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1L.IINTAHUPYEMBIE PE3YJIbTATBI OBYUYEHMUS 11O JUCHUIIVIMHE, COOTHECEHHBIE
C TIJIAHUPYEMBIMH PE3VJIBTATAMH OCBOEHHUSI OBPA3OBATEJILHOM
IMPOI'PAMMBbI

[Inanupyemble pe3ynbTaTbl OOydeHHUs 1O AMCUMIUIMHE HAaNpaBleHbl Ha (opMupoBaHue
CIIEYIOIINX KOMIIETEHIINH 00pa3oBaTebHON mporpammbl 21.03.02 3emMiIeycTpocTBO M KaAaCTPHI.

OK-5 - crocoGHOCTBIO K KOMMYHUKAIIMM B YCTHOM M MHUCbMEHHOM (popMax Ha pPyCCKOM U
WHOCTPAHHOM SI3bIKaX ISl PEIICHHS 3a/la4 MEKJIMYHOCTHOTO M MEXKYJIbTYPHOTO B3aMMOJICHCTBUS,

OIIK-1 - crmocoGHOCTh OCYIIECTBIIATH IMOUCK, XpaHEHUE, 00padOTKy U aHaIu3 WH()OPMALIUY U3
pa3IMYHBIX UCTOYHHUKOB U 0a3 JaHHBIX, MPEACTABIATh ¢ B TpeOyeMoM (opmare ¢ MCIOJIb30BaHHEM
MH()OPMAIIMOHHBIX, KOMITBIOTEPHBIX M CETEBBIX TEXHOJIOTHIA;

[IK -7 cmocoOHOCTh W3Y4YCHHsT HAyYHO-TEXHHUYECKOW HH(OpMAIMK, OTCYECTBEHHOTO H
3apy0EKHOTO OIbITA UCTIONIBb30BAHUS 3EMJIM M MHOW HEJIBUKHMOCTH.

CoOTHOIIICHNE TUIAHUPYEMBIX PE3yJIbTaTOB OOyUYEHHs MO JAMCIUILIMHE C IJIAHUPYEMBIMHU pe-
3yJIbTaTaMU OCBOCHHUS 00Pa30BaTENbHON POTPAMMBI:

Ilnanupyempble pe3yJbTaThl 00yUeHHUSA

" Komnerenuun
(3Tansbl GopMUPOBAHUSI KOMIIETEHIIUI)

3namo:

TpeOOBaHUSI  JACHCTBYIONIMX  3aKOHOJATENbHBIX akTOoB ©W  HopmaTuBHO- | OK-5, OIIK-1,
METOJUYECKMX MaTepHajoB O JOKYMEHTHPOBAHUU JeATeIbHOCTH coBpeMeHHoM | [TK-7
OopraHu3anu M paboTe C JOKYMEHTaMH; OCHOBHBIC THIIBI YIPABICHUYECKUX
JOKYMEHTOB M  TpeboBaHUAX K UuX OQOPMIICHHIO;  aBTOMATH3AIIUIO
JICJIONPOU3BOJICTBA HA IEPCOHAIIBHOM KOMIBIOTEPE.

Ymemn:

UCIIOJIb30BaTh OCHOBHBIE IIpaBWJIa COCTaBJlE€HMs, XpaHeHuss u paborsl c | OK-5, OIIK-1,
yIpaBJIeHYECKUMHU JTOKYMEHTaMH OpraHMU3allii;, cOBpeMeHHble nH(opmanuonnsle | [TK-7
TEXHOJIOTHH B JI€JIONPOU3BOJICTBE.

Haeviku:
M3YYEHHUS Hay4YHO-TEXHUYECKON MH(POpPMAIIUH, OTEUECTBEHHOT0 U 3apy0ex HOTo OK-5, OIIK-1,
OTIBITA UCTIOJIb30BAaHUS 3€MJIM U MHOW HEJIBUKMMOCTHU; OpraHu3auei I1K-7

JOKYMEHTO000pOTa, CUCTEMATHU3AIMH U XpPAaHEHHS IOKYMEHTOB; 0(OPMIICHHUS
OCHOBHBIX BUJIOB IOKYMEHTOB.

Onbvim 0esasmenvbHOCmu:

UCIOJIb30BaHUE 3aKOHOATENbHBIX aKTOB U HOpMaTUBHO-MeToAMuYeckux marepua- | OK-5, OIIK-1,
JIOB IIpH padoTe C TOKYMEHTaMHU B AESITEIbHOCTH OpraHU3aliui, OCHOBHbIMU TeX- | [TK-7
HOJIOTHSIMM, METOJJaMU, CIIOCO0aMH M CpeICTBaMH TOJIY4YEHUs, XpaHEeHus, Iepepa-
0O0TKM TOKYMEHTHPOBAaHHOW MH(QOPMAIMKU IPU NPUHATUU TEXHUUYECKUX U OpraHu-
3alIMOHHBIX PEleHHH, ONBIT PabOThI C KOMIBIOTEPOM KaK CPEJCTBOM YIpPaBIECHUS
JIOKYMEHTHUPOBAHHBIMH MOTOKaMU MH(POpPMAIUH, ONBIT pabOThl ¢ JOKYMEHTUPO-
BaHHON MH(OpMaIMell B r1o0anbHbIX KOMIIBIOTEPHBIX CETSAX, OMBIT pabOThI ¢ aB-
TOMAaTU3UPOBAHHBIMU CUCTEMaMH YIPABJIECHUS JOKYMEHTHPOBAaHHOW MH(}OpMalu-
el JUIsl yIPaBICHYECKUX PELICHUMN.




2. MECTO JUCIUILIUHBI B CTPYKTYPE OBPA30OBATEJIBHOM ITPOTPAMMBbBI

JluctumiinHa OTHOCHTCS K BapuatuBHOW 4actu Onoka b.1 «/{uctummmasl (Mogynn)» obpa3o-
BaTeIbHON MPOTrpaMMbl U OTHOCUTCS K TUCIUILIMHAM [0 BbIOOpY oOyuaromuxcs, u3ydaercs B 6 ceme-
CTpe 1o 04HOH popme 00ydeHusI.

[TpenimecTByronue U MOCIEAYIONUE AUCIUILTMHBI (KOMIIOHEHTHI 00pa30BaTeIbHONM MpOrpam-
MbI) (HOpPMUPYIOIIKE YKa3aHHbIE KOMITETEHITHH.

IIpexmecTByomme JUCHUNINHBI

Kon e ) Hocaeaywmme u napajjieJibHO H3y4YaeMble
KOMIIeTe JUCHMIIMHBI (KoMnoHeHThI OII),
HIIUH (bopmupyroume AanHylo (popMupyOIIMe JAHHYI0O KOMIIETEHIIHIO
KOMIIETEeHIUI0
OK-5 |MHocTpaHHBIH A3BIK JIoKyMeHTHpOBaHUE YIIPABICHYECKON ACATENb-
dunocodus HOCTH
Pycckuii s13bIK 1 KyJIbTypa peuu 3amTa BRITYCKHON KBaIH(UKAIMOHHOM pabo-
KyneTyponorus ThI, BKJIFOUYas MOATOTOBKY K MPOLIEAYPE 3aLIUThI
VY4eOHasi IpakTHKA 10 NOTYyYEHUIO U IIPOLIEAYPY 3aIIUTHI
MEPBUYHBIX MPO(HECCHOHATBHBIX
YMEHHM U HaBbIKOB, B TOM UHCJIE
MEPBUYHBIX YMEHUHN U HABbIKOB Ha-
YYHO-HCCIIE0BATENbCKOM JIeATENb-
HOCTH 110 TOKYMEHTAallUOHHOMY
obecrieyeHn o mpoecCnoHaTHLHON
NESATEIbHOCTH
OIIK-1 |HUudopmaruka [IpaBoBOE OOecrieueHre 3eMIICyCTPOUCTBA U Ka-

HauepratenbHas reoMeTpus U HHXKe-
HepHas rpaduka

T'eone3us

3emMIIeyCTpOMCTBO
WHdopmannoHHbIE TEXHOJIOTHH
Kommnpsrorepnas rpaduka
I'padpuueckue u nHGPOpPMALIMOHHbIE
CHCTEMBI

CucTeMHBIH aHAJIN3 B yIIpaBIeHUH
HE/IBIYKUMOCTBIO

Mertpornorus, cTaHgapTU3aLus, 1
cepTuduKanus

Kaprorpadus

MapkeTuHr B cepe HeIBHKHUMOCTH
VY4eOHas NpakTHKa MO NOJTYYEHUIO
MEPBUYHBIX TPOPECCHOHATBHBIX
YMEHUI U HaBBIKOB, B TOM YHCJIE
MIEPBUYHBIX YMEHUI U HABBIKOB Ha-
YYHO-UCCIIEI0BATEIbCKON AEATENb-
HOCTH TIO JIOKyMEHTAIIHOHHOMY
obecreyeHn o mpoeccnoHaIbLHON
JeSTeTbHOCTH

VY4ebHas mpakTUKa MO NOJTYYEHUIO
MEPBUYHBIX TPOPECCHOHATHHBIX
YMEHUH U HAaBBIKOB , B TOM YHCJIe
MIEPBUYHBIX YMEHUI W HABHIKOB Ha-
YYHO-UCCIIEI0BATEIbCKON JAEATENb-

JTaCTPOB
3eMeNbHO — KaIaCTPOBBIE T€0Ie3nIeCKre padbo-
THI

Onenka 00bEKTOB HEIBUKUMOCTH
doTorpamMmeTpHsl U AUCTAaHIIMOHHOE 30HAMPOBA-
HUE TEPPUTOPHUHU

DKOHOMMKO — MaTEMAaTUYECKUE METO/BI U MOJIE-
JUpPOBaHUE B YIIPaBICHUN YKOHOMUKE HEJIBU-
KUMOCTH

PernonanbHOE 3eMIIEYCTPOHCTBO

VYnpasiieHue 3eMeNbHBIMU pecypcaMu

OCHOBBI TPaIOCTPOUTENHCTBA U TUIAHUPOBKA Ha-
CEJICHHBIX MECT

[IporHo3upoBanue U MJIaHUPOBAHUE UCTIONIB30-
BaHUs 3€MEIIb

VYmpasieHnre npoekTaMu B cepe HeABHKUMO-
CTH

WHupopmalinoHHbIE CUCTEMBI KaJacTpa
JIoOKyMEHTHUPOBaHNE YIIPABICHUECKOHN 1EATENb-
HOCTHU

VY4ebHas MpakTHKa MO NOJTYYEHUIO EPBUYHBIX
npodeccuoHaNbHbIX YMEHUN U HABBIKOB, B TOM
qucie EPBUYHBIX YMEHUH U HaBBIKOB HAY4HO-
HCCJIEIOBATENbCKOM 1eATEIbHOCTH IO '€0/e31-
YeCKUM paboTaM B yIpaBJIEHUU HEJBHKUMO-
CTBIO

VY4yeOHasg NpakTHKA MO NOJYYEHUIO NEPBUYHBIX




HOCTH 10 MH(OPMALMOHHBIM TEXHO-
JIOTUSIM

npodeccnoHanbHbIX YMEHUN U HABBIKOB, B TOM
YHCJIe IEPBUYHBIX YMEHUN U HAaBBIKOB HAYYHO-
HCCJIEIOBATEIBCKOM 1eATeNbHOCTH 10 (HOTO-
rPaMMETPUU U TUCTAHIIMOHHOMY 30HIUPOBAHUIO
TEPPUTOPUU

[Ipou3BoaCTBEHHAS MPAKTHKA MO MOJTYYEHUIO
npodeccuoHanbHBIX YMEHUHN U OIbITa podec-
CHOHAJIBHOM JIESITENBHOCTH

[Ipon3BOACTBEHHAS TEXHOJIOIMYECKAs TPAKTUKA
[IpennuiuioMHas mpakTuKa

3ammuTa BBITYCKHON KBATHM(UKAIIMOHHON pabo-
ThI, BKJIFOUYas MOATOTOBKY K MPOLIEAYPE 3aIUThI
Y IIPOLIeIypY 3aIUTHI

IK-7

MenHeKMEHT

Tunonorust 00bEKTOB HEABMIKUMOCTHU
[IpaBoBO€E perynupoBaHue 3€MEJIBHO
— UMYILIECTBEHHBIX OTHOLIEHUI
VYyebHas mpakTUKa 110 MOJIYICHHUIO
MIEPBUYHBIX MTPOPECCUOHATBHBIX
YMEHHUU U HaBBIKOB, B TOM YHCIIE
MIEPBUYHBIX YMEHUH U HABBIKOB Ha-
YYHO-UCCIEA0BATEIbCKOMN AEATEIb-
HOCTH 110 MH(OPMAaIIMOHHBIM TEXHO-
JIOTUSIM

WuBeHTapHu3ays U y4eT 00bEKTOB HEJIBUKHMO-
CTH

MeTtoo0rus uccie10BaHus U YIPaBICHUS CHC-
TeMaMU HeJIB>KUMOCTH

JloKyMeHTUpOBaHUE yIIPABICHUECKOH 1eATeb-
HOCTHU

VYyeOHast mpakTHKa IO MOJYyYEHUIO IEPBUYHBIX
npodeccuoHaNbHBIX YMEHUN U HABBIKOB, B TOM
qucJie IEPBUYHBIX YMEHUN U HABBIKOB HAy4HO-
MCCJIEIOBATENHCKOM IeATEeIHHOCTHU IO T'e0/Ie3HU-
YeCKUM paboTaM B yIpaBICHUH HEABUKUMO-
CTBIO

VYyeOHast mpakTHKa IO MOJYyYEHUIO IEPBUYHBIX
npodeccCuoHaNbHBIX YMEHUN U HABBIKOB, B TOM
YucJie IEPBUYHBIX YMEHUN U HABBIKOB HAyYHO-
MCCJIEIOBATENBCKOM IeATEeNbHOCTH 10 (HOTO-
rpaMMETPUU U AUCTAaHUMOHHOMY 30HUPOBAHUIO
TEPPUTOPUU

[Ipon3BocTBEHHAs MPAaKTHUKA 110 MOTYyYEHHUIO
npodecCHOHATBHBIX YMEHUH U ONbITa podec-
CHOHAJIBHOW JIEATEIIbHOCTH

ITpon3BoaCcTBEHHAs TEXHOJIOTNYECKas PAKTUKa
ITpon3BoacTBEHHAs MPAKTHKA — HAYYHO —
uccieaoBarenbekas padbora

[TpennumuiomHas npakTuka

3amuTa BBITYCKHOM KBAIU(PUKAITMOHHON pado-
ThI, BKJIFOYasl IOATOTOBKY K IIPOLEAYPE 3aLUTEI
U TIPOLEAYPY 3aIIHUTHI




3. OFPBEM JIMCHUIUIMHBI B 3AYETHbBIX E/JUHULHAX C VYKA3AHUEM
KO/IMYECTBA AKAJEMHUYECKHUX YACOB, BBIIEJIEHHBIX HA KOHTAKTHYIO PABOTY
OBYYAIOIIUXCA C ITIPENNIOJABATEJIEM 1 HA CAMOCTOSATEJIBHYIO PABOTY

TpymoeMKOCTh B yacax
Bug yueGHOi paboTsI Ounas ghopma 3aounasn hopma
cemecmp Kypc
6 Hroro - -

AynutopHas (KOHTAKTHAas1) padora (Bcero) 42 42 ) )
B TOM YHCIIE:
Jlexknnu 14 14 - -
JlabopaTtopHsie padoTsi (JIP) 14 14 - -
[Ipaktuueckue 3austus (I13) 14 14 - -
Cemunapsl (C)
CamocrosiTeqbHasi padoTa (Bcero) 66 66 ) )
B TOM YHCJIC:
KypcoBoii npoekT (padoTa)
Pacuérno-rpaduyeckas pabora
Pedepar
KonTponbHas padoTa
Jlpyeue udvl camocmosamenbHol pabomwl 66 66 - -
[ToaroToBKa K 3a4eTy - -
IMoaroToBKa M cAa4a IK3aMeHA
OO0was TpyA0EMKOCTh Jacon 0% L0E - -

3ET 3 3 - -
@DopMBI KOHTPOJIS 110 JAUCIUTUINHE:
- DK3aMEH, 3a4ET 3a4eT 3a4eT - -
- kypcoBoit mpoekt (KII), kypcoBas pabGora
(KP), pacuérro - rpaduueckas (PI'P), pedepar PTP PT'P - -
(Ped), korTponbHas padota (KoHTp.), 1mT.

4.COAEP KAHUE JUCHUIIJINHBI
4.1 Ounas ¢opma o0y4eHust
4.1.1Pa3nensl (TeMbl) TUCIUILIMHBI M BUIBI 3aHATHI

Buner yue6HOI paboThl
TPYAOEMKOCTH (B 4acax)
ayJUTOpPHbIE CPC
E = s | 2 al £ :13
= HanmenoBanue 3 S| Em|< 8 O
= = ZAlE & = 3 | Hroro
<! paszena JUCHUIUINHBL = E 3 s g ol &
o| = 2 nEEg = a
> & 5 S| el #A
O < = S o - ) M
= & 0 lom| =
O S — o Li < c
s | & Al R
= = =
1 OcHoBHbIE TpeOOBaHUS K MOATOTOBKE J0- i
KYMEHTOB 6 2 2 4 4 14 26
OcHoBHbIE TpeOOBaHMS K COCTaBJICHUIO U
5 0(hOpMIICHHIO JOKYMEHTOB OpTaHH3alld- i
OHHO-PACIIOPAAUTENBHON /eATeNbHOCTH U | 6 6 8 8 8 19 49
KaJIpOBOI TOKYMEHTAIUH
3 | TexHonoruu paboThl C JOKYMEHTaMHU 6 6 4 2 8 13 - 33
[ToaroToBka K UTOTOBOMY 3a4€T 6 - - - - - - -
KOHTPOJIIO 9K3aMeH - - - - - - -
BCEI'O: 14 14 14 20 | 46 - 108




4.1.2. Cone

YKaHUE Pa3JIesioB TUCUUIUIAHBI (110 JEKLHUSIM).

Ne
pasnena
JIMCIIHII-
JINHEI U3

Tabm. 4.1.1

cemectp

TeMbl U copepkaHue JEKIun

TpynoemkocTs (4ac.)

®dopma
KOHTPOJIA

1. OcHoBHBbIe TpeOOBaHHSI K O(OPMJIEHHIO JTOKYMEHTOB
yIpaBJIeHYeCKOH 1esiTeJIbHOCTH (OCHOBHBIE IMOJIOKEHHUS 10
JOKYMEHTUPOBAHHUIO VYIIPABICHUYECKON NEATEIbHOCTH; YHU-
dbuKanus U CTaHAAPTU3ANUS JOKYMEHTOB; BUIBI JOKYMEHTOB
u ux Kiaccuduxanus; opopMIeHHE TEKCTa CIY>KEOHOTro J10-
KYMEHTa)

K 1

2.]10KyMeHTHPOBaHUE OPraHU3aLMOHHO - pPAaCHOPSAU-
TeJIbHOH JeTeJIbHOCTH (MHTEPAKTUBHBIN MeTOA: aHAJIU3
KOHKPETHBIX CUTYyaluii) (OpraHu3alvoHHas JOKYMEHTALIU:
yCTaB, Y4YpEIUTEIbHBIN JOTOBOp, IITATHOE pPACIHMCAHHE, TO-
JIOKEHUS, TOJDKHOCTHAS MHCTPYKIUS; PACIIOPAIUTENbHAS J10-
KYMEHTAIMsI B YCIOBHUSX KOJUICTHAILHOTO MPUHATHS peEIlie-
HUS: TTOCTAHOBJICHHE, PEIICHUE U B YCIOBUSX €AHMHOIUYHOTO
MIPUHSTHSI PEIICHUS: TIPUKA3, PACIIOPsHKEHUE, YKA3aHHE)

IIK1

3. JlokyMeHTHpPOBaHHe HH(OPMAIMOHHO - CIPABOYHBIX
JOKYMEHTOB (CrpaBKa, JIOKJIagHas 3alucKa, OObICHUTEIbHAS
3alMcKa, aKkT, TeJerpaMma, TeiegoHorpamma, (akc, mpoTo-
KOJI, TpeTeH3us, >kanoba, mpaBuiaa O(GOPMIICHHS JI€TTOBOTO
MHCHhMA)

IIK1

4. JIokyMeHTHPOBAaHUE TPYAOBBIX NMPABOOTHOLIEHUIl (MH-
TEPAKTUBHBIA METO/A: AHAJM3 KOHKPETHBIX CHTYalMil)
(TpynoBoi A0TOBOp (KOHTPAKT), TPYAOBas KHUXKKA, JIMUHAS
KapTO4Ka, KOMaHAMPOBOYHOE yJIOCTOBEPEHHE, aHKETA, XapaK-
TEPUCTHUKA, PE3IOME, 3asIBJIICHHE, MPUKA3 110 JIMYHOMY COCTaBY,
aBTOOHOrpadus)

[IK2

5. Opranu3anusi padoTbl ¢ JOKyMeHTaMHu (TIOpSA0K 0Opa-
OOTKHM MOCTYHAIOIIUX U OTIIPABIISAEMBIX TOKYMEHTOB; IPaBUiIa
perucTpali U UHAEKCHUPOBAHUS JOKYMEHTOB; OpraHU3alus
KOHTPOJIS 32 UCIIOJTHEHUEM JIOKYMEHTOB; XpaHEHUE JOKYMEH-
TOB, COCTABJICHHEC HOMEHKJIATYPBI JI€JI, ONTUCH JOKYMEHTOB)

[IK2

6. Opranusanusi padéoTbl ¢ JOKYMEHTAMH, COAePKAIMMHU
KOH(}UAeHINATbHbIE CBEeHUSA

(cBelieHMs, OTHOCSIIMECS K KOH(UIEHLMAIbHBIM; 3alluTa
AOKYMCHTOB COACPIKAIIUX KOH(bI/II[eHHI/IaHBHBIG CBCJICHUA,
opraHuzanus paboTbl C JOKYMEHTaMH, COJep KalluMU
KOH(UIEHIAbHbIE CBEJICHNS; YHUUTOXEHHE JOKYMEHTOB)

[IK2

7. ABTOMaTHM3allsl JOKYMEHTHPOBAHHUA YNPaBJIeHYeCKOMH
AeITeJIbHOCTH (TIOHSTHE AJIEKTPOHHOIO JOKYMEHTA; COCTaB-
JICHUE JIOKyMEHTOB; aBTOMAaTH3alus paboThl C JOKYMEHTaMH;
aBTOMATHU3HpPOBaHHAs Mpoleaypa paboThl C JTOKYMEHTaMU;
XpaHEHHE JTOKYMEHTOB B JIEKTPOHHOU (opme)

K2




4.1.3 TlpakTuyeckue 3aHsATUs (CEeMUHAPHI).

~
Ne §
N—
I;S:f}fﬁ? § Temaruka u ColepKanHe é ®opmbl
2 MPAKTUYECKUX 3aHATUN e KOHTPOJIS
IUIMHBL | 2 =
u3 Tabmn. | © (cemunapos) 2 (TK, IIK)
4.1.1 >,
=
1. TpeGoBanusi K cocTaBJieHHI0O U 0QOPMJIEHHIO yNpaBJieHYe-
cKoii JokyMeHTanuu (hopmar AOKyMeHTa; opOopMIICHHE TOJICH; K1
1 6 | HymMepanusi CTpaHMI], AaTra JOKYMEHTa;, odopmieHue Tadmui u | 2 TK1
qUarpaMM; IMUPKYJSpHAs PacchUIKa; KOPPEKTypHBIE 3HAKH; (op-
MYJISIp-00paserr)
2.0¢opMmiieHHEe TEKCTA CJIY:KeOHOr0 JOKYMEHTA (S3BIKOBBIC
TpeOoBaHUS K O(OPMIICHHIO PEKBU3UTOB JOKYMEHTOB; pEIaKTH- K1
1 6 | poBaHHE TEKCTa JOKYMEHTAa; OCOOCHHOCTH PEYEeBOr0 3THUKETa Je- | 2 TK1
JIOBBIX OyMmar u cIy>)KeOHBIX JOKYMEHTOB; TEXHHKA MPaBKH JOKY-
MEHTOB)
3.CocTaBjieHMe OPraHU3ANMOHHOW JTOKYMEHTAUMH (MHTepaK-
5 6 THBHBIH MeToJ: padora B MajabIXx rpynnax) (ycras, y4ypeau- 2 [IK1
TEJbHBIN IOTOBOP, IITATHOE PACHHUCAHUE, TTOJOKEHHS, JOIKHOCT- TK2
Hasi THCTPYKIIHS)
4.CocTaBjieHHe PacOPSAUTENbHON TOKYMEHTAllUN (MHTepaK- K1
2 6 | THBHBII MeTO/I: Pad0oTa B MaJIbIX IPYNIAX) 2 TK?
(mpukas, pacopsbkeHue, ykazaHue, IOCTAaHOBJICHHE, PEIICHHUE)
5. CocraBiieHue HH(POPMALIMOHHO-CIIPABOYHOM 10KYMEHTALMHU
2 6 (MHTEepaKTHUBHBIH MeToa: case-study) (ImpoTokoj, aKT, MPETEH- 5 [IK1
3Us, Kalloba, MUChMa pa3HbIX BUIOB, CIPABKa, JOKJIAIHAS U 00b- TK2
SCHUTEJIbHAsI 3a1IHMCKa)
6. CocTaB/ieHUEe IOKYMEHTOB IO JUYHOMY COCTaBY (MHTepak-
5 6 THBHBIH MeTOA: Aeji0oBasi MTpPa) (pe3loMe, 3asBlIEHNE, IPUKa3 10 5 [IK2
JUYHOMY COCTaBY, TPYAOBOM JOrOBOp, TPYAOBasl KHMUXKKA, Xapak- TK4
TEpUCTHKA, aBTOOHOrpadus)
7. OpraHu3zanmusi JOKYMEHT0000pOTa M TeKYILIero XpaHeHus
JOKYMeHTOB (TOpsI0K 00pabOTKU MOCTYMAIOIIUX U OTIPABJIsie-
MBIX JOKYMEHTOB; IIPaBWJIa PETUCTPALIMNA U MHIAEKCUPOBAHUA J10- K2
3 6 | KyMEHTOB; OpraHM3alUsl KOHTPOJIS 32 UCIIOJHEHUEM JOKYMEHTOB; | 2 TK4

XpaHeHHe JOKYMEHTOB; HOMEHKJIATypa 1el; (HOpMHUPOBAHHE JIET;
XpaHeHHe JIeNT; M3yUYeHHe KOMIUICKCHOM aBTOMAaTH3alliK JIEIOIPO-
U3BOJICTBA)




4.1.4 JIabopaTopHble pabOTHI.

! ~
2 5
R o = DopMmbl
=25 § :
& = o 2 HaunmenoBanue 1ab0paTopHbIX paboT Z KOHTPOJIS
S EQ| 8 2
e s B [=¢
2 &
1. OcoGeHHOCTH OATOTOBKU U O(OPMIIEHUSI OPraHU3aLUOHHO -
1 6 | pacmopsaUTEIbHBIX TOKYMEHTOB cpeactBamu Microsoft Word TK1
(MHTEPAKTUBHBIN METO/1: 1eJIOBasi HIPa)
2. OdopmiieHHEe CIyKEOHBIX 3aMMCOK, MPETEH3UN U Kano0, ak- TK2
2 6 | TOB ImpeanpuATHS, IOrOBOPOB, JOBepeHHOCTEH cpeacrBamu Mi- | 2
crosoft Word(marepakTuBHbIil MeTO: case-study)
2 6 3. _ CocraBieHrue JOKYMEHTOB KaJpOBOH CIIYKOBI CpelIcTBaMH 5 TK2
Microsoft Word (uHTepakTHBHBIIi MeTO/: 1eJI0Basi HTPa)
4. Pa3paboTka U peJakTUpOBaHUE JOKYMEHTOB TaOIU4YHON (op-
9 g | Mbl BRIUACTCHHE bopmyn ¢ TOMOTIBIO TabIuI, Cco3/1aHue U 00- 2 TK3
paborka guarpamm B cucreme Microsoft Excel. (unrepakTus-
HbIii METO/1: pellleHre CHTYAlHOHHBIX 3a/1a4)
5. Co3anue aBTOPCKOM MPE3EHTAIlMN U MPE3CHTAIIMHN Ha OCHOBE
2 6 | crammaprHoro cuenapus B cumcreme Microsoft Power Point. | 2 TK3
(MHTEepaKTUBHBII MeTO: case-study)
6. Co3ganue 0a3pl JaHHBIX M 3ampocoB cpeactBamu Microsoft
3 6 | Access. (MHTepaKTHUBHBII MeTOJ: pellleHHe CHUTYAllMOHHBIX | 2 TK4
3ajaa4)
7. Pabora ¢ JOKyMEHTaMH B CHCTEMax SJIEKTPOHHOTO JIOKyMEH-
3 3 | ToobopoTa (MHTEPAKTUBHBIH MeTOJ: padoTra B MajbIX rpyn- | 2 TK4
nax)
4.1.5 CamocTosiTenbpHas paboTa.
NIBES- 4 Konrpons
sea o § BBITIOJTHCHHSI
AUCIH- = 2
Ee—— Buner u coziepiKanye =9 paboThI
s § CaMOCTOSITENTLHON paOOTHI CTY/ICHTOB °Z ( HOMepa 1K
s n/ nimm TK,
TabII. = 1K)
4.1.1
1 -M3y4yeHne TeopeTHIecKoro MaTepuana. 18 K1, TKI
3 | -IlogroToBka K NpakTHYECKUM U JJAOOPATOPHBIM 3aHSITHSIM.
-M3y4yeHne TeopeTHIecKoro MaTepuana.
2 3 | -IToaroToBka Kk MpakTUYECKUM U JJAOOPATOPHBIM 3aHATHSIM. 13 IIK1, TK2
-Beimonnenne PT'P pasnena 1 (. 1.3 -1.4)
-3ydyeHune TeopeTHuecKoro MaTepuana.
2 3 | -IloaroToBka K MPakKTUYECKUM U JTAOOPATOPHBIM 3aHSITHSIM. 14 [1IK2, TK3
-Boinonnenue PI'P paznena 2 (m. 2.1- 2.3)
-M3y4ueHne TeoOpeTHIeCKOro MaTepuana. 21 [1K2, TK4
3 3 | -IloaroToBka K MpakTHYECKUM U JIAOOPATOPHBIM 3aHSITHSIM.
-ITonroroBka k 3amure PI'P
[ToaroToBKa K HTOrOBOMY KOHTPOJIO (3a4€T) K




4.2 3aounas ¢opma o0yuenusi: He npedycmompeno
4.3 CooTBeTCTBUE KOMIETEHIUH, (POPMUPYEMBIX IIPU U3YYEHUN AUCLUIUIMHBI, U BUIOB 3aHATUI

Bunrwl 3anstuit
[Tepeuenn MPaKTUYECKUE KIL, KP,
P . nabopaTtopHbIe P PT'P, Ped.,
KOMIIETCHIIUH JEKUUU (cemuHapckue) CPC
3aHATUA KonTp. pa-
3aHSATUS
6ota
OK-5 + + + + +
OIlK-1 + + + + +
[1K-7 + + + + +

5.0bPA30BATEJIBHBIE TEXHOJIOT'MM UHTEPAKTUBHOI'O OB YYEHUA

[TpakTnueckue/ | JlabopaTopHbie
Dopmbl Jlexnnu
CEMUHAPCKHE 3aHATHS (Jac) Bcero
Meroapl (gac)
3aHATHUS (Yac)
AHaa13 KOHKPETHBIX CUTYyalui 4 - - 4
PaGota B ManbIx rpynmnax - 2 2 4
Case-study - 1 4 5
JlenoBas urpa - 1 4 5)
Pemenne cuTyanimoHHBIX i i 4
3a1a4 4
HToro nHTEpaKkTUBHBIX
pax 4 4 22
SaHITHIA 14

6. HEPEYEHb YYEBHO-METOAUYECKOI'O OBECIIEYEHUA JJIA

CAMOCTOSTEJBHOM PABOTBI OB YUAIOIINUXCS

1.

Metoanuueckue yka3zaHUs 0 CAaMOCTOSITEIbHOMY M3Y4YE€HUIO JUCLUIUIMHBI [ DJIEKTPOHHBINA pe-
cypc] : (IpUHATHI yueOHO —METOUYECKUM COBETOM MHCTUTYTA MpoTokoJ Ne 3 ot «30» aBrycra
2017 r.) / HoBouepk. unxk.-menuop. uH-T Jlonckoit ['AY. - Dnextpon. gan.- HoBouepkacck,
2017.- Pesxxum nmoctyna: http://www.ngma.su

Metoanyeckre peKOMEHJAIMKM [0 OpraHU3alMKM CaMOCTOSTENbHOW paboThl o0ydaromuxcs B
HUMMU ATI'AY [Onextponnsii pecypce] : (BBen. B AeicTBUE npuka3zom aupexropa Nel06 ot 19
utonss 2015r.) / HoBouepk. wumx.-menuop. uH-T JloHckoit T'AY.- DOnekrpoH. naH.-
HoBouepkacck, 2015.- Pexxum nocryna: http://www.ngma.su

Cepena, M.B. JlokyMEHTHpOBaHUE YIPABIECHYECKON NEATEIBHOCTH [DIEKTPOHHBINA pecype] :
yueb. mocobue [mns cTyd. o4. W 3ao4d. (opMbl OOydY. HampaBil. MOATOT. "DKOHOMHUKA',
"Menemxment", "[len. obpazoBanue"”, "Cor. pabora", "[Ipod. oOyuenue", "3emneycTpoiicTBo
u kagactpsl"] / M. B. Cepena, I1. B. Banos, B. A. ['y6aues ; HoBouepk. MHX.-MeIHOp. UH-T
Houckoit ['AY. - Onektpon. naH. - HoBouepkacck, 2017. - )KM/I; PDF; 1,39 Mb. - Cuctem.
tpedoBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . - 3arn. ¢ skpana.

Cepena, M.B. JloKyMeHTHPOBAaHHE yNPABICHUYECKON AEATENBHOCTH [ TEKCT] : MpakTUKyM [ 11
CTyl. 04. W 3ao4. ¢opm oOyd. Hampaia. moaror. "ODxonomwuka", "Menemxment", "Ilem.
obpazosanue", "Cor. padota", "[Ipod. obyuenue", "3emneyctpoiictBo u kamgactps"] / M. B.
Cepena, I1. B. UBanoB, B. A. I'y6aueB ; HoBouepk. umx.-menuop. uH-T JloHckoit ['AY. -
HoBouepxkacck, 2017. - 70 c. (3 3k3.)

Cepena, M.B. [loxymeHTHpOBaHHUE YIPaBICHYECKOMN JESITEIBHOCTH [DIEKTPOHHBIA pecypc] :
NPaKTUKYM [A7s CTyAd. O4YH. M 3a04yH. ¢opM o0Oyd. Hampamil. MOAroT. "DKOHOMHKA'",
"Menemxment", "Ilen. oopazosanue”, "Cor. padora", "[Ipod. o6yuenue", "3emneycTpoiicTBO
u kanactpsl"] / M. B. Cepena, I1. B. lBanos, B. A. I'y0aueB ; HoBo4epk. HHX.-MeIHOp. UH-T



http://www.ngma.su/
http://www.ngma.su/

Hounckoit 'AY. - Dnektpon. aan. - HoBouepkacck, 2017. - 2KMJI; PDF; 1,11 Mb. - Cucrtewm.
tpeboBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . - 3aru. ¢ skpana.

6. JlokyMeHTHpOBaHHE yIpaBIEHUYECKOH nesTenbHOCTH [TekcT] : Meroxa. ykas. Mo BHII. Jad.
pabot [mis cTyd. o4. ¥ 3a04. opM oOyd. Hampai. moAror. "DxkoHomuKka", "MeHeHKMEHT",
"ITen. obpazoBanue”, "Corm. padota", "IIpod. oOyuenue", "3emiueycTpoiicTBo u kamacTpsol'] /
HoBouepk. wmmx.-menuop. uH-T JAT'AY, xad. menemkMmenta u umHpopmatuku ; coct. M.B.
Cepena, E.A. Jleea, B.A. I'ybaues . - HoBouepkacck, 2017. - 73 ¢. (3 9k3.)

7. JIOKyMEHTHpPOBAaHHE YIIPABICHYECKOMN ACATEIBHOCTH [ DNEKTPOHHBIN pecypc]| : METO. yKa3. Mo
BbII. 7a0. paboT [mig cTyd. o4. W 3a04. ¢opM oOyd. HampaBi. MOATOT. "DKOHOMHKA',
"Menemxment", "Ilen. oopazoanue"”, "Corr. padora", "IIpod. oOyuenue", "3emieycTpoicTBO
u xagactpel"] / HoBouepk. mmx.-menuop. uH-T AAY, xad. MeHemKMeHTa 1 HH(POPMATHKH ;
coct. M.B. Cepena, E.A. [leeBa, B.A. ['ybaueB . - DnektpoH. naH. - HoBouepkacck, 2017. -
KM, PDF; 1,4 Mb. - Cuctem. tpeboBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . -
3ar. ¢ ’KpaHa.

8. JlokymeHTHpOBaHHE yMpaBlieHYeCKOU nesTenbHOCTH [Tekct] : MeTon. yka3. mo BHIN. pacd.-
rpad. paboTel [mis cTya. od4. W 3ao4. (GopM o0O0yd. Hampasi. MOATOT. "DKOHOMHUKA',
"Menemxment", "[len. odbpazosanue"”, "Cor. padora", "[Ipod. oOyuenue", "3emieycTpoiicTBo
u kagactpel"] / HoBodepk. unx.-menuop. un-T AI'AY, kad. menemxmenta 1 uHGOPMATUKH ;
coct.: M.B. Cepena, E.A. JleeBa, 1.B. Tkauenko. - HoBouepxkacck, 2017. - 55 c. (3 2k3.)

9. JlokyMeHTHpOBaHHE YIPABIECHYECKON NEATEIBHOCTH [DIEKTPOHHBINA pecypc| : METOA. yKa3. Mo
BBII. pacd.-rpad. paboThl [UIst CTyaA. 04. U 3a04. (popM 00yd. Hampasi. MOATOT. "DKOHOMHUKA",
"Menemxment", "[len. obpazoBanue"”, "Cou. pabora", "[Ipod. oOyuenue", "3emneycTpoiicTBo
u xkagactpel"] / HoBouepk. mmxk.-menuop. uH-T AAY, xad. MeHemKMeHTa 1 HH(POPMATHKH ;
coct.: M.B. Cepena, E.A. Jleea, 11.B. Tkauenko. - DnekrpoH. nad. - HoBouepkacck, 2017. -
XKMJ; PDF; 842 Kb. - Cucrem. tpeboBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . -
3ary. ¢ ’KpaHa.

7. ®OHJ OHEHOYHbBIX CPEJACTB JIs1 KOHTPOJIA YCIHEBAEMOCTHU U
NPOBEJAEHUSA TMPOMEXYTOYHOM ATTECTAIIMM OBYYAIOIIUXCA 11O
JUCHUIIVIMHE

Bonpocs! 1J1s1 MpoBeAeHUsI MPOMEKYTOYHOM aTTecTanuu B opme 3auéra:

1.CocTtaB HOpMaTUBHO-METOIMYECKON 0a3bl JOKYMEHTAIMOHHOTO 00ECIIeUEHNS.
2. OCHOBHBIE MOHATHS JOKYMEHTHPOBAHUS YIPABICHYECKON 1EATEIbHOCTH.

3. O6mwme u crienuanbHble GYHKIUN OQUITHATEHBIX TOKYMEHTOB.

4.YHudukanys u cCTaHgapTH3alMsl YIIPaBIeHYECKUX TOKYMEHTOB.

5. Knaccudukanusi JOKyMEHTOB.

6. OpopmieHre peKBU3UTOB YIIPABICHUECKUX JJOKYMEHTOB.

7. bnaHky JOKYMEHTOB U TpeOOBaHUS K HUM.

8. OdopmieHne B TOKyMEHTaX 3HAKOB MPEMMHAHUS U CUMBOJIOB.

9. Odopmnenue nomieu, HyMepalu CTpaHUIl B TJOKYMEHTaX.

10.0¢opmieHue aat ¥ yucea B JOKYMEHTaXx.

11. Opopmnenue TabauI ¥ PUCYHKOB B JJOKYMEHTaX.

12. Opopmienne maremaTuyeckux GopMys U €IUHHIL U3MEPEHUS B IOKyMEHTAaX.
13. KoppekTypHbIE 3HaKU U TIPABUIIA UX TPUMEHEHUS.

14.0cobGeHHOCTH OPUIHATBEHO-IETIOBOTO CTHIIS.

15.YnorpebaeHune NponucHbIX U CTPOUHBIX OYKB.

16.Haubonee yrnorpedisieMble COKpAILIEHUS CIIOB.

17.KoppecnioHieH1us1, CBsI3aHHAs C POBEACHUEM ITEPUOIUYECKUX MEPOIIPHUITHH.
18. YcraB opranu3zaium, €ro peKBU3UTHI 1 OCHOBHBIE pa3/ieibl TEKCTA.

19. lllTaTHOE pacniucanue, €ro peKBU3UTHI U OCHOBHBIE CBEICHUS, COJEPKAIIUECS B JAHHOM J10-
KYMEHTE.

20. [TonoxeHnune, ero peKBU3NUThL. BUaBI TOJIOKEHUI.



21. Unctpykius. OCHOBHOE Ha3HAUYEHUE JOJKHOCTHOM MHCTPYKINH, €€ PEKBU3UTHI U OCHOBHBIE
paszensl TeKCTa

22. YupenurenbHbli JOrOBOP, €0 PEKBU3UTHI U OCHOBHBIE pa3JIeNbl TEKCTA.

23. Bubl pacniopsAUTENbHBIX JOKYMEHTOB, MX OCHOBHOE Ha3HaYEeHHUE.

24. Ilpuka3, ero peKBU3UThl U OCHOBHBIE YaCTH TEKCTA.

25. PekBU3UTHI YKa3aHUs U LeJIb U3JaHUs JAHHOTO JOKYMEHTA.

26. PacniopsikeHue, ero peKBU3UThl. BOonpockl, 10 KOTOPHIM U3JaeTCs paclopsbKEHUE.
27. Pemenue, ero pekBU3UThl. Opraisl yIpapieHHs, UMEIOLIUE IIPaBO K U3AAHUIO JAHHOTO JO0KY-
MEHTA.

28. PekBU3UTHI IOCTAHOBIICHUS U 1L€JIb U3JAHUS JAHHOTO JOKYMEHTA.

29. Bunsl nHGOPMALIMOHHO-CITPABOYHBIX JTOKYMEHTOB, UX OCHOBHOE Ha3HAYCHUE.

30. I[IpoTokoi, ero peKBU3UThHl U OCHOBHBIE YaCTH TeKcTa. BUbl IPOTOKOJIOB.

31. oknaaHelie ¥ O0bACHUTENbHBIC 3aMCKH, X PEKBU3UTHI U OCHOBHBIC LIEJIM HAMCAHUS JaH-
HBIX JTOKYMEHTOB.

32. TpeboBaHus, NpeabIBISIEMbIE K COCTABICHUIO CIIPAaBOK. BUbl cClipaBoK.

33. Ocobennoctu coctaBieHus akta. OCHOBHBIC YacTH TeKCTa. Buibl akToB.

34. TpeboBaHus, MPEIbIBIIEMbIC K COCTABICHUIO H O(POPMIICHHIO CITY)KEOHBIX ITHUCEM.
35. Pa3sHOBUIHOCTH IIMCEM.

36. Busbl 1OKYMEHTOB, OTHOCSIIIMECS K IOKYMEHTALUU 10 TUYHOMY COCTaBY.

37. Odpopmienue nmprema Ha padoTy.

38. TpeGoBaHusi, NpeabIBISIEMBIC K COJIEPKAHUIO U O(DOPMIICHHIO TPYAOBOTO JI0TOBOPA.
39. OdopmieHre TpUKa30B MO JUYHOMY COCTaBY.

40. TpeboBanus, npeIbsABIsSEMbIE K COIEPKAHNUIO U 0POPMIIEHUIO XapAKTEPUCTUKH.

41. CocTaBHbIE 3JIEMEHTHI U PEKBU3UTHI aBTOOHOTrpad .

42. CocTaB IOKyMEHTOB JIMYHOTO JIENa.

43. O61wmue npaBuiia BEICHUS U BbIIAYU TPYIOBBIX KHHUKEK.

44. OopmieHne TOKyMEHTOB IIPH MIEPEBOJIE COTPYAHUKA Ha JPYTyI0 paboTy BHYTPU OpTraHU3a-
LUH.

45. Iopsnok oopmiieHUs TOKYMEHTOB IIPU YBOJIbHEHUU COTPYAHHKA.

46. Opranu3zanus paboThI C TOKyMEHTaMHU.

47. Ilopsimok 00pabOTKH MOCTYMAIONIUX B OTIPABISEMbIX TOKYMEHTOB.

48. TTopsok 06pabOTKH OTIPABISIEMBIX TOKYMEHTOB.

49 Ilopsaox 0OpabOTKM BHYTPEHHUX JOKYMEHTOB.

50.Perucrpanns 1OKyMEHTOB.

51.0Opranu3zanusi KOHTPOJISI 32 UCTIOJITHEHUEM JIOKYMEHTOB.

52.XpaHeHue 10KyMEHTOB.

53.CocraBiieHne HOMEHKJIATYphI JIeJ1 OpraHU3aluy.

54.0Opranusanus paboThl ¢ JOKYMEHTaMH, COJEPKALUMH KOH(PHUIEHIINATbHbIE CBEICHHUS.
55.CBenenusi, OTHOCAIIMECS K KOMMEPUECKOU TaiHe.

56.3ammra JOKYMEHTOB, COAEPKAIUX KOMMEPUECKYIO TalHYy.

57.YHAUYTOKEHHUE TOKYMEHTOB.

58.IIoHsATHE 2IIEKTPOHHOTO TOKYMEHTA €r0 IPEUMYILECTBA U HENOCTATKH.
59.CocraBrieHue 10KyMEHTOB.

60.ABTOMaTH3MPOBAHHAS MTPOLEAYpa paObOTHI C JOKYMEHTaMHU.

61.21eKTpOHHBIE O(PUCHBIE CUCTEMBI.

62.XpaHeHue TOKyMEHTOB B 3JIEKTPOHHOH (opme.

Conep:xanue Tekymero koHTpoJsi TK 1 (6amnei: max 5, min 3):
- OTYET MO BBHIMOJHEHUIO TAOOPATOPHBIX padoT.
- IpOBEpKa BBIMOJHEHUS HA TPAKTUYCCKUX 3aHATUAX 3aJIaHHS JJI CAMOCTOSTSIILHON paOOThI
CTYJICHTOB.
Conep:xanue Texkymero kouTpoJsi TK 2 (6amxabi: max 10, min 6):



- OTYET IO BHINOJIHEHUIO J1a00paTopHBIX paboT Ne 2, Ne 3.
- MpOBEpKa BBHIOJIHEHUS HAa MPAKTUYECKUX 3aHATHUSIX 3aJaHUs Il CAMOCTOATEIbHOM paboThl
CTYJCHTOB.
- mpoBepka BeinoHenue PI'P pasagena 1 (mynkros 1.1 -1.4).
Conep:xanue Tekymero koutpoJsi TK 3 (6amapi: max 10, min 6):
- OTYET IO BBINOJIHEHUIO JabopaTOpHBIX paboT Ne 4, Ne 5.
- MPOBEpKa BBHITOJIHEHUS HAa MPAKTUYCCKUX 3AHATHSIX 3aaHUS IS CAMOCTOSTEIILHOM PaboThI
CTYJCHTOB.
- mposepka BeimonHenue PI'P paznena 2 (mynkros 1.1 -1.3).
Conep:xanue Tekymero kourpoJsi TK 4 (6amasr: max 15, min 9):
- OTYET MO BBIMOJIHEHUIO J1a00paTOPHBIX padoT Ne 6, No 7.
- MpOBEpKa BBHITOJIHEHUS HA MPAKTUYECKUX 3aHATHUSIX 3aJaHUs 1711 CAMOCTOSTEIbHOM paboThl
CTYJCHTOB.
- IpOoBepKa BbINIOJIHEHUS | 3amuTta PI'P.
Conepxanue UK (3auer):
-TeOPETHUYCCKHUI MaTepral mpoMexyrounoro Koutpois 1K 1 (6amrsi: max 15, min 9).
-TEOPETHUYECKHUI MaTeprasl mpoMexyrounoro koutposis [1K 2 (6ayuiei: max 15, min 9):

PacuetHo-rpaduyeckasi paboTa cTy/IeHTOB 04HOI (pOPMBbI 00ydeHH
PacuetHo-Tpaduueckas pabora Ha TeMy «J{OKyMEHTUpOBaHHE TEXHUUYECKUX M OPraHU3ALMOHHBIX pe-
IIEHUH B OpraHM3alii» UMEeT ILEJIbI0 3aKpPEIUICHHUsS TEOPETUYECKUX 3HAHWM MO COCTaBICHUIO U
o(opMIIeHHIO JOKYMEHTOB yIpaBiIeHYecKoH fesTenbHocTd. B 3anaun PI'P Bxoaut:

1.CocraBnenue u 0ohopMIIeHHE OCHOBHBIX BHJIOB YIIPABICHYECKON TOKYMEHTAIIHH.
2. CocraneHnue 1 opopmiieHHEe JOKYMEHTOB ¢ nomolsio 11K, npu ncnonap3oBaHuy nakera aB-
tomatuzauuu Microsoft Office.

CTpyKTypa MOsICHUTEIBHOM 3aIMCKU pacueTHO-TpaprIecKoil paboThI
U €€ OPUEHTUPOBOYHBIN 00BEM

Beenenue (1 c.)
1.CocraBnenue u opopMiIeHHE OCHOBHBIX BUIIOB YIpaBiieHUeCKon TokymenTarmu: (8 -10 c.)

1.1 Opranu3aMOHHBIX JOKYMEHTOB;

1.2 PacnopsiAuTeNIbHBIX IOKYMEHTOB;

1.3 lnpopmaimoHHO-CIIPaBOYHBIX JOKYMEHTOB;

1.4 JIokyMEHTOB IO TUYHOMY COCTaBY.
2. CocraBnenue u opopmiieHre 10KyMeHTOB ¢ nomoisto [1K, mpu ucnons30BaHuM MakeTa aBTOMaTH-
sartuu Microsoft Office: (4 c.)

2.1 Co3znanne u ohopMIICHHE TOKYMEHTA yIPABJICHUECKON JEATEIbHOCTH C IOMOIIBIO CHCTEMBI
Microsoft Word;

2.2 Co3nanue u opopMIICHHE TUarpaMMBbI K JICIOBOMY IHCbMY C TIOMOIIBI0 cucteMbl Microsoft Ex-
cel,

2.3 Coznanue u oopMIICHHE MPE3CHTAIMH HOBOM MPOIYKIUH (YCIyr) ¢ MOMOIIbIO cucTeMbl Mi-
crosoft Power Point.

3axmouenue. (1 c.)

PacueTrHo-rpadmueckas padora Ha TeMy «/[OKyMEHTHpOBaHHE TEXHHUUYECKUX M OpraHU3aIU-
OHHBIX PEIICHUA B OPraHU3AIMKU» BBITIOIHIETCS CTYICHTOM WHIMBHIYaIbHO BO BHEAYAUTOPHOE BpE-
MsI, CAMOCTOSITETIbHO MO WHAMBUIYaTbHBIM HCXOIHBIM JIaHHBIM BapuaHTa 3aJlaHHsl B COOTBETCTBHE C
pa3paboTaHHBIMH MeToaudecKuMu yka3aHusMu. [locie mpoBepku u 1OopabOTKHM yKa3aHHBIX 3ameda-
HUll, paborta 3ammuiiaercs. [Ipy MoJ0KUTETHHON OIEHKE BBINOJIHEHHOW CTYAEHTOM pPabOThl Ha TH-
TYJIBHOM JIMCTE CTaBUTCA - "3auTeHO". MakcumanbHoe konudecTBo 06amioB 3a PI'P — 15 6annos.



JIJis KOHTPOJIS YCIIEBAEMOCTH 00YUAIOIIUXCS U OIICHKU Pe3YJIbTaTOB OCBOSHUS TUCIIUTIIIMHBI
MpUMeHsieTcs OalIbHO-PEUTUHIOBAs cUcTeMa, pa3paboTaHHas B COOTBETCTBUHU ¢ [lonoxkeHneM o te-
KyIei arrecranuu odydarontuxcs 8 HUMU JICAY.

[TpomexyTouHas aTTecTalus CTyJeHTaMi O4HOM (hopMbl 00yueHus BKIIOYaroIIel B cedst mpo-
BeneHue mexkyuez2o (TK), npomescymounozo (IIK) v umozoeozo (UK) KOHTpOns 110 AUCUUILIMHE.

Texkymmii kouTpoJb (TK) ocymiecTBisercs B TeUeHHE CEMECTpa M MPOBOAUTCS 10 j1abopa-
TOPHBIM pa0doTaM U MPAKTHUYECKUM 3aHATUSAM, a TAKXKE 1O BUIAM CAMOCTOSTEIBHOU pabOThl CTY/CH-
toB (PI'P). ®opmamu TK sABsIOTCS: 0TUYET 10 J1TaOOpaTOpHO paboTe; 3aIlKuTa pacueTHO-rpadUIECKOi
paboThI; KOHTPOJIbHAS pabOTa MO MPAKTHUESCKUM 33JIJaHUSM | JUISI CTYICHTOB 3209HOUN (OPMBL.

B teuenue cemectpa mpoBoasarcs 2 npomexxyrounsix kontpouss (I1IK1, ITK2). B xoxe mpome-
xyrouHoro koHTposst (IIK) nposepsitorcs Teopernyeckue 3HaHUA. JJaHHBIH KOHTPOJIb IPOBOAUTCSA 11O
paznenaM (MOIyJNsIM) AUCUUIUIMHBL 2 pa3a B TEUEHHE CEMECTpa B YCTaHOBJIIEHHOE paboueil mporpam-
Mot Bpemsi. @DopMaMu KOHTPOJIS SIBJISIOTCSI KOJUJTIOKBUYM, KOHTPOJIbHBIE paOOTHI.

HUrorosbiii KOHTPOJIb (UK) — 5T0 3a4éT M0 TUCHUIUIMHE B LIEJIOM.

Hoaubiii GOHA OLEHOYHBIX CPEACTB, BKIKYAKIIMHA TeKYIH KOHTPOJIb YCIIEeBAeMOCTH U
nepevyeHb KOHTPOJIbHO-U3MepUTEJbHbIX MaTepuaioB (KUM) npuBeneH B NpujIokKeHun K pado-
Yyel mporpamme.

8. YYEBHO-METOJMYECKOE M WH®OPMALMOHHOE OBECHEYEHUE
TV CHUIIMHBI

8.1 OcHoBHas JquTepaTypa

1. Kprokosa, H.I1. JlokyMeHTHpOBaHHE yIIpaBIeHYECKOH nesTenbHoCcTH [Tekct]: yued. mo-
cooue / H.I1. KprokoBa. — M.: UH®PA — M, 2013. -268 c. (12 3k3.)

2. breikosa, T.A. lenonpou3BojactBo [Tekcr]: yaue6nuk / T.A. beikosa, JI.M. BsutoBa, M.B.
Cankuna; nox pea. T.B. Ky3nenosoit — 3 —e u3n., nepepad u gomn. —M.: UHOPA-M, 2013. -363 c.
(15 2x3.)

3.Cepena, M.B. JlokymMeHTHpOBaHHE YHPaBICHUYECKOW MJESITENBHOCTU [DJIEKTPOHHBIN
pecypc] : yueb. mocobue [ cTya. od4. W 3a04. (popmbl 00ydY. HAmpasBi. MOATOT. "DKOHOMHKA',
"Menemxment", "Ilen. obpazosanue", "Com. padota", "lIpod. obyuenue", "3eMiaeycTpoicTBO U
kagactpel'] / M. B. Cepena, II. B. BanoB, B. A. ['ybaueB ; HoBouepk. MHX.-MeIHOp. MH-T
Jonckoit I'AY. - DnexrpoH. naH. - HoBouepkacck, 2017. - XKMJI; PDF; 1,39 Mb. - Cucrem.
tpedoBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . - 3arn. ¢ sxpana.

4. I'punoepr, A.C. JlokyMeHTallMOHHOE oOecrieueHue ynpaBieHus [DNeKTpoHHbIN pecypc]:
yuebHuk / A.C. I'punbepr, H.H. I'opbaues, O.A. MyxameTiminHa — DJeKTpoH. JaH. — MockBa :
Onutu-Jana, 2015. - 391 ¢. — ISBN 978-5-238-01770-9. — Pexum moctyma: http://biblioclub.ru
— 3aru. ¢ ’kpana - 12.07.2017

8.2 lonoiHUTEIbLHAS JTUTEpPaTypa

1. Ky3uenos, U.H. JlenonpousBoacteo [Tekcrt]: yue6HO - cmpaB. mocobue / U.H. Ky3ne-
OB. — 6 — e u3x., mepepad. u jom. — M.: Jlamkos u K, 2013. — 459 c. (3 3K3.)

2.Cepena, M.B. JlokymeHTHpOBaHHE yIpaBieHUecKoil aestensHOocTH [Tekcr]
MPAKTUKYM [[JI CTYJ. 04. ¥ 3a04. popM 00yd. Hampai. noArot. "OkxoHomuka", "MeHemxmeHT",
"ITen. obpazoBanue", "Cotr. pabota", "[Ipod. odyuenue", "3emneycrpoiicTBo u kagactpsi'] / M. B.
Cepena, II. B. UBanoB, B. A. I'ybaueB ; HoBouepk. unx.-menuop. uH-T [oHckoit T'AVY. -
Hosouepxkacck, 2017. - 70 c. (3 9k3.)

3.Cepena, M.B. JIoKkyMEHTHpOBaHHE YIPABICHYCCKOW JCATCIBHOCTH [DJICKTPOHHBINA
pecypc] : TMpakTUKyM [Ans CTyA. OYH. W 3a04H. opm 0Oyd. Hampami. MOATrOT. "DKOHOMHKA",
"Menemxment", "llen. obpazoBanue", "Com. pabdota", "[Ipod. oOyuenue", "3emueycTpoiicTBO 1
kagactpel'] / M. B. Cepena, II. B. UBanos, B. A. I'y0aueB ; HoBouepk. MHK.-METHOpP. MH-T
Honckont 'AY. - Dnexrpon. man. - HoBouepkacck, 2017. - dKM/I; PDF; 1,11 MBb. - Cucrem.
tpeboBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . - 3ar. ¢ axpana.


http://biblioclub.ru/

4.JIoOKyMEHTUPOBAHHE YIPABICHYECKON NesITeIbHOCTH [ TeKCT] : MeTo/. ykas. 1o BbII. J1a0.
paboTt [ms cTya. o4. U 3a04. popMm 00yd. Hampasil. moAroT. "Dkonomuka", "Menemxment", "[lem.
obpaszosanue", "Co. padota", "IIpod. oOyuenue", "3emueycrporicTBo U Kagactper'] / HoBodepk.
uHxK.-memmop. uH-T JIATAY, xad. menemxkmenTa u uandopmartuku ; coct. M.B. Cepena, E.A. Jleesa,
B.A. I'y6aues . - HoBouepxkacck, 2017. - 73 c. (3 9k3.)

5. JIokyMeHTHpOBaHUE YIPABJICHUYECCKOW ACSITCIBHOCTU [DJIEKTPOHHBIA pecypc| : METO/I.
yKa3. O BHIM. JI1a0. paboT [ CTyA. o4. U 3a04. opM 00ydY. HAMpaBI. MOATrOT. "DKOHOMHKA',
"Menemxment", "llen. obpazoBanue", "Com. pabdora", "[Ipod. oOyuenue", "3emiaeycTpoicTBO U
kamactpel'| / HoBouepk. umx.-menuop. uH-T AI'AY, xad. MeHemxMenTa 1 nHOOPMATHKH ; COCT.
M.B. Cepena, E.A. Jleea, B.A. I'ybaueB . - DnekTpoH. naH. - HoBouepkacck, 2017. - XKM/I; PDF;
1,4 MB. - Cucrem. tpeboBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . - 3aru. ¢ skpaHa.

6. JIokyMEHTUpOBAaHKUE YIPABICHYECKON neATeabHOCTH [TekcT] : MeToxa. ykas. IO BBHIIL.
pacu.-rpad. paboTsl [mns cTyn. o4d. W 3a04. (opm oOyd. HampaBi. HOArOT. "DKOHOMHKA',
"Menemxment", "llen. obpazoBanue", "Com. pabdora", "[Ipod. oOyuenue", "3emiaeycTpoicTBO U
kamactpsl'| / HoBouepk. nnxk.-menuop. uH-T JAIAY, kad. MeHesKMeHTa 1 HUHPOPMATUKH ; COCT.:
M.B. Cepena, E.A. [leeBa, U.B. Tkauenko. - HoBouepkacck, 2017. - 55 c. (3 7k3.)

7.JIoKyMEHTUPOBAHHUE YIPABICHYECKON ACSITEIIBHOCTU [DJIEKTPOHHBIM pecypc]| : METO/I.
yKa3. MO BbIN. pacu.-Tpad. paboThl [Afs CTyd. Oo4. M 3a04. (popm 00yd. Hampapi. MOATOT.
"Oxonomuka", "Menemkment", "llen. oOpasoBanme", "Com. paGora", "lIpod. oOydenue",
"3emieyctpoiictBo U kanactpbl'| / HoBouepk. unx.-menuop. uH-T JAI'AY, kad. MeHeKMeHTa U
uHpopmaruku ; coct.. M.B. Cepena, E.A. Jleea, U.B. TkaueHko. - ONeKTpoH. JaH. -
Hosouepkacck, 2017. - XKM/JI; PDF; 842 Kb. - Cuctem. tpeboBanus : IBM PC ; Windows 7 ;
Adobe Acrobat X Pro . - 3aru. ¢ skpana.

8. SuxoBuu, LI.A. Jlenonpou3BoACTBO B KaJIpoBOH ciyx0e [DIeKTpOoHHBINH pecypc] :
yueOonuk/I1.A. SlakoBuy. — DnexTpoH. naH. — Mocksa : FOuuTtn-/ana, 2015. — 161 c. — ISBN
5-238-01076-1.— Pesxxum moctyma: http://biblioclub.ru — 3ara. ¢ skpana.- 12.07.2017

9. Ky3nemnos, 1.H. JlenoBoe mucbMo [ DIeKTpOHHBIN pecypc] : y4eOHO- CIpaBOYHOE MOCO-
oue / I.H. Ky3neuoB. — 5-e¢ uzn. — DnektpoH. naH. — Mocksa : Jlamkos u K, 2015.- ISBN 978-
5-394-02213-5. - Pexxum nocrymna: http://biblioclub.ru — 3aru. ¢ skpana.- 12.07.2017

10. Kymnepyk, C.I1. JlokymeHnTHas TMHrBUCTHKA : yuyeOHoe nocobue / C.II. Kymnepyxk. -
7-e m3x., crepeoturt. - Mocksa : M3narensctBo «@DmmHTan, 2016. - 258 ¢. - ISBN 978-5-9765-

0213-0 ; To xe [DnekrpoHHbIit pecypc]. - Pexxum moctyma: http://biblioclub.ru — 3ar. ¢ skpana.-
12.07.2017

8.3 Ilepeuenb pecypcoB MH(OPMALMOHHO-TEJICKOMMYHUKAIMOHHOU ceTH «MHTepHeT»,
HEOOXOAUMBIX /IJISl OCBOEHHUS JUCHUIIMHBI, B TOM YHCJIe COBPEMEHHBIX MPO(ecCHOHAIbHBIX 0a3
AAHHBIX U HHPOPMALMOHHBIX CIIPABOYHBIX CHCTEM

HaunmeHoBaHue pecypca Peskum ocryna
Odunmansuslii cailt HI'MA ¢ 1ocTynom B 31€KTpOHHYIO 61OIH0- www.ngma.su
TEKY
HudopmanmonHo-npaBosoi nopran TAPAHT.PY http://www.garant.ru/
Cnpasounas cucreMa Koncynsrant [Timoc http://www.consultant.ru/
OdwurmasbHbIi caiiT MUHHCTEpCTBA TPY/Ia M COLMAIBHOM 3aimmTel PO | http://www.rosmintrud.ru/
OJnekTpoHHas OMOIMOTEKa CBOOOHOTO JOCTYIIA www.window.edu.ru
OTKpbITast pyccKasi 2JICKTpOHHAst ONOIMOTeKa www.orel.rst.ru

8.4 Metonuyeckue ykazaHus 1Js1 00y4arOUUXCcsl 10 OCBOEHHUIO U CIUTIIMHbI

1. [TonoxxeHnue o Tekymieu arrecranuu odydaromuxcs 8 HUMU JITAY [DnexTpoHHBIN pecypc]
(BBeneHo B AeiicTBue npukazoM aupekropa Nell9 ot 14 urons 2015 r.) / HoBouepk. nHX.-Menuop. UH-
T Houckoit 'AY.-Onektpon. naH.- HoBouepkacck, 2015.- Pexxum noctyna: http:// www.ngma.su


http://biblioclub.ru/
http://biblioclub.ru/
http://www.garant.ru/
http://www.consultant.ru/
http://www.rosmintrud.ru/

2.TumnoBsie (GOPMBI TUTYIHHBIX JHUCTOB TEKCTOBON JOKYMEHTAIUH, BHITIOTHAEMON CTYACHTaMU
B yueOHOM Tporecce [DnekTpoHHBIM pecypc| / HoBouepk. muk.-menuop. wH-T JloHckour ['AVY.-
DnexTpoH. naH.- HoBouepkacck, 2015.- Pexxum goctyma: http:/www.ngma.su

[Tpuctynas K U3y4EHHIO TUCHUILUIMHBI HEOOXOJUMO B MEPBYIO OYepelb O3HAKOMUTHLCS C CO-
nepxkanrem PIIJI. Jlekuuu UMEIOT 1ENbIO JaTh CUCTEMAaTU3UPOBAHHBIE OCHOBBI HAYYHBIX 3HAHUU 00
o0mux Bompocax IUCHUIUIMHEL [Ipu m3ydyeHuu u npopaboTke TEOpeTHUEeCKOro Marepuana ais o0y-
YAOIIMXCS HEOOXOIUMO: TIOBTOPHUTH 3aKOHCIICKTHPOBAHHBIM HA JICKIIMOHHOM 3aHSITHH MaTepHall U
JOTIOJIHUTh €r0 C YY4E€TOM PEKOMEHJIOBAHHOW IO JaHHOW TeMeE JIMTEPaTypbl; IPU CAMOCTOSATEIbHOM
M3y4YEHUU TEMBI cJleJaTh KOHCIEKT, UCIIONb3ysl pekoMeHnoBanubie B PII/] nureparypHble MCTOUHUKHI
U pecypchbl UHPOPMAIIMOHHO-TEJIEKOMMYHUKAMOHHOU ceTH « HTepHeT».

8.5 Ilepeyenb MHPOPMANMOHHBIX TEXHOJIOTH, UCIOJIb3yeMbIX MPHU OCYIECTBJIECHUHN 00-
pa3oBaTeIbLHOI0 Mpolecca, MPOrpaMMHOI0 ofecnevyeHHus, COBPeMEHHBbIX MNMPOo¢ecCHOHATbHBIX
JAHHBIX U UH MANMOHHBIX CIPABOYHBIX CHCTEM, [IJIs1 OCBOEHHUSI YamMUMHCS AUCHHII-
0a3 na OpManuo CIIPaBo CHUCTEM, ocBoOe o0yu4aro c c
JINHBI

HaumenoBaHue pecypca

PexBU3MTHI 10TOBOpa

DrWeb. Dr.Web. Desktop Security Suite Kom-
IJIEKCHaA3aIuTa

Horosop Ne PI’A0323008 ot 23.03.2017 r. OOO «Komma-
Husa 'OHIAJIb®y (¢ 23.03.2017 r. mo 23.03.2018 1.)

AcademicEdition Enterprise (MS Windows
XP,7,8, 8.1, 10; MS Office professional; MS
Windows Server; MS Project Expert 2010 Pro-
fessional)

CyOnuuen3uonnslii orosop Ne Tr000131808 ot
19.12.2016 r. AO «CodrJlaita Tperiay (¢ 19.12.2016 r. o
29.12.2017 r.)

Cyb6nunen3uonnsiii jorosop Ne Tr000131826 ot
20.12.2016 r. AO «CodrJlaita Tpetiay (c 20.12.2016 r. mo
29.12.2017 r.)

Cy6nunensuonnsiii qorosop Ne Tr000131837 ot
21.12.2016 r. AO «CodrJlaita Tpetia» (c 21.12.2016 r. mo
29.12.2017 r.)

Cybnunen3uonnsiii jorosop Ne Tr000131849 ot
23.12.2016 r. AO «CodrJlaita Tpetia» (c 23.12.2016 r. mo
29.12.2017r.)

CyOnuuen3uonnslii gorosop Ne Tr000131856 ot
26.12.2016 r. AO «CodrJlaita Tpetiay (¢ 26.12.2016 r. o
29.12.2017r.)

Cyo0nunensuonnsiii joropop Ne Tr000131864 ot
27.12.2016 r. AO «CodrJlaita Tpetiay (¢ 27.12.2016 r. o
29.12.2017r.)

OBC «YHuBepcurerckas 0M0IMOTEKa»

OBC OO0 UszpatenpcTBO «JIaHBY

Horosop Ne 008-01/2017 06 oka3annu nHOPMALMOHHBIX
yeayr ot 19.01.2017.r. ¢ OO0 «HexcMenna» ¢

19.01.2017 r. mo 10.01.2018 r

Horosop Nel Ha okazaHMe yCIIyT 110 MPEIOCTaBICHHUIO 10C-
Tyna K 3JeKTpOHHBIM n3nanusaMm ot 17.02.2017 r. ¢ OO0
«3narensctBo Jlaup» ¢ 20.02.2017 r. mo 20.02.2018 r.
HoroBop Ne 557 Ha oka3zaHue YCIYyT MO TPEIOCTABICHUIO
JIOCTyIIa K DJIEKTPOHHBIM u3nanusaMm ot 19.05.2017 r. c
000 «M3parensctBo Jlamb»e 19.05.2017 1. mo 8.05.2018
r

JIuniensnonnsiii morosop Ne 41 ot 20.01.2017 r. 3A0
«AnTtu-IInmarnar» (c 19.02.2017 r. mo 18.02.2018 r.).

IIporpamMmMHuas cucrema i OOHApPYKEHUS TEK-
CTOBBIX 3aMMCTBOBaHUH B y4€OHBIX M HAYYIHBIX
paborax «AnTHiUtaruat. BY3» (unTepHeT Bep-
cust). Monynb «IIporpaMMHBIA KOMIUIEKC TTOHC-
Ka TEKCTOBBIX 3aMMCTBOBaHMH B OTKPBITHIX HC-
TOYHHUKAX CETH MHTEPHET»




9. OMMCAHUE MATEPUAJIbHO-TEXHUYECKOM BA3bI, HEOBXOIUMOM JIJIS
OCYHIECTBJIEHUA OBPA3OBATEJIBHOT'O ITPOLHECCA IO ANCIUIIJIMHE

[IpenonaBaHue TUCIUTIIIMHBI OCYIIECTBIISETCS B CIICIIMAIBHBIX TTOMEIICHHUSIX — YIeOHBIX ay/n-
TOPHSX ISl TIPOBEJICHUS 3aHATUHN JICKIIMOHHOTO THUITA, CEMUHAPCKOTO THUIIA, TPYNIOBBIX U UHIAUBUIY-
TBHBIX KOHCYJbTAIlUM, TEKYIIETO KOHTPOJIS M MPOMEKYTOUHON aTTECTAIMM, a TAKXKE IMOMEIICHUSIX
JUISL CaMOCTOSITEIBHON pa0oThl. CrHernuaibHbIe MOMEIIEHUs YKOMILIEKTOBAHBI CHEIUATU3UPOBAHHON
MeOECIbI0 M TEXHUYSCKUMU CPEJICTBAMU OOYUCHHUS, CITyKAIIMMHU JIJIsl IPEICTaBICHHs yueOHOH nHdop-
MaIuu OOJBIION aAyAUTOPHH.

JlekoHHBIE 3aHATHS TPOBOJATCA B ayl. 227, OCHAIICHHOW HaOOpaMH JAEMOHCTPAIMOHHOTO
o0opynoBaHus (PKpaH, IPOSKTOP, KOMIIBIOTEP) U YI4eOHO-HATIISTHBIMHU TIOCOOUSMU.

[IpakTrueckue 3aHATUS TPOBOIATCA B ayd. 336, OCHAIICHHOW HEOOXOJAMMBIMH Yy4eOHO-
HATJISIHBIMHA IOCOOUSIMH.

JlaGopaTopHble pabOThI TPOBOASATCS B CIICIHATILHO 000PYI0BaHHOMU Taboparopuu aya. 227.

[TpoBeneHME TPYNIOBBIX U MHIAUBUAYATBHBIX KOHCYIbTAIIUHN, TEKYIIIETO KOHTPOJIS B IIPOMEX Y-
TOYHOM aTTeCTallMH OCYIIECTBIACTCS B ayl. 227.

Jns caMoCTOSITeNIbHOM pabOThl HUCIIOJB3YETCsl CIelHaibHOe moMenenue — aya. 1118, ocHa-
IICHHOE KOMITBIOTEPHON TEXHUKOH ¢ BO3MOXXHOCTBIO TOJIKITtoUeHUs K cet "MHTepHEeT" M obecnede-
HHUEM JIOCTYIIA B DJIEKTPOHHYIO HH(POPMAITMOHHO-00pa30BaTEIIbHYIO CPely OpraHU3aIuu.

[Tomemenue uist XpaHeHUsT ¥ TPOMQUIAKTUICCKOTO OOCTYKHUBAaHUS YIeOHOTO 000PYIOBAHUS —
ayn.359.

OOyyaronuecs U3 4Kcia JIUI C OTPAaHUYCHHBIMH BO3MOKHOCTSIMH 37I0POBbsI OOECIICUEHBI Te-
YaTHBIMHU M (WJIM) SJIEKTPOHHBIMU 00pa30BaTEeNbHBIMU pecypcamMu B popMax, aJanTUPOBAHHBIX K OT-
PaHUYEHUSIM UX 3]I0POBBS.

10.0COBEHHOCTHU OPI'AHU3AIIMU OBPA3OBATEJIBHOI'O IMPOLECCA 11O
JUCHUIIVIMHE JJIA HHBAJINI0B n JIMI C OI'PAHUYEHHBIMUA
BO3MOXHOCTAMHA

ConeprxaHue TUCUMIUIMHBI U YCIIOBHSI OpraHU3alMy o0yueHus 17l 00y4aromuxcs ¢ OrpaHudeH-
HBIMH BO3MOXXHOCTSIMU 3I0POBBSI M MHBAJIUIOB KOPPEKTUPYIOTCS MPH HATMYUUA TAKUX OOYJaIOIIHXCS
B COOTBETCTBUU C MHIUBHUAYaJIbHONU MPOrpaMMOi peabuauTaluy MHBAJIHN/IA, a TaK e METOTUYECKUMHU
PEKOMEHJALUsAMHU 110 OpraHu3aluu 00pa30BaTENILHOrO mpouecca A1 o0ydeHUs WHBAIMJIOB M JIUL[ C
OrpaHUYEHHBIMH BO3MOXHOCTSIMU 3/10pPOBbSl B 00pa30BaTENIbHBIX OPraHM3aIUsAX BBICIIET0 00pa3oBa-
Hus (yrB. MunoopHnayku Poccun 08.04.2014 NeAK-44-05 BH), [TonoxeHnemM 0 METOUKE CIIEHKHU CTe-
MEHU BO3MOXXHOCTH BKJIIOYEHHUS JIUI] C OIpPaHMYCHHBIMH BO3MOYKHOCTSIMHM 3/I0POBbSl U WHBAJINJIOB B
obmmit obpaszoBarenbHbiii nporecc (HUMU, 2016); [Tonoxxenuem 06 00ydeHHH JIUI] C OTPaHUIECHHBI-
MH BO3MOKHOCTSIMH 3JI0pOBbsI U MHBaIU0B B HOBOUEpKacCKOM MH)KEHEPHO-METMOPAaTUBHOM MHCTH-
tyre (HUMU, 2016).



B pa6ouyio nporpammy Ha 2018 - 2019 y4eOHbIii roJ BHOCSTCS H3MEHEHHs - 0OHOBJIEHO U

AKTYaJU3HPOBAHO COJEPKAHME CJEAYIONIMX Pa3/iesioB U MOAPa3/iesioB padoyeil MporpaMmbI:

6. INEPEYEHb YYEBHO-METOAUYECKOI'O OBECIIEYEHUA JJIsA

CAMOCTOSTEJBbHOM PABOTBI OBYUAIOIINUXCS

1.

MeTtoauueckue yka3aHHs 110 CaMOCTOSTEIbHOMY M3YYEHHUIO JUCLUILIMHBI [ DJIEKTPOHHBIN pe-
cypc] : (IpUHATHI y4eOHO —METOIMYECKUM COBETOM MHCTUTYTa poTokoi Ne 3 ot «30» aBrycra
2017 r.) / HoBouepk. unx.-menuop. uH-T Jlonckoit 'AY. - DnekrpoH. gan.- HoBouepkacck,
2017.- Pexxum mocryma: http://www.ngma.su

Metoanyeckre peKOMEHIAIMH MO0 OpPTaHU3aIMH CAMOCTOSTENbHOW paboThl 00yJaromuxcs B
HUMMU AI'AY [DnexTpoHHbIN pecypc] : (BBen. B AciicTBUE mpuka3zoM aupekropa Nel06 ot 19
uionss 2015r.) / HoBouepk. wumx.-menuop. uH-T JloHckoit ['AY.- DOnekrtpon. npaH.-
HoBouepkacck, 2015.- Pexxum goctyna: http://www.ngma.su

Cepena, M.B. [lokymeHTHpOBaHUE YIIPaBICHYECKON ACATEIBHOCTU [DIEKTPOHHBIN pecypc] :
yue0. mocobue [ cTya. o4d. ¥ 3a04. Gopmbl 00ydY. Hampasi. MOATOT. "DKOHOMHKA",
"Menemxment", "[len. odbpazosanue"”, "Cor. padora", "[Ipod. oOyuenue", "3emieycTpoiicTBo
u kagactpsl"] / M. B. Cepena, I1. B. iBanos, B. A. ['y6aue ; HoBodepk. HHX.-MeIHOpP. UH-T
Hounckoit 'AY. - Dnektpon. mpad. - HoBouepkacck, 2017. - XKMJI; PDF; 1,39 MBb. - Cucrtewm.
tpeboBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . - 3arn. ¢ skpana.

Cepena, M.B. JlokyMeHTHpOBaHUE YIPABICHUECKOM eATeIbHOCTH [TeKcT] : mpakTukym [1st
CTyHd. 04. U 3a04. (opm 00ydu. HampaBi. moiaror. "Oxonomuka", "Menemxment", "llen.
obpaszopanue", "Corm. padota", "[Ipod. oOyuenue", "3emneycrpoiictBo u kagactps'] / M. B.
Cepena, I1. B. UBanos, B. A. I'y6aueB ; HoBouepk. umx.-menuop. uH-T Jlonckoit ['AY. -
Hosouepkacck, 2017. - 70 c. (3 7k3.)

Cepena, M.B. [lokymeHTHpOBaHHUE YIIPaBICHYECKOMN JESITEIBHOCTU [DIEKTPOHHBIA pecypc] :
NPaKTUKyM [A7s CTyAd. O4YH. M 3a04H. ¢opM oOyd. Hampamil. MOATOT. "DKOHOMHKA'",
"Menemxment", "[len. obpazoBanue"”, "Cou. pabora", "IIpod. odyuenue", "3eMiaeycTponcTBO
u kamactpsl"'] / M. B. Cepena, I1. B. MBanos, B. A. I'y6aueB ; HoBouepk. WHXK.-MeIHOp. UH-T
Honckoit 'AY. - DnektpoH. nan. - HoBouepkacck, 2017. - 2QKM/I; PDF; 1,11 Mb. - Cucrtem.
tpedoBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . - 3arz. ¢ skpana.
JIoKyMeHTUpOBaHUE YIIpaBIeHUYECKON aearenbHOCTH [TekcT] : MeTon. yka3. mo BbIMN. 7ab.
pabot [ans cTyd. o4. M 3a04. opM oOyd. Hampai. moAror. "DxoHomuKa", "MeHemKMEeHT",
"Ilen. o6pazoBanue”, "Cou. pabota", "IIpod. oOyuenue", "3emueycTpoiicTBO U KaaacTpsl"] /
HoBouepk. unx.-menuop. uH-T AT'AY, kad. MeHemxkMmenTta U uHPopmaTuku ; coct. M.B.
Cepena, E.A. JleeBa, B.A. I'ybaues . - HoBouepkacck, 2017. - 73 c. (3 7k3.)
JIOKyMEHTHUPOBAHHE YIPABIEHYECKON MeATEILHOCTH [ DIEKTPOHHBIN pecypc] : METOI. yKa3. 1Mo
BbIN. J1ab. paboT [mig cTya. o4. W 3a04. ¢opM 00yd. Hampapil. MOArOT. "DKOHOMHKA'",
"Menemxment", "Ilen. oopazoanue”, "Corr. padora", "IIpod. o6yuenue", "3emieycTpoicTBO
u kagactpel"] / HoBodepk. unx.-menuop. ue-T AI'AY, kad. meHemxmenTa 1 nHGOPMATUKY ;
coct. M.B. Cepena, E.A. Jleea, B.A. ['y0aueB . - DnektpoH. naH. - HoBouepkacck, 2017. -
XKMJI; PDF; 1,4 Mb. - Cuctem. TpeboBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . -
3ari. ¢ ’KpaHa.

JIOKyMEHTUpOBaHUE YIPABICHUECKON neaTenbHOCTH [TeKcT] : MeTona. yka3. Mo BBIN. pacd.-
rpad. paboTel [mns cTyAa. o4. W 3a04. (GopM o00yd. HampaBi. MOATOT. "DKOHOMHUKA',
"Menemxment", "[len. obpazoBanue"”, "Cori. pabora", "[Ipod. oOyuenue", "3emneycTpoiicTBo
n kagactpel"] / HoBouepk. nnx.-menuop. ua-T AI'AY, kad. meHemxmMenTa 1 ”HGOPMATUKH ;
coct.: M.B. Cepena, E.A. JleeBa, 1.B. Tkauenko. - HoBouepxkacck, 2017. - 55 c. (3 3k3.)
JIOKyMEHTUpOBaHHUE yIPaBICHUECKOHN AEITeIbHOCTH [ DIEKTPOHHBIN pecypc] : MeTo . yKas. 1o
BBIMN. pacy.-rpad. paboThl [UIs CTyA. 04. U 3a04. popM 00yd. HampaBi. MOATOT. "DKOHOMUKA",
"Menemxment", "Ilen. oopazoanue"”, "Cor. padora", "IIpod. oOyuenue", "3emieycTpoicTBO
u kagactpel'] / HoBodepk. unx.-menuop. uH-T A'AY, kad. meHemxmMenTa 1 HHGOPMATUKY ;



http://www.ngma.su/
http://www.ngma.su/

coct.: M.B. Cepena, E.A. Jleea, 1.B. Tkauenko. - DnekrpoH. aaH. - HoBouepkacck, 2017. -
KM/; PDF; 842 Kb. - Cucrem. tpedboBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . -
3ari. ¢ ’KpaHa.

7. ®OHJ OLEHOYHBIX CPEJICTB JUIsI KOHTPOJIA YCIIEBAEMOCTH M
MPOBEJEHUSI MPOMEJKYTOUYHOH ATTECTALIUM OBYYAIOUIUXCS IO
JTUCLUIIINHE

Bomnpocsl 1J151 mpoBeieHNs POMEKYTOUYHOI aTTecTanuu B (popme 3auéTa:
1.CocTtaB HOpMATUBHO-METOIUYECKON 0a3bl TOKYMEHTAIMOHHOTO 00ECIICUEHHS.
2. OCHOBHBIC TIOHATHUS JOKYMEHTUPOBAHUS YIIPABICHUECKOHN EATEeIHhHOCTH.
3. O0mue u cnenuanbHbie PYHKIIUU OPHUITUATBHBIX JOKYMEHTOB.
4. YHaudukanys v cTaHAapTU3ALMS YIIPABICHUYESCKUX JOKYMEHTOB.
5. Knaccudukanusi 10KyMEHTOB.
6. OpopmiieHre PEKBU3UTOB YIIPABICHUECKUX JOKYMEHTOB.
7. bnaHku JOKYMEHTOB U TPEOOBAHUS K HUM.
8. OdopMmiicHHE B TOKyMEHTaX 3HAKOB MPEIUHAHUS ¥ CHMBOJIOB.
9. OdopmieHme MONCH, HyMepaIiy CTPAHUI] B TJOKyMEHTaX.
10.0dopmienue aat u 4ucen B JOKYMEHTAX.
11. Odopmienne TabIuI 1 PUCYHKOB B JIOKyMEHTAaX.
12. Odopmiienne maTeMaTuyecKux GopMysa U €AUHHI] U3MEPEHUS B JOKYMEHTAX.
13. KoppekTypHble 3HaKu ¥ TIPaBUjIa UX TPUMEHEHUS.
14.0cobenHocTr 0UIIUATBEHO-IETIOBOTO CTHIISL.
15.Yorpebnenne nNponucHBIX U CTPOYHBIX OYKB.
16.Haubouee ynoTpebisieMble COKpAIICHUS CIOB.
17.Koppecnoneniusi, CBsi3aHHasi C MPOBEICHUEM MTEPUOINUECCKIX MEPOTIPUITHIA.
18. YcraB opranusanum, ero peKBU3UTH 1 OCHOBHBIE Pa3/Ieiibl TEKCTA.
19. lllTatHOE pacnucaHue, €ro peKBU3UTHI U OCHOBHBIC CBEJICHUS, COACPIKAIIIUECs B JAHHOM J10-
KyMEHTE.
20. ITonoxxenue, ero peKBU3UTHI. Buabl nojaoxeHuil.
21. Uuctpykuusa. OCHOBHOE Ha3HAUYEHUE JOJKHOCTHOM MHCTPYKIWHU, €€ PEKBU3UTHI U OCHOBHBIE
pa3zenbl TeKCTa
22. YupenuTenbHbIi JOTOBOP, €r0 PEKBU3UTHI U OCHOBHBIE pa3/ielibl TEKCTA.
23. Buapl pacnopsauTenbHbIX JOKYMEHTOB, UX OCHOBHOE Ha3HAUCHUE.
24. [lpuka3, ero peKBU3UThl U OCHOBHBIE YAaCTH TEKCTA.
25. PexBU3UTHI yKa3aHUS U 1I€Jb U3JaHUsI TaHHOTO TOKYMEHTA.
26. Pacniopsixenue, ero peKBU3uThl. BOmpockl, 0 KOTOPBIM U3JAETCs pACTIOPSKEHUE.
27. Pemenue, ero pekBu3nuThl. Opransl ypaBieHUs, UMEIONIKE MTPaBO K W3IaHUIO JAHHOTO JIOKY-
MEHTAa.
28. PexBU3UTHI MOCTAHOBJICHUS U 1I€JIb U3aHUS JAHHOTO JIOKYMEHTA.
29. Buasl nH(MOpMaIlMOHHO-CIPABOYHBIX TOKYMEHTOB, HX OCHOBHOE Ha3HAYCHHE.
30. IIpoToko, €ero peKBU3UTHI U OCHOBHBIE YACTH TeKCTa. BUIBI IPOTOKOIOB.
31. JloxnanHble U 00BSICHUTENBHBIE 3aTTUCKU, KX PEKBU3UTHI U OCHOBHBIE 11€T HAMUCAHUS J1aH-
HBIX JTOKYMEHTOB.
32. TpeboBaHus1, IpeabIBISIEMbIE K COCTABIICHHUIO CIPABOK. BUIBI CIIPaBOK.
33. Ocobennoctu coctaBieHus akta. OCHOBHBIE YaCTH TEKCTa. BHUIBI aKTOB.
34. TpeboBaHus1, IPEIbIBISIEMbIE K COCTABICHHUIO M O(DOPMIIEHUIO CITYKEOHBIX TTHCEM.
35. Pa3sHOBUIHOCTH IIMCEM.
36. Busbl JOKYMEHTOB, OTHOCSIIIIMECS K JOKYMEHTAIMHU 10 JUYHOMY COCTaBY.
37. Odbopmienne npuema Ha padboTy.
38. TpeboBanus1, IpeabIBISIEMbIE K COJIEPKAHUIO0 U OPOPMIICHUIO TPYAOBOTO JOTOBOPA.
39. OdopmiieHre MPUKA30B T10 JIMYHOMY COCTaBY.



40. TpeOGoBaHusl, MPEABABISIEMbIEC K COAEPHKAHUIO U O(DOPMIICHUIO XapaKTEPUCTUKH.
41. CocTaBHBIC AJIEMEHTHI U PEKBU3UTHI aBTOOHOTpaduu.

42. CocTaB 1OKyMEHTOB JIMYHOTO JI€jIa.

43. Ob1ue npaBuia BeICHUS U BbIIa4H TPYJOBBIX KHUKEK.

44. OopmieHne JOKyMEHTOB IIPH MIEPEBOJIE COTPYAHUKA Ha JPYTyI0 paboTy BHYTpU OpTraHu3a-
117078

45. Tlopsnok opopmIIeHHSI JOKYMEHTOB IIPH YBOJBHEHUU COTPYIHUKA.

46. Opranu3zanus paboThl C JOKYMEHTaMH.

47. Ilopsinok 00pabOTKH MOCTYMAOIIUX U OTIPABIISIEMBIX TOKYMEHTOB.

48. [Topsgok 00pabOTKH OTIPABIISEMBIX IOKYMEHTOB.

49 Ilopsinox 00pabOTKM BHYTPEHHHX JTOKYMEHTOB.

50.Peructpanus 10KyMEHTOB.

51.0Opranusanys KOHTPOJIA 32 UCTIOJHEHUEM JJOKYMEHTOB.

52.XpaHeHue JOKYMEHTOB.

53.CocraBiieHue HOMEHKJIATYphbl €)1 OpraHU3aluu.

54.0Opranuzanus paboThl ¢ JOKYMEHTaMH, COAePKAIIMMU KOH(GUACHIIUATbHbIE CBEACHHUS.
55.CBenenus, OTHOCAIIMECS K KOMMEPUYECKOM TaliHe.

56.3ammTa JOKyMEHTOB, COACPKAINX KOMMEPUYECKYIO TalHY.

57.YHUYTOXEHNE TOKYMEHTOB.

58.IloHsATHE NIEKTPOHHOTO JOKYMEHTA €r0 MPEUMYIIIeCTBa U HEJAOCTATKHU.
59.CocraBneHue 10KyMEHTOB.

60.ABTOMaTH3MpPOBaHHAS MPOLIETypa padOTHI C JOKYMEHTAMHU.

61.OmexTpoHHbIE O(UCHBIE CUCTEMBI.

62.XpaHeHue J0KyMEHTOB B AJIEKTPOHHOMU (hopme.

Conepxanue Tekymero koutpouast TK 1 (6amabi: max 5, min 3):
- OTYET MO BBIMOJHEHUIO TAOOPATOPHBIX padoT.
- MPOBEpKa BBHIOJIHEHUS HAa MPAKTUYECKUX 3aHATHUSIX 3aJJaHHs ISl CAMOCTOATEIbHOM paboThl
CTY/ICHTOB.
Conepxanue Tekymero koutpousi TK 2 (6anabi: max 10, min 6):
- OTYET MO BBHIMOJHEHUIO JTJA00paTOPHBIX paboT Ne 2, No 3.
- MpOBEpKa BHIMIOJIHEHUS HAa MPAKTUYECKUX 3aHITUIX 3aJaHUs ISl CAMOCTOATEIHHONU PabOThI
CTY/ICHTOB.
- mposepka BeinonHenue PI'P pasnena 1 (mynkros 1.1 -1.4).
Conep:xanue Texkymero kourpoJsi TK 3 (6amasi: max 10, min 6):
- OTYeT MO BHINOJHEHUIO 1JabopaTopHbIX padoT Ne 4, Ne 5.
- TpOBEpKa BHIMOJIHEHUS HA PAKTUICCKUX 3aHATUAX 3aJaHHS I CAMOCTOSITETbHONW pabOTHI
CTYJCHTOB.
- nposepka BeinonHenue PI'P paznena 2 (mynkros 1.1 -1.3).
Conepxxanue Tekymero koutpousi TK 4 (6anaabi: max 15, min 9):
- OTYET MO BBHIMOJHEHUIO JTJAO0OpaTOPHBIX paboT Ne 6, No 7.
- MPOBEpKa BBHIMOIHEHUS HAa MPAKTUYECKUX 3aHITHUSIX 3aJaHMs ISl CAMOCTOATEIHHOU PabOThI
CTY/ICHTOB.
- IIpOBEpKa BbINOIHEHUs U 3amura PI'P.
Conep:xxkanue UK (3auer):
-TEOPETHUYECKHUI MaTepual mpoMexxyrounoro koHTpois 1K 1 (6ammsr: max 15, min 9).
-TeOPETHUYECKHUI MaTepras mpoMexyrounoro kourposist [1K 2 (6ayutei: max 15, min 9):

PacyeTrHo-rpapuueckas padora cTyaAeHTOB 04HOM GopMBI 00y4YeHH s
PacuetrHo-rpaduueckast pabota Ha Temy «/|OKyMEHTHpOBaHHE TEXHUYECKUX U OPTaHU3alMOHHBIX pe-
NICHUH B OpPraHU3alMM» HMEET LENbI0 3aKpPEIUICHUS TEOPETHYECKUX 3HAHWW MO COCTaBICHHIO WU
o OpMIIEHHIO TOKYMEHTOB YIIPABICHUYECKOH NesTenbHocTH. B 3amaun PI'P Bxoaurt:



1.CocraBnenue u 0popMIICHHE OCHOBHBIX BUJIOB YIIPABIECHYECKON JOKYMEHTAIUH.
2. CocraBnenue u opopmieHre 10kyMeHTOB ¢ nomoibto 1K, mpu ucnons30BaHuyM akeTa aB-
tomaruzaiuu Microsoft Office.

CTpyKTypa MOsICHUTEIBHOM 3aIMCKU pacueTHO-TpapruecKoil paboThI
U €€ OPUEHTHUPOBOYHBIN 00BEM

Brenenue (1 c.)
1.Cocrapnenue u 0ohopMIICHHE OCHOBHBIX BUIOB YITPaBIEHUECKOM JokyMeHTanuu: (8 -10 ¢.)

1.1 Opranu3anMOHHBIX JOKYMEHTOB;

1.2 PacniopsiguTeNbHBIX JOKYMEHTOB;

1.3 UndpopmanimoHHO-CIIPaBOYHBIX JOKYMEHTOB;

1.4 JIokyMEHTOB I10 JIMYHOMY COCTAaBY.
2. CocraBnenue u opopmiieHHE JOKYMEHTOB ¢ noMonisio 11K, npu ncnonp3oBaHny makeTa aBTOMaTH-
sauu Microsoft Office: (4 ¢.)

2.1 Co3nanuie u opopMIICHHE JOKYMEHTA YIIPABICHYECKON JEATEIILHOCTH C TIOMOIIBIO CHCTEMBI
Microsoft Word;

2.2 Co3nanue u opopMIICHHE TUArpaMMbI K JICIOBOMY IHCbMY C TIOMOIIBI0 cucteMbl Microsoft Ex-
cel;

2.3 Coznanue u oopMiICHHE MPE3CHTALMH HOBOM MPOIYKIUH (YCIyr) ¢ MOMOLIbIO cucTeMbl Mi-
crosoft Power Point.

3axmouenue. (1 c.)

PacuetHo-rpadguyeckas pad6ora Ha TeMy «/[OKyMEHTHUpPOBaHHE TEXHUYECKUX U OpPTaHU3AIIH-
OHHBIX PCIICHUH B OpraHU3aIliu» BBITIONHSACTCS CTYJACHTOM HHIUBUIyaTbHO BO BHEAYAHTOPHOE BpE-
Msl, CAMOCTOSITENIbHO IO MHIUBUAYAIbHBIM UCXOIHBIM JaHHBIM BapHaHTa 3aJaHHsl B COOTBETCTBHUE C
paspaboTaHHBIME MeToaudeckuMu ykazanusimu. Ilocie mpoBepku u 1opaOOTKH yKa3aHHBIX 3ameda-
Hu#, pabora 3amumaercs. [Ipu MOJOKUTENBHON OLIEHKE BHIMOJHEHHOW CTYIEHTOM pPalOOTHI Ha TH-
TYJIBHOM JIUCTE CTaBUTCA - "3auTeHo". MakcumanbHoe KoandecTBo 0amioB 3a PI'P — 15 6annos.

JIJ11 KOHTpPOJIsl yCIeBaeMOCTH 00YUaIOLUXCsl U OLIEHKHU PE3Y/IbTaTOB OCBOEHUS AUCLUIIINHBI
MpUMEeHsieTcs OalIbHO-PEUTUHIOBAs cUcTeMa, pa3paboTaHHasi B COOTBETCTBHH ¢ [lonoxkeHueM o Te-
Kymiel arrecrauuu odydaromuxcs B HUMU JICAY.

[TpomerxyTouHas aTTecTalys CTyJI€HTaMU OYHOM (opMbl 00yUueHHs BKJIOUYaroLlel B ce0s mpo-
BeneHue mexkyuezo (TK), npomescymounozo (I1K) v umozoseozo (UK) KOHTponss 10 AUCUUILIMHE.

Texymmii kouTpoab (TK) ocymecTBisercs B Te4eHHEe ceMecTpa U MPOBOAUTCS MO Jabopa-
TOPHBIM paboTaM U MPAKTUYECKUM 3aHATHAM, a TaKKe [0 BUJAM CaMOCTOATEIbHOW paboThl CTYy/EH-
toB (PT'P). ®opmamu TK sBiIsitoTCSI: 0TYET 1O JTabOpaTOpHOU paboTe; 3alluTa pacyeTHO-TpadhuIecKoi
paboThl; KOHTPOJIbHAs paboTa MO MPAKTUUECKUM 3aJIaHUSM U JUISl CTY/IEHTOB 320UHOM (POPMBI.

B Teuenune cemectpa nposoasarcs 2 mpomexxkyrounbix KoHTpois (1K1, IIK2). B xone npome-
xkytogHoro koHTpoia (IIK) nposepsroTcs Teopetnueckue 3HaHUsA. [JJaHHBIM KOHTPOJIb MPOBOAUTCS 110
pazzaenaM (MOIyJsIM) AMCLHUIUIMHBL 2 pa3a B T€UEHUE CEMEeCTpa B YCTaHOBJIEHHOE paboyell mporpam-
Moii BpeMsi. @opmMamMu KOHTPOJIS SIBJISIOTCS KOJJIOKBUYM, KOHTPOJIbHBIE pa0OTHI.

HroroBsiii KoHTPOIb (UK) —5T0 3a4€T 110 AUCHUIUIMHE B LIETIOM.

IHonHbIi GOHA OLEHOYHBIX CPEACTB, BKINYAUINNA TEKYIHH KOHTPOJIb YCIIEBAEMOCTH U
nepe4yeHb KOHTPOJbHO-U3MepUTeJbHbIX MaTepuaioB (KUM) npuBeneH B npujIokeHun K pado-
4yeil mporpamme.



8. VUYEBHO-METOJIWYECKOE W WH®OPMAIMOHHOE OBECIEYEHHUE
TACIATLITAHBI

8.10cHoBHas JIuTepaTypa

1. Kprokosa, H.I1. JlokyMeHTHpOBaHHE yIIpaBIeHYEeCKOH nesTenbHocTH [ TekcT]: yued. mo-
cobue / H.I1. KprokoBa. — M.: UH®PA — M, 2013. -268 c. (12 3k3.)

2. beikoBa, T.A. lenonpou3Boacteo [Tekcrt]: yaue6nuk / T.A. beikosa, JI.M. BsitoBa, M.B.
Cankuna; mog pen. T.B. Ky3nenosoii — 3 —¢ u3a., nepepad u non. —M.: UHOPA-M, 2013. 363 c.
(15 9k3.)

3.Cepena, M.B. JlokymMeHTHpOBaHHE YINPABICHUYECKOW JEATCILHOCTH [DJICKTPOHHBIN
pecypc] : yueb. mocobue [ cTyd. od. U 3a04. (GopMbl 00yd. HAMpaBIl. MOATrOT. "DKOHOMHUKA",
"Menemxment", "llen. obpazoBanue", "Com. pabdora", "[Ipod. oOyuenue", "3emiaeycTpoicTBO U
kagactpel'] / M. B. Cepena, I1. B. UBanos, B. A. I'y6aueB ; HoBouepk. MHX.-METHOpP. MH-T
Honckoit I'AY. - Dnekrpon. nan. - HoBouepkacck, 2017. - XKM/I; PDF; 1,39 Mb. - Cucrem.
tpeboBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . - 3aru. ¢ skpana.

4. I'pun6epr, A.C. JIokyMEHTAIIMOHHOE 00ECTICUCHHE YIIpaBIeHUs [ DIEKTPOHHBINA pecypc:
yuebnuk / A.C. I'punbepr, H.H. T'opbaues, O.A. MyxameTrmuHa — DIeKTpoH. 1aH. — MOCKBa :
Onutu-/lana, 2015. - 391 ¢. — ISBN 978-5-238-01770-9. — Pexum mocryma: http://biblioclub.ru
— 3ari. ¢ skpana.- 23.08.2018

8.2 JlonostHuTE IBHAS JINTEPATYypa

1. Ky3uenos, U.H. JlenonpousBoactBo [Tekcr]: yue6HO - crpaB. mocobue / U.H. Ky3ne-
110B. — 6 — e u3., mepepad. u mom. — M.: amkos u K, 2013. — 459 c. (3 3k3.)

2.Cepena, M.B. JlokymMeHTHpOBaHHE yIIpaBICHUECKON aestenbHOCTH [Tekcr]
MNPAKTUKYM [AJI CTYJ. O4. U 3a04. popM 00yd. Hampasi. moarotr. "DxoHomuka", "MeHemxmMeHT",
"TTen. obpazosanue", "Cor. padora", "[Ipod. odyuenue", "3emueycrpoiictBo u kagactpsi'] / M. B.
Cepena, II. B. UBanoB, B. A. I'ybaueB ; HoBouepk. unx.-menuop. uH-T [lonckoit T'AY. -
Hosouepkacck, 2017. - 70 c. (3 7k3.)

3.Cepena, M.B. JlokymMeHTHpOBaHHE YHPaBICHYECKOW MJESITENBHOCTU [DIEKTPOHHBIN
pecypc] : MpakTUKyM [ CTyA. OYH. M 3a04H. opM 0Oyd. Hampami. MOArOT. "DKOHOMHKA",
"Menemxment", "Ilen. obpazosanue", "Com. padota", "lIpod. obyuenue", "3eMiaeycTpoicTBO U
kagactpel'] / M. B. Cepena, I1. B. lIBanos, B. A. ['ybaueB ; HoBouepk. MHX.-MEIHOpP. UH-T
Jonckoint I'AY. - DnexrpoH. gaH. - HoBouepkacck, 2017. - XKMJI; PDF; 1,11 Mb. - Cucrem.
tpedoBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . - 3arn. ¢ sxpana.

4.JIoKyMEHTUPOBaHHE YIPaBICHYECKON JesITeIbHOCTH [ TeKcT] : MeTo/. ykas. 1o BbIN. J1ad.
pabot [ans cTyA. o4. u 3a04. popM o0yd. Hampasil. moAarot. "DxoHomuka", "Menemxment", "llen.
obpazoBanue", "Cou. padora", "[Ipod. oOyuenue", "3emneycrpoiictBo u kagactpsl"] / HoBouepk.
urxk.-memuop. uH-T ATAY, kad. menemxkmenta u undopmatuku ; coct. M.B. Cepena, E.A. Jleena,
B.A. I'y6aues . - HoBouepkacck, 2017. - 73 c. (3 7k3.)

5. JIoKyMEHTHpOBaHUE YIPABICHUECKON AESITENbHOCTH [DIIEKTPOHHBIN pecypc] : METO..
yKa3. Mo BHIMN. J1ab. paboT [As CTyA. o4. M 3a04. (opM 00yy. Hampamil. MOAroT. "DKOHOMHKA'",
"Menemxment", "llen. obpazosanue", "Cou. pabdota", "IIpod. oOyuenue", "3emueycTpoiicTBO U
kangacTtpel"] / HoBouepk. unxk.-menuop. uH-T JAI'AY, kad. MeHemxMenTa 1 HHPOPMATHKH ; COCT.
M.B. Cepena, E.A. leeBa, B.A. I'ybaues . - DnextpoH. nas. - HoBouepkacck, 2017. - )KM/I; PDF;
1,4 MB. - Cucrem. tpeboBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . - 3aru. ¢ skpaHa.

6. JlokyMeHTHpOBaHNE YMpaBICHYECKON nesTedpbHOCTH [TekcT] : MeTon. ykas3. MO BBII.
pacu.-rpad. paboThl [Ans cTyA. o4. U 3a04. (opM o0Oyd. HampaBi. HOATrOT. "DKOHOMHKA',
"Menemxment", "llen. obpazoBanue", "Com. pabdota", "IIpod. oOyuenue", "3emueycTpoiicTBO 1
kagacTtpel"] / HoBouepk. unx.-menuop. un-T [AIAY, kad. MeHekMeHTa 1 MH()OPMATUKH ; COCT.:
M.B. Cepena, E.A. [leeBa, U.B. Tkauenxko. - HoBouepkacck, 2017. - 55 c. (3 7k3.)

7. JIOKyMEHTHUpOBaHHUE YIIPABICHUECKONW AEATENbHOCTH [DIIeKTpOHHBIN pecypc] : MeTon.
yKa3. MO BHIN. pacy.-Tpad. paboThl [ CTyd. o4d. W 3a04. (opm oOyd. Hampasi. IMOJITOT.
"Oxonomuka", "Menemxment", "llen. oOpaszoBanme", "Com. pabora", "IIpod. oOyduenue",



http://biblioclub.ru/

"3emieyctpoiicTBo u kagactpsl"] / HoBouepk. umx.-menuop. un-T AI'AY, xad. MeHemKMEeHTa U
unpopmatuku ; coct.. M.B. Cepenma, E.A. [leeBa, U.B. Tkauenko. - DNEKTpOH. IaH. -
Hosouepkacck, 2017. - XKM/I; PDF; 842 Kb. - Cuctem. tpeboBanus : IBM PC ; Windows 7 ;
Adobe Acrobat X Pro . - 3aru. ¢ skpana.

8. SuxoBuu, LI.A. Jlenompou3BOACTBO B KaJpOBOW Ciyxk0e [DIEKTpOHHBIA pecypc] :
yueOHuk/II.A. SIHKOBUY. — DnekTpoH. naH. — Mocksa : FOuutu-/lana, 2015. — 161 c. — ISBN
5-238-01076-1.— Pexxum nocryna: http://biblioclub.ru — 3ara. ¢ sxpana.- 23.08.2018

9. Ky3nenos, U.H. J/lenoBoe mucbMo [DneKTpOHHBIN pecypc] : ydeOHO- CIIpaBOYHOE MOCO-
6ue / N.H. Ky3nenos. — 5-¢ u3g. — DnekTpoH. nan. — Mocksa : Jlamkos u K, 2015.- ISBN 978-
5-394-02213-5. - Pexxum goctyna: http://biblioclub.ru — 3aru. ¢ skpana.- 23.08.2018

10. Kymuepyk, C.I1. JlokyMeHTHasi TUHTBUCTUKA [ DIEKTPOHHBIN pecypc] : yueOHOe Mmoco-
oue / C.I1. Kymnepyk. - 7-e u3a., crepeotun. - Mocksa : U3narenbctBo «DauaTan, 2016. - 258 c.
- ISBN 978-5-9765-0213-0 ; - Pexxum noctyna: http://biblioclub.ru — 3arun. ¢ sxpana.- 23.08.2018

8.3 Ilepeuenn pecypcoB HH(POPMAIMOHHO-TEJIEKOMMYHUKAMOHHOM ceTn «AHTEepHET», HE0O-
XOIMMBIX VISl OCBOCHMS JAWCHHUILUIMHBI, B TOM 4HcJe COBPEMEHHBIX NPO(ecCHOHAIbHBIX 0a3
AAHHBIX M1 HHGOPMALMOHHBIX CIIPABOYHBIX CHCTEM

HaumeHoBaHue pecypca Pexum goctyna
Nupopmanmonno-npasosoii nopran TAPAHT.PY http://www.garant.ru/
Cnpasounas cucreMa Koncynsrant [lmoc http://www.consultant.ru/

Odunmansheiii caiit MuHKHCTEpCTBA TPY/IA M COLMANbHOM 3ammTel PO | hitp://www.rosmintrud.ru/

Odunuansusiit caiit HF'MA ¢ goctynom B 35eKTpoHHYIO 6ubaro- | Www.ngma.su
TEKY

DJIeKTpOoHHAs: OMOJIMOTEKa CBOOOIHOTO JIOCTYIIA www.window.edu.ru

OdurranbHbpii cailt degepanbHON CIyKObI 10 Ha30py B chepe http://www.rospotrebnadzor.ru/
3QIUTHI TIPaB NOTPEOUTEINCH 1 OJIAronoIyyrs YeIoBeKa

8.4 Meroanyeckue yKa3aHus I 00y4al0IIMXCS 110 OCBOCHHUIO TUCIUIIIMHBI

1. ITonoxenne o MPOMEKYTOUHOMN aTTECTAIMKA OOYYAIOIIMXCS M0 MIPOrpaMMam BhICIIIEro o0pa-
30BaHUs [DIEKTpOHHBIN pecypc] (BBemeHO B neiictBue npukazom aupekropa HUMU Jlonckoit [AY
Ne3-OJ1 ot 18.01.2018 r.) /HoBouepk. unx.-Menuop. uH-T JJoHckoit ['AY.-Dnekrpon. nan.- HoBouep-
Kacck, 2018.- Pexxum mocryma: http://www.ngma.su

2.TunoBbie OPMBI TUTYJIBHBIX JIUCTOB TEKCTOBOW JTIOKYMEHTAIIUU, BHITIOJHSIEMON CTYJIEHTAMU
B yueOHOM mporecce [DnekTpoHHBI pecypc] / HoBouepk. muxk.-menuop. uH-T JloHckoit T'AYV.-
OnekTpoH. naH.- HoBouepkacck, 2015.- Pexxum goctyna: http://www.ngma.su

[Tpuctynas K U3y4EHHUIO TUCHHUILUIMHBI HEOOXOJUMO B MEPBYIO OYepelb O3HAKOMHUTHCS C CO-
nepxxanrem PIT/I. Jlekuuu UMEIOT 1ENbI0 AaTh CUCTEMAaTU3UPOBAHHBIE OCHOBBI HAYYHBIX 3HAHUU 00
o0IIMX BOMpocax MUCHUIUIMHEL. [Ipy n3ydeHnn u npopaboTKe TEOPEeTUYECKOro MarepHana I o0y-
YaIONIUXCSl HEOOXOIUMO: TOBTOPUTHh 3aKOHCIIEKTUPOBAHHBIM HA JICKIIMOHHOM 3aHATHU MaTepuanl U
JOTIOJTHUTh €r0 C yYE€TOM PEKOMEHJIOBAHHOW IO JIaHHOW TeME JIMTEePaTypbl; IPU CAMOCTOSTEILHOM
M3y4YEHUHU TEMBI CJIeJaTh KOHCIIEKT, UCIIONb3ys pekoMeHaoBanHbie B PIIJ] nmuteparypHble HCTOUHUKHT
U pecypchl HHPOPMAIIMOHHO-TEJIEKOMMYHUKAIIMOHHOU ceTH « HTepHeT».
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8.5 IlepeyeHb MHGPOPMANMOHHBIX TEXHOJIOTHH, MCIOJIb3yeMbIX NPH OCYIECTBJICHUHU 00-
Pa30BaTeIbHOIO MpoLecca, NMPOrpaMMHOIO0 obecne4eHHs M MHPOPMALMOHHBIX CIPABOYHBIX
CHCTEM, [IJIs1 OCBOCHHS 00y4al0IIUMHUCS AU CHUILINHBI

HaumenoBaHue pecypca PexBU3HMTHI 10r0BOpa
DrWeb. Dr.Web. Desktop Security Suite Kom- l'ocymapcTBeHHBIH (MyHULIMNATBHBINA) KOHTPAKT Ne
TUIEKCHAS3AIINTA PI'A03270004 ot 27.03.2018 r. Ha mIepemaqy HEUCKITIO-

YHUTENBHBIX MPaB HA HCIOJIH30BAHUE IPOTPAMM JIISI
9BM 00O «Kommanust I'OHJAJIB®» (¢ 27.03.2018 .
no 31.03.2019 r.)

AcademicEdition Enterprise (MS Windows XP,7,8, | Cy6nuriien3nonnsiii jorosop Ne 58544/PHJ14588 ot
8.1, 10; MS Office professional; MS Windows 28.11.2017 r. AO «CodrJlaita Tpetigy (¢ 28.11.2017 r.
Server; MS Project Expert 2010 Professional) nmo 31.12.2018 r.)

Cyb6munen3uonnsiii norosop Ne 58547/PH14588 ot
28.11.2017 r. AO «CodtJlaiia Tpeitm» (¢ 28.11.2017 .
mo 31.12.2018 r.)

OBC «YHuBepcurerckas OMOIHOTEKa» Horosop Ne 010-01/18 06 okazannn nHHOPMALOHHBIX
yeiyr ot 16.01.2018.r. ¢ OO0 «HexcMeamanc
16.01.2018 r. mo 19.01.2019 1.

9BbC OO0 M3narensctBO «JIaHb» Horosop Ne p08/11 Ha okazaHue yCiIyT MO IPEAOCTaB-
JICHHIO AOCTYIA K 3JIEKTPOHHBIM H3IAaHUSIM OT
30.11.2017 r. ¢ OOO «M13natenscTBO JIanby ¢
30.11.2017 r. mo 31.12.2025 1.

HoroBop Ne 2 Ha okazaHue yciyr MO NpeloCTaBICHUIO
JIOCTYIa K AJIEKTPOHHBIM u3gaHusMm oT 15.02.2018 r. ¢
000 «M3parensctBo Jlanp» ¢ 15.02.2018 1. mo
14.02.2019 1

HoroBop Ne 487 Ha oka3zaHue ycCIIyT MO NPEIOCTABIIE-
HUIO JOCTyNa K 3JEKTPOHHBIM u3gaHusM oT 16.05.2018
r. ¢ OO0 «U3znarensctBO Jlame»c 16.05.2018 1. mo
15.05.2019r

[Iporpammuas cuctema st oOHapykeHus Tekcto- | Jlunensmonusiid gorosop Ne 717 ot 09.01.2018 r. 3A0
BBIX 3aMMCTBOBAaHUH B y4eOHBIX M Hay4yHbBIX pabo- | « Antu-Ilmarmar» (c 09.01.2018 r. mo 09.01.2019 r.).
Tax «AnTtuiuiaruat. BY3y» (uarepnet Bepcus). Mo-
Iyib «lIporpaMMHBIN KOMITJIEKC TOMCKA TEKCTOBBIX
3aMMCTBOBAaHHUH B OTKPBITBIX MCTOYHHMKAX CETH WH-
TEPHET»

9. OMMCAHUE MATEPHAJIBHO-TEXHUUYECKOWM BA3bl, HEOBXOJIUMOM 151
OCYHECTBJIEHUSA OBPA3OBATEJIBHOI'O ITPOLHECCA 11O AUCHUIIVIMHE

[IpenogaBaHyie AUCHUIIIIMHBI OCYIIECTBIISETCS B CHEIHANBHBIX MOMEIIEHUAX — YUCOHBIX ayIu-
TOPUSX JIJISl IPOBEJICHUS 3aHATUHN JICKIIMOHHOTO TUIIA, CEMUHAPCKOTO THUIIA, TPYNIOBBIX U UHIAUBUIY-
QTBHBIX KOHCYJbTAIlMN, TEKYIIETO KOHTPOJISI U MPOMEKYTOYHOM aTTECTAIMH, a TAKXKE MOMEIICHUSIX
JUTSI CaMOCTOSATENbHON padoThl. CrienuanbHble MOMENIEHUs YKOMIUJIEKTOBAHbBI CIEIUaTU3UPOBAHHOMN
MeOeNbI0 M TEXHUYECKUMU CPEJICTBAMU 00YUEHHUS, CIy>KAIIUMHU 7S TIpeACTaBiIeHus yueOHoi nndop-
MaIruu O0JbIION ayAUTOPHH.

Jlex1inoHHbBIE 3aHATHUSI TPOBOAATCA B ayA. 227, OCHAIIeHHONW HaOopaMu JE€MOHCTPAIIHOHHOTO
o0opynoBaHus (PKpaH, MPOEKTOP, KOMITBIOTEP) M y4eOHO-HATISAHBIMEA TIocoOusiMu.  [IpakTudeckue
3aHATHUS MPOBOAATCS B ay. 336, OCHAIIEHHOW HEOOXOIMMBIMU Y4eOHO-HATISIAHBIME TTOocOOusiMH. Jla-
OopaTopHbIe pabOTHI TPOBOSATCA B CIIEIUATBLHO 000pyI0BaHHOM JabopaTopuu ayn. 227. [IpoBenenue
TPYIIOBBIX U UHAUBUAYAIbHBIX KOHCYJIbTAIlMN, TEKYIIETO KOHTPOJIA U MPOMEXYTOUHON aTTECTalluu
OCyIIECTBIsETCA B ay/. 227.

Jnst caMocTOSITENbHOM pabOThl UCTIONB3YETCsl CIeHabHOe moMenenne — ayzd. [118, ocHa-
IIEHHOE KOMIBIOTEPHON TEXHHKON C BO3MOXKHOCTBIO MOJKIIOUYEeHHS K ceTu "MHTepHeT" u obecneue-
HHEM JIOCTYTIa B AJICKTPOHHYIO HH(POPMAIIMOHHO-00pa30BaTEbHYIO CpEy OpTaHU3aIiH.



ITpoBejieHwE TPYINOBBIX H HHIUBHIyaTbHbIX KOHCYJIBTAUA, TEKYIIEr0 KOHTPOJIS | IPOMEIXKY-
TOYHOM aTTECTAIIMH OCYLIECTBISIETCS B ay . 227.

Jlis caMOCTOSTENbHOM paGOThl MCIONB3yeTcs crenuansHoe momemenue — ayA. 1118, ocua-
[IIEHHOE KOMITBIOTEPHO# TEXHHKOH C BO3MOXKHOCTBIO IOJKIIIOUeHHs K ceTH "HuTepuer" n obecmede-
HHEM JIOCTYTIa B 3JIEKTPOHHYIO HH(POPMAIHOHHO-00pa30BaTeNbHYIO CPe/ly OpraHH3aliy.

[ToMemieHue ISl XpaHEHUs ¥ TMPO(IIAKTHYECKOro 06CIy)KHBaHHUs y4eOHOr0 000pyI0BaHHS —
ayn.359.

OGydalomuecs: W3 YUCia JIMI ¢ OTPAHAYEHHBIME BO3MOXKHOCTSMH 30POBbsI 00€CIICYCHBI ITe-
4aTHBIMH ¥ (WJIH) eKTPOHHBIMA 00pa3oBaTeNbHBEIME pecypcamu B (opmax, afanTHPOBAHHBIX K Or-
PaHUYECHHUSIM HX 37[0POBbS.

JlonoHeHns ¥ H3MeHeHus 000peHbl Ha 3acesanuy Kadenpsl « 27» asrycra 2018 .

3apenyromuii xapenpoirt Mul I[1.B.VMiBanoB
L ZITTACH) (®.1.0.)

BHECEHHbIE M3MeHeH s yTBepkaaro: «30 » asrycra 2018 r.

E.IL. JIyKbSIH4EHKO
(®.1.0.)

Jlexan (axynbreTa



11. TOMOJIHEHW A 1 U3BMEHEHMS B PABOYEH ITPOT'PAMME

B pa6ouyro mporpammy Ha 2019 - 2020 y4eOHBIii 1ol BHOCATCS U3MEHEHHS -OOHOBIICHO M aK-
TyaJH3UPOBAHO COACPIKAHUE CICIYIOIINX Pa3/IeioB U MOApa3esioB paboueii mporpaMmabl:

7. ®OHJ OLEHOYHBIX CPEJACTB JUIA KOHTPOJISI YCIEBAEMOCTH M
MPOBEJIEHAS TMPOMEXYTOUYHOU ATTECTAIIMM OBYYAIOUIAXCH TIO
TACIATLIIAHE

Bomnpocs! 1151 npoBeaennsi arrecranu B popme 3auéra:
1.CocTaB HOpMATHBHO-METOIUYECKON 0a3bl TOKYMEHTAIMOHHOTO 00ECTICUCHUSI.
2. OcHOBHBIE TIOHATHSA JOKYMEHTUPOBAHUS YIIPaBICHUECKOH 1eATeIbHOCTH.
3. O0ume u crienuanbHble GYHKIUN OQUITHATEHBIX TOKYMEHTOB.
4.Yuudukanus v cTaHAapTHU3aLuUs yIIPaBICHUYECKUX JOKYMEHTOB.
5. Knmaccudukarus JTOKyMEeHTOB.
6. OdopmieHre peKBU3UTOB YIIPABICHUYECKUX JOKYMEHTOB.
7. BiaHku JOKYMEHTOB U TPEOOBaHUS K HUM.
8. OdopmieHre B JOKyMEHTaX 3HAKOB MPEMUHAHUS U CUMBOJIOB.
9. OdpopmieHne nosuei, HyMepauu CTPAHUI] B TOKYMEHTAX.
10.0dopmrenue naT v yuceln B JOKYMEHTaX.
11. Odopmienue TabIUIL M PUCYHKOB B JJOKYMEHTaX.
12. Odopmienue MmaTemaTHuecKux GOpMyN U €TUHUI] U3MEPEHHUS B JOKYMEHTaX.
13. KoppekTypHble 3HaKu U TIPaBUJIa UX TPUMEHEHUSI.
14.0cobeHHOCTH O(DHUIHATIBHO-EIIOBOTO CTHJIS.
15.Ynorpebnenne IponuCHBIX U CTPOYHBIX OYKB.
16.Haubonee ynotpebiasieMble COKpAILICHHS CIIOB.
17.KoppecnioHieHIus1, CBsI3aHHAS C IPOBEACHUEM ITEPUOJIUYECKUX MEPOIIPUITHH.
18. YcraB opranu3zaiuu, ero peKBU3UTH 1 OCHOBHBIE pa3/Ieiibl TEKCTA.
19. lllTatHOE pacnucaHue, €ro peKBU3UTHI U OCHOBHBIC CBEIICHMUS, COACPKAIIUECS B JAHHOM JIOKY-
MEHTE.
20. [Tonoxxenue, ero peKBU3UTHI. BUIbI OT0KEHUH.
21. Uuctpykuusa. OCHOBHOE Ha3HAUYEHUE JOJKHOCTHOM MHCTPYKIUHU, €€ PEKBU3UTHI U OCHOBHBIE pa3-
JIeJbl TEKCTa
22. YupenuTenbHbIi J0TOBOP, €r0 PEKBU3UTHI U OCHOBHBIE pa3/ieibl TEKCTA.
23. Bujipl pacniopsIuTeIIbHBIX JOKYMEHTOB, UX OCHOBHOE HAa3HAYCHHE.
24. Ilpuka3, ero peKBU3UThl U OCHOBHBIE YAaCTU TEKCTA.
25. PexBU3UTHI yKa3aHUS U 1EJIb U3JaHUs JAHHOTO JIOKYMEHTA.
26. Pacniopsixenue, ero peKBU3UThL. Bompockl, Mo KOTOPBIM U3JaeTCsl paCHOpsIKEHHUE.
27. Pemenue, ero pekBu3uThl. Opranbl ypaBjieHHUs, UMEIOIINE MTPaBO K W3IaHUIO JAHHOTO JIOKYMEH-
Ta.
28. PexBU3UTHI MOCTAHOBJICHUS U 1I€JIb U3AaHUS JAHHOTO JIOKYMEHTA.
29. Buasl uH(MOpMaIlMOHHO-CIPABOYHBIX TJOKYMEHTOB, HX OCHOBHOE Ha3HAYCHHE.
30. ITpoTokoI, €ro peKBU3UTHI U OCHOBHBIE YACTH TEKCTa. BUIBI IPOTOKOIOB.
31. JloknanHble 1 00BSICHUTENBHBIE 3aITUCKH, HX PEKBU3UTHI U OCHOBHBIC 11E€JTM HAMMMCAHUS JTaHHBIX
JIOKYMEHTOB.
32. TpeboBaHus1, MpeabIBISIEMbIE K COCTABIICHHUIO CIIPABOK. BUIBI CIIpaBOK.
33. Ocobennoctu coctaBieHus akta. OCHOBHBIE YaCTH TeKCTa. BBl aKTOB.
34. TpeboBaHus1, IPEaBIBISIEMbIE K COCTABICHUIO U O(DOPMIIEHUIO CITY)KEOHBIX TTHUCEM.
35. Pa3sHOBUIHOCTH IIMCEM.
36. Busibl JOKYMEHTOB, OTHOCSIIIIMECS K JOKYMEHTAIMH [0 JUYHOMY COCTAaBY.
37. Odbopmiienne npuema Ha padboTy.
38. TpeboBanus1, IpeabIBISIEMBIE K COEPKAHUIO U OPOPMIICHHUIO TPYJOBOTO JJOTOBOPA.



39. OdopmiieHre TPUKA30B 10 JTHYHOMY COCTaBY.

40. TpeboBanusi, MPEaBABIIEMBIE K COACPKAHUIO 1 O(DOPMIICHUIO XapaKTEPUCTHKH.
41. CocTaBHBIE 3JIEMEHTHI U PEKBU3UTHI aBTOOHOTpad .

42. CocTaB IOKyMEHTOB JIMYHOTO JIETa.

43. O6mue npaBuiia BEICHUS U BbIIAYH TPYIOBBIX KHHKEK.

44. OdopmieHre JOKYMEHTOB MpY NEPEBOe COTPYAHUKA HA JPYTYI0 pabOTy BHYTPU OpPTraHU3aIUH.
45. Tlopsnok opopmIIeHHSI JOKYMEHTOB IPH YBOJbHEHUU COTPYIHUKA.

46. Opranu3zanusi paboThl C JOKYMEHTaMH.

47. Ilopsimok 00pabOTKH MOCTYMAIONIUX U OTIIPABISIEMBIX JIOKYMEHTOB.

48. ITopsimok 0OpabOTKH OTIIPABISIEMBIX TOKYMEHTOB.

49 Ilopsiiok 00pabOTKH BHYTPEHHHX JTOKYMEHTOB.

50.Peructpanus 10KyMEHTOB.

51.0Opranu3zanusi KOHTPOJISE 32 UCIIOJIHEHUEM JIOKYMEHTOB.

52.XpaHeHue JOKYMEHTOB.

53.CocraBiieHue HOMEHKJIATYphl J€J1 OpraHU3aluu.

54.Opranu3anus paboThl C JOKyMEHTaMH, COAEPKaIMMHU KOH(DHIEHIIUAIbHbBIE CBEICHUSI.
55.Cenenus, OTHOCSIIMECS K KOMMEPUYECKOH TaliHe.

56.3ammTa TOKyMEHTOB, COAECPKAIIUX KOMMEPUYECKYIO TalHY.

57.YHAYTOKEHHUE TOKYMEHTOB.

58.IloHATHE AIEKTPOHHOTO JOKYMEHTA €T0 MPEUMYIIECTBA U HEJOCTATKHU.
59.CocraBiieHue 10KyMEHTOB.

60.ABTOMAaTH3MpPOBAHHAS MPOIIeypa padOTHI C TOKYMEHTaMHU.

61.21eKTpOHHBIE OPUCHBIE CUCTEMBI.

62.XpaHeHue JOKYMEHTOB B JIEKTPOHHOM (hopme.

PacueTrHo-rpapuueckas padora cTyaeHTOB 04HOU GopMBbI 00yYeHHs
PacuetrHo-rpaduueckas pabora Ha Temy «/|oKyMEeHTHpOBaHHE TEXHUYECKUX U OPraHU3alMOHHBIX pe-
[ICHUH B OpPraHU3allii» HMMEET IENbI0 3aKPEIUICHUS TCOPETHYECKUX 3HAHWN 10 COCTABJICHUIO U
o OopMIIEHHIO TOKYMEHTOB B AATEeIbHOCTH opranusauuu. B 3anauu PI'P Bxoaut:

1.CocraBnenue U 0popMIEHHE OCHOBHBIX BUJIOB YIIPABJIEHYECKON TOKYMEHTAIMH.
2. CocraBneHnue 1 opopmiieHHEe JOKYMEHTOB ¢ nomolisio 1K, npu ncnonap3oBaHuy makera aB-
toMmarusanuu Microsoft Office.

CTpyKTypa MOsSICHUTENIbHOM 3aMCKU pacyeTHO-Tpadudeckoi padboTsl
U €€ OPUEHTHPOBOUHBINA 00BbEM

Beenenue (1 c.)
1.CocraBnenue u opopMiIeHHE OCHOBHBIX BUJIOB yIpaBlieHUeCKol JokymeHTamu: (8 -10 c.)

1.1 Opranu3aMOHHBIX JOKYMEHTOB;

1.2 PaciopsiAMTENBHBIX TOKYMEHTOB;

1.3 lnpopmanimoHHO-CIIPaBOYHBIX JOKYMEHTOB;

1.4 JIokyMEHTOB IO TUYHOMY COCTAaBY.
2. Cocrasnenue u opopmiieHre T0KyMeHTOB ¢ nomoinbio [1K, mpu ucnonb3oBaHuyu nakera aBTOMaTH-
saruu Microsoft Office: (4 c.)

2.1 Coznanne u ohopMIICHHE TOKYMEHTA YIPABICHUYECKOU JEATEILHOCTH C IIOMOIIBIO CHCTEMBI
Microsoft Word;

2.2 Co3nanue U opopMIICHHE TUArpaMMBbI K JICTIOBOMY IMCbMY C TIOMOIIBI0 cucTeMbl Microsoft Ex-
cel;

2.3 Coznanue u oopMIICHHE MPE3CHTAIMH HOBOM MPOIYKIUH (YCIYyr) ¢ MOMOIIBIO cucTeMbl Mi-
crosoft Power Point.

3akmouenue. (1 c.)

PacuyerHo-rpadguyeckas padora Ha TeMy «/[OKyMEHTHpOBaHME TEXHUUYECKUX U OpPraHU3ALIU-

OHHBIX PELIEHUI B OpraHU3allin» BHIOJIHAETCS CTYJACHTOM UHIMBUIYaIbHO BO BHEAYAUTOPHOE Bpe-



Msl, CAaMOCTOSITEILHO MO0 MHAUBUAYATbHBIM UCXOJHBIM JaHHBIM BapHaHTa 3aJlaHUsl B COOTBETCTBUE C
pa3paboTanHbiMu MeToauueckumu ykazaHusiMu. [locine mpoBepku u A0pabOTKM yKa3aHHBIX 3aMmeua-
HUH, pabora 3ammimaercs. [Ipyu MOMOXKUTENHHON OIIEHKE BBIMIOJHEHHOW CTYJAEHTOM paboThl Ha TH-
TYJIBHOM JIUCTE CTABUTCA - "'3auTeHO". MakcumanbHOE KoaudecTBO OamioB 3a PI'P — 15 Gamnos.

JJ1st KOHTPOJISL YCIIEBAEMOCTH O0YUaIOIIUXCS U OLICHKU PE3YJIbTATOB OCBOCHUS IUCHUTLITUHBI
MpUMEeHsieTcs OaJlIbHO-PEUTUHIOBAs cCcTeMa, pa3paboTaHHasi B COOTBETCTBHHM ¢ [lonoxkeHueM o te-
KyIei arrecranuu odydarontuxcs B HUMU JICAY.

[TpomexyTouHas aTTecTalus CTyJeHTaMH OYHOM (opMbl O0yUeHUs BKJIIOYarOIIel B cedst mpo-
BeneHue mexkyuiezo (TK), npomescymounozo (I1K) v umozoeozo (UK) KOHTpONs 10 AUCUUILIAHE.

Texymmii kouTpoJb (TK) ocymiecTBisercs B TeUeHHUE CEMECTpa M MPOBOAUTCS 10 j1abopa-
TOPHBIM pa0doTaM U MPAKTHUYECKUM 3aHATUSAM, a TAKXKE [0 BUAAM CaMOCTOSTEIBHONH pabOTHI CTYACH-
toB (PI'P). ®opmamu TK saBasrOTCS: 0TUET 10 J1TaOOpaTOpHO paboTe; 3alIKuTa pacueTHO-rpadUIeCKOi
paboThI; KOHTPOJBHAS PadOTa MO MPAKTUICCKUM 32/IaHHUSIM.

B teuenue cemectpa mpoBoasarcs 2 npomexxyrounsix kontpods (I1K1, I1K2). B xoxe mpome-
xyrouHoro koHTposst (IIK) nposepsitorcs Teopernyeckue 3HaHUA. JJaHHBIH KOHTPOJIb IPOBOAUTCSA 11O
paznenaM (MOIyJsIM) AUCLUUIUIMHBL 2 pa3a B TEUEHHE CEMECTpa B YCTaHOBJIEHHOE paboueil mporpam-
Moi Bpemsi. DopMaMu KOHTPOJIS SIBJISFOTCSI KOJUJTIOKBUYM, KOHTPOJIbHBIE pa0OTHI.

HUrorosbiii kKouTpoab (MK) — 5T0 3a4€T 110 TUCIUTIIIMHE B 1IEJIOM.

Hoaubiii GOHIA OLEHOYHBIX CPEICTB, BKIYAKIINHA TeKYIIHA KOHTPOJIb YCIIeBAeMOCTH U
nepevyeHb KOHTPOJIbHO-U3MepPUTEIbHBIX MaTepuaioB (KUM) npuBeneH B npujiokeHun K pado-
Yyel mporpaMme.

8. YUEBHO-METOJAMWYECKOE ¥ WH®OPMALIMOHHOE OBECHEYEHHUE
JUCLUIINHDBI

8.10cHoBHas TUTEpPaTYypa

1. Kproxosa, H.I1. JlokymeHnTHpoBaHue ynpasiieHueckoi nesrenbHocTH [ Tekcrt]: yueb. mo-
cobue / H.IT. KprokoBa. — M.: UHOPA — M, 2013. -268 c. (12 3x3.)

2. beixona, T.A. [lenonpousBoctBo [Tekcr]: yueOnuk / T.A. brikora, JI.M. Bsosa, M.B.
Cankuna; noa pen. T.B. Ky3nenosoit — 3 —e u3n., nepepab u gomn. —-M.: UHOPA-M, 2013. -363 c.
(15 9x3.)

3.Cepena, M.B. JloKkyMEeHTHpOBaHHE YIPABICHUYECKON JEATEIBHOCTH [DJIEKTPOHHBIN
pecypce] : ydel. mocobue [y CTya. 04. ¥ 3a04. PopMbI 00ydY. HaAIpasi. MOATOT. "DKOHOMHUKA',
"Menemxment", "llen. o6pazoBanue”, "Cou. padora", "IIpod. oOyuenue", "3emueycTpoiicTBO u
kagactpel'] / M. B. Cepena, II. B. BanoB, B. A. ['ybaueB ; HoBouepk. MHX.-MeIHOp. MH-T
Honckout I'AY. - Dnexkrpon. nan. - HoBouepkacck, 2017. - XKM/I; PDF; 1,39 Mb. - Cucrewm.
tpedoBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . - 3aru. ¢ s3xpana.

4. I'punoepr, A.C. JlokyMeHTallMOHHOE oOeclieueHue ynpaieHus [ DIeKTPOHHBINA pecypc]:
yuebHuk / A.C. I'punbepr, H.H. I'opbaues, O.A. Myxameriminaa — DJeKTpoH. JaH. — MockBa :
Onutu-Jlana, 2015. - 391 ¢. — ISBN 978-5-238-01770-9. — Pexum moctyma: http://biblioclub.ru
— 3ari. ¢ ’kpana.- 23.08.2019

8.2 lonotHUTEILHASI JIUTEPATypPa

1. Ky3suenos, U.H. [enonpousBonctBo [Tekcr]: yaeOno - cmpas. nmocodbue / .H. Ky3ne-
1IOB. — 6 — e u3n., mepepad. u gom. — M.: JlamkoB u K, 2013. — 459 c. (3 2k3.)

2.Cepena, M.B. JlokymMeHTHpOBaHHE yIIpaBICHUECKON jAestenbHOCTH [Tekcr)
NOPaKTUKYM [JJIS CTYI. 04. M 3204. opM o0ydY. Hampasi. MOAroT. "DkoHoMHUKA", "MeHemKMeHT",
"ITen. oopazoBanme", "Corr. padota", "[Ipod. o6yuenue", "3emneycrpoiictBo u kagactpsl'] / M. B.


http://biblioclub.ru/

Cepena, II. B. HlBanos, B. A. I'ybaueB ; HoBouepk. umx.-menuop. uH-T JloHckoit ['AY. -
Hosouepkacck, 2017. - 70 c. (3 7k3.)
3.Cepena, M.B. JlokymMeHTHpOBaHHE YINPABICHUYECKOW JEATECILHOCTH [DJICKTPOHHBIN

pecypc] : MpaKTUKyM [ CTy[d. OYH. W 3a04H. ¢opM 0OydY. Hampami. MOArOT. "DKOHOMHKA',
"Menemxment", "Ilen. obpazosanue", "Com. pabdora", "lIpod. obyduenue", "3eMiaeycTpoHCTBO U
kagactpel'] / M. B. Cepena, I1. B. UBanos, B. A. I'y6aueB ; HoBouepk. MHX.-METHOpP. HH-T
Honckoit I'AY. - Dnekrpon. nan. - HoBouepkacck, 2017. - XKM/I; PDF; 1,11 Mb. - Cucrem.
tpeboBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . - 3aru. ¢ ’3xpana.

4.JIOKyMEHTUPOBAHHE YIPABICHYECKON AeATeNbHOCTH [ TeKCT] : MeTo/. yKas. 1o BbII. J1ad.
paboT [ms cTyn. o4. u 3a04. ¢popM 00yd. Hampasi. moAroT. "DkoHomuka", "Menemxment", "[len.
obpazosanue", "Coi. padora", "IIpod. oOyuenue", "3emueycrpoiictBo u kamactpsl'] / HoBouepk.
urxk.-memmop. uH-T JATAY, xad. menemxkmenta u uadopmatuku ; coct. M.B. Cepena, E.A. Jleena,
B.A. I'y6aues . - HoBouepxkacck, 2017. - 73 c. (3 9k3.)

5. JIOKyMEHTHpOBaHUE YNPABICHUECKON IESATENbHOCTH [DJIEKTPOHHBIN pecypc] : METO..
yKa3. MO BHIM. J1a0. paboT [y CTyA. o4. U 3a04. popM 00ydY. HAmpaBlil. MOATOT. "DKOHOMHUKA",
"Menemxment", "Ilen. obpazosanue", "Coi. padota", "lIpod. obyuenue", "3eMiaeycTpoiCcTBO U
kamactpel"] / HoBouepk. mHxk.-menuop. uH-T JA['AY, kad. MeHeKMeHTa M1 HHPOPMATHKH ; COCT.
M.B. Cepena, E.A. [leeBa, B.A. I'ybaues . - DnekrpoH. nas. - HoBouepkacck, 2017. - X)KM/I; PDF;
1,4 MB. - Cucrem. TpeboBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . - 3ari. ¢ skpaHa.

6. JlokymeHTHpOBaHUE yIpaBlieHYeCKOW aearenbHocTH [Tekct] : MeTon. yKa3. MO BBIIL
pacu.-tpad. paboThl [ cTya. od4. W 3a04. GopMm oOyd. HaAmpapi. MOArOT. "DKOHOMHKA',
"Menemkxment", "Ilen. obpazosanue", "Com. pabdora", "IIpod. obyduenue", "3eMiIeycTpOHCTBO U
kangacTtpel"] / HoBouepk. unx.-menuop. un-T AIAY, kad. MeHekMeHTa U HHGOOPMATUKH ; COCT.:
M.B. Cepena, E.A. JleeBa, 11.B. Tkauenko. - HoBouepxkacck, 2017. - 55 c. (3 9k3.)

7.JIoKyMEHTUPOBAHUE YIPABIECHYECKON MAESITEIIBHOCTU [DJIEKTPOHHBIM pecypc]| : METO/I.
yKa3. MO BBHIN. pacy.-Tpad. paboThl [ CTyd. o4. WM 3a04. (opm oOyd. Hampari. MOJITOT.
"Oxonomuka", "Menemxment", "llen. o6paszoBanme", "Com. pabora", "Ilpod. oOyuenue",
"3emieyctpoiicTBo U kagactpsl"] / HoBouepk. unx.-menuop. uH-T AI'AY, xad. MeHemKMeHTa U
uHpopmaruku ; coct.. M.B. Cepena, E.A. Jleea, U.B. TkaueHko. - ONeKTpoH. naH. -
Hosouepkacck, 2017. - XKM/I; PDF; 842 Kb. - Cuctem. tpeboBanus : IBM PC ; Windows 7 ;
Adobe Acrobat X Pro . - 3arn. ¢ skpaHa.

8. SuxoBuu, L.A. Jlemonmpou3BOACTBO B KaJpOBOW cCiyxk0Oe [DIEKTpOHHBIH pecypc] :
yueOHuk/I11.A. SlakoBrY. — DnexTpoH. naH. — Mocksa : FOuuTn-/ana, 2015. — 161 c. — ISBN
5-238-01076-1.— Pexxum nmocryna: http://biblioclub.ru — 3ari. ¢ sxpana.- 21.08.2019

9. Ky3nemnos, 1.H. JlenoBoe nmucbMo [DNeKTpOHHBIN pecypc] : yueOHO- CIpaBOYHOE TOCO-

oue / I.H. Ky3nenosB. — 5-e uzn. — DnektpoH. naH. — Mocksa : Jlamkos u K, 2015.- ISBN 978-
5-394-02213-5. - Pesxxum moctymna: http://biblioclub.ru — 3arm. ¢ skpana.- 21.08.2019



http://biblioclub.ru/
http://biblioclub.ru/

8.3 CoBpemennble npogeccnoHanbHble 02361 1 HHPOPMALMOHHBIE CIIPABOYHbIE CHCTEMbI

HaumeHoBaHue pecypca

Pe:xxum nocryna

odurmansueni cait HUMU ¢ nocry-
IIOM B DJICKTPOHHYIO OMOIHOTEKY

WWW.hgma.su

Poccuiickas rocynapcTseHHas 6uo-
nuoTeka (hoH IEKTPOHHBIX JOKY-
MEHTOB)

https://www.rsl.ru/

Nudopmanmonnas cucrema «EnuHoe
OKHO JI0CTyna K 0Opa3oBaTelbHBIM
pecypcam» Pasznmen OOpaszoBanue B

00J1aCTH 3KOHOMHMKH H YIIpaBJICHUA,

06Da3OBaHI/Ie B 00J1acTH 3CMJICACINA

http://window.edu.ru/
http://window.edu.ru/catalog/resources?p rubr=2.2.75.21.6

[Topran yaeOHUKOB U TUCCEpTalIUi

https://scicenter.online/

YHuBepcuTeTcKas HHpOpMamoHHas
cucrema Poccus (YUC Poccus)

https://uisrussia.msu.ru/

OnexTpoHHas 6ubimoreka "HayyHOe
Hacnenue Poccun"

http://e-heritage.ru/index.html

OneKkTpoHHas OubimoTeKka yueOHUKOB

http://studentam.net/

CnpaBounas cuctema «KoHCyabTaHT
TLUTIOC)»

Cornamenne OVS s pemennii ES #V2162234

CnpaBounas cuctema «e-library»

JIneH3noHHbII JIOTOBOP SCIENCEINDEXNeSIO-
13947/34486/2016 ot 03.03.2016 T

Ilepeuyens norosopos IBC o6pa3oBaTe/bHOii opranuzanun Ha 2019-2020 yu. roj

HaumeHoBaHHe JOKYMEHTA ¢ YKa3aHHEM PEKBHU3UTOB Cpox nefictus
JOKYMEHTAa
Jorosop Ne 354 Ha okazaHue yCiIyr IO IPEJOCTaBIEHUIO JOCTYIA K JJIEK- ¢ 14.06.2019 r. no
tpoHHBIM 3AaHUsIM OT 05.03.2019 r. ¢ OO0 «IbC Jlanby 13.06.2020 1.
Horosop Ne 001-01/19 06 okazanuu uHGOPMALIMOHHBIX YCIYT OT ¢ 14.01.2019 r. mo
14.01.2019 r. ¢ OO0 «HexcMenua» 19.01.2020 r.
JononaurensHoe cornamenue Ne 1 k torosopy Ne 5 ot 08.02.2019 1. Ha 20022019 . o
OKa3aHWe YCIYT M0 MPEAOCTABICHUIO JOCTYIIA K AJIEKTPOHHBIM MU3IaHUSIM C 20" 02' 2020 r'.
000 «9BbC Jlanb» :
Horosop Ne p08/11 Ha okazaHue yCIyT MO MPEIOCTABICHUIO TOCTYIIA K ¢ 30.11.2017 r. mo
anekTpoHHbIM n3anusm ot 30.11.2017 r. ¢ OO0 «M3parensctBo Jlanb» 31.12.2025 r.
HoroBop Ne 5 Ha okazaHue yCIyT M0 MPEIOCTABIECHUIO TOCTYIA K DJIeK- ¢20.02.2019 r. mo
TpoHHBIM M3AaHusAM 0T 08.02.2019 r. ¢ OO0 «9bC Jlanb» 20.02.2020 1.
¢ 27.04.2018r. no
Jorosop Ne 48-11 Ha nepeady IpOU3BEIEHUS HAYKH U HEUCKIIIOUUTEIb-
HBIX TIpaB Ha ero ucrnoiab3oBanuu ot 27.04.2018 r. ¢ ®DT'BHY «PocHU- OROMHAHI HEHCIUTIO=
TIM>» YUTENBHBIX TIPAB Ha
IIPOU3BENCHUE

8.4 MeToanueckne yKazaHus il 00y4AOMIMXCS M0 OCBOECHHIO TN CHHUILIMHBI

1.ITonoxenwue o HpOMC)KyTO‘-IHOﬁ aTTeCTaluun 06yqaroumxc51 o nporpaMmmam BBICHICTO 06pa—

30BaHUs [DIEKTpOHHBIN pecypc] (BBemeHO B nelicTBue npuka3zom aupekropa HUMU Jlonckoit [AY
Ne3-OJ1 ot 18.01.2017 r.) /HoBouepk. unx.-Menuop. uH-T JJoHckoit ['AY.-Dnektpon. naH.- HoBouep-
Kacck, 2018.- Pexxum mocryma: http://www.ngma.su

2. Tunoselie (bOpMLI TUTYJIBHBIX JINCTOB TEKCTOBOH JOKYMCHTAIUH, BBIIIOJIHAEMOM CTYACHTaMH

B yueOHOM Mporiecce [ DneKkTpoHHbIH pecypc]/ HoBodepk. umx.-memuop. uH-T JAUAY. — DnexTpoH. naH.

— HoBouepkacck, 2015. — Pexxum mocryna: http://www. ngma.su.
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http://window.edu.ru/catalog/resources?p_rubr=2.2.75.21.6
https://scicenter.online/
https://uisrussia.msu.ru/
http://e-heritage.ru/index.html
http://studentam.net/
http://www.ngma.su/

3. Tlonoxenue o Tekyuiei arrecrauuu odOyuatonmxcsi B HUMU JAT'AY [DnekTpoHHBINA pe-
cypc] (BBemeHo B aeiicTBue mpukazoM aupekTopa Nell9 ot 14 wuromst 2015 r.) / HoBouepk. wHX.-

Menuop. uH-T [oHckoit T'AY.-DnektpoH.
http://www.ngma.su

JaH.-

HoBouepkacck,

2015.- Pexum pgocryna:

[Tpuctynas K M3y4eHMIO TUCLMIUIMHBI HEOOXOJUMO B MEPBYIO OYEpElb O3HAKOMUTBCS C CO-
nepxanuem PITI. IIpu caMOCTOATENEHOM M3Y4EHHH TEMBI CEIaTh KOHCIEKT, UCIOIb3Ysl PEKOMEH0-
BanHble B PIIJ[ nuTepaTypHble HCTOYHUKH U pecypchl HH(POPMAIIMOHHO-TEJIEKOMMYHUKAIMOHHOM Ce-

™ «IHTepHET».

8.5 IlepeyeHb MHGOPMANMOHHBIX TEXHOJOTHH W NMPOrpaMMHOrO obecmedeHHsl, UCIOJIb3yeMbIX

NIPH OCYLIECTBJIEHNH 00Pa30BaTEILHOIO Npolecca

IlepeyeHb JMLIEH3MOHHOTO POTPAMMHOI0
o0ecreueHus

PexBU3NTHI NOATBEPKIAIOIIETO
JOKYMEHTAa

IIporpammMHas cuctema Juisi OOHApYXEHHUsSI TEKCTOBBIX
3aMMCTBOBaHUIl B y4eOHBIX M Hay4YHbIX paboTax «AH-
turaruat. BY3» (untepHer-sepcus);

Monynb «IIporpaMMHBIN KOMIUIEKC IIOMCKA TEKCTOBBIX
3aMMCTBOBAaHUN B OTKPBITBIX MCTOYHUKAX CETH MHTEP-
HEeT»

Jluiensnonnslidi  goroBop Ne 662 ot
22.01.2019 r. 3A0 «Awntu-Ilnaruar» (c
22.01.2019 r. mo 22.01.2020 r.).

Microsoft. Desktop Education ALNG LicSAPk OLVS
E 1Y AcademicEdition Enterprise (MS Windows
XP,7,8, 8.1, 10; MS Office professional; MS Windows
Server)

Cy06111eH3MOHHBIH JIOTOBOP Ne
Tr000302420 ot 21.11.2018 r. AO «Codt-
Jlaitn  Tpeiin» (¢ 21.11.2018 r. 1o
31.12.2019.)

Cy06yn11eH3nOHHBII JIOTOBOP Ne
Tr000302417 ot 21.11.2018 r. AO «Codt-
Jlaitn  Tpeiin» (¢ 21.11.2018 r. 1o

31.12.20191.)

Dr.Web®Desktop Security Suite Autusupyc + 1Y

I'ocynapcTBeHHbIN (MyHULMNANBHBIN) KOH-
TtpakT Ne PI’A05210005 ot 21.05.2019 1. Ha
nepeaayy HEMCKIIOYMTEIbHBIX IpaB Ha HUcC-
nosib3oBaHue nporpamm ans OBM OO0
«Kommanusa I'OHIAAJIb®» (c 21.05.2019 r.

1o 21.05.2020 r.)

9. OMUCAHUE MATEPHUAJIbHO-TEXHUYECKOM BA3bl, HEOEXOJIUMOM JJIs
OCYHIECTBJIEHUSA OBPA3OBATEJIBHOT'O ITPOLHECCA IO JAUCIUIIJIMHE

VYyebHas ayauTopusi Il TPOBEACHUS 3aHATUN
JEKIHUOHHOTO THMa, aya. 227 (Ha 50 mocagouHbIX
MecT) mo anpecy: 346428, PocroBckas 06nacTh,
r. HoBouepkacck, yi. ITymkunckas, 111.

CrienanbHOE TIOMETIIEHHE YKOMIUIEKTOBAHO CIIe-
[UATU3UPOBAHHON MEOENbI0 U TEXHUYECKUMHU
cpeacTBaMu OOy4YeHUS, CITYKAIIMMHU JIJIs TIpe/I-
cTaBJieHUs WH(OpMaLuu OOJIBIION ayAUTOPHH:

WNuTepaktuHas Bugeocucrema EIKI LC-
XCP2000 — 1 mrr.;

KommnbroTep C BbIX0/10M B ceThb «MHTEpHET» U
JOCTYIIOM B 3JIEKTPOHHYIO HH(POPMALIMOHHO-
obpazoBarenbhyto cpeny HUMU Jlonckoi
I'AY: Imango — 17 mir., Flex — 1 mt.;
MonuTop 17" KK VS — 17 mt., 24" KK
Beng — 1 mt.;

OKpaH HacTeHHbIH — 1 mT.;



http://www.ngma.su/

—  VYuyeOHo-HarIsAAHBIE HOCOOMS — 15 miT.;
— Jlocka — 1 mT.;

— Pa0oune MecTa CTYJICHTOB;

Pabouee MecTo npemnoiaBarTes.

VYyeOHas ayautopus Ui IpoBeAeHUs JabopaTop-
HbIX pabdot Ha IIK, ayn. 227 (ma 50 mocagouHbIX
MecT) mo anpecy: 346428, PocroBckas o0iacts,
r. HoBouepkacck, yi. [Tymkunckas, 111.

CriennanbHOE IOMELIEHUE YKOMIUIEKTOBAHO CIIe-
UATU3UPOBAHHON MEOEIbI0 U TEXHUYECKUMU
CpeACTBaMu O0YYEHHUS, CIYKAIUMH [T TTPeI-
cTaBJieHUs UH(opManuu OOJIBIION ayAUTOPUH:

— MHWurepaktuBnas Buneocuctema EIKI LC-
XCP2000 — 1 mrt.;

— Kowmmnbrorep € BbIXoa0M B ceTb «HTepHeT» U
JOCTYIIOM B 3JIEKTPOHHYIO HH(POPMALIMOHHO-
obpazoBarenbhyto cpeay HUMU Jlonckoi
I'AY: Imango — 17 mur., Flex — 1 mit.;

— MonwuTop 17" KK VS —17 mr., 24" )KK
Benq — 1 mt.;

— DOkpaH HacTeHHbI — 1 mrT.;

—  YyeOHo-HarmsgaHble Tocodus — 15 mt.;

—  Hocka — 1 mwit.;

— Paboune mecTta CTYAEHTOB;

Pabouee mecTo npenoiaBarens.

Y4yeOHast ayquTOpHUs IS TPOBEACHUS MPAKTHYIC-
CKUX 3aHATHi, aya. 336 (Ha 20 mocajouHbIX MeCT)
mo anpecy: 346428, PoctoBckas o00iacts,
r. HoBouepkacck, yn. [Tymkunckas, 111.

CrenanbHOE TIOMEIIEHHE YKOMIUIEKTOBAHO CIIe-
[UAJIM3UPOBAHHON MEOEIIbIO U TEXHUYECKUMHU
CpeICTBaMU OOyUCHUS, CITY>KAITUMHE IS TIPE/T-
CTaBJIeHUs HH(pOpMAIMK OONBIION ayAUTOPUU:

— Kommsrorep C BbIxogom B ceTb «HTEpHET» 1
JOCTYIIOM B 3JIEKTPOHHYIO HH(POPMALIMOHHO-
oOpazoBarenbuyto cpeny HUMU Jlonckoit
'AY: Pentium-2 — 1 mrt.;

—  Monurop 15» COMPAG 7500— 1 mT.;

— TIIpoexrop NEC (nepenocHnoif) — 1 mr. ¢ 3k-
paHom — 1 mT.;

—  YyeOHO-HArIIAHBIE TOCOOUS — 7 IIT.;

— Hocka— 1 mr.;

— Paboune mecTta CTy€HTOB;

Pabouee MecTo npemnoaBares.

VYyebHas ayaquTopus sl MPOBEJACHUS TPYIIIOBBIX
Y UHIMBUAYAJIbHBIX KOHCYJIbTalUuu, ayn. 336 (Ha
20 mocanouHbBIX MecT) o azapecy: 346428, Poc-
TOBCKas 00J1aCTh, r. HoBouepkacck,
yn. [lymkunckas, 111.

VYyebHas ayauTopus i TMPOBEACHHS TEKYIIETro
KOHTpOJISI U TMPOMEXYTOUHOW aTTeCTallid, ay/l.
336 (nma 20 mocaJoyHBIX MeECT) IO ajpecy:
346428, PocrtoBckas obnacth, T. HoBouepkacck,
yi. [lymknackas, 111.

CriennanbHOE IOMEUIEHUE YKOMIUIEKTOBAHO CIie-
[IUATM3UPOBAHHON MEOEIbI0 U TEXHUUECKUMHU
cpeacTBaMu O0y4YeHUS, CITYKAIIMMHU JIJIs TIpe/I-
CTaBJIeHUs HH(OpMAIMK OONBIION ayAUTOPUU:

— Kowmmnsrorep C BbIxogom B cetb «MHTEpHET» 1
JIOCTYIIOM B 3JIEKTPOHHYIO HH()OPMALIMOHHO-
obpazoBatenbHyto cpeny HUMMU Jlonckoit
I'AY: Pentium-2 — 1 mr.;

—  Monurop 15» COMPAG 7500— 1 mt.;

— TIIpoexrop NEC (nepenochoii) — 1 mr. ¢ sk-
pasom — 1 mmt.;

—  YyeOHO-HArIsIAHbIE TOCOOUS — 7 IIT.;

— Hocka— 1 mr.;

— Paboune mecTta CTyA€HTOB;

Pabouee MecTo npernogaBaTes.




[Tomemenue sl CcaMOCTOSITENBHOM  PaOOTHI,
ayn. [118 (ma 12 mocafoyHbBIX MECT) IO ajapecy:
346428, PocroBckas obOmacth, T. HoBouepkacck,
yi. [Tymkunckas, 111

[TomenieHue YKOMIUIEKTOBAHO CHELIMATU3UPO-
BaHHOU MeOENbIO ¥ OCHAIIIEHO KOMITBIOTEPHOM
TEXHHUKOW C BO3MOKHOCTBIO MOJKIIOYEHHSI K CETH
«lHTEepHET» B 00ECIIeUeHUEM IOCTYIIA B DJIEK-
TPOHHYIO HH(POPMAIIMOHHO-00pa30BaTEIbHYIO
cpeny HUMMU Jlonckoit 'AVY:

— Cepsep IMANGO — 1 mt.;

— Tepmunansnas ctanuus L110 — 12 mr.;

—  MonwuTop 22" XK Aser — 12 mr.;

— IImorrep — 2 mt.;

— Cxanep — 1 mr.;

— IlIpunrep — 1 mir.;

— PaGoune mMecTa CTyJEHTOB;

— Pabouee MecTo npenogaBaressl.

[Tomemenue i XpaHeHHsI U MPOYUITAKTHIECKO-
ro OOCITy)XUBaHHS ydeOHOTO 00OpYyIOBaHMSI,
ayn. 359 mo anpecy: 346428, PocroBckas 00-
nacte, T. HoBouepkacck, yi. [lymxkunckas, 111

[ToMerieHne yKOMILIEKTOBAHO CIIEIIHATU3UPO-

BaHHOM MeOeJIbl0 U OCHAILIEHO KOMIIbIOTEPHOI

TEXHUKOH ¢ BO3MOXXHOCTBIO MOJKIIOYECHHUS K CETH

«MHTEpHET» U 00ecrieueHeM JOCTyIa B JIEK-

TPOHHYIO HH(POPMALMOHHO-00Pa30BaTEIbHYIO

cpeny uacrutyra HUMU Jlonckoit 'AY:

- Kowmmetorep — 3 mT.;

-  MonuTop — 3 mrT.;

- Cron-5mrt,;

—  YcTaHOBOYHBIE AUCKU C IPOTPAMMHBIM
00eCIICUCHUEM;

- Pa0ouue MecTa COTpYJHUKOB.

JIOMOTHEHKS ¥ H3MEHEHHS PACCMOTPEHE
3agenyrouuii kadenpoit

BHECCHHbIC H3MEHeHus YTBepkIal0/427» asrycra 2019r.

cenianum Kadenpel «26» arycra 2019r.
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B pa6ouyro nporpamMmmy Ha BeceHHHUit cemecTp 2019 - 2020 y4yeGHOro roga BHOCATCS
MU3MEeHEHHS  JIOTIOJHEHO COJIepKaHKe CIIEAYIOIINX pa3IesioB U MOpa3iesioB pabouell MporpaMmBbl:

8.3 CoBpemenHbIe nMpogeccuoHaIbHbIE 02361 H HH(pOPMaLHOHHBIE CIPaBOYHbIe cicTeMbl [lepedyeHs 10roBopoB
IBC o0pa3oBaTenbHOiil opranusanuu Ha 2019-20 yu. rox

Y4eOHblii rog HaumeHoBaHHe T0KyMeHTa ¢ YKa3aHUEM PEKBH3UTOB Cpox He":;';g: Aroky=
Horosop Ne 11/2020 Ha oka3aHue yCIIyT 1O MPEAOCTABICHHIO 10C-
2019/2020  [TYU& K JIEKTPOHHBIM IK3EMILIAPaM IIPOU3BEICHUI HAYYHOTO, ¢20.02.2020 r.
y4eOHOTO XapaKkTepa, cocTaBisromum 6a3y aanHeix DbC «JIAHby mo 20.02.2021 .
ot 11.02.2020 . ¢ OO0 «35C JIAHb»
2019/2020 Horosop Ne COB Ne HB-171 Ha oka3anue ycuyr ot 18.12.2019 1. ¢ 18.12.2019 r. mo
¢ OO0 «9BC JTAHb» 31.12.2022 .
2019/2020 JHorosop Ne 501-01/20 06 oka3anuu HHGOPMAMOHHBIX YCIYT OT ¢20.01.2020 r. mo
22.01.2020 . ¢ OO0 «HexcMenmax» 19.01.2026 1.
Jorosop Ne 11 oka3zaHHs yCIyT OOHOCTOPOHHETO JTOCTYTIA K Pecyp- ¢29.10.2019 .
2019/2020  |aM Hay9YHO-TeXHHYIECKO# Onbmmorexu ot 29.10.2019 1. 1o 28.10.2020 . ¢
OTI'AOY BO «PI'Y medtn u raza (HUY) umenn .M. ['yOxuna» TOCTIEAYIOIIEeH TIPOJIOHTa-
e
2019/2020 JoroBop Ne 10 Ha oka3aHHe YCIYT MO MPEAOCTABICHUIO IOCTYIIA ¢ 28.10.2019 r. mo
K 3NeKTpOHHBIM H31aHIsIM 0T 28.10.2019 1. ¢ OO0 «3bC Jlanb» 28.10.2020 1.

8.5 IlepeueHr MHPOPMAILIMOHHBIX TEXHOJIOTUN U TPOTPAMMHOTO 00€CTICYEHUSI, UCTIOb-

3yeMBbIX [PU OCYLIECTBICHUN 00pa30BaTEIbLHOrO MpoIecca

IlepeyeHb JHIEH3HOHHOI0 POrPAMMHOI0 PeKkBH3UTHI MOATBEPKIAOIIEr0 JOKYMEHTA
odecreyeHus

¢ 01.09.2019 r. mo 31.08.2020 r.

[IporpammHuas cucrema ajist 0OHapyKEHHs TEKCTOBBIX 3a- | JIuneH3nonusiid gorosop Ne 1446 ot 03.02.2020 r. AO
MMCTBOBAHHH B y4eOHBIX W HAYYHBIX paboTax «ArTtummaraat» (¢ 03.02.2020 r. mo 03.02.2021 1.).
«Axtumnaruat. BY3» Bepcun 3.3»;

IMporpammuoe obecnieuenue «MoyIb ITOUCKa
TEKCTOBBIX 3aMMCTBOBaHNI «O0beAMHEHHAs KO-

JICKITUSDY
Microsoft. Desktop Education ALNG LicSAPK OLVS E | CyGnuuensuonssiii gorosop Ne Tr000418096/44 ot
1Y AcademicEdition Enterprise 20.12.2019 r. AO «CodrJlaitn Tpeiia» (¢ 20.12.2019 r.

mo 20.12.2020 r.)

Cy6nunensuonnsiit qoropop Ne Tr000418096/45

o1 20.12.2019 1. AO «CodrJlaita Tpetia» (¢ 20.12.2019 r.
mo 20.12.2020 r.)

JIOTIONHEH!S ¥ M3MEHEHHUs 0100PEHBI Ha 3aCC/laHuH xapenpsr «20» despans 2020 r.

Basemyrommii kadpenpoit Mul it ‘/’/ )7 S I1.B. UBanoB
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¢ 4 / -
Jlexan (paxyiasrera 3D ’/@‘(/Z/,Wa 727 0L / E.IT. JIyKpsiHUEHKO

(noamnuce)

BHECEHHBIE U M3MeHeHus yTepinaio  «04» Map42020 L.




11. TOMOJIHEHUS 1 UBMEHEHUS B PABOYEH ITPOT'PAMME

B pa6ouyro mporpammy Ha 2020 - 2021 y4eOHBbIii 1o BHOCATCS U3MEHEHHS -OOHOBIICHO M aK-
TyaJM3UPOBAHO COACPIKaHUE CICIYIOIINX Pa3/IeioB U MOAPa3esioB paboueii mporpaMmbl:

7. ®OHJ OLEHOYHBIX CPEJACTB JUIA KOHTPOJISI YCIEBAEMOCTH M
MPOBEJIEHAS TMPOMEXYTOUYHOU ATTECTAIIMM OBYYAIOUIAXCH TIO
TACIATLIIAHE

Bomnpocs! 1151 npoBenennsi arrecranuu B popme 3auéra:
1. Opranuzanust paboThl C JOKYMEHTaMHU.
2. OcHOBHBIE TIOHATHS JOKYMEHTUPOBAHUS yIIPaBICHUECKOH 1eATeIbHOCTH.
3. O0ume u crienuanbHble GYHKIUN OQUITHATEHBIX TOKYMEHTOB.
4.Yuudukanus v cTaHAapTH3aLUs YIIPABICHYECKUX TOKYMEHTOB.
5. Knmaccudukarus JTOKyMEeHTOB.
6. OdopmieHre peKBU3UTOB YIIPABICHUYECKUX JOKYMEHTOB.
7. bnaHku JOKYMEHTOB U TpeOOBaHUS K HUM.
8. OdopmieHre B JOKyMEHTaX 3HAKOB MPEMUHAHUS U CUMBOJIOB.
9. OdpopmieHne nosuei, HyMepauu CTPAHUI] B TOKYMEHTAX.
10.0dopmienue qaT u yucen B JOKyMEHTaX.
11. Odopmienue TabIUIL M PUCYHKOB B JJOKYMEHTaX.
12. Odopmnenne MmaTemMaTHUeCKUX (HOPMYIl M €IUHUI] U3MEPEHUSI B TOKYMEHTaX.
13. KoppekTypHble 3HaKu U TIPaBUJIa UX TPUMEHEHUSI.
14.0cobeHHOCTH O(DHUIHATIBHO-EIIOBOTO CTHJIS.
15.Ynorpebnenne NponucHBIX U CTPOYHBIX OYKB.
16.Haubonee ynotpebiasieMble COKpAILICHHS CIIOB.
17.KoppecnoH1eH1IHsI, CBSI3aHHASL C IPOBEIECHUEM ITEPUOHUECKUX MEPOTIPHUITHIA.
18. YcraB opranu3zaiuu, ero peKBU3UTH 1 OCHOBHBIE pa3/Ieiibl TEKCTA.
19. lITatHOE pacniucaHue, €ro peKBU3UThI U OCHOBHBIE CBEJEHUS, COAECpKAILMECS B JAHHOM JIOKY-
MEHTE.
20. [Tonoxxenue, ero peKBU3UTHI. BUIbI OT0KEHUH.
21. Uuctpykuusa. OCHOBHOE Ha3HAUYE€HUE JOJKHOCTHOM MHCTPYKLUHU, €€ PEKBU3UTHI U OCHOBHBIE pa3-
JIeJIbl TEKCTa
22. YupenuTenbHbIi J0TOBOP, €r0 PEKBU3UTHI U OCHOBHBIE pa3/ieibl TEKCTA.
23. Buapl pacniopsauTenbHbIX JOKYMEHTOB, UX OCHOBHOE Ha3HAUCHHE.
24. Ilpuka3s, ero peKBU3UThHl U OCHOBHBIE YACTH TEKCTA.
25. PexBU3UTHI yKa3aHUS U 1EJIb U3JaHUs JAHHOTO JIOKYMEHTA.
26. Pacniopsixenue, ero peKBU3UThL. Bompockl, Mo KOTOPBIM U3JaeTCsl paCHOpsIKEHHUE.
27. Pemenue, ero pekBu3uThl. Opranbl ynpaBieHHUs, UMEIOIINE MTPaBO K U3IaHUIO JTAHHOTO JIOKYMEH-
Ta.
28. PeKBU3UTHI MOCTAHOBJICHUS U 1€JIh U3JJaHUsI JAHHOTO JJOKYMEHTA.
29. Buasl uH(MOpMaIlMOHHO-CIPABOYHBIX TJOKYMEHTOB, HX OCHOBHOE Ha3HAYCHHE.
30. IIpoToKOI, €ro peKBU3UTHI U OCHOBHBIE YAaCTH T€KCTA. BUbI MPOTOKOJIOB.
31. JloknanHbie 1 00BSICHUTENbHBIE 3aIMCKU, UX PEKBU3UTHI U OCHOBHBIC 11EJTM HAMMMCAHUS JTaHHBIX
JIOKYMEHTOB.
32. TpeboBaHus1, MpeabIBISIEMbIE K COCTABIICHHUIO CIIPABOK. BUIBI CIIpaBOK.
33. Ocobennoctu coctaBiaeHus akta. OCHOBHBIE YacTH TEKCTA. BUIBI aKTOB.
34. TpeboBaHus1, IPEaBIBISIEMbIE K COCTABICHUIO U O(DOPMIIEHUIO CITY)KEOHBIX TTHUCEM.
35. Pa3sHOBUIHOCTH IIMCEM.
36. Bubl JOKYMEHTOB, OTHOCSIIIIHECS K IOKYMEHTAIUU TI0 TUYHOMY COCTaBY.
37. Odbopmiienne npuema Ha padboTy.
38. TpeboBaHus1, IpeabIBISIEMBIE K COEPKAHUIO U OPOPMIICHHUIO TPYAOBOTO JOTOBOPA.



39. OdopmiieHre TPUKA30B 10 JTHYHOMY COCTaBY.

40. TpeboBanusi, MpeaBABIIEMBIE K COACPKAHUIO M OPOPMIICHUIO XapaKTEPUCTHKHU.
41. CocTaBHBIE 3JIEMEHTHI U PEKBU3UTHI aBTOOHOTpad .

42. CocTaB IOKyMEHTOB JIMYHOTO JIETa.

43. O6mue npaBuiia BEICHUS U BbIIAYX TPYIOBBIX KHUKEK.

44. OdopmieHre JOKYMEHTOB MpY NEPEBOe COTPYAHUKA HA JPYTYI0 pabOTy BHYTPU OpPTraHU3aIUH.
45. Tlopsnok opopmIIeHHSI JOKYMEHTOB IPH YBOJbHEHUU COTPYIHUKA.

46. CocTaB HOPMATUBHO-METOUUECKON 0a3bl JOKYMEHTAI[MOHHOTO 00ECIIeUeHUSI.
47. Tlopsimok 00pabOTKH MOCTYNAIOUINX U OTIIPABISIEMBIX TOKYMEHTOB.

48. ITopsimok 0OpabOTKH OTIIPABISIEMBIX TOKYMEHTOB.

49 Ilopsiok 00pabOTKU BHYTPEHHHX JTOKYMEHTOB.

50.Peructpanus 10KyMEHTOB.

51.0Opranu3zanusi KOHTPOJISE 32 UCIIOJIHEHUEM JIOKYMEHTOB.

52.XpaHeHue JOKYMEHTOB.

53.CocraBiieHue HOMEHKJIATYphl J€J1 OpraHU3aluu.

54.0Opranu3anus paboThl C JOKyMEHTaMH, COAEPKaIMMU KOH(DHIEHIIUAIbHbBIE CBEICHUSI.
55.Cenenus, OTHOCSIIMECS K KOMMEPUYECKOH TaliHe.

56.3ammTa TOKyMEHTOB, COAECPKAIIUX KOMMEPUYECKYIO TalHY.

57.YHAYTOKEHHUE TOKYMEHTOB.

58.IloHATHE AIIEKTPOHHOTO JOKYMEHTA €r0 MPEUMYIIeCTBa U HEJAOCTATKHU.
59.CocraBiieHue 10KyMEHTOB.

60.ABTOMAaTH3MpPOBAaHHAS MPOIleypa pabOTHI C TOKYMEHTAMHU.

61.21eKTpOHHBIE OPUCHBIE CUCTEMBI.

62.XpaHeHue JOKYMEHTOB B JIEKTPOHHOM (hopme.

PacueTrHo-rpapuueckas padora cTyaeHTOB 04HOU GopMBbI 00yYeHHs
PacuetHo-Tpaduueckas pabora Ha TeMy «J{OKyMEHTUpOBaHHE TEXHUUYECKUX M OPraHU3ALMOHHBIX pe-
LIIEHUM B OpraHM3allii» UMEeT IEJIbI0 3aKpEIUICHHS TEOPETUYECKUX 3HAHWM 10 COCTaBIEHUIO U
o(opMIIeHHIO JOKYMEHTOB B JIEITEIbHOCTH opranuzanuu. B 3agaun PI'P Bxoaur:

1.CocraBnenue 1 0popMIEHHE OCHOBHBIX BUJIOB YIPAaBJIE€HYECKONW JOKYMEHTAIUH.

2. CocraBnenue 1 opopmiieHre JOKyMeHTOB ¢ nomorkko I1K, npu nucnons3zoBanuu nakera aB-
toMmarusanuu Microsoft Office.

PacueTHo-Tpaduueckas paboTa BBINOJIHAETCS CTYJEHTOM MHIMBUAYaJbHO BO BHEAYAMTOPHOE
BpEMSI, CAMOCTOSITENILHO M0 MHAWBHUIYaJIbHBIM UCXOAHBIM JaHHBIM BapuaHTa 3a/laHusl B COOTBETCTBUE
¢ pazpaboTaHHBIMU MeToandeckuMu ykazaHusMU. [locie npoBepku U 10pabOTKU yKa3aHHBIX 3aMeya-
HUM, pabora 3amumaercs. [Ipu MoJ0XKUTENTbHON OIIEHKE BBITOJHEHHOM CTYACHTOM pabOThl HA TH-
TYJBHOM JIUCTE CTaBUTCA - "3auTeHo". MakcumanbHoe KosndecTBo 6amioB 3a PI'P — 15 6amos.

KonTtposbHasi padoTa cTyaeHTOB 32049HOI (pOPMBI 00y4eHHUs] COCTOUT U3 PACUETHBIX 3aja-
HUM, 0XBaTHIBAIOIIUX KypC AUCLUMILIUHBI, U BBIIOJIHSAETCS 110 OAHOMY U3 YKa3aHHBIX BapHaHTOB. BbI-
00p BapHaHTa ONpEACISACTCA HO HOCNEOHUM 08YM Yudpam 3auemnou KHuxcku. IlepeueHb BapuaH-
TOB 33/IaHUN KOHTPOJIbHOM pabOTHI, METO/IMKA €€ BHIIIOJHEHHS U HE0OX0AUMas JINTepaTrypa NpuBee-
Hbl B MEeTOIMYECKUX YKa3aHUAX Ul HAMUCAHHUsI KOHTPOJIBHON pabOTHI.

KonTpoJsbHast paboTa cTy1eHTOB 3204HOH GopMbI 00yUeHHUsI

KonTposnbHast paboTa BBIMOIHSIETCS CTYIEHTOM IOCIE CAMOCTOSATEIHHOIO U3yUEHUsI TEOPETH-
4eCKOro Kypca Mo JUCHMILINHE: «/{OKyMEHTUPOBaHNE TEXHUUECKUX U OPraHU3aLMOHHBIX PELICHUI» U
COCTOMT M3 TPEX 3a7aHuii (BHIOOD 3aaHUI OCYIIECTBIIIETCS HA OCHOBE JABYX MocieAHux uudp mudpa
3aUETHOW KHMKKU CTYJEHTA):
3ananue 1. Paccmotpenne Teopetnueckoro Bomnpoca Ha Temy: OCHOBHBIE TPEOOBaHUS K COCTABICHUIO
1 0(hOPMIICHUIO JOKYMEHTOB OPraHU3ALMOHHO - PACIOPSIUTENLHON A€ATEIIbHOCTH M KaIpOBOH JOKY-
MEHTAIIHH.



3aganue 2. PaccMoTpeHre TEOPETHUECKOTO BOMPOca Ha TeMy: TeXHOIOruu paboThl C JOKYMEHTAMH.
3ananue 3. [Ipaktudeckoe 3amanne: CocTaBUTh U OPOPMUTH OPraHU3aAIMOHHBIC, PACTIOPSAIUTEIHHBIC,
nH(OPMAIIMOHHBIC JOKYMEHTHI U JIOKYMEHTBI TI0 TIEPCOHATY TPEIIPUITHUS.

JJ1s KOHTPOJIS yCIeBaeMOCTH 00YUaIOIUXCS U OIICHKHU Pe3yJIbTaTOB OCBOCHUS AUCLUTIIIMHBI
MPUMEHSIETCS OaJITbHO-PEUTHHTOBAs CHCTEMa, pa3paboTaHHasi B COOTBETCTBUM ¢ [loyioxkeHneM o Te-
Kymiei arrectaruu odydaroruxcst B HUMU [ITAY.

[TpoMexxyTodHast aTTeCTals CTyJeHTaMH OYHOU (OPMBI O0yUEHUS BKIIOYAIOIICH B ceOst TIpo-
BeneHue mexkyuezo (TK), npomescymounozo (I1K) v umozoeozo (UK) KoHTpoisl 10 AUCIHUILIMHE.

Texymmii kouTpoab (TK) ocyiiecTisercs B TeueHHUE CEeMeCTpa U MPOBOIUTCS 10 jabopa-
TOPHBIM paboTaM U MPAKTHUYECKUM 3aHATHAM, a TaKKe [0 BUAAM CaMOCTOSITEIbHON pabOThHI CTy/AEH-
toB (PI'P). ®opmamu TK sBsIOTCS: OTUET 10 JIAOOpaTOPHOU paboTe; 3aIlUTa pacueTHO-rpadUIECKO
paboThl; KOHTPOJIbHAS paboTa MO MPAKTHUYECKUM 3a/IaHUsM | ISl CTY/I€HTOB 3a04HOM (POPMBIL.

B teuenue cemectpa npoBogsaTcs 2 npoMexyrounbix konTpois (IIK1, ITK2). B xone npome-
»ytounoro koHTpoJia (ITK) npoBepsitoTcsi TeopeTuyeckue 3HaHus. JJaHHbId KOHTPOJIb IPOBOJUTCA IO
paznenaM (MOIyJIsSIM) TUCUUILINHBI 2 pa3a B TEUCHHUE CEMECTpa B YCTAaHOBJICHHOE paboueil mporpam-
Moii BpeMs. @opmMamMu KOHTPOJIS SIBJISIOTCS KOJUIOKBUYM, KOHTPOJIbHbBIE PaOOTHI.

Hrorosbiit kKoHTpob (MK) — 3T0 3a4€T N0 IUCIUIIIMHE B LIETOM.

Hoaubiii GOHIA OLEHOYHBIX CPEICTB, BKIYAKIINHA TeKYIIHA KOHTPOJIb YCIIeBAeMOCTH U
nepevyeHb KOHTPOJIbHO-U3MepUTEJbHBIX MaTepuaioB (KUM) npuBeneH B npujiokeHun K pado-
Yyel mporpamme.

8. VUEBHO-METOIMWYECKOE M HWH®OPMALMOHHOE OBECIIEYEHUE
TV CHUIIMHBI

8.10cHoOBHas 1UTEpPaTYypa
1.Kprokosa H.II.

JloKyMeHTHUpOBaHHE yIPaBIEHYECKOH eATENBHOCTH | yueOHOe MocoOue /Ui By30B IO CHEIMaIbHO-
ctu 080502 "DxoHOMUKa 1 yrpaBieHue Ha npeanpustuu (mo orpacisim)" / H. I1. Kprokosa. - Mocksa:
NHO®PA-M, 2013. - 267 c. - (Beiciee obpazoBanue). - ['pud YMO. - ISBN 978-5-16-003134-7 : 209-
88. - TekcT : HermoCPeICTBEHHBIN. -12 IK3.
2.beikoBa, T.A.

Henonpoun3BoacTBo : yueOHUK 115 By30B. / T. A. brikoBa, JI. M. Bsinosa, JI. B. Cankuna ; noj pen
T.B. Ky3HenoBoii. - 3-e u3., nepepab. u jnom. - Mocksa : UHOPA-M, 2013 . - 363 c. - (Beicuiee 00-
pasoBanue. bakamaBpuar). - ['pud YMO. - ISBN 978-5-16-004923-6 : 388-41. - Tekcr : HEmOCpeACT-
BEHHBIN.- S IK3.
3.Cepena, M.B.

JlokyMeHTHpOBaHHE yIPaBIEHYECKOH IeATENbHOCTH : KypC JIGKIUH [ CTYZACHTOB OYHOM U 3a04-
HOM opMbl 00yueHUs CeUATbHOCTH "JKOHOMUKA U YIIPaBICHUE Ha MPEINPUITHH (110 OTpacisim)",
"MenemxmenT opranuzanun”, "[IpopeccruonansHoe o0yueHne (3KOHOMHUKA U yIpaBieHue)" 1 Ha-
MpaBJIeHUIO MOAroTOBKH "DxoHomuka", "Menemxment", "[Ipodeccrnonansuoe oOydenue (1o orpac-
asm)"] / M. B. Cepena, B. 1. KoctsuieB ; HoBouepk. roc. menuop. akaa. - Hoouepkacck, 2013. - 116
C. - 6/11. - TekcT : HemocpeACTBEHHBIN.- 25 IK3.
4.Cepena, M.B.

JloKyMeHTUpOBaHUE YIPaBICHUECKOH IeATEIbHOCTH : KypC JIEKIHH [J1 CTYJJI€EHTOB O4YHOM U 3a04-
HOU popm 00ydeHwus mo HanpasieHuio "DxoHoMuka", "MenemkmenT", "[lenarornueckoe oopa3oa-
nue"] / M. B. Cepena, B. 1. KocteuteB ; HoBouepk. roc. Mmenuop. akan. - HoBouepkacck, 2013. - URL
: http://ngma.su (nara oopamienus: 25.08.2020 ). - Tekct : 31eKTPOHHBIH.

S5.I'punbepr, A. C.

JlokymeHTanmonHoe obecnieuenue ynpasienus : yueOnuk / A. C. I'punbepr, H. H. T'opbaues, O. A.

Myxamermuna. - Mocksa : FOuutu-Jlana, 2015. - 391 c. - URL :



http://biblioclub.ru/index.php?page=book&id=115031 (narta obpamenus: 25.08.2020 ). - ISBN 978-5-
238-01770-9. - TekcT : 2JIeKTPOHHBIH.
6.Cepena, M.B.

JlokyMeHTupOBaHUE YIPaBICHYECKOH 1eATeIbHOCTH : ydeOHOe mocoOue [ CTYA€HTOB OYHOM U
32049HOH (hopM 00yUeHUs HATpaBIIeHUs TOArOTOBKH "DroHOMUKA", "Menemkment", "[lenaroruue-
ckoe obpazoBanue", "CoruanpHas padota", "[Ipodeccrnonansuoe oOyuenue", "3eMeycTpoicTBO 1
kagactpel"| / M. B. Cepena, I1. B. FiBanos, B. A. I'y6aueB ; HoBouepk. nuHxk.-Menuop. UH-T JIoHCKOM
I'AY. - HoBouepkacck, 2017. - URL : http://ngma.su (gara ooparuenus: 25.08.2020 ). - Tekcr : amek-
TPOHHBIMN.

8.2 /lonmosiHuTeIbHAS JIUTEpATypa
1.Ky3nenos, U.H.

Henonpoun3BocTBO : yueOHO-crpaBouHoe rnocoowue / M. H. Ky3nernos. - 6-¢ u3z., mepepad. u jorm. -
Mocksa : JlamkoB u K, 2013. - 459 c. - ISBN 978-5-394-01981-4 : 242-55. - TekcT : HEMOCPEICTBEH-
HBII.- 3 IK3.
2.5InkoBuy, 1. A.

Jlenonpoun3BoICTBO B KaJipoBoii ciyxk0e : yueonuk / [1I. A. SlukoBu4. - Mocksa : lOuuTu-/lana,
2015. - 161 c. - URL : http://biblioclub.ru/index.php?page=book&id=119021 (mara obparmieHus:
25.08.2020). - ISBN 5-238-01076-1. - TeKCT : 3I€eKTPOHHBIN.

3.[des10Boe mUCHbMO : yueOHO-cITpaBouHOE mTocodue / aBt.-coctT. I.H. Ky3nenos. - 8- uzn. - Mocksa
: U3par.-topr. kopnopanus «/lamkos u K°», 2018. - 162 c. - (YuebHble uzganus ans 6akaiaBpoB). -
URL : http://biblioclub.ru/index.php?page=book&id=496193 (nata oopamenus: 25.08.2020 ). - ISBN
978-5-394-02213-5. - TekcT : AIEKTPOHHBIN.
4.Cepena, M.B.

JlokyMeHTUpOBaHUE YIPaBICHUECKOHN IEATEIbHOCTH : MPAKTUKYM [JIJIs1 CTYZICHTOB OYHOM U 3a04HOM
¢dbopm 0OydeHus HarpaBieHHs MTOATOTOBKH "DkoHoMuKa", "Menemkment", "Ilenarornueckoe oopazo-
Banue", "ConuanpsHas padora", "IlpodeccuonansHoe odyuenue", "3eMaeycTpoiicTBo u KagacTpsl']| /
M. B. Cepena, I1. B. lBanos, B. A. ['ybaueB ; HoBouepk. unx.-menuop. uH-T JJonckoi ['AY. - Hoso-
yepkacck, 2017. - URL : http://ngma.su (nara oopamienuns: 25.08.2020 ). - TeKCT : 37EKTPOHHBIH.

5. lokyMeHTHpOBaHMe YIPABJIeHYECKOM AeAITeIbHOCTH : METOIMYECKUE YKa3aHUs 110 BBITOJTHE-
HUIO J1a00PaTOPHBIX PadOT [AJ CTYJEHTOB OUYHOM U 3a04HOU (hopM 00yUeHHUs HAIIPABIEHUS O/ O-
ToBKH "DkoHOMUKA", "Menemxment", "Ilenarorunyeckoe oopazoBanue”, "ComnuanpHas padoTa",
"IIpodeccuonanbHoe 00yueHue", "3emneycTpoiicTBo 1 kagacTpsl"] / HoBouepk. HHXK.-MeTHOp. UH-T
JAI'AY, xad. menexmenTa u uHpopmatuku ; coct. M.B. Cepena, E.A. [leeBa, B.A. ['y6aues . - Ho-
Bouepkacck, 2017. - URL : http://ngma.su (gara obpamenus: 25.08.2020 ). - TekcT : 31€KTPOHHBIIA.

6. JlokyMeHTHpPOBaHNe YIPaBJIeHYECKOii 1eATeJIbHOCTH | METONYECKHE YKA3aHUS TT0 NU3YUECHHUIO
JTUCIUIUTAHBI U BBITIOJHEHUIO KOHTPOJIBHOM paboT. CTyIeHTaMH 3a04HOM (popMbl 00yueHus [Hampas-
neHus noArotoBku "Oxonomuka", "Menemxment", "[lenarornueckoe oopazoanue", "CornuanpHas
pabota", "[Ipodeccuonanbroe oOyuenue", "3emueycTpoiicTBo u kagacTpbl"| / HoBodepk. nHxX.-
menuop. uH-T JIITAY, xad. menemxmenta u undopmatuku ; coct. M.B. Cepena, E.A. Jleera, 1. A.
Jamkosa . - HoBouepkacck, 2017. - URL : http://ngma.su (zata oopamenus: 25.08.2020). - Tekcr :
3JIEKTPOHHBIN.

7. JIOKyMEeHTHPOBAaHHE YNIPABJIEHYEeCKOH /1esITeJIbHOCTH : METOJMUECKUE YKA3aHUs 110 BBIITOJIHE-
HUIO pacueTHO-TpaduyecKor paboThI [[JIs1 CTYJIEHTOB OUYHOM U 3a04HOU (pOpM OOyUEHHS HATIPABJICHUS
noarotoBku "DxoHomuka", "Menemxment", "[lenarorudeckoe oopazosanue”, "Coruanpaas padora",
"l[IpodeccnonanpHoe 00yueHue", "3emueycTpoiicTBO 1 KagacTpbl'| / HoBodepk. MHXK.-MeTHOp. UH-T
HAT'AY, xad. menemxmenTa u nHpopmaTki ; coct.: M.B. Cepena, E.A. Jleea, U.B. Tkauenko. - Ho-
Bouepkacck, 2017. - URL : http://ngma.su (gara obpamienns: 25.08.2020 ). - TeKCT : 3I€KTPOHHBI.
8.Cepena, M.B.

JlokyMeHTUpOBaHUE YIPaBICHUECKOH IeATEIbHOCTH : MPAKTUKYM [JIJIs1 CTYACHTOB OYHOM U 3a04HOMN
¢dopm 00ydeHus HarpaBieHHs MOArOTOBKH "ODkoHoMmuKa", "Menemkment", "[lenarornueckoe o6pazo-
Banme", "ConuanpHas padota", "IIpodeccrnonansuoe odbydenue", "3emeycTpoicTBO U KaaacTpsl'] /



M. B. Cepena, I1. B. IBanos, B. A. I'ybaues ; HoBouepk. unx.-menuop. uH-T Jlonckoit 'AY. - HoBo-
yepkacck, 2017. - 70 c. - 6/1. - TekcT : HemoCpeACTBEHHBIN. - 3 IK3.

9. JlokyMeHTHPOBaHHe YIIPABJIEHYECKOH AeATEJIBLHOCTH | METOUYCCKHIE YKA3aHUS 110 U3YUCHHUIO
JTUCIUIUIMHBI U BBITOJIHEHUIO KOHTPOJIBHOM paboT. CTyIeHTaMH 3a04HOM (popmbl 00yueHus [Hampas-
neHus noAarotoBku "Oxonomuka", "Menemxment", "Ilenarornueckoe oopazoanue", "ConuanpHas
pabora", "[IpodeccuonanpHoe o0yuenue", "3emueycTpoiicTBO U KagacTpbl'] / HoBouepk. mHX.-
menmop. uH-T JIIAY, kad. menemxmenTa u undopmaruku ; coct.: M.B. Cepena, E.A. JleeBa, 1. A.
JlamkoBa . - HoBouepkacck, 2017. - 63 c. - 6/11. - TeKCT : HEMOCPEACTBEHHBIN. - 3 IK3.

10./lokyMeHTHPOBaHHE YIIPABJIEHYECKOI 1esITeIbHOCTH : METOJIMYECKUE YKa3aHUS TI0 BHITIOJHE-
HUIO J1a00paTOPHBIX PadoT [AJi CTYJEHTOB OYHOM U 3a04HOU (hopM 00yUeHHs HAPABIECHUS O O-
ToBKH "DkoHOMHKA", "Menemkment", "[lenarornueckoe oopazosanne", "CouunanpHas padbora',
"[IpodeccnonanpHoe 00yueHue", "3emueycTpoiicTBO 1 KagacTpsl'] / HoBoUYepK. MHK.-MEITHOp. UH-T
HAT'AY, xad. menemxmenTa u uadopmaTtku ; coct. M.B. Cepena, E.A. JleeBa, B.A. I'y6aues . - Ho-
Bouepkacck, 2017. - 73 ¢. - 6/11. - TekcT : HeMOCPEACTBEHHBIMN. - 3 IK3.

11.lokyMeHTHpOBaHHE YIIPABJIEHYECKOIi 1esITeIbHOCTH : METOAMYECKUE YKa3aHUS TI0 BBITIOJHE-
HUIO pacueTHo-Tpaduyeckoil paboThI [AJi CTYJEHTOB OYHOM U 3a04HOU (hopM 00ydeHHUs HaIpaBIICHUS
noarotoBku "Dxonomuka'", "Menemxment", "[legarornueckoe oobpazoanue", "ConuansHas padbora",
"IIpodeccuonanbuoe odydyenue", "3emieyctpoiicTBo u kagactpol'| / HoBouepk. HHXK.-MEIHOP. UH-T
HAT'AY, xad. menemxmenTa u uapopmaTki ; coct.: M.B. Cepena, E.A. [leeBa, U.B. Tkauenko. - Ho-
Bouepkacck, 2017. - 55 ¢. - 6/11. - TekcT : HeMOCPEACTBEHHBIMN. - 3 IK3.
12.Kymnepyk, C. II.

JlokyMeHTHas JIMHIBUCTHKA : ydeOHoe nmocobue / C. I1. Kymnepyk. - 7-e uzna., crep. - Mocksa : 13a-
Bo «@mmHTay, 2016. - 258 c. - URL : http://biblioclub.ru/index.php?page=book&id=83382 (nara 006-
pamenus: 25.08.2020 ). - ISBN 978-5-9765-0213-0. - TekcT : 371€KTPOHHBIIA.
13.Ky3neunos, U. H.

JenonpousBoactso : yuebnoe nocodue / . H. Ky3nenos. - 9-e uzn., nepepab. - Mocksa : Jlanikos u
K°®, 2020. - 406 c. : m. - URL : http://biblioclub.ru/index.php?page=book&id=572967 (narta obparre-
aust: 25.08.2020 ). - ISBN 978-5-394-01981-4. - TekcT : 37€KTPOHHBIIA.

8.3 CoBpemeHnHble npodeccuoHANbHBbIC 0a3bl 1 HH(POPMALMOHHBIE CIIPABOYHbIE CHCTEMbI

HaunmeHnoBaHue pecypca Pexxum ocryna

Odunmansueii caitt HUMU ¢ nocTynom B 31eKTpoHHYIO On6- www.ngma.su
JHOTEKY

Poccuiickas rocynapcrBenHas Oudmuoreka (GoHI 2IEeKTPOHHBIX https://www.rsl.ru/
JIOKYMEHTOB)

NupopmanmonHas cucrema «EnuHoe okHO nocTyma Kk obpasosa- | http://window.edu.ru/
TeIbHBIM pecypcam» Pazaen OGpa3zoBaHue B 00J1aCTH YKOHOMUKH
U yOpaBIIeHHs

YuuBepcuterckas napopmarmonnas cucrema Poccust (YUC Poc- | https://uisrussia.msu.ru/
cusi)

DJeKTpOoHHAs OMOIMOTEKa YICOHUKOB http://studentam.net/

CrpaBounas cuctema «e-library» JIATIeH3MOHHBIH JIOTOBOP
SCIENCEINDEXNeSIO-
13947/34486/2016 oT
03.03.2016 T

OdurranbHbIi calT MUHUCTEPCTBA TPY/Ia M CONMATBHOM 3amuThl | http://www.rosmintrud.ru/
PO

®denepanbHbIil 00pa3oBaTeNbHbIN MOpTa «IKOHOMHUKA

http://ecsocman.hse.ru
Commonorust Mene KMeHT»



https://www.rsl.ru/
http://window.edu.ru/catalog/?p_rubr=2.2.74
http://window.edu.ru/
https://uisrussia.msu.ru/
http://studentam.net/
http://www.rosmintrud.ru/
http://ecsocman.hse.ru/

Ilepeuensb norosopoB IbC oOpa3oBaTenbHOI opranusanuu Ha 2020-21 y4. rog

Y4eOubiii Cpok agelicTBust
HaumeHoBaHUe JOKYMEHTA ¢ YKa3aHHEM PEeKBU3UTOB
roj JTOKYMEHTAa
JIorosop Ne 501-01\20 06 okazanuu HHOOPMAIIMOHHBIX YCIYT T10
2020/2021 | MPEAIOCTABICHHIO 10CTyTIA K 6azoBoii koyueknuu «9bC YHusep- C 20.01.2020 r.
cuterckas OmOnmoreka ommaitH» ot 22.01.2020r. ¢ OO0 «He- 1no19.01.2026
kcMenuay

HoroBop Ne 618Ha oka3zaHue yciayr Mo MpeioCTaBICHUIO JOCTyMa
K DJIEKTPOHHBIM U3/IaHUSM KOJUIEKLIHN: «BeTepuHapus U CENbCKOe
2020/2021 | xo3siictBo - U3narensctBo JlaHb»H «DKOHOMHUKA U MEHEIKMEHT
— M3parensctBo amkoB u K» ot 05.06.2020 r. ¢ OO0 «3bC
Jlauby

¢ 14.06.2020 r. mo
13.06.2021 r.

Jorosop Ne p08/11 Ha okazaHue yCcayr Mo MPEIOCTABICHUIO JI0C-
Tyna K 3JeKTpoHHbIM u3nanusM ot 30.11.2017 r. ¢ OO0 «M3ga- | ¢ 30.11.2017 r. mo
TenbcTBO Jlanp» PasmenieHue BHYTPUBY30BCKOM JIMTEPATYPHI 31.12.2025 r.

Joul’AY na mnardgopme ObC Jlanb

2020/2021

Jorosop Ne COb NeHB-171 no pa3mMenieHuio Npou3BEIEHUN U ¢ 18.12.2019 mo

2020/2021 | mpeaocrasienuto goctyna K pasaeaam 9bC COb or 18.12.2019 1. c Hgi“fz}?)zzeﬁ
¢ 000 «IBC Jlanb» HEATOTE
MIPOJIOHT Al EH

¢ 27.04.2018r. o
Horosop Ne 48-11 Ha nepenady Npou3BEACHNs HAYKU U HEUCKIIIO- | OKOHYaHMs HEHC-

2020/2021 | yutenbHBIX TpaB Ha €ro wucmoiab3oBanuu ot 27.04.2018 r. ¢ KJIFOUUTEITbHBIX
®I'BHY «PocHUUIIM» MpaB HAa IPOU3BE-
JICHUE

8.4 Metoanueckue yKa3aHus A5 00y4aIOLIUXCSl 10 OCBOECHUIO THCIHMILIMHBI

1. [TonoxeHre 0 MPOMEKYTOUHON aTTecTalluy 00yJaroIuxcs 110 IporpaMMam BeICILIEro oopa-
30BaHus (BBeJeHO B jelicTBue npukazom aupexkropa HUMU Jlonckoit TAY Ne3-O/f ot 18.01.2018 r.)
/HoBouepk. wuHxk.-menmuop. uH-T JoHckoit ['AY.-Dnektpon. nan.- Hosouepxacck, 2018.- URL
. http://ngma.su (nara obparenus: 25.08.2020). - TeKCT : 3IEKTPOHHBIN.

2. ITonoxenue o Tekyuiei arrecranuu odyuatrommxcss B HUMU JIIAY (BBeneHo B aelcTBHE
npukazom aupekropa Nell9 or 14 urong 2015 r.) / HoBouepk. nnx.-menuop. uH-T JloHckoil 'AY .-
OnekTpoH. aaH.- HoBouepkacck, 2015. - URL : http://ngma.su (nara obpamienus: 25.08.2020). - Tekcr
: DJIEKTPOHHBI.

3. TunoBble (JOPMBI TUTYJIBHBIX JIUCTOB TEKCTOBOM JIOKyMEHTAIIUH, BHITIOIHAEMOH CTyIeHTaMU
B yueOHOM mnporecce / HoBouepk. mHxk.-menuop. UH-T JloHckoil ['AY.-OnextpoHn. naH.- HoBouep-
Kacck, 2015.- URL : http://ngma.su (nata oopamienus: 26.08.2020). - TekcT : 31eKTPOHHBI.

[TpucTynas K M3y4eHHIO JUCHUIUIMHBI HEOOXOIUMO B MEPBYIO OYEpeIh O3HAKOMHTBCS C CO-
nepxxanuem PIIJI. Jlekunu MMerOT Leibl0 1aTh CUCTEMAaTU3UPOBAHHBIE OCHOBBI HAYYHBIX 3HAHUH 00
o0ImKX BOMpOCax AMCHUIUIMHBL [lpy M3ydeHnHn u mpopabdOoTKe TEOPETHUYECKOTO Marepuaia it 00y-
YaOIUXCs HE00X0IUMO:

- TIOBTOPUTH 3aKOHCIIEKTUPOBAHHBIM Ha JIKIIMOHHOM 3aHSTHH MaTepUal W JOTOJIHHUTH €T0 C
Y4ETOM PEKOMEHJOBAHHOM MO JJAHHOM TeMe JIUTepaTyphl;

- TIPH CaMOCTOSITEILHOM HM3YYE€HUH TEMBI CEaTh KOHCIIEKT, UCTIONb3Ysl PEKOMEHIOBAHHEIC B
PITJI nuTepaTypHble HICTOUHUKHU U PECYpChl HH(OPMAIIMOHHO-TEIEKOMMYHHUKAIIMOHHOH cetn «HTep-
HETY.


http://ngma.su/
http://ngma.su/
http://ngma.su/

8.5 Ilepeyenr MH(POPMAIMOHHBIX TEXHOJOTHMH W NMPOrPAMMHOIO 00ecledYeHHusi, HCIO0JIb3yeMbIX
NPH OCYLIECTBJICHNH 00pa30BaTeJILHOIO MpoLecca

HaumenoBaHme pecypca PexBuU3MTHI 10TOBOpPA
Microsoft. Desktop Education ALNG | Cyomunensuonnsiii qorosop Ne Tr000418096/44 ot
LicSAPk OLVS E 1Y AcademicEdition | 20.12.2019 r. AO «CodrJIaita Tpeiia» (¢ 20.12.2019
Enterprise r. mo 20.12.2020 1.)
Cyo6munensuonnbiii gorosop Ne Tr000418096/45 ot
20.12.2019 r. AO «CodrJlaiin Tpeiin» (¢ 20.12.2019
r. mo 20.12.2020 1.)

[IporpamMmMHoOe obecrieueHue KOMIIaHUH JIMIIeH3UOHHBII  JOTOBOp  Ha MIPOrpaMMHOE
Adobe Acrobat Reader (Acrobat Reader, obecricueHre JUIS TEPCOHAJIBHBIX KOMIIBIOTEPOB
Adobe FlashPlayer ump. PlatformClients PC_ WWEULA-ru_RU-
20150407 _1357 AdobeSystemsincorporated
(6eccpouno)
KontponbpHo-00y4aromas cuctema «3Ha- CBUIIETENBCTBO O PErUCTPalMU 3JIEKTPOHHOIO pe-
HUE» cypca Ne 17207 ot 22.06.2011 r. MHCTUTYT Hay4HOU
nHpopmanmu 1 MmoauTopuHra PAO (6eccpouno).
ANBC «MAPK-SQL» JINIeH3UOHHOE COoJIallleHUE Ha UCIIOJIL30BaHUE
AUNBC «MAPK-SQL» n/umn AUBC «MAPK-SQL
Internet»

Ne 270620111290 or 27.06.2011 r. 3A0 «HIIO
«HMHDOPM-CUCTEMA)» (6eccpodHo).

9. OIMCAHUE MATEPHAJIBHO-TEXHUYECKOM BA3bI, HEOBXOJUMOM 115
OCYHECTBJIEHUSA OBPA3OBATEJIBHOT'O ITPOLHECCA IO JUCIUITJIMHE

VYuebuas aynuTopusi IUIsl TpoBelaeHHs 3aHATHH | CrenuaibHOe MOMEIIEHHEe YKOMIUIEKTOBAHO CIie-
JEKUHUOHHOTO THMa, aya. 227 (Ha 50 mocagouHbIX | IMATU3UPOBAHHON MeOEIbI0 M TEXHUUYECKUMHU
MecT) mo anpecy: 346428, PocroBckas o0yacTh, | cpencTBaMu OOyUeHUs, CITY>KalTUMH JUIS TIPe/I-

r. HoBouepkacck, yn. [Tymkunckas, 111. cTaBiieHUs UH(popManu OOIBIION ayAUTOPHH:

— MHWHrepaktuBHas Buneocuctema EIKI LC-
XCP2000 — 1 mrr.;

— Kommnbrorep € BbIX0A0M B ceTh «HTepHET» U
JOCTYIIOM B 3JIEKTPOHHYIO HH(POPMALIMOHHO-
obpazoBarenbhyto cpeny HUMU Jlonckoii
I'AY: Imango — 17 mr., Flex — 1 mT.;

— Monurop 17" KK VS —17 mr., 24" KK
Beng — 1 mt.;

— DOkpan HacTeHHbIH — 1 mT.;

—  YuyeOHO-HarmsgaHbIie Tocodus — 15 mT.;

—  Hocka — 1 mit.;

— Paboune mecTta CTy€HTOB;

Pabouee mecTo mpernomgaBares.

VYuebnas ayauropus Ui npoBeneHus gadoparop- | CrenuanbHoe MOMEIeHHe YKOMIUIEKTOBAHO CIie-

HbeIX pabor Ha IIK, ayn. 227 (Ha 50 mocaJouHBIX | IHATU3UPOBAHHON MeOEIbI0 U TEXHUUYECKUMHU

MecT) mo anpecy: 346428, PocroBckas o0nacTe, | cpeicTBaMu 0OyUeHUs, CIIYKalTUMHU JIJIS TIpe/I-

r. HoBouepkacck, yi. [Tymkunckas, 111. cTaBiieHUs HH(opManuu OOJIbIION ayAUTOPHH:

— MWntepaktuBnas Buneocucrema EIKI LC-
XCP2000 — 1 mt.;

— Kommbrotep € BbIX0a0M B ceTh «MHTEpHET» 1
JOCTYTIOM B 3JIEKTPOHHYIO HH(POPMALIMOHHO-




obpazoBarenbhyto cpeny HUMU Jlonckoii
I'AY: Imango — 17 mir., Flex — 1 mit.;

— Monwutop 17" KK VS —17 mr., 24" )KK
Benq — 1 mt.;

— DOkpaH HacTeHHbI — 1 mT.;

—  VYueOHo-HarIsAIHBIE TOCOOMA — 15 mmIT.;

— Hocka — 1 mwir.;

— PaGoune mMecTa CTyJICHTOB;

— Pabouee mecTo npenogaBaress.

VYuebHasg ayquTopus A NPOBENCHUS IpPaKTHYe-
CKUX 3aHATHUH, aya. 336 (Ha 20 nmocajo4HbIX MECT)
mo azapecy: 346428, PocroBckas 00J5acTh,
r. HoBouepkacck, yn. Ilymkunckas, 111.

CnenunanpHOE MOMEIIEHHE YKOMIIJIEKTOBAHO CIIe-
[IUATN3UPOBAHHON MEOENBI0 U TEXHHYECKUMHU
cpeacTBaMU 00Yy4EHHsI, CITYXKAIUMH JUIs TIPEe-
CTaBJIeHHsI HH(pOpMAIMK OOJBIION ayAUTOPUH:

— KowmmstoTep C Beixonom B cets «HTEpHET» N
JOCTYIIOM B 3JICKTPOHHYIO HH()OPMAIMOHHO-
obpazoBarensuyo cpeny HUMU Jlouckoit
I'AY: Pentium-2 — 1 mir.;

—  Monurop 15» COMPAG 7500 1 mit.;

— TIIpoexrop NEC (nepenochoii) — 1 mr. ¢ 9k-
panom — 1 mir.;

—  VYyeOHO-HaAIISIAHBIE TOCOOHUS — 7 IIT.;

— Jlocka — 1 mT.;

— Paboune mecTta CTYAEHTOB;

Pabouee mecTo npenogaBares.

VYuebHas ayauTopus sl IPOBEACHUS IPYIIOBBIX
U WHIUBUIYaIbHBIX KOHCYJIbTaUMH, aya. 336 (Ha
20 mocagmouHbIx MecT) mo azapecy: 346428, Poc-
TOBCKast 00acTh, r. HoBouepkacck,
yi1. [lymkunckas, 111.

VYuebHas ayauTOpus IJIs MPOBEACHUS TEKYILIETo
KOHTPOJSI U HPOMEXKYTOUHOH aTTecTaluu, ay/l.
336 (wa 20 mocasouHBIX MeECT) IO aJpecy:
346428, PocroBckas obOmacts, T. HoBouepkacck,
ya. ITymkunnckas, 111.

CrnenuanbHOe MOMEIEHHE YKOMIUIEKTOBAHO CIie-
[IUATN3UPOBAHHON MEOEIBI0 U TEXHUYECKUMH
CpeAcTBaMu O0Y4eHHUs, CIyKaIUMHU U1 Ipe.-
cTaBJIeHUs HH(popManuy OOJIbIION ayAUTOPUHU:

— Komnerotep € BbIx0a0M B ceTh «HTEpHET» N
JOCTYIIOM B 3JIEKTPOHHYIO HH(POPMALIMOHHO-
obpazoBarenbhyto cpeny HUMU Jlonckoi
I'AY: Pentium-2 — 1 mr.;

—  Monurop 15» COMPAG 7500 1 mT.;

— TIpoexrop NEC (nepenocHoii) — 1 mr. ¢ 9k-
paHom — 1 mit.;

—  YueOHO-HaArIsAHBIE TOCOOHUS — 7 IIT.;

— Jocka— 1mr.;

— Paboune mecTta CTy€HTOB;

— Pabouyee MecTo npenoaBaTesl.




[Tomemenue sl CcaMOCTOSITENBHOM  PaOOTHI,
ayn. [118 (ma 12 mocafoyHbBIX MECT) IO ajapecy:
346428, PocroBckas obOmacth, T. HoBouepkacck,
yi. [Tymkunckas, 111

[TomenieHue YKOMIUIEKTOBAHO CHELIMATU3UPO-
BaHHOU MeOENbIO ¥ OCHAIIIEHO KOMITBIOTEPHOM
TEXHHUKOW C BO3MOKHOCTBIO MOJKIIOYCHHS K CETU
«lHTEepHET» B 00ECIIeUeHUEM IOCTYIIA B DJIEK-
TPOHHYIO HH(POPMAIIMOHHO-00Pa30BaATEIbHYIO
cpeny HUMMU Jlonckoit 'AVY:

— Cepsep IMANGO — 1 mt.;

— Tepmunansnas ctanuus L110 — 12 mr.;

—  MonwuTop 22" XK Aser — 12 mr.;

— IImorrep — 2 mt.;

— Cxanep — 1 mr.;

— IlIpunTep — 1 mt.;

— PaGoune mMecTa CTyJEHTOB;

— Pabouee MecTo npenogaBaressl.

[Tomemenue i XpaHeHHsI U MPOYUITAKTHIECKO-
ro OOCITy)XHBaHHS y4yeOHOTO 00OpYyIOBaHMSI,
ayn. [115 mo anppecy: 346428, PocroBckas 00-
nacte, T. HoBouepkacck, yi. [lymxkunckas, 111

[TomenieHne yKOMIUIEKTOBAHO CIELMAIN3UPO-

BaHHOM MeOeJIbl0 U OCHAILIEHO KOMIIbIOTEPHOI

TEXHUKOH ¢ BO3MOXXHOCTBIO MOJKIIOYECHHUS K CETH

«MHTEpHET» U 00ecrieueHHEeM AOCTYyIa B JIEK-

TPOHHYIO HH(POPMALMOHHO-00Pa30BaATEIbHYIO

cpeny uacrutyra HUMU Jlonckoit 'AY:

- Kowmnerorep — 1 mr.;

-  Monwutop —1 mr.;

- Cron—5mr.;

—  YcTaHOBOYHBIE AUCKU C IPOTPAMMHBIM
00eCIICUCHUEM;

- Mecra Ui XpaHeHUs] KOMIIbIOTEPHOI TeXHHU-
KH;

- Palouue MecTa COTpYJTHUKOB.

OOyuaromiyecs U3 Yucla JIMI ¢ OTPaHUYEHHBIMU BO3MOXXHOCTSIMHU 3/I0pOBbs 00€CIIEUEHBI Ie-
YaTHBIMU U (WIM) 3JIEKTPOHHBIMH 00pa30BaTeNbHBIMU pecypcamu B ¢opMmax, aJalTUPOBAHHBIX K OT-

PaHUYCHUAM HUX 310POBbA.

JlononHenus W W3MEHEHHs PacCMOTPEHBI Ha 3aceaHud Kadeaps «27» asrycra 2020 r.

T LA

(ﬁo@/cn,),/ :

3aBeaytolmii kadeapo

BHecennble H3MeHeHus yTeepxkaaio: «28» aBrycra 2020 r.

[1.B. UBaHos
(®.1.0.) -

JlekaH daxyabrera

(noan#ce)




B pabouyto nporpammy Ha 2021 - 2022 y4eOGHBII roJ BHOCATCS CIeIyIONIe JONOTHEHHUS U U3MEHEHHS -
OOHOBJIEHO U aKTyaJU3UPOBAHO COJEPIKAHUE CIEAYIOIINX Pa3/lesioB U NOApa3eioB pabouell IporpaMmbl:

8.3 CoBpemenHble npodeccuoHaIbHbIE 0a3b1 1 MH(OPMAIMOHHBIE CIIPABOYHBbIE CHCTEMbI

bazer nanaeix OOO "Ipecc-Uudopm"
(KoncynpranT +)

HoroBop Ne01674/2021 ot 25.01.2021 OOO "TIpecc-
Nudopm" (KoncynpranT +)

ba3el ganaeix OO0 "PernoHanbHBIR
nH()OPMAITMOHHBIA UHIEKC [IUTHPOBAHUS"

Jorosop Ne AK 1185 ot 19.03.2021 OOO
"PernonanbHbIi HHPOPMAITMOHHBIN UHICKC
uutupoBanus’ (21.03.21 r. no 20.03.22r.)

ba3zbl gannbix OOO Hayunasi snekTpoHHast
O6ubnuoreka

Jluuensuonnsiii gorosop Ne SI0-13947/18016/2020 ot
11.09.2020 OOO Hay4nas snekTpoHHasi OnbInoTeKa

bazer nanabix OOO"T'pocc Cuctem. Mudopma-
1Ys U perieHus"

Kontpakt Ne 24/12 ot 24.12.2020 OO0
"I'pocc Cucrem.Mudopmanus u pemeHus"

8.5 Ilepeyenb uHG(pOPMALHOHHBIX

TeXHOJIOTMH M1 NPOrpaMMHOro odecmeve-

HHU$, UCII0JIB3YEMBIX IIPH OCYINECTBJICHUHA 06p330BaTe.]IbHOFO nmpomecca

IlepevyeHnb JHIEH3HOHHOTO TPOTPAMMHOI0
o0ecreyeHus

PeKkBU3UTHI MOATBEP:KIAIOIIET0 JOKYMEHTA

Microsoft. Desktop Education ALNG LicSAPk
OLVS E 1Y AcademicEdition Enterprise (MS

MS Windows Server; MS Project Expert 2010
Professional)

Cybnunen3nonHsiit gorosop Ne502 ot
03.12.2020 r. AO «CodrJlaitn Tpeitn» (¢

Windows XP,7,8, 8.1, 10; MS Office professional; | 03.12.2020 r. mo 02.12.2021 r.)

Dr.Web®DesktopSecuritySuiteAntusupyc K3+
ay

lNocynapcTBeHHbIN (MyHUIUNIAIBHBIN) KOHTPAKT
Ne PITA06150002 ot 15.06.2021 r. Ha nepenauy
HEUCKJIIOUUTEIbHBIX PaB Ha UCIIOJIb30BaHHE
nporpamm 11 DBM 000 «AUTHU ITEHT» (¢
15.06.2021 r. mo 15.06.2022 r.)

BueceHHbIE HIMEHEHUSA YTBREPWK Ak

Jekan daxkynurera

A~ Hockora E.A.
(noanuce) (D.H.0.)
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