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1. OBIIIASI XAPAKTEPUCTHUKA PABOYEHN MPOI'PAMMBI YYEBHOMN
JAUCHUIIJINHBI «OI1.4 lokyMeHTallMOHHOE 00ecnedyeHue YpaBJieHus»

1.1. MecTO JUCUMILIIMHBI B CTPYKTYpPe OCHOBHO# 00pa30BaTe/IbHOM NMPOrpaMMbl:
VYuebHas ucHMIUIMHA «J{OKyMEHTallMOHHOE O0ecleueHue YIpPaBICHUS» SBISETCS

00s13aTeNIpHOMI

4acThl0  00mIenpPo(ecCHOHATEHOTO

HKIIa

OCHOBHOM  00Opa3oBaTeIbHOMN

nporpammsel B cootBercTBUU ¢ ®T'OC CIIO mo cnenmansHoCcTH «38.02.06 «DrHAHCH.

VYyeOunas aucuuiuinHa «J{okyMeHTanMoHHOE oOecredyeHue yrpaBieHHs» 00ecrnedynBaeT
dbopMupoBaHUe 00IMKX U MPO(PECCHOHATBHBIX KOMIIETCHIIUN, THYHOCTHBIX PE3YJIHTaTOB I10 BCEM
BugaM aestrearHocTd PI'OC CIIO no crienmanbHocT 38.02.01 duHaHCHIL.

Ocoboe 3HaueHHe JUCUUIUIMHA UMEET MpH (POPMUPOBAHUU U PA3BUTHH:

OK 02. OcymecTBiIsITh MOUCK, aHAJIM3 U MHTEPIPETALMIO HH(POpMaIUK, HEOOXOUMOM IS
BBITIOJTHEHMS 3a/1a4 MPOPECCHOHATBHON ACSITETLHOCTH.

OK 03. IlmanupoBaTh U pean30BbIBaTh COOCTBEHHOE MPO(PECCHOHATILHOE U JIMYHOCTHOE

pa3BUTHE.

OK 05. OcymiecTBiiTh YCTHYIO M NMHCbMEHHYI0 KOMMYHUKAIIMIO HAa T'OCYAApCTBEHHOM
a3bike Poccuiickoit deepaluy ¢ yaeToM 0COOEHHOCTEHN COLIMATIBHOTO U KYJIbTYPHOI'O KOHTEKCTA.

OK

09. Hcmonp3oBarh

JIeSITELHOCTH.
OK 10. Ilonp3oBaThcsi MpodeccHOHANBHON [TOKyMEHTallMel Ha TOCYyJapCTBEHHOM U
WHOCTPAHHBIX S3bIKAX.
IIK 1.5. OGecrnieunBath (hMHAHCOBO-IKOHOMHUYECKOE COIMPOBOXKICHHUE ICATEIBHOCTH IO
OCYIIECTBIICHHUIO 3aKYIOK JUIsl TOCYIaPCTBEHHBIX U MYHULIUTIAJIbHBIX HYX]I.
IIK 4.1. Pa3pabaThiBaTh IUIaH U MPOTPAMMY MPOBEACHUS KOHTPOJIBHBIX MEPONPUATUH,

0hopMIIATH

pe3yJbTaThl  MPOBEACHHBIX

KOHTPOJIBHBIX MPOLEAYP.
IIK 4.3. YyacTtBoBaTh B PEBU3HH (PHHAHCOBO-XO3SHCTBEHHOH AESITCIBHOCTH OOBEKTa

(UHAHCOBOT'O KOHTPOJISL.

nH(pOpMaLMOHHbBIE

KOHTPOJIbHBIX
PEKOMEHJALUU 10 YCTPAHEHUIO HEIOCTAaTKOB U PHUCKOB,

TCXHOJIOTHUHM B

npodeccuoHaIbHON

MEpPOIIPHUATHI, BBIPAOATHIBATH
oneHUBaTh 3(PPEKTUBHOCTD

1.2. lleap ¥ niIaHUpPyeMble Pe3yJIbTAThl 0CBOCHHUS JMCIHMIIIMHbI:
B pamkax nporpamMmbl yueOHON AUCHUIIIMHBI 00yYaIOUIMMUCS OCBauBaIOTCS YMEHUS U

3HAHUA:
g[(){I: JI;[II,C ’ Ymenust 3nanus
OK 02. |- ocyIiecTBisTh MOUCK, aHATH3 U — COJep)KaHHE aKTyaJbHOW HOPMAaTHUBHO-
OK 03. HCIIOJIb30BaHNE HOPMATUBHO-IIPABOBBIX MIPaBOBOM TOKyMEHTALUH;
OK 05. JOKYMEHTOB B IIPUMEHEHUU K 3aJa4aM — OCHOBHBIE ITOHATHS JOKYMEHTALIMOHHOTO
OK 09. | AOY; obecreyeHus yIpaBJIeHUs;
OK 10. [~ COCTaBIATb U 0(OPMIIATH YIIPABIEHYECKYIO (-  KIacCH(DUKAIMS YIPABIECHIECKUX
K 1.5. 1 Ipo¢heCCHOHAIBHYIO IOKYMEHTAIUIO B JIOKYMEHTOB;
K 4.1. COOTBETCTBHE C HOPMATHUBHOH 0a30ii; —  mpaBuUiIa COCTABIEHHS U 0QOPMIIEHHS
[IK 4.3. — UCIIOJIB30BaTh YHI/I(I)I/IIII/IPOBaHHI)Ie (1)OpMBI praBHgH‘IeCKI/IX JOKYMCHTOB M BEACHUSI
TP 2’ HOKYMCHTOB; J€JI0BOH NCPEHUCKH,
JIP 3 — OCYILICCTBIIATD ACJIOBYIO IIEPCIIMCKY U — COCTaB JOKYMEHTOB CII€IHAJIbHBIX CUCTEM
> MOJIEPKUBATE DJIIEKTPOHHBIE JIOKYMEHTAlIUY;
TP 13, KOMMYHHUKalUH, — MpaBWJIa OPraHU3aLMK BCEX ITANOB PaOOThI C
JIP 14, — IPUMEHSTh CPEICTBAa HHPOPMAIIMOHHBIX JIOKYMEHTaMU;
-HP 23 n CXHOJ'IOFI/Iﬁ JJI1 CO3daHusA U 0(1)0pMJ'IeHI/I$I — TIPHJIOXKCHUS IIPOrpaMMbI WindOWS,
AOKYMCHTOB, HCIoNb3yeMble Juisl peanu3anuu 3a1au JJ0Y;




— pa30upaThbcs B CHCTEME BHYTPEHHETO
JOKYMEHT000OpOTa OpraHu3alui;

— OCYIIECTBIIATH XPAHCHHE W TTOUCK
JOKYMEHTOB;

— pa30upaTbcsi B HOMCHKIIATYPE JICIT;

— MCII0JIb30BAaTh COBPEMEHHOE MPOTPaMMHOE
oOecredeHue B JJIEKTPOHHOM
JIOKYMEHTO000pOTE;

— IIPOBEPSITh HEOOXOAUMYIO TIOKYMEHTAIIHIO
JUTSL 3aKITFOUCHHS KOHTPAKTA;

— (GOpMHPOBATH MPOCKTHI TPUKA30B U
paclopsKeHUM 10 MPOBEICHUIO
BHYTPEHHETO KOHTPOJIS;
oQOpMIISITE  pe3yibTaThl  MPOBEICHHBIX
KOHTPOJIBHBIX ~ MEPONPHATUH  IyTeM
COCTaBJICHHSI aKTOB U CITPABOK

COBpEeMEHHbIE HH(OPMALIMOHHBIE
TexHojoruu JJOY
0COOCHHOCTH COCTaBJICHUSA B O(DOPMIICHHUS
OTJICNTEHBIX BUJIOB 3aKYMOYHOMN
JIOKYMEHTAIIH;
JIOKYMEHTHUPOBAHUE OpTraHU3alun
KOHTPOJIbHBIX MEPOIIPUATHI OpraHaMH,
OCYILIECTBIISIOLIIMMH (PUHAHCOBBIN
KOHTPOJIb;
MpoIIeIypa COCTABICHUS U 0QOPMIICHUSI aKTOB
W CIPaBOK MO pe3yiabTaTaM KOHTPOJBbHBIX
MEPONPHUATHH.

2. CTPYKTYPA U COAEP KAHUE YUYEBHOM JUCIHHUIIIINHBI
2.1. O0beM y4eOHOH TMCHUILIMHBI M BU/IbI YU4eOHOH padoThl

Buj yueOHoii padoThl O0bem B
yacax

O0bem o0pa3oBaTeIbHON NPOrPaMMbl Y4eOHOM AU CHMILIMHBI 60
O0beM padoThI 00YyYAKOIIUXCH BO B3aUMOAEHCTBHH € 60
npenojaBarejieM

B TOM YHUCIJIE:

TEOpeTUIecKoe o0ydeHne 20

PAKTUYECKHUE 3aHSTUSI 40

CamocrositenbHas pabora -
IIpomeskyTouHasi arTecTanus B ¢popme 3auera -




2.2. TemaTn4yeckui IJIAH U coJepPKaHNe YUeOHON TUCHUNIMHBI

Koanl
KOMIIETeHIHI U
Oo0bem, ak. 4 .
JIMYHOCTHBIX
/ B T.4.uHMCTe
HanMeHoBamme Conep:xaHue yuedOHOro MaTepuasia u popMbl OpraHU3alMu eI TeJIbHOCTH 00y4alommxcs, B B dhopme pe3yJabTaToB,
TOM YHCJIe ¢ IPUMEHeHUEM JIeKTPOHHOI0 00y4eHHUsl U JMCTAHIMOHHBIX 00pa30BaTeIbHbIX P ¢hopmupoBann
pa3/iesioB M TeM . NpaKTHY.
TEeXHOJIOT Ui 10 KOTOPBIX
NOAr0TOBKH,
CrocoocTByeT
aK. 4
3J1eMEeHT
NPOrpaMMbl
1 2 3 4
PA3AEJ 1. TOKYMEHTHUPOBAHHUE YIIPABJIEHYECKOU JEATEJBHOCTHU 14/36
Tema 1.1 Conep:xaHue yueOHOro MaTepuasia 2 OK 02., OK 03.,
Beenenne. 1. 3HayeHne W cojep)KaHue AUCLHUIUIMHBI «/lOKyMEHTalMOHHOE obOecreueHue YIpaBICHUSY. OK 10., JIP 3,
AoKyMeHT 1 [TOHATHE TEPMUHOB: «IOKYMEHT», «IOKyMEHTUPOBAHHEY», «IOKYMEHTALMOHHOE OOECIIEUEHHE JIP 14, JIP 23
cncrema YIIPABJIEHHUS.
AAOKYMEHTAUMM | 3 TIoggTHe cHCTEM JOKYMEHTamud. YHUQHMKAUMS M CTaHAApTH3alus  yIPaBIeHYECKHX
JOKYMEHTOB.
3. HopmaTuBHO-nipaBoBas 0a3a opraHu3aluy JOKYMEHTAIlMOHHOTO 00ecTIeueH s yIpaBJIeHUs
Tema 1.2. Conep:xaHue yueOHOro MaTepuaJia 4 OK 03., OK 05.,
Cucrema 1. TOCTr Ha OPJHl. TpeGoBanusi kK 0GOPMIIEHHIO JOKYMEHTOB, TpeOOBaHHS K OjlaHKaMm. 2. OK 09.,0K 10.,
opraHu3anMonHo| OpraHu3allMOHHbIE JOKYMEHTBI: YCTaB, JOJDKHOCTHAas MHCTPYKUuUs. PacmopsauTenbHbie IIK 1.5, ILK.
- JOKYMEHTBI: IIPUKa3bl, pacnopsbkeHusd. 3. CripaBouHO-UH(YOPMAIIMOHHBIE JOKYMEHTBI: JOKJIa Has 4.1, 11K 4.3, JIP
pacnopsiANTeIbH | 3aMKMCKa, O0ObSICHUTENbHAS 3alIMCKa, aKT, CIIpaBKa, ciyxeoHoe mucbMo. 4. CoctaB 1 OCOOEHHOCTH 2, JIP 3, JIP 14,
oi oopmIIeHHs JOKYMEHTOB I10 JJUYHOMY COCTaBY JIP 23
AOKYMEHTalluH | B Tom yKciIe NpaKTHYeCKHe 3aHATHS 12




1. OdopmieHue TOKyMEHTOB ¢ Tomolbio mporpamMmmbl Microsoft Word. Co3manme mabioHa
JTOKYMEHTA.

2. CocraBienue u o(OpMIECHHUE OTACIBHBIX BHAOB PACIHOPAIUTENBHBIX W CIPABOYHO-
MH(POPMALMOHHBIX JTOKYMEHTOB.

3. CocraBnenue u opopmiieHUE OTACIbHBIX BUOB OpraHU3alMOHHBIX TOKYMEHTOB

4. IoKyMEHTUPOBaHUE TPYAOBbIX TPABOOTHOUIEHHH.

Tema 1.3. | Conepxxanmne yueOHOro MaTepuaJjia 4 OK 03., OK 05.,
JleHe:kHbIE H OK 09.,0K 10.,
UHAHCOBO- 1.0cobeHHOCTH cocTaB/IeHUS] U OPOPMIICHHS ICHEKHBIX U (PMHAHCOBO-PACUETHBIX TOKYMEHTOB.. TIK 4.3, JIP 23
pacyeTHbIe B ToM uMciie npakTHYecKue 3aHATHSA 12
AOKYMEHTBI 1. OdbopmrneHue nIaTeKHbIX JOKYMEHTOB
Tema 1.4. | Conep:xxanue yueOHOIro MaTepHaJia 4 OK 03.,0K 05.,
g;;gﬁgg:o- 1. TumnoBast ¢opma moroBopa (kKoHTpakTa). Buapl moroBopoB B cdepe 3akymok. IlpaBuma (IDIE (1)95”05; 1&?
o S— o(opMIIeHHs TPETEH3MOHHBIX [TUCEM. TP 23

B ToM uMciie npaKkTHYecKue 3aHATHSA

1. OcobennocTu coctaBiaeHHsI U 0POPMIIEHUS OTAEIbHBIX BUA0B 3aKYITOYHOHN JTOKYMEHTALINH. 12
PA3AEJI 2 OPTAHU3ALINS PABOTHI C JOKYMEHTAMMA 6/24
Tema 2.1 | CoaepxkaHue y4eOHOI0 MaTepuaia 2 OK 02.,0K 03,,
Opranuzanus 1. CocraB u yuer oObemMa JOKyMeHTOoOOOpoTa opraHuzauui. OpraHuzanus paboOThl C OK 09, IIK
JAOKYMEHTO0000p | TOKyMEeHTallMeH, OCTynaolei B oprann3anuio. [lepenada 10KyMeHTOB BHYTPH OpraHU3aluu 1.5, JIP 14, JIP
orTa, 2.Perucrpanust nokymeHToB. KOHTpOIIb MCTONHEHUS JOKyMeHTOB. OpraHu3amus W TEXHUKa 23
perucrpauus KOHTPOJISl UCTIOJTHEHUS. THUIIOBBIE U MHAWBUYAJIbHbBIE CPOKU MCTIOJIHEHHSI IOKYMEHTOB.
JAOKYMEHTOB,
HCTIOJTHEHHEe
JAOKYMEHTOB
Tema 2.2. | Copepxxanue y4yeOHOIo MaTepuaa 2 OK 05.,0K 09.,
Nudopmanuonn | 1.Mcnonb3oBanue nporpaMMHOTo obecrieueHus AJis pemeHus: npodecCHoHaIbHBIX 3a7a4 OK 10., TIIK




bl¢ TEXHOJIOTHH

B ToM uncie npakTHYecKHuX 3aHATHH

1.5, IIK 4.1,

B 1. OdopmieHre TOKYMEHTOB C TOMOIITBIO porpammbl Microsoft Word. PaboTa ¢ anekTpoHHBIME 12 1K 4.3., JIP 13,
JAeJIONPOU3BOIACT nokyMmentamu. Pabota ¢ 3anpocamu. CozaHue CepuitHBIX MMHCEM. JIP 14, JIP 23
Be 2. OreuecTBeHHBIC pa3paboTKH nmporpamm apromarusanuu JJOY u apxuBHOro nena

Tema 2.3 | Conep:xkanue y4eOHOT0 MaTepuaa 2 OK 03., OK 05.,
Opranunzanus 1. CucremaTtu3zanus TOKyMEHTOB U UX XpaHEHHE. OK 09.,TIK 1.5.
onepatuBHoro u | 2. Homenknatypa nen. [IpumepHbie v THIIOBbIE HOMEHKIIATYPHI A€l JIP 14, JIP 23
apXMBHOTIO 3. TpeboBanus k opopmiteHuto aei. [loaroroBka u MopsIoK nepeavn a1 B apXUB.

XpaHeHus B ToM yunc/ie IPAKTHYECKUX 3aHATHIH

JOKYMEHTOB 1. CocraBienue u opopMIIeHHE HOMEHKIIATYPHI T 12

I[IpomeskyTouHnas arrectauus B popme 3a4era -

Bcero: 60

BOHpOCI)I JJI1 IIOATOTOBKHU K HpOMe)KyTO‘-IHOI\/JI arrecranuu, 3aJaHuA AJ1A CaMOCTOSTCILHOM pa60T1)1 U MCTOANYCCKUC PCKOMCHAAINHU 110
BBIITOJIHCHHU IO Sa,Z[aHI/Iﬁ CaMOCTOSITEIbHOM pa6OTbI CTYACHTOB BKJIFOYCHBI B (1)OHI[ OLCHOYHBIX CPpCACTB JUCHUIIIINHLI.




2.2.3. B xone 3aHATUH ¢ TPUMEHEHUEM JJIEKTPOHHOTO OOYYEeHHMS W JUCTAHIIMOHHBIX
06pa3013aTeanblx TGXHOJIOFI/Iﬁ I/ICHOHB3YIOTC$I CJIGILYIOH_II/IG 06 A30BATCJIBHBIC TCXHOJIOTHUH:

Buani . MeTtoanyeckue
. Bujabl Hcnosib3yeMbIX TEXHOJIOTHIA
3aHATHI pa3bsiCHEHHSs
OdbdumaitH wiM OHIAWH TEXHOJIOTHH:
BEeOHMHAPHI, BUICOKOH(EPEHIINHY,
BUPTyaJbHbIE MPAKTUUYECKHE 3aHATHS U
T.J. 3ansitue MIPOBOJUTCSA c
KeiicoBas-TexHosorus: HMCHOJIb30BaHUE | MPUMEHEHUEM HH(OPMAaLMOHHO-
HaOOpOB (keiicoB) TEKCTOBBIX, | TEJICKOMMYHUKAIMOHHBIX CETEU
ayJTMOBU3YaJIbHBIX M MYJIbTUMEAMMHBIX | IPU  OMOCpPEAOBaHHOM  (Ha
JucTanumonHoe y4eOHO-METOJUUECKUX MAaTePHAJIOB M UX | PACCTOSIHUM)  B3aUMOJICHCTBUU
SAHSTHE pacchUlka AN CaMOCTOSITENIbHOTO | 00ydaromuxcs u
W3YyYEHHs YYalllUMCSl TPU OpPraHu3aliy | EAarorHuecKuXx  pabOTHUKOB.
PETYISIPHBIX KOHCYJIbTallui y | Aucranumonnsie
npenojaBaTesne. o0Opa3oBaTeNbHbIE  TEXHOJOTHH
NunuBuayanbHbie u TPYNIIOBLIE | MPEINONaratoT yIaJIeHHbIN
KOHCYJIbTAIlH, peaju3yeMble BO BCEX | PEKUM pabOTHI.
TEXHOJOTHYECKUX Cpellax: AJIEeKTPOHHAs
nouta, chat-kondepenuuun, Gopymsl,
BUJICOKOH(EPEHIUU U T.]1.
3aHdarue IIPOBOJIATCSA c
NPUMEHEHUEM COJiepKalleics B
0a3ax JAaHHBIX M HUCHOJIb3yEeMOMU
Texnonoruu UHTEPAKTUBHOTO
. . | mpu peanuzanuu
00y4YeHHs, TPYNIOBON U KOJUIEKTUBHOU
o0Opa3oBaTeIbHbIX porpamm
paboThl Ha OCHOBE HCHOJIb30BaHUS
uHbopmanuu u
CBOOOJHBIX PECYpPCOB, Pa3MEUICHHBIX B
MHTEDHETe o0ecreunBamIuX ee 00paboTKy
DJIeKTPOHHOE P ’ UH(GOPMAILIMOHHBIX TEXHOJOTHH,
JJIEKTPOHHBIX 00pa3oBaTeIbHBIX
3aHsTHE TEXHUYECKUX CPENICTB, a TaKXKe
pEeCypcoB, BKJIIOUYEHHBIX B KOMIUIEKT
UH(POPMALIMOHHO-
y4eOHHKA, METOAMYECKUX MAaTEPHAIIOB H .
TEJIEKOMMYHHUKAIIHOHHBIX CETeH,
JIEKTPOHHBIX 00pa3oBaTeNbHBIX
o0ecreynBapIUX IMepenady Io
pecypcoB, pa3paboTaHHBIX .
JUHUSM ~ CBSI3M  yKa3aHHOM
MpenojaBaTeNsiMu .
uHbOpMaIliu, B3aUMOJICHCTBUE
o0ydJaronmxcs u
NeIarorn4eckux paboTHUKOB.

BOHpOCBI N 3aJaHuA OJid IOATOTOBKH K HpOMC)KYTOHHOfI arrecraliiuyu, 3aJaHusd OJid
CaMOCTOSITEILHOM pa6OTBI U  MCTOAUYCCKUC PCKOMCHAAIMU II0 BBIITOJHCHHIO Sa,Z[aHI/Iﬁ
CaMOCTOSITCILHOM pa6OTI)I CTYACHTOB BKIIIOUCHLI B (1)OHI[ OLCHOYHBIX CPEACTB AUCIHUITIINHBL

PexoMeHnauum no TeopeTnyecKoOMy 00y4eHH IO

Nzyuenne npucuumuud OII CIIO Tpebyer cucTEMAaTHYeCKOrO W IOCIENI0BATEIbHOIO
HaKOIIJICHUS 3HAHWH, OCHOBHAS YaCTh KOTOPHIX pHOOpeTaeTcs CTyIeHTaMu Ha JieKIuu. C 1ebio
ONTUMAJILHOTO MCIOJIb30BAHUS JIEKIIMOHHOTO BPEMEHH, CTYACHTY, KaK U K 3aHATUSAM UHBIX (opM,
HE0OXOAMMO OBITh OJITOTOBIIEHHBIM. B pamMKkax Takoi MOATOTOBKHU CTY/IEHT JOJDKEH:

— Tepea KakIOW JEeKIMeH NpocMaTpuBaTh pabOuyylo MPOrpamMMmy JUCHUIUIMHBI, YTO
IMO3BOJIUT COKOHOMUTE BPEM HA CbOpMy.]'II/IpOBKy TEMBI JICKHUOHHOT'O 3aHATUSA, paCCMaTPUBACMbIX
BOIIPOCOB, PEKOMEH1YeMOH JINTePaTyphl;

— Iepel O4epeaHON JEKIMEN MPOCMOTPETh IO KOHCIIEKTY MaTepHall IPEAbLAYIIEH JIEKIUN.
[Tpu 3aTpyaHeHUsIX B BOCHPHUATUU MaTepHajia CleAyeT OOpaTHTbCS K OCHOBHBIM HMCTOYHHKAM
mutepatypsl. Eciiu pazobpaThcsi B MaTepuase onsTh HE yAaloch, TO OOpaTUTech K JIEKTOpPY (10



rpaduky ero KOHCyNIbTallui) WM K IpernojaBaTesli0o Ha MpaKkTHYeCKUX 3aHaTusx. He cimemyer
OCTaBIISITh «OENBIX MATEH» B OCBOCHUH MaTepHana;

— oOparath BHUMaHUE Ha 3aIlVIaHUPOBAHHYIO (POPMY MPOBEACHUS JEKIIMOHHOTO 3aHATHS,
JUISL TOTO YTOOBI TPUEMBI U METOJIbI, UCTIOJIb3yEMbIE JIEKTOPOM, HE CTAJIM HEO)KUJAHHOCTHIO, ObLIH
3¢ (peKTUBHBI 32 CUET YCTAaHOBJICHUS KaueCTBEHHOM 00paTHOM CBA3H C ayIUTOPHUEH.

IIpu nmpoBepke yKa3aHHBIX 33JaHUM OLIEHUBAETCS OPUTMHAIBHOCTb, CAMOCTOATEIbHOCTD,
TBOPUYECKUN MOJIXO/, TIOTUYHOCTh U3JI0KEHUS, IPAKTUKOOPUEHTHUPOBAHHOCTH U JIp.

PexomeHaanMu M0 NPaKTHYECKOMY 00y4€eHUI0

OtpaboTka ymMeHUIl U BbIpa0OTKA MPAKTUYECKUX HABBIKOB CTYICHTOB B MEPBYIO OYEPEb
CBA3aHa C HX JEATEIbHOCTHIO HAa TMpPaKTUYECKUX 3aHATUAX. [lpakTuueckoe 3aHsATHE
npelHa3HayaeTcss JUisl YriyOJeHHOro HW3Y4YeHMsI OUCHUIUIMHBI M OBJAJECHUS METOO0JOTuei
NPUMEHHUTEIBHO K OCOOCHHOCTSM H3ydaeMOW OTpaciu Haykd. Bo MHOTOM NHOJATOTOBJIEHHOCTh
CTyJIEHTa K MPaKTUYECKOMY 3aHATHUIO OIpENeNseT pa3BUTHE €ro KOTHUTUBHOM cdepbl, pocT
npo(hecCHOHATLHOTO MacTepcTBa, (OPMUPOBAHME KOMIIETCHIMH coriacHo peamuszyemoir OI1
CIIO. B cBs3U ¢ 3TUM, CTYJEHT JIOJHKEH:

— UMeThb Ipu ce0e Ha MPaKTUYECKOM 3aHSATHM PEKOMEHIOBAHHYIO IIpernojaBaTesieM
JUTEpaTypy U UHbIC yueOHbIE MAaTEpPUAIIbI;

—3a077arOBpPEMEHHO B COOTBETCTBUH C PEKOMEHI0BAHHBIMU JIUTEPATYPHBIMU UCTOUHUKAMHU
npopaboTaTh TEOPETUUECKUIT MaTepHrall, COOTBETCTBYIOIIEH TEMbI 3aHATHUS;

— TIpU TOATOTOBKE K MPAKTUYECKUM 3aHATHUSIM MCIOJIb30BaTh HE TOJIBKO JICKIIUH,
KOHCIIEKThI, OCHOBHYIO U JOIOJIHUTENbHYIO YU4eOHYIO JIUTEPaTypy, HO U MaTepuaibl y4eOHBIX
MOPTAJIOB, POCCUICKUX, a TIPYU HEOOXOIMMOCTH MEXITyHapoaHbIX 0a3 manubix, PUHLI, eciu aToro
TpeOyet nzydenne qucruruinabl OI1 CIIO unu otaensHOTO ee paszaena (TeMbl);

— B MPOLIECCE MOATOTOBKU K MPAKTUIECKOMY 3aHATHIO C(HOPMYITHPOBATH, & BIIOCIEACTBUU
3a/1aTh MPENOIaBaTEeII0 BOIPOCHI IO MAaTepUaly, BbI3BABIIEMY 3aTPYJIHEHUS B €r0 IOHUMAHUU U
OCBOEHMHM, a TakKe TIpU BBIIOJHEHUU 3a/laHui, BBIACJIEHHBIX IIpernojaBaTesieM Ul
CaMOCTOSITENIbHOM pabOTHI CTYIEHTA;

— B XO0JI€ IPAKTHYECKOIO 3aHATUS JaBaTb KOHKPETHBIE, YETKHUE OTBETHI 110 CYLIECTBY
BOIIPOCOB;

— Ha MPAKTUYECKOM 3aHATHM JTOBOJUTH KaXAYH 3aJady J0 OKOHYATEJIbHOTO pELIeHMS,
JEMOHCTPUPOBaTh TOHMMAHHE IMPOBEIEHHBIX pPACUYETOB (AHAIM30B, CHUTYyallMil), B cly4yae
3aTpyaHEHUI 00pamaThes K MpernoiaBarento.

[Ipu mpoBepke yka3aHHBIX 3a/laHUM OLIEHUBAETCS OPUTMHAIBHOCTh, CAMOCTOATENbHOCTD,
TBOPYECKUN MOJIXO/, TIOTUYHOCTh U3JI0KEHUS, TPAKTUKOOPUEHTUPOBAHHOCTD U JIp.

PexomMengauum mo 3JIEKTPOHHOMY OOY4YeHHI0 M NPHMMEHCHHIO JHCTAHIMOHHBIX
o0pa3oBaTe/IbHBIX TeXHOJIOTHIi.

Cormacto ct. 16 ®denepanbHoro 3akona Ne 273-D3 ot 29.12.2012 «O6 O6pa3oBanuu B
Poccniickoit  ®@enepauun» 104 IJIEKTPOHHBIM O0YYE€HHEM IIOHMMAETCS OpraHU3alus
o0pa3oBaTeNbHONW JIEATENIPHOCTH C TPUMEHEHHEeM cojepxkauieiics B 0a3aX JaHHBIX U
UCIIOJIb3YEMON IPU pean3aluu 00pa30BaTeIbHbIX MPOrpaMM MHGOPMalUU U 00eCIeUNBAIOIINX
ee 00paboTKy MH(POPMAITMOHHBIX TEXHOJOTHHA, TEXHUYECKUX CPEACTB, a TaKke MH()OpMaIMOHHO-
TEJIEeKOMMYHUKALMOHHBIX CeTel, OOEeCHeunBaloUMX Iepeaady IO JIMHUSAM CBSA3M YKa3aHHON
uH(pOpMaINK, B3aUMOAECHCTBIE 00YyUYaIOIIUXCS U TIeJarOrMYeCKUX PaOOTHUKOB.

[lon  AUCTAHUMOHHBIMH  00pPa30BATEJbHBIMH  TEXHOJOTMSIMM  TIOHHMAalOTCA
oOpa3oBaTelbHbIE TEXHOJIOTUH, Pealu3yeMble B OCHOBHOM C IMpPHUMEHEHHEM HH(OpMaIMOHHO-
TEJIEeKOMMYHUKALMOHHBIX CETeH TNpU ONOCPEIOBAaHHOM (Ha pACCTOSHUU) B3aUMOJEUCTBUU
00yYaromuxcst ¥ MeJarorndeckux pabOTHUKOB.

DNeKTpoHHOEe 00y4YeHME IMpEeArnoyaraeT MCIob30BaHUE HWH(OpMaluU, cojepkanieiics B
0a3ax NaHHBIX, U1 UHMOPMAIIMOHHBIX TEXHOJOTHH M HMH(OPMAIIMOHHO-TEIEKOMMYHHUKAIIMOHHBIX
ceteil st ee oOpabOTKM M MepeAayu MpU B3aUMOACHCTBHM OOYYAIOIIMXCS M IMEJarornyeckux
paboTHuKOB.  JlucraHuMOHHBIE  OOpa3oBaTeNIbHBIE  TEXHOJOTMH  pealu3yloTcs — depe3
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WH(pOPMAITMOHHO-TEIEKOMMYHUKAIIMOHHBIC CETH, KOrJa OOydJaroniuecs W TeJaroruavyeckue
pabOTHUKN HAXOASTCS HA PACCTOSTHUH.

To ecTb ¥ B TOM, M B IPyrOM CiIydae MpeayCMaTPUBAETCS UCIOIb30BAHUE KOMIIBIOTEpA U
CeTeBOW  HMH(PPACTPYKTYpPhl, HO TPHU  DJICKTPOHHOM OOYYEHHH O3TO  HHCTPYMEHTHI
HEIOCPEICTBEHHOTO B3aWMOJICHCTBUS OOYYarOUIUXCS M IEJarorHYecKuX paOOTHUKOB, a IpH
JTUCTAHIIMOHHBIX 00PAa30BaTEIHHBIX TEXHOJIOTHUSAX — yIAJICHHOTO.

3.0CHOBHBIE BUIbl YYEFHOM JESTEJbHOCTH C TIPUMEHEHUEM JIOT:

— JIGKIIMH, peaju3yeMble BO BCEX TEXHOJOTMYECKHX cpelax: paboTa B ayJaMTOPUU C
AJIEKTPOHHBIMU YY€OHBIMH KYPCaMH IO/ PYKOBOJCTBOM METOJIMCTOB-OPTaHU3aTOPOB, B CETEBOM
KOMITBIOTEPHOM KJIacce B cucTteMe on-line (cucteMa OOIICHUS MperogaBaTeis U 00ydaroImuxcs B
peKUME peaTbHOTO BpeMeHH) U cucteme off-line (cucrema oO1ieHus, Mpu KOTOPOH MpernoaaBaTeb
U o0yuaronyiecss 0OMEHHUBAIOTCS HH(POpPMAIHEl ¢ BpeMEHHBIM MTPOMEXKYTKOM) B opMe Teje - U
BUJICOJICKIIUNA U JICKIUNA-TIPE3ECHTALIMI;

— MpPaKTUYECKUE, CEMHHAPCKHE W JIA0OpAaTOPHBIC 3aHSATHUS BO BCEX TEXHOJIOTHUYECKUX
cpenax: BUIACOKOH(pepeHInr, codecenoBanus B pexxume chat (cucrema oOIIEHUs, TPH KOTOPOU
YYaCTHUKH, MOJKIIIOUYEeHHBIC K MHTEpHET, 00CYKIAI0T 33JaHHYI0 TeMY KOPOTKHMH TEKCTOBBIMHU
COOOIICHUSIMHU B PEKUME PEATbHOTO BPEMEHH ),

— 3aHATHS B Y9€OHO-TPEHUPOBOYHBIX KJIACCaX, KOMITBIOTEPHBIN JTA00OPATOPHBIN MPAKTUKYM,
poeCCUOHATIbHBIC TPEHUHTH C HCIIOJIb30BAaHHEM TEJICKOMMYHHUKAIIMOHHBIX TEXHOJIOTHIA;

— y4eOHas MpaKTHKa, peann3alus KOTOPOH BO3MOKHA TOCPEACTBOM HH(POPMAITMOHHBIX
TEXHOJIOTUH; WHIMBHIYaJIbHbIC W TPYIIOBbIC KOHCYJIBTAIlMH, peajn3yeMble BO BCEX
TEXHOJIOTUYECKUX cpenax: ANEKTPOHHAS 1oyTa, chat-xondepenmmn, bopyMsI,
BUJICOKOH(EPECHIINY;

— camocrosTenbHas paboTa OO0y4aromMXxcs, BKIIOYAIONAs W3YYCHHWE OCHOBHBIX U
JIOTIOJTHUTEIBHBIX Y4eOHO-METOJANYCCKHX MATCPUAJIOB; BBIMOJIHEHUE PACUYCTHONPAKTHUECKUX U
pacueTHO-TpaUUECKUX, TECTOBBIX ¥ WHBIX 33JaHUi; BBINIOJHEHHE KYPCOBBIX IPOCKTOB,
HaIKMCaHUEe KYPCOBBIX padOT, TeMaTHUYECKUX pedeparoB U 3cce; pabOTy ¢ WHTEPAKTHBHBIMHU
yueOHUKaMd H Y4eOHO-METOJAMYSCKHMH MaTepHallaMd, B TOM 4HCIE C CETEBBIMH WA
ABTOHOMHBIMH MYJIbTUMEIUINHBIMUA DJIEKTPOHHBIMH yueOHUKaMH, MpaKTUKyMamH; paboTy cC
0a3aMu JTaHHBIX yJAJICHHOTO JOCTYIIA;

— TeKylHe W pPyOeKHbIe KOHTPOJIH, MPOMEXKYTOUHBIE aTTeCTAllMd C MPUMEHEHHEM
JTUCTAHIIMOHHBIX 00Pa30BaTEIHHBIX TEXHOJIOTHH.

OCHOBHBIE BHIbl YYEBHOHM JEATEJBHOCTH C NPUMEHEHHUEM
SJIEKTPOHHOI'O OBYYEHMUA:

CaMOCTOSITeNIbHAsl MHTEPAaKTHBHAsI M KOHTpOJUpyeMash MHTEHCHBHas padoTa CTyJIEeHTa C
y4eOHbIMM MaTepHuajlaMH, BKIIOYAIOIUMH B ce0s BUACOJEKLUH, CHalbl, METOJUYECKUe
PEKOMEHIalNHY 110 U3YYECHUIO AUCIUIUIMHBI U BBITIOJHEHNUIO KOHTPOJIBHBIX 3aJaHUN, KOHTPOJIbHBIE
Y UTOTOBBIE TECTHI.

4. YCJIOBUYS PEAJIM3ALIUUA ITPOT'PAMMBI IUCHUTIJIMHBI

4.1. Jlng peaau3auud NPOrpaMMbl Yy4eOHOW JUCHUIJIMHBI JOJLKHBI OBITh
NPeayCMOTPEHbI CIeAYIoLHe ClIelHaJIbHbIe TOMELIEeHHS

Peanuszanust mporpaMMbl y4yeOHOM JTUCHUIUIMHBI MpeArojaraeT Haluuue jJ1adbopaTopuu
«npopmMallMOHHBIE TEXHOJOTMM M JOKYMEHTAllMOHHOE obecneueHne mpodeccuoHaIbHON
nesTenibHOCTHY (YueOHast aynuTopus Ui MPOBENEHUS 3aHATUN JIEKIMOHHOIO THMA, 3aHSITUN
CEMHUHAPCKOT0 THUIIA, KyPCOBOTO MPOSKTUPOBAHUS (BBITIOTHEHHS KYPCOBBIX padoT), TPYMIOBBIX U
WH/IMBUIYAIbHBIX KOHCYJBTAIMN, TEKYIIIEro KOHTPOJIS U TIPOMEXYTOYHOH arTrectanun) — 316.

Ilepeuensb ocHo8HO20 060PYO0BAHUA:

Hocka memoBas - 1 .

Ctos KOMIIBIOTEpHBIH - 15 mT.

Cryn yueHnyeckuu - 11 mr.
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Kommprorep (MOHHTOp, CHCTEMHBIM OJIOK, MBIIIb, KIJIAaBHATypa) C BO3MOXKHOCTHIO
MOAKIIIOUeHUs K cetu «MHTepHeT» U 00ecredeHneM JAOCTYyIa B 3JIEKTPOHHYIO HH(POPMAITHOHHO-
00pa3oBaTeNbHYI0 Cpeay OpraHu3amuu - 12 mir.

Cron yuennueckui - 10 mmr.

Kadenpa — 1 mr.

Ckambs yyennueckas — 10 wr.

HNutepaktuBHas nocka — 1 mr.

Y4eOHO-HAMISTHBIC TOCOOUS

llepeuenv npoecpammHnozo obecnevenus:
Omnepannonnas cucrema Microsoft Windows XP SP3
OmneparmonHas cuctema «Anbt OOpa3oBaHHE»
Kaspersky Endpoint Security mist 6usneca — Cranmaptabiii Russian Edition. 1500-2499
Node 1 year Educational Renewal Licence
CorelDRAW Graphics Suite X3
Adobe Photoshop CS3
7-Zip 9.20
1C:Ilpennpusitue 8.2 (8.2.18.61) yueOnas
DneKTpOHHBIN nepuoandeckuit cpaBounuk «Cuctema TAPAHT»
IBM SPSS Statistics 20
Oracle VM VirtualBox 3.2.10
DneKkTpoHHBIN nepuoanueckuii cnpaBouyHuk «Cucrtema 'APAHT»
Adobe Reader X1 (11.0.08) - Russian Adobe Systems Incorporated 10.11.2014 187,00 MB
11.0.08
LiteManager Pro — Server
Skype
AnbT-UHBecT Cymm
Statistica Base 10 for Windows RU
4.2. UndopmanuonHoe odecrniedenne o0yueHust
Ocnognaa numepamypa:
1. loponuna, JI. A. JloxymeHTalmoHHOE 00ecrieueHNe yIpaBIeHUs : yUeOHHUK U IPAKTUKYM
JUIs cpefHero npodeccuonanbHoro oopasosanus / JI. A. Jloponuna, B. C. Mputukoa. — MockBa
: U3narenscTBo FOpaiit, 2021. — 233 ¢. — (IIpodeccuonansHoe oopazoBanue). — ISBN 978-5-
534-05783-6. — Texkct : anexrpoHHsbli // OOpa3oBatensHas miatdopma FOpaiit [caift]. — URL:
https://urait.ru/bcode/473802
2. Kopnees, 1. K. JlokymeHTannonHoe obecrieuenue ymnpasieHus + Tectsl B ObC : yueOHUK
U IPAKTUKYM JUIsl cpefHero npodeccuonanbHoro odpasosanus / U. K. Kopuees, A. B. ITmenko,
B. A. MamypneB. — 2-e u3z., nepepad. u momn. — Mocksa : UznatensctBo Opaiit, 2023. —
384 c. — (IIpodeccuonanpHoe obpa3oBanue). — ISBN 978-5-534-05022-6. — Tekcr
snektponnsiii // DBC IOpaiir [caiit]. — URL: https://urait.ru/bcode/438491

Jlonoanumensvhan numepamypa:

1. Abynanze /1. I'., Bempsoxkuna U. b., Macnosa B. M. JlokymeHTanimoHHoOe oOecrieueHne
yIpaBiieHUs niepcoHanoM : Yuebuuk u npaktukym s CITO. - Mocksa: FOpaiit, 2023. - 299 c. -
Texcer : anextporsiii / DBC «IOPAWT» [caiit]. - URL: https://urait.ru/bcode/452443

2. Jloponuna JI. A., UputukoBa B. C. JlokyMeHTaIllMOHHOE oOOecleYeHHue YIpaBICHUS :
VYyeOnuk u npaktukym s CIIO. - Mocksa: FOpaiit, 2023. - 233 c. - Teker : anextponHsbii // DBC
«FOPAUT» [caiit]. - URL: https://urait.ru/bcode/453767

3. KazakeBnu T. A., Tkanmu A. U. JlokymeHTanmmoHHOE 00ecTieYeHne yIpaBlIeHHs | Y 9eOHUK
u npaktukym Jas CIIO. - ucnp. u nom; 2-e u3f.. - Mocksa: FOpaiit, 2023. - 177 c. - Tekcer :
snextpounsiii // DBC «FOPAUTy [caiit]. - URL: https://urait.ru/bcode/452800

4. KopueeB U. K., ITmenko A. B., Mamypues B. A. JlokymeHTanmoHHOe obOecrieueHne
ynpasneHus + Tectol B ObC : Yuebnuk u npaktukym ns CIIO. - nep. u nom; 2-e usa.. - Mocksa:
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https://urait.ru/bcode/438491
https://urait.ru/bcode/452443
https://urait.ru/bcode/453767
https://urait.ru/bcode/452800

IOpaiit, 2023. - 384 c¢. - Tekcr : omektpounsii // DBC «IOPAWUT» [caiit]. -
URL: https://urait.ru/bcode/453688

5. Kysuenos U. H. JlokymenTanmonHoe o0ecredeHue yrnpaBieHUs TIEPCOHATIOM ;| YYeOHHK U
npaktukym s CITO. - Mockaa: FOpaiit, 2023. - 521 c. - Teker : anekrporusiii / DBC «FOPAUT»
[caitT]. - URL.: https://urait.ru/bcode/444432

Hopmamuenule npagosvie akmal:

1. TOCT P 7.0.8-2013. Cucrema craHgaptoB 1o uHoOpManuu, OHUOIMOTEYHOMY H
U3JaTeIbCKOMY Aemy. JeIonpon3BOICTBO U apXuBHOE Aeno0. TepMHuHBI U ompeneneHus. — Bre.
01.03.2014. — Mocksa :Ctannaptundopm, 2014. — 12 c.

2. TOCT P 7.0.97 - 2016. Cucrema craHmapToB mo uH(poOpManuu, OUOIUOTEYHOMY U
u3garenabckoMy Jeny. OpraHu3alMOHHO-PACTIOpAIUTENbHAss JOKyMeHTanus. TpeboBaHus K
odopmiienuro 1okyMeHToB. — Been. 01-07-2018. - Mocksa :Crangaptuadopm, 2014. — 28 c.

3. Meronuyeckue pEeKOMEHIAIMM MO pa3paboTKe WHCTPYKUUN IO JIEIONPOU3BOJCTBY B
dbenepabHBIX OpraHax UCIOIHUTENbHOM BiacTh (yTB. [Ipukazom Pocapxusa ot 23.12.2009 Ne 76
//[B pexn. ot 11.02.2013] // CIIC KoncynbrantlLittoc. — URL: http://www.consultant.ru.

4. Metoauyeckue peKOMEHIauu «JKCIepTU3a IIEHHOCTH U OTOOp B COCTaB APXHMBHOIO
¢onna Poccuiickoit denepanuu TOKyMEHTOB 1O JIMYHOMY cocTaBy» / Pocapxus, BHUNJIA. —
Mocksa, 2014 — 29 c.

5. O rocymapctBeHHoii TaiiHe: 3akoH P®: npunsat 21 urons 1993 r. [B pen. ot 29.07.2018] //
CIIC Koncynprantllnroc. — URL: http://www.consultant.ru.

6. OO6 apxuBHOM nene B Poccuiickoii @enepanyn :penep. 3axoH : mpuHAT 22.10.2004 : Ne 125-
@3 // CIIC KoucynsrantlImtoc. — URL: http://www.consultant.ru.

7. O6 unapopmManuy, UHPOPMALMMOHHBIX TEXHOJOTUSAX W O 3amuTe uHpopMmanuu: deaep.
3akoH: mpuHAT 8 utonst 2006 r.: Ne149-@3 [B pen. ot 03.04.2020] // CIIC Koncynbrantllntoc. —
URL: http://www.consultant.ru.

8. OO0 yTBepXKIeHHM MEpeyHs CBEACHUN, OTHECEHHBIX K TOCYIapCTBEHHOW TaiiHe : YKa3
[Tpesunenta Poccuiickoit ®epeparmu: npuHat 30.11.1995 (pem.or 08.08.2019)// CIIC
KoncyaprautlImtoc. — URL: http://www.consultant.ru.

9. OO0 aekrporHO# moanHcH :deaep. 3akoH : mpuHAIT 25.03.2011 : No 63-D3 [¢ u3m u 011,
BeTyI. B ety ¢ 31.12.2017] // CIIC KouncynprantlIimtoc. — URL: http://www.consultant.ru.

10. OK 011-93. OOGmepoccHiickmii KIacCH(PHUKATOP YIPABICHYECKONW TOKYMEHTAIlUU :@ YTB.
[TocranoBnennem ['occranmapra Poccum ot 30.12.1993 N 299) [pen. ot 17.07.2019] // CIIC
Koncynprantllnroc. — URL: http://www.consultant.ru.

11. [lepeyeHb THUIOBBIX ApXMBHBIX JOKYMEHTOB, OOpa3yIOIIMXCS B HAYYHO-TEXHUYECKOM U
MIPOM3BOJICTBEHHOH JIEATEIILHOCTH OPTaHU3aINii, C YKa3aHHEM CPOKOB XPaHEHHS : YTB. TIPUKA30M
ot 31 urosst 2007 r. Ne1182 // CIIC KoncynprantlLmtoc. — URL: http://www.consultant.ru.

12. TlepeyeHb TUTIOBBIX YIPABICHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yoIINXCs B poIecce
JeSITeIbHOCTH IOCYapCTBEHHBIX OPTaHOB, OPTaHOB MECTHOT'O CaMOYIPABJICHUS U OpraHu3aLui, ¢
yKa3aHUEM CPOKOB XpaHEHHUS : YTB. MpukazoM DeaepanbHOro apXuBHOro areHTcTsa 20 mexadps
2019 r. Ne236 // CIIC KoncynprantlLnroc. — URL: http://www.consultant.ru.

13.IIpaBuna  JETONpPOM3BOJICTBA B TOCYNApCTBEHHBIX OpraHax, OpraHax MECTHOTO
CaMOYIPAaBJIEHUS : YTB. yTB. Ipuka3zom denepanbHoro apxuBHoro areHrcrsa 22 mast 2019 r. Ne71.
// CIIC Koncynerantllmoc. — URL: http://www.consultant.ru.

14. TIpaBuna aenonpou3BOACTBa B (efepalbHBIX OpraHax HCIOJHUTEIBHOW BIIACTH @ YTB.
noctaHoByierreM IlpaBurensctBa P ot 15.06.2009 Ne 477. [B pen. ot 01.02.2020] // CIIC
Koncynprantllnroc. — Pexxum goctyma: http://www.consultant.ru.

15. IlpumepHoe mnonoxeHue o0 SKCHEpTHOW KOMHCcHM YTB. mpukazoMm DenepambHOro
apxuBHoro areHtcrBa ot 11 ampens 2018 r. Ned3 // Koncymprantllmoc: — URL:
http://www.consultant.ru/

Cneyuanuszupoeannsie nopmaiul
1. http://www.vniidad.ru/ - caiit Bcepoccuiickoro Hay4HO-HCCIIEI0BATEIILCKOTO HHCTHTYTA
JTOKyMEHTOBeIeHus 1 apxuBHOTro neina (BHUMA)
2. http://archives.ru/ - caiit ®enepanpHOro apxuBHOTo areHTcTBa (Pocapxusa)

14


https://urait.ru/bcode/453688
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3.

http://gaspito.ru/ - caiitr TOI'BY «locymapcTBEHHBINH apXHB COIHAILHO-TOIMTHIECKON

uctopuu TamMOOBCKO# 00IaCTH

4.

S.
6.
7

obnacTtu
https://www.constmb.ru - - CIIC Koncynbrantlliroc B r.TamboBe
https://www.e0s.ru — «3aektponnsie OpucHbie CHCTEMBD»
https://www.sekretariat.ru/ - ;xypaan«PRO-nenonpoun3BoacTBo»
IneKmpoHHO-CRPAgOUHbIE CUCHEMDBL:

DNeKTPOHHO-OMOIMOTeUHasT cHcTeMa «Y HUBEPCUTETCKas OMOIMoTeKa OHJaiH» — 0asa
JAHHBIX Y4eOHOH, y4yeOHO-METOOUYECKOM W Hay4yHOM JIUTepaTypbl IO OCHOBHBIM
U3ydaeMbIM JucHuILInaaM - http://www.biblioclub.ru
OnexkTpoHHO-OMOnnoreuHas cucreMa «lOpailT»: komtekuust «JlerengapHble KHUTH»
u kosutekius CIIO — anekTpoHHbIE BepcuH y4eOHOH B y4eOHO-METOIMYECKON JTUTEPATYPHI
0 DJKOHOMHUYECKHM, HOPUAMYECKHM, TyMaHUTAPHBIM, HWH)KEHEPHO-TEXHUYECKHM |
€CTEeCTBEHHO-HAYYHBIM HampasieHusam - http://www.urait.ru
Hayuynass osnekrponnas Oubnmoreka eLIBRARY.RU — kpymueiimuii poccuiickuii
MH(GOPMALMOHHBIM MOpTan B 00JacTH HAyKH, TEXHOJIOIMH, MEIULUHBI U 00pa3oBaHUs
(9JIEKTPOHHBIC BEPCHU POCCHICKUX HAYYHBIX KypHayioB) - http://elibrary.ru
['ocynapcrBennas nHdopMmarronHas cucrema «HaruonanpHast 31eKTpoHHast OMOIMOTeKa
— (OHA AMEKTPOHHBIX BEPCU TEUYATHBIX M3JAHUH, IEKTPOHHBIX W3JAHUNA M PECYpCOB,
MYyJIbTUMEAUMHBIX U3IaHUH U JIp. - https://H30.pd
OnektpoHHas Oubmmoreka TI'Y— 0a3a naHHBIX Hay4yHBIX TPYIOB IIpernoaaBarescii-
https://elibrary.tsutmb.ru
OBC «IPRbooks» — 0a3a nmaHHBIX y4eOHOW W HAYYHOW JUTEPATyphI, MEPHOTUICCKHC
U3JJaHUs, ayAMOKHUIW, BHJIEOKYPCHI, OHJIAliH TeCThl IO HaNpaBICHUSAM OOy4YEeHHUs
http://iprbookshop.ru/

3apybescnvle npogheccuonanvhnovie 6a3bl OAHHBIX:
1. SpringerOpen (pecypcel Springer OTKpHITOr0 JocTyma): 0a3a JaHHBIX. —

URL.: https://www.springer.com/gp/open-access/springer-open

2. WebofScience: nojguTeMaTnyeckas — pedeparuBHO-OmOMMorpapuveckas |

HAayKOMCTpUYICCKaAA Oasa JAaHHBIX. —
URL: http://apps.webofknowledge.com/WQOS_GeneralSearch_input.do?product=WOS&search_
mode=GeneralSearch&SID=Q1qfWXIiB25bAcrIBPM&preferencesSaved

3. Scopus: 6a3a ganubix. — URL: https://www.scopus.com/
Hcnonvsyemvie oopazosamensuvie nnamegopmot:
1. DnextponHas odpaszosarenbHas cpeaa MOODLE http://moodle.tsutmb.ru/
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5.KOHTPO.Ib Y OIIEHKA PE3YJBbTATOB OCBOEHHMA YYEFHOU JUCHUILIAHBI

Pe3ysibTarnl 00yyeHus

Kpurepum oueHkn

MeTtoanbl OLIEHKH

[Tepeuenn 3HaHUM,
OCBaMBaE€MbIX B  paMKax
JTUCHUIUTUHBL:  COJIEpKaHUE
aKTyaJIbHOM HOPMaTHBHO-
[paBOBOM JOKYMEHTAIlHH;
OCHOBHBIE TTOHSTHUS
JIOKYMEHTAIMOHHOTO
obOecrieueHUsT  yIpaBJICHUS;
KJIacCU(UKAIIHS
YIIPaBJICHYECKHUX
JIOKYMEHTOB; npaBuia
COCTaBJICHUS U OQOPMIICHUS
YIPaBICHUYECKUX
JOKYMEHTOB U BEJEHUS

JICJIOBOM TIEPEIUCKHU; COCTaB
JOKYMEHTOB  CIIELIMAJIbHBIX
CHUCTEM AOKYMCHTAIlUHU,
MpaBWJia OPraHU3allud BCEX
JTAroB paboThI C
JOKYMEHTaMH; MPUIIOKEHUS

POrpaMMBbI Windows,
UCIOJIb3yeMbIe e
peanuzauuun  3anad  JJOY;
COBpPEMEHHBIE
nH(POPMAIOHHBIE
texHojoruu JIOY mnonsTue
MEepPBUYHON  OyXxraiaTepckoi
JOKYMEHTAI1H; (bopmbl
MEPBUYHBIX  OYyXTalTepCKUX
JOKYMEHTOB,  COJepIKallux
o0si3aTeNbHBIE  PEKBU3HUTHI
NEPBUYHOTO YYETHOTO
JOKYMEHTA; TIpaBUjia U CPOKHU
XpaHEHUS NEePBUYHOMN
Oyxranrepckoit
JOKYMEHTAIlMK; TpoLeaypa
COCTaBJICHUS aKTa o
pe3yiabTatamMm
WHBEHTAPHU3AIMH, IPOEKTOB

MPUKA30B 10 TPOBEIAECHUIO
KOHTPOJIbHBIX TTPOLIEAYP

TectupoBanue.

«5» - 85-100% BepHBIX OTBETOB

«» - 70-84% BepHBIX OTBETOB

«3» - 51-69% BepHBIX OTBETOB

«2» - 50% u meHee

Omnpoc.

Onenka «5» - «OTJIMYHO» CTaBHUTCH,
eclii 00ydYaromuiics MOJHO H3JaraeT
Marepuai (0TBE4aeT Ha BOMPOC), AaeT
[IPaBUJIBHOE OIPEJIEIICHHEe OCHOBHBIX
NOHATUI; OOHApY>KUBACT MOHUMAHUE
MaTepuaia.

Onenka «4» - «XOpoILIO» CTaBUTCA,
ecnd  0oOydaloIIMiCcs JaeT  OTBET,
YAOBJIETBOPSIOUIUI TeEM xKe
TpeOOBaHUSIM, 4YTO U JUIS OLEHKH

«OTIMYHO», HO  JoIyckaer 1-2
OLLIMOKH.

Onenka «3» - «yIOBJIETBOPUTEIBLHO»
CTaBUTCH, eciu oOyyaromuics

0OHapy)XMBaeT 3HAHUE U MOHUMaHUE
OCHOBHBIX TOJIOKEHUN JaHHOU TEMBI,
HO U3JaraetT MaTepuasl HENoJHO U
HEMOCIIEI0BATENbHO, JOIYCKaeT
HETOYHOCTH U OIIMOKH B OTIPEICTICHUN
MOHITHI WIH POPMYITHPOBKE MPABHIL
Onenka «@» -
«HEYJIOBIIETBOPUTEIBHO»  CTaBHUTCH,
eciu oOydarouuiicss OOHapyXHUBaeT
HE3HaHUE Oonb1Ieit 4acTH
COOTBETCTBYIOIIETO BOITIpOCa,
JIOMyCKaeT OIUOKU B (OPMYITHUPOBKE
ONpEAEIICHUI U TPaBUJI, UCKaKAIOIIIHE
UX CMBbICT, OECHOpsIOYHO H3/araer
MaTepuai. DK3aMeH

Onenka «5» - «OTIIUYHO»
BBICTABJISIETCA 00ydJaromeMycs, €ciu
JIEMOHCTPHUPYETCS BCECTOpPOHHEE,

CHCTEMaTHUYECKOE U TIyOOKOE 3HAHHE
y4eOHOTo MPOrpaMMHOI0 Marepuania,
CaMOCTOSTECIIBHO BBITIOJTHECHBI BCEC
IPEIyCMOTPEHHBIE pOTpamMMoii
3aJjaHus, aKTUBHO paboTaBIIeMy Ha
MPAaKTUYECKUX 3aHATHUSAX,
MOKa3aBIIEMY CHUCTEMaTUYECKUI
XapaxkTep 3HaHUM, a  TaKxe
CIIOCOOHOCTH K UX CAMOCTOSITEIbHOMY
MOTIOJIHEHHIO.

TectupoBanue.
VYcrHblit ompoc.
[IuceMenHBIN  OmpocC.
DK3aMeH.
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PesynbTaTnl 00yyeHHs

Kpurepun onenkn

MeToabl OLIEHKH

Ouenka «» - «XOPOILO»
BBICTABIIIETCS O0y4aromeMycs, €ciiu
JEMOHCTPHUPYIOTCS JIOCTaTOYHO
MOJTHOE 3HAHUE yaeOHo-
POrPaMMHOTO MaTepuara,
CaMOCTOATCIIBHO BBITIOJTHCHBI BCE
MPelyCMOTPEHHbBIE IpOrpaMMoit
3aaHus, OJIHAKO JOTYIIEHbI

HETOYHOCTH IPU MX BBIIIOJHEHUH,
Onenka «3» - «yIOBJIETBOPUTEIBLHO»
BBICTaBIISIETCS 00y4JaroLEMYyCsl, €CIIU

JIEMOHCTPHUPYIOTCS poOeITbI B
3HaHMIX OCHOBHOT'O y4eOHO-
MPOrPaMMHOTO MaTepuana,
CaMOCTOSITEIILHO BBITTOJIHEHBI
OCHOBHEBIC MIPETyCMOTPCHHBIE
POTPaMMOi 3aJlaHMs, OJTHAKO
JOMYIICHB ~ OMMOKKM  Mpu  HX
BBIITOJIHCHUH.

Ouenka«2» -

«HEYJIOBJIETBOPUTEIBHO
BBICTABIIICTCS O0y4aromeMycs, €ciiu
00HapyKUBAIOTCS TPOOEIIbl B 3HAHUSX
W OTCYTCTBUE 3HaHUHI 10
3HAYUTENBHOM  4YacTH  OCHOBHOI'O
yueOHOro MaTepuana, HE
BBINOJIHUBLIEMY CaMOCTOSITENILHO
IIPEeyCMOTPEHHbIE IPOTPaMMOii
3aJlaHus, JIONyCTUBIIEMY
NPUHIUITHATHHBIE OIITMOKH B
BBINOJIHEHUH MPEIYCMOTPEHHBIX
IIPOrpaMMoOi 3aJaHUM.

Ilepeuenn YMEHUH,
OCBaMBa€MbIX B  paMKax
JUCLUIUIMHBL: OCYLIECTBIIATh
TIOUCK, aHaJIN3 u
HCIIOJIb30BaHNE
HOPMAaTUBHOIIPABOBbIX
JOKYMEHTOB B TPUMEHEHHUH K
3agadam JIOY; coctaBisaTh u
0(hopMIIATH yrpaBIEeHYECKYIO

u poQeCCHOHATIBHYIO
JOKYMEHTAIHIO B
COOTBETCTBHE c
HOpPMaTHUBHOMN 6a3oii;
WCTIOJH30BATh

YHU(DUIUPOBaHHbIE  (POPMBI
JOKYMEHTOB; OCYIIECTBIISTh
JIeTIOBYI0  TEPENucKy |

noaAACPKUBATh JJICKTPOHHEBIC
KOMMYHHKAIUU; TMPUMEHATh
cpeacTBa MH(OPMALMOHHBIX

Orenka «5» - «OTIIUYHO»
BBICTABJISIETCSA, €CJIM  O0ydJarouuics
JEMOHCTPUPYET TIIyOOKHE 3HAHUA
TEOPETUYECKOTO W  TMPAKTHIECKOTO
MaTepuaiga MO TeMe MpPaKTHUYECKON
pa6OTI)I, IIOKa3bIBACT YCBOCHHEC
OCHOBHBIX TIOHATUH, UCIIOJIb3YEMBIX B
pabote, 0€30IMOOYHO M B TOJHOM
o0BeMe BBITIONIHSET 3a/IlaHuE.

Ouenka «» - «XOPOIIO»
OO6yuarouuiics JIEMOHCTPUPYET
3HaHUS y4eOHOro mMarepuania Mo Teme
NPaKTUYeCKOM  paloThl, JIOMyCKas
HC3HAYUTCJIBHBIC HCTOYHOCTHU IIPHU
BBITNIOJTHEHUH 3a/laHus pu
MpaBWJIBHOM  BbIOOpEe  ajropurMa

pelIeHUs 3a/JaHus.
Ouenka «3» - «yIOBJIETBOPUTEIHLHO»
BBICTABIISICTCS, €CIM OOyJaroImuics B
1[EJIOM OCBOMJI MaTepua

OneHka pe3ynbTaToB
BBIITOJIHCHU ST
MPAKTUYECKON paboThI
DKCcnepTHOE
HaOJII0ICHUE 32 XOJI0M
BBIITOJIHCHU S
MPAKTUYECKON paboThI
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PesynbTaTnl 00yyeHHs

Kpurepun onenkn

MeToabl OLIEHKH

TEXHOJIOTUH [JISI CO3JaHHUS U

opopmileHUS ~ JOKYMEHTOB;
pa3dupatbcsi B CHCTEME
BHYTPCHHETO
JOKyMEHTO000pOTa
OpraHu3aIiK; OCYIIECTBIIATH
XpaHeHUe u MOUCK

JOKYMEHTOB; pa3Ouparhcsi B
HOMEHKJIAType /e,

UCTOJIb30BAaTh COBPEMEHHOE
porpaMMHOE 00eCIieUeHUE B

ANEKTPOHHOM
JOKYMEHTO000pOTE;

IIPOBEPSTh HaJlIuyue B
MIPOU3BOJIBHBIX  IEPBHYHBIX

OyXrajaTepcKkux JTOKyMEHTaX
00sI3aTeNbHBIX  PEKBU3UTOB;
COCTABIISITh AKTHl U CHPABKU
TI0 pe3y/bTaTaM BHYTPEHHETO
KOHTPOJIS; dbopmupoBathb
MPOEKTBHI IPUKa30B u
pacropsKeHUN 1o
NPOBEJCHUIO  BHYTPEHHETO
KOHTPOJIS,

NPaKTUYECKOH PabOThI, JOMyCKaeT
ONMIMOKK TIPY BBIMIOJIHCHUH 3aJaHus,
BHIOOp  alNropuTMa  BBITIOJHCHUS
3aJjaHUs BO3MOXKCH IPH HABOJSIIUX
BOIIPOCAaX MPETOIaBaTelIs.

Ouenka W@» -
«HEYIIOBIICTBOPUTEIHHOY
BBICTABIISICTCS OOyYaromeMycs, €cClin
OH UMEET CYIICCTBEHHBIC MPOOEIHl B
3HAHUSAX OCHOBHOTO yaeOHOTO
Marepuaia MpaKTHYeCKOW paboTHl,
JIOIYyCKAeT ONIMOKU TPU BBITOJHCHUU
3aJjaHus, HENPaBUJIbHO  BBIOMpaeT
aJrOPUTM JICUCTBHIA.
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6. OCOBEHHOCTHU OPI'AHM3AIIUU OBPA3OBATEJIBHOI'O IPOLHECCA
JJISI UHBAJIM1OB U JIML C OT'PAHUYEHHBIMU BO3SMOXKHOCTSAMMU 310POBbsA

OOydyeHre WHBAIMIOB M JIMI C OrPAaHUYCHHBIMH BO3MOXKHOCTSMH  3JIOPOBBS
OCYILIECTBIISIETCS] B COOTBETCTBHH C:

[Tpuxazom MunucrepctBa npocsemienus: Poccuiickoit ®@enepannu ot 24 asrycra 2022r.
Ne762 «O6 yrBepxkacHuu Ilopsaka opraHu3alli W OCYIIECTBJICHHS 00pa30BaTeIIbHOM
JEeSTEIbHOCTH 110 00pa30BaTeIbHBIM IPOrpaMMaM CpeHEro npopeccuOHaIbLHOI0 00pa30BaHUNY;

MeToaudyeckuMi PEeKOMEHJANMUSIME 10 OpraHu3aluyd 00pa3oBaTEeNLHOTO Ipolecca s
0o0y4eHHs MHBAJIUAOB U JIUI| C OTPAaHUYEHHBIMU BO3MOKHOCTSIMHU 3JI0pPOBbsI B 00pa30BaTeIbHBIX
OpraHM3aIysaX BeICHIEr0 00pa30BaHUs, B TOM YHUCIIE OCHAIIEHHOCTH 00pa30BaTeIbHOro Mmpoliecca
(yrBepx et 08.04.2014 r. No AK-44/058BH);

TpeboBanusiMu Kk opraHu3zali 00pa30BaTEIBHOIO Mpoliecca Al 00y4yeHUs] UHBAIUAOB U
JUI] ¢ OTPAaHUYCHHBIMH BO3MOXKHOCTSMH 3JI0POBBS B NMPOQPECCHOHAIBHBIX 00pa30BaTEIbHBIX
OpraHM3alysaXx, B TOM YHCJIE OCHALIEHHOCTH 00pa3oBaTENbHOrO Mpouecca (yTBEpKIACHbI
26.12.2013 Ne 06-2412BH).

MeToauyecKuMHI PeKOMEHIAIUSIMU 110 Peaiu3alui 00pa3oBaTeIbHBIX IPOrpaMM CPEIHErO
po(ecCHOHATLHOTO 00pa30BaHusS U MPO(ECCHOHALHOTO OOyUYEHUS JIMII ¢ WHBAJIHIHOCTHIO U
OTPaHUYEHHBIMH BO3MOXXHOCTSIMU 3JIOPOBBSI C TPUMEHEHHEM DJJIEKTPOHHOTO OOy4YeHUus u
JUCTAaHIIMOHHBIX  oOpa3oBarenbHbIX  TexHosorui  (yrBepxkaenst MUWHITPOCBEIIEHUA
POCCHMU 10.04.2020r. Ne 05-398)
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7. JIucT BHeceHUs] M3MeHeHM
B pabovyI0 MporpamMmy Mo JTUCITUTUINHE «J{0KyMEHTAIIMOHHOE 00eCTIeueHUE YIIPABICHHUS» 110
CIIENUATILHOCTH CpeIHeTo podeccrnonanbHoro oopasoBanus 38.02.06 «DUHAHCH», yTBEPKIECHHYIO
Ha 3acemaHuM Kadeapbl OW3Heca W pa3BUTHS TpodeccHoHampbHOro MmacrepctBa MHcTHTyTA
KpEaTUBHBIX MHAYCTPUH, SKOHOMHUKHU U TIPEANPUHUMATETHCTBA 9 ceHTAOps 2024 1. mpoTokost Ne 2.

Howmep TekcT n3meHeHus ITporokon 3acenanus kabeapbl
U3MEHEHUS Ne | Jara
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