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1. Hean u 3aga4n 0CBOCHM S TUCHUNIMHBI
Leabio ocBoeHMs NUCHUIUIMHBI «/[OKyMeHTalMOHHOE OOecreyeHne YIpaBICHUs» SBISETCS

U3y4eHHE JTIOKYMEHTALIMOHHOTO OOECIEUYEHHUsl IMPOIEecca YMPABICHUS W MONYyYCHHE MPAKTHYECKHX
HABBIKOB OPraHU3alluy U YIPaBJICHUS IOJHOTO TEXHOJOTHYECKOro LHKIA PabOThl C TOKYMEHTaMH,
dopmupyronmMucs B cepe yrnpasieHUs OpraHU3alMel, YTO MPOJUKTOBAHO HEOOXOAMMOCTBIO IS
pod)eCCHOHAIBHON MPAKTUUECKON JIeATeILHOCTH OaKajIaBpOB 10 HAMpaBJICHUIO ToAroToBKU 38.03.02
MeHeKMEHT.

3agauu Kypca HampaBJIeHbI HA YIIIyOJIeHUE U pa3BUTHE 3HAHMIA:

- YCBOCHHE OCHOBHBIX TIOHSATHH B OO0JIACTH JIOKYMEHTAI[MOHHOT'O 0OECIeUeHUs yrpaBie-
HueMm (JII0OVY);

- U3y4YeHHE BHUJOB O(UIIMAIBHBIX JOKYMEHTOB M TpeOOBAaHHMH K MX COCTAaBICHHIO U Odopmiie-
HUIO;

- IPUMEHEHHE TIPAaBUJI OPraHn3aluu paboThl ¢ JOKyMeHTaMu cayx0b1 10V

- OCBOCHHUE MOPsIKa OpraHu3aIiy padboT Mo AeTONPON3BOACTBEHHOMY 00CITyKUBaHUIO;

- IPUMEHEHHE [TPUEMOB U CPEJICTB JIEJIONPOU3BOJICTBA, B TOM YHCJIE KOMIIBIOTEPHOTO.

2. MecTto nucuumianebl (MmoayJsi) B ctpykrype OIIOII BO:

JlucuuniuHa OTHOCUTCS K JUCHUIUIMHAM O00s3aTeNbHON 4acTH ydeOHOro IUIaHa IIo
HaIpaBJCHUIO TOATOTOBKH «MeHemxMeHT». OHa HEMOCPEICTBEHHO CBs3aHa CO CIEAYIOIIUMHU
JUCLUUITIMHAMU: «YTpaBiI€HYECKUE pelIeHUus», «OnepauuoHHbII MEHEIKMEHT», «DIEKTPOHHBIN
MAapKETUHI» U JIp.

3. TpeGoBaHus K pe3yJibTaTaM OCBOCHHMS THCHUIIIHHBI (JIMCHMIIJIMHbI)

Jucuunnuza «JlokyMeHTalMoHHOe o0ecliedeHne yIpasieHus» HarpaBieHa Ha (popMupoBaHue
CJIEYIOIIMX KOMIETEHIINN U MHAUKATOPOB JOCTHKEHUS kKomneTeHuui B cootBeTcTBUM ¢ @PI'OC BO n
OIIOII BO no nanpasnennto noarotoBku 38.03.02 Menen:KMeHT:

- CIOCOOEH MCIIONIBb30BaTh MPHU PEIICHUHU MPO(ecCHOHABHBIX 3a/1a4 COBPEMEHHbIE HHPOP-
MalMOHHBIE TEXHOJOIMM M IPOrPaMMHBIE CPEICTBA, BKJIIOYAs YIPABJIECHUE KPYIHBIMH MacCHBaMU
JAHHBIX U UX UHTeIUeKTyanpHbI ananu3 (OIIK-S):

[OHUMAeT OCHOBHBIE MPUHIUIIBI pabOThI ¢ JAHHBIMHU, IPUMEHSET COBPEMEHHBI MHCTPYMEHTA-
puit aHanu3a JaHHbIX Ha 6a3oBoM ypoBHe (OIIK-5.1);

CHOCOOEH MCIOJIb30BaTh METO/Ibl U MHCTPYMEHTHI BEJICHUS JEJIOBON MEPEenUCKH U MPOBEIECHUS
Ou3HEC-TIpe3eHTalUi C UCIIOJIb30BAHUEM AIEKTPOHHBIX KOMMYyHHKaui (OIIK-5.3).

B pe3ynbrare u3ydeHus AUCHUILTUHBI 00YYatoLUiics JOKEeH:
3HaTh:

- CHCTEMBl METOJIOB M HMHCTPYMEHTOB BEJCHMs JEJIOBOM MEpenucKu M MpoBeJeHHs Ou3Hec-
Ipe3eHTAlNN ¢ UCTIOIb30BaHUEM 3JIEKTPOHHBIX KOMMYHUKAIIUN;

- ipaBUiIa 0POPMIICHHS PEIICHUS B YIIPABJICHUU ONEPAllMOHHON (IIPOM3BOJICTBEHHOI) AeATeNb-
HOCTH OpraHu3aluil IpU BHEIPEHUH TEXHOJOTUYECKUX, MPOIYKTOBBIX MHHOBALlMN WM OpraHU3allu-
OHHBIX U3MEHEHMI;

- MeToAbl 00paboTKH MHGOPMAIIMU C KCIIOJI30BAHUEM NMPUKIAJAHBIX MPOTPaAaMMHBIX CPEJCTB B
o0nacT npohecCHOHAILHON AEATENbHOCTH;

Ymersn:

- BECTH JIEJIOBYIO MEPENUCKY U MPOBOANUTH OU3HEC-TIPE3EHTAIMU C UCTIOJIb30BAaHUEM SIIEKTPOHHBIX
KOMMYHHUKAIIN, ONepaTUBHO BBIBUTATh HOBbIE OM3HEC-U/IEN B U3MEHSIOIIUXCS CUTYALIHSIX;

- BHEJIPSTH TEXHOJOTUYECKHUE NTPOTYKTOBBIE MHHOBALIMY UJIM OPraHU3allMOHHbIE U3MEHEHUS;

- IPOBOJUTH aBTOMATU3UPOBAHHYIO 00pabOTKY IOKYMEHTOB;

- OCYILIECTBJIATH XPAHEHUE U MIOUCK JOKYMEHTOB;

- HCII0JIb30BaTh TEJIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTUHU B JIEKTPOHHOM JIOKYMEHTOO0OPOTE.

Baanern:

- CHCTEMOW HABBIKOB BEACHHUS [I€JIOBOM MEPENUCKU U MOAACPKKHU 3JIEKTPOHHBIX KOMM yYHUKAIUH;

- HaBbIKaMM aHan3a nHpopMaIMK 0 GYHKIMOHUPOBAHUH CUCTEMbI BHYTPEHHETO JIOKYMEHT0000-
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poTa opraHuzaium, BeJeHus 0a3 TaHHBIX 110 PAa3JIMYHBIM MOKa3aTeNsIM U (popMupoBaHus HHPOPMALIU-
OHHOTI'0 00ecreueHHs] y4aCTHUKOB OPraHU3allMOHHBIX IPOEKTOB;
- OCHOBHBIMH METOJIaMH, CIIOCO0aMU M CPEACTBAMU MOJIYUYCHHUs, XpaHEHHS, TepepaboTku HHPOp-

MaIiH, HaBbIKaMU PabOTHI C KOMITBIOTEPOM KaK CPEJICTBOM YIpaBiieHUsI HHGOpMAaLIUEH.

4. ConeprkaHue M CTPYKTYpa JUCUMILIMHBI (MOXYJIs1)

Taoauna 1. Cogepxanmne TUCUMILIMHBI (MOXYJIs1) «JlOKyMeHTALMOHHOE 00ecriedeHue
€4eHb OIIEHOYHBIX CPEJICTB U KOHTPOJIUPYEMbIX KOMIIETEH Ui

YIpaBJICHUS», II€

HaumenoBanue paszgena
JUACIUIIIAHBI

CozepxaHue pasaena

Kon koHTpo-
JUpyeMOou
KOMITETEHITUH
(wn ee JacTy)

HaumeHnoBanue
OLICHOYHOT'O
cpeacTBa

ConmepkaHne ¥ OCHOB-
HBIE 3a/la4d COBPEMCH-
HOTO JIOKYMEHTAIMOHHO-
ro oOecreveHus Yrpas-
JICHUS.

3HaueHWe W COJep)KaHNEe MUCIUILUTHHEI U €€ MEKIIPEI-
METHBIE CBA3H C IPYTHMH THUCIMIUTHHAMHA. HMcTopus
pasBuUTHSA JenonpousBoacTea B Poccun. CoBpeMeHHOE
COCTOSIHME JTOKYMEHTAIMOHHOTO O0ECIIeUeHUs yIIpaB-
nenus. OCHOBHBIE TOHATHS: JOKYMEHT, JTOKYMEHTOBE-
JIeHue, JTOKYMEHTaHOHHOE OoGecredeHre yIpaBIcHHUs
(I0Y).  Pomp  wumHbOpMamuu B COIHAJBHO-
9KOHOMUYECKHX TPOIIECCax.

OIIK-5
(OTIK-5.1)

A3; P; T;
Z[I/ICKYCCI/II/I;
Hp€3€HTaI_lI/II/I

HopmarusHo-
Meroaudeckas 6aza JJOY

HopwmatusHo-nipaBoBas 6a3a JJOY. Haznauenue I'ocy-
JTApCTBEHHOM CHCTEMBI JOKYMEHTAI[MOHHOTO obecrie-
yenus ynpasinenus (I'CHOVY): TumoBas HMHCTPYKIUSA
10 JEJONPOU3BOJACTBY B (he/iepalbHbIX OpraHax Huc-
MOJHUTEIBHOM BiacTH. Ponb uHbOpMaIMU B COUATb-
HO-3KOHOMHYECKHX Tnporeccax. denepanbHblil 3aK0H
«O06 mHDOpManMH, WHPOPMATHU3AIMH W 3allWTe HH-
(dopmarmm.

OIIK-5
(OTIK-5.1)

A3; P; T;
JIUCKYCCUH;
Mpe3eHTalnu

JloKyMeHTHI U
CHOCOOBI  JIOKYMEHTHPO-
BaHUA

OyHKIMH JOKYMEHTOB: MH(OpMaIMoOHHas, KOMMYHH-
KaTUBHAs, COIMAaNbHAs, KyIbTypHas, yIpaBlIcHUICCKas,
MIpaBoOBasi, UCTOPHYECKAs U APYTHE, UX XapaKTCPUCTH-
ka. JloKyMeHTHpOBaHME: IOHATHE, HAa3HA4YCHHE, OC-
HOBHBIE CHIOCOOBI. MaTepuanbHble HOCHTETH HHGOP-
Marn. Kinaccudukaius J0KyMEHTOB MO CIIOCOOY U3-
TOTOBJICHHS, NPOUCXOXKICHUIO, COAEP)KAHHUIO, HauMe-
HOBAaHHUIO M JPYI'MM MpHU3HAKaM. BUbI JOKYMEHTOB:
TEKCTOBBIE, Tpaduueckre, MalIMHOYHUTaeMble, (OTO-
JOKYMEHTHI. BrusiHIEe Hay9HO-TEXHUIECKOTO Tporpec-
ca Ha JOKYMEHT U JOKyMeHTHpoBaHue. DenepanbHbIN
3akoH «O0 3MeKTpoHHOI moamrcuy. Odmepoccuiickue
knaccupukatopsl (OKY ], OKHO), ux xparkas xapak-
TEPHUCTHUKA.

OIIK-5
(OTIK-5.1)

A3; P, T;
Z[I/ICI(YCCI/II/I;
HpeSeHTaI_lI/II/I

CucreMsl JAOKYMCHTAlUN

OpraHu3anoHHO-PacIOPSJUTEIIbHBIE JIOKYMEHTBI:
MIOHATHE, Ha3HAYeHHE, OCHOBHbBIC BU/BI (OpraHU3alu-
OHHBIE, pacHOpsAUTENbHBIC, CIpaBovHbIe). Opranusa-
LHOHHBIE JOKYMEHTHI: BUABI, TpeOoBaHUSA K odopmite-
HUIO, MOPSAAOK YTBepXaAeHUs. PacnopsauTensHble 10-
KYMEHTBI: XapaKTepHCTHKa W COCTaB, TpeOOBaHHA K
odpopmienno. CripaBo9HO-HH(GOPMAIIMOHHBIE JIOKY-
MEHTBI: UX XapaKTepUCTHKa M COCTaB, TpeOOBaHHS K
odopmiieHnto. THIBI JTOKYMEHTOB, WX Ha3HauCHHE.
[Mopsinok odopmileHnss M BbIAYM KONUH W jyOnnka-
TOB, BBHIMMCOK W3 HuX. Cucrema HHQPOPMAIMOHHO-
CIPaBOYHOM JIOKYMEHTAIIMH.

OIIK-5
(OTIK-5.1)

A3; P; T;
ILI/ICKYCCI/II/I;
MIpEe3CHTallNU

PexBU3HUTHI 1
OJIaHKU JOKYMCHTOB

PekBu3ur, hopMynsap TOKYMEHTa, THIIOBOH (hopMyIIsp,
¢dopmynsip-obpazen, Tabens Gpopm

JIOKYMEHTOB, allboOM (HopM YHUPHUITUPOBAHHBIX JOKY-
MEHTOB: TOHSATHE, XapakTepucTuka. [IpaBuma odopm-
JICHUS] PEKBU3UTOB OJIAHKA W UX PACIHOJIOKEHHS Ha
cTaHaapTHOM QopmaTe OyMmarw, pa3Mephl IOJICH.

OIIK-5
(OTIK-5.1)

A3; P; T;
ILI/ICKYCCI/II/I;
NpEe3eHTalHA
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dopmynsap-o0Opaszen; rpynnsl JOKYMEHTOB, NpPUHAJIE-
JKaIlMX K OJTHOM CHCTEME.

ITpoexkTupoBaHue OJaHKOM JTOKYMEHTOB OPraHU3AIWN.
CocrtaB o¢opmIieHHE, U3TOTOBICHUE, XpaHEHUE OJlaH-
KOB OpraHM3alyy. biaHk NOKyMeHTa: MOHSTHE, Ha3HAa-
YeHue, BUABI OJIaHKOB (00muii OyiaHK, OJaHK MUCHMA,
0J1aHK KOHKPETHOTO BHA JOKYMEHTa, KDOME IHCHEMa).

OO0111e OCHOBBI AEIIOBOI
KOPPECTIOHICHIINT

CnyxeOHast mepernmcka Ha mnpeanpusTad. I[Iucemo.
PexBuzutel nucsMma. Texct nucbma. Buasr nucem. [le-
JIOBask pe4yb M €¢ rpammaTHdeckue ocodeHHocTH. Jle-
JIOBYIO peub OTJIMYAIOT, MPEXKIE BCEro, ICHOCTh, TOY-
HOCTb, KpPaTKOCTb, CHUCTEMATHYHOCTb. Te€pMUHOJIOTHUS
nemoBoit peun. HeoOXxomumbie KauecTBa JEIOBOTO
CTHIIS CITYKEOHBIX JTOKyMEHTOB. Jloruueckoe moctpoe-
HUE JTOKYMEHTOB.

OIIK-5
(OIIK-5.3)

A3; P; T;
ILI/ICKyCCI/II/I;
Npe3eHTaluU

OpraHuzanmyst JTOKyMeH-
TOOOOpOTA

Cayx06a IOY B opraHm3anusx: IeNH, 3a1a4d, Ha3HA-
YeHue, (PYHKIUH, THIIOBBIE CTPYKTYPHI, JOJKHOCTHOH
cocraB. Permamentanus pabotsr CAOY. JlokymeHTO-
000pOT: MOHATHE, OOIIUE MNPUHLIUIBI OpPraHU3AINN
JOKyMEHTO000pOTa, €ro CTPYKTypa, HEOOXOIMMOCThH
ydeta o0beMa TOoKyMeHTooOopoTa. HopmaTuBHbIE 10-
KYMEHTBI, PperjaMeHTHPYIOIHEe OpPTraHU3aIUI0 TOKY-
MeHTo00OpoTa. Perucrpanust JOKyMEHTOB: MOHSTHE,
LIeJIM, 33]]a4l, MECTa PEeruCTPALlMH PA3IUUHBIX KaTero-
puii 1okymeHTOB. CHCTeMBI U (OPMBI PETHCTpPALUU
(>kypHanpHas, KapTO4YHAas, aBTOMAaTU3UPOBAaHHAs), WX
JIOCTOMHCTBA M HefocTaTku. [loka3aTeny, BBOIUMBIC B
peructpanuonnsie  (popMbel. OcOOEHHOCTH perucTpa-
UM BXOMSIINX, UCXOIIIINX W BHYTPEHHUX JOKyMEH-
TOB.

OIIK-5
(OIIK-5.3)

A3; P, T;
Z[I/ICKYCCI/II/I;
Hpe3eHTaum/1

dopmupoBaHue U Xpa-
HEHHe Jen

Howmenknarypa nen: monsTie. 3HaueHHE HOMEHKJIATY-
pBI Zen Ut Ki1acCU(UKaluu JTOKYMEHTOB, ONEpaTHB-
HOTO XpaHEHHUS W MX TpeJapXuBHOH MOJIroToBKH. Bu-
Ibl HOMeHKnaTyp aei. [lopsnok dopmupoBanus nei.
Opranu3zanys XpaHEHUs HCHOJHEHHBIX JOKYMEHTOB.
OTBETCTBEHHOCTh 32 COXPAaHHOCTh JIOKyMeHTOB. Oc-
HOBHBIE ATaIlbl IIepelayy TOKyMEHTOB B apXUB WM Ha
YHUYTOXKEHHE. OKCIepTH3a IICHHOCTH JIOKYMEHTOB:
MIOHATHE, Ha3HaueHHe. [IpMHIMIIBI U KPUTEpUHU OIpe-
JIEJIEHNs HAy4YHOM, HCTOPUYECKOW W NPaKTUUYECKOU
LEHHOCTH JOKYMEHTOB. ODKCIIEpPTHBIE KOMHCCHH, HX
¢ynkmy, npaBa. Cpoku XpaHeHHs JOKyMeHTOB. [lo-
PSIOK mepenaddl 7eJ B apXUB WM YHHUTOXKEHHUS J10-
KYMEHTOB.

OIIK-5
(OTIK-5.1)

A3; P, T;
Z[I/ICI(YCCI/II/I;
HpeSeHTaI_lI/II/I

KowmmnploTepusauus  10-
KyMEHTaI[MOHHOTO obec-
TIEYEHHU YIIPABIICHUSA

Komrmsrorepuzarus TOKyMEHTallMOHHOTO 00eCcIIedeHus
yIpaBJIeHUs Ha NPEANPUITHH, 3HAUEHHE, TIEPCIEKTUBbI
pa3BuTHs. Vcnoip30BaHHE MEPCOHATIBHBIX KOMIIBIO-
TEpPOB B OpraHW3alid  paboThl ¢  JTOKYMEHTaMH.
CocTaBHBIE YacCTH KOMIIBIOTEPHOTO JIEIOIPOU3BOI-
CTBa: aBTOMAaTU3UPOBAHHBIN cOOp, 0OpaboTka, XpaHe-
HHE [OKYMEHTAllUH, IPEJICTaBICHHE pPa3sHOOOpa3HOH
nHpOpManuu. DJEKTPOHHAS II0YTAa: TOHATHE, HA3Ha-
4yeHue. THIBI CHCTeM 3JIEKTPOHHON MOYTHI (TI100alb-
HbIE, KOPIOPATUBHBIE), UX KpPaTKas XapaKTepHCTHUKA.
XpaHeHue JOKyMEHTOB B JJIEKTPOHHOH moute. MH-
(opMaIoHHO-CIIpaBOYHass paboTa B YCIOBUSX IIpH-
MEHEHHs1 KOMIIBIOTEPHBIX TEXHOJIOTUH.

OIK-5
(OTTK-5.3)

A3; P; T;
ILI/ICKYCCI/II/I;
Mpe3CHTallNU




CtpykTrypa AucuunjanHbl (MoayJs) «/lokyMeHTalluOHHOe o0ecnieueHne yIPpaBJIeHUs
Tadoauna 2. O61as TPya10eMKOCTh AUCHUIIMHBI cOCTaBJsieT 3 3a4eTHbIX equHUIbI (108

4acoB)
Bug pabots1 TpyaoeMKoCTh, 4acoB
0P0 0390 300
O01asi TPy10eMKOCTh 108 108 108
KonrakrHasi pabora: 60 34 10
Jlexuunu (JI) 30 17 6
[Tpaktrueckue 3ausatus (113) 30 17 4
Cemunapckue 3anstus (C3)
Jlaboparopusie paboTs (JIP)
CamocrosiTejibHas padoTa: 21 47 89
PacuetHo-Tpaduueckoe 3ajanue
Pedepar (P) 10 20 30
Occe (I)
KonTponbnas padota (K)
CamocTrosiTenbHOE U3yUYEHHE 11 27 59
pa3zesoB
Kypcosas pabota (KP)
Kypcosoii npoexT (KII)
IoaroroBKa u NMPOX0KIEHHE 27 27 9
NPOMEKYTOYHOMH aTTeCTALUM
Buja utoroBoii arrecranuu 9K3aMeH HK3aMEeH 9K3aMEeH
Ta6auna 3. JlekunoHHbIE 3aHATHSA
Ne Conepxanue
paznena
1 ConepxaHre ¥ OCHOBHBIE 33Ja4ll COBPEMEHHOTO TOKYMEHTAIIMOHHOTO obecreue-
HuUs yrpasieHus. L{eab — pacKkpbITh MOHSATHE, OCHOBHBIE TEPMUHBI U 334U JOKY-
MEHTAIMOHHOTO 00eCTieueH sl YIpaBJICHUsI.
2 HopmartusHo-MeToanueckas 6a3a JJOVY. Llenas — paccMOTpeTh OCHOBHBIE HOPMaTHB-
HBIE M 3aKOHOJATEIbHbIE OCHOBBI, 00ecTieunBaromue (pyHKIIMOHUPOBAHUE CUCTEMBI
JIOY Ha npeanpusThi.
3 JIOKYMEHTBI U CIIOCOOBI TOKyMEHTHpOoBaHus. Lleab — U3y4uTh OCHOBHBIE BUBI J10-
KYMEHTOB B OPTaHH3allMU B CIOCOOBI TJOKYMEHTHPOBAHHSI HH(OPMAIIHH.
4 Cuctemsl fokymMeHTanuu. Llens — paccMOTpeTh NOHSATHE U OCHOBHBIE CUCTEMBI J10-
KYMEHTAIIMH HA TIPEITPHUSITHH.
5 PexBU3UTHI M OJaHKH JTOKYMEHTOB. PacCMOTpeTh CTPYKTYpY JAOKYMEHTOB, M3BECT-
HBIC PEKBH3UTHI M OJIAHKU JTOKYMEHTOB.
6 OO111ie OCHOBBI JIeIOBON KOppECTIOHAeHIMH. L{enb — u3yuyuTh NOHATHE U OCHOBHBIE
KaTerOpUH JIEJTIOBOH KOPPECTIOHICHITUH.
7 Opranuzanus 1oKkyMeHToo0oporta. Llenb — paccMOoTpeTh Mpolecc OpraHu3aum J0-
KYMEHTO000pOTa MO ATarnam.
8 dopmupoBanue U xpaHeHue nen. Llenb — U3yuuTh MOPSIOK GOpMHUpPOBAHUS e,
HOMEHKJIATYPY JIeJI, OCHOBHI OpPTaHW3aIlN XPAHECHUS JIeII.
9 KomnbroTepusanys JOKyMEHTAIlMOHHOTO oOecrieueHus ympasieHus. Llens — uzy-
YUTh OCHOBBI aBTOMAaTH3alMK U KoMIlbioTepu3anuu JJOY Ha npeanpusituu.




Tabauna 4. IlpakTuyeckue 3aHATHSA

No Conepxanue

paznena

1 ConmepxaHne W OCHOBHBIE  3aJ]aud  COBPEMEHHOTO  JIOKYMEHTAIIHOHHOTO
obecrieueHus yrpaBiieHUs

2 HopmarusHo-MeToanueckas 6aza JI0Y

3 JIOKYMEHTBI ¥ CTIOCOOBI IOKyMEHTHPOBAHUS

4 Cucrempl JOKyMEHTalUU

5 PexBU3UTHI 1 OJTAHKHM TOKYMEHTOB

6 OO01111e OCHOBBI JIEJI0BOM KOPPECIIOHACHIINN

7 Opranusanus 10KyMeHT0000poTa

8 ®opMupoBaHUE U XpaHEHHUE JIET

9 KomnbroTepusanys JOKYMEHTAMOHHOIO 00€CTIeYeHUs YIIPABICHHUS

Ta6auna S. JlaGopaTropHbie padoThl — He NPeIYCMOTPEHbI
Tabaunna 6. CamocTosiTe/IbHOE H3YUYCHHE Pa3Ae10B JUCHHIVIMHBI (MOLYJIs)
No Conepxanue paszzaena

paznena

1 OcCHOBHbBIE MOHATHS: JOKYMEHT, TOKYMEHTOBEICHUE, JOKYMEHTAIMOHHOE obecrie-
yenue ynpasieHus (JJOVY). opranax uCOTHUTENBHOM BIIACTH.

Posib nHGOpMaIIMK B COLMATBHO-9KOHOMUYECKHX MPOLECCax

2 Ponp nnpopmanuu B conuanbHO-3KOHOMUYECKUX Ipoueccax. denepanbHblil 3aKOH
«O06 nHpopmanyy, THPOPMATUIAMH U 3AIUTE HHOPMALIHI.

3 JIOKyMEHTUpOBaHHE: TIOHSATHE, Ha3HAYeHHE, OCHOBHBIE CIOCOOBL. MaTepuaibHbIe
HocuTenu uHpopmanuu. Kinaccudukanus 10KyMEHTOB IO COCOOy M3TOTOBIICHMS,
MIPOUCXOXKACHUIO, COJCPKAHUIO, HAMMEHOBAHHMIO W JIPYTUM TpU3HAKaM. Buisl
JOKYMEHTOB

4 OpraHn3annoOHHO-PaCTIOPSIUTEIbHBIE JOKYMEHTHI: TIOHATHE, Ha3HauYeHHE, OCHOB-
HbI€ BU/IbI (OpraHU3aIMOHHBIE, PACTIOPIUTEIbHBIE, CIPABOYHBIE).

5 [IpaBuna odopmiienus pekBu3UTOB Oi1aHka. Dopmysip-oOpaszer rpymibl JOKyMeH-
TOB, IPUHAIEKAIIUX K 0HOM cucTteme. CocTtaB oopmiIeHHE, U3TOTOBICHUE, Xpa-
HEHHE OJTAaHKOB OpTaHU3AIIHH.

6 Bunel nucem. JlenoBast peub U ee rpaMMaTHueCKie 0COOCHHOCTH.

Tepmunonorus aenoBoit peun. Heo6xoanmMele kadecTBa 1€710BOTO CTHIIS
CIIy’>K€OHBIX JOKYMEHTOB.

7 HopmatuBHBIE JOKYMEHTBI, PErJIAaMEHTHUPYIOIINE OPraHU3aLUI0 TOKYyMEHTO000pO-
Ta. Perucrpanus JOKyMEHTOB: MOHATHE, 1SN, 33/1a49H, MECTa PETHCTPAIIUU Pa3IHy-
HBIX KaTeropuii JOKyMeHTOB. Cuctemsl 1 GopMbl peructpanuu (KypHajibHas, Kap-
TOYHAas1, ABTOMAaTU3UPOBaHHAsl), UX IOCTOMHCTBA M HEJOCTATKH.

8 ITopsimok cocTaByieHus1, 0POPMIICHHSI, YTBEPKICHUS U IPUMEHEHUS! KOHKPETHOM




HOMeHKJatypsl fei. [lopsaaok ¢popMupoBanus nen.

Opranu3anus XpaHeHus! HCIIOJTHEHHBIX T0KyMeHTOB. OCHOBHBIE TPEOOBaHHS HOP-
MaTHBHBIX JOKYMEHTOB, PEIVIAMEHTUPYIOLUX AAHHBINA 3TaIl JOKyMEHTO000pOTA.
OTBETCTBEHHOCTh 32 COXPAHHOCTh IOKYMEHTOB.

9 CocTtaBHble 4YaCTH  KOMIIBIOTEPHOTO JEJIONPOU3BOCTBA: aBTOMATHU3UPOBAHHBIM
cbop, 0OpaboTka, XpaHEeHHE JOKyMEHTAllUW, MPEJCTaBICHUE PazHOOOpa3HOW WH-
dbopManuu. DNeKTpoHHAs 10YTa: MMOHSITHE, Ha3HAYCHHE.

5. OneHo4YHbIe MaTEPHUAJIBI VISl TEKYLET0 U Py0eKHOTr0 KOHTPOJISA YCIIeBAeMOCTH
U MPOMEKYTOUYHOI aTTecTauuu

KoHeuHbIMU pe3ynbTaTaMH OCBOEHHUS IPOTPaMMBbl JUCHUIUIMHBI SBISIOTCS C(HOPMUPOBAHHBIC
KOTHUTHBHBIE JIECKPUIITOPBI «3HATHY», «YMETbY», «BJIAJETh», PACIHCAHHbIE 110 OTAEIbHBIM KOMIIETEH-
nusaM. PopMUpPOBaHME ATUX JIECKPUITOPOB IMPOUCXOJUT B TEUEHUE BCETO CEMECTpa IO dTarmaMm B
paMKax pazIMYHOro BUJA 3aHATUI U CAMOCTOSATENILHOW PabOTHI.

B xone usydyeHus: JUCHUIUIMHBI IPEyCMATPUBAIOTCS MeEKYUUil, pyoexdcHblil KOHMpPOb U npo-
MENCYMOYUHAA AMMeCM AL,

5.1.  Ouenounvie mamepuanvl 014 meKyu,e20 KOHMPOJiA

Llenb TeKyIIEro KOHTPOJISI — OLIEHKA Pe3yJIbTaTOB pabOThl B cEMECTpe U 0OecredeHrue CBOeBpe-
MEHHOW O0OpaTHOW CBsI3U, s KOppeKUMH OOyueHHUs, aKTUBHU3ALMU CaMOCTOSTENIbHONH padOThI
oOyyaromierocsi. OOBEKTOM TEKYLIEro KOHTPOJS SIBJISIOTCS KOHKPETU3UPOBAHHBIC DPE3YNbTaThl
00ydeHust (yueOHbIC TOCTHKEHUS) TIO TUCHIUTUTNHE

Texkywuit KOHmpo.1b yCIIEBaEMOCTH 00€CIIEUMBACT OLIEHUBAHHUE X0J1a OCBOSHUS JUCLUIUIMHBI U
BKJIIOYAET: OTBETHI HA TEOPETUUYECKUE BOIPOCHI HA MPAKTUYECKOM 3aHSITHH, PEIICHUE MPAKTUYECKUX
3aJa4 U BBIIOJHEHUE 33JaHUH Ha MPAKTHUYECKOM 3aHSITHUH, CAMOCTOSITEIbHOE BINOJIHEHHE UHIUBUY-
aIbHBIX JIOMAIIHUX 3aJjaHui (HampuMep, pellieHue 3ajad) C OTYETOM (3allMTON) B YCTaHOBJIEHHBIH
CPOK, HalKcaHue JI0KJIaJ0B, pedepaToB, AUCKYCCHH.

OrneHka KadyecTBa MOJArOTOBKM Ha OCHOBAaHUM BBHINIOJHEHHBIX 3aJJaHUI BEJETCs MpenojaBaTesieM
(c oOcyxieHueM pe3yabTaToB), OaIbl HAUUCIAIOTCS B 3aBUCUMOCTH OT CJIOKHOCTH 33J[aHHUS.

5.1.1. Ouenounvie mamepuanvt 011 pehpepamoe (konmponupyemsie komnemenyuu OIIK-5;
unouxkamopul oocmudicenus komnemenyuu OIIK-5.1, OIIK-5.3)
Ilepeuens Tem pedeparTos

1. OCHOBHBIE TIOHATHS U TEPMUHOJIOTHS JOKYMEHTAIIHOHHOT'O 00eCTIeYeHUs YIPaBICHHUS.

2. HopmaruBHo-mMeToanueckas 6a3a 1e10npou3BO/ICTBA.

3. HcTopus rocy1apCTBEHHOTO JIE€JIONPOU3BOJICTBA.

4. OcobeHHoCTH yIpaBiIeHHs U aenonpous3BoacTBa B 1945-1990-¢ rr.

5. Opranuzanus paboThl ¢ TOKYMEHTaMHU.

6. Perucrpamus u yuet JOKyMEHTOB.

7. [TpaBuiia perucTpanuy 1 UHIEKCUPOBAHUS JOKYMEHTOB.

8. Opranu3zanyst KOHTPOJIS 3@ MCIIOJIHEHHEM JOKYMEHTOB. Buibl KOHTpPOIISL.

9. XpaHeHHE JOKYMEHTOB.

10. Homenkiarypa nen, ee npegnazHadeHne. CocTaBlIeHHE HOMEHKIIATYPBI JEl.

11. ®opmuposanue aen. O0mume npasuia GOpMUPOBAHUS ACIT.

12. DyHKIHUH U BUJIBI TOKYMEHTOB.

13. [TpaBuna opopmiieHHS yIpaBIEHYECKUX TOKYMEHTOB.

14. PeKkBH3UTHI TOKYMEHTOB: IIOHATHE PEKBU3UTA, €TI0 POJIb B JOKYMEHTHpOBaHUU. [IpaBu-
Ja 0pOpMIICHHS PEKBU3UTOB.

15. Brenpenue aBTOMaTH3MPOBAHHOW CHCTEMBI JIOKYMEHTAIIMOHHOTO oOecreueHus
yIpaBIEHUS.

16. OcobeHHOCTH OpraHu3aIuy paboThl ¢ OOpAIIEHUSIMU TPAK/IAH.



17. OmnpeneneHue CTPYKTYpPbl U YUCIEHHOTO COCTaBa CIIY>KObI JJOKYMEHTAIIHOHHOTO o0ec-
IICYCHHUS YIIPABICHUS.

18. SI3BIK U CTHITH CITYyKEOHBIX JTOKYMEHTOB.

19. Knaccudukanus 10KyMeHTOB.

20. OCHOBHBIE KJIACCHl aBTOMATU3UPOBAHHBIX CHCTEM JOKYMEHTALMOHHOTO O0ECIIeYeHUs
yIpaBIeHUSI.

21. OcCHOBHBIE TIOHATHS U TEPMUHOJIOTHS JOKYMEHTAIIHOHHOTO 00ECTICYEeHNUs YIIPABICHHUS.

22. PacnopsimuTenbHble JOKYMEHTBI OpraHU3allii: BUbI U TIOPSIOK COCTAaBIICHUS

23.  CocraB peKBH3HUTOB JIOKyMEHTOB. TpeOoBaHMs K 0(OPMIICHHIO PEKBU3UTOB JOKYMEHTOB.

24. CTpyKTypa U 1mITatHasi YyuciaeHHocTh. [lITaTHoe pacnucanue.

25. CtpyKTypa KaJIpOBOH CITyKOBI.

26. TpeboBanusi k  OjmaHKaM  JOKYMEHTOB W O(OPMIICHHIO  OpraHU3aI[MOHHO-

pacropsiANTENbHBIX IOKYMEHTOB.
27. TpynoBoii 10roBop.

28.  DkcmepTu3a LIEHHOCTH JOKYMEHTOB.

29. Homenknartypa aen u mopsiiok paboTsl C HEM.

30.  CnpaBOYHO-aHATUTHUYECKHUE U CIIPABOYHO-UH(OPMALIMOHHbBIE TOKYMEHTHI OPraHU3aluH1.
31.  Bunel neyareii u 61aHKH JOKYMEHTOB OpPTraHU3alINU.

32. HopmaTtuBHO-1IpaBOBBIE OCHOBBI OPraHHU3aLMU AEJIONPOU3BOACTBA B Poccum.

33. ['OCT P 6.30-2003 «YHuduuupoBaHHas cHUCTeMa OpraHU3alMOHHO-PACIIOPIUTEIbHON

NoKyMeHTaruu. TpeOoBanus K OQOPMIICHHIO IOKYMEHTOB»: IpaBHJa OQOPMIICHHS PEKBH3UTOB
OpraHU3alMOHHO-PACIIOPAAUTEIbHBIX JOKYMEHTOB.

Memoouueckue pekomenoayuu no HanUcanuio peghepama

Peghepam — mponyKT CaMOCTOSITEIIBHON PAaOOTHI CTYACHTA, MPEICTABIISIIONINN COOON KpaTKoe
U3JI0’KEHUE B MUCHMEHHOM BUJIE MOJYYEHHBIX PE3YJIbTaTOB TEOPETHUECKOTrO aHaIM3a ONpeaeTeHHON
Hay4yHO! (yueOHO-UCCIIeIOBATENbCKOM) TEMBI, TJI€ aBTOP PACKPHIBAET CYTh MCCIEIyeMON MpPOOJIEMBI,
MPUBOJUT Pa3UYHbIE TOUKU 3PEHHSI, a TAKKe COOCTBEHHBIE B3IJIS/IbI HA HEE.

W3noxeHHoe mMoOHMMaHKNe pedepara Kak LEIOCTHOTO aBTOPCKOTO TEKCTa OINMpPEeNseT KPUTEPUN
€ro OLIEHKH: HOBH3HA TEKCTa; 0OOCHOBAHHOCTH BBHIOOpA MCTOUHHUKA; CTEMEHb PACKPBITUS CYLTHOCTU
BOIPOCa; COONMIOACHUS TpeOOBaHUM K 0(POPMIICHUIO.

Tpebosanusn k peghepamy: O6mmii 006EM pedepara 20 muctos (mpudrt 14 Times New Roman,
1,5 uarepBan). [lons: BepxHee, HUKHEE, MpaBoe, JieBoe — 20MM. AG3amHbii oTcTyn — 1,25; Pucynku
JOJKHBI CO3/]aBaThCs B IIUKIMYECKUX PEIAKTOpax WM Kak pucyHok Microsoft Word (crpynmnupoBas-
HbIi1). TaOmuibl BBHIMONHATE TaOMUuHbIMU suelikamMu Microsoft Word. CxanupoBanue puCyHKOB H
TaONUIl He JomycKaeTcs. BelpaBHHBaHME TeKcTa (MO IIMPUHE CTPAHUIIBI) HEOOXOIWMO BBIMOIHSTH
TOJILKO CTAaHAAPTHBIMH CIIOCOOAMH, a HE C IMOMOMIbI0 TpobernoB. Pazmep TekcTa B pUCYHKaxX H
tabnunax — 12 xernp

O0s3aTeNbHO HATMYHE: COACPKAHUS (CTPYKTypa pabOThl ¢ YKa3aHHUEM pa3zesioB M UX Hadallb-
HBIX HOMEPOB CTpPAHWII), BBEACHUS (AKTyaJbHOCTh TEMBI, II€Nib, 3aJa4d), OCHOBHBIX pa3JeJOB
pedepara, 3akiIrodeHus (B KPaTKOM, PE3IOMHUPOBAHHOM BHJIE OCHOBHBIE ITOJIOKEHUST pabOTHI), CIIHCKA
JUTEPaTyphl C yKa3aHUEM KOHKPETHBIX HCTOYHUKOB, BKITIOYAs CCHUIKH Ha IHTEpHET-pecypChl.

B Tekcre cchlTka Ha MCTOYHUK JISTAeTCs MyTeM yKa3aHus (B KBAJIPATHBIX CKOOKaX) IOPSIKOBOTO
HOMEpa IUTHPYEMOU JTUTEpaTyphl U Yepe3 3aIATYI0 — MUTHPYEMBIX CTPAHHIL. YPO8eHb OPUUHATbHO-
cmu mexcma — 60%

Kpumepuu ouyenxu pegpepama:

«omauyHoy (4 Gaia) CTaBUTCS, €CIIHM BBITOJIHEHBI BCe TPEOOBAaHMS K HANMCAHHUIO U 3aIUTE pe-
depara: obo3HaUeHA TTpoOIieMa U 000CHOBaHA €€ aKTyallbHOCTbh, CAENAaH KPATKUil aHAlIu3 Pa3InuHbIX
TOYEK 3PEHHs Ha pacCMaTPUBAEMYIO MPOOJIEMY U JIOTUYHO M3JI0KEeHa COOCTBEHHAs MO3HIHS, CHOPMY-
JUPOBAHBI BBIBOJBI, TEMa PACKpPHITA IMOITHOCTHIO, BBIIEPKaH 00BEM, COONIOACHBI TPeOOBAHHUS K
BHEIIHEMY O(OPMIICHUIO, 1aHbl MPaBUJIbHBIE OTBETHI Ha JOIMOJHUTENbHBIE BOpockl. OOydaromuiics
NPOSBUJI MHHUIIMATHUBY, TBOPYECKHHA TIOAXOJ, CHOCOOHOCTh K BBHIMIOJHEHHUIO CIIOKHBIX 3aJaHUM,
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OpraHu3aloHHbIe criocoOHOCTH. OTMEUaeTcsl CIOCOOHOCTh K MYOJIMYHOM KOMMYHUKaLUU. JJOKyMeH-
Talus MpecTaBiIeHa B ¢pok. [ToaHOCTEIO 0(hopMIIeHa B COOTBETCTBHHU C TPEOOBAHUAMHU

«xopowioy (3 Ganna)— BHIIOTHEHB OCHOBHBIE TpeOOBaHUA K pedepaTy U ero 3aIluTe BBHIIOIHE-
HBI, HO TIPH 3TOM JIONYIICHBl HEJOYETH. B 4acTHOCTH, MMEIOTCS HETOYHOCTH B M3JIOKEHHH MaTepha-
Ja; OTCYTCTBYET JIOTMUYECKas MOCJENOBATEIbHOCTh B CYXKACHHUSX; HE BBIIEpX)aH 00bEM pedepara;
UMEIOTCS YIYIIEHHs B OQOPMIICHUH;, Ha JOIOJHUTEIbHBIE BONPOCH HPH 3AIIUTE JaHBI HEOJHBIC
oTBeThl. OOydaIONIMIACA JOCTATOYHO IOJIHO, HO 0€3 MHUIMATHUBBI U TBOPUYECKUX HAXOJOK BBITOTHHII
BO3JIOKCHHBIE Ha HEro 3ama4yd. JloOKyMeHTalus NpeacTaBieHa JOCTaTOYHO IIOJIHO U B CPOK, HO C
HEKOTOPHIMU HEeIOpabOTKaMH

«yoosremeopumenvroy (2 0amna) — UMEIOTCS CYIIECTBEHHBIE OTCTYIUICHHS OT TpeOOBaHWH K
pedepupoBanmio. B yacTHOCTH, TeMa OCBEIEHA JIUIIb YaCTHYHO; JOMYIIEHbI (PaKTUYECKUE OIIHOKU B
coepkaHuu pedepaTa MM MPH OTBETE HA JIOMOJHUTEIFHBIE BOIIPOCHI; BO BPEMs 3alUTHl OTCYTCTBY-
eT BbIBOJ. OOyuarommiicsi BBIMOJHWI OOJBINYI0O YacTh BO3JIOXKEHHOM Ha Hero pabothl. [lomymieHsl
CYIIECTBEHHBIE OTCTYIUIEHHS. JJOKyMEHTanus cjaHa co 3HaYUTENIbHBIM Orno3ganueM (Oojiee Heaenn).
OTCYTCTBYIOT OT/EIbHBIE (PparMEeHTHI.

«HeyoosnemeopumenvHo» (Menee 1 Oamna) — Tema pedepara He packpbiTa, OOHAPYKUBAETCS
CYIIECTBEHHOE HETOHMMaHue MpoOseMbl. OOyJaomuiics He BBITOJHIII CBOU 3a7a4d WU BBITTOJTHHI
JHIIb OT/ETIbHBIC HECYLIECTBEHHBIC TOpYyUYeHHUs. JJOKyMeHTalus He caHa.

5.1.2. OueHo4HbIe MaTePHUAJIbI JJIS1 BHINOJTHEHUS HHAMBHAYAJIbHBIX 3a1aHUI (KOHmMpoiu-
pyemvie komnemenyuu OIIK-5; unoukamopuot docmuscenus komnemenyuu OIIK-5.1, OIIK-5.3)

I[IpumepHBbIe TeMbI HHANBUAYAJBHBIX 32/ IaHUI:

3apanue 1.

CocTaBuTh NOJKHOCTHYIO HHCTPYKIHIO OQHCHOTO pabOTHHUKA.

3aganue 2.

CocTaBuTh OMUCH JOKYMEHTOB JUISI CJJA4U B apXUB.

3aganue 3.

CocTaBuTh MITATHOE PACIUCAHUE OPTaHU3AIIHIH.

3ananue 4.

CocTaBuTh MPUKAa3bl IO JTUYHOMY COCTABY.

3anganue 5.

CocTaBuTh MOJOKEHUE OPraHU3AIINH.

3anpanue 6.

CocTaBuTh MMCHhMA U IPETEH3HU.

3anganue 7.

CocTaBuTh TPYI0BOIA JOTOBOP.

3ananue 8.

CocTaBuTh 3asBICHHE O MpUeMe Ha paboTy.

3aganue 9.

CocraBuTh pe3roMe.

3apanue 10.

CocTaBUTh MPOTOKOJI COOpaHUS.

3ananmue 11.

CocTaBuTh 3asBIeHHE 00 YBOJbHEHUH.

3aganue 12.

CocTaBUTH 3asBJIICHUE O MPEAOCTABICHHUE OTITYCKA.

3apanue 13.

Pazpaborats ycTraB opraHu3aium.

3apanue 14.

CocTaBuTh TUIIOBOM 1OTOBOP.
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Kpumepuu ¢popmuposanusn oyenok no unoueudyanbHoim 3a0aHUAM:

«omauunoy (3 Oamna) - oOydaronuiics MmoKa3ayl TiyOOKHe 3HAaHUS MaTepHaja Mo MOCTABICHHBIM
BOIIPOCAM, IPaMOTHO, JIOTHYHO €T0 U3JIaraeT, CTPYKTYPHPOBAI U IETATH3UPOBAT HHPOPMAIIHIO, H30eras
IPOCTOr0 MOBTOPEHUS MH(pOpMaMu U3 TeKcTa, HHPOPMAIS MPECTaBlIeHa B IiepepabOTaHHOM BHJIE.
CB00OTHO HCIIOJIB3YET HEOOXOMMbIC (POPMYJIBI TIPH PELICHUH 33]1a4;

«xopowioy (2 6amna) - 00ydJaroUuiics TBEPIO 3HACT MaTEPUaAL, TPAMOTHO €ro MU3JIaraert, He J0Iyc-
KaeT CYIIECTBCHHBIX HETOYHOCTEH B MPOIIECCE PEIICHNUS 3a1aY;

«yoosnemeopumenvroy (1 6amn) - oOydarouiics UMeeT 3HaHWS OCHOBHOTO Marepuaia 1o To-
CTaBJICHHBIM BOIPOCaM, HO HE YCBOWJI €ro JeTaleH, JOMYCKaeT OTACIbHbIC HETOYHOCTH TIPU PEIICHUN
3ajay;

«Heyoosemeopumenvroy (MeHee 1 6aa) — 00yJaroIMiics JOMyCKaeT rpyOble OMOKH B OTBETE
HAa MOCTABJICHHBIEC BOIPOCHI U MPH PELICHUH 3a7a4

5.2. Ouenounvie mamepuanvt 015 pyoesHcH020 KOHMPO

Pyéesicnblii KOHmpop OCYIIECTBISIETCS MO OoJiee WM MEHEe CaMOCTOSATENBHBIM paszieiiaM —
y4eOHBIM MOJIYJISIM Kypca M IMPOBOJUTCS IO OKOHYAHWM HM3yYEHUS Marephaja MOJIYIS B 3apaHee
YCTaHOBJIEHHOE BpeMs. PyOexHbIii KOHTPOIIb MPOBOAUTCS C IENIbIO OMPEEICHUsI KaueCTBa YCBOCHUS
Marepraia ydeOHOro MOAYJS B IEJIOM. B TedeHne cemMecTpa MpOBOIUTCS MpU MAKUX KOHMPOIbHBIX
Meponpuamus no 2paguxy.

B xagectBe ¢opM pyOeKHOTO KOHTPOJISI MOKHO HCITOJIb30BaTh TECTUPOBAHKE (MMCbMEHHOE U
KOMIIBIOTEPHOE), TMPOBEACHHUE KOJUIOKBHYMAa WM KOHTPOJBHBIX paboT. BrimonHsembie paboThI
JOJDKHBI XpaHUTHhCS Ha Kadenpe TedeHHH y4eOHOTO roja W 1o TPeOOBAHHWIO MPEIOCTABIATHCS B
VYmpaBinenue KOHTposia KadecTBa. Ha pyOekHble KOHTPOJbHBIE MEPOIPHUSITHS PEKOMEHAYETCS
BBIHOCUTH BECh IIPOTPAMMHBIN MaTepra (Bce pa3aelibl) o TUCIUILINHE.

5.2.1. OneHo4YHbIe MaTePUAJIbI 1JIsl TECTUPOBAHMSA (Konmpoaupyemovie komnemenyuu OIIK-
5; unouxkamopul 0ocmuswcenusn komnemenyuii OIIK-5.1, OIIK-5.3)

Tunoevie mecmoswie 3a0anus (NOIHBLI NEPEYEHb MeECMoBblX 3a0anuil npeocmagnen ¢ JOUC
KBI'Yy):

1. JIoKyMeHTUpOBaHUE — 3TO MPOILIECC:

a) co3anus U opopMIIeHUS JOKYMEHTA,

0) bukcanyu X035CTBEHHBIX ONEpaIInii;

B) 3aITUCU HH(POPMAITUH HA PA3IMYHBIX HOCUTEIISX 10 YCTAHOBJICHHBIM TPaBHIIaM

2. Jlenonpous3BOACTBO — ITO:

a) OpraHu3aLus;

0) oTpacib IesTeIbHOCTH, 0OecreunBaronias J0KyMEHTUPOBAaHUE U OpTaHU3aLUI0 Pa0OTHI C
ouLMaNbHBIMU JOKYMEHTaMH;

B) JOKYMEHTAIIMOHHOE 00ECTICUCHHE YITpaBICHUS

3. Opraau3zanusi paboThl C JOKYMEHTaMH — 3TO:

a) obecrieueHue ABMKEHUS JOKYMEHTOB B arnmapare yrnpaBieHHs;

0) UCTIOJIb30BAHUS B CITPABOYHBIX LIEJISAX U XpPaHEHUS;

B) XpaHEHHE U HCII0JIb30BaHHE JOKYMEHTOB B TEKYIIEH NEATETbHOCTH YUPEKICHUS

4. JIOKyMeHT — 3TO0:

a) 3a)MKCHPOBAaHHAS HA MAaTEPUAITBHOM HOCHUTENEe HH(DOPMAIIHS ¢ PEKBU3UTAMHU, ITO3BOJISIONTH-
MU €€ UIECHTUPUIPOBATH;

0) mepeyeHb PEeKBU3UTOB;

B) COBOKYITHOCTH JJAHHBIX

5. PexBU3UT NOKyMEHTa
a) 00s13aTeNbHBIN 7IeMEHT opopMiIeHUsT OPUITHATEHOTO JOKYMEHTA,
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0) peKOMeHIaTeIbHBII 3JIeMEHT 0(OPMIICHUS TOKYMEHTA;
B) XapaKTEPHU3YET CTEIICHb 00s3aTEIHHOCTHA UCTIOTHCHUS

6. OdunuanbHple TOKYMEHTBI — 3TO JJOKYMEHTBI,

a) CO3JaHHbIC IOPUIMYECKUMU WIH (PU3MUCCKUMH JTHIIAMH;

0) o OpMIICHHBIC M YIOCTOBEPEHHBIC B OMPECIICHHOM IMOPSJIKE;
B) TIOJITUCaHHBIC OPHUIIMATEHBIM JTHUIIOM

7. ¥Opuauueckas cuiaa JOKYMEHTa — 3TO

a) CBOMCTBO OUIMATIBHOIO TOKYMEHTa, COOOIIaeMOe eMy JeHCTBYIOIUM 3aKOHOAATEIbCTBOM;
0) paBOBBIE ACIIEKTHI JOKYMEHTO000POTa;

B) IOKyMEHTAalLlUs IOPUIUYECKOro OTeNa

8. JlokymeHTOO00pOT —

a) IBIKEHUE IOKYMEHTOB B OPTaHHU3AI[UN C MOMEHTA UX CO3JIaHUS WM TIOJTydEHUS JI0 3aBepIiie-
HUS UCTIOJTHCHHUSI WM OTIPABJICHHUS

0) bu3mueckoe nepeMenieHre JOKyMEHTOB B OPraHU3allHiu;

B) 000pOT TOKYMEHTOB

9. Cucrema JOKyMEHTALMU — 3TO:

a) COBOKYITHOCTh JIOKYMEHTOB, B3aMOCBS3aHHbIX 110 IPU3HAKAM IIPOUCXOKCHUS, Ha3HAUEHUS,
BUJA, CQepsl AeITEIbHOCTH;

0) COBOKYITHOCTb €IMHBIX TpeOOBaHM K MX 0(POPMIICHHUIO;

B) KOMIUIEKC JJOKYMEHTOB OpraHu3alnuu

10. Opranu3aiMOHHO-PaCIOPAAUTENBHBIE JOKYMEHTHI —3TO:

a) MMUCbMEHHBIE TOKYMEHTHI, B KOTOPbIX (DUKCUPYIOTCS pEIICHUs aJMUHUCTPATUBHBIX U OpPTraHu-
3allMOHHBIX BOIIPOCOB;

0) TOKYMEHTHI [0 BOIIPOCAM YIIpaBJICHHUs, B3aUMOJECHCTBUS, 00ECTIEUEHHs U PETyINPOBAHUS
JEATEIIBHOCTH OPraHOB BIIACTH, YUPEXKICHUHN, IPEANPUATUI, OPraHU3alui, UX OIpa3AcICHUN U
JOJIKHOCTHBIX JIUIL;

B) YCTHbIE YKa3aHUs pyKOBO/ICTBA.

Kpumepuu ¢hopmuposanusa ouenok no mecmogvim 3a0aHuam:
(4 6anna) — moy4darOT OOy4YarOIINECs C MPABMIHBHBIM KOJIMUYECTBOM OTBETOB Ha TECTOBBHIE BO-
npocsl. Bemmonxeno 100 % npennokeHHbIX TECTOBBIX BOIPOCOB;
(3 Oamta) — mony4yaroT OOy4YaroOIIUECs ¢ MPABUIBHBIM KOJIWYECTBOM OTBETOB Ha TECTOBBIE BO-
npocbl — 80 —99 % oT ob11ero 00bemMa 3aJJaHHBIX TECTOBBIX BOIIPOCOB;
(2 Gamma) — mody4yaroT OOy4YarOIIUeECs C MPABHIBHBIM KOJMYECTBOM OTBETOB HAa TECTOBBIC BO-
npocbl — 60 —=79% oT 0611ero o6bemMa 3aJaHHBIX TECTOBBIX BOIIPOCOB;
(1 6amr) — moy4aroT 0OyJaronIrecs: MPaBUILHBIM KOJTMYECTBOM OTBETOB HAa TECTOBBIE BOMTPOCHI
— menee 40-59 % ot ob1ero oobema 3aJaHHBIX TECTOBBIX BOIIPOCOB.

5.2.2. OuneHo4yHble MaTepuaIa 1Jsl KOJUIOKBUYMA (Konmpoaupyemvie komnemenyuu OIIK-
5; unouxkamopul oocmuswcenun komnemenyuii OIIK-5.1, OIIK-5.3)
Tunosbie BONPOCHI AJ151 KOJVIOKBUYMOB:

1. 3HaueHue M CoJep’KaHUe JAUCLUUIUIMHBI U €€ MEXKIPEJAMETHbIE CBSI3U C JPYTUMHU JTUCIU-
IUTHHAMH.

2. Hcropus passutus nenonpousBojcrsa B Poccnn.

3. CoBpeMeHHOE COCTOSTHHE JOKYMEHTAI[MOHHOTO 00ECTIeYeHUs yIIPaBICHUSL.

4. OCHOBHBIE MOHATHA: JOKYMEHT, JOKYMEHTOBEIEHHUE, JOKYMEHTAlMOHHOE oOecredeHue
ynpasienus (JJOY).
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5. Poine napOpMaLuM B COIMATbHO-3KOHOMUYECKHUX MPOLIECCAX.

6. HopmatuBHo-nipaBoBas 6a3a JIOVY.

7. Hasnauenune ['ocymapcTBEHHOH CHCTEMBI JTOKYMEHTAIIMOHHOTO OOECIIECUYCHHUS YIpaBiie-
Hus (I'CHOYVY): TunoBasi MHCTPYKIUS MO JIEIOMPOU3BOJCTBY B (peiepalibHbIX OpraHax MCHOJHUTENb-
HOHU BJIaCTH.

8. Posnb nHpOpMaLuu B colManbHO-3KOHOMUYECKHUX MTPOLIECCAX.

0. ®enepanbHblii 3akoH «O06 nHbOpManuy, HHGOPMATH3AMHY U 3aIUTE HHPOPMALIUNY.

10.  ®OyHKUMH JOKYMEHTOB: MH(OpPMalMOHHAs, KOMMYHHKAaTHBHas, COLMAIbHAsA, KYJIbTYp-
Hasl, yIpaBJieHYeCKas, IpaBOBasi, ICTOPUYECKAs U IPYTUE, UX XapaKTEPUCTUKA.

11.  JlokyMeHTUpOBaHHE: IOHATHE, HA3HAYEHUE, OCHOBHBIE CIIOCOOBI.

12. MarepuanbHble HOCUTETH UH()OPMAIIHH.

13.  Knaccudukauus JOKYMEHTOB IO CHOCOOY HM3TOTOBJIECHUS, IPOMCXOXKAECHUIO, COIEpKa-
HUIO, HANMEHOBAHUIO U IPYTUM MpU3HAKAM.

14.  Buasl JOKYMEHTOB: TEKCTOBbIE, IpaduueCcKre, MAIMHOYUTAaeMbIE, (POTOTOKYMEHTHI.

15.  BnusHHe Hay4YHO-TEXHHUYECKOI'O IpOorpecca Ha JOKYMEHT U IOKYMEHTHPOBaHHE.

16. ®denepanbHblil 3aK0H «O0 3JIEKTPOHHOM IMOITUCHY.

17.  O6mepoccuiickue knaccuduraropsl (OKY I, OKHO), ux kpaTkast xapakTepUCTHKA.

18.  OpraHu3allMOHHO-PACHOPSIUTENbHbIE JOKYMEHTHI: MIOHATHE, HA3HAUE€HUE, OCHOBHBIE BU-
Jbl (OpraHU3alOHHBIE, PACIIOPSIUTENbHbIE, CIIPABOYHBIE).

19.  OpraHuszallMOHHbIE JOKYMEHTBI: BUIbI, TpeOOBaHUSA K O(OPMIIEHUIO, MOPSAOK YTBEp-
AKIACHHUSL.

20.  PacnopsiauTenbHbIE JOKYMEHTBI: XapaKTEpUCTHKA U COCTAB, TPEOOBaHUS K 0()OPMIIEHUIO.

21.  CopaBo4yHO-MH(DOPMAITMOHHBIC JOKYMEHTHI: HX XapaKTEPUCTHKA U COCTaB, TPEOOBAHUS K
0 OpMIICHHUIO.

22.  Tumnbl JOKYMEHTOB, UX Ha3HAYCHHE.

23.  Tlopsaok oopmieHHs U BbIAAYN KOMUH U AyOJIUKATOB, BBITUCOK U3 HUX.

24.  Cucrema MHQOPMAIIMOHHO-CIIPABOYHOMN TOKYMEHTALIUU.

25.  PexBusur, dopmynsp HOKyMeHTa, TUIOBOH (opmyisp, (opmyisp-obpaszen, Tabenb
(dopM JOKYMEHTOB, alb00M (opM YHUDULIIMPOBAHHBIX JOKYMEHTOB: MOHATHE, XapaKTEPUCTHUKA.

26.  IIpaBuna odopmieHus peKBU3UTOB OJaHKAa U UX PACHOJIOXKEHUs HA CTaHIapTHOM (op-
MaTe Oymaru, pa3Mepsl MoJIeH.

27.  ®opmynsap-obpa3zer rpynmsl JOKyMEHTOB, IPUHAIEKAIINUX K OHOM cucteme.

28.  IlpoektupoBaHue 06JIaHKOB JOKYMEHTOB OpPraHU3alINH.

29.  CoctaB opopmiieHHE, U3TOTOBJIECHNE, XpaHEHHE OJIaHKOB OpraHU3ally.

30. brnank nmoxymeHTa: noHsATHE, HA3HAYEHUE, BUJIBI OJIAHKOB (00IIMiA OJIaHK, OJIAHK MHCHMA,
0J1IaHK KOHKPETHOT'0 BHJIA IOKYMEHTa, KpOME MHUChMa).

31.  CnyxeOHas nepenucka Ha IpeaIpUsITUH.

32. IIncemo. PexBu3uTsl nucbma. TekCT nucpma.

33.  Buasl nucem.

34.  JlenoBas peyb U ee rpaMMaTHYecKie 0COOEHHOCTH.

35.  TepmuHOIIOTHS ACIOBOM pPEUH.

36.  HeoOxonuMmble KadecTBa JEIOBOIO CTUIIS CIY>KEOHBIX JOKYMEHTOB. Jlornueckoe mocTpo-
€HUE JIOKYMEHTOB.

37.  Cayx06a JIOY B opraHm3auusx: LejiH, 3a/la4d, Ha3HaueHHe, QyHKIMH, THIIOBBIE CTPYK-

TYpBI, JOJDKHOCTHOM COCTAB.

38.  Pernmamentauus padotel C/IOY.

39.  JIokyMeHTOOOOpOT: MOHATHE, O0IIKEe MPUHIUIBI OPraHU3alKN TOKYMEHTOO000pOTa, €ro
CTPYKTYpa, HEOOXOIUMOCTh yueTa 00beMa JOKYMEHTO000poTa.

40. HopMmaTtuBHbIe TOKYMEHTBI, perjJaMeHTHPYIOIINE OpraHU3aio JOKYMEHTO000pOTa.

41.  Peructpanus JOKYMEHTOB: IOHATHUE, LI€TH, 3a/1a4l, MECTA PETUCTPALIUU PA3JINYHBIX Ka-
TETOPUN JOKYMEHTOB.
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42.  Cucremsl u (OpMBI perucTpanuu (KypHajbHas, KapTOUHas, aBTOMAaTH3UPOBAHHAs), UX
JIOCTOMHCTBA U HEJIOCTATKH.

43.  Tlokazartenu, BBOAUMBIC B perucTpaunoHHbie Gopmbl. OCOOEHHOCTH PETUCTPAIMH BXO-
JSIINX, UICXOAAIIUX U BHYyTPEHHUX TOKYMEHTOB.

44. Howmenkiarypa aen: noHsitue.

45.  3HaueHHEe HOMEHKJIATYpHI Jied AJsl KiacCupUKaluu JOKYMEHTOB, ONEPATUBHOIO XpaHe-
HUS U UX IPEJAPXUBHOM ITOATOTOBKH.

46. Buabsl HoMeHKIaTYyp 1e.

47. [Mopsimox hopMUpOBaHHUS JIET.

48. Opranuzanysi XpaHeHHs! UCIIOJTHEHHBIX JOKYMEHTOB.

49.  OTBETCTBEHHOCTb 32 COXPAHHOCTh IOKYMEHTOB.

50.  OcHoBHBbIE 3TaIbl Nepeiayl TOKYMEHTOB B apXUB WJIM HAa YHUUTOXKECHHE.

51.  DkcnepTu3a EHHOCTH IOKYMEHTOB: IIOHITHE, HA3HAYCHHUE.

52.  IlpuHUUIBI U KPUTEPUU OMpPEEICHHUS HAyYHOU, UCTOPUUECKON U MPAKTUUYECKON IIEHHO-
CTH JIOKYMEHTOB.

53. DKcnepTHhIE KOMUCCUH, UX (PYHKIIMH, ITPaBa.

54.  Cpoku xpaHeHust 10KyMeHTOB. [lopsnok nepenaun nen B apXUB WM YHUUYTOXKEHUS J0-
KYMEHTOB.

55.  Kommnbrorepusanusi JTOKyMEHTAllMOHHOI'O OOECIEYEHUs YIPABJICHUS HA IPEAIpPUSTUH,
3HaUEHUE, EPCIICKTUBBI PA3BUTHSL.

56.  Hcnonbp3oBaHuE NEPCOHAIBHBIX KOMIIBIOTEPOB B OpraHu3aluy  paboThl €  JIOKyMEH-
TaMH.

57.  CocraBHBIE YacTH KOMIIBIOTEPHOTO JEIIONPOU3BOICTBA: aBTOMATU3HUPOBAHHBIN cOOp,
00paboTKa, XpaHeHHEe JJOKYMEHTAIINH, [IPeACTaBlIeHue pa3HO00pa3Hoii HH(pOpMaIUH.

58.  DnexTpoHHas MouTa: MOHITHE, HA3HAYCHUE.

59.  Twunsl cucTeM 3JIEKTPOHHON MOYTHI (TI100aIbHBIE, KOPIIOPATUBHBIE), UX KpaTKas Xapak-
TEPUCTHUKA.

60.  XpaHeHue TOKYMEHTOB B JJIEKTPOHHOMU IOYTE.

61. HudopmanmoHHO-cipaBo4Has paboTa B YCIOBHUSAX MPUMEHEHUS KOMIBIOTEPHBIX TEXHO-
JIOTHH.

Kpumepuu chopmuposanusa ouenox no KoHmpoabHbim moukam (KOHmMpObHble padomol; KOJLI0KGU-
m)

(6 GatoB) - cTaBUTCA 3a pabOTY, BHITIOJHEHHYIO TIOJHOCTHIO 0€3 OIMOOK M HE0YETOB; 00ydaro-
IIMICS IEMOHCTPUPYET 3HaHHE TEOPETUUECKOro M IMPAaKTHUYECKOro Marepuaja Mo TeMe MpakTUYeCKOn
paboTsl, pemero 100% 3amay;

(5 GanmnoB) — cTaBUTCA 3a padOTy, BHIMOJIHEHHYIO MOJIHOCTBHIO, HO IIPU HAIWYMU B HEll He Oonee
OJIHOM Herpy0oil olMOKU U OJJHOTO Hejouera, He Oojiee Tpex HenoueToB. OOydaromuics: 1eMOHCTPUPY-
€T 3HaHUE TEOPETHUYECKOr0 M INMPAKTUYECKOro Marepuaja Mo TeMe NMpPaKTUYeCKOW paloThl, JOMycKas
HE3HAUUTEbHbIE HETOYHOCTH MPH pellieHnH 3aa4, pereno 70% 3anay;

(4 Gayuta) — craBuTCs 3a padoTy, eciy OakaaaBp MPaBUIILHO BBIMOJIHWI HE MeHee 2/3 Bcelt paboThl
WM JTOMYCTHJI HE 0ojiee OHOM Tpy0oil OMMOKM M JIBYX HEIOUYETOB, HE OOjee OAHON TpyO0oil W OHOM
HerpyOoit omoOkH, He Oosiee Tpex HErpyObIX OLIMOOK, OHON HerpyOoi. O0yuatomuiics 3aTpyHseTcs ¢
MIPaBUIILHOM OLIEHKOW MPeSIOKEHHOM 3a1auu, JaeT HEMOIHbIN OTBET, peieHo 55% 3anau

(Menee 3 0ayioB) — cTaBUTCSA 3a palbOTy, €CIIM YMCIIO OMIMOOK M HEJJOUETOB MPEBBICHIO HOPMY JUIS
OLIEHKU 3 WM MpPaBWIbHO BBIIOJHEHO MeHee 2/3 Bceil paboThl. OOyuaromuiicss JaeT HEBEPHYIO OLIEHKY
curyauuu, perieHo menee 50 % 3agau.

5.3. OneHo4yHbIe MaTepHAJIbI VIS MIPOMEKYTOYHON aTTecTallMu (KOHmMpPoaupyemvie Komne-
menyuu OIIK-5; unouxamoput oocmusicenus komnemenyuit OIIK-5.1, OIIK-5.3)

Llenvro npomesrccymounvix ammecmayuii 10 JTUCUUTIINHE SBIISIETCS OLICHKA KaueCTBa OCBOCHUS
JTUCIUTIITNHBI 00y4JatOIIUMHUCS.
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[TpomerxyTouHas aTTecTanus MpeAHa3HayeHa 1l OObEKTUBHOTO MOATBEPKACHHUS U OLICHUBAHUS
JOCTUTHYTBIX PE3YyJIbTaTOB O0YUYEHMs MOCIIE 3aBEPIICHUS U3Y4YE€HUS JUCUUIUIMHBL. OCYIIEeCTBISETCS B
KOHIIE CeMeCTpa M MPECTaBIsAET cO00i UTOTOBYIO OICHKY 3HAHWI MO JUCIUIUIMHE B BUJE MPOBEIE-
HUS DK3aMEHA.

[TpomexxyTouHasi aTTeCTalsi MOXKET MMPOBOAUTHCS B YCTHOH, MUCbMEHHOH (opme, 1 B (popme
tecTupoBaHus. Ha mpomexyTounyto arTectanuio orBogurcs A0 30 6ayios.

BOITPOCHI IJIA ITIOATI'OTOBKHA K OK3AMEHY:

1. [Ipeamer, conepxkanue u 3agauu JOVY.

2. MecTo 1 posib JOKYMEHTOB B YIIPaBJIE€HUU Ha COBPEMEHHOM JTalle.

3. brnanku 1OKyMEHTOB.

4. Bunsl nokymeHToB. JIOKyMEHTBI JIMYHOTO XapakTepa (3asBJICHUE, aHKETA).

5. Buabl nokymeHTOB. [JoKyMEHTHI TIMYHOTO XapakTepa (CIpaBKa, pe3toMe).

6. Bunsl nokymenToB. JIOKyMEHTBI JIMYHOTO XapakTepa (XapakTepuCcTHUKA)

7. Bunel noxkymenToB. OpraHu3aliOHHbIE JOKYMEHTHI.

8. Bunsl nokymenToB. PacniopsiiutenbHble JOKYMEHTHI.

9. Bunel nokymentoB. CripaBoyHO-UH(OPMALIMOHHbBIE TOKYMEHTHI (aKT, IPOTOKOI).

10.  Bupasl nokymenToB. CrpaBouHO-UH(GOpPMALMOHHbIE JOKYMEHTHI (CayxkeOHasi, JoKJIaaHas
U OOBSICHUTENbHAS 3aITUCKH, TelIe(hOHOTpaMMa).

11.  Bunsl nokymenToB. CripaBo4HO-HH(OPMAIIMOHHBIE JOKYMEHTHI (CIIy)KEOHBIE U KOMMEp-
YECKHE NMHUCHhMA).

12.  Bo3MOXHBIH cocTaB peKBU3UTA «AipecaT» U TpeOOBaHUs K €ro 0(hOpMIICHUIO.

13.  JlokymerTo000poT. OOIIHE MOJIOKCHHUS.

14.  Uznoxute 0coOEHHOCTH O(OPMIIEHUS OPraHMU3ALMOHHBIX JOKYMEHTOB Ha IpHUMEpe
JIOJDKHOCTHOM MHCTPYKLIMH.

15.  Knaccudukanus aenoBoil JOKyMEHTaLUH.

16. Haznauenune pexBusura «PeructpalilnoHHbIE HOMEP AOKYMEHTa», MOPSA0K ero ohopm-
JICHMUSL.

17.  Ha3nadyenue pexBu3uTa «Pe30onus» 1 Nopsiiok ero opopmiieHusl.

18.  HazoBute peKBU3UTHI TPYAOBOTO JOTOBOPA (KOHTPAKTA), U3JIOKUTE €r0 COIep KaHue.

19.  Howmenkiarypa zaen, ee Ha3HaueHue. CocTaBIeHNEe HOMEHKIIATYpPbI Aedl.

20.  OOmue HOpMBI U MpaBuiIa 0HOPMIIEHHUS JOKYMEHTOB.

21.  OOume TpeboBaHUS K O(POPMIICHUIO TEKCTa TOKYMEHTOB.

22.  OnuiuuTe BapuaHThl YTBEPXKACHUS JOKYMEHTa U TpeOOBaHUS K O(OPMIIEHHIO COOTBET-
CTBYIOILIETO PEKBU3UTA.

23.  OnuumuTe cOCTaB PEKBU3UTOB U CTPYKTYPY CIIY>KEOHOT0 MUchMa.

24.  Onumure CTPyKTypy NHpHKa3a IO OCHOBHOW JESATENbHOCTH, COCTaB PEKBU3UTOB, TPEOO-
BaHUS K 0()OPMIIEHUIO.

25.  Opranuzanusi paboThl C BHYTPEHHUMHU JOKYMEHTaMH.

26.  Opranuzanus padoThl ¢ BXOAALIMMU JOKYMEHTaMH.

27. Opranuzanys padoThl C HCXOASIIMMH TOKYMEHTaMH.

28. OcHoBHbIe TpeOoBaHUs K ohopmMIeHUI0 pekBU3UTOB nokymeHToB (01, 10, 15, 18, 24, 25)

29.  OcHoBHbIe TpeboOBaHUs K 0OpMIIEHHIO peKBU3UTOB ToKyMeHTOB (03, 11, 12, 13, 22, 26)

30. OcHoBHbIe TpeOOBaHUS K 0(hOPMIIEHUIO peKBU3UTOB HoKymMeHTOB (09, 16, 17, 20, 21, 27)

31. Odopmnenne B jokyMeHTax Hanucanus uncen. OdopmiieHne TabIuIl 1 BBIBOIOB.

32.  Ilonsarue OV, nokymeHT. @yHKIIMH JOKYMEHTA.

33. [TocnenoBarensHOCTH OOPMIICHHS U COCTAB JIOKYMEHTAIIUH TIPH TOCTYIIJICHUU Ha pabo-
Ty.

34. [IpaBuna opopmieHus, BbIAAYN U 3aBEPEHUS KOMTUN JOKYMEHTOB.

35.  Ilpuemsl nenoBoro obuienus. [leperoBopsi.

36. PexBU3HUTHI TOKYMEHTOB.

37.  Cnyx6s1 JIOY.
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38.  CocraB nokyMmeHTanuu, oopmisieMoil mpu yBojdbHeHHH paboTHuKa. HazoBurte mpuuu-
HBI, 110 KOTOPBIM COTPYAHHUK MOXET YBOJIHUTHCS.

39.  CocraB pekBuzuTta «lloanucey u nopaaok ero ohpopmieHus.

40. TpeboBanust k opopmiieHn0 pekBU3UTOB «I'pud cormacoBaHust JoKymMeHTa» U «Bussbl
COIJIACOBAHUS JOKYMEHTa.

41.  TpeGoBanusi, mpenbsiBiasieMble K oopmiieHno pekBuznta «HanMeHoBaHue opranusa-
110707008

42.  TpeGoBanusl, npeabsBisieMble K 0QOpMIEHUIO peKkBU3UTa «OTMETKa O HAIMYUU TPUIIO-
HKEHUS.

43.  Tpeboanusl, npeabsBiseMble K opopmiieHuIo pekBu3uTa «OT™MeTKa 00 UCIOIHEHUU J10-
KYMEHTa U HaIlpaBJICHUU €T0 B JeN0», «OTTUCK MeYaTuy.

44. Tpu 3Tana noaroToBKU MEPEroBOPOB.

45.  ®opmupoBanue u opopmicHue Aen. [loaroToBka TOKyMEHTOB K Tiepeade Ha apXUBHOE
XpaHEeHue.

Kpumepuu ¢hopmuposeanusn ouenok no npoMedcymouHoil ammecmayuu:

«omauyno» (30 6aIOB) — MOJIYYalOT 00YJArOIIHECs, KOTOPhIE CBOOOTHO OPHUCHTHPYIOTCS B Ma-
Tepuale U oTBevaroT 0e3 3arpyaHeHuii. OOydaromuics cnocoOeH K BBIMOIHEHHUIO CIOKHBIX 33JaHUM,
NIOCTAaHOBKE IIeNiell M BbIOOpe myTed uX peanu3anud. PaGora BBIMOTHEHA MOJHOCTHIO 0e3 OmHOOK,
pemeno 100% 3anay;

«xopouto» (20 6aIOB) — MOMYYaAIOT OOYYArOIIUECs, KOTOPhIE OTHOCUTEIHHO IMOJIHO OPUEHTH-
pYIOTCS B MaTepuaie, OTBEYaloT 0e3 3aTpyAHEHHI, TOMYCKal0T HE3HAUUTEIbHOE KOJIMYECTBO OIIHOOK.
OOyuaromuiicsi crocoOeH K BBITIOJHEHUIO CIOKHBIX 3aJaHuil. PaboTa BhITIOJIHEHA MOJHOCTHIO, HO
UMEIOTCs He Oosee OIHOM HerpyOoil omuMOKM M OJHOTO Hexoudera, He Ooyiee TpeX HEAO0YETOB.
JonyckaroTcs He3HAUUTENIbHbIE HETOYHOCTH TIPH pelieHu  3aj1a4, pereHo 70% 3anay;

«yooenemeopumenvro» (10 6a1I0B) — MONy4aIOT 00YYArOIIUECS, Y KOTOPBIX HEJOCTATOYHO BBI-
COK YpOBEHb BIIQJICHUS MaTepuaioM. B mpoliecce oTBeTa Ha JK3aMEHE JIOIYCKAIOTCS OIIMOKU |
3aTpyAAHEHUS TPU U3JI0KEHUU Marepuana. OOydaromuiicss MpaBUJIbHO BBIMOJIHWI HEe MeHee 2/3 Bcelt
paboThI WK AOMYCTHI HEe O0siee OTHOM TpyOOl OIIMOKY U JBYX HEIOUYETOB, HE 00Jiee OHOM TpyOoil 1
OJTHOW HerpyOoi ommOku, He Oojiee Tpex HerpyObIX OIIMOOK, OJHOW HerpyOoil. OOywaromuiics
3aTPYAHSETCS ¢ TIPABHWIHLHOM OIICHKOM MPEeIOKEHHON 3a/1auu, JaeT HEMOJHBIA OTBET, pemeHo 55%
3ajau;

«Heyooenemeopumenvno» (MeHee 10 6aIoB) — MOMY4arOT O0OYYAIOIINECS, KOTOPHIE IOMYCKAOT
3HaYMTeNbHbIe OIMOKH. OOyJaromuiicss UMEeT JIMIIb HauyalbHYIO CTENIEHb OPUEHTAIlMK B MaTepHualle.
B pabote yncno ommOOK U HETOYETOB MPEBBICHIIO HOPMY JIJISl OIICHKH 3 WIIM MPABUIILHO BBIITOJIHEHO
MeHee 2/3 Bceil paboTel. OOydaromuiicss AaeT HEBEPHYIO OIIEHKY CUTyaluu, perieHo meHee 50%
3azad.

6. MeTonu4ecKkne MaTepuaJIbl, ONpeae/saoue Npouexypbl OlleHUBAHUS 3HAHMIA, yMEHHI,
HABBIKOB M (MJIM) ONBITA JeSITeJIbHOCTH

Maxkcumanbhas cymma (100 6anoB), HaOupaemasi CTyJI€HTOM IO JAUCHMIUIMHE BKJIIOYAET JIBE
COCTAaBJISIIOLIHE:

— nepeas cocmaegnauas — OeHKa PEeTyIsPHOCTH, CBOEBPEMEHHOCTH U KaueCTBA BBITOTHEHHS
CTYACHTOM y4eOHOI paOOThI 0 M3YYCHHUIO AUCIUILIMHBI B TEUCHHE TIEPHOJIa U3YICHHS JTUCITUTUINHBI
(cemecTpa, WIM HECKOJBKUX ceMecTpoB) (cymma — He Gosee 70 6amioB). basmiel, xapakTepusyromue
yCIIEBa€MOCTh CTYJIEHTA IO TUCIMIUIMHE, HaOWpaloTCs MM B TEUYEHHE BCETO Mepuoja OO0ydeHHWs 3a
U3y4eHHE OTJENIBHBIX TEM U BBINOJIHEHUE OT/AEIbHBIX BUIOB paboT.

— emopas cocmasnsowas — OlleHKa 3HAHWH CTY/ICHTA 10 pe3ybTaTaM IMPOMEXKYTOYHOH aTTe-
craruu (He 6omnee 30 —6amioB).

Kpureprem oneHku ypoBHs c(pOPMHUPOBAHHOCTH KOMITETEHIIMH B paMKax y4eOHON AMCIUTUTMHBI
ABIISIETCS 3a4eT.
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OO0muii 6am1 TeKymero u pyoesKHOTO KOHTPOJIS CKIAABIBACTCS U3 CIEAYIOIMIUX COCTABJISIOIINX

(ITpunoxxenue 2)

U@JlblO NPOMENCYMOUHbLY ammecmauuﬁ IO JUCHHMIIIMHE ABJIACTCA OLICHKa Ka4€CTBa OCBOCHUA

JUCHUITIINHBI O6y‘{aIOH_[I/IMI/IC$I.

Kpumepuu oyenku kauecmea oceoenusn oucyunaunst (Ilpunoxcenue 3)
Tumnosele 3amanusi, odecreunBaromue GOpPMHUPOBAHUE KOMIIETEHIIUN TPEICTaBICHbI B TabIuUIe

Tabauna 7. Pe3yabTaTbl 0CBOCHUS Y4eOHOM TUCHMILUIMHBI, MO/JIeKAIINEe TPOBEPKe

PesynbraTsl 00yde-
HUS (KOMITETCHITHH )

WNHaukaTopsl JOCTH-
JKEHUSI KOMITETEHIINHA

OCHOBHBIE TTOKA3aTeNN OLICH-
KU pe3yIbTaTOB 00yUYeHNUS

Bupn ouenouHoro marepuana, obecrieuu-
Baromero (opMupoBaHUE KOMIICTEHINI

OIIK-5. Cmocoben
UCIIONB30BaTh  IpH
pemennn npodeccu-
OHAJIBHBIX 3ama4
COBPEMCHHBIC  HH-
(hopMariOHHEIE
TEXHOJIOTUH W TpO-
rpaMMHBIE CPEZCTBa,
BKJIIOYAs.  yIpaBJie-
HHE KPYIHBIMHU Mac-
CHBaMH JaHHBIX U
X HHTEJIEKTyalb-
HBI aHAIN3

OIIK-5.1. [Toanmaer
OCHOBHbIE MTPHUHIIUITBI
paboThI ¢ JTaHHBIMH,
MPUMEHSIET COBpe-
MEHHBIH HHCTPYMEH-
Tapuii aHaIKu3a 1aH-
HBIX Ha 0a30BOM
YpOBHE

3HaTh: OCHOBHBIE IPUHIIAIIBI Pabo-
ThI C JaHHBIMU,

COBpEMEHHBIC HH(POPMAITHOH-
HO-KOMMYHHKAIIHOHHBIE TEXHO-
JIOTUH

THUIIOBBIC OLICHOYHBIC MATEPHAIBI JJIs
BEITTONTHEHUS pedeparos (pa3men 5.1.1 —
NoNel-14,27-33 u T.11.), TUTIOBBIE OIIC-
HOYHBIC MAaTEPHAJIbI ISl KOJULIOKBUYMa
(pazmerm 5.2.2. - NeNe1-17,34-51 u t.1.)

YMeTh: paboTaTh ¢ JOKyMEHTa-
MU,

IIPUMEHSTh COBPEMEHHBIN UH-
CTpyMEHTapHil aHaJIn3a JaHHBIX
Ha 6a30BOM ypOBHE

THUIIOBBIE OLIEHOYHBIE MaTEPHAIbI JJIs
WHIUBUAYANbHBIX 3alaHui (pasaen 5.1.2.
- NeNel-5 1 T.711.), TUIIOBBIE OIICHOYHBIE
MaTepualbl s TECTUPOBaHHMS (pa3iel
5.2.1. - NeNel-6 u T.11.), THTIOBBIE Ol1€-
HOYHBIE MaTepHajbl IS 9K3aMeHa (pas-
nen 5.3. —NoNel-13,34-43 w T.11.)

Biragets: cucTeMoii HAaBBIKOB B
HCIIOJIE30BaHIH HHPOPMALIHOH-
HO-KOMMYHHUKAIIHOHHBIX TEXHO-
JIOTHH TIPU OCYIIECTBICHUN
po¢eCcCHOHANBHOM NesTeIbHO-
CTH

THUTIOBEIC OIICHOYHBIC MAaTEPHAbI IS
WHIWBUAYANbHBIX 3aMaHuii (paszgen 5.1.2.
- NeNel-5 v T.1.), THITOBBIC OIICHOYHBIE
MaTepHalbl IS TECTHPOBAHUS (pa3ien
5.2.1. - NeNel-6 u1 T.11.)

OIIK-5.3. Cnocoben
HCIIOJIB30BAaTh METOIBI
U MHCTPYMEHTHI Bejie-
HUS JIeJIOBOM nepe-
MTUCKH U TIPOBEICHHUS
Ou3HeC-Tpe3eHTaIui
C HCIOJIb30BaHUEM
AJIEKTPOHHBIX KOMMY-
HUKAIAN

3HaTh: CHCTEMBI METOJIOB U MH-
CTPYMEHTOB BEICHUS IEI0BOU
MEePenCKH U POBECHHUS OU3-
HEC-IPE3EHTALUI C UCII0JIBb30-
BaHUEM JIEKTPOHHBIX KOMMY-
HUKaIN

THUITOBBIE OLIEHOYHBIC MAaTEPHAIIBI JJIs
BEITTONTHEHUS pedeparos (pasmen 5.1.1 —
NoNel5,16,22-26 u T.11.), THTIOBBIE OIIE-
HOYHBIE MaTepHaJIbl Uil KOJJIOKBUYMa

(pazmen 5.2.2. - NeNe18-21,31-36 u T.11.)

YMeTh: BECTH JICJIOBYIO Ilepe-
MIUCKY ¥ IPOBOJIUTH OM3HEC-
MpEe3eHTalMH C UCIIOJIb30BaHMU-
€M DJICKTPOHHBIX KOMMYHHKa-
Ui, ONIEPATHBHO BHIIBUIATh
HOBBIE OU3HEC-U/ICH B H3MEHSI-
IOIMXCSL CUTYAIHAX

TUTIOBBIEC OIICHOYHBIE MaTePUATBI JIJIs
WHIVBUIYaTbHBIX 3a1aHuit (pasaen 5.1.2.
- NoNe6-11 u 1.71.), THTIOBBIE OLIEHOYHBIE
MaTepHalIbl Al TECTHPOBAHUS (pa3men
5.2.1. - NeNe8-10 u T.71.), TUIIOBBIE OIle-
HOYHBIE MaTepUaIIbl U JK3aMeHa (pas-
qen 5.3. —NoNel4-27 u T.11.)

BnaneTsb: cucremoil HaBBIKOB Be-
JIEHU JIEJI0BOW MEPENUCKU U MO/~
JIEPKKH JICKTPOHHBIX KOMMYHHUKa-
1807071

THUTIOBEIC OIICHOYHBIC MAaTEPUAIBI IS
WHIWBUAYAIBHBIX 3aMaHuid (paszaen 5.1.2.
- NeNe6-11 u T.11.), THTIOBBIC OLICHOYHEIE
MaTepHabl I TECTUPOBAHUS (pa3e
5.2.1. - NoNe8-10 m 1.71.)

Takum oOpa3oM, BHITIOJIHEHHE THUIOBBIX 3aJaHUM, MPEICTaBICHHBIX B pazaene 5 «OleHOYHBIe

MaTepuainbl JJIs TEKYIIEro U pyOeKHOTO KOHTPOJS YCHEBAEMOCTH W MPOMEKYTOUYHOH aTTecTaIiiy
MO3BOJINT O0ECIIEYNTD:

- HIOHMMAHUC OCHOBHBIC ITPUHIIUIIBL pa6OTLI C JaHHBIMU, IPUMCHSACT COBpeMeHHLIﬁ HHCTPYMCHTA-

puit aHanu3a JaHHBIX Ha 6a3oBoM ypoBHe - OIIK -5.1;

- CIOCOOHOCTh UCITOJIb30BaTh MCTOJbl U UTHCTPYMCHTBI BEACHU A JIEI0BOM MNEPENHCKU U IPOBCIAC-

7.

HUS OM3HEC-TIPE3CHTAINI C UCTIOIB30BAaHUEM DJIEKTPOHHBIX KoMMyHUKarui — OITK-5.3.

YyeoHo-MeTOANYECKOE 00ecTeueHNne TUCIUTIITNHBI

7.1.
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1. ApacnanoBa B.A. JlokyMeHTaIlOHHOE 0OecTiedeHne YIpaBiIeHUs: yueOHO-TIPaKTHUECKOE
nocobue B cxeMmax, Tabmuiax, oopasnax / Apacnanosa B.A. — Cypryt: CypryTckuii Tocy1apCcTBEH-
HBIN nefgarornyeckuil ynusepcurert, 2019. — 240 c. — ISBN 978-5-93190-385-9. — Tekcr:
3JICKTPOHHBIN // DnekTpoHHo-0nbmmoTeunas cucrema IPR BOOKS: [caiiT]. — URL:
https://www.iprbookshop.ru/94291.html — Pexxum noctyna: 1y aBTopu3Hp. I0JIb30BaTENEH

2. JIoKyMEeHTaITMOHHOE 0OCCTICUCHHE YITpaBICHUs [ DJIEKTPOHHBIN pecypc|: yueOHUK s
CTYJEHTOB BY30B, 00yUalOLUXCsl 110 HAPABICHUSIM « DKOHOMHUKa» U «MEHEIKMEHT», CIIELUATIbHO-
ctam «Mupopmartukay, «lokyMeHTOBeIeHHE U TIOKYMEHTAlMOHHOE 00ecrieueHre yIpaBiIeHUs,
«ABTomaruzanus u yrnpasienue» / A.C. I'punbepr [u 1p.]. — DIEKTPOH. TEKCTOBbIE JaHHbIE. — M.:
IOHUTU-TAHA, 2017. — 391 ¢. — 978-5-238-01770-9. — Pexxum nocrymna:
http://www.iprbookshop.ru/71213.html

3. Ky3nenora 1.B. JlokymeHTaIimoHHOE 0OECIIeYeHUE YIIpaBIEHUs ITEPCOHAIOM: yaeOHOe
nocobue it 6akanaspos / Kysuenosa U.B., Xagarpsu I'.A. — Mocksa: [lamkoB u K, Aii [Tu Op
Menaua, 2019. — 220 c. — ISBN 978-5-394-03124-3. — TekcT: 2JIeKTPOHHBIHN // DNEKTPOHHO-
oubmoteuynas cucrema IPR BOOKS : [caiiT]. — URL: https://www.iprbookshop.ru/83142.html—
Pexxum moctyna: s aBTOpU3Up. MOJIb30BaTENeH

4. Mensenesa O.B. OCHOBBI JOKYMEHTAIIMOHHOTO O0ECIIEYEHUS YIIPABIICHUSI. 2-€ U3/I.
[DnexTpoHHBIH pecypc]: yueOHoe mocobue / O.B. MeaseneBa. — DIEKTPOH. TEKCTOBBIE JaHHbIE. —
Kpacnonap: FOxHbIit ”HCTUTYT MeHeKMEHTa, 2012. — 175 ¢. — 2227-8397. — Pexum nocryna:
http://www.iprbookshop.ru/9566.html

5. [Ty3emast T.A. TIpakTuyeckoe mocodue mo JOKYMEHTAIIHOHHOMY OOSCIICUCHHUIO YIIpaBIie-
Hus [Onexkrponnsiit pecypc] / T.A. Ily3biHs. — DNEeKTpOH. TEKCTOBbIE JaHHbIE. — Benukue Jlyku:
Benmkonykckas rocyapcTBeHHast akajgeMus (GU3NIecKoi KyIbTyphl U ciopta, 2012. — 94 ¢. —
2227-8397. — Pexxum noctyma: http://www.iprbookshop.ru/45240.html

7.2 JlonoJHUTEIbHAS JIUTEpaTypa

1. bacakos M.U. JlenonpounsBoactso [[lokyMeHTaIIMOHHOE 00€CTIeueHNUEe YIIPaBJICHHUS |
[DnexTpoHHBIH pecypc]: yuebHuk/ bacakoB M.U., 3ambirkoBa O.11.— DeKTpOH. TEKCTOBbIE
nanubie.— PoctoB-Ha-[{ony: ®enukc, 2014.— 376 c.— Pexum noctymna:
http://www.iprbookshop.ru/59345.html. — 3BC «IPRbooks»

2. [[TeBuenko M.B. OCHOBBI TOKYMEHTAIIUOHHOTO 00€CTIeUeHUs YIIpaBiIeHUs [ DIEKTPOH-
HBII pecypc]: yueOHoe nmocodue/ IlleBuenko M.B.— DnekTpoH. TekcToBble TaHHbIE. — benropo:
benropoackuii rocynapctBeHHbli TexHomornueckuii yausepcurer um. B.I'. Illyxosa, 9bC ACB,
2013. — 186 c.— Pexxum noctyma: http://www.iprbookshop.ru/57289.html. — 3BC «IPRbooks»

3. JlokymMeHTaIimoHHOE 00EeCTICUeHHE YIIpaBIeHUs [ DIEKTPOHHBIN pecypc]|: yueOHOe oco-
6ue/ — DnekTpoH. TekcToBble JaHHble.— HoBocubupck: HoBocubupckuii rocyiapcTBeHHbIH
arpapHblii yHUBEpCHUTET, 30510ToH Kojoc, 2014.— 106 c.— Pexxum nocryna:
http://www.iprbookshop.ru/64716.html. — 3BC «IPRbooks»

4. Cumonsia P .S, JlokyMeHTaIIMOHHOE 00€CTIeUeHNEe CHUCTEMBI YIIPABIICHUS OpTraHu3aIuen
[DnexTpoHHBIH pecypc]: yuebHoe nocooue/ CuMoHsH P.Sl.— DiekTpoH. TeKCTOBbIE JaHHbIE.—
Caparos: Aii [Iu Op Menna, 2018.— 180 c.— Pexum noctyna:
http://www.iprbookshop.ru/72458.html. — 3BC «IPRbooks»

7.3. Ilepuonnyeckue u3aaHus
1. MenemxmenT B Poccun u 3a pydexom. (B 6ubdanoreke KbBI'Y)
2. Bomnpocs! skoHoMukH. (B 6nbanorexe KbBI'Y)

7.4. UuTepHeT- pecypchl
[Ipu u3yyeHnn TUCHUILIMHBI, OOydJaromuecss oOecreyeHbl JOCTYNOM (yAaJleHHbIH JOCTYI) K
pecypcam:
- obugue uHgopmayuonnsvie, CHPAGOUHbIE U NOUCKOBbIE:
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— Cnpasounas npaBoBas cucreMa «KoncynbrantlInmroc». URL: http://www. con-
sultant.ru

— CmopaBoynass mpaBoBasi cucrema «lapant» (B cBoOomHom nocrtyme). URL:
http://www.garant.ru;

— CnpaBounas mpaBoBas cuctema «Pedepent» (B cBobogHom noctyme). URL:
https://www.referent.ru/

— K COGPEMEHHbIM NPOPecCUOHATIbHBIM 0A3aM OAHHBIX:
1. baza nannbix Science Index (PUHII). URL: http://elibrary.ru
2. Hayunas snekrponnas 6ubnmoreka (HOb PO®I). URL: http://elibrary.ru
3. HanmonanbHast anektpoHnHas oubnuoreka PI'b (mmeercs pexxum it Mrofei ¢ HapylIeHHEM
3penus (ams crnensix U cnaboBusmmx ). URL: https://H36.pd
4. OBC «AulludDpOyke» (MMeeTcss pekuM IS JIF0JIeH ¢ HapylIeHUeM 3peHus (11 claboBUAs-
mmx). URL: http://iprbookshop.ru/
—  Kpome mozo, obyuarowueca mozym 60cnonb308amoscsa npogheccuoHanbHblMu nOUCKO8bI-
MU cucmemamu:
1. ITomHoTekcToBas 6a3a manubix ScienceDirect: URL: http://www. sciencedirect.com.
2. PedeparuBHas 6a3a qaHHBIX 3apyOexkHBIX M3naHuil mo skoHomuke EconLit: URL: http://www.
ebscohost.com
g 3dpekTUBHOrO YCBOSHHS TUCHUIUIMHBI, IOMUMO Y4eOHOTO MaTrepuala, CTyJeHTaM Heo0Xo-
JIMMO T10JIb30BaThCS JAHHBIMU BCEMUPHOM ceTh MIHTEepHET, TAKUMHU callTaMu, Kak:
. http://e.lanbook.com
2. www.library.mrsu.ru
3. www.BOOK.ru
4. Cnyx0a TeMaTHYECKUX TOJKOBBIX ClioBapel http://glossary.ru/

—

7.5. MeToauyeckue yKa3aHus 10 NPOBeJICHUIO PA3JINYHbIX Y4eOHBIX 3aHATHI, K
KYPCOBOMY NPOCKTHPOBAHUIO U IPYTMM BHaM CaMOCTOSITEIbHON padoThI.

Memoouueckue pekomenoayuu npu pabome HA0 KOHCREKMOM 60 6PeMA NPOGEOEHU NeKUUU

B mporecce eKIIMOHHBIX 3aHATHI 11€7€c000pa3HO KOHCIEKTHUPOBaTh yueOHbIM MaTepuain. Jlns
3TOT0 MCMONb3YIOTCS O0IME U YTBEPAMBIINECS B MPAKTHUKE MpaBUia, U MPUEMbl KOHCIEKTUPOBAHUS
JIEKLIUN:

KoncnekTupoBaHue NeKIUi BEAETCS B CIELUAIbHO OTBEICHHOW JIJII 3TOTO TETPa, KaKIbIi
JIUCT KOTOPOH JTOJKEH UMETH I0JIsA, HA KOTOPBIX JAEIAI0TCS IOMETKU U3 PEKOMEHJJOBAHHOM JIMTEpaTy-
PBl, TONOJHSIOLIME MaTepHUall MPOCIyIIaHHON JIEKIIMU, a TaKKe MOIYEPKUBAIOIINEe 0COO0YI0 BaXKHOCTh
T€X WM UHBIX TEOPETUUYECKHUX MOJIOKEHUH.

[lenecooOpa3Ho 3amKchIBaTh TEMY U ILJIaH JIEKIIMHA, PEKOMEHYEMYIO JINTEPATYpPy K TeMe. 3anucH
pa3fesioB JIEKIMU JOJDKHBI UMETh 3aroJIOBKH, I0J3arojOBKH, KpacHble CTpOKU. Jlyig BBLIEIECHUS
pa3nenoB, BBIBOJOB, ONPENEICHUN, OCHOBHBIX HJIEH MOXHO HCIIOJIb30BaTh LIBETHBIE KapaHJAlIM U
diomacrepsl.

HazpaHHbIe B JIEKIIMM CCHUIKM Ha NMEPBOMCTOYHUKH HAJ0 IMOMETHTH Ha MOJISAX, YTOOBI IPHU camo-
CTOSAITENIbHOW paboTe HAWTHM M BOUCATh MX. B KOHCIEKTE OCIOBHO 3allMCBHIBAIOTCS OIPEEICHUs
MOHSTHUN, KaTeropuil ¥ 3akoHOB. OcTalbHOE JOKHO ObITh 3alIMICAHO CBOMMHU CIIOBAMHU.

Kaxnomy cTyneHTy HeoO0X0IuMO BBIpaOOTaTh M HCIOJB30BaTh JOMYCTHMBIE COKpAIleHUs
HauboJsee pacnpoCTPaHEHHBIX TEPMUHOB U MOHITHH.

Memoouueckue pekomenoayuu no n0020MoeKe K NPAKMUYECKUM 3AHAMUAM

[TpakTHueckue (CeMUHApPCKHE) 3aHSATHS — COCTaBHAsl 4acTh y4eOHOro Ipoliecca, TpyInoBas
dbopMa 3aHATUN MPU aKTUBHOM YYaCTHH CTYAEHTOB. [IpakTudeckue 3aHATHS CIIOCOOCTBYIOT Yriy0-
JICHHOMY M3y4Y€HHUI0 HauboJiee CIOXKHBIX MPOoOJIeM HayKHU M CIIy’KaT OCHOBHOM (popmoi mojaBeneHus
UTOTOB CAMOCTOSITETIbHON paboThl oOyuatomuxcs. Llenpio npakTHUYeCKuX 3aHATHI SBISIETCS yriayolie-
HUE U 3aKpeIUIeHHE TEOPETUUYECKUX 3HAHMM, MOJYYEHHBIX 00YyJalolMMUCS Ha JEKIUAX U B Mpoliecce

20


http://www.garant.ru/
https://www.referent.ru/
http://elibrary.ru/
http://elibrary.ru/
https://нэб.рф/
http://iprbookshop.ru/
http://www.book.ru/
http://glossary.ru/

CaMOCTOSITENIFHOTO HW3Yy4eHHUs y4yeOHOro MaTepuana, a, CJIeJOBaTelbHO, (OpPMUpOBaHHE y HHX
OIpEICIEHHBIX YMEHNUI U HAaBBIKOB.

B xone noaroToBku K CEMUHApCKOMY 3aHSATHIO HEOOXOAMMO MTPOYUTATh KOHCIIEKT JIEKIIUH, U3Y-
YUTh OCHOBHYIO JINTEPATYpPy, O3HAKOMHUTHCS C JIOTIOJIHUTENILHON JIUTEPATYyPOH, BBHIIIOJIHUTh BbIIaHHBIE
npenojaBaTeseM IpakTHUeckue 3anaHus. Ilpu 3ToM ydecTh peKOMEHAalUuu IMpenojaBaTens u
TpeboBaHus Nporpammbl. JlopabaTelBaTh CBOM KOHCIHEKT JIEKIMH, Jiejlasi B HEM COOTBETCTBYIOLIUE
3alMCH U3 JUTEPATYPHI.

JXenatenpHO MpU MOArOTOBKE K MPAKTUYECKUM 3aHATHUAM 0 AUCLUIUIMHE OJHOBPEMEHHO HC-
I10JIb30BAaTh HECKOJIBKO HCTOYHUKOB, PACKPBIBAIOIINX 33JaHHbIE BOIIPOCHI.

Ha nmpakTuueckux 3aHATHSIX OOydaroluecs ydaTcs IPaMOTHO M3JaraTh Npo0JieMbl, CBOOOAHO
BBICKA3bIBaTh CBOM MBICIIM M CYKICHHSA, PACCMATPUBAIOT CUTYAIMH, CHOCOOCTBYIOUIME PA3BUTHIO
npodeccuoHaIbHOM KoMIeTeHTHOCTU. Crenyer MMeTb B BUAY, YTO IMOATOTOBKA K MPAKTHYECKOMY
3aHATHUIO 3aBHCUT OT (POPMBI, MECTa MPOBEJCHNUS CEMUHApPA, KOHKPETHBIX 3aaHUi U MOpyYeHHH. DTO
MOXeT OBITh HaIllMCaHME J0KJIaJ1a, 3cce, pedepara (¢ HOCIEeYIOUUM UX 00CYKICHUEM ), KOJIIJIOKBHYM.

Memoouueckue pekomeHOAuUU NO OPZAHUZAYUU CAMOCHOAMENbHOU PAdOmbl

CamocrosrenbHas padora (o B.W. Jlanto «caMOCTOATENbHBIN — YeTI0BEK, UMEIOIIUNA CBOU TBEP-
Iible YOKICHUS») OCYIIECTBISIETCS TPU BeeX (hopMax 00ydeHHS: OUHOU U 3209HOM.

CamocrosTenbHas padoTa 00yJaroUIMXcs - CHoco0 aKTUBHOTO, LIeJIEHANPaBICHHOr0 pruodpeTe-
HUS CTYJICHTOM HOBBIX Il HErO 3HAHUW U YMEHUM 0€3 HEeMOCPECTBEHHOIO y4acTusl B 3TOM Ipoliecca
npenojaBareneil. [loBblieHne poau CaMOCTOATENBHOM paboThl OOy4arolIMXCs IPHU IMPOBEIACHUU
Pa3IMYHbBIX BUJIOB Y4€OHBIX 3aHATUN IPEIO0JIAraeT:

- ONTUMM3ALMIO METOJIOB 00y4eHUs, BHEIPEHUE B YUeOHBIN MPOIECC HOBBIX TE€XHOJOTHI
0o0y4yeHMsl, MOBBILIAIOIUX MPOU3BOAUTENBHOCT TpyJa MpenojaBaTeis, aKTUBHOE HCIOJIb30BaHUE
MH(POPMALMOHHBIX TEXHOJIOTUH, TO3BOJISIOMUX 00yJaromemMycsi B y100HOE JJIsl HETO BpeMs OCBaM-
BaTh y4eOHbII MaTepual;

- LIMPOKOE BHEIPEHHE KOMITbIOTEPU3UPOBAHHOIO TECTUPOBAHMS;

- COBEpLICHCTBOBAHNE METOIUKHU MPOBEACHUS IPAKTUK U HAYYHO-UCCIIEN0BATENBCKON pa-
60Tl 00yUarOIMXCsl, MOCKOJIbKY MMEHHO 3TH BHUJbI y4yeOHOM paboThl B MEPBYIO O4yepeab TOTOBST
00y4aroIuXxcsi K CAMOCTOSTEIbHOMY BBIITOJTHEHHIO MPOPECCUOHANBHBIX 33/1a4;

- MOJIEpPHU3ALUIO CUCTEMBI KYPCOBOTO M JUIIJIOMHOTO IIPOEKTUPOBAHHUSA, KOTOpas JOJKHA
HOBBIIIATH POJIb CTYJIEHTA B HOJ00pE MaTepHasa, MOUCKe MyTel peleHus 3a1ad.

CamocTtosaTenbHas paboTa NPUBOIUT CTY/AECHTA K MOJIYYEHHIO HOBOTO 3HAHMSI, YIIOPSIOUCHUIO U
YIIIYOJICHUIO UMEIOLIMXCS 3HAaHUH, (POPMHUPOBAHUIO Y HETr0 NMpo(hecCHOHAIBHBIX HABBIKOB M YMEHHUH.
CamocrosiTenbHas paboTa BBITIOIHSET Psijl (YHKIIHMA:

- Pa3BUBAIOILYIO;

- HMH(OPMAIIMOHHO-00YYaIOIIYIO;

- OPUEHTHUPYIOIIYIO U CTUMYJIMPYIOILYIO;

— BOCIIUTHIBAIOIIYIO;

- HCCIEA0BATENBCKYIO.

B pamkax Kypca BBITTOJIHSIOTCS CIEAYIOIINE BUJIbI CAMOCTOATEIbHONU pabOThI:

1. ITpopaboTka yueOHOrO MaTepHaia (1o KOHCIIEKTaM, Y4eOHOH 1 HayyHOH JInTepaType);
2. BeInonHeHne pa3sHOypOBHEBBIX 3aa4 U 3a/1aHU;

3. Pabota ¢ Tecramu 1 Bopocamu Il CaMOIIPOBEPKH;

4. BrimorHeHNE UTOTOBOM KOHTPOIBHOM pabOTHI.

CryneHTaM peKOMEHAyeTCs ¢ caMoro Hadajla OCBOCHMs Kypca paboTaTh ¢ JUTEepaTypoil U mpe-
JaraeMbIMHM 3a/IaHUSIMU B (pOpMe MOATOTOBKM K OUYEpPEHOMY ayAUTOpHOMY 3aHsThio. [Ipum s3TOoM
aKTyaIM3UPYIOTCS MMEIOLIMecs 3HaHMs, a TakKe co3faercss 0a3a Juis yCBOSHHMS HOBOTO MaTepHana,
BO3HHMKAIOT BOIIPOCHI, OTBETHI HA KOTOPBIE CTYIEHT MOJIY4YaeT B ayIUTOPHH.

Heo6xoauMo OTMETHTB, YTO HEKOTOPBIE 33/1aHUS JJIi CAMOCTOATENBHOM pabOThI 10 KypCy UMe-
I0T omnpefeneHHyro crneuuduky. Ilpu ocBoeHnn kypca CTYIAEHT MOXET HOJIb30BaThCs OMOIMOTEKOM
By3a, KOTOpasi B MOJHOW Mepe o0ecreueHa COOTBETCTBYIONICH IUTepaTypoid. 3HAUUTENBHYIO TIOMOIIh
B IOATOTOBKE K OYEPEIHOMY 3aHATHIO MOXET OKa3aTb MMEILMiicd B y4eOHO-METOAMYECKOM
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KOMIUIEKCE KpPAaTKUH KOHCIEKT JeKIUi. OH K€ MOXET UCIOJIb30BaThCs U Ul 3aKPEIIEHHSI MTOJTy4EH-
HOro B ayauTopuu Matepuaina. CamocrosiTenibHasg paboTa CTYIEHTOB MPEAyCMOTpeHa Y4eOHBIM
TUTAHOM U BBITIOJIHSETCS B 00S3aTEIILHOM MOPSIIKE. 3aIaHUs MIPEATIOKEHBI [0 KAXKI0H H3ydyaeMoi TeMe
U MOTYT TOTOBUTHCA UHJIMBUYaJIbHO WK B rpynie. [lo HeoOX0AMMOCTH CTYACHT MOXKET 00palaThCs
3a KOHCYJbTallM€l K MpernojaBaTeito. BpinonHeHWe 3aJaHUil KOHTPOJIMPYETCS U OLIEHWBAETCS
IIPENO/1aBaATEIIEM.

Jl1s ycremHoro caMocCTOATEIbHOIO M3Y4YEHHs MaTepuaja CEroJHs MCIOJB3YIOTCS pas3jInyHbIe
CpelacTBa OOYy4YEeHHs, Cpeld KOTOPBIX 0CO00€ MECTO 3aHMMAarT HH()OPMALMOHHBIE TEXHOJIOTUU
pa3HOrO YpOBHSI M HAIPAaBICHHOCTH: 3JCKTPOHHBIE YUYEOHMKH M KYpPChl JIEKIMH, 0a3bl TECTOBBIX
3aJaHui U 3a7a4. DJIEKTPOHHBIN y4eOHUK MpPENCTaBiIsieT cOO0N MPOrpaMMHOE CPEICTBO, MO3BOJISAIO-
1Iee MPeICTaBUTh ISl U3yYCHUS TEOPETHUECKUI MaTepHrall, OpraHu30BaTh alpoOUpOBaHKE, TPEHAXK U
CaMOCTOSITENIbHYI0 TBOPYECKYIO pPalOTy, IOMOraromiee CTyIEeHTaM U MPernoAaBaTeNio OLIEHUTh
YPOBEHb 3HAaHMW B OIpPEICIICHHONW TEMaTHWKe, a TaKXKe CoepiKaliee HEOOXOIUMYIO CIPABOYHYIO
uH(popMalno. DJIEKTPOHHBIA y4eOHHK MOXKET HHTETPHUpPOBaTh B ceOE€ BO3MOXKHOCTH Pa3IHUHBIX
NeIarOrMYecKNX IMPOTPAMMHBIX CPEICTB: OOydYalOmMX MpOrpamM, CIPABOYHHUKOB, y4eOHBIX 0a3
JAHHBIX, TPEHAXKEPOB, KOHTPOJIUPYIOIIHUX TPOTrpamM.

Jlis ycnenmHoi opraHn3alui CaMOCTOSITEIbHON paboThl BCe aKTUBHEE NMPUMEHSIOTCS pa3HO00-
pa3Hble 00pa3oBaTeibHBbIE PECypchl B ceTH VIHTEpHET: CUCTeMBbl TECTHUPOBAHUS IO PA3TUYHBIM
o0nacTsM, BHUpPTyaJbHbIE JIEKIMH, JIA0OpaTOpPUM, MpPU OSTOM IOJIb30BATENIO JIOCTATOYHO HMETh
KOMIIBIOTEp W MOJKII0YeHne K MHTepHeTy ans Toro, 4ToObl CBS3aThCs C MperojaaBaTeieM, peliaTh
BBIUMCJIUTENbHBIC 337jaUd U MOJdy4yaTh 3HaHuA. Vcronb3oBaHue CceTel YCUIIMBAET POJIb CaMOCTOSTENb-
HOM paboThI CTYJIEHTA U MTO3BOJISIET KAPAUHAIBLHBIM 00pa30M H3MEHUTH METOAUKY MTPETOAaBaHMsl.

CTyzneHT MOXET IoJIyyaTh BCE 3aJJaHUSl U METOJUYECKHE yKa3aHUsl Yepe3 CEepBEP, UTO JACT EMY
BO3MOXXHOCTh MIPUBECTU B COOTBETCTBHE JIMYHBIE BO3MOXKHOCTU C HEOOXOAMMBIMH JJIS BBIMOJTHEHUS
pabot Tpyno3arparamu. CTYIACHT UMEET BO3MOKHOCThH BBIIIOJIHATH Pa0OTy JOMa WIH B ayIUTOPHH.
Bonbmoe BocnuTarenbHoe M 00pa3oBaTeIbHOE 3HAUCHHE B CAMOCTOSTEIBHOM Y4YeOHOM Tpyne
CTYJEHTa UMEET CaMOKOHTPOJb. CaMOKOHTpPOJIb BO30YKJIAeT U MOAJIEPKUBAET BHUMAaHUE U MHTEPEC,
MOBBIINIAET AKTUBHOCTh MAMATH W MBIIUIEHUS, TO3BOJISIET CTYJEHTY CBOEBPEMEHHO OOHApYXUTh U
YCTPaHUTh JIOMYUIEHHbIE OLIMOKU M HEAOCTaTKH, OOBEKTHUBHO OMNPEEIIUTh YPOBEHb CBOMX 3HAHMIA,
IPAKTHYECKUX yMeHMI. CaMoe JOCTYyNHOE M IPOCTOE CPENCTBO CAMOKOHTPOJII C NPUMEHEHHEM
MH(OPMaLlMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTHH - 3TO psAJl TECTOB «on-line», KOTOpbIe MO3BOJISAIOT
B PEKHME PEAJbHOIO BPEMEHHU OIPEACIUTh CBOM YpPOBEHb BJAJEHUS INPEAMETHBIM MaTepHalIoM,
BBISIBUTH CBOM OIIMOKU U MOJYYUTh PEKOMEHAAINN [0 CaMOCOBEPIIEHCTBOBAHUIO.

8. Mamepuanvno-mexnuueckoe odecneuenue OUCYUnIUHbL (MOOY1:)
8.1. TpeOoBaHusi K MATEPHATBbHO-TEXHHYECKOMY O0ecreyeHHn o

[lepeueHp MaTepHabHO-TEXHUYECKOIO O0ECIIEUEHNUs IUCHUIUIMHBI BKJIIOYAeT B ce0sl crelualib-
Hble TIOMEUICHMs JUIsl IIPOBENEHUS 3aHATHM JIEKIIMOHHOTO U CEMMHAPCKOTO THUIIA, I'PYNIOBBIX U
WHAMBUAYaAJIbHBIX KOHCYJIbTALUN, TEKYIIETO KOHTPOJIS M MPOMEXYTOYHOM aTTecTalui, KOMIbIOTEP-
HbIE KJIACCHI JUIsl IPOBEACHUS JaO0OPAaTOPHBIX 3aHATHH, a TaKKe MOMEIIEHUs Ui CaMOCTOSTEIbHOM
paboThl U MOMEIEHUs U1 XpaHEeHUsI U NpoUIaKTHUECKOTro oOcaykuBaHusl o0opynoBanusi. Crenu-
QJIbHBIE TIOMEIEHUS] YKOMIUIEKTOBAHBI CIICIUATN3UPOBAHHON MeOebio U TEXHUYECKHMMHU CPEeICTBAMU
o0OydeHus, CIIyKaluMH 715 IpeJCTaBlIeHns HHGopMauu O0JIbIION ayAUTOPHH.

Jlis mpoBenieHus 3aHATUI JICKIIMOHHOTO THUIIA MMEIOTCS JIEMOHCTPAIlMOHHOE 00OpYAOBaHUE U
yuebHo-Harsgabeie nocobus. [lo nucuumimae «CrnpaBoyHO-UH(DOPMALIMOHHBIE CUCTEMBI B 3KOHOMHU-
Ke» HMMEIOTCS MPE3CHTAllMM IO OTAENbHBIM TeMaM Kypca, MO3BOJAIOIIME Haubosiee 3(PPEeKTHBHO
OCBOUTH IIPEJICTaBICHHBIN Y4eOHBIM MaTepual.

[Tpu npoBeieHNH 3aHATUI JEKIIMOHHOTO THITa/CEMHUHAPCKOTO THITAa UCTIONb3YIOTCS:

JUYEH3UOHHOE NPOCPAMMHOe obecnedenue:

— Jlunensus Ha oducHoe nporpaMmHoe obecnieueHne MoiOduc CtaHgapTHBIN;
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— JluneH3us Ha mporpaMMHOe o0ecriedueHrne CpecTB aHTUBUpycHOH 3ammuThl Kaspersky End-
point Security ays 6uzHeca - Cranaaptabiii Russian Edition. 1000-1500 Node 1 year
Educational Renewal License (KL4863RAVFQ);

— IlpaBa Ha mporpamMmmHoe obecnieuenue s padbotel ¢ PDF-nokymenramu ABBY'Y FineReader

15 Business;

€80000HO pacnpocmpansemvie NPOSPAMMbL.

— 77 — nporpamMmma-apxuBarop;

— Adobe Acrobat Reader — nporpamma jyist urenust PDF ¢aiinos;

— Mozilla Firefox, Yandex — nuntepuer-Opay3epsl.

[Tpu ocymiecTBiIeHHH 00pPa30BaTEIBLHOTO MpoIecca O0YUYaIOUIMMUCS U MIPernoaBaTesieM UCIOb-
3YIOTCS Ccreayronie uH(popMauonHeie cripaBodnbie cucteMbl: DbC «Aulludpoykey, CIIC «Kon-
cynbtanT mwitocy, CIIC «"apanty, CIIC «Pedepent», CIIC «Armap Uudoy.

8.2. Ocobennocmu peanuzayuu OUCYUNIUHBL OJI1 UHBAAUOO8 U JIUY C O2PAHUYEHHBIMU BO3MOINC-
HOCMAMU 300P08b5

Jliist o0y4aronuxcs ¢ OrpaHMYEeHHBIMUA BO3MOXHOCTSIMU 3/I0POBbBSI CO3JIaHbI CIICIIHALHBIC YCIIO0-
BUS JUIS TONY4YeHHUS 0OpazoBaHus. B 1ensiX JOCTYMHOCTH MOJYYEHHS BBICIIETO OOpa3oBaHHs IO
00pa30BaTeILHBIM IMPOTPAMMaM HHBAUIAMHE H JIUIIAMH ¢ OTPAHUYCHHBIMHA BO3MOXXHOCTSIMHU 3JI0POBBS
YHHUBEPCUTETOM 00€CIIeYNBaACTCS:

1. AnpTepHaTUBHAS Bepcus OUITUAIBHOTO caiiTa B ceTH «HTepHeT» ISl cTaOO0BUISIINX;

2. 151 MHBAJIUI0B C HAPYIIEHUSMU 3peHUs (CcIaboBUAsIINE, CIICTbIe):

- MPUCYTCTBUE ACCUCTEHTA, OKAa3bIBAIOIIEr0 00ydaroueMycsi He0OX0UMYIO TTOMOIIb, Ty0-
JUPOBAHUE BCIYX CIPABOYHON MH(OpPMAIIMK O pacIMCAaHUU YICOHBIX 3aHATHH; HATMYUE CPEJICTB IS
YCUJIEHUSI OCTaTOYHOTO 3pEHHs, OpalIeBCKOM KOMIBIOTEPHONH TEXHHUKH, BHJEOyBEITUUYHUTENCH,
porpaMM HEBH3YyaJIbHOTO JOCTyNa K WH(OpPMAIWK, MPOTPaMM-CHHTE3aTOPOB PEeUd U JIPYTHX
TEXHUUYECKUX CPEACTB MpueMa-nepeaaun yueOHol nHpopMaluu B JOCTYNHBIX (popmax ans oOydaro-
IIUXCS C HAPYIICHUSIMU 3PCHHS,

— 3a/1aHus JJi BBITIOJTHEHHS Ha 3a4eTe 3aUUTHIBAIOTCS ACCHCTEHTOM;

— MUChMEHHBIC 3aJ]aHMs BBITIONHAIOTCA HA Oymare, HaIMKTOBBIBAIOTCS aCCUCTEHTY 00y4aro-
IIAMCS,

3. Jlns WHBAIWIOB M JIUI[ C OTPAaHUYEHHBIMH BO3MOXKHOCTSMH 370POBbs MO CIyXy (ciaabociibl-
miaiue, rIyxue):

— Ha 3aueTe MPHUCYTCTBYET ACCHCTEHT, OKa3bIBAIOIIUN CTYIEHTY HEOOXOIUMYIO TEXHUYE-
CKyI0 TIOMOIIb C yY4€TOM WHIUBUAYATbHBIX OCOOEHHOCTEH (OH MOMOraeT 3aHsATh padouee MecTo,
MIePEIBUTATHCS, TPOYUTATH U OPOPMUTH 3aIaHHUE, B TOM YHCIIE 3aITUCHIBAS 11O/ TUKTOBKY);

— 3a4eT MPOBOJUTCS B MUCbMEHHOU (hopMme;

4. JInsg MHBAJIUIOB U JIUI[ C OTPaHUYCHHBIMU BO3MOXKHOCTSIMH 3[TOPOBBS, UMEIOIIUX HapyIICHUs
OIIOPHO-ABUTATEIFHOTO amnapara:

— CO3/aHbl MaTepPHAIbHO-TEXHUYECKHE YCIOBHS O0ECIeunBaronue BO3MOXKHOCTh Oecrpe-
MATCTBEHHOTO JOCTYMa OOYYaroIMXCs B y4eOHBIE TMOMEIIEHUs, OOBEKTy MUTAaHWs, TyaJeTHbIE U
JIpyTHE TIOMEIICHUS YHUBEPCHTETa, a TakKe NpeOBIBaHWS B YyKa3aHHBIX TOMENICHHSX (HAJTUYHE
pacUIMPEeHHBIX IBEPHBIX MPOEMOB, TIOPYUYHEHN U IPYTUX MPUCIIOCOOTCHHIA);

- MUChMEHHBIC 3aJaHWs BBITIONHSIIOTCS HAa KOMITBIOTEPE CO CHEIHAIM3HPOBAHHBIM TIPO-
IPaMMHBIM 00€CIICYeHUEM HITH HaIMKTOBBIBAIOTCS ACCHCTEHTY,

— 0 JKEJIAHUI0 00YJaroIIerocst 3a4eT MPOBOAUTCS B YCTHOM (opme.

OOyyaromuecs U3 4HCIa JIUI C OTPaHUYCHHBIMU BO3MOXKHOCTSIMH 3JI0pPOBbsI 00€CIIEUEHBI dJICK-
TPOHHBIMH 00pa30BaTeILHBIMH pecypcaMd B (OpMax, aJIalTHPOBAHHBIX K OTPAHUYCHHSIM HX
3/10pOBBS.

Mamepuaﬂbﬁo—meXHuquKoe obecneyenue 0uCI4MI”l]ZquZ 0151 UHBANIUOO0E U JUY ¢ oeparnu-
YEHHbIMU BO3MONCHOCMAMU 300p06bﬂ

HanmenoBanue criemuaabHBIX * 110- OCHAaIIEHHOCTD CIIELHMAIBHBIX I10- [TepedeHs MUIIEH3MOHHOTO MPO-
MEIIEHUH U IOMEIIEHHUH IUIST caMo- MEIIEHNH 1 TOMEILEHUH JIs CaMO- rpaMMHOTO o0ecrnieueHus. PexBu3u-
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CTOSITENBEHON paboTh

CTOSITEJILHON paboThI

ThI MIOATBCPKAAIOMICTO JOKYMCHTA

AynuTopus Uil CAMOCTOSITEIbHOMN
paboTHI M KOJIEKTUBHOTO MOJIb30-
BaHMS CIICIIMATbHBIMHA TEXHUIECKH-
MH CPEACTBAMH JUIs 00ydeHHs UH-
panuaoB u aur; ¢ OB3 B KBI'Y,
aymuropus No 145

I'naBub1i kopriyc KBI'Y.

- Komrutext yueOHol mebenu: cro-
JIBI ¥ CTYJIBS U1 oOy4arormmxcst (3
koMImiekTa); CTOMN JIJIsl HHBAJTHIOB-
komsgcounukos (1 mr.); Kommnsrotep
C TMIOJKITIOYEHUEM K CETH U IIPO-
rpaMMHBIM obecrieueHneM (3 miT.);
CrenmanpHas KIaBuatypa (C yBewH-
YEHHBIM Pa3MepOM KIIaBHILI, CO CIIe-
LIMAJIBHOW HAKJIaJIKOW, OTpaHUYH-
BAIOILEH CIIy4allHOE HAa)KaTUE CO-
cenHux Kiasum) (1mr.);

[puHTep amst neyatu pesbedHo-
To4YeyHbIM 1pudTom bpaiins VP
Columbia (1 mt.); [TopTaTHBHEIHA
TaKTWIBHBIA quctiied bpaitns
«Focus 14 Blue» (coBMecTUMBII ¢
IUTAHIIETHBIMH yCTPOUCTBAMH,
cmaptdonamu u [1IK) (1 mwrT.); Byma-
ra Ayt eYaTy pesibepHO-TOYECTHBIM
mpudrom Bpaiinst, coBmectimoro ¢
npunrepom VP Columbia; Bu-
Jle0yBEINUUTENDb TOpTaTUBHbIM HV-
MVC, nuaronans 3kpana — 3,5
nroiima (4 mwt.); CxaHupyromas u
gutaromas MamuHa SARA-CE (1
mrt.); J>KOHCTHK KOMITBIOTEPHBIHA
aIanTHPOBAHHBIN, OecTIpoBOHOM (3
mit.); becripoBonnas Bluetooth rap-
HHUTYypa ¢ KOCTHOH IIPOBOJUMOCTBIO
«AfterShokz Trekz Titaniumy (1
mr.); [IpoBogHas rapHUTYpa C
KOCTHOHM IIPOBOJIUMOCTBIO
«AfterShokz Sportz Titanium» (2
mt.); [IpoBoHast rapHUTYpa
Defender (1 wr.); [TepconanbHblii
xommyHHKaTop EN —101 (5 mt.);
CneunanbHble KIaBUaTypsl (C yBe-
JIMYEHHBIM Pa3MepoM KJIAaBUII, CO
CHeIUaIbHOM HaKJIaJKOM, OrpaHu-
YUBAIOUIEH ciryyaliHOe HaXaTue
coceHMX KiaBui); KnaBuatypa
alaliTUPOBAHHAs C KPYITHBIMU
KHOIIKaMH + IUIaCTHKOBas HAaKJIa/IKa,
pazaensronias kjiaBuiu, becrpo-
BoaHast Clevy Keyboard + Clevy
Cove (3mT.); JIKOWCTUK KOMITBIO-
TepHbIi Joystick SimplyWorks Gec-
npoBoaHOH (3mT.);

Hoyt0yxk + npucraBka s aii-
TpekuHra Kk Hoyroyky PCEye Mini
(1 ).

Iponykxtert MICROCOFT (Desktop
Education ALNG LicSaPk OLVS
Academic Edition Enterprise)
nmomnucka (Open Value Subscrip-
tion) No V 2123829

Kaspersky Endpoint Security Cran-
nmaptHbIi Russian Edition No
JInuensuu 17E0-180427-50836-287-
197.

[TporpamMmel IS CO31aHUS U PelaK-
THUPOBaHUs CyOTUTPOB, KOHBEPTHU-
pylolee peyb B TEKCTOBBIN H )KECTO-
BBII (pOpMaThl Ha IKpaHe KOMITbIO-
Tepa: Maiikpocodt JAUKTEHT:
https://dictate.ms/, Subtitle Edit,
(«Cypmodon» (becraTHbIe).
ITporpamma HEBU3yaJIbHOTO JOCTYIIA
K MH(QOPMALNK Ha SKpaHE KOMIIBIO-
tepa JAWS for Windows (Gecrat-
Has);

[Iporpamma st YTe€HUS BCIYX TEK-
cToBbIX Qaiiios (Tiger Software Suit
(TSS)) (HoMep nunIeH3UN
5028132082173733);

[Tporpamma 3KpaHHOTO JOCTYTIA C
CHHTE30M PEUH JUIS CIEIBIX U ClIa-
ooumsanux (NVDA) (6ecrumaTHas).

*CHGIII/IaJ'ILHLIC IIOMCIUICHHUA - y‘-Ie6HI)Ie AyAUTOPUU IJId IPOBECACHUA 3aHATUI JICKIIMOHHOI'O THUIIA, 3aHATHH CeMU-
HapCKOTo TUIIa, KYpCOBOI'O MPOCKTUPOBAHUA (BLIHOJ'IHCHI/IH KYypCOBBIX pa60T), TpyHnIoBbIX U UHAWUBUAYAJIbHBIX KOH-
CyﬂbTaHHﬁ, TEKYILIETO0 KOHTPOJIA U HpOMe)KyTO‘IHOﬁ aTTeCTalluy, a TAKXC IIOMECIICHUA 11JIA CaMOCTOSITSIILHOM pa60—

ThI
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Ipunoxenne 1

JUCT NBMEHEHU (JIOIIOJTHEHUI)

B pa0o4yto MporpamMmy Mo JUCHUILIMHE «Jl0KyMEHTallMOHHOE 00eCIeYeHHE YIIPABICHUSD 110
HaIIpaBJICHUIO
noarotoBku 38.03.02 — MenemxmenT; [Ipoduas MapkeTuHr Ha y4eOHBIN TOT

Hepeqenb BHOCHMBIX

Nen/m daevent (nynxr) PIIT U3MeHeHn (I0N0JIHeHNH)

IIpumeyanue

OO6cyxeHa U peKOMEHJ0BaHa Ha 3acelaHuu Kadeapbl MEHEIKMEHTa U MapKe-
THUHTa NPOTOKOJ No or" " 20 T

3aBenytomuii kadeapoi / /
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puioxenne 2

Pacnpeue.ﬂe}me 0ajL10B TEKYLIEro u pyﬁemnoro KOHTPOJIHA

Cymma b6annos

Nen/in Buo konmponz Obwasa cymma | 1-a mouka 2-a mouka | 3-a mouka
1- | HHocewenue 3anamuii 00 10 bannos 003 0. 00 30. 00 46.
2- | Tekywuii Koumposv: 00 30 6annos 00 10 6. 0010 6. 00 106.
3. | PybescHulii KOHmMpoJib 00 30 6annos 00 106. 0010 6. 00 106.
TECTHPOBAHNE ot 0- 10 126. | o1 0- 10 46. | oT 0- 10 46. | oT 0- mo 40.
KOJUIOKBUYM ot 0 mo 186. or0m066.| otr01066. | or 0 710 6 6.

Hmozo cymma mexywiezo u py-
0eI)HcHO20 KOHMPOIA 0o 706annos 00 230. 00 230 00 246

Hepsplii 3Tan  (0a30Bbli)ypoBeHb) —
OLIEHKA «Y/J10BJIETBOPHTEIbHO»

He MeHee 36 0.

He meHee 12 6.

He menee 12 6

He menee 12 0

Bropoii 3Tan (IpoaABUHYTHIH)ypOBEHb) —
OIIEHKA «XOPOIIO»

menee 70 6.
(51-69 6.)

Menee 23 6

menee 23 0

MeHnee 240

Tpernii 3Tan  (BBICOKMIi ypOBeHBb) -
OIICHKA «OTJIMYHO»

He menee 70 0.

He MeHee 23 6.

He MeHee 23 6

He MeHee 240
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Ipuioxkenue 3

IHIxana ouyenueanus naanupyemvix pe3yaiomamos o0yuenus

Texymmii u pyoe:KHbIA KOHTPOJIb

CemecTtp [Ikana oneHUBaHUA
0-35 Gamos 36-50 6amtoB 51-60 6amroB 56-70 6annos
YactuuHoe mnocemenue | ITomnoe mnu yactuuHoe | Ilomnoe mnu wactuu- | Ilonnoe TocelieHne
ayQUTOPHBIX 3aHATHH. | IOCEIEHHEe  ayJUTOp- | HOE MOCELICHHEe ayAu- | ayAUTOPHBIX 3aHATHI.
HeynoBnerBoputenbHoe | HbIX 3aHATHM. YacTH4- | TOPHBIX 3aHATHH. IlonHoe BBINOJIHEHUE U
BBIIIOJIHEHNE  J1abopa- | HOE BBHINOJNHEHHE M 3a- | IlonHOe BBINONHEHME | 3ammTa JabOpaTOPHBIX
TOPHBIX W TIPaKTH4e- | IIUTa JIAOOPAaTOPHBIX M | M 3amuTa JabopaTop- | M NPAKTHYECKHX 3aHsi-
ckux pabor. Ilnmoxas | mpakTHuecKMX  padoOT. | HBIX M NPAKTHYECKHX | THH. BrimomHeHue Te-
MOJTOTOBKA K OanibHO- | BeImosHeHne TecTOBBIX | paboT. BhImonHEHME | CTOBBIX 3aJaHUN, OTBE-
PEWTHHTOBBIM  MEpO- | 3aJaHWH, OTBETHl HA | TECTOBBIX  3aJaHUH, | Tl HAa KOJJIOKBUYME Ha
npuatusM. CTyIeHT He | KOJUIOKBUYME Ha OICH- | OTBETHl Ha KOJJIOKBH- | OLIEHKH OTIMYHO».
JIOITyCKaeTCsl K MpoMe- | KU «yIOBJICTBOPHUTENb- | yME Ha OLEHKH «XO-
YTOYHOH aTTecTaluu HO». pouIoy.
Hpomeofcymouuaﬂ ammecmauus
CemecTp [IIxana oneHUBaHUS
HeynoBnerBoputenbHo Y 10BIETBOPUTEIHHO Xopo1io OTnuyHO

(36-60 6amoB)

(61-80 6amtoB)

(81-90 6amoB)

(91-100 6ammoB)

Cryaent umeet 36-60 6anioB mo
WUTOTaM TEKYIIETO U PYOEKHOTO
KOHTPOJIsI, Ha Odk3ameHe (mud.
3a4ere) He Jaj TOJHOTO OTBETa
HU Ha OJIFH BOTIPOC.

CryzneHt umeer

36-45 6amioB 1O WTOTaM TEKY-
IIeT0 U pyOeKHOTO KOHTPOIIS, Ha
9K3aMeHe (mud. 3adere) man
TIOJHBIN OTBET TOJBKO HAa OIUH
BOIIPOC

Crymentr wumeer 36-50
0ayuIoB 1O HTOTaM TEKy-
Ier0 ¥ pyOeKHOTO KOH-
TPOJIsi, Ha dK3ameHe (Iud.
3a4ere) Jal TOJHBIA OT-
BET Ha OJMH BOIPOC H

4acTHYHO  (TTOJTHOCTBIO)
OTBETHII HA BTOPOH.
Crynenr wumeer 46-60

0aJUIOB 1O WTOTaM TEKY-
mIero U pyOeKHOTO KOH-
TPOJIsi, Ha dK3amMeHe (aud.
3a4ere) Jall TOJHBIA OT-
BET Ha OJUH BOMPOC WA
YaCTUYHO OTBETHII Ha 00a
BOIIPOCA.

CTyeHT WMeeT 1O HWTO-
raMm TEKyIero u pyoex-

HOoro KkoHtponsa 61-70
0ayloB  Ha  DK3aMeEHe
(mud. 3adere) He gan

MOJIHOTO OTBETa HH HA
OJIMH BOTIPOC.

Crynent umeet 51-60
0aIOB O  HMTOTaM
TEKYIIEro U pyOexkHO-
ro KOHTpOJIS, Ha 3K-
3ameHe (mud. 3auere)
JTaJI TIONTHBIN OTBET Ha
OIMH BOMPOC W Ya-
CTUYHO (ITOJTHOCTBHIO)
OTBETHII Ha BTOPOW.
Cryaentr umeer 61 —
65 GayIoB MO UTOraM
TEKYIIEero U pyOekHO-
ro KOHTpOJIS, Ha 3K-
3aMmeHe (mud. 3adere)
J1aJl MOJHBIA OTBET Ha
OIWH BOMPOC W 4a-
CTHYHO OTBETWJI Ha
BTOPOH. CryneHt
nmeer 66-70 OaiwioB
M0 WTOTaM TEKYIIEero
n pyOeXHOro KOH-
TPOJS, HA DJK3aMeHE
(mad. 3auere) gan
MOJIHBIA OTBET TOJIBKO
Ha OJTUH BOIIPOC.

Crynent umeer 61-70
0ayuIoB 1O WTOraM Te-
Kyliero u pyOeXHOTO
KOHTPOJIsI, HA dK3aMEHe
(mud. 3agere) nan mon-
HBIi OTBET Ha OJAUH

BOIIPOC ¥  YaCTUYHO
(TIOTHOCTBIO)  OTBETHII
Ha BTOPOIL.
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