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Pabouast mporpamMma y4eOHON TUCHUTIIMHBI «lOKyMEHTHpPOBaHHMe YNpaBJeHYeCKOMH
AesiITeIbHOCTH» pa3paboTana Ao1., K.3.H. bonposoii E.E.

Pabouas mporpamMma y4eOHONH IUCHMIUIMHBI «/l0OKyMEeHTHpPOBaHUE YNPaBJeHYeCKOi
JAesiITeILHOCTH»  pa3paboTaHa  Ha  OCHOBaHMM  (peaepalbHOTO  rOCYAapCTBEHHOTO
00pa30BaTeNLHOTO CTaHIAPTA BBICIIETO OOpa30BaHUS IO HampaBlieHUI0 moaroroBku 38.03.10
«KununiHoe XO3sIICTBO M KOMMYyHallbHas HMHQpacTpykTypa» (ypoBeHb OakanaBpuara),
YTBEPKJIEHHOTO MpHKa3oM MwuHHUCTEpCTBa oOpa3oBaHust U Hayku Poccuiickoit deneparuu ot
07.07.2020 Ne 765, y4yeOHOro IUTaHa 1O OCHOBHOW mMpodeccHOHaIbHOW 00pa3oBaTelIbHON
mporpaMme BBICHIETO 00pa3oBaHUs MO HampaBieHuo mnoarotoBku 38.03.10 «Kunumuoe
XO03STUCTBO Y KOMMYHAabHAsI HHPPACTPYKTYPay.
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1. O6uue moJsioxeHUs

1.1. Ilenv u 3a0auu oucuunIuHbL
Ilenp y4eOHOU JAWCHMIIIMHBL 3aKIIOYaeTCs B (QOPMHUPOBAHUU Yy  CTYACHTOB
TEOPETHYECKUX 3HAHMM M TPAKTHYECKUX HABBIKOB I10 IOATOTOBKE | O(POPMIICHHUIO
OpraHU3aIMOHHO-PACIOPSAIUTEIbHBIX TOKYMEHTOB Kak 0a30BOro Mpoliecca B peau3aliiu BCex
yIpaBICHYCCKUX QYHKIINHN.
3ajaun y4eOHON AMCITUILIMHBI:
B pesynbrare nzydeHust AUCIUIUTHHBI 00YYaIOITUNCS JOJKEH:
— TMOJIYYUTHh CHUCTEMHOE IMPEJICTaBICHHE O MOJITOTOBKE M O(POPMIICHHIO OPTaHW3aI[MOHHO-
PactoOpsSIUTEILHBIX IOKYMEHTOB;
— OBJAJIETh METOJIUKON MOATOTOBKH U O(OPMIICHHSI OPTaHU3AIMOHHO-PACTIOPSIUTEIBHBIX
JIOKYMEHTOB;
— MPUOOPECTH CHOCOOHOCTH Ha MPAKTUKE OCYHIECTBIATH IMPOIEAYPY NOATOTOBKH U
odopMIIEHUS OPTaHU3AIMOHHO-PACTIOPSIIUTEIBHBIX TOKYMEHTOB.

1.2. Mecmo yuebnoii Oucuyuniunsl 6 CHMPYKmMype OCHOBHOU RNPOPecCuOHANbHOU
o0pazoeamenvHoll RPOZPAMMBL.
JlucumiuinHa SIBJISICTCS 3JIEMEHTOM BapHaTUBHOW YacTH biioka 1 JHCHHUIIINH 1O BBIOOPY

OIIOIL

1.3. IInanupyemvie pezynomamovt 00yueHUA NO YYeOHOU OUCUUNIUHE 6 PAMKAX
NJIGHUPYEMBIX Pe3YIbmamo8 0C60EHUA OCHOBHOU RNPOPeccuoHanbHoll 00pa306amenvHoll
npozpammeol.

[Ipouecc ocBoeHuss yueOHOW IUCUUIUIMHBI HampaBieH Ha (QOpPMHpPOBAHUE Y
oOyuaromuxcs cneayromux komnerenuit: YK-4, OIIK-1.

B pesynbpTaTe 0CBOCHUS TUCHUIUIMHBI CTYACHT JOJDKEH JEMOHCTPUPOBATH CIIEIYIOIINE
pe3yNbTaThl 00pa30BaHUS:

2. O0beM y4eOHOM THCHUILIHHBI, BKJIYAasd KOHTAKTHYI0 padoThl 00y4aroumerocs ¢
npenojaBarejieM H CaMOCTOATEIbHYI0 padoTy 00yuyaomerocs

Kon
KOMITETEHIIHH Coneprxanne KOMIETSHIIUH PesynbraTel 00y4deHus

YK-4 Crnioco0eH oCyIIecCTBIATh J1€J0BYIO VYK-4.1. Vcionb3yeT pa3iuyuHble
KOMMYHHKAITUIO B YCTHOM U (b opMBbI, BUIBI YCTHON U
MUCHMEHHO (hopMax Ha MUCbMEHHOW KOMMYHUKAIIMHA Ha
rOCyJJapCTBEHHOM SI3bIKE PYCCKOM, POJTHOM U
Poccuiickoit denepanuu u WHOCTPaHHOM(BIX) sI3bIKE(ax).
WHOCTPaHHOM(BIX) SI3bIKE(AX) YK-4.2. CB060AHO BOCTIPUHUMAET,

AQHAIM3UPYET U KPUTHUECKH
OLICHUBAET YCTHYIO U MMCbMEHHYIO
JIEeOBYI0 HHGOPMAIIHIO Ha
PYCCKOM, POJHOM U
MHOCTPAaHHOM(bIX) SI3bIKE(ax).
VK-4.3. Bnageet cucteMoil HOpMm
PYCCKOTO JIUTEpaTypHOTO S3bIKa,
POZHOTO S3bIKAa 1 HOPMAMH
HWHOCTPAHHOTO(bIX) SI3bIKA(OB).
VYK-4.4. cnionb3yeT A3bIKOBBIE
CPEJCTBA /ISl JOCTHXKEHHUS




npo(hecCHOHANBHBIX TIeNIel Ha
PYCCKOM, POAHOM U
MHOCTPaHHOM(BIX) sI3bIKE(ax).
VYK-4.5. BeicTpanBaet cTpaTeruro
YCTHOTO U TMCbMEHHOT'O OOIIEeHUS
Ha PYCCKOM, POJTHOM U
MHOCTPaHHOM(BIX) sI3bIKE(ax)B
paMKax MEKJIMYHOCTHOTO U
MEKKYJIBTYPHOTO OOIICHUSI.

OIIK-1

CnocoOeH NpUMEHSTh B
po(hecCHOHATLHOM IeATEIIBHOCTH
3aKOHOIATEILCTBO Poccuiickoi
denepanuu, periIaMeHTUPYIOIIEEe
OTHOIIICHHUS B XWJIMITHOU cepe u
KOMMYHAJILHOM XO35HCTBE, H
y4acTBOBAaTh B pa3pabOTKe MPOECKTOB
HOPMATUBHBIX IIPABOBBIX aKTOB B
cdepe ynpaBieHus, SKCIUTyaTalluy U
co/iepKaHusl 00bEKTOB >KHIJIUIITHOTO
dboHIa, 0OBEKTOB I'PAKIAHCKOTO
HA3HAYCHUS ¥ KOMMYHAJILHON

UH(PPACTPYKTYPHI;

OIIK-1.1. Beibop HOpMaTUBHO-
MPABOBBIX Y HOPMATUBHO-
TEXHUYECKUX JIOKYMEHTOB,
PETYIHPYIONINX JACITSILHOCTD B
cdepe ynpapiaeHUs KUITUIIHBIM
(GOHIIOM JIJIs pelICHMS 3a/1a91
npohecCuOHANBHOM NesITeNbHOCTH
OIIK-1.2. BeisiBI€HE OCHOBHBIX
TpeOOoBaHUIT HOPMATHUBHO-
MPABOBBIX U HOPMATUBHO-
TEXHUYECKUX JIOKYMEHTOB,
MPEIBABISEMBIX K TIPOIECCaM
yIOpaBIeHUS U SKCILTyaTaluu
KUJIUIIHOTO (PoHIa

OIIK-1.3. Beibop HOpMaTHUBHO-
MIPABOBBIX U HOPMATUBHO-
TEXHUYECKUX JIOKYMEHTOB,
peryupyromux chepy
MPOTUBOACUCTBUS KOPPYIIIUU B
poeCCHOHAIBHON JeSITEIhHOCTH

OO6m1ast TpyA0€MKOCTh Y4EOHOM TUCHIUTITUHBI COCTABIISET 6 3a4ETHBIX €AUHUII.
Ounas gpopma obyuenus

Bun yueOHOI paboThI Bcero wacos 3 Cemectpet 2
AyauTtopHble y4eOHbIe 3aHATHS, BCEro 108 54 54
B ToM uncine:
VyeOHbIe 3aHATHS JIEKIIHOHHOTO THUIIA 36 18 18
[TpakTHueckre 3aHATHs 72 36 36
CamocTrosiTeqibHasi pab0oTa 00y4al0IHuXCcsl, BCEro 72 54 18
B ToM uncine:
CaMonoroToBka, B T.4. MPAKTUICCKHUE 3aIaHUs 40 30 10
Jokmaasl/pedepats 16 12 4
TectupoBanue 16 12 4
KoHTpoab: BUA NPOMEKYTOYHOM aTTeCTAMU 36 3auer IK3aMeH
(3aueT, 3K3aMeH) 36
O0uas Tpy10eMKOCTh Y4eOHOii 11 CHMILUINHBI 216 108 108




3. Conepskanue y4eOHOM THCHUAIINHbBI

3.1. Yueono-memamuueckuit nian no ouHou hopme odyuenus
O0beM ayTMTOPHBIX 3aHATUH cocTaBmsieT 108 u.
O6beM camocTosITeNIbHOM paboThl — 72 u.

Bunsr yaeOHoI paboTHI,
aKaJeMHYECKHX YacoB

DOpMBI KOHTPOIISI OCBOCHHS 00YIAIOIINMHUCS
y4eOHON TUCIUIIIMHBI

Tekymuii KOHTPOJIb
§ KonraktHas pabota YOCBoeHH:p MpomesxyTouHas
) TperoaaBaTeist € 6 aTTecTarus
=f 00yuaromuMucs OPYHAIOIIMACA 06yuatomuxes
2 Y4IeOHOH TUCTIUTLIHHBI
£
No 8
/ Monyns, pa3zmen (Tema) s S =
n 2 2 g & H 3
5| ¢ z Z 5| g 5
aa) - o © E z © =
3 2 5 g = a g 5 s
o g = = = g, = B 5
W o] Q < Q < ]
=) [a) 9] 9] Q, = 1] ) 5
o = = 1) I3 < Q)
= g = =y o =
X % O ~
S () 3 ~ 5
5 = e =y
<) = =
=
<
@)
4 cemecTp
1 Tema 1. JIokyMeHTOOOOPOT U 5 26 26 8 18 I I I
(hOpPMBI €T0 OpraHU3aIIH
Tema 2. Opraau3aiuoHHO-
2 | pacnopsamuTenbHas 56 | 28 28 10 18 + + +
JOKYMCHTAITHSI
HToro no 3 cemecTpy 108 | 108 | 54 54 36 +
5 cemecTp
3 TeMau 3. IIpou3BOACTBEHHO- 7 18 54 18 36 I I I
XO3SICTBCHHAS TOKYMCHTAIIUS
HToro no 4 cemecTpy 108 | 108 | 18 54 18 36
BCEI'O YACOB 216 | 216 | 72 108 36 36




4. YyeOHo-MeTOaAMYECKOEe oO0ecledYeHHE CAMOCTOATEJbHON PadoThl 00y4YalOLIUXCH 10
yueOHOM TUCHMILINHE

Tema 1. IlonsiTHe 3aTpar

Tema 1. lokymMeHT0000pOT U GOPMBI €10 OPraHu3anuu

ITepedyenb n3y4aeMbIX 3JIeMEHTOB COJepPKAHUS Y4eOHOM TUCHUIINHBI

JIoKyMeHTOO00pOT M QopMbl ero opraHuzanuu. PopMbl OpraHu3au padoTHl C
nokymentamu. TaGenb ¢opm noxkymeHToB. Pabora ¢ KoH(UIEHIMAIBHBIMH JIOKYMEHTAMHU.
Pabora ¢ mucbmMamu U oOpalieHUSMH TpaxkaaH. TpeOoBaHUS K PETUCTPALUU JTOKYMEHTOB.
KoHTpoip ucnonHenus 1okyMeHTOB. HoMeHkiatypa nen opraHu3anuu. DKCIEpTH3a LIEHHOCTU
JOKyMEHTOB. Perucrtpauuss u cucremarusauus JOKyMEHTOB. KOHTponb HCHOJHEHUs
nokyMeHTOB. ®opmupoBanue aen. [loaroroBka JOKYMEHTOB K apXMBHOMY XPaHEHHUIO.
XpaHeHne JOKYMEHTOB.

VHupukauus u cTaHaapTH3alus B JAEJIONPOU3BOJACTBE. YHU(PUIMPOBAHHAS CHCTEMA
nokyMmeHTaruu. OO0mepoCcCuiicKuii KIlacCH(PUKATOp yrpaBiIeHUIeCKOH gokyMeHTaru. CocraB u
opopMIIeHHE PEKBU3UTOB OPraHU3AIMOHHO-PACHOPAIUTENILHON  JOoKyMeHTanuu. branku
JIOKYMEHTOB.

HenoBoe mnucbMo. [lucbma, TpeOyroliye NHUCbMa-OTBETAa: MHCbMA-NPOCHOBI, MUCHMa-
oOpailieHusi, NUChMA-TIPEAJIOKEHUS (MUChMA-TIPEICTaBIICHUs), MHChbMA-3alpOChl, MHChbMa-
TpeOoBanus. [luceMa, He TpeOyrolue OTBETa: MUChbMa-HAIIOMUHAHUS, NUChMa-IPUIIIALICHMUS,
MUCbMA-TMIOATBEPKIACHMSI, IUChbMa-OTKa3bl, CONPOBOAUTEIbHBIE MHCbMA, NUCbMa-U3BELICHMUS,
rapaHTUHHBIC THCbMa, HH)OPMAIIMOHHBIE THCHMAa.

Bonpocs! 111 caMonoaAroToBKu

1. JokyMeHTOOOOPOT U (POPMBI €TI0 OpraHU3AIUN

2. VHuduUKanus u cTaHAapTU3aLus B I€TONPOU3BOJICTBE.

3. JlemoBoe muchbMo

@opMBI KOHTPOJISI CAMOCTOATEIHLHOH PadoThl 00y4arOIIUXCH: IIPOBEPKA OTBETOB HA
BOIIPOCHI CAMOIIOATOTOBKH.

Tema 2. Opranu3aluOHHO-PACIOPSAANTEIbHAS TOKYMEHTALUSA

Ilepeuenn u3dy4yaeMbIX 3J1eMEHTOB COJleP:KAHUS Y4eOHOM TUCHUTIINHBI

OpraHu3alluOHHO-pacopsAIuTeNbHAas  JAoKyMeHTauus. llocraHoBieHusi, pelieHus,
yKa3aHus, IPHUKA3bl, PACHOPSIKEHUs, BBIIMCKUA U3 IPUKA30B U JPYIUX OPraHU3aLUOHHO-
pPacCIOpSIUTEIBHBIX TOKYMEHTOB.

ITogroroBka pacnopsAMTENBHBIX JTOKYMEHTOB. M3yueHue cymiectBa  BOIpOCa,
MOJrOTOBKA MPOEKTa JOKYMEHTA, COIVIACOBAaHUE JOKyMEHTa, noanucanue. Koncrarupyromas u
pacnopsINTENbHAS YaCTH PACTIOPSAAUTEIBHOTO TOKYMEHTA.

NudopmannonHo-cpaBoyHble JOKYMEHTHI. [IpoTokobl, noKIaaHbIe M O0BSICHUTENbHBIE
3aIMHCKH, 3asBJICHHUSI, TeJIETPaMMBbl, TEJIEKChI, (hakcorpaMMbl, TeIeQOHOTpaMMBbl. AKTbI, CIIPaBKH,
CBOJIKH, 3aKJIIOYEHUS, IEPEUHH.

Opranu3aloOHHO-IIPABOBbIE JOKYMEHTHI. YCTaB, MOJIOKEHHUE, UHCTPYKIMS, PETIaMEHT,
JIOJDKHOCTHASL MHCTPYKILMS, ITATHOE PaclCaHue.

Bonpoce! 11 caMONOATOTOBKH

1. Oprann3anMoOHHO-pacoOPsIAUTENbHASI TOKYMEHTALU.

2. IloaroroBka pacropsiAMTENBHBIX JOKYMEHTOB.



3. UudpopManimoHHO-CIIPAaBOYHBIE TOKYMEHTHI.

4. Oprann3anOHHO-IIPaBOBbIE TOKYMEHTHI.

5. DxoHomu4ueckas 3pPEeKTUBHOCTD U KOHKYPEHTOCIIOCOOHOCTh HOBOM PO TYKITHH.

@opMbl KOHTPOJISAA CAMOCTOSITEJILHONH PadoThl 00y4YarOLIUXCsA: TPOBEPKA OTBETOB HA
BOIIPOCHI CAMOIIOITOTOBKH.

Tema 3. IIpou3BOACTBEHHO-X035I1iICTBEHHAN IOKYMEHTALMSI
IlepeyeHb U3y4yaeMbIX 3JIEMEHTOB COJEPKAHUA YHeOHOM TUCIMILIIUHBI

JIoKkyMeHTalust 10 TPYAOBbIM OTHOIIEHUSAM. 3asdBICHHMs O IpHeMe Ha paboty
(YBOJIBHEHUH, IEPEBOJIE), TPYAOBBIE 1I0TOBOPHI, IPUKA3bI (PACIIOPSIKEHNUS) 110 TUUHOMY COCTaBY,
JUYHAs KapTouyka pabOTHHMKA, XapaKTEepUCTHKa U aBToOMOrpadus pabOTHUKA, AaHKeTa
paboTHuKa. JInyHOE €TI0 U TPYAOBasi KHM)KKA paOOTHUKA.

Byxrantepckass ¥ (¢uHAHCOBO-pacueTHas JOoKyMmeHTanus. Kinaccupukamus ydeTHBIX
JIOKYMEHTOB TI0 Ha3HAUYEHUIO, COAEP)KAHUIO XO3SHCTBEHHBIX olepaluii, 00beMy OTpa’keHHbBIX
onepauui, crnocoOy HCIIOJb30BaHMsI, YUCIY YYUTHIBAEMBIX IO3UIMH, MECTY COCTaBJICHHUS.
CriocoObl COCTaBIEHMsI M HCHpPABICHUS OIIMOOK B 3THX JOKyMeHTaX. OCHOBHBbIE BUJbI
JIOKYMEHTOB 110 ()MHAHCOBO-PACUETHBIM OINEPALMsAM: JICHEKHBIA Y€K, PaCUETHBIA Y€K, YEKOBbIE
KHUKKH, c4eTa-(QaKTypbl, aKThl PEBU3HH, TUIATSKHBIC TIOPYUYCHUS, JTUICBBIE CUETA.

JlokymeHTsl M0 cHaOXeHuto u cobiTy. OO0mme tpeboBanus Kk goroBopy. Jlorosop o
MOJIHOM MHAMBUAYaJIbHON MaTepUaaIbHOM OTBETCTBEHHOCTH, I0TOBOP KYIUIU-IIPOJAKU, IOTOBOP
IIOCTaBKH, MPOTOKOJBl pPAa3HOINIACUH K JoroBopaM. JlOBepeHHOCTb, HakjaaHas, Haps.
Kommepueckue aktbl. [IpeTeH3nu, HCKOBbIE 3asBICHUS

Bonpocs! 1J1s1 caMONIOATOTOBKH

1. JlokyMeHTauus no TpyI0BbIM OTHOLIEHUSM.

2. byxrantepckas 1 (pMHAHCOBO-pacyeTHas JOKyMEHTAIHsL.

3. JIoKyMeHTBI IO CHaOKEHUIO U COBITY.

@®opMbI KOHTPOJISI CAMOCTOSITEIbHOI padoThl 00y4alIIUXCHA: TPOBEpKa OTBETOB Ha
BOIPOCHI CAMOIIOATOTOBKH.

S. ®oHx OLEHOYHBIX CPEACTB A MPOBEICHUH TEeKYLleH U IPOMEKYTOYHOMN
aTrecTanuu 00y4aroImmXxcs 1o y4eO0HOMH JUCHHUILVINHE

5.1. ®opma npomesxcymounon ammecmayuu 00yuarOWLE2OCA NO  y4eOHOI
oucyuniune.

KOHTpOAbHBIMU  MEpONPUATHAMHU MPOMEXKYTOUHON arTecTanuu oO0yd4aromuxcs Io
y4eOHOM TUCIUIUIMHE SBJISIIOTCS 3a4eT U AK3aMEH, KOTOpbIe TPOBOASTCS B YCTHOH (opMme.

5.2. Ilepeuenv Komnemenuyuu c yKazanuem Imanog ee opmuposanus 6 npouyecce
0C60eHUsA 00PA306AMENILHOT RPOZPAMMDBL.

Kon KoMnoHeHTEI WHnukaTopsl
Coneprxanue
KOMIIETEH KOMIIETEHIIUH, JIOCTHOKEHHS PesynbTatet
KOMIIETEHIINHI
15071 TEINEHb UX II NOHAJIBHBIX YEeHUS
cTere oeccronan o0yue
("4acTH KOMIIETEHIINH) .
OCBOCHUSI KOMIIETEHIIU I




YK-4 Crnocoben KoMmnoHeHTsI VYK-4.1. Ucnone3yer | 3HaTh: pa3NIu4HbIE
OCYIIECTBIIATH JICIIOBYIO | KOMITETEHITHH pas3ynvHbIe (GOPMBI, (hopMBbI, BUIBI
KOMMYHHMKAIHIO B COOTHOCSTCS C BH/IBI YCTHOH U YCTHOH 1
YCTHOM U MUCbMEHHOU COJZIep)KaHUEM MHCbMEHHOU MUCbMEHHOU
¢dhopmax Ha TUCIIATIINHBI, 1 KOMMYHHKAIH Ha KOMMYHHKAITIH
rOCy/IapCTBEHHOM KOMITETeHIIHA PYCCKOM, POJTHOM H
si3pIke Poccuiickoit peanusyercs HHOCTPaHHOM(BIX) YMerTs:
®denepaunu u YaCTUYHO SI3BIKE(aX). HCIIOJIb30BaTh
HMHOCTPaHHOM(BIX) YK-4.2. CroboaHo SI3LIKOBBIC CPEACTBA
s3bIKe(ax) BOCIPHUHUMAET, JUTSL TOCTHKEHUS

aHAJIM3HUPYET U npo¢eCCHOHANBHBIX
KPUTHYECKU nenen
OIIEHWBAET YCTHYIO U

MIMCBMEHHYIO JeN0oBY10 | Bianers: cucremoit
nHpOpMaITHIO Ha HOPM PYCCKOTO
PYCCKOM, POJHOM U JTUTEPATYPHOTO
MHOCTPAHHOM(BIX) SI3bIKA
si3bIKe(ax).

VK-4.3. Bnaneer

CHUCTEMOH HOpM

pyccKoro

JTUTEPATYPHOTO S3BIKA,

POIHOTO SI3BIKA U

HOpMaMH

MHOCTPAHHOTO(BIX)

SI3BIKA(OB).

VYK-4.4. Ucnons3yet

SI3BIKOBBIE CPENICTBA

JUTSL TOCTHYKCHUS

poheCCUOHATBHBIX

LeJIe Ha PyCCKOM,

pOIHOM U

WHOCTPaHHOM(BIX )

s3bIKe(ax).

YK-4.5. BoicTpanBaer

CTPATETHIO YCTHOTO U

MTUCHMEHHOTO

OOIIECHUS HA PYCCKOM,

pOIHOM U

WHOCTPaHHOM(BIX )

A3bIKe(ax)B paMKax

MEXIIMYHOCTHOTO U

MEXKYIJIETYPHOTO

OO0IIeHUSI.

OIIK-1 | Cnocoben npumensats B | KoMnoHeHTEI OIIK-1.1. Beibop 3HaTh MPaBOBbIE
npodeccuoHaIbHON KOMITETEHIIUN HOPMAaTUBHO- OCHOBBI KUJIHIIHBIX
JESTENBHOCTH COOTHOCSTCS C MIPaBOBBIX U MIPaBOOTHOIIEHUH,
3aKOHO/IaTENHCTBO coJlep)KaHUuEM HOPMaTHUBHO- CTPYKTYpY
Poccutickoit JHACLUIUINHBI, TEXHUYECKUX NpeAnpUATUN
®depepanuu, KOMITIETCHLIUS JIOKYMEHTOB, cucreMbl KKX
periaMeHTHpyomee peanuzyercst PETyIHPYIOMNX YMeTh IpUMEHSTH
OTHOILIEHUS B YaCTUYHO JEeSITENBHOCTD B cepe | MEXaHU3MBI
KHUITUILHON cdepe u yIpaBIEHUS YIIpaBICHUS
KOMMYHaJIbHOM KUITUITHBIM QOHIOM OpraHU3aIlMOHHBIMHU
XO03sCTBE, U JUTSL pEeTIeHus 3a/1a491 CHUCTEeMaMH IS
y4acTBOBATh B npodeccuoHaIbHON npennpusituid XKKX
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pa3paboTKe MPOSKTOB
HOPMAaTHUBHBIX
MPABOBBIX AKTOB B
cdepe ynpaBicHHS,
9KCIUTyaTaliu U
colepkaHusi 00BEKTOB
KUIHAITHOTO (POHIa,
00BEKTOB
TPaXJIAHCKOTO
Ha3HAYCHHS U
KOMMYHaJIbHOU

WH(GPACTPYKTYPHI;

KUJIUITHOTO (hOoHIA
OIIK-1.3. Beibop
HOPMAaTHUBHO-
MPABOBBIX U
HOPMaTUBHO-
TEXHHUYCCKUX
JIOKYMEHTOB,
perynupyomux chepy
MIPOTUBOAEHCTBUS
KOPPYIIIHH B
npoeccnoHambHON
JeSITENTbHOCTH

JIESATSIILHOCTH Brnagets HaBbIKaMH
OIIK-1.2. BeisiBiacHue | BBIpaOOTKH
OCHOBHBIX TPEOOBaHUI | YIIPaBICHUYCCKUX
HOPMAaTUBHO- pelICHUH st
MIPaBOBBIX U yIpaBiIeHUs
HOPMaTHUBHO- MPENPUATAIMHA
TEXHUYECKUX KKX
JIOKYMEHTOB,

MIPEeIBABISIEMBIX K

npoiieccam

YIpaBICHUS U

IKCIDTyaTaIiH

5.3. Onucanue nokazamenei u Kpumepues OueHu6anusl KOmMnemenuuu Ha pa3iuiHovlx
manax ee t[)opmupoeanu}l, onucanue wKa oyenueanun

Jlek1IMOHHLBIE U
MIPaKTHYECKHE 3aHATHS 110
TeMaM:

Tema 1.
JokymMeHT0000poT 1 (HhOpMBI
€ro OpraHu3aluu

Tema 2. OpranuzalioHHO-
pacrnopsiauTebHas
JIOKYMEHTALHs

Tewma 3.
TIpousBoacTBEHHO-
XO3sIIICTBEHHAs JOKYMEHTALIUS

Kon Orarsl HopMUpPOBaHUS WNHcTpymeHT, [TokaszaTenp oneHuBaHUA
KOMIIETEH KOMIIETEeHIINU OLICHUBAIOIINHA KOMITETCHIIUU
181201 c(OpMHUPOBaAHHOCTD
KOMIIETEHIIUUA*
YK-4 Oran ¢dopmuposanus | Jloknan/pepepat* A) oTHOCTBIO chOopMHUPOBaHa - 5
OIIK-1 3HAHUEBOU ocHoBbI | [IpakTuueckue 3ananus™ | 0amuioB
KOMTIETeHIIN ] (aran | TectupoBanue* b) wactnuno copmuporana - 3-4
(bopMHUpOBaHUS 3auer* Oama
COJIepKATEIILHO- Oxk3amen™ C) He copmupoBana- 2 u MeHee
TEOPETHIECKOTO Oazuca 0amioB
KOMITCTCHIINH)

*XapaKTepUCTHKH HHCTPYMEHTOB (CPeICTB), OLIEHHBAIOIIHX c()OPMUPOBAHHOCTH KOMIETEHIUIi:
Pedepar — mpoaykT camocToATENbHOM pabOTHI CTYyAEHTA, MPEACTABIAIOMUNA CcOOOM
KpPaTKOE W3JI0)KEHHE B IMCBbMEHHOM BHUJE IOJIYYEHHBIX PE3yJIbTaTOB TEOPETUUYECKOIO aHAIM3a
onpezeNeHHON Hay4dHOH (yueOHO-UCCIIeJOBAaTEeIbCKON) TEeMbI, IJIe€ aBTOP PAacCKphIBA€T CYTh
UcclielyeMoil po0ieMbl, MPUBOIUT Pa3JIMYHbIE TOUKU 3PEHUS, a TAK)KE COOCTBEHHBIE B3IJISAbI
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Ha Hee. B pedepate nomkHa ObITH packpbITa TeMa, CTPYKTypa JOJKHA COOTBETCTBOBATH TEME U
ObITh OTpakeHa B OIJIaBJICHHUH, pazmep paboTsl — 10-15 cTp. medaTHOro TeKcTa (CHUCOK
JUTEpaTypbl U TPUIOXKEHUS B O0BEM HE BXOMAT), CHAOXKEHHOIO CHOCKAMH M CIIHCKOM
UCII0JIb30BAaHHOM JTUTEPATyphl. TEeKCTOBAst 4acTh pabOThI COCTOUT U3 BBEICHHS, OCHOBHOW YaCTH
U 3aKiaroueHus. Bo BBeneHuu oOydaromuiics KpaTko OOOCHOBBIBACT aKTyallbHOCTh M30paHHOI
TeMBbl pedepara, pacKpbIBaeT LEib M 337a4l, KOTOPbIe OH COOMPAECTCS PEIIUTh B XOJI€ CBOETO
HEOOJIBIIOTO uccieoBaHus. B ocHOBHOIl uacTu (MOXeT cocTosTh 3 2-3 maparpados)
NoApOOHO PACKPBIBACTCS COJECPKAHNUE BOIMPOCOB TEMBbl. B 3aKIIIOYEHUHU JOJKHBI OBITH KPAaTKO
c(hOopMyJIUPOBaHbI MTOJIyYEHHBIE PE3yIbTAaThl UCCIEAOBAHUS, IPUBEACHBI 0000IIAIOIIIE BBIBOIBL.
3aKII04EeHNE MOXKET BKIIOYATh MPEIJIOKEHUS aBTOpa, B TOM UHUCIE U IO JaJIbHEHIIEMY
M3YYECHUIO 3aMHTEpEeCcOBaBIleil ero npobdiemsl. B cnucok nureparypbl 00y4yaronuiicss BKIIOYAET
TOJILKO T€ W3JaHMs, KOTOPHIE OH WCIOJB30BajJ MpU Hamucanwu pedepara (He menee 5-7). B
TeKCTe 00s3aTeNIbHbl CChUIKMA Ha MCIOJIBb30BAHHYIO JUTEPATYpy, OPOPMIICHHBIE B COOTBETCTBUU
¢ 'OCTom. B mpunoxxkenun kK pedepaTy MOTYT BBIHOCHUTBHCS TaOJUIBI, TpauKH, CXEMBbI U
JIpyrue BCIOMOTaTelbHbIE MaTepualibl, Ha KOTOpPbIE HMMEIOTCA CCBhUIKM B TEKCTe pedepara.
Kpurtepun ouenku pedepara: 1) CreneHb pacKpbITus CYLUIHOCTH BOIIPOCA: a) COOTBETCTBUE
iaHa Teme pedepara; 0) COOTBETCTBHE COJAEpKaHUS TeMe U IulaHy pedepara; B) MOITHOTA
[IPOAHAIM3UPOBAHHOIO MaTepuajla IO TEeMe; YyMEHHEe paboTaTh C OTEYECTBEHHBIMU U
3apyOeKHBIMU HAYYHBIMH HCCIEJIOBAHUSAMHU, KPUTUYECKOM JHUTEpaTypod, MEepPUOJIUKOH,
CHCTEMATH3HPOBATh U CTPYKTYpUPOBaTh MaTepuall; T) 0OOCHOBAHHOCTH CIIOCOOOB M METOJIOB
paboThl ¢ MaTepuanoM, aJIeckBaTHOE U MPABOMEPHOE UCIOJIb30BAaHUE METOAOB KIIaCCU(DUKALINU,
CpaBHEHHsI M Jp.; €) yMeHHe 0000marp, Aenarh BBIBOJBI, CONOCTABISTH PA3JIMYHBIC TOUYKU
3peHus Mo oJHOMY Bompocy (mpobieme). 2) OpUrHHATBHOCTh TEKCTa: a) CAMOCTOSTENIbHOCTD B
IIOCTAaHOBKE MpOOJIEeMBl, (HOpPMYITUPOBAaHME HOBOTO acCHeKTa W3BECTHOH Npo0ieMbl B
YCTaHOBJICHHUH HOBBIX CBSI3€H (MEXKIPEAMETHBIX, BHYTPUIPEIMETHBIX, UHTErPAIMOHHBIX); 0)
SBJICHHOCTb aBTOPCKOM IO3UILMHU, CAMOCTOSITEJIbBHOCTh OLIEHOK M CYXKJIEHUH; 1) CTUJIEBOE
€IMHCTBO TEKCTa, €IMHCTBO >KaHPOBBIX uepT. 3) OOOCHOBAHHOCTH BBIOOpA MCTOYHUKOB: a)
OIICHKAa MCMOJb30BaHHOM JIMTEPATyphbl: MPUBIICUEHBI U HanOoJee U3BECTHbIE pabOThl MO TEME
uccieoBaHus (B T.4. KypHaJIbHbIE MyOJIMKAIlMM MOCTEIHUX JIET, MOCIEeHUE CTaTUCTUYECKUE
JIaHHBIE, CBOJIKH, CIIpaBku U T.1.). 4) CobOmoneHune TpeboBaHUN K OPOPMIICHUIO: a) HACKOJIBKO
BEPHO O(OPMIIEHBI CCBUIKM Ha HCIOJIb3YEMYIO JIUTEpaTypy, CIMCOK JHUTEpaTyphl. 0) OLEHKa
FPaMOTHOCTM W KyJbTypbl U3JOXKeHUs (B T.4. opdorpaduyeckoil, NyHKTyallMOHHOM,
CTHJIUCTUYECKON KYJIbTYpHl), BlIaJJeHHEe TEPMUHOJIOTHEH; B) coO0/IeHre TpeOoBaHUH K 00BEMY
pedepara.

Jloky1aa — IpOJIyKT CaMOCTOSITENbHON paboThl 00yyaroIerocsi, NpeAcTaBiIsomuil co0oi
nyOJMYHOE  BBICTYIJIEHHME IO  MPEJICTaBICHHUIO IOJYYEHHBIX  PE3YyJbTaTOB  PELICHUS
OTpeNIeNIEeHHOW y4eOHO-NPaKTHUECKOW, YyueOHO-UCCIIE0BAaTEeIbCKOM MM  HAay4YHOH TEMBI.
Jlokiian — 3T0 HayyHOE COOOIEHUE Ha MPAKTHUYECKOM 3aHSTHUM, 3aCEIaHUU HAYyYHOrO KpYXKKa
Wi y4eOHO-TeopeTuueckoil KoHdepeHIH. KpuTepum omeHKM AOKJIAaAa: COOTBETCTBHE
COJlep’KaHUsl  3asBJICHHOM  TeMe; aKTyaJbHOCTb, HOBH3HAa M  3HAYUMOCTb  TEMBI;
apryMEHTHPOBAHHOCTb, MOJIHOTA, CTPYKTYPHUPOBAHHOCTD M JIOTHYHOCTH U3JIOKEHHS; CBOOOIHOE
BJIaJICHHE MaTepuajoM: IMOCJIE0BATeIbHOCTh, YMEHHE BECTU AMCKYCCHIO, IPaBMUIIBHO OTBEYaTh
Ha BOIIPOCHI; CAaMOCTOSATEIBHOCTb, CTENEHb OPUTMHAIBHOCTU NPEUIOKEHHBIX PEIIECHUH,
WJUTFOCTPATHBHOCTH, OOOOIIEHWN MW BBIBOJIOB; HAJW4He COOCTBEHHOTO OTHOIICHHUS aBTOpa K
paccmaTpuBaeMoil mpoOieMe/TeMe (HACKOJIbKO TOYHO U apryMEHTHUPOBAHO BBIPAKEHO
OTHOIIIEHHE aBTOpa K TeMe JOKJaja); IMpeICTaBlIeHHEe MaTepuaja: KauecTBO IpEe3CeHTaluH,
oopmieHHs; KyJIbTypa peud, OpaTopCcKoe MacTepcTBO (COOII0AEHHE HOPM JIUTEPaTypPHOTO
A3bIKa, MPABUIbHOE MIPOU3HOIIEHHUS CJIOB U (hpa3, ONTUMaIbHBIA TEMI Peur; YMEHHE MPaBUIBLHO
paccTaBlIATh AaKIEHTHl; yYMEHHE TOBOPUTH JOCTATOYHO TIPOMKO, YETKO U YOEIUTENbHO);
HCIIOJIb30BaHue MpodeccnoHaNbHON TePMUHOJIOTHUN (OIIEHKA TOT0, HACKOJBKO MOJIHO OTPaKEHbI
B BBICTYIUIEHUH 00ydaromierocsi npodeccuoHallbHble TEPMUHBI U OOLIEKYIbTYPHBIE TIOHATHS 110
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TeMe, a TaKXX€ HAaCKOJbKO YBEPEHHO BBICTYMAIOIMIMA HWMHU BIIAJIEET); BBIACP)KAaHHOCTh
perjiaMeHra.

IIpakTHYeckoe 3ajlaHHe — STO YAaCTUYHO PErIAMEHTHPOBAHHOE 3aJlaHue, HMEIOIIee
AITOPUTMUYECKOE WJIM HECTAHJIAPTHOE pEIICHHE, MO3BOJSIONIEEe JAMArHOCTHUPOBATH YMEHUS
WHTETPUPOBATh 3HAHMS PA3JIMYHBIX HAYYHBIX 00J1acTEH, apryMEHTUPOBATh COOCTBEHHYIO TOUKY
3peHHs, I0Ka3bIBaTh MPABUILHOCTh CBOEH MO3UIIMH. MOXXET BBINOJIHATHCS B MHIUBUIYAIHLHOM
MOPSIIKE WIIH TPYIIIIONA 00yJaronuxcs.

TecTUpoBaHUE — 3TO KOHTPOJIHLHOE MEPOIIPUATHE MO YUSOHOMY MaTepuaiy, COCTOsIIee B
BBITIOJIHCHHH OOYYalOIMMCS CHUCTEMbI CTaHIAPTHU3UPOBAHHBIX 3aJlaHUM, KOTOpas IO3BOJISET
ABTOMATU3UPOBATh TPOIEAYPY H3MEPEHHs] YPOBHS 3HAHMA W YMEHUU OOy4YaroImerocs.
TectupoBanue BKJIIOYaeT B ceOs CICAYIOIME THUITBI 3aJaHUi: 3aJaHUE C EJUHCTBEHHBIM
BBIOOPOM OTBETA U3 MPEIJIOKEHHBIX BapUAHTOB, 3a/IaHUE HA OIPECIICHHE BEPHBIX U HEBEPHBIX
CY)KJICHHU, 3aJlaHhe C MHOXKECTBEHHBIM BbIOOpOM oTBeTOB. KpuTepum oumenku: ot 90% no
100% mpaBWJIBHO BBINIOJHEHHBIX 3aJaHuil — omimuHo; oT 70% nmo 89% mpaBuiibHO
BBINIOJTHEHHBIX 3a7aHuid - Xxopomo; oT 50% 1o 69% mnpaBuIbHO BBINOJHEHHBIX 3aJaHUM —
yaosierBoputenbHo; OoT 0 g0 49 % mnpaBWIbHO BBINOJHEHHBIX 3aJaHUN  — HE
YAOBJIETBOPUTEIIBHO.

3ayer, 3K3aMeH — KOHTPOJBHBIE MEPOIPHUATHUS, KOTOPBIE MPOBOIATCA IO Yy4eOHOU
JTUCIUIUIMHE B BHUJE, NMPEAYCMOTPEHHOM YYE€OHBIM IJIAHOM, MO OKOHYAHHUU H3YYEHHs Kypca.
3aHsTHE ayJIUTOPHOE, MPOBOIUTCS B YCTHOW WM NMHCHMEHHON (opMe C HCIOJIb30BaHUEM
(OHIOB OLIEHOYHBIX CPEJICTB IO YYeOHOH AUCITUILUIMHE.

5.4. Tunoevie KoHmpobHBIE 3A0AHUA UNU UHbIE MAMeEPUaivl, HeoOXooumvle 0N
OUeHKU 3HAHUIl, YMEHUll, HAGbIKOE U (Ulu) Oonvima OeAmenbHOCmU, XaAPAKMEPUIYIOULUX
Imansvl GoOpMUPOBAHUA KOMNEMEHYUTL 8 NPOUecce 0C80EHUS 00PA308AMETbHOI NPOZPAMMDbL

Texkywmas arrecrauus.

Tembl 1ok1a10B /pedpepaTos.

1. J1okyMeHTOOOOpOT 1 (hOpMBI €ro OpraHu3altu.

2.  VYHu}UKanus U CTaHJapTU3ALUS B JEJIIOIPOU3BOCTBE.
3. OpraHu3allMOHHO-PACHOPSIUTENbHAs JOKYMEHTALUS.
4. TloaroroBka pacropsIUTEIbHBIX JOKYMEHTOB.

5. HWHdopMannoHHO-CIIPaBOYHbIE JOKYMEHTHI.

6. Opraau3alMOHHO-TIPABOBbIE JOKYMEHTHI.

7. JlenoBoe MHUCHMO.

8. JlokyMeHTaIs 10 TPYAOBBIM OTHOIICHHSIM.

9. bByxranrtepckas 1 pUHaHCOBO-pacueTHas JOKyMEHTaIHs.
10. JlokyMeHTBI IO CHAOKEHUIO U COBITY.

TecrupoBanne mo y4eOHOH aucCHUIUINHE «/[OKYMEHTHMpPOBaHHME YIPABJICHYECKOM
AeATeTbHOCTH»
Bomnpoc 1. 'ocynapcTBeHHast cucteMa JOKYMEHTAllMOHHOTO 00ecrieueH sl yIpaBiIeHusl.
a) eIMHbIE IPaBUJIA JOKYMEHTHUPOBAHUS YIIPaBICHUYECKOM 1eATeIbHOCTH
0) cucremMa JOKYMEHTHPOBAHUS
B) METOJMYECKHE YKA3aHHUS.

Bompoc 2. Yto Takoe yHUPUKAIUSA TOKYMEHTOB?
a) CTaHJapTU3aIMs JOKYMEHTOB
0) emnHOOOpasue TOKYMEHTOB
B) KJIaCCHU(HKAIHSI JOKYMEHTOB.
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Bomnpoc 3. Yto Takoe cTaHaapTu3anus 10KyMEHTOB?
a) yHUUKALUS JOKYMEHTOB
0) ennHOOOpasue TOKYMEHTOB
B) 0(hopMIIEHUE TOKYMEHTOB.

Bomnpoc 4. Homenkiarypa nien
a) cUCTeMaTH3allHsl JOKYMEHTOB
0) mepedeHb TOKyMEHTOB
B) CTPYKTYypa JIe.

Bompoc 5. JlokymeHTO000pOT:
a) TOKyMEHT
0) IBM)KEHHUE TOKYMEHTOB
B) mpaBuiia 0(hOpMIICHUSI.

Bompoc 6. KonnuectBo pexusutos 1o I'OCT P6.30-97
a) 30
0) 29
B) 28.

Bompoc 7. @opmynsip-obpazen:
a) OIpeeJICHHbII HA0Op PEKBU3UTOB
0) CTpyKTypa JOKYMEHTOB
B) PEKBU3UTHI.

Bompoc 8. Orarnbl craHoBieHU Jes100pou3BocTBa B Poccun
a) TI0 HePapPXUUECKOMY MPUHIIHITY
0) 1Mo CTPYKTypaM BIaCTH
B) CICTEMHO.

Bomnpoc 9. KoppekTypHble 3HaKu
a) 3HaKU IpEruHaHus
0) 3HaKM JIJIs1 UCTIPABJICHUS TEKCTa
B) CHCTE€Ma 3HAKOB.

Bomnpoc 10. YaudunupoBanHas cucreMa JOKyMEHTAIlUN
a) CTaHJapTU3aIMsl TOKYMEHTOB
0) yHHpUKaAIUs TOKYMEHTOB
B) CHCTeMa CTaHJIapTU3alUHN U YHU(UKAIIUH JOKYMEHTOB.

Bomnpoc 11. JIokyMeHTBI KaJipoBOii CITyKObI
a) COCTaB KaJIpOBOM JOKYMEHTAIIMH TI0 €UHBIM TPEOOBaHUSIM
0) TpyloBast KHMXKKa
B) JINCTOK JIMYHOTO Y4YeTa.

Bonpoc 12. Haznauenne 'OCT P6.30-97
a) MPUMEHEHHE MHBIX MTPaBUIT
0) cocTaB PEKBU3UTOB yIPABICHUYECKUX JOKYMEHTOB
B) TpeOOBaHUS K OPOPMIICHHIO TOKYMEHTOB.

Bomnpoc 13. ITpuxkas:
a) YIpaBIECHYECKUN TOKYMEHT
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0) yIpaBieHUECKUI TOKYMEHT, U3/JaBaeMblii pyKOBOJUTEIEM
B) IOKYMEHT, U3/IaBaeMblil KaJIpOBOM CITyKOOH.

Bompoc 14. IIpoTtokomn:
a) TOKYMEHT, (DUKCUPYIOIIHK 1eHCTBO
0) BHYTpPEHHUI TOKYMEHT
B) BHEIITHHIA JJOKYMECHT.

Bomnpoc 15. Pesrome:
a) XapaKTepUCTHKA
0) onrcaHue IeATeILHOCTH
B) ompeneneHHast popma TOKyMeHTa.

Bonpoc 16. Odpopmienue naTel JOKyMEHTa
a) ¢ poBoH
0) CIIOBECHBI
B) CJIOBECHO-IIU(POBOIA.

Bomnpoc 17. JlenoBas koppecnoHIeHIIMS
a) MpHuKa3
0) MPOTOKOJI
B) JIEJIOBBIE IIUChMA.

Bomnpoc 18. PacniopsinutensHbie TOKYMEHTHI
a) MpUKa3
0) IPOTOKOIT
B) JIETIOBOE ITUCHMO.

Bomnpoc 19. Oprann3zanuoHabie JOKYMEHTHI
a) IITaTHOE paclucaHue
0) MHCTPYKLIUU
B) adepTa.

Bomnpoc 20. JIBmkeHne 10KyMEHTOB
a) TOKYMEHTO0000pOT
0) BHELTHUI TOKyMEHT
B) npaBuiia 0hOpMIICHHUS.

Ilepeuenv 6onpocos 0nsa npomedxcymounou ammecmayuu Ha 3adere (ouHas ¢opma
00yueHus 4 ceMecTp. 0YHO-3204HAsA U 3204HasA (POPMBI -5 ceMecTp).
[IpeameT u conepkanne OpraHu3aIuy MPOU3BOICTRA.

Tunel Npou3BoOJICTBA.

3aKOHOMEPHOCTH OPraHU3ALMK MPOU3BOJICTBA HA MPEAIPHUITHH.
[TonsiTrie 06 opraHU3aIy MaTePUATBHBIX TOTOKOB HA MPEANPUITHH.
[IpeanpusiTie Kak OpraHU3alMoOHHas CUCTEMA.

@opMbl OpraHU3alNY MaTePUATbHBIX TIOTOKOB B IPOU3BO/ICTBE.
[Tpouecc opranu3anuu Mpou3BOJICTBA.

MeTto1bI MaTEepHANBEHOTO O0ECTIEUeHUS TIPONU3BOCTBA.
OpranuzalvoHHO-IIPABOBbIE POPMBI KOMMEPUECKUX OpPTaHU3aALNM.
[TonsiTrie 06 ynpaBIeHNUHN KaueCTBOM.

JesaTenpbHOCTh NpeapusaTUs. Y IpaBiIeHUE NPEIITPUATHEM.

il N A ol ol

— O
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12.

W3yuenne motpeOHOCTEW M (popMUpOBaHHWE IUIaHA TPOU3BOJCTBA M peaTU3aINH

IIPOYKLIAH.

13.
14.
15.
16.
17.
18.
19.
20.
21.
22.

Conep:kanue U 3a/1a4u IMOJArOTOBKY ITPOU3BOJICTBA.

ObecrnieueHne Npou3BOACTBA MaTEPUATIbHBIMU PECYPCAMHU.

[TnanupoBaHue MoOKa3aTeaeld MPON3BOICTBA HOBBIX U3/ICIHA.

OpranuzanvoHHbIE PE3EPBHI Pa3BUTHS IPOU3BO/ICTBA.

Conep:kaHue U 3a/1a4¥ IUTAHUPOBAHUS ITOATOTOBKH ITPOM3BOCTBA.

Copneprxanue 1 331a4l OpraHU3aLUU TEXHUYECKOT0 00CITy>)KUBAHHSI IPOU3BO/ICTBA.
[IporpammHO-1IeNIeBOE MIIIAHUPOBAHUE MTOTOTOBKH ITPOM3BOACTBA.

3aauy ¥ OpraHU3alMOHHO-IIPOM3BOICTBEHHAs CTPYKTYPa PEMOHTHOI'O XO35MCTBA.
CeTteBoe TUIaHMPOBAHKE OATOTOBKH IPOU3BO/ICTBA.

N3yuenmne motpeOHOCTE M (popMupOBaHHWE IUIaHA NPOU3BOJCTBA MU peaU3ALNH

MPOIYKIIHH.

llepeuenv 6onpocoe 0 npomedcymoyHol ammecmayuy Ha 3K3aMeHe (ouHasi ¢popMma
00yuyeHus 5 ceMecTp. 04YHO-3204HASA U 3204HasA (POpPMBI -6 cemecTp).

1.

e A U

9.

10.
11.
12.

[Tpenmer u copepxaHue OpraHu3aluy IPOU3BOICTBA.

Tunsl npon3BoACTBA.

3aKOHOMEPHOCTH OpPraHu3aliy IPOU3BOJICTBA HA MIPEANIPUATHH.
[TonsTHE 00 OpraHu3aluy MaTepPUAIbHBIX IIOTOKOB HA MIPEAIPUATHH.
[TpennpusiTie KaKk opraHu3allMOHHAs CUCTEMA.

@DopMBbl OpraHu3aluy MaTepUaAIbHBIX IOTOKOB B IIPOU3BOJICTBE.
ITponecc opranu3anyy NpoOU3BOICTBA.

Mertobl MaTepuaIbHOrO 00eceueH sl IPOU3BOACTBA.
OpranuzanvoHHO-IIPABOBbIE POPMBI KOMMEPUECKUX OPTaHU3aALNM.
[TonsiTe 00 ynpaBieHUN KaYECTBOM.

JlesiTenbHOCTD NPEANPUATHS. Y IpaBI€HUE IPEITPUITHEM.
N3yuenune mnotpebHOCTEH M (popMUpOBaHHE IJIaHA NPOU3BOJCTBA U peaTU3aLUU

MIPOTYKIIAH.

13.
14.
15.
16.
17.
18.
19.
20.
21.
22.

Copneprkanue 1 3a1a4M MOATOTOBKH ITPOU3BOICTBA.

ObecnieueHne Npou3BOICTBa MaTepUATbHBIMU PECYPCAMHU.

[TnanupoBaHue nokaszaresnel NPOU3BOJICTBA HOBBIX U3JIENIHH.

OpranuzanvoHHbIE PE3EPBHI Pa3BUTHS POU3BOJICTBA.

Copneprkanue U 3a1a4M IIAHWPOBAHUS TTOATOTOBKH NTPOU3BOCTBA.

CopneprxaHue 1 331a4M OPTaHU3alUU TEXHHYECKOTO 00CITy>)KUBAHUSI POU3BO/ICTBA.
[TporpamMMHoO-1I€1€BO€E MIIAHUPOBAHUE MTOATOTOBKH ITPOU3BOICTBA.

3aauy ¥ OpraHU3alMOHHO-IPOM3BOICTBEHHAs CTPYKTYpa PEMOHTHOT'O XO35HCTBA.
CereBoe MIaHUPOBaHKE OATOTOBKU IPOU3BOJICTBA.

N3yuenmne motpeOHOCTE M (popMUpOBaHHWE IUIaHA TPOU3BOJCTBA M PeaH3aINH

IPOAYKIIHH.

23.
24.
25.
26.

MeTo/p! aHaNM3a COCTOSHUS MOATOTOBKH ITPOU3BO/ICTBA.

Obecneuenne MpOU3BOICTBA MATEPUATBHBIMH PECYPCAMH.

[TpumeneHre GyHKIMOHAILHO-CTOMMOCTHOTO aHAIM3a MOJATOTOBKU MPOU3BO/ICTBA.
PazpaboTka T1u1aHa  COBEPIIEHCTBOBAHHWS  OpraHU3allMM  IPOM3BOJCTBA  Ha

MPEANPUATHH.

27.
28.
29.
30.

Hay4nble IpuHIUIIBI OpraHU3aliy MPOLECCOB IPOU3BOICTBA.

CopaeprkaHue U METObl OPraHU3aMOHHOTO IPOEKTUPOBAHUS.

Opranu3zanys Nponu3BOJCTBEHHBIX MPOIECCOB B IPOCTPAHCTBE.

[TonsitTue 00 opraHu3zanMM MaTepUaldbHBIX MOTOKOB Ha MpeAnpUATHH. DakTOpsbl

3(1)(I)CKTI/IBHOCTI/I opraHuisanu Iponu3BOACTBA.

31.

Opranu3zaiys Nporu3BOJCTBEHHBIX MPOIIECCOB BO BPEMEHHU.
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32. OpraHu3alMOHHBIE PE3EPBI PaA3BUTHUA MPOU3BOCTBA.

33. CopneprkaHue U 337a4y IUIAHUPOBAHUS [TOATOTOBKH ITPOU3BOJICTBA.

34. OpraHu3allMOHHbIE PE3EPBbI pa3BUTHS IPOU3BOCTBA.

35. Ilpeamer u conepkaHue OpraHU3alMy IPOU3BOJICTBA.

36. Tunsl npor3BOCTBA.

37. IlporpammHO-11€JIeBOE IJIAHUPOBAHUE TTOATOTOBKU TPOU3BOICTBA.

38. IlnanupoBaHue MaTepuaibHOro obecneueHust MnpousBojacTBa. DopMmupoBaHue
3aracoB Ha NPEeANpUATUH.

39. 3aKOHOMEPHOCTH OpraHMU3aLUU IPOU3BOCTBA HA MIPEIIPUATHH.

40. Copep:xaHue U 3aJ]a4l TEXHUYECKOTO 00CITy>KUBaHMsI IPOU3BOJICTBA.

41. Ilporecc opranu3aiuu NpoOU3BOJICTBA.

42. Copaep:kaHue M 33a4d OpraHU3aIlMy TEXHUUYECKOTo 00CTy)KMUBaHUS TIPOU3BOICTBA.

5.5. Memoouueckue mamepuanvi, onpedenaouiue npoyedypvl OUEHUSGAHUA 3HAHUIL,
YMeHUil, HAaGblkoé u (unu) onvima OeAmenNbHOCmU, XaAPAKMEPUIYIOWUX IManvl
dopmuposanus komnemenyui

OTBeThl OO0ydYaromerocs Ha 3a4eTe OICHUBAIOTCS IEJarorHYeCKUM pPaOOTHUKOM IIO
BapHUaHTY 3a4TE€HO/HE3aYTEHO.

«3aureHo» — oOywaromuiics TrayOOKO M IPOYHO OCBOWJI IPOrpPaMMHBIM MaTepuai,
UCUEpIIbIBAOILE, IOCIEI0BAaTEIbHO, IPAMOTHO W JIOTUYECKH CTPOWHO €ro M3Jlaraer, TECHO
yBSA3bIBAET C 3a7adyaMu U OyJylied JesTelbHOCTbIO, HE 3aTpyJHSAETCS C OTBETOM Ipu
BUJOM3MEHEHNUHN 3aJ[aHus, CBOOOJHO CIIPaBIIAETCS C 3aJjayaMd M MPAKTHUUYECKUMM 3aJaHHSIMHU,
NPaBUIHHO OOOCHOBBIBACT MPHUHSATHIC PEHICHUS, YMEET CAMOCTOSTEILHO 00001mIaTh U M3Jarath
MaTepHal, He JI0IycKas OIIMO0K;

«HezaureHno» - oOyyaronuiicst He 3HaeT 3HAUUTEIbHON YacTH MPOrpaMMHOI0 MaTepuala,
JIOITyCKAeT CYIIECTBEHHBIC OIMMOKH, ¢ OOJBIIMMH 3aTPyIHEHHUSMH BBITOIHIET MPAKTUYECKHUE
3a/laHus, 3aJa4H.

OTBeThl 00yUaroUIerocsi Ha 3K3aMeHEe OLIEHUBAIOTCS Me1aroruueckuM pabOTHUKOM 1O 5-
OayuIbHOM 1IKae.

Kpumepuu oyenxu omeema na 6onpocvt meopemuuecko2o 0610Ka.:

«5»  — oOyuaromuiics MIyOOKO M MPOYHO OCBOWJI TPOTPaMMHBIA MaTepuail,
MCYEpIBIBAIOIE, IOCIEI0BATENbHO, T'PAMOTHO U JIOTMUECKH CTPOMHO €ro M3jaraer, TECHO
yBSI3bIBAET C 3ajjayaMM M Oynaymied JAesTeNbHOCTbIO, HE 3aTPyAHSETCS C OTBETOM NpHU
BUJIOM3MEHEHUH 3a/1aHus, CBOOOJHO CHpAaBISeTCS C 3aJadyaMy M IPAKTHUECKUMHU 3a/laHUsIMHU,
NPaBUIbHO OOOCHOBBIBAET MPUHSATHIE PEIICHUS, YMEET CAMOCTOSTEIbHO 00001IIaTh U U3J1araTh
MaTepua, He A0IycKasi OIINOOK;

«4» - oOyuaromuiicss TBEp/I0 3HAET NMPOrPaMMHBII MaTepuall, TPaMOTHO U T10 CYIIECTBY
U3JIAaraeT ero, He JIOMyCKas CyIIeCTBEHHbIX HETOYHOCTEN B OTBETE HA BONPOC, MOXKET MTPABUIIBHO
IPUMEHSATh TEOPETUUECKUE MOJOKEHNS U BlIaZieeT HeOOXOAUMBIMA YMEHUSAMHU U HaBbIKAMH TPH
BBIMIOJTHEHUH MTPAKTUYECKUX 3aJaHUl;

«3» - o0y4aromuics OCBOMJ OCHOBHOM MaTepuall, HO He 3HAaeT OTAEIbHBIX JeTajei,
JOTyCKaeT  HETOYHOCTH,  HENOCTaTOYHO  TMpaBUIIbHBIE  (OPMYJIMpPOBKH,  HapyllaeT
MIOCJIEA0BATENBHOCTD B M3JI0KEHUM NPOTrPAMMHOIO MaTepuala U UCHBITHIBAECT 3aTPyIHEHUS B
BBIMIOJTHEHUH MTPAKTUYECKUX 3aJaHUl;

«2» - oOyuvaromuiicss He 3HAaeT 3HAUYUTENBHOW 4YacTH NPOTPaMMHOrO MaTepuana,
JIOTTYCKaeT CYyIIECTBEHHbIE OMIMOKH, C OOJNBIIMMHU 3aTPYIHEHUSMHU BBIOJIHSIET MPAaKTHUECKUE
3a/1aHus, 3aJa4H.

Kpumepuu oyenxu npakmuueckoeo 3adanusi:

«5» — 3ajaHKe BBIIIOJHEHO BEPHO, JAHbI SICHBIE AHAIUTUYECKUE BBIBOABI K PEIIECHUIO
3aJ1a4ui, OJIKPEIUICHHbIE TEOpUeH;
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«4» — 3a/1aHue BBIIIOJHEHO BEPHO, OTMEYAETCS XOpolIllee Pa3BUTUE apryMEHTa, OJHAKO
OTMEYEHBI OTPEUTHOCTH B OTBETE, CKOPPEKTHPOBAHHBIE IPU COOECEIOBAHNUY;

«3» — 3a/1aHue BBINIOJHEHO ¢ MaTeMaTHYEeCKHUMH OLIMOKaMH, OTCYTCTBYIOT JIOTHUECKUE
BBIBOJIbI U 3aKJIFOUEHUS K PELLIECHUIO;

«2» — 3aJaHue HE BBINOJIHEHO, MPEACTAaBICHHBIC PacyeThl MPOBEIEHBI C OUIMOKaMH,
CZieJIaHbl HEBEPHBIE BBIBOJIbI 110 PELICHUIO 3aa4u.

6. IlepeyeHb OCHOBHOI M JONMOJHUTEILHOH y4eOHOU JHUTEepaTypbl AJsi OCBOCHHS
Y4eOHOM M CIUIINHbBI

6.1. Ocnoenasa numepamypa.

1. Apacnanosa, B. A. JlokyMeHTaIlmOHHOE 0OecriedeHne yupaBieHus: yueOHo-
MpaKkTUYECKOe MocoOue B cxemax, Tabaunax, oopasmnax : [12+]/ B. A. Apacnanosa. — 2-¢ u3 .,
nor. u iepepad. — Mockga ; bepnun : [lupekr-Menua, 2020. — 266 c. : un., Tadn. — Pexum
noctyma: mo noamnucke. — URL: https://biblioclub.ru/index.php?page=book&i1d=578394

6.2. /lononnumenvnan tumepamypa

1. Ky3uenos, . H. JlenonpousBoactso : yuebHoe mocodue : [16+] / U. H. Ky3nemnos. —
14-e uzn. — Mocksa : [lamkoB u K°, 2025. — 406 c. — Pexxum pocryna: no noanucke. — URL:
https://biblioclub.ru/index.php?page=book&id=720252

7. IlepeyeHb  pecypcoB  HH(POPMALMOHHO-TEJICEKOMMYHUKALNMOHHOH  CeTH
«HTepHeT», coBpeMeHHbIe TMpodeccHOHANbHBbIE 0a3bl JAHHBIX W HMH(OPMALHOHHbIE
CHCTEeMbI, He00X0AUMBbIE /1JI51 OCBOCHHUS Y4eOHOM U CHUIIITHHBI

1. 1. http://minobrnauki.gov.ru — caiit Muno6puayku PO

2. http://biblioclub.ru -3BC YHuBepcurerckas 6ubimorexa

3. https://ro-edu.ru/ — Meauanopran «Poccuiickoe oOpa3oBaHue»
4

5

http://www.prlib.ru — Ilpe3unenTtckast Oubnuorexa
http://www.rusneb.ru — HantnonasnbHas 351eKTpoHHast 6M0aroTeKa
6. http://lib.icone.ru - OnexkrponHo-OubnMoreunas cucreMa AHO BO «MuctutyT
HEMPEPHIBHOIO 00pa30BaHUs»
7. http://elibrary.rsl.ru/ — caitt Poccuiickoit rocynapcTBeHHOM OuOmmuoTeku (pas3zien
«DnexTpoHHast 6MOIMOTEKA)
8. http://elibrary.ru — HayuHas snexTponHas ounbmuoreka «Elibrary»

8. Meroanyeckne ykKa3aHusi AJds  OO0y4YAIOIIMXCH IO OCBOCHHIO Y4eOHOI
AUCHHUILIMHBI

OcBoeHue oOydJaronuMes y4eOHOM JIACIIUTUTUHBI «JlokyMeHTHpOBaHUE
YIPABJCHYECKOH [esiTeJIbHOCTH» INPEANojaracT M3y4eHHE MaTepuajoB JUCLUIUIMHBI Ha
ayJIMTOPHBIX 3aHATUAX U B XOJI€ CAMOCTOSITENIbHON paboThl. AyJAUTOPHBIE 3aHATUS MPOXOIAT B
dopme nekuui 1 mpakTU4eckux 3aHaATuil. CamocrosdTenbHas paboTa BKIIOYAET pa3HOOOpa3HbIi
KOMIUIEKC BHI0B U ()OpM pabOThI 00YUaIOIIHXCS.

JUist yCIemHoro oCBOeHusl y4yeOHOM JUCHUIUIMHBL U JOCTHXKEHHS TIOCTABICHHBIX Iesei
HEOOXOJUMO BHUMATEIIbHO O3HAKOMHUTBLCS HacTosAlled pabouell mporpammbl  y4ueOHOM
JUCLUIUINHEL. Ee MOXeT npeacTaBUTh NPEnoiaBaTeilb Ha BBOJHOM JIEKIIUN WIH CAMOCTOSTEIBHO
oOyuaronuiics UCroap3yeT nHpopmaruio Ha opunmansHoM MaTepHer-caiite MaCcTHTYTA.
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Crnenyer oOpaTUTh BHUMaHUE Ha CIMCOK OCHOBHOM M JIONOJHUTEIIBHOW JINTEPATyphl, Ha
npeylaraéMble  IpernojiaBaTesieM pecypchbl HH()OPMAIMOHHO-TEIEKOMMYHUKAIIMOHHONW —CEeTH
WNutepHer. OTa nHbopManus Heo0XoauMa Ui CaMOCTOATENIbHOW paboThl 00yUaroIerocs.

[Tpu mOATrOTOBKE K ayJUTOPHBIM 3aHATUAM HEOOXOAMMO MOMHUTH OCOOEHHOCTH KaXI0i
(bopMBl €ro MpoBeACHUs.

lloo2omoska Kk yueOHOMY 3aHAMUIO JeKYUOHHO20 MUNA 3aKI0YaeTCs B CIETYIOLEM.

C umenpro obecniedyeHus] YCHEIIHOro OOydeHHUs OOy4aroIIMICs IOJIKEH IOTOBUTHCSA K
JIeKIMH, TMOCKOJBbKY OHa SBJISIETCS BaKHEWIIeW (GopMoil opraHmsanuu y4deOHOTro Iporiecca,
IIOCKOJIBKY:

- 3HAKOMMT C HOBBIM YUEOHBIM MaTepHalloM;

— pa3bsICHSACT Y4eOHBIC 3JIECMEHTHI, TPYIHBIC /IJIS1 IOHUMAaHUS;

— CUCTEMATU3UPYET YUeOHBIN MaTepual;

— OpUEHTHUPYET B Y4eOHOM mporiecce.

C 3TOi1 enpIo:

- BHUMATEJIbHO IPOYUTANTE MaTepHall IPEIbLIyIIEH JIEKIHH;

- 03HAKOMBTECh C Y4E€OHBIM MAaTEpUalIOM IO y4eOHHUKY M Y4eOHBIM HOCOOHUSM C
TEMOW NPOYUTAHHOM JICKIIHH;

- BHECUTE JIONOJHEHUS K MOJYyYEHHBIM paHee 3HaHUSM I10 TEME JIEKLUU Ha MOJISIX
JIEKIIMOHHOM TETPAJIH;

- 3alMIIUTE BO3MOXKHBIE BOIPOCHI, KOTOPBIE BBl 3aJaJUTE JEKTOPY Ha JIEKIUH IO
MaTepualy U3y4eHHOH JIEKIINH;

- [I0CTapaiTech ysICHUTh MECTO U3y4aeMOU TEMBI B CBOEH MOATOTOBKE;

- y3HaiiTe TeMy npeicTosel IeKIuu (110 TeMaTHYECKOMY IIaHy, 0 HHPOpMaLuu
JIEKTOpA) U 3alMIIuTe UH(POpMaIHI0, KOTOPOIl Bbl Bia/IeeTe 110 JAHHOMY BOIIPOCY

Ilooecomoska k npakmuieckomy 3aHamuio

[Ipu noxaroroBke u paboTe BO BpeMs IMPOBENEHUS NPAKTUUECKUX 3aHITHH Cleqyer
0o0paTuTh BHUMaHUE Ha CIIEAYIOIIME MOMEHTBI: Ha MPOLECC MPeIBapUTEIbHOM MOATOTOBKH, Ha
paboTy BO BpeMs 3aHATUS, 00pabOTKYy MOJIYYEHHBIX PEe3yJbTaTOB, MCIPABICHHUE IMOJYYEHHBIX
3aMEYaHui.

IIpedsapumenvras no020moeka K NPAKMUYECKOMY 3aHAMUIO 3aKII0YACTCd B U3Y4YEHUH
TEOPETUYECKOr0 MaTepHaja B OTBEJCHHOE JUIsl CAMOCTOSITEIbHON pabOThl BpeMsl, 03HAKOMJICHHE
C UHCTPYKTUBHBIMU MaTepHajlaMU C IIeJIbI0 OCO3HAHUS 33/1a4 NMPAKTUYECKOTO 3aHATHUS, TEXHUKHU
6€30I1aCHOCTH ITpU paboTe B ayAUTOPHH.

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

— KOHCYJIBTUPOBAHHME CTYJEHTOB IPENOAABATEIIMU C LEIbI0  IPEAOCTaBICHHUS
ucuepneiBaromeid  MHGopManuy, HEOOXOAUMOW Uil  CaMOCTOSTEIbHOIO  BBIIOJHEHUS
IPEeUIOKEHHBIX MTPEeroiaBaTeNieM 3a/1a4, 03HAKOMJIEHUE ¢ IPAaBUJIAMU TEXHUKHU 0€3011aCHOCTH;

— CaMOCTOSITENIbHOE  BBIMOJIHEHUE 3aJlaHuil  coriacHo 0003HaueHHOW — y4yeOHoOMH
IIPOrpaMMON TEMATHKHU.

Obpabomxka, 0600wenue TOTYYCHHBIX PpE3yJbTAaTOB IPOBOJAUTHCA OOYYarOIIUMUCS
CaMOCTOSITENIbHO WJIM IO/ PYKOBOJCTBOM IpemnojaBaTesis (B 3aBUCUMOCTH OT CTENEHU
CJIO)KHOCTH TIOCTaBJIEHHBIX 3ajad). [loAroroBneHHas K cjaye Ha KOHTPOJb M OIEHKY pabora
caaercsa mpenogaBaTento. dopmMa OTYETHOCTH MOXKET OBbITh MHUChbMEHHAs, YCTHas WIH JBE
OJIHOBPEMEHHO.

CamocrosiTeibHAsA padoTa.

Jns Gosiee yrimyONEHHOrO HW3y4YeHHs] TEMbl 3aJaHusl IS CaMOCTOSITEIbHOM paboThI
PEKOMEHIyeTCsl BBIMONHATh MHapajulebHO C H3ydyeHHeM JaHHOW Tembl. [lpu BhImonHeHUU
3a/laHuil 110 BO3MOXKHOCTM MHCIIOJIb3YWTE HAIVSIIHOE IMIPEACTaBIeHHE MaTepuana. boiee
nosnpoOHasi MH(OpMalMsg O CaMOCTOSITENbHOM padoTe MpelcTaBieHa B pasfenax «YueOHo-
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METOJMYECKOEe OO0eCleueHne CaMOCTOSATEIbHOM pPaboThl MO AWCHUIUIMHE  (MOIYIIO)»,
«Mertoanueckre yka3zaHusi K CAaMOCTOSTENIbHON pa0boTe MO JUCIHUILTHHE (MOIYITIO)).

Iloozomoska Kk 3auemy, 9K3aMeHY.

K 3auety u »9Kk3amMeHy HEOOXOAMMO TOTOBHUTCS IICJICHANIPABICHHO, PETYJISPHO,
CHUCTEMAaTHYCCKH U C MEPBBIX JHEH 00yYCHHUS 110 JAHHOW JUCIMILIHHE.

[Tpu MOATOTOBKE K 3a4eTy U IK3aMEHY O0OpaTUTe BHUMaHUE Ha MPAKTUYCCKUE 3aaHHs Ha
OCHOBE TCOPETHYECKOI0 MaTepuraa.

[Ipy moaroToBKE K OTBETY Ha BONPOCHI 3aU€Ta M DK3aMEHA IO TCOPETHUYECKON YacTh
y4eOHOM JUCHHUIUIMHBI BBIICIUTE B BOIPOCE TJIABHOE, CYIICCTBEHHOE (TIOHATHS, MPHU3HAKH,
KIJIaCCHU(UKALIUU U TIP.), TPUBEAUTE TPUMEPHI, HILTFOCTPUPYIOIINE TEOPETHUSCKUE TTOJIOKEHUSI.

[Tocrme mpemIoNKEHHBIX YKa3aHUH y OOydYaromUXCs JOJDKHO C(HOPMHPOBATHCS HYETKOE
npecTaBiIeHne 00 00beMe U XapaKkTepe 3HAHWA U YMEHUN, KOTOPBIMH Ha/I0 OyJIeT OBIAJIETh 110
JUCLIUIUIHHE.

9. IIporpamMHoe oOecriedyeHue HHPOPMAMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOT U

9.1. Hugpopmayuonnsvie mexnonozuu
1. [IepcoHanbHbIE KOMIIBIOTEPHI;
2. JlocTyn K HHTEpHET

3. [IpoexTop.

4. Cucrema VOTUM.

9.2. Ilpozpammnoe odecneuenue
1. Windows 7

2. LibreOffice Writer,

3. LibreOffice Calc,

4. LibreOffice Impress

9.3. Hughopmayuonnsvie cnpagounvie cucmemol

1.  CnopaBouHo-mpaBoBasi cucreMa IO 3akoHonaTenbcTBY Poccuiickoit denepannu
I"apanr - http://www.garant.ru/
2. Copasoynas npaBoBas cucrema Koncynprantlimtoc - http://www.consultant.ru/

10. Ilepeyenb, MaTepuaJLHO -TeXHHYECKOr0o oOecrnevyeHHsl, HeOOXOAUMOro Jisi
peajiM3aliy NPOrpaMMbl 10 y4eOHOI JuCHMILINHE

HaumenoBanue 000py10BaHHBIX Y4eOHBIX Azpec (MecTOnoOM0KeHNE) Y4eOHBIX
Ka0MHeTOB, 00bEKTOB /1/15l IPOBe/ICHUs Ka0MHeTOB, 00bEKTOB /1JIsl IPOBE/ICHUs
NPAKTHYECKUX 3aHATHH, 00beKTOB (PM3UYECKON | MPAKTHYECCKUX 3aHATHI, 00bEKTOB
KYJbTYPbI H CIIOPTA C NlepeYHeM OCHOBHOI0 (pusznueckoii KyJbTypsbl U criopTa (c
odopynoBanust yKa3aHHeM IUIOIIA/I U HOMepa

NoMelleHUs] B COOTBETCTBHH €
AOKYMEHTaMHU 0I0p0 TeXHHYeCKOi

HHBEHTAPHU3ALMH)
YueOnas ayauropusi NeS 115114, r. MockBa, BH.TEp.T.
OcHaienue: MYHULUNIAIBHBIN OKPYT J[aHWIIOBCKUH,
Cryn ¢ mronutpoM — 48 mr. HaO. JlepOeneBckas, 1. 11, momenieHue
Croun npenogaBatens — | mit. No5, mmomanpro 80.4 M2

Cryn npenogasatens — 1 wr.
OkpaH 607b110T0 pa3mepa— 1 mT.
Menosas nocka — 1 mr.

HoyTt6yk - 1 mit.
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ITpoexrop INFocus -1 mr.

IHomemnenue 111 CaMOCTOATEIbHOM PadoTHI 115114, r. MockBa, BH.TEp.T.
OcHamenue: MYHULIMTIAIBHBIA OKpYT JJaHMIIOBCKHIA,
Cty ¢ monuTpoM — 25 mr. Ha0. [lepOeneBckas, a. 11, momenienne
Croun npenonasatens — 1 mirt., Ne3, nmmomanpro 46.6 M2

Cryn npenogaBarens — 1 mrT.

[TepcoHanbHBIN KOMITBIOTED € TIepudepue, ¢
BO3MO>KHOCTBIO ITOJIKJIFOUEHUS K CETH
«HTepHeT» U obecrieueHneM JA0CTyIa B
AIIEKTPOHHYIO UH(POPMALMOHHO-
oOpa3zoBatenbHyto cpeny Opranuszanuu. — 1 mr.
M®YVY - 1 mr.

11. O6pa3oBaTe/ibHbIE TEXHOJIOTHH

IIpn peanuzanuu y4eOHOM JUCHMIUIUHBL «JlOKyMeHTHpOBaHHe YINpaBJIeHYeCKOM
NAesITeIbHOCTH» TPUMEHSIOTCS pa3iiyHble 00pa30BaTelbHbIE TEXHOJIOTMH, 00ECIEeYMBAOIIUE
pa3BUTHE y OOY4YalOIIMXCS HaBBIKOB KOMAHJHOM pabOThl, MEXIMYHOCTHOM KOMMYHMKAIUH,
IOPUHATHS PELICHUH, JIMACPCKUX KauecTB (BKIIOYAs MPOBEAECHUE HWHTEPAKTUBHBIX JICKIHH,
IPYHIOBBIX TUCKYCCH, aHAIN3 CUTyallMil © UMUTAIL[UOHHBIX MOJIEEH).

OcBoenne  yueOHOM  gucuMIUIMHBL  «/JlOKyMeHTHpOBaHMe  yHpaBJeHYeCKOI
AeATEeJBbHOCTH» IpPEAyCMaTpUBAE€T HCIOJb30BAHUE B Yy4eOHOM IIpollecce€ AaKTUBHBIX U
MHTEPAKTUBHBIX (POPM IPOBECHHs YUeOHBIX 3aHATHI B BUJIE JUCKYCCHM, pa30opa KOHKPETHBIX
CUTyalluii W TPaKTUYECKHX 3a7ad B COYETAHUM C BHEAYJAUTOPHOM paboTOi C IeJbIo
(dbopMHpOBaHUs U pa3BUTH MPO(HECCHOHAIBHBIX HABBIKOB 00YUaIOIIUXCS.
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