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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 - cnocoOHOCTB OCYLIECTBIATH MMOUCK, XpaHEHHE
, 00paboTKy ¥ aHanu3 MH(OPMAIMH W3 PAa3JIMYHBIX UCTOYHHKOB M 0a3 JaHHBIX, NMPEJICTABIISATH €€ B
TpeGyeMoM (hopmaTe ¢ HCIOJIb30BaHHEM HH(POPMALIMOHHBIX, KOMIBIOTEPHBIX U CETEBBIX TEXHOJIOTHH;

[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  akTOB ©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 0esasmenvHOCmu:

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(QOPMAIUN 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 TUCIUILUIMHAM IO BBIOOpY oOyuaromuxcs, u3ydaercs B 6 ceme-
CTpe 1o 04HOH popme 00ydeHusI.

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

IIpexmecTByomme JUCIUNIHHBI

Kon o ) 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 KBaMH(UKAIMOHHOM pabdo-
KyneTyponorus ThI, BKJIFOUYas MOATOTOBKY K MPOLIEAYPE 3aLIUThI
VY4eOHasi IpaKTHKA 10 NOTYyYEHHUIO 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

WupopmalinoHHbIE CUCTEMBI KajacTpa
JIoOKyMEHTHUPOBaHNE YIIPABICHUECKOHN 1EATENb-
HOCTHU

VY4ebHas MpakTHKa MO NOJTYYEHUIO EPBUYHBIX
npodeccuoHaNbHbIX YMEHUN U HABBIKOB, B TOM
qHCJIe IEPBUYHBIX YMEHUI U HABBIKOB HAy4HO-
HCCJIEIOBATENbCKOM 1eATEIbHOCTH IO '€0/e31-
YeCKUM paboTaM B yIpaBJIEHUU HEJBHKUMO-
CTBIO

VY4yebHas NpakTHKA MO NOJTYYEHUIO NEPBUYHBIX




HOCTH 10 HMH(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 HEABMKUMOCTHU
[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 HEIBUKHMO-
CTH

MeTtoo0rus uccie10BaHus U YIPaBICHUS CHC-
TeMaMU HeJIB>KUMOCTH

JloKyMeHTUpOBaHUE yIIPABICHUECKOH 1eATeb-
HOCTHU

VYyeOHast mpakTHKa IO MOJYyYEHUIO IEPBUYHBIX
npodeccuoHaNbHBIX YMEHUN U HABBIKOB, B TOM
YucJie 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

[TpennuruiomHas 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
OBYYAIOIINXCA C IIPEIIOJABATEJIEM 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), pacuérHo - 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 (OCHOBHBIC IMOJIOKEHHUS 110
JOKYMEHTUPOBAHHUIO VYIIPABICHUYECKON NEATEIbHOCTH; YHU-
dbuKanus U CTaHAAPTU3ANUS JOKYMEHTOB; BUIBI JOKYMEHTOB
u ux Kiaccuduxanus; opopMIeHHE TEKCTa CIY>KEOHOTro J10-
KYMEHTa)

K 1

2.]10KyMeHTHPOBAaHHE OPraHU3aLMOHHO - pPAacCHOPSAU-
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, KOMaHAUPOBOYHOE 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 UHAECKCHUPOBAHUS 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(UIEHLMANbHBIM; 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 (TIOHSATHE 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 | Hymepanusi 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 MeTox: 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, TPYAOBasi KHUXKKA, 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 CTy)KEOHBIX 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. Co3ganue aBTOPCKOM MPE3EHTAIMUA U MPE3CHTALIMH 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 3aHATHUSIM. 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 | -TloaroToBka K MpakKTHYECKUM 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
3aHITHIA 14

6. HEPEYEHb YYEBHO-METOAUYECKOI'O OBECIIEYEHUA JJIA

CAMOCTOSTEJBHOM PABOTBI OB YUAIOIINUXCS

1.

Metoanuueckue yka3zaHUs 0 CAaMOCTOSITEIbHOMY M3Y4YE€HUIO JUCLUIUIMHBI [ DJIEKTPOHHBINA pe-
cypc] : (MpUHATHI 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 [OnexrponHsli pecypce] : (BBed. B AeiicTBUe 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 [11s
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. unx.-menuop. uH-T Jlonckoit ['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. oOyuenue", "3emneycTpoicTBO
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", "3emueycTpoiicTBo U kamactpol'] /
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 xagactpol"] / HoBouepk. umx.-menuop. uH-T AAY, kad. 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 yIpaBlieHYeCKOU 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"] / HoBouepk. 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 [UIs CTyA. 04. U 3204. (popM 00yd. HampasiI. 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 nosieu, HymMepalu 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 pacniucaHue, €ro peKBU3UTHI U OCHOBHBIE CBEICHUS, COAEPKAIIUECA 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. Bonpockl, 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[IpoToko, ero peKBU3UThHI 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. OCHOBHBIE 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 0OpabOTKH MOCTYMAIONIUX M 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 HOMEHKJIATyphl JIeJ1 OpraHU3aluu.

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 SIIEKTPOHHOTO TOKYMEHTA €r0 IPEUMYILECTBA U HELOCTATKH.
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 BBHIMOJIHEHUS 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 3AHIATHSIX 33JaHUS 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 BBHIOJIHEHUS HA MPAKTUYECKUX 3aHATHUSIX 3aJJaHUs 711 CAMOCTOATEIbHOM paboThl
CTYJCHTOB.
- IpOoBepKa BbINIOJIHEHUS | 3amuTta PI'P.
Conepxanue UK (3auer):
-TeOPETHUYCCKHUI MaTepral mpoMexyrounoro Koutpois 1K 1 (6amrsi: max 15, min 9).
-TEOPETHUYECKHUI MaTeprasl mpoMexyrounoro koutposist [1K 2 (6auisi: max 15, min 9):

PacuetHo-rpaduyeckasi paboTa cTy/IeHTOB 04HOI (pOPMBbI 00ydeHH
PacuetrHo-rpaduueckas pabora Ha TeMy «/|oKyMEeHTUpPOBaHHE YIPABICHUYECKON ACSITENbHOCTH» UMEET
LETBI0 3aKPEIUICHUS] TEOPETUUYECKUX 3HAHUU IO COCTABICHUIO U O(OPMIICHHIO JOKYMEHTOB YIIpaB-
JneH4yeckoil aesrenpbHocTy. B 3amaun PI'P Bxogur:

1.CocraBnenue u 0pOpMIICHHE OCHOBHBIX BUJIOB YIIPABICHYCCKONW JOKYMEHTAIUH.
2. CocraBienue U opopmiieHrne JOKyMeHTOB ¢ nomotibio [1K, npu ucnons3oBanuu nakera aB-
tomarusaruu Microsoft Office.

CTpyKTypa MOsICHUTEIBHOM 3aIMCKU PacueTHO-TpapUIecKOil paboThI
U €€ OPUEHTUPOBOYHBIN 00BEM

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

1.1 Opranu3aMOHHBIX JOKYMEHTOB;

1.2 PaciopsiAUTENbHBIX TOKYMEHTOB;

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 yIPABJICHUECKOU JESTETbHOCTH C TTOMOIIBIO CUCTEMBI
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.)

PacuerHo-rpadguyeckas padora Ha TeMy «J[OKyMEHTHPOBaHUE YIPABICHYECKOU AESITETHHO-

CTH» BBITIOJIHAETCS CTY/IEHTOM MHAMBHUAYAJIbHO BO BHEAYIUTOPHOE BPEMSI, CAMOCTOSITENILHO 110 WHIU-
BUyaTbHBIM UCXOJTHBIM JaHHBIM BapHaHTA 3aJlaHUsl B COOTBETCTBUE C pa3paboTaHHBIMU MeToauye-
CKMMH yKa3zaHusMu. [locie mpoBepku 1 JOpaObOTKH yKa3aHHBIX 3aMeYaHui, paboTta 3amumiaercs. [1pu
MOJIOKUTETTFHON OIICHKE BBIMOJTHEHHON CTYACHTOM Pa0OTHI HA THUTYJIHHOM JIMCTE CTABUTCS - '"3auTe-
HO". MakcumainbHoe konndyecTBo 6amioB 3a PI'P — 15 6annos.



JIJis KOHTPOJIS YCIIEBAEMOCTH 00YUAIOIIUXCS M OIICHKU PE3yIbTaTOB OCBOCHUS AUCIIUILITUHBI
MpUMeHsieTcs OalIbHO-PEUTUHIOBAs cUcTeMa, pa3paboTaHHas B COOTBETCTBUHU ¢ [lonoxkeHneM o te-
KyIei arrecranuu odydarontuxcs 8 HUMU JICAY.

[TpomexyTouHas aTTecTalys CTyJeHTaMH OYHOM (opMbl 00yUeHUs BKJIIOYarOIIel B cedst mpo-
BeneHue mexkyuezo (TK), npomescymounozo (IIK) v umozoeozo (UK) KOHTpONs 10 AUCUUILIMHE.

Texkymmii kouTpoJb (TK) ocymiecTBisercs B TeUeHHE CEMECTpa M MPOBOAUTCS 10 j1abopa-
TOPHBIM pa0doTaM U MPAKTHUYECKUM 3aHATUSAM, a TAKXKE [0 BUAAM CaMOCTOSTEIBHONH pabOTHI CTYACH-
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 kontpods (ITK1, I1K2). B xoxe mpome-
xyrouHoro koHTpois (IIK) nposepsitorcs Teopernyeckue 3HaHUA. JJaHHBIH KOHTPOJIb IPOBOAUTCSA 11O
paznenaM (MOIyJNsIM) AUCUUIUIMHBL 2 pa3a B TEUEHHE CEMECTpa B YCTaHOBJIIEHHOE paboueil mporpam-
Mot BpeMsi. @opMamMu KOHTPOJIS SIBISIOTCS KOJUIOKBUYM, KOHTPOJIBHBIE PA0OTHI.

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. beikosa, T.A. lenonpou3BoactBo [Tekcr]: yueoHuk / T.A. beikosa, JI.M. BsuioBa, 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. o4. U 3a04. (popmbl 00yd. Hampasi. MOAroT. "DKOHOMHUKA'",
"Menemxment", "Ilen. obpazosanue", "Com. padota", "lIpod. obyuenue", "3eMiaeycTpoicTBO U
kagactpel'] / M. B. Cepena, II. B. BanoB, B. A. ['ybaueB ; HoBouepk. MHX.-MeIHOp. MH-T
Jonckoint I'AY. - DnexrpoH. gaH. - Hoouepkacck, 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. Myxamerminaa — DJeKTpoH. JaH. — MockBa :
Onutu-Jlana, 2015. - 391 ¢. — ISBN 978-5-238-01770-9. — Pexum moctyma: http://biblioclub.ru
— 3aru. ¢ ’kpana - 12.07.2017

8.2 lonoiHUTEIbLHAS JTUTEpPaTypa

1. Kysnenos, U.H. JlenonpousBoacteo [Tekcr]: yueOHo - cnpas. nocodue / MI.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]
HNPAKTUKYM [AJI CTYJ. O4. ¥ 3a04. popM 00yd. HampaBil. MOATOT. "OkoHOMHKA", "MeHe KMeHT",
"ITen. obpazoBanue", "Cotr. padota", "[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. JlokyMEHTHpOBaHHE YIPABICHYCCKOW JEATCIBHOCTH [DJIEKTPOHHBIHN
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, I1. B. UBanos, B. A. I'y6aueB ; HoBouepk. MHX.-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.JIOKyMEHTUPOBAHHE YIPABICHYECKON AeATeNbHOCTH [TeKCT] : MeTo. yKa3. 1o BbII. Jao.
paboTt [ms cTya. o4. U 3a04. popMm 00yd. Hampasil. moAroT. "Dkonomuka", "Menemxment", "[lem.
obpaszosanue", "Co. padota", "IIpod. oOyuenue", "3emueycrporicTBo U Kagactper'] / HoBodepk.
umx.-memmop. uH-T JATAY, xad. meHemxkmenta u uapopmatuku ; coct. M.B. Cepena, E.A. [leesa,
B.A. I'y6aues . - HoBouepxkacck, 2017. - 73 c. (3 9k3.)

5. JIokyMeHTHpOBaHUE YIPABJICHUYECCKOW ACSITCIBHOCTU [DJIEKTPOHHBIA pecypc| : METO/I.
yKa3. 0 BHIM. J1a0. paboT [ CTyA. 04. U 3a04. opM 00ydY. HAmpaBll. MOATOT. "DKOHOMHKA",
"Menemxment", "llen. obpazosanue", "Com. padora", "IIpod. oOyuenue", "3eMuaeycTpoicTBO 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. paboThl [mns CTyd. o4d. W 3a04. (Gopm oOyd. HampaBi. mOAroT. "DKOHOMHKA',
"Menemxment", "llen. obpazoBanue", "Com. padora", "[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.JIoKyMEHTUPOBAHUE YIPABICHYECKON ACSITEIBHOCTU [DJIEKTPOHHBIM pecypc]| : METO/I.
yKa3. MO BbIN. pacu.-Tpad. paboThl [Afs CTyd. Oo4. M 3a04. (popm 00yd. Hampapi. MOATOT.
"Oxonomuka", "Menemxkment", "Ilen. oOpazosanme", "Com. pabora", "llpod. oOyuenue",
"3emieyctpoiictBo U kanactpbl'| / HoBouepk. nnx.-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»,
HEOOXO0AUMBIX /IJISl OCBOEHUS JAUCIHUIIMHBI, B TOM YHCJIe COBPeMEHHBIX NMPodeccuoHaJbLHbIX 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/
OnekTpoHHas OMOIMOTEKa CBOOOHOTO JOCTYIIA www.window.edu.ru
OTKpBITast pyccKasi 2JICKTpOHHAsI OMOIMOTeKa 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 npukazoMm aupekropa Nell9 ot 14 urons 2015 r.) / HoBouepk. UHXK.-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 miporiecce [DnekTpoHHBIA pecypc] / HoBouepk. mHxk.-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-
nepxanuem PITJ[. Jlekuuu MMEIOT ENb0 JaTh CUCTEMATH3UPOBAHHBIC 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 y4E€TOM PEKOMEHJIOBAHHOW IO JIAaHHOM TEME JINTEepaTypbl; IPU CAMOCTOSTEIbHOM
M3y4YEHUU TEMBI cJleJaTh KOHCIEKT, UCIIONb3ysl pekoMeHnoBanubie B PII/] nureparypHble MCTOUHUKHI
U pecypchbl UHPOPMAIIMOHHO-TEJIEKOMMYHUKAMOHHOU ceTH « HTepHeT».

8.5 Ilepeyenb MH(POPMANMOHHBIX TEXHOJIOTH, UCIOJIb3yeMbIX MPHU OCYIIECTBJIEHHH 00-
pa3oBaTeIbLHOI0 Mpouecca, MPOrpaMMHOI0 odecrevyeHHsl, COBPEMEHHbIX NMPO(ecCHOHATbHBIX
0a3 1aHHBIX U HHGPOPMALMOHHBIX CIIPABOYHBIX CHCTEM, /1JIsl OCBOEHHUS 00YUYAIOIIMMMCH JUCHHII-
JINHBI

HaumenoBaHue pecypca

PexBU3MTHI 10TOBOpa

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

Horosop Ne PI’A0323008 ot 23.03.2017 r. OO0 «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 «CodrJlaiin Tpeiia» (¢ 19.12.2016 . 1o
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.)

Cy6nunen3uonnsiii jorosop Ne Tr000131837 ot
21.12.2016 r. AO «CodrJlaita Tpetiay (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 nHGOPMALMOHHBIX
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 okaszaHue YCIYyT MO MPEIOCTABICHUIO
JIOCTyIIa K DJIEKTPOHHBIM u3nanusMm 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 3aMMCTBOBaHHMH B OTKPBITHIX HC-
TOYHHUKAX CETH MHTEPHET»




9. OMMCAHUE MATEPUAJIBHO-TEXHUUYECKOM 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-
ANMBHBIX KOHCYJbTAIlMH, TEKYIIET0 KOHTPOJIS W MPOMEXYTOYHOW aTTECTaIliH, a TAKXKE IMOMEIICHUSIX
JUISL CaMOCTOSITEIBHON pa0oThl. CrHernuaibHbIe MOMEIIEHUs YKOMILIEKTOBAHBI CHEIUATU3UPOBAHHON
MeOECIbI0 M TEXHUYSCKUMU CPEJICTBAMU OOYUCHHUS, CITyKAIIMMHU JIJIsl IPEICTaBICHHs yueOHOH nHdop-
MaIuu OOJBIION aAyAUTOPHH.

JlekioHHBIE 3aHATHS TPOBOJATCA B ayd. 227, OCHAIIEHHOW HAaOOpaMu JIEMOHCTPAIMOHHOTO
o0opynoBaHus (PKpaH, IPOSKTOP, KOMIIBIOTEP) U YI4eOHO-HATIISTHBIMHU TIOCOOUSMU.

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

JlaGopaTopHblie pabOThI TPOBOASATCS B CIIEIHATILHO 000PYI0BaHHOM Taboparopuu aya. 227.

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

s caMoCTOSTeNIbHOM pabOThl HUCIIOJB3YETCsl CIelHaibHOe moMenienue — aya. 1118, ocHa-
IICHHOE KOMITBIOTEPHON TEXHUKON C BO3MOXHOCTBIO MOAKIIOUEHUsS K ceTH "MHTepHeT" n obecneve-
HHUEM JIOCTYIIA B DJIEKTPOHHYIO HH(POPMAITMOHHO-00pa30BaTEIIbHYIO CPely OpraHU3aIuu.

[Tomemenue st XpaHeHUsT ¥ TPOQUIAKTUICCKOTO OOCTYKHUBAHUS YIeOHOTO 000PYIOBaHUS —
ayn.359.

OOyyaronuecs U3 4Kcia JIUI C OTPAaHUYCHHBIMU BO3MOXKHOCTSIMH 37I0POBbsI 00ECIIEUEHBI 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 MHIUBUAYaJIbHON MPOrpaMMOil peaOuiuTauy MHBAIN/IA, a TaK K€ METOJANYECKHUMHU
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), [lonoxeHnemM 0 METOAMKE 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 HHBAINJ0B 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. unxk.-menuop. uH-T Jlonckoit ['AY. - DnekrpoH. gan.- HoBouepkacck,
2017.- Pexxum mocryma: http://www.ngma.su

Metoanyeckre peKOMEHIAIMH MO0 OpPTaHU3aIMH CAMOCTOSTENbHOW paboThl 00yJaromuxcs B
HUMMUM [AI'AY [OnextpoHHbll pecypce] : (BBen. B AeiicTBUE npuka3zom 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. [loxymeHTHpOBaHHUE YIPaBICHYECKOMN JESITEIBHOCTU [DIEKTPOHHBINA pecypc] :
yue0. mocobue [mias cTya. o4. ¥ 3a04. Gopmbl O0yd. Hampasi. MOATOT. "DKOHOMHKA",
"Menemxment", "[len. odbpazosanue"”, "Cor. padora", "[Ipod. oOyuenue", "3emieycTpoiicTBo
u kagactpsl"] / M. B. Cepena, I1. B. iBanos, B. A. ['ybaueB ; HoBouepk. HHX.-MeIHOpP. UH-T
Hounckoit 'AY. - Dnektpon. mpan. - HoBouepkacck, 2017. - XKMJI; PDF; 1,39 MBb. - Cucrtewm.
tpeboBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . - 3arn. ¢ skpana.

Cepena, M.B. [lokymeHTHpOBaHUE YIPABJICHUECKON eATeNbHOCTH [ TeKcT] : mpakTuKyM [aJis
CTyHd. 04. U 3a04. (opm 00yd4. HampaBi. moaror. "Dxonomuka", "Menemxment", "Ilen.
obpaszopanue", "Corm. padota", "[Ipod. oOyuenue", "3emneycrpoiictBo u kagactps'] / M. B.
Cepena, II. B. UBanos, B. A. I'y6aueB ; HoBouepk. umx.-menuop. uH-T Jlonckoit ['AY. -
Hosouepxkacck, 2017. - 70 c. (3 3k3.)

Cepena, M.B. [lokymeHTHpOBaHHUE YIIPaBICHYECKOMN JESITEIBHOCTU [DIEKTPOHHBIA pecypc] :
NPaKTUKyM [A7s CTyAd. O4YH. M 3a04H. ¢opM oOyd. Hampamil. MOATOT. "DKOHOMHKA'",
"Menemxment", "[len. obpazoBanue”, "Cou. pabora", "[Ipod. oOyuenue", "3emneycTpoiicTBo
u kamactpsl] / M. B. Cepena, I1. B. lBanos, 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 . - 3arn. ¢ skpana.
JIoKyMeHTUpOBaHUE YIIpaBIeHUECKON aesrenbHOCcTH [TekcT] : MeTon. yka3. mo BbIN. 7ab.
pabot [ans cTyd. o4. M 3a04. opM oOyd. Hampai. moAror. "DxoHomuKa", "MeHemKMEeHT",
"ITen. obpazosanue”, "Cou. pabota", "IIpod. obyuenue", "3emueycTpoiicTBo U kaaacTpsl"] /
HoBouepk. unx.-menuop. uH-T AT'AY, kad. MeHemxkMeHTa U uHQoOpMaTuku ; 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 [ cTyA. o4. W 3ao4. (opM 00yd. Hampamil. 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. [leea, 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. pacy.-
rpad. paboTel [mias cTya. od4. W 3a04. GopM oOyd. HampaBl. MOATOT. "DKOHOMHKA',
"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. oopazosanue”, "Cor. padora", "IIpod. oOydenue", "3emuaeycTpoicTBO
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. -
XXM/JI; PDF; 842 KBb. - Cuctem. tpeboBanus : 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 mpoBeieHUsI POMeKYTOUYHOI aTTecTaunu B gopMe 3auéra:
1.CocTtaB HOpMATUBHO-METOINYECKOM 0a3bl TOKYMEHTALMOHHOTO 00eCIeUeHHUS.
2. OCHOBHBIC TIOHATHUS JOKYMEHTUPOBAHUS YIIPABICHUECKOHN EATEeIHhHOCTH.
3. O0mue u cnenuanbHbie PYHKIIUU OPHUITUATBHBIX JOKYMEHTOB.
4.YHaudukanys u cTaHAapTU3AMUS YIIPABICHUYECKUX TOKYMEHTOB.
5. Knaccudukanusi 10KyMEHTOB.
6. OpopmiieHre PEKBU3UTOB YIIPABICHUECKUX JJOKYMEHTOB.
7. bnaHku JOKYMEHTOB U TPEOOBAHUS K HUM.
8. OdopMmiicHHE B TOKyMEHTaX 3HAKOB MPEIUHAHUS ¥ CHMBOJIOB.
9. OdopmieHme MONCH, HyMepaIiy CTPAHUI] B TJOKyMEHTaX.
10.0dopmienue gat u 4ucen B JOKYMEHTaX.
11. Oopmienne TabuuIl 1 PUCYHKOB B JIOKYMEHTaX.
12. Odopmiienne maTeMaTuyecKux GopMysa U €AUHHI] U3MEPEHUS B JOKYMEHTAX.
13. KoppekTypHble 3HaKu ¥ TIPaBUjIa UX TPUMEHEHUS.
14.0cobenHocTr 0UIIUATBEHO-IETIOBOTO CTHIISL.
15.Yorpebnenne nponucHBIX U CTPOYHBIX OYKB.
16.Haubouee ynoTpebiisieMble COKPAIICHUS CIIOB.
17.Koppecnoneniusi, CBsi3aHHasi C MPOBEICHUEM MTEPUOINUECCKIX MEPOTIPUITHIA.
18. YcraB opranusanum, ero peKBU3UTH 1 OCHOBHBIE Pa3/Ieiibl TEKCTA.
19. lllTatHOE pacnycaHue, €ro PeKBU3UTHI U OCHOBHBIC CBEJICHUS, COACPIKAIIUECS B JAHHOM JI0-
KyMEHTE.
20. ITonoxxenue, ero peKBU3UTHI. Buabl nojaoxeHuil.
21. Unctpykius. OCHOBHOE Ha3HauY€HUE TOJDKHOCTHON MHCTPYKIINH, €€ PEeKBU3UTHI U OCHOBHBIE
pa3zenbl TeKCTa
22. YupenurtenbHbIN JOTOBOP, €r0 PEKBU3UTHI U OCHOBHBIE Pa3/IENbl TEKCTA.
23. Buapl pacnopsiuTenbHBIX JOKYMEHTOB, UX OCHOBHOE Ha3HAYCHHE.
24. Tlpuka3, ero peKBU3UTHl U OCHOBHBIEC YaCTH TEKCTA.
25. PexBU3UTHI yKa3aHUS U 1I€Jb U3JaHUsI TaHHOTO TOKYMEHTA.
26. Pacniopsixenue, ero peKBU3UThL. BOpockl, 0 KOTOPBIM U3JAETCsl PACOPSKEHHUE.
27. Pemenue, ero pekBu3nuThl. Opransl ypaBieHuUs, UMEIOIINE MPABO K U3IaHUIO JAHHOTO JIOKY-
MEHTAa.
28. PexBU3UTHI MOCTAHOBJICHUS U 1I€JIb U3aHUS JAHHOTO JIOKYMEHTA.
29. Buasl nH(MOpMaIlMOHHO-CIPABOYHBIX TOKYMEHTOB, HX OCHOBHOE Ha3HAYCHHE.
30. [IpoToko, ero peKBU3UTHI U OCHOBHBIE YACTH TEKCTA. BUIBI TPOTOKOIOB.
31. JloknanHble u 00BSICHUTENBHBIE 3aTTUCKH, HX PEKBU3UTHI U OCHOBHBIC 11€IM HAMMUCAHUS JIaH-
HBIX JIOKYMCHTOB.
32. TpeboBaHus1, IpeabIBISIEMbIE K COCTABIICHHUIO CIPABOK. BUIBI CIIPaBOK.
33. Ocobennoctu coctaBiaeHus akta. OCHOBHBIE YaCTH TeKCTAa. BUIBI aKTOB.
34. TpeboBaHus1, IpeabIBISIEMbIE K COCTABICHUIO U O(DOPMIICHUIO CITY)KEOHBIX TTHCEM.
35. Pa3sHOBUIHOCTH IIMCEM.
36. Busbl JOKYMEHTOB, OTHOCSIIIIMECS K JOKYMEHTAIMHU 10 JUYHOMY COCTaBY.
37. Odbopmienne npuema Ha padboTy.
38. TpeboBanusi, IpeabIBISIEMbIE K COEPKAHUIO0 U OQPOPMIICHUIO TPYAOBOTO JOTOBOPA.
39. OdopmiteHre TPUKA30B TI0 JTHYHOMY 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 BbIIaYH TPYJOBBIX KHUKEK.

44. OopmieHne JOKyMEHTOB IIPH MIEPEBOJIE COTPYAHUKA Ha JPYTyI0 paboTy BHYTpU OpraHu3a-
117078

45. Tlopsnok opopmIIeHHSI JOKYMEHTOB IIPH YBOJBHEHUU COTPYIHUKA.

46. Opranu3zanus paboThl C JOKYMEHTaMH.

47. Tlopsimok 00paObOTKH MOCTYNAIONINX U OTIIPABISIEMBIX TOKYMEHTOB.

48. ITopsgok 0OpabOTKHU OTIPABIISEMBIX JIOKYMEHTOB.

49 Ilopsinox 00pabOTKM BHYTPEHHHX JTOKYMEHTOB.

50.Peructpanus 10KyMEHTOB.

51.0Opranusanys KOHTPOJIA 32 UCTIOJHEHUEM JJOKYMEHTOB.

52.XpaHeHue JOKYMEHTOB.

53.CocraBiieHue HOMEHKJIATYphl J€J1 OpraHU3a1u.

54.0Opranuzanus paboThl ¢ JOKYMEHTaMU, COAEPKAIIUMU KOH(MUICHIIMATbHbIE CBEICHMUS.
55.CBenenus, OTHOCAIIMECS K KOMMEPUYECKOM TaliHe.

56.3ammTa JOKyMEHTOB, COACPKAINX KOMMEPUYECKYIO TalHY.

57.YHUYTOXEHNE TOKYMEHTOB.

58.IloHsATHE IEKTPOHHOTO TOKYMEHTA €ro MPEUMYIIIeCTBA U HEJOCTATKHU.
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 3aJJaHUs 111 CAMOCTOATEIbHOM paboThl
CTY/ICHTOB.
Conepxanue Tekymero koutpousi TK 2 (6anabi: max 10, min 6):
- OTYET MO BBHIMOJHEHUIO JTJA00paTOPHBIX paboT Ne 2, No 3.
- MPOBEpKa BBHIMIOIHEHUS HAa MPAKTUYECKUX 3aHITUSIX 3aJaHHsl ISl CAMOCTOSITENIEHOM 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.
- TMpOBEpKa BHIMOJIHEHUS HAa MPAKTUYECKHUX 3aHITUSAX 3aIaHHsI UTI CAMOCTOATEIBHOM 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 BBHIMTOIHEHUS HAa MPAKTUYECKUX 3aHITUSIX 3aJaHHsl ISl CAMOCTOSITENIEHON pabOThI
CTY/ICHTOB.
- IIpOBEpKa BbINOIHEHUs U 3amura PI'P.
Conep:xxkanue UK (3auer):
-TEOPETHUYECKHUI MaTepual mpoMexxyrounoro koHTpois 1K 1 (6ammsr: max 15, min 9).
-TeOPETHUYECKUI MaTepras mpoMexyrounoro KoHtpoys 1K 2 (6amrei: max 15, min 9):

PacyeTrHo-rpauueckas padora cTyAeHTOB 04HOM GopMBI 00y4YeHH s
PacuetHo-rpaduueckas pabora Ha TeMy «J/|OKyMEHTUPOBaHHE YIPABICHUYECKON ACSITEILHOCTHA» UMEET
LETBI0 3aKPEIUICHUS] TEOPETUUSCKUX 3HAHUU IO COCTaBIECHUIO W O(QOPMIICHHIO JOKYMEHTOB YIpaB-
JIeH4YecKkoil aesrenapHocTd. B 3agaun PI'P Bxoaut:



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

CTpyKTypa MOsSICHUTEIILHOH 3aIUCKH pacyeTHO-TpadudecKoid paboTsl
U €€ OPUEHTUPOBOYHBIN 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. CocraBienne 1 oopmIIeHHE JOKYMEHTOB ¢ moMotbio [1K, mpu ucnonp30BaHUM MakeTa aBTOMaTH-
sauu Microsoft Office: (4 ¢.)

2.1 Co3nanuie u opopMIIeHHE JOKYMEHTA YIIPABICHYSCKOW ACSITEILHOCTU C TIOMOIIBIO CHCTEMBI
Microsoft Word;

2.2 Co3nanue U opOpMIICHHE TUarpaMMbl K JICIOBOMY IHCbMY C TIOMOIIBI0 cucteMbl Microsoft Ex-
cel;

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

3akmouenue. (1 c.)

PacuerHo-rpadguyeckas padora Ha TeMy «J[OKyMEHTHPOBAaHUE YIPABICHYECKOU AESITEIbHO-

CTH» BBITIOJIHAETCS CTYICHTOM MHAMBUIYaJbHO BO BHEAYIUTOPHOE BPEMS, CAMOCTOSITEIHHO 110 UH]IU-
BUyaJbHBIM UCXOJHBIM JaHHBIM BapHaHTa 33/IaHUS B COOTBETCTBUE C pa3paboTaHHbIMH Meroauye-
CKUMH yKazanusiMu. [locie mpoBepku u 10pabOTKH yKa3aHHBIX 3aMeuaHui, padoTa 3auuiiaercs. [Ipu
MOJIOKUTEIILHON OIICHKE BBIMOJIHEHHON CTYAEHTOM Pa0OThl HA THUTYJIHHOM JIMCTE CTABUTCS - '"3auTe-
HO". MakcumainbHoe konndecTBo 6amioB 3a PI'P — 15 6annos.

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

[TpomexyTouHas aTTecTalys CTyJIeHTaMU O4YHOW (opMbl 00yUeHHs BKJIOYaroUlel B ce0s mpo-
BeneHue mexkyuezo (TK), npomescymounozo (I1K) v umozoseozo (UK) KOHTpOnss 1O AUCUUILIMHE.

Texymmii kouTpoab (TK) ocymecTBisercs B Te4eHHEe ceMecTpa U MPOBOAUTCS MO Jabopa-
TOPHBIM paboTaM U MPAKTUUYECKUM 3aHATHAM, a TaKKe [0 BUAAM CaMOCTOSTENbHON pabOThI CTyAEH-
toB (PT'P). ®opmamu TK sBiIsitOTCS: OTYET 1O JTabOpaTOpHOU paboTe; 3aluTa pacyeTHO-TpadhuIecKoi
paboThl; KOHTPOJIbHAs paboTa MO MPAKTUUECKUM 3aJIaHUSM U JUISl CTY/IEHTOB 320UHOM (POPMBI.

B teuenue cemectpa nposogaTcs 2 npoMexyrounsix koHTpons (IIK1, I1K2). B xoxne nmpome-
xkytoyHoro koHTpoisa (IIK) nposepsaroTcs Teopetnueckue 3HaHusA. [JJaHHBII KOHTPOJIb IPOBOJUTCS 10
pazzaenaM (MOIyJsIM) AMCLHUIUIMHBL 2 pa3a B T€UEHUE CEMEeCTpa B YCTaHOBJIEHHOE paboyell mporpam-
Moii BpeMsi. @opmMamMu KOHTPOJIS SIBJISIOTCS KOJJIOKBUYM, KOHTPOJIbHBIE PaOOTHI.

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

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



8. VUYEBHO-METOJINYECKOE W WH®OPMAIMOHHOE OBECIEYEHHUE
TACIATLITAHBI

8.10cHoBHas JIuTepaTypa

1. Kprokosa, H.I1. JlokymMmeHTHpOBaHHE yrpaBieHYeCKOl nestensHocT [ Tekct]: yued. mo-
cobue / H.I1. KprokoBa. — M.: UH®PA — M, 2013. -268 c. (12 3k3.)

2. beikosa, T.A. lenonpou3BoactBo [Tekcr]: yueonuk / T.A. beikosa, J.M. Bsuiosa, 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 [t cTyd. o4d. U 3a04. (opMbI 00yd. HAMpamil. MOATOT. "DKOHOMHUKA",
"Menemxment", "llen. obpazoBanue”, "Corm. padora", "IIpod. oOyuenue", "3eMuaeycTpoicTBO 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 . - 3ar. ¢ skpana.

4. I'pun6epr, A.C. JIokyMEHTAIIMOHHOE 00ECTICUCHHE YIIpaBIeHUs [ DIEKTPOHHBINA pecypc:
yuebnuk / A.C. I'punbepr, H.H. T'opbaueB, O.A. MyxameTrmunHa — DIeKTpoH. 1aH. — MoOCKBa :
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. JlenonpousBomactso [Tekcr]: yueOHO - cmpaB. mocobue / U.H. Ky3ne-
10B. — 6 — e u3., mepepad. u mom. — M.: amkos u K, 2013. — 459 c. (3 3k3.)

2.Cepena, M.B. JlokymMeHTHpOBaHHE yIIpaBICHUECKON aestenbHOCTH [Tekcr]
MOPAKTUKYM [AJI CTYJ. O4. ¥ 3a04. popM 00yd. HAmpaBil. MOATOT. "DkoHOMHKA", "MeHe KMeHT",
"Tlen. obpazosanue", "Cor. padota", "[Ipod. odydenue", "3emieycrpoiictBo 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 YHPaBICHUYECKOW MJESITENBHOCTU [DJIEKTPOHHBIN
pecypc] : mpakTHKyM [/ CTyA. OYH. U 3a04H. (popM 00ydY. Hampasi. 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
Jonckoint I'AY. - DnexrpoH. naH. - HoBouepkacck, 2017. - XKMJI; PDF; 1,11 Mb. - Cucrem.
tpedoBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . - 3arn. ¢ sxpana.

4.JIoKyMEHTUPOBaHHE YIPaBICHYECKON AedaTenbHOCTH [ TeKcT] : MeToJ. ykas. 1o BbI. J1ad.
pabort [ans cTyA. o4. U 3a04. popM o0yd. Hampasi. moAarot. "DxoHomuka", "Menemxment", "lle.
obpazoBanue", "Cou. padora", "[Ipod. oOyuenue", "3emneycrpoiictBo u kagactpsl"] / HoBouepk.
urxk.-memuop. uH-T ATAY, xad. menemxmenta u undopmaruku ; 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 [1s CTyA. 04. U 3a04. (popM 0Oyd. Hampasi. MOArOT. "DKOHOMHKA",
"Menemxment", "llen. obpazosanue", "Coru. padora", "lIpod. oOyuenue", "3emiueycTpoicTBO 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. - Cuctem. TpeboBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . - 3ari. ¢ skpaHa.

6. JlokyMeHTHpOBaHNE YMpaBICHYECKON nesTedpbHOCTH [TekcT] : MeTon. ykas3. MO BBII.
pacu.-rpad. paboTsl [m7s CcTyx. o4. U 3a04. (opM oOy4. Hampasid. MOAroT. "DKOHOMHKA",
"Menemxment", "llen. obpazoBanue"”, "Com. padora", "[Ipod. obyduenue", "3emiueycTpoicTBO H
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 [DIIEKTpOHHBIH pecypc] : MeToa.
yKa3. MO BHIN. pacy.-Tpad. paboThl [ CTyd. o4d. W 3a04. (opm oOyd. Hampasi. IMOJITOT.
"Oxonomuka", "Menemxkment", "llen. oOpazoBanme", "Corm. pabora", "Ilpod. oOyuenue",



http://biblioclub.ru/

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

8. SuxoBuu, LI.A. Jlenmonpou3BoACTBO B KaIpoBOH Ciyx0e [DIeKTpOHHBIH 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. Ky3uenos, M.H. /lenoBoe nmucbMo [D1eKTpOHHBIN pecypc] : yd4eOHO- 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 ISl OCBOCHMS JAWCHHUILUIMHBI, B TOM 4HcCJe COBPEMEHHBIX NPodecCHOHATbHBIX 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/

Odunmaneheiii caiit MuHKHCTEpCTBA TPY/IA M COlMANTbHOM 3anmTel 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
OdurranbHbiil cailt degepanbHON CIyKObI 10 Ha30py B chepe http://www.rospotrebnadzor.ru/

3allIUTEI IIpaB HOTpe6HTCHeﬁ n 6J1ar0nonyq1/1;1 YCJIIOBCKaA

8.4 Meroanuyeckue yka3aHus i1 00y4alOMIMXCS 110 OCBOCHUIO 1M CLUTLIIHHbBI

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

2. TunoBbie OPMBI TUTYIBHBIX JIUCTOB TEKCTOBOW JTOKYMEHTAIIUM, BHITIOJHAEMON CTYJ€HTaMHU
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 W3y4EHHUIO TUCHHUILUIMHBI HEOOXOJIMMO B MEPBYIO OUYEPEIh O3HAKOMUTHCS C CO-
nepxxanrem PIT/I. Jlekuuu UMEIOT 1ENbI0 AaTh CUCTEMAaTU3UPOBAHHBIE OCHOBBI HAYYHBIX 3HAHUU 00
o0IIMX BOMpocax MUCHUIUIMHEL. [Ipu m3ydeHuu u npopaboTke TEOpEeTHUEeCKOro Marepuana A o0y-
YaIOUIUXCSl HEOOXOAUMO: TOBTOPUTH 3aKOHCIIEKTUPOBAHHBIM Ha JIEKIIMOHHOM 3aHSTHU MaTepual u
JOTIOJTHUTh €r0 C yYE€TOM PEKOMEHJIOBAHHOW IO JIaHHOW TeME JIMTEePaTypbl; IPU CAMOCTOSTEILHOM
M3y4YEHUU TEMBI CIeJaTh KOHCIEKT, UCIIONB3ysl pekoMeHnoBanHble B PII/] nuteparypHble MCTOUHUKH
U pecypchl HHPOPMAIIMOHHO-TEJICKOMMYHUKAIIMOHHOW ceTu «HTepHeT».



http://biblioclub.ru/
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8.5 IlepeyeHb MHGPOPMANMOHHBIX TEXHOJIOTHH, MCIOJIb3yeMbIX NPH OCYIECTBJICHUHU 00-
Pa30BaTeIbLHOIO MpoLecca, NMPOrpaMMHOI0 obecnedeHuss M MHGOPMANMOHHBIX CIPABOYHBIX
CHCTeM, VISl 0CBOCHHS 00y4aloIIUMHUCS AUCHUILINHBI

HaumenoBanme pecypca

PexBu3MTHI 10TOBOpPA

DrWeb. Dr.Web. Desktop Security Suite Kowm-
IUIEKCHas3aluTa

I'ocynapcTBeHHbIN (MyHULUMIIAIBHBIN) KOHTPAKT Ne
PI"'A03270004 ot 27.03.2018 r. Ha nepegavyy Heuc-
KIIFOUUTENIbHBIX IIPAB Ha UCIIOJIb30BAaHUE NPOTPaMM
111 OBM OO0 «Komnanus 'OHJIAJIBD» (¢
27.03.2018 r. mo 31.03.2019 r.)

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

CyOmmnen3nonHsiin morosop Ne 58544/PHJ14588
ot 28.11.2017 r. AO «Cod¢rJlaiin Tpeiiny» (c
28.11.2017 r. mo 31.12.2018 r.)
Cybnunen3nonnsiit goroBop Ne 58547/PHJ14588
ot 28.11.2017 r. AO «CodTJlaita Tperin» (c
28.11.2017 r. mo 31.12.2018 r.)

ObC «YHuBepcuterckas OuOIMOTEKa»

9BC 000 UznparenscTBO «Jlaup)»

Horosop Ne 010-01/18 06 okazanuu unpopmanm-
oHHbIX ycuyr oT 16.01.2018.r. ¢ OO0 «HexcMe-
muayc 16.01.2018 r. mo 19.01.2019 r.

Jorosop Ne p08/11 Ha oka3aHme yCIyT MO MPeaocC-
TaBJICHUIO JIOCTYIA K AJIEKTPOHHBIM U3JaHHUSIM OT
30.11.2017 r. ¢ OOO «M3narenscTBO JIanb» ¢
30.11.2017 r. mo 31.12.2025 .

Joroop Ne 2 Ha oka3zaHue yCIIYT MO MPEAOCTaBIIC-
HUIO JOCTyla K DJJIGKTPOHHBIM H3JaHHUSIM OT
15.02.2018 1. ¢ OO0 «M3narenbcTBo Jlanb» ¢
15.02.2018 r. mo 14.02.2019 1

Horosop Ne 487 Ha okazaHue yciayr 1o IpeaocTaB-
JICHUIO JOCTyMa K OJJCKTPOHHBIM H3JIAHUSM OT
16.05.2018 r. ¢ OOO «M3narenbcTtBO JlaHb»c
16.05.2018 r. mo 15.05.2019 1

[TporpamMMmHas cucreMa Jijisi OOHapy>KEHUs TeK-
CTOBBIX 3aMMCTBOBAaHUI B y4EOHBIX U HAyYHBIX
paborax «Antumnaruar. BY3» (uarepHer Bep-
cust). Monyns «IIporpaMMHBIi KOMIUIEKC MO-
MCKa TEKCTOBBIX 3aMMCTBOBAHUN B OTKPBITHIX
VCTOYHUKAX CETU UHTEPHET

Jluuensuonnsit qorosop Ne 717 ot 09.01.2018 r.
3A0 «Antu-ITnaruar» (¢ 09.01.2018 r. o
09.01.2019 r.).

9. OMMCAHUE MATEPUAJIbHO-TEXHUYECKOM BA3bl, HEOBXOAUMOM JIJIs
OCYHECTBJIEHUA OBPA3OBATEJIBHOT'O ITPOLHECCA IO JUCIUIIJIMHE

Hpenoz[aBaHHe JUCHUIIIMHBI OCYIICCTBIIAACTCA B CIICHHUAJIBHBIX ITOMCUHICHUAX — y‘~I€6HBIX ayau-
TOPpHAX OJId MPOBECACHHUA 3aHATHH JICKOUOHHOT'O THUIIA, CCMUHAPCKOI'o THIIA, 'PYIIIOBBIX U MHAWBUIY-
AJIbHBIX KOHCYHBT&HHﬁ, TCKYLICTO KOHTPOJIA U HpOMC)KYTOQHOﬁ aTTeCTallMM, a TaKXXC IMOMCIICHUAX
AJIA CaMOCTOSTEIbHOMI pa60TBI. CHCI_II/IaHBHLIC MOMCIIICHHA YKOMIIJICKTOBAHLI CHeHHaHHSHpOBaHHOﬁ
MeOeIIbI0 M TEXHUYCCKUMHU cpeacrBamMu 06y‘-ICHI/I$I, CIIy’KallluMU UId TPCACTAaBJICHU A y‘IC6HOﬁ I/IH(I)Op-

Maluu OOJIBIIION ayTUTOPHH.

JlexioHHBIE 3aHATHS TIPOBOIATCA B ayd. 227, OCHAIICHHOW HaOOpaMu JAEMOHCTPAIMOHHOTO
o0opynoBaHus (PKpaH, IPOEKTOP, KOMIBIOTEP) U YI€OHO-HATIISAHBIMH TOCOOHUSIMHU.
[IpakTHdeckune 3aHATHS MPOBOIATCA B ayld. 336, OCHAIIEHHON HEOOXOMUMBIMU Y4eOHO-

HarJsiAHbIMU MOCOOHSIMHU.

JlaGopaTopHble pabOThI TPOBOASATCS B CIIELMAILHO 000pY0BaHHOMU Taboparopuu aya. 227.




[IpoBe/ieHHE TPYIIIOBBIX H HHIUBHIYATbHBIX KOHCYJIBTAIlHH, TEKYIIETO KOHTPOJIA ¥ HPOMEKY-
TOYHOM aTTECTAllH OCYINECTBIsIeTCs B ayal. 227.

Tl caMOCTOSTENBHOM PaboTBI MCMONB3YeTCs CHENHUaIbHOE MOMEIEHHe — ay/l. 118, ocHa-
[IEHHOE KOMIBIOTEPHOM TEXHHKOH ¢ BO3MOXHOCTBIO IOJKIIOYEHHS K CETH "UuTepret" U obecreye-
HHEM [I0CTYTIa B 3IEKTPOHHYIO HH(POPMAIHOHHO-00pa30BaTeIbHYIO CPEly OpraHH3alHH.

TToMelenye [UIsl XPAaHEHHS ¥ IPODUIAKTHYECKOro 00CITyXUBaHUs y4e6HOro 000pyIoBaHHs —
ayn.359.

O6yuaromuecs: ¥3 YACHA JIUI C OTPAaHAYCHHBIME BO3MOXXHOCTSMH 3710pOBbS obecreyeHsl Ie-
gaTHBIME ¥ (HJIH) SJIEKTPOHHBIME 00pa30BaTebHBIME Pecypcamu B popMax, alanTHPOBAHHBIX K OT-
paHWYIECHHSIM HX 30POBbS.

JIOTIOTHEH)S ¥ H3MEHeHus 0{00peHb! Ha 3aceianuy Kadenpsl « 27» aBrycra 2018 r.

3apenyromuii Kadenpoi Mull I1.B.MBaHOB
(®M.0.)
BHECEHHEIE H3MeHenus yrBepxzaio: «30 » asrycra 2018 . ~
JlexaH dakynsrera 4 E.IN JIykpsHYeHKO

(MOAMHCEH) (®.H.0.)



11. JOOOJIHEHUS 1 UBSMEHEHMS B PABOYEHN 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
MPOBEJEHAS TMPOMEXYTOUYHON ATTECTAIMM OBYYAIOUIAXCH TIO
TACIATLIIAHE

Bomnpocs! 1151 npoBenennsi arrecranuu B popme 3auéra:
1.CocTaB HOpMATHBHO-METOIUYECKON 0a3bl TOKYMEHTAIMOHHOTO 00ECTICUCHUSI.
2. OcHOBHBIE TIOHATHSA JOKYMEHTUPOBAHUS YIIPaBICHUECKOH 1eATeIbHOCTH.
3. O0ume u crienuanbHble GYHKIUN OQUITHATEHBIX TOKYMEHTOB.
4. YHaudukanus v cTaHAapTH3aLuUs YIIPaBICHYECKUX TOKYMEHTOB.
5. Knmaccudukarus JTOKyMEeHTOB.
6. OdopmieHre peKBU3UTOB YIIPABICHUYECKUX JOKYMEHTOB.
7. BiaHku JOKYMEHTOB U TPEOOBaHUS K HUM.
8. OdopmieHre B JOKyMEHTaX 3HAKOB MPEMUHAHUS U CUMBOJIOB.
9. OpopmieHne nmosuei, HyMepaluu CTPaHUIl B TOKyMEHTaX.
10.0dopmienue qaT u yucen 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(DHUITMAIBHO-EIIOBOTO CTHJIS.
15.Ynorpebnenne NponucHBIX 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 pacnycaHue, €ro PeKBU3UTHI U OCHOBHBIC CBEJICHUS, COACPIKAIIUECS 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. Buapl pacniopsauTenbHbIX JOKYMEHTOB, UX OCHOBHOE Ha3HAUCHHE.
24. Ilpuka3, ero peKBU3UThl U OCHOBHBIE YAaCTU TEKCTA.
25. PexBU3UTHI yKa3aHUS U 1EJIb U3JaHUs JAHHOTO JIOKYMEHTA.
26. PacniopsikeHue, ero peKBU3UThL. BOpockl, 0 KOTOPBIM U3JAETCsl PACHOPSKEHUE.
27. Pemenue, ero pekBu3uThl. Opranbl ynpaBieHHUs, UMEIOIINE MTPaBO K U3IaHUIO JTAHHOTO JIOKYMEH-
Ta.
28. PexBU3UTHI MOCTAHOBJICHUS U 1I€JIb U3AaHUS JAHHOTO JIOKYMEHTA.
29. Buasl uH(MOpMaIlMOHHO-CIPABOYHBIX TJOKYMEHTOB, HX OCHOBHOE Ha3HAYCHHE.
30. IIpoToKkOI1, €ro PeKBU3UTH K OCHOBHBIE YAaCTH TEKCTA. BHUIBI MPOTOKOJIOB.
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 TEKCTAa. BHUIBI 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 OQPOPMIICHUIO TPYAOBOTO JOTOBOPA.



39. OdopmiieHre TPUKA30B 10 JTHYHOMY COCTaBY.

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

42. CocTaB I0OKyMEHTOB JIMYHOIO JIeJIa.

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. Opranu3zanusi paboThl C JOKYMEHTaMH.

47. TTopsnok 06pabOTKH MOCTYMAIONINX U OTIPABISIEMBIX JTOKYMEHTOB.

48. ITopsimok 0OpabOTKH OTIIPABISIEMBIX TOKYMEHTOB.

49 Ilopsiiok 00pabOTKH BHYTPEHHHX JTOKYMEHTOB.

50.Peructpanus 10KyMEHTOB.

51.0Opranu3zanusi KOHTPOJISE 32 UCIIOJIHEHUEM JIOKYMEHTOB.

52.XpaHeHue JOKYMEHTOB.

53.CocraBiieHne HOMEHKJIATYphbl J€J1 OpraHU3aluy.

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 ANEKTPOHHOTO JOKYMEHTA €ro MPEUMYIIeCTBa U HEAOCTATKH.
59.CocraBiieHue 10KyMEHTOB.

60.ABTOMAaTH3MpPOBAHHAS MPOIIeypa padOTHI C TOKYMEHTaMHU.

61.21eKTpOHHBIE OPUCHBIE CUCTEMBI.

62.XpaHeHue JOKYMEHTOB B JIEKTPOHHOM (hopme.

PacueTrHo-rpapuueckas padora cTyaAeHTOB 04HOW (GopMBbI 00yUeHHs
PacuetrHo-rpaduueckast pabota UMeeT LEeIbI0 3aKPEIICHHs] TEOPETUUECKIX 3HAHUN MO0 COCTABIICHUIO U
o OpMIICHHIO TOKYMEHTOB B JICATeIbHOCTH opranu3anuu. B 3amaun PI'P BxoquT:

1.CocraBnenue u oopmiieHHE OCHOBHBIX BUOB yIPABICHUECKON JOKYMEHTAIIHH.
2. CocraBnenue u opopmiieHre 10kyMeHToB ¢ nomoiibto [1K, mpu ucnons3oBaHum nakera aB-
toMmarusanuu Microsoft Office.

CTpyKTypa MOsSICHUTENBHOM 3aMCKU pacyeTHO-Tpadudeckoil paboTsl
U €€ OPUEHTHPOBOYHBIN 00BEM

Beenenue (1 c.)
1.Cocrapnenue u ohopMIICHHE OCHOBHBIX BUJIOB YITpaBlieHUECKOM qokymeHTanuu: (8 -10 ¢.)

1.1 Opranu3anMOHHBIX JOKYMEHTOB;

1.2 PaciopsiiuTenbHBIX IOKYMEHTOB;

1.3 MadopmMaImoHHO-CIIPaBOYHBIX JOKYMEHTOB;

1.4 JIOKyMEHTOB I10 JIHYHOMY COCTaBY.
2. CocraBnenue 1 opopmiieHHe JOKYMEHTOB ¢ noMorisio 11K, npu ncnonp3oBaHuy nakeTa aBTOMaTH-
3aruu Microsoft Office: (4 c.)

2.1 Coznanue u o(hopMIIEHHE TOKYMEHTA yIIPaBIEHYECKON JesTeIbHOCTH C IIOMOLIBIO CUCTEMbI
Microsoft Word;

2.2 Co3nanue u opopMIICHHE TUArpaMMBbI K JICTIOBOMY MHCbMY C TIOMOIIBIO cucteMbl Microsoft Ex-
cel,

2.3 Co3nanue U opOpMIICHHE MPE3ECHTAMU HOBOM MPOAYKIMH (YCIyr) ¢ TOMOIIbI0 cucteMbl Mi-
crosoft Power Point.

3akmouenue. (1 c.)

PacueTHo-rpadmyeckasi padoTa BBIIIOJTHIETCS CTYJCHTOM HWHIWBUAYAJILHO BO BHEAYIUTOP-

HOE BpeMsl, CAMOCTOSITENILHO 10 WHIWBUYaIbHBIM UCXOJHBIM JAaHHBIM BapHaHTA 3aJaHUs B COOTBET-
CTBHUE C pa3paboTaHHBIMM MeToanueckuMu ykazaHusmu. [locie nmpoBepku U A0pabOTKU yKa3aHHBIX



3aMevaHuil, padora 3anumaercs. [Ipy NoJ0KHUTENbHON OLIEHKE BHIIOJHEHHOM CTYyIEHTOM paboThl Ha
TUTYJIBHOM JIUCTE CTAaBUTCA - ""3auTeHO". MakcumaiibHOE KoamdecTBO OamtoB 3a PI'P — 15 Gamnos.

JJ1st KOHTPOJISL YCIIEBAEMOCTH O0YUaIOIIUXCS U OLICHKU PE3YJIbTATOB OCBOCHUS IUCHUTLIIUHBI
MpUMEeHsieTcs OaJlIbHO-PEUTUHIOBAs cUcTeMa, pa3paboTaHHas B COOTBETCTBUH ¢ [lonoxkeHueM o te-
KyIei arrecranuu odydaronuxcs 8 HUMU JICAY.

[TpomexyTouHas aTTecTalus CTyJeHTaMi O4YHOU (opMbl 0O0yUeHUs BKIIOYaroIIel B cedst mpo-
BeneHue mexkyuez2o (TK), npomescymounozo (IIK) v umozoeozo (UK) KOHTpONs 110 AUCUUILIMHE.

Texymmii kouTpoJb (TK) ocymiecTBisercs B TeUeHHE CEMECTpa M MPOBOAUTCS 10 j1abopa-
TOPHBIM pa0doTaM U MPAKTHUYECKUM 3aHSITHSIM, & TaKXKe 10 BUIAM CaMOCTOSATEIHHOU pabOThl CTYICH-
ToB (PI'P). ®opmamu TK saBsFOTCS: 0TUET 10 J1TaOOpaTOpHOU paboTe; 3allKuTa pacueTHO-TrpadUIECKOi
paboThI; KOHTPOJIBHAS PadOTa MO MPAKTUICCKUM 32IaHHUSIM.

B teuenue cemectpa mpoBoasarcs 2 npomexxyrounsix koutpods (ITIK1, TIK2). B xoxe mpome-
xyrouHoro koHTposst (IIK) nposepsitorcs Teopernyeckue 3HaHUA. JJaHHBIH KOHTPOJIb IPOBOAUTCSA 110
paznenaM (MOIyJNsIM) AUCLUHUIUIMHBL 2 pa3a B TEUEHHE CEMECTpa B YCTaHOBJIIEHHOE paboueil mporpam-
Mot BpeMsi. DopMamMu KOHTPOJIS SIBISIOTCS KOJUIOKBUYM, KOHTPOJIbHBIE Pa0OTHI.

HUrorosbiii KoHTPOJIb (UK) — 3T0 3a4éT M0 IUCHUIUIMHE B 1IEJIOM.

Hoaubiii GOHI OLEHOYHBIX CPEACTB, BKIKYAKIIMHA TeKYIH KOHTPOJb YCIIEeBAeMOCTH U
nepevyeHb KOHTPOJIbHO-U3MepPUTEIbHBIX MaTepuaioB (KUM) npuBenen B npujiokeHun K pado-
Yyel mporpaMme.

8. YUEBHO-METOJAMYECKOE W HWH®OPMALMOHHOE OBECHEYEHHUE
JUCLUIINHDBI

8.10cHoBHas TUTEpPaTYypa

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

2. breikosa, T.A. lenonpou3BoactBo [Tekcr]: yae6nuk / T.A. brikosa, J.M. BsimoBa, M.B.
Cankuna; noa pen. T.B. Ky3nenosoit — 3 —e u3n., nepepab u gomn. —-M.: UHOPA-M, 2013. -363 c.
(15 7x3.)

3.Cepena, M.B. JloKkyMEeHTHpOBaHHE YIPAaBICHUYECKOM JEATEIBHOCTH [DJNEKTPOHHBIN
pecypce] : yuel. mocobue [y CTya. 04. U 3a04. GOpMBI 00yY. HAmpasil. MOATOT. "DKOHOMHKA',
"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 'AY. - Dnexkrpon. nan. - HoBouepkacck, 2017. - XKM/I; PDF; 1,39 Mb. - Cucrewm.
tpedoBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . - 3arn. ¢ axpaHna.

4. I'punoepr, A.C. JlokyMeHTallMOHHOE obeclieueHue ynpaieHus [ DIeKTPOHHBIN pecypc]:
yuebHuk / A.C. I'punbepr, H.H. I'opbaues, O.A. MyxameTimnHa — 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 lomotHUTEILHASI JIUTEPATypa

1. Kysuenos, U.H. [enonpousBonctBo [Tekcrt]: yuebno - crpas. nmocodbue / .H. Ky3ne-
1IOB. — 6 — e u3n., mepepad. u gom. — M.: JlamkoB u K, 2013. — 459 c. (3 7k3.)

2.Cepena, M.B. JlokymMeHTHpOBaHHE yIIpaBICHUECKON jestenbHOCTH [Tekcr]
NOPaKTUKYM [JJIS CTYI. 04. M 3204. (popM 0Oyd. Hampasil. NOAroT. "DOkoHoMmHKaA", "MeHemKmeHT",
"ITen. oopazoBanme", "Corr. padota", "[Ipod. o6yuenue", "3emneycrpoiictBo u kagactpsl'] / M. B.
Cepena, II. B. HBanos, B. A. I'ybaueB ; HoBouepk. umx.-menuop. uH-T JloHckoit ['AY. -
Hosouepkacck, 2017. - 70 c. (3 7k3.)


http://biblioclub.ru/

3.Cepena, M.B. JIoKyMEHTHpOBAaHHE YIPABICHYECKOW MICSITEILHOCTH [DJICKTPOHHBIN
pecypc] : TMpaKTUKyM [[I1 CTy[d. OYH. W 3a04H. ¢opM 0OydY. Hampami. MOATOT. "DKOHOMHKA',
"Menemxment", "Ilen. obpazosanue", "Com. pabdora", "lIpod. obyduenue", "3eMiaeycTpoHCTBO U
kamactpel'] / M. B. Cepena, II. B. MBanos, B. A. I'y6aueB ; HoBo4yepk. WHXK.-MEIHOp. HH-T
Honckoit 'AY. - Dnexrpon. nan. - HoBouepkacck, 2017. - XKM/I; PDF; 1,11 Mb. - Cucrewm.
tpeboBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . - 3aru. ¢ ’3xpana.

4.JIOKyMEHTUPOBAHHE YIPABICHYECKON AeITeNbHOCTH [ TeKCT] : MeTo/. yKas. 1o BbII. J1a0.
paboT [ms cTya. o4. ¥ 3a04. popM 00yd. Hampasil. MoAroT. "Dkonomuka'", "Menemxment", "[len.
obpazosanue", "Coi. padota", "IIpod. oOyuenne", "3emueycrporicTBo u Kagactper'] / HoBodepk.
uHxK.-memmop. uH-T JIATAY, xad. menemxkmenTa u undopmartuku ; coct. M.B. Cepena, E.A. Jleesa,
B.A. I'y6aues . - HoBouepxkacck, 2017. - 73 c. (3 9k3.)

5. JIokyMeHTHpOBaHUE YIPABJICHUYECCKOW ACSITCIBHOCTU [DJIEKTPOHHBIA pecypc| : METOI.
yKa3. 0 BHIML. JI1a0. paboT [ CTyA. o4. U 3a04. opM 00ydY. HAmpaBil. MOJATOT. "DKOHOMHKA',
"Menemxment", "llen. obpazoBanue", "Com. pabdora", "[Ipod. oOyuenue", "3emiaeycTpoicTBO U
kagactpsl'| / HoBouepk. umx.-menuop. uH-T AI'AY, xad. MeHemxMenTa 1 nHOOPMATHKH ; COCT.
M.B. Cepena, E.A. Jleea, B.A. I'ybaues . - DnekTpoH. naH. - HoBouepkacck, 2017. - XKM/I; PDF;
1,4 MB. - Cucrem. tpeboBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . - 3aru. ¢ skpaHa.

6. JlokymMeHTHpOBaHUE YIpaBlieHUYECKON naeaTenbHOCTH [TekcT] : MeTon. yka3. MO BBIIL
pacu.-tpad. paboTBl [mIg cTym. 04. W 3a04. GopM o0Oyd. Hampami. MOATOT. "DKOHOMUKA'",
"Menemxment", "[len. obpazosanue", "Com. padota", "lIpod. obyduenue", "3eMiaeycTpoicTBO U
kamactpel"| / HoBouepk. nuxk.-menuop. uH-T JAIAY, kad. MeHepKMeHTa 1 MHPOPMATUKH ; COCT.:
M.B. Cepena, E.A. JleeBa, 11.B. Tkauenko. - HoBouepkacck, 2017. - 55 c. (3 9k3.)

7.JIoKyMEHTUPOBAHUE YIPABICHYECKON MACSITEIIBHOCTU [DJIEKTPOHHBIM pecypc]| : METO/I.
yKa3. Mo BbIN. pacu.-Tpad. paboTel [Ans CTyd. 0o4. M 3a04. (opm 00yd. Hampapi. MOATOT.
"Oxonomuka", "Menemkment", "llen. oOpasoBanme", "Com. paGora", "lIpod. oOyuenue",
"3emineyctpoiictBo U kanactpbl'| / HoBouepk. unx.-menuop. uH-T JAI'AY, kad. MeHeKMeHTa U
uHpopmaruku ; coct.. M.B. Cepena, E.A. Jleea, W.B. Tkauenko. - ONeKTpoH. JdaH. -
Hosouepkacck, 2017. - )KM/JI; PDF; 842 Kb. - Cuctem. tpeboBanus : IBM PC ; Windows 7 ;
Adobe Acrobat X Pro . - 3aru. ¢ skpana.

8. SuxoBuu, LI.A. Jlenonpou3BoACTBO B KaJApOBOH cCiyx0e [DIEKTpOHHBIN pecypc] :
yueOHuk/I11.A. SlakoBrY. — DnexTpoH. naH. — Mocksa : FOuuTn-/ana, 2015. — 161 c. — ISBN
5-238-01076-1.— Pexum nocryna: http://biblioclub.ru — 3arn. ¢ sxpana.- 21.08.2019

9. Ky3nemnos, 1.H. JlenoBoe mucbMo [ DNeKTpOHHBIN pecypc] : yd4eOHO- CIpaBOYHOE TTOCO-
6ue / U.H. Ky3nenos. — 5-e u3g. — DnekTpoH. 1aH. — Mocksa : Jlamkos u K, 2015.- ISBN 978-
5-394-02213-5. - Pesxxum goctyna: http://biblioclub.ru — 3ar. ¢ skpana.- 21.08.2019

8.3 CoBpemenHble npogeccnoHanbHble 0a3bl 1 HHPOPMALMOHHBbIE CIIPABOYHBIE CHCTEMbI

HaunmeHoBaHHe pecypca Pexum focryna

opurmaneueiii cait HUMU ¢ nocty- | www.ngma.su
IIOM B 3JIEKTPOHHYIO OUOJINOTEKY

Poccuiickas rocymapcTBenHas 6uo- https://www.rsl.ru/
anoTeka ((HoH[ IITEKTPOHHBIX JTOKY-
MEHTOB)

WNudopmanmonnas cuctema «Emunoe | http://window.edu.ru/

OKHO JocTyna K oOpasoBarenbHbM | http://window.edu.ru/catalog/resources?p rubr=2.2.75.21.6
pecypcam» Paszmen OOpasoBanme B
06J'IaCTI/I ODKOHOMHMWKH U VIPABJICHUS,
00pa3oBaHue B 00JACTH 3eMJIISICITHS

[Topran yueOHUKOB U IUCCepTaluii https://scicenter.online/

VYuuBepcuterckas napopmarmonnas | https://uisrussia.msu.ru/
cuctema Poccust (YUC Poccus)



http://biblioclub.ru/
http://biblioclub.ru/
https://www.rsl.ru/
http://window.edu.ru/catalog/?p_rubr=2.2.74
http://window.edu.ru/
http://window.edu.ru/catalog/resources?p_rubr=2.2.75.21.6
https://scicenter.online/
https://uisrussia.msu.ru/

DnekTpoHHas 6ubnuoreka "Hayunoe | http://e-heritage.ru/index.html
Hacnenue Poccun"

DnexTpoHHas oubnmoreka yuebuukos | http://studentam.net/

Cnpasounas cuctema «Koncynprant | Cormamenune OVS mist pernennii ES #V2162234
TUTEOC)

CnpaBounas cuctema «e-library» JIM1eH3MOHHBIH JIOTOBOP SCIENCEINDEXNeSIO-
13947/34486/2016 ot 03.03.2016 ¢

Ilepeuenn porosopoB IbC odpa3oBartesibHOI opranusauuu Ha 2019-2020 yu. roa

Cpok aeiicTBust
HaumMeHoBaHUe TOKyMEeHTA ¢ YKa3aHHEM PeKBH3HTOB

JAOKYMEHTAa
Jorosop Ne 354 Ha okazaHue ycCiyr 110 IPEJOCTaBICHUIO JOCTYIA K AJIEK- ¢ 14.06.2019 r. no
TpoHHBIM H3AaHusIM oT 05.03.2019 r. ¢ OO0 «9BC Jlaub» 13.06.2020 r.
Horosop Ne 001-01/19 06 oxazanuu nH(GOPMAIIMOHHBIX YCIYT OT ¢ 14.01.2019 r. mo
14.01.2019 r. ¢ OO0 «HexcMenua» 19.01.2020 r.

JononuurensHoe cornamenue Ne 1 k foroopy Ne 5 ot 08.02.2019 r. Ha
OKa3aHHUEe yCIYT 1O MPEIOCTaBICHUIO JOCTYIA K 3IEKTPOHHBIM U3aHUSIM C

¢ 20.02.2019 . mo

000 «OBC Jlaaby» 20.02.2020 r.
Horosop Ne p08/11 Ha oka3aHHe yCIyT MO MPEIOCTABICHUIO JOCTYIIA K ¢ 30.11.2017 r. mo
aneKTpoHHBIM u3sianusaM oT 30.11.2017 r. ¢ OO0 «M3narenbcTBo Jlanb) 31.12.2025 r.
HoroBop Ne 5 Ha okazaHue ycIyT 0 IPEIOCTaBICHUIO IOCTYIIA K DJIEK- ¢20.02.2019 r. o
TpoHHbIM U3AaHusIM oT 08.02.2019 r. ¢ OO0 «3bC Jlaub» 20.02.2020 r.

¢ 27.04.2018r. o
OKOHYaHUs HEUCKJIIO-
YUTEJBHBIX IIPaB Ha
IPOU3BEICHUE

Horosop Ne 48-11 Ha iepeayy MPOU3BEACHUS HAYKH U HEUCKITIOUNUTEb-
HBIX I1paB Ha ero ucnonb3zoBanuu ot 27.04.2018 r. ¢ ®DI'BHY «PocHU-
NIIM»

8.4 MeToauuecKkue YKazaHus Jas oﬁyqamnmxcﬂ 0 OCBOCHHIO JTUCHMIIIMHBI

1.ITonoxeHne o0 MPOMEXYTOUHOM aTTecTaly 00yJaroIuXcsi MO MporpaMMamM BbICIIEro oopa-
30BaHMs [DIEKTpOHHBIN pecypc] (BBemeHO B neiicTBue npuka3zom aupekropa HUMU Jlonckoit [AY
Ne3-OJ1 ot 18.01.2017 r.) /HoBouepk. unx.-Menuop. uH-T JJoHckoit ['AY.-Dnektpon. nan.- HoBouep-
Kacck, 2018.- Pexxum mocryma: http://www.ngma.su

2. TunoBble GOPMBI TUTYJIBHBIX JTUCTOB TEKCTOBOI JOKYMEHTAIMH, BHIIIOIHIEMOM CTYAEHTaMH
B yueOHOM mporiecce [ DneKTpoHHbIH pecypc]/ HoBouepk. nmx.-memuop. uH-T JAUAY. — DnexTpoH. naH.
— HoBouepkacck, 2015. — Pexxum gocrtyna: http://www. ngma.su.

3. ITlonmoxxeHue o Tekyueil arrecrauuu obyuatouxcs B HUMUMN ITAY [OnekrponHslit pe-
cypc] (BBemeHo B neiictBue mpukazom aupektopa Nell9 ot 14 urons 2015 r.) / HoBodepk. HHX.-
Menuop. uH-T [onckoit T'AY.-Dnektpon. pnan.- Hoouepkacck, 2015.- Pexum gocryna:
http://www.ngma.su

[Tpuctynas K W3y4eHHMIO TUCLUIUIMHBI HEOOXOJUMO B MEPBYIO OYepedb O3HAKOMMTHCS C CO-
nepxanuem PIT/IL. IIpu caMocTOATENBEHOM M3YYEHUH TEMBI CIETIaTh KOHCIIEKT, UCIIOIb3Ysl PEKOMEH0-
BaHHble B PIIJ] nutepaTypHble HICTOYHUKU U pecypchbl HHPOPMAIMOHHO-TEIEKOMMYHUKAIIMOHHON ce-
1 «HTEepHETY.

8.5 TlepeyeHb MH(POPMAINMOHHBIX TEXHOJOTHH H MPOrPaMMHOIO 00ecTeYeHHsl, HCIOJIb3yeMbIX
NIPH OCYLIECTBJIEHNHU 06Pa30BaTEIHLHOIO Mpolecca

IlepeyeHb JMIIEH3MOHHOTO IIPOTPAMMHOIO
o0ecnevyeHus PexkBHM3MTHI NOATBEPKAAIONIIETO



http://e-heritage.ru/index.html
http://studentam.net/
http://www.ngma.su/
http://www.ngma.su/

JOKYMEHTA

IIporpammMHas cuctema Juisi OOHApYXEHHUsST TEKCTOBBIX
3aMMCTBOBaHUI B Y4eOHBIX M HAYYHBIX padboTax «AH-
tunaruar. BY3» (uatepHer-Bepcus);

Monyns «IIporpaMMHBIN KOMIUIEKC IIOMCKA TEKCTOBBIX
3aMMCTBOBAaHUN B OTKPBITBIX MCTOYHUKAX CETH UHTEP-
HEeT»

Jlunensuonnslidi  goroBop Ne 662 ot
22.01.2019 r. 3A0 «Antu-Ilnaruar»y (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)

CyOnuiieH3nOHHBIT JIOTOBOP No
Tr000302420 ot 21.11.2018 r. AO «Codt-
Jlaitn  Tpeuip» (¢ 21.11.2018 r. 1o
31.12.2019.)

CyOnuneH3nOHHBIT JIOTOBOP No
Tr000302417 ot 21.11.2018 r. AO «Codrt-
Jlaitn  Tpeuip» (¢ 21.11.2018 r. 1o

31.12.2019r.)

Dr.Web®Desktop Security Suite Aatusupyc + 1Y

I'ocynapcTBeHHbIN (MyHULMNANBHBIN) KOH-
tpakT Ne PI’A05210005 ot 21.05.2019 1. Ha
nepeaayy HEMCKIIOYMTEIbHBIX IpaB Ha HUC-
nosib3oBaHue mnporpamm aius OBM OO0
«Komnanus 'OHJIAJIb®» (¢ 21.05.2019 r.

1o 21.05.2020 r.)

9. OMUCAHUE MATEPHAJIbBHO-TEXHUYECKOM BA3bl, HEOEXOJIUMOM JIJIs
OCYHECTBJIEHUA OBPA3OBATEJIBHOT'O ITPOLHECCA IO JUCIUITJIMHE

VYyebHas ayautopusi Uil MPOBEACHUS 3aHATUN
JEKUHUOHHOTO THMa, aya. 227 (Ha 50 mocaxo4HbIX
MecT) mo anpecy: 346428, PocroBckas o0iacts,
r. HoBouepkacck, yn. [Iymkunckas, 111.

CriennanbHOE TIOMEIICHUE YKOMIUIEKTOBAHO CIIC-
[UATU3UPOBAHHON MEOENbI0 U TEXHUYECKUMU
CpeICTBaMU OOyUCHUS, CITY>KAITUMHE IS TIPe/I-
cTaBiieHUs uH(popManuu 60IBIION ayAUTOPHH:

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

— Kommnbrorep € BbIX0A0M B ceTh «HTepHET» U
JIOCTYTIOM B DJIEKTPOHHYIO HH()OPMAIIMOHHO-
obpazoBarenbhyto cpeny HUMU Jlonckoii
I'AY: Imango — 17 mr., Flex — 1 mT.;

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

— DOkpan HacTeHHbIH — 1 mT.;

—  VYueOHO-HaArIAAHBIE HOCOOMA — 15 mmiT.;

—  Jocka — 1 mir.;

— Paboune mecTta CTy€HTOB;

Pabouee mecTo mpemnoraBaTes.

VYuebHas ayauTopus U MpoBeIeHHs 1adopaTop-
Hbix pabot Ha IIK, ayn. 227 (ma 50 mocagouHbIX
MecT) mo anpecy: 346428, PocroBckas o0macts,
r. HoBouepkacck, yi. [Tymkunackas, 111.

CrneunaibHOE TOMENICHUE YKOMIUIEKTOBAHO CIie-

[IAATU3UPOBAHHON MEOENIbIO U TEXHHUYECKUMHU

CpeICcTBaMU OOyUYEHUSs, CITYKAITUMHU IS TIpe/I-

cTaBiieHUs HH(opManuu 60IbIION ayAUTOPHUH:

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

— KomMmmbrotep € BBIX00M B ceTh «MHTEpHET» 1
JIOCTYTIOM B AJICKTPOHHYIO HH(GOPMAIIHOHHO-
obpasoBatenbHyto cpeny HUMMU Jlonckoi




I'AY: Imango — 17 mrr., Flex — 1 mT.;
— Monurop 17" KK VS — 17 mr., 24" )KK
Beng — 1 wr.;
— DKpaH HaCTeHHBIN — 1 mIT.;
—  VYuyeOHO-HarIsAAHBIE HOCOOKUS — 15 mmiT.;
— Jlocka — 1 mr.;
— Pabouwne mecra cTyAeHTOB;
Pabouee MmecTo mpenoaBarersi.

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

CrennanbHOE IOMEIIEHUE YKOMIUIEKTOBAHO CIie-
[IUATI3UPOBAHHON MEOEIbI0 U TEXHUYECKUMHU
CpelCcTBaMU OOyUYeHUs, CITYKallUMHU JUIs TIpeI-
cTaBlieHHs HH(OpPMAIK OONBIION ayAUTOPUH:

— Kowmmnbrorep € BbIXoa0M B ceTb «HTepHeT» U
JIOCTYIIOM B 3JIEKTPOHHYIO HH()OPMALIMOHHO-
obpazoBarensuyo cpeqy HUMU Jlouckoit
I'AY: Pentium-2 — 1 mwr.;

—  Monurop 15» COMPAG 7500 1 mT.;

— TIIpoexrop NEC (nepenochoii) — 1 mr. ¢ 3k-
paHom — 1 mir.;

—  VYueOHO-HaArISAHBIE TOCOOHUS — 7 IIT.;

— Jlocka — 1 mT.;

— Paboune mMecTa CTYCHTOB;

Pabouee mecTo npenogaBares.

VYuebHas ayauTopus sl MPOBEACHUS IPYIIOBBIX
U UHIUBUIYaIbHBIX KOHCYNbTaUMH, aya. 336 (Ha
20 mocagmouHbIx MecT) mo azapecy: 346428, Poc-
TOBCKast 00JacTh, r. HoBouepkacck,
yi. [lymkunckas, 111.

VYyeOHast ayauTopusi AJisi MPOBEACHUS TEKYIIETO
KOHTPOJISI WU TPOMEXKYTOYHOM aTTeCTallWH, ayl.
336 (ma 20 mocagoyHBIX MeECT) IO ajpecy:
346428, PocroBckas obOmacth, T. HoBouepkacck,
ya. ITymkunnckas, 111.

CrennanbHOE TOMEIIEHHE YKOMIUIEKTOBAHO CIie-
UATH3UPOBAHHON MEOCITbI0 U TEXHHYECKUMU
CpelCcTBaMU OOyUYeHUs, CITYKallUMHU [ TIpe/I-
cTaBJicHHUs WH(DOpMAUK OOJIBIION ayAUTOPHH:

— Kowmmnsrorep € BbIXoaoM B ceTh «HTepHeT» 1
JIOCTYTIOM B 3JIEKTPOHHYIO HH()OPMALIMOHHO-
obpazoBarenbhyto cpeny HUMU Jlonckoi
I'AY: Pentium-2 — 1 mr.;

—  Monurop 15» COMPAG 7500 1 mT.;

— TIIpoexrop NEC (nepenocHoii) — 1 mr. ¢ 9k-
paHom — 1 mir.;

—  VYueOHO-HarIsAHBIE TOCOOHUS — 7 IIT.;

— Jocka— 1mr.;

— Paboune mMecTa CTYJACHTOB;

Pabouee mecTo mpemnoraBaTes.

[Tomemienue A caMOCTOSATENbHONW — paboTHI,
ayn. [118 (ma 12 mocalioyHBIX MECT) IO ajapecy:
346428, PocrtoBckas obnacth, T. HoBouepkacck,
yn. [lymkunackas, 111

[ToMerieHne yKOMIJIEKTOBAHO CIIELMATU3UPO-
BaHHON MeOeJbI0 U OCHAIIEHO KOMITBIOTEPHOMH
TEXHUKOH ¢ BO3MOXHOCTBIO MOJIKJIIOYEHHUS K CETH
«HTepHeT» 1 0obecneueHneM JI0CTyIa B K-
TPOHHYIO HH(POPMALMOHHO-00pa30BaATEIbHYIO
cpeny HUMM [Jonckon 'AY:

Cepsep IMANGO — 1 mt.;
— TepMuHnanbHas craHuus L110 —12 mr.;
—  Monurop 22" XK Aser — 12 mwr.;
— IInorrep — 2 mir.;
— Ckanep — 1 mir.;
— Ilpunrep — 1 mrt.;
— Paboune mMecTta CTYI€HTOB;




— PabGodee MecTo mpenoaBaTelis.

[Tomemenue i XpaHeHHUsI U TPOYUTAKTHIECKO-
ro OOCITyXHBaHHS ydyeOHOTO 00OpYyIOBaHWSI,
ayn. 359 mo anpecy: 346428, PocroBckas 00-
nactb, r. HoBouepkacck, yi. [lymkunckas, 111

[ToMerieHne yKOMILIEKTOBAHO CIIEIIHATU3UPO-

BaHHOM MeOeJIbl0 U OCHAILIEHO KOMIIbIOTEPHOI

TEXHUKOH ¢ BO3MOXXHOCTBIO MOJIKIIOYEHHUS K CETH

«MHTEpHET» U 00ecrieueHHEM AOCTYyIa B JIEK-

TPOHHYIO HH(POPMALMOHHO-00Pa30BaTEIbHYIO

cpeny unctutyra HUMMU [lonckoii 'AY:
Kommnbrotep — 3 mr.;

-  MonuTop — 3 mrT.;

- Cron-5mrt,;

—  YcTaHOBOYHBIE AUCKH C IIPOTPAMMHBIM
00eCIICUCHUEM;

- Pa0ouue mMecTa COTpYJTHUKOB.

JlononHeRys 1 M3MEHEHHS PACCMOTPEHB
apenyrouii kagenpoit

BHECCHHbIE H3MeHerus yrBepxa/4Q27y aprycta 2019r.

ceanru Kadenpsl «26» asrycta 2019r.
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B pa6ouyro nporpammy Ha BeceHHHUit cemecTp 2019 - 2020 y4yeOHOro roga BHOCATCS
M3MeHEeHHS  JIOTIOJHEHO COJIepKaHHe CIEAYIOIIMNX Pa3esioB U MOIPa3/IeloB padodell IporpaMMsl:

8.3 CoBpemenHbIe nMpogeccuoHaIbHbIE 02361 H HH(pOPMaLHOHHBIE CIPaBOYHbIe cicTeMbl [lepedyeHs 10roBopoB
IBC o0pa3oBaTenbHOii 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 XapakTepa, cocTaBisiromumM 6a3y nanueix 9bC «JIAHb» 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 Jorosop Ne 501-01/20 06 oka3anuu HHOOPMAITMOHHBIX 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 . ¢
OT'AOY BO «PI'Y medtn u raza (HIY) umenu .M. I'yOxuna» TOCTIEAYIOIIEeH TIPOJIOHTa-
e
2019/2020 JoroBop Ne 10 Ha oka3aHHE YCIYT [0 MPEAOCTABICHUIO TOCTYIa ¢ 28.10.2019 r. mo
K 3NeKTpOHHBIM H31aHIsIM 0T 28.10.2019 1. ¢ OO0 «3bC Jlanb» 28.10.2020 1.

8.5 IlepeueHpr MHPOPMAIIMOHHBIX TEXHOJIOTUN U TPOTPAMMHOTO 00€CTICYEHU S, UCTIOb-

3yeMBbIX MPU OCYLIECTBICHUU 00pa30BaTEIbLHOrO MpoLecca

IlepeyeHb JHIEH3HOHHOI0 POrPAMMHOI0 PeKkBH3UTHI MOATBEPKIAOIIEr0 JOKYMEHTA
odecreyeHus

¢ 01.09.2019 r. mo 31.08.2020 r.

IIporpammHas cucrema i OOHApYyKEHHS TEKCTOBBIX 3a- | JInneHn3noHHsli gorosop Ne 1446 ot 03.02.2020 r. AO
MMCTBOBAHHH B y4eOHBIX W HAYYHBIX paboTax «ArTtummargat» (¢ 03.02.2020 r. mo 03.02.2021 1.).
«Axtumnaruat. BY3» Bepcun 3.3»;

[Mporpammuoe obecnieuenne «MoayIb TTOMCKa
TEKCTOBBIX 3aMMCTBOBaHNI «O0beAMHEHHAs KO-

JICKITUSDY
Microsoft. Desktop Education ALNG LicSAPKk OLVS E | Cy6Gnuuensuonusiii gorosop Ne Tr000418096/44 ot
1Y AcademicEdition Enterprise 20.12.2019 r. AO «CodrJlaitn Tpeiia» (¢ 20.12.2019 r.

mo 20.12.2020 r.)

Cyo0nunensuonnsiii goroop Ne Tr000418096/45

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

JIOTIOIHEHMSI ¥ U3MEHEHHs 0/I00peHB] Ha 3ace/laHnM xadenpsr «20» despains 2020 r.

Sapeayroiuii kadenpoit Mul =L 7 I1.B. iBanos
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11. TOMOJIHEHUS 1 UBMEHEHMSA B PABGOYEHN ITPOT'PAMME

B pa6ouyro mporpammy Ha 2020 - 2021 y4eOHBbIii 1o BHOCATCS U3MEHEHHS -OOHOBIICHO M aK-
TyaJH3UPOBAHO COCPIKAHUE CIICIYIOIINX Pa3/IeioB U MMOAPa3aeioB paboyei mporpaMMel:

7. ®OHJ OLEHOYHBIX CPEJACTB JUIA KOHTPOJISI YCIEBAEMOCTH M
MMPOBEJIEHAS TMNPOMEXYTOUYHOU ATTECTAIIMM OBYYAIOUIUXCH TIO
TACIATLIIAHE

Bomnpocs! 1151 npoBenennsi arrecranuu B popme 3auéra:
1. Opranuzanust paboThl C JOKYMEHTaMHU.
2. OcHOBHBIE TIOHATHSA JOKYMEHTUPOBAHUS YIIPaBICHUECKOH 1eATeIbHOCTH.
3. O0ume u crienuanbHble GYHKIUN OQUITHATEHBIX TOKYMEHTOB.
4.Yuudukanus v cTaHAapTH3aLuUs YIIPaBICHYECKUX TOKYMEHTOB.
5. Knmaccudukarus JTOKyMEeHTOB.
6. OdopmieHre peKBU3UTOB YIIPABICHUYECKUX JOKYMEHTOB.
7. BiaHku JOKYMEHTOB U TPEOOBaHUS K HUM.
8. OdopmieHre B JOKyMEHTaX 3HAKOB MPEMUHAHUS U CUMBOJIOB.
9. OpopmieHne nmosuei, HyMepaluu CTPaHUI] B IOKyMEHTaX.
10.0dopmienue qaT u yucen 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(DHUIHAIBHO-EIIOBOTO CTHJIS.
15.Ynorpebnenne NponucHBIX 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. lITatHOE pacniucaHue, €ro peKBU3UThI U OCHOBHBIE CBEJIEHUS, COAEpKAILUECS B JAHHOM JI0KY-
MEHTE.
20. [Tonoxxenue, ero peKBU3UTHI. BUIbI OT0KEHUH.
21. Uuctpykuusa. OCHOBHOE Ha3HAUYEHUE JOJKHOCTHOM MHCTPYKIUHU, €€ PEKBU3UTHI U OCHOBHBIE pa3-
JIeJIbl TEKCTa
22. YupenuTenbHbIi J0TOBOP, €r0 PEKBU3UTHI U OCHOBHBIE pa3/ieibl TEKCTA.
23. Buapl pacniopsauTenbHbIX JOKYMEHTOB, UX OCHOBHOE Ha3HAUCHHE.
24. Ilpuka3, ero peKBU3UThl U OCHOBHBIE YAaCTU TEKCTA.
25. PexBU3UTHI yKa3aHUS U 1EJIb U3JaHUs JAHHOTO JIOKYMEHTA.
26. Pacniopsixenue, ero peKBU3UThL. BOpockl, 0 KOTOPBIM U3AETCsl PACHOPSKEHUE.
27. Pemienue, ero pekBU3uThl. OpraHsl yrpaBieHHs], UMEIOLIUE MPAaBO K U3JaHHUIO TaHHOTO IOKyMEH-
Ta.
28. PexBU3UTHI MOCTAHOBJICHUS U 1I€JIb U3AaHUS JAHHOTO JIOKYMEHTA.
29. Buasl uH(MOpMaIlMOHHO-CIPABOYHBIX TJOKYMEHTOB, HX OCHOBHOE Ha3HAYCHHE.
30. IIpoToKOI, €ro peKBU3UTHI U OCHOBHBIE YAaCTH TEKCTA. BHUbI MPOTOKOJIOB.
31. JloknanHble 1 00BSICHUTENBHBIE 3aITUCKH, HX PEKBU3UTHI U OCHOBHBIC 11E€JTM HAMMMCAHUS JTaHHBIX
JIOKYMEHTOB.
32. TpeboBaHus1, MpeabIBISIEMbIE K COCTABIICHHUIO CIIPABOK. BUIBI CIIpaBOK.
33. Ocobennoctu coctaBiaeHus akta. OCHOBHBIE YaCTH TEKCTA. BHUIBI 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 OPOPMIICHHIO TPYAOBOTO JOTOBOPA.



39. OdopmiieHne NPUKA30B MO0 JTUIHOMY COCTaBY.

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

42. CocTaB IOKyMEHTOB JIMYHOIO JIEJIa.

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 JOKYMEHTAIIMOHHOTO 00ECIICUeHHS.
47. Tlopsimok 00pabOTKH MOCTYNAIOUINX U OTIIPABISIEMBIX TOKYMEHTOB.

48. ITopsimok 0OpabOTKH OTIIPABISIEMBIX TOKYMEHTOB.

49 Ilopsiiok 00pabOTKH BHYTPEHHHX JTOKYMEHTOB.

50.Peructpanus 10KyMEHTOB.

51.0Opranu3zanusi KOHTPOJISE 32 UCIIOJIHEHUEM JIOKYMEHTOB.

52.XpaHeHue JOKYMEHTOB.

53.CocraBiieHre€ HOMEHKIIATYphl JeJl OpraHu3aIuu.

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

56.3ammTa TOKyMEHTOB, COAECPKAIIUX KOMMEPUYECKYIO TalHY.

57.YHAUYTOKEHHUE TOKYMEHTOB.

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

60.ABTOMAaTH3MpPOBAHHAS MPOIIeypa padOTHI C TOKYMEHTaMHU.

61.21eKTpOHHBIE OPUCHBIE CUCTEMBI.

62.XpaHeHue JOKYMEHTOB B JIEKTPOHHOM (hopme.

PacueTrHo-rpapuueckas padora cTyaAeHTOB 04HOH GopMBbI 00yYeHHs
PacuetrHo-rpaduueckas pabora Ha TeMy «JlokyMeHTallMOHHOE OOecrieueHue yIpaBlieHUs OpraHu3a-
[Uei» UMEET IEeJbI0 3aKPEIUICHHUSI TEOPETUICCKUX 3HAHUHU 10 COCTABJICHHIO W OQOPMIICHHUIO JIOKY-
MEHTOB YNPABJIEHYECKOU AesaTenbHocTy. B 3anaun PI'P Bxoaurt:

1.CocraBnenue 1 0popMIEHHE OCHOBHBIX BUJIOB YIPAaBJIE€HYECKONW JOKYMEHTAIUH.
2. CocraBienue 1 opopmiieHne JOKYMEHTOB ¢ nomortibio [1K, mpu ucnons3oBanuu makera aB-
toMmarusanuu Microsoft Office.

CTpyKTypa MOosSICHUTENIbHOM 3aMCKU pacyeTHO-Tpadudeckoi paboTsl
U €€ OPUEHTHPOBOUHBINA 00BbEM

Beenenue (1 c.)
1.CocraBnenue u opopmiIeHHE OCHOBHBIX BUJIOB yIpaBlieHUeCcKol TokymeHTarmu: (8 -10 c.)

1.1 Opranu3aMOHHBIX JOKYMEHTOB;

1.2 PaciopsiAMTENBHBIX TOKYMEHTOB;

1.3 lnpopmanimoHHO-CIIPaBOYHBIX JOKYMEHTOB;

1.4 JIokyMEHTOB 10 IMYHOMY COCTaBY.
2. Cocrasnenue u opopmiieHre T0KyMeHTOB ¢ nomoisto [1K, mpu ucnons30BaHuM akeTa 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 JICIOBOMY 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.)

PacueTrHo-rpadmueckasi padora Ha Temy «/lokyMeHTanmoHHOEe oOecrieyeHHe YHpaBIeHUS

OpraHu3alyeil» BBIMOIHIETCS CTYIEHTOM HHJWBHUIYaJbHO BO BHEAYIUTOPHOE BPEMS, CAMOCTOSTEINb-



HO TI0 WHAWBHUIYaJIbHBIM MCXOJHBIM JaHHBIM BapHUaHTa 3a/laHUS B COOTBETCTBUE C pa3padOTaHHBIMH
Meroandeckumu ykazanusiMu. [locie mpoBepku U J0pabOTKH yKa3aHHBIX 3aMeuaHWi, paboTa 3aiu-
maercs. [Ipu MONOKUTETHHOW OLIEHKE BBIMOJTHEHHON CTYJEHTOM pa0OThl HA TUTYJIHHOM JIUCTE CTa-
BUTCA - "3auTeH0". MakcuManabrHOE KoandecTBo 0amioB 3a PI'P — 15 Gamios.

KonTposbHasi pabora CTyJAeHTOB 3204HOH ()OPMBI 00y4YeHHs COCTOUT U3 PACUCTHBIX 3aja-
HHﬁ, OXBaTbhIBAOIIUX KYPC OUCHHUILJIMHBI, U BBIIOJHACTCA 110 OAHOMY U3 YKA3aHHBIX BAPUAHTOB. Bri-
00p BapuaHTa OIPEAECTSACTCS nO NOCAeOHUM 08yM yugdpam 3auemnoii KHuxcku. [lepeuens BapuaH-
TOB 3a/IaHUN KOHTPOJBHOU PabOTHI, METOJIMKA €€ BBHIMOJHCHHS U HEOOX0IMMas IMTepaTypa mpuBe/Ie-
Hbl B MeTOIMYECKUX YKa3aHUSIX JJI1 HATUCAHUsI KOHTPOJIbHOU paboThlI.

KonTposabHasi padora cTy1eHTOB 3204HOi GopMbI 00y4eHHsI

KonTponbHast paboTa BBINOIHIETCS CTYIEHTOM IMOCIE CaMOCTOSATEIBHOIO U3YUEHUsI TEOPETH-
4eCKOro Kypca Mo JAUCHUIUIMHE: «/{OKyMEHTHpPOBaHUE YIIPABICHUECKON NEATEIbHOCTH» U COCTOUT U3
TpEX 3amaHuil (BbIOOpP 3alaHUil OCYIECTBIISIETCS HA OCHOBE JIBYX MocieAHuX 1udp mudpa 3aueTHOU
KHWKKHU CTYJICHTA):
3aganue 1. PaccmoTpenue TeopeTrueckoro Bomnpoca Ha Temy: OCHOBHBIE TPeOOBaHUS K COCTABICHHUIO
1 0(hOPMIICHUIO JOKYMEHTOB OPTaHU3ALMOHHO - PACTIOPSIIUTENLHON IEATEIIEHOCTH B KaJpOBOM JOKY-
MEHTAIIIH.
3aganue 2. PaccMoTpeHne TEOPETUUECKOT0 BONIpOca Ha TeMy: TeXHOIOruH paboThl C JOKYMEHTAMH.
3aganue 3. [Ipaktuueckoe 3aganue: CocTaBUTh M OPOPMUTH OPraHU3AIMOHHBIE, PACTIOPATUTEIBHBIE,
WH()OPMAMOHHBIC JOKYMEHTHI ¥ JIOKYMEHTHI 110 TIEPCOHATY IPEATPUSTHS.

JJ1s KOHTPOJIS yCIIeBaeMOCTH 00YUaIOIUXCS U OIICHKHU Pe3yJIbTaTOB OCBOSHUS AUCHIUTIIMHBI
MIpUMEHAETCS 0aUIbHO-PEUTUHTOBAs CUCTEMa, pa3padoTaHHasi B COOTBETCTBUU ¢ [lonoxkeHuem o te-
Kymiei arrecranuu odydaromuxcs B HUMU JITAY.

[TpomexyTouHas aTTecTanus CTyJIeHTaMU O4HOW (POpMBI 00yUYeHHs BKIIOYAIOUIeH B ce0s mpo-
Benenue mexyuieco (TK), npomescymounozo (IIK) v umozogozo (UK) xoHTpOAsl 1O JUCUUILIIMHE.

Texkymmii koutpossb (TK) ocyiecTBisiercs B TeU€HHUE CEMECTpa M MPOBOAUTCS 10 J1abopa-
TOPHBIM paboTaM U MPAKTHUUYECKUM 3aHATUAM, a TaKKe [0 BUAAM CaMOCTOSTEIbHON pabOTHI CTYACH-
toB (PI'P). ®opmamu TK sABISIFOTCS: OTUET 1O JJaOOpaTOpHOU paboTe; 3aIluTa pacueTHO-rpadUIeCKOit
paboThI; KOHTPOJbHAS paboTa MO MPAKTHUYECKUM 3aJIaHUsIM | JIJISl CTYIEHTOB 3204HOM (JOPMBI.

B teuenue cemectpa nposoasaTcs 2 npoMexyrounbix konTpois (IIK1, I1K2). B xoxe npome-
xytouHoro koHtpoiia (IIK) npoepsitoTcss Teopetnueckue 3HaHus. JlaHHBIM KOHTPOJIb MPOBOAUTCS IO
paznenaM (MOIyJsIM) IUCLUIUIMHBL 2 pa3a B TEYEHHE CEMECTpa B YCTaHOBJIIEHHOE paboueil mporpam-
Moii BpeMsi. DopmMamMu KOHTPOJIS SIBISIOTCS KOJUIOKBUYM, KOHTPOJIbHBIE pa0OTHI.

Hrorosbiit kKouTpoab (MK) — 3T0 3a4€T N0 IUCIUIIIIMHE B LIETIOM.

Hoaubiii GoHI OLIEHOYHBIX CPEICTB, BKIKYAKIIMHA TeKYIIH KOHTPOJb YCIIeBAeMOCTH U
NnepevyeHb KOHTPOJIbHO-U3MepHuTeabHBIX MaTepuaaoB (KMM) npuBeneH B NpuJIoKeHHH K pado-
Yyel mporpamme.

8. YYEBHO-METOJAUYECKOE W HWH®OPMAIMOHHOE OBECHEYEHUE
TUCIUATLITAHBI

8.10cHoBHas IMTEpaTypa

1.Kprokosa H.II.

JIoKyMeHTUpOBaHUE YIIPaBICHYECKOH 1eATeIbHOCTH : ydeOHOe mocoOue AJisi By30B 10 CHelHalbHO-
ctu 080502 "DxoHOMUKa U yrpaBieHnue Ha npeanpustuu (mo orpacisam)” / H. I1. Kprokosa. - Mocksa:
NH®PA-M, 2013. - 267 c. - (Beicmee oopazoBanue). - ['pud YMO. - ISBN 978-5-16-003134-7 : 209-



88. - Tekcr : HeMOCPEICTBEHHBIH.
12 3ka3.
2.beixoBa, T.A.

JHenonpoun3BocTBo : yueOHUK 1151 By30B. / T. A. beikoBa, JI. M. Bsmoga, JI. B. Cankuna ; moja pen
T.B. Ky3nenooii. - 3-e 3., nepepad. u nom. - Mocksa : UHOPA-M, 2013 . - 363 c. - (Beicuiee 00-
paszoBanue. bakanaspuar). - 'pud YMO. - ISBN 978-5-16-004923-6 : 388-41. - Tekct : HEmocpeacT-
BEHHBIM.

15 3Kks3.
3.Cepena, M.B.

JlokyMeHTUpOBaHUE YIPaBICHUECKOHN IEeATEIbHOCTH : KypC JIEKIHH [J1 CTYJJIEHTOB OYHOM U 3a04-
HOM (hopMBbI 00yUYEeHHS CHIEIUATBHOCTH "DKOHOMHUKA U YIPaBJICHUE HAa MPEAIpUATHH (110 oTpacisim)",
"MenemxmenT opranuzamnuu', "IIpodeccnonansuoe oOydeHne (3KOHOMHKA U yIipaBiieHue)" u Ha-
MIPaBJICHUIO MOATOTOBKH "DkoHOMHKA", "Menemkment", "IIpodeccuonansHoe odydeHue (mo orpac-
nsm)"] / M. B. Cepena, B. 1. KocteuteB ; HoBouepk. roc. Mmenuop. akan. - HoBouepkacck, 2013. - 116
C. - 0/1. - Tekcr : HemocpeACTBEHHBIH.

25 3K3.
4.Cepena, M.B.

JlokyMeHTUpOBaHUE YIPaBICHUECKOHN IeATEIbHOCTH : KypC JIEKIHH [ I CTYJJIEHTOB OYHOM U 3204-
HOM (hopM 00ydeHus o HarpasieHuio "JkoHomuka", "Menemxment", "[legarornueckoe oOpa3oBa-
nue"] / M. B. Cepena, B. . Kocteuie ; HoBouepk. roc. menuop. akan. - HoBouepkacck, 2013. - URL
: http://ngma.su (nara obpamienus: 25.08.2020 ). - Tekct : 37K TPOHHBIHA.
5.I'punbepr, A. C.

JlokyMeHTanmoHHoe obecrieueHue ynpasienus : yueonuk / A. C. ['punbepr, H. H. ['opbaues, O. A.
MyxamerimuHa. - Mocksa : FOnutu-/lana, 2015. - 391 c. - URL :
http://biblioclub.ru/index.php?page=book&id=115031 (mara oopamenus: 25.08.2020 ). - ISBN 978-5-
238-01770-9. - TekcT : 2JIEKTPOHHBIH.
6.Cepena, M.B.

JlokyMeHTUpOBaHUE yIPaBICHUECKOHN IeATeIbHOCTH : ydeOHOe mocoOue [ CTYAEHTOB OYHOM U
3209HOU (hopM 00yUeHHUS HANPaBICHUS TOArOTOBKY "DKoHOMUKA", "Menemkment", "[lenaroruye-
ckoe obpazoBanue", "ConuansHas padora", "IIpodeccuonansnoe odyuenue", "3eMaeycTpoincTBO U
kanactpel'] / M. B. Cepena, I1. B. lBanos, B. A. I'y0aueB ; HoBouepk. uHx.-Menauop. UH-T JJoHCKOM
'AY. - HoBouepkacck, 2017. - URL : http://ngma.su (nata ooparuenus: 25.08.2020 ). - Tekcr : amek-
TPOHHBIMN.

8.2 JlonosiHuTEIBHAS JINTEPATYypa
1.Ky3nenos, U.H.

JenonpousBoacTBo : yuebHo-cripaBouHoe rnocooue / M. H. Ky3nernos. - 6-e u3z., nepepad. u jgor. -
Mockaa : JlamkoB u K, 2013. - 459 c. - ISBN 978-5-394-01981-4 : 242-55. - TekcT : HEMOCPEIACTBEH-
HBIU.

3 3K3.
2. ukoBuy, I11. A.

Jenornpoun3BoIcTBO B KaipoBoii ciyxk0e : yueOHuk / [1I. A. SlukoBuu. - Mocksa : FOuutu-/lana,
2015. - 161 c. - URL : http://biblioclub.ru/index.php?page=book&id=119021 (nara obpameHus:
25.08.2020). - ISBN 5-238-01076-1. - Tekcr : 31IeKTPOHHBIIA.

3.Jdes0Boe mucbMo : yueOHO-cIipaBouHoe mocobue / aBT.-cocT. I.H. Ky3nenos. - 8-e uzn. - Mocksa
: I3mar.-topr. xopriopanus «/lamkos u K°», 2018. - 162 c. - (YueOHbIe u3aHus i OaKaIaBpoB). -
URL : http://biblioclub.ru/index.php?page=book&id=496193 (nata oopamenus: 25.08.2020 ). - ISBN
978-5-394-02213-5. - TeKcCT : DIIEKTPOHHBIH.
4.Cepena, M.B.

JIoKyMeHTHpOBaHUE yIPaBICHYECKOH 1EeATENbHOCTH : MPAKTUKYM [/JIs1 CTYJEHTOB OUYHOM U 3a04HOM
¢dopm 00ydeHus HarpaBieHHs MOArOTOBKH "ODkoHoMmuKa", "Menemkment", "[lenarornueckoe o6pazo-
Banme", "CommanpHas padota", "IIpodeccrnonansuoe odbyuenue", "3emieycTpoicTBO U KagacTpsl'] /



M. B. Cepena, I1. B. IBanos, B. A. I'ybaues ; HoBouepk. urx.-menuop. uH-T Jlonckoii 'AY. - HoBo-
yepkacck, 2017. - URL : http://ngma.su (mata oopamerust: 25.08.2020 ). - TekcT : 371€KTPOHHBIH.

5. JlIoKyMeHTHpPOBaHHe YNIPABJIEHYECKOH 1eiTeJIbHOCTH ;| METOIMYECKHUE YKAa3aHUs 10 BBINOJIHE-
HUIO Ja00paTOPHBIX PadoT [AJi CTYJEHTOB OYHOM M 3a04HON (hopM 00yUeHHUs HaIpaBJICHUS MOJITO-
ToBKH "DkoHOMHKA", "Menemkment", "[lenarornueckoe oopazosanne", "CouunanpHas padbora',
"[IpodeccuonanpHoe 00yueHue", "3emueycTpoicTBO 1 KagacTpbl'| / HoBodepk. HHK.-MEITHOp. UH-T
HAT'AY, xad. menemxmenTa u uadopmatku ; coct. M.B. Cepena, E.A. Jleea, B.A. I'y6aues . - Ho-
Bouepkacck, 2017. - URL : http://ngma.su (gara obpamienus: 25.08.2020 ). - TeKCT : 3I€KTPOHHBII.

6. JlIokyMeHTHpPOBaHHe YIIPABJIEHYECKOH IeATeILHOCTH | METOIMYECKHUE YKA3aHUS IO U3YICHHUIO
JTUCIUIUIMHBI U BBITOJHEHUIO KOHTPOJIBLHOM paboT. CTyieHTaMu 3a04HOM (popmbl 00yueHus [Hampas-
neHus noAarotoBku "Oxonomuka", "Menemxment", "Ilenarornueckoe oopazoanue", "CouuanpHas
pabora", "[IpodeccuonanpHoe o0yuenue", "3emneycTpoiicTBo u kaaactphl'| / HoBouepk. nHxX.-
menmop. uH-T JAIAY, kad. menemkmenTa u undopmaruku ; coct. M.B. Cepena, E.A. JleeBa, 1. A.
JamikoBa . - HoBouepkacck, 2017. - URL : http://ngma.su (mata oopamenus: 25.08.2020). - Tekcer :
3JIEKTPOHHBIN.

7.J10KyMeHTHPOBaHUEe YIIPABJIeHYEeCKOMH e TeJIbHOCTH : METOIMYECKUE YKA3aHHUsI 110 BBIMOIHE-
HUIO pacueTHO-TpaduuecKoil paboTHI I CTYJICHTOB OYHOH M 3209HOU (hopM 00yUeHUS HAIIPABIICHUS
noaroToBku "DkoHomuka'", "Menemkment", "[leqarornueckoe oopazoanue", "ConuanpHas padora',
"IIpodeccronanbaoe 00ydeHue", "3emireycTpoiicTBO U KagacTpel'| / HoBodepk. WHXK.-MEIHOP. UH-T
JAT'AY, xad. menemxmenTa u nnpopmartuku ; coct.: M.B. Cepena, E.A. [leeBa, 1.B. Tkauenko. - Ho-
Bouepkacck, 2017. - URL : http://ngma.su (nara obpamienus: 25.08.2020 ). - TeKCT : 3IeKTPOHHBIN.
8.Cepena, M.B.

JIOKyMEHTUpPOBaHUE YIIPABICHUECKOH JESITEIbHOCTH : IPAKTUKYM [/J1s1 CTYJIEHTOB OUYHOM U 3a0YHOMI
¢dbopM oOyueHus HanpaBleHUsl TOATOTOBKY "DKkoHOoMUKA", "Menemkment", "[lenarornueckoe oopaso-
Banue", "ConmanbsHas padora", "TIpodeccuonansaoe ooyuenue", "3eMiueycTpoiicTBoO U KaaacTpsl'] /
M. B. Cepena, I1. B. IBanos, B. A. I'y6aueB ; HoBouepk. unx.-menuop. uH-T Jlonckoit 'AY. - HoBo-
gyepkacck, 2017. - 70 c. - 6/1. - Tekcr : HemocpeICTBEHHBIH.

3 3K3.

9. JlokyMeHTHPOBaHHe YNPABJIEeHYECKOM AeATEJIBLHOCTH | METOUYCCKHIE YKA3aHUS 110 H3YUCHHIO
JTUCIUIUTAHBI U BBITOJIHEHUIO KOHTPOJIBHOM paboT. CTyIeHTaMu 3a04HOM opMbl 00yueHus [HampaBs-
neHus noArotoBku "Oxonomuka", "Menemxment", "[lenarornueckoe oobpazoanue", "CoruanpHas
pabota", "[Ipodeccuonanproe oOyuenue", "3emneycTpoiicTBo u kagactpel'] / HoBouepk. nHxk.-
Menuop. uH-T JIIIAY, xad. menemxkmenTta u nundopmatuki ; coct.: M.B. Cepena, E.A. [leeBa, N A.
Jamkosa . - HoBouepkacck, 2017. - 63 c. - 6/11. - TekcT : HenmocpeACTBEHHBIH.

3 3Ka3.

10./lokymeHTHpOBaHHE YIIPABJIEHYECKOI 1eSITeIbHOCTH : METOJAMYECKHE YKa3aHUs 10 BBITIOTIHE-
HUIO J1a00paTOPHBIX paldoT [AJI CTYJEHTOB OYHOM M 3a04HON (hopM 00yUeHHUsI HallpaBJIEHUs TOJITO-
ToBKH "DkoHOMHKA", "Menemxment", "[lenarornueckoe oopazosanue", "CouunanbpHas padbora',
"I[IpodeccrnonansHoe 00yuenue", "3emueycTpoiicTBo u kagacTpbl'| / HoBoduepk. MHK.-METHUOp. UH-T
HAT'AY, xa¢. menemxmenTa u uHpopmaTku ; coct. M.B. Cepena, E.A. JleeBa, B.A. I'y6aues . - Ho-
Bouepkacck, 2017. - 73 c. - 6/11. - TekcT : HenoCPeACTBEHHBIH.

3 3K3.

11.JlokymMmeHTHPOBaHHE YNIPABJIEHYECKOH JeSITeJIbHOCTH : METOJIMYECKHUE YKa3aHUs IO BBIMOJTHE-
HUIO pacueTHO-Tpaduueckoil paboThI [ CTYJEHTOB OYHON U 3a04HOM (popM 00yUeHHsI HAIIpaBICHUS
noarotoBku "Dxonomuka'", "Menemxment", "[legarornueckoe oopazoanue", "ConuansHas padora',
"IIpodeccronanbuoe o0ydenue", "3emieycTpoificTBo u KagacTpsl'] / HoBouepk. HHK.-MEIHOp. UH-T
JAT'AY, xad. menemxmenTa u nuHpopmartuku ; coct.: M.B. Cepena, E.A. JleeBa, 1.B. Tkauenko. - Ho-
Bouepkacck, 2017. - 55 c. - 6/11. - TeKCT : HENOCPECTBEHHBIH.

3 3K3.
12.Kymnepyk, C. II.
JoxymenTHast TMHTBUCTHKA : yueOHoe mocodue / C. I1. Kymnepyk. - 7-e u3n., crep. - Mocksa : U3n-



Bo «@DmuHTay, 2016. - 258 c. - URL : http://biblioclub.ru/index.php?page=book&id=83382 (nara 06-
pamenwust: 25.08.2020 ). - ISBN 978-5-9765-0213-0. - TekcT : 371€KTPOHHBIIA.

13.Ky3neunos, U. H.

HenonpousBojctso : yueoHoe mocodue / M. H. Ky3neros. - 9-¢ u3z., mepepad. - Mocksa : JlanmkoB u
K°, 2020. - 406 c. : mn. - URL : http://biblioclub.ru/index.php?page=book&id=572967 (nata obpare-
aust: 25.08.2020 ). - ISBN 978-5-394-01981-4. - TekcT : 37€KTPOHHBIIA.

8.3 CoBpemenHblie npodeccuoHabHbIe 0a3bl U MH(POPMAIIMOHHBIE CIIPABOYHBbIE CHCTEMbI

HaumenoBaHue pecypca

Pesxkum 1ocryna

Odunmaneheiii cait HUMMU ¢ nocTynom B 3JeKTPOHHYIO OMOIHOTEKY

WWwW.ngma.su

Poccwuiickas rocynapcTBeHHas 6ubauoreka (QPOoH SMEKTPOHHBIX J0-
KYMEHTOB)

https://www.rsl.ru/

WNudopmannonnas cuctema «EquHOE OKHO TOCTyHa K 00pa3oBaTeNlb-
HBIM pecypcam» Pasmen OOpa3oBaHue B 00JIACTH SKOHOMHUKH U
YIIPaBJIECHUS

http://window.edu.ru/

YHupepcurerckas napopMarmonHas cuctema Poccust (YUC Poccwst)

https://uisrussia.msu.ru/

OnekTpoHHast OMOINOTEKa Y1eOHUKOB

http://studentam.net/

CnpaBouHas cucrema «e-library»

JInneH3noHHBIN
SCIENCEINDEXNeSIO-
13947/34486/2016 ot 03.03.2016 T

JIOTOBOP

OdunmanpHelii caiT MUHHCTEPCTBA TPYIa ¥ COLMABFHOH 3amuTel PO

http://www.rosmintrud.ru/

®DenepanbHbIil 00pa30BaTeNbHBIN MOpTAT « IKOHOMUKA COIMOIOTHS
MenemxmenT»

http://ecsocman.hse.ru

Ilepeuennb norosopoB IbC oOpa3oBarTesbHOI opranuzauuu Ha 2020-21 y4. rojg

YueOHbIi Cpok aeiicTBus 10-
HanMeHOBaHUe JOKYMEHTA C YKa3aHHEM PEKBU3UTOB
roj KYMEHTA
JToroBop Ne 501-01\20 06 oka3zaHMH WHPOPMAIMOHHBIX YCIYT IO IMpe- C 20.01.2020 T
2020/2021 | mocraBienuro noctyma kK 0a3oBoit koswekuunn «OBC YHuBepcuterckas n01§ 0'1 200 6.
onomoreka ormaa» ot 22.01.2020r. ¢ OO0 «HexkcMennay» T
Jorosop Ne 618Ha oka3aHHe yCIIyT IO MPEJOCTaBICHHIO TOCTyNa K JJIEK-
2020/2021 TPOHHBIM HM3JAHUSM KOJUIEKINN:«BeTepuHapusi U CeIbCKOe XO3SMCTBO - ¢ 14.06.2020 r. o
UsnarensctBo Jlanb»n «DKOHOMHKA W MEHEKMEHT — M3maTenncTBo 13.06.2021 r.
HamkoB u K» ot 05.06.2020 1. ¢ OOO «3bC Jlanb»
Horosop Ne p08/11 Ha okazaHMe yciayr MO MPEAOCTABIEHUIO JIOCTyMNa K
2020/2021 | 2'CKTPOHHBIM M3IAHUAM OT 30.11.2017 r. ¢ OO0 «U3narensctBo Jlaub» | ¢ 30.11.2017 r. mo
Pasmemnienne BHyTpuBY30BCcKOi juteparypbl JJoH['AY Ha mnatdopme 31.12.2025 .
ObC Jlaan
Horosop Noe COb NeHB-171 no pa3MenieHut0 Npou3BEJCHUN U Mpeaoc- C 1381 112222%1292H0
2020/2021 | taBnenuto goctyna k pazaeisam BC COb ot 18.12.2019 r. ¢ OO0 «3BC R
Tatby C TIOCJIEYFOIIEeH TIPO-
JIOHTaIuen
HoroBop Ne 48-n1 Ha mepenavy mpou3BeACHUs] HAYKH U HEUCKIHOUYUTEINb- gfg}g;}fg; ?{reni?
2020/2021 | mp1x mpaB Ha ero ucmoias3oBanuu otT 27.04.2018 r. ¢ ®I'BHY «PocHU-
VTV KITFOYUTEIHHBIX ITPaB
Ha IPOU3BEICHHE

8.4 Metoanyeckue ykazanus 1Jis1 00y4arOmMXcs 0 OCBOCHHU IO M CIUTIIHHBI

1. TTonoxeHre 0 MPOMEKYTOUHON aTTECTAIMKA OOYJAIOIIMXCS [0 TPOrpaMMaM BhICIIIEro o0pa-
30BaHus (BBeJeHO B JeficTBue mpukazom aupekropa HUMU Jlonckoit 'AY Ne3-O/f ot 18.01.2018 r.)
/HoBouepk. wuHxk.-menmuop. uH-T JoHckoit ['AY.-Dnektpon. nan.- Homouepkacck, 2018.- URL
. http://ngma.su (gara obparenus: 25.08.2020). - TeKCT : 3IEKTPOHHBI.

2. [Monoxenue o Tekyieil arrectanuu ody4aromuxcs B HUMU JITAY (BBeneHo B aelicTBUE



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/
http://ngma.su/

npukazoM gupekropa Nell9 ot 14 mrons 2015 r.) / HoBouepk. unx.-menuop. uH-T Jlonckoit AV .-
DnekrpoH. aaH.- HoBouepkacck, 2015. - URL : http://ngma.su (mata obparenus: 25.08.2020). - Tekcr
: DJIEKTPOHHBIMN.

3. TunoBsle (OPMBI TUTYJIBHBIX JIUCTOB TEKCTOBOM TOKYMEHTALIMH, BBIIIOJHAEMOH CTyIeHTaMU
B yueOHOM mpouecce / HoBouepk. umx.-menuop. uH-T JoHckoi I'AY.-Onextpon. nan.- HoBouep-
kacck, 2015.- URL : http://ngma.su (gara obparuenus: 26.08.2020). - TeKCT : 371€KTPOHHBIA.

[Tpuctynas K M3y4eHHIO JUCHUIUIMHBI HEOOXOIUMO B MEPBYIO OYEpeIb O3HAKOMUTHCS C CO-
nepxxanuem PIIJI. Jlekuuu MMeEOT Lenbl0 1aTh CUCTEMATU3UPOBAHHBIE OCHOBBI HaY4HBIX 3HAaHUI 00
o0ImKX BOMpOcax AMCUUIUIMHBL [lpu M3yueHnH u mpopaboTKe TEOPETHUYECKOTO Marepuaia s 00y-
YAOIUXCs HEOOX0IUMO:

- TIOBTOPUTH 3aKOHCIIEKTUPOBAHHBIN Ha JICKIMOHHOM 3aHSTHHM MaTepuanl M JONOJIHUTH €ro ¢
Y4€TOM PEKOMEHI0OBAHHOM 10 JaHHOI TeMe JIUTepaTyphl;

- IIPU CaMOCTOSTEIIbHOM HM3YYE€HUHU TEMBI CAENATh KOHCIEKT, UCTONb3Yysl PEKOMEH/IOBAHHBIE B
PITJI nutepaTypHble MICTOUHUKHU U PECypChbl HH(OPMALIMOHHO-TEIEKOMMYHHUKAIIMOHHOM cetn «HTep-
HETY.

8.5 Hepeqenb I/[Hq)OpMaIII/IOHHbIX TEXHOJIOTHi M NMporpaMMHoOro 06ecneqe}ma, HCII0Jb3Y €MBbIX
IpHU OCYIECTBJICHUN 06p330BaTeJIbHOFO nmpouecca

HaumeHoBaHuUe pecypca PeKkBH3UTHI 10r0BOpPa
Microsoft. Desktop Education ALNG LicSAPK | Cybonunensuonnsiii  gorosop Ne Tr000418096/44 ot
OLVS E 1Y AcademicEdition Enterprise 20.12.2019 r. AO «CodtJlaiin Tpeiim» (¢ 20.12.2019 r.

mo 20.12.2020 r.)
CyOmurien3nonnsiii  gorosop Ne  Tr000418096/45 ot
20.12.2019 r. AO «CodrJlaiin Tpeitn» (¢ 20.12.2019 r.
o 20.12.2020 r.)
[TporpammHoe obecneuerne kommnanuu Adobe | JIuieH3HOHHBIA JOTOBOp Ha MPOrPaMMHOE 00ecIeYeHue

Acrobat Reader (Acrobat Reader, Adobe TSt NIePCOHATBHBIX KOMITBIOTEPOB

FlashPlayer uap. PlatformClients PC_WWEULA-ru_RU-20150407_1357
AdobeSystemsIncorporated (6eccpouro)

KonTposbHo-00y4atoias cucreMa «3HaHUE) CBHUIETENBCTBO O PETUCTPALUU JJIEKTPOHHOTO pecypca

Ne 17207 ot 22.06.2011 1. UHCTHTYT Hay4HOU MHOpMA-
1un 1 MoHuToputra PAO (6eccpouno).

AUBC «MAPK-SQL>» JInneH3noHHoe cornamnrenue Ha ucnojab3osanne ABC
«MAPK-SQL» n/unu AUBC «MAPK-SQL Internet»

Ne 270620111290 ot 27.06.2011 r. 3A0 «HIIO
«MHDOOPM-CHUCTEMA)» (6eccpodHo).

9. OMUCAHUE MATEPUAJIBHO-TEXHUYECKOM BA3bI, HEOBXOJUMOM 15
OCYHECTBJIEHUA OBPA3OBATEJIBHOT'O ITPOLHECCA IO JUCIUIIJIMHE

YyeOHast ayauTopus sl TPOBEJSHUsI 3aHATHH JeKiu- | CrennaibHOe TOMENICHNE YKOMIUIEKTOBAHO CIIeT[Ha-
OHHOTO THMa, aya. 227 (Ha 50 mocajo4HbIX MECT) MO | JM3UPOBAHHON MEOECIIbIO M TEXHUYSCKUMH CPEICTBAMU
ajpecy: 346428, PocToBckas 0071acTh, | 00yUeHUs, CIYKAIIUMH JJIs TIPEJCTaBlIeHUS HHDOP-
r. HoBouepkacck, ya. ITymkunckas, 111. MaIuu OOJIBIION ayJUTOPHU:

— HnarepakruHas Bugeocucrema EIKI LC-
XCP2000 — 1 mr.;

— Kowmnerorep C BeIxonoM B ceTh «MIHTEpHET» U
JIOCTYTIOM B 3JIEKTPOHHYIO HH()OPMAIIHOHHO-
oOpazoBarenbhyio cpeny HUMU [lonckoit AY:
Imango — 17 mrr., Flex — 1 mwr.;

—  Monwurop 17" KK VS — 17 mrr., 24" KK Benq —
1 .

— Dkpad HacTeHHbIH — 1 mrT.;

—  Y4yeOHO-HaArIAaHBIE TOCOOMS — 15 miT.;



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

—  JHocka— 1 mr.;
— Pabouue mecra CTyICHTOB;
Pabouee mMecTo mpernogaBarens.

YyeOHast aygutopus A HMPOBEACHUS JTa0OPATOPHBIX
pa6ot Ha 11K, ayn. 227 (ma 50 mocamodHBIX MECT) IO
azpecy: 346428, PocroBckas 00r1acTs,
r. HoBouepkacck, yin. [Iymxunckas, 111.

CriernaiabHOE MOMEIIEHUE YKOMIUIEKTOBAHO CIieIra-
JTU3UPOBAHHON MEOEITbI0 ¥ TEXHUUECKUMH CPEICTBAMH
00y4eHus, CITyKAIIUMU JJIs TIPEJICTaBIeHUS HHDOP-
Mary OOJIBIION Ay TUTOPHH:

— HWurepakruBnas Bugeocuctema EIKI LC-
XCP2000 — 1 mr.;

— KommbroTtep C BEIX0J0M B ceTh «IHTepHET» 1
JOCTYIIOM B 3JIEKTPOHHYIO HH()OPMAIIMOHHO-
oOpasoBarenbHyto cpexy HUMU [lonckoii [AY:
Imango — 17 mrr., Flex — 1 mr.;

—  Monwurop 17" KK VS — 17 mw., 24" XK Benq —
1 mr.;

— DkpaH HacTeHHbIH — 1 mrT.;

—  Y4eOHO-HArIAaHBIE TOCOOUST — 15 miT.;

— Jocka—1 mr.;

— Paboune MecTa CTyICHTOB;

— Pabouee mMecTo npenogaBaTensl.

VYueOHast ayquTopusi IJisi IPOBEICHHUS MPAKTUIECKUX
3aHATHH, ayn. 336 (Ha 20 mocao9HBIX MECT) IO ajpe-
cy: 346428, PocroBckas obnacth, T. HoBouepkacck,
yi. Ilymkunckas, 111.

CrieninanabHOE [MOMEIIEHUE YKOMIUIEKTOBAHO CIIera-
JM3UPOBAHHON MEOENbI0 U TEXHUUECKHUMHU CPEICTBAMHU
0o0ydeHus1, CITyKaIluMH JJIs TIpeIcTaBIeHus HHDOP-
MaIuy OOJIBIION ayJUTOPUH:

— KowmmsloTep C BEIX00M B ceTh «HTEpHET» 1
JOCTYIIOM B 3JIEKTPOHHYIO HH()OPMAIIMOHHO-
oOpazosarenpHyto cpexy HUMU [lonckoit [AY:
Pentium-2 — 1 mr.;

—  Monwurop 15» COMPAG 7500- 1 mit.;

— IIpoexrop NEC (nepenocHoii) — 1 mT. ¢ 3xpaHomM
—1mrt,;

—  Y4yeOHO-HArIAIHBIE TOCOOHS — 7 IIT.;

— Jocka— 1mr.;

— Paboune mMecTa CTyAE€HTOB;

Pabouee MecTo npenogaBaTesl.

YueOHast ayauTopus Ui TMPOBEACHUS TPYIIOBBIX H
WHIUBUIYAIbHBIX ~ KOHCYJbTalui, aya. 336 (Ha
20 nocaz09HbIX MeCT) 10 aapecy: 346428, PocroBckas
o0xacte, T. HoBouepkacck, yiu. [lymkuackas, 111.

VYueOHast ayuTopus JJisl POBEJICHHUS TEKYIIEro KOH-
TPOJS. W TMPOMEKYTOUHOH aTrTectanuu, ayn. 336 (Ha
20 mocago4HbIX MecT) 1o aapecy: 346428, PoctoBckas
obnactb, T. HoBouepkacck, yi. [Tymkuackast, 111.

CrieniaiabHOE [TOMEIIEHHE YKOMIUIEKTOBAHO CIIera-
JU3UPOBAHHON MEOEIbIO i TEXHUUECKHUMHU CPEICTBAMHU
o0y4eHus1, CIyKalliuMH sl TpecTaBiIeHus: HHPop-
Manuy OOJIBIION ayTUTOPHH:

— KowmmsioTep C BEIX0J0M B ceTh «HTEpHET» 1
JOCTYIIOM B 3JIEKTPOHHYIO HH()OPMAIIMOHHO-
oOpasoBarenbHyto cpexy HUMU [Jonckoii [AYVY:
Pentium-2 — 1 mwr.;

— Monwurop 15» COMPAG 7500 1 mr.;

— IIpoekrop NEC (nepeHocHo#t) — 1 mit. ¢ 3xpaHoM
—1 mr.;

—  Y4eOHO-HArIAIHbIE TOCOOMS — 7 IIT.;

— Jlocka— 1mr.;

— PaGoune mecTta CTyI€HTOB;

Pabouee MecTo npenogaBarers.




[Momemenue m1si caMOCTOSATENBHOM paboTh, ayn. 1118
(ma 12 mocagouyHBIX MecT) o azapecy: 346428, Poc-
TOBCKasi 00nacTh, T. HoBouepkacck, yi. IlymkuHckas,
111

[TomMereHne yKOMIUIEKTOBAHO CIIEHUATN3UPOBAHHON

MeOeIbI0 M OCHAIIEHO KOMIThIOTEPHOU TEXHHUKOH €

BO3MOXXKHOCTBIO IOJKIIIOYECHUS K ceTH «HTepHeT» 1

o0ecrieyeHneM JOCTyIa B AIIEKTPOHHYIO HH(pOPMALU-

OHHO-00pazoBatenbHy0 cpeny HUMU Jlorckoit [AY:
Cepeep IMANGO — 1 mit.;

— TepmuHanbpHasK CTAHIHS LllO — 12 mr.;

— Mounurop 22" JKK Aser — 12 ur.;

— IInorrep — 2 mit.;

—  Ckanep — 1 mr.;

— Ilpunrep — 1 mr.;

— PaGoumne mecTta CTyIeHTOB;

— PaGouee mecto npemogasaresi.

[Tomemienne s XpaHEHUS M TPOPHIAKTHIECKOTO
oOcirykuBaHusl yueObHoro obopynoBanus, aya. I115 o
azpecy: 346428, PocroBckas 001acTs,
r. HoBouepkacck, yiu. [lymxunckas, 111

[TomenieHne yKOMILJIEKTOBAHO CIIELIMATIU3UPOBAHHOMN
MeOebi0 U OCHALICHO KOMIIBIOTEPHON TEXHUKOH C
BO3MOKHOCTBIO MOJAKIIIOUEHUS K ceTu «HTepHeT» 1
obecriedeHreM I0CTyIa B AIEKTPOHHYIO HHPOPMAIIH-
OHHO-00pazoBaTeNnbHy0 cpeny nactutyra HUMU
IIOHCKOH T'AY:
Komnsrorep — 1 wr.;
- Monwutop —1 wr.;
- Cron—5mr,;
- YcraHOBOYHBIC IMCKH C IPOTPaMMHBIM obectie-
YeHHEM;
- Mecra a1 XpaHEeHHs] KOMIIbIOTEPHON TEXHUKH;
- PaOouue MecTa COTPYIHHUKOB.

OOyyaronuecs U3 4Kcia JIUI C OTPAaHUYCHHBIMH BO3MOKHOCTSIMH 37I0POBbsI OOECIICUEHBI Te-
YaTHBIMHU M (UJIM) 3JIEKTPOHHBIMU 00pa30BaTENIbHBIMH pecypcamMu B opMmax, aAanTUPOBAHHBIX K OT-

PAaHHUYCHUAM HUX 3JO0POBbA.

JlononHenus v U3MEHEHHs PacCMOTPEHBI Ha 3aceiaHuu Kadeapol «27» aBrycra 2020 r.

T/

ol —

3aBenytoumii kadeapo

BHeceHHbie H3MeHeHus yTBepkaaio: «28» asrycra 2020 r.

I1.B. MBanos
(®.1.0.)

Jlexan dakyabrera

(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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