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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 no cienmanprocTrn CrienmanpHOCTh: 38.05.01 DxoHOMHUEcKass 6€30MacHOCTh, YTBEPKIAECHHOTO
npukazoM MwuHoOpHayku Poccunm ot 14.04.2021 Ne293, ¢ yd4eToM TpyIOBBIX (PYHKIHI
npodeCcCHOHAIBHBIX cTaHAapTOB: "CHEeruaiucT Mo YIpaBICHUIO PUCKaMH'', YTBEPKIEH MPUKA30M
Muntpyna Poccuu ot 30.08.2018 Ne 564n; "Cnenuanuct no ¢uHAHCOBOMY MOHHTOPHUHTY (B cdepe
MPOTUBOJCICTBUS JIETAIMU3AIMH JTOXO/I0B, TOJIYUYEHHBIX MPECTYMHBIM MyTeM, U (UHAHCHUPOBAHHIO
Teppopusma)", yTBepxkacH mnpukazom MuHTpyna Poccum ot 24.07.2015 Ne 512H; "OxoHOMHCT
npeanpuatus”, yreepxkiaeH npukazoM Muntpyaa Poccun ot 30.03.2021 Ne 161n; "BHyTpenHwmit
aynutop", yrBep:xkeH nprukazom Muntpyna Poccun ot 24.06.2015 Ne 398H.

CormnacoBaHue U yTBEPKACHUE

ITonpa3nenenue
No 17003 ) OTBETCTBEHHOE PUO Busa Jlara, mpoTOKOT
KOJUIETUAJIBHBIN JIALIO (Ipu HaNMUYUN)
opras
1 | YopaBnenus u | 3aBeayromiuii TonmaueB A.B. CornmacoBano | 13.05.2024, Ne
MapKeTHHIa kagenpox, 18
PYKOBOIHUTEH
MOpa3IeICHIS,
peanu3yomero
OIl1
2 |9xonomuueckuit | [Ipencenarens TonmaueB A.B. CormacosaHo 16.05.2024, Ne
dakynpTeT METOINYECKOM 11
KOMHUCCHHU/COBET
a
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1. Heab 1 3a1a4um 0CBOEHMSI TUCUMUIIIMHBI (MOLYJIs1)

Llenb OCBOGHMS JUCHMIUIMHBI - SBISETCS (OPMHUPOBAHHE KOMIUIEKCa 3HaHMUA 00
OpFaHI/I3aI_[I/IOHHI:IX, Hay‘-IHbIX U MCTOAMYCCKHUX OCHOBax ,[[OKyMeHTI/IpOBaHI/IH praBHqueCKOﬁ
ACATCIIBHOCTU U OCHOBAax OpFaHI/ISaHI/II/I paGOTbI C I[OKYMGHTaMI/I HpeI[HpI/ISITI/ISI C HUCIIOJIB30BAHU-CM
COBpCMeHHLIX aBTOMaTI/ISI/IpOBaHHLIX TGXHOJIOFI/Iﬁ B yC.HOBI/ISIX HNHHOBAIIMOH-HOT'O pa3BI/ITI/I$I.

Banatm 1/13yquH51 AUCIUITIJIINHBI:

- [ ¢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, unouxamopul u pesynvmameol 00y4eHus.

[TK-T18 CriocoGeH oCyIIecTBIATh JOKYMEHTAMOHHOE 00ecieueHIe YIPaBICHYECKOI e TeIbHOCTH
C yY4eTOM TMpPHHATUS CTPATETUYECKUX  pEIICHUI, aHTUKPU3UCHBIX Mep B  YCIOBHSX
HEOIPEeIEHHOCTH U PUCKOB

ITK-I18.1 OcymecTBisier JOKYMEHTallUOHHOE obecrieueHne
OpraHMU3alIOHHO-YIIPABIEHUYECKOHN 1€ATEIbHOCTH
3namo:

[IK-I18.1/301 HOKyMEHTAIMOHHOTO OOECIeUeHUs OpraHU3alMOHHO-YIIPABICHYECKOM

JIEeATEIIbHOCTH

Yuems:

[IK-I18.1/Ym1 OcymecTBIsITh JIOKyMEHTAIMOHHOE oOecrieuenue
OpraHU3aIMOHHO-YTPABICHYECKOH IESITEIIbHOCTH

Brnaoemw.:

[K-I18.1/HB1 OcyiecTBieHus JOKYMEHTAL[UOHHOTO obecrieyeHne

OpI‘aHI/ISaLII/IOHHO-YHpaBHqueCKOﬁ NCATCIIbHOCTHU
3. MecTo aucuMiuinHbl B cTpykrype OIl

JuctmiuimHa  (Momynb)  «JlokyMeHTanoHHOe OOecreueHne YIpaBICHYECKOW JIesTeTbHOCTH
OTHOCHTCSI K (hOpMHpYEMON y4aCTHUKAMH OOpa30BaTEIbHBIX OTHOIIECHUH YacTH 00pa30BaTeIbHOM
nmporpaMMbl U u3ydaeTrcsi B cemectpe(ax): Ounas dopma oOyuenus - 8, OuHo-3aouyHas (opma
oOydenus - 8.

B npouecce u3yueHus: AMCUUIIIMHBI CTYIEHT TOTOBUTCS K BUAaM MPo(eccHoHaIbHON JesITeIbHOCTH
U pemieHuio npodecCHoHaNbHBIX 3amad, npeaycMoTpeHHbix PI'OC BO wu o6pa3oBarenbHOU
MPOTPaMMOii.

4. O0beM TMCHUIVIMHBI U BUAbI Y4e0HOI padoThl
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16| IIK-II8.1

4

4

24

Pa3nen 1. MeTomosiornueckue
OCHOBBI JOKYMEHTHPOBAHUSA
ylpaBJjieHYeCKOM 1esiTeIbHOCTH.
Tema 1.1. BBenenue B
JTUCHUIUINHY: TOKYMEHT B
CUCTEME yNPaBIICHUS.
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Tema 1.2. Yaudukauus u 5 1 4
CTaHJapTH3a-1IUs
YIPaBIEHYECKUX JTOKYMEHTOB.

Tema 1.3. OcHOBHBIE TTpaBUIIA 7 1 2 4
odopmIleHHUs yIpaBIeHYECKUX

JIOKYMEHTOB.

Tema 1.4. OcobenHoCcTH 7 1 2 4

COCTaBJICHUS ¥ 0(OPMIICHHS
OpraHU3aIOHHO-PACTIOPSIIUTENH
HBIX IOKYMEHTOB.

Paznen 2. Teorepuueckoe 18 2 4| 12| IK-II8.1
o(opMiIeHHE TOKYMEHTOB.
Tema 2.1. OcobenHOCTH 7 1 2 4

COCTaBJICHUS ¥ 0(OPMIICHHS
CIPaBOYHO-UH()OPMAIIMOHHBIX U
CIPaBOYHO-AaHATUTUYECKHX

JTOKYMEHTOB.
Tema 2.2. CiryxeOHast 6 1 1 4
KOPPECIOHICHIINS.

Tema 2.3. JIoKyMeHTHI 110 5 1 4

JIMYHOMY COCTaBY U BEJICHUE
KaJpOBOM TOKyMEHTALUU.

Pa3znen 3. TpeOoBaHUs K TEKCTY 29 29| TIK-II8.1
JOKYMEHTA.

Tema 3.1. SI3bIK 1 cTHIIL 6 6
CITyeOHOTO TOKyMEHTA.

Tema 3.2. CucreMaTuzanusa 7 7
JIOKyMEHTOB U UX XpaHCHHUE.

Tema 3.3. Opranuszanus 8 8
JIETOTIPOU3BOICTBA B

YUPEIKICHUH.

Tema 3.4. Ucnionb3oBaHuE 8 8

COBPEMEHHBIX NTHHOBALIMOHHBIX
KOMITbIOTEPHBIX TEXHOJIOTHH B
JTOKyMEHTO000pOTEe YUpEeKICHHH,
MIPEANPUATHNA, OpraHU3aLUi.

Pa3znen 4. 3a4érT. 1 1 TIK-T18.1
Tema 4.1. IlonroToBka K 1

MIPOMEKYTOYHOM aTTECTAIIHH.

Hroro 72 1 6 8| 57

Ounas ghopma obyuenus
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Pa3gen 1. MeTogo1orudecKue 21 5 8 8| IIK-II8.1
OCHOBBI JOKYMEHTHPOBAHUS
yIpaBJieHYeCKOii 1esiTe TbHOCTH.
Tema 1.1. Benenue B 5 1 2 2
JTUCITUTUINHY: TOKyMEHT B
CUCTEME yTIPaBIICHHUS.
Tema 1.2. Yaudukauus u 5 1 2 2
CTaHJapTH3a-1IHS
YIPaBIEHYECKUX TOKYMEHTOB.

Tema 1.3. OcHOBHBIE TTpaBUIIa 6 2 2 2
odopmIleHHUs yIpaBIeHYECKUX

JIOKYMEHTOB.

Tema 1.4. OcobenHocTH 5 1 2 2

COCTaBJICHUS ¥ 0(OPMIICHHS
OpraHU3aIOHHO-PACTIOPSIIUTENH
HBIX IOKYMEHTOB.

Paznen 2. Teorepuueckoe 16 5 6 5| TIK-I18.1
o(opMiIeHHE TOKYMEHTOB.
Tema 2.1. OcobenHOoCTH 5 1 2 2

COCTaBJICHUS ¥ 0(OPMIICHHS
CIPaBOYHO-UH()OPMAIIMOHHBIX U
CIPAaBOYHO-AHATUTUIECKHX

JIOKYMEHTOB.
Tema 2.2. CiryxeOHast 5 2 2 1
KOPPECIIOHAEHIIUS.

Tema 2.3. JIoKyMeHTHI 110 6 2 2 2

JIMYHOMY COCTaBY U BEJICHUE
KaJpOBOM TOKyMEHTALUU.

Pasnen 3. TpeGoBaHus K TEKCTY 34 6| 12| 16| IIK-II8.1
JOKYMEHTA.

Tema 3.1. SI3bIK 1 cTHIIL 8 2 2 4
CITy€OHOTO TOKyMEHTA.

Tema 3.2. CucreMaTuzanusa 8 2 2 4
JIOKyMEHTOB U UX XpaHCHHUE.

Tema 3.3. Opranuszanus 8 4 4
JIEIOTIPOU3BOICTBA B

YUPEIKICHUH.

Tema 3.4. Ucnionbp3oBaHue 10 2 4 4

COBPEMEHHBIX NTHHOBALIMOHHBIX
KOMITbIOTEPHBIX TEXHOJIOTHH B
JTOKyMEHTO000pOTE YUpEeKICHHH,
MIPEANPUATHNA, OpraHU3aLUH.

Pa3znen 4. 3a4érT. 1 1 TIK-T18.1
Tema 4.1. IlonroToBka K 1

MIPOMEKYTOYHOM aTTECTAIIHH.

Hroro 72 1| 16| 26| 29

5. Conep:xanue pa3aesnoB, TeM JTUCUUIIIIMH

Pa3zoen 1. Memooonozuueckue 0CHO8bl 0OKYMEeHMUPOBAHUSA YRPABIEHYUECKOU 0eameTbHOCHU.
(Ounaa: Jlekyuonnwvie zauamusa - 5u.; Ilpakmuueckue 3anamua - 8u.; CamocmoamenvHas
paooma - 8u.; Ouno-zaounan: Jlekyuonnvie 3anamusn - 4u.; Ilpakmuyeckue zanamusn - 4u.;
Camocmosamenvhan paboma - 16u.)
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Tema 1.1. Beeoenue 6 oucyuniumny. OOKYMeHm & cucmeme ynpaeieHus.

(Ounas: Jlexyuonnvle 3anamus - 1u.; Ipakmuyeckue 3anamus - 24.; Camocmosmenvhas paboma -
2y.; Oyno-3aounas: Jlekyuonnvle 3anamus - 1u.; Camocmosmenvhasn paboma - 44.)

1.Ilpenmer, 3aaun, CTPYKTYpa AUCIUIUIMHBI.

2.JIoOKyMEHTHUPOBaHUE YIIPABICHYECKON JACSITEILHOCTH, OpraHU3aIus paboThl ¢ JOKYMEHTaMHU.
3.OCHOBHBIE HCTOPUUYECKHUE FTAIBI PA3BUTHS JI€TI0-NIPOU3BOACTBA B Poccum.

Tema 1.2. Yhughukayus u cmanoapmu3za-yus ynpasien4eckux 00KyMeHmos.
(Ounas: Jlexyuonnvie sanamus - 1u.; [Ipaxmuueckue 3anamus - 2u.; Camocmosmenvras paboma -
24.; Ouno-3aounas: Jlekyuonnvie 3anamus - 1u.; Camocmosmenvras paboma - 44.)

VYuaudukanusa u craHmapTuzanus. YHUDUKAIUS JTOKYMEHTOB MO (GopMe M COCTaBy. YHUDUKAIUS
oymaxHbIx opmaroB (A3, A4, AS, A6).

OKIIO, OKV]I, OKOHX. [ocy-napcTBeHHass cucTeMa JOKYMEH-TallMOHHOTO oOecreueHus
ympas-neans (I'CHOY).

Tema 1.3. OcHosHbie npasuna oghopmierust YnpasieHuecKux 0OKyMeHmo8.

(Ounas: Jlexyuonnvie sanamus - 2u.; [Ipaxmuueckue 3anamus - 24.; Camocmosmenvras paboma -
24.; Ouno-3aounas: Jlekyuonnvie 3auamus - 1y.; Ilpakmuueckue 3auamus - 2u.; CamocmosamenvHas
paboma - 4u.)
1.®@opMyIisip TOKyMEHTA.
2.TunoBoit hopmMyIsap JOKYMEHTA.
3.®opmyisip-obpaser]. PekBU3UT JOKYMEHTA.

Tema 1.4. Ocobennocmu cocmaenieHusi U OQOPMIEHUS OPSAHUZAYUOHHO-DACHOPAOUMETLHBIX
OOKYMEHMO8.

(Ounas: Jlexyuonnvie 3anamus - 1u.; Ipakmuyeckue 3anamus - 24.; Camocmosmenvhas paboma -
2y.; Ouno-3aounas: Jlekyuonnvie 3anamus - 14.; Ilpakmuueckue 3anamus - 24.; CamocmosmenvHas
paboma - 4u.)
1.OpranuzaimoHHO-pacnopsIANTEIbHAS TOKYMEHTALIHS.
2.0pranu3alOHHbIE JOKYMEHTBHI.
3.PacniopsimuTenbHbIe TOKYMEHTHI.
4.JIOKyMEHTHPOBAaHHE NHHOBAIIMOHHBIX MPOIECCOB.

5. JlokyMeHTHpOBaHHE pa3paboTKU U peaan3aliil HHHOBAIIMOHHBIX TPOEKTOB.

Pazoen 2. Teomepuueckoe oghpopmnenue 00KymeHnmoe.

(Ounan: Jlekyuonnwvie 3anamusn - 54.; Ilpakmuueckue 3anamusa - 64.; CamocmoamenvHasn
paboma - 5u.; Ouno-zaounan: Jlekyuonnvie 3auamusn - 2u.; Ilpakmuueckue 3anamusn - 4u.;
Camocmoamenvhan pavoma - 12u.)

Tema 2.1. Ocobennocmu cocmagnenusi u O@opMmieHUs CRPasoYHO-UHDOPMAYUOHHBIX U
CNPABOYHO-AHANUMUYLECKUX OOKYMEHMOB.

(Ounas: Jlexyuonnvie sanamus - 1u.; [Ipaxmuueckue 3anamus - 2u.; Camocmosmenvras paboma -
24.; Oyno-3ao0unas: Jlekyuonnvie 3anamus - 1u.; [Ilpakmuueckue 3auamus - 24.; Camocmosmenvuas
paboma - 4u.)
1.CrpaBo4HO-UH(pOPMALIMOHHBIE JOKYMEHTHI.

2. CipaBOYHO-aHAIUTUYECKUE JOKYMEHTHI.
3.CnpaBka Kak OCHOBHOM TOKYMEHT JaHHOTI'O THIIA.
4.J10KyMEHTHUPOBa-HHUE KOJUIETHATbHOU IEATETbHOCTH.
5.JloknagHble ¥ O0bACHUTEIbHBIC 3aIMMCKH.
6.3asBrIeHUE.
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Tema 2.2. CnyscebHas KoppecnoHOeHyus.

(Ounas: Jlekyuonnvle 3anamus - 24.; Ilpakmuyeckue 3auamus - 24.; Camocmosmenvhas paboma -
1u.; Ouno-3aounas: Jlexyuonnvie 3anamus - 1u.; [lpakmuyeckue 3anamus - 1u.; Camocmoamenvras
paboma - 4u.)
1.Ciry>xe0Hast KOppeCIIOHICHITHS.
2.Pa3HOBUIHOCTH JI€JIOBBIX ITUCEM.
3.Jlornueckas cxema pacroioxe-Husi UHQOpMaluy B MHCbMaXx.

4 MextyHapOoAaHbI€ MHUChMA.
5./I0KyMEHTBI 110 JINYHOMY COCTaBY.
6./10KyMEHTUpOBaHNE NMHHOBALMOH-HBIX PELICHUI.

Tema 2.3. J[okymeHmbl no TUYHOMY COCMABY U 8e0eHUe KAOPOBOU OOKYMEeHMAayuUuU.
(Ounas: Jlexyuonnvie sanamus - 2u.; [Ipaxmuueckue 3anamus - 24.; Camocmosmenvras paboma -
2u.; Ouno-3aounas: Ilpakmuueckue 3anamus - 14.; Camocmosmenvras paboma - 44.)

1.JIoKyMEHTBI 110 JIMYHOMY COCTaBY (TIEPCOHAITY).

2. TpynoBoit KOHTpPaKT (JOTOBOP).

3.[Ipuka3sbl M0 IMYHOMY COCTaBY U KaJpOBbIE MPUKA3bl, UX OTIUYUSI.
4.Pe3roMe Kak HOBBIN BUJl TOKYMEHTA.

Pazoen 3. Tpebosanusa k mekcmy 0OKymenma.
(Ounasn: Jlekyuonnwvie 3anamusn - 6u.; Ilpakmuueckue 3anamusa - 12u.; Camocmoamenvuasn
paooma - 164.; Quno-3aounaa: Camocmoamenvnas pavoma - 29u.)

Tema 3.1. A3vik u cmunv CyscebHO020 OOKYMeHmA.

(Ounas: Jlexyuonnvle 3anamus - 24.; Ilpakmuyeckue 3auamus - 24.; Camocmosmenvhas paboma -
4y.; Ouno-3aounasn: Camocmosmenvras paboma - 64.)

1.Jloruueckas CTpyKTypa TEKCTa TOKyMEHTA.

2.513bIK ¥ CTUITB CITy-)KEOHBIX TOKYMEHTOB.

3.0¢unmansHo-1e710B0H QyHKIIMOHATBHBINA CTUIb.

4. 9KCTpaTUHTBUCTUYECKHIE PU3HAKU CTUJIS.

5.MadopMaTUBHOCTP ¥ JIAKOHUYHOCTh KAaK KOHKYPHPYIOIIHE XapaKTEPUCTHKU TEKCTOBOTO
JOKYMEHTA.

Tema 3.2. Cucmemamuszayus 0OKYMEHMO8 U UX XpaHeHue.
(Ounas: Jlexyuonnwvie sanamus - 24.; [Ipaxmuueckue 3anamus - 24.; Camocmosmenvras paboma -
4y.; Oyno-3aounasn: Camocmosmenvras paboma - 74.)

1.CucremaTtuzanus JOKyMEHTOB.

2.I'pynnupoBKa TOKYMEHTOB B IEPBUYHBIC KOMILICKCHI.
3.Iloustre «nemoy.

4 Ilpuanumns! GopMUPOBaHUS JIETT.

5.Homenkiarypa aen npeanpusiTus.

6.1lepenaya TOKyMEHTOB B apXHB.

7.VlHHOBaMM B 00JIACTH CHCTEMATHU3aIluU JOKYMEHTOB.

Tema 3.3. Opeanuzayus 0en1onpou3800Cmea 8 yupencoeHuu.

(Ounaa: Ilpaxmuueckue 3aumamusn - 4u.; Camocmosmenvras paboma - 4y.; OuHO-3a0uHaA:
CamocmosmenvHas paboma - 8u.)

1.CtpykTypHBIE TOAPA3AEICHUS, OCYIIECTBIAIONINE JOKYMEHTOO0OPOT B YUPEKICHUU.
2.JIoOKyMeHTBI, periIaMeHTUPYIOIIHE Pad0Ty B YUPESIKICHHH.

3.MHCTpYyKIMS TIO ACJIONPOU3BOJICTBY.

4.Opranuzaiiyisi 1eJ10MPOU3BOACTBA B YCIOBUSAX HHHOBAI[MOHHOTO Pa3-BUTHUS NPEANIPUATHUS.
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Tema 3.4. Hcnonvsosanue cOBPEMEHHbIX UHHOBAYUOHHBIX KOMNbLIOMEPHBIX MEXHOLO2U 8
O00KYMeHmoobopome yupexncoeHull, npeonpusmull, OpeaHu3ayul.

(Ounas: Jlekyuonnvle 3anamus - 24.; Ilpakmuyeckue 3auamus - 44.; Camocmosmenvhas paboma -
4y.; Ouno-3aounas: Camocmoamenvnas paboma - 8y.)

1. KoMmbroTepHBIE TEXHOJOTHH JEJIOMPOU3BOACTBA B AHTHKPHU3UCHOM YIMPABICHHUH, LEIH, 3a/1a4H,
HanpapneHus. 2.OCHOBHBIE MOHATUS HHPOPMAIIMOHHBIX TEXHOJIOTHH.

3.0030p OCHOBHBIX HpOTpaMMHBIX TpoaykToB: Microsoft Windows; Microsoft Office (Bxirouaet
Word, Excel, PowerPoint). 4. lHHOBallMOHHBIE CUCTEMHBIE U MIPU-KJIaJHbIC TPOrPaMMHBIE CPEICTBA
aBTOMAaTH3MPOBAHHOTO pabodero Mecra. 5.ABToMaTH3anus J0KyMeH-TO000pOTa.

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

Tema 4.1. Iloocomoska Kk NPOMeNCYymo4HOU ammecmayuu.
(Ounasa: Bueayoumopmuas xonmaxkmuas paboma - Iu.; Ouyno-3aounas: Bueayoumophas
KOHmaxkmuas paboma - 1u.)

Cnauya 3auéTa.

6. OnleHOYHbIE MaTePUAJIbl TEKYLIEr0 KOHTPOJIA
Pa3zoen 1. Memooonozuueckue 0CHO8bl 0OKYMEeHMUPOBAHUSA YNPABIEHYUECKOU 0eamelbHOCHU.
Dopma KOHMPOIA/0YeHOYHOe cpedcmeo. 3adaua
Bonpocul/3adanus:

1. [IpounTaiite 3a1aHKe U YCTAHOBUTE COOTBETCTBUE. OTBET 3alOIHUTH B TAOIHUIIE.
1 23
CooTHecuTe TUTIBI JAHHBIX ¢ UX UICTOYHUKAMU B KOHTEKCTE YIPABICHUECKON JACATEIHHOCTH:
1. ®duHaHCOBLIC TaHHBIC,
OnepalmoHHbIE JaHHBIE;
MapkeTHHTOBBIE TaHHBIC;
a) OT4eTsl O MpoIaKaM, aHAJIU3 PHIHKA.
0) Byxranrepckast OTYETHOCTD, (PHHAHCOBBIC AYIUTHI.
B) OTYETHI O IPOU3BOJICTBEHHOM ACATEIHHOCTH, JIOTUCTHKA.

°© o WM

Pazoen 2. Teomepuueckoe oghpopmnenue 00KymeHnmoe.
Dopma KOHMPOAs/OYeHouHoe cpedcmso: 3adaua
Bonpocwi/3aoanus:

1. Paccuunraiite nokasaress.

Bam HeoOxogumo omnpenenuTh CPEeAHUN YPOBEHD YIOBIETBOPEHHOCTH KIIMEHTOB HA OCHOBE JIAHHBIX
MOCJICTHUX MATU JIEeT. JJaHHBbIE MO YIOBJIETBOPEHHOCTH 3a Ka)KIbli roj ciemyrommue: 82%, 78%,
80%, 85%, u 84%. Paccuuraiite cpeIHUI IPOLIEHT YIOBIETBOPEHHOCTH.

Pas3zoen 3. Tpeboeanusn Kk mekcmy 0OKymenma.
Dopma KOHMPOA/0OYeHOYHOe cpedcmeo. 3adaua
Bonpocul/3adanus:

1. YkakuTe Mops0K CO3/TaHMs CUCTEMBI MeHeKMeHTa kauecTBa (CMK) Ha npennpustuu
1 23456
A) oOydeHHe COTPYIHUKOB TMPEANPHUATHS MPUHIIMIIAM KauyecTBa, M3JIOKEHHBIM B cTaHmaprax ISO
cepuu 9000
b) ananu3z nevictByromeit Ha mpennpustun CMK
B) paszpabotka ocHoB Oymymieit CMK
I') pazpabotka komriekra qokymeHTaruu CMK
1) Baenpenne CMK
E) ceprudukanus CMK
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Pazoen 4. 3auém.
Dopma KOHMPONA/OYeHOUHOe CPEOCMEBO.!
Bonpocul/3adanus:

7. OneHOYHBIC MATEPHAJIBI IPOMEKYTOYHOM aTTeCTALMHA

Ounas ghopma obyuenus, Bocomoii cemecmp, 3auem
Koumponupyemovie UJIK: IIK-118.1
Bomnpocei/3ananus:
1. Pons mOKyMEHTHPOBAaHHON MH(POPMAIINH B YIIPABICHUH MPEATPUSTHEM.

2. Pa3rpanuueHne TEPMUHOB «JOKYMEHTHUPOBAaHUE YIIPABICHUYECKOW JES-TEIBHOCTHY,
«IOKYMEHTAIlMOHHOE o0OecIieueHre YIpaBiICHUs (AETIO0MpPO-U3BOACTBO)», «IOKYMEHTOBEICHUEY,
«yIpPAaBJIEHUE TOKyMEHTAMMY.

3. Opranuzanusi ¥ CTPYKTypa CIyXObl JOKyMEHTAIIMOHHOTO OOecIieueHHs! YIpaBiICHUs Ha
MIPEANPUATHH.

4. DBoIOIHS CITIOCOOOB CO3MIAaHUS TOKYMEHTOB.

5. CyurHocTh ¥ QYHKIIUU JOKYMEHTA.

6. [TonsaTue, GyHKIMK U TPABOBOE 3HAYCHHE YIIPABICHYCCKOTO IOKYMEHTA.
7. Knmaccudukanusi 1OKyMEHTOB.

8. OcHOBHBIE TPeOOBaHUS K KaU€CTBY yIPABJICHUECKOTO JOKYMEHTA.

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

10. @enepanbHOE 3aKOHONATEIBCTBO B  OONACTH pabOTBl C JAOKYMEHTHPOBAHHOU
uHpopMauei

11. HopMaTMBHO-METOAMYECKHUE TOKYMEHTHI B cdepe IeTONMpPOU3BOJCTBA W OpraHU3AINH
aApXUBHOTO XpaHEHUS JOKYMEHTOB.

12. HWcnonb3oBaHME HMHCTPYMEHTOB KJIACCU(HKALWK, YHU(UKAMH M CTAHIAPTH3AIUU B
JEJIONPOU3BOJICTBE.

13. KnaccudukaTopsl TEXHUKO-3KOHOMUYECKON U COIMAIBHON WH(OpMAaITHH.
14. YaudunupoBaHHbIE CUCTEMBI IOKyMeHTaIuu B PO.
15. Anp060MBbI YHH(PUITUPOBAHHBIX (HOPM IMEPBUYHON YUETHON JOKYMEHTAIIHH.

16. Tabens u anpbO60M YHUPUIIUPOBAHHBIX (DOPM TIOKYMEHTOB MPEITPHUSITHSI.
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17. TocynapcTBenHble ctanaapTel PO B cdhepe nemonponsBoacTaa.

18. 3nauenue u ocHoBHbIE nonoxkenust 'OCT P MCO 15489-1-2007 «CU-BU /1. Ynpasnenue
nokymeHTamu. O0mue TpeOoBaHM

19. MexayHaponHble CTaHAapThl B 00J1aCTH PabOTHI C YIPABICHYECKOM JOKYMEHTAIIUCH.
20. CymHOCTh 1 BUJIbI OJIAHKOB.

21. Knaccuduxanus peKBU3UTOB OpraHU3allMOHHO-PACTIOPSIUTENbHBIX JOKYMEHTOB.

22. CocraB u opopmIIeHHE PEKBU3UTOB OJIaHKA JOKYMEHTA.

23. CocraB u opopMIIeHHE PEKBU3UTOB, ONPEACISIONINX IOPUANYECKYIO CHITY IOKYMEHTA.

24. CoctaB u odopmIeHHE PEKBU3UTOB, OMPEICIAIOMIUX IBUKCHHE M OTPa-)KAIOIIUX
00paboTKy M UCTIOHEHHUE JOKYMEHTA (JEIONMPOU3BOJCTBEHHBIX OTMETOK).

25. OcHOBHBIE TPeOOBaHUS K TEKCTY YIIPABICHUECKOTO JOKYMEHTA.

26. [lonsiTre 1 OCHOBHBIE (JOPMATHI AIEKTPOHHBIX JIOKYMEHTOB.

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

29. Ouudposanue Kak crocod co3maHus AEKTPOHHOTO JOKYMEHTA.

30. OCHOBHBIE TPYIIIBI U BUbI YIIPABICHUYECKUX JOKYMEHTOB.

31. JIoKyMeHTbI, MOATBEPKIAIOIINE OPraHN3AIMOHHO-TIPABOBOM CTATyC MPEANPUSATHS U €r0
rOCyAapCTBEHHYIO PErHCTPAIHIO.

32. [lonsarue, pyHKIMU U BUIIBI OPTaHU3ALMOHHBIX JIOKYMEHTOB.
33. Muccus Kak OpraHu3alliOHHbBIN TOKYMEHT IIPEIIPUSITHS.
34. Koznekc kopriopaTUBHON ATHKU OPraHU3aLMN: LENb CO3aHMsl, COAEP/KaHuUE.

35. VYupenutenbHble TOKYMEHTBHI MNpEANpUATHS (ycTaB, IOJIOKEHHWE OO0 oOpra-HU3aluuy,
yUpeIuTeIbHBIN T0TOBOP): 3HAYCHHUE, TIPaBHJIAa COCTABICHUS U 0(POPMIICHHUSI.

36. HaznaueHnue u TUNOBAsk CTPYKTypa MOJIOKEHUS O CTPYKTYPHOM MOAPA3AEICHUH.

37. JJomKHOCTHAs! MHCTPYKITUS: 1IETTH U 33J1a49M CO3/IaHUsl, CTPYKTYypa, OPSIOK pa3pabOTKu U
oopMIIEHUSI.

38. CrpykTypa M IUTaTHasi 4YMCIEHHOCTb, IITAaTHOE pACHHCAHUE: COJAEPKAHHE, MOPSI0K
COCTaBJICHUS M OOPMIICHHSL.

TTonrorosneno B cucteme 1C:Yuusepcurer (000002408) Crpanuria 11 u3 22



39. MHCTpYKIIMKM OpraHU3aIlMOHHO-METOIUYECKOTO HA3HAYEHUS: CYIIHOCTh, OCOOCHHOCTH
COCTaBJICHUS, BUJIBI.

40. IIpaBuia Kak OpraHU3alMOHHBII TOKYMEHT: IOHSTHE, BUBL.

41. UuacTpyKuust Mo JeI0NPOU3BOACTBY: 3HAYEHHUE, COJEpKaHHUE, MOPSIOK COCTABICHUS U
oopmienus.

42. Oprann3alMoHHbIE TOKYMEHTHI, PETIaMEHTUPYIOLINE YIIpaBleHUue OU3HEC-TIPOLIECCaMH.
43. JlokyMeHTalusi CUCTEMbI MEHEP)KMEHTA KaueCTBA.

44. JloroBOp: TUIIBI, BUABI, TPEOOBAHUS K COJAEPIKAHHUIO U OPOPMIICHHIO.

45. CyniHOCTh M KJIacCU(pUKAIUS PACTIOPSIUTEHHBIX JOKYMEHTOB.

46. OCHOBHBIE ATaIbl U3IAHUS PACTIOPSIUTEIBHOTO IOKYMEHTA.

47. Ilpuka3 o OCHOBHOH JCSITEIHHOCTH: TIOHITHE, MPABUJIA COCTABICHUS U 0(OPMIICHUS.
48. PacriopsikeHUs M yKa3aHUS: HA3HAYCHHE, 0COOCHHOCTH COCTABJICHHS B O(DOPMIICHHS.
49. ITocTaHOBNEHUS U PEIICHUS: HA3HAYCHHUE, 0COOCHHOCTH COCTABJICHHS U O(DOPMIICHHS.
50. ITpoToko: MOHSTHE, MOPSAIOK COCTABICHUS U OPOPMIICHUSI.

51. Ha3znauenue, BUJbI U IpaBuiia opopmiieHus: UHHOPMAIIMOHHO-CIIPABOYHBIX JIOKYyMEHTOB.
52. JlenoBble MUChMa: Ha3HAUCHUE, KIIacCU(PUKAIU, CTPYKTYpa U PEKBU3HUTHI.

53. DnekTpoHHBIE MHChMa U BEO-IOKYMEHTHI: OCOOCHHOCTH COCTaBIICHHS, O(DOPMIICHHS U
MIPUMEHEHHS B YIIPABICHUYECKOW ACATEITBHOCTH MPEIIPUSITHSL.

54. JloxmanHele, cinyxkeOHble U OOBSICHUTENIBHBIC 3alUCKU: Pa3iU4Msi, BHIBI, MOPSIOK
COCTaBJICHUS M O(OPMIICHHSL.

55. AKTHI: Ha3HaYEHUE, CTPYKTYPa, MOPSIA0K OhOopMIICHHUS.

56. JIOKyMEHTBI T1I0 TPYIOBBIM OTHOIIEHHUSM: COCTaB, OCOOCHHOCTH COCTaBIICHHUS |
oopMIIEHUSI.

57. IloHaTne, OCHOBHBIE XapaKTEPUCTUKU U KJIACCU(PHKALUS JOKyMEHTO00O0pOTA.
58. Opranuzanus pauroHaIbLHOTO TOKYMEHTO000POTa Ha MPEANPUATHH.

59. IlopsAnoK MPOXOXKACHUS BXOIALIETO, UCXOAAIIETO U BHYTPEHHEIO JOKYMEHTOIIOTOKOB B
OpraHu3aLNH.

60. Peructpanus JOKyYMEHTOB: Ha3Hau€HHUE, MpaBUiia, PerUCTpaluoOHHbIE (GOPMBI U (HOPMBI
perucTparum.

TTonrorosneno B cucteme 1C:Yuusepcurer (000002408) Crpanuria 12 u3 22



61. Cpoku XxpaHEHHUsI YIPABICHYECKUX JOKYMEHTOB.

62. llenm, 3amauM W HampaBiICHUS aBTOMATH3AIlMM JOKYMEHTAIIMOHHOTO oOOecreueHus
yIIpaBJICHUSI.

63. [lops oK yHUUTOXKEHHS JJOKYMEHTOB C HCTEKIIMMHU CPOKaMH XPaHEHHUSI.
64. OcoOeHHOCTH XpaHEHUS HIEKTPOHHBIX JOKYMEHTOB.

65. Coznanue 3(ppeKTUBHOIM CUCTEMBI yIIPaBICHUS TOKYMEHTaMHU Ha MPEAIPUATHH.

Ouno-3a0unas ¢hopma obyuenus, Bocomotui cemecmp, 3auem
Koumponupyemvie UJIK: IIK-118.1
Bomnpocei/3ananus:
1. Pons mOKyMEHTHPOBAaHHON MH(POPMAIINH B YIIPABICHUH MPEATPUITHEM.

2. Pa3rpanuueHne TEPMUHOB «JOKYMEHTHUPOBAaHUE YIIPABICHUYECKOW JES-TEIBHOCTHY,
«IOKYMEHTAIlMOHHOE oOecIieueHre YIpaBiIeHUs (AEIO0NpPO-U3BOACTBO)», «IOKYMEHTOBEICHUEY,
«yIpPAaBJIEHUE TOKyMEHTAMMY.

3. Opranuzanus U CTPYKTypa CIYXObl JTOKYMEHTAI[MOHHOTO OOECICUeHUs! YNpaBICHUS Ha
NPEAIPUATHH.

4. DBoIOIHS CIIOCOO0B CO3MIaHUS 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 OOECIECUYCHHS
yrpasiieHust B PO.

10. @enepanbHOE 3aKOHONATEIBCTBO B  0OONACTH pabOTBl € JAOKYMEHTHPOBAHHOU
uHpopMauei

11. HopMaTMBHO-METOAMYECKHUE TOKYMEHTHI B cdepe IeTONMpOU3BOJCTBA W OpraHU3AINHN
aApXUBHOTO XpaHEHUS JOKYMEHTOB.

12. HWcnonb3oBaHHE HMHCTPYMEHTOB KJIACCU(PHUKALWK, YHU(UKAMH M CTAaHIAPTH3AIUU B
JEJIONPOU3BOJICTBE.

13. KnaccudukaTopsl TEXHUKO-3KOHOMUYECKON U COIMAIBHON WH(OpMAaITHH.

14. YaudunupoBaHHbIE CUCTEMBI IOKyMeHTaIuu B PO.
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15. Anp00MbI yHU(PHUIMPOBAHHBIX (HOPM MEPBUUHON YUETHOH TOKYMEHTALIUH.
16. TaGenpb u anb60M YHHPHUIHUPOBAHHBIX (HOPM TOKYMEHTOB MPEIPUATHS.
17. TocynapctBenHbie cTanaaptsl PO B cdepe nemonpon3BoaCTBA.

18. 3nauenne u ocHoBHble nonoxenus 'OCT P UCO 15489-1-2007 «CU-BU/L. Ynpasnenue
nokymeHTamu. O61ue TpeOoBaHUs

19. MexayHapoHbIe CTaHAapThI B 00JIaCTH PAaOOTHI C YIIPaBICHYECKOM TOKyMEHTAIUEH.
20. CymiHOCTb ¥ BUBI OJIAHKOB.

21. Knaccuduxaius peKBU3UTOB OpraHNU3alMOHHO-PACTOPATUTENBHBIX JOKYMEHTOB.

22. CoctaB u opopMiIeHUE PEKBU3UTOB OlaHKa JOKYMEHTA.

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

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

25. OcHoBHbIE TPeOOBAHUS K TEKCTY yIPaBIEHYECKOTO JOKYMEHTA.

26. IlonsiTue 1 OCHOBHBIE (hOPMATHI AEKTPOHHBIX JOKYMEHTOB.

27. DnexTpoHHas UQPPOBast 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, TOATBEPKAIOLINE OPraHN3alMOHHO-IIPABOBOM CTAaTyC MPEANPUATHS U €T0
rOCYapCTBEHHYIO PETUCTPALIUIO.

32. Ilonsitue, GyHKIIMU U BUJBI OPTAHU3AIMOHHBIX TJOKYMEHTOB.
33. Muccus Kak OpraHu3allMOHHbBINA JOKYMEHT NPEIIPUATHS.
34. Koaekc KOpnopaTuBHON 3TUKU OpraHU3alUK: 1IEIb CO3/IaHUs], COJEPKAHUE.

35. VYupenutenbHble TOKYMEHTHI MpEeANpHUATHs (ycTaB, IOJIOKEHHE OO0 opra-HU3aluy,
y4peAUTeIbHBINA JOTOBOP): 3HaUE€HUE, MPaBUjIa COCTABICHUS U 0QOPMIICHHUS.

36. Haznauenue 1 TUIIOBAs CTPYKTYpa MOJIOKEHUS O CTPYKTYPHOM IOAPA3IEICHUH.
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37. JlomkHOCTHAsI MHCTPYKIMSL: LIENU M 33a7[a4i CO3/IaHusl, CTPYKTYpa, IOPSAO0K pa3padOTKH U
oopmienus.

38. CTpykTypa W IITaTHas YUCICHHOCTb, IITATHOE pPAaCIUCAHUE: COACpP)KAHUE, MOPSIOK
COCTaBJICHUS U OPOPMIICHUSI.

39. VHCTPYKIIMN OpTraHU3alMOHHO-METOAMYECKOTO HAa3HAYCHHS: CYIIHOCTh, OCOOCHHOCTHU
COCTABJICHUS, BUJIBI.

40. IlpaBuna Kak OpraHU3aIMOHHBINA JOKYMEHT: MMOHSITHE, BUJIBI.

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

42. Opranu3aiioHHbIE TOKYMEHTHI, peTJIaMeHTUPYIOIINE YIIpaBiIeHne OU3Hec-poleccaMu.
43. JlokyMeHTaI1sl CUCTEMbI MEHEI)KMEHTA KaueCTBa.

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

45. CymHOCTb U KIaccupUKaIMs PacopsAUTEIbHBIX JOKYMEHTOB.

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

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

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

53. DneKTpoHHbIE MUChMa U BEO-IOKYMEHTBI: OCOOCHHOCTH COCTaBJICHHUS, O)OPMIICHUS H
NIPUMEHEHHS B YNIPABICHUYECKON ACATEIbHOCTH MPEAIPUITHSL.

54. JloxmanHbple, CiyeOHbIe W OOBSICHUTENIBHBIC 3alUCKU: PAa3IAYHsl, BHIBI, MOPSIOK
COCTaBJICHUS U O(POPMIICHUSI.

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. Opranmzanus parmoHaIbHOTO JOKYMEHTO000pOTa Ha MPEAIPHUSITHH.
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59. TlopsimoK MPOXOXKACHUS BXOJSIIETO, UCXOMAIIECTO W BHYTPEHHETO JOKYMEHTOIIOTOKOB B
OpraHU3aIHH.

60. Peructpanust 1OKyMEHTOB: Ha3HaYCHHE, MPAaBUJIA, PETUCTPALIMOHHBIE (HOPMBI U (POPMBI
perucTpanum.

61. Cpoku XxpaHEHHUsI YIPABICHYECKUX JOKYMEHTOB.

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(ppeKTUBHOIM CUCTEMBI yIIPaBIECHUS TOKYMEHTaMHU Ha MPEAIPUSTHH.

8. MarepuaJibHO-TEXHHYECKOE H Y1eOHO-MeTOAnYeCcKoe ob0ecrevyeHue TUCIHIINHBI
8.1. [lepeyeHb OCHOBHOI U JOMOJHUTEILHON Y4eOHOM JTUTEPATYPbI

OcHognas tumepamypa

1. JlankoBa,, A. I. JlokyMeHTanmuoHHOE oOecreueHrne YMpaBICHUS IEPCOHATIOM: y4eOHOe
nocobue / A. I. Jlamkoma,, B. A. Llpirankos,. - JIoKkyMeHTaIlMOHHOE OOECTICUCHUE YTPaBICHUS
nepcoHasioM - Omck: OMCKHI TOCYIapCTBEHHBINM TeXHWYeCKui yHuBepcutetr, 2019. - 154 c. -
978-5-8149-2860-3. - Tekcr: onekrponnsni. //  IPR  SMART: [caiit]. - URL:
https://www.iprbookshop.ru/115469.html (mara oGpamenus: 20.02.2024). - Pexum mocTyma: 1o
MOJIITUCKE

2. Jmutpuesa,, JI. W. JlokyMeHTanMOHHOE OOECIEUeHUE YIPABICHYECKON JEATEIbHOCTHU:
yuebHoe mocobue / JI. W. ImurpueBa,, U. B. Py3zaeBa,. - JlokymeHTanmMoHHOE obecrieueHue
yrpaBieH4YeCcKoi nesTenbHocTH - HoBocuOupck: HoBocuOupckuil rocy1apCTBEHHBIH TEXHUYECKHI
yausepcuret, 2019. - 100 c. - 978-5-7782-4029-2. - Tekcr: anekrponnsit. / [IPR SMART: [caiT]. -
URL: https://www.iprbookshop.ru/98703.html (nara obpamenus: 20.02.2024). - Pexxum gocrymna: mo
MOATHCKE

3. Kaydwman,, H. 10. [JokymeHTHpOBaHKE yIpaBIeHYECKON AeATEILHOCTH: yueOHoe mocodue / H.
0. Kaydman,. - JlokymeHTHpOBaHHME yIIpaBICHUYECKOM JHesTrenbHOCTH - Owmck: Owmckuid
rOCYIapCTBEHHBIA MHCTUTYT cepBUca, OMCKHUI TOCYIapCTBEHHBIM TEXHUYECKUI yHUBEpCUTET, 2014.
- 177 c. - 978-5-93252-309-4. - Tekct: oanekrponnbiii. // IPR SMART: [caiir]. - URL:
https://www.iprbookshop.ru/26681.html (mara ob6pamenus: 20.02.2024). - Pexum pocryma: 1o
MOJIITUCKE

4. Ianacenko, H0. A. JIokyMEeHTHpOBaHUE YIIPABICHUECKON AEATENbHOCTH: YueOHOoe mocobue /
IO. A. ITanaceHko. - 1 - Mocksa: U3narensckuit Llentp PUOP, 2018. - 138 c. - 978-5-16-104218-2.
- Tekct: anekTpoHHBIN. // OOLIECTBO C OrpaHUYEHHOM OTBETCTBEHHOCThIO « S HAHUYM»: [caiit]. -
URL: https://znanium.com/cover/0927/927448.jpg (mata obpamenus: 20.02.2024). - Pexum
J0CTyna: 1Mo NOAHUCKE

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
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1. Ky3nemnoga,, 1. B. JlokyMeHTHpOBaHUE YIIPABICHYECKOM AEATEIBHOCTH: yueOHOE ocoOue st
6akanmaBpoB / W. B. Kysueuoma, I. A. Xauarpsan, - JlOKyMEHTHpOBaHHE YIPaBICHYECKOM
nesiteabHOCTH - Mocksa: JlamkoB u K, Ait [Tu Op Menua, 2021. - 240 c. - 978-5-394-03274-5. -
Texct: anexrponnsiii. // IPR SMART: [caiit]. - URL: https://www.iprbookshop.ru/99364.html (nara
obpamenust: 20.02.2024). - PexxuM goctyna: mo NoAmICKe

2. IIOI'MBEJIEB A. B. JIokyMeHTHpPOBaHHUE yNPaBICHYECKOH JEeSITEIBHOCTH: METOA. yYKa3aHus /
I[TOI'BEJIEB A. B.. - Kpacnomap: Ky6I'AY, 2019. - 36 c. - TekcT: anekrponHslid. // : [caiit]. - URL:
https://edu.kubsau.ru/mod/resource/view.php?id=6761 (mara oOpamenus: 02.05.2024). - Pexum
JOCTYTIA: TI0 TIOMTUCKE

3. IBAHOBA U. I JIokyMeHTHpOBaHHE YIPABICHYECKON JESITEIbHOCTH: METO. YKa3aHus /
NBAHOBA W. T.. - Kpacnonap: KyOI'AY, 2021. - 39 c. - Tekct: snexTpoHHsIil. // : [caiit]. - URL:
https://edu.kubsau.ru/mod/resource/view.php?id=10062 (mata oOpamenus: 21.06.2024). - Pexum
JOCTYTIA: TI0 TIOAMTUCKE

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

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

Pecypcor « Unmeprnem»
1. https://edu.kubsau.ru/ - O6pa3zoBarenbhblii mopran Kyol'AY
2. www.wto.org - OdurmanpHbIid caiiT BceMupHO# TOProBoit opranu3anuu

8.3. [IporpammHoe oGecnieyeHre U HHPOPMAITMOHHO-CIIPABOYHbIE CHCTEMbI, HCIOJIb3yeMble
NPH OCylIeCTBJIEHUH 00pPa30BaTeIbHOIO NpoLecca no JUCIUIIUHE
WNudopmalinoHHble TEXHOJIOTHH, UCIIONIb3yEMbIE MIPHU OCYIIECTBICHUH 00pa30BaTeIbHOTO IMpoliecca

M0 TUCIUIUIMHE MO3BOJISIOT:

— o0ecreunTh B3aUMOJICICTBHE MEX]y YYaCTHHKaMH OOpa30BaTENbHOIrO MpoIecca, B TOM YHUCIE
CUHXPOHHOE U (MJIM) aCHHXPOHHOE B3aUMOJICHCTBUE MOCPEACTBOM ceTU «VIHTepHET»;

— (uKCHpoBaTh X0 OOPa30BATENBHOIO IMpollecca, Pe3ylbTaTOB MPOMEXKYTOUHON aTTecTaluu I10
JTUCLUILTMHE U PE3YIbTaTOB OCBOEHUS 00pa30BaTeIbHOM MPOTrpamMMBbl;

— OpraHM30BaTh Ipouecc 00pa3zoBaHMsl MMyTEM BU3yaIU3allMU U3ydaeMoi HH(GOpPMAIIUH OCPEACTBOM
WCIIOJIB30BaHUS MTPE3CHTAINH, YICOHBIX (DHUITBMOB;

— KOHTPOJIMPOBATh PE3YNbTaThl 00yUYEHHsI HA OCHOBE KOMITbIOTEPHOTO TECTUPOBAHUSI.

[lepeueHb TUIIEH3MOHHOTO IPOTPAMMHOTO 00ECIICUEeHNUS:

1 Microsoft Windows - onieparimonHas cuctema.

2 Microsoft Office (Bkmouaer Word, Excel, Power Point) - makeT oucHBIX PUIOKEHUH.

[lepeuens npodeccuoHanbHbIX 06a3 TaHHBIX U HHPOPMALIMOHHBIX CIPABOYHBIX CUCTEM:

1 Tapant - mpaBoBas, https://www.garant.ru/

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

3 Hayunast snextponHas 6ubnuoreka eLibrary - yauBepcanbHasi, https://elibrary.ru/

Hoctyn k cetu MHTepHeT, NOCTYNm B 3JEKTPOHHYIO HMH(DOPMALMOHHO-00pa30BaTENbHYIO Cpery
YHUBEPCUTETA.

Ilepeuenv npoepammnozo obecneuenus
(0bHOBNEeHUE NPOU3BOOUMCS NO Mepe NOABILEHUS HOBbIX 8ePCULL NPO2PAMMbL)

He ucnonb3yercs.
Ilepeuenv ungpopmayuonHo-cnpasounsix cucmem

(0OHOBIEHUE BBINOTHAEMCA eHCEHEOETbHO)
He ucnonb3yercs.
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8.4. CnenuajbHbIE NOMELIEHUS, 1A00PATOPHH U J1a00paTOpHOe 000py10BaHUe

VYHuBepcuTeT pacmoiaraeT Ha IpaBe COOCTBEHHOCTH WJIM HMHOM 3aKOHHOM OCHOBAaHUU
MaTepualbHO-TEXHUYECKUM oOecreueHneM o0pa3oBaTelbHONH AESITeNbHOCTH (ITOMELIEHUSIMU U
o0opyaoBaHMEM) [UIsl pealu3alld MporpaMMbl OakanaBpuaTa, CHELMINTETa, MarucTpaTypbl IO
brmoxy 1 "Huctumuasl (Momynu)' w brmoky 3 "locymapcTBeHHas wurtoroBas arrectamus’ B
COOTBETCTBHUH C YU€OHBIM IIJIAHOM.

Kaxnapiii oOydaromiuiics B TeuyeHHE BCero mnepuoia oOydeHHs oOecledeH WHAWBUYaTbHBIM
HEOTPaHWYEHHBIM  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 Jisi QyHKIIMOHUPOBAHUS 3JIEKTPOHHOM MH(OPMAIIMOHHO-00pa30BaTeIbHOM
Cpebl MOTYT OBITH CO3/IaHBI C UCIIOJIb30BAHUEM PECYPCOB MHBIX OpPraHU3aLUM.

JIleKIMOHHEBIN 341

401mx
knHo3KpaH ScreeerMedia 180*180 - O .
Cmumnt-cucreMa HactenHas QuattroClima Effecto Standard QV/QN-ES24WA - 0 .

9. Metoanuyeckue yKa3aHHus 10 OCBOCHUIO JUCUMILIMHBI (MOLYJIs1)

VYyebHas paboTa MO HAMPaBICHUIO MOATOTOBKU OCYIIECTBISICTCS B ()OpME KOHTAKTHOW PabOTHI C
MpenojaBaTeieM, CaMOCTOATEIbHOH paboThl OOydaromierocsi, TEKyIIeH W IPOMEKYyTOYHOU
arTecTtaldif, WHBIX (QopMmax, MpergaraéMblX YHUBEPCUTETOM. YYeOHbI MaTepuan AUCLHUILIIMHBI
CTPYKTYPHUPOBAaH U €r0 H3y4Y€HHE TMPOU3BOJUTCS B TEMaTHYECKON MOCIIEI0BaTEIbHOCTH.
ConepkaHne METOIUYECKUX YKa3aHHUM JOIKHO COOTBETCTBOBaTh TpeOoBaHUsM DenepanbHOro
rOCyIapCTBEHHOTO O00pa30BaTENIbHOTO CTaHAApTa M YYEOHBIX MporpaMM IO JTUCIUILIMHE.
CamocrosiTenbHasi paboTa CTYIEHTOB MOXET OBITh BBHINOJHEHa C TIOMOINBIO MaTepualoB,
pa3MeIeHHBIX Ha mopTae noaaepxku Moodl.

Memoouueckue ykazanus no gpopmam padomot

Jlexyuonnvle 3anamus

[lepenaua 3HAYUTENBHOTO OO0BEMAa CHCTEMATU3UPOBAHHON HMHQPOpPMAIMKM B YCTHOW Qopme
JIOCTAaTOYHO OONbIION aynuTopuH. JlaeT BO3MOXHOCTh 3KOHOMHO M CHCTEMAaTH4YHO H3Jararh
yueOHbIil Matepuan. OOydaroniiecs: U3ydaroT JIEKIMOHHBIA MaTepual, pa3MeIIeHHBI Ha mopTaie
noziep>kku o0yuenust Moodl.

lIpakxmuueckue 3anamus

®opma opranuzany 00yueHHsI, TPOBOJUMAS O]l PYKOBOJCTBOM IPETONABATENsl M CIyXKamas Jis
JeTaau3aliy, aHajln3a, PacIlupeHus], yriyOneHus, 3aKperuieH s, MpUMEHeHHs (WM BBIOJHEHHUS
pa3HOOOpa3HBIX MPAKTUYECKHX padoT, yNpaKHEHW) M KOHTPOJIS YCBOCHHS IOJYYEHHOM Ha
nekiusx ydeObHoil wuHpopmarmu. IlpakTuueckue 3aHATHS TPOBOAATCS C HCHOJIB30BAaHUEM
y4eOHO-METOAMUYECKUX U3JaHUH, pa3MEIeHHBIX Ha 00pa30BaTeIbHOM NIOPTajie YHUBEPCUTETA.

Onucanue 603modxcrnocmeit uzyuenusn oucyuniaunvl auyamu ¢ OB3 u unsanuoamu

Hns uaBanuaoB u nui, ¢ OB3 MoxkeT u3MEHAThCA OO0BEM AWCHMILTUHBI (MOMYMs) B dacax,
BBIJICTICHHBIX Ha KOHTaKTHYIO paboTy oOydaromierocst ¢ mpernojaBareiieM (M0 BHIaM Y4eOHBIX
3aHATHUN) U HA CAMOCTOSTENbHYIO paboTy oOydarorerocs (Mpu 3TOM HE YBEIMYHUBACTCS KOJIUYECTBO
3a4€THBIX CAMHUII, BBIJICJICHHBIX HA OCBOCHUE JUCITUTLIINHBI).
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@DOH/IBI OIIEHOYHBIX CPEACTB aJaNTHPYIOTCS K OTPAaHUUYEHUSM 3J0POBBSl U BOCIPUATHS UH(DOpMaLUn
00yJaroImMMHuCs.

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

@DopMBbI KOHTPOJISI M OLICHKH DPE3yJabTaroB 0OydeHus wHBamuioB u jmi ¢ OB3 ¢ HapymeHuem
3peHus:

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

— C HCIIONb30BaHMEM KoMmIbloTepa U crenuanbHoro I1O: pabora ¢ 2NEKTPOHHBIMU
o0pa3oBaTeIbHBIMU peCypcaMu, TECTHpPOBaHHE, pedepaThl, KypCOBbIE MPOEKTHI, AUCTAHIIMOHHBIC
(hopMBI, €CITH TIO3BOJISIET OCTPOTA 3pEHUS - rpadudecKkue padoThl U Ap.;

— IMPU BO3MOXKHOCTH MHUCHMEHHAs IMPOBEpPKa C HCIOJIb30BAaHUEM pebe(PHO-TOUEUHON CHUCTEMBI
bpaiinsg, yBenuuenHoro wipudTa, HCIONB30BAHHWE CIEUHUATIBHBIX TEXHMYECKHX  CPE/ICTB
(TUGIIOTEXHUUECKUX CPEACTB): KOHTPOJBHBIE, Tpaduyeckre paboOThl, TECTUPOBAHUE, TOMAIITHHE
3aJlaHus, 3¢Ce, OTYETHI U JIp.

DopMBI KOHTPOJIS U OIICHKH PE3YJbTAaTOB 00y4YeHHs MHBaIuA0B 1 Juil ¢ OB3 ¢ Hapymienuem ciyxa:
— MMChbMEHHAs MPOBEpKa: KOHTPOJIbHBIE, Tpaduyeckre paboThl, TECTUPOBAHKE, TOMALITHUE 3aJaHus,
3cce, MUCbMEHHBIE KOJUIOKBUYMBI, OTYETHI U JIP.;

— C HCHOJb30BaHMEM KOMIIBIOTEpA: paboTa € AIEKTPOHHBIMU 00pa3oBaTeIbHBIMU pPECYpCaMH,
TecTHpoBaHue, pedepaTsl, KypcoBbI€ MPOEKTHI, Tpaduueckue pabOThl, TUCTAHIIMOHHBIE (GOPMBI U
7p.;

— NPU BO3MOXKHOCTH YCTHasl MPOBEpPKa C HCIOJb30BAaHUEM CIIELUATIbHBIX TEXHUYECKHX CPEICTB
(aynnocpencTB, CpeIcTB KOMMYHHUKAIlMU, 3BYKOYCHJIMBAIOIIEW ammaparypbl M Jp.): JHUCKYCCHH,
TPEHUHT U, KPYIVIble CTOJIBI, COOEeCeI0BaHMs, YCTHbIE KOJUTIOKBUYMBI U JIp.

@DopMBbI KOHTPOJISI M OLICHKH DPE3yJabTaroB 0O0ydeHus wHBamuioB u jwmi ¢ OB3 ¢ HapymeHuem
OTIOPHO-/IBUTaTeNIbHOTO arlnapara:

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

— yCTHas TMpPOBEpKa, C HCHOJIb30BAHMEM CIIELHUATbHBIX TEXHUYECKHUX CPEACTB (CPEICTB
KOMMYHHUKAIUI): TUCKYCCUH, TPEHUHTH, KPYIJIbIE CTOJbI, COOECe0BaHuUs, YCTHBIE KOJUIOKBUYMBI U
7p.;

— C HCHOJb30BaHMEM KoMIbiOTepa W crnenuanbHoro I1O (anmpTepHaTHBHBIX CpPEACTB BBOJAA M
VIpaBJICHUS KOMIIBIOTEPOM U JIp.): paboTa C SJICKTPOHHBIMH OOpa30BaTEIbHBIMH PECYypCaMH,
TeCTHpOBaHUE, pedeparbl, KypCOBBIC MPOCKTHI, Tpaduueckue pabOThl, AUCTAHIIMOHHBIC (HOPMBI
MpeanoYTUTENbHEE 00yYatoIIUMCs, OTPAaHUYEHHBIM B MIEPEIBUKEHUH U JP.

Ananranuys npoueaypbl MPOBEICHUS TPOMEKYTOUHOM aTTecTaluu Jyisi MHBAIMAOB | Jini ¢ OB3.

B xone mpoBeneHus MPOMEXYTOYHOM aTTeCTallMK MPeyCMOTPEHO:

— TpenbsBieHHE OOydYaloIMIMMCS TeYaTHBIX W (WJIM) DSJEKTPOHHBIX MaTrepuajioB B (dopmax,
aIalITUPOBAHHBIX K OTPAaHUYEHUSIM UX 3/I0POBBS;

— BO3MOXXHOCTb TOJIb30BaThC MHAMBUAYAIbHBIMU YCTPONCTBAMHU U CPEICTBAMH, MO3BOJIAIOIINMU
aJanTUPOBaTh MaTepHalibl, OCYIIECTBIATh, NpuUéM U TMepenadyy HHPOpPMAIMH C YYETOM HX
MHAUBUAYAIbHBIX 0COOEHHOCTEHH;

— YBEJTMYEHUE IPOIOJKUTEIbHOCTH MPOBEICHUS aTTeCTallNN;

— BO3MOXHOCTh NMPUCYTCTBUS aCCUCTEHTAa M OKa3aHMsI UM HEOOXOIMMOIl momomu (3aHsATh pabouee
MECTO, IEPEIBUTATLCS, TPOYUTATh U O(DOPMHUTH 3aJ]aHNE, OOIIATHCS C TPEToAaBaTesieM).

@opMbl MPOMEKYTOUYHOM aTTecTalMu il WMHBAIMAOB W Jul ¢ OB3 10MmKHBI y4YHUTHIBATH
WHIWBHyaIbHBICE W TICUXOpU3NYEeCKHe 0CoOeHHOCTH oOydaromerocs/ooydatonuxes mo AOITOIT
BO (yctHO, mrchmMenHO Ha Oymare, TUCbMEHHO Ha KOMITbIOTEpE, B (popMe TECTUPOBAHUS U T.11.).
CrennanbHble yclIoBUs, oOecleurBaeMble B IMPOIIECCe MPENoJaBaHusl TUCIUIUIMHBI CTYJEHTaM C
HapYILICHUSAMHU 3pEHUS:

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

— BO3MOXXHOCTh HCIIOJIb30BaTh HMHJWBUIYyaJbHbIE YCTPOWCTBA M CPEICTBA, IO3BOJIAIONINE
aJIarTHPOBaTh MaTePUaIIbl, OCYLIECTBIATh MPUEM U Nepeaady UHGOpMaLnu C y4eTOM
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MHANBUAYAIbHBIX 0COOEHHOCTEH U COCTOSIHUS 310POBbS CTY/ICHTA;

— TMPeNOCTaBICHUE BO3MOXHOCTU TMPEAKYPCOBOIO O3HAKOMJIEHHMSI C COJEp)KaHHEeM Yy4eOHOi
TUCHMIUTMHBL M MaTepHalioM MO Kypcy 3a c4€T pasMenieHus MHbopMaly Ha KOPHOPaTHUBHOM
o0pa3oBaTeIbHOM MOPTAJIE;

— HUCIOJb30BaHME YETKOTO M YBEJIMYEHHOTo MO pa3Mmepy mpudra U rpaguueckux OOBEKTOB B
MYJIBTUMEAUMHBIX TPE3EHTAUSX;

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

— O3ByYHMBaHHE BU3YyaJIbHON MHGOpPMAIINH, ITPEICTABICHHON 00yJaroMMCs B XO/I€ 3aHATUH;

— obecrnieueHue pa3gaTouHbIM MaTeprasIoM, AyOIupyOmUM HH(OPMALKIO, BEIBOAUMYIO Ha DKpaH;

— HaJIMYMe MOANUCEN U OMHMCAHUS Yy BCEX HCIOIB3YeMbIX B Mpollecce 00y4eHHs] PUCYHKOB M MHBIX
rpaduyeckux 0ObEKTOB, UTO JAET BOBMOXKHOCTh MIEPEBECTH MUChbMEHHBIN TEKCT B ayIUaIbHBIN;

— obecreyeHre 0co00ro peyeBoro pexuma MpernoiaBaHus: JIEKIMH YUTAIOTCSI TPOMKO, pa3dopuuBo,
OTYETIMBO, C Tay3aMHd MEXIy CMBICIOBBIMH OllokamMu HHpopMmaluu, obecrneunBaeTcs
MHTOHHPOBaHKE, TOBTOPEHHUE, aKIIECHTUPOBAHUE, TPOPUITAKTHKA pACCEUBAHUS BHUMAHMS;

— MUHUMM3AIUS BHEIITHETO IITyMa U 00€CIICUeHNE CTIOKOMHON ayTnalbHOW 00CTaHOBKH;

— BO3MOXXHOCTh BECTH 3alUCh y4eOHON WHOOpPMAIMU CTYICHTaMH B yAOOHOW sl HUX (opme
(aynnanpHO, ayTMOBHU3YyaJbHO, HA HOYTOYKE, B BIJI€ TIOMETOK B 3apaHee MOJATOTOBICHHOM TEKCTE);

— yBEJIMYEHHUE JOJM METOJOB COLMAIBLHOW CTUMYNIALMU (oOpalieHre BHUMAaHUS, ameJUIsaius K
OTrpaHUYEHUSIM IO BPEMEHH, KOHTAKTHbIE BUbI Pa0OT, IPYMNIOBLIE 3aJaHUs U JIp.) Ha MPaAKTUUYECKUX
1 1a00OpaTOPHBIX 3aHITHSIX;

— MUHUMHU3HUPOBAHME 3aJaHMM, TPeOYIOIIMX AaKTHMBHOTO HCIIOJIb30BAaHUSl 3PUTEIBHON MaMATH U
3pUTEIILHOTO BHUMAHUS;

— NMPUMEHEHHE MOATAMHON CUCTEMBI KOHTPOJIs, O0jiee YacThlii KOHTPOJIb BHIMOIHEHUS 3aJaHUM JUIs
CaMOCTOSITEIBHONU PaOOTHI.

CreumanbHble yclioBuUs, oOeclieurBaeMble B IMPOIIECCe MPENoJaBaHusl TUCIUIUIMHBI CTYJEHTaM C
HapyILICHUSMH OTOPHO-/IBUTaTENILHOTO anmnapara (MaJoOMOOWIbHbIE CTY€HThI, CTyACHTbI, HUMEIOIIHE
TPYAHOCTH MEPEABIKEHUS U MATOJIOTHIO BEPXHUX KOHEUHOCTEHN):

— BO3MOXXHOCTh HCIONIBb30BaTh CHEIHAIbHOE MPOrpaMMHOE OOecledeHrne | CHEelUalIbHOe
o0opyaOBaHME M TO3BOJISIONIEE KOMIIEHCUPOBATH JBHUraTelIbHOE HapylleHHe (KOJSICKH, XOIyHKH,
TPOCTH U JIp.);

— TMPeIOCTaBICHUE BO3MOXXHOCTU TMPEAKYPCOBOIO O3HAKOMJIGHHMSI C COJEp)KaHHeM y4eOHOi
JUCHMIUTMHBL M MaTepHalioM MO Kypcy 3a c4€T pasMenieHus MHGopMaly Ha KOPHOPaTHUBHOM
o0pa3oBaTeIbHOM MOPTAJIE;

— MPUMEHEHHUE JTOTIOTHUTEIBHBIX CPEACTB aKTUBU3AIUH ITPOIIECCOB 3alIOMUHAHUS U TOBTOPEHUS;

— OIOpa Ha OIpe/IeJIeHHbIE U TOYHbIE TOHATHS;

— UCTIOJIb30BAHUE I WILTIOCTPAIIUN KOHKPETHBIX IPUMEPOB;

— MPUMEHEHUE BOIIPOCOB JUIsi MOHUTOPUHTA TIOHUMAaHUS;

— pasaeneHye u3y4aeMoro MaTepurasia Ha HeOOJIbIlKe JOrHUecKe OJIOKH;

— YBEJIMYEHHE JI0JIM KOHKPETHOTO MarepHalia U COOJII0IeHUEe MPUHIIUIA OT MPOCTOTO K CIOKHOMY
Mpu 0OBSICHEHUH MaTepHaa;

— Hanmuyue 4€TKOM CHCTEMbl M allTOPUTMa OpPraHU3allMUd CaMOCTOSITENIbHBIX PaboT M MPOBEPKHU
3aJIaHAK ¢ 00SI3aTEIIHPHON KOPPEKTUPOBKOM 1 KOMMEHTAPHUSIMH,

— yBEJMYEHHE JO0JM METOAOB COLUAIbHONW CTUMYISUUHM (oOpallleHHe BHHUMAHUS, ammessiuus K
OTpaHUYEHUSM 110 BPEMEHH, KOHTAKTHBIE BUBI pa0oT, TPYMIIOBbIE 3a1aHus Ap.);

— obecreueHre OECIPETNATCTBEHHOTO JOCTYIIA B TIOMEIICHHS, a TAKXKE MPEObIBAaHUS HUX;

— HaJM4ue BO3MOXKHOCTH HCIOJIb30BaTh MHJWBUIYyaJbHbIE YCTPOWCTBA U CPENCTBA, MO3BOJISIONINE
00ecreunTh peaan3aluio 3pPrOHOMUYECKUX MPUHILHUIOB U KOMGOpPTHOE MpeObIBaHWE HA MECTE B
TEUEHHUE BCETO Mepuoja yuéonl (IMOACTaBKH, CIICUAIbHBIE TIOYIIKH U JIp.).

CrienmanbHble yclloBuUs, oOeclieurBaeMble B IMPOIIECCe MPENoJaBaHusl TUCIUIUIMHBI CTYJEHTaM C
HapyIIEHUSAMH cliyXa (Tiyxue, c1aboCbIaniie, o3 IHOOTIIOXIINE):

— MpeAocTaBiIeHre 00pa30BaTeIbHOTO KOHTEHTA B TEKCTOBOM 3JIEKTPOHHOM (hopMare, MO3BOJISIOIIEM
MEePEBOAMUTD ayIuaIbHYI0 (POPMY JIEKIIHH B IJIOCKONEUaTHYIO0 HH(OPMALIHIO;

— HajJu4ue BO3MOXKHOCTH HCIIONb30BaTh HMHIUBUIYyaJbHbIE 3BYKOYCHJIMBAIOIIME YCTPOWCTBA H
CYPIOTEXHHUYECKUE CPEICTBA, MO3BOJISIONIME OCYIIECTBIATh MpUEM M TMepedady HH(opMauuu;
OCYIIECTBIIATh B3aUMOOOPATHBIN MEPEBO TEKCTOBBIX M aynrodaitiioB (OJIOKHOT IJIs PEU4eBOTO
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BBOJIa), a TAK)KE 3alIUCh M BOCIIPOU3BEICHUE 3pUTENbHON HH(pOpMaLInK;

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

— HaJU4Me HarIJHOTO COMPOBOXKIEHUS M3y4aeMOro marepuajna (CTpyKTYpPHO-JIOTHUYECKHE CXEMBI,
TaOnuIpl, Tpaduku, KOHICHTpHpYIOmMe W o00oOmIaronme WHGOPMAIMIO, OMOPHBIC KOHCIEKTHI,
pa3naToYHBIA MaTepHa);

— Hanmuyue 4€TKOM CHCTEMbl M alfTOPUTMa OpraHU3allMUd CaMOCTOSITENIbHBIX PaboT M MPOBEPKHU
3aJIaHAK ¢ 00SI3aTEIIPHON KOPPEKTUPOBKON 1 KOMMEHTAPHUSIMH,

— o0ecrevyeHrue MPaKTUKU OMNEpeXarollero YTeHHUs, KOrja CTYAEHTBl 3apaHee 3HaKOMSTCS C
MaTepHuajioM U BBIJCIAIOT HE3HAKOMbIE U HETIOHSTHBIE CJI0BA M (DparMeHThI;

— 0COOBIN pedeBoOl pexuM padboOThI (0TKa3 OT IJIUHHBIX (Ppa3 M CIOKHBIX MPEIIOKECHHM, XOpoITast
apTUKYJSIUS; YETKOCTh M3JIOKEHUS, OTCYTCTBUE JIMIIHUX CIIOB; MOBTOpeHHE (Ppa3 O6e3 M3MeHEeHUus
CJIOB U TOPSIIKA UX CJIeI0OBaHUs; 0OecrieueHre 3pUTEIbHOr0 KOHTAKTa BO BpeMsi TOBOPEHUS U UYyTh
0osiee MEAJIEHHOTO TEMIIA PEeYH, UCTIOIb30BAHHE €CTECTBEHHBIX KECTOB U MUMUKN);

— 4y€TKoe COOMIOIEHUE aJroOpyUTMa 3aHIATHUS M 3aJlaHUM JUIsl CaMOCTOSITeNIbHON padoThl (Ha3bIBaHUE
TEMbI, TIOCTAHOBKA I1€JIM, COOOIIEHNE U 3alKCh IJIaHa, BbIJEIIEHUE OCHOBHBIX MOHITHH U METOJOB
UX U3yYEHHUs, YKa3aHHE BUAOB JAEITEIBHOCTH CTYIEHTOB M CIOCOOOB TMPOBEPKH YCBOEHUS
Marepuasa, cJoBapHas padora);

— coOmofieHue TpeOOBaHUI K TPENBABISEMBbIM YyU4eOHBIM TeKCcTaM (pa30MBKa TEKCTa HAa YacTH;
BbIJIEJICHUE OMOPHBIX CMBICIOBBIX IyHKTOB; UCIIOJIb30BaHUE HATISTHBIX CPEACTB);

— MUHUMM3AIUS BHEIIHUX IIyMOB;

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

— COUETaHWE Ha 3aHATUAX BCEX BHUJIOB PEUEBON [EATEIBHOCTHU (TOBOPEHMS, CIIyIIAHUS, YTEHUS,
MUChMa, 3pUTEIHLHOTO BOCIPUATHUS C JIULIA TOBOPSIIETO).

CrennanbHble yclioBuUs, oOecleurBaeMble B IMPOIIECCe MPENoJaBaHusl TUCIUIUIMHBI CTYJEHTaM C
npounmMu Bugamu Hapymenud (JLII ¢ wapymeHusmMu peuu, 3a0o0jeBaHUS SHIOKPUHHOM,
[IEHTPaJIbHON HEPBHOU U CEPACUYHO-COCYIUCTON CUCTEM, OHKOJIOTHYECKUE 3a001eBaHu ):

— HaJM4Yue BO3MOXKHOCTH HCIOJIb30BaTh MHIWBUIYyaJbHBIE YCTPOWCTBA U CPENCTBA, MO3BOJISIONINE
OCYUIECTBIIATh MPUEM U TIepeaady nHhopMauy;

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

— HaJINYMe HAIVISIAHOTO COMTPOBOXKICHUSI M3y4aeMOro MaTepuaia;

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

— o0ecreuyeHrue MPaKTUKU OMNEpeXarollero YTEHHUs, KOrja CTYAEHTBbl 3apaHee 3HAaKOMSTCS C
MaTepuajIoM M BBIJCIAIOT HE3HAKOMbIE U HETIOHSTHBIE CJI0BA M (DparMeHThI;

— MpeA0CTaBIeHNE BO3MOXKHOCTH COOTHOCUTH BepOaIbHbIN U rpaduuecKuii MaTepual; KOMIUIEKCHOE
UCIOJIb30BaHUE MUCbMEHHBIX U YCTHBIX CPEJCTB KOMMYHUKAIIMU IIPU paboTe B TPYIIIIE;

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

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

— TMPeIOCTaBICHHE BO3MOXXHOCTU TMPEAKYPCOBOIO O3HAKOMJICHHMSI C COJEp)KaHHeM Yy4eOHO
TUCHMIUIMHBL M MaTepHalioM MO Kypcy 3a cyé€T pasMenieHus MHGopMaly Ha KOPHOPaTHUBHOM
o0pa3oBaTeIbHOM MOPTAJIE;

— BO3MOXXHOCTh BECTH 3alUCh y4eOHON WHOOpPMAIMU CTYICHTaMH B yAOOHOW sl HUX (opme
(aynnanpHO, ayTMOBU3YyaJbHO, B BUJIE IIOMETOK B 3apaHee MOATOTOBIEHHOM TEKCTE);

— MPUMEHEHHE MOATAMHOM CUCTEMBI KOHTPOJIs, O0jiee YacThlii KOHTPOJIb BHIMIOJIHEHUS 3aJaHUM IS
CaMOCTOSITEIIbHON PabOTHI;

— CTUMYJIMPOBaHUE BBIPAOOTKH y CTYACHTOB HABBIKOB CAMOOPTaHU3AIMU U CAMOKOHTPOJIS;

— HaJIMYKe Tay3 JUIsl OT/AbIXa U CMEHBI BU/IOB JESTEbHOCTH 110 XOAY 3aHATHUS.

10. MeTonn4yeckue peKOMeHIANMUM 110 OCBOCHUIO TUCUMIIJIMHBI (MOLYJIs1)
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HucrunmmHa JlokyMeHTaIlmoHHOEe oOecTieueHrue YIPaBICHUYCCKOWH JESITEIIbHOCTH BEAETCS B
COOTBETCTBUHM C KaJleHIApPHBIM YYCOHBIM IIAHOM M pPACTHCAaHUEM 3aHATHH 1O HEAeNsIM. TeMbl
MIPOBEICHHMSI 3aHATUHA OMPEICIIAIOTCS TEMAaTUUECKUM TTaHOM paboveil mporpaMMbl JUCITUTIITMHBL.
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