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1. NEJb U 3AJAYN INCHUTTJINHBI

Heapr aucuMmiuHbl:  QOPMUPOBAHHE TEOPETUUECKUX 3HAHUN M MPAKTUUYECKHUX
HABBIKOB, HEOOXOAMMBIX ISl MPABHJIBHOTO COCTaBICHUS W OGOPMIICHUS TOKYMEHTOB,
BO3HUKAIOIIUX B MPOLECCE MPUHATUS U peali3allii YIIPABICHUECKUX PEIICHUIN, OCBOCHUE
OOIIEIPUHATBIX B MHpPE NPESANPHUHUMATEIBLCTBA JICKCMKM M CTHJIS JCIOBOM |
KOMMEPUYECKOH KOPPECHOHACHIIMA JJII CBOOOJHOTO M PAaBHOIPABHOIO OOIICHUS C
MapTHEPOM.

3agaun:

- 03HaKOMHTH CTYJACHTOB C OOIIMMH MPUHIUNAMH JOKYMEHTAIITMOHHOTO O0eCIeUeHUs
NEATEeILHOCTH TpeAnpusTis npu  (HOPMUPOBAHMHM (DYHKIIMOHAIBHBIX CTpaTeruil, ¢
MOPSIIKOM JTOKYMEHTUPOBaHUS HHGOPMAIIHH;

- 03HaKOMHUTH C MOPSAIKOM IPaBOBOI 3aIIUTHI JOKYMEHTHPOBAHHOW MH(OpPMALUU U C
OpraHM3alye PaMOHAIBHOIO JBMKEHHS JOKYMEHTOB Ha NPEANPUATHH, B TOM YHUCIE C
KOHLEMINENH CO3JaHus AIEKTPOHHOTIO JOKYMEHTOO0O0POTa;
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- Hay4YUTh CUCTEMATU3MPOBATH MH(OPMAIUIO MO KATETOPUSM M YPOBHSIM JOCTyMa K
HEH;

- Hay4YuTh Ka4eCTBEHHO U OBICTpO 00pabaThiBaTh WHGOPMAIHIO B
CBOEBPEMEHHOIO MPUHATHUS COOTBETCTBYIOIINUX YIIPABICHYECKUX PEIICHUM;

Oeiaax

- YCBOUTH IpaBmiIa U (DOPMBI JIETTOBOM U KOMMEPUYECKON TIEPETIHCKY .

2.MECTO JUCHUILINHBI B CTPYKTYPE OBPA3OBATEJIBHON
MMPOT'PAMMDBI’

JlncuurinHa b1.B.O/.37  Jlokymenmayuonuoe obecneuenue
VNPAaBIeHYecKol oesimenbHoCmu, OTHOCUTCSA K BBIOOPHBIM aucHuiuimHaM bioka 1
U SIBJISICTCSL 00513aTEIBHOM JIJI1 OCBOSHMS OOYJaIOIIUMHUCS HAIIPABJICHHOCTH.

3 INTAHUPYEMBIE PE3YJIBTATBI OBYYEHUA 110

JAUCHUITIJIMHE
[TnanupyemMbie pe3yiabTaThl OOy4YeHHUS MO AMCIHUILUIMHE, COOTHECEHHBIE C
IUIAHUPYEMBIMU ~ pe3yJbTaTaMHd  OCBOCHMsSI  00pa3oBaTEIbHOM  MPOrpaMMBl,

npejcTaBiieHbl B Tadutie 3.1.

Tabmuma 3.1 — IlmaHupyemble pe3yiabTaThl OOYYCHHS TIO JUCIUIUIAHE,
COOTHCCCHHBIC C IINITAaHUPYCMBIMH PC3YJIbTaTaMHM OCBOCHUA O6p330BaTeJIBHOﬁ
IPOTPaMMBI
Koa n
ITansl I[nanupyemblie pe3yJibTAThI 00y4eHHU s/ HHANKATOPbI
HAMMEHOBaHHE .
(opmupoBanus AOCTHKEHHSI KOMIIeTeHLMit
KOMIIETeHLH .
KOMIETEeHIii (TIoKa3aTen OCBOSHHS KOMITETEHIIH )
BBINTYCKHUKA
1 2 3
TIK-5. 3namu’_munsi 0p2aHU3AUUOHHBIX CHIDVKIMYP , UX OCHOBHbIE
CriocoOHOCTBIO napamempsl U HPUHYUNDLL UX NPOEKMUPOBAHUS, TUKSUOHOCHIU U
aHAIM3UPOBATH nJamescecnocobHoCmu, 0elo8ol U PLIHOYHOU AKMUBHOCHIU;
B3aUMOCBSI3U 83aumoleticmeue Mexicoy GYHKYUOHATbHLIMU CIPAmecusmu
MEKTY - KOMNAHUU C Yelblo N0020MO8KY cOANAHCUPOBAHHBIX
(GYHKIMOHAILHBIMH vnpagnenyeckux pewenutl 31 (I1K-5)
CTpaTerusiMu Ymems: nianuposams onepayuonnyio deamenbHocme
KOMIIAHHH C IEJTBI0 Op2anu3ayuY, NOO20MABIUEAMb COANAHCUPOBAHHbIE
MOTOTOBKH VApagieHyecKue peulenus Ha OCHOBE 83AUMOCBA3U MeHCOY
cOaJaHCUPOBAHHBIX Gyuxyuonanvnvimu cmpameeusmu_xkomnanui Y1 (I1K-5)
yIPaBIEHIECKHUX Bnaoemu:cnocobnocmuio ananu3uposams 83auUMOCEsA3U CeHcOy
pemennii (ITK-5)-1 DYHKYUOHATBHBIMU CMpamezusimMu KOMIAHULL C Yelbko
nO020MOBKYU COANAHCUPOBAHHBIX YNPABIEHYECKUX PeeHUll
B1 (ITIK-5)

4. OBPBEM U CTPYKTYPA JUCIHHUIIJIMHBI

Tpy10eMKOCTh JUCIUIUIUHBI COCTABIISIET S 3a4eTHBIX equHuIl, 180 yacos,

U3 xomopwix 36 uacoe camocmoamenvhol pabomvl 00yyaOue20cs 0meooUmcs Ha




HOO020MOBKY U 3aUUMYy IK3AMEHA.

dopMa MNPOMEKYTOUHOM aATTECTALUUU: IK3AMEH S cemecmp, Kypco8as
paboma 5 cemecmp.

Pacnipenenenne ¢oHma BpeMeHU MO TeMaM JUCHUIUIMHBI 1O OYHOU (hopme
o0byueHnus npedcmasnero 8 maoauye 4.1

Ta6nuna 4.1 — Pacnipenenenue GpoHma BpeMeHH 110 TeEMaM JTUCITUILTUHBI

O0BeM AU CHUITIIMHBI

(ax. gachr)
Howmep 1 HanMeHOBaHUE TeM u/uniu pazoenos/mem KouraktHas paGoTa
3JIT 113 JIP CPO
1 2 3 4 5
Tema 1. HopMaTHBHO — METOMYECKOE PETYIMPOBAHKE 4 2 6
JOKYMCHTAIITMOHHOI'O 06CCHCLICHI/ISI praBHeH‘IeCKOﬁ JACATCIIbHOCTHU
Tewma 2. J[loxymenTsl. CriocoObI cozmanust, QyHKITHH, 2 4 4
KJTacCH(DUKAITHS.
Tema 3. CuctemaTH3aiys JOKyMEHTOB Ha IPEAIPUATHH 4 2 4
Tema 4.Co3naHue EKTPOHHBIX JOKYMEHTOB U MX UCIONB30BaHue B 4 6 6
yIIpaBiI€HUYECKOU JESITENbHOCTH KOMIIAHUH.
Tewma 5. JlokymeHTaIioHHOE 0OecTiedeHne OpraHu3aIOHHON 8 8 8

JICATCIIBHOCTH . OcHOBHBIE BUbI OPpraHrn3allMOHHBIX JOKYMCHTOB U
X HUCITOJIb30BAHUC B ACATCIIBHOCTH KOMITQaHUH.

Tewma 6.JlokymMeHTaImoHHOE 0OecTieueHne ONepPanOHHON 8 8 8
nesitennbHOCTH OCHOBHBIE BHJIBI PACTIOPSIUTEIBHBIX JOKYMEHTOB U
IMX HUCITOJIb30BAHUC B JACATCIIBHOCTH KOMITaHUH.

Tewma 7. JIOKyMEHTAIMOHHOE 00eCTIeUYeHIE ONePAI[HOHHOM 6 8 8
nesitennbHOCTH OCHOBHBIE BHJIBI HH()OPMAIIMOHHO-CIIPABOYHBIX
JTOKYMCHTOB M UMX MCIHOJB30BAHUC B ACATCIIbHOCTH KOMITaHHUH.
Tewma 8. Opranuzanus paboThl ¢ JOKYMEHTaMH, 00SCIICYMBAOIIIMMHU 4 8 8
CTPATErHUYECKYIO M OTMIEPATUBHYIO ICATEILHOCTh KOMITAHHIA, B TOM
4KCIIe COJCPKANIMX KOMMEPUSCKYIO TailHy.

Tema 9.0pranuzanus XpaHeHHUs JOKYMEHTOB. 2 2 2
ITpoMexxyTouHast aTTecTalus IK3aMeH 36
42 48 54

Bcero no aucuuniinne:

*3JIT — 3aHsATHA JTEeKUXOHHOTO THIIA, [13 — Bce BUIBI 3aHATHH CEMUHAPCKOTO THIIA, KPOME JIAO0PAaTOPHBIX
pabor, JIP — nabopaTopusie padotsl, CPO — camocTosTenbHas padoTa o0ydaromerocs

5. COAEPXKXAHUE PA3ZAEJIOB U TEM JUCIHUITJIMHBI

PA3/IEJI 1. HopMaTHBHO-MeTOAHYECKOEe PEeryJupoOBaHue JOKYMEHTALHOHHOT O
o0ecneyeHNsl yNpaBJIeHYeCKOM 1esiTeIbHOCTH

Tema 1.1. HopmatuBHO — MeTOoN4YecKoe peryJjiupoBaHue
AOKYMEHTAIMOHHOTO o0ecnevyeHsl YIPaBJIeHYEeCKOH 1esiTeJIbHOCTH

CoctaB HOPMATHBHO-METOJMYECKONH 0a3bl JTOKyMEHTAlMOHHOTO 00eCHedeHHUs.
['ocynapcTBeHHbIE CTaHAApThl HAa JOKYMEHTAlUI0. YHUQPUIMPOBAHHBIE CHUCTEMbI
JOKYMEHTallud M  OOIEpOCCUICKHE KIACCU(PUKATOPbI TEXHUKO-3KOHOMHYECKON U
COLIMaNIbHON MH(pOpMaLIUU

Tema 1.2. lokymenTbl. Cioco0bl co31aHusi, PyHKUMH, KIaccupuranms.

JIOKyMEHT U CHCTEMBI TOKYMEHTalUuu. [JOKyMEHTUpOBAaHKHE: OCHOBHBIE MOHSTHS U

tepmuHbl. Knaccudukamus 1oKyMeHTOB.
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Tema 1.3. CucremaTusanusi JOKyMEHTOB HA NPeINPUATHH

OO6mue TpeOoBaHUS K CHUCTEMATH3alMM JOKYMEHTOB M (OPMHUPOBAHUIO JEII.
CocraBneHue 3aroJIoBKOB /€Nl U YCTAHOBJICHHE CPOKOB XpaHeHus jen. ['pymnmupoBka B
Jieja OTACNBbHBIX KaTeropud ITOKyMeHTOB. HoMmeHknatypa nen. TexXHONOTMH 3aliuThl
JOKYMEHTHOM HH(OpMaluy Ha TPEANpPUITHH.

Tema 1.4. Co3nanne 3J1eKTPOHHBIX JOKYMEHTOB U MX MCII0JIb30BaHUE B
yIPaBJICHYECKOU AeATeIbHOCTH KOMIIAHUH.

@dopmaTbl  ANEKTPOHHBIX  JIOKYMEHTOB. OJEKTpOHHas IudpoBas MOAMKCE.
Meranannble  nokymMeHTOB. OumdpoBaHme Kak crmoco0 CO3[aHUA  AICKTPOHHBIX
JOKYMEHTOB. YTPAaBJICHHE TOKYMEHTaMHU 3JEKTPOHHOW MouThl. Opranusanus padOThI ¢
TEPPUTOPHUAIBHO PACIIPEAETIEHHBIMUA KOMIIAHUSAMM.

Tema 1.5. . JlokyMeHTaUHMOHHOE O00ecTIeYeHHEe OPraHU3ALHOHHOH
AeATeJbHOCTH.

[IpaBriia COCTaBIIEHMSI W HCHOJB30BAaHUS B YIIPABICHUYECKOW JESITEIBbHOCTH
koMmnanui Muccun, Ycrasa, [looxeHnus o CTpyKTypHBIX MOApasnencHusx, [lonoxenns
00 opraHu3alMOHHON CTPYKType, JokaibHbie [IpaBuna u MHCTpyKIIMKM OpraHU3aluOHHO-
METOAMYECKOT0 Ha3HaueHUs. lIponieccHble pernaMeHTsl KOMIIaHUU.

Tema 1.6. JoxkymeHTallHOHHOe o0ecneYyeHHEe ONEPANMOHHONW JAeSITEJbHOCTH
KOMIIAHMH.

OCHOBHBIE BUIBl PACHOPSAUTEIBHBIX JOKYMEHTOB W HX HCIIOJIB30BAaHUE B
nesTeNbHOCTH  KommaHui. IlpaBuna  coctaBieHus © OQOPMIIEHHMS  OCHOBHBIX
pachopsAUTENbHBIX JOKYMEHTOB: IIpHKa3a W paclopsDKeHus. OTamnbl paboThl Haj
pacnopsIUTEIbHBIMU IOKYMEHTAMH.

Tema 1.7. . JlokyMeHTALIMOHHOE O0ecTieYeHHe ONePaAIUOHHOM
AeATeNbHOCTH. OCHOBHBIC BUAbI HH(POPMALMOHHO-CIIPABOYHbIX
JOKYMEHTOB H MX MCII0JIb30BAHNE B IEATEIbHOCTH KOMIIAHMIA.

[IpaBuna coctaBieHus # O(OpPMIIEHUS JIOTOBOPOB, KOHTpakToB. [IpaBuia
COCTaBlieHUS W OQOPMJIEHHUS OCHOBHBIX CHPABOYHO-WH()OPMALMOHHBIX JOKYMEHTOB:
JTOKJIQTHOM, CIy>)KCOHOM UM OOBSCHUTEILHOW 3alMCcOK, CIpPaBKH, aKTa, MPOTOKOJA,
ZI0OTOBOpA.

PA3JIEJI 2. Opranuszauus pa6oTsl ¢ IOKYyMEHTAMH NPH peaiu3auuu
cTpaTeru4ecoii 1 OnepaTUuBHOM AeATEJbHOCTH NPeINPpUATHS

Tema 2.1. Opranmnszanus padoThbl ¢ JOKYMEHTAMH, 00eCeYUBAIOIIMMHU
CTPaTern4ecKyl0 M ONepaTHBHYIO 1eSITeJIbHOCTh KOMIIAHUI, B TOM YHCJIe
coJiep:KaluX KOMMeEPYeCKYI0 TaiHy.

JIOKyMeHTOOOOPOT: JABM)KEHUE JOKYMEHTAa B OpraHU3al[il ¢ MOMEHTa CO3/IaHUs 10
OTHPAaBKU — BXOJSALIMI TOKYMEHTONOTOK; JBMYKEHUE JOKYMEHTAa C MOMEHTA IOJyYEHUs
0  3aBEpILICHUS HCHOJHEHUS — MUCXOMALIUW  JOKYMEHTONOTOK. BHyTpeHHUI
JIOKYMEHTOIIOTOK. YueT o0beMa JoOKyMeHTo00opoTa. Opranu3zaius 10KyMeHTO0o00poTa.

CpencTBa KOMPOBaHUS U pa3MHOXKEHHS IOKYMEHTOB.

Opranuzanusi paboOThl € KOH(PUACHIMATBHBIMU JOKYMEHTAMM: 3al[UIICHHBINA
JOKYMEHTOOOOPOT U MOPSAOK padOThl IEPCOHANA C KOH(PUAECHIUATBHBIMU IOKYMEHTAMHU.

HopmaTtuBHO-MeTOquueckoe  oOecriedyeHue  3alluThl  JTOKYMEHTHPOBAHHOU
uHbOpMaIUu.

Cucrema KOHTPOJISI UCTIOJTHEHUS IOKYMEHTA.

Tema 2.2. Opranusanusi XxpaHeHUusi JOKYMEHTOB.
OnepaTUBHOE XpaHEHUE OCHOBHBIX JOKYMEHTOB KOMIIAHMHU. JKCHEPTH3a LIEHHOCTU
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nokymeHnToB. OdopmiieHre u epegada JOKyMEHTOB B apXuB opranu3anuu. Oco6eHHOCTH
XPAaHEHMSI AEKTPOHHBIX JOKYMEHTOB. Y HUUYTOXXEHHE JOKYMEHTOB C UCTEKIIMMHU CPOKaMHU
XpaHEHUS

6.3AHATUA CEMUHAPCKOI'O THUITIA

Tabmuna 6.1 — IIpaktuueckue 3ausatus/ Cemunapckue 3ausatus / JlabopatopHbie

aboThI
No s Bup 3anstus / Ouenounoe
Tema 3anaTHs
TEMBI CPeacTBO
1 2 3
1.3, 1.7 [Pa3paboTKa HECKOIBKHX BHIOB CIPABOYHO-HH()OPMAIIMOHHBIX [13: Pewenue
IMOKYMEHTOB, CITy>KEOHBIX 3aITUCOK, aKTOB H JOTOBOPOB C LIEJIBIO NPaKmu4ecKux
(opMHPOBaHUSI B3aUMOJICHCTBHSI IIPU BBIPAOOTKE YIIPABICHYECKOTO | 3adau/Kelicog
SIICHUS uop
1.5, 1.6, [Pa3paboTKka HECKOJILKUX BHIOB OPTraHH3aIHOHHBIX JTOKYMCHTOB I13:Pewwenue
0JTHOTO-JIBYX PaCIOPSIUTEIbHBIX JOKYMEHTOB, HECKOJIBKUX NPAKMUYecKux
CIIPaBOYHO-MH(POPMAIIMOHHBIX JOKYMEHTOB — H3YUYCHHUE TIPABHII 3a0au/xeticog u op.

COCTaABJICHUA U O(bOpMHeHHfI Ppas3IMYHbIX BUAOB OPIraHU3allMOHHO-
ACOPAANUTCIIbHBIX JTOKYMCHTOB

2.1 Opranu3aius IPOU3BOICTBEHHOTO COBEIIAHMS COBMECTHO ¢ npyrumu |[13: Pewenue
[VIACTHUKAMH — CTYICHTAMH IPYIIBI C TIOMOIIBIO TTaKeTa NPAKMUYECKUX
npukiaaabix mporpamm Outlook, ucnons3ys manku: Kazrenoape, 3a0au/keticos u op.

[Koumaxmeot, 3adauu, [uesnuk, 3amemxu, Bxoosuue, Hcexoosuwue,
Omnpasnennvie. VI3roTOBICHUE KON TOKYMEHTOB Ha KCEPOKCE U MX
BaBepeHue

13,22 | Cucrematnsauusi JOKyMEHTOB Ha NpeanpustHH. ODKckypeus B(3- IHMCKyCCust/
apxuBHBIM (oHJ By3a (npeanpusatus). O3HaKOMIICHHE C apXHBHOM
copaBkoil.  O3HaKOMJIEHME C  TPHEMOM,  XpaHCHUEM |
MCITOJIb30BaHUEM JIOKYMEHTOB B y4eOHOM OTZEJIE BYy3a.
IAHaJIM3 KOHKPETHBIX CUTYallUH.

* 113 — mpakTrueckue 3ausatus, C3 — cemunapckue 3anstust, JIP — maboparopHbie paboThI

ITOKJIadbI

/. METOANYECKHUE YKA3ZAHUS JJIS1 OBYYAROLIIUXCS
7.1. MeToanueckue yKa3aHus 1Js 00y4ar0erocs mno 0CBOEHMI0 TUCHMILTHHBI

Jnst  popmMupoBaHHS UYETKOTO TMPEACTABICHHS 00 00beME U XapakTepe
3HaHUW U YMEHHUH, KOTOPHIMH HaJ0 OyJIeT OBJaJeTh MO AUCUUIUIMHE B CaMOM
Havaje y4eOHOro Kypca, OOYyYaloLIMHCS JIOJDKEH O3HAKOMHUTHCS C YyueOHO-
METOJIMYECKON TOKYMEHTAUEH:

— pabodeil TporpaMMOl AWCHMIUIMHBL C UEISIMH U 3a/Ja4aMu
JTUCIHUIUIMHBI, €€ CBSI3AMH C JAPYTUMH JUCIUIUIMHAMH 00pa3oBaTeIbHOMN
IporpaMMbl, TMEpeuyHeM 3HAaHWW W YMEHWH, KOTOPHIMH B TIPOIIECCE OCBOCHHS
JTUCIUTUTMHBI JOJKSH BIIAJACTh 00YyJarOIIUNACS;

— HOPSAIKOM TPOBEAEHUS TEKYIIEro KOHTPOJIA YCIEBAEMOCTH M
IIPOMEKYTOUYHOU ATTECTALINY;

- rpavKoM KOHCYJIbTallMH MpenojaBaTesiei Kadeapsl.

CucremMaTH4ecKoe BBITIOJHEHUE yueOHON pabOThl Ha 3aHATUAX JICKIIMOHHBIX
Y CEMUHApPCKUX THUIIOB, @ TAK)KE BBIIIOJHEHUE CaMOCTOSTENILHON paOOThI TO3BOIUT
YCHEIIHO OCBOUTh JUCIUIINHY.
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B mporecce ocBOCHUS TUCIIUTTUHBI 00YYaIOIIUMCSI CIICTYET:
- CJIyllIaTh, KOHCIIEKTUPOBATh U3J1aracMbli IPETOaBaTeNIEM MaTepual;

- CTaBUTh, OOCYKIaTh aKkTyallbHbIE MPOOJIEMBbI Kypca, ObITh aKTUBHBIM
Ha 3aHATUAX;

- 3aJ1aBaTh MPENOJABATEN0 YTOUHSIOMINE BOMPOCHI C LENbIO YSICHEHUS
TEOPETUUYECKUX MOJIOKEHUH;

- BBINIOJIHATh 3a/laHUsl MPAKTUYECKUX 3aHSITHM TMOJMHOCTBIO U B
YCTaHOBJICHHBIE CPOKH.

[Ipu 3arpyAHEHUSX B BOCHPUSITHUU MaTepuana CIeAyeT OOpaTUThCA K
OCHOBHBIM JINTEPATYpHbIM HCTOYHMKaM. Eciu pa3zoOpaThcs B MaTepuaie He
yAQJIOCh, TO OOpaTUTBCS K JIeKTOpy (Mo TpaduKy ero KOHCYNbTAIMi) WM K
MpenoAaBaTelio Ha 3aHSITUSIX CEMUHAPCKOTO THIIA.

OOy4aromMmcsi, MPOMYCTUBIIUM 3aHSITUSI (HE3aBUCUMO OT IPUYUH), HE
UMEIOIMM MMHCHMEHHOTO PEIICHUsSI 33/1ad WJIM HE TMOATOTOBUBIINMCS K JaHHOMY
3aHSTUIO, PEKOMEHJIYeTCSd HE TO3KE€ 4YeM B 2 — HEACNIbHBIM CPOK SBUTHCA Ha
KOHCYJIBTAIINIO K MPENO0/IaBaTeII0 U OTYUTATHCS 0 TEME.

7.2. Opranu3zanusi CaMoCTOATEIbHOI padoThI

[Tox camocrosiTenbHOM paboTON OOydYarOIIMXCA MOHUMAETCS TIaHUpyeMas
pabotra oOydyaroniuxcsi, HampaBieHHass Ha  (oOpMUpOBaHME  YKa3aHHBIX
KOMIIETEHIIMW, BBIMIOJHSAEMAasi BO BHEAyAUTOPHOE BpeMsl IO 33aJaHUI0 U TIPU
METOJMYECKOM PYKOBOJICTBE TIpernojaBarelisai, 0e3 €ero HenocpelICTBEHHOTO
y4acTusl.

Meroanueckoe 00ecreYeHHe CaMOCTOSITENbHOM padOThl NpU  HAIUYUU
OoOyyYarommxcsi JUIl C OrPaHUYEHHBIMU BO3MOXKHOCTSIMHU TIPEACTABISETCS B
dbopmax, aIanTUPOBAHHBIX K OTPAHUYCHUSIM UX 3/I0POBBSI.

CamocTosiTenbHass ~ paboTa  CIOCOOCTBYET  Pa3BUTHUIO  CaMOCTOSITEIIBHOCTH,
OTBETCTBEHHOCTM W  OPraHM30BAaHHOCTH, TBOPYECKOTO MOAXOAAa K  PEHICHUIO
MOCTABJICHHBIX 3a7a4 M BKJIIOYAET BBINOJHEHUE CIEIYIOIIMX BUAOB 3aJlaHUM B pamMKax
KypCOBOI pabOTHI:

— NunuBnnyansHoe 3ananne Nel mpemHasHayeHO Ui 3aKPEIUICHUS HABBIKOB
paboThl C YNPaBJICHUYECKUMH JOKYMEHTAMHU M 3aKJIIOYAeTCsl B MOJTOTOBKE MaIKu-Ieia ¢
OCHOBHBIMHU OPTaHU3AIIMOHHO-PACTIOPSAIUTEIbHBIMUA IOKYMEHTaMHU.

— NupuBunyansHoe 3amanue No2  mpegHa3sHAdyeHO I 3aKpEIUICHUS
MAChbMEHHBIX KOMMYHUKAIITMOHHBIX HABBIKOB KaK BO BHYTPEHHEH Cpejlie opraHu3aliuu, Tak
Y C BHEIIIHUMU MAPTHEPAMU U KIUEHTAMH.

— MOATOTOBKA K TEKYIIEMY KOHTPOJIIO U 3K3aMEHY IO AUCHUILIMHE HAapaBjIeHa
Ha 3aKpEIJICHUEe 3HAHU 110 BCEM U3YUYEHHBIM TeMaM JUCIUILIUHEI.

[Ipu BBITIOJIHEHUH CaMOCTOSTEIHLHON pPaOOThl MCMOJB3YIOTCS 3HAHUS M HABBIKH,
MOJTyYEHHBIE B XO/I€ JICKIIUOHHBIX U MPAKTUUYECKUX 3aHSATHUH.

NunuBuayanbHble  3aJaHUsl  BBIOJHSIOTCS 10 yKa3aHUIO  MPENojaBaTelisl.
Pe3ynbTaThl  BBIMOJHEHHUS KaXKJIOTO HWHAWMBUIYATBLHOTO 3aJaHUs  MPEIbSIBISIIOTCS
MPENnoIaBaTeto JjIsl IPOBEPKU Ha KOMITbIOTEPE U O(DOPMIISIFOTCS B BUJI€ OTYETa B (popmaTe
.docx, uto Tpebyet HeoOXx0auMBbIX HaBbIKOB padoTel B WORD.

Tekymunii KOHTPOJb 3HAHUW NPOU3BOAUTCA B BHUIE OIpOCa, B XOJE€ KOTOPOIO
CTYAEHT JOJDKEH OTBETUTh HA KOHTPOJIBHBIE BOIIPOCHI IO TEMaM JUCLUUTLIAHBI.
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[lepen BbIMOTHEHWEM WHAWBUAYAIBHOTO 3aHITHS OOYYAIOMIMICS  JIOJDKEH
MOBTOPUTH JICKIIMOHHBIM MaTepuaj, OTHOCSUIMHCA K JaHHBIM TeMmaM, HPEAbsIBUTH
MpEenoAaBaTelio pe3yJibTaThl BBIMOJHEHUS 3a/1aHUM, BBIOJHEHHBIX HAa MNPAKTUYECKHUX
3AHSTUAX.

Ctpyktypa u odopmiieHHE OTYETOB MO HWHIAMBUIYAIbHBIM 3aJaHUSIM JIOJDKHBI
cooTBeTcTBOBaTh llomokeHUI0 0O CTpyKType u OGOPMIICHMH MHCbMEHHBIX pPadOT
oOyyJaroumMucs Mo IporpaMmam BhICIIEr0 oOpa3oBaHus (IporpamMmaM OakajiaBpuara,
cnenuanuteTa, Maructparypsl) B ®DI'bOY BO «Cankr-nierepOyprckuii rocynapCcTBeHHbIN
SKOHOMHUYECKUN YHUBEPCUTET.

BrinosHeHHbIE MHANBUYATbHBIE 3aIaHUSI U OTYETHI MO UX BBIOJIHEHUIO CHAIOTCS
IIPENOAABATENI0 B JJIEKTPOHHOM Buae. Illpemnonasarens mnpoBEpPSET IPABUIBHOCTD
BBITMIOJTHEHHOM paboThl, a TAKXKE MPaBUILHOCTh OPOPMIICHHUS OTUYETA.

Kputepun u mikana OIEHKH BHUIOB CAMOCTOSITENIBLHOM pabOThl yKa3zaHbl B (PoHJIE
OIIEHOYHBIX cpeACTB no aucuuiuinae ([Ipunoxenue A).

DJIEKTPOHHBIM YUE€OHO-METOANYECKUMA KOMIUIEKC  JIUCUMIUIAHBI
«JloKyMEHTallMOHHOE 00ECICYEHHE YITPABICHUYECKON IEATEIbHOCTI
mucrumuinael pasMenieH B CJIO «Moodle» Ha carite CIT6I DY de.unecon.ru/.
8. OBPASOBATEJIBHBIE TEXHOJIOI'NHU

B pamkax peamuzanuyd AUCHUIUIMHBI  «HAUMEHOBAHUE  OUCYUNIUHBLY

UCIIOJIB3YIOTCS pa3zHooOpa3HbIe oOpa3zoBaTeIbHbIE TEXHOJIOTUHU Kak
TpPaJAWIMOHHBIE, TaK U C NMPUMCHCHHEM AaKTHUBHBIX M HHTCPAKTHUBHBIX METOOB
oOyueHus.

AKXTUBHBIE U HHTEPAKTUBHBIE METOBI O0YUECHHS:
— Jekuusa-auckycens (tema Ne 1.2 );

npo0JieMHast jiekius (tema Ne 1.7 );

rocreBas jekius (tema Ne 1.4~ );

1. PECYPCHOE OBECIIEYHEHME JUCIUIIJIMHBI

9.1. YuebHO-MeTOAUYECKOEe U HHPOPMALIMOHHOE o0ecnevdeHne AU CIIUIINHBI

Tabmumua 9.1.1 — YuyeOHo-MeToanueckoe o0ecieyeHue TUCIIATIIINHBI

Knuroo6ecneyeHHocTn
Bbubauorpaguueckoe onncanue u3IaHus OcHoBHas/ Kon-Bo
(aBTOP, 3arnaBne,KBm[, MeC)TO H IO M31aHUsl, | TOMOJHHUTEIbHAs K. B 6n éﬂ DJIeKTPOHHbIE
0J1. CTP. . .

P JuTeparypa CIIGDY pecypchl
Pasnopoxssiii A. A. JlIokyMeHTHpOBaHUE
YIIpaBJIEHYECKOH eATETbHOCTH | YueOHoe 3BC
nmocobue .— 1 .— Mocksa : OOO "Hay4uno- OcHoBHas - I NANIUM
n3narensckuit nentp MHO®PA-M", 2018 .— 304 I
C.
ITanacenko 1O.A. /lokymeHTHpOBaHME OcHoBHas - 9bC
YIIPaBJICHYECKOM NEITEIbHOCTH : Y4eOHOe ZNANIUM
nocobue .— 1 .— Mocksa : U3natensckuii Lientp
PHUOP, 2018 .— 138 c.
I"opobuoa JI. I1. JlokymeHnTupoBanue



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/
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
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YIIPaBJICHYECKOM NEATEIBHOCTU IIPEANPUATHN OcHoBHas 45 Db
MPOMBIIIICHHOCTH : y4eOHOe Tocodue / OPAC.UNECO
JL.IL.T opo61ioBa, N.C.1lpirankoB ; MUHUCTEPCTBO N.RU.

oOpasoBanus 1 Hayku Poccuiickoit deaepannm,
CankTt-IleTepOyprckuit roc. 3KOHOMUYECKUN YH-T,
Kadenpa npousB. MeHeKMEHTa U MHHOBAIUI .—
Cankt-IlerepOypr : U3a-Bo CIIGIDY, 2016 .—
126 ¢. — CBeneHus TOCTYIHBI TAKXXE M0
HMHTEpHETY: Opac.unecon.ru .

3auka .T JIokyMeHTUpOBaHHE CUCTEMBI JononHuTtenpHast Ob5C BOOK.ru
MEHEPKMEHTA KadecTBa : yaeOHoe mocodue /
N.T.3auka , H.U.I'ntenscon. — Mocksa : KnoPyc,

2018.

— 186 c.

Tabnuua 9.1.2 — [lepeuenb coBpeMeHHbIX npodeccuoHanbHbix 0a3 ganHbix (CITIB/])

Ne

HaunmenoBanue CIIB/]

Onekrponnas 6ubarorexa Grebennikon.ru — www.grebennikon.ru

Hayunas snexkrponnas 6ubanoreka eLIBRARRY — wwwe.elibrary.ru

Hayunas anekrponnas oudanoreka KuodepJlenuka — www.cyberleninka.ru

basza nanneix [TOJIITPE/] CnpaBounuku — WWw.polpred.com

OB WIN|F-

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

Tabnuna 9.1.3 — [lepeuens nHbopmanroHHbix crpaBodyHbix cuctem (MCC)

Ne Haumenosanue UCC

1 | CopaBounas mpaBoBasi cuctema Koncynsrantllimtoc (uHctamnmupoBannbiii pecype CIIGIDY
i WWW.consultant.ru)

2 | CnpaBounas mnpaBoBasi cucrema «['’APAHT» (uncrammupoBannslii pecypc CIIOIDY wmm

www.garant.ru)

WNudopmannonno-cripaBoynas cucrema «Kopaekce» (mHcTammupoBaHHbil pecype CII6I'DY
i WWw.Kodeks.ru)

DnekrponHas 6ubaroreunas cucrema BOOK.ru - www.book.ru

DnektponHas 6ubnnoreunas cucrema I5C FOPAUT — www.urait.ru

Dnektporno-6ubimoreunas cucrema SHAHUYM (ZNANIUM) — www.znanium.com

~N| oo~

OnextponHas 6ubnnorexka CII6I' DY - opac.unecon.ru

9.2. MaTepuajibHO-TeXHUYECKOE olecredeHne y4eOHOro npouecca

J{ns peanu3anyu JaHHOW TUCHUILIMHBI UMEIOTCS CIEHUAIBHBIE TTOMEIICHUS
JUISL IPOBEAEHUS 3aAHATUN JIEKYUOHHO20 U CEMUHAPCKO20 MUNA, OCHAUWEHHbIX
MYTbMUMEOUUHBIM 000PY008aHUEM KAK O TPYTIOBBIX U UHIUBUAYAJTBHBIX
KOHCYJIbTalIM, TEKYIIIETO KOHTPOJISI U MTPOMEKYTOUYHOM aTTECTAIINU, & TAKKE
MTOMEIIEHUSI 111 CAMOCTOSITEIbHON paOOThI.

Tabmuma 9.2.1 — [lepeuens nporpammuoro ooecneuenus (110)

Haumenosanue 110

Microsoft Windows Professional (KOHTPAKT Ne 244/20 «26» utons 2020 r

Microsoft Office Professional (KOHTPAKT No 244/20 «26» uronst 2020 1)



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

10

3

| 7-Zip (freeware) |

2. OCOBEHHOCTHU OCBOEHMA JNCIUIIJINHBI VIS UHBAJIM1OB
N JInl C O'PAHUYEHHBIMHA BO3MOKHOCTAMMU 310POBbA

OOyueHne O0Oy4YarOIIMXCSI C OrPAaHUYEHHBIMH BO3MOXHOCTSMHU 30POBBS
Ipyu HEOOXOJMMOCTH OCYILIECTBIIIETCA HAa OCHOBE aJalTUPOBAaHHON paldoueid
OporpaMMbl  C  HUCIHOJB30BAaHUEM  CHEIHAIBHBIX  METOJOB  OOy4YeHHS W
TUIAKTHUYECKUX  MaTepuaoB, COCTAaBIEHHBIX C Y4Y4e€TOM  OCOOEHHOCTEeH
NCUXO(U3NUECKOTO PA3BUTHSA, HWHIUBUIYAJbHBIX BO3MOXHOCTEH U COCTOSIHHS
3I0POBbS TAKUX OOyUaromuxcs (00y4Jaromerocs).

B wmensix ocBoeHusi ydyeOHOW mMporpamMmbl TUCIUIUIMHBI HHBAIAIAMH U
JUIIAMH €  OTPAaHUYCHHBIMH  BO3MOXHOCTSIMU  37I0POBBSl Y HHUBEPCUTET
o0ecreunBaeT:

— JUIST MTHBAJIMIOB | JIMI[ C OTPAaHUYEHHBIMH BO3MOXKHOCTSMHU 30POBbS
0 3PEHHUIO: pa3MEIIeHWE B JOCTYMHBIX IS OOYYalOUIMXCs, SBIISIOIIUXCS
CJICTIBIMH WJIH CITA0OBHU/ISIIIMMH, MECTaX U B aJalTUPOBAHHON (popme CIpaBOYHOM
uHGOpMAIlMM O pACMUCaHUM YYEOHBIX 3aHSATHH; TMPUCYTCTBUE AaCCHCTEHTA,
OKa3bIBAIOIIETO oOyuJaromemMycs HEOOXOIUMYIO MIOMOIIIb; BBIITYCK
aIbTePHATUBHBIX (DOPMATOB METOAMUYECKUX MaTepualoB (KPYMHbIN mpudt wim
aynuohanel);

— JUIsL UHBAJIMJIOB U JIML[ C OTPAaHUYEHHBIMH BO3MOYKHOCTSIMHU 3/10POBbS
00 CIyXy: HaJJIeXallldMHU  3BYKOBBIMU  CpPEACTBAMH  BOCIPOMU3BEICHHE
uHbopMaIuy;

— JUISL MHBAJIU/IOB U JIUI] C OTPaHUYEHHBIMH BO3MOXKHOCTSIMU 370POBbS,
UMEIOUINX  HapyUIeHHs  ONOPHO-IBUraTelIbHOTO  amnmapara:  BO3MOKHOCTb
OecIpensITCTBEHHOTO JAOCTyMa 00y4aroImuXcsi B y4eOHbIE TOMEIIEHUS, TyaJIeTHbIC
KOMHATBhl M Jpyrue MoMemieHus kKadeapbl, a Takke MpeOblBaHHE B YKa3aHHBIX
MTOMETIIEHUSX.

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

3. ®OHJ OLIEHOYHBIX CPEJCTB J|/Is1 IPOBEJEHUS TEKYINENR 1
MPOMEKYTOYHON ATTECTALIMM OBYYAIOLIUXCS MO
TUCIHUTLIJIMHE

®doHA OIEHOYHBIX CPEACTB JUIsl TPOBEACHUS aTTECTalldd  ypPOBHS
c(hOpPMUPOBAHHOCTU KOMMETEHIIMN OO0yYaroUuXcs MO AUCHUILIUHE O0(QOpMIIsSeTCS
OTIIETILHBIM JIOKYMEHTOM U SIBJISIETCS TPWJIOKEHHEM K pabodeil mporpamme
JUCHUIUIHHBI (MOJTYJIST).



