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1. XAPAKTEPUCTHUKA JUCHUIIJINHBI ITO ®I'OC BO

B cootBercTBUU ¢ DenepalibHBIM TOCY/IapCTBEHHBIM 00pa30BaTEIbHBIM CTaHIAPTOM
BBICIIIETO OOpa30BaHUs IO HampaBlieHHO MmoarotoBku 38.03.02 MeHEemKMEHT ypOBEHb
OakayiaBpuaTa) yTBEPKICHHBIM MPUKa3oM MUHUCTEpCTBA 00pa3oBaHus U HAyKu Poccuiickoi
Oenepaun - ot 12 guBaps 2016 1. N 7 aucuuminHa «Cucrema yhnpaBiieHUs
JIOKyMEHTOOOOpOTOM» BXOAWT B COCTaB BapHaTHBHOW dYacth Onoka 1 «JlucuuruimHb
(Momynu)». JlaHHas IUCUUIUIMHA, B COOTBETCTBHH C YYEOHBIM IJIAHOM WHCTUTYTA, SIBJISETCS
00s13aTeNIbHON JJIS1 H3YUYCHUSI.

2. TPEBOBAHMSA K YPOBHIO OCBOEHMUSA JUCIUIIJIMHBI
Leab TMCHUIIMHBI — HAYYUTH CTYJCHTa paboTaTh C JOKYMEHTaMHU U pelaTh 3a7aud,
CBSI3aHHBIE C TEpPexXoJoM K 0e30yMaKHOH TEXHOJOTMH YIPABICHUS HSKOHOMHUYECKUMHU
cUCTeMaMHU, UX 00paboTKe, XpaHEHHIO, IOUCKY U Mepeayl HHPOpMAaIIiH.

B pesynpraTe nuzydeHus AUCHUIUIMHBI CTYACHT JOJIKEH:

3HATH:

- KJIacChl 5KOHOMHYECKHX CHCTEM, CoJiepKaHue (PyHKIMI Ou3Hec-IpoIieccoB

- COJIEpKaHKUE CHCTEMBI JIOKyMEHT0000pOTa

- BUJIbI JOKYMEHTOB M UX CBSI3U C OM3HEC-TIpoLieccaMu

- TpOLEAYpbl COCTAaBJICHUS, TIIOJyYEHUs, TIepenayd, oOpabOTKM M XpaHEHHS
JIOKyMEHTaluu B oduce

- KJacchl HMH(OPMAIIMOHHBIX TEXHOJOTHH, HCIOJBb3YEeMbIX [UISi COCTaBJICHHUS
3JIEKTPOHHBIX JIOKYMEHTOB

- METOAbl U CpEICTBA MOJENHMPOBAaHMS, aHalIM3a M  COBEPLICHCTBOBAHMSI
JIOKYMEHTO0000poTa

yMeTh:

- COCTaBJATh JOKYMEHTBI, OTpaKalollue MpHUMEpHbIE pelIeHHs, BecTH 0azy
AJIEKTPOHHBIX JIOKYMEHTOB

- OpraHU30BBIBATH KOJUIEKTUBHYIO 00pabOTKY JOKYMEHTOB B PEXHME «groupware» u
nepeaaBaTh JOKYMEHTBI B PEKUME JIEKTPOHHON MOUTHI

- COCTaBJISITh MAapUIPYThl MEPEIBMKEHHUS JOKYMEHTOB M OW3HEC-IIPOILECCOB H
KOHTPOJIUPOBATh UX UCTIOJTHEHUE

BJIA/IETh:

- HaBplkaMH pabOTBl C TPOrPaMMHBIMH  TPOIYKTaMH, OOECIICUYHBAIOIIUX
3¢ PeKTUBHBIN JOKYMEHTOOOOPOT

B pesynprare wu3y4yeHus JUCHMIUIMHBI CTYACHT JOJDKEH o0NajgaTh CIeAyIOIUMU

KOMIIeTEHUMUSIMU::

® BIAJCHUEM HABBIKAMU TIOMCKA, aHalM3a W MCIHOJIb30BAaHUSI HOPMATHUBHBIX H
MPaBOBBIX JOKYMEHTOB B cBoel npodeccruonanbuoi aestenpHocTh (OITK-1);

® BIIAJICHUEM HAaBBIKAMHU JIOKYMEHTAJILHOTO O(OPMIICHHS PEIICHUN B YIPABJICHUU
OMEpalMOHHON  (IPOM3BOACTBEHHOM) JESATENbHOCTH OpraHu3alMii Npu  BHEAPEHHUH
TEXHOJIOTMYECKUX, MPOAYKTOBBIX MHHOBAIIUH WM Opranu3anuoHHbix usMmeHenut (I1K-8);

® BIaJEHUEM HaBbIKAMHM aHaidu3a WHGOpMalUUUd O (PYHKIMOHUPOBAHUU CHUCTEMBI
BHYTPEHHETO JOKYMEHTOOOOpOTa OpTraHM3allMH, BEICHUs 0a3 MaHHBIX [0 Pa3TMYHBIM
nokasarensiMm ¥ (GopMuUpOBaHUS ~ HMHGOPMALMOHHOTO  OOecreyeHHs]  YYaCTHHKOB
opranu3aloHHbIX npoekToB (IIK-11).

® BIAJCHUEM HABBIKAMHM [OJArOTOBKM OPraHU3allMOHHBIX W PaCHOPSIUTEIbHBIX
JIOKYMEHTOB, HEOOXOIMMBIX JUIS CO3J[aHMsI HOBBIX MpeanpruHUMAaTeIbCKuX cTpykTyp (ITK-20).



3. TEMATHYECKASA CTPYKTYPA JUCHUIIVIMHBI

HaumenoBanue BripadaTbiBaemast
N JAE JTUIAKTHYECKOH N Tema 3agaHusa KOMIIeTEeHIUS
€TMHHIBI
Conepxanue u OcHoBHble  KoHuemuuu  ympapiennsIIK-11
OCHOBHBIC IMOHATH 1 |mOKyMEeHTO0O0pOTOM, 0e30ymMakHbIE
AUCHHIUINHBI TEXHOJIOTUU YIIPABIIEHUS
1 «Cucrema ynpasienns [lonsitTue u crTpykrypa sxoHOMHUecKOM|[1K-8
JOKYMEHTOO0OPOTOM) ) .
cucreMbl (DC). Knaccudukamnus GyHKInMA
1 1€TI0BBIX NporueccoB JC
5 |[IOHSATHS JIOKYMEHT, JIOKYMEHTOIOTOK, [1K-8, OIIK-1
TOKYMEHTOO00POT
Haznauenme Cucremni|[1K-8, TIK-11
5 J{OKyMEHTallMOHHOTO ObecneueHus
Yupasnenus u ['CJIOY. CocraB ¢pyHKImi
npoueayp, BbinosHseMeix C/IOY
CocraB OpranuzannonHo-[I1K-8, [IK-11,
Opranusaiys Pacnopsinutensubix Jlokymento (OPJI).(OIIK-1
AOKYMCHTALMOHHOTO 6 CoaepxaHnve MpoOUEAYpbl COCTaBIICHUS
2 |obecrieueHus OP/I.
zggggiiiféxoﬁ CI/ICTGM; 7 Copnepxanune npoueaypsl nomydenus wu|lIK-11, IIK-20
nepesayy MOTOKOB JJOKYMEHTOB
3 CoctaB u comepxanue  npouenypsi[IK-11
KOHTPOJISI UCTIOTHUTENIbHBIX IOKYMEHTOB
9 Conepxanue u npouenypsiIIK-11
dbopMHUpOBaHUS 1€ M CIaYH JCI B apXHUB
[Tonstue uHpopmannonnoi|[1K-8, TIK-11
10 ppxoHOMHUYECKOI nH(pOpMaITMOHHOM
cuctemsl (1C). Knaccel u ctpykrypa C
Opranuzanus [TpuHuMIBI, MeTOABI U cpencTBa cozpanusa([IK-8, ITK-11
3 OnektpoHHoil Cucrtemsl| 11 (OnektpoHHoir  CuctemMbl  YmpaBieHHs
YnpaBieHus Jl0KyMeHTO000pOTOM
JlokyMeHTO060pOTOM TpebGoBanust k cuctemam cocraBineHus|[IK-11
1o [PEKTpOHHOTO JIOKYMEHTA.
XapakTepucTuka CHCTEM COCTaBJICHUS,
BBOJIa U XpaHeHus D]
13 XapaKkTepuCcTHKa u ucnosns3zoBanue|[1K-11
TexHoioruu «ad-hok»
14 XapakTeprucThKa u ucnoap3oBanue|[1K-11
TEXHOJIOTHH «groupware»
4 Opratisais cueten OcobeHHoct  © 6oTeI[1K-11
TTOKYMEHTO000pOoTa pratusaliiid - pabothl
15 |cuctem ympaBieHHsI JOKYMEHTO0OOpOTa
kiacca «ACKHUJ»
16 CHuCTEMBI aBTOMAaTHU3allNHU nenoBeIx|ITIK-11
IPOLIECCOB




4. BUJbI YYEBHOM PABOTHI 1 X TPYJTOEMKOCTH
Ounas popma o0yuenus (4 r.)

Bun yuebnol paboTsl

Bcero uacos (3aueTHbIX
€MHHULL), 2 CEMECTP

1 2
OO011as TPyJ0€MKOCTh JUCITUIUTHHBI 144 (4)
AyIuTOpHBIE 3aHATHS* 54
Jlexknuu 18
IIpakTHyeckue 3aHsaTus 36
CamocrosiTenpHas pabora 90

Bug utoroporo KOHTPOJIA

3a4eT C OLICHKOU

3aouHas popma o0yuenus (5 jer)

Bun yuebHo# paboThl

Bcero gacoB (3adeTHBIX
€AMHHULL), 4 ceMecTp

1 2
OO011as TpyJ0€MKOCTh JUCITUTUTHHBI 144 (4)
AynuTopHble 3aHATHS* 12
Jlexknuu 4
IIpakTyeckue 3aHsITus 8
CamocrosiTeapbHas padora 128
Bua uToroBoro KOHTpOJIst 3a4eT C OICHKOM (4)

3aouHas popma o0yuenus (4

r.6 mec.)

Bun yueGHO# paboThI

Bcero yacos (3aueTHbIx
euHuIL), 4 ceMecTp

1 2
OO611as TPyJ0€MKOCTh JUCIUTLUIMHBI 144 (4)
AyIuTOpHBIE 3aHATUS* 12
Jlexknuu 4
[IpakTuueckue 3aHsATH 8
CamocTtosTenpHas paboTa 128

Bug utoroBoro KOHTposIs

3a4eT C OIICHKOM (4)

5. MECTO B CTPYKTYPHO-JIOTMYECKOM CXEME

I[JISI HU3YUCHUA JOUCHUILJIMHEIL, HGO6XOI[I/IMBI S3HaHUA W YMCHUSA U3 JUCHUIIINH,
U3ydaeMbIX paHee 1o ydyeOHomy Iuiany. CornacHo yuyeOHOMY IIaHy aucHuininHa «Cucrema
yIpaBJICHUS TOKyMEHTOOOOPOTOM» Ha 3 ceMecTpe MpH OYHOM, Ha 4 ceMecTpe MpHU 3a0YHOMH

dbopme oOydeHus.

Komnerennuu, 3HaHuMS W yMEHUs, NpuoOpeTaeMmble CTYJICHTaMHU IOCIE H3Yy4EHUS
JUCLUIUIMHBL OyAyT HCIOJNB30BaThCS MMH B XOJI€ OCYIIECTBJIECHUS INPO(HEeCcCHOHAIBHON

JACATCIIBHOCTH.

6. PACITPEJAEJIEHUE PA3JIEJIOB JUCHUIIJIMHBI ITO BUIAM

SAHATUI
Ounas ¢gopma o6yuenus (4 r.)
Ne TeMBl TUCITUTIINHEL Tpynoemk JIK 113 CPC
ILI. OCTb
1 OcCHOBHEBIE KOHIIECIIIINHU YIIPaBJICHUS 9,5 1 2,5 6
JIOKYMEHTOO00POTOM, 0e30yMakKHbIE




TCXHOJIOTHH YITPABJICHUSA

2 [lonsiTME M CTpyKTypa  3KOHOMHYECKOMU 9,5 1 2,5 6
cucremsl (OC). Kmaccudukanms ¢yHkuuii u
JIe70BbIX mpoiieccoB DC

3 IHousatus JIOKYMEHT, JIOKyMEHTOTIOTOK, 9,5 1 2,5 6
JIOKYMEHT0000pOT

4 Hasnauenne Cucremsl J[OKyMEHTalMOHHOIO 9,5 1 2,5 6
Ob6ecnieuenuss Ynpasnenuss u ['CHOY. Cocras
byHKIMi npouenyp, BeinonsseMbix C10Y

5 CocraB  OpranuzannoHHO-PacnopsuTenbHbIX 9,5 1 2,5 6
HoxymentoB (OPJl). ComepkaHue MpOIEAYPHI
coctasienust OP/I.

6 ConepxaHve  NpoOUEAYypbl  TOJYYEHHS U 9,5 1 2,5 6
nepeauy IOTOKOB JJOKYMEHTOB

7 CocraB U cojaepx)aHue OPOLETYPbl KOHTPOJISA 9,5 1 2,5 6
WCTIOJIHUTEJIbHBIX JIOKYMEHTOB

8 Copneprxanue u npoueaypsl GopMupoBaHUs el 9,5 1 2,5 6
U C/IayM JIeJ B apXUB

9 [lonartue wuHPOPMALMOHHON HKOHOMHUYECKON 9,5 1 2,5 6
uHpopmanmonnort cucrembl (MC). Knaccsl u
crpykrypa UC

10 [IpuHIIMTIBI, METOABI W CPEACTBAa CO3JaHUSA 9,5 1 2,5 6
ONEeKTPOHHOU Cucremsl VYpasneHus
JlokymMeHT00060pOTOM

11 TpeOGoBanust K  CHCTeMaM  COCTaBIICHUS 9,5 1 2,5 6
JJEKTPOHHOTO  JIOKyMEHTa. XapaKTepHUCTUKa
CUCTEM COCTABJICHUs], BBOAA U XpaHeHUs D1

12 XapakTepucTHKa U UCIOJIb30BAHUE TEXHOJIOTHHU 9,5 1 2,5 6
«ad-hok»

13 XapakTepucTUKa U UCIOIb30BAHUE TEXHOJIOTHHI 9,5 1 2,5 6
«groupwarey

14 OcoOeHHOCTH OpraHu3aluud paboThl CUCTEM 9,5 1 2,5 6
yIpaBJICHUS JOKYMEHTO000poTa KJacca
«ACKUI»

15 CucTemMbl aBTOMATHU3AIMH JCIIOBBIX MPOIECCOB 5,5 2 0,5 3

16 | OcHoBHBIE KOHLENIUU yIpaBiIeHUsS 5,5 2 0,5 3
JIOKYMEHTOO00pOTOM, 6e30yMakHbIe
TEXHOJIOTHH YIIPaBJICHUS
Hroro: 144 18 36 920

3aouHas popma oOyuenus (5 jer)

Ne TeMbl IUCIUIUINHEI Tpynoemk JIK I13 CPC

ILI1. OCTb

1 OCHOBHBIE KOHIICIINHA YIpaBJICHUS 9 0,25 0,5 8,25
JIOKyMEHTOO00POTOM, 0e30yMa)kHbIC
TEXHOJIOTHH YIIpaBICHUS

2 [TonsTne W CTpyKTypa  SKOHOMHYECKOMU 9 0,25 0,5 8,25
cucremsl (OC). Knaccudukanms ¢yHkuuii u
JIeT0BbIX mpoiieccoB DC

3 Ilonsarus JIOKYMEHT, JIOKYMEHTOTIOTOK, 9 0,25 0,5 8,25




JIOKYMEHT0000pOT

4 Ha3znauenne Cucremsl J{OKyMEHTallMOHHOTO 9 0,25 0,5 8,25
O6ecneuenust Ymopasienus u ['CIOY. Cocras
dbyHKIM npouenyp, Beimonnasembix CJI0Y

5 CocraB  OpranuzannoHHO-PacniopsauTenbHbIX 9 0,25 0,5 8,25
HoxymentoB (OPJI). Comepxanrie mpouemaypsl
coctasienust OP/I.

6 Conepxxanve  OpoUEaypbl  TMOJYYEHUS U 9 0,25 0,5 8,25
nepeIavud MOTOKOB JJOKYMEHTOB

7 CocraB U cojaepx)aHUE NTPOLETYpPbl KOHTPOJS 9 0,25 0,5 8,25
WCIIOJTHUTENIbHBIX JIOKYMEHTOB

8 Cogepxanuie U Iporeaypsl GOPMUPOBAHUS ACIT 9 0,25 0,5 8,25
Y CIa4H JIe] B apXUB

9 [MonsTne wWHMDOPMANIMOHHOW 3KOHOMUYECKOU 9 0,25 0,5 8,25
undopmarmonHoit cucremsl (MC). Kmaccer u
cTpykrypa MC

10 IIpyHIMIIBI, METOABI M CPEACTBA CO3JaHUsA 9 0,25 0,5 8,25
ONeKTPOHHOU Cucremsl VYupasnenus
JloKkyMeHT000060pOTOM

11 TpeGoBanusi K  cHCTeMaM  COCTaBJICHUS 9 0,25 0,5 8,25
AIIGKTPOHHOTO  JOKYMEHTa. XapaKTepUCTHKA
CUCTEM COCTABJICHUS, BBOJIA U XpaHeHUS D]

12 XapaKTepucTuKka 1 UCIOIb30BAHUE TEXHOJIOTUH 9 0,25 0,5 8,25
«ad-hok»

13 XapakTepucTuka U UCIOIb30BAHUE TEXHOJIOTUU 9 0,25 0,5 8,25
«groupware

14 OcobOeHHOCTH OpraHm3anuu  paboThl CHCTEM 9 0,25 0,5 8,25
yIIpaBICHUS JIOKyMEHTO000pOTa KJIacca
«ACKH I»

15 CucreMbl aBTOMaTU3AIMHU JIEJTOBBIX MPOILIECCOB 9 0,25 0,5 8,25

16 OcHOBHBIE KOHIICTIITHH YIIPaBJICHUS 9 0,25 0,5 8,25
JIOKYMEHTOO00pOTOM, 0e30yMakHbIE
TEXHOJIOTHH YIIPABIICHUS
HToro: 144 4 8 132

3aouHas popma o0yuenus (4r.6 mec.)

Ne TeMbl IUCIUITAHBI Tpynoemx JIK I13 CPC

TLII. OCTh

1 OcHOBHBIE KOHIICIIUHA YIpaBJICHUS 9 0,25 0,5 8,25
JIOKyMEHTOO0OPOTOM, 0e30yMa)kHbIC
TEXHOJIOTMH YIIPaBICHUS

2 [lonsiTME U CTpyKTypa  SKOHOMHUYECKOMU 9 0,25 0,5 8,25
cucrembl (OC). Knaccudukanms ¢yHkuuii u
JIeT0BbIX mporieccoB DC

3 Ilonsarus JIOKYMEHT, JIOKyMEHTOTIOTOK, 9 0,25 0,5 8,25
JIOKYMEHTOO0OPOT

4 Hasznauenne Cucremsl J{OKyMEHTaIIMOHHOTO 9 0,25 0,5 8,25
Ob6ecnieuenuss Ynpasnenuss u ['CHOY. CocraB
dbyHKIMi npouenyp, BeinonsseMbix CI0Y

5 CoctaB  OpraHuzalioHHO-PacnopsiAnTe IbHbIX 9 0,25 0,5 8,25




HoxymentoB (OPJl). Conepkanue Mpoueaypsl
cocraBierus OPJ].

6 Comepkanre  TpOLEAYpbl  TOJYYEHUS U 9 0,25 0,5 8,25
nepeaadr MOTOKOB JIOKYMEHTOB

7 CocraB u cojaepaHUE NTPOLEIYPbl KOHTPOJS 9 0,25 0,5 8,25
HCIIOJTHUTEIIbHBIX JIOKYMEHTOB

8 Coneprkanre u nporeaypsl GOpMUPOBAHUS JIETT 9 0,25 0,5 8,25
Y CIa4HM JIe] B apXUB

9 [Tonsitne wHOOPMAITMOHHOW SKOHOMUYECKOU 9 0,25 0,5 8,25
uHpopmannonnoit cucremsl (MC). Knaccel u
ctpykrypa C

10 [IpuHnunel, MeTOasl M CPEACTBA CO3JaHUs 9 0,25 0,5 8,25
DJIEKTPOHHOH Cucrtembl VYnpasnenus
JIOKyMEeHT00000pOTOM

11 TpeboBanusi K  cHCTeMaM  COCTaBJICHUS 9 0,25 0,5 8,25
AJIEKTPOHHOTO  JIOKYMEHTa. XapaKTepUCTHKa
CHCTEM COCTaBJICHUS, BBOJA M XpaHeHus D/[

12 XapakTepucTuka 1 UCIOIb30BAHUE TEXHOJIOTUH 9 0,25 0,5 8,25
«ad-hok»

13 XapakTepuCcTHKA U UCIOJIb30BAHUE TEXHOJIOTHHU 9 0,25 0,5 8,25
«groupware»

14 OcobeHHOCTH OpraHu3auu  pabOThl CUCTEM 9 0,25 0,5 8,25
yIpaBIeHUs JIOKYMEHTO000pOoTa KJ1acca
«ACKUI»

15 CucTteMbl aBTOMATU3AIMHU JISJTOBBIX MPOIIECCOB 9 0,25 0,5 8,25

16 OCHOBHBIE KOHIICITITAH yIIpaBJICHUS 9 0,25 0,5 8,25
JIOKYMEHTOO00pOTOM, 0e30yMakHbIE
TEXHOJIOTHH YIIPaBJICHUS
Hroro: 144 4 8 132

7. JABOPATOPHBIE PABOTbI
Y4eOHBIM IJIAHOM HE TIPEAYCMOTPEHBI.

8. MPAKTUYECKUE 3AHATHSA IJ151 OYHOM U 3AOUYHON ®OPMbI
OBYYEHMUAI.

V4eOHBIM  IIJIAaHOM NpeaAYCMOTPECHO IIPOBEACHUEC IPAKTUUCCKUX 3aHATHN 1O

quciumuinbe. [lpakTudeckue 3aHATHS IpelHa3HAYeHbl i OTPabOTKU TEOPETHUUYECKUX
NOJIOKEHUH Ha mnpakThke. OnepannoHHO-IesTeabHOCTHAs aoMuHaHTa [13 oOycnaBnuBaer
HEOOXOIMMOCTh HE TOJBKO BEpOAIbHBIX METOJOB O0yUEHHsI, HO M JIEJIOBBIX U POJIEBBIX UTP,
TPEHUHIOB, «MO3IOBOT0 LITYpMa» U T. 1.

1.

98]

PexoMeHnyeMble TeMblI JUIsl POBEACHUS TPAKTUUECKUX 3aHATHI:

OcCHOBHBIE KOHIICTIIMH YIIPABIEHUS JOKYMEHTO000POTOM, 0e30yMakHbIE TEXHOIOTUU
yIpaBlIeHUs

[Tonstue u cTpykrypa skoHOMUYeckoi cucteMbl (IC). Knaccudukanus GyHkuuit u
JienoBbIX TporeccoB DC

[ToHsITHS TOKYMEHT, JOKYMEHTOIMOTOK, TOKYMEHTOO00pOT

Haznauenne Cuctemsr JlokymentammonHoro OOecrnieuenust Ynopasnenus u ['CHOYVY.
CocraB ¢yHkuuit npouenyp, Boinonnsemsix CJJOY




Al e

11.

12.
13.
14.

15.
16.

CocraB OpranmuzanmonHo-Pacnopsurensusix  JJokymentoB (OPJl). Copepxxanue
npoueaypsl cocrtapienuss OP/I.
Copnep:xanue Mpoleayphl MOTyYeHUS U TIepeadn TOTOKOB JJOKYMEHTOB
CocTaB u coaepkaHue Mpoueaypbl KOHTPOJIS UCIIOJIHUTENBHBIX JOKYMEHTOB
Copnepxanue 1 poreaypsl GOPMUPOBAHUS T U CIA4YH IS B ApXHB
[Tonsitue wHbOPMAIIMOHHONW 3KOHOMHYEeCKOW uH(popMmanuonHoit cucremsl (MC).
Knaccsl u crpykrypa MC
. IlpyHUnbBl, METOABI M CpENCTBa CO3JaHusl DJIeKTpoHHOW Cucrembl YTpaBieHUs
JoxymeHT00060pOoTOM
TpeOGoBaHus K CUCTEMaM COCTaBJICHUS 3JEKTPOHHOTO JOKyMEHTa. XapaKTepHUCTUKA
CUCTEM COCTAaBIICHUS, BBO/Ia U XpaHeHUs D]
XapakTepHucTUKa U UCIIOJIb30BaHue TexHoIoruu «ad-hok»
XapakTepHucTHUKa U UCTIOIB30BAHUE TEXHOJIOTHUU «Zroupwarey
OcoOeHHOCTH OpraHu3alui pabOThl CUCTEM YIIPaBJICHUS JOKYMEHTOOO0OpOTa Kilacca
«ACKU»
CucTtemMbl aBTOMATH3AIMH JIETIOBBIX MTPOLIECCOB
OCHOBHBIE KOHIICTIIIMH YIIPABICHUS JOKYMEHTOO0OPOTOM, 6€30yMakHbIE TEXHOJIOTUN
yIpaBlIeHUs

9. CEMUHAPCKHUE 3AHATUSA
VY4eOHBIM IJIAHOM HE MPEIYCMOTPEHO.

10. CAMOCTOSITEJIBHAS PABOTA 151 OUHOM U 3AOYHOM ®OPMbI
OBYYEHMAI.

10.1. OBIIIUN NEPEYEHb CAMOCTOSTEJIBHOM PABOTbHI
CaMOCTOHTeJ'II)HaH pa60Ta CTy,I[eHTOB npennonaraeT BBI60p Hn3 Hp@,[[J'IO)KeHHOFO

CIMCKA HMCTOYHUKOB JJIsl U3Y4YEHHMsS] U KOHCIEKTHpoBaHMs. OCHOBHOE Ha3HAuU€HUE NaHHOU
dopmbl 00yueHHs — YIIyOJIGHHOE CaMOCTOSITEIbHOE O3HAKOMIIEHHE C TEOPETHYECKUM
MaTepHajioM, 4YTO TMO3BOJSET CTyJAEHTaM apryMEHTHUPOBaThb CBOU MpPO(decCHOHATbHBIC
MO3ULIMK HA NIPAKTUYECKUX 3aHATUAX.

Pexomenayercs cieayrwiimue BUAbl CAMOCTOSATEIbHOMH PadoThI:
- BBITIOJIHEHUE 33/IaHUM JJI1 CAMOCTOSTENIbHOM paboThI;
- 3aJJaHKA JJIs1 CAMOCTOSITENIbHON pabOThI;
- HarucaHue pedeparos;
- 3ay4YMBaHUE TEPMUHOJIOTUU;
- paboTa HaJl TECTaMHU.
Ounas ¢gopma o6yuenus( 4 r.)

O6mb
Ne Coaepxanue ®opmbl
TeMsbl . €M,
ILI. CaMOCTOATEIbHOI padoThI KOHTPOJIA qac
1 Harnncanue pedeparos, | YcTHBIN 6
OcHoBHbIE KOHLENIUU
3ay4nBaHUe TEPMUHOJIOTHH, | OIPOC,
yIpaBJIeHUs
pabora HaJl TECTaMH, | IpOBepKa
JOKYMEHTOO00POTOM, .
BBIMIOJIHEHUE  3aJaHUld IS | TECTOB,
0e30ymMakHbIC TEXHOJIOTHH .
CaMOCTOSITENTbHON pabOTHI poBepKa
yIpaBJIeHUS
pedepaToB
2 [TonsaTne u cTpykrypa | Hanucanue pedepartos, | YcTHBIN 6
skoHomMuueckoi cucrembl  (DC). | 3ayunBaHue TEPMUHOJIOTHH, | OIIPOC,




pabora Hajl TECTaMH, | IpOBepKa
Knaccupukanuss ~ GyHKUMH W | BBIIOJIHEHWE  3aJaHUN Ui | TECTOB,
JesIoBbIX IponeccoB DC CaMOCTOSITENILHOM paboThI IIpOBEpKa
pedepaToB
3 Hanucanue pedeparos, | YcTHBIN
3ay4nBaHUe TE€PMUHOJIOTHH, | OIPOC,
IMonarusa JIOKYMEHT,
pabora HaJl TECTaMH, | IpOBepKa
JIOKYMEHTOIIOTOK, .
BBIMIOJIHEHUE  3aJaHUid  JUIs | TECTOB,
JIOKyMEHTOO0OPOT .
CaMOCTOSITENILHON paboThI IIpOBEpKa
pedepaToB
4 Harnncanue e(epaToB, | YCTHBIN
Hasnauenue Cucremsl pedep ’
3ay4MBaHHE TEPMHUHOJIOTHH, | OIIPOC,
JIOKyMEHTalMOHHOTO
pabota Haj TecTaMH, | IpoBepKa
Obecneuenns  Ypapieaus  u BBIIIOJTHEHUE  3aJlaHUl Ui | TECTOB
I'CaAoY. CocraB byHKIHHA - ’
CaMOCTOSITENIbHOM paboThI IIpoOBEpKa
npoueayp, sbinoaHseMeix CZI0Y
pedeparon
5 Harnncanue pedepartos, | YcTHBIN
Cocras OpraHu3alluoHHO- | 3ay4YHMBaHUE TEPMHUHOJIOTHH, | OIIPOC,
Pacniopsnutenbubix  JlokymeHntoB | pabota HaJ TECTaMH, | IIPOBEPKA
(OP[). Cogmepkanue mpoueAypHl | BBIMOJHEHHE — 3aJaHUN  JUIA | TECTOB,
cocrasienus OP/I. CaMOCTOSITENIbHOUN paboThI IIPOBEPKA
pedeparon
6 Harmmcanwne pedeparos, | YcTHbII
3ay4lBaHHE TEPMHUHOJIOTHH, | OIIPOC,
Conepxanue IpoLeyphl
pabota Haj TECTaMH, | IpPOBEpKa
MOJTyYEHUsI M TepeAadyu IMOTOKOB .
BBIIIOJTHEHWE  3aJlaHui  JJis | TEeCTOB,
JIOKYMEHTOB o
CaMOCTOSITENIbHON pabOThI pOBEpKa
pedepaToB
7 Hanucanue pedepaToB, | YcTHBII
3ay4ylBaHHE TEPMHUHOJIOTHH, | OIIPOC,
Cocras u coJiep)KaHue
pabota Hajl TECTaMH, | IpOBEpKa
IpoLEeaypbl KOHTPOJIS .
BBIIIOJTHEHWE  3aJlaHui  JJis | TEeCTOB,
UCIIOJIHUTENIBHBIX JOKYMEHTOB .
CaMOCTOSITENIbHON pabOThI pOBEpKa
pedepaToB
8 Hanucanue pedepaToB, | YcTHBII
3ay4yMBaHHE TEPMHUHOJIOTHH, | OIIPOC,
Copepxanve W NPOLERYPHI
pabota Haj TECTaMH, | MpoBepKa
(dbopMupOBaHUA €N U CJaUU JIEI B .
ADXUE BBIIIOJTHEHWE  3aJlaHui  JJis | TEeCTOB,
P CaMOCTOSITENIbHON pabOThI pOBEpKa
pedeparos
9 Hanucanue pedepatos, | YcTHbIN
[TonsaTHe MH(POPMALMOHHON | 3ay4YHBaHUE TEPMHUHOJIOTUH, | OIIPOC,
9KOHOMHUECKOH pabota Hajl TeCTaMu, | MpoBepKa
uHpopmannonnoit cuctemsl (MC). | BeImoNHEHHEe  3aAaHUN IS | TECTOB,
Knaccs! u ctpyxrypa UC CaMOCTOSITENIbHON pabOThI pOBEpKa
pedeparos
10 [IpuHnuner, Meroxsl U cpeacrsa | Hanucanue pedepartos, | YcTHbIN
co3faHus DneKTpoHHON CHUCTeMbl | 3ay4YHBaHHE TEPMHUHOJIOTHH, | OIIPOC,
VYnpasnenus pabota Haj TecTaMHy, | IpOBEPKa
JloKyMeHT00000pOTOM BBIIIOJTHEHHE  3aJlaHud  JJis | TEeCTOB,




CaMOCTOSITEITLHOW PabOTHI poBepKa
pedepaToB
11 Hanucanue pedeparos, | YcTHbIiI 6
TpeGoBanwust K cucTteMam
3ay4YrBaHHE TEPMHUHOJIOTHH, | OIPOC,
COCTaBJICHUS AJIIEKTPOHHOTO
pabora HaJl TECTaMH, | IpOBepKa
JIOKYMEHTA. XapakTepucTuka .
BBITIOTHEHWE  3aJlaHUi  JJIs | TeCTOB,
CUCTEM COCTaBIIEHUS, BBOJa U o
CaMOCTOSITEITLHOW PabOTHI poBepKa
xpa"eHus: /] pedepaTos
12 Hanncanue pedeparos, | YcTHBIN 6
3ay4YHBaHHE TEPMHUHOJIOTHH, | OIPOC,
XapakTepucTuka u
pabota Haj TecTaMH, | IpoBepKa
UCTIOJIb30BAaHUE TEXHOJOrHH «ad- .
hoko BBITIOJTHEHWE  3aJlaHUi  JJIs | TeCTOB,
CaMOCTOSITENIbHOU paboThI IIpOBEpKa
pedeparon
13 Hanucanue pedeparos, | YcTHbII 6
3ay4YHBaHHE TEPMHUHOJIOTHH, | OIPOC,
XapakTepucTuka u
pabota Haj TecTaMH, | IpoBepKa
UCTIOJTb30BaHUE TEXHOJIOTUHI .
BHITIOTHEHWE  3aJlaHUi  JJIs | TeCTOB,
«groupware .
CaMOCTOSITEIILHOW pabOTHI poBepKa
pedeparon
14 Harmmcanwne pedeparos, | YcTHbII 6
OcobenHoctu OpraHM3aliy | 3ay4YrMBaHUE TEPMHUHOJIOTHH, | OIPOC,
paboThl  cuCcTeM  yIpaBieHHus | paboTa HaJ TeCTaMH, | IPOBEpPKa
JIOKYMEHTO000pOTa KJlacca | BBIMIOJTHEHWE  3aJaHUuil  JJIs | TECTOB,
«ACKHUI» CaMOCTOSTEIIbHON PabOTHI MpoBepKa
pedepaToB
15 Hanucanue pedepaToB, | YcTHBII 3
3ay4YHBaHHE TEPMHUHOJIOTHH, | OIPOC,
Cucremsl aBToMaru3anuu | pabora Haj TecTamHu, | MpoBepKa
JIEJIOBBIX TIPOIIECCOB BHITIOJTHEHWE  3aJlaHUid  JJIs | TeCTOB,
CaMOCTOSITENILHOM PaboThI poBepKa
pedepaToB
16 Hanucanue pedepaToB, | YcTHBII 3
OcHOBHEBIE KOHIIETIITN
3ay4YHBaHHE TEPMHUHOJIOTHH, | OIPOC,
yIpaBIeHUS
pabota HaJ TecTamH, | MpoBepKa
JIOKyMEHTOO0OPOTOM, .
BBITIOTHEHWE  3aJlaHUid  JJIs | TeCTOB,
0e30yMaxHbIe TEXHOJIOTUHI .
CaMOCTOSITENTLHOM paboThI poBepKa
yIpaBICHUS
pedeparos
HTroro: 90
3aouHas popma oOyuenus (5 jer)
O6b
No Conep:xkanue DopMbI
Tembl . eMm,
TLIL. CaMOCTOSITEILHOW PadoThl KOHTPOJIA qac
1 Harmmcanwne pedeparos, | YcTHbII 8,25
OcHOBHBIE KOHIICTIIIH
3ay4YHBaHHE TEPMHUHOJIOTHH, | OIPOC,
yIpaBIeHUs
pabota Haj TecTamHu, | IpoBepKa
JIOKyMEHTOO0OPOTOM, N
BHITIOJTHEHWE  3aJlaHUd  JJIs | TeCTOB,
0e30yMaxKHbIe TEXHOJIOTHH .
CaMOCTOSITENILHOU paboThI poBepKa
yIpaBICHUS pebepatos
2 ITonsarue u cTpykrypa | Hanucanue pedepaToB, | YcTHBII 8,25
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3ay4nBaHHE TEPMHUHOJIOTHH, | OIIPOC,
skoHoMHueckoil cucremsl (IC). | paboTa HaJ TecTamH, | MpoBepKa
Knaccudukanus  GyHKIUA W | BRINOJHEHWE  3aJaHUd  JJIs | TECTOB,
JeNOoBBIX mporeccoB DC CaMOCTOSITENILHOM paboThI poBepKa
pedeparos
3 Hamnucanue pedepatos, | YcTHbIN 8,25
3aydnBaHHE TEPMHUHOJIOTHH, | OIIPOC,
IHoustus JOKYMEHT,
pabota HaJ TecTamH, | MpoBepKa
JIOKYMEHTOTIOTOK, .
BHIMIOJIHEHUE  3aJaHUid IS | TECTOB,
JOKYMEHTO000POT .
CaMOCTOSITENILHOM paboThI poBepKa
pedeparos
4 Hanucanue eeparos, | YCTHBIN 8,25
Hasnauenue Cucremsl pedep ’ ’
3aydnBaHHC TEPMHUHOJIOTHH, | OIIPOC,
JIOKyMEHTalMOHHOT O
pabota Hajl TECTaMH, | IpOBepKa
Obecneuenns  Vipasienus  u BHIMIOJIHEHUE  3aJaHUd  UIS | TECTOB
rcaoy. CocraB byHKIMII - ’
CaMOCTOSITENIbHON pabOThI poBepKa
npoueayp, Beinojaugemeix CIOY
pedeparon
5 Hamnucanue pedepartos, | YcTHBIN 8,25
Cocran OpraHu3anMoHHO- | 3ay4YUMBaHHE TEPMHUHOJIOTUH, | OMPOC,
PacnopsinutensHbix  JlokymeHTOB | pabota Hajl TeCTaMH, | IpoBepKa
(OPM). Conepxanue TpOIEAYpHI | BHITOJHEHUE  3aJaHUA  JIJIS | TECTOB,
cocraBnenust OP/I. CaMOCTOSITENTbHON pabOThI poBepKa
pedepaToB
6 Hanucanue pedepaToB, | YCTHBIN 8,25
3ay4yrBaHHE TEPMHUHOJIOTHH, | OIPOC,
Copnepxanue POLEAYPBI
pabora Hajl TECTaMu, | IPOBEPKa
MONTyueHHUs U TepeAadyd TMOTOKOB .
BBITIOJTHEHWE  3aJlaHud  JJis | TeCTOB,
JOKYMEHTOB o
CaMOCTOSITENIbHON pabOTHI poBepKa
pedepaToB
7 Hanucanue pedepaToB, | YcTHBIN 8,25
3ay4lBaHHE TEPMHUHOJIOTHH, | OIPOC,
CocraB u coJiep)kaHue
pabora HaJl TECTaMH, | IPOBEPKa
oLy ph KOHTPOJIS .
BBINIOJTHEHWE ~ 3aJlaHud  JJIs | TeCTOB,
UCTIOJTHUTEIILHBIX JOKYMEHTOB -
CaMOCTOSITENIbHON pabOThI poBEpKa
pedepaToB
8 Hanucanue pedepartos, | YcTHBIN 8,25
3ay4YrBaHHE TEPMHUHOJIOTHH, | OIPOC,
Conepxxanue 1 G 1101001 (14 0] 31
pabora Hajl TECTaMH, | IpOBepKa
(dbopMHpOBaHUS A€ U CIauH JIeN B .
ADXUE BBITIOJTHEHWE  3aJlaHUd  JJIs | TeCTOB,
P CaMOCTOSITENILHOM paboThI poBepKa
pedepaToB
9 Hanucanue pedepartos, | YcTHBIN 8,25
[Tonsitue UH(GOPMAIIMOHHOH | 3ayYHBaHHE TEPMHUHOJIOTHH, | OIPOC,
SKOHOMMYECKOM pabora Haj TecTaMH, | IpoBEpKa
uHpopMmaimonHoit cuctemsl (MC). | BeIMOTHEHWE — 3aJaHUd  AJis | TeCTOB,
Kuaccor u ctpykrypa UC CaMOCTOSITEIIbHON PabOTHI MpoBEpKa
pedepaToB
10 [Ipunnunel, metoasl u cpeactBa | Hamucanue pedeparos, | YcTHbII 8,25
co3anus DneKTpoHHOH CHcTeMbl | 3ayuynBaHHUE TEPMUHOJIOTHH, | OIPOC,
Yupasienus pabota Haj TEeCTaMH, | IpOBEpKa
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BBIMIOJIHEHUE  3aJaHUl  JUIs | TECTOB,
JlokyMeHT00060pOTOM CaMOCTOSITENILHOM paboThI poBepKa
pedeparos
11 Hanucanue pedepatos, | YcTHbIN 8,25
TpeboBanust K cucTeMaM
3aydnBaHHE TEPMHUHOJIOTHH, | OIIPOC,
COCTaBJICHUS AJIEKTPOHHOTO
pabota HaJ TecTamH, | MpoBepKa
JTIOKYMEHTA. XapakTepucTHKa N
BHIMIOJIHEHUE  3aJaHUid IS | TECTOB,
CHCTEM COCTaBJCHHMS, BBOJA U -
CaMOCTOSITENTLHOM paboThI poBepKa
xpaHeHus /]
pedeparos
12 Hanucanue pedepatos, | YcTHbIN 8,25
3aydnBaHHC TEPMHUHOJIOTHH, | OIIPOC,
XapakTepucTuKa u
pabota Hajl TECTaMH, | IpOBepKa
UCIOJIb30BaHUE TEXHOJOrHH «ad- .
hoko BHIMIOJIHEHUE  3aJaHUid IS | TECTOB,
CaMOCTOSITENIbHON pabOThI poBepKa
pedeparon
13 Hamnucanue pedepatos, | YcTHBIN 8,25
3aydnBaHUC TEPMHUHOJIOTHH, | OIIPOC,
XapakTepucTUKa u
pabota Hajl TeCTaMH, | IpOBepKa
UCIIOJIb30BaHUE TEXHOJIOTUHI .
BHIMIOJIHEHUE  3aJaHUid IS | TECTOB,
«groupwarey o
CaMOCTOSITENTbHON pabOTHI poBepKa
pedepaToB
14 Hanucanue pedepaToB, | YCTHBIN 8,25
OcoOenHoctu OpraHM3aliy | 3ay4rnBaHUE TEPMHUHOJIOTHH, | OIPOC,
paboTel  cucteMm  ympasiieHHs | paboTa Haj TECTaMH, | IPOBEPKA
JIOKYMEHTO000poTa KJlacca | BBIMIOJIHEHWE  3aJaHuil 17 | TECTOB,
«ACKU Iy CaMOCTOSITENTLHOU PabOTHI MpOBEpKa
pedepaToB
15 Hanucanue pedeparos, | YcTHBIN 8,25
3ay4YlBaHHE TEPMHUHOJIOTHH, | OIPOC,
Cucrembl aBTOMaTH3alMu | paboTa Haj TECTaMH, | IPOBEPKaA
JIEJIOBBIX IPOIIECCOB BBINIOJTHEHWE  3aJlaHud  JJis | TeCTOB,
CaMOCTOSITENIbHON pabOTHI poBEpKa
pedepaToB
16 Hamnmcanue pedepartos, | YcTHBIN 8,25
OcHoBHbIE KOHIICTILIUT
3ay4YrBaHHE TEPMHUHOJIOTHH, | OIPOC,
yTIpaBJICHUS
pabora Hajl TECTaMH, | IpOBepKa
JIOKYMEHTOO00POTOM, .
BBITIOJTHEHWE  3aJlaHui  JJIs | TeCTOB,
0e30yMakHbIC TEXHOJIOTHH -
CaMOCTOSITENILHON paboThI poBepKa
yIpaBJIeHUS
pedepaToB
Hroro: 132
3aounas popma o0yuenus (4r.6 mec.)
0133
Ne Copepxanue ®opmbl
TeMspl " €M,
LI CaMOCTOSITeILHOM PadoThl KOHTPOJIA qac
1 Hanucanue pedepaToB, | YCTHBIN 8,25
OcHOBHBIE KOHIETIUI
3ay4YlBaHHE TEPMHUHOJIOTHH, | OIPOC,
yTpaBJICHUS
pabora Haj TECTaMu, | IPOBEPKa
JIOKYMEHTO000pOTOM, .
BBITIOJTHEHWE  3aJlaHuid  JJis | TeCTOB,
0e30yMakHbIC TEXHOJIOTHH -
CaMOCTOSITENIbHON pabOTHI poBepKa
yHIpaBIeHUs
pedepaToB
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2 Hanucanue pedepartos, | YcTHBIN 8,25
[TonsiTne u CTPYKTYypa | 3ay4nBaHUE TE€PMUHOJIOTHH, | OTPOC,
skoHomuueckoir cucrtemsl (DC). | pabora Haj TecTaMH, | IpOBEpKa
Knaccupukanmuss ~ GyHKUMH W | BBIIOJIHEHWE  3aJaHUN Ui | TECTOB,

JesIoBbIX IponeccoB DC CaMOCTOSITENILHOM paboThI IIpOBEpKa
pedepaToB

3 Hanucanue pedepartos, | YcTHBIN 8,25

3ay4nBaHUe TE€PMUHOJIOTHH, | OTPOC,
IMonarusa JIOKYMEHT,

pabora HaJl TECTaMH, | IpOBEepKa
JIOKYMEHTOIOTOK, .

BBIMIOJIHEHUE  3aJaHUid IS | TECTOB,
JIOKyMEHTOO0OPOT .

CaMOCTOSITENILHOM paboThI IIpOBEpKa

pedepaToB

4 Hanucanue edeparos, | YCTHBIN 8,25
Hasnauenue Cucremsl pedep ’ ’

3ay4nBaHUe TEPMHUHOJIOTHH, | OIIPOC,
JIOKyMEHTalMOHHOTO

pabora Haj TeCcTaMHy, | IpoBEpKa
Obecneuenns  Ypapieuus  u BBIMIOJIHEHUE  3aJaHuil Ul | TECTOB
I'Caoy. CocraB byHKIHHA - ’

CaMOCTOSITENIbHOU paboThI IIpOBEpKa
npoueayp, BbinoaHseMeix CZI0Y

pedeparon

5 Harnncanue pedepartos, | YcTHBIN 8,25
Cocras OpraHu3aluoHHO- | 3ay4YHNBaHUE TEPMHUHOJIOTHH, | OIIPOC,
Pacniopsnutenbubix  JlokymeHntoB | pabota HaJ TECTaMH, | IIPOBEPKA
(OP[). Cogmepkanue mpouEAypHl | BBIMOJHEHHE — 33JaHUN  JUIA | TECTOB,
cocrasienus OP/I. CaMOCTOSITENIbHON paboThI IIPOBEpPKA

pedeparon
6 Hammcanwne pedeparos, | YcTHbII 8,25
3ay4MBaHHE TEPMHUHOJIOTHH, | OIIPOC,
Conepxanue IpoLeyphl
pabota Haj TECTaMH, | IpPOBEpKa
MOJTyYEHUsl M Tepeaadyu IMOTOKOB .
BBIMIOJIHEHUE  3aJaHUld  JUIs | TECTOB,
JIOKYMEHTOB o
CaMOCTOSITENIbHON pabOThI IpOBEpPKa
pedepaToB

7 Hanucanue pedepaToB, | YcTHBII 8,25

3ay4MBaHHE TEPMHUHOJIOTHH, | OIIPOC,
Cocras u coJiepiKaHue

pabota Hajl TECTaMH, | IpOBEpKa
IpoLEeaypbl KOHTPOJIS .

BBIIIOJTHEHWE  3aJlaHui  JJis | TECTOB,
UCTIOJIHUTENIbHBIX JOKYMEHTOB .

CaMOCTOSITENIbHON pabOThI pOBEpKa

pedepaToB
8 Hanucanue pedepaToB, | YcTHBII 8,25
3ay4ylBaHHE TEPMHUHOJIOTHH, | OIIPOC,
Copepxanve W NPOLERYpPHI
pabota Hajl TECTaMH, | IpoBepKa
(dbopMUpOBaHUA €] U CJAUU JIEI B .
ADXUE BBIIIOJTHEHWE  3aJlaHui  JJis | TEeCTOB,
P CaMOCTOSITENIbHON pabOThI pOBEpKa
pedeparos

9 Hanucanue pedepatos, | YcTHbIN 8,25
[TonsaTne WH(POPMALMOHHON | 3ay4YHBaHUE TEPMHUHOJIOTUH, | OIIPOC,
9KOHOMHUECKOH pabota Hajl TeCTaMH, | MpoBepKa
uHpopmannonnoit cuctemsl (MC). | BeIMONHEHHE  33JaHUN  UIA | TECTOB,

Knaccs! u ctpykrypa UC CaMOCTOSITENIbHON pabOThI pOBEpKa
pedeparos

10 [IpuHnuner, Meroasl U cpeacrsa | Hanucanue pedepartos, | YcTHbIN 8,25
co3fanus DnekTpoHHOM CHucTeMbl | 3ay4yMBaHHe TEPMHUHOJIOTHH, | OIIPOC,
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pabora Hajl TECTaMH, | IpOBepKa
Ynpasnenus BBITIOJTHEHWE  3aJlaHUd  JJis | TeCTOB,
JIoKyMeHT00000pOTOM CaMOCTOSITEIIbHON PabOThI MpoBEpKa
pedepaToB
11 Hamnucanwne pedeparos, | YcTHbII 8,25
TpeGoBanwust K cucTeMam
3ay4YrBaHHE TEPMHUHOJIOTHH, | OIPOC,
COCTaBJICHUS AIEKTPOHHOTO
pabora HaJl TECTaMH, | IpOBepKa
JOKYMEHTA. XapakTepucTuka .
BBITIOJTHEHWE ~ 3aJlaHUi  JJIs | TeCTOB,
CUCTEM COCTaBIIEHUS, BBOJa U .
CaMOCTOSITENTbHON pabOTHI poBepKa
xpaHeHus D]
pedepaToB
12 Hanucanue pedeparos, | YcTHbIi 8,25
3ay4YHBaHHE TEPMHUHOJIOTHH, | OIPOC,
XapakTepucTuka u
pabota Haj TecTaMH, | IpoBepKa
UCIIOJIb30BAaHUE TEXHOJOTHH «ad- .
hoko BBITIOJTHEHWE  3aJlaHUd  JJIs | TeCTOB,
CaMOCTOSITENIbHOM paboThI IIpoOBEpKa
pedeparon
13 Hanucanue pedeparos, | YcTHbII 8,25
3ay4YHBaHHE TEPMHUHOJIOTHH, | OIPOC,
XapakTepucTuka u
pabota Haj TecTaMHu, | IpoBepKa
UCTIOJIb30BaHHE TEXHOJIOTUHI .
BHITIOTHEHWE  3aJlaHUi  JJIs | TeCTOB,
«groupware .
CaMOCTOSITEITbHOU paOOTHI poBepKa
pedeparon
14 Harmmcanwne pedeparos, | YcTHbII 8,25
OcobenHoctu OpraHu3aly | 3ay4MBaHUE TEPMHUHOJIOTHH, | OIPOC,
paboThl  cuUcTeM  yIpaBJeHus | paboTa HaJ TeCTaMH, | IpOBEpKa
JOKYMEHTO0000poTa KJlacca | BBIMIOJTHEHWE  3aJaHUil N7 | TECTOB,
«ACKHUI» CaMOCTOSTEIIbHON PabOTHI MpoBEpKa
pedepaToB
15 Hanucanue pedepaToB, | YcTHBII 8,25
3ay4YHBaHHE TEPMUHOJIOTHH, | OTIPOC,
Cucremsl aBToMaru3alnuu | pabora Haj TecTamHu, | MpoBepKa
JIETTOBBIX MPOIIECCOB BBIMIOJIHEHUE  3aJaHUl  JUIs | TECTOB,
CaMOCTOSITENILHOM paboThI poBepKa
pedepaToB
16 Hanucanue pedepaToB, | YcTHBII 8,25
OcHOBHEBIE KOHIIETIITN
3ay4YHBaHHE TEPMUHOJIOTHH, | OTIPOC,
yIpaBIeHUS
pabota HaJ TecTamH, | MpoBepKa
JIOKYMEHTOO00pOTOM, .
BBITIOTHEHWE  3aJlaHUd  JJIs | TeCTOB,
0e30yMaxHbIe TEXHOJIOTUHI .
CaMOCTOSITENTLHOM paboThI poBepKa
yIpaBICHUS
pedeparos
HTroro: 132

10.2. KYPCOBOM ITPOEKT
Y4eOHbIM IJIAHOM HE MPEIyCMOTPEH KypCOBOM MPOEKT.

10.3. MIPUMEPHAS TEMATUKA KOHTPOJIBHBIX PABOT
Y4eOHbIM IJIAHOM HE IPEayCMOTpPEHA.

3A0YHOM ®OPMBbI OB YUEHMSI.
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29.
30.

31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.

Posne na(pOpMaum B ynpaBieHUU OpraHu3amnuei.
CymHocTh B (QYHKIMH JOKYMEHTA

Opranu3aius paboThI C TOKyMEHTaMU

Tekymiee XxpaHeHUE TOKYMEHTOB

OKcnepTu3a HEHHOCTU JOKYMEHTOB
Odopmiienue ned.

Cnaua nien1 B BEJOMCTBEHHBIN apXUB
YHuduKanus yrnpaBieHIeCKUX JOKYMEHTOB.
Homenxknarypa geir.

. CocraB n COACPpIKAaHNE OpraHI/ISaHHOHHO-paCHOPHHHTeHBHOﬁ JAOKYMCHTAIUA

(YCOP]I)

. CoctaB u oopMmiIeHUE pacoOpsIUTEIbHBIX JOKYMEHTOB

. CoctaB u ohopmiieHHE OpraHU3alMOHHBIX JOKYMEHTOB

. CocraB u opopmiieHre HHPOPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB

. CocraB u npaBuia opopmieHus pekBu3utoB 1okymeHToB (I'OCT P 6.30 — 2003)
. TpeboBanus1, npeabsBisieMble K 0QOPMIIEHUIO T0KYMEHTOB.

. JlokymeHTHpOBaHuE TPYAOBBIX IIPABOOTHOLICHUI

. Opranu3anus npuemMa 1 NepBUYHON 00pabOTKH JOKYMEHTOB

. Perucrpanus 10KymMeHTOB

. [IpaBuiia BbIIauy 1€ BO BpEMEHHOE II0JIb30BaHUE

. Opranmzanus J0KyMEHT0000pOTa

. Ciyx6a JIOY: Buapl, GyHKIIUH, CTPYKTYypa

. XapaKTepUCTHKA U COCTaB JOKYMEHTOB I10 INYHOMY COCTaBY

. KoHTpousb ncnosHenuss JOKyMEHTOB

. UapopmanmonHo-crpaBouHas pabora

. YHuuKanus 1 cTaHapTU3alus J0KyMEHTOB

. Bunst TpynoBbIX JOroBOpOB, IIpaBuia OPOPMICHHS

. ®opMupoBaHue Ae

. HopmaruBHbIe, 3aKOHOIATENbHBIC JOKYMEHTHI, PETYJINPYIOIIHE TOPSIIO0K paboOTHI C

JIOKYMEHTaMHu
Bunsl HomeHkiaTypsl Aeil, uX XapakTepucTUKa

PacniopsinutenbHble JOKyMEHTBI, 00pa3yroIuecs B AeSTeIbHOCTH KOJJIETHaIbHBIX
OpTaHOB yIpaBJICHUS

CymHoCTh, BUJBI M COZIEpKaHKUE yIpaBlIeHYecKOl HH(opMau

JlenoBas uHGOpMAIUs U €€ COCTaB

Opranunzanus HHGOPMAMOHHOTO 00eCIeUueHUs

WNudopmannonnas 6€30MacHOCTb

VYcnoBust yrpaTsl HHQOPMAIIMOHHBIX PECYPCOB

Coneprkanue Ciry>keOHOM TaitHBI M KOH(UACHIIMATEHOCTh HH(OpMaIIH

JlocTyn nepcoHana Kk KOHQUICHIUANBHON Cily>keOHOH MHpOopMau

[TpaBuia opopmieHHs, y4eTa U XpaHEHHs TPYAOBBIX KHIDKEK

IToaroroBka Jlen Kk apXUBHOMY XPaHEHUIO

Jenoas nepenucka. Buasl 1 XxapakTepucTHKa CITYKEOHBIX THCEM

SI3BIK U CTUJIb J€JIOBOM TIOKYMEHTAlUU

CucreMaTtu3anys U TEKyllee XpaHeHHnE TOKyMEHTOB

KomnbroTepHble TEXHOJIOTUU TOATOTOBKHU IOKYMEHTOB

10.5 IPUMEPBI TECTOBBIX 3AJIAHUAM

3aganue 1
UTto 03HaYaET TEPMHUH «TOKYMEHT?
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apryMeHT;
BU3Q,
AeJ10;
pHKa3.

3axanue 2
OT KaKoro s3bIKa NPOUCXOAUT TEPMHUH <«JIOKYyMEHT»?
HEMELIKOI0;
JATUHCKOTO;
aHTJIMHACKOTO;
rpevyecKoro.

3amanue 3
COBOKYIHOCTh pabor, CBSI3aHHBIX c CO3/IaHHEM JIOKyMEHTOB,
perucrpanueii,kaccupuKkaluei, TBIKEHIEM, YIeTOM 1 XpaHEHHUEM Ha3bIBAIOTCH ...
KOPPECIIOHICHITHEIH;
JIEJIONPOU3BOACTBOM;
JIOKYMEHTHPOBAHHUEM;
JTOKYMEHT0000POTOM.

3ananue 4
Korna 6pu11 yTBEpKIeHBI OCHOBHBIE paBmiia PK?
17.08.95;
30.06.92;
12.12.98;
12.12.00.

3aganue 5
OcHOBHBIE IOKYMEHTBI BBITIOTHSIFOTCS, Ha KakoM (hopmare?
Adunm A 5;
A8umm A 12;
A3 um A §;
Al2.

3amanue 6

[Ipukas — 370 ...
pacnopsANTeJbHbIN JOKYMEHT;
UH(GOPMAIIMOHHBIN TOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
JUYHBIA JOKYMEHT.

3amanue 7

JIoJDKHOCTHASI HHCTPYKITUS - 3TO
pacnopsiAUTENbHbIN TOKYMEHT;
HH()OPMAITMOHHBIN TOKYMEHT;
OPraHU3aUMOHHBIN TOKYMEHT
JUYHBIA TJOKYMEHT.

3aganue 8

16
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[IpoTokon — 210 ...
pacnopsAUTEIbHBIA JOKYMEHT;
UH(pOPMALMOHHBIN JOKYMEHT;

CIIPaBOYHBIN TIOKYMEHT;
JIUYHBIA JOKYMEHT.

3amanue 9

IIucemo — 370 ...
pacnopsiAUTENbHbIN TOKYMEHT;
HH()OPMAITMOHHBIN TOKYMEHT;
CIIPABOYHBIN IOKYMEHT;
JUYHBIA TOKYMEHT.

3aganue 10

IlIratHOE pacnucanue — 310 ...
pacopsAUTEIbHBINA JOKYMEHT;
HH(OPMALMOHHBIN 1OKYMEHT;
CIIPaBOYHBIN TIOKYMEHT;
OpraHU3alMOHHBIN JOKYMEHT.

3ananme 11
HyO6mukar — 3710 ...
OpUT'MHAJ;
KOIHUS JOKYMEHTA;
CIIPAaBOYHBIN JOKYMEHT;
3K3EMILISP, BbIJIABAEMbBIN B3aMEH yTPAYE€HHOI'O JOKYMEHTA.

3apanue 12

Pemenue — ot10 ...
pacnopsiiuTeJIbHbIA T0KYMEHT;
WH(POPMALMOHHBIN JOKYMEHT;
CIIPABOYHBIN TJOKYMEHT;
OpF&HPBElI.IHOHHBIﬁ ,Z[OKYMGHT.

3ananme 13

JloBepeHHOCTh — 3TO ...
pacropsiANTENbHBINA JOKYMEHT;
HUHGOPMAMOHHO-CIPABOYHBbIH IOKYMEHT;
CIIPABOYHBIN JOKYMEHT;
OpraHU3allMOHHbINA JOKYMEHT.

3ananmue 14

UTH — o510 ...
pacnopsiAUTENbHbIN TOKYMEHT;
HH(POPMALMOHHO-CIIPABOYHBIH IOKYMEHT;
CIIPABOYHBIN JOKYMEHT;
JUYHBIA JOKYMEHT.

3aganue 15
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KTH —»ato0 ...
pacopsAUTEIbHBINA JOKYMEHT;
HH(OPMALMOHHO-CIIPABOYHbIN JOKYMEHT;
CIIPaBOYHBIN TIOKYMEHT;
JIUYHBIA JOKYMEHT.

3aganme 16

AKT — 3710 ...
pacnopsiAUTENbHbIN TOKYMEHT;
WH()OPMAITMOHHO-CIIPABOYHBIA IOKYMEHT;
CNIPAaBOYHBbIN JOKYMEHT;
JUYHBIA TOKYMEHT.

3apanue 17

JIoBEpPEHHOCTH — 3TO ...
pacopsAUTEIbHBINA JOKYMEHT;
HH(OPMALMOHHO-CIIPABOYHbIN JOKYMEHT;
CIIPaBOYHBIN TIOKYMEHT;
JIUYHBIA JOKYMEHT.

3ananue 18

®daxkcel 1 E-mail — 270 ...
pacnopsiAUTENbHbIN TOKYMEHT;
HH(POPMALMOHHO-CIIPABOYHBIH IOKYMEHT;
CIIPABOYHBbIN JOKYMEHT;
JIMYHBIN TOKYMEHT.

3aganue 19

HckoBoe 3asBIeHHE — 3TO ...
pacnopsAIUTENIbHBIN IOKYMEHT;
MH(POPMALMOHHO- CIIPABOYHBIN JTOKYMEHT;
CIIPABOYHBIN JJOKYMEHT;
OPUINYECKUH JOKYMEHT

3aganue 20
DKcIepTu3y LEHHOCTH JTOKYMEHTOB IPOBOMT ...
KOMHCCHS;
PYKOBOJUTEINb IPEANIPHUSITHS;
pabOTHUKHU OyXraiaTepuu;
CHEHHATUCTBI.

11. OHEHOYHBIE MATEPHUAJIbBI

11.1. [lepeyeHb KOMIETEHIIUIA ¢ YKa3aHHeM I3TanoB uX (JOpMUPOBAHUS B Mpolecce
0CBOEeHMsI 00pa30BaTeJIbHOH MPOrPaMMBbI

B pPE3YIbTATC HU3YUCHHUA OUCHUINUIMHBI CTYIACHT HOOJIKCH O6J'Ia,I[aTI> cIcayromnumMn

KOMIICTCHUIUAMMU

¢ BJIAaJCHMCM HABBIKAMH IIOMCKA, aHajlM3a M HCIIOJb30BaHHUA HOPMATHUBHBIX H
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MPaBOBBIX JOKYMEHTOB B cBOel npodeccronansnoi aesarensHoctu (OIIK-1);

® BIIaJICHUEM HaBbIKAMU JIOKYMEHTAJIbHOTO O(OpPMIICHHS PEIICHUN B YIpaBJICHUU
OMEpalMOHHON  (IPOM3BOACTBEHHON) JESATENbHOCTH OpraHu3alMii Mpu  BHEAPEHHUH
TEXHOJOTUYECKHX, MPOAYKTOBBIX HHHOBALIMK WM OpraHu3auoHHbIX u3Menenuit (I1K-8);

® BIaJCHHEM HaBbIKAMHM aHalW3a WHPOpPMAUUU O (YHKIMOHUPOBAHUU CHUCTEMBI
BHYTPEHHEro JOKYMEHTOOOOpOTa OpraHu3alMy, BeleHus 0a3 JaHHBIX [0 pa3IMYHbIM
nokasarensiM ¥ (GopMuUpOBaHUS ~ HMHGOPMALMOHHOTO  OOecreyeHHs]  YYaCTHHKOB
opranu3aioHHbIX mpoekToB (ITK-11).

® BJIaJCHUEM HaBbIKAMU IIOJIOTOBKHM OPraHM3AllMOHHBIX M PacHOPSAUTEIbHBIX
JIOKYMEHTOB, HEOOXOIUMBIX JIJIsl CO3JJaHUsI HOBBIX MpeAnpuHuMaTebckux ctpykryp (I1K-20).
B pesynprare nuzydeHus AUCHUIUIMHBI CTYAEHT JOJIKEH:

3HATh:

- KJIaCChl DKOHOMHUYECKHX CUCTEM, COJIepKaHNe (QYHKIMI OM3HEC-TTPOIIECCOB

- COJIEpIKaHKUEe CUCTEMbI JJOKyMEHTO000pOTa

- BU/IbI JIOKYMEHTOB U MX CBSI3U ¢ OM3HEC-TIPOIIeCCaMU

- OpOLEAYpbl COCTaBJICHHS, IIONyYCHHs, Iepeaadd, OOpadOTKH H  XpaHCHUs
JIOKyMEHTaIuu B ouce

- Kiacchl HMHGOPMAIMOHHBIX TEXHOJOTHMH, HCIOJb3YeMbIX Ui COCTABJICHHS
AJIEKTPOHHBIX JOKYMEHTOB

- METOJBl W CpEACTBA MOJCIMPOBAHMS, aHajiM3a ©  COBEPIICHCTBOBAHUSI
JIOKYMEHTO000pOoTa

yMeThb:

- COCTaBISITh JOKYMEHTBI, OTpaXalollue TIPHMEPHBbIC peIICHHs, BECTH 0azy
3IICKTPOHHBIX JOKYMEHTOB

- OPraHM30BBIBATh KOJUICKTHBHYIO 00pa0OTKY IOKYMEHTOB B PEKHME «groupware» u
nepeaBaTh JOKYMEHTBI B PEKUME JICKTPOHHOU TOYTHI

- COCTaBJISITh MAapUIPyThl TEPEABUKCHUS JIOKYMEHTOB M OH3HEC-TIPOIICCCOB H
KOHTPOJIUPOBAThH MX UCTIOJHECHHUE

BJIAJIETh:

- HaBbIKaMH pabOTBl ¢ MPOrPaMMHBIMH  HPOAYKTAMH, OOECIEeYMBAIOIINX
3¢ PEKTUBHBIN TOKYMEHTOOOOPOT

TemaTH4eckasi CTPYKTYpa IHCUMILIMHBI

N HaumenoBanme Iliianupyembie
JE JUIAKTHYECKOM N Tema 3aganusa pe3yabTaThl
eIMHUIIbI o0yuyenus (ITPO)
1 OcHOBHBIE koHnenuu|[1K-11

ConeprxaHnre 1 OCHOBHBIE | |[ynpasieHus JIOKyMEHTOOOOPOTOM,
TIOHSATHS JUCIUATIIAHBI 0e30yMaKHbIE TEXHOJIOTUU
«CucremMa yrpaBlieHUS yIIpaBJICHUS
JIOKyMEHTOO0OPOTOM» 2 [IlonsTue u ctpyktypallIK-8

skoHOMHYecKor cuctembl (DC).
Knaccudpukanuss ~ GyHKimmii  u
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nenoBbIX mporieccoB DC

[TonsTus
JOKYMEHTOIIOTOK,
JTOKYMEHTO000POT

JOKYMEHT,

I1K-8, OIIK-1

Opranm3anus
TOKYMEHTAI[MOHHOTO

Haznauenue CucreMsl
JloKyMEHTallMOHHOTO

Obecnieuenust ~ YmpaBieHus U
rcaoy. CocraB byHKIMA

pouenyp, BoinoaHseMelx CJI0Y

I1K-8, I[IK-11

Cocras OpranuzannoHHO-
PacnopsiautensHbix  JIOKyMEHTOB
(OP[). ConepxaHue mpoLEIypHI
coctasienust OPJI.

I1K-8, IIK-11, OIIK-
1

oOecrnieueHns yrnpaBieHUs
B HKOHOMHYECKOH
cucTeMe

Coneprxanue 110101 (1370} B
MOJyYeHHUsT W TepeJjauyd TOTOKOB
JTOKYMEHTOB

[1K-11, ITK-20

CocraB u cojepkaHue IpoLeaypbl
KOHTPOJIS HCIIOJIHUTEIIBHBIX
JTJOKYMEHTOB

I1K-11

Copnepxanue u IPOLEAYPBI
(hopMHpOBaHUS JI€N1 U C/Ia4yu Jied B
apXxuB

IK-11

Opranuzanust
DIEeKTPOHHOM
YupasneHus

JIoKyMeHT0000pOTOM

CucreMsl

10

[TonsiTne HH(pOpMAITMOHHOM
HYKOHOMHYECKOW MHPOPMALMOHHOM
cuctemol  (MC). Knmaccer wm
cTpykrypa UC

I1K-8, IIK-11

11

[IpuHUHKIIBI, METOJBI M CpPEICTBa
co3llanusl DJIEKTPOHHON CHUCTEMBI
YipasneHus
JlokyMeHT00000pOTOM

I1K-8, I[IK-11

12

TpebGoBanus K
COCTaBJICHUS
JOKYMEHTA.
CHCTEM COCTaBJICHUS,
xpaHeHus /]

cHUCTEMaM
JJIEKTPOHHOIO
XapaKkTepHUCTHKA
BBOJA W

IK-11

Opranusanus CHCTEM
JOKYMEHTO0000pOTa

13

XapakTepucTUKa M HUCIOJIb30BAHNE
texHonoruu «ad-hok»

ITK-11

14

XapakTepucTUKa U UCIOJIb30BAHUE
TEXHOJIOTHH «groupware»

IK-11

15

OcobenHoctu OpraHu3aIH
paboThl  CHUCTEM  YIpaBJICHUS
JIOKYMEHTO0000poTa KJacca
«ACKUI»

IK-11

16

CucreMul aBTOMaTUu3alu JCJI0BBIX|
IIpOLCCCOB

ITK-11

20




Tanbl (])opanOBamm KOMIIeTeHIINI INCUUILINHbI «Cucrema YipaBJICHUS IlOKyMCHTOOﬁOpOTOM»

I1K-8 - BnageHreM HaBbIKAMU JOKYMEHTAIbHOTO O(pOPMIICHHUS PEIICHHI B YIIPABICHHU ONIEPALIIOHHON (IPOH3BOACTBEHHOIT) NEATEILHOCTH OPraHM3aLMil IPH BHEPCHHH TEXHOJIOTHICCKUX, IPOAYKTOBBIX HHHOBALIHI
WM OPTaHN3alMOHHBIX H3MEHCHHI

3uaTth (3.8) Yumers (V.8) Bnaners (B.8)
Omnucanue ®Dopmbl, METO/IBI, Omnucanue Dopmbl, METOIBI, Omnucanue Dopmbl, METOIBI,
TEXHOJIOTHU TEXHOJIOTHU TEXHOJIOTHU
MPUHLHMIIBI, €1ocoObl u Jlekuun no teme Ne 2- pa3pabaTbiBaTh Jlekuuu no teme Ne 2- HaBbIKAMH YIPABJIECHUS; Jlekuuun no teme Ne 2-
METO/IBI OLICHKHU aKTHBOB, | 6,10-11 WHBECTHIIMOHHBIE TIpoekThl u | 6,10-11 HaBBIKAMU BbIOOpa | 6,10-11
WHBECTHIIMOHHBIX  IIPOEKTOB  H Bormpocs! st KOHTPOIS | HPOBOIHUTH UX OLECHKY; Bompocs! uist koHTpois | 3¢((heKTHBHEIX HH()OPMAIOHHEIX Bompocs! a1 KoHTpOIIS
OpraHu3anui; Ne 1-43 OLIEHUBATh pucku, | Ne1-43 TEeXHOJOTMH W pabotel ¢ | Ne 1-43
COBPEMEHHBIE OCHOBBI TectupoBanue o TeMaM | JOXOOHOCTE M I(GPEKTUBHOCTDH TecTupoBanue Mo TeMaM | IPUKIATHBIMH ~ KOMIBIOTEPHBIMHU TectupoBanue mo Temam
TIPOEKTHOT'O YIIPaBJICHUS; Ne 1-20 INpHHIMaeMbIX  (uHaHCOBBIX H | Ne 1-20 TporpaMMamu; Ne 1-20
OCHOBHBIE MPOLECCHI u IIpakTHueckue 3aHATHA | MHBECTHIMOHHBIX PELICHUI; IpakTuyeckue 3aHATHA HaBBIKAMH ~ pacyeTa H IIpakTuueckue 3aHATHSA
MOJICUCTEMBI npoektHoro | 1-16 MOJIb30BaThCS pa3nuuHbIMU | 1-16 aHaJM3a OCHOBHBIX CTOMMOCTHBIX | 1-16
YIIpaBICHHS; MEeTO/laMH TIAaHHPOBAHUS; TIoKa3aTeNel IpoeKTa;
METOUKY HPOEKTHOTO ornpeneTh 1eH, HABBIKAMH  MCIIOJIb30BaHHUE
aHaIIN3a; GyHKIUM M 3a7a4d  yHOpaBICHUS MeTOoa OCBOCHHOT'O 00beMa;
TEOPETHYECKHE  OCHOBHI, IPOEKTOM; MeTo/laMU IPOBECHHS
TEXHOJIOTHIO M METOJbl Pa3paboTKH OIpeNeNATh eI U 3a1auu MIPOEKTHOTO aHalM3a IPOEKTa U
u TIPUHSATHUS YIPaBICHYECCKUX MIPOEKTHOTO YIPABICHNUS; paspadotku TOO npoexTa;

peLICHHUi B KOMaH/E TPOEKTa;

COBPEMEHHBIE
MH(OPMAIIMOHHBIE TEXHOJOTHH U
[POrpaMMHBIC [IPOJYKTHI,
UCIIOJIb3yeMble B HPOSKTHOM
YIPaBICHHH, HX XapaKTepPUCTHKH,
00nacTb MIPHMEHEHHS u
0COOEHHOCTH;

OCHOBHBIC  [OKa3aTeld |
METO/Ibl  YIPABICHUS CTOMMOCTBIO
HPOEKTa;

OCHOBHBIC CXEMbl M MOJEIH
(hrHAHCHPOBAHMS IIPOEKTA

[IPOEKTUPOBATH
CTPYKTYpPHbIE MOJICIH TIPOEKTa;
[IPOBOJUTH aHaIM3

BHEIIHEH M BHYTPEHHEH cpeabl
IPOEKTA, BBIABIATH €€ KIFOYEBBIE
JJIEMEHTHl U  OLEHUBAaTh HX
BJIMSTHUE HA MTPOEKT;

[PUMEHSATH METOJHKY
[POEKTHOTO aHaIM3a ULt
000CHOBaHUSI 11€1€CO00PA3HOCTH
[POEKTA;

aHAM3UPOBAThH
OpraHU3aIHOHHYIO CTPYKTYpY
yIpaBIIeHHUs [IPOEKTOM u

pa3pabaThBaTh MPEUIOKEHUS IO
€€ COBEPILEHCTBOBAHUIO;

HPOCKTUPOBATh  MATPHUILY
PA3Y o npoexry;

HCIIONB30BATh METOJBI
CeTeBOro u KaJICHapHOTr 0
[IAHUPOBAHUSI IPOCKTA;

MOJIENIIPOBATh  IPOIECCHI
HPOEKTHOTO YIPABICHUS;

[PUMCHSATH

WH(OPMAILOHHBIE TEXHOJIOTUU H
MIPUKJIAJIHBIE  TIPOIPaMMbl _ JUIs

HaBBIKAMHU BBIOOpA
9 HEKTUBHBIX HHPOPMALUOHHBIX
TEXHOJIOTHA W paboTel €

MPUKIAAHBIME  KOMIBIOTEPHBIMU
MIporpamMMamu;

HABBIKH IIOCTPOCHUS JepeBa
nenen " CTPYKTYPHOM

JIEKOMIIO3UIIUHK PaboT MPOEKTa




pelieHuss  3amad  IPOEKTHOIO
YIIpaBICHHS;
HCIIONB30BATh
uHGOPMAIOHHBIE CHCTEMBI
MIPaBOBOM MOJJIEPKKU MTPOEKTHOM
JIeATENbHOCTH
TIK-11 - BnageHneM HaBbIKaMH aHau3a HHGOpMAKK O GyHKIMOHUPOBAHUH CUCTEMBI BHYTPEHHETO JOKYMEHTOO00pOTa OpraHu3aluy, BeJeHUs 0a3 JaHHBIX MO Pa3IMYHbIM MOKa3aTeasiM U GOPMUPOBaHHS
NH(OPMAIIMOHHOTO 00ECIICUEeHHs] YYaCTHUKOB OPraHU3alOHHBIX IPOSKTOB
3uatb (3.11) Ywmers (V.11) Buagets (B.11)
Onucanue Dopmbl, MeETOIbI, Onucanne DopMbI, MeTOABI, Onucanune Dopmbl, MeETO/BI,
TEXHOJOTHH TEXHOJOTHHI TEXHOJOTHH
OCHOBHBIE TTOHSATHS u | Jlekmuu mo Teme Ne 1, 5-16 KCIIOIB30BaTh MaTeMaTHUECKHi s3bIK M | Jlekmumu mo Teme Ne 1, 5-16| mMaTeMaTHYECKUMHU, Jlexumu o teme Ne 1, 5-16
COBpEMCHHbBIE NPHHIUIBI PaboThl ¢ | Bompockr mas koHTpons Ne 14 MareMaTHdecKylo  CHMBONHMKY — IIpd | Bompocsl it koHTposst Nd  CTaTHCTHYECKHMHU u | Bompocsr s konTposst Ne 1-43)
nenoBoil  mH(opmanueil, a Take | 43 MOCTPOEHUHU opraHusanuoHHo- | 1-43 KOJINYECTBEHHBIMU meronamu | Tectuposanue m Ne 1-20
HUMETh MIPEe/CTaBICHHE o | Tectuposanue m Ne 1-20 YIpaBIeHYECKUX MOJEIEH; TectupoBanue M Ne 1-20 peuieHus tunoBbix | IlpakTuueckue 3ansatus 1-16
KOPIIOPaTUBHBIX ~MH(pOpMannoHHBIX | IIpakTHueckue 3amstus 1-16 pemarts tunossle | IlpakTudeckue 3aHATHSA 1- | OpraHH3aIOHHO-
cucTeMax H 0a3ax JaHHbIX; MaTeMaTHYeCKHe 3amaum, | 16 YIpaBJICHYECKUX 33/1a4;
OCHOBHBIE MOHATHS u HCTIONb3yeMble npu MIPUHATUH IPOrpaMMaMu Microsoft
KaTerOpUH JOKyMEHTO00OpOTa M ero YIIpaBICHUECKHUX PEIICHHI; Office mns paboTel ¢ JenoBoi
Ha3HaYCHHUS B JESATENBHOCTH HPHMEHSTh nH(OPMAIMOHHBIE nHbopMmanyeii 1 ocHoBamMH web-
TpeINPUSITHS; TEXHOJIOTHU UL penreHns TEXHOJIOTHIA;
OCHOBHBIE TIOHSATHS yIIpaBIeHYECKHX 3a/1a4; HaBBIKAMH PEIICHUS 33/1a4 C
ABTOMATH3UPOBaHHOM 00paboTku obpabaTbIBaTh IMITHPUYECKUEC u nomouisio 9BM
udopmanuy, obmui coctaB u 9KCIIepUMEHTAJIbHBIE JaHHbIE;
CTPYKTYpy IepcOHambHBIX OBM n HCIIOJIB30BATh H3yYeHHOE
BBIYHCIIUTENIBHBIX CHCTEM MPUKIIaHOE IIPOrpaMMHOE
obecreueHue sl peIeHns] KOHKPETHBIX
3amad
OIIK-1 - BjajieHreM HaBbIKAMH [TOMCKA, aHAJIM3a M UCII0JIb30BaHMs HOPMATHBHBIX M NPABOBBIX JJOKYMEHTOB B CBOEH MPO(ECCHOHATBHOMN eI TSIbHOCTH
3uatb (3.1) Ymers (V.1) Bnanets (B.1)
Onucanne Dopmbl, MeToAabl, | Onucanue Dopmbl, metoabl, | Onucanue Dopmbl, MeETO/BI,
TEXHOJOTHH TEeXHOJOTHHI TEXHOJOTHH
OCHOBHbIE HopMaTuBHbIe | Jlekumu o Teme Ne 3,6 UCIIOJIb30BaTh NpaBoOBble HOPMbI B | Jlekiuu o teme Ne 3,6 HaBbIKaMu  onepupoBanus | Jlexiuu mo teme Ne 3,6
IIPaBOBEIE JJOKYMEHTEHI; Bompocs! mst korTpoinst Ne 14 mpodeccronansHOi U oOmiecTBeHHOH | Bompockl aas xoHTpons N§ HOpMaTHBHO- mpaBoBEIMH | Bompocs! ast konTposst Ne 1-43
OCHOBHBIE noHATus | 43 JIEATENLHOCTH; 1-43 JIOKyMEHTaMU B coeil | Tectupopanue M Ne 1-20
ABTOMATH3UPOBAHHOM obpaborku | Tectuposanue m Ne 1-20 opueHTupoBathcss B cucteme | Tectupopanue m Ne 1-20 JIeSITENIHOCTH; IIpakTuyeckue 3anarus 3,6
nHpopmanuy, obmuii cocraB u | IIpaktuueckue 3ansATHS 3,6 3aKOHOZATeNhCTBA M HOPMATHBHBIX | IIpakTmueckue 3amsTus 3,6| HaBBIKAMH PabOTHl C OCHOBHBIMHU
CTPYKTYpy IHepcoHanbHBIX OBM n MPaBOBBIX AKTOB, PErIAMEHTHPYIOIINX BUJIAMH YIPaBICHYECKUX
BBIYHCIIUTENIBHBIX CUCTEM; chepy npodeccuoHanbHOM JIOKyMEHTOB
OCHOBHBIE TOHATHS u JesATeIbHOCTY;
KaTeropuu IOKyMEHTO00OpoTa M ero HCIIONB30BaTh HOPMAaTHBHO-
Ha3HAYCHUS B JeATeNbHOCTU MeToAuuecKylo 0a3y B yIpaBICHHU
IPEIPUSTUS IIpeIPUSITHEM
ITK-20 - Bi1aJicHHeM HaBbIKAMH TIOITOTOBKH OPraHM3al[MOHHBIX M PACIIOPSAUTEIIBHBIX JJOKYMEHTOB, HCOOXOMMBIX Il CO3JaHHS HOBBIX MPEIIPHHUMATEIBCKHX CTPYKTYP
3uatb (3.19) Ywmers (V.19) Bnagers (B.19)
Onucanne ®Dopmbl, MeToabl, | Onucanmue ®Dopmbl, metoabl, | Onucanmne Dopmsbl, MeTO/bI,
TEeXHOJOrHH TEeXHOJOrHH TEXHOJOIHH
JTaIlbl noarotoBku | Jleknuu mo teme Ne 7 MOJAr0TABJIMBATH OPraHM3auMOHHBIX M | Jlekrmu mo Teme Ne 7 BJajIeTh HABBIKAMH MOAroToBKH | Jlexiuu mmo teme Ne 7

22



OpraHM3aLMOHHBIX JIOKyMeHTOB, | Bompocs! st konTposs Ne 14 pacnopsiiurebHbIX JIOKYMeHTOB, | Bompocsl uis koHTposst NY OpraHu3aluoHHBIX u | Bomnpocs! nuis kontposst Ne 1-43)
HEOOXOAUMBIX JUI CO3NAHHMs HOBBIX | 43 HeOOXOMMMBIX MJIsl CO3aHHSI HOBBIX | 1-43 PacnopsiAUTEIbHBIX TectupoBanue M Ne 1-20
NPEPUHUMATENLCKUX CTPYKTYP Tectuposanue M Ne 1-20 NPeANPUHUMATENLCKUX CTPYKTYP Tectuposanue m Ne 1-20 JAOKYMEHTOB, HeoOxonumbIx aisi | Ilpakruyeckue 3aHATHS 7
IIpaxTnueckue 3ausaTus 7 IIpaxktudeckue 3austus 7 co3JaHust HOBBIX
NpeaNnpPHHAMATEIbCKHX
CTPYKTYp
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11.2. Onucanue nokasareJsieil ¥ KpUTEpHEeB OLIEHNBAHUSI KOMIIETEHIIMI HA Pa3JINYHbIX 3Tanax
ux GopMHUPOBAHMS, ONIMCAHNME IIKAJ OLeHUBAHUS; /ISl KAJKA0T0 pe3ybTaTa 00y4eHus 1o
AUCHUILINHE (MOAYJII0) MOKa3aTeId U KPUTEPUH OLleHNBAaHUs c(popMHUPOBAHHOCTH
KOMIIeTeHIIHI Ha Pa3IM4YHBbIX 3TANaxX UX (OPpMHPOBAHHUS, HIKAJIBI U NPOLEAYPbI OLeHUBAHUS

11.2.1. Bonpocs! 1 3agaHus 1JIs 3a4eTa ¢ OLEHKOH M NMPAaKTHYeCKUX PadoT 1JIA OYHOM H
3a04HO¥ (popMBbI 00yUeHUA:

1. YpoBeHb c(OopMHUPOBAaHHOCTH KOMITETEHIIUH.

2. VYpoBeHb YCBOEHHUS TEOPETHMYECKHX MOJOKEHWH JAUCHUUIUIMHBI, TPaBUIbHOCTH
(bopMyTHPOBKY OCHOBHBIX MOHITHIA U 3aKOHOMEPHOCTEH.

3. YpoBeHb 3HaHUS (PaKTHIECKOTO Marepuaia B 00beMe IMPOrpaMMBl.

4. Jloruka, CTpyKTypa ¥ TpaMOTHOCTb U3IIOKEHUS BOIIPOCA.

5. YMeHue cBA3aTh TEOPUIO € IIPAKTUKOM.
6. YMeHue nienarb 000011eH s, BBIBOJIBL.

No i Ouenka HIkaJuaa

1 OTanvHO CTyneHT I0JKEeH:

- MPOJAEMOHCTPUPOBATh IITYOOKOE U MPOYHOE YCBOEHHUE
3HAHUH MPOrpaMMHOTO MaTepHala;

- HUCUepNbIBAIOLIE, IOCIEA0BaTeNIbHO, TPaMOTHO U
JIOTHYECKU CTPOMHO M3JIOKHUTH TEOPETUUECKUI MaTepua;

- IPaBHIILHO (POPMYITUPOBATH OIPEICIICHIS,

- TpPOJAEMOHCTPUPOBATH yMEHUS  CaMOCTOSTEIIbHOU
paboThI C IUTEPATYPOK;
- YMETh CJIeJIaTh BBIBOABI 110 M3JIaTAEMOMY MaTepHaly.

2 Xopomuio CTyneHT I0omKeH:

- TPOAEMOHCTPUPOBATh JOCTATOYHO TIOJIHOE 3HAHUE
IPOrpaMMHOTO MaTepuaia;

- HNPOAEMOHCTPHUPOBATH 3HaHUe OCHOBHBIX
TEOPETUYECKUX MTOHATHIA;

JOCTAaTOYHO MOCJEI0BATEeIbHO, TPAMOTHO U JIOTMUECKHU
CTPOMHO U3JIaraTb MaTrepual;

- IPOAEMOHCTPHUPOBATL YMEHHE OPUEHTUPOBATHCA B
JTUTEpaType;
- YMCThb CACJaThb OOCTATOYHO 060CHOBaHHbIe BBIBOJbI IIO
U3JIaraeMoMy MaTepuay.

3 Y 10BIETBOPUTEIIBHO CTyzneHT N0JKeH:
- TPOAEMOHCTPUPOBATH OOIIee 3HAHUE H3YYaEMOro
Marepuaia;
- TOKa3aTh o0Iee BIIAZCHUE MOHATHHHBIM allapaToM
JYCLIUIJIMHEIL

- YMETh CTPOUTH OTBET B COOTBETCTBUU CO CTPYKTYpOIl
U3JIaraeMoro BOIIPOCa;
- 3HAaTh OCHOBHYIO PEKOMEHIYEMYIO MpOrpamMMoil yueOHYIO

JUTEPATYDYy.
4 HeynosierBoputensHo CTyneHT AeMOHCTPUPYET:
- HE3HAaHWE 3HAYUTEIIbHOW 4YacTH MPOTrpaMMHOTO
Marepuana;

- HC BJIaJICHUC MMOHSITHHHBIM afnmnaparomM JUCHUIIIIUHBL,

- CYIIECTBCHHBIC OIIMOKM TPH M3JIOKECHUH Yy4eOHOTOo
Marepuaa;

- HEyMEHHE CTPOHTh OTBET B COOTBETCTBHH _CO
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CTPYKTYPOU HU3JIaraeMoro BOIpoca;
- HEyMEHUE JIeJ1aTh BBIBOJIBI 10 M3J1AraeMOMY MATEPHAITY.

5 3a4TeHo BeicTaBisercs pu COOTBETCTBUU rapamerpam
DK3aMECHALIMOHHOM  IIKajdbl HA  YPOBHAX  «OTJIMYHO»,
«XOPOILLOY», «YIOBIETBOPUTEIBLHO.

6 He3zaureno BeicraBnsercs npu COOTBETCTBUU napameTpam
HK3aMEHALMOHHON IIKaJIbI Ha YpOBHE
«HEYJIOBJIETBOPUTEIHHON.

11.2.2. TectupoBanue

Ne it Ouenka IIxkana

1 OtandHO KonuuecTBo BepHbIX 0TBETOB B MHTEpBasie: 71-100%
2 Xoponio KonnyecTBo BEpHBIX OTBETOB B MHTEpBaJe: 56-70%
3 Y 10BIIETBOPUTEIIHHO KonnuecTBo BepHBIX OTBETOB B MHTEpBaje: 41-55%
4 HeynosnerBoputensHo | KonnuecTBo BepHbIX 0TBETOB B HHTEpBaje: 0-40%

5 3auTeHo KonudecTBo BepHbIX 0TBETOB B HHTepBasie: 41-100%
6 He 3auteHo KonuyecTBo BepHbIx 0TBETOB B MHTEpBasie: 0-40%

11.3. TunoBble KOHTPOJIbHbIE 32IaHUSI MJIH MHbIE MATEPHAJIbI, He00X0AMMBbIE /1JI51 OLEeHKH
3HAHM, YMEHU, HABBIKOB U (MJIH) ONBITA AEATEIbHOCTH, XapaAKTePU3YIOLIHNX ITAIbI
(popMupoOBaHUSI KOMIIETEHIIHI B Ipolecce 0CBOCHHUsI 00pa30BaTeIbHOM NPOrpaMMbl

11.3.1 Bomnpochl M 3agaHuMs JJsi 3a4eTa ¢ OLEHKOW [JIsi OYHOW M 3a04HOH Gopmbl
o0y4eHmusl.

Ponb nnopmanuy B ynpaBieHUH OpraHU3aluei.
CyuHocTh M (QyHKIMH JOKYMEHTA
Opranuzanus paboTbl C TOKyMEHTaMU
Texyuiee XxpaHeHHE IOKYMEHTOB
DKCIepTu3a HEHHOCTH JJOKYMEHTOB
Odopmnenue nem.
Cnaya en B BEIOMCTBEHHBIN apXUB
YHUUKaIMA ynpaBieHYeCKUX JOKYMEHTOB.
Howmenknatypa gen.
. CoctaB u copeprkaHue OpraHu3alluOHHO-pacnopsaauTenbHoi nokymenTanus (Y COP/I)
. CoctaB u opopmiieHHE pacTIOPSANTEIBHBIX TOKYMEHTOB
. CoctaB u ohopmiieHHE OpraHU3allMOHHBIX JOKYMEHTOB
. CocraB u ohopmiieHre HHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB
. Cocras u npaBuia opopmieHus pekBu3uToB 1okymMeHToB (I'OCT P 6.30 — 2003)
. TpeGoBanwus1, mpeapsBisieMble K 0)OPMIICHUIO TOKYMEHTOB.
. JJOKyMEeHTUPOBaHHE TPYAOBBIX IPABOOTHOILICHHH
. Opranuzanus npremMa u NepBUYHON 00pabOTKHU JOKYMEHTOB
. Perucrpanus 10KkyMeHTOB
. [IpaBuua BbI1auy 1€ BO BpEMEHHOE TIOJIb30BaHUE
. Opranuzanus J0KyMEeHT0000poTa
. Ciyx6a J1IOY: Bugsl, GyHKIUH, CTPYKTYpa
. XapaKTepucTHKa U COCTaB JOKYMEHTOB IO JINYHOMY COCTaBy
. KoHTpOb NCTIONTHEHUS TOKYMEHTOB
. UapopmanmonHo-crpaBoyHas paborta
. YHu(UKanus v CTaHIapTU3AIUS TOKYMEHTOB
. Bunst Tpy1oBbIX 1OroBOpOB, IpaBUiIa OPOPMIICHHS
. ®opMupoBaHHUE Aea

PN W=

(NS T NS T NG T NG T NG T NS T NG T NG T gy S e gy S E N S e L o)
N AN DN WN—= OOV WNPAWN—O:
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28. HopmartuBHbI€, 3aKOHOAATENbHBIE JOKYMEHTBI, PETYIHPYIOIIHE MOPSA0K PaOOTHI C
JIOKyMEHTaMU

29. Buasl HoMeHKIATypHl 1€, UX XapaKTepUCTHKA

30. PacnopsimutenbHbIE TOKYMEHTHI, 00pa3yIouecs B IEATeIbHOCTH KOJUIETHATBHBIX OPTaHOB
YIpaBJIEHUS

31. CyurHocTb, BUIBI U COJEpKaHUE yIIpaBlieHYecKoi nH(popMalun

32. llenoBas uH(OpMaLUs U €€ COCTaB

33. Opranuzaiust HHOOPMAITMOHHOTO OOeCTIeYeHUS

34. UadopmarrionHas 6e30MacHOCTb

35. YcnoBust yTpathl HHQOPMAILIMOHHBIX PECYPCOB

36. Coneprxkanue ciaykeOHOU TalHbl U KOH(DUICHINATBHOCTh HHPOPMALIUU

37. Joctyn nepcoHana K KOHGUACHIMAIBLHONW CiykeOHOoM nHdopmanmu

38. IIpaBuna opopmiieHHs, yueTa U XpaHEHUS TPYJOBBIX KHHUKEK

39. IloaroroBka Jles K apXuBHOMY XpaHEHUIO

40. [lenoBast nepemnucka. Buapl u XxapakTepucTHKa CITy>KEOHBIX MTHCEM

41. S3bIK ¥ CTUIIB NET0BOM JOKYMEHTAIUU

42. CucremaTu3alys U TEKyIllee XpaHEHUE I0OKyMEHTOB

43. KoMIbIOTEpHBIE TEXHOJIOTHUH IMOJTOTOBKH JIOKYMEHTOB

11.3.2.1Ipumepsbl TECTOBBIX 3aJaHUI
3aganue 1
UTto 03HauaeT TEPMUH «JTOKYMEHT»?
apryMeHT;
BU3a;
AeJ0;
MIpPUKa3.
3aganue 2
OT KaKoro s3bIKa MPOUCXOAUT TEPMHUH «JTOKYMEHT»?
HEMEIKOT0;
JIATUHCKOTO;
aHTJINHCKOTO;
rpe4yeckoro.
3aganne 3
CoOBOKYNHOCTh pabor, CBSI3aHHBIX C CO3/1aHHEM JIOKYMEHTOB, ux
peructpanmeit,KiiaccupuKaen, IBHKEHUEM, YIeTOM U XpaHEHHEM Ha3bIBAIOTCA ...
KOPPECIIOH/ICHIINEH;
JIEJI0NIPOU3BOCTBOM;
JIOKYMEHTUPOBaHUEM;
AOKYMEHTO0000pPOTOM.
3ananmue 4
Korna 6111 yTBEepoKIeHbI OCHOBHBIE IipaBuia PK?
17.08.95;
30.06.92;
12.12.98;
12.12.00.
3ananue 5
OCHOBHBIE TOKYMEHTHI BHITIOJIHSAIOTCS, HAa KakoM (opmate?
A4 AS;
A8um A 12;
A3 umm A §;
Al2.
3ananue 6
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IIpukas — 910 ...
pacnopsiiuTeIbHbIH JOKYMEHT;
UH(POPMALIMOHHBINA JOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;

JIMYHBIN TOKYMEHT.
3aganue 7
J10JKHOCTHAst HHCTPYKIUS - OTO
pacropsIANTENbHBIN JOKYMEHT;
MH(POPMALMOHHBIN JOKYMEHT;
OPraHM3aUMOHHBIN IOKYMEHT
JIMYHBIN TOKYMEHT.
3aganue 8
IIporokon — 310 ...
pacnopsIIUTENbHBIN TOKYMEHT;
HH(pOPMALMOHHBIN JOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
JIMYHBIN TOKYMEHT.
3aganue 9

IIucemo — 310 ...
pacropsIAUTENbHBIN JOKYMEHT;
MH(POPMALMOHHBIA JOKYMEHT;
CIIPAaBOYHBIN JOKYMEHT;
JIMYHBIN TOKYMEHT.

3ananue 10
[lITaTHOE pacnucaHue — ITO ...
pacropsIANTENbHBIN JOKYMEHT;
HH(pOPMALMOHHBIN JOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
OpraHMU3allMOHHBIN JOKYMEHT.
3ananue 11
Hy6nukat — 370 ...
OpWTMHAJ;
KOIMS JOKYMEHTAa;
CIIPaBOYHBIN JOKYMEHT;
AK3EMILIAP, BbIAABAEMBIN B3aMEH yTPAUEHHOTO IOKYMEHTA.
3ananue 12
Pewenne — 370 ...
pacnopsiiuTeIbHbIH JOKYMEHT;
UH(POPMALIMOHHBINA JOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
OpraHU3al[MOHHBIN TOKYMEHT.
3ananme 13
JloBepeHHOCTH — 3TO ...
pacnopsIUTENbHBIN TOKYMEHT;
HH(pOPMALMOHHO-CIIPABOYHbIN JOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
OpraHMU3allMOHHBIN JOKYMEHT.
3ananue 14
UTJ —»oT10 ...
pacropsIANTENbHBIN JOKYMEHT;
HH(OPMALMOHHO-CIIPABOYHBIH JOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
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JIMYHBIN TOKYMEHT.

3ananmue 15

KT/ —a1o0 ...
pacropsIANTENbHBIN JOKYMEHT;
HH(OPMALMOHHO-CIIPABOYHBIH JOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
JIMYHBIN TOKYMEHT.

3ananue 16

AKT — 9370 ...
pacropsIANTENbHBIN JOKYMEHT;
MH(POPMALMOHHO-CIIPABOYHBIN JOKYMEHT;
CIIPAaBOYHBIN JOKYMEHT;
JIMYHBIN TOKYMEHT.

3ananue 17

JloBepeHHOCTH — 3TO ...
pacropsIANTENbHBIN JOKYMEHT;
HH(OPMALMOHHO-CIIPABOYHBIH JOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
JIMYHBIN TOKYMEHT.

3ananue 18

®akcel 1 E-mail — 370 ...
pacropsIANTENbHBIN JOKYMEHT;
HH(OPMALMOHHO-CIIPABOYHBIH JOKYMEHT;
CIIPAaBOYHBIN JOKYMEHT;
JIMYHBIN TOKYMEHT.

3apanue 19

HckoBoe 3asBieHue — 310 ...
pacropsIANTENbHBIN JOKYMEHT;
MH(POPMALIMOHHO- CIIPAaBOYHBIN JTOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
IOPUAHYECKHH JOKYMEHT

3aganue 20
DKCIepTr3y MeHHOCTH IOKYMEHTOB TIPOBOJIHT ...
KOMHCCHS;
PYKOBOJIUTEIH TIPEATIPUSATHS;
pabOTHUKHU OyXTranTepum;
CHEeHATUCTHI.

114 METOAUYECKUE MATEPUAJIbI, OITPEJAEJIAIOIIUE
IPOLEJIYPHI ONEHUBAHUSI 3HAHU, YMEHUI, HABBIKOB U (UJIN)
OIIBITA AEATEJBHOCTU, XAPAKTEPU3YIOLUX ITAIIbI
®OPMUWPOBAHUS KOMITETEHIUIA
Kauecmeo  3nanuii  xapakTepusyercs  CIOCOOHOCTBIO  oOydaromierocs  TOYHO,
CTPYKTYPUPOBAHHO U YMECTHO BOCIIPOU3BOIUTH HH(GOPMAITUIO, TOTYUYEHHYIO B TIPOIECCE OCBOCHUS
JTUCIMIUIMHBIL, B TOM BHJE, B KOTOPDOM OHa ObUla H3JI0KEHAa B Yy4eOHOM W3JaHUU WU
MPEMNO/IaBaTEIIEM.
Ymenusn, xax npaBuiio, GopMHUPYIOTCS Ha TPAKTUIECKUX (CEMUHAPCKUX) 3aHITHIX, a TAKKE
IpU BBINIOTHEHUH Jab0OpaTOpHbIX pabOT. 3amaHusi, HAMpaBICHHbIE Ha OIECHKY YMEHUU, B
3HAUYUTETFHON CTENEHU TPeOyIOT OT CTYACHTa TMPOSBICHUS CTEPEOTHITHOCTH MBIIUICHHS, T.C.
CIIOCOOHOCTH BBITIONHUTH PaboTy MO oOpasiaM, ¢ KOTOPBIMU OH padoTan B mporecce o0ydeHus.
[IpenomaBaTenp ke OIEHUBAET CBOEBPEMEHHOCTD U TIPABUIILHOCTH BBIIOJTHEHUS 3a/1aHUS.
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Haeviku - 3TO yMEHHS, pa3BUTHIE MU 3aKPEIJICHHBIE OCO3HAHHBIM CaMOCTOSITEJILHBIM
TpyaoM. HaBbiku (opmupyrOTCS HpU CaMOCTOSITEIBHOM BBIMOJIHEHUHM CTYAEHTOM HPAKTUKO
OpPUEHTHUPOBAHHBIX  3aJaHui, MOJEIMPYIOUIMX  pEIIEHHWEe WM  IPOU3BOACTBEHHBIX U
COLIMOKYJIBTYPHBIX 3aJ]ad B COOTBETCTBYIOIIEH o00nacTu mMpodecCHOHANbHON NEATeIbHOCTH, KaK
NpaBUIO, MpPHU BBHIIOJHEHUH JIOMALIHUX 3aJaHUH, KYpCOBBIX MpPOEKTOB (paboT), Hay4yHO-
UCCIJIEIOBATENbCKUX pabOT, MPOXOKICHUH MPAKTHK, MpU padoTe MHAWBHUIYAbHO WM B COCTaBE
IpYMIBl Ha TPEHaKepax, CUMYJATOpax, JabopaTopHoM oOopynoBaHuu U T.71. Ilpu 3TOM CTyneHT
MIOCTaBJIEH B YCJIOBHUS, KOT/Ia OH BBIHYKJIEH CAMOCTOSITENIbHO (TBOPUYECKH) UCKaTh IyTH U CPEACTBa
JUIs  pa3pelleHus I[OCTaBJICHHBIX 3a7ay, CaMOCTOSTEIbHO IUIAHUPOBaTh CBOIO paboTy U
aHaJIM3MpOBaTh €€ pe3yJbTaTbl, MPUHUMATh OIpPEJEICHHbIE pEIHIeHUs B paMKaX CBOHUX
MOJTHOMOYHH, CaMOCTOSATENIbHO BBIOMpAaTh apryMEHTAllMI0O W HECTH OTBETCTBEHHOCTh 3a
MpojieNlaHHyt0 paboTy, T.e. MPOSBUTH BJaJieHWE HaBblKaMH. B3aumojeiicTBue ¢ mpernojgaBareiaemM
OCYILIECTBIISICTCS] TIEPHOAMYECKH 10 3aBEPILICHUIO OMNPEAETICHHBIX ATAlloOB pabOThl M MPOXOJIUT B
BUJEe KOHCybTanmid. [Ipn olieHke BilajieHHs] HaBBIKAMH MPENoJIaBaTeIeM OLEHUBAETCS HE TOJIBKO
NPaBUIBHOCTh PELICHHUs BBIMOJIHEHHOTO 3aJaHus, HO M CHOCOOHOCTH (TOTOBHOCTH) CTYZEHTA
pemars MoJ00HBIE MPAKTHUKO-OPUEHTHUPOBAHHBIE 3aJaHHsl CaMOCTOSITENIbHO (B TEpCIEKTHBE 3a
CTeHaMH By3a) U, TJaBHBIM 00pa30M, CIOCOOHOCTh CTYJI€HTa OOOCHOBBIBATH U apTyMEHTUPOBAThH
CBOM pEIICHUS U TPEJIOKECHHUS.

B Ttabnune mnpuBeneHBl NPOLEAYPHl OLIEHUBAHMS
XapaKTepU3YIOUINX ATarbl GOPMUPOBAHUS KOMIIETEHIIUH.

3HAHWW, YMEHUW U HaBBIKOB,

Bunapl ydeOHBIX 3aHATHI OneHnBaeMbIe [Ipouenypsl oLleHUBAHUS
" KOHTPOJIBHBIX | Pe3yJIbTaThl 00yUeHUs
MEpONPHUATHI
[Tocemenune  cryneHTOM 3HAHUE IIpoBepka  KOHCIIEKTOB
ayJIUTOPHBIX 3aHATHI TEOPETUYECKOr0  MaTepuaia | JIKIMH, YCTHBIM OIpoC Ha
[0  NPOHAEHHBIM  TEMaM | 3aHATHUIX
(MoOTyIIsIM)
Brimonnenue YMEHUA u HABBIKU, IIpoBepka OTufTa,
IIPAKTUYECKUX 3aJaHUN COOTBETCTBYIOILIHE TEeME | 3aIuTa BBITNIOJTHEHHON
paboThI paboThI
TectupoBanue 3HAHUS, YMEHUSA no IIpoBepka TecToB
POV IEHHBIM TeMaM
(MoOTyIIsIM)
[Ipomexxyrounas 3HAHUSA, YMEHUA u 3aueT ¢ OLEeHKOoI
aTTecTanus HABBIKH,
COOTBETCTBYIOIIINE
U3Y4YEHHOH JTHUCLUIUIMHE
Yemuwoit  onpoc - 510 mpouenypa, opraHu3oBaHHas Kak clenuaigbHas —Oecena

IpernojiaBaTeNss ¢ TPYINONW CTYACHTOB ((pPOHTANbHBIM ONMPOC) WM C OTAEIbHBIMHU CTYACHTaMH
(MHIMBUYalbHBIN

OIIPOC) C LIEIBI0 OLIEHKH PE3YJbTaTUBHOCTU MOCEUICHUSI CTyI€HTaMHU ayAUTOPHBIX 3aHATUN
MyTeM BBISICHEHUS CPOPMHUPOBAHHOCTH Y HHUX OCHOBHBIX NMOHSATUN U YCBOEHMSI HOBOT'O Y4eOHOTO
MaTepHana, KOTOpbIH ObLI TOJIBKO YTO pa30o0paH Ha 3aHATHH.

Tecmur sBnsAtOTCA TpocTeiiie (popma KOHTPOJS, HANpaBieHHAs HAa MPOBEPKY BiaJICHUS
TEPMUHOJIOTHUECKUM  allapaToM, COBPEMEHHBIMH HH()OPMAIMOHHBIMU  TEXHOJIOTHUSIMH U
KOHKPETHBIMU 3HAHUSIMH B 00J1aCTU (PYHIAMEHTAJIBHBIX U MPUKIAJHBIX JUCHUIUIUH. TeCT COCTOUT
13 HeOOJIBIIOT0 KOJIMYECTBA HIEMEHTAPHBIX 3aJ[ayu; MOXKET MPEOCTaBIIsAThH BO3MOXKHOCTb BBIOOpa U3
NepeyHsl OTBETOB; 3aHUMaeT 4dacTh ydeOHoro 3aHATHS (10-30 MHHYT); HpaBUIbHBIE pEIICHUS
pa3buparoTcs Ha TOM JK€ MM CIEOYIOLIEeM 3aHATHH, YacToTa TECTHUPOBAHHUS OIpEeIeseTcs
IIPENoAaBaTeeM.

3auem c ouenkoni- npoluenypa OLEHUBAHUS PE3YJbTATOB OOYYEHHs IO IUCIMILIMHAM,

29



pe3yJbTaTOB TMPOXOXKACHUS NPAKTUK, PE3YyJIbTaTOB KYPCOBOTO INPOECKTUPOBAHUS (BBIIOIHEHUS
KypCOBbIX Pa0OT) U T.[., OCHOBaHHAas Ha CyMMHpPOBAaHUU OassiOB, MOJYYEHHBIX CTYJIEHTOM IIO
UTOTaM BBITMIOJIHEHUS UM BCEX BHJIOB Y4eOHOU pabOThl U KOHTPOJIBHBIX Meponpusatuil. [lomyuennas
OayuIbHAsI OLIEHKA MePEeBOAUTCA B HeAUPGEepeHIINPOBAHHYIO WK TU((HEepeHIIMPOBAHHYIO OLICHKY.

Bux, Mecto M KONMYECTBO peaau3yeMbIX II0 JAUCHUIUIMHE TPOLENYyp OLEHUBAHUSA
OTpeIeTICHO B pabodeil MporpaMMe JUCITUTIIMHBI U TOJIOBBIX pa00ounX yU4eOHBIX TIJIaHaX.

Omnwucanue nokasaresnel, KpUTEpUeB U IIKaJl OLIEHUBAHMS 10 BCEM BHJaM y4eOHBIX paboT U
KOHTPOJIBHBIX MEPOIIPHUATHI MPUBEACHO B pasjeie 3 ¢oH/1a OLIEHOYHBIX CPEJICTB MO JUCIHUILIHNHE.

Pa3paboTka OLIeHOYHBIX CPEACTB M pealu3alus MpoLeayp OLUECHUBAHUS PErJaMEeHTUPYIOTCS
JIOKQJIbHBIMH HOPMATUBHBIMU aKTaMH.

12.PEKOMEHAYEMOE HH®OPMAIIMNOHHO-METOINYECKOE
OBECIIEYEHHUE

12.1. HOPMATHUBHOE COITPOBOXJIEHHUE

OCHOBOWi HOPMAaTHUBHOTO COMPOBOXJEHUS AucuuIuinHbl sBisitorcs: PI'OC BO 1o
HanpasneHuto 38.03.02 MeHemKMeHT, OCHOBHasi oOpa3oBaTesibHasl IporpaMMa o HarpaBiICHHUIO
38.03.02 MeHemxkMeHT, ydeOHbIN miaH, paboudas HPOTrpaMMbl JUCHUIUIUHBI, KypC JIEKLUH,
METOAMYECKHE yKa3aHHs 10 OCBOCHHUIO JUCIUILTUHBI, METOAMUECKUE yKa3aHHs IS ayJAUTOPHBIX
3aHATHH.

12.2. OCHOBHAS JIMTEPATYPA

CannunkoB, A. B. Cuctemsl 31€KTpOHHOTO TOKyMEHTO000poTa : yueOHoe mocodue / A. B.
CannankoB. — Mocksa : Aii [Tu Ap Menna, 2023. — 106 c. — ISBN 978-5-4497-2200-3. — Texkct
: anektpoHHblt // LugpoBoit obpasoBarenbhbiii pecypc IPR SMART : [caiitr]. — URL:
https://www.iprbookshop.ru/130529.html (

12.3. JOIOJIHUTEJIbHAS IMTEPATYPA

1. Kysnenos, 1. H. JlokymeHTanmonHoe obecnieueHue yrnpasieHus. JJokyMeHToo00poT U
JIEJIOTIPOU3BO/JICTBO : YUEOHHK M mpakTukyM ajisi By30B / M. H. Ky3nenos. — 4-e uza., nepepald. u
nmorn. — MockBa : UznatensctBo HOpaiit, 2023. — 545 c. — (Bricmee oOpazoBanue). — ISBN
978-5-534-16003-1. — Texcr : snexktpoHHBIH // O6pa3oBarenbHas miatdopma FOpalt [calT]. —
URL: https://urait.ru/bcode/523612.

2. Hoponmna, JI. A. Opranmzanus ¥ TEXHOJIOTHS JOKYMEHTAIIMOHHOTO OOeCTeueHus
yOpaBlieHus : yueOHHUK U mpakTukyM s By30B / JI. A. Jloponuna, B. C. UputukoBa. — 2-e u3.,
nepepad. u mon. — Mocksa : U3narensctBo FOpaiit, 2023. — 270 ¢. — (Bricmee oOpa3oBaHue).
— ISBN 978-5-534-16016-1. — TexkcT : snexTponHslii // O6pazoBaTtenbHas iatdopma FOpaiit
[catiT]. — URL: https://urait.ru/bcode/530251

12.4. PECYPCbI CETU «<MHTEPHET»

DnekTpoHHOo-O0nomoTeynasg cucreMa: «IPRbooksy
Pecypchl 0TKpPBITOro 10CTynA:

1. bubnrorexa MeHeIHKMEHTA
http://www.management-rus.ru

2. KopniopaTuBHBIII MEHEIKMEHT.

http://www.cfin.ru

HoBoctu, myOnukanuu, bubnnoreka ynpaBieHwHs..

3. DHIuKIoNeIusl MapkeTuHTa. bubinoTeka Mapketosora.
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http://www.cfin.ru/

http://Www.marketing.spb.ru

4. DnexrponHas oubnmorexka HR-crienmanucron

http://Www.hrm.ru

KHurn no ynpasiieHHIO IIepCOHAIOM: CTaThbH MO 00YUYSHHIO, YIIPABICHUIO TIEPCOHAIIOM,
aTTeCTAlMIO U JIp.

5. @enepanbHbIil 00pazoBaTenbHbIN TopTan "DkoHomuka, Comuomnorus, MenexmeHT"
http://Www.ecsocman.hse.ru

6. AIMUHHMCTpPATUBHO-YyNpaBiIeHUECKUN opTan "MeHeKMEHT U MapKeTHHT B Ou3Hece".
http://www. aup.ru

KHurwn, crateu, TOKYMEHTEHI 110 aKTyaJIbHBIM BOIIPOCAM MEHE/DKMEHTA M MApPKETHHTA U TIp.
7. EnuHOe OKHO J0cTyTa K 00pa3oBaTeIbHBIM pecypcaM Mo IKOHOMHKE, COLMOTIOTHH,
MEHEIHKMEHTY

http://ecsocman.edu.ru/

8. http://www.systematic.ru/sistemy_upravleniya dokumentooborotom.html

9. http://works.doklad.ru/view/zuPsMafAvU4.html

10. http://www.e-reading.club/bookreader.php

13. METOJIMYECKUE MATEPHAJIBI 1151 OBYYAIOIMXCS IO OCBOEHUMIO
T CHOUTIIMHBI

Jlekuusi — ¢opmMa 0Oy4eHHUS CTYIEHTOB, NMPU KOTOPOU MpernojaBaTellb MOCIeA0BATEIHHO
W3JIaraeT OCHOBHOM MaTepuall TeMbl y4eOHOW MUCHMIUIAHBI. JIEKIHsi — 3TO Ba)XHBIM HWCTOYHHK
uHbOpMallMl TO Kaxaod ydeOHO# nucruruinHe. OHA OpPUEHTHUPYET CTYACHTA B OCHOBHBIX
npo0iieMax U3y4aeMoro Kypca, HalpaBiisieT CaMOCTOATEIbHYI0 paboTy Haa HUM. s jexuuil mo
KOKIOMY TIPEIMETY JTOJKHA OBITh OTJENbHAS TeTpaab Ui Jekiuid. [Ipexe Bcero, 3anuimTe ums,
OTYeCTBO M (aMWIMIO JIEKTOpa, OCTaBbTE MECTO ISl CHUCKAa PEKOMEHJIOBAaHHOW JUTEpaTyphl,
1ocoOui, CrIpaBOYHUKOB.

Byabre BHMMAaTendbHBI, KOTJA JIEKTOpP OOBSIBISET TeMy JeKUWH, oOBbsicHsIeT Bam wmecro,
KOTOpOE 3aHUMAET HOBBIM npeaMeT B Baiield moaroroBke U 4eMmy HOBOMy Bbl cMOkeTe HayuUThCS.
OnBITHBIA CTYACHT 3HAET, YTO, KaK MPaBUJIO, HAa TIEPBOM JICKIIMU TPETOaBaTellb 000CHOBHIBAET
CBOM TpeOOBaHMs, pACKpbIBaeT OCOOCHHOCTM YTEHHMsS Kypca W CIOCOObI Cla4yM 3adyera WM
JK3aMEHa.

OTtcTynuTe Mosi, KOTOpbIe MOHAA00STCS TSl pA3TUYHBIX TOMETOK, 3aMEYaHHU U BOIIPOCOB.

3anuch colep)KaHus JIEKIMH O4YeHb MHIWBUIYyajdbHa, HWMEHHO IIO3TOMY TpPYAHO
MOJIb30BATHCA UYKUMH KOHCIIEKTAMH.

He crecnsiitecs 3amaBath Bompochl mpenomaBatenmo! Yem Oompme y Bac Oyner
uHpOpMalnK, TeM cBOOOHEE U yBepeHHee Brl Oynete cebs 4yBCcTBOBATH!

ba3oBble pekOMeHIAIUN:

- HE cTapalTech JOCIOBHO KOHCIEKTHUPOBATH JIEKIIMH, BBIJCISIITE OCHOBHBIE IMOJIOKEHUS,
cTapalTech NOHATH JIOTHKY JIEKTOPA;

- TOYHO 3aMUCBIBATE OMpeeNeHus], 3aKOHBI, TOHATHUS, (POPMYIIbI, TEOPEMBI U T.J.;

- IepeaBaiTe n3araeMblid MaTepHUa JICKTOPOM CBOMMHU CIIOBAMMU;

- HanboJee BaKHBIE TMOJIOXKEHHS JISKIIUU BBIICTISHTE MOAYEPKUBAHUEM;

- CO3/IaliTe CBOKO CUCTEMY COKPAIIEHUS CJIOB;

- TPUBBIKAWTE NPOCMATPUBATH, MEPEUUTHIBATH MEpe] HOBOM JIEKIIMEH MpeablIyllyIo
nH(pOpMalIIO;

- TOTIOJHSIITE MaTepuan JIeKIU nH(OopMaIuei;

- 3aJ]aBaliTe BOIIPOCHI JIEKTOPY;

- 00s3aTeNbHO BOBPEMs MOTIOJIHANTE BO3HUKIIINE TPOOEIbI.

IIpaBuia TakKTHYHOTO MOBeAeHUS M IPPEKTUBHOIO CIAYIIAHUS HA JCKIUAX:

- Ciymate (M CJIBIIIATE) JPYroro 4ejoBEKa - 3TO HACTOSIIEE MCKYCCTBO, KOTOPOE OYEHb
MPUroAUTCS B OyAylieil mpodeccuoHaNIbHOM 1eATeIbHOCTH IICUXOJIOTA.
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- Ecnm mpenonaBarenb «CKy4HbIN», HO BBl 4yBCTByeTE, UTO OH JIEHCTBUTEIIBHO BIIAJEET
MaTepuajoM, TO CKykKa - 3To yxe Bama nuynas mpoGiema (cTOoUT BooOmIe CIpOCUTh cels, a
HacToALMH 1 BeI cTyieHT, eciin BaM He MHTepeCcHa JeKIUs ClelanucTa?).

CymiecTByeT O4YeHb MOJIE3HBIM MPHUEM, MO3BOJSIOUININ CTYACHTY-IICUXOJOTY OCTaBaThCS B
TBOPUECKOM HANpsDKEHUM JaXe Ha JEKUUAX 3aBEIOMO «HEUHTEPECHBIX» IPENoaBaTesX.
[IpencraBbre, uTo mepes Bamu KIMEHT, KOTOPBIM Y4TO-TO 3HAET, HO €My TPYJIHO 3TO CKa3aTh (a B
KOHCYJIbTaTUBHOM MPAKTUKE C TAKUMHU CUTYAIMSIMU ITOCTOSIHHO TPUXOAUTCS CTaIKUBaThes). OueHb
MHOT'0€ 3/1€Ch 3aBHCUT OT TOr'O, TIOMOXKET JIM CIYUIAOIIMA TOBOPSILEMY Jy4lle H3JI0KUTh CBOU
MBICIM (WM COOOMIUTH CBOM 3HaHMs). HOo Kak MOXET MOMOYb «CKyYHOMY» IPErNoAaBaTEINIo
CTYJIEHT, J1a ellle B O0JIbION ayAUTOPHUH, KOT/1a Aa’ke BOMPOCHI 3a]1aBaTh HEPUIUYHO?

[Ipuem mnpocT — mnocrapaiTech BCEM CBOMM BHJIOM IIOKa3aTh, 4TO Bam «Bce-Taku
UHTEpecHO» U BBl «Bce-Taku BepuTe», UTO MpernojaBaTelib BOT-BOT CKaKET YTO-TO OUYEHb Ba)KHOE.
WU ecinm B ayAUTOpUM HAWIYTCS XOTS OBl HECKOJIBKO TAaKMX CTYJCHTOB, BHHMATEIBHO H
YBOXHUTEIBHO CIYLIAIOMIMX TMPEnojiaBareis, TO MOXET IPOU30HTH «MaJeHbKOE 4yAo», KOrjaa
IIpernoaaBaTeslb «BJIPYI» 3arOBOPUT C YBJIEUYEHHUEM, HAYUHET PacCyXkJaTb CMEJIO U C 030pCTBOM
(MHOrIa TperojaaBaTeay CaMHM WIIYT B ayJIMTOPUU BHUMATENbHBIE W 3aWHTEPECOBAHHBIC JHIA U
HAUMHAIOT YUTAaTh CBOM JIGKIMM, YaCTEHbKO IMOIJISJbIBasg HA TaKUX CTYICHTOB, Kak Obl
«BJIOXHOBJISISICHY» UX J00pOKenIaTeNbHbBIM BHHUMaHueM). Eciu 3To KakeTcsi HEBEpPOATHBIM (THIa
TOT0, YTO «4yJec He OBIBaeT»), MPOCTO BCIIOMHUTE ceOs B TMOAOOHBIX CHUTyalUsiX, KOTAA C
NPUIATHBIM coOeceqHUKOM-ciaymaTeneM Bbl Bapyr oOHapyKuBaeTe, 4TO TOBOPUTE HaMHOTO
yBepeHHee M Jlaxke MHTepecHee A camoro ceds. Ho «MajeHbKoro yyja» MOKET U He POM30UTH,
U TOTJa IJIaBHOE - He OOMKaThCsA Ha MIperojaaBarens (Kak He OOMKaeTcsl Ha CBOEro «TaK M He
Pa3sTOBOPHBILErOCS» KIMEHTA ONBITHBIN ICUXOJIOT-KOHCYNbTaHT). CunTaiite, uto Bam He ynanoch
«3aMHTEpPECcOBaTh» IpernojiaBaTesisi CBOMM BHMMAaHHMEM (OH MPOCTO HE MOBepwiI B TO, uTo Bam
JEHCTBUTENIEHO HHTEPECHO).

- UtoOBI OBITH O0JIEE «ECTECTBEHHBIM» M YTOOBI MpETogaBaTeIb BCE-TaKW MOBEPHII B Ballly
3aMHTEPECOBAHHOCTD €I0 JIEKIUEHN, MOKHO MCIOJIb30BaTh ellle oauH npueM. [loctapaiitecs Mmom4a K
YEeMY-TO «IIPUIPAThCS» B €ro BbICKa3bIiBaHUAX. M Korna Bbl HaiijieTe ciiaboe 3B€HO B PacCykACHUAX
npenogasaTens (a MpU JKEJIAHUU OTO HECIOXKHO CHeNaTh JAaK€ Ha JIEKUUAX HPU3HAHHBIX
TICUXOJIOTHYECKUX aBTOPUTETORB), IOMPOOYUTE «IIPO ceOs» MOCTOPUTD C MPETogaBaTeIeM UITH XOTS
Obl MociylIaiiTe, HE CTaHEeT JIM caM IpernojaBareib «ONpoBepratb ceOs» (MHOTJa OIBITHBIC
IpenojaBaTesid CHayajla MoJ0pachlBalOT MPOBOKALMOHHBIE HJIEH, a 3aTeM Kak Obl camH ¢ coOoi
crnopst). B mo0om citydae, Hecoriacue ¢ mpernojaBaTesieM - 3TO MPpeKpacHas OCHOBA Ui AMaora
(B maHHOM cllydae - JJisl «BHYTPEHHETO JMajora»), KOTOPbIH YK€ Iocje JIEKIIMHM, Ha CeMUHape
MOJKET MPEBPATUTHCA B TUAJIOT PealbHBIA. EcTeCTBEHHO, HE CllelyeT U3BpallaTh JaHHBIA IpUEM U
BCEM CBOMM BHJIOM IIOKa3blBaTh MpeNoAaBaTeNio, 4To Bbl ero «mpesupaere», UYTO OH
«HUYTOXKECTBO» W T. 1. Kputuka (0coOEHHO KpUTHKA IMpernojaBaTens) JOJDKHA ObITH
KOHCTPYKTUBHON U noOposkenarenbHOM. bBynymeMy mcuxosiory BooOIIE€ MpOTHBONOKA3aHO
«JI€MOHCTpPATUBHOE MPE3PEHUE» K KOMY ObI TO HU OBLIO (C COOTBETCTBYIOIIMMH «BBITAPAIICHHBIMH
riazaMu» U «QbIPKAIOIIMM POTHUKOM») - 3TO CKOpee, MPHU3HAK «IallMeHTa», YeM CIelualncTa-
4eJI0BEKOBEAA. ..

- Ecniu Be1 B ueM-To He cornacHsl (MM HE MMOHMMAETE) C MPENoaaBaTesieM, TO COBCEM HE
00s13aTeNIBHO TYT )K€ MepeduBaTh ero U, TeM OoJiee, BBICKAa3bIBaTh CBOU MPEICTABICHHS, JaXKe €CIU
OoHM U KaxyTcsi Bam BepubiMu. [lepeOuBanue npemnogaBaTelis Ha MOIYCIOBE - 3TO BEPHBINA MPU3HAK
HEBOCITUTAHHOCTHU. A BOIIPOCHI CIIEAYET 3a/1aBaTh JMOO MOCIe 3aHATHH (JUI 3TOr0 X HAJ0 KPaTKo
3amucaTh, 4TOOBI HE 3a0bITh), MO0 BBHIOPAaB MOMEHT, KOTJa IPENoJaaBaTeNib CJAelal XOTs Obl
HEeOOJIBIIYIO Tay3y, U 00s3aTe’IbHO U3BMHUBIIKCH. Heykenu He NMpUsATHO caMOMy MOYYBCTBOBATh
ce0s BOCIIUTaHHBIM YEJIOBEKOM, JIa ellle Ha I71a3ax y LeJoi ayauropun’?

IIpaBu1a KOHCIIEKTHPOBAHUS HA JIEKIHUSAX:

- He cnenyer mpiTaThCcsl 3anUCHIBaTh MOJPSA BCE TO, O YEM T'OBOPUT IpenoAaBatens. Jlaxe
€CIIU CTYJIEHT BIIajieeT cTeHorpadueil, 3amucpBaTh BCE BBICKa3bIBaHUS MPOCTO HE MMEET CMBICIA!
Ba)KHO YJIOBUTH IJIaBHYIO MBICIIb U OCHOBHBIE (DAKTHI.
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- XKenarenabHO OCTaBIATH HA CTPAHHIIAX TOJS ISl CBOMX 3aMETOK (M JleNaTh 3TH 3aMETKU
1100 BO BpeMs caMOM JIeKIIUH, TUO0 MpU MOATOTOBKE K CEMUHApaM U IK3aMEHaM).

- EcrecTBeHHO, XenaTeabHO MCIIOB30BaTh MPU KOHCIEKTUPOBAHUU COKPAICHUS, KOTOpBIE
KK MOXKET «pa3paboTaThy JUIsl ce0s CaMOCTOSATENbHO (JIUIIL ObI caMOMY JIETKO ObLIO TIOTOM
pa3o0paThCs ¢ ATUMHU COKPAILICHUSIMH).

- CtapaTbhCsi IOMEHBIIE MCIIONb30BaTh HAa JIEKIUSAX JUKTOPOHBI, MOCKOJIbKY MOTOM TPYJIHO
OyZleT «JIeKOAMPOBaTH» HEPa300pUYMBBIA TOJIOC NpenojaBaTess, BCE PAaBHO IOTOM MpHICTCA
MEPENUChIBaTh JIEKIUIO (@ C rojoca O4YeHb TPYIAHO TOTOBUTHCA K OTBETCTBEHHBIM 3K3aMEHaM),
HaKOHEI, AUKTO(MOHBI YaCTO OTBJIEKAIOT MPEMOAaBaTeNs TeM, YTO CTYJIEHT HMYEro He JAejaeT Ha
JeKIuH (3a Hero, TKOOBI «paboTaeTy TEXHUKA) U OOBIYHO MPOCTO CHJMT, TJISAIS Ha MPErogaBaTes
HEMHTAIOIIMMU TJ1a3aMHU (B3IJIS10M HEMHOTO CKYYAIOIIEro «y/AaBay), a MPeroiaBaTellb 4YyBCTBYET
ce0sl HEeyIOTHO U BMECTO TOT0, YTOOBI CBOOOJHO Pa3MBILUIATH HaJ MPOOJIEMON, YHUTAET JIEKIIHIO
HaMHOT'O XYXe, YeM OH MOT' OBl 3TO cJieaTh (M 3TO HE TOJIKO HAIlM JIMYHbIC BICUATICHUS: OUYCHb
MHOTHE TPENoAaBaTeIM PACCKa3bIBAIOT O MOJO0OHBIX ciydasix). OcoOeHHO Bce 3To 3abaBHO (M
neyanbHO, OJHOBPEMEHHO) B ayAMTOPHUSAX OyIyIIUX IICHXOJIOIOB, KOTOPbIE BCE-TAKU JOJDKHBI
YUYUTHCA YyBCTBOBATh CUTYAlMIO U KaK-TO MOJIOKUTEIBHO BIMSTH Ha OOILIYIO NCHXOJOTHYECKYIO
aTMocQepy 3aHATHSL...

Jis npoBeieHMs TNPAKTUYECKUX 3aHATUN Mpeajiaraercs cieayiolas TeMaTHKa, B
COOTBETCTBUHU € 7 pa3zieraoM pabouel mporpaMMbl JUCIUTUIUHBL:

IIpakTH4yeckoe 3aHsATHE — 3TO OAHA U3 (PopM ydueOHON pabOThI, KOTOpas OPHUEHTHUPOBAHA
Ha 3aKpelyIeHHe H3YyYEeHHOI'0 TEOPETHYECKOro MarepHaia, ero 0Oojee IIyOOKOEe YCBOEHHE H
(dbopMEpOBaHHE YMEHHSI TPUMEHSTh TEOPETHUECKUE 3HAHUS B MPAKTHUECKUX, TIPUKITATHBIX [EIISX.

Ocoboe BHMUMaHHE HAa CEMHUHAPCKUX 3aHATHAX YJIeNsercss BbIpa0OTKE Y4UeOHbIX WIH
npodeccuoHaNbHBIX HAaBBIKOB. Takue HaBbIKM (OPMHPYIOTCS B TMPOLIECCE  BBITOJHEHUS
KOHKPETHBIX 33JaHUi — YIOpaXXHEHWH, 3aady W T.I. — MOJ PYKOBOJACTBOM U KOHTPOJEM
npenoaaBaTes.

l'oToBsICH K CEMUHAPCKOMY 3aHATHIO, TEMAa KOTOPOTO BCErJa 3apaHee M3BECTHA, CTYIEHT
JIOJIKEH OCBEXHTh B MaMATH TEOPETHUECKHE CBEJCHHS, MOJYYCHHbIE HA JIEKIUSAX U B Ipolecce
CaMOCTOSTENIbHOW paboThl, MOJ00paTh HEOOXOAMMYIO YUEOHYI0 M CIPABOYHYIO JIUTEpaTypy.
Tonpko 3T0 06ecneunT BBICOKYIO 3 (HEKTUBHOCTh YUEOHBIX 3aHATUH.

OTnuuuTeNbHOM 0COOEHHOCTHIO CEMUHAPCKUX 3aHATHH SBIISAETCS aKTHBHOE y4acTHE CaMUX
CTYJIEHTOB B OOBSCHEHUHM BBIHECEHHBIX Ha PAacCMOTpEHHE MpoOJeM, BOIPOCOB; MPEIoJiaBaTelb,
JaBasi CTYJEHTaM BO3MOXKHOCTb CBOOOJHO BBICKA3aThCsl MO OOCYXKAaeMOMY BOIPOCY, TOJBKO
MOMOTaeT UM MPABUIIBLHO MOCTPOUTH OOCykJeHHe. Takas yueOHas 1enb 3aHATHSA TpeOyeT, 4TOObI
yyamuecss ObUIM XOpOIIO IOJATOTOBIEHBI K HeMmy. B mpoTuBHOM ciydae 3aHsiTHE He Oynaer
NEHCTBEHHBIM WM MOJXKET IPEBPATHTHCS B CKYYHBI OOMEH BOMpPOCAMH M OTBETaMH MEXKIY
IpernoJiaBaTeNeM U CTYACHTaMH.

IIpu noAroToBKe K NPaKTHYECKOMY 3aHATHIO:

- TNpOoaHANIM3UPYHTE TeMy 3aHATHs, NOJyMalTe O IIeMd M OCHOBHBIX HpoOliemax,
BBIHECEHHBIX Ha 00CYXKJIEHHUE;

- BHUMATENIbHO NPOYUTaiiTe MaTepua, JaHHBIA IpernogaBaTeeM Mo ITON TeMe Ha JEKIHHU;

- U3y4YHUTE PEKOMEHIOBAaHHYIO JUTEPATypy, Jejast MPU 3TOM KOHCIEKThI TPOYUTAHHOTO WIIH
BBINKCKH, KOTOPBIE TOHAA00TCS TIPU 00CYKJICHHH Ha 3aHITUH;

- ocrapaiitech chopMyIHpOBaTH CBOE MHEHHE 10 KaXX0MY BOIPOCY U apryMEHTHPOBaHHE
ero 000CHOBATh;

- 3allMIINTE BO3HMKIIME BO BpPEMs CaMOCTOSTENbHOM paboThl ¢ yueOHMKaMU U Hay4HOM
JUTEPATypOi BOMPOCHI, YTOOBI 3aT€M HA MPAKTUYECKOM 3aHITHUHU MOJTYYUTh HA HUX OTBETHI.

B npouecce padoTbl HA IPAKTHYECKOM 3aHATHU:

- BHHMMATEJIBHO CIyIIaiiTe BBICTYIUICHUS JPYIMX YYacTHUKOB 3aHSTHs, CTapaiTech
COOTHECTH, COTIOCTaBUTh MX BBICKA3bIBAHUS CO CBOMM MHEHHUEM;

- AKTUBHO Y4YacTByiiTe B OOCYXICHHMM paccMaTpHUBaeMbIX BOIIPOCOB, He OoiiTech
BBICKa3bIBaTh CBOE MHEHHUE, HO cTapaiiTech, 4TOObl OHO OBLIO MOJKPEIUIEHO YOeIUTEeTbHBIMU
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JIOBOJIAMU;

- €CJIH BBl HE COTJIACHBI C YbMM-TO MHEHHEM, CMEJIO KPUTHUKYHTE €ro, HO IOMHHTE, 4YTO
KPUTHKA JIOJDKHA OBITh 00OCHOBAHHOM M KOHCTPYKTHBHOM, T.€. HECTH B cebe KaKoe-TO KOHKPETHOE
MIPEAJIOKEHUE B KAUECTBE aJIbTEPHATUBBI;

- TIOCJIE CEMHUHApPCKOT0 3aHATHA KpPaTKO CHOPMYIMPYHTE OKOHYATENbHBIM MpaBUIIbHBINA
OTBET Ha BOMPOCHI, KOTOPbIE OBUIM PACCMOTPEHBI.

[IpakTHyeckoe 3aHATHE TOMOTaeT CTYAeHTaM INIyOOKO OBJIAJAETh MPEIMETOM, CIIOCOOCTBYET
pa3BUTHIO Yy HHUX YMEHHS CaMOCTOSTENbHO paboTarh ¢ y4eOHOMl suTeparypod u
NEPBOMCTOYHUKAMH, OCBOCHHMIO UMM METOJOB HAay4YHOM pPabOThl M MPHUOOPETEHUIO HABHIKOB
HAay4yHOM aprymeHTanuu, Hay4yHoro wMmbinuieHus. IIpemopaBarenmio e paboTa cTyaeHTa Ha
IIPAKTUYECKOM 3aHSATHUU IO3BOJIAET CYJIUTh O TOM, HACKOJIBKO YCIICIIHO U C KaKUM XEIaHUEM OH
OCBaMBacT MaTepHall Kypca.

13. MEPEYEHb HH®OPMAIIMOHHBIX TEXHOJIOTI' U 1 MATEPUAJIBHO-
TEXHUYECKAS BA3A

13.1. COBPEMEHHBIE IHIPO®ECCHOHAJIBHBIE BA3bl JAHHBIX H
NH®OPMAILIMOH [Ins ocymiecTBieHUs 00pa3oBaTeIbHOTO TIpollecca MO JIUCIUTLINHE
HE00XOIMMBI CIIEAYIOLIME IPOrpaMMHOe oOecrieueHre U MH()OPMAIIMOHHBIE CTIPABOYHbBIE CUCTEMBI:

1. DnexTponnas oubnumoreunas cucreMa [IPRbooks - http://www.iprbookshop.ru

2. Hayunas snektpoHHast 6ubiaroTeka elibrary.ru - http:/elibrary.ru/project_authors.asp?

13.2. MATEPHAJIBHO-TEXHUYECKAS BA3A

Peanuzanust oOpazoBaTenbHOrO mpolecca Mo aucuuiuinHe «Cucrema  ynpaBiIeHUS
JIOKYMEHTOOOOPOTOMY» OCYIIECTBIISIETCS B CIEAYIOUINX ayTUTOPUSX:

1. 3anatua nexuumoHHoro tuma - ayauropus Ne504: 32 mecra (16 crosos, 32 cryna), 1
nocka, 4 crenna, 1 cron npenogasarens, 1 kageapa, Bemaaka HaoIbHas — 2 IIIT.

2. Jlns mpoBeeHUs MPaKTUUECKUX 3aHATHN ucnonb3yerca ayautopus Ne504: 32 mecra (16
cToJioB, 32 cryma), 1 mocka, 4 ctenma, 1 cron npenoaasatens, | kadeapa, Bemaika HarmoixbHas — 2
IIT.

3. Jlma camMocTOATEeNbHOM pabOThl  CTYACHTOB  HCIIOJB3YEeTCS  MOMEIICHUE IS
CaMOCTOSITENIbHOW paboThl, OCHAIIEHHOE KOMIIBIOTEPHON TEXHUKOW, MOJKIIOUEHHOH K CETH
«uatepuer» u noctynom B OMOC: Kabuner Ne405: 20 mect (10 cTomos, 20 crynses), 1 gocka, 8
CTeHJ0B, | Kadenpa, Bemanka HarnosnbHas — 1 wt, 8 [I9BM c¢ Beixonom B MHTEpHET, mpunTep — 1.

4. J1ng npoBeaeHUs TPYIIOBBIX U WHAUBUAYAIbHBIX KOHCYJbTAIMI, TEKYIIEr0o KOHTPOJIS U
IIPOMEXYTOUYHON  arTecTalliy  MCMOJNb3YeTCsd  ayAuTOpUs  JUIsl  TEKYLIEro KOHTpOJsd U
npomexxyTounoi arrectamuu Ne503: 40 mect (20 cTonos, 40 crynbeB), 1 gocka, 5 cteHnoB, 1 cTo
npernojasatens, | kadenpa, Bemanka HanojabHas — 2 MIT.

Pabouyro nporpaMmy IuCHUIIHHBI COCTABIJL:
XBocteHko TarbsiHa MuxaiiioBHA, KaHIUIaT SKOHOMUYECKUX HAYK, JOIEHT Kadeapbl « IKOHOMHUKA
U yIIpaBJIeHUE», BpSIHCKUIT MHCTUTYT yrpaBieHus U OU3Heca

Paboyasi mporpaMMa AMCUMIUIMHBI PAaccMOTpPeHAa M YTBepiKJAeHAa Ha 3aceJaHHM CEeKIHH
«MeHexKMeHT»:

npotokoi Ne 1 ot «29» aBrycra 2023 r.

3aBenyONMi CeKIuen /T.M. XBOCTEHKO
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