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1. MecTo 1 e IMCHUILIHHBI (Moays1) B crpykTrype OITOIT
Huctiununa «JlokymMeHTaIlmoHHOE oOecrieueHre YIpaBiIeHUs» OTHOCUTCS K BapHATUBHOU
yacti b1 OIIOII no nanpasinenuto noarotoBku 38.03.02 MenemxmeHT. Tpy10€eMKOCTb TUCIUILITAHBI
COCTaBJIAET 2 3a4eTHBIC €IUHUIIEI.

“eJ'ISIMI/I OCBOCHUA NUCHUITIIINHBI ABJIAIOTCA.

W3yuenne nmucturuimHbl «JloOKyMeHTallMOHHOE oOOecIeueHrne YIpaBlIeHUs» 00ecrnednBaeT
OCHOBY TIOJTOTOBKM OakajJaBpOB B 00JaCTH MEHEHKMEHTAa B YaCTU BBIPAOOTKA KOMIICTCHIIHIA,
HEOOXOMMBIX B YIIPABIEHYECKON JIEATEIbHOCTH.

2. [Inanupyemble pe3yJbTaThbl 00y4eHHs 110 AUCHHUILIMHE (MOIYJII0), COOTHECEHHBIE ¢
IVIAHMPYEMBIMH pPe3yJibTATaAMM 0CBOEHMSI 00pa30BaTeIbHOI NMPOrpaMMbl (KOMIEeTEHIUSIMHU

BBIIIyCKHUKOB)

dopmupyeMble KOMIIETEHIMU

Ilnanupyembie pe3ybTaThl 00y4eHHs MO AUCHUILIHHE
(MomyJ10), XapakTepu3ylouue 3Tanbl (GopMupoOBaHMS

KOMIIETeH I H
OIIK-4 (cnocobrocmb 31 (OIIK-4)  3Harb  CTPYKTYpy H  CHOCOOBI
ocyujecmeanams 0enogoe obujenue U | TOKYMEHTUPOBaHUS HHPOPMAITUH.
nyonuYHble 8bICMYNIICHUS, 8eCU Y1 (OIIK-4) VYmerp mnpuMeHSITh  COBpPEMEHHbBIE
nepezo8opwl, CO8EUjaHUs, TEXHOJIOTHMH 00Pa0OTKU M XpaHEHHS JJOKYMEHTOB.
ocywecmenams oenosyio nepenucky u | Bl (OIIK-4) Buaagers COBpEMEHHBIMH  METOJAMHU
n000epAHCUBAMD INEeKMPOHHbIE JIeTTOTIPOU3BO/ICTBA.

KOMMYHUKAYUU)

1IK-8 (6ra0enue nasvikamu
OOKYMEHMANbHO20 OOPMIEHUS
peweHull 8 ynpagieHuu
ONepayuoHHoOU (NPouU3800CMBEHHOLL)

0estmenbHOCIU OP2AHU3aYULL Npu

BHEOPEHUU MEXHON02UYECKUX,

NPOOYKMOBLIX UHHOBAYULL UNIU

OP2aHU3AYUOHHBIX USMEHEeHU)

31 (IIK-8) 3HaTh aKkThl TEXHUYECKOTO PEryIMpPOBaHUS U
METOJMYECKHEe  MaTepuagbl MO0  JOKYMEHTHPOBaHUIO
nH(pOpMaIuu, BO3HUKAIOIIEH B MPOIecce YIpaBIeHYECKON
NeSITeIbHOCTH.

V1 (TIK-8) YMerb 0popMIIsATH Jeima, COCTaBIATh Ha HHUX
OIHCH, TOTOBUTH JIejla K Mepeaaye Ha apXUBHOE XpaHEHHUE.
B1 (IIK-8) Baagerb MeTOmaMu TEKYIIETO M apXHBHOTO
XpaHEeHUs JOKYMEHTOB;

Bl (IIK-8) Baamerb  NOHATHHHO-KAaTeTOPUAIBLHBIM
anmnapaToM MO JOKYMEHTOBEACHHUIO U JIEJIONPOU3BO/ICTBY.

IIK-11 (81a0enue Hasvikamu aHaiusa
ungopmayuu 0 GYHKYUOHUPOBAHUU
cucmemvl GHYMPEHHE20
OOKYMeHmMo0oOopoma opeanu3ayui,
6ederuss 0a3 OAHHBIX NO PA3IUYHBIM
nokazamesnsm u opmMuposanus
UHOpMayuoHHo020 obecneyeHus
VUACMHUKO8 OP2AHU3AYUOHHBIX
npoeKmos)

31 (IIK-11) 3Hath coBpeMeHHble HH(POPMAIMOHHBIE
TEXHOJIOTMH B OOJIACTH AJIEKTPOHHOTO JICJIONPOU3BOACTBA U

JOKyMEHTO000poTA.

Y1 (IIK-11) V¥Ymers WucCHoib30BaTh NPOTrpaMMHBIE
HOPOAYKTHl s aBTOMAaTU3allMd  YIPaBICHYECKUX
IIPOLIECCOB;

VY2 (IIK-11) ¥Ymerp wucnomb3oBartb B paboTe ¢

JIOKYMEHTaMH COBPEMEHHbBIE CHUCTEMBI YIIpaBlIeHUsI 0a3aMu
JAHHBIX U CUCTEMbl BHYTPEHHETO IOKYMEHTO000pOTa;

VY3 (IIK-11) ¥YmeThb OpraHW30BBIBaTH AIICKTPOHHYIO
CHUCTEMY JIOKYMEHTOOOOpOTa Ha 0a3e COBPEMEHHBIX
MIPOrPaMMHBIX MTPOAYKTOB.

B1 (IIK-11) Bragers nH(OpMAallMOHHBIMU TEXHOJIOTUSMU
B 005macTM  3JEKTPOHHOTO  JEJIONPOU3BOJACTBA U
BHYTPEHHET0 JIOKYMEHTO000pOTa;




dopmMupyeMble KOMIIETEHIIHU

Ilnanupyembie pe3ybTaThl 00y4eHHs MO AUCHUILTHHE
(MomyJ10), XapakTepu3ylouue 3Tanbl (GopMupoOBaHMS
KOMIIeTEeH LI

B2 (I1IK-11) Baaaers npaBuiaMu MOATOTOBKH M PaOOTHI €
OJICKTPOHHBIMU AOKYMCHTaMH B COOTBETCTBUU cO
CTaHJapTaMH.

3. CTpyKTypa u coaep:KaHue IUCHUIINHBI (MOIYJIA)

O0beM AUCIUTUTMHBI (MOIYIIS) TSl OYHOM (hOpMBI 0OYUEHHUS COCTABIISIET 2 3a4ETHBIC CAMHUIIBI,
Bcero 72  daca, W3 KOTOpBIX 33 wdaca cOCTaBlsieT KOHTakTHas paborta oOydaromerocs c
npenogaBarenemM (16 yacoB 3aHATHUS JEKIIMOHHOTO TUIIA, 16 9acoB 3aHATHS CEMHUHAPCKOTO THMa, 1 Jac
TEKYIIUHA KOHTPOJIIh), 39 4acOB COCTABIISIET CAMOCTOsITENIbHASL paboTa 00ydaromerocs.

OO0beM JTUCHUTUIMHBI (MOIYJS) I 3a09HOM (OpMbI OOYYEeHHsSI COCTaBisieT 2 3a4eTHHIC
€IUHUIIBI, BCEro 72 yaca, W3 KOTOPBIX 9 4acoB COCTaBIsieT KOHTaKTHas paboTa oOydaromierocs c
npenojaasaresnieM (4 yaca 3aHATHSA JIEKIIMOHHOTO TUMa, 4 Yaca 3aHATHS CEMUHApCKOro tuma, | yac
TEKYIIUH KOHTpOJIb), 4 dYaca MEpONpHUATUS NPOMEKYTOUHOM arrectauud, 59 4YacoB COCTABIIAET
CaMOCTOSITeNIbHAs paboTa 00yJaroIIerocs.
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Tema 1. OcHOBHBIE
TIOHSTHUS U
TEPMHUHOJIOTHUS
JOKYMCHTAITMOHHOT'O 0, 0,
T — 810191210 5 210 5 0Ojo0o|0|4]|0]|]1]|4]0O0 8
yIIpaBIICHUS,
HOpPMAaTHBHO-
Meroauyeckas 0aza
JICJIOTIPOU3BOICTBA
Tewa 2. QBure wololol2lo|%[2]0[%|o0]ololalol1|6]0] 3
npaBuiia 0QOopMIICHHS 5 5
JIOKYMEHTOB
Tema 3. myo{9(2)0j0(4j0j(0,10j010|6(0|1]|5]0 8
VYnpasneHdeckas 5 5
JIOKYMEHTAITHSL:
TpeOOBaHUS K




HaumenoBanmue n Bcero B ToMm uncne

KpaTkoe cofiep:kaHue | (4achl) KonTakTHas padora (padoTa Bo B3aNMO/JIeiiCTBUH ¢
pa3jeioB U TeM NpenogaBaresaeM), 4achl
AUCHUILTHHBI U3 HUX

(Monyns),

¢opma
NPOMEKYTOYHOM
aTTecTanuu no
AUCHMILINHE
(Mony.110)

CamocrosiTeTbHASK
padora
00y4JaroIerocs, 4Yachol

Bcero

3anaTus
CEMHHAPCKOro
THIIA
3angarus
Ouno-3aounas] J1a00PaTOPHOrO
THIA

3ausaTus
JIEKIIMOHHOI'0 THIIA

OqHaﬂ‘
3aoyHas
Ounas
3aoyHas
Ounas|
3ao4Has
Ounay|
3aouHas
Ounas
3aoyHas
OuHad|
3aoyHas

OuHo-3204Ha|
OunHo-3a04Ha|
OyHO-3a04Ha|
OuHo-3a04Ha]|
OunHo-3a04Has]

COCTaBJICHUIO U
odopmieHuto.
TexHomorust paboTsI ¢
JIOKYMEHTaMH

Tema 4.
JlokyMeHTUpOBaHUE
eI TENLHOCTH 5 5
KOJIErHaJIbHBIX
OpraHoB

Tema 5.
Jenonpous3BoacTBoO
10 BOIIPOCaM 210191410
TPYHOBBIX OTHOILIEHUM
(kagpoBoe
JIETIONPOU3BOJICTBO)

Tema 6.
Jlemonpon3BoacTBo

MO MUCbMEHHBIM U 10) 1102710 5 5
YCTHBIM 00paleHUsIM
TpaxaaH

Tema 7. Opranuzauust
JIOKYMEHTO060pOTA. 10210 21] 0 1 210 1 0] 0] 0] 4] 2 2 6 |0 8
OCHOBBI apXUBHOTO
ena

Kontpons
CaMOCTOSATENbHON
paboThI

MpomeixyTounas oy,o0(4;0;0;00(0(0j0O]O0O]0]0]O0O]0(O07]0O0 0
arrecTanus - 3a4eT

HUTOIO: 721317216 0| 4 (16|04 | 0|0|O0][33]3]|9]3]0 59

Conepxxanne TUCHATUINHBL (MOIVIIA):

Tema 1. OCHOBHBbIE OHATHS H TEPMUHOJIOTHS JOKYMEHTAIIHOHHOTO 00ecneYeHusl yIpaBJIeHusl,
HOPMATHBHO-MeTOIHYeCKasi 6a3a 1eJIONPON3BOACTBA
OCHOBHBIC TIOHATHS U ONPEICIICHHS CIOMPOU3BOICTBA. 3a/1auu ICIOMPOU3BOICTBA.



CocTaB HOPMAaTHUBHO-METOJMUYECKOW 0a3bl JEJIONMPOM3BOJICTBA, 3aKOHOAATENBCTBO Poccuiickoii
®denepanuu, npaBoBbie akThl [Ipesunenta, IlpaButensctBa Poccutickoit ®denepanuu, (enepanbHbIX
OpPraHOB HCTOJHHUTEIHHOW BJIACTU B OOJNACTH JOKYMEHTAlMOHHOTO oOecrneueHus. ['ocymapcTBeHHBIE
CTaHJapThl Ha JIOKyMEHTaluio. locyrnapcTBeHHas cHCTEMa JIOKYMEHTAllMOHHOTO 00ecTeyeHus
yropapieHus. YHU(DUIMPOBAHHBIE cHCTeMbl NoKymeHTauuu. Llenu, 3amaumn, Qyakuuu cimyx0sr JJOV.
@yHKIMN JOKYMEHTA.

Tema 2. O0mue npaBujia opopMiIeHUs1 T0KYMEHTOB
Crangapruzanus u yHuuUKanus nokymeHToB. Knaccudukamus mokymeHtoB. HopmaTuBHBIE
TpeOOBaHUS K COCTaBY OCHOBHBIX PEKBU3UTOB U UX odopmieHuto. bianku nokymenToB. TpeboBanus K
W3TOTOBIICHUIO, YUETY, HCIIOIb30BAHUIO U XPAHEHUIO OJIAHKOB C BOCIIPOU3BEICHUEM TOCYIAPCTBEHHOTO
rep6a Poccutiickoit deneparuu, repooB cyorektoB Poccuiickoit deneparuu.

Tema 3. YnpapiieHuecKasi JOKYMeHTAIUA: TPeOOBAHMS K COCTABJIEHUIO U 0()OPMIIEHHIO.
TexHosorusi padoThl ¢ JOKyMEHTAMU

Cuctema OpraHu3allMOHHO-TIPABOBOM JoKyMeHTanuu. [loHsATHE W COCTaB OpraHW3aIllMOHHO-
paclopsSANTENbHBIX JIOKYMEHTOB, MX IOpHAWYecKkas cuia. PazpaboTka W yTBEp)KICHHE KOMILIEKCa
OpraHM3aIlMOHHO-TIPAaBOBBIX JOKyMeHTOB (YcraB, I[lomoxenwss 00 oOpraHm3aiui, CTPYKTYpPHBIX
MO/Ipa3IeeHUSX, KOJUIETUATIBHBIX U COBELIATENIbHBIX OpraHax; ITAaTHOE paclUcaHue; MHCTPYKLIUH 11O
OTJIETILHBIM BUAM JICSITEIbHOCTH; IOJDKHOCTHBIE MHCTPYKIIHH ).

Knaccudukanus u crpykrypa OPJl. OcHOBHOE Ha3HaueHHE PACTIOPSIUTEIBHON JOKYMEHTAIINH
(PI). IlpaBmma cocrtaBmeHus #u O(GOPMIICHHS OCHOBHBIX pPACHOPSAIUTEIBHBIX JOKYMEHTOB.
Cocrasnenue 1 opopmiIeHUE TPUKA30B.

Tema 4. JlokyMeHTHPOBaHHeE 1eSITeIbHOCTH KOJUIETHAJIBHBIX OPraHOB
JlesITeNbHOCTh  YYPEXKICHUH, pabOTAOIMX Ha OCHOBE KoJulernanbHOCTH. IlocraHOBKa
BOIPOCOB Ha OOCYXIEHHE KOJJIETHANbHbIX opraHoB. CTpykTypa Tekcra mnporokona. [lomHble u
KpaTKue GopMbl TPOTOKOJIOB.

Tema 5. /{es1onpon3BoACTBO M0 BONPOCAM TPYAOBbIX OTHOIIEHUI (KaJApoBoe 1eJ10NPOU3BOICTBO)

JIOKyMEHTHpOBaHUE TPYAOBBIX OTHOWIEHWNA. IloHATHE KaapoBOro JEIONPOU3BOACTBA.
JlokyMeHTBl MO JMYHOMY COCTaBy (KaapoBasi JOKYMEHTAlUs) U WX BUJBL: TPYIOBBIE OTOBODBI,
MPUKa3bl 10 JINYHOMY COCTaBY, TPYAOBBIE KHIKKHU. YHH(ULIMpPOBaHHbIE (POPMBI IEPBUYHON YUETHOM
JOKYMEHTAllMu 1o Tpyay U ero omiare. KoHpuneHInanbHOCTh JOKYMEHTOB MO JHUYHOMY COCTaBy.
OcobenHocTr 0hopMIIeHUS pe3toMe, 3asiBICHHH, aHKeT, aBToOnorpaduii.

Tema 6. [le10npon3BOACTBO N0 NUCHMEHHBIM M YCTHBIM 00pallleHUsIM IPaKIaH
Bunel oOpamienuil TpaxkiaaH: NpeUIOKEHHE, 3asBIIEHUE, Kanoba, TEXHOJOTus paboThl ¢
NUCHbMEHHBIMU OOpAIleHUs MM TpakJaH: MpHeM oOpalleHus, nepBuyHas oOpaboTKa, perucTparus,
JIOKJIaJl PYKOBOJUTEIO O 3apPETUCTPUPOBAHHOM OOpAIICHUU JJISl MPUHATHUS PelleHusl, KOHTPOJIb HaJ
UCTIOJIHEHHEM O0OpallleHHs, CHATHE C KOHTpOJIA, aHaiu3 oOpameHuil. PopMupoBaHHE el 0
obparmenusM rpaxaad. OCOOEHHOCTH TUYHOTO MTpUEMa TpaXKaaH.

Tema 7. Opranuzanusi 10KyMeHT0000poTa. OCHOBBI APXUBHOIO J1eJ1a
[Monstue o gokymeHTooO0poTe. CTpyKTypa M 00mIas XapaKTepPUCTUKA JOKYMEHTOIOTOKOB.
Bxopmsmue HOKyMEHTBI, UCXOAAIINE TOKYMEHTBI, BHYTpEHHUE NOKyMeHThI. OpraHuzamusi paboThl C
JIOKyMeHTaMu. Perucrpanus u yuyeT JOKyMEHTOB.
Kontpons ucnomuenns. Homenknarypa aen. @opMupoBaHUE U OpPraHU3AIUS XPAaHEHUS JIEI.
[lepenaua nen Ha XpaHeHHE B apXMBBl OpraHU3allUi, BEJIOMCTBEHHBIE, TOCYIapCTBEHHBIE U
MYHUITUTIATEHBIC APXUBHI.

4. O0pa3oBare/ibHbIe TEXHOJIOTHHU



KonkpeTHbie (opMBI, METOIBI U CPEACTBA OpPraHU3ALMM M IPOBEACHUS 00pa30BaTEIbHOTO
mpoIriecca MOTYT OBITh CIETYIOIINMH:

HeumuTanmoHHbIe TEXHOIOTUU O0YUEHHUS:

- JIGKIIUS M €€ PA3HOBUIHOCTH (TIPOOJIEMHAS JISKIIUS, JIEKIHsI-Oece1a, JIEKIUs ¢ IPUMEHEHUEM
00paTHOH CBS3M);

- CeMHHap;

- MOJIrOTOBKA JIOKJIA/I0B 110 TEMaM JTUCIMILIHHBI,

- KOHTpOJIbHAs paboTa;

- MUCbMEHHOE TECTUPOBAHUE.

HewrpoBbsie UMUTAIIMOHHBIE TEXHOIOTHU:

- QaHAJIN3 KOHKPETHBIX CUTYaIlHil;

- TPYIIIIOBBIE TUCKYCCHUH.

WrpoBble UMUTAIIMOHHbBIE TEXHOJIOTHH:

- Ipe3eHTaINH;

- JIGIOBBIE UIPHI (ATTECTAlMOHHBIE, TUJAKTHUECKUE).

5. YueOHO-MeTOIMYecKOe o0ecnedeHue caMOCTOSATeIbHO padoThl 00y4arouXxcs

CamocTosiTenibHasgs paboTa MPOBOAUTCS C LENbI0 YIIIyONeHUs 3HAHUW 1O JUCHMIUIUHE U
npeaycMaTpUBaeT:

- TOBTOpEHHE MPOUIEHHOr0 yueOHOro Marepualia, YTeHue peKOMEHJOBAaHHOM JINTEPATYPHI;
- TMOATOTOBKY K MPAKTUYECKUM 3aHATHIM;

- BBITIOJTHCHUC O6II_[I/IX U MHAUBUAYAJIbHBIX JOMAalIHUX SaﬂaHHﬁ;

- paboty ¢ IHTepHET U MPOUYUMH IEKTPOHHBIMU HCTOYHUKAMU;

- TOATOTOBKY K CJjaue 3ayeTa.

[TnanupoBaHKue BpeMEHHU Ha CAMOCTOATENbHYIO pab0OTy BayKHO OCYIIECTBIIATH HA BECh CEMECTD,
IpeycMaTpuBasi pu 3TOM IOBTOPEHHE MTPONHIEHHOTO MaTepHalia.

Camocmosmenvnas paboma cmyoeHmos, IPexKae BCETo, 3aKII0UaTcs B U3y4EeHUH JIUTEpaTyphl,
JTOTIONTHSIIOIIICH MaTepual, u3jaaraeéMplil B IEKIIMOHHON 4acTH Kypca. Heo0xommumMo oBiaieTh HaBBIKAMH
O6ubmuorpagduuecKkoro Moucka, B TOM YUclie B ceTeBbIX MIHTepHET-pecypcax, HayduThCs CONOCTABIATh
Pa3IUYHBIC TOYKHU 3PCHUA U ONIPEACTIATE MCTO/bI HCCHGHOB&HHﬁ.

[lpenmonaraercsi, 4YTO, MPOCIYLIaB JIEKIUIO, CTYAEHT JOJDKEH  O3HAKOMHUTbCA €
PEKOMEHIOBAaHHOM JIUTEPATypOi U3 OCHOBHOTO CITUCKA, 3aTeM OOpATHTCS K HICTOYHHUKAM, YKa3aHHBIM B
OoubmuorpaMueckux CHUCKaxX W3YYEHHBIX KHMI, OCYIIECTBHT IOMCK M KPUTUYECKYIO OLEHKY
Matepuaia Ha caiitax HTepHET, coOepeT HeoOXoauMYH0 HH(OPMAIIHIO.

Cy1miecTByeT HECKOIBKO METOJIOB PabOTHI € JINTEPATYpPOH.

OauH U3 HUX — MemoO noemopenus: CMbICII TPOYUTAHHOTO TEKCTa MOXKHO 3ay4MTh HAU3YCTh.
[TpocToe moBTOpeHHE BO3/AEHCTBYET HAa NMaMsATh MEXaHMYECKHU W MOBEPXHOCTHO. [lomyueHHbIE TakuM
MyTEeM CBEIEHMS JIETKO 3a0bIBAIOTCS.

HaubGonee >pPeKTUBHBIN METOA — MemoO OCO3HAHHO20 3ANOMUHAHUS: TIPOUYATAHHBIA TEKCT
HY)KHO TIO/IBEPTHYTh Ooublleii, 4yeM MNpocToe 3ayuyuBaHue, 00paboTke. YUTOOBI OCHOBATENBHO
oOpaboTtate HMH(pOpPMAlMIO, BAXHO TPOU3BECTH LENbIM  psAJ  MBICIUTENbHBIX  OMEpaIMid:
IMPOKOMMCHTHUPOBATL HOBBLIC JAHHBIC; OLCHUTH HUX 3HAYCHUE, IIOCTAaBUTHL BOIIPOCHI; COIIOCTAaBUTH
IIOJIyYEHHBIE CBEJCHMSI C PAaHEE N3BECTHBIMHU.

Hnst ymydmerus: o0paboTku HHGOPMAIMA OY€Hb BXKHO yCTaHABIMBATh OCMBICIECHHBIE CBSI3H,
CTPYKTYpUpOBaTh HOBBbIE CBeAeHMA. VI3yueHue HaydyHOU, ydeOHOW M WHON JuTeparypsl Tpedyer
BeleHusl pabounx 3amumceir. dopma 3ammceil MOXKET OBITH BEChbMa Pa3HOOOPA3HOW: MPOCTOW WU
pa3BEepHYTHIN IJIaH, TE3HUCHI, IIUTATHI, KOHCIIEKT.

[Ipu  noocomoske «  npomedcymounou  ammecmayuu no  OUCYUNIUHe  CIEIYET
PYKOBOJICTBOBATbCSl TIEPEUYHEM BOIPOCOB JJIS MOJrOTOBKH K 3a4eTy Mo Kypcy. [Ipu 3Tom HeoOxoaumo
YACHUTH CYTb OCHOBHBIX HOHATHH JOUCHUIIIINHBI.

[IpumepHBIE TEMBI JOKIIAIOB U COOOIICHUH:
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[ToaroroBka mpoekTa MpHKasza 1o OCHOBHOM JesITeIbHOCTH. Bupl mpuka3os.

[TonroroBka mpoexkTa KoMMep4eckoro (z1enoBoro) nucbMa. CTpykTypa nucbma. TpebGoBaHus K
UH(pOPMaLUH, coJepKalieics B MIChME.

PaboTa B opranax rocymapCcTBEHHOH BJIACTH C OOpAIICHUSIMH TPAXkKIaH.

Bunsl nucem. ITucbMo — npocb0a; MUCbMO — HAIOMUHAHUE; COTPOBOIUTENHHOE (JOTOBOPHOE)
MUCHMO; TAPAHTHIHOE MMUCHMO; TPETEH3UOHHOE MTUCHMO; TUTUIOMAaTHYECKOE TIHCEMO.

Cnoco6b! nepenaunt HH(GOPMALIUU: SJIEKTPOHHOE MUCHMO; (haKc; Telerpamma u Apyrue.
HopmartiBHBIE 1 OpraHU3aIMOHHBIE OCHOBHI JICJIONPOU3BOJICTBA.

JlokyMeHT0000pOT.

JIOKyMEHTHI JJ1s1 BHYTPEHHETO MOJIb30BAHUSI.

JIOKyMEHTBI JJ1s1 BHEILIHETO MOJIb30BaHUSI.

CnyxeOnass gokymeHrtamus. CoOIyTCTBYIONIME OOCTOSTENBCTBA: KOMMEpUYECKas TaifHa,
TUIIMYHBIE OLTHOKH.

. MeTonuka ¢popMHUpOBaHHUS JIEl, epeladll UX B apXUB, HCIIOJIH30BAHUS apXUBHBIX MaTEPUAIOB.
. Tunu4HbIe OMMUOKH B S3bIKE U CTUJIE TOKYMEHTOB.

. Meroayka peakTHpOBaHUS TEKCTOB JJOKYMEHTOB.

Bonpock! 17151 KOHTPOJIbHOM pabOThI:

1.

o

[Tonstue nnpopmanuu, vHGopMalKs Kak 00BEKT MIPABOBBIX OTHOILICHHH.
[IpaBoBas nndopmaius u ee CTpyKTypa.
[ToHsATHE NETONPOU3BOACTBA, €r0 LEIH U PYHKIUH.
3akoHOAaTeIbCTBO 00 MH(OPMAINH, IPABOBOE PETYIMPOBAHHE EIONPOU3BOICTBA.
ITopsimok  Mcnonb30BaHUsA — rocymapcTBeHHOro sAsplika  Poccuiickont  @Denepauuu  1pu
JIOKyMEHTUPOBaHUU O(ULIMaTIbHONW HH(OPMAIUH.
ITonsiTHE M BUIBI TOKYMEHTOB.
VYHudukanus u cCTanapTU3anus JOKyMEHTOB. YHU(PUIIUPOBAHHBIE CUCTEMBI JOKYMEHTAIIHUH.
CrpykTypa u cofep)kaHue JOKyMEHTa.
CocTaB u 0OCHOBHBIE TpeOOBaHUS K OPOPMIIEHUIO PEKBU3UTOB IOKYMEHTA.
. Opranu3anoHHO-PAaCTIOPSIAUTENBHBIE TOKYMEHTHI: IIOHATUE, COCTAB, IOPUINYECKAs CUIIA.
. Xapakrepuctuka (hefiepaibHOro 3aKOHA KaK IOKYMEHTA, €r0 CTPYKTypa U PEKBU3UTHI.
. OcHOBHBIE TpeOOBaHUS K 0(OPMIICHHIO PACTIOPIUTEIbHBIX JOKYMEHTOB.
. [loHATHE M Ha3HaUYEHNE OPTraHU3ALMOHHBIX JTOKYMEHTOB.
. UnpopmManimoHHO-ClIpaBOYHbIE TOKYMEHTHI: ONpeieTIeHue, BUIbI, (QYHKIIUH.
. CtpyKTypa, coaepxaHue U BUbI IPOTOKOJIOB.
. ITonsaTue u knaccupuKalys JOKYMEHTOB 10 JUYHOMY COCTaBY.
. YaudunupoBaHHble GOpMbI IEPBUYHON yUETHOU JOKYMEHTAIMH 110 TPYIY U €ro OIlIaTe.
. OCOGEHHOCTH JOKYMEHTHPOBAHHUS TPYIOBBIX OTHOILIEHUH.
. JJoKyMeHTOOOOPOT U TOKYMEHTOIIOTOKH.
. Peructparus u yuet 1okyMeHTOB. CHCTEMBI 3JIEKTPOHHOTO JIOKyMEHTOO00POTA.
. ®opmupoBanue nen. Homenknarypa nei.
. OcHOBHBIE TpeOOBaHUs K MOJTOTOBKE JIeJ JJIs IepeJaul Ha apXUBHOE XpaHEHHE.
. lenonpou3BoACTBO MO 00palleHusIM Tpaxk/iaH.
. 3aIuTa JOKYMEHTOB, COAEp KAINX IIEPCOHATIbHBIE JaHHbIE, KOMMEPYECKYIO TaliHY.
. JIOKYMEHTBI <1715 CITy>K€OHOT0 MOJIb30BAHU» U UX 000pOT.

6. @oHI OLIEHOYHBIX CPEACTB VIS IPOMEKYTOUYHOM ATTECTAIMM M0 JTUCHUILINHE (MOLYJII0),

BKJIIOYAIOIIHN

6.1. Ilepeuens komnemenyu 8binyCKHUKO8 0OPA308AMENbHOU NPOSPAMMYL C YKA3AHUEM Pe3yIbmamos
o0yueHus (3HaHUl, YMeHUll, 61A0eHUll), XapakKmepuzyliowux 5manvl ux GopmuposaHus, Onucaxue
nokazamernetl u Kpumepues OYeHU8aHUs KOMNEMEeHYULl Ha PA3TUYHbIX DMANAX UX HOPMUPOBAHUSL.



OIIK-4: crnocoOHOCTh OCYIIECTBIATH JI€IOBOE OOIIEHHE W IyOJIWYHBIE BBICTYIJICHUS, BECTHU

MIEPETOBOPHI, COBEIIAHUSA, OCYILECTBISATH JI€JIOBYIO IEPENUCKY U TOAJIEP>KUBATh AJIEKTPOHHbBIE

KOMMYHHUKAIIUH.
I/IHHHKaTOPLI OIEHKH C®@OPMHUPOBAHHOCTH KOMIIETEHIMIA
KOMIIeTeH I i 3aureno He 3aureno
YpoBeHb 3HaHUI COOTBETCTBYET WJIN
YpoBeHb 3HaHUH HUKE MUHUMAIIbHBIX NPEBBIIAET MUHUMAJIBHO JAOITYCTUMBIH B
3uanus TpeboBanuii. Umenun mecto rpyosie pamMKax MmporpaMMbl TOJATOTOBKH.
OIINOKH. Nmeromuecs ommoOKy HETpyOBIe HITH
OTCYTCTBYIOT.
ITpn pemenun craHgapTHBIX 3amad He | [IponeMoOHCTpUpPOBaHBI OCHOBHBIE
MIPOJEMOHCTPHPOBAHEI OCHOBHBIE | yMeHUs. JlomylieHHble TpH pelIeHUN
ymeHus. MimMenn mecto rpyOble OMMOKH. | THIIOBBIX 3aAa4  OMMOKM HE ObuM
Ymenus C OoNBIIMH 3aTPYOHCHUSIMHU | TPYOBIMH. [pakTueckne  3amaHus
BBINIOJHAIOTCS ~ NIPAaKTHYECKWE 33JaHMs | BHIIOJHEHHI B IIOJIHOM  WJIM B
WJIA HE BBITIOJIHSAIOTCS BOBCE. NpakTHYEeCKH  MOJHOM  o0beMe  Oe3

3HAUUTEJIbHBIX 3aTPYJHEHHH.

Hannyne HAaBBIKOB
(BJ1aieHHE ONIBITOM)

Ilpn penieHMH CTaHIOAPTHBIX 3agad He
MPOAEMOHCTPHPOBAHBI 0a30BbIC HABBIKH.
Hmenu mecto rpyOble OMIMOKH.

HNmeercss MUHUMaIbHBIA HAOOP HABBHIKOB
JUIA PEUmICHHs CTaHJApTHBIX 3ajad C
HEKOTOPbIMH HEJI0YETAMU

IlIxana oneHok mo
NMPOUEHTY NPABUJILHO
BbITIOJTHEHHBIX
KOHTPOJIbHBIX 3a1aHUH

0-50%

50-100%

ITK-8: BnaseHue HaBbIKAMHM JOKYMEHTAJIBHOTO O(OPMIIEHHUS PEUIEHUH B YIPaBICHUHN ONEPALMOHHON
(MTpOM3BOICTBEHHOI) AEATENbHOCTH OpPraHM3alUil MPU BHEAPEHUM TEXHOJIOIMUYECKUX, MPOTYKTOBBIX
WHHOBALIM{ UM OPraHU3allMOHHBIX U3MEHEHU.

Hupnkaropel OIEHKH COOPMUPOBAHHOCTH KOMIETEHIMIA
KOMIICTECHIH 3aureHo He 3aureno
YpoBeHb 3HaHHI COOTBETCTBYET WIIU
YpoBeHb 3HAHHH HIDKE MUHHMAJIBHBIX NPEBHINIAECT MUHUMAJIBHO JIOIYCTUMBIN B
3Hanus TpeboBanuil. Imenu mecTo rpybble paMKax MporpaMMbl OATOTOBKH.
OILIHMOKH. Nmerommecs ommOKn Herpyoble M
OTCYTCTBYIOT.
IMpn pemennn craHgapTHBIX 3amad He | [IpomeMoHCTpUpPOBaHbBI OCHOBHBIE
HPOAEMOHCTPHPOBAHEI OCHOBHBIC | yMeHHs. JlONyIIeHHBIE IpU pPEIICHUH
ymeHus. MMenn mecto rpyOble OMMOKHU. | THIIOBBIX 3aJa4 OMMOKKM HE ObUHM
Ymenns C OospIIMMH 3aTpyAHEHUSIMU | TPYOBIMH. [IpakTnyeckne  3agaHus
BBINIOJIHSIOTCS ~ MPAaKTHYECKHE 3aJaHus | BHIIOJHEHHI B TIOJIHOM  WMJIH B
WIIN HE BBIIOJHAIOTCS BOBCE. NPaKTHYeCKH MOJHOM  o0wveme  Ge3

SHAYUTCIBbHBIX SaT'py,HHCHPlﬁ.

Hanuyne HaBbIKOB
(BJ1a/IeHHE ONBITOM)

[lpy penieHHH CTaHIOAPTHBIX 3agad He
IIPOJIEMOHCTPUPOBAHBI 0a30BbIE HABBIKH.
Vimenu mecto rpyOble OLIMOKH.

HNmeercss MUHUMAaNbHBIN Ha60p HaBBbIKOB
I peUICHUs CTAaHAApPTHBIX 3adad C
HCKOTOPBIMH HEAOUCTAMU

IIxaja oneHoxk mo
NMPOLEHTY NPAaBUJILHO
BbINOJIHEHHbIX
KOHTPOJIbHBIX 3a/1aHU

0-50%

50-100%

IIK-11: BnajgeHue HaBbIKAMU aHaidu3a MHQOpPMALKU O (PYHKIMOHMPOBAHMMU CHCTEMBI BHYTPEHHEIO

IlOKyMCHTOO60pOTa

OpraHu3anuvu,

BeneHus 0as

JaHHBIX TI0 PAa3JIMYHBIM IIOKa3aTciiiM U

dhopmupoBaHus HHPOPMAITMOHHOTO 00ECTICYCHHS] YIACTHUKOB OPTaHU3aIIMOHHBIX TPOESKTOB.

NHpukaropsl

OIIEHKM C®OPMHUPOBAHHOCTH KOMIETEHIUI




KOMIeTEeHIM 3aureHo He 3auteHo
YpoBeHb 3HaHHI COOTBETCTBYET WIIN
YpoBeHb 3HaHUH HUKE MUHUMAIIbHBIX NPEBBIIIAET MUHUMAJIBHO JOITYCTUMBIH B
3Hanus TpeboBanuii. Imenun mecto rpyosie paMKax MporpaMMBbI IIOATOTOBKH.
OIIMOKH. Nmeromuecs ommoOKy HETpyOBIe WITH
OTCYTCTBYIOT.
IMpn pemenun craHgapTHeIX 3anad He | [IponeMoHCTpUpOBaHBI OCHOBHBIE
MPOJEMOHCTPHPOBAHEI OCHOBHBIE | yMeHus. JlomylieHHble TNpH pelIeHUN
ymeHus. MiMenn mecto rpyOble OMMOKH. | THIIOBBIX 3aAad OMMOKM He Obum
YmeHus C OoNbIIMH 3aTPYOHEHUSIMU | TPYOBIMH. [pakTuueckne  3amaHus
BBINOJIHSAIOTCS ~ NPAaKTHYECKHE 33JaHus | BHIIOJHEHHI B IIOJIHOM  WMJIM B
WJIA HE BBITIOJIHAIOTCS BOBCE. NpakTHYEeCKH  IOJHOM  o0beme  0e3

3HAUUTEJIbHBIX 3aTPYIHEHHH.

Haanyue HaBBIKOB
(BJ1a/IeHHE ONIBITOM)

[lpn penieHHH CTaHIOAPTHBIX 3agad He
HPOAEMOHCTPUPOBAHbI 0a30BbIC HABBIKH.
Himenu mecto rpyOble OMIMOKH.

Nwmeercs MUHUMAIBHBIM HA00p HABBIKOB
JUIL  pEIIeHus] CTaHJapTHBIX 3a7aq C
HEKOTOPBIMH HEI0UeTaMu

IlIxana oneHok mo
NMPOLEHTY NPABUJILHO
BbINOJHEHHBIX
KOHTPOJIbHBIX 3a1aHUH

0-50% 50-100%

6.2. Onucanue wxan oyenusanusl.

3a4eT NMpPOBOIUTCS B YCTHOH (popMe 1Mo yTBEP)KAEHHBIM 3aBEAYIOIIMM Kadeapoil (AUpeKTopoM
¢wimana) Owneram. OOs3aTeNbHON SBISIETCS TOATOTOBKA CTYJAEHTOM pa3BEPHYTOrO OTBETa IIO
CYILIECTBY BOIIPOCOB OWJIEeTa, Ha YTO OTBOXUTCS He MeHee 45 MuHYT. Ha 3auere He nomyckaercs
HaJIuyue y OOy4yarouuxcsi IOCTOPOHHUX IIPEIMETOB, B TOM YHCIE TEXHUYECKUX YCTPOMICTB
(MOOMIBHBIX TeNneOHOB M IIp.), IOJb30BAHHWE KOTOPBIMM MOXET 3aTpyAHUTh MO0 cienaTb
HEBO3MOXKHOW OOBEKTHBHYIO OIICHKY pE3YyJIbTaTOB IPOMEXKYTOUHOW arrectanuu. OOydaromuecs,
HapylIMBIIME TpaBWia TPOBEJCHMUS 3adeTa, [0 PELICHUI0 »HK3aMeHaTopa U 3aBeAYyIOILEro
COOTBETCTBYIOIIECH Kadeapoil MOTyT OBITh yHaJeHbl W3 ayaguTOpuH. IIpym 3TOM B SK3aMEHAIIMOHHYIO
BEZIOMOCTh yAaJIEHHOMY C 3ayeTa CTYJIEHTY MpOCTaBIseTCs OLEHKa «He 3auTeHo». [Ipu mpoBeneHun
3a4eTa B YCTHOW (opme Mo OujeraM OIICHHMBAIOTCS OOIIee MOHWMAHHE CTYACHTOM COACPKaHUS U
CTPYKTYpBl BONpOCA, MOJIHOTA PACKPBITUS KAKJIOTO M3 3JIEMEHTOB BONPOCA, CTENEHb BIAJACHUSA
0a30BOM  TEPMHMHOJIOTHEW, [OHMMAaHME MPUMEHUMOCTH U  OCOOCHHOCTEH  MPaKTUYECKOTrO
UCTIOJIb30BaHMsI M3JIaraéMbIX TEOPETUUYECKHUX TOJOKEHUH. OK3aMEHATop [UIl YTOUHEHMS OLICHKH
BIIpaBe 33JaBaTh JOIMOJHUTENIBHBIE BOIIPOCHI, IPEAYCMOTPEHHbBIE paboyell mporpaMmMoi.

VYpoBeHb 3HaHMH, O0yJarOIIMXCS OMPEAENsIeTCs CIeIYIOIUMH OLIEHKAMH: «3aYT€HO» U «HE
3aYTEHOM.

VYcI0BUSME OLICHUBAHUS PE3yIbTaTOB OCBOCHHUS AUCLUIUIUHBI SBIISIOTCS:

- BAIUAHOCTD (OOBEKTHI OLIEHKH JJOJDKHBI COOTBETCTBOBATH ITOCTABJICHHBIM IIEJIIM O0yUEHHUS);

- IOJTHOTA U a/IeKBaTHOCTh OTOOpaXkeHUs TpeOoBaHUi oOpazoBaresnbHoro cranaapra u OINOII;
Ha/Ie)KHOCTbH (MCIOJIb30BaHUE €IMHOOOPA3HBIX CTAHAAPTOB U KPUTEPUEB OLICHUBAHNSA);
CIPaBEAJIMBOCTh (pa3Hble CTYICHTHl JOJDKHBI MMETh paBHblE BO3MOXKHOCTH JOOMTHCS

ycrexa);
- 3¢ EKTUBHOCTH (HE OTHUMATh MHOTO BPEMEHH y CTYJCHTOB M IPEToiaBaTeiei);
- obecrieueHne penIeHus OLIEHOYHOM 3aJauH.

Ouenka YpoBeHb OATOTOBKH

3auTeHo B nenoM xopoiias moAroToBKa ¢ 3aMeTHbIMU OIUOKAMU HITH
HepoueTaMu. CTyIEHT J1aeT MOJIHbIN OTBET Ha BCE TEOPETUUECKUE
BOMPOCHI OMiieTa, HO UMEIOTCSI HETOYHOCTH B OIPEICTICHUSX TIOHATHUH,
MPOLECCOB U T.0. JlomyckaioTcst OMOKU P OTBETaX Ha
JIOTIOJTHUTENBHBIE ¥ YTOUHSIIOIINE BOMPOCHI Sk3amMeHaropa. CTyneHT

paboTan Ha MPAKTHYECKUX 3aHIATHIX
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He 3aureno [TonroroBka HEAOCTATOYHAS U TPEOYET NOTOTHUTEIHFHOTO N3YUCHUS
Matepuasia. CTyJISHT JaeT OIIMOOYHBIC OTBETHI, KaK HA TEOPETUUCCKHE
BOMPOCHI OMIIeTa, TaK U Ha HABOJAIINE U JOTIOJHUTEIHHBIE BOTIPOCHI
sk3ameHaropa. CTyJIeHT MPONyCTHII OOJIBIIYIO YacTh MPAKTHUYECKUX
3aHITUI

6.3. Kpumepuu u npoyedypvl oyeHusawus pesyiomamos o00yueHus no OUucCYuniuxe (Mooymio),
Xapaxkmepuzylowux 3manst QOpMUPO8aAHUs: KOMREMeHYU.

Jis  olleHUBaHMA pe3ylIbTaToB OOyYeHHs B BHUAE 3HAHUH UCIOJB3YIOTCA CJeIyolue

MIPOLEAYPHI M TEXHOIOTHH:

- TECTUPOBAHHUE;

- MTHIUBUIyaJIbHOE COOECeI0OBaHUE,
- MMCbMEHHBIE OTBETHI HA BOMPOCHI.
- T.L

Jlis olleHWBaHUs pe3yNbTaTOB OOyYeHUS B BUJE YMEHHMHA U BIQJICHUN HCIONB3YIOTCS
CJIEIyIOIIME IPOLEAYPbl U TEXHOJIOTHH:

- MpakTUYeCKHue KOHTpoJdbHBbIe 3amanus (manee — [1K3), BkIOYaOMUX OHY WM HECKOIBKO 3ajad
(BOTIpocoB) B BHJIE KpaTKoil (OpMYIMpPOBKU AEHCTBHM (KOMIUIEKCa AEMCTBMIA), KOTOpBIE CIEIyeT
BBITIOJIHUTD, UJIU ONHMCAHUE PE3ybTaTa, KOTOPbIA HYKHO MOJYUUTb.

ITo cnoxnocTu [1K3 pazgenstorcs Ha MPOCTHIE U KOMIUIEKCHBIE 3aaHUs.

IIpocteie IIK3 npeanonaratoT pelmieHue B OAHO WM ABa AeicTBUs. K HUM MOXHO OTHECTH:
MIPOCThIE CUTYAllMOHHBIE 331a4l C KOPOTKUM OTBETOM MJIM MPOCTHIM JEWCTBUEM; HECIIOKHBIE 3aaHUS
M0 BBHIMOJIHEHUIO KOHKPETHBIX nedcTBUM. [IpocThie 3amaHus NPUMEHSIOTCS JJ1 OLEHKH YMEHUH.
KomrmnekcHble 3ajaHust TpeOYyIOT MHOTOXO/IOBBIX PELIEHUH KaK B THUIIMYHOM, TaK U B HECTAHIApTHOU
CUTyalusiX. DTO 3aJlaHusl B OTKPHITOH (hopme, TpeOyrolye MOITAHOrO pEIIeHUs] U Pa3BEepHYTOro
OTBETa, B T.4. 33JaHMs] HAa WHIUBUAYAIbHOE WM KOJJIEKTUBHOE BBIMOJIHEHHE IPOEKTOB, Ha
BBITIOJTHEHHE TPAKTUYECKUX JEHCTBUI WM 1abopaTopHbIX paboT. KoMIUIeKCHBIE MpaKTHYEeCKUe
3aJlaHUS IPUMEHSIOTCS U1 OIICHKH BJIaJICHUIA.

Tunsl IpakTUYECKUX KOHTPOJIbHBIX 3a1aHHM:

- 33JJaHHSI HA YCTAHOBJICHUE MPABUIBHOW IMOCIEI0BATEILHOCTH, B3aWMOCBA3AHHOCTH JIEUCTBUI,
BBISICHEHHSI BIUSHUS PA3IMYHBIX (JaKTOPOB Ha PE3yIbTaThl BHIMOJIHEHUS 33 JaHUS;

- YCTaHOBJIEHHE MOCJEI0BATEIbHOCTHU (OMKCATh AITOPUTM BBITIOJTHEHUSI IEHCTBUS),

- HAxXOXICHHE OMHUOOK B  TOCIEAOBATENbHOCTH  (OMpPEACTUTh  MPaBWIBHBIA  BapuUaHT
MTOCJIEIOBATEIHHOCTH JICUCTBHI ),

- yKa3aTh BO3MOXKHOE BIIHMsSIHUE (PaKTOPOB HA MOCIEICTBHS pean3alluil yMEHUsS U T.1.

- 3aJaHMsl Ha TPUHATHE pEIIeHUs B HECTAaHJAPTHOM CHUTyallMu (CUTyalud BbIOOpA,
MHOTOAJIBTEPHATUBHOCTHU PEIICHHH, MPOOIEMHON CUTYyaIIUN);

- 33J]aHUS Ha OLICHKY ITOCIIEACTBUN IPUHATHIX PEIICHUI;

- 3a/1aHUs Ha OLEHKY 3(PPEKTUBHOCTU BHITIOTHEHUS JEHCTBUS

- T.L

6.4. Tunosvle konmponbHble 3a0aHU UNU UHblE MAMEPUANbl, He0OX00uMble O/l OYeHKU Pe3Vilbmanmos
00yueHUs, Xapakmepusylowux smansvl QopmMupo8anuss KOMnemeHyuti u (Uiu) oas umo2o8020 KOHMpOJis
chopmuposanHocmu KOMnemeHyuu.

IIpumepHbIe 3aJaHNs TeCTA MO JUCHUTUINHE «/[OKyMeHTAalHOHHOE o0ecreyeHne ynpaBJIeHusD)
1. Iloanucanue sBsETCS:

a) crnocoOoM COriacoBaHUs JTOKYMEHTa

b) crnoco6oM BeIpake€HHs OTBETCTBEHHOCTH 3a COJIEp)KaHUE IOKYMEHTa

C) crocoOOM yTBEPKIEHUS TOKYyMEHTa

d) crmocob6oM 03HAKOMIIEHUS C COJIEp )KaHUEM JOKYMEHTa

€) EIUHCTBEHHBIM CIIOCOOOM YJOCTOBEPEHUS TOKYMEHTa
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2. 3aroIoBOK K TEKCTY NMPOTOKOJIA JOKEH (POpMyIUpOBaThHCS B
a) BUHUTEIHLHOM Tajexe (Koro, 4To?)
b) marenpbHOM maaexe (Komy, uemy?)
C) TPEenIoXKHOM majaexe (o uem?)
d) pomutenbHOM majnexe (KOro, 4ero?)
3. PexBusut «Buza» ucnons3yercs
a) MpU BHYTPEHHEM COIJIACOBAHUU JIOKYMEHTa
b) mpu corimacoBaHMM TOKYMEHTa C BHEIIHEH OpraHu3anuen
c) Ui (UHAHCOBBIX U 0COO0 OTBETCTBEHHBIX JOKYMEHTOB
d) BO Bcex cimyuasx
4. Yka3zaHHs 110 UCTIOJTHEHUIO JTOKyMEHTa COJePKATCS B PEKBUZUTE
a) TEKCT JOKyMEHTa
b) rpud yrBepxaeHus
C) 3arojIoBOK K TEKCTY
d) HH B KaKOM
5. CornacoBanue ObIBaeT:
a) BHYTPCHHHM U BHEITHUM
b) NOTHBIM U KpaTKUM
C) CJOXXHBIM U MPOCTHIM
d) c pykoBomHTEIEM YUPEKACHUS U C PYKOBOJUTEIEM TIOAPa3ACICHHUS
€) C BBIIIECTOSIIIUMH PYKOBOJIUTEISIMH WIM OPTaHU3aALUSIMU
6. dary «9 mas 2000 romga» B TOKYMEHTaX CJIEIYyET MPOCTABIISITh KaK
a) 09.05.2000
b) 9 wmas 2000 r
c) 09/05/00
d) 09-05-00
7. PexBu3uThbl «OM0Onema npeanpusatus» u «HanMeHoBaHUe MPeNpUsSTHSD pacloiararoTcs
a) B BEpPXHEH YacTH JINCTA — CJIeBA B YTy WA B IICHTPE
b) B BepxHe# yacTH JHcTa
C) B IIEHTPE BEPXHETO IO
d) B mpaBOM BEpXHEM YTy
€) JPYr MO APYTOM
8. B npuiioxkeHnu K pacopsiiuTeIbHOMY JJOKYMEHTY Ha IEPBOM €ro JIUCTE B IPABOM BEPXHEM YTITy
MUIIYT:
a) «lIpunoxxenue»
b) «[IpunoxeHue» ¢ ykazaHHEM HANMEHOBAHUS PACHIOPSIUTEILHOTO JOKyMEHTA
c) «lIpunoxkeHne» ¢ ykazaHHEeM HAUMEHOBAHUS pacoOpSIUTEIbLHOTO JOKYMEHTa, €ro AaThl U
PETUCTPAIIIOHHOTO HOMepa
9. Kpartkoe u3/105k€HHE CMBICIIAa JOKYMEHTA COJICPKHUTCS B PEKBU3HUTE
a) PE30NIOIHs
b) TekcT 1OKyMeHTa
C) OTMETKa O KOHTPOJIE
d) 3arojoBOK K TEKCTY
10. Iloamucek oTneasseTcsT OT TEKCTA
a) UHTEPBAIOM
b) 2 uHTepBamamu
c) 3 uHTepBaIaMu
d) 06e3 uHTEpBaNa
11. ITeyaTs Ha JOKYMEHTE MPOCTABISIETCSA HA
a) TOJIHCH U TOJDKHOCTH MOITHACABIIETO
b) pexsusure «Y TBEPXKIIAIO»
C) KONUSX JOKYMEHTa
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d) pexBusure «/lata»
€) JUYHON MOJMHUCH JOHKHOCTHOTO JIMIIA
12. AnpecaToB B OIHOM JOKYMEHTE MOXKET OBIThH
a) TOJBKO OIMH
b) He OGonee Tpex
c) He Oojee yeThIpex
d) ckoibKO HE0OXOIUMO
13. IlpaBunpHas nonycTuMasi HyMepalusl pa3/iesioB, MOAPa3/esioB, IYHKTOB U MOJAMYHKTOB JOKYMEHTa
a) L, IL III
b) 1,2,3
c) a,0,B
14. OT™MeTKy 00 UCTIOJTHUTENIE TOKYMEHTA MPABHIIBHO PACIOJIOXKHUTh B
a) JIeBOM HM)KHEM YTIIy JIMLEBOW MJIM OOOPOTHOM CTOPOHBI MIEPBOTO JHCTA JOKYMEHTA
b) mpaBOM HIKHEM YTITy JIUIEBOW UM 0OOPOTHOM CTOPOHBI MOCIIEAHETO JINCTA JOKYMEHTa
C) JIEBOM HMKHEM YTJIy JIMLEBOW MJIM OOOPOTHOM CTOPOHBI MOCIEAHEr0 JUCTA JOKYMEHTa
15. YcnoBHoe 0003HaueHNe TOKyMEHTa, IPUCBAaUBAEMOE MY IPU PETUCTPALliH, Ha3bIBAETCS
a) PErUCTPAIMOHHBIN MHJIEKC
b) nopsaKoBbIil HOMEP
C) YYeTHBIN MHJEKC
d) peructpannoHHBIN HOMED
16. PexkBusura “Ha3Banue Buaa 10KyMeHTa HET
a) BO BHYTPEHHHX JIOKyMEHTax
b) BO BHEIIHUX JOKyMEHTax
C) B MHCbMax, (pakcax, TererpaMmmax
d) B HEKOTOPBHIX JOKYMEHTaX
17. AnpecHble TaHHBIE NPEIITPUATUS YKA3bIBAIOT
a) B JOOBIX
b) BO BHEMIHHX
C) B IHUCHbMaX, (hakcax, TeJaerpaMmax
d) rme »TO HEOOXOAMMO
18. OcHoBaHue U31aHK MTPHUKA3a B CBA3U C peopraHu3alyell CTpyKTyphl yripaBieHus B pupme
COJEPKUTCS B
a) 3aroJioBKe
b) KoHCTaTHpYyIOIIEH YacTH TEKCTa MpUKa3a
C) mno3unuu Tekcra « OCHOBaHUE»
d) mpmiraraeMbIx TOKyMeHTaxX
€) pacrnopsAUTENIbHOM YacTh TeKcTa MpuKasa
19. Bol cuntaere, 9To I YAYYIISHHS JETONPOU3BOICTBA HA BaiemM npenpusTii Hy>)KHO 3aKyITHTh U
YCTaHOBHTH JOMOJIHUTENIBHOE MTporpaMMHoe obecrieueHre. CBOM MpeUIoKeHNs U1l PyKOBOJCTBA
¢dbupmbr Bel MOkeTe 000CHOBATH B
a) TMHCHME
b) pemenun
C) aKTe
d) cmpaBke
€) JOKJIaJHOM 3armucKe
20. ITo conepxanuio IPUKaA3bl OBIBAIOT:
a) MPOCTHIE U CIOXKHBIE
b) 1o OCHOBHOM AESITENLHOCTH U MO JTUYHOMY COCTaBY
C) BHYTPEHHME U BHELIHHE
d) nonHble U KpaTKUe
€) C YIJIOBBIM U MPOJOIBbHBIM PACIIONOKEHUEM PEKBU3UTOB
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6.4.4 BOHpOCLI K 3a4€Ty MO0 JUCHUIIIINHC «I[OKYMCHTaI_[I/IOHHOC obecrieucHue YHIpaBJICHUA»

Oransl CTaHOBIIEHUS JEJIONPOU3BOICTBAa B Poccun.

JoxymeHT. DyHKIIMHN TOKYMEHTA.

Jenonpoussoacteo. HopmatuBHO-1IpaBoBasi 6a3a AeI0MpOU3BOJICTBA.

VYHudukanus u CTaHIapTU3alys B J€JI0NPOU3BOICTBE.

Knaccudukanus nenoBoit J0KyMeHTalKH.

OO6mue HOpMBI M TpaBuia oGOpMIIEHHS JOKYMEHTOB (dopMmat, Mojs, HyMepalus CTpaHUII,

oopmiieHue 1aTel).

Opranu3almoHHO-PACIOPATUTENbHBIE TOKYMEHTBI, UX BUJIBI.

I'OCT P 6.30-2003. OGnacTb MpUMEHEHHUS.

9. Cocras pexBu3utoB OPJI. CxeMbl pacriofio;KeHHsI pEKBU3UTOB.

10. bnaHKM TOKyMEHTOB.

11. T'epOoBbie GaHku JOKyMEHTOB. TpeboBaHuUs K U3TOTOBIEHUIO, YUETY U XPAaHEHHUIO.

12. TpeboBanus k odopmieHuto pekBusuToB OPJl, pasMemieHHBIX Ha TIOJIe YIJIOBOTO WK
MPOJOJIBHOTO IITAMITOB.

13. TpeboBanus k opopmienuto pekBu3uToB OP/l, pa3MerieHHbIX Ha paboyeM MoJe JOKyMEeHTa.

14. TpeboBanust k odopmieHuo gokymeHToB OPII, pa3menieHHbIX Ha CIIy>)KeOHOM T0JIe
JIOKYMEHTA.

15. Odbopmiierre opraHU3AIMOHHBIX JOKYMEHTOB (yCTaB, IITAaTHOE pacHUCaHWE, IOJO0XKCHHE,
JOJDKHOCTHAS! MHCTPYKIIHS).

16. Obopmiierre pacnopsSIUTEIbHBIX JOKYMEHTOB (TIOCTAaHOBIIEHHWE, YKa3aHWE, NpPHKa3 TI0
OCHOBHOM JI€ATEIBHOCTN).

17. Odbopmiierne ciry>keOHBIX TTHCEM.

18. OdopmiieHne IpoToKoma, akTa.

19. Odbopmiienne TOKIATHOM, CTYKEOHOU U OOBICHUTEILHOMN 3aIHUCOK.

20. CtpykTypa CIIy>k0bI JeTOIPON3BO/ICTBA.

21. HopmatuBHO-1IpaBoBasi 0a3a 1eI0npOnu3BOACTBEHHOMN CITyKOBbI.

22. UHCTpyKIMs MO AETONPOU3BOICTBY.

23. IlopsiAoK MPOXOXKIIEHUS W UCHOJHEHMS BXOISIIMX, UCXOMSIIMX M BHYTPEHHUX JOKYMEHTOB.
Perucrpanus 10KyMeHTOB.

24. PaboTa ¢ MMCbMEHHBIMH OOpaIIeHUIMHU IPaXIaH.

25. O6beM T0KyMEHTOOOOopOTA.

26. Kiaccudukanus T0KyMEHTOB 110 TUYHOMY COCTAaBY.

27. OopmiieHne TOKyMEHTOB MPH MOCTYIIEHUH Ha padoTy.

28. OopmiieHne TpyIO0BOM KHIKKH, TIEPEBOJT paOOTHUKA Ha JAPYTYIO padoTy.

29. Oopmiienue OTIycKa, Mepbl B3bICKaHHS U TIOOLPEHUSI.

30. CocTaB 1OKyMEHTALlMU IPU YBOJIbHEHUH PaOOTHHKA.

31. CocraBiieHHEe HOMEHKIIATYPHI JIE.

32. IlpaBuna ¢popMUpOBaHUS JEIT.

33. IloaroroBka K apXMBHOMY XPaHEHHUIO.

Sl e e

Sl

6.5. Memoouueckue mamepuarnsi, onpeoenawuue npoyeoypbl OYeHUSAHUSL.

C nmenpro omnpeneneHuss yYpOBHS  OBIAJACHUS  KOMIIETCHIMSIMH, 3aKpPEIUICHHBIMH 32
JUCLHUIIIMHOM, B 3aJaHHbIE IIPENOJABATEIIEM CPOKHM IPOBOAUTCS TEKYIUMH M IPOMEXKYTOUHBIN
KOHTPOJIb 3HAHWUW, YMEHMH M HAaBBIKOB KaXJI0ro oOydaromierocs. Bce Buabl TEKyllero KOHTPOJS
OCYLIECTBIIIOTCS. HA 3aHATUAX CEMHMHAPCKOIO THUIA, IIPAKTUYECKUX 3aHATUAX. MckiroueHue
COCTABJISIET YCTHBIM OMPOC, KOTOPBIM MOKET MPOBOJNUTHCS B Hadasle WM KOHIE JEKIIMOHHOTO 3aHATHUS
B TeueHue 15-20 MUH. C LEeNbI0 3aKpEeIUIEHNs] 3HAHUM TEPMUHOJIOTUHU 1O TUCIUIUINHE.

[Tpouenypa oneHNUBaHMs KOMIETEHINH 00yJarOIIMXCsl OCHOBaHA Ha CJEIYIOMIUX MPUHIUIIAX:

1. IleppoarYHOCTD POBEAEHUS OLEHKH.
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2. MHOrOCTYyIeHYaToCTh: OIleHKa (Kak mMpenojaBareieM, TaK M CTYASHTaMH TPYIIbI) U
caMooIIeHKa 00yJaroIerocs, 00CYKICHHE pe3yabTaTOB M KOMIUIEKC Mep TI0 YCTPaHEHHIO HEJOCTATKOB.

3. EIWHCTBO HWCHONB3yeMON TEXHOJOTHH i BCeX OOYyJarOIIMXCS, BBITIOJHEHHE YCIOBUI
COITOCTAaBUMOCTH PE3YJILTATOB OICHUBAHWSI.

4. CobmofieHre TOoCIeA0BaTeIbHOCTH MPOBEACHUS OLEHKU: MPEIyCMOTPEHO, YTO pPa3BUTHE
KOMITETEHITUI HJIET MO BO3PACTAHUIO MX YPOBHEH CIIOXKHOCTH, a OIEHOYHBIC CPEJICTBA HA Ka)XJIOM
JTafne y4YUTHIBAIOT ATO Bo3pacTaHue. Ha mepBoMm »Tame u3ydeHUs MUCHUIUTMHBI UJET HAKOIUICHUE
3HaHWi oOyvaromuxcs. Ha criemyromem »dTame W3y4eHUs IUCIHMIUIMHBI JeNaeTcsl akKIeHT Ha
KOMITOHEHTAX «YMETB» U «BJAJETh» MOCPEICTBOM BBHITIOJHEHHS TUIIOBBIX 33JJaHUI C BO3PACTAIONIIM
YPOBHEM CJIOKHOCTH. 3aTeM IPeyCMAaTPUBAIOTCS YCTHBIC OMPOCHI C MPAKTHKOOPUEHTHPOBAHHBIMHU
BONPOCaMU U 3afaHusiMu. Ha 3aKII0unTeIbHOM MPaKTUYECKOM 3aHSITHH MPOBOJUTCS TECTUPOBAHUE TIO
JUCITUTITHHE.

OcHoBHOe TpeOOBaHHWE K OpTraHHM3aIlMM CUCTEMBbl OIEHUBAHHS W CTPYKTYpPHl OIIEHOYHBIX
CPEJICTB B OTHOIICHHHM KOMIICTCHIIMHA KaK TIpeaMeTa KOHTPOJS pe3ylbTaTOB OOydeHUs — I3TO
TpeboBaHUE N3MEPUMOCTH.

J10CTOBEPHOCTH M COMTOCTABUMOCTH OIICHOK JIOCTHTACTCSI 33 CUET yUeTa CIeIyomuX GaKkTOpOB:

- TUAAKTHKO-TAAJIEKTHIECKON B3aUMOCBSI3U PE3yIbTaTOB 00pa30BaHMs U KOMITETEHITUIA;

- (opmupoBaHHE W pa3BUTHE KOMIICTCHIIMH Yepe3 YCBOCHHE COJEPKaHUsS 00pa3oBaTeIbHBIX
mporpaMM, camMoid OOpa3oBaTeNbHOM CpeAod By3a U HCIOJNBb3yeMBIMH 00pa3oBaTeIbHBIMU
TEXHOJIOTHSIMH,

- HEOOXOIMMOCTh OIEHWBAHUSI KOMIIETCHIIMA B KBa3MpEATbHOW ACSITENBLHOCTH MPHU YCIOBHH
MaKCUMaJIBHOTO TIPUOJIMIKCHHS K CUTYallny OYIyIIeH MPaKTUKH;

- WCTONIb30BaHUE WHIWBUIYAJTbHBIX M TPYMIOBHIX OIIEHOK, B3aMMOOIICHKH (PEIeH3UPOBAHUS
CTY/IEHTaMH paboT JAPYT JApyra, B3AUMHOE OMIIOHUPOBAHHUE CTYJACHTAMHU MPOSKTOB, HCCIICIOBATEIIBCKUX
paboT, SKCIIePTHBIE OIIEHKU TPYIIaMU U3 CTYACHTOB, MIpemoaBareneii, padboronateneit u mp.);

- aHaIU3 JOCTIDKEHWUH TI0 HWTOraM OIICHWBAHHUS C BBIABICHHUEM TIOJOXHTEIBHBIX U
OTpUIATETFHBIX HHIUBUYaTbHBIX U TPYIIIOBBIX PE3yAbTaTOB U HATIPABICHUHN Pa3BUTHSI.

[TpoMesxyToUHasI aTTeCTAIHs 110 JUCIUTLIINHE MPOBOAUTCS B (hopMe 3adera.

3aueT BBICTABISETCS [0 UTOTaM YCIEIIHOTO BBIMOJHEHUS 3aJaHUN TEKYIero KOHTpois. s
MOJTyYeHUsT 3a4eTa HEOOXOJMMO BBITIOJHHUTH BCE 3aJIaHUS TEKYIIETO KOHTPOJISI B COOTBETCTBYOIIEM
CEMECTpE Ha OILIEHKY He MEHEe YeM «YyIOBIECTBOPUTEIHHOY.

K 3adery 1o y4eOHO#H AUCIUIUTHHE 110 TPEICTABICHUIO TIPENOaBaTeNsl, BEIYIIETO ayINTOPHBIC
3aHATHSA, U PEUICHHIO, IPUHATOMY Ha 3aceaHuu Kadeapsl, He JOMyCKalTCsl 00yJarouecs:

1) mpomyctuBmue 6onee 50% MpPaKTHUECKUX U CEMUHAPCKUX 3aHATHA;

2) He TPOIIEIINe WIH BBIMOJHUBIINE HEYIOBICTBOPUTEIHLHO KOHTPOJbHBIC 3aaHus 10 4 U
Oomee TemMaMm Kypca (peIIeHHe CHUTYaIllMOHHBIX 3a1a4, TPOXOXJICHWE TECTHPOBAHHS, aHAIIN3
UCTOPUYECKUX UCTOYHUKOB).

7. YueOHOo-MeTOoAN4YecKOe U HH(poOpMALIMOHHOE 0o0ecnieuyeHne JUCHUNIMHBI (MOTYJIs1)

a) ocHO8Has Iumepamypa

1. JlokyMeHTalMOHHOE OOecreueHue yrpaBleHUs (AeI0mpou3BOACTBO): yueO. mocobue / T.A.
brikoa, T.B. Ky3uenosa, JI.B. Cankuna. — 2-¢ u3a., nepepad. u mpon. — M.: UHOPA-M,
2017. - 304 c. — (Bwicuee oOpa3oBanue: bakanaBpuar). — Pexum pgoctyna:
http://znanium.com/bookread2.php?book=762591

2. OcHOBBHI Jenornpou3BoicTBa: YueOHoe mocobdue / A.M. AcammeB, .M. MuponoBa, E.A.
Kocapesa, I'I'. BykoBuu. - 2-e u3a., uctp. u jgom. - M.: UTHOPA-M, 2017. - 146 c. - (Beicuuee
oOpazoBanue: bakanaBpuar). — Pexum goctyma: http:/znanium.com/bookread2.php?
book=782839

3. T'pososa, O.C. Jlenomnpous3BoAacTBO: YdeOHOe mocobue s akageMudeckoro OakamaBpuara /
O.C. I'po3oBa. - M.: U3narensctBo FOpaiit, 2017. - 124 c. - (Cepusi: YauBepcuretsl Poccun). —
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Pexum JIOCTYyTIA: https://biblio-online.ru/viewer/SF1C27F2-251B-4B74-BE78-
AC06A5D30956

0) dononHumenvHas aumepamypa

1. CoBpeMeHHOE [elOoNMpou3BOACTBO: YueOHoe mocobue / M.B. KupcanoBa; Poccuiickas
Axanemus roc. cinyx0s1 ipu [Ipesunente PO (PAI'C). - 4-e uzn. - M.: HUL] UHOPA-M, 2014.
— 312 ¢. — (Boicuiee oOpasoBanme: bakamaBp.). — Pexum  gocryna:
http://znanium.com/bookread2.php?book=395921

2. KoubuneHmnuansHoe AeI0Npon3BOACTBO: yuebd. mocobue / T.A. I'yryeBa. — 2-e u3z., mepepaod.
u jgon. — M.: UH®PA-M, 2017. — 199 c. — (Bricuiee oOpa3oBanue: bakanaspuar). - Pexum
nocryna: http://znanium.com/bookread2.php?book=766722

3. Jlenompou3BOACTBO: JOKYMEHTAI[MOHHOE OOECTeYeHne yIpaBieHus: YdeOHoe mocobme /
[Tanacenko FO.A., - 3-e uzn. - M.: PUOP, UHOPA-M, 2016. - 112 c. - (BO: bakanaspwuar). -
Pexxum noctyna: http://znanium.com/bookread2.php?book=542773

4. JlemompousBoicTBo [JlokymMeHTannoOHHOE obecriedeHune ympaBieHus|: YueOnuk / bacakos
M.N., 3ameimkoBa O.U., - 14-e uzn., nepepad. - Pu//l: ®enukc, 2014. - 376 c. — Pexum
nocryna: http://znanium.com/bookread2.php?book=908867

5. KanpoBoe nenompousBoactBo: Haunnaem ¢ wyns. Aymut cBoumu cuiiamu / M.B. XKypasnesa,
M.B. XKypasneBa. - 2-e u3a. - M.: HUL[ UHOPA-M, 2014. - 184 c. - (Ilpocto, kpaTko,
ObICTpO). — Pesxum goctyma: http://znanium.com/bookread2.php?book=417566

8) npoepammnoe obecneuenue u lnmepnem-pecypcol
1. ®onpn oOpaszoBaTenbHBIX 37IeKTPOHHBIX pecypcoB HHI'Y [Onekrponusiii pecypc]. - Pexum
noctyma: http://www.unn.ru/books/resources - 3arn. ¢ sxkpana. [[lata o6pamenus: 26.04.2019]

2. DnexkTpoHHass OubnHoTeKa YyYeOHWUKOB [DNEKTpOHHBIM pecypc]. - Pexum pocryma:
http://studentam.net/ — 3aru. ¢ 3kpana. [[lara oopamenus: 26.04.2019]

3. Poccuiickas rocymapcTtBeHHass OuOnmoreka [DneKTpoHHBIM pecypc]. - Pexxum moctyma:
http://www.rsl.ru/ — 3ari. ¢ sxpanal/lara obpamenus: 26.04.2019]

4. Hayunas onekTpoHHass OuOmmuoTeka [DnekTpoHHBI pecypc]. - Pexum  mocryma:

http://elibrary.ru/ — 3arn. ¢ skpana. [[laTa oOpamenus: 26.04.2019]
Omnepaunonnas cucrema Microsoft Windows

[Taker npuknagueix nporpamm Microsoft Office

IIpaBoBas cucreMa «KOHCYJIBTaHT IUTFOCH

[IpaBoBas cucrema «I'apanT»

XN

Ilepeyenb HHMPOPMALNMOHHBLIX TEXHOJIOTHIl, WMCHOJb3yeMbIX TMPH OCYIIECTBJIECHUU
00pa30BaTeJLHOIO Npouecca Mo JMCHUIUINHE, BKIIYas NepeyeHb NPOrpaMMHOro odecnedeHus
U MH(POPMAIMOHHBIX CIIPABOYHBIX CCTeM (IPU HEOOXOAUMOCTH)

I/IH(bOpMaLII/IOHHBIe TCXHOJIOTMN HCMOJIB3YHOTCA JIA IMPCACTABIICHUA I/IH(bOpMaI_II/H/I, BbIJJa4Uu
pEeKOMEHAAMA M KOHCYJIbTUPOBAHUS IO ONEPATUBHBIM BOIpPOCaM (AJIEKTPOHHAsI MOYTa), TaKKe
UCTIONB3YIOTCSI MYJIBTUMEINA-CpeacTBa (HOYTOYK, TPOCKTOP).

B kauectBe 00pa3zoBaTeiabHBIX TEXHOJOTUH MPU U3YYEHUU JUCLMILIUHBI HCIOJB3YIOTCS
MYHBTHMCﬂHﬁHBIC TCXHOJIOTUH, COBPCMCHHBIC IMAKCTLI ITPOrpaMMHBIX ITPOAYKTOB.

Peanuzamuss  mporpamMmbl  [pearnoyiaraeT — HajiWyuMe  JIMIEH3MOHHOTO U CBOOOAHO
pacrpocTpaHseMoro NpPOrpaMMHOTO 00ECTIEYEHUS:

e cucremMa «KOHCYIbTaHT ILIIOCY,
e cucreMa «I["apaHT».
B XOA¢ MMPpOBCACHUSA 3aHATHMN PCKOMCHAYCTCA UCIIOJIb30BAaTh KOMITBIOTCPHBIC WIUIHOCTPpAIUU IJIA

MOJIEP)KKU PA3IMYHBIX BHJIOB 3aHSTHH, MOATOTOBJIICHHBIE C HMCMONb30BaHueM Microsoft Office mmm
JpYTUx CpelICTB BU3yaIu3allMu MaTepHuaia.
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8. MarepuajJibHO-TEXHHYECKOe o0ecneueHne JUCHUNIMHBI (MOTYJIs1)

Peanuzarus mporpamMmsl mpeanoiaraetT HaIudue:

- y4eOHBIX ayJTUTOPHH IS TIPOBEJACHHS 3aHATHU JICKIIMOHHBIX THIIA, 3aHATHH CEMHUHApPCKOTO
TUTA, TPYNIOBBIX M WHAWUBUAYAIBHBIX KOHCYIBTAIIMN, TEKYIIETO KOHTPOJIA W TPOMEKYTOUHOMN
aTTECTAIlNH, IIOMEIICHHUS JJIsi CAMOCTOSTEIILHON paOOTHI.

- KOMIIBIOTEPHOTO KJIAcCa, UMEIOMIET0 KOMIBIOTEPHI, OOBETUHEHHBIE CETHIO C BHIXOJOM B
WHrepHer;

- IMIIEH3UOHHOTO (omepanuonHas cuctema Microsoft Windows, makeT mpUKIaIHBIX TpOTpaMM
Microsoft Office) u cB0O0HO pacpOCTpaHIEMOT0 MPOTPAMMHOTO 00ECTICUEHUSI.

9. OCo0eHHOCTH OpPraHu3aluu 00y4YeHH s 10 IMCHHUILIMHE V15l MHBAJIU/IO0B U JIMI C
OrPAHUYECHHBIMHU BO3MOKHOCTSMHU 310POBbSA

9.1. Obyuenue obyyarOWuxca ¢ 0SPAHUYEHHBIMU BOZMONCHOCMAMU 300pP06bs NPU HEODXOOUMOCHU
ocywecmenaemcs QUIUaIoM ¢ UCNONIb308aHUEM CHeYUATIbHbIX Memo008 00yueHUs U OUOAKMUYECKUX
Mamepuanos,  COCMABIEHHbIX €  YYemoM  OCODEeHHOCmel  NCUXOPU3UUEeCKo20 — pa3eumus,
UHOUBUOYATILHBIX BO3ZMONCHOCHEU U COCMOSHUSL 300P06bsL MAKUX 0dyuaowuxcs (0oyuaroue2ocs).

[Tpodeccopcko-nearorndeckiii  coCTaB  3HAKOMUTCS € NICHUXOJIOTr0-(PU3HOIOTHYECKUMHU
OCOOCHHOCTSIMU OOYYAIOIIMXCSI MHBAIHMIOB M JIUI] C OTPAaHHMYCHHBIMH BO3MOYKHOCTSIMH 3JI0POBBS,
WHAVBUAYAIBHBIMU TIpOTpaMMaMH peadWINTallid WHBATHIOB (TpU HAIW4YWHU). B COOTBETCTBHH C
METOMYECKUMH pekoMeHaanussmMu MunoOpHayku PO (yts. 8 anpens 2014 r. N AK-44/058H) B Kypce
MpeInoyaraeTcs HUCHOIb30BaTh COIMANBHO-aKTUBHBIE H  PEQIIEKCUBHBIE METOIbl  OOydeHus,
TEXHOJIOTHH COLMOKYJIBTYPHOW pEaOMIUTAIlMA C MEJIbI0 OKa3aHWs TIOMOIIM B YCTAaHOBJICHUHU
MOJTHOIICHHBIX MEXKJIMYHOCTHBIX OTHOIICHUW C JAPYTUMH CTYACHTaMH, CO3MaHUU KOM(pOPTHOTO
MICUXOJIOTHYECKOT0 KJIMMaTa B CcTylAeHueckou rpymme. [lombop m paspaboTka yuyeOHBIX MaTepHaJIOB
MIPOU3BOSTCS C YUETOM MPENOCTABICHUS MaTepraia B pa3Iu4IHbIX (popMax: ayuanbHOM, BU3yaTbHOH,
C MCTIOJIb30BAHUEM CIEIIMATBHBIX TEXHUIECKUX CPENICTB M MHPOPMAIMOHHBIX CHCTEM.

9.2. B yenax oceoenus yueOHOU NpocpamMmovl OUCYUNTIUHBL UHBATUOAMU U TUYAMU C O2PAHUYEHHBIMU
B03MONCHOCMAMU 300P08bA Punuan obecneuusaem:
a JUIsi ”HBJIUJIOB U JIUI] C OTPaHUYEHHBIMU BO3MOXXHOCTSIMH 37I0POBBSI IO 3PEHUIO:

o pasMelIeHne B JOCTYIMHBIX IS 00yJaroImuXxcs, SBISIOMIUXCS CIENBIMUA WIN CIA00BUASIINMH,
MecTax M B aJanTHUpOBaHHOW ¢opMe crnpaBOYHOW HHGPOpPMAIMK O PACHUCAHUM Y4EOHBIX
3aHSATHH;

o NPUCYTCTBUE aCCUCTEHTA, OKAa3bIBAIOIIETO 00YJaOIeMyCsl HEOOXOAUMYIO TOMOIIIb;

o BBITTYCK aJIbTEPHATUBHBIX (JOPMATOB METOAMUYECKUX MATEPUATOB (KPYIHBIA MIPUQT).

JUTSL UHBAJIU/IOB U JIUI[ C OTPaHUYCHHBIMU BO3MOXXHOCTSAMU 3JIOPOBbS 1O CIYXY:
o NPUCYTCTBUE aCCUCTEHTA, OKa3bIBAIOIIETO 00YJaIOLIeMyCsl HEOOXOAMMYIO TIOMOIIIb.

C JId MHBAJIMAOB W JIML C OTPaHUYCHHLIMH BO3MOXHOCTAMHU 3J0POBbs, MMCIOIMIHNX HAPYIICHUS
OINMOPHO-ABUTATCIIBHOI'O aIlliapara:

o BO3MOXKHOCTh O€CHpPENATCTBEHHOTO JIOCTyna OOy4aromuxcsi B ydeOHble IOMEIIEHus,
TyajleTHble KOMHATBI U JIpyTue MOMEIEHHs, a TaK)Ke NPeObIBaHUE B YKa3aHHBIX TOMEIIECHUX;
. NPUCYTCTBUE aCCUCTEHTA, OKa3bIBAIOIIETO 00YJaIoLIeMyCsl HEOOXOAUMYIO TIOMOIIIb.

9.3. Obpasosanue obyyaOWUXcs ¢ O02PAHUYEHHBIMU BO3MONCHOCHAMU 300P0O8bs MOdcem OblMb
OpP2aHU308AHO KAK COBMECMHO C Opy2uMU O00VHUAIOWUMUCS, MAK U 8 OMOEIbHbIX 2PYNnax uiu 8
OMOENbHBIX OP2AHUSAYUSIX.

9.4. I[lepeuenv yuebHO-Memoouueckoeo obecnevenuss camoCmosmenbHolu pabomol 00YHAIOWUXCS NO
oucyuniuHe.
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y‘-IC6HO-MCTOI[I/I‘-IeCKI/IC MaTepualibl JI CaMOCTOSTEIbHOMN pa6OTBI 06yqa10m14xc;1 13 4Yucia
HHBAJIMAOB W JHMI C OTIpaHUYCHHBIMU BO3MOXHOCTAMH 3J0POBbA IMPEAOCTABIAIOTCA B (bopMax,
aaalTUPOBAHHBIX K OTPAHUYCHUAM HUX 30JO0POBbA U BOCHPUATUSA I/IH(I)OpMaI_II/II/IZ

Ne Kpurtepumn crynenron DopMbI
n/n
{ C napyuieHuem ciyxa ® B meyaTtHOU hopme
¢ B (hopMe MEKTPOHHOTO IOKYMEHTA
5 C HapyuieHueM 3peHust ® B IeYaTHOU (OpMe YBETMUCHHBIM MIPU(TOM
® B (hopMe IMEKTPOHHOTO IOKYMEHTa
3 C HapyIIeHHEM OIIOPHO- | ® B MeyaTHOM hopme
ABUTAaTCIRHOTO alllapara ® B (QopMe 3IEKTPOHHOTO JOKYMEHTa

JlaHHBI TIEpeYeHh MOXKET OBITh KOHKPETHU3UPOBAaH B 3aBHCHMOCTH OT KOHTHHTCHTA
00yJaronuxcsl.

9.5. @ono oyeHouHbIX cpedcme Ol NPOBEOCHUS NPOMENCYMOYHOU ammecmayuu 00yuarmuxcs no
oucyuniume.

9.5.1 TIlepeueHb (hOHIOB OLIEHOUHBIX CPECTB, COOTHECEHHBIX C IJIAHUPYEMBIMU pe3yJIbTaTaMu
OCBOCHHS 00pa30BaTEILHON MPOrPAMMBI.

I[J'IH CTYACHTOB C OI'PpaHUYCHHBIMU BO3MOKHOCTAMH 3OO0POBBA MPEAYCMOTPCHBI CICAYIOIINC
OLICHOYHBIC CPEACTBA:

No Kpurtepuu cryienToB Buabl oneHOYHBIX @opMbI KOHTPOJISI U OLIEHKHU
n/n CpeacTB pe3yJIbTATOB 00y4YeHUsI
1 C Hapy1ieHueM ciyxa TECT NPEUMYIIECTBEHHO MUChMEHHAs
poBepKa
) C Hapy1ieHueM 3peHust coOecenioBaHuE TIO MIPEUMYIIECTBEHHO yCTHAs
BOINIPOCaM npoBepKa (MHIUBHYaJIbHO)
C HapyleHHEM OIOPHO- | peIIEHUE MUChbMEHHBIX MUCbMEHHAs IPOBepKa
3 ABUTAaTCIILHOIO aIrapara TCCTOB, KOHTPOJIbHBIC
BOINPOCHI

CrygeHTaM ¢ OrpaHHYEHHBIMH BO3MOXKHOCTSMH 3/0pPOBbSl YBEIMYMBAETCA BpeMs Ha
MOJITOTOBKY OTBETOB K 3a4€Ty/IK3aMEHY.

9.5.2 Meroauueckue MaTepuasl, ONpPeAEISIOLUIIE IPOLEYphl OLICHUBAHUS 3HAHUM, YMEHUH,
HABBIKOB U (WJIM) OMBITA ACSITEIbHOCTH, XapaKTEPU3YIOIIUE 3Tarlbl (POPMUPOBAHUS KOMIIETEHIUH.

[Ipy mpoBeACHHHM TPOICAYPHl OLICHHBAHHUS PE3YJILTATOB OOYYCHHS HHBAJIUIAOB W JIMI[ C
OI‘paHI/I‘IeHHBIMI/I BO3MOXKHOCTAMUAU 3I[OpOBb$I HpeILYCManI/IBaCTCSI HCIIOJIB30BAHUEC TEXHUYCCKUX
CPEJICTB, HEOOXOIUMBIX UM B CBSI3U C MX MHJIMBHIYyaJIbHBIMH OCOOCHHOCTSIMH.

[Tpouienypa olleHMBaHUS pE3yJIbTaTOB OOYYCHHS WHBAIHIOB W JIMI[ C OrPaHUYCHHBIMU
BO3MOXKHOCTSIMH 3JIOPOBBSl 10 JAMCIMILIMHE IPEIyCMAaTPUBACT IPEAOCTaBICHHE HWHGOpPMAIUK B
¢dopmax, aganTUPOBAHHBIX K OTPAaHUYEHUSIM UX 3I0POBbS U BOCIIPUATHS MH(POPMAIIH:

JIy1st U1 ¢ HApYIICHUSIMH 3PEHUS:

. B MIeYaTHON (hOpMe YBETUUYECHHBIM HIPHUPTOM;
. B (popme 2IIEKTPOHHOTO TOKYMEHTA.
JI1st UL ¢ HAPYIICHUSIMH CITyXa:
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o B NIEYaTHOU (opMe;

o B (hopMe FIIEKTPOHHOTO IOKYMEHTA.
Jlist ULl ¢ HapyIICHUSIME OTTOPHO-/IBUTATEILHOTO allapara:
o B IieyaTtHoM (opme;
o B (hopMe IEKTPOHHOTO IOKYMEHTA.
JlaHHBIN TIepeYeHb MOXKET OBbITh KOHKPETU3UPOBAH B 3aBUCHMOCTH OT KOHTHHICHTA
00yJaronmxcs.

[lpu mpoBeaeHWU MPOIETYPHl OICHUBAHUS DPE3YJIbTATOB OOYyYCHHS WHBAJIHMIOB W JIMI[ C
OTpaHMYCHHBIMU BO3MOKHOCTSMH 37I0POBbBsSI TIO0 JUCUUILIHHE (MOYIII0) 00eCTIeYnBaeTCs BBIMTOJHEHUE
CIICAYIOMINX JIOTIOIHUTEIBHBIX TPeOOBaHWN B 3aBUCHMOCTH OT WHIMBHIYaJbHBIX OCOOCHHOCTEH
oOyyaronxcs:

l. WHCTpYKIHMS TO TOPSAKY MPOBEACHUS NPOIEAYpPHl OICHWBAHHS TPEAOCTABISETCS B
IocTymnHoi opme (YCTHO, B TUCEMEHHOM hopme);

2. noctynHast (popma mpenocTaBiIeHHs 3aJaHWN OLIEHOYHBIX CPEACTB (B IMedaTHOH (opme, B
neyatHol (opMe YBETMUYCHHBIM MMPUPTOM, B (GOpPME DICKTPOHHOTO JOKYMEHTA, 3aJaHUs
3aYUTBHIBAIOTCS] ACCUCTEHTOM);

3. moctymHas ¢opMa MpeaoCTaBICHHsS OTBETOB HA 3ajaHus (MMCHbMEHHO Ha Oymare, HaOOp
OTBETOB Ha KOMITBIOTEPE, C UCTIONB30BAaHUEM YCIIYT aCCHUCTEHTa, YCTHO).

[lpn HEoOXoaMMOCTH IS OOyYalOUIMXCS C OTPAaHMYCHHBIMH BO3MOXKHOCTSIMH 3/I0POBBSI U
WHBAJIUAOB TPOIEAypa OICHWBAHHS pPE3ylNbTaToB OOy4eHHs MO AMCHUIUIMHE (MOIYIIIO) MOXKET
MPOBOJUTHCS B HECKOJIBKO JTAIlOB.

9.6. Ilepeuenv 0CHOBHOU U OONOIHUMENLHOU Y4eOHOU aumepamypsl, He0OXOOUMOU 0N OCBOEHUS
OUCYUNTUHDL.

Jns OcBOGHMS JUCUMIUIMHBI MHBAIWAAMH M JIMIAMH C OTPAaHMYCHHBIMH BO3MOKHOCTSIMU
3JI0POBBSI MIPEIOCTABISIFOTCS OCHOBHAS M JIOTIOJTHUTEIbHAS y4eOHast IMTepaTypa B BHJIE DIIEKTPOHHOTO
JToKyMeHTa B oHJIe OUOMMOTEKHN W/ WU B 3JICKTPOHHO-OMOIMOTEUHBIX CHCTEMAX.

9.7. Memoouueckue yxazanus 01 00y4arouuxcs no 0C80EHU0 OUCYUNTUHBL.

B ocBoeHMHM AMCUMIUIMHBI WHBAJTUAAMH M JIMOAMH C OTPAaHUYEHHBIMH BO3MOXXHOCTSIMH
370pOBbsi  OOJBIIOE 3HAUCHWE WMEeT WHAMBUAYyalbHas paborta. [lon WHAMBHIYyalbHOH pPabOTOM
noJjpazyMeBaeTcs B¢ (pOpMbI B3aUMOACUCTBHS C MIPEMoaBarTelieM: HHANBHIyalbHas yaeOHas paboTa
(KOHCYIBTAIMHN), T.€. AOTIOJIHUTEIBHOE pa3bsCHEHUE Y4eOHOro MaTepHaia M YIIyOlIeHHOE H3ydeHHE
Marepuajga ¢ TeMH OOYyJalOIMMHCSA, KOTOpbIE B OSTOM 3aMHTEPECOBAHbI, W HWHIUBHIyaJbHAs
BOCIIUTaTeNbHass pabora. VHIMBHIyanbHBIE KOHCYJIBTALUMM IO TPEAMETY SBISIOTCS BaXKHBIM
¢dakTOopoM, CHOCOOCTBYIONIMM WHAMBHIyaTH3aIMA OOYYCHHS M YCTAHOBJICHHIO BOCIHTATEIHHOTO
KOHTaKTa MEXAy TMpernojaBareleM ¢ OOy4alomMMCS HMHBAJIWAOM WM  OOy4aromMMCs C
OTPaHUYCHHBIMU BO3MOXKHOCTSIMH 3/I0POBBSI.

9.8. Onucanue  mamepuanbHO-mexHuueckou  0Oazvl,  HeOOXOOUMOU Ol OCYWECMBILeHUs.
00paA306aMenIbHO20 NPOYEcca no OUCYUNTUHE.

OcBocHME NUCIUTUTMHBI HHBATUIAMHA | JIMIAMU C OTPAaHUICHHBIMU BO3MOXKHOCTSIMH 37I0POBbBSI
OCYIIIECTBIISIETCS C UCIIOJIB30BAHUEM CPEIICTB 00yUCHHS OOIIETO M CIIEIMAaTbHOTO Ha3HAYCHUS:

o JEKUMOHHAS ayIUTOpHUs — MYJIbTUMEAUWHOE O0O0OpYIOBaHHWE, WCTOYHUKU THUTAHUS JUIS
UH/IMBUAYAJIBHBIX TEXHUYECKUX CPECTB;

o yueOHas ayauTopHsl Ui TPaKTHMYECKUX 3aHATHH (CEMHUHApOB) - MYIBTUMEAUNHHOE
000pyI0BaHNE, UICTOUHUKH MTUTAHUS 7151 MHIAWBHIyaJIbHBIX TEXHUYECKUX CPENICTB;

o yueOHas aymuTopusi Ui CaMOCTOATENBbHOM paboThl — cTaHaapTHele paldoune MecTa C

MEPCOHANBHBIMU  KOMIIbIOTEpaMU; pabouee MeCTO C TEepPCOHATBHBIM KOMITBIOTEPOM, C
POrpaMMOil SKPaHHOIO JIOCTYIIA, IPOrPAMMOI SKPAHHOTO YBEITUUECHUS «IKpaHHAS JTyma» JUIs
CTYJICHTOB C HApPYLICHUEM 3PEHUS.
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B ayauTopuu, rae 06yqa}0Tcs[ HHBAJIWABI U JIMAa C OTPaHUYCHHBIMU BO3MOXXHOCTSAMHU 3J0POBbBA,
npeaAyCMOTPCHBI MCCTa JI O6yanOH_II/IXC$I C y‘léTOM OFpaHI/IquI/Iﬁ HX 300POBbA.

IIporpamma cocrtaBieHa B cooTBeTcTBUM C TpeboBanusimu PI'OC BO mno HampaBieHHIO
38.03.02 MEHEJIDKMEHT.

ABTOp(BI):

Crapmnii mpenonaBatens Kadeapbl TYMaHHTAPHO-TIPABOBBIX TUCIUIUIMH JI3ep>KMHCKOTO
¢unmnana HHI'Y Ponuonona 10.B.

[Iporpamma opoOpeHa Ha 3acenaHud OOBEIMHEHHOW Meromuueckon komuccuun HMOO wu
¢mmanoB ynusepcutera, mpotokon Ne 13 ot 29.04. 2019 roga.
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