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BBEJAEHUE

PaGouass mporpamMma JUCHUIUIMHBI — SIBJISICTCS  YacThIO  OCHOBHOW  MpodecCHOHATBHOU
0o0pa3oBaTeNbHON MPOrpaMMbl BBICIIETO0 00Opa3oBaHUs - IMpOrpaMMbl OakajaBpuaTa, pa3pabOTaHHON B
cootBercTBuu ¢ PI'OC BO

dI'oC BO denepanbHbIN TOCYIapCTBEHHBIM 00pa30BaTEIbHBIA CTAHAPT BBICIIETO
oOpa3oBaHmus - OaKaaBpuaT Mo HampasiieHU o moaAroToBku 38.03.02 MeHeKMeHT
(mpuka3z Muno6praayku Poccun ot 12.08.2020 1. Ne 970)

I1C

1. HEJIb OCBOEHUSA U CHUIIJIMHBI
Llenpi0 OCBOCHUS TUCIUILINHEI SBISETCS (POPMHUPOBAHUE Y CTYACHTOB TEOPETUYECKUX 3HAHUU U
MPAKTUYECKUX YMEHHM NpuU u3ydeHHUH (OpM U COAEpKAHMS YIPABICHUECKUX JIOKYMEHTOB, CHUCTEM
JOKYMEHTAIMH, a TAKKE U3yUYEHHUE IBUKEHUS JOKYMEHTOB B OpraHU3al1y.

2. MECTO JUCHOUIIJIMHBI B CTPYKTYPE OIIOII
JucuuriuHa OTHOCUTCS K BApUATHBHOM YacTH y4eOHOTO IJIaHa.

3. OBBbEM JUCHHUIIVINHBI

Yacos
Camocrosrens
KonrakrHas pabora
(10 yu.3a8.) Has paboTa
IIpomesxyTOouHBII KOHTPOJb | Beero 3a . yd.3aH. B TOM UHCIIE 3e.

CeMECTP MOATOTOBKA
Bcero Jlabopato KOHTPOJIBHBIX U

PHBIC KYPCOBBIX

Cewmectp 8
3aver | 180 | 32 | 32 | 148 [ s

4.1INTAHUPYEMBIE PE3YJIbTATBI OCBOEHMUSA OIIOII
B pesynbrare ocBoenus OIIOII y BbimycKHHKa JOJKHBI OBITH C(POPMHPOBAHBI KOMIETEHIIUH,
ycraHoBieHHble B cooTBeTcTBUM PI'OC BO.
[Tpodeccuonansubie kommnereHuu (1K)

HInudp n HaumeHOBaHUE

WNuanKkaTopsl JOCTUKEHHSI KOMITETEHITUI
KOMIIETEHIINHU

WH(pOpMaIMOHHO-aHATUTHYECKUMA

I1K-4 ®opmuposanue|/1-1.11K-4 3nats:

MPEJI0KEHU I 1o|PbIHOYHBIE METONBI XO3SMCTBOBAHUS, 3aKOHOMEPHOCTH M OCOOEHHOCTH
COBEPLIEHCTBOBAHUIO Pa3BUTHUSA DKOHOMUKH

MApKETUHIOBOW MOJUTHUKHU Oco0eHHOCTH KOHBIOHKTYPBI BHYTPEHHETO M BHEIITHETO PhIHKA TOBAPOB U
yciyr

[Tcuxonornveckne 0COOCHHOCTH TIOBEJCHUS JIIOJIEH Pa3HBIX BO3PACTOB B
Pa3IMYHBIX KU3HEHHBIX CUTYaUAX

NJ-2.11K-4 Ymerts:

JlaBaTp  pekOMEHZAUMU 10 COBEPLICHCTBOBAHUIO  HMHCTPYMEHTOB
KOMIUIEKCA MapKETUHTA

Hcnonb30BaTh METOIBI IPOTHO3UPOBAHUS COBITA MPOTYKIIUN M PHIHKOB
Co3maBaTh OTUETHI IO PE3YJIbTATaAM MapKETHHTOBOTO MCCIICIOBAHUS




I1K-4 ®opMupoBaHue
NPEIJI0KEHU N 1o
COBEPILIEHCTBOBAHUIO

MapKeTI/IHFOBOI\/'I TIOJIMTHKH

NJ-3.11K-4 MeTh NpakTUUECKUN OIIBIT:

[TonroroBka OTYETOB U PEKOMEHJAIMI 110 pe3ylbTaTaM MapKETHUHIOBBIX
HCCIIEIOBAHU I

@opMUpOBaHUE TPEIIOKEHUN IO COBEPIICHCTBOBAHUIO TOBAPHOMU
TIOJTUTUKU
dopmMupoBaHue
TIOJTUTUKH
dopMHUpoOBaHUE MPEATIOKEHUN 110 COBEPIICHCTBOBAHUIO CUCTEM COBITA U
MPOJaX

dopMUpoBaHUE MPEAJIOKEHUN MO YIYUYIICHUIO CUCTEMbI MPOJIBHXKCHUS
TOBapOB (YCJIYyT) OpraHu3aluu

npezmo;erHﬁ II0 COBEPIICHCTBOBAHHIO HeHOBOﬁ

OpraHU3aIMOHHO-YIPABJICHYECKHUH

IIK-5
COOTBETCTBHA
MapKETHHI'OBOI'O IIJ1aHa
TOpFOBO-HpOMHH.IJ'IGHHOﬁ
BBICTaBKH KOHI SN n
6I/I3HCC-HHaHy TOProBo-
HpOMI:IHIJIGHHOfI BBICTaBKH

Oo0ecrieuenue

NJI-1.11K-5 3nats:

OCHOBBI MapKETHMHIOBBIX KOMMYHHMKAlUi, B YaCTHOCTH HHCTPYMEHTBI
IPOJABMKEHMSI, pEKJaMa, CBSA3M C OOLIECTBEHHOCTBHIO, CIIOHCOPHHT,
MHTEPHET-MapKETHHT

HNHCcTpyMEHTBI TalilM-MEHEJDKMEHTa TEeXHOJIIOTHH BEICHUS IIEPETOBOPOB

NJ-2.11K-5 YmeTts:

BreictpanBath 3 QeKTUBHBIC B3aWMOJCUCTBHUS C TOJPA3ACICHUSIMU
OpraHu3alUy AJs JOCTH)KEHUS LIETIEBBIX PE3yJIbTaTOB MPOEKTa TOPTOBO-
MIPOMBIIIJICHHOW BBICTABKHU.

CornacoBblBaTh HMHTEpPECHl U YOEKIaTh IMPEACTABUTENCH KIFOYEBBIX
UTPOKOB OTPACIIM SKOHOMUKH, B paMKax KOTOPOW OpraHu3yeTcs TOProBO-
MIPOMBIIIJICHHAs] BBICTABKA, IAPTHEPOB, CIIOHCOPOB IMPUHUMATh y4acTHE B
MEPOTIPUITHIX, HAMPABICHHBIX Ha TMPOJIBIJKEHHE TPOEKTa TOPIrOBO-
MIPOMBIIIUICHHOM BBICTaBKH. VICIIONIB30BaTh COOBITHS, MMPOUCXOASAIINE BO
BpeMsi  OpraHU3ald  TOPrOBO-TIPOMBIIUICHHOW  BBICTaBKH,  JJIA
3¢ (HEeKTUBHOTO MPOABHKEHUSI TOPTOBO-IPOMBIIIJICHHON BBICTABKH CEPIU
[[EJIEBBIX ayJAUTOPUN YYaCTHUKOB M TTAPTHEPOB




I1K-5

IJ1aHa

TOPrOBO-MPOMBIIIIJIEHHON

BBEICTaBKH KOHIIEIIIAU

Ob6ecnieuenue|1-3.11K-5 Brnagets HaBbIkaMu (TPYIOBBIC IEHCTBUS):
COOTBETCTBHUSI MapKeTHHTOBOro|@opMUpOBaHUE  pPEKOMEHAAMN g paOOTHUKOB/MOApA3IeIeHU

Ou3Hec-TUIaHy

opraHu3anvun - HpO(i)GCCI/IOHaJIBHOI‘O opraHusaropa TOProBoO-
IDPOMBINIJICHHBIX  BBICTABOK, OTBETCTBCHHBLIX 3a MAapKETHUHI, II0

u|[pa3paboTke OpeHa-KOI0B u cTpaTeruu MPOABUKECHUS
TOPrOBO-|TOPrOBO-IIPOMBIIIJIEHHON BBICTABKH
MIPOMBIIIUIEHHON BBICTaBKH

Koopaunamuss ~ B3auMOJEWCTBUSL ~ CTPYKTYPHBIX  MOJpa3JeicHUI
OpraHM3aly MO BOIpocaM pPa3pabOTKH U peau3alud MEpOnpUsTUN
MapKETHUHTOBOTO IJIaHA TOPTOBO-IIPOMBIIIJICHHON BBICTaBKH

KoHTponb  COOTBETCTBHSA peanM3yeMOro IUIaHa MEPONPUATHA 10
MIPOJBUKEHUIO TOPTOBO-MIPOMBIIIJICHHONW BBICTABKM MHUCCHUU W LENSIM
TOPTOBO-IIPOMBIIIJICHHOM  BBICTaBKM, a  TaKXe  COIJIAIICHUSM,
JOCTUTHYTBIM C MapTHEPAMH, CIIOHCOPaMH, YYaCTHUKAMH OTJEJIbHbBIX
KaTeropuu

3aKioueHue COTJallleHuH O COTpYIAHHYECTBE B cdepe MpOABHKEHUS
TOPTOBO-IIPOMBIIIJICHHON  BBICTAaBKH €O  CPEICTBAMH  MAacCOBOM
nHpopmaruu (coBmMecCTHO c pabOTHUKAMU/TIOAPA3ACIICHUSIMU
OpraHu3aIH - npo¢ecCHOHaTHLHOTO opraHuzaTopa
TOPTOBO-TIPOMBIIUICHHBIX BHICTABOK, OTBETCTBEHHBIMU 32 MAPKETHHT)
Pa3zpaborka miaHOB paboT B cdepe agMUHUCTPUPOBAHUS, OOHOBJICHHUS
KOHTEHTA U MPOJBUKECHUSI CaliTa TOPrOBO-IIPOMBIIIIICHHOM BBHICTaBKU
Opranuzanys UCIOJHEHUS IIaHOB PadoT B cdepe aIMUHUCTPUPOBAHMUS,
OOHOBJICHHS KOHTEHTa M MPOJBIKEHUS CaiiTa TOProOBO-IIPOMBIILICHHON

DITOTADIY I

5. TEMATHYECKUM IUIAH

Tema

Yacos

HaumenoBanue TeMbl

Bcero
4acoB

KonrakTHas pabota (110 y4.3aH.)

Jlexmm

JlaGoparop
HBIE

[pakTuyec
KHe 3aHATASL

CamocT.
pabora

Konrpons
CaMOCTOATENIbH
oif paboTsI

Cemectp 8

180

Tema 1.

OCHOBHBIE MOHSITUS B chepe
JIETIOTIPOU3BOJICTBA. 3aKOHOJATEIBHOE U
HOPMAaTUBHO-METOAUYECKOE

perympoBaHue JIOKYMEHTallHOHHOTO
obecrieueHus. Hcnonw3oBanue
CIIPABOYHOM MPaBOBOM CHCTEMBI

32

28

Tema 2.

Knaccu¢ukanuss BHJIOB  JIOKYMEHTOB.
Ctpykrypa  J1OKyMeHTa.  PeKBU3HTEHIL
bnanku.  CucreMbl  JOKyMEHTAllUU:
OpraHu3aIllMOHHBIC, PACTOPSAUTEIBHBIC,
UH(OPMALIMOHHO-CITPABOYHBIE.

34

28

Tema 3.

CtpykTypa aenoBOro muchma. S3bIK U
CTUJIb ICJIOBBIX MHUCEM

34

28

Tema 4.

CocraBnenue HOMEHKJIATyPbI Je.
dopmupoBaHHe ned. [ToaroroBka
JOKYMEHTOB K IiepeJaye Ha apXHUBHOE
XpaHeHUE

32

28

Tema 5.

Cucrema ymopaBi€HUS  BJIEKTPOHHBIMHU
JIOKYMEHTaMHU

48

12

36




6. ®OPMbI TEKYIIEI'O KOHTPOJISI 1 TIPOMEXXYTOUYHOM ATTECTAIIUA

IKAJIBI ONEHUBAHUA

Pasgen/Tema

Bun orieHouHOIO
cpeicTBa

Omnucanye OICHOYHOIO CpeacTBa

Kpurepun
OLCHUBAHUA

Texymuii konTposib (Ilpunoxenue 4)

Tema 1.1

Pa3znoypoBHeBbIE
3a/1ayy U 3aJ1aHus
(ITpunoxxenue 4)

3amaHus pernpoyKTUBHOTO YPOBHS,
MO3BOJISFOIINE OIICHUBATh U JIMATHOCTUPOBATH
3HaHHWE (paKTHUECKOro Marepuaia (6a3oBbie
MIOHSITHSI, AITOPUTMBI, (DAKTHI) U YMCHHE
NPaBUJIHHO MCIIOJIb30BATh CIICIIHAbHBIC
TEPMHHBI U TIOHSATHUS, Y3HaBaHUE O0BEKTOB
U3yUYEHHsSI B PaMKax OIPEeIICHHOTO pa3/eria
JUCHUIIIINHBI.

[IpaBunbpHOCTB
BBIIIOJIHEHU S
3aJaHu

Tema 1.2

Pa3zHoypoBHeBbBIE
3a]a4d ¥ 3a1aHUS
(ITpunoxxenue 4)

3amaHus pernpoayKTUBHOTO YPOBHS,
MO3BOJISIONINE OIICHUBATh M JTHATHOCTUPOBATH
3HaHue (paKTUYECKOro Marepuaia (0a3oBbie
HOHSTHS, AITOPUTMBI, (PAaKThl) U YMEHUE
MMPaBUJIbHO UCIIOJIB30BATh CIICHHUAJIbHBIC
TEPMHHBI U TIOHATHSI, y3HABaHUE OOBEKTOB
U3y4YECHUS B PaMKax ONPEEeNICHHOTO pa3erna
JUCTTUTIIINHBI.

IIpaBuibHOCTH
BBITIOJTHEHHUS
3aJIaHUN

Tema 1.3

Pa3zHoypoBHeBbIE
3a[a4d ¥ 3a/1aHUS
(ITpunoxxenue 4)

3aiaHus peNnpoyKTUBHOTO YPOBHS,
MIO3BOJISIIONINE OIICHUBATh M JUarHOCTUPOBATH
3HaHue (paKTUYECKOro Marepuaia (0a3oBbie
HOHSTHS, AITOPUTMBI, (PAaKThI) U YMEHUE
MPaBUIHHO MCIIOJIb30BATh CHEIIHAIbHBIC
TEPMHHBI U TIOHATHSI, y3HABaHUE OOBEKTOB
U3y4YECHUS B PaMKax ONPEEeSICHHOTO pa3erna
JMCIIHTIIHHEL.

IIpaBuibHOCTH
BBITIOJTHEHHUS
3aJIaHUN

Tema 1.4

Pa3znoypoBHEBbIE
3a/1a4M U 3a/1aHus
(ITpunoxenue 4)

3ananus penpoyKTUBHOTO YPOBHS,
MTO3BOJISFOIINE OIICHUBATh U JIMATHOCTHPOBATH
3HaHue (PaKTUYECKOro Marepuana (6a3oBbie
MOHSTHSI, AITOPUTMBI, (DAKTHI) U YMEHHE
MPABUIIBHO HCIIOIB30BATh CIICIIUATbHbBIC
TEPMUHBI U TIOHATHUS, Y3HABaHUE 00BEKTOB
M3YYEHHUS B paMKaX OMpPEEICHHOTO pa3iena
JIACIUIIINHEL

[IpaBunbHOCTB
BBITIOJTHEHHUS
3aJaHuN

Tema 1.5

Pa3znoypoBHeBbIE
3a/1a4M U 3a/1aHus
(ITpunoxenue 4)

3ananus penpoyKTUBHOTO YPOBHS,
MTO3BOJISFOIINE OIICHUBATh U JIMATHOCTHPOBATH
3HaHue (PaKTUYECKOro Matepuana (6a3oBbie
MOHSTHSI, AITOPUTMBI, (DAKTHI) U YMEHHE
MPABUIILHO MCIIOH30BATh CIIEIIUATBHEIE
TEPMHHBI U TIOHATHUS, Y3HaBaHUE 00BEKTOB
W3YYEHHUS B paMKaX OMpPEEICHHOTO pa3ierna
JIVCIUIIIUHEL

[IpaBunbHOCTB
BBITIOJTHEHHUS
3aJaHuN

[IpomexyTtounslii koHTposb (IIpunoxenue 5)

8 cemectp (3a)

ouier JJIA 3a4€Ta

OMJIeT COCTOUT U3 | TEOPETHYECKOT0 BOMPOCa

1-100 6amwoB




OIIMCAHUE HIKAJI OHEHUBAHUA

[Tokazarens omenku ocBoeHust OIIOII ¢opmupyercs Ha ocHOBE OOBEIMHEHHS TEKyLIEH W
MIPOMEXYTOUHOM aTTecTaly 00y4aroIerocs.

IToka3zaTenb peUTUHIA MO KaXI0W AUCLUIUIMHE BBIPAKAETCS B IIPOLICHTAX, KOTOPBIM MTOKA3BIBACT
YPOBEHb MOJATOTOBKH CTYJICHTA.

Texymas arrecranus. Mcmonb3yercs 100-OamnbHas cucrema orneHuBaHus. OleHKa pabOTHI
CTYJICHTAa B TEYCHHH CEMECTPa OCYILIECTBIIIECTCS IpernoaBaTelieM B COOTBETCTBUU C pa3pabOTaHHON UM
CHCTEMOM OLIEHKU y4eOHBIX IOCTHKEHUH B Mpoliecce 00y4eHHs M0 JaHHOH JUCIUIUIHHE.

B pabounx mnporpamMmax IUCHUIUIMH U TPAKTUK 3aKPEIUICHbl BUAbI TEKYIIEH aTTeCTallHH,
IUTAHUPYEMBbIE PE3yIbTaThl KOHTPOJIBHBIX MEPOIPHUSATHIA U KPUTEPUU OLEHKH YUE€OHBIH TOCTHKEHUI.

B teuenune cemectpa npenoaBareneM IpoBOJUTCA HE MEHEE 3-X KOHTPOJIbHBIX MEPOIIPUATHHN, 11O
OLICHKE JIEATEIBHOCTU CTyAcHTa. Eciy nocelenys 3aHsATUi 110 TUCLHUILIMHE BKJIIOYEHBI B PEUTHHI, TO
JaHHBIN TTOKa3aTelNb cocTaBisieT He Oonee 20% OT MaKCUMaJIbHOTO KOJUYECTBA OAJIIOB M0 IUCHUIUIMHE.

[TpomexyTounast arrecranus. Mcmonb3yercs S-0amipHas cucteMa oneHnBaHus. O1eHKa paboThI
CTYICHTa MO OKOHYAHUIO JUCHUUIUIMHBI (4acTH TUCIUIUIMHBI) OCYIIECTBISIETCA IMpEnojiaBaTeieM B
COOTBETCTBHH C pa3pabOTaHHOW UM CHUCTEMOH OICHKH JOCTIIKEHHH CTYACHTAa B Mpolecce O0yYeHHS 110
naHHoW nucuuruinHe. [IpoMexxyTouHas attectanus TakKe MPOBOJAUTCS MO OKOHYAHUIO (OPMUPOBAHUS
KOMIIETEHIIUH.

[lopsinok mepeBoja peWTHHra, MPEeIyCMOTPEHHBIX CHUCTEMOH OLIEHMBAHUS, MO AUCIUIUIMHE, B
MATHOAILTHHYIO CUCTEMY.

Bricokuit yposens — 100% - 70% - oTiinyHO, XOPOLIO.

Cpennmnii ypoBeHb — 69% - 50% - yI0BI€TBOPUTEIHHO.



Iloxa3zaTeab OEHKH

Ilo 5-6aMJbHOM cHCTEME

XapakTepuCTHKA MOKa3aTesi

100% - 85%

OTJIIMYHO

00712/1at0T TEOPETUICCKIUMH 3HAHUSIMH B TIOJTHOM
o0BbeMe, MOHUMAIOT, CAMOCTOATEILHO YMEIOT
MPUMEHSTh, UCCIICIOBATh, UACHTH()HUIIMPOBATH,
aHaJIM3UPOBATh, CUCTEMATU3UPOBATH, PACIIPENEIATH 110
KaTeropusiM, pacCUuTaTh MOKa3aTeIH,
KJ1acCU(UIIUPOBATh, pa3padbaTbIiBaTh MOJEIIH,
ITOPUTMU3UPOBATH, YIIPABIATH, OPraHU30BaTh,
IIJIAHUPOBATh MPOLECCHI UCCIEA0BAHUS, OCYLIECTBIATh
OIICHKY pe3yJIbTaTOB HAa BHICOKOM YPOBHE

84% - 70%

XOPpOLIO

00J1a1a10T TEOPETUUECCKUMU 3HAHUSIMU B TIOJITHOM
o0beMe, MOHUMAIOT, CAMOCTOATEILHO YMEIOT
MPUMEHSITh, UCCIICIOBATh, UACHTHU(DHUIIUPOBATH,
aHaJIM3UPOBATh, CUCTEMATU3UPOBATH, PACIIPENEIATH 110
KaTeropusiM, pacCUuTaTh MOKa3aTeIH,
KJ1acCU(UIIUPOBATh, pa3padbaTbiBaTh MOJEIH,
ITOPUTMU3UPOBATH, YIIPABIATH, OPTaHU30BATh,
IJIAHUPOBATh MPOLECCHI UCCIEA0BAaHUS, OCYLIECTBIATh
OIICHKY pe3yJIbTaTOB.

MoryT OBbITh JONYIICHBI HEAOYEThI, UCTIPABICHHBIC
CTYACHTOM CaMOCTOSITEJIEHO B ITPOIecce pabOThI
(oTBeTa U T.1.)

69% - 50%

YJI0BJIETBOPUTEIILHO

0071a/1at0T OOLIMMH TEOPETUUECKUMH 3HAHUAMHU, YMEIOT
HPUMEHSTh, UCCIIEI0BaTh, UAECHTU(PHUIIUPOBATS,
aHAJTM3UPOBATh, CUCTEMATH3UPOBATD, PACTIPEACIIATH 110
KaTeropusiM, pacCUMTaTh MOKA3aTeNH,
KJIacCH(pUIUPOBATH, pa3padaThIBaTh MOJEINH,
QITOPUTMU3HUPOBATH, YIIPABIATh, OPraHU30BATh,
TUTAHUPOBATH MPOIECCHI UCCIIE0OBAHUS, OCYIIECTBISITD
OLIEHKY pe3yJbTaTOB Ha CPEAHEM YPOBHE.
Jomnyckarorcs ommOKy, KOTOpbIE CTYACHT
3aTPyIHAETCS UCIPABUTh CAMOCTOSITENBHO.

49 % wu meHee

HEYAOBJICTBOPUTCIILHO

00J1a1aI0T HE MTOJHBEIM 00BEMOM OOIIUX
TEOPETUYECKUMU 3HAHUSIMU, HE YMEIOT
CaMOCTOSTCIIBHO HpI/IMCHflTI:, ucciaeaoBarhb,
UACHTU(PHUIIMPOBATH, AaHATU3UPOBATH,
CHCTEMAaTU3UPOBATh, PACTIPEACIIATH 110 KATETOPHSIM,
paccuuTaTh MoKa3aTenu, KiaccuuimnpoBarb,
paszpabaThIBaTh MOJIETH, AJITOPUTMHU3UPOBATH,
YIPaBJISTh, OPraHU30BATh, IIJIAHUPOBATH MPOIECCHI
MCCJICIOBAHMS, OCYIIECTBIISThH OIICHKY PE3YyIbTaTOB.
He copmupoBanbl yMeHUS 1 HABBIKU IS PEIICHUS

100% - 50%

3a4TCHO

XapaKTECPHUCTHUKA IMOKAa3aTECJId COOTBETCTBYECT
«OTIIMIHO», «XOPOII0», «YAOBJICTBOPUTCIILHO»

49 % wu meHee

HE 3a4TCHO

XapaKTECPHUCTHUKA IMOKAa3aTECJId COOTBETCTBYECT
«HCYOOBJICTBOPUTCIBLHO»

7. COAEP KAHUE JTUCHUITJIMHBbI

7.2 ConeprkaHre IpaKTHUECKUX 3aHATUI U 1a00paTOpHBIX paboT




Tema 1. OcHOBHBIE TOHATHS B chepe JeNONPOnN3BOACTBA. 3aKOHOIATEILHOE U HOPMAaTUBHO-METOANYECKOE
peryaupoBaHue JTOKYMEHTAllMOHHOro obOecnedeHus. lcrnonb3oBaHue cHpaBOYHOM IPaBOBOW CHCTEMBbI
Koncynprantlntoc.

[Tonsatus «uHpOpMAILUL», «IOKYMEHT», «IOKyMeHTannoHHOoe oOecrieuenue ympasieHus (LOVY)».
CaoilicTBa U IpU3HAKU JOKyMeHTa. Mcnonbs3oBanue crpaBoyHol npaBoBoii cuctembl Koncynprantlntoc.
Hcnonp3oBanue cripaBOYHOM MPaBOBOM cUCTEMBI ['apaHT.

Tema 2. Knaccudukanus BuaoB H0KyMeHTOB. CTpykTypa aokymeHTa. PexkBusuthl. brnanku. CucreMbl
JOKYMEHTAIIUH: OPTaHU3alMOHHbBIC, PACTIOPSIUTENbHBIC, H()OPMAIIMOHHO-CIIPABOYHBIC.

Knaccudukanus, yHupukanus W CcTaHTapTH3aUUs B JeJIONpou3BoAcTBe.  [IpaBmma odopmiteHus
PEKBU3UTOB JIOKYMEHTOB. BIIaHKK TOKyMEHTOB: BU/IbI OJJAHKOB U MOPSAIOK PACIIONOKEHHUSI PEKBU3UTOB B
OnaHke.

I'OCT P 7.0.97-2016. HanmonansHslii ctanaapt Poccuiickoit @enepanuu.

Tema 3. CprKTypa JIeJIOBOro muchMa. S3bIK U CTUJIb JEIOBBIX ITHCEM

OdopMieHHe IETOBBIX TUCEM

Tema 4. CocraBiienne HOMCHKIJIaTypPhbI ICII. cDOpMI/IpOBaHI/Ie nen. [Toaroroska JAOKYMCHTOB K II€peaavc Ha
APXHUBHOC XPAHCHUC

Homenxnarypa nen. Cpoku xpanenus nen. dopmupoBaHue Jen: ocoOeHHOCTH OGOpMIICHHS AeNl B
3aBUCUMOCTH OT CPOKOB UX XPaHEHUSs, JIUCTHI 3aBEPUTEIIN, BHYTPEHHSISI OMKCh, O0JI0XKKA JIea.

Tema 5. Cucrema ynpapiieHus 3JIEKTPOHHBIMH IOKyMEHTaMU

Cuctema ynpaBieHUs 3JEKTPOHHBIMU JIOKYMEHTAMHU: XapaKTEPUCTUKHU, IPOCKTUPOBAHUE U BHEJPEHUE.
Bunet COJl. Ponmu mnonb3oBareneil. YBenomieHue ucnongHuteneid. OCHOBHbIE OM3HEC-TIPOIIECCHI B
JIOKyMeHT000opoTe. Pe3ynbraTsl OM3HEC-POLIECCOB JOKYMEHTOO00POTA.

CO/1 DIRECTUM RX. Moaynbe AamuHuCTpUpOoBaHue. Moaynb Jlenompon3BoICTBO.

7.3. ConeprkaHue caMOCTOSTEIbHON paboThI

Tema 1. OcHOBHBIE TOHATHS B chepe JeN0NPOnu3BOACTBA. 3aKOHOIATEIbHOE U HOPMAaTUBHO-METOANYECKOE
peryivpoBaHie JOKYMEHTAllMOHHOIO obecrnieueHus. Vcmonbp3oBaHHe CIPaBOYHOW MPABOBOM CHCTEMBI
KoncynprantlInroc.

3aKOHOJIaTEIbHOE M HOPMAaTUBHO-METOIUYECKOE PETyIUPOBaHHUE JOKYMEHTAMOHHOTO 00ECIIEUeHUS

Tema 2. Knaccudukanus BunoB AokymMeHToB. CTpykTypa aokymeHTa. PekBusuthl. bnanku. Cuctemsl
JOKYMEHTAI[MH: OPTaHNU3allMOHHbIE, paCIOPAUTENbHbIE, NH(OPMALMOHHO-CIIPABOYHBbIE.

CucreMbpl JOKYMEHTAl[MM: OpraHU3allMOHHbIE, pAaCHOPSAUTEIbHbIE, HHPOPMAIIMOHHO-CIPABOYHBIE,
KaJpoBbIe U (PUHAHCOBO-OyXranrepckue JOKYMEHThI. TpeOoBaHMs K COCTaBICHUIO U O()OPMIICHHUIO

Tema 3. CtpykTypa 1€T0BOr0o MUChMA. S3bIK U CTUIIb JIETOBBIX MUCEM
CrtpykTypa 1e10BOro nuchbMa. 3K U CTHIIb JIEJIOBBIX TUCEM

Tema 4. CocTtaBiieHre HOMEHKIATyphl fen. PopmupoBanue Aen. [loaroroBka JOKyMEHTOB K mepeaade Ha
apXHUBHOE XpaHEHHE

dopMupoBaHue Jei: 0COOEHHOCTH O(GOpPMIICHHUS e B 3aBHCHMOCTH OT CPOKOB MX XpaHEHUS, JIMCTHI
3aBEpUTENIH, BHYTPEHHSSI OMKCh, 00M0kKa fena u Ap. [lonsrus "omuck aena". [lopsook coctaBieHus u
odopMmIIeHHs oTKcel Ha Jieia MOCTOSHHOT0, BpEMEHHOI'O CPOKOB XpaHEHUs, Ha JieJia [0 JMYHOMY COCTaBYy.




Tema 5. Cucrema ynpaieHus 3JIEKTPOHHBIMU IOKyMEHTaMU

Pab6ota ¢ cnpaBouHMKaMK MOy « Y TIpaBI€HUE 3JEKTPOHHBIMU JOKyMeHTaMu». Co3/laHie TOKyMEHTa U3
mabnona, u3 [IpoBojHuKa AOKyMeHTOB W 3amad. OrmpaBka JokymeHTa B DireCtumRX u3 BHemrHux
MIPUIIOKEHUH.

Mopnynb JIOrOBOpHBIE JOKYMEHTBI.

7.3.1. IlpuMepHBIE BOPOCHI JIJIsi CAMOCTOSITENILHOM MOATOTOBKH K 3a4€Ty/IK3aMEHY
[Tpunoxenue 1

7.3.2. Ilpaktuyeckue 3aJaHusl MO JUCHUUIUIMHE JJI CAMOCTOATEIbHOW IOATOTOBKH K
3a4eTy/3K3aMeHy
[Tpunoxxenue 2

7.3.3. Ilepedenpb KypcoBbIX paboT
HE MIPEAYCMOTPEHO

7.4. DnekTpoHHOE NOPTPOINO0 00ydaroIIerocs
MaTepuaibl HE pa3MelaloTcs

7.5. Meronnveckre peKOMEHIAIMH 0 BBIIIOJIHEHUIO KOHTPOJIBHOM PaboThI
HE MIPEAYCMOTPEHO

7.6 Meronnueckue peKOMEHalMH 110 BBIIIOJIHEHUIO KYpPCOBOM pabOThI
He npenycmorpeno

8. OCOBEHHOCTH OPI'AHU3AIIMU OBPA3OBATEJIBHOI'O
IMPOLHECCA MO AMCIUIIVIMHE 111 JINL C OT'PAHUYEHHBIMUA
BO3MOXKHOCTAMHU 310POBbA

Ilo 3as6n1enurw cmyoenma

B nmensix nocTymHOCTH OCBOEHHMSI MPOTpPaMMbl JUIsl JIMI C OTPAaHMYEHHBIMH BO3MOXKHOCTSIMHU
3JI0pOBbsI IPU HEOOXOAUMOCTH Kadeapa obecrieunBaeT ClIeAYIOIINE YCIOBUS:

- 0COOBIH MOPSAIOK OCBOCHUSI AUCLUILINHBI, C YIE€TOM COCTOSTHUS UX 3/10pPOBbS;

- DJIEKTPOHHbIE O00pa3oBaTeJbHBIE PECypChl MO JUCHUIUIMHE B (OpMax, aJalTHPOBAHHBIX K
OTPaHUYEHUSIM UX 3]I0POBBS;

- U3y4eHHe JUCLUUIUIMHBI [0 WHAMBHUIYaIbHOMY y4eOHOMY IJaHy (BHE 3aBUCUMOCTH OT (DOPMBI
oOyueHus);

- DJEeKTpOHHOe OOy4yeHHe | JAMCTaHLIMOHHbIE OOpa3oBaTeNIbHbIE TEXHOJIOTUH, KOTOpbIE
MpelycMaTpuBaloT BO3MOKHOCTH MprUeMa-Tiepeaud HHPOpMAaIH B TOCTYIHBIX JUIsl HUX popMax.

- noctyn (yAaJeHHBIM JOCTYN), K COBPEMEHHBIM NpPO(ECcCHOHANBHBIM 0a3aM MaHHBIX H
MH(OPMALIMOHHBIM CIIPAaBOYHBIM CUCTEMAaM, COCTaB KOTOpbIx onpeaeneH PII/I.

9. MEPEYEHb OCHOBHOM 1 IOMOJTHUTEJIBbHOM YUEBHOM JINTEPATYPHI,
HEOBXOJIUMOM 1151 OCBOEHUS JUCHHUILIAHBI
Caiit 0ubdamorexn YpI'ly
http://lib.usue.ru/

OcHoBHasi iuTEpaTypa:




1. EBgmoxumoBa JI.M., KopsOkun B.B. DnekTpoHHBI ITOKYMEHTOOOOPOT H oOOecreueHue
0€30MacHOCTH CTaHAAPTHBIMH cpeacTBaMu WINAOWS [DnekTpoHHBIH pecypc]:YueOHoe mocodue. -
Mocksa: OO0 "KYPC", 2019. - 296 — Pexxum goctyna: https://znanium.com/catalog/product/1001864

2. beikoBa T. A., KysmemoBa T. B. JlokymeHTalimoHHOE OOCCIICUCHHE YIIpaBICHUS
(menompou3BoACTBO) [DnekTpoHHBIH pecypc]: Yuebnoe nmocobue. - Mocksa: OO0 "Hay4uHo-u3naTenbCkuii
tearp MH®PA-M", 2020. - 304 — Pexxum goctyna: https://znanium.com/catalog/product/1078152

3. Kynses H.H., Hdemymkun A.C. KoHbuaeHnnanpsHOE AETONPOU3BOJICTBO U 3aIMIICHHBIN
AJIEKTPOHHBIA JTOKYMEHTOO0O0POT [DieKTpoHHBIA pecypc]|:YueOHHMK. - MockBa: M3marenbckas rpyrmima
"Jloroc", 2020. - 500 — Pexxum mocryma: https://znanium.com/catalog/product/1212394

4. Hoponuna JI. A., Uputuxoa B. C. Opranuzamuss ¥ TEXHOJOTUS JOKYMEHTAIMOHHOIO
oOecriedeHus yrpaBieHus [DIeKTpoHHBIN pecypc]:Y4eOHUK U MPaKTUKYM Ui By30B. - MockBa: FOpaiir,
2022. - 233 — Pexxum pocryma: https://urait.ru/bcode/489555

JlonotHUTE/ILHAS JIUTEpaTypa:

1. Kab6amos C.IO. DnekTpoHHOE NMPaBUTEILCTBO. DIEKTPOHHBIA JOKYMEHTOO00POT. TepMUHBI U
ompeaeneHus [ DNeKTpoHHBIN pecypce]: YueoHoe mocodue. - Mocksa: OOO "Hay4HO-U31aTeIbCKHUIA IIEHTP
NH®PA-M", 2021. - 320 — Pexxum moctyna: https://znanium.com/catalog/product/1132150

2. IllysanoBa H. H., WBanoBa A. lO., IllyBaioBa H. H. OcHoBbI nemonpousBoacTBa. S3bIK
CIIy’)KEOHOTO JTOKYMEHTA:y4eOHUK W TPAKTHKYM JUIsl aKaJIeMUYeCKOro OakalaBpwara: IS CTYICHTOB

BY30B, O0yUaIOLIUXCsl 0 YKOHOMUYECKUM HANPaBIECHUSM U cHeluanbHocTIM. - Mocksa: FOpaiit, 2017. -
Q7R
3. Turos /1.B., HaumoB A.H. DiieKTpoHHOE aIMUHUCTPUPOBAHHE B TOCYIAPCTBEHHOM YIIPABICHUN

[DnmexTpoHHBI pecypc]:YueOHOe mocobue. - Bomorma: ¢enmepaibHOe Ka3eHHOE 00pa3oBaTeIIbHOE
yUpEXICHUE BhICIIEr0 00pa3oBaHus «Booroackuii HHCTUTYT paBa v SKOHOMUKH DeiepaibHON CITyKObI
UCIIOJIHEeHUs HakazaHui», 2019. - 78 — Pexxum mocrtyma: https://znanium.com/catalog/product/1229826

10. HEPEYEHb TH®OPMAIIMOHHBIX TEXHOJIOT Ui, BKJIIOYAS IIEPEYEHD
JIMOHEH3UOHHOI'O TPOTPAMMHOI'O OBECIIEYEHUSA U THO®OPMAILIMOHHBIX
CIIPABOYHBIX CUCTEM, OHJIAMH KYPCOB, UCIIOJIb3YEMBIX ITPHA
OCYHECTBJIEHUU OBPA30OBATEJIBHOI'O ITPOLHECCA ITO JUCHUIIJIMHE
ITepedyenb JTMIEH3NOHHOTO TPOTPAMMHOIO O0eCTIeYeHHS:

Directum RX.Cornamenune Ne 21-1208 ot 31.08.2021. Cpok nevictBus nunensun 31.08.2022.

Microsoft Windows 10 JloroBop Ne 52/223-110/2020 ot 13.04.2020, Akt Ne Tr000523459 ot
14.10.2020. Cpox neticrBus nmunensun 30.09.2023.

Microsoft Office 2016.JoroBop Ne 52/223-110/2020 ot 13.04.2020, Akt Ne Tr000523459 ot
14.10.2020 Cpox neiictBus nunensuu 30.09.2023.

Ilepeyenn HH(pOpMAMOHHBIX CIPAaBOYHBIX CHCTEM, pecypcoB UHGpOPMaALHOHHO-
TeJIEKOMMYHUKAIMOHHOI ceTn «AHTEepHeT»:

CrpaBouHo-nipaBoBas cuctema Koncynbsrant +. Jloroop Ne 163/223-Y/2020 ot 14.12.2020. Cpok
neiictus aunensun a0 31.12.2021

CrpaBouHo-nipaBoBasi cuctema I'apant. loroBop Ne 58419 ot 22 nexaGpst 2015. Cpok aeicTBus
JMIEH3UH -0€3 OrpaHNYEHUs CPOKa



11. ONMCAHUE MATEPUAJIbHO-TEXHUYECKOM BA3bI, HEOBXOIUMOM 115
OCYHIECTBJIEHUSA OBPA3OBATEJIBHOI'O MTPOLHECCA 11O JMCHUTIIJIMHE
Peanuzanus yueOHOM JUCLIUTUINHBI OCYIIIECTBIISETCS C MCII0JIb30BaHUEM

MaTepualbHO-TeXHUYECKON 0a3pl YpI' DY, oOecrieunBaroieil mpoBeACHUE BCEX BUAOB YUCOHBIX 3aHITHI
Y HayYHO-HMCCIIEI0BATEIbCKON U CaMOCTOSITEIbHON PabOThI 00YJarOIUXCS:

CreuuanbHble TOMEUICHHs MPEACTaBISAIOT cOO0OW y4yeOHble ayAUTOpUU AJIs MPOBEACHHS BCEX
BUJIOB 3aHSTUMN, TPYIIOBBIX U MHAUBUAYAIbHBIX KOHCYJIbTALUN, TEKYIIETO KOHTPOJISI U IPOMEKYTOUHOU
aTTeCTaluu.

[TomerieHust Ui CaMOCTOATENBHOM pabOThl 00YUYAIOMIMXCS OCHAIEHBI KOMIBIOTEPHON TEXHUKOM
C BO3MOXHOCTBIO MOjKIIOueHus: K cern "MHTepHer" M obecreyeHHMEM [OCTyNa B 3JIEKTPOHHYIO
nH(popMannoHHO-00pa3oBarenbHy0 cpeny Ypl V.

Bce mnomemnieHuss  yKOMIUIEKTOBaHbBI — CHELMATU3UPOBAHHONM  MeOENbI0 W OCHAIIEHBI
MYJIbTUMEIUHHBIM 000pYJIOBaHUEM CHEN0O0pyHAOBaHHEM (MH(OPMAIIMOHHO-TEIEKOMMYHUKAIIMOHHBIM,
UHBIM KOMIIBIOTEPHBIM), JOCTYIOM K HH(GOPMalMOHHO-TIOMCKOBBIM, CIPABOYHO-IIPABOBBIM CHCTEMaM,
9JIEKTPOHHBIM OMOJIMOTEYHBIM CHUCTEMaM, 0a3aM JaHHBIX JACHCTBYIOLIETO 3aKOHOJATENCTBA, WHBIM
MH(OPMALIMOHHBIM pecypcaM CIyKallUMH JUIsl [peAcTaBieHus ydeOHoM uHbopManun O0IbIION
ayJIUTOPHH.

Jns mpoBeneHUs 3aHATHA JICKIIMOHHOTO THIIA TPE3CHTAMU M Jpyrue ydeOHO-HarjsaHbIe
noco0usi, 00ecreyuBaroIIre TEMaTHYECKIE HIUTFOCTPALINH.



