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1. HEJb U 3AJAYN JTNCHUTIJIMHBI

Heab aucuMmuimHbl:  QOPMUPOBAHHE TEOPETUUYECKHX 3HAHWUN M TPAKTUYCCKUX
HABBIKOB, HEOOXOAMMBIX ISl MPABWJIBHOTO COCTaBICHUS W OGOPMIICHUS TOKYMEHTOB,
BO3HHMKAIOIIUX B MIPOIIECCE MPUHATHS M pPeaTu3alliy YIIPaBICHYCCKUX PEIICHNU, OCBOCHHEC
OOLICIPUHATEIX B MHpE MPEANPHHUMATEIIBCTBA JIGKCHKH ¢ CTHIIS  JICIOBOH |
KOMMEPYCCKOH KOPPECIOHJACHIIMKM JIJI1 CBOOOJHOTO M PABHOIPABHOTO OOIICHUS C
apTHEPOM.

3agaumn:

- 03HaKOMHTh CTYJCHTOB C OOIIMMH MPUHLUINAMH JOKYMEHTAIIMOHHOTO OOecreyeHus
NEATEIbHOCTH MNpeAnpusTis npu (HOPMUPOBAHMM (PYHKIIMOHAIBHBIX CTpaTeruil, ¢
MOPSIIKOM JIOKYMEHTUPOBaHUS HHGOpMALIHH;

- OBHAKOMUTH C IIOPAAKOM HpaBOBOﬁ 3allIUThI ,I[OKYMGHTPIpOBaHHOI;'I HH(bOpMa]_II/II/I ncC
opr aHnsauHeﬁ PadOHAJIBHOI'O ABHI)KCHUA NOKYMCHTOB Ha IIPCAIPUATHH, B TOM YHUCIIC C
KOHHGHHHGﬁ CO3JaHM:A SJICKTPOHHOI'O I[OKYMGHTOO60pOTa;

- HAyYUTh CUCTEMATH3UPOBATh MH(OPMAIIUIO MO KATETOPUSIM U YPOBHSAM JOCTyIa K
HEH;

- Hay4YuThb KayeCTBEHHO U ObICTpo 00pabaThiBaTh HHPOPMALMIO B  LENAX
CBOEBPEMEHHOT'O IPUHSITHUS COOTBETCTBYIOIIUX YIPABIECHYECKUX PEIICHUN;

- YCBOMUTSH IIpaBUJIaA U (bOpMBI ,Z[GJIOBOIZ )51 KOMMep‘{eCKOﬁ IICPCIIUCKH .

2.MECTO JUCHUILJIUHBI B CTPYKTYPE OBPA3OBATEJIbLHON
MPOI'PAMMBI’

Jucuuninmaa b1.B.O/1.37  Jloxymenmayuonroe obecneuerue
VIPABIeHYeCKOol OesimelbHOCmuU, OTHOCUTCS K BBIOOPHBIM auciuIimHaM bioka 1
U SIBJISICTCSL 0053aTEIBHOM JIJI1 OCBOSHMS 00OYJaIOIIMMHUCS HAIPaBICHHOCTH.

3 INIAHUPYEMBIE PE3YJIBTATBI OBYYEHUS 110
JAUCIHUIIJIMHE

[Tnanupyembie pe3yibTaThl OOy4YEHHS MO AMCIHUIUIMHE, COOTHECEHHBIE C
IUIAHUPYEMBIMU ~ pe3yJbTaTaMHd  OCBOCHMsI  00pa30BaTEIbHONW  MPOTPAMMBEI,
npecTaBiieHbl B Tabauiie 3.1.

Tabmuma 3.1 — Ilnmanupyemble pe3yabTaTbl OOy4YeHHMsS] 1O JUCIUIUIMHE,
COOTHCCCHHLIC C INNIAHUPYCMBbIMHU PE3yJIbTaTaMHW OCBOCHUS 06pa30BaTean0171
IIPOTrpaMMBbl
Koa n
STansl Ilnanupyemble pe3yJibTAThI 00y4eHUsI/ HHINKATOPBI
HaNMeHOBaHNe .
¢opmupoBanuns TOCTHKEHUHA KOMIIETEHI[HH
KOMIIETEHIIN A .
KOMIIeTeHIIUI (TIoKa3areny OCBOCHMUST KOMITETEHITHH )
BBINIYCKHUKA
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1 2 3
IIK-5. 3nams:_munvl opeanu3ayUOHHbLIX CIMPYKMYP , UX OCHOBHbIE
CrnocoOHOCTBIO napamempbl U NPUHYUNLL UX NPOEKMUPOBAHUS, TUKEUOHOCHIU U
aQHAIN3UPOBATD RAGMeAHCecnocoOHOCMU, 0el080U U PbIHOYHOU AKMUBHOCIU,
B3aMOCBSI3U g3aumooeticmsue mMexncoy PYHKYUOHANbHLIMU CIPAMeSUIMU
MEKITY - KOMNAHULL C Yelbl0 N0020MOBKU COANAHCUPOBAHHBIX
(GYHKIIMOHATbHBIMA vnpagienyeckux pewenuil 31 (I1K-5)
CTpaTerusiMu Ymems: naanuposams onepayuonnyro deamenvHocms
KOMITAHHUH C LIENBI0 Op2aHu3ayuU, NOO20MABIUBAMb COANAHCUPOBAHHbLE
HOATOTOBKU YApagienyecKue peuenus Ha 0CHO8E 83AUMOCBA3U MEHCOY
cOaaHCUPOBAHHBIX @yuxyuonanvrvimu cmpameeuamu_xkomnanui Y1 (I1K-5)
yIPaBIeHIECKHUX Bnaoemu:cnocobnocmuio ananuzuposams 83auMocessu cexcoy
pemrenwii (ITK-5)-1 DYHKYUOHANLHBIMU CIMPAMeESUAMU KOMAAHUTL C Yebio
N0020MOBKU COANAHCUPOBAHHBIX YNPABIEHUECKUX PeuleHUll
Bl (IIK-5)

4. OBPBEM U CTPYKTYPA JUCHHUIIJINHBI

Tpyn0eMKOCTh AUCHMIUIUHBI COCTABISET D 3a4eTHBIX enuHull, 180 yacos,
U3 komopwix 36 uacos camocmosamenvHou pabomvl 0OyHaOWe20csi 0meooUmcs Ha
HO020MOBKY U 3aUUMY IK3AMEHA.

dopMa NPOMEKYTOUHOM AaTTECTAUUU: OK3AMeH 5 cemecmp;, Kypcoeas
paboma 5 cemecmp.

Pacnipenenenne ¢oHma BpeMeHH MO TeMaM JIUCHUIUIMHBI 1O OYHOU (opme
0byuenusi npeocmasneno 8 maoauye 4.1

Ta6nuna 4.1 — Pacnipenenenue poHma BpeMeHH 10 TeEMaM TUCIUTUTMHBI

O0BEM TUCIUIUINHBL

(ax. yacsl)
Homep 1 HaumeHOBaHUE TEM u/Uiu pazoenos/mem KonTtakTHas pa6oTa
3JIT 113 JIP CPO
1 2 3 4 5
Tema 1. HopMaTtuBHO — METOIMYECKOE PETYIMPOBAHIE 4 2 6
TOKYMEHTAIIMOHHOT0 00ECIIeYCeHHs YIPABICHYESCKOM ACITEIbHOCTH
Tema 2. JlokymenTtsl. CriocoObI co3aanus, QyHKIHH, 2 4 4
KiaccuuKaIys.
Tema 3. Cuctemaruzaius JOKyMEHTOB Ha MIPEITPUATHN 4 2 4
Tema 4.Co31aHue JI€KTPOHHBIX IOKYMEHTOB U HX UCIIONb30BaHuE B| 4 6 6
YIPaBJICHYECKOM JIeSITeIbHOCTH KOMITaHHH.
Tema 5. JlokyMeHTAIIMOHHOE O0ECIICUCHIE OPTaHu3aIIMOHHOMN 8 8 8

JICATCIIBHOCTH . OcHOBHBIE BUbI OPraHu3allMOHHBIX JOKYMCHTOB U
MX MCIIOJIb30BaHME B JICSITEIHHOCTH KOMITAHUH.

Tewma 6.JloKyMeHTallMOHHOE OOeCIIeueHe ONePauOHHON 8 8 8
JICATCIIBHOCTU OcHOBHBIE BHUJbI PACTIOPAAUTEIIbHBIX TOKYMEHTOB U
IMX UCITOJIB30BAHUC B JACATCIIBHOCTHN KOMITQaHWH.

Tema 7. JlokyMeHTaIIMOHHOE 0OecrieyeHne ONepalHOHHOMN 6 8 8
nesitennbHOCTH OCHOBHBIE BUBI HH(POPMAIIMOHHO-CIIPABOYHBIX
JTOKYMCHTOB U MX MCIIOJIB30BAHUC B ACATCIIbHOCTH KOMITaHHUH.
Tema 8. Opranuzaius paboThl ¢ JOKYMEHTaMH, 00SCIICYNBAIOIIIMMU 4 8 8
CTPaTErHYeCKyIO M ONIEPATUBHYIO AEATENLHOCTh KOMIIAHHH, B TOM
4Kcie CoAep KalIuX KOMMEPUECKYIO TalHy.

Tema 9.0pranuzanus XpaHeHHsI TOKYMEHTOB. 2 2 2

[TpoMexyTouHas aTTeCTallHsI OK3aMeH 36




42 48 54

Bcero nmo aucouninne:

*3JIT — 3aHATHSA JEKIHOHHOTO THIIA, [13 — Bce BUIBI 3aHATHI CEMUHAPCKOTO THITA, KPOME JTA0OPaTOPHBIX
abot, JIP — na6oparopusie padbotel, CPO — camocTosATenbpHas paboTa 00y4aroIerocs
9

5. COJIEP’KAHUE PA3JIEJOB U TEM JUCLMIIIAHBI

PA3JIEJI 1. HopMaTHBHO-MeTOAMYeCKOE PeryJMpoBaHHe JOKYMEHTALIHOHHOIO
o0ecneyeHHsl YNPaBJIeHYECKOM AesiTeIbHOCTH

Tema 1.1. HopmaTuBHo - MeTOAUYeCcKoe peryJupoBaHue
AOKYMEHTALMOHHOI0 00eCIeYeHUs YIIPABJICHYECKOU 1eATeIbHOCTH

CocTtaB HOPMATUBHO-METOJUYECKOW 0a3bl JTIOKYMEHTAIlMOHHOTO OOECIEeUYCHUs.
['ocynapcTBeHHbIE CTaHAAPTHl Ha JOKYMEHTAIMI0. YHU(PUIIMPOBAHHBIE CHUCTEMBbI
JIOKyMEHTAIluu U OOIEPOCCUIMCKUE KIACCU(PUKATOPHI TEXHUKO-DKOHOMHUYECKOW U
collMaJIbHOM UH(pOpMAaIUn

Tema 1.2. NokymeHTbl. Crioco0bI co3n1aHus, GYHKUMHU, KIaccupuKanus.

JIOKYMEHT ¥ CUCTEMBI TOKyYMEHTaluu. JJOKyMEHTUPOBAaHUE: OCHOBHBIE MOHATHUS U
tepmunbl. Kitaccudukanus 10KyMeHTOB.

Tema 1.3. CucremaTusanusi JOKYMEHTOB HA NPEANPUATHH

OO6mume TpeOoBaHUS K CHCTEMAaTH3alMd JOKYMEHTOB M (OPMHPOBAHUIO JEII.
CocraBiieHUE 3arojOBKOB € M YCTAHOBJIEHUE CPOKOB XpaHEHUs Jei. ['pymnmupoBka B
JeJa OTACNbHBIX KaTeropuii NOKymMeHTOB. HoMeHknaTypa nen. TeXHONOTMH 3aliuThl
JIOKyMEHTHOM MH(POpPMaIIMU Ha TIPEATPUATHUH.

Tema 1.4. Co3naHue 3J1eKTPOHHBIX JOKYMEHTOB U MX UCIO0JIb30BaHUE B
YIIPABJICHYECKOM 1eATEJbHOCTH KOMIIAHUI.

dopMaThl  ANEKTPOHHBIX JIOKYMEHTOB. OJIEKTpOHHAs [HU(PpOBas MOJIIHUCE.
Metagannbsie  noxkymeHToB. OrudpoBaHHMe Kak Crmocod CO3MaHUs  AICKTPOHHBIX
JIOKyMEHTOB. YTIPaBIICHUE JOKYMEHTAaMHU JJICKTPOHHOW MOYThl. Opranusaius paboThl ¢
TEPPUTOPHUAIBHO PACIIPEICIEHHBIMA KOMIIAHUSMU.

Tema 1.5. . JlokyMeHTaALIMOHHOE O00ecTIeYeHHe OPraHN3aAlHOHHOM
NeSITeJIbHOCTH.

[IpaBuiia coCTaBJIEHHSI W HCHOJb30BAHUS B YIPABICHUECKON NESITEIbHOCTH
komrnanui Muccun, Ycrasa, [10o1n0KeHHsT 0 CTPYKTYypHBIX IToApasaeieHusax, llonoxenus
00 OpraHU3allMOHHON CTPYKTYpE, JIoKaibHble [IpaBuna u MHCTpyKIMKM OpraHu3aiimoOHHO-
METOJMYECKOro Ha3HaueHus. [IpoiieccHble peraaMeHThl KOMIIaHUU.

Tema 1.6. JoxkymeHTalHOHHOE o0ecneyeHHEe ONEPALNMOHHON JAESATEJbHOCTH
KOMIIAHUU.

OCHOBHBIE BHUJIbI PACHOPSAUTEIBHBIX JOKYMEHTOB M UX HCIOJIb30BaHUE B
neareibHOCTH  KommaHui. IlpaBuma coctaBieHuss W OQOPMIIGHHS  OCHOBHBIX
pacropsIUTEIbHBIX JIOKYMEHTOB: TMpUKa3a W PACHOPSDKEHHS. OTanbl paOOThl  Hal
pacnopsauTeIbHBIMUA IOKYMEHTaMU.

Tema 1.7. . JlokyMeHTALMOHHOE O00ecnIeYeHHe ONePaAllMOHHOM
nesiTeJIbHOCTH. OCHOBHBIE BU/IbI HH()OPMAIIMOHHO-CITPABOYHBIX
JOKYMEHTOB M X UCIOJIb30BaHHE B I€ATEILHOCTH KOMIIAHUIA.

[IpaBuna coctaBieHuss W OQOPMIIEHUS JOTOBOPOB, KOHTpakToB. IlpaBuna
COCTaBJICHUSI W O(OPMIICHUS OCHOBHBIX CIIPABOYHO-WH(DOPMAIMOHHBIX JOKYMEHTOB:
JOKJIaJHON, CIY>KEOHOM M OOBSCHUTENIbHOM 3aluCOK, CIpPaBKHU, aKTa, IPOTOKOJIA,
JIOTOBOpA.
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PA3JIEJI 2. Opranu3anus padoThl ¢ JOKYMEHTAMH NPH peajn3auuu
cTpaTeru4ecoii 1 onepaTUuBHONM AeATEJbHOCTH NPeANpPUATHSA
Tema 2.1. Opranusanust padoTbl ¢ JOKYMEHTAMHU, 00eCcreYuBa0 UMK
CTPAaTEerH4ecKyl0 M ONEPATHBHYIO AesITeJbHOCTh KOMIIAHMI, B TOM YHCJIe
coJep:KaluX KOMMEpPYeCKyI0 TalHy.

JIOKyMEHTOOOOPOT: ABM)KEHUE JOKYMEHTA B OpraHU3al[Md ¢ MOMEHTAa CO3/IaHus /10
OTIPAaBKU — BXOZSAIIMM JOKYMEHTOIIOTOK; ABMKEHUE JTOKYMEHTAa C MOMEHTA IOJIy4YCHMUsI
0  3aBEpLICHHMS WCHOJHEHUS — MCXOMAIIMM  JTOKYMEHTONOTOK. BHyTpeHHUNU
JIOKyMEHTOIIOTOK. Y4eT o0beMa ToKyMeHToo0opoTa. Opranu3amus T0KyMEHTO000poTa.

CpencrtBa KONMPOBaHUSA U Pa3MHOKEHHS IOKYMEHTOB.

Opranuzanuss paboTbl ¢ KOHQUACHIMAIbHBIMA JOKYMEHTaMH: 3allUIIEHHBIN
JIOKYMEHTOOOOPOT U HOPSAAO0K pabOThI TEpcOHaNa ¢ KOH(UICHIMATBHBIMUA JOKYMEHTAMHU.

HopMatuBHO-MeToiMueckoe  oOecreyeHue  3aluThl  JIOKYMEHTHPOBAaHHOU
uHpopMaIuu.

Cucrema KOHTPOJISI HCTIOJHEHUS TOKYMEHTA.

Tema 2.2. Opranusanust XpaHeHUs! JOKYMEHTOB.

OnepaTUBHOE XpaHEHUE OCHOBHBIX JOKYMEHTOB KOMIAHUU. DKCHEPTU3a UEHHOCTH
nokymeHToB. OdopmileHHe U niepeiaya JOKyMEHTOB B apXUB opranu3anuu. OcoOeHHOCTH
XPAHEHUSI AEKTPOHHBIX JOKYMEHTOB. Y HUUYTOKEHUE JOKYMEHTOB C UCTEKIIMMH CPOKaMU
XpaHEHHUS

6.3AHATUA CEMUHAPCKOI'O THUITIA

Tabmuua 6.1 — Ipaktuueckue 3ansatus/ Cemunapckue 3anstus / JlabopaTopHbie

ab0ThI
No 5 Bup 3austus / OeHouHOE
Tewma 3aHATHA
TEMBI CpeaCTBO
1 2 3
1.3, 1.7 |Pa3paboTka HECKOIBKUX BHJOB CIIPaBOYHO-UH()OPMALIMOHHBIX [13: Pewenue
ITOKYMEHTOB, CITy’)K€OHBIX 3aIIHCOK, aKTOB U IOTOBOPOB C LIEJIBIO NPAKMU4ecKux
(bopMHPOBaHUSI B3aUMOJICHCTBHSI IIPU BBIPAOOTKE YIIPABICHYECKOT0 | 3adau/Keiicog
SIICHUS uop
1.5, 1.6, |Pa3paboTKka HECKOJILKUX BHJOB OpPTraHH3AIIOHHBIX JOKYMEHTOB [13: Pewenue
0JTHOTO-JIBYX PaCIOPSIUTEILHBIX JOKYMEHTOB, HECKOJIBKUX NPAKMUYECcKUx
CIPaBOYHO-HH(OPMAIIMOHHBIX JOKYMEHTOB — U3yYEHHE TIPaBUII 3a0ay/keticos u op.

COCTaBJICHHUA U O(l)OpMJ'IeHI/Iﬂ Pa3JIMYHBIX BUAOB OPraHU3alluOHHO-
ACHOPAAUTCIIbHBIX JTOKYMCHTOB

2.1 Opraam3aIus IPOU3BOICTBEHHOTO COBEIIAHIS COBMECTHO ¢ npyrumu | [13: Pewenue
y4aCTHHKaMH — CTYICHTAMHU TPYIIIIbI C IOMOIIBIO MaKeTa NPAKMUYECKUx
npukiaaabeix nporpamm Outlook, nenone3ys nanku: Karenoape, 3a0ay/keticos u op.

[Koumaxmot, 3adauu, uesnuk, 3amemxu, Bxooswue, Hcxoosuue,
Omnpaenennvie. VI3roToBiICHUE KOMUI TOKYMEHTOB Ha KCEPOKCE U MX
BaBepeHue

13,22 | Cucremarusauus JOKyMCHTOB Ha mNpeanpustuu. Okckypens B(C3- I[I/ICKyCCI/I}I/
apXuBHBIM (OHI By3a (mpeanpustusi). O3HAKOMIICHHE C apXHBHOM
crpaBkoii.  O3HakOMJIGHHME C  [PHEMOM,  XpaHCHHEM M
MCIIOB30BaHUEM JJOKYMEHTOB B yUeOHOM OT/IETIE BY3a.

IAHaJIM3 KOHKPETHBIX CUTYAaIIHil.

* [13 — mpaktuueckue 3ansatus, C3 — cemuHapckue 3ausatust, JIP — maboparopasie paboThI

TTOKJIAJIbI

/. METOAUWYECKUE YKA3ZAHUA JUIS1 OBYUYAIOHINXCSA



7.1. MeToanueckue yKa3aHusi 1J1s1 00y4aroerocs o 0CBOEHMIO TUCHMILTUHBI

Jis  GopMUpOBaHHS YETKOIO IPEACTaBICHUS 00 00beMe M Xapakrepe
3HaHUW U YMEHUH, KOTOPbIMM Hajo OyJleT OBJIAAETh IO JUCHUUIUIMHE B CaMOM
Hayaje y4yeOHOro Kypca, OOy4YaloLIMMHCS JIOJDKEH O3HAKOMUTBCS C Yy4ueOHO-
METOAUYECKON JOKYMEHTAIUEH:

- pabouell mnporpaMMoOl JAMCHMIUIMHBL: C LEMIsIMH W 3aJadamu
JUCUUIUIMHBL, €€ CBSI3IMH C JIpYTMMH JHCHMIUIMHAaMH 00pa3oBaTesbHON
IpPOrpamMMbl, MEPEYHEM 3HAHUA M YMEHHUH, KOTOPBIMH B IPOILECCE OCBOCHHUS
JUCUUIUIMHBI JOJKEH BIaJEeTh 00y4YaroIuics;

- NOPSIKOM IIPOBENECHMSI TEKYLIEro KOHTPOJS YCIEBAEMOCTH W
IIPOMEKYTOUYHOM aTTECTALNY;

- rpa)vKoM KOHCYJIbTalMH MpenojaBaTeseil Kadeapsl.

CucremMaTnuecKoe BBINOJHEHUE YUEOHON paOOThl Ha 3aHATHX JIEKIIUOHHBIX
Y CEMHHAPCKUX THUIIOB, a TAK)KE BBIMOJHEHUE CAMOCTOSTENBHOU pabOThI O3BOJIUT
YCHEIIHO OCBOUTH JUCLMILIAHY.

B nponecce 0cBO€HUS TUCUUILITUHBI 00YYarOIIUMCSI CIIEYET:

- CJIylIaTh, KOHCIIEKTUPOBATh U3JIaracMblid IIPENO1aBaTeNIEM MaTepHall,

— CTaBUTb, 00CYKIaTh aKTyaJIbHbIE MPOOJEMBI Kypca, ObITh aKTUBHBIM
Ha 3aHATHSIX;

- 3a/1aBaTh IPETNOJABATENI0 YTOUYHSIONIME BOIPOCH! C LEIBIO YSICHEHHUS
TEOPETUYECKUX TTOJIOKECHUN;

— BBINIOJIHATh 3a/laHHsl MPAKTHUYECKUX 3aHSITHH TMOJHOCTBIO U B
YCTaHOBJICHHbBIE CPOKH.

[Ipu 3aTpyAHeHMSIX B BOCHPUATHM MaTepuaia CcleayeT OOpaTUThbCS K
OCHOBHBIM JINTEPATypHbIM HCTOYHUKaM. Ecnm pa3zoOparbcsi B Marepuane He
yaanoch, TO OOpaTUThCS K JIEKTOpY (M0 rpaduky €ro KOHCYJbTallMi) WM K
MPENoIaBaATEI0 HA 3aHATUSAX CEMUHAPCKOro THUMA.

OOyuaromumcsi, TPONYyCTUBIIMM 3aHATHS (HE3aBUCUMO OT MPUYUH), HE
VMMEIOIIMM MCbMEHHOIO PEIICHHs 3a/1ad WJIA HE MOArOTOBUBIIMMCS K JAHHOMY
3aHIATHIO, PEKOMEHAYETCS HE IMO3KE YeM B 2 — HENENbHBI CPOK SIBUTHCA Ha
KOHCYJIBTALMIO K ITPENOIABATENIO U OTYUTATHCS T10 TEME.

7.2. Opranu3anusi CaMoCTOATEIbHOI padoThI

ITox camocrosiTenbHOM pabOTON OOydYarOIIMXCA MOHUMAETCS TUIaHUpyeMas
pabora oOyvarouiuxcsi, HampaBjeHHass Ha  (OpMUPOBaHME  YKa3aHHBIX
KOMIICTCHIIN, BBIMOJIHAEMAas BO BHEAyJWTOPHOE BpeMs IO 3aJaHUI0 U TIPH
METOAMYECKOM PYKOBOJCTBE TpernojaBareis, 0e3 ero HemnocpeacTBEHHOIo
ydacTusl.

Metoaudeckoe oOecredeHne CaMOCTOSTENbHON palboThl TpU  HAIUYUH
oOydaromuxcs JIMIl C OrPaHUYCHHBIMH BO3MOXKHOCTSIMH TIPEACTABISETCS B
dopmax, aTanTUPOBAHHBIX K OTPAHHYCHHSIM UX 3I0POBBSL.

CamocTosaTenbHass  paboTa  CIIOCOOCTBYET  Pa3BUTHIO  CaMOCTOSITENIbHOCTH,
OTBETCTBEHHOCTH M  OpPraHM30BAHHOCTH, TBOPYECKOTO TMOAXOJAa K  PELICHUIO
MOCTABJICHHBIX 3aJa4 U BKJIIOYAET BHIMOJHEHHUE CIEIYIOIIMUX BUIOB 3aJaHUN B paMKax



KypCOBOi1 pabOTHI:

- NunuBunyanbHoe 3amanve Nel mpegHazHayeHO AJiA 3aKpEIJICHUS HaBBIKOB
paboThI ¢ YNpaBlIEHYECKUMU JOKYMEHTaMH U 3aKJII0YaeTcs B MOJTOTOBKE MaIKU-AeNa C
OCHOBHBIMHU OPTaHU3AIMOHHO-PACTIOPSAUTEIbHBIMUA JOKYMEHTAMHU.

- NumuBnnyansHoe 3amanue No2  mpegHasHadyeHO Ui 3aKpPEIUICHUA
MMMCEMEHHBIX KOMMYHHUKAIIMOHHBIX HABBIKOB KaK BO BHYTPEHHEH CpeJie OpraHu3aIluu, TaKk
Y C BHEITHUMU NApPTHEPAMHU U KIIMEHTaAMHU.

- MOJATOTOBKA K TEKYILIEMY KOHTPOJIIO U 3K3aMEHY M0 JMCLMIUIMHE HallpaBieHa
Ha 3aKpEeIICHNE 3HAHWI 110 BCEM U3yYEHHBIM TEMaM JUCLUIUINHBI.

[Ipu BBINIOJIHEHUH CAMOCTOSTEIBLHON paOOThl MCHOJB3YIOTCS 3HAHUS M HABBIKH,
MOJIyYeHHBIE B X0J1€ JICKIIUOHHBIX U IPAKTUYECKUX 3aHSITHIM.

NunuBuyanbHble  3afaHUSl  BBIMONHSIOTCS MO  YKa3aHUIO  IIPENojiaBaTels.
Pe3ynbTaThl  BBIMOJIHEHUS KaXIOTO HMHIUBHUAYAJbHOTO 3aJaHUSl  IPEIbSBISIOTCS
MIPENo/IaBaTeNto JJIsl IPOBEPKU HA KOMITbIOTEpE U 0(DOPMIISIFOTCS B BUJIE OTYETa B popMaTe
.docx, uro Tpedyer HeOOX0MMMBIX HaBbIKOB padoTel B WORD.,

Texkymmii KOHTpOJIb 3HAaHWK IPOM3BOAUTCS B BHJE ONPOCA, B XOJE KOTOPOTO
CTYJIEHT JOJDKEH OTBETUTh Ha KOHTPOJIbHBIE BOIPOCHI 0 TEMaM JUCUUIIINHBI.

Ilepen BBINOTHEHWEM MHAMBUAYAJIBHOTO 3aHATHS OOYYAIOMIMICS  JTOJKEH
MOBTOPUTH JICKIIMOHHBIA MaTepHall, OTHOCANIMHCA K MaHHBIM TEeMaM, TMPEAbsIBUTH
MPENOIaBATENI0 PE3yJIbTaThl BBIOJHEHHS 3aJaHUM, BBINOJHEHHBIX HA MPAKTUYECKUX
3aHSTUSX.

Ctpyktypa u odopmIIeHHE OTYETOB MO WHAMBUIYAIbHBIM 33JaHUSM JOJDKHBI
COOTBETCTBOBaTh [looKEeHHIO O CTPyKType M OQOPMIICHHM MHUCBMEHHBIX padoT
OoOy4JaronMMHCsl TI0 MpOrpaMMaM BBICIIETO0 O0Opa3oBaHusi (IporpamMmam OakajaBpuara,
cneruanurera, Mmaructparypsl) B ®I'bOY BO «Cankr-nerepOyprckuii rocynapcTBeHHbIN
HYKOHOMHUYECKUN YHUBEPCUTET.

BrlinonHeHHbIe UHIMBUIYATbHBIC 33JaHUS U OTYETHI TI0 UX BBITTOJIHEHHUIO CIAIOTCS
MpEernoJiaBaTesito B DJJIEKTpOHHOM Bujae. llpemogaBarens mpoBepseT MPaBUILHOCTH
BBITIOJIHEHHOHM pabOThI, a TAK)KE MPABUILHOCTh O(DOPMIICHHSI OTYETA.

Kpurepuu u mkajia OLEHKH BHJIOB CAMOCTOSITENBHOW palbOTHl yKa3aHbl B (POHIE
OLICHOYHBIX cpenacTs no aucuuruinae ([Ipunoxenue A).

DJIEKTPOHHBIM YUE€OHO-METOANYECKUIMA KOMIUIEKC  JIMCUMIUIAHBI
«JloKyMeHTallMOHHOE 00OEeCICYeHHE YITPABICHUYECKOUN IEATEIbHOCTI
muctuiuinHbl pasmerteH B CIO «Moodle» nHa caiire CIT6I'DY de.unecon.ru/.

Bunbl camocToaTensHO#M paboThI IO TUCIUTLTAHE TIPEICTABIICHBI B TAOIHIIE

7.2.1.

Tabmuua 7.2.1 — Opra=uszanys caMOCTOATEIbHOM paboThl 00yUaromerocs®’

Ne . 18
Bun camocrositensHOM paboThI
TEMBbI
1 2
1 -7 |l[loocomoeéxa k npakmuueckum 3aHAMuUsIM
2 |Camocmosmenvhoe uzyuenue memol
Ne . 18
Bun camoctosTensHON pabOThI
TEMbI
3 |Buinonnenue 3a0anuil 05 yC80€HUS MeMbl



http://unecon.ru/sites/default/files/chast3.pdf
http://unecon.ru/sites/default/files/chast3.pdf
http://unecon.ru/sites/default/files/chast3.pdf
http://unecon.ru/sites/default/files/chast3.pdf
http://de.unecon.ru/
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Kaxnprit Bun CPO, ykazanusiii B Tabiuie 7.2.1 obecrieueH METOIUISCKAMU

MaTcpuajiaMu.

Jnia oOyuaronxcs 3a04HOM GopMbl 00yUeHUS pa3pabOTaHbl METOUYECKHIE

PEKOMCHAAIUN 10 BBIITOJIHCHUIO

PEKOMCHAAIMKX  BKJIIOYAKOT B cebs1 Bce BHUbI
NpCaAyCMOTPCHHBIC U YCIICITHOTO OCBOCHUS JUCHHUITIINHBL.

KOHTPOJIbHBIX

pabor.

20

Metoanueckue

CaMOCTOATENIbHON  padoTHI,

8. OBPA3OBATEJIBHBIE TEXHOJIOI'UHU

B pamkax peanu3anud JAMCIUILUIAHBI
oOpa3zoBaTeIbHbIE

HCIIOJIB3YIOTCA pa3HOO6p33HI>I€

«CKHAUMEeHOBdHUe Oucuunﬂunbz»
TCXHOJIOTHH

KakK

TPpaAUOUOHHBIC, TdK W C IIPHUMCHCHHUCM AKTHBHBIX W HHTCPAKTHBHLIX MCTOIOB

oOyueHus.

AKTHUBHBIE 1 UHTEPAKTUBHBIE METO bl O0YUCHUSI:
— Jekuusa-auckycens (tema Ne 1.2 );
— mpobOyieMHas nekius (tema Ne 1.7 );
— rocteBas Jieknus (tema Ne 1.4 );

ﬂa.'lee oaemcs KpamkKkoe onucaHue nepeducyieHHblx Memooos 06}"1{8711151,

UCnojib3yemblx 6 )/’1{667[(),11 npouecce.

1. PECYPCHOE OBECHHEYEHHME JUCIUIIJINHBI

9.1. YuedHO-MeTOAMYECKOE M HH(POPMALIMOHHOE 00ecneUeHue TN CIUTITHHBI

Tabomura 9.1.1 — YueOHO-MeTOANYECKOE 00ECTIEUEHHE TUCITUILINHEI

Knuroo6ecneueHHocTh
bubaunorpadguyeckoe onucanue u3IaAHust OcHoBHas/ Kon-5o
(aBTOp, 3ar1aBHeE, BU/I, MECTO U IO/ U3JAHUS, | JOMOJHHUTEJIbLHAS K3, B 6..11 DIeKTPOHHBIE
KOJ1. CTP. . :
p-) JuTeparypa CIISIDY pecypceel
Pasnopoxusiii A. A. JlokyMeHTHpOBaHME
yIPaBJIEHYECKON JesITeIbHOCTH | YueOHoe
" SbC
nocodue .— 1 .— Mocksa : OOO "HayuHo- OcHoBHas - I NANIUM
n3narenbekuii nearp MHOPA-M", 2018 .— 304 -
C.
ITanacenko 10.A. JlokymMeHTHpOBaHHE OcHoBHas - 9bC
YIIpaBJIEHYECKOH IeATETbHOCTH | YueOHoe ZNANIUM
nocobue .— 1 .— Mocksa : M3garensckuii LlenTp
PUOP, 2018 .— 138 c.
["opo6uosa JI. I1. JlokymeHTHpOBaHue
YTIpaBJIEHYECKOM NeATeTbHOCTH MPEIPUATHIA OcHoBHas 45 Db
MPOMBIIIIICHHOCTH : y4eOHOe mocodue / OPAC.UNECO
UL.IL.T opo61ioBa, N.C.1{pirankoB ; MUHUCTEPCTBO N.RU.
oOpazoBanus u Hayku Poccuiickoit Deaepannu,
Cankr-IlerepOyprckuii Toc. 5)KOHOMUYECKHHA VH-T,



http://znanium.com/go.php?id=969585
http://znanium.com/go.php?id=969585
http://znanium.com/go.php?id=927448
http://znanium.com/go.php?id=927448
http://opac.unecon.ru/elibrary/2015/ucheb/%D0%94%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%B8%D1%80%D0%BE%D0%B2%D0%B0%D0%BD%D0%B8%D0%B5%20%D1%83%D0%BF%D1%80%D0%B0%D0%B2%D0%BB%D0%B5%D0%BD%D1%87%D0%B5%D1%81%D0%BA%D0%BE%D0%B9_2016.pdf
http://opac.unecon.ru/elibrary/2015/ucheb/%D0%94%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%B8%D1%80%D0%BE%D0%B2%D0%B0%D0%BD%D0%B8%D0%B5%20%D1%83%D0%BF%D1%80%D0%B0%D0%B2%D0%BB%D0%B5%D0%BD%D1%87%D0%B5%D1%81%D0%BA%D0%BE%D0%B9_2016.pdf
http://opac.unecon.ru/elibrary/2015/ucheb/%D0%94%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%B8%D1%80%D0%BE%D0%B2%D0%B0%D0%BD%D0%B8%D0%B5%20%D1%83%D0%BF%D1%80%D0%B0%D0%B2%D0%BB%D0%B5%D0%BD%D1%87%D0%B5%D1%81%D0%BA%D0%BE%D0%B9_2016.pdf
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Kadenpa mponss. MEHEDKMEHTA U MHHOBAIUH .—
Cankr-IletepOypr : U3a-so CIIGIDY, 2016 .—
126 c. — CBeneHus HOCTYIIHBI TAKXKE 110
MHTEepHETY: Opac.unecon.ru .

3anka 11.T JlokyMeHTUpOBaHUE CUCTEMBbI JononuurensHas ObC BOOK.ru
MEeHEI)KMEHTa KadecTBa : yueOHoe rmocodue /
N.T.3auxa , H.W.I'utenscon. — Mocksa : KanoPyc,
2018. — 186 c.

Tabnuua 9.1.2 — [lepeuers coBpeMeHHbIX npodeccuoHanbHbIX 06a3 ganubIX (CIIB/])
No HaumenoBanue CIIB/]

DnexTponHas 6ubnmoreka Grebennikon.ru — www.grebennikon.ru

Hayunast anekrponnas 6udiaunorexka eLIBRARRY —wwwe.elibrary.ru

Hayunas snextponnas 6ubanoreka KubepJlennka — www.cyberleninka.ru

ba3za naunnbix [TOJIIIPE/] CupaBounuku — Www.polpred.com

basa nanusix OECD Books, Papers & Statistics na miardgopme OECD iLibrary — www.oecd-
ilibrary.org

OB IWIN[F-

Tabsuua 9.1.3 — [lepeuens nHGopManroHHbIX cripaBo4YHbIX cucteM (MCC)

Ne Hanmenosanune UCC

1 | CopaBounas npaBoBasi cuctema Koncynsrantllmioc (uHctammupoBanusiii pecypc CIIGIDY
i WWW.consultant.ru)

2 | CnpaBounas mpaBoBasi cucrema «['APAHT» (uncrammmpoBannsii pecypc CIIOIDY wmm
www.garant.ru)

3 | Uadopmanmonno-cpaBoynas cucrema «Koaekce» (mHCTaumpoBanubii pecypce CIIOIDY
i WWW.Kodeks.ru)

4 | DnexktponnHas 6ubaroreunas cuctema BOOK.ru - www.book.ru
5 | Daexrponnas 6ubanoreynas cuctema D5C FOPAUT — www.urait.ru
6 | DnexkrporHo-6ubMoTeuHast cucrema SHAHUYM (ZNANIUM) — www.znanium.com
7 | DnextponHas 6ubnuorexka CII6I'DY— opac.unecon.ru
9.2. MaTepuajJbHO-TEXHHYECKOE o0ecneueHue Y4eOHOro npoiecca
JIg peanvzanuy TaHHOW NUCHUIIMHBI UMEIOTCA CIICIUAIBHBIC ITOMEIICHUS
I IIPOBCACHU A 3aHITUN JEKYUOHHO20 U CeMUHAPCKO20 muna, OCHAU{€HHblx
MYTbMUMEOUUHBIM 000PY008aHUEeM KAK 01 TPYITIOBBIX U UHANBUIYATBHBIX
KOHCYJIbTAllMM, TEKYILIETO KOHTPOJIS U IIPOMEKYTOUYHOM aTTECTALINHU, A TAKKE
MTOMEIIEHUSI 111 CAMOCTOSITEIbHON paOOTHI.
Ta6nuna 9.2.1 — Ilepeuens nporpammuoro odecrneuenus (I10)
Ne
Hanmenosanue 110
/11

1 | Microsoft Windows Professional (KOHTPAKT Ne 244/20 «26» utons 2020 r
2 | Microsoft Office Professional (KOHTPAKT Ne 244/20 «26» urons 2020 1)
3 | 7-Zip (freeware)

2. OCOBEHHOCTH OCBOEHMs JUCIUITJINHBI JIVIAA UHBAJIM10B
N JIn1l C O'PAHUYEHHBIMHA BO3MOKHOCTAMMU 310POBbSA


http://www.book.ru/book/926102
http://opac.unecon.ru/

11

OOyueHue oOydYarouMxcsi C OrPAHMYEHHBIMU BO3MOXHOCTSIMU 3]I0POBbSI
Ipyu HEOOXOJMMOCTH OCYILIECTBIIIETCA HAa OCHOBE aJalTUPOBAaHHON paboueid
OporpaMMbl  C  HUCTOJB30BAaHUEM  CHEIHMAIBHBIX METOJOB  OOy4YeHHS W
TUIAKTUUECKUX  MaTepuaioB, COCTAaBIEHHBIX C Y4Y4e€TOM  OCOOEHHOCTEH
NCUXO(U3NYECKOTO Pa3BUTHSA, HMHIUBUIYAJbHBIX BO3MOXHOCTEH H COCTOSIHHS
3I0POBbS TAKUX OOyUaromuxcst (00y4Jaronmerocs).

B wmensix ocBoeHusi y4eOHOW mMporpamMmbl TUCIHUIUIMHBI HHBAIAIAMH U
JUIIAMH €  OTPAaHUYCHHBIMH  BO3MOXHOCTSMU  37I0POBbSl Y HHUBEPCUTET
o0ecIeynBaerT:

— JUIST MTHBAJIMIOB U JIMI[ C OTPAaHUYEHHBIMH BO3MOXKHOCTSMHU 310POBbS
0 3PEHHIO: pa3MEIIeHWE B JIOCTYMHBIX IS OOYYalOUINXCs, SIBIISIOIIUXCS
CIICTIBIMH WJIHM CITA0OBHU/ISIIIMMHU, MECTaX U B aJalTUPOBAHHON (popMe CIIpaBOYHOM
uHGOpMAIlMM O pacMUCaHUM YYEOHBIX 3aHSATHH; TNPUCYTCTBUE AaCCHCTEHTA,
OKa3bIBAIOIIETO oOyJaromemMycst HEOOXOIUMYIO MIOMOIIIb; BBIITYCK
aIbTePHATUBHBIX (POPMATOB METOAMUYECKUX MaTepHuanoB (KPYMHbIN mpudt wim
ayiuohanel);

— JUIsL UHBAJIMJIOB U JIML[ C OTPAaHUYEHHBIMH BO3MOYKHOCTSIMHU 3/10POBbSI
00 CIyXy: HaUIeXallldMU  3BYKOBBIMU  CpPEACTBAMH  BOCIPOM3BEICHHE
uHdopmaIuy;

— JUISL MHBAJIUIOB U JIUL] C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMU 370POBbS,
UMEIOUIMX  HapyUIeHHs  ONOPHO-IBUraTelIbHOTO  amnmapara:  BO3MOKHOCTb
OecIpensITCTBEHHOIO JA0CTyNa 00y4JaroluXxcsi B yueOHbIe TOMEILLEHUS, TyaJeTHbIC
KOMHATBhl M Jpyrue MoMemieHus kKadeapbl, a Takke NpeObBaHHE B YKa3aHHBIX
MTOMETIIEHUSX.

OOpa3zoBaHue 00y4YarOIIMUXCA ¢ OTPAHUYEHHBIMH BO3MOKHOCTSIMU 3/10POBbBSI
MOJKET OBITh OPTaHW30BaHO KaK COBMECTHO C JAPYTMMH OOYYalONIMMHKCS, TaK U B
OTJENBHBIX TPYMaXxX WIHA B OTEIBHBIX OpTaHU3aIUAX.

3. ®OHJ OLEHOYHBIX CPEJCTB I [IPOBEJEHUS TEKYILE 1
MPOMEKYTOYHON ATTECTALIMM OBYYAIOLIUXCS MO
JTUCHUTIJIMHE

@OHJT OLEHOYHBIX CPEACTB [JIsl MPOBEACHUS aTTECTAllMM YPOBHS
c(OpPMHUPOBAHHOCTH KOMIETEHIMN OOyYaronIuXcsl Mo AUCHUIUIMHE O(OPMIISETCS
OTJEJIbHBIM JIOKYMEHTOM U SIBJIIETCS NPUJIOKEHHEM K paboueil mporpamme
JUCHUIUIHHBI (MOJTYJIST).



