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1. Hesb u 3a1a4u U3yYeHUS TUCIUATNINHbBI

[lenp wu3ydeHUsT ITUCHUIUIMHBI - CGHOPMUPOBATH Yy OOYYAIOIIMUXCS 3HAHUS IIPABOBBIX,
HOPMATHBHBIX M OPTraHU3AlMOHHBIX OCHOB JOKYMEHTAIIMOHHOTO 00ECIeUeHUs YIpaBIeHUS, YMEHUI
[0 COCTaBJICHHUIO W OGOPMIICHHIO OTACIHHBIX BUIOB YMPABICHUECKHX JIOKYMEHTOB M HABBIKOB HX
MPUMEHEHHUS [T PEIICHUS 3a/1ad JOKYMEHTAIIMOHHOTO 0OecredeHus paboThl SKOHOMHCTOB.

3amaun JUCTIUILTUHBL:
-  U3Yy4YUTh CBeIEHUA OO0 WCTOpHMM MW OpraHu3aluu CIYy)KO peanu3yrmmx QyHKIUU
JNOKY-MEHTAIlHOHHOTO ~ OOECHeueHusi  yOpaBlieHUs,  MEepCleKTHBaX  HUX  pa3BUTUA U
COBEpIIEH-CTBOBAHMUS. ;
- O3HAaKOMHTH C HEOOXOAMMOU MH(POPMAIIHEH B BOIIPOCAX IKCIIEPTH3BI IEHHOCTH JOKY-MEHTOB. ;
- OCBOWUTH TPOIENYypy PETUCTPALUU JTOKYMEHTOB, DPEIAKTUPOBAHUS, KOHTPOJS, COINIACO-BaHUS,
MOKMCKAa U PAaCChUIKU JOKYMEHTOB, O(DOpPMJICHHE M COCTaBJICHHE OCHOBHBIX BHUJIOB YIPABIECHUYECKUX
JIOKYMEHTOB. .

2. MecTo nucuuiuiaiasl B ctpykrype OOII BO

JucuumuinHa «/loOKyMEHTUpOBaHME YIPABICHYECKOH JAEATEIbHOCTH» OTHOCHUTCS K 0a30BOM
YacTu y4eOHOro IiaHa.

JucuunnuHa uzydaercs Ha 1 Kypce, B 2 ceMecTpe.

W3ydeHnto  TUCIUIUIMHBI «/lokyMeHTUpOBaHUE  YIIPaBIEHYECKOW  JESATEIbHOCTI
MIPEANIECTBYET OCBOCHUE TUCIUIUIMH (TTPAKTHUK):

Kynbrypa peuu u nenoBoe oOuieHue;

Uctopus.

OcBoeHHe IUCHUIUIMHBI  «/|OKyMEHTHpOBaHUE YIPABICHYECKOW NEATEIbHOCTUY SBISETCA
HEOOXOIMMOM OCHOBOH JJIS MOCTEAYIONIETO U3YUEHUS TUCITUTIINH (TIPAKTHK):

Opranu3zanus Tpou3BOACTBA HA MPEANPUATUAX OTPACIIH;

KoprniopatuBHas conpanbHasi OTBETCTBEHHOCTb.

B mpouecce wu3ydyeHHs IOUCHUIUIMHBI CTYAEHT TOTOBUTCS K BHIaM NPOQECCUOHATBHOM
JESATEILHOCTH M PEelIeHUI0 MpodecCuoHaIbHbIX 3a1a4, npeaycMoTpeHHbx @I'OC BO u yueOHBIM
TJTAHOM.

3. TpeGoBanus K pe3yJbTaTaM OCBOEHMS JUCUMILIHHBI
[Tponiecc n3ydeHus: AUCIMILTAHBI HATIPaBIeH Ha (DOPMUPOBAHNE KOMITETEHITHI:

- OIIK-2 Cnoco0eH ocymecTBJIATH cO0pP, 00padOTKy M aHAJIU3 JAHHBIX, HEOOXOMUMBIX JIS
pellieHUsl TOCTABJEHHBIX YINPaBJIeHYECKHUX 3a1a4, C MCHOJIb30BAHHEM COBPEMEHHOI0
HHCTPYMEHTAPHUS U MHTEJVIEKTYaIbHbIX HH()POPMAIIMOHHO-AHAJIUTHYECKUX CHCTEM;

3HaHMSA, YMEHHS, HaBBIKH, (OpPMHUpPYyEMble IO KOMIIETEHIIMM B paMKaxX JUCUUIUIMHBI, U
WHUKATOPHI OCBOCHUS KOMIIETEHITHIA

CTyneHT 10KEH 3HaTh:
3HaeT TeopeTUYECKHe OCHOBBI cOOpa, 0OpabOTKM M aHaM3a JaHHBIX, HCOOXOMUMBIX JIJISI PEIICHHS
MOCTABJICHHBIX YIPaBICHUYECKUX 3a/ady, C HCIOJIb30BAaHUEM COBPEMEHHOTO WHCTPyMEHTapus H
MHTEJJIEKTYaJIbHbIX HHPOPMALIMOHHO-aHATUTUYECKUX CUCTEM

CTyneHT A0KEH YMETh:

YMeer ocymecTBISATh cOOp, 00paOOTKy M aHalu3 JaHHBIX, HEOOXOAMMBIX I PEIICHHS
MOCTABJICHHBIX YIPaBICHUYECKUX 3a/ad, C HCIOJIb30BAaHMEM COBPEMEHHOTO WHCTPyMEHTapus H
MHTEJJIEKTYaJIbHbIX HHPOPMALIMOHHO-aHATUTUYECKUX CUCTEM

CTymeHT JOKEH BIIaJIeTh HABBIKAMH:

Brnaneer npuemamum cOopa, o0paOOTKM UM aHamW3a JaHHBIX, HEOOXOJUMBIX I PEIICHUS
MOCTABJICHHBIX YIPaBICHUYECKUX 3a/ad, C HCIOJIb30BAaHMEM COBPEMEHHOTO WHCTPyMEHTapus U
MHTEJJIEKTYaJIbHbIX HHPOPMALIMOHHO-aHATUTUYECKUX CUCTEM

- OIIK-5 Cnoco0eH ucnoJib30BaTh NPH pPelleHHH NMPo(eCCHOHAIBHBIX 3a1a4 COBPEMEHHbIE
HH(OPMANMOHHbIE TEXHOJOTHH U MPOrPaMMHBIE CPeICTBA, BKJIOYASl YNpaBJieHHe KPYNHbIMU
MacCHBAMM JAHHBIX H UX HHTEJJIEKTYaJIbHBINH aHATU3.



3HaHUSA, YMEHHS, HaBBIKH, (OpPMHUpPYyEMble IO KOMIIETEHIIMM B paMKaxX JUCHUIUIMHBI, U
WHJUKATOPbl OCBOCHUSI KOMIIETEHITUI

CTyneHT A0KEH 3HaTh:
3HaeT CcoBpeMEHHbIE WH(GOPMAIMOHHBIE TEXHOJOTUM W TPOTPAMMHBIE CPEACTBA, BKIIOYAs
yIpaBJICHUE MAacCCUBAaMU JAHHBIX U WX WHTEJUICKTYaJIbHBIM aHAIIU3, WCTOJIb3yEMbIC MPU PEIICHUHN
po¢eCCUOHATBHBIX 33/1a49 B IKOHOMHUYECKOU JIeATEIILHOCTH

CTyneHT A0KEH YMETh:
YMeeT BrIOUpaTh HHPOPMAITMOHHBIE TEXHOJOTHH U MPOTPAMMHBIE CPEJICTBA, BKIIIOUAs YIIpaBICHUE
KpPYIHBIMH MAaCCHBAaMH JAHHBIX W HMX HHTEIJICKTyaJIbHBIA aHAIHW3, UCIIONb3yeMble TPH PEIICHUH
KOHKPETHBIX MPO(ECCUOHATBHBIX 33/1a4 B SKOHOMHUYECKOU JIEATETLHOCTH

CTYHCHT JOJIZKCH BJIaJACTh HaBBIKAMM:

Bnageer HaBblkamMu BbIOOpa M TPHUMEHEHUS HH(DOPMALMOHHBIX TEXHOJOTUH U MPOrPaMMHBIX
CPEICTB, BKJIIOYAsl YIpaBJIEHWE KPYMHBIMM MAacCHBaMH JIAaHHBIX M WX HMHTEUIEKTYyaJbHBIM aHau3,
JUIS pellieHrs] KOHKPETHBIX Mpo¢deCcCHOHANIBHBIX 33a/1a4 B 9KOHOMUYECKOU eI TEIbHOCTH

- IIK-1 Crnocoben pa3padarbiBaTh OpPraHM3ANMOHHO-PACNIOPSAUTENbHbIE JOKYMEHTBI,
CIoCcoOCTBYOIIME MNOBBIMIECHUI0 3((eKTHBHOCTH PpadoThl CTPYKTYPHOIO MNOApPa3iAeJeHUs H
IKOHOMHUYECKOI0 CYObeKTa B 1[eJI0M

3HaHUSA, YMEHHs, HaBBIKM, (OpMHUpyEeMble [0 KOMIIETEHIIMM B paMKaxX JAUCUUIUIMHBI, U
MHANKATOPbI OCBOEHUS KOMIIETEHITHH

CTyneHT N0KEeH 3HATh:
3HaeT MopsAIOK Pa3pabOTKU OPraHU3aLMOHHO-PACTIOPSIUTEIBHBIX JOKYMEHTOB, CIIOCOOCTBYIOIIUX
MOBBIIEHUIO YPPEKTUBHOCTH PaOOTHI CTPYKTYPHOTO MOPA3ICICHUS K SKOHOMUYECKOTO CyObeKTa B
EJIOM

CTyneHT IOJKeH yMETh:
YMmeer pa3paboThIBaTh  OPTraHU3AIMOHHO-PACHOPSAUTENIBHBIX  JIOKYMEHTBI, CIOCOOCTBYIOIIUE
MOBBIIEHUIO YPPEKTUBHOCTH PaOOTHI CTPYKTYPHOTO MOIPA3ICICHUS K SKOHOMUYECKOTO CyObeKTa B
EJIOM

CTyIeHT IOJKeH BIIAIeTh HABBIKAMH:
Bnameer  meromukoit  pa3paloTku OpraHU3aIOHHO-PACTIOPSIIUTENIBHBIX  JIOKYMEHTOB,
CIOCOOCTBYIOIIMX TOBBIIICHUIO A(PQPEKTUBHOCTH pabOThl CTPYKTYPHOTO MOApA3ACICHUS U
HKOHOMHUYECKOTO CYOBEKTa B LIEJIOM

- [IK-6 CnocodeH MoeiMpoBaTh OU3HEC-MPOLECChl IKOHOMHYECKOI0 Cy0ObeKTa

3HaHUs, YMEHMSA, HaBBIKM, (OpPMHUpPyEeMble 110 KOMIIETEHIIMM B paMKaxX JUCLUUIUIMHBL, U
WHJUKATOPbI OCBOCHUS KOMIIETCHIIUI

CTyneHT 10KEH 3HaTh:
3HaeT TEOPUI0 W  METOAWYECKHH HMHCTPYMEHTApHil  MOJICIMPOBAHUS  OW3HEC-TIPOIECCOB
SKOHOMHUYECKOTO CYObEKTa

CTyneHT JOKeH YMETh:
YMeeT MoIeTupoBaTh OM3HEC-TTPOIIECCHl SKOHOMUYECKOTO CYOBEKTa

CTyneHT JOKEH BIIaJeTh HABbIKAMMU:
Brnageer MeTogamu 1 TEXHUKOW MOJIETMPOBAHUS OU3HEC-TIPOIIECCOB YKOHOMHUYECKOTO CyOheKTa

- YK-4 Cnioco0eH ocymecTBJISITH 1€JI0BYH) KOMMYHUKALMIO B YCTHOW M NMCbMEeHHOi opmax
Ha rocy1apcTBeHHOM si3bike Poccuiickoii @enepanuy 1 HHOCTPAHHOM(BIX) A3bIKe(aX)

3HaHUSA, YMEHHs, HaBBIKM, (GOpMHUpyEeMble IO KOMIIETEHIIMM B paMKax JAUCUUIUIMHBI, U
MHANKATOPbI OCBOEHUS KOMIIETEHIIHH

CTyneHT N0KEeH 3HATh:

3HaeT NPUHLUIBI MOCTPOCHHS YCTHOTO M MUCBMEHHOTO BBICKAa3bIBAaHUS Ha TOCYIAPCTBCHHOM H
MHOCTPAaHHOM $I3bIKaX; TPeOOBaHMs K JEIOBOM YCTHOW M NHUCHbMEHHONM KOMMYHUKAIUU; HOPMBI
U(PPOBOTO STUKETA

CTyneHT A0KEH YMETh:



YMeeT UpUMEHSITh Ha MPAKTHKE YCTHYK U THCHMEHHYIO JICJIOBYH0 KOMMYHHKAIIAIO, HOPMBI
1M(pPOBOTO ITUKETA

CTYILCHT JOJIZKCH BJIaJACTh HAaBBIKAMM:

Bnameer MeTOmMKON COCTaBICHHS CYKACHHS B MEKIMYHOCTHOM JICIOBOM OOIICHWH Ha
TOCYIapCTBEHHOM M MHOCTPAHHOM SI3bIKaX, C IPUMEHEHUEM aJICKBATHBIX SI3BIKOBBIX (DOPM, CPEICTB,
a Tak e C COONIoIEHHEM HOPM IHU(PPOBOTO ATUKETA

4. O0beM TMCHUIUIMHBI U BUAbI YUeOHOU padoThl (04Hast (popma o0yueHus )

Bcero Bropoit
By yuebno# paboTh 4acoB ceMecTp
KonTakTHas padora (Bcero) 52 52
[IpakTnueckue 3aHATHS 32 32
JIeKIIMOHHbBIE 3aHATHS 20 20
CamocTosiTesibHast padoTa (Bcero) 92 92
Buael npoMe:KyTOYHOM aTTecTalNu
3auer +
O0mas Tpy10eMKOCTb 4achl 144 144
O01as Tpy10eMKOCTh 3a4eTHbIE
¢IHHHUIIBI 4 4

O0beM TMCHUIIMHBI M BU/bI y4eOHOH padoThl (04HO-3204Hast popma o0yueHust)
Bcero Tperuii  |YerBeprsl

Bun yue6HO# paboTh 4acoB ceMecTp |i ceMecTp
KonTakTHas pa6ora (Bcero) 14 14
JIeKIIMOHHBIE 3aHATHS 6 6
[IpakTnueckue 3aHATHS 8 8
CamocrosiTesqibHast padoTa (Bcero) 126 94 32
Buabl npomMe:xyTOUHON aTTeCcTAlUM 4 4
3auer 4 4
O01masi Tpy10eMKOCTb 4aChl 144 108 36
Oo0masi Tpy10eMKOCTb 3a4eTHbIE

eIMHULBI 4 3 1

5. Conep:xanme JTUCUMILIIMHBI

TemaTnueckoe NIAHUPOBaHUE (0UHOE 00yUYeHHUe)
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Bropoii cemectp, Beero 144 20| 32 92
CoBpeMeHHasi perJiaMeHTAlMsl U OPraHu3anust
Pazgen 1 P P . P " 34| 4| 6 24

CJIy)KﬁBI A€JI0-IMIPOU3BOACTBA

Tema 1 IIpenmer, meTox, Lenu U 3a1a4u Kypca 8 1 1 6




3akoHOAaTEIbHBIE 1 HOPMATUBHO-METOIUICCKUE

Tema 2 JOKYMEHTBHI JJOKYMEH-TallMOHHOTO 00eCreueHHs 8 1 1 6
yIpaBIeHUS

Tema 3 Opraau3anys ciy>K0bI 1eJI0POU3BOI-CTBA 9 1 2 6
Knaccudukamus qokymeHToB. OyHK-1TUN

Tema 4 Quxawus AoKy YHIEH of 1| 2 6
JIOKYMEHTOB.

OKYMEHTHPOBaHHE YNPaBJIeHYeCKOii

Paszen 2 HloxymerTip ynp 18] 2| 8 8
AeATeJbHOCTH

Tema 5 TpeboBanus kK opopMiIeHNIO OITAHKOB U PEKBU3UTOB 9 1 4 4
OO6mue TpeOoBaHUs K TEKCTY JOKY-MEHTA.

Tema 6 OC0OEHHOCTH SI3bIKa, CTHIISI K PEAAKTUPOBAHUS 9 1 4 4
O(QUIHANIBHBIX JOKY-MEHTOB
CocrapiieHue u opopMiIeHHE OTAeTbHBIX BUI0B

Pasgen 3 bop A A 48| 6| 14 28
TOKYMEHTOB

Tema 7 Opranu3aloOHHO-IIPABOBbIE JOKYMEH-ThI 12 2 4 6

Tema 8 PacnopsiautenbHbIe JOKYMEHTHI 11 1 4 6

Tema 9 WHupopmaninoHHO-CIIPaBOYHBIE JTOKY-MEHTHI 9 1 2 6

OKYMEHTBI, TIepe/jaBaeMble 10 KaHajJaM

Tema 10 floy > FIEpel 71 1 2 4
AIIEKTPOCBA3ZH

Tema 11 ITepenucka. Pa3HOBMAHOCTH JETOBBIX MUCEM 9 1 2 6

Paznen 4 TexHosorum ae;I0NPoOU3BOACTBA 44 8 4 32

Tema 12 JlokymeHTO000pOT 5,5 1| 0,5
TumoBkie TEXHOIOTHH 00PAOOTKU MO-CTYTAIOIINX

Tema 13 P yHAioH 55 1| 05
JIOKYMEHTOB
BryTpeHHHI TOKYMEHTOOOOPOT, KYJIb-Typa paOOThI

Tema 14 TP Oy POt KYIRIYPAP 55 1] 05 4
C IOKyMEHTaMH Ha pab0-4MX MeCcTax

Tema 15 O6paboTka oTIpaBIsIeMO KOPPECTIOHICHIIIH 5,5 1| 0,5 4
Peructpanus 10KyMeHTOB, KOHTPOJIb 3a

Tema 16 DAL AOKYMCILTOB, KOHTP .| 55| 1] 05 4
HCIIOJTHEHHEM JJOKYMEHTOB U MPUHSTHIX PEIIeHUN

Tema 17 KonduaeHmaabHbie TOKyMEHTBI 5,5 1 0,5 4
ABTOMATH3AIUS TPOIECCOB IOKYMEHTAIMOHHOTO

Tema 18 Lt ot AOKY H 55 1] 05 4
o0ecriedeHus yrpaBieHHs

Tema 19 XpaHeHHe JOKYMEHTOB 5,5 1| 0,5 4

Coaep:xkanue TUCHHUIIMHBI (O4HOE 00y4eHHe)

Homep Tembl

Coaep:xaHue TeMbl

Tema 1

PaCKpI)ITB 00BEKT U OpeaAMET JUCHUIIIIMHBI, OCHOBHBIC TEPMUHBI K OIIPEACIICHU .

I/I3yquHe HOPMATUBHO-MCTOANYCCKUX JOKYMCHTOB, PCIIIa-MCHTUPYIOIINUX

Tema 2
JIOKYMEHTAIIMOHHOE 00eCTIeYeHNE YIIPABICHHUS.
Henu, 3a1aun 1 GpyHKIMH CITy>KOBI 1e710npon3BoAcTBa. Opranu3auoHHbie GOpPMbI
Tema 3 paboThl ¢ JOKyMeHTaMH. THUIIOBBIE OpraHU3alMOHHbIE CTPYKTYPbI CIIYKOBI
JIeNTOTIPOU3BOICTBA. JIOIKHOCTHON COCTaB CIIY>KOBI JIeTIONPOU3BOACTBA.
Tema 4 Knaccudukannonusie npu3Haku U QyHKIIMHA TOKYyMEHTOB
O6ume TpedoBanus. CocTaB peKBU3UTOB T0KyMEHTOB. [IpaBuia odopmiieHus
Tema 5 PEKBU3UTOB JOKyMEHTOB. TpeGoBanus k oopmiieHuto OnankoB. Buabl OraHkoB
JOKyMEHTOB. TpeOoBaHuUs K U3TOTOBICHHUIO JOKYMEHTOB.
TpeboBaHus Kk TeKCTy JoKyMeHTa. OCOOCHHOCTH SI3bIKA U CTU-JISI CITY)KEOHBIX
Tema 6 nokymeHToB. HopMbl opunransHo-zae10Boro ctuiis. Pegakropckas npaska

CITYKEOHBIX JOKYMEHTOB. DTaIlbl pelaKTUpOBaHUs. [[pUHITUTIBI peakTOpCKOH
npaBku. Buasl npaBku.




Tema 7

VYerag. [onoxxenne 00 opranuzanuu. CTpyKTypa U IITaTHAs YUCIEHHOCTb.
[IITatHOE pacniucanue. [lonoxeHne o CTPyKTyp-HOM MOAPA3AEIEHUH.
JIOJDKHOCTHAS. MHCTPYKIUS.

Tema 8

[Ipuka3 Mo 0CHOBHOM AesATENbHOCTH. [IprKa3 o JIMYHOMY COCTaBYy.
Pacnopsoxenue. Ykazanue. Pemenue. [Topsnok odopmiieHns pactiopsiAuTeTIbHON
JIOKYMEHTAIIH.

Tema 9

[IpoTokon 3acenanus. Akt. Jloknannas 3anucka. [Ipennoxe-uue. CiryxeOHas
3anucka. O0bsicHUTENbHASA 3anucka. CripaBka. CBoska. 3aKIIOYeHHE, OT3bIB.
[lepeuens, criucok. [Topspok opopmiaeHns HHPOPMAITTOHHO-CIIPABOYHOM
JIOKYMEHTALUH.

Tema 10

Tenerpamma. Tenekc. @akcorpamma. Tenedonorpamma

Tema 11

Pa3HOBUAHOCTH IETTOBBIX MHUCEM O0IIIasi XapaKTepU-CTHKA CITYKECOHOU MEePEITUCKH.
PexBu3UTHI 1€710BOT0O TMChbMa. Pa3HOBUIHOCTH 1€JIOBBIX nUceM. [lopsaok
odopMIIeHHUS CITY>KeOHOTO MHUChMa.

Tema 12

Opranuzanus J0KyMEHTO000pOTa, MOHIATHE T0KYMEHTO-000pOTa, ero
KOJIMYECTBEHHBIEC U KAYECTBEHHBIC XapaKTepUCTUKU. OObeM TOKYMEHTOO0O0pOTA.

Tema 13

Oranbl NPOXOKIEHUS MOCTYNAOIMUX T0OKyMEHTOB. [Ipuem 10KyMeHTOB.
[lepBonavansHast o6pabotka. [IpeaBapurensb-Hoe paccCMOTpeHHE U
pacnpenenenue. Peructpauus. Pac-cMoTpeHne JOKyMEHTOB PYKOBOACTBOM.
Hanpasnenue Ha ncnonHenue. VcroiHeHue U KOHTPOJIb UCIIOTHEHMSL.
[To-menieHne UCTIOIHEHHOTO JOKYMEHTA B AEJI0.

Tema 14

Oranbl NPOXOKAEHUS BHYTPEHHUX JOKYMEHTOB. CoCTaBie-HUE IPOEKTa
nokyMeHTa. M3rotoBnenue nqokymenta. Co-macoBanue. Busuposanue.
ITopnucanue wnu yreepxkacHue. Perucrpanus. McrnonHenue u KOHTPOIIb
ucnoynHenys. [loMenienre UCIoIHEHHOIO JOKYMEHTa B JIEJI0.

Tema 15

OTanbl NPOXOKIEHUS UCXOAAIUX JOKyMeHTOB. CocTaBie-Hue IPOeKTa
nokyMeHTa. M3roroBnenue nqokymenta. Co-macoBanue. Busuposanue.
[lonnucanue unm yreepxkaenue. Peructpauusa. Otnpaska. Oprannsanus JOCTaBKU
JIOKyMEHTA.

Tema 16

Ienu perucrpanuu. [IpaBuna perucrpanuu. @opmel peructpanuu. Munexcanus
NOKyMeHTOB. KOHTpoOIb HcTIONHEHHUs JOKyMEHTOB. PaboTa ucnonnuTens c
JIOKyMEHTaMH.

Tema 17

Kpurepuun nennoctu nadpopmanuu. Kondunennmnanbupiii JokymMeHT. CpoKu
KOH(pHIeHITMANbHOCTH JOKyMeHTa. [lepeueHp KoH(pUACHIIMATBHBIX CBEICHUN.
['pud xoHPUAEHIIMATBLHOCTH JOKYMEHTA. 3alIUIEHHbIE JOKYMEHTOMOTOKH.
Howmenkinatypa koHGUACHINATbHBIX €.

Tema 18

KomrmibtoTepHble CpecTBa MOATOTOBKH TIOKyMEHTOB. KoM-1103uIIMOHHAS CTPYKTYypa
TEKCTa JOKyMEHTOB. [1ops10K KOMITbIOTEPHO MOJTOTOBKH TECTOBBIX
KOMITOHEHTOB JIOKY-MEHTOB. DJIEKTPOHHBIN TOKyMEHTOOOOPOT.

Tema 19

Hasnauenue u BosmoxHoctu MHTEpHET. Opranu3zanus B3a-UMOJEHCTBUS B CETH
Wnrepuer. Anpecauus B Untepuer. [Togkmtouenne k MHTEpHETY. DnEeKTpoHHAas
noura. Tene-xondpepennuu. daiinoseie apxussl. TexHomoruu WWW.
WuTepakTuBHOE 001meHue B IHTepHeT.

TemaTnueckoe NJIAHUPOBAHUE (OUHO-3209HOE 00yUeHHe)
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CoBpeMeHHasi perJiaMeHTALMsI K OpraHu3anusi
Pasnen 1 P P " P " 30,8| 1,2| 1.6 28
CJIYKOBbI /1€J1I0-MIPOU3BOICTBA
Tema 1 [Ipenmert, MeTOA, LIEIU U 3a/1a4U Kypca 87 03] 04 8
3akoHOAATEIbHBIE 1 HOPMATUBHO-METOIUICCKUE
Tema 2 JIOKYMEHTBI JJOKYMEH-TallHOHHOTO 00eCIIeUeHusI 6,7 0,3 0,4 6
yIpaBJICHUS
Tema 3 Opraau3anys ciy>K0bI 1eJI0POU3BOI-CTBA 8,7/ 03| 04 8
Knaccudukanus nokymeaToB. @yHK-muu
Tema 4 (ucattus 10Ky yHER 6,7/ 03| 04 6
JIOKYMEHTOB.
OKYMEHTHPOBAaHHE YIIPaBJIeHYECKOM
Paznen 2 HAoxymenTip ymp 154] 06| 0,8 14
AeAITeJIbHOCTH
Tema 5 TpeOoBanus k opopmienuto 61ankoB u peksusuroB | 8,7 0,3 04 8
OO6mue TpeGoBaHUs K TEKCTY JOKY-MEHTA.
Tema 6 OC0OEHHOCTH SI3bIKa, CTHIISI K PEAAKTUPOBAHUS 6,7/ 0,3 0,4 6
O(UIMATBHBIX JOKY-MCHTOB
Cocrasjienue u opopMIeHHe OTAeILHBIX BUIOB
Pasnen 3 bop . OB 13470 1,6] 2,1 31
TOKYMEHTOB
Tema 7 Opranu3alvoHHO-IIPABOBbIE TOKYMEH-ThI 6,9 04| 0,5 6
Tema 8 PacniopsiautenbHbIe JOKYMEHTHI 6,7 0,3 0,4 6
Tema 9 WHupopmaninoHHO-CIIPaBOUHBIE JTOKY-MEHTHI 7,71 03| 0,4 7
OKYMEHTBI, TIepeiaBacMbIe 110 KaHajaM
Tema 10 Jloky > Hepe 67| 03| 04 6
JIIEKTPOCBA3ZH
Tema 11 Ilepenucka. Pa3HOBMAHOCTH JEIOBBIX MUCEM 6,7 0,3 0,4 6
Paznen 4 TexHos0rnM 1€JI0NPOU3BOACTBA 59,1 2,6 3,5 53
Tema 12 JlokymeHTO000pOT 6,9 04| 0,5 6
TunoBble TEXHOJIOTUH 00Pa0OTKHU MO-CTYHAIOIINX
Tema 13 P yramomn 68| 04| 04 6
JIOKYMEHTOB
BuyTpeHHMI TOKYMEHTOO0OPOT, KY/Ib-Typa pabOThI
Tema 14 TP AOXY POT, XyIb-Typa P 77| 03| 04 7
C TOKYMEHTaMH Ha pabo-4ux MecTax
Tema 15 O6paboTka OTIpaBIsIeMO KOPPECTIOHICHIINH 6,7 03| 04 6
Perucrpariius JOKyMEHTOB, KOHTPOJIb 3a
Tema 16 DAt JOKY » KOHTP .| 87| 03| 04 8
UCTIOJTHCHHEM JIOKYMEHTOB M IMIPUHSTHIX PEIICHUN
Tema 17 KonduaenumaabHbie TOKyMEHTBI 6,8 0,3 0,5 6
ABTOMAaTH3aLKS IPOILIECCOB JOKYMEHTAIIMOHHOTO
Tema 18 LA Tpoxt AOXyMEHTAn 87| 03| 04 8
oOecrieyeHus yrpaBIeHUs
Tema 19 XpaHeHUEe JTOKyMEHTOB 6,8 03| 0,5 6

Ha npoMexxyTouHyIo aTTecTaiuio OTBOAUTCS 4 4acoB.

Conepxxkanue IMCHUIIMHBI (OYHO-3209HOE 00yYeHHe)




Homep Tembl

Coaep:xaHue TeMbl

Tema 1

PaCKpI)ITB 00BEKT U OpeaAMET JUCHUIIIIMHBI, OCHOBHBIC TEPMUHBI X ONIPEACIICHU .

Tema 2

I/I3yquHe HOPMATUBHO-MCTOANYCCKHUX JOKYMCHTOB, PCTIIa-MCHTUPYIOIIHUX
JAOKYMCHTAIIMUOHHOC obOecrieucHue YHOpaBJICHUS.

Tema 3

Henu, 3a1aun 1 GpyHKIMH CITy>KOBI 1e710nmpon3BoAcTBa. Opranu3auoHHbie GOpPMbI
paboThl ¢ JOKyMeHTaMH. THUITOBBIE OpraHU3alMOHHbIE CTPYKTYPbI CIIyKOBI
JIeNTOTIPOU3BOICTBA. JIOMKHOCTHON COCTaB CIIY>KOBI JIeTIONPOU3BOACTBA.

Tema 4

Knaccudukanuonssle npu3Haku U GyHKIIMH TOKYMEHTOB

Tema 5

O6ume TpedoBanus. CocTaB peKBU3UTOB TOKyMEHTOB. [IpaBuia odopmiieHus
PEKBH3UTOB JOKYMEHTOB. TpeboBanus k opopmiieHnto OankoB. Bubl O1aHkoB
JOKyMEHTOB. TpeOoBaHuUs K U3TOTOBICHHUIO JOKYMEHTOB.

Tema 6

TpebGoBaHus K TeKCTy JOKyMeHTa. OCOOCHHOCTH SI3bIKA U CTU-JISI CITY)KEOHBIX
nokyMeHToB. HopMmbl odunmanbHo-1e10Boro ctuiisi. Penakropckas mpaska
CITY)KEOHBIX JOKYMEHTOB. DTaIlbl peakKTUpOBaHus. [[pUHITUTIBI peakTOPCKOH
npaBku. Buasl npaBku.

Tema 7

VYceras. [Tonoxxenne 06 opranuzanun. CTpyKTypa U IITaTHAsI YUCIECHHOCTb.
[lITatHOE pacniucanue. [lonoxeHrne o CTPYKTyp-HOM MOAPA3AEICHUH.
JlomKHOCTHAS MTHCTPYKIUSI.

Tema 8

IIpuka3s o 0CHOBHOU AeATeNnbHOCTH. [IpHKa3 1o JINYHOMY COCTaBY.
Pacnopsoxenue. Ykazanue. Pemenne. Iopsinok odopmiieHus: paciopsiiuTeTbHON
JIOKyMEHTALUH.

Tema 9

[Iporokon 3acenanus. Akt. Jloknagnas 3anucka. [Ipemnoxe-aue. CiryxeOHast
3armcka. O0bsicHuTenbHas 3anucka. CrpaBka. CBonka. 3akit0ueHNe, OT3bIB.
[Tepeuenn, criucok. [Topsaok odopmineHuss HHGOPMAITMOHHO-CITPABOYHOM
JIOKyMEHTAITUH.

Tema 10

Tenerpamma. Tenekc. @akcorpamma. Tenedonorpamma

Tema 11

Pa3HOBHIHOCTH JIEIOBBIX MUCEM OOIIasi XapaKTePU-CTUKA CIYKeOHOM MepenucKy.
PexBuzutsl nenoBoro nucbMa. PazHoBuaHOCTH Aen0BbIX nuceM. [lopsiok
o opMIIeHUS CITYKEOHOTO MUCHMA.

Tema 12

Opranu3zanus J0KyMeHTO000pOTa, MOHATHE JOKYMEHTO-000pOTa, ero
KOJIMUYECTBEHHbIE M KAUECTBEHHbIE XapakTepucTuku. O0beM T0KyMEHTOO00pOTA.

Tema 13

DTanbl MPOXOKICHUS MOCTYMAIOMUX T0KyMEeHTOB. [IpuemM 10KyMeHTOB.
[TepBonauanbHas o6padotka. [IpenBapurens-Hoe paccMOTpeHUE U
pacnpenenenue. Peructpanus. Pac-cmoTpeHne JOKyMEHTOB PYKOBOACTBOM.
Hanpapnenue Ha ucnonsenue. VcronHeHue 1 KOHTPOJIb UCTIOTHEHHUS.
[To-MenieHe UCIOTHEHHOTO JOKYMEHTA B JIENO.

Tema 14

OTanbl MPOXOKICHHUS BHYTPEHHUX JOKyMEeHTOB. CocTaBie-HUE MpOeKTa
nokyMeHTa. M3rotosienune qokymenta. Co-riiacoBanue. Buzupopanue.
[Tognucanue wim yreepxkaeHue. Perucrpanus. McnogHeHne 1 KOHTPOJIb
ucnoiaHeHus. [TomelieHue UCIOIHEHHOTO TOKYMEHTA B AEJIO0.

Tema 15

DTanbl MPOXOKICHHS UCXOAAIIUX JOKyMeHTOB. CocTaBie-Hue IpoeKTa
nokyMeHTa. M3rotosienune qokymenta. Co-riiacoBanue. Busupopanue.
[Tognucanue wim yrBepxkaeHue. Perucrpanus. Otnpaska. OpraHu3anus 10CTaBKU
JIOKYMEHTA.

Tema 16

Lenu peructpaunu. [IpaBuna peructpanun. opmel peructpanuu. UHnekcanms
nokyMeHTOB. KoHTposb cnionHeHus JoKyMeHToB. PaboTta ucnoinHurens ¢
JIOKYMEHTaMH.

Tema 17

Kpurepun uennoctu undopmarmu. Konpunennuansasiit 1okymeHT. Cpoku
KOH(UACHIMAIBHOCTH JOKyMeHTa. [lepeueHp KOHpUASHIINATBHBIX CBEACHUH.
I'pu¢ xoHpUACHITNATEHOCTH JOKyMEHTA. 3alUIEHHbIE JOKYMEHTOIIOTOKH.
Homenknarypa koH(pUIECHIMATIBHBIX JCII.




KommbrotepHsble cpeicTBa NOATOTOBKU JOKYMEHTOB. KOM-I0O3MIIMOHHAs CTPYKTypa
Tema 18 TEKCTa JOKyMEHTOB. [IopsA0K KOMIIBIOTEPHON ITOATOTOBKH T€CTOBBIX
KOMIIOHEHTOB JIOKY-MEHTOB. DJIEKTPOHHBINA JOKyMEHTOOOOPOT.

Hasznauenue u Bo3amoxkHoctu MHTepHeT. Opranuzaius B3a-UMOJEHCTBUS B CETH
Nurepuet. Anpecanus B Matepuer. [logkmouenne k UHTEpHETY. DIIEKTpOHHAS
nouta. Tene-kordepenmuu. DaitoBeie apxuBbl. TexHomoruu WWW.
HNuTtepakTtuBHOE 001IeHNE B IHTEpHET.

Tema 19

6. IlepeueHb Y4eOHO-METOAUYECKOr0 oOOecredYeHUsi JIA CAMOCTOSTEJbHOH PadoThI
00y4Yaromuxcs o AMCUUIInHe (MOIYJII0)
Jlureparypa st caMOCTOSATEJIbLHOM padoThI CTY1€HTOB
1. JIokyMeHTaImoHHOE O0ecreueHne yrpaBieHus [DIeKTpoHHBIN pecypc]: yueOHoe mocodue ams
CTY[ICHTOB SKOHOMHYECKHX CIICIHAIBHOCTEH CpeaHero Mpo(ecCHOHATBbHOrO 00pa3oBaHUs, COCT.
Abamesa O. B. - MHWxesck: , 2019. - 92 - Pexum pocryna:
http://portal.izhgsha.ru/index.php?q=docs&download=1&parent=27797&id=27846

2. IlomoBuu E. A. JlokyMEeHTaIMOHHOE OOECHeUeHHE YMPABICHUS MEPCOHATIOM [DIEKTPOHHBIH
pecypc]: yuebHoe mocoOue IS CTYAGHTOB, OOYyYaloImUXCS IO MPOrpaMMe  BBICIIETO
npodeccuoHanbHOrO oOOpa3oBaHus 1O HampaBineHuio noaroroBku 080400.62 "VYmpasrneHue
nepcoHayiom", - OpenoOypr: OI'Y, 2014. - 112 . - Pexum pocryna:
https://lib.rucont.ru/efd/245264/info

3. CuranoBa T. B. [lenonpou3BoAcTBO M JTOKYMEHTOOOOPOT [DNEKTpOHHBIN pecypc]: yueOHOe
nocobue JUIsl CTYJICHTOB dKOHOMHUYEecKoro (akynsrera, - Omck: OMI'Y, 2004. - Pexxum nocryma:
https://rucont.ru/efd/329

Bomnipocekl 1 3agaHus 11 CaMOCTOATEIbHOI padoThl (0uHasi popma 00yUeHuUs )
Bropoii cemecTp (92 4.)
Bun CPC: Jloknan, coobmienue (moarotoBka) (56 4.)

[TpomyKT caMOCTOATENBHON PabOTHI CTY/IEHTA, MIPEACTABISAIOMINN CO00M MyOINYHOE BBICTYIUICHUE IO
NPEACTABICHUIO TOJIYYEHHBIX pPE3yJbTAaTOB pEIICHHs OIpEeIeHHONW y4eOHO-TPaKTHYECKOH,
yueOHO-UCCIEA0BATEIbCKOM NIM HAyYHOU TEMBI.

Bun CPC: BemmonHenue nHAUBHyabHOTO 3aaaHus (36 4.)

Brmonaenue WHIAWBUAYAJIBHOIO 3aJaHUsA HNPCAYCMAaTpUBACT OIMMUCAHUC K PACUCT HGOGXOL{I/IMOFO
KOMIIJICKCA MGpOHpI/ISITI/Iﬁ 110 3aJIaHUT0 PCIIOoaAaBaTCIIA.

Bonpoch! u 3a5aHuA 1J1s1 CAMOCTOSITEIbHOM PadoThl (04HO-3209HAsA (hopMa 00yUeHHS)
Bcero yacoB camocrositesibHOM padoTsl (126 4.)
Bun CPC: lokman, coobmenue (moaroroska) (80 4.)

[TpomykT camocTOsATENHHOM pabOTHI CTYEHTA, IPEACTABIISIIONTNN COO0N MyOJIUYHOE BBICTYIUICHUE 110
MPEJCTAaBICHUIO I[OJMyYEHHBIX pEe3yJbTaTOB pEIICHHUS ONpeAeSieHHOW Y4eOHO-IPaKTUYECKOM,
y4eOHO-HCCIIEI0BATEHCKOM UITH HAYYHOW TEMBI.

Bua CPC: BoinonHeHne UHIMBUAYaIbHOTO 3aAaHus (46 4.)

BoinonHeHnne MHOWMBUIYadbHOTO 3aJaHUSl TpedycMaTpUBaeT ONHMCAHME W pPacyeT HEOOXOIHUMOTO
KOMITJIEKCa MEPONPUATUI 10 3aJaHUIO IIPETo1aBaTes.

7. TeMaTuKa KypCcOBbIX Pa0OT(IPOEKTOB)
KypcoBbie paGoThI (TPOEKTHI) MO TUCIUTUIMHE HE TPEAYCMOTPEHBI.

8. ®oHJ 01IEHOYHBIX CPEACTB IJIfl TEKYLIero KOHTPOJISI M MPOMEKYTOYHOM aTTeCTAlluN
8.1. Komnerenuunu v 3tanbl GopMUPOBAHUSA

Konp! komnereHui Otansl GOpMUPOBAHUS |




Kypc, ®opma Pa3zneinbl nuCUMILUIAHBL
CEMECTpP | KOHTPOJIA
YK-4 1 kypc, 3auer Paznen 1:
CoBpemeHHast periaMeHTalus U OpraHnu3alus
Bropoit CITy>KOBI J1€JI0-TIPOU3BO/ICTBA.
ceMecTp
OIIK-2 OIIK-5 1 kypc, 3auer Paznen 2:
IIK-1 VK-4 JIOKyMEHTUPOBaHUE YIIPABICHUECKON
Bropoit JEATEIIbHOCTH.
ceMecTp
OIIK-2 OIIK-5 1 kypc, 3auer Pa3nen 3:
IIK-1 IIK-6 VYK-4 Cocrasnenue u ohopMIIeHUE OTJCIBHBIX BUIOB
Bropoit JIOKYMEHTOB.
ceMecTp
OIIK-5 1 kypc, 3auer Paznen 4:
TexHonoruu 1enonpon3BoACTBA.
Bropoit
ceMecTp

8.2. Iloka3aTeiu M KPUTEPUHN OLICHUBAHUSA KOMIETEHINH, IIKAJIbI OLEHUBAHUS
B pamMkax wu3yyaeMoW JHCUUILIMHBI JEMOHCTPUPYET

KOMIICTCHIIUAMMU .

CTYZEHT YPOBHHM  OBJIAJICHUS
I1oBBIIICHHBIN YPOBEHbD:
ba30BbIi1 ypOBEHSB:

IToporoBslii ypOBEHb:

YpoBeHBb HUXKE IIOPOTOBOIO:

YpoBeHb [IIxana oneHUBaHUA I MPOMENKYTOUHOM
c(hOpMUPOBAHHOCTH aTTecTaluu
KOMIICTCHIINH DK3aMeH 3auer
(maddepeHmpoBaHHBIN
3a4eT)
[ToBbILIEHHBI 5 (oTIM4HO) 3a4TEHO
bazoBsrit 4 (xoporo) 3a4TEHO
IToporossrit 3 (YIOBIETBOPUTEIBLHO) 3a4TEHO
Hwmxe moporosoro 2 (HEeyIOBIIETBOPUTENIBHO)  |HE 3a4TCHO

Kpurepuu onieHkr 3HaHUH CTYIEHTOB IO TUCIUTINHE

8.3. TunoBbie BONPOCHI, 32IaHUS TEKYILEro KOHTPOJIs
Paznen 1: CoBpeMeHHas peryiaMeHTAIHsI 1 OpTaHU3aIHsl CIyKObI AeT0-IIPOU3BOACTBA
VYK-4 CriocobeH oCymecTBIATh IETOBYI0 KOMMYHHKAIIMIO B YCTHOW M MHChbMEHHOH (opmax Ha
rocyzapcTBeHHOM si3bike Poccutickoit deneparuu u mHOCTpaHHOM(BIX) SI3bIKE(aX)
1. KakoBbl coBpeMeHHBbIE TpeOOBaHHS K S3bIKY M CTHJIIO YHPaBICHUYECKUX JOKYMEHTOB?

10



2. M3 xakux 4yacTei cKJIaabIBaeTcs JOKyMEHTO000pOT opranu3auun?

3. KakoBbl aTansl paboThI C BXOIAIIUMHA JOKyMEHTaMu ?

4. Kak cTpoutcs paboTa ¢ HCXOASIIUMH JOKYMEHTaMU?
Paznen 2: JlokyMeHTUpOBaHUE YIIPABICHUECKOMN AEATEIbHOCTH

YK-4 CnocobeH OCyIIeCTBIATh AEIOBYI0 KOMMYHHUKAIIMIO B YCTHOH M NMUCHMEHHOH (opmax Ha

rocyaapcTBeHHOM si3bike Poccutickoit denepanuu 1 ”HOCTpaHHOM(BIX) SI3bIKE(AX)

1. KakoBbl = BO3MOXXHOCTH  CpEICTB  TEJICKOMMYHHMKAlMd B  JOKYMEHTAI[HOHHOM
o0ecre4eHnu yrpaBieHus?

2. KakoBbl  BO3MOXKHOCTH  KOMIIBIOTEPHBIX  TEXHOJOTMH B  JOKYMEHTAI[HOHHOM
o0ecre4eHnu yrpaBieHus?

3. TpeGoBaHus K 1€IOBBIM EProBOpam

OIIK-2 CnocobeH ocymecTBIsATh cOOp, 00paOOTKy M aHAIW3 JaHHBIX, HEOOXOAUMBIX IS
pelieHsl  MOCTaBIEHHBIX  YNpPaBICHYECKUX  3a7ad, C  HCHOJIb30BAHHEM  COBPEMEHHOIO
MHCTPYMEHTAPUS U UHTEIJUIEKTYaIbHbIX HH(POPMAIIMOHHO-aHATUTHUECKUX CUCTEM;

1. KakoBa TexHonorusi paboTsl C BHyTPEHHUMH JOKyMEHTamMu?

2. Kakue 3agaun 1OKyMEHTOO0OPOTA PEIIaeT PErUCTpalusl TOKYMEHTOB?

3. Kakue ympaBneHUYecKHe JOKYMEHThl HE  IOUIekKAT PETUCTpaldd B  CIoyx0ax
JOKYMEHTAI[HOHHOTO 00eCIeueHus yIpaBiIeHus?

[K-1 Criocoben  paspaOarbIBaTh OpraHU3aLMOHHO-PACTIOPSAIUTEIbHBIC JIOKYMEHTBI,
CMOCOOCTBYIOIIME TIOBBIIICHUIO A(PPEKTUBHOCTH pabOThl  CTPYKTYpHOTO TOJApA3NeiCHUusl H
HKOHOMHUYECKOTO CYOBEKTa B LIEJIOM

1. Yro Takoe 3KcrnepTH3a HEHHOCTH JOKYMEHTOB, U KaKHe JOKHOCTHBIE JIUIAa B OpraHU3aluu
3aHUMAIOTCS €€ MPOBEACHUEM?

2. Kakue HOpMaTUBHbBIE aKThl PETYIUPYIOT MPOBEACHHE SKCIEPTU3bl HEHHOCTH TOKYMEHTOB
B OpraHuzanuu?

3. Urto sBhseTcs pe3yNbTaTOM IPOBEIEHUS OKCIEPTH3bl LIEHHOCTH JOKYMEHTOB
Op-raHHU3alUN?

OIIK-5 Cnoco0OeH wuCHOIb30BaTh MPH PEMICHHH MNPOPECCHOHATBHBIX 3aJad COBPEMEHHBIC

MH(OPMAIIMOHHBIE TEXHOJIOTMM U TPOTrpaMMHBIE CPEACTBA, BKJIIOYAs YIPaBICHHUE KPYMHBIMU
MacCHBaMU JIaHHBIX U UX UHTEIJICKTYalbHbIN aHaIIU3.

1. KaxoB nOpsAOK perucTpanuy yupaBieHYeCKOro 10KyMeHTa?
2. Kakue cyniecTByOT BUbI KOHTPOJISI UCTIOJHEHHS JOKYMEHTOB?

3. Kakue omepanuy 1O KOHTPOJIIO MCIONHEHHUS JIOKYMEHTOB OCYIIECTBIISIFOT CITY>KOBI
JOKYMEHTAI[HOHHOTO 00eCIeueHus yIpaBiIeHus?

Pasnen 3: CocraBnenue u opopmiieHHE OTACTHHBIX BUIOB JOKYMEHTOB

VK-4 CrnocobeH ocymecTBISTh JISTOBYI0 KOMMYHHKAIIMIO B YCTHOW M MHChbMEHHOH (opmax Ha
rocyzapcTBeHHOM si3bike Poccutickoit deneparuu u ”HOCTpaHHOM(BIX) s3bIKE(aX)

1. TpeGoBanus kK opopMIICHHUIO TTHCHMa
2. Bunp! ne1oBeIX IIHCEM
3. TpeboBaHMs K TeneOHHBIM MEPETOBOpaM

OIIK-2 CnocobeH ocymecTBIATh cOOp, 00pabOTKYy M aHadu3 JaHHBIX, HEOOXOAMMBIX IS
pelieHusl  MOCTaBJICHHBIX  YNpPaBICHYECKUMX  3a7a4, C  HCHOJb30BAHHEM  COBPEMEHHOTO
MHCTPYMEHTAPHS U UHTEIUIEKTYaTbHBIX HHPOPMAITMOHHO-aHATUTHYECKUX CUCTEM;

1. Kakue Buabl ympaBlI€HUYECKHUX TOKYMEHTOB BKJIIOYaeT B ce0sf YHUHUIMPO-BaHHAsS
CUCTEMa OpraHM3allOHHO-PACHIOPSAUTEILHON JOKYMEHTAIH?

2. Y10 Takoe «CHUCTEMa JOKYMEHTAllUW» U «yHU(UIUPOBAHHAS CHUCTEMA J0-KyMEHTALUN»?
3. KakoBbI HCTOUHHUKY MOJTyYEHHs! YIPaBICHYECKOM nHpopManuu?

ITK-1 Cnocoben paspabarbiBaTh OpPraHU3aAIMOHHO-PACTIOPSAUTETBHBIE JIOKYMEHTBI,
CrOCOOCTBYIOIIME TOBBIICHUIO A(M(PEKTUBHOCTH pabOTHl  CTPYKTYPHOTO TMOApA3NCICHUS U
HSKOHOMMYECKOTO CyObEKTa B LIEJIOM

1. TpeGoBaHus K OOPMIICHHIO OpPTraHU3AIMOHHON TOKyMEHTAIIUN
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2. TpeOoBaHus K 0hOPMIICHUIO PACTIOPSAUTEIBHON JOKYMEHTAIIH
3. [IporpamHoe obecnieueHrs OpraHu3aIMOHHO-PACTIOPPATUTEIHHON TOKyMEHTAITUN

OIIK-5 CnocobeH w©CHONB30BaTh MPU PEHICHUH MPO(ECCHOHANBHBIX 3a/ad COBPEMEHHbBIC
MH(POPMALIMOHHBIE TEXHOJIOTUM W MPOrpaMMHBIE CpPEACTBA, BKIIOYAs YIpPABICHUE KPYIHBIMU
MacCHBaMU JIaHHBIX U UX UHTEJUICKTYaIbHbIA aHAIIU3.

1. Kaxkoii 00beM 1 conepkaHue UMEIOT MOHATHS «UH(OPMALIHS» U «TOKYMEHT»?

2. Kakue HOpPMAaTHBHO-TIPABOBbIE aKThl PETYIUPYIOT JIOKYMEHTAlIMOHHOE O0ec-TeueHHe
ynpaBieHus?

3. Conepxanue crangapta o opopmieHuo OPJ]
[1K-6 CriocoGeH MoearpoBaTh OM3HEC-TPOIECCH IKOHOMHUYECKOTO CyOBheKTa
1. Pa3zpabotka YcTaBa opraHu3anyu ¢ y4eToM MpaBoi (OopMbI
2. Pazpab6otka [TonoxeHust o mpeanpusiTHA
3. Pa3pabortka IlITarHoro pacnucanus
Paznen 4: Texnonoruu neaonpou3BOACTBA

OIIK-5 CnocobeH wHCHONB30BaTh MPU PEIHICHUH MPO(ECCHOHANBHBIX 3a/ad COBPEMEHHBIC
MH(POPMALMOHHBIE TEXHOJIOTUM U MPOrpaMMHBIE CpPEACTBA, BKIOYAs YHpPABICHUE KPYIHBIMU
MacCHBaMU JIaHHBIX U UX UHTEJUICKTYaIbHbIA aHAIIU3.

1. HopmaruBHO-1ipaBoBas 6aza ohopmIIeHHsI YIIpaBICUECKON JOKYMEHTAIIMH
2. TpeboBaHus kK 0(OPMIICHHIO KaIPOBOM JTOKYMEHTAIIUN
3. OdopmieHune cupaBOYHOM TOKyMEHTAITUN

8.4. Bonnpochl NpoMeKyTOYHOM aTTecTAlNU
Bropoii cemecTp (3auet, OIIK-2, OIIK-5, I1K-1, I1K-6, YK-4)
1. KakoB nmpeameT JOKYMEHTAIIMOHHOTO 00eCTIeueHHUs yIIPABICHHUS ?

2. Kak cBs3aHO JOKyMEHTAIIMOHHOE OOECIEUeHUE YMpaBICHHUS C JIOKYMEHTOBE-ICHHUEM,
JIEJIONPOU3BOACTBOM, APXUBOBEICHUEM?

3. Kakyto ponb wurpaer JOKyMEHTAIlMOHHOE oOecreueHre B YIPABICHUU CO-BPEMEHHBIMH
OpraHu3anusIMu?

4. Kakue  HOpPMAaTHBHO-TIPABOBBIC  aKThl  PETYIHUPYIOT  JOKyMEHTAI[MOHHOE obec-TledeHne
ynpaBieHus?

5. KakoBa mpakTHyeckass 3HAYUMOCTh Y4YeOHOM IUCIMILIMHBI «IOKYMEHTAIMOH-HOE O00ecleueHne
yIpaBiaeHUs»?

6. Kaxkoii 00beM 1 copeprkanue UMEIOT MOHATUS «MH(OPMAIHA» U «TOKYMEHT»?
7. Kakyto ponp urpaetr wHpopManus B obecnieueHnrn 3((HEKTUBHOTO yrpapiie-Hus?
8. KakoBbI HCTOUHHMKH MOTy4EHHsI YIPaBIEHYECKOM nHpopMannu?

9. KakoBbl Ha3HaueHHMEe U (YHKIUH CIY>KO JOKYMEHTAI[MOHHOTO OOecredeHHsl yIpaBiIcHHUS B
COBPEMEHHBIX OpraHU3alMIX?

10. Yto Takoe «cucTeMa MOKYMEHTAllUW» U «yHU(UIIMPOBAHHAS CHUCTEMA JO-KYMEHTAIHI?

11. Kakue BuUABI YIpaBIEHYECKUX JOKYMEHTOB BKIIOYaeT B cebs YHuduuupo-BaHHas cucreMa
OpraHU3alMOHHO-PACTIOPSAAUTEIHHON TOKyMEHTAIUU ?

12. . KakoBo naznauenue "['OCT P 7.0.97-2016. Hauunonanensiit crannapt Poccuiickoit @eaepanuu.
Cuctema  crapmaproB 1o  MHQOpManuu, OWUOIMOTEYHOMY M M3HATEIBCKOMY  JIEIY.
OpraHu3aliOHHO-PACTIOPSAIUTENIbHAS JOKYMeHTausl. TpeboBaHusS K OGOPMICHHIO JTOKyMEHTOB'
(yTB. Ilpuxasom Poccrannapra ot 08.12.2016 N 2004-cT) (pea. ot 14.05.2018)

13. IlonsATue: "pekBU3UT" JOKyMEHTA.

14. Yto Takoe MOCTOSIHHBIE M TIEPEMEHHBIE PEKBU3UTHI OPTaHU3ALMOHHO-PACTOPSAUTETLHON
JTOKyMEHTauu?

15. KakoB cocTaB TMOCTOSSHHBIX M TMEPEMEHHBIX PEKBU3UTOB OPTraHU3AIMOHHO-PACTOPSAUTEILHON
JTOKyMEHTauu?

16.  Kakue PEKBU3UTHI HCIIOIB3YIOTCS B 3aroJIOBOYHOM 4acTu
OpraHMU3aIOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB?
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17. Kakue peKBU3UTHI UCHOIB3YIOTCS B COAEPKATEIBHON YAaCTH OPaHU3ALMOHHO-PACIIOPSIUTENBHBIX
JIOKYMEHTOB?

18. KaxoBbl TpeboBaHMs K OOPMIICHHIO MTPUKA30B IO OCHOBHOM JEATEIBHOCTH?

19. Kak opopMuUTh BBITTUCKY U3 MpHKa3a’?

20. Kak opopmuts penienue?

21. Kak opopmMuth nocranosiaeHue?

22. Yto coboii mpencraeisier YcraB opraHuzanuu? KakoBbl OCHOBHBIE TpeOO-BaHUS K €rO
COCTaBJICHUIO M 0(OPMIICHHIO?

23. Kak opopmurts Ilonoxxenue 06 otaene uin ciryx0e oprannzanuu?

24. Kak opopMuTh MITATHOE pacnucanue?

25. Kakue TpeGoBaHUS MPEIBIBIAIOTCS K 0)OPMIIEHHUIO 10TOBOPA, KOHTpaKTa?

8.5. MerTonnuyeckue Marepuajibl, ONpeaessioNIMe MNPoueAypPbl OUEHUBAHUS 3HAHMH,
YMeHHH, HABBIKOB U (MJIM) ONBITA AeSATEJbHOCTH, XapAKTEPU3YIOIIHUX 3Tanbl GOPMUPOBAHUS
KOMIIeTeHN i

9. Ilepedyenb y4yeOHOM JUTEPATYPBHI

1. JIokyMEeHTHUpOBaHUE YIIPABICHUECKON JAEATEILHOCTH [ DNEKTPOHHBIN pecypc]: yueOHoe
nocoOue sl MPaKTUYECKUX 3aHATHI U CaMOCTOSATEIbHON pabOThl CTyACHTOB IO HAPaBICHUIO
MOJTOTOBKH (CHEIHAIbHOCTH) « JKOHOMHUYECKasi 0€30MacHOCThY a TaKKe I CTYIEHTOB JIPYTHX
SKOHOMUYECKHUX HampasieHul, cocT. Abamesa O. B. - Mxesck: , 2016. - Pexxum nocryma:
http://portal.izhgsha.ru/index.php?q=docs&download=1&id=19848

2. Curanosa T. B. Jlenonpou3BoACTBO U JOKYMEHTOOOOPOT [ DIEKTPOHHBIN pecypc]: yueOHoe
mocoOwue 7Sl CTYICHTOB SKOHOMHUYECKOTO (hakynbrera, - Omck: OMIY, 2004. - Pexxum mocryna:
https://rucont.ru/efd/329

3. Ilepcuanos B. B., Jlorsunosa E. U., Cxopstun C. B. I[IpodeccnonanbHoe 371€KTpOHHOE
JIEIIOTPOU3BOICTBO [ DNEKTPOHHBIN pecypc]: yaeOHO-MEeTOAUIEeCKOe TOCOOHe IS CIyIaTelNeH,
00y4aroIIMXCsl 10 Mporpamme rnpohecCUoHATBHOM MepernoaroToBku «J{oKyMeHTOBeIeHUE U
JOKyMEHTAI[MOHHOE o0ecredeHne KaipoBoii ciryx0s1" crerranbHocTd 350800 —
JIOKyMEHTOBEICHHE U JJOKYMEHTAI[HOHHOE o0ecredeHue ynpasienus, - Tyma: , 2011, - Pexum
nocryna: http://rucont.ru/efd/172900

10. Ilepeyens pecypcoB HH(POPMALMOHHO-TEJIeKOMMYHUKAIMOHHOI ceTn UHTepHeT
1. http://elib.izhgsha.ru/ - 35C ®I'BOY BO Mxerckas [CXA
2. http://elibrary.ru/ - Hayunas snexrponnas oubianoreka eLIBRARY.RU

11. MeTtoguyeckne ykazanus 00y4armuMcs 0 OCBOCHUIO M CHUILTAHBI (MOIYJIA)

[lepen m3yueHueM NUCUUIUIMHBI CTYAEHTY HEOOXOAMMO O3HAKOMHUTHCS € pabouell mporpammoi
JTUCHMILTUHBL, U3YYUTh NIEpPEeYeHb PEKOMEHIyeMOH JTUTepaTypbl, IPUBEICHHON B paboueil mporpamme
TUCUMIUTUHBL. J{1s1 3¢ (deKTUBHOTO OCBOCHMS AMCLUUIUIMHBI PEKOMEHAYETCSl IMOCelaTh BCE BUIBI
3aHATUNA B COOTBETCTBUHU C PACIHUCAHHWEM M BBIMOIHITH BCE JIOMAIHUE 3a/laHUsl B YCTaHOBJICHHbBIC
[perojaBaTesieM CpokUu. B ciydae mporycka 3aHsATHI MO0 yBaXUTEIbHBIM MPUYMHAM, HEOOXOIUMO
MOJTyYUTh y MIPEToiaBaTelis HHANBUyalIbHOE 3aJjaHKe 10 MpoiyieHHol Teme. [lomyueHnHbie 3HaHUS
U YMEHHS B IPOLECCE OCBOCHUS IUCHUIUIMHBI CTYACHTY PEKOMEHIYETCs] MPUMEHSTH JJIs PelIeHUs
3aj1a4, He o00s3aTeNbHO CBA3aHHBIX C MPOTPaMMON JTUCHUIUIMHBI. BraneHue KoMIETEHIUSIMHU
JTUCLUILTMHBL B TIOJTHOM Mepe OyleT moATBepKaaTbes BamyM yMeHneM CTaBUTh KOHKPETHBIE 33]1auH,
BBISIBJISITH CYIIECTBYIOLIUE IPOOJIEMBI, pellaTh UX U MPUHUMATh Ha OCHOBE MOJyUYEHHBIX PE3yIbTaTOB
onTtuMaibHble pemieHusa. OCHOBHBIMM BHAAMM YYEOHBIX 3aHATHH A1 CTYACHTOB IO Yy4eOHOMH
TUCHMIUIMHE — ABISIOTCA: 3aHATUS  JIEKIIMOHHOTO THMA, 3aHSATHUS CEMHUHAapCKOro TUMA U
caMocCTosITelIbHas paboTa CTyJAEHTOB.

®op™mbl paboTHI Metoauueckue yKa3aHus A1l 00ydaronmxcs |
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JlexuMoHHbIE 3aHATHSA

Pabora Ha JieKiun SIBISETCS 0OY4CHDb BAKHBIM BHJIOM JIESATEIBHOCTH JIJIS
W3yYCHUS AUCIUILTUHBI, T.K. Ha JICKI[UU TPOUCXOANUT HE TOJBKO COOOIICHHUE
HOBBIX 3HAHU, HO M CUCTeMAaTH3anus U 0000IeHNe HAKOTUIEHHBIX 3HAHUH,
dbopMupoBaHUE Ha UX OCHOBE UICHHBIX B3TIISAI0OB, YOCKICHHUIA,
MHUPOBO33PEHUS, Pa3BUTHE MO3HABATEILHBIX U MPOECCHOHATBHBIX
HUHTEPECOB.

Kparkue 3anucu nekiuii (KOHCIEKTUPOBaHKE) TOMOTAaeT YCBOUThH MaTepHall.
Hanucanue koHCTieKTa JTEKUUN: KPAaTKO, CXeMaTHYHO, MOCJIe10BaTeIbHO
(UKCHpPOBaTH OCHOBHBIC MTOJIOKEHHU S, BRIBOJIBI, (DOPMYITHUPOBKH, 0000IIIECHNS;
MOMEYaTh Ba)KHbIE MBICJIH, BBIACIATH KIIIOUEBbIE CIIOBa, TepMUHBI. KOoHCTIEKT
Jy4llle MoApa3AesaTh Ha MyHKTHI, aparpadsl, cooonas KpacHyI0 CTPOKY.
[TpuHIMNIHaTBHBIE MECTA, OIpeieeHHs], (POPMYJIBI CIETyET COMPOBOKAATH
3aMEYaHMSIMH: «BaXKHO», «0OCO00 BaKHOY», «XOPOIIO 3a[IOMHUTHY» U T.II.
[TpocnymmBanue U 3aMuch JEKIUU MOXKHO TPOU3BOAUTD MTPU TOMOLIH
COBPEMEHHBIX YCTPOUCTB (TUKTOHOH, HOYTOYK, HETOYK U T.I1.).

Paboras HaJ KOHCTIEKTOM JISKIIHA, BCET/Ia CIEAYET UCIIOIb30BaTh HE TOJIBKO
y4eOHUK, HO U Ty JINTEPATYPy, KOTOPYIO TOTIOTHUTEIHFHO PEKOMEH/I0BAT
JIEKTOP, B TOM YHUCJIE€ HOPMATUBHO-TIPABOBBIE aKThl COOTBETCTBYIOIIICH
HanpaBieHHOCTH. [1o pe3ynbraTram paGoThI ¢ KOHCIIEKTOM JICKIIUH CIEAYET
0003HAYUTH BOMPOCHI, TEPMUHBI, MAaT€pPUaII, KOTOPBIA BBHI3BIBAIOT TPYAHOCTH,
MIOMETUTH U MONBITATHCS HANTH OTBET B PEKOMEHyEMOM uTeparype. Ecinu
CaMOCTOSITENILHO HE yaeTcsl pa300parhbcsi B MaTepuaie, Heo0X0IuMo
chopMynupoBaTh BOMPOC U 3a7aTh MPETOAABATENI0 Ha KOHCYIBTAINN, Ha
3aHSTHHA CEMUHAPCKOTO THUIIA.

JlexiimoHHBIN MaTepuan sBisieTcst 0a30BbIM, C KOTOPOTO HEOOXOAMMO HayaTh
OCBOCHHE COOTBETCTBYIOILETO pa3/iesia Uil TEMBI.

JlabopartopHbie
3aHSATHUS

[Tpu MOATOTOBKE K 3aHATHUSIM U BBHIIOJTHEHUH 3a/IaHUN CTYEHTaM ClIeayeT
UCIIOJIb30BaTh JUTEPATYPy U3 PEKOMEHJOBAHHOT'O CIIHCKA, a TAKKe
PYKOBOJCTBOBATHLCS YKa3aHUSIMHU U PEKOMEHAAIMUSIMH [IPETOoAaBaTesl.
[Tepen xaxabIM 3aHATHEM CTYACHT U3Yy4aeT IUIAH 3aHATHUS C IEPEUYHEM TEM U
BOIIPOCOB, CIIUCKOM JIMTEPATYPhl U JOMAIIHUM 33JaHUEM 10 BBIHECEHHOMY
Ha 3aHITHE MaTepuaiy.

CTyneHTy peKOMEHTyeTCs CIIENYOIasl CXeMa MOATOTOBKH K 3aHSTHIO H
BBITTOJTHEHHUIO IOMAIITHUX 33JaHHN:

- MpOpabOoTaTh KOHCIIEKT JICKITHIA;

- MPOAHANTU3UPOBATE JIUTEPATYPY, PEKOMEHIOBAHHYIO M0 U3y4aeMOMY
pasneny (MoayI);

- U3YYHUTh PEIICHUS TUTIOBBIX 3a/1a4 (TP HAJTUYUN );

- peIIUTh 3aIaHHbBIE IOMAIITHUE 3a/IaHUS;

- IpU 3aTPyAHEHUSIX CHOPMYTHUPOBATH BOMPOCHI K MPEIOaBATEIIIO.

B kOHIIE Ka)KI0TO 3aHATHUS THIIA CTYACHTHI MOJTYYalOT «JOMAIITHEE 3aIaHUE)
JUTSL 3aKpeTUICHHsSI TPOIGHHOTO MaTepuaia. JloManiHue 3a1anus
HEOOXOIMMO BBITIONHATH K KOKAOMY 3aHATHIO. CJI0)KHBIE BOIIPOCH MOXKHO
BBIHECTH Ha OOCYKIICHHE Ha 3aHSITUN CEMHHAPCKOTO THIIA M Ha
WH/IMBUIyaJIbHbIC KOHCYIIBTAIINH.

CamMmocTogTeabHas
pabora

CamocrosTenbHast paboTa CTyJEHTOB SIBJISETCS COCTABHOM YacCThIO UX
y4eOHOM pabOThl U UMEET LEIBIO 3aKpeIJICHNE U YIITyOJIeHUE TTOTyISHHBIX
3HAHWI, YMEHUW U HABBIKOB, TIOUCK ¥ IPUOOPETCHNE HOBBIX 3HAHUM.
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CamocrosrenbHas paboTa CTy/IEHTOB BKJIIOUAeT B ce0s OCBOCHHE
TEOPETUYECKOTO MaTepHalia Ha OCHOBE JICKIUH, PEKOMEHIyeMOi
JUTEPATYPHI; OATOTOBKY K 3aHATUSM CEMHUHAPCKOTO THIIA B
UH/IMBUYaJIbHOM U TPYyHIIOBOM pexume. COBETHI 110 CaMOCTOSITEIbHOM
paboTe ¢ TOYKHM 3pEHUs HUCTIONB30BAHUS JIUTEPATYPbI, BDEMEHH, [ITyOHHbI
pOpabOTKH TEMBI U JIP., @ TAK)KE KOHTPOJIb 3a JESITEIbHOCTBIO CTYACHTA
OCYILECTBIIAETCS BO BPEMS 3aHATHM.

Llenbro npenogasarens ABISIETCS CTUMYJIUPOBAHUE CAMOCTOSATEIIBHOTO,
yoIyOnEHHOTO U3yUYeHUS MaTepralia Kypca, XOpoIIo CTPYKTYPUPOBAHHOE,
MOCJIEA0BATEIBHOE U3JI0KEHUE TEOPUH HA 3aHATHUAX JIEKLIMOHHOTO THUIIA,
0TpabOTKa HABBIKOB PELICHMS 33/1a4 U CUCTEMHOTO aHalln3a CUTyallui Ha
3aHATHAX CEMUHAPCKOTO TUIA, KOHTPOJIb 3HAHUM CTYIEHTOB.

Ecii caMoCTOSITENbHO HE yIaIoCch pa3o0parkes B MaTepuae,
chopMynupyiTe BONpOoCkl 1 00paTuTeCh Ha TEKYIIEH KOHCYJIBTAIIUN WK Ha
OnmvpKaifIeit IeKIMK 3a MTOMOIIIBIO K TIPETIO01aBaTelNto.

[ToMuMO caMOCTOATENBHOTO U3yUYEHHSI MATEPUAJIOB 110 TEMaM K
CaMOCTOSITENIbHOM paboTe 00yJaromuxcsi OTHOCUTCS MOJATOTOBKA K
MPaKTUYECKUM 3aHATHSIM, 110 PE3YJAbTaTaM KOTOPOM MPEICTABISETCS OTYET
MIPETIO/IaBaTelIio0 U MPOXOTUT cobeceioBaHHeE.

[Ipu caMmoCTOATENBHON NOATOTOBKE K MPAKTUYECKOMY 3aHATHIO
oOyJaromuiics:

- OPTaHU3yeT CBOIO JIEATEIBHOCTh B COOTBETCTBUH C METOINYECKUM
PYKOBOJICTBOM IO BBHITIOJTHEHHIO MPAKTUYECKUX paboT;

- U3y4aeT HH(OPMAIIMOHHbBIE MaTEPHUAIIBI;

- MOJTOTABIMBACT U OPOPMIISICT MaTePHAIIbl MPAKTUYECKUX paboT B
COOTBETCTBUH C TPEOOBAHHUSIMH.

B pesynbrare BHIIOIHEHUS BUIOB CAMOCTOSTEIBLHON pabOTHl MPOUCXOIHUT
(dopMHpoOBaHUE KOMITETEHIINH, YKa3aHHBIX B paboueil mporpaMmsl
JUCUUTITUHBI (MOYJIS).

IIpakTrueckue
3aHATUSA

@DopMbI OpraHU3alnU MPAKTHUECKUX 3aHATUH ONPEACIISIOTCS B
COOTBETCTBHUH CO CHEIUPUIECCKUMHU 0COOCHHOCTSIMU YUYEOHOM JTUCIUTUIMHBI
U nesiMu 00ydeHus. MiMu MoryT ObITh: BBITIOJIHEHUE YIIPAXKHEHUH, peleHne
THUIOBBIX 337124, PELICHUE CUTYaIlMOHHBIX 3a/1a4, 3aHATHS IO
MOZETUPOBAHUIO PEATLHBIX YCIOBUH, 1€TIOBBIE UTPBI, UTPOBOE
POEKTHUPOBAHUE, UMUTALIMOHHBIC 3aHATHS, BHIC3/IHBIC 3aHATHS B
opranu3anuu (IpeAnpHusThs), 3aHATUA-KOHKYPCHI U T.A4. [Ipu ycTHOM
BBICTYIIJICHUU 110 KOHTPOJIBHBIM BOIIPOCAM CEMUHAPCKOTO 3aHATHS CTYACHT
JIOJDKEH M3Jarath (He YMTaTh) MaTepHual BHICTYIUICHHUS] CBOOOHO.
Heo0xonrnMo KOHIIEHTPUPOBATh CBO€ BHUMAHUE HA TOM, YTO BBICTYIUICHHUE
JIOJDKHO OBITH 00palleHo K ayAuTOPUH, a He K MPEIoaBaTelo, T.K. 3TO
3HAYUMBIN acTeKT (POPMHUPYEMBIX KOMITETCHIINH.

ITo oxOHUaHMM CEMUHAPCKOTO 3aHATUS 00ydaroLIeMyCsl cleyeT IOBTOPUTh
BBIBO/IbI, IOJTY4YEHHBIE HA CEMUHApE, IPOCIIEIUB JIOTUKY UX TOCTPOCHUS,
OTMETHB IOJIOKEHU, JISKalIUe B UX OCHOBE. J1J1s1 3T0ro o0yyarouemycs B
TeueHHe CEMUHapa cielyeT J1enaTh IOMETKU. bosee Toro, B ciydae
HETOYHOCTEH M (WJIM) HEMOHUMAaHUS KaKoTro-JIM00 BOTpOCca MPOMICHHOTO
Marepuaia oOyJaromemMycs ciieayeT 00paTuTbes K MPernojaBaTesIto 1is
HOJTY4EHUs] HEOOXOJUMOM KOHCY/IBTALlMH U Pa3bsICHEHUSI BOSHUKILEH
CUTYallUN.

[Tpy nOArOTOBKE K 3aHATHAM CTYACHTAM CJIEAYET UCIONb30BaTh JIUTEPATYPY
U3 PEKOMEH/I0BAaHHOTO CIIMCKA, @ TAK)KE PYKOBOJICTBOBATHCS YKa3aHUSIMU U
PEKOMEHJallUAMU IpenoAaBaTels.
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[Tepen kaxapIM 3aHATUEM CTYJACHT U3yYaeT IUIAH 3aHITHS C IEPEUYHEM TEM U
BOTIPOCOB, CITUCKOM JIUTEPATyPhI M JOMAITHUM 33/IaHUEM TI0 BEHIHECEHHOMY
Ha 3aHSATHE MaTepUay.

CTyneHTy peKOMEHTyeTCs CIIeNYOIasl CXeMa IOATOTOBKH K 3aHSTHIO H
BBITTOJTHEHHUIO IOMAIITHUX 33 JaHHM:

- MPOpabOTaTh KOHCIIEKT JICKITHIA;

- MPOAHATU3UPOBATH JIUTEPATYPY, PEKOMEHIOBAaHHYIO 110 H3y4aeMOMY
pasneny (MoayI);

- U3YYHUTh PEIICHUS TUTIOBBIX 3a/1a4 (TP HAJTMYUN );

- peIInTh 3aIlaHHbBIC IOMAITHUE 3/1aHUS;

- IpU 3aTPyAHEHUSIX C(HOPMYTHUPOBATH BOMPOCHI K MPEIOIaBATEIIIO.

B koHIIE Ka)KI0TO0 3aHATHS CTYACHTHI MOJTYYAIOT «IOMAIITHEE 3aIaHue) JIJIs
3aKperuIeHHsI TPOHICHHOTO MaTeprana. JloManiaue 3aanus HeoOX0MMO
BBITOJTHATH K KOKAOMY 3aHATHIO. CII0)KHBIE BOIIPOCH MOKHO BEIHECTH Ha
00CyXIeHHE Ha 3aHITHUH WU Ha UHIWBUAYyaIbHBIC KOHCYJIBTAIINH.

Onucanue BO3MOKHOCTEIH M3yyeHus1 TUCHUILTUHEI Junavu ¢ OB3 u uaBaauaamu
OOyuaromuMcsi ¢ OTpaHUYEHHBIMH BO3MOXKHOCTSIMH 3[JOPOBBSl MPEAOCTABISIOTCS CHEHAIbHbIC
y4eOHUKH, y4eOHble MOCOoOUs M TUAAKTHYECKHE MaTepualbl, ClielUalbHble TEXHUUECKHE CPe/ICTBA
0o0y4yeHHs] KOJUIEKTMBHOTO W WHIUBUAYaJIbHOTO IOJIb30BAaHUS, YCIYTH acCUCTeHTa (TIOMOILHUKA),
OKa3bIBAIOIIETO  OOyYaromUMCS HEOOXOAMMYIO TEXHHYECKYI0 IOMOIIb, a TaKXke YyCIyru
CYPIOIEPEBOTYMKOB U TU(IOCYPAONEPEBOTUUKOB.

OcBoeHHe IUCHMILTUHBI (MOAYNA) OOy4arolIMMHCS C OTPAaHUYEHHBIMHU BO3MOXHOCTSAMHU 370POBbS
MOKET ObITh OPraHU30BaHO COBMECTHO C JIPYTUMH 00y4YalOIIMMUCS, a TaK K€ B OTACIbHBIX TPYIINax.
OcBoeHHe IUCHMILTUHBI (MOAYINA) OOy4arolIMMHCS C OTPAaHUYEHHBIMHU BO3MOXHOCTSAMHU 370POBbS
OCYUIECTBIIIETCA C YYETOM OCOOEHHOCTEH MCUXO(PU3NYECKOTO PpPa3BUTHS, WHIUBUAYATbHbBIX
BO3MOXKHOCTEH U COCTOSTHUS 3710POBbSL.

B 1ensix 1oCTymHOCTH MOMy4YeHHs BbICIIETo 00pa30BaHusI 110 00pa30BaTeNbHON MPOrpaMMe JIMIaMH ¢
OrpaHUYEHHBIMU BO3MOXKHOCTSIMH 3/I0POBbsI ITPH OCBOCHUH TUCIMILIMHBI (MOIYJIs1) 0OeCIeunBaeTCs:
1) st U1 ¢ OrpaHUYEHHBIMU BO3MOXKHOCTSIMH 3/I0POBbSI 110 3pEHHIO:

- IPUCYTCTBHE aCCHUCTEHTA, OKA3bIBAIOLINI CTYIEHTY HEOOXOAUMYIO TEXHHUECKYIO TIOMOILb C y4ETOM
MHAUBUAYAIbHBIX OCOOCHHOCTEH (1momMoraeT 3aHsATh pabouee MecTo, MepelBUraThCs, MPOYUTATh U
oopMHTH 3a/1aHKE, B TOM YHUCIIE, 3aMIUCHIBAsI 10T AUKTOBKY),

- TNHCHBMEHHBIC 3aJaHUs, a TaKXKE MHCTPYKIHMH O TOPSJKE WX BBHIIOTHEHHUS OQOPMIISIFOTCS
YBEITMUYEHHBIM IPU(TOM,

- CcIlenuagbHble Y4eOHUKH, Y4eOHbIe TOCOOUs M AWIAKTHYECKHE MaTepuanbl (MMEIOIIne KPYIMHBIN
mpUQT WiK ayauoaitsier),

- IHAUBUAYaJbHOE paBHOMEpHOE ocBenieHue He meHee 300 ok,

- Npu HEOOXOAUMOCTU CTYACHTY JJIsi BBIMOJIHEHUS 3a/JaHus IPEIOCTaBISIETCS YBEIUYMBAIOIIEe
YCTPOMCTBO;

2) Ui UL ¢ OTPaHMYEHHBIMHU BO3MOXKHOCTSIMH 3/10POBbS IO CIYXY:

- IPUCYTCTBHE aCCUCTEHTA, OKAa3bIBAIOIIMNA CTY/IEHTY HEOOXOAUMYIO TEXHHUECKYIO IOMOIIb C YUYETOM
WH/IMBUYAIbHBIX OCOOCHHOCTEH (TIOMOraeT 3aHATh pabouee MecCTO, MepPeIBUTaThCs, MPOYNUTATh U
oopMuTh 3a1aHNE, B TOM YHCIIE, 3aIIUCHIBAS MO/ AUKTOBKY),

- olecreunBaeTcs HaJIW4YUe 3BYKOYCHJIMBAIOUICH ammapaTypbl KOJJIEKTUBHOTO MOJb30BaHUS, MpPU
HE00XOTUMOCTH oOyuaroniemycs MIPEIOCTaBIISIETCS 3BYKOYCHUJIUBAIOLIAst ammaparypa
MHANBUAYATbHOTO MOJIb30BAHMS,

- obecrieuynBaeTcs Ha/IIeKAIIMMU 3BYKOBBIMH CPEICTBAMHU BOCTIPOU3BEACHUS MH(POPMAITUH;

3) s MO ¢ OTPaHUMYEHHBIMH  BO3MOXKHOCTSAMHU — 3[I0POBBSI, HUMEIOUIMX  HapyLICHHs
OTIOPHO-/IBUTaTeNIbHOTO amnmapara (B TOM YHCJe C TSHKEIbIMU HapyLICHUSIMU IBUTaTeNIbHBIX (QyHKIUH
BEPXHUX KOHEUHOCTEH U OTCYTCTBUEM BEPXHUX KOHEUHOCTEH):
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- INUCBMCHHBIC 3aJlaHVs BBIINOJHAKOTCA Ha KOMIIBIOTCPC CO CICHUATIUM3UPOBAHHBIM IMPOrpaMMHBIM
obOecrieucHUEM WIIH HAaIUKTOBLIBAOTCA ACCUCTCHTY,

- 10 JKEJTAaHWIO O0YYarOIIerocs 3a/IlaHusl MOTYT BBITIOJTHATHCS B YCTHOM hopme.

12. Ilepeyenb HHPOPMANMOHHBIX TEXHOJIOT M
NudopmannoHHbIe TEXHOIOTUH PEATH3aLUH JUCIUILIMHBI BKIIOYAIOT

12.1 IlporpammHoe o0ecnieyeHue
1. Onepannonnas cucrema: Microsoft Windows 10 Professional. [Toanucka Ha 3 roma. JloroBop Ne
9-bJ1/19 ot 07.02.2019. Ilocnennsiss qocTynHas Bepcus mporpammbl. Astra Linux Common Edition.
Jorosop Nel73-T'K/19 ot 12.11.2019 .
2. Paint. I'paduueckuii penakrop B cocraBe Microsoft Windows. ITonnucka na 3 rona. JloroBop Ne
9-b/1/19 ot 07.02.2019. [locneanss AOCTyIHAs BEPCHsI IPOrPaMMBbI.
3. bazogsrii maket nporpamm Microsoft Office (Word, Excel, PowerPoint). Microsoft Office Standard
2016. beccpounas nuuensus. Jloroop Ne79-'K/16 ot 11.05.2016. Microsoft Office Standard 2013.
beccpounas nunensus. Jorosop Ne0313100010014000038-0010456-01 ot 11.08.2014. Microsoft
Office Standard 2013. Beccpounas nunensus. JoroBop Ne26 ot 19.12.2013. Microsoft Office
Professional Plus 2010. Bbeccpounas nunensus. oroBop Nel06-T'K ot 21.11.2011. P7-Oduc.
Horosop Nel73-I'K/19 ot 12.11.2019 .

12.2 CoBpemeHHble mnpodeccuoHabHbIe 0a3bl [JaHHBIX W HH(OPMaINMOHHBbIE
CIIPaBOYHbIE CHCTEMbI

He ucnonb3yercsi.

13. MarepuajibHO-TEXHHYECKOE o0ecneyeHne TUCIUILTHHBI(MOILYJIs)

OcHatieHue ayquTopui

1. YueOHast aymuTopusl T TIPOBEACHUS 3aHATHI JCKIIMOHHOTO U CEMUHAPCKOTO THIIA, TPYIITOBBIX H
WHWMBUIYATbHBIX KOHCYJIBTAIMH, TEKYIIErO0 KOHTPOJIS W MPOMEKYTOYHOW aTTecTaluu. AyIUTOPHS,
YKOMIUICKTOBAaHHAs CIHCIHAIM3HPOBAHHON MEOENIbI0 M TEXHHYSCKHMMH CPEICTBaMU OOydeHUs,
CITY)KaIllAMU JIJISL TIPECTABIICHUS y4eOHONW WH(pOpMAIMK OOJBINON ayTUTOPHH, KOMITBIOTEPAMH C
HEOOXOUMBIM TIPOTPAMMHBIM 00ECIIEYCHHEM, BBIXOJIOM B «VIHTEpHET» M KOPIIOPATUBHYIO CETh
YHUBEPCHUTETA

2. YueOHas ayIuTOpHs ISl IPOBEACHUS 3aHATUH JEKIIMOHHOTO U CEMHHAPCKOTO THUIIA, TPYIIOBBIX U
WHAVNBUAYAIbHBIX ~ KOHCYJBTAlUK, TEKYIIEr0o KOHTPOJS H  NPOMEXKYTOYHOH  aTTeCTaluu
(MpakTUYEeCKUX 3aHATUH). AyIUTOpUSA, YKOMIUICKTOBAHHAS CHEIMAIM3HPOBAHHONW MeEOeNnblo W
TEXHUUYECKHUMH CPEJICTBAMHU OOYYCHHS, CIYKAIUMHU IJIs TpeAcCTaBlieHUs y4eOHON wuHpopmanuu
OOJBIION ayTUTOPUH, KOMIBIOTEPAMH C HEOOXOJUMBIM MPOTPAMMHBIM OOECIICUEHUEM, BBIXOIOM B
«/HTEepHET» U KOPIOPATUBHYIO CETh YHUBEPCUTETA

4. Ilomemenue mjsi caMoCToSITeNIbHON paboThl.IlomerieHne OCHAIEHO KOMITBIOTEPHONW TEXHUKOH C
BO3MOKHOCTBIO TIOAKIIOUEHHS K ceTh VHTepHeTr m oOecrmedyeHWeM JOCTyna B D3JIEKTPOHHYIO
nH(pOPMAITMOHHO-00pa30BaTEIBLHYIO CPEIY OpTraHU3AIIIH.

5. IlomemieHust 11 XpaHeHUs. U TPO(YUIAKTUIECKOTO 00CTy )KUBaHUS y4eOHOTO 000PYIOBaHHS.
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