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1 BBenenue

Pabouast mporpamMMa U (OHJ OICHOYHBIX CPEACTB JUCIUILIMHBI «J{OKyMEHTAIIMOHHOE
oOecrieueHre ymnpaBJeHHs» COCTABICHbI B COOTBETCTBUU C TpeOOBaHUSMU (eaepantbHOro rocy-
JApCTBEHHOTO 00pa30BaTEILHOTO CTAaHAApTa, YTBEPXKAEHHOTO MpukazoM MwunobpHayku Poc-
cutickoit deneparuu ot 12.08.2020 Ne970, u ocHOBHOI mpodeccoHaIbHON 00pa3oBaTeIbHON
porpaMMbl TOATOTOBKH «IIpoekTUpoBaHue, OpraHu3anus U aJMUHIUCTPUPOBAHUE OU3HECA) T10
HanpapjIeHUIO TOAr0TOBKH «38.03.02 MeHeKMEeHT».

OcHoBaHue TSI ONpeeeHHs MPOPECCHOHAIBHBIX KOMITETEHIIUN M MPAKTUYESCKON IMO/I-
TOTOBKH:

[Ipotokon kpyrioro crona Nel ot 18.03.2022 r.

- H3-8 ITopsaok pa3pabOTKu OpraHU3allMOHHBIX CTPYKTYP OpraHU3aIMH, MOJOXKEHUN O
MOAPa3ACNCHUSIX, JOTKHOCTHBIX MHCTPYKLIUMA

- HY-4 Pa3pabaTpiBaTh OpraHM3allMOHHO-TEXHUYECKYIO U OPraHU3alMOHHO YKOHOMUYE-
CKYI0 JOKyMEHTanuio (rpa¢ukud paboT, MHCTPYKLMH, IUIAHBI, CMETHI, OIOJKETHI, TEXHHKO-
SKOHOMHYECKHE 00OCHOBAHUS, YACTHBIE TEXHUYECKHE 3a[aHKsI) U COCTABIISITh YIPABICHUECKYIO
OTUYETHOCTH TI0 YTBEPKJACHHBIM (hopMam

- H3-4 Tlopsinok pa3zpaboTku v oOopMIICHHS TEXHUYECKON JOKYMEHTAIUU U BEACHHUS Jie-
JIOTIPOU3BOJICTBA

3amaun TUCHUIUTMHBL | - COPMHUPOBATH METOJIOJIOTHYECKUE U MPABOBBIE OCHOBBI JHCIUTUIMHBL,
pacKpbiBas COBPEMEHHYI0 HAay4YHYK) TPAaKTOBKY OCHOBHBIX TEPMHHOB U
noustuii J10Y;
- c¢(hopMUpPOBATh 3HAHUSI COBPEMEHHON 3aKOHOAATEIbHOM U HOPMATUB-
HO-METOIMYECKOM 0a3bl O BOIpOcaM JOKYMEHTALMOHHOIO o0ecneye-
HUs yIIpaBJICHHUS;
-pa3BUTh YMEHUS COCTABIISTh U 0POPMIISTH O(UIIUAIBHBIE IOKYMEHTHI;
-pa3BUTh YMEHMS pa30UpaThCs B IPUEMax U METOAMKAX OpraHU3aluu
paboThlL, Kak ¢ TPAJIULUOHHBIMU JIOKYMEHTAMHU, TaK U JTOKYMEHTaMH, CO-
3IaHHBIMHU C ITOMOILBI HOBEHIINX TEXHOJIOTHA.
-OBJIAJIETh HABBIKAMU OCYILECTBIIATH JEJIOBYI0O KOMMYHHUKAIUIO B YCT-
HOW M MUCBMEHHOM (popMax Ha rocyapcTBEHHOM si3bike Poccuiickoit
denepanuu

OcHoBHble pazzaensl / | 1 MeTogonornyeckue U NpaBoBble OCHOBBI JUCHUILIMHBL. McTOopus BO3-
TEMbI IUCIUTUINHBI HUKHOBEHHUSI M Pa3BUTHUSA CHCTEMbI T'OCYAAPCTBEHHOIO IEJIONpPOU3BO/I-
ctBa B Poccun

2 CoBpemenHas opranuzanus 1OV B Poccuiickoii @denepanmn

3 JlokyMeHTallMOHHOE O0ecreueHne yIpaBlieHus

4 JIokyMeHTO000pOT

2 IlepeyeHb IUIAaHUPYEMBIX Pe3yJIbTATOB 00y4YeHHS MO0 JUCHUILIHHE (MOAYJII0), CO-
OTHECEHHBIX ¢ HHAMKATOPAMU A0CTHKEHHUS KOMIIeTeHIUi

[Ipouecc u3ydyeHHs AUCHUIUIMHBI «J{OKyMEeHTallMOHHOE obOecreueHne yrIpaBIeHUs
HarfpaBiieH Ha GopMupoBaHue cienyromux komrereHuuid B coorBerctun ¢ ®I'OC BO u oc-

HOBHOU 00pa3oBaTenbHOM MporpaMmon (Tadmmma 1):

Tabmuma 1 — KomneTeHmu 1 MHANKATOPHI UX TOCTHKCHHS

KOI[ N HAUMCHOBAHHEC KOM- I/IH,Z[I/II(aTOpLI JOCTHIXKCHUA HHaHI/IpyeMLIC PE3YIbTAaThI
NETCHI U 06y11eH1/15[ IO JUCHUITIINHE




Ob6menpodeccnoHanbHbIe

OIIK-1 Cnocoben pemiath
po(heCcCHOHANBLHBIC 3a/Ia4H
Ha OCHOBE 3HaHMI (Ha Tpo-
MEXYTOYHOM YPOBHE) KO-
HOMHUYECKOH, OpraHn3aIu-
OHHOMW U YIIPABJICHYECKOU
TEOPHH,

OIIK-1.1 3HaeT OCHOBBI YKOHO-
MHYECKOH, OPraHU3aLMOHHON 1
YIPaBJICHYECKON TEOPUHU B 00BE-
Me, HE0OXOAUMOM JUIsl yCIIEIITHOM
YIPaBJICHUYECKON JIEATEIIbHOCTH;
MEepeI0BOM OTEYECTBEHHBIN U 3a-
PYOEKHBII OIBIT OpraHU3AINH
yIpaBJIeHUS TPOU3BOACTBOM

OIIK-1.2 Ymeer ¢popmMynupoBaTh

U (OpPMaIM30BBIBATh yIIpaBJIeHYE-
CKHE 3a7]a41, UCIIOJb3Ys TOHATUN
anmnapar 5JKOHOMUYECKOU, OpraHu-
3aLIMOHHOU U YIIPABJIEHYCCKOU

HayK

OIIK-1.3 Bnangeer HaBbIKaMu pe-
IICHUS TUTIOBBIX PO ECCHOHAIB-
HBIX 33/1a4, B TOM YHCIIE U3YYCHUS
3apy0eKHOTO OTbITa

3HaTh: OCHOBHBIE HOpMa-
TUBHO - IIPABOBBIE JOKY-
MEHTBI, HEOOXOIUMbIE IS
YCIEIIHOW YIPABJICHYECKOU
JeSITeNIbHOCTH

YMeTh: rpaMOTHO paspada-
THIBATh ~OCHOBHBIC  BH/IbI
JOKYMEHTOB Uil (OPMYIIH-
pOBaHHS  YIPABJICHUYCCKUX
3a7a4

Bnanerb: HaBbIKaMHu opra-
HU3AIMH PAOOTBI C JIOKY-
MCHTAMHU

Brnagers: HaBBHIKAMH — HC-
IIOJIB30BAaHUA pa3J'II/ILIHI)IX
CPEACTB CBSI3U TIPU JIOKY-
MEHTAI[MOHHOM olecreue-
HUH, B TOM YHCIIC U3YUCHUS
3apyOeKHOTO OMBITA

3 MecTo AUCHUILINHBI (MOYJIs1) B CTPYKTYpe 00pa3oBaTeIbHOI NPOrpaMMbl

JucuunnuHa «/lokyMeHTalnmoHHOe o0ecriedeHne ynpasieHus» uydaercs Ha 4, 5 kypce,

8, 9 cemecrpe.

JucuuniauHa BXOIUT B cocTaB 0oka 1 «JIMCIUIIIMHBI (MOYH)» U OTHOCUTCS K 0a3o-

BOI1 4aCTH.

I[J'If[ OCBOCHUA NUCITUITIIMHBI H€06XOI[I/IMBI 3HaHUsA, YMCHUA, HABBIKH U / MW OTBIT nmpak-

TUYECKOH JesaTenbHOCTH, chOpMUPOBAHHBIE B NPOIIECCe U3YUEHUS TUCHMIUINH / npakTHk: «c-
topusi (uctopus Poccun, BceoOmiast ucropus)», «dusznueckas KyJabTypa U CHOPT», « IKOHOMHU-
yeckas Teopusi», «MHOCTpaHHBIN A3bIK», «MeHemxMenT», «Teopust opranuzanumy», «Ympasie-
HUE NIEpCOHAIOM», «be30ITacHOCTh KU3HENEATEIBHOCTIY, «IMeToABI IPUHATHS YIIPABIECHYECKUX
pemieHui», «Jloructuka», «Meroasl ONTUMAIbHBIX pPELICHUI», «MCTOpHUSA yIpaBIeHYECKOU
MBICIINY, «VICTOpUS DKOHOMUKH ¥ SKOHOMUYECKHUX YUECHUI.

3HaHMsI, YMEHUS U HaBBIKH, cQOPMHUPOBAHHBIC MPH M3yYEeHUU AUCHUILIIMHBI «/{oKymeH-
TallMOHHOE O0ecleueHne YNpaBlIEHUs», OyayT BOCTPEOOBAaHBI MPU H3YUYEHUHU MOCIEIYIOMINX
JUCHHUIUIMH: «Y4eOHast MpakTUKa (0O3HAKOMUTEIbHAS )».

JucuumnnuHa «/{lokymMeHTalnoHHoe obecreyeHre yrpaBieHus» YaCTHUHO peau3yercs B
dopme mpakTHUecKoi MoAroToBKH. IIpakTuyeckas MoJAroTOBKa OpraHU3yeTcsl MyTeM MpoBeJe-
HUSI BBITTOJIHEHUS MPAKTUYECKUX 3aHATUH, BbITOTHEHHS PI'P.

HucuuruimHa «JloKyMeHTalMoHHOe oOecrieueHre yIpaBiIeHUs» B paMKax BOCHHUTATENb-
HOM pabOTHI HampaBjieHa Ha GOPMUPOBAHNE Y 00YUAIONINXCSl aKTUBHON TPaKIaHCKOW TIO3UIINH,
yBa)KEHHs K MpaBaM M cB00OOJaM YeJIOBEKAa, 3HAHMS MPaBOBBIX OCHOB M 3aKOHOB, BOCIIUTaHHE
YyBCTBA OTBETCTBEHHOCTH WJIM YMEHMS ApIyMEHTHPOBATh, CAMOCTOSITEIBHO MBICIIUTh, Pa3BUBa-
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€T TBOPUYECTBO, NPOPECCHOHATLHBIC YMEHHSI HJIM TBOPUECKU PA3BUTOM JIMYHOCTH, CUCTEMBI OCO-
3HAHHBIX 3HaHUI, OTBETCTBEHHOCTH 32 BBIIIOJHEHUE Y4eOHO-ITPOU3BOACTBEHHBIX 3aJaHUN U T. 1.

4 O0beM TUCHMILIMHBI (MOIYJISA) B 3a4€THBIX eIHHULAX € YKA3aHUEM KOJINYeCcTBA
aKaJeMH4YeCKHX YaCOB, BbI/IeJICHHbIX HA KOHTAKTHYI0 padoTy 00y4alommXxcs ¢ npenojaaBa-
TeJieM (10 BUAAM y4eOHbIX 3aHATHI) M HA CAMOCTOSITEJILHYIO Pa00Ty 00y4Yaromuxcst

OO6m1ast Tpy10eMKOCTh (00BhEM) TUCIUIUIMHBI COCTaBIIAET 4 3.¢., 144 akaj. yac.
Pacnpenenenne o0bemMa AUCUMIUIMHBI (MOZYIS) IO BUAAM Y4EOHBIX 3aHSATHHA MPEICTaB-

JIEHO B Tadymue 2.

Ta6ymma 2 — O6beM TUCHUTIINHBI (MOYJIs) TIO BHIaM YYCOHBIX 3aHATHH

O0BeM QUCLUATUIHHEI Bcero akanemu-
YEeCKHUX YacoB

O0611as TpyA0EMKOCTh UCLHUIIINHbI 144

KonrakTHas aynuropHasi pa6oTa o0y4aommxcs ¢ npemnojgaBaresiem (1o 16
BH/JaM Y4eOHBIX 3aHATHI), BCEro

B ToM uncie:

3aHATHA JEeKIUOHHOr0 THNA (JIEKIMM U UHbIE y4eOHBbIE 3aHATHS, IIPELY- 10
CMaTpHBaloIlMe NMPEUMYIIECTBEHHYIO Mepenady yueOHol uHpopmauuu me-
JarorMyecKuMu pabOTHUKAMM )

3aHATHUS CEMMHAPCKOro THNA (CEMUHAPHI, TPAKTUUECKUE 3aHATUS, TIPAK- 6
TUKYMBI, TabOpaTopHble paboThl, KOJUIOKBUYMBI M WHBIE aHAJIOTUYHBIC 3a-
HATHA),

B TOM 4Hclie B (hopMe IPAKTUIECKON MOJTOTOBKHU: 2

CamocrosiTe/ibHasi paboTa 00y4alOmMXCA U KOHTAKTHAasi padoTa, BKIIIO- 128
yarolas TPYNIOBbIE KOHCYJIbTAIIMU, WHAUBUAYAIbHYIO paboTy oOydaro-
HIMXCS C MpernojaBaTeNssMu (B TOM YHWCIE€ WHIUBUAYAIbHBIE KOHCYIbTa-
IIMN); B3aUMOJICHCTBUE B AJIIEKTPOHHOU MH(OPMAIIMOHHO-00pa30BaTEIBHOM
cpezie By3a

[TpomexyTouHas aTTecTanus 00y4aroImuxcsi — 3a4eT ¢ OLEHKON 0

5 Copepxkanue IMCUUILTHHBI (MOIYJIfA), CTPYKTYPUPOBAHHOE MO0 TeMaM (pa3jieiam)
€ YKa3aHMEM OTBEICHHOI0 HA HMX KOJIHYeCTBA AaKA/IeMUYECKUX YACOB M BU0B Y4eOHOM
padoThI

Tab6muia 3 — CTpykTypa U coJiep>KaHue TUCIUILTAHBI (MOTYJIs)

HanmenoBanue pa3nenoB, TEM U CO- Bupl yueGHO# pabOThI, BKIIIOYAsi CAMOCTOATEIBHYIO
JiepKaHUE MaTepuana paboTy 00y4JarImuXCs U TPYJAOEMKOCTh (B Yacax)

KonrakTtHas pabota npenogasarens ¢ o0yqato- | CPC

IUMUCS
Jlexuun Cemunapckue JlaboparopHbie
(mpakTUYecKue 3a- 3aHATHS
HSTHS)




1 Merononoruyeckue M MpPaBOBbIE 2 2 32
OCHOBBI JTUCHMIUIMHBL. HcTopus BO3-
HUKHOBEHUSI U PAa3BUTHUS CHCTEMBI
rOCYJapCTBEHHOTO  JICJIONPOU3BO/-
ctBa B Poccun

2 Cospemennas opranuzarus JIOY B 3 1 32
Poccniickoit enepanuu

3 JIOKyMEHTallMOHHOE O0ecreyeHne 3 1 32
yIpaBJICHUS

4 JIokyMeHTO000pOT 2 2* 32
HUTOI'O no xucuuminne 10 6 128

*- peanuzyetcs B popMe MPaKTUYECKOM MOATOTOBKH

6 BaeaynuTopHasi caMmocTOsiTeIbHASI PA00Ta 00y4aIOIMXCH MO JMCUHUILIHHE (MOAY-
JI10)

[Ipu naHUpOBaHUKM CAMOCTOSITEIBLHON pabOThl CTYACHTY PEKOMEHIYETCSI PYKOBOACTBO-
BaThCS CJIEAYIOIIUM paclpeesIeHUEM YaCOB Ha CAMOCTOSATENbHYIO paboTy (Tabmuia 4):

Ta6nuia 4 — PexoMentyemMoe pacrpe/ie/iecHue YacoB Ha CaMOCTOSTEIIbHYIO padoTy

KoMnoHeHTbI caMOCTOATENbHOH padoThl KosaunuyecTBo yacoB
N3ydenne TeopeTH4eCKUX pa3iesIoB TUCIMUILUIMHBI 48
[TonroroBka K 3aHATHAM MPAKTHYECKOTO ¥ CEMUHAPCKOTO TH- 50
na
IToaroroBka n opopmienue PacueTHo-rpaduaeckoii paboTs 30

128

7 OueHoYHbIE CPeCTBA IJIf NPOBEACHUS TEKYIIEero KOHTPOJISI M IPOMEKYTOYHOM
arTecTalMy O0YYAKOIMXCH M0 AMCHUIIMHE (MOAYJII0)

q)OHI[ OLCHOYHBIX CPCACTB JIA MPOBCACHHA TCKYLIECTO KOHTPOJISA YCIICBAEMOCTHU U ITPO-
MEXYTOUHOU aTTecTanuu npeacrasieH B [Ipunoxennn 1.

TIonHBI KOMILIEKT KOHTPOJIbHBIX 33}13HI/II>1 WM MHBIX MaTCpruajioB, HGO6XOI[I/IMI)IX JJIA
OIICHMBAHMSI PE3yAbTATOB O0yUEHHUs MO AUCHUILTHHE (MOIYII0), MPAKTUKE XpaHUTCS Ha Kaden-
pe-pazpaboTyrke B OyMaXHOM M SJIEKTPOHHOM BUJIE.

8 YueOHO-MeTOAMYECKOE U HH(POPMAIMOHHOE 0DecTieYyeHne TUCIUIIJIUHBI (MOTYJIs1)
8.1  OcHoBHasi JuTepaTypa

1. Konpimkuaa, T. B. JlenmoBble KOMMYHUKAIUH, JOKYMEHTOOOOPOT M JCIOMPOU3BOI-
CTBO : yuebHoe mocobue st By3oB / T. b. Konsiukuna, Y. B. llyctuna. — 2-e u3a., ucnp. u
non. — Mocksa : M3gatensctBo FOpaiit, 2020. — 163 c. // FOpa#T : 31eKTpOHHO-0MOIMOTEeYHAS
cucrema. — URL: https://urait.ru/bcode/452463 (nara obpamenus: 05.05.2022). — Pexxum mocty-
ma: 1o MO/IHUCKE.

2. lllyBanosa, H. H. OcHOBBI Aenonpon3BoacTBa. S3BIK CIy>KEOHOTO JOKYMEHTa : y4ueo-
HUK ¥ npaktukyM juist By3oB / H. H. IllyBanosa, A. }O. MBanoBa ; nox oOmieit penakuueit H. H.
[lyBanoBoii. — 2-e u3n., nepepad. u gon. — Mocksa : U3natensctBo FOpaiit, 2020. — 428 c. //
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FOpaiiT : snekrpoHHO-OMOIMOTEeYHas cuctema. — URL: https://urait.ru/bcode/450549 (nmara o6-
pamenus: 05.05.2022). — PexxuMm goctyna: mo moJIm1cKe.

8.2  JlomoJiHUTe/IbHASA JIUTEpPaTypa

1. Ky3nenoa, . B. KonduaeHnuanpHoe IeIOMPOU3BOJICTBO W 3aIIUIICHHBIN 3JICK-
TPOHHBII JOKYMEHTOO0OPOT : yueOHoe mocobue as OakanaBpos / M. B. Kysnenosa, I'. A. Xa-
yaTpsiH. — MockBa : Al [Tu Ap Menua, 2020. — 192 c. // IPRbooks : 351eKTpOHHO-0MOIMOTEYHAS
cucrema. — URL: http://www.iprbookshop.ru/97083.html (mata oopamenus: 05.05.2022). — Pe-
JKUM JIOCTYIIA: 1O MOATHCKE.

2. JlTokyMeHTOBeIcHHE : y4eOHUK U MpakTHKyM i By30B / JI. A. Jloponuna [u ap.] ; mox
pen.JI. A. Jloponunoii. — 2-e¢ uza., nepepad. u mon. — Mocksa : U3narensctBo FOpaiit, 2020. —
309 c. // HOpaiit : snekrpoHHo-OMOMHMoTeuHast cucrema. — URL: https://urait.ru/bcode/450471
(mara obopamenus: 05.05.2022). — Pesxum gocTyma: mo Mo IIuCKe.

8.3 MeToanyeckne ykazaHusi 1Js1 CTYA€HTOB 10 OCBOEHHMIO 1M CIIUTIIMHbI

I[J'ISI YCIICHIHOT'O BBINIOJIHECHUS BCEX pa3ACiioB CaMOCTOSITEIbHOM pa6OTbI yqaluumcest pEKOMCHA Y-
€TCA MCITI0JIb30BAaTh CJICAYIOIICEC y‘-Ie6H0'M€TOIlI/I‘-IeCKO€ obecrneueHue:

1 Kamycrenko, 1.C. JlokymMeHTaIIMOHHOE 00SCTIICUCHNE YIIPABIICHUS: KOHCIICKT JICKITHIA /
N.C. Kanycrenko.— Komcomonbsck-Ha-Amype: ®I'BOY BO «KHAT'Y», 2021. — 68 c.

2 JIokyMeHTalMOHHOE oOecreueHre ynpaBieHus: MeToandecKie yKazaHusi K MpoBejie-
HUIO MPAKTUYECKUX 3aHATUH MO JUcCHUILIMHE “JlOKyMeHTal[MOHHOe oOecrieueHre yIpaBIeHHs ~
JUIsL TIOATOTOBKM OakanaBpoB 1o HampasieHuio 38.03.02 «MeHemKMeHT» HanpaBlI€HHOCTb
(mpoduip) «IIpoexTupoBanue, opranuzanus U aAMUHUCTpUpoBaHue 6usneca» /Coct. U. C. Ka-
nycreHko - Komcomonbck-Ha-Amype: ®I'bOY BO «KHAT'Y», 2021. — 12 c.

3 Meroaunueckue yKa3aHHsl K BBIOJHEHUIO pacdyeTHO-rpapuueckor paboThl MO TUCITH-
mwinHe JlokyMeHTalnoHHOEe OOeCTeYeHHe YIpaBieHUs ~ JUIsl MOATOTOBKM OakajlaBpoOB IO
HarpasieHuto 38.03.02 «MeHemkMeHT» HarpaBieHHOCTh (poduie) «IIpoekTupoBanue, opra-
HU3aIus U agmMuHuctTpupoBanne ousneca» /Coct. U. C. Kanycrenko - Komcomonbck-Ha-Amype:
®I'BOY BO «KHAT'Y»®, 2021. — 14 c.

Pa3mernieHs! B cBOOOJHOM JOCTYTIE B AJIEKTPOHHO-00pa30BaTeNIbHON cpesie By3a.

8.4 CoBpeMeHHbI€e IPodeccoHaANbHbIE 0a3bl JAHHBIX H HHPOPMALHOHHBIE
CIPaBOYHbIE CHCTEMBbI, HCIOJIb3yeMble NPH OCYHIECTBJIEHUH 00pPa30BaTe/ib-
HOrO npouecca no AMCHUIINHE

1 3BC ZNANIUM.COM: snekTpoHHO-O0uOIHnOTeUHas cuctema : caiT. — Mocksa, 2021 —
00O «3nanunym» — URL: http://www.znanium.com (nata oOpamenusi: 05.05.2022). — Pexxum
JocTymna: JUIsl 3aperucTpup. Mojib30Baresei.

2 OBC «Opaiit»: obOpa3oBarenbHas miatdopma HOpaiit: caiir. — Mocksa, 2021 — . —
URL: https://urait.ru/ (mara oOpamenus: 05.05.2022). — Pexxum joctyma: JUisl 3aperucTpup.
MOJIb30BaTENEN.

3 OBC IPRbooks: anexTpoHHO-O0MbIMoTEeUHas cucreMa : caidlt. — Caparos, 2021 — OO0
«Komnanus "Au Ilu Ap Memua"» — URL: http:\\www.iprbookshop.ru (mara oOGpamienus:
05.05.2022).

8.5 Ilepeuenn pecypcoB nHGOPMAIHOHHO-TEJIEKOMMYHUKANIMOHHOH ceTn «H-
TepHeT», He00XO0AMMBIX /IJISl OCBOCHUS JUCHHUILJIMHBI (MOLYJIs1)
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1 Marepuansl noprana busnec-naBuraropa MCII - https://smbn.ru/ (mata o6pamme-
Hus 05.05.2022). Pexxum mocTyma: cBOOOTHBIM.

2 Marepuansl caiita ®onnma pasButus ropoga Komcomonbcka-Ha-Amype -
https://mbk.kmscity.ru/(nara o6pamenus 05.05.2022). PesxuMm gocTyrma: CBOOOIHBIIA.

3 Marepuansl caiita https://kon-oxkB3a.pd (mara obpamenus: 05.05.2022 ). — Pexxum
JOCTYTIA: CBOOOHBIH.

4 Marepuainsl caiira https://habstat.gks.ru/ (mara oGpamenus: 05.05.2022). Pe-
UM JIOCTYTA: CBOOOHBIH.

S) Marepuansl opHUIHATBHOTO caiiTa AgMUHHUCTpauu ropoaa Komcomonbscka-Ha-
Awmype http://komcity.ru (mara o6pamienns: 05.05.2022). — Pesxum goctymna: CBOOOHBII

6 Marepuansl  opunmansHoro caidita IIpaBurenbctBa XabapoBCKOTO — Kpas
https://www khabkrai.ru/ (nara obpamienus: 05.05.2022). — Pexxum goctyma: CBOOOHBII

7 Marepuansl o¢punmansHoro caiita IlpaButensctBa Poccuiickoir ®exnepauuu
http://government.ru/ (mata oopamenus: 05.05.2022). — Peskum mocryma: ¢cBoOOIHBIH

8.6 JInueH3noHHOE U CBOOOTHO pacnpocTpaHsieMoe MPOrpaMMHoOe obecreueHue,
HCII0JIb3yeMoe NPH OCyllecTBIeHUN 00pa30BaTeIbHOIO Npouecca
10 JUCIHUINIHHE

Tabnuna 5 — [lepeuenpb UCNOIB3yeMOro MPOrpaMMHOT0 00eCieueHus

Haumenosanue [10 PexBH3HTHI / yCIIOBUS MCTIOJIB30BAHMS

OpenOffice CBoOoHAas TUIIEH3US, YCIOBHS UCTIOJIB30BaHUS IO CCHUIKE:
https://www.openoffice.org/license.html

9 OpraHu3alMOHHO-NIEAATOTMYEeCKHEe YCIOBUSA

Opranuzanus o6pa3oBaTeIbHOIO MPOLECCca periJaMeHTupyeTcs y4eOHbIM IJIaHOM U pac-
NMCaHUEeM Yy4yeOHbIX 3aHATUU. SI3bIKk 00ydeHus (mpenojaBaHus) - pycckuil. Jlyisg Bcex BUAOB
ayJUTOPHBIX 3aHATUN aKaJIeMUYECKUN Yac YCTaHABIMBAETCS MPOIOJIKUTEIBHOCTBIO 45 MUHYT.

IIpu dopmupoBaHuM CBOEW MHAMBHIYaJIbHOM 00pa3oBaTeNbHON TpaeKTopuM oOyyaro-
IIMHACS UMEET MPaBo Ha Mepe3aveT COOTBETCTBYIOUUX JTUCHMIUIMH U MPO(ECCHOHAIBHBIX MOIY-
JIel, OCBOEHHBIX B IMPOIIECCE MPEAIIECTBYIONMIET0 00yYeHHs, KOTOPBIA 0CBOOOXK1aeT 00yJarole-
rocsi OT HEOOXOJMMOCTH UX MOBTOPHOT'O OCBOEHHUS.

9.1 O0Opa3oBaTe/IbHbIC TEXHOJIOTHH

VY4ebHblil npoliecc MpH NMpernoAaBaHuu Kypca OCHOBBIBAE€TCS Ha MCIIOJIB30BaHUU TpPau-
LIMOHHBIX, NTHHOBALIMOHHBIX U MH(QOPMAIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJOTHH. Tpaauiuon-
Hble 00pa3zoBaTeIbHbIE TEXHOJIOIUU MPEACTABICHbI JEKIUSIMA U CEMUHAPCKUMU (ITPAKTUYECKU-
MH) 3aHATHSAMH. VIHHOBaIIMOHHBIE 00pa30BaTeNIbHbIE TEXHOJIOTUU UCIIOJIBb3YIOTCS B BHJIE IIHPO-
KOTO IIPUMEHEHUS aKTUBHBIX U MHTEPAaKTUBHBIX (GOpM NpoBeeHus 3aHatuil. MHopmarmonHsie
o0pa3oBaTeNbHbIE TEXHOJOTHUU PEATU3YIOTCS MYTEM aKTUBU3ALMU CaMOCTOSITENIBHOM pPabOThI
CTYZICHTOB B MH(OPMALIMOHHOH 00pa3oBaTeNbHOI cpefe.

9.2 3aHATHA JeKIMOHHOI0 THIIA

JIEKIIMOHHBIN Kypc MpeanoaraeT CUCTeMaTH3MPOBAHHOE M3JI0)KEHHUE OCHOBHBIX BOIPO-
COB Y4eOHOT0 IJIaHa.

Ha nepBoii nexuuu jekTop 00s3aH MpenynpeaIuTh CTyI€HTOB, IPUMEHUTEIBHO K KAKOMY
6a3oBoMy y4eOHUKY (yueOHUKaM, yueOHBIM TOCOOMSIM) OyIeT MPOUUTaH Kypc.


https://smbn.ru/
https://mbk.kmscity.ru/
https://habstat.gks.ru/
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JIeKIIMOHHBIN KypC JOJDKEH JaBaTh HauOONbLINK 00beM MH(pOpMAIMU U 00ecleunBaTh
Oostee TIIyOOKOE TTOHMMaHKE YUeOHBIX BOIIPOCOB IPH 3HAYUTEIHFHO MEHBIIECH 3aTpaTe BpEeMEHH,
4eM 3TO TpeOyeTcst OONBIIMHCTBY CTYACHTOB Ha CAMOCTOSATENILHOE U3YUeHHE MaTepuaa.

9.3 3aHsATHA CEMHMHAPCKOI0 THIIA

CeMMHaApCKUE 3aHATHS IPECTABIIAIOT COOO0I 1eTaIU3aLuIo JIEKIIMOHHOTO TEOPETUUECKO-
ro MaTtepuasa, IpoOBOJATCS B LEJIAX 3aKPEIJICHNs Kypca U OXBaThIBAIOT BCE OCHOBHBIE Pa3/elibl.

OcHOBHOI (hOopMOIl IPOBENCHUSI CEMHHAPOB SBISIETCS 00CYyXkAeHHEe Hanbosee mpoodaem-
HBIX U CIIO)KHBIX BOIIPOCOB IO OTAEIBHBIM TE€MaM, a TakKe pa300p MPUMEPOB M CUTyallUi B
AyJUTOPHBIX YCIOBHAX. B 00s3aHHOCTH mIpenojaBareisi BXOAT: OKa3aHHE METOJUYECKOH mo-
MOIIH U KOHCYJIbTUPOBaHHUE CTYIEHTOB 10 COOTBETCTBYIOILIMM TEMaM Kypca.

AKTHBHOCTb Ha CEMUHAPCKUX 3aHATHUIX OLICHUBAETCS MO CIAEAYIOLUIUM KPUTEPUIM:

- OTBETHI Ha BOIIPOCHI, Ipe/IaraeMble MpernoaaBaTeseM;

- y4acTue B AUCKYCCUSX;

- BBIIMIOJIHEHUE NTPOEKTHBIX U UHBIX 3aJaHUH;

- aCCUCTUPOBAHUE MPEIO0IaBATENI0 B IPOBEACHUN 3aHITUH.

OtBet foiKeH ObITh apryMEHTHUPOBAHHBIM, PA3BEPHYTHIM, HE OJTHOCIOXKHBIM, COIEPKATh
CCBUJIKU Ha UICTOYHMKH.

Jlokazpl U ONIIOHMPOBAaHHE JOKJIAJ0B MPOBEPSIOT CTENEHb BIAJAECHUS TEOPETHUECKUM
MaTepuajioM, a TAKKe€ KOPPEKTHOCTb U CTPOIOCTh PacCyKICHUI.

OneHuBaHue 3aJaHU, BBIOJHEHHBIX HA CEMHUHAPCKOM 3aHATUHU, BXOJUT B HAKOIUICH-
HYIO OLICHKY.

9.4 CamocrosiTe/ibHasi padoTa 00y4aloUUXCcs M0 AUCHUIIHNHE (MOIYJII0)

CamocrodrenbHas paboTa CTyAEHTOB — 3TO IPOLECC aKTUBHOIO, LIEJIEHAIIPABICHHOIO
IpUOOpETEeHNs CTYIEHTOM HOBBIX 3HaHUH, yMEeHUI 0e3 HEemOCPEeICTBEHHOIO0 Y4acTHsl Mpernoa-
BaTells, XapaKTEPU3YIOIIUICS TPEAMETHONW HANpaBICHHOCTHIO, 3((PEKTUBHBIM KOHTPOJIEM W
OLIEHKOI pe3ysbTaToB JEATEIbHOCTH 00yUaroIIerocs.

[enu camocTosTENbHON pabOTHI:

- CUCTEMaTH3alus U 3aKpEIUICHUE MOJIyYEHHBIX TEOPETUUECKUX 3HAHUM U MPAKTUYECKUX
YMEHUH CTYJICHTOB;

- yri1yOJieHHe U pacIliipeHne TEOPEeTHUECKUX 3HaHUI;

- (popMUpOBaHUE YMEHUU HCIOJIb30BATh HOPMAaTUBHYIO U CIPABOYHYIO JOKYMEHTAIHUIO,
CIELUAIIbHYIO JTUTEPATYPY;

- pa3BUTHE MO3HABATEIbHBIX CIIOCOOHOCTEN, aKTUBHOCTH CTYAEHTOB, OTBETCTBEHHOCTH U
OpraHU30BAHHOCTH;

- (hopMHpOBaHHE CaMOCTOSTENILHOCTH MBIIUIEHUS], TBOPYECKOW MHUIMATHBBI, CIIOCOOHO-
CTE! K CaMOPa3BUTHIO, CAMOCOBEPIIEHCTBOBAHUIO U CAMOpEaInu3alltH;

- pa3BUTHE UCCIIENOBATEIBCKUX YMEHUN 1 aKaIEMUYECKUX HABBIKOB.

CamocrodTenbHas padoTa MOXKET OCYLIECTBIATHCS MHIUBHUIYaIbHO WM TPYHIIAMU CTY-
JIEHTOB B 3aBUCUMOCTH OT 1I€JIU, 00BbEMa, YPOBHS CI0KHOCTH, KOHKPETHON TEMaTHKH.

TexHon0rUs OpraHu3ay CaMOCTOSTENbHONW pabOThl CTYICHTOB BKJIIOYAET MCIIOJIb30Ba-
HUE MHPOPMAIIMOHHBIX U MaTepUAIbHO-TEXHUYECKUX PECYPCOB YHUBEPCUTETA.

KoHTponb pe3ynbTaToB BHEAyIUTOPHON CaMOCTOATENbHOH pabOThl CTYJEHTOB MOXKET
MIPOXOJIUTHh B MMCbMEHHOM, YCTHOM WIJIM CMEIIaHHOM (opme.

CTyneHTbl JOJDKHBI MOJXOAUTh K CaMOCTOATENBbHOM paboTe Kak K HauBaKHEHIIEMY
CPEICTBY 3aKpEIUICHUs U Pa3BUTHUSl TEOPETHUYECKUX 3HAHUM, BHIPAOOTKE €MHCTBA B3IJISJIOB Ha
OTJeNIbHBIE BOIPOCHI Kypca, MPUOOPETEHHs ONpPE/IeICHHBIX HABBIKOB U UCIOJIb30BaHUS Mpodec-
CHOHAJIbHOW JTUTEPaTypHI.
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9.5 MeTtoanueckue yKkazaHusi /sl 00y4ar0IMXCH 0 OCBOCHUK) THCHMUILINHBI

[Tpu M3y4eHun AUCHUILTIHBI 00yYarOIUMCS IIeTIECO00Pa3HO BBINOJIHATH CIEAYIOIINE pe-
KOMEHALNH:

1. U3yuenne yueOHOM TUCIUIUIMHBI JOJKHO BECTHCH CUCTEMATHUECKH.

2. Ilocne n3yuyeHust Kakoro-imbo pasjena 1no yueOHUKY MM KOHCHEKTHBIM MaTepuaiaMm
PEKOMEHIyeTCs 110 IaMATH BOCIIPOU3BECTU OCHOBHBIE TEPMUHBI, OIIPEACIICHHUS, TIOHATUS pa3ze-
na.

3. Ocoboe BHUMaHUE CIIEyeT YACTUTh BHIIIOJHEHUIO OTUYETOB O MPAKTHYECKUM 3aHITH-
SM ¥ UHJMBHlyalbHBIM KOMIUIEKCHBIM 33JJaHUSM Ha CAMOCTOATENIbHYIO paboTy.

4. Bcs TemaTuKa BOIIPOCOB, U3Y4aeMbIX CaMOCTOSITENIBHO, 334a€TCs Ha JIEKUUAX Mpeno-
naBartesneM. VM ke 1aroTcs HCTOYHMKH (B MIEPBYIO O4epe/lb BHOBb M3aHHBIE B IEPUOANYECKON
HAYYHOM JuTeparype) Ui 6ojee AeTalbHOTO ITIOHUMAaHUS BOIIPOCOB, O3BYYEHHBIX Ha JIEKIHUH.

IIpu camocTosTENIEHON MPOPAOOTKE Kypca 00yUdaroIMecs J0JKHBI:

- IPOCMATPHUBATh OCHOBHBIE ONPECNCHHS U (DaKThI;

- MOBTOPUTH 3aKOHCIIEKTUPOBAHHBIM Ha JIEKLIMOHHOM 3aHATUU MaTepuall U IOIOJHUTH
€ro ¢ y4eTOM PEKOMEHJOBAaHHOM 110 JAHHOHN TEME JINTEepaTyphl;

- U3yYUTh PEKOMEHJOBAHHYIO JIUTEPATYpPy, COCTABIIATH TE€3UCHI, AHHOTALIMM U KOHCIIEKTHI
HanOoJice BAXKHEIX MOMCHTOB;

- CaMOCTOSTENbHO BBINOIHATH 3a/1aHNs, aHAJIOTHYHBIE IIPEJUIaraéMbIM Ha 3aHATHUSAX;

- UCTIOJIB30BATH JJISi CAMOIIPOBEPKU MaTepHaiIbl OHIA OIICHOUYHBIX CPEJICTB.

10 Onucanne MaTepHAJIbLHO-TEXHMYECKOT0 00ecneyeHusi, He00X0AUMOro I 0CY-
HIeCTBJICHUS 00Pa30BaTEJIbHOI0 MPOLecca Mo JUCHHUILINHE (MOYJII0)

10.1 Y4eOHo-1a00paTopHOE 000pyAOBaHUE
OtcytcTByeT

10.2 TexHu4eckue M 3JIEKTPOHHbIE CPEACTBA 00y4YeHUsA
OTCyTCTBYIOT

11 HNurble cBegenus

MeToanuyecKkue PEKOMEHAAIUHA 110 Oﬁy‘IEHI/IIO JIMI ¢ OTPAHNYCHHBIMH BO3MOZKHO-
CTSAMHU 310POBbA U UHBAJIMAOB

OcBoeHME NUCHUIUIMHBI 00YyYalOIIMMUCS ¢ OIPAaHUYEHHBIMU BO3MOXKHOCTSIMH 3/I0POBBS
MOYET OBITh OPraHM30BaHO KAaK COBMECTHO C JPYIMMH OOYYalOIIMMUCS, TaK U B OTAEIbHBIX
rpynnax. [Ipennonaratorcs cnenuaibHble YCIOBUS IJIs TOJIydeHus: 00pa3oBaHusl 00y4aromuMHU-
Cs ¢ OTPaHUYECHHBIMU BO3MOXKHOCTSIMU 310POBbSL.

[Ipodeccopcko-nenarornyeckuii cocTaB 3HAKOMHUTCS C TICHXOJIOTO-(DU3UOIOTHUYECKUMU
0COOEHHOCTSIMH O0OYYarOIMIMXCSl WHBAIK/OB M JIMIl C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMH 3/10pO-
Bbs, UHJIMBUyaJbHBIMU MPOTrpaMMaMH peadMInTaluu WHBaINAOB (npu Hamuuuu). [Ipun HEoO-
XOIUMOCTU OCYLIECTBIISETCS JOIOJHUTENbHAS MOAACPKKA MIPENOAABAHUSA ThIOTOPAMHU, IICHUXO-
JIoTaMH, COIIMaJIbHBIMH paOOTHUKAMU, MPOIIEIIINMHU MOITOTOBKY aCCUCTEHTaMHU.

B cootBercTBHM ¢ MeTOIMYECKMMHU peKoMeHAanusiMu MunoOpHayku P® (yTB. 8 anpens
2014 r. N AK-44/05BH) B Kypce MpEIOJIaraeTcsi MCIOIb30BaTh COIMATbHO-aKTHUBHBIE U pe-
(iiekcuBHBIE METOIbI 00YUEHUS], TEXHOJIOTMH COLIMOKYIBTYPHOIN peaOUINTaLUu C LENbI0 OKa3a-
HUs IOMOIIY B YCTaHOBJIEHUH NOJIHOLEHHBIX MEXJIMYHOCTHBIX OTHOLIEHUM C IPYIrUMH CTYJCH-
TaMH, CO3JJaHUU KOM(pOPTHOTO MCUXOJIOTHYECKOT0 KIMMara B cTyeHdeckoil rpymnne. [Togbop u
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pa3paboTka y4yeOHBIX MaTepHaJOB MPOU3BOAATCSA C YUETOM INPENOCTABICHHUS MaTepuala B pas-
JUYHBIX (hopMax: ayquadbHOW, BU3YaJIbHOW, C HCIOJIb30BAaHUEM CHELHMATbHBIX TEXHHUYECKUX
CpeACTB U MH(POPMAITMOHHBIX CUCTEM.

OcBoenne nuctuminsbl Junamu ¢ OB3 ocyiiecTBiseTcst ¢ UCIOIb30BaHUEM CPEJCTB
00y4yeHHs OOIIETO M CIEeHUAIBHOTO Ha3HAaYeHUs (TEPCOHAIBHOTO M KOJUIEKTUBHOTO HCIOJIB30-
BaHUsA). MarepuanbHO-TEXHUUYECKOE 00ecrieueHHe MpeyCMaTpUBaeT MPUCIIOCO0IEHHE ayIUTO-
puil k Hyxzam iun ¢ OB3.

dopma npoBeEeHUs aTTeCTAlUy JJIs CTYI€HTOB-UHBAIUAOB YCTAHABIUBACTCA C yYETOM
WHANBUIYAIBHBIX TICUX0pu3ndecKux ocodeHHocreit. st ctynentoB ¢ OB3 mpemxycMarpuBaet-
cs1 1ocTymnHas popma IpeloCTaBIeHUs 3a1aHUH OLIEHOUHBIX CPE/ICTB, & UMEHHO:

- B TIEYaTHOH WM DJCKTPOHHOM ¢opme (g IUI C HAPYMIEHUSIMH OIMOPHO-
JIBUTATEJILHOTO amapara);

- B Ie4aTHOM (popMe WM 3IIEKTPOHHOM (POopMe € yBETUUYEHHBIM MIPHUPTOM B KOHTPACTHO-
CTbIO (IUIs1 JIUL] C HAPYILIEHUSMHU CIIyXa, peuH, 3pEeHus);

- METOJIOM YTEHHSI aCCHCTEHTOM 33IaHUs BCIIYX (IS JIUII C HAPYIICHUSMH 3PEHHUS).

CryneHTraM ¢ MHBAJIUJHOCTBIO YBEIMUYUBACTCA BPEMs Ha MOATOTOBKY OTBETOB Ha KOH-
TPOJIbHBIE BONPOCHL. [l TakuX CTYIEHTOB MpeayCMaTpUBAETCs JOCTyMHAs (opma mpeaocTas-
JIEHUsl OTBETOB HA 3a/1aHUs, @ UMEHHO:

- IUCBMEHHO Ha Oymare miM HabOpOM OTBETOB Ha KOMIIbIOTEpE (JIsl JIUL C HapyILIEHU -
MU CIlyXa, peuH);

- BBIOOPOM OTBETa U3 BO3MOXKHBIX BapUAHTOB C UCIOJIB30BAHUEM YCIYT acCUCTEHTA (ISt
JIMIL ¢ HAPYIICHUSIMU OIIOPHO-/ABUraTEIbHOIO alapara);

- YCTHO (7151 JTUI] ¢ HAPYIIEHUSIMHA 3PSHHUS, ONTIOPHO-ABUTAaTEIHLHOTO aIIapara).

ITpu HEOOX0AMMOCTH AJ1s1 00YUAIOIIUXCS ¢ MHBAIMIHOCTBIO IPOLIEypa OLIEHUBAHUS pe-
3yJITATOB O0YUYEHHSI MOKET MMPOBOJIUTHCS B HECKOJIBKO 3TAIIOB.
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ITpunoxxenue 1

®OHJ OHEHOYHbLIX CPEACTB

Mo ITMCIHMIIJIMHE

«I[OKyMeHTaIII/IOHHOC o0ecmeyeHue YupasBJiCHUSD>

HanpaBneHHe IHOATrOTOBKH

38.03.02 MeneKMEHT

HampasienHocts (ipoduiib) oOpa3oBaTesb-
HOM MPOTrpaMMbI

[IpoexkTupoBanue, opraHu3auvs U aJIMHHUCTPHU-
poBaHue OM3Heca

KBaJ'II/I(bI/IKaI_II/IH BBIITYCKHHKA

bakanasp

['ox Havana moAroToBkH (o yuyebHOMY IuTa-
Hy)

2022

®opma 00yueHus Ouno-3a04Has popma
TexHonorus 00y4eHus Tpagunuonnas
Kypc Cemectp TpynoeMkocTs, 3.€.
4,5 8,9 4

Bun npomexxyTro4yHou arrecra-
07071

O6CCHC‘H/IB8.I'OH_ICC noapa3aciiCHUC

3aueT ¢ OLEeHKON Kadenpa «MeHemKMEHT, MAPKETUHT U FOCY1apCTBEHHOE

yTIpaBJICHUE
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1 IlepeyeHb NIIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHUs 1O AUCHMILIMHE (MOLYJII0), CO-
OTHECEHHBbIX ¢ MHAMKATOPAMM JOCTHKEHUS] KOMIIETeHI UM

Ta6mmma 1 — KomneTeHmu 1 MHAMKATOPHI MX TOCTHXKCHHS

Ko n HaumMeHoBaHuE KOM-
HETECHIINU

Nuaukaropel JOCTUXEHUS

[Inanupyemblie pe3ysbTaThl
00y4eHUs TTO TUCIUILINHE

Ob6memnpodeccnoHanbHbIC

OIIK-1 CnocobeH pemaTh
npodeccuoHaIbHbIC 3a/1a4H
Ha OCHOBE 3HAaHUU (Ha IPO-
MEXYTOUHOM YPOBHE) 2KO-
HOMUYECKOM, OpraHu3aly-
OHHOM W yIPaBJIECHYECKOM
TEOpUU;

OIIK-1.1 3HaeT OCHOBBI SKOHO-
MHYECKOH, OPraHU3ALMOHHON 1
yIpaBJIEHYECKOI TEeOpUH B 00BE-
Me, HE0OXOIMMOM JIJIs1 YCTICTITHOM
YIPaBJICHUYECKOU J1eATENbHOCTH;
NepeI0BOM OTEYECTBEHHBIN U 3a-
PYOEXKHBIH OIBIT OpraHU3aIuU
yIpaBiIeHUs TPOU3BOJICTBOM

OIIK-1.2 Ymeer popmynupoBaTh

1 OpPMaTM30BBIBATH YIIPaBJICHYE-
CKHE 33J1a4M, UCTIOJIB3YS IOHATUN

arrapaTr 3KOHOMUYECKOM, OpraHHu-
3alIMOHHOMW U YIPaBICHYECKOM

HayK

OIIK-1.3 Bnageet HaBbIKaMu pe-
IICHUS THITOBBIX MPOPECCHOHAIb-
HBIX 3371249, B TOM YHCIIC U3YUCHUS
3apy0EKHOTO OIbITa

3HaTh: OCHOBHBIE HOpMa-
TUBHO - I[IPaBOBBIE JIOKY-
MEHTBI, HEOOXOTUMBIC IS
YCIEUIHON YIpPaBJICHUYECKON
NeSATEIbHOCTH

YMeTh: rpaMoTHO paspada-
THIBaTh OCHOBHBIE  BH/IbI
JOKYMEHTOB JUIsl (hopmyu-
pOBaHMS  YIPABJIEHYECKUX
3a1a4

Biamers: HaBbIKamMu opra-
HU3alUU pPabOTHI C JOKY-
MEHTaMH

Bnagers: HaBblkamMM — HC-
IOJIb30BAaHUSl  Pa3JIMYHBIX
CPEICTB CBSI3U IIPpU JIOKY-
MEHTAIlMOHHOM olecreye-
HUH, B TOM YHUCIIE U3yUEHUS
3apyOeKHOTO OIBITA

Tabnuma 2 — [TaciopT ¢oHa OIEHOYHBIX CPEICTB

KonTposmpyembie Kon xonTposmpye- HanmenoBanue
pasaeJibl (TeMbl) MOH KOMIIETEHIIUU OLIEHOYHOI'0 TToka3aTen OolleHKH
AMCIUILINHBI (nJIM ee 4acTH) cpeacTBa
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Pa3zgen 1 Mertonosoru-
YEeCKHE U MPABOBBIE OC-
HOBEBI JMCIUTIINHEL.
Hcropust BO3HMKHOBE-
HUSI U Pa3BUTHUS CUCTE-
MBI TOCYIapCTBEHHOTO
JIETIONPOU3BOJICTBA B
Poccun

OIIK-1

[IpakTnueckue 3a-
nanus 1-4

[IpencrapisieT OCHOB-
HBIC DTAIlbl OTCUe-
CTBEHHOTO JIEJIOIPO-
H3BOJICTBA.
[Ipencrapnsier cnenu-
¢uKy npuKa3HOH cu-
CTEMbI JIETTONTPOU3BO/I-
cTBa. Bmagmeer HaBbI-
KaMu COCTaBJICHUSA
CXEM C HCIIOJIb30BaHH-
eM KOMITBIOTEPHBIX
TEXHOJIOTHH.
[IpencraBnsier cnenu-
(bUKy KOJIEKCKON CH-
CTEMbI JIETTONTPOU3BO/I-
cTBa. Bmageer HaBbI-
KaMu COCTaBJICHUSA
CXEM C HCIIOJIb30BaHH-
eM KOMITHIOTEPHBIX
TEXHOJIOTUH. IIpen-
CTaBISIET CIEIUPUKY
MHUHUCTEPCKOM CHCTE-
MBI JIETTONTPOU3BO/I-
crBa. Bnageer HaBbI-
KaMu COCTaBJICHUS
CXEM C MCIOJIL30BaHM-
eM KOMITHIOTEPHBIX
TEXHOJIOTHUH.

Pa3znen 2 CoBpemeHHas
opranuzarus JJOY B
Poccuiickoi denepa-
807051

OIIK-1

[TpakTHyeckue 3a-
naaus 5-8

[IpencraBnsier OCHOB-
Hble (QYHKIMHA W 3Ha-
YeHUe JOKyMEHTa B
YIPaBJICHUYECKON Jiesl-
TEJIbHOCTH.

Brmageer  HaBpIKamMu
COCTaBJIEHUSI OpraHu-
3allMOHHBIX U pacro-
PSIUTENBHBIX  JTOKY-
MEHTOB.
[IpencraBnsier cneuu-
¢uxy dopmupoBaHUs
CITy’)K€OHBIX JIOKyMEH-
ToB. Braneer HaBbIKa-
MU COCTaBJICHUS CIy-
XKeOHOTO MUCHhMA.
[Ipeacrasnsier Kiroue-
Bbl€ MOHATHUA IO Jie-
JIOTIPOU3BOJICTRBY.
Bnageer  HaBbIKamu
opopmienust  rpuda
YIBEPXKICHHUS  JIOKY-
MEHTa
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Pa3znen 3
JlokymMeHTalmoHHOE
obecneyeHne
YIPaBJICHUS

OIIK-1

[IpakTnueckue 3a-
nauus 9-12

Bnaneer HaBbIKaMH
aHaiM3a CHUCTEM JO-
KYMEHTOB H 0(OpM-
JeHus pacrnopsiiu-
TEJIBHBIX JOKYMEHTOB.
Binaneer  HaBblKamu
aHalnM3a CUCTEM JO-
KYMEHTOB H 0(OpM-
JeHus pacnopsiu-
TEJIbHBIX JOKYMEHTOB.
Brnageer  HaBbpIKamMu
aHaJlu3a CHUCTEM JI0-
KYMEHTOB H 0(OpM-
JeHus CIIPaBOYHO-
nH(OPMALIMOHHOK J10-
KYMEHTaLIUH.
Brnageer  HaBbIKaMu
aHaJlu3a CHUCTEM JI0-
KYMEHTOB H 0(OpM-
JeHus CIIPaBOYHO-
AHAJIMTUYECKOM JIOKY-
MEHTaLUH.
[Ipencrasisier Kiroue-
BbI€ JTalbl JBUKEHUS
JIOKyMeHTa. Bmaneer
HaBBIKAMM  COCTaBlIE-
HUS CXEM C MOMOIIbIO
KOMIIBIOTEPHBIX  TE€X-
HOJIOTHI

Pa3nea 4
JloKkyMeHT0060pOT

OIlK-1

IIpakTrueckoe 3a-
nmaune 13-15

IIpencrasisier Kiroue-
BBIE D3Tallbl JIBUKEHUS
JIOKyMeHTa.  Brnaneer
HaBBIKAMH  COCTaBIIE-
HUS CXEM C ITOMOIIBIO
KOMIIBIOTEPHBIX ~ T€X-
HOJIOTHM.
IIpeacraBnsier HOpMa-
TUBHO-TIPABOBBIE  OC-
HOBEI B JIOV.

Bce Tembl

OIlK-1

Pacuerno-
rpaduueckas pabo-
Ta

Bmaneer naBpikaMu
cocTaBieHHs ouin-
QIBHBIX JOKYMEHTOB,
OpTraHMU3aINH JIOKY-
MEHTO0000pOTa U Xpa-
HEHUs JJOKYMEHTOB

Bce pasnmensr  aucuu-
[LUTUHBI

OIlK-1

HToroBelii TecT

OO6mrast cymma 06asos,
KOTOpasi MOXET OBbITh
MojlydeHa 3a  TecT.
[TpaBUIILHOCTH OTBETOB
IIpU TECTUPOBAHUH.
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2 MeToauveckne MaTepHaJIbl, ONpPeessIue NPoue1ypbl OlleHUBAHUS 3HAHHUIA,
YMeHUil, HABBIKOB U (MJIM) ONBITA JeATeJIbHOCTH, XapaKkTepu3youme npouecc popmMmupo-
BaHMs KOMIIeTeHIUil

Meroaudeckue Marepuaisl, ONPEACIAIONIME IPOLEIypbl OLEHUBAHNS 3HAHUM, YMEHUH,
HaBBIKOB U (WJIM) OMbITA AEATEILHOCTH, IPEACTABICHbI B BUJIE TEXHOJOTMUECKONW KapThl TUCIIHU-

TUTHHEI (Tadsuma 3).

Tabmmua 3 — TexHonornyeckas Kapra

Haumenosa-
HHE
OIIEHOYHOT'0
cpeacrsa

Cpoxku
BbITOJI-
HEHUA
3alaHus
BO Bpe-
Ms ce-
MecTpa

[IxaJja onenun-
BaHUA

Kpurepun
OlLleHUBAHUS

IIpo

9 cemectp

MEXKYTOYHAdA aTTeCTallusl B (l)OpMe «3auer ¢ OIIEHKOI»

IIpakTnue-
CKME 3aJaHus
1-15

1-14-5
HeaeIst

5 OaiuoB 3a
13aganue
*15=75

5 0amoB - CTYAEHT MPaBUJIbHO BBINOJI-
HWI [pakThdeckoe 3aaanue. [lokazan
OTJIMYHBIE YMEHUS B paMKaX OCBOEHHOI'O
yueObHoro marepuana. OTBETHJ Ha BCe
JIOTIOJTHUTEIIbHBIE BOIIPOCHI.

4 Gayna - CTYJEHT BBINOJHUI MpaKTHye-
CKO€ 3a/laHHe C HeOOJBbIIMMU HETOYHO-
cramu. Ilokasan xopomme ymeHHs B
pamMKax OCBOEHHOI'O yuyeOHOro Marepua-
na. OTBeTHs Ha OOJIBIIMHCTBO JIOTIOJIHU-
TEJIbHBIX BOIIPOCOB.

3 Gaya - CTYAEHT BBINOJIHUII MIPAKTHYe-
CKO€ 3a/laHu€ C CYIIECTBEHHBIMU HETOY-
HocTAMH. 1Ipu oTBeTax Ha NONOJIHUTEIND-
HbI€ BOIPOCHI OBLIO JOMYLIEHO MHOTO
HETOYHOCTEH.

0 OamioB - HpU BBINOJIHEHUHU IMpPAaKTHYE-
CKOT'0 33J1aHusl OBIJIO JOMYIEHO MHOXKe-
CTBO HENIPaBUWJIbHBIX OTBETOB

PacuetHo-
rpaduueckas
pabota

B Teue-
HHUE ce-
MecTpa

15

15 OammoB - OTIWYHas CHOCOOHOCTh
MPUMEHSITh UMCIOIIMECS 3HAHUS U yMe-
HUS I HaXOXKJEHUS pelIeHHs Mpo-
OsieMHBIX cuTyanuii. OTIUYHOE BIIaJIeHUE
3HAHUSMU U HaBBIKAMHU, HEOOXOJAUMBIMHU
JUTSI TIPUHSATHS PEIICHUS B KOHKPETHOU
CUTYallUH.

10 6amioB - xopolas CHoCOOHOCTh MpHU-
MEHSTh HMMEIOIIMECS 3HAHHUS U YMEHUS
JUTSI HAXOXJICHUS PEIICHHS TTPOOJIEMHBIX
cutyanuit. JloctarouHoe BiajieHUE 3HA-
HUSMU W HaBBIKAMH, HEOOXOTUMBIMH JIJIS
peIIeHUs TPAKTUIECKHX 3a7ad.

5 OanoB - YIOBJIETBOPUTEIBHAS CIIO-
COOHOCTh TPHUMEHSTH HMEIOIINECS 3Ha-
HUS U YMCHHUS JUTSI HAXOXKJICHUS PEIICHUS
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Cpokn
Haumenosa- | oMo
HEeHUs
No HUE N — HIkana ouenn- Kpurepun
OUEHOYHOTO |~ Bpe- BaHUsl OlleHUBAHUS
cpeacTBa VSL Ce-
MecTpa
npobaeMHbIX cutyaruii. Cinaboe Biaje-
HUE 3HAHUSIMHU W HAaBBIKAMH, HEOOXOJIH-
MBIMHM ISl PEUICHHUS MPaKTHYECKUX 3a-
Jad.
0 6ayuI0B — OTCYTCTBHE 3HAHUW U YMEHUHN
JUTSL PEIICHUs KOHKPETHBIX MPOOIIEMHBIX
CUTYalHI
8 Wrorosslii 16-s He- 10 10 6amnoB - 91-100% npaBUIBHBIX OTBE-
TECT nens TOB — BBICOKHH YpOBEHb 3HAHUM;
7 6ainoB - 71-90% % mpaBUIBHBIX OTBE-
TOB — JIOCTAaTOYHO BBICOKUH YpOBEHBb
3HAHUH;
5 6amnoB - 61-70% npaBUIBHBIX OTBETOB
— CpeIHUH YPOBEHb 3HAHHIA,
2 Gamna - 51-60% npaBUIIbHBIX OTBETOB —
HU3KHUI YpOBEHb 3HAHU;
0 6ammoB - 0-50% npaBHIBLHBIX OTBETOB
— 0YEHb HU3KUI YPOBEHb 3HAHUU
NTOI'O 100 G6annoB
Kputepun oneHKH pe3yibTaTOB 00y4eHUsI MO JUCHHUIINHE:
0 — 64 % oT MakCUMaJTbHO BO3MOXKHON CYMMBI 0aJlJIOB — «HEYAOBIETBOPUTEIBHOY» (HEeI0CTa-
TOYHBIN YPOBEHB JJIsI TPOMEKYTOUHOM aTTECTAIMH I10 TUCITUTUIHHE);
65 — 74 % oT MakCUMaJIbHO BO3MOXHOW CYyMMBI OAIIJIOB — «YJJOBJIETBOPUTEIHHOY (TIOPOTOBBIN
(MMHMMAJIBHBIN) YPOBEHb);
75 — 84 % oT MakcUMaJbHO BO3MOKHON CYMMBI 0aJlJIOB — «XOPOIIO» (CPEeIHUN YPOBEHb);
85 — 100 % oT MakCMMaJIbHO BO3MOXXHOW CYMMBI OaJUIOB — «OTIMYHOY» (BBICOKMH (MakcH-
MaJIbHbIi1) YPOBEHD)

3 TunoBble KOHTPOJIbHBIE 32JAHUS HJIH MHbIE MAaTEePHAJIbI, HEOOX0AMMBbIE J1JIs1
OLIEHKHU 3HAHUI, YMEHHM i, HABBIKOB U (MJIM) ONbITA AeATEJIbHOCTH, XapaKTepPH-
3yloume npouecc popMupoOBaHHUSA KOMIIETEHIUH B X0/1e 0CBOeHHs 00pa3oBa-
TeJbHOH MPOrpaMMbl

3.1 3apanus 11 TeKyLero KOHTPOJIsl yCIeBaeMOCTH
IIpakTHyeckue 3a1aHus

3aganue 1. Vicnons3yst MaTepHuaibl JEKIHH, pEKOMEHIYEeMOW JTUTEPaTyphl BBISIBUTH dTa-
bl OTEYECTBEHHOT'O JIETIONPOU3BOJICTBA.

3ananue 2. [lepeunciuTh OCOOCHHOCTH TPUKA3HOTO JENONpou3BoACTBA. COCTaBUTH
cXeMy MPUKA3HOTO JIeJIONPOU3BOJICTBA.

3apanue 3. IlepeuncauTe OCHOBHBIE 3aKOHOAATENBHBIE AKTHI, ONPEACISABIINE MOPSAIOK
coctaBieHuss U odopmieHus aokymeHToB B yupexnaeHusx XVIII B. CocraButh cxemy
KOJIJIEKCKOTO JIEJIONPOU3BOCTBA.

3ananue 4. BeisiBuTh crieniuduky opranuzanuu jgenonpousBojctsa B XX B. CocTaBUTh
CXeMy MUHHCTEPCKON CHCTEMBI ISTIONPON3BOJICTBA.

3aganue 5. Uto Takoe qokyMeHT? OnpenenuTbs OCHOBHbIE (DYHKIIUU JOKYMEHTA.
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3ananme 6. late nonsrue dopmyisipy nokyMmeHTa. Ha OCHOBe TeopeTHUeCKUX 3HaAHWUN
MOCTPOUTH (HOPMYIISIPBI-00pa3ibl OPraHU3AIMOHHO-PACTIOPSAUTEIBHBIX JTOKYMEHTOB (IIPHUKa3,
aKT) C YIJIOBBIM pACIIOJIOKEHUEM PEKBU3UTOB JJI OpraHM3allMM WM TNPEANPUATUS JII000T0
BEJIOMCTBA.

3ananme 7. (peanusyercs B (hopMe MPAKTHUECKONW MOATOTOBKH)

OdopMuth T0KYMEHT (IHCHMO), aApeCcOBAaHHBIA K KOHKPETHOMY JIOJDKHOCTHOMY JIUILY,
opranmu3anuu (Ha IpuMepe J000i OpraHu3aIum).

3aganue 8. CoctaBuTh U OQOPMHUTH TpUG YTBEPKACHUS KOHKPETHBIM JIOJDKHOCTHBIM
JIULIOM.

3aganue 9. UeM OTIMYAIOTCS OPraHU3alMOHHO-PACIOPSIUTENbHBIE JTOKYMEHTBI OT
JIpyrux cucteM JoKyMeHToB? O(OpMUTH JOKYMEHT-paciopsikeHue (Jr000il opranusanun).

3apanue 10. B kakux ciydasx uznarorcs npukasbl. OGopMuTh npuka3 1mo OCHOBHOU
JESATEIIBHOCTH YUPEXKICHUS WIH MIPEATIPUATHS.

3ananue 11. BeisiBuTh 0cOOCHHOCTH (OPMUPOBAHUS CIPABOYHO-MH(GOPMAIIMOHHON J10-
KymMeHTauu. OGopMHUTH JOKIAIHYIO 3aMUCKY.

3aganmne 12. (peanusyercs B popMe MpaKTHIECKOM MOATOTOBKH)

O0603HauUTh POJIb CIIPABOYHO-AHATUTHUECKUX JOKYMEHTOB. COCTaBUTH aKT B CBSA3HM CO
claueil BBIMOJIHEHHBIX PadoT.

3aganue 13. Yro BXoaUT B MOHATHE JOKyMeHTOOOOopoTa? [locTpouth cxemy opraHusa-
[UU pabOTHI C JOKYMEHTaMHU.

3aganue 14. Kakue 1en0npou3BOACTBEHHbIE IPOLEAYPbl UMEIOT OTHOLIEHUE TOJBKO K
BXOJAIINM ToKyMeHTaM? ToJbKO K MCXOASIIUM JOKyMEHTam?

3ananue 15. MHCTpyKIUs 1O IETOMPOU3BOJCTBY — KaK OCHOBHOM HOPMATHMBHBINA aKT,
peraaMeHTupyoImui padboTy ¢ gfokymeHTamu. COCTaBUTh NMpUIoKeHUs (Ha BbIOOp3-4) i vH-
CTPYKLIUU IO J€JIOIPOU3BOCTBY.

PacueTHo-rpaduyeckas padora

Lenp PacuetHo-rpadmueckoil paboThI: 3aKPENUTh U YIIIYOUTh 3HAHUS, TOTYyYCHHBIC TIPU
U3y4eHHH Kypca, U IPUOOPECTH HaBBIKU PEILEHUsI MPAKTUUECKUX 3a/1a4, BOZHUKAIOUIUX IIPU J10-
KYMEHTAIlMOHHOM 00€CIIeYeHUH YIPaBIEHUSI.

PacuetHo-Tpaduueckas paboTa BBIIOJIHIETCS CTYACHTOM B T€UEHHE CeMecTpa IO Bapu-
antaM. Homep BapuaHTa onpenensiercs npenojaBaTeieM.

3aganue 1 Vcnonb3ys qaHHbIe, IPUBEIEHHBIE HUXKE, 3aII0OJTHUTE TaOIUILY

Bunel mucem: [lpuenawenue Ha npesenmayuio nosoeo mosapa (yeayeu),Ilozopaenenue
(noowpenue); Ilpemenzus; Ilpeonoxcenue o compyonuvecmse; Ilucomo-3anpoc, I apanmuiinoe
nucomo,; Hzeewenue; Iloomeepacoenue, [Jucyuniunapnoe. JJonoaHume nepeyens.

Llens koMmyHuKauu: Cmumynuposams npooadicu,; Ilonyuums Oanuvie 0 npeonoymeHusx
nompebumeneti;, Yckopumv onnamy (Oeruxamno);, Coxpanums npedanHoOCmv nOmpeoumens,
Acno onpedenrums konmpakmmuovie ycnogus,; Ilonyuums o3gpam oniamul Uil 3aMeHy NOCMABKU,
H3z6eaxcamv koupaukma usz-3a onozoanus ¢ onaamoiul, Mugopmuposams u npusieus nomenyu-
ANbHBIX COMPYOHUKOS, [lamb ACHYIO U MOYHYIO UHGPOPpMAYUI0 00 YCI08UAX pabomul U ONiamyl,
Hughopmuposams u nobyoums uzmenums nosedenue; Q0vsacHumsd 0emanu u npedodcums noo-
0epI*CKY.

Axpecart Buja nucoma eJb KOMMYHHMKAILUU

ITorenMaIbLHEIN KINEHT

IlocTOSIHHBII KJIUEHT

KoHTpareHTs!

COTpyAHUKH NPEANPUSATHUS
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3ananme 2. XXu3Hb MHOTHX HPEANPHUATUN 3aBUCUT OT 0ObeMa MOJyYeHHbIX 3aKa3zoB. [l
MaJIOr0 NPEANPHUATHA KaXKIblH 3aKa3uuK OCOOCHHO BaXK€H, I03TOMY pOJb IHCEM-
MOATBEPXKJICHUN MOXET ObITh O4YEHb BeNMKa. [IperoxkuTe CTpyKTypy MOATBEPXKACHUSA, MOAY-
Maiite, kakoi nHpopManrei MOXXKHO JTOTIOJIHUTh JAHHOE IHUCHMO.

3apanme 3. CocTaBbTE MUCHMO-NIPUTJIAIICHUE BBICTABOYHOTO IEHTpa «Ikcno» B 3A0 «7
JHEN» C MPEUIOKEHNUEM IIPUHATh Y4aCTHE B MEXKAYHAPOIHOM OTPACIEBOM BBICTABKE.

3ananue 4. OopmuTte ciry’keOHOE MUCbMO, U3BELIAIONIEE O PACTOPKEHUH PaHee 3aKITIo-
YEHHOT'0 JI0TOBOPA.
3aganue 5. Opopmure rapaHTUITHOE TUCHEMO JTFOOOTO CONEPIKAHUS.

Memoouueckue ykazanusi:

Jlyis BeneHus 1eJI0BOM MEPENUCKU PEKOMEHIyeTCsl UCI0NIb30BaTh (GPUPMEHHBINH OJIaHK, CO-
Jepxanuii nHpopmaro 00 opraHu3aIiy, MO3BOJSIOIIYIO JIETKO €€ UACHTU(PHUIUPOBaTh. TekcT
JOJIKeH OBITh HAINKMCaH MPOCThIMU (hpa3aMu, B HEUTpaIbHOM TOHE, O€3 JUIIHUX MOAPOOHOCTEH,
HE OTHOCSIIMXCS K jaeny. PekoMeHayercs cOCTaB/IATh MMCbMO IO OJHOMY BOIPOCY WJIM He-
CKOJIbKUM B3aWMOCBSI3aHHBIM.

CrpyKTypa JeJI0BOr0 MHUChbMa IPENIoaraeT CIeAYIOIIYI0 MOCIEA0BATEIbHOCTD U3JI0XKe-
HUS: CHayaja OOBSCHSIOT NMPUYUHBI, OCHOBAHUS U IeJIM OOpalleHus, 3aTeM (HOpMyIUPYIOTCS
pelIeHus, BbIBO/bI, IPOCHObI, pEKOMEHIAIMK. 3aBepLIAlOT MUChbMa KpPaTKUM pE3IOMe, Kacaro-
HIUMCSI IEPCTIEKTUB COTPYAHIYECTBA.

OO1enpUHATHIMU TPAaBUIAMU JI€JIOBOM MEPENUCKU AONYCKAKTCS CIEAYIOINE BUJBI 00-
paileHuit Kk aapecary:

1. «YBaxaewmslii rocnoguH Hukomnaes!». Takoit Bux oOpaiieHUil HOCUT opULIMaIbHBINA Xa-
paKkTep U mpearnoiaraeT onpeaeeHHYI0 TUCTAHIIHIO.

2. «YBaxaemasi Onbra AHaTONbEBHA,». JlaHHBIN BUJT OOpallleHUs UCTIOJIB3YETCs TIPH Hajla-
YKEHHBIX JIEJIOBBIX OTHOLICHHSIX.

[IpaBunbHO BRIOpaHHOE OOpalleHHe HEe TOJIBKO NMPHUBIIEKAET BHUMAHHUE aJipecara, HO U 3a-
JaeT MepenucKe HY>KHYI0 TOHaIbHOCTh. Heo0XoaumMo OoTMETUTh 0COO0YI0 poJib 3HaKa MpenuHa-
HUS, CIEYIOIIETO 32 O0palleHNeM: 3ansiTas NpuaaeT NTUchbMy OyJHUYHBIA XapakTep, BOCKIUIa-
TEJIbHBIM 3HAaK NOJYEPKUBAET 3HAUMMOCTb U CYOOpIMHALIUIO.

[Ipu cocraBieHnn nucbMa, aJpeCOBAaHHOIO MHOCTPAHHBIM MAapTHEPaM, TECT BhIBEPSETCS C
0COOEHHOMN THIATEIBHOCTBIO BO M30€kKaHNe JBOSKOIO TOJKOBaHMUS M MCKaKEHHs CMbLIA MPH T1e-
peBojie.

IloaroroBka oruera

ITo oxoH4aHMIO BEINOMHEHU 3aaHuil PI'P cTyneHToM noaAroraBnuBaeTcst OT4yerT.

1 Otyer opopmnsercs B coorBercTBUM ¢ TpeboBanusMu PJ[ 013-2016 «TekcToBble CTy-
neHdeckue padoTsl. [lpaBuna opopmiieHUs» U COCTOUT U3 CIAEAYIOLIUX YaCTEH:

- TUTYJIBHBIN JIUCT;

- co/IepKaHMUE;

- BBEJICHHUE;

- OCHOBHYIO 4acTb;

- 3aKJII0YCHHUE;

- CIIMCOK UCIOJIb30BaHHBIX UCTOYHHUKOB;

- IpuJI0XkKeHUs (TIpU HEOOXOJIMMOCTH).

2 Beedenue colepKUT OOIIYIO XapaKTepUCTHKY pa0oThl. Llenb u 3amaun pabotel. Pacmo-
JlaraeTcsi Ha OTAEJIbHOM CTpaHMIIE.

3 Kaxxnoe BbIOSHEHHOE 3a/laHue O(OpMIIIETCS OTJENbHBIM pa3/ieJIOM OCHOBHOM 4acTH
oTyeTa.
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4 3aknouenue pacrioyiaracTcs Ha OTAEIbHOW CTPAHULIE U COJEPIKUT KPAaTKUE BBIBOJBI O
mpoJieIaHHON paboTe. 3aKIFOYeHNE HOCHT KOHKPETHBIM XapaKTep W IOKa3bIBaeT, UTO CHAeJajl
CTYIEHT B CBOEH pabore.

5 Cnucoxk uUcnonb308aHHbIX UCMOYHUKOS8 COCTOUT W3 HOPMATHBHO-IIPABOBHIX aKTOB,
y’-Ie6HI/IKOB n y‘IGGHBIX HOCO6I/IfI, HCIIOJBb30BaHHBIX B XOAC BBIIIOJTHCHUA 3aJaHUA.

6 Ilpunoowcenus moOMeNIalOT MOCE CHUCKA UCIOIb30BAHHBIX UCTOYHUKOB B MOPSJIKE MX
OTCBIJIKH UJIN o6pa1ueHH51 K HUM B TCKCTC.

3.2 3agaHus 119 NPOMEKYTOYHOH aTTeCcTaluu

[IpomexxyTounast arrectanus (3a4eT ¢ OLEHKOM) MPOU3BOJUTCS B KOHIIE CEMECTPA B BHUJIE
TEeCTHUpOBaHUs. BapuaHT TUIIOBOrO TecTa MmpelcTaBieH Huke. [[oaHbINH nepedeHb TEeCTOBBIX 3a-
JAHUI HAXOJUTCS B JIEKTPOHHOM 00pa30BaTeNbHON Cpe/ie YHUBEPCUTETA.

1 Yro BKIIOYAET B CEOS MOHATUE «ICTOMPOU3BOICTBOY?

a) oTpacib NeATeILHOCTH, 00eCIIeunBaroIas JOKyMEHTHPOBAHNE W OPTaHU3aIUI0 pabo-
ThI ¢ OHUITHAITEHBIMH IOKYMEHTAMU

0) opranuzanuio, paboty ¢ JOKyMeHTaMu (TOJy4deHue, nepenady, oopadoTky, y4eT, pe-
TUCTPAIUIO, KOHTPOJIb, CHCTEMAaTU3aIINI0, TTOJITOTOBKY MOKYMEHTOB JJI CAaYd B apXWB, YHH-
YTOKCHHUE)

B) o0OecIieyeHre CBOCBPEMEHHOTO U MTPABWIIBHOTO CO3JaHMSI JOKYMEHTOB (JIOKYMEHTHPO-
BaHHC)

T') BHEJ[PCHHE B YIIPABICHYECCKYIO CUCTEMY KOMITBIOTEPHBIX CHCTEM, 3aIiCh HHPOPMAITUU
Ha Pa3JIMYHBIX HOCUTEIISAX

1) TOJATOTOBKY JIOKYMEHTOB I10 Pa3IMIHBIM BOTIPOCAM JESATSIIEHOCTH

2 OdunuanbHble JOKYMEHTBI: IOHSATHE, ONPE/EIICHHUE:!

a) opUIHaNTbHBIE TOKYMEHTBI — 3TO JIOKYMEHTBI, CO3/IaHHbIC I0PUAMYECKUMH WIN (PU3H-
YECKHMH JINLaMH, OOPMIICHHBIE U YJIOCTOBEPEHHBIE B yCTAHOBJICHHOM ITOPSIIKE

0) opunnanbHBIe JOKYMEHTHI — JOKYMEHTBI, 00€CIIeunBaIOIUe B3aUMOCHCTBHE CTPYK-
TYPHBIX YacTell M OTJIEIbHBIX COTPYIHUKOB

B) o(uIHaTBbHBIE TOKYMEHTBI — 3TO 0€J0BOM BapHaHT KOMIUIEKTa Oymar

T') JOKYMEHTBI, M3aHHBIC CTICIUAINCTAMH YIPEKACHUS

1) JOKYMEHTBI, OTIIPABJICHHbIE ajjpecaTy Ui aJpecaTaM

3 Kakue HopMaTHUBHBIE JOKYMEHTHI OMPEAEISAIOT MOPSAIOK paboThl M CIYKO JOKYMEHTa-
[IMOHHOTO O00eCIIeUeHHs yIPaBICHUS?

a) ElCIOY, I'OCT, ctanaapThl OpraHu3aiuu

0) JOHKHOCTHBIE UHCTPYKIIUU paOOTHUKOB

B) IIpaBUJIa BHYTPEHHETO TPYOBOTO paclopsiaka

') HOPMBI BpeMEeHH 110 paboTe ¢ apXUBHBIMH JIOKYMEHTAMU

1) HOPMBI BpeMEeHH 10 paboTe ¢ MaIIMHOMMCHBIMUA JJOKYMEHTaMHU

4 Yro BKIItOYAeT B ce0s crucTeMa JOKYMEHTAluu?

a) COBOKYITHOCTH JOKYMEHTOB, B3aMMOCBSI3aHHBIX IO MpPH3HAKAM MPOMCXOXKICHUS,
Ha3HAueHUs, BUA, cephl JeITEIbHOCTH, €AUHBIX TpeOOBaHUN K MX 0(hOPMIICHHUIO

0) cBOJ IpaBWJI U UHCTPYKIUI

B) MIOCTPOEHUE CXEM JBM)KEHUS JIOKYMEHTOB B OpraHU3aIIH

T') aHaJIN3 CXEM JIBUKCHUS JJOKYMEHTOB B OpTaHU3aIluU

1) IPaBOBYIO OCHOBY KOHTpOJIA pabOThI C JOKYMEHTaMH B OpraHU3allly, Ha Mpearpusi-
TUH, pup™me
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5 3agaun ¥ QyHKIMH CITYKOBI JOKYMEHTAI[HOHHOTO 00ECTICYCHUS:

a) OpraHu3alus, pyKOBOJCTBO, KOOpJAUHAIMS, KOHTPOJb U pealn3anus padboT Mo J0KY-
MEHTAIIHOHHOMY 00ECTICUCHUIO

0) pa3zpaboTka (COBMECTHO C COOTBETCTBYIOUIMMH CTPYKTYPHBIMH MOIPA3ACICHUSIMHU OP-
TaHMU3al1u1) MEPOIPUATHHA 1O COBEPIIEHCTBOBAHUIO ()OPM U METO/I0B pabOTHI C TOKYMEHTaMHU

B) MOBBIIIEHHE KBaIM(UKAIMK PAOOTHUKOB CITY>KOBI, TPOBEJCHIE COBEIIAHMIMA

') Opranu3anus padoyux MecT, aBTOMaTH3UPOBaHHOTO pabodero mecra (APM), ycioBuii
TpyZa pabOTHUKOB CIIY>KObI J1€J10MPOU3BOJICTBA

6 YKaxxuTe TUIIOBBIC OPraHU3AIMOHHBIE CTPYKTYPBI CIY>KOBI IEJIONPOU3BOJICTBA OPTaHH-
3alMu:

a) cCeKkpeTapuaT, MPOTOKOJIbHAs TPyIa, OTAEN paluOHATM3alUd JeIONPOU3BOCTBA,
OKCIIEAUIINS, TPYTINA y4eTa, KOMHPOBATHHO-MHOKUTEIBHOE OF0PO, apXUB

MHOXKUTEJIHHOE OI0PO, apXUB

0) CTpYKTypa roCyAapCTBEHHBIX apXHBOB

B) HauaJIbHUK, CEKPETaPh, UCIIOIHUTEIH

) 00IIMit OTaeNT

7 Uto noHuMaeTcs oj TOKyMEHTOO00pOTOM OpraHU3aI|U

a) IBMKEHUE JOKYMEHTOB B OPraHM3aLMM C MOMEHTAa MX CO3/IaHUS WIH MOJYyYEHHS 10
3aBEPILECHMS UCIIOJHEHUS NN OTIIPABKU

0) mpaBuia, B COOTBETCTBUU C KOTOPBIMHM MPOUCXOJUT JBH)KEHUE JOKYMEHTOB B yupe-
KICHUU

B) JIBUXKEHHE JIOKYMEHTOB OT BBIIIECTOSIIEH OpraHU3aluy K OJBEIOMCTBEHHOM

I') OpraHu3anus Nepenucy BHYTPU OpraHu3aluu

1) IUTaHUPOBaHKE JEJIONPOU3BOICTBEHHBIX ONepaLuit

8 Uro BKJIIOYAET B ceOsI MOHSATUE «HOMEHKIIATypa Aen»?

a) CUCTEMaTU3UPOBAHHBIN NepedeHb HAUMEHOBAHUH /€], 3aBOIMMbIX B OpraHU3alluu, C
YKa3aHHUEM CPOKOB UX XpaHEHHUs, OOPMIICHHBII B YCTAHOBICHHOM IOPSIKE

0) cyMMapHO€ KOJIMYECTBO JIe OpraHU3alliy, 3aBEACHHBIX 3a OTUETHBIN MepHO

B) MepeueHb CPOKOB XPaHEHUS /1]l B OpraHu3aIliuu

I') CBOJI MHCTPYKIIMH IO I€IONPOU3BOJCTBY B OpraHU3alluu

1) 1a0JIOHBI ISl COCTABJIEHHUS A€ B paMKaX OJJHON OpraHu3aIiu

9 Ha3zoBure BUIbI OpraHU3allMOHHBIX JOKYMEHTOB:

a) cTaHAApTHl OPOPMIICHUS TOKYMEHTOB

0) MOJI0XKEHUs, YCTaB, IITaTHOE pacluCcaHue, UHCTPYKLIUHU, TOTOBOP
B) yKa3aHue, paclopsiKeHHe, pUKa3, pelieHue, IpoToKOI

I') JOJKHOCTHBIE MHCTPYKIUH

1) UH()OPMAaLIMOHHO-CITPABOYHbBIE JOKYMEHTBI

10 Yto BKiIIOYAET B ceOs MOHATHE «IKCIEPTU3A LIEHHOCTU JOKYMEHTOBY?

a) 0TOOp Ha OLIEHKY JJOKYMEHTOB B JICHE)KHOM BBIPR)KEHUHU

6) oTOOp Ha COOTBETCTBHE MPUHAIICKHOCTH JaHHOU (KOHKPETHOI) OpraHu3aluu

B) OTOOp JOKYMEHTOB Ha rOCYJapCTBEHHOE XpAaHEHHE WJIM YCTAaHOBJIEHHE CPOKOB HX
XpaHEHHSI

') 0TO0p JOKYMEHTOB JIJIs TAJIbHEHIIIEro UCII0JIb30BaHUs B TEKYIIEM JeJIONPOU3BOCTBE

11 [lepeuncnure 3aaauu, pemniaeMble CUCTEMON CPOKOBOTO KOHTPOJIS:
a) KOHTPOJIb 332 CPOKaMU Ha3HAUYEeHUsI 3apabOTHOI MIaThl
0) KOHTPOJIb 32 XOJIOM BBITIOJIHEHUS OTIPEACNICHHBIX BUAOB PabOT
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B) YUYET JOKYMEHTOB B OpraHU3aL1H (IrOC. YUPEKACHUN)
') OTCIEKUBAHUE BBIIOJHEHUS 3a/laHUM, IPUHUMAEMbIX B COBEILATENILHBIX CTPYKTypax

OpraHu3anuu (B COBETE TUPEKTOPOB)

1) obecriedyeHre CBOEBPEMEHHOIO NCIIOHEHUS IOPYYCHHH U pellieHus] BOIPOCOB

12 Kakumu myTsSMU JOKYMEHTBI MOT'YT MOCTYINAaTh B aBTOMAaTU3UPOBAHHYIO CUCTEMY Jle-

JIOTPOU3BOICTBA?

a) MMyTeM KOIHUPOBAHMSI B BBIIIECTOSIIEH OpraHu3aiuu

0) myTem pa3pabOTKH CTaHJApTOB HA JOKYMEHTALIUIO

B) ITyTeM yBelinueHus mapka 9BM opranuzanuu

') MOT'YT CO3/1aBaThCsl COTPYAHUKAMU, OBITh TIOJTYYEHHBIMH 110 3JIEKTPOHHOM 1MOouYTe

13 Jlns 4ero npoBOJUTCS pErucTpalys J0KyMEHTOB B OpraHU3aluu?
a) st oOMeHa nH(opManuel ¢ BBILIECTOSIIeH OpraHu3auen
0) JuI pacIIMpeHus mTaTa MepcoHasna, 00CIyKUBAIOIIETO TOKYMEHTOO00pOT Mpearpusi-

THS
B) JUISI IOCTAHOBKH TOKYMEHTOB Ha KOHTPOJIb HCIIOTHEHHS
T) U y4eTa KOJMYecTBa JOKYMEHTOB M MECTa UX HAaXOXKICHUS -
14 Kakumu mocoOusiMi pyKOBOACTBYIOTCS ITPH MPOBEACHUU 3KCIIEPTH3bI IIEHHOCTH J0-
KYMEHTOB?

a) KJ1accu(UKaToOpoM JOKYMEHTOB ISl OTpacieit

0) ICTOPUYECKUMH CTIPAaBOYHHKAMH

B) OPraHU3AIMOHHO-PACTIOPSAUTEIbHBIMU JOKYMEHTAMHU
I') HOMEHKJIATYpOH /111 OpraHu3aluu

1) TIOJIOKEHHEM 00 SKCIIEPTHON KOMHUCCUU YUPEKICHUS
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