MUHUCTEPCTBO CEJIbCKOI'O X031 CTBA POCCUNCKON ®EJIEPALTNN
®denepanbHOE TOCYIaPCTBEHHOE OIOKETHOE 00pa30BaTeIbHOE YUPESIKICHHUE
BBICIIIETO 00Pa30BaHMUS
«KYBAHCKUI TOCYIAPCTBEHHBIN ATPAPHBI VHUBEPCUTET
nmeau WU.T. TPYBUJIMHA»

DOKOHOMUYECKUH (paKyabTeT
VYIpaBieHus 1 MapKETUHT A

YTBEPXJIEHO:

Jekan, PykoBoauTenb noapasieseHust
Tromaxos K.DO.

] e061afa7 cd1af20000200000ab4

iMoot .ol (mporokoi ot 17.05.2024 Ne 9)

KySonco rocymapcrsenaih BNEKTPOHHOM MOAMNCHLED

@ Ky6rAy J[loKyMeHT MoAnucaH NpocToi

PABOYAS TPOI'PAMMA JUCIUAIIJIMHBI (MO YJIS)
« JOKYMEHTHUPOBAHUE YIIPABJIEHYECKOM JEATEJIbHOCTH»

VYpoBeHb BhIciIero o0pa3oBanus: OakansaBpuar

Hampasnenue noarorosku: 38.03.01 DxoHoMuka

HanpasnenHocts (npoduib): DKOHOMUKA IPEANPUITAN U OpraHu3alui
KBanuduxanuus (creneHsp) BelTyckHUKa: bakanasp

@opmbl 00yYeHHS: OUHAsI, OYHO-3a0UHAS

I'ox HaGopa: 2024

Cpoxk nosydeHus: 00pa3oBaHMs: Ounas ¢popma oOyuenus — 4 romga
OuHo-3a0uyHas popma oOyueHus — 4 roga § mecsua(-eB)

O0BeM: B 3aUETHBIX €IUHUIAX: 2 3.€.
B aKaJIEMHYECKHUX Jacax: 72 aK.4.

2024
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Pa3padoruukmu:
JouenT, kadeapa ynpasieHus u mapkeruara Meanosa W.T.

Pabouas mporpamMma ITUCHMILIMHBEI (MOIYJsI) COCTaBI€Ha B COOTBETCTBUH C TpeboBaHusmu OI'OC
BO 1o mHanpasnenutro noaroroBkn HampaBieHue MNOATOTOBKHU: 38.03.01 DOxoHOMHKa,
YTBEPKJACHHOTO MpukazoM MwuHoOpHayku Poccum ot 12.08.2020 Ne954, ¢ yueroM TpyaoOBBIX
¢dbyHKMi npodeccuoHaIbHbIX cTaHaapToB: "busHec-aHanmuTHK", yTBEpkKACH MpHUKazoM MuUHTpyna
Poccun ot 25.09.2018 Ne 592n; "Craructuk", yrBepkaeH mnpukazom Munrtpyna Poccum ot
08.09.2015 Ne 605n; "Cnemmanuct B chepe 3akynok", yTBepkaeH npukazom Muntpyna Poccuu ot
10.09.2015 Ne 625n; "Cnenmamuct mo paboTe C WHBECTHIIMOHHBIMU TMPOEKTaMH', yTBEPXKICH
npukazoM Muntpyna Poccum ot 16.04.2018 Ne 239n; "Choeuumanuct mo SKOHOMHUKE Tpynaa',
yTBepKJIeH mnpukazoM Muntpyna Poccum ot 17.11.2020 Ne 795m; "Crenmaiauct 1o
MPOTHO3UPOBAHUIO M JKCHEPTU3€ IIEH Ha TOBaphl, padOTbl M YCIYTH', YTBEPKACH NPUKA30M
Muntpyna Poccun ot 03.12.2019 No 764H; "OKOHOMHUCT mpennpusiTus’', YTBEPKIECH MPUKA30M
MunTtpyna Poccun ot 30.03.2021 Ne 161H.

CormnacoBaHue U yTBEPKACHNUE

ITonpasnenenue
No 17003 ) OTBETCTBEHHOE PUO Busa Jlara, mpoTOKOT
KOJUIETUAJIBHBIN JIALIO (Ipu HaNMUYUN)
oprau
1 | YopaBnenus u | 3aBenyromuii Tonmaues A.B. CornmacoBano | 13.05.2024, Ne
MapKeTHHIa Kagenpox, 18
PYKOBOIHUTEH
MOpa3IeICHUS,
pealn3yoIero
OI1
2 |9xonomuueckuit | [Ipencenarens TonmaueB A.B. CorracosaHo 16.05.2024, Ne
dakynpTeT METOINYECKOM 11
KOMHUCCHHU/COBET
a
3 |OxoHomuueckuil | PykoBoautenn Kamutko C.A. CorracoBaHo 16.05.2024, Ne
dakynpTeT 00pa3oBareIbHO 11
W IpOTrpamMMBbl
4 PykoBonurens Kanutko C.A. CornacoBaHo 10.07.2024
o0pa3oBareIbHO
1 IpOrpamMMBel
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1. Heab 1 3a1a4um 0CBOEHMSI TUCUMUIIIMHBI (MOLYJIs1)

Llenb OCBOGHMS JUCHMIUIMHBI - SBISETCS (OPMHUPOBAHHE KOMIUIEKCa 3HaHMUA 00
OpraHu3alluOHHBIX, HAYYHBIX W MCTOAMYCCKHUX OCHOBAX IOOKYMCHTHUPOBAHUA praBHqueCKOﬁ
ACATCIIbBHOCTHU U OCHOBAX OpraHU3allun pa6OTbI C JOKYMCHTaMU IMPCANPUATUA C UCIIOJIB30BAHU-CM
COBPCMCHHBIX aBTOMATU3UPOBAHHBIX TEXHOJIOTU B YCIIOBUSAX HHHOBAITMOH-HOT'O PA3BUTHA.

Banatm HU3YUCHUA NUCHUIIIINHBIL
- [ ¢bopMupoBaHue YMEHUN U HABBIKOB B 00JAacCTHU CO3[aHUS YIpPaBIE€HYE-CKUX JOKYMEHTOB,
o0naaronmx OPUANIECKOM CHUJIOW M CIIOCOOHBIX C B YCIY-XKUTh A((EKTUBHBIM MEXaHHU3MOM
peanu3aly yupaBleHYeCKUX PEIIeHUH, a TakKe MOJyYyeHHe 3HAaHUM O MpUHIUIAX palroHaIbHON
opranu3zanuu paboTbl C JOKYMEHTaMH U TpeOOBaHMSX K XPaHEHHIO JOKYMEHTaJIbHOro (oHIa
MIPEPUSITHS;;

- U YCBOGHHME TPUHIUIIOB OpraHu3aluy JOKYMEHTOO0OpOoTa W  OpraHu3a-Iuu
JIEIOTIPOU3BOJICTBEHHON  CIIY>)KOBI  TIPENNPUATHN, YUPEKIACHUNH W OpraHU3alMii B  YCIOBUSIX
peanu3alii MHHOBAI[MOHHBIX PELeHUI;;

- [ YCBOCHUC OCHOBHBIX HOPMATUBHO-MCTOAUWYCCKUX MATCPUAJIOB IO JO-KYMCHTHPOBAHHUIO
YIIPaBICHUYECKOU AEATEIBHOCTH; CYIIECTBYIOIIMX CTAaHAAPTOB II0 YIIPABICHYECKOW JOKYMEHTALVH,
XapaKTepUCTUKU U COCTaBa YHU(PULIMPOBAHHBIX CUCTEM JIOKYMEHTAIINH;;

- dbopMupoBaHUE HABBIKOB COCTABJICHHUS M PEIAKTUPOBAHUS CIIy)KEOHBIX IOKYMEHTOB B
COOTBETCTBUU ¢ HOBbIMH poccuiickumu ['OCTamu..

2. IInanupyemble pe3yJbTaThl 00y4eHHs 0 JUCHHUILINHE (MOIYJII0), COOTHECEHHBIE C
IUIAHMPYEeMBIMH pPe3yJ1bTaTaMH 0CBOCHHS 00pa30BaTeIbHOM MPOTrpPaMMbl

Komnemenyuu, unoukamopul u pesynomamaul 00yueHus
[TK-I16 CrtocoOHOCTh TAKTUYECKH YIPABIATH MPOIIECCAMU OPraHU3aIMH TPOU3BO/ICTBA

[IK-I16.1 JleMoHCTpuUpyeT 3HAHHE TMOpPSIKAa pa3padOTKU W OQOPMICHHUS TEXHHUYE-CKOU
JOKYMEHTAIIMM W BEIEHUS JIEIOMPOU3BOACTBA M CTAaHAAPTOB YHHU-(DUIIMPOBAHHON CHUCTEMBI
OpraHU3AIMOHHO-PACTIOPSANTEIFHON JOKY-MEHTAIMH, €IUHON CHUCTEMBI TEXHOJIOTHYECKOM
JOKYMEHTAIU!
3namu:
[TK-116.1/382 mopsimok pa3paboTku W O(OPMIICHHS TEXHUYECKOW TOKyMEHTAIlUu M
BEJCHHUSI  JEJONPOM3BOACTBA M CTAaHJApPTOB  YHU(MUIUPOBAHHOM  CHUCTEMBI
OpraHU3aI[MOHHO-PACTIOPSAUTEIHLHOM JIOKYMEHTAI1H, eIMHOMN CUCTEMBI
TEXHOJIOTHYECKOM JOKYMEHTAIU!
Ymemu:
[IK-I16.1/¥YM]  nemMOHCTpUpOBaTh 3HAHHWE TMOpsAAKAa pa3paboTKu U odopMIeHUs
TEXHUYECKOW JOKYMEHTAIlMM W  BEICHHS  JIEJONMPOU3BOACTBA U  CTaHAApPTOB
YHUQPUITMPOBAHHOW CHCTEMBI OpPTaHW3AI[MOHHO-PACTIOPSIUTEILHON JTOKYMEHTAIINH,
€IMHOM CUCTEMBI TEXHOJIOTHYECKON JOKYMEHTALIMU
Braoems:
[TK-I16.1/HB1 HaBbikamu MCIIOIb30BaHUS 3HAHMS TIOPSIKA pa3pabOTKU U 0pOpMIICHUS
TEXHUYECKOM  JOKYMEHTAllMM W  BEICHHUsS  JIeJONMPOU3BOACTBA U  CTaHAApPTOB
YHUGPUIIMPOBAHHOW CHCTEMbl OpPraHU3alMOHHO-PACHIOPSAIUTEILHON JIOKYMEHTAIUH,
€IMHOM CUCTEMBbI TEXHOJIOTHYECKON JOKYMEHTAIIMHN

3. Mecto aucuumimHbl B cTpykrype OII

JucuumuinHa (Moayib) «JlOKyMEHTHpPOBAHHE YIPABICHYECKOM JEATENbHOCTH» OTHOCHTCA K
¢dbopmupyeMOli ydacTHUKaMH 00pa30BaTeIbHBIX OTHOIICHUH YacTu 00pa30BaTEeIbHONW MPOTrPaMMBbl U
usyuaercs B cemectpe(ax): Ounas ¢popma oOyuyenus - 4, Ouno-3aounas popma oOydeHus - 4.
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B mporecce u3y4eHuss AMCUUIUIMHBI CTYACHT TOTOBUTCS K BUAaM MPO(GECCHOHAIBHON NesITeTbHOCTH

U PpEUICHUI0 TpodecCHOHANBHBIX 3aaad, npeaycMmoTpeHHbx PI'OC BO u obpaszoBarenbHOIM

v

IIPOrpaMMOil.

4. O0beM IMCHUIIMHBI M BH/ABI Y4e0HOI padoThI

Ounas popma ooyuenus

(190eR)
EUITBLOALIE BBHhOLAXOWOd] |

3auer

(190eR)
e10ged KeHIIOLEOLOOWE))

37

37

(190eR)
EULEHRE OMMOohUIMRd] |

16
16

(190eR)
EULEHRE JITHHOMIINO|[

18
18

(190eR) Loneg

(190eR) B1OORd
EBHINBLIHOM BeHAOLUIAROHY

(01909 ‘1908R)
eLoORd ERHINBLHOY

35

35

(14¢)
9LOOMNIOYAdL KB

(190eR)
9LOOMWAOTAdL KeImg(

72

72

[Tepuon
oOyueHus

Yerseprsiid
ceMecTp
Bcero

Ouno-3aounas popma obyuenus

(190eR)
EUITBLOALIE BBHROLAXOWOd] |

3auer

(190eR)
e100ed KeHIIOLEOLOOWE))

49

49

(190eR)
EULEHRE OMMOdhUIMed] |

12

12

(190€R)
EULEHRE JITHHOMIIN|[

10
10

(190eR) Loneg

(190eR) B1OORd
EBHINBLIHOM BBHAOLUIAROHY

(01909 ‘1908RH)
eLOORd ERHINBLHOY

23

23

(1d¢)
9LOOMNIOYAdL KB

(190eR)
9LOOMWAOTAdL KeImg(

72

72

[Tepuon
oOyueHus

Yerseprsiid
ceMecTp
Bcero

5. Conep:xaHue TMCUMILIAHBI
5.1. Pa3gennl, TeMbl AMCUUILIMHBI M BUABI 3aHATHH

(4acel MPOMEXYTOYHOM aTTECTALIMU HE YKAa3bIBAOTCSI)

Ounas popma ooyuenus

nwediodn

BUHO0900 HINRIRIGIASod

0 QI9HHODIHLO0D ‘BUHIhAQO
191e191tA€9d SraWoAduHRI |

mrﬁowm& KEBHIIQLEOLOON®))

EULEHRE OMMOohUIMRd] |

EULEHRE JQIIHHOUIDID[[

erooged
ERHINBLHOM BBHAOLUTAROHY

0190g

HaumenoBanue pazaena, TeMbl
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Pa3nea 1. TeopeTnueckne
OCHOBBI THCIUIIHHBI
AOKYMEHTHPOBAHHE
YIPaBJIeHYEeCKOM JesiTeIbHOCTH.

19

10

Tema 1.1. BBenenue B
JTUCHUIUIUHY: 10-KyMEHT B
CHCTEME

yrnpaBieHus. YHUPUKAIS |
CTaHJapTU3a-1us
YIpaBICHUYECKUX JOKYMEHTOB.

Tema 1.2. OcHOBHBIE TTpaBUIIA
odopmIleHHUs yTIpaBIeHYECKUX
JIOKYMEHTOB.

Tema 1.3. Ocobennoctu
COCTaBJICHUS ¥ 0(OPMIICHHS
OpraHU3aIOHHO-PACTIOPSIIUTENH
HBIX JOKYMEHTOB.

ITK-I16.1

Pa3gea 2. OcodennocTn
COCTaBJICHUA U 0(pOPMIICHUSA
CNPaBOYHOMH(OPMAILIMOHHBIX 1
CIIPABOYHO-AHAJTUTHYECKHX
AOKYMEHTOB.

44

11

10

23

Tema 2.1. Ciry:xeOHast
KOPPECIIOHICHIIUSL.

14

Tema 2.2. JIoKyMeHTHI 110
JMYHOMY COCTaBY U BEJICHUE
KaJpOBOU

noKyMeHTauu. TpeboBanus K
TEKCTY TOKyMEHTa SI3BIK U CTUJIb
CITy>KeOHOTO JTOKyMEHTA.

14

Tema 2.3. CucreMaTusanusa
JIOKyMEHTOB U UX XpaHCHHUE.

Tema 2.4. Opranuszanus
JIEIOTIPON3BOICTBA B
YUPEIKICHUH.

TTK-I16.1

Pa3nen 3. Ucnonb3oBanne
COBpPEeMEeHHBIX HHHOBAIIHOHHBIX
KOMIIBIOTEPHBIX TEXHOJIOTHIl B
JOKYMEHT0000poTe
YUpexKIeHUi, npeInpusaTHii,
OpraHM3auui.

Tema 3.1. KomnbrotepHbie
TEXHOJIOTHH JIEJIONPOU3BO/ICTBA B
AHTUKPU3UCHOM YIIPaBICHUU.

TTK-I16.1

Pa3gea 4. 3auer.

Tema 4.1. IlonroToBka K
MPOMEKYTOYHOM aTTECTAIUU.

TTK-I16.1

Hroro

72

18

16

37

Ouno-3a0unas ¢hopma obyuenus
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HaumenoBanue pazaena, TeMbl

Bcero

BueaynuTopHas koH?

pabora

JIex1IMOHHBIE 3aHATH

[IpakTrnueckue 3aHs1

[Lmanupyemsle pesyn
Oy4eHHs1, COOTHECE]

Pasznea 1. TeopeTnueckue
OCHOBBI THCIUITUHBI
AOKYMEHTHPOBAaHME
yIpaBJeH4YeCcKoil 1esiTeIbHOCTH.

N

8

— | CamocTosITENNBHAS Pt

=]

Tema 1.1. Benenue B
JTUCITUTUIUHY: T0-KyMEHT B
CHCTEME

yrpaBieHus. YHUDUKAIIS 1
CTaHJapTU3a-1IHUs
YIPaBICHUYECKUX JOKYMEHTOB.

10

Tema 1.2. OcHOBHBIE ITpaBuUIIa
oopmiieHus yripaBIeHUYECKUX
JTOKYMEHTOB.

10

Tema 1.3. Ocobennoctu
COCTaBJICHUS U O(OPMIICHUS
OpTaHU3aIMOHHO-PACTIOPSIIUTEITH
HBIX JIOKYMEHTOB.

=
o | Pe3yIsTaTaMu OCBOE]
— | IpOrpaMMBI

=
7|<o

Pa3znea 2. OcobenHocTu
cocTaBjJeHUus U opopMiIeHUs
CNPaBOYHOMHGOPMAIUOHHBIX U
CIIPABOYHO-aAHAJTUTHYECKUX
JAOKYMEHTOB.

34

24

Tema 2.1. CnyxebHas
KOPPECIOHICHIIHS.

10

Tema 2.2. JIokyMeHTBI 11O
JUYHOMY COCTaBY U BEJICHUE
KaJpOBOM

nokymeHnTauu. TpeGoBanust k
TEKCTY JJOKYMEHTa SI3bIK U CTHIIb
CITy€OHOTO TOKyMEHTA.

Tema 2.3. CucreMaTu3anus
JOKYMEHTOB U UX XpaHEHUE.

Tema 2.4. Oprannzauus
JIEJIONPOU3BO/ICTBA B
YUpEXKICHUN.

TTK-I16.1

Pasnen 3. Ucnosib3oBanue
COBpeMeHHbIX HHHOBAIIHOHHBIX
KOMIIIOTEPHBIX TEXHOJIOTHIl B
JOKYMEHTO0000poTe
yUYpeKIeHUu i, mpeanpusTHi,
OpraHu3auuii.

Tema 3.1. KomnbrorepHbie
TEXHOJIOTHH JIeJTIOTIPOU3BOJICTBA B
AHTUKPU3UCHOM YIPABJICHUHU.

TTK-I16.1

Pa3nen 4. 3auer.

TTonrorosneno B cucteme 1C:Yuusepcurer (000002697)
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Tema 4.1. Ilogrorosxa k 1 1
MIPOMEKYTOYHOM aTTECTALUU.

Hroro 72 1| 10| 12| 49

5. Conep:xaHue pa3iesoB, TeM TUCHHUIINH

Pazoen 1. Teopemuueckue oO0CHO8bl OUCUUNIAUHBL OOKYMEHMUPOBAHUE YNPAGIEHUECKOU
oesameslibHOCmU.

(Ounan: Jlekyuonnwvie 3anamusn - 54.; Ilpakmuueckue 3anamusa - 4u.; CamocmoamenvHnasn
paooma - 104.; Ouno-3aounan: Jlekyuonnvie 3anamusa - 4u.; Ilpakmuueckue 3anamusa - 6u.;
Camocmoamenvhan pavoma - 18u.)

Tema 1.1. Bgedenue 6 Oucyuniuny: OO0-KYMEHm & cucmeme ynpagienus.YHugukayus u
CManoapmu3a-yus ynpagieHyeckux 00KyMeHmoas.

(Ounas: Jlexyuonnvie sauamus - 2y.; CamocmosmenvHas padboma - 4u.; OyHO-3a04HAA:
Jlexyuonnvie 3auamust - 2u.; [lpakmuueckue 3ansamus - 2u.; Camocmosmenvras paboma - 64.)
[Ipenmer, 3amaun, CTPyKTypa TUCIHUILIMHBL J[OKyMEHTHpOBaHUE YIPABICHYECCKON IESATEILHOCTH,
opranm3anusi  pabotel ¢ JoKkymMeHTamMu. (OCHOBHBIE  HCTOPH-YECKHE OTambl  Pa3BUTHS
JenonpousBoacTsa B Poccun.

Tema 1.2. OcHosHbie npasuna oghopmierus YnpasieHueckux 0OKYMeHmos.

(Ounas: Jlexyuonnvie sanamus - 24.; [Ipaxmuueckue 3anamus - 24.; Camocmosmenvras paboma -
3u.; Ouno-3aoynas: Jlekyuonnvie 3ansamus - 2u.; Ilpakmuueckue 3auamus - 2u.; CamocmosamenvHas
paboma - 6u.)

dopmynsip nokymenTa. Tunosoii popmymsip mrokymeHTa. opmynsp-oopasenr. PekBU3UT JOKyMeHTA.

Tema 1.3. Ocobennocmu cocmaenieHusi U OQOPMIEHUS OPSAHUZAYUOHHO-DACHOPAOUMENLHBIX
OOKYMEHMO8.

(Ounas: Jlexyuonnvle 3anamus - 1u.; Ipakmuyeckue 3anamus - 24.; Camocmosmenvhas paboma -
3u.; Ouno-3aounas: Ilpaxmuueckue 3auamusi - 2y.; CamocmoamenvHas paboma - 64.)
OpraHu3aliOHHO-PACTIOPAIUTENbHAS ~ JOKYMEHTA-IIHS. Opranu3alioHHbIE  JIOKY-MEHTHI.
PacniopsimutensHbie JO-KYMEHTBHI. JIOKyMEHTHpOBaHHE WHHOBAIIMOHHBIX MPOIIECCOB.
Jlo-KyMEeHTHpOBaHUE Pa3pabOTKH U PeaU3allii MHHOBAIIHOHHBIX TPOEKTOB.

Pazoen 2. Ocobennocmu cocmaenenus u o0@QopmieHus CnpagoOYHOUHPOPMAYUOHHBIX U
CHPABOYHO-AHATTUMUYECKUX OOKYMEHMO08.

(Ounasn: Jlekyuonnwie 3anamun - 11u.; Ilpakmuueckue 3anamus - 10u.; Camocmoamenvuasn
paooma - 234.; Ouno-3aounan: Jlekyuonnvie 3anamusa - 6u.; Ilpakmuueckue 3anamusa - 4u.;
Camocmoamenvhan pavoma - 24u.)

Tema 2.1. CnyscebHasn KoppecnoHOeHyus.

(Ounas: Jlexyuonnvle 3anamus - 3u.; Ilpakmuyeckue 3anamus - 44.; Camocmosmenvhas paboma -
74.; Ouno-3aounas: Jlekyuonuvie 3anamus - 2u.; Ilpakmuueckue sauamus - 24.; Camocmosamenvhast
paboma - 64.)

CnyxeOHas  KoppecmoHAeHIUs. Pa3HoBHOHOCTHM  AenoBbIX muceM. Jlormueckas — cxema
pacrionoxe-HusT MHPOpPMAIMK B THCbMax. MexayHaponHbsle MuchbMa. JIOKYMEHTBI MO JIMYHOMY
cocTaBy. /10-KyMEHTHUPOBaHUE UHHOBALMOHHBIX PEILICHUMN.

Tema 2.2. Jlokymenmubl no IUYHOMY COCMABY U edenue Kaoposou Ookymenmayuu.Tpebosanus x
mekcmy 0oKymenma A3vik u cmuio ciyicebH020 OOKYMeHmA.

(Ounas: Jlekyuonnvie sanamus - 4u.; [Ipaxmuueckue 3anamus - 24.; Camocmosmenvras paboma -
8u.; Oyno-3aounas: I[lpaxmuueckue sanamus - 2u.; Camocmosamenvrasn paboma - 64.)
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JIOKyMEHTBI 110 IMYHOMY COCTaBY (IIEPCOHAITY).

TpynoBoii koHTpakT (norosop). Ilpukasel MO TMYHOMY COCTABY M KaJpOBBIE NPUKA3bI, UX OTINYHMSL.
PesroMe Kak HOBBIM BUJ TOKYMEHTA.

Jlormyeckast cTpykTypa TEKCTa JOKYMEHTA. SI3BIK M CTHJIb CIY-)KEOHBIX JIOKYMEHTOB.
Odunu-anbHO-1emM0BOM  (DYHKIIMOHANBHBIA CTHIIb.  DKCTPAJIMHTBUCTUYECKHE TPU3HAKU CTHIIS.
NHpopMaTUBHOCT, M JIAKOHUYHOCTh KaK KOH-KYPHPYIOIIUE XapaKTEPUCTUKU TEKCTOBOTO
JOKYMEHTA.

Tema 2.3. Cucmemamuszayusi OOKYMEHMO8 U Ux XpaHemue.
(Ounas: Jlekyuonnvle 3anamus - 24.; Ilpakmuyeckue 3auamus - 24.; Camocmosmenvhas paboma -
4u.; Ouno-3aounasa: Jlexyuonnvie 3auamus - 2u.; Camocmosmenvnas paboma - 64.)

Cucremaruszanusi 1OKyMEHTOB. [pynmupoBKa TOKYMEHTOB B IE€pBUYHBbIE KOMILIEKCHL. lloHsATne
«aenoy. [Ipunnumnsl popmupoBanus nen. Homenknarypa nen npeanpusitus. [lepegaya qoKy-MeHTOB
B apxuB. VIHHOBaIiu B 00JIaCTH CUCTEMATH3alUU TOKYMEHTOB.

Tema 2.4. Opeanuzayus 0enonpou3800Ccmed 8 yupencoeHuu.
(Ounas: Jlexyuonnvie sanamus - 2u.; [Ipaxmuueckue 3anamus - 2u.; Camocmosmenvras paboma -
4y.; Oyno-3aounas: Jlekyuonnvle 3anamus - 24.; Camocmosmenvras paboma - 64.)

CrpyKTypHbIE IOJpa3/eleHHsI, OCYIIECTBISAIONINE TOKYMEHTO-000pOT B yUpeKaeHUH. [{OKyMEHTHI,
pernaMeHTupyone padoTy B yupexaeHud. HHCTpykuus mo aenonpou3BoacTBy. Op-raHuzanus
JIeJIONPOU3BO/ICTBA B YCIOBUSIX HHHOBAIIMOHHOTO Pa3BUTHUS PEAIPUATHS.

Pazoen 3. Hcnonv3oeanue co8peMeHHbIX UHHOBAUUOHHBIX KOMRBIOMEPHBIX MEXHOI02Ull 8
00KYMEHmoo0opome yupeixcoeHul, npeonpuamuil, Op2aHu3ayuil.

(Ounaa: Jlekyuonnwvie zanamusa - 2u.; Ilpakmuueckue 3anamua - 2u.; CamocmoamenvHas
paooma - 4u.; Ouno-3aounan: Ilpakmuueckue 3anamusn - 2u.; Camocmoamenvuas paboma - 74.)

Tema 3.1. KomnvlomepHuvle mexnHono2uu 0e1onpou3so0Ccmea 6 AHMuKpU3UCHOM YnpasieHul.

(Ounasn: Jlexyuonnvie 3auamus - 2u.; Ipakmuueckue sanamus - 24.; Camocmosmenvras paboma -
4u.; Ouno-3aounas: Ipakmuueckue sanamus - 24.; Camocmoamenvnas paboma - 74.)
KoMmproTepHbIE TEXHOIOIMM JAEJIONPOU3BOJACTBA B AHTUKPU3UCHOM YIIPABICHHUH, LEIH, 3ahadH,
HarpaBieHus. OCHOBHBIE TIOHSATHS WH(GOPMALMOHHBIX TEXHOJOTHIL. O030p OCHOBHBIX
IporpaMMHBIX TpoaykToB: Microsoft Windows; Microsoft Office (Bkmouaer Word, Excel,
PowerPoint). VlHHOBanMOHHBIE  CHCTEMHBIE M  TPH-KJIAJHBIE [POTPaMMHBIE  CPEICTBA
aBTOMAaTH3MPOBAHHOTO pabovero Mecta. ABTOMaTU3alus JOKyMEHTO000poTa.

Pazoen 4. 3auem.
(Ounaa: Bueayoumopnaa konmaxmuaa paooma - Iu.; Ouno-3aounas: Bueayoumopuasn
KoHmaxkmmuasa paooma - 1u.)

Tema 4.1. Iloocomoska Kk NPOMeNCYMOUHOU ammecmayuu.
(Ounasa: Bueayoumopmuas xonmaxkmuas paboma - Iu.; Ouyno-3a0unas: Bueayoumophas
KOHmaxkmuas paboma - 1u.)

Cnaua 3auerTa.

6. OnleHOYHbIE MaTePUAJIbl TEKYLIEr0 KOHTPOJIA

Pazoen 1. Teopemuueckue o0CHO8bl OUCUUNIUHBL OOKYMEHMUPOGAHUE YNPABICHYECKOUL
odeamenbHoCmu.

Dopma KOHMPoAs/OYeHouHoe cpedcmso: 3adada
Bonpocwi/3aoanus:
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1. TlpounTaiiTe 3agaHMe W YCTAHOBHTE IMOCJIEIOBATEIBLHOCTh 3TarmoB. OTBET 3alOTHUTH B
TaluLe.
1 23

YcTaHOBUTE MOCIEA0BATENBHOCTD IAr0B IIPYU AHAIM3€E TaHHBIX:
a) COoop maHHBIX;
0) Busyanuzanus gaHHBIX;
B) AHaJIM3 U UHTEPIIPETALMS TaHHBIX.
2. PaccuuraiiTe nokasareis.

Paccuuraiite cpenHee 3HaueHue MpoAaX M Kod(DPUIMEHT BapHalMM JUIsl JaHHBIX O Mpoja)xax B
PO3HUYHOM ceTH 3a mocyieqHuid roa. [laHHble 1Mo MecsaM cienyronme (B Thicsiuax pyomneit): 120,
135, 150, 125, 140, 160, 155, 145, 150, 160, 170, 180.

Pazoen 2. Ocobennocmu cocmagieHus u O0QPopmieHuUs CnPaAeOYHOUHPOPMAYUOHHBIX U
CHPAGOYHO-AHATTUMUYECKUX OOKYMEHMO08.

Dopma KOHMPoAs/OYeHouHoe cpedcmso: 3adaua
Bonpocwi/3aoanus:
1. IlpounTaiite 3aaHue U yCTaHOBUTE COOTBETCTBHE. OTBET 3alIOJIHUTH B TAOJHIIC.

CooTHecHTe MpOorpaMMHBIE HHCTPYMEHTHI ¢ MX TIPUMEHEHHEM B aHAJIM3E JaHHBIX:
Microsoft Excel;

Google Analytics;

SAP ERP;

a) Ananu3 Tpaduka BeO-caiiTa 1 MOBEIEHUS MTOJIH30BATEIICH.

6) OOpaboTka u aHanu3 OONBIIUX 00HEMOB OM3HEC-TAaHHBIX.

B) Co3nanue Ta0uIl, BHITTOJIHEHHE PACYETOB U 0A30BbIN aHATN3 JaHHBIX.

2. Paccuuraiite mokasareinb.

© 00 WM~

Hcnons3yst ganaeie CRM 0 KoJIM4YecTBe aKTUBHBIX KIMEHTOB Ha KOHEIl KaKJJ0r0 Mecsla B TCUCHUE
rofa M KOJUYECTBO YIICAIIUX KIHUEHTOB B KaXKIOM MeECsIe, pacCuuTaiiTe roJoBOH MOKa3aTelb
ynepxanus kaueHtoB (Customer Retention Rate, CRR). [lanHble ciemyromme: aKTUBHBIE KIMCHTHI
Ha koHel mecsna — 1000, 950, 900, 870, 850, 830, 800, 780, 750, 730, 700, 680; ymenmue
xnuenTsl — 50, 50, 30, 20, 30, 20, 20, 30, 20, 20, 30.

3. BeiGepute 0UH OTBET U3 MPEATIOKEHHBIX U 00OCHYHTE ero BhIOOP.
Kakoil Mmeron aHanu3a JHaHHBIX HAauOOJEe MOIXOMUT JJISl BBISBICHUS CKPBITHIX 3aKOHOMEPHOCTEH B
00MbIINX 00bEMaX HECTPYKTYPUPOBAHHBIX JaHHBIX?
0 a) JlecCkpunTUBHBIN aHATIU3;
o 0) I[IporHocTHUecKuii aHATU3;
o B) Knmacrepuzamus.

Pazoen 3. Hcnonvioeanue co8peMEeHHbIX UHHOBAUUOHHBIX KOMNBIOMEPHBLIX MEXHON0ZUIL 6
O0OKYMEHMoobopome yupexcoenuil, npeonpusamuii, Opeanu3ayuil.

Dopma KOHMPOA/0OYeHOYHOe cpedcmeo. 3adaua
Bonpocul/3adanus:
1. PaccuuTaiite nokasaresib. OTBET YKAKHUTE B €UHULIAX POAYKIUH.

PaccuuTaiite Touky 6e3yOBITOYHOCTH MPOJAK HOBOTO OpeHIa MUTHEBOM BOMIBI « AJICHKaY.
HcxonHas mHGOpMAIUS eIy romasi.
[lena enuHUIBI TPOAYKIHH — 55 pyo.
OskuaeMsblil cpetHeronoBoit 0ovem peanuzanuu — 1000 Thic. eUHULL
[TocTostaubie 3arparsl — 30 000 ThIC. pyo.
[TepeMeHHbIE 3aTpaThl HA SUHULLY TPOAYKIUH — 15 pyo.
CraBka Hanora Ha puobUTb — 20 %
Pazoen 4. 3auem.
Dopma KOHMPONA/OYeHoUHOe CPEeOCMBO:
Bonpocul/3adanus:
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7. OueHOYHbIC MATEPHAJIBI IPOMEKYTOYHOM aTTeCTALMHA

Ounas ghopma obyuenus, Yemsepmolii cemecmp, 3auem
Koumponupyemwvie UJIK: I1IK-116.1
Bomnpocki/3ananus:
1. Pons mOKyMEHTHPOBAaHHON MH(POPMAIINH B YIIPABICHUH MPEATPUSTUEM.

2. Pa3rpanuueHne TEPMUHOB «JOKYMEHTHUPOBAaHUE YIIPABICHUYECKOW JES-TEIBHOCTHY,
«IOKYMEHTAIlMOHHOE oOecIieueHre YIpaBiIeHUs (JEJIONpPO-U3BOACTBO)», «IOKYMEHTOBEICHUEY,
«yIpPABJIECHUE TOKyMEHTAMMY.

3. Opranuzanus U CTPYKTypa CIYXObI JTOKYMEHTAI[MOHHOTO OOCCICUeHUs! YNpaBJICHUS Ha
MNPEAIPUATHH.

4. DBoIOIHS CITIOCOO0OB CO3MIAaHUS TOKYMEHTOB.

5. CyurHocTh ¥ QYHKIIUU JOKYMEHTA.

6. [Tonsatue, GyHKIMM U TPABOBOE 3HAYCHHUE YIIPABICHYCCKOTO IOKYMEHTA.
7. Knmaccudukanusi 1OKyMEHTOB.

8. OcHOBHBIE TPeOOBaHUS K KaU€CTBY yIPABJICHUECKOTO JOKYMEHTA.

9. CocraB M CTPYKTypa HOPMAaTHBHO-TIPABOBOW 0a3bl JOKYMEHTAIIMOHHOTO OOECIICUYCHHS
yrpasiieHust B PO.

10. @enepanbHOE 3aKOHONATEIBCTBO B  OONACTH pabOTBl € JAOKYMEHTHPOBAHHOU
uHpopMauen

11. HopMaTUBHO-METOAMYECKHAE TOKYMEHTHI B cdepe IeTONMpOU3BOJCTBA W OpraHU3AINH
apXUBHOTO XpaHEHUS JOKYMEHTOB.

12. HWcnonb3oBaHMEe HMHCTPYMEHTOB KJIACCU(HUKALWK, YHU(UKAMH M CTAHIAPTH3AIUU B
JEJIONPOU3BOJICTBE.

13. KnaccudukaTopsl TEXHUKO-3KOHOMUYECKON M COIMAIBHON WH(OpMaITHH.
14. YaudunupoBaHHbBIE CUCTEMBI JOKyMeHTaIuu B PO.

15. Ans060MBbI YHHPUITUPOBAHHBIX (HOPM IMEPBUYHON YUETHON JOKYMEHTAIIHH.
16. Tabens u anpbO60M YHUPUIIUPOBAHHBIX (DOPM TIOKYMEHTOB MPEIITPHUSITHSI.
17. TocynapcTBenHble ctanaaptel PO B cdhepe nemonponsBoacTaa.

18. 3nauenue u ocHoBHbIE nonoxkenust 'OCT P MCO 15489-1-2007 «CU-BU /1. Ynpasnenue
nokymeHTamu. O0mue TpeOoBaHMS
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19. MexayHapoHbIe CTaHAApThI B 00JIACTH PAOOTHI C YIIPaBICHUYECKOW TOKyMEHTAITUEH.
20. Cy1rHOCTh ¥ BUBI OJIAHKOB.

21. Knaccuduxaius peKBU3UTOB OpraHN3allMOHHO-PACTIOPATUTENBHBIX JOKYMEHTOB.

22. CoctaB u opopMiIeHUE PEKBU3UTOB OlaHKa JOKYMEHTA.

23. CoctaB u opopMIICHUE PEKBU3UTOB, OMPEACIISIONINX IOPUIUICCKYIO CHITY TOKYMEHTA.

24. CoctaB u odopMIIeHHE PEKBU3UTOB, OMPEICIAIONINX JIBIDKCHHE W OTpa->KaroIIuX
00paboOTKy ¥ UCIIOJIHEHHE TOKYMEHTA (JIeTTOTPON3BOJICTBEHHBIX OTMETOK).

25. OcHoBHbIE TPeOOBAHUS K TEKCTY yNPaBIEHUYECKOTO JOKYMEHTA.

26. IlonsiTue 1 OCHOBHBIE (hOPMATHI HEKTPOHHBIX JOKYMEHTOB.

27. DnexTpoHHas UQPOBast MOAMKUCH KaK PEKBU3UT AIEKTPOHHOTO IOKYMEHTA.
28. CylHOCTb U COCTaB META/IaHHBIX JOKYMEHTA.

29. OuundpoBaHue Kak Cocod Co3MaHMs AEKTPOHHOTO TOKYMEHTA.

30. OcHOBHBIE IpyNIIBI U BUABI YIIPABICHYECKUX TOKYMEHTOB.

31. JIokyMeHTBI, IOATBEPKAIOLINE OPraHU3alMOHHO-IIPABOBOM CTAaTyC MPEANPUATHS U €T0
rOCYJapCTBEHHYIO PETUCTPALIUIO.

32. Ilonsitue, GyHKIIUU U BUJBI OPTAHU3AIMOHHBIX TJOKYMEHTOB.
33. Muccus Kak OpraHu3allMOHHbBINA JOKYMEHT MPEIIPUATHS.
34. Koaekc KOpnopaTuBHON 3TUKU OpraHU3alUM: 1IEIb CO3/IaHUsl, COJEPKAHUE.

35. VYupenutenbHble TOKYMEHTHI MNpEANpHUATHs (ycTaB, IOJIOKEHHE OO0 opra-HU3aluy,
yupeAuTeIbHBINA JOTOBOP): 3HaUE€HUE, MPaBUjIa COCTABICHUS U 0QOPMIICHHUS.

36. Haznauenue 1 TUIIOBAs CTPYKTYpa MOJIOKEHUS O CTPYKTYPHOM HOAPA3IEICHUH.

37. JlomkHOCTHAsI MHCTPYKIMSL: LIENU U 33a7[a49i CO3IaHusl, CTPYKTYpa, MOPSAOK pa3padOTKH U
oopmienus.

38. CTpyKkTypa W IITaTHas YUCICHHOCTb, IITATHOE pPAaCIUCAHUE: COACpP)KAHUE, TOPSIOK
COCTaBJICHUS U OPOPMIICHUSI.

39. VMHCTPYKIIMN OpTraHU3allMOHHO-METOAMYECKOTO HAa3HAYCHHS: CYIIHOCTh, OCOOCHHOCTHU
COCTABJICHUS, BUJIBI.

40. IIpaBuna KaKk OpraHU3aIMOHHBINA JOKYMEHT: MMOHSITHE, BUJIBIL.
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41. UHCcTpyKMs MO JETONPOU3BOACTBY: 3HAUYCHHE, CONIEPIKAHME, MOPSIAOK COCTABICHUS W
oopMIIEHUSI.

42. OpraHu3aiMoHHbBIE TOKYMEHTHI, PETIAMEHTUPYIOIINE YIIpaBlIeHUE OU3HEC-TIPOIIECCaMH.
43. JlokyMeHTaI1sl CUCTEMbI MEHEI)KMEHTA KaueCTBa.

44. JloroBOp: THIIBI, BUABI, TPEOOBAHUS K COACPIKAHUIO U O(POPMIICHHUIO.

45. CymHOCTb U KIaccu(pUKaIMs PacOpSAUTEIbHBIX JOKYMEHTOB.

46. OCHOBHBIE 3Tallbl U3/1aHUS PACTIOPSIUTENBHOIO TOKYMEHTA.

47. Tlpuka3 o OCHOBHOH JIeSTENLHOCTH: TIOHATHE, IIPABUJIA COCTABICHUS U O(POPMIICHHUS.
48. PacniopsikeHus M yKa3aHHs: Ha3HAuYCHHE, 0COOEHHOCTH COCTaBJICHUS U OPOPMIICHHUSI.
49. TlocTaHOBIEHUS U PELICHHS: Ha3HAYCHHE, 0COOEHHOCTH COCTABJICHUS U O(POPMIICHHUSI.
50. IIpoToko:: MOHATHE, MOPSAAOK COCTABICHUS U O(OPMIICHHS.

51. Haznauenwue, BUbI ¥ ipaBuiIa opopMiIeHNs: HHPOPMAITHOHHO-CIIPABOYHBIX JOKYMEHTOB.
52. JlenoBble MUChMa: Ha3HAYEHUE, KIacCU(UKAIHS, CTPYKTYPa U PEKBU3UTHIL.

53. DneKTpoHHbIE MUChbMa U BEO-IOKYMEHTBI: OCOOCHHOCTH COCTaBJICHHUS, O(QOPMIICHUS U
NIPUMEHEHHS B YIIPABICHUYECKON ACATEIbHOCTH MPEAIPUITHS.

54. JloxmanHbple, CIyeOHbIe W OOBSICHUTEIBHBIC 3alUCKU: PAa3IAYHsl, BHIBI, MOPSIOK
COCTaBJICHUS U OPOPMIICHHUSI.

55. AKTBI: Ha3HaYCHHE, CTPYKTYpa, NOPSA0K ohopMiIeHuSI.

56. JIOKyMEHTBI 1O TpPYAOBBIM OTHOIICHUSM: COCTaB, OCOOCHHOCTH COCTABJICHUS U
oopmienus.

57. IloHsiTue, OCHOBHBIC XapaKTEPUCTHKHU U KiIaccU(UKAIU JOKYMEHTO000poTa.
58. Opranmzanys parmoHaIbHOTO JOKYMEHTOO00pOTa Ha MIPEAIPHUSITHH.

59. TlopsaoK MPOXOXKACHHUS BXOJSIIETO, UCXOMAIIECTO W BHYTPEHHETO JOKYMEHTOIIOTOKOB B
OpraHU3aIHH.

60. Peructpanust 1OKyMEHTOB: Ha3HaYCHHE, MPAaBUJIA, PETUCTPAIMOHHBIE (HOPMBI U (POPMBI
perucTpanumu.

61. Cpoku XpaHEHHUsI YIPABICHYECKUX JOKYMEHTOB.

62. llenm, 3amauM W HampaBiICHUS aBTOMATH3AIlMM JOKYMEHTAIIMOHHOTO oOOecreueHus
yIIpaBJICHUSI.
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63. [lopsA10K YHUUTOKEHUS IOKYMEHTOB C UCTEKIIIMMU CPOKAMH XPAHEHUS.
64. OCcoOCHHOCTH XpaHEHUS IIEKTPOHHBIX TOKYMEHTOB.

65. Coznanue 3¢ ()EeKTUBHON CUCTEMBI YIIpaBICHUS JOKYMEHTAMH Ha MPEIITPUATHH.

Ouno-3aounas popma obyuenus, Yemeepmoiii cemecmp, 3auem
Konmponupyemwie U/{K: 11K-116.1
Bonpocsl/3ananus:

1. Ponb moxymMeHTHPOBaHHOW WH(OPMAITUHU B YIIPABICHUH NIPEATIPUITHEM.

2. PasrpanuueHue TEPMUHOB «JOKYMEHTHUPOBAaHUE YIIPABICHYECKOW JesS-TEIbHOCTH,
«JIOKyMEHTAallMOHHOE 00ecleyeHre YIpaBleHUus (JIeJI0NpPO-U3BOJICTBO)», «JIOKYMEHTOBEICHUEY,
«yIpaBlIEHUE TOKyMEHTAMM.

3. Opranuzanus U CTPYKTypa CIIy>XObl JOKYMEHTAIIMOHHOTO OOecreueHus! yNpaBieHUs Ha
MPEIPUITHH.

4. DBOJIOIUS CTIOCOOOB CO3AaHUS TOKYMEHTOB.

5. CymHOCTh ¥ PyHKIIMU JOKYMEHTA.

6. [lonsiTie, GyHKUIMU U IPABOBOE 3HAYCHHE YNIPABICHUYECKOTO TOKYMEHTA.
7. Knaccudukanus J0KyMEHTOB.

8. OcHoBHBIE TPeOOBaHUS K KQUECTBY YIIPABICHUECKOTO IOKYMEHTA.

9. CoctaB M CTpyKTypa HOPMAaTHBHO-TIPaBOBOM 0a3bl JOKYMEHTALMOHHOTO OOECHeYeHHS
yipasieHus B PO.

10. depepanbHOE 3aKOHONATEILCTBO B 007acTM pabOThl € JOKYMEHTHPOBAHHOM
nHpopmarmen

11. HopMmaTHBHO-METOMUYECKHE JOKYMEHTHI B c(epe Ienonponu3BOICTBA U OpraHU3aAINH
ApPXMBHOTIO XPAHEHUS JOKYMEHTOB.

12. Ucnonp30BaHuE WHCTPYMEHTOB KilaccuuKaluy, YHU(UKALIUA U CTaHJApTH3AIlUU B
NeJIONPOU3BOJICTBE.

13. KnaccudukaTopbl TEXHUKO-9)KOHOMUYECKON U COLIMATIbHON HH(OpMAIIHH.
14. YaudunupoBaHHble CHCTEMBI JOKyMeHTanuu B PO.

15. Anp00MbI yHU(PHUIUPOBAHHBIX (HOPM MEPBUUHON YUETHOIN TOKYMEHTALIUH.
16. TaGenpb u anb60M YHHPHUIUPOBAHHBIX (HOPM TOKYMEHTOB MPEIPUATHS.
17. TocynapctBenHbie cTanaaptsl PO B cdepe nenonpon3BoaCTBa.
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18. 3nauenue u ocHoBHbIE nonoxkenust 'OCT P UCO 15489-1-2007 «CU-BU /1. Ynpasnenue
nokymeHTamu. O01mue TpeOoBaHM

19. MexayHaponHble CTaHAapThl B 00J1aCTH pabOTHI C YIPABICHYECKOI JOKYMEHTAIIUCH.
20. CymHOCTh 1 BHJIBI OJIAHKOB.

21. Knaccuduxanus peKBH3UTOB OpraHU3allMOHHO-PACTIOPSIUTENbHBIX JOKYMEHTOB.

22. CocraB u opopmIIeHHE PEKBU3UTOB OJIaHKA JOKyMEHTA.

23. CocraB u 0opMIIeHHE PEKBU3UTOB, ONPEACISIONINX IOPUANYECKYIO CHITY IOKYMEHTA.

24. CoctaB u odopmIeHHE PEKBU3UTOB, OMPEICIAIOMIUX IBUKCHHE M OTPa-)KAIOIIUX
00paboTKy ¥ UCTIOTHEHHUE JOKYMEHTA (JEIONMPOU3BOJICTBEHHBIX OTMETOK).

25. OcHOBHBIE TPeOOBaHUS K TEKCTY YIIPABICHUECKOTO JOKYMEHTA.

26. [lonsiTre 1 OCHOBHBIE (JOPMATHI AIEKTPOHHBIX TOKYMEHTOB.

27. DnexkrpoHHas 1udpoBas MOAMUCH KaK PEKBU3UT AJIEKTPOHHOTO JIOKYMEHTA.
28. CylHOCTh U COCTaB METaJaHHbIX IOKYMEHTA.

29. Ouudposanue Kak crocod co3maHus AMEKTPOHHOTO JOKYMEHTA.

30. OCHOBHBIE TPYIIIBI U BUbI YIIPABICHUYECKUX JOKYMEHTOB.

31. JIoKyMeHTbI, MOATBEPKIAIOIINE OPraHU3AIMOHHO-TIPABOBOM CTATyC MPEANPUSATUS U €r0
rOCyAapCTBEHHYIO PErHCTPAIHIO.

32. [lonsarue, pyHKIMU U BUIIBI OPTaHU3ALMOHHBIX JIOKYMEHTOB.
33. Muccus Kak OpraHu3allMOHHbBIN TOKYMEHT IIPEIIPUSITHS.
34. Koznekc kopropaTUBHON ATHKU OPraHU3aLMU: LENb CO30aHMsl, COAEP/KaHUE.

35. VYupenutenbHble TOKYMEHTHI MNpeanpusTHs (ycTaB, IOJIOXKEHHE 00 opra-HU3aIHH,
yUpeIuTeIbHBIN T0TOBOP): 3HAYCHHUE, TPABHIIA COCTABICHUS U 0POPMIICHHUSI.

36. HaznaueHnue u TUNOBAsi CTPYKTypa MOJIOKEHUS O CTPYKTYPHOM MOAPA3AEICHUH.

37. JomKHOCTHAsI MHCTPYKITUS: 1IETTH U 33J1a49M CO3/IaHUsl, CTPYKTYypa, OPSIOK pa3pabOTKH U
oopMIIEHUSI.

38. CrpykTypa W IUTaTHash YHUCIEHHOCTb, IITAaTHOE pACHHCAHUE: COJAEPKAHHE, MOPSI0K
COCTaBJICHUS ¥ O(OPMIICHHSL.

39. MHCTpYKIIMKM OpraHU3allMOHHO-METOIUYECKOTO HA3HAYEHUS: CYIIHOCTh, OCOOCHHOCTH
COCTaBJICHUS, BUJIBI.
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40. IIpaBuna Kak OpraHU3aIMOHHBIN JOKYMEHT: MOHSITHE, BUJIBI.

41. UHCcTpyKIMs MO JIETONPOU3BOACTBY: 3HAUYCHHE, CONIEPIKAHHME, MOPSIAOK COCTABICHUS U
oopMIIEHUSI.

42. Opranu3aiioHHbIE TOKYMEHTHI, peTJIaMEHTUPYIOIINE YIIpaBiIeHne OU3Hec-poleccaMu.
43. JlokyMeHTaI1sl CACTEMbI MEHEI)KMEHTA KaueCTBa.

44. JloroBOp: THIIBI, BUABI, TPEOOBAHUS K COACPIKAHUIO U O(POPMIICHHUIO.

45. CymHOCTb U K1accu(pUKaIMs PacOpSAUTEIbHBIX JOKYMEHTOB.

46. OCHOBHBIE 3Tallbl U31aHUS PACTIOPSIUTENBHOIO TOKYMEHTA.

47. Tlpuka3 o OCHOBHOM JIeTENbHOCTH: TIOHATHE, IIPABUJIA COCTABICHUS U O(POPMIICHHUS.
48. PacniopsikeHuUs M yKa3aHHs: Ha3HAuYCHHE, 0COOEHHOCTH COCTaBJICHUS U OPOPMIICHHUSI.
49. TlocTaHOBJIEHUS U PELICHHS: Ha3HAYCHHE, 0COOEHHOCTH COCTABJICHUS U O(POPMIICHHUS.
50. IIpoToko:: MoHATHE, MOPSAAOK COCTABICHUS U O(OPMIICHHS.

51. Haznauenwue, BUbI ¥ ipaBuiIa opopMiIeHHs: HHPOPMAITHOHHO-CIIPABOYHBIX JOKYMEHTOB.
52. JlenoBble MUchMa: Ha3HAUYEHUE, KIacCU(UKAIHS, CTPYKTYPa U PEKBU3UTHIL.

53. DneKTpoHHbIE MUChMa U BEO-IOKYMEHTBI: OCOOCHHOCTH COCTaBJICHHUS, OQOPMIICHUS H
NIPUMEHEHHS B YIIPABICHUYECKON ACATEIbHOCTH MPEAIPUITHS.

54. JloxmanHbple, CiyeOHbIe W OOBSCHUTEIBHBIC 3alUCKU: PAa3IAYHsl, BHIBI, MOPSIOK
COCTaBJICHUS U OPOPMIICHUSI.

55. AKTBI: Ha3HaYCHHE, CTPYKTYpa, NOPSA0K ohopMIiIeHuSI.

56. JIOKyMEHTBI MO TpPYAOBBIM OTHOIICHUSM: COCTaB, OCOOCHHOCTH COCTABJICHUS U
oopmienus.

57. IlonsiTue, OCHOBHBIC XapaKTEPUCTHKHU U KiIaccu(UKAIUs JOKYMEHTO000poTa.
58. Opranmzanys parmoHaIbHOTO JOKYMEHTO000pOTa Ha MIPEAIPHUSITHH.

59. TlopsaoK MPOXOXKACHHUS BXOJSIIETO, UCXOMAIIECTO W BHYTPEHHETO JOKYMEHTOIIOTOKOB B
OpraHU3aIHH.

60. Peructpanust 1OKyMEHTOB: Ha3HaYeHHE, MPAaBUJIA, PETUCTPAIMOHHBIE (HOPMBI U (POPMBI
perucTpanum.

61. Cpoku XpaHEHHUsI YIPABICHYECKUX JOKYMEHTOB.
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62. llenm, 3amauM W HampaBiICHUS aBTOMATH3AIlMM JOKYMEHTAIIMOHHOTO oOOecreueHus
yIIpaBJICHUSI.

63. [Tops oK YHUUTOXKEHHS JJOKYMEHTOB C HCTEKIIMMHU CPOKaMH XpaHEHHUSI.
64. OcoOeHHOCTH XpaHEHUS HNEKTPOHHBIX JOKYMEHTOB.
65. Coznanue 3(ppeKTUBHOI CUCTEMBI yIIpaBIEHUS TOKYMEHTaMHU Ha MPEAIPUSTHH.

8. MarepuaJIbHO-TEXHHYECKOE H Y4eOHO-MeTOAMYeCKoe ofecrevyeHue TUCIHIINHBI
8.1. [lepevyeHb OCHOBHOI U JONMOJHUTEILHON Y4eOHOM JTUTEPATYPbI

OcHognas tumepamypa

1. JlankoBa,, A. I. JlokyMeHTanmnoHHOE oOecleueHrne YMpaBICHUS IEPCOHATIOM: y4eOHOe
nocobue / A. I. Jlamkoma,, B. A. Llpirankos,. - JIoKyMeHTaIlMOHHOE OOECTICUCHUE YTPaBICHUS
nepcoHasioM - Omck: OMCKUI TOCYIapCTBEHHBINM TeXHWYeCKuid yHuBepcutetr, 2019. - 154 c. -
078-5-8149-2860-3. - Tekcr: onekrponusni. //  IPR  SMART: [caiit]. - URL:
https://www.iprbookshop.ru/115469.html (mara oOpamenus: 20.02.2024). - Pexum mocTyma: 1o
MOJIITUCKE

2. Hmutpuesa,, JI. W. JlokyMeHTanMOHHOE OOECIEUEHUE YIPABICHYECKON JEATEIbHOCTHU:
yuebHoe mocobue / JI. W. ImurpueBa,, U. B. Py3zaeBa,. - JlokymeHTanmMoHHOE obOecrieueHue
yrpaBieH4YecKoi nesTenbHocTH - HoBocubupck: HoBocuOupckuil rocy1apCTBEHHBIH TEXHUYECKHI
yausepcuret, 2019. - 100 c. - 978-5-7782-4029-2. - Tekcr: anekrponnsid. / [IPR SMART: [caiT]. -
URL: https://www.iprbookshop.ru/98703.html (nara obpamenus: 20.02.2024). - Pexxum mpocrymna: mo
MOATHCKE

3. Kaydwman,, H. 10. [JokymeHTHpOBaHME yIpaBIeHYECKON AeATEILHOCTH: yueOHoe mocodue / H.
0. Kaydman,. - JlokymeHTHpOBaHHME yIpaBICHYECKOM JnesTrenbHOCTH - Owmck: Owmckuid
rOCYIapCTBEHHBIA MHCTUTYT cepBrca, OMCKHUI TOCYIapCTBEHHBIN TEXHUYECKHUI yHUBEpCUTET, 2014.
- 177 c. - 978-5-93252-309-4. - Texkct: osnekrponnbiii. // IPR SMART: [caiir]. - URL:
https://www.iprbookshop.ru/26681.html (mara ob6pamenus: 20.02.2024). - Pexum pocryma: 1o
MOJIITUCKE

4. INanacenko, 0. A. JIokyMEeHTHUpOBaHUE YIIPABICHUECKON AEATENbHOCTH: YueOHOoe mocobue /
IO. A. ITanaceHko. - 1 - Mocksa: U3narensckuit Llentp PUOP, 2018. - 138 c. - 978-5-16-104218-2.
- TekcT: amekTpoHHBIN. // OOLIECTBO C OrpaHUYEHHONM OTBETCTBEHHOCThIO « S HAHUYM»: [caiit]. -
URL: https://znanium.com/cover/0927/927448.jpg (mata obpamenus: 20.02.2024). - Pexum
J0CTyna: 1Mo MOAMHUCKE

5. [lonoB B. H. /lokymeHTHpOBaHME YIpPaBICHYECKOH AedaTenbHOCTH: pakTukyM / [Tonos B. H..
- HoBocubupck: CI'VBT, 2019. - 74 c. - Tekct: snexrponHsid. // RuSpLAN: [caiit]. - URL:
https://e.lanbook.com/img/cover/book/147162.jpg (mara oOpamenus: 21.02.2024). - Pexum
J0CTyna: 1Mo MOAHUCKE

Jlononnumenvuas rumepamypa

1. KOJIECHUK B. C. Dxonomuka opranuzamuu: meron. ykazanus / KOJIECHUK B. C.,
[Tapamonos I1. @., Crykosa 0. E.. - Kpacnogap: KyoI'AY, 2021. - 54 c. - Tekct: 31eKTpOHHBIN. // :
[caiiT]. - URL: https://edu.kubsau.ru/mod/resource/view.php?id=10236 (mata oOpamieHus:
21.06.2024). - Pexxum nocTyna: o NOJIUCKE

8.2. [IpodeccuonanbHbie 6a3bl JAHHBIX U pecypcbl «UHTEpHET», K KOTOPBIM 00ecneuynBaeTcs
AOCTYN 00YYAKOIIMXCS

IIpogheccuonanvruvie 6azvi Oanuvix
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1. https://znanium.com/ - Znanium.com

Pecypcor « Unmeprem»
1. https://edu.kubsau.ru/ - O6pazoBarenbsHbIil mopTan Kyol'AY
2. www.wto.org - OdunmansHbiii caiiT BceMupHOI TOProBoil opranuzanuu

8.3. IIporpamMHoe oGecnieyeHre U MH(POPMALIMOHHO-CIIPABOYHBIE CHCTEMbI, HCIIOJIb3yeMble
MPH OCYLIEeCTBJICHHH 00pa30BaTeIbHOIO NMpoLecca Mo JUCHUIINHE
WNudopmanimoHHbIe TEXHOJIOTHH, HCTIONB3yeMbIe MPU OCYIIECTBICHUN 00pa30BaTeIbHOTO IMpolecca

M0 JUCUUIUIMHE TT03BOJISIOT:

— o0ecrneynTh B3aUMOJCHCTBHE MEXIY YYaCTHMKaMH 0Opa30BaTeJIbHOIO IMpolecca, B TOM YHUCIE
CHHXPOHHOE M (MJIN) aCHHXPOHHOE B3aUMOJACHUCTBHUE MTOCPEACTBOM ceTH «HTepHeT»;

— (ukcupoBarh Xox 00pa30BaTEIBHOIO MpOIECCa, PE3yJAbTaTOB NMPOMEXKYTOUHOW aTTECTAllUU TI0
JTMCLUUIUIMHE U PE3YJITaTOB OCBOEHUS 00pa30BaTeIbHONW POTrpaMMBlI;

— OpraHU30BaTh MPOLECC 00Pa30BaHMA ITyTEM BU3yaTU3aAIMH H3y4aeMOi HHPOPMAIIUH ITOCPEICTBOM
MCTIOJIb30BaHMsI MTPE3CHTALNH, YIeOHBIX (DPUITBMOB;

— KOHTPOJIMPOBATh PE3yNbTaThl 00y4eHHsI HA OCHOBE KOMIIBIOTEPHOTO TECTHPOBAHUSI.

[lepedenp TUIIEH3MOHHOTO MPOTPAMMHOT0 00eCTIeUeHUs:

1 Microsoft Windows - onepaiiuoHHas CUCTEMa.

2 Microsoft Office (Bkmrouaer Word, Excel, Power Point) - makeT o(hUCHBIX TIPUITIOKESHHIA.

[Tepeuens npodeccroHambHBIX 0a3 TaHHBIX U HH)OPMAIIMOHHBIX CIIPABOYHBIX CUCTEM:

1 I'apanT - mpaBoBas, https://www.garant.ru/

2 KoHcynbTaHT - mpaBoBasi, https://www.consultant.ru/

3 Hayunas snexkrponHas Oubnnoteka eLibrary - ynusepcanbhas, https://elibrary.ru/

Hoctyn k cetu MHTEpHET, AOCTYN B 3JIEKTPOHHYIO HH(POPMAIIMOHHO-00Pa30BaTEIbHYIO Cpery
YHHBEPCHUTETA.

Ilepeuens npoepammHozo obecneyeHus
(0bHOBNIeHUe NPOU3BOOUMCS NO Mepe NOABNIeHUs HOBbIX 8EPCULL NPOSPAMMDbL)

He ucnonb3yercsi.

Ilepeuens uHghopmayuoHHO-CRPABOUHBIX CUCTEM
(0OHOBIEHUE BLINONHAENICS €XHCEHEDENbHO)

He ucnonb3yercsi.
8.4. CnenuajbHbIe IOMELEHUs, 1A00PaTOPHH U J1a00paTOpHOe 000py10BaHUe

VYHuBepcuTeT pacmoiaraeT Ha IpaBe COOCTBEHHOCTH WJIM HHOM 3aKOHHOM OCHOBAaHUU
MaTepualbHO-TEXHUYECKUM oOecreueHneM o0pa3oBaTelbHON AESITeNbHOCTH (IIOMELIEHUSIMU U
o0opyaoBaHMEM) [UIsl pealu3ald MporpaMMbl OakanaBpuaTa, CHEHMINTETa, MarucTpaTypbl IO
brmoxy 1 "Huctummuasl (Momynu)' u brnoky 3 "locymapcTBeHHas wurToroBas arrectamus’ B
COOTBETCTBUH C YUEOHBIM IIJIAHOM.

Kaxnapiii oOydaromuiics B TeueHHE BCero mnepuoia oOydeHHs oOecledeH WHAWBUYaTbHBIM
HEOTpaHUYEHHBIM  JOCTYIOM K  DJEKTPOHHOM  HMH(OpPMalMOHHO-00pa30BaTENbHON  cpese
YHHUBEPCUTETA u3 mo0oi TOYKHU, B KOTOPOi1 HMeeTCA JIOCTYII K
WH(pOpPMAITMOHHO-TEJICKOMMYHHUKAITMOHHON ceTH "MHTepHeT", Kak Ha TEPPUTOPUHM YHHBEPCHUTETA,
TaK U BHE ero. YciuoBus il QyHKIIMOHUPOBAHUS 3JIEKTPOHHON MH(OPMAIIMOHHO-00pa30BaTeIbHOM
Cpebl MOTYT OBITH CO3/IaHBI C UCIIOJIb30BAHUEM PECYPCOB MHBIX OpPraHU3aLUM.

JIleKIMOHHEBIN 3a1

401mx
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kuHO9KpaH ScreeerMedia 180*180 - O miT.
Cmur-cucrema HacteHHas QuattroClima Effecto Standard QV/QN-ES24WA - 0 .

9. MeTonnuyecKue yKa3aHusi 0 OCBOCHHUIO TUCHUILIMHBI (MOXYJIs1)

VYuebHas paboTa M0 HaNpPaBJICHUIO TMOATOTOBKU OCYIIECTBISETCS B (hOpME KOHTAKTHOU pabOTHI C
IperoJaBaresieM, CaMOCTOSTEIbHON paboThl 00yyaromierocsi, TEKyIIeH W MpPOMEXYyTOUYHOM
arTecTalMidi, WHBIX (OpMax, MpeaaracMblX YHUBEPCHUTETOM. YUeOHBIH Marepuan JAUCHUIUINHBI
CTPYKTypUpOBaH M €ro M3y4YeHHE MPOU3BOJUTCS B TEMAaTHYECKOH IOCIEeI0BaTEIbHOCTH.
ConepxaHue METONMYECKHX YyKa3aHWH JOJDKHO COOTBETCTBOBaTh TpeOoBaHusM DenepaibHOTO
rOCY/IJapCTBEHHOTO 00pa30BaTelIbHOTO CTaHAApTa M Y4YeOHBIX MpOrpaMM IO JUCLHUIUIMHE.
CamocrosarenbHass paboTa CTYIECHTOB MOXKET OBITh BBIIOJIHEHA C TIOMOIIbI0 MaTepHAaJIOB,
pa3MeleHHbIX Ha ropTaiie noaaepxku Moodl.

Memoouueckue ykazanus no popmam padomot

Jlexyuonnvie 3ansamusl

[lepenaua 3HauMTENHHOTO OO0BEMAa CHCTEMATU3UPOBAHHOW WHGOpPMAIIMM B YCTHOU Qopme
JOCTaTOYHO Oombinoi ayauropuu. JlaeT BO3MOKHOCTH SKOHOMHO M CHCTEMaTMYHO H3Jlaratb
yueOHbI MaTepuasl. OOyuaromuecsl U3ydaroT JIEKIIMOHHBIA MaTepuall, pa3MEIIeHHBI Ha MopTae
nonaep kK ooydenus Moodl.

Ipakxmuueckue 3anamus

®dopma opranuzanuy oOydeHus, MPOBOAKMMAs O]l PYKOBOACTBOM IPENOAaBaTes U ClIyKamias AJis
JeTalu3alliy, aHalIu3a, paclIupeHus], YrIyOJeHUs, 3aKperuieHus, IpUMeHeHusl (WM BbIIOTHEHUS
pPa3HOOOpPA3HBIX MPAKTUYECKUX paboT, YHMpakKHEHUH) M KOHTPOJS YCBOEHHUS IOJYyYEHHOW Ha
nekuusax yueOHoW wuHpopmanuu. [IpakTHueckue 3aHATHS TNPOBOAATCS C  HCHOJIB30BAHUEM
y4eOHO-METOMUECKUX U3JaHuil, pa3MEIIeHHbIX Ha 00pa30BaTeIbHOM MOPTAaJie YHUBEPCUTETA.

Onucanue 603moxcnocmeii usyuenusn oucyunaunvl auyamu ¢ OB3 u uneanuoamu

Jnst maBamuaoB u juir ¢ OB3 MokeT W3MEHAThCS OO0BEM MUCHMIUIMHBI (MOOYJsA) B dacax,
BBIJICJICHHBIX HAa KOHTAaKTHYIO paboTy oOydJaromierocs ¢ mpenogaBaresieM (10 BHAAM YYCOHBIX
3aHATUIN) U HA CAMOCTOSTENBHYIO paboTy oOydaromierocst (Mpu TOM HE YBEJIWYUBACTCS KOJTUYECTBO
3a4€THBIX €AMHMII, BbIICJICHHBIX HA OCBOCHHUE JUCIUILINHBI).

@DOH/BI OIIEHOYHBIX CPEACTB aJaNTHPYIOTCS K OTPAaHUUYEHUSM 3[J0POBBSI U BOCIPUATHS UH(DOpMaLUn
00yJaroImMMHuCs.

OcHoBHBbIE (OPMBI TIPEICTABICHUS] OILICHOYHBIX CPEJICTB — B Te4aTHOH ¢dopme win B Qopme
AIIEKTPOHHOTO JIOKYMEHTA.

@DopMBbI KOHTPOJII M OLICHKH DPE3yJabTaroB oOydeHus wHBamuioB u jwmi ¢ OB3 ¢ HapymeHuem
3peHus:

— yCTHasl MPOBEpKa: TUCKYCCUH, TPEHUHTH, KPYIJIbIe CTOJIbI, COOECE0BaHNUs, YCTHbIE KOJNTIOKBUYMBI
uap.;

— C HCIIONb30BaHUMEM KoMmIbloTepa U crenuanbHoro I1O: pabora ¢ 2lEKTPOHHBIMU
o0Opa3oBaTeIbHBIMU peCypcaMu, TECTHpPOBaHHE, pedepaThl, KypCOBbIE MPOEKThI, AUCTAHIIMOHHBIC
(hopMBI, €CITH TIO3BOJISIET OCTPOTA 3pEHUS - rpadudecKue padoThl U Ap.;

— MPH BO3MOXXKHOCTH MHUCHMEHHAs IMPOBEpPKa C HCIOJIb30BAaHUEM pebe(PHO-TOUEUHON CHUCTEMBI
bpaiing, yBenuuenHoro wpudTa, HCIONB30BAHHWE CIEUHUAIBHBIX TEXHMYECKHX  CPE/ICTB
(TUGIIOTEXHUUECKUX CPEACTB): KOHTPOJBHBIE, Tpaduyeckue padOThl, TECTUPOBAHUE, TOMAIITHHE
3aJlaHus, 3¢Ce, OTYETHI U 1.

DopMBbI KOHTPOJIS U OIICHKH PE3YJbTAaTOB 00y4YeHHs MHBaIuA0B u uil ¢ OB3 ¢ HapymienuneMm ciyxa:
— MUChbMEHHAs MPOBEpKa: KOHTPOJIbHbIE, Tpaduyeckre paboThl, TECTUPOBAHKE, TOMALITHUE 3aJaHus,
3cce, MMUCbMEHHBIE KOJUIOKBUYMBI, OTYETHI U JIP.;
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— C HCHOJb30BaHMEM KOMIIBIOTEpA: paboTa € AIEKTPOHHBIMU 00pa3oBaTelIbHBIMU pPECYpCaMH,
TeCTHpoOBaHue, pedeparsl, KypCcoBbIe MPOEKTHI, Tpaduueckue pabOThl, TUCTAHIIMOHHBIE (OPMBI U
7p.;

— NPU BO3MOXKHOCTH YCTHasl MPOBEpPKa C HCIOJb30BAaHUEM CIIELUATbHBIX TEXHUYECKHX CPEICTB
(aynnocpencTB, CpeIcTB KOMMYHHUKAIlMU, 3BYKOYCHJIMBAIOIIECW ammaparypbl M Jp.): JHUCKYCCHH,
TPEHUHT U, KPYIVIblE CTOJIbI, COOEeCeI0BaHMs, YCTHbIE KOJUNTIOKBUYMBI U JIp.

@DopMBI KOHTPOJISI M OLICHKH DPE3yJabTaroB oOydeHus wHBamuioB u jwmn ¢ OB3 ¢ HapymeHuem
OTIOPHO-/IBUTaTeNIbHOTO arlapara:

— MUChbMEHHAs IPOBEPKa C UCIOIb30BAHUEM CIEIIMATBHBIX TEXHUYECKUX CPEICTB (JIbTepHATUBHBIX
CPEICTB BBONA, YMPABICHHUS KOMIIBIOTEPOM U Jp.): KOHTPOJIbHBIC, Tpaduieckue padoTHI,
TECTUPOBAHHUE, TOMAIlIHUE 3aJaHUs], ICCE, MUCbMEHHbIE KOJJIOKBUYMBI, OTUETHI U JP.;

— yCTHas TMpPOBEpKa, C HCMHOJIb30BAHMEM CIIEHUATbHBIX TEXHHUYECKHUX CPEACTB (CPEICTB
KOMMYHHUKAIUH): TUCKYCCUH, TPEHUHTH, KPYIJIbIE CTOJbI, COOECe0BaHuUs, YCTHBIE KOJUIOKBUYMBI U
7p.;

— C HCHOJb30BaHMEM KOoMIbiOTepa W crnenuanbHoro 11O (anmpTepHaTHBHBIX CpPEACTB BBOJAA M
VIpaBICHUS KOMIIBIOTEPOM U JIp.): paboTa C 3JICKTPOHHBIMH OOpa30BaTEIbHBIMH PECYypCaMH,
TeCTHpOBaHUE, pedeparbl, KypCOBBIC MPOCKTHI, Tpaduueckue pabOThl, AUCTAHIIMOHHBIC (HOPMBI
MpeanoYTUTENbHEE 00yYaroUMCs, OTPAaHUYEHHBIM B MTEPEIBUKEHUH U JP.

Ananranus npoueaypbl MPOBEICHUS TPOMEKYTOUHOM aTTecTaluu sl MHBAIMAOB | Jini ¢ OB3.

B xone mpoBeneHust MPOMEXYTOYHOM aTTeCTallMK MPeyCMOTPEHO:

— TpenbsBieHHE OOydYaloImMMCS TeYaTHBIX W (WJIM) SJEKTPOHHBIX MaTepuajioB B (dopmax,
aIalITUPOBAHHBIX K OTPAaHUYEHUSIM UX 3/I0POBBS;

— BO3MOXXHOCTb TOJIb30BaThC MHAMBUAYAIbHBIMU YCTPONCTBAMHU U CPEICTBAMH, MO3BOJIAIOIINMU
aJanTUPOBaTh MaTepHalibl, OCYIIECTBIATh, NpU€M U IMepenadyy HHPOpPMAIMH C YYETOM HX
MHANBUAYAIbHBIX 0COOEHHOCTEHH;

— YBEJTMUEHUE POIOJKUTEIbHOCTH MPOBEICHUS aTTeCTAllNN;

— BO3MOXHOCTb NPUCYTCTBUS aCCUCTEHTAa M OKa3aHMsI UM HEOOXOIMMOIl momomu (3aHsATh pabouee
MECTO, IEPEIBUTAThLCS, TPOYUTATh U O(DOPMHUTH 3aJ]aHNe, OOIIATHCS C TPETOAaBaTeIIeM).

@opMbl MPOMEKYTOUYHOM aTTecTalMud [l WMHBAIMAOB W jaul ¢ OB3 10mKHBI y4YHUTHIBATH
WHIWBHyaIbHBICE W TICUXO(pU3HYEeCKue 0CoOeHHOCTH oOydaromierocs/ooydatonuxcs mo AOITOIT
BO (yctHO, mrchmMeHnHO Ha Oymare, MUCbMEHHO Ha KOMITbIOTEpE, B (popMe TECTUPOBAHUS U T.11.).
CriennanbHble yclIOBUs, oOeclieurBaeMble B IMPOIIECCe MPENoJaBaHusl TUCIUIUIMHBI CTYJEHTaM C
HapYILICHUSAMHU 3pEHUS:

— MpeAocTaBiIeHre 00pa30BaTeIbHOTO KOHTEHTA B TEKCTOBOM 3JIEKTPOHHOM (hopMarte, MO3BOJISIOIIEM
MEePEBOAUTD IJIOCKONIEUATHYIO HH(OPMAIUIO B ayIUAIbHYIO WIH TAKTUIBHYIO OPMY;

— BO3MOXXHOCTh HCIIOJIb30BaTh HMHJWBUIYyaJbHbIE YCTPOWCTBA M CPENCTBA, IO3BOJIAIOIINE
aJanTUpOBaTh MaTepuajbl, OCYIIECTBIATh, MNpuéM M mepenadyy HUHGOpPMAUU C  y4eToM
MHAUBUAYAIbHBIX 0COOEHHOCTEH U COCTOSIHUS 310POBbS CTY/ICHTA;

— TMPeNOCTaBICHUE BO3MOXXHOCTU TMPEAKYPCOBOIO O3HAKOMJIEHHMSI C COJEp)KaHHeM y4eOHOi
TUCHMIUIMHBL MU MaTepHalioM MO Kypcy 3a cy€T pasMenieHus MHbopMaly Ha KOPHOPaTHUBHOM
o0pa3oBaTeIbHOM MOPTAJIE;

— HUCIOJb30BaHME YETKOTO M YBEJIMYEHHOTo MO pazMmepy mipudra U rpaguueckux OOBEKTOB B
MYJIBTUMEIUMHBIX TPE3EHTAUSX;

— UCTIOJIb30BAHNE HHCTPYMEHTOB «JIyTIa», «IIPOXKEKTOP» MpHU paboTe C HHTEPAKTUBHOM TOCKOM;

— 03ByYHMBaHHE BU3YyaJIbHON MHGOPMAIIIH, ITPEICTABICHHON 00yJaroMMCs B X0O/I€ 3aHATUH;

— obecrnieueHue pa3gaTouHbIM MaTepuasoM, AyOIupyoUM HH(OPMALKIO, BEIBOAUMYIO Ha DKpaH;

— HaJIMYMe MOANUCEN U OMHCAHUS Y BCEX HCIOIB3YEMbIX B Mpollecce O0yYeHHs] PUCYHKOB M MHBIX
rpaduyeckux 0ObEKTOB, UTO JAET BOSMOXKHOCTh MIEPEBECTH MUCHbMEHHBIN TEKCT B ayIUaIbHBIN;

— obecreyeHre 0co00ro peyeBoro pexuma MpernoiaBaHus: JIEKIIMH YUTAIOTCSI TPOMKO, pa3dopuuBo,
OTYETAMBO, C Tay3aMHd MEXIy CMBICIOBBIMH OllokamMu HHpopMmaluu, obecrneunBaeTcs
MHTOHHPOBAHKE, TOBTOPEHHUE, aKIIECHTUPOBAHKE, TPOPUITAKTHKA PACCEUBAHUS BHUMAHMUS;

— MUHHUMM3AIUS BHEIITHETO IITyMa U 00€CIICUeHHE CTIOKOMHON ayTnalbHOW 00CTaHOBKU;

— BO3MOXXHOCTh BECTH 3alUCh y4eOHON WHOOpPMAIMU CTYICHTaMH B yIOOHOW sl HUX (opme
(aynnanpHO, ayTMOBHU3yaJbHO, HA HOYTOYKE, B BIJI€ TIOMETOK B 3apaHee MOJATOTOBICHHOM TEKCTE);

— YBEJTMYEHHUE JO0IH METOJIOB COIMANIbHON CTUMYIISALUU (0OpaleHre BHUMAHUS, alleJUISIHs K
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OTpaHUYEHUSIM IO BPEMEHH, KOHTAKTHbIE BUABI Pa0OT, IPYMNIOBLIE 3aJaHUs U JIp.) Ha MPaAKTUUYECKUX
1 1a00OpaTOPHBIX 3aHITHSIX;

— MUHUMHU3HUPOBAHME 33JaHUM, TPeOYIONIMX AaKTHMBHOTO HCIIOJIb30BAaHUSl 3PUTEIBHON MaMATH U
3pUTEIILHOTO BHUMAHUS;

— NMPUMEHEHHE MOATAMHOM CUCTEMBI KOHTPOJIs, O0jiee YacThlii KOHTPOJIb BHIMIOJIHEHUS 3aJaHUM JUIs
CaMOCTOSITEIBHONU PaOOTHI.

CrennanbHble yclioBUs, oOeclieurBaeMble B IMPOIIECCe MPENoJaBaHusl TUCIUIUIMHBI CTYJEHTaM C
HapyLICHUSMH OIOPHO-/IBUTaTEILHOTO anmnapara (MaJoOMOOWIbHbIE CTYE€HThI, CTYyACHTbI, UMEIOIIHE
TPYAHOCTH MEPEABIKEHUS U MaTOJIOTHIO BEPXHUX KOHEYHOCTEHN):

— BO3MOXXHOCTh HCIONIb30BaTh CHEIHAIbHOE MPOrpaMMHOE OOecledeHre | CHEelUalIbHOe
o0opyaOBaHME U TO3BOJISIONIEE KOMIIEHCUPOBATH JBHUraTelIbHOE HapylleHHE (KOJSICKH, XOIyHKH,
TPOCTH U JIp.);

— TMPeNOCTaBICHUE BO3MOXXHOCTU TMPEAKYPCOBOIO O3HAKOMJICHHMSI C COJEp)KaHHeM y4eOHOM
TUCHMIUIMHBL M MaTepHalioM MO Kypcy 3a c4€T pasMenieHus MHbopMaly Ha KOPHOPaTHUBHOM
o0pa3oBaTeIbHOM MOPTAJIE;

— MPUMEHEHUE TOTIOTHUTEIBHBIX CPEACTB aKTUBU3AIUH MPOIIECCOB 3alIOMUHAHUS U TOBTOPEHUS;

— OIOpa Ha OIpeJIeJICHHbIE U TOYHbIE TOHATHS;

— UCTIOJIb30BAHUE I WILTIOCTPAIIUN KOHKPETHBIX IPUMEPOB;

— MPUMEHEHHUE BOIIPOCOB JUIsi MOHUTOPUHTA TIOHUMAaHUS;

— pasaeNneHye u3y4aeMoro MaTepurasia Ha HeOOIbIlKe JOrHuecKe OJIOKH;

— YBEJIMYEHHE JI0JIM KOHKPETHOTO MarepHalia U COOIIOIEHUE MPUHIUIA OT MPOCTOTO K CIOKHOMY
Mpu OOBSICHEHUH MaTepHaa;

— Hanmuyue 4€TKOM CHCTEMbl M alTOPUTMa OpPraHU3allMU CaMOCTOSITENIbHBIX PaboT M MPOBEPKHU
3aJIaHAK ¢ 00SI3aTEIIPHON KOPPEKTUPOBKOM 1 KOMMEHTAPHUSIMH,

— yBEJMYEHHE JO0JM METOAOB COLUAIbHONW CTUMYISUUM (oOpallleHHe BHHUMAaHUS, ammessiuus K
OTpaHUYEHUSIM 110 BPEMEHH, KOHTAKTHBIE BUBI pa0oT, TPYNIIOBbIE 3a1aHus Ap.);

— obecrmeueHne OECIPENATCTBEHHOTO JOCTYIIA B IOMEIICHHS, a TAKXKE MPEObIBAaHUS HUX;

— HaJM4Yue BO3MOXKHOCTH HCIOJIb30BaTh MHIMBUIYyaJbHbIE YCTPOWCTBA U CPENCTBA, MO3BOJISIONINE
00ecreunTh peajan3aluio 3PrOHOMUYECKUX MPUHLHUIOB U KOMGOpPTHOE MpeObIBaHWE HAa MECTE B
TEUEHHUE BCETo Mepuoja yuéonl (IMOACTaBKH, CIICUAIbHBIE TIOYIIKH U JIp.).

CriennanbHble yclloBUs, oOeclieurBaeMble B IMPOIIECCe MPENoJaBaHusl TUCIUIUIMHBI CTYJEHTaM C
HapyIIEHUAMH cliyXa (Tiyxue, c1aboCbIaniie, o3 IHOOTIIOXIINE):

— MpeAocTaBiIeHre 00pa30BaTeIbHOTO KOHTEHTA B TEKCTOBOM 3JIEKTPOHHOM (hopMarte, MO3BOJISIOIEM
MEPEBOANUTD ayIuaIbHYI0 (POPMY JIEKIIHH B IJIOCKONEUaTHYIO0 HH(OPMALIUIO;

— HajJu4ue BO3MOXKHOCTH HCIIOJNb30BaTh WMHIWBUYaJbHbIE 3BYKOYCHJIMBAIOIIHME YCTPOWCTBA H
CYPIOTEXHHUYECKUE CPEICTBA, IMO3BOJISIONIME OCYIIECTBIATh MpUEM M TMepedady HH(opMauuu;
OCYIIECTBIIATh B3aMMOOOpATHBIM IMEPEBOA TEKCTOBBIX M aynno(daitsioB (OJOKHOT JJIsi PEYEBOTO
BBOJIa), a TAK)KE 3allUCh M BOCIIPOU3BEICHUE 3pUTENbHON HH(pOpMaLIUK;

— HaJM4Yue CUCTEMbl 3a/laHui, 00eCHeuMBaOIINX CHUCTEMAaTH3alUI0 BepOalbHOIO Marepuania, ero
CXeMaTH3alluIo, epeBo]] B TAOIUIIbI, CXEMBbI, OIOPHBIE TEKCTHI, TIIOCCAPHIA;

— HaJU4Me HaISJHOTO COMPOBOXKIEHUS M3y4aeMOro marepuajna (CTpyKTYpPHO-JIOTHUECKHE CXEMBI,
TaOnuIpl, Tpaduku, KOHIEHTpHpYIOmMe W o00oOmIaronme WHGOPMAIMIO, OMOPHBIC KOHCIEKTHI,
pa3IaToOYHBIA MaTepHa);

— Hanmuyue 4€TKOM CHCTEMbl M alTOPUTMa OpraHU3allMU CaMOCTOSITENIbHBIX PaboT M MPOBEPKHU
3aJIaHAK ¢ 00SI3aTEIIPHON KOPPEKTUPOBKON 1 KOMMEHTAPHUSIMH,

— o0ecreuyeHrue MPaKTUKU OMNEpPeXarollero YTEHHUs, KOrja CTYAEHTBbl 3apaHee 3HaKOMSTCS C
MaTepuajioM U BBIJCIAIOT HE3HAKOMbIE U HETIOHSTHBIE CJI0BA M (DparMeHThI;

— 0COOBIN pedeBol pexuM padoOThI (0TKa3 OT IJIUHHBIX (Ppa3 M CIOKHBIX MPEIIOKECHHM, XOpoITast
apTUKYJSIUS; YETKOCTh M3JIOKEHUS, OTCYTCTBUE JIMIIHUX CIIOB; MOBTOpeHHE (pa3 O6e3 M3MeHEeHus
CJIOB U TOPSIIKA UX CJIeI0BaHUs; 0OecrieueHre 3pUTEIbHOr0 KOHTAKTa BO BpeMsi TOBOPEHUS U UYyTh
0osiee MEAJIEHHOTO TEMIIA Pe4H, UCTIOIb30BAHHE €CTECTBEHHBIX KECTOB U MUMUKN);

— 4y€TKoe COOJIOIEHNE aJNroOpyuTMa 3aHIATHS M 3alaHuM JUIsl CaMOCTOSITeNIbHOM padoThl (Ha3bIBaHUE
TEMbI, TIOCTAHOBKA II€JIM, COOOIIEHNE U 3alKCh IJIaHa, BbIJEIIEHUE OCHOBHBIX MOHITHA U METOJOB
UX U3y4YEHHUs, YKa3aHHE BUJAOB JAEITEIBHOCTH CTYIEHTOB M CIOCOOOB TPOBEPKH YCBOEHUS
Marepuasa, CJoBapHas padora);
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— coOmofieHue TpeOOBaHUI K TPEABABIIEMBIM YyU4eOHBIM TeKCcTaM (pa30WBKa TEKCTa HAa YacTH;
BbIJIEJICHUE OMOPHBIX CMBICIOBBIX MyHKTOB; UCIIOJIb30BaHUE HATIISTHBIX CPEACTB);

— MUHHMM3AIHUS BHEIIHUX IIyMOB;

— MpeA0CTaBICHNE BO3MOXKHOCTH COOTHOCUTH BepOaIbHbIN U rpaduuecKuii MaTepual; KOMIUIEKCHOE
UCIOJIb30BaHUE MUCbMEHHBIX U YCTHBIX CPEJCTB KOMMYHUKAIIUU MIPHU paboTe B TPYIIIIE;

— COUETaHWE Ha 3aHATUAX BCEX BHUJIOB PEUYEBON NEATEIBHOCTH (TOBOPEHMS, CIIyIIAHUS, YTEHUS,
MUChMA, 3pUTEIBLHOTO BOCIPUATHUS C JIULIA TOBOPSIIETO).

CriennanbHble yclloBUs, oOeclieurBaeMble B IMPOIIECCe MPENoJaBaHusl TUCIUIUIMHBI CTYJEHTaM C
npounmMu Bugamu Hapymenud (JLII ¢ wapymeHusMu peuu, 3a0o0jeBaHHUS SHIOKPUHHOM,
[IEHTPaJIbHON HEPBHOU U CEPACUYHO-COCYIUCTON CUCTEM, OHKOJIOTHYECKUE 3a001eBaHu ):

— HaJM4Yue BO3MOXKHOCTH HCIOJIb30BaTh MHIMBUIYyaJbHbIE YCTPOWCTBA U CPENCTBA, MO3BOJISIONINE
OCYUIECTBIIATh MPUEM U Tiepeaady nHGopMauy;

— HaJM4YUe CUCTEMbl 3a/laHui, 00eCMeuMBaIOIINX CHUCTEMAaTH3alUI0 BepOalbHOIO Marepuania, ero
CXeMaTH3alluIo, epeBo]] B TAOIHUIIbI, CXEMbI, OIOPHBIE TEKCTHI, TIIOCCAPHIA;

— HaJINYMe HaIVISIAHOTO COMPOBOXKICHUSI M3y4aeMOro MaTepuaia;

— Hanmuyue 4€TKOM CHCTEMbl M alTOPUTMa OpPraHU3allMU CaMOCTOSITENIbHBIX PaboT M MPOBEPKHU
3aJIaHAK ¢ 00SI3aTEIIPHON KOPPEKTUPOBKON 1 KOMMEHTAPHUSIMH,

— o0ecrevyeHrue MPaKTUKU OMNEpeXarollero YTeHHUs, KOrja CTYAEHTBbl 3apaHee 3HaKOMSTCS C
MaTepuajioM U BBIJCISIOT HE3HAKOMbIE U HETIOHSATHBIE CJI0BA M (DParMeHThI;

— MpeA0CTaBIECHNE BO3MOXKHOCTH COOTHOCUTH BepOaIbHbIN U rpaduuecKuii MaTepual; KOMIUIEKCHOE
UCIOJIb30BaHUE MUCbMEHHBIX U YCTHBIX CPEJCTB KOMMYHUKAIIMU IIPH paboTe B TPYIIIIE;

— COUETaHWE Ha 3aHATUAX BCEX BHJIOB PEUEBON NEATEIBHOCTH (TOBOPEHMS, CIIyIIAHUS, YTEHUS,
MUChMa, 3pUTEIHHOTO BOCIPUATHUS C JIULIA TOBOPSIIIETO);

— MpeAocTaBiIeHre 00pa30BaTeIbHOTO KOHTEHTA B TEKCTOBOM 3JIEKTPOHHOM (opMmare;

— TMPeNOCTaBICHHE BO3MOXXHOCTU TMPEAKYPCOBOIO O3HAKOMJIEHHMSI C COJEp)KaHHueM y4eOHOi
TUCHMIUTMHBL M MaTepHalioM IO Kypcy 3a c4é€T pasMenieHus MHGopMaly Ha KOPHOPaTHUBHOM
o0pa3oBaTeIbHOM MOPTAJIE;

— BO3MOXXHOCTh BECTH 3alUCh y4eOHON WH(OOpMAIMU CTYICHTaMH B yAOOHOW uisi HUX (opme
(aynnanpHO, ayTMOBU3yaJbHO, B BUJIE IIOMETOK B 3apaHee MOATOTOBIEHHOM TEKCTE);

— MPUMEHEHHE MOATAMHON CUCTEMBI KOHTPOJIs, O0jiee YacThlii KOHTPOJIb BHIMOJIHEHUS 3aJaHUM JUIs
CaMOCTOSITEIIbHON PabOoTHI,

— CTUMYJIMPOBaHUE BBIPAOOTKH y CTYACHTOB HABBIKOB CAMOOPTaHU3AIMU U CAMOKOHTPOJIS;

— HaJIM4Ke Tay3 JUIsl OTAbIXa U CMEHBI BU/IOB JESITELHOCTH 110 XOAY 3aHATHUS.

10. MeTonnueckue peKOMeHIalUM M0 OCBOCHUIO M CUMILTUHBI (MOIYJIA)

JucuunnuHa "J{OKyMEHTUPOBAaHUE YIPABIECHUYECKOM NEATEIBHOCTU" BEAETCA B COOTBETCTBUU C
KaJeHJapHBIM Y4eOHBIM IIJIAHOM M PACIIMCAHUEM 3aHITUHN 1O HelensM. TeMbl IPOBEICHUS 3aHATHI
OTIPEIEIISIOTCS TEMAaTUYECKUM IIJIAHOM paboueil mporpaMmbl IUCIUTLTAHBIL.
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