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Pacnucanue 3aHATHH JUCHHUILINHBI

®.1.0. npenojasa- AyautopHble 3aHATHA | [Ipuém MecTo pa6oThI

TeJien JeKIUH npaKTHYecKue CPC npenojasareJid

3anaTusa, KCP

Amonosa /I.C. 3kypc MTA 1 | ----------- PTCY, kadenpa
MTb MEeHeIKMeHTa U
MapKeTHHT3, 326
Kab., 2126 Kab.

MlapunoB ®. |  ------------ PTCY, kadenpa
MeHe)KMeHTa U
MapKeTUuHra, 326
Kao.

1. HEJIN U 3AJIAYU U3YUEHUSA JUCIUIIJIMHBbI

N3yuenne maHHOW JUCHUIUIMHBI HAlEleHo Ha (opMupoBaHue Yy OakagaBpoB
TEOPETUYCCKUX 3HAHUN U TIPAKTUYECKUX HABBIKOB TI0 JICIONIPON3BOICTBY.

OObekTamMu PO ECCHOHATBHON JISATSIIEHOCTH BBITYCKHUKOB SIBIIICTCS YUET IITATHBIX H
BHEINTAaTHBIX  COTPYJHUKOB  KOMITAHHH, JOKYMEHTOOOOPOT  TpPYAOBOH  JAESATEIHLHOCTH
COTPYJTHHKOB, POTAIHsI KAJIPOB M UX OOyYICHHE.

1.1. Heab u3yvyeHusi v CHUININHBI

Lenpto ocBoeHUs TUCHUILIMHBL «/lenonmponsBoAcTBo» sBIsSeTcs (OpMHUpPOBAHHE Y
OyIdymMX CIEHUATNCTOB TEOPETUYECKUX 3HAHMM M MPAKTUYECKUX HABBIKOB MO OBJIAJCHHUIO
HCKYCCTBOM Pa0OTHI C JOKYMEHTAMH M TEXHOJIOTUSM UX COCTaBJICHUS, T.€. MOJTY4eHHUE 3HAHUI O
KauyeCTBEHHOM JICJIONPOU3BOJACTBEHHOM OOECHEUEHUU JEATEIbHOCTH KaJApOBOM  CIY>KOBI
OpraHM3alii U MPAKTUYECKUX HABBIKOB I(PPEKTUBHON OpraHu3aluu paboThl C JOKYMEHTAMH.
[Ipy v3ydeHun NaHHOM AMCUMIUIMHBI HEOOXOJMMO YMETh COYETaTh CHCTEMHbIE 3HAHUS B 001acTd
YIIpaBJICHUS U MPAKTUYECKHE HaBbIKU PYKOBOJICTBA.

1.2. 3apaum u3ydeHusi AMCUUNIMHBI

OcHoBHas 3agaya Kypca 3aK/IIO4aeTcs B U3YyYECHHUH OCHOB JICJIONPOM3BOJCTBA U
JOKYMEHTOOOOpoTa Kak (YHKIUU YOpaBlIEHUS, B YACTHOCTH, MpPEAbSIBISEMble OCHOBHBIC
TpeboBaHusg K  OQOPMJICHHIO  JIOKYMEHTOB,  JIOKyMEHTUPOBAHHME  OpPraHU3aIMOHHO-
pacnopsaUTEeNbHON e TeIbHOCTH, COCTaB U O(QOPMIICHHE JOKYMEHTOB IO JIMYHOMY COCTaBy,
HOMEHKJIaTypa Jen, ux ¢GopMupoBaHHE U OQPOPMIICEHHE, COCTaBJICHHE JEJIOBBIX IHCEM BO
BHEITHEAKOHOMUYECKOW JEATEIbHOCTH U T.J. 3aJaydl JUCHHUIUIMHBL (HOPMYTUPYIOTCS B
cooTBeTcTBUU ¢ TpeboBanusmu OI'OC, npeabsaBiasieMbIMU K KOMIETEHIIUSIM 00Yy4aromerocs.

1.3. B pesynbrare u3yudyeHHUS NAHHOW ITUCHMIUIMHBI Y OO0y4arommuxcsi (OpMUPYIOTCS
cienyomue kommnereHuu (oOmiekyiabTypHbie - OK, oOmenpodeccuonansubie - OIIK u
npodeccuonanbpHbie — [1K).

Taoauma 1.
Nuan HasBanmue IInanupyemsle pe3yJbTaThl 00y4eHHA POC
KaTOop
OIIK-2 | OIIK-2. CnocoGHOCTh NOIIK 2.1 - 3HaeT MeTo 161 cOopa, 06pabOTKH 1 pedepar,
OCYIIECTBIATH cOOp, aHaJn3a JJaHHBIX, HEOOXOIUMBIX JUISl peLIeHUs MUCbMEH
00paboTKy U aHAU3 YIIpaBJIEHYECKHX 33]1a4 U COBPEMEHHbIE Hast
JTAHHBIX, HEOOXOUMBIX | MHTEJUIEKTYaJbHO-IIOUCKOBBIE CUCTEMBI, pabora,
JUISL peLeHus HOIIK 2.2 - ymeer BbIOUpATh U UCTIOJIB30BATh 9CCE

IIOCTaBJICHHBIX AICKBATHLIC COACPKAHUTO HpO(l)eCCI/IOHaJ'ILHLIX
YIIPABJICHYCCKUX 3a1aY, C | 3ada49 MCTOIbI O6pa6OTKI/I M aHaJIM3a JaHHBIX, a
HCIIOJIb30BAHHEM TAKXKC MMPOBOJUTHL CTATUCTUYCCKYIO 06p8.60TKy n




COBPEMEHHOTO UHTEIUICKTYalIbHBIN aHaIU3 HH(pOpMaLuH,
WHCTPYMEHTapus U HE0OX0IMMOMH ISl TPUHSTHS 000CHOBAHHBIX
MHTEIUICKTYaJIbHBIX OpraHU3alOHHO-YIIPABJICHYECKUX PELLIEHUI.
nH(pOPMAIIMOHHO-
AQHAJIMTHYECKUX CUCTEM
OIIK-5 | OIIK-5. CiocoGHOCTB HOIIK 5.1 - 3Ha€T COBPEMEHHBIC pedepar,
HCII0JIb30BATh IIPU UH(POPMALMOHHBIE TEXHOJIOTHH U BO3MOYKHOCTH MUCHMEH
pereHnn WX IPUMEHEHHS IS PEHICHUS Has
npoheccHoOHaTBHBIX npoeCCHOHATBHBIX 3a7a4 pabora,
3a/1a4 COBpEMEHHbIE NOIIK 5.2 - 3HaeT 0OCHOBaHHBIE HA IIU(PPOBBIX OCCE
WH(pOPMAIMOHHEIE TEXHOJIOTUSX OM3HEC-MOJIENH
TEXHOJIOTUHU U NOIIK 5.3 - 3naer konuenuuu «uTepuer
porpaMMHbIe cpeAcTBa, | Bemei» (Internet of things), «unycTpus 4.0%»
BKJIIOYAs yIIPaBIICHUE (Industry 4.0), «Jloructuka 4.0» (Logistics 4.0)
KPYIHBIMH MaCCHUBAMHU NOIIK 5.4 - cnocobeH ucIoib30BaTh
JTAHHBIX U UX IPOTPaMMHBIE TIPOTYKTHI JUTsl pEIIeHUS
WHTEIUICKTYaIbHBIN npodeccuoHanbHBIX 3a7a4 (IporpaMMHOE
aHaJu3. obecrnieueHue, o0IauHble CEPBUCHI).
HOIIK 5.5 - ciocobeH BbIOUpaTh a/leKBaTHbBIE
poQeccroHaAbHBIM 33/1a4aM MpoTrpaMMHbIe
TIPOIYKTHI
HOIIK 5.6 - cnoco0eH oLieHUBaTh
BO3MOYKHOCTH U 11€71€CO00Pa3HOCTh
UCIIOJIb30BaHUs HU(PPOBBIX TEXHOJIOTHI B
JeSITeIbHOCTH OpraHu3aluu
HOIIK 5.7 - crtoco0€eH UCIIOIB30BaTh IS
perieHus npodeccuoHalbHbIX 3a7a4
COBPEMEHHbIE HU(POBBIE TEXHOJIOTUN U
POrPaMMHBIE MPOTYKThHI
OIIK-6 | OIIK-6. CrtocoOHOCTB HOIIK 6.1 - cnocobeH BeIOUpaTh aJieKBaTHBIE pedepar,
MMOHUMATbh TPUHIIUITBI npodeccuoHanbHBIM 3a/1a4aM POTrPaMMHbIE MUCbMEH
paboThl COBPEMEHHBIX MPOIYKThI Hast
MH(POPMAITMOHHBIX HOIIK 6.2 - ciocoOeH o1ieHUBaTh BO3MOKHOCTH pabora,
TEXHOJIOTUI 1 U 11€71€CO00Pa3HOCTh UCIIOJIb30BaHUS ITU(POBBIX 9CCE
WCIIOJIb30BaTh UX IS TEXHOJIOTUH B IEATEIBHOCTH OpPraHu3aluu
pelieHus 3aaa4y HOIIK 6.3 - crtoco0eH UCIoIb30BaTh I
npodeccruoHaIbHON pelieHus npodeccuoHanbHbIX 3a71a4
JeSITeNbHOCTH COBpEMEHHbIE LU(POBBIE TEXHOJIOTUU U
POrpaMMHBIE TPOTYKTHI.

Jns hopMupoBaH¥s BBIILIEYKA3aHHBIX KOMIIETEHIIMI B paMKaX JUCIUILTHHBI «Jlelompon3BOICTBO»
MIPUMEHSIOTCS pa3IMuHble (POPMBI U MeTOAbl — Jiekiuu, npakruueckue u KCP, pemenue 3anay,
MOATOTOBKA JOKIAI0B, pedeparoB, AUCKYCCHH, JEIOBBIE HWIPbI, MO3TOBas aTaka, TEKyIlas
caMoCTOsITeNIbHAsA paboTa, KOTOpask OCYLIECTBISIETCS PEIIEHHEM TECTOB M CUTYAallMOHHBIX 33134
M0 COOTBETCTBYIOIIEH TeMe, IOrOTOBKOM pedepaToB, KOHCTIEKTHPOBAHUEM OTAEIBHBIX TEM.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OITOII

JucuuninuHa «Jlenonpou3BOACTBO» U3Y4aeT OCHOBHBIE IIOHSATHS M AaCIEKThl HABBIKOB
OpraHu3aliii M BEAEHUS JEJONpPOM3BOJCTBA B COBPEMEHHBIX OpraHum3auusx, Qupmax u
koMraHusax. CTyaeHTaM, M3y4yaloUluM JaHHYI IJUCLMIUIMHY, KpOME IPYTMX 3KOHOMHYECKHX
JTMCUUIUIMH, HEOOXOIMMO 3HaTh OCHOBBI MEHEPKMEHTA, HHHOBALIMOHHBIA U MPOU3BOCT BEHHBIH
MEHEJKMEHT, MapKeTHHT U JIp., TaK Kak 0e3 NpHoOpeTeHns STUX 3HaHUI HEBO3MOXKHO OBJIAJIETh




O0COOCHHOCTSIMH BEJICHMs JIEJIONPOU3BOJICTBA B KOHKYPEHTOCIOCOOHOW opraHu3anuu. OHa
otHocuTcsi K jucnuiuinHaMm 1o Bbioopy (B1.0.27) wnanpaBnenus noaroroku 38.03.02
«MeHeDKMEHT» U M3ydaeTcsl B 6-M cemecTpe O4HOro oOydeHus. JlMcUuIUIMHA HalpaBlieHa Ha
(dopmMupoBaHue y 00yJarOIIMXCsl TEOPETUUECKUX 3HAHMM U MPAKTUYECKUX HABBIKOB B 001acTH
IE€TONPOU3BOICTBA, OHA JIOTMYECKM U COJEPXKATEIBHO METOJUYECKH B3aMMOCBS3aHA C
IMCUMIUIMHAMHY, YKa3aHHBIMH B HIDKECIIETYIOIel Tabuie.

Tadauna 2.
Mecto
Ne Ha3BaHue AMCUUILIHHBI Cemectp AUCUMUIIUHBI B
crpykrype OIIOII
1. | Teopus opranuzanuu 1 b1.0.17
2. | I'ocynapcTBeHHOE M MYHHIIMIIAIBHOE YIIPABIICHHUE 1 51.0.16
3. | DxoHOMHUYECKasi TEOPHS 1-2 b51.0.06
4. | YUenoBedeckoe pa3BUTHE 2 b1.B.JZ1B.01.02
5. | N'ocynapcTBeHHas cTaTUCTHKA 2 51.0.18
6. | Ilcuxonorus (BkIro4ast 1e(h)eKTOIIOTHIO) 2 b1.0.11
7. | UndopmanroHHble TEXHOJIOTHUN B ITpOodeccnoHanbHOM
3-4

ESITEIILHOCTHA b1.0.15
8. | O3HakomHTETbHAS MPAKTHKA 4 b2.0.01(Y)
9. | OCHOBBI MEHEIKMEHTA 4-5 51.0.23
10. | YpaBneHne 4e0BeYECKHMH PECypcaMu 5 b51.0.26
11. | Texnomoruveckas (IPOEKTHO-TEXHOJIOTHYECKAs) 6 b2.0.02(I1)

IIPAKTHKA
12.| MeTtoapl IPUHATHS YIIPABJICHUYECKUX PEIICHUI 6-7 b1.B.10

[Ipn ocBOeHWMW JaHHOW TUCITUIUIMHBI HEOOXOJMMBI YMEHHS M TOTOBHOCTH («BXOJIHBICH
3HaHUs) oOydvaromerocs no aucuurumaaM 1-10, ykazanubeix B Tabmune 2. Jucrummasl 11-12
M3YYAIOTCS MapaJlIC)IbHO C JJAHHOW JTUCITUIUIMHOM («BXOIHBIC TapalICIbHBIC) 3HAHHMS).

3. CTPYKTYPA U COAEP) KAHUE JUCIHUIIJIMHBbI

O0beM TUCHUILIMHBI U1 O4HOM (GOpMbI 0O0YyUYEHHS COCTABIIAET 4 3aYETHBIX €AUHMUII, BCETO
144 qacoB, u3 KOTOPBIX: JEKIIUU — 24 yaca, mpakTudeckue 3auatus — 12 gacoB, KCP — 12 gacos,
camocTosTeNbHas paboTa — 42 yaca, KOHTPOJb — 54 4Jaca.

DK3aMeH — 6-i1 cemecTp

3.1. CTpykKTypa U cojepkaHHe TeOPeTHYECKOH YacTH Kypca

Tema 1. Baeaenue. /le1onpou3BoacTBo Kak GyHKIUA ynpaBjiaeHus (4 4.).

OCHOBBI  JIETIONIPOM3BOJICTBA M JOKYMEHTooOopoTa Ha mpenmpustud. [lonstus
«ymnpaBlieHue», «UHpOpMaIUsIy, «IeTONPOU3BOACTBO», «JIOKYMEHT», WX B3aUMOCBS3b U
paznuuug. OpraHu3auus UCXOAALIMX U BHYTPEHHUX IMOTOKOB JOKYMEHTOB. 3HaueHue
JEONPOU3BOACTBA B  OCYIIECTBICHHHM Ipolecca ympaBieHus. Hcrtopuss pa3Butus
JIeIOTIPOU3BOCTBA. DTAllbl Pa3BUTUS JEIONPOU3BOCTBA U UX XapaKTEPUCTUKA.

Tema 2. OcHOBHbIE TPeOOBaHUA K 0)OPMJICHUIO TIOKYMEHTOB (4 4.).

OcHOBHBIE TOJOXKEHHS MO0 JOKYMEHTHUPOBAHUIO yIpaBIeHUECKOW aedarerabHocTH. CucTema
nokymeHnTauu. Peksusut. Kiaccudukanus JOKyMeHTOB 10O pa3NUYHbIM npu3HakaM. CBOHCTBA U
¢byHkuuu gokymeHToB. lOpujnuyeckasd cusa konui. PyHkuuMM JAokyMeHTa. CrocoOsbl
IoKyMeHTupoBaHus nHpopmanuu. CpeACcTB JOKYMEHTUPOBAHUS.

Tema 3. JloKkyMeHTHPOBaHHME OPTraHNU3AIHOHHO-PACTIOPSAAUTEILHON e TeIbHOCTH (4 4.)

Opranuzanus W BeldeHHe JenonpousBojcTBa. CraHmapTu3anuss W yHUUKaLUS
JNIOKyMeHTOB. OpraHu3alioHHas JIOKyMEHTalus. PacrmopsauTenbHble  JAOKYMEHTHl U
0COOCHHOCTH WX  odopmieHus. MHPopMaMOHHO-CTIPAaBOYHBIE  JOKYMEHTHI M HX
XapaKTepUCTUKH. JIOKyMEHTHpOBaHUE JEeSTebHOCTH KOJUIErHaabHBIX opraHoB. [IpoTokon,
€r0 Pa3HOBUIHOCTH, BBIMMUCKH U3 MMPOTOKOJIA.

Tema 4. CocTaB n opopmileHHE JOKYMEHTOB 10 JIHYHOMY cOCTaBy (4 4.).
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[Ipouienypa 1OKyMEHTaIMOHHOTO O(GOpPMIICHUS NpH npreMe Ha padoTy. JloxkymeHnTtamus no
JUYHOMY COCTaBy M €€ cocTaBiisitouiue. KaapoBble TOKYMEHTHI M HX OCOOCHHOCTH. Bumbl
JOKYMEHTOB II0 JMYHOMY COCTaBy M IOPSAJOK MX 3amojHeHud. JInuHoe neno u ero cocras.
Opranmzanus  pabotel ¢ jgokymMeHTamMud.  OCHOBHBIMH  MpaBUJIAMHU  OpraHU3aIUU
IOKyMeHT000opoTa. OcOOEHHOCTH yIpaBIeHHs JOKYMEHTAIEH MepcoHaa npeInpusTus.

Tema 5. Homenknarypa aes, popmupoBanue u opopmiienue e (4 4.).

Homenknarypa nen. HomeHksaTypa Jen opraHusdanuu (yupexzaenus). Ilopsaok
COCTaBJICHUS U YTBEPKJIEHUSI HOMEHKIIATyphl Aes. Cpoku XpaHeHus Aen U JokymMeHToB. [IpaBuna
dopmupoBanus u opopmienus nein. [lopsagok popMUpoBaHus, XpaHeHUS U 0QOPMJIEHUA JeJl.

Tema 6. /le10BbIe NMCHbMA BO BHEIIHEIKOHOMUYECKOM JesTeJIbHOCTH (4 4.).

3HaueHue U BUJBI JEJOBBIX MHCEM BO BHEIIHEIKOHOMMYECKOHN JesTeNbHOCTH. JlenoBbie
McbMa U UX 0coOeHHOCTH. TpeGoBaHus K O(QOpMIIEHHIO OJIAHKOB M MX TJIABHBIN PEKBU3UT.
OcHoOBHbIE IIPaBUJIA COCTABJICHUS TEKCTOB BHEITHEAKOHOMHYECKUX MuceM. CTUIIb U coiepKaHKe
JIEIOBOTO MHUChMA.

3.2 CTpyKTypa U colep:kaHue NMPAKTHYeCKOH YacTH Kypca

3ansTue 1. le1onpon3BoacTo kak GpyHknus ynpasjenus (2 4.).

1. OcHOBBI 1€T0TIPOU3BO/ICTBA U IOKYMEHTOOO0OPOTA HA MPEANIPUSITHH.

2. 3Ha4YeHUe ICTONPOM3BOJICTBA B OCYIIECTBIICHUH MPOIIECCA YITPABICHHS.

3. enonpou3BoACTBO KaK QYHKIUS yIIPaBICHHUS.

3ansatue 2. OcHOBHBIE TPeOOBAHUS K 0(pOPMIIEHHIO JOKYMEHTOB (2 4.).

1. OcHOBHBIE MOJIOKEHUS 110 TOKYMEHTUPOBAHUIO YIPABIEHYECKON JESTEIbHOCTH.

2. Knaccugukarysi TOKyMEHTOB TI0 Pa3JIMYHBIM MTPU3HAKAM.

3. OcoGenHocTH 0POPMIIECHHUS JOKYMEHTOB.

3ansiTue 3. JJOKyMeHTHPOBAHUE OPraHU3AIMOHHO-PACTIOPAAUTEIHLHOM 1eATEIbHOCTH

(2 u.).

1. Opranu3zaius u BeACHUE JEI0NPOU3BOJICTBA

2. OpranuzanyoHHas JOKyMEHTaIHSI.

3. PacniopsiiutenbHble TOKYMEHTBI

3anstue 4. CoctaB u opopmiieHHE TOKYMEHTOB 10 JHYHOMY cOCTaBYy (2 4.)

1. ITpoueaypa JOKyMEHTAIMOHHOTO O(OPMIIEHUS IIPU IIpHEME Ha paboTy.

2. Busibl TOKyMEHTOB 1O JUYHOMY COCTaBY U MOPSIOK X 3aMOJHEHHUS.

3ansTue 5. Homenkiarypa nei, popmupoBanue u ogpopmiienne e (2 4.)

1. Homenknarypa gein.

2. ITopsimok cocTaBiaeHUS U YTBEPKACHUS HOMEHKIATYPHI JIe.

3ansitue 6. /lesioBble IMCHbMA BO BHEITHEIKOHOMUMYECKOI1 eATeIbHOCTH (2 4.)

1. 3HaueHue 1 BUJIBI JICTIOBBIX TUCEM BO BHEITHEOKOHOMHUYECKOU AeSITeTbHOCTU

2. TpeboBanus k 0(hopMIICHHIO OJJAHKOB

3.3 Crpykrypa u cogep:xxkanne KCP

3anstue 1. Jle1onpou3BoacTBo kKak GyHKUMsA ynpapjieHus (2 4.)

1. 3HayeHue NeNONPOU3BOJICTBA B OCYIIECTBICEHUHU MPOIIEcCca YIPaBICHUS.

2. Ucrtopus pa3BUTHS AETONPOU3BOJICTBA.

3ansaTne 2. OcHOBHBIC TPeOOBaHUs K 0)OPMIICHUIO JOKYMEHTOB (2 4.)

1. CoiicTBa 1 (PyHKIIMU JOKYMEHTOB.

2. CriocoObl TOKYMEHTHPOBaHUS MH(POPMAIUH.

3ansaTue 3. JlokyMeHTHPOBaHHME OPraHU3AIMOHHO-PACTIOPSAANTEILHOM 1eSITeTbHOCTH

2u4)

1. UHpopMamOHHO-CIIPAaBOYHBIE JOKYMEHTHI

2. JIokyMEHTHpOBaHHE JEATEIbHOCTU KOJUIETHAIBHBIX OPraHOB

3ansTue 4. Oprann3anusi padoThl ¢ JOKyMeHTaMH (2 4.)

3ansarue 5. [IpaBuna popmupoBanusi u opopmiieHus e (2 4.)

3ansaTue 6. OCHOBHBIC IPABUJIA COCTABJICHUS] TEKCTOB BHEITHEIKOHOMHYECKHUX MK CEM
(24.)
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Tao6auua 3.

Pa3nen
JTUCIHUIIINHBI

Buabl yueoHoii
padoThl, BKJIIOYast
CaMOCTOSITEILHYI)
padoTy CTy/1eHTOB

U TPY0€MKOCTh
(B yacax)

Jlureparypa

KoaunuecTrBoO
02JJIOB B
HeaeJa10

CEMECTP VI

Jlek. | IIp. | KCP

Tema 1. [lesonpou3BoacTBO Kak
(pyHKIHMs ynpasJieHUs!

1.1. OCHOBBI AEJIONIPOU3BOJICTBA U
JTOKYyMEHTO00OpOTa Ha

TIPS ATIPUATHI

Tema pedepara. OCHOBBI
JIeIONIPOU3BOICTBA U
JIOKyMEHTO00O0pOTa Ha

TP ANPUATHI

2 2

1,2,5,7

12,5

1.2. 3HaueHue JIEJIOMPOU3BOJICTBA B
OCYIIIECTBJICHHUH ITpoIiecca
yIpaBJICHUS.

1.3. Ucropus pa3Butus
JIeIONIPOU3BOICTBA.

Tembl pedeparoB. 3HaueHue
JIeJIONPOU3BO/ICTBA B
OCYILIECTBIICHUH Tpoliecca
ynpasieHus. Mcropus pa3BuTus
JIeJIONPOU3BOICTBA.

1,2,5,7

12,5

Tema 2. OcHOBHbBIE TPeOOBAHUS K
0(pOpPMJIEHUIO TOKYMEHTOB.

2.1. OcHOBHEBIE MOJIOKEHHUS 110
JOKYMEHTHPOBAHHIO
YIIPaBJICHYECKOH JIEATETLHOCTH.
2.2. Knaccudukanus J10KyMEeHTOB
10 Pa3JIUYHBIM IIPU3HAKAM.

Tembl pedepaToB. OCHOBHBIE
MOJIOYKEHHSI TI0 TIOKYMEHTHUPOBAHHUIO
YIIPaBJICHYECKOH JIEATETLHOCTH.
Knaccudukarus J0KyMEHTOB 10
pa3IMYHBIM MPU3HAKAM.

1,2,57

12,5

2.3. CpoiicTBa U GYHKIIUH
JOKYMEHTOB.

2.4. Crioco0Obl TOKyMEHTHPOBAHUS
uHpopMaIuu

Tembl pedepaToB. CBoiicTBa u
¢GbyHKIMU 10KyMeHTOB. CriocoObI
JOKYMEHTHPOBaHUS MH(OpMaIIH

1,2,5,7

12,5
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Tema 3. /lokymeHTHpOBaHHUe
OpraHHu3alOHHO-
pacnopsiAuTe/IbHOM 1esITeJIbHOCTH
3.1. Opranusainus u BeieHHE
JIEIONIPOU3BOICTBA

3.2. Opranu3anuoHHas
JTOKYMEHTAITHSL.

3.3. PacniopsinutensHbIe TOKYMEHTHI
Tembl pedepaToB. Opranuzanus u
BEJICHUE JIETI0NPOU3BOJICTBA.
Opranu3anuoHHast JOKyMEHTAIIHS.
PacrniopsiiuTennbHbIe JOKYMEHTHI.

1,2,4

12,5

3.4. IadopmaIiioHHO-CIIPaBOYHBIC
JTOKYMEHTHI

3.5. JlIokyMeHTHpOBaHHE
TEeSATETPHOCTH KOJUIETHATBHBIX
OpraHoB

Tembl pedepartos.
NudopmanmonHo-cripaBouHbIE
JTOKYMEHTHI. JIoKyMEHTHpOBaHHE
JEeSITEeTPHOCTH KOJUIETHATBHBIX
OpraHoB

1,2,4

12,5

Tema 4. CoctaB u opopmiieHune
AOKYMEHTOB 110 IHYHOMY COCTaBY
4.1. IIpouenypa
JOKYMEHTAI[MOHHOTO 0(OopMIIeHUs
Mpu TIpreMe Ha padoTy.

4.2. Buapl JOKyMEHTOB I10 JJTHYHOMY
COCTaBY U MOPSAOK UX 3aMOJTHEHUS
Tembl pedeparoB. IIpouenypa
JOKYMEHTAI[MOHHOTO 0(OopMIIeHHUs
pH npueme Ha paboty. Bujsl
JOKYMEHTOB 10 JIMYHOMY COCTaBY U
MOPSIJIOK UX 3aMOJIHEHUSI.

1,2,3,4,5

12,5

4.3. Opranusaiys paboThI C
JOKYMEHTaMHU

Tema pedepara. Opranuzauus
paboThI C JOKYMEHTaMH

1,2,3,45

12,5

Tema 5. Homenkiarypa ae,
¢opmupoBanue u opopmiieHne
aeJ

5.1. Homenknatypa nenn.

5.2. ITopsiaok cocTaBieHus: U
YTBEPKJICHUSI HOMEHKJIATYpPbl JEI.
Tembl pedepaTos.
Homenxknarypa nen. Iopsanok
COCTaBJICHUS U YTBEPKIACHUS
HOMEHKJIaTyphI A€l

1,2,5

12,5

10.

5.3. [IpaBuna GpopmMupoBaHus U
odopmieHHs Jed.

Tema pedepara. IlpaBuiia
(dhopmupoBanus © 0OPMIICHUS JElT

1,2,5

12,5




11. | Tema 6. [IesioBBIE MUCHEMA BO
BHEIIHEIKOHOMUYECKOM

JCATCJIbHOCTH

JACATCIBHOCTH

OJIAaHKOB

6.1. 3HaueHue ¥ BUIBI JEJIOBBIX
IHICEM BO BHEIITHEIKOHOMUYECKON

6.2. TpeboBanus K 0POPMIICHHUIO

Tembl pedpepaToB. 3HaueHHE U
BH/JIBI JICJIOBBIX IMHCEM BO
BHEIIHEIKOHOMUYECKOM
nestenbHOCTH. TpeboBaHus K
0hopMIIEHHIO OJIAHKOB.

1,2,6

12,5

12. | 6.3. OcHOBHBIE TTpaBHIIa
COCTaBJICHUS TEKCTOB
BHEIIHEIKOHOMHYECKUX TTHCEM
Tema pedepara. OcHOBHBIE
MIpaBHJIa COCTABJICHUS TEKCTOB
BHEIIHEIKOHOMHYECKUX TTHCEM

1,2,6

12,5

Hroro: gek. — 24 4., npak. — 12 4., KCP — 12 4., PC — 42 4., koHTp. — 54 4. Bcero — 144y.

Tab6auua 4.
DopMBbI KOHTPOJISI U KPUTEPUH HAYNCTEHHS 0AT0B
AKTHBHOE y4acTHe Ha CPC
y AKTHBHOE Hanucanune AJIMHHHC bann3a
JeKIMOHHBIX . .
ARSI THSX. HAIICAHIe y4yacTtue Ha pedepara, TPATUBHBIA | PyOeKHbIN
Heneasn i NMPaKTHYeCKUX | JIOKJIajaa, dcce, 0aJL1 3a ) | Bcero
KOHCIEKTa U
(ceMUHApPCKMX) | BbINOJHEHHE | NMPUMEPHOE | UTOTOBBIN
BbITIOJIHEHH E IPYTHX
3anaTuaXx, KCP | npyrux BuaoB | moBeleHHE | KOHTPOJIb
BHJIOB padoT
padot
1 2 3 4 5 6 7
1 R - - - - -
2 1 1 1 - - 12,5
3 1 1 1 - - 12,5
4 1 1 1 - - 12,5
5 1 1 1 - - 12,5
6 1 1 1 - - 12,5
7 1 1 1 - - 12,5
8 1 1 1 - - 12,5
9
(HepBHI/IV 10 10
pyOeKHBIN
KOHTPOJIb)
ITepBbIit 7 7 7 - 10 31
peiTHHT
10 1 1 1 - - 12,5
11 1 1 1 - - 12,5
12 1 1 1 - - 12,5




13 1 1 1 - - 12,5
14 1 1 1 - - 12,5
15 1 1 1 - - 12,5
16 1 1 1 - - 12,5
17 1 1 1 - - 12,5
18
(BTOpOI/IU 10 10
PyOSKHBIN
KOHTPOJIb)
Bropoii 8 8 8 5 10 39
peiTHHT
UTOI'OBBIA KOHTPOJIb (3k3ameH) 30 30
UTOIO: 15 15 15 5 20+30 100

VY4eOHO-METOINYECKOE

4. YYEBHO-METOANYECKOE OBECIIEYEHHUE

CAMOCTOSTEJBHOM PABOTHI OB YUAIOIIUXCSI

olecrieuenne

CaMOCTOSITENIbHON ~ paboThI

JIMCITATUTAHE «/]eTonpon3BOICTBO BKITIOYALT B Ce0s CIICIYIOIIHE Pa3eiibl.

oOyJarommxcsi 1o

1. ITmas-rpadmK BHITIOJTHEHHMSI CAaMOCTOSITEIIEHOM paboThI 1O JUCIMIUTMHE, B TOM YHCIIE TIPUMEPHBIE
HOPMbI BPEMEHH Ha BBIITOJTHEHHUE M0 KAKIOMY 33JIaHHUIO.

2. XapakTepuCTUKY 3aJlaHWi UIi CaMOCTOSTEIBHONW pabOThl OOYJAIOIMXCS M METOIUYECKUE
PEKOMEHIALINHU IO UX BBITIOJIHEHUIO.

3. TpebGoBaHus K MPEACTABICHUIO U 0(OPMIICHHIO PE3YIHTATOB CAMOCTOSATEIHLHOM pabOTHI.

4. Kpurepru OIIEHKH BBITIOJTHEHHSI CAMOCTOSITEIBHOM PabOTHI

Ta6auna S.
Ili1an-rpaguK BbINOJHEHHS CAMOCTOSITEILHONH PadoThI N0 JUCHHUILIUHE

Oo0neMm

®DopMa 1 BUJ

NeNe €3yJIbTATOB ®opma
CPC, Tema CPC pesy y P
n/n B uac CaMOCTOSITETBbHOI KOHTPOJIs
j padoThI
OCHOBBI J€IONIPOU3BOACTBA U 0
HpOC, 3alUTa
1. 6 JTOKYMEHTO00OpOTa Ha 3CCE pOc, 3aluiTa
CBOMX MO3HLIUH
PEANPUATHH.
€JI0MPOU3BOJICTBO KAK KLU BricTymuieHue,
2. 6 A p a ymxn [TuceMenHas pabora y
YIIPaBJIECHUSA obcyxaeHue
OcHoBHbIE TpeOOBaHUS K
3. 6 p Hokinaz Ormpoc
0(OPMIICHHIO IOKYMEHTOB
JloxymeHTUpOBaHuE
OpraHu3auoHHO- Brictynnienue,
4, 6 P H . [TuceMennas pabora y
pacnopsiAUTENbHON o0cyxXIeHHe
JESTETbHOCTH
CocraB u oopmieHue
BricTynnenue,
5. 6 JOKYMEHTOB 110 TUYHOMY [uceMeHHast pabora
o0cyxaeHne
COCTaBy
Howmenknarypa nen,
6. 6 (dopmupoBanue u opopmieHUE Joxunaz Ormpoc
Jel
JlenoBble nmucbMa BO o
o HpOoC, 3alKuTa
7. 6 BHEITHEOKOHOMUYECKOUN OCCE poc, 3atil

JACATCIbHOCTH

CBOUX MO3HIIHI
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5. CIUCOK YYEBHO JIUTEPATYPBI 1 HHOGOPMALIMOHHO-METOJUYECKOE
OBECIHEYEHME JUCHUTLIVMHEI

5.1. OcHoBHas JquTepaTypa

1. JenompousBonactso: yuebHoe nmocodbue//l.C. AmonoBa, b.X. Pa3pikos, 1.b. PaxumoB —
Hyman6e: PTCY, 2020. — 166 c.

2. Jlenonpou3BOJICTBO [ DIEKTPOHHBIN pecypc]: YUeOHHUK U MPAKTUKYM IS
aKaJieMHUueckoro bakazaspuata. / I'pososa O. C. M: FOPAIT,2019, pexum nocrymna:
https://biblio-online.ru/

3. Kyznenos, N.H. JlokyMeHTaIMOHHOE OOECIICYCHHE YIPABICHUS U JCIOTPOU3BOICTBO:
yue6unk / U.H. Kysuenos. M.: FOPAUT. 2014. 576 c.

5.2. JlonosnuTebHAs JUTEpaTypa

4. Aunnpeena, B.U. [Ipaktuka nenonpousBojacTBa: opranusanus u Beaenue [Tekcrt]: yueo.-
MpakT. mocobue st cTyAeHToB By30B / B. . Anapeera. - M.: KnoPyc, 2006. - 268 c.

5. Makamesa, 3.M. Jlenonpon3BoAcTBO: yueOHUK i By30B. - M.: Knopyc, 2009. — 176 c.

5.3. Ilepeuennb pecypcoB HH(POPMALMOHHO-TEIEKOMMYHUKAIIUOHHOM ceTu «UHTEpHET»

6. http://www.bibliotekar.ru/sistema-upravleniya/44.htm Jlenonpon3BoacTBo.

7. http://'www.e-college.ru/xbooks/xbook192/book/index/index.html?go=part-003*page.htm
AnexceeB A.H. JlemompousBoactBo. VYueOHbI Kypc//LleHTp  AMCTaHIMOHHBIX
o0OpazoBaTenbHbIX TexHONOTHH. — M.: MUDOMuII, 2010.

6. METOIUYECKHME YKA3AHUSA 11O OCBOEHUIO IMCLHHUAITIJIMHBI

OcHoBol OOyuUeHHUS CTYACHTOB SIBIISIIOTCSI ayJAUTOPHBIC 3aHATUS — JICKIIUU, TIPAKTUUCCKUE
3aHATHS W KCP 1o wu3y4eHHI0 TEOpETHYECKMX M MPAKTUYECKHMX OCHOB, PAaCCMOTPEHHIO
KOHKPETHBIX CUTYallU, PElIEHUI0 IPUMEPOB U 3a/au.

B wactHOCTH, NeKIuu cTposTCa Ha 0a3ze colep>KaHUs U3y4aeMBbIX TeM, CTPYKTypa KOTOPBIX
yKazaHa B paszfelie COoJepXaHUs TeM JaHHOW MporpaMMbl, Ha TMPAKTUYECKUX 3aHATHUAX
MIPOBOJMUTCS OIPOC 110 3apaHee COCTABIEHHBIM KOHTPOJIBHBIM BOIIPOCAM, U3YUYEHHBIX Ha JIEKLIUAX
U CaMOCTOSITEIbHO TMOJrOTOBJEHHBIX BompocoB; B mpouecce KCP paccmarpuBatorcs u
00CY)Kat0TCsl KOHKPETHBIE CUTYallUuH, PEIIaloTCs MPUMEPHI U 3aJauu.

[lepBrie 4 yaca 3aHATUI KeNaTeIbHO YTOOBI OBLIN JIEKIIMOHHBIMU, MIOCIIE YETrO JIEKIIMOHHBIE,
npaktuueckue 3aHatus u KCP Oyayr udepenoBarh mocieAoBaTreabHO. MOXHO HNPUMEHSTh U
apyryto Gopmy MpenojgaBaHUsi — CHaydajga MPOBECTH BCE JIGKIIMOHHBbIC 3aHSATHS, a MOTOM -
npaktuueckue (cemuHapckue) 3ansatus 1 KCP.

OcHoBHas 3ajjaua MpernojaBaTess 3aKII0YaeTcs B ONPENCICHUU HampaBieHuid U (opMm
npoBeneHus: npaktuyeckoro 3aHstus u KCP, a oOydaromuecs IOMKHBI CaMOCTOSATEIBHO
paccyxaarb, oOCyXKIaTh, BECTH AUCKYCCHIO 1O KOHKPETHOW CHUTYyallUd, pelaTh MPUMEPHI U
3amaun. Habmiomas 3a yyactueMm W MOBEJICHUEM CTYICHTOB Ha mpakThueckux 3aHsaTusx u KCP,
MpernoaBaTesib CMOXKET OLIGHUTh YPOBEHb YCBOGHHMS HMH TOW WIM WHOW TeMmbl. Taike
nepuoAnYecky mnpoBoAs npaktudyeckue 3aHiaThss U KCP metomom ompoca mo KaxaIoil teme,
MIPernoaBaTeNlb CMOKET OLICHUTh YPOBEHb MX 3HAHUH, UYTO, €CTECTBEHHO, MOXKHO OYyJeT y4ecThb
MIpH MOJBEACHUN UTOTOB U3YYCHUSI CTYJCHTAMU JAHHON AUCLUTUIHHEI.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHUITIMHBI

Jlns mpernojiaBaHusl U U3y4eHHs JTUCHMIUIMHBI Ha (akyabTeTe SKOHOMHUKHU M YIPaBJICHUS
PTCY wumerorcs 5 KOMIBIOTEPHBIX KJIAccOB, KOTOpPblEe OOECHeUeHbl 3IEKTPOHHBIMU JOCKAMHU.
Kpome Toro, MOKHO BOCIOJIB30BaThCS UMEIOIIMMHUCSA TEXHUUECKUMU CPEICTBAMHU.

1. MynpTMeIMa npoeKkTop

2. DKpaH HAaCTEHHBIN

3. HTepakTHBHAs 10CKa

4. AxycTtrueckasi cucteMma

5. IlepcoHasIbHBINA KOMITBIOTEP U HOYTOYK

6. [IporpamMMHbIe cpeacTBa
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7. aTepHeT-pecypcesl

B nHagame wu3yuyeHus 1npeaMera CTyAEHTaM IPEAOCTaBISACTCS CIMCOK  OCHOBHOM
PEKOMEHIYEMON JINTEpaTyphl, a JAOINOJHMTENIbHAs JUTEparypa IAEMOHCTPUPYETCA IO Mepe
HEO0X0AUMOCTH.

Ha nexuumsx oOyuarommmcs KpaTKO M3JIaraeTcs OCHOBHOW TeopeThdyeckuid marepuai. Ha
npakTudeckux 3aHATHsAX U KCP cryneHT nosyyaeT 3afaHue ¢ yKa3aHMEM I0CIIE0BATEIbHOCTH
€ro BBIIIOJIHEHHUS, OH MOJydaeT padouyio nporpammy. CTENeHb YCBOEHHUS TEOPETHUUYECKOTO
Marepuaia, PakKTU4eCKUX BOIPOCOB M MHIMBHIYAJIBHBIX 3aJaHUM, PEIIEHUN 3a/1a4 IIPOBEPSETCS
MIPOMEKYTOYHBIM KOHTPOJIEM M 3Kk3aMeHOM. CaMocTosiTenpHas padoTa MPOBOIUTCS B BHIC
MOJTOTOBKH KOHCIIEKTOB M pedepaToB MO0 TeMaM AMCUUIUIMHBI, PACCMOTPEHHEM OTACIHHBIX
pa3aeioB, peMIEHUEM 3a1ay.

OcobeHHOCTH peajiM3alui OCHOBHOM npodeccuoHaIbHON 00pa3oBaTeIbHOI MPOrpaMMbl
AJIS1 HHBAJIN/I0B U JIMI € OTPAHMYEHHBIMH BO3MOKHOCTSIMHU 3/10POBbS

PTCY npenocraBnser unBanmuuam u junam ¢ OB3 (mo ux 3asdBlIEHHIO) BO3MOXHOCTH
00y4eHus 1o 00pa3oBaTENbHON MPOTPAMME, YIUTHIBAIOIIECH 0COOEHHOCTH UX MCUXO(DU3UIECKOTO
pa3BUTHS, WHAMBUIYalIbHBIX BO3MOXXHOCTEH W TpU HEOOXOIUMOCTH OOecreunBaromen
KOPPEKIHIO HApYIIEHUH pa3BUTHS U COLIMATIbHYIO aJalTallui0 YKa3aHHbIX JIMII.

[Ipn oOyyeHun Mo MHAMBUAYyaJIbHOMY y4eOHOMY IjaHy uMHBaiauaoB u jun ¢ OB3, cpok
OCBOEHHS 00pa30BaTeNIbHOM MPOrpaMMbl MOKET ObITh YBEIMUYEH IO UX 3asBJICHUIO HE OoJiee UyeM
Ha | TrOq TO CpaBHEHHIO CO CpPOKOM TOJNydyeHUs 0Opa3oBaHUs, YCTAHOBJIEHHBIM JUIS
COOTBETCTBYIOMIEH (POPMBI OOYUECHHUS.

OO6yuaromuecs u3 4ucia UHBATHI0B 1 Jul] ¢ OB3 10mKHBI OBITH 00ECTICYCHBI TTIEYaTHBIMHU U
(MnH) SNEKTPOHHBIMH 00pa3oBaTENBHBIMU pecypcamMu B (opmax, aJanTHPOBAHHBIX K
OTPaHUYEHUSIM HX 310POBBSI.

OneKkTpoHHOE OOy4YeHHe, NUCTAHLMOHHBIE 00pa30BaTENIbHbIE TEXHOJIOTUH, MPHUMEHSIEMbIE
npu OOy4EeHHWH MHBAJIMJOB U JIMI C OTPAHUYEHHBIMH BO3MOKHOCTSIMHU 3JI0POBbSI, JIOJIKHBI
IIpeSycMaTpuBaTh BO3MOKHOCTh ITpUeMa-Tiepeiadd MHPOPMALMU B JOCTYIHBIX JUIl HUX (OpMax.

Jlst uaBamnoB v il ¢ OB3 ycTaHOBJIEH 0COOBII MOPSIOK OCBOSHUS AUCIIUIUIAH (MO TyJIeH )
110 (hpru3nyecKoit KylIbType U CIIOPTY C YUETOM COCTOSIHUS UX 30POBbSL.

IIpu ucnosnb3oBaHMM (OPMBI WHKIFO3UBHOIO OOYYEHHUS COCTaBISETCS WHIUBHYyalbHas
IporpaMma COINpPOBOXKJICHHUA O0Opa30BaTENbHOW JEATENbHOCTH CTYAEHTa, KOTOpas MOXET
BKJIFOYATh!

- CONPOBOJKJCHUE JIEKIMOHHBIX M NPAKTUYECKUX 3aHATUH M OOpaTHBIM IEPEBOJOM Ha
PYCCKUH 5K€CTOBBIN A3bIK (U1l CTYZAEHTOB C HApyLUICHUSIMU CIIyXa);

MOCELIEHNE TPYNIOBBIX U UHAWBUYAIbHBIX 3aHATUH C IICUXOJIOTOM;

- OpraHu3alMOHHO-NEJarornyeckoe, ICUXOJIOr0-NeJarornyeckoe, MpoQUIaKTUYECKU-

03/10pOBUTEIBHOE, COLIUATBHOE CONIPOBOXKICHHUE Y4eOHOTr0 IIpoliecca H Ip.

8. OHEHOYHBIE CPEJACTBA IJIsI TEKYIIEI'O KOHTPOJIA
YCIHEBAEMOCTHU, IPOMEXYTOYHOM ATTECTAIIMUA 110 UTOI'AM
OCBOEHMA INCIIMIIJIMHBI 1 YYEBHO-METOINYECKOE
OBECIHEYEHUE CAMOCTOSITEJIBHOU PABOTHI CTYJIEHTOB
dopma UTOTOBOM aTTECTALIMU IK3AMEH
[IpoMexxyTouHbIE arTecTalu OCYILIECTBISAETCA IYTEM ONpPOCa U IMPOBEPKU IMMCbMEHHBIX
pa0or.



HTorosas cucreMa OleHOK IO erHHTHO-peﬁTHHFOBOﬁ CHUCTEME C HCITOJIB30BAHHUECM
6yKBeHHLIX CHUMBOJIOB

OueHka no Jluana3on YucieHHoe OueHka Mo TpaAMIHOHH O
OYKBEHHO#l | COOTBETCTBYIOIIUX BbIpPa:KeHH e CHCTEMeE
cHCTeMe HA0OPHBIX 0A/IJI0B OLIEHOYHOI'0
oaju1a
A
10 95-100 OTiIn4yHO
A- 9 90-94
B+ 8 85-89
B 7 80-84 Xoporio
B- 6 75-79
C+ 5 70-74
C 4 65-69
% 3 60-64 Y 10BIIETBOPUTEITBHO
D+ 2 55-59
D 1 50-54
Fx 0 45-49 He
= 0 0-a4 YIOBJICTBOPUTEIILHO

ConepkaHue TEKyIIEro KOHTPOJIS, MPOMEXKYTOUYHOW aTTeCTallud, UTOTOBOTO KOHTPOJISI
packpbIBalOTCs B (DOHIEC OICHOYHBIX CPENICTB, MPEIHA3HAYCHHBIX UISI POBEPKH COOTBETCTBUS
YPOBHS TTOATOTOBKH 10 auctuiuinae TpedoBanusim OI'OC BO.

®OC 1o AWCHUIUIMHE SBISCTCA JIOTHYECKUM MPOAODKEHHEM pabouel MmporpaMMbl
yaeOHoi nucturauabel. @OC 1o TUCIUTIIIMHE TPUIaraceTcs.
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