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PaGouas mporpamma
0o0pa3oBaTeNbHON MPOrpaMMbl BBICIIETO0 00Opa3oBaHUs - IMpOrpaMMbl OakajaBpuaTa, pa3pabOTaHHON B

cootrBeTcTBUU ¢ PT'OC BO

BBEJAEHUE

JTUCHUUTUIMHBI  SIBJSIETCS.  4YacThI0  OCHOBHOM  MpodecCHOHaTbHOM

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 JUCIUIIJINHBI

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 JUCHUIIJIMHBI B CTPYKTYPE OIIOII

JucuuriuHa OTHOCUTCS K BApUATHBHOM YacTH y4eOHOTO IJIaHa.

3. OBBbEM JUCHHUIIVINHBI

Yacos
Camocrosrens
KonTakrtHas pabora
(110 yu.3aH.) Has paboTa
IIpomesxyTOouHBII KOHTPOJb | Beero 3a ’ yd.3at. B TOM YHCIIE 3.e.
ceMecTp MMOATOTOBKA
Bcero Jlabopato KOHTPOJIBHBIX U
PHBIE KYPCOBBIX
Cemectp 9
3auer, KonTponbsHas pabora 180 16 16 160 5

4.lIJTAHUPYEMBIE PE3YJIbTATbI OCBOEHUSA OITOII
B pesynbrate ocBoenuss OIIOII y BbITycCKHHMKA MOJDKHBI OBITH COPMHPOBAHBI KOMIETEHIUH,
ycraHoBieHHbIe B cooTBeTcTBUU PT'OC BO.
[Tpodeccuonanpupie kommnereHuu (I11K)

udp 1 HauMeHoBaHME
KOMIIETEHIINH

Nuaukatopel JOCTHKEHUS KOMITETCHITUN

MHGOPMAIMOHHO-aHATUTHYECKUI

[1K-4 dopMHUpOBaHHE
MPEIJIOKEHU I o
COBEPIIEHCTBOBAHHIO

MapKCTHHFOBOﬁ TIOJIMTHKH

N-1.I1K-4 3naTs:

PeiHOYHBIE METOBI XO341CTBOBAHUS, 3aKOHOMEPHOCTH M OCOOEHHOCTH
Pa3BUTHS SKOHOMUKH

Oco0eHHOCTH KOHBIOHKTYPHI BHYTPEHHETO U BHEITHETO PhIHKA TOBAPOB U
ycIyr

[Icuxonorudeckre 0cCOOEHHOCTH MOBEACHUS TOJEH pa3HBIX BO3PACTOB B
Da3IMYHBIX KU3HESHHBIX CHTVAIIHSIX

NJ1-2.1TK-4 YmeTs:

JlaBaTb  peKOMEHJAIMd TI0 COBEPIICHCTBOBAHWIO  WHCTPYMEHTOB
KOMILJIEKCa MapKETHUHTa

Hcnonb30BaTh METOBI MPOTHO3UPOBAHUS COBITA MPOAYKIIUU U PHIHKOB
Co3/1aBaTh OTYETHI 10 PE3YIbTaTaM MAPKETUHIOBOI'O MCCIICIOBAHUS




I1K-4 ®opMupoBaHue
NPEIJI0KEHU N o
COBEPILIEHCTBOBAHUIO

MapKeTI/IHFOBOI\/'I TIOJIMTHKH

N-3.11K-4 IMeTh NpakTUYECKUH OIBIT:

[ToaroroBka OTYETOB M PEKOMEHJIAIUI MO Pe3yIbTaTaM MapKETHHTOBBIX
HCCIICIOBAHUI

@opMUpOBaHHE TMPEIIOKEHUA IO COBEPIICHCTBOBAHWIO TOBApPHOU
MOJTUTUKHU
dopmMupoBaHUe
MOJTUTUKHU
dopmupoBaHue NMPEATIOKEHUHN 110 COBEPILIEHCTBOBAHUIO CUCTEM COBbITa U
MIPOJaX

dopMHUpOBaHUE MPEIIOKEHUN 10 YIYUIICHUIO CUCTEMbI MPOBUKEHUS
TOBANOR (VCIIVT) ONDTAHURAITAHT

HpeI[J'IOH(eHI/Iﬁ II0  COBEPIICHCTBOBAHHIO HGHOBOﬁ

OpraHU3aIMOHHO-YIIPABJICHYECKHUM

IIK-5
COOTBETCTBHA
MapKCTHUHI'OBOI'O IjiaHa
TOpFOBO-HpOMBIIHJ'IGHHOfI
BBICTaBKH KOHICIIIHNHU u
6I/I3HCC-HHaHy TOPIroBO-
HpOMBIHIJIGHHOﬁ BBICTaBKH

Oo0ecrieuenue

NJ-1.1TK-5 3naTs:

OCHOBBI MapKETHUHIOBBIX KOMMYHHMKAlUi, B YaCTHOCTH HHCTPYMEHTHI
MPOABIDKEHHSI, pEKJIaMa, CBS3M C OOIIECTBEHHOCTHIO, CIIOHCOPHUHT,
MHTEPHET-MapKETHHT

HNHCcTpyMEHTBI TaliM-MEHEDKMEHTa TeXHOJIIOTUH BEICHHUSI IIEPErOBOPOB

NA-2.1IK-5 Vmers:

BoicTpauBath >(¢eKkTUBHBIE B3aUMOACHCTBHS C MOAPA3JICICHUSIMHU
OpraHu3alyy I JOCTHKEHUS LEIEBBIX PE3yJIbTaTOB IIPOEKTa TOPrOBO-
MIPOMBILLIIIEHHOW BBICTABKHU.

CornacoBblBaTh MHTEpPECHl M yOE€XKIaTh MPEACTaBUTENCH KIIIOUEBBIX
WUTPOKOB OTPACIN IKOHOMHMKH, B paMKaxX KOTOPOIl OpraHU3yeTcsi TOProBo-
IIPOMBIIIIJIEHHAs] BBICTABKa, IAPTHEPOB, CIIOHCOPOB IPUHUMATh Y4acTUE B
MEpONPHUSITHUAX, HANPABICHHBIX HA MPOJABUKEHUE IIPOEKTa TOPrOBO-
MIPOMBIIIJIEHHON BBICTaBKH. MCIOIB30BaTh COOBITHS, MPOUCXOSIINE BO
BpeMs  OpraHu3aluud  TOPrOBO-IIPOMBIIUICHHOW  BBICTaBKHM,  JUIS
3¢ GEKTUBHOTO MPOIBMKEHUSI TOPTOBO-IIPOMBIIIUICHHON BBICTABKH CEPIH
IEIEeREIX AVIUTONUN VIUACTHUKOR U TIANTHENOR

N-3.11K-5 Brnagets HaBbIKaMu (TpyAOBbIE JEHCTBUSA):

dopMupoBaHHWE  pEKOMEHJAIUK it  paOOTHHUKOB/TIOAPA3ACIICHUN
OpraHM3alii -  Npo(ecCHOHANILHOTO  OpraHu3aropa  TOProBO-
MIPOMBIIIIJICHHBIX BBICTABOK, OTBETCTBEHHBIX 32 MAPKETHHT, IO pa3paboTke
OpeHA-KOJIOB W CTpAaTeTHH MPOJBUKEHHUS TOPTOBO-NIPOMBIIIICHHOM
BBICTaBKH

Koopaunanus B3aMMOJICHCTBHS CTPYKTYPHBIX No/ipa3ieNeHui
OpraHu3alyy IO BOMpOcaM pPa3pabOTKH M pean3alid MEpONPHUATUN
MapKETHUHTOBOTO IJIaHA TOPTOBO-ITPOMBIIIIJICHHON BBICTaBKH

KoHTposib  COOTBETCTBHS peaiu3yeMoro IjlaHa MEpPONPHUSATHN  TI0
MPOJIBM>KEHUIO TOPTrOBO-TIPOMBIIVIEHHONW BBICTABKM MHCCHUU U LIEJISAM
TOPrOBO-TIPOMBIIIJIEHHONH ~ BBICTAaBKH, a  TaKXKe  COIVIAIICHUSIM,
JOCTUTHYTBIM C TApTHEpPaMH, CIOHCOPAMH, yYaCTHUKAMHU OTJEIbHBIX
KaTeropuit

3aKioueHre COTNANIeHHH O COTPYAHHUYECTBE B cepe MpOABHKEHUS

TOPTOBO-TIPOMBIIIZICHHON ~ BBICTAaBKH  CO  CPEJACTBAMH  MAacCOBOWM
uHpopMaIU (coBmMecTHO c pabOTHUKAMU/TIOIPA3/IETICHUAMHU
OpraHu3aIu - poeCCHOHATBLHOTO opranuzaropa

TOPTOBO-TIPOMBIIIJICHHBIX BHICTABOK, OTBETCTBEHHBIMH 32 MAPKETHHT)
Pazpabotka 1uiaHoB paboT B cepe aIMUHHCTPUPOBAHUS, OOHOBICHHS
KOHTEHTA M MIPOJIBIKEHHS CaiiTa TOPrOBO-TIPOMBIIIJICHHOH BBHICTaBKH
Opranu3anys UCIOJHEHH MJIaHOB paboT B chepe aAMUHUCTPUPOBAHMS,

v v
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5. TEMATUYECKHAM IJTAH




Yaco
KonrakTHas pabora .(0 y4.3aH.)
Tema Bcero CamocT. Konrpo,
HanmeHnoBaHnue TeMbl CaMOCTOSATCIIbH
JacoB JlaGoparop | Ipaktuuec | pabora .
Jlexuun oit paboTsI
HBIC KHE 3aHATUA
Cemectp 9 176
OCHOBHBIE  TOHATHUS  BJIEKTPOHHOTO
Tema 1. [moxymeHTOOOOpOTA. Ocnosubie| 30 2 28
KOHIENINH 0e30yMaKHOW TEXHOJIOTUHU
Opranuzanus OKYMEHTAIOHHOI'O
Tema 2. |0 H HOKY 1 28 2 26
obecrieueHust ynpaBieHUs] B OpraHu3aluu
Opra"uzanyst  JJIEKTPOHHOH  CHCTEMBI
Tema 3. | P p 30 4 26
yIpaBIeHUS TOKYMEHTOO00POTOM
Cucrema aBJICHHUS DJIEKTPOHHBLIMHU
Tema 4. yip P 44 6 38
JIOKyMEHTaMHU
3ammura HHPOPMALMM B  CHCTEMAaX
Tema 5. |20 (popman 44 2 42
3JICKTPOHHOTO JIOKYMEHTA
6. ®OPMbI TEKYIIEI'O KOHTPOJISI U ITPOMEXYTOYHOU ATTECTAILIUN
IIKAJIBI OIEHUBAHMSI
Bun ontenounoro Kpurepun
Paznen/Tema aon OrnrcaHue OIEHOYHOT'O CPEICTBA prTep
cpeicTBa OLIEHHBaHUS
Texymuit konTpouss (Ilpunoxenue 4)
10 6amnoB - 3a
Hamane 80%
MPaBUIIbHBIX
OTBETOB Ha
TECTOBEIC 3aIaHHS;
7 GaiioB - 3a
Hammane 70%
MPaBUIIbHBIX
OTBETOB Ha
TECTOBEIE 3aIaHHN;
CucremMa  CTaHAAPTHUXOBAHHBIX  3aJaHUN
Tect (Ilpunoxxenue P ’| 5 6arnn - 3a Hanuuue
Tema 1 MO3BOJISAIONIAS] ABTOMATU3UPOBATH MPOLIEYPY

4)

M3MEpEeHUs YPOBHS 3HaAHUM 00y4daroIerocs

50% npaBUIBHBIX
OTBETOB Ha
TECTOBBIE 3a1aHHUS;

3 Gana - 3a HaIM4Ke
40% npaBUIBHBIX
OTBETOB Ha
TECTOBBIE 33/IaHHUS,

1 G6amn - 3a HanuuKe
30% npaBHIIBHBIX
OTBETOB Ha
TECTOBBIE 3aaHUS.




3anaHus pernpoayKTUBHOTO YPOBHS,
MIO3BOJISIONINE OIICHUBATh M JHATHOCTUPOBATH
3HaHHe (pakTHYecKoro marepuania (6azoBbie

Pa3zHoypoBHEBbIE [IpaBUIBLHOCTH
Tema 2 3ajaun ¥ 3aganus |0 A, AITOPHTMEL, (axTer) u ymenue BBITIOJIHEHHUS
(Tpunoxernue 4) |MPABHIBHO HOMONB3OBATE CICIHATbHEIE I—
TEPMHHBI U MIOHATHUS, Y3HaBaHUE OOBEKTOB
U3yUYEHHsI B paMKax OIPEJesIEHHOTO pa3/ena
JUCIUIIAHEIL,
3ananus pernpolyKTUBHOTO YPOBHS,
MO3BOJISFOIINE OIICHUBATh U JIMATHOCTUPOBATH
PasHoypOBHEBbIE 3HaHHWE (paKTHUECKOro Marepuaia (6a3oBbie TIpaBHIBHOCTS
Tema 3 sajaun ¥ sagaHms | o A, AITOPHTMEL, (axTe1) 1 ymerme BBITMIOJTHEHUS
(Mpunosenue 4) |PABHIBHO HCNIONE30BATE CrelalbHbIe sayaHuit
TEPMHHBI U TIOHSATHUS, Y3HaBaHUE 00BEKTOB
M3YYEHHUS B paMKaX ONpPEJEICHHOTO pa3iena
JUCIHUIIIINHBI.
3aanus pernpoyKTUBHOTO YPOBHS,
MTO3BOJISFOIINE OIICHUBATh U JIMATHOCTUPOBATH
PasHOypOBHEBbIE 3HaHHWE (paKTHUECKOro Marepuaia (6a3oBbie TIpaBHIEHOCTS
Tema 4 sajaun ¥ sagaHus | O A, AITOPHTMEL, (haxrrl) u ymenme BBITIOJTHEHUS
(Tpunoserue 4) |PABHIBHO HCNIONE30BATS CELHMANLHEIC sayIaHHit

TCPMHHBI U ITOHATHA, Y3HABAHUC 00BEKTOB
HN3YUCHUSA B paMKax OIPCACICHHOI'O pa3acia
JUCIHUITIINHBI.

KpaTKOG HN3JI0KCHHUEC B IIMCBbMCHHOM BHJIC Ilonmora PACKPBITHA
MOJIYYCHHBIX PE3YJIbTATOB TCOPETUYCCKOI'O H| TCEMBbI U FHY6I/IH3

Pedepar .
Tema 5 IIPAKTUYECKOI0 aHAJIN3a ONPEJEICHHON TEMBI, OCBOEHUS

(ITpunoxxenue 4) - .
B paMKax KOTOpPOM aBTOpP pPAaCKpbhIBAET CYTb|  IMOHATUHHOTO
MCCIIETYeMOH POOIIEMBI annapara.

ITpomexyTtounsriit kouTpoib (IIpunoxenue 5)
buner niis 3auera .
9 cemectp (3a) o buner cogepxuT 1 TeopeTHUECKUil BOIpPOC 100 6amnoB

(mpunoxenue 5)

OIIMCAHME IIKAJI OONEHNUBAHUA

[Toxazarens ounenku ocBoeHus OIIOIl ¢dopmupyercs Ha ocHOBE OOBEAMHEHHS TEKyIIEW u
IIPOMEKYTOUHOM aTTecTali 00yJyaroIerocs.

IToka3zaTenb peUTUHIA MO KaXI0M NUCLMIUIMHE BBIPAKAETCA B IIPOLIEHTAX, KOTOPBIA ITOKA3bIBAET
YPOBEHB IIOJATOTOBKU CTYJEHTA.

Texymas arrecranusa. Mcnomesyercs 100-OamnpHasi cucrema oueHuBaHusi. OleHka pabOThI
CTY/IEHTa B TEYEHUHU CEMECTpa OCYIIECTBISETCS IMPENoiaBaTelieM B COOTBETCTBHU € pa3pabOTaHHONW UM
CHUCTEMOM OLIEHKH Y4€OHBIX JOCTH)KEHUI B IIpoliecce 00y4eHHUs 110 JaHHOW TUCLHUIUINHE.

B pabouux mnporpamMmax IUCHMIUIMH M TPAKTUK 3aKpEIUIeHbl BUIBl TEKYyLIEW aTTecTaluw,
TUTAHUPYEMBIE PE3YNbTaThl KOHTPOJIBHBIX MEPONPUATUN U KPUTEPUH OLEHKU y4EOHBIHN TOCTHKEHUH.

B teuenue cemectpa nmpenoaBaTesieM IPOBOAUTCS HE MEHEE 3-X KOHTPOJIBbHBIX MEPONIPUATHH, 110
OIIEHKE JIEATEIbHOCTU CTyJeHTa. Eciau mocemenus 3aHsITuid M0 JUCHUIUIMHE BKIIOYEHBI B PEUTHHT, TO
JAHHBIN MOKa3aTesb cocTapisieT He Oonee 20% 0T MaKCUMaIbHOTO KOJIMYeCTBa OAJJIOB MO JUCIUIUIMHE.

[Tpomexxyrounast arrectanus. Mcmons3zyercs S-0amipHas cuctema oneHuBaHusA. OreHka padoThl
CTYIEHTa MO OKOHYAHHIO JUCLUIUIMHBI (4acTH JUCLUIUIMHBI) OCYILIECTBIISIETCA IPENOJaBaTEIeEM B
COOTBETCTBUH C pa3pabOTaHHON MM CHCTEMOM OIIEHKH JOCTHKEHUMN CTYAEHTa B Ipolecce 00y4eHHs Mo
naHHOM aucrumuHe. [IpoMexxyTouHas aTTecTanusl TakXKe MPOBOAMUTCS MO OKOHYAHUIO (POPMHUPOBAHUS
KOMIIETEHITUH.

[Topsinok mepeBosia pEeHTHHIA, MPEAYCMOTPEHHBIX CHCTEMOM OIIEHMBAaHMS, IO AMCLMILIMHE, B
IATHOATUTHHYIO CHCTEMY.

Beicokuit yposens — 100% - 70% - oTnin4HO, XOpOIIO.

Cpennmii ypoBeHb — 69% - 50% - y10BI€TBOPHUTEIHHO.




Iloxa3zaTeab OIEHKH

Ilo 5-6aMJbHOM cHCTEME

XapakTepuCTHKA MOKa3aTesi

100% - 85%

OTJIIMYHO

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

84% - 70%

XOPpOLIO

00J1a1a10T TEOPETUUECKUMU 3HAHUSIMU B ITOJTHOM
o0beMe, MOHUMAIOT, CAMOCTOATEILHO YMEIOT
MPUMEHSITh, UCCIICIOBATh, UACHTHU(DHUIIUPOBATH,
aHaJIM3UPOBATh, CUCTEMATU3UPOBATH, PACIIPENEIATH 110
KaTeropusiM, pacCUuTaTh MOKa3aTeIH,
KJ1acCU(UIIUPOBATh, pa3padbaTbiBaTh MOJEIH,
ITOPUTMU3UPOBATH, YIIPABIIATH, OPraHU30BATh,
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,
ITOPUTMU3HUPOBAThH, YIIPABIATh, OPraHU30BATh,
IUTAHUPOBATH MPOLIECCHI HCCIIEIOBAHUS, OCYIIIECTBIATh
OLIEHKY pe3yJbTaTOB Ha CPEAHEM YPOBHE.
Jomnyckarorcs ommOKy, KOTOpbIE CTYACHT
3aTPyIHAETCS UCIPABUTh CAMOCTOSITENBHO.

49 % wu meHee

HEYAOBJICTBOPUTCIILHO

00J1a1aI0T HE MOJIHBEIM 00BEMOM OOIIMX
TEOPETUYECKUMU 3HAHUSIMU, HE YMEIOT
CaMOCTOSTCIIBHO HpI/IMCHflTI:, HnucciaeaoBarThb,
UACHTU(PHUIIMPOBATH, AaHATU3UPOBATH,
CHCTEMAaTU3UPOBATh, PACTIPEACIIATH 110 KATETOPHSIM,
paccuuTaTh MoKa3aTenu, KiaccuuimnpoBarb,
paszpabaThIBaTh MOJIETH, AJITOPUTMHU3UPOBATH,
YIPaBJISITh, OPTAaHU30BATh, IJIAHUPOBATH MPOIECCHI
MCCJICIOBAHMS, OCYIIECTBIISThH OIICHKY PE3yJIbTaTOB.
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 MOHATHS JIEKTPOHHOTO JOKYMEHTO0O0O0poTa. OCHOBHBIE KOHIENIMU 0e30yMakHOI
TEXHOJIOTUH YIPaBICHUS

Wudopmannonnslie pecypchl opranuzanuu. [loHsTHe 1oKyMeHTa.

DJEeKTPOHHBINA JOKYMEHT: ONpe/esieHne, CTPYKTYpa, OrpaHuYeHHs UCnoib30BaHus. OCHOBHbIE (YHKIIUU
nokymeHtoB. FOpumuueckass cuna jgokymenta. Cranpaptusanus. YHHDHUUIUpOBaHHAsS —cHCTEMa
TOKVMEHTAITUI ﬂrnnnnuennq RECITCHUA ﬁwnwnnrn TlnT(WPH’T‘ﬂﬂﬁﬂﬂﬂ’T‘ﬂ R (‘(\RﬂPMPHHﬂﬁ ONTAHMRATINI

Tema 2. OpFaHI/ISaHI/IH JOKYMCHTAIIMUOHHOI'O obecrieueHus YIIpaBJICHUA B OpraHu3aliuu

OCHOBBI  OpraHM3alyK JOKYMEHTOOOOpOTa MPENNPHUATHs: TIOHSATHE, CXeMa JOKyMEHTO00OopoTa,
KOJIMYECTBEHHBIE XapaKTEPUCTUKH JOKyMeHTooOopoTa. Kinaccudukanus, yHudukaus u cTaHIapTH3aAs
B Jenonpou3BojicTBe. lIpaBuna odopmiieHUsT pPEKBU3UTOB JTOKYMEHTOB. BJIaHKU JOKYMEHTOB: BH/IBI
0JIAaHKOB ¥ TIOPSZIOK PACTIONIOKEHHS PEKBU3UTOB B OJIaHKE.

T'OCT P 7.0.97-2016. HanmonaneHeIN cTannant Poccriickol Peneparmm

Tema 3. Opranuzaius 3JeKTPOHHON CHCTEMBI YIIPABIECHUS JOKYMEHTO000POTOM

OyHKIIMOHAT U apXUTEKTYpa CUCTEM DIICKTPOHHOTO

JIOKYMEHTOO0O0pOTA.

[TomHOIIEHHOE OOECcIIeYeHne BCEX TPAJAMIMOHHBIX 3TANOB pabOThl C JOKYMEHTAMH B JICJIONPOU3BOJICTBE
(oOpaboTka M perucTpanusi JOKYMEHTOB, Y4€T, KOHTPOJIb MCIIOJNHEHHs, apXuBupoBanue). Opranuzamus
HH()OPMALIMOHHOTO OOMEHAa M COBMECTHOH pPadOThl ¢ KOPHOPATHBHBIMU XPAHHJIUIIAMH HH(POPMAIIHH,
DOHHEBEIX T OVMAKHEIX JIOKVMCHTOR

Tema 4. CI/ICTeMa yIpaBJeHUs SJIEKTPOHHBIMUA JOKYMEHTaMHU

CoBpemenHnas apxurekrypa COJl. Cucrema yrpaBieHUs SIEKTPOHHBIMU JOKYMEHTAMU: XapaKTEPUCTUKH,
npoektupoBanue M BHeapenue. Buasl C3OJI. Ponmu mnonp3oBatenell. YBeIOMIIEHHWE HCIIOTHUTEICH.
OcHoBHBIE OM3HEC-TIPOLIECCHI B JOKYMEHTO000pOTE. Pe3ynbTaTsl OM3HEC-TIPOIIECCOB TOKYMEHTOO00POTA.
COJI DIRECTUM RX. Monvie AIMUHUCTDHDOBAHKES, Monvipk JIeI0NDOU3BOICTBO

Tema 5. 3amura uadopMauu B CUCTEMax 3JIEKTPOHHOTO TIOKYMEHTa
3ajauu 3amuThl THGOPMAITUU B CUCTEMAX JIEKTPOHHOTO JOKYMEHTO000pOTA:

1. 3amuTa apxuBa ¢aiyioB u nHGOpPMAMK OT YHUYTOXKEHUS U UHBIX YTPO3 B CIydae anmnapaTHbIX cO0eB
WJIM B PE3YJIbTATE HAMEPEHHBIX JIEHCTBUH MOJIb30BATEIECH.

2. 3ammra UHQOpPMALUMU OT yTeueK Npu ee HaxoxiaeHud B OJIO unm mpu nepegade B 00JIauHOE
XpaHWIHILE JIUOO KOHTpAareHTaM.

3. 3amura nHGOpMaIK OT KONMPOBAHHUS JTIOOBIM CIIOCOOOM.

4 RammuTa JAaNHLIX OT VHUUTONCEHTd

7.3. ConeprkaHue cCaMOCTOSTEIbHOM pabOoThI

Tema 1. OcHOBHBIE MOHATUS JIEKTPOHHOTO JOKYMEHT0000poTa. OCHOBHBIE KOHUEHIMN 0e30yMaxHOU
TEXHOJIOTUH YIPaBJICHUS

3aKoHOIATEILHOE U

HOPMAaTHBHO-METOJIMUECKOE PETYIMPOBAHUE

JOKYMEHTAITMOHHOTO 00eCTIeYeHUs

Tema 2. Opranuzaius TOKyMEHTAIIUOHHOTO 00€CTIeYeHHsI YIIPABIEHUS B OpraHU3aIiH
Cucrempl JOKyMEHTAIIMW: OpPTaHWU3AIMOHHBIC, PACIOPSAUTENbHBIC, HWH()OPMAIMOHHO-CIIPABOYHBIE.
TpeboBaHUs K COCTABIEHHUIO X OHOPMIICHHUIO

Tema 3. OpFaHI/BaHI/IH BHCKTpOHHOﬁ CHUCTCMEI YIIPABJICHUA I[OKYMCHTOO60pOTOM
YHpaBJ'IeHI/Ie ApXHUBaAMH 3JICKTPOHHBIX 1 6YMa}KHI)IX JJOKYMCHTOB.

Tewma 4. Cuctema yrnpaBieHHs 3JEKTPOHHBIMHA JOKYMEHTaMHU

PaGora ¢ cipaBouHMKaMU MOYIIS « Y TIPaBIICHUE YIEKTPOHHBIMU TOKyMeHTaMu». Co3/laHue TOKYMEHTA U3
mrabiona, u3 [IpoBomHuka MOoKyMeHTOB M 3amad. OtmpaBka gokymenta B DireCtumRX u3 BHemrHmx
IIPUIIOKEHUH.

Moavas JIOTOBOPHBIC JTOKYMEHTHL.




Tema 5. 3amura nHpopMaIK B cUCTEMaXx JIEKTPOHHOTO JTOKYMEHTa
OCOOEHHOCTH 3aIIUTHI AIEKTPOHHOIO IOKYMEHT0000p0Ta. 3aKOHOAATENBHOE PErYIUPOBaHHUE.

7.3.1. IlpuMepHBIE BOMPOCHI AJIsi CAMOCTOSITENILHOM MOATOTOBKH K 3a4€Ty/IK3aMEHY
[Tpunoxenue 1

7.3.2. Ilpaktuyeckue 3aJaHusi MO JUCHUUIUIMHE JJI CAMOCTOATEIbHOW IOATOTOBKM K
3a4eTy/3K3aMeHy
[Tpunoxxenue 2

7.3.3. [lepedeHnb KypcoBBIX paboT
Y4eOHBIM IIIaHOM HE MPEAYCMOTPEHO

7.4. DnekTpoHHOE MOPT(OIHO 00yUIaOIIETOCs
pa3MeliaeTcs KOHTPOJIbHasE paboTa

7.5. MeTtoanyeckue peKOMEH AU 10 BBIMOJHEHUIO KOHTPOJIBHOU PabOThI
[Tpunoxxenue 6

7.6 Meronuuyeckue peKOMEHIAINH 110 BBIIOJIHEHUIO KYPCOBOM pabOThI
He npenycmotpeno

8. OCOBEHHOCTHU OPTAHU3AIINU OBPA3OBATEJIBHOT'O
HPOLECCA IO JUCHUIIJIMHE 1J15 JIML C OT'PAHUYEHHBIMU
BO3MOXHOCTSAMU 3JIOPOBbS

Ilo 3aaenenuto cmyoenma

B mensax IoCTYymHOCTHM OCBOEGHHSI MPOTPAMMBbI JUISL JIMI C OTPAaHMYEHHBIMH BO3MOXKHOCTSIMHU
3II0POBBSI TIPU HEOOXOAUMOCTH Kadeapa odecrieunBaeT CIeAYIONINE YCIOBUS:

- 0COOBIH MOPSAIOK OCBOCHUS AUCLUIIINHBI, C YI€TOM COCTOSHUS UX 3/10POBBS;

- JJICKTPOHHBIE OOpa30oBaTEIbHBIE PECYpPChl MO AMCHUIUIMHE B (opmax, aJanTHPOBAHHBIX K
OTpaHUYEHUSIM UX 3[I0POBbSI;

- U3yYEHUE TUCHHUIUIMHBI TI0 UHIMBUAYAIHbHOMY Yy4€OHOMY IUIaHy (BHE 3aBUCHMOCTH OT (POPMBI
o0y4yeHHus);

- DJIEKTPOHHOE OO0y4YeHHMEe U JHUCTAaHIMOHHbIE O0O0pa30BaTENIbHbIE TEXHOJOTUH, KOTOpHIE
MpeycMaTpUBalOT BO3MOKHOCTH MpHUeMa-Tiepeaud HHPOpMAIH B TOCTYIHBIX JIJIsl HUX hopMax.

- goctyn (ymaJdeHHBIM JOCTYI), K COBPEMEHHBIM MPOQPECCHOHAIBHBIM 0a3aM JaHHBIX |
MHMOODMAIIMOHHBIM CTIDABOYHBIM CUCTEMAaM. COCTaB KOTODbIX onpeneneH PIT/I.

9. MEPEYEHb OCHOBHOM 1 JIONMOJTHUTEJIbHOM YYEBHOM JINTEPATYPHI,
HEOBXOJIUMOM 1151 OCBOEHUS JUCHUILJIAHBI
Caiit 0ubdmorexn YpI'ly
http://lib.usue.ru/

OcHoBHasi iuTEepaTypa:

1. Pazmopoxusiii A. A. JIoKyMEHTHpOBaHWE YIPABICHUYECCKOW NEATEIBHOCTH. [DIEKTPOHHBIN
pecypc]:yueOHoe mocobue mo HampasieHuto moarotoBku 38.03.02 "MenemxMeHT" (KBamu(UKAIIHS
(crerrens)  "OakamaBp"). - MockBa: HWH®PA-M, 2018. - 304 — Pexum pgocryma:
https://znanium.com/catalog/product/969585

2. EBnokumona JI. M., Kopsokua B. B., Ileuibkun A. H., IlIBeukoBa O. I'. DmekTpoHHBII
JTOKYMEHTOO0OpOT U oOecrieyeHne 0e30MacHOCTH CTaHJapTHBIMU cpencTBaMu WIiNdows. [DeKTpOHHBIN
pecypc]:yueOHOe mocoOue sl CTYACHTOB BY30B, OOYYArONIMXCSl IO HAMPABICHUSM TMOATOTOBKH
2.09.03.04 "IIporpammuas urxkenepuss" u 2.09.03.03 "Ilpuknannas unpopmaruka". - Mocksa: KYPC:
HNH®PA-M, 2019. - 296 — Pexum mocryna: https://znanium.com/catalog/product/1001864




3. AcaimeB A.M., Muponoa U. 1. OcHOBBI 1e1ONIPON3BOJICTBA. [ DIIEKTPOHHBIHN pecypc]|: YuebHoe
nocobue. - Mocksa: OOO "Hayuno-uznarensckuii nentp MHOPA-M", 2020. - 146 c. — Pexum nocrymna:
https://znanium.com/catalog/product/1059311

4. Kupcanoa M.B., Akcernos 10. M. Kypc nenonpoun3BojicTBa: TOKyMEHTAIIHOHHOE O0ecreueHue
yrpaBieHus. [DNeKTpoHHBIN pecypc]:Yuebnoe mocodue. - Mocksa: OO0 "Hay4uHo-U31aTenbCKUiA IIEHTP
NH®PA-M", 2020. - 257 — Peskum mocryma: https://znanium.com/catalog/product/1088888

5. beikoBa T. A., Ky3uemoBa T. B. JlokymeHTanmoHHOe oOO€CI€YCHUE YIPABICHUS
(1emonpon3BOICTBO). [DnexTpoHHbIH pecypc]:YuebHoe rocobue. - Mocksa: 000
"Hayuno-uzparensckuii  unentp HMHPPA-M", 2020. - 304 c¢. — Pexum pocryna:

6. Hopoununa JI. A., VBanoBa JI. A., KapneueBa E. B., Ilmenko A. B., Pacuxuna JI. .
JlokyMeHTOBeICHHE. [ DIIEKTPOHHBIN pecypc]: YUueOHUK 1 MPAKTHKYM IS By30B. - MockBa: IOpaiit, 2020.
- 309 — Pexxum mocryna: https://urait.ru/bcode/450471

7. UlyBanosa H. H., IBanoBa A. FO. OcHOBBI 1€710ITPOU3BOACTBA. SI3bIK CIIyKeOHOTO JOKYMEHTA.
[DnekTpoHHBIN pecypc]:Y4eOHUK M MpakTHKyM s By30B. - MockBa: Opaiit, 2020. - 428 — Pexum
noctyna: https://urait.ru/bcode/450549

8. KazakeBuu T. A., Tkamuu A. W. JlokymeHToBeneHue. JlOKYMEHTAI[MOHHBIN CepBHUC.
[DnekTpoHHBIN pecypc]:Y4eOHUK M MpakTHKyM IS By30B. - Mocksa: Opaiit, 2020. - 177 — Pexum
noctyna: https://urait.ru/bcode/452701

9. Kynses H.H., lemymkun A.C. KoHpuaeHIHaaIbLHOE IEIOMPOU3BOJICTBO W 3aIMIIECHHBINA
ANEKTPOHHBIA JOKYMEHTOOOOPOT. [DIeKTpoHHBINH pecypc]:Yuebuuk. - MockBa: M3parensckas rpymmna
"Jloroc", 2020. - 500 — Pexxum mocryma: https://znanium.com/catalog/product/1212394

10. KupcanoBa M. B., AxcenoB lO. M. Kypc nenonpousBojacta. JloKymMeHTaIlmOHHOE
o0ecrieueHre ympaBlieHUs.:yueOHOe mocoOue sl CTYIEHTOB BY30B, OOYYaIOLIUXCS MO CHEIHATbHOCTU
"MeunemxmeHT". - Mocksa: THOPA-M, 2012. - 366

JlonoiHUTeILHAS JIUTEpaTypa:

1. KprokoBa H. II. JlokyMeHTHpOBaHHE YIPABIECHYECKOM JEATEIbHOCTU. [DIEKTPOHHBIM
pecypc]:YuebHoe nocodue. - Mocksa: OOO "Hayuno-uznarensckuit nentp MHOPA-M", 2014. - 268 c. —
Pexxum nocryna: https://znanium.com/catalog/product/432033

2. 3BepeBa B.II., HazapoB A.B. Opranuzamnus u TexHOJOTUS pabOThl ¢ KOHPUIACHIIUATbHBIMU
JOKYMEHTaMH. [DIeKTpoHHbIN pecypc]|:YuebHuk. - Mocka: OOO "KVYPC", 2018. - 320 c. — Pexum
noctyna: https://znanium.com/catalog/product/754287

3. YmakoBa O. A. JlokymeHTOBe[icHUE. [DIEKTPOHHBIA pecypc]:yueOHoe mocodue. - Mockaa:
NH®PA-M, 2013. - 64 — Pexxum gocrtyma: https://znanium.com/catalog/product/809874

4. Koprees U. K., IImenko A. B., Mamypnes B. A. JlokymMeHTHpOBaHHE YIPaBIECHYECKOU
nesitenbHOCTH + TecThl B DBC. [DnekTpoHHbIN pecypc]:YueOHUK U TpakTUKyM ISl By30B. - MoOCKBa:
FOpaiir, 2020. - 384 — Pexxum moctyma: https://urait.ru/bcode/450470

5. lllyBanoBa H. H. Opranu3zaiius u TEXHOJIOTHS TOKYMEHTAIMOHHOTO 00€CIIeYeHHsI YIIPaBIECHUSI.
[DmexTpoHHBIH pecypc]:YueOHHK M MPaKTUKyM Jjisi By3oB. - MockBa: FOpaiit, 2020. - 265 — Pexum
nocryna: https://urait.ru/bcode/451066

10. MEPEYEHb UH®OPMAIIMOHHBIX TEXHOJIOTI' U, BKJIIOUASI IEPEYEHD
JIMHEH3UOHHOI'O TPOTPAMMHOI'O OBECIHEYEHUA U UTHO®OPMAIINOHHBIX
CITIPABOYHBIX CUCTEM, OHJIAH KYPCOB, HCIIOJIb3YEMBIX ITPH
OCYHWECTBJIEHUU OBPA3OBATEJIBHOI'O NTPOLECCA ITO JUCHUIIJIMHE
IMepeyeHs JUIIEH3NOHHOTO MPOTPAMMHOTIO 00eceYeHH:

Microsoft Office 2016.JoroBop Ne 52/223-110/2020 ot 13.04.2020, Akt Ne Tr000523459 ot
14.10.2020 Cpok npetictust utier3un 30.09.2023.

Directum RX.Cornamrenne Ne 20-1255 ot 31.08.2020. Cpoxk aetictust utier3un 31.08.2021.

Microsoft Windows 10 .JloroBop Ne 52/223-110/2020 ot 13.04.2020, Akt Ne Tr000523459 ot
14.10.2020. Cpoxk neiictus aunen3uu 30.09.2023.

Ilepeyenn HHG(pOopMaLMOHHBIX CIPABOYHBIX cHCTeM, pecypcoB HH(pOpMALMOHHO-
TeJIEKOMMYHUKAIMOHHOH ceTH «AHTEpHET» !



Cnpasouno-nipaBoBasi cucrema ["apant. Jloroop Ne 58419 ot 22 nexabpst 2015. Cpoxk neicTBus
TUIECH3UU -0€3 OTpaHNYCHUS CPOKa

CrpaBouHo-npaBoBas cuctema Koncynsrant +. Jloroop Ne 163/223-Y/2020 ot 14.12.2020. Cpok
nercTBus nureH3uu a0 31.12.2021

11. OMUCAHUE MATEPUAJIbHO-TEXHUYECKOM BA3bI, HEOBXOIUMOM 115
OCYHECTBJIEHUA OBPA30OBATEJIBHOI'O ITPOHECCA 11O JAUCHUITJIMHE
Peanuszanus yueOHOM JUCLUIUINHEI OCYILIECTBIIETCS C HCII0JIb30BaHUEM

MaTepHabHO-TeXHUUECKOH 6a3b1 YpI' DY, obecneunBaronieil mpoBeeHHE BCEX BUIAOB YUCOHBIX 3aHITUN
1 Hay4YHO-HMCCJIEeI0BATENbCKON U CaMOCTOSITENbHON PabOThl 00YJarOIUXCA:

CrienuanpHble MOMELICHUS TPEACTABISIIOT COO0ON y4eOHbIE ayTUTOPUM JJIsl MPOBEACHUS BCEX
BHJIOB 3aHATUM, IPYIIIOBBIX U MHIAMBUAYAIBHBIX KOHCYJIBTALUN, TEKYIIETO KOHTPOJISA U IPOMEKYTOUHOU
aTTecTaluu.

[Tomerienus i caMOCTOATENBHOM pabOThl 00YUYaAIOIIMXCSl OCHAILEHBI KOMIIBIOTEPHON TEXHUKOM
C BO3MOXHOCTBIO MOAKIIOUeHUs: K cetn "VHTepHer" M obOecrieyeHHMEM JOCTyla B 3JIEKTPOHHYIO
nH(popManoHHO-00pa3oBaTenpHyIo cpeny Ypl V.

Bce nomenieHuss  yKOMIUIEKTOBaHbl — CHELMATU3UPOBAHHOM  MeOENbI0 U OCHAIIEHBI
MYJIbTUMEIUHHBIM 000pYJOBaHUEM CHEL0O00pYHOBaHHEM (MH(OPMAIIMOHHO-TEIEKOMMYHUKALMOHHBIM,
WHBIM KOMIBIOTEPHBIM), JOCTYIIOM K HH(OPMAaLMOHHO-IOMCKOBBIM, CIIPABOYHO-TIPABOBBIM CHCTEMAaM,
JIEKTPOHHBIM OUOJIMOTEYHBIM CHUCTEMaM, 0a3aM JaHHBIX JAEHCTBYIOLIETO0 3aKOHOJATENbCTBA, WHBIM
MH(POPMALIMOHHBIM pecypcaM CIYKallUMU JUIS TpeACTaBiICHUs ydueOHOW wuHbopManuu OobIIoi
ayUTOPHH.

Jns mpoBeneHHs 3aHSATHH JIGKHMOHHOTO THIIA TPE3EHTALUMU W JIpyrHe Yy4eOHO-HArJIsATHBIC
l'lﬂ(‘.ﬂﬁ”q nﬁem‘reuunamnrue TeEMATAUSCKUE UTTITHCTNATTUU



