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1. XAPAKTEPUCTUKA JUCIUIIJIMHBI 11O ®T'OC BO

B coorBerctBun ¢ deaepalibHbIM rocy1apcTBEHHBIM 00pa30BaTENIbHBIM CTAHAAPTOM
BBICIIETO0 O00pa3zoBaHMsi 1O HampapieHuto noArotoBku 38.03.02 MeHemKMEHT ypOBEHb
OakanaBpuaTa) yTBep:KJI€HHbIM IpruKa3oM MuHucTepcTBa 00pazoBaHus 1 Hayku Poccuiickoit
@®enepatun ot 12 sguBaps 2016 1. N 7 paucuumiumHa «Cucrema  ynpaBiaeHHUS
JOKYMEHTOOOOPOTOM» BXOJUT B COCTaB BAapUaTUBHOM wactu Onoka 1 «JlucuuiuimHel
(Monmynu)». /laHHas AUCUUIUIMHA, B COOTBETCTBHH C YU€OHBIM IIJITAHOM MHCTHUTYTA, SIBIISICTCS
00s13aTeJIbHON JJ151 U3yUYEHHUS.

2. TPEBOBAHUS K YPOBHIO OCBOEHUSA U CHUIIJIMHBI
Lesb AMCHUIIMHBI — HAYYUTH CTYACHTA paboOTaTh ¢ JOKYMEHTAaMH U PelIaTh 3aJauHu,
CBSI3aHHBIE C IIEpexXoJoM K 0e30yMakHOW TEXHOJIOTMH YIPABICHHUS SKOHOMUYECKUMU
CUCTEMaMHU, UX 00pabOTKe, XpaHEHUIO, IIOUCKY U Nepeadyu HHPOpMaIuu.

B pesynbrare u3ydeHus: AUCHUIUINHBI CTYICHT JTOJIKEH:

3HATh:

- KJIaCChl PKOHOMUYECKUX CUCTEM, COJIEp KaHue (PYHKIIUNA OU3HEC-TIPOIIECCOB

- COJIepyKaHUe CUCTEMBI JJOKYMEHTO000pOoTa

- BUJIBI JIOKYMEHTOB U MX CBSI3U C OM3HEC-TIpoIieccaMu

- TpOLEAYpbl COCTaBJIEHUS, TIOJyYeHHUs, Iepenadd, oOpabOTKM M XpaHEHUs
JTOKYMEHTAIH B Orice

- KJacchl HMH(OPMALMOHHBIX TEXHOJOIWH, MCIIOJIB3YEMbIX JJIi COCTaBJICHUS
AIIEKTPOHHBIX TOKYMEHTOB

- METOAbl U CpeACTBAa MOJEIMPOBAHHUSA, aHAIM3a M  COBEPIIEHCTBOBAHUS
JIOKyMEHTO000poTa

yMeThb:

- COCTaBISITh JOKYMEHTBI, OTpaXalollhe TPUMEpPHBIE pEIIeHUs, BeCcTH 0a3y
AJIEKTPOHHBIX JOKYMEHTOB

- OPraHM30BBIBATH KOJUIEKTUBHYIO 00pabOTKY TOKyMEHTOB B peXHUME «groupware» m
nepeaaBaTh JOKYMEHTHI B PeXKUME 3JIEKTPOHHOM MOYTHI

- COCTaBJSATh MapIIPYTHl TIEPEABIKCHHUS JOKYMEHTOB M OH3HEC-TIPOLIECCOB U
KOHTPOJIMPOBATh UX UCIIOJIHEHUE

BJIA/IETh:

- HaBblkaMH pPabOTBl € MPOTrPaMMHBIMH  TMPOAYKTaMH, 00ECHEUMBAIOIINX
3 PEeKTUBHBII TOKYMEHTOO0OPOT

B pesynprare wW3ydeHWs TUCHMIUIMHBI CTYACHT JOJDKEH o0JamaTh CIeAyIOIIUMU
KOMIIeTeHIMAMU:

e RBJIaJICHUEM HaBBIKAMH IIOMCKAa, aHaJIM3a ¥ WCIIOJG30BAaHUS HOPMATHUBHBIX U
IPaBOBBIX JIOKYMEHTOB B cBoei nipodeccronanbroi aestenbrHoctu (OITK-1);

® RBIIAJICHUEM HABBIKAMH JOKYMEHTAIBHOTO O(QOPMIICHHS PEIICHHH B YIIPaBICHUHU
OTIEPAIIMOHHON  (MPOW3BOJICTBEHHOW)  JIEATEIBHOCTH  OpraHW3aluid TpH  BHEAPECHUH
TEXHOJOTUYECKUX, MPOAYKTOBBIX HMHHOBAIMH MM OpraHu3annoHHbIX n3menennii (I1K-8);

e RBIIaJICHNEM HaBBIKAMU aHamM3a WHQOpPMAUU O (YHKIMOHUPOBAHUH CHUCTEMBI
BHYTPEHHETO JOKYMEHTOOOOpOTa OpraHW3alliH, BeICHWsS 0a3 MTaHHBIX 110 pPa3IMYHBIM
nokazareasiM U (OpMHpPOBaHHS  MH(POPMALMOHHOTO  OOECHeYeHHs  YYaCTHHUKOB
opranu3anuoHHbIx mpoektos (ITK-11).

e RBIIAJICHUEM HAaBBIKAMH IIOJATOTOBKH OPraHU3alMOHHBIX M PACHOPSAUTEIBHBIX
JOKYMEHTOB, HEOOXOJMMBIX JUIsI CO3JJaHUSI HOBBIX MpeanpuHuMaTeabckux cTpykryp (I1K-20).



3. TEMATHYECKAS CTPYKTYPA JUCHUIIJIMHBI

HaumenoBanue BoipabaTbiBaemast
N JIE IUAAKTHYECKOH N Tema 3aganus KOMIIeTeHII M
eIMHUIbI
Conepranue 1 OCHOBHBIC ~ KOHICHIMA  YIPABICHHS [K-11
OCHOBHBIC TOHATHA 1 |1oKyMEeHTOOOOPOTOM, 0e30yMaKHbIE
AUCIHITAHBI TEXHOJIOTUH YIIPABJICHUS
«Cucrema ynpasieHus —
1 [IOKYMEHTOOGOPOTOM [lonsiTue U cTpykKTypa 9KOHOMHYECKOH [1K-8
2 |cucremsl (OC). Kmaccudukanus ¢yHkimii
U J1eT0BbIX TporieccoB DC
3 [loHATHS OKYMEHT, JIOKYMEHTOIOTOK, [11K-8, OIIK-1
TOKYMEHTOO00pOT
Hasnauenue Cucremn[1K-8, T1K-11
5 JIOKyMEHTalMOHHOTO Ob6ecneueHust
Yrupasnenus u ['CJIOY. CocraB pyHKmmit
rpoieayp, Boinonasembix CAOY
Cocrasn OpranuzanuonHo-{[TK-8, TIK-11,
Opratusars 6 Pacniopsnutensubix Jlokymentos (OPJI).[OIIK-1
AOKYMEHTallHOHHOTO Conepkanue TMPOUEAYPhl  COCTaBIICHUS
2 |obecnieueHUs OPJI.
lezgliiii:{iixoﬁ CHCTGM: 7 Conepxxanne mnpouenypsl nomydenus wu|lIK-11, I1K-20
reperayy MOTOKOB IOKYMEHTOB
5 CoctaB u coxepxkanue mporeaypsi[IK-11
KOHTPOJISI UCTIOJTHUTEBHBIX JOKYMEHTOB
9 Conepxanue " npouenypsi[1K-11
(hopMUpOBaHUS 1€ U CAAYU JIENT B ApXUB
[lonsiTue uHpopmannonHoi|[1K-8, TTK-11
10 |pxoHOMHUYECKOM uH(GOPMaIMOHHON
cuctemsl (UC). Knaccst u ctpykrypa UC
Opranuzanus [TpunIMnBEl, MeToabl U cpenacta cozmanus|[1K-8, TTK-11
3 OnektpoHHoit Cuctemsl| 11 |OnextponHoit  Cuctembl  YmpaBieHus
YripaBieHus JlokymeHTO000pOTOM
JlOKyMEHTO000POTOM TpeboBanust k cuctemam cocrasieHus|[1K-11
1o [P7IEKTpOHHOTO JIOKYMEHTA.
XapakTepucTUKa CHCTEM COCTaBIICHUS,
BBOJIa U XpaHEeHUs D /]
13 XapakTeprucTrka u ucnonb3oBanue[l IK-11
TexHoJIoruu «ad-hok»
14 XapakTepucTuka u ucnonb3oBanue|[l 1IK-11
TCXHOJIOTMH «groupware
Opranuzanus CUCTEM
4 Ocobennoctn  opranmzanuu  pabotsl[1K-11
TOKYMEHTO000poTa
15 |cucteM ymnpaBiieHUsI JTOKYMEHTOOOOpOTa
kinacca «ACKUJ»
16 Cucremsl aBTomatmzanuu  AenoBbIx|[1K-11
[IPOLIECCOB




4. BUJbI YYEBHOM PABOTBI U UX TPYJOEMKOCTH

Ounas ¢gopma odyuenusi(4 r.)

Bcero uacos (3aueTHbIx

Bun yuebHoit paboTbl exmHmI), 3 comecTp
1 2
OO6m1ast TpyAI0EMKOCTh JTUCITUTUTHHBI 144 (4)
AyIUTOpHBIE 3aHATUS* o4
Jlexkuuun 18
[TpakTuyeckue 3aHATUS 36
CamocrosiTenpHas padbora 90

Bujg utorosoro KOHTPOJIA

3a4€eT C OLIEHKOU

OuHo-3a04Hast popma oOyuenns(4r.6 mec.)

Bcero yacos (3aueTHbIX

Bun yuebHoit pabotbl exmmn), 4 cemectp
1 2
OO6m1ast TpyI0eMKOCTh TUCITUTUTHHBI 144 (4)
AyIUTOpHBIE 3aHATUS* 36
Jlexkuuu 16
[IpakTuueckue 3aHsATHS 20
CamocrosiTenpHas padora 104

Bujg utorosoro KOHTPOJIA

3a4eT C OICHKOM (4)

3aounas popma oOyuenusi(4r.6 mec.)

Bcero yacos (3aueTHbIX

Bun yuebHoi paboTbl exmmn), 4 cemectp
1 2
OO611ast TpyA0EMKOCTh TUCIUTUTMHBI 144 (4)
AynuTOpHBIE 3aHATHUS* 12
Jlexkuuu 4
[TpakTHyeckue 3aHATUS 8
CamocrosiTenpHas padbora 128

Bug ntoroBoro KOHTpoJIs

3a4eT C OICHKOM (4)

5. MECTO B CTPYKTYPHO-JTIOT'MYECKOM CXEME

JUia u3ydeHuss IUCUUIUIMHBI, HEOOXOJMMBI 3HAHMS U YMEHMS U3 JIUCUUIUIMH,
U3y4aeMbIX paHee 1o yueOHomy rutany. CornacHo yueOHOMY IUaHy auciuiuimHa «Cucrema
yIpaBiaeHUs] JOKYMEHTOOOOpOTOM» Ha 3 ceMecTpe MpH OYHOW, Ha 4 ceMecTpe MpH OYHO-

3a04HOM U IpU 3a04HOM Gopme 00yUeHHS.

KOMHCTGHHI/IH, 3HAHUA WU YMCHU, HpI/I06pCTaCMBI€ CTYACHTAMHM II0CJIC HU3YUYCHHA
JUCIUITIINHBI 6y,ElYT HCII0JIB30BATLCA HMMHU B XOHC OCYLICCTBIICHUSA HpO(i)CCCHOH&HbHOI’I

JIESITENBLHOCTH.

6. PACIIPEJAEJIEHUE PA3IEJIOB JUCIUIIJIMHBI 110 BUJAM

3AHSTHUN
Ounas ¢gopma o0yuenusi(4 r.)
Ne TeMbBI TUCITAIUINHEI Tpynoemx JIK 113 CPC
ILII OCTh
1 OcHOBHEBIE KOHIIEIINHU yIpaBJICHUS 9,5 1 25 6
JIOKYMEHTOOOOPOTOM, 06e30ymMakHBIC




TCXHOJIOTUH YIIPABJICHH

2 [lonatne ®  CTPyKTypa  IKOHOMHYECKOU 9,5 1 2,5 6
cuctembl (OC). Knaccubukamus ¢GyHKIUA U
JeNoBbIX nporeccoB DC

3 [Tonsarus JIOKYMEHT, JIOKYMEHTOTIOTOK, 9,5 1 2,5 6
JOKYMEHTO000POT

4 Ha3znauenne Cucrembl J[OKyMEHTAIIMOHHOTO 9,5 1 2,5 6
Ob6ecrieuenus Ynpasieaus u ['COY. Cocras
dbyHKIMIA porieayp, BeimoaHsseMbix CJIOY

5 CocraB  Opranu3aninoHHO-PacnopsiuTenbHbIX 9,5 1 2,5 6
HoxymenTtoB (OPJl). Conepxkanue mnpoueaypsl
cocrasienust OPJI.

6 Conepkanve  OpoUEAypbl  TOJYYCHHS U 9,5 1 2,5 6
1epe1ayr MOTOKOB JOKYMEHTOB

7 CoctaB ® coJiepKaHUE TPOIEAYPhl KOHTPOJS 9,5 1 2,5 6
HCIIOJHUTEIIBHBIX TOKYMEHTOB

8 Copepxanrie U TPOIEAYPhl (OPMUPOBAHUS JCIT 9,5 1 2,5 6
Y C/Ia4| JIeJ B apXHB

9 [TonsTre wWHGOPMANMOHHOW 3KOHOMUYECKOU 9,5 1 2,5 6
nHopmanuonnot cucremsr (MC). Kmaccsl u
ctpykrypa MC

10 [IpuHIKIIBI, METOIBI W CPEICTBAa CO3JIaHUS 9,5 1 2,5 6
DNEeKTPOHHOM Cucrembl VYupasnenus
JI0oKyMeHT00000pOTOM

11 TpeboBanust K  CHCTEeMaM  COCTaBIICHUS 9,5 1 2,5 6
AJIEKTPOHHOTO  JOKYMEHTa. XapaKTepUCTHKA
CHCTEM COCTAaBIICHUS, BBOJIA U XpaHeHUs D]

12 XapaKkTepruCTUKa U UCITOJIb30BAHUE TEXHOJIOTHH 9,5 1 2,5 6
«ad-hok»

13 XapaKkTepruCTUKa U UCIIOJIb30BAHUE TEXHOJIOTHH 9,5 1 2,5 6
«groupware»

14 OcoOeHHOCTH OpraHm3anuu  paboThl  CHCTEM 9,5 1 2,5 6
yIpaBJICHUS JOKYMEHTO000pOTa KJ1acca
«ACKUI»

15 CucTteMbl aBTOMAaTH3AIUH JICJIOBBIX IPOIIECCOB 55 2 0,5 3

16 OcCHOBHEBIE KOHIIEIIINHU yIpaBIIECHUS 55 2 0,5 3
JIOKYMEHTOO0OpPOTOM, 0e30ymMakHBIC
TEXHOJIOTHH YIPaBICHUS
Hroro: 144 18 36 90

OuHo-3a04Has popma oOyuenns(4r.6 mec.)

e Templ TUCHUATITNHBL Tpynoemx JIK 113 CPC

ILII OCTh

1 OcCHOBHEBIE KOHIIEIIINHU yIpaBJIECHUS 9 1 1,25 6,75
JIOKYMEHTOO0OpPOTOM, 0e30ymMakHbIC
TEXHOJIOTUH YITPABJICHUS

2 [lonsiTve U CTpyKTypa  3KOHOMHUYECKOU 9 1 1,25 6,75
cucrembl (OC). Knaccudpuxaums ¢yHkuuii u
JIEeT0BBIX mporeccoB DC

3 Ilousatus JIOKYMEHT, JIOKYMEHTOMOTOK, 9 1 1,25 6,75




JIOKYMEHTO000pOT

4 Haznauenne Cucrembl J{0OKyMEHTaLOHHOIO 9 1 1,25 6,75
Ob6ecnevennss Ynpasnenus u 'CHAOY. Cocras
¢byHkuui npouenyp, Beimonnsembix CJJOY

5 CocraB  OpraHmu3anioHHO-PacnopsiuTenbHbIX 9 1 1,25 6,75
HoxymenTtoB (OPJl). Conepxkanue mnpoueaypsl
cocrapienust OPJI.

6 Conepkanve  OpouUEaypbl  TOJYYEHUS U 9 1 1,25 6,75
repeaadn MOTOKOB JOKYMEHTOB

7 CocraB W cojaep)aHUE MPOLEIYPbl KOHTPOJISA 9 1 1,25 6,75
VCTIIOJIHUTENIBHBIX JOKYMEHTOB

8 Conepsxanue u mporeaypbl GOpMUPOBAHUS JIEIT 9 1 1,25 6,75
Y CJIaY¥ JIe] B apXWB

9 [Tonsatne wuHPOPMAIMOHHON 3KOHOMHYECKOU 9 1 1,25 6,75
unpopmannonHoit cuctemsl (MC). Kiaccel u
ctpykrypa UC

10 [TpuHOMIBI, METOABI W CPEICTBA CO3JaHUs 9 1 1,25 6,75
DIJIEKTPOHHOMN Cucrembl VYnpanenus
JloKyMeHT00000pOTOM

11 TpebGoBanus K cucTeMam COCTAaBJICHUSA 9 1 1,25 6,75
ANIEKTPOHHOTO  JIOKYMEHTa. XapaKTePUCTUKA
CHUCTEM COCTABJICHHS, BBOJA M XpaHeHus D/]

12 XapaKkTeprucTUKa M UCIIOJIb30BAHUE TEXHOJIOTHH 9 1 1,25 6,75
«ad-hok»

13 XapakTepucTruKa U UCIOJIb30BAaHNE TEXHOJIOTUU 9 1 1,25 6,75
«groupware»

14 OcoOeHHOCTH OpraHu3aluu  pabOThl CUCTEM 9 1 1,25 6,75
yIpaBiIeHUs JIOKYMEHTO000poTa KJjlacca
«ACKH]I»

15 CuHcTeMbl aBTOMATH3AIUH JISJIOBBIX MPOIECCOB 9 1 1,25 6,75

16 OCHOBHBIE KOHIIEIIU yIpaBICHUS 9 1 1,25 6,75
JIOKYMEHTOO0OPOTOM, 0e30ymMakHbIE
TEXHOJIOTHH YIPaBICHUS
Hroro: 144 16 20 108

3aounas popma o0yuenusi(4r.6 mec.

e Templ TUCHUATITNHBL Tpynoemx JIK 113 CPC

ILII. OCTh

1 OcCHOBHEBIE KOHIIEIIIINH yIpaBIICHUS 9 0,25 0,5 8,25
JTOKYMEHTOO00pOTOM, 0e30yMaxHbIe
TEXHOJIOTUH YITPABJICHUS

2 [lonsiTve U CTpyKTypa  3KOHOMHYECKOU 9 0,25 0,5 8,25
cucrembl (OC). Knaccuduxauus ¢yHkuuii u
JIEeJ0BBIX mporeccoB DC

3 IToustus JIOKYMEHT, JIOKYMEHTOMOTOK, 9 0,25 0,5 8,25
JIOKYMEHTO000pOT

4 Ha3znauenne Cucrembl J[OKyMEHTAlIMOHHOTO 9 0,25 0,5 8,25
Ob6ecnevennss Ynpasneaus u 'CHOY. Cocras
¢byHkuui npouenyp, Beinonssemsix CJIOY

5 CocraB  Opranmu3zanimoHHO-PacnopsuTensHbIX 9 0,25 0,5 8,25




HoxymenTtoB (OPJI). Conepikanue mpoueaypsl
cocrasienust OPJI.

6 Conepkanue  TOpOUEAYpPbl  TOJYYCHHS U 9 0,25 0,5 8,25
nepeIayn MOTOKOB JOKYMEHTOB

7 CocraB W cojaepaHUE TPOLEIYPbl KOHTPOJS 9 0,25 0,5 8,25
WCIIOJIHUTENIBHBIX JOKYMEHTOB

8 Conepsxanue u mporeaypsl GOpMUPOBAHUS €I 9 0,25 0,5 8,25
Y CJIaY¥ JIe] B ApXUB

9 [TonsTe wWHGOPMAIMOHHOW 3KOHOMUYECKOU 9 0,25 0,5 8,25
nHdopmanuonnoit cucremsr (MC). Kmaccsl u
ctpykrypa MC

10 [IpuHIUIIBI, METOIBI W CPEICTBAa CO3JIaHUS 9 0,25 0,5 8,25
DNEeKTPOHHOM Cucrembl VYupasnenus
JlokyMeHT00000pOTOM

11 TpeboBanust K  cHCTEeMaM  COCTaBIICHUS 9 0,25 0,5 8,25
JIEKTPOHHOTO  JOKYMEHTa. XapaKTepUCTHKA
CHCTEM COCTAaBIICHUS, BBOJIA U XpaHeHUs D]

12 XapakTepucTUKa U UCIOJIb30BaHNE TEXHOJIOTUH 9 0,25 0,5 8,25
«ad-hok»

13 XapakTepucTUKa U UCIOJIb30BaHNE TEXHOJIOTUH 9 0,25 0,5 8,25
«groupwarey

14 OcobOeHHOCTH oOpraHu3aluu  paboThl CHUCTEM 9 0,25 0,5 8,25
yIpaBiIeHUs JIOKYMEHTO000poTa KJjlacca
«ACKU]JI»

15 CHcTeMbl aBTOMATH3AIUH JICJIOBBIX MPOIECCOB 9 0,25 0,5 8,25

16 OCHOBHBIE KOHIIEIIIHA VIIpaBICHUS 9 0,25 0,5 8,25
JTIOKYMEHTOO000pOTOM, 0e30yMaxHbIe
TEXHOJIOTUU YITPABJICHUS
Hroro: 144 4 8 132

7. JABOPATOPHBIE PABOTbI
VY4eOHbIM MJIaHOM HE TPeAyCMOTPEHBI.

8. MPAKTUYECKHUE 3AHSITUSA JJISI OUHOM, OYHO-3AOUYHOHN 1
3A0YHOU ®OPMbI OB YUEHUSI.

VYuyeOHBIM TUTAHOM TIPEAYCMOTPEHO TMPOBEJACHHWE TMPAKTHYECKUX 3aHATHH IO

mucuuruiiie. I[lpakThdyeckue 3aHATHS NpeAHA3HAYEHbl I OTPaOOTKH TEOPETHUYECKUX
MOJIO)KEHUH Ha mpakTuke. OneparMoHHO-AeATeNbHOCTHAs JoMuHaHTa [I3 oOycnaBnuBaer
HEOO0XO/IMMOCTh HE TOJBKO BepOabHBIX METOJOB O0yUYEHHMs, HO M JEJIOBBIX U POJIEBBIX UIP,
TPEHUHI'OB, «MO3TOBOTO IITypMay U T. [I.

1.

2.

»ow

PexoMeHyeMble TeMBI JUIsl IPOBENECHNS TPAKTUUECKUX 3aHATHUI:

OCHOBHBIE KOHIICTIIIMH YTIPABIEHUS TOKYMEHTOO000POTOM, 0€30yMakHbIe TEXHOJIOTHHI
yIpaBIeHUS

[Tonsite u crpykrypa 3xoHOMuYeckoil cucreMbl (DC). Knaccudpukanus GpyHkuuit u
JenoBbIX mpoueccoB DC

[ToHsATHS TOKYMEHT, JOKYMEHTOIOTOK, JOKYMEHTOOO0POT

Haznauenue Cucremsl JlokymenraruonHoro O6ecnieuenus Ympasnenus u ['CJOVY.
CocraB (yHKIuit mpouenyp, BeimonusemMsix CIOY




o

©ooNe

11.

12.
13.
14.

15.
16.

CocraB Opranm3anuonHo-Pacnopsaurensubix  JlokymentoB (OPJ). Copepxanue
npouenypst cocrapiaeHust OPJI.
Copepxanue Mpoueaypsl MOJIy4eHUs U Iepeaun MOTOKOB JJOKYMEHTOB
CocraB u cofiep>KaHue MPoIeaypbl KOHTPOJISI UCTIOTHUTEIBHBIX JOKYMEHTOB
Copepxanue U mpoueaypsl (GOpMUPOBAHUS JIE] U CAAYH JIeT B apXUB
[TonsTne WHPOPMALMOHHOW H3KOHOMHUYECKOH uHPopMmannonHoit cucremsl (MC).
Kinaccwr u crpykrypa UC
. [IpuHIUIIBI, METOJABI W CpelCTBA co3/aHust ieKTpoHHOM Cucrtembl YNpaBiIeHHs
JlokyMeHT00000pOTOM
TpeOoBaHMsI K CUCTEMaM COCTABJICHHS 3JCKTPOHHOTO JAOKYMEHTa. XapaKTepHCTHKA
CUCTEM COCTaBJICHHUS, BBOAA U XpaHeHus D]
XapakTepucTHKa M UCIIOJIb30BaHue TexHomoruu «ad-hoky
XapakTepucTUKa U UCTIIOJIb30BAaHUE TEXHOIOTUHU «groupwarey
OcoOeHnHoOCTH OpraHu3anuu paboThl CUCTEM YIIPABJICHUS JTOKYMEHTOOOOpOTa Kiacca
«ACKU]I»
CucTtembl aBTOMAaTH3AIUH JICJIOBBIX MPOIIECCOB
OcHOBHBIE KOHIEIINH YIIPABJICHUS JTOKYMEHTOO00POTOM, 6€30yMaKHbIE TEXHOIOTHH
YIIPaBJICHUS

9. CEMUHAPCKHUE 3AHATUSA
Y4eOHBIM IUTAHOM HE TIPEyCMOTPEHO.

10. CAMOCTOSTEJBHASA PABOTA JIJISI OUHOM, OYHO-3A0YHOM U
3A0YHOM ®OPMbI OBYUEHMUAI.

10.1. OBLIIUI MEPEYEHb CAMOCTOSITEJIbHON PABOTBI
CamocrosiTenbHass paboTa CTYACHTOB TIpeaArNojaraer BbIOOpP W3 TPEAIOKEHHOTO

CIIUCKa MCTOYHHUKOB JJIsi M3y4eHUS U KOHCHEKTHpoBaHUS. OCHOBHOE Ha3HAUYCHUE JaHHOU
dbopMbl 00yueHUs — YIUIYOJICHHOE CaMOCTOSITEIbHOE O3HAKOMJIEHHE C TEOPETHUYECKUM
MaTepuajoM, YTO TIO3BOJISIET CTYAEHTaM apryMEHTHPOBaTh CBOU MPOQecCHOHANbHbBIE
MO3UIMHN Ha MMPAKTUYCCKUX 3aHATUAX.

Pexomenayercs ciaenyromue BUAbI CAMOCTOSTEIbHOI padoThI:
- BBIIIOJIHEHUE 33JaHUM U1 CAMOCTOSITENIbHOM paboThI;
- 3aJJaHNA 11 CAMOCTOSITENIbHON paboThI;
- HamKcaHue pedepaTos;
- 3ay4lBaHUE TEPMUHOJIOTUH;
- paboTa HaJl TeCTaMH.
Ouynas ¢opma o0yuenus(4 r.)

O6b
Ne Coaepxanue ®opmbl
Temsbl . €M,
TLTI. CaMOCTOAITETIbHOI PadoThI KOHTPOJIA qac
1 Hanucanue pedeparos, | YcTHbIN 6
OcHOBHEBIE KOHIIETIITIHN
3aydyuBaHHE TEPMUHOJIOTHH, | OTIPOC,
yIIpaBJICHUS
pabota HaJl TeCTaMu, | MpoOBepKa
JIOKYMEHTOO000pOTOM, .
BHIIOJIHEHUE  3aJaHUid IS | TECTOB,
0e30yMakHbIE TEXHOJIOTHH -
CaMOCTOSITENIbHOU PabOTHI poBEpKa
YIIpaBJICHUS
pedeparon
2 [Tonstue U cTpykTypa | Hanucanue pedepatos, | YcTHBIN 6
skoHomuueckoil cucremsl (OC). | 3ayunBaHue TEPMHUHOJIOTUH, | OIIPOC,




Knaccudpukauus  dynkuuit  u | pabota HaJl TecTamH, | MpoBepKa
nenoBbIX mporeccoB DC BBIIIOJIHEHUE  33aJaHUW  JUJIs | TECTOB,
CaMOCTOSITENIbHON pabOThI IpoBepKa
pedeparon
3 Harnucanme pedepaToB, | YcTHBII
3aydyuBaHHE TEPMUHOJIOTUH, | OTIPOC
Ioustus JIOKYMEHT, Y P ’ poc,
paboTta HaJl TecTamH, | MpoBepKa
JIOKYMEHTOTIOTOK, .
BBIIIOJIHEHUE  3aJaHUd  JUIS | TECTOB,
JOKYMEHTO000pOT .
CaMOCTOSITENIbHOM pabOThI poBepKa
pedeparon
4 Hanucanue eepaToB, | YCTHBII
Ha3nauenue Cucremsl pedep ’
3ay4yuBaHHE TEPMUHOJIOTHH, | OTIPOC,
JIOKyMEHTalMOHHOT O
pabota HaJl TecTamH, | MpoBepKa
Obecneuenms  Yipanenus  u BBIIOJIHEHUE  3aJaHUW IS | TECTOB
rcaoy. Cocras byHKIUH - ’
CaMOCTOSITENIbHOM pabOThI poBEpKa
npouenyp, BoinonHseMeix CIOY
pedeparon
5 Harnucanme pedepaToB, | YCTHBII
Cocras Opranu3anoHHO- | 3ay4UBaHUE TEPMUHOJIOTHH, | OIIPOC,
Pacniopsimutenbubix  JlokymeHToB | paboTa HaJl TecTamH, | MpoBepKa
(OPM). Conepxanue mpOUEAYpHI | BHIMOJIHEHUE  3aJaHUd  JIJIsl | TECTOB,
cocraienust OP/. CaMOCTOSITENIbHOM paOOThI poBEpKa
pedeparon
6 Harnncanme pedepaToB, | YCTHBII
3aydyuBaHHE TEPMUHOJIOTHH, | OTIPOC,
Coneprxanue MIPOLIEIYPhI
pabota HaJl TecTamH, | MpoBepKa
MOJIy4EHHUsI U TepeJaud MOTOKOB .
BBIITOJIHEHUE  3aJaHUHd  JUIS | TECTOB,
JTOKYMEHTOB o
CaMOCTOSITENILHOM pabOThI poBepKa
pedeparon
7 Harnncanue pedeparos, | YcTHBIN
3ay4rBaHUE TEPMUHOJIOTUH, | OTIPOC
CocraB " CoJIepKaHue Y1 p ’ poc,
pabota Haj TeCTaMH, | MpoBepKa
MPOLIEAYPHI KOHTPOJIS .
BHIMIOJTHEHWE  3aJaHUi  JJisA | TeCTOB,
WCTIOJTHUTENIBHBIX IOKYMEHTOB -
CaMOCTOSITENIbHOM paboThI IpOBEpKa
pedeparon
8 Hanmcanue pedepatos, | YcTHBIN
3ay4rBaHUE TEPMUHOJIOTUH, | OTIPOC,
Conepxxanne W TOPOLELYPHI
paboTta Hajl TecTamH, | MpoBepKa
(hopMUpOBaHUS JIe U CIAYH JIEN B .
ADXIE BHIMIOJTHEHWE  3aJIaHUi  JJIs | TeCTOB,
P CaMOCTOSITENIbHOM pabOThI poBepKa
pedeparon
9 Hammcanue pedepaTos, | YcTHBIN
[Tonsitne nH(OPMAIIMOHHOHN | 3ayYHBaHHE TEPMUHOJIOTUH, | OTIPOC,
IKOHOMHYECKOM pabora HaJl TECTaMH, | TIPOBEpKa
unpopmannonHoi cuctemsl (MC). | BEIMOTHEHNE — 3aJaHUNd  JJis | TeCTOB,
Knaccel u crpykrypa UC CaMOCTOSITEIbHOU PabOThI MpoBEpKa
pedeparon
10 [IpuHnnner, meronsl U cpeacrBa | Hanmucanue pedeparos, | YcTHBIN
co3llaHus DIeKTpoHHOH CHcTeMBl | 3ayuyrBaHHE TEPMUHOJIOTUH, | OTIPOC,
Ynpasnenus paboTta HaJl TecTamH, | MpoBepKa
JIOKyMEeHT00000pOTOM BHITIOJTHEHWE  3aJlaHUid  JJIs | TeCTOB,




CaMOCTOSITENIbHOM pabOThI poBepKa
pedeparon
11 Hanucanue pedeparos, | YCTHbIN 6
TpeboBanus K cUCTeMaM
3ay4yuBaHHE TEPMUHOJIOTHH, | OTIPOC,
COCTaBIICHHS AIIEKTPOHHOTO
pabota HaJl TecTamH, | MpoBepKa
JIOKYMEHTA. XapaxkTepucTuka .
BBIIIOJIHEHUE  33aJaHUW  JUJIs | TECTOB,
CHCTEM COCTaBJCHHUS, BBOJA U o
CaMOCTOSITeNIbHOM pabOThI IpoBepKa
xpanenust J/] pedepatos
12 Harnucanme pedepaToB, | YCTHBII 6
3aydyuBaHHE TEPMHUHOJIOTUH, | OTIPOC
XapakTepucruka | 21 p ’ poc,
pabota HaJl TecTamH, | MpoBepKa
HCIIOJIb30BaHUE TEXHOJOrMH «ad- .
hoks BBIIOJIHEHUE  3aJaHUNA  JUJIs | TECTOB,
CaMOCTOSITENIbHOM pabOThI poBEpKa
pedeparon
13 Harnucanme pedepaToB, | YCTHBII 6
3aydyuBaHHE TEPMUHOJIOTHH, | OTIPOC
XapakTepucruka | 21 p ’ poc,
pabota HaJl TecTamH, | MpoBepKa
UCIOJIb30BaHUE TEXHOJOTUHU .
BBIIIOJIHEHUE  3aJaHUW IS | TECTOB,
«groupware» N
CaMOCTOSITENIbHOM pabOThI poBEpKa
pedeparon
14 Harnncanme pedepaToB, | YCTHBII 6
Ocobennoctu OpraHu3aliy | 3ay4rBaHUE TEPMUHOJIOTHH, | OIIPOC,
paboTel  cucTeM  ympaBieHus | pabora HaJl TecTamH, | MpoBepKa
JTOKYMEHTO000poTa KJjacca | BBIIOJIHEHWE  3aaHuil  UIA | TECTOB,
«ACKHNI» CaMOCTOSITENIbHOM PabOThI IIPOBEpPKa
pedeparon
15 Hamnucanue pedepatos, | YcTHBII 3
3ay4rBaHUE TEPMUHOJIOTUH, | OTIPOC,
Cucremsl aBToMaTu3aluu | pabora HaJl TecTamu, | MpPOBEpPKa
JIeJIOBBIX MPOLIECCOB BHIMIOJTHEHWE  3aJaHUi  JJisA | TeCTOB,
CaMOCTOSITENIbHOIN pabOThI IpoOBEpKa
pedeparon
16 Hamnucanue pedepatos, | YcTHBII 3
OcHOBHBIE KOHIETITUH
3ay4rBaHUE TEPMUHOJIOTUH, | OTIPOC,
YIIpaBJICHUS
pabota Haj TeCTaMH, | MpoBepKa
JOKYMEHTO000POTOM, .
BHIMIOJTHEHWE  3aJlaHUi  JJisA | TeCTOB,
0e30yMaKHbIC TEXHOJIOTHH -
CaMOCTOSITEIIbHOU PabOTHI IpOBEpKa
yIpaBICHUS
pedeparon
Hroro: 90
OuHo-3a04Has popma oOyuenns(4r.6 mec.)
(0133
Ne Conepxanue DopMbl
TeMmbl N €M,
ILI1. CaMOCTOSITEIbHOI pPadoThI KOHTPOJIS wac
1 Hanucanue pedeparos, | YcTHbIH 6,75
OcHOBHBIE KOHIICTIITUH
3aydyuBaHHE TEPMUHOJIOTHH, | OTIPOC,
YIIpaBJICHUS
pabota HaJl TeCTaMu, | poBepKa
JOKYMEHTO000POTOM, .
BHIIOJIHEHUE  3aJaHWid IS | TECTOB,
0e30yMaKHbIC TEXHOJIOTHH -
CaMOCTOSITENIbHOM PabOThI pOBEpKa
yIpaBICHUS pecbepatos
2 Ilonsitue 1 cTpykTypa | Hanucanue pedepatos, | YcTHbIN 6,75
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skoHomHuueckoil cucremsl (OC). | 3ayunBaHue TEPMUHOJIOTUH, | OIIPOC,
Knaccupukanus  ¢ynkumii  u | pabora Haj TeCTaMH, | IpoBEpKa
nenoBbIxX mpoueccoB IC BBIIOJIHEHUE  3aJaHUd  JUIs | TECTOB,
CaMOCTOSITENIbHOM PabOTHI pOBEpKa
pedepaToB
3 Hanmcanue pedepatos, | YcTHBIN 6,75
3ay4yuBaHUE TEPMUHOJIOTUH, | OTIPOC
Tloustus JIOKYMEHT, v P ’ poc,
pabota Haj TeCTaMH, | IpoBepKa
JOKYMEHTOIIOTOK, .
BBIIOJIHEHUE  3aJaHUd  JUIs | TECTOB,
JOKYMEHTO000POT o
CaMOCTOSITENIbHOM PabOTHI IpOBEpKa
pedepaToB
4 Hanmcanue edepaToB, | YCTHBIH 6,75
Hasnauenue Cucremsl pedep ’ ’
3ay4yuBaHHE TEPMUHOJIOTUH, | OIIPOC,
JIOKyMEHTaIl[MOHHOTO
pabota Haj TeCTaMH, | poBepKa
Obecnieuenm ~ Yipagiesms  u BBIIOJIHEHUE  3aJaHUld  JUIs | TECTOB
Ircaoy. Cocras byHKIUH - ’
CaMOCTOSITEIIbHOU PabOTHI pOBEpKa
npouenyp, sbinonHsemeix CI0Y
pedepaToB
S) Hanucanue pedeparos, | YcTHBIN 6,75
CocraB OpraHu3alnoHHO- | 3ay4HBaHUE TEPMUHOJIOTUH, | OIIPOC,
Pacniopsinurenbubix  JlokymeHToB | paboTa HaJ TecTamu, | IPOBEPKa
(OPMI). Cogmep:kanue mnpouenypbl | BBIIOJHEHHE — 3aaHuUN  JUId | TECTOB,
cocraBienust OP/I. CaMOCTOSITENIbHOM paOOThI IIPOBEpPKaA
pedepaToB
6 Hanmcanue pedepatos, | YcTHBIN 6,75
3ayyuBaHHE TEPMUHOJIOTUH, | OTIPOC,
Conepxanue IpOIEeTyph
pabota Haj TeCTaMH, | MpoBepKa
MOJTyYeHUST W TIepeaud TIOTOKOB .
BBIMIOJIHEHUE  3aJaHUi IS | TECTOB,
JIOKYMEHTOB o
CaMOCTOSITEIIbHOM PabOTHI IpOBEpKa
pedeparon
7 Hanucanue pedepartos, | YcTHbIN 6,75
3aydyuBaHHE TEPMUHOJIOTHH, | OTIPOC
CocraB u cozepKaHue v P ’ poc,
pabota HaJl TeCTaMu, | MpoOBepKa
MPOIIEeTyPHI KOHTPOJIS .
BBIIOJIHEHUE  3aJaHUW IS | TECTOB,
UCTIOJTHUTEJIbHBIX IOKYMEHTOB o
CaMOCTOSITENIbHOM PabOTHI pOBEpKa
pedeparon
8 Hanucanue pedepartos, | YcTHbIN 6,75
3aydyuBaHHE TEPMUHOJIOTHH, | OTIPOC,
Conmepxanue W TPOLEIYpPHI
pabota HaJl TeCTaMu, | MpoBepKa
(dbopMHUpOBaHUS 1€ U ClIa9u AeT B .
ADXIE BHIIOJIHEHUE  3aJaHUid IS | TECTOB,
P CaMOCTOSITENIbHOM PabOTHI poBEpKa
pedeparon
9 Hanucanue pedeparos, | YcTHbIN 6,75
[TonsTne MH(OPMaLIMOHHOH | 3ayYHBaHHE TEPMHUHOJIOTHH, | OIPOC,
HKOHOMHUECKON pabota HaJl TeCTaMu, | MpoOBepKa
unpopmanronHoit cucremsl (UC). | BeIMOTHEHNEe — 3aJaHUld  JJis | TECTOB,
Knaccel u crpykrypa UC CaMOCTOSITENIbHOM PabOTHI poBEpKa
pedeparon
10 [TpuHumnel, mMetonsl M cpenactsa | Hanucanue pedeparos, | YcTHbIN 6,75
co3ztanusi DJIEeKTpOHHON CHUCTEMBI | 3ay4YHBaHUE TEPMUHOJIOTUH, | OTIPOC,
Ynpasienus pabota HaJl TECTaMH, | MPOBEpKa
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JIoKkyMeHT00000pOTOM BBIMIOJTHEHUE ~ 3aJlaHUid  JJis | TeCTOB,
CaMOCTOSITENIbHOM PabOTHI IpOBEpKa
pedepaToB
11 Hanucanue pedeparos, | YCTHBIN 6,75
TpebGoBanus K cucreMam
3ay4rBaHUE TEPMHUHOJIOTHH, | OIPOC,
COCTaBJICHUS 3IIEKTPOHHOTO
pabota Haj TeCTaMH, | IpoBEpKa
JIOKYMEHTA. XapakTepucTuka N
BBIMIOJTHEHUE ~ 3aJaHui  JJis | TeCTOB,
CUCTEM COCTaBJIEHUS, BBOJa U o
CaMOCTOSITENIbHOM PabOTHI IpOBEpKa
xpaneHus /] pedepaTos
12 Hanucanue pedeparos, | YCcTHBIN 6,75
3ay4rBaHUE TEPMHUHOJIOTHH, | OIpoC
XapakTepucTuka u Y1 p ’ poc,
pabota Haj TeCTaMH, | IpoBEpKa
UCIIOJIb30BaHUE TEXHOJOTHH «ad- .
hoko BBIMIOJTHEHWE  3aJlaHUi  JJis | TeCTOB,
CaMOCTOSITENIbHOM pabOThI IpOBEpKa
pedepaToB
13 Harnucanue pedepatoB, | YcTHBII 6,75
3ay4rBaHUE TEPMHUHOJIOTHH, | OIpoC
XapakTepucTuka u Y1 p ’ poc,
pabota Hajl TeCTaMH, | IpoBepKa
WCTIOJIb30BaHUE TEXHOJIOTUHU .
BBIMIOJTHEHWE  3aJlaHUi  JJis | TeCTOB,
«groupware» N
CaMOCTOSITEIIbHOM PabOTHI IpOBEpKa
pedepaToB
14 Harnucanue pedeparos, | YcTHbII 6,75
OcoOenHoctu OpraHM3alliy | 3ay4YUBaHUE TEPMHUHOJIOTHH, | OIPOC,
paboTel  cucreM  ympaeieHHs | pabota HaJl TECTaMH, | TIPOBEpKa
JOKYMEHTO000poTa KJlacca | BBIMIOJIHEHWE  3aJaHUuil  JJIs | TECTOB,
«ACKU» CaMOCTOSITEIbHOU PabOThI MpOBEpKa
pedeparon
15 Hanucanue pedepartos, | YcTHbIN 6,75
3aydyuBaHHE TEPMUHOJIOTHH, | OTIPOC,
Cucremsl aBTOMaTH3auu | pabora HaJl TecTamH, | MpoBepKa
JIETIOBBIX MIPOIIECCOB BBIIOJIHEHUE  3aJaHUW IS | TECTOB,
CaMOCTOSITENIbHOM pabOThI poBepKa
pedeparon
16 Hanucanue pedepartos, | YcTHbIN 6,75
OcHOBHBIE KOHIICTIIINH
3aydyuBaHHE TEPMUHOJIOTHH, | OTIPOC,
yTpaBICHUS
pabota HaJl TecTamH, | MpoBepKa
JIOKYMEHTOO0OPOTOM, .
BHIIOJIHEHUE  3aJaHWid IS | TECTOB,
0e30yMakHbIE TEXHOJIOTHH -
CaMOCTOSITENIbHOM PabOTHI poBepKa
YIIpaBJICHUS
pedeparon
HToro: 108
3aounas popma o0yuenus(4r.6 mec.)
O0b
Ne Coaepxanue ®opmbl
Tembl . CM,
TLTI. CaMOCTOAITEIbHOI PadoThI KOHTPOJIA qac
1 Hammcanue pedepaTos, | YcTHBIN 8,25
OcHOBHEBIE KOHIIETITHHN
3ay4nBaHUE TEPMUHOJIOTUH, | OTIPOC,
yIpaBICHUS
paboTta Hajl TecTamH, | MpoBepKa
JIOKYMEHTOO0OpPOTOM, .
BBIIOJIHEHUE ~ 3aJaHUA  JUJIs | TECTOB,
0e30ymMakHbIE TEXHOJIOTHH .
CaMOCTOSITENIbHOM pabOThI poBepKa
yIpaBieHUs
pedepaToB
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2 Harnucanme pedepaToB, | YCTHBII 8,25
[Tonsitre u CTPYKTYpa | 3ay4nBaHUE TEPMUHOJIOTHH, | OTIPOC,
skoHoMuueckoil cucremsl (OC). | paboTa HaJl TecTamH, | MpoBepKa
Knaccudukanuss ~ GyHKOmMiA W | BBIIOJHEHWE — 3aJaHUA  JJIS | TECTOB,

NeNoBBIX mporeccoB DC CaMOCTOSITeNIbHOM pabOThI poBepKa
pedeparon

3 Harnucanwue pedepaToB, | YCTHBII 8,25

3ay4yuBaHHE TEPMUHOJIOTUH, | OTIPOC
Ionstus JIOKYMEHT, Y P ’ poc,

paboTta HaJl TecTamH, | MpoBepKa
JIOKYMEHTOTIOTOK, .

BBIIIOJIHEHUE  33aJaHUW  JUJIs | TECTOB,
JOKYMEHTO000pOT .

CaMOCTOSITENIbHOM pabOThI IpoBepKa

pedeparon

4 Hanucanue edeparos, | YCTHBIN 8,25
Ha3nauenue Cucremsl pedep ’ ’

3aydyuBaHHE TEPMUHOJIOTHH, | OTIPOC,
JIOKyMEHTaMOHHOT O

pabota HaJl TecTamH, | MpoBepKa
Obecieuenms ~ Yipanenus  u BBIIOJIHEHUE  3aJaHUW IS | TECTOB
rcaoy. CocraB byHKIUH - ’

CaMOCTOSITENIbHOM pabOThI poBepKa
npouenyp, BoinonHseMeix CIOY

pedeparon

5 Harnncanme pedepaToB, | YCTHBII 8,25
CocraB Opranu3anvoHHO- | 3ay4rBaHUE TEPMUHOJIOTHH, | OIIPOC,
Pacniopsimutenbubix  JlokymeHToB | paboTa HaJl TecTamH, | MpoBepKa
(OPM). Conepxanue mOpOUEAYpHI | BHIMOJIHEHUE  3aJaHUd ISl | TECTOB,
cocraienust OP/. CaMOCTOSITENIbHOM pabOThI poBEpKa

pedeparon
6 Hanucanue pedepartos, | YcTHbIN 8,25
3aydyuBaHHE TEPMUHOJIOTHH, | OTIPOC,
Coneprxanue MIPOIIETYPHI
pabota HaJl TecTamH, | MpoBepKa
MOJIy4EHHUsI U TepeJaud MOTOKOB .
BBIIOJIHEHUE  3aJaHUW IS | TECTOB,
JTOKYMEHTOB o
CaMOCTOSITENIbHOM pabOThI poBepKa
pedeparon

7 Hanmcanue pedepatos, | YcTHBIN 8,25

3ay4rBaHUE TEPMUHOJIOTUH, | OTIPOC
Cocras " CoJIepKaHue Y1 p ’ poc,

pabota Haj TeCTaMH, | MpoBepKa
MPOLEAYPHI KOHTPOJIS .

BBIMIOJTHEHWE  3aJlaHUi  JJisA | TeCTOB,
WCTIOTHUTENIBHBIX IOKYMEHTOB -

CaMOCTOSITEIIbHOM PabOTHI IpOBEpKa

pedeparon
8 Hammcanue pedepaTos, | YcTHBIN 8,25
3ay4nBaHUE TEPMUHOJIOTUH, | OTIPOC,
Conepxanue U [OpOUEaypHI
paboTta Hajl TecTamH, | MpoBepKa
(dhopMUpOBaHHUS 1€ U CIA4H JIeT B .
ADXIE BHIMIOJTHEHWE  3aJlaHUi  JJIs | TeCTOB,
P CaMOCTOSITENIbHOM pabOThI IpoBepKa
pedeparon

9 Hammcanue pedepaTos, | YcTHBIN 8,25
[Tonsitre nH(OPMAIIMOHHOHN | 3ayYHBaHHE TEPMUHOJIOTUH, | OTIPOC,
IKOHOMHYECKOM pabora HaJl TECTaMH, | TIPOBEpKa
unpopmannonHoi cuctemsl (MC). | BRIMOTHEHNE — 3aJaHUN  JJisA | TeCTOB,

Knaccel u ctpykrypa UC CaMOCTOSITEIbHOU PabOThI MpoBEpKa
pedeparon

10 [Tpunnumnel, metomasl U cpeacTtBa | Hamucanue pedepatoB, | YcTHBII 8,25
co3sianusi DIeKTpoHHOH CHCTEMBI | 3ayYylBaHHE TEPMUHOJIOTHH, | OTIPOC,
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Ynpasnenus paboTta HaJl TecTamH, | MpoBepKa
JIOKyMEeHT00000pOTOM BBIIIOJIHEHUE  33aJaHUW  JUJIs | TECTOB,
CaMOCTOSITENIbHOM pabOThI IpoBepKa
pedeparon
11 Harnucanme pedepaToB, | YcTHBII 8,25
TpeboBanus K cUCTeMaM
3aydyuBaHHE TEPMUHOJIOTHH, | OTIPOC,
COCTaBIICHHS 3IIEKTPOHHOTO
paboTta HaJl TecTamH, | MpoBepKa
JIOKYMEHTA. XapakTepucTuka .
BBIIIOJIHEHUE  3aJaHUNA  JUJIs | TECTOB,
CHCTEM COCTaBJEHHUS, BBOJA U o
CaMOCTOSITENIbHOM pabOThI poBepKa
xpanenust J/]
pedeparon
12 Harnucanme pedepaToB, | YCTHBII 8,25
3ay4yuBaHHE TEPMHUHOJIOTUH, | OTIPOC
XapakTepucTuka | 21 p ’ poc,
pabota HaJl TecTamH, | MpoBepKa
HCIIOJIb30BAHUE TEXHOJOTMH «ad- .
hoks BBIIIOJIHEHUE  3aJaHUW IS | TECTOB,
CaMOCTOSITENIbHOM pabOThI poBEpKa
pedeparon
13 Harnucanme pedepaToB, | YCTHBII 8,25
3aydyuBaHHE TEPMUHOJIOTHH, | OTIPOC
XapakTepucruka | 21 p ’ poc,
pabota HaJl TecTamH, | MpoBepKa
HETOAL3OBAMIE TOXHONOTH | o nonmenne  sajamumii  a1s | TecToB
«groupwarey N ’
CaMOCTOSITENIbHOM paOOThI poBEpKa
pedeparon
14 Harnncanme pedepaToB, | YCTHBII 8,25
Ocobennoctu OpraHu3aliy | 3ay4rBaHUe TEPMUHOJIOTHH, | OIIPOC,
paboThl  cucteM  ympasieHHs | paboTa HaJl TecTamH, | MpoBepKa
JTOKYMEHTO000poTa KJjacca | BBIIOJIHEHWE  3aJaHuil  UIA | TECTOB,
«ACKHNI» CaMOCTOSITENIbHOM PabOThI IIPOBEpPKa
pedeparon
15 Harnucanue pedepatos, | YcTHBII 8,25
3ay4rBaHUE TEPMHUHOJIOTUH, | OTIPOC,
Cucremsl aBToMaTu3aluu | pabora HaJl TecTamu, | MpOBEpPKa
JIeJIOBBIX MPOLIECCOB BBIMIOJTHEHUE  3aJIaHUl  JJIs | TeCTOB
b
CaMOCTOSITENIbHOM paboThI IpoOBEpKa
pedeparon
16 Harnucanue pedepatos, | YcTHBII 8,25
OcHoBHbIE KOHIETITUH
3ay4rBaHUE TEPMUHOJIOTUH, | OTIPOC,
YIIpaBJICHUS
paboTta Hajl TecTamH, | MpoBepKa
JOKYMEHTO000POTOM, .
BBIIOJIHEHUE  3aJaHUA IS | TECTOB,
0e30yMaKHbIC TEXHOJIOTHH -
CaMOCTOSITEIIbHOU PabOTHI IpOBEpKa
yIpaBICHUS
pedeparon
Hroro: 132

10.2. KYPCOBOM IMPOEKT
VY4eOHBIM MJIaHOM HE TPEAYCMOTPEH KYpCOBOM MPOEKT.

10.3. IPUMEPHAS TEMATHUKA KOHTPOJIBHbBIX PABOT
VY4eOHBIM MJITAHOM HE TIPETyCMOTpEHA.

10.4. BOITPOCHI ¥ 3AJIAHUSA JIJIsSI 3AUETA C OIIEHKOM JIJIsSI OUHOI,

OYHO-3A0YHOMH U 3A0YHOU ®OPMbI OBYUEHUSI.
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CoNoA~WNE
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11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.

29.
30.

31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.

Ponp nHbopManiu B yripaBieHUN OpraHu3aIuei.
CymHOCTh ¥ QYHKIIUH JOKYMEHTA

Opranu3anus padoThl C TOKYMEHTaMHU

Tekymiee XxpaHeHHE JOKYMEHTOB

DKCIepTu3a EeHHOCTH JIOKYMEHTOB
Odopmienue nrem.

Cnada z1eq1 B BEJOMCTBEHHBIN apXUB
Yuuukanus ynpaBIeHIeCKIX JOKYMEHTOB.
Homenknarypa nen.

. CocTaB 1 cozepkaHue OpraHU3alMOHHO-PACIOPAIUTENBHON TOKyMEHTaUs

(YCOPL)

CocraB u oopMmiIeHHE PACTIOPATUTETBHBIX JOKYMEHTOB

CocraB u oopmiIeHHE OpraHU3allMOHHbBIX JOKYMEHTOB

CocraB u odopmieHre HHOOPMAITMOHHO-CITPABOYHBIX JIOKYMCHTOB
Cocras u nipaBmia opopmienus pekBu3utoB qokymeHToB (TOCT P 6.30 — 2003)
TpeboBanwusi, mpeabsBiIsieMble K 0)OPMIICHUIO JOKYMEHTOB.
JIoKyMeHTHUpOBaHHE TPYAOBBIX PAaBOOTHOIICHUI

Opraauzanus npuemMa 1 IepBUYHON 00pabOoTKH TOKYMEHTOB
Perucrpanus 10KyMeHTOB

[TpaBuiia BbI1auM /1€ BO BpEMEHHOE M10JIb30BAHNE

Opranu3anus J0KyMEeHT0000poTa

Cnyx06a JIOY: Bunbl, GyHKINHU, CTPYKTYpa

XapakTepuCTHKA U COCTaB IOKYMEHTOB I10 JMYHOMY COCTaBYy
KoHTpo:b ucronHenus J0KyMEHTOB

HNudopmaninoHHo-cripaBoyHas paboTa

VYHudukanus u ctaniapTusaius J0KyMEHTOB

Bugst TpynoBbIX JOrOBOpPOB, paBUiIa OPOPMICHHS

dopMupoBaHUE Je

HopmartuBHbIe, 3aKOHOAATENIbHBIE JOKYMEHTBI, PETYIUPYIOLIHe MOPSAA0K PadOThI C
JIOKyMEHTaMU

Bunst HomeHknatypsl fen, ux xapakTepucTHKa

PacniopsimuTenbHble TOKyMEHTBI, 00pa3yIoLIUecs B I€ATEIbHOCTH KOJIJIETHaIbHBIX
OpraHOB YNpaBJICHUS

CymHOCTB, BUJIBI U COJIEPKAHUE YIIPaBIEHUECKON NHPOpMAIUU
JlenoBas uHpOpMaLUs U €€ COCTaB

Opranuzanys HTHPOPMALTMOHHOTO 00eCTIeUeHHS

HNupopmanronHas 6€30macHOCTb

VYcnoBust yrpaTsl HHQOPMAITMOHHBIX PECYPCOB

Copepxanue ciayxeOHON TallHbl M KOHPUIEHIUAIBHOCTh UHPOPMAIUH
JlocTyn nepcoHana K KOH(QUISHIMATBHON Cily>keOHOH nHpopMaIu
[TpaBuiia opopmiieHns, yueTa U XpaHEeHUs TPYAOBbIX KHUKEK
[ToaroroBka Jlen k apXUBHOMY XpaHEHUIO

JenoBas nepenucka. Buapl n xapakTepucTuka ciyKeOHbIX MHCEM
SI3BIK U CTHITb J1€IOBOM JOKYMEHTAIH

CucremaTu3zanus U TeKyliee XpaHeHHe JOKYMEHTOB

KommnbroTepHbIe TEXHOJIOTUHU MTOATOTOBKU IOKYMEHTOB

10.5 MIPUMEPBI TECTOBBIX 3AJAHUM

3ananue 1
UTo 03HaYaET TEPMUH «ITOKYMEHT»?
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apryMeHT;
BHU3Q,
aeJ0;
MIPHKA3.

3aganue 2
OT KaKoTo S3bIKa MPOUCXOIUT TEPMHUH «ITOKYMEHT»?
HEMEILIKOI0;
JIATUHCKOTO;
aHTJINHCKOTO;
rpe4eckoro.

3ananme 3
COBOKYITHOCTh pabor, CBSI3aHHBIX c CO37laHUEM JIOKYMEHTOB,
perucrpanuei,knaccupukanyei, IBIKEHUEM, YI€TOM 1 XPaHEHUEM Ha3bIBAOTCH ...
KOPPECIIOHICHIIUEN;
JEJIOTIPOU3BOCTBOM;
JOKYMCHTHPOBAHUCM,
AOKYMEHTO0000pOTOM.

3aganue 4
Korna 6b111 yTBepKaeHbl OCHOBHBIE ITpaBuiia PK?
17.08.95;
30.06.92;
12.12.98;
12.12.00.

3apanue 5
OcHOBHBIE TOKYMEHTHI BBITIOTHSIIOTCS, Ha KakoM (hopmare?
Ad4unu AS;
A 8w A 12;
A 3 wmm A §;
Al2.

3aganue 6

IIpukas —o10 ...
pacnopsiiMTebHbIH JOKYMEHT;
MH(POPMAIMOHHBIN JOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
JINYHBIA TOKYMEHT.

3apanue 7

JlomKHOCTHAs! MHCTPYKIIMS - 3TO
pacropsAUTENIbHBIN TOKYMEHT;
UH(OPMAIIMOHHBIN TOKYMEHT;
opraﬂnsaunonnmifl JIOKyMeHT
JUYHBIA TOKYMEHT.

3amanne 8
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[IpoTokon — 370 ...
pacnopsAMTENbHBIN JOKYMEHT;
UH(GOPMALMOHHDBIN IOKYMEHT;

CIIPaBOYHBIN JOKYMEHT;
JUYHBIA JTOKYMEHT.

3aganue 9

IIucemo — 3710 ...
pacropsIUTENIbHBIN TOKYMEHT;
UH(OPMAIIMOHHBIN JTOKYMEHT;
CIIPABOYHBbIH IOKYMEHT;
JIMYHBIN JOKYMEHT.

3ananmue 10

[IItaTHOE pacnucaHue — 31O ...
pacnopsAUTENbHbIN JOKYMEHT;
HH(OPMALMOHHBIH JOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
OpraHU3alMOHHBIN TOKYMEHT.

3amanme 11
HyOnukar — 3710 ...
OpUTHHAT;
KOIUS JOKYMEHTA;
CIPaBOYHBIN JOKYMEHT;
9K3EMILIAP, BbIJIABAEMBIN B3aMEH yTPAYE€HHOTO JOKYMEHTA.

3apanue 12

Pemenue — 570 ...
pacnopsiiuTe/IbHbIA T0KYMEHT;
MH(OPMAIIMOHHBIN TOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
OpraHu3alMOHHBIN JTOKYMEHT.

3aganue 13

JloBepeHHOCTh — 3TO ...
pacnopsAUTEIbHBIN JOKYMEHT;
HH(OPMALMOHHO-CIPABOYHbIN JOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
OpraHU3alMOHHBIN TOKYMEHT.

3ananue 14

UTH —»sto0 ...
pacnopsAIUTENbHBIN TOKYMEHT;
HHG(pOPMALMOHHO-CIIPABOYHBIN JOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
JIUYHBIA JOKYMEHT.

3aganue 15
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KT/ —»at0 ...
pacnopsiAUTEIbHBINA JOKYMEHT;
HH(OPMANUOHHO-CIIPABOYHbIN IOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
JUYHBIA JTOKYMEHT.

3ananue 16

AKT — 9710 ...
pacnopsAIUTENbHbIN T0KYMEHT;
UH(POPMALIMOHHO-CIIPABOYHBIN JJOKYMEHT;
CIIPABOYHBbIH IOKYMEHT;
JIUYHBIA JTOKYMEHT.

3ananme 17

JloBEpEHHOCTH — 3TO ...
pacnopsAUTENbHbIN JOKYMEHT;
HH(OPMALMOHHO-CIIPABOYHbIN JOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
JIMYHBIN TOKYMEHT.

3amanmne 18

dakcer u E-mail — a0 ...
pacropsaUTeIbHbIN JOKYMEHT;
HH(OPMALMOHHO-CIIPABOYHbIN JOKYMEHT;
CHIPABOYHbIH JOKYMEHT;
JUYHBIA TOKYMEHT.

3aganue 19

HckoBoe 3asBineHue — 210 ...
pacnopsAUTENbHBIN JOKYMEHT;
UH(POPMALIMOHHO- CIIPAaBOYHBIN TOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
OPUAMYECKUH JOKYMEHT

3aganue 20
DKcInepTu3y HEHHOCTH JOKYMEHTOB MPOBOMT ...
KOMHUCCHS;
PYKOBOJIUTENb MPEATIPHUSITHUS;
paboTHUKHU OyXraiaTepuu;
CHeHATUCTBI.

11. OHEHOYHBIE MATEPHAJIbI

11.1.I1epevyeHb KOMIIETEHIINI ¢ yKa3aHUEM ITanoB X (JOPMUPOBAHUS B MpoLecce
0CBOCHHUs 00pa30BaTEJIbHON NPOrpaMMbl

B PE3YyIbTaTC HU3YUYCHHA JUCHUIUIMHBI CTYIACHT JOJIKCH O6Jla,Z[aTB CJICAYIOIINUMHA

KOMIICTCHIUAMM:

® BJIAACHUCM HAaBbIKAMMU TIIOHMCKA, daHaliu3a W HUCIOJIb30BaHUA HOPMATUBHBIX U
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NPaBOBBIX IOKYMEHTOB B cBOei npodeccronanbhoi aesrenbroctr (OITK-1);

e BIIAJICHUEM HABBIKAMHM JOKYMEHTAJIbHOTO O(QOPMIICHMs PELIEHUH B YIpPaBICHUHU
ONEpPAlMOHHON  (IPOM3BOACTBEHHOM) JEATENIBHOCTM  OpraHM3allMii Tpu  BHEAPEHUU
TEXHOJOTUYECKHUX, MPOAYKTOBBIX HMHHOBAIIMK MM OpraHu3annoHHbIX u3menenni (I1K-8);

e RBIIAJICHUEM HaBBIKAMU aHaiu3a HHPOpPMAUUU O (YHKIMOHUPOBAHUH CHUCTEMBbI
BHYTPEHHEI0 JOKYMEHTOOOOpOTa OpraHu3alyM, BeleHHUs 0a3 [JaHHBIX 110 Pa3JIMYHBIM
nokasareasiM W (OpMHMpPOBAaHUSA  MHMOPMALMOHHOrO  OOECIEeYeHHMs  yYaCTHUKOB
opranu3aimonHbix npoektos (ITK-11).

® BIAJICHUEM HaBbIKAMHU IIOJIOTOBKM OpraHHU3ALMOHHBIX M PaCHOPSAUTEIbHBIX
JIOKYMEHTOB, HEOOXOIMMBIX JUISI CO3JJaHUsI HOBBIX NpeAnpuHuMaTenbckux ctpykryp (I1K-20).
B pesynbrare nzyueHus: AMCUUILIMHBI CTYACHT JOJIKEH:

3HATh:

- KJIACCHI SKOHOMHYECKUX CHCTEM, COJIepKaHue PYHKIHMIA OU3HEC-TIPOIIECCOB

- COJIEpYKAHHUE CUCTEMBI JJOKYMEHTO000pOTa

- BUJIbI JOKYMEHTOB M UX CBSI3M C OM3HEC-TIPOILIeCCaMu

- TMpOLEIAYpbl COCTABJICHUS, TIOJIYYCHUs, Tiepenadyn, oOpabOTKM ¥ XpaHEHUs
JIOKyMEHTaIuu B ouce

- KJIacChl HMH(OPMAIMOHHBIX TEXHOJOTHH, WCIOJB3YEMbIX Ui COCTABJICHUS
AIIEKTPOHHBIX JOKYMEHTOB

- METOABl M CpEACTBAa MOJICIMPOBAHUS, aHAIM3a ¥  COBEPIICHCTBOBAHUS
JIOKyMEHTO000poTa

yYMeThb:

- COCTaBIISITh JIOKYMEHTBI, OTpaXalolllie TPHUMEPHbIC pEIICHHs, BeCTH 0a3y
AIIEKTPOHHBIX TOKYMEHTOB

- OpPraHM30BBIBATh KOJUIEKTUBHYIO 00pa0OTKY JJOKYMEHTOB B peXUME «groupware» u
nepe1aBaTh JJOKYMEHTBI B PEXKHME dJICKTPOHHOM ITOYTHI

- COCTaBISTh MapIIPYThl TEPEABHKCHUS JOKYMEHTOB M OH3HEC-TIPOILECCOB U
KOHTPOJIMPOBATh UX UCIIOJIHEHUE

BJIA/IETh:

- HaBblKaMH Pa0OTBI C MPOTrPaMMHBIMH  TMPOIYKTaMH, OOECHEUMBAIOLINX
3¢ (deKTUBHBIN JOKYMEHTOOO0POT

TemaTnuyeckasi CTPYKTypa AMCUHMILIHHBI

N HaumenoBanue Ilnanupyembie
JE JIUAAKTHYECKOH N Tema 3aganusa pe3yabTaThbl
e IMHHIIbI ooyuenus (ITPO)

OcCHOBHEBIE kouuenuuuI1K-11
ConeprxaHuie 1 OCHOBHBIE 1 |[ynpasienns JIOKYMEHTO000pOTOM,
MOHSTHS JUCIHUITINHEI 0e30yMakHbIC TEXHOJIOTHH

1 «CucreMa ynpaBieHUs YIIPABJICHUS
JIOKYMEHTOO00POTOM» [lonsrue u ctpykrypallIK-8

2 prxoHomuueckoir cuctembr (OC).
Knaccudukanus — QyHKOMA  ©
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nenoBbIX mporeccoB DC

[ lonaTus
JTOKYMEHTOIOTOK,
TTOKYMEHTOOOOPOT

JAOKYMCHT,

[1K-8, OIIK-1

Opranuzanus
TTOKYMEHTAI[MOHHOTO
obecrieueHust yrpaBJICHHUS
B SKOHOMHUYECKOM
CHCTEME

Hasznauenue Cucremsl
JIOKyMEHTalMOHHOT O

ObGecnieuenust ~ YmpasieHuss U
['CHAOY. Cocras byHKuni

npoueayp, Boinoiangaemeix CIOY

[1K-8, IIK-11

Cocras OpranuzanroHHO-
PacriopsigutenbHbix  JIOKyMEHTOB
(OPM). Conepxxanue mpoLEaypbhI
cocrasienus OP/].

T1K-8, ITK-11, OTIK-
1

Copepxanue MIPOLEAYPHI
MOJIYYCHHUSI U TIEpelladyd TMOTOKOB
TOKYMEHTOB

[1K-11, [1K-20

CocTaB u coaep)KaHue MPOLEAYpPbI
KOHTPOJIS WCITOJTHUTEIIbHBIX
TOKYMEHTOB

[1K-11

Conepxanue U IPOLEAYPBI
(dbopMupoBaHHUs 1€ U CAA4YH AeT B
apxuB

[1K-11

Opranuzanus
DIIEKTPOHHOM
YrpaBieHus

JloKyMeHTO0000pOTOM

CucreMbl

10

[lonsTHE nH(OPMaLOHHON
YKOHOMUYECKOH MH(OPMAIIMOHHON
cucteml  (MC). Kmaccst u
ctpykrypa UC

[1K-8, T1K-11

11

[[puHIMIIBI, METOJBI M CpEeJCTBa
co3/laHusl DJIEKTpOHHOH CucTeMbl
YrpaBieHus
J10KyMeHT00000pOTOM

[1K-8, T1K-11

12

TpeboBanus K cUCTeMaM
COCTaBJICHUS AIIEKTPOHHOTO
TTOKYMEHTA. XapakTepucTuka|
CHUCTEM COCTaBJIEHHS, BBOJa U

xpaHeHus D]

[1K-11

Opranuzanus CHUCTEM
TTOKYMEHT0000poTa

13

XapakTeprCTHKA U HUCIIOJb30BaHUE
TexHosiornuu «ad-hoky

[1K-11

14

XapakTepUCTUKA U UCIIOJIb30BaHUE
TEXHOJIOTHHU «groupwarey

[1K-11

15

OcobenHoctH
paboTel  cUCTEM
TOKyMEHTO00OpOTa
«ACKUI»

OpraHu3alNH
yIPaBJICHUS
KJ1acca

[1K-11

16

CucreMsl aBTOMaTHu3alvu ACJIOBBIX

IIPOLICCCOB

[1K-11
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Jdranbl GOPMUPOBAHUS KOMIIETEHIIHIA TUCHUIIMHBI «CHcTeMa ynpaBJieHUsl J0KYMEHT0000POTOM)

T1K-8 - BnajeHreM HaBBIKAMH JOKYMEHTAIBLHOTO O(OPMIICHHS PEIICHHUI B YIIPABICHUH ONEPALMOHHON (MPOU3BOICTBEHHON ) ACATEILHOCTH OPraHU3aLiid IPHU BHEAPSHHU TEXHOIOTNYECKUX, HPOIYKTOBBIX HHHOBALIHI

WJIA OpraHu3allMOHHBIX HM3MEHEHUH

3Hatb (3.8) Ymers (V.8) Bruagers (B.8)
Onucanue DopMbl, METO/IbI, Omnucanue DopMbI, METO/IBI, Omnucanue DopMbl, METO/IbI,
TEXHOJIOTHI TEXHOJIOTHU TEXHOJIOTHU
TIPUHIIHIIE, CIIOCOOBI u Jlexmuu no Teme Ne 2- pa3pabaTeIBaTh Jlexuuu no teme Ne 2- HaBBIKAMH yIPaBICHHUS; Jlekuun 1o teme Ne 2-
METOIbI OLIEHKHU aktuBoB, | 6,10-11 MHBECTHLHOHHbIE TpoekThl u | 6,10-11 HaBBIKAMH BeIOOpa | 6,10-11
MHBECTHIMOHHEIX ~ ITIPOEKTOB | Bompocs! 1 KOHTPOJIs | MPOBOJHUTH UX OLCHKY; Bompocs! mmst koHTpons | d(Q(GEeKTHBHBIX HH(POPMAIHOHHBIX Bompocs! 11 KOHTpOIIS
OpraHu3aiuii; Ne 1-43 OLIEHUBATb pucky, | Ne 1-43 TexHomoruii m  pabotsl ¢ | Ne 1-43
COBpPEMEHHbIE OCHOBBI TectupoBanue 1o TeMaM | JI0XOJHOCT ¥ 3(P(EKTHBHOCTH TectupoBanue 10 TeMaM | NPUKIAAHBIMA  KOMIIBIOTCPHBIMH TectupoBanue O TeMaM
MIPOEKTHOT'O YIPaBJICHNUS; Ne 1-20 NIPUHUMAaeMbIX (HUHAHCOBBIX u | Ne 1-20 MIPOrpaMMaMu; Ne 1-20
OCHOBHBIE IPOIIECCHI u IIpakTnueckye 3aHATUS | WHBECTHIMOHHBIX PELICHUI; IpakTiyeckue 3aHATHS HaBBIKAMH  pacyera W IIpaxTiueckue 3aHATHS
MIOJICUCTEMBbI npoekTtHoro | 1-16 MONIb30BaThesl pasnuyasivi | 1-16 aHaJIn3a OCHOBHBIX CTOMMOCTHBIX | 1-16
YIIPaBIICHHS; METO/IaMH TUIAaHUPOBAHHS; ToKa3aresiel poeKTa;
METOJIUKY IIPOEKTHOTO olpeneNsTh LeTIH, HaBBIKAMH  HCIIOJIb30BaHUE
aHaIN3a; GyHKUMM ¥ 3aJauM yIpaBICHUs METO/Ia OCBOCHHOI'0 00beMa;
TEOPETHIECKHE OCHOBEI, IIPOEKTOM; MeTolaMU MIPOBEJICHUS
TEXHOJIOTHIO M METOJBI Pa3padoTKU OIIPEeNeNATh LEIN U 3aaud MIPOEKTHOTO aHAJINM3a MHPOEKTa MU
u MIPUHSATUS YIPaBIEHYECKUX MPOEKTHOT'O YIPABJICHHUS; paspaborku TDO npoekra;
pEIICHUI B KOMaH/Ie IPOEKTa; IIPOEKTUPOBATH HaBBIKaMU BEIOOpa
COBpPEMEHHEIE CTPYKTYpPHBIE MOJEIIN IIPOCKTA; 3¢ dexTHBHBIX HHPOPMALIMOHHBIX
HH(POPMALMOHHBIE ~TEXHOIOTHU | HPOBOJUTH aHaIM3 TeXHoJIOrui  um  paboTel ¢
IpOTrpaMMHEIE MIPOIYKTHI, BHEIIHEH W BHYTPCHHEH Cpelbl NPHUKJIAJHBIME  KOMITBIOTEPHBIME
HCIIOB3yeMBIe B IIPOEKTHOM NIPOEKTA, BBIIBIATE €€ KITIOUEeBEIS MporpaMMaMmu;
YIpaBICHUH, HX XapaKTCPUCTUKH, 9NIEMEHTBl M OLECHHMBAaTh  HX HaBBIKM MOCTPOCHHUS JepeBa
obnacTb TIPHMEHEHHS u BIIMSIHUE HA IIPOEKT; neneit u CTPYKTYpPHOIT
0COOCHHOCTH; MPUMEHSTh METOJTUKY JIEKOMITO3UIIMH paboT MPOeKTa
OCHOBHBIC ~ IOKa3aTelnd U MPOEKTHOTO aHamM3a JuIst
METOZBI yIPAaBICHHS CTOMMOCTBIO 000CHOBaHMS 11€1€CO00Pa3HOCTH
MIPOEKTA; IIPOCKTA;
OCHOBHBIC CXEMbl M MOJIEIH QHAIM3HPOBATh
(hHHAHCHPOBAHWS IIPOEKTA OPraHU3aAIMOHHYI0  CTPYKTYpY
yIIpaBICHHS MIPOSKTOM "

pa3pabatbiBaTh MPEUIOKCHUS IO
€€ COBEpIICHCTBOBAHHIO,

MPOSKTUPOBATh  MaTpPHILY
PA3Y no npoekry;

HCIIOJIb30BATh METOJIBI
CEeTEeBOTO " KaJIeHIapHOTO
[UIAHUPOBAHMS TIPOCKTa;

MOJICITIPOBATh  IPOIIECCHI
MIPOEKTHOT'O YIIPABJICHUS;

HPUMEHSTH
HH(OPMALOHHbBIE TEXHOJIOTHH U
NPUKJIAJHBIC  [POrpaMMBbl  JUIs




pemieHust  3aa4  IPOEKTHOIO
yIpaBICHHS;

UCIIONB30BaTh
nH(pOPMAILMOHHbBIC CHCTEMBI

MIPAaBOBON MOJNEPKKU MTPOEKTHOM
JIEATENIbHOCTH

T1K-11 - BiajieHueM HaBbIKAMM aHAJIM3a HHPOPMALUK O (YHKIIHOHUPOBAHUK CUCTEMbI BHYTPEHHETO JIOKYMEHTO000pOTa OpraHu3aliy, BeCHNs 0a3 JaHHBIX 10 PA3IMYHBIM [OKA3aTe/IsIM U (JOPMUPOBAHHS

I/[H(l:)OpMaHI/IOHHOFO obecrieueHust YYAaCTHUKOB OPTaHU3AIMOHHBIX IIPOCKTOB

3Hatb (3.11) Ywmers (V.11) Buagers (B.11)
Onucanune DopmMbl, METO/bI, Onucanne DopMbI, MeTOAbI, Onucanne Dopmbl, METO/bI,
TEXHOJIOTHH TEXHOJOTHH TEXHOJIOTHH

OCHOBHbBIE TTOHSTHUS u | Jlekumu o teme Ne 1, 5-16 KCIIOJIb30BaTh MaTeMaTuueckuil s3pik U | Jlexuuu mo teme Ne 1, 5-16 [ maremarnyeckumu, Jlexuu o teme Ne 1, 5-16
COBpEMEHHbIE TPHHIUIBI paboTel ¢ | Bompock: st konTposst Ne 1{ MareMaTHyecKyr0 — CHMBOJNMKY — Tpd | Bompocs! it KOHTposst N CTaTHCTHYECKUMHU u | Bompocsr mist korTposst Ne 1-43
JeNoBoi  mHpopManumei, a Takke | 43 TTOCTPOCHUHU opraHu3alonHo- | 1-43 KOJIMYECTBEHHBIMHU merogamu | TectupoBanue M Ne 1-20
HUMETh npeacTaBiIeHue o | TecrupoBanue m Ne 1-20 YIIPaBICHYECKUX MOJIEICH; Tectuposanue M Ne 1-20 peureHus TunoBeix | IlpakTuueckue 3amsitus 1-16
KOPIIOPATUBHBIX ~ MH(pOpMAIMOHHBIX | [IpakTnueckue 3austus 1-16 periaTh tunoBsle | [paktudeckue 3aHATHSA 1- | OpraHU3amHOHHO-
crucTeMax ¥ 0a3ax JaHHbIX; MareMaTHYeCKHe 3amaun, | 16 YIIpaBIEHYECKUX 337124,

OCHOBHBIE TOHSTHS u HCTIONB3yeMbIe pu NPUHSITHH porpaMmMamMu Microsoft
KaTEeropuH JIOKYMEHTOO00pOTa W €ro YIIPaBIEHYECKUX PEIICHHI; Office mns pabotel ¢ JeT0BOIA
Ha3HAYEHUS B JEATENBHOCTH MIPUMEHSTH HH(OPMAIOHHbIE urdopmanueii U ocHoBamu Web-
TPETPUSITHS TEXHOJIOTHH TUTSE peureHus TEXHOJIOTHif;

OCHOBHBIE TTOHSTHS YIIpaBIEHYECKUX 33124, HaBBIKAMH PEIICHHS 3a/1a4 C
ABTOMATH3UPOBAHHOM 00paboTKu obpabarsiBaTh OMITUPHIECKUE u momonpio DBM
unpopmaiuy, obmuil cocraB u IKCIIEPUMEHTAIIbHBIC TaHHbIC;
CTPYKTYpy mepcoHanbubix IBM u HCIIONB30BATh U3YYEHHOE
BBIYHCITUTENBHBIX CHCTEM MPUKIIATHOE MPOrpaMMHOE

obecreueH e sl PeICHNs] KOHKPETHBIX
3a1a4

OIlK-1 - BJIaJICHUEM HaBbIKaMU ITIOMCKa, aHAJIN3a U UCII0JIb30BaHUSI HOPMATUBHBIX U IIPABOBLIX JOKYMEHTOB

B CBOGH MPO(ECCHOHAIBHOMN AeSTeIbHOCTH

3nars (3.1) Ywmers (V.1) Brnaznerts (B.1)
Onucanne DopmblI, MeToAbl, | Onucanmne Dopmbl, MeToabl, | Onucanmne DopMmbl, METOABI,
TEeXHOJIOIHH TEeXHOJOrHH TEeXHOJIOTHH

OCHOBHbBIE HopMatuBHble | Jlekuumu o Teme Ne 3,6 UCIIONIb30BaTh MPABOBbIC HOPMBI B | Jlekiuu o teme Ne 3,6 HaBbIKaMu  onepupoBanusi | Jlekuuu mo teme Ne 3,6
NIPAaBOBLIE JIOKYMEHTBI, Bomnpocsr s korTpons Ne 14 mpodeccronansHoii 1 obmectBenHol | Bompocs! mis konTpons N9 HOpMaTHBHO- npaBoBbIME | Bompocsr s korTpos Ne 1-43]

OCHOBHBIE nonsTHs | 43 JIEATENILHOCTH; 1-43 JIOKYMEHTaMH B coeii | Tecruposanme m Ne 1-20
ABTOMATH3UPOBAHHOM obpabotkn | TectupoBanue M Ne 1-20 opuentHpoBaThcss B cucteMe | Tectuposarme M Ne 1-20 JIeATeNbHOCTH; [pakTuyeckue 3auarus 3,6
nHpopMammy, obmmit coctaB  u | IlpaxTHdeckue 3aHATHA 3,0 3aKOHOZIATEIbCTBA W HOpPMAaTWMBHBIX | [IpakTHdeckue 3aHATHA 3,6 | HaBBIKAMH PabOTHI C OCHOBHBIMU
CTPYKTYpy mHepcoHanpHeIX OBM TIPaBOBBIX AKTOB, PETIAMEHTHPYIOIINX BUJIAMHA YIPaBIEHYECKHUX
BBIYHCIIUTENIBHBIX CUCTEM; chepy npodeccuoHanbHOU JOKYMEHTOB

OCHOBHEBIE TIOHATHS n JIEATENILHOCTH;
KaTeropuy JOKyMEHT0000poTa U €ro HCIIONB30BaTh HOPMAaTHBHO-

Ha3HAYCHUS B
TPEANPUSITHS

JCATCIIbHOCTH

METOAMYECKYI0 0a3y B yIpaBICHHU
TIPEATIPHUSATHEM

TIK-20 - BJIaICHUEM HaBbIKAMH ITIOAIOTOBKU OPTraHU3allMOHHBIX U PACTIOPAANTEIBHBIX JIOKYMEHTOB, HGOGXOJII/IMLIX JUISL CO3/TaHMUST HOBBIX HNPEANPHUHUMATCIIECKUX CTPYKTYP

3uatb (3.19) Ymers (Y.19) Bnagers (B.19)
Onucanue Dopmbl, MeToabl, | Onucanue Dopmbl, meroabl, | Onucanue Dopmbl, METO/bI,
TEeXHOJIOTHH TEeXHOJIOTHH TEXHOJIOTHH
JTarbl moArotoBku | Jlekmwu mo Teme Ne 7 [OATOTaBJIMBATh  OpPraHu3alMOHHbIX M | Jlekuuu nmo Teme Ne 7 BJIQJICTh HaBBIKAMU TOATOTOBKM | Jlekmmwu mo Teme Ne 7
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OpraHu3allMOHHBIX

NPEANPUHUMATEIIBCKUX CTPYKTYP

JIOKYMEHTOB,
HEOOXOIMMBIX UL CO3MaHHs HOBBIX

Bomnpocs! juist konTposs Ne 14
43

TectupoBanue m Ne 1-20
Ipaktuueckue 3aHsTus 7

PaCIOpPSIUTENIbHBIX

MPEAIPHHUMATEIECKUX CTPYKTYP

JIOKYMEHTOB,
HEOOXOAMMBIX JUIL CO3JaHHS HOBBIX

Bomnpocs! i koHTposs N9
1-43

TectupoBanue m Ne 1-20
IIpaktuueckue 3aHsTHs 7

OpraHvu3allMOHHbIX u
pacnopsaanuTeIIbHBIX  NOKYMEHTOB,
HCO6XOI[I/IMI)IX JUTA CO3aHus
HOBBIX NPEANPUHUMATEIIBCKUX

CTPYKTYp

Bompocs! aiist koutpostst Ne 1-43]
TectupoBanue M Ne 1-20
IIpakTuyeckue 3anaTus 7
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11.2. Onucanue noxkasareJieil 1 KpUTepHeB OLCHNBAHUSI KOMIIETEHIMII HA Pa3IHYHbIX ITANAX
ux GopMHPOBAHMS, ONICAHME IIKAJ OLEHUBAHUS; 1/ KAJKAO0I0 pe3ybTaTa 00y4eHus 1o
AUCHUILINHE (MOYJ/II0) MOKa3aTe/ Il U KPUTePHH OLleHMBAaHUsI ¢(pOPMUPOBAHHOCTH
KOMIIeTeHIUI HA Pa3INYHbIX 3Tanax ux (popMUPOBaHUsl, LIKAJIBI H NPOLEeYPbl OLLCHUBAHUS

11.2.1. Bonipocsl 4 3aaHus ISl 3a4eTa ¢ OLEHKOH U MPAKTHYEeCKUX PadoT ISl OUHOM,
O0YHO-32049HOM M 3204HOH GopMBbI 00yUeHUs !

1. YpoBeHb chOpMUPOBAHHOCTH KOMITCTCHITHH.

2. VYpoBeHb YCBOEHHUS TEOPETUYECKUX  IIOJIOKEHUH  JUCUUIUIMHBI, IPABUIBHOCTb
(OpMYIHPOBKH OCHOBHBIX IMOHATUN M 3aKOHOMEPHOCTEH.

3. YpoBeHb 3HaHUS (PAKTUYECKOTO MaTepuana B 00beMe IPOrPaMMBI.

4. Jloruka, CTpyKTypa U IpaMOTHOCTb U3JI0’KEHUS BOIIPOCA.

5. YMeHHue cB3aTh TEOPUIO C IPAKTUKOM.
6. YMeHue fiesiaTtb 000011eHM s, BEIBOBI.

Ne mnn Onenka HIxaJua

1 OTnn4HO CTyaeHT N0KeH:

- MPOJEMOHCTPUPOBATH TNTyOOKOE M MPOUYHOE YCBOEHUE
3HaHUM NPOrPaMMHOIO MaTepHala;

- HCYEpIbIBAIOIIE, IOCIEI0BATEIbHO, TPAaMOTHO U
JIOTUYECKH CTPOMHO U3JI0KHUTh TEOPETUUECKHUI MaTepural;

- IPaBUWJIBHO (HOPMYIHUPOBATH OMPECIICHUS;

- IPOJEMOHCTPUPOBATH YMEHHUS  CaMOCTOATEIBHON
paboThI C TUTEPATYPOIl;
- YMETb CJENaTh BBIBOJIBI 10 U3JIAra€MOMY MaTEpUaIly.

2 Xopoio CTyneHT AOKeH:

- TPOJIEMOHCTPUPOBATH JIOCTATOYHO IIOJTHOE 3HAHUE
IIPOrPaMMHOT'0 MaTepHaa;

- MIPOJIEMOHCTPUPOBATh 3HaHHE OCHOBHBIX
TEOPETUYECKUX IOHATUH;

JIOCTaTOYHO TOCJEI0BATENbHO, IPAMOTHO M JIOTMYECKU
CTPOMHO M3JIaraTb MaTepHall;

- MPOJEMOHCTPUPOBaTH YMEHHE OpPUEHTUPOBATHCA B
JUTEpATYpE;
- YMeTh cJelaTh JOCTaTOYHO OOOCHOBAaHHBIE BBIBOJABI IIO
U3JIaraeMOMY MaTepuaiy.

3 VY 10BIIETBOPUTEIIHHO CTyIeHT TOJKEH:
- TPOJEMOHCTPUPOBATH 0OIIee 3HAHUE H3Y4aeMOTO
MaTrepuaa;
- TOKa3zaTh oOliee BIaJACHHE MOHITUWHBIM alapaToMm
JUCIHUITIINHBI,

- YMETh CTPOUTH OTBET B COOTBETCTBUU CO CTPYKTYpOIl
M3JIaraeéMoro BOIpoca;
- 3HaTh OCHOBHYIO PEKOMEHIyeMYI0 MpOrpaMMoil yueOHYIo

JUTEPATYpYy.
4 HeynosnersopurenbHo CTyneHT AEMOHCTPUPYET:
- HE3HaHME 3HAYUTENIbHOM 4YacTH MPOTrpaMMHOIO
MarepHana;

- HE BJIaJICHNE MTOHATUIHBIM armapaToM JUCIUILIIHEI,

- CYyUIECTBEHHBbIC OIIMOKM TNPU H3IOKEHUH Yy4eOHOTrO
Marepuaa;

- HEyMEHHE CTPOUTH OTBET B COOTBETCTBHUH CO
CTPYKTYPOH M3J1araeMoro BOIIpoca;
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- HCYMCHUC J1€JIaTb BBIBOJIbI 110 U3JIaracMoOMy MaTcpualy.

3) 3auTeHo BricraBnsercs pu COOTBETCTBUU napaMmerpam
9K3aMEHAIIMOHHOW  MIKaIbl HAa  YPOBHIX  «OTJIUYHOM,
«XOPOIIOY, KyJIOBICTBOPUTEIHHO.

6 Hesauteno BeicTaBnsercs npu COOTBETCTBUH napameTrpam
9K3aMEHAIIMOHHON IIIKAJIBI Ha ypOBHE

CHCYHOBJICTBOPHUTCIIBHO.

11.2.2. TectupoBanue

Ne it Ouenka HlkaJa

1 OTaM4HO KonuyecTBo BepHbIX 0TBeTOB B MHTepBasie: 71-100%
2 Xopo1io KonnyecTBO BEpHBIX OTBETOB B MHTEepBase: 56-70%
3 Y 10BIIETBOPUTEIBLHO KonmgecTBo BepHBIX 0TBeTOB B MHTEepBase: 41-55%
4 HeynosnersopurensHo | KonnuectBo BepHbix oTBeTOB B MHTepBase: 0-40%

3) 3auTeHo KonmgectBo BepHbIX 0TBeTOB B MHTEpBae: 41-100%
6 He 3aureno KonunyecTBo BepHBIX 0TBeTOB B MHTepBasie: 0-40%

11.3. TunoBble KOHTPOJIbHBbIE 32/IaHUSI HJIM HHbIE MATEePHAJIbl, HE00XO0IMMbIe IJIsA OLeHKHU
3HAHUI{, YMEHUIi, HABHIKOB M (MJIH) ONBITA 1eATEeJbHOCTH, XapAKTEePHU3YIOIINX ITATbI
(opMupoBaHus KOMIIETEHIMI B ITpoLecce 0CBOeHHs 00pa30BaTeIbLHOI MPOrpPaMMbl

11.3.1 Bonpochl 1 3aaHus Uil 3a4eTa ¢ OIEHKOM 1JIf OYHOH, 0YHO-3204YHOI M 3209HOM
(¢hopmbI 00yueHuUs.

BOoo~NoOR~WDNE

25
26
27

0.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.

Ponb undopmanmu B ynpaBiaeHUH opraHu3anuen.

CymHocTh ¥ PyHKIIMM JOKYMEHTa

Opranu3zanus paboTsl ¢ TOKyMEHTaMu

Texyiee XxpaHeHHE JOKYMEHTOB

DKcnepTu3a HEHHOCTH I0KYMEHTOB

Odopmnenue nren.

Cnauva nien1 B BEIOMCTBEHHBIN apXUB

YHubukanus yrnpapieH4€CKUX JOKYMEHTOB.

Howmenxkiarypa gen.

CocraB u coepkaHue opraHu3allMoOHHO-pacnopaauTensHoi fokyMmeHTanus (Y COP/I)
CoctaB 1 oopMiIeHHE paCIOPSAUTENbHBIX JOKYMEHTOB

CoctaB u ohopMmiIeHHE OpPraHU3alMOHHBIX JOKYMEHTOB

CocraB u ohopmiieHre HHPOPMAITMOHHO-CITPABOYHBIX IOKYMEHTOB
Cocras u npaBmia opopmiteHus peksu3utoB 1okymeHToB (TOCT P 6.30 — 2003)
TpeGoBanusi, mpeabsBIsieMble K 0QOPMIICHUIO JOKYMEHTOB.
JIoKyMeHTHpOBaHUE TPYAOBBIX IPABOOTHOLIEHUM

Opranuzanus npreMa u NepBUYHOM 00pabOTKU JOKYMEHTOB
Peructpanus 10KyMeHTOB

[TpaBuiia BbI1auM /1€ BO BpEMEHHOE MOJIb30BaHKE

Opranuzanus J0KyMeHT0000poTa

Cnyx6a 10V Buabl, pyHKIUH, CTPYKTYpa

XapaKkTepUCTUKA U COCTaB JOKYMEHTOB I10 JINYHOMY COCTaBYy
KoHTposb ucnonHeHus JOKYMEHTOB
HNudopmannoHHo-cripaBoyHas paboTa

. YHu¢ukanys 1 cTanJapTH3alus JOKYMEHTOB

. Buzpl TpyaoBbIX 10roBOpOB, IpaBuiia opopMIeHHS

. @opmupoBaHUE eI
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28. HopmartuBHBIE, 3aKOHO/IaTENIbHBIC JJOKYMEHTBI, PEryJIMPYIOLIHE TOPSI0K pabOTHI C
JIOKYMEHTaMHU

29. Buasl HomeHkIaTypsl €71, uX XapakTepucTHKa

30. PacnopsimuTenbHbIie TOKYMEHTBI, 00pa3yroIIUecs B IETEILHOCTH KOJUIETHAIBHBIX OPTaHOB
yIpaBJICHUS

31. CymHOCTb, BUJIBI U COJCPKAHUE YIIPABICHYECKOW HHPOPMALIUU

32. [lenoBas nHpopManus u ee cCocTaB

33. Opranu3anus “HPOPMAITMOHHOTO 00eCIIeUeHHUs

34. ndopmarmonnas 6€30MacHOCTh

35. YcnoBus yrpaTsl HHGOPMAIIMOHHBIX PECYPCOB

36. Conep:kanue cimyxeOHOM TaitHbI 1 KOH(PHUICHIIMATHLHOCTh HH(OpMAIU

37. loctyn nepcoHana K KOHPUACHITMATBHOU CyKeOHOH HHpOpMAaIu

38. [IpaBuna odopmileHUs, yueTa U XpaHEHUS TPYIOBBIX KHUKEK

39. [MoaroroBka /len Kk apXMBHOMY XpaHCHHUIO

40. [lenoBas nepenucka. Buipl u XapakTepuCcTHKa CITyKEOHBIX THCEM

41. SI3bIK U CTHJIb JICTIOBOM JOKYMEHTAIHH

42. Cucremaru3alys 1 TeKyIlee XpaHeHHe JIOKYMCHTOB

43. KoMIbIOTepHBIE TEXHOJIOTHH OJrOTOBKH JOKYMEHTOB

11.3.2.1Ipumepsbl TECTOBBIX 3a1aHMii
3ananue 1
Urto 03HauaeT TEPMUH «ITOKYMEHT»?
apryMeHT;
BU3A;
neJ0;
MpHUKa3.
3ananue 2
OT KaKkoro s3bIKa MPOUCXOIUT TEPMHUH «IOKYMEHT»?
HEMEIIKOT0;
JIATUHCKOTO;
AHTIINHACKOTO;
rpe4ecKoro.
3ananue 3
COBOKYITHOCTh pabor, CBSA3aHHBIX c CO3JaHuEM JIOKYMEHTOB, ux
perucTpanmeit,kiaccupukaiuen, IBIKeHHEM, YIETOM U XpaHEHUEM Ha3bIBAIOTCH ...
KOPPECIIOHICHIUEN;
JIEeTIOTIPOU3BOJICTBOM;
JIOKYMEHTUPOBAHUEM;
JAOKYMEHTO0000pPOTOM.
3aganmue 4
Korna 6bu11 yTBEpKaeHbl OCHOBHBIE MTpaBuia PK?
17.08.95;
30.06.92;
12.12.98;
12.12.00.
3aganne 5
OcHOBHBIE TOKYMEHTHI BBIMOJIHSIOTCS, Ha KakoM (popmare?
Aduam AS;
A 8mm A 12;
A3 wmwmAS8;
Al2.
3amanne 6
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IIpukas — 210 ...
PACHOPAANTEIbHBIA JOKYMEHT;
UH(POPMALMOHHBINA JOKYMEHT;
CIIPABOYHBIN JOKYMEHT;

JIMYHBINA JOKYMEHT.
Saganue 7
JlomKHOCTHAS UHCTPYKIUSA - 3TO
PacopsAUTEIbHBIA JOKYMEHT;
MH(POPMAIIMOHHBIA JOKYMEHT;
OPraHM3alMOHHbINA JOKYMEHT
JINYHBIA TOKYMEHT.
3aganue 8
IIpoTokon — 310 ...
pacnopsiAUTEIbHBINA JOKYMEHT;
HHGpOPMALMOHHBIN JOKYMEHT;
CIIPaBOYHBIN JTOKYMEHT;
JINYHBIA TOKYMEHT.
3aganue 9

IIncemo — 3710 ...
pacnopsAUTEIbHBIN JOKYMEHT;
MH(POPMAIIMOHHBIA JOKYMEHT;
CIIPABOYHBbIN JOKYMEHT;
JINYHBIA TOKYMEHT.

3aganmne 10
[IITaTHOE pacnucaHue — 310 ...
pacnopsANTEIbHBIN JOKYMEHT;
HHG(OPMALMOHHBIN JOKYMEHT;
CIIPaBOYHBIN JTOKYMEHT;
OpraHU3alMOHHBIN JOKYMEHT.
3aganme 11
HyOmukar — 3710 ...
OpUTMHAIT;
KOIMS JOKYMEHTA;
CIIPABOYHBIN JOKYMEHT;
DK3EMILIAP, BBIIABAEMBIN B3aMEH YTPAYEHHOT'O JOKYMEHTA.
3aganue 12
Pemenne — 3710 ...
pacnopsANTEbHbII JOKYMEHT;
MH(OPMaLMOHHBIN TOKYMEHT;
CIIPABOYHBIN JOKYMEHT;
OpraHU3allMOHHBIN JOKYMEHT.
3aganue 13
JloBEpEHHOCTH — ATO ...
pacropsiAUTEIbHBIN JOKYMEHT;
HH(OPMALMOHHO-CIIPABOYHBbIH JOKYMEHT;
CIIPaBOYHBIN JTIOKYMEHT;
OpPraHU3alMOHHBIN JTOKYMEHT.
3aganue 14
UTM —»oT10 ...
pacnopsAUTENbHBIN JOKYMEHT;
UHGOPMALMOHHO-CIIPABOYHbIH IOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
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JINYHBINA JOKYMEHT.

3aganue 15

KT —»ato0 ...
pacnopsAUTENbHBIN JOKYMEHT;
HH(OPMALMOHHO-CIIPABOYHBbINH T0KYMEHT;
CIPAaBOYHBIN JTOKYMEHT;
JINYHBIA TOKYMEHT.

3aganue 16

AKT — 3710 ...
pacnopsAUTEIbHBIN JOKYMEHT;
MH()OPMAIIMOHHO-CITPABOYHBIN JOKYMEHT;
CIIPABOYHBINA IOKYMEHT;
JINYHBIA TOKYMEHT.

3aganme 17

JloBEpEeHHOCTH — ATO ...
paclopsANTENbHBIN JOKYMEHT;
HH(OPMALMOHHO-CIIPABOYHBINH T0KYMEHT;
CIPAaBOYHBIN JTOKYMEHT;
JINYHBIA TOKYMEHT.

3aganmne 18

dakcer 1 E-mail —sro ...
paclopsANTENbHBIN JOKYMEHT;
HH(OPMALMOHHO-CIIPABOYHBbINH T0KYMEHT;
CIIPAaBOYHBbIN JOKYMEHT;
JINYHBIA TOKYMEHT.

3ananue 19

HckoBoe 3asBiaeHue — 310 ...
pacnopsiANTENbHbBIN JOKYMEHT;
WH(POPMAIIMOHHO- CTIIPABOYHBIN IOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
OPUAHYECKHH TOKYMEHT

3aganue 20
DKcnepTu3y LIEHHOCTH IOKYMEHTOB IPOBOJIMUT ...
KOMHCCHS;
PYKOBOJUTEIb MPEAIIPUATHS;
paboTHUKHU OyXraiaTepuu;
CHeNHATHUCTHI.

114 METOAUYECKHUE MATEPUAJIbI, OIIPEJIEJISIOIIUE
MPOIIEJYPHI OIEHUBAHUS SHAHUI, YMEHUI, HABBIKOB M (MJIN)
OIIBITA AEATEJIBHOCTHU, XAPAKTEPU3YIOHIUX DOTAIIbI
®OPMHUPOBAHUSA KOMIETEHIUIA
Kauecmeo  3nanuii  XapakTepu3yercsi  CIOCOOHOCThIO  OOydYaroIlerocss  TOYHO,
CTPYKTYPHUPOBAHHO U YMECTHO BOCITPOU3BOIUTH HH(POPMAITUIO, TIOTYYSHHYIO B TIPOIECCE OCBOCHHS
TUCIUIUIMHBI, B TOM BHJIE, B KOTOPDOM OHa OblJla H3J0XKEHAa B Y4eOHOM W3MAHUU WIH
MPEIoIaBaTEIIeM.
Ymenus, xax npasuino, GopMUPYIOTCS HA MPAKTUIECKUX (CEMUHAPCKUX) 3aHATUSX, a TAKKE
NpU  BBIOJHEHUU J1TA0OpaTOPHBIX pPa0OT. 3amaHus, HANpaBICHHBIE Ha OICHKY YMEHHH, B
3HAYUTEIBHOU CTCIEHU Tp€6y10T OT CTyACHTa HPOSABICHUA CTCPCOTUIIHOCTHU MBIIUICHUA, T.C.
CITOCOOHOCTH BBITIOJHUTEL padoTy mo oOpasiiaMm, ¢ KOTOPBIMH OH padoTall B MPOIECCE OO0yUYCHUS.
Hpenoz[aBaTenb K€ OLICHUBACT CBOCBPCMCHHOCTD U MPAaBUJILHOCTH BBINIOJIHCHUA 3a/IaHU .
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Hagviku - 3TO yMEHMS, pa3BUTBIE M 3aKPEIJICHHBIE OCO3HAHHBIM CaMOCTOSTEIbHBIM
TpynoM. HaBblku (GOpMHPYIOTCS NPH CaMOCTOSATEIBHOM BBIIIOJHEHUHM CTYJIEHTOM IPAKTHKO -
OPUEHTUPOBAaHHBIX  3aJaHui, MOJEIUPYIOIIMX  pEUIeHHMEe MM  IPOU3BOJACTBEHHBIX U
COLMOKYJIBTYPHBIX 33Ja4 B COOTBETCTBYIOLIEH 001acTH NMpoecCHOHAIBbHON NEesATEeIbHOCTH, Kak
IIPaBWJIO, IPU BBHIIOJHEHUM JOMAlIHUX 3aJaHUil, KypCOBBIX IHIPOEKTOB (paboT), Hay4HO-
UCCIIEI0OBATEIbCKUX PAa0OT, MPOXOXKICHUN MPAKTHK, IPU paboTe MHIAMBHIYaIbHO MM B COCTaBe
IPYNIBI HA TPEHAXXepax, CUMYIATOpax, JJaAbopaTopHOM 00OpyAoBaHUH U T.A. [Ipu 3TOM CTyAeHT
IIOCTABJIEH B YCJIOBHS, KOT/1a OH BBIHYKJIEH CAMOCTOSITENIbHO (TBOPYECKU) UCKATh IIyTH U CPE/ICTBA
JUIs  pa3pellieHus TIOCTABJICHHBIX 3ajJ]ad, CaMOCTOSTENBHO IUIAHUPOBAaTh CBOIO paboTy H
aHAJIM3UPOBaTh €€ pe3yibTaThl, MPUHUMATH OIpPEJCICHHbIE pPEIIEeHUs B pPaMKax CBOMX
MOJTHOMOYHH, CaMOCTOSATEIIbHO BBIOMpAaTh apryMEHTAllMI0 W HECTH OTBETCTBEHHOCTh 3a
IPOJIETaHHYI0 paldoTy, T.e. MPOSIBUTH BIIAJCHUE HaBbIKaMH. B3aumonelcTBue C IpenojgaBaTeiieM
OCYILIECTBJISIETCSI NEPUOANYECKU T10 3aBEPIICHUIO OIPENEICHHBIX 3TalloB PadOThl U MPOXOIUT B
BUjie KoHCyinbTauuil. [Ipy oneHke BiaJieHNs HaBbIKAMU IIPENO/IaBaTeNIeM OLEHUBAETCS HE TOJIbKO
[IPABWJIBHOCTh PELICHUs BBIIOJHEHHOTO 3a/aHus, HO U CIOCOOHOCTh (TOTOBHOCTb) CTYJIEHTA
pewath MOJOOHBIE MPAKTUKO-OPUEHTHPOBAHHBIE 3a/laHUSI CAMOCTOATENBHO (B MEPCHEKTHBE 3a
CTEHaMH By3a) U, TJaBHBIM 00pa3oM, COCOOHOCTH CTyIEHTa OOOCHOBBIBATh M apryMEHTHPOBATH
CBOMU PELICHUS U MPEATIOKEHHUS.

B Tabnume mpuBeneHBl TPOUETYPHl  OLICHUBAHHS
XapaKTepU3YIOLUX Tarbl (OPMUPOBAHUS KOMIETEHIUH.

3HaHUH, YMEHUH W HaBBIKOB,

Bunsl y4ueOHBIX 3aHATHI OnenuBaemble ITpouenyps! oLleHUBaHUSA
u KOHTPOJIBHBIX | pE3yJIbTaThl 00y4YEeHHUSI
MEPONPUATHI
[Tocemenune  CcTyaeHTOM 3HAHUE IIpoBepka  KOHCIIEKTOB
ayIUTOPHBIX 3aHATUI TEOPETHUYECKOr0  MaTepuala | JIEeKIU, YCTHBIA ONpOC Ha
[0  TNPOMAEHHBIM  TEMaM | 3aHATHUAIX
(MoyssiM)
Beinonnenue YMEHUSA n HABBIKH, ITposepka OTU€Ta,
MIPaKTUYECKUX 3a1aHUN COOTBETCTBYIOLINE TE€ME | 3ammra BBIIIOJIHEHHOU
paboThI paboThI
TectupoBanue 3HAHUA, YMEHUA no ITpoBepka TecToB
IPONJICHHBIM TEMaM
(MoyssiM)
IIpomexxyrounas 3HAHUA, YMEHUA n 3aueT ¢ OLEHKOMN
aTTecTaus HABBIKH,
COOTBETCTBYIOILINE
V3YYEHHOUN TUCIUIUINHE

Yemuwii  onpoc - »10 mponenypa, OpraHu3oBaHHas Kak cHenuaibHas —Oecena
npenojaBarensi ¢ Tpynno cTyneHTOB ((pOHTaIbHBIA ONPOC) WIM C OTACNBHBIMH CTYJIEHTaMHU
(MHIMBH Ty aTbHBIH

OTIPOC) C LIEbIO OLIEHKH PE3yIbTaTUBHOCTU MOCEHICHUS CTyJI€HTaMH ayJAUTOPHBIX 3aHATUN
IyTeM BBICHEHUS! C(OPMHPOBAHHOCTU Y HUX OCHOBHBIX MOHATHH M YCBOGHHS HOBOTO Y4eOHOTO
MaTepuaia, KOTOPbIM ObLI TOJIBKO YTO pa300paH Ha 3aHATUU.

Tecmu sBnAIOTCSA TpocTeifiiell popma KOHTpOJIS, HalpaBlieHHas Ha MPOBEPKY BIIAJACHUS
TEPMHUHOJIOTMYECKUM  ammaparoM, COBPEMEHHBIMH HMH()OPMAIIMOHHBIMU  TEXHOJOTHSIMH U
KOHKPETHBIMU 3HAHUSAMH B 00J1aCTH (PYHIAAMEHTAIBHBIX U MPHUKJIAIHBIX TUCHHUILIMH. TeCT COCTOUT
13 HEOOJIBIIOr0 KOJIMYECTBA AIEMEHTAPHBIX 33]a4; MOXKET IPEJOCTaBIATh BO3MOKHOCTb BEIOOpA U3
NepevHss OTBETOB; 3aHMMaeT 4acTh ydeOHoro 3aHsaTHs (10-30 MHHYT); NMpaBUIbHBIC pPEIICHUS
pa3duparoTcd Ha TOM JK€ MM CIEIYIOLEM 3aHATHUH; 4YacTOTa TECTUPOBAHMS ONpeaessieTcs
IpernoaaBaTesieM.

3auem c ouenkou- npouenypa OLCHUBAHUS PE3YJIbTATOB OOYYEHHs IO AUCLUILIMHAM,

29



pEe3yNbTAaTOB MPOXOXKACHUS MPAKTUK, PE3YJbTaTOB KYpPCOBOI'O MPOEKTHUPOBAHMS (BBIOJHEHUS
KYpCOBbIX Pa0OOT) U T.Hd., OCHOBaHHas Ha CYMMHUPOBAHHUU OaJIOB, MOJYYEHHBIX CTYAEHTOM I10
UTOTaM BBITIOJTHEHHSI KM BCEX BHJIOB y4eOHOU pabOThl U KOHTPOIBHBIX MeponpusaTuii. [lomyueHHas
OayuTbHas OlIEHKa MEePeBOIUTCS B Henu(hepeHITMpoBaHHYIO Wiu AU depeHIIUPOBAHHYIO OIICHKY.

Bua, mecto W KOJIMYECTBO peaqu3yeMbIX [0 JUCUUIUIMHE MPOUEAYp OLEHUBAHUS
orpezeneHo B paboyeil mporpaMMe AUCHUILTUHBI U TOAOBBIX pab04MX y4eOHbIX IIaHaXx.

Onucanne moka3aTeyeld, KpUTEPHEB U KA OIICHUBAHUS TI0 BCEM BUJAM y4eOHBIX paboT u
KOHTPOJIbHBIX MEPOIPHUATHI MPUBEACHO B pazjene 3 ¢poHaa OLIEHOYHBIX CPEICTB MO TUCIUILIUHE.

PazpaboTka OLIEHOYHBIX CPEACTB M pealn3aius Npoueayp OLEHUBAHUS PErIAMEHTUPYIOTCS
JIOKQJIbHBIMU HOPMATUBHBIMU aKTaMHU:

. [Tonoxxenne o QopmupoBanun (OHAA OLEHOYHBIX CPEACTB (MPUHATO YUEHBIM
coserom 30.08.2017 r., IIpotokon Ne 1, yrBepxkneno pexkropom JI.A. Kocoroposoii 30.08.2017 rr.)

. [Tonoxenue o padoueit nporpamme nucuuruiabl (PI1/]) (mpunsto Yuensim coBeTom
30.08.2017 r., IIporokon Ne 1, yrBepxxkneno pexropom JI.A. Kocoroposoit 30.08.2017 r.)

. [TonoskeHne O TEKyIIeM KOHTpPOJIE YCIIEBAEMOCTH W IMPOMEKYTOUHOW aTTecTaluu
ctyneHToB (mpuHsATo YuenoiM coBeTtoM 30.08.2017 r r., IIpoTokon Ne 1, yTBep»,aeHO pEKTOpPOM
JILA. Kocoroposoii 30.08.2017 ¢

. [TonoxkeHne O KOHTAKTHOM paboTe mpemnojaBaTesis ¢ O00ydaromuMucs (MPUHSATO
VYyensim coBerom 30.08.2017 r r., IIporokon Ne 1 yrBepxkaeno pexropom JILA. Kocoroposoii
30.08.2017 r)

. [TonoxxeHne O TMOpSAKE MPOBENEHUS HTOTOBOM aTTeCTalMu MO 00pa3oBaTeIbHBIM
mporpaMMam BhIcIIero oOpa3zoBaHusl — MporpaMMmamM OakaiaBpuara, mporpamMmaM CreluaaIuTeTa u
nporpamMmaM Maructparypsl (mpuHsiTo YuenoiM coBetoM 30.08.2017 1., IIporokom Ne 1,
yrBepxkeHo pexkropoM JI.A. Kocoroposoii 30.08.2017 r.)

. WHcTpyKuns 1Mo MpOBEAIEHUI0 TECTUPOBAaHUS (IOCTYNHBI B Y4eOHBIX KaOMHETax C
KOMITHIOTEPHOM TEXHUKOW U Ha CaliTe By3a).

12.PEKOMEHAYEMOE NH®OPMALIMOHHO-METOINUYECKOE
OBECIIEYEHHE

12.1. HOPMATHUBHOE COIIPOBOXJIEHHUE

OCHOBOI HOPMAaTHUBHOTO CONPOBOXKACHUS JUCHMIUIMHBL sBistoTcs: OI'OC BO mo
Hanpasienuto 38.03.02 MeHemKMeHT, OCHOBHAsI 00pa3oBaTesibHas MporpaMMma 10 HarpaBJICHUIO
38.03.02 MeHeKkMeHT, y4yeOHBIH IuUlaH, pabodas MpOrpamMMbl JAMCHUIUIMHBL, KypC JIEKLHH,
METOJMYECKHE yKa3aHHs MO0 OCBOCHHIO IMCIUILUIMHBI, METOIUYECKUE YKA3aHUS U ayJHUTOPHBIX
3aHATHH.

12.2. OCHOBHASI JIMTEPATYPA

1. Measenera O.B. OCHOBBI OKYMEHTAIlMOHHOTO OOECIEUEHUsS YIMPaBICHUS. 2-€ H3.
[DnexTpoHHBIH pecypc]: yueOHoe mocobue/ MenaseaeBa O.B.— DJeKTpoH. TEKCTOBBIE JaHHBIE.—
Kpacnomap: HOxHblii uHCTUTYT MeHemxkmeHTa, 2012.— 175 c.— Pexum pgocrymna:
http://www.iprbookshop.ru/9566.— 3bC «IPRbooks»

2. I'punbepr A.C. JlIokyMeHTAITMOHHOE OOECIICUCHUE YIPaBICHUS [DICKTPOHHBIA pecypc]:
yueOHuk/ ['punbepr A.C., T'opbaue H.H., Myxamermmna O.A.— DJEKTpPOH. TEKCTOBBIE
JaHHBIE.— M.: IOHUTU-JAHA, 2012.— 392 c— Pexum JOCTYTIA:
http://www.iprbookshop.ru/10497.— 3BC «IPRbooks»

3. T'ycaramkoBa JI.E. KagpoBas cmyx6a mnpenmpustus.  Jlemonpous3BOACTBO,
JIOKyMEHTOO0OpOT U HOpMaTUBHAsI 6a3a [DIEKTPOHHBIN pecypc]: yaeOHoe mocobue/ ['ycsTHHKOBa
J.E., 3axapkuna O.U., [llutoBa M.A.— DnekTpoH. TekcToBble JaHHble.— Caparto: Kopropanus
«dunonmey, 2012.— 217 c.— Pexum pgocrtyma: http:// www.iprbookshop.ru/10555.— DBC
«IPRbooks»
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12.3. JONOJIHUTEJIBHASA JIUTEPATYPA

1. I'paxxnanckmii konekc Poccuiickoit @eneparuu (4. 1) ot 30.11.1994 Ne51-D3 (B pen. ot
29.06.2004)// C3 P®. 1994. Ne 32. Cr. 3301; 2004. Ne 27. Ct. 2711 (CnipaBo4HO-TIpaBOBast CUCTEMA
«KoHCynbpTaHT +:BBICIIAS MIKOIAY)

2. I'paxxnanckuii kogeke Poccuiickoit @enepanuu (4. 2) ot 26.01.1996 Ne 14-®3 (B pen. ot
23.12.2003)// C3 P®. 1996. Ne 5. Ct. 410; 2003. Ne 52. Y.1. Ct.5034 (CnpaBouyHO-TIpaBOBast
cuctema «KOHCYJIbTaHT +:BBICIIAS LIKOJIA))

3. ®enepanbHbIi 3aKk0H OT 26.12.95 Ne 208-D3 “O06 akiuoHepHbIX obmecTBax’ (B pea. OT
06.04.2004)// C3 P®. 1996. Ne 1. Cr. 1; 2004. Ne 15. Ct. 1343 (CnpaBouHO-IIpaBOBasi CUCTEMa
«KoHCynbpTaHT +:BBICIIAS MIKOIAY)

4. @enepanbhbiii 3akoH or 08.02.98 Ne 14-®3 “O0 oOumecrBax € OrpaHMYEHHOU
OTBETCTBEHHOCTHIO” (B pen. ot 21.03.2002)// C3 PD. 1998.Ne 7. Cr. 785; 2002. Ne 12. Cr. 1093
(CnpaBouno-nipaBoBasi cuctema «KoHCyabTaHT +:BbICIIas ILIKOJIA»)

5. ®enepanbubiii 3ak0H 0T 14.11.2002 Ne 161-®D3 «O rocynapcTBEHHbIX U MYHULIMIAIBHBIX
yHATapHBIX npennpustusx» // C3 Pd. 2002. Ne 48. Cr. 4746 (CnpaBo4HO-TIpaBOBasi CHCTEMa
«KoHCynbpTaHT +:BBICIIAS MIKOJIAY)

6. ®enepanbubiii 3akoH oT 08.08.2001 r. Ne 129-®3 «O rocynapCTBEHHOW perucTpanuu
IOPUAMYECKUX JIUI] U MHAWBUIYATbHBIX MpeAnpuHuMaTenei» (pen. ot 23.12.2003)// C3 P®. 2001.
Ne 33. Y.1. Cr.3431; 2003. Ne 52. Y. 1. Ct. 5037 (CnpaBouno-npaBoBas cucrema «KoHcCynbTaHT
+:BBICILIAS [LIKOJIA»)

7. 3akoH P® ot 23.09.92 Ne 3520-1. “O ToBapHBIX 3HaKax, 3HaKax OOCIYXUBaHHUS U
HAaUMEHOBAHMSIX MECT MPOUCXOXKAeHUs ToBapoB” (B ped. oT 11.12.2002)// Benomoctu CH/] PO u
BC P®. 1992. No 42. C1.2322; C3 P®. 2002. No 50. Ct. 4927 (CripaBo4HO-TIpaBOBasi CHCTEMa
«KOHCYyIBTaHT +:BBICIIAS LIKOJIAY)

8. IlocranoBnenue IlpaBurensctBa P® ot 19.06.2002 Ne 439 «O0 yrBepxkaeHuu Gopm u
TpeOoBaHUN K O(OPMIEHHIO JOKYMEHTOB, MCIHOJb3YEMBIX MPH TOCYIapCTBEHHOW pPETUCTpaIUH
IOPUAMYECKUX JIML, a TakKe (PU3MUECKUX JIML B KaYECTBE MHJMBUIYaJIbHBIX MPEIIPUHUMATENCH
(B pea. ot 16.10.2003)//C3 P®d. 2002. Ne 26. C1.2586; 2004. Ne 10. Ct. 864 (CnpaBouHO-TIpaBoBas
cuctema «KOHCYIbTaHT +:BbICHIAS ILIKOJIA))

9. Eaunas rocynapcTBeHHas cUCTeMa AeNIoNpon3BoAcTBa. OCHOBHBIE MTONIOKEHU. M., 1974,
(CnpaBouno-nipaBoBast cuctema «KoHCyIbTaHT +:BbICIIAs ILIKOJIA)

10. KBanupukanmoHHBIH CHPAaBOYHUK JOJDKHOCTEH pYKOBOAMTENEH, CIEHUAIUCTOB U
apyrux ciayxkamux. M.: Muntpyn Poccun, 2000 (CrpaBouHo-nipaBoBasi cuctema «KoHCyiIbTaHT
+:BBICHIAS LLIKOJIA»)

11. VaudummpoBaHHas cHCTeMa OpPraHU3aLMOHHO-PACTIOPSAUTENBHON JOKYMEHTAIUH.
(CnpaBouHO-TipaBoBas cuctema «KOHCYIbTaHT +:BBICIIAs IIKOJIA)

12. VaudumupoBanHele (HOpMbl, HHCTPYKIUU M METOAUYECKHE MaTepHalibl MO0 UuX
npumMeHeHuto. M. 1982 (CnpaBouHo-nipaBoBas cucteMa «KOHCYIbTaHT +:BBICIIAs IIKOJIA))

12.4. PECYPCBI CETU «MHTEPHET»

DiekTpoHHO-0nbamoreunas cucrema: «IPRbooksy»
Pecypcbl OTKpBITOrO 0CTYNA:

1. bubnnorexka MeHEKMEHTA
http://www.management-rus.ru

2. KopnopaTuBHbI MEHEIHKMEHT.

http://www.cfin.ru

HosocTu, myonukanuu, bubnnoTreka ynpapiieHus .

3. DHIMKIIONEUs] MapKeTUHTa. BUOIMOTEKa MapKeToIora.
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http://www.cfin.ru/

http://www.marketing.spb.ru

4. DOnexrponnas oubauoreka HR-cienuanucros

http://www.hrm.ru

Kuuru no yrnpasieHHI0 IepCOHAIOM: CTaThU MO 00YUEHHUIO, YIIPABICHHUIO TIEPCOHATIOM,
aTTECTAIUIO U JIp.

5. @enepanbHbIii 00pazoBaTenbHbIN OpTal "DkoHOMUKa, Connosorus, MenepkmMeHT"
http://www.ecsocman.hse.ru

6. AIMUHHUCTPATUBHO-YIPABICHYECKHUI opTan "MeHeKMEHT 1 MapKETUHT B Ou3Hece".
http://www. aup.ru

Kuuru, cratbu, 1OKYMEHTHI IO aKTyaJIbHBIM BOIIPOCAM MEHEIKMEHTA U MapKETUHTA U TIp.
7. Enunoe okHO JocTyma K 00pa3oBaTeIbHBIM PECypcaM M0 IKOHOMHUKE, COITUOJIOTHH,
MEHEIKMEHTY

http://ecsocman.edu.ru/

8. http://www.systematic.ru/sistemy_upravleniya_dokumentooborotom.html

9. http://works.doklad.ru/view/zuPsMafAvU4.html

10. http://www.e-reading.club/bookreader.php

13. METOJAUYECKHUE MATEPHUAJIBI JUISI OBYUAIOIIUXCSI IO OCBOEHUIO
JUCLUIINHbBI

Jlekumusa — popma 0OydeHHs] CTYAEHTOB, MPU KOTOPOH IMpenojiaBarenb MOCIEI0BATEIbHO
u3jaraeT OCHOBHOM MaTepuall TeMbl Y4eOHON IUCHMILUIMHBL. JIeKIus — 3TO BaKHbIM MCTOYHUK
uHpopMaluu MO Kaxaod ydeOHOH nuciuiuiiHe. OHA OpPUEHTUPYET CTYJIEHTAa B OCHOBHBIX
npobiaemMax U3yyaeMoro Kypca, HarpaBliieT CaMOCTOATENIbHYIO paboTy Haa HUM. [l JeKuuid mno
KaKIOMY IPEIMETY JOJIKHA ObITh OT/EIbHAs TETpaab A Jekuui. [Ipexae Bcero, 3anummTe ums,
OTYECTBO M (haMMIIMIO JIEKTOpA, OCTaBbT€ MECTO JUISl CIIMCKAa PEKOMEHJO0BAaHHOM JIUTEpaTypBhl,
ocoOuii, CIpaBOYHUKOB.

Bynbre BHMMATENbHBI, KOTJa JIEKTOpP OOBABISET TeMy JIeKLIUH, oObsicHsieT Bam mecto,
KOTOPOE 3aHUMAET HOBBIN IIpeAMET B Bailel moaAroToBKe U 4eMy HOBOMY BbI CMOKeTe HAydUThCH.
OnbITHBIN CTYJEHT 3HAeT, 4TO, KaK MPaBUJIO, HAa MEPBOM JIEKIMU MpernojaBarelb 000CHOBBIBAET
CBOM TpeOOBaHMUS, pacKpblBaeT OCOOEHHOCTH YTEHHs Kypca M CHOCOOBI Clayd 3auera WU
HK3aMEHa.

OTtcTynuTe nosjsi, KOTOpble MOHAA00STCS ISl pa3IMYHbIX TIOMETOK, 3aMEYaHHU ¥ BOIIPOCOB.

3anuch COJIEp)KaHWs JIEKIMM O4YeHb HWHAMBHIYyaJlbHA, HMMEHHO II03TOMY TpPYIHO
M0JIb30BATHCS UY)KMMH KOHCIIEKTaMHU.

He crecusiitech 3anmaBaTh Bompockl mpenoaasatento! Yem Oombme y Bac Oyner
uH(popMalnu, TeM cBoOOHee U yBepeHHee Brl Oynere ce0s 4yBCTBOBATH!

ba3oBble pekOMeHIalUM:

- He cTapaiiTech JOCIOBHO KOHCHEKTHUPOBATh JIEKIIUH, BBIIEISMTE OCHOBHBIE IMOJIOKEHUS,
CTapalTeCh MOHATH JOTHKY JIEKTOPA;

- TOYHO 3aIIUChIBANTE ONpeAETCHUS, 3aKOHBI, TOHATHUS, POPMYJIbI, TEOPEMBI U T.J.;

- IepelaBaiiTe N3JaraéMblil MaTepuall JEKTOPOM CBOMMHU CIIOBaMH;

- HanboJiee BasKHbIE MOJIOXKEHUS JIEKIIUU BBIIETSNTE MOJYEPKUBAHNEM;

- CO3JaliTe CBOIO CUCTEMY COKpAIIEHUS CIIOB;

- TIPUBBIKAWTE NPOCMATPUBATH, MEPEUMUTHIBATH MEPE] HOBOW JIEKIUEH MPEIbIIYIIYIO
UH(OPMALINIO;

- IOTIOJTHSITE MaTepual JICKITUU nHpOopMaIue;

- 3a/1aBaiiTe BOIPOCHI JIEKTOPY;

- 00s13aTEIbHO BOBPEMS MTOTIOJIHSMTE BO3HUKIIINAE TTPOOEIIBI.

IIpaBu/1a TAKTHYHOIO NOBeIeHUA H I(PPEKTHBHOIO CAYIIAHUSA HA JICKIMIX:

- Cnymarte (4 cipllIaTh) IPYyroro 4ejoBeKa - 3TO HACTOSILEE UCKYCCTBO, KOTOPOE OYEHb
npurofuTcs B Oynymieit npodeccuoHalIbHON AEATEIIbHOCTH TICUX0JI0Ta.
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- Ecin npenofaBaTenb «CKYy4YHbI», HO BBl 4yBCTByeTe, YTO OH JEHUCTBUTEIBHO BIIALECET
MaTepHajoM, TO CKyKa - 3T0 yxke Bama nuunass mpobGiema (CTOMT BOOOLIE CHPOCUTH cedsi, a
HacTosiuil iu Bel ctynent, ecnu Bam He uHTEepecHa jekuus crnenuanucra?).

Cy1ecTByeT O4YEHb MOJIE3HBIM MPUEM, MO3BOJISIIOIIMKM CTYIEHTY-IICUXOJIOTY OCTaBaThCs B
TBOPUECKOM HANpSOHKEHUM JlaXe Ha JIEKUUAX 3aBEJOMO «HEHHTEPECHBIX» IPENoiaBaTesaX.
ITpencraBere, uTo nepen Bamu KInMEHT, KOTOPBIM 4TO-TO 3HAET, HO €My TPYAHO 3TO cKa3aTb (a B
KOHCYJIbTaTUBHOW MPAKTUKE C TAKUMU CUTYaLUSIMU IIOCTOSIHHO ITPUXOAUTCS CTAIKUBAThCs ). OueHb
MHOT'0€ 3/1€Ch 3aBHCHUT OT TOT'0, IIOMOXET JIM CIyIIAIOUIMM TOBOPSILIEMY JIydlle H3JI0KUTh CBOU
MBICTIH (WM COOOMIMTH CBOM 3HaHUs). HO Kak MOXET MOMOYb «CKYYHOMY» MpPEIoJIaBaTelto
CTYZEHT, J1a elle B 00JIbIION ayJTUTOPUHU, KOT/Ia AaXke BOIPOCHI 3a/1aBaTh HENIPUINYHO?

IIpueM mnpocTt — mocrapaiTecb BCEM CBOMM BHJOM IIOKa3aTb, 4TO BaMm «Bce-Taku
MHTEPECHO» U BBI «BCe-Taku BEpUTE», UTO MPENOJABATENb BOT-BOT CKaXKET YTO-TO OYEHb BAIKHOE.
U ecnm B ayauTopuM HaWAYTCS XOTd Obl HECKOJIBKO TaKUX CTYJAEHTOB, BHUMATEJIbHO U
YBa)XXUTEJIBHO CIYLIAIOIIMX IIPENOAaBaTessl, TO MOXET IPOU30MTH «MAJICHBKOE 4YyAO», KOrzaa
IpenojaBaTesib «BIPYr» 3arOBOPUT C YBJIEUEHUEM, HAYHET PACCYXIaTh CMEJIO U C 030pPCTBOM
(MHOrZa mpernojaBaTeNld CaMU MILYT B ayAUTOPUU BHHMMATENIbHBIE M 3aMHTEPECOBAHHBIC JIMLA U
HAQUMHAIOT YWUTaTh CBOM JIEKIIMM, YAaCTEHbKO TMOIJIAJbIBasl Ha TaKUX CTYAEHTOB, Kak Obl
«BJIOXHOBJIISISICH» MX JOOpO’KENaTes]bHbIM BHUMaHueM). Ecin 3To KakeTcss HEeBEepOSTHBIM (THIla
TOTO, YTO «4yJec He OBIBaeT»), NMPOCTO BCIIOMHHUTE ce0si B TOJOOHBIX CHTyalHsAX, KOTrga C
HOPUATHBIM coOeceHUKOM-CllymaTesneM Bpl Bapyr oOHapyXuBaeTe, 4TO TOBOPUTE HAaMHOI'O
YBEpEHHEE U J1aXke UHTepecHee Uit camoro ceds. Ho «maneHbkoro dyjja» MOXET U HE IPOU30UTH,
U TOrJa TJaBHOE - HE OOMKaThCs Ha IpenojaBaress (Kak He OOMXKAeTCsl Ha CBOETO «TaK U He
Pa3roBOPUBLIETOCS» KJIUEHTA ONBITHBIM ICHXO0JOr-KOHCY/IbTaHT). CunTaiite, uro Bam He yaanoch
«3aMHTEPECOBaTh» MpEnojaBaTesss CBOMM BHUMaHHMEM (OH NPOCTO HE MOBEpW B TO, uTO Bam
JIEHCTBUTEIILHO UHTEPECHO).

- YtoOBI ObITH 00JIEE «ECTECTBEHHBIM» M YTOOBI MPENOo1aBaTellb BCE-TaKy MOBEPUI B Ballly
3aMHTEPECOBAHHOCTD €T0 JIEKIMEH, MOXKHO UCIOJIb30BaTh ellle oauH npueM. [locrapaiitech Mosua
4eMy-TO «IIPUAPAThCS» B €ro BbICKa3bIBaHUAX. M Koraa Bbl HaiifieTe ciaboe 3BeHO B PacCyKJIECHUIX
npenogaBarens (a MpPU KEJIAaHUU STO HECJIOXKHO CAeNaTh Jake Ha JIEKIMSIX TNPU3HAHHBIX
MICUXOJIOTHYECKUX aBTOPUTETOB), MOMPOOYHTE «IIPO ce0s» MOCIOPUTH C MPENOAABATENIEM M XOTS
Obl TocHylIaiiTe, HE CTaHET JIM caM IMIpernojaBaTellb «OImpoBeprarb ceds» (MHOTA OIBITHHIE
IpernoJiaBaTesy CHayana noAOpachlBalOT MPOBOKALMOHHBIE MJIEH, a 3aTeM Kak Obl caMu ¢ coOoit
cnopsT). B mobom ciydae, Hecoriacue ¢ MpenojiaBaTeieM - 3TO NMpeKpacHas OCHOBA Ui AUaora
(B TaHHOM cllyyae - Ui «BHYTPEHHEro Iuaioray), KOTOpBIH yxe IOociie JIEKIIMH, Ha CEMHHape
MOJKET MPEBPATUThCS B IUAJOr pealibHbIi. EcTecTBeHHO, HE cielyeT U3BpallaTh JaHHbIN IpHUEM U
BCEM CBOMM BMJIOM TIIOKa3blBaTh IIpENOAaBaTeNt0, 4To Bpl €ro «mpesupaere», UYTO OH
«HAYTOXKecTBO» u T. M. Kputuka (0COOEHHO KpUTUKA TperojaBarenis) AOKHAa ObITh
KOHCTPYKTUBHOW M JoOpoxenaTenbHOH. bynymemy mcuxonory BooOIie MpOTHBOIIOKa3aHO
«JIEMOHCTPATUBHOE TMPe3peHre» K KOMY Obl TO HU OBLTO (C COOTBETCTBYIOIIMMHU «BBITAPAIIICHHBIMU
riazaMu» U «QBIPKAIOIIMM POTUKOM») - 3TO CKOpee, NMPU3HAK «IIAllMeHTay», YeM CIIeUaIucTa-
YeJIOBEKOBEA. ..

- Ecniu Bol B ueM-TO He corjacHbl (WM HE TIOHMMAeTe) C MPeroiaBaTesieM, TO COBCEM He
00s3aTeNbHO TYT e NmepeduBaTh €ro U, TeM OoJiee, BHICKAa3bIBATh CBOU MPEACTABICHUS, JaKe €CIIU
OHHU U KaxyTcst Bam BepubiMu. [lepebuBanue npenojaBarens Ha MOJYCIOBE - 3TO BEPHBIM MPU3HAK
HEBOCIMTAHHOCTH. A BOMPOCHI CIEAYeT 3a/1aBaTh JUOO MOcie 3aHATUHN (I 3TOr0 UX HaJ0 KPaTKO
3anucarb, 4ToObl He 3a0bITh), MO0 BHIOPAaB MOMEHT, KOTJa IpernojaBareib chelan XOoTs Obl
HEOOJIBIIYIO NTay3y, U 00s3aTelbHO U3BMHMBILNCH. Heykenn He NMpusATHO caMoOMy MOYyBCTBOBATb
ce0s1 BOCIIUTAaHHBIM YEJIOBEKOM, J1a ellle Ha Tla3ax y Lenoil ayauTopun?

IIpaBujia KOHCIIEKTHPOBAHUSA HA JICKIUAX!

- He cnenyer npiTaThcs 3anmuchiBaTh MOAPS] BCE TO, O YEM FOBOPUT Ipenojaasarens. Jlaxe
€CIIM CTY/IEHT BJIQZICET CTEHOrpaduel, 3anuchiBaTh BCE BBICKA3bIBAHMSI NIPOCTO HE MMEET CMBbICHA:
BA)XHO YJIOBUTb IVIABHYIO MBICTIb U OCHOBHBIE (DAKTHI.
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- JKenarenbHO OCTaBIATH HA CTPAHUIIAX MOJS JJS CBOMX 3aMETOK (M JenaTh 3TH 3aMETKH
1100 BO BpeMs CaMOi JIeKI1H, JINOO IpU MOATOTOBKE K CEMUHApaM U SK3aMEHaM).

- EcTecTBeHHO, jK€1aTeabHO HUCIO0JIb30BaTh IPU KOHCIEKTUPOBAHUN COKPALIEHMSI, KOTOpbIE
KaX/IbIil MOXET «pa3paboTaTb» JUIsl ce0sl cCaMOCTOATENbHO (JIMIIb Obl CAMOMY JIETKO ObUIO IOTOM
pazo0paThbCs C ITUMH COKPAILICHUSIMHU ).

- Craparbcsi IOMEHbIIE UCII0JIB30BaTh HA JIEKUUAX AUKTO(QOHBI, OCKOJIBKY IOTOM TPYJIHO
OyIeT <«IEeKOAUPOBaTh» HEPa300pUMBBIN IOJOC MPENOoJaBaTelsl, BCE PABHO IOTOM IPUAETCA
IepenychBaTh JIEKIHIO (@ ¢ rojoca O4eHb TPYJHO TOTOBUTHCA K OTBETCTBEHHBIM HK3aMEHaM),
HAKOHEI, JUKTO(OHBI YaCTO OTBJICKAIOT MpPENnojaBaTessl TeM, YTO CTYACHT HUYEro HE JIeNaeT Ha
JEKIMHU (3a HEero, IKoObl «paboTaeT» TEXHUKA) U OOBIYHO IPOCTO CUAMT, IV Ha MPernoaaBaTesis
HEMUTAIOIIMMU TJ1a3aMu (B3IVIAI0M HEMHOI'O CKYYAIOILIEro «yAaBa»), a MPEroJaBaTellb YyBCTBYET
ce0s HEYIOTHO M BMECTO TOTO, 4TOOBI CBOOOJHO Pa3MBIILIATH HajJ NPOOJIEMOH, YMTAET JICKLUIO
HAMHOTO XYK€, 4eM OH MOT OBl 3TO clienath (M 3TO HE TOJHKO HAIIM JIMYHBIC BIICYATICHUS: OYCHb
MHOI'ME HNpenojaBaTeld pacCKas3bIBAlOT O MOAO0OHBIX ciydasx). OcobeHHO Bce 3TO 3a0aBHO (M
[I€YaJIbHO, OJHOBPEMEHHO) B ayAMTOPUSIX OyAyIIMX IICUXOJIOTOB, KOTOpBIE BCE-TaKU JIOJIKHBI
YUUTBCSI UYBCTBOBATh CUTYaLMI0 M KaK-TO IOJOXHUTEIbHO BIUATh Ha OOIIYIO NCHUXOJIOTHYECKYIO
aTMocdepy 3aHATHUS. ..

Jlis mpoBeAeHUS NPAaKTUYECKMX 3aHATHM IpejuiaraeTcs cleayrolas TeMaTHKa, B
COOTBETCTBUHU C 7 pazzieroM padouell porpaMMbl JUCLUILUIUHBIL:

IIpakTHyeckoe 3aHsiTHE — 3TO OJHA U3 (opM ydeOHOU paboThl, KOTOpas OPUEHTHUPOBAHA
Ha 3aKpeIICHHE HW3YYE€HHOTO TEOPETHYECKOro Marepuaia, ero 0Oojee TiIyOOKOe YCBOCHHE WU
(dbopMHpOBaHHE YMEHHSI IPUMEHATh TEOPETUUECKIE 3HAHUS B IPAKTHUECKUX, PUKIATHBIX LIEISIX.

Ocoboe BHMMaHHE HAa CEMHUHAPCKUX 3aHATUSAX YHAEISIETCS BBIPAOOTKE YYEOHBIX HIIH
npoeCcCHOHATBHBIX HABBIKOB. Takue HaBbIKM (OPMHUPYIOTCS B IPOLECCE  BbIMOJIHEHUS
KOHKPETHBIX 3aJaHuil — yNpaHEHWH, 3aady U T.I. — TMOJ PYKOBOACTBOM M KOHTPOJIEM
npernojiaBarers.

['oToBSICH K CEMUHAPCKOMY 3aHSTHIO, TEMa KOTOPOIO BCErja 3apaHee M3BECTHA, CTYAEHT
JIOJDKEH OCBEXWTh B MAMATH TEOPETHUECKUE CBEICHHUS, MOTYyYEHHbIE Ha JEKIMIX U B Ipolecce
CaMOCTOSITENIbHOW PaboThl, MOA0OpaTh HEOOXOIMMYIO YYEOHYI0O W CIPaBOYHYIO JIUTEPATYPY.
Tonbko 3TO 06ecreduT BhICOKYIO 3 (HEKTUBHOCTh YUEOHBIX 3aHATHH.

OTnnuuTeNbHON 0COOEHHOCTHIO CEMUHAPCKUX 3aHATUHN SBJISIETCS aKTHBHOE Y4acTHE CaMHX
CTYZICHTOB B OOBSICHEHUM BBIHECEHHBIX Ha PACCMOTPEHHE NpoOJeM, BOIPOCOB; IMpPENoiaBaTelb,
JaBasi CTYACHTaM BO3MOXXHOCTh CBOOOJIHO BBICKA3aThCsl 1O OOCYXJAa€MOMY BOIPOCY, TOJBKO
MIOMOTAeT UM IPAaBHIBHO MOCTPOUTH OOCyXJeHHe. Takass yyeOHas 1enb 3aHATUS TpeOyeT, yToObI
yuamgecsi ObUIM XOpOILO TOJATrOTOBJIEHBI K HeMmy. B mpoTuBHOM ciydae 3aHsiTue He Oyner
JICMCTBEHHBIM M MOJKET IPEBPATHThCA B CKYYHbII OOMEH BONpOCAMH U OTBETaMHU MEXIY
npernojaBaTesieM U CTY/IeHTaMU.

IIpu noAroToBKe K NPAKTHYECKOMY 3aHATHIO:

- TpoaHAIM3UpPYWTE TEeMy 3aHATHSA, MOAyMailiTe O IeId U OCHOBHBIX MHpobiemax,
BBIHECEHHBIX Ha 00CYXJCHHE;

- BHUMATEJIbHO MPOYUTANTE MaTeprall, JaHHbIN [IPENO1aBaTesIeM 10 3TON TEME Ha JIEKLNH;

- U3y4YUTe PEKOMEH/IOBAHHYIO JINTEPATypy, Aejasi MPU 3TOM KOHCIEKThI IPOYUTAHHOTO HUIIH
BBINTACKH, KOTOPBIE IOHAI00ATCS TIPU O0CYKICHUH Ha 3aHSTHH;

- IocTapaiTech CYOPMYIMPOBATH CBOE MHEHHE 110 KaXIOMY BOIIPOCY M apryMEHTHPOBaHHE
ero o00CHOBATE;

- 3alMIINTE BO3HUKIIME BO BPEMs CaMOCTOATENBbHON paboThl ¢ yyeOHMKaMU M HAay4HOM
JUTEPATYPOH BOMPOCHI, YTOOBI 3aT€M Ha MIPAKTUYECKOM 3aHATUU MOJIYYUTh HA HUX OTBETHI.

B nponecce paéoThl HAa NPAKTHYECKOM 3aHATHH:

- BHHMMATEJIBHO CIIyHIaiiTe BBICTYIUICHUsSI JPYIMX YYacTHUKOB 3aHATHS, CTapaiTech
COOTHECTH, COTIOCTaBUTh UX BBICKA3bIBAHUS CO CBOMM MHEHHUEM;

- AKTUBHO Y4YacTBYyHTe B OOCYXICHMM pacCMaTpUBAacMbIX BONPOCOB, HE OOWTECH
BBICKa3bIBaTh CBOE€ MHEHHE, HO CTapaiitech, 4ToObl OHO OBUIO TOAKPEIUIEHO YOeIUTEeTbHBIMU
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JIOBOJIaMU;

- €CIM BBl HE COIVIACHBI C YbMM-TO MHEHHUEM, CMEJIO KPUTUKYHTE €ro, HO IIOMHHUTE, YTO
KPUTHKA JTOJKHA OBITh 000OCHOBAaHHOM M KOHCTPYKTHUBHOH, T.€. HECTH B ce0e KaKoe-TO KOHKPETHOE
IIPEIUIOKEHUE B KAUE€CTBE AJIbTEPHATHUBBI;

- TIOCJIE CEMHUHApPCKOTO 3aHATHS KPaTko chHOpMyIHpyHTE OKOHYATEIbHBINH MPABUIIBHBIN
OTBET Ha BOMPOCHI, KOTOPbIE ObLIIM PACCMOTPEHBI.

[TpakTHueckoe 3aHITHE TIOMOTaeT CTyJeHTaM INIyOOKO OBJIAJIETh NIPEIMETOM, CIOCOOCTBYET
pPasBUTHIO Yy HHMX YMEHHMs CaMOCTOSTENbHO paboTarh ¢ y4yeOHOM Jjureparypol u
[IEPBOMCTOYHUKAMH, OCBOEHUIO HMHU METOAOB HAyyHOW pabOThl M NPUOOPETEHHIO HABBIKOB
Hay4YHOH apryMmeHTanuu, HayuHoro wMbinuieHus. IlpenonaBarento »xe paboTta cCTyaeHTa Ha
MMPAKTUYCCKOM 3aHATHUU NO3BOJISCT CYAUTH O TOM, HACKOJIBKO YCIICIIHO U C KAKUM JKCIaHHUCM OH
OCBaMBacT MaTepHall Kypca.

13. IEPEYEHb HH®OPMAIIMOHHBIX TEXHOJIOTIMiA U MATEPUAJIBHO-
TEXHUYECKAS BA3A

13.1. COBPEMEHHBIE ITIPO®ECCHUOHAJIBHBIE BA3bI JAHHBIX U
NHO®OPMAIIMOHHO-CITPABOYHBIE CUCTEMBbI

Jis  ocymiecTBIeHUS 00pa3oBaTENBHOIO Tporecca 10 JAWCHHILUIUHE HEO0OXOIUMBI
CIeyIoIIKe MporpaMMHOe obecrieueHre U HH(HOpMallMOHHbIE CIIPABOYHBIE CHCTEMBI:

1. Uadopmanmonno-npaBoBas cuctema ['apant http://www.garant.ru/

2. CnpaBounas nipaBoBas cucrema KoncynsranT ITmroc http://www.consultant.ru/

Ha pabounx mectax ucmonb3yeTcs omepanuoHHas cucrema Microsoft Windows, maker
Microsoft Office, a Takxe apyroe cnenuaaTu3upoBaHHOE MPOrpaMMHOEe oOecrnieueHue. B Byse ecthb
JIBA COBPEMEHHBIX KOH(]epeHi-3ama, obopyaoBaHHbIXx cucremamu Video Port, Skype s
NPOBEIEHUS BUAEO-KOH(PEPEHINH, TpU KOMIBIOTEPHBIX KJIacca, OCHAIICHHBIX JHULIEH3UOHHBIM
nporpamMmmHbIiM oOecrieuenuem — MS office, MS Project, Koncynprant + arent, 1C 8.2, Visual
Studio, Adobe Finereader, Project Expert. bonbmmHcTBO aynutopuii 0600pyI0BaHO COBPEMEHHOMN
MYJIbTUMEIUMHON TEXHUKOM.

IIporpamma y4eOHOW JUCHUIUIMHBI MOXKET OBITh peaju30BaHa C MPUMEHEHHEM
JMICTaHIIMOHHBIX 00pa30BaTENbHBIX TEXHOJOTMHA I Tepenadn WHGOpPMAIMK, OpTraHU3aIid
pa3In4HbIX (JOPM MHTEPAKTHBHOW KOHTAKTHOM paboThI 0Oydarouierocs ¢ MpenojaBaTeieM, B TOM
quciie BeOMHApOB, POBOAMMBIX Ha Tuiatdopmax Pruffme u Zoom. Dt minardopmbl MOTYT OBITH
UCTIOJIb30BaHbl JUIsl NMPOBEJCHUS BUPTYAIbHBIX JIEKIMHA C BO3MOKHOCTBIO B3aMMOJIEHCTBHS BCEX
YYaCTHHUK JHCTAHIIMOHHOTO OOYydYeHHs, TPOBEIEHHS MPAKTUYECKUX 3aHATHH, BBICTYIUICHUS C
JIOKJIJIaMU M 3aIIUTON BBIOJHEHHBIX Pa0OT, MPOBEIACHUS TPEHUHIOB, OPTaHU3aLUU KOJUIEKTUBHON
paboTHI OOYJAFOIITIXCSI.

[IpuMeHeHHe TUCTAHIMOHHBIX OOpPa30BaTENbHBIX TEXHOJOTUH MPEIyCMOTPEHO M IS
opraHuzaii GOpM TEKYIIEro M MPOMEXYTOYHOTO KOHTPOJIS: 0a3a TECTOBBIX 33JaHUN W 3aaHUS
Ha KOHTPOJbHYIO paboty no nucturinae pacnonaraiores B CHO «IIpomereit», 1ocTyn K KOTOpOi
nMeroT Bee ctyeHTel HOY BO «MHVYIIBT».

B CIO «llIpomereit» Takxke pacloyiO)K€H TOJIHBIN OHJIAHH-KYypC JaHHOM y4eOHOMH
JVICIIATUTMHBL, BKITFOYAIONINN JICKIIMH, BUACOJICKIINM, OAaHK TECTOBBIX 3aJaHHid, METOJNYECCKHE
PEKOMEH/IAllUH 110 U3YUYEHUIO AUCIUIUINHBI, 3a/1aHUs] Ha KOHTPOJIBbHYIO paboTy.

13.2. MATEPUAJIBHO-TEXHUYECKASI BA3A
Peanmzamust oOpazoBaTenbHOTO Tporiecca mo aucnumuinHe «Cucrema ynpablieHUs!
JAOKYMEHTO0000pPOTOM» OCYILIECTBIISIETCS B CIENYIOUINX ayIUTOPHUSIX:
JlexuuonHas aynutopus Ne 205
(HoytOyx — 1 mr. IIpoektop — 1 mT. Dkpan — 1 mT. YueOnas qocka — 1 mT. Yd. ctomsr — 13
mit. Crynenyeckas jtaBka (Ha 3 mocagodabix mecta) — 13 mr. Od. cron — 1 mwr. Od. cryn — 1 mr.;
Crennpl — 5 mit.; Tpubyna — 1 mt. MaTEpakTHBHASA 10CKa — 1 1IT.)
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Jns mpoBeneHUs NPAKTHYECKHX W CEMHHAPCKHUX 3aHATHI HCIOJIb3YyeTCs
ayJUTOPUS Ui CEMHUHAPCKUX U MpakTudeckux 3anstuii Ne 308, ocHamieHHas 000pyIoBaHUEM:
Yueonsii cTyn - 28 mrt.; OducHbiit cron - 1 mT.; OdpucHsnii ctyn - 1 mr.; kad - 1 mT.;
Crenn - 7 wr.; YuyeOnast nocka - lmr.; Kampkymarop - 15 mr.; HaGop minst «Maremarndeckux
qucuurae» - 1 kommut.; HoyrOyk - 1 m.; Okpan - 1 mr.; YueOnsiit cron - 14 mr.; [Ipoektop - 1
mt., Tpubyna — 1 mr.

Jns KOHCYJAbTANMI HCIONIB3YETCS ayIUTOPHUsS JUIl TPYIMIOBBIX M WHIUBUIYATbHBIX
koHcynbTanuii Ne 405, ocHaleHHass 000pyI0BaHUEM:

VYuebnsiit cron — 10 mT.; Crynendeckas naBka (Ha 3 mocagouHbslx mecta) — 10 1mT.;
Oducnsrii cron -1 mwrt.; OducHsiii ctyn — 1 mT.; Ctenn — 6 mrT.; YueOHas qocka -1 mrT.

Jlns mpoBelneHUsT aTTecTallMii WCIONB3YeTCS ayIAUTOPHsS IS TEKYIIero KOHTPOIS U
npoMexyTouHoi arrectaruu Ne 608, ocHamieHHas 000pyA0BaHUEM:

VYyeOnas nqocka — 1 mT.; YueOHsiid cton — 16 mT.; Yuebnsiit ctyn — 32 mrt.; OpucHsIit cToN
-1; mwt.; OducHsit cryn — 1 mrt.; Crena — 10 mwr.; TpuOyna -1 mT.

st camMocTosITe/IbHOW PadoThl CTYAEHTOB WuCHoib3yercs aymutopus Ne 305,
OCHAIIIeHHAasi 000PyI0BaHHEM:
Yuebnslit cron — 12 mr.; Yuebnsiit cryn — 24 mwr.; Oducusrii cron — 1 mr.; OducHbii cTyn
— 1 wr.; Mxadp — 1 wr.; Crena — 5 mr.; YueOnas nocka — 1 mwr.; HoyrOyk — 1 mwr.; [Ipunrtep — 1
IIT.
13.3. HEPEYEHbDb JJUHEH3UOHHOI'O ITPOTPAMMHOI'O OBECIIEYEHUSA

1. Microsoft office
2. Microsoft Windows 7
3. Kaspersky Endpoint Security

Pa6ouyro nporpammy paspadoraJi: Jisickos b.H.
PaccmoTpena u yrBepikaeHa Ha 3acenaHum kKageapbl «Menemkmenta» UYOY BO

«HUHYIIBT»
[Tpotokom Nel ot 25 aBrycra 2020 .

H.o. 3aBeayromero kageapoii «MeHeaKkMeHTa» /%(/ AunekceeBa E.B.
(monmucs)
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