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JIACT PEFTUCTPALIMM U3MEHEHMH PI1/1

PaGouas mporpaMma nepeyTsepxkaena Ha 2022-2023 yueOmpnt roa. Ilporokon Nel3 sacenanus
kadeapsi ot 11 urons 2022 r.
be3 uameHeHui

3aBenyromuit kageapoit A of 2 coh— Bopucosa T.I'.
Pabouas mporpamma nepeyTBepxkaeHa Ha 2023-2024 yueOwpii roa. Ilportokom Nel( 3acenanus

kadeapsl ot 21 mions 2022 1.
be3 uameHeHui

3asenyromuii kadenpoit %;ﬁ(_@qx—- bopucosa T.I'.




1. den u 3a7a4u 0CBOEHMS TUCHMIJIHHBI.
Leab u3y4yeHUs TMCHMIUIMHBI — O3HAKOMHUTH CTYJCHTOB C TEOPETHUECKUMH OCHOBaMH,
JIaTh TPAKTUYECKUE HABBIKM paboOThl € JOKYMEHTaMH, CHOCOOCTBOBAaTH (HOPMHPOBAHUIO
OOIIEKYIbTYPHBIX M  HPO(ECCHOHANBHBIX  KOMIIETCHLUH, IO3BOJSIOIINX  OCYIIECTBISATH
JOKYMEHTOOOOPOT M HPOLEAYpYy COCTaBIEHHUS IOKYMEHTOB Ha OCHOBE TI'OCYAapCTBEHHBIX
CTaH/IapTOB.
OcHOBHBIE 33/1a4H JUCIUTUTHHBL:

- copmynupoBaTh TOHATUHHBIM ammapar, COCTaBJISIOUIMI KOHCTPYKIMIO CHCTEMBI
JIOKYMEHTHUPOBAHUS YIIPABICHYECKON JACSATEIHHOCTH;

- U3y4YUTh HOPMATHBHO-METOIUYECKOM 0a3y J1eI0NPON3BO/ICTBA;

- O3HAaKOMHUTH C CUCTEMaMH JOKYMEHTAIHH;

- W3YYHUTh CUCTEMBI JOKYMEHTO000POTA;

- MPUBUTH HABBIKK (POPMHUPOBAHUS, O(OPMIICHUS U CUCTEMATH3aIUH JIET;
- U3Y4YHUTh CPEIICTBA OPTaHU3ALUOHHON TEXHUKH

2 MECTO JMCIIMIIVIMHBI B CTPYKTYPE OIIOII CIIENUAJIBHOCTH

JlucuuIinHa OTHOCUTCS K 00513aTeIbHONM YacTH y4eOHOTO IJIaHa.
Tabnuna 1 — Jlucuunianeel, yyacTBytonme B GOpMUPOBAHUHN KOMIIETCHIINH

Konx n HaumeHoBaHue JIMCHMILIHHBI, y4acTBYWIIHe B (OPMHPOBAHHH
KOMIETEHIHH KOMIIETEeHIIUH
OIIK-4 - Criocoben Kontpomns u peBusus
pa3pabaTbIBaTh U MPUHUMATh CyneOHast )KOHOMUYECKas SKCIepTH3a
HSKOHOMHUYECKHU ¥ (PUHAHCOBO [IpenumuiomHas mpakTuka

000CHOBaHHbIE OpPraHU3aIMOHHO-
VIPaBICHYCCKHUE PEIICHUS,
TUTAHUPOBATh U OPTraHU30BBIBATH
po¢eCCUOHAITBHYIO
NEeSITeNIbHOCTbD, OCYIIECTBIISATh
KOHTPOJIb U YUET €€ PE3yJIbTaTOB.




3.TPEBOBAHUS K PE3YJBbBTATAM OCBOEHUA AUCHUIIJIMHBbI

TpeboBanus K pe3yabTaTaM OCBOCHUS AUCIUILINHBI IIPEICTABICHBI B BUAE TaOIHIIBI 2.
Tabnuua 2 — KomneTeHIMy 1 MHIUKATOPbl UX JTOCTUKEHUS

KoMmnerenuun u HHAUKATOPbI HX JOCTUKCHUH

Konn
HauMEHOBaHUE
KOMIIETEHIIUHA

Ko u nHaumenoBaunue
WHJIMKATOPa JOCTHKEHUS
KOMIIETEHIIUU

Pe3ynbrar 00y4yeHus 10 AUCIUILIMHE
(mokazarenu OCBOCHHS KOMITETCHIIH )

OIIK-4 - Cnocoben
pa3zpabaThiBaTh u
NPUHUMATH
YKOHOMHYECKHU u
(HUHAHCOBO
000CHOBaHHbIE
OpraHU3aIMOHHO-
YIIPaBICHYCCKHEC
pelIieHus,
TUTAHUPOBATH u
OpraHu30BBIBAThH
PO EeCCHOHAIBHYIO
NeSITeTIbHOCTD,
OCYIIECCTBIISATh
KOHTPOJIb M yYeT ee
PE3yJIbTATOB.

OIIK-4.1. nemoHCTpUpYyeT
3HaHUS SKOHOMUYECKHUX U
(bMHAHCOBBIX METO/OB AJIs
000CHOBaHUS

3HaTh: JKOHOMHYECKHE H (PUHAHCOBBIC
METO/BI VIS 000CHOBaHHUS
OpTraHU3aIMOHHO-YIIPABICHYCCKUX

peIlieHUH, TUIAHUPOBAHMS W OpraHU3aIlluu

OpraHH3AIHOHHO- npogeccuoHaIbHON NesITeIbHOCTH,
HOPSIIOK €€ KOHTpoJls M ydera
YIPaBIECHUYECKUX
pelIeHud, IUIaHUPOBAHUSA PESYTIBTATOR
YMeTh:  OpUMEHATh  HAa  IPAKTHKE
1 OpTraHMsaltii | - yyopomudeckie M (GUHAHCOBBIE METOJBI
PO ecCHOHANBHOM s OOOCHOBaHUS  OPraHM3alMOHHO-
ACATCILHOCTH, ITOPATOK €€ | yrpapneHUYeCKUX PeIIeHHH, TUIAaHUPOBAHUS
KOHTPOJIA u ydyera | u OpraHr3aluu pohecCHOHATLHOM
pe3yJIbTaToB JESTENIbHOCTH, TOPSIOK €€ KOHTPOJIS U
yueTa pe3yJbTaToB
Bnagers: HaBblkamMM TPUMEHEHHUS Ha
IPAaKTUKE 3KOHOMHUYECKHE U (PUHAHCOBBIE
METO/IbI JUISL 000CHOBaHUS
OpraHU3al[MOHHO-YIIPABIEHYECKUX
peLIeHUH, IUIAHUPOBaHUs M OpraHu3aluu
npodeccuoHaIbHON eI TeTbHOCTH,
MOPAJIOK €€  KOHTpOJsl W ydyeTa
pE3yJIbTaTOB, ee JOKYMEHTaJIbHOTO
COTIPOBOKICHHUSI
OIIK-4.2. BaajgeeT | 3Hamb: QJITOPUTM MIPUHATUSA
HaBbIKaAMU HPHUHATUS 3KOHOMHNYCCKH n CI)I/IHaHCOBO
KOHOMUYECKH u | 00OCHOBaHHBIX OpraHU3aIMOHHO-
dHHAHCOBO YUPaBJIEHIECKUX PEIICHUH, TITAHUPOBAHHS
050CHOBAHHEIX U OpraHM3alud  NpoecCHOHATBbHON
NeSITEIbBHOCTH, OCYILECTBIECHUS KOHTPOJIS
OpraHHU3aIOHHO-
U y4yeTa ee pe3yJbTaToB, JOKYMEHTAJIbHOE
YNPaBIECHYECKAX COTIPOBOKIEHHE
PCILICHUM,  TUIAHHPOBAHWA | V/y/0pyp,-  mpuHMMATh OKOHOMMYECKH U
u OpraHu3ali¥ | hypHAHCOBO 000CHOBaHHbIE
npodheCCHOHATEHON OpPraHU3aIMOHHO-YIIPABICHYECKHE
NCATCIIBHOCTH, pelICHUS, NJIaHUPOBATh u
OCYHIECTBIICHH KOHTPOIS | OpraHU30BHIBATH pogecCuoHaTbHYIO

" y4ucTa €€ pC3yJIbTaTOB

JESTEIbHOCTh, OCYIIECTBISATH KOHTPOJIh U
yUET €€ Pe3yJIbTaToOB
Braoems.: HaBBIKAMHU
SKOHOMHYECKHA u (buHAHCOBO
000CHOBAHHBIX OpTraHU3aIMOHHO-
YIIPaBICHYCCKUX PEIICHUH, INTAHUPOBAHUS
u OpraHHU3aIiH npohecCuoHaNBHOM
NESATEIIbHOCTH, OCYIIECTBICHUS KOHTPOJIS
W y4eTa ee pe3yibTaToB, OCYIIECTBISATH
JTIOKYMEHTAJIbHOE COIIPOBOXJICHHUE.

IMPUHATHA




4.COAEP KAHUE TUCIIUITJINHBI

4.1. TemaTu4ecKU# IJIAH TUCHUILTHHBI

Ta6muma 3 — Pacnipenenenue ¢hoHga BpeMEHH 10 TEMaM JTUCITUATTAHBI

n/m | TeMbl JAUCHHUIIIMHBI

Kparkoe cogepxanue

Bujbl yueOHOI HArpy3Ku M UX
E TPYAOEMKOCTh, YaChl
& KonTakTHas pa6ora
o : -
§ HanMeHOBaHm:4 ?Oli?;ﬁz ;[I::lsnena, TeMbl) Beero 4acop E § G % E
2 Auet = 5 |Eg cpC
2 3 =S5 |28
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= =
Tema 1. Poib nokymeHTHpOBaHUS 17 2 - 15
YIPaBICHUYECKON AESITETbHOCTU B PA3BUTUU
oO1mecTBa
Tema 2. OOmue mnpaBuna odOpMIICHHUS] 17 - 2 15
TOKYMEHTOB
Tema 3. [lopsiiok ABMKEHUSI TOKYMEHTOB B 17 2 - 15
OpraHu3aluu
Tema 4. OCOOCHHOCTH SI3bIKA M CTHJIS 17 - 2 15
CIIy>K€OHBIX JOKYMEHTOB
Tema 5. Cucremaruszaiys 1 XpaHeHHe 16 - 2 14
TOKYMEHTOB B opranu3aiu. [Topsmok
oOpartieHrs ¢ KOH(DUICHITUATEHBIMU
NTOKYMEHTaMHU
KonTponbHas pabora 20 20
3auét 4
NTOTI'O: 108 4 6 94
4.1.1. JlekiiuOHHBbIE 3aHATHS
HaumenoBanue

Tema 1. Pomp n0OKyMEHTHpPOBaHHS
YIOPaBIEHYECKOW  JEATEIIBHOCTH B
pa3BUTHU O0IIECTBA

[Tonsatne noxymenta. [lepBble coxpaHuBIIMECS
JIOKYMEHTBI B UICTOPUU YEJIOBEYECTBA.
Mmuoroo6pasue ¢hopM COBpeMEHHOMH
JOKyMeHTauu. JlokyMeHTHpoBaHie HH(POpMAIIUH.
JlokymeHTHpOBaHHE ONepalnii ¢ JOKYMEHTaMHU U
MIPOLIECCOB YIIPABJIECHUS JOKYMEHTAMM.

ITonsATHE M cOCTaB HOPMATUBHO-METOAUYECKOMN
0a3bl JOKYMEHTHUPOBAHUS yIIPaBICHUECKON
JesITeIbHOCTH. 3aKoHoAaTeabcTBO PD B 00mactu
JIOKYMEHTUPOBAHUS yIPABICHYECKON
JeaTenbHOCTH. [ paxkianckuii koaeke PO,
Tpynosoii konekc P®, Yronosusiii kojekc PO o
JIOKYMEHTaX, COIIPOBOKAAIOIINX TPAXKIAAHCKUE U
TPYIOBBbIE OTHOIIEHUS, O IPABOHAPYIICHUSAX B




JIOKYMEHTHPOBAaHUH YIPaBIEHYECKON

JesrenbHoCTH. HopMaTuBHbIE TpaBOBbIE aKThl PO

0 CTaHJapTU3aLUK, UHPOPMALUU U
uHpOpMATH3aLUH, TOCYJAPCTBEHHON H
KOMMEpUYECKO TaliHax, apXuBax U apXUBHOM JIele,
CBSI3M U [TIOYTOBOW CBS3H U .

KymynstuBHbIii (HAKOTTUTETHLHBIN ) MOTOK
JOKYMEHTAIUH - «OyYMa)kKHbI OymM», €ro IpUYHHBI U
OCHOBHbIE IIyTH ero cokpamenus. Ilonuruka
ynpasieHus: JoKyMeHTaMu. CTpaTerus yrpaBieHUs
JOKYMEHTaMd B OpraHusanuu. YHuuKauus u
CTaHapTU3aLU JIOKyMEHTHPOBAHHSI.
JenonpousBoactBo u apxuBHoe aeno. Cucrema
CTaHJApTOB MO WHPOpPMaLUU, OUOIUOTEHHOMY U
U3J1aTeIbCKOMY AEITy

Tema 3. ITopsnox
JIOKYMEHTOB B OpraHu3aluu

JABUXXCHUA

[TonsiTHE TOKYMEHTOOOOPOTA U €r0 OCHOBHBIE

sTanel. Bxoasiue, BHyTpeHHUE U UCXOSIIUE
JOKYMEHTHI U MX JOKYMEHTOO0OOPOT.
DKclneAULIMOHHAs 00paboTKa T0KyMEHTOB,
MOCTYHAKOUIMX B opranusanuto. [IpensapurensHoe
paccMOTpeHHe T0KYMEHTOB B ciryx0e JJOY.
Opranu3zanus 10CTaBKU JOKyMeHTa. Perucrpauus u
UHJEKCaLUs TOKyMEHTOB. JJOKyMEHTBI, O/AJIeKalIINe
peructpauuu. MHnekc nokymeHnra. Perucrpanuonssie
KYpHaJIbl U KapTouku. VIcrioaHeHne 10KyMEeHTOB:
CPOKHU U KayeCTBO. DTalbl U TEXHOJIOTHUSI KOHTPOJIS
HCIIOJIHEHUS TOKYMEHTOB. COCTaB TIOKyMEHTOB,
MOJIEKAIIUX 00513aTEIbBHOMY KOHTPOJIIO UCIIOTHEHUS.
O06paboTKa HCIOTHEHHBIX TOKYMEHTOB.
AHanus, METO/IbI yuera u COKpALICHUS
JOKYMEHT0000pOoTa. [TpuHIMIBI OpraHu3aIuu
JNOKyMeHTooOopoTa. OpraHusanus palnroHaJIbHOTO
JNBUKEHMSI JOKYMEHTOB: TEXHOJIOTMUYECKas CXeMma
JIBUKEHUSI JIOKYMEHTOB. JIOKYMEHTOMOTOKH.
OOBeKTUBHBIE U CYOBEKTHUBHBIE (PAKTOPHI, BIUSIOIINE
Ha 00BEM JOKYMEHTO000pOoTa. AHAIN3 U COKpalleHHUe
o0beMa JTIOKYMEHTOOOOpOTa Ha pa3HBIX €ro JTamax.
Co3ganue  MH(OPMAITMOHHO-IOUCKOBOW  CHUCTEMBI
NpEeNnpusaTHs W TNpPUMEHEHHE KIAcCU(UKATOPOB,
KaTaJjoroB, CIPaBOYHMKOB U ciioBapei. Opranusanus
MH(OPMALIMOHHO-CIIPABOYHOM  paboThl. YcTHas U
NUCbMEHHast (OpMBI TpPEACTaBICHUS WH(POPMAIUHU:
CIpaBKa, CBOJHAas TaOiuIla, BBINUCKH U3 IpHUKa3a,
IIPOTOKOJIA, PEUIEHHS] U JPYTUX TOKYMEHTOB




4.1.2 IlpakTnyecKkue 3aHATHSI

Ne i/

HanmenoBanue
TeMbI JUCIUIIJINHBI

Kparkoe conepxxanue

Tema 2. O0mue npasuiia
oopMIIeHHST JOKYMEHTOB

OOcyxaeHne BOIPOCOB TEeMbl 3aHATUS (YCTHBIA OIPOC)
ITpe3eHTanus qokyiana

Tema 4. OcoOOECHHOCTH A3bIKA

CTHUJIA CJ'Iy>K€6HI>IX JOKYMEHTOB

OO6cyxaeHne BOIPOCOB TEeMbl 3aHATUS (YCTHBIA OIPOC)
ITpe3eHTanus qokyiana

n

Tema 5. Cucremaruzanys 1
XpaHCHUE IOKYMCHTOB B
opranuzanu. [Topsiiok oOpary
KOH(DUICHITHATTbHBIMU
ITOKYMEHTaMU

OO6cyxaeHne BOIPOCOB TEeMbl 3aHATUS (YCTHBIA OIPOC)
ITpe3enTanus nqoxiana
€HUs C

He npenycmorpensr

4.1.3 JIaGopaTopHbIe 3aHATHA

4.1.4. CamocrosiTesibHas paboTa
Ne n/m HaumeHnoBaHue TeMbl Bux CPC
AUCHUTLIHHBI
Tema 1. Ponb CaMOCTOSITEJIbHOE U3YyYEHHUE TEMBI, IIOUCK U U3YyYE€HHE HayYHBIX
ITOKYMEHTHUPOBAHUS MyOIMKaUi ¥ 3JIEKTPOHHBIX UCTOYHUKOB
YIIPABJIEHYECKOU

IIESATCIIBHOCTH B Pa3BUTHU
oOrrecTBa

Tema 2. O0mue npaBuia
odopMIIeHUS TOKYMEHTOB

CAMOCTOATCIIBHOC HU3Y4YCHHUE TCMBbI, IIOUCK I/IH(1)OpMaI_II/II/I I10
BOITPOCAM 3aHATHUA, IOATOTOBKA JOKJIAJ0B

Tema 3. [Topsaok nBMKEHUS
ITOKYMEHTOB B OPTaHU3AINH

CAMOCTOATCIIBHOC H3Y4YCHHUE TCMbI, IIOUCK I/IH(bOpMaIII/II/I 10|
BOIIPOCAM 3aHATHSA, IOATOTOBKA JOKJIAJOB

Tema 4. OcoOEHHOCTH SI3BIKA
M CTHJISL CITY’KEOHBIX
ITOKYMEHTOB

CAMOCTOATCIIBHOC HM3YUCHUC TCMBbI, ITOUCK M HN3YUCHHUC HAYUYHBIX
HY6HI/IK3.LII/II>'I U DJICKTPOHHBIX HCTOYHHUKOB, ITOATOTOBKA JOKJIada

Tema 5. CucreMaTuzanus u
XpaHEHHE TOKYMEHTOB B
opranuzatuy. [Topsimok
oOpareHus ¢
KOH(HICHIINATEHBIMU
ITOKYMEHTaMU

CAMOCTOATCIIBHOC H3YUCHUC TCMBI, ITOUCK W H3YUCHUC HAYUYHBIX
ny6nm<au1/1ﬁ H DJICKTPOHHBIX UCTOYHHKOB, ITOATOTOBKA JOKIada

4.1.5. UuTepakTuBHBIE (POPMBI 3aHATHI

He npeycMoTpeHo yueOHBIM TIaHOM

4.2.Y4eOHO-MeTOANYECKOE U MH(POPMALMOHHOE 00ecredeHue TN CIUIINHBI

1. ApacnaHosa,

2.

B. A. JloxyMeHTalmoHHOE
MpaKTUYeCKoe Mocodue B cxemax, Tabmumax, obpasuax / B. A. ApacnanoBa. — 3-e¢ uszn. — Cypryr :
Cypryrckuii ToCy1apCTBEHHBIN I€/1a
9. — URL: http://www.iprbookshop.ru/94291.html (nara o6pamenus: 26.11.2021). — Pexxum nocrymna: ans
aBTOPH3. MOJIb30BaTENIC. — TEKCT : AIEKTPOHHBIN.

Adonromkuna, O. U. JIokyMeHTHpPOBaHUE YIPABICHUECKOW IEATEIbHOCTH

4.2.1. Jlutepatypa

obecrieueHre yIpaBIICHUS yaeOHO-

roruueckuit yausepcurert, 2019. — 240 c. — ISBN 978-5-93190-385-

yueOHOe




nocodue / O. N. Adonromkuna ; non pemakuueid B. W. IlyctoBoit. — benropon : benroponckuit
rocyJlapCTBEHHbIN TexHoJMornyeckuii yausepcureT uM. B.I'. llyxosa : 9bC ACB, 2017. — 111 c. — ISBN
2227-8397. — URL: http://www.iprbookshop.ru/80510.html (mara oOpamenus: 26.11.2021). — Pexum
JOCTyMA: JUIsl aBTOPU3. MOJIb30BaTeNeil. — TeKCT : 3JeKTPOHHBIN.

3. Hmutpuesa, JI. Y. JlokyMeHTallMOHHOE OOECIIEUEHUE YIPABIEHUECKON IESATENbHOCTH :
yaebnoe mocoome / JI. W. JmurtpumeBa, U. B. Py3zaeBa. — Hoocubupck : HoBocubupckuit
rocyJaapCcTBEeHHBIM TexHuyeckuil yHuBepcuteT, 2019. — 100 c. — ISBN 978-5-7782-4029-2. — URL:
http://www.iprbookshop.ru/98703.html (nata obpamenus: 26.11.2021). — Pexxum noctyna: njsi aBTopus.
II0JIb30BaTese. — TEKCT : AIEeKTPOHHBIN.

4, JlokymeHTanmoHHoe obecrieuenue ympapieHus : ydeOnuk / A. C. I'punbepr, H. H.
I'op6aués, H. H. 'op6aués, O. A. Myxamermuna. — Mocksa : FOHUTU-AAHA, 2017. — 391 c. — ISBN
978-5-238-01770-9. — URL: http://www.iprbookshop.ru/71213.html (mara obpamenus: 26.11.2021). —
Pexxum noctymna: aist aBTOpu3. NOJIb30BaATENEH. — TEKCT : 3JEKTPOHHBIN.

5. KondunenuuanbHoe IeNONPOU3BOACTBO U 3AIIUIICHHBIA 3IEKTPOHHBIM TOKYMEHTOOOOPOT :
yuebnuk / H. H. Kynses, A. C. Aémymkun, T. B. Kongpamosa, A. I'. ®abpuunoB ; mox penakueit H. H.
KynsieBa. — 2-e uzn., nepepad. u gomn. — Mocksa : Jloroc, 2020. — 500 c¢. — (HoBas yHuBepcurerckas
oubmmoreka). — ISBN 978-5-98704-711-8. — URL: https://znanium.com/catalog/product/1212394 (nara
oOpamenusi: 26.11.2021). — Pexxum goctymna: 1uist aBTOpu3. mosb3oBareneil. — TeKCT : 371eKTPOHHBIM.

6. Kysuenos, . H. Jlenonpou3BoactBo : yueOHO-cripaBouHoe mocobue / M. H. Ky3nenos. — 9-¢
u3n., nepepad. — Mocksa : JlamkoB u K, 2020. — 405 c. — ISBN 978-5-394-03881-5. — URL:
https://znanium.com/catalog/product/1093496 (mata obpamenus: 26.11.2021). — Pexxum moctyma: s
aBTOpU3. OJb30BaTENEH. — TEKCT : 2NIEKTPOHHBIH.

4.2.2.HopmaTuBHbIE JOKYMEHTBHI
®denepanbHblil 3akoH 0T 28.12.2010 Ne390-D3 «O 6e3omacHOCTH» (B IEHCTB. peilL.);
®enepanbublil 3ak0H OT 29.07.2004 Ne98-D3 «O xommepueckoil TaitHe» (B IEHCTB. pel.)

4.2.3 UnTepHeT-pecypchl U Apyrue 3J1eKTPOHHbIe HH(POPMALMOHHbIE HCTOYHUKH
Tabnuua 4 — IHTepHET-pecypchl M 3IEKTPOHHBIE HH(POPMALIMOHHbBIE HCTOYHUKH

Ne HanMeHoBaHNe HHTEPHET-PECYPCOB U 3JIEKTPOHHBIX HH(OPMAIIMOHHBIX HCTOYHUKOB

1 IPRbooks: anektponno-6udaunoreunas cucrema / 9bC IPRbooks ; OO0 «Aii I[Tu Op Menuay,
AJIEKTPOHHOE NIEPUOANYECKOE N3laHne «wWww.iprbookshop.ru». — Caparos, [2010-]. — URL:
http://www.iprbookshop.ru/ — Pexxum noctyna: s aBTOpu3. Iosib3oBaTeneil. — Teker :
JJIEKTPOHHBIN.

2 Znanium.com: 3JIeKTpOHHO-O0nOaMoTeuHast cucrtema / ObC Znanium.com, OO0 «HayuHo-
uznarenbckuil neHtp Mudpa-M». -Mocksa, [2011-]. — URL: http://znanium.com/. — Pexxum
JIOCTyNa: JUIsl aBTOPHU3. MOJIb30BaTeNIe. — TEKCT : AJIEKTPOHHBIN.

3 Koncynwsrantllmtoc: cripaBouHo-mipaBoBast cucteMa / Kommanust «Koncynprant-Ilmocy. —
Mocksa, [1997-]. — Pexxum noctyma: nokanbHast cetb CI'Y. — TeKCT : 9IeKTPOHHBIN.

4.1 Texymasi ¥ NPOMeKYTOUHASI ATTECTALMH MO JUCHHUILINHE

Jns oneHkH chHOPMUPOBAHHOCTH KOMIIETCHIIMN pPa3padaThIBAIOTCS OIEHOYHBIE CPEICTBA IIO0
TMCITATIIINHE.

dopma U coepkKaHUE TEKYIIEH U MPOMEKYTOUHOM aTTECTAlMU 10 NUCUHUIUIMHE PACKPHIBAECTCS B
(hoH/IE OLIEHOYHBIX CPENICTB, KOTOPBIN SBISICTCS OTJACIHHBIM IOKYMEHTOM.

OLeHOoYHbIE CPEACTBA MO TUCHUILIIMHE COIEPXKAT:

- MaTepHabl ISl TEKYIIEr0 KOHTPOJIS OUEHKN 3HAHUU 10 JTUCIHUIUINHE;

- MaTepHalIbl ISl IPOMEXKYTOUHOTO KOHTPOJISI OIEHKH 3HAHUH 0 AUCUUIUIAHE.



http://www.iprbookshop.ru/

IIpumepHBIe BONPOCHI I NOATOTOBKH K IIPOMEKYTOYHOM aTTecTaluu

1.  JlenonpousBOACTBO B JIpeBHEPYCCKOM TOCYIapCTBE.

2. llpukasnoe nenonpoun3oactBo XY-XYII BB. CucreMa KoJIEKCKOTO JEI0IPOU3BO/ICTBA.

3. CucreMa MUHUCTEPCKOTO Aeionpou3BojicTBa XIX — Hayana XX BB.

4. Hcropus ynpaBieHus U JeIONPOU3BOJCTBA B IEpHO ociie OKTa0ps 1917 r. mo Hacrosmiee
BpeMs

5. HOpMaTI/IBHO - IPaBOBBIC U MECTOAUYCCKNUEC JOKYMCHTHI 10 JOKYMCHTUPOBAHUTO
ynpaBnqueCKoﬁ JACATCIIbHOCTH.

6.  OOmue TpeboBaHUs K 0POPMIICHHIO PEKBU3UTOB JOKYMEHTOB. biIaHKH TOKyMEHTOB.
7. Crpaterus ynpapieHUs JOKYMEHTaMU B OpPraHU3aLUH.
8.  TpeboBaHMs K U3TOTOBICHUIO, YUETY, HCIIOJIb30BAHUIO U XPAHEHUIO TepOOBBIX OJIAHKOB.

9.  Cucrema OpraHu3alMOHHO-IIPABOBOM JOKYMEHTAIMH: €€ Ha3HAYCHHUE U COCTaB.

10. Cocrasnenue u ohopMiIeHnEe OpraHU3alMOHHO-IPABOBBIX JJOKYMEHTOB (yCTaB, MOJI0XKEHUE,
peryiaMeHr).

11. CocraBnenue u opopMiIeHne OpraHM3alMOHHO-IPABOBBIX JOKYMEHTOB (IITaTHOE
pacnucaHue, JOKHOCTHASE UHCTPYKLIMS paOOTHUKA, UHCTPYKLINS).

12. Cucrema IIaHOBOW JOKYMCHTAIMH: €€ HA3HAYCHHUE U COCTAB.

13.  Cocranenue u 0hOpMIICHHE IUIAHOBBIX JIOKYyMEHTOB (TIporpaMma, TiaH, KaJeHIapHbIi
TUTaH-TPa(UK).

14. Cucrema OTUETHOHN TOKyMEHTAIIUU: Ha3HAUCHHE, COCTAB, COCTABJIICHUE U OhOpMIICHHE
OTYETHBIX IOKYMEHTOB (OTYET).

15. Cucrema pacnopsauTeIbHON TOKYMEHTALMHU: €€ HA3HAUYCHHUE U COCTaB.

16. Ilpouenypa pa3pabOTKH U U3AaHUS PACTIOPSAUTEILHBIX IOKYMEHTOB B YCIIOBUSIX
€MHOJIMYHOTO NMPUHATHS pelieHui (yka3, yka3aHue, IPUKa3, pacIOpsSKEHHE).

17. Tlpouenypa pa3pabOTKH U U3AaHUS PACTIOPSAUTEIBHBIX IOKYMEHTOB B YCIOBHSX
KOJUIETUAJILHOCTH (TIOCTAHOBJIEHUE, PEIICHUE, TTPOTOKOI).

18. CocraBnenue u ohopmIiIeHHE PACIOPSIUTENBHBIX JOKYMEHTOB B YCIOBHUSX €IUHOIUYHOTO
MPUHSATHSI pelIeHnH (yKa3, yKa3aHue, IpruKa3, pacriopsHKeHIE).

19. Cocrapnenue 1 ohopMiIeHHE paCIOPAIUTEIbHBIX TOKYMEHTOB B YCIOBHUAX
KOJIJIETHAJIBHOCTH (ITOCTAHOBJICHHE, PEIIEHUE, TPOTOKOI).

20. Cucrema uHGOPMAIIMOHHO-CIIPABOYHON JOKYMEHTAIIMHU: Ha3HAUYEHHE U COCTaB.

21. Cocrapnenue u oopmieHIEe HHOOPMAIIMOHHO-CITPABOYHBIX JIOKYMEHTOB (JIOKJIaHAs,
OOBSICHUTENbHAS U CITy>KeOHas 3aIUCKH, 3asBIICHHE, TIPEIJIOKEHUE, CTIPaBKa, IPEICTaBICHUE).

22. Cocrapnenue u opopmiaeHre HHPOPMALIMOHHO-CIIPABOYHBIX TOKYMEHTOB (TellerpaMmma,
Tesekc, pakcorpamma, TenedoHorpaMmma, MEKTPOHHOE COOOIIIEHHE).

23. Cocrapnenue u oopmiieHHE HHPOPMAIIMOHHO-CITPABOYHBIX JIOKYMEHTOB (aKT, CBOJIKA,
3aKJIIOYEHUE, OT3BIB, IEPEUYEHbB, CIIHCOK).

24. Tlounsartue u coctaB AenoBoi nepenucku. OdopmieHune nucem u O6JaHKa MUChMa
OpraHu3aluy.

25.  Yuudukanus ¥ cTaHJapTU3aLMs YIIPaBICHUYECKON AeITeIbHOCTU U IOKYMEHTOB.

26. OcOOEHHOCTH M ITHUKET JIEJIOBOTO TOKYMEHTAIIMOHHOTO CTHJISI OOIIICHUSI.

27. S$I3pIk JOKYMEHTA: YIOTPeOICHUS CIISIUANTBHOMN JIEKCUKU M TUITUYHBIE OITHOKH B TEKCTaX
JIOKYMEHTOB.

28. TlonaTue 1OKyMEHTOOOOPOTA M €0 OCHOBHBIE ATAIIBI.

29. DkxcneaunuoHHas 00pabOTKa JOKYMEHTOB, OCTYIAIOIIMX B OPraHU3aIUIoO.

30. IIpenBapuTenbHOE PACCMOTPEHUE TOKYMEHTOB B cityxxoe JJOY.

31. Perucrpaums u nHAEKcaMs JOKYMEHTOB. PerucrpaliioHHble AKypHaJIbl U KAPTOUKH.

32. HcnonHeHue TOKyMEHTOB: OpraHU3alys, CPOKU, KAUeCTBO, 3Talbl U TEXHOJIOTUS KOHTPOJIS.
O0s3aTenbHbIN KOHTPOJIb UCIIOTHEHHUS.
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33. OO6paboTka UCTIOJHEHHBIX U OTIPABISIEMBIX JOKYMEHTOB.
34. Mertoapl yuera v COKpalieHus: o0beMa JTOKyMEHTO000poTa.

35. Opranuzanus HHGOPMAITIOHHO-TIOMCKOBOM CUCTEMBI IPEAIPHUSITHSI.
36. DOkcnepTu3a LIEHHOCTH IOKYMEHTOB U €€ 3HaUCHHUE.

37. OO6mue TpeOoBaHUS K CUCTEMATH3alUU JOKYMEHTOB U ()OPMHUPOBAHUIO JIEI.

38. Howmenknarypa e 1 ee 3HAUCHHE B OPraHU3AIMH JOKYMEHTUPOBAHUS YIIPABICHUECKON
JESITeIbHOCTH MPEAIPUATHSL.

39. ObecrieueHue COXPaHHOCTU JOKYMEHTHPOBAHHOM HH(OpPMAIMK B ONIEPATUBHON
JESITEeIbHOCTH OPTaHU3aIMH U €€ CTPYKTYPHBIX MOApa3AeICHHN.

40.CocraB 1 HanpaBJICHUS 3aIIUTHl JOKYMEHTUPOBAaHHON MH(DOpMAIUH.

41. Kommepueckas TaiiHa. HopMaTUBHO-MeTOIMYECKOE 00ECIICUEHHE 3aILUTHI
KOH(HIEHIINATIBHBIX JJOKYMEHTOB.

42.  Oco0eHHOCTH JOKYMEHTOO0O0pOTa U XpaHeHUsI KOH(PHICHIINATbHBIX TOKYMEHTOB.

43. Crpykrypa u pynkuuu ['ocynapcTBeHHO# apxuBHoi city:x0b1 Poccun (Pocapapxus)

44.  OdopmieHne en JUIMTENBHBIX CPOKOB U IIOCTOSTHHOTO XPaHEHHS.

45. CocraB y4eTHBIX JOKYMEHTOB apXHBa.

46. Pabora apXMBOXpaHWJIHIIA, UCTIOJIH30BAHNE JTOKYMEHTOB apXHBOB.

47. OcobeHHOCTH pabOTHI CEKpETaPsI-MAIIMHUCTKH, CEKPETaps PyKOBOIUTEIIS, CEKpeTaps-

CTeHOrpaUCTKH, IETONPOU3BOIUTEIIS.
48. OOyuaromiasi MHCTPYKIUS CEKpeTapsi.

49. HMudbopMalioHHBIE TEXHOJIOTUHU: TIOHSTHE, CTPYKTYpa. UHTEpHET B JOKYMEHTAIIHOHHOM

00eCTIeYeHNH YIPABICHHS.

50. CpexnctBa OpraHM3allMOHHOM TEXHUKM W HX Kiaccuukanus 1Mo (QyHKIHOHAIEHOMY
MPU3HAKY.

51. CpencrBa OpraHM3allMOHHON TEXHHWKH: HOCHTENW WH(POPMALMHU, CPEICTBA COCTABICHUS U
M3TOTOBJICHUSI TOKYMEHTOB, CPEJICTBA penporpaduu 1 onepaTuBHOM moaurpaduu.

52. CpexnctBa OpraHu3allMOHHOW TEXHUKHU: CpeACTBa OOpaOOTKM JOKYMEHTOB, CpPEICTBa
XpaHEeHHUs, TOUCKA U TPAaHCIIOPTUPOBKU JOKYMEHTOB, CPEJCTBA JIEKTPOCBSA3H, KACCOBAsi OPITEXHHUKA.

5 YCJIOBUSA OCBOEHHMSA U PEAJINBALIIMA TUCHUITJINHBI

5.1 MeToanyeckue peKOMeHAANMH 00Y4AKIHMMCSH M0 U3YyYeHH IO JUCIHIIIMHBI

B Teuenme cemecTpa CTYIOEHTHI OCYHIECTBISIOT Y4YeOHBbIC JEHCTBUS Ha JICKIUOHHBIX W
MPAKTUYECKUX 3aHATHSIX, YCBAUBAIOT M TIOBTOPSIIOT OCHOBHBIE MOHATHA. KoHTponb 3ddexTuBHOCTH
CaMOCTOATENIbHON pPa0OThl CTY/IEHTOB OCYIIECTBISECTCA MYyTEM MPOBEPKH OCBOCHUS HMH Y4EOHBIX
3aJlaHuM, MPEAYCMOTPEHHBIX JJISi CAMOCTOSITENIEHOM OTPaOOTKH.

[IpenomaBanue W u3y4eHHE y4E€OHON ITUCIUIUIMHBI OCYIIECTBIISETCS B BHJE JICKIIMOHHBIX H
MPAKTUYECKUX 3aHSATUHM, TPYMNIOBBIX W HMHAWBHIYATbHBIX (OpM pabOThI, CaMOCTOSTENHLHON pabOThI
CTYJCHTOB.

MeToauyeckue peKOMeHAAMH M0 MOAT0OTOBKeE CTYIEHTOB K NPAKTHYECKUM 3aHATHSIM.

Jlnst ydmiero yCBOGHHMST W 3aKpEIUICHHWS MaTepHayia 10 JaHHOW JUCIUIUIMHE CTyJIeHTaM
HE0OXOIMMO HAYYHMThCS padoTaTh ¢ JUTEepaTypoil. M3ydeHrne NUCIUIUIMHBI peanoiaraeT B TOM YHCIe
OTCJIeKMBAaHNE MyOIMKAIMi B IEPUOINYECKUX U3/IaHUsAX U padboTy ¢ Internet.

[Ipy moAroToBke K MPAKTUYECKUM 3aHSATHUSIM CTYIEHTHI JOJKHBI U3YYUTh PEKOMEHIOBAHHYIO
JTUTEpaTypy, OTBETUTh HAa BOMPOCHI W BBHITIOJHUTH BCE 3aJlaHUS JUISI CAMOCTOSITENbHOW padoTel. [lpum
MOJITOTOBKE I1€JIeCO00pa3HO Ha OCHOBE M3yUeHUS! PEKOMEHJIOBAHHOM JUTEpaTyphl BBHITUCATh B KOHCIIEKT
OCHOBHBIC KaTCTOPHH U IMMOHATUA 1O yqe6H0171 AUCHUIUIMHE, ITIOATOTOBUTH PAa3BCPHYTHIC IIJIAHBI OTBETOB U
KpaTKo€ COepKaHNE BHITTOJHEHHBIX 3aJaHUN.

MeToanyeckne peKOMEHIANUM CTYAEHTAM [0 OPraHU3alMH CAMOCTOATEJbHOIl PadoThI 1O
U3YYEHHIO JIUTEPATYPHBIX HCTOYHHUKOB.
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[Ipu opraHu3anuu CcaMOCTOSTENbHOW palOThHL, cieayeT oOOpaTUTh o0co00e BHUMaHHE Ha
PETyISApHOCTh U3y4EHUs TUTepaTyphl. B mepuosa nzydeHus IuTepaTypHbIX HCTOUHUKOB HEOOXOAMMO TaK
K€ BECTM KOHCIEKT. B ciydae 3arpyqHeHHH HE0O0XOAMMO OOpaTHThCA K MPENoAaBaTeNio 3a
pa3bsACHEHUSIMHU.

MeTtoauyeckue peKOMeHAAlMH CTYJAeHTaM 110 MOAr0TOBKe K 3a4eTy.

[Ipu moaroroBke K 3auety ciaeayet pykoBojctBoBarbes PII/I. CTyaeHT nomkeH UMETh B BUIY, YTO
HEKOTOpBIE BOIIPOCHI, UMEIOIIMECS B IPOTPAMME, BEIHOCATCS HA CAMOCTOATEIbHOE N3YUYEHHUE.

Ha 3adere cTyneHT NOJKEH IMOKa3aTh 3HAHUE COJEP>KAaHUS MpPEaMeTa, TEPMUHOJIOTMH, YMEHHE
cBOOO/IHO onepupoBath €10. IIpyu MoAroToBKE K OTBETY Ha IK3aMEHE CTYAECHTY Pa3pelleHO MOIb30BaThCs
paboueii mporpaMMoll AMCUMIUIMHBL. Ecium CTyZeHT npu OTBETe Ha BOMPOCHI 3aTPYIHSETCS C
CaMOCTOSITEJIbHBIM M3JI0KEHUEM MaTepHualla, IpernojaBaTeiib UMEET MpaBO 33JaThb €My psij BOIPOCOB,
MOoOYKJTAIOLIMX U HAIpPaBIAIOMIUX CTYACHTOB K IOJTHOMY BBICKAa3bIBAHHMIO MO JAHHOW TEME B Cilydae,
€CJIH OTBEThl HAa 3TH BOIIPOCHI UCUEPIBIBAIOT TEMY, OLIEHKA 3a OTBET HE CHUXKAETCs. BpICKa3blBaHUS
CTYJCHTOB JIOJKHBI COOTBETCTBOBAaTh CYTHU BOIIPOCA, OBITH JIOTUYECKH BBICTPOCHHBIMH, J10Ka3aTeIbHO
pacKpbIBaTh OTHOLICHHWE OTBEYAIOMIETO K HM3JIaraeéMoil mpoOjeMe, BBISBISTH JIMYHYIO TOUKY 3pEHHS Ha
UCIOJIb30BaHUE TeX WJIM UHBIX MOJIOKEHUH TEOPETUUYECKOT0 Kypca B MPAaKTUYECKO# paboTe.

[TpomerxyTouHas aTTecTalsl MOKET OBITh BBICTABJICHA CTYIEHTY IO pe3yibTaTtaM (heaeparbHOro
unTepHet TectupoBanus (OPOI10, UHTEpHET TpEeHAKEPHI).

5.2 Opranusanusi caMOCTOSITEJIbHON Pa0d0ThHI CTYyIeHTA 10 AUCHUILIHHE
CamocrosiTenbHass paboTa CTyJIEHTa SIBJISETCA KIIOYEBOM COCTaBIAIOLIEH y4eOHOro mpoiiecca,

KOTOpas. ompenenser (OpMUpPOBaHHME HABBIKOB, YMEHMM U 3HAHUN, [PHUEMOB I103HABaTEIbHOMN
NEeSTEILHOCTH M 00ECIICUMBACT MHTEPEC K TBOPUECKOU padoTe.

Opranu3anus caMoCTOSTEIbHON PabOThI CTYAEHTOB OCYIIECTBIIAETCS 110 TPEM HAIPABICHUSM:

- OIIpeJIEeIeHHE LIENH, IPOrPaMMBl, IIJ1aHa 3a/laHus WK paboThI;

- CO CTOPOHBI NpenojaBareNs CTYJEHTY OKa3bIBaeTCs MOMOIb B TEXHUKE M3Yy4EHMs MaTepuala,
nos0ope JIUTepaTyphl A1l O3HAKOMJIEHUS M HallMCaHUsl KypCcOBOM paboThl, mpoekTa, pedepara;

- KOHTPOJIb YCBOCHUS 3HAaHUM, MTPUOOPETEHUSI HABBIKOB 10 JUCLUIUIMHE, OI[EHKa BBHIIOJIHEHHON
KOHTPOJIbHON M KypcOBOW paOOThI, IPOEKTA.

Mepamu 110 00ECTIEYEHHIO BBHIMOJIHEHUS O0YYarOIMMUCS BCEX BHJIOB CaMOCTOSITEIbHON pabOThI
ABIIAIOTCS (yKa3aTh IPU HAIMYUU HUKETIEPEUUCIICHHBIX TyHKTOB):

- Hanuure nmomemenuii mis CPC;

- HAJIM4YME PAa3/JaTOYHOIo Marepuana, yueOHO-METOAMYECKHX MaTepHhalioB, oOecriedeHue y4eOHO-
METOJIMYECKOH U CIIPAaBOYHON JIMTEPATypoil BCEX BUI0B CAMOCTOSITEILHON pabOTHI.

5.3 OcoOenHocTH penoxaBaHus JUCHHUIINHBI

B oeIAX MaKCUMaJIbHOTO YCBOCHUS AOUCHHUIIIMHBI HMCHOJB3YIOTCA CICAYIOMIUE TCEXHOJIOIMU
o0yueHus:

- Jlexuus - yueOHOE 3aHSTHE, COCTABIISIONIEE OCHOBY TEOPETUIECKOTO OOYUSHHS M TAI0IIee
CUCTCMATHU3UPOBAHHBIC OCHOBBI HAYYHBIX 3HAHUHU 110 AUCHUIIIIMHE, PaCKpPbIBAIOMIEC COCTOSAHUEC U
NEPCHEKTUBBl PAa3BUTUSI COOTBETCTBYIOUIEH 00JacTH HAYKHM M TE€XHUKHU, KOHIIEHTPUPYIOIIee BHHUMAaHUE
o0yJaromuxcss Ha HanOOJee CIIOKHBIX, Y3JIOBBIX BOIPOCAX, CTHUMYJIHPYIOIIEE WX IO3HABaTEIHHYIO
JesTeIbHOCTh U CIIOCOOCTBYIOIIEE (POPMHUPOBAHUIO TBOPUECKOTO MBIIILICHUSI.

- [IpakTrueckass paboTra - CcOBMECTHas JIE€ATEIBHOCTh CTYACHTOB B TPyMNIe IO
PYKOBOJICTBOM JIHjepa, HaNpaBiCHHAs Ha pEIICHWE OOMmed 3ajadd IyTeM TBOPUYECKOTO CIIOKEHUS
pe3yabTaTOB UHIUBHUIYaIbHON paOOTH! YJICHOB KOMaH/IbI C JeICHHEM OJTHOMOYHMM U OTBETCTBEHHOCTH.

- CamocrosTenbHas paboTa CTYACHTa, MPEeIyCMaTPUBACT BBHIMIOJIHEHUE PaOOTHI - 3a/IaHUE,
KOTOpOe TpeOyeT OT CTYJEeHTa BOCIPOU3BEIEHH W/MIM 00pabOTKM MOJYYEHHOW paHee MH(OpMAINH B
dbopme, orpenensieMoii peroiaBaTesieM, U TpeOyIoIel, Kak MPaBUII0, TBOPYECKOTO ITOAXO0/1A.

[IpenogaBaHue MUCIUTUIMHBI ONMUAPAECTCS Ha COBPEMEHHBIN MOAXO0] K OOYYCHHIO M OPHEHTUPYETCS
Ha BHECCHHE B TIpoliecc OOy4eHHS HOBU3HBI, OOYCIOBIEHHOH OCOOCHHOCTSIMH IMHAMHMKH Pa3BHTHUS
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KHU3HH U JICATEIIbHOCTH, CTIEHU(PUKON pa3IMYHBIX TEXHOJIOTHH 0OydeHHs] M MOTPEOHOCTSIMH JIMYHOCTH,
o0IecTBa M rocyJapcTBa B BEIPA0OTKE y 00ydaeMbIX COIMAIBHO MOJIE3HBIX 3HAHHUM, YOCKACHUHN, YepT U
Ka4ueCTB XapaKTepa, OTHOILIEHUU U ONBITA IIOBCACHUA.

[TpoBeenne BcexX BHUIIOB 3aHSATHH IPU MPENOJaBAaHUH JUCIHUILTMHBI, TPOBEICHHE KOHCYJIbTAINH,
MMPOMCIKYTOUYHAA MW TCKyllasd arreCraiuusd BO3MOKHA C IMPUMCHCHUA JBJICKTPOHHOI'O 06yquI/151 n
JTMCTAaHIIMOHHBIX 00Pa30BaTEeIIbHBIX TEXHOJIOTHH.

54 MarepuajibHO-TeXHUYeCcKoe o0ecrevyeHue TUCIUILTUHbI
[Tpu oOydeHnn TUCHIUTIITUHE HEOOXOUMO CIIEAYIONIee MATEPHAIBHO-TEXHUYECKOE O0eCIIeueHHE:
1. Kabuner nis mpoBeneHHS JCKIMOHHBIX W MPAKTUYECKUX 3aHITHH, TPYIIOBBIX U

WHAMBUAYAIBHBIX KOHCYJIBTALUNA, TEKYHIETO KOHTPOJS M MPOMEXKYTOYHOH AaTTeCTAllUH: KOMILJIEKT
CHeuaIu3upoBaHHON MeOesH, 1eMOHCTPAllMOHHOE 000pYyJ0BaHUE U y4eOHO -HATJISIHbIE TTOCOOUS.

2. TlomemieHue UIsl CaMOCTOSITEILHOW pa0OTHI: OMOMMOTEKA, YMTAIBHBIN 3a]: TOMEIICHUE IS
CaMOCTOATENbHON paboOThl: CTOJNBI, CTYydbsi. KommbioTepHas TeXHMKA C MOAKIOYECHHUEM K CETH
«MHTepHET» ¢ 00ecneueHuem aocryna B JMOC yHuBepcHuTera.

JlucTaHIMOHHAS MOAEPKKA JUCIUILIAHBIL.

Jliis mepeadn pa3gaTOYHOro MaTepralia K MPaKTUYECKUM 3aHATHSAM, TOMAITHUX 3aJaHul, OOMEeHa
uHpopmaIment ¢ npenogaBaTeiaeM UCIOIb3yeTCs SJIEKTPOHHAS MTOYTa.

[lpu peanuzanuu  OUCHUIUIMHBI  BO3MOXKHO  IPHMEHEHHE DSJEKTPOHHOTO OOydeHus W
JUCTAHIIMOHHBIX  00pa3oBaTeNbHbIX TexHONOruWd. Jlns opraHu3aunuu Mpolecca peanu3aiuu
IUCHMIUIMHBL C TPUMEHEHHWEM JJEKTPOHHOTO OOydYeHUs H AMCTAaHIMOHHBIX O00pa30BaTEIbHBIX
TEXHOJIOTHI UCTIOIb3YETCS:

* Gmail.com — 37eKTpOHHbBIE TOYTHI IPETIOAABATENS U TPYIIIIHI,

JInneH3uoHHOE MpOorpaMMHOE oOecrieueHne

Cocras npoaykra: Microsoft Word, Microsoft Excel, Microsoft PowerPoint, Microsoft Access.
[lepeueHp NMHUIIEH3HOHHOTO U CBOOOJHO PACcIpPOCTPAHSIEMOro MPOTPAMMHOI0 00eCreueHus, B TOM YHUCIIe

OTEYECTBEHHOTO IPOU3BOICTBA.
Tabnuua 5 — [lepeyeHb nporpaMMHOro o0ecreyeHHsl

No [Tepeuens [10
1 MicrosoftWindows.
2 Microsoft Office
3 Apxuarop 7-zip.
4 CnpasouHo-npaBoBas cucreMa Koncynpsrant [Imroc

[Ipu opraHuzanuu 3aHATHI, TEKylled M TPOMEKYTOYHOH aTTeCTallud C HPUMEHEHHEM
AJIEKTPOHHOTO OOy4YeHUS U JAMCTAHLIMOHHBIX 00pa30BaTEIbHBIX TEXHOJOTUMN HCHOJIb3YIOTCS pa3iHyuHbIe
3JIEKTPOHHBIE 00pa30oBaTeIbHbIE PECYPCHI U OHJIAMH cepBUCHI, BXxoasuue B cocta DMIOC CI'Y.

5.5 Metoaunyeckoe obecrniedyeHne 00pa3oBaTeJIbLHOIO NMpouecca AJast 00y4eHUus1 HHBAJTHI0B
N JIMI C OrPAHUYCHHBIMHA BO3MOKHOCTHAMU 310POBbSA

VYcnoBust opraHu3aiiuy u coiepkanue 00ydeHus: U KOHTPOJISl 3HAHWW WHBATUJIOB U 00YYaIOUXCs
¢ OB3 mno jgucUMIIMHE ONPEAENSIOTCS MPOTPaMMON  TUCHUIUIMHBI, aJanTHPOBAHHOW MpHU
HEOOXOUMOCTH JiJIsi 00YUCHHS YKAa3aHHBIX 00YJarOIINXCS.

Opranuzanus oOy4deHHs, TEKylleldl W MPOMEXYTOYHOH aTTecTallud CTyJSHTOB-WHBAIUIOB U
ctynentoB ¢ OB3 ocymecTBisercss ¢ y4€TOM OCOOCHHOCTEM TICMXO(DH3WYECKOTO Ppa3BUTHSA,
WHIUBUAYAIBHBIX BOBMOKHOCTEN M COCTOSIHUS 3/I0POBBS TAKUX 00YJAFOIIUXCSI.

Hcxons w3 NCHXO(PHU3UYECKOTO PA3BUTHS W COCTOSHHUS 3JI0POBbS CTYACHTOB-WHBAIUIOB U
cryneHtoB ¢ OB3, opraHusyrorcs 3aHATHS COBMECTHO C JIPYTUMH OOYYarOIIMMHUCA B OOIIMX TpyIIax,
UCIIONIb3YSl COLMAIbHO-aKTUBHBIE M peQIIEKCUBHBIE METOAbl OOy4YeHHUs Cco3/JaHus KOoM(GOpPTHOTO
MICUXOJOTHYECKOT0 KIMMaTa B CTYACHUECKOW TPYIINE W, MPU COOTBETCTBYIOIIEM 3asBICHUU TAKOTO
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o0yyJaroIerocsi, 10 MHIUBUAYAJIbHOU Mporpamme, KOTOpas sIBISETCS MOIUGHUIIMPOBAHHBIM BapUaHTOM
OCHOBHOH pa0ouell mporpammsl AMCHUIUIMHBL. [Ipy 3TOM cojep:kaHue NporpaMmbl AMCLUUIUIMHBI HE
n3MeHsierca. M3MeHstoTcs, Kak mpaBuiio, GOpMbl OOy4YeHHS W KOHTPOJIS 3HAHWUH, 0OpazoBaTeIbHBIC
TEXHOJIOTUH U JUJAKTUYECKUE MaTepUabl.

OOyueHue CTYIEHTOB-UHBAIUIAOB U CTyneHToB ¢ OB3 Takke MOXET OCYIIECTBIATHCS
WHAUBUYAJIBHO W/WIH C IPUMEHEHUEM JUCTAHIIMOHHBIX TEXHOJOTHI.

JucrannuonHoe oOydyeHne oOecredyrnBaeT BO3MOXHOCTh KOMMYHMKALIMK C IperojaBaTesieM, a
TaKXe ¢ JApYrMMU oO0ydaeMbIMHM HOCPEJICTBOM BEOHMHApOB (HAIpUMEp, C UCIOJIb30BAHUEM IPOrPaMMBbI
Skype), 9TO CrIOCOOCTBYET CIUIOUEHHIO TPYIIBI, HAPABIsAET y4eOHYIO IPYIIy Ha COBMECTHYIO padoTy,
00CyX/IeHUEe, IPUHATHE IPYNIIOBOIO PEIICHUS.

B yuyeOHOoM mpomecce [uis TOBBILICHUS YPOBHS BOCHPUATHS U TepepabOTKH  yueOHOI
MHpOpMALlUU CTYAEHTOB-UHBAINJAOB U cTyAeHToB ¢ OB3 mnpuMEHSIOTCS MYJIbTUMEIUNHBIE U
CIEMAIN3UPOBAHHBIC TEXHUUYECKUE CPEICTBA MpUeMa-nepenadn yuyeOHoi nHpopManuu B JOCTYITHBIX
dopmax i1 CTYAEHTOB C pa3IMYHBIMM HapYIIEHUSMH, OOECHEUMBACTCA BBITYCK aJbTEPHATHUBHBIX
(dbopMaToB MEYATHBIX MaTepUAIOB (KPYHHBIA MPUQT), JIEKTPOHHBIX 0Opa30BATENBbHBIX PECYpPCOB B
¢dopmax, amanTUPOBAHHBIX K OrPAHUYEHUSIM 370POBbS OOYYaIOLIMXCS, HAIU4YMe HEOOXOJUMOro
MaTepHaATbHO-TEXHUYECKOTO OCHAIICHUSI.

[Ton6op u pa3zpaboTka y4eOHBIX MaTE€pHAJIOB MPOU3BOJUTCS IPENOAABATEIEM C Y4E€TOM TOTO,
9TOOBI CTYAICHTHI C HAPYLICHUSMH CIIyXa MOJydaid HH(OPMAIHIO BU3YaJIbHO, C HAPYIIECHUSIMUA 3PEHUS —
ayaAMaJIbHO (HaIpUMep, C UCIIOJIb30BaHUEM IIPOTrPAMM-CHUHTE3aTOPOB PEUH).

Jis  ocymiecTBIieHHSI TPOLEAYP TEKYIIEro KOHTPOJSI YCIIEBAEMOCTH M IPOMEKYTOUYHOM
arrecTauuu oOydaroumxcss uHBaNUAoB M Jul ¢ OB3 (oHa OLEeHOYHBIX CpencTB IO AMCLUIUIMHE,
MO3BOJISIOMIMK OLIEHUTHh JIOCTHKCHHE HMH Pe3yJbTaToB OOy4YeHHS M YpPOBEHb C(HOPMHPOBAHHOCTH
KOMIIETEHIMM, MpEelyCMOTPEHHbIX Y4E€OHBIM IUIAaHOM M paboyeil mporpaMMoil JAHUCHUIUIMHBI,
ajanTupyercs s 00ydJaromIMXCsl WHBAJIUIOB M JIMI[ C OTPAaHUYEHHBIMH BO3MOXHOCTSIMH 3/I0POBBS C
YYETOM HHAMBHUIYAIbHbIX ICUXO(MU3NOJOTHUECKUX OCOOCHHOCTEH (YyCTHO, NMUCBMEHHO Ha Oymare,
MUCHbMEHHO Ha KOMIBIOTEpE, B (OpME TECTHPOBAaHUS W T.1.). IIpm HEOOXOIUMOCTH OO0YYarOIIUMCS
MPEOCTABIIAETCS TOTMOJHUTEBHOE BpeMs /IS IOATOTOBKU OTBETA MPU MPOXOXKICHUN aTTeCTallHH.
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CrnenuaabHocThb 38.05.01 «IxoHOMHUYECKAs 0€30MIACHOCTD)
crnenraan3anus «JKOHOMHUKO-NPaBOBoe o0ecneYeHrne IKOHOMUYeCKO 0e30IacHOCTH»

AHHOTALMA

paboueit mporpamMMbl TUCIUILIAHBI

I[OKyMeHTaIII/IOHHOG odecreueHue praBJIeH‘leCKOﬁ ACATCIbHOCTH

OUCUUNTIUHA 00A3aMeNbHOU Yacmu

3a0uHas hopma obyuerus

OO11ast TPYI0E€MKOCTh
qucuuriaabl (3ET / gac.)

3 3ET /108 ugac.

]_[eJ'IB HU3YUCHUSA JUCHUIIIIMHBI

(O3HaKOMJIEHUE CTYACHTOB C TEOPETHUYECKUMU OCHOBAaMH, JaTh
[IPAKTUYECKHE HAaBbIKU pPAa0OTBHl C JIOKYMEHTaMH, CIOCOOCTBOBATH
(bopMUPOBaHHUIO OOIIEKYIBTYpPHBIX u npodeccuoHanbHbIX
KOMIIETEHIIMM, IO3BOJISIIOIIMX OCYIIECTBIATh JOKYMEHTOOOOPOT U
[POLIEYPY COCTABJICHUS JIOKYMEHTOB Ha OCHOBE T'OCYJapCTBEHHBIX
CTaH/1apTOB

COI[ep)KaHI/IC AU CHUITIIMHBI
(OCHOBHEBIE TEMBI, Pa3/Ieibl, MOTYIIH)

Tema 1. Ponp noxymeHTHpOBaHUS yIPaBIEHYECKOU NEATEIBHOCTH B
pa3BUTHU OOIIECTBA

Tema 2. OOuue npaBuia opopmIIeHHs] JOKYMEHTOB

Tema 3. Tlopsinok ABMKEHMS TOKYMEHTOB B OpraHU3alUU

Tema 4. OCOOEHHOCTH S3bIKA U CTUJIS CIYKEOHBIX TOKYMEHTOB

Tema 5. Cucremaruzauusi U XpaHEHHE JIOKYMEHTOB B OpraHU3ALMU,
[Topsiiok oOpattieHus ¢ KOHQUISHIMATBHBIMU IOKYMEHTaMH

dopmupyembie KOMIETCHITHH
(x0J1BI)

OIIK-4

Konpl n1 HamMmeHOBanue
WHJIUKATOpa JOCTUKEHUS
KOMIIETEHIINU

OIIK-4.1. neMOHCTpUpPYET 3HaHUS IKOHOMHYECKUX W (HUHAHCOBBIX
METOZOB  JUIi  OOOCHOBAaHHUS ~ OpPraHU3aI[OHHO-YIPABICHUECKUX
pellleHnii, TUIAHUPOBAaHMA W  OpraHu3alMu  MpodeccroHaIbHOM
NEATEIIBHOCTH, MTOPAJOK €€ KOHTPOJIS U ydeTa pe3ynbTaToB

OIIK-4.2. Bnaseer HaBbIKAMU MPUHATUS SKOHOMHYECKU M (PUHAHCOBO
000CHOBaHHBIX OpPraHU3alIOHHO-YIIPABIEHYECKUX pEeLIeHNH,
[UIAHUPOBAHUSI W OpraHU3alluu MpOo(ecCHOHAIBHON JeSTENIbHOCTH,
OCYIIECTBJICHUS] KOHTPOJIS U YYETA €€ PE3YJIbTaTOB

JucuuninuHel, y9acTBYIOIIUE B
(dbopMHpPOBaHUN KOMITETCHIIUN

KoHTpoOJIb 1 peBu3Hs
CynebHas 5JKOHOMHYECKas SKCIIEepPTU3a
[ IpeniumioMHas pakTHKa

O6pa3OBaTeHBHBIe TCXHOJIOTHH

Jlex1u, IpakTHYeCKUe 3aHATHS, CAMOCTOsITeNIbHAast padoTa,
KOHTpOJIbHAsI paboTa

dopma MPOMEKYTOUHOMN
aTTeCTaluu

3auéT
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