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1. INIAHUPYEMBIE PE3YJIBTATBI OBYUYEHUS 11O JUCHUIIJIMHE, COOTHECEHHBIE
C INTAHUPYEMBIMU PE3YJIbTATAMHM OCBOEHHUS OBPA30BATEJBLHOM ITPOT'PAMMBI

[Inanupyemble pe3ynbTaThl OOy4YeHHUS MO AMCLMILIMHE HAMpaBieHbl Ha (POPMHUpPOBAHHUE Clie-
JYIOIIUX KOMITETEHIMI 00pa3oBaTebHOM MporpaMMbl HarpasieHue noarotoBku 38.03.01 Dxonomu-
Ka HaIpaBJICHHOCTh DKOHOMUKA MPEANPUATAN U OpraHUu3aIui;

OK - 4 — ciocoOHOCTBIO K KOMMYHUKAIIUM B YCTHOW M MHCbMEHHOW (hopMax Ha PyCCKOM U
MHOCTPAHHOM SI3bIKaX JJIsl PELICHUS 3a7]a4 MEKJIMYHOCTHOI'O U MEKKYJIBTYPHOI'O B3aUMOJACICTBUS;

OK - 6 — crmocoOHOCTBIO HCMOJIB30BAaTh OCHOBBI TPABOBBIX 3HAHMHM B pa3MYHBIX cdepax
NEeSATEIbHOCTH,

1K -10 — criocoOHOCTBIO UCTIONIB30BATH JJIS PEIIEHUS] KOMMYHHUKATUBHBIX 32/1a4 COBPEMEHHBIE
TEXHUYECKHUE CPEJICTBA U HHPOPMAIIMOHHBIE TEXHOIOTHH.

CooTHoOlIIeHNE TIAaHUPYEMBIX Pe3yIbTaTOB OOYyUEHHS IO JUCUUIUIMHE C IUIAHUPYEMBIMHU pe-
3yJIbTaTaMU OCBOEHHUs 00pa30BaTEeIbHON IPOTrPAMMBI:

IInanupyemble pe3yJbTaTbl 00y4eHHs
Komnerenuun
(3Tanbl (popMUPOBAHMS KOMIIETEHIIMIA)

3name.

TpeOOBaHUSI  JEHCTBYIOIIMX  3aKOHOJATENBHBIX  akTOB W HopMatuBHO- | OK-4, OK-6,
METOAMYECKMX MaTepHajOB O JOKYMEHTHPOBAHWHU JesATeNbHOCTH coBpeMeHHo# | [TK-10

opraHuzaiui 1 paboTe ¢ JOKYMEHTaMH; OCHOBHBIE THIIBl YIPAaBICHUYECKUX
JOKYMEHTOB U  TpeOOBaHMAX K HMX  OQOPMIIEHHIO;  aBTOMATU3ALUIO

ACJIOIPONU3BOJACTBA HA IEPCOHAIBHOM KOMIIBIOTEPC.

Ymemn:

WCIIOJI30BaTh OCHOBHBIE TMIpaBHWJIa COCTaBJCHUS, XpaHeHus u padotel c¢ | OK-4, OK-6,
VIPaBICHYCCKUMH JIOKYMEHTAMHA W JOKYMEHTaMH TI0 JIMYHOMY cocTtaBy; coBpe- | [TK-10

MCHHBIC I/IH(bOpMaIII/IOHHI)IG TEXHOJIOTHUU B JCJIIOIIPOU3BOJACTBE.

Haeviku:

opraHuzaiel 0KyMeHTOoOOpOoTa, CHCTeMaTH3alluu U XpaHeHHs JokyMeHToB; | OK-4, OK-6,

0(OopMIIEHHSI OCHOBHBIX BUJIOB IOKYMEHTOB. [1K-10

Onwvim desasmenvnocmu:

MCIIOJIb30BaHNE 3aKOHOIATENIbHBIX aKTOB U HOpMaTUBHO-MeToandeckux Matepua- | OK-4, OK-6,
JIOB IPH padoOTe C TOKYMEHTAMH B JICTCIILHOCTH OpraHU3aIlii, OCHOBHBIMU TEX- I1K-10
HOJIOTUAMH, METOAAMMU, cocodamu u Cp€aAcCTBaMH MOJYYCHUA, XPAaHCHUA, IICPEpa-
0OTKH TOKYyMEHTHPOBAHHON HH(OPMAIINH, OTIBIT padOTHI C KOMITBIOTEPOM KaK
CPEICTBOM YIPaBIIEHHUsI JOKYMEHTUPOBAHHBIMH IMOTOKAMH UH()OPMAIIUH, OTIBIT
paboTHI C TOKYMEHTHUPOBAHHON MH(MOpMaIUEl B TJI00AIBHBIX KOMITBIOTEPHBIX Ce-
TSIX, OTIBIT PAa0OTHI C ABTOMATH3HUPOBAHHBIMU CHCTEMAaMH YIIPABIICHUS TOKYMEHTH-

poBaHHON MH(pOPMaLMEH U1 NPUHATHS ONEPATHUBHBIX YIPABICHUECKUX PELICHUH.




2. MECTO JUCIUILINHBI B CTPYKTYPE OBPA30OBATEJIBHOM ITPOT'PAMMBI

JluctumiiiHa OTHOCUTCS K BapuaTuBHOM uwactu bnoka 1 «Jluctumivael (MOayH)» yaeOHO-

T'0 IIJ1aHa.

[IpenmecTByronue U MOCAEAYIOLUUE AUCIUILIUHBI (KOMIIOHEHTHI 00pa30BaTeIbHON Mporpam-
MbI) GOPMUPYIOLIHE YKa3aHHBIE KOMIIETECHIUH.

Kon
KOMIIe-
TEeHIUHU

IIpenmecTByomme JUCUMII-
JINHBI, GopMuUpYIOIIHE TAH-
HYI0 KOMIIeTeHINI0

ITocsenyromue 1 napajieabHO H3y4YaemMble JHCIH-
IMHbI (Komnonentsl OII), popmupyromue xan-
HYI0 KOMIIETCHIIHIO

OK-4

HNHocTpaHHBIN S3bIK
Kynberypa peun u nenosoe 00-
LICHHE

Jloruka

JlenoBble KOMMYHUKAUU

[IpennumuioMmHas npakTuka

3ammura BBITYCKHON KBATH(UKAIITMOHHON PabOTHI,
BKJIFOYAs IOJIFOTOBKY K 3alIUTE U MPOLIEYPY 3alUThI

OK-6

[IpaBoBeneHme

JleHbru, kpenuT, OaHKH

®DuHaHCHI

VYnpasiieHue Ka4ecTBOM Ha NPEANPUATUI
byxrantepckuii U ynpaBJIeHUECKUHN yUET

Onenka u ynpaBJIeHHE CTOUMOCTBIO NPEAIPUATHS
IIpaBoBBIE OCHOBBI IPEATIPUHUMATEIIBCKOMN 1EATEINb-
HOCTHU

CrtpaxoBaHue 1eATeIbHOCTH NPEaIpUiTU
CtpaxoBoe z1ey10

Opranuzanys npeanpuHUMAaTeIbCKOM 1eATeNbHOCTH
OcCHOBBI IPEAITPUHAMATENBCTBA

IIpenumiomHas mpakTUKa

3amuTa BeITYCKHON KBANU(UKALMOHHONW paboThI,
BKJIFOYasi IIOArOTOBKY K 3alIUTE U MPOLEAYPY 3aLIUTHI

[1K-10

VY4eOHast mpakTHKa M0 NOTyYe-
HUIO MIEPBUYHBIX Mpodeccuo-
HaJIbHBIX YMEHHUI U HaBBIKOB, B
TOM YHCJI€ IEPBUYHBIX YMEHUN
1 HaBBIKOB Hay4HO-
HCCIIEI0BATEIbCKON AEATeNb-
HOCTH

WHupopmalinoHHbIE TEXHOJIOTUN B YKOHOMHUKE
JlenoBble KOMMYHUKALUU

OneHka u yrpaBJIeHHE CTOUMOCTbBIO MPEANPUATHS
[Tpon3BoiCTBEHHAs MPAKTUKA IO MOIYYEHUIO Ipodec-
CHOHAJIbHBIX YMEHUH U ONbITa IPO(hecCHOHATBLHOM
JeSITebHOCTH

[Tpou3BoaCTBEHHAs TEXHOJOTUYECKAas! MPAKTHKa
[Tpon3BoICTBEHHAs! IPAKTUKA - HAYYHO-
uccieaoBarenbekas padora

[IpennumniomHas mpakTHKa

3amuTa BRITYCKHON KBATH()UKAMOHHOW PabOTHI,
BKJIIOUAs IOJIrOTOBKY K 3aIIUTE U IPOLEAYPY 3aLIUTHI




3. OBPBEM

JUCIMIVIMHBI B 3AYETHBIX EJIVWHHUIIAX C VYKA3AHUEM

KOJIMYECTBA AKAJEMHUYECKHUX YACOB, BBIIEJIEHHBIX HA KOHTAKTHY1IO PABOTY
OBYYAIOIIUXCA C ITIPEIIOJABATEJIEM 1 HA CAMOCTOSATEJ/IBHYIO PABOTY

TpynoeMKOCTh B yacax

Buy yueGHOi paBoTsI Ounas ghopma 3aounas hopma
cemecmp Kypc
3 Hroro 3 Htoro
AyunTopHafl (koHTaKTHas) padoTa (Bcero) 42 42 12 12
B TOM YHCIJIE:
Jlexmun 12 12 2 2
JlaGopaTtopusie padoTs (JIP) 14 14 4 4
[TpakTnueckue 3ansatus (113) 16 16 6 6
Cemunapsl (C)
CaMOCTOHT(.%JILHaH padoTa (Bcero) 66 66 92 92
B TOM YHCIIE:
KypcoBoii npoekT (padboTa)
PacuérHo-Tpadudeckas pabora 20 20
Pedepar
KoHnTposapHas padora 20 20
Hpyaue 6udvl camocmoamenvroi pabomsi 38 38 72 72
[ToaroroBka K 3a4eTy 8 8 4 4
IMoaroTroBka M c1aya IK3aMeHa
06 R 4acoB 108 108 108 108
asi TPYA0EMKOCTH 3ET 3 3 3 3
@DopMBI KOHTPOJIS TIO JAUCITUILIUHE:
- DK3aMeH, 3a4eT 3a4yer 3a4yer 3a4yer 3a4yer
- kypcoBoii mpoekt (KII), xypcomas paboTa
(KP), pacuérro - rpaduueckas (PI'P), pedepar PI'P PI'P Koutp.l | Kontp.1
(Ped), kouTponsHas padora (KoHTp.), mT.
4.COAEPKAHUE JUCIHUIIJINHbI
4.1 Ounas ¢opma o0yueHust
4.1.1Pa3nensl (TeMbl) TUCIUIUIMHBI U BUBI 3aHATUHH
Buner yue6HOM paboThl U
TPYJI0EMKOCTS (B Hacax)
ayJIUTOpPHbBIE CPC
C)
o - = - S
E Haumenosanne 3 ) E ~|% 5l & K
o pasjiena IUCIUILTHHBI S| = S| E&|E B = 2| e
= 8| 5| = |88|xg 5|
& = 5 E|Q e =
(® < =58 o M
= S 1 £8|loa| = e
(@] 8 < | &k ~
s =% >l 2
S |5 | = | M
1 OcHoBHbIE TpeOOBaHUSI K MOATOTOBKE J0- i
KYMEHTOB 3 2 2 4 4 12 24
OcHoBHbBIE TpeOOBaHUS K COCTABICHUIO U
5 oOpMIICHHIO JTOKYMEHTOB OpTaHU3AIlH- i
OHHO-PACIIOPAAUTENBHON EATENHOCTH U | 3 6 8 8 8 16 46
KaJpOBOM TOKYMEHTALIKI
3 | TexHonoruu paboThl C JOKYMEHTaMHU 3 4 4 4 8 10 - 30
[ToaroToBka K UTOrOBOMY 3a4€T 3 - - - 8 - 8
KOHTPOJIIO JK3aMeH - - - - - -
BCET'O: 12 14 16 20 | 46 - 108




4.1.2. Cone

YKaHUE Pa3eJioB TUCUUIUIAHBGI (110 JCKLHUSIM).

Ne
pasnena
JIMCIIHII-
JINHEI U3

Tadm. 4.1.1

cemectp

TeMbl U copepkaHue JEKIUn

TpynoemkocTs (4ac.)

dopma
KOHTPOJIS
(IK)

1. OcHoBHBIe TpeOoBaHUsI K O0QOPMIICHHIO YIpPaBJIeHYe-
CKHX J0KYMEHTOB (OCHOBHBIE ITOJIOKEHUS 110 JOKYMEHTUPO-
BaHUIO YIPABJICHYECKON NEATEIbHOCTH; YHU(DUKALUSA U CTaH-
JapTU3alMsl YIpaBJIE€HUYECKUX JOKYMEHTOB; BHUJbI JTOKYMEH-
TOB M UX KiIaccUpUKays; opopMIeHHE TEKCTa CIIy>KEOHOTro
JIOKyMEHTA)

IIK 1

2. JIOKyMeHTHPOBaHHE OPraHU3aALMOHHO - PaCHOPSAU-
TeJILHOW JeATeJbHOCTH (MHTePAKTHUBHbI MeTOo/A: aHaJu3
KOHKPETHBIX CUTYaluii) (OpraHu3alvoHHas TOKyMEHTALIUS:
yCTaB, YUPEIUTENbHbIN 0rOBOp, LITATHOE PACIUCAaHUE, MO-
JIO’KEHUS, TOJDKHOCTHAS MHCTPYKIUS; pAaCIOpAIUTENbHAS J0-
KYMEHTAIMsl B YCJIOBHUSX KOJUIETHAIBLHOTO TPHHSATHS pelle-
HUS: TTIOCTAHOBJICHHE, PEIICHUE U B YCIOBHIX €IMHOIUYHOTO
TIPUHATHUS PEIICHUS: IPHKa3, paclopsHKEHNe, yKa3aHue)

[IK1

3. JlokyMeHTHpPOBaHHe HH(OPMAIMOHHO - CIPABOYHBIX
JTOKYMEHTOB (CIIpaBKa, JOKJIAIHAS 3aIHCKa, OOBICHUTEIbHAS
3alMcKa, aKkT, TejerpaMmma, TenedoHorpamma, ¢akc, mpoTo-
KOJI, TIPEeTeH3us, >XKaynoba, mpaBuia OQOPMIICHHS JIEJIOBOTO
MHCHMA)

IIK1

4. loKkyMeHTHpPOBaHHE TPYIOBBIX NPABOOTHOLIECHMN (MH-
TEPAKTUBHBIA MeETOA: AHAJM3 KOHKPETHBIX CHTYalMii)
(TpynoBoi AOTOBOp (KOHTPAKT), TPYAOBas KHUXKKA, JIMYHAS
KapTOUYKa, KOMaHIUPOBOYHOE yIOCTOBEPEHHE, AHKETA, XapaK-
TEPUCTHKA, PE3IOME, 3asIBJIIEHNE, IIPUKa3 110 JUYHOMY COCTaBY,
aBTOOHOTpadus)

[IK2

5. Opranu3anus pa6oThbl ¢ JOKyMeHTaMH (IOPsIIOK oOpa-
0OTKH MOCTYHAIHNX U OTHPABIACMBIX JOKYMCHTOB; ITpaBUJia
perucTpanyu ¥ UHICKCUPOBAHUS JIOKYMEHTOB; OpraHU3aIUs
KOHTPOJIA 3a UCITIOJTHCHUEM JOKYMCHTOB, XpPaHCHUC NOKYMCH-
TOB, COCTaBJICHHE HOMEHKJIATYpbI A€, OMHCH JOKYMEHTOB,
opranuzanysi paboThl ¢ JOKYMEHTaMH, CoJeprKainue KOoH(pH-
JCHIMAJIbHbIC CBEJICHNS)

K2

6. ABTOMaTH3aUMUsA TOKYMEHTHPOBAHUSI yNMPABJIEeHYECKOMH
AeATeJIbHOCTH (TIOHSTHE DJIEKTPOHHOTO JOKYMEHTA; COCTaB-
JICHUE JTOKyMEHTOB; aBTOMAaTH3aIHs PabOTHI C JJOKYMEHTaMU;
aBTOMAaTU3MPOBAaHHAs TMpoLEAypa pPabOThl C JIOKyMEHTAMU;
XpaHEHHE TOKYMEHTOB B JICKTPOHHOU (popme)

[IK2




4.1.3 TlpakTuyeckue 3aHsATUS (CEeMUHAPHI).

Ne
pasznena
JIACIIU-
IIJIMHBI

n3 TaduI.
41.1

CEMECTP

Temarnka u coaepxaHue
MPAaKTUYECKUX 3aHATUI
(cemuHapoB)

TpynoeMkocTs (4ac.)

Dopmbl

KOHTPOJIS
(TK)

1. TpeGoBaHusi K cocTaBJeHHI0O U 0QOPMJIEHHIO yNpaBJieHYe-
ckoii JokymMeHnTanum (hopMar TOKyMeHTa; oopMmIIeHUE TOJICH;
HyMepalusi CTPaHUIl; JaTa JOKyMeHTa; odopMieHHE TaOIHIl U
qUarpamm; IUPKYISIpHAsE PacChlIKa, KOPPEKTYpHBbIE 3HAKH; (op-
MYJISIp-00paserr)

TK1

2.0¢opMiieHHEe TEKCTAa CJIY:KeOHOT0 JOKYMEHTa (S3BIKOBBIC
TpeOoBaHUS K O(OPMIICHHIO PEKBU3UTOB JOKYMEHTOB; pEIaKTH-
pOBaHHE TEKCTa JIOKyMEHTa; 0COOEHHOCTH PEYEBOTO ITHKETa Jie-
JIOBBIX OyMar M CIy>KeOHBIX JOKYMEHTOB; TEXHHKA MPaBKH JTOKY-
MEHTOB)

TK1

3.CocTraBjieHre OPraHU3aIMOHHOW JOKyMeHTAuuu (MHTepak-
THBHBIH MeTo[: padora B mMajabIx rpynnax) (ycras, y4ypeau-
TEIbHBIN TOTOBOP, IITATHOE pacHKCAaHUE, MOJTO0KEHHS, JOKHOCT-
Hasi THCTPYKIIHS)

TK2

4.CocTaBjieHHe pPacnopsAUTEIbHON TOKyMEeHTAllUN (MHTepaK-
THBHBINA MeTO/A: padoTa B MAJILIX IPyNIax)
(mpukasz, pacopsbkeHue, yka3zaHue, IOCTAaHOBJICHHE, PEIICHHUE)

TK2

5. CocraBiieHue HH(POPMALMOHHO-CIIPABOYHOM 1OKYMEHTALMHU
(MHTepaKTHBHBIA MeToA: Case-study) (mpoTokon, akT, MPeTeH-
3Us, Kanoba, MUChMa Pa3HbIX BUJIOB, CIIpaBKa, JAOKJIaJAHAs U 00b-
SCHUTEJIbHAsI 3a1IHCKa)

TK2

6. CocTaB/ieHUEe IOKYMEHTOB IO JUYHOMY COCTaBY (MHTepak-
THBHBIH MeTO/: AejioBasi MTpPa) (pe3loMe, 3asBlIeHUE, IPUKa3 0
JUYHOMY COCTaBY, TPYAOBOM JOrOBOp, TPYIOBask KHIDKKA, Xapak-
TEpUCTHKA, aBTOOHOrpadus)

TK3

7. OpraHu3zanusi JOKYMEHT0000pOTa M TeKYILIero XpaHeHus
JOKYMeHTOB (TOpsI0K 0OpabOTKU MOCTYIMAIOIIUX U OTIIPABJIsie-
MBIX JIOKyMEHTOB; IpaBHJia PErHCTPALUN M MHIEKCUPOBAHUS J0-
KYMEHTOB; OpraHU3alusi KOHTPOJIS 3@ UCIIOJIHEHUEM JI0OKYMEHTOB;
XpaHeHHE JTOKyMEHTOB; HOMEHKJIATypa Jie1; (OpMHpPOBAHUE JIEIT;
XpaHEHUE J1eN1; U3Y4YeHHE KOMIUIEKCHON aBTOMaTU3aliu Je0npo-
U3BOJICTBA)

TK4

8. JIokyMeHTBI 0 OPraHU3aIUH 3aIMTHI KOMMePYecKOl Taii-
HBI (aMsATKa pabOTHUKY (CIyXallleMy) O COXpaHEHHH KOMMepue-
CKOM TalHBl NPEeanpUiTHs; O00s3aTENbCTBO O Hepas3IJalleHU!
KOMMEPUYECKOH TaifHbI)

TK4




4.1.4 JIabopaTopHble pabOTHI.

Dopmbl
Ne pazpe- o §
f1a ZiHCIH- § HanMeHoBaHME Ta60PaTOPHEIX paboT % & KOHTPOIA
IUIMHBI U3 | 2 2 < (IIK, TK)
Tabm 4.1.1 | © B
1. OcoGeHHOCTH TOATOTOBKH M O(OPMIIEHUSI OpraHU3aIMOH- K1
1 3 | HO - pacHOpSIIUTEIBHBIX JOKYMEHTOB cpeactBamu Microsoft | 2 TK1
Word (MHTepaKTUBHBII METO/1: 1€J10Basi HIPa)
2. OdopmiieHHne CIyXKeOHBIX 3aMHMCOK, MPETCH3UH U Kayoo, ITK1
2 3 | aKTOB MPEANPHITHUS, TOTOBOPOB, TOBEPEHHOCTEW CpEACTBAMHU | 2 TK2
Microsoft Word(uurepakruBHbIii MeToa: case-study)
2 3 3. _COCTaBneHHe JOKYMEHTOB KaJIpOBOH CIyXObI cpeicTBaMH 5 [IK1
Microsoft Word (mHTepakTHBHBIII METO/I: 1€J10Basi HIPa) TK2
4. Pa3paboTka W pENAKTHUPOBAHUE IOKYMEHTOB TaOIWIHOU
2 3 (dbopmbl, BeIYHCICHHE HOPMYII C TMOMOIIBFO TaOJHII, CO3/IaHuE 9 IK2
u obpaboTka muarpamm B cucteme Microsoft Excel. (muTe- TK3
PAKTUBHBIA METO/: pelieHre CUTYallMOHHBIX 3a/1a4)
5. Co3manue aBTOPCKOM Mpe3eHTAIlMH W MpPEe3eHTAIlUU Ha OC- K2
2 3 | HOBe craHmapTHOro cieHapus B cucteme Microsoft Power | 2 TK3
Point. (mHTepakTHBHBIII MeTO: case-study)
6. Coznanre 06a3bl JaHHBIX U 3ampocoB cpeacTBamu Microsoft K>
3 3 | Access. (MHTepAKTHBHBIH METOJA: pelleHue CUTYaAluoH- | 2 TKA4
HBIX 32/1a4)
7. PaboTa ¢ JOKyMEHTaMHU B CHCTEMaX AJIEKTPOHHOTO JOKY- K2
3 3 | MeHTOO0OpOTa (MHTEPAKTHUBHBIN METOA: padoTa B MAJIbIX | 2 TKA4
rpynmnax)
4.1.5 CamocTosaTenpHas pabora.
N;epna;- % KonTpons
a, 3 BBITIOJTHEHUS
AUCIH- | & Bujibl 1 comepkanne g 5 paboTsI
TIJINHBI E’ 5 a6 T
z CaMOCTOSITEIILHOW pa0OThI CTY/ICHTOB S = (nomepa ITK
s ° > n/ mm TK
TalII. = 1K) ’
41.1
1 -M3y4yeHne TeopeTHIecKoro MaTepuana. 16 MK1, TK1
3 | -TlogroToBka K MpakTHYECKUM U J1aOOpaTOPHBIM paboTam.
-M3ydyeHne TeopeTHIECKOro MaTepuania.
2 3 | -IloaroToBka K MpakTUYECKUM U JJAOOPATOPHBIM paboTaMm. 14 | TIK1, TK2
-Boimonnenne PT'P pasnmena 1 (. 1.3 -1.4)
-M3y4yeHne TeopeTHIecKoro MaTepuana.
2 3 | -IloaroToBka K MpakTUYECKUM U JJAOOPaTOPHBIM paboTam. 10 I1IK2, TK3
-Beinonnenne PI'P pasnena 2 (1. 2.1- 2.3)
-M3yduenune TeopeTuyeckoro Marepuaia. 18 [IK2, TK4
3 3 | -IloaroToBka K MPakKTUYECKUM U JTAOOPATOPHBIM paboTaMm.
-IToaroroska k 3amure PI'P
IToaroroBka K ”TOrOBOMY KOHTPOJIIO (3a4€T) 8 K




4.2 3aounas ¢popma o0ydeHuUs
4.2.1 Paznensl (TEMBI) TUCITUTIINHBI U BHJIBI 3aHITHIA

Bunpr yue6HO# paboThI 1
TPYAOEMKOCTB (B Hacax)
ayIUTOPHbBIC CPC
9
Z | g =
1) = = = [aF K
Ne HanmenoBanune o Eo S @)
(8 ® 3
= - ta} = = el 3 HToro
/11 paznena (TeMbl) AUCITUTUITHHBI & = ST 2 h s A&
S| = | 88|58 §| a
Z = FS | 8Y| @
(D) [a~] = S = < o M
o X O 1) = e
O S — =
< £ = & | H
= = =
1 OcHoBHBIE TpeOOBaHUS K MOATOTOBKE
JIOKYMEHTOB 3 0,5 15 2 5 18 27
OcHoBHBIE TpeOOBaHUS K COCTaBJe-
HUIO U OOPMIICHUIO JTOKYMEHTOB Op-
2 | raHM3aAIMOHHO-PACTIOPSIIUTEEHON 3 1 1 2 10 | 34 - 48
NEATeTLHOCTH W KaJpPOBOW JTOKYMEH-
TaIun
3 | TexHonoruu paboOThI C TOKYMEHTAMHU 3 0,5 1,5 2 5 20 - 29
[ToaroToBKa K HTOTOBOMY 3a4éT 3 - - - - 4 - 4
KOHTPOJIIO DK3aMeH - - - - - - -
BCETI'O: 2 4 6 20 76 - 108
4.2.2. Conepxanuie pa3elioB JUCIUILINHBI (TI0 JICKITUSIM).
o™
o =
5 &3 §
SEY | o -
) E < o T 9 E
S = = | 5 €MBI U COZICPYKaHUE JICKITHIA g
= =g |~ SO
2 5 ¢ 2
= =~
=
1.0OcHOBHBIE TpeOOBaHMS K O(POPMIIEHUIO YIPABICHUECKUX JOKYMEHTOB. YHHU-
(dbuKays U cCTaHAAPTU3ANUS YIIPABICHYSCKHX JOKYMEHTOB. BUIbI ynpaBieHde-
1 3 | cxux JIOKYMEHTOB U MX Kjiaccudukaius. PekoMeHganuu no cocTaBICHHIO TEK- 0,5
CTOB YIPaBICHYCCKHUX JOKYMEHTOB.
2. JIOKyMEHTHpPOBAHHUE OPTAHHW3AIMOHHO - PACTIOPSIUTCILHON ICATCIHEHOCTH
(opranuzanoHHas JOKYMEHTAIUS: YCTaB, YUPEIUTEIbHBINA JOTOBOP, IITATHOE
pacmucanue, MOJIOKEHUS, JOHKHOCTHAS WHCTPYKIUS, PAcIOpSIUTEIbHAs J10-
KyMEHTAIMsl: TPUKa3, paclopsbDKeHHe, yKa3zaHue, MOCTaHOBIEHHUE, pellleHue),
2 3 | uH(pOPMAIMOHHO - CHPABOYHOM (CIpaBKa, MOKJIAIHAs 3alucKa, OOBSICHUTENb- 1
Has 3amucKa, akT, TenedoHorpamma, (akc, MPOTOKON, MpaBuiIa O0GOpMIICHUSI
JIEJIOBOTO TTMCHhMa; BUJIBI TTUCEM) M TPYJIOBBIX MPABOOTHOIICHHUH (TPYAOBOM 10-
roBop (KOHTPAKT), TPYyAOBas KHIJKKA, JUYHAs KapTOUYKa, KOMaHAMPOBOYHOE
YIOCTOBEpEHUE, aHKETa, XapaKTePUCTHKA, pE3foMe, 3asBIICHHE, MPUKA3 TI0 JINY-
HOMY COCTaBy, aBToOHOrpagus)
3. Opranuzanus padoTel ¢ JOoKyMeHTamMu. PaboTa ¢ HOKyMeHTamH, colepka-
3 3 | muMu KOH(pUIECHIIUATBHBIE CBEACHHUSA. ABTOMaTH3anus noKkymeHTupoBaHus | 0,5
yIPaBICHUYECKON JESITETbHOCTH.




4.2.3. IlpakTrdeckue 3aHATHS (CEMUHAPHI).

paszzenna JUCIIMII-
JIMHBI 13 Taon. 4.2.1

KypcC

Temaruka u conepxanue
MPAKTUYECKUX 3aHATHI
(cemuHapoB)

TpynoemkocTb
(dac.)

1. TpeGoBaHusl K COCTaBICHHUIO M O(OPMIICHUIO YIPABIEHYECKON TOKYMEHTa-
min (popMaT JOKyMeHTa; oopMIICHHE TIOJIel; HyMepalus CTpaHHMIL; AaTa J0-
KyMeHTa; odopmieHue Tabiui; opopmiieHHE TuarpaMM; opopMIIeHHE LUPKY-
JSIPHOM PACCBHIIKH; KOPPEKTYpHBIE 3HAKHM U TpaBHiIa WX MPUMEHEHUs; Gopmy-
nsip-oOpasenn)

2. O3HaKOMJICHHE C OpTraHU3AIMOHHON JOKyMEHTaIuel (MHTEPaKTUBHBIA Me-
TOA: AenoBast urpa) (ycraB, YUpEeIUTEIbHBINH JOTOBOP, IITATHOE pPACIHCAHHE,
MOJIOKEHHUS, TOJKHOCTHASI MHCTPYKIIKA); COCTaBJICHHUE PACHOPSIUTENHHOM 10-
KyMeHTaluu (MpuKa3, paclopssKeHHe, yKazaHHWe, MOCTAHOBIICHHE, PEIICHUE);
MH(OPMALIMOHHO-CIIPABOYHON JTOKYMEHTAIIUHU (IIPOTOKOJ (KPaTKUil U TOJHBIH,
aKT,HHCBNRlpaSHHX,BHHOB,CHpaBKa,HOKHaﬂHaHIIO6BHCHHT€HBH3H33HHCKaﬁ
JOKYMEHTOB I10 JTUYHOMY COCTaBy (pe3iome, 3asBIIEHUE, NMPUKa3 MO JTUYHOMY
COCTaBy, TPYIOBOM JOTOBOP, TPYAOBask KHWKKA, XapaKTEPUCTHKA, aBTOOMOTpa-

bus)

3. 3. Opranusanusi JOKyMEHTOOO0OpOoTa (HOMEHKJarypa Jei; (OpMHpPOBAHUE
7ie]; XpaHEHHe /1e1); 03HaKOMJIEHHE C JOKYMEHTaMH 0 OpraHU3allly 3alUThl
KOMMEpYECKO# TailHbI (MaMATKa pabOTHHUKY (CIIyKalleMy) O COXpaHEHHH KOM-
MepYecKoi TaltHbl MpeInpUsiTHs; 0053aTeNbCTBO O Hepas3IiallleHU KOMMepUe-
CKOM TalHbI; U3Y4CHHE CHCTEM KOMIUIEKCHOM aBTOMATH3alUU JIEJIONPOU3BOJ-
CTBA)

4.2.4 JlabopaTopHble pabOTHI.

Ne pazpnena
OUCHUTIIINHEI

u3 tadn. 4.2.1

KypcC

HanmenoBaHue 1a60paToOpHBIX paboT

Tpynoewm-
KOCTb (4ac.)

1.3HaKOMCTBO C MAKEeTOM aBTOMaTH3aluu jejonpousBojacTsa Microsoft Of-
fice. OcoOeHHOCTH MOATOTOBKH M O(GOPMIICHHSI JOKYMEHTOB cpenctBamu Mi-
crosoft Word (pa3pabotka JTOKyMEHTOB TaOaHYHOW (DOPMBI, CO3/IaHUE THa-
rpaMM Ha OCHOBE TaOJIHII)

2.Pa3paboTka M penakTupoBaHUE JOKYMEHTOB TaOJIMYHON (OpMBI, BHIYMCIIE-
HIEe GOpMyYI C IOMOIIBIO Ta0JUII, CO3/1aHKe U 00padOTKa JUarpaMM B CHCTe-
me Microsoft Excel (nHTepakTHBHBIN METOI: peIIICHUE CUTYAllMOHHBIX 3a/1a4)

0,5

3. CocraBnenue u 0pOpMIIEHHE OPTraHU3ALMOHHO — PACHOPSAUTEIbHBIX, HH-
(bopManOHHO-CIIPABOYHBIX JTOKYMEHTOB M JTOKYMEHTOB KaJ[POBOW CITYKOBI
cpeactBamu Microsoft Word (wHTepaKkTHBHBINM METOJ: JIe/IOBast UTPa)
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4.Co3nanne NpeseHTaluu Ha OCHOBE CTAaHIapTHOTO cueHapus B cucreme Mi- | o5
3 3 | crosoft Power Point. Coznanue 6a3bl JaHHBIX M 3anpocoB cpeactBamu Mi-
crosoft Access.
5. Pabora ¢ JOKyMeHTaMH B CHUCTEMax 3JIEKTPOHHOIO JOKyMEHTOooOopoTa | 1|
(MHTEpaKTUBHBIM METO/I: pellleHue CUTYAIlMOHHBIX 3a/1a4)
4.2.5 CamocrosiTenpHas paboTa.
1 — /—.\
S o 2
2
= 5’3 2 Bujisl ¥ cosiepkaHue é
% e 2 CaMOCTOSITENIbHOM pabOThI CTY/IEHTOB =
H = =
0 ()
S 3 o
- >
2 E A
1,2,3 3 BrlirmorHeHNE KOHTPOJIBLHOM pabOTHI. 20
1 3 N3ydeHnne TeopeTueckoro MmaTepuana. 18
[ToaroToBKa K MPaKTUYECKUM H JTaOOPATOPHBIM paboTaM
9 3 W3ydeHnue TeopeTHueckoro MaTepuana. 34
[ToaroroBka kK MpakTUYECKUM U J1aOOPATOPHBIM padoTaMm.
3 3 N3ydeHnue TeopeTueckoro MmaTepuana. 20
[ToaroroBka K MpakTUYECKUM U J1aOOPATOPHBIM padoTaMm.
IToaroroBka K ”TOrOBOMY KOHTPOJIIO (3a4ETY) 4
4.3 CooTBeTcTBHE KOMIETEHIIUN, (POPMUPYEMBIX TPU U3YYCHUU JUCIUILTAHBI, U BUAOB 3aHITHIA
Bunp! 3ansatui
IlepeucHn MMPaKTUYECKIUE L i
P . nabopaTtopHbIe P PT'P, Ped.,
KOMITETCHIIUH JIEKITUH (cemuHapckue) CPC
paboThI Kontp. pa-
3aHATHS
6ota
OK-4 + + + + +
OK-6 + + + + +
I1K-10 - + + + +
5.0bPA30BATEJIBHBIE TEXHOJIOTU UHTEPAKTUBHOI'O OBYUYEHMU S
Dopmbl [Tpaktuyeckue/ | JlaGopaTopHble
Jlekuuun
MeTtosl CEMHHapCKHe paboThI (4ac) Bcero
(dac)
3aHATHUSA (Yac)
AHaJIn3 KOHKPETHBIX CUTYaIU 4/0 - - 4/0
PaboTta B MaJIbIX rpymmax - 4/0 2/0 6/0
Case-study - 2/0 4/0 6/0
JlenoBast urpa - 212 4/2 6/4
Pemenue cuTyanmoOHHBIX
- - 4/2
3a/1a4 4/2
Hroro HHTEPaKTHBHBIX 4/0 8/2 26/6
3aHITHIA 14/4

*[IpuMedaHue: B YUCIUTENE YKa3aHbl YaChl HHTEPAKTUBHOIO 00Y4eHHsI OYHOU (hOpPMBI 00YUEHHS, B 3HAMEHAT €-
Jie — 32049HOM (hOPMBI 0OyUECHHS.
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6. IEPEYEHb YYEBHO-METOIMYECKOT'O OBECHEYEHHUSA 11 CAMOCTOSTEJIBHOM
PABOTbBI OBYYAIOIIUXCS

1.

10.

11.

MeTtoauyeckue peKOMEHJalUK MO0 OpraHU3alMi CaMOCTOSITEIbHON paboThl 00ydaroluxcs B
HUMU AT AY [OnexTpoHHBIN pecypc] : (BBen. B AciicTBHE npukazoM aupekropa Ne 106 ot 19
utoHs1 20151.) / HoBouepk. mHxk.-menmuop. uH-T JloHckoit ['AY.-Onekrpon. man.- HoBouep-
Kacck, 2015.- Pexxum mocrtyma: http://www.ngma.su

Cepena, M.B. JlokymeHTHpOBaHUE yIpaBiIeHYECKON nesarenbHOCTH [TekcT]: Kypc neknui /
M.B. Cepena, B.1. Koctsuies; HoBouepk. roc. menmop. akan., — HoBouepkacck, 2013.- 116 c.
(25 2x3.)

Cepena, M.B. JlokymMeHTHpOBaHHUE YIPABICHUYECKOW NEATEILHOCTU [DIEKTPOHHBIN pecypc]:
kypc neknuii / M.B. Cepena, B.I. Koctbuies; HoBouepk. roc. Memvop. akaa. — DJIEKTPOH. JaH. -
Hosouepkacck, 2013. —)KM/I; PDF; 1,37 Mb. — Cucrem. tpeboBanus: IBM PC. Windows 7/
Adobe Acrobat 9. — 3aru. ¢ skpaHa.

Cepena, M.B. JlokyMEeHTHpOBaHHE YIIPABICHUECKON neATenbHOCTH [TekcT|: mpakTukym /
M.B. Cepena, 1.1. O6pasnoBa, A.H. Uepnbix; HoBouepk. roc. menuop. akai., kad. MEHEIK-
MeHTa — HoBouepkacck, 2013. — 70 c. (30 3k3.)

Cepena, M.B. JlokymMeHTHUpOBaHUE YIPABICHUECKON NESITEIBHOCTH [DNEKTPOHHBIA pecypc:
npaktukyM / M.B. Cepena, .. O6pasnosa, A.H. Yepnsix; HoBouepk. roc. menuop. akai. -
OnektpoH. naH. - HoBouepkacck, 2013. — XKMJI; PDF; 1,13 Kb. — Cucrtem. TpeboBanus: IBM
PC. Windows 7/ Adobe Acrobat 9. — 3ari1. ¢ skpana.

Cepena, M.B. [lokyMEHTHpPOBaHHE YIPABIECHUYECKON AeATEIbHOCTU [TEKCT]: MeTon. yKas. Io
BEIT. J1a0. pabdot / M.B. Cepena, E.A. [leera, .1 . O6pa3noBa; HoBouepk. roc. Menuop. akaj.,
kad. meHemKkMeHTa. — HoBouepkacck, 2013. — 77 c. (45 2x3.)

Cepena, M.B. JlokymMmeHTHpOBaHHUE YIPABICHUYECKOW NEATEIBHOCTU [DJIEKTPOHHBIN pecypc]:
MeTOo. yKa3. o BbIN. j1ab. pabor / M.B. Cepena, E.A. [leeBa, U.1. O6pa3iioBa; Hoouepk.
roc. MeJIuop. akaa. - DnekTpoH. naH. — Hoouepkacck, 2013. -2 KM/I; PDF; 1,65 Kb. — Cuc-
tem. TpedoBanus: IBM PC. Windows 7/ Adobe Acrobat 9. — 3aru. ¢ akpana.

Cepena, M.B. JlokyMeHTHpOBaHHE YIPaBICHUYECKOMN NeATenbHOCTH [TeKcT]: MeToi. ykas. mo
BbIN. pacu.-rpad. pad. / M.B. Cepena, 1.B. Tkauenko; HoBouepk. roc. Mmenuop. akaa, kad. me-
HemxMmenTa. — HoBouepkacck, 2013. — 55 ¢.(20 3k3.)

Cepena, M.B. JlokymMeHTHpOBaHUE YNPABIECHUYECKON NEATENbHOCTH [DIEKTPOHHBIN pecypc]:
METOJ. YKa3. 10 BbII. pacd.- rpad. pad. / M.B. Cepena, 11.B. Tkauenko; HoBodepk. roc. memmop.
akan, xkad. menemkmenTa. — Hoouepkacck, 2013. — XKM/I; PDF; 672 Kb. — Cucrem. tpeboBa-
uus: IBM PC. Windows 7/ Adobe Acrobat 9. — 3aru. ¢ skpana.

Cepena, M.B. JlokyMeHTHpOBaHUE YIpaBiIeHYECKOil nestenbHocTH [Tekcr]: Meroa. ykas. mo
M3y4d. JUCH. ¥ BBINOJIH. KOHTp. pab. crya.  3ao4. ¢dopmer o0yd. / M.B. Cepena,
H.C. 3axapuenko; HoBouepk. roc. menuop. akaa, kag. MmeHepkMeHTa. — HoBouepkacck, 2013.
— 64 c. (45 3x3.)

Cepena, M.B. JlokyMeHTHpOBaHHE YIPaBICHUECKON JNEATENBHOCTH [DJIEKTPOHHBIN pecypc]:
METO/I. YKa3. [0 M3y4Y. JHCI. ¥ BBIIIOJIH. KOHTp. pad. cTya. 3ao4. ¢popmel o0yd. / M.B. Cepena,
H.C. 3axapuenko; HoBouepk. roc. Menuop. akas, kad. MmeHemxmenTa. — HoBouepkacck, 2013. —
XM/JI; PDF; 728 KB. — Cuctem. tpeboBanus: IBM PC. Windows 7/ Adobe Acrobat 9. — 3ar.
C DKpaHa.

7. ®OHJ OLEHOYHBIX CPEACTB JUIsd KOHTPOJIA YCIIEBAEMOCTH U

MPOBEJIEHUS IIPOMEXYTOYHOM ATTECTAIIMA OBYYAIOIIMXCA IO JUCIHUAIINHE

JI1st KOHTPOJIS yCIIEBAEMOCTHU CTYIEHTOB U PE3YJIbTATOB OCBOCHMS NUCLUILUIMHBL «/{OKyMEHTH-
pOBaHME YIPABIECHYECKON eATEeIbHOCTUY» MPUMEHSETCS OaJlIbHO — peHTHHroBas cuctema. B cucreme
OLICHOYHBIX CPEACTB UCIOJIB3YIOTC:

TS KOHTPOJISE OCBOCHUS TEOPETUIECKUX 3HAHUH B TEUCHUH CEMECTpa MPOBOAATCS 2 TIpOMe-
xyTtounbix koHTpous (IIK 1, ITK 2);


http://www.ngma.su/
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- JJI1 OOCHKH HpaKTI/I‘-IeCKI/IX 3HaHPII>i B TCUCHUU CeMeCTpa HpOBO,Z[SITC}I 4 TGKYH_[I/IX KOHTpO.HSI
(TK 1, TK 2, TK 3, TK 4).
COI[ep)KaHI/Ie BBIH_IGYKa?;aHHLIX OIICHOYHBIX Cpe,[[CTB HpI/IBO,[[SITCSI HUXKE.

Teopernueckuii MaTepuaja npomMe;KyrouHoro kourpoJs I1K 1:

1. OcHOBHBIE TOHATHUS JOKYMEHTUPOBAHUS YIIPABICHYECKOM JESITEIIbHOCTH.

2. O0mue u cnenuaibHbie PYHKITUU OPHUITHATBHBIX JOKYMEHTOB.

3. CocTaB HOPMAaTUBHO-METOANYECKON 0a3bl TOKYMEHTALIMOHHOTO 00ecreueHMsl.

4. Yauduxanus 1 cTaHIapTU3aLKs YIIPABICHUYECKUX JOKYMEHTOB.

5. Knmaccudukanust TOKyMEHTOB.

6. OpopMmieHre peKBU3UTOB YIIPABIECHYECKUX JOKYMEHTOB.

7. Bnanku JOKYMEHTOB U TPeOOBaHUS K HUM.

8. OdopmieHne B JOKyMEHTaX 3HAKOB MPENUHAHMS U CHMBOJIOB.

9. Odopmuenue nosei, HyMepaul CTPaHUIl B JOKYMEHTaX.

10.0dopmneHue gat u yucen B JOKYMEHTAX.

11. Odopmiienne TabIUI ¥ PUCYHKOB B JIOKyMEHTaX.

12. Opopmnenue maTeMaTuueckKux GopMya U €IUHUI] U3MEPEHUS B JOKYMEHTAaX.

13. KoppekTypHble 3HaKH U MPAaBUJIa UX TPUMEHEHUSI.

14.0cob6enHocTy 0pHUIIMATBEHO-EIOBOTO CTUJIS.

15.YnorpebieHue NponrucHbIX U CTPOYHBIX OYKB.

16.Haubosee ynorpedsieMbie COKpaIieHus CI0B.

17.KoppecnoHieH1Us, CBsI3aHHASI C MPOBEJACHUEM MEPHUOIUUECKIX MEPOTIPUSITHIA.

18. YcraB opranusanum, ero peKBU3UTH 1 OCHOBHBIE pa3/ieibl TEKCTA.

19. llltatHOE pacnicaHne, €ro PpeKBU3UTHI U OCHOBHBIE CBEJICHUS, COIEPKAIIHECS B JaHHOM J10-
KyMEHTE.

20. [Tonoxenue, ero peKBU3UTHI. Buabl MonoxeHui.

21. Unctpykims. OCHOBHOE Ha3HauY€HUE JTOJDKHOCTHON MHCTPYKIINH, €€ PEeKBU3UTHI U OCHOBHBIE
pa3zenbl TEKCTa

22. YupenutenbHbIN JOTOBOP, €r0 PEKBU3UTHI U OCHOBHBIE Pa3/IENbl TEKCTA.

23. Buapl paciopsauTenbHBIX JOKYMEHTOB, UX OCHOBHOE Ha3HAYCHHE.

24. Tlpuka3s, ero peKBU3HUTHI K OCHOBHBIE YAaCTH TEKCTA.

25. PekBU3UTHI yKa3aHUs U LI€JIb U3/IaHKUS JAHHOTO IOKYMEHTA.

26. PacniopsikeHue, ero peKBU3UTHL. BOpockl, 0 KOTOPBIM U3Aa€TCsl PACTIOPSKEHUE.

27. Pemenue, ero pekBu3nuThl. Opransl ynpaBieHHUs, UMEIONINE MTPaBO K W3IaHUIO JAHHOTO JI0KY-
MEHTA.

28. PexBU3UTHI MOCTAHOBJICHUS U 1I€JIb U3AaHUS JAHHOTO IOKYMEHTA.

29. Buasl nH(MOpMaIMOHHO-CIPABOYHBIX TOKYMEHTOB, KX OCHOBHOE Ha3HAYCHHE.

30. [IpoToko, ero peKBU3UTHI U OCHOBHBIE YAaCTH TEKCTa. BUIBI TIPOTOKOIOB.

31. JloknanHble 1 00BSICHUTENBHBIE 3aTTUCKU, X PEKBU3UTHI K OCHOBHBIE 1IETTH HAMMCAHUS JaH-
HBIX JTOKYMEHTOB.

32. TpeboBaHus1, IpeabIBISIEMbIE K COCTABJICHHUIO CIPABOK. BUIBI CIIPaBOK.

33. OcobenHocTu coctaBieHus akTa. OCHOBHbIE YaCTH TeKCTa. BuJbl akTOB.

34. TpeboBaHus1, IpeabIBISIEMbIE K COCTABICHUIO M O(DOPMIICHUIO CITYKEOHBIX THUCEM.

35. Pa3sHOBUIHOCTH IIMCEM.

Teopernyeckuii MaTepua npomMe;KyTouHoro kourpoJs IK 2:

1. Busel JOKyMEHTOB, OTHOCSIIMECS K JOKYMEHTAIMH 110 INYHOMY COCTaBY.

2. Odopmiienue rpreMa Ha padoTy.

3. TpeboBanus, MpebIBIsIEMbIE K COAEPKAHNIO H 0(POPMIIEHHIO TPYJOBOTO JJOTOBOPA.
4. OdopmiieHHEe TPUKA30B MO TUYHOMY COCTaBY.
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5. TpeGoBanus, NpeabABISEMbIC K COIEPIKAHUIO U OPOPMIICHHIO XapaKTEPUCTHKH.
6. CocTaBHBIC PJIEMEHTHI U PEKBU3UTHI aBTOOHOTpaduu.
7. CocTaB TOKYMEHTOB JJUYHOTO JIeTa.
8. O01ue npaBua BeACHUS U BbIIa4l TPYJOBBIX KHUKEK.
9. OdpopmieHne JOKYMEHTOB IIPH MIEPEBO/IE COTPYIHUKA Ha JPYTyI0 paboTy BHYTpU OpraHu3a-
017078
10 ITopsimok odopmiteHUs] TOKYMEHTOB IPU YBOJILHEHHH COTPYAHUKA.
11. Opranuzanus paboThI C TOKYMEHTaMH.
12. Tlopsinok 006pabOTKH MOCTYMAOUINX M OTIIPABIISIEMBIX TOKYMEHTOB.
13. Tlopsimox 06pabOTKM OTIPABIISIEMBIX JOKYMEHTOB.
14. Iopsnok 00pabOTKM BHYTPEHHUX JOKYMEHTOB.
15. PerucTparus 10KyMEHTOB.
16. Opranusanys KOHTPOJIS 3a UCIIOJIHEHUEM JOKYMEHTOB.
17. XpaneHue JOKYMEHTOB.
18. CocTaBneHue HOMEHKIIATYPBI €]l OpraHU3aliH.
19. Opranusanus paboThl ¢ JOKYMEHTaMH, COAEepKAIIUMU KOH(UCHIIMATbHBIE CBECHMUS.
20. CBeneHusi, OTHOCAIIMECS K KOMMEPYECKOM TaliHe.
21. 3amura T0KyMEHTOB, COACPKAIIMX KOMMEPUYECKYIO TalHY.
22. YHUYTOXKEHHUE TOKYMEHTOB.
23. IloHATHE AIIEKTPOHHOTO JOKYMEHTA €r0 MPEUMYIIeCTBa U HEJOCTaTKU.
24. CocraBiieHUE JOKYMEHTOB.
25. ABTOMaTH3MpOBaHHAs MPoIeypa paboThl ¢ JOKYMEHTaMHU.
26. DneKTpoHHBIE O(UCHBIE CUCTEMBI.
27. XpaHeHue JOKyMEHTOB B JIEKTPOHHOM (opme.

Bonpocsl 1J151 npoBeieHust UTOroBOM arTectanuu B popme 3auéra (UK):

1. OcHOBHBIE NOHSTHSI TOKYMEHTUPOBAHUS YIIPABIECHUYECKON AESITEIbHOCTH.

2. Obumwe u cnenuanbHble QYHKIUN O(PUIHATBHBIX TJOKYMEHTOB.

3. CocTaB HOPMATUBHO-METOANYECKOM 0a3bl JOKYMEHTAIIMOHHOTO 00ECIIeYCHUSI.

4.YHudukanys u cTaHaapTH3alys yIpaBleHYeCKUX JOKYMEHTOB.

5. Knaccudukanus J0KyMEHTOB.

6. OpopmiieHre PEKBU3UTOB YIIPABICHUECKUX JJOKYMEHTOB.

7. bnaHku JOKYMEHTOB U TpeOOBaHUS K HUM.

8. OdopmieHue B JOKyMEHTaX 3HAKOB IPEMMHAHUS U CUMBOJIOB.

9. OdopmieHme MONCH, HyMepaIiy CTPAHUI] B TJOKyMEHTaX.

10.0¢opmieHue Aat ¥ yucea B JOKYMEHTaX.

11. Oopmienne TabIuI ¥ PUCYHKOB B JIOKyMEHTAaX.

12. Odopmiienne MaTeMaTH4ecKuX GOpMYJT M €AMHULL U3MEPEHHs B JOKYMEHTaX.

13. KoppekTypHble 3HaKu ¥ TIPaBUIa UX TPUMEHEHUSI.

14.0OcobenHocTH 0QUIHATBHO-1EI0BOI0 CTHIIS.

15.YnorpebaeHue NponucHbIX U CTPOUYHBIX OYKB.

16.Haubonee yrnorpebisieMble COKpALIEHUS CIIOB.

17.KoppecnioHieHIus1, CBsI3aHHAs C POBEACHUEM ITEPUOIUYECKUX MEPOIIPHUITHH.

18. YcraB opranu3zaium, €ro peKBU3UTHI 1 OCHOBHBIE pa3/ieibl TEKCTA.

19. lllTaTHOE pacniucaHue, €ro peKBU3UTHI U OCHOBHBIE CBEICHUS, COAEPkKAIIUECS B JAHHOM
JOKYMEHTE.

20. ITonoxenue, ero peKBU3UTHL. BUbI MOJIOKEHUI.

21. Unctpykuus. OCHOBHOE Ha3HAUYEHUE TOJDKHOCTHON MHCTPYKIIMH, €€ PEKBU3UTHI U OCHOB-
HbIE pa3fielibl TEKCTa

22. YupenurenbHblil JOTOBOP, €0 PEKBU3UTHI U OCHOBHBIE Pa3/IeNbl TEKCTA.
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23. Buasl pacniopsiiUTeNbHBIX TOKYMEHTOB, MX OCHOBHOE Ha3HauYCHUE.

24. Tlpukas, ero peKBU3UTHI 1 OCHOBHBIC YAaCTH TEKCTA.

25. PexBU3UTHI yKa3aHUS U LI€Ib U3JaHMsI JAaHHOTO JOKYMEHTA.

26. PacniopsikeHue, ero peKBU3UTHL. BOpockl, 0 KOTOPBIM U31a€TCs PACTIOPSKEHUE.

27. Pemienue, ero pekBU3uThl. Oprassl ynpasieHMs, UMEIOLIUE IPAaBO K U3JaHUIO JaHHOTO
JOKYMEHTA.

28. PexBU3UTHI IOCTAHOBIICHHUS U 1I€JIb U3/IaHUS JAHHOTO JOKYMEHTA.

29. Buapl nH()OpMaAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB, UX OCHOBHOE Ha3HAUYCHHE.

30. IIpoToko, €ero peKBU3UTHI U OCHOBHBIE YACTH TEKCTA. BUJIbI MPOTOKOIOB.

31. loknanHble 1 00BSACHUTENbHBIE 3aTTUCKH, UX PEKBU3UTHI U OCHOBHBIE 11€JIM HANUCAHUS
JAHHBIX JTOKYMEHTOB.

32. TpeGoBaHusl, MpeaBABIIEMBIE K COCTaBICHHUIO CIIPAaBOK. BHIbI cCripaBoK.

33. OcoGeHHOCTH cocTaBieHus akTa. OCHOBHBIC YaCTH TEKCTa. BUJIbI aKTOB.

34. TpeboBanus, NpeabsIBIsIEMbIE K COCTABICHHUIO U O(hOPMIICHUIO CITYKEOHBIX MTHCEM.

35. Pa3HOBUAHOCTH NTHUCEM.

36. Buabpl 1OKyMEHTOB, OTHOCAIIIUECS K IOKYMEHTAIIUH 110 IMYHOMY COCTaBY.

37. OpopmiieHne priemMa Ha padoTy.

38. TpeboBanus, peabsIBIsieMble K COEPKaHUI0 U OPOPMIICHUIO TPYAOBOTO JOTOBOPA.

39. OdopmiieHHE TPUKA30B TI0 JTHYHOMY COCTaBY.

40. TpeboBaHus, mpeabsIBIsEMbIC K COIEPKAHUIO U O(OPMIICHHUIO XaPaKTEPUCTUKU.

41. CocTaBHBIE 2JIEMEHTHI U PEKBU3UTHI aBTOOHOTpaduH.

42. CocTaB IOKyMEHTOB JIMYHOTO JIeTa.

43. OO1ue npaBuia BEICHUS U BbIIa4l TPYJOBBIX KHUKEK.

44. OdopmieHre TOKyMEHTOB MPU NEPEBOIE COTPYAHUKA HA JPYTYIO pabOTy BHYTPU OpTraHU-
3allUH.

45. Topsimok ohopmiieHUS] TOKYMEHTOB TP YBOJIbHEHUHU COTPYAHHKA.

46. Opranu3zanus paboThl C JOKYMEHTaMHU.

47. Ilopsinok 00pabOTKH MOCTYNAOLIUX U OTIPABISIEMBIX TOKYMEHTOB.

48. TTopsmok 06pabOTKHM OTIPABISIEMBIX TOKYMEHTOB.

49 ITopsmok 0OpabOTKU BHYTPEHHHUX JOKYMEHTOB.

50.Perucrpanust JOKyMEHTOB.

51.Opranu3anus KOHTPOJIS 32 UCTIOTHEHHEM JOKYMEHTOB.

52.XpaHeHue JOKyMEHTOB.

53.CocraBneHue HOMEHKIATYPhI AT OpTaHU3aIlHH.

54.0Opranu3zanus padoThl C JOKYMEHTAMH, COACPKAIMMU KOH(PHUACHIINAIBHBIC CBEICHHUS.

55.Cenienus, OTHOCSIUECS K KOMMEPUYECKOH TaliHE.

56.3anmTa JOKyMEHTOB, COAEPKAIIUX KOMMEPUYECKYIO TalHY.

57.YHAYTOKEHHUE TOKYMEHTOB.

58.IloHATHE AIIEKTPOHHOIO JOKYMEHTA €r0 MIPEUMYIIECTBA U HEJJOCTATKH.

59.CocraBneHue JOKyMEHTOB.

60.ABTOMAaTH3MpPOBAaHHAS MPOIIEypa pabOTHI C TOKYMEHTaMHU.

61.25neKkTpoHHBIE O(PUCHBIE CUCTEMBI.

62.XpaHeHue JOKyMEHTOB B DJIEKTPOHHOU opMme.

Conep:xanue Tekymero koHTpoJsi TK 1 (6amaesi: max 5, min 3):
- OTYET MO BBHIMOJHEHUIO TAOOPATOPHBIX padoT.
- MPOBEpKa BBHIMOIHEHUS Ha MPAKTUYCCKUX 3aHITHUSIX 3aJJaHUs ISl CAMOCTOATEIHHOM paboThl
CTYJEHTOB.

Conep:xkanue Tekymero kourpoJsi TK 2 (6amasi: max 10, min 6):
- OTYeT IO BHINOJIHEHUIO 1Jab0paTopHbIX padboT Ne 2, Ne 3.
- MpPOBEpKa BHIMOJIHEHUS HA MPAKTUICCKUX 3aHIATUAX 3aIaHUS TSI CAMOCTOSTEIIEHOW PabOThI
CTYJCHTOB.
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- nposepka BeimonHenue PI'P paznena 1 (mynkros 1.1 -1.4).

Conep:xanue Texkymero koutpoJsi TK 3 (6amapi: max 10, min 6):
- OTYET IO BBIMOJIHEHUIO JabopaTOpHBIX paboT Ne 4, No 5.
- MPOBEpKa BHIMOJIHEHUS HA MPAKTUICCKUX 3aHITUSIX 33JJaHUS JIJIS1 CAMOCTOSTEITLHOM paboThI
CTYJCHTOB.
- mposepka BeimonHenue PI'P paznena 2 (mynkros 1.1 -1.3).

Conep:xanue Tekymero kourpoJsi TK 4 (6amnpi: max 15, min 9):
- OTYeT IO BBHIMOJHEHHUIO JTJA00OpaTOPHBIX paboT Ne 6, No 7.
- IMpOBEpKa BHIMOJIHEHUS HA MPAKTUYECKUX 3aHATUAX 3a1aHUs I CAMOCTOSATEIILHOM paboThI
CTYJECHTOB.
- IIPOBEpKa BbINOJIHEHUs U 3amura PI'P.

Conepxanue UK (3auer):
-TeOPETHUYCCKUI MaTepral mpoMexyrounoro Koutposs 1K 1 (6amrsi: max 15, min 9).
-TeOPETHUYECKHUIT MaTepuasl mpoMexxyrounoro koHTpos 1K 2 (6amrbsi: max 15, min 9):
Pacuerno-rpaduyeckasi padbora cTy1eHTOB 04HOI opMbI 00yUeHM I
PacuerHo-rpaduueckas pabora Ha TeMy «JloKyMEHTaIlMOHHOE OOCCIICUeHUE YIpPABICHUS OpPTaHU3a-
[Me» UMeeT LEIbI0 3aKPeIIeHHUs] TEOPEeTUUYECKUX 3HAHUU MO COCTaBICHHUIO U O(POPMIICHHUIO JTOKY-
MEHTOB yNPABJIECHYECKOM nesTenpbHocTh. B 3anaun PI'P Bxoaurt:
1.CocraBienue u oopmiieHHE OCHOBHBIX BUOB yIPABICHUECKON JOKYMEHTAIIHH.
2. CocraBienue 1 opopMIICHHE JOKYMEHTOB ¢ moMotibio [1K, mpu ucnons30BaHUY MaKeTa aB-
tomartuzanuu Microsoft Office.

CTpyKTypa MOsSICHUTENBHOM 3aIMCKU pacyeTHO-Tpadudeckoil paboTsl
U €€ OPUEHTHUPOBOYHBIN 00BEM

Beenenue (1 c.)
1.Cocrapnenue u o) OpMIICHHE OCHOBHBIX BUIOB YITPaBIIEHUECKOM JokyMeHTanuu: (8 -10 ¢.)

1.1 Opranu3alnOHHBIX JOKYMEHTOB;

1.2 PacriopsiAMTENbHBIX JOKYMEHTOB;

1.3 MadopmaImoHHO-CIIPaBOYHBIX JOKYMEHTOB;

1.4 JIOKyMEHTOB I10 JIAYHOMY COCTaBY.
2. CocraBienue 1 opopmiieHne JOKYMEHTOB ¢ nomoinbio [1K, mpu ucnonp3oBaHUM MakeTa aBTOMaTH-
sarmu Microsoft Office: (4 ¢.)

2.1 Co3nanuie u opopmiIeHHE JOKYMEHTA YIPABIEHYECKOW AESITENbHOCTU C TIOMOIIBIO CHCTEMBI
Microsoft Word;

2.2 Co3pnanue u opopMIICHHE TUArpaMMBbI K JICTIOBOMY MHCbMY C TIOMOIIbI0 cucteMbl Microsoft Ex-
cel;

2.3 Coznanue u oopMIICHHE MPE3ECHTAIMM HOBOM MPOIYKIUH (YCIYT) ¢ MOMOIIBIO cucTeMbl Mi-
crosoft Power Point.

3akmouenue. (1 c.)

PacuerHo-rpajduueckas padora Ha Temy «/lokyMeHTanlMOHHOE OOecCreYeHUe YIpaBiICHUS
OpraHu3alKei» BBIMNOIHAETCS CTYIEHTOM HMHJMBHAYaJlbHO BO BHEAYJIUTOPHOE BPEMs, CAMOCTOSTENb-
HO IO MHJAMBHUIYaJbHBIM HMCXOJHBIM JaHHBIM BapHaHTa 3aJlaHUsl B COOTBETCTBHUE C pa3pabOTaHHBIMU
Metonuueckumu ykazanusmu. [locie npoBepku u qopaOOTKH YKa3aHHBIX 3aMeuyaHUil, paboTa 3amu-
maetcs. [Ipyu momoXUTEeNbHON OIEHKE BBITTOJTHEHHOW CTYJEHTOM Pa0OTHl Ha TUTYJIBHOM JIUCTE CTa-
BHTCS - ""3auTeHO". MakcumaiibHOE KoJmdecTBO OamioB 3a PI'P — 15 Gamnos.

KonTposabHasi padoTa cTyAeHTOB 3204HOI ()OPMBI 00y4eHHs] COCTOUT U3 PACUETHBIX 3aja-
HUM, 0XBaTHIBAIOIIUX KypC AUCLUUIINHBI, U BBIIOIHSAETCS 110 OAHOMY U3 YKa3aHHBIX BapHaHTOB. BbI-
00p BapHaHTa ONpPENEISAETCA NO ROCIEOHUM 06yM yuppam 3auemnoi kHudcku. IlepeueHp BapuaH-
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TOB 33/IaHUN KOHTPOJBHOU PabOTHI, METOJIMKA €€ BBHIMOJHEHHSI U HEOOXOAUMAs JIUTepaTypa IpuBeie-
Hbl B MeToInYecKuX yKa3aHUsIX JJI1 HaUCaHHUsI KOHTPOJIbHOU paboThlI.

KonTpoabHasi padoTa cTy1eHTOB 3204HOi (hOPMBbI 00yUeHUsI

KonTponbHast paboTa BBIMOIHSIETCS CTYIEHTOM IMOCIE CaMOCTOSATEIHHOIO U3yUEHUsI TEOPETH-
YEeCKOTo Kypca Mo JUCHHUIUINHE: «/{OKyMEeHTHpOBaHUE YIPABICHYECKON NESITEILHOCTH» U COCTOHUT 3
TpE€X 3amaHuil (BBIOOP 3alaHUI OCYIIIECTBIIAETCS HAa OCHOBE JIBYX MOCIeTHUX IUbp mudpa 3aueTHOM
KHWKKHU CTYJICHTA):
3apanue 1. PaccmoTrpenue Teopernueckoro Bomnpoca Ha Temy: OCHOBHBIE TPEOOBaHUS K COCTABIICHHUIO
1 0(hOPMIICHUIO JOKYMEHTOB OPTaHU3ALMOHHO - PACTIOPSIUTEILHON I€ATEIIbHOCTH M KaJpOBOH JOKY-
MEHTAIIIH.
3aganme 2. PaccMoTpeHne TeopeTHUecKoro Bompoca Ha TeMy: TexXHOJI0ruu paboThl ¢ TOKyMEHTaMHU.
3aganue 3. [Ipaktuyeckoe 3aganue: CocTaBUTh U OPOPMUTH OPraHU3AIMOHHBIE, PACTIOPAIUTENbHEIE,
MH(OPMAIMOHHbIE JOKYMEHTHI U JIOKYMEHTHI TI0 TIEPCOHAITY MPEANPUATHS.

J171st KOHTPOJIS YCIIEBAEMOCTH O0YUaIOIIUXCS U OIIEHKU PE3YJIHTATOB OCBOCHUS TUCIIUTLITUHBI
MpUMeHsieTcs OalTbHO-PEUTUHIOBAs cUcTeMa, pa3paboTaHHas B COOTBETCTBHHU ¢ [TonoxkeHuneM o Te-
Kymiei arrecrauuu odydaromuxcs 8 HUMU JITAY.

[TpomMexxyTouHasi aTTecTalys CTyJeHTaMH OYHOM (OopMBI O0yUeHUS BKIIOYAIOIIEH B cedst mpo-
BeneHue mexkyuez2o (TK), npomescymounozo (IIK) v umozoeozo (UK) KOHTpOns 10 AUCUUILIMHE.

Texymmii kouTpoJb (TK) ocymiecTBisercs B TeueHHE CEMECTpa M MPOBOAMTCS 1O Jabopa-
TOPHBIM pa0oTaM U MPAKTHYECKUM 3aHATHSM, a TAKKE [0 BUAAM CaMOCTOSTEIIBHONH PaOOTHI CTYICH-
toB (PI'P). ®opmamu TK sABIsSIOTCS: 0TUYET 1O J1TaOOpaTOpHOU paboTe; 3allKuTa pacueTHO-rpadUIeCKOi
paboThI; KOHTPOJIbHAS paboTa MO MPAKTHYCCKUM 33aJIaHUSM | IS CTYJICHTOB 3a09HON ()OPMBI.

B teuenne cemectpa npoBojasaTcs 2 mpoMexyrounbix kouTpois (IIK1, I1K2). B xoxe mpome-
xkytogHoro koHtpoisa (IIK) nposepsroTcs TeopeTndeckue 3HaHusA. [JJaHHBIM KOHTPOJIb IPOBOAUTCS 10
paznenaM (MOIyJNsIM) AUCUHUIUIMHBL 2 pa3a B TEYEHHUE CEMECTpa B YCTaHOBJICHHOE padoueil mporpam-
Mot Bpemsi. DopMaMu KOHTPOJIS SIBJISIFOTCSI KOJUJTIOKBUYM, KOHTPOJIbHBIE pa0OTHI.

Hrorossiiit KoHTPOIb (UK) — 570 3a4€T 10 IMCUUIUIMHE B LIETIOM.

IHonHbli GOHA OLEHOYHBIX CPEICTB, BKINYAIOUINNA TEKYIHH KOHTPOJIb YCIIEBAEMOCTH U
nepevyeHb KOHTPOJIbHO-U3MepHUTeJbHBIX MaTepuaioB (KMM) npuBeneH B NpuJjioskeHun K pado-
4yeil mporpamme.

8. YYEBHO-METOJMYECKOE MW HWH®OPMAIMOHHOE OBECIIEYEHHUE
JUCHUIIJIMHBI
8.1 OcHoBHas JIMTEpPaTypa

1. Kprokona, H.I1. JlokymeHTHpOBaHKE yrpaBiieHYeCKO# aesTenbHocTH [Teker]: yue6. mocobue /
H.IT. KprokoBa. — M.: UH®OPA — M, 2013. -268 c. (12 3k3.)

2. brwixosa, T.A. [lenonpounsBojctBo [Tekct]: yueonuk / T.A. beikoa, JI.M. Bsutora, M.B. Can-
kuHa; noj pea. T.B. Ky3nenosoii — 3 —e u3na., nepepad u gon. -M.: UHOPA-M, 2013. -363 c.
(15 2x3.)

3. Cepena, M.B. JlokyMeHTUpOBaHHUE YIPaBIEHUECKOH nesrenbHOCTH [TekcT]: Kypce Jiekuuid /
M.B. Cepena, B.1. Kocteie; HoBouepk. roc. menuop. akan., — HoBouepkacck, 2013.- 116 c.
(25 5k3.)

4. Cepena, M.B. JlokyMeHTHpOBaHUE YIPABIECHYECKON AEATEIBHOCTU [DIEKTPOHHBIA pecypc]:
Kypc nekuuit» / M.B. Cepena, B.1. Koctbines; HoBouepk. roc. Mmenuop. akaj. — DJIEKTPOH. JaH.
- HoBouepkacck, 2013. —)KM/I; PDF; 805 Kb. — Cucrem. tpebosanus: IBM PC. Windows 7/
Adobe Acrobat 9. — 3aru. ¢ sxpana

5. I'punGepr, A.C. JlokyMEeHTAIlMOHHOE OOECIICUCHHE YMIPABJICHHUS [DIEKTPOHHBIA pecypc:
yuebnuk / A.C.I'punbepr, H.H. I'opbGaueB, O.A. MyxameTrmnHa — OJIEKTPOH. JaH. —
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Mocksa : HOuutu-Ilana, 2015. - 391 c¢. — ISBN 978-5-238-01770-9. — Pexum nmocryma:
http://biblioclub.ru — 3aru. ¢ sxpana.- 24.08.2016

8.2/lonoJiHUTEIBLHAS JIUTEPaTypa
Kysnenog, 1.H. JlenonpousBoacteo [Tekcrt]: yaueOHo - cripas. mocobue / U.H. Ky3nemnos. — 6 —
e m3., mepepad. u mon. — M.: Jlamkos u K, 2013. — 459 c. (3 2x3.)
Cepena, M.B. JlokymeHTHpOBaHUE YIpaBlIeHUYECKOU naesTenbHocTH [Tekcr]: meron. ykas. 1mo
M3y4. JWCH. W BHIMOJNH. KOHTpP. pabd. crya.  3aod. ¢opmel ob6yud. / M.B. Cepena,
H.C. 3axapuenko; HoBouepk. roc. menmuop. akana, kad. MeHemxmenta. — HoBouepkacck, 2013.
— 64 c. (45 7k3.)
Cepena, M.B. JIokyMeHTHpOBaHHE YIPABICHYECKON AEITEIBHOCTH [DJIEKTPOHHBIN pecypc]:
METO/I. YKa3. M0 U3y4Y. JUCI. ¥ BBIIOIH. KOHTP. pad. cTya. 3ao4. ¢popmel o0yd. / M.B. Cepena,
H.C. 3axapuenko; HoBouepk. roc. menuop. akan. OnekTpoH. aaH. - HoBouepkacck, 2013. —
XKM/JI; PDF; 543 Kb. — Cuctem. tpeboBanus: IBM PC. Windows 7/ Adobe Acrobat 9. — 3ar.
C 9KpaHa
Cepena, M.B. JlokyMEeHTHpOBaHHE YIIPABICHUECKON nesTenbHOCTH [TekcT]|: mpakTukym /
M.B. Cepena, 1.1A. O6pasnoBa, A.H. Uepusix; HoBouepk. roc. menuop. akan., kad. MEHEI K-
menta — HoBouepkacck, 2013. — 70 c. ( 30 7k3.)
Cepena, M.B. JlokymMmeHTHUpOBaHUE YIPABICHUYECKOW AESATEILHOCTU [DJIEKTPOHHBIA pecypc]:
npaktukyM / M.B. Cepena, .. O6pasnosa, A.H. Yepnsix; HoBouepk. roc. menuop. akai. -
OnextpoH. aaH. - HoBouepkacck, 2013. — )KM/I; PDF; 701 Kb. — Cucrem. tpe6oBanus: |IBM
PC. Windows 7/ Adobe Acrobat 9. — 3ari1. ¢ skpana.
Cepena, M.B. JlokyMeHTUpOBaHUE YIPaBICHYECKON AEATEILHOCTH: METOJ. yKa3. MO BBHII.
pacua.-tpad. pab. / M.B. Cepena, .B. Tkauenko; HoBouepk. roc. memmop. akan, kad. me-
HemkMenTa. — HoBouepkacck, 2013. — 55 ¢.(20 3k3.)
Cepena, M.B. JlokymMeHTHpOBaHHE YIPaBICHUYECKON NEATEILHOCTH [DIIEKTPOHHBIN pecypc]:
METO/[I. YKa3. MO BbII. pacy.- rpad. pad. / M.B. Cepena, 1.B. Tkauenko; HoBouepk. roc. memuop.
akan, kad. meremkmenTa. — Hoouepkacck, 2013. — XKM/I; PDF; 490 Kb. — Cucrem. tpeboBa-
uust: IBM PC. Windows 7/ Adobe Acrobat 9. — 3aru. ¢ skpana
. SlaxoBuu, III.A. [lemonpou3BOACTBO B KaJApPOBOW cioyx0Oe [DIEeKTpOHHBIN pecypc| : ydel-
Huk/I1.A. SIlakoBuY. — DnekTpoH. gaH. — Mocksa : FOuutu-Jlana, 2015. — 161 c. — ISBN 5-
238-01076-1.— Pexxum mocryma: http://biblioclub.ru — 3arn. ¢ skpana.- 25.08.2016 1.
Kysznenos, .H. JlenoBoe nuchbmMo [DneKTpoHHBIN pecypc] : yueOHO- crpaBodHOE Mocodue /
W.H. Ky3nenoB. — 5-¢ m31. — DnekTpoH. nan. — Mocksa : Jlamkos u K, 2015.- ISBN 978-5-
394-02213-5. - Pexxum nocrymna: http://biblioclub.ru — 3arn. ¢ sxpana.- 25.08.2016 .

8.3 Ilepeuennb pecypcoB HMH(OPMALUOHHO-TEJEKOMMYHHMKAIMOHHON ceTn «UHTEepHeT»,

HGOﬁXO}IHMbIX AJist OCBOCHUS TUCHMIIJIMHBI, B TOM YUC/I€ COBPEMEHHDBIX r[poq)eccymHa.anLIx 0a3

JAHHbIX U HH(])OpMaIIHOHHbIX ClIpaBOYHBIX CHCTEM

HaumenoBaHue pecypca

Pesxxum nocryna

MuUHHCTEPCTBO CBA3U U MAaCCOBBIX KOMMYHUKaui Poccuiickon
Oenepanyn (MunkomcBszb Poccun)

http://minsvyaz.ru/

Bceepoccuiickuii HayqyHO-MCCIIEN0BATENbCKUI HHCTUTYT JOKYMEHTOBE-
nenust u apxusHoro nena (BHUMIA IT)

http://www.vniidad.ru/

Hudopmarmmonno-npasooii noprast APAHT.PY

http://www.garant.ru/

Cnpasoynas cucrema Koncynsrant [ imroc

http://www.consultant.ru/

OdwurmanbHelii cadT MUHHCTEPCTBA TPYAA ¥ COLMAILHOM 3aiuThl PO

http://www.rosmintrud.ru/

8.4 MeToanueckne yKazaHus il 00y4alOMIMXCsl M0 OCBOEHHIO TN CHUILIMHBI

1. [Tonoxxenue o Tekymien arrecrannu oodyyatomuxcs B HUMU ITAY [DnexktpoHHBIH pecypc|
(BBemeHo B neiictBue mpukaszoM aupektopa Ne 119 ot 14 urons 2015 r.) / HoBouepk. MHX.-MeIHOP.
uH-T Jlonckoit 'AY.- Onexkrpon. nan.- HoBouepkacck, 2015.- Pexxum noctyma: http://www.ngma.su
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2. TunoBbie POPMBI TUTYIBHBIX JINCTOB TEKCTOBOM TOKYMEHTAIIUH, BHIIOTHIEMON CTYICHTaAMU
B yueOHOM Tiporiecce [ DieKTpoHHbIH pecypc] / HoBodepk. uHx.-mennop. uH-T JJorckoit [AY .-
DnekTpoH. naH.- HoBouepkacck, 2015.- Pexxum goctyma: http:/www.ngma.su

[Tpuctynas K W3y4EHHUIO TUCIUILUIMHBI HEOOXOJUMO B MEPBYIO OYepelb O3HAKOMHUTHCS C CO-
nepxanuem PITJI. Jlekuinyu UMEIOT HENbI0 aTh CHCTEMAaTU3MPOBAaHHBIE OCHOBHI HAYYHBIX 3HAHUU 00
00X Bompocax MUCHUIUIMHEL. [Ipu m3ydeHuu u npopaboTke TEOpeTHUEeCKOro Marepuana ajis o0y-
YAOMIUXCS HEOOXOIUMO: TIOBTOPHUTH 3aKOHCIICKTHPOBAHHBIM HA JICKIIMOHHOM 3aHSITHH MaTepHal U
JOTIOJIHUTh €r0 C Y4E€TOM PEKOMEHJIOBAHHOW IO JTaHHOW TEME JINTEPaTypbl; IPU CAMOCTOSATEIBHOM
M3y4YEHUU TEMBI cJleJaTh KOHCIEKT, UCIIONb3ysl pekoMeHnoBanHble B PII/] nureparypHbie MCTOUHUKHI
U pecypchl HHPOPMAIIMOHHO-TEJIEKOMMYHUKAMOHHOU ceTH « HTepHeT».

8.5 Ilepeyenb MH(POPMANMOHHBIX TEXHOJIOTHH, UCIOJIb3yeMbIX MPH OCYIIECTBJIEHUHN 00-
pa3oBaTeIbLHOIO MpoLecca, MPOrpaMMHOI0 ofecnevyeHHus, COBPeMEHHBIX MPOodecCHOHATbHBIX
0a3 1aHHBIX U HHGPOPMALMOHHBIX CIIPABOYHBIX CHCTEM, /1JIsl OCBOEHHUS 00YUYaIOIIMMMCH TUCHMII-
JINHBI

HaumeHoBaHue pecypca

PexkBHM3MTHI 10Tr0BOpPa

DrWeb. Dr.Web. Desktop Security Suite
KomnnekcHaszamura

Cy6nuuensuonnsiii gorosop Ne 14140/PH/I5195 ot
09.03.2016 r. AO «CodrJlaita Tpeita» (¢ 09.03.2016 1.
1o 09.03.2017 r.).

AcademicEdition Enterprise (MS Win-
dows XP,7,8, 8.1, 10; MS Office profes-
sional; MS Windows Server; MS Project
Expert 2010 Professional)

Cy6munien3nonnubii goroBop Ne 53827/PHJ11743 ot
22.12.2015 r. 3A0 «CodtJlaita Tpetin» (¢ 22.12.2015
r. mo 22.12.2016 1.).

Cy6nuuenzuonnsiii gorosop Ne 13264/PHJI5195 ot
22.12.2015 1. 3A0 «CodtJlaita Tperia» (¢ 22.12.2015
r. mo 22.12.2016 1.).

OBbC «YHuBepcuterckas OuOIHOTEKa»

SBC OO0 UzgareabcTBO «JIaHBY

Jorosop Ne 216-12/15 06 oxazanuu WH(GOPMAIIMOHHBIX
ycayr ot 19.01.2016.r. ¢ OO0 «HekcMenua» ¢
19.01.2016 r. mo 19.01.2017 r.

Joroop Ne5 Ha okazaHue yCIyT MO MPEI0CTaBICHUIO
JIOCTYTIA K 3JIEKTPOHHBIM u3aanusM oT 20.02.2016 . ¢
00O «M3nparensctBo Jlaney» ¢ 21.02.2016 1. o
20.02.2017 r.

Jorosop Ne 575 Ha oka3zaHue yciyr IO IPeoCTaBlIe-
HUIO JIOCTYTIA K JIEKTPOHHBIM n3anusM ot 14.06.2016
r. ¢ OO0 «M3nparenscrBo Jlans ¢ 14.06.2016 r. o
13.06.2017 r.

Horosop Ne 974/15 Ha okazaHue yciyr Mo NpeaocTaB-
JICHUIO JIOCTYIIA K JIEKTPOHHBIM U3JaHUSIM OT
3.12.2015 r. ¢ OOO «M3parenscrBo Jlanb» ¢ 3.12.2015
no 2.12.2016 .

[TporpaMmMHas cuctema Juist OOHapy>KEHUs
TEKCTOBBIX 3aMMCTBOBAHUH B yU€OHBIX U
Hay4YHBIX paboTax «AHTuIuiaruat. BY3»
(uaTEepHET Bepcus). Moayns «IIporpamm-
HBII KOMIUIEKC TOMCKA TEKCTOBBIX 3aUM-
CTBOBAaHMUM B OTKPBITHIX UCTOUHHUKAX CETH
UHTEPHET»

Jluuensuonnsiit gorosop Ne 23 ot 19.01.2016 r. 3A0
«Antu-Ilnaruar» (¢ 19.01.2016 r. mo 19.01.2017 r.).

[IporpammHoe obOecniedeHue KOMIIAHUU
Adobe Acrobat Reader (Acrobat Reader,
Adobe FlashPlayerump.

JIutieH3MOHHBIN JOTOBOP Ha IPOrpaMMHOE oOecrede-
HUC IJI IIEPCOHAJIBHBIX KOMIIBKOTCPOB

PlatformClients PC_WWEULA-ru_RU-

20150407 _1357 AdobeSystemsincorporated (6eccpou-
HO).
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9. OMMCAHUE MATEPUAJIBHO-TEXHUUYECKOM BA3bI, HEOBXOIUMOM JIJIS
OCYHIECTBJIEHUA OBPA3OBATEJIBHOT'O ITPOLHECCA IO ANCIUIIJIMHE

[IpenonaBaHue TUCITUTIIMHBI OCYIIECTBIISETCS B CIICIIMABHBIX TTOMEIICHHUSIX — YIeOHBIX ay/In-
TOPHSAX ISl TIPOBEJICHUS 3aHATUHN JICKIIMOHHOTO THUITA, CEMUHAPCKOTO THUIIA, TPYNIOBBIX U UHIWBUIY-
ANTBHBIX KOHCYJbTAllUM, TEKYIIETO KOHTPOJIS M MPOMEKYTOUHON aTTECTAlMM, a TAKXKE MOMEIICHUSIX
JUISL CaMOCTOSITEIbHON paboThl. CrernuanbHbIe MOMEIIEH!s YKOMIUIEKTOBAHBI CHEIUATU3UPOBAHHON
MeOeIbI0 M TEXHUYECKUMU CPEJICTBAMU O0YUCHHUS, CITYKAIIMMHU JIJIsl TIPEICTaBICHHs yueOHOH nHpOp-
MaIuu OOJBIION aAyAUTOPHH.

JlexnioHHBIE 3aHATHS TIPOBOJATCA B ayd. 227, OCHAIIEHHOW HabOpaMu JAEMOHCTPAIMOHHOTO
obopynoBaHus (PKpaH, IPOSKTOP, KOMIBIOTEP) U YIeOHO-HATIISTHBIMHU TIOCOOMSIMU.

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

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

[TpoBeneHMEe TPYNNOBBIX U MHIAUBUAYATBHBIX KOHCYIbTAIIUH, TEKYIIIETO KOHTPOJIS B IIPOMEX Y-
TOYHOM aTTeCTalluu OCYIIEeCTBIsieTCs B aya. 227, 336.

Jlns caMOCTOSITeNTIbHOW pabOThl HMCIIOJIB3YETCS CIeHalbHOE moMenienue — ayad. 1118, ocHa-
IICHHOE KOMITBIOTEPHON TEXHUKOH ¢ BO3MOXXHOCTBIO TOJIKITtoueHUs K cet "MHTepHEeT" M obecnede-
HUEM JIOCTYTIA B DJIEKTPOHHYIO HH(POPMAIMOHHO-00pa30BaTEILHYIO CPely OpraHU3aIiu.

[Tomerenne s XpaHeHUs! ¥ MPOPUIAKTHUECKOTO 00CITYKUBAHHSI y4eOHOTr0 000pyI0BaHUS —
ayn.359.

OOyuyarommecs: U3 YKUciia JUIl ¢ OTPAaHMYCHHBIMHA BO3MOXKHOCTSIMH 37I0POBbSI OOECIICUEHBI TIe-
YaTHBIMH M (MJTH) DJIGKTPOHHBIMU 00pa30BaTeIbHBIMU pecypcaMu B popMax, aJlalTHPOBAHHBIX K OT-
PaHUYEHUSIM UX 37T0OPOBBS.

10.0COBEHHOCTHU OPIrAHU3AIIMU OBPA3OBATEJIBHOI'O IMPOLHECCA 11O
JUCHUIIVIMHE JJIA HHBAJIN10B n JIMIY C OI'PAHUYEHHBIMUA
BO3MOXHOCTAMHA

ConeprkaHue TUCHMIUIMHBI U YCIIOBHSI OpraHU3aluy o0ydeHus 17l 00y4aromuxcs ¢ OrpaHu4eH-
HBIMH BO3MOXXHOCTSIMU 3I0POBBSI M MHBAJIUAOB KOPPEKTUPYIOTCS MPH HAIMYUUA TAKUX OOYYaIOLIHXCS
B COOTBETCTBUU C MHIUBUAYAILHON MPOrpaMMoil peabuInTalui UHBAJIN/A, a TaK e METOINYECKUMU
PEKOMEHAALUAMYI 110 OpraHu3aluu 00pa30BaTENILHOrO mpouecca A1 o0ydeHUs MHBAIMJIOB M JIUL[ C
OrpaHUYEHHBIMU BO3MOXHOCTSIMU 310pPOBbSI B 00pa30BaTENIbHBIX OPraHU3alUsAX BBICIIET0 00pa3oBa-
Hus (yrB. Munoopuayku Poccun 08.04.2014 NeAK-44-05 BH), [lonoxeHrneM 0 METOAUKE CIIEHKHU CTe-
NEHU BO3MOXXHOCTH BKJIIOYEHHUS JIUI C OIPAaHUYCHHBIMH BO3MOYKHOCTSIMH 3/10POBbSl U WHBAJINJIOB B
obmmit obpaszoBarenbHbii nporecc (HUMMU, 2016); [Tonoxxennem 06 00ydeHHH JIUI] C OTPaHUIECHHBI-
MH BO3MOKHOCTSIMH 3/I0pOBbsI U MHBAIKUJ0B B HOBOUEpKacCKOM MH)KEHEPHO-METHOPAaTUBHOM MHCTH-
tyre (HUMU, 2016).
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11. JOMMOJIHEHWS 1 UBMEHEHUS B PABOYEHN ITPOT'PAMME

B pa6ouyio nporpammy Ha 2017 - 2018 y4eOHBbIi 1o BHOCSTCSI H3MEHEHUsI - 00-

HOBJICHO M aKTYaJM3MPOBAHO CO/iepPKaHHe CJAeAYIIINX pa3liejoB U MOApa3iesioB pado-
Yyell MporpaMMmBbl:

6. ITEPEYEHb YYEBHO-METOAUYECKOI'O OBECIIEYEHUA JJIsA

CAMOCTOSTEJBHON PABOTHI OBYUAIOIINUXCS

1.

10.

11.

12.

Mertonuueckue yKazaHusi MO0 CaMOCTOSITEIbHOMY U3YYEHUIO AUCHUIUIMHBI [ DJEKTPOHHBIN pe-
cypc] : (IpUHATHI y4eOHO —METOIMYECKUM COBETOM MHCTUTYTa IPpoTOKoJ Ne 3 ot «30» aBrycra
2017 r.) / HoBouepk. unx.-Menuop. uH-T JloHckoit ['AY. - DnekrtpoH. naH.- HoBouepkacck,
2017.- Pesxxum noctyna: http://www.ngma.su

MeTtoauyeckie peKOMEHIalMU M0 OpraHU3alMi CaMOCTOSTENIbHON paboThl 00yYaroluxcs B
HUMMU AT AY [DnekTpoHHbIi pecypc] : (BBed. B aeicTBre npukazoM agupekropa Ne 106 ot 19
utoHs1 20151.) / HoBouepk. mHxk.-menmuop. uH-T JloHckoit ['AY.-Onexrpon. man.- HoBouep-
kacck, 2015.- Pexxum mocryma: http://www.ngma.su

Cepena, M.B. JlokymeHTHpOBaHUE yIpaBieHYECKON nesarenbHOCTH [TekcT]: Kypc yneknui /
M.B. Cepena, B.1. Kocteines; HoBouepk. roc. menuop. akan., — HoBouepkacck, 2013.- 116 c.
(25 2x3.)

Cepena, M.B. JlokymMeHTHpOBaHHUE YMPABICHYECKONU NIEATENBHOCTH [DJIEKTPOHHBIN pecypc:
kypc nekuuit / M.B. Cepena, B.11. KoctbuieB; HoBouepk. roc. Menuop. akaa. — DJIEKTPOH. JaH. -
Hosouepkacck, 2013. —)KM/I; PDF; 1,37 Mb. — Cuctem. tpeboBanus: IBM PC. Windows 7/
Adobe Acrobat 9. — 3aru. ¢ skpaHa.

Cepena, M.B. JlokyMeHTHpOBaHHE YIpaBICHUECKOH aesrernpbHOocTH [Tekcr]|: mpakTukym /
M.B. Cepena, 1.11. O6pasnoBa, A.H. Yepnbix; HoBouepk. roc. menuop. akan., kad. MECHEIK-
menta — Hoouepkacck, 2013. — 70 c. (30 3k3.)

Cepena, M.B. JlokymMeHTHpOBaHUE YIPABICHUECKON NEITEIBHOCTH [DIEKTPOHHBIA pecypc]:
npaktukyM / M.B. Cepena, .. O6pasnosa, A.H. Yepnsix; HoBouepk. roc. menuop. akai. -
OnektpoH. naH. - HoBouepkacck, 2013. — XKMJI; PDF; 1,13 Kb. — Cucrtem. TpeboBanus: IBM
PC. Windows 7/ Adobe Acrobat 9. — 3ar1. ¢ skpana.

Cepena, M.B. JlokyMeHTHpOBaHUE YIPABIECHYECKON AeATeNbHOCTH [TeKcT]: MeTon. ykas. mo
BhITL. J1a0. pabot / M.B. Cepena, E.A. Jleea, 1.1. O6pa3ioBa; HoBouepk. roc. Mmenuop. aka.,
kad. MeHemxmenTa. — HoBouepkacck, 2013. — 77 c. (45 3x3.)

Cepena, M.B. [lokymMmeHTHpOBaHHUE YMPABICHYECKOW NEATENBHOCTU [DIIEKTPOHHBIN pecypc]:
METOJI. yKa3. 1mo B 1ab. pador / M.B. Cepena, E.A. [leeBa, 1.11. O6pasnoBa; HoBouepk.
roc. Menuop. akai. - DnekTpoH. naH. — Hoouepkacck, 2013. -X)KM/I; PDF; 1,65 Kb. — Cuc-
tem. TpeboBanus: IBM PC. Windows 7/ Adobe Acrobat 9. — 3aru. ¢ skpana.

Cepena, M.B. JlokyMeHTUpOBaHHE YIpPaBICHUYECKOHN NeATenbHOCTH [TekcT]: Meroh. ykas. 1o
BHINL. pacd.-rpad. pad. / M.B. Cepena, 1.B. Tkauenko; HoBodepk. roc. Menmop. akau, kad. me-
HemxkMeHTa. — HoBouepkacck, 2013. — 55 ¢.(20 5k3.)

Cepena, M.B. JlokyMeHTUpOBaHHE YIPABICHUYECKON NEATEILHOCTH [DJIEKTPOHHBIN pecypc]:
METOJ. YKa3. 10 BbII. pacy.- rpag. pad. / M.B. Cepena, 1.B. Tkauenko; HoBouepk. roc. menuop.
akan, kad. meHempkmenTa. — Hoouepkacck, 2013. — dKMJI; PDF; 672 Kb. — Cucrem. TpeboBa-
nus: IBM PC. Windows 7/ Adobe Acrobat 9. — 3aru. ¢ skpana.

Cepena, M.B. JlokymeHTHpOBaHUE YIpaBIeHUYECKOU naesTenbHOoCcTH [Tekcr]: meron. ykas. 1mo
W3yd. JMCL. W BBIIOJH. KOHTp. pal. crya.  3ao4. ¢opmbl o0yu. / M.B. Cepena,
H.C. 3axapuenko; HoBouepk. roc. menmuop. akana, kad. MeHemkMenTa. — HoBouepkacck, 2013.
— 64 c. (45 7k3.)

Cepena, M.B. JlokyMeHTHpOBaHHE YMPABICHYECKONW ACSITEIBHOCTA [DIEKTPOHHBIN pecypc]:
METO/. yKa3. [0 U3y4. JUCIL. U BBIIOJH. KOHTp. pad. cTyA. 3aou. popmel o0yu. / M.B. Cepena,
H.C. 3axapuenko; HoBouepk. roc. Mmenuop. akan, kad. meHempkmenTa. — HoBouepkacck, 2013, —
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XKM/JI; PDF; 728 Kb. — Cuctem. tpeboBanus: IBM PC. Windows 7/ Adobe Acrobat 9. — 3ar.
C DKpaHa.

7. ®OHJ OLEHOYHBIX CPEJICTB JUIsI KOHTPOJISI YCIEBAEMOCTH M
MPOBEJIEHAS TMPOMEXYTOUHON ATTECTAIIMM OBYYAIOUIAXCH TIO
TACHATLIIAHE

Bomnpoce! 1151 npoBeieHnsi NPOMeKYTOYHOM aTTecTaunu B popme 3auéra:
1.CoctaB HOpMAaTUBHO-METOAMYECKON 0a3bl TOKYMEHTAIIMOHHOTO 00eCreueHMs..
2. OcHOBHBIE TIOHATHS JOKYMEHTUPOBAHUS yIIPaBICHUECKOH 1eATeIbHOCTH.
3. O0mme u crieruanbHble PYHKIUU O(QUITHATBHBIX JOKYMEHTOB.
4.YHudukanus v craHAapTH3aLuUs yIIPaBICHYECKUX TOKYMEHTOB.
5. Knaccudukarust TOKyMeHTOB.
6. OdopmieHre peKBU3UTOB YIIPABICHUYECKUX JOKYMEHTOB.
7. B1aHKM JOKYMEHTOB U TPeOOBaHUS K HUM.
8. OdopmieHne B JOKyMEHTaX 3HAKOB MPENMHAHUSI U CUMBOJIOB.
9. Opopmnenne nosuei, HyMepaul CTPAHUI] B TOKYMEHTaX.
10.0dopmieHue 1aT 1 YUCEN B IOKYMEHTAX.
11. Odopmienne TabIUI M PUCYHKOB B JJOKYMEHTaX.
12. Odopmiienne maTeMaTuyecKux GopMya U €AUHHI] U3MEPEHUS B JOKYMEHTAX.
13. KoppekTypHble 3HaKu ¥ TIPaBUJIa UX TPUMEHEHUSI.
14.0cobenHOCTH ODUITHATEHO-IETIOBOTO CTHIISL.
15.Ynorpebnenne nNponuCHBIX U CTPOYHBIX OYKB.
16.Haunbounee ynoTpebisieMble COKpAIICHUS CIIOB.
17.KoppecnioHieHus1, CBsI3aHHAs C POBEACHUEM ITEPUOIUYECKUX MEPOIPHUITHH.
18. YcraB opranusaium, ero peKBU3UTH 1 OCHOBHBIE pa3/ieiibl TEKCTA.
19. lTaTHOE pacnucaHue, €ro peKBU3UTHI U OCHOBHBIE CBEJIEHUS, COAEpKAIINUECS B JaHHOM J0-
KyMEHTE.
20. [Tonoxenue, ero peKBU3UTHI. BUabI MoI0XKEHUH.
21. Unctpykius. OCHOBHOE Ha3HauY€HUE TOJDKHOCTHON MHCTPYKIINH, €€ PEeKBU3UTHI U OCHOBHBIE
pa3zenbl TeKCTa
22. YupenurtenbHbIN JOTOBOP, €r0 PEKBU3UTHI U OCHOBHBIE Pa3/IENbl TEKCTA.
23. Buasl pacnopsauTeNnbHbIX JOKYMEHTOB, HX OCHOBHOE Ha3HAYCHHUE.
24. Tlpuka3, ero peKBU3UTHl U OCHOBHBIC YaCTH TEKCTA.
25. PekBU3UTHI yKa3aHUs U LI€JIb U3/IaHKUS JAHHOTO IOKYMEHTA.
26. PacniopsikeHue, ero peKBU3UThL. Bonpocel, 10 KOTOPBIM U3AA€TCsl PACIIOPSKEHUE.
27. Pemienue, ero pekBU3uThl. OpraHsl yrpaBieHHs], UIMEIOLIUE MPAaBO K U3JaHHUIO TaHHOTO JI0KY-
MEHTA.
28. PexBU3UTHI IOCTAHOBIICHHUS U 1I€JIb U3/IaHUS JAHHOI'O TOKYMEHTA.
29. Buasl nH(MOpMaIMOHHO-CIPABOYHBIX TOKYMEHTOB, KX OCHOBHOE Ha3HAYCHHE.
30. IIpoToKOI, €ro peKBU3UTHI U OCHOBHBIE YAaCTH TEKCTA. BHUbI MPOTOKOJIOB.
31. oknanHble U OObSACHUTENbHBIE 3aIMCKU, X PEKBU3UTHI U OCHOBHBIC LIEJIM HAMCAHUs JaH-
HBIX JIOKYMEHTOB.
32. TpeboBaHus, MpeabsBIsIEMbIe K COCTaBICHHUIO CIIPaBOK. BUBI cripaBoK.
33. Ocobennoctu coctaBiaeHus akta. OCHOBHBIE YacTH TEKCTAa. BUIBI aKTOB.
34. TpeboBaHus, MpeIbsIBIIEMbIE K COCTABICHUIO U OPOPMIICHHIO CITY)KEOHBIX MTUCEM.
35. Pa3sHOBUIHOCTH IIMCEM.
36. Buabl 1OKyMEHTOB, OTHOCAIIMECS K TOKYMEHTALUU 10 TUYHOMY COCTaBY.
37. Odbopmienue npuema Ha padboTy.
38. TpeboBaHusi, NpebsIBIIEMbIe K COJEPKAHNUIO U 0O()OPMIICHHUIO TPYIOBOIO I0TOBOpA.
39. OdbopmiieHre MPUKA30B 110 JIMYHOMY COCTaBY.
40. TpeOGoBaHusl, MPEABABISIEMbIEC K COAEPKAHUIO U O(DOPMIICHUIO XapaKTEPUCTUKH.
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41. CocTaBHBIC 3JI€MEHTHI M PEKBU3UTHI aBTOOHOTpauH.

42. CocTaB 1OKYMEHTOB JJUYHOTIO JIETa.

43. O6mue npaBuiia BEICHUS U BbIIAYX TPYIOBBIX KHHUKEK.

44. OdopmieHre TOKyMEHTOB MpU NEPEBOIE COTPYAHUKA HA JPYTYI0 pabOTy BHYTPU OpraHU3a-
1007078

45. IMopsaok oopmieHus: JOKYMEHTOB MPU YBOJIBHEHUH COTPYTHUKA.
46. Opranu3zanus paboThI C TOKyMEHTaMHU.

47. Ilopsimok 0OpabOTKH MOCTYMAIONTUX M OTIPABISEMBIX TOKYMEHTOB.
48. TTopsaok 06pabOTKH OTIPABISIEMBIX TOKYMEHTOB.

49.TTopsimox 00pabOTKH BHYTPEHHHUX JOKYMEHTOB.

50.Perucrpanust 10OKyMEHTOB.

51.0Opranuzanusi KOHTPOJIS 32 UCTIOJTHEHUEM JJOKYMEHTOB.

52.XpaHeHue T0KyMEHTOB.

53.CocTaBieHre HOMEHKJIATYPHI 1€]T OpraHu3aIvu.

54.0Opranu3aius paboTHl ¢ JOKyMEHTaMH, COJCPKAIIUMH KOH(DUIECHITNATLHBIC CBEICHUS.
55.CBenieHusi, OTHOCSIIUECS K KOMMEPUYECKOM TallHE.

56.3ammTa JOKyMEHTOB, COAEPKAIIUX KOMMEPUYECKYIO TallHY.
57.YHUUTOXKEHHUE TOKYMEHTOB.

58.IloHATHE AIIEKTPOHHOTO JOKYMEHTA €r0 MIPEUMYIIECTBA U HEAOCTATKH.
59.CocraBneHue JOKyMEHTOB.

60.ABTOMaTH3UPOBAHHAS MTPOLEAYpPa PAOOTHI C JOKYMEHTAMHU.
61.DOnmekTpoHHbIE OPUCHBIE CHCTEMBI.

62.XpaHeHue JOKYMEHTOB B DJIEKTPOHHOM (opMme.

Conep:xanue Tekymero koHTpoJsi TK 1 (6amnbsi: max 5, min 3):
- OTYeT IO BBIMOJHEHUIO J1a00paTOPHBIX PadoT.
- TMpOBEpKa BHIMOJIHEHUS HA MPAKTUIECKUX 3aHATUAX 3aJaHHS I CAMOCTOSITETbHON paOOThI
CTYJCHTOB.
Conep:xanue Tekymero kourpoJsi TK 2 (6amasi: max 10, min 6):
- OTYeT IO BHINOJIHEHUIO JJabopaTOpHBIX paboT Ne 2, Ne 3.
- TMpOBEpKa BHIMOJIHEHUS HA MPAKTUICCKUX 3aHATUAX 3aJaHHS I CAMOCTOSITEIIbHON paOOThI
CTYJCHTOB.
- nuposepka BeinosHenue PI'P pasnena 1 (mynkros 1.1 -1.4).
Conep:xanue Texkymero kouTpoJsi TK 3 (6amxapi: max 10, min 6):
- OTYET IO BBIMOJIHEHUIO Ta0opaTOpHBIX paboT No 4, No 5.
- I[IpOBEpKa BHIMNOJIHEHUS HA MPAKTUUYECKUX 3aHATUAX 3aJaHUs I CAMOCTOSITEIbHON paboThI
CTY/ICHTOB.
- mposepka BeimonHenue PI'P paznena 2 (mynkros 1.1 -1.3).
Conep:xanue Tekymero kourpoJsi TK 4 (6amapi: max 15, min 9):
- OTYeT IO BHINOJIHEHUIO JJabopaTOpHBIX paboT Ne 6, Ne 7.
- TpOBEpKa BHIMOJIHEHUS HA PAKTUIECKUX 3aHATUAX 3aJaHHS I CAMOCTOSITETEHON paOOThI
CTY/IEHTOB.
- IpOBepKa BhINOJIHEHUs U 3amura PI'P.
Conepxanue UK (3auer):
-TEOPETHUYCCKHUI MaTepra mpoMexyrounoro KoHtposs [1K 1 (6amrsr: max 15, min 9).
-TEOPETHUYECKUIT MaTepuasl mpoMexxyrounoro koHTpos 1K 2 (6ammrsr: max 15, min 9):

PacuerHo-rpadguyeckasi padoTa CTyAeHTOB 04HOI (POPMBI 00y4eHH
Pacuetno-rpaduueckas pabora Ha TeMy «JlOKyMEHTAIlMOHHOE OOECIICUCHHUE YIPABJICHHUS OpPTraHHU3a-
LIUEI» MMEET LENbI0 3aKpPEIUICHUs] TEOPETUYECKUX 3HAHUW MO COCTABICHHIO U O(OPMIICHHUIO JIOKY-
MEHTOB yNpaBJIEHYECKOU aesTenbHocTh. B 3amaun PI'P Bxoaurt:

1.CocraBnenue u 0hopMiIeHHE OCHOBHBIX BHJIOB YIIPABICHYECKON TOKYMEHTAIIHUH.
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2. CocraBnenue 1 opopmiieHHE JOKYMEHTOB ¢ nomotsio I1K, npu ncnonap3oBaHny makera aB-
tomatuzanuu Microsoft Office.

CTpyKTypa MOsSICHUTENbHOM 3aIICKU pacyeTHO-Tpadudeckoi paboTsl
U €€ OPUEHTHPOBOYHBINA 00BEM

Brenenue (1 c.)
1.CocraBnenue u oopMIeHHE OCHOBHBIX BUJIOB yIIpaBlieHYeCKoH TokymeHTarmu: (8 -10 c.)

1.1 Opranu3allMOHHBIX JOKYMEHTOB;

1.2 PactiopsTuTENBHBIX TOKYMEHTOB;

1.3 MadopmarimoHHO-CIIPaBOYHBIX JOKYMEHTOB;

1.4 JIOKyMEHTOB 110 JIMYHOMY COCTaBY.
2. CocraBnenue u opopmieHre T0KyMeHTOB ¢ nomoinsto [1K, mpu ucnons30BaHNM TakeTa aBTOMAaTH-
sanuu Microsoft Office: (4 c.)

2.1 Co3nanue u opopmiIeHHE JOKYMEHTA YIIPABICHYECKON JEesTeNbHOCTH C TIOMOIIbIO CHCTEMBI
Microsoft Word;

2.2 Co3nanue U opopMIICHHE TUArpaMMBbI K JICTOBOMY IMCbMY C TIOMOIIBIO cucteMbl Microsoft Ex-
cel;

2.3 Co3nanue u oopMIICHHE MPE3EHTAIMM HOBOM MPOIYKIUH (YCIYyr) ¢ MOMOIIBbIO cucTeMbl Mi-
crosoft Power Point.

3axmouenue. (1 c.)

PacuerHo-rpaduueckas padora Ha Temy «/okyMeHTallMOHHOE OOecreYeHHe YIpaBiICHUS
OpraHu3alyeil» BBIMOIHIETCS CTYACHTOM HHJWBUIYaTbHO BO BHEAYIUTOPHOE BPEMs, CAMOCTOSTEINb-
HO IO MHJAMBUIYaJbHBIM MCXOJIHBIM JaHHBIM BapHaHTa 3aJlaHusl B COOTBETCTBUE C pa3pabOTaHHBIMU
Metoauueckumu ykazanusmu. [locie npoBepku u JopaOOTKH YKa3aHHBIX 3aMeuyaHuii, paboTa 3amnu-
maetcs. [Ipu momoXUTeNnbHON OIEHKE BBITOJHEHHOW CTYJEHTOM pPa0OThl Ha TUTYJIbHOM JIUCTE CTa-
BHTCS - "3auTeHO". MakcumaiibHOE KoJimdecTBO OamioB 3a PI'P — 15 Gamnos.

KonTtpoJsbHas padora cTy1eHTOB 3204HO ()OPMbI 00y4eHHs COCTOUT U3 PACUETHBIX 3aja-
HI/Iﬁ, OXBAaThIBAIOIIUX KYPC AWMCHHUILJIMHBI, U BBIIIOJHACTCA 110 OAHOMY M3 YKA3aHHBIX BAPUAHTOB. Bri-
00p BapuaHTa OIPEACTSETCS HO NOCAeOHUM 08yM yugpam 3auemnoii KHuxcku. [lepeueHs BapuaH-
TOB 3aJJaHUN KOHTPOJBHOM PabOTHI, METOAMKA €€ BBHIIIOJHEHHUS U HE0OXoaumas TuTepaTrypa MnpuBeie-
Hbl B METOIMYECKUX YKa3aHUSIX AJI HATUCAHUsI KOHTPOJIBHOU paboTHlI.

KonTpoJsbHast paboTa cTyaeHTOB 3204HOH GopMbI 00yUeHust

KonTposibHast paboTa BBINOIHSIETCS CTYIEHTOM IOCIE CAMOCTOSTEILHOTO U3YUYEHHUS TEOPETH-
4EeCKOro Kypca 10 AUCLHUIUIMHE: «/{oKyMEeHTHpOBaHHE yIIPaBIEHYECKON NEATEIBHOCTH» U COCTOUT U3
TpEX 3amaHuil (BBIOOP 3aJaHMii OCYIIECTBISIETCS HA OCHOBE JIBYX MOCIEAHHUX mUdp mudpa 3a4eTHON
KHUXKKH CTYJCHTA):
3aganue 1. PaccmoTpenune TeopeTrueckoro Bornpoca Ha Temy: OCHOBHBIE TpeOOBaHUS K COCTABICHUIO
1 0(hOPMIIEHUIO JOKYMEHTOB OPraHU3ALMOHHO - PACIOPSIUTENLHON AEATEIILHOCTU U KaIpOBOH JOKY-
MEHTAIIIH.
3ananme 2. PaccMoTpeHne TeopeTHuecKoro Bonpoca Ha TeMy: TexXHOJI0ruu paboThl ¢ TOKyMEHTaMHU.
3aganmue 3. [IpakTrueckoe 3amanue: CoctaBUTh M 0POPMUTH OPraHU3AIMOHHBIC, PACTIOPSAUTEIBHBIC,
MHGOPMALMOHHbIE JOKYMEHTHI U JIOKYMEHTHI IO IEPCOHAITY MPEANPUATHUS.

JIJ11 KOHTPOJIsl yCIeBaeMOCTH 00YUaIOIUXCsl U OIIEHKHU Pe3YJIbTaTOB OCBOEHUS AUCLUTIIMHBI
pUMeHsieTcs 0aUIbHO-PEUTHHTOBAs cUCTeMa, pa3paboTanHas B cooTBeTcTBUU ¢ [losokeHnem o te-
Kymiei arrecranuu odydaromuxcs 8 HUMU JITAY.

[TpomexyTouHas aTTecTalus CTyJIeHTaMu O4YHOW (popMbl 00yUeHHs BKJIIOYaroUiel B ce0s mpo-
BeneHue mexkyuiezo (TK), npomescymounozo (I1K) v umozoeozo (UK) KOHTpOs 1O AUCUUILIAHE.

Texymuii kouTpoab (TK) ocymecTBisercs B TeueHHE ceMecTpa U MPOBOAUTCS MO Jabopa-
TOPHBIM paboTaM U MPAKTUYECKUM 3aHATHAM, a TAKKe [0 BUAAM CaMOCTOSITENIbHON pabOThI CTyAEH-
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toB (PI'P). ®opmamu TK sBisIFOTCS: OTUET 10 JJaOOpaTOPHOM paboTe; 3aIIUTa PACUCTHO-TpaPHUECKOM
paboThI; KOHTPOJIbHAs paboTa MO MPAKTUUECKUM 3aJJaHUSIM | JUIsl CTY/IEHTOB 320UHOM (POPMBL.

B teuenue cemectpa npoBosaTcs 2 npoMexyrounbix koHTpois (IIK1, ITK2). B xoxe npome-
»kytounoro koHTpoJia (ITK) npoBepsitoTcst TeopeTuyeckue 3HaHus. JlaHHbI KOHTPOJIb IPOBOJUTCA IO
pazzaenaM (MOIYJsIM) AMCHUIUIMHBL 2 pa3a B TEYEHUE CEMECTpa B YCTaHOBJIEHHOE pabodyeil mporpam-
Moii BpeMs. @opmMamMu KOHTPOJIS SIBJSIOTCS KOJIOKBUYM, KOHTPOJIbHBIE PaOOTHI.

Hrorosbiii kKoHTpOb (MK) — 3T0 3a4€T N0 IUCIUIIIMHE B LIETOM.

Hoanblii GoHI OLIEHOYHBIX CPEICTB, BKIKYAKIIMHA TEKYIMd KOHTPOJIb YCIIEBAEMOCTH U
nepeyeHb KOHTPOJIbHO-U3MepUTeJbHbIX MaTepuanoB (KUM) npuBeneH B npujio:keHun K pado-
4yeil mporpamme.

8. YYUEBHO-METOAUMYECKOE U HWH®OPMAIIMOHHOE OBECIEYEHHUE
JUCHUIIJIMHBI
8.1 OcHoBHas JuTEepaTypa

1. Kprokosa, H.I1. JlokymMmeHTHpOBaHHE yrpaBieHYecKoi aesTenbHocTy [ Teket]: yueb. mo-
cobue / H.I1. KprokoBa. — M.: UH®PA — M, 2013. -268 c. (12 3k3.)

2. beikosa, T.A. Jlenonpon3BojactBo [Tekcr]: yueonuk / T.A. beikosa, JI.M. Bsuiosa, M.B.
Canxkuna; mog pen. T.B. Ky3nenosoii — 3 —¢ u3g., mepepad u pon. —M.: UHOPA-M, 2013. 363 c.
(15 2x3.)

3.Cepena, M.B. JloKyMEHTHUpOBaHHE YIPAaBICHUYECKON JEATEIBHOCTH [DJIEKTPOHHBIN
pecype] : yuel. mocobue [ayig CTya. 04. ¥ 3a04. PopMbI 00ydY. HaAIpasi. MOATOT. "DKOHOMHUKA',
"Menemxment", "llen. obpazosanue”, "Com. padora", "[Ipod. oOyduenue", "3emueycTporicTBO U
kagactpel'] / M. B. Cepena, I1. B. UBanos, B. A. I'ybaueB ; HoBouepk. MHX.-METHOpP. HH-T
Houckoit I'AY. - Dnekrpon. nan. - HoBouepkacck, 2017. - XKM/I; PDF; 1,39 Mb. - Cucrtem.
tpeboBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . - 3aru. ¢ skpana.

4. I'pun6epr, A.C. JlokyMeHTallMOHHOE O0ecTieueHre yrpaBieHus [ DIeKTPOHHBIN pecypc]:
yuebnuk / A.C. I'punbepr, H.H. T'opbaueB, O.A. MyxameTrmuHa — DIeKTpoH. 1aH. — MoOCKBa :
Onutu-/lana, 2015. - 391 ¢. — ISBN 978-5-238-01770-9. — Pexum mocryma: http://biblioclub.ru
— 3ari. ¢ ’kpana.- 22.06.2017

8.2 JlomoJiHUTEJbHAS JTUTEPATypa

1. Kysnenos, U.H. [enonpoussonctso [Tekcr]: yuebno - cmpas. nocobue / .H. Ky3ne-
1OB. — 6 — e u3., mepepad. u gom. — M.: JlamkoB u K, 2013. — 459 c. (3 7k3.)

2.Cepena, M.B. JlokyMeHTHpOBaHHE yIIpaBICHUECKON aestenbHOCTH [ Tekcr]
HOPaKTUKYM [ CTyI. 04. M 3a04. opM oOyd. Hampasi. HOAroT. "DkoHoMHUKA", "MeHemKMeHT",
"ITen. oopazoBanue", "Corr. padota", "[Ipod. o6yuenue", "3emneycrpoiictBo u kagactpsl"] / M. B.
Cepena, II. B. HBanos, B. A. I'y6aueB ; HoBouepk. unx.-menuop. uH-T JoHckoit 'AY. -
Hosouepkacck, 2017. - 70 c. (3 7k3.)

3.Cepena, M.B. JloKyMEHTHUpOBaHHE YIPABICHUYECKON IEATEIBHOCTH [DJIEKTPOHHBIN
pecypc] : MpakTUKyM [ CTyA. OYH. M 3a04H. opM OOydY. HAmpami. 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
Honckoit I'AY. - DnexrpoH. gaH. - HoBouepkacck, 2017. - XKMJI; PDF; 1,11 Mb. - Cucrem.
tpedoBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . - 3ari. ¢ sxpana.

4.JIoKyMEHTUPOBaHHE YIPaBICHYECKON AeaTenbHOCTH [ TeKcT] : MeTo. yKas. 1o BbII. J1ad.
pabort [mns cTyd. o4. u 3a04. popM o0yd. Hampasil. moAarot. "Oxonomuka", "Menemxment", "l[lem.
obpazoBanue", "Cou. padora", "[Ipod. oOyuenue", "3emneycrpoiictBo u kagactpsl"] / HoBouepk.
umxk.-memmop. uH-T JIATAY, xad. menemxkmenTa u uadopmatuku ; coct. M.B. Cepena, E.A. Jleena,
B.A. T'y6aues . - HoBouepkacck, 2017. - 73 c. (3 7k3.)

5. JIoKyMEeHTUPOBAaHHUE YIPABJICHUYECKOW NESITEIBHOCTH [DIEKTPOHHBIA pecypc| : METO/I.
yKa3. Mo BHIMN. J1ab. paboT [ CTyA. o4. U 3a04. opM 0Oyd. Hampasi. MOArOT. "DKOHOMHKA",
"Menemxment", "llen. obpazoBanme", "Com. pabdota", "[Ipod. oOyuenue", "3emueycTpoiicTBO 1
kamactpsl'| / HoBouepk. umx.-menuop. uH-T AI'AY, xad. MeHemxMenTa 1 UHOOPMATHKH ; COCT.
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M.B. Cepena, E.A. [leeBa, B.A. I'ybaues . - DnektpoH. aaH. - HoBouepkacck, 2017. - XKM/1; PDF;
1,4 MB. - Cucrtem. TpeboBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . - 3ari. ¢ skpaHa.

6. JlokyMeHTHpOBaHUE YIpaBIeHUYECKON naesaTenpbHOCTH [TekcT] : MEeTon. yKas. MO BBIIL
pacu.-rpad. paboTel [miasg cTyAd. o4. W 3a04. ¢GopM oOyd. HampaBi. MOATOT. "DKOHOMHKA',
"Menemxment", "Ilen. obpazosanue", "Com. pabdora", "IIpod. obyduenue", "3eMiaeycTpoiHCTBO U
kanactpel'] / HoBouepk. urxk.-menuop. uH-T IIAY, kad. MeHem»KMeHTa 1 HHPOPMATHKH ; COCT.:
M.B. Cepena, E.A. JleeBa, 11.B. Tkauenko. - HoBouepxkacck, 2017. - 55 c. (3 2k3.)

7.JIoOKyMEHTUPOBAHUE YIPABICHYCCKON JEITEIBHOCTH [DJIEKTPOHHBIM pecypc]| : METOI.
yKa3. MO BHIN. pacd.-Tpad. pabOTel [ CTyd. 04. M 3a04. (opm 00yd. Hampami. TOJITOT.
"Oxonomuka", "Menemxkment", "llen. oOpazomanme", "Com. padora", "lIpod. oOyuenue",
"3emueyctpoiicTBo U Kanmactpel'| / HoBouepk. mHxk.-menuop. uH-T JIAY, kad. MeHEKMEHTa U
unpopmatuku ; coct.. M.B. Cepema, E.A. [leeBa, N.B. Tkauenko. - DNEKTpOH. IaH. -
Hosouepxkacck, 2017. - XKM/I; PDF; 842 Kb. - Cucrem. tpeboBanus : IBM PC ; Windows 7 ;
Adobe Acrobat X Pro . - 3aru. ¢ skpaHa.

8.JlokyMeHTHpOBaHUE yIpaBleHYeCKOU aesrenbHocTH [Tekct]| : MeTonm. ykas. Mo H3yd.
JUCII. W BBIIl. KOHTP. paboT. cTya. 3ao4. ¢opmbl oOyd. [Hampami. MOATOT. "DKOHOMHKA',
"Menemkment", "Ilen. obpasosanue", "Com. pabdora", "lIpod. odbyduenue", "3eMiIeyCcTpOHCTBO U
kanactpel'] / HoBouepk. urx.-Menuop. uH-T JIAY, kad. MeHe»KMEeHTa 1 HHPOPMATHKH ; COCT.:
M.B. Cepena, E.A. JleeBa, U.A. [lamkoBa . - HoBouepkacck, 2017. - 63 c. (3 3k3.)

9. JlokyMeHTHpOBaHUE YMPABICHUECKON AESITENbHOCTU [DIEKTPOHHBIN pecypc| : METO..
yKa3. MO0 W3y4Y. JUCI. W BBIN. KOHTP. paboT. CTyA. 3a04. (Gopmbl oOyd. [Hampami. MOJTOT.
"Oxonomuka", "Menemxment", "llen. oOpazomanme", "Com. pab6ora", "lIpod. oOyuenue",
"3emueyctpoiictBo U kKamactpbl'| / HoBouepk. uHxk.-menuop. uH-T JIAY, kad. MEHEKMEHTA H
unpopmaruku ; coct. M.B. Cepena, E.A. [leeBa, M.A. JlamkoBa . - DIEKTPOH. JaH. -
Hosouepkacck, 2017. - XKM/I; PDF; 884 Kb. - Cucrem. tpeboBanus : IBM PC ; Windows 7 ;
Adobe Acrobat X Pro . - 3aru. ¢ skpana.

10. SAuxoBuu, II.A. Jleqonpou3BoJaCTBO B KaJApoBOHM ciyk0Oe [DneKTpoHHBIA pecypc] :
yueOHuK/IIL.A. IaKoBUY. — DnekTpoH. naH. — Mocksa : FOuutn-/lana, 2015. — 161 c. — ISBN
5-238-01076-1.— Pexxum nmocryna: http://biblioclub.ru — 3ari. ¢ sxpana.- 25.06.2017

11. Ky3nenos, .H. JlenoBoe nuceMo [DneKTpoHHBIN pecypc] : ydeOHO- CIpaBOYHOE IO-
cooue / M.H. Ky3nenos. — 5-e u3n. — DnekrpoH. naH. — Mocksa : Jlamkos u K, 2015.- ISBN
978-5-394-02213-5. - Pexxum nocrymna: http://biblioclub.ru — 3arn. ¢ skpana.- 25.06.2017

12. Kymmnepyk, C.I1. JlokymeHTHas TuHTBHCTHKA : ydeOHOe nocodme / C.I1. KymmHepyk. -
7-e u3n., crepeoturnl. - MockBa : U3narenbctBo «@nuntay, 2016. - 258 c. - ISBN 978-5-9765-
0213-0 ; To xe [DnexTpoHHbIi pecypc]. - Pexxum mocryma: http://biblioclub.ru — 3armn. ¢ skpana.-
25.06.2017

8.3 Ilepeuens pecypcoB MH(pOPMAIMOHHO-TEIEKOMMYHUKANMOHHON ceTH «HHTEepHeT»,
HEe00XOAUMBIX /1JIsl OCBOEHHSI JUCHHUILINHBI, B TOM YHCJIe COBPeMEeHHBIX NpodeccuoHaNbHbIX 0a3
JAHHBIX M HHPOPMALMOHHBIX CNIPABOYHBIX CHCTEM

HaumenoBaHme pecypca Pesxum ocryna
NudopmarmonHo-npaBoBoii nopran TAPAHT.PY http://www.garant.ru/
Cnpasounas cucrema Koncynsrant [Tmoc http://www.consultant.ru/
OdunmansHelii caiit MuHHCTEpCTBA TPY/IA M COlMANbHOM 3ammTel PO | http://www.rosmintrud.ru/
Odunmansusii cailt HI'MA ¢ 1ocTyrnom B 31€KTPOHHYIO OMOIHO- www.ngma.su
TEKY
DJeKTpoHHas 6ubIMoTeKka CBOOOJHOIO 10CTYyIa www.window.edu.ru
OTKphITast pycckas JIeKTpoHHast OnbiroTexa www.orel.rst.ru
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8.4 MeToauuecKkue YKazaHud AJad oﬁyqamumxcﬂ M0 OCBOCHHUIO JUCHHUIIJIMHbI

1. [Tonoxenue o Tekymient arrecrauun odydaromuxcs B HUMU JITAY [DnekTpoHHbIH pecypc]
(BBeneHo B AciicTBre puka3zoM aupektopa Nel19 ot 14 urons 2015 r.) / HoBodepk. HHXK.-MeTHOp. UH-
T Jlouckoit 'AY.-Onektpon. naH.- HoBouepkacck, 2015.- Pexxum noctyna: http:/ www.ngma.su

2. TunoBsie (HOPMBI TUTYIIHHBIX JIUCTOB TEKCTOBOW IOKYMEHTAIIUH, BBITIOJIHSIEMOU CTYJACHTaAMHU
B yueOHOM mporiecce [DnekTpoHHbIi pecype] / HoBouepk. uax.-menuop. uH-T JloHckoi [AY .-
OnekTpoH. naH.- HoBouepkacck, 2015.- Pexum gocryna: http://www.ngma.su

[Ipucrynas x U3y4eHHIO AUCHUIUIMHBI HEOOXOJIUMO B MEPBYIO OYEPelb O3HAKOMHUTBCS C CO-
nepxxanreMm PIT/]. Jlekuun MMEIOT 1ENbI0 AaTh CUCTEMATU3MPOBAHHBIE OCHOBBI HAYYHBIX 3HAHUU 00
o0IIKX BOMpOcax AMCUUIUIMHBL [lpu M3yuyeHnH u mpopaboTKe TEOPETUUYECKOTro Marepuana i 00y-
YaroMMXcs He0OXOIUMO: TOBTOPUTH 3aKOHCIIEKTHPOBAHHBIA Ha JIEKIIMOHHOM 3aHSATHH MaTepuan H
JIOTIOJTHUTH €r0 C yY4€TOM PEKOMEHJIOBAHHOW IO JIaHHOW TeME JIMTePaTypbl; IPU CAMOCTOSTEILHOM
M3YYEHHUU TEMBI CIeNIaTh KOHCIIEKT, UCTIOb3ys pekomeHaoBanHbie B PI1/] nutepaTypHble HCTOYHUKA
U pecypchl HHPOPMAIIMOHHO-TEJICKOMMYHUKAIIMOHHOW ceTH « HTepHeTY.

8.5 Ilepeuenb MHGOPMALMOHHBIX TEXHOJIOTHi, MCMOJIb3yeMbIX NPH OCYIIECTBJICHUHU 00-
Pa30BaTeIbHOIO MPOLEcca, NMPOrPaMMHOIO 00ecle4eHHusi, COBPEMEHHBIX NPodeccHoHaIbHBIX
0a3 1aHHBIX U HHPOPMALMOHHBIX CIIPABOYHBIX CHCTEM, /ISl OCBOCHHUS 00YUYAIOIIMMMCH JUCHHII-
JIMHBI

HaunmenoBanmue pecypca PexBH3UTHI 10r0BOpa
DrWeb. Dr.Web. Desktop Security Suite Jorosop Ne PI’A0323008 ot 23.03.2017 r. OO0
KommnekcHas3ammra «Komnanus 'OHJJAJIb®» (¢ 23.03.2017 r. o

23.03.2018 r.)

AcademicEdition Enterprise (MS Windows | Cy6munensuonnsiii rorosop Ne Tr000131808 ot
XP,7,8, 8.1, 10; MS Office professional; MS | 19.12.2016 r. AO «CodrJlaita Tpeiia» (¢ 19.12.2016
Windows Server; MS Project Expert 2010 r. mo 29.12.2017 r.)

Professional) CyOnunen3unonnslii qorosop Ne Tr000131826 ot
20.12.2016 r. AO «Co¢rJlaita Tpeitn» (c 20.12.2016
r. mo 29.12.2017 r.)

Cyb6nunenznonnsiit gorosop Ne Tr000131837 ot
21.12.2016 . AO «CodrJlaita Tpeitn» (¢ 21.12.2016
r.mo 29.12.2017 r.)

CyO0auuen3unonssiii jorosop Ne Tr000131849 ot
23.12.2016 . AO «CodrJlaita Tpeita» (¢ 23.12.2016
r. mo 29.12.2017 r.)

Cy6nuuen3nonnsiii gorosop Ne Tr000131856 ot
26.12.2016 1. AO «CodrJlaitn Tpeitn» (c 26.12.2016
r. mo 29.12.2017 r.)

Cy6nuuen3unonnsiii gorosop Ne Tr000131864 ot
27.12.2016 1. AO «Co¢rJlaitn Tpeitn» (c 27.12.2016
r. mo 29.12.2017 r.)

ObC «YHuBepcuterckas OuOIMOTEKa» Horosop Ne 008-01/2017 06 okazanuu uHGOpmaIu-
oHHbIX yciyr oT 19.01.2017.r. ¢ OO0 «HexcMenua»
¢ 19.01.2017 r. mo 10.01.2018 r

9bC OOOU3natenbeTBO «Jlanby Jorosop Nel Ha oka3zaHue ycnyr 1o MnpeaocTaBICHUIO
JI0CTyIa K AJIEKTPOHHBIM u3aanusm ot 17.02.2017 r. ¢
00O «U 3parensctBo Jlams» ¢ 20.02.2017 r. mo
20.02.2018 1.

Jorosop Ne 557 Ha okazaHue ycayr 1o npenocrabie-
HUIO JOCTyra K DOJEKTPOHHBIM HW3JaHHSAM  OT
19.05.2017 1. ¢ OOO «M3parenscTBo JlaHbNC
19.05.2017 r. mo 8.05.2018 r.
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IIporpaMmHas CHCTEMa Ul OOHApyXKEHHS JIunensuonnsi gorosop Ne 41 ot 20.01.2017 r. 3A0
TeKCTOBBIX 3aMMCTBOBAHMH B ydeOHbIX H | «AHTH-IImarmar» (¢ 19.02.2017 r. mo 18.02.2018 r.).
Hay4HbiX paborax «AHTHIUIarHar. BY3»
(uarepuer Bepcus). Momyns «IIporpamm-
HBII KOMIUIEKC ITOMCKa TEKCTOBBIX 3aMMCT-
BOBAHHUH B OTKPBITHIX HCTOYHUKAX CETH MH-
TEPHET»

IIporpammHoe  obecreyeHHe  KOMIIAHHMH JIMTeH3MOHHBIIA IOTOBOP HAa MPOrpaMMHOe obeciie-
Adobe Acrobat Reader (Acrobat Reader, | yeHHe [isi NEPCOHATBHBIX KOMIIBIOTEPOB Plat-
Adobe FlashPlayerunp. formClients PC_ WWEULA-ru_RU-20150407_1357
AdobeSystemsIncorporated (6eccpodHO).

9. OIMUCAHHUE MATEPHAAJHBHO-TEXHUYECKOM BA3B], HEOBXOJUMOI1 JUIsI
OCYIIECTBJIEHUSI OBPA3OBATEJIbHOT'O IMPOIIECCA IO JUCIUILJINHE

[IpenoiaBanye JUCLHILITHHBI OCYIIECTBISETCS B CIIEIHATBHBIX MOMCIICHIAX — y4eOHBIX ayIu-
TOPHSIX JUIs IPOBE/ICHUS 3aHATHH JEKIMOHHOTO THIIA, CEMUHAPCKOro THIA, IPYIIOBBIX WHIUBU]TY-
ANBHBIX KOHCYJIBTAIH, TEKYIIEro KOHTPOJS M NPOMEXYTOYHOH aTTeCTallyy, a TakKe MIOMEIIECHHSIX
Ul caMocTosTeNbHON paboThl. CrenuaibHble MOMEIIECHUS yKOMIIICKTOBAHBI CIIEIUAT3UPOBAHHON
Me6eIbio ¥ TEXHUYECKAMH CpeCTBaMH 00y4en s, CIyXaliMH ISl IPE/ICTaBICHU y4eGHoit uHpOP-
Maruu 60JIBIIOM ayTHTOPHH.

JIeKLEOHHbIE 3aHSTHS NPOBOJATCS B ayAl. 227, OCHAIIEHHOH HaGopaMH JEMOHCTPAHOHHOTO
oGopyoBaHus (3KpaH, IPOEKTOP, KOMIIBIOTEP) H yueGHO-HAr I THBIMA TTIOCOOHSIMH.

[IpakTHYecKHe 3aHATHS MPOBOAATCA B ayA. 336, OCHAUIEHHOW HEOOXOMMMBIMH Y4eOHO-
HarJISJHBIMEA TOCOOUIMH.

Jla6opatopHbie pabOTHI MPOBOJATCS B CICHATIEHO 06opyIoBaHHOIA 1aGopaTopuu ayA. 227.

ITpoBefieHue rPyNIOBBIX ¥ HHINBHIYATBHBIX KOHCYJIbTAIlMH, TEKYIIEr0 KOHTPOJIS ¥ MPOMEXY-
TOYHOI ATTECTAIIMH OCYIIECTBIAETCs B aya. 227.

Jlist caMOCTOSITENBHOM paGoThl MCIONB3YETCs CHENUAIBHOS MOMEIICHHE — ayal. I118, ocHa-
[EHHOe KOMIIBIOTEPHOM TEXHUKOH ¢ BO3MOXHOCTBIO MOAKIIIOUCHUS K CETH "Wntepuer" U obecreye-
HUeM JOCTYIIA B AIEKTPOHHYIO HH(POPMAIMOHHO-00pa30BaTENbHYIO CPELy OpraHH3aIHH.

TToMelteHue ISk XpaHEHUs. ¥ NPOQHIAKTHIECKOTO 00CTy XHBAHHS y4e6HOro 060pynOBaHUS —
ayn.359.

OGyuyaroluecs U3 4UCia JHIl ¢ OTPaHAYCHHBIMH BO3MOXHOCTSMH 3/10POBbA obecreyeHsl I1e-
YaTHBIME ¥ (WJIH) JIEKTPOHHBIME 00pa3oBaTe/IbHBIMA peCypcaMu B dopmax, afanTHPOBAHHBIX K OI-
paHUYEHUSIM HX 37I0POBBSL.

JIOTIOTHEH S ¥ M3MECHEHHUs ONI00PEHbI Ha 3aCe/laHuH kadenpsl « 28 » aBrycra 2017 .

3aenyromuii kadenpoit Mull [1.B./BanoB
(®.1.0.)
BHECEHHBIE H3MEHeHHs yTBepik/aro: «30.% aBry T
Jlexan daxynsrera bBuCT . E.A. HockoBa

(nmoxmuce) (®.1.0.)
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B pa6ouyio nporpammy Ha 2018 - 2019 y4eOHBbIH rox BHOCSATCSI H3MEHEHUs - 00-

HOBJICHO M AKTYAJIM3HPOBAHO COJIEPKAHME CJAeAYIONIUX Pa3/lejioB M MoApa3aeaoB pado-
4Yel MPorpaMmbI:

6. ITEPEYEHb YYEBHO-METOAUYECKOI'O OBECIIEYEHUA JJIsA

CAMOCTOSTEJBHON PABOTHI OBYUAIOIINUXCS

1.

10.

11.

12.

MeTtoauyeckue yka3aHHs IO CaMOCTOSITEIbHOMY H3YyYEHHUIO TUCIUILIMHBI [ DIEKTPOHHBIN pe-
cypc] : (IpUHATHI y4eOHO —METOIMYECKUM COBETOM MHCTUTYTa IpoTokoi Ne 3 ot «30» aBrycra
2017 r.) / HoBouepk. unx.-Menuop. uH-T JloHckoit ['AY. - DnekrtpoH. naH.- HoBouepkacck,
2017.- Pesxxum noctyna: http://www.ngma.su

MeTtoauyeckue peKOMEHJAlMK MO OpraHU3alMM CaMOCTOSITEIILHON paboThl 00yYaroluXcs B
HUMMU AT AY [DnekTpoHHbIil pecypc] : (BBed. B aeicTBue npukazoM gupekropa Ne 106 ot 19
utoHs1 20151.) / HoBouepk. mHxk.-menmuop. uH-T JloHckoit ['AY.-Onekrpon. man.- HoBouep-
kacck, 2015.- Pexxum mocryma: http://www.ngma.su

Cepena, M.B. [lokymeHTHpOBaHUE yIpaBieHUYECKON nesrenbHOCTH [TekcT]: Kypc nexnuid /
M.B. Cepena, B.1. Kocteines; HoBouepk. roc. menuop. akan., — HoBouepkacck, 2013.- 116 c.
(25 2x3.)

Cepena, M.B. JlokymeHTHpOBaHUE YIPABICHUECKOU NESITEIBHOCTU [DJIEKTPOHHBIN pecypc]:
kypc nekuuii / M.B. Cepena, B.1. KocteuieB; HoBouepk. roc. Menuop. akaa. — DJIEKTPOH. JaH. -
Hosouepkacck, 2013. —)KM/I; PDF; 1,37 Mb. — Cucrem. tpeboBanus: IBM PC. Windows 7/
Adobe Acrobat 9. — 3aru. ¢ skpaHa.

Cepena, M.B. JlokyMEHTHpPOBAaHHE YIIPABICHUECKON nesATenbHOCTH [TekcT|: mpakTukym /
M.B. Cepena, 1.1A. O6pasnoBa, A.H. Uepnbix; HoBouepk. roc. menuop. akan., kad. MECHEIK-
menta — Hoouepkacck, 2013. — 70 c. (30 3k3.)

Cepena, M.B. JlokyMEeHTHpOBaHUE YIPABICHUYECKON NEATEIBHOCTH [DJIEKTPOHHBIN pecypc]:
npaktukyM / M.B. Cepena, .. O6pasnosa, A.H. Yepnsix; HoBouepk. roc. menuop. akai. -
OnektpoH. naH. - HoBouepkacck, 2013. — XKMJI; PDF; 1,13 Kb. — Cucrtem. TpeboBanus: IBM
PC. Windows 7/ Adobe Acrobat 9. — 3ari1. ¢ skpana.

Cepena, M.B. JlokyMeHTUpOBaHHE YNPABICHYECKON NEATEIBHOCTH [TEKCT]: MeToA. yKa3. Mo
BhIT. J1a0. padot / M.B. Cepena, E.A. [leera, .. O6pa3nosa; HoBouepk. roc. Menmop. akan.,
ka(d. menemxkmenTa. — HoBouepkacck, 2013. — 77 c. (45 3k3.)

Cepena, M.B. JlokymeHTHpOBaHUE YIPABICHUYECKOW NESATEIBHOCTU [DIEKTPOHHBIN pecypc]:
METOA. yKa3. 1o BbIN. Ja0. pador / M.B. Cepena, E.A. JleeBa, 1.1. O6pa3zuoBa; HoBouepk.
roc. MeJIuop. akaj. - DnekTpoH. naH. — Hoouepkacck, 2013. —XKM/I; PDF; 1,65 Kb. — Cuc-
tem. TpeboBanus: IBM PC. Windows 7/ Adobe Acrobat 9. — 3aru. ¢ skpana.

Cepena, M.B. JlokyMeHTHpOBaHHE YIPABICHUYECKOM NeATeTbHOCTH [TeKcT]: MeToi. ykas. 1o
BbIN. pacy.-rpad. pad. / M.B. Cepena, 1.B. Tkauenko; HoBouepk. roc. Menuop. akan, kad. me-
HemxmenTa. — HoBouepkacck, 2013. — 55 ¢.(20 7k3.)

Cepena, M.B. JlokyMeHTHpOBaHHE YNPABICHUYECKON NEATENBHOCTH [DIEKTPOHHBIN pecypc]:
METOJ. YKa3. 10 BbII. pacd.- rpad. pad. / M.B. Cepena, 1.B. Tkauenko; HoBodepk. roc. memmop.
akan, xkad. menemkmenTa. — Hoouepkacck, 2013. — XKM/I; PDF; 672 Kb. — Cucrem. TpeboBa-
uus: IBM PC. Windows 7/ Adobe Acrobat 9. — 3aru. ¢ skpana.

Cepena, M.B. [lokymeHTHpOBaHUE YNPABICHUECKOU AesTenbHOCTH [Tekcr]: MeToA. ykas. mo
M3y4d. JUCI. ¥ BBINOJIH. KOHTpP. pab. crya.  3ao4. ¢dopmer o6yd. / M.B. Cepena,
H.C. 3axapuenko; HoBouepk. roc. menuop. akaj, kag. MmeHepkMenTa. — HoBouepkacck, 2013.
— 64 c. (45 7x3.)

Cepena, M.B. JlokyMeHTHpOBaHHE YIPaBICHUECKON INEATENBHOCTH [DIEKTPOHHBIN pecypc]:
METO/I. yKa3. 10 U3y4. JUCI. W BBITIOJH. KOHTp. pad. cTya. 3aod. popmer 00y4. / M.B. Cepena,
H.C. 3axapuenko; HoBouepk. roc. Menuop. akas, kag. menemxmenta. — HoBouepkacck, 2013. —
XM; PDF; 728 Kb. — Cucrem. tpebosanus: IBM PC. Windows 7/ Adobe Acrobat 9. — 3aru.
C DKpaHa.
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7. ®OHJl OIEHOYHBIX CPEJICTB JUIsI KOHTPOJISA YCIEBAEMOCTH W
MPOBEJEHUSI MPOMEXYTOUYHOH ATTECTALIUM OBYYAIOUUXCS IO
JUCLUILINHE

Bonpocs! 1J1s1 IpoBeieHUs1 IPOMEKYTOYHOM aTTecTanuu B (popme 3auéra:
1.CoctaB HOpMATUBHO-METOAMYECKOM 0a3bl JOKYMEHTAITMOHHOTO 00ECIICUCHHUSI.
2. OCHOBHBIE MOHATHSI JOKYMEHTHPOBAHUS YIIPABICHYECKON JEATEIbHOCTH.
3. O0mue u cnenuanbHbie PYHKITUU OPUITHATBHBIX JOKYMEHTOB.
4. YHuUKaMs U CTaHAapTH3AIKS YIIPABICHUYECKUX TOKYMEHTOB.
5. Knaccudukanusi 1To0KyMEHTOB.
6. OpopmiieHre PEeKBU3UTOB YIIPABICHUECKUX JJOKYMEHTOB.
7. biiaHKu TOKYMEHTOB U TPEOOBAHHS K HUM.
8. OdopMIieHHE B TOKyMEHTaX 3HAKOB MPEMMHAHUS U CHMBOJIOB.
9. Odopmnenue noneit, HymMepali CTpaHHIl B JOKYMEHTaX.
10.0dopmnenue naT u 9ucell B JOKYMEHTaX.
11. Opopmnenue TabauIl 1 PUCYHKOB B IOKYMEHTAX.
12. Opopmienne maremaTuyeckux GopMysT ¥ €IUHHII U3MEPEHUS B IOKyMEHTAaX.
13. KoppekTypHble 3HaK1 U IpaBHiia UX TPUMEHEHUS.
14.0cobeHHoCTH O(DUIIHATIBHO-EIIOBOTO CTHJIS.
15.YnoTrpebieHre MPONrUCHBIX U CTPOYHBIX OYKB.
16.Haubonee ynorpebiasieMble COKpAIIEHUS CIIOB.
17.KoppecnonaeHIus, CBI3aHHasi C TPOBEICHUEM MTEPUOTNIECKUX MEPOIIPHUSATHIA.
18. YcraB opranu3zaiuu, €ro peKBU3UThl 1 OCHOBHbIE pa3/ieibl TEKCTA.
19. llITaTHOE pacnucaHue, €ro peKBU3UTHI U OCHOBHBIC CBEICHHUS, COepIKAIMECS B JAHHOM J10-
KyMEHTE.
20. ITonoxenue, ero peKBU3UTHL. BUbI MOJI0KEHU.
21. Unctpykius. OCHOBHOE Ha3HAUY€HUE JOKHOCTHOM MHCTPYKIMU, €€ PEKBU3UTHI 1 OCHOBHbBIE
pas3enbl TeKCTa
22. YupenurenbHbIl JOrOBOP, €0 PEKBU3UTHI U OCHOBHBIE pa3/IeNbl TEKCTA.
23. Busl pacnopsiiuTeNbHBIX TOKYMEHTOB, KX OCHOBHOE Ha3HauCHUE.
24. Ilpuka3, ero peKkBU3UThl U OCHOBHBIE YaCTH TEKCTA.
25. PexBU3UTHI yKa3aHUS U 1IeNb U3JaHUS TaHHOTO TOKYMEHTA.
26. PacniopsikeHue, ero peKBU3UThL. Bompockl, 10 KOTOPHIM U3/1Aa€TCsl PACIIOPSKEHUE.
27. Pemienue, ero pekBu3uThl. OpraHbl yrpaBieHHs], UMEIOIUE MPaBO K U3JAHHUIO TaHHOTO JIOKY-
MEHTA.
28. PexBU3UTHI IOCTAHOBIICHNUS U 1I€J]Ib N3JaHUS JAaHHOTO IOKYMEHTA.
29. Buapl uH(OpMallMOHHO-CIPABOYHbBIX JOKYMEHTOB, MX OCHOBHOE Ha3HAYCHHE.
30. IIpoToKOI1, €ro peKBU3UTHI U OCHOBHBIE YAaCTH TEKCTA. BUBI TPOTOKOJIOB.
31. JloknanHble 1 00BSCHUTENbHBIE 3aIIUCKU, X PEKBU3UTHI U OCHOBHBIE 1I€JIM HAMUCAHUS JIaH-
HBIX JIOKYMEHTOB.
32. TpeboBaHus, NpeabIBIsIEMbIE K COCTABICHHUIO CIPAaBOK. BUbI ClIpaBoK.
33. OcoGeHHOCTH cocTaBieHus akTa. OCHOBHBIE YaCTH TeKCTa. Bubl akTOB.
34. TpeboBaHus, NpeabIBISIEMbIE K COCTABICHUIO U O()OPMIICHUIO CIIY>KEOHBIX MTHCEM.
35. Pa3HOBUAHOCTHU MUCEM.
36. Bunbl JOKYMEHTOB, OTHOCSIIMECS K JOKYMEHTAIUU 110 JUYHOMY COCTAaBY.
37. Odopmienue npuema Ha paboTy.
38. TpeGoBaHus, MpeAbIBISIEMBIE K COIEPKAHUIO U 0()OPMIICHHIO TPYAOBOTO JIOTOBOpA.
39. OdopmiieHre TPUKA30B MO JUYHOMY COCTaBY.
40. TpeboBanus, MpebABIIEMbIE K COACPKAHUIO M OPOPMIICHUIO XapaKTEPUCTUKH.
41. CocTaBHbIE 3JIEMEHTHI U PEKBU3UTHI aBTOOHOTrpad .
42. CocTaB TOKYMEHTOB JJUYHOTO JIeTIa.
43. O6wmue npaBuiia BEICHUS U BbIIAYU TPYIOBBIX KHHUKEK.
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44. OopmieHne JOKyMEHTOB IIPH MIEPEBOJIE COTPYAHUKA Ha JPYryi0 paboTy BHYTPU OpraHu3a-
LUH.

45. Tlopsanok opopmIIeHHs] JOKYMEHTOB IPH YBOJBHEHUN COTPYIHUKA.

46. Opranu3zanusi paboThl C JOKYMEHTaMH.

47. Tlopsnok 06pabOTKH MOCTYNAIONUINX U OTIPABISIEMBIX JTOKYMEHTOB.

48. ITopsgok 0O0pabOTKH OTIPABISIEMBIX IOKYMEHTOB.

49 I1opsiiox 00pabOTKM BHYTPEHHHX JIOKYMEHTOB.

50.Peructpanus 10KyMEHTOB.

51.0Opranuzanys KOHTPOJIA 32 UCTIOJIHEHUEM JJOKYMEHTOB.

52.XpaHeHue JOKYMEHTOB.

53.CocraBiieHue HOMEHKJIATYphl J€J1 OpraHU3aI1H.

54.0Opranuzanus paboThl ¢ JOKYMEHTaMH, COIepKaIlMMU KOH(GUACHIINATbHbIE CBEACHHUS.
55.CBenenusi, OTHOCSIIUECS K KOMMEPUYECKOU TalHe.

56.3amuTa T0KyMEHTOB, COJEPKAIINX KOMMEPUYECKYIO TalHYy.

57.YHUYTOXKEHNUE TOKYMEHTOB.

58.IToHsTHE IEKTPOHHOTO IOKYMEHTA €r0 MPEUMYIIIECTBA U HEAOCTATKH.
59.CocraBneHue 10KyMEHTOB.

60.ABTOMaTH3MpPOBaHHAS MPOLIETypa padOTHI C JOKYMEHTaMHU.

61.01eKTpoHHbIE OPUCHBIE CUCTEMBI.

62.XpaHeHue TOKyMEHTOB B JIEKTPOHHOU (hopme.

Conep:xkanue Tekymero kourpoJs TK 1 (6amaei: max 5, min 3):
- OTYET MO BBHIMOJHEHUIO TAOOPATOPHBIX padoT.
- I[IpOBEpKa BBIMNOJIHEHUS Ha NPAKTUYECKUX 3aHATUAX 3aJaHUs U1 CAMOCTOSITEIbHON paboThI
CTY/ICHTOB.
Conepxanue Tekymero koutpoias TK 2 (6amabi: max 10, min 6):
- OTYET MO BBHIMOJHEHUIO JTJA00opaTOpHBIX paboT No 2, No 3.
- I[IpOBEpKa BHIMOJIHEHUS Ha NPAKTUUYECKUX 3aHATUAX 3aJaHUs U1 CAMOCTOSITEIbHON paboOThI
CTY/ICHTOB.
- mpoBepka BeimosHenue PI'P pasnena 1 (mynkTos 1.1 -1.4).
Conep:xanue Tekymero kourpoJsi TK 3 (6amasi: max 10, min 6):
- OTYeT MO BHINOJHEHUIO JJabopaTopHbIX padoT Ne 4, Ne 5.
- TMpOBEpKa BHIMOJIHEHUS HA MPAKTUICCKUX 3aHATUAX 3aJaHHS I CAMOCTOSITEIIbHON paOOThI
CTY/IEHTOB.
- nuposepka BeinosHenue PI'P paznena 2 (mynkros 1.1 -1.3).
Conepxanue Tekymero koutpouas TK 4 (6anaabi: max 15, min 9):
- OTYET MO BBHIMOJHEHUIO JTJA00paTOpHBIX paboT Ne 6, No 7.
- [IpOBEpKa BHIMOJIHEHUS HA MPAKTUUYECKUX 3aHATUAX 3aJaHUs I CAMOCTOSITENIbHON paboThI
CTY/ICHTOB.
- IIpOBEpKa BHINIOJIHEHUsS U 3amura PI'P.
Conepxanue UK (3auer):
-TEOPETUYECKHI MaTepual npomexyrouroro koutposs [1K 1 (6amasi: max 15, min 9).
-TEOPETHUYCCKHUI MaTeprasl mpoMexyrounoro Koutpoys 1K 2 (6amiei: max 15, min 9):

PacuetHo-rpaduyeckasi pa6oTa cTy/IeHTOB 04HOI (P OPMBbI 00yUeHH s
PacuetrHo-rpaduueckas pabota Ha TeMy «JloKyMeHTallMOHHOE OOeclieueHre YIPaBJICHUsS OpraHHU3a-
[HAEH» MMEET IENIbI0 3aKPETUICHUS] TEOPETHUYECKUX 3HAHUHN MO COCTABJICHHUIO W O(POPMIICHUIO JTOKY-
MEHTOB YNPABJIEHYECKOU nesTenbHocTy. B 3anaun PI'P Bxoaurt:

1.CoctaBnenue u opopMICHHE OCHOBHBIX BUJIOB YIIPABICHYCCKOMN JOKYMEHTAIIUH.
2. CocraBienue 1 opopmieHne JOKYMeHTOB ¢ nomoribio [1K, mpu ucnons3oBannu nakera aB-
toMmarusanuu Microsoft Office.
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CTpyKTypa MOsSICHUTENLHOM 3aIMCKH pacdeTHO-Tpadudeckoid paboTsl
Y €€ OPUEHTUPOBOYHBIN 00BEM

Brenenue (1 c.)
1.Cocranenue u o) OpMIICHHE OCHOBHBIX BUIOB YITPaBJIeHUECKOH qokyMeHTanuu: (8 -10 ¢.)

1.1 Opranu3anMOHHBIX JOKYMEHTOB;

1.2 PacniopsiguTEeNbHBIX JOKYMEHTOB;

1.3 UnpopmanimoHHO-CIIPaBOYHBIX JOKYMEHTOB;

1.4 JIokyMEHTOB IO JIMYHOMY COCTaBY.
2. CocraBienne 1 oopmIIeHHE JOKYMEHTOB ¢ moMotbio [1K, mpu ucnonp30BaHUM MakeTa aBTOMATH-
sarmu Microsoft Office: (4 ¢.)

2.1 Co3nanue u opopMIIeHHE JOKYMEHTA YIPABICHYECKOW ACSITENTFHOCTU C TIOMOIIBIO CHCTEMBI
Microsoft Word;

2.2 Co3nanue u opopMIICHHE TUArPaMMBI K JICTIOBOMY MHCbMY C TIOMOIIBIO cucteMbl Microsoft Ex-
cel;

2.3 Co3nanue U opopMIICHHE MPE3CHTAUNH HOBOM MPOAYKIMH (YCIyr) ¢ MOMOIIbI0 cucteMbl Mi-
crosoft Power Point.

3axmouenue. (1 c.)

PacueTHo-rpajduueckasi padora Ha TeMy «JlOKyMEHTAIIMOHHOE OOCCIICUCHHE YIPABJICHHS
OpraHU3aIKei» BBIMOIHIETCS CTYICHTOM WHIWBHAYaJIbHO BO BHEAYIUTOPHOE BPEMSI, CAMOCTOSATEIb-
HO 10 WHAWBHUAYAJIbHBIM MCXOJHBIM JaHHBIM BapHUaHTa 3a/laHUsl B COOTBETCTBUE C pa3padOTaHHBIMU
Meroanueckumu ykazanusiMu. [locie mpoBepku U 10pabOTKH yKa3aHHBIX 3aMeyaHui, paboTa 3aiu-
mjaercs. [Ipu MonoXUTEeNTbHOM OlIEHKE BBIMOJTHEHHON CTYyJEHTOM pa0OThl HA TUTYJIHLHOM JIUCTE CTa-
BUTCA - "3auTeHO". MakcuManbHOE KoianuecTBo OamioB 3a PI'P — 15 6amnos.

KonTpoabHasi padoTa cTyAeHTOB 3204HOi (pOPMBbI 00yUeHUs] COCTOHWT M3 PAaCUETHHIX 3aja-
HUI, OXBaTHIBAIOIINUX KypC IUCLUILIUHBI, U BBIIOJIHIETCSA 110 OJHOMY U3 YKa3aHHBIX BapUaHTOB. BbI-
00p BapHaHTa ONPEACISAETCS HO HOCAEOHUM 08YM Uudpam 3auemnoi KHuxcku. IlepeyeHb BapuaH-
TOB 3aJJaHUH KOHTPOJIbHOW paboThl, METOAMKA €€ BBIIIOJHEHHUs U HeoOXouMasl JIuTeparypa npuBese-
HBI B METOIMYECKHUX YKa3aHUSX Ui HAMCAHHUSI KOHTPOJIBHON paOOTHI.

KonTpoJsbHasi paboTa cTy1eHTOB 3204HOI (opMbl 00yUeHUs!

KonTposnbHast paboTa BBINOIHAETCS CTYJEHTOM IOCJIE CaMOCTOSITEIbHOTO U3y4eHUs TEOpeTu-
4YeCcKOro Kypca Mo JAUCHHUIUIMHE: «/{oKyMEeHTHpOBaHHE YIPaBICHYECKON NEATEIIbHOCTH» U COCTOUT U3
TpEX 3a1aHuil (BBIOOP 3aJlaHMi OCYILECTBIIAETCS HA OCHOBE JIBYX HOCIEeIHUX Ludp mudpa 3a4eTHOM
KHWKKHU CTYJICHTA):
3ananme 1. PaccmoTpenune TeopeTrueckoro Bonpoca Ha TeMy: OCHOBHBIE TPeOOBAaHUS K COCTABICHUIO
1 0(pOPMIIEHHUIO JOKYMEHTOB OPraHU3alMOHHO - pacHOPSAIUTENbHOMN EATENbHOCTH U KaIpOBOM JOKY-
MEHTAIUHU.
3aganue 2. PaccMoTpeHne TEOPETUUECKOT0 BOpoca Ha TeMy: TeXHOIOruH paboThl ¢ JOKYMEHTaMH.
3ananme 3. [IpakTrueckoe 3ananue: CoctaBuTh 1 0POPMUTH OPraHU3ALMOHHbBIE, PACIOPSAUTEIbHBIE,
MH(OPMAaLIMOHHBIE JOKYMEHTBI U JIOKYMEHTBI 110 IEPCOHAILY NPEAIPUITHS.

J1st KOHTPOJISI yCIIEBa€MOCTH 00YYaIOLIUXCS M OLIEHKH Pe3yIbTaTOB OCBOECHUS TUCIIUITIIMHbI
IpUMEHsIeTcs OaJlTIbHO-PEUTUHIOBAs cUcTeMa, pa3paboTaHHas B cOOTBETCTBUHU ¢ [lonoxxeHueM o te-
KyIuei arrecranuu odydarontuxcs B HUMU JICAY.

[TpomexyTouHas aTTecTalys CTyJeHTaMH OYHOU (opMbl 0O0yUeHHs BKJIHOYaroIIel B cedst mpo-
BeneHue mexyuiezo (TK), npomescymounozo (IIK) v umozogozo (UK) xoHTpOisl MO JUCLHUILIIMHE.

Texkymmii koutpoJsb (TK) ocymecTBisercs B TeueHHUE CEMECTpa M MPOBOAUTCS 10 j1abopa-
TOPHBIM PabOTaM U MPAKTUYECKUM 3aHATHSM, a TaKXKe IO BUAAM CAMOCTOSITENIbHONW pabOThl CTYACH-
toB (PI'P). ®opmamu TK sABisIFOTCS: OTUET 10 JTaOOpaTOpHOH paboTe; 3aIIKUTa pacueTHO-TpadUIECKO
paloThI; KOHTPOJIbHAS paboTa MO MPAKTUYECKUM 33JaHUSAM M JUIS CTYACHTOB 3a04HOM (OpMBI.

B teuenne cemectpa npoBozsaTcs 2 npoMexyrounbix konTpois (IIK1, I1K2). B xoxe npome-
xkyrouHoro koHTposst (IIK) nposepsitorcs Teopernyeckue 3HaHUA. JJaHHBI KOHTPOJIb IPOBOAUTCSA 11O
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paznenaM (MOIyJsSIM) TUCUUIUIMHBL 2 paza B TEUCHHE CEMECTpPa B YCTAaHOBJICHHOE paboueil mporpam-
Moii BpeMs. @opmMamMu KOHTPOJIS SIBJSIOTCS KOJJIOKBUYM, KOHTPOJIbHbBIE PaOOTHI.

Hrorosbiii kKoHTpoab (MK) — 3T0 3a4€T N0 IUCIUIIIMHE B LIETOM.

Hoanblii GoHI OLIEHOYHBIX CPEICTB, BKIKYAKIIMHA TeKYIIU KOHTPOJb YCIIeBAEeMOCTH U
nepedyeHb KOHTPOJIbHO-U3MepPUTeJbHbIX MaTepuanoB (KUM) npuBeneH B npujio:keHun K pado-
4yeil mporpamme.

8. VUEBHO-METOJUYECKOE W WH®OPMALMOHHOE OBECIHEYEHUE
TACIATLTAHBI

8.10cHoBHas auTEpaTypa

1. Kprokosa, H.I1. [lokymeHTHpOBaHUE yIpaBlIeHUYECKOU JeaTeabHOCTH [ TekcT]: yueb. mo-
cobue / H.IT. KprokoBa. — M.: UHOPA — M, 2013. 268 c. (12 3x3.)

2. beixona, T.A. JlenonpousBoactBo [Tekcr]: yue6nuk / T.A. beikora, JI.M. Bsosa, M.B.
Cankuna; ox pen. T.B. Ky3nenooit — 3 —e u3n., nepepad u qom. —M.: UHOPA-M, 2013. -363 c.
(15 2x3.)

3.Cepena, M.B. JIoKyMEHTHpOBAHHE YIPABICHYCCKONW JICSITEILHOCTH [DICKTPOHHBIN
pecypce] : yueb. mocobue [ CTyd. o4. M 3a04. (popMbl 00ydY. Hampami. MOATOT. "DKOHOMHKA',
"Menemkment", "Ilen. obpasosanue", "Com. pabdora”, "IIpod. odbydueHue", "3eMiIeycTpOHCTBO U
kagactpel'] / M. B. Cepena, II. B. UBanos, B. A. I'y6aueB ; HoBouepk. MHX.-MEIHOpP. MH-T
Honckout 'AY. - Dnexrpon. man. - HoBouepkacck, 2017. - XKM/I; PDF; 1,39 Mb. - Cucrem.
tpeboBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . - 3aru. ¢ ’3xpana.

4. I'punbepr, A.C. JlokyMEeHTaIlMOHHOE O0ECTICUCHUE YIIPaBICHUS [ DIEKTPOHHBIN pecypc]:
yuebnuk / A.C. I'punbepr, H.H. I'opb6aueB, O.A. MyxamerinHa — DJIeKTpoH. AaH. — MockBa :
IOuuTH-/ana, 2015. - 391 c. — ISBN 978-5-238-01770-9. — Pexum poctyma: http://biblioclub.ru
— 3ar7. ¢ skpana.- 23.08.2018

8.2 JlonoinuTenbHAs JINTEPATypa

1. Ky3uenos, U.H. [lenonpousBoactBo [Tekcr]: yuebHno - cupas. nocobue / M.H. Ky3ne-
1OB. — 6 — e 3., mepepad. u gom. — M.: Jlamkos u K, 2013. — 459 c. (3 3k3.)

2.Cepena, M.B. JlokyMeHTUpOBaHHE yIpaBieHYeCKOM jedrenbHocTH [Tekcr]
INPAKTUKYM [AJI CTYJ. 04. ¥ 3a04. popM 00yd. HampaBil. MOATOT. "OkoHOMHKA", "MeHe KMeHT",
"Tlen. o6pazoBanue”, "Cou. padora", "[Ipod. o6yyenune", "3emneycrpoiictBo u kanactpsl"] / M. B.
Cepena, II. B. UBanoB, B. A. I'ybaueB ; HoBouepk. unx.-menuop. uH-T [loHckoit T'AVY. -
Hosouepkacck, 2017. - 70 c. (3 7k3.)

3.Cepena, M.B. JloKkyMEHTHpOBaHHE YIPABICHYCCKOU JCATCILHOCTH [DJIEKTPOHHBIH
pecypc] : MpakTUKyM [Afs CTyA. OYH. M 3a04H. opm 0Oyd. Hampami. MOArOT. "DKOHOMHKA",
"Menemkment", "Ilen. obpasosanue", "Com. pabdora", "IIpod. obyduerme", "3eMIeyCcTpOHCTBO U
kagactpel'] / M. B. Cepena, II. B. UBanos, B. A. I'y6aueB ; HoBouepk. MHX.-MEIHOpP. MH-T
Honckout 'AY. - Dnexrpon. man. - HoBouepkacck, 2017. - XKMJI; PDF; 1,11 Mb. - Cucrem.
tpebosanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . - 3aru. ¢ skpana.

4.]loKkyMEHTUPOBaHUE YIpaBIeHYECKON nesTelbHOCTH [TeKcT] : MeToA. ykas. 1o BbII. J1a0.
pabot [[is cTy/. 04. U 3a04. (popM 00yd. Hanpasi. moArot. "OxoHomuka", "Menemxment", "llen.
obpazosanue", "Coi. padora", "IIpod. oOyuenue", "3emueycrpoiicTBo u kamactpsl'| / HoBodepk.
uHX.-Menuop. uH-T ICAY, kad. menemxmenta u uadopmatuk ; coct. M.B. Cepena, E.A. Jleesa,
B.A. I'y6aues . - HoBouepxkacck, 2017. - 73 ¢. (3 7k3.)

5. JIokyMeHTHpOBaHUE YIIPABIEHUYECKON NeATENbHOCTH [DNEeKTpOHHBIA pecypc] : MeTo.
yKa3. MO BHIM. Ja0. paboT [mas cTyd. o4. ¥ 3a04. GopM 00yd. HaAmpapil. MOATOT. "DKOHOMHKA',
"Menemxment", "llen. o6pazoBanue", "Cou. padora", "[Ipod. oOyuenue", "3emineycTpoiicTBo u
kanactpel'] / HoBouepk. unxk.-menuop. uH-T JAI'AY, xad. MenemxMenTa 1 nHPOPMATHKH ; COCT.
M.B. Cepena, E.A. [leeBa, B.A. I'ybaues . - OnextpoH. aaH. - HoBouepkacck, 2017. - 2KM/1; PDF;
1,4 MB. - Cuctem. TpeboBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . - 3ari. ¢ skpaHa.
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6. JlokymMeHTHpOBaHUE YIpaBIEHYECKON aesaTenbHOCTH [TekcT] : MEeToH. yKa3. MO BBIIL
pacu.-rpad. paboTel [mias cTyd. o4. W 3a04. ¢opM oOyd. Hampapi. MOATOT. "DKOHOMHKA',
"Menemxment", "Ilen. obpazosanue", "Corm. padota", "Ilpod. oOyduenue", "3emMueycTporucTBO U
kanactpel'] / HoBouepk. unx.-menuop. uH-T JIIAY, kad. MeHemKMeHTa 1 HHOPMATHKH ; COCT.:
M.B. Cepena, E.A. JleeBa, 11.B. Tkauenko. - HoBouepxkacck, 2017. - 55 c. (3 7k3.)

7.JIoOKyMEHTUPOBAHUE YIPABICHYECKON ACATEIBHOCTH [DJIEKTPOHHBIM pecypc]| : METO.I.
yKa3. MO BHIN. pacu.-Tpad. paboOTel [ CTyd. 04. M 3a04. (Gopm 00yd. Hampapi. TOJITOT.
"Oxonomuka", "Menemxkment", "Ilen. oOpazomanme", "Com. padora", "lIpod. oOyuenue",
"3emueyctpoiictBo U kanmactpbl'| / HoBouepk. nnk.-menuop. uH-T JIAY, kad. MEHEKMEHTA H
unpopmatuku ; coct.. M.B. Cepena, E.A. [leea, U.B. Tkauenko. - DNEKTpOH. IaH. -
Hosouepkacck, 2017. - XKM/I; PDF; 842 Kb. - Cucrem. tpeboBanus : IBM PC ; Windows 7 ;
Adobe Acrobat X Pro . - 3aru. ¢ skpana.

8.JlokyMeHTHpOBaHUE YIpaBICHYECKON nesTeabHOCTH [Tekcr] : MeTon. ykas3. MO H3yd.
JUCII. W BBIIl. KOHTP. paboT. cTya. 3ao4. ¢opmbl oOyd. [Hampami. MOATOT. "DKOHOMHKA',
"Menemxment", "Ilen. obpazosanue", "Cor. pabdora", "IIpod. obyduenue", "3eMiaeycTpoHCTBO U
kanactpel'] / HoBouepk. urxk.-menuop. uH-T IAY, kad. MeHem»KMeHTa U HHPOPMATHKH ; COCT.:
M.B. Cepena, E.A. Jleea, U.A. [lamkoBa . - HoBouepkacck, 2017. - 63 c. (3 7k3.)

9. JIoKkyMEHTUPOBAHKUE YIPABJICHUESCKOW JNEITEIBbHOCTH [DIEKTPOHHBIA pecypc| : METO/I.
yKa3. MO HW3y4. AWCI. U BBIN. KOHTP. paboT. cTyA. 3aod. ¢opmbl 00ydY. [HampaBi. TOATOT.
"OkoHomuka", "Menemxment", "Ilen. oOpasosanue", "Com. pabota", "IIpod. oO6yuenue",
"3emueyctpoiictBo U kKamactpbl'| / HoBouepk. uHxk.-menuop. uH-T JI[AY, kad. MEHEKMEHTA H
unpopmatuku ; coct. M.B. Cepena, E.A. JleeBa, M.A. JlamkoBa . - DJEKTpOH. daH. -
Hosouepkacck, 2017. - XXM/I; PDF; 884 Kb. - Cucrem. tpeboBanus : IBM PC ; Windows 7 ;
Adobe Acrobat X Pro . - 3aru. ¢ skpana.

10. SAuxoBuu, II.A. Jlemompou3BoaCTBO B KaApoOBOW ciyx0Oe [DIeKTpOoHHBIM pecypc] :
yueOHuK/ILL.A. AaKoBUY. — DnekTpoH. naH. — Mocksa : FOuutn-/lana, 2015. — 161 c. — ISBN
5-238-01076-1.— Pexum nmoctyna: http://biblioclub.ru — 3ara. ¢ sxpana.- 23.08.2018

11. Ky3nenos, U.H. JlenoBoe nucbMo [DIEKTPOHHBINH pecypc] : yueOHO- CIIpaBOYHOE I0-
cobue / M.H. Ky3nenos. — 5-e u3n. — DnekrpoH. gaHn. — Mocksa : Jlamkos u K, 2015.- ISBN
978-5-394-02213-5. - Pexum nocrymna: http://biblioclub.ru — 3arn. ¢ sxpana.- 23.08.2018

12. Kymuepyk, C.I1. JlokyMeHTHasi TUHTBUCTHKA [ DIEKTPOHHBIN pecypc] : yueOHOe Mmoco-
6ue / C.I1. Kymnepyk. - 7-e u3n., crepeotu. - Mocksa : M3narensctBo «@muHTay, 2016. - 258 c.
- ISBN 978-5-9765-0213-0 ; - Pesxxum moctymna: http://biblioclub.ru — 3arun. ¢ sxpana.- 23.08.2018

8.3 Ilepeuens pecypcoB HH(OPMAIMOHHO-TEJIEKOMMYHUKAIMOHHOH ceTn «AHTepHET», HE0O-

XOJUMBIX IJIfl OCBOCHHSA NUCHHUIIJIMHBI, B TOM YHC/JI€ COBPEMEHHBIX leO(l)eCCI/IOHaJIbHLIX 0a3

JAHHbIX U I/[Hq)OpMaIII/IOHHbIX CIIPaABOYHBIX CHCTEM

HaumenoBaHue pecypca

Pesxxum nocryna

Poccuiickas HanmoHansHast OMOINOTEKA

http//www.rsl.ru

Kypuan "Menemxment B Poccuu u 3a pydexom"

http://www.mevriz.ru/

Nupopmanmonno-npasosoii noptan TAPAHT.PY

http://www.garant.ru/

CnpaBoynast cuctema Koncynprant [Tiroc

http://www.consultant.ru/

OdurmanbHelil calT MUHHCTEpCTBA Tpya M COLMaIbHOM 3aimThl PO

http://www.rosmintrud.ru/

Od¢unnansusiit caiit HF'MA ¢ goctynom B 351eKTpoHHYIO OUOIHO-
TEKY

Www.ngma.su

Odunmanpubiii cadT DeaepanbHOl CIIyKObI IO HAA30pY B chepe
3alLUTHI IPaB MOTpeOUTENIEH U 0JIarOnoay4ns YeJoBeKa

http://www.rospotrebnadzor.ru/

Odunmansuslii cailt HI'MA ¢ 1ocTynom B 31€KTpOHHYI0 61OIH0-
TEKYy

www.ngma.su
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8.4 Meroanueckue yka3aHus i1 00y4alOMIMXCS 110 OCBOCHUIO 1M CLUTLIIHHBI

1. ITomoskeHME 0 TPOMEKYTOUHOM aTTeCTalliy O0yJaIOIMUXCs O MPOrpaMMaM BBICIIETO 00pa-
30BaHMs [DNEeKTpOHHBIN pecypc] (BBeneHo B neiictBue npukazom aupekropa HUMU Jlonckoii AY
Ne3-OJ] ot 18.01.2018 r.) /HoBouepk. unx.-menuop. uH-T Jlonckoit 'AY.-Dnexkrpon. gaH.- HoBouep-
Kacck, 2018.- Pexxum mocryma: http://www.ngma.su

2. TunoBsie (HOPMBI TUTYIHHBIX JIUCTOB TEKCTOBOM IOKYMEHTAIIUU, BBITIOJIHIEMON CTYICHTaMHU
B yueOHOM mporiecce [DnekTpoHHbIi pecype] / HoBouepk. uax.-menuop. uH-T JloHckoi [AY .-
OnekTpoH. naH.- HoBouepkacck, 2015.- Pexxum goctyna: http://www.ngma.su

[Ipucrynas x U3y4eHHIO AUCHUIUIMHBI HEOOXOJIUMO B MEPBYIO OYepeIb O3HAKOMUTHCS C CO-
nepxxanreMm PIT/]. Jlekuun MMEIOT 1ENbI0 AaTh CUCTEMATU3MPOBAHHBIE OCHOBBI HAYYHBIX 3HAHUU 00
o0MMX BOMpocax MUCHUIUTMHEL [Ipu m3ydeHuu u npopaboTKe TEOPETUYECKOro Marepuayia Jyuis o0y-
YaroMMXCcs He0OXOIUMO: TMOBTOPUTH 3aKOHCIIEKTHPOBAHHBIM Ha JIEKIIMOHHOM 3aHSITUM MaTepHal U
JIOTIOJTHUTH €r0 C yY4€TOM PEKOMEHJIOBAHHOW IO JIaHHOW TeME JIMTePaTypbl; IPU CAMOCTOSTEILHOM
M3YYEHHUU TEMBI CIeNaTh KOHCIIEKT, UCTIOJB3Ys pekoMeHnoBanHbie B PIIJ] nuteparypHble HCTOUHUKH
U pecypchl HHPOPMAIIMOHHO-TEJICKOMMYHUKAIIMOHHOU ceT « HTepHeT.

8.5 Ilepeuenb MHGOPMALMOHHBIX TEXHOJIOTHi, MCMOJIb3yeMbIX NPH OCYIIECTBJICHUHU 00-
Pa30BaTeIbHOIO MpoLecca, NMPOrPpaMMHOIO obecnedeHHss M MHGOPMANMOHHBIX CIPABOYHBIX
CHCTEM, [IJIs1 0CBOCHHS 00Y4aI0LIMMHUCS JUCHUIINHBI

HaumenoBaHue pecypca

PexkBH3HMTHI 10r0BOpa

DrWeb. Dr.Web. Desktop Security Suite Kowm-
IJICKCHasdA3alIuTa

['ocynapcTBeHHBIN (MyHUIUIAIBHBIN) KOHTPAKT Ne
PT'A03270004 ot 27.03.2018 r. Ha nepenavyy Heuc-
KIIIOUUTENIbHBIX IIPAaB Ha UCIIOJIb30BAaHUE MPOTPaMM
111 OBM OO0 «Kommnanus 'OHJJAJIbD» (¢
27.03.2018 r. o 31.03.2019 1.)

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

CyO6nurien3nonHbIi goroBop Ne 58544/PH/14588
ot 28.11.2017 r. AO «Cod¢rJlaiin Tpeiin» (c
28.11.2017 r. mo 31.12.2018 r.)
Cy6munien3nonHbIl qoroBop Ne 58547/PHJ14588
ot 28.11.2017 r. AO «CodTJlaita Tpetia» (c
28.11.2017 r. mo 31.12.2018 .)

OBC «YHuBepcureTckas OMOINOTEKA»

9BC 000 UznparenscTBO «JIaup)»

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

Jorosop Ne p08/11 Ha oka3aHme yCIyT 1O MPEIOC-
TaBJICHUIO JOCTYIA K AJICKTPOHHBIM U3JJAHUSIM OT
30.11.2017 r. ¢ OOO «M3natenscTBO Jlanb» €
30.11.2017 r. mo 31.12.2025 .

Jorosop Ne 2 Ha oka3aHHe yCIyr O MPEIOCTaBIIe-
HUIO JOCTya K DJIEKTPOHHBIM H3JaHHUSIM OT
15.02.2018 1. ¢ OO0 «UM3marensctBo JlaHp» ¢
15.02.2018 r. mo 14.02.2019 r

Horosop Ne 487 Ha okazaHue yciayr Mo MpeaocTaB-
JCHUIO JOCTyMa K OJJCKTPOHHBIM HW3JaHUSM OT
16.05.2018 r. ¢ OO0 «M3narenscTtBO Jlaub»C
16.05.2018 r. mo 15.05.2019 r

[IporpamMmHas cucrema /i1l OOHapy>KEHUS TEK-
CTOBBIX 3aMMCTBOBAaHUI B y4eOHBIX U HAyYHBIX
paborax «Antumnaruar. BY3» (unrepHer Bep-
cus). Moayns «IIporpaMMHBIN KOMIUIEKC IIO-
HCKa TEKCTOBBIX 3aMMCTBOBAaHUN B OTKPBITHIX
VICTOYHUKAX CETU UHTEPHET

JInuensunonnsiii forosop Ne 717 ot 09.01.2018 r.
3A0 «Antu-Ilnaruar» (¢ 09.01.2018 r. mo
09.01.2019 1.).
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IIporpammEOe obecriederre kommanuu Adobe | JIMIEH3HOHHBIA IOroOBOp Ha MPOTPaMMHOE obec-
Acrobat Reader (Acrobat Reader, Adobe | me4enue ays MEpCOHAIBHBIX KOMIIBIOTEPOB Plat-
FlashPlayerunp. formClients PC_WWEULA-ru_RU-
20150407 _1357 AdobeSystemsIncorporated (6ec-
CPOYHO).

9. OIIMCAHUE MATEPUAJILHO-TEXHUYECKO BA3blI, HEOBXOJIAMOM JJIsI
OCYIIECTBJIEHUSI OBPA3OBATEJIbHOI'O ITPOIIECCA 11O JUCIUILIMHE

TIperoaBanye IUCIATUTMHBL OCYIIECTBISETCS B CIIEIMATBHBIX IOMEIEHMsX — YIeOHBIX ay -
TOPHUSX JUIsl TIPOBE/ICHUS] 3aHATHH JIEKIMOHHOTO THIIA, CEMHHAPCKOrO THIIA, TPYNIIOBBIX H HHIUBHIY-
QIBHBIX KOHCYJIBTAIMM, TEKYINEr0 KOHTPOJA ¥ MPOMEXYTOYHOH aTTECTAllMH, & TAKKE MOMCIICHHAX
JUTSL CAMOCTOSTENBHOM paGoTsL. CrienuabHble OMEMEHHs YKOMIUIEKTOBAHBI CIEIHaNTH3HPOBAHHOH
MeGEITBIO 1 TEXHHUECKHMH CPEICTBAMH 06ydYeHH s, CITy KalluMH Ul IIPEJICTaBIeH s y4eOHON HHPOp-
Manuu GOTbIION ayJUTOPHH.

JIeKIMOHHbIEe 3aHATHS TPOBOASTCS B ayA. 227, OCHAIEHHOH HabopaMH JEMOHCTPAIMOHHOIO
06opyoBaHus (IKPaH, IPOEKTOP, KOMIBIOTEP) U yIeOHO-HATTISIHBIMH ITOCOGHSMH.

IIpakTHYecKHe 3aHATHS TPOBOAATCS B ayd. 336, OCHAIIEHHOH HEOOXOTUMBIMHU yue6HO-
HarJISIHBIMH TOCOOUSIMH.

JlaGopaTopHEle paGOTEI IPOBOASTCS B CIIENUATBHO 000PYA0BAHHON J1A00PaTOPHH ay/l. 2217.

IIpoBe/ieHHE TPYIIIOBBIX H WHIUBHIYATBHBIX KOHCYJIBTALMH, TEKYIIET0 KOHTPOJIS X IIPOMEXKY-
TOYHOM aTTECTAI[MH OCYINECTBIsETCS B aya. 227.

Jlns caMocTOATENBHON PaboThl HCHONB3YEeTCs CICNHAIBHOE NOMEIIECHHE — ayn. I118, ocHa-
IEHHOE KOMIIBIOTEPHOM TEXHUKOH ¢ BO3MOXKHOCTBIO NOAKIIOYEHHUS K CETH "WUnTepHer" u obecneye-
HHEM JIOCTYIIa B JIEKTPOHHYIO HHPOPMAIMOHHO-00pa30BaTeIbHYIO CPEy OpraHH3aluy.

TToMelenye [isi XpaHeHHs ¥ NPOQHUIAKTHIECKOTO 00CTyKHBaHHUs y4eOHOro 060pyI0BaHHS —
ayn.359.

OGyu9arommecs: W3 YUCIA JIHI[ ¢ OTPAHHYCHHBIMH BO3MOXKHOCTSIMH 3710POBbsi 00€CIICUCHBI Tie-
YaTHBIMA U (HJTH) 3JEKTPOHHBIMA 00pa30BaTeIbHBIMU PecypcaMu B (popmax, ananTHpOBAHHBIX K OT-
PaHHYEHHSIM UX 310POBBSL.

JIOTIONIHeH)S ¥ H3MeHeHHs 000peHs! Ha 3aceanuy Kadenper « 27 » asrycra 2018 r.

3asenyromuii xadenpoit Mul I1.B. ViBanoB
(®.1.0.)
BHECEHHBIE H3MEHEHUs yTBepxkato: «30 »aBrycra 2?8 L.
Jlexan daxynsrera bBuCT E.A. HockoBa

(noanuce) (®.1.0.)
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11. TOMOJIHEHUSI 1 UBMEHEHMSA B PABGOYEN ITPOT'PAMME

B pa6ouyro mporpammy Ha 2019 - 2020 y4eOHBbIii 1o BHOCATCS U3MEHEHHS -OOHOBIICHO M aK-
TyaJM3UPOBAHO COACPIKAHUE CICAYIOIINX Pa3/IeoB U MOApa3esioB paboueii mporpaMmebl:

7. ®OHJ OIEHOYHBIX CPEJACTB JUIA KOHTPOJISI YCIIEBAEMOCTH M
MPOBEJIEHAS TMPOMEXYTOUHON ATTECTAIIMM OBYYAIOUIAXCH TIO
TACHATLIIAHE

Bomnpocs! 1151 npoBenennsi arrecranuu B popme 3auéra:
1.CoctaB HOpMAaTUBHO-METOAMYECKON 0a3bl TOKYMEHTAIIMOHHOTO 00ecreueHMsl.
2. OcHOBHBIE TIOHATHSA JOKYMEHTUPOBAHUS yIIPaBICHUECKOH 1eATeIbHOCTH.
3. O0ume u crienuanbHble GYHKIUN OQUITHATIEHBIX TOKYMEHTOB.
4.Yuudukanus v cTaHAapTU3ALUS YIIPABICHYECKUX TOKYMEHTOB.
5. Knaccudukanus TOKyMeHTOB.
6. OdopMmieHne peKBU3UTOB YIIPABIECHYECKUX JOKYMEHTOB.
7. B1aHKu JOKYMEHTOB U TPeOOBaHUS K HUM.
8. OdopmIieHne B JTOKyMEHTaX 3HAKOB MPEMUHAHUS U CUMBOJIOB.
9. OdpopmieHne nmosei, HyMepaul CTPAHUI] B TOKYMEHTaX.
10.0¢opmieHue Aat 1 yucea B JOKYMEHTaXx.
11. Odopmienne TabIUI M PUCYHKOB B JJOKYMEHTaX.
12. Odopmienne MmaTemMaTHuecKux GOpMyN U €TUHUI] U3MEPEHHUS B JOKYMEHTaX.
13. KoppekTypHble 3HaKu ¥ TIPaBUJIa UX TPUMEHEHUSI.
14.0cobeHHOCTH O(DHUIIHMATIBHO-CIIOBOTO CTHJIS.
15.Ynorpebnenne nponucHBIX U CTPOYHBIX OYKB.
16.Haubonee ynotpebiasieMble COKpALICHHS CIIOB.
17.KoppecnioHieHIus1, CBsI3aHHAs! C IPOBEACHUEM ITEPUOJIUUECKUX MEPOIIPUITHH.
18. YcraB opranu3aiuu, ero peKBU3UTHl 1 OCHOBHBIE pa3/Ieiibl TEKCTA.
19. lITatHOE pacniucaHue, €ro peKBU3UTHI U OCHOBHBIE CBEJEHUS, COAECpKAILUECS B JAHHOM JOKY-
MEHTE.
20. ITonoxenue, ero peKBU3UTHL. BUIbI MOJOKEHUIN.
21. Unctpykius. OCHOBHOE Ha3HauY€HUE JOKHOCTHON MHCTPYKITNH, €€ PEKBU3UTHI U OCHOBHBIE pa3-
JIeJIbl TEKCTa
22. YupenuTtenbHbIN JOTOBOP, €r0 PEKBU3UTHI U OCHOBHBIE Pa3/IeNbl TEKCTA.
23. Bujpbl pacropsiuTeNbHbIX TOKYMEHTOB, UX OCHOBHOE Ha3HAUEHUE.
24. IIpuka3, ero peKBU3UTHI 1 OCHOBHBIE YaCTU TEKCTA.
25. PexBU3UTHI yKa3aHUS U LIE€Ib U3JaHUsI JaHHOTO JOKYMEHTA.
26. PacniopsikeHue, ero peKBU3UThL. Bonpocsl, 10 KOTOPBIM U31Aa€TCsl PACIIOPSIKEHUE.
27. Pemienue, ero pekBU3uThl. OpraHsl yrnpaBieHUs, UMEIOLIUE PaBO K U3JaHHUIO JaHHOTO T0KYMEH-
Ta.
28. PexBU3UTHI IOCTAHOBIICHHUS U 1I€JIb U3/IaHUS JAHHOTO TOKYMEHTA.
29. Bunsl nHGOpPMaLMOHHO-CITPABOYHBIX JOKYMEHTOB, UX OCHOBHOE Ha3HAaYEHUE.
30. IIpoToKOI, €ro peKBU3UTHI U OCHOBHBIE YAaCTH T€KCTA. BBl MPOTOKOJIOB.
31. oknanHble U OObSACHUTENbHBIE 3aIMCKH, UX PEKBU3UTHI U OCHOBHBIC LIEJIM HAITMCAHUS JJAHHBIX
JIOKYMEHTOB.
32. TpebGoBaHus, MpeIbsIBIIEMbIE K COCTaBICHUIO CIIPaBOK. Bupl cripaBok.
33. Ocobennoctu coctaBiaeHus akta. OCHOBHBIE YacTH TEKCTAa. BUIBI aKTOB.
34. TpeboBaHus, MpeIbsIBIIEMbIE K COCTABICHUIO U OPOPMIICHHIO CITYKEOHBIX ITHUCEM.
35. Pa3sHOBUIHOCTH IIMCEM.
36. Buzabl 1OKyMEHTOB, OTHOCAIIMECSA K TOKYMEHTALUU 110 TUYHOMY COCTaBY.
37. Odbopmiienne npuema Ha padboTy.
38. TpeboBanus, NpexbsIBIIeMbIe K COJEPKAHNUIO U 0O(YOPMIIEHUIO TPYAOBOIO I0TOBOpA.
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39. OdopmiieHne NPUKa30B MO JTUIHOMY COCTaBY.

40. TpeboBanusi, MPEIBABIIEMBIE K COACPKAHUIO U O(DOPMIICHUIO XapaKTEPUCTHKH.
41. CocTaBHBIE 2JIEMEHTHI U PEKBU3UTHI aBTOOHOTpap .

42. CocTaB IOKyMEHTOB JIMYHOTO JIETa.

43. O6mue npaBuiia BEICHUS U BbIIAYX TPYIOBBIX KHHUKEK.

44. OopmieHue TOKYMEHTOB IPU NIEPEBOJIC COTPYAHUKA HA IPYTYIO pabOTy BHYTPH OpraHU3AIUH.
45. Tlopsnok opopmiIeHHsI JOKYMEHTOB IPH YBOJbHEHUN COTPYIHUKA.

46. Opraau3zanusi paboThl C JOKYMEHTaMH.

47. Tlopsimok 0OpaObOTKH MOCTYMAIONINX U OTIIPABISIEMBIX TJOKYMEHTOB.

48. ITopsimok 06pabOTKH OTITPABISIEMBIX TOKYMEHTOB.

49 Ilopsiiok 0OpabOTKH BHYTPEHHHUX TOKYMEHTOB.

50.Peructpanus 10KyMEHTOB.

51.Opranu3anus KOHTPOJIS 32 UCIIOJHEHUEM IOKYMEHTOB.

52.XpaHeHue JOKYMEHTOB.

53.CocraBiieHne HOMEHKJIATYphI J€]1 OpraHU3aluy.

54.0Opranuzanus paboThl C JOKYMEHTaMHU, COJEPKaIMMU KOH(DHIEHIIUAIbHbBIE CBE/ICHUSI.
55.CBenenus, OTHOCSIIMECS K KOMMEPUYECKOH TalHe.

56.3amuTa T0KyMEHTOB, COACPKAIINX KOMMEPUYECKYIO TalHY.

57.YHAUYTOKEHHUE TOKYMEHTOB.

58.IloHATHE AIIEKTPOHHOTO JOKYMEHTA €r0 MPEUMYIIIeCTBa U HEAOCTATKH.
59.CocraBiieHue 10KyMEHTOB.

60.ABTOMAaTH3MpPOBAaHHAS MPOIIeypa padOTHI C TOKYMEHTaMHU.

61.271eKTpOHHBIE OPUCHBIE CUCTEMBI.

62.XpaHeHue JOKYMEHTOB B JIEKTPOHHOM (opme.

Pacuerno-rpaduyeckasi padbora cTy1eHTOB 04HOI opMbI 00yUeHM I
PacuetHo-rpaduueckas pabora Ha TeMy «JlOKyMEHTAITMOHHOE OOCCIICUCHHE YIPaBJICHUS OpraHu3a-
[Uei» UMEeT MEebI0 3aKPEIUICHHUSI TEOPETUICCKUX 3HAHUHU 10 COCTABJICHHIO U O(QOPMIICHHIO JIOKY-
MEHTOB ynpaBjieH4YecKou aestenbHocT. B 3amaun PI'P BxoauT:

1.CocraBnenue u 0popMIEHHE OCHOBHBIX BUJIOB YIPaBIE€HYECKON JOKYMEHTAIUH.
2. CocraBienue 1 opopmiieHne JOKYMEHTOB ¢ nomotibio [1K, mpu ucnons3oBanum makeTa aB-
toMmaru3anuu Microsoft Office.

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

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

1.1 Opranu3anMOHHBIX JOKYMEHTOB;

1.2 PacnopsiAuTENbHBIX TOKYMEHTOB;

1.3 lnpopmaimoHHO-CIIPaBOYHBIX JOKYMEHTOB;

1.4 JIOKyMEHTOB 110 JIMYHOMY COCTaBY.
2. CocraBnenue u opopmiieHre 10KyMeHTOB ¢ nmomoibto [1K, mpu ucnons30BaHNM NakeTa aBTOMATH-
sarmu Microsoft Office: (4 ¢.)

2.1 Co3znanne u ohopMIICHHE TOKYMEHTa YIPABICHUYECKOU JEATEILHOCTH C IIOMOIIBIO CHCTEMBI
Microsoft Word;

2.2 Co3nanue U opopMIICHHE JUarpaMMBbI K JICIOBOMY IHCbMY C TIOMOIIBI0 cucteMbl Microsoft Ex-
cel;

2.3 Co3nanue u oopmileHHE MPE3EHTAMH HOBOM MPOIYKIUH (YCIYyr) ¢ MOMOIIbIO cucTeMbl Mi-
crosoft Power Point.

3akmouenue. (1 c.)

PacueTrHo-rpadmueckass padora Ha Temy «/lokyMeHTanmoHHOEe oOecrneyeHHue YHpaBJICHHUs

OpraHu3alyeil» BBIMOIHIETCS CTYAEHTOM HHJWBUIYaJbHO BO BHEAYIUTOPHOE BPEMsI, CAMOCTOSTENb-
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HO TI0 WHAWBHUIYQJIbHBIM MCXOJHBIM JaHHBIM BapHaHTa 3a/laHUsl B COOTBETCTBUE C pa3padOTaHHBIMH
Meroandeckumu ykazanusiMu. [locie mpoBepku U 10pabOTKH yKa3aHHBIX 3aMeyaHui, paboTa 3aiiu-
maercs. [Ipu MONOKUTETHLHOW OLIEHKE BBIMOJTHEHHON CTYJEHTOM pa0OThl HA TUTYJIBHOM JIUCTE CTa-
BUTCA - "3auTeH0". MakcuManbLHOE KoandecTBo 0amioB 3a PI'P — 15 Gamios.

KonTposbHasi paboTra CTyJAeHTOB 3204HOM ()OPMBI 00y4YeHHs COCTOUT U3 PACUETHBIX 3aja-
HHﬁ, OXBaTbhIBAOIIUX KYPC OUCHUILJIMHBI, U BBIIOJHACTCA 11O OAHOMY U3 YKA3dHHBIX BAPUAHTOB. Bri-
0Op BapuaHTa OMPENEIAETCS HO NOCTEOHUM 08YM HUPpam 3auemnoii Knuxcku. [lepedeHs BapuaH-
TOB 3a/IaHUN KOHTPOJLHOU PabOTHI, METOJIMKA €€ BBHIMIOJHEHHSI U HEOOX0IMMas INTepaTypa mpuBee-
Hbl B MeToIMYeCcKuX yKa3aHUsIX JJI1 HAaTMCaHHUsI KOHTPOJIbHOU paboThlI.

KonTposbHasi padoTa cTy1eHTOB 3204HO ()OPMBI 00yUeHUs

KontponbHast paboTa BBIMOIHAETCS CTYJEHTOM IMOCJE CaMOCTOSTEILHOTO U3y4YeHUs] TEOpeTH-
4ECKOro Kypca M0 JUCLHUIUIMHE: «/[OKyMEHTHpOBaHME yIPaBICHYECKON NEATEIBHOCTH» U COCTOUT U3
TpEX 3a1aHuil (BBIOOP 3aJaHMi OCYIIECTBISETCS HA OCHOBE JIBYX MOCIENHUX LUdp mudpa 3a4eTHOM
KHW)KKHU CTYJICHTA):
3ananue 1. PaccmoTpeHue TeopeTrnueckoro Bomnpoca Ha Temy: OCHOBHBIE TPEOOBaHUS K COCTABIECHUIO
1 0(hOPMIIEHUIO JOKYMEHTOB OPraHU3ALMOHHO - PACIOPSIUTENLHON AEATEIBHOCTH U KaJpOBOH JOKY-
MEHTAINH.
3ananme 2. PaccMoTpeHne TeopeTHuecKoro Bonpoca Ha TemMy: TexHOoI0ruu paboThl ¢ JOKyMEHTaMH.
3apanmue 3. [IpakTrueckoe 3ananue: CoctaBUTh M 0POPMUTH OPraHU3AIMOHHBIC, PACTIOPSAUTEIBHBIE,
MHGOPMALMOHHbIE JOKYMEHTHI U JOKYMEHTBI 110 IEPCOHAILY NMPEANPUITHUS.

JIJ11 KOHTPOJIsl yCIeBaeMOCTH 00YUaIOLUXCsl U OLIEHKU PE3Yy/IbTaTOB OCBOEHUS JUCLIMUITIINHBI
IpUMeHsieTcs OaJUIbHO-PEUTHHIOBAs cUCTeMa, pa3paboTaHHas B cooTBeTcTBUU ¢ [lonoxkeHnem o Te-
Kymien arrecraunu odydaromuxcs 8 HUMU JITAY.

[TpomerxyTouHas aTTecTalys CTyIeHTaMu O4HOW (opMbl 00yUeHHs BKJIOYaroUIel B ce0s mpo-
BeneHue mexkyuezo (TK), npomescymounozo (IIK) v umozoeozo (UK) KOHTponss 1O AUCUUILIMHE.

Texymuii koHTpoab (TK) ocymecTisercs B TeueHUEe ceMecTpa U MPOBOAUTCS MO jabopa-
TOPHBIM PadOTaM M MPAKTUYECKUM 3aHATHSIM, a TaK)KE 10 BUJAaM CAMOCTOSITEILHONW pabOThI CTYACH-
toB (PT'P). ®opmamu TK sBisitoTCst: 0TYET 1O JTabopaTOpHOU paboTe; 3aliuTa pacyeTHO-TpadhuIecKoi
paboThl; KOHTPOJIbHAs paboTa MO MPAKTHUECKUM 3aJIlaHUSM | JUISl CTYIEHTOB 320UHOM (POPMBI.

B teuenne cemectpa npoBoasaTcs 2 mpoMexyrounbix konTpois (IIK1, IIK2). B xoxge mpome-
xkytoyHoro koHTposst (IIK) nposepsroTcst Teopetnueckue 3HaHusA. [JJaHHBIM KOHTPOJIb MPOBOAUTCS 110
paszaenaM (MOIyJsIM) AMCLUUIUIMHBL 2 pa3a B TEUEHUE CEMEeCTpa B YCTaHOBJIEHHOE pabodell mporpam-
Moii BpeMs. @opmMamMu KOHTPOJIS SIBJSIOTCS KOJJIOKBUYM, KOHTPOJIbHbBIE PaOOTHI.

HroroBsiiit KoOHTPOIb (UK) — 53T0 3a4€T 110 IUCHUIUIMHE B LIETIOM.

Ionnblil GOHA OLEHOYHBIX CPEICTB, BKINYAKIINA TeKYIIMA KOHTPOJIb YCIIeBAeMOCTH U
nepevyeHb KOHTPOJIbHO-U3MepUTeJbHBIX MaTepuaioB (KMM) npuseaeH B NpuJioxkeHun K pado-
4yeil mporpamme.

8. YYEBHO-METOAUYECKOE n NHO®OPMALIMOHHOE OBECIIEYEHUE
JUCHUITVINHBI

8.10cHoBHAas1 IMTEpaTypa
1. Kproxosa, H.I1. JlokymeHnTHpoBaHue ynpasieHyeckoi nestenbHocTH [ Teker]: yueb. mo-
cobue / H.IT. KprokoBa. — M.: UHOPA — M, 2013. 268 c. (12 3x3.)
2. beixona, T.A. JlenonpousBonactBo [Tekcr]: yueOnuk / T.A. beikosa, JI.M. BsutoBa, M.B.
Cankuna; noa pen. T.B. Ky3nenosoit — 3 —e u3n., nepepab u gomn. —M.: UHOPA-M, 2013. -363 c.
(15 2x3.)
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3.Cepena, M.B. JIoKyMEHTHpOBaHHE YIPABICHYCCKOW MICSITENBHOCTH [DJIEKTPOHHBIN
pecypc] : yueb. mocobue [ms CTyd. o4. ¥ 3a04. (popmMbl 00yd. Hampami. MOATOT. "DKOHOMHKA',
"Menemxment", "Ilen. obpazosanue", "Cor. pabdora", "IIpod. obyduenue", "3eMiaeycTpoiHCTBO U
kamactpel'] / M. B. Cepena, I1. B. lBanoB, B. A. I'ybaueB ; HoBodepk. WHXK.-MEIHOp. WH-T
Honckoit 'AY. - Dnexrpon. nan. - HoBouepkacck, 2017. - XKM/I; PDF; 1,39 Mb. - Cucrewm.
tpeboBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . - 3aru. ¢ ’3xpana.

4. I'punoepr, A.C. JlokyMeHTallMOHHOE oOecIieueHne ynpasieHus [ DIeKTPOHHBIN pecypc]:
yueonuk / A.C. I'punbepr, H.H. 'op6aueB, O.A. MyxameTtmmaa — DJIeKTpoH. AaH. — MOCKBa :
IOuuTH-/ana, 2015. - 391 c. — ISBN 978-5-238-01770-9. — Pexum noctyma: http://biblioclub.ru
— 3ar. ¢ ’kpana.- 23.08.2019

8.3 JlonoJiHUTEJIbHAS JTUTEpPaTypa

1. Ky3uenos, N.H. JlenonpousBonactso [Tekcr]: yueOHO - cmpas. mocobue / U.H. Ky3ne-
110B. — 6 — e u3a., mepepad. u mom. — M.: JlamkoB u K, 2013. — 459 c. (3 3k3.)

2.Cepena, M.B. JlokymeHTHpOBaHHE yIpaBIeHUECKON aestensHOcTH [Tekcr]
MPaKTUKYM [V CTyA. O4Y. U 3a04. opM 00yd. Hampasi. moArotr. "DkoHomuka", "MeHeKMeHT",
"TTen. obpazosanue", "Cor. padota", "[Ipod. odyuenue", "3emieycrpoiicTBo u kagactpsi'] / M. B.
Cepena, II. B. lBanoB, B. A. I'ybaueB ; HoBouepk. mmx.-menuop. wH-T JloHckoit ['AY. -
Hosouepkacck, 2017. - 70 c. (3 7k3.)

3.Cepena, M.B. JlokyMEeHTHUpOBaHHE YIPaBICHUYECKON JEATEIBHOCTH [DJIEKTPOHHBIN
pecypc] : MpakTUKyM [ CTyA. OYH. M 3a04H. opM 0Oyd. Hampami. MOArOT. "DKOHOMHKA",
"Menemxment", "l[len. obpazoBanue", "Com. pabdora", "[Ipod. oOyuenue", "3emiaeycTpoicTBO U
kagactpel'] / M. B. Cepena, I1. B. UBanos, B. A. I'ybaueB ; HoBouepk. WHX.-MEITHOpP. HH-T
Houckoit I'AY. - Dnekrpon. nan. - HoBouepkacck, 2017. - XKM/I; PDF; 1,11 Mb. - Cucrem.
tpeboBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . - 3aru. ¢ skpana.

4.]IoKyMEHTHUPOBAaHUE YIIPAaBIEHYECKOU NesATeNbHOCTH [TeKcT] : MeToA. ykas. mo BbII. J1a0.
paboT [ cTya. odu. u 3a04. (hopM 00yY. Hampasil. moArot. "DkoHomuka", "Menemxment", "llen.
obpazoBanue", "Coir. padota", "IIpod. o6yuyenue", "3emneycrporicTBo u kKagactpsl']| / HoBouepk.
uHxk.-Mmenuop. uH-T ITAY, kad. meHemkmenTa u uHpopmatuku ; coct. M.B. Cepena, E.A. [leena,
B.A. I'y6aueB . - HoBouepkacck, 2017. - 73 c. (3 7k3.)

5. JIoOKyMEHTHpOBaHUE YINPABICHUECKON AESITEIbHOCTU [DJIEKTPOHHBIN pecypc| : METO..
yKa3. Mo BHIMN. J1ab. paboT [1s CTyA. o4. M 3a04. (popM 00yd. Hampasi. MOArOT. "DKOHOMHKA",
"Menemxment", "llen. obpazosanue", "Corm. padora", "lIpod. oOyduenue", "3eMnaeycTpoiicTBO U
kanacTtpel"] / HoBouepk. unxk.-menuop. uH-T JAI'AY, kad. MenemxMenTa 1 HHPOPMATHKH ; COCT.
M.B. Cepena, E.A. Jleea, B.A. ['y0aues . - DnexkTpoH. naH. - HoBouepkacck, 2017. - XKM/I; PDF;
1,4 MB. - Cucrem. tpeboBanus : IBM PC ; Windows 7 ; Adobe Acrobat X Pro . - 3aru. ¢ skpaHa.

6. JlokyMeHTHpOBaHUE YIPABICHYCCKON aesaTenbHOCTH [TekcT] : MeTon. yKas. 1O BBIIL
pacu.-rpad. paboThl [mds cTya. o4. U 3a04. (opMm oOy4. Hampasi. MOAroT. "DKOHOMHMKA",
"Menemkment", "Ilen. obpasosanue", "Cor. padora", "IIpod. odbydueHme", "3eMiIeyCcTpOHCTBO U
kagacTtpel"] / HoBouepk. unx.-menuop. un-T [AIAY, kad. MeHekMeHTa 1 HH(OOPMATUKH ; COCT.:
M.B. Cepena, E.A. JleeBa, 1.B. Tkauenko. - HoBouepxkacck, 2017. - 55 ¢. (3 9k3.)

7. JIOKyMEHTHUPOBaHHME YIIPABICHUECKOW AEATENbHOCTH [DIIEeKTpOHHBIN pecypc] : MeTon.
yKa3. MO BHIN. pacy.-Tpad. paboThl [ CTyd. o4d. W 3a04. ¢opMm oOyd. Hampasj. IMOJITOT.
"Oxonomuka", "Menemxkment", "llen. oOpazoBanme", "Com. pabora", "IIpod. oOyuenue",
"3emneyctpoiicTBo U kamactpel'| / HoBouepk. umxk.-menuop. un-T JAI'AY, xad. meHemxmenTa u
unpopmatuku ; coct.. M.B. Cepema, E.A. Jleea, M.B. TkaueHnko. - DIeKTpoH. HaH. -
Hosouepkacck, 2017. - dKMJI; PDF; 842 Kb. - Cuctem. tpeboBanus : IBM PC ; Windows 7 ;
Adobe Acrobat X Pro . - 3arn. ¢ skpana.

8.JlokyMeHTHpOBaHUE YyIIpaBJIeHUYECKOM AesTenbHOCTH [Tekcr]| : meron. yka3. mo H3yd.
JMCL. W BBII. KOHTp. paboT. cTyd. 3ao4. (opMbl 00yd. [Hampami. MOAroT. "DKOHOMHKA',
"Menemxment", "llen. obpazoBanme", "Com. pabdota", "[Ipod. oOyuenue", "3emueycTpoiicTBO 1
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kamactpsl"| / HoBouepk. nnxk.-menuop. uH-T JAI'AY, kad. MeHe»KMeHTa 1 UHPOPMATUKH ; COCT.:
M.B. Cepena, E.A. [leeBa, U.A. JlamkoBa . - HoBodepkacck, 2017. - 63 c. (3 7k3.)

9. JlokyMEeHTHpOBAaHUE YIPABICHUECKON ACSITENbHOCTH [DIIEKTPOHHBIN pecypc| : METO.
yKa3. MO0 W3yY. JUCI. U BBII. KOHTpP. pabOT. CTyd. 3ao4. (opmbl oOyd. [HampaBi. MOATOT.
"Oxonomuka", "Menemxkment", "llen. oOpazoBanme", "Cor. pabora", "llpod. oOyuenue",
"3emneyctpoiicTBo U kamactpel'] / HoBouepk. nnxk.-menuop. uH-T JAI'AY, xad. meHexMenTa u
unpopmaruku ; coct. M.B. Cepena, E.A. Jleea, M.A. JlamkoBa . - DJNEKTpOH. JaH. -
Hosouepkacck, 2017. - XKM]I; PDF; 884 Kb. - Cuctem. tpeboBanus : IBM PC ; Windows 7 ;
Adobe Acrobat X Pro . - 3aru. ¢ skpana.

10. SuxoBuu, II.A. Jlemonmpou3BoaCTBO B KaApoBOW ciyx0e [DIeKTpoHHBIA pecypc] :
yueOHuk/I1.A. SIlHkoBUY. — DnekTpoH. naH. — Mocksa : FOuutu-Zlana, 2015. — 161 c. — ISBN
5-238-01076-1.— Pexxum moctyma: http://biblioclub.ru — 3arn. ¢ sxpana.- 21.08.2019

11. Ky3uenos, U.H. JlenoBoe muceMo [DIEKTPOHHBIN pecypc] : ydeOHO- CpaBOYHOE T0-
cooue / N.H. Ky3nemnos. — 5-¢ u3a. — DaexTpoH. naH. — Mocksa : JlamkoB u K, 2015.- ISBN
978-5-394-02213-5. - Pexxum mocryna: http://biblioclub.ru — 3arun. ¢ sxpana.- 21.08.2019

8.3 CoBpemenHnble npogeccnoHanbHble 0a3bl M HHPOPMALMOHHbIE CIIPABOYHBIE CHCTEMbI

HaumenoBaHue pecypca Pe:xxum nocryna

opuimaneHbiii calt HUMMU ¢ noctynom B 35IeKTPOHHYIO www.ngma.su
OMOIMOTEKY

Poccuiickas rocynapcTBenHas ounbnmoreka (Gpoua anekTpon- | https://www.rsl.ru/
HBIX JIOKYMEHTOB)

Wudopmarmonnas cucrema «ExnHoe okHO joctyna k obpa- | http://window.edu.ru/
30BaTeNlbHBIM pecypcam» Pazmen OGpasoBaHue B 06macTH
OKOHOMMKH M YIIPABICHUSI

ITopran y4eOHUKOB M AUCCEPTAITUIA https://scicenter.online/

YuuBepcuterckas napopmarmonnas cucrema Poceust (YUC | https://uisrussia.msu.ru/
Poccus)

DnekTponHHas Oubimoreka "HayuHoe Hacieaue Poccun” http://e-heritage.ru/index.html

DJeKTpoHHAs OMOIMOTEKA YICOHUKOB http://studentam.net/

CrpaBounas cucteMa «KOHCYIbTaHT ILTIOCY Cornarrenrie OVS i perreHuii
ES #V2162234

CrpaBounas cuctema «e-library» JIutieH3HOHHBIIH JIOTOBOP

SCIENCEINDEXNeSIO-
13947/34486/2016 ot 03.03.2016 T

Ilepeuens norosopos IBC o6pa3oBaTebHoii opranuzauun Ha 2019-2020 yu. roja

Cpok aelicTBust
HanMeHoBaHMe TOKYMEHTA € YKa3aHUEM PEKBHU3UTOB

JOKYMEHTa
JoroBop Ne 354 Ha okazaHu€ yCIIYT MO MPEAOCTABICHUIO JOCTYNA K K- ¢ 14.06.2019 r. o
TpoHHBIM u3aaHuaM oT 05.03.2019 r. ¢ OO0 «9BC Jlaub» 13.06.2020 r.
Horosop Ne 001-01/19 06 oxazanuu HH(GOPMAILIMOHHBIX YCIYT OT ¢ 14.01.2019 r. o
14.01.2019 r. ¢ OO0 «HexcMenna» 19.01.2020 r.

JononuurensHoe cornamenue Ne 1 k forosopy Ne 5 ot 08.02.2019 r. Ha
OKa3aHMe yCJIyr IO MPeJOCTAaBIECHUIO JOCTYIA K 3JIEKTPOHHBIM U3JJaHUSM C

¢ 20.02.2019 r. mo

000 «3BC Jlaub» 20.02.2020.
Horosop Ne p08/11 Ha okazaHue yCIyT MO MPEIOCTABICHUIO TOCTYIA K ¢ 30.11.2017 r. mo
anekTpoHHbIM n3anusim ot 30.11.2017 r. ¢ OO0 «M3narensctBo JIanby 31.12.2025 r.
Horoop Ne 5 Ha okazaHue yciayr MO NPEIOCTABICHUIO TOCTYNA K JICK- ¢ 20.02.2019 r. o

tpoHHBbIM W3AaHusAM oT 08.02.2019 r. ¢ OO0 «9bC Jlanby 20.02.2020 r.



http://biblioclub.ru/
http://biblioclub.ru/
https://www.rsl.ru/
http://window.edu.ru/catalog/?p_rubr=2.2.74
http://window.edu.ru/
https://scicenter.online/
https://uisrussia.msu.ru/
http://e-heritage.ru/index.html
http://studentam.net/
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UIIM»

HoroBop Ne 48-11 Ha epeauy NMPOU3BEACHHUS HAYKH U HEUCKITIOUUTENb-
HBIX MIpaB Ha ero ucnoib3oBaHuu ot 27.04.2018 r. ¢ ®I'bHY «PocHU-

¢ 27.04.2018r. 10
OKOHYAaHHS HEUCKIIIO-
YUTCJIIBHBIX HpaB Ha
MIPOU3BE/ICHNE

8.4 MeToanueckne yKazanus il 00y4AOUIMXCS M0 OCBOCHHIO TN CHUILIMHBI
1.ITonoxxeHne 0 MPOMEKYTOYHOM aTTECTAIIMK OOYJAFOIIMXCS 110 MPOrpaMMaM BBICIIET0 00pa-
30BaHMs [DEeKTpOHHBIN pecypc] (BBemeHO B neiictBue npukazom aupekropa HUMU Jlonckoit [AY
Ne3-OJI ot 18.01.2017 r.) /HoBouepk. unx.-menuop. uH-T JJonckoit 'AY.-Dnexkrpon. gan.- HoBouep-

Kacck, 2018.- Pexxum mocryma: http://www.ngma.su

2. TumoBble GOPMBI TUTYIIBHBIX JINCTOB TEKCTOBOI JOKYMEHTAIMH, BHIITOJHIEMON CTYAEHTaMHU
B yueOHOM mporiecce [ DnekTpoHHbIH pecypce]/ HoBouepk. umxk.-memmop. uH-T ATAY. — DnekTpoH. naH.
— HoBouepkacck, 2015. — Pexxum goctyna: http://www. ngma.su.

3. Tlonoxenue o Tekyuiei arrecrauuu odOyuarommxcsi B HUMU JAT'AY [DnexTpoHHBINA pe-
cypc] (BBemeHo B aeiicTBue mpukazoM aupekTopa Nell9 ot 14 wmrons 2015 r.) / HoBouepk. nHxX.-

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

JaH.-

Hosouepkacck,

2015.- Pexum pgocryna:

[Ipuctynas x M3y4yeHHIO JUCUUIUIMHBI HEOOXOJIUMO B IEPBYIO OYEPEIb O3HAKOMUTHCSA C CO-
nepxanuem PIT/I. IIpu caMocTOATENBHOM N3Y4EHUH TEMBI CAEIaTh KOHCIIEKT, UCIIOIb3Ysl PEKOMEH10-
BaHHble B PIIJ] nurepaTypHble HCTOYHUKU U peCypchbl HHPOPMAIIMOHHO-TEIEKOMMYHUKAIIMOHHON Ce-

TH ((I/IHTepHeT».

8.5 l'[epellem) HH(l)OpMaIII/IOHHI)IX TEXHOJIOTUIl M NMporpaMmmMHoOro oﬁecneqenuﬂ, HCIOJIb3YEMbBIX

IMpA OCYIIECTBJICHHUH OﬁpaSOBaTeﬂbHOFO mpoiecca

IlepeyeHb JHIIEH3HOHHOTO TPOTPAMMHOTIO
obecnmeyeHns

PexkBHU3MTHI MOATBEPKIAOLIETO
JOKYMEHTAa

[TporpammHuasi cuctema JUisi OOHAPYKEHHS TEKCTOBBIX
3aMMCTBOBaHUIl B y4eOHBIX M HAy4YHbIX paboTax «AH-
tunaruat. BY3» (untepHer-Bepcus);

Monyinb «[IporpaMMHBIN KOMIUIEKC IIOUCKA TEKCTOBBIX
3aMMCTBOBAaHUI B OTKPBITBIX MCTOYHHMKAX CETH MHTEp-
HET»

Jlunensuonnsii  noroBop Ne 662 ot
22.01.2019 1. 3A0 «Awntu-Ilnarmar» (c
22.01.2019 r. mo 22.01.2020 1.).

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

Cy06nuiieH3uOHHBIN JIOrOBOP Ne
Tr000302420 ot 21.11.2018 r. AO «Codt-
Jlaitm  Tpeiim» (¢ 21.11.2018 r. 1o
31.12.2019.)

CyOnu1eH31OHHBIH JIOrOBOP Ne
Tr000302417 or 21.11.2018 r. AO «Codrt-
Jlaitn  Tpeiin» (¢ 21.11.2018 1. mo

31.12.2019 1)

Dr.Web®Desktop Security Suite AutuBupyc + LY

['ocynapcTBeHHBIN (MYHUIIMTIANBHBIN) KOH-
TtpakT Ne PI’A05210005 ot 21.05.2019 1. Ha
nepesady HEMCKIIOUUTEIbHBIX MPaB Ha HC-
nosib3oBaHue nporpamm ans OBM OO0
«Kommnanusa I'OHIAAJIb®» (c 21.05.2019 r.
1o 21.05.2020 r.)

9. OMUCAHUE MATEPHAJIbBHO-TEXHUUYECKOM BA3bl, HEOEXOJIUMOM JIJIs
OCYHIECTBJIEHUA OBPA3OBATEJIBHOT'O ITPOLHECCA IO JUCIUIIJIMHE

YuebHast ayauToOpus IS IPOBEACHUS 3aHATHI JICKITHU-
OHHOTO THIA, ayn. 227 (Ha 50 mocamoYHBIX MECT) IO
azpecy: 346428, PocroBckas 0071aCTh,

CrieniuanbHO€E TOMEIIEHHE YKOMIIIEKTOBAHO ClIelya-
JM3UPOBAHHON MEOEIIbIO U TEXHUYECKUMH CPEJICTBAMHU
00y4deHus, CIyXaIUMU 71 IpeicTaBIeHns HHPOP-



http://www.ngma.su/
http://www.ngma.su/
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r. HoBouepkacck, yiu. [lymxkunckas, 111.

MaIu OOJIBIION ayAUTOPUU:

— HWurepakruBHas Buaeocuctema EIKI LC-
XCP2000 — 1 mr.;

— KomnbroTep € BoIxo/10M B ceTh «MIHTEpHET» U
JIOCTYTIOM B 3JICKTPOHHYIO UHPOPMAIIMOHHO-
obpazoBarenbhyto cpeny HUMU [donckoit [AY:
Imango — 17 mrr., Flex — 1 mr.;

—  Monurop 17" XK VS — 17 mr., 24" )KK Benqg -
1 mT.;

— DKpaH HacTeHHBIN — 1 mT.;

—  YyebHo-HarsaHble Hocodus — 15 mt.;

—  Hocka—1 mr.;

— Pabouue mecta CTyI€HTOB;

Pabouee mMecTo mperogaBarens.

VYuebHast ayauTopHs AJS MPOBENEHHS J1a00paTOPHBIX
pabot Ha 11K, aya. 227 (ma 50 mocamodHBIX MECT) IO
aapecy: 346428, PocroBckas 001acTh,
r. HoBouepkacck, yi. [lymxkunckas, 111.

CrneuunanbHOe MOMEIEHHE YKOMITJIEKTOBAHO CIIeLHa-
JM3UPOBAHHON MEOEIbIO U TEXHUYECKUMU CPEIICTBAMU
o0yueHus, cIyKalluMH JUTA IpeAcTaBieHus HHPop-
MaIu¥ OOJIBIION ayAUTOPUU:

— WnrepaktuBnas Bugeocucrema EIKI LC-
XCP2000 — 1 mt.;

— Kowmnsrotep C BeIxonoM B ceTb «IHTEpHET» U
JOCTYIIOM B 3JIEKTPOHHYIO HH(POPMAaLMOHHO-
oOpasoBareibhyto cpeaxy HUMMU Jlouckoit [AY:
Imango — 17 mrr., Flex — 1 mr.;

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

— DkpaH HacTeHHBIN — 1 miT.;

—  VYuebHo-HarmgaHee mocoous — 15 mir.;

— Jocka—1mmr.;

— Pabouue MecTa CTyIEHTOB;

Pabouee mecTo npenogaBaTens.

YueOHast ayTuTOpHs AJIs MPOBEIACHUS MPAKTUYCCKUX
3aHATHH, aya. 336 (Ha 20 mocaloYHBIX MECT) IO ajpe-
cy: 346428, PocroBckas obnactp, r. HoBouepkacck,
yi. [Tymkuackas, 111.

CrnienmanbHOe MOMeIeHHe YKOMITJIEKTOBAHO CIIeLra-
JM3UPOBAHHON MeOEIbIO U TEXHUYECKUMU CPEJICTBAMU
00yueHus, CIyKaluMu [T IpeAcTaBieHus HHop-
Maruu OOJBIION ayAUTOPHH:

— KommrsioTep C BBIX00M B ceThb «IHTEpHET» U
JOCTYIIOM B 3JIEKTPOHHYIO HH(POPMALMOHHO-
obpazoBarenbhyio cpeny HUMMU Honckoit [AY:
Pentium-2 — 1 mr.;

—  Monwurop 15» COMPAG 7500- 1 mir.;

— TIpoekrop NEC (nepenocHoii) — 1 mT. ¢ 3kpaHoM
—1 mr.;

—  Y4eOHO-HArIsIHBIE IOCOOUS — 7 IIT.;

— Jocka— 1mr.;

— Pabouue Mecta CTyIE€HTOB;

Pabouee MecTo npenogaBaTesl.

VYuebHas ayauTopus A MPOBENEHHS TPYIIOBBIX H
WHIWBUIYabHBIX ~KOHCYNbTamwi, aya. 336 (Ha
20 mocanouHbIX MecT) 1o aapecy: 346428, PoctoBckas
obuactp, T. HoBouepkacck, yi. [lymkunckas, 111.

VYueOHast ayJUTOpUS JJIsl TIPOBEJCHUSI TEKYIIEro KOH-
TPOJS U TPOMEKYTOYHOUW aTTtecranuu, ayd. 336 (Ha
20 nmocazo4HbBIX MECT) 10 aapecy: 346428, PocToBckas
obuacTb, T. HoBouepkacck, yn. [Tymkunckas, 111.

CrennanbHOE MOMEIEHUE YKOMITJIEKTOBAHO CIIELNA-
JTU3UPOBAHHON MeOEeIbI0 1 TEXHUIECKUMH CPEJICTBAMHU
00y4eHus, CIyKaluMu JUIA OpeAcTaBieHus HHPop-
Maruu OOJBIION ayAUTOPHH:

— Kowmnerorep C BeIxo10M B ceTb «IHTEpHET» U
JIOCTYTIOM B 3JIEKTPOHHYIO WH(POPMAIOHHO-
obpazosarenpHyo cpenry HUMMU [onckoii 'AY:
Pentium-2 — 1 mwr.;

—  Monwurop 15» COMPAG 7500- 1 mir.;
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— Ilpoekrop NEC (nmepenocHoit) — 1 mwT. ¢ 3kpaHom
—1 mmr.;

—  Y4eOHO-HAIIAIHBIE TOCOOMS — 7 IIT.;

— Jocka— 1mr.;

— Paboune mecTa cTyIeHTOB;

Pabouee mecTo mpenogaBares.

[Momemenue st caMmocTosTeNbHOM padoThl, aya. 1118
(ma 12 mocamounbIx mect) mo azapecy: 346428, Poc-

TOBCKasi 06macTh, r. HoBouepkacck, yi. IlymkuHckas,
111

[TomereHre yKOMIUIEKTOBAHO CTICUATH3UPOBAHHON
MeOeIbI0 M OCHAIIEHO KOMITBIOTEPHON TEXHUKOH ¢
BO3MOXHOCTBIO TIOKITIOUYEHUS K ceTH «HTepHe™ U
o0ecriedyeHneM JOCTyNa B 3JIEKTPOHHYIO HH(pOpMaIIu-
oHHO-00pasoBarensHy0 cpexy HUMMU [onrckoit [AY:
—  Cepsep IMANGO — 1 mmr.;

— Tepmunanehas crannus L110 — 12 mir.;

— Monurop 22" XK Aser — 12 imr.;

— Inorrep — 2 mrt.;

— Ckanep — 1 mrt.;

— Ipunrep — 1 mrt.;

— PaOouue MecTa CTyICHTOB;

— PaOouee MecTo mpernoiaBarens.

[Tomemienne s XpaHEHHS W TNPOQPHIAKTHIECKOTO
obcnyxuBaHus yaeOHOTO 000pyaoBaHus, aya. 359 mo

[TomenieHre YKOMIUIEKTOBAHO CIIELMATU3UPOBAHHON
MeOeNb0 U OCHALIEHO KOMITbIOTEPHON TEXHHUKOM C

azpecy: 346428, PocroBckas 001aCcTh, | BO3MOXKHOCTBIO MOJKIIIOUCHHS K ceTH «HTepHEeT» 1
r. HoBouepkacck, yi. [lymkunckas, 111 obecrieueHneM JIOCTYyTIa B JIIEKTPOHHYIO HH(OpMAaIH-
OHHO-00pazoBaTenpHyI0 cpeny nactTuryra HUMI
I[OHCKOM TAY:
Kommetorep — 3 mit.;
- Monwurop — 3 mr.;
- Crom—5mr,;
- YcraHOBOUYHBIE TUCKH C TIPOTPAMMHBIM 00ecIie-
YEHUEM;
- Paboune MecTa COTpYIHHKOB.
JlonosiHeHus: B HIMCHCHHSA 0,100peH bl Ha ;acc:wmu Kadeapnt « 26 » asrycta 2019 r.
3apenyomnit kapeapoit MuM Ay : [L.B. UBaHor
_ (noAnmes) (D.U.0.)

BHECEHHBIE HIMEICIHA YTBEPIKIat0: «26'» asrycta 2019 r.

Hexan ¢axynprera buC'l (

(NOAMKCH)

P )‘r'_ LLA—--

E.A. HockoBa
(®.N.0)




B pa6ouyro nporpammy Ha BeceHHuii cemecTp 2019 - 2020 yyeOHOro roga BHOCATCS
M3MeHEHHS  IONIOJIHEHO COJIepKaHKe CIEAYIOIINX pa3/IesioB U MOpa3iesioB padoueil MporpaMmBbl:
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8.3 CoBpemennbie npodeccuoHanbHble 0a3bl 1 HHPOPMALIMOHHbIE CIPaBO4YHbIe cucTeMbl IlepedyeHb 10roBOpoB
IBC ol0pa3oBaTenbHoii opranusanuu Ha 2019-20 yu. rox

YueOHblii roa HaumeHoBaHMe T0KYMEHTA ¢ yKa3aHHEM PEKBU3UTOB Cpox He":;';?: AOKY-
Horosop Ne 11/2020 Ha oka3aHUe yCIyT 10 MPEIOCTABICHHUIO JT0C-
2019/2020  |TYT& K EKTPOHHBIM JK3EMILISpaM MIPOU3BEICHUII HAyYHOTO, ¢20.02.2020 r.
y4eOHOro xapakrepa, coctapisronuM 6a3y nanubix ObC «JIAHb» o 20.02.2021 r.
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 r.
2019/2020 Horosop Ne 501-01/20 06 oka3anuu HHOOPMAIIMOHHBIX YCIYT OT ¢20.01.2020 r. mo
22.01.2020 . ¢ OO0 «HexcMenmax» 19.01.2026 1.
Jorosop Ne 11 oka3zaHHS yCIyT OAHOCTOPOHHETO JIOCTYIIA K pecyp- ¢29.10.2019 .
2019/2020 |aM Hay9YHO-TeXHHYECKOH OmnbmmoTexu ot 29.10.2019 1. 1o 28.10.2020 . ¢
OT'AOY BO «PI'Y medtn u raza (HIY) umenu .M. ['yOxuna» TOCTIeAYIOIIeH TPOJIOHTa-
e
2019/2020 JoroBop Ne 10 Ha oka3aHue yCIIYT IO MPEAOCTABICHUIO JOCTYIa ¢ 28.10.2019 r. mo
K 3MeKTpOoHHBIM H31aHmsIM 0T 28.10.2019 1. ¢ OO0 «3bC Jlanp» 28.10.2020 1.

8.5 Ilepeuennr nHOOPMAIIMOHHBIX TEXHOJIOTMH U IPOrPAMMHOTO 00ECIIEUEHHUS], UCTIOJI b-

3yEMBIX [IPU OCYIIECTBICHUH 00pa30BaTEIBHOIO Mpolecca

IlepeyeHb JHIEH3HOHHOI0 POrPAMMHOI0
od0ecreyeHus

PexkBHU3UTHI NOATBEPKIAKIIET0 JOKYMEHTA

¢ 01.09.2019 r. mo 31.08.2020 r.

[IporpammHuas cucrema i 0OHapy>KeHHUS TEKCTOBBIX 3a-
HMMCTBOBaHH B YU€OHBIX M HAyIHBIX paboTax
«Antumnaruat. BY3» Bepcun 3.3»;

IMporpammuoe obecneuenue «MoyIb ToucKa
TEKCTOBBIX 3aMMCTBOBaHNH «O0beANHEHHAs KO-
JICKIIMS

Jlnuen3nonsslid gorosop Ne 1446 ot 03.02.2020 r. AO
«Antamiaruat (¢ 03.02.2020 r. mo 03.02.2021 1.).

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

Cyo0nunensuonnsriii goroop Ne Tr000418096/44 ot
20.12.2019 r. AO «CodrJlaita Tpetia» (¢ 20.12.2019 r.
mo 20.12.2020 r.)

Cyo0nunen3uonnsiii goroeop Ne Tr000418096/45

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

JlononHeHus 1 U3MEHEHHsI 0100peHbl Ha 3aceanuu kadeapsl «20» despans 2020 r.

3apenyrommii Kadeapoii

[1.B. UBanos

BHECEHHbIe H3MEHEHHA YTBEPKAAI0: «25

Hexan pakynsrera BuCT

» ¢espans 2020 r.

7 CrpexkoBa M.A.

(noanmce) f
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11. JOMOJIHEHUS 1 UBMEHEHUS B PABOYEH ITPOT'PAMME

B pa6ouyro mporpammy Ha 2020 - 2021 y4eOHblii 1o BHOCATCS U3MEHEHHS -OOHOBIICHO H aK-
TyaJH3UPOBAHO COACPIKAHUE CICIYIOIIUX Pa3/IeioB U MOApa3aeoB paboyei mporpaMMel:

7. ®OHJ OIEHOYHBIX CPEJACTB JUIA KOHTPOJISI YCIIEBAEMOCTH M
MPOBEJIEHAS TMPOMEXYTOUHOU ATTECTAIIMM OBYYAIOUIAXCH TIO
TACHATLIIAHE

Bomnpocs! 1151 npoBenennsi arrecranuu B popme 3auéra:
1. Opranuzanus paboTsl C JOKYMEHTaMHU.
2. OcHOBHBIE TIOHATHSA JOKYMEHTUPOBAHUS yIIPaBICHUECKOH 1eATeIbHOCTH.
3. O0ume u criermanbHble GYHKIUN OQUITHATEHBIX TOKYMEHTOB.
4.Yuudukanus v cTaHAapTU3ALUS YIIPABICHYECKUX TOKYMEHTOB.
5. Knnaccuduxkarysi JOKyMeHTOB.
6. OdopMmieHne peKBU3UTOB YIIPABIECHYECKUX JOKYMEHTOB.
7. B1aHKu JOKYMEHTOB U TPeOOBaHUS K HUM.
8. OdopmIieHne B TOKyMEHTaX 3HAKOB PETMHAHUS U CUMBOJIOB.
9. OdpopmieHne nmosei, HyMepaul CTPAHUI] B TOKYMEHTaX.
10.0¢opmieHue aatT 1 yucea B JOKYMEHTaX.
11. Odopmienne TabIUI M PUCYHKOB B JJOKYMEHTaX.
12. Odopmienne MmaTemMaTHuecKux GOpMyN U €TUHUI] U3MEPEHHUS B JOKYMEHTaX.
13. KoppekTypHble 3HaKu U TIpaBUjIa UX TPUMEHEHUSI.
14.0cobeHHOCTH O(DHUIIHMATIBHO-CIIOBOTO CTHJIS.
15.Ynorpebnenne nponucHBIX U CTPOYHBIX OYKB.
16.Haubonee ynotpebiasieMble COKpALICHHS CIIOB.
17.KoppecnioHieHIus1, CBsI3aHHAs! C IPOBEACHUEM ITEPUOJIUUECKUX MEPOIIPUITHH.
18. YcraB opranu3zaiuu, ero peKBU3UTHl U OCHOBHBIE pa3/ieiibl TEKCTA.
19. llTatHOE pacniucaHue, €ro peKBU3UThI U OCHOBHBIE CBEJIEHUS, COAECpKAILUECS B JAHHOM JIOKY-
MEHTE.
20. ITonoxenue, ero peKBU3UTHL. BUIbI MOJOKEHUIN.
21. Unctpykius. OCHOBHOE Ha3HauY€HUE JOKHOCTHON MHCTPYKITNH, €€ PEeKBU3UTHI U OCHOBHBIE pa3-
JIeJIbl TEKCTa
22. YupenuTtenbHbIN JOTOBOP, €r0 PEKBU3UTHI U OCHOBHBIE Pa3/IeNbl TEKCTA.
23. Buzpl pacnopsiiuTeNbHbIX JOKYMEHTOB, MX OCHOBHOE Ha3HauUEHUE.
24. IIpuka3, ero peKBU3UTHI 1 OCHOBHBIE YaCTU TEKCTA.
25. PexBU3UTHI yKa3aHUs U LI€Jb U3JaHUS TaHHOTO IOKYMEHTA.
26. PacniopsikeHue, ero peKBU3UThL. Bonpocsl, 10 KOTOPBIM U31Aa€TCsl PACIIOPSIKEHUE.
27. Pemienue, ero pekBU3uThl. OpraHsl yrpaBieHHs], UMEIOLIUE MPABO K U3JaHUIO TaHHOTO TIOKyMEH-
Ta.
28. PexBU3UTHI IOCTAHOBIICHHUS U 1I€JIb U3/IaHUS JAHHOTO TOKYMEHTA.
29. Bunsl nHGOpPMaLMOHHO-CITPABOYHBIX JOKYMEHTOB, UX OCHOBHOE Ha3HAaYEHUE.
30. IIpoToKOI, €ro peKBU3UTHI U OCHOBHBIE YAaCTH T€KCTA. BBl MPOTOKOJIOB.
31. oknanHble U OObSACHUTENbHBIE 3aIMCKH, UX PEKBU3UTHI U OCHOBHBIC LIEJIM HAITMCAHUS JJAHHBIX
JIOKYMEHTOB.
32. TpeboBaHus, MpeabsBIIEMbIE K COCTABICHUIO CIIPaBOK. BUbI cripaBok.
33. Ocobennoctu coctaBiaeHus akta. OCHOBHBIE YacTH TEKCTAa. BUIBI aKTOB.
34. TpeboBaHus, MpeIbsIBIIEMbIE K COCTABICHUIO 1 0(OPMIICHHUIO CITYKEOHBIX IMHCEM.
35. Pa3sHOBUIHOCTH IIMCEM.
36. Buabl 1OKyMEHTOB, OTHOCAIIMECS K TOKYMEHTALUU 110 JUYHOMY COCTAaBY.
37. Odbopmiienne npuema Ha padboTy.
38. TpeboBanus, NperbsIBIIeMbIe K COJEPKAHNUIO U 0O(YOPMIIEHUIO TPYIOBOIO I0TOBOpA.
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39. OdopmiieHne NPUKa30B MO JTUIHOMY COCTaBY.

40. TpeboBanusi, MPEIBABIIEMBIE K COACPKAHUIO U O(DOPMIICHUIO XapaKTEPUCTHKH.
41. CocTaBHBIE 2JIEMEHTHI U PEKBU3UTHI aBTOOHOTpaHH.

42. CocTaB IOKyMEHTOB JIMYHOTO JIETa.

43. O6mue npaBuiia BEICHUS U BbIIAYX TPYIOBBIX KHHUKEK.

44. OopmieHue TOKYMEHTOB IPU NIEPEBOJIC COTPYAHUKA HA IPYTYIO pabOTy BHYTPH OpraHU3AIUH.
45. Tlopsinok opopmIIeHHsI JOKYMEHTOB MPU YBOJbHEHUN COTPYAHUKA.

46. CocTtaB HOpPMAaTUBHO-METOIMUECKON 0a3bl JOKYMEHTAIIMOHHOTO 00CCTICUECHHS.
47. Tlopsimok 0OpaObOTKH MOCTYMAIONINX U OTIIPABISIEMBIX TJOKYMEHTOB.

48. ITopsimok 06pabOTKH OTIIPABISIEMBIX TOKYMEHTOB.

49 Ilopsiiok 0OpabOTKH BHYTPEHHHUX TOKYMEHTOB.

50.Peructpanus 10KyMEHTOB.

51.Opranu3anus KOHTPOJIS 32 UCIIOJHEHUEM IOKYMEHTOB.

52.XpaHeHue JOKYMEHTOB.

53.CocraBiieHne HOMEHKJIATYphI J€]1 OpraHU3aluy.

54.Opranu3anus paboThl C JOKyMEHTaMH, COAEPKaIMMH KOH(HIEHIIHAIbHbBIE CBE/ICHUSI.
55.CBenenus, OTHOCSIIMECS K KOMMEPUYECKOH TalHe.

56.3amuTa T0KyMEHTOB, COACPKAIIMX KOMMEPUYECKYIO TalHY.

57.YHAUYTOKEHHUE TOKYMEHTOB.

58.IloHATHE AIIEKTPOHHOTO JOKYMEHTA €r0 MPEUMYIIIeCTBa U HEAOCTATKH.
59.CocraBiieHue 10KyMEHTOB.

60.ABTOMAaTH3MpPOBAaHHAS MPOIIeypa padOTHI C TOKYMEHTaMHU.

61.271eKTpOHHBIE OPUCHBIE CUCTEMBI.

62.XpaHeHue JOKYMEHTOB B JIEKTPOHHOU (opMme.

Pacuerno-rpaduyeckasi padbora cTy1eHTOB 04HOI opMbI 00yUeHM I
PacuetHo-rpaduueckas pabora Ha TeMy «JlOKyMEHTAIlMOHHOE OOECIICUCHHE YIPABJICHHUS OpPTraHHW3a-
[Uei» UMEeT MEebI0 3aKPEIUICHHUSI TEOPETUICCKUX 3HAHUHU 10 COCTABJICHHIO W OPOPMIICHUIO JOKY-
MEHTOB ynpaBjieH4YecKou aestenbHocT. B 3amaun PI'P BxoauT:

1.CocraBnenue u 0popMIEHHE OCHOBHBIX BUJIOB YIPaBIE€HYECKON JOKYMEHTAIUH.
2. CocraBienue 1 opopmiieHHe JOKYMEHTOB ¢ nomorbio [1K, mpu ucnonb3oBaHum makeTa aB-
toMmaru3anuu Microsoft Office.

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

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

1.1 Opranu3aluOHHBIX JOKYMEHTOB;

1.2 PaciopsiiuTenbHBIX IOKYMEHTOB;

1.3 MadopmaImoHHO-CIIPaBOYHBIX JOKYMEHTOB;

1.4 JIOKyMEHTOB I10 JINYHOMY COCTaBY.
2. CocraBienue 1 opopmiieHHe JOKYMEHTOB ¢ nomolnbio [1K, mpu ucnonap3oBaHUM MakeTa aBTOMaTH-
saruu Microsoft Office: (4 ¢.)

2.1 Co3nanue u opopmMIIeHHE JOKYMEHTA YIPABICHYECKOW AESITEIILHOCTH C TOMOIIBIO CUCTEMBI
Microsoft Word;

2.2 Co3nanue u opopMIICHHE TUArpaMMbI K JICIOBOMY IMHCbMY C TIOMOIIBIO cucteMbl Microsoft Ex-
cel;

2.3 Co3nanue U opopMIICHHE MPE3CHTAMU HOBOM MPOAYKIMH (YCIyr) ¢ MOMOIIbI0 cucteMbl Mi-
crosoft Power Point.

3akmouenue. (1 c.)
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PacueTrHo-rpadmueckasi padora Ha Temy «/lokyMeHTamoHHOEe oOecreyeHHe YHpaBJICHUS
OpraHM3alMe» BBINOIHICTCA CTYACHTOM WHIWBHIYaJIbHO BO BHEAYIUTOPHOE BPEMs, CaMOCTOSITEIIb-
HO IO MHAMBUAYAJIbHBIM HCXOJHBIM NAHHBIM BapUaHTa 3aldHUSA B COOTBCTCTBHEC C pa3pa6OTaHHBIMI/I
Mertoanueckumu ykasaHusiMu. [locie mpoBepku U JO0pabOTKM yKa3aHHBIX 3aMedaHuil, paboTa 3amiu-
maercs. 1Ipu MoJoKUTETHHON OIIEHKE BBIIIOJHEHHOW CTYIEHTOM pabOThl Ha TUTYJIBHOM JIUCTE CTa-
BUTCA - "3auTeH0". MakcumanbHOe KoiandecTBo OamoB 3a PI'P — 15 6amnos.

KonTposbHasi paboTa CTYJAeHTOB 32049HOM (pOPMBbI 00y4eHHUs COCTOUT U3 PACUETHBIX 3aja-
HHﬁ, OXBAaTbhIBAIOIUX KYPC OWUCHHUILJIMHBI, U BBIIOJHACTCA 110 OAHOMY U3 YKA3aHHBIX BAPUAHTOB. Bri-
0O0p BapuaHTa OMPEIEIAETCS HO ROCTIEOHUM 08YM HUPpam 3auemnoli Knuxcku. [lepedeHs BapuaH-
TOB 3a/IaHUN KOHTPOJBHOU PabOTHI, METO/IUKA €€ BHITIOJHEHHS U HEOOXOAUMast JINTEepaTypa MpuBee-
Hbl B MeToInYecKuX yKa3aHUsIX JJI1 HAaMCaHHUsI KOHTPOJIbHOU paboThlI.

KonTposabHasi padora cTy1eHTOB 3204HO GopMbI 00yUeHHsI

KonTponbHast paboTa BBIMOIHSIETCS CTYIEHTOM IMOCIE CaMOCTOSATEIHHOIO U3YUEHUsI TEOPETH-
4eCcKOro Kypca 1o JAUCHUIUIMHE: «/{oKyMeHTHpOBaHHE yIIPaBIEHUYECKON NEATENbHOCTH» U COCTOUT U3
TpEX 3amaHuil (BEIOOpP 3alaHUM OCYIIECTBIISIETCS HA OCHOBE JIBYX MocieAHuX Iudp mudpa 3aueTHOU
KHW)KKHU CTYJICHTA):
3aganue 1. PaccmoTpenue TeopeTrueckoro Bomnpoca Ha Temy: OCHOBHBIE TPeOOBaHUS K COCTABICHHUIO
1 0(hOPMIICHHUIO JOKYMEHTOB OPTaHU3aLMOHHO - PACTIOPSIIUTENILHON ICATEIIEHOCTH B KaJpOBOW JOKY-
MEHTAIIIH.
3aganue 2. PaccMoTpeHne TEOPETUUECKOT 0 BONpoca Ha TeMy: TeXHOIOruH paboThl C JOKYMEHTAMH.
3aganue 3. [Ipaktuyeckoe 3aganue: CocTaBUTh U 0OPMUTH OPraHU3AIMOHHBIE, PACTIOPAIUTENbHEIE,
WH()OPMAIMOHHBIC JOKYMEHTBI ¥ JIOKYMEHTHI TI0 TIEPCOHATY TIPEIIPUSTHS.

J1J1s1 KOHTPOJIS yCIIeBaeMOCTH 00YUaIOIIUXCS U OIICHKHU Pe3yJIbTaTOB OCBOSHUS AUCHUTIIMHBI
MpUMeEHsETCs 0aUIbHO-PEUTHHTOBAs CUCTEMa, pa3padoTaHHasi B COOTBETCTBUU ¢ [lonoxenuem o te-
KyIieii arrecranuu odydaromuxcs 8 HUMU [ITAY.

[TpomexyTouHasi aTTecTanus CTyJIeHTaMU O4HOW (POpMBI 00yUYeHHsT BKITIOYAIOUIEH B ce0s mpo-
BenieHue mexyuieco (TK), npomescymounozo (IIK) v umozogozo (UK) xoHTpOAs MO JUCUUILIIMHE.

Texymmii koutpoJb (TK) ocymiecTBisercs B TeueHHE CEMECTpa M MPOBOAUTCS 10 j1abopa-
TOPHBIM paboTaM U MPAKTHUUYECKUM 3aHATHAM, a TaKKe M0 BUAAM CaMOCTOSITEIbHON pabOTHI CTYACH-
toB (PI'P). ®opmamu TK saBsIFOTCS: OTUYET 10 J1aOOpaTOPHON paboTe; 3aIIKuTa pacueTHO-TrpadUIeCKO
paboThI; KOHTPOJbHAS paboTa MO MPAKTUYECKUM 33/IaHUSM U JIJISl CTYJICHTOB 32049HOM (POPMBIL.

B teuenue cemectpa nposojsaTcs 2 npoMexyrounbix konTpois (IIK1, I1K2). B xoxe npome-
xytouHoro koHtpoiia (IIK) npoBepsitoTcst Teopetnueckue 3HaHus. JJaHHBIM KOHTPOJIb MPOBOAUTCS IO
pazzgenam (MOIYJsIM) AUCHUIUIMHBL 2 pa3a B TEUCHHUE CEMECTpa B YCTAHOBJIIEHHOE pabodyeil mporpam-
Moii BpeMsi. @opmMamMu KOHTPOJIS SIBISIOTCS KOJUIOKBUYM, KOHTPOJIbHBIE Pa0OTHI.

Hrorosbiit kKoHTpoab (MK) — 370 3a4€T N0 IUCIUIIIMHE B LIETOM.

Hoaublii GoHIA OLEHOYHBIX CPEICTB, BKIKYAKIIMHA TeKYIIHA KOHTPOJIb YCIIeBAeMOCTH U
NepevyeHb KOHTPOJIbHO-U3MepHTeabHBIX MaTepuaaoB (KMM) npuseaeH B NPUJIOKeHHH K pado-
4yeil mporpamme.
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8. VUYEBHO-METOJIWYECKOE W HWH®OPMAIIMOHHOE OBECHEYEHUWE
TACIATITAHBI

8.10cHoBHas1 IMTEpaTypa

1.Kprokosa H.II.

JlokyMeHTupOBaHUE yIPaBICHUECKOHN IeATEIbHOCTH : yueOHOe mocolOue i By30B IO CHEIUAIbHO-
ctu 080502 "DxoHOMUKa 1 yripaBieHue Ha npeanpustuu (o orpacisam)" / H. I1. Kprokosa. - Mocksa:
NH®PA-M, 2013. - 267 c. - (Bsicmiee obpazoBanue). - I'pud YMO. - ISBN 978-5-16-003134-7 : 209-
88. - Tekcr : HemOCPeICTBEHHBIH.

12 3ka3.
2.bbikoBa, T.A.

Jenonpoun3BoacTBo : yueOHUK 17151 By30B. / T. A. beikoBa, JI. M. Bsinosa, JI. B. Cankuna ; moz pen
T.B. Ky3nenooii. - 3-e 3., nepepab. u nom. - Mocksa : UHOPA-M, 2013 . - 363 c. - (Beicuiee 00-
paszoBanme. bakanaspuar). - 'pud YMO. - ISBN 978-5-16-004923-6 : 388-41. - Tekct : HEmocpeacT-
BEHHBI.

15 3ks.
3.Cepena, M.B.

JlokyMeHTUpOBaHUE YIPaBICHUECKOHN IeATEeIbHOCTH : KypC JIEKIHH [ CTYJIEHTOB OYHOM U 3a04-
HOM (hopMBI 00yUYEHHS CHIEUATBHOCTH "DKOHOMHUKA U YIPaBJICHUE Ha MPEIIpUATHH (TI0 oTpacisiM)",
"MenemxmenT opranuzamnun', "IIpodeccnonansaoe oOydeHne (SJKOHOMHUKA B yIIpaBjieHue)" 1 Ha-
MIPaBJICHUIO MTOATOTOBKH "DkoHOMHEKA", "Menemkment", "TIpodeccuonansHoe odyueHue (o orpac-
asm)"] / M. B. Cepena, B. 1. KoctbuieB ; HoBouepk. roc. menuop. akan. - HoBouepkacck, 2013. - 116
C. - 0/1. - Tekcr : HemoCcpeICTBEHHBIH.

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

JlokyMeHTUpOBaHUE YIPaBICHUECKOM IeATEeIbHOCTH : KypC JIEKIHH [ CTYJJIEHTOB OYHOM U 3a04-
HOM (hopM 00ydeHus o HarpasieHHio "JkoHoMuKa'", "Menemxment", "[legarornueckoe oOpa3oBa-
nue"] / M. B. Cepena, B. U. KocteuteB ; HoBouepk. roc. Mmenuop. akan. - HoBouepkacck, 2013. - URL
: http://ngma.su (nara oopamienus: 25.08.2020 ). - TekcT : 37K TPOHHBIHA.
5.I'punGepr, A. C.

HoxymenTtanmonHoe ooecnieuenue ynpasieHus : yaeOnuk / A. C. I'pun6epr, H. H. ['opGaues, 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.

JIoKyMEeHTHUpOBaHHE yIPaBIEHUYECKOH IeATENLHOCTH : yueOHOe mocodue [JUIsl CTYJeHTOB OYHOM U
3209HOHN (hopM 00OyUEHHS HAPaBIICHUS TIOArOTOBKH "DKroHOMUKA", "Menemkment", "[lenarornye-
ckoe oOpazoBanue", "Couuanbaas padora", "[IpodeccuonansHoe obyyenue", "3emneycTpoiicTBo 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 JlonotHuTE IBHAS JINTEPATYypPa
1.Ky3nenos, U.H.

Jlemonpoun3BoACTBO : yaeOHO-cripaBouHOe ocodue / U. H. Ky3nenos. - 6-¢ u3n., mepepad. u jor. -
Mockga : JlamkoB u K, 2013. - 459 c. - ISBN 978-5-394-01981-4 : 242-55. - Tekct : HEemocpeaCTBEH-
HBIH.

3 9Ks3.
2. AuxkoBuy, 1. A.

Jlenonpou3BoACTBO B KaapoBoii ciyx0e : yueOnuk / LII. A. SlukoBuy. - Mocksa : FOuuTH-/ana,
2015. - 161 c. - URL : http://biblioclub.ru/index.php?page=book&id=119021 (mara obparieHus:
25.08.2020). - ISBN 5-238-01076-1. - Tekcr : 31€KTPOHHBIA.
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3.[de0Boe mucbMo : yueOHO-cripaBouHoe ocobue / aBT.-coctT. MI.H. Ky3nenos. - 8- uzn. - Mocksa
: U3nat.-topr. kopnopanus «JlamkoB u K°», 2018. - 162 c. - (Y4eOnble uznanust s 6akaaaBpoB). -
URL : http://biblioclub.ru/index.php?page=book&id=496193 (nata oopamenus: 25.08.2020 ). - ISBN
978-5-394-02213-5. - TekcT : AIEKTPOHHBIH.
4.Cepena, M.B.

JIoKyMEHTHUpOBaHHE YIIPABICHUYECKON JIEITEIBHOCTH : MPAKTUKYM [JJ1s1 CTYAEHTOB OYHOM M 3a0YHOM
¢dbopm 00ydeHus HarpaBieHHs TOATOTOBKH "ODkoHoMEKA", "Menemxkment", "Ilenarornueckoe o6pazo-
Banue", "CommanpHas padota", "IIpodeccrnonansuoe oOyuenue", "3emieycTpoicTBo U KagacTphl'] /
M. B. Cepena, I1. B. IBanos, B. A. I'ybaues ; HoBouepk. unx.-menuop. uH-T Jlonckoii AY. - HoBo-
yepkacck, 2017. - URL : http://ngma.su (mata oopamierust: 25.08.2020 ). - TekcT : 371€KTPOHHBIHA.

5. JlokyMeHTHPOBaHHE YIPABJIEHYECKOIi 1esITeJIbHOCTH : METOANYECKHUE YKa3aHUsl 1O BBITIONHE-
HUIO JIA0OPATOPHBIX PAOOT 17151 CTYIEHTOB OYHOM U 3a04HOM (PopM 00ydIeHUS HAITPABICHUS TTOATO-
ToBKH "DkoHOMHKA", "Menemkment", "llenarorndeckoe oopazosanne", "CouunanpHas padora',
"I[IpodeccuonanpHoe 00yueHue", "3emueycTpoiicTBO 1 KagacTpbl'| / HoBoUYepK. MHK.-MEITHUOp. UH-T
HAT'AY, xad. menemxmenTa u uapopmaTku ; coct. M.B. Cepena, E.A. JleeBa, B.A. I'y6aues . - Ho-
Bouepkacck, 2017. - URL : http://ngma.su (gara obpamienus: 25.08.2020 ). - TeKCT : 3I€KTPOHHBII.

6. JlokyMeHTHPOBaHNe YIPaBJIeHYECKOH JeATeJbHOCTH | METONYECKHE YKa3aHUS M0 N3YUEHUIO
JTUCIUIUTMHBI U BBITOJHEHUIO KOHTPOJIBHOU paboT. CTyIeHTaMH 3a04HOM (popmbl 00yueHus [Hampas-
neHus noArotoBku "Oxonomuka", "Menemxment", "[lenarornueckoe oopazoanue", "CoruanpHas
pabota", "[Ipodeccronansuoe oOyuenue", "3emueycTpoicTBo U kaaacTpel'] / HoBouepk. MHX.-
menmop. uH-T JAIAY, xad. menemkmenTa u nadopmaruku ; coct. M.B. Cepena, E.A. JleeBa, 1. A.
JarmikoBa . - HoBouepkacck, 2017. - URL : http://ngma.su (nata oopamenus: 25.08.2020). - Tekcr :
3JIEKTPOHHBIM.

7.10KyMeHTHPOBaHUE YIIPABJIeHYECKOI eI TeJIbHOCTH | METOJIMYECKUE YKA3aHHUsI 110 BBIMOIHE-
HUIO pacueTHO-TpaduuecKoil paboTHI [JI CTYJICHTOB OYHOH ¥ 3a09HOU (hopM 0OyUCHHUS HATIPABIICHUS
noaroToBku "DkoHomuka'", "Menemkment", "[leqarornueckoe oopazoanue", "ConuanpHas padora',
"IIpodeccnonanbroe 00ydenue", "3emiieycTpoiicTBo 1 Kagactpel'| / HoBodepk. MHXK.-MEIHOP. UH-T
JAT'AY, xad. menemxmenTa u nnpopmatuku ; coct.: M.B. Cepena, E.A. [leea, 1.B. Tkauenko. - Ho-
Bouepkacck, 2017. - URL : http://ngma.su (nara obpamienus: 25.08.2020 ). - TeKcCT : 3IeKTPOHHBIN.
8.Cepena, M.B.

JloKyMeHTUpOBaHUE YIIPaBICHUECKOH IE€ATEIbHOCTH : MPAKTUKYM [JIJIs1 CTYACHTOB OYHOM U 3a04HOMN
¢dbopm 00ydeHus HarpaBieHHUs MOAroToBKH "ODkoHomuKa'", "Menemxkment", "[lenarornueckoe o6pazo-
Banue", "ConuanpHas padota", "IIpodeccrnonansuoe oOyuenne", "3emieycTpoicTBO U KaaacTpol'] /
M. B. Cepena, I1. B. Banos, B. A. I'ybaueB ; HoBouepk. nnx.-menunop. uH-T Jlonckoit I'AY. - HoBo-
yepkacck, 2017. - 70 c. - 6/u. - Tekcr : HenocpeACTBEHHBIH.

3 3K3.

9. lokyMeHTHPOBaHUeE YIPaBJIeHYECKOii 1eATeJbHOCTH | METOAMYECKHIE YKa3aHHsI [0 U3YICHUIO
JTUCIUILTAHBI U BBITIOJHEHUIO KOHTPOJIBHOM paboT. CTyIeHTaMH 3a04HOM (popmbl 00yueHus [HampaB-
neHus noArotoBku "Oxonomuka", "Menemxment", "[lenarornueckoe oopazoanue", "CoruanpHas
pabota", "[Ipodeccronansuoe oOyuenue", "3emneycTpoiicTBo U kanactpel'] / HoBouepk. HHxk.-
menuop. uH-T JIITAY, xad. menemxmenta u undopmatuku ; coct.: M.B. Cepena, E.A. Jleena, 1. A.
Jamkosa . - HoBouepkacck, 2017. - 63 c. - 6/11. - TekcT : HenmocpeACTBEHHBIH.

3 3Ka3.

10./lokyMeHTHpOBaHHE YIIPABJIEHYECKOI 1eSITeIbHOCTH : METOJMYECKUE YKa3aHUs 10 BHITIOTHE-
HUIO Ja00paTOPHBIX paldoT [AJi CTYJEHTOB OUYHOM U 3a04HON (hopM 00yUeHHs HApaBIECHUS TOJTO-
ToBKH "DkoHOMHKA", "MenemxmenT", "[lenarornueckoe oopazosanue", "CouunanpHas padbora',
"I[IpodeccronanpHoe 00yueHue", "3emueycTpoiicTBO 1 KagacTpbl'| / HoBoUuepK. MHX.-MeHOp. UH-T
JAT'AY, xad. menemxmenTa u uuopmaTtk ; coct. M.B. Cepena, E.A. JleeBa, B.A. I'y6aues . - Ho-
Bouepkacck, 2017. - 73 ¢. - 6/11. - Tekcr : HenmocpeaCTBEHHBIM.

3 3K3.

11.lokymeHTHpOBaHHE YIIPABJEHYECKOIl 1esiTeIbHOCTH : METOIMUYECKHE YKa3aHUs 110 BHITIOJIHE-

HUIO pacueTHO-Tpaduyeckoil paboThI [AJ CTYJEHTOB OYHOH M 3a04HOU (hopM 00yUeHUs HATIPaBIICHUS
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noarotoBku "DkoHomuka", "Menemkment", "[lenarorndeckoe oopazosanue”, "Coruanpaas padora",
"I[IpodeccnonanpHoe 00yueHue", "3emueycTpoiicTBO 1 KagacTpbl'| / HoBodepK. MHX.-MeITHOp. UH-T
HAT'AY, xad. menemxmenTa u uHpopmaTki ; coct.: M.B. Cepena, E.A. JleeBa, U.B. Tkauenko. - Ho-

Bouepkacck, 2017. - 55 ¢. - 6/11. - TekcT : HenmocpeACTBEHHBIMN.
3 3k3.
12.Kymnepyk, C. II.

JlokyMeHTHas JIMHTBUCTHKA : ydeOHoe mocobue / C. I1. KymHepyk. - 7-e uzn., crep. - Mocksa : 13a-
Bo «®muHTay, 2016. - 258 ¢. - URL : http://biblioclub.ru/index.php?page=book&id=83382 (mara 06-
pamenust: 25.08.2020 ). - ISBN 978-5-9765-0213-0. - TekcT : 371€KTPOHHBIH.

13.Ky3uneuos, 1. H.

JHenonpousBoactso : yuebnoe nocodue / M. H. Ky3nenos. - 9-e uzn., nepepad. - Mocksa : JlanikoB u
K®, 2020. - 406 c. : un. - URL : http://biblioclub.ru/index.php?page=book&id=572967 (nata obparie-
Hust: 25.08.2020 ). - ISBN 978-5-394-01981-4. - Tekcr : 3J€KTPOHHBIH.

8.3 CoBpemennble npogeccnoHanbHble 0a3bl 1 HHPOPMALMOHHbIE CIIPABOYHBIE CHCTEMbI

HaumeHoBaHue pecypca

Pe:xxum nocryna

Odunmansheiii cait HUMMU ¢ nocTynoM B 91eKTpOHHYIO OMOIHOTEKY

WWwW.Nngma.su

Poccwuiickas rocynapcteerHas oubnmoTexa ((hoHIT AMEKTPOHHBIX TOK Y-
MEHTOB)

https://iwww.rsl.ru/

Wudopmanmonnas cuctema «EauHOoe OKHO HocTyma K 0Opa3oBaTellb-
HBIM pecypcam» Paznen OOpasoBaHue B 0071aCTH SKOHOMHKH U YIIPAB-

JICHUA

http://window.edu.ru/

Yuusepcurerckas nHpopmanuonnas cucrema Poccus (YUC Poccus)

https://uisrussia.msu.ru/

OnexkTpoHHas OMOJIMOTEKa YUeOHUKOB

http://studentam.net/

CnpaBounast cucrema «e-library»

JIneH3noHHbIN
SCIENCEINDEXNeSIO-
13947/34486/2016 ot 03.03.2016 T

AO0TOBOp

http://www.rosmintrud.ru/

OdwurmanpHeIi caiiT MUHHCTEPCTBA TPYAA U COMANBHON 3amuThl PO

®DenepanbHbIi 00pa30BaTENbHBIHN MOpTaN «OKOHOMUKA COIHONIOTHS
MeHeKMEeHT

http://ecsocman.hse.ru

Ilepeuennb norosopoB IbC oGpa3oBartenbHoil opranuzanuu Ha 2020-21 yu. rog

Y4eOHbIiH Cpoxk aeiicTBus 10-
HaumeHoBaHMe 10KyMeHTa ¢ YKa3aHHeM PEKBU3UTOB
roj KYMEHTa
JToroBop Ne 501-01\20 06 okazaHuu WH()OPMAIKMOHHBIX YCIYT MO Hpe-
o C20.01.2020 r.
2020/2021 | mocraBienuto joctyna K 0a3zoBoit koiurekimn «IBbC YHuBepcuteTckas 1019.01.2026
oubsmoreka onnaita» ot 22.01.2020r. ¢ OO0 «HexcMenuay» T
Horosop Ne 618Ha oka3aHue yciIyT MO MPEAOCTABICHUIO JOCTYMA K dJIEK-
2020/2021 | TPOHHBIM H31aHHAM KoJutekuil: «BeTepuHapus u cenbckoe xo3stiictBo - | ¢ 14.06.2020 r. no
UznarenscrBo Jlanbyn «DKOHOMHMKA M MEHEKMEHT — M3maTenncTBO 13.06.2021 r.
JamxoB u K» ot 05.06.2020 1. ¢ OO0 «3BC Jlanb»
Horosop Ne p08/11 Ha oka3aHue YCIyr MO MPEIOCTaBICHHIO OCTyMa K
2020/2021 | ICKTPOHHBIM H3JAHHUIM OT 30.11.2017 r. ¢ OO0 «13narenbcrBo Jlanb» | ¢ 30.11.2017 r. mo
Pasmenienre BHYTpUBY30BCKOM JinTepatypsl JloHI'AY Ha miatdopme 31.12.2025 T.
OBC Jlanp
Horosop Ne COb NeHB-171 mo pa3memnieHHI0 IpON3BEACHUN U MIPeoC- C 13% 15222%1292110
2020/2021 | raBnenuto poctyna k pazaenam ObBC COb or 18.12.2019 . ¢ OO0 «3bC AN
TlaHbs C Mocienyouei mpo-
JIOHTalyen
Horosop Ne 48-n1 Ha mepenady Mpou3BeleHHUS HAYKU M HEHCKIIOYHTEI b- gfgﬁi{jﬁ; il;ﬂlgf
2020/2021 | meIX mpaB Ha ero ucnonb3oBanuu ot 27.04.2018 r. ¢ ®PI'BHY «PocHU-
WTTM>» KITIOUYMTENHHBIX TIpaB
Ha MPOU3BEICHUE



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/
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8.4 Meroanyeckue yKa3aHus JJis1 00y4alOMIMXCS 110 OCBOCHUIO IM CHUNJINHBI

1. [TonmoxeHre 0 MPOMEKYTOUHON aTTECTAI[MH O0YJAIOIIUXCS 110 IPOrpaMMamM BhICIIEro oopa-
30BaHMs (BBEIEHO B JelicTBre nmpukazoM aupekropa HUMU lonckoit TAY Ne3-OJf ot 18.01.2018 r.)
/HoBouepk. uHXk.-menmuop. uH-T JloHckoit ['AVY.-Dnektpon. nan.- Homouepkacck, 2018.- URL
. http://ngma.su (gara obparenus: 25.08.2020). - TeKCT : 3JIEKTPOHHBIA.

2. Tlonoxkenue o Tekymieit arrectanuu odydaronuxcs B8 HUMU JII'AY (BBeneHo B AeiicTBue
npuka3zom gaupekropa Nell19 ot 14 urons 2015 r.) / HoBodepk. mHx.-menuop. uH-T JloHckoit 'AY .-
OnekrpoH. aaH.- HoBouepkacck, 2015. - URL : http://ngma.su (nata obparenus: 25.08.2020). - Tekcr
: DJICKTPOHHBIH.

3. TunoBbie (hOPMBI THUTYJIBHBIX JIUCTOB TEKCTOBOM JTOKYMEHTAIIMH, BHITIOTHSIEMON CTYIEHTAMHU
B yueOHOM mponiecce / HoBouepk. mHk.-menmuop. uH-T JloHckoit ['AY.-Dnekrpon. nan.- HoBodep-
Kacck, 2015.- URL : http://ngma.su (nara obparuenus: 26.08.2020). - TekcT : 371€KTPOHHBIH.

[Tpuctynas K U3y4EHHUIO TUCIUILUIMHBI HEOOXOJUMO B MEPBYIO OYepelb O3HAKOMHUTHCS C CO-
nepxanuem PITJI. Jlekniuu uMeIOT 1ENbIO JaTh CHCTEMAaTU3UPOBAHHBIE OCHOBBI HAYYHBIX 3HAHUU 00
00X BoOmpocax MUCHUIUIMHEL [Ipu m3ydeHuu u npopaboTKe TEOpeTHUEeCKOro Marepuana ajs o0y-
YaroIMXCcsl HE00X0UMO:

- MIOBTOPUTH 3aKOHCIEKTUPOBAHHBIN HA JIEKUMOHHOM 3aHSATUU MaTepuai U JOMOJIHUThH €ro ¢
Y4E€TOM PEKOMEHIOBAHHOM 110 TaHHOM TEME JINTEPATYyPHI;

- IPU CaMOCTOSITEIbHOM M3YYEHHH TEMbI CI€laTh KOHCIEKT, UCIOJb3Yysl PEKOMEHIOBaHHbIE B
PII/] nutepaTypHble HCTOUHUKH U peCypchl HH(POPMAIMOHHO-TEIEKOMMYHUKAMOHHOH ceTn «MHTep-
HET».

8.5 Ilepeuenb MHGOPMANMOHHBIX TEXHOJIOTHII U MPOrPAMMHOIO odecnevyeHusl, UCIOJIb3YyeMbIX
NPH OCyIeCTBJIEHUH 00Pa30BaTEJHLHOI0 Mpolecca

HaunmeHoBaHMe pecypca PexkBHM3UTHI 10r0BOpPa
Microsoft. Desktop Education ALNG | Cyomunensuonnsiii qorosop Ne Tr000418096/44 ot
LicSAPk OLVS E 1Y AcademicEdition | 20.12.2019 r. AO «Cod¢rJIaita Tpeiia» (¢ 20.12.2019
Enterprise r. mo 20.12.2020 1.)
CyOnuuen3uonssiii gorosop Ne Tr000418096/45 ot
20.12.2019 r. AO «CodrJlaitn Tpeitn» (¢ 20.12.2019
r. mo 20.12.2020 r.)

[TporpaMMHOe 0OecTieueHuE KOMITAaHUH JIMIICH3UOHHBIN  JIOTOBOp  Ha MIPOrPaMMHOE
Adobe Acrobat Reader (Acrobat Reader, obecrieueHre Ui TEPCOHATBHBIX KOMIIBIOTEPOB
Adobe FlashPlayer uap. PlatformClients PC_ WWEULA-ru_RU-
20150407 _1357 AdobeSystemsincorporated
(6eccpouno)
KonTponbpHo-o0yuarorias cucrema «3Ha- CBHIIETENBCTBO O PETHCTPAIUU SJIEKTPOHHOTO pe-
HUE» cypca Ne 17207 ot 22.06.2011 r. UucTUTYT HaydHOU
uHpopmanuu 1 MouuTopuHra PAO (6eccpouno).
AUBC «MAPK-SQL» JIutieH3MOHHOE COTJIAIICHUE Ha UCTIOIb30BAHKE
AUBC «MAPK-SQL» n/unu AUBC «MAPK-SQL
Internet»

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



http://ngma.su/
http://ngma.su/
http://ngma.su/
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9. OMUCAHUE MATEPHAJIBHO-TEXHUYECKOM BA3bI, HEOBXOJUMOM 15
OCYHIECTBJIEHUA OBPA3OBATEJIBHOT'O ITPOLHECCA IO JUCIMIIJIMHE

VYuebHast ayIuTOpus Ul POBEACHUS 3aHATHH JICKIU-
OHHOTO THMa, ayA. 227 (Ha 50 mocago4HBIX MeCT) MO
aapecy: 346428, PocroBckas 001acTh,
r. HoBouepkacck, ya. ITymkunckas, 111.

CrienabHOE MOMEIIEHHE YKOMILIEKTOBAHO CIIeIHa-
JU3UPOBAHHON MEOEIbIO U TEXHHYECKUMH CPEJICTBAMHU
o0yueHus, CIyKalluMH [T IpeAcTaBieHus HHPop-
Maruy OOJBIION ayUTOPHH:

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

— KommsloTep C BBIX0J0M B ceTh «IHTEpHET» U
JOCTYIIOM B 3JIEKTPOHHYIO HH(POPMALMOHHO-
obpazosarenpryto cpeny HUMU Honckoit 'AY:
Imango — 17 mrr., Flex — 1 mr.;

—  Monurop 17" KK VS — 17 mwt., 24" KK Benq —
1 mwr.;

— DkpaH HacTeHHBIH — 1 mT.;

—  YyebHo-HarIsaHble Hocodus — 15 mt.;

—  Hocka—1 mr.;

— Pabouue mMecta CTyIEHTOB;

Pabouee MecTo npenoaBaressl.

YyeOHast ayauTopus AN TMPOBENEHUS JTaOOPaTOPHBIX
pabot Ha IIK, aya. 227 (ma 50 mocamodHBIX MECT) IO
azpecy: 346428, PocroBckas 001acTh,
r. HoBouepkacck, ya. ITymkunckas, 111.

CrnenunanbHOE TIOMEIIEHHE YKOMIUIEKTOBAHO CIIeIHa-
JTM3UPOBAHHOI MeOEITbIO U TEXHMYECKUMH CPEJICTBAMH
o0y4eHus, CayKalluMu JUTA IpeAcTaBieHus HHPop-
Manuu OOJIBIION ayTUTOPHH:

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

— KomnsroTep € BeIxo0M B ceTh «MHTEepHET» U
JOCTYIIOM B 2JIGKTPOHHYIO HH()OPMAIIMOHHO-
oOpasosareibhyto cpeaxy HUMMU Jlouckoit [AY:
Imango — 17 mrr., Flex — 1 mr.;

—  Mownwurop 17" KK VS — 17 wr., 24" )KK Benq —
1T,

— DkpaH HacTeHHBIN — 1 mT.;

—  VYuebHo-HarmsgaHee mocoous — 15 mir.;

— Jocka—1mmr.;

— Pabouue MecTa CTyIEHTOB;

— Pabouee mMecTo npenogaBaress.

YuebHast aymuTopusi IS TPOBEIACHUS MPAKTUUCCKUX
3aHATHH, ayn. 336 (Ha 20 mocamoYHBIX MECT) O ajpe-
cy: 346428, PocroBckas obnacte, r. HoBouepkacck,
yi. [lymkusckas, 111.

CrienmanbHOe MOMeIleHHe YKOMITJIEKTOBAHO CIIeLra-
JM3UPOBAHHON MEOETbIO U TEXHUUECKHUMHU CPEICTBAMU
00yueHus, CIyKaluMu I IpeAcTaBieHus HHop-
Maruu OOJBIION ayAUTOPHH:

— KommsroTep C BBIX0J0M B ceThb «MIHTEpHET» U
JOCTYIIOM B 3JIEKTPOHHYIO HH(OPMAaLMOHHO-
obpazoBarenbhyio cpeny HUMMU Honckoit [AY:
Pentium-2 — 1 mr.;

—  Monurop 15» COMPAG 7500 1 mir.;

— IIpoexrop NEC (nepenocHotii) — 1 mT. ¢ 3kpanom
—1 mr.;

—  Y4eOHO-HArIsAIHBIE IOCOOHS — 7 IIT.;

—  JHocka— 1mr.;

— Pabouue Mecta CTyIE€HTOB;

Pabouee MecTo npenogaBaTessl.
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VYuebHas ayauTopus Ajs NPOBEINEHHS TPYIIOBBIX U
WHIWBUIYabHBIX ~KOHCyNbTamui, aya. 336 (Ha
20 mocago4HbIX MecT) 1o aapecy: 346428, PocroBckas
obnactp, T. HoBouepkacck, yn. [lymkunckas, 111.

VYuebHast ayquTopus AJsl IPOBEICHUS TEKYIIEro KOH-
TPOJNA M TPOMEXKYTOUHOW arTectanmu, ayd. 336 (Ha
20 mocafo4YHBIX MeCT) 10 anapecy: 346428, PocToBckas
obmnacts, T. HoBouepkacck, yn. [lymkuackast, 111.

CrienaibHOE MMOMEIIEHHE YKOMILIEKTOBAHO CIIeIHa-
TU3UPOBAHHON MeOEebI0 1 TEXHUIECKUMH CPEJICTBAMHU
0o0ydeHus1, CIyKaIlUMU JIJIS IPEICTaBICHUS UHPOP-
Manuu OOJBIION ayAUTOPHH:

— Kowmmnsrotep € BrIx0oA0M B ceTh «HTEpHET» 1
JIOCTYTIOM B 3JIEKTPOHHYIO HHPOPMAIIHOHHO-
oOpazosarenpryto cpeny HUMU onckoit 'AY:
Pentium-2 — 1 mr.;

— Monurop 15» COMPAG 7500- 1 mwit.;

— IIpoexrop NEC (nmepeHocHoi) — 1 miT. ¢ 9KpaHOM
—1 .

—  Y4eOHO-HArISIHBIE IOCOOMS — 7 IIT.;

— Jocka— 1mr.;

— Paboune mecTa cTyIeHTOB;

Pabouee mecTo mperogaBarest.

[Momemenue st caMmocTosTeNbHOM padoThl, ayd. 1118
(ma 12 mocajouHbIX MecT) o azapecy: 346428, Poc-
TOBCKasi 06macTh, r. HoBouepkacck, yi. IlymkuHckas,
111

[TomereHre yKOMIUIEKTOBAHO CTICHUATH3UPOBAHHON
MeOeNIbi0 U OCHALIICHO KOMITBIOTEPHOH TEXHUKOH C
BO3MOXKHOCTBIO TIOAKIIIOUYEHUS K ceTH «MHTepHeT» U
o0ecrieyeHneM JOCTyNa B 3JIEKTPOHHYIO HH(pOpMaIu-
OHHO-00pazoBarenbHyto cpeny HUMU Houckoit [AY:
—  Cepsep IMANGO — 1 mr.;

— Tepmunanpras craanus L110 — 12 mr.;

— Monnrop 22" KK Aser — 12 mr.;

— Inorrep — 2 mt.;

— Ckanep — 1 mrt.;

— Ipunrep — 1 mrt.;

— Pabouue mecta CTyIE€HTOB;

— Pabouee mMecTo npernogaBares.

[MoMemienne anst XpaHEHUS W MPOPUIAKTHUECKOTO
obciyxuBaHus yaeOHOTO 000pymoBanus, ayad. 1115 o
aapecy: 346428, PocroBckas o0nacTs,
r. HoBouepkacck, yn. [lymxkunckas, 111

ITomemienre yKOMIIIEKTOBAHO CHIELUATU3UPOBAHHO M

MeOebI0 U OCHAILLIEHO KOMITBIOTEPHOH TEXHHUKOH C

BO3MOKHOCTBIO ITOJKITIOYEHNUS K ceTH «IHTepHET» N

obecriedyeHneM JOCTyIa B 3JIEKTPOHHYIO HH(popMaIu-

OHHO-00pa3oBaTenbHyIo cpeay uactutyra HUMUA

Jonckoit 'AY:

- Kowmmetorep — 1 mt,;

- Monwurop —1 wr.;

- Crom— 5 mr,;

- YcTaHOBOYHBIE TUCKHU C MPOTPaMMHBIM obecre-
YEHHEM;

- Mecra 114 XpaHEeHUs] KOMIIBIOTEPHON TEXHUKH;

- Paboune mMecTa COTPYIHUKOB.

OOyyaromuecs U3 4Hcia JIMI C OTPAaHUYEHHBIMU BO3MOKHOCTSIMH 3710POBbsI OOECIIEUEHBI Ie-
YaTHBIMHU U (WUJIM) 3JIEKTPOHHBIMUA 00pa30BaTENIbHBIMHU pecypcamMu B opmax, aAanTHUPOBaHHBIX K OT-

PAHUYCHUAM HUX 300POBbS.

JlononHeHHs W M3MEHEHHsl PACCMOTPeHbI Ha 3aceaHnu Kadeaps «27» asrycra 2020 r.

-

Z
(nQAHcs)

3asenyioumii kadgeapoi

BHecenHble H3MeHeHHs yTepxkaaio: «28» aBrycra 2020 r.

; S
/ b p

( j //i////’
v

(noanues) 7/

Jekan daxynbrera buCT

[1.B. UBanosB
(D.1U.0.)

M.A. CtpexkoBa
(®.M.0.)




11. JONOJIHEHUS 1 UBMEHEHMSA B PABGOYEHN ITPOT'PAMME

B paGouyro mnporpammy Ha 2021 - 2022 y4eOHBI TrOJ BHOCSTCS CICAYIOIIME JIOTIOJHECHUS
Y U3MEHCHHS - 0OHOBJICHO M aKTYAIIM3UPOBAHO COJCPIKAHUE CIICIYIONINX PA3JENIOB U MOAPa3AeioB padouei

MIPOTPaMMBI:

8.3 CoBpemennbie npodeccuonaibHble 0a3bl M HHPOPMaANMOHHbIE CIPABOYHbIE CHCTEMBbI

baszsr marabIX OO0 "Ilpecc-Uudopm" (Korcymprant

+)

JloroBop Ne01674/2021 ot 25.01.2021 OOO "IIpeccH
Nudpopm" (KoncynbsTant +)

ba3nl ganueix OO0 "PerunoHaabHbII
MH(OPMAITMOHHBIA WHICKC TUTHPOBAHUS"

JloroBop Ne AK 1185 ot 19.03.2021 OOO
"PernonanbHbIN HHDOPMAIOHHBINA HHIIEKC
rurupoBanusa” (21.03.21 r. mo 20.03.22 1. )

bassr garapix OO0 HaydHas anexTpoHHAS
OudmmoTeKa

UTnnensuonnsiii gorosop Ne SI0-13947/18016/2020
or  11.09.2020 OO0  Hayunasg  31eKTpOHHas
oubsmoreka

baser qarabx OO0 "I'pocc Cucrem.Mudpopmanus u

Kontpakr Ne  24/12 ot  24.12.2020 OOO

pemeHus"

"I'pocc Cucrem.Mudopmarnus u pereHus"”

8.5 Hepeqeﬂb HH(l)OpMaIIHOHHI)IX TEXHOJIOTHIl U nporpamMmmMHOro oﬁecneqennﬂ, HCHOJIb3YEMBIX

NMpH OCYIIECTBJICHUH 06pa30BaTeJ’le0F0 npouoecca

IlepedyeHb TUIEH3HOHHOTO MPOTPAMMHOTO
ob0ecreuyeHus

PexkBU3UTHI MNOATBEPKAAIIET0 TOKYMEHTaA

Microsoft. Desktop Education

ALNG LicSAPKk OLVS E

1Y AcademicEdition Enterprise (MS Windows
XP,7,8, 8.1, 10; MS Office professional; MS
\Windows Server; MS Project Expert 2010
Professional)

«C

Cyomuiien3nonHbi gqoroBop Ne502 or 03.12.2020 r. AO

o¢rJIaiin Tpeiia» (c 03.12.2020 . mo 02.12.2021 1.)

Dr.Web®DesktopSecuritySuiteAntusupyc K3+ [['o

Ly

15

PITA06150002 ot 15.06.2021 r. Ha nepenauy
HEHMCKJTFOUHUTENbHBIX MPaB Ha MCIIOJIb30BaHUE MPOrPaMM
s 9BM OO0 «AUTHU IEHT» (¢ 15.06.2021 r. mo
.06.2022 1.)

CyJTapCTBEHHBIN (MYHHUIIUITATHHBIN) KOHTPAKT Ne

,"lﬂll().'lHCHHSI M U3MCHCHHSA PaCCMOTPEHLI Ha 3acelaHul

BHecennbie AOTIOTHEHHA W UIMCHCHHS YTBCPIKIAO! «

Jexan paxkyanrera

3 J §

1 kapeapbl «26» asrycra 2021 1

» asrycra 2021 r.

(NOJ0NCKL)

~ HockosaE.A.
(®.H.0.)



