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Pa3znen 1. Opranu3anuoHHO-MeTOANYECKHUIT pa3aet

1.1. llesm ocBoeHMsI AUCUUTIJIMHBI

Huctumimna «/lokyMeHTanlMOHHOe ofecredeHHe YNPAaBJEeHHS HA TNPeINPUSTHUIX CEPBHCA)

BXOJIUT B «IMCHMILUIMHY 1O BBIGOPY»

HOATOTOBKH 06yan0mecs1 M0 HAaIpaBJICHUIO IMOATOTOBKHU

«43.03.01 CepBuc», HanipaBjieHHOCTh (Mpo¢uiib) «CepBrc HHAYCTPHH FOCTENPHHAMCTBAY.
Llenbto TUCHMIUIMHEI sIBIIsieTCsl opMupoBanue kKommnereHuui (¢ coomeemcmeuu ¢ @I'OC BO u
mpebosanusMU K pe3yIbmamam 0C80eHUs. OCHOBHOU NPOYeCcCUOHATbHOU 00PA3068AMENbHOL NPOSPAMMbL

(OIIOI1 BO)):

Yuueepcanvnvix komnemenyuii
YK-4.2 CniocoGeH rpaMOTHO HCIIOJIb30BaTh MH()OPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH,

KOMMYHUKaTHUBHO-
B3aUMOJICUCTBUSA C TAPTHEPAMHU
Oowenpogeccuonanvnulx:

MIpUEMJIEMBbIi

CTWJIb  OOIIEHMS,

BepOaJbHBIC U

H€Bep6aJ’IBHHC cpeacrea

OIIK-6.1 CrocobeH HaWTH W MPUMEHUTh HOPMATHUBHO-TIPABOBYIO JOKYMEHTAIMI0 B OO0JIACTH

po(heCcCHOHANTBHOMN e TeIbHOCTH
OIIK-6.2 Cnoco0OeH TpaMOTHO COCTaBJIATH JOKYMEHTHI

U BECTU JOKYMEHTOOOOpPOT Ha

OPEeINpUATHIX ¢ COONIOACHUEM 3aKoHoIaTenbeTBa Poccuiickoit denepanuu o npeaoCTaBiICHUH YCIYT B
cdepe cepBuca U BbIOUPATh NPEAIOYTUTENbHBIN CTUIIb I€JI0BOTO OOIIEHUS

OIIK-8.1 CrnocobeH pemarh 3agaud Tpo(ecCHOHANBHOM IEeSTeNbHOCTH C HCIOJIb30BAHHEM
COOTBETCTBYIOIINX MH()OPMAIIIOHHBIX TEXHOJIOTHHA U HHCTPYMEHTOB 00paObOTKH MH(POPMAIMU C YIETOM
OCHOBHBIX TpeOoBaHMM HH(POPMALIMOHHOM O€30MaCHOCTH

Hepe‘{I/ICHGHHHe
JOCTHKEHUS KOMIIeTEeHIIMIi:

KOMIIETCHIIMK  (POPMHUPYIOTCS B

Iponecce

AOCTHXKCHHUSA HUHAHKATOPOB

O0001meHHas TPyAOBas

Kox v HanmenoBanue

Koa n HauMeHoOBaHue HHAUKATOPA

¢yukuus/ TpynoBas GyHKuus JAeCKpHUIITOpAa AOCTHKEHUS KOMIleTeHIuil (13
KOMIIeTeHIIU A I1C)

nc 33.007 YK-4.2 CnocobeH | 3nanue:
«PykoBoguTeb/ynpaBasiommi | TpaMOTHO ucnoias3oBats | 33.007 PykoBoanrensn
FOCTHHHYHOTO KOMILJIeKca/ceTH | MH()OPMaIMOHHO- /ynpasJisiiolumii TOCTUHUYHOT 0
roctuHu» B.  YnpaBienme | KOMMyHUKallMOHHBIE KOMILJIEKCA/CeTH TOCTHHMIL
TeKy1el IeATEJbHOCTLIO | TEXHOIOTHH, N-2 VK- 4.2Cnenuanu3upoBaHHbIC
AenapTaMeHTOB (caryx0, | KOMMYHUKAaTHBHO- OpOTrpaMMbl,  HCIOJb3yeMble B
0T/1eJ10B) TOCTHHUYHOIO | IPHEMIIEMBIii CTHJIb | TUCBMEHHBIX ~KOMMYHHUKAIUAX, B
KOMILIEKCA oOmieHusi, BepOalbHbBIE U | TOM qucie BO3MO>XHOCTH

B/01.6 VYmpasienue | HeBepOanbHbIE cpenctBa | ”HGOpPMAIMOHHO-
pecypcamu JIeNapTaMEHTOB | B3aMOJAEHCTBHUS C | TeJIEeKOMMYHUKAIMOHHON ceTu
(cmyk0, OTAENOB) TOCTUHUYHOIO | MapTHEpaAMU "UnTepuer" B/01.6
KOMILIEKCa 33.008 PyxoBoauten

Tpynossie pynkunu I1C NpeANPUATHA NUTAHUSA
33.008 «PykoBoauTesib ni-4 VK- 4.2
NpeAnPUSITHS MUTAHU» Crieunann3upoBaHHbIE POTPAMMBI,

B. Yupasienue UCTOJb3yeMble B MHUCbMEHHBIX
TeKylei AeITeJIbHOCTHI0 KOMMYHHMKAIUsIX, B TOM YHCIIE
AenapTraMeHTOB (cayx0, BO3MOKHOCTH MH(pOPMAaIMOHHO-
OT/1€eJIOB) NpeAnpUATHS TEJIEKOMMYHUKAIIMOHHON ceTn
NUTAHUA "Unurepuer" B/01.6

B/01.6 VYnpasnenue na-s VK- 4.2
MaTepHaJbHBIMH pecypcaMu U Crieninan3upoBaHHbIE
NIEPCOHAJIOM JIeTIapTaMEeHTOB KOMIIBIOTEPHBIE IPOrpaMMBl,

(cayx0, OTHENOB) MpPEIIpPUATHS
HUTaHUS

WCIIONBb3YEMBIE Ha MPEINPHUATUAX
MATAHUS
Ymenus




33.007 PykoBoaurein
/ynpaBJasiiou i TOCTUHUYHOIO
KOMILJIEKCA/CeTH TOCTHHHIL

NJI-8 YK- 4.2 Bnanetrs HaBBIKaMU
JIEJIOBBIX U MEKITMIHOCTHBIX
KOMMYHHKAIIHA, IIPOBEICHUS
COBEIIAHUHN 1 cOOpaHUH B TPYZAOBOM
kosuiektuse B/01.6

33.008 PykoBoauTesb
NpeAnpUsITHS MUTAHUS

Ymenusa:

HUJI-11 YK- 4.2 Bnagets HaBbIKaMH
IIEJIOBBIX 51 MEKIUIHOCTHBIX
KOMMYHUKAITUH, MIPOBEICHUS

COBEIIAHUH B TPYJIOBOM KOJUICKTHUBE
B/01.6

33.007 PykoBoaurein
/ynpaBasirommi TOCTUHUYHOIO
KOMILJIEKCa/CeTH TOCTHHHIL

Hmeem nasviku u (unu) onvim:
N-13 YK- 4.2 Pa3zpemenue
IPOOJIEMHBIX CUTYaIUi
notpeduresnei, napTHEPOB U
3aMHTEPECOBAHHBIX CTOpOH B/02.6
33.008 PykoBoauTesb
npeanpusTus NUTAHUS

Hmeem nasviku u (unu) onvim:
N/I-15 YK- 4.2 Pazpemienue
IpOOJIEMHBIX CUTYalUui
notpedurteneil, mapTHEPOB,
3aMHTEpPECOBaHHBIX cTOpoH B/02.6

I1C 33.007
«PykoBoauTenb/ynpaBasommii
TOCTHHUYHOI0 KOMILIEKCA/CeTH

rocrunu» B.  Ynpasienue
TeKyLen AeATEeJIbHOCTBIO
AenapTaMeHTOoB (cy:x0,
OT/1€JIOB) TOCTHHHYHOTIO
KOMILIeKCa

B/01.6 VYipasieHue
pecypcamu JIenIapTaMEHTOB

(cmyk0, OTHENOB) TOCTUHUYHOTO
KOMIUIEKCa
Tpynossie pynkunu I1C

33.008 «PykoBogurtenb
NpeANnpUATHSA TUTAHUS

B. YnpasJiienue
TeKyLel AeATeJIbHOCTBIO
AenapTaMeHTOB (coryx0,
OT/1eJ10B) npeanpuATHs
NUTAHUA

B/01.6 VYnpasnenue
MaTepualibHBIMU pecypcaMu H
IIEPCOHAIOM JlenapTaMeHTOB

OIIK-6.1 Crnocobex
HaWTH 51 IIPUMEHUTH
HOPMAaTHUBHO-TIPABOBYIO
JOKYMEHTAIMI0 B 00JIacTh
npodeccnoHanbHOM
JeSITeTbHOCTH

3Hanue:

33.007 PykoBoaurennb
/ynpaBasiiOIiuii rOCTHUHUYHOT O
KOMILJIEKCa/CeTH TOCTHHMIL

NJI-1 OIIK- 6.1 3akoHO1aTEIBCTBO
Poccuiickoit ®enepanuu o
MPEI0CTABIEHUHA TOCTUHUYHBIX
yciyr B/01.6

33.008 PykoBoauTe/b
npenpusTus MATAHUS

HJI-3 OIIK- 6.1 3akoHOAATEIHECTBO
Poccuiickoit deneparuu,
perynupyoliee 1eaTeIbHOCTh
npennpusaTuil nuranus B/01.6
Ymenus

33.007 PykoBoaureJb
/ynpaBasiioIuii rOCTUHUYHOT O
KOMILJIEKCa/CeTH rOCTHHMIL

N-5 OIIK- 6.1 Opranu3oBbIBaTh
PpaboThI MO MOATBEPHKACHUIO
COOTBETCTBUSI TOCTUHUYHOTO
KOMIUIEKCa cucTeMe KilacCu(pUKauu
TOCTUHMI] U UHBIX CPEJICTB




(cayx0, OTHENOB) MpPEIIpPUATHS
HUTaHUS

B/03.6  Koutpomr u
OIICHKA s exTuBHOCTH
NEeSITeIbHOCTH  JETapTaMEHTOB

(cmyx0, OTHENOB) MPEANPHUATHS
MUTAHW

pasmerenus B/03.6

33.008 PykoBoaurte/b
npeInpusTus MUTAHUS

NJI-7 OIIK- 6.1 Ananu3zupoBaTh
po6eMbl B PYHKIMOHUPOBAHUH
CUCTEMbI KOHTPOJIS,
MIPOTHO3UPOBATH MX TOCTECACTBUS U
NPUHUMATH MEPBI 110 UCIPABICHUIO
Y HEIOMYIIEHUIO TT0T00HBIX
cutyanuii B Oyaymem B/03.6
Hmeem nasviku u (unu) onvim.
33.007 PykoBoaureJb
/ynpaBJisilOmuii TOCTUHUYHOTO
KOMILJIEKCA/CeTH TOCTHHHI
-9 OIIK- 6.1 ®opmupoBanue
CUCTEeMBbI OU3HEC-TIPOLIECCOB,
PETIIaMEHTOB U CTaHIapPTOB
TOCTHHUYHOTO Komruiekca B/01.6
33.008 PykoBoauTesb
npeanpusTus NUTAHUS

NJ-11 OIIK- 6.1 ®opmupoBanue
CUCTEeMBbI OU3HEC-TIPOLIECCOB,
PETIIaMEHTOB U CTaHJIapPTOB
npeanpustus nutanus B/01.6

IncC 33.007
«PykoBOAUTEIB/yNIPABIAKOIIM T
TOCTHHHYHOI0 KOMILIEKCA/CEeTH

rocruHum» B. Yupasiaenue
TeKylei AeITeJIbHOCTHI0
AenapTaMeHTOB (coryx0,
OT/1€JI0OB) TOCTHHHYHOTIO
KOMILIeKCca

B/01.6 VYnpasnenue
pecypcamu JlenapTaMeHTOB

(cmyx0, OTAENIOB) TOCTUHHYHOTO
KOMILJIEKCa
Tpynossie pynkunu I1C

33.008 «PykoBoagurtenb
NpeANPUATHS MUTAHUD

B. Yupasienue
TeKylei AeITeJIbHOCTHI0
JenapTaMeHTOB (cay:xk0,
OT/1€eJIOB) npeanpuATHs
NUTAHUA

B/01.6 VYmpasnenue
MaTepHaJbHBIMH pecypcaMu U
NIEPCOHAJIOM JIeTIapTaMeHTOB

(cmyx0, OTHENOB) MpPEIIpPUATHS
UTaHUS

B/03.6  Koutpomr u
OIIEHKA 3¢ (HEeKTUBHOCTH
NeSITeIbHOCTH  JIeTIapTaMEeHTOB

(cmyx0, OTHENOB) MPEAIPUSITUS
U TaHHS

OIIK-6.2 Cnocoben
IPaMOTHO COCTaBJISATH
I[OKYMCHTI)I nu BCCTHU
JOKYMEHTO000POT Ha
NPEAIPUATUAX c
cOOII0EHNEM
3aKOHO/IaTEILCTBA

Poccuiickoii  ®enepanuu 0
MIPEIOCTABIIEHUN YCIYT B
cdepe cepBuca U BBIOUPATH
MPEINOYTHTENBHBIA  CTHJIb
JIeTI0OBOTO OOIEHUS

3uanue:

33.007 PykoBoauresnb
/ynpaBJsilomuii TOCTUHUYHOTO
KOMILIEKCA/CeTH FrOCTHHHIL

N/1-2 OIIK- 6.2
Crieunanu3upoBaHHbIE IPOTPAMMEI,
HCIIOJIb3YEMbIC B TMChMEHHBIX
KOMMYHHUKAIIHSIX, B TOM YHCTIE
BO3MOXHOCTH MH(POPMAITMOHHO-
TEJIEKOMMYHUKAIITMOHHON CETH
"Unrepuer" B/02.6

33.008 PykoBoauTe/b
npeInpusTus MATAHUS

HJ1-4 OIIK- 6.2
Crienraan3upoBaHHbIC TPOTPAMMEI,
UCTIONIb3yeMble B TUChMEHHBIX
KOMMYHHKAITUSIX, B TOM YHCIIS
BO3MOYXHOCTH MH(POPMAIIMOHHO-
TEJICKOMMYHUKAITMOHHON CeTH
"Unurepuer"B /02.6

Ymenus

33.007 PykoBoaurennb
/ynipaBJsIiOIIAi TOCTHHUYHOTO
KOMILJIEKCA/CeTH TOCTHHHIL

NJI-6 OIIK- 6.2 BnageTs HaBBIKaMHU
OpTraHHU3aINH YCTHBIX U
MACbMEHHBIX KOMMYHUKAIIAN C
MOTPEOUTENIMU, TAPTHEPAMU U
3aMHTEPECOBAHHBIMHI CTOPOHAMH
B/02.6




33.008 PykoBoauTe/b
NnpeanpusTHs NUTAHUS

HJI-8 OIIK- 6.2 BnageTs HaBbIKAMHU
OpraHHU3aIH YCTHBIX U
MACbMEHHBIX KOMMYHUKAIIUN C
noTpedUTesIMH, apTHEPaMH,
3aMHTEPECOBAHHBIMHI CTOPOHAMU
B/02.6

Hmeem nasviku u (unu) onvim.
33.007 PykoBoaureJib
/ynpaBJisilomuii TOCTUHUYHOTO
KOMILJIEKCA/CeTH NOCTHHMI
N/I-10 OIIK- 6.2 Pazpemienue
IpOOJIEMHBIX CUTYaIUi
notpeOuTenei, mapTHEPOB,
3aMHTEPECOBAHHBIX CTOpOH B/02.6
33.008 PykoBoauTesb
npeanpusTus NUTAHUS

N/-12 OIIK- 6.2 Pazpemenue
IPOOJIEMHBIX CUTYaIUi
notrpeduresnei, napTHEPOB U
3aMHTEPECOBAHHBIX CTOPOH B/02.6

IncC 33.007
«PykoBOAUTEIB/yIIPABIAKOIIM T
TOCTHHHYHOI0 KOMILIEKCA/CeTH

rocruHum» B. Yupasiaenue
TeKyuei JeATeJIbHOCThIO
JenapTaMeHTOB (coyx0,
OT/1€JI0OB) TOCTHHHYHOTIO
KOMILIEKCA

B/01.6 VYnpasnenue
pecypcamu JlerapTaMeHTOB

(cmyx0, OTAENIOB) TOCTUHHYHOTO
KOMILJIEKCa
Tpynossie pynknuu I1C

33.008 «PykoBogurtenb
NnpeanpusiTus MUTAHUSD

B. Yunpasienue
TeKyIen AeATeIbHOCTHIO
AenapTaMeHTOB (cy:x0,
OT/1€JI0OB) NnpeAnpUATHS
NMUTAHUA

B/01.6 VYmpasnenue
MaTepualbHBIMU pecypcaMu H
HEPCOHAIOM JIeTIapTaMEeHTOB

(cnyx0, OTHENOB) MpPEIIpPUATHS
UTaHUS

OIIK-8.1 Crnocoben
peuarhb 3a1a4n
npodeccnoHaTBEHOM
JeSITeIbHOCTH c
MCTIOJIH30BAHUEM
COOTBETCTBYIOIIUX
WH(POPMAIIMOHHBIX
TEXHOJIOTUI u
WHCTPYMEHTOB  00pabOoTKH
uHbopMalUKd  C  Y4ETOM
OCHOBHBIX TpeOoBaHuUl
MH(pOPMAaIMOHHOM
0€30MacHOCTH

3uanue:

33.007 PykoBoauresnb
/ynpaBJjsilomuii TOCTUHUYHOTO
KOMILIEKCA/ceTH TrOCTUHHI

Na-1 OIIK- 8.1
Crieunann3upoBaHHBIEC TPOTPAMMBI,
UCIIOJIb3YeMbIC B TUCHMEHHBIX
KOMMYHHUKAIIHSIX, B TOM YHCTIE
BO3MOXHOCTH MH(POPMAITMOHHO-
TEJIEeKOMMYHHUKAIIMOHHON CeTH
"UnTepuer" B/02.6

33.008 PykoBoauTe/b
npeInpusTus MATAHUS

Na-3 OIIK- 8.1
Crienaan3upoBaHHbIC TPOTPAMMEI,
UCTIONIb3YeMbIe B TUCBMEHHBIX
KOMMYHHKAITUSIX, B TOM YUCIIC
BO3MOXKHOCTH MH(OPMAIIMOHHO-
TEJICKOMMYHUKAITMOHHON CETH
"Unurepuer" B/02.6

Ymenusa

33.007 PykoBoauresnb
/ynpaBJsiiOIIAi TOCTHHUYHOTO
KOMILJIEKCA/CeTH TOCTHHHIL

NJI-5 OIIK- 8.1 Bnanets
AQHTTTUHCKUM SI3BIKOM WU APYTUM
WHOCTPAHHBIM SI3BIKOM C YI€TOM
XapaKTePUCTHK TOCTOSTHHBIX
KJIMEHTOB TOCTUHUYIHOTO KOMILIEKCa
Ha ypoBHE, 00eCIeUnBAIOIIEM
s¢dexTrBHBIE PO ecCHOHATbHbIE
KomMmyHUKaiu B/02.6




33.008 PykoBoauTe/b
npeanpusTHsI MUTAHUSA

WJI-7 OIIK- 8.1 BmageTs
AHTJIMACKUM SI3BIKOM HJIH JPYTHM
HWHOCTPaHHBIM SI3bIKOM C YYETOM
XapPaKTEPUCTUK MOCTOSTHHBIX
KJIMEHTOB MPEANPHUATUS TUTAHUS
B/02.6

Hmeem nasviku u (unu) onvim.
33.007 PykoBoaureJib
/ynpaBJsilOIMii rOCTHHUYHOTO
KOMILJIEKCA/CeTH TOCTHHHIL
NJ-9 OIIK- 8.1 IIpoBenenue
BCTpEY, IEPETOBOPOB U
MPE3EHTALUI TOCTHHUYHOTO
MPOJIYKTa TOTPEOUTENAM,
napTHepaM U APYTUMU
3aMHTEPECOBAHHBIM CTOPOHAM
B/02.6

33.008 PykoBoauTe/b
npeInpusTus MUTAHUS

NJ-11 OIIK- 8.1 [IpoBenenue
BCTpEY, MEPErOBOPOB U
pe3eHTalUN TPOAYKIIMU U yCIYT
IPEIIPHUSITHS TATAHUS
noTpeOUTEAM, TAPTHEPAM U
3aMHTEPECOBAHHBIM CTOPOHAM
B/02.6

1.2. Mecto aucuumiannsl B cTpykrype OIIOIT BO
HanpaBJjeHus moaroroBku «43.03.01 CepBucy», HanpaBjieHHOCTH (Mpoduib) «CepBHUC HHAYCTPUH

rOCTeIPUUMCTBA»
No IpenmecrByomme TMCHUUIIMHBI Toc/eayiomme NHCHHILTHAE]
(MM CHUIVIMHBI, H3y4YaeMble MapaJjlieibHO)

1 2 3
Opranuzanys 1 IIaHUPOBaHHUE

1 | BBenenue B HarmpaBiIeHUE TOATOTOBKH MPeITPUHUMATENECKON IeATEIEHOCTH B
cepe ceprca

2 | MuKkpo3KOHOMHUKA busHec-mianupoBaHue B cepBHCe

3 1C: IlpennpusTtue. 3apruiata 1 yIpaBiIcHHE
MIEPCOHAIOM

Tlocrneoosamenvrocmo cﬁopMupoeanz Komnemem;uﬂ 6 YKA3aHHbLX OucuunﬂuHax Mooicem Oblmb
U3MEHEeHAa 8 3asucumocmu om ¢0prl u cpoka 06yquuﬂ, a makokce npenodaeaHuﬂ C UCnojibzosarnuem
aucmaHI/;LlOHHblx mexHono2ull 06y’~t€HZ/l}Z.

1.3. HopmaTuBHAasi JOKYMEHTAIUS
Pabouas nporpamma y4eOHOM JUCHUIUIMHBI COCTaBJIEHA Ha OCHOBE:
- ®@enepasbHOTO TOCYAAPCTBEHHOTO 00pPa30BaTENLHOTO CTAaHIApTa BBICIIETO OOpa30BaHHSA TIO
HanpaBieHuto moarotoBku «43.03.01 CepBucy;
- VYueOHoro miaHa HampabieHus moarotoBku «43.03.01 CepBuc», HanmpaBJjieHHOCTH (TPOQUIIb)
«CepBuc unaycTpuu rocrenpuumcrba» 2021, 2022 rona nabopa;
- Oo0pa3ra paboueit mporpammbl yaeoHoH aucturumiasl (mpukas Ne 113-O ot 01.09.2021 r.).




Paznen 2. Temaruueckuii mjian

Ounas ¢gopma 00y4eHus (IOJTHBII CPOK)

TpynoemkocTh
AyIMTOpPHBIE 3AaHATHS Kon
HHANKATOpPA
Ne TeMa IMCHHUIIINHBI |
Bcero CPO
J 3 (JI3, C3) JAeCKpPUNTOpa
JOCTHKEHUA
KOMIIeTeHIU I
1 2 3 4 5 6 7
OCHOBHBIE ITOHATHUSA B 00J1aCTH N1a-2 YK-4.2,
UJI-1 OIK- 6.1
OKYMEHTHPOBAHHUS
1 HORY P 10 2 8 NJ1-2 OIIK- 6.2
UJ-1 OIK- 8.1
HopMmaruBHO — meToanueckue U-4 VK- 4.2,
2 | OCHOBBI JOKYMEHTAIIMOHHOTO 10 2 2 6 gﬂi 8g§ 2;
o0ecrieYeHns yrpaBIIeHUsS H§_3 OIIK. 81
OpranuzanoHHO-TIpaBOBast UJI-5 VK- 4.2,
3 | cucrema JTOKYMEHTALUK 12 2 2 8 /-5 OIIK- 6.1
WJ1-5 OIIK- 8.1
OpraHH3auHOHHo- N1-8 YK-4.2,
UJ1-7 OIIK- 6.1
acIopsIAUTENIbHAS CUCTEMA
4 | pactops 10 2 2 6 VIJ1-6 OTTK- 6.2
WJ1-7 OIIK- 8.1
HNudopManimoHHo-cripaBoyHast Na-11 VK- 4.2,
5 | cucrema 8 8 UJ1-9 OIIK- 6.1
UJ1-8 OIIK- 6.2
1J1-9 OIIK- 8.1
OcHoBHbIE (POPMBI UJ-13 VK- 4.2
HJ-11 OIIK- 6.1
OKYMEHTOO00OpOTAa B OpTaHU3alMU
6 | AOKY P p 11 10 2 8 WJ1-10 OIIK- 6.2
WJ-11 OIIK- 8.1
ABTOMaTHU3MPOBAHHbBIE CPEJICTBA B NI-15 VK- 4.2
WJI-1 OIIK- 6.1
OKYMEHTAIlHOHHOM aBJICHUU
7 | AOKY 11 yup 12 2 2 8 VJI-12 OTIK- 6.2
WJI-1 OIK- 8.1
Cocrasnenue u opopmieHue UJ-8 VK- 4.2,
WJ1-7 OTIK- 6.1
OCHOBHBIX BHJIOB aBJICHYECKUX
8 AOB YIP 12 2 2 8 WJ1-6 OTIK- 6.2
JIOKYMCTHTOB W/I-7 OTTK- 8.1
OcobenHoctu opopmileHUs U UJ-11 VK- 4.2,
U9 OIIK- 6.1
BEJICHUS JOKYMEHTAIIUH I10
o . Fory ! 12 2 2 8 1J1-8 OIIK- 6.2
JUYHOMY COCTaBYy W9 OITK- 8.1
Opranuzanus JOKyMeHTO000poTa. NA-13 YK-4.2
CucremMaTu3aiys U XpaHeHUe WJI-11 OIIK- 6.1
10 H P 12 2 2 8 W-10 OIIK- 6.2
JIOKYMCHTOB WJI-11 OTIK- 8.1
Buja npoMexyToOYHOI aTTeCcTAlNU
(3auer)
HTroro 108 16 16 76




3aounas ¢popma o6yuenus (MOJIHBII CPOK, ycKkopeHHOoe o0yuenne Ha 6a3e CIIO u Ha 6a3ze BO)

TpynoemkocTh
AyIMTOpPHBIE 3AaHATHS Kon
HHAUKATOPA U
e Tema qucuanaMAL! Bcero CPO e):cllc m[(;l()) a
J | m3 13, C3) JleCKpHITTOP
JAOCTHKEHUS
KOMIIeTeHIHI
1 2 3 4 5) 6 7
OCHOBHBIE ITOHATHA B 00JIaCTH WJI-2 YK- 4.2,
HJ-1 OIIK- 6.1
OKYMEHTUPOBaHUS
1 | AOKYyM p 12 2 10 W12 OTIK- 6.2
1JI-1 OIIK- 8.1
HopmartuBHO — MmeToANMYECKHE U-4 VK- 4.2,
2 | OCHOBBI JJOKYMEHTALIMOHHOTO 10 8 Eﬂi 8g§ g;
oOecrieueHus yrnpaBiIeHUS W13 OIK- 8.1
Opranu3anroHHO-TIPAaBOBAs UJI-5 VK- 4.2,
3 | cucrema nokymenTauuu 12 10 W/J1-5 OIIK- 6.1
UJ1-5 OIIK- 8.1
Opranu3annoHHO- UJ-8 VK- 4.2,
U1-7 OIIK- 6.1
acCIOpPSIIUTEIIbHAS CUCTEMA
4 |p PAA 17 2 2 10 WJ1-6 OTIK- 6.2
WJ1-7 OIK- 8.1
NudopmarnmonHo-crpaBoyHas NJI-11 VK- 4.2,
UJ1-9 OIIK- 6.1
cucreMa
S 10 10 U/1-8 OIIK- 6.2
W/1-9 OIIK- 8.1
OcHoBHBIE (HOPMBI NJ-13 YK-4.2
WJI-11 OIIK- 6.1
OKYMEHTOO0OpOTa B OpraHu3aIiiu
6 | AOKyM P p ! 10 2 10 V110 OTIK- 6.2
1JI-11 OIIK- 8.1
ABTOMAaTU3UPOBAaHHBIE CPEJICTBA B WJ-15 YK- 4.2
Wa-1 OIK- 6.1 UJ-
OKYMEHTAIMOHHOM aBJICHUU
7| AoKyMeHTan yip 12 8 12 OIIK- 6.2 UJI-1
OIIK- 8.1
Cocrasnenue u opopmiieHue UJ-8 YK-4.2,
UAa-7 OIK- 6.1 U1-
OCHOBHBIX BHJIOB aBJIEHYECKUX
8 HOB YT 10 2 8 6 OIIK- 6.2 U1-7
JIOKYMEHTOB OTIiC. 8.1
OcobenHoctu opopmieHus U UJ-11 YK- 4.2,
WJ1-9 OTIK- 6.1
BEJICHUS IOKYMEHTAIIUU 10
o ! poryvertat 10 2 2 8 W/JI-8 OIIK- 6.2
JUYHOMY COCTaBY W19 OITK- 8.1
Opranusanus 10KyMeHT0000poTa. NA-13 VK- 4.2
CucTeMaTH3aMs ¥ XpPaHEHUE WJ-11 OIIK- 6.1
10 a P 17 8 WJI-10 OTIK- 6.2
JIOKYMEHTOB WJ-11 OITK- 8.1
Bua npoMexyTo4HO aTTecTALMU
(3auer)
HTroro 108 8 90

Pa3nen 3. Coaeprxanue U CUUIIMHBI

3.1. Conepxxanue QM CUMILTTHHBI

Tema 1. OcHOBHBIC MOHATHS B 00/1aCTH JOKYMEHTHPOBaHMS.
OCHOBHBIE TEPMUHBI U ONpPEAETICHUS B 00JIACTH JTOKYMEHTALMOHHOTO 00ECIeUYEHUs yIpaBJICHUs.
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I'OCT P 7.0.8-2013. HanuonanwHbiii ctangapt Poccuiickoit ®@enepanuu. CucremMa CTaHAApTOB MO
uHpopmaruy, OMOJIUOTEYHOMY M HM3JaTEIbCKOMY Jieny. [lenonpou3BoICTBO M apXWBHOE Jaeio (YTB.
IIpukazom Poccranmapra ot 17.10.2013 N 1185-ct). TepmuHbl U onpeneneHus». 3Ha4EHUE U CBOWCTBA
JOKyMEHTa Kak HocuTens wuHpopManuu. OyHKIUM YOpaBlIEHYECKUX JOKYMEHTOB: o0Omue u
cneuupuyeckne. OOHME TOHATUS O CHUCTEMax JOKyMEHTAlMH. YHH(UKaNWMs W CTaHAApTH3ALUs
JOKYMEHTOB. YHU(DUIMPOBAHHAS CUCTEMa OPraHU3alMOHHO — PAaCHOPSAUTEIbLHOW JOKYMEHTAIIUH.
OcHoOBHbIE BUIbl OPIaHU3ALIMOHHO — PACIIOPSIIUTENIBHBIX JOKYMEHTOB U UX POJIb B CUCTEME YIIPABJICHUS.

['ocynapcTBeHHblE CTaHAApThl B 00JAacTH JAOKYMEHTAIIMOHHOTO OOECIeYeHMs] YIpaBICHHUS.
OcHoBHBIE TIOJIOXKEHHUA [OCYyIapCTBEHHON CHUCTEMBI JTOKYMEHTALIMOHHOTO OOECICUEHUS YIPABICHHS.
AJMUHUCTpPATUBHAS OTBETCTBEHHOCTh PYKOBOJUTENEH U CIIEHUANINCTOB OpraHu3aluil U IpeIupusTui 3a
HapyIlIeHHE AEMCTBYIOLIEr0 3aKOHO/1aTENNbCTBA 110 ApXUBHOMY JIETY.

Tema 2. HopMaTUBHO — MeTOAUYECKHE OCHOBBI [OKYMEHTALMOHHOTO o0ecredeHHus
ylpaBJieHHsl.

PaccmarpuBatorcs BOIIPOCHI HOPMaTHUBHO-METOIUYECKOTO pEryIupOBaHUs CUCTEM
JIOKYMEHTOO0OpOTa B OpraHM3alli, HOPMATHUBHBIC AKTbI, MOJOXKEHUS U CTPYKTypa pEryIupOBaHUS
JOKYMEHTOJIBIDKEHUS. HOpMAaTHBHO — METOIUYECKHE OCHOBBI JOKYMEHTAIlMOHHOTO OOECTICUeHUs
yIpaBIeHUS 1EATEIbHOCTU IPEIIPUITUI CEpBHCA.

Tema 3. Oprann3aniuOHHO-NIPABOBAS CHCTEMA JOKYMEHTALMH.
B nexuun pazbupaercs Ha3HAYCHHE, COCTAB U JIBUKEHUE TOKYMEHTOB OpPraHU3aIMOHHO-TIPABOBOM
CUCTEMBI TIOKYMEHTAIIMH U €€ OCHOBHBIC XapaKTEPUCTUKH.

Tema 4. Oprann3aliuOHHO-PACHOPAAUTEIBHASL CHCTEMA.
B JICKIIUHU pa361/1paeTc;1 HAa3HA4YCHUEC, COCTaB W JABWIKXCHUC OOKYMCHTOB OpraHU3allMOHHO-
pacmnopsiANTEILHON CUCTEMBI IOKYMEHTAIIMU U €€ OCHOBHBIE XapaKTEPUCTUKH.

Tema 5. UHpopMAITHOHHO-CIPABOYHAS CHCTEMA.
B nexknmm pasOupaeTrcsi Ha3Hau€HWE, COCTaB W JIBIKCHHE JIOKYMEHTOB WH(OPMAIMOHHO-
CIIPaBOYHON CHUCTEMBI TOKYMEHTAH (POPMBI U €€ OCHOBHBIE XapaKTEPUCTUKH.

Tema 6. OcHOBHBIC (POPMBI JOKYMEHTO000POTA B OPraHU3alH.
PaccmaTpuBatoTcst TpaauLMOHHAs U 3JEKTPOHHAs (OPMBI JOKYMEHTOOOOpOTa, a TakkKe MOpSAI0K
paboThI ¢ BXOASIIUMH, BHYTPEHHUMH U UCXOJAIIIMMU JTOKYMEHTaMH.

Tema 7. ABTOMATH3HPOBaHHbIE CPEACTBA B IOKYMEHTALIMOHHOM YIIPABJICHUH.

Pazbuparorcs aBTOMAaTH3MpPOBAaHHBIE KOMIBIOTEPHBIE MPOrPaMMbl, MO3BOJIAIOIINE COKPATUTh
BpeMs o(opMiIeHHs, TEpelBUKEHUS JOKYMEHTOB M MX 1I€JIeBO€ MHCIOIb30BaHME B CEpBUCE.
ONEKTPOHHBIM JOKYMEHTOOOOPOT NMPEANPUATHI cepBuUca.

Tema 8. CocTaBiienne u opopMiieHHe OCHOBHBIX BH/I0B YIIPABJIeHYECKUX JOKYMEHTOB.

bnanku nokymentoB. dopma M conepkaHHUE CIyKeOHOro nokymeHTa. Dopmynsp. PexkBU3HTHI
yIpaBICHUYECKUX JOKYMEHTOB HUX 3HaueHue. CTpyKTypa TeKCTa U OCOOEHHOCTH O(OpMIIECHUS
yIpaBJIEHYECKUX TOKYyMEHTOB. OTBETCTBEHHOCTb ITPU OPOPMIICHUN JOKYMEHTOB.

Tema 9. OcodennocTu oopMiIeHUs U BeeHUs JOKYMEHTALMH M0 JIMYHOMY COCTABY.

OO0mass xapakTepuCTUKa W Ha3HAYeHHE JOKYMEHTAlMM IO JUYHOMY cocTaBy. OcoOeHHOCTH
JOKYMEHTHPOBAaHHUS TPYNOBBIX MpPaBOOTHOWIEHUH (odopmiieHHe npuemMa Ha paboTy, mepeBoja,
YBOJIbHEHUS, KOMaHAUPOBKHU, OTMycKa). BeneHue TpyHoBbIX KHMXKEK. BocnmuTaHue OTBETCTBEHHOCTH,
JOOPOCOBECTHOCTH NIPU O(hOPMIICHHUHU TOKYMEHTOB, BIHSIONINX Ha CTaXX COTPYAHUKA.

Tema 10. Opranuzanus 10KyMeHT0000poTa. CHicTeMaTH3alUs M XPaHeHUEe TOKYMEHTOB.
Opranuzanus JTOKyMEHTOOOOpOTa: perucTpaius M ABMKEHHE J0KyMmMeHToB. HomenkiaTypa nen

OpraHu3aluu: cojepkanue, (opma, mOpsAIOK pa3paboTku u ympaBieHus. OCHOBHBIE TPHU3HAKH
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3aBeneHus aen. llopsmok ¢opmupoBaHus A0KyMeHTOB B Jena. CpokM XpaHEHHS JOKYMEHTOB.
OKcnepTusa ICHHOCTH JOKYMEHTOB. BblfelleHne ITOKyMEHTOB C HCTEKIIMMHM CPOKAMM XPaHEHHUS.
XpaHeHue U nepeaada JOKyMEHTOB.

3.2. ConepxaHue NPAKTHYECKOT0 0JIOKA TUCHMILINHBI

Ounas ¢gopma 00y4eHus (IOJTHBII CPOK)

No Tema npakTH4YecKoro (CeMHHAPCKOro, 1a00paTOPHOro) 3aHATHS
1 2
31 HopmartuBHO — MeTOIMYECKUE OCHOBBI JOKYMEHTAIMOHHOTO O0ECIeUeHUs
yIpaBIeHUS
113 2 OpraHu3alMOHHO-TIPABOBAasl CUCTEMa JOKYMEHTAIUU
1133 Oprann3alliOHHO-PACTIOPSIANTENIbHAS CUCTEMA
113 4 OcHoBHbIE (OPMBI JOKYMEHTOOOOPOTA B OpraHU3AIMHI
1135 ABTOMaTU3UPOBAHHBIE CPE/ICTBA B JOKYMEHTAIMOHHOM YIIPAaBJIEHUU
113 6 CocraBnenue u opopmiieHHe OCHOBHBIX BUOB YIIPABICHUYECKHX JOKYMEHTOB
1137 OcobenHocTr 0(hopMIICHHUS M BECHHUS JOKYMEHTAIUH 110 JMYHOMY COCTaBY
113 8 Opranuzanus JokyMeHToobopora. CuctemaTH3aius 1 XpaHeHne JOKYMEHTOB

3aouHas popma o0yueHus (MOJTHBI CPOK, ycKopeHHOe o0yueHue Ha 6aze CIIO u Ha 6aze BO)
Ne Tema npakTH4ecKOro (CEeMMHAPCKOro, JJA0OPaTOPHOIO0) 3aHATHSA
1 2
I131 | Oprann3zauroHHO-pacnoOpsAUTENbHAS CUCTEMA
I132 | OcHOBHBIE (POPMBI JOKYMEHTOOOOPOTA B OPTaHHU3AINH
I133 | CocraBnenue u oopMiIeHHE OCHOBHBIX BUJIOB YIIPABIEHYECKUX TOKYMEHTOB
134 | Ocobennoctu oopmiieHNS U BeJIeHUs] JOKYMEHTAIMH 110 JIMYHOMY COCTaBY

3.3. O6pa3oBare/ibHbIE TEXHOJIOTUH
QOunas ¢gopma 00yueHus (IOJTHBIH CPOK)

Bun ®opma / Mertoasl |
%0 y4€OHOT0
Ne Tema 3ansaTHSA Y4e0HOro | MHTEPAKTHBHOIO
BpeMeHU
3aHATHA o0y4eHHUs
1 2 3 4 S)
Tema 2. HopmatusHO —
METOJINICCKUE OCHOBBI .
1 A 113 Ketic-meron 100
JOKYMEHTAI[MOHHOTO 00ecTrieueHus
yIIpaBJICHUSI.
Tema 3. Oprann3allMOHHO-IIPABOBAast
2 P . P I13 [enoBas urpa 100
CUCTEMa JJOKYMEHTAITUH.
Tema 7. ABTOMaTU3UpOBAHHbIE
3 | cpeacTBa B IOKyMEHTAITMOHHOM I13 Keiic-meTon 100
yIPaBJICHHH.
Tema 8. CocraBienue u
4 | ohopmIieHUE OCHOBHBIX BHJIOB I13 Keiic-meTon 100
yIPaBICHUYECKUX JOKYMEHTOB.
Tema 9. Ocobennoct oopmiieHus
5 | u BeneHUS TOKYMEHTAIIUHU TIO 113 Keitic-meTon 100
JMYHOMY COCTaBY.
Hroro % 31%
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3aounas ¢popma o6yuenus (MOJHBIN CPOK, YcKopeHHoe o0yuenne Ha 6a3e CIIO u Ha 6a3ze BO)

®opma /
Bun o

MeTtoasbl Yo y4€OHOT 0

Ne Tema 3ansaTHsA y4eOHOro
HHTEPAKTUBHOIO BpeMeHHU
3aHATHA

o0yueHust
1 2 3 4 5
1 Tewma 4. OpranuzanoHHO- m Keic-meTon 100

pacrnopsiAMTeIbHAs CUCTEMA.
Tema 8. CocTaBieHue u

2 | opopmieHHE OCHOBHBIX BUIOB 113 Ketic-meron 100
VIPaBICHYECKUX JTOKYMEHTOB.

Tema 9. Ocobennoctu oopmieHus
3 | ¥ BeJeHUs JOKYMEHTAIUH 110 113 Keitic-meTon 50
JTUYHOMY COCTaBY.

Hroro % 36%

Pa3nes 4. Opranusanusi caMoCTOATE/IbHOI padoThl 00y4aOIINXCS

4.1. Opranusanms caMoOCTOSATEJIbHOI padoThl 00y4YalOIMXCS

Ne
Ne Tema quCcHUNIHHBI Ne Bonpocos PeKoOMeHyeMoil
JINTEPATYypPhbl

1 2 3 4
OcHoBHbIE TIOHATHUS B 001aCTH

1 1-6 1-6
JOKYMEHTUPOBAHUS

5 HopMaTuBHO — METOTUYIECKIE OCHOBBI 7-19 16
JIOKYMEHTAI[MOHHOTO 00ECTIeUeHUs yIPaBICHUS
Opranu3allnOHHO-TIPaBOBasi CUCTEMA

3 | P N P 13-18 1-6
JIOKYMEHTaIluu

4 | Opranu3aiioOHHO-PACIIOPSIIUTENIbHASI CHCTEMA 19-24 1-6

5 | MadpopmaninoHHO-CIIpaBOYHasi cCCTeMa 25-31 1-6
OcHoBHbIE (OPMBI JOKYMEHTOO0OpPOTA B

6 dopat 10Ky P 32-38 1-6
OpraHu3aIuu
ABTOMaTHU3MPOBAHHBIE CPEJICTBA B

7 P ped 39-45 1-6
JIOKYMEHTAI[MOHHOM YITPaBJICHUU

5 CocraBnenue u opopmiieHHE OCHOBHBIX BUI0B 46-52 1-6
yIPaBICHUYECKUX JOKYMEHTOB
OcoGenHocTr 0QOpPMIICHHUS U BEACHUS

9 dop . 53-58 1-6
JOKYMEHTAIUH 110 IMYHOMY COCTaBY
Opranu3zanus J0KyMEeHT0000poTa.

10| 7P LA OKYM p 59-66 1-6
CucremMaTH3aIis U XpaHCHHUE JJOKYMEHTOB

Ilepeyenb BONPOCOB, BHIHOCMMbIX HA CAMOCTOSAITE/IbHYIO padoTy 00y4yarommxcst
[Topsanox perucrpanuu 10KyMEHTOB.
KoHTpo:b 3a ucnonHeHneM 10KyMEHTOB.
Ha3znauenue, BUbI ¥ MOPSAAOK Pa3pabOTKH HOMEHKIIATYPHI J1e], TpeOOBaHUS K 0()OPMIICHHIO.
[ToaroroBka nen k nepenaye v MOPsIOK Nepeadu Jell B apXuB Ui JaIbHENUIIEr0 XpaHeHUs.
TpeboBaHust K MPOBEACHUIO HKCIIEPTH3BI IIEHHOCTH JOKYMEHTOB.
Opranu3zanus paboTsl C TOKyMEHTaMH, KOTOPbIE OTHECEHBI K TOCY/IapCTBEHHOM TaiiHe.
Opranuzanus paboThl ¢ TOKYMEHTaMH, COAEPKAIMMU KOH(PHICHIIMATIbHYIO HH()OPMAIHIO.
CrtpykTypa 1 opopMIIEHHE MTOJIOKEHUS 00 OpraHU3ai WU O CTPYKTYPHOM IMOAPAa3/ICICHHUH.
Odopmienne 10BEpEHHOCTEH.

LCoNoOAWNE
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10. Bugasl noBepeHHOCTEH.

11. CrpykTypa u ocobeHHOCTH 0OPMIICHHSI PEriIaMeHTa KOJIJIETHAIBHOTO OpraHa.

12. TIpaBuna opopMIIeHUST HHCTPYKIUI.

13. CtpykTypa AOTKHOCTHONW MHCTPYKIIMHU, METOAMKA COCTABIICHHUS.

14. TpeGoBaHus K AOTKHOCTHOMY PETJIAMEHTY.

15. Cucrema nnaHoBoi gokyMeHTanuu. HazHaueHune u coctaB MIaHOBOM JOKYMEHTAIIMH.

16. Bunel, coctaBienue u opopMieHre TIIAHOBBIX JTOKYMEHTOB.

17.CocraB  uHpopmanuu, o0ocoOeHHOCTH  OGOPMIICHMSI W TIPOLEAypa  yIAOCTOBEPCHHS
OpraHU3alMOHHBIX TOKYMEHTOB — CTPYKTYypa U IITaTHAs YHUCICHHOCTD, IITATHOE PaclrCaHHe.

18. TpeGoBaHUsI K COCTABJICHHUIO U OOPMIICHHUIO TOCTAHOBJICHUH, PEIICHUH.

19. Dramnbl NOATOTOBKH PACMIOPSAUTEIBHOTO JOKYMEHTA.

20. TpeboBaHUsI K COCTaBICHUIO U 0OPMIICHHUIO PUKA30B 0 JIUYHOMY COCTABY.

21. OdopmieHne NpruKa3oB, pacoOpsHKEHUN IO OCHOBHOM 1S TETbHOCTH.

22.CoctaB u o0Omas XxapakTepUCTHKa JOKYMEHTOB CHCTEMbl HH(OPMalMOHHO—CIPABOYHON
JOKYMEHTAIUH.

23. TpeboBaHMs K COCTaBICHUIO U OGOPMIICHHIO CIIYKEOHBIX, OOBSICHHTEIBbHBIX M JOKJIAIHBIX
3aIMCOK.

24. BHyTpeHHUE 1 BHEITHUE IOKYMEHTHI.

25. TpeboBaHHS K COCTABJIICHHUIO  OOPMIICHHIO CIIPABOK.

26. Bunsl cripaBok. CripaBKM BHYTPEHHUE U BHEIIHHUE.

27. TpeOoBaHUs K COCTABJICHUIO 1 0(OPMIICHHIO aKTa. Buibl akToB. OCOOEHHOCTH yIOCTOBEp CHUSI.

28. Ilepenucka kak BuA 1e10BOro obmeHus. CocTaB ¥ Ha3HAUCHUE TIEPEIUCKU.

29. TpeboBaHHS K COCTABJICHHUIO H OOPMIICHHIO CITY)KEOHOTO MTUChMA.

30. PaznoBuHOCTH TTuceM. OcobeHHOCTH 0(OPMIICHHS TAPAHTUHHOTO MHUCHMA.

31. cnonp30BaHNe CTaHIAPTHBIX BHIPAKCHUHN B JIETIOBBIX MMHCHhMAaX.

32. IoOKyMEHTUPOBaHUE KOJUIETHATbHOU JEATENbHOCTH (eepalibHbIX OPraHOB HCIOJTHUTEIHHON
BJIACTH, OPTaHU3ALNH, CTPYKTYPHOTO ITOAPA3eICHHsI, COBETOB KOMUCCHH U T. JI.

33. JIokyMeHTbI, CO3/1aBaeMbIe B MPOIlecce MOJATOTOBKH COBEIIAHUS.

34. TpeboBaHHs K COCTABJICHUIO U 0()OPMIICHHUIO IPOTOKOJA. KpaTKue v moIHbIE MPOTOKOJIBI.

35. OcobeHHOCTH TPOTOKOJIOB 3aceJaHuil  (efiepalibHBIX OPraHOB HCHOJHMUTENbHOM  BIACTH.
[TpoTOKOIIBI aKIIMOHEPHBIX OOIIECTB.

36. TpeGoBaHMs K COCTaBIECHUIO U O(OPMIICHUIO TeJIerpaMm, Tene(oHOrpamMmm.

37. CtpykTypa (pakCUMIIBHOTO COOOIIEHHUS, 0COOCHHOCTH 0(OPMIICHUS.

38. IlpaBuna coctaBiieHUs U 0QPOPMIICHHS PELIEH3UH, OT3bIBOB M 3aKJIIOYSHUH.

39. DTHKeT cay)eOHOTO MTUChMa.

40. SI3bIK ¥ CTUIIb CITY’K€OHBIX JOKYMEHTOB.

4.2. llepevyeHb y4eOHO-MeTOIHYECKOr0 00ecneyeHUsl CAMOCTOSATEIbHOI padoThl 00y4YaoIUXCH

CamocrosTenbHas paboTa 00yyaronmxcsi 00ecrneunBaeTcs CIeAYIOUMMHA y4eO0HO-MeTOIMUECKUMU

MaTepHraaMHu:

1. VYkazaHusmu B paboueil nporpamme no gucuuiuivge (m.4.1.)

2. JleknmoHHBIE MaTepHaJIBl B COCTaBE y4eOHO-METOJMUECKOT0 KOMIUIEKCA 110 TUCITUTITNHE

3. 3amaHUSAMM ¥ METOJUYECKMMH PEKOMEHJALUSMH MO OpraHU3alMM CaMOCTOSTENBHON paboThI

00y4aroIuxcs B COCTaBe y4eOHO-METOANYECKOT0 KOMITJIEKCA MO JUCLUIUIMHE.

4. T'moccapuem no JUCHUHUIUIMHE B COCTaBE y4eOHO-METOJUYECKOr0 KOMIUIEKCA M0 AUCIUIIINHE.
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Pa3znen 5. ®oHa O1IeHOYHBIX CPEACTB AJIsl MPOBEIEHUS TEKYIIero KOHTPOJISI U MPOMEKYTOYHOM
arTecTalMU 00YYAKO LM XCS

Don0  oYyeHouHvIX  cpedcm8  No  QucCyuniuHe  npeocmaesnsem  coOou  COB0OKYNHOCHb
KOHMPONUPYIOWUX — MAMeEPUanos  NpeoOHA3HAYeHHbIX Ol UBMEPEeHUs  YPOBHA — OOCMUNCEHUs
00YYAIOWUMUCS YCMAHOBIEHHBIX pe3yibmamos oopazosamenvhol npocpammvl. POC no oucyuniume
UCNONb3YVEeMCL  NpU  NPOBEOEHUU ONEPAmuUBHO20 KOHMPOISL U NPOMENCYMOUHOU ammecmayuu
obyuarowuxcs. Tpebosanus k cmpykmype u codepocarnuio @OC oucyuniuHvl peciameHmupyomcs
Tonoocenuem o ¢ponoe oyeHoUHbIX MAMEPUANO8 No NPOSPAMMAM BbICULE20 0OPA308AHUSL — NPOZPAMMAM
bakanagpuama, mMacucmpamypul.

5.1. IlacnopT ¢oHIa OLIEHOYHBIX CPEICTB
Ounas gopma 00y4eHus (IOJTHBII CPOK)

OueHoYHbIE CPeCTBA
Kon
Karopa
Ne KonTposmpyembie pa3aesibl (TeMbl) HHI[I«IH Top
B AMCUUTIMHBI J mn3 (Ji3,C3) | CpO
JAeCKpPUINTOpa
JMOCTHKEHU S
KOMIIEeTeHIM i
1 2 3 4 5 6
OcHoBHBIE IOHATHA B 0071aCTH UJ-2 YK-4.2,
WJI-1 OIIK- 6.1
OKYMEHTHPOBAHUS
1 | AOKyM p YO IIPB UJ-2 OTIK- 6.2
WJI-1 OITIK- 8.1
HopmaTtuBHO — METOAMYECKHUE OCHOBBI W-4 YK- 4.2,
6 1JI-3 OIIK- 6.1
2 | TOKyMEHTAI[MOHHOTO 00eCTICUeHUs VO KM IIPB 114 OIIK. 6.2
yIIpaBJICHUS W13 OTIK- 8.1
OpranuzalvoOHHO-IIPaBOBasi CUCTEMA UA-5 YK- 4.2,
3 JOKyMEHTALAH YO an I1PB | MJ-5OIIK- 6.1
WJI-5 OIIK- 8.1
Opranu3anuoHHO-PACTIOPSAUTEIIbHAS NJ-8 VK- 4.2,
WJI-7 OTIK- 6.1
cucTema
4 YO KM I1PB W16 OTIK- 6.2
WJI-7 OTIK- 8.1
NudopmannonHo-cripaBoyHas cucTeMa NA-11 VK- 4.2,
WJ1-9 OTIK- 6.1
5 IIPB | /718 O1iK- 6.2
1J1-9 OTIK- 8.1
OcHoBHBIE (HOPMBI TOKYMEHTOOO0POTA B WUNI-13 YK-4.2
WJI-11 OTIK- 6.1
OpTraHu3aIuu
6 |°p H YO IIPB | J7110 onik- 6.2
NA-11 OIIK- 8.1
ABTOMaTI/ISI/IpOBaHHBIG CpeacTBa B WJI-15 VK- 4.2
WJI-1 OIIK- 6.1
OKYMEHTAI[MOHHOM YIIPaBICHUH
7 | AOKY 10 ymp YO KM I1PB WJT-12 OTIK- 6.2
1JI-1 OTIK- 8.1
CocraBnenue u opopmiieHHE OCHOBHBIX UJ-8 VK- 4.2,
WJI-7 OIIK- 6.1
BUJIOB YIPaBIEHYECKUX JOKYMEHTOB
8 AOB yIp AOKY YO KM I1PB W16 OTIK- 6.2
1J1-7 OIIK- 8.1
OcobenHocTr 0popMIICHUS U BeICHUS UI-11 VK- 4.2,
WJ1-9 OIIK- 6.1
OKYMEHTAITUH TI0 JIMYHOMY COCTaB
9 | AOKYyM 1 y y YO KM I1PB W18 OTIK- 6.2
1J1-9 OIIK- 8.1
Opranusanus 10KyMeHT0000poTa. NA-13 VK- 4.2
10 | CucremaTHu3aius 1 XpaHeHHE VO VO pR | BA-11 OIK-6.1
NA-10 OIIK- 6.2
JIOKYMCHTOB VIJI-11 OTIK- 8.1
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3aouHas popma o0yueHus (MOJTHBIN CPOK, ycKopeHHOe o0yuenue Ha 6aze CIIO u Ha 6aze BO)

OueHOYHBIE CPEICTBA
Kon
e KonTposaupyemblie pa3iesibl (TeMbl) UHIUKATOPA U
B AMCUMILIMHBI J n3 (J13,C3) | CPO | meckpunropa
AOCTHKEHUS
KOMIIeTeHIH
1 2 3 4 5 6
OCHOBHBIE ITOHATHA B 00JIaCTH I/I;m_lzggl_(%z’l
1 | TOKyMEHTHPOBaHUS VO [IPB I/Iﬁ-z OLIK. 6.2
1JI-1 OITIK- 8.1
HopmaTuBHO — METOMYECKHE OCHOBBI IEI/II[34CS)[1%<K4621
2 | JOKYMEHTAI[MOHHOTO 00EeCTIeYEeHHUS [IPB I/Iﬁ-4 OLIK. 6.2
yIIpaBJICHUS W73 OTTK- 8.1
OpranuzaloHHO-TIPaBOBasi CUCTEMaA UJ-5 YK- 4.2,
3 | noxymenTamun [IPB | WJI-5 OTIK- 6.1
WJI-5 OIIK- 8.1
OpraHu3annoHHO-PaCTIOPAAUTETbHAS I}I/II[78(;71EI<K4621
4 | cucrema VO KM PB | 1 O 62
WJI-7 OIIK- 8.1
NubopmannoHHO-CIIpaBOYHAS CHCTEMA gﬂ-élogg 462i
5 IIPB I/Iﬁ-8 OIIK- 6.2
WJI-9 OIIK- 8.1
OcHoBHBIE (HOPMBI IOKYMEHTO000pOTA B HI/III1113OV&§ 4621
6 | opramHsatH Yo 1PB I/Iﬁ-lo OIIK- 6.2
1JI-11 OTIK- 8.1
ABTOMaTH3UPOBAaHHBIE CPEJICTBA B gllllfz) SI‘IIII<< 4(;21
7 | AOKYMEHTAIlMOHHOM YIPaBICHUU PB | IJI:[ 12 OIIK. 6.2
WJI-1 OIK- 8.1
Cocrasienue u 0popMIICHHE OCHOBHBIX I}I/m;g(;’l}[({(éléz’l
8 | BUIOB YIIPaBIECHUYECKUX JJOKYMEHTOB KM I[IPB I/Iﬁ-é OLIK. 6.2
1J1-7 OIIK- 8.1
OcoGenHoctr 0QOpPMIICHHUS U BEACHUS EH;IOSIIII; 4%21,
9 | AOKYMEHTAIMH 0 JMYHOMY COCTaBYy VO KM IIPB Hﬁ_g OLIK. 6.2
WJ1-9 OTIK- 8.1
Opranusanus 10KyMeHT0000poTa. HI/Ulill3OVé<I£ 4621
10 | Cucremarn3anus 1 XpaHeHHE IIPB I/Iﬁ-lo OLIK. 6.2
JOKYMEHTOB W71 OTIK- 8.1
11 TCH}_ICH]_[I/II/I Pa3sBUTUA I/IH(l)OpMaLII/IOHHOFO [IPB
cepBuHca
12 OO0mas XxapakTepUCTHKa CEPBUCHOTO TIPaBa. [IPB
3amuta npaB noTpeOUTENs

YcaoBHBIE 0003HAYEHNST OLIEHOYHBIX cpencTB (CTondus! 3, 4, 5):
YO — Ycrublit (GpoHTaNbHBINA, HHIMBUYaTbHBIH, KOMOMHUPOBAHHBIH) ONPOC
IIPB — lpoBepka pedeparoB, OTUETOB, PpEIEH3MH, aHHOTAIMH, KOHCIEKTOB, rpadHYeckoro Mmarepuaia, 3cce,
MIepEBO/IOB, PEIICHNUH 3aJaHN i, BBIOJIHEHHBIX 33JJaHUI B DJICKTPOHHOM BUJE H T.1I.
KM — Keiic-meton
5.2. TemaTuka nMcbMEHHBIX Pa0dOT 00y4arOIIUXCSH
TemaTuka AOKJIAA0B IO JUCHUIIJINHE

1. U3o6pakenne repOOBOM CHMBOJIMKH HA JOKYMEHTAX.

15



HOo~NOO AW

12.
13.
14.
15.
16.
17.
18.
19.
20.

21.

22.
23.

0.
. Knaccudukanus 1okyMmeHTOB 1o npu3Hakam. JJokyMeHThl oduinaibHbie, CTyKEOHbIE, THUHBIC,

PexBu3UT «3MONIEeMa OpraHM3aliy WM TOBAPHBIA 3HAK (3HAK OOCITY>KUBAHUS)», periaMeHTalus
MCIOJIb30BaHUA.

[opsimok noanucanust 10KyMeHTOB. CriocoObl 0OPMIICHHS PEKBU3UTA CIIOATIHCH.

3aBepeHHe KOMHM JOKYMEHTA.

[TouckoBble MPU3HAKU JOKYMEHTA.

PexBu3uThl, naeHTUPUIMPYIOLINE TOKYMEHT, €0 aBTOpPa B JIEKTPOHHOM (opMe.

Ilonsatue «cucreMnl AOKYMCHTAIIUU», PA3BUTHUC CUCTCM.

Krnaccudukanus cucteM 10KyMEHTaIUU.

YHUPHUIUPOBAHHBIE CUCTEMBI IOKYMEHTAIIUH.
OO61as XxapakTepuCTHKa CUCTEMbI OpraHN3allMOHHO—TIPABOBOI TOKYMEHTALIUH.

JUYHOTO MPOUCXOXKICHUSI.

[TonsiTre «10KyMeHTO000pOT». OCHOBHBIE MPABHIIA OPTAHU3AINH IOKYMEHTO000pOTA.
TexHonorust 06pabOTKU BXOIAUINX JOKYMEHTOB.

OtrpaBka UCXOISIINX TOKYMEHTOB.

Oco0eHHOCTH JBUKEHHSI BHYTPEHHUX TOKYMEHTOB.

JIOKyMeHTOOOOPOT B TYPUCTHYCCKHX OPTaHHU3AIIHSIX.

J1oKyMeHTOOOOPOT B TOCTUHUYHOM XO3SHCTBE.

DJIIEKTPOHHBIN TOKYMEHTOOOOPOT B OTEIE.

Cucrema aBTOMaTU3alUK JOKYMEHTOOOOPOTa B MHIYCTPUH FOCTEIPUUMCTBA.

Ponp noxymeHTaIlMOHHOTO OOECreYeHHus: B COBEPIICHCTBOBAHUU YIIPABJICHUS MPEANPUITUIMHU
WHAYCTPUU TOCTEIPUUMCTBA U YUPEKICHUSAMU cPepbl Typu3Ma.

JlokymeHTalmoHHOEe ~ OOECTeYeHre JICATENbHOCTH  amnmapara YOpaBiCHUS  TYPUCTCKUM
PEINPUITHEM.

Opranu3zanust padoThl CITyKObl JOKYMEHTAIMOHHOTO 00ECIIEYEHUs YIPABIICHHUS.

HopMaTuBHO — MeETOJMYECKHE OCHOBBI JIOKYMEHTALIMOHHOTO OOecleueHusl yIpaBIeHUs
JESATETLHOCTH MPEANPUATANA B UHIYCTPUHU TOCTEIIPUUMCTBA.

5.3. Hepeqeﬂb BOIIPOCOB l'[pOMC)KyTO‘lHOﬁ aTTeCTAallMi 10 JUCHUIIJIMHE

Bomnpocs! k 3auery

BOoo~NoORWDNE

0.

12.
13.
14.
15.
16.
17.
18.

19.

20.

21.

[Ipouenypa 1OKyMEHTUPOBAHHSL.

Jlenonpou3BoACTBEHHBIE ONEPAIUH.

[TousATHS «yHUDUKAIUSI) U «CTaHIAPTH3AIMY.

OO0mwexThl U 331aun yHU(uKanuu B chepe JOY.

Bunael ctangapToB, ux craTyc.

[TonsTus «yHupuMpoBaHHas popma JOKyMEHTay, «popMyisipobpazer.
DopMyIIsip COBPEMEHHOTO YITPABICHYECKOTO JOKYMEHTA.

CrpykTypa 1OKyMeHTa. 3aroJ0BOYHasl, coJiepKaTeabHast U 0(pOpMUTENbCKask YaCTH.
TpeboBaHMs K KOHCTPYHPOBAHUIO OJIAHKOB.

Buae! 611aHKOB.

. bnanku npennpusTuil pa3nuyHbIX GopM COOCTBEHHOCTH.

PexBU3UTHI, HCTIOIB3yeMbIE JIs1 U3TOTOBJICHHUS OJIAHKOB.

PekBU3UT «HauMEHOBaHHME OpraHU3alMU—aBTOpa TIOKYMEHTa», TpeOOBaHUS K HEMY.

PexBU3UT «MECTO COCTABICHUS JOKYMEHTA).

PexkBu3uT «cripaBoyHbIe JaHHBIE 00 OPraHU3alud — aBTOPE JOKYMEHTa», €ro COCTaB.

Hatel B nokymenre. TpeGoBaHus K X 0hOpMIIEHHUIO.

JlaTa xak cocTaBHast 4acTh IPYTrUX PEKBU3UTOB.

PexBU3NTHI «pETrUCTpallMOHHBI HOMEP JOKYMEHTa», «CChLIKAa Ha PETHCTPAllMOHHBIA HOMEpP H
JIaTy TOKYMEHTa.

[Topsimok coriacoBaHMsl JTOKYMEHTOB. BHyTpeHHee M BHemHee cornacoBanue. OcdopmieHnue
PEKBU3HTA HA OTAEIBHOM JIMCTE.

CocrtaB ynoctoBepeHus JOKyMeHTa. llpaBuina o¢popmIIeHHS PEKBU3UTOB, YAOCTOBEPSIONINX
JIOKYMEHT.

OTMeTKHU Ha TIOKyMEHTe, UX 3HaueHue U opopMIICHHE.
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22.

23.
24.
25.
26.
27.
28.
29.

30.
31.
32.
33.
34.
35.
36.
37.

38.

Pe3omonus, ee 3HaueHue, npeabspisiemble TpeOoBanua. OcoOeHHOCTH OQOPMIICHHS PE30TIOLUN
Ha OT/IETIHHOM JIUCTE.

YHUUKAIM TEKCTa JOKYMEHTA.

CTpyKTypa TEKCTa Pa3IMYHBIX CITYyKEOHBIX JOKYMEHTOB.

OO6ure TpeOoBaHUS K TEKCTY JOKYMEHTA.

3aroJioBOK K TEKCTY JIOKYMEHTA, IPUIOKEHHS K TEKCTY, TpeOOBaHMS K X 0()OPMIICHHIO.
Crioco0b1 yTBepkIeHHs TOKYMEHTOB. [IpaBuiia ohopmiteHust peKBU3HUTA «TPUQ YTBEPKACHUS.
TpeOoBaHUs K MPOCTABICHUIO PEKBU3UTA «OTTHUCK TIEYATH.

[Tepeuenb JOKYMEHTOB, Ha KOTOPBIX MPOCTABIISACTCS OTTUCK NedaTH. OTTHCK repOOBOi MevaTu Ha
JOKYMEHTaX.

JI0OKyMEeHTOOOOPOT B TYPUCTHUYECKUX OPTaHU3AIUIX.

JIOKyMeHTOOOOPOT B TOCTHHUYHOM XO3SIHCTBE.

DNEKTPOHHBIA TOKYyMEHTOOOOPOT B OTEIIE.

Cucrema aBTOMaTH3aIMH JOKYMEHTOO00POTA B HHAYCTPUHU TOCTEIIPUUMCTBA.

Posib TOKyMEHTAlIMOHHOTO OOECIEUYEHUsI B COBEPIICHCTBOBAHUU YIPABJICHUS IMPEIIPUATUIMH
WHTyCTPUH TOCTEIPUUMCTBA U YUPESKACHUSIMHU CHepbl TypH3Ma.

Opranuzanusa paOoTbl CIyKObl JOKYMEHTAllMOHHOIO OOECIEeUeHUsl YIpaBiCHUsS B HUHIYCTPUU
TOCTEPUUMCTBA.

HopmatuBHO — wMeTOAMYECKHE OCHOBBI JOKYMEHTAIIMOHHOTO OOECIEUeHUs yIpaBIICHUS
JeATeIbHOCTH NPEANIPUATHI CepBHCa.

JIoOKyMEeHTalIMOHHOE ~ O0eCTeYeHne JIESTEIbHOCTH OCHOBHBIX  MPEINPUATHH  HWHAYCTPHH
TOCTEPUUMCTBA. ABTOMAaTU3UPOBAHHBIE CUCTEMBI YIIPABJICHHS IPOLIECCAMHU.
JlokyMeHTalMoHHOe ~ OOecrieueHne JeATeNbHOCTH — ammapara yIpaBlCHUS TOCTHHUYHBIM
HpPEANPUATHEM HHIYCTPHH TOCTEIIPUIMCTBA.
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Pa3nen 6. [lepedyenn yueOHOM JTUTEPATYPHI, HEOOXOAUMOM /1JI51 OCBOEHUS M CUMILTHHBI

6.1. OcHoBHAas JuUTEpaTypa

1. ApacmanoBa B.A. JIoKyMEHTaIlMOHHOE OOECIICUCHHUE YIIPABICHUS : Y4eOHO-IPAKTHYCCKOC
nocobue B cxeMax, Tabnuiax, oopasnax / Apacianosa B.A.. — Cypryt : CypryTckuii rocy1apCcTBeHHBIN
neparorndeckuit yausepcurer, 2019. — 240 c. — ISBN 978-5-93190-385-9. — Tekcr : 2yIeKTpOHHBIH //
DIIeKTPOHHO-OMOIMOTEUHAS cucrema IPR BOOKS : [caiT]. — URL:
https://www.iprbookshop.ru/94291.html (mata oOpamenms: 02.11.2021). — Pexum pocrtyma: s
aBTOPU3HP. MOJIb30BATENEH

2. Ky3nenona M.B. JlokyMeHTaIlIMOHHOE 0OCCIICUCHHE yIIpaBiieHus : yaeOHoe rnmocodue mis CI1O /
Kysnenoa U.B., Xauatpsu I'.A.. — Capatos : [IpodobpazoBanue, Aii [1lu Ip Menua, 2019. — 166 c.
— ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — Tekct : SIEKTPOHHBIA // DIEKTPOHHO-
ouommoteynas cucrema IPR BOOKS : [caiit]. — URL: https://www.iprbookshop.ru/80326.html (mata
obpamenusi: 02.11.2021). — Pexum goctyna: it aBTOPU3HP. TOJIb30BATENICH

3. MeaseneBa O.B. OCHOBBI [OKYMEHTALIMOHHOTO OOECTEUEHUsl YHpaBlIeHUs [DIEKTPOHHBIN
pecypc]: pabGouas TeTrpaab Ui OOYy4YalOIIMXCsS 110 HANpPaBJICHHMIO IIOJTOTOBKM OakajaBpHaTa
«Menemxment»/ MenseneBa O.B.— DnekTpoH. TekcToBbie nanHbie. — Kpacnonap, CaparoB: FOxHbIi
WHCTUTYT MCHC)KMCHTA, An IIn Op Menma, 2018. - 94 C. - URL.:
http://www.iprbookshop.ru/78038.html.— 5BC «IPRbooks»

6.2. JlonotHUTEIbHASI JIATEPATypa
4. AnekceeBa T.B. JlokymMeHTallMOHHOE OOECIICUCHHE yIpaBlieHHus : yuyeOHuK / Anekceea T.B.,
CrpaxoB O.A.. — Mocksa : Yuusepcutet «Cuneprus», 2020. — 132 c. — ISBN 978-5-4257-0402-3.
— Tekcr : snexTpoHHBIA // DnekTpoHHO-OMOMMoTeuyHas cucrema IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/101344.html (mara oOpamenus: 02.11.2021). — Pexum npoctyna: s
aBTOPU3HUP. N0JIb30BATENEH
5. JlokymeHTanmoHHoe obOecrieuyeHne ymnpapineHus. CocraBneHue © OQOpPMIICEHHE JIETOBBIX

JOKyMeHTOB : yueOHoe nocobue ansa CIIO / . — CaparoB, Mocksa : [IpodobpasoBanue, Ail ITu Ap
Menana, 2021. — 144 c. — ISBN 978-5-4488-1080-0, 978-5-4497-0964-6. — TekcT : 27eKTpOHHBIN //
DIEeKTPOHHO-OUOINOTEUHAS cucTema IPR BOOKS : [caiT]. — URL:

https://www.iprbookshop.ru/103343.html (mara ob6pamenus: 02.11.2021). — Pexum goctyma: s
aBTOPU3HUP. NOJIB30BATENEH

6. Ky3nenoBa M.B. JlokymeHTanmoHHOe oOecreueHHe YIpaBieHUs IepcoHalIoM : ydeOHoe
nocobue mis 6akanaBpoB / Kysnenosa U.B., Xauatpsia I'.A.. — Mocksa : JlamkoB u K, A#t I1u Op
Memuna, 2019. — 220 c. — ISBN 978-5-394-03124-3. — TekcT : 21IeKTPOHHBIN // DIEKTPOHHO-
o6ubmuoreunast cucrema [PR BOOKS : [caiit]. — URL: https://www.iprbookshop.ru/83142.html (nara
obpamienus: 02.11.2021). — Pexxum poctyna: i aBTOPU3HP. M0JIb30BaTENCH

6.3. [lepeuens pecypcoB HH(POPMAIHOHHO-TEIEKOMMYHUKANMOHHOM ceTH « UHTEepHET»

1. http://www.consultant.ru - cnpaBounas npaBoBasi cuctema Koncynperant [Timtoc

2. http://lwww.garant.ru - cipaBouHast mpaBoBasi cuctema [apaHT

3. IO nmns opranuzanuu KoHMepeHIH: Z00m
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Pa3nes 7. MatepuajbHO-TeXHHYecKas 0a3a 1 HHPOPMALMOHHbIE TEXHOJIOTHH

MarepuanbHO-TeXHHYECKasaA 0a3a, Heo0XOoAUMAs Jsl OCYLIECTBJIEHHS 00pPa30BaTeJIbHOIO
npoiecca no JMCUUIINHE:

MatepuanbHO-TEXHUYECKOE OOecreueHue AUCHUILTUHBL «Jl0OKyMeHTauMOHHOe o0ecneyeHne
ynpaBiieHHsl HA NpeINpUATUIX CEPBHCA» BKIIOYAECT B ceOsl ydueOHbIE ayAUTOPUHU AJS TPOBEICHUS
3aHATUM, TPYNIOBBIX M WHAUBUAYAJIBHBIX KOHCYJIbTAllMW, TEKYHIErO KOHTPOJIS U IPOMEKYTOUHOMH
aTTeCTalllU, CAMOCTOSITEIILHON pabOThl 00YJAIOIUXCSI.

Y4eOHblE ayIUTOPUU YKOMIUJICKTOBAHBl CHEHHATU3UPOBAHHON MeOeIbl0 U TEXHUYECKHUMHU
cpeactBamMu  oOydenusi. IlomemneHuss s CaMOCTOATENBHOM pPabOTBI OOYYarOIIMXCA OCHAIEHBI
KOMITBIOTEPHOU TEXHUKON C BO3MOXHOCTBIO MOJKIIIOUEHU K ceTh MHTepHeT.

JlucuuminHa MOXKET pealn30BbIBATHCA C IMPUMEHEHUEM JUCTAHLIMOHHBIX TEXHOJIOIMM OO0ydyeHus.
Crneunduka peanuzanuyu JUCHUILUIUHBI C TNPUMEHEHHEM JUCTAHIIMOHHBIX TEXHOJOTUH OO0y4YeHHs
yCTaHABJIMBACTCS JIOTIOJIHEHHEM K pabodeil mporpamMme. B dyacTu He mpoTuBopeuamieil crnenuuke,
U3JI0’)KEHHOM B TOTIOJTHEHUH K ITpOrpaMMe, MPUMEHsETCsl HacTosIas paboyas mporpamma.

MarepuanbHo-TeXHUYECKas 0a3a, HEOOXOoaUMast IJIsl OCYIIECTBICHHST 00pa30BaTEeILHOTO IIpoliecca
M0 TUCIUILIMHE C MPUMEHEHHEM TUCTAaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTUN BKIIFOUAET B ceOsl:

KommbrorepHasi TexHHKa, pacrnojiokeHHass B ydueOHOM koprmyce Muctutyra (yn.Kauunies, 63,
kaOuHeT LleHTpa MuCTaHIIMOHHOTO O0YYEeHHUS):

1. Intel i 3 3.4Ghz\O3Y 4Gb\500GB\RadeonHD5450

2. Intel PENTIUM 2.9GHz\O3Y 4GB\500GB

3  JUYHBIC ANIEKTPOHHBIE YCTPOHCTBAa (KOMIBIOTEPHI, HOYTOYKH, IUIAHIICTHI U WHOE), a TaKXKe
CpelCTBa CBSI3M MPENOJaBaTeIeii U CTYJEHTOB.

HNHudopMannoHHbIE TEXHOJIOTHH, HEOOXOMMBIE ISl OCYIIECTBICHUSI 00pa30BaTeIbHOIO MpoIecca
10 JTUCIUILIMHE C TPUMEHEHHEM JTUCTAaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTUH BKIIOYAIOT B CeOsI:

- cuctema aucrtannuonnoro obydenus (C/1O) (Learning Management System) (LMS) Moodle
(Modular Object-Oriented Dynamic Learning Environment);

- JJIEKTPOHHAs 10YTa;

- cuctema KoMmnbroTepHoro recruposanus ACT-recr;

- anexkTpoHHas 6nbnuotexa [IPRbooks;

- CUCTeMa MHTEPHET-CBSI3U skype;

- TeneOHHas CBSI3b;

- I1O st opranu3anuu KoH(epeHIuu: zoom.

OOyyeHne o00y4aromMXCs HWHBAIUIOB M OOYYarOIIMXCA C OrPaHUYEHHBIMH BO3MOKHOCTSIMU
3I0pOBbsl  OCYILECTBIISIETCSI IOCPEACTBOM IPUMEHEHMS] CHELUAIBHBIX TEXHUYECKHX CpENCTB B
3aBUCHUMOCTH OT BHUJIa HO30JIOTHH.

[Ipu mnpoBeneHMM Y4YeOHBIX 3aHATHH 1O JAUCHUIUIMHE MCIOJIB3YIOTCS MYJIbTUMEIUIHbIE
KOMIUIEKCBI, FIEKTPOHHbIE YUEOHUKH U y4eOHbIe TOCOOMs, alallTUPOBAHHBIE K OTPAaHUYEHUSM 370POBbs
o0yJaromuxcs.

JlexumoHHblE ayaUTOPUU OOOpPYNOBaHBl MYJIbTUMEIUWHBIMH KadeapaMu, MOAKIIOYEHHBIMH K
3BYKOBBIM KOJIOHKaM, MO3BOJISIOIIUMH YCHIIUTh 3BYK JUIsSl KATETOPUU CIa0O0CTBIIIAIIMX 00yJaromuxcs, a
TaK)Ke MPOEKIIMOHHBIMU 3KPaHaMU KOTOPbIE YBEIMYMBAIOT U300paKeHUE B HECKOJBKO pa3 U MO3BOJISIOT
BOCIIPHHUMATh YU€OHYI0 HHPOPMALIMIO 00YJaIOIUMCS ¢ HApYIICHUSMHU 3PEHUS.

[Tpu oOyueHuu JUIl C HAPYIICHUSAMHU CITyXa UCIIOJIb3YETCSl YCHIIUTENb CiIyXa JJisi caboCbIIIaniux
monaeir Cyber Ear monens HAP-40, momoraromuii oOydaeMbIM Jydllle BOCHPHUHUMATh y4eOHYIO
uH(pOpMaIHIO.

OOyuaromecss € OTpaHMYCHHBIMH BO3MOXKHOCTSIMHM 3JI0POBbs, OOECIIEYEHbl IEYaTHBIMU H
3JIEKTPOHHBIMU 00pa30BaTENbHBIMU peCypcaMu (MIPOrpaMMbl, YUeOHHUKH, ydeOHbIE TOCOOUs], MaTepuabl
JUISL CaMOCTOSITENIbHOW paboThl U T.1.) B (hopMax, aJanTHPOBAHHBIX K OIPAaHUYEHHUSIM HX 370POBbS H
BOCIIPHUATHS UHPOPMALIUU:

JJIS1 JIMLL ¢ HAPYIIEeHUsIMU 3PeHus:
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- B (hOpMeE 3IEKTPOHHOTO JOKYMEHTA;

- B popme ayanodaiina;

IS JIML ¢ HAPYIIEHUSIMH CJIyXa:

- B Ie4aTHOM (opme;

- B (hOpMeE IIEKTPOHHOTO JJOKYMEHTA;

IS JIMI ¢ HAPYIIEHUSIMH OTIOPHO-BUTATEIbHOIO aNnapara:
- B Ie4aTHOH opMme;

- B (hOpMeE IEKTPOHHOTO JOKYMEHTA;

- B hopme aynuodaiina.
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Pasznen 8. MeToauuyecKkue YKazaHusd 1J1sd oﬁyqalomnxm M0 OCBOCHHIO NHUCHMUITJIMHBI

VYuebHast aucuuiuiiHa «/loKyMeHTaUMOHHOe ofOecreyeHHe YNPaBJEHHS HAa NpeINnpUATHIX
cepBuca» GopMupyer 6a3y A JaNbHEHIIEro pa3BUTUSl YMEHUH M HAaBBIKOB II0 JJOKYMEHTOOOOPOTY Ha
HOPENIPUATHIX CEPBHUCA U TypU3Ma.

[IupoTa kpyro3opa crneuuanucra Jiro0oro npoduist sSBISETCsS HACYIIHOM MOTPEOHOCTHIO HAIIEro
obmectBa. [{nsa cozganus ycnoBuid hopMupoBaHus OM3HEC-Kpyro3opa HeoOXouMa HHTETpalys 3HaHUH,
IOJYYEHHBIX Ha pa3HbIX YpPOBHSX 0oOpa3oBaHusA. byayliee mokosieHHE AOIKHO OEpeXHO XpaHUTh U
OPUYMHOXKaTh JOCTMD)KEHHUS UEJIOBEUYECKOW KyIbTyphl. BakHo, dYroObl OHO HE OCTaBaJloCh
PABHOAYIIHBIM, @ MOTJIO U3MEHSATh Ce0sl U BIUATH HA OKPYKAIOLIUHA MUD.

AynuTOpHBIE 3aHATUS JOJDKHBI HE TOJIBKO JaBaThb CHUCTEMATU3MPOBAaHHBIE OCHOBBI Hay4YHBIX
3HaHUH 110 COOTBETCTBYIOIEH TEME, PACKPBIBaTh COCTOSHHUA M IEPCHEKTUBBI  PAa3BUTHUSA
paccMaTpuBaeMBbIX BOIPOCOB, CKOHILEHTPUPOBATh BHHUMAaHUE OOy4arOIIMXCs Ha HauboJee CIOXKHBIX
Y3JIOBBIX BOIIPOCAX, HO U CTUMYJIHMPOBATh UX AKTUBHYIO IIO3HABATENIbHYIO JIEATEIBHOCTh, (POPMUPOBATH
TBOpUYECKOE MbllUIeHKE. [Ipy N3ydeHnn TUCIUIUIMH 00YyYaroIUics TOJKEH MOJYyUUTh IIPEICTAaBICHUE O
POJIM U3y4aeMOU JUCLUIUINHBI B IPAKTUYECKOU JESTEIBHOCTH.

s ycremHoro ycBOEHHMs JIEKIMOHHOTO Marepuaja o0ydaromuiicss JOJDKEH IpPOCMOTPETh
y4eOHYyI0 JIUTepaTypy MO TeMe JEKIHMHM C TeM, 4TOObl MMEeTh XOTs Obl MpeAcTaBIE€HUE O Mpodiemax,
KOTOpBIe OyayT pa3duparbcs B JieKuud. OH OJDKEH Tak)Ke MBICICHHO NMPHUIIOMHHUTD TO, YTO Y)K€ 3HAET,
KOrZa-TO 4uTaJl, H3y4daJl IO JPYT'MM IpeAMeTaM IPHUMEHUTENBHO K JaHHOM Teme. [7naBHOe B
IPOJICTIaHHON paboTe K JIeKIuu — (popMupoBaHHE CYOBEKTHBHOTO HACTPOs HA XapakTep MH(pOpMaluy,
KOTOPYIO OH IOJIYYUT B JIEKIIMU IO COOTBETCTBYIOUIEH Teme. MHoraa [uis 3Toro ObIBaeT OCTATOYHO
03HAKOMUTBCS C THIIOBOW paboveld mporpaMMOi Wil y4eOHBIM PYKOBOJCTBOM.

3anuch JEKIUM ABISETCA BaXHEHIIMM 3JIEMEHTOM paboThl oOydarouierocs Ha jJekiuu. KoHcnekrt
MIO3BOJISIET eMy 00paboTaTh, CHCTEMATU3UPOBATH M JIYYIlIe COXPAHUTh MOIYYCHHYIO HH(POPMAIIUIO C TEM,
YTOObI B OyJIyLIEM OH CMOI BOCCTAaHOBUTH B MAMATU OCHOBHBIE COJIEPKATEIbHbIE MOMEHTHI JIEKIUH.
OtOupas HYXHYIO HH()OPMAIUIO, TJIAaBHBIE MBICIH, MPOOJIEMBI, PEHICHUS M BBIBOJBI, OOydaromencs
COKpAIllaeT TeKCT U CTPOUT CBOM, B KOTOPOM OH CMOJKET pa300paThCsl.

IIpu BeneHMM KOHCIIEKTA JIEKLIUHA €CTh MaTepual, KOTOPBIM 3allMChIBACTCS JOCIOBHO, HallpuMeEp,
(GOpMyIHPOBKM HOPMAaTHBHBIX aKTOB, ONpEENIEHUs] OCHOBHBIX Karteropuil. IIpu sToM oOyuarouuiics
JOJKeH i1 ce0s B KOHCIIEKTE BBIJENHUTH TJIABHYIO MBICIb, WJCI0 B ONPEIEICHUU TOTO WMJIM HWHOTO
MOHSTHS, €70 CYIIHOCTh, HE CTapasCh Cpa3y MOHAThH €0 B AETAISIX. JTO MO3BOJUT U3HAYAIBHO YCBOUTH
SKOHOMMYECKHE OHATHS, OTIUPASICh HA IVIABHYIO UJEH0, YICHUTh CYIIHOCTb.

B koHcnekTe neknuil 00s3aTeNbHO 3aNMChIBAIOTCS: HAa3BaHUE TEMbI JIEKIIMHM, OCHOBHBIE BOIPOCHI
IUIaHa, PEKOMEHyeMas JJuTepaTypa. TeKCT JIEKIIUH J10JKEH ObITh pa3/ieieH B COOTBETCTBUH C IIJIAHOM.

C oxkoHYaHMEM JIEKIIMU paboTa HaJ KOHCIEKTOM MOKET CUMTaThCs 3aBeplieHHoH. HyxHo ere
BOCCTAaHOBUTBH OTJEJIbHbIE MECTa, IPOBEPUTh, BCE JIM MOHATHO, YTOUHUTH YTO-TO HA KOHCYJIbTAIUH,
NPEINPUHATh UHbIE MEPBI C T€M, YTOObI KOHCIIEKT MOT OBITh MCIIOJIB30BaH B MpPOLECCE MOATOTOBKH K
CEMHUHapaM, O5K3aMEHY, Ul JAJIbHEHIIEro W3y4eHUs TeMbl, Ha IpakTuke. KoHCHekT mnexkumii —
HE3aMEHHUMBIH y4eOHBIH JOKYMEHT, HEOOXOIUMBIH JUIsl CAMOCTOSATENbHOM padoThI.

TemarnueckuM IJJaHOM H3Y4YEHMs] JAMCLUUIUIMHBI [PEIYCMOTPEHbl MPAKTHUYECKHE 3aHSATHS.
[TonroroBka K MpakTUYECKOMY 3aHSATHUIO MPEAIOIAraeT J1Ba 3Tana padboThl 00y4aroLXCs.

[lepBblit aTanm — ycBOoeHUE TeOpeTHUYeCKOro marepuaia. Ha mepBom stamne oOyyaroniuiics: 1omkeH
oTpaboTaTh M YCBOUTH Y4YeOHO-IPOIPAaMMHBIN BY30BCKMH MaTepuall, HCIOJIb3YyS METOAUYECKHe
PEKOMEHIALINH IO MOATOTOBKE K MPAKTUYECKOMY 3aHATHIO. .

Bropoii 3tan mpenmnosaraeT BBINOJIHEHHE NMPAKTHUYECKOro 3afaHus. KOHKpeTHO Takoe 3anaHue
naetcst oOyvaroliemMycs MpernojaBareieM B KOHLE 3aHSTHS, MPEALIECTBYIOIIErO MPAKTUYECKOMY.
3amaHus  JOJDKHBI OBITh BBINMOJIHEHBI MUCbMEHHO. Kpome TOro, mo TEOpeTHYEeCKHM BOMpPOCaM
00ydJaronuics J0KEH MOATOTOBUTH pab0yvHe IJIaHbl CBOMX OTBETOB HAa HUX.

JomaiHee 3agaHue OOYYaroIIMICS TOTOBHT CAaMOCTOSITENbHO. [IpM BBIMOJIHEHUH JOMAIIHEro
3a/laHusl OH MOXET MOJIb30BaThC TEXHUYECKHUMH CpPEICTBAMH, y4e€OHOW JUTEpaTypoil, KOHCHEKTaMHU
ek u 1.p. Pexomenayercs damie oOpamarbcs 3a KOHCYJIbTAlMSIMM M OKa3aHHEM HEOOXOAMMOM
MOMOIIH K MpenoaaBarensM Kadeapsl.
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CaMocToATeIbHOE U3YUEHHE Kypca IIPEAYCMATPUBAET 03HAKOMIIEHHE C BOIPOCAMH TEOPETUUYECKUX
U NPaKTHYECKUX 3aJaHui. O3HaKOMJIEHHE C BOIIPOCAMHU, HEOOXOUMO JJIsl YCIIELIHOM cllaud 3a4eTa.

W3ydyeHne OUCHMIUIMHBI MPOBOAUTCS HA JIEKLUUAX, NMPAKTUYECKUX 3aHATHSIX, KOHCYNbTALUAX U
IIyTEM CaMOCTOSITEIbHON pabOThl BHE ayTUTOPHH.

OdeHb BayKHO MPU U3YYEHUU AUCLUIUIMHBL 1) OCEnIeHre ayIUTOPHBIX 3aHATUI; 2) BBIIIOJIHEHUE B
IIOJTHOM 00bEME U B CPOK 33JaHUNIIO AUCLUIUINHE.

CamocrostenbHas pabota 00yJaromuxcs 10 JUCLHUILIHHE OApa3IeIseTcs:

1. camocTosTENnbHOE BBIOJIHEHHUE 33/1aHUI HAa ayAUTOPHBIX 3aHATHAX. OOBIYHO C IpernojaBaTeieM
pa3duparoTcsi MpPaKTHYECKUE 3aJaHMs, 3aTeM OOYYAIOLIUICS JOJKEH CaMOCTOSITEIbHO BBIIOIHUTH
Jpyroe 3aJaHue 10 aHaJOTuHy;

2. cCaMOCTOSITeTIbHAs TIOJArOTOBKA K MPAKTHUYECKUM 3aHATUSAM U K UTOTOBOMY KOHTPOJIIO 3HAHUH.
[TogpazymeBaer yreHue y4yeOHOro MmaTepuajga IO TeMe, JIEKIMH B TETPajd, B HEKOTOPBIX CIydasx
KOHCIIEKTUPOBaHUE JOIMOJIHUTENBHOr0 MaTepuaina. OueHuts 31oT Bua CPO BO3MOXXHO Ha IPAKTHYECKUX
3aHATHUSX 0 YPOBHIO aKTUBHOCTH 0OY4aIOIIErocsl Ha 3aHATUU U KaueCTBE BBINOJIHEHUS UM 3a/1aHuil.

[IpakTHueckue 3aHATHS IPOBOAATCS C LENbI0 YIIIyOJIEHHOTO OCBOCHUS y4eOHOIro MaTepHaia Io
TeMe, BbIpa0OTKM HAaBBIKOB B DPELICHMU NPAKTUYECKUX 3a]ad, MPUOOPETEHHIO IMPO(ecCHOHAIBHBIX
YMEHUM.

HeBbInoHEHHbIE B TEUEHUE 3aHATHUS 3a/1aHUS MTO/JIEKAT BHIIIOJIHEHUIO BO BHEYUYEOHOE BpeMsl.

Hcnonp30BaHne pa3aMyHbIX BUAOB CAMOCTOATEIbHBIX paObOT IOMOTAeT IPENOAABATENIO TIOBBICUTD
YPOBEHb 3HAHUH yyallluXcs, aKTUBU3UPOBAaTh [IO3HABATEJIbHYIO aKTHBHOCTb, pa3HO00pa3uTh paldoTy ¢
yUYalIMMUCs, KaK IpU U3y4€HUU HOBOI'O MaTepuaia, Tak U 3aKpEeIJICHUHU YKe U3yUYEHHOTO.

Cremuduka AUCHUIUIMHBI [O3BOJSET MPENOAaBaTeNIIM IPUMEHATh paznuunble BuIpl CPO,
HarpumMep, MOMUMO TPAJIUIIMOHHBIX TOKJIAJI0B U pedepaToB 1Mo TeMe, peIieHus MPaKTHYECKUX 3aJaHui

I'nmaBHOe B npaBmibHON opranuzaiun CPO — pazymHoe coueranue pasnnyabix BujjoB CPO u ¢popm
KOHTPOJIS
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y‘-IGGHO'MCTOIII/I‘-ICCKOG n3JaHuc

Pabouast mporpamMma y4eOHON JUCITUTITMHBI

JlokyMeHTallMOHHOE o0ecreyeHre ypaBJeHus Ha
NpeINpUATHSIX CePBHUCA

(Haumenosanue OucCyuniunvl 8 COOMeemcmsuu ¢ y4eOHvlM niaHom)
YymakoBa ExaTepuna AjleKCaHIPOBHA

(Damunus, Ums, Omuecmeo cocmasumensi)
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