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Pabouas mporpamMma y4eOHONH IUCHMIUIMHBI «/l0OKyMeHTHpPOBaHUE YNPaBJeHYeCKOi
AeATEeJBLHOCTH»  pa3padoTaHa  Ha  OCHOBaHMU  (perepaJbHOr0  TOCYJIapCTBEHHOIO
00pa3oBaTeNbHOIO CTaHJapTa BhICIIEro oOpazoBaHMs 1O HamparieHuio moarotoBku 38.03.01
JkoHoMuka (ypoBeHb OakajaBpuaTa), VYTBEPXKJICHHOIO0 NpHKa3oM MUHUCTEPCTBA
oOpa3oBanus u Hayku Poccuiickoit @eneparuu ot 12 HosOps 2015 1. Nel1327, yuebGHOro 1iana
0 OCHOBHOI mpodeccnoHanbHOM 00pa3oBaTeNbHON MporpaMMe BBICIIETO 00pa3oBaHUs IO

HaIIpaBJICHUIO ITOATOTOBKHU «IKOHOMHKA.
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1. O0une mMoJI0KEeHUA

1.1. Ilenw u 3a0auu oucuyuniumsl

Henp y4yeOHOM JUCHMIUIMHBI 3aKiio4yaeTcss B (OPMHPOBAHUU Y  CTYACHTOB

TEOPETUYECKNX 3HAHMA W TMPAKTUYECKHX HABBIKOB IO TOATOTOBKE M  O(OpPMIICHUIO
OpraHU3aIMOHHO-PACTIOPSAAUTENbHBIX JOKYMEHTOB Kak 0a30BOro Ipoliecca B pealn3ally BCexX
yIpaBieHYeCKUX QYHKIUH.

3anauu yueOHOM TUCHUILINHBL

B pe3ynbrare n3ydeHus JUCIUTIIMHBI 00yJatOIIUIACS JTOKEH:
— TMOJIYYUTh CHCTEMHOE IMPEJICTaBICHHE O MOJIrOTOBKE M O(POPMIICHHIO OPraHU3aIMOHHO-
pacIoOpsAAUTEIIBHBIX JOKYMEHTOB,;
— OBJIQJIETh METOAMKOMN MOATOTOBKH M O(POPMIICHUSI OpPraHU3alMOHHO-PACTIOPSIUTEIbHBIX
JIOKYMEHTOB;
— MpUOOpECTH CIMOCOOHOCTM HA MPAKTHKE OCYIIECTBIATH MPOLEAYPY IOATOTOBKH H

O(i)OpMJ'IeHI/IH OpraHnu3alluOHHO-PACTIOPAAUTCIIBHBIX JOKYMCHTOB.

1.2. Mecmo yuebHOU OucyuniuHol 6 CHMPYKmMYype OCHOBHOU

npogheccuonanvroil 00pazoeamenbHoOU NPOSPAMMDL.
JucuuminuHa sBisieTcs 00s13aTeNbHBIM 3JIEMeHTOM BapuatuBHOHM yactu brnoka 1 OITOIL.

1.3. Ilnanupyemvie pe3ynromamuvl 00y4eHUA RO YUEOHOU OUCUUNTUHE 6
PAMKAX RIAHUPYEMBIX Pe3)IbMANO08 0C60CHUA OCHOBHOU NpPoheccuoHaIbHOU
o00pazosamenvHOll NPOZPAMMDL.

IIporiecc ocBoeHMs yueOHOM JTUCHMIUIMHBI HampaBieH Ha (QOpPMHpPOBAaHUE Y

oOyuaromuxcs cneayromux komnereniuu: OIIK-2; ITK-3; T1K-2

B pesymbrate OCBOEHHSI AMCIMIUIMHBI CTYACHT JO/DKEH JIEMOHCTPUPOBATH CIETYIOIINE
pe3yJbTaThl 00pa30BaHUS:

Kon
KOMIIETEH ConepxaHre KOMITETSHITUN PesynbTaTel 00yueHus

1805071

OIlK-2 CIOCOOHOCTBIO OCYIIECTBIISATh 3HaTh: METOJI0JIOTHIO cOOpa, aHaIu3a U

cbop, aHanu3 U 00paboTKy 00paboTKH JaHHBIX
JIAHHBIX, HEOOXOIUMBIX ISt YMeTh: 0CyIIeCTBIATh COOp, aHATTN3 U
pelieHus npodecCuoHaTbHBIX 00paboTKy TaHHBIX, HEOOXOAUMBIX IS
3a71a4 penreHus mpodeccnoOHATBHBIX 331a9




Brnagets: Meromonoruei coopa, aHanmusa u
00pabOTKH JaHHBIX

I1K-3

CHOCOOHOCTBIO BBITTOJHSATH
HEOOXOIUMBIE JJIS1 COCTABIICHHS
YKOHOMHYECKUX Pa3JICIOB
TUTAHOB PAacyeThl, 000CHOBHIBATH
UX U TPEJICTABIATH PE3YJIbTaThl
paboThI B COOTBETCTBUU C
NPUHSATHIMU B OpTraHU3aIuU
CTaHJapTaMH

3HATh: MPUHATLIC B OpraHu3aliv CTaHdapThl
S9KOHOMMYCCKHUX pa3aciioB IJIAHOB paCUYCThL

VYMeTh: BBINOIHSITH HCO6XOI[I/IMBIG 1A
COCTaBJICHHUA SKOHOMHNYCCKUX pa3aciioB I1JIaHOB
pacycCThI, 000CHOBBIBATH UX U MMpEaACTaBJIATH
PE3YyJIbTaThbl pa6OTBI B COOTBCTCTBHUHU C
IMPUHATBIMHU B OpraHyU3aln CTaHaAapTaMu

BJ'Ia,Z[eTBZ HaBBIKaMHM pacye€Ta u 000CHOBaHMUS
9KOHOMHYCCKUX pa3aCJIOB I1JIAHOB

[1K-2

CIIOCOOHOCTBIO HAa OCHOBE
TUTIOBBIX METOJUK U
JIEUCTBYIOILIE HOPMATUBHO-
IIpaBOBOM Oa3bl pacCuUTaTh
SKOHOMHYECKUE U COLUAIBHO-
SKOHOMMYECKHE MTOKA3aTeNH,
XapaKTePU3YIOIIIe JIeATEIbHOCTh
XO3SIUCTBYIOIINUX CYOBEKTOB

3HaTh: TUTIOBBIC METOJIMKHU U JACHCTBYIOIINE
HOpPMaTHBHO-TIPaBOBOi 0a3bl

YMeTh: paccyuTaTh Y9KOHOMHUUYECKUE U
COLIMAJIbHO-)KOHOMHUYECKHUE TIOKA3aTEIIN,
XapaKTEePU3YIOLIUE ACATENbHOCTD
XO3SHMCTBYIOIINX CYOBEKTOB

BnageTs: HaBBEIKAMHU HCITOJIBE30BAHUS THIIOBBIX
METOJMK U AEHCTBYIOLIEH HOPMATHUBHO-
MIPaBOBOI 6a3bI

2. O0beM y4eOHOH TUCHMILIHHBI, BKIKYAasi KOHTAKTHYI0 Pa00ThI

oﬁyqammerom C mpenmoaaBaTejieM U CaMOCTOATECIIbHYIO p360Ty

o0y4yaromerocst

OO6m1ast TpyA0€MKOCTh YU4€OHOM TUCIUTUTMHBI COCTABISAET 4 3a4€THBIX €UHUIL.

Ounas popma 0dyuenus

. Cemect
Bun yuebHo# paboThI Bcero uacos 3 P
AyIUTOpHBIE YUeOHbIe 3aHATHSI, BCEro 36 36
B ToMm uncne:
YyeOHbIe 3aHATHS JIEKIIMOHHOIO THIIA 12 12
[TpakTHUeckue 3aHsTHSI 24 24
CamocTrosiTesibHAs patoTa 00y4aOIINXCS, BCET0 99 99
B ToMm umncrne:
CamonoaroroBka 59 59
Joxmnaapl/pedepaTs 24 24
TectupoBanue 16 16
KoHTpo/b: BUIBI IPOMEXKYTOUHOI aTTeCTANINU 9 JK3aMeH
(3a4eT, IK3aMeH)
O01mast Tpy10eMKOCTh Y4eOHOM U CIUIIHHbI 144
Ouno-3aounas gpopma ooyuenusn
. Cemectp
Bun yuebnoli paboThl Bcero gacos 9
AyauTopHBIE y4eOHbIe 3aHATHS, BCEro 36 36




B ToMm uncrne:
YyeOHble 3aHATHS JIEKIIMOHHOI'O THIIA 18 18
[TpakTHueckue 3aHsITHs 18 18
CamocTosiTeJibHasi padoTa 00y4aluuxcsi, BCero 99 99
B ToMm uncine:
CaMonoaroroBka 59 59
Jloxnaapl/pedepaTsl 24 24
TectupoBanue 16 16
KoHTpoJib: BUABI IPOMEKYTOYHON ATTECTALMH 9 JK3aMeH
(3auet, 3K3aMeH)
OO0masi TPy10eMKOCTb Y4eOHOM THCIUTITHHbI 144
3aounasn hopma odyuenusn
N Cemectp
Bun yuebHoit paboThl Bcero wacos 9
AyauTopHble yueOHble 3aHATHS, BCEro 20 20
B ToMm umncne:
Y4eOHbIe 3aHATHS JISKIIMOHHOTO TUTIA 8 8
[TpakTHueckue 3aHATHS 12 12
CamocrosiTejibHasi padoTa 00y4aluuxcsi, BCero 115 115
B ToMm umncne:
CaMonoaroroBka 75 75
Jloknasl/pedepats 24 24
TecTtupoBanue 16 16
KoHTpoJib: BUABI MPOMEKYTOUHON aTTecTaAllUH 9 JK3aMeH
(3auet, 3K3aMeH)
OO0masi TPy10€eMKOCTb Y4€OHO U CIIUNIHHBI 144

3. ConeprxaHue y4eOHOM TMCIUTLINHBI

3.1. Yuebno-memamuueckuii nian no o4Hou gopme odyueHus

OO0BeM ayTMTOPHBIX 3aHATHH cocTaBiseT 36 4.

O0Bem camocTosATeNnbHOM padboThl 99 u.

Monynb, pa3aen (Tema)

@OpMBI KOHTPOJISI OCBOEHUS
Bunsl yueOHOM paboTHI, o0yyaromuMucs yaeOHoi
aKaJIeMUYECKUX YacOB JVICIIATUTHHBL, PEHTHHTOBBIX
6amu1oB
< o
= Tekymmit
5 s KOHTPOJIb
[
ol& 5 Konrakthas pabota OCBOCHIS MpomeryTouras
816'< IperoaaBaTess ¢ aTTecTamHs
R 5 & 00y4arOmUMHUCS |  obyuarommxcs
8 = 00y4aronMucs N
S yueOHOU
<
o JUCIUIIJIMHBI




g
- ~
c = 5 .
s 3 & = -
- Z : :
3 = 5 = & 8
m o O %) =~ <
S g = 5 o
=1 = = 159
5 Z £ =
S éi ¢
Tema 1.
1 JIOKyMEeHTOO00POT U 44 | 32 12 4 8 + +
(OpMBI ero opraHu3anuu
Tema 2.
Opranu3aluroHHO-
2 P " 45| 33| 12 | 4 8 + +
pacnopsituTesbHas
JOKYMEHTAIHSI
Tema 3.
[IpousBoacTBeHHO-
3 porsBon 46 | 34 | 12 | 4 8 + +
XO3HCTBEHHAs
JOKYMEHTAIHSI
BCEI'O YACOB 1441 99 | 36 12 24 9
3.2. Yueono-memamuueckuii njian no 04HO-3a04HOI (hopme 00yueHuA
O0Bem ayTMTOPHBIX 3aHATHI cocTaBiser 36 .
O0BeM caMoCTOSATEIIBEHON paboThl — 99 .
OuHo-3a0unas popma 0Oyuenus
@OpMBI KOHTPOJISI OCBOCHUS
Bunsl yueGHOM paboTHI, o0yyaromuMucs yaeOHoi
aKaJIEeMHUYECKHUX YacOB JMCIUTUTHHBI, PEHTUHTOBBIX
6ayu10B
Ne = Tekymmit
n/ | Monyns, pa3zien (Tema) 4 yi
S s K 6 KOHTPOJIb
n o |& 5 OHTaKTHas paboTa OCBOGHILS MpomesyTouras
816'g TperoaaBaTess ¢ aTTecTamHs
R 5 & OOYYaIOUIUMUCS |  o6ywasoummxes
8 = 00y4aronMucs N
S yueOHOU
S JMCIUTLTHHEI




g
- ~
g = 5 .
s 3 & = -
s f ¢ | 1]
Q = o = o ™
m o O %) =~ <
= = =S 5 Q)
= = = 59
5 = g =
S éi ¢
Tema 1.
1 JIOKyMEeHTOO00POT U 44 | 32 12 6 6 + +
(OpMBI ero opraHu3anuu
Tema 2.
Opranu3aluroHHO-
2 P " 45 (33| 12 | 6 6 ¥ +
pacropsIuTeabHast
JOKYMEHTAIHSI
Tema 3.
[IpousBoacTBeHHO-
3 porsBon 46 | 34 | 12 | 6 6 ¥ +
XO3STCTBEHHAS
JOKYMEHTAIHSI
BCEI'O YACOB 1441 99 | 36 18 18 9
3.3. Yueono-memamuueckuil niaH no 3a04Hou hopme 00yueHus
O0bem aynuTopHbIX 3aHATHH cocTaBiser 20 u.
O6beM camocTosTeNbHON paboThl — 115 4.
3aounasn ¢popma ob6yuenus
®opMbI KOHTPOJISE OCBOCHUS
Bunel yueGHoI paboThI, oOyyaromuMucs yueOHon
aKaJIeMHYECKHUX YacoB JMCIUIUTHHBL, PEHTHHTOBBIX
0amu1oB
Ne = Tekymmit
n/ | Mogyns, paznen (Tema) a ym
S s K 6 KOHTPOJIb
i o g § OHTaKkTHas pabora OCBOHILS o O S—
3128 IpernoJiaBaTess ¢ atTecTaiys
m |5 < 6 06}"‘1aK)IJ—II/IMI/IC5I obyuarommxcst
8 w 00yJaromUMHUCs N
S y4eOHOI
& JMCHUTUIMHBI




2 .
3 - g ;
g 2 g
5 : : 2 3 2
= = =S 5 Q)
=1 = = 159
5 Z £ =
S éi ¢
Tema 1.
JIoKyMeHTO000pOT 1 46 | 38 8 4 4 + +
(hopMBI €ro opraHu3anuu
Tema 2.
Oprauu3aloHHO-
P H 44 | 38 | 6 2 4 + +
pacropsAuTeIbHas
JIOKYMEHTAIUS
Tema 3.
IIponzBoacTBEHHO-
POU3BOLL 45 | 39 | 6 2 4 + +
XO34iicTBEHHAs
JIOKYMEHTaIUS
BCEI'O YACOB 144 | 115 | 20 8 12 9

4. YueOHO-MeTOoau4YeCKOe 00ecriedeHue CaMOCTOSITeIbHOM padoThI

o0y4aromuxcs Mo y4e0OHOMH TUCHHUILINHE

Tema 1. JIokyMeHT0000pPOT M (pOPMBI €10 OpraHu3 AU

ITepeyenb u3y4yaeMbIX 3J1eMEHTOB CO/Iep:KaHUS Y4eOHOM JUCHUTITIHHBI

JIOKyMeHTOOO0pOT M (QopMbl ero opraHuzanuu. PopMmbl OpraHuzanu padboTsHl C
nokymeHTamMu. Tabenb ¢opm moxkymeHToB. PaboTa ¢ KOH(UIEHIMANTbHBIMH JOKYMEHTaMH.
Pabota ¢ mucbMamu U oOpailieHMSAMHU TpaxaaH. TpeOoBaHMsS K PETUCTpallMM JIOKYMEHTOB.
KonTpons ucnonnenns qokymeHToB. HoMeHKaTypa Aen opraHu3anuu. JKCIEpTH3a LEHHOCTH
JOKYMEHTOB. Peructpanus u cuctemarusanusi JOKyMEHTOB. KOHTpoib HCIOJIHEHUs
nokyMeHTOoB. ®opmupoBanue aen. [loaroroBka JOKYMEHTOB K AapXMBHOMY XPAaHEHUIO.
XpaHeHne JOKyMEHTOB.

VHudukauus v cTaHAapTH3alus B JEJIONPOU3BOJACTBE. YHHUQPUIMPOBAHHAS CHCTEMa
nokymeHTaiuu. OO0miepoccuiickuii kiaccudukaTop yrnpaBieHUeCKol gokyMmeHTanuu. CoctaB u
oopmieHHe PEKBU3UTOB OPraHU3allMOHHO-PACTIOPSIUTENIHOW  TOKYMEHTalUuu. biaHku
JIOKYMEHTOB.

HenoBoe muceMo. Ilucbma, TpeOyromme NHCbMa-OTBETa: MHUCHMA-NPOCHOBI, MUChMa-
oOpamieHus, NHCbMa-TIpeATIoKeHus (MHCbMa-TIPEICTaBIEHUs), MUCbMa-3alpoChl, IHChMa-
TpeOoBanus. [luceMa, He TpeOyrolue OTBETa: MUChbMa-HANIOMUHAHUS, MUChMa-TPUTIIALICHHUS,
MUChbMA-TIOATBEPKIACHHSI, NMUChMa-OTKa3bl, CONPOBOAUTEIbHBIE MHCbMa, NUChbMa-U3BEIICHMUS,
rapaHTUiHbIe MUChMA, HH()OPMALIMOHHBIE TUChMA.

Bomnpocel 11 caMONOATOTOBKH

1. JToxkymeHTOO0OpOT U (POPMBI €r0 OpraHu3aIH

2. YHI/I(I)I/IKaI_[I/ISI U CTaHAapTU3alusd B ACJIIOMPONU3BOACTBE.
10




3. JlenoBoe mucbMO
@opMBbI KOHTPOJISI CAMOCTOSATEIBLHOMH PadoThI 00y4aIOIIUXCS: TIPOBEPKA OTBETOB Ha
BOIIPOCHI CAMOIIOATOTOBKH.

Tema 2. Opranu3anoOHHO-PACIOPSAAUTEIbHAS JOKYMEHTAUS

IlepeyeHb U3y4yaeMbIX 3JIEMEHTOB COAEPKAHUA YUeOHOM TUCIUIIUHBI

OpranuzalliOHHO-pacCoOpAIUTENbHAs  JAoKyMeHTauus. llocraHoBieHusi, pelieHus,
yKa3aHUs, MPUKa3bl, PACHOPSDKCHUS, BBIMHCKUA M3 TMPUKA30B U JPYrHX OPraHU3alMOHHO-
pacropsiAUTEIbHBIX TOKYMEHTOB.

[TogroroBka pacnopsiAMTENbHBIX  JIOKYMEHTOB. M3yueHue cymiectBa  BOMpOCa,
IMoAroTOBKA MNPOCKTAa JOKYMCHTA, COITIACOBAHHUEC NOKYMCHTA, IMOAIMUCAHUC. KOHCTaTI/IpyIOH_IaSI u
pacnopsaauTeiibHad 4aCTH PpACIIOPAAUTCIBHOIO JOKYMCHTA.

WNudopmannoHHO-CIIpaBOYHbIE TOKYMEHTHI. [IpOTOKOIBI, JOKIaIHBIE U OOBSICHUTEIIEHBIC
3aIMKCKH, 3asBJICHHUSI, TeJIETPaMMBbl, TEJIEKCHI, (hakKcorpaMMbl, TeJIeOHOTpaMMBbL. AKTBI, CIIPABKH,
CBOJIKH, 3aKJIIOYCHHUS, IEPEUHH.

Opranu3aliOHHO-TIPABOBbIE TOKYMEHTHI. Y CTaB, MOJOKEHUE, UHCTPYKIUS, PErJIAMEHT,
JOJKHOCTHASI MHCTPYKIUS, IITATHOE PACICaHUE.

Bonpocsl 11 caMONOATOTOBKH

1. Opraau3anuoOHHO-PACTIOPSAUTEIbHAS TOKYMEHTAIIHS.

2. IloarotoBka pacopsiAUTENbHBIX TOKYMEHTOB.

3. MadopManmoHHO-CIIPaBOYHBIC JOKYMEHTHI.

4. Opranu3aioHHO-TIPABOBbBIE TOKYMEHTHI.

5. DxoHomuueckast 3(pPeKTUBHOCTD U KOHKYPEHTOCIIOCOOHOCTh HOBOM MPOYKIIHH.

DopMBbI KOHTPOJISI CAMOCTOSITEILHOI PadoThl 00yUalOUIUXCs: MPOBEPKA OTBETOB HA
BOITPOCHI CAMOMOJITOTOBKH.

Tema 3. [Ipon3BoACTBEHHO-X0351/iCTBEHHAs1 JOKYMEHTAIUSsI
Ilepeuenn u3dy4yaeMbIX 3J1eMEHTOB COJleP:KAHUS Y4eOHOM TUCHUTIINHBI

JIOKyMeHTaIisi 10 TPYAOBBIM OTHOIIEHUSAM. 3asBICHHS O TMpHeMe Ha paboty
(YBOJIbHEHUH, TIEPEBOJIE), TPYAOBBIE 1I0TOBOPBI, IPUKA3bI (PACIOPSIKEHUS) 110 JMYHOMY COCTaBY,
JUYHas KapTouka pabOTHHMKA, XapaKTepUCTHKa U aBToOMorpadusi pabOTHUKA, aHKeTa
paboTHuka. JInuHoe 1eno u TpyoBas KHUXKKa paOOTHHKA.

Bbyxrantepckas M (¢uHaHCOBO-pacueTHas JokyMmeHTanus. Kiaccupukamus ydyeTHbIX
JIOKYMEHTOB TI0 Ha3HAUEHHIO, COAEPKAHUIO XO3SHCTBEHHBIX olepaluil, 00beMy OTpakeHHBIX
orepanuii, crnoco0y HCIOIb30BaHUS, YHMCIY YYUTHIBAEMBIX MO3UIMH, MECTy COCTABJICHUS.
CnocoObl cOCTaBlI€HHMsS M MCIPABICHHUS OIIMOOK B ATHX JOKyMeHTaX. OCHOBHBIE BHJIbI
JOKYMEHTOB TI0 (PMHAHCOBO-PACUYETHBIM OTEPAIUSIM: JICHEKHBIA Y€K, PACYCTHBIA YeK, YEKOBbIC
KHIKKH, c4eTa-QaKkTypbl, aKThl PEBU3UH, TUTATEKHBIC TOPYUYCHHUS, JINTICBBIE CUETA.

JlokyMeHTBI 1o cHaOkeHHto u cObITy. OOmume TpeboBaHus K goroBopy. JloroBop o
MOJTHOM MHAMBHYaJbHON MaTepHalbHONW OTBETCTBEHHOCTH, JIOTOBOP KYIUTU-TIPOJIAXH, IOTOBOP
IIOCTaBKH, TPOTOKOJBI pa3HOrjgacuii K JoroBopaMm. JlOBepeHHOCTb, HakJIajHas, Haps.
Kommepueckue akTbl. [IpeTeH3nu, HCKOBbIE 3asBICHUS

Bomnpoce! 111 caMONOATOTOBKHU

1. JIokyMeHTanus 1o TPYIOBBIM OTHOIICHHUSIM. .
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2. Byxranrepckast u puHAHCOBO-pacyeTHas JOKYMEHTAITHS.
3. JloKkyMeHTHI IO CHa0KEHUIO U COBITY.

(I)OprI KOHTPOJIA CaMOCTOSITeIbHOI p360TBI oﬁyqammnxcsl: IMPOBCPKa OTBCTOB HaA
BOITPOCHI CaMOIIOATOTOBKH.

5. ®oHJ OLIEHOYHBIX CPEACTB IJIfl IPOBEAeHUS TeKyIel U MPOMeKYTOYHOI

aTrrecTaluM 00y4arIIUXCA M0 YYeOHOM IUCIUILIUHE

5.1. @opma npomesricymounoii ammecmayuu 00yuarouie2ocsa no yueonoi

oucyuniune.

KOHTpOIBHBIM MEPONIPUATHEM MTPOMEKYTOYHOH aTTECTAIlMKA O0YYArOIIUXCs 0 Y4eOHOU
JTUCITUTUIMHE SIBIISTIOTCS 9K3aMeH (ouHast Gopma — 8 cemectp, ouHo-3a04HasI, 3aouHas Gopma — 9
ceMecTp), KOTOPBIA MPOBOJUTCS B YCTHOM (opme.

5.2. Ilepeuenv KomnemeHyuil ¢ yKazanuem Imanoe ux opmuposanus 6

npoyecce 0ce0eHuUsn 00pa30eameabHOU NPOZPAMMOBL.

Kon
Copnepxanue PesynbTatsl
KOMIIET PesynbTaTel 00ydeHus
KOMIIETEHIINH o0y4eHus
SHIIUHN
OIIK-2 CIIOCOOHOCTBIO KommonenTtst 3HaTh: METOJIOJIOTHIO cOOpa, aHaIN3a U
OCYIIECTBIISATH COOP, | KOMIIETEHLIUHU 00paboOTKU JaHHBIX
aHajau3 U 00pabOTKy | COOTHOCSTCS C YMeTh: OCyHIECTBIATH COOp, aHAIIU3 U
JTAaHHBIX, co/iepKaHUuEM 00paboTKy TaHHBIX, HEOOXOAUMBIX IS
HEOOXOAUMBIX IS JACHUTITAHBI, pernieHust TpoecCHOHATIBHBIX 3aa4
pelIeHus KOMITETCHIIMS Brnagets: MeTomonorueii coopa, aHanusa u
PO eCCUOHATBHBIX peanusyercs 00pabOTKH JaHHBIX
3a1a4 MIOJTHOCTBIO
[1K-3 CIOCOOHOCTHIO KomnoneHTsI 3HaTh: TPUHATHIE B OPTAaHU3AIIMN CTAHAPTHI
BBITIOJIHSATh KOMITETEHIINHT SKOHOMHUYECKHX PA3/eJIOB IIJIAHOB PACUEThI
HEOOXOIUMBIE TS COOTHOCSITCS C YMeTb: BBIMOJIHATH HEOOXOAUMBIE IS
COCTAaBJICHUS co/iepKaHUuEM COCTABJICHUS] JKOHOMUYECKUX PA3EIIOB
SKOHOMUYECKUX JACHUTITAHBI, MIJIAHOB PacueThl, 000CHOBBIBATH UX U
pa3zieNoB IUIAHOB KOMITETEHIIMS MPEJICTaBIISITh PE3yNbTaThl paObOTHI B
pacyeTsl, peanusyercs COOTBETCTBUU C IPUHATHIMHA B OPTaHU3AIIUU
000CHOBBIBATh X U MOJTHOCTBIO CTaHapTaMH
NIPEACTABIATE Brnaners: HaBbIkaMu pacueTa U 000CHOBAHUS
pe3ynbTaThl paboThl B SKOHOMHUYECKUX PA3/EJIOB IIJIAHOB
COOTBETCTBUU C
MIPUHSTHIMU B
OpraHu3aIuu
CTaHJapTaMH
[1K-2 CIIOCOOHOCTBIO Ha KommoneHTsl 3HaTh: TUIIOBBIE METOJIUKHU U JEHCTBYIOLINE
OCHOBE THIOBBIX KOMIIETEHIINHU HOPMAaTUBHO-TIPABOBOM 0a3bl
METOJHK 1 COOTHOCSITCS C YMeTh: paccuyuTaTh SKOHOMHUYECKHE U
JIENCTBYIOIIEN CoJIepKaHUEM COIIMAJIbHO-3KOHOMUYECKHE MOKA3aTENH,
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HOPMaTUBHO- JUCIUTLIAHBI, XapaKkTepU3yIoIe IesTeIbHOCTD
PaBOBOM 0a3bl KOMITETEHIIMS XO3SIUCTBYIOIIUX CYOBEKTOB
paccuuTaTh peaymsyercs | Branerh: HaBBIKAMU UCIIOJIB30BAHUS TUTIOBBIX
HKOHOMHYECKHUE U IIOJIHOCTBIO METOJIMK U JCHCTBYIOIIEH HOPMaTHBHO-
COLIMATIbHO- paBOBOM 0a3bl
HKOHOMHYECKHE
MOKa3arTe,
XapaKTepu3yoIne
JESITeNIbHOCTD
XO3SUCTBYIOIINX
CyOBEKTOB

5.3. Onucanue noxkazameneii u Kpumepuee OUueHU6aHuUA Komnemenuuﬁ

HA pa3jludnblX ymanax ux d)opmupoeauuﬂ, onucanue wKal ouenuesanun

Kon Oransl GopMupoOBaHUS NucTpymeHT, ITokazarens olieHUBaHUSA
KOMIIETE KOMITETEHIIHH OLICHUBAIOIIUN KOMIIETEHIINH

130005051 c¢(OpMHUPOBAHHOCTh

KOMIIETEHIIMU ™
OIIK-2 | Dran ¢popmupoBanus 3HanueBoit | Jlokman/pedepar*™ A) IOJTHOCTBIO
OCHOBBI KOMITETCHIIMH (dTaIl TectupoBanue* chopmupoBana - 5 6aIoB
[1K-3 | dbopmupoBanus conepxKaTeIbHO- Ok3ameH* b) wactrnuno chopmupoBana
TeOpeTHYecKoro 6asuca - 3-4 6amna
[1K-2 KOMITETEHIINH ) C) me chopmupoBana- 2 u

JIEKIIMOHHBIE U IPAKTUYECKHE MeHee 6ayuI0B
3aHATHUS 110 TEMaM:
Tema 1. JlokyMeHTO000OpPOT U
(hopMBI €ro opraHu3anuu
Tema 2. Opranu3aiuoHHO-
pacropsauTenbHast
JOKYMEHTaIUs
Tema 3. [Ipou3BoACTBEHHO-

XO03sMCTBEHHAs JOKYMCHTAI U

*XapakTepUCTHKH HHCTPYMEHTOB (CpeACTB), OLEHMBAKOIIUX CHOPMHPOBAHHOCTH
KOMIIeTEHIUIi:

Pedepar — mpoAykT caMoCTOATENbHOM pabOThl CTYJAEHTa, MPEICTAaBISIOUINM CcOOOM
KpaTKO€ U3JI0)KCHUE B IHMCBMEHHOM BHJIE IOJYYEHHBIX PE3YyJIbTAaTOB TEOPETUYECKOIO aHAIN3a
onpezeNeHHON HaydHOH (yueOHO-UCCIIeIOBAaTEeNbCKOM) TEMbl, I/I€ aBTOP pPACKPBIBAET CYTh
UCClIeyeMOl MpoOeMbl, TPUBOJUT Pa3IHMUHbIe TOUKH 3PEHHUs, a TAKKe€ COOCTBEHHBIE B3IJISI/IbI
Ha Hee. B pedepare nomkHa OBITH pacKkpbiTa TeMa, CTPYKTypa JA0JKHA COOTBETCTBOBATH TEME U
ObITh OTpakeHa B OIJIaBJIEHHUH, pazmep paboTsl — 10-15 crp. medaTHOro TeKcTa (CHUCOK
JUTEepaTypbl W TPUIOXKEHHUS B OOBEM HE BXOMAT), CHAOXKEHHOIO CHOCKAMH M CIHCKOM
WCITOJIb30BAHHOM JTUTEPATYPHI. TEeKCTOBAs 9YacTh PabOThI COCTOUT U3 BBEICHHS, OCHOBHOW YaCTH

U 3aKioueHus. Bo BBeaeHUHN o6yqa101unﬁcsi KpaTkKo 000CHOBBIBAET AKTYAJIbHOCTDb H36paHHOI‘;I
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TeMbl pedepaTa, pacKpbIBaeT I€JIb U 33aJja4M, KOTOPbIE OH COOMpAeTcs PElIUTh B XOJI€ CBOETO
HEOOJIBIIOTO UCCIIeIOBaHMs. B OCHOBHOW dacTu (MOXET cocTodTh u3 2-3 maparpados)
noApOOHO PACKPBIBACTCS COJEPKAHNUE BOIMPOCOB TEMBbl. B 3aKIIOYEHUHU JOJKHBI OBITH KPAaTKO
c(hOopMyJIUPOBAHbI MTOJIyYEHHBIE PE3yJIbTAaThl UCCIEAOBAHNUS, IPUBEACHBI 0000IAIONINE BHIBOIDIL.
3aKioueHre MOXKET BKIIIOYaTh MPEIJIOKEHUS aBTOpa, B TOM UHCIE U MO JalibHEeHIIeMy
M3YYEHHIO 3aMHTEPECOBaBIIEH ero npodaemel. B cnycok sureparypbl 00y4aromuiics BKIIOYAET
TOJILKO T€ W3JaHMs, KOTOPhIE OH WCIOJL30Ball MpU HamucaHuu pedepara (He menee 5-7). B
TeKcTe 00s3aTeNbHbl CChUIKUA Ha HCIOIb30BAaHHYIO JUTEPATYpy, OPOPMIIEHHBIE B COOTBETCTBUU
¢ I'OCTom. B mpunoxkennn K pedepaTy MOTYT BBIHOCUTBCS TaOJWIBI, TpadUKH, CXEMbl U
Jpyrue BCIOMOTATeNIbHBIE MaTepUallbl, Ha KOTOpPhIE HMMEIOTCS CCBUIKM B TEKCTe pedeparta.
Kpurtepun ouenku pedepara: 1) CreneHb pacKpbiTus CYLUIHOCTH BOIIPOCA: a) COOTBETCTBUE
iaHa Teme pedepara; 0) COOTBETCTBHE COJIEpKaHUS TeMe U IulaHy pedepara; B) MOITHOTA
MPOAHAIM3UPOBAHHOTO MaTepHala [0 TeMe, yMEeHHEe paboTaTh C OTEYECTBEHHBIMU U
3apyOeKHBIMA HAYYHBIMH WCCIICOBAHUSMH, KPUTHUECKON JUTEPATypO, TEPUOIUKOM,
CHCTEMATH3MPOBATh U CTPYKTYpUPOBaTh MaTepuall; T) 0OOCHOBAHHOCTH CIIOCOOOB M METOJIOB
paboThl ¢ MaTepuaioM, aJIeckBaTHOE U MPABOMEPHOE UCIOJIb30BAaHUE METOAOB KIIaCCU(DUKALINU,
CpaBHEHMSI U [p.; €) yMeHue o000IaTh, J1elaTh BBIBOABI, COMOCTABIATH PAa3IHYHbIE TOYKHU
3peHHs 0 OJAHOMY Bompocy (rpobieme). 2) OpUruHaJIbHOCTh TEKCTA: a) CAMOCTOATEIBHOCTh B
MIOCTAaHOBKE TMPOOJEMbl, (QOPMYJIUPOBAaHHE HOBOTO acCHEeKTa M3BECTHOW MpoOJIeMbl B
YCTaHOBJICHUHM HOBBIX CBsI3e (MEXMPEAMETHBIX, BHYTPUIIPEIMETHBIX, UHTETPAIlMOHHBIX); 0)
SBIIGHHOCTH aBTOPCKOM TMO3UIIMU, CAMOCTOSITENILHOCTh OIICHOK M CYXKIEHUH; 1) CTUIIEBOE
€IMHCTBO TEKCTa, €IMHCTBO >KaHPOBBIX 4epT. 3) OOOCHOBAaHHOCTH BHIOOpPAa MCTOUYHHUKOB: a)
OIICHKAa MCIOJb30BaHHOM JINTEPATypbl: MPUBJICUEHBI JIU Haubojee U3BECTHbIE pabOThI MO TEMeE
uccienoBanus (B T.4. KypHaJbHbIe MyOJIMKAI[UHM MOCIEIHUX JIEeT, TOCIeIHUE CTaTUCTUYECKUE
JaHHbIE, CBOJIKH, CIIpaBKU U T.1.). 4) CoOmroaeHue TpeOoBaHMi K 0pOpMIIEHHUIO: a) HACKOIBKO
BEpHO O(OpPMJIEHBI CCHUIKM Ha MCIIOJIb3YyEMYIO JIUTEPATypy, CIUCOK JUTEpaTyphl. 0) OllEeHKa
IPaMOTHOCTH W KYJbTYpbl U3JOKeHUs (B T.4. opdorpaduyeckoid, MTyHKTyallMOHHOM,
CTHJINCTUYECKON KYJIbTYpHI), BIaJeHHE TEPMUHOJIOTHEW; B) COOMIOACHNE TPEOOBAaHUN K 00bEMY
pedepara.

Joxyiag — mMpoAyKT CaMOCTOSITEIFHOM PabOTHI 00YJArOIIETOCs, MPEICTABIISIONINI OO0
nyOJMYHOE  BBICTYIJICHHME MO  MPEJICTaBICHHUIO IOJYYEHHBIX  PE3YyJbTaTOB  pPELICHUS
OTIpeIeIeHHON  y4eOHO-TIPaKTUUYECKOM, Y4eOHO-HCCIEI0BATENbCKOW WM HAayYHOH TEMBI.
Jlokiian — 9TO HAy4yHOE COOOIEHUE HA MPAKTHUYECKOM 3aHSTHH, 3aCEAaHUU HAYYHOTO KPYXKKa

WM yuyeOHO-TeopeTHueckor KoHdpepeHnru. KpuTepuu OmEHKH AOKJAa[a. COOTBETCTBUE
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Colep)KaHUsl  3asBJICHHOW  TeMe; aKTyaJbHOCTb, HOBH3Ha M  3HAYUMOCTb  TEMBI;
apryMEHTHPOBAHHOCTb, MOJIHOTA, CTPYKTYPHUPOBAHHOCTD M JIOTHYHOCTH U3JIOKEHHS; CBOOOIHOE
BJIaJICHHE MAaTEpHAJIOM: IOCIIEI0BATEIbHOCTh, YMEHUE BECTU JUCKYCCHIO, IPABUIBHO OTBEYATh
Ha BOIIPOCHI; CAMOCTOSATEIBHOCTb, CTENEHb OPUTHMHAIBLHOCTU MPEUIOKEHHBIX pEeIleHUH,
WUTIOCTPATUBHOCTH, OOOOIIEHWI M BBIBOJIOB; HAJIMYUE COOCTBEHHOI'O OTHOLICHHS aBTOpa K
paccmaTpuBaeMoil mpoOieMe/TeMe (HACKOJIBKO TOYHO UM apryMEHTHPOBAHO BBIPAKEHO
OTHOILICHHE aBTOpa K TEeMe JOKJaja); MpEeACTaBICHHWE MaTepuaia: KaueCTBO MpPE3CHTAIHH,
oOpMIICHHUS; KYJIbTypa pe4H, OpaTOpcKOe MacTepcTBO (COOIIOJIEHUE HOPM JIMTEPATypPHOTO
A3bIKa, MPABUIbHOE MIPOU3HOMICHUS CJIOB U (pa3, ONTUMAIBHBIN TEMI peUYH; yMEHHE MPaBUIBHO
pacCTaBIIATh AaKIEHTBI, yYMEHHE TOBOPUTH JOCTATOYHO TPOMKO, YETKO M YOEIUTENbHO);
UCTIOJIb30BaHUE TPOPECCHOHATBHON TEPMUHOIOTHH (OLIEHKA TOTO, HACKOJBKO TOJHO OTPAXKEHBI
B BBICTYIUIEHUU 00y4aromierocsi mpoeccuoHanbHble TEPMUHBI U OOIIEKYIbTYPHBIC MOHATHS T10
TeMe, a TaKkKe HACKOIbKO YBEPEHHO BBICTYNAIONIMA WMMH BIAJCET); BBIACPKAHHOCTH
periameHTa.

TecTHpoOBaHUe — 3TO KOHTPOIBHOE MEPOIIPHUATHE TT0 YIEOHOMY MaTepuaty, COCTOsIIee B
BBIMIOJTHEHUH OOYYalOIIUMCSl CUCTEMBbl CTaHIAPTHU3UPOBAHHBIX 33/JaHUN, KOTOpas IO3BOJISET
AaBTOMATU3UPOBATh MPOIEAYPY H3MEpPEeHHs] YPOBHA 3HAHMW W YMEHUU 0Oydaromerocs.
TectupoBaHue BKIIOYAET B ceOsl CIEAYIOIIME THUIIBI 33/JlaHUI: 3aJaHue C EJMHCTBEHHBIM
BHIOOPOM OTBETA M3 MPEJIOKEHHBIX BAPHAHTOB, 33/IaHUE Ha OTPE/ICTICHNE BEPHBIX M HEBEPHBIX
CYX/IEHUH; 3aJaHue C MHOXECTBEHHBIM BbIOOpOM 0TBeTOB. KpuTepum omenku: ot 90% no
100% mpaBMJIBHO BBINOJHEHHBIX 3alaHuii — ominuHo; oT 70% nmo 89% mpaBuibHO
BBITIOJIHEHHBIX 3aJlaHuii - xoporio; oT 50% 1o 69% mnpaBHIIBHO BBIOJHEHHBIX 3aJlaHUM —
yaosierBoputenbHo; OoT 0 10 49 % mnpaBWIBHO BBINOJHEHHBIX 3aJaHUA — HE
yJIOBJIETBOPUTEIBHO.

JK3aMeH — KOHTPOJIbHOE MEPONPUSATHE, KOTOPOE MPOBOAUTCS MO yUeOHOM TUCIUIUIMHE B
BUZE, NPEAYCMOTPEHHOM Y4YeOHBIM IUTAHOM, TIO OKOHYAaHWW W3y4YeHHs Kypca. 3aHsThe
ayJUTOpPHOE, TPOBOJUTCS B YCTHOM WM TNHCBMEHHOH (opme ¢ umcmosibp3oBaHueM (GOHIOB

OLCHOYHBIX CPCACTB I10 yqe6H01”4 JUCHUITIINHEC.

5.4. Tunoevie KonmponvHvle 3a0aAHUA UAU UHblE MAMepuavl,
HeoOXo0umvle 014 OUWEHKU 3HAHUI, YMEHUll, HAGbIKO8 u (u1u) onvima
0esimebHOCMU, XAPAKMEPUIYIOUWUX IMANbL POPMUPOBAHUA KOMNEMEHYUI 6
npouecce 0ceoeHUsA 00pazoeameibHoll NPOZPAMMbl

Texkymas arrecrauus:
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Tembl 10KT210B /pedepaToB:

JIoKyMeHTO0000pOT U (hOPMEI €T0 OpraHU3aIUH.
YHuudukanus v CTaHAapTH3AIMS B JICTONPOU3BOJICTBE.
OpranuzanroHHO-pacopsIUTENbHAS TOKYMEHTALIUS.
[TonroroBka pacrnopsiAUTENbHBIX TOKYMEHTOB.
WubopManinoHHO-CIIPaBOYHBIC TOKYMEHTHI.
Opranu3anroHHO-TIPABOBEIE TOKYMEHTHI.

JlemoBoe MUCbMO.

I[OKYMCHTaI_II/IH I10 TPYAOBBIM OTHOILICHUAM.

© © N o gk~ wDdh -

Byxranrtepckas 1 puHaHCOBO-pacueTHAs JOKYMEHTAIUS.

10. JIoKyMEHTHI 110 CHaOXCHHIO U COBITY.

TectupoBanue mo y4yeOHOH AucCHUIIMHE «OKyMEHTHMPOBaHHE YNPABJIeHYECKOM
NeSATeTbHOCTH»

IIpumepnvie 3a0anus

HHcmpyKuwl: BHUMATECIBbHO HpO‘II/ITﬂﬁTC 3aJaHusd, BbI6epI/ITC OAWH HNJIU HECKOJIBKO
BapUaHTOB, OTMETHTC B OJaHKE OTBETOB.

TumnoBele TECTOBBIE 3aJaHUS

Bompoc 1. I'ocynapcTBeHHas cuctemMa JOKYMEHTAIIHOHHOTO 00ECTICUeHHSI YITPaBICHUSI.
a) eiMHbIe IpaBUia JOKYMEHTHPOBAHUS YIPABICHYECKOH 1€ATEIbHOCTH
0) cucremMa JOKYMEHTHPOBAHUS

B) METOJMYECKHE YKA3aHHUS.

Bompoc 2. Yto Takoe yHUPHKAIUS TOKYMEHTOB?
a) cTaHAapTU3alUs JOKYMEHTOB
0) ennHOOOpa3ue TOKYMEHTOB

B) KJaccuuKanus JOKyMEHTOB.

Bompoc 3. Yto Takoe cTaHzapTH3aIus 10KyMEHTOB?
a) yHuuKanusa JOKyMEHTOB
0) emnHOOOpasue TOKYMEHTOB

B) 0(hopMIIEHUE TOKYMEHTOB.
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Bomnpoc 4. Homenkiarypa nen
a) cucTeMaTH3anus J0KyMEHTOB
0) rnepevyeHb JOKYMEHTOB

B) CTPYKTypa Jed.

Bompoc 5. JlokyMeHTO000POT:
a) TOKYMEHT
0) IBM)KEHHUE TOKYMEHTOB

B) TipaBmiia 0(hopMIICHUSI.

Bompoc 6. KonmnuectBo pexBuzutos mo 'OCT P6.30-97
a) 30
0) 29
B) 28.

Bompoc 7. @opmynsip-obpazen:
a) OIpeeJICHHbII HA0Op PEKBU3UTOB
0) CTpyKTypa JOKYMEHTOB

B) PEKBU3HTHI.

Bomnpoc 8. Dransl craHOBIIEHUS 1EIOTPOU3BOACTBA B Poccun
a) TI0 MePAPXUIECKOMY TPUHITUITY
0) IO CTPYKTypaM BJIaCTH

B) CICTEMHO.

Bompoc 9. KoppekrypHble 3HaKH
a) 3HAKW NPEITUHAHUS
0) 3HAKM JIJIS1 UCITPABIICHUS TEKCTA

B) CHCTE€Ma 3HAKOB.

Bonpoc 10. YaugumupoBantas cuctemMa J0KyMEeHTAIUH
a) CTaHJapTU3aIMs TOKYMEHTOB

0) yHuduKaIus J0KyMeHTOB
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B) CHCTE€Ma CTaHAapTU3aluu U YHUDUKALNUN JOKYMEHTOB.

Bonpoc 11. JIokyMeHTBI KaJpOBOii CITyKObI
a) COCTaB KaIpOBOW JOKYMEHTAIUU 10 €AMHBIM TPEOOBAHUIM
0) TpyIoBasi KHUXKKa

B) JIMCTOK JIMYHOTO yueTa.

Bomnpoc 12. Haznauenue 'OCT P6.30-97
a) IPUMEHEHHE SIMHBIX MTPABHII
0) cocTaB PeKBU3UTOB yIPABICHUYCCKUX JOKYMEHTOB

B) TpeOOBaHMS K OPOPMIICHHIO TOKYMEHTOB.

Bompoc 13. Ipukas:
a) YIpaBJICHYECKUN TOKYMEHT
0) ynpaBiIeHYECKHIA JOKYMEHT, H3aBacMbIi PYKOBOJIUTEICM

B) JIOKYMEHT, U3/1aBa€Mblil KaJpOBOU CITyKOO0H.

Bompoc 14. IlpoTtokomn:
a) TOKYMEHT, GUKCHUPYIOIUI AeHCTBO
0) BHYTpPEHHUI TOKYMEHT

B) BHEIIHHUIA JOKYMEHT.

Bompoc 15. Pestome:
a) XapaKTepUCTHKA
0) ornrcaHue IeATeITLHOCTH

B) ompeeneHHas (hopma T0KyMEHTa.

Bompoc 16. Odopmienue gaTel TOKyMeHTa
a) mudpoBon
0) CTTOBECHBII

B) CJIOBECHO-IIU(PPOBOHA.

Bomnpoc 17. [lenoBast KOppecToHA€HIUS

a) MpHuKas3
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0) MpOTOKOJ

B) JICJIOBBIE TUCHMA.

Bompoc 18. PacnopsiiurensHble TOKYMEHTHI
a) MpUKa3
0) mpPOTOKOI

B) JICJIOBOE ITUCHMO.

Bompoc 19. OpranuzaiuoHHbie JOKYMEHTBI
a) LITaTHOE paclucaHue
0) MTHCTPYKLIUU
B) adepTa.

Bompoc 20. /IBmkeHue T0KyMEHTOB
a) IOKyMEHTO000pOT
0) BHEUIHUI IOKyMEHT

B) mpaBujIa opopmMIICHUS.

Ilepeuenv 60onpocos Onsi NPOMENCYMOYHO20 KOHMPONs 3Hanuil Ha 3IKk3amene (8/9

cemecTp):

1. lIpenMer u comepkaHue OpraHU3aly MPOU3BOICTBA.

2. Tunel npou3BOJCTBA.

3. 3aKOHOMEpPHOCTH OpraHU3aIMH MPOU3BOICTBA HA PEIIPUITHH.

4. Tlonstue 06 opraHu3alMy MaTepHaIbHBIX OTOKOB Ha MPEANPUITHH.
5. Ilpeanpusarue Kak OpraHu3alOHHAs CUCTEMA.

6. @OpMBI OpraHU3alMK MaTEPUAIBHBIX IIOTOKOB B TPOU3BO/ICTBE.

7. IIponecc opranu3anuy NPOU3BOACTBA.

8.  Metoabl MaTepUatbHOTO 0OecIeueHUs POU3BO/ICTBA.

9.  OpraHu3alloOHHO-TIPAaBOBbIE (POPMBI KOMMEPUYECKHX OpPraHU3AIHHA.
10. IlonsiTue 00 ympaBiieHUH Ka4eCTBOM.

11. JlesaTenbHOCTh NPEANPUITHS. Y IPABICHHUE MPEAIPHUITHEM.

12. N3yuenme mnotpeOHOCTEH M (popMUpOBaHHE IJIaHA NPOU3BOJCTBA U peaTU3ALUH

MPOJTYKIIUH.
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13. CogeprkaHue U 3a1a4y MOATOTOBKH IPOU3BOACTBA.

14. ObecneueHue MPOU3BOJICTBA MaTEPUATBLHBIMH PECYpPCaMHU.

15. IlnmanupoBaHMe MOKa3aTesae IPOU3BOACTBA HOBBIX U3EIHUM.

16. OpraHu3alMOHHBIE PE3EPBBI PA3BUTHUS IPOU3BOCTBA.

17. CopneprkaHue U 3a1a4y IUNIAaHUPOBAHUS OJTOTOBKU IIPOM3BOCTBA.

18. CopxeprkaHHe U 33124l OPTaHU3ALNU TEXHUYECKOTO 00CITy>KUBAHHSI IPOU3BO/ICTBA.

19. IIporpamMmHO-LieNI€BOE IIIAHUPOBAHUE MOATOTOBKH IIPOU3BOICTBA.

20. 3agayu ¥ OPraHMU3alMOHHO-IIPOU3BOJICTBEHHAsS CTPYKTypa PEMOHTHOIO X035 CTBA.

21. CereBoe IIIaHUPOBAHUE NTOATOTOBKHU POU3BOCTBA.

22. Wzyuenme morpebHOCTE M (POpMHUpOBAaHHE IIaHA MPOU3BOJCTBA M peaTU3ALUH
HPOIYKIIUH.

23. Meronbl aHanu3a COCTOAHMS IIOATOTOBKYU IIPOU3BOJICTBA.

24. ObecrieyeHue NPOU3BOJCTBA MAaTEPHAIBLHBIMU PECYPCAMHU.

25. Ilpumenenue HyHKIMOHAIBHO-CTOMMOCTHOTO aHAJIHM3a IMOATOTOBKH IPOU3BOICTBA.

26. Pa3zpa®oTka mlaHa  COBEpLUEHCTBOBAHMWS  OpraHU3allMyd  I[POM3BOJACTBA  Ha
HNpEaNPUATHH.

27. Hay4yHble IpUHIUIIBI OPraHU3aLUU IIPOLIECCOB IIPOU3BO/CTBA.

28. CopneprkaHue U METO/bl OPraHU3ALIMOHHOTO MPOEKTUPOBAHUS.

29. Opranuzanys Mpou3BOJCTBEHHBIX MPOIECCOB B IPOCTPAHCTBRE.

30. Ilonarue 00 opraHu3alMM MaTepUaNbHBIX MOTOKOB Ha MpennpusTtuu. dakTopsl

B(I)q)CKTI/IBHOCTI/I OopraHusanyu Iponu3BOACTBA.

3L
32.
33.
34.
35.
36.
37.
38.

Opranu3zaiys Nporu3BOJCTBEHHBIX MPOIIECCOB BO BPEMEHHU.
OpranuzanvoHHbIE PE3EPBHI Pa3BUTHS POU3BOJICTBA.
Copepxanue 1 3a1a4M IUIAHUPOBAHUS MOATOTOBKHU IPOU3BOJICTBA.
OpranuzanvoHHbIE PE3EPBI Pa3BUTHS IPOU3BOJICTBA.

IIpeamer u conepkaHue OpraHu3aluy IPOU3BOACTBA.

Tunel npon3BoCTBA.

IIporpamMmMHO-11€JI€BOE IIIIAHUPOBAHUE TTOATOTOBKU IIPOU3BOACTBA.

HJIaHI/IpOBaHI/IC MaTCpruaJIbHOT'O obecreueHust MMPOU3BOJACTBA. (I)OpMI/IPOBaHI/IC

3armacoB Ha MPEAIPUSATHH.

39.
40.
41.
42,

3aKOHOMEPHOCTH OPraHU3AlMK MPOU3BOJICTBA HA MPEAIPHUITHH.
CopneprkaHue U 331a4l TEXHUYECKOTO 00CTYKHUBaHUS TPOU3BO/ICTBA.
IIpouecc opranusanuu IpoOU3BOACTBA.

ConepmaHI/Ie 1 3a7la4i OpraHu3alv TEXHUYECKOT'O O6CJ'Iy>KI/IBaHI/I$I IIpOU3BOACTBA.
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5.5.  Memoouueckue mamepuanvi, onpeoenauiue - NPOUEOYPbL
OUCHUBAHUA 3HAHUI, YMEHUll, HABLIKOG U (U1U) onvima OeamenbHOCHU,

XapaKkmepusyouiux smansvt opmupoeanus KOMnemeHyuil

OtBeThl OOyuwaromierocss Ha JK3aMeHe OICHUBAIOTCA KaXIbIM I[eJaroruyeckum
PabOTHUKOM IO S5-0aJTbHOM TIKAJIE.

Kpumepuu oyenxu omeema Ha 6onpocsi meopemuueckoeo 010Ka:

«5» — oOyuaromuiics TrayOOKO M MPOYHO OCBOMJ MPOTPaMMHBIA MaTepua,
MCYEPIBIBAIOIIE, IOCIEAOBATEIBHO, I'PAMOTHO M JIOTMYECKH CTPOMHO €ro M3JIaraeT, TECHO
YBA3BIBACT C 3aJayaMu W Oyaylied AesTelIbHOCTbIO, HE 3aTPYIHSETCS C OTBETOM IpHU
BUJIOU3MEHEHUH 3aJlaHus, CBOOOJIHO CIPaBJISETCS C 3a/JayaMU U MPAKTUYECKUMHU 3aJaHHUSIMHU,
MPaBUJIBHO OOOCHOBBIBAET MPHUHSTHIC PELICHUS, YMEET CAMOCTOATEIHLHO 0000IIaTh M U3JaraTh
MaTepual, He A0MycKas OLINOOK;

«4» - o0ydaronuiicss TBepAO 3HAST MPOTPAMMHBIN MaTepHall, TPAMOTHO U TIO CYIIECTBY
M3JIaraeT €ro, He JI0IyCKasl CyIIECTBEHHBIX HETOYHOCTEW B OTBETE HA BOIPOC, MOKET ITPABUIIBHO
MPUMEHSTh TEOPETUUYECKUE MONOKEHHS U BlIaJieeT HEOOXOAUMBIMU YMEHHUSIMHU U HaBBIKAMU TPU
BBIIIOJIHEHUH MPAKTUYECKUX 3aJaHUM;

«3» - oOydJarommiics OCBOWJI OCHOBHOH MaTepuay, HO HE 3HACT OTACIbHBIX JICTaJCH,
JIOTTyCKAaeT  HETOYHOCTH,  HEIOCTATOYHO  MpaBWbHbIE  (OPMYJIUPOBKH,  HApyIIAET
MOCJIEA0BATEIbHOCTh B M3JIOKEHUU MPOrPaMMHOTO MAaT€pHalla M MCIBITHIBAET 3aTPYIHEHUS B
BBINIOJIHEHUH MPAKTUYECKUX 3aJaHUM;

«2» - oOyuwaromuiicss He 3HAeT 3HAYUTENBHOM YacTH MPOrpaMMHOTO MaTepuaina,
JIOTTYCKAeT CYIIECTBEHHBIE OIMMUOKH, C OOJBIIUMHU 3aTPYJHEHUSIMH BBITIOJHSIET MPAKTHYCCKUE

3a/1aHMs, 3aa9H.

6. IlepeyeHb OCHOBHO¥ M IONOJTHUTEILHON YU4eOHOM JIUTEPATYPHI IS

O0CBOEHMS Y4eOHOI TUCIUIINHBI

6.1. Ocnoenasn rumepamypa.

1. T'punbepr, A.C. JlokymMeHTanMoOHHOEe obecneueHue ympasieHus : yueObnuk / A.C.
['pun6epr, H.H. T'op6aués, O.A. Myxamermnna. — Mocksa : FOnuth, 2015. — 391 c. : Tabm.,
rpad., ui., cxemsl http://biblioclub.ru/index.php?page=book&id=115031
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6.2. /lononnumenvhnan numepamypa

1. Kysnenosn, .H. lenonpon3Boactso : yuedHoe nocodue : [16+] / U.H. Ky3nemnos. — 9-
e u3., nepepad. — Mockaa : Jlamkos u K°, 2020. — 406 c. : wi. — Pexxum ocTyma: mo mojamnucke.

— URL: http://biblioclub.ru/index.php?page=book&id=572967

7. Ilepeyennb pecypcoB HHPOPMAUMOHHO-TEJIEKOMMYHUKAIMOHHON CeTH
«/HTepHET», cCOBpeMeHHbIE NPOo(ecCHOHAIbHBIE 0a3bI JAHHBIX U
HHGpOPMALIMOHHBbIE CHCTEMbI, HEO0OX0AMMBIE [IJISI OCBOCHHS Y4eOHOI

JTUCHHUILINHBI

1. http://mon.gov.ru — caiitr Muno6pHayku PO
2. http://www.edu.ru/ -~ Oubmuorexka (denepanpHoro moprana  «Poccuiickoe
00pazoBaHuey» (COACPIKUT KATAIOT CChUIOK Ha HHTEPHET-PECYPCHI, 3JIEKTPOHHbBIC OMOINOTEKH 10
pa3IUYHbIM BOIpocaM 00pa30BaHUs)
3. http://www.prlib.ru — IIpe3uaenrckas 6udIHOTEKA
4. http://www.rusneb.ru — HannonasabsHast 3JIeKTpOHHast OHOIHOTEKA
5. http://elibrary.rsl.ru/ — caiit Poccuiickoii rocyaapcTBeHHOW OHOIMOTEKH (pasmer
«IneKkTpoHHas OMOIHOTEKA)
6. http://elibrary.ru — nayunas snextponHast 6udaroteka «Elibrary»
7. http://lib.icone.ru - DnekrporHo-6ubMMoTeunas cuctema AHO BO «MHcTHTYT
HETIPEPBIBHOTO 00pa30BaHUs»
8. https://uisrussia.msu.ru yHuBepcuteTrckas uMHpopmanuonHas cucrema POCCUSA (YUC
POCCUS)
9. http://biblioclub.ru 5C YHuuBepcuterckas Oudamorexa

8. MeToguyeckue yKazaHusi JAJs 00y4aroluXcs M0 0CBOEHUIO Y4eOHOM

JTUCHUILIHHBI

OcBoenue o0yyYaromumcs yueOHOI JUCLUATUTUHBI «/lokymeHTHpOBaHME
yNpaBJIEHYECKOH AesiTeILHOCTH» TIPEANoNiaraeT H3y4YeHHE MAaTepHaioB JUCIUIUIAHBI Ha
AyJIUTOPHBIX 3aHATHSX M B XOZIE CaMOCTOSTEIBHON paboThl. AyIUTOPHBIE 3aHITHS POXOMIAT B
dopme nekuuii, ceMUHApPOB, MpaKTHUECKUX 3aHATHUH. CamocTosTeNnbHas paboTa BKIIOYAET
pa3Ho0Opa3HbIil KOMIUIEKC BUAOB U GOpM pabOThl 00yUaIOIIUXCS.

22


http://biblioclub.ru/index.php?page=book&id=572967
http://biblioclub.ru/

JUIs yCHemHOro OCBOEHUsI yu4eOHOM TUCHUIUIMHBL U JOCTHXKEHUS MOCTABICHHBIX LieTeH
HEOOXOMMO BHHMMATEIIbHO O3HAKOMHTBCS HACTOsIIEH paboyeil mporpamMmbl  y4eOHOM
JUCLHUIIIMHEL. Ee MOXeT IpecTaBuTh IIPENO1aBaTellb Ha BBOJIHOM JIEKIIMHA HIIK CAMOCTOSITEIIBHO
o0yyaroImuiicss UCII0Ib3yeT HHPOPMaLIMIO Ha opunMaibHoM MHTepHeT-caiite MHcTHTYTA.

Crnenyer oOpaTUTh BHUMAaHUE HA CIIMCOK OCHOBHOM U JIONOJHUTEIIBHOW JINTEpaTyphl, Ha
npejyiaraéMble  IPerojiaBaTesieM pecypchl HH()OPMAIMOHHO-TEIEKOMMYHUKAIIMOHHONW —CeTH
Wutepuer. Ota nnpopmanus HeoOXoauMa It CaMOCTOSATENIbHOW paboThl 00yUaromerocs.

IIpu moAroToBke K ayIUTOPHBIM 3aHATUAM HEOOXOAMMO MOMHUTh OCOOEHHOCTU KayKIOH
(bopMBI €ro MpoBeAEHUs.

Ilooeomoska k V‘{€6HOMV 3AHAMUIO TEeEKYUOHRHO20 muna 3aKJIII04acTCA B CIICAYIOUICM.

C menpio oOecreyeHusl YCIENTHOro OOy4YeHHs OOydYarolUiCs JOHKEH TOTOBUTHCS K
JIEKIIMU, TIOCKOJIbKY OHa SIBIISIeTCS BaKHeHmield ¢GopMoil opraHuzanuu y4eOHOro mpolecca,
MOCKOJIBKY:

- 3HAKOMHT C HOBBIM YUEOHBIM MAaTCPUAIIOM;

— pa3bsCHSET y4eOHbIC SJIEMEHTHI, TPYIHBIC JUII TOHUMAaHHUS,

— CUCTeMAaTHU3UPYeT YUeOHBIH MaTepuar;

— OpUEHTHUPYET B y4eOHOM IMpoIiecce.

C aT0li 1enbo:

— BHUMATEJIbHO MPOYUTANTE MaTepHall IPEIbIIyIIeH JeKIUY;

- 03HAKOMBTECH C YUEOHBIM MaTepUaIoOM IO YYEOHHMKY M Y4eOHBIM MOCOOUSM C
TEMOW MPOYUTAHHOM JICKIINH;

- BHECHUTE JIONOJIHEHUS K MOJIyYEHHBIM paHee 3HaHUSAM [0 TeME JICKIUU Ha MOJIAX
JIEKIIMOHHOM TETPAJIH;

- 3alUIINTE BO3MOXHBIE BOIPOCHI, KOTOPBIE BBl 33J1aJUTE JIEKTOPY Ha JIEKLHH IO
MaTepuaity U3y4YeHHOH JIEKIUU;

— MOCTapalTeCh YACHUTh MECTO U3YYaeMOM TEMbI B CBOEH MOATOTOBKE;

- y3HalTe TeMy MPeACTOsIIEH JEKIUH (10 TEMAaTHYECKOMY IIJIaHy, 0 HHPOpMAIHH

JIEKTOpa) U 3aluIIuTe UH(POpPMAaIIHIO, KOTOPOil BBI BiIaJleeTe M0 JAHHOMY BOIIPOCY .

Iloocomoska k npaKkmud4ecKomy 3aHaAmuro

[Ipy mnoAroToBKe K MNPAKTUYECKOMY 3aHATHIO cJleayeT oOpaTUTh BHHUMaHHE Ha
CIIeyIOIIMEe MOMEHTBI: Ha TMPOIECC IMpeIBAPUTENIbHON MOJArOTOBKM, Ha pPaboOTy BO BpeMms

3aHATHA, 06pa60T1<y MOJIYYCHHBIX PC3YJIbTATOB, UCITPABJICHUC TOJTYYCHHBIX 3aMEUYaHui.
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IIpedsapumenvras no02omoeka K NPaAKMuYecKoMy 3aHAmMuio 3aKII0YaeTcsd B U3y4YEHUU
TEOPETHUYECKOT0 MaTepHuaja B OTBEJCHHOE IJIsl CAMOCTOSATENILHOM pab0Thl BpeMsi, 03HAKOMJICHUE
C MHCTPYKTUBHBIMU MaTE€PUAIIAMHU C LIEIIBIO OCO3HAHMS 3a1a4 IPAKTUYECKOrO 3aHATHS.

Paboma 6o epema nposedenus npakmuuecko2o 3aHAmMuUs BKIIOYAET HECKOJIBKO
MOMEHTOB:

— KOHCYJIBTHUPOBAHME CTYJIEHTOB IPEHOAABATEISIMU C LEJIbI IPEAOCTABICHUS
ucUepnbIBaoIell  MHPOpPMALUU, HEOOXOOUMOH A CaMOCTOSITENBHOTO
BBIIIOJIHEHUS ~ IIPEJIOKEHHBIX —IpErnojaBareiaeM  3a1ad, O3HAKOMIICHHE C
IIPaBUJIAMU TEXHUKHU 0€30MaCHOCTHU IpU paboTe B ay IUTOPUH;

— CaMOCTOSATENbHOE BBIINOJIHEHNWE 33JaHUN COIVIAaCHO OO0O3HAYeHHOM yueOHOil
IIPOrpaMMOI TEMAaTUKH.

CamocTosTeabHas padora.

Jnst Gonee yriayONeHHOrO WM3Y4EHHs] TEMbl 3aJaHUs [UIl CaMOCTOSTEIbHOH pPabOTHI
PCKOMCHAYCTCS BBIIIOJHATL MAPAJJICIIBHO C H3YYCHHEM I[aHHOfI TEMBI. HpI/I BBIIIOJIHEHUHN
3aJ]aHUi 10 BO3MOXHOCTHM MCIIOJIB3YiTE HarjisgHoe HpejicTaBieHue MaTtepuana. boiee
noapoOHass umH(poOpMalMsi O CaMOCTOATENbHOM paboTe mpeicTaBieHa B paszjenax «YdeOHo-
METOAMYECKOE OO0ECIeYeHHEe CaMOCTOSTENbHOW pPadOThl MO  JUCHUIUIMHE (MOJYIIIO)»,
«MeToanueckue ykazaHusi K CAaMOCTOSITETIbHON paboTe Mo JUCHUTUTHHE (MOJYITIO).

Tlooeomoska k IK3AMEH) .

K sx3aMeny HE0OX0AMMO TOTOBHUTCSA LI€TICHANPABICHHO, PETYISIPHO, CUCTEMATUYECKHU U C
MEPBbIX JHEW OOy4YEeHHS MO JaHHON MUCHUIUINHE. [TOMBITKH OCBOMTH YYEOHYIO AUCIUIUIMHY B
MEepUoJl 3aUeTHO-DK3aMEHAIIMOHHOW CECCHUU, KaK TMPaBWIO, TMPUHOCAT HE  CIUIIKOM
YAOBIJIETBOPUTEIbHBIE PE3YIbTATHI.

[Ipu moAroToBKe K PK3aMeHy OOpaTHUTe BHUMaHHE Ha MPAKTHYECKHE 3aJaHHs Ha OCHOBE
TEOPETHYECKOT0 MaTepuara.

[Ipu moaroroBke K OTBETY HAa BOMPOCHI dK3aMEHA MO TEOPETHYECKOW YacTh ydeOHOI
JTUCIUTIIMHBI  BBIICTTUTE B BOMPOCE TJIABHOE, CYIIECTBEHHOE (TIOHATHS, TPHU3HAKH,
KJIacCU(UKAILIUU U TIp.), TPUBEAUTE TPUMEPHI, HILTIOCTPUPYIOIINE TEOPETUUECKUE TTOOKEHUSI.

[Tocne mpemIoXKEHHBIX YKa3aHUM y OOydaromuxcsl TOMKHO Cc(HOpMHpPOBATHCS UYETKOE
npeAcTaBieHne 00 00beMe B XapaKTepe 3HAHUK U YMEHUN, KOTOPBIMH HAJ[0 OYy/JIeT OBIAJETh 1O

JIUCITAIIIINHE.
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9. IIporpammHoe obecnneyeHue MHGPOPMANMOHHO-KOMMYHHUKAIMOHHBIX

TEeXHOJOTUM

9.1. Hngpopmayuonnsvie mexuonozuu

1. TlepcoHanbHbBIC KOMITBIOTEPHI;
2. JlocTymn K MHTEpHET

3. Tlpoexrop.

4. Cucrema VOTUM

9.2. Ilpocpammnoe obecneuenue

1. Windows 7
2. LibreOffice Writer,
3. LibreOffice Calc,
4. LibreOffice
5. Impress

6. ZOOM (OTKpBITBIH JOCTYII)
7

. «Ckaiim» (OTKPBITHINA JOCTYI)
9.3. Hnghopmayuonnsvie cnpagounvie cucmemul

1. VYuuBepcuterckas uHpopmanuronunas cuctema POCCUS - http://www.cir.ru/

2. Tapant

10. Ilepeyenb MaTepuaIbHO-TEXHUYECKOT0 00ecnevYeHus ,He00X0UMOro UIs

peajin3alnMu NPOrpaMMbl 10 y4eOHOI JUCIHUIINHE.

1. YueOHble ayauTOpuu AJi1 NMPOBENEHUS 3aHATHM JIEKIIMOHHOTO THIA, MPaKTUYECKUX
3aHATHM, TpPYNIOBBIX W HMHAUBUAYaJIbHBIX KOHCYJbTAllMi, TEKYLIEro KOHTPOISA U
IIPOMEXYTOUYHOH aTTecTaluy.

2. [TomemeHust 151 CaMOCTOATEIBHOU PabOTHI CTYA€HTOB, OCHAILIEHHbIE KOMITBIOTEPHON
TEXHUKOW C BO3MOXKHOCTHIO MOJAKIIOUEHHUs K ceTH «VIHTepHeT» M obecrneueHueM J0ocTyna B

SJICKTPOHHYIO I/IH(l)OpMaI_II/IOHHO-06pa3OBaTCJIBHyIO Cpeay MHCTUTYTA.

11. O6pa3oBaTebHbIE TEXHOJIOTHH

IIpu peanuzanuu y4eOHOH NUCHMIUIMHBI «JlOKYMEHTHpPOBaHHE YNpaBJieHYeCKOil

ACATCIbHOCTH» IIPUMEHAIOTCA Pa3JINYHBIC 06pa30BaTeJ'ILHLIC TCXHOJIOTHH.
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OcBoenne  y4yeOHOW  aucHUIUIMHBI  «/loOKyMeHTHpOBaHHMe  ynpaBjeHYeCKOi
AeATEJBHOCTH» TIPEIyCMAaTPUBACT HCIOIH30BAHUE B y4EOHOM MpOIECCe AKTHBHBIX (HOpM
IpOBE/ICHUS yUeOHBIX 3aHATUH B (popme, pa300p KOHKPETHBIX CUTYAIlMH M MPAKTUUYECKUX 3a7a4
B COYETAaHMM C BHEAayJAUTOPHONM paboToil C 1enbio (QOPpMHUPOBAHUS U PA3BUTHUSL

HpO(i)eCCI/IOHaJ'IBHI)IX HaBBbIKOB o6yqafonmxc>1.
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