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1. AHHOTAIIUA K JUCIHUIIJINHE



B cootBerctBUM ¢ DenepanbHbIM roCyAapCTBEHHBIM OOpa30BaTEIbHBIM CTAaHJAPTOM BBICILIETO
oOpazoBanus mo HanpaBieHuto mnonaroroBku 38.03.02 Menemxkment (ypoBeHb OakalaBpuara)
YTBEPKJICHHBIM MPHUKA30M MUHHUCTEpCTBA HAyKH M BbIciiero oopasoBanus P® ot 12.08. 2020r. N970
muctuminHa «CuctemMa ynpaBieHHs JTOKYMEHTO000pOTOM» BXOJUT B COCTaB 00s3aTeNbHOM YacTu 0JIoKa
1 «ductumiunel (Mogynu)». [laHHas QUCHMIUIMHA, B COOTBETCTBHHM C Y4€OHBIM IUIAHOM HHCTHUTYTA,
SBIIICTCS 0053aTeIBLHON JJI U3YUCHHUS.

MecT0 AUCHMIUIMHBI B CTPYKTYpe OCHOBHOH TmpodeccHOHAIbHONH 00pa3oBaTebHOM
MpOrpamMMmsl

Hacrosimass aucuuiimHa BiiIOYeHa B 00s3aTenpHY0 4acTh briokal y4yeOHBIX IJIaHOB IO
HanpaBieHuto noaroroBku 38.03.02 MeHeXKMEHT ypoBeHb OaKkaiaBpuaTa.

JucnuniamHa w3ydaercss Ha 1 Kypce BO 2 ceMecTpe, 3a4eT C OICHKON mpu O4YHOH ¢dopme
oOyueHus, Ha 4 Kypce B 9 ceMecTpe, 3a4eT C OLIEHKOW MPU 0YHO-3a09HON (hopme 00yueHHs U Ha 2 Kypce
B 4 cemecTpe, 3a4eT ¢ OIICHKOW IPH 3a09HOU (hopme 00ydeHHSI.

Heab u3ydyeHusi JUCHUIIMHBI: (GOPMHUPOBAHKHE Y OOYYAIOIIUXCS CHUCTEMbI 3HAHWUW B 00JIACTH
TEOPHH U MPAKTUKU CUCTEMBI YIIPABICHUS JOKYMEHTOOOOPOTOM.

3agaum:

- pa3zpabaThiBaTh MPEUIOKEHUS MO pallMOHATU3AIMH CTPYKTYPhl YIPABICHUS MPOU3BOACTBOM B
COOTBETCTBHMM C NEISIMH M CTpaTErvel opraHu3aluH, JEeHUCTBYIOIMMUX CcHUCTeM, (opM U METOIOB
praBHCHI/Iﬂ HpOI/ISBOI[CTBOM, 110 COBepI_HCHCTBOBaHI/IIO OpF aHI/ISaLII/IOHHO-paCHOpHHHTeHLHOﬁ
JIOKyMEHTAIlMd U OpraHu3aluu JOKYMEHTOOO0OpOTa, MO BHEAPEHUIO TEXHUUYECKHX CPEACTB 00pabOTKH
UH(OPMALIUH, IEPCOHATIBHBIX KOMIIBIOTEPOB U CETEl, aBTOMAaTU3UPOBAHHBIX PA0OOYHX MECT

Komnerenuun odyuaruierocsi, popmMupyembie B pe3yJibTaTe 0CBOEHHUS M CUUILIUHbI:

OIIK-6. CriocobeH MOHMMATh MPUHITUIIEI pa0OThl COBPEMEHHBIX MH(POPMAITMOHHBIX TEXHOJIOTHUMA
Y UCTIOJIB30BaTh UX JJIS pelIeHUs 3a1a4 IpodeCCUOHATBLHON ACSITENEHOCTH.

OIIK-6.2. Ucnonws3zyeT coBpeMeHHbIE HH(POPMAIMOHHBIE  TEXHOJOTHH B  CHCTEME
JIOKYMEHTOO00pOTa yIPaBISIONIETO O0BEKTA.

IIK-3. Bnagenwe HaBbIKaMH pa3pabOTKH TPEIJIOKEHHH TIO0 PAMOHATU3AINKN CTPYKTYPBI
yIpaBieHUs] MPOU3BOACTBOM B COOTBETCTBHUU C LEISIMU U CTpaTerueil opraHu3aluu, JEeUCTBYIOIIUX
cucteM, (OpM U METOJIOB YMPABICHHUS IPOU3BOJCTBOM, IO COBEPUICHCTBOBAHHIO OPTraHU3ALMOHHO-
paclopsAUTeIbHONW JTOKYMEHTAIIMA W OpPTaHM3allMHi JOKYMEHTOOOOpOTa, MO BHEAPEHUI0 TEXHUYECKUX
cpelnctB 00paboTku HHGOpPMaLMU, MEPCOHANbHBIX KOMIBIOTEPOB M CETEH, aBTOMATU3HPOBAHHBIX
pabodux Mect

IK-3.1 ®opmysHpyeT  NPEUIOKEHUS MO0  COBEPIICHCTBOBAHUIO  OpPraHU3alMOHHO-
paclopsAUTEIbHON JTOKYMEHTAIIMA W OpPTaHHM3allMi JOKYMEHTOOOOpOTa, MO BHEAPEHUI0 TEXHUYECKUX
cpelnctB 00paboTku MHGOpPMalLMK, MEPCOHATIbHBIX KOMIBIOTEPOB M CETEH, aBTOMATU3MPOBAHHBIX
pabouux mecT.

2. IlepeyeHb NIAHHpPYEMBIX Pe3yJbTATOB O0y4YeHHsI, COOTHECEHHBIX C INIAHMPYeMBIMHU
pe3yJbTaTaMH 0CBOEHHMSI OCHOBHOM NpodeccHoHaIbHOI 00pa30BaTeIbHOM NMPOrPaMMBbI

[Iponiecc  m3yueHWs  TUCHMIUIMHBI ~ HampaBlieH Ha  (OPMHUPOBAHHUE  KOMIICTCHLUH,
npeaycMmoTpeHHsix PI'OC BO mno wampaBiaenuto mnoarotoBku 38.03.02 MenemkmeHnT (ypoBEHB
OakanaBpuaTa) U Ha OCHOBE NPO(PECCHOHATBHBIX CTaHAApTOB «CHEenMaIucT MO CTPAaTEerH4ecKoMy U
TaKTUYECKOMY  IUJJAHUPOBAaHUIO U  OpraHu3allid  [POU3BOJICTBA», YTBEPXKIEHHBIA  IMPUKA30M
MunucreperBa tpyna Poccun ot 08.09.2014 2020 roga N 6091n; «Cnenuanuct no (GpUHAHCOBOMY
KOHCYJIbTUPOBAHHUIO», YTBEPKICHHBIN mpukazom MunuctepctBa tpyaa Poccun ot 09.04.2015 roga N
36805 n; «CnenuanucTt 1o yNpaBICHUIO PUCKaMKW», YTBEPXKACHHBIN IpukazoM MuHHcTepcTBa TpyAa
Poccun ot 30.08. 2018 roga N 564H.

Kon Pe3yabTarhl 0cBOEHMS
komnereHuuu | OIIOII (conep:xkanue

DopMblI

HNHaukaTopbl 10CTHKEHUS] KOMIIeTeHIM i .
o0pa3oBaTeJbHOI
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ACATECJIbHOCTH,

CIoco0CTBYIOLINE
KOMIIETEeH 1) dopMupoBanuio u
Pa3BUTHIO
KOMIIeTeHIIM U
OIIK-6. CriocoOeH MoOHUMATh OIIK-6.2. Ucnonb3yeT cCOBpeMEHHbIE KonrakrHas

MIPUHLUTIBI Pa0OTHI WH(pOPMAIIOHHBIE TEXHOJIOTHH B CHCTEME pabora:
COBpPEMEHHBIX JOKyMEHT0000pOTa ypaBisitoniero oobekra. | Jlexnun
MH(QOPMAIIOHHBIX 3HATh: KJIACCHI DKOHOMHUYECKUX CUCTEM, [IpakTrueckue
TEXHOJIOTUH U conep:xanue QyHKUUi OU3HEC-IPOLECCOB; 3aHATHA
WCTOJB30BaTh UX IS coJiepKaHle CUCTEMBI IOKyMEHTO000pOTa; CamocrosTenpHas
pelieHus 3aga4d BUJIbI JOKYMEHTOB U HX CBSI3U C OM3HEC- pabora
npoQeccHoHaNTBHON IpoLeccCaMy; IPOLEAYPhI COCTaBICHHUS,
JIESITEeTFHOCTH. MOJTy4eHUs], Tiepeiaun, 00paboTKu 1

XpaHeHUs JOKYMEHTAIUU B opuce; KIacChl

MH(POPMALIOHHBIX TEXHOJIOTHA,

UCTIOJIb3YEMBIX JUIS COCTAaBICHUS

JIEKTPOHHBIX TOKYMEHTOB; METO/IbI U

CpeICTBa MOAETUPOBAHMSI, aHAJIN3A U

COBEPILIEHCTBOBAHUS JOKYMEHT0000pOTA.

YMeThb: COCTaBIATh JOKYMEHTHI,

OTpaXKaIOIME COBEPIICHHBIE X035 ICTBEHHbIE

orepaLuy, BeCTu 0a3y 3MEeKTPOHHBIX

JOKYMEHTOB; OPTaHU30BbIBATh

KOJUIEKTUBHYIO 00paOOTKY JOKYMEHTOB U

nepeaaBaTh JOKYMEHTHI B PEXKUME

3JIEKTPOHHON IOYTHI; COCTABIIATH MapLIPYTHI

NepeIBUKEHNS JOKYMEHTOB U On3Hec-

MIPOLIECCOB ¥ KOHTPOJIMPOBATH UX

UCIIOJIHCHNE

Baanernb: HaBBIKaMu pabOTHI €

MIPOrpaMMHBIMHU MPOTYKTaMH,

oOecrieunBaromnX 3G GHEKTUBHBINA

JIOKyMEHTO000POT

K-3 Buianenue HaBbIKaMu [1K-3.1 ®opmynupyeT NpeagoxKeHHs Mo KoHrakTHas

pa3paboTku COBEPIIIEHCTBOBAHMIO OpraHU3allMOHHO- pabora:
NPEeAIOKESHUH 110 pacropsAnTeNTbHON TOKYMEHTALUN | Jlexun
pannoHaNIN3aN OpraHu3alyyu J0KyMEHT0000poTa, 110 IIpaktuueckue
CTPYKTYpPHI YIIPaBJIE€HUS | BHEAPEHHUIO TEXHUUECKUX CPEJICTB 3aHATHSA
MIPOU3BOACTBOM B 00paboTKH HHPOPMALIUH, IEPCOHATBHBIX CaMocrosTenpHas
COOTBETCTBMU C LIEJISIMH | KOMIIBIOTEPOB U CETEH, pabora

U CTpaTeruei
OpraHu3aluy,
JEHCTBYIOLIUX CHCTEM,
thop™m 1 MeTo10B
yIpaBIICHUS
HPOU3BOACTBOM, TI0
COBEPIICHCTBOBAHUIO
OpraHU3aIOHHO-
pacnopsAuTeNEHON
JOKYMEHTAIuH U
OpraHu3anuu
JIOKYMEHTO000pOTa, 0
BHEJIPCHUIO
TEXHUYECKUX CPEJCTB
00paboTKu
UHQOPMALH,
HIePCOHAIBHBIX
KOMIIBIOTEPOB U CETEM,

aBTOMATHU3UPOBAHHBIX pab0UMX MECT;
3HaTh: CTaHAAPTHl YHU(DUIUPOBAHHON
CHCTEMBI OPraHU3alMOHHO-
pacropsIMTeNbHON TOKYMEHTAIINH, SHHYTO
crcTeMa TeXHOJIOTHYECKOH JOKYMEHTAIINY;
coJiep>KaHUE CUCTEMBI IOKYMEHTO000pOTa;
BUJIBI IOKYMEHTOB 1 HX CBSI3H ¢ OM3HEC-
HpolLecCcaMy; MPOLEAYPhl COCTABICHHUS,
MOJTy4eHUs, nepenaun, 0opaboTKu 1
XpaHEHHs TOKYMEHTAINH B 0HCe; KIaCChI
WHPOPMAIOHHBIX TEXHOJIOTHA,
UCTIOJIb3YEMBIX JUTS COCTAaBIICHHUS
ANIEKTPOHHBIX JOKYMEHTOB; METO/BI
CpEIICTBa MOJICITUPOBAHMS, aHATIN3A U
COBEPIIEHCTBOBAHHUS IOKyMEHTO000pOTa.
YMern: pa3pabaTeiBaTh MPEIIOKEHUS IO
COBEPIICHCTBOBAHUIO OPTaHU3AI[IOHHO-
pacropsyIMTeILHON IOKYMEHTAIMN 1
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ABTOMATHU3UPOBAHHBIX OpraHu3alny J10KyMEHTO000pOTa;
pabounx MecT; COCTaBIISITh JOKYMEHTBI, BECTH 0a3y
3NIEKTPOHHBIX JOKYMEHTOB, COCTABIIATh
MapLIPYTHI IEPEABUKECHUS JOKYMEHTOB U
OM3HEC-TIPOIIECCOB U KOHTPOJIIMPOBATh UX
UCIIOJIHEHHE; CO3/1aBaTh
aBTOMAaTH3HPOBAHHEIC pabovHe MecTa ¢
WCIIOJIb30BaHNEM MIEPCOHATBHBIX
KOMITIBIOTEPOB, paboTaTh B CETH.
Bianers: HaBBIKaMH pabOTHI C
IIPOTPaMMHBIMU IIPOLYKTaMH,
oOecrieunBaromnX 3 HEKTUBHBINA
JIOKYMEHTO000POT

3. O0beM IMCHUILIMHBI B 32a4Y€THBIX €JUHHUIAX C YKA3aHMEM KOJIHYECTBA aKaJeMHYeCKHX
4acoB, BbIIEJEHHBIX HA KOHTAKTHYI0O PadoTy o0yyawinuxcsi ¢ mnpenoaasarteieM (1Mo BHIAM
3aHATHI) H HA CAMOCTOSAATEJIbHYI0 padoTy 00y4aromuxcst

O6H.Iai[ TPYAOCMKOCTD JUCHUIIJIMHBI COCTABJISACT 4 3a4eTHBIX CAWHUII.

3.1 O0béM TMCUMILTHHBI IO BUAAM YUeOHBbIX 3aHATHI (B Yacax)

Bcero uyacos
O0bEM AUCHUIITHHDBL oyHas popma OHHO-3a0HHA 3aouyHast hopma
o0OydeHus opma o0OydeHus

o0OyueHus

OO6I111as TPYIOEMKOCTD JTUCIUIIUHBI 144

KonTakTHast pabota oOyJaronmxcs ¢ 54 30 12

peroaaBareieM (BCero)

AynutopHas pabota (Bcero): 54 30 12

B TOM YHCIIE:

Jlexuun 18 10

CEMHUHAPBI, IPAKTUYCCKHUE 3aHATHS 36 20 8

nabopaTopHbIE padOTHI

Bueaynuropnas pabota (Bcero):

B TOM YHCIIE:

CamocrosTernbHas pabota o0yuarommuxcs (Bcero) 90 114 128

Buj npomMeKyTo4HOH aTTecTanuy 00yJaromerocs — 4

3a4eT C OICHKOM

4. Coaep:kaHue IMCUMILUIMHBI, CTPYKTYPHMPOBAaHHOe MO TeMaMm (pa3aejaM) ¢ yKa3aHHeEM
OTBEJIEHHOT0 HA HUX KOJIMYeCTBA aKaJeMHYeCKHX YacOB U BUAOB Y4eOHBIX 3aHATHI

4.1 Tematuyeckasi CTPYKTypa AUCHUTLIHHBI

N HaunmeHoBanue Tema 3aganus BsipabaTbiBaemast
JAE AUAAKTHYECKOH eTHHUIIBI KOMIIEeTeHIUSI
1 Opranusanus 1 | CrpykTypa ynpaBieHHs IPOU3BOACTBOM [IK-3
JIOKYMEHTAIlMOHHOTO U €€ COOTBETCTBHE C LIEISAMH U
obecrnieueHus yrpaBieHHs B cTpareruel opraHu3aluu.
SKOHOMMYECKOU CUCTEME 2 | JoKkyMeHTauMOHHOE obecreucHne
ynpasyeHus. I'paduk 1oKyMeHTO000pOoTA.
3 | VHu}UIMpoBaHHBIE CUCTEMBI

KJ1accupUKaMy U KOIAMPOBAHUS YIETHBIX
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HOMEHKJIATYp

2 Bune! ynpaBiaeHueckux 4 | Knaccudukauusi JOKyMEHTOB. [IK-3

JOKYMEHTOB M IIpaBUJjIa UX 5 | OyHKIMHU JOKYMEHTOB.
odopmiieHust 6 | PexBU3UTHI ynpaBlIeHUECKUX TOKYMEHTOB
Y mpaBuyia uX oopMIIeHUsI
3 OpraHusanus cuCTEMBI 7 | IlpaBoBas 6a3a >JIEKTPOHHOTO OIIK-6,
YIIpaBJICHUS 3JIEKTPOHHBIM JIOKYMEHTO000pOTAa. IIK-3
JIOKYMEHT0000pOTOM 8 | Ha3nauenue u BUIBI cUCTEM

IEKTPOHHOT'O TOKYMEHTO000poTa

9 | Co3nanue aBTOMaTU3UPOBAHHBIX pabOYNX
MECT B YCIIOBHHU pabOTHI C CHCTEMO
3IIEKTPOHHOTO IOKYMEHTO000pOoTa

4.2 Pa3jeibl JMCHUIUIMHBI M TPYI0EMKOCTD 10 BUAAM YUeOHBbIX 3aHATHI (B aKaJeMUYeCKUX
yacax)
JUTsL OYHOUM (hOpMBI OOYICHUS

Buasbl yueOHoii padoThl, BKJIIOYas
CaMOCTOSITEJILHYIO Pa00OTy CTYy€HTOB U
TPYA0EMKOCTH (B Yacax) Bu1 0LIeHOYHOr0
« cpencTBa
[
& S | E TEKYLIero
2 S| &8 KOHTPOJIsI
5| = g ycmeBaeMocCTH,
N3 Hux aynuropHbie | £ || & "
SANSTTHS S| X % | npomexyTouHOM
S 5| 8 aTTecTalun
) 1>
o = = = (no cemecmpam)
Pasnennl S S S| =
Neni/mn s =
JTHCITHTITHHBI =
© | Beero a2 | —
= =
s =
2 E
S &
= | § | §2
= | 5 | 25
= : -
< = o =
] > 2] s
= = g3
= = 9
= >
2 i
< ]
=Y =7
= =
Opranusanus
AOKYMCHTAlIMOHHOI'O
obecrieueHus Onpoc
1 21 30 | 4 6 20 poc,
yIpaBJICHUS B TECTHUPOBAHHE
SKOHOMUYECKOH
CUCTEME
Buner
YIpaBIeHUECKUX 0
poc
2 JIOKyMEHTOB H 2 70 8 16 46 Poc,
I TECTHPOBAHHE
ohopMIICHUS
OpraHu3zaius CUCTEMbI
3 YIpaBICHUS ) 44 6 14 24 Omnpoc, pemieHne
AJIEKTPOHHBIM 3a/au
JIOKYMEHTO000POTOM
Kontpons 2
144 18 36 920




JUTsl OYHO-3209HOM (hOpMBI 00YUIEHUS

Bunsbi yueOHoii padoThl, BKJIIOYas
CaMOCTOSITEJILHYIO PAaGOTy CTYJ€HTOB H
TPY/10eMKOCTh (B 4acax) Buj ouenounoro
= cpeacTsa
o
5 S | B TEKyLIero
2 S |8 KOHTPOJISI
S (o= g ycrneBaeMoCTH,
N3 Hux aynuropHbie | £ || < = ..
(| = % | mpoMe:KyTO4YHO¥
3aHATHSA Sl 2| &
o § ) aTTeCTAIlNA
S S| 2
o = = = (no cemecmpam)
<
Pazgensl 3 © 5 =
Nen/m s
AUCHUTLUIMHBI = N
© | Beero S ;
= =
2 | B
) =
=| § |32
=l B | 9F
= : ¥ =
< = 0 =
] ) Y =
= & g2
= = O
= >
& <
< ]
2 | &
= | =
Opraamzamnus
JIOKYMEHTAIIMOHHOT O
obecrieueHust Omnpoc
1 9 30 | 2 2 26 poc,
yIpaBICHHS B TECTUPOBAHHE
SKOHOMHYECKOHN
CUCTEME
33791051
YIPaBICHUECKUX 0
npoc
2 JIOKyMEHTOB U 9 70 4 10 56 poc,
TECTUPOBAHHE
MpaBuIa UX
ohopMIIeHUS
Opranu3aiusi CUCTEMBI
TIpaBJICHUS Ompoc, pelieHue
3 P 9 | 44 | 4 8 32 poc, P
AJIEKTPOHHBIM 3aja4
JOKYMEHTO000pOTOM
KonTtpons 9
144 10 20 114
JUISE 3209HOU (hOpMBI 00YUYEHUS
Buabl yueoHo#i padoThl, BRIIOYAN
CaMOCTOSITEJILHYI0 Pa0oTy CTYy1€HTOB U
TPY/1I0€MKOCTh (B 4acax) Buj ouenounoro
= cpeacrTBa
[
= = S s TEKYIero
Ner/n Paznenst 2 E S l§ KOHTPOJIsSI
B AUCHUTLUTMHBI 5 S | = 2 ycrneBaeMoCTH,
o N3 Hux aynuropubie | £ || < = .,
Bcero R E % | mnpoMexyTO4HO¥
3aHATUA g y 2 8
8 g o arrecTaluu
S 2| 2
= = <% (no cemecmpam)
« = >
@) o =
=z




= -
e ®
« =
S, =
) =
< | § | §2
S| = |98
= . -
4 = o =
] > 2] s
= % 59
= = o
= =
> i
= =
2, 2,
= =
Opranuzanus
JOKYMEHTAIlHOHHOT O
obecrieueHus Ompoc
1 4 | 30 1 2 27 poc,
YIpaBJICHUS B TECTUPOBAHHE
SKOHOMHUYECKOU
CHCTEME
Bunnr
YIpaBICHUECKUX 0
poc
2 JIOKyMEHTOB U 4 70 2 4 64 poc,
TECTHUPOBAHHE
MpaBujIa UX
odopmIteHUS
OpraHu3anus CUCTEMbI
TIPaBIIEHUS Ompoc, perieHue
3 viip 41 40 |1 2 37 poc. p
3JIEKTPOHHBIM 3a1a4
JIOKYMEHTO000pOTOM
Kontpoas 4 4
4 (3auer ¢
144 4 8 128/ ( .
OLIEHKO)

5. IlepeueHb YyueOHO-METOAMYECKOr0 o0ecmeyeHUsi I CaAMOCTOATEJbHOH PpadoThl
00y4YaAOIIHMXCS M0 TUCHUILIMHE

CamocTtosTenbHass paboTta oOyuarommuxcs 0pu u3ydyeHHH Kypca «Cucrema yrpaBieHUS
JIOKyMEHTOOOOPOTOMY TpEANoaracT, B MEPBYI ouepeab, paboTy ¢ OCHOBHOM W JIOMOJHHUTEIbHON
nutepaTypoil. PesynmpTaTamu 3TOH paOOTHI CTAaHOBSTCS BBICTYIUICHHS Ha MPAKTUYECKUX 3aHATHIX,
y4acTHe B O0CYKICHHH.

Metonuka camMOCTOSITENbHOM pabOThl MpEIBApPUTEIHHO pA3bSCHIETCA MpernojaBaTeieM U B
MOCJICAYIOEM MOXKET YTOYHATHCA C YUCTOM HHIAWBHUIYAJIbHBIX 0COOEHHOCTEH 06yqaloumxcs[. BpeMSI n
MECTO CaMOCTOSITENTbHOM pPabOThl BBHIOMPAIOTCS OOYYAIOMIMMHCS IO CBOEMY YCMOTPEHHIO C YYETOM
PEKOMEHJALNI PENoIaBaTEes.

CamMocTosATenbHYIO pPa0OTy HaJI [OUCHUIUIMHON CJeAyeT HayhHATh C U3ydeHus paboueit
MporpamMMbl TUCHHUIUIUHB «CHcTeMa yrpaBieHUsT JOKyMEHTOOOOPOTOM», KOTOpasi COJIEPKUT OCHOBHBIC
TpeOOBaHUS K 3HAHHUAM, YMEHHSIM M HaBblkaM oOy4yaembix. OO0s3aTenbHO CcleAyeT BCIOMHUTH
PEKOMEHAAIKU NOpCnoJaBaTciisl, AAaHHBIC B XOJAC YCTAHOBOYHBIX 3aHATHH. 3aTeM — MNpUCTYyIIaTb K
M3YUYEHUIO OTACJIbHBIX Pa3/IesIOB U TEM B MOPSJIKE, PETyCMOTPEHHOM IIPOrPAMMOM.

[TonyuuB mnpenctaBieHue 00 OCHOBHOM COJEPKAHHMM pasjielia, TeMbl, HEOOXOAMMO H3yYUTh
MaTepuai C MOMOIIbI0 y4eOHMKOB, YKa3aHHBIX B pasfene 7 yKazaHHOU mporpammel. llemecoobpaszno
COCTAaBUTH KpaTKI/II\/'I KOHCIICKT WJIK CXEMY, 0To6pa>1<afo1uy10 CMBICII U CBSI3M OCHOBHLIX ITOHSITHUN JAaHHOT'O
pasziena ¥ BKJIIOYEHHBIX B HEr0 TEM. 3aTeM, KaK IOKa3bIBAET OIBIT, MOJE3HO M3YUYUTh BBIACPKKU W3
NEPBOUCTOYHUKOB. [Ipy *KejlaHuM MOXKHO COCTaBUTh UX KpaTKui KoHcHekT. OO0s3aTenbHO cleayeT
3aMKMChIBaTh BO3HUKILKE BOIPOCHI, HA KOTOPBIE HE YJAI0Ch OTBETUTh CAMOCTOSITENBHO.

Bonpocsl, ®opMBbI Y4eOHo-
BbIHECEHHbIE Ha CaMOCTOSITeJIbHOM MeToAnYecKoe
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€aMOCTOSITeJIbHOE
padoThI ob0ecrieueHue
H3yueHne
Crtpykrypa
Opranuzanus TPYKTYP Pa6ora B
yIIpaBieHHAS
JOKYMEHTAILIMOHHOT'O . oubmmoTexe, Jlutepatypa K
NPOU3BOACTBOM U €€
obecrieueHus BruTrogast ObC. TeMme, paboTa ¢ Ompoc, AoKIa-
COOTBETCTBHE C
yIpaBlicHUS B I [Moaroroska MHTEPHET pe3eHTaLus
SKOHOMUYECKON N JTOKJTaa- HMCTOYHUKAMHU
cTpaTeruei
cucreme Mpe3eHTAINH.
OpraHU3alHtu.
Pabora B
Bunasr
oubmuorexe, Jlurepatypa K
YIPaBICHYECKUX
TOKYMEHTOB H Knaccudukarust Brrovast ObC. Teme, paboTa ¢ Ompoc, AoKnaj-
Y JTOKYMEHTOB [Moxroroska WHTEPHET MIpe3eHTanus
MpaBuiIa UX
JTOKJTaja- HMCTOYHUKAMHU
odopmIteHUs
Ipe3eHTALUH
Pabora B
Opranuzanusi CUCTEMBbI Cucrema oubnmmoTexe, Jlutepatypa k
yHpaBIeHUS 3JIEKTPOHHOTO Brurouas ObC. Teme, paboTa ¢ Omnpoc, noxnaf-
AJIEKTPOHHBIM JOKyMEHTO00OopoTa [Moaroroska UHTEPHET Mpe3eHTalus
JIOKYMEHTO000POTOM «Jlemo» JTOKJIaa- HMCTOYHUKAMHU
MIPE3eHTAIUH.

6. OueHouHble MaTepuajbl AJf IPOBeJeHUs] TeKylleil M NMPOMEKYTOYHOH AaTTecTalHMH
o0yyarommxcst o pucuumInHe «CucreMa ynpasJjeHusi JOKYMEHTO000pOTOM»

6.1. Onucanue moka3arejedl W KpPUTepPHEB OLEHMBAHHUSA KOMIICTCHIUH, ONMHCAHUE MIKAJ

OLICHMBAHUA
HaumenoBanue Kpurepuu
Ne Kparkas xapakrepucTuka
OIICHOYHOT 0 IIxana ¥ KPUTEPUHU OLIEHKH, 6AJIJI | OLECHUBAHUS
n/n OIIEHOYHOT0 CpeacTBa
cpeiacTBa KOMIIeTeHHH
1. | Ompoc Coop mepBHYHOM «3auteHoy - eciu 00ydJaroIIHiAcs OIIK-6,
WHQOPMAIMH N0 BBISICHEHUIO | JIEMOHCTpHpYeT 3HaHue MaTepuana | [1K-3

YPOBHS YCBOEHHUS
NPOMICHHOr0 MaTepuana

0 pa3jieny, OCHOBaHHbBIC Ha
3HaKOMCTBE C 00s3aTelIbHOM
JUTEPaTypOr U COBPEMEHHBIMU

Ty OJUKAIUSME; TACT JIOTHYHBIC,
apryMEHTUPOBAHHbBIC OTBETHI Ha
MOCTaBJICHHBIE BOMPOCHI. Takxke
OIICHKA «3aYTEHO» CTaBUTCS, SCIIU
00y4aronIMMCsI JIOMYIICHBI
HE3HAUYHMTEIIFHEIC HETOYHOCTH B
OTBETaX, KOTOPBIC OH MCTIPABIISICT
IIyTEM HABOJAIIUX BOIIPOCOB CO
CTOpPOHBI MTPENoJaBaTENsl.

«He 3auTeno» - nMeroTCS
CYIIECTBEHHBIC ITPOOECIIbI B 3HAHUU
OCHOBHOI'0 MaTepHaa o pasieny, a
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TaKXKe JIOMyIIEeHbI IPUHIUITHAIbHbIC
OIKMOKHU PH U3JI0KEHUHN MaTepHraa.
2 | Hokman- [TyOnwaHOE BBICTYIUNIEHHE TT0 | KOTIIMYHOY — JTOKJIA]] BHITTOJTHEH B OIIK-6,
Tpe3eHTaIMs MPEICTABIICHUIO TIOJIY4YEHHBIX COOTBETCTBHU C 3asBiIcHHOM Temon, | [1IK-3
pe3yJIbTaToOB B IpOrpamMme MIpe3eHTaLus JIETKO YUTaeMa U sICHa
Microsoft PowerPoint JUTS TOHUMaHUsl, TPaMOTHOE
WCTIONIb30BaHIE TEPMUHOJIOTHH,
CBOOOJHOE M3JI0KEHUE
paccMaTpuBaeMBIX IPOOIIEM,
JOKJIa{YMK IPAaBUIIBHO OTBETHI Ha
BCE BOIIPOCHI B XOJI€ TUCKYCCHU;
«XOpOILI0» — HEKOPPEKTHOE
odopmiieHne mpe3eHTanuy,
rPaMOTHOE HCIOJIb30BaHHUE
TE€PMHUHOJIOTUH, B OCHOBHOM
CBOOOJHOE U3JI0KEHHUE
paccMaTpuBaeMBIX TIPOOIIEM,
JOKJIQYMK YaCTUYHO MPABUIBHO
OTBETUJI Ha BCE BOIIPOCHI B XOIE
IHUCKYCCHUY;
«YIOBIETBOPUTEIHHO» — OTCYTCTBUE
MIpE3EHTALNH, TOKIATINK
UCTIBITHIBAJI 3aTPYJHEHUS TIPH
BBICTYIIJICHUH U OTBETE Ha BOIPOCHI
B XOJI€ TUCKYCCHUH;
«HEYAOBJIETBOPUTEIBHOY -
JOKJIaTYMK HE PacKpbLI TEMY
3 | TectupoBanue TecTupoBaHre MOXHO «OTJIMYHO» - IIPOLICHT IIPABUIIBHBIX OIIK-6,
MPOBOJHTH B hopMe: otBeToB 80-100%; I1K-3
- KOMITBIOTEPHOTO «XOPOIIO» - MPOLEHT MPAaBUIBHBIX
TECTHPOBAHUS, T.€. oTBeTOB 65-79,9%:;
KOMIIBIOTEP IPOU3BOJIEHO «YIOBJIETBOPUTEIHHO» - TIPOLIEHT
BBIOMpAET BOMPOCH! 13 0a3bl MpaBWIBHBIX 0TBETOB 50-64,9%);
JAHHBIX 110 CTETIEHU «HEYJIOBJIETBOPUTEIIHHO) - IPOLIEHT
CII0KHOCTH; MIPaBIIBHBIX OTBETOB MeHee 50%.
- INCbMEHHBIX OTBETOB, T.€.
IpenoaaBatelib 3a1aeT BOIPOC
U JIa€T HECKOJIBKO BAPHAHTOB
OTBETa, a CTYJIEHT Ha
OTJICNIBHOM JIUCTE 3aMHCHIBAET
HOMeEpa BOIIPOCOB M HOMEPa
COOTBETCTBYIOIINX OTBETOB
4 | 3apaun YMeHue NpuMeHsITh OTJINYHO» — PELICHBI U OIIK-6,
W3YUYEHHBIA MaTepHua J1Jis apryMEHTUPOBAHBI TPU JaHHBIC [K-3
MOJIyYEHUS IPaBUIBHOTO 3a1a4y;
OTBETA. «XOPOILIO» — PEIIEHBI U
[Ipu ycTHOM pazbope pemieHns |apryMeHTHPOBAHBI ABE JaHHBIC
3aJaull yMEHUE 3aJa4ud U3 TPEX;
apryMEHTHPOBATh CBOI «YZOBIIETBOPUTEIHHO» — PEIICHA
BapHaHT OTBETA. XOTs1 OBl OJJHA 3a1a4a U3 TPEX
YMeHne HaXxoAuTh NPEAJIOKCHHBIX;
JIbTEpHATUBHBIC ITyTH «HEYJIOBIIETBOPUTEIHHO» — 3a7a4l HE
peleHus 3a1a4u peIIeHBI.

6.2. MeToan4yeckue MaTepHuaJIbl, ONpeAe/IsIIOIe NPOLUeAyPbl OCHUBAHUS 3HAHUH, YMEHHUH,
HABBIKOB U (MJIH) ONBITA JeSITeJIbHOCTH, XaPAKTEPHU3YIOIINX 3Tanbl (GOPMHUPOBAHUSA KOMIIETCHIIHI
B IpolLecce 0CBOEHHMsI OCHOBHOM NMPo¢ecCHOHAIBHOI 00pa30BaTeIbHON NPOrPaAMMBbI
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®opMa KOHTpOJIs/

Ne| kopwl onennBaembix | Ilpoumexypa oneHnBanusi IlkaJjia 4 KPpUTEPUH OLEHKH, 0AJLI
KOMIIETECHIH i
1. | 3a4eT ¢ oneHKOI — [IpaBUIBHOCTH OTBETOB Ha 1. olleHKa «OTIMYHOY - 00yUAIOIIUICS JOIKCH
OIIK-6, I1K-3 BCE BONPOCHI (BEpHOE, JIaTh TIOJIHBIE, UCUEPIIBIBAOLIUE OTBETHI HA BOIPOCHI

YeTKOe M JOCTATOYHO
NIyOOKOE U3IIOKECHHE UIICH,
MOHATUH, PAKTOB U T.11.);
CoueTaHue MOJHOTHI U
JTAKOHWYHOCTH OTBETA;
Hannuue npakrrnyeckux
HaBBIKOB I10 TUCIUIINHE
(pemreHue 3a1a4 wIIu
3a1aHui);
OpueHTupOBaHUE B
y4eOHO!, HAYYHOH H
CIIeIMAIbHOM JIUTEpPaTypE;
Jloruka u
apryMeHTUPOBAaHHOCTh
W3TIOKEHHS,

I'pamoTHOE
KOMMEHTHPOBAHUE,
MpHUBEIEHUE ITPHIMEPOB,
aHAJIOTHI;

Kynerypa oTBera.

9K3aMEHAIMOHHOTO OWJIETa, B YACTHOCTH, OTBET
JOJDKEH TIPEATOIaraTh 3HaHHE OCHOBHBIX TTOHATHHN 1
MX OCOOCHHOCTEH, YMEHUE MPABUILHO ONPEICIIATh
crenU(pHUKY COOTBETCTBYIOIINX OTHOIICHUIA,
MPaBUIIBHOE PEIICHUE MPAKTUUECKOTO 3a/IaHHsI.
OHCHKa COTIIUYHO» MPEATIOIaracT HaIM4nue CUCTEMbI
3HAHWH 10 TPEIMETY, YMEHHUE U3JIaraTh MaTepua B
JIOTHYECKOH MOCIIeIOBATENILHOCTH, CHCTEMATHYHO,
T'paMOTHBIM SA3BIKOM;

2. OLEHKa «XOPOIIO» - 00YYAIONIHICS JOKEH
JIaTh TIOJIHBIC OTBETHI HA BOMIPOCHI, yKa3aHHBIC B
9K3aMeHaIMOHHOM Owmitete. JlomyckaroTes
HETOYHOCTH IIPU OTBETC, KOTOPHIC BCC K€ HE BJIUAIOT
Ha MPaBUIBHOCTH 0TBeTa. OTBET JOIKEH
MpeoaraTh 3HaHUE OCHOBHBIX MOHITUN U UX
0COOCHHOCTEH, YMEHHE MTPABHIBLHO OMPEACIIATh
CeU(pUKY COOTBETCTBYIOIINX OTHOIICHHUA,
MPaBUIILHOE PEIICHUE MPAKTUUECKOTO 3a1aHHSL.
O1eHKa «XOpOIIOY» MPEIoNIaraeT HaTHIie CHCTEMbI
3HAHWUM 110 IIPEeIMETy, YMEHUE U3JIaraTb MaTepual B
JIOTHYECKOH MOCIIEeIOBATEILHOCTH, CHCTEMATHYHO,
TPaMOTHBIM SI3BIKOM, OJIHAKO, JOMYCKAIOTCS
HE3HAYNUTCIBbHBIC OIHI/I6KI/I, HETOYHOCTH I10
Ha3BaHHBIM KPUTEPUAM, KOTOPBIE BCE JKe HE
HCKaXAIOT CyTH COOTBETCTBYIOIIETO OTBETA,

3. OIIeHKA «YJIOBJIECTBOPUTEIBHO) -
00yJaroNHiics JODKEH B IIEJIOM JIaTh OTBETHI HA
BOTPOCHI, MPEIOKEHHBIC B DK3aMCHAITHOHHOM
OnsieTe, OpPUCHTUPOBATHCS B CUCTEME TUCTIUTUTNHBI
«MUKPOIKOHOMHKAY, MPOJAEMOHCTPHPOBATH
MPABUIIBHBIN XOJT PEIICHHSI TPAKTHUECKOTO 3aaHus,
3HATh OCHOBHBIC KaTteropuu npeamera. OreHka
«YJIOBIIETBOPUTEIHHO» MPEATOIATAET, YTO MaTepPHA
B OCHOBHOM MU3JIOKCH I'PAMOTHBIM A3bIKOM;

4. OIICHKA KHEYOBICTBOPUTEIBHOY
TIpEeAIoaraeT, 9To 00yJamuMces JH00 He TaH OTBET
Ha Bompoc Ouiera, 1100 00yJarOLIMiics HEe 3HAET
OCHOBHBIX KaTEropuii, He MOKET ONPEICTUTD
MpeMeT TUCIUTUINHBI.

2. | TectupoBanue  (Ha
sk3amene) — OIIK-6,
[IK-3

[TonHoTa 3HaHMI
TEOPETUUECKOTO
KOHTPOJUPYEMOTO
Marepuana. KonnuectBo
MPaBUJIHHBIX OTBETOB

«OTJIMYHO» - TPOLEHT NPaBHIBHBIX OTBeTOB &0-
100%;

«XOpOILIO» - TPOLEHT IPAaBUIBHBIX OTBETOB 65-
79,9%;
«YAOBJIETBOPUTEIBHO» -
otBeTOoB 50-64,9%:;
«HEYJOBJICTBOPUTEIBHO» -
otBeToB MeHee 50%.

MIPOLCHT IIPpaBUJIBHBIX

IMPOUCHT IpPaBUJIIBHBIX

6.3. TunoBble KOHTPOJIbHbIE 32JaHUsl WJIH HWHbIE MaTepuajbl, HeOOXOoAMMBbIE ISt
npoueaypbl OLEHUBAHWS 3HAHUI, YMeHMii, HABBIKOB M (MJIH) ONbITA [1eATEJbHOCTH,
XapakTepu3ywIux 3Tanbl (OPMUPOBAHMS KOMIETEHUWI B Mpomecce OCBOEHHSI OCHOBHOM
npogeccuoHaIbLHOI 00pa30BaTeIbHO MPOrPaMMBbI
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6.3.1. Tunossble 3a1aHUA 1JIs1 IPOBEACHHUA TEKYLIEro KOHTPOJIsI 00y4alouXxcst
6.3.1.1 IIpumepHbIe TeCTOBbIEC 32JAHHUSA 1JISl TEKYIIero KOHTPOJIs

Tema 1. Opranuszanusi AOKYyMeHTALMOHHOI0 00ecre4eHUsl YIIPABJICHUS B IKOHOMHYECKOH
cucreme

3aganue Ha YCTAHOBJICHHE ITOCJICA0BATC/ILHOCTHA

1. 3aganme
YcTaHoBHTE TIOCTIEAOBATEIHHOCTD JIBIKEHHUS JOKYMEHTA B CHCTEME JOKYMEHTO000pOoTa
sTan No
O6paboTka 1
ITposepka 2
Cocrasiienne 3
XpaHeHue 4

3anumure COOTBETCTBYIOHIYIO IMOCJCA0BATCIBHOCTD HU(PP CJI€eBA HAIIPABO:

Ortser. 3,1,2,4

3ananue ¢ BLIOOPOM OTBeTa

2. 3aganue

YcTaHOBIIEHHE MAaKCHMAJIBHOTO €IMHOOOpa3HOro Habopa pekBH3WTOB, (opmara Oymarun u
(uKcanmuy peKBU3UTOB Ha Oymare Ha3blBaeTCs

- 3TO

1. crangapt

2. yauuxanus

3. npaBuIIO

4. cranmapTu3anus

OrtBer: 2
O06ocHoBanme: OnpeaesieHne B KOHTEKCTe JOKYMEHTAIIHOHHOT0 o0eclieyeHus yIpaBJIeHHs

3ajaHue HA YCTAHOBJIEHHE COOTBETCTBHUS
3. 3aganue

VCTaHOBHTE COOTBETCTBHE OCHOBHBIX TMOHSATHH W  ONpENeNIeHWH JOKyMEHTallMOHHOTO
oOecrieueHus ynpaBJIeHUs

ITonsiTue Onpenenenue
1. JloxkymeHT A. JIESITETbHOCTD, LICJICHANIPABICHHO
obecrieunBatomass  (QYHKUUH  YIpPaBICHUS
JTOKYMEHTaMH.

2. JloKkyMeHTalMOHHOE b. 3adukcmpoBaHHas Ha MaTEpPHATHLHOM
obecrieueHme HocuTene WH(QopManMs ¢  PEKBU3UTAMH,
YHIpaBJICHUS MTO3BOJISIONTIMHE €€ UJICHTU(QUIIMPOBATh

3. VYmnpaneHue B. JIEATENBHOCTb, obecniednBaromas
JIOKYMEHTaMH peann3alunio eInHON MOJIUTHKHA M CTAaHIapPTOB

M0 OTHOIICHHIO K JIOKYMEHTaILHOMY (oHIY
OpraHU3alNH.

3anummuTe BbIOpaHHBbIE HU(PBHI 10 COOTBETCTBYIOIIMMH 0YKBAMU:
A b B

OrtBer. 2,1,3
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3ajaHus OTKPHITOrO THIIA C PA3BEPHYTHIM 0TBETOM
4. 3ananmue
[TonHOE M COKpallleHHOE Ha3BaHUE MPEAIPUATHE MOJHO IOCMOTPETh B JOKYMEHTE
Y4yeTHas NOJIUTHKA;
Ycras;
Horosop;
[Tpukas.

3ajaHus 3aKpbLITOr0 THIIA
5. 3apanmue
PernamentupoBaHHasi COBOKYIHOCTh B3aMMOCBSI3aHHBIX — OTEPAIMi, BBIMOJHAEMBIX  HAaj
IIOKYMeHTOM B CTpOFO yCTaHOBHeHHOM HOpSII[Ke, Ha OHpe,Z[C.HeHHOM pa60qu MECTC, HaduWHasa OT
MOMEHTa BOZHHUKHOBEHUS JOKyMEHTA U 3aKaHYMBAs CAAYCH €0 B apXUB HA3bIBACTCS
Otsert. JIokymMeHT0000pPOT

6. 3aganue

OCHOBHBIE IOKYMEHTBI BBITIOJHAIOTCS (hopmate
Adnmm AS;

A8umm A 12;

A 3 A §;

Al2.

Tema 2. Buabl ynpaBjieH4eCKHX JOKYMEHTOB U IpaBuJia ux oGpopmiieHust

7. 3apanue

IIpukas —at0 ...
pacnopsiAMTebHbIH JOKYMEHT;
MH(OPMALIMOHHBIN TOKYMEHT;
CIIPABOYHBIN JOKYMEHT;

JIMYHBIN JOKYMEHT.

8. 3aganmue

JloIDKHOCTHASI HHCTPYKITUS - 3TO
pacropsiANTENbHBINA JOKYMEHT;
UH(OOPMAITMOHHBINA JOKYMEHT;
OPraHM3aUMOHHBIN JOKYMEHT
JIMYHBIA JOKYMEHT.

9. 3ananue

IIpoTokon — 2310 ...
pacropsIANTENbHBINA JOKYMEHT;
UH(pOPMALMOHHBIN JOKYMEHT;
CIIPABOYHBINA TOKYMEHT;
JIMYHBIN JOKYMEHT.

10. 3aganue

[lITaTHOE pacniucanue — 31O ...
pacropsiANTENbHBINA JOKYMEHT;
HHGOPMALMOHHDIN JOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
OpraHU3ALMOHHBIN JOKYMEHT.

11. 3aganue
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I/ICXOI[HBIM IIPaBOBbBIM  AKTOM,

OtBer. Koncrutynus Poccniickoit @enepanumn.

OINPEACISAIONIMM  TOCYAapCTBEHHYIO
nH(GOPMaLMOHHO-T0KyMEHTallMOHHOTO oOMeHa B Poccum, sBinsercs

IOJIMTUKY B

12. 3ananue
YcTaHOBUTE COOTBETCTBUE MOHSITHUS U ONIPEACIICHNUS:
[Tonsitne OnpenencHue

1. MexITyHapOTHBIC A. xnaccu(UKaTophl, MPUHSTHIE OTACIBHBIM MPEIIPUATHEM IS
KJIacCU(HUKATOPBI MPUMEHEHUS B PAMKax CBOCH aBTOMATU3UPOBAHHOW CHCTEMBI.
2. OTpacyeBbIC - B. ctanmapTHbIe KiacCH(PHUKATOPHI, HCIIOJIb3YEMbIE 10 BCEMY MHUDY.
KIJIacCU(PHUKATOPBI
3. CUCTEMHBIE - B. knmaccudukaropsl, HCMIOIB3yeMbIE B paMKaX OJHOM OTpaciu
KJIACCH(DUKATOPBI

3anumuTe BoIOPpaHHBbIE HUQPBHI 0] COOTBETCTBYHIIUMH OYKBAMU:

A

b

B

Ortser. 3,1,2

chepe

Tema 3. Opranuszanusi cHCTeMbl YIIPaBJICHUS 3 IeKTPOHHBIM JOKYMEHT0000pOTOM

13. 3a0anue

Jlig co3ganusi, MpOCMOTpa U peAaKTUPOBAHUS JOKYMEHTOB CIYXKHUT IporpaMma

WordPad
Excel
Word
Paint

14.3a0anue

WudopmanmoHHbIH Mporece ynpaBieHus! BKIIOYACT:

a) peructparuio nHhopmanuu
b) nepenauy napopmanuun

¢) XxpaHeHue uHdopmaIuu

d) Hakoruienne uHpGopMaIH
€) o0paboTky nHpopmaun

1. a),c),d)
2.a),c¢),e)

3.b), ),
4.a),b),c),d),e)
Otser: 4

15. 3aoanue

,HOKyMeHTaHI/IH, coJcpKamad KOMIINICKC METOJUK IO BCEM OTallaM p33pa6OTKI/I TCXHHUYECCKOI'O

obOecreyeHus, ABJIACTCS
CIIPaBOYHOM
HOPMATHBHOM
00IIeCCTEMHON
CHeIHaM3UPOBAaHHON

16. 3a0anue

IIpu co3nmanus TekcTOBOro IoKyMeHTa B cpene MS Word mpocTaBBUTH HYMEpaLHUIO CTPaHUI]

MOXXHO C IOMOIIBIO KOMaHAbI

Otsert. BecraBka / Homep cTpaHuubl
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17. 3aoanue

Ha peructpupyemMbix JOKyMeHTaX MPOCTaBIseTCs

per I/ICTpaI_[I/IOHHI:nII\/'I HOMCPp U NOATNIMCh OTBCTCTBCHHOI'O JIUIIA,
JaTa MOCTYIUIEeHHUS M PerucTpaloOHHbIH HOMep;

JaTra MOoCTYIUICHU,

pETUCTPALIMOHHBIA HOMED.

18. 3aoanue

K 27eKTpoHHBIM CHCTEMaM TIOKyMEHTOO0OpOTa HE OTHOCSTCS
Heno

LanDocs

1C: JokymMmeHTOO0OpOT

Word

19. 3a0anue

YcTaHOBHTE MOCIEA0BATEIHLHOCTh PACIIONOKECHHSI PEKBH3UTOB CBEPXY BHU3 MPHU (HOPMUPOBAHUU

CITY>K€OHOM 3aMMCKH B CUCTEME JIEKTPOHHOTO JJOKYMEHTO000pOTa
PexBuzur Ne

OtMeTKa 00 UCTIONIHUTENE
Buja noxkymeHnTa
3aroja0BOK K TEKCTY
TekcT NOKyMeHTa
OTMeTKa 0 HAJTMYUU NPUIIOKEHUH
Anpecar

NN | ([N~

3anumure COOTBCTCTBYHOIIYIO IMMOCJTECA0BATEIBHOCTD III/I(l)p CJIeBa HaIpaBo:

OrtBert. 6,2,3.4,5,1

20. 3a0anue (évibepume HeCKOJIbKO RPAGUTLHBIX ONIEEM08B)

[Ipu opranuzanuy aBTOMAaTU3HPOBAHHOTO pabodero MecTa MeHeKepa HE00X0JUMO UMETh
KomnbloTep, npuHTep, CKaHep;

CucremHoOe nporpaMMHoe odecneyeHme;

IIpukinagHoe mporpaMMHoe odecrneyeHue;

HNHcTpyMeHTallbHOE TPOrpaMMHOE 00eCTICUeHHE.

6.3.1.2. IlpumepHbIe 321241 AJI51 TEKYLIET0 KOHTPOJIA
3amaua 1.

Co31aTh TEKCTOBBIM JOKYMEHT C PEKBHU3UTOM <«OMOJIeMa OpraHM3alluu» C HCIOJIb30BaHHEM
TEKCTOBOT'O MPOIIECCOPA.
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T.

SAKpEIT 08 AKIHOHEPH 0 0BLECTED
\IT’EPWKAII

yn. Opaxorowrgne, 1. 11, Mooea, 115419
Ten: (495)956-21-0] (vmoroxasans )
are: (495) 234-18-92
battp :ifamarr termiar; e-mmail : info@ termikaru
OKIIO 20903912, OTFH 1027739260427
HHH/EII 771 3004824/772501001

Mo
Halb or

3agaua 2.
COS)IaTI) TGKCTOBLIfI I[OKYMCHT C peKBI/ISI/ITOM «3aroJIOBOK K TCKCTy)) C MHCIIOJIB30BaHUECM
TEKCTOBOT'O MPOLECCOPA.

SaKpBITOE AKUHOHEPHOE 0 6IECTBO Crpr axan yIIp S eHILA SpXIBHBIM Fe0M
"TEPMUICA" cybeexTor Pocagickoi Degepapos
ym. Opmwceonigze, 1 11, Mooz, 115419 B o=

Tem : (025) 356-21 01 (mrororaranssmmt)
Farc ((95) 2341892
hittp hamarer termka 1o, e-mail : nfo@temukam
OKIIO 29205912, OT'PH 1027739260427
HHH/AIII 771 5004824/ 772501 001

27.02.2004 Me 125

Hale ar

O rmogepreeans " Hadoprarporzio-
CIIPABOYHOH CHCTEMEI APXMBHOM 0T acm"

B0 MCIOHeHMe [MMcEMa PefepampHoi apiamHoi cmnxfer Poccm

cans "HMadopraaimonso- cipasouHof CHOTEVMBT
" Hud opraarpmormn- crp as ougyzo

3apnaua 3

[lepeuncnuTe HOpMAaTHBHBIE MTPABOBBIE AKThI, PEIIAMEHTHUPYIOLIME MOPSA0K O(POPMIICHUS THCEM
Y TIPUKA30B [0 PUMEDPY, IPUBEICHHOMY HIIKE.

- B TOPrOBOI OpraHu3aluu;

- B OTJIeJIe COIMATLHOM 3aITHUTHI,

- Ha IPOMU3BO/ICTBEHHOM MPEINPUATHH (BUA JESITEIBHOCTH 10 BallleMy YCMOTPEHUIO)

[MPUMEP

1) Ilocranosnenue IlpaButensctBa Poccuiickoit @enepamuu ot 15.06.2009 Ne 477 «O6
yTBepxkaeHuu [IpaBun nenonpoun3BosacTsa B (eiepaibHbIX OpraHax UCIOJHUTENBHOM BIACTH»

2) Ilpukaz denepanpHoro kazHaueiictBa oT 10.04.2006 Ne 5H «OO0 yTBEepKICHMM periiaMeHTa
®PenepanbHOro Ka3Ha4yenCcTBa»

3) Ilpuka3z ®denepanpHoro kaszHaueiictsa ot 10.05.2011 Ne 206 «O6 ytBepkaenun MHCTpyKuun
0 JIEJIONPOU3BOJICTBY B TEPPUTOPHANIbHBIX OpraHax denepanbHOTIO Ka3HauehHcTBay

4) ®enepanbubiii 3akoH 0T 02.05.2006 Ne 59-®3 «O mopsake paccMOTpeHus oOpaleHui
rpaxzaan Poccuiickoit @eneparum»
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6.3.2. Tunossble 3a1aHUA 1JIs1 IPOBEACHUS IPOMEKYTOYHOM aTTeCTAllMH 00yYAIOIUXCS

[TpomexyTounas arrecranusi no aucuuiuinHe «Teopus MeHeIKMEHTa» HPOBOAUTCA B (opme
AK3aMeHa.

6.3.2.1. TunoBbie BONPOCHI K IK3aMEHY
I. CrpykTtypa ymnpaBjieHUs MPOU3BOACTBOM U €€ COOTBETCTBHE C LEJISIMU M CTpaTeruei
OpraHu3aIuu
JlokyMeHTanmoHHOe oOecreueHue yrpaBiieHus
I'padux noxkymentoobopora
Knaccudukanus 10KyMeHTOB
DyHKINU JOKYMEHTOB
PekBU3uTHI ynpaBaeHUYECKUX JOKYMEHTOB U IIPaBHiia UX 0POPMIICHUS
[IpaBoBas 6a3a 3JIEKTPOHHOTO TIOKYyMEHTO000pOTa
HaznaueHue v BUIbI CUCTEM 3JIEKTPOHHOTO TOKYMEHTOO00pOTa
Cucrema 3IIeKTPOHHOT0 IOKyMeHTo000poTa «/lenox»
10. Cucrema snekTpoHHOTO ToKyMeHTooO0opoTa LanDocs
11. Cuctema snekTpoHHOTO qoKyMeHTooOopoTta 1C: JlokyMeHTO060pOT
12. Texnuueckue cpencTsa 00padoTku nHPOpMaIuu
13. IIporpammusle cpencTBa 06paboTku HHpOpMALUN
14. Co3manne aBTOMATH3UPOBAHHBIX pabOYMX MECT B YCIOBUHM pPabOTBI C CHCTEMOM
AJIEKTPOHHOT'0 IOKyMEHT0000pOoTa

WX R WD

6.3.2.2. Pexomenayemblie 3a1a4u

3anauva 1.
1. Pa3zpaboraTh G1aHK JOKyMEHTA C UCIIOJIb30BAaHUEM MporpaMMHoOro odecrneuenunss MS Word ninu
MS Exsel B cooTBeTCTBHH C MpaBuiiaMu 0popMIIeHUS U (OpMATUPOBAHUS:

- CnpaBky ¢ Mecra paboThl C YKa3aHHEM CpEIHEero pasMepa 3apaOOTHOM IUIaThl I
npeabasiaeHus B Oyxranreputo YIJITVY.

2. IIpaBuna opopmiienus pexkBusnuta «I ocymapctBennbiid rep0 Poccutickoit Deaepammm.

3agaua 2.

1. Pa3zpaboraTh O1aHK JOKYMEHTa C UCIIOJIb30BaHUEM IIporpaMMHoro obecrieuenuss MS Word uiu
MS Exsel B cooTBeTcTBHHU ¢ TTpaBUiaMu opopMIleHUs U (hopMaTUPOBAHUS:

- [Ipukas mupexTopa akKIIMOHEPHOTro OOIIECTBa O IpUeMe Ha paboTy Oyxrairepa.

2. IIpaBuna opopmiienus pexkBusnuta «I'epd cyonrekra Poccuiickoit deneparumy.

3agaua 3.

1. PazpaboraTh O1aHK JOKYMEHTA C UCIIOJIb30BaHUEM IIporpaMMHoOro obecrieuenuss MS Word uiu
MS Exsel B cooTBeTcTBHHU ¢ TTpaBUiaMu oopMIleHUs U (hopMaTUPOBAHUS:

- 3asBIIeHHE O IIpHEeMe Ha padoTy;

2. IIpaBuna odopmiieHUs peKBU3UTa « IMOJIeMa OpraHU3alMK WK TOBAPHBINA 3HAKY.

3agaua 4.

1. Pa3zpaboraTh O1aHK JOKYMEHTa C UCIIOJIb30BaHUEM IIporpaMMHoro obecrieuenuss MS Word uiu
MS Exsel B cooTBeTcTBHHU ¢ TTpaBUiaMu opopMIleHUs U (hopMaTUPOBAHUS:

- AKT criicaHusi MaTepUaloB.

2. IIpaBuna odopmiieHus pekBusznta « HanMeHoBaHMe OpraHU3aIum.

3agauya 5.

1. PazpaboraTh O1aHK JOKYMEHTa C MUCIIOJIb30BaHUEM MIporpaMMHoro obecrieuenuss MS Word uiu
MS Exsel B cooTBeTcTBHHU ¢ TTpaBUiaMu opopMIleHUs U (hopMaTUPOBAHHUS:

- ToBapHas HaknagHas.

2. IIpaBuna opopmiienus pekBusznta «HanmenoBanue Qrmmanay.
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3agauya 6.
1. Pazpabotath O61aHK TOKYMEHTa C UCIOJIb30BaHUEM ITporpaMMHoro odecreuenuss MS Word uiu

MS Exsel B cooTBeTcTBHHU ¢ TTpaBUiIaMu opopMIleHUs U (hopMaTUPOBAHUS:
- IIpoTokos MpoOn3BOCTBEHHOT'O COBEILIAHHUS.
2. lIpaBuna opopmiienus pekpusnuta «HaumMeHoBaHUE BHIa TOKYMEHTAY.

3agaua 7.
1. Pazpabotath O61aHK TOKYMEHTa C UCIOJIb30BaHUEM ITporpaMMHoro odecreuenuss MS Word uiu

MS Exsel B cooTBeTcTBHHU ¢ TTpaBUiaMu opopMIleHUs U (hopMaTUPOBAHUS:
- JlokmamHyro 3aUCKy TUPEKTOPY MPEANPUATHS O HAPYIICHUN TEXHUKH 0€30TaCHOCTH B IIEXE.
2. IIpaBuna odopmiieHus pekBusnTa «Jlara ToKyMeHTay.

3agaua 8.
1. Pazpabotath O61aHK TOKYMEHTa C UCIOJIb30BaHUEM IIporpaMMHoOro odecreuenuss MS Word uiu

MS Exsel B cooTBeTcTBHHU ¢ TTpaBUiaMu opopMIleHUs U (hopMaTUPOBAHUS:
- 3asiBIIeHUE COTPYIHHMKA (PUPMBI O IPEAOCTABICHUN €MY OYEPEHOTO OTITyCKa
2. IIpaBuna opopmiieHus pekBusnTa «Jlara ToKyMeHTay.

6.3.2.3. UToroBsoe TecrupoBaHue

Tema 1. Opranuzanusi JOKYMEHTAIIHOHHOI0 o0ecrneyeHHUs YIPaBJICHUSA B IKOHOMHYECKOM
cucreme

3auaﬂne Ha YCTAHOBJICHHE ITOCJICA0BATC/ILHOCTH

1. 3ananue
YcTaHoBHTE TIOCIIEAOBATEIHHOCTD JBIKEHHUS JOKYMEHTA B CHCTEME JJOKYMEHTO000pOoTa
aTan No
OobpaboTka 1
ITposepka 2
CocraBneHue 3
XpaHeHue 4

3anumure COOTBETCTBYIOHIYIO IMOCJCA0BATCIBbHOCTD IM(PP CJI€eBAa HAIIPABO:

OTtBer.

3aganue ¢ BLIOOPOM OTBeTa

2. 3aganue

VYcTaHOBNIEHHE MaKCHMalIbHOIO €IUHOOOpa3HOro Habopa peKBU3WUTOB, ¢opmaTa Oymaru Hu
(uKcanmy peKBU3UTOB Ha Oymare Ha3bIBaeTCs

1. cranmapt

2. yHuduKanus

3. npaBuIIO

4. cranpapTuzanus

OTBeT:
O0ocHoBanmue:

3auaﬂne Ha YCTAHOBJICHHEC COOTBECTCTBUA

3. 3aganue
yCTaHOBI/ITe COOTBCTCTBUC OCHOBHBIX HOHSITI/Iﬁ nu OHpeI[GJICHI/If/'I I[OKYMCHTaIII/IOHHOFO

obecrnieueHus YIIpaBJICHUA
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[Tonsitue OnpenencHue

1 lTokyMeHT A. 1eqaTenbHOCTb, LENEHAPaBICHHO
obecneunBatomas QyHKINN YIPABICHUS
JIOKYMEHTaMH.

2 JIokyMeHTallMoHHOE b. 3adukcupoBaHHast HA MaTepHaIbHOM

obecrnieueHue yIpaBlIeHUs | HOCHUTENEe HHPOPMAIHS C PEKBU3UTAMH,
MTO3BOJISTIONTUMH €€ HICHTH(OUITMPOBATH

3 YupaBnenue B. nestenpHOCTB, OOECIIEUNBArOIAs

JIOKYMEHTaMH pealn3aluio eIMHOM MOJIMTUKU U CTaHAapTOB
MO OTHONICHHUIO K IOKYMEHTATbHOMY (DOHY
OpraHu3aIyy.

3anumure BoIOpaHHbIe HMQPBHI 101 COOTBETCTBYIONIUMH OYKBAMHU:
A b B

OTBerT.

3agaHus OTKPBITOrO THIIA C PA3BEPHYTHIM OTBETOM
4. 3ananme
[TonHoe U cokpalieHHOE Ha3BaHUE MPEAIPUITHE MOJIHO IOCMOTPETH B JOKYMEHTE
YueTHas MOJIUTHKA,
VYcras;
Horosop;
IIpukas.

3agaHust 3aKpBITOrO THIA
5. 3apanue
PernmaMeHTHpOBaHHAs COBOKYIIHOCTb  B3aUMOCBSI3aHHBIX  OIl€pallMii, BBIIOJIHAEMBIX Hal
JOKYMEHTOM B CTPOTO YCTAHOBJICHHOM TMOpSIKE, Ha ONPEJCICHHOM pabdoyeM MecTe, HauuHas OT
MOMEHTa BOZHUKHOBEHUS JOKYMEHTA U 3aKaHYMBasl CJa4Y€l €ro B apXUB Ha3bIBACTCS
Otser.

6.3amanme

OcHOBHBIE TOKYMEHTHI BHITIOIHSIOTCS (popMmaTe
Ad4umu AS;

A 8w A 12;

A 3 mmm A §;

Al2.

Tema 2. Buabl ynpapiaeH4eCKHX JOKYMEHTOB M IIPaBUJIa UX o(opmiieHnst

7. 3ananue

[Ipukas —ato0 ...
pacnopsAIUTEIbHBIN JOKYMEHT;
MH(POPMALIMOHHBIN TOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
JUYHBIA JOKYMEHT.

8. 3ananme

JIOmKHOCTHASI HHCTPYKIIHS - 3TO
pacnopsAIUTENIbHBIN JOKYMEHT;
UHGOPMAIIMOHHBIN TOKYMEHT;
OpFaHI/I?:aHI/IOHHI)II\/’I )IOKYMGHT
JMYHBIA TOKYMEHT.
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9. 3ananue

[IpoTokon — 3to0 ...
pacropsiANTENbHBINA JOKYMEHT;
MH(GOPMALIMOHHBIN TOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
JIMYHBINA JOKYMEHT.

10. 3apanue

[lIraTHOE pacnucaHue — 3TO ...
pacropsIANTENbHBINA JOKYMEHT;
UH(POPMALIMOHHBIN JOKYMEHT;
CIIPABOYHBINA TOKYMEHT;

opr aHHSaHHOHHLIfI AOKYMCHT.

11. 3aganue

I/ICXOI[HBIM IIPaBOBbBIM  AKTOM,

OTIpPEACISAIONIUM TOCYJAapCTBEHHYIO IOJIUTUKY

MH(POPMALMOHHO-JOKYMEHTAMOHHOTO 0OMeHa B Poccuum, sBnsieTcs

B

OtBer.

12. 3apanue

YcTaHOBUTE COOTBETCTBUE IOHSTHUS U ONIPEAETICHUS:

[TonsiTHe OmnpenencHue

1. MeXIyHapOIHBIE A. krmaccu(UKaTOphl, IPUHSITHIC OTACIBHBIM MPEANPHITAEM JUIS
KJIaCCH(HUKATOPHI NPUMEHEHUS B pAMKaxX CBOEH aBTOMATHU3UPOBAHHOW CHCTEMBI
2. OTpaclieBkI€ - B. crarnmapTHeie Kiaccu(PpHUKATOPEI, UCIIOIB3YyEMBIE TI0 BCEMY MHUPY
KJIACCH(DUKATOPBI
3. CUCTEMHBIE - B. xmaccudukaropsl, HCIIOIB3yeMbIE B paMKaxX OJHOHM OTpaciu
KIJIacCU(PHUKATOPHI,

3anummure BbIOpPaHHbIE HU(PHI 10 COOTBETCTBYOIIMMH O0YKBAMH:

A

b

B

OTBerT.

chepe

Tema 3. Opranuszaunmsi cCMCTeMbl YIIPABJIEHUS JIEKTPOHHBIM JOKYMEHT0000POTOM

13. 3aganue

st co3panms, IpOCMOTpPA U PEIAKTUPOBAHMS JOKYMEHTOB CIIy>KHUT IIpOrpaMMa

WordPad
Excel
Word
Paint

14. 3aganue

NudopmanimoHHBIH MPOIIECC YIPaBISHUS BKIIOYAET:

a) perucTpanuo nHpopmMaIuu
b) nepenauy nndopmanuu

C) XpaHeHHne HPpOpMaLuu

d) Hakorienue nHGOpmMaIUK
e) 00paboTky uH(popMaIu

1.a),c),d)
2.a),c),e)
3.b),0),
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4.2),b),c),d), e)

OTBeT:

15. 3apanue

JlokyMeHTaIus, cojepkaiias KOMIUIEKC METOIMK 110 BCEM 3TaraM pa3pabOTKH TEXHUIECKOTO
o0ecreueHus, ABISCTCS

CIIPaBOYHOM

HOPMaTHUBHOM

0o0IIecuCTEMHOM

CreIUaIu3uPOBAHHOMN

16. 3aganune

[Ipu co3nanus TEKCTOBOTO TOKyMeHTa B cpere MS Word npocTaBBUTh HyMepaluio CTPAHHIL
MO>KHO € ITOMOILBI0 KOMaH/IbI

Ortser.

17. 3apanue

Ha perucrpupyemsIx JOKYMEHTaX MPOCTABIISIETCS
PErHCTPaLMOHHBIM HOMED U MOJIUCH OTBETCTBEHHOTO JIUIIA;
JlaTa MOCTYIJICHUS. U PETUCTPAlMOHHBIA HOMED;

JlaTa MOCTYIUICHHUS,

PEruCTpalMOHHBIN HOMED.

18. 3apanue

K snexTpoHHBIM cHCTeMaM TOKYMEHTO000pOTa HEe OTHOCSTCS
Heno

LanDocs

1C: JoxymMeHTOOO00pOT

Word

19.3apanue

YcTaHOBUTE TOCIIEIOBATEIILHOCTh PACTIONOKEHHUS PEKBU3UTOB CBEPXY BHH3 IMPH (HOPMHUPOBAHHUH
CITyKeOHOH 3aIUCKH B CUCTEME IEKTPOHHOTO JJOKYMEHT0000pOoTa
PexBuzur
OtmeTKa 00 UCIIOJHHUTEE
Bujg noxkymeHnTa
3aroyioBOK K TEKCTY
TekcT JOKyMeHTa
OTMeTKa 0 HAJTMYMH TPUIOKESHUM
Anpecar

| h|wo|—=Z

3anummuTe COOTBETCTBYIONIYIO MOCJI€I0BATEIbHOCTH HU(P c/ieBa HANPABO:

OTBerT.

20. 3aganue (BbIOepHTE HECKOJIBKO NIPABUIbHBIX OTBETOB)

[Tpu opranu3zanuu aBTOMaTU3UPOBAHHOTO PabOUYEro MecTa MeHepKepa He0OX0AUMO UMETh
Kommnsrorep, npunrep, ckauep;

CucreMHO€ MIPOrpaMMHOE 0OECTIeUeHUE;

[IpuknagHoe mporpaMMHOe obecreueHue;

HucTpyMeHTanbHOE IPOrpaMMHOE OOeCTieueHue.

6.4. MeTronuyeckue MaTepuaJibl, onpeaesiomue nNpoueaypbl olleHUBaHUS 3HAHUI, YMeHUI,
HABBIKOB M (MJIM) ONBITA AeSATeIbHOCTH, XapPaKTePU3YyOIINX 3TaNbl (JOPMUPOBAHUA KOMIETEHH I
C uenpio onpeeneHns YpOBHs OBIaJCHUS KOMIIETEHIUSAMU, 3aKPEIUICHHBIMU 32 IUCHUIUIMHOM, B
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3aJlaHHbIE MPENOAABATEIEM CPOKU IIPOBOJUTCS TEKYIIHUHA U IIPOMEKYTOYHBIM KOHTPOJIb 3HAHUN, YMEHUM
Y HaBBIKOB Ka)KA0ro oOyyaromierocs. Bce BUbl TEKyIIero KOHTPOJIS OCYIIECTBIISIFOTCS Ha PAKTHYECKUX
3aHATUAX. VICKIIIoUeHne cOCTaBisAeT YCTHBIA OMPOC, KOTOPBIM MOXKET MPOBOJUTHCS B HAYaJle WU KOHIE
geknuu B TedeHue 10-15 MHH. ¢ 1Eapl0 3aKperuieHUs 3HAaHUN TEPMHUHOJIOTMU TO IucuuiuinHe. [Ipu
OIICHKE KOMIIETCHIINI MPUHUMAETCSI BO BHUMaHHe (GOpMUPOBaHKE MPOPECCHOHATBHOTO MUPOBO33PEHUS,
OTNpE/CNIEHHOTO0 YPOBHS BKJIIOUEHHOCTU B 3aHATUA, PE(IEKCUBHbIE HABBIKH, BJIaJCHHUE H3y4aeMbIM
MaTepUaIOM.

[Tpouenypa oneHMBaHUS KOMIIETEHLIUN 00yUarolMXcs OCHOBaHA Ha CIEAYIOIIUX CTaHAapTax:

1. [lepnoaAMYHOCTH TPOBEICHHUSI OLICHKHU.

2. MHoroctyneH4aTocTh: OLIEHKa (Kak mpernojaBaTesieM, Tak U OO0ydYarollMMHCS TPYyMIbl) U
caMOOIIeHKa 00y4aroIIerocs, 00CyKACHHE Pe3yIbTaTOB U KOMIUIEKC Mep 0 yCTPAaHEHHUIO HEIOCTATKOB.

3. EIWMHCTBO HCMOJIB3yeMON TEXHOJOTHM JJIsi BCEX OOYYalOIIUXCs, BBITTOJIHCHUE YCIOBUU
COMNOCTAaBUMOCTH PE3YJIbTAaTOB OLICHUBAHUSI.

4. CobiroieHHe MOCIeI0BaTeIbHOCTH IPOBEICHUS OIICHKH.

Tekymas arrecTanus 00y4arOUIHXC.

Tekymas arrectanus no aucuuiuinie «CrucreMa ynpaBiieHUsI JOKYMEHTOO00pOTOMY IPOBOJAUTCS
B (opMe ompoca U KOHTPOJIBHBIX MEPOIPHATHIA MO OICHUBAHUIO (DAKTHUECKUX PE3yJTbTATOB O0YUYCHUS
00y4aroIuXCcsi U OCYLIECTBIIETCS IPENoAaBaTeIeM IUCIUIUIUHBIL.

OObeKkTaMu OIICHUBAHMSI BHICTYTIAOT:

l.yueGHas AMCUMIUIMHA (aKTUBHOCTh HA 3aHATHUAX, CBOEBPEMEHHOCTH BBIMOJIHEHUS Pa3IMYHBIX
BUJIOB 33JIaHUM, ITOCEIIAEMOCTh BCEX BUJIOB 3aHATUH MO aTTECTYEMOM NUCLUILIUHE);

2.CTENEeHb YCBOCHHUS TEOPETUUECKUX 3HAHUI B KAUECTBE «KIIFOUEH aHAIIN3a»;

3.ypOBEHb OBNAJCHUS MPAKTUICCKIMH YMEHUSMHU M HaBBIKAMU 10 BCEM BUJIaM Y4eOHOI paboThI,

4.pe3ysnbTaThl  CaMOCTOATENBbHONH pPabOThl  (M3yuyeHHWE KHUT W3 CIHUCKa OCHOBHOM |
JIOTIOJTHUTEIBHOM JIUTEpaTyphI).

AKTHUBHOCTH 00YYaroIIerocsi Ha 3aHsATHIX OLIEHUBAETCS Ha OCHOBE BBIMIOJHEHHBIX 00yYaromuMes
paloT U 3a/1aHU#, IPETYCMOTPEHHBIX TaHHON pabodel MporpaMMoi JUCIUIUINHBL.

Kpome Toro, onenuBanue oOydaromierocs MpoBOAUTCA Ha TEKYIIEM KOHTPOJIE MO JUCUUIUIMHE.
OneHuBanue 0OYy4Yaromerocsi Ha KOHTPOJIBHOM HeJNene MPOBOIUTCS IpernojaBaTesieM HE3aBUCUMO OT
HaJIMYUS WIM OTCYTCTBUSL oOydaromierocs (IO yBaKUTEIbHOM WM HEYBAXKUTEJIbHON NpPUYMHE) Ha
3aHaATUU. OTlEeHKa HOCHUT KOMIUICKCHBIA XapakTep M YYHUTHIBAET JOCTIDKCHUs OOydYaromerocs Io
OCHOBHBIM KOMIIOHEHTaM y4eOHOT0 Mpoliecca 3a TeKyIIUA NePUO.

OnenuBanue 0OydYarOmIerocss HOCHT KOMIUICKCHBIH XapakTep U YYHTHIBAET JOCTHIKEHUS
o0yyaromerocs Mo OCHOBHBIM KOMIIOHEHTaM Y4eOHOro Impolecca 3a TeKYILIUil Mepuojl ¢ BbICTaBICHUEM
OIICHOK B BEJIOMOCTH.

IIpome:xkyTounass arrecrauus ol0y4arwuuxcsi. [Ipomexxyrounas arrecranusi 1Mo AUCIUIUIMHE
«Cucrema ympaBleHHUS JOKYMEHTOOOOPOTOM» IMPOBOAMTCS B COOTBETCTBHHM C YYEOHBIM IIJIAHOM JIJIst
OYHOM, 0YHO-320YHOM 1 3a049HOM (opM OOyYEHHS B BUJIC IK3aMEHA B TIEPHO]] SK3aMECHAIIMOHHON CECCHH
B COOTBETCTBUU C rpa)IKOM MPOBEICHUSI.

OO6yuaronuecs A0MYCKAIOTCS K AK3aMEHY [0 JUCIMIUIMHE B CIIydae BBINOJIHEHUS UM Y4eOHOro
IJlaHa MO JUCUUILUIMHE: BBIIIOJIHEHHS BCEX 3aJaHUM U MEPOINPUATUN, MPEAYCMOTPEHHBIX MPOrpamMMoit
JUCLUTIIINHBL.

Ornenka 3HaHW OOyYalOMIErocss Ha 3K3aMEHE OMPEeNsIeTCs ero Y4eOHBIMU JOCTHKCHHUSIMH B
CEMECTPOBBIN NEPUOJ U Pe3yIbTaTaMU TEKYIIETO KOHTPOJISA 3HAHUM U BBIIIOJTHEHUEM UM 3aJaHUN.

3HaHUSA YMEHUS, HABBIKM 00YYarOIIerocs Ha 3a4eTe OICHUBAIOTCS KaK: «3a4TCHOY», «HE 3aUTCHOY;
Ha DK3aMEHE — KaK: «OTIIMYHOY, «XOPOILO», «YIOBIETBOPUTEIBHO», «HEYIOBIECTBOPUTEIBHOY.

OcHOBOW Ui ONpENeNeHHUs OIEHKU CIYXUT YPOBEHb YCBOCHHS OOYYalOUIMMUCS MaTepuaia,
MIPETYyCMOTPEHHOTO TaHHOW pabodeit mporpaMMoi.

7. IlepeyeHb OCHOBHOM W [IONOJHHMTEJILHOW Y4eOHOH JMTEPATypbl, HEOOXOAUMOW JIs
OCBOEHUS TUCHHUILIMHBI

a) OCHOBHAasl yueOHasl JquTEepaTypa:
1 bynuuk, P. A. IlpaBoBoe peryaupoBaHHE 3JEKTPOHHOTO TOKYMEHTOOOOpOTa: y4eOHUK st

22



By30B / P. A. byanuk; non pemakuueir M. A. ®emortoBa. - 4-¢ u3a., mepepab. u jgom. - Mockaa:
MznarensctBo HOpaiit, 2026. - 68 c. - (Beicmiee obpazoBanme). - ISBN 978-5-534-19293-3. - Tekcr:
aneKkTpoHHbIH // ObpazoBarenbHas miatdopma FOpaiit [caiit]. - URL: https://urait.ru/bcode/589231

2 Kyszneno, WM. H. JlokymeHTannonHoe obecrieueHue yrpaieHus. J[oKyMeHTOO0OpOT u
JIEIIONPOU3BOICTBO: YUeOHUK U TpakTUKyM s By3oB / M. H. Ky3Henos. - 5-e uzn., nepepab. u jgom. -
Mocksa: UznatensctBo FOpaiit, 2025. - 425 c. - (Bricmiee o6pazoBanue). - ISBN 978-5-534-20027-0. -
Texkct:  osnextpoHHblii  //  OOpasoBarenbHas  minatgopma  IFOpaiit  [caiit]. -  URL:
https://urait.ru/bcode/581143

0) 10MOJIHUTE/IbHAS JIUTEpaTypa

1 Konpimmkuna, T. b. JlenoBele KOMMYHHKAIIUHM, JOKYMEHTOOOOPOT U JAEIOMPOM3BOACTBO:
yueOonuk s By30B / T. b. Komprmkuna, M. B. Illlycrtuna. - 3-e usn., wcnp. um gom. - Mockaa:
WznatensctBo FOpaiit, 2026. - 145 c. - (Beicumiee oOpazoBanue). - ISBN978-5-534-14216-7. - Tekcr:
aneKTpoHHbIH // O6pa3oBaTenbHas mwiatdopma FOpaiit [caiit]. - URL: https://urait.ru/bcode/584753

8. Meroauyeckue yKazaHus 1Js 00y4al0UUXCHA 110 OCBOCHUIO JUCUMILIHHbI

Buj nesiTeJbHOCTH MeToanuyeckue YKa3aHHA M0 OPraHU3ANMHU AeITeJJbHOCTH CTYIeHTa

Jlexuus Jlexiuss — ¢Qopma oOydeHHS CTYIEHTOB, MNpPH KOTOPOW TpernojiaBaTelb
MoCJIeJ0BaTebHO U3J1araeT OCHOBHOM MaTepuall TeMbl y4eOHON AUCUUIIIMHBL. JIekuus —
9TO BaXXHBIH WCTOYHHK WHMOpMAIMU 1O Kaxmoi ydeOHoi mucnmimimae. OHa
OPHEHTHPYET CTyIEHTa B OCHOBHBIX IpoOieMax M3y4aeMoro Kypca, HamnpaBisieT
CaMOCTOSTENbHYIO paboTy Haa HUM. J{JIs JIeKIMH 0 KaKIOMY HpeAMETY J0JKHA OBITh
OTAETbHASL TeTpalb Al Jekuuid. Ilpexxae Bcero, 3amuiinTe UMs, OTYECTBO U (PaMUIHIO
JIEKTOpa, OCTaBbTE€ MECTO [UIi CIHMCKAa PEKOMEHJOBAaHHON JMTEpaTypbl, IOCOOMH,
CIPaBOYHHKOB.

BynbTe BHHUMaTENbHBI, KOT/IA JEKTOp OOBSBISET TeMy JIEKIHH, 00bsIcHsACT Bam
MECTO, KOTOpOE 3aHMMaeT HOBBIM IpeaMmeT B Bamieil moaroroBke W 4emy HOBOMY BEI
CMOXeTe HayduThCs. ONBITHBIA CTYJEHT 3HAET, 4TO, KaK IIPAaBUIIO, Ha IEPBOU JICKLMU
npenojaBarelib 00OCHOBBIBAET CBOM TpPEOOBaHMUS, PACKPBIBAET OCOOCHHOCTH YTCHHS
Kypca U CIocoObl cjauu 3a4eTa Mk S9K3aMeHa.

OtcrymnuTe 1nossi, KOTOpble MOHAXO0ATCS ATl Pa3IMYHBIX TIOMETOK, 3aMEYaHUN U
BOTIPOCOB.

3anuch cofiepkaHus JIEKIMH OYeHb MHAVBHIyalbHA, UMEHHO MO3TOMY TPYAHO
I0JIB30BAThCS Uy)KHUMHU KOHCIIEKTaMHU.

He crecusiitecs 3amaBath Bompockl npemnogasateno! Uem 6omnpire y Bac Oymer
nHpOpMaIUK, TeM CBOOOAHEe U yBepeHHee Bbl Oyzaere ceOst 4yBCTBOBATH!

ba3oBble pexomMeHganuu:

- HEe cTapalTech IOCIOBHO KOHCIIEKTHPOBATh JEKIMH, BBIACISNTE OCHOBHBIE
TIOJIOKEHHS, CTapaiTeCh MOHSTH JOTHKY JEKTOPa;

- TOYHO 3alKCBIBANTE ONPEENICHHUS, 3aKOHBI, IIOHATHUS, HOPMYJIBI H T.1.;

- IepelaBaliTe N3JIaraéMblii MaTeprall JIEKTOPOM CBOMMH CIIOBAMU;

- HanboJee BaKHbIC TIOJIOXKEHUS JICKIIUU BBICISITE IO TYePKUBAHUEM;

- cO3/IaliTe CBOIO CHCTEMY COKpAIIIEHUS CJIOB;

- TpHUBBIKAiTE MpPOCMAaTpuBaTh, IEPEUNUTHIBATH IIEpe]] HOBOM JEeKIUeH
IPEIBIAYILYI0 HHPOPMALIHIO;

- JIONIOJHAWTE MaTepHal JeKIMK nHopManueii;

- 3a/1aBaliTe BOIIPOCHI JIEKTOPY;

- 00s13aTeNPHO BOBPEMS BOCIIONIHSNTE BO3HUKIINE IPOOETIBI.

[paBuia TaKTHYHOTO TIOBEACHUS M DPPEKTUBHOTO CIYIIAHUS Ha JICKIUIX:

- CniymiaTe (M CBIIIATh) APYTOro YENIOBEKa - 3TO HACTOSAIIEE HCKYCCTBO, KOTOPOE
OYEHb NPUTOAUTCA B OyayLiel mpoQecCHOHaNBHON IesTeIbHOCTH 3KOHOMHUCTA.

- Ecnim mpenogaBaTenb «CKy4YHBIN», HO Bbl 4yBCTByeTe, UTO OH JEHCTBUTEIHHO
BJIaJiceT MaTepualioM, TO CKyKa - 3T0 yxe Bamra nmuunas mpo6iema (cTout BooOIie
cnpocuTh cebs, a Hactoaumid iu Bbl crynment, ecnu Bam He uHTepecHa mexuus
crieranucra?).

CymiecTByeT OuY€Hb TOJE3HBIA MpHEM, MO3BOJSIONIMHA CTYJEHTY-OKOHOMHUCTY
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OCTaBaThCSl B TBOPUECKOM HAIPSDKEHUM JaXe Ha JICKLIUAX 3aBEIOMO «HEHHTEPECHBIX)»
nperiogasareneii. [lpuem mpoct — nmocrapaiiTech BceM CBOMM BHJIOM IOKa3aTh, 4To Bam
«BCE-TaKW MHTEPECHO» M BBl «Bce-Takm BEpHUTE», UTO TMPETOoAaBaTelh BOT-BOT CKaKET
YTO-TO O4YEHb BaxkHOe. W ecnm B ayIuTOpPHM HAaWAyTCAd XOTS OBl HECKOIBKO TaKHX
CTYACHTOB, BHHMATEIFHO W YB@KUTEIbHO CIYIIAIONMX MpPENojaBareys, TO MOXET
MIPOU3ONTH «MaJIeHbKOE Uy10», KOT/Ia TIPEI01aBaTeNb «BAPYT» 3aTOBOPHT C YBIECUECHUEM,
Ha4YHET pAacCy>KAAaTb CMEI0 W C O030pCTBOM (MHOT/A MPEnoJaBaTeid CaMH HIIyT B
ayJUTOPUH BHUMATENbHBIC U 3aMHTEPECOBAHHBIC JIULA M HAUMHAIOT YUTATh CBOM JICKIIUH,
YaCTeHbKO TOTJISAAbIBAs Ha TaKWX CTYNEHTOB, Kak OBl «BIOXHOBISISCH» UX
IoOpoKenmaTensHbIM BHUMaHueM). Ecim 370 KakeTcss HEBEpOATHBIM (THIIa TOTO, YTO
«4gyJec He ObIBaecT»), MPOCTO BCIIOMHUTE ce0sl B TOAOOHBIX CHTyalHUsiX, KOTJa ¢
NPUATHBIM cOOECeHUKOM-CiTymareieM Bbl Bapyr oOHapykuBaeTe, 4TO TOBOPHTE
HaMHOTO yBepeHHee U Ja)Ke MHTEPEeCHee ISl caMoro ceosl.

- Ecniz Bel B 4eM-TO HE COTJIACHHI C TIPETOaBaTeIeM, TO COBCEM HE 00s3aTEIIEHO
TYT K€ IepeOuBaTh €ro u, TeM 0oJiee, BBICKAa3bIBaTh CBOM MIPECTABICHUS, JaKe eCIi OHU
u xaxyrcs Bam BepHbiMu. [lepeOuBanue mpemomaBarernst Ha MONYCIOBE - 3TO BEPHBIN
MIpU3HAK HEBOCIIMTAHHOCTH. BOMpOCH! ciemyer 3amaBaTh JIMOO Mocie 3aHATHH (U1 3TOTO
WX HQJ0 KpaTKO 3amucarh, 4YTOOBI He 3a0bITh), JUOO BHIOpAaB MOMEHT, KOrja
MpenoJaBaTeb cenan XoTs Obl HeOONbLIYIO TTay3y, 1 0053aTeIbHO H3BUHUBIIKCE.

[IpaBua KOHCIIEKTUPOBAHUS HA JIEKITHSX:

- He cmexgyer mnbITaThCs 3amUCHIBaTh MOAPS BCE TO, O YeM TOBOPUT
npenofasarens. Jlake ecid CTyAEHT BiaaeeT creHorpaduel, 3amuchiBaTh BCE
BBICKA3bIBaHHS TPOCTO HE UMEET CMBICIA: BAYKHO YJIIOBUTH TJIABHYIO MBICIIb 1 OCHOBHBIC
(baxThL.

- XenarenbHO OCTaBIATH HA CTPAHMLAX TOJIS I CBOMX 3aMETOK (W JAenaTh 3TH
3aMeTKH ITM00 BO BpeMsl caMOW JIEKIWH, JUOO TPU MOATOTOBKE K CEMHHapaM W
JK3aMeHaM).

- EcrecTBeHHO, JKeJaTeIbHO  WCHOJB30BaTh MNPH  KOHCIEKTHPOBAHUHU
COKpAILEHHUsI, KOTOPBIE KaXKAbI MOKET «pa3padboTaTe» i cedsl caMOCTOATENFHO (JIMIIb
OBl caMOMYy JIETKO OBLITO MIOTOM Pa300paThCs C STUMH COKPAIICHUSIMH).

- Craparbcsi TOMEHBIIIE HCIONB30BaTh Ha JIEKIUSIX JUKTOQOHBI, MOCKOJIBKY MOTOM
TPYAHO OYIET «IEKOAMPOBaThH» HEPa30OpPUMBBIA TONOC IMpernogaBaTens, BCE PaBHO
MOTOM TIPHJETCS TEPeNUCHIBaTh JIEKIUI0 (4 C Tojloca OYeHb TPYAHO TOTOBHTHCS K
OTBETCTBEHHBIM IK3aMEHaM), HAaKOHEIl, TUKTO(OHBI YaCTO OTBIEKAIOT MPENo1aBaTels
TEM, YTO CTYJCHT HMYETO HE JeJIaeT Ha JICKIUH (32 HEro, IKOOBI «pa0doTacT» TEXHUKA)
1 OOBIYHO MPOCTO CHAMT, IS Ha MPENoJaBaTesisi HEMUTAIOLIMMU Ta3aMH (B3IJISI0M
HEMHOT'O CKYYalOIeT0 «yAaBay), a MPeroAaBaTeib IyBCTBYET ceOs HEYIOTHO U BMECTO
TOT0, 9TOOBI CBOOOIHO PA3MBIILIATE HAJ MPOOJIEMOM, YUTAET JEKIIUI0 HAMHOTO XYyKe,
YeM OH MOT ObI 3TO chenaTh (M 3TO HE TOJIBKO HAIlW JIMYHBIC BIIEYATICHUS: OYCHb
MHOTHE MPENOaBaTeIN PACCKA3bIBAIOT O MOAOOHBIX CIYYasiX).

IIpakTuyeckue
3aHATHA

[IpakTnueckoe 3aHATHE — 3TO OAHA W3 (GopM y4ueOHOH pabOThI, KOTOpas
OpPHEHTHpPOBaHA Ha 3aKpeIvieHHEe HM3Y4YeHHOTO TEOpPETHYEeCKOro Mmarepuana, ero Ooiee
riy0okoe ycBoeHHE U (OPMHPOBAHHE YMEHHS NPUMEHSITh TEOPETUYECKUE 3HAHUS B
MIPAKTHYECKUX, TPUKIIATHBIX TENAX.

Ocoboe BHHMaHHE Ha MPAKTHUYECKHUX 3aHATHSAX YACISIETCS BBIPAOOTKE ydeOHBIX
WK TpodecCHOHANBHBIX HAaBBIKOB. Takwe HaBBIKM (opMHUpYyIOTCS B Ipolecce
BBITIOJTHEHUSI KOHKPETHBIX 33JJaHUH — yIpakHeHUH, 3a1a4d U T.1I. — T0J] PyKOBOACTBOM U
KOHTPOJIEM TPEI01aBaTEIs.

'oTOBsICH K IPaKTHYECKOMY 3aHSTHIO, TEMa KOTOPOTO BCETJla 3apaHee M3BECTHA,
CTYACHT JOJDKEH OCBEXHTh B IAMITH TEOPETHYECKHE CBEICHHUS, IOJYUYCHHBIE Ha
JEKIUSIX U B TIPOIIECCE CaMOCTOSITEIHHON pabOoThI, TOA00paTh HEOOXOAUMYIO YUEOHYIO U
CIPaBOYHYIO JINTEPATypy. TOJBKO 3TO 00ECIEUYHUT BHICOKYIO I(PPEKTUBHOCTh YUSOHBIX
3aHATHM.

OTIMYuTeIHbHONR OCOOSHHOCTBHIO TPAKTHYECKUX 3aHATHUN SIBIAETCS aKTHBHOE
y4acTHE CaMUX CTYJCHTOB B OOBSCHEHWH BBIHECEHHBIX HA PACCMOTPEHHE MpoOIIeM,
BOIIPOCOB; MpENoJaBarelib, JaBas CTyAEHTaM BO3MOKHOCTb CBOOOJHO BBICKA3aThCs IO
00CyXI1JaeMOMY BOIIPOCY, TOJBKO IIOMOraeT UM MNPaBHIbHO IOCTPOUTH OOCYKICHHE.
Takas yaeOHas 1eNb 3aHATHSA TPEOYET, 9TOOBI yUamuecs ObUTA XOPOIIIO MTOATOTOBIICHBI K
Hemy. B mpoTuBHOM cityuae 3aHsATHE He OyleT NeWCTBEHHBIM U MOXKET MPEBPATHTHCS B
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CKy‘iHLIfI 06MCH BOHpOCﬁMI/I U OTBECTaAaMU MC)KI[y npenonaBaTeneM nu CTyILCHTaMI/I.
ITpu MOATOTOBKE K MPAKTHUECKOMY 3aHSATHIO:

- MPOaHAIM3UPYHTE TeMy 3aHATHS, MOAyMalTe O LI U OCHOBHBIX MpoOieMax,
BBIHECCHHBIX Ha 00CYKJICHHUE;

- BHUMATEJIBHO MPOYHMTANHTE MaTepHall, JaHHBIA MPEIOAaBaTeIeM 10 3TOH TeMe
Ha JIEKIUH;

- I/I3y‘H/ITe peKOMeHIIOBaHHYIO Jn/ITepaTypy, aeiast HpI/I 3TOM KOHCIICKTBI
MIPOYUTAHHOTO WJIM BBIITUCKH, KOTOPBIC TIOHAA00SITCS TP 00CYKICHUN Ha 3aHSITHU;

- moctapaitech c(hOpPMYITHPOBaTh CBOE MHEHHE MO KaKJIOMYy BOMNpPOCY H
apryMeHTHpOBaHKE €ro 000CHOBATb;

- 3al{UINTE BO3HUKIINE BO BPEMs CaMOCTOSTENbHONH paboThl ¢ y4eOHHMKAMHU U
HAy4YHOW JMTEPaTypOil BOMPOCHI, YTOOBI 3aTeM Ha MPAKTUYECKOM 3aHATHH MOJYYUTHh Ha
HHUX OTBETEL.

B mporiecce paboThl Ha MPAKTHYECKOM 3aHITHH:

- BHUMATEIbHO CHYIIAWTE BBICTYIUICHUS JAPYTUX YYaCTHUKOB 3aHATHS,
CTapalTech COOTHECTH, COMIOCTABUTh UX BBICKA3bIBAHUS CO CBOUM MHCHHUEM;

- aKTUBHO YYacCTBYHTe B OOCYXJIEHHU pacCMaTPUBAEMBIX BOIPOCOB, HE OOUTECH
BBICKa3bIBaTh CBOE MHEHHE, HO CTapaiiTech, YTOObI OHO OBUIO MOJIKPEIUICHO
yOeIUTEeTbHBIMU JIOBOJIaMHU;

- €CIH Bbl HE COTJACHBI C YbHM-TO MHEHHEM, CMEJIO KPHUTHUKYHTE ero, HO
MOMHHTE, YTO KPUTHKA JOJDKHA OBITh OOOCHOBAHHOW M KOHCTPYKTHBHOM, T.€. HECTH B
ce0e KaKoe-TO KOHKPETHOE TPEJIOKEHUE B KAUECTBE allbTCPHATHBEI;

- TOcNe TPAKTHYECKOTO 3aHSATHUS KpaTko COHOPMYJIUPYHTE OKOHYATEIHHBIH
MPaBUIIBHBINA OTBET HAa BOIPOCHI, KOTOPBIE ObLITH PACCMOTPEHBI.

HpaKTI/I‘ICCKOC 3aHATHUC ITOMOracT CTyI[CHTaM FJ'[y6OKO OBJIAACTH HpeILMCTOM,
CMOCOOCTBYET PA3BUTHIO Y HHUX YMEHHUS CaMOCTOATENbHO paboTaTh ¢ y4eOHOM
JUTEPATypoldl M TEPBOMCTOYHHUKAMH, OCBOCHHIO HMH METOJOB HAy4yHOHW pabOTHl H
NpUOOPETCHUIO  HABBIKOB  HAYYHOW  apryMEHTalMH, HAay4YHOI'O  MBIIIJICHUS.
[IpenonaBarento ke paboTa CTyJAeHTa Ha MPAKTHYECKOM 3aHATUU IO3BOJIAECT CYAHTH O
TOM, HACKOJILKO YCIEIIHO M C KAKUM JKE€JIaHHEM OH OCBaMBaeT MaTepHal Kypca.

CamocrosTesbHast
pabota

CamocrosiTennbHass padoTa MPOBOJUTCS C IENbI0: CHCTEMATH3AIlMH W 3aKperICHUS
MOJTYYEHHBIX TEOPETHYECKHX 3HAHMHM M NPAKTHUYECKMX YMEHUH 00ydaromuxcs;
YIAyONeHUs W PaCHIMPEHUS TEOPETHYCCKUX 3HAHHHA CTYACHTOB; (OPMHUPOBAHHMS
YMEHUI HCTONB30BaTh HOPMATHUBHYIO, MPaBOBYIO, CIPAaBOYHYIO JIOKYMEHTAIIHIO,
Y4eOHYI0 U CICIUAbHYIO JIUTEPaTypy; Pa3BUTHS IO3HABATEIbHBIX CIIOCOOHOCTEU U
aKTUBHOCTM  OOYyYarONIMXCS:  TBOPYECKOW  WHUIMATUBBI,  CaMOCTOSITEIHLHOCTH,
OTBETCTBEHHOCTH, OpPraHN30BaHHOCTH; (opmupoBaHue CaMOCTOSITEIIBHOCTH
MBIIIJICHUA, CcrocoOHOCTEN K CaMOpa3BUTHUIO, COBCPIICHCTBOBAHUIO u
camoopraHuzainuu; (QOPMHUPOBAHHUS NPOPECCUOHATBHBIX KOMIICTCHIUN;, pPa3BUTHIO
HCCIIeTOBATEILCKUX yMEHHUH oOydaromuxcsi. DopMbl ¥ BHIBI CaMOCTOSTEIbHOU
paboThl: 4YTEHHE OCHOBHOW W JIOMIOJHHTEIHLHOW IJIUTEPATyphl — CaMOCTOSITEIBHOE
HN3YUCHHUEC MaTcpuajia 10 PEKOMCHAYCMBLIM JIUTCPATYPHBIM HCTOYHUKAM; pa60Ta C
OMOIMOTEYHBIM KaTaJoroM, CaMOCTOSTENBHBIA MOI00OpP HEOOXOMUMON JIUTEPATYypPHI,
pabota co cjoBapeM, CIPaBOYHHKOM; IOWCK HEOOXOoaWMol HH(pOpPMAIMU B CETH
WHTepHET, KOHCIEKTHpPOBaHUE WCTOYHHMKOB; pedeprupoBaHne HCTOYHHUKOB;
COCTaBJICHHE aHHOTAIUN K MPOYUTAHHBIM JIUTCPATYPHBIM HCTOYHHUKAM;, COCTABIICHHUEC
pelieH3uil 1 OT3BIBOB HAa MPOYUTAHHBIH MaTepHal;, COCTaBICHHEe 0030pa MyOIHKAIUH 10
TEMe;, COCTaBJICHHE W pa3paboTKa TEPMHHOJOTHYECKOTO CJIOBAps; COCTAaBIICHHE
XPOHOJIOTHYECKOM  TaONUIIBI, COCTaBieHMe Oubimorpaduu (OubIMOTpaduuecKoit
KapTOTEKH); TOATOTOBKA K PAa3IMYHBIM (GopMaM TeKylled U MPOMEKYTOUHOM
arrecTanM (K TECTUPOBAHHUIO, 3auYeTy, OK3aMCHY); BBITIONHCHUE JOMAITHUX
KOHTPOJIBHBIX pa60T; CaMOCTOATCEIBHOC BBIIIOJTHCHUEC IMPaKTUYCCKUX 3aI[aHI/II71
PENPONYKTUBHOIO THIAa (OTBETHI HAa BOIMPOCHI, TECThI, BBHIMOJHECHUE TBOPYECKHUX
3ajaHnil). TeXHONOTHS OpraHW3alik CAMOCTOSITEIBHOW paboThl  00YyYarOIIUXCs
BKJIFOYACT HCIIOJIB30BAHHEC I/IH(i)OpMaHI/IOHHBIX U MaTepruaibHO-TEXHUYCCKUX PECYPCOB
00pa30BaTeIbLHOrO YUPEIKIACHHUS: OoubIMOTEKY c YUTAIBHBIM 3aJI0M,
YKOMIUICGKTOBAHHYI0O B COOTBETCTBUH C CYIICCTBYIOUIMMH HOpPMaMmu; YyueOHO-
METOAMYECKYyI0 0a3y y4YeOHBIX KaOWHETOB, JjlabopaTopuii M 3ayia KOAU(UKAIIHNH;
KOMIIBIOTEPHBIE KJIACCHl C BO3MOXKHOCTBIO paboThl B ceTd HTEpHET;, ayIuTopuu
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(kymacchl) A7 KOHCYJNBTAllMOHHOW AEATENFHOCTH; Y4eOHYI0 M y4eOHO-METOANYECKYIO
JUTEPaTypy, pa3padOTaHHYIO C yYETOM YBETHUYEHHS JOJHM CaMOCTOSTEIbHOU PaldoThI
CTYAEHTOB, U UHBIE MeETOAWYECKHEe MaTepuaibl. Ilepen BbINOMHEHNEM 00YYarOUMMUCS
BHEayAUTOPHOM CaMOCTOSITETILHOM paboTsr npernojjaBareib POBOAUT
KOHCYJIFTUPOBAHHE IO BBITIOJIHEHHIO 3a/laHHs, KOTOPHIA BKIIOYAET LIEIb 3aJaHHs, €ro
COJep)KaHUs, CPOKU BBIIIOJHEHUS, OPUEHTHPOBOYHBI 00BEM paboThl, OCHOBHBIE
TpeOOBaHWS K pe3yjbTaTaM pabOThl, KPUTEpUHM OLEHKH. Bo Bpems BBIOTHEHUS
o0yyaromuMucsl BHEAYAUTOPHON CaMOCTOSATENFHOW Pa0OTBl M IpPU HEOOXOIUMOCTH
NpenojaBaresib MOXKET MPOBOAUTH HMHAMBHUIYAIbHBIE WM TPYIIIOBBIE KOHCYJbTAlHU.
CamocrosTenpHass paboTa MOXKET OCYIIECTBITHCA HWHAWBUAYAJIBHO WM TPYIIIaMHU
o0yyaromuxcsi B 3aBHCUMOCTH OT IIe7H, 00beMa, KOHKPETHOH TEeMaTHUKU
CaMOCTOSITEIbHOM PabOTBl, ypPOBHS CJIOXHOCTH, YPOBHA YMEHHMH OOydaromuxcs.
KonTtpons camocTosTenpHO# pabOTH IpeyCMaTpHUBAaET:
®  COOTHECEHHUE COJIEPKAHUS KOHTPOJIS C IeNSAMH 00yUYeHHUs; 0ObEKTHBHOCTh
KOHTPOJISL;
®  BWIMAHOCTH KOHTPOJIS (COOTBETCTBHE NPEABSIBIAEMBIX 3aJaHUI TOMY, UTO
MIPEINoJIaraeTcs MPOBEPUTH);
e uddepeHIHALINI0 KOHTPOIBHO-U3MEPHUTEILHBIX MaTEPHAJIOB.
®DOpMBI KOHTPOJISL CAMOCTOSITEIBHON PadOTHI:
®  [POCMOTP U MPOBEPKA BBINOJIHEHUS CAMOCTOSTEIbHON pabOThI
MIPEeTo1aBaTeNIeM;
®  OpraHu3anys CaMONPOBEPKH,
®  B3aMMOIIPOBEPKH BBIIIOIHEHHOTO 33JaHHUs B IPYIIIE; 00CY)KIEHUE Pe3yIbTaTOB
BBITIOJTHEHHOW pa0OTHI Ha 3aHSTHY;
®*  [pPOBEICHHE MHCBMEHHOTO OIPOCa;
®*  [POBEICHHE YCTHOTO ONpPOCa;
®  opraHu3aunus U MpoBeJICHUE MHIUBUIYaIbHOTO COOECeNOBaHNS; OPraHU3aLusl U
MpOBeICHUE COOECEIOBAHUS C TPYIINION;
®  3amuTa OTYETOB O MPOAETaHHOU padoTe.

Ompoc

Ompoc - 95TO CpencTBO KOHTPOJS, OpPraHM30BaHHOE KaK cCreruanbHas Oecena
MperoiaBaTess ¢ 00yJaroIMMCS Ha TEMBI, CBI3aHHBIC C U3YIaeMOU TUCITUIUITMHON, U
paccuMTaHHOE Ha BBISABICHHE O0BbEMa 3HAHUN MO OMPEICICHHOMY pa3Jiely, TeMe,
npobneme u T.1. [Ipobremarnka, BEIHOCHMAas Ha OMPOC OIpENeNeHa B 3aJaHUAX IS
CaMOCTOSITETFHONH ~ paboTel  OoOydaromerocs, a Takke MOMET OIpPeaeNaThCs
MpernoaBaTeyeM, BEAyIIUM IUCHUIUINHY. Bo Bpems MpoBemeHHs YCTHOTO OIpoca
0o0yJaroluiics JIOJDKEH yMETh OOCYAHTh C MPEHoJaBaTelieM COOTBETCTBYIOIIYIO
Mpo0OJIeMaTHKY Ha YPOBHE IMAJOTra.

TectupoBaHue

KoHTposb B BUzie TECTOB MOXKET UCIIOIB30BATHCS IIOCIIE U3YUEHHSI KXKI0H TEMBI Kypca.
HToroBoe TecTHpOBaHNE MOXHO MPOBOJIUTH B (hopMe:
®  KOMIBIOTEPHOT'O TECTHPOBAHUS, T.€. KOMIBIOTEP IPOU3BOJILHO BEIOUPAET
BOIPOCHI 3 0a3bl JAHHBIX IO CTENICHU CIIOKHOCTH;
®  MHCHEMEHHBIX OTBETOB, T.C. IPEMOAaBaTeNb 3a/IacT BOIIPOC U JIaeT HECKOIBKO

BapHUaHTOB OTBETA, a O0YYAIOLIUICS Ha OTAEIBHOM JIHCTE 3allMChIBAET HOMEPa
BOIIPOCOB U HOMEPa COOTBETCTBYIOIINUX OTBETOB.

Jus nocTiokeHuss OOMNbINEH JOCTOBEPHOCTH PE3yJbTATOB TECTHUPOBAHUS CIIEAYET

CTPOUTH TEKCT TakK, 4TOOBI y oOy4atomuxcsa 0bu10 He Oonee 40 — 50 cexyHA i oTBeTa

Ha OuH Bompoc. MTOroBeli TeCT JOKEH BKIIOYATh HEe MeHee 40 BOIPOCOB IO BCEMy

Kypcy. 3Ha4uT, HTOTOBOE TECTHPOBaHME 3aiiMeT Lesoe 3aHsaThe. OLeHKa pe3ylbTaToB

TECTUPOBAHHS MOXKET IPOBOAUTHCS ABYMSI CIIOCOOAMH:

1) mo 5-0aybHON cHcTeMe, KOrJa OTBETHl CTYACHTOB OLCHHUBAIOTCS CIEAYIOLINM

obpazom:

- «oTImgHOY» — 6oiree 80% OTBETOB MPABHILHEIE;

- «xopouro» — 6osee 65% OTBETOB NPaBUIILHEIE,

- «YZOBIETBOPHUTENBHO» — OoJiee 50% OTBETOB MpaBUIIbHBIE.

OO0yuaromuecs, KOTOpbIE MPaBMIIHO OTBETHIIM MeHee yeM Ha 70% BOTPOCOB, JOIHKHEI

B MOCIIEAYIONIEM TiepeciaTh TecT. [Ipu 5ToM HE0OXOIUMO MTPOKOHTPOIUPOBATh, YTOOKI

BapuaHT TecTa OB APYTOii;

2) mo cucteMe 3auyeT-He3aueT, Korha [Uld 3adeTa IO AaHHOW AMCLUIUIMHE AOCTATOYHO

MIPaBHIBLHO OTBETUTH Oosiee ueM Ha 70% BOTPOCOB.
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[Hoxnroroska x [Tpu moAroTOBKE K 3a4eTy C OLEHKOH HEOOXOIUMO OPUEHTHUPOBATHCS Ha KOHCIIEKTHI
3a4eTy C OLECHKOH JIEKIUH, pEeKOMEHYyEeMYI0 JINTEpaTypy U Ap. OCHOBHOE B MMOATOTOBKE K cAaue 3K3aMeHa
no gucuuiuinHe «Cucrema ynpaBieHUs! JOKYMEHTOO00POTOM) - 3TO IIOBTOPEHHE BCErO
Marcpuajlia AUCHUILIMHBI, II0 KOTOPOMY HCO6XOI[I/IMO caaBaTb JK3aMCH. HpI/I
MOArOTOBKE K cJade »dK3aMeHa oOydvaromuiics Bech 00beM paboThl TOIDKEH
pacipenensiTb PaBHOMEPHO IO AHSAM, OTBEICHHBIM [yl MOATOTOBKH K 3K3aMEHY,
KOHTPOJIMPOBAThH KEDK}J;LI?I JC€Hb BBIIIOJITHCHUC HaMeUeHHOH pa6OTBI. HOJIFOTOBKa K
9K3aMEHy BKIIIOYAET B ce0s TpH dTama:
® caMocCTOsTelbHAs paboTa B TEUEHUE CEMECTPA;
®  HENOCPEACTBEHHAas IOArOTOBKA B JIHH, IPEALIECTBYOIIMNE IK3aMEHY 110 TEMaM
Kypca,
®* [OArOTOBKA K OTBETY Ha 3aJaHus, collepXalirecs B OuneTax (Tecrax)
9K3aMeHa.
HAna ycmemHoW crmaum  dKk3aMeHa 1o aucuuiuinHe  «CHcTemMa  yIpaBieHHS
JOKYMEHT0000pOTOM» 00yUaromuecs JOKHBI IPUHAMATh BO BHUMAHUE, YTO:
®  BCE OCHOBHBIE BONPOCHI, YKa3aHHbIC B pabodell mporpaMmme, Hy >KHO 3HATh,
IMOHMUMATh UX CMBICII U YMETH €T0 PA3bACHUTD,
* yKa3aHHBIE B paboueil mporpamMme GpopMupyeMbie KOMIIETEHIIUH B PE3yJIbTaTe
OCBOCHUS IUCIMIUIMHBI JOJKHBI OBITH IPOAEMOHCTPUPOBAHBI CTYACHTOM;
®  [PaKTHUYECKHE 3aHSATHA CIIOCOOCTBYIOT IOIY4EHHIO 00JIe€ BBICOKOTO YPOBHS
3HaHWUH U, KaK ClIeICTBUE, 00Jiee BEICOKON OLIEHKE Ha SK3aMEHE;
®  TOTOBHUTHCS K 9K3aMEHY HEOOXOJMMO HAUMHATH C MIEPBOil JIEKIIUU U IEPBOTO
ceMMHapa.

9. Onmncanue MaTepHAJIbLHO-TEXHHMYECKON 0a3bl, HeOOXOOAMMON JJIsl OCYLIEeCTBJICHUS
0o0pa3oBaTeIbHOIO NpoLecca 10 JUCHUIINHE

Peanmzanust  oOpazoBaTenbHOro  mporecca no — guciumiumHe  «Cuctema  ympaBlieHUs
JIOKYMEHTOOOOPOTOM» OCYIIECTBIISIETCS B CISAYIOIINX Ay TUTOPHIX:

1. 3ansTus NekuoHHOro THUma - ayautopus Ne504: 32 mecra (16 ctonos, 32 cryna), 1 mocka, 4
cTeHaa, | cron npenoxasarens, 1 kadeapa, Bemanka HarmoJbHas — 2 IIT.

2. Jlnsa mpoBeneHUsT MPAKTHYECKUX 3aHATHH ucmoyib3dyercs: ayautopust Ne504: 32 wmecra (16
CTOJIOB, 32 cTyna), 1 nocka, 4 crenna, 1 cron npenogasarens, | kadenpa, Belanka HanojabHas — 2 MIT.

3. Jlns caMoCTOSITENbHOM pabOThl CTYAEHTOB HCHOJIb3YETCS MOMEIIEHUE JUIsl CaMOCTOSATEIbHON
paboThl, OCHAIIICHHOE KOMITBIOTEPHOM TEXHMKOH, MOIKIIOUEHHOM K ceTH «VIHTepHeT» U JOCTYIOM B
OUOC: Kabuner Ne405: 20 mect (10 cromos, 20 crynseB), 1 mocka, 8 crenaos, 1 kadeapa, Bemanka
HanoapHas — | wr., 8 [I9BM c Beixonom B MHTEpHET, npuHTEp — 1.

4. Jlng mpoBeACHUS TPYMNIOBBIX M HHIAUBUAYAIbHBIX KOHCYJbTAIMM, TEKYIIEro KOHTPOJIS H
IIPOMEXYTOUYHOM AaTTeCTallMM MCIIOJIB3YETCs ayIUTOpUs AJI TEKYIIEro KOHTPOJSI M MPOMEXKYTOYHOMN
arrectaruu Ne503: 40 mect (20 cronos, 40 ctynbeB), 1 mocka, 5 crenmoB, 1 cTonm mpemogaBarens, |
Kagezpa, Belagka HarmoyJbHas — 2 miT.

10. IlepeyeHr HWH(POPMALNMOHHBLIX TEXHOJOIMi, HCHOJb3yeMbIX IPH OCYILIECTBJEHUH
o0pa3oBaTeIbHOTO0 TMpoLecca MO AWUCHMIUIMHE, B TOM 4YHCJIEe KOMIUIEKT JIMIEH3HOHHOIO
NPOrpaMMHOI0 obecrieyeHusl, 3J1eKTPOHHO-0U0/IMOTeYHbIe CUCTEMBI, COBpeMeHHbIe
npogeccnoHanbHbIe 0a3bl JAHHBIX 1 HHPOPMALMOHHbIE CIIPABOYHBIEC CHCTEMbI

10.1 JIuneH3M0OHHOE TPOrPAMMHOE O0ecIeYeHue:

Onepanunonnas cucrema Microsoft Windows Professional XP

Onepannonnas cucrema Microsoft Windows Professional 7

ITporpammusie cpeacrsa Microsoft Office 2007, 2010, 2013 Russian
[Iporpammusie cpeacta Microsoft Office Professional Plus 2007, 2013 Russian
ITporpammusie cpeactsa Microsoft Windows Server Standard 2008 Russian
[Iporpammusle cpenctea «1C [peanpustus 8»

[Tporpammusie cpeacta Total Commander 7.x User license

[Iporpammusie cpeactBa WinRAR 3.x Standard license
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9. Jlunensuu Ha nporpammublie cpenctBa Business Plan M
10. ITporpammusie cpencrBa AITIK AHaIMTHK — aBTO

10.2. Dy1eKTPOHHO-0UOJIHOTEYHAS CUCTEMA:
OnektponHas o6ubnuoreunas cuctema (ObC): http://www.iprbookshop.ru/
10.3. CoBpemeHnHblIe npodeccuoHaIbHbIE 023 TaHHBIX:

OdunmanbHbI HHTEPHET-TIOPTAT 0a3bl JAHHBIX TPABOBON MH(MOPMAITUH http:/pravo.gov.ru
[Topran "NHpOpMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUN B 00pa30BaHUH'" http://www.ict.edu.ru
Hay4unas snmekTpoHHas OMOIMOTEKA hitp://www.elibrary.ru/
HarmonanbHast aneKTpoHHAs OMOIMOTEKA http:/www.nns.ru/
DeKTpoHHBIE pecypchl Poccuiickoii rocy1apcTBEHHON OMOIUOTEKH http://www.rsl.ru/ru/root3489/all
Web of Science Core Collection - monmutemaruueckas pedepaTuBHO-OnbIMorpaduieckas u
HayKOMTpI/I‘IeCKaH (6bubmmomeTpuueckas) 0a3a TaHHBIX - http://webofscience.com

7. TlOoAHOTEKCTOBBINA apXUB BEAYIIMX 3alaIHBIX HAYYHBIX )KYPHAJIOB HA POCCUUCKOM muaTdopme
HanmonansHOTro 351ekTpoHHO-HHpOopManmoHHoro koncopuyma (HOMUKOH) nttp:/meicon.ru

8. nttpi/igks.ru CaliT denepanbHOi Ci1y>KOBI TOCYJAPCTBEHHOM CTAaTUCTUKU

9. www.skrinru baza manaeix CKPUH (kpynHeiimas 6aza JaHHBIX MO POCCHUMCKUM KOMIIAHUSIM,
oTpaciysiM, peruonam PD)

10. www.rbc.ru Caiit PBK («PocbusznecKoncantunr» - Bemymias poccuiickasi KOMITaHHS,
pabortatomias B cepax Macc-Meaua U MHOOPMAITMOHHBIX TEXHOJIOTHIT)

O W

10.4. UndopmaniuoHHbIE CIPABOYHbIE CHCTEMBI:

1. CnpaBouno-npaBoBas cuctema «Koncynprantllimtocy
2. CnpaBouHas npaBoBas cuctema «l'apanT»

PaGouyro nporpaMmmy IuCHHMIVIMHBI COCTABUIL:
XBocteHko TaTesiHa MuxaioBHA, KaHAWIAT YKOHOMHUYECKHX HAyK, MOIEHT Kadenpsl «DKOHOMHUKA U
yrpaBieHue», BpSHCKUN HHCTUTYT yIIpaBJeHUs U On3Heca

PabGouas nporpaMmMa JHCUMILIMHBI PACCMOTPEHA M YTBEP:KIEHA HA 3aCeJaHUH CeKLIUH
«MeHeKMeHT»:

npoTokosa Ne 1 ot «27» aBrycra 2026 1.

3aBenyIoUIil cekuen /T.M. XBOCTEHKO
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