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1. INTAHUPYEMBIE PE3VJIBTATBI OBYYEHHUA 110 JUCHUIIJIMHE
MOAYJIIO), COOTHECEHHBIE C INIAHUPYEMbBIMHU PE3YJBbTATAMU
OCBOEHUA OBPA30OBATEJBLHOMN NPOT'PAMMBI

Hacrosmas paGouast mporpaMma AUCHUIIIMHBI YCTaHABIMBAECT TPEOOBAHUS K 3HAHUSAM U
YMEHHSIM CTY/ICHTA, a TAK)KE OMPEACIIIeT COACPIKAHUE U BUIbI YI€OHBIX 3aHATUN U OTYETHOCTH.

[Iporpamma pa3paboTana B COOTBETCTBUHU C:

» CaMOCTOSITEIHPHO YCTaHABIMBAeMbIM 0OpaszoBarenbHbIM cTaHgapToM (CYOC 3++) mo
HaIlpaBJICHUIO MOATOTOBKH (ypoBeHb OakanaBprarta):38.03.02 «MeHeIKMEHTY;

* OcHOBHOI mpodeccuoHaTbHONH 00pa30BaTENbHON MPOTrPaMMOM IO HAIPABICHUIO
rmoaroToBku 38.03.02 «MeHemKMEHT,

* YuebubM tanom MI'TY um. H.D. baymana no nanpasnenuo noarotoku 38.03.02
«MeHeIKMEHT.

[Ipy  ocBOGHWM JUCHUIUTMHBI  IUTAaHUpyeTCs  (GopMUpOBaHHE  KOMIICTCHIIWH,
npenycmorpeHHbix OIIOII Ha ocnoBe CYOC 3++ mo HampasieHuto noaroroBku 38.03.02
«MenemxkMeHT» (ypoBeHb OakasiaBprara)

Kon xomMnerenuun Doom
10 CYOC 34+ PMYJIMPOBKA KOMIIETeHIMHU
YHuBepcajabHble KOMIIETEHIIMH COOCTBEHHbIE
Crioco6eH oCyLIEeCTBIATh JIEIOBYI0 KOMMYHUKAIUIO U
YKC-4 MEXJIMYHOCTHOE B3aUMOJICHCTBUE B YCTHOW U MUCbMEHHOU (hopMax Ha
(38.03.02) rocyaapcTBeHHOM si3bike Poccuiickoit denepanuu u
MHOCTPaHHOM(BIX) sI3bIKE(aX)

Jlia kateropuil «3HaTh, yYMETb, BIAJEThb» IUIAHUPYETCS JOCTUXKEHUE pPE3YyJIbTaTOB
oOyuenust (PO), BHOCAIUMX Ha COOTBETCTBYIOIIMX YPOBHSAX BKJIaA B (QOpMHpOBaHUE
KOMIIETEHIIUH, TPEAYCMOTPEHHBIX OCHOBHOM ITpo(hecCHOHaIbHON 00pa30BaTeIbHON IPOrpaMMOi
(Tabm. 1).



Tabauna 1. Muaukatopsl JOCTHXKEHHUS] KOMIIETEHIIUN

1

2

3

Komnerennusa: xkox mo CYOC
3++, popmyaupoBka

HNuauxkaropsl

®opMBbI U MeTOBI 00y4YeHHUs1, CIOCOOCTBYIOIIHNE
(opMupOBaHUIO M PA3BUTHIO KOMIIETEHIINH

YKC-4

(38.03.02)

Crioco0eH OCyIIECTBIATh IETIOBYIO
KOMMYHHKAIUIO U
MEXJIMYHOCTHOE B3aUMOJICUCTBUE
B YCTHOM M MUChbMEHHOM (popmax
Ha rOCyAapCTBEHHOM SI3bIKE
Poccuiickoit deneparuu u
MHOCTPaHHOM(BIX ) sI3bIKe(ax)

3HATbD

- IPUHIUIIBI TOCTPOEHHUS YCTHOTO U MMUCbMEHHOTO
BBICKA3bIBAaHUS HA PYCCKOM M MHOCTPAHHOM SI3bIKAX

- IpaBUJIa U 3aKOHOMEPHOCTH JIEJIOBOM YCTHOU U
MMCbMEHHOW KOMMYHUKAIUU

YMETb

- IPUMEHSTH Ha MPAKTUKE JIETOBYI0 KOMMYHHUKAIIUIO B
YCTHOHM ¥ MHUCbMEHHOM (popMax, METOIbI U HABBIKU
JIEJIOBOTO OOIICHUS HA PYCCKOM M MHOCTPAHHOM SI3bIKaX
BJIAAETH

- HaBBIKAMHU YTEHUS U TIEPEBO/Ia TEKCTOB HA
WHOCTPaHHOM $I3bIKE B MPO(EeCcCHOHATLHOM OOIIEHUN
- HaBBIKAMU JICJIOBBIX KOMMYHUKAIIMI B YCTHON U
MUCbMEHHOU (hOopMe HA PYCCKOM U HHOCTPAHHOM
S3BIKAX

- METOJIMKOM COCTaBIICHUS CYXICHUS B
MEXJIMYHOCTHOM JICJIOBOM OOIIEHUU HAa PYCCKOM U
WHOCTPAHHOM $SI3bIKaX

Jlexkunu

CemuHapwbl

CamocrosiTesibHas padoTa

AKTHUBHbIE 1 HHTEPAKTUBHBbIE (POPMBI (METObI)
00yueHus:

o0cCyXJIeHHE MPAKTUYECKUX MTPUMEPOB Ha JIEKUUAX U
CEeMHUHapax




2. MECTO /JUCHUIIIMHBI B CTPYKTYPE OBPA3OBATEJILHOI
ITPOI'PAMMMbI

JucuuruinHa Bxomur B Onok Bl «/luctummuasl  (Moxynu)» 0Opa3oBaTelbHOM
nporpamMmel OakaaBpuara 1o HampasiaeHuto 38.03.02 «MeHemTKMEHT».

N3ydyeHne AMCUMIIIMHBI TPEANOIaraeT IpeABapUTEIIbHOE OCBOCHHME CIIEAYIOIINX
JUCIUIUIAH y4eOHOTO TUI1aHa:

— JlesoBbIE KOMMYHUKALIMH.

OcBoeHne JaHHON AMCHHUILIMHBI HEOOXOJMMO KaK MPENIIeCTBYIONEe Ul CISIYIOINX
JTUCIUILINH 00pa30BaTeIbHOM MIPOrpaMMBbI:

— VYdeTHo-aHaMUTHYECKOE oOecredeHrne Onusneca.

OcBoenne y4eOHON AUCIUILTUHBI CBS3aHO ¢ (POPMHUPOBAHUEM KOMIIETCHLIUN C Y4ETOM
Matpuilel komriereHumii OIIOIl nmns  wHanmpaBnenust (ypoBeHb OakanaBpuara): 38.03.02
MeHeKMENT .



3. OBBbEM JUCIIAIIJIMHBbI

O6mwmit 0o0beM NUCHMIUIMHBI COCTaBIseT 3 3adeTHble eauHunbl  (3.e.), 108
aKaJICMUYECKUX JacoB (81 ACTPOHOMUYECKU I gac). B TOM qucIie:
1 cemectp — 3 3.e. (108 ak.u.).

Ta6auna 2. O0bEM TUCIMIUTMHEI 110 BUIaM y4eOHBIX 3aHATHH (B aKaJeMUYECKUX Jacax)

O0BeM o cemecTpam, aKkaj. 4.
. KosnuyecTBo ceMeCcTPOB OCBOEHUSsI
Buabi yuedHoii padoTnl
Bcero JUCHUILIMHBI

1
O0beM JUCIHUIUTUHBI 108 108
AyautopHasi padora* 54 54
Jlexuuu (JI) 18 18
Cemunapsi (C) 36 36
CamocrositesbHas padora (CP) 54 54
ITpopaboTka yueOHOTO MaTepuana Jekuuii | 2.25 2.25
IToaroroBka k ceMuHapam 4.5 4.5
ITonroroBka K KOHTPOJIBHOU paboTe 6 6
[ToaroroBka pedepara 3 3
Jlpyrue Bubpl CaMOCTOSITENbHON pabOThI 38.25 38.25
Bua npomexkyTo4HOl aTTecCTALNH 3auér

*B TOM 4HCIe, B POpMe MPAKTHIECKOM MOATOTOBKH



4. COJEP)KXAHMUE JUCHUILJIMHBI, CTPYKTYPUPOBAHHOE IO MOJYJISIM YYEBHOM JUCHUIIJIMHBI C YKABAHUEM
OTBEAEHHOI'O HA HUX KOJIMYECTBA AKAJEMHUYECKHUX NJIM ACTPOHOMHNYECKHUX YACOB U BUI1OB YYEBHbBIX

SAHATUI
Taoauna 3. Coaepxanue AUCHUTUIMHBI
AKTHBHbBIE U
Buasbl 3aHsTHIT*, Yackl HHTEpaKTUBHBbIE GopMBbI Komnerenuun, Tekyluil KOHTPOJIb Pe3yJIbTATOB 00y4eHUs
TPOBe/IeHUs 3aHATHIA 3aKpeIieHHbIE 32
Ne ni/m Tema (Ha3BaHUE) MOTYJIS N
dopma npoBeaeHNus TeMoi (101 o Cpok Bannr
N | C JIP | CP P POBeL Yacel CYOC 3++) P Dopmbl (mun/
3aHATHI (Henesst)
MAaKCc)
1 cemectp
o0CyXKIeHUE KonrpomnbHas 18/30
1 [TonsiTHe U cocTaB TOKyMEHTA 6 10 0 15 Epiﬁsze;fgx 2 YKC-4 5 paGora
pHMEp HUTOIO: 18/30
JICKIUAX U CeMI/IHaan
obcyxienue KonTponbHast 30/50
) C(());Tf;iif:;e u oopMIiIeHHUE 6 14 0 71 Epilg:t;e:f:;x ’ VKC-4 12 paboTa
S puMED UTOTO: 30/50
JICKIUAX U CeMUHapax
Opranm3anms 363;1(1?:6}2;)( Pedepar 12/20
3 Z[(E)KYMGHT§O6OPOT3 6 12 0 18 HgI/IMGPOB Ha 2 YKC-4 18
JICKIUAX U CeMUHapax HTOro: 12/20
HUTOI'O 3a cemecTp 18 36 0 54 - 6 - - - 60/100

*B TOM uyHCIe, B (popMe MPAKTUUECKONH OATOTOBKH



CoaeprxkaHue JUCHMILVINHBI, CTPYKTYPHMPOBAHHOE 110 TeMaM (MOIYyJIIM)

Ne,
a/n HanmeHnoBanue MmoayJisi, cogep:KaHue Yacsl
1 «IloHsiTHE U COCTAB JOKYMEHTAa»
Jleknun 6
Jle10npoON3BOACTBO KAaK 0AHA U3 QyHKIM yIIPABJICHUS
HopmaTtuBHo-ipaBoBoe  o0ecrieueHue J1ei0npou3BojcTBa. (OCHOBHbBIE
HOHATHS: JOKYMEHT, JOKYMEHTOBEICHHE, TOKYMEHTALIMOHHOE 00ecIIeueHne

1.1 2
yopasneaus (JJOY). HopmaruBHo-mpaBoBas 06aza JIOY. Hasnauenue
I'ocynapcTBeHHOI CUCTEMBI JIOKYMEHTaLlHOHHOI'O obecrieyeHus
ynpasnenus (I'CJIOY). Knaccudukanmst 10KyMEHTOB.

Od¢opMmiieHHe peKBU3HTOB 10KYMEHTOB
YHubukauus 1 cranapTusanus Aen0oBoi gokymeHTanuu. [lonstue, BUabI
W HazHaueHWe OnaHkoB. CocrtaB, OQOpMIICHHE PEKBH3UTOB OJIaHKA.

1.2 | TpeboBanust k oOQOpMIICHUIO JOKYMEHTOB. IIpoekTnpoBaHue OJaHKOB 2
JTOKYMEHTOB opranu3zanuu. Coctas, opopmieHne, U3TOTOBJICHUE, XpaHEHNE
OankoB opranuzauud. OcoOEHHOCTH SI3bIKa CIIY’)KEOHBIX JIOKYMEHTOB.
Kommnozumus noxkymenta. CTpyKTypHBIE OIINOKH.

JleoBasi ycTHAs M MUCbMEHHAs KOMMYHHKAIUS
[TpyHUIMIIBI [TOCTPOEHMSI YCTHOTO W TNHMCbMEHHOI'O BBICKA3bIBAHUS Ha

|3 | PYCCKOM M MHOCTPaHHOM S3bIKAX. [IpaBuia U 3aKOHOMEPHOCTH [I€TI0BOM ’
YCTHOM M NHUCBMEHHOM KOMMYHHMKAIIMU. MeETOAbl M HaBBIKM JEJIOBOTO
OOIIeHUs] HA PYCCKOM W HMHOCTPAHHOM S3bIKaX. METOAMKH COCTaBICHUS
CYXJICHUS] B MEXJIMYHOCTHOM JICJIOBOM OOIICHUH.

CemMuHapbl 10
C1.1 | HopMaTtuBHO-1paBOBOE 0OECIICUCHHE JICTIOMPOU3BOJICTRA. 2
C1.2 | I'ocynapcTBeHHas cucTeMa JOKYMEHTAIIMOHHOTO 00eCIiedeH sl YIIPaBIeHUs 2
C1.3 | Yaudukanus v cCTaHIapTH3aIus 1eJI0BOH JOKYMEHTAIIVH. 2
C1.4 | IIpoekTupoBanue OJaHKOB JOKYMEHTOB OpraHU3aIINH. 2
C1.5 | JlenoBas ycTHasi ¥ TMCbMEHHAsI KOMMYHHKALUS 2

CamocrosiTeibHas padora 15
CP1.1 | [IpopaboTka yueOHOro MaTepuaa JEKIHM 0.75
CP1.2 | [loaroroBka K ceMMHapam 1.25
CP1.3 | IToaroroBka K KOHTPOJIbHOM padoTe 3
CP1.4 | Ipyrue Buapl CaMOCTOSITEIBHON pabOThI 10

2 «CocraBJjienne u oopMiIeHHE TOKYMEHTOB)»

Jleknun 6
CocrasiieHue U opopMIiIeHHE CJYKEOHBIX IOKYMEHTOB
Opranu3alOHHO-PACIIOPSIUTENbHBIE JOKYMEHTBI: MOHATHE, HA3HAYCHUE,
OCHOBHbIE BUAbl. OpraHu3alMOHHBIE JOKYMEHTBI: YCTaB, IOJIOKEHUE,
CTPYKTypa MW WITaTHas YHMCIEHHOCTb, IITAaTHOE paclucaHue, paBuia,

51 |AOTKHOCTHAS UHCTPYKLHS. Pacnopﬂnmenbljme ZIOKYMEHTBL: ’
IIOCTaHOBJIEHHE, TIPUKA3, PaclOPsHKEHUE, COBMECTHBIN paciopsAUTEIbHBIN
nokyMeHT. CrpaBo4YHO-MH(GOPMAIMOHHBIE  JOKYMEHTBI:  CIIy)KEOHBIE
MMCbMa, CIPaBKH, JIOKJIAJHbIE 3alUCKHU, MPOTOKOJbI, AKThI, 3asBIICHHUS.

Tunsl TOKYMEHTOB: MOJIMHHUK, KOMWs, NyOnukar, Bbimucka. [lopsmox
0o OpMIICHHUS ¥ BbIIa4¥ KONUI U JyOIMKATOB TOKYMEHTOB, BHIITUCOK U3 HUX.
OdopMmieHue KaAPpOBOH TOKYMEHTALMHU
Bunel v HazHaueHWE KaapoOBOM JOKYMEHTAallMU. BuUIbl 3asBIEHUN 110
2.2 | nuuHoMy cocTtaBy. OpopMiieHHe TOKYMEHTOB, IPEIbABISEMBIX IIPH TPUEME )

Ha pabory. JInunas kaprouka ¢popmsl T-2., aBTOOHOTpadUst, TUUHBINA JTUCTOK
10 yYETY KaJIpOB, COCTaB JIOKYMEHTOB W TpaBWJIa BEJICHUS JIMYHOTO JIeIa,

9




TPYIOBBbIE KHHWXKKH, IPUKA3bl U PACHOPSKEHHUsS IO JIMYHOMY COCTaBY,
pesrome

2.3

byxraarepckass 1 (PMHAHCOBO-pacyYeTHasd JOKyMeHTanudA. JJokyMeHTBI
10 CHAOKEeHMIO U COBITY

JoroBopHo-TipaBoBasi AOKyMeHTalus. JloroBop (KOHTpakT): MOHSTHE,
tunoBas (opma. OOmas XapakTEpUCTHKAa JOKYMEHTOB IO (UHAHCOBO-
pacueTHbIM ornepanusaM. Knaccudukanus yaeTHsIX JOKyMEeHTOB. OCHOBHBIE
BUJbl JJOKYMEHTOB 10 (UHAHCOBO-pacyeTHbIM orepanusM. [lonstue u
CTpyKTypa norosopa Ilpunosxkenus k gorosopam. [IpoTrokosibl pa3Horiacui
k jgoroBopam. Kommepueckue aktbl. JloBepenHoctH.  OOpasibl
JIOBEPEHHOCTEN. JIOKYMEHTBHI 1O BHEIIHEAKOHOMUYECKON NESITEIbHOCTH.
Kommepueckue MMchMa, KOHTPAKTBHI. [IpaBuna odopmiieHus
NPETEeH3UOHHBIX nuceM. TpeboBaHus K 0(hOPMIIEHUIO MCKOBBIX 3as1BJICHUH.

CemuHapbI

14

C2.1-
C2.3

CocraBnenue u opopmIIeHHE CITY)KEOHBIX JOKYMEHTOB

C24
C2.5

OdopmieHne KaapoBOil TOKyMEHTAIIUU

C2.6
C2.7

Byxranrepckas ¥ (UHAHCOBO-pacueTHasi AOKyMeHTauus. JJOKyMeHTH 1o
CHA0KEHUIO U COBITY

CamocrosiTejibHas padoTa

21

CP2.1

[TpopaboTka yuyebHOro MmaTepuana JeKIun

0.75

CP2.2

IToaroroBka k ceMruHapam

1.75

CP2.3

[TonroroBka K KOHTPOJILHOU paboTe

CP2.4

Jlpyrue Bl CaMOCTOSTENBHON pabOThI

15.5

«Opranu3anus 10OKyMEHT0000pOoTa»

Jlekuun

3.1

JIOKyMeHT0000pOT B OpraHu3anuu

Cnyx6a JOY B opraHmzanmsx: IMeld, 3aJadd, Ha3HAYCHHE, (YHKIIHH,
TUIIOBBIE CTPYKTYpPbI, JOJDKHOCTHOM cocraB. Persamenranusi paboThl
CHOVY. JlokymMmeHTOOOOpOT: MOHSATHE, OOIIME NPUHIUIBI OpraHU3aluu
JOKYMEHTOO0O0pOTa, €ro CTPYKTypa, HEOOXOIUMOCTh YydeTra o0beMa
nokyMmeHTooboporta. Ilpuem u oOpaOoTka MOCTYHAIOUUX JOKYMEHTOB.
Peructpanuss u  uHIeKcanus JIOKyMEHTOB. @DOpMbl  perucrpanuu
JOKYMEHTOB. [1opsiIOK MPOXO0KICHHSI CO3/1aBAEMBIX IOKYMEHTOB.

3.2

IToaroroBka gen Kk nociaeaywmeMy XpaHeHHIO M HCIIO0JIb30BAHUIO
Homenknarypa nen: moHsiTie M 3HaYeHWe. Bujpl HOMEHKIATyp Jel.
[Topsimox cocrtaBieHusi, OGOPMIIEHUS, YTBEPKAECHUS U TNPUMEHEHUS
KOHKPETHOW HOMEHKJaTypel gen. llopsamoxk dopmupoBanus  ned.
Opranuzanys  XpaHEHUS  MCIOJHEHHBIX  JOKYMEHTOB.  OCHOBHBIE
TpeOOBaHUS HOPMATHUBHBIX JOKYMEHTOB, PErJIaMEHTUPYIOLINX JaHHbIHI ATar
JOKYMeHT000opoTa. OTBETCTBEHHOCTh 3a COXPAaHHOCTh JIOKYMEHTOB.
Oransl nepeJayd JOKYMEHTOB B apXUB MM Ha YHUUTOXKEHHE. DKCIepTH3a
LIEHHOCTU JOKYMEHTOB. CpOKM XpaHEHMsI JTOKyMEHTOB. ABTOMaTH3aLUs
JIOKYMEHTAIlMOHHOTO o0ecnieueHrs Ou3Heca.

33

Komnborepusanus 10KyMeHTAHOHHOT0 o0ecrniedeHusl ypaBJIeHUs!
Hcnonp30BaHne MEPCOHANIBHBIX KOMIIBIOTEPOB B OpraHM3ali paboThI C
JnokyMeHTaMu. CHCTEMBbl 3JIEKTPOHHOTO JOKyMEHTooOopoTa. BHenpenue
CUCTEM 3JIEKTPOHHOTO JOKyMeHTooOopoTa. MHpopMaIMoHHO-CIipaBOYHas
paboTa B YCIOBUSIX MPUMEHEHHS KOMIBIOTEPHBIX TEXHOJIOTHIA.

CemuHapbl

C3.1

JlokyMeHTOOOOPOT B OpraHu3aIiu

C3.2

IToaroroBka gen kK MOCJICAYIOMIEMY XpPaHCHHUIO U HCITIOJIb30BAHHWIO

N
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C3.3 | KomnbioTepuzaius JOKyMEHTallMOHHOTO 00ecneueH s YIPaBICHUs 4
CamocTtosiTeabHas padora 18
CP3.1 | [IpopaboTka yueOHOTO MaTepHraia JEKIHi 0.75
CP3.2 | [loaroToBka K ceMHHapam 1.5
CP3.3 | [loaroroBka pedepara 3
CP3.4 | llpyrue BUaBI CAaMOCTOSITEIIHHOM pabOTHI 12.75
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S.

YYEBHO-METOJANYECKOE OBECIIEYEHHUE CAMOCTOSTEJbHOM
PABOTBI CTYJEHTOB

CamMocTosTenbpHas pa60Ta CTYACHTOB IO AUCHUILIJIMHC obOecreunBacTCs CJICOYIOIIUMHA yqe6H0—
MCTOANUYCCKUMHU MaTCpUuajlaMu:

1.
2.

5.

PaGouas mporpaMma JUCIUILTHHBL.

VYyeOHas nuTeparypa W JONOJTHUTENIbHBIE MaTtepuaibl [Pa3znen 7 Pabodeit mporpammsr
JTACITUILINHBI |.

[lepeuenr pecypcoB HHPOPMAIMOHHO-TEIEKOMMYHUKAIMOHHOW cetn «MHTepHeT»
[Paznmen 8 PabGoueit mporpaMMbl TUCIIUTIIIUHBI .

Metoauueckie ykazaHus A OOy4yarolUuXcs MO OCBOCHHUIO IUCHUIUIMHBL [Paznen 9
Paboueii mporpaMMbl JIHUCHUIUIMHBI|, OOECIIEUUBAIONINE CAMOCTOSTEIBHYIO padoTy
CTyJIEHTa MpU IOATOTOBKE K YUEOHBIM 3aHSATHSIM, BBINOJHEHUU JIOMAIIHUX padoT,
MOATOTOBKE K KOHTPOJIbHBIM MEPOIIPUITHSIM U aTTECTAIUSIM.

KommuiekT uHauBUyanbHbIX 3aJaHUM.

CTyneHTsl MOJY4YalOT JOCTYI K YKa3aHHbIM MaTepuajlaM HayuHas C TEPBOr0o 3aHATHUS 110
JIUCILIUILINHE.
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6. ®OHJ OHEHOYHBIX CPEACTB UIsI HNPOBEJAEHWUA TEKYIIEI'O
KOHTPOJIA U TIPOMEXKYTOYHOU ATTECTAIOMU CTYIAEHTOB IIO
JUCIUIIVIMHE

®onn  omeHouHblx cpenctB (POC) nmnms TpoBEeIEeHHs] TEKYIIEro KOHTPOJsS |
IPOMEXYTOUYHOW aTTEeCTAllMM OOydYaloIMXCsl 10 JAWCHUIUIMHE Oasupyercs Ha IepedHe
KOMIIETEHIIMH C yKa3aHUEM 3TaloB UX (POPMUPOBAHUS B IPOLIECCE OCBOCHUs 00pa30BaTEIbHOM
nporpammel  (pazgen 1). @OC obecrieunBaeT OOBEKTHBHBIA KOHTPOJIb JOCTHIKCHHS BCEX
pe3yabTaTOB 00yUEHUs, 3alJITaHUPOBAHHBIX IS JUCHUIUINHBL.

®OC BKIIOYAET B ceO:

— TIepeueHb KOMIIETEHLMH C yKa3aHHEM 3TalnoB UX (OPMUPOBAHMUS B IPOLECCE OCBOCHUS
00pa3oBaTeNIbHONU IPOrpaMMBbl;

— OIMCaHUE I0Ka3aTejeil ¥ KpUTEPUEB OLIEHMBAHUS KOMIIETEHIMI Ha pa3IMUHBIX dTanax Mx
(dbopmMHpOBaHUsl, ONMCAHNE IIIKAJT OLICHUBAHUS;

— THUIIOBBIE KOHTPOJIbHBIE 3aJlaHMsI WIIM MHbIE MaTepHalibl, HEOOXOAUMBIE AJISl OLEHKH 3HAHHMH,
YMEHUH, BIaJieHui U (WIN) OIbITa JAESITEeIbHOCTH, XapaKTePU3YIOIIKe Tarnbl (POPMUPOBAHUS
KOMIIETEHIINI B IPOIIECCE OCBOCHUS 00pa30BaTEeIbHON MPOTrPAMMBIL;

— METOOUYECKHE MaTepuaibl, ONPEICIAIOIINAE IPOLEAYypbl OLICHUBAHWUA 3HAHUM, YMEHHH,
BIAJCHUA W (MJIM) OMbITa JAEATENbHOCTH, XapaKTePH3YIOUIMX ATarbl (HOPMUPOBAHHS
KOMIIETCHIINH.

KoHTpoib ocBoeHUS AUCUMILIMHBI MPOU3BOAUTCS B COOTBETCTBUM C [lojoxeHuem o
TEKYIIEM KOHTPOJIE YCIEBAEMOCTH U IPOMEXYTOUHOM arrectanuu cryneHToB MI'TY um. H.O.
baymana.

OOC sBasieTcs NPUIIOKEHUEM K JaHHOU paboueil mporpaMMe AUCLUILIUHBL.
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7. IEPEYEHb YYEBHOM JIMTEPATYPbI W  JOHNOJHHUTEJbHBIX
MATEPHUAJIOB, HEOBXOJUMBIX /151 OCBOEHUA JTUCIIAITJIMHbI

JIuteparypa o JUCLHUIIINHE
1. Camosckass T. TI'., JlamonoB B. A. IlogroroBka wu odopmieHHe OJAaHKOB |
paclopsANTENBLHBIX JOKYMEHTOB : METOJA. YyKa3aHus 1o Kypcy "JlokyMeHTHpOBaHHE
ynpasieHueckoi nesrenpHoctu" / Camosekas T. I'., Hamonos B. A. ; MI'TY um. H. O. baymana.
- M. : U3a-B0o MI'TY um. H. D. baymana, 2001. - 19 c. - bubauorp.: c. 18. - ISBN 5-7038-1797-
8.
2. JEJIOIMTPOU3BOACTBO. Yuebnoe mocodue aist By30B / 'pozoBa O. C. - 2021. - URL:
https://urait.ru/book/6581B587-AFB6-4BAA-8E2D-3FF06B2FFFF9.
3. JJOKYMEHTAILIMOHHOE OBECIIEYEHUE VIIPABJIEHUSI.
JOKYMEHTOOBOPOT MW HAEJIOITPOU3BOJICTBO 3-¢ wu3m.,, mep. W ngomn. YYeOHUK H
npaktukyMm ais By3oB / Kysnernos M. H. - 2021. - URL: https://urait.ru/book/C9B4A373-79CA-
4575-A2DC-9C8F7D96C7CS8.

HOHOJ’IHI/ITGHBHBIC MaTcpHralibl

4. JlokyMeHTaIlMOHHOEe O0ecreyeHe ynpaBlIeHYeCKOn AesTeNbHOCTH YueOHoe mocobue /
Hmutpuesa JI.U., PyzaeBa 1.B. - 2019. - URL: https://www.iprbookshop.ru/98703.html.

14



8. IIEPEYEHb PECYPCOB CETH HUHTEPHET, PEKOMEHAYEMBIX JJIA
CAMOCTOATEJBHOU PABOTHLI ITPUM OCBOEHUH JUCIHUIIJIMHbI

1. Caiit kadenpbl « IKOHOMHUKA U YIIPABICHUE:

https://mf.bmstu.ru/info/faculty/kf/caf/k4/

2. OtkpsiTas nH(GOpMALIMOHHAS rpyna Kadeaphl B COIUANbHOMN cetn «Instagramy:
https://www.instagram.com/k4 bmstu/

3. Poccuiickas rocygapcTBeHHas Onbmmoreka. http://www.rsl.ru.

4. 'ocynapcTBeHHas myOIMYHAs HAYYHO-TeXHUYecKas ondimoreka Poccun. http://www.gpntb.ru.
5. bubmmorexka MI'TY um. H.D. baymana. http:/library.bmstu.ru.

6. Hayuno-trexuuueckas OuOimoreka K® MITY wum. H.D. baymana. http:/library.bmstu-
kaluga.ru.

7. Hayunas snektponHas 6uonmoreka http://eLIBRARY.RU.

8. DnekTpoHHO-OMbIMoTeyHas cucteMa usnarenbersa «Jlanby http://e.lanbook.com.

9.  DnekTpoHHO-OMONMOTEUHass cucTeMa  «YHHUBEpCUTeTcKass  OMOIMoTeka  OHJaiH»
http://biblioclub.ru.

10. DnexkrponHo-OnbHoTeuHas cuctema «IPRbooksy http://www.iprbookshop.ru.

11. DnexrponHo-6ubanoreunas cucrema (ObC) «¥Opaiit» https://biblio-online.ru.

12. IlenTpasnpHas 6ubauoreka oOpa3oBaTelbHBIX pecypcoB Munoopaayku PO, www.edulib.ru.
13. Eaunas xoyutekuus udpoBbIX 00pa3oBaTenbHBIX pecypcoB http://school-collection.edu.ru.
14. denepanbHblii HEHTP HHGOPMALIMOHHO-00pa30BaTeNbHbBIX pecypcoB. http://fcior.edu.ru.
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9. METOAUYECKHUE VYKA3AHUSA JI1 CTYJAEHTOB IO OCBOEHUIO
JTACIATITAHBI

[Mpuctynas k pabore, KaXIbld CTYIEHT JOJDKEH TMPHUHUMATh BO BHHUMAaHHE
HWDKECIIEAYIOIIUE TTOT0XKEHHUS.

JlucuuiimHa MocTpoeHa Mo MOJYJIbHOMY NPUHLUITY, KaXAbIH MOIYJb NPEACTABISAET
co0O JIOrHYecKH 3aBepIleHHbIN pa3zen Kypca. JAMcuuIuInHa JeJIUTCs Ha TP MOAYJIS.

Ha nepBoM 3aHATHU CTYACHT MOTy4aeT WH(GOPMAIIHIO TSI TOCTYIA K KOMILJIEKCY yueOHO-
METOJUYECKUX MAaTEPUAIIOB 110 AUCLIUILINHE.

JlekIiMOHHBbIE 3aHATHS TOCBALICHBI PACCMOTPEHUIO KIIFOUEBBIX, 0a30BbIX MOJI0KEHUH
Kypca 1 pa3bsACHEHHIO YY€OHbIX 3aJaHUH, BBIHOCUMBIX Ha CAMOCTOSITENIbHYIO ITPOPAOOTKY.

CemuHapckue 3aHATHS TPOBOIATCA JUISL 3aKpEIUICHHs YCBOCHHOM HHQOpMaLuy,
OpUOOpETEHUs] HAaBBIKOB €€ IPUMEHEHMs AJs pelleHMs] MPAKTUYEeCKUX 3ajJad B INpeIMEeTHOH
00J1aCTH JUCIUIUINHBI.

[IpakTryeckast MOATOTOBKA MPHU PeATU3aLUN YIeOHOU JUCUUIUINHBI OPraHU3YeTCsl TyTeM
IPOBE/ICHUS NPAKTUYECKUX 3aHATUH, IPAKTUKYMOB, JJaOOPATOPHBIX PadOT W MHAMBUAYAJIBHBIX
U(MIIM ) TPYIIOBBIX KOHCYJIBTALUH, IPEAYCMAaTPUBAIOIINX y4acTHE 00yUJaIOIMXCsl B BBIIIOJHEHUU
OTJENBHBIX 3JIEMEHTOB Pa0OT, CBSI3aHHBIX ¢ OyayIel mpohecCHOHATLHON 1eATEIbHOCTHIO.

IIpakTyeckasl MOATOTOBKA MOXKET BKJIIOYATh B ceOsl OT/ENbHbIE 3aHATUS JIEKLIMOHHOIO
TUIA, KOTOpBIE TPEAYCMAaTPHUBAIOT TMepefady y4eOHOH HMHPOpManuu OO0yJaroIUMCH,
HEOOXOAMMOM Il  TOCJEAYIOIIETO0  BBIMOJTHEHUsT padOT, CBSI3aHHBIX C  Oyaymien
npodeCcCHOHATIBHOMN 1€ TETbHOCTBIO.

CaMocTosiTe1bHasi padoTa CTYIEHTOB BKJIIOYAeT CJEAYyIOLIUE BHJbL: MpopaboTka
yu4eOHOro marepuana JIEKIHi, OAroTOBKa K CEMHUHapaM, IMOJAr0TOBKAa K KOHTPOJIbHOM pabore,
noaroToBka pedepara. Pe3ynbraTsl Bcex BHJIOB pabOThl CTYACHTOB (HOPMUPYIOTCS B BUJAE MX
JIMYHOTO PEHUTUHIA, KOTOPBIA YUUTHIBAETCS Ha MPOMEXKYTOUHOM arrectanuu. CamocTosITeNbHas
paboTa mpeaycMaTpuBaeT HE TOJBKO MPOPAaOOTKY MaTepuanoB JIEKIMOHHOTO Kypca, HO U HUX
paciupeHue B pe3yJibTaTe IOUCKa, aHalIn3a, CTPYKTYPUPOBAHUS U IIPEICTABICHUS B KOMITAKTHOM
BUJIE€ COBPEMEHHOM HH(pOpMalUK U3 BCEX BO3MOXHbBIX UCTOUHUKOB.

Texymmii KOHTPOJIb NPOBOAUTCA B TEUYEHHE KaXJAOr0 MOJIYJsS, €ro MTOIrOBbIE
pE3yJIbTaThl CKIAABIBAIOTCS U3 OLEHOK I10 CJIEAYIOINUM BUaM KOHTPOJIBHBIX MEPOIIPUATHIN:

- KonTponbHas pabora
- Pegepar.

OcBoeHME AMCUMIUIMHBI M €€ YCIHEIIHOE 3aBEeplIeHHWE Ha CTaJuu MPOMEXYTOUHOU
aTTeCTallud BO3MOXHO TOJIBKO MPHU PEryJsipHONl paboTe BO Bpemsl ceMecTpa U IUIaHOMEPHOM
MPOXOXKACHUN TEKYyIIEero KOHTpoJisi. HabpaTh pedTHHT MO BceM MOAYNSM B Ka)XJIOM CEMECTpE,
IPOMTH N0 KaXJAOMy MOAYII IUIAHOBBIE KOHTPOJIBHBIE MEDPONPHUATUS B  TEUEHHUE
HK3aMEHAIIMOHHOW CECCUM HEBO3MOXKHO.

Jlns 3aBepiieHust paboOThl B CEMECTPE CTYACHT JOJDKEH BBINOJIHUTH BCE KOHTPOJIbHBIE
MEPOIPUSITHSL.

IIpoMeskyTouHasi aTTeCTALMSA [0 JUCHUIUIMHE IPOXOJUT B hopMe 3aueTa.

MeToaHMKa OLIEHKHU N0 PeHTHHTY

CryneHT, BBIIOJHUBIINN BCE MPEyCMOTPEHHbIE YUeOHBIM TJIAHOM 3aJ[aHUs U CIIaBIINN
BCE€ KOHTPOJIbHBIE MEPONPUSITHS, MOJIy4aeT UTOTOBYIO OLEHKY MO JUCIHUIUIMHE 33 CEMECTp B
COOTBETCTBHUH CO IIKAJION:

PeiiTuHr OneHka Ha 3a4eTe
85-100 3auTeHo
71 -84 3auTeHo
60 - 70 3a4TeHo
0-59 He 3aureno

OueHnBaHWe JUCHUIUIMHBI BENETCS B COOTBETCTBUM C [lonmokeHwem o Tekyiiem
KOHTpOJIE YCIIEBAEMOCTH U IPOMEKYTOUHOM aTTectanuu ctyaeHToB MI'TY um. H.O. baymana.
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10. IEPEYEHb HMH®OPMAILIMOHHBLIX TEXHOJIOI'MH, MCIHOJIb3YEMBIX
I1PU N3YYEHUU JAUCIHUIIVINHBI, BKUIIOYASA ITEPEYEHb
ITPOI'PAMMHOI'O OBECIIEYEHMNS, NHO®OPMAIIMOHHbIX
CITPABOYHbIX CUCTEM H ITPOPECCHUOHAJIBHBIX BA3 TAHHbIX

NudopMmannoHHbIe TEXHOJIOTUM:

- OnekTpoHHas WHGOPMAIMOHHO-0Opa3oBaTenbHas cpega MI'TY  um. H.D. bBaymana
obecrieunBaeT JOCTYNl K YYeOHBIM IUIaHaM, paboO4YuM MporpaMmaM JIHUCHHIUIAH (MOJIYJICH),
mporpaMMaM TPAKTHK, IEKTPOHHBIM y4EOHBIM H3IAHHUSM U DJIEKTPOHHBIM 00pa30BaTEIIbHBIM
pecypcam, yKazaHHBIM B pabo4MX MporpamMmax IUCHUIUIMH (MOAYJEH), MporpaMMax MpaKkTUK,
(dbopMUpOBaHUE IEKTPOHHOTO MOPT(HOINO 00YIAIOIIETOCs, B TOM YHCIIE COXpAaHEHHE ero paboT
U OIEHOK 3a 3TH paboTel. [IpemycmMoTpeHa BO3MOKHOCTb CHHXPOHHOTO M aCHHXPOHHOTO
B3aMIMOJICHCTBHSI CTYJICHTOB W TMPENOJaBaTeIe MOCPEACTBOM TEXHOJOTUH U CIIYKO 10
MEPEChUIKE U MOJIYUYEHUIO AJIEKTPOHHBIX COOOIICHUN MEXIY IMOJIb30BATEIIMH KOMITBIOTEPHOU
cetu MHTEpHET.

- e-mail mpenogaBaTens 1 onepaTuBHOI cBs3u: dremova@mgul.ac.ru

IIporpamMmmHoe odecneuenne:

— Microsoft Office

I/IH(l)OpMaIIHOHHBIe CIIPAaBOYHbLIC CUCTEMBI:

- WNudopmannonno-npaBoBas cucrema «I'apant» http://www.garant.ru;
- Nudopmannonno-npasoas cuctema «Koncynprant [Lmtocy http://www.consultant.ru

HpO(l)eCCI/IOHa.TIbeIe 0a3bl AAHHBIX: B TAHHOM KYPCC HC UCIIOJIb3YHOTCA.
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11. OMUCAHUE MATEPUAJIBHO-TEXHUYECKOH BA3bl, HEOBXOJIUMOM
JJIAA U3YUYEHUSA AUCHUITVINHBI

HepequL MaTCpHUAJIbHO-TCXHUYCCKOT'O obecreyeHus JUCIHUITIINHBI

Ne,

a/n Bun 3anstuid Bua v HamMeHoOBaHue 000Py10BAHUS

1 | Jlekum CTEUAITBHO 000pyZI0BaHHbBIE ayJUTOPUA c
MYJIbTUMEIUIHHBIMA CpeICTBaMH, CpeacTBaMu
3BYKOBOCIIPOM3BEICHUST M HMEIONIMMHU BBIXOJ B CETh
WNuTepHer; moMemieHus JUisi MPOBEICHUS AYAHTOPHBIX
3aHATUH, 000PY/IOBaHHBIE YICOHON MEOECINbIO; Ay TUTOPUH
OCHAIIICHHBIE KOMITBIOTEPaMH C JOCTYIIOM K 0a3aM JaHHBIX
u cetu VIHTEpHET; CTy/IMU; KOMITBIOTEPHBIC KIIACCHI.

2 | CemuHapsl CIIELIMAIbHO 000pyIOBaHHBIC ayAUTOPHUH c
MYJIbTUMEAUHHBIMU CpelCTBaMH, CpeacTBaMu
3BYKOBOCIIPOM3BE/ICHUSI U WMECIONIMMH BBIXOJ B CETh
WNuTepHer; momemieHuss Uisi MPOBEICHUS aYyAUTOPHBIX
3aHSTHIA, 000PYIOBaHHbBIE Y4eOHOU MeOeIbIO; Ay IUTOPHH
OCHAIICHHBIE KOMITBIOTEPaMH C JOCTYIOM K 6a3aM JaHHbBIX
U cetr IHTEepHET; CTyIMU; KOMITBIOTEPHBIC KIIACCHI.

3 | CamocrostenbHas pabora | OubmuoTeka, nmeromas padouyne MecTa Ui CTYICHTOB;
BBICTaBOYHBIC 3aJIbI; ayJauTopuu, OCHAallICHHBIC
KOMIIBIOTEpAMH € JIOCTYIIOM K ceTh VIHTepHer.
CouoKynpTypHOE MPOCTPAHCTBO YHUBEPCHUTETA
NO3BOJSIET ~ CTYAGHTY  KAuyeCTBEHHO  BBIIOJHSTH
CaMOCTOSITENIbHYIO padoTy.
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YTBep)KaeHa Ha 3acefiaHuu Kadeapbl K4
«OKOHOMUKA U yIIpaBIeHue»

ITpotokos Ne 8 o1 15.04.2022 1.

JINCT BHECEHUSA U3MEHEHUI

1). IL.7. IEPEYEHh OCHOBHOJ¥ U JJOTIO/THUTE/ILHOM YYEBHOI JINTEPATYPBI,
HEOBXO/JIMO¥1 I/I1 OCBOEHNSA JUCIAIIIAHBI, UATATD B CJIE/[YIOIIEN
PEJAKIUM:

7. IlepeyeHnb yueOHO¥ JIUTEPATyPhI U AOMO/THUTE/TLHBIX MaTePHAJIOB, HE00XOJUMBIX JI/Isl 0CBOEHHUS
JUCIHUIUIHHBI

JIuTeparypa 110 AUCLUIUIVHE:
1. CapoBckas T. I., DamonoB B. A. TToarotoBka v opopmsieHre 6JIaHKOB U PaCIOpsiAUTEbHBIX
JIOKyMEHTOB : MeTOZ,. yKa3aHusi 1o Kypcy "IoKkyMeHTUpOBaHWe yrpaB/ieHueCKOl AesiTelbHOCTU" /
Caposckad T. I, Jagonos B. A. ; MI'TY um. H. 3. baymana. - M. : 3g-8o MI'TY um. H. 3. baymana,
2001. - 19 c. - bubwmorp.: c. 18. - ISBN 5-7038-1797-8.
2. JEJIOITPOU3BOICTBO. YuebHoe nmocobue ajist By30B / I'po3osa O. C. - 2021. - URL: https://
urait.ru/book/6581B587-AFB6-4BAA-8E2D-3FFO6B2FFFF9.
3. JOKYMEHTAIIMOHHOE OBECITEUEHUWE YITPABJIEHVA. JOKYMEHTOOBOPOT U
OEJIOITPON3BOACTBO 3-e u3g., nep. u fom. Y4ueOHUK 1 TIPaKTUKYM Ayist By3oB / Ky3HerioB U. H. -
2021. - URL: https://urait.ru/book/C9B4A373-79CA-4575-A2DC-9C8F7D96C7C8.

2). I1.10. IEPEUEHD MTH®OPMAIIMIOHHBIX TEXHOJIOT' U, UCIIO/Tb3YEMBIX
[PV U3YYEHNHU JUCIUATLINHGI, BK/TFOYASI TIEPEUEHH ITIPOTPAMMHOTO
OBECHEYEHNSA 1 MTH®OPMAI[IOHHBIX CIIPABOUHBIX CICTEM, YUTATH B
CJIEJYTIOIIEN PEJAKIAM:

10. ITepeuyenb HH(OPMALMOHHBIX TEXHO/JIOTH, MCII0/Ib3yeMbIX NP U3yUeHHHU AVCHMIL/IMHbI,
BKJ/IIOUYasi epeyeHb MPOrpaMMHOI0 odecrneueHns, HH()OPMALMOHHBIX CIIPABOYHBIX CHCTEM U
npo¢)eCCHOHA/TBHBIX 0a3 JaHHBIX

ITporpamMHoe oGecnieueHue:
- LibreOffice

- OpenOffice

- Koncynerantllntoc

IIpenogaBarenb Kadeapsbl:

Hpemoga FO.I',, fouieHT (K.H.), KaHAUJAT COL[MOIOTMYeCKMX HayK, dremova@bmstu.ru



YTBep)KaeHa Ha 3acefiaHuu Kadeapbl K4
«OKOHOMUKA U yIIpaBIeHUe»

ITpotokos Ne 8 o1 17.04.2023 1.

JINCT BHECEHUSA U3MEHEHUI

1). IL.7. IEPEYEHHh OCHOBHOJ¥ U JJOTIO/THUTE/ILHOM YYEBHOI JINTEPATYPBI,
HEOBXO/JIMO¥ /I/I1 OCBOEHNSA JUCIUAII/IMHBI, YATATD B CJIEJYIOIIEN
PEJAKIUM:

7. IlepeueHb yueOHO¥ JIUTEPATyPhI U AONO/THUTE/THHBIX MaTePHAJIOB, HE00XOJUMBIX JI/Isl 0CBOEHHUSA
JUCIUIUIMHBI

JIuTeparypa 110 AUCLUIVIVHE:
1. JokymeHTaliMOHHOe obecriedeHue yripaBieHusi YuebHuk / AnekceeBa T.B., Ctpaxos O.A. - 2020. -
URL: http://www.iprbookshop.ru/101344.html.
2. IlaBnoga, P. C. JokymeHTainonHoe obecrieuerue yripassenus / P. C. ITaBnoBa. — CaHkr-IletepOypr :
Jlanb, 2022. — 604 c. — ISBN 978-5-507-44136-5. — TeKcT : 371eKTPOHHBIM // JIaHb : 371eKTPOHHO-
oubmoTeunas cucrema. — URL: https://e.lanbook.com/book/256058
3. JJokyMeHTal[MOHHOe obecrieueHue yripaBieHuecKux rporjeccos / IIIupokora JI. B., Actadbepa U. A. -
2023. - URL: https://book.ru/book/947278.
4. Caposckas T. I, [lagonoB B. A. TloaroroBka u odopmieHre 0J1aHKOB U PACIIOPSIIATETbHbBIX
JIOKYMEHTOB : MeTO/]. YKa3aHus 10 Kypcy "[JoKyMeHTHUpOBaHUe YIipaB/ieHYeCKol AesaTelbHOCTU" /
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