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IMporpamma auctmuiias " [JokymMeHTarmoHHoe obecrieuenye ynpasiaenus'; 37.03.02 "Kondmmkronorus".

Conep:xanue

1. TlepeueHb IMIAHUPYEMBIX PE3YJIbTATOB OOYUYEHHUS 110 AUCHUIUIMHE (MOYJI0), COOTHECEHHBIX C IUIAHUPYEMBIMH Pe3yJIbTaATaMU
ocsoenus OIIOIT BO

2. Mecro pucuuruidasl (MoayJist) B crpykrype OITOIT BO

3. O0beM AUCLMIUTHHBL (MO/YJIsI) B 3a9YETHBIX €OUHULIAX C YKa3aHHEM KOJIMIECTBA YacOB, BbIICICHHBIX HA KOHTAKTHYIO paboTy
00yUaIIMXCs C TpernoaBareseM (1o BuiaM YUeOHbIX 3aHSATUN) ¥ HA CAMOCTOSITENIbHYI0 paboTy 00y4YaloIIuXcst

4. CopeprkaHue TMCUMIUTMHBL (MOJIYJIs1), CTPYKTYPUPOBAHHOE MO TeMaM (pa3fesam) ¢ yKa3aHHeM OTBEJEHHOrO Ha HHX
KOJIMYECTBA aKaJEMUUYECKUX YacOB M BUIOB YUEOHbBIX 3aHATHIA

4.1. CTpyKTypa ¥ TeMaTUYECKHI IJIaH KOHTAKTHOW U CAMOCTOSTEIbHOM pabOThI MO TUCIUILTHHE (MOJIYJII0)

4.2. CopepxaHuie AUCIUTLTAHBI (MOJTYJIs1)

5. TlepeueHpb yueOHO-METOAMUYECKOTO 00eceYeHH s /ISl CAMOCTOSATEIbHOM paboThl 00YYAOIIMXCS O JUCIUILTMHE (MOJYJIIO)

6. ®OH/1 OIIEHOUHBIX CPEACTB MO AUCIUILTIHE (MOYJTIO)

7. TlepeueHb UTEPaTyphl, HEOOXOJUMOM [J151 OCBOCHHS JUCHUILIMHBL (MOYJIs1)

8. IlepeueHnb pecypcoB HH(POPMAIIOHHO-TEJICKOMMYHHUKAIIMOHHON ceTr "VIHTepHeT", HEOOXOAUMBIX TSI OCBOCHUS AUCLIATUTAHBI
(Mopyns)

9. Meroauueckue yKazaHusi JUist 00Y4YaOIUXCsl TI0 OCBOESHUIO JTUCIMIUTUHBI (MOJIYJIs1)

10. Iepeyenb HMPOPMALIMOHHBIX TEXHOJIOTHIA, UCTIONB3YEMbIX MTPU OCYIIECTBIEHUH 00pa30BaTe/IbHOTO MpoLiecca 1o
JMCLUILIMHE (MOJYJII0), BKJIIOUAs MepedeHb MPOrpaMMHOro oOecrieveHrst 1 MH(POPMALIMOHHBIX CIIPABOYHBIX CHCTEM (TIpH
HEOOXOJUMOCTH)

11. Onucanue MaTepuaibHO-TEXHUYECKOUN 0a3bl, HEOOXOIUMOM JIIsl OCYILECTBIEHHS 00pa30BaTeIbHOTO MPOIIecca Mo
JUCLIUIUIAHE (MOAYJIIO)

12. CpeactBa agantanyy npenojaBaHust AUCHUIUIMHBL (MOAYJIs) K TIOTPEOHOCTSIM 00YYaIONIMXCsl UHBAJIMIOB U JIUL] C
OrpaHMYCHHBIMU BO3MOKHOCTSIMU 3[J0POBBS

13. ITpunoxenue Nel. PoHJ OLIECHOUHBIX CPEICTB
14. Tpunoxenune No2. [lepeueHsb uTepaTypbl, HEOOXOAUMOM /ISl OCBOSHUSI TUCHMIUIUHBI (MOJ1YJIs1)

15. TIpunoxenue Ne3. IlepeyeHs HH(MOPMALIMOHHBIX TEXHOJIOTUIA, UCMIOJIBb3YEMBIX AJI1 OCBOEHHS JUCLMILIAHBI (MOAYJIA),
BKJIIOYAsI TIepeveHb IIPOrpaMMHOT0 oOecriedeHHs 1 MH(POPMAIMOHHBIX CIIPABOYHBIX CHCTEM
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IIporpaMmy TUCHMIUTHHEL pa3padoTai(a)(u): crapmmii npernoaaBares, 6/c [Tirennunsii C.I1. (kadeapa yrnpasieHus
4yeJIOBEYEeCKUMU pecypcamu, IHCTUTYT yripaBiieHus, SKOHOMUKY U (puHaHCOB), sergey_pshenichnyi_kpfu@mail.ru ; goneHT,
k.H. [llu6anoa H.A. (Kadenpa kondumkTosnorun, OteseHne conuaibHO-TIOIUTHYECKUX HayK), NAShibanova@kpfu.ru

1. IlepeyeHb MIAHNPYEMBIX Pe3yJIbLTATOB 00YYEHHs MO JUCIHHUILIAHE (MOIYJII0), COOTHECEHHBIX ¢ IVIAHUPYEeMbIMHI
pe3yabTatamu ocsoenusi OIIOII BO

OO6yyarnImuiics, OCBOUBIINE QUCIUIUTUHY (MOIYJIb), JOJIKEH 001a1aTh CIICAYIONMMA KOMITETCHITASIMU:

Mudp PacuudpoBka
KOMIIeTeHIHH npuooperaemMoii KoMIeTeHIUH
MK -2 criocoOeH pa3padarbiBaTh, pealn30BbIBATh, AIMUHUCTPUPOBATH U 00ECIIeYNBATh

IMOKYMEHTOOOOPOT KOPIOPATUBHOM COLMATIBHON MOJTUTUKU

YK -10 CriocobeH IpMHIMATh 0OOCHOBAHHbIE SKOHOMHUECKUE PEIICHUsI B Pa3IMUHBIX 00JIaCTsIX
PK3HEeSITETbHOCTH.

OO6yyarnmmuiicss, OCBOUBIINI JUCHUIUIAHY (MOIYJIb):

IoyokeH 3HATh:

- 00I1Iie OCHOBBI JIEJIONPOU3BOJICTBA;

- OCHOBHBIE BUIBI U METO/IBI IOKYMECHTOBE/ICHVS;

- TIO/IXO/IbI K OPTaHU3ALMK CUCTEMBI JIEJIONPOM3BOICTBA B COBPEMEHHBIX OpraHU3alMsX;

- BUJBI OTBETCTBCHHOCTH 32 HAPYIIICHUE TIPABUIT BE/ICHUS JICJIONPOM3BOICTRA.

JloKeH yMeTh:

- BECTH JIOKYMEHTO000pOT;

- pa3padaThBaTh KOMIUIEKC Mep Il IOBBIIeHHS 3(p(heKTHBHOCTH eJIOMPOU3BOACTBA B OPraHU3AITHH;

- pa3pabarbiBaTh pacropsiAUTe/bHbIE, KaJPOBbIE U MHbIE BU/IbI JOKYMEHTOB, UCTIOJIb3yEMbIE B COBPEMEHHBIX OpraHU3alMsX.
JlomxeH B1afeTh:

- HaBBIKAMH 00paOOTKH BXOJISAIINX, UCXOMSIIX U BHYTPSHHUX TOKYMEHTOB;

- MHCTPYMEHTaMH, 00eCIIeYrBaIOIIMMU OPraHM3aIIMIO TPOLIecca JAeIONPOU3BO/ICTBA B OPraHU3al[MK HA OCHOBE
MH(POPMAIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH.

JlomkeH NeMOHCTPUPOBATh CIOCOOHOCTD M TOTOBHOCTB:

K BHEAPEHUIO U Pa3BUTHUIO CUCTEM AEJIOIIPOU3BOACTBA B COBPEMEHHBIX OPraHU3aluAX.

2. Mecro gucuumimasl (MoayJisi) B ctpykrype OIIOII BO

Haunaast qucrmruivHa (MOmyib) BKModeHa B pasaen "B1.B.JIB.07.02 ducturummas (MOmym)" OCHOBHOH MPpodecCHOHATEHON
obpazoBartenpHOI mporpammbl 37.03.02 "Kondrmkronorus (YnpapieHne KOMMYHUKAIUSME: TIEPETOBOPHI M TOCPEAHUIECTBO)"
Y OTHOCHTCSI K AUCHUILIMHAM 110 BhiOopy vactu OITOIT BO, opmupyemMoit yuacTHUKaMu 0Opa30BaTeIbHbIX OTHOIIEHHH.

OcgauBaercs Ha 3 Kypce B 6 cemectpe.

3. O0peM aquCHUNINHBI (MO/IYJIsI) B 3aUeTHBIX eIHHUIAX ¢ YKa3aHHeM KOJUYeCTBA YaCOB, BbIIeJEHHbIX HA
KOHTAKTHYIO pa0oTy 00y4awIuxcsa ¢ npemnogasareieM (0 BHAAM YUeOHbIX 3aHATHII) H HA CAMOCTOSITENIbHYIO
padoTy odyuarommxcsa

OO0111as1 TPYIOEMKOCTh AUCIMILUIMHBI COCTaBIsAeT 3 3a4eTHhIX(bie) enuHuil(bl) Ha 108 vaca(oB).

KonraktHast pabota - 55 yaca(oB), B TOM urciie Jekiuu - 20 yaca(oB), mpakTUIeCKue 3aHsTus - 34 yaca(oB), 1JabOpaTOpHbIE
padoTs! - 0 gaca(oB), KOHTPOJIb CAMOCTOSITEILHOM padoTHl - 1 yaca(oB).

CamocTosTenbHast padoTa - 35 yaca(oB).
KouTposns (3auét / ax3amen) - 18 vaca(oB).
dopma MpOMeKyTOUHOIO KOHTPOJISI AUCLIMIUIMHBL: 9K3aMeH B 6 cemecTpe.

4. Coaep:xaHue JUCHHUILIAHBI (MOIYJIsI), CTPYKTYPHPOBAHHOE MO0 TeMaM (pa3jejaM) ¢ yKa3aHHeM OTBeJeHHOro Ha
HHUX KOJINY€CTBA aKaJeMHYeCKHX YacOB U BH/IOB y4eOHbIX 3aHATHI

4.1 CTpyKTypa B TeMaTH4eCKHil IVIaH KOHTAKTHOH H CaMOCTOSITeJbHOM Pa6oThI 0 JUCHUILINHE (MOIYJIIO)
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Buapl 1 yachl KOHTAKTHOW PadoThl, Camo-

HX TPYA0EMKOCTh (B yacax) CTOSI-

N Pazmeant qucuumimnnb / Ce- Iexmun,Texmmu|lIpakTu-[IIpaktu-/Iadopa-/Iadopa-| Teab-
Mo ayJist MECTP| Bcero | B3J. | 4YecKHe | YyecKHe |TOpPHBIE |TOpPHbIe | Hasd
¢dopme BaHaTHsA,| B 3J. |[pabdoThL,| B3I pa-

Bcero | cdopwme | Bcero | ¢popme | 00Ta

Tema 1. [JokyMeHTBI U J€JIONIPOU3BOJICTBO KaK
1. |anemeHT npoliecca yrpasieHUs 6 2 0 2 0 0 0 3

Tema 2. Cucrema JOKYMEHTAIIMOHHOTO
oOecTieUeH s YIIPaBJICHUsI B COBPEMEHHBIX
opranm3anusax. HopmaTuBHbIE TpeOOBaHUS K 6 5 0 5 0 0 0 3
OpraHM3alri CUCTEM JeJIONPOU3BOICTBA B
OpraHM3ausIX

Tema 3. OTBETCTBEHHOCTb 32 HapyIlIEHUE
3. |aenonpoussosicTaa. Nndopmanmonnas 6 5 0 4 0 0 0 3
" |6e30macHOCTh P BeJEHUH AENOIPOM3BOICTBA

4. Tema 4. O6mue npasuna oopMIIEHHS 6 2 0 4 0 0 0 3
YIIPaBJIEHYECKUX JOKYMEHTOB

Tema 5. OcoGeHHOCTH COCTaBa U COJECPKAHUS
OpraHu3alMOHHO-PACIIO eJILHOM

5 |OPraHH3AIMOHHO-PACTIOPSUTE HHO 6 5 0 4 0 0 0 4

JOKYMEHTAIIUU

Tema 6. [Topsimok paGOTHI ¢ BXOIAIAMH,

6. [McxomdIVMU ¥ BHYTPEHHUMU JOKYMEHTaMH1 6 2 0 4 0 0 0 4

7 Tema 7. PaGora ¢ kagpoBOl JOKyMEHTAIMEH 6 2 0 4 0 0 0 4
OpraHu3aluu

3 Tema 8. OcoOeHHOCTH BeJIeHu ST IeJIOBO 6 2 0 4 0 0 0 5
MepenucKU

9 Tema 9. Opranu3zanyst apXMBHOTO XPaHEHHUS 6 2 0 4 0 0 0 3

JOKYMEHTOB OpraHU3alnn

Tema 10. CucteMsl 3JIeKTPOHHOTO
JoKyMeHToo00poTa. CoBpeMeHHBIEe CIIOCOObI U 6 ) 0 ) 0 0 0 3
TEXHUKA CO3JaHMsI JOKYMEHTOB

10.

I1Toro 20 0 34 0 0 0 35

4.2 Coaep:xaHue JUCHUIIMHBI (MOYyJIs1)
Tema 1. JIoKyMeHTBI 1 JeJONPOU3BOACTBO KAK 3JeMEHT Npounecca ynpapJjeHns

[NoHsTHE TOKYMEHTa U AeJONPOU3BOACTBA. POJIb 1€10MpON3BOICTBA B MPOIIECCe YITPABICHIS COBPEMEHHBIMU OPTaHU3aIsIMI.
DyHKIMK JOKYMEHTOB B opranuzauuu. Bussl nokymenToB ux kinaccudukaips. TOCT P 7.0.97-2016. TpeGoBanus K
oopmiieruio 1okymeHToB. OhopmiieHne peKBU3UTOB JOKYMEHTOB. [Topsiok pa3paboTku GIaHKOB JOKYMEHTOB.

Tema 2. CucTemMa J0KyMEeHTAIIMOHHOTO 00 €eclevYeHNs YIPaBJeHns1 B COBpeMeHHbIX opranu3amusax. HopmaTusHbie
TpeOOBaHUS K OPraHA3allMH CHCTEM JIeJJONPON3BOICTBA B OPraHN3alusIX

HpI/IHI_[I/IHbI, npaBuiIa u TpC6OBaHI/IH K JOKYMCHTUPOBAHUIO ynpaBnquecxofz’I JCATEIIBbHOCTH. KaﬂpOBOG obecrieueHre CUCTEMBI
,I[OKyMeHTOO60pOTa. I/IHq)OpMaL[I/IOHHO-TGXHI/I‘{CCKOG obecrieueHre CHCTEMBI ,IIOKyMeHTOO60pOTEL AKTyaHbeIC BOIIPOCHL
OpraHusanuu ACJIONpoOrn3BOACTBA B O6pa30BaTGHBHLIX YYpEKACHUAX. HpaKTI/IKyMZ Pa3pa60TI<a AJITOPUTMOB IIPOBEPKH CUCTEMBI
ACJIONPON3BOACTBA B OPraHN3alli HOPMATUBHBIM Tpe60BaHI/IHM. OL[CHKa Sq)(beKTI/IBHOCTI/I CyH.[eCTByIOH.leI CUCTEMBI
ACJIONPON3BOACTBA B OPraHNU3allin.

Tema 3. OTBEeTCTBEHHOCTH 3a HapyImeHne Jgejgonpon3poacrea. Undopmannonnas 6e30nacHOCT NPH BeIeHAH
J1eJIONPOU3BOCTBA

HOpMaTI/IBHO-MCTOI[I/I‘ICCKI/IC MaTepuaibl, periiaMEHTUPYIOIIINC pa60Ty C PA3JIMYHBIMU JOKYMEHTAMU B OpraHn3alunu.
CDG,HCPEU'IBHOG 3aKOHOIATECJILCTBO B C(bepe OpraHmsaniuu JeJIONPOU3BOACTBA. yHI/Iq)I/IKaLII/IH " CTaHAapTU3alus YIIpaBJICHYECKUX
HJOKYMCHTOB.

Crpannua 4 u3 10.




IMporpamma auctmuiias " [JokymMeHTarmoHHoe obecrieuenye ynpasiaenus'; 37.03.02 "Kondmmkronorus".

DakTOpbI, ONpeAEAIONIIE COCTaB YIPABISHUECKUX JOKYMEHTOB YUpeKAeHUs (MOPSIOK PAaCCMOTPEHUS U PEIIEHUs] BOIPOCOB,
HaIpaBJIeHUs! IeATEIbHOCTH YIPABJIEHYECKOrO annapara, B3aMMOCBSI3U C IPYTUMU YIIPaBJIeHYECKUMU CTPYKTYpaMu U 1Ip. ).
ITonsitus 7Bua? u ?pasHoOBUIHOCTB? JOKyMeHTa. Kiaccudukaiiys ynpaBieHYecKUX TOKYMEHTOB M0 BUJaM. 3aBUCUMOCTh
(opmbl 1 cofepkaHrs JOKYMEHTOB OT €ro BUAa. 3aKOHOaTebHasi U HOpMaTUBHAs perjaMeHTallts COCTaBa BUIOB
yIIpaBJICHYECKUX JOKYMEHTOB. ['ocyapcTBeHHas pa3paboTKa eIUHBIX TPeOOBaHUN K JOKYMEHTUPYEMOW UH(OPMAITUH.

Tema 4. O61mme npaBuia opopmieHUs! ypaBjieHYeCKIX JOKYMEHTOB

ITonsiTus 7cucrema JOKyMeHTaMK?, ?TUNOBAs cCUCTEMa NOKYMeHTaluuu?, 7yHuuIMpoBaHHas cUcTeMa JOKYMEHTAlu .
XapaKkTepucTHKa U COCTaB JOKYMEHTOB AEHCTBYIOIMX YHHU(PUIMPOBAHHBIX CUCTEM JOKYMEHTAIMH, UCIIOJIb3YEMBIX IPH
JOKYMEHTHPOBAHHUHU Pa3/IMUHbIX OTpacjell yrpaBleHYecKon JesTebHoCcTU. OO1epoccuiickuil KiaccupukaTop
ynpasieHyeckoil fokymentaiuu (OKY D).

Tema 5. OcoOeHHOCTH COCTABA H coaepKaHusa OpI‘aHl/I3a].ll/IOHHO-paCl'lOpﬂ):ll/lTeJl])HOﬁ JAOKYMEHTaIuu
HOpMaTI/IBHaH periaMeHTanusa 10KyMEHTOB, IPUMEHAEMBIX B I€ATCJIbLHOCTU OPraHrU3alluu.

OpraHu3aloHHbIe JOKYMEHTHI IPENPUAATHI M OPraHU3ali: yCTaB, OJIOKEHNe, MHCTPYKIIMH, TIpaBmia, periaamenT. [lopsamgok
ux o(pOpMIICHHsI, 0COOCHHOCTH COJEPKAHUS.

PacriopsiiutenbHble JOKYMEHTHI: TOCTAaHOBJICHHUE, NIPUKa3, paclopsikeHne, pelienne, ykazanue. OCOOEHHOCTH MX COCTaBIICHUS
1 o(popMIIEHHUS.

CprKTypa TEKCTa I/IH(bOPMaHI/IOHHO-CHpaBO‘IHI)IX HOKYMECHTOB: dKTbl, CIIPABKU, [MIMCbMa, JOKJIAAHbIC 1 00BACHUTETIHHBIE
3allMCKH, TPOTOKOJIbL.

JIOKyMEHTUPOBaHUE JOTOBOPHBIX OTHOILIEHUM.

Tema 6. Ilopsiiok paéoTHI ¢ BXOAAMIMMH, HCXOISAIIIMA H BHYTP eHHAMH JOKYMeHTaMH

Opranuzanys padoThl ¢ BXOASAIMUMHU JOKyMeHTaMu. OCOOeHHOCTH paboThl ¢ MCXONAIMMU JOKyMeHTaMu. [1paBuia
OpraHM3aLUy padoThl C BHYTPEHHUMH JOKYMeHTaMH. [1opsinok pa3paGoTKH BHYTPEHHUX JIOKaJIbHBIX HOPMAaTHBHO-IIPABOBBIX
aKTOB.

r OCyAapCTBEHHAasA CUCTEMA JOKYMCHTAIUU. BenomctBenHas cucrema HJOKYMEHTAIUU. Cucrema JOKYMEHTAllUM YUPECKIACHUS.

Tema 7. Pa6oTa ¢ KaZpoBoii JOKyMeHTaluell Opranu3anun
OCOOEHHOCTH OPraHU3aAIMOHHBIX JOKYMEHTOB, PErJIAMEHTUPYIONIUX YIIPABJIEHHE TEPCOHATIOM OPraHU3aIH.
Iopsaok pa3paboTKu JOKYMEHTOB, PErIAMEHTHPYIIUX AEATEIbHOCTh PAOOTHUKOB.

Iopsnok ydera kazapos. ITopsaok oopmiieHHs TPUKA30B O JMYHOMY cocTaBy. OCOOEHHOCTH padOTHI C IOKYMEHTaMH 110
y4eTy KaJpoB.

YcoBUs U IOPSAZIOK 3aKJIIOUEHNs] PACTOPAKEHUsI TPYAOBOTro Jorosopa. IlpaBuia BefeHus, XpaHEeHUs ¥ ydeTa TPYIOBbIX KHUKEK
B opranu3anuy. JJokyMEeHTUpOBaHUE OLIEHKHU JesTebHOCTH paOOTHUKOB.

Tema 8. Oco0eHHOCTH Be/IeHUs 1eJI0OBOI MepenucKu

Kiaccudukanms nenossix nucem. ConpoBogutesbHble ucbMa. IlnceMo-oOpatenue. IncbMo-npuriameHuye.
IMucemo-6naronapuocts. [Tucemo-3anpoc. I'apantuitnoe nucbmo. [Tucema noropopeHHoCTH. [TMcbMO-TIpeTeH3usl.
PernameHTHpOBaHHBIE U HEPETJIAMEHTUPOBAHHBIE IeJIOBble MCbMa. CTPYKTypa JeJ0BOro MUchbMa. DTUKET AeIOBON
nepernucku. OCOOEHHOCTH JIENIOBOM MEPENUCKH MO JIEKTPOHHOM TouTe.

Tema 9. Opralmsauml APXUBHOI'0 XpaHEHUA JOKYMEHTOB Oprann3anumn

HOMeHKJ'[aTypa JCJT OpraHr3allivin: BU/bl, CTPYKTYpa U NOPAJOK U 0COOEHHOCTH €€ cocTaBiieHrsl. OCHOBHBIE ImpaBuiIa
q)OpMPIpOBaHI/IH JcJ1. HOpﬂ)lOK XpaHECHUS JOKYMEHTOB B OpraHu3alvuu. HOPH)IOK oATrOTOBKH, Oq)OpMJ'ICHI/IH U riepeaavu €1 B
apXuB. CpOKI/I APXUBHOI'O XpaHECHUS JOKYMEHTOB. HOpﬂ)lOK YHUYTOKECHUSA JOKYMEHTOB C UCTCKIINM CPOKOM apXUBHOI'O
XpaHCHUS.

Tema 10. CucreMsl SJEKTPOHHOTI'0 I[OKyMeHT0060p0Ta. COBpeMeHHbIe CInoco0bl M TEXHHKA co31aHudA
JAOKYMEHTOB

HanpapieHus coBeplIeHCTBOBaHUS JOKYMEHTOOOOPOTa U IyTH COKpalleHus ero oobeMoB. OpraHuzanus JOKyMEeHToo00poTa B
YCJIOBUSIX IPUMEHEHNsT MH(POPMallMIOHHO-KOMMYHHMKAIIMOHHBIX TexHousoruii. CocraBiieHHe JOKYMEHTOB, OpraHu3alyst paboThl
1 yueta ¢ nomorsio [1K.

COBpCMCHHbIe CIIOCOOBI ¥ TEXHUKA CO3JaHUA JOKYMEHTOB B OpraHu3aru.

5. IlepevyeHb y4eOHO-METOJUUECKOT0 00€eCceYeHHsI JJIsi CAMOCTOATEJbHONH Pa60Thl 00yJaIOIUXCS M0
U CIHILIIHE (MOIYJIIO)
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CamocrosTespHas padoTa 00y4aIOIIMXCS BBITIOIHASTCS MO 33aHUI0 U IPY METOAUYECKOM PYKOBOACTBE IperojaBaTeis, Ho 6e3
€ro HeloCcpeACTBeHHOro yyactus. CamocTosTebHas paboTa NOAPA3AeNAeTCs Ha CAMOCTOATE bHYI0 Pa00Ty Ha ayAUTOPHBIX
3aHATUSAX U HA BHEAYAUTOPHYIO CAMOCTOATENbHYI0 paboTy. CaMocTodTe bHAsA paboTa 00y4aloIMXCs BKIIOYAET KaK MOJHOCTBIO
CaMOCTOSITEJIbHOE OCBOEHHE OT/EJbHBIX TeM (pa3/esioB) JUCUMIUIMHB, TaK U IPOPadOTKY TeM (pa3JiesioB), OCBaUBAEMbIX BO
BpeMsI ayJUTOPHOM paboThl. Bo Bpems caMocTOsTeIbHOM paboThl 00YUYaloIMecs! YUTAIOT U KOHCTIEKTUPYIOT YUeOHYI0, HayqHYIO
Y CIIPAaBOYHYIO JIMTEPATYPY, BHIIOIHSIOT 33/1aH1s1, HATIPABJIEHHBIE Ha 3aKpeTUIeHNe 3HAaHWI M OTPabOTKY YMEHHI U HaBBIKOB,
TOTOBSITCS K TEKYIEMY M TPOMEKYTOUHOMY KOHTPOJIIO IO JUCIUIUIMHE.

OpraHu3anys caMOCTOSITETbHON padoThl 00yUAIOIIMXCS periaMeHTHPYeTCss HOPMaTHBHBIMH JIOKyMEHTaMHU,
y4eOHO-METOMYECKOH JIMTepaTypoil M SJEKTPOHHBIMI 00pPa30BaTEIbHBIMK PECYPCaMHU, BKIIIOYASL:

INopsanok opraHu3anuy U OCyIIECTBIeHUs 00pa30BaTeIbHON JeATeIbHOCTH 0 00pa30BaTeIbHBIM IIPOIPAMMAaM BBICILIETO
o0pa3oBaHus - IporpaMmam OakajaBpuaTa, IporpaMMaM CHelUaIUTeTa, IporpaMMaM MarkucTpaTypsl (YTBEPAIEH IIPUKA30M
MuHucTepcTBa HayKH 1 BhIcIero oopaszoBanus Poccuiickoii @enepanyu ot 6 anpest 2021 roga Ne245)

IMucemo MunucteperBa odpasoBanust Poccuiickont ®eneparmu Nel4-55-9961un/15 ot 27 Hos16ps 2002 1. "O6 akTUBH3ALNN
CaMOCTOSITENIbHON PabOTHI CTYJEHTOB BBICUIMX YUCOHbBIX 3aBEICHUN"

VYcraB (eepanbHOro rocyIapcTBEHHOIO aBTOHOMHOTO 0Opa3oBaTesbHOro yupexaenus "Kazaunckuii (ITpuBosmKCKmii)
(penepanbHbIil yHUBEpCUTET"

[paBuia BHyTpEeHHEro pacrnopska (efepaabHOro rocy1apcTBEeHHOr0 aBTOHOMHOTO 00Pa30BaTENIbHOTO YUPEKJEHHs BBICLIIETO
npodeccuonanbHoro oopazosanus "Kazaunckuii (ITpuBomkckuit) gpenepaibHblii yHUBepcUTeT"

JlokanbHble HopMmaTHBHBIE akThl Kazanckoro (ITpuBosskckoro) deaepaibHOro yHUBEpCUTeTa

6. ®oH/] OLIEHOYHBIX CPEJICTB MO JUCIUIINHE (MOIYJIIO0)

DoHJ OLIEHOYHBIX CPEACTB IO AUCHUIUIMHE (MOJIYJTI0) BKJIIOYAET OLIEHOYHBIE MaTepHaJIbl, HAIIPAaBJIEHHbIE HA IPOBEPKY OCBOCHUS
KOMIIETEeHIIHI, B TOM YMCJIe 3HAHUI, YMEHUI U HABBIKOB. POH/I OLIECHOUHBIX CPEJCTB BKJIIOYAET OLIEHOUHBIE CPEICTBA TEKYILEro
KOHTPOJISI ¥ OLICHOYHBIE CPE/ICTBA IIPOMEKYTOYHOM aTTeCTallly.

B doHze OLIEHOYHBIX CPEACTB COAEPKUTCS CIIeAyIomas HHHOPMALKS:

- COOTBETCTBME KOMIIETEHLIMI IJIaHUPYEMbIM pe3yJibTaTaM 0Oy4eHuUs M0 JUCLUIUINHE (MOYJIO);

- KpUTEPUH OLICHUBaHHsI C(DOPMUPOBAHHOCTH KOMITETESHIINIA;

- MeXaHu3M (POPMHUPOBAHMS OLIEHKH M0 JUCLUILUIUHE (MOIYJIO);

- ONMCAHKE NIOPsIKA TPUMEHEHUS U MTPOLEAYPhl OLICHUBAHUS U151 KAXI0r0 OLEHOYHOrO CPelCTBa;
- KpUTEPUH OLICHUBAHHUS JUIs1 KX IOr0 OLEHOYHOIO CPeJICTBa;

- COACPIKAHNE OLEHOYHBIX CPEACTB, BKJIIOYaA Tpe60BaHI/IH, MMPEeAbABIIACMbIC K )IeﬁCTBPIHM 06yqa101111/1x0ﬂ, AE€MOHCTPUPYEMbBIM
pesyjibTaTaM, 3alaHuA pas3IMYHbIX TUIIOB.

DOH/I OLIEHOYHBIX CPEACTB N0 AUCUMILIMHE HaxonuTcs B [Ipunoxenun 1 k mporpaMMe AUCUMILIMHBL (MOLYJIIO).

7. IlepedeHnb JATEPATYPhl, HEOOXOJUMOM JJIsI OCBOEHHS U CIUILINHBI (MO TyJIs)

OcBoeHMe IUCIUIUIMHBL (MOJIYJIs) IPEAIoJiaraeT u3yuyeHue OCHOBHOM 1 JIONIOJIHUTEIIbHON y4eOHOM mTepatypsl. JInteparypa
MOXKET OBITh JIOCTYITHA 00YYaIOIIMMCsI B OTHOM U3 JIBYX BAPUAHTOB (JIMOO B 0O0MX U3 HUX):

- B 9JIEKTPOHHOM BHJIE - Yepe3 JEKTPOHHbIE OMOIMOTEUHbIE CHCTEMBI Ha OCHOBaHHH 3aKTi0YeHHbIX KPY 10oroBopos ¢
MPaBOOOJIAATENISIMHU;

- B leyaTHOM Bujie - B HayuHoit 6ubmoreke um. H.U. Jlo6aueBckoro. OOydJaromiuecs moyyanT YIeOHyI0 JIUTepaTypy Ha
aOOHEMEHTE T10 YUTATEILCKUM OMJIeTaM B COOTBETCTBHU C TIpAaBHJIaMK TIOJTb30BaHUsI HaydHO!H OHOINOTEKON.

DJIeKTPOHHBIE U3JAHKS AOCTYIHBI AUCTAHLIMOHHO U3 JII00OW TOYKHM MPU BBEJCHUN 00YYaIOIIMMCS CBOETO JIOTUHA U MapoJisl OT
JIMYHOTO KaOuHeTa B cucteMe "DNeKTPOHHBIH yHUBepcuTeT" . [Ipu HCoNb30BaHUM TTEYATHBIX U3AaHUN OMOIMOTEUHbIN (hOH]T
JIOJDKeH OBbITh YKOMILIEKTOBAaH UMUK U3 pacuera He Menee 0,5 sx3emriuisipa (uist ooydaonmxcs o PI'OC 3++ - He menee 0,25
9K3eMIUIAPA) KaKIOTO U3 M3JaHUI OCHOBHOMW JIMTEPaTyphl M He MeHee 0,25 aK3eMIIspa JOTOIHUTEIFHOM JIUTepaTyphl Ha
Ka)k10ro 00y4alomerocsi U3 4cia Juil, OJHOBPEMEHHO OCBAMBAIOIIMX JAHHYIO AUCLMIUIMHY.

[epeueHb OCHOBHOI 1 OTIOJHUTENBHON YUeOHOM IMTEepaTypbl, HEOOXOIMMOW [JIsi OCBOSHUS JUCIMIUTMHBI (MOJLYJIs), HAXOIUTCS
B [Ipunoxennu 2 k paboyel mporpamMmMe JUCHUILIMHBL. OH MOJIEKUT OOHOBJICHHIO TPY U3MEHEHUH YCIIOBUiA 1oroBopoB KOV ¢
npaBoobJIagaTessIMU JIEKTPOHHBIX M3/IaHWi ¥ IPY U3MEHEHNH KOMIUIeKToBaHus (poHnoB HayuHoi 6udmmorekn KOV,

8. Ilepeuenn pecypcoB HH(OPMATHOHHO-TEJIEKOMMYHUKAIMOHHOM ceTn ""MHTepHET'', HE00X0AMMBIX IJIsI
OCBOEHHUS JUCIHILIAHBI (MO TyJIsT)

Apxussl Poccun - http://rusarchives.ru/
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Caiit Bcepoccuiickoro Hay4HO-MCCIEI0BATEILCKOTO HHCTUTYTA JOKYMEHTOBeIeH!s u apxusHoro aeina (BHUUIA]) -
http://www.vniidad.ru/

Cucrema ["apanT - www.garant.ru

9. MeToquyecKne yKa3aHus /Iisi 00y4YaOUXCs M0 O0CBOEHUIO JUCIHUILIMHBI (MO TyJis1)

Bujg paéor

MeToauuecKue peKoOMeHIamun

JIEKLIANA

[enbio JTEKIIMOHHON YacTh Kypca "JJokyMeHTalMoHHOe oOecrieueHre YIpaBieHus:" BIsSeTCs
(bopMupOBaHKE y CTYICHTOB INIyOOKHX TEOPETHYECKUX 3HAHWIA B 00JIACTH eJIONPOU3BOACTBA. B pamkax
OCBOEHUS

TEOPETUIECKOro OJI0Ka HeOOXOMMO CleTIaTh aKIEHT Ha YCBOGHUH OCHOBHBIX ITOHSTHH,

CBSI3aHHBIX C (DYHKIMSMH JJOKYMEHTOB H IPOLIECCaMU MX 00pabOTKHU. [JONOIHUTEIbHAS CAMOCTOSITe/IbHAST
npopaboTKa nepe] JeKIKer MpeablayIero Marepraia No3BouT 3 eKTUBHEe

BOCIIPUHUMATB JIEKLIMOHHBIA MaTepuan Kypca. Oco6oe BHUMaHHUE CIIe/lyeT yAEIUTh

TaK)ke METOAaM pa3peleHus] KOH(INKTHBIX CUTYalllii, BOSHUKAIOIIMX B MIPoOLiecce

Ppa3pabOTKK ¥ IPUHATHUS JOKYMEHTOB B OpraHU3aIHsIX.

IMMPaKTUYCCKHUE
3aHATUA

TlosHOE OCBOEHUE ANCIUTUIMHBI "HOKyMeHTaHI/IOHHOC obecrieueHne praBJ’IeHI/IH" HE BO3MOXHO 0e3

AKTUBHOU pa6OTbI Ha IMPaKTUYCCKHX 3aHATHAX. HpaKTI/I‘{eCKaH 4acTb Kypca

Mpearnojaract aHajan3 HpO6J’ICM, OTpaXxarluX pas3JIMYHbIC aCTICKTbl OPraHU3allui CUCTEMBI NEJIOIIPOU3BO/ICTBA B
OCATCIIbHOCTU OpFaHI/I3aHI/II;'I. q)OpMI/IPOBaHI/IC YKa3aHHbIX HABbBIKOB

IMPOUCXOUT MOCPEACTBOM PEIIEHUA CTYJEHTAMU I(EBI‘/JICOB7 OCHOBAHHBIX Ha p€aJIbHbIX

CUTyaludX, UMEBIIUX MECTO B COBPEMEHHBIX KOMITAHUAX.

CaMOCTOsI-
TenbHas paboTa

OcBoeHe QUCIUIUTMHBI " [JOKyMEeHTalMOHHOe OOecTieYeHre YIIPaBIeHHs ' perosaraeT caMoCTOSTEbHYIO
paboTy CTy/IeHTa B XO/¢ MOATOTOBKH K CEMUHAPCKHUM 3aHSATHM, BHIITOJTHEHHE

JOMAIIHUX 3aJIaHUH, YTeHHe NpoprIIbHOM JuTepaTypbl. Oco6oe BHUMaHUE

HEOOXOIMMO YIETUTh N3YYSHHIO TIPOOJIeM, OTPaKAIOIIMX ACIIEKTHl HOPMATHBHOTO PeryJIMpOBaHMs
JeJIOTIPON3BO/ICTBA.

9K3aMCH

[TrcpMeHHBI 9K3aMeH cofiepkuT 3 TeopeTrueckux Borpoca. [Ipu nosHom
MCYEPIIBIBAIONIEM OTBETE CTYICHT nonydaer ot 43 no 50 6annos. [1pu nosHOM oTBeTe
Ha BOIIPOCHI - OT 35,5 10 43 6asoB. B ciyyae HEMOIHOTO MM HETOYHOTO OTBETA - OT
27,5 no 35,5 Gayuios. I1pu OTCYTCTBHE OTBETA MM OTBETE HE ITO3BOJISIIOIIEM PACKPHITh
CYTb BOIIpOCa CTYAEHT nojydaet ot 0 1o 27,5 6amios. ITOroBbIid pedTHHT
o0yJaoIerocst 3a Bpemsi ero o0y4eHHs1 paCCUMTHIBAETCSI KAK CYyMMa ero CeMeCTPOBBIX
PEWTHHIOB B Oajljiax ¥ OAJJIOB MO UTOrOBOM aTTECTAlMK, KOTOPBIE 3aTeM MEPEBOASTCS
B MTOTOBYIO OLIEHKY: OTJIMYHO, XOPOIIO, yIOBJIETBOPUTEIILHO, HEYJOBJIETBOPUTEIHHO.
[punsTa cnexyomas mKaja COOTBETCTBHSI PERTUHIOBBIX OAJJIOB (C YYE€TOM UX
OKPYIJIEHHS JI0 1eJIbIX) OlIeHKaM ISITHOAJUTLHON HIKasbl: 86 Ao u 6onee ?
2otmuHo? (0Ti1.); 71-85 6ayuioB - ?xopoio? (xop.); 55 -70 6asioBs -
7ynoByeTBOpUTEbHO? (YIOB.); 54 Oayia u MeHee ? 7HEeyIOBJIETBOPUTENBHO? (HEYL.).
B mpouiecce npoBesieHus1 3aueTa MpeaycMoTpeHa mpoleaypa 1000pa 0ayuios 1o
TEeKYILeH ycreBaeMOCTH (CeMecTpOBbIX OaIoB). B pamMkax JaHHOW Mporieyphl
CTYZIEHTY TpeJIaraeTcsi OTBETUTDb Ha 3 TEOPETUUECKHX U 2 MPAKTHYECKUX BOIMPOCa.
Kaxnpiii u3 Bonpocos orieHrnBaeTcst B 10 6ayutoB. HaGpaHHas cTyieHTOM UTOroBas
cyMMa 0aJlIOB YUMTBHIBAETCsI Kak OaJuThl 3a TeKylIylo paboTsl. [1pr sToM HabpaHHbIE
CTYIEHTOM B TEUEHHH CeMeCcTpa OaJlIbl HE YUUTHIBAIOTCS.

10. Ilepevyenp nH(OPMANHOHHBIX TEXHOJIOTHI, HCHOJb3YEeMBIX MPH OCYIIEeCTBJIEHHH 00Pa30BaTeJILHOr0 Mponecca
1o JUCHHILINHE (MOAYJII0), BKJIIOYAs IepedeHb MPOrpaMMHOro odecnedeHnst 1 HH¢ OpMAaIMOHHBIX CIIPaBOYHBIX
cucrTeM (IIpH HEO0OXO0UMOCTH)

[NepeueHs MHMOPMAIMOHHBIX TEXHOJIOTUH, MCIOJIb3YEMBIX ITPY OCYIIECTBIEHUN 00pa30BaTEIBHOTO MPOLEcca MO JUCIUIUIIHE
(Momym0), BKJTIOYast IepedeHb MPorpaMMHOro odecrieueHns: 1 MH(POPMALIMOHHBIX CIIPABOYHBIX CUCTEM, MPEACTABIIEH B
[punoxennu 3 x pabovelt mporpaMme TUCITUTUIHBL (MOIYJIS).

11. Onucanne MaTepuaJIbHO-TEXHHYECKOM 0a3bl, HEOOXO0UMOI1 /IJIsl 0CYIIEeCTBJIEHUSI 00Pa30BaTEJILHOTO
npomecca no JUCIHAILIHHE (MOIYJII0)
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MaTepI/IEU'[I)HO-TCXHI/I'-IeCKOC obecrieueHre 06pa30BaTeJ'II>HOFO nmponecca 1no AMCuuIinHe (MO)Iy.TIIO) BKJIIOYAET B ceOs cilenymomue
KOMIIOHCHTHI:

INomereHyst 47151 CAMOCTOSTENBHOM PabOTHl 00yYaIOIIMXCsl, YKOMIUIEKTOBAHHBIE CIIELMATM3UPOBAHHON MeOelIbIo (CTOJIBI 1
CTYyJIbs1) ¥ OCHAIIIEHHbIE KOMITBIOTEPHOU TEXHUKOM C BOZMOKHOCTBIO MOJKTIOUEHHs K ceTr "VIHTepHeT" n obecneueHrneM JocTyma
B 9JIEKTPOHHYI0 MH(OPMAIIMOHHO-00pa3oBaTebhyo cpeny KOV.

YueOHble ayANTOPHH JUIsi KOHTAKTHOM paboTHI ¢ MpenoiaBaTesieM, yKOMILIEKTOBaHHbIE CIIEUAIN3UPOBaHHON MeOebio (CTOJIBI
U CTYJIbS).

KowmrbioTep 1 IprHTEp AJIs paciedaTKy pa3JaTOYHbIX MaTepHasioB.
MynbTMeauiiHas ayAUTOPHUS.
KomrmbioTepHBIit KJtacc.

12. CpeacrBa ajjanTanuu npeno aBaHus JUCHUILIMHLI K TOTPEOHOCTAM 00yUYalonUXCsi HHBAJIU0B U JIUI C
OrpaHUYeHHbIMH BO3MOKHOCTSIMH 3/10POBbSI

HpI/I H€O6XO,£[I/IMOCTI/I B O6pa30BaTCHBHOM nponecce MpuMEHAITCA CIICAYIOIUE METOAbl 1 TEXHOJIOTHU, 06HCI“IaIOH.[I/IC
BOCIIpUATUE I/IH(bopMaL[I/II/I O6y'~IaIOH_[I/IMI/ICH HWHBAJIMAAMU U JIMIAMU C OI'PAHTYCHHBIMUA BO3MOKHOCTAMUA 3J0POBbA:

- CO3/laHNe TEKCTOBOW BEPCHU JII0OOr0 HETEKCTOBOI'O KOHTEHTA JUIsl €70 BOZMOXXHOI'O IPeoOpa30BaHus B aJIbTEPHATHBHbIE
(bopmbl, yIOOHBIE 17151 Pa3IMYHBIX M10JIb30BATEICH;

- CO3JaHMUE€ KOHTCHTA, KOTOprﬁ MOJKHO NPEACTAaBUTL B PA3JIMYHBbIX BUAX 0e3 NOTCPU JAHHBIX WK CTPYKTYPBI, IPEAYCMOTPETh
BO3MOXHOCTb MaCIHTa6I/IpOBElHI/IH TEKCTA U H306pa)KeHHﬁ 0e3 NOTEPH Ka4veCTBa, MPEAYCMOTPETb JOCTYITHOCTb YIIPABJICHUA
KOHTCHTOM C KJIAaBUATYyPbI;

- CO3J]aHKe BO3MOKHOCTEH JUIsi 00YUaIoIMXCsl BOCIPUHUMATD OJJHY M TY ke MH(OPMAIMIO U3 Pa3HbIX KCTOUYHUKOB - HAIPUMeEp,
TaK, YTOOBI JIMLIA C HAPYIIEHUsIMH CJIyXa MOJTy4Yaid HH(POPMALMIO BU3YAIIbHO, C HAPYIICHUSMH 3PEHUS - ayJUAJIbHO;

- IPMMEHEHHe MTPOrPaMMHBIX CPEJICTB, 00ECIIEYNBAIOIIMX BO3MOXHOCTb OCBOCHHS HABBIKOB U YMEHHI, (DOPMUPYEMBIX
JVCIUIUIMHOM, 32 CYET AJIbTEPHATUBHBIX CIIOCOOOB, B TOM YHCJIE BUPTYAJIbHBIX JJA0OPAaTOPHi M CUMYJISILIMOHHBIX TEXHOJIOTHI;

- IpMMEHEHNe JUCTAHIIMOHHBIX 00pa3oBaTeIbHBIX TEXHOJIOIUH A1 Nepefau MHGOPMALMKY, OPraHu3aLy Pa3IndHbIX (hOpM
MHTEPaKTUBHON KOHTAKTHOM paboThl 00Y4YaloLIerocs ¢ MpernojaBaTesieM, B TOM YKcie BeOMHAPOB, KOTOPbIE MOTYT OBITh
UCIIOJIb30BaHBI JUIsl IPOBE/ICHU S BUPTYAJIbHBIX JIEKLIUI C BO3MOKHOCTBIO B3aUMOJEHCTBHSI BCEX YYaCTHUKOB JUCTAHLIHOHHOTO
00y4eHus1, IPOBEeJEHNUs] CEMUHAPOB, BBICTYIUIEHHS C JOKJIAIAMU U 3aILUTHI BHIIOJIHEHHBIX PaOOT, IPOBEASHNUS TPEHUHIOB,
OpraHM3aLUK KOJUIEKTUBHOMN paboOThI;

- IPUMCHEHUEC JUCTAHIIMOHHBIX O6pa3OBaT€HLHLIX TEXHOJIOTUI UL OpraHnu3atun (I)OpM TEKYHIEro u NIpoMeKyTOYHOI'O
KOHTPOJIA;

- YBEJIMYEHUE TIPOJOJIKUTEIBHOCTH CIaui 00YYaloMMCsl MHBAIUIOM WX JIMLOM C OT pAHUYEHHBIMU BO3MOKHOCTSIMHU 310POBbS
¢opm rpome:xyTOUHOI aTTECTAIMK [0 OTHOLIEHUIO K YCTAHOBJIEHHOW MPOIOIKUTEIBHOCTH UX CAAYM:

- IPOAOJIKUTEIbHOCTU CAa1n 3a4€Ta Wi 9K3aM€Ha, IIPOBOANMOIO B MMCbMEHHOI q)opMe, - He Oostee uem Ha 90 MHHYT;

- IPOJIOJKUTEIFHOCTH MOATOTOBKHM 00YYAIOIIErocst K OTBETY Ha 3a4éTe WM SK3aMeHe, IPOBOANMOM B YCTHOM (popMme, - He
6osiee yeM Ha 20 MUHYT;

- MIPOJOJDKUTENILHOCTY BBICTYIUIEHUsT 00yYaloIIerocsl MpH 3aliTe KypcoBoil paboThl - He Oosiee 4eM Ha 15 MUHYT.

[Iporpamma cocrasiieHa B cootBeTcTBuM ¢ TpedoBanussMu PI'OC BO u yyeOHbIM 1U1aHOM 110 HarpaBienuio 37.03.02
"Konguukronorusa" u npouimo noaroroBku "YpasieHHe KOMMYHUKALUSAME: TIEPETOBOPH U TIOCPETHUYECTBO" .
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Tpunoosicernue 2
K paboueii npozpamme OUCUUNAUHbL (MOOYASL)
F1.B./]B.07.02 Jloxymenmauuonnoe obecneuerue ynpasneHust

IlepeyeHs JurepaTypbl, He0OX0UMOI ISl 0CBOEHHUS JUCIUILUITHHBI (MO /TyJjIs1)

Hanpagsnenue noarorosku:_37.03.02 - KoHdaukToaorus

HpO(l)I/II[b MOJATOTOBKU:_YIIpaBJieHHe KOMMYHHUKAIIUSAMMU: IIEPErOBOPHI M NOCPETHUYECTBO

Kpanu¢ukanus BeITyCKHUKA:_OaKanaBpp

dopma 0OydeHust: 0UHOe

SI3bIK OOyUEeHMS: PYCCKMiA

Ton Havana oOyueHus1 Mo odpa3oBatesibHON nporpamme: 2021

OcHoBHas JuTepartypa:

1. Henonpoussoacteo: Yueonuk / T.A. BoikoBa, JI.M. Bsinosa, JI.B. Cankuna; [Tox pen. T.B. Ky3ueroBoii. - 3 u3g., nepepad. u
nom.- M.:HUL] UH®PA-M, 2013. - 364 c.: 60x90 1/16 + ( Jon. mar. znanium.com). - (BO: Bakanasp.). (i) ISBN
978-5-16-004923-6 - Pexum poctymna: http://znanium.com/catalog/product/395908

2. Jlenonpou3BOACTBO: JOKYMEHTALMOHHOE o0ecredeHne yrpasieHus: YyeoHoe nocodue / [Nanacenko 10.A., - 3-e u3p. -
M.:PUOP, TH®PA-M, 2016. - 112 c. - (BO: bakanaBpuar) - Pexxum pocryna: http://znanium.com/catalog/product/542773

3. Jleonpon3BO/ICTBO M apXMBHOE JIEJIO B TEPMHUHAX U onpeaeneHusx: Ydyeonoe nocodue / Kabdamos C.10., Acdhanausposa
N.TI., - 2-e uzn., crep. - M.:®@nunTta, Hayka, 2012. - 294 c.: ISBN 978-5-9765-0784-5 - Pexum gocryna:
http://znanium.com/catalog/product/983089

4. CoBpeMeHHOe JIeJIoNnpor3BoICTBO: Y uebHoe rnocodue / M.B. KupcaHoBa; Poccuiickas Akagemust roc. Ciiy)Obl pu
Mpesunenre PO (PATC). - 4-e uzg. - M.: HUII UHO®PA-M,2014 - 312c¢.: 60x90 1/16. - (Bbiciiee o6pa3oBanue: bakanagp.).
(m) ISBN 978-5-16-004491-0 - Pexxum moctyna: http://znanium.com/catalog/product/395921

lonoJHATEILHAS JUTEpPATYypa:

1. JIenonpou3BOACTBO U ceKpeTapckasi paboTa Ha MepCoOHANLHOM KoMItbioTepe: Yuebnoe nmocodue / [onos C.JI. -
M.:COJIOH-IIp., 2013. - 424 c.: ISBN 978-5-91359-109-8 - Pexum noctyma: http://znanium.com/catalog/product/882804

2. DNeKTPOHHOE MPABUTENBCTBO. DJIEKTPOHHBIN JOKYMEeHTO0O0poT. TepMmuHsbI u onpeaeseHus : yue6. nocodue / C.1O.
Ka6amos. ? M. : UHO®PA-M, 2017. ? 320 c. ? (Boiciiee obpazosanue: bakanappuar). - Pesxxum goctyna:
http://znanium.com/catalog/product/809828

3. KondunennmansHoe J1e0Mpon3BoAcTBO: YuebHoe nocodue / T.A. I'yryesa. - M.: Anbda-M: HULL Nudpa-M, 2012. - 192
c.: 60x90 1/16. - (Texnonormaeckmii cepsuc). (meperwiet) ISBN 978-5-98281-293-3 - Pexum gocryma:
http://znanium.com/catalog/product/265483

4. TokyMeHTHpOBAaHUE YIPABJIEHYECKOI AesATebHOCTH: YueOHoe nocodue / Paznopoxnsiii A. A. - M.: HUL] UTHOPA-M,
2016. - 304 c.: 60x90 1/16. - (Bbiciiee oopa3oBanue: bakanapuar) (Ileperiér) ISBN 978-5-16-011744-7 - Pexxum nocryna:
http://znanium.com/catalog/product/542806
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IMporpamma auctmuiias " [JokymMeHTarmoHHoe obecrieuenye ynpasiaenus'; 37.03.02 "Kondmmkronorus".

Tpunoosicenue 3
K paboueii npozpamme OUCUUNAUHbL (MOOYASL)
F1.B./]B.07.02 Jloxymenmauuonnoe obecneuerue ynpasneHust

IIepevyens nH( OPMAMUOHHBIX TEXHOJIOTHIl, HCI0JIb3YE€MBIX /IJISI 0CBO€EHHUS JUCHUILUIHHBI (MOIYJIs), BKIIOYAsI
nepevyeHb NPOrpaMMHOrO 0OecneyeHns1 U HH(OPMAIMOHHBIX CHPABOYHBIX CHCTEM

Hanpagsnenue noarorosku: 37.03.02 - KoHdaukToaorus

ITpodunab noaroToBKyU:_YipapieHre KOMMYHUKAIUAMM: IEPETOBOPHI U NOCPEJHUYECTBO
KBammdukanus BbITyCKHUKA: OaKanaBp

dopma obydeHust: 0UHOe
SI3bIK OOyUEeHMS: PYCCKMiA
Ton Havasa 00yueHus1 mo oOpa3oBaTesibHOMN nporpamme: 2021

OcBoeHye JUCLUIUIHBL (MOYJIs1) MIPeAoaraeT HCIOJIb30BaHKE CIEAYIOIIEro IPOrpaMMHOrO 00ecreueH s 1
MH(POPMALIMOHHO-CITPABOYHBIX CHCTEM:

Oneparmonnas cucrema Microsoft Windows 7 Ipodeccnonansaast wim Windows XP (Volume License)

IMaket ocucHoro nporpammuoro odecrneuenust Microsoft Office 365 nnu Microsoft Office Professional plus 2010
Bpayzep Mozilla Firefox

Bpayzep Google Chrome

Adobe Reader XI umu Adobe Acrobat Reader DC

Kaspersky Endpoint Security ains Windows

Y4ebHO-MeToqruecKas JIMTepaTypa Uit JaHHOW JUCIUTUIMHBI UMEETCS! B HAJIMYUH B 3JIEKTPOHHO-OMOIMOTEYHON CHCTEMe
"ZNANIUM.COM", noctyn k kotopoii npenocrasiieH ooydaommmest. 95C "ZNANIUM.COM" conep:xuT Npou3BeaeHHs
KPYIMHENIINX POCCUIICKUX YUYEHBIX, PyKOBOJUTEJIEH FOCY JapCTBEHHBIX OPTraHoB, MperoAaBaTesiel BeIyIUX By30B CTPaHsbI,
BBICOKOKBAJIM(PUIIMPOBAHHBIX CIIEMAJIMCTOB B pa3IuuHbIX cpepax 6uzHeca. Ponp 6ubmmorekn chopMrpoBaH C yIeTOM BCEX
M3MEHEHNI 00pa30BaTeNIbHBIX CTAH/IAPTOB 1 BKJIIOYAET YIeOHNKH, YUeOHbIe TOCOOuSs, yUeOHO-METOANYECKHE KOMILIIEKCHI,
MoHorpacuu, aBTopedeparTsl, JUCCEPTALUN, SHIUKIONENH, CIOBAPH U CIIPABOYHNKH, 3aKOHOAATEIbHO-HOPMAaTUBHBIE
JOKYMEHTHI, CIIeLIaJIbHbIE TIEPHOINYECKUE U3AaHUS U U3aHN, BHITyCKaeMble M3/1aTeIbCTBaMU By30B. B HacTosiee BpeMs
3BbC ZNANIUM.COM cooTBeTcTBYeT BCeM TpeOoBaHUSIM (hefiepalIbHBIX TOCYJAPCTBEHHBIX 00pa30BaTeIbHBIX CTAHJAPTOB
Bhiciiero oopasoanust (PI'OC BO) HOBOTO MOKOJICHUSI.
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