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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
Pa3IUNYHBIX KU3HEHHBIX CHUTYaIASIX

NJ1-2.1TK-4 YmeTs:

JlaBaTb  peKOMEHJAIMi TI0 COBEPIICHCTBOBAHWIO  WHCTPYMEHTOB
KOMILJIEKCa MapKETHUHTa

Hcnonp30BaTh METOBI MPOTHO3UPOBAHUS COBITA MPOAYKIIUU U PHIHKOB
Co3pnaBaTh OTUETHI MO PE3YJIbTATAM MapPKETUHIOBOTO MCCIIEIOBAHUS




I1K-4 ®opMupoBaHue
NPEIJI0KEHU N 1o
COBEPILIEHCTBOBAHUIO

MapKeTI/IHFOBOI\/'I TIOJIMTHKH

NJ-3.11K-4 MeTh NpakTUUECKUN OIIBIT:

[TonroroBka OTYETOB U PEKOMEHJAIMI MO pe3ylbTaTaM MapKETHHTOBBIX
HCCIIEIOBAHU I

@opMuUpOBaHUE TPEIIOKEHUN 10 COBEPIICHCTBOBAHUIO TOBAPHOMU
TIOJTUTUKU
dopmMupoBaHue
TIOJTUTUKH
dopMHUpoOBaHUE MPEATIOKEHUN 110 COBEPIICHCTBOBAHUIO CUCTEM COBITA U
MPOJaX

dopMUpoBaHUE MPEMIOKEHUN MO YIYUYIICHUIO CUCTEMbI MPOJIBHIKECHUS
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 MapKETHUHIOBBIX KOMMYHHMKAallMi, B YaCTHOCTH WHCTPYMEHTHI
IPOJABMKEHMSI, pEKJaMa, CBSA3M C OOLIECTBEHHOCTBHIO, CIIOHCOPHHT,
MHTEPHET-MapKETHHT

HNHCcTpyMEHTBI TalilM-MEHEJDKMEHTa TEeXHOJIIOTHH BEICHUS IIEPETOBOPOB

NJ-2.11K-5 YmeTts:

BreictpanBath 3 QeKTUBHBIC B3aUMOJICUCTBUS C TOJPA3ACICHUSIMU
OpraHHu3alUy AJs JOCTH)KEHUS 1LIEJIEBBIX PE3yJbTaTOB MPOEKTa TOPrOBO-
MIPOMBIIIJICHHOW BBICTABKHU.

CornacoBblBaTh HMHTEpPECHl U YOEKIaTh IMPEACTABUTENCH KIFOYEBBIX
UTPOKOB OTPACIIM SKOHOMUKH, B paMKax KOTOPOW OpraHu3yeTcs TOProBO-
MIPOMBIIIJICHHAs] BBICTABKA, IAPTHEPOB, CIIOHCOPOB IPUHUMAThH Y4acTHE B
MEPOTIPUITHIX, HAMPABICHHBIX Ha MPOJIBIJKEHHE TMPOEKTa TOPIrOBO-
MIPOMBIIIUICHHOM BBICTaBKH. VICIIONIB30BaTh COOBITHS, MMPOUCXOASAIINE BO
BpeMsi  OpraHU3ald  TOPrOBO-TIPOMBIIUICHHOW  BBICTaBKH,  JJIA
3¢ (HeKTUBHOTO MPOABMKEHUSI TOPTOBO-TIPOMBIIIIICHHON BBICTABKH CEpIIU
[[EJIEBBIX ayAUTOPUN YUaCTHUKOB U TTAPTHEPOB




I1K-5 Ob6ecneuenue|1/1-3.11K-5 Bnaners HaBbIKamMu (TPyI0BBIE IEHCTBHS):
COOTBETCTBUS MapKeTHHTOBOro|@opMupoBaHNe  pPEeKOMEHAAIMi s pabOTHHKOB/MOJPA3ACICHUMH

IJ1aHa

TOPrOBO-MPOMBIIIIJIEHHON
BBICTaBKH KOHIICIIIIUH

Ou3Hec-TUIaHy

opraHu3anvun - HpO(l)eCCI/IOHaHBHOFO opraHusaropa TOProBoO-
IDPOMBINIJICHHBIX  BBICTABOK, OTBC€TCTBCHHBLIX 3a MAapKETHUHI, IIO

u|pa3paboTke OpeHa-KO10B u CTpaTeruu MIPOABUKECHUS
TOPrOBO-|TOPrOBO-IIPOMBIIIJIEHHON BBICTABKH
MIPOMBIIIUIEHHON BBICTaBKH

Koopaunanus B3aUMOJICUCTBUSA CTPYKTYPHBIX NIO/Ipa3ielICHUN
OpraHu3aly 10 BOIpOCaM pa3padOTKU M peau3alud MepOoNpHUITHN
MapKETHUHIOBOTO IJIaHA TOPrOBO-IIPOMBIIIJICHHON BBICTaBKU

KoHTposb COOTBETCTBUS peanu3yeMOro IUIAHA MEPONPUATHH 110
IIPOJBMKEHUIO TOPTOBO-IIPOMBIIUIEHHOW BBICTABKM MHCCHH W LENAM

TOPrOBO-IIPOMBILIJICHHONM  BBICTABKH, a  TaKXe  COIVIALCHMM,
JOCTUTHYTBIM C IIaPTHEPAaMH, CIIOHCOpPaMH, YYaCTHUKAMU OTIEJIBHBIX
KaTeropuu

3aKiIloueHue COrJIAlIeHU O COTpyJHUYECTBE B cdepe MpOABHKEHUS
TOPTOBO-IIPOMBIIIJICHHON ~ BBICTABKM  CO  CPEACTBAMH  MAacCOBOM
nHpopmaruu (coBmMecCTHO c PabOTHUKAMU/TIOIPA3ACTICHUSIMU
OpraHu3aIH - npo¢ecCnOHaIHLHOTO opranuzaropa
TOPTOBO-TIPOMBILIUIEHHBIX BHICTABOK, OTBETCTBEHHBIMU 32 MAPKETHHT)

Pa3zpaborka 1utaHoB pabot B chepe aMHHHCTPUPOBAHUS, OOHOBJICHHUS
KOHTEHTA U MPOJBUKECHHSI CaliTa TOPrOBO-IIPOMBIIIIICHHOM BBHICTaBKU

Opranu3zaiys UCIOJHEHMS IJIaHOB paboT B chepe aAMUHUCTPUPOBAHMUSI,
OOHOBJICHHUS KOHTEHTa U MPOABIXKECHHUS CaiiTa TOPrOBO-IIPOMBIILICHHON

DITOTOADIL I

5. TEMATHYECKUM IUIAH

Yacos
KonrakTHas pabota (10 y4.3aH.)
Tema Bcero CamocT. Kontpors
HaI/IMCHOBaHl/IC TEMBbI CaMOCTOSATECIIbH
4acoB JlaGoparop | Ipaktuuec | pabora M
HGKLU/II/I HBIC KHUEC 3aHATUS o pa60TH
Cemectp 9 176
OCHOBHEBIE MIOHSITUS AIEKTPOHHOTO
Tewma 1. |mokymeHTOOOOpOTA. OcuHoBubie| 30 2 28
KOHIENIMH 0e30yMaXHOW TEeXHOJIOTUU
Opragu3anus OKYMEHTAIIMOHHOT'O
Tema 2. | 2P H JIOKYMEHTaN 28 2 26
oOecrnievyeHus yrpaBiIeHHUs B OpraHu3aluu
Opragu3aiys  DJIIEKTPOHHOH  CHUCTEMBI
Tema 3. [P 1 P 30 4 26
yIpaBIeHUS TOKYMEHTOO00POTOM
Cucrema aBJIEHHUS DJIEKTPOHHBIMH
Tema 4. yrp p 44 6 38
JTOKYMEHTaMHU
Samura wuHGOpPMAIMH B  CHCTEMAax
Tema 5. |22 (bopwmar 44 2 42
AJIEKTPOHHOTO JIOKYMEHTA
6. ®OPMbI TEKYHIEI'O KOHTPOJISA 1 MPOMEXYTOYHOM ATTECTAIIUU
IIKAJIBI OIEHUBAHUSA
Bun ornrenounoro Kpurepun
Paszgen/Tema Ornucanue OLEHOYHOr0 CPEACTBA
cpencTBa OLICHUBAHUA

Texymuit konTposs (ITpunoxenue 4)




Tect (IIpunoxxenue

Cucrema CTaHAAPTU30BAHHBIX SaﬂaHHﬁ,

Tect cocTout u3 15
Bonpocos 10 Gaios
- 3a Hanuuue 80%
MPABIIILHBIX
OTBETOB Ha
TECTOBBIC 3aJIaHUS;

7 6amioB - 3a
Hammuue 70%
IIPABHIIbHBIX
OTBETOB Ha
TECTOBBIE 3aJaHHS;

5 Oayu1 - 3a HAJIMYue

Tema 1 2) MO3BOJAIONIAs aBTOMATH3MPOBATL MPOLEAYPY| ™ s, HPABHIbHBIX
M3MEpEHHs YPOBHS 3HAHMI 00ydaromerocs
OTBETOB Ha
TECTOBBIC 3aJ[aHMS;
3 banna - 3a
Hamaue 40%
MPaBUIIBHBIX
OTBETOB Ha
TECTOBBIC 3aJ[AHWS;
1 Gann - 3a HanMuMe
30% npaBUIBHBIX
OTBETOB Ha
TECTOBBIE 3aJaHMUS.
3aaHus penpolyKTUBHOTO YPOBHS,
MO3BOJISIOIINE OLIEHUBATh U IMaTHOCTUPOBATH
PasHOypOBHEBbIE 3HaHUe (paKTUUeCcKoro Marepuana (6a3oBbie TIpaBHIBHOCTS
Tewma 2 3aja4p 1 3ajaHus | oo, AITOPHTMEL, (axTe) 1 ymerme BBITIOJTHEHUS
(Tpuioxerue 4) MIPABWIBHO MCIIOIH30BATh CIICIIUATBHBIC B—
TEPMHHBI U TIOHATHUS, Y3HaBaHUE O0BEKTOB
M3yUYEHHsI B PaMKax OIPEeNIEHHOTO pa3/erna
JUCIUIIAHBI,
3ananus penpoyKTUBHOTO YPOBHS,
MTO3BOJISFOIINE OIICHUBATh U JIMATHOCTHPOBATH
PassoypoBHersie | SHAHHE dakTryeckoro marepuana (0a3oBbie TIpaBHIEHOCTS
Tewma 3 sajaun ¥ sagaHms |0 o A, AITOPHTMEL, (axrer) u ymenne BBITIOJTHEHUS
(Tpuoxerne 4) |PABAIBHO HOMONB30BATE CHICIHATBHEIE sanaHuii
TEPMHHBI U TIOHATHUS, Y3HaBaHUE 00BEKTOB
W3YYEHHUS B paMKaX OMPEEICHHOTO pa3ierna
JUCIUTIIINHBI.
3aanus penpoyKTUBHOTO YPOBHS,
MTO3BOJISFOIINE OIICHUBATh U JIMATHOCTHPOBATH
PassoypoBHersie | PHAHHE dakTryeckoro marepuana (0a3oBbie TIpaBHIEHOCTS
Tewma 4 sajaun ¥ 3ajgaHms |0 A, AITOPHTMEL, (axrer) u ymenne BBITIOJTHEHUS
(Tpunoxerne 4) |PABAIBHO HOMONB30BATE CHICIHATBHEIE sanaHuii

TCPMHHBI U ITOHATHA, Y3HABAHUC 00BEKTOB
HU3YUCHHUSA B paMKax OIPCACIICHHOTO pa3acia
JUCHUTTIIINHBI.




Kpatkoe wusznoxenue B nucbMeHHOM Buae|llonHoTa packpsITus
MOJIYUEHHBIX PE3yJIbTAaTOB TEOPETUUYECKOTO0 M| TEMbI U IITyOuHa

Pedepar .
Tema 5 IIPAKTUYECKOr0 aHaJIM3a OIPEIEICHHON TEMBI, OCBOCHUS
(ITpunoxenue 4) . .
B paMKax KOTOpPOH aBTOp PAacCKpbIBaeT CyThb| MOHATUIHOIO
HCCIIEyeMOI TPOOIeMBbl anrmapara.

[TpomexxyTounbiii KOHTpOJIb (IIpunoxenue 5)

buner nng 3adera

buner cogepKUT 0AUH TEOPETUUECKHIT BOIIPOC 100 6amnoB
(npunoxenue 5)

9 cemectp (3a)

OIIMCAHHUE IKAJI OONEHUBAHUA

[Toxazatenp omenku ocBoeHusi OIIOII dopmupyeTcs Ha OCHOBE OOBEIWHEHUS TEKYyIICH H
MIPOMEKYTOYHOM aTTeCTAIlMN 00YJarOIIEeTOCs.

[Tokazarenb pelTUHra MO KaXKAOW AUCHUUIUIMHE BBIPAXKAETCS B MPOLIEHTAX, KOTOPBIA MOKAa3bIBAET
YPOBEHb MOJITOTOBKHU CTY/ICHTA.

Texymas arrecranus. Mcnomesyercs 100-OamnpHast cucrema ouneHuBaHus. OleHKa padOThI
CTYJICHTAa B TEUCHHH CEMECTPa OCYIIECTBISICTCS MPETNOaBaTeIeM B COOTBETCTBUU C Pa3pabOTaHHOW MM
CUCTEMOH OLIEHKH Y4eOHBIX JOCTH)KEHUH B Ipolriecce 00y4eHHUs 110 TaHHOW TUCIUILINHE.

B pabouux mnporpamMmax IWUCHUIUIMH W TPAKTUK 3aKPEIUICHBI BUIBI TEKYIICH AaTTeCTalluH,
TUTAHUPYEMBIE PE3YNbTaThl KOHTPOJIBHBIX MEPONPUATUN U KPUTEPUH OLIEHKU y4EOHBIN TOCTHKEHUH.

B teuenue cemectpa mpemnogaBaresieM MPOBOJAUTCS HE MEHEE 3-X KOHTPOJIbHBIX MEPOIPUSITHH, 110
OLICHKE JEATEeIbHOCTU CcTyAeHTa. Ecnu mocemnienus 3aHATUN 10 AUCHUILTAHE BKIIOUEHBI B PEUTHUHT, TO
JAHHBINA MTOKa3aTesb cocTaBisieT He Oonee 20% 0T MaKCUMAaTbHOTO KOJIMYECTBA OAJIOB MO JUCIUTUIMHE.

[TpomexyTounas arrecranus. Mcnonb3yercsa S-0amnpHas cucteMa olieHnBaHusA. O1ieHKa paboThl
CTyJICHTa MO OKOHYAHMIO JUCUUIUIMHBI (YacTH AUCIUIUIMHBI) OCYIIECTBIISIETCS MPENoJaBaTelieM B
COOTBETCTBUH C pa3pabOTaHHON MM CHCTEMOM OIICHKH JOCTHKEHUH CTYAEHTa B Ipolecce 00ydeHHs Mo
naHHOW nucuuiumHe. [IpoMexyTodHast aTTecTanus TakKe MPOBOJIUTCS MO OKOHYAHUIO (DOPMUPOBAHUS
KOMIIETEHIIUH.

[Topsimok mepeBoja peWTHHra, MPETyCMOTPEHHBIX CHUCTEMOHN OLICHMBAHUS, MO JAUCIUIUIMHE, B
MATUOAIIBHYIO CUCTEMY.

Bricokuii yposens — 100% - 70% - oTnmvHO, X0pOoMIo.

Cpennuii ypoBenb — 69% - 50% - y10BIETBOPUTENBHO.




Iloxa3zaTeab OEHKH

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 TEOPETUUECCKUMU 3HAHUSIMU B TIOJITHOM
o0beme, MOHUMAIOT, CAMOCTOSATEIHHO YMEIOT
MPUMEHSITh, UCCIICIOBATh, UACHTHU(DHUIIUPOBATH,
aHaJIM3UPOBATh, CUCTEMATU3UPOBATH, PACIIPENEIATH 110
KaTeropusiM, pacCUuTaTh MOKa3aTeIH,
KJ1acCU(UIIUPOBATh, pa3padbaTbiBaTh MOJEIH,
ITOPUTMU3UPOBATH, YIIPABIATH, OPTaHU30BATh,
IJIAHUPOBATh MPOLECCHI UCCIIEOBAHNUS, OCYILIECTBIIATh
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, UACHTU(DHUIIMPOBATS,
aHAJTM3UPOBATh, CUCTEMATH3UPOBATD, PACTIPEACIIATH 110
KaTeropusiM, pacCUMTaTh MOKA3aTeNH,
KJIacCH(pUIUPOBATH, pa3padaThIBaTh MOJEINH,
ITOPUTMU3HUPOBAThH, YIIPABIATh, OPraHU30BATh,
TUTAHUPOBATH MPOIECCHI UCCIIE0OBAHUS, OCYIIECTBISITD
OLIEHKY Pe3yJbTaTOB Ha CPEHEM YPOBHE.
Jomnyckarorcs ommOKy, KOTOpbIE CTYACHT
3aTPyIHAETCS UCIPABUTh CAMOCTOSITENBHO.

49 % wu meHee

HEYAOBJICTBOPUTCIILHO

00J1a1aI0T HE MOJIHBEIM 00BEMOM OOIIMX
TEOPETUYECKUMU 3HAHUSIMU, HE YMEIOT
CaMOCTOSTCIIBHO HpI/IMCHflTI:, ucciaeaoBarhb,
UACHTU(PUIIUPOBATH, AaHATU3UPOBATH,
CHCTEMAaTU3UPOBATh, PACTIPEACIIATH 110 KATETOPHSIM,
paccuuTaTh MoKa3aTenu, KiaccuuimnpoBarb,
paszpabaThIBaTh MOJIETH, AJITOPUTMHU3UPOBATH,
YIPaBJISITh, OPTAaHU30BATh, IJIAHUPOBATH MPOIECCHI
MCCJICIOBAHMS, OCYIIECTBIISThH OIICHKY PE3YyIbTaTOB.
He copmupoBanbl yMeHUS M 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 TIOHSTHS JIEKTPOHHOTO JOKYMEHTO000poTa. OCHOBHBIE KOHIIEHIIUU 0€30yMaKHOM
TCXHOJIOTHUU YIIPABJICHUSA

Nudopmanronnsie pecypebl opranuzanuu. [lonarue gokymeHTa.
DJNEeKTPOHHBINA TOKYMEHT: ONpeNieIeHne, CTPYKTYpa, OTpaHMYCHHS MCTIONIb30BaHus. OCHOBHBIC (DYHKITUH

nokymenToB. IOpuauueckas cuina gokymenta. Cranpaptuzainus. YHUUIUpPOBAaHHAs CHCTEMa
nokymeHTanuu. OrpaHuyeHHs BeJACHUs OyMa)KHOTO JOKYMEHTOOOOPOTa B COBPEMEHHOM OpraHn3alun

Tema 2. Opranuzanus JOKyMEHTaIIMOHHOTO 00eCIIeYeHus YIPABICHHUS B OpraHU3aIlIH

OCHOBBI OpraHu3anid JOKYMEHTOOOOpOTa TMPEANPUITHI: TIOHATHE, CXeMa JOKYMEHTOOO0OpOTa,
KOJIMYECTBEHHBIC XapaKTEPUCTUKH JOKYMeHTOooOopoTa. Kiaccupukanus, yHudukamnus 1 CTaHIapTH3AINS
B JernonpousBojcTe. IlpaBuna odopmieHUs peKBU3UTOB JOKYMEHTOB. BlIaHKM JOKYMEHTOB: BHIbI
OJIAaHKOB U TIOPSIOK PACIIONIOKECHHS PEKBU3UTOB B OJIaHKE.

I'OCT P 7.0.97-2016. HaunonanbHbiil ctangapT Poccuiickoit denepanuu.

Tema 3. Opranuzarus 3JEeKTPOHHOW CUCTEMBI YIIPABICHUS JOKYMEHTO000POTOM

OyHKIIMOHAT U apXUTEKTYpa CUCTEM DIICKTPOHHOTO

JIOKYMEHTOO0O0pOTA.

[TomHOIIEHHOE OOECIIeYeHne BCEX TPAJAMIMOHHBIX 3TANoB pabOThl C JOKYMEHTAMHU B JICJIONPOU3BOJICTBE
(oOpaboTka M perucTpanus JOKyMEHTOB, YUeT, KOHTPOJIb MCIOJHEHUs, apXuBHpoBaHue). Opranuzamnus
MH()OPMALIMOHHOIO OOMEHAa M COBMECTHOH pPaOOThl ¢ KOPIOPATUBHBIMU XPAHHIUIIAMHA HH(POPMAIIHH,
yIpaBieHUE MOTOKaMU padoT. YHpaBieHUE apXUBaMH 3JIEKTPOHHBIX U OyMa)KHBIX JOKYMEHTOB.

Tema 4. Cucrema ynpapieHus 3JIEKTPOHHBIMH IOKyMEHTaMU

CospemenHas apxurekrypa COJI. Cucrema ynpasieHUs 3JEKTPOHHBIMU JOKYMEHTaAMU: XapaKTEPUCTUKH,
npoektupoBanue M BHenapeHue. Buasl COJI. Ponmu mnonp3oBateneld. YBenomileHHWE MCIIOIHUTEIEH.
OcHoOBHbIE OM3HEC-TIPOLIECCH B IOKyMEHTO000poTe. Pe3ynbTaThl OM3HEC-TTPOLIECCOB TOKYMEHTO000pOTA.
CO/1 DIRECTUM RX. Moayne AaMuHUCTpUpOBaHue. Moaynb Jlenonpon3BoACTBO.

Tema 5. 3amura nHpopMaIy B cucTeMax 3JIEKTPOHHOTO IOKYMEHTa
3aa4u 3alKUThl UHPOPMALIUK B CUCTEMAX IEKTPOHHOIO JOKYMEHTO00O0pOTA:!

1. 3amuTa apxuBa ¢ailioB U nHGOpPMALMK OT YHUUTOXKEHUS U MHBIX YTPO3 B CIIydae anmnapaTrHbIX cO0eB
WJIM B PE3YJIbTATE HAMEPEHHBIX JIEHCTBUH MOJIB30BATEIECH.

2. 3ammra MHQOpPMALUMU OT yTeueK Npu ee HaxoxiaeHun B OJI0 unu mpu nepenade B 00JIauHOE
XpaHWIHILE JIUOO KOHTpAareHTaM.

3. 3amura nHGOpMaIUK OT KOMHMPOBAHHUS JTIOOBIM CIIOCOOOM.

4. 3anmuTa TaHHBIX OT YHUUYTOXKEHUS.

7.3. Coneprxanre caMOCTOSITEIIBHONU PabOThI

Tema 1. OCHOBHBIE TIOHSTHS AJIEKTPOHHOTO JOKYMEHTO00OpoTa. OCHOBHBIE KOHIIEMIIUU 0€30yMaKHOMH
TEXHOJIOTUU YIIPABICHUS

3aKoHOIATEILHOE U

HOPMAaTUBHO-METOMYECKOE PETYIUPOBAHHE

JOKYMEHTAIMOHHOTO 00ecTieueHusT




Tema 2. Opranuzanusi JOKyMEHTallMOHHOTO 00eCIIeUeHHs YIPaBICHUs B OPraHU3aIiH
CuctemMbl JOKyMEHTAIlMHM: OpPraHW3AIOHHBIC, PACHOPAAUTENbHbIE, HH()OPMAMOHHO-CIIPAaBOYHBIE.
TpeboBanus K COCTABICHUIO U O(OPMIICHUIO

Tema 3. Opranuzanus 3JEeKTPOHHOU CUCTEMBI YIIPABICHUS TOKYMEHTOO00POTOM
VYnpaBieHrue apXuBaMu 3JICKTPOHHBIX U OyMaKHBIX JOKYMEHTOB.

Tema 4. Cucrema ynpapieHus 3JIEKTPOHHBIMH IOKyMEHTaMU

Pabota ¢ cnipaBouHMKaMK MOJYIIsl «Y IpaBIeHUE FIEKTPOHHBIMU JOKyMeHTaMu». Co3/laHie T0KyMEHTa U3
mabnona, u3 I[IpoBojHuKa AOKyMeHTOB W 3amad. OrnpaBka nokymeHTa B DireCtumRX w3 BHemrHux
MIPUIIOKEHUH.

Mopnynb JIOrOBOpHBIE JOKYMEHTBI.

Tema 5. 3amura uadpopmanuu B ccTeMax 3JIEKTPOHHOTO TIOKYMEHTa
Oco0EeHHOCTH 3AIIUTHI AIEKTPOHHOTO IOKyMEHTO000pOoTa. 3aKOHOAATEIBHOE PETYIHMPOBAHNUE.

7.3.1. IlpuMepHBIE BOMPOCHI JIJIsi CAMOCTOSITEIILHOM IMOATOTOBKH K 3a4€Ty/3K3aMEHY
[Tpunoxenue 1

7.3.2. IlpakTuyeckue 3aJaHusi 1O JUCHUIUIMHE s CAMOCTOATEIbHOW TOJATOTOBKH K
3a4eTy/3K3aMeHy
[Ipunoxenue 2

7.3.3. IlepeueHb KypcoBbIX paboOT
VY4eOHBIM IIJIaHOM HE IPETyCMOTPEHO

7.4. DneKTpoHHOE MOPTQOIHO 00yIarOIIETOCs
pa3menaeTcss KOHTpOJIbHAsE paboTa

7.5. Meronndeckue peKOMEH IAllH 10 BBIMOJIHEHUIO KOHTPOJIbHOM paboThI
[Tpunoxxenue 6

7.6 Meronnueckue peKOMEHIallH 110 BBIITOJIHEHUIO KYpPCOBOM pabOThI
Y4eOHBIM MIIaHOM HE MPEAYCMOTPEHO



8. OCOBEHHOCTHU OPI'"AHU3AIIUU OBPA3OBATEJIBHOI'O
IMPOLHECCA MO JUCIUIIVIMHE U1 JINL C O'PAHUYEHHBIMUA
BO3MOKHOCTAMHU 310POBbs

Ilo 3aaenenuto cmyoenma

B memsx NOCTYHOCTH OCBOEHMS INPOrPaMMBbl JUIS JIMI C OTPAaHUYECHHBIMU BO3MOXKHOCTSIMU
3J10pOBbsI IPU HEOOXOAUMOCTH Kadeapa obecrieunBaeT CleAYIOIINE YCIOBUS:

- 0COOBIH MTOPSAJIOK OCBOCHUSI AUCLUILINHBI, C YIETOM COCTOSIHUS UX 3/10POBbS;

- DJIEKTPOHHbIE O00pa3oBaTelIbHBIE PECYpChl MO JUCHUIUIMHE B (OpMax, aJalTHPOBAHHBIX K
OTPAaHUYEHUSIM UX 3/I0POBBS;

- U3y4eHHe JUCLHUIUIMHBI [0 WHAUBHUIYaIbHOMY y4eOHOMY IJaHy (BHE 3aBUCHUMOCTH OT (DOPMBI
o0y4YeHHs);

- DJEKTpOHHOE OOydyeHHe M JAUCTAaHLMOHHbIE OOpa30oBaTElbHbIE TEXHOJIOTUH, KOTOpBIE
peayCMaTpUBAIOT BO3MOXKHOCTH IpUeMa-repeaun nHpopMaIuy B JOCTYIHBIX JJIs HUX (popMax.

- poctyn (yAaJeHHbIM JOCTYN), K COBPEMEHHBIM INPO(ECCHOHANbHBIM 0a3aM [aHHBIX MU
MH(OPMALIMOHHBIM CIIPABOYHBIM CUCTEMaM, COCTaB KOTOPHIX ompenesneH PIT/I.

9. MEPEYEHb OCHOBHOM 1 JIONOJIHUTEJIbHON YUEBHOM JINTEPATYPHI,
HEOBEXOJIUMOW J1JIsI OCBOEHMSI T CHUILIAHBI
Caiit 0ubamorexku YpI'dy
http://lib.usue.ru/

OcHoBHast iMTeparypa:

1. EBmoxumora JI.M., Kopsbkun B.B. DiekTpoHHBIH JOKyMEHTOOOOPOT U oOecredeHue
0€30MacHOCTH CTaHAAPTHBIMH CpeacTBaMu WINndows [DnekTpoHHBI pecypc]:YuebHoe mocodue. -
Mocksa: OO0 "KYPC", 2019. - 296 — Pexxum noctyna: https://znanium.com/catalog/product/1001864

2. beikoBa T. A., Kysnenoa T. B. JlokymMeHTalmoHHOE oOOECIEUEHUE YIPABICHUS
(menompousBoACTBO) [DnekTpoHHbIH pecypc]: Yuebnoe nocobue. - Mocka: OO0 "Hayuno-u3natenbckuii
eatp MH®PA-M", 2020. - 304 — Pexxum goctyna: https://znanium.com/catalog/product/1078152

3. Kynsee H.H., Hemymkun A.C. KoHbuaeHIHaIbsHOE JETONMPOU3BOJICTBO W 3aIMINECHHBINA
ANEKTPOHHBIA JTOKYMEHTOOO0OPOT [DNEeKTpOHHBIH pecypc]:YueOHHK. - MockBa: M3matenbckas rpymma
"Jloroc", 2020. - 500 — Pexxum mocryma: https://znanium.com/catalog/product/1212394

4. Hoponuna JI. A., UputukoBa B. C. OpraHuzamuss U TEXHOJOTHS JOKYMEHTAlMOHHOTO
oOecrieueHurs yrpaBiaeHus [ DIEKTPOHHBIN pecypc]|:Y4eOHHK U MPaKTUKYM JJig By30B. - Mocksa: FOpaiir,
2022. - 233 — Pexxum gocrtyma: https://urait.ru/bcode/489555

JlonosiHUTEILHAS JIUTEpaTypa:

1. Kabamos C.}O. DnekTpoHHOE MPaBUTEIbCTBO. DJIEKTPOHHBIM JOKYMEHT0000poT. TepMuHbI 1
onpeneneHus [ DneKTpoHHBIN pecypc]|:YuebHoe nocodue. - Mocka: OOO "HayuHo-u31aTenbCKUi [EHTP
NH®PA-M", 2021. - 320 — Pexxum moctyma: https://znanium.com/catalog/product/1132150

2. Illysanosa H. H., UBanosa A. IO., llyBamoBa H. H. OcHoBbI nenxonpousBoxactBa. S3bIK
CIIy’)keOHOTO JTOKYMEHTa:y4eOHUK W TPAaKTHUKyM JUIsl akaJeMU4yeckoro OakajaBpuara: Ui CTYAEHTOB

BY30B, 00yUaIOMIMXCs M0 S)KOHOMUUYECKUM HAIPaBICHUAM U CHelHanbHOCTAM. - MockBa: FOpaiit, 2017. -
27K
3. Turos /1.B., HanmoB A.H. Di1eKTpoHHOE aIMUHHACTPUPOBAHKE B TOCYIAPCTBEHHOM YITPABICHUN

[OnexTpoHHBIH pecypc]:YuebHoe mocobue. - Bosorga: ¢enepanbHoe Ka3eHHOE 00pa3oBaTelbHOE
YUpeKIeHUE BhICIIEr0 00pa3oBaHus «Boaoroackuii MHCTUTYT MpaBa U 9KOHOMHKN DenepanbHoi ciryKObI
UCTIOJIHEHUS HakazaHui», 2019. - 78 — Pexxum nocrtyma: https://znanium.com/catalog/product/1229826

10. HEPEYEHb UH®OPMAIIMOHHBIX TEXHOJIOT Ui, BKJIIOYASA NIEPEYEHD
JIMOEH3UOHHOI'O TIPOI'PAMMHOI'O OBECITEYEHUSA U UHO®OPMAIIMOHHBIX
CIIPABOYHBIX CUCTEM, OHJIAHH KYPCOB, UCIIOJIb3YEMBIX ITPHA



OCYHECTBJIEHUU OBPA3OBATEJIBHOI'O TIPOLECCA IO AUCIUITVIMHE
IlepeyeHs JUIIEH3NOHHOTO MPOTPAMMHOTIO 00eCeYeHH:

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

Directum RX.Cornamrenne Ne 21-1208 ot 31.08.2021. Cpok aetictust nuiier3uu 31.08.2022.

Microsoft Windows 10 .Jlorosop Ne 52/223-110/2020 ot 13.04.2020, Akt Ne Tr000523459 or
14.10.2020. Cpox neiictus aunenzun 30.09.2023.

Ilepeuenn HH(OPMAIIMOHHBIX CIIPABOYHBIX cucrTeMm, pecypcoB UH(POPMALIMOHHO-
TeJIEKOMMYHHUKAIUOHHOM ceTu «AHTepHeT»:

CnpaBouHo-nipaBoBas cuctema KoncynbranT +. JloroBop Ne 163/223-Y/2020 ot 14.12.2020. Cpoxk
nercTBys unen3uy no 31.12.2021

CnpaBouno-npaBoBas cucreMa [apant. JforoBop Ne 58419 ot 22 nexa6pst 2015. Cpok neiictBus
JIMIICH3UH -0€3 OTPaHUYCHUS CPOKA

11. OMUCAHUE MATEPUAJIBHO-TEXHUYECKOM BA3bIL, HEOEXOJIUMOM JIJIsI
OCYHIECTBJIEHUSA OBPA30OBATEJIBHOI'O ITPOHECCA IO AUCHUITIJIMHE
Peanuszanus yueOHOM JUCLUIUINHBI OCYILIECTBIIAETCS C MCII0JIb30BaHUEM

MaTepuaIbHO-TeXHUUYeCcKoi 0a3bl YpI'OV, oOecneunBaroiell NpoBeEHUE BCEX BUI0B YUEOHBIX 3aHATHIM
Y Hay4YHO-MCCIIEI0BATENbCKON U CaMOCTOSITENbHON PabOThl 00YUarOIUXCA:

CrneunanbHble TOMEUIEHUsS MPEICTaBISAIOT COOON y4yeOHbIE aylAUTOPUU AJIs MPOBEACHMS BCEX
BUJIOB 3aHSTUM, IPYIIIOBBIX U MHAMBUAYAIBHBIX KOHCYJIBTALUN, TEKYIIETO KOHTPOJIS U IPOMEKYTOUHOU
aTTecTaluu.

[TomerieHus /U1 cCaMOCTOATENBHOM pabOThl 00YUYaIOIIUXCSl OCHAILEHBI KOMIIBIOTEPHON TEXHUKOM
C BO3MOXHOCTbIO MOAKIIOueHus: K cern "VHTepHer" M obOecrieyeHHMEM JOCTyla B 3JIEKTPOHHYIO
nH(popManoHHO-00pa3oBaTenpHyIo cpeny Ypl ' OV.

Bce nomenieHuss = yKOMIUIEKTOBaHbl — CHELMAIU3UPOBAHHOM  MeOENbI0 U OCHAIIEHBI
MYJIbTUMEIUHHBIM 000pYJOBaHUEM CHEN0O00pyHIOBaHHEM (MH(OPMAIIMOHHO-TEIEKOMMYHUKAIMOHHBIM,
UHBIM KOMIBIOTEPHBIM), JOCTYIIOM K HMH(OPMalOHHO-IOMCKOBBIM, CIPABOYHO-IIPABOBBIM CHCTEMAaM,
3JIEKTPOHHBIM OMOJIMOTEYHBIM CHUCTEMaM, 0a3aM JaHHBIX JAEHCTBYIOLIETO0 3aKOHOJATENbCTBA, WHBIM
MH(OPMALIMOHHBIM pecypcaM CIyKallUMH JUIsl TpeAcTaBiIeHus ydyeOHoM uHbopManuu O0abIIoN
ayUTOPHH.

Jns mpoBeneHUs 3aHATHM JIEKIMOHHOIO THUIA NPE3EHTAMU M JpYyrue y4deOHO-HarjsiaHbIe
nocoOusi, o0ecreynBaroIye TeMaTHYeCKie HUTIOCTPALIUU.



