

B) taiinbiit;

C) HemyOJIUKYEeMBI;

D) nenepuonnueckuii.

7. UTO OTHOCUTCS K IPU3HAKAM JIOKYMEHTA:

A) pyHKIIMOHATBHOCTD HH(POPMALINY;

B) ToxnecTBEeHHOCTh caMoOMy ceOe;

C) 3aKOHHOCTb;

D) 3aBepIleHHOCTh COOOIIEHHS.

8. HazoBuTe MOKYMEHT, HE BKJIFOUCHHBIH B TPYMIY BXOMSIIAX U HUCXOJISAIIUX JOKYMEHTOB B
npuKazax:

A) namstu

B) ornucku

C) akt

D) rpaMoThI

9. HazoBuTE TOKYMEHT, HE BXOJISIINN B TPYIITY PACHIOPSIIUTENLHBIX TOKYMEHTOB:

A) CTpyKTypa U IITaTHAs YUCIEHHOCTb

B) ykxazanue

C) npuka3

D) nocranosnenue

10. HazoBuTe MOKYMEHT, HE BXOAAIIUI B COCTaB MHPOPMAIIMOHHO-CIPABOYHBIX:

A) IpoTOKOI

B) cripaBka

C) pacnopspxenue

D) akr

12.1.4. TunoBbIe 3a1aHUsI 1JI51 KOHTPOJIbHOU PadoThI

1. Kakue pekBU3UTbI OTHOCSTCS K IOPUINYECKN 3HAUUMBIM?

a) Jara, perucTPaOHHBIA HOMEp JOKYMEHTa;

0) 3aroJIOBOK K TEKCTY, OTMETKa 00 UCIIOJTHUTEIE;

B) PE30JTIOLNS, OTMETKA O HATWYUH TPUIT0KECHUH.

2. J1enonpou3BoICTBO — 3TO:

a) IBIDKEHHE JOKYMEHTOB B OpTraHHU3aIlMy C MOMEHTA MX CO3JIaHHsI WIH TOTYICHHUS 10
3aBEpILEHUS UCIIOTHEHNUS;

0) oTpacib JesTeNIbHOCTH, 00ecIeunBaroIiasi JOKyMEHTHPOBAHNUE U OPTaHU3aIUI0 paOOThI
¢ ouIMATEHBIMU IOKyMEHTaMU;

B) 3amKCh HHPOPMALIMU HA PA3TUYHBIX HOCUTEIISIX TI0 YCTAHOBJICHHBIM IIPABUJIAM.

3. Ilo cnoco0y AOKYMEHTUPOBAHUS Pa3iuyaroT JOKYMEHTBI:

a) TpadapeTHsbIE;

0) pyKOIIMCHBIE MMCbMEHHBIE;

B) hopMann30BaHHbIE.

4. JIns yero npoBOAMUTCS YHU(DHUKAIMS TOKYMEHTOB?

a) TS IOKYMEHTUPOBAHHS YIIPABICHYECKOH e TETHHOCTH,

0) a7 opraHu3anuy paboThl C TOKYMEHTaMHU;

B) JUTSI CHIDKEHUS KOJTMYECTBA MTPUMEHSIEMBIX TOKYMEHTOB, CHIDKEHUS TPYIOEMKOCTH UX
00paboTKu.

5. PacmionosxeHue peKBU3UTOB Ha OJaHKE JOKYMEHTa OIPEIeIIIeTCS:

a) COCTaBUTENEM JJOKYMEHTA;
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0) npaBuIaMu YHU(PHUKAIMUA JOKYMEHTOB;

B) FOCYJIAapCTBEHHBIM CTaHIAAPTOM.

6. PexBU3UT JOKYMEHTa — 3TO:

a) CTaHJapTHHIHN JHCcT OyMaru, Ha KOTOPOM OTOOpa)keHa MOCTOSIHHAS HH(POPMAIHS U

OTBCACHO OIPCACIICHHOC MCCTO JIA HCpCMCHHOfI;

6) COBOKYITHOCTbB PACIIOJIOKCHHBIX B OHpC,I[GJ'IGHHOfI IoCJIICJOBATCIbHOCTH 3&HHC€I>'I,

MPUCYLIUX ONPENCIICHHBIM BUJIaM JIOKYMEHTOB;

B) 00s13aTeIbHBIN 3JIEMEHT O(UIIMATIEHOTO JOKYMEHTA.
7. PexBusut «HanmeHoBaHUE BUIa JOKYMEHTa»:
a) MO3BOJISIET CYIUTh O Ha3HAYEHUE JIOKYMEHTA, ONPEAEISET COCTaB PEKBU3UTOB U

CTPYKTYpY TEKCTa;

0) MO3BOJISIET CYIUTh O HA3BAHUU OPTaHU3AIMU — aBTOPA JOKYMEHTA;

B) MIPUAACT COACP>KAHUIO JOKYMEHTA HOPMATUBHBIN WM MPABOBON XapakTep.

8. PeructpanmoHHbii HOMEp JOKYMEHTa — 3TO:

a) J1aTa ero MOAMUCaHUs UIN YTBEPKIACHUS;

0) ycnoBHOe 0003HaYeHHE JOKYMEHTA, I10J] KOTOPHIM OH BBEJICH B HH(POPMAI[MOHHO-

IOUCKOBYIO CUCTCMY OpraHu3aluu,

B) OTMCTKa 11 aBTOMATUYCCKOI'O IMOUCKA NOKYMCHTA (MO)KGT BKJIFOYATh UM JUCKA,

TUPEKTOPUH U (aiisia, comeprKaliero JaHHbIH TOKyMEHT).

9. B kakoMm ciyyae npaBuIbHO OOPMIIEH PEKBU3HUT «Aipecary»?
a) lupexropy mkossl Ne 269
HBanosou Tamape IlerpoBHe
6) dupexropy mkoisr Ne 269
Nsanosou T. I1.
B) 129128, Mocksa, yi1. Pocrokunckast, 7
Hupexropy mkosbl Ne 269 r-xe MBanosoii T. I1.
r) dupexkropy MockoBckoi mkosisl Ne 269
T. I1. UBanoBoi
10. PexBU3UT «3aroj0BOK K TEKCTY»:
a) OTpa)kaeT KpaTKoe CojiepKaHNe TOKYMEHTa;
0) MO3BOJISIET CYIUTh O HA3HAYEHUH JOKYMEHTA, OIIPE/IEISET COCTaB PEKBU3UTOB U

CTPYKTYPY TCKCTA,

B) HEOOXOMM JIJIsl ONIEPATUBHOM CBSI3U C TEM, KTO COCTaBUJI JOKYMEHT.

12.2. TunoBbie KOHTPOJIbHBIE 32JaHUSI WU MHbIE MaTepHAJIbl, HEOOX0AMMbIE ISl OLEHKH
3HAHMI, YMeHHil, HABBIKOB M (MJIM) ONbITA B XoOjAe IPOMEKYTOYHOH aTTecTallMU IO
AUCHUILINHE

dopMa NpoBeACHUS TPOMEKYTOUHOM aTTECTAI[UU IO TUCLUUILIMHE: SK3aMEH.
DK3aMeH OCYIIECTBIISIETCS B YCTHO-TTUCBMEHHOU (popme.

IlepeyeHb BOPOCOB I MOATOTOBKH K 3k3aMeHy(OIIK-2, MOIIK-2.1, UOIIK -2.2, UOTIK -2.3,
HOIIK -2.4):

1.

ook owm

Boiienure ocHOBHBIE 3a/laud KaJpOBOM JEATENBHOCTH B O0JIACTH JJIOKYMEHTHUPOBAHMS
KaJIpOBBbIX JOKYMEHTOB.

[Tepeuncnure BUABI JOKYMEHTOB, 00€CIIEUHBAIOLIE TOI00P U OTOOP MEepcoHaa.

B yem 3akio4yaroTcsi OCHOBHBIE IIPAaBHJIa COCTaBJICHHUS pe3tome?

OxapakTepu3yite CTpyKTypy TEKCTa TPYJOBOIO JOTOBOpa.

[lepeuncnure BUIbl YHUPHUIIMPOBAHHBIX KAaJAPOBBIX JTOKYMEHTOB.

Onpeznenute Ha3HAUYEHUE HOMEHKJIATYPHI JIe]T B KaJApOBOii ciyxoe.
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7. Ha3oBHUTe UCTOUYHUKH YCTAHOBJICHHUS CPOKOB XPAaHEHHS KaJPOBBIX TOKYMEHTOB.

8. Ilepeuncnute TpeboBaHUS K (HOPMYIUPOBKE 3arojOBKOB KaJpPOBBIX JOKYMEHTOB B
HOMEHKJIaType JIe.

9. Ilepeunciure cOCTaB TOKYMEHTOB JIMYHOTO JIENA.

10. Kakum 006pa3om onpeaenstoTcsi CPOKH XpaHEHUS KaAPOBBIX JJOKYMEHTOB?

I[TPUMEP BMJIETA:

Hwuxeropoackuii rocyaapCTBEHHBIM TEXHUYECKUA YHUBEPCUTET
uM.P.E. AnekceeBa
Kadenpa «MeHemEMEHT
Jucuunnuza «HopmaTtuBHbIEe akThl B IPO(PECCHOHATIBHOMN 1€ TEIbHOCTH

buier Ne 0
1. BolgenuTe OCHOBHBIE 3aJaud KaJApOBOW JAEATEILHOCTH B 00JACTU JIOKYMEHTUPOBAHUS

KaApOBbIX JOKYMCHTOB.
2. OHpe,I[CJ'II/ITC HAa3HAYCHUEC HOMCHKIIATYPhI ACII B KaHpOBOﬁ CJ'Iy>I(6e.

3aB.kadeapoit [IpenogaBarens

YTBEPXIAIO:
Hupexrop UHOY
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(13 29

201

Jucr aKTyaJu3anuun paﬁoqeﬁ nmporpaMmmbl JTUCHUIIJIHHBI

«b1.B.7. HopMaTuBHBIE aKTHI B PO} eCcCHOHAJILHOU NeATeIHLHOCTH)

T.

HHACKC I10 y‘-Ie6HOMy IJjiany, HQaUMCHOBAHUE

JUISL IOATOTOBKU OaKaJlaBpOB/ CHIEIIMATUCTOB/ MarucTpoB
Hanpagsnenue: 38.03.02 «KMeHeHKMEHT»

HaHpaBHeHHOCTBZ MCHCI[)KMeHT OpraHu3anvy pa3JIMYHbIX OPTraHU3aAIIMOHHO-IIPABOBbBIX

(popm

dopma 00yueHHs OUHasl, OYHO-320YHAsI
['ox Hayvama NOATOTOBKHU:

Kype
Cemectp

a) B pabouyro mporpammy He BHOCSATCS u3MeHeHus. [Iporpamma akTyanu3upoBaHa s

20 r. Hayaja nOArOTOBKH.

6) B pabouyro nporpammy BHOCATCA CeAyIOlue N3MeHeHus (yKa3aTh Ha KaKoW ToJ

Ha4aja MOATOTOBKH):
L) ;

3)
Pa3zpaboTtuuk (n):

(®UO, yueHas CTEIICHb, YUCHOE 3BaHHE)

»

PaGouas mporpamma repecMoTpeHa u oJoOpeHa Ha 3acenaHuu Kadenpsl

pOoTOKOJ Ne

3aBenyronuit kageapoir Martuamsuin B.M.

Jucr AKTyaJIM3alui IIPUHAT HA XPAHCHUE:

3aBenyrouuii Belyckatomuieit kapeapoit «MeHemKMeHT»

OT «__ »

« »

Metonnueckuii otnen YMYVY:

« »

202 .

202 1.
202 r.
202 r.
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