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Pabouass mporpamma y4ueOHOW AUCHUIUIMHBI «/loKyMeHTHpOBaHMe YNpaBJeHYECKOi
AeATeJILHOCTH» pa3padoTaHa

Pabouass mporpamma ydeOHON IUCHUIUIMHBI «lOKyMEHTHpPOBaHHE YIpaBJIeHYeCKOMH
AeATEILHOCTH»  pazpaboTaHa  HAa  OCHOBaHMM  (elepalbHOTO  TOCYAAPCTBEHHOTO
00pa3oBareIbHOr0 CTaHJapTa BBHICIIEr0 OOpa3oBaHMs IO HampaBieHuio moarotoBku 38.03.04
IocynapcTrBeHHOe W MYHHIIUNAJBLHOe  yhpaBjieHue (YpoBeHb  OakajaBpuara),
YTBEPKJICHHOTO MprKa3zoM MuHucTepcTBa 00pasoBanus U Hayku Poccuiickoit @denepanuu ot 13
asrycta 2020 r. Ne 1016, y4eOHOTO miaHa O OCHOBHOUM MpOQeCCHOHAIBHON 00pa30BaTEIbHOM
mporpaMme BbICIIEro o0Opa3oBaHMs IO HaMpaBleHUIO MNOArOTOBKU «locymapcTBeHHOE U
MYHHIIATIATHHOE YIIPABICHHUEY.
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1. OO0mue Moo KeHUs
1.1. Heap u 3a1a4 AUCIUILIAHbBI
Ilenp y4eOHOW JUCHMILIMHBL _ 3aKIIOYaeTCs B  (OPMUPOBAHUM y  CTYICHTOB
TEOPETUYECKUX 3HAHUKM M MPAKTHYECKUX HABBIKOB II0 IOJTOTOBKE U  O(OPMIICHHIO
OpraHM3alMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB KakK 0a30BOro mpoliecca B pealn3alid BCEX
yIpaBICHYECKUX (PYHKIIUH.
3ajaun yueOHOH JUCIHUILIMHEL:
B pesynbraTe n3ydeHus AUCHUATUIMHBI 00yYarOIIHACS JODKEH:
— TMOJIYYUTh CHUCTEMHOE MPEACTABIICHHE O MOJATOTOBKE M OPOPMIICHUIO OpPraHU3aIMOHHO-
PacopsIIUTEBHBIX JOKYMEHTOB;
— OBJAJIETh METOJUKOW MOATOTOBKHA U OQOPMIICHHUSI OPTaHU3AIMOHHO-PACTIOPSIUTEIHHBIX
JTOKYMEHTOB;
— MPUOOpPECTH CHOCOOHOCTH Ha TMPAKTHKE OCYIISCTBISTH MPOLEAYPY IOATOTOBKA U
oopMIIeHUsT OpraHU3aMOHHO-PACTIOPSIUTEIBHBIX JIOKYMEHTOB.

1.2. Mecmo yuebnoii Oucyuniunwsl 6 CHMPYKmype OCHOBHOU RNPOPeccCUOHATbHOU

00pazosamenvHOll NPOZPAMMbL.
JucuunnnHa sSBiseTcs 3JIEMEHTOM BapHaTUBHOM 4acTtu bioka 1 mucumminH 1o

BbI00pY OITOIL.

1.3. Ilnanupyemvie pe3yivmamovt 00y4eHUA NO Y4eOHOU OUCHUNTUHE 8 PAMKAX
NIAHUPYEMBIX Pe3YIbMAMO08 0CB0CHUA OCHOBHOU RPOPeCCUOHANbHOI 00pPA306amebHOl
npozpammeol.

[Iporiecc ocBoeHMsT y4eOHOW JUCHMIUIMHBI HamNpaBieH Ha (OPMHPOBAHUE Y
oOyuaronuxcs cieayromieit kommerenun: [TK-2.

B pesynbrare ocBOE€HUS IUCHUIUIMHBI CTYIEHT JOJDKEH IEMOHCTPUPOBATH CIETYIOIINE
pe3yabTaThl 00Pa30BaAHUS:

Kon Coneprxanue Wuaukatopsl JOCTHXKEHUS TIPO(ECCHOHATBHBIX
KOMITETEHIIUH KOMIETEHIINN KOMIETEeHIIUH
K-2. CnocoOeH onepaTuBHO I1K-2.1. Mcrionb3yeT coOBpeMeHHbIE
pa3pabareIBaTh U MH(POPMALMOHHBIE TEXHOJIOTUH B MTPEJOCTaBICHUN
MPUHUMATH ONTUMAJIBHBIE | TOCYJAapCTBEHHBIX M MyHUIUITAIBHBIX YCITyT
YIIPaBJICHUECKNE I1K-2.2. Bnaneet HaBbIKaMH pa3pabOTKU U
peIIeHHS, YIUTHIBAsI NPUHATHS ONTUMAIBHBIX YIIPABIEHYECKUX
MOCJEICTBUS UX peleHui
peanu3anuu, cCooIroaas [1K-2.3. CriocoO€eH OIIEHUTH ITOCIIEACTBUS
yCTaHOBJICHHBIE peanm3anuy, MPUHATHIX YIIPaBICHUECKHE PEIICHUN
MPOIIETYPHI M UCTIOIB3YS
COBpPEMEHHbIE
MH(OpPMaIMOHHBIE
TEXHOJIOTUH B
MPEOCTABICHUN
rOCYAapCTBEHHBIX U
MYHUTUITATHHBIX YCIIYT




2. O0beM yueOHOM TUCIHUIIMHBI, BKJIIOYasi KOHTAKTHYI0 padoThl 00y4arIerocs ¢

npenojaaBarTesieM U CAMOCTOSITEILHYI0 padoTy 00y4aronerocst
OO6m1ast Tpy10€MKOCTh YU€OHOM TUCHUILITUHBI COCTABISET 4 3a4€THBIX €IUHUII.

Ounasn ¢hopma odyuenusn

Bun yae6HoM paboThI Bcero gacor CeMgCTp
AyauTopHbIe y4eOHbIe 3aHATHS, BCEro 44 44
B ToM uncie:
Y4eOHbIe 3aHSTHS JICKIIMOHHOTO THIIA 22 22
[IpakTryecKue 3aHATHS 22 22
CamocTosTeabHasA padoTa 00y9alouuxcsi, BCero 91 91
B ToM unce:
CaMonoAroToBKa 59 59
Joxmaapl/pedepats 16 16
TectupoBanue 16 16
KonTtposab: Bua npoMe:KyTOYHON aTTecTaluu 9 JK3aMeH
(3auet, IK3aMeH)
O01mas TpyA0eMKOCTh Y4eOHO# TUCIMIIJIMHBI 144
Ouno-3ao0unasn popma odyuenusn

Bun yae6HOM paboThI Bcero wacos CeMgcrp
AyIuTOpHBIE YUeOHbIE 3aHATHS, BCET0 34 34
B ToMm uncre:
YueOHbIe 3aHATHS JISKIIMOHHOTO THTIA 16 16
[TpakTryeckuie 3aHATH 18 18
CamocTosiTeJIbHAsl pad0Ta 00y4al0IMXcsi, BCEro 101 101
B toM uucre:
CaMOnoaroToBKa 69 69
Joxnaapl/pedepats 16 16
TectupoBaHue 16 16
KoHTpoJib: BUJ POMEKYTOYHOM aTTeCTAlU 9 IK3aMeH
(3aueT, IK3aMeH)
O0mas TpyA0eMKOCTh Y4eOHOI JUCIHMIIIHHBI 144
3aounan gpopma odyuenusn

Bun yueOHOM paboThI Bcero uacos CeMgcm
AyIUTOpHBIE YUeOHbIE 3aHATHS, BCET0 16 16
B ToM unce:
YueOHbIe 3aHTHS JICKIIMOHHOTO THTIA 6 6
[TpakTHuecKre 3aHsTUs 10 10
CamocTtosiTeJbHas padoTa 00y9al0NIuxcsi, BCero 119 119
B Tom umcre:
CaMOnoaroToBKa 87 87
Joxmaner/pedepats 16 16
TectupoBanue 16 16
KonTpoab: BUA NPOMEKYTOYHOM aTTecTalMu 9 IK3aMeH
(3aueT, IK3aMeH)
O0mas TpyA0eMKOCTh Y4e0HOI THCIHMIIIHHBI 144




3. Conep:kanue y4eOHOM TUCIMIIMHBI

3.1. Yueono-memamuueckuii nian no o4Hoii popme ooyuenus

O0beM ayTUTOPHBIX 3aHATUN cocTaBisieT 44 u.
O06nem camocTtosiTenbHOU padboTel 91 4.

Bunst yuebHOI paboTHI, aKaIeMUIECKUX

DOpMBbI KOHTPOJISI OCBOECHUS
o0yJaromumucs yaeOHoOM

4acoB
JIMCIUTUTHHBI
Texymuil KOHTPOIIb
5 KonraktHas pabota OCBOCHUS TTpoMesxyTouHas
e MPEToaBaTeNs C 00yuaromUMHUCS aTTecTanms
g 06yJarOITIMHUCS yuebHoit o6ysasomprxcs
g JICIUTITHHBI
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Tema 1. JIokyMeHTO060POT 1
1 Aoy p 48 [ 30 | 16 | 8 8 + +
(hOpMBI ero opraHu3alu
Tema 2. Opranu3zannoHHO-
2 | pacnopsmuTensHas 48 | 30 14 7 7 + +
JIOKyMEHTAIMsI
Tema 3. [Ipon3BoCTBEHHO-
3 Lo Posnol 48 | 31 | 14 7 7 + +
X03s1ICTBEHHAs! JIOKYMEHTaIHsI
BCET'O YACOB 144 | 91 44 22 22 9




3.2. Yueono-memamuueckuil njian no 04Ho-3a04Hou hopme 00yueHus

O0beM ayTUTOPHBIX 3aHATHI cocTaBisgeT 34 .
O06nem camocTtosTenbHOU padoThl — 101 4.

Ouno-3aounas hopma 0byuenus

Bunst yuebHOI paboTHI, aKaIeMUIECKUX

DOopMBbI KOHTPOJISI OCBOCHUS
o0yJaromumucs yaeOHoOM

4acoB
JUCHUIITHHBI
Texkymuil KOHTPOIIb
5 KontakTHas padora OCBOCHUS TTpoMesxyTouHas
e MPEToaBaTeNs C 00yuaromUMHUCS aTTecTanms
g 06yJarOITIMHUCS yuebHoit o6ysasomprxcs
g JHCLHIUIHHBL
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Tema 1. JIokyMeHTO060POT 1
1 Aoy p 48 [ 35| 12 | 6 6 + +
(OpMBI ero opraHu3alHu
Tema 2. Opranu3zannoHHO-
2 | pacnopsaurenbHas 48 | 35 12 6 6 + +
JIOKyMEHTAIMsI
Tema 3. [Ipon3BoCTBEHHO-
3 o PorsBos 48 | 31| 10 4 6 + +
X03s1ICTBEHHAs! JIOKYMEHTaIHsI
BCET'O YACOB 144 | 101 34 16 18 9




3.3. Yueono-memamuueckuii nnan no 3a0unoii ghopme odyuenusn

O0beM ayTMTOPHBIX 3aHATHI cocTaBiseT 16 .
O0Bem camocTosTenbHONU padoThl — 119 U,

3aounas popma obyuenus

o DOopMBI KOHTPOJISI OCBOEHHUS
Bunst yuebHOI paboTHI, aKaIeMUIECKUX N
o0yJaromumucs yaeOHoOM
4acoB
JUCHUIITHHBI
Texymuil KOHTPOIIb
5 KontakTHas padora OCBOCHUS TTpoMesxyTouHas
% MPEToaBaTeNs C 00yuaromUMHUCS aTTecTanms
= 06yJarOITIMHUCS yuebHoit obygaromxes
g JHCLHIUIHHBL
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Tema 1. JIokyMeHTO060POT 1
Moy P 48 | 40 | 6 2 4 + +
(OpMBI ero opraHu3alHu
Tema 2. Opranu3zannoHHO-
pacropsauTeTbHAsS 48 | 40 6 2 4 + +
JOKYMCHTAIUA
Tema 3. [Ipon3BoCTBEHHO-
P 48 | 39 | 4 2 2 + +
X034UCTBCHHAA JOKYMCHTAIIUA
BCET'O YACOB 144 | 119 16 6 10 9

4. YueOHO-MeTOAUYECKOE O0ecTieyeHHe CaMOCTOSTebHO padoThl 00y4YaroLuXcs Mo
y4eOHOH TUCIHHUIIMHE

Tema 1. lokyMeHT0000pOT U GOPMBI €10 OPraHU3aAL UM

ITepedyeHb M3y4aemMbIX 31€MEHTOB COAEPKAHUS YU4eOHOM THCHUTIINHBI

JlokymeHT0o000pOoT M QopMbl ero opranuzanuu. Dopmbl OpraHuzaluu padoOTHl ¢
nokymMeHTamu. Tabenb ¢opm 1okymMeHTOB. PaGora ¢ KOH(pUICHIMAIBHBIMU JOKYMEHTaMH.
Pabora ¢ nmucemamu M oOpamieHUsIMH TpaxjaaH. TpeOoBaHMS K pPEruCTpaliM JOKYMEHTOB.
KoHTpone ucnonHenus nokymeHToB. HoMeHKiatypa nen opraHm3anuy. JKCHEpTH3a LEHHOCTH
JIOKyMEHTOB. Perucrpanuss u cucremarusauus JOKyMEHTOB. KOHTpoOiap  HCIIONHEHMS
nokymeHToB. ®opmupoBanune nen. IloAroToBka JOKYMEHTOB K APXMBHOMY XPaHEHHIO.
XpaHeHue JOKYMEHTOB.

VYHudukanus W cTaHgapTH3alus B JEJIONPOMU3BOJACTBE. YHUDUIMPOBAHHAS CHCTEMa
nokyMmeHTamu. OOIepocCHicKuii KiaaccuuKaTop yrnpaBieHUeckor nokymeHTtanuu. CoctaB u
oopmieHHE PEKBU3UTOB  OPraHMU3AMOHHO-PACTIOPAJUTENBHON  JTOKyMeHTaluu. braHku
JIOKYMEHTOB.

HenoBoe mmcbMo. [lucema, TpeOyrolye NHCbMa-OTBETA: MHUCHMA-NPOCHOBI, MUCHMa-
oOpalleHusi, MUCbMA-TIPEAJIOKEHNs (MUChbMA-TIPEACTABIEHUs), MHCbMa-3alpochl, MUCbMa-

8




TpeboBanus. [lucbma, He TpeOyromye OTBEeTa: NMHCbMa-HAIOMWUHAHWS, MMHChMa-TIPUTIIAIICHHS,
MUChMa-TIOATBEPKACHUS, THChMa-OTKa3bl, CONPOBOIUTEIBHBIC THChMA, MHChMa-U3BEIICHNUS,
rapaHTUIHbBIC MTUChbMa, HH()OPMAIIMOHHBIC THCHMA.

Bonpochl 1J151 caMONOATOTOBKHU

1. JlokyMeHTO00O0pOT U (OPMBI €T0 OpraHU3auN

2. YHuUKaMs U CTaHAapTU3AIMS B IETONPOU3BOJICTBE.

3. JlenoBoe nmuceMo

@opMbl KOHTPOJISI CAMOCTOSATEIbHONH PadoThl 00y4aloIMXCcs: IPOBEpKa OTBETOB HA
BOIIPOCHI CAMOTIOITOTOBKH.

Tema 2. OpraHu3anHOHHO-PACHIOPSAUTEIbHAS TOKYMEHTAIMsI

Ilepedyenb M3yuaemMbIX 31€eMEHTOB COJAEPKAHUS YU4eOHOM THCHUNIINHBI

OpranuzaiioHHO-pacopsauTeNnbHas  JoKyMmeHTanus.  [locraHoBieHusi,  pelieHus,
YKa3aHus, MpUKa3bl, paCIOPSDKEHUS, BBINUCKM M3 NPUKA30B M JAPYrUX OPraHU3alMOHHO-
pacnopsiAUTENbHBIX JOKYMEHTOB.

[lonroroBka  pacnopsaMTENbHBIX  JOKYMEHTOB. M3yueHue cymiectBa  Bompoca,
MOATOTOBKA MPOEKTa JOKYMEHTa, COINIACOBaHME JIOKYMEHTa, mojanucanue. Koncratupymomas u
pacrnopsiiuTeNbHas YacTU PACIIOPATUTEILHOTO TOKYMEHTA.

WNudopmanmonHo-cipaBOYHbIE JOKYMEHTHI. [IpOTOKOIIBI, JOKIaAHBIE M O0BSICHUTEIHHBIE
3aITUCKH, 3asBJICHUS, TEJIETPAMMBI, TEJIEKCHI, (pakcorpamMMel, TeiaeGoHOrpaMMbl. AKTHI, CIIPaBKH,
CBOJIKM, 3aKJIIOUCHHUSI, IEPEUHH.

OpraHu3aliOHHO-IIPABOBBIE JOKYMEHTHI. YCTaB, IOJIOXKEHHUE, MWHCTPYKLUS, PETJIAMEHT,
JOJDKHOCTHAs! MHCTPYKIIMS, IITATHOE PaclMCaHueE.

Bonpocsl AJ151 cCaMONOATOTOBKH

1. OpranuzanoHHO-pacopsAIUTENbHAs TOKYMEHTAIUS.

2. IloarotoBKa pacmopsIuTeIbHBIX JOKYMEHTOB.

3. NHpopMamoHHO-CIIPaBOYHbIE JOKYMEHTHI.

4. OpraHu3aliOHHO-TIPaBOBbIE JOKYMEHTHI.

5. DkoHOMMUecKast 3¢ (HEKTUBHOCTh U KOHKYPEHTOCIIOCOOHOCTh HOBOI NMPOYKIINH.

®opMBbI KOHTPOJISA CAMOCTOSITEIbHOIM PadoThl 00y4alOIMXCsi: IPOBEpKAa OTBETOB Ha
BOIIPOCHI CAMOIIOITOTOBKH.

Tema 3. [Ipon3BoACTBEHHO-X0351iiCTBEHHAS] IOKYMEHTAI[US
Ilepeuyenb n3yuaemMbIX 37 1eMEHTOB CO/IeP:KAHUA Y4eOHOI JMCIUIITTUHBI

JlokymMeHTalMss 1O TPYJAOBBIM OTHOUIEHHUSM. 3asBICHHUS O TMpHeMe Ha paboTry
(YBOJIbHEHUH, TIEPEBOJIE), TPYIOBBIE T0TOBOPHI, IPUKa3bl (PaCOPSKEHNUsI) MO JTUYHOMY COCTaBY,
JUYHas KapToyka pabOTHUKA, XapaKTepucTHuka U apTroouorpadus paOOTHHKA, aHKeTa
pabotHuKa. JInuHoe 11e510 U Tpya0Bast KHUKKA paOOTHHKA.

Byxrantepckas u (QuHaHCOBO-pacueTHas JoKyMeHTanus. Kiaccupukanms ydeTHBIX
JOKYMEHTOB IO HA3HAYEHHUIO, COAEPKAHUIO XO3SMCTBEHHBIX omepaiuii, 00beMy OTpa’KeHHBIX
olnepaiuii, crnoco0y HCIOIb30BaHUs, YUCIY YUUTBHIBAEMbIX IO3UIUI, MECTy COCTaBJICHUS.
CrnocoObl COCTaBIEHHS W MCHPABICHUS OIIMOOK B 3TUX JOKyMeHTaXx. OCHOBHBIE BHJIBI
JOKYMEHTOB 110 (DMHAHCOBO-PACUETHBIM OIEpAIMsIM: JIEHEKHBIA YEK, PACUCTHBIA UEK, YEKOBBIE
KHUKKH, cueTa-(hakTypbl, aKThl PEBU3HH, IIJIATEKHbIC TOPYUYEHUS, JTMIIEBIEC CUETA.



JlokymMeHTBl 1O cHaOkeHuto u cObiTy. OOmme TpeboBaHus K goroopy. JloroBop o
MOJTHON MHIMBHyaIbHOW MaTepUAIbHONW OTBETCTBEHHOCTH, JOTOBOP KYILUIH-TIPOJIAXH, JOTOBOP
NPOTOKOJIBI  pa3HOIJIaCHid K JOoroBopaMm. J{OBEpeHHOCTS,
Kommepueckue aktel. [IpeTeH3nn, NCKOBBIC 3asBICHUS

MIOCTaBKH, HaKJIaJHAsl, HapsI.
Bonpochl 17151 caMONIOATOTOBKHU
1. JlokyMeHTaIUs TI0 TPYIOBBIM OTHOIIICHHSIM. .
2. Byxranrepckas U1 UHAHCOBO-pacyeTHasi JOKYMEHTAITHSI.
3. JIokyMeHTBI 110 CHAOKEHHUIO U COBITY.
@opMBbI KOHTPOJII CAMOCTOSITEIbHOI PaGoThl 00y4YAKIIMXCS: TIPOBEpPKAa OTBETOB Ha

BOIIPOCHI CaMOIIOATOTOBKH.

5. MOoHA OLEHOYHBIX CPeICTB /UIA NPOBeIeHHSs
arrecTauuy 00y4arUIMXCcs 110 y4eOHOH AUCHMIIIMHE

5.1.
oucyuniuHe.

KOHTpOJIBHBIMU  MEpPONPHUATHAMHU  [TPOMEKYTOUYHOU

TeKyllleH W IPOMeKYTOYHOH

Dopma  npomexsncymouHou ammecmayuu  odyuawouwiezoca no  y4eoHou

aTTecTald  00yYaroumxcsi 1o

yueOHOM MUCIUILUTMHE SABJSIFOTCS dK3aMeH (8 cemecTp), KOTOpbhIe MPOBOAATCS B YCTHO# dopme.

5.2. Ilepeuenv Komnemenyuil ¢ yKazanuem Imanog ux opmuposanus é npouecce
0ceoeHus 00pa3oeamenbHoil NPOZPAMMbL.

Kon Oranbl GOpMUPOBAHHS KOMIICTEHIINT WHcTpyMeHT, [Nokazarens
KOMIIETeH OLICHUBAFOLIHI OLICHUBAHUS
UH c(OpPMHUPOBAHHOCTD KOMITETEHIINH
KOMIIETEHIINU ™
[1K-2 Oran QopmupoBanus 3HaHMEBOH | Jokman/pepepar™ A) TIOTHOCTBIO
OCHOBBI KOMTIETEHITU I (atan | TectupoBanue™ chopmupoBana - 5
(dhopmMupoBaHHSs coJiepKaTeabHO- | DKk3aMeH™ 0aJioB

TEOPETHYECKOTo 0a3rca KOMIIETEHIINH)

B) wactuuno

JlekuMOHHBIE W MPAKTUYECKUE
3aHATUA 110 TEMAM:

Tema 1. Bunpl nokymeHTanuu

Tema 2. YupenurenpHas
JIOKYMEHTAITHS

Tema 3. JlokymeHTauus, cBsI3aHHas C
MIPaBOM MPEANPUATHS Ha OCYIIECTBICHUS
BUJIA I€ATEIbHOCTU

Tewma 4. JlokyMeHTaIbHOE
o opMIIeHHE B3aNMOOTHOIIICHUH

Tema 5. JlokyMeHTHpPOBaHHE KaIpOBOH
JIeSITETBHOCTH

Tema 6. OOmIKE BOIPOCHI BEICHAS
OyXranTepckoro yuera

cthopmupoBana - 3-4
Oamna

C) He chopmupoBana- 2
U MeHee 0asoB

5.3. Onucanue nokazamenei u Kpumepuee OueHUueanun Komnemeuuul? Ha pas3jiudHblX
imanax ux ¢0 MUPO6AHUA, ONUCAHUEC UWIKAl OUCHUBAHUA

Kon Orarsl (HOpMUPOBAHHS HNucTpy™meHT, [Toka3arens oLieHUBaHUA
KOMIIETEHI! KOMITETCHIIUH OLIEHUBAIOIINI KOMITETEeHLIUH
u c(hopMHPOBAaHHOCTH
KOMIIETEHIIUN
[1K-2 Oran GopMHUPOBaHUS Hoxnan/pedepar* A) MOJTHOCTBIO
3HAHHUEBOW OCHOBBI TectupoBanue™* chopmupoBana - 5
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KOMITCTEHITHH (3Tam Ox3amen™ OayioB

(hopMuUpoBaHHS B) wvactnuno

cozep KaTeabHO- chopmupoBana - 3-4

TEOpeTHIECKOTo Oazmnca baa

KOMIIETEHIIMH) C) ne copmupoBaHna- 2 u
JlekoHHbBIE U MeHee 0aJUTOB

MPAKTHYECKHE 3aHITHS 110

TeMaM:

Tema 1. JlokymeHTO060pOT
1 (OPMBI €r0 OpraHU3aLUuH

Tema 2. Opranu3anoOHHO-
pacropsituTenbHas
JOKyMEHTAIUs

Tema 3.
[IpousBoaCcTBEHHO-
X034MCTBEHHAs! JOKYMEHTAIHUs

*XapaKTepI/ICTI/IKI/I HHCTPYMCHTOB (Cpe}]CTB), OLICHUBAIOIIUX C(l)OpMHpOBaHHOCTL KOMHeTeHHHﬁ:
PedepaTr — mpoaykT camoCTOSTEIbHONH padOTHI CTYAEHTa, MPEACTABISAIONUN CcOOOMH
KpaTKoe HM3JI0)KEHHE B MUCHMEHHOM BHUJE MOJYYECHHBIX PE3yIbTaTOB TEOPETUUECKOTO aHAIU3a
OTIpe/IeTICHHONM HaydHOUl (y4eOHO-HCCIeI0BaTEeIbCKON) TEMBI, TNl aBTOP pPacKpbIBaeT CYTb
UccienyeMoil mpoOaemMbl, TPUBOAUT Pa3IMUHbIe TOUKH 3PEHHUS, & TAaKKE COOCTBEHHBIC B3TJISbI
Ha Hee. B pedepate momkHa OBITh pacKpbITa TeMa, CTPYKTYpa AOJDKHA COOTBETCTBOBATH TEME U
OBITh OTpPaKEHAa B OIJIaBJeHHH, pasmep padbotel — 10-15 crp. mewyarHoro Tekcra (CHHCOK
JUTEPATYpbl U TIPUIIOKEHUS B OO0BEM HE BXOHSAT), CHA0KEHHOTO CHOCKAMH M CIIMCKOM
MCIIONBb30BAaHHOM TUTEpaTyphl. TekcToBask 4acTh paboOThl COCTOUT U3 BBEIECHUS, OCHOBHOM 4acTH
u 3akimoueHus. Bo BBeneHMM o0ydaromuiicss KpaTKo OOOCHOBBIBAET aKTYalbHOCTh M30paHHOMN
TeMbl pedepaTa, pacKpblBaeT LeNb M 3aJaud, KOTOpble OH COOMpPAETCs PEUIMTh B XOJI€ CBOETO
HEOOJBIIOTO HCCIICIOBaHMs. B OCHOBHOW dYacTh (MOXET cocTosTh w3 2-3 maparpados)
MOJIPOOHO PaCKPBIBAETCS COJIEPKAHUE BOIMPOCOB TEMBlL. B 3aKimtoueHMH JOJKHBI OBITH KPaTKo
cOpMyITUpOBaHBI MMOJyYSHHBIE PE3YJIbTaThl UCCIIEIOBAHNUs, IPUBECHBI 0000IIAfONINe BEIBOIBI.
3akioueHrne MOKeT BKJII0YaTh NPEUIOKEHHS aBTOpa, B TOM 4YHCIE U TO JalbHeiieMy
M3YYEHHUIO 3aMHTEpECOBaBIIeN ero mpodsiemMsl. B crvcok aurepaTypbl 00y4arouuiics BKIIOYAET
TOJBKO T€ HM3[aHHs, KOTOpbIe OH HCIOJB30Bal MpPU HamucaHuu pedepara (He meHee 5-7). B
TEKCTe 00s3aTeNbHBI CCHUIKM HA WCIOIB30BaHHYIO JIUTEPATypy, O(QOpMIIEHHBIE B COOTBETCTBHU
¢ 'OCTom. B mpunoxenuu k pedepary MOTYT BBIHOCHUTBHCS TaONUIBL, TpadUKHU, CXEMbl H
JpyTUe BCIIOMOTATeNbHBIE MaTepHalibl, Ha KOTOPhIE MMEIOTCS CCBUIKH B TEKCTe pedepara.
Kputepun ouenku pedepara: 1) CreneHp pacKpbhITUS CYLIIHOCTH BOIPOCA: a) COOTBETCTBHE
maaHa TteMme pedepara; 6) COOTBETCTBHE COACpXKAHUS TeMe W IIaHy pedepara; B) IMOJHOTA
POaHAJIM3UPOBAHHOTO MaTepHaja IO TeMe; YMeHHe paldoTaTb C OTEUECTBEHHBIMH U
3apyOeXHBIMH HaydYHBIMH HCCIICOBAHMSIMH, KPUTUYECKOH JIMTEpaTypou, TEPUOIHKOH,
CHCTEMaTU3UPOBaTh M CTPYKTYpHPOBATh MaTepHal; I') 0OOCHOBAaHHOCTh CHOCOOOB M METOJIOB
paboThI ¢ MarepuaioM, aJleKBaTHOE M MPAaBOMEPHOE HCIIOJIb30BAaHHE METOJIOB KIIACCH(UKAIIH,
CpaBHEHMS U Jp.; €) yMeHue o000O0IaTh, J€NaTh BBIBOABI, COMOCTABIATH PA3IMUYHBIE TOUKH
3peHHs 10 OJHOMY Borpocy (mpobieme). 2) OpUTHHAIBHOCTh TEKCTA: a) CaMOCTOSTEILHOCTh B
MIOCTAHOBKE MpoOJieMbl, (OPMYTUPOBAaHWE HOBOTO AacleKTa M3BECTHOM MpoOsieMbl B
YCTAaHOBJIEHUH HOBBIX CBsI3€l (MEXIIPEIMETHBIX, BHYTPHUIIPEAMETHBIX, MHTETpallMOHHBIX); O)
SBJICHHOCTh aBTOPCKOM TIO3UIIMH, CaMOCTOSATEIBHOCTh OIEHOK M CYXICHUH; /1) CTHUIIEBOE
CIMHCTBO TEKCTA, €JMHCTBO JKAHPOBBIX uepT. 3) OOOCHOBAaHHOCTH BBIOOpPA HMCTOYHHUKOB: a)
OLIEHKA WCTOJb30BaHHOHN JHUTEpaTyphl: MPHUBICUYEHBI U HanboJiee M3BECTHBIC PAOOTHI MO TeMe
uccienoBanus (B T.4. KypHajJbHbIE MyONMHKAIMHM MOCIEIHUX JIET, MOCIEIHHE CTaTUCTUYECKUE
JIaHHBIC, CBOJKH, CIIpaBKH U T.1.). 4) CoOmrogenue TpeOoBaHUi K OOPMIICHHIO: a) HACKOJIBKO
BepHO OGOPMJIEHBI CCBUIKM Ha HCIOJIB3YEMYIO JIUTEPATypy, CIHCOK JIMUTEpaTyphbl. O) OIIEHKa
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TPaMOTHOCTH W KYJIbTYphl M3JIOXKeHHS (B T.4. opdorpadudeckoil, MTyHKTYyallMOHHOM,
CTHJIMCTUYECKON KYJIBTYPHI), BIaJCHUE TEPMUHOJIOTHUEH; B) COONIIOICHUE TPEOOBaHUN K 00BEMY
pedepara.

Jlokaaa — IPOIYKT CaMOCTOSITEIIbHON pabOThl 00YYarOIIETroCs, MPEACTABISIONUN co00H
myOJIMYHOE  BBICTYIUICHHME TIO  MPEJACTABICHUIO  IOJYYCHHBIX  PE3yJbTaTOB  PEIICHUS
OTIPEIICICHHON  Y4eOHO-TIPAKTUYECKOM, y4eOHO-UCCIENOBATENbCKOM WM HAYyYHOH TEMBI.
Jlokiag — 3TO HAay4HOE COOOIICHHE Ha MPAKTUYECKOM 3aHSATHH, 3aCElaHHHM HAYYHOTO KPYXKKa
WK y4eOHO-TEOpPETUYECKOW KoH(pepeHnnr. Kpurepuu oumeHKH [0KJaaa. COOTBETCTBUE
COJlep)KaHWsl  3asABICHHOM  TeMe; aKTyaJbHOCTh, HOBH3HAa W  3HAYAUMOCTh  TEMBHI,
apryMEHTUPOBAHHOCTD, TIOJHOTA, CTPYKTYPUPOBAHHOCTh M JIOTHYHOCTh M3JIOKEHHS, CBOOOIHOE
BIIQJICHUE MAaTEpHaJIOM: TOCJIEeI0BATEILHOCTh, YMEHHE BECTH IMCKYCCHUIO, MPABWIBHO OTBEYATh
Ha BOIIPOCHI; CAMOCTOSITEIIHOCTh, CTENECHb OPHTHHAIBHOCTHA MPEUIOKEHHBIX PEIICHHH,
WJUTIOCTPATUBHOCTH, OOOOINEHUII W BBIBOJIOB; HaJIWM4ue COOCTBEHHOI'O OTHOIIEHHUS aBTOpa K
paccMaTpuBaeMoii mpoOiieMe/TeMe  (HAaCKOJIBKO TOYHO M apryMEHTUPOBAHO — BBIPAXKEHO
OTHOIICHWE aBTOpa K TeMe JOKJIaja); MPEJCTAaBICHHUE MaTepuayia: KadeCcTBO IPE3CHTAINH,
oopMiieHUs; KyJIbTypa peud, OpaTOPCKOE MACTEpPCTBO (COONIIOJICHHE HOPM JIUTEPATYPHOTO
SI3bIKA, TIPABUIILHOE MPOU3HOIICHHUS CIIOB U ()pa3, ONTUMAIBHBIA TEMIT PEYH; YMEHHE ITPABUIIBHO
paccTaBlIATh AaKIICHTHI; yYMEHHE T'OBOPUThH JIOCTATOYHO TPOMKO, YETKO M YOCIHMTENBHO);
HCIIOIb30BaHKE MPO(HEeCCHOHATHPHON TEPMUHOJOTHH (OIICHKA TOTO, HACKOJIBKO IMOJIHO OTPAXKCHBI
B BBICTYIUICHUU O0Y4Yaromerocss mpoecCHOHAIBHBIC TEPMHUHBI U OOIICKYJIbTYPHBIC ITOHSATHUS 110
TeMe, a TakKKe HACKOJbKO YBEPEHHO BBICTYMAIOMIMHA HWMH BIIAJCET); BBIICPKAHHOCTH
periaMeHra.

TecTupoBaHHe — 3TO KOHTPOJIBLHOE MEPOTIPHUSTHE TI0 YUeOHOMY MaTepHally, COCTOsIIEE B
BBINOJIHEHHN OOYYarOIIUMCSI CUCTEMbI CTaHIAPTHU3UPOBAHHBIX 3a/IaHHUM, KOTOpas MO3BOJISIET
ABTOMATU3HUPOBATh TMPOLEAYPY W3MEPEHUS YPOBHSA 3HAHWW ©W YMEHUH 0Oydaromerocs.
TectupoBanue BKIIOYaeT B ceOsl CIEAYIOIIME THUIBI 3aJaHU: 3aJaHue C EIUHCTBEHHBIM
BBEIOOPOM OTBETa M3 MPEUIOKEHHBIX BAPUAHTOB, 33J]aHHE Ha OMPEIEIICHUE BEPHBIX U HEBEPHBIX
CYXJICHHI; 3aJlaHue C MHOXXECTBEHHBIM BbIOOpOM 0TBeTOB. KpuTepum oumenku: ot 90% no

100% mpaBWIBHO BBINOTHEHHBIX 3amaHuii — omimyHo; oT /0% mo 89% mnpaBuIbHO
BBITIOJTHEHHBIX 3amaHuii - xopomo; oT 50% no 69% mnpaBUabHO BBITIOJHEHHBIX 3aJaHUNA —
ynoBierBoputensHo;, or 0 mo 49 % npaBUnbHO  BBINONHEHHBIX — 33aHUl  — He
YIOBJICTBOPUTEIILHO.

JK3aMeH — KOHTPOJIbHOE MEPOIPUATHE, KOTOPOE MPOBOJUTCS 10 YUeOHOH AUCIUIIIMHE B
BUJE, NPEIYCMOTPEHHOM Y4E€OHBIM IUIAHOM, [0 OKOHYAaHUM HW3YYEHHUs Kypca. 3aHsATHE
ayJAUTOpHOE, MPOBOJUTCA B YCTHOW WM TNHUCBMEHHOW (hopMe C HCIOIb30BaHUEM (DOHIOB
OLIEHOYHBIX CPEJCTB M0 Y4eOHOM TUCIUILIINHE.

5.4. Tunoevle KOHmMPOIbHBIE 3A0AHUA UIU UHbIE MAMEPUAIbl, HeoOXo00uMbvle 0.1
OUEeHKU 3HAHUIl, YMEHUIl, HAGbLIKOG u (U1U) Onvbima OeamenbHOCmU, XAPAKmMePUu3yruiux
Imansvl opmMuposanus KOMnemeHyuil 6 npoyecce 0C60EHUs 00PaA306amMebHON RPOZPAMMbL

Texkywmas arrecranus:

Tembl 10K12/10B /pedepaToB:

JlokyMeHTO000pOT U (hOPMBI €TO OpTaHU3AIIHH.
VYuuduxamms u cTaHIapTU3ANUS B 1€TOPON3BOICTRBE.
Opranu3aioOHHO-PACTIOPSIANTENbHAS JOKYMEHTALIUS.
[ToaroroBka pacopsIUTENHHBIX TOKYMEHTOB.
NubopmaiimoHHO-CIIpaBOYHBIC JOKYMEHTHI.
OpraHu3aioOHHO-TIPABOBbBIE IOKYMEHTHI.

JlemoBoe nucbmo.

JIoKkyMeHTalus 1Mo TPYAOBBIM OTHOLICHUSIM.
Byxranrepckas u puHaHCOBO-pacyeTHAsE JOKYMEHTAITHS.
lO JIOKyMEHTBI 110 CHAOXKEHHUIO U COBITY.

CoNoaRLNE
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TecrtupoBanne nmo y4deOHOM aucHuNIMHe «/{oKyMeHTHpOBaHHe yINpaBJIeHYeCKOI
JeATeJIbHOCTH»

Ilpumepnvie 3a0anus

HHcmpykuuﬂ: BHHUMATCIBbHO HpO‘lHTaﬁTC 3aJaHusd, BLI6€pPITC OAUH HUJIU HECKOJIBKO
BapHUaHTOB, OTMCTHLTC B 6J'IaHKe OTBECTOB.

TunoBbIe TECTOBLIE 3aJaHUS

Bonpoc 1. 'ocymapcTBeHHast cucreMa JOKyMEHTAI[HOHHOTO 00eCIieueH sl yIpaBICHHS.
a) eIUHbIC paBHUiIa JOKYMEHTHPOBAHHS YIIPABICHUECKOI NeITeNbHOCTH
0) cuctema JOKYMEHTHUPOBAHHUS
B) METOJIMYECKHE YKa3aHHUS.

Bompoc 2. Uto Takoe yHupUKAIHS JOKYMEHTOB?
a) CTaHJIapTU3alUs JOKYMEHTOB
0) eqHOOOpa3Ne JOKYMEHTOB
B) KJ1accu(UKanus JOKYMEHTOB.

Bompoc 3. Uto Takoe cTanmapTuzanus J0KyMEHTOB?
a) yHU(pHUKAIMS TOKYMEHTOB
0) equHOOOpA3Ne TOKYMEHTOB
B) o(hopmIieHHE TOKYMEHTOB.

Bompoc 4. Homenknarypa aen
a) cucremMarusanys JOKyMEHTOB
0) nepedeHb TOKYMEHTOB

B) CTPYKTYpa JIell.

Bompoc 5. JlokymMmeHTO000POT:
a) TOKyMEHT
0) IBMKEHUE TOKYMEHTOB
B) ITpaBuiIa 0popMIIeHUS.

Bomnpoc 6. Konmnuecto pexksuszuros o 'OCT P6.30-97
a) 30
0) 29
B) 28.

Bormpoc 7. ®opmynsap-obpaszerr;
a) oIpeieNIeHHbII HabOp PEKBU3UTOB
0) cTpyKTypa JOKYMEHTOB
B) PEKBU3UTHI.

Bompoc 8. Dranbl ctaHoBIeHUS aenonpon3BoacTBa B Poccun
a) TI0 MePAPXHUUYECKOMY MTPUHIIHITY
0) 1O CTPYKTYpaM BJIACTH
B) CUCTEMHO.

Bonpoc 9. KoppektypHbie 3HaK1
a) 3HaKu NpenuHaHUs
0) 3HAKU ISl HCTIPABIICHUS TEKCTA

13



B) CUCTEMa 3HAKOB.

Bompoc 10. YHudunupoBanHas cucreMa JTOKyMEHTAITUN
a) CTaHIapTH3aLUs JTOKYMEHTOB
0) yHu(UKaIHS TOKYMEHTOB
B) CUCTEMa CTaHJAapPTU3AINH U YHUPHUKAIIUN JIOKYyMEHTOB.

Bormpoc 11. JIokyMeHTBI KaIpOBOM CITY>KOBI
a) COCTaB KaJIpOBOH IOKYMEHTAIUH 110 €IMHBIM TPEOOBAHUSM
0) TpyoBasi KHMKKa
B) JIMCTOK JIMYHOTO y4eTa.

Bomnpoc 12. Haznauenue 'OCT P6.30-97
a) IPUMECHECHUE CJIMHBIX MPABIIT
0) COCTaB PEKBU3UTOB YIIPABICHYECKUX IOKYMEHTOB
B) TpeOOBaHUs K O(POPMIICHUIO JOKYMEHTOB.

Bormpoc 13. Ilpukas:
a) yIpaBJICHUYECKHI TOKYMEHT
0) ynpaBJeHUYECKHI JOKYMEHT, N3/1aBaeMbIii PYKOBOJIHUTEIEM
B) IOKYMEHT, U3/]aBa€Mblil KaJpOBOH CIIyKO0011.

Bomnpoc 14. IIpotoko:n:
a) TOKYMEHT, PUKCUPYIOIINNA AeHCTBO
0) BHYTpPEHHHUI TOKYMEHT
B) BHEIIHUHN JOKYMEHT.

Bompoc 15. Pesrome:
a) XapaKTepHCTHKA
0) onucanue AeSITeIbHOCTH
B) onpezeseHHas popMa JOKyMEeHTa.

Bomnpoc 16. Odopmienue natel JOKyMeHTa
a) ¢ poBon
0) CJTIOBECHBIH
B) CJIOBECHO-IT(POBOM.

Bompoc 17. JlenoBast KoppecroHICHITHS
a) IpUKa3
0) MpOTOKOJ
B) JICJIOBBIE TIHCHMA.

Bompoc 18. PacnopsiautenbHbIe JOKYMEHTBI
a) TpuKa3
0) mpoTOKOI
B) JIEJIOBOE MHUCHMO.

Bompoc 19. OpranuzanoHHbIe TOKYMEHTBI
a) LITaTHOE pacliCcaHue
0) UHCTPYKITUHU

B) adepra.
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Bonpoc 20. JIBuxkeHrne J0KyMEHTOB

a) IOKyMEHTOO0OpOT
0) BHELIHUI JJOKYMEHT
B) IIpaBmIa 0()OPMIICHHS.

Ilepeuenv 6onpocos 0151 npomedcymounol ammecmayuu Ha Ik3amene (8 cemecrtp):

1. Ilpeamer u conepx’aHue OpraHU3aluy IPOU3BOACTBA.

2. Tunsl npou3BOJCTBA.

3. 3aKOHOMEPHOCTH OpPraHU3alUy IPOU3BOJICTBA HA IIPEAIPUITHH.

4. IlonsiTue 00 opraHu3alMy MaTEpUAbHBIX IOTOKOB HA MIPEAIPUSITHH.

5. llpennpusArne Kak opraHu3alOHHAs CHCTEMA.

6. @DopMbI OpraHu3alny MaTEPUAIBHBIX IOTOKOB B IIPOU3BOJICTBE.

7. IIpouecc opranusanuy NpoU3BOACTBA.

8.  Meroabl MaTepuanbHOro 00ecneveHus: IPOU3BO/ICTBA.

9.  OpraHu3alMOHHO-IIPABOBBIE (POPMBI KOMMEPUYECKUX OPraHU3ALMH.

10. TlonsiTHE 00 ynpaBiieHUN KaueCTBOM.

11. JIeATeNbHOCTD IPEAIPUATHSA. Y IPABICHUE IIPEAIPUATUEM.

12. M3ywyenue norpeOHOcTel M (QopMHpOBaHME IJIaHA IPOM3BOJACTBA U pealH3aluu
MPOIYKIUH.

13. CopaeprkaHue U 3aa4y OJTOTOBKHU POU3BOJICTBA.

14. ObGecneueHue NPOU3BOACTBA MATEPUAIBHBIMU PECYPCaMH.

15. IInaHnupoBaHue nOKa3aTenae NPOU3BOICTBA HOBBIX U3/IEIUM.

16. OpraHu3alMOHHbBIE PE3E€PBBI PA3BUTHUS IIPOU3BOJICTBA.

17. CopaeprkaHHe U 33a4d IUIAHUPOBAHUS IIOATOTOBKH ITPOU3BO/ICTBA.

18. CopneprkaHue U 3a/laud OpraHU3aluy TEXHUYECKOTr0 00CITy)KUBAaHHI TPOU3BOJICTBA.

19. IIporpamMMHO-LIENEBOE IIJIAHUPOBAHKUE MTOATOTOBKU IIPOU3BOICTBA.

20. 3ajauu U OpraHU3alMOHHO-TIPOU3BOJICTBEHHAs CTPYKTYpa PEMOHTHOI'O X031 CTBA.

21. CereBoe IUIAHUPOBAHUE MMOATOTOBKH ITPOU3BO/ICTBA.

22. W3yuyenme mnorpeOHOCTE M (QopMHpOBaHHE IJIaHA MPOU3BOACTBA U pealu3aluu
MPOIYKIUH.

23. Metonbl aHanM3a COCTOSHMS TOATOTOBKH MPOU3BOACTBA.

24. OOGecrieueHue MPOM3BOJCTBA MaTepUAIbHBIMU PECYPCAMHU.

25. llpumeHneHue QyHKIMOHATBHO-CTOMMOCTHOTO aHAIM3a [MOATOTOBKY IIPOU3BO/ICTBA.

26. Pazpa®oTka 1uUIaHa  COBEPILCHCTBOBAHMS  OpraHM3alluM  IPOM3BOJACTBA  Ha
NIPENIPUATHH.

27. HayuHble IPUHLIMIIBI OPraHU3aLMU IIPOLECCOB IIPOU3BOJICTBA.

28. CogaeprkaHue U METOJIbl OPTaHU3AUOHHOIO ITPOCKTUPOBAHNS.

29. OpraHu3anus Mpou3BOACTBEHHBIX IIPOLIECCOB B IIPOCTPAHCTBE.

30. Ilonatue 00 opraHu3alMM MaTepUANbHBIX MOTOKOB Ha Mpeanpustuu. PakTopsl
3¢ PEKTUBHOCTU OpraHU3alluy IPOU3BOJICTBA.

31. OpraHusanus IpOU3BOJICTBEHHBIX MTPOLIECCOB BO BPEMEHU.

32. OpraHM3allMOHHBIE PE3EPBBI Pa3BUTHUS IIPOU3BO/ICTBA.

33. CopepkaHue M 33J]a4¥ TUIAHUPOBAHUS MMOJTOTOBKY MTPOU3BOJICTBA.

34. OpraHM3allMOHHBIE PE3EPBBI Pa3BUTHUS IIPOU3BOJICTBA.

35. Ilpeamer u copeprkaHue OpraHu3alUuy IPOU3BOJICTBA.

36. Tumbl NpoOU3BOJCTBA.

37. lIporpamMMHO-1I€NIE€BOE IIIAHUPOBAHKE TIOATOTOBKH IIPOU3BOJICTBA.

38. [lnaHumpoBaHMe MaTepuaIbHOIO obOecneueHuss Npou3BoAcTBA. DopMHpOBaHHE
3aI1acoB Ha MPEANPUSTHH.

39. 3aKOHOMEPHOCTH OpraHU3alluy POU3BOJICTBA HA IPEAIIPHUITHH.

40. CogepxaHue U 331a4l TEXHUYECKOT0 00CITy’)KUBAaHHSI TPOM3BO/ICTBA.
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41. ITporecc opranusanuu MpoU3BOJICTBA.
42. Copep:kaHue U 33/1a4ll OpraHU3aUN TEXHUUECKOr0 00CTyKUBAaHUS IIPOU3BO/ICTBA.

5.5. Memoouueckue mamepuansl, onpedenarouiue npouedypvl OUCHUBAHUA 3HAHUII,
YMeHuil, HAaévIKOG U (U1u) OnvIMA OeAMENbHOCMU, XAPAKMEPUIYIOWUX  IMAnbl
dopmuposanus komnemenyui

OtBersl 0Oyd4aromierocss Ha 3JK3aMeHe OICHHMBAIOTCS KaKAbIM I1€AarOrM4eCcKHM
pabOTHUKOM 1O 5-0ayuIbHOM IIIKAJIe.

Kpumepuu oyenxu omeema na 6onpocel meopemuyeckozo 610Ka:

«5» — oOydaromuiics TayOOKO ¥ TMPOYHO OCBOMJI IPOrPaMMHBIM  Marepual,
HCYEPIIBIBAIOIE, IOCIEI0BATEIbHO, TPAMOTHO U JIOTMUYECKH CTPOMHO €ro u3jaraer, TECHO
yBSI3bIBACT C 3aJadyaMu U Oyaylied [AeATelIbHOCThIO, HE 3aTPyIHSETCS C OTBETOM IIpU
BHUJION3MEHEHUU 3aJ]aHusl, CBOOOJIHO CIIPABISETCSA C 3a/layaMU U MPAKTUYECKUMU 3aJaHUSIMH,
MPaBUJILHO OOOCHOBBIBAECT MPHUHATHIE PELICHHS, YMEET CAMOCTOATEIbHO 0000IIaTh U H3Jarath
Marepual, He J0MycKas OIHOOK;

«4» - oOydaroluiicss TBEpJ0 3HAET MPOrpaMMHBIN MaTepHall, TPaMOTHO U IO CYIIECTBY
W3JIaraeT ero, He JIOMyCKas CYIIECTBEHHBIX HETOUHOCTEH B OTBETE HA BOMPOC, MOXKET MPABUIILHO
MIPUMEHATh TEOPETUYECKHUE MOJIOKEHUS U BlIafieeT HEOOXOAUMBIMH YMEHUSIMHU U HaBBIKAMH IIPH
BBITIOJIHEHUU TTPAKTUYECKUX 3aJaHUM;

«3» - oOyyaromuiicss OCBOMJI OCHOBHOI MaTepuall, HO HE 3HaeT OTIENbHBIX JETaleH,
JOIYCKAaeT  HETOYHOCTH,  HEJOCTATOYHO  MpaBWIbHBIC  (QOPMYIUPOBKH,  HApyIIacT
MOCJIEIOBATENBHOCTh B M3JIO)KEHUHM MPOrPaMMHOIO MaTrepuaia W WCIBITHIBAET 3aTPYJHEHUsS B
BBITIOJIHEHUU TTPAKTUYECKUX 3aJaHUM;

«2» - oOydaromuics He 3HAeT 3HAYUTEIBHOW YacTH MPOrpaMMHOIO MarepHana,
JIOMYCKAeT CYIIECTBEHHbIE OMIMOKH, C OONBIIMMU 3aTPYAHEHUSMHU BBINONHSAET MPAKTUYECKHE
3a/laHusl, 3a/1a4H.

6. IlepeyeHb OCHOBHO¥ W TONOJTHUTEILHON YU4eOHOI IUTEPATYPbI ISl 0CBOEHUS
Y4eOHOH TUCIUTIIHHBI

6.1. Ocnosnas rumepamypa.

1. I'punbepr, A.C. JlokymeHTanimoHHOE obecrieueHue ynpaieHus : yaueoHuk / A.C.
I'punbepr, H.H. I'op6aués, O.A. MyxamermmHa. — Mocksa : FOnuth, 2015. — 391 c. : Tabu.,
rpad., ui., cxemsr http://biblioclub.ru/index.php?page=book&id=115031

6.2. /lononnumenvuasn aiumepamypa

1. Ky3nenos, 1.H. JlenonpousBoactso : yueOHoe nmocoowue : [16+] / M.H. Ky3uernos. — 9-
e m3., mepepad. — Mocksa : Jlamkos u K°, 2020. — 406 c. : mwi. — Pexxum jtoctyma: 1mo moJmcke.
— URL.: http://biblioclub.ru/index.php?page=book&id=572967

7. IlepedyeHnb pecypcoB MH(POPMALIMOHHO-TeIeKOMMYHHUKALIMOHHOM ceTH
«HHTEepHET», COBpeMeHHbIe NPO¢)ecCHOHANBbHBIE 0a3bI JIaHHBIX U HH(OPMaLIMOHHbIE
cucTeMbl, He00X0AUMbIe /15l 0CBOCHHA YUeOHOI THCIUTINHBI

1. http://mon.gov.ru — caiit MunoOpHayku PO

2. http://www.edu.ru/ — Oubmmoreka  demepanbHoro moprama  «Poccuiickoe
oOpazoBaHue» (COAEPKUT KATAJIOT CCHUIOK HA HHTEPHET-PECYPCHI, SJICKTPOHHBIC OMOIMOTEKH 10
Pa3IHYHBIM BOITPOCaM 0Opa3oBaHMs)

3. http://www.prlib.ru — Ilpesuaentckas 6ubIHOTEKA

4. http://www.rusneb.ru — HarmonanbsHast snekTpoHHast OnbIroTeKa

5. http:/lelibrary.rsl.ru/ — caiit Poccuiickoli rocymapcTBeHHOW OUOIUOTEKH (paszien
«DNEeKTpOHHAsT OMOIMOTEKAY)
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6. http://elibrary.ru — nayunas snextpornas 6ubimoreka «Elibrary»
7. http://lib.icone.ru - DnaexkrponHo-oubmuoreunas cuctema AHO BO «MuctuTyT
HEMPEPBIBHOTO 00pa30BaHM»
8. https://uisrussia.msu.ru yausepcuterckas uadopMmarmonnas cucrema POCCUSA (YUC
POCCU)
9. http://biblioclub.ru DBC Yuusepcurerckas OubIHoTEKa

8. Meroauyeckne YKa3aHUs [JIA OO0y4alOIIMXCSl 1O OCBOEHHIO Y4eOHOI
AUCHMILIMHBI

OcBoenue o0yJaronmcst yueOHOI JUCLUIUIHHBI «/lokyMeHTHpOBaHUE
yIpaBJIeHYeCKOH [esiTeJIbHOCTH» IIPEAIOoJaraeT H3Yy4eHHE MAaTepuajoB AUCHUUIUIMHBI Ha
ayTUTOPHBIX 3aHATUSAX U B XOJE CAMOCTOSATENBbHON pabOThl. AyAUTOPHBIE 3aHATHS MPOXOJAT B
¢dopme neKkuMi, CEMHHApOB, MPAKTUYECKUX 3aHATHHA. CamocTosiTenbHas paboTa BKIIOYACT
pa3zHO00pa3HbIi KOMIUIEKC BUIOB U (OpM pabOThI 00Y4aIOIINXCSL.

JUi yCHEemHOro OCBOGHUs Y4eOHOM JUCLMILIMHBI U JTIOCTUKEHMSI IOCTABJICHHBIX LIl
HEOOXOJMMO BHUMATENBHO O3HAKOMHUTHCS HACTOSAIIEH paboyeil mporpaMMbl  y4eOHOI
JUCUMIUIMHBL. Ee MoeT npeacTaBuTh NpenojaBaTellb Ha BBOJHOM JIEKIIMK UM CAMOCTOSITEIIbHO
oOyuaromuiics ucrnonbsiyet uHdopmanuio Ha opunmanbuom MHaTepHeT-calite HCTUTYTA.

Crnenyer oOpaTHTh BHUMAaHUE HA CIIMCOK OCHOBHOW W JIOTIOJIHUTEIBHOH JIUTEPaTyphl, Ha
mpejiaraeMble  MpernojaBaTeieM pecypchl HHGOPMAIMOHHO-TEJICKOMMYHHKAIIMOHHOW CETH
Wutepuer. Dta undopmMarys HeoOXoauMa Ui CaMOCTOSTEIHbHON paboThl 00y4YaroImerocs.

[Ipu mOAroTOBKE K ayAUTOPHBIM 3aHATUAM HEOOXOAMMO MOMHHUTH OCOOEHHOCTH KaXJIOH
(OpMBI ero MPOBEICHHUSL.

Ilod2omoska k yuebHOMY 3aHAMUI NeKYUOHHO20 MUNnd 3aKII0YaeTCs B CIEAYIOIEM.

C uenpto oOecriedyeHUs] YCHENTHOTO OOY4YeHHsS OOy4Jarolmuics JOJKEH TOTOBHUTHCS K
JIEKIMH, TOCKOJbKY OHa sBIseTcs BaxkHeimeidl ¢opmoil opranuzanum ydeOHOro mporecca,
IIOCKOJIBKY:

- 3HAKOMUT C HOBBIM y4€OHBIM MaTepUalIoM;

- pas3bACHAET yueOHbIE AJIEMEHTBI, TPYIHbIE I TOHUMaHHUS;

- cUcTeMaTU3UpyeT yueOHbI MaTepHa;

- OpPHEHTHUPYET B y4eOHOM IpoLecce.

C aTo0li 1enso:

- BHUMATEJIbHO NPOYUTANTE MaTeprall Ipeablyliel JeKIHH;

- 03HAaKOMbTECh C y4EOHBIM MaTEpUaIOM I0 YUYEOHHKY M y4EOHBIM IOCOOMSIM C
TEMOW MPOYUTAHHOM JIEKLINH;

- BHECHUTE JIOMOJIHEHUS K MOJYyYEHHBIM paHee 3HAHUSAM I10 TeMe JIEKIUU Ha MOJIsAX
JIEKIIMOHHOM TETpaau;

- 3alAIINTE BO3MOYKHBIE BOIPOCHI, KOTOPBIE BbI 33aUTE JIEKTOPY Ha JIEKIMU II0
MaTepuanty U3y4eHHOMU JIEKINH;

- MIOCTAPANTECh YSICHUTh MECTO U3Y4a€MOW TEMBI B CBOEH MOJTOTOBKE;

- y3HaliTe TeMy MpeacTosel JeKuu (10 TeMaTHYecKOMY IIaHy, 1o WH(OpMauu
JIEKTOpA) U 3allUIINTe UHPOPMAIIHIO, KOTOPOU BHI BJIaJIe€Te IO JaHHOMY BOIIPOCY .

Iloo2omoska k npakmuyeckomy 3aHAmMuI0

IIpy mOAroTOBKE K NPAKTUYECKOMY 3aHATHIO cjeayeT oOpaTuTh BHHMMaHHE Ha
CIIeyIollMe MOMEHTHI: Ha TMpollecC MNpeABapUTENIbHOM MOArOTOBKM, Ha padoTy BO BpeMms
3aHATHUS, 00paOOTKY MOJYYEHHBIX Pe3yIbTaTOB, UCIIPABICHUE MOJYYEHHBIX 3aMEYaHUH.

IIpedsapumenvhas noo020moska K RPAKMUYeCKOMYy 3aHAMUIO 3aKII0YaeTCd B U3yYEHUHU
TEOPETUYECKOr0 MaTepuaia B OTBEJCHHOE JJISi CAMOCTOSATENLHON paboThl BpeMsi, O3HAKOMIICHUE
C MHCTPYKTHUBHBIMM MAaTE€PHATIAMHU C LEJIBIO OCO3HAHUSA 3374 IPAKTUYECKOT O 3aHATHU.
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Paboma 6o epemsa npoeedenuss npakmuueckoco  3aHAMUSA BKIIOYaET HECKOJIBKO
MOMEHTOB:

— KOHCYJbTHPOBAaHUE CTYJACHTOB TMPEMNOAABATENSIMU C LEIBI0 MNPEAOCTABICHUS
UCUEpIBIBAIONICH ~ MH(POPMAIMH, HEOOXOAMMOM  UIi  CaMOCTOSTEIHHOTO
BBIMIOJIHEHUS TPEAJIOKEHHBIX IMpernojaBaTelieM 3ajady, O3HAKOMJIGHHE C
NpaBUJIAMHU TEXHUKU 0€30IacCHOCTH MPH padoTe B ayIUTOPHH;

— CaMOCTOSITENIbHOE BBINOJIHEHHWE 33JaHUi  COMIacHO 0003HAYEHHOM ydeOHOMU
IPOrpaMMoON TEMAaTUKH.

CamocrosiTenbHasi padorTa.

s Oosiee yriayOJIEHHOTO M3y4YEHHUS TEMbl 3aaHUS Ui CAMOCTOSITEIbHOM paboThI
PEKOMEH/IYeTCsl BBINOIHATh MAapajUIeIbHO C M3Yy4YeHHEeM JaHHOW TeMbl. lIpu BbINONHEHUH
3alaHMil 10 BO3MOXKHOCTM UCHOJb3yWTE HArJsSAHOE NpeAcTaBlieHue Marepuana. bomee
nmoapoOHass MHpOpMAIHS O CAMOCTOSATEIBHON padoTe MpejcTaBiIeHa B paszjieniax «YueOHO-
METOJMYECKOe OOEeCHedYeHne CaMOCTOSITeNbHOW paboThl MO  TUCHHILIUHE  (MOJYIIIO)»,
«MeTtoauueckue ykazaHusi K CaMOCTOSITENIbHON padoTe 1Mo AUCIUILIUHE (MOIYIIIOY).

Ilo02omoska k 9K3ameny.

K sk3aMeHy HEOOXOIMMO TOTOBUTCS IIEJICHANIPABICHHO, PETYIISPHO, CHCTEMAaTUIECKU U C
MEPBBIX THEH 00y4eHHs MO TaHHOW AUCLHUIUIMHE.

[Tpu moAroToBKe K SK3aMeHy 0OpaTHTE BHUMaHHE Ha MPAKTHUECKUE 33JaHUS HA OCHOBE
TEOPETHUYECKOT0 MaTepHara.

[Ipu moaroToBKE K OTBETY Ha BOIMPOCHI DK3aMEHA IO TEOPETHYECKOW YacTH ydeOHOM
JUCHMIUIMHBL ~ BBIICJIMTE B  BONPOCE TJIABHOE, CYIIECTBEHHOE (MOHSTHUSA, MPHU3HAKH,
KJIaCCU(UKAIMHN U TIP.), IPUBEIUTE TPUMEPHI, HIUTIOCTPUPYIOIINE TEOPETUIECKUE TIOIOKEHHS.

[Tocne mpenyoKeHHBIX yKa3aHUM y O0O0yJaromuxcs JODKHO c(HOpMHUPOBATHCS YETKOE
npezacTaBiieHne 00 o0beMe U XapakTepe 3HAHWM U YMEHHM, KOTOPBIMU Ha/I0 OyAeT OBIAACTh IO
JTMCLUTUTIHE.

9. IlporpammHoe oGecnieyeHue HHGPOPMATMOHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOTH

9.1. Unughopmayuonnvie mexnonozuu

1. TlepcoHanbHblEe KOMIIBIOTEPHI;
2. JlocTyn K MHTEpHET
3. TIpoexkrop.

9.2. Ilpocpammnoe obecneuenue
1. Windows 7

2. LibreOffice Writer,

3. LibreOffice Calc,

4. LibreOffice

5. Impress

6. ZOOM (OTKpHBITHIH AOCTYM)

7. «Cxaiin» (OTKPBITBIM JOCTYII)

9.3. Hngpopmayuonnsie cnpagounsie cucmemol
1. VHauBepcuterckas uHpopmarmonnas cucrema POCCUSA - http://www.cir.ru/
2. CnpaBouno-nipaBoBas cuctema «Koncynbrantlmrocy.
3. Hudopmammonno — odpazoBarensHble pecypebl: Ucheba.edupedia.ru
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10. ITepeyeHb MaTepHAJILHO-TEXHUYECKOT0 00ecneyeHusi ,He00X0MMOro st
peanu3auuu NpPorpamMMel Mo y4eOHOH TUCIHUIIHHE.

1. VueOHble ayAUTOPHUH TS TPOBEICHHUS 3aHSITUN JICKIIMOHHOTO TUIIA, TPAKTHYECKUX
3aHSATHM, TPYIIIOBBIX U UHAUBUIYAIbHBIX KOHCYJIBTALMM, TEKYIIIETO KOHTPOJIS U
IIPOMEKYTOYHOM aTTeCTALUN.

2. ITomereHust Isl CAMOCTOSITEIILHOW paObOThI CTYJICHTOB, OCHAIIICHHBIE KOMITBIOTEPHOM
TEXHHUKOW C BO3MOXKHOCTBIO OJKIIIOYEHUS K ceTH «HTepHeT» 1 oOecreueHreM JoCTyrna B
AJIEKTPOHHYIO HH(POPMAILIMOHHO-00pa30BaTEIbHYIO CPEly HHCTUTYTA.

11. Odopa3oBare/ibHbIE TEXHOJIOTUH

IIpn peanusauuu y4yeOHOM IUCLUIUIMHBL «/lOKyMEHTHpOBaHHe YNpPaBJIeHYeCKOM
AeATeJTbHOCTH IPUMEHSIOTCS pa3IuyHble 00pa30BaTe/IbHbIC TEXHOIOTUH.

OcBoeHne  y4eOHOM  JUCHMIUIMHBI  «/lOKyMeHTHMpOBaHHe  YIpaBJeH4YeCKOM
AeATeJIbHOCTH» TIpelyCMaTpUBAeT MCIIOJIb30BAHUE B YUEOHOM IIpollecce aKTUBHBIX (HOpM
MPOBEICHHs y4eOHBIX 3aHATHI B (hopMe, pa300p KOHKPETHBIX CHTYalluil W MPAKTHUECKHUX 3a/1a4
B COYETAaHMHM C BHEAYAUTOPHOH paboTON ¢ wmenbto  (HOPMUPOBAHUS U PaA3BUTHA
MPOQECCUOHATIBHBIX HABBIKOB 00YYaIOIIINXCA.
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