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1. IEJX OCBOEHUS JUCHHUIIJINHBI

OcHoBHO# He/Ibio AMCHHILTHHbI «JoOKYMEHTHPOBAHHOE obecneveHHe
YHPABJIEHYECKOIl [AeATeAbHOCTH»  sBiseTcss (OPMUPOBAHME Yy  CTY/ICHTOB HABBIKOB
JIOKYMEHTHPOBAHMS W OpraHu3aluu paboTel ¢ JOKYMEHTAaMH B MPOIECCE OCYIIECTBICHUS UMHU
YIIPaBICHYECKUX PYHKIMH.

OCHOBHBIMH 3aa4aMH {HCUHILIHHbBI ABJISIOTCS:

- HM3YYEHHUE OCHOBHBIX MOHATHUIl JOKYMEHTALMOHHOIO 0OeCIIeyeH sl yIIpaBIeHUs;

- O03HAKOMHUTB CTYIEHTOB C OCHOBHBIMM BHIAMH HOPMATUBHBIX JIOKYMEHTOB,
C0O3/1aBaGMbIX WJIM IIPUMEHSIEMbIX B OpraHH3aluu;

- (opmHEpoBaHUE yMEHHUH 0QOPMICHHS OCHOBHBIX BH/I0B HOPMATUBHBIX JOKYMEHTOB;

- 03HAKOMHUTH CTYJCHTOB C MOPSIAKOM HCIIOJIB30BAaHUS HOPMATUBHOM JOKYMEHTAIMH B
pamKax JeJI0BOro OOLIeHHs, TyOIHYHBIX BBICTYIIJICHHH, TPOBEICHHS IEPErOBOPOB, COBELIAHHUH,
OCYLICCTBIICHH I[CHOBOTFI IEPEITHCKH H MMOANCPIKUBAHUA DJICKTPOHHBIX KOMMYHHK&IJ,Hﬁ;

- M3y4eHHe MPUHIMIIOB OpraHu3aluy J0KyMeHT0000pOTa B OpraHu3alty.

2. MECTO JUCHUILJIMHBI B CTPYKTYPE OIIOII BO

Jucummmaa  B1.B.OJ1.3  «JlokyMeHTHpOBaHHOe  OOecreueHHe  YIpaBICHYECKOH
JESTEIBHOCTH» OTHOCUTCH K obOssarensHpM aucuunauuaam (OJ1.3) BapuatusHoit yactu (b1.B)
omoka 1 (b1) OIIOIL. I'ny6okoe ycBoenue marepuasa oGecrieurBaeTcs COUETaHUEM ayIUTOPHBIX
3QHATHH M CAMOCTOSTEJIBHOM paboThl CTYIEHTOB C JyiuTepaTypoil. OCHOBHBIM BHIOM YYEOHBIX
3aHATHI 10 MaHHOW JUCIMIUIMHE SIBJSIFOTCS JICKIIMOHHBIE M MpaKTH4ecKue 3aHsTusa. M3ydenue
JUCHHIUIAHEI [UIA CTYACHTOB 3a04HOM (opMbl O0Y4YEHHs OCYIUECTBIISIETCS B TE€YEHHE OJHOIO
ceMecTpa. [1o IUCIMIUTMHE OCYIIECTBISETCS MPOMEKYTOUHAs aTTecTanus B GopMe 3a4era.

Jlucruniuna asisercsa 6a3oil s U3ydyeHWs JUCHUIUIMH «MeHeKMEeHT», «YIIpaBIeHUE
npoekTamu», «HopmaTuBHOE o0ecriedyeHue ynpasBIeHus IPOEKTAMKU» U JIp.

3. KOMIIETEHIIUU OBYYAIOIIEI'OCs, ®POPMHUPYEMBIE B PE3YJIBTATE
OCBOEHUS JUCHUILIMHBI (MOY JIS)

[Tpotiecc M3y4yeHHs AUCUMIUINHBI «J[OKyMEHTHPOBaHHOE O0ECTIEYEeHHE YIIPABICHUECKOMH
NEeATETbHOCTHY HAIpaBJieH Ha (JOPMHUPOBAHUE CIIEIYIOLIMX KOMITETEHIIHH:

obmenpodeccnoHATbHbIE KOMIETEHIHH:

OIIK-1 BiaseHuMeM HaBbIKAMM IIOMCKA, aHalIM3a M HCIIOJIb30BaHMUsA HOPMATHBHBIX H
IPABOBBIX JOKYMEHTOB B CBOEH MPO(eccnoHanbHO JeaTeIbHOCTH;

OIIK-4 cnocoGHOCTBIO OCYIIECTBISATH A€I0BOE OOIIEHUE W IyOJIMYHBIC BBICTYIUICHUS,
BECTM IIE€PErOBOPHI, COBCIAHMS, OCYLIECTBIATH JAEI0BYIO IIE€PENUCKY W MOAJICPXKUBATh
3NEKTPOHHBIE KOMMYHHUKAIUH



Tabnuua 1

IL1annpyemble pe3yIbTaThl 06yYeHNs 10 ANCHATIHHE

Kon
KOMMNETEeHUHH

Conepxkanue komnerenumuu

[Lnanupyemble pesynbTaTel obydenns
10 AHCUMINIHHE

OIIK-1

BJIaIEHHEM HABLIKAMH MOMCKa,
aHau3a U UCTI0/Ib30BaHUs
HOPMaTHBHBIX W [PABOBLIX

IOKYMEHTOB B CBOEH
npogeccHoHanbHO
AeATENbHOCTH

3uarte:

31 (OIK-1) - HopmaruBHsle 1 npasosbie NOKYMEHTBI B CBOEH
MPO(ECCHOHaNLHOM AeSTEILHOCTH

32 (OIIK-1) — OcHOBHBIE METOIbI NIOMCKA HOPMATHMBHEIX

NPaBOBLIX AKTOB

Ymers:

Y1 (OIK-1) - OcylecTsasTs NomMck, aHAIH3 K HCMOAb3OBAHMHE
HOPMATHBHBIX H MPABOBLIX JIOKYMEHTOB

Y2 (OIK-2) — AHanu3upoBars HOPMATHBHBIE i NpaBoBbIC
AOKYMEHTBI, CBA3AHHBIE CO CBOEH MPOJecCHOHANLHOTH
NIEATENBHOCTRLIO

Baagers:

B1 (OIIK-1) — Hasbikamu noucka. anamuza u HCMOJL30BaAHHA
HOPMATHBHLIX M MPAaBOBbLIX J0KYMEHTOR B CBOEH

PO ecCHOHANBHOM AEATENLHOCTH, B T.4. B IOMCKOBO-
CTMIPABOYHBIX CHCTEMAX

OIIK-4

CMOCOOHOCTRIO OCY ILECTBAATE
nenosoe obLieHue 1
nyGIHYHbIE BBICTYM/IEHHS,
BECTH NEPEroBOPbI, COBELIAHUS,
OCYILECTBAATD AEI0BYIO
MEepenucKy U MoauepKuBaTh
NEKTPOHHBIE KOMMYHUKALIHK

3HaTe:

31 (OI1K-4) — ocHoBHBIE BUABI Pe3eHTALH]

32 (OIK-4) — MeTom! OCYLUECTBICHMS 1E/10BOI0 06IeHns 1
NPOBEACHUS NYOIHYHBIX BBICTYIIEHHI

33 (OI1K-4) — ocoSenHoCTH NPHEMOB COCTaBICHNS GH3HEC-
Npe3eHTaLui

34 (OI1K-4) — HHCTPYMEHTLI IPOBEACHHS ASTOBBIX nyGaMuHBIX
BBICTYIIIEHHH

35 (OTK-4) - cnocobs MOIEPKKH ITEKTPOHHEBIX
KOMMYHHMKaLMit

36(OI1K-4) — ocHoBbI 1€10BOr0 OG1IEHNS

37(0OINK-4) - ocHoBHBIE npasuia 1e10BOH NepPernicKku 1
MCMOIL30BAHHS 3JIEKTPOHHLIX KOMMYHHKaLMi

Ymern:

¥1 (OIK-4) — cocrasnats npe3eHTaunm Gusnec-miei

¥2 (OIIK-4) — nposoants Ou3Hec-npeseHTalnu

V3 (OI1K-4) - ucnonb3osats KOMILIOTEPHYIO TEXHHKY 115
NPE3EHTAUHI, BeleHMA Ae0BOr0 0bLIeHHSs

Y4 (OIK-4) - opopmanTs u JEMOHCTPHPOBATE MPE3eHTALIHH
Y5 (OIK-4) — rpamotHo odopmisTs MH(OPMALIHIO B pamMKax
381aHHOH TeMBl

Y6 (OI1K-4) - cobmoaats npasuia NOBeACHHS BO BpeMs
NPOBEIEHUA MPEe3eHTAlLHH

¥7 (OI1K-4) — ocymectsasts nenosoe odienme

Y8 (OINK-4) — ocyutecTsas s aenosyio TIEPENNCKY M
NO/LIEPKUBATE 3IEKTPOHHBIE KOMMYHHKALIHH

Baagers:

Bl (OlNK-4) - nasbikamu cocraBieHus Mpe3eHTalMi

B2 (OI1K-4) — nassikamu paborst ¢ MO ang coznanus
npesentaumii (MS Power Point)

B3(OIMK-4) — naBsikaMu BeleHHS 1e10BOH TIEPENMUCKH U
OCYLIECTBEHHUS NEKTPOHHBIX KOMMYHHKaLU

B3 (OI1K-4) — HaBslkaMK 1e10BOr0 06LUeHHS




4. CTPYKTYPA U COJAEPKAHUE JUCLHUATLINHEI (MOAYJIsI)
Kypc paccuutan Ha 2 uaca nexuuif, 4 uaca NPAKTHYECKUX 3aHATUN U 66 YaCOB CaMOCTOSTETBHOMN
pabotsl. Beero 2 3advernble emummusi (72 Jaca). Ilpomexyrounas arrecrauus B (opme 3auera

MPeRYCMOTPEHA BO 2 CeMecTpe.
Tabnwma 2
ObBbem auCcUNNINHDI
Bua yyebHbIX 3anaTuii B Obnem H“cum(]:ﬂ“m"’ il =
cero emMect
M CAMOCTOSITEILHASA paboTa A e |5|6[?F18|9|10 T s
3aounan ghopma odyuenun
KonrakThas paora o6yuarommxes ¢ 6 6
npenoaaBaTegemM, B TOM 4ucJe:
JIEKLIHOHHOI O 2 2
nabopaTopHsie paboThbl
NPaKTHYECKOT0 3aHATHA 4 s
CamocTosiTeabHasi paGora cryaenta (CPC) 66 66
ITpomexyTounas arrecTauus 3 3
OGwas Tpyroemkocts (ac. /3.e.) | 72/2 7272
Tabmuua 3
CTpyKTypa Iucuuninae:
Buael yuebnoi paborsl, Bkatovas Dopmbl
CaMOCTOATENLHYIO paboTy Oien TEKYILEro
" CTYAEHTOB yaebHOii KOHTPOJIS
o W TPYAOEMKOCTS (B yacax) ki YCIEBAEMOCTH
e ; pa . : (no nedenam
No Paznen (tema) 3 5 - " " ApUMEHCHHEM cemecmpay),
n'n JUCLIHILIMHEI S5 = = 2 z hopma
< B S|88|8z|Z2¢ 55 |5 S MPOMERKYTOUH
2 |E|EE|E8|28| & |3 o oi
= E g é' &l g & g {Buacayve) arTecTaimu
I% &‘ Z (no
cemecmpam)
] | Beenenue B 2 1 2 5 1,5/50
«JlokyMeHTHpOBaHHOE
obecneuenne ynpaslieH4eckoii
JEATENbHOCTH
2 | OcHoBHbIE BHIIBI 2 1 |2 5 1,5/50
YTPAaBJIEHYECKHX JOKYMEHTOR ]
3 | OcHoBHble TpeboBanus K 2 8 [
O(OPMIIEHHIO YIIPaABIEHYECKHX
JOKYMEHTOB
4 | Co3nanue u mpecTaBieHue 2 8
npe3eHTauuii
S | OcHoBHbIE BUABI JNEKTPOHHBIX | 2 8
JIOKYMEHTOB
6 | Cnyxba nenonpouseonctsa s 2 8
OpraHH3aluu
7 | Opranuzaums paboTsl ¢ 2 8
JOKYMEHTaMH
8 | Henonpouseoactso no auunomy | 2 8
cocTaBy
0 | Homenknatypa mex. 2 8
[loarotoBka 1OKyMEHTOB A5
XpaHEHHs B apXHBe
Bcero 2 |4 Ped | 66 3/50 3auer

Pegh- pechepamut



Conepmaﬂne JAHCHHITJIHHBI

Tabnuna 4

Kok Koabl 3YH

Ne n/n | HaumeHoBaHue Tem Copep:xaHue Tem S (B cooTBeTCT-

) 5 Buu ¢ Tabi. 1)

Tema 1 | Beenmenue B MMouatue nokymenta. CylmHocTs OIK =1 31 (OIK-1),
«JloKyMeHTUpOBaHH | AOKYMEHTHPOBAHHOIO ObecreeHus 32 (OIK-1),
oe obecreyeHue ynpasieH4ecko nearensHocTH. OCHOBHBIE V1 (ONK-1),
yIIpaBeHyeckoit TIOHATHS JIOKYMEHTHPOBaHHOTO obecnieyeHus V2(OTIK-1)

YIPABJIEHYECKOH NeATeNbHOCTH. JIOKYMEHT ’
JEATEeNLHOCTH . B1(OIIK-1).

unQopmaunus. QopMyngp IT0KYMEHTA.

HOpuanyeckas cuna qokymenta. THnoaorus

JIOKYMEHTOB.

Tema 2 | OcHOBHEIE BUIBI Knaccudukalums HOPMaTHBHBIX J0KYMEHTOB. OInK -1 31 (OI1K-1),
YApaB/eHUECKNX Opranu3alMoOHHO-PacnoPAAHTENbHBIC LOKYMCHTL. 32 (OIK-1),
[OKYMEHTOB DuHaHcoBO-OyXranTepekan 10KyMEHTaLUA. V1 (OIK-1),

HayuHo-TexHu4ecKas 10KyMEHTAallH, V2(OIK-1)
HopmarusHas npasosas 10KyMeHTauua. Tpynosas BI( OHI{-I}.
nokymeHTauus, OT4eTHO-CTaTUCTHHECKHE :
JOKYMeHTBL. [TpoeKkTHAs 1OKYMEHTALHA.

Tema 3 | OcHOBHbIE [Topsnaok  J1OKYMEHTHPOBAHMA  YIPaBAEHYECKOMH OIK -1 31 (OIIK-1),
TpeboBaHus K ACATEABHOCTH. YHH(MKaUWA M CcTaHAapTH3aUMA OIK = 4 32 (OIK-1),
OdmpMHBHHIO YOpaBNeHYeCKHX  J0KyMeHTOB. Buawel  Onankos. V1 (OHK-I),
yNpaBIeHYECKHX OcHOBHBIE  PEKBM3MTHl  JokymeHToB. [lopsaok V2(OlIK-1),

NOJArOTOBKY M O(OPMJIEHHS MPOEKTOB JIOKYMEHTOB,
TIOKYMEHTOB Th _ _ Honstox BI1(OIIK-1),
paXKHpoBaHHe JIOKYMEHTOB pan
oopMiIEHHs  OTHENLHBIX  BHI0B HOPMATHBHBIX 35 (OIK-4),
JOKkyMeHTOB.  COBpEMEHHOE  JIe/IOBOE  IHCHMO. 36 (OI1K-4),
[1paBuna BeneHHA [1€710BOMH NMEPETHCKH. 37 (OIIK-4),
V7 (OIIK-4),
V3(OITK-4),
B3(OI1K-4).
B4(OI1K-4).

Tema4 | Co3nanue u OCHOBHBIE JOKYMEHTBI CO3/1aBAEMbIE 1717 OInK -4 31 (OI1K-4),
rnpejacTaBieHHe OCYLIECTBACHHUS ACOBOI0 0OLIEHHS U [MPOBEACHHA 32 (O[‘[K-4),
npe3eHTaLmil nyOAHYHBIX BLICTYTIIEHHIA B Opranusaumi. Buis 33 (OI1K-4),

npesexraunii. [lopsaok cosaanus dustec- 34 (OTIK-4)
npeseHTaunii. HHCTpYMEHTEI NpOBEAEHHS 1EN0BBIX vl (OHK-4},
ny0anunsx seictynienui, [lopasox i
NPEeACTAB/IEHUS NPE3EHTAUMI.. ;f??((%rl%{{'?)‘
Y4(OITK-4),
Y5 (OITK-4),
Y6(OITK-4),
B1(OIIK-4).
B2(OI1K-4).

Tema 5 | OcHOBHBIE BUIBI [TouATHE 2NEKTPOHHOIO HOKYMEHTA. OIlK -4 35 (OI1K-4),
3NEKTPOHHBIX Knaccuukaius 31eKTPOHHLIX J10KYMEHTOB. 36 (OITK-4),
JIOKYMEHTOB DNEKTPOHHBIE TOKYMEHTBI B PAMKAX 1EKTPOHHBIX 37 (OI1K-4),

KOMMYHHUKalmit. PaboTa ¢ 31eKTPOHHBIMH V7 (OTIK-4)
nokymeHtamu. [opsaaok nepeposa 31eKTPOHHOR V8(OTK-4) ’
JokyMeHTauuu B Oymamuyio Gopmy u oGparHo. D ?
@QOH/1 3MEKTPOHHBIX JOKYMEHTOB OPraHH3aLiH, B3(OIIK-4).
Obecneuenye HHPOPMALHOHHOM Oe30nacHOCTH NpH B4(OI1K-4).
paboTe € INEKTPOHHBIMH JOKYMEHTAMH.

Tema 6 | Cnyxba [opagok opranusauuu v pabotel oTACNOB J€- OllK -1 31 (OTIK-1),
JIeNIONPOU3BOCTBA B | IONPOM3IBOACTBA B Oprannsaumsx. Llean u sanauu 32 (OI1K-1),
OpraHu3auuy cayxObl JJOY. Oynkunn cnyxbber JOY. [lpasa u V1 (OIK-1),

OTBETCTBEHHOCTH  cayxOn  JIOY.  Tlopsjok V2(OMK-1)
B3auMoeitcTaus caymGol 10V ¢ apyrumu B l(Ol’lK-I)’
CTPYKTYPHBIMH N0/1pA3/IEIEHHAMH.

Tema 7 | Opranusauus [Topsnok npuema aokymeHTOB. Peructpaumus, OIK -1 31 (OI1K-1),
paboTel C HarnpaBleHUE W PAacCMOTPEHHE  BXOAALEH 32 (OI1K-1),
NOKYMEHTaMK KoppecnoHaeHuuH.  [lopsnok  1MOAroTOBKM M V1 (OIK-1),

perucrpannm MCX OIS LLMX n BHYTPEHHHUX V2(OIIK-1)
JokyMeHTOB. Yuer obvema aokymeHtoobopora, BI (OI']K-I),
OpraHu3ains KOHTPOISA UCNOMHEHHS 10KYMEHTOB. :
Tema § | JleJonpoM3BOACTEO | 3HAYEHME KAAPOBLIX J10KYMEHTOB. BHjlbl KaAPOBbIX OIK -1 31 (OTIK-1),




Kot Koast 3YH

Nen/n | Haumenosanue tem Conepxanne Tem - (B cooTBeTCT-

KOMIeTeHLHii
BHH ¢ Taba. 1)
Mo JIMYHOMY COCTaBY | AokymenToB. TpyaoBoi 1orosop. 32 (OI1K-1),
HokymenTauuonnoe oopmietne npuema Ha V1 (OIK-1),
paboty. Tpynosas kumxka, JInunas kaprouka, Y2(OIK-1),
Jlunoe zeno cotpyanuka. [Mopagok xpanenus B1(OIK-1).
KaIPOBBIX JOKYMEHTOB.

Tema 9 | Homenknarypa nen. Cocraenenue Homenknaryper aei1. ®opmuposanue OIlK - 1 31 (OIIK-1),
[MoaroToska W opopmienure aen. Bumsl peectpos. Dkcneprusa 32 (OIIK-1),
JAOKYMCHTOB 115 LUEHHOCTH QOKYMCHTOB, HODHHOK nepeaadyd aen B V1 (OI‘H{_]),
XPaHEHHA B apXupe apxus. [ToHckoBble CHCTEMBI 0 0KYMEHTAM. V2(OIK-1),

B1(OIK-1).
5. OBPA3OBATEJIBHBIE TEXHOJIOTI' MU
- ﬂeHOBaH HI'pa - METOO HMHUTAIlUH [NPUHATHA PELICHHS B pasiIHYHbIX

MPOU3BOJACTBEHHBIX CHTYalMsIX, OCYIIECTBIAEMBIX MO 3aJaHHBIM MPABUJIAM TPYINOH MoxeH B
JIUAJIOTOBOM peXuMe. AKTHBHOE CPeJICTBO 00YYeHHs.

- Huckyccus — ¢popma yueOHON paGoTEL, B paMKax KOTOPOH BBICKAa3bIBAIOT CBOE MHEHHE
[0 BONPOCY, TNOCTAaBIEHHOMY mnpenoxasarenem. [IpoBedeHue muCKyccudt mnoapasymeBaeT
CaMOCTOATENIBHBIN TOArOTOBUTENbHbIA JTan B BHJE HANMCAaHHUs CCe, TE3UCOB, pedepara 1o
IPEJUIOKEHHOMY BOTIPOCY.

- Meton kefic-cTanuu — o6ydenue, pi KOTOPOM CTYEHTBI H MPENOJaBaTEN Y4acTBYIOT
B HENOCPEICTBCHHOM OOCY)KICHMH [EN0BOH CHTYAalMW WIIH 3aJadd, B3STOM M3 IPaKTHKH
peabHOro (YHKIMOHHPYIOLIEro npeanpustus. OCHOBOH U CO3[aHHS KeHCOB SBISIOTCS
JAHHBIE KOHKPETHBIX mpeanpusatui, a uMeHHo: OO0 «BC3 «Texnmkan, OAO «BIIO
«Toumam», OO0 «Am6Gutyc», OAO «Apanrapn», OAO «3Dnektpokadens», OAO «CBA3HONY U
Ap., a TaKxKe MaTepuabl IEPUOJMYECKON MeuaTH, a UMEHHO, CTaThbH KypHaoB «MHHOBaIMNY,
«PUCK», «IIpo61eMbl TeOpHH M MPAKTHKU YIPABICHHUSN», « DKOHOMHUECKHIT aHanu3», « KOy,
«MenepKMEHT HHHOBALUNY U JIp.

6. OHEHOYHBIE CPEJCTBA JUISI TEKYIIIEIO KOHTPOJISI YCIIEBAEMOCTH,
IMMPOMEKYTOYHOMN ATTECTAIIMM 110 UTOI'AM OCBOEHUS
JAUCHUIIMHBI H YYEBHO-METO/IMYECKOE OBECIIEYEHUE
CAMOCTOSITEJBHON PABOTBI CTYIEHTOB

6.1. Ilepedens y1e6HO-MeTOMMYECKOT0 06ECIeeHNsI ISl CAMOCTOSITEIbHOI Pa6oThI
00y4aromuxcs no AHCHHILINHE

I TpyaoemkocTs  caMOCTOATENBHOH  paOTBI  CTYJEHTOB MO  JHUCIHIUIHHE
((ﬂOKYMCHTHpOBaHHOS obecneuenue ynpaBnchecxoﬁ JIeATEIbHOCTU» COCTaBJIgeT 66 4acos.
Tabmuua 5
Bonpocw1 011 camocmosimeabH020 u3y4eHus
T:::l:] Bonpockl, BLIHOCHMBbIE HA CAMOCTOATE/ILHOE H3YUEHHE Kon-Bo yacos
1 OCHOBHbIE CTAHAAPTI, NPUMEHAEMbIE TPH CO3AAHMS JOKYMEHTOB B OPraHU3alliy. 5
2 Opranusauus paboThbl cekperapsi-pedepeHTa B OpraH13almm. 5
3 3aKOHOAATE bHbIE AKTbl 0 JOKYMEHTHPOBAHHON HHBOPMALWMM ¢ OrPaHHYEHHbIM 8
JOCTYTNOM.
4 OcHoBHblE METOMIbI 3aLLHTEI HHOOPMALIMK B OPraHU3aLIAy, 8
5 Basel nanHbIX, HHOOPMALIMOHHO-CIIPABOUHBIE W MOHCKOBbIE CHCTEMBI 8
6 Oprauuzauus paboTh! 3EKTPOHHOrO BUONIHOTEHHOrO (OHAA B OPraHH3aLHK. 8
7 Lenu v 3agauu co3anus (OHIA Ha HEKTPOHHBIX HOCHTESIAX. 8
8 ABTOMaTH3UPOBaHHbIE CHCTEMbI 0GPAGOTKH JOKYMEHTOB B OpraHH3aLliH 8
9 ABTOMaTH3UPOBAHHbIE CHCTEMBI KOHTPOJIS 3 MCTIONHEHHEM IO0KYMEHTOB 8
Hroro: 66




6.2. ®OHX OUEHOUHBIX CPEACTB /151 NPOBELCHMS NPOMEKYTOYHOH aTTEeCTALIMN
00y9al0MMXCS 110 AUCHHILIHHE
[IpomexyTounas arrectaums CTymeHTOB 1O  muMcHHmIHHE «JlokymeHTHpOBaHHOE
obecrieyeHre yNPABIEHYECKOl JeATeNbHOCTHY NPOBOMUTCA B COOTBETCTBHH YueOHBIM
nnaHoM B Qopme 3aueta Bo 2 cemectpe. CTyaeHThI AONYCKAIOTCA K 3a4eTy 10 JUCUUILIHHE
B CTydac BBIIOJHCHMS UM y4eOHOIO IJlaHa MO AMCUMILIMHE: BBUIOJHEHHS BCeX 3alaHuii u

MEPOIPUSATHH, IPEIyCMOTPEHHBIX POTrPaMMOi AHCIIHILIHHEL,

6.3. [lepeyens KoMmeTeHUHIA ¢ YKA3AaHAEM HTANOB HX ¢opmupoBanus B npouecce
0CBOEHHS 00Pa30BATEILHOI IPOrPaMMBbI

XOle  MPOMEXKYTOYHOH  aTTeCTalMH  OCYLIECTBISETCS KOHTPONb  OCBOGHHS
KOMIIETeHILIMH B COOTBETCTBUHU C JTarnaMHi HXx Cl)OpMHpOBaHHH.
Itanbl GOpMUPOBAHUS KOMIIETEHLUI B X0/1€ H3YYeHHS THCHUTNIHHDI
«/lokymeHTHPOBaHHOE 0GecnieueHme YOpaB/JIeHYeCKOH JeATeILHOCTHY
Tabnuua 6
Nen/n | Haumenosauue tem Conepxanue Tem Koaut
KOMMeTeHUHii

Tema I | Beenenue B [Monste nokymenta. CyuHocTs AOKYMEHTHPOBaHHOIO obecneveHus OINK =1
«JloKyMeHTHpOBaH | YNPaBIACHYECKOH AeaTeNbHOCTH. OCHOBHLIC MOHATHS
Hoe obecreuenue JIOKYMEHTHPOBAHHOr0 o0ecnedeHHs yIPaBIeHYECKOM 1eATeNbHOCTH,
yrpaBeHyeckoil Hokyment u undopmanns. CopMyasp 10KYMEHTa. I0puanyeckas cuna

nokymenTa. TUMonorus 10KyMeHTOB,
JIeATEIbHOCTH

Tema2 | OcHOBHbIE BHIbI Knaccudurauus nopmarususix aokymenTos, OpranusauuoHHo- OIIK - 1
YIpaBIeHYeCKUX PacnopaanTelbHbIE JOKYMEHTBL. PUHAHCOBO-OyXranTepekas
JIOKYMEHTOB AokymeHTauust. Hayuno-texHudeckas 1okyMeHTaims. Hopmarusnas

npasosas qokymentauns. Tpyaosas qokymenrtauns. OT4erHo-
CTATHCTHYECKHE NOKYMEHTDI. [TpoeKTHas JOKyMeHTaLHs,

Tema 3 | OcHoBHbIE [lopsnox  J0KYMEHTHPOBAHHS  YNIPABNEHYECKOH  ACATCIBHOCTH. OIK - 1
TpeboBaHHsA Kk YHHDUKALKA W CTAHIAPTH3ALMS YNPABICHYECKHX NOKYMEHTOB. Bujaw OIK -4
o(opMIIEHHIO Gnankos. OCHOBHbIE PEKBH3UTEI N0KyMeHTOB. ITOPAIOK MOATOTOBKH W
yNIPaBJIeHYeCKIX OLIJUPM.’IE‘:}IHS{ NPOEKTOB ﬂoxymu@a. Tupamnposauucl _.-IDI\}:MBHTOB.

OKYMEHTOB [Topsnok odiopMicHHS OTAENBHBIX BHIOB HOpMaTHBHbI,\H JIOKYMEHTOB,
Cospemennoe aenoBoe nuckMo. [Npasuna seneHns AeN10Bok MEPENHCKH.

Tema 4 | Cosnanue u OcHOBHBIE TOKYMEHTHI CO31aBAEMbIE /151 OCYLLECTBACHHS 1610BOI0 OIIK -4
npeacTaBieHte O0LIEHHS M IPOBEAEHKS TYBIHYHBIX BLICTYIICHUI B OpraHHu3aumm.
npe3eHTaLmii Buapl npesenraunii. Mopaaok coznanms OM3HEC-NIpe3eHTALMIA,

MHCTPYMEHTBI NPOBECHHUA 1CNI0BLIX MYBAMUHBIX BBICTYIICHHIL.
Mopsajiok mpeacTaBieHHs NpeseHTALMIL.,

Tema 5 | OCHOBHBIE BHBI [HousTe 3nexTponHoro noxkymenta. Kiaccumkauus 21eKTPOHHLIX OIlK -4
3JIEKTPOHHBIX AOKYMEHTOB. DJICKTPOHHBIE JOKYMEHTBI B PAMKAX 3/IEKTPOHHBIX
JOKYMEHTOB KOMMYHHKaUKi. PaboTa ¢ 31ekTporHbMu 1okymenTamu. TTopsiok

MepeBoaa MEKTPOHHOM AoKyMeHTalHK B OyMaxkHyIO opmy 1 oBpaTHo,
DOHI MEKTPOHHBIX JIOKYMEHTOB opranusauun, OGecricuetie
unopmauonHoil GezonacHocTn npu paboTe ¢ MEKTPOHHBIMH
JOKYMEHTAMH.

Tema 6 | Cnyxba [Topanok oprasmzaumu W paBoThl  OTIEI0B JIENONPOK3BOICTBA B OHK: =1
AENoNnpou3BoAcTBa | Opranusaumsx. Llenu n sanauu cayxOwr JIOY. @yukuum cayxos JIOY.

B OPraHU3aLMH [lpasa u otsercrBenHocTh cinymOe JJOV. [Mopsagok B3aumoneiicTeus
cayx0p1 I0OY ¢ apyriamu
CTPYKTYPHBIMH MOAPA3ALICHHAMH.

Tema 7 Opranuzaums Ilopsaok  mpuema  AOKYMEHTOS. Perucrpauus. Hanpasiene wu OlK -1
paGoThl ¢ paccMoTpenne BXoAsLLeH koppecnonaeHunH. [lopsaok nojaroToBku u
JOKYMEHTaMHU PErUCTPALIMK MCXOAAUMX M BHYTPEHHHX J0KYMEHTOB. Yuyer ofbema

A0KyMeHT0060poTa. OpraHu3alns KOHTPOIS HCIOTHEHHA JOKYMEHTOB.

Tema 8 | JlenonpousBoacTo | 3HaueHue KaapoBbiX 10KYMEHTOB. BiIbl KaIpoBbIX JIOKYMEHTOB. OINK -1
10 IMYHOMY Tpynosoit norosop. JlokymeHraunonnoe opopmiaeHne npuema na
coctasy pabdoty. Tpynosas kuwxkka. JInanas kaprouka. Jluunoe neno

coTpyaHuka. [Topanok XpaHeHHs KaapoBLIX 10KYMEHTOB.

Tema 9 | Homenknarypa aen. Cocrasnenne HoMeHKIATYpbI Ae. DopMUpoBaHue oopmnenne nen. OIlK -1
[Moaroroska Buasl peectpos. Dkeneprusa uenHoctH gokymentos, Iopsiok nepeaun
JIOKYMEHTOB JUisl Aen B apxuB. [T0MCKOBBIE CUCTEMBI 10 JOKYMEHTAM.

XPaHCHHS B apXHBe




6.4. Onucanune noxasareneii n KPHUTEPHEB OLEHHBAHUSI KOMIETEH
Tamax ux GpopmMupoBanus,

Ilokasarenu u KPHTEPHH OLEHHBAHHSA KOMITeTeHU I 110 YTanam

LU HA Pa3JIHYHBIX
OMHCAHHE WKAJ OLHEHHBAHUS

Tabauua 7

HX popmupoBanus

1 R Koab! KoMe- Koani 3VB [okazarenn Kpurepun Fy —
TeHLHI OLEHUBAHNS OlLeHHBAHUS
Beenenue B OIIK-1 |31 (OIK-1), Bonpocel | Ouenka «3a4TEHO»
«JlokymMeHTHpOBaHH 32 (OMK-1), | Has3auere | BrictaBisercs CTYOEHTY, 3aureHo
oe obecneueHue V1 (OIK-1), 1-7 €CIH  OH TBEPOO 3HAeT
YTIpaBleHYeCcKo V2(OIIK-1), MaTepHan, rpamMOTHO M Mo
JIeSITENTLHOCTH B1(OIIK-1). CYLIECTBY M3JlaraeT ero, He
OCHOBHBIE BHJIBI OIIK—-1 |31 (OIK-1), Bonpockl Ha | monyckas  cyuectseHubix
YNpPaBJIeHYECKHX 32 (OIIK-1), 3ayere HETOYHOCTEH B OTBETE Ha
JIIOKYMEHTOB Y1 (OIK-1), 8-14 BOIpOC, NPaBUIILHO
Y2(OIIK-1), NMPUMEHACT TeopeTHUYECKHe
B1(OITK-1). MONOKEHHUA MPH  peLeHHn
OcHoBHBIE ONK-1 |31 (OIK-1), Bonpocel | mpakTuyeckux BOnpocos u
TpeboBaHus K OMNK -4 |32 (OIK-1),| wa3auere | 3anau, BajeeT
otopmieHHI0 Y1 (OIK-1), 15-23 HEOOXOAUMbIMM  HaBbIKAMH
YNpaBJieHYeCKUX Y2(OIIK-1), 7 npHeMaMu Hx
JIOKYMEHTOB BI1(OIIK-1), BBLITIOJTHEHHS,
35 (OI1K-4),
36 (OI1K-4), OueHka  «ue  3ayTeHon He 3aureno
37 (OI1K-4), BbICTaBJIAETCS CTYNEHTY,
V7 (OI1K-4), KOTOPBIii He 3HaeT
V8(OIK-4), 3HaYUTENLHOI yacTH
B3(OI1K-4), MPOrpaMMHOTO  MaTepuarna,
B4(OIK-4), JIOMYCKAET  CYLIECTBEHHbIE
Coznanue u OIK -4 |31 (OTK-4), Bonpocel | omnbku,  HeyBepenHo, ¢
npeacTaBieHue 32 (OIlK-4), | wa3zauere | GombIMMHK 3aTpyaHEHHAMH
npeseHTauui 33 (0]‘[]{-4], 2428 BBITIOMTHACT  NpakTHYeCcKHe
34 (OI1K-4), pabotel.  Kak  npasuno,
V1 (OIIK-4), OLEHKA  «HE  3aYTeHO»
Y2(OI1K-4), CTaBHUTCS CTyZAEHTaMm,
V3 (OI1K-4), KOTOpbIE He MOTyT
V4(OTITK-4), NpOoOKHTL 00yueHue 6Ges
V5 (OI1K-4), NOTOJIHUTENLHBIX  3aHATHI
Y6(OI1K-4), no COOTBETCTBYHOLLIEH
BI(OI1K-4). OUCLHIIHHE,
B2(OI1K-4).
OcHOBHBIE BH/IBI OIK -4 |35 (OITK-4),
9IEKTPOHHLIX 36 (OI1K-4),
NOKYMEHTOB 37 (OIIK-4), | Bonpocki
V7 (OIIK-4),| Ha 3auere
V8(OITK-4), 29-35
B3(OITK-4).
B4(OITK-4).
Cnyx6a OIK-1 |31 (OIK-1),
IeNonpoU3BOACTRA B 32 (OIIK-1),
OpraHu3aluy VY1 (OIIK-1),| Bonpocs
V2(OIIK-1), | wa 3auere
B1(OIIK-1). 36-40
Opratuzauus OIIK-1 |31 (OIK-1),
pabothl ¢ 32 (OIIK-1),
JNOKYMEHTamMu Y1 (OIK-1), Bonpocel
V2(OIIK-1), | Ha 3auete
B1(OIIK-1). 41-45
JenonpoussoncTeo OMK-1 |31 (OIK-1), Bonpocsl
N0 TUYHOMY 32 (OI1K-1),| Ha3auere
cocTaBy Y1 (OIIK-1), 46-53
Y2(OIK-1),
BI1(OIK-1).




Koabr kommne- [Mokasatenn Kpnrepun ) ]
HaumenoBanne tem FenmuE Koani 3YB o osogs i Ouenka
Homenknarypa aen. OIMK -1 |31 (OIK-1), Bonpocel
[oaroToska 32 (OI1K-1), | Ha 3auere
JOKYMEHTOB 1715 V1 (OIK-1), 54-50 |
XPaHCHHMA B apXUBE V2(OIK-1), |
B1(OIK-1). |

6.5. TunoBbIe KOHTPOILHBIE 32AAHUS WK HHbIE MaTepHAJIbl, He0OXOAUMBIE 115 OLEHKH
3HAHUIH, YMEHHI1, HABBIKOB H (uan) onbITa ACATENLHOCTH, XapPaAKTePH3YIOMIHUX 3TANbI
¢opmupoBaHus KoMneTeHuuii B npouecce 0cBoeHUst 00pa30BaATEIbLHOI NpPOrpaMmabl

Temel pedpepaTos no gucuuninne
«[lokymenTHpoBannoe oGecneyeHue YOpaB/IeHYeCKO#H AeITeAbHOCTH»
1. OCHOBHBIE CTAHAPTEL, IPHMEHSEMbIE P CO3J1aHUST JOKYMEHTOB B OPraHU3aIliH.
2. Opranusauus pa6oTsl cexperaps-pedepeHTa B OpraHu3aimu.
3. 3aKoHOJATENbHBIE AKTHI O AOKYMEHTHPOBAHHON HH(OPMAIIMH C OrpaHUYeHHBIM

JOCTYTIOM.

4. OCHOBHBIE METO/IBI 3ALIUTEI MHQOPMAlIUK B OPTaHU3aIHH.

5. bassl AaHHBIX, HHPOPMAMOHHO-CIIPABOYHbIE H IOHCKOBBIC CHCTEMBI

6. Opranusauus paboTEl 3IEKTPOHHOrO GHOIHOTETHOTO ¢onna B opranusanuy.
7. Lenn u 3anaun cosnanus dpouna na 3JICKTPOHHBIX HOCHUTEJISX.

8. ABTOMaTH3MpPOBAaHHBIE CHCTEMBI 00pabOTKU JOKYMEHTOB B OpraHH3aIMH

9. ABTOMaTH3UPOBAHHBIE CHCTEMBI KOHTpOJISl 33 UCTIOJIHEHHEM JIOKYMEHTOB

Bonpocs! k 3auery no ancuuninne «JlokymenTHpOBaHHOE 00ecneuen e ynpasaenyeckoii

13.
14.
15
16.
il
18.
19.
20.
21,
22,
23.

AEATETLHOCTHY
[Tonatue moxymenra.
CymHOCTE 10KYMEHTHPOBAHHOTO 06eCIeyeHH s YIIPaBJIEHYECKOM NEATENLHOCTH.
OcHOBHBIE  TOHsTHSA AOKYMEHTHPOBAaHHOrO  00€CHEYEHHS  ympaBieHYecKoil
JEATETBHOCTH.
HoxymenT 1 uHdopmarus.
DopMmysip T0KyMeHTa.
IOpunuueckas cuna nokymenra.
Tunonorus noxymenros.
Knaccudpukanus nopmatusubix JIOKYMEHTOB.
Opranu3annoHHO-pacOPSIUTE IbHbIC JOKYMEHTHI.

- DHHAHCOBO-OyXranTepekas J0KyMEeHTaIKs.,
- Hayuno-texnuueckas noxymenTauus.
. OpraHu3alMONHO-IIPABOBAY  OKYMEHTAIHH: YYPEIUTEIbHBIH  JJOTOBOp,  yCTaB,

NOJIOXKEHHE 00 OpraHM3allMH, CTPYKTYpa H IUTAaTHAs YHUC/ICHHOCTB, MOJOXKEHHE O
CTPYKTYPHOM II0APa3J€ICHHH, INTATHOE PACIUCAHHE, JO0KHOCTHAS HUHCTPYKIIHS.
OT4eTHO-CTaTHCTHYECKHE TOKYMEHTHL.

ITpoexTHas nokymeHTamms.

Topsiziox oKyMeHTHpOBaHUS yIpaBIeHYecKoif JEATENBHOCTH.

YHubuUKanus 1 cTaHaapTH3ANMS YTPaBJICHYECKUX JOKYMEHTOB.

Bus! 6ankos.

OCHOBHBIE PEKBU3UTHI JOKYMEHTOB.

Ilopsnok noarorosku u odopmnenus MPOEKTOB I0KYMEHTOB.

Tupaxupoanue nokymenTos.

[lopsiiox oopmenus oTnenbHBIX BUIOB HOPMaTHBHBIX JIOKYMEHTOB.
CoBpemeHnHOE 1e10BOE TUCHMO.

IIpaBuna Benenus nenosoit mepenuckm.



24. OcHOBHBIC IOKYMEHTHI CO3JaBaeMble IS OCYIIECTBIEHUS [ENOBOr0 OOILUCHHA H
IIPOBENCHUS MyOIMYHBIX BBLICTYIIEHHI B OpraHu3auy.

25. Buzel npezenranui.

26. [lopsimok cozmanus OusHec-npeseHTaLMI.

27. VIHCTpYMEHTBI [IPOBEIEHHS IETIOBBIX MyOIMUHBIX BBICTYIIJICHHUH.

28. Ilopsziok mpezcTaBienus npeseHTanui,

29. IlonsTHe 3M€KTPOHHOTO TOKYMEHTA.

30. Knaccuduxanus 3,1eKTpOHHBIX 10KYMEHTOB,

31. DyieKTpOHHbIE JOKYMEHTHI B paMKax SNIEKTPOHHBIX KOMMYHHKAIUH,

32. PaboTa ¢ 3IeKTPOHHBIMH T0OKYMEHTAMH.

33. Tlopsnok mepeBoia 91K TPOHHOI TOKYMEHTAIHH B OymaxHy10 popmy U 06paTHO.

34. PoHA 3]IEKTPOHHBIX J0KYMEHTOB OPraHH3AIIHHL

35. OGecneyenne  MH(OPMAIMOHHON GE30MACHOCTH npu  padoTe ¢ BIEKTPOHHBIMU
JNOKYMEHTaMH.

36. Topsnok opranusaium 1 paGoThl OTIENOB JAENONPOU3BOJCTBA B OPraHU3allUsX.

37. Lenn u 3anaun cinyx6e1 JIOV.

38. dynkuuu ciyx6e! JIOV.

39. IlpaBa ¥ OTBETCTBEHHOCTH Ci1yXk661 JJOV.

40. ITopsok B3anmozeiicteus ciyx6nt JI0Y ¢ JOPYTHMH
CTPYKTYPHBIMH I10J1pa3ieIeHUsIMH.

41. Iopanok npuema 10KyMEHTOB.

42. Peructpanus, HanpasieHne U paccMOTPEHHE BXOAMIEH KOPPECIIOHIEHIIUH.

43. IlopsiIoK MOArOTOBKH M PETHCTPALIMH HCXOALINX 1 BHYTPEHHUX JOKYMEHTOB.

44. Yuer o6bema J0KyMeHTO060pOTA.

45. Opranu3arnus KOHTPOJIsS HCIIOMHEHHUS JIOKYMEHTOB.

46. 3HaueHHe KaJpOBBIX JOKYMEHTOB.

47. Bupl KapOBBIX JIOKYMEHTOB.

48. TpynoBoit 1orosop.

49. JlokymeHTanuoHHOE 0dopMIIeHHE NpHeMa Ha pabory.

50. TpynoBas kuuxka.

51. Jln4nas xaprouxa.

52. JIn4HOe 1eno coTpyIHHKA.

53. Ilopsuiok XpaHeHHs! KaJpOBbIX JOKYMEHTOB.

54. CocrarieHHe HOMEHKIATYPEI JeJ1.

55. ®opmupoBanue U ohopMIEHHE el

56. Bunsl peectpos.

57. DKcnepTH3a LEHHOCTH IOKYMEHTOB.

58. [lopsanok nepenauu 1en B apXuB.

59. IlouckoBbIe CHCTEMBI IO TOKYMEHTAM.

6.6. MeToauueckne MaTepuabl, ONpexeIsiOmue npoueaypbl OeHHBAHUS 3HAHMI,
YMeHHil, HABBIKOB H (H/IH) ONLITA JeATeIbHOCTH, XapaKTePH3YyIHX 3TANbI
tdbopmupoBaHHS KOMIIETeHIHUI
3auer mpuHuMaet jiektop. OneHka 3HaHMil CTYI€HTa Ha 3a4Y€TE HOCHUT KOMIUIEKCHBIH
XapakTep H ONpeeNieTCs ero:
- OTBETOM Ha 3a4eTe;
= Y4EOHBIMU JOCTHIKEHHAMHU B CEMECTPOBbIIl HEPHOJL.
3HAHMS, YMEHMS, HABBIKH CTYAeHTA [pH NIPOBE/ICHUH 3aueTa [0 JUCLMILIMHE
OUCHHUBAIOTCA IO CHCTEME: «3a4TEHO» U «HE 3a4TeHO». OCHOBOH /ISl OMpEe/eseHHs OLEHKH
CIy)KUT ypOBCHb YCBOCHHs CTY[IEHTaMH MaTepuasa, NpeLyCMOTPEHHOrO JaHHOM paboueii
IPOrpaMMoi.



OuenuBanne cTyaenta na 3auere mo MUCHUILTHHE
«/lokymenTupoBannoe oGecneuene YIPABJIEHYECKOH TeATEAbHOCTH

Ouenka TpeboBaHus k 3HaHusIM
OueHKa «3a4TeHO» BBICTABAAETCA CTYAEHTY, 6ClH OH TBEPIO 3HAET MaTepHall, FPaMOTHO H MQ
«3a4TeHO»  CYUIECTBY M3naraeT ero, He Aonyckas CYLIECTBEHHBIX HETOYHOCTEH B OTBETE Ha BOMPOC

MPaBUILHO NPUMEHAET TEOPETHUYECKHE MNOOKEHUS NpPH PELUEHHH MPAKTHYECKMX BOINPOCOB H
Banay, praaeeT HeoGXOAUMBIMU HABLIKAMH M TIPHEMAMH MX BbITIONHEHHS.

OueHka «He 3auTeHO» BLICTAB/IACTCH CTYNEHTY, KOTOPBIil He 3HAET 3HAYMTENLHON 4acTu
NPOrpaMMHOT0 Matepuana, A0MyCKAaeT CyIIeCTBEHHbIE OLINGKH, HEYBEPEHHO, C GONBLINMH
«He 3auteHo» | 3aTpyaHeHusMM  BbInonHser npaktHueckue  pabortbl.  Kak  npaBuno,  oueHka
«HCYAOBJIETBOPUTENLHOY CTABHTCS CTYCHTAM, KOTOPbIE HE MOTYT NpononxKuThL 06yuenue Ges
HOTOTHNTENbHBIX 3AHATHI N0 COOTBETCTBYIOLIEH AUCUNMIHHE,

6.7. MeToau4eckue ykazauus a.1s 00Y4AIOIHXCSl 110 0CBOEHMIO AHCHHILTHHbI

OOy4enne no mucHumIUHE «JlokymeHTHpOBaHHOE ObecreyeHue YIPaBIEeHYEeCKOM
ACATCILHOCTA» MPEANONaraeT H3ydeHHe Kypca Ha AYTHTOPHBIX 3aHATHAX (JIEKLUH U
PaKTHYCCKHE 3AHATHS) M CaMOCTOATENbHOH PaGOTHI CTyneHToB. [lpaktuueckue 3ansTus
AUCUMIUIMHBEL  «JloOKyMeHTHpoOBaHHOE  obecreyeHue YHOPAaBJICHYECKOH  NESATEIbHOCTHY
TIPEAIIONararoT UX NPOBENCHHUE B PA3IHYHbIX (POPMAX C ENBIO BBISBICHHUS N0JIyYEHHBIX 3HAHUIA,
YMEHH, HaBBIKOB 1 KOMIIETEHIIUII.

C uenbio obecredyenns ycnemsoro 00y4eHHUs CTYEHT NOMKEH FOTOBUTBCS K JIEKIUH,
HOCKOJIbKY OHa SIBIIAETCA BajKHEeHIIeH (opmoii opranusarmu yueSHoro Npolecca, MOCKONbKY:

- 3HAKOMHT C HOBBIM y4eOHBIM MaTEPHAIOM;

= Pa3bACHACT y4eOHBIE 3I€MEHTBI, TPYIHbIE /Ul NOHUMaHHS;

- CHCTEMaTH3MpyeT y4eOHbIi MaTepuar:;

- OPHEHTHPYET B y4eOHOM Iporecce.

Iloozomoska k nexyuu 3axmouaercs B CIIEYIOIEM:

-  BHHMATEJBHO NIPOYMTAHTE MaTepHas MPeAbIAYICH TeKIHu;

- Y3HaliTe TeMy NpeacTosmed JeKuuu (1o TEMATHYECKOMY IUIaHy, 1o uH(pOpMaLuu
JIEKTOpa);

- O3HAKOMBTECH C YYEOHBIM MaTEPHAIIOM [0 yUeOHHKY i Y4eOHBIM 1TOCOOHsIM;

- TOCTapaHTeCh YACHHTH MECTO H3y4aeMON TeMbl B CBOEH npodeccHoHanbHo
OJIFOTOBKE;

* SallMIIHTE BO3MOXKHBIE BOIPOCHI, KOTOPBIE BBl 331a/IMTE IEKTOPY HA JIEKITHH.

LIo02omoska Kk npakmuyeckum 3anamusm:

-  BHHMAaTClIBHO IIPOYMTAHTE MaTepHan JIeKUMH  OTHOCHINMXCS K JaHHOMY
PAKTHYECKOMY 3aHSATHIO, 03HAKOMBTECH C Y4YeOHBIM MaTEepHAlIOM I10 y4eOHHUKY U y4eOHBIM
rnocoousmM;

- BBIIHIIUTE OCHOBHbIE TEPMUHEL;

- OTBETBTE Ha KOHTPOJIbHBIC BONPOCHI MO 3aHSTHAM, FOTOBBTECH JATh pa3sBepHYTHIMH
OTBET HA KaXKIbIA U3 BOIPOCOB;

- YACHHTE, KaKMe y4eOHBIE 31IEMEHTBI OCTANHCh /UIS BAC HESCHBIMH U nocrapanTech
[IOJIyMTb Ha HUX OTBET 3apaHee (10 CEMMHAPCKOTO 3aHATHS) BO BpEMsl TEKYIIHUX KOHCYIbTaLUi
NpenojaBaTes;

-  TOTOBHTBCSA MOJKHO HMHIMBHIYyalbHO, NapaMd HWIH B COCTABE MAIOi IpyTIIbI,
NOCHEAHNE ABIAIOTCS 3P DEKTHBHEIMU (OpMaMH paGoThL.

lloozomoska k 3auemy. Texyuumii KOHTPOIIb Z0/DKHBI COMPOBOKAATH pehiekcus yyacTust
B UHTCPAKTHBHBIX 3AHATHSAX M OTBETHI HA KIIOYEBBIE BONPOCHI IO H3YYEHHOMY MaTepHaiy.
WTOroBsIit KOHTPOJIL MO KypCy ocyliecTBgeTCs B popMe OTBETa Ha BOIPOCHI K 3a4etry. B camom
Hayane y4eOHOro Kypca HeOOXOAMMO MO3HAKOMHTLCS CO cleayromei yqe6Ho-MeToquuecKkoi
JOKYMEHTAaIHEH:

- IIpOrpaMMOM JHCIUTIJIMHBIL;

= TICPEHHEM 3HAHMH U YMEHUH, KOTOPBIMH CTYIEHT J0/KEH BIIAJI€Th;

- TEMaTW4YeCKMMH IUIaHaMH 3aHATHIL;




= KOHTPOJIbHBIMH MEPONPUATHIMHU;

- y4eOHUKOM, y4eOGHBIMH MOCOGMAMH MO AUCUMIIIMHE, a TaKXkKe 3J1EeKTPOHHBIMH
pecypcamu;

- TIepevHeM BOIPOCOB K 3a4YeTy.

[Tocne storo momkHO cdopmuposarses yerkoe nmpencTabieHue 00 obbeme 1 xapakTepe
3HAHWH M yMEHWH, KOTOPbIMH HAmo0 OyaeT oBIaZeTb [0 aucuurmmHe. CucremaTuyeckoe
BBINIOJIHEHHE YUeOHOMH paboThl HA 3aHATHAX [103BOJIKT YCHELIHO OCBOUTEL JUCIMILIHHY U CO3JaTh
Xopowryro 0a3y as ciaum 3auera.

7. YYHEBHO-METO/IMMECKOE U MH®OPMAIIMOHHOE OBECIIEYEHUE
AUCIHUTIIMHBI (MO Y.JISI)

a) OcHoBHas uTepaTypa

j Kupcanosa M. B.  Kype nenonpoussozctsa: JOKYMEHTAIlMOHHOe obecrey.
ynpasi.: Y4e6. noc. / M.B.Knpcanosa, 10.M.Akcenos - 6 usn. uenp. u jomn. - M.: HUI]
NHOPA-M, 2014-256 ¢ - ISBN 978-5-16-006789-6

2 I'naguit E. B.  Jlokymenrtannonsoe  obecrneuenye ynpasieHus:  YueGHoe
nocooue/[mammiE.B. - M.: MI] PHOP, HUL] UH®PA-M, 2016. - 249 c.: 60x90 1/16. -
(Ilpodeccronansuoe obpasosanne) (IMepennér) ISBN 978-5-369-01042-6

& BbrixoBa T. A. JlokyMeHTanmonHoe obecneyenwue yIpaBJIeHHS
HEroCyapCTBEHHBIX opranu3auuii: Yuebuoe nocobue/Boikora T. A., Cankuna JI. B., 2 wuzn.,
nepepad. u gom. - M.: HUL] UHOPA-M, 2015 - 302 c.: 60x90 1/16. - (BO: baxanaBpuar)
(ITepenner) ISBN 978-5-16-010379-2

0) lononurenbnas auteparypa

I Enanuesa, O. I1. JlokymeHTanmHoHHOE 0Gecneyenue YIPABJIEHHUS B COIHAIILHO-
KyTbTYpHOM CepBHCE H TypusMe [DneKTpoHHblit pecype] : yueGuuk / O. [1. Enanmnepa. — 3-e
u3L., nepepad. u gon. — M. : ®JIMHTA : HOY BIIO «MIICY », 2014. — 360 c. - ISBN 978-5-
9765-1551-2 (DJIMHTA ), ISBN 978-5-9770-0780-1 (HOVY BIIO «MIICY »)

3 Hepnosa C. I'. JlokymeHTalMOHHOE ofecreuenue YIpPaBJeHUS [DIeKTPOHHBIN
pecype] : yueb. mocoGue / Hosocub. roc. arpap. yH-T, DkoH. (ax.; coct. C.I'. YepHopa. —
Hosocubupck: 3omotoit konoc, 2014. - 106 ¢.

3. bynar P. E. JlokymeHnrauuonHnoe obecrnedyenue YIPaBIEHHUS MEPCOHAIOM:
YuebHoe mocobue / P.E. Bynar. - M.: HUL] HH®PA-M, 2015. - 234 c.: 60x90 1/16 + ( Hor.
Mar. znanium.com). - (Beicmee ofpazopanue: bakanaspuar). (nepenzer) ISBN 978-5-16-
010318-1

4. I'ymna U, A, JlokymeHTaunonHoe obGecneuenue YIPaBJIEHUS! B COLUAIILHO-
KYJIbTYPHOM CepBHCE W Typusme: YyeOHoe nocobue / ['ymumna M. A., 3aiimera H. A. - M.:
Anbpa-M, HUL] MHDPA-M, 2015. - 240 c.: 60x90 1/16 (IMepennér 7BLT) ISBN 978-5-98281-
152-3

5. [Tanos U. A. JlokyMeHTaunoHHOe obecrieueHue BHYTPHBY30BCKOI'O
MeHekmenTa: Monorpadus / U.A. ITanos, C.J[. Pesuux. - M.: HUL] UH®PA-M, 2016. - 110
¢.: 60x90 1/16. - (Hayunas mbicis) (O6105kKka) ISBN 978-5-16-011366-1

B) UuTepHer-pecypeni
1. http://www.countries.rw/library. htm Henonpou3BoacTso.

2. http://imp.rudn.ru/ffec/cult-index.html - OQenepanbhblil GOHA Y4EOHBIX Kypcos.
HenonpousBoacTso.



8. MATEPHAJILHO-TEXHHYECKOE OBECHEYEHHE TUCIAILTHHL]
(MOJYJISI)

Jlns obecneuenus o6pasosarensroro [Iponecca o JUCLUUILTMHE HHCTUTYT pacroJiaraet
CIIe/yIONIeH MaTepHaTbHO-TEXHUYECKOH (a3oii, obecreunBalomelt NpoBeeHHe BeeX BHIOB
AUCHHUIIIHHAPHOH M MEXIMCUHILTIHAPHOM NOATOTOBKH, [IPe1yCMOTPEHHBIX y4eOHBIM TIJIAHOM U
COOTBETCTBYIOIUX NEUCTBYIOLIMM CAHHTAPHEIM H IIPOTHBONOKAPHBIM TMPaBHJIaM ¥ HOPMaM:

- JICKLHOHHBIC ayMTOpUH, 000pYI0BaHHBIE BHIEOMPOEKIMOHHBIM obopynoBanuem st
TNIPE3CHTALMH, CPEACTBAMU 3BYKOBOCTIPOU3BEICHMUS, SKPAHOM H HMEIOLHE BBIXOJ B CETh
Hureprer;

- TOMEIICHUs  [UIsl [IPOBE/ICHHs MPAKTHYECKHX 3aHATHH, 06OpYIOBAHHbIE yueOHoi
MeO0eJIbIo;

- bubnuoTexa, umerOmas MecTa IS CTYIeHTOB, OCHAIIICHHBIE KOMIIBIOTEPAMH C
AOCTYNOM K 6asam maHHbIX U cetu MHTepHeT;

- KOMIILIOTEPHBIE KJIACCh! ¢ KOMILIEKTOM JIHIEH3HOHHOTO MPOrPaMMHOTO 0Gecreyers
Microsoft Office, «Koucynsrantllmocy.



Pa6ouas mporpamMma AHCUHMIIHHBI COCTABIEHA B COOTBETCTBUH C TpedoBanuamu GI'OC BO

1o Hanpasnenuio 38.03.02 «<Menemkment npodus «MapkeTuary»

Pabouyio nporpammy cocrasun mou. kad. MHuMP, k.5.4., 1011 Omapor T /. Q"‘—"—
(PHO, noxnuce)

L ——
Penenzenr: @ —
['enepanshsnii qupexrop OO0 «[TK® Poctok» Muxees AIL. CACEECF LR,

(mecTo pabotsi, momkugeTs, ®UO, noa CE)

[Iporpamma paceMoTpena u omo6pena Ha 3ace1aHuu Kapenphl «MeHeKMENT U MapKETHHIY

Ipotokon Ne  £-2 or « WfM 207/ rona /%/
3aBexyrommuii kadeapoii 1.5.1., npod. Gunrmonosa H.M. /

(PHO, noanwuce)

PaGouas nporpamma pacemotpena i 0100peHa Ha 3acelaHuH y4eGHO-METOTHYCCKOH KOMHCCHH
Hanpasnenus 38.03.02 «MenemxmenT
Mporoxon Ne 72 ot «t» LA p At 2ﬁ£5rona

Ilpencenarens Komucenn:

AupeKTop MHCTHTYTA SKOHOMHKH H MEHEDKMEHTA, /1.3.H., Ipod. 3axapos [1.H. Cé‘/

(®HO, noanucs)



JIUCT NEPEYTBEPKIEHUS
PABOYEI IIPOT'PAMMBI IMCIUTLINHBI (MOIY.JIST)

PaGouas nporpamma ogo6pena na yueOHbIH rof

[Iporoxon 3acenanus xadeapsr No oT roja

3aBenmyromuii Kapenpoii

Pabouas nporpamma ono6pena na yueOHBI# roa

[Ipotokon 3acenanns kadenprr No oT rozaa

3aBenyromuii kadeapoit

PaGoyas nporpamma ono6pena Ha yueOHBI rof

[IpoTokon 3acenanus kadeaper Ne oT roga

3aBenyrommii kadenpoit




