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1. HosicuuTeIbLHAA 3aAIMCKA

1.1. [leapb ¥ 3202494 AUCHUNINHBI

1.1. Ienv u 3a0auu oucyuniumvl
Illenv  Oucyuniuwel —  TOATOTOBUTH  BBIMMYCKHUKA,  O0JIa/IalOIIETO
TEOPETUYECKUMH ¥ TPAKTHYCCKUMHU 3HAHUSMA H yMEHHSAMH, CIIOCOOHOTO
MPUMEHSTH KOMIIETCHIINA B cpepe yIpaBIeHHs TOKYMEHTAIUECH B KOPIIOPAIIHH.
3aoauu oucyuniumol:
-  O3HAaKOMHTh MAarucTPaHTOB C  TIOHATHEM  «JOKyMEHTHPOBAHHAS
uH(OpMaITUD) U €€ POJIBIO B YIIPaBJICHUH;
- chopMupoBaTh HaBBIKM aHAJIM3a HOPMATHBHO-TIPABOBBIX U METOIHYECKHUX
OCHOB JIOKyMEHTAITMOHHOTO O0SCIICYCHHMS YIIPABICHUS KOPITOPAIIHECH;
-  O3HAaKOMHTh C OCHOBHBIMH DJJIEMEHTAMH CHCTEMBl YIIPaBJICHHS
JTIOKYMEHTaMU;
- 0o0yuuTh MeTOJAaM  HCIOJIb30BaHUS  YHU(DHUIIMPOBAHHBIX  CHCTEM
JIOKyMEHTAITUH;
- chopmMupoBaTh HaBBIKU JIOKYMEHTAIIMOHHOT'O obecricucHUs
GyHKIHOHATBHBIX Chep YIpaBIeHUS;
- OCBOWUTH TEXHOJOTHU TOCTPOCHHSI CHUCTEMBI W TIPOIIECCOB YIIPABICHUS
JIOKyMEHTaMU;
- chopmMupoBaTh HABBIKK Pa0OTHI ¢ KOH(DUICHIUATBHBIMU TOKYMEHTAMH;
- 00Y4YHUTh IPAKTUKE BEACHHS MEXKTYHAPOTHOMN TIEPETTHCKH.

1.2.  @opmupyemvie  KOMnemeHyuu, COOMHECEHHble C  NIAHUPYEeMbIMU
pe3yivmamamu 00yueHus no OUCYUNIUHE

HpOHCCC HU3yUCHUS AUCHHUINIMHBI HAIIPABJICH HaA q)OpMI/IpOBaHI/IC y
MaruCTpaHTOB KOMIICTCHIIUH CITOCOOHOCTD YIIPaBJIATH OopraHu3anuiamMu,

MoJIpa3ieICHUsIMU, TpynnamMu (KOMaHIaMu) COTPYJIHUKOB, MPOCKTAMU U CETSIMU
(TIK-1).

Koowt Cooepoicanue Ilepeuens nianupyemvix pe3yibmamos o0yyeHus
KOMNnemenyuu KOMNnemenyutl no OUCYUnIuHe
[IK-1 CIHOCOOHOCTH 3HaTh:
YIIPaBIIATH - IOHATHE «IOKYMEHTHUPOBAaHHAs PIH(i)OpMElIIPISIj),
OpFaHI/I3aHH$IMI/I, IIOHUMATh €€ pOJ'IB B ynpaBHeHI/II/I KOpHOpaHI/IeI/I;

- OCHOBBI KOPIIOPAaTUBHOI'O 3aKOHOJATCIILCTBA B

HONPasACACHUAMH, | yqcry okymenTanOHHOrO O6GeCCYeHNMs,
IrpyHiamu HOPMATHBHO-TIPABOBYI0 U METOIMYECKYHO OCHOBBI
(KoMaHIaMM ) JIOKYMEHTAIIMOHHOTO 00ECTIEYEHHUS YIIPABIIEHHUS

COTPYAHUKOB, KOpIopalueu, CTaHaapThl IO YIIPABICHUIO JIEJIOBOM




MIPOEKTaMU U JOKyMEHTALUEH;

ceTIMHu - IOHATHUEC KCUCTEMA YIIPABJICHUA JOKYMCHTAMN)),
- yHU(DUITUPOBAHHBIE U (PYHKIIMOHAIBHBIE CHCTEMBI
AOKYMCHTAIUH;

- TAIIbI MPOIECCa YIPABICHUS TOKYMEHTAMU;
- cmocoOel  paboTel ¢ KOH(UICHIMAIBHBIM
JOKYMEHTaMU;

- IOPSA0K BEACHUS MEKAYHAPOIHONW NEPEUCKH.
Ymersn:

- BbIOMpaTh 3()(PEeKTUBHBIE MHCTPYMEHTHI yIpaBIICH})
JOKYMEHTaMU;
- HCIOJIb30BaThb  YHU(UIMPOBAHHBIE  CHUCTEM
JOKyMEHTAIHH;
- ¢dbopmupoBath (byHKIMOHATIBbHBIE CHCTEM
JOKyMEHTAIHH;
- OCYUIECTBJIATH IHUCHbMEHHbIE KOMMYHMKALIUU J
pereHus 3a1a4 mpoeCCHOHATBHON IeATEIbHOCTH;
- OCYLIECTBJIATh BCE 3Talbl Mpolecca yIpaBieH)
JOKYMEHTaMHU;

- paboTaTh ¢ KOHPHUACHIIMATILHBIMU TOKYMEHTAMU;

- BECTH MEXIyHAPOIHYIO TICPETIHCKY.

Baagers:

CnocobamMu TMPUMEHEHHSI OCHOBHBIX MHCTPYMEHT
yHpaBJIeHUs TOKYMEHTaMH;

- WHCTPYMEHTaMH HCIOJb30BaHUS YHU(DUITUPOBAHHHK
CHCTEM JIOKyMEHTAIIUH;
- MeTofamMu (GOPMHUPOBAHUS (YHKIIMOHAIBHBIX CHCTE

JAOKYMCHTAIUU;
- TEXHOJIOTHEH OCYHICCTBJIICHUA MU CBbMCHHD|
KOMMYHI/IKaI_[I/IP'I JJIA peuicHu-d 3algd

npo¢eCcCHOHANTBHON IEATETLHOCTH;

- crmoco0amMu OCYIIECTBICHHS TPOliecca YIPaBICHI
JIOKyMEHTaMU;

- TexHoJorued paboTel ¢ KOH(MUICHIHATHLHBIM
JIOKyMEHTaMU;

- croco0amMu BeICHUSI MEXIYHAPOAHYIO MTEPETHCKY.

1.3. MecTo AMCUHUILUINHBI B CTPYKTYpe 00pa30BaTe/IbHON NMPOrpaMMbI

JucuuminHa «YIpaBieHue JOKYMEHTAMEW B KOpPIOPALMW» BXOAWT B BAPUATUBHYIO
YyacTh JUCHMIUIMH TpodeccuoHanbHoro nukia odydenus (b1l) maructpaHToB mo mporpamme
noaroroBkn  38.04.02  «MenemxmenT», mnporpammbl  noarotoBku  «KopmnopartusHoe
YIIPaBICHUEY.

Jnst ocBOeHUs AMCHMIUIMHBI HEOOXOIMMBI KOMIETEHIUHU, C(POpMUpPOBaAHHBIC B XOJI€
U3YyYECHUS JUCLUIUIMH «KopnopatuBHoe ympasneHue», «lMcropuss KOpHopaTUBHOTO
YIIPaBIICHUS.

B pesynbpTare 0ocBOSHMS TUCHMILIMHBI (OPMHUPYIOTCS KOMIIETEHIIMH, HEOOXOAUMBIE IS
U3ydeHHs] TUCIHMIUIMH «Pa3paboTka W NMpHHATHE YNPaBICHYECKHX pEIICHUI», «YTpaBleHHE
U3MECHEHUSMHU B KOPIIOPALIUN .



2. CTpyKTypa IMCUMILTHHBI

Cmpykmypa oucyuniunst 0711 04HOU hopmbl 00yueHus
OOmast TPyJOEMKOCTh ITUCIUIUIMHBI COCTaBIseT 6 3a4eTHBIX EIUHMUII,
216 yacoB, B TOM uMHCIie KOHTakTHas pabora c mpemnogaBaTenem — 24 .,

camocTosITenpHas pabota oOydaromuxcst — 183 4., mpoMexyTouHas aTTecTanus —

0y,

Bumer  yueOHOI  paboTel,  BKIo4as | DOpMEI TEKyIIero
CaMOCTOATENFHYI0 pabOTy MarucTpaHTOB U | KOHTPOJISA yCIIEBAEMOCTH
TPYJOEMKOCTD (B Uacax) (no neoensim cemecmpa)
Ne DopMa IpOMEKYTOUHOU
n/ Pasnen nucuuIminHe! Ce- aTTecTalfu
i} MeCTp (no cemecmpam)
Jlexruu Cemunapel | Ox3a- | CPC
MeH B
qaca
X
1 Z[OKYMCHTI/IPOBaHHaH 1 15 HpOGJ‘IeMHLIi;I CCMHUHap.
HHPOPMALHS U €€ POJIb Y4acTue B JUCKyCCUH
B yIPaBJIECHUU
KOpIiopanueun
2 | HopmaTuBHO-IIpaBOBas 2 15 | IIpobneMHsblii ceMuHap.
U METOMYeCKast VYyacTue B JUCKyCCUH
OCHOBBI KonTponsHas pabora
AOKYMCHTAIITUOHHOT'O
obecrnieueHus
yIpaBIeHUSA
KopIiopanueun
3 CI/ICTeMa ynpaBneHHH 2 15 HpOﬁJ‘IeMHLIf/'I CCMHUHap.
JIOKyMEHTaMH VYyacTue B JUCKyCCUH
KOpIOpaluu
5. | TIpome:xkyTOYHASsI
arrecranusd, 3a4eT
7 (DYHKHHOHaJH,HHe 2 15 [IpoGmemHbIil ceMuHap.
CHCTEMBI Y4acTue B JUCKyCCHH
AOKyMCHTAIH KonTponsHas padora
KOpIIOpALMH
(Cucrema
OpraHu3alOHHO-
pacnopsiANTENbHON
JIOKYMCHTAIIH)




QYyHKIMOHAIbHBIE
CHCTEMBI
JTOKYMEHTAITUH
KOPITOpaIUH
(Cucrema
JOKYMEHTAIUH T10
TPYIOBBIM
OTHOIICHHSIM)

15

CamocrosiTebHasI
paéoTa cTyeHTa

@OyHKIMOHANTBHBIC
CHCTEMBI
JTOKYMEHTAIHH
KOPIOpaLUH

(Cucrema ¢punancoBoi
JIOKYMEHTAIIIH)

15

CamocTosiTeJIbHASA
padoTa cTyAeHTa

10

OyHKIIMOHAIbHbIE
CUCTEMBbI
JOKYMEHTalluu
KOpHopaiuu
(Cuctema
JOKYMEHTAIIH 110
CHA0KEHUIO U COBITY)

15

IIpobnemHsIi cemMuHap.
Y4actue B JUCKYCCHH

11

OyHKIIMOHAIbHbIE
CUCTEMBI
JIOKyMEHTallUU
kopropanuu (Cucrema
JIOKyMEHTAIUH TI0
MapKEeTHHTY U
pekiiame)

15

IIpobnemHsIi cemMuHap.
YyacTue B JUCKYCCUH

13

IIpome:xxkyTounas
aTtrecramus. 3ader

14

Cucrema u poueccsl
yIIpaBJICHUS
JOKyMEHTaMU
KOpIOpPALMH

15

[IpobnemubIii ceMuHap.
VYyacTue B JUCKyCCUH

KonTponsHas padora

15

Pab6ora ¢
KOH(UICHIINATEHBIMH
JOKYMEHTaMH
KOPIOpaIyu

15

[Ipobnemubli ceMuHap.
Y4acTue B JUCKyCCHH

16

MexnyHapoaHas
nepenucka
KOPIOPAIHH

15

[Ipobnemubli ceMuHap.
YyacTue B JUCKyCCHH

18

IIpomexyTounas
aTTecTanus

18

DK3aMeH

Bcero

24

183

216




3. Conep:xaHue TUCHUIINHBI

Tema 1. J[loxkymenTHpOBaHHass WH{(oOpManus M ee pojb B YINPaBJICHUH
KOpnopauuen

IIpeamer, 3amaun W MCTOYHUKM  H3ydeHHd  Kypca. [lonsarme
OpraHM3allMOHHO-JOKYMEHTAlMOHHOTO  obOecrieueHus. Ero posib B ympaBiieHUU
KOpIOpalMeHn.

Ponp undopmanuu B ynpasineHuu. WHpopmanuonHas uHpacTpyKTypa
kopropaiuu. MabopmamoHabie pecypchl KOPIIOPAIIHii.

Ilonarne «xokymeHT». Llenu co3nanus U coOXpaHeHHs JOKYMEHTOB, UX POJIb
B YNPAaBIIEHYECKON JAesaTelIbHOCTU. Buapl noxkymenToB. Conep:kaHue, CTPYKTypa,
KOHTEKCT JOKYMEHTOB M METaJaHHBIE.

Tema 2. HopmatuBHO-nipaBoBasi U MeTOAUYeCKas OCHOBBI
AOKYMEHTALMOHHOI'0 00ecleYeHUus yIPaBJIeHHsI KOpIopanuen

[IpaBoBasi oCHOBa JOKYMEHTAIIMOHHOTO OOECIICUCHHS  yHpaBJICHUS
kopniopauuen. DenepanbHbie 3aKOHbI. YKa3bl [Ipe3naenra PO u nocraHOBIEHUS
[IpaBurenscTBa PO.

HopmaTuBHO-IpaBOBbIE aKThl BEIOMCTBEHHBIX OPraHOB HCIIOJHUTEIBbHOU
Bi1actu PO.

OcHOBHbBIE HOpPMATHUBHBIE MPABOBHIE M METOJAUYECKHUE JOKYMEHTBI 10
JIOKYMEHTALUOHHOMY o0ecIeueHunIo YITPaBJICHUS KOPIIOpAaLUEN.
['ocynapctBennsie cranaaptel. MHCcTpyKunu, npaswia. [lepeunn. Hopmel Bpemenn
Y KBATH(DUKAIIMOHHBIC XapaKTEPUCTUKU. ATTLOOMBI YHH(PUITUPOBAHHBIX (hOPM.

Tema 3. Cucrema ynpapJieHUs JOKYMEHTAMU KOPIOPAIUU

CucremHbIl TOAX0A B ynpaBiieHuUM. (Cucrema yNpaBJiICHUS OpraHU3alMUEH.
Cucrema ynpaieHHs] JOKYMEHTaMH KOPIOPAIUH.

Cucrembl JOKyMeHTalMu. X 3HaUYeHUWE B YIPaBICHUW KOPIIOpAILUEH.
[TonsiTue  cucteMbl  JOKyMeHTauuu. Vcropuueckoe  pa3BUTHE  CUCTEM
ToKyMeHTanuu. [loHsATHE «yHUGUIIMPOBAHHBIE CHUCTEMBI JIOKYMEHTAllUM» U
«pyHKIMOHAJIBHBIC CUCTEMBI IOKyMeHTauu» B Poccuiickori denepanum.

Tema 5. DyHKIMOHAJIbHBIEC CHCTEMbI JOKYMEHTALIMY KOPIOPALIMH

Cucrema OpTraHU3aIMOHHO-PACTIOPS AUTEIILHON JIOKYMEHTaIUU B
ynpasieHuu. lloacucrtemMa opraHu3almOHHO-TIPABOBOM JIOKyMEHTanuu (ycCTas,
MOJIOKEHHE 00 OpraHu3alliy, ITATHOE PACIUCAHUE, TOKHOCTHBIE UHCTPYKIIUH).
[logcucrema pacnopsAUTENIBHOM JOKYMEHTalUM (MOCTAHOBJICHUE, pEIIEHUE,
NpuKa3, pacrnopsbkeHue, ykazaHue U J1p.). lloacuctema wuHOpMalMOHHO-
CIIpaBOYHOM (MPOTOKOJ, JOKJIaJHasi 3amucka, OOBACHUTENbHAS 3aIucKa,
3asBJIEHUE, JIJIOBOE MUCHMO, DJIEKTPOHHOE COOOIICHUE U Ap.) U HH(POPMAIIMOHHO-
AHAJIMTUYECKOM JOKYMEHTAluu (aKT, CIpaBKa, 3aKJIIOYEHHUE, OT3bIB, INEPEUYECHb,
CIUCOK U Ap.). JlemoBasi mepenucka, COMPOBOXKIAIOIIAs MPOIIECC MPECTaBICHUE
WHTEPECOB U MOCPETHUYECTBO.
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Cucrema JOKyMEHTAlMU MO TPYJOBBIM OTHOLIEHUSM. JJOKyMEHTaMOHHOE
o0OecrieyeHue CHUCTEMBbl TPYIOBBIX OTHOUIEHUMH B YIpaBiI€HUU (IEPBUYHBIE
JOKYMEHTBI TPYJIOYCTPOMCTBA, TPYIOBOM JOrOBOpP, JIMYHOE JEJI0 COTPYAHHKA,
TPYJlOBasi KHIXKKA, padoTa ¢ MUCbMEHHBIM OOpAIEHUSIMU FPAXKIAH).

Cucrema  (uHaHcOBOW  JOKyMEHTalMud B  ynpaBieHuu.  OOmas
XapakTepUCTUKa  JOKYMEHTOB IO  (PMHAHCOBO-PAaCUYETHBIM  OMNEPALIUSM.
Knaccudukanuss ydeTHbIX AOKyMeHTOB. (CnocoObl HCHpaBie€HUS OIIMOOK B
(¢uHaHCOBO-pacyeTHOM  JokyMeHTanuuu. OdgopMieHHEe  OTKpBITHS  CUETOB
opranuzauuii. OCHOBHbIE BMJIbI JOKYMEHTOB 10 (PUHAHCOBO-PAaCUETHBIM
omnepanusm. [lepenucka no ¢puHAHCOBBIM BOMPOCAM.

Cucrema NOKyMEHTAllUH MO CHAa0XEHUIO U CcOBITY. JloKyMeHTalmoHHOE
oOecrieueHue yrpaBieHYeCKUX (yHKIuN cHaOkeHus u cObita. J[oroBOpBHL
Josepennoctn. Haxkmannasle. Hapsanel. Kommepueckue axtel. [Iperen3nonHbIE
nuceMa. MickoBble 3asiBienus. [lenoBas nepenucka.

Cucrema TOKyMEHTallUM 0 MAPKETHHTY. JIOKYyMEHTAllMOHHOE 00ecIeueHne
¢bynkuun Mapkerunra. llepenucka 00 opraHuzanuu, IUIAHUPOBaHUU U
OCYUIIECTBICHUN HUH(POPMALIMOHHON AESTENbHOCTH, MAapKETUHITE. AHAIUTUYECKHE
0030pbl. Madopmanmonnsie 0030pkl. [lepenucka co CMU. Kputudeckue oT3bIBHI,
OIPOBEPKEHMSI HEJIOCTOBEPHBIX CBEACHUH O JIEATEIbHOCTH OpraHU3alLuu.
[TporpaMMbl MapKETHUHIOBBIX HCCIEIOBAHUN. JIOKyMEHTHI JBM)KEHHUS II€H Ha
PBIHKE, 00 OMEpaTUBHOM aHaJIM3€ NOTPEOHOCTH B MPOIYKIUH U T.I1.

Cucrema  AOKyMEHTalMM 10  pekname.  PexiamMHOEe — MHCBMO.
Nudopmanmonnsie wu3ganuss. Crarbu, TEKCThl Telepaguonepesad, IUIAHBbI,
IPOCIEKTHI, CLIEHAPUU U T.I. JJOKyMEHTHI (3aBKH, Nepenucka u T.1.). JloroBopsl
O pa3MEIEHNH U BBITYCKE peKiIambl U T.1. JenoBas nepenucka, COnpoBOXKIar0as
OpraHu3alyIo U Y4acTHE B BBICTaBKAX U sipMapKax.

Tema 6. Cuctema u npoueccobl ynpapJjeHUs JOKYMEHTAMM KOPIOpPaun

[Tonarue «cucremMa yrpaBiieHHs JOKyMEHTamu». TpeOoBaHHS K CHUCTEME
yIpaBieHUs TOKYMEHTaMHU.

NHCcTpyMeHTBl ympaBieHUss AOKyMEHTaMH (MEXIyHApOJHBIA CTaHIapT
HNCO 15489): knaccudukarop ynpaBIE€HUYECKON AESITEIbHOCTH, KiacCU(pUKATOP
3allUThI U IOCTYyNa, IEPEYEHb JOKYMEHTOB.

Cucrema ynpasineHusi nokymeHtamu. [lonutuka wu ee nenu. [Iporpamma
yOpaBi€HUs  JOKyMEHTaMH. PyKOBOJCTBO,  OIKCHIBAIOIIEE CHCTEMY B
COOTBETCTBUM C YCTAaHOBJICHHOW MOJHUTUKOW W UEIAMHU. J|OKyMEHTHpOBaHHBIE
MpOLEAYPHI, OMUCHIBAIOIIME B3aMMOOTHOIICHUSI YNPaBJIECHYECKUX MPOLECCOB U
BUJIOB JIEATEIHLHOCTH, OCYIIECTBIISIEMbIE B cHUCTeMe. J[OKyMEHThI, HEOOXOIUMBIE
opraHuzanuu st ooecrieueHusi d(PGHEKTUBHOrO IJIAHUPOBAHUS, OCYIIECTBIICHUS
IPOLIECCOB U YNPABJICHHUS UMM (KapThl, TpaUKud W/WUIM OMHMCAHMS MHPOLECCOB,
OpraHU3aIlMOHHBIE CXEMBI, CIeIU(DUKALINKI, UHCTPYKIUH, TIJIaHbI U T.11.)

IIpouecchl ynpaBneHus: JOKYMEHTAMM.

Opranuzamusi pabotel ¢ gokymeHTamu. I[lpuem u nepBuuHas oOGpaboTka
JOKyMEHTOB. Pacnpeznenenue mNOCTYNMBIIMX JIOKYMEHTOB. Pe3omronus Ha
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NoKymeHTe. Peructpauust 10KyMeHTOB. KOHTpO/Ib 32 MCIOJHEHUEM JTOKYMEHTOB.
HNudpopmanmonHo-cnpaBounas padora. OTmnpaBka JOKYMEHTOB.

3HaueHUE CcHUCTeMaTH3alud U OOECIEeYEHUU COXPAHHOCTU JIOKYMEHTOB B
ynpasinenur. Homenknarypa aen. @opmupoBanue Jei. XpaHeHHE TOKYMEHTOB U
nen. IloarotoBka mys apxuBHOro xpaHeHus. OdopmieHue naen. OKclepTusa
LEHHOCTU AOKyMeHToB. OdopmiieHue Jei, COCTaBlICHUE ONMUCEH M craya el B
apXuB.

Tema 7. PaboTa ¢ KOH(pUAEHIHATBHBIMA JOKYMEHTAMH KOPIOPALNH

Opranuzamusi pabOTBl € JOKYMEHTaMH. 3aluTa JOKyMEHTOB,
COJEpKAIIMX KOMMEpUECKyIo TaiHy Koprnopauuud. OpraHu3zanus padoThl C
JOKYMEHTaMH, COAEPKAIMMH KOHPUACHIIMAIbHBIEC CBEICHUS.

TexHonorus  0oOpabOTKM  JOKYMEHTOB.  JTambl  HOJATOTOBKHU
KOH(HIEHIUATBHBIX JOKYMEHTOB. OCHOBHBIE ONEPALMOHHBIE TEXHOJIOIMYECKUE
cXxeMbl 00pabOTKH KOH(MUIECHUMAIBHBIX JOKYMEHTOB. YUeT MOATrOTOBIIEHHBIX
KOH(UIEHIUATBHBIX JJOKYMEHTOB.

Tema 8. Me:kayHapoaHasi epenuckKa KOpnopaunuu

MexayHapoHbIe CTaHIAPTHI MO OGOPMIICHHIO JOKyMEHTOB. IloaroroBka
JIEJIOBOM KOPPECIIOHJCHIIMKM Il 3apyOeKHBIX MapTHEpoB. BcTpeua m oOMeH
BU3UTHBIMH KapToukamMu. BeicTaBouHas aestenbHOCTh. JloroBopsl. KoHbaukTHBIE
cutyanun. Uapopmanmonnoe oodecneuerre. ®uHaHCOBBIE BONMPOCHL. TpaHCIOPT.

4. Oopa3oBarejibHbI€ TEXHOJIOTHU

Ne  HaumeHoBaHue Bujani
n/n TEeMBbI yueOHo Oobpa3oBaTeiibHbIE
padoThI TEXHOJOTHH
2 cemecTp
1. JlokyMeHTupOBaHHast [TpoGnemHubIi ceMUHAp.
uHPOPMALHS U €€ Cemunap 1 VYyactue B JUCKyccUu
POJIb B yIIPABJICHUN CaMocTosTenpHas  COHCY/IBTHPOBAHHE H
Kopnopauneﬁ pa6OTa IMPOBEPKa JOMAITHUX

3a,I[aHI/Iﬁ mocpeaACTBOM
3JIEKTPOHHOM MOYThI
2. Hopmarusho-
paBoBas 1 Cemunap [TpobneMHblil ceMuHap

METOAUYECKAs 2 [IpoBepka pe3yabpTaToB
BBIIIOJTHEHUA TPAKTHICCKUX



OCHOBBI

AOKYMCHTAITUOHHOT'O

obecreyeHnst
yIpaBIeHUS
KOpIiopanueun

Cucrema yrpaBieHUs

JOKYMEHTaMu
KOpHopamuu

Hanwucanue nrorosoit
MMHCbMEHHOM PabOThI

[TpomexxkyTouHas
aTTecTalus,
3auer

3 cemecTp

QyHKIMOHAIbHBIE
CUCTEMBI
JIOKyMEHTaIlU!
KOpHopaiuu
(Cucrema
OpraHHU3aIOHHO-
pacnopsIUTeIbHON
JOKYMEHTAIHH)

QyHKINOHAIbHBIE
CHUCTEMBI
JNOKyMEHTaluN
KOpHopamnuu
(Cucrema
JOKYMEHTALH 110

CHA0KEHUIO U COBITY)

OyHKIHMOHATbHBIE
CUCTEMBI
JOKYMEHTaIluU
KOPITOpaIuH
(Cuctema
JTOKYMEHTAITUH T10
MapKETUHTY H
pekame)

CamocTrosgTenpHas
paborta

Cemunap3
CaMocTosTenbHas
pabora

CemuHap
4
CamocrosTenpHas
paborta

Cemunap5

CamocTosiTenbHast
pabota

Cemunap6

CamocTosiTenbHast
pabota

CemuHap
7

CamocrosTenbHas
pabora

11

3alaHui
KoHnTponbsHas pabora

KoncynbrupoBanue u
IIPOBEpKa JOMAIIHUX
3aJlaHU# TTOCPEICTBOM
JIEKTPOHHOH TTOYTHI

[TpobnemHubIil ceMuHap
[TpoBepka pe3ynbTaToB
BBITIOJIHCHUS ITIPAKTHICCKUX
3aJaHuN

KoncynbrupoBanue u
IIPOBEPKA JOMAIIIHUX
3a/laHuil IOCPEACTBOM
3JIEKTPOHHOM MOYTHI

HTtoroBelii TecT

[TpobnemubIil ceMuHap
IIpoBepka pe3ynbTaToB
BBINOJTHEHUSI MPAKTHYECKUX
3a/1laHui

KonTtponsHas pabora
KoncynbtupoBanue u
MIPOBEPKa JOMAITHUAX
3a/laHuil IOCPEACTBOM
3JIEKTPOHHOM MOYTHI
[TpobnemHbIil ceMuHap
IIpoBepka pe3ynbTaToB
BBINOJTHEHUSI MPAKTHYECKUX
3a/1laHui
KoncynsrupoBanue u
MIPOBEPKA JOMAITHAX
3aJJaHUH IOCPEICTBOM
3JIEKTPOHHOM MOYTHI
[TpobGneMHbIi cemuHap
IIpoBepka pe3ynabTaToB
BBITMTOJTHEHUA TPAKTUYCCKUX
3aJaHuN
KoncynstupoBanue u
IIPOBEPKA JOMALTHUX
3a/laHuil IOCPEACTBOM
JJIEKTPOHHOM MOYTHI



10.

11.

12.

Hanwucanue nuroroBoit Cemunap 8

MIUCbMEHHOM paboTHI

[IpomexyTounas

arrecTauus. 3auer

4 cemecTtp

Cucrema u MpoLecchl CemuHap

yIpaBJIeHUS 9

JTOKyMEHTaMH

KOPIIOpaIuu CamocrosTenbHas
paborta

Pa6ora ¢ Cemunap 10

KoH(uaeHnanbHBIMU  CaMOCTOSTENIbHAS

JTOKyMEHTaMHU pabota 2

KOPIIOpaIuu

MexnyHnaponHas Cemunap 11

nepenucka CamocrosrenbHas

KOpIOpaIu paborta

Hanucanue urorosoit Cemunap 12

MUCBEMEHHON paboThI

IIpomexyTounas
aTTecTanus
3auer

Hroroserii TecT

[TpobnemHbIi ceMuHap
IIpoBepka pe3ynbTaToB
BBINOJTHEHUSI IPAKTHYECKUX
3alaHuH

KonTponbhas pabora
KoncynbsrupoBanue u
MIPOBEPKa JJOMAITHAX
3a/laHuil IOCPENCTBOM
JIEKTPOHHOH TTOYTHI
[TpobnemHbIi ceMuHap
IIpoBepka pe3ynbTaToB
BBINOJTHEHUSI IPAKTHYECKUX
3alaHuH
KoncynstupoBanue u
MIPOBEPKa JOMAITHAX
3aJlaHUH IOCPEICTBOM
3JIEKTPOHHOM MOYTHI
[IpobnemubIil ceMuHap
[TpoBepka pe3ysbTaToB
BBITMTOJTHEHHUA TPAKTUYCCKUX

3aTaHAN

KoncynsrupoBanue u
MIPOBEPKa JJOMAITHUAX
3aJlaH1i TOCPECTBOM
3JIEKTPOHHOM MOYTHI
Hrorosslii Tect

12



5. OneHka IaHUPYEMBIX pPe3yabTATOB 00y4eHus!

5.1. CucreMa oneHUBaAHUSA

13

Bun xontpons Cpoxu Kpurepun Konungectso
IPOBEICHUS OLIEHKHU 0asoB
(MaKCUMaJbHO)
1. Yuactue B 00Cyx1eHHH B Teuenune 1 cemectp — 110
TEOPETUIECKHUX BOIIPOCOB HA Cemectpa 10 6amoB 30
CEeMMHAPCKHX 3aHATUSAX U B PEIICHUU 2 cemecTp — 110
MPaKTUYECKUX 3aJaHUI 6 6ayoB
3 cemecTp — 10
10 GamoB
B Teuenuu Jo 10 6amtoB 30
2. KonTponbHble paboThl cemecTpa
3.Hamnucanue UTOroBoii KOHTPOJIbHOU 40
paboTsl

[Tomy4yeHHBIM COBOKYIHBIA PE3yJIbTaT KOHBEPTUPYETCA B TPAAULIMOHHYIO

IIKaJIy OLEHOK M B IIKAJIy OLEHOK EBpPONEHCKOW CHCTEMBI IIEpeHOca W

HakomieHus: kpeautoB (European Credit Transfer System; manee — ECTS) B

COOTBCTCTBHUHU C HHUKC I'[pPIBCI[GHHOﬁ Ta6HHHeﬁ.

100-6annvHas wkana Tpaouyuonnas wxana Hlxana ECTS

95 - 100 OTnnano A
83-94 B

68 — 82 Xoporro 3a4TEHO C

56 — 67 D

50 55 YIOBJIETBOPUTEIHLHO E
20-49 FX
0_19 HEY/IOBJICTBOPUTEIILHO HE 3aUTCHO =

5.2.KpuTepum BbICTABJICHUS OLIEHKH IO JUCIHUIINHE

FBannvl/ Oyenxa Kpumepuu oyenxu pesyremamos ooyuenus
Ilxana ECTS no oucyuniune no OucCyuniune
100-83/ «OTITUIHOY / BrictaBnsiercst  oOywaromemycsi, €cia OH TIyOOKO U
AB «3a4TEHO NPOYHO YCBOWJ  TEOPETUYECKUH W  MPAKTHYSCKHN
(oTinuHO)» / MaTepuaj, MOXKET MPOJAEMOHCTPUPOBATH 3TO HA 3aHATHUAX
«3a4TEHO» U B XO/I€ TIPOMEXYTOYHOH aTTeCTaluHy.

OOyuaromuiicsi MCYEPIIBIBAIOIIE ¥ JIOTHYECKH CTPOMHO
u3jaraeT yuyeOHbI MaTepuall, yMeeT YBSI3bIBATh TEOPUIO C
MIPAKTUKOM, CIIpaBisieTcs C pelleHueM 3aaad npodeccu-
OHAJILHOM HaNpaBIEHHOCTH BBHICOKOTO YPOBHSI CIIO’KHOCTH,
MPABIWJIBHO OOOCHOBBIBAET MPUHSATHIC PELLICHUS.

CBobOonHO opueHTHpyeTcss B YyueOHOW u mpodeccu-
OHAJILHOM JIUTEpaTypE.
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Bannel/
Llxana ECTS

Ouyenka
no OUCYUnIuHe

Kpumepuu oyenxu pezynomamog o6yueHus:
no oucyuniune

OneHka MO JUCHMIUIMHE BBICTaBIAIOTCA OOydaroIieMycs
C Y4Y4€TOM pE3yJbTaTOB TEKYyIIEHW U MPOMEKYTOYHOU
aTTeCTaluu.

Komnerenmyu, 3akperui€éHHble 32 TUCHMILIMHON, copmu-
POBaHbI HA YPOBHE — «BBICOKHI».

82-68/

«XOpOIIOY /
«3a4TCHO
(xoporro)» /
«3a4TCHO»

BricTaBisierca oOyuaromiemycsl, €Clii OH 3HAeT TeOpeTH-
YECKUHI U MPAKTUYECKUM MaTepuall, PaMOTHO U IO Cyle-
CTBY M3J1araeT €ro Ha 3aHATHUAX U B XOJAE NPOMEKYTOYHOU
aTTecTaluy, He JOIIyCKas CYIECTBEHHBIX HETOYHOCTEM.
OOyuatonuiicss TNPaBHIBHO TPUMEHSET TEOPETHUECKHUE
IIOJIOKEHHU  IIPM  PEUICHMM  IPAaKTUYECKUX  3a1ad
npoeCCUOHATBHON HANpaBJIEHHOCTH PA3HOTO YPOBHS
CJIO’KHOCTH, BJIaIe€T HEOOXOIUMBIMU JIJIsl 3TOTO HAaBbIKAMU
U IpUEMaMHU.

JIOCTaTOYHO XOpOLIO OPHEHTUpPYETCs B y4yeOHOM U mpo-
(heccuoHanpHOU TUTEpaType.

OneHka MO0 JUCLMIUIMHE BBICTaBIAIOTCA OOyyaroleMycs
C Y4Y4€TOM pE3yJbTaTOB TEKYyIIEHW U MPOMEXKYTOYHOU
aTTeCcTaluu.

Komnerenmuu, 3akperui€éHHble 32 TUCHMILIMHON, copmu-
POBaHbI HA YPOBHE — «XOPOLIMIY.

67-50/
D,E

«YIIOBIIETBOPU-
TEIBHO» /
«324TEHO

(ymoBieTBOpH-
TEJIBHO)» /
«3aUTCHO

BrictaBisiercs oOydaronieMycsi, €CiM OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETHYECKMH M MPAKTUYECKUH Marepual,
JOMYCKAaeT OTACIbHBIC OMIMOKKA TPU €ro M3JI0KEHHH Ha
3aHATHAX U B XOJI€ IPOMEXKYTOYHOM aTTECTAlUH.
OOyuJaronuiicsi UCTIBITHIBACT OIPENEIEHHBIE 3aTPyTHEHHS
B NIPUMEHEHUM TEOPETHUYECKUX IOJIOKEHUHN IIPU PELICHUU
MPaKTUYECKHUX 3a71ad MPOoPeCCUOHATHLHON HAPaBIEHHOCTH
CTaHJAPTHOTO YPOBHS CIIOKHOCTH, BJaJ€eT HeoOXonu-
MBIMHM ISl 3TOT0 0a30BbIMU HABBIKAMH U IPUEMAMHU.
JIeMOHCTpHUpYET JOCTaTOYHBIM YpPOBEHb 3HaHUS y4eOHOIl
JUTEPATYpPHI 110 TUCHUIUIMHE.

OneHka Mo JUCHMIUIMHE BBICTaBISIOTCA OOydaromeMycs
C Y4Y€TOM pE3yJbTATOB TEKYIIEH U IMPOMEXKYTOUHOU
aTTecTaluu.

Komnerennuu, 3akperui€éHHble 3a TUCIUIUIMHOM, copMu-
POBaHbI HA YPOBHE — «IOCTAaTOYHBINN.

49-0/
F.FX

«HEYIOBIIETBOPUTE
JIBHOY /
HE 3aYTEHO

BeicraBnsercs oOydaromemycsi, €ClIM OH HE 3HAeT Ha
0a30BOM YpPOBHE TEOPETUUYECKHM M MPAKTUYECKUN MaTepu-
ajl, JomyckaeT rpyOble OMIMOKM NpU €ro H3J0KEHUU Ha
3aHATHAX U B XOJI€ IPOMEXKYTOYHOM aTTECTALUH.
OOyuJaromuiicss UCTBITHIBAET CEPHbE3HBIE 3aTPYIHEHHS B
IIPUMEHEHUN TEOPETHUYECKUX IIOJIOKCHUM IIPU PEIIECHUU
MPAaKTUYECKHX 3a71ad MPOoPeCCUOHATHLHON HAPaBIEHHOCTH
CTaHJApPTHOIO  yPOBHA  CIOXKHOCTH, HE  BIJIAJEET
HEO0OXOJUMBIMHU ISl 3TOTO HaBbIKAMU U TIPUEMaMHU.
JleMoHCTpUpyeT  (pparMeHTapHble  3HAaHUSA  y4eOHOH
JUTEPaTyphl 0 JUCLUIIIIUHE.

OneHka Mo IUCHMIUIMHE BBICTaBIAIOTCA OOyyaromeMycs
C Y4Y4€TOM pE3yJIbTATOB TEKYWIEH M MNPOMEXKYTOYHOU
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Bannwi/ Oyenka Kpumepuu oyenxu pezynomamog o6yueHus:
Ilxana ECTS no oucyuniune 1o QUCYunjuHe

aTTeCTaluu.
KomMmnereHun Ha ypoBHE «OCTATOUYHBINY, 3aKpEIIEHHbBIE
3a AMCUUIUIMHON, HE COPMHUPOBAHBI.

Texywuu koHmpons

[Tpu orieHMBaHMK KOHTPOJIbHOU padoThl (30 0aIOB) YUMTHIBACTCS:

- TIOJIHOTA BBITIOJIHEHHOW pPaOOTHI (3a/JlaHWE BBITIOJTHEHO HE IOJHOCTHIO
W/WNY TOTYIIEHBI Be M Oojiee OMMMOKU WM Tpu U Oojiee HeTouHocTtn) — 0,5
Oaia;

- 000CHOBaHHOCTH COJAEpPKAHUS U BHIBOJOB palbOTHI (3aJaHUE BHITIOJTHEHO
MOJTHOCTBIO, HO OOOCHOBaHUE COJACP’KAHUS W BBIBOJIOB HEIOCTATOYHBI, HO
paccyxaeHus BepHsl) — 15 Gamr;

- paboTa BBINOJHEHA TOJHOCTBIO, B PACCYXKIACHUSAX M OOOCHOBAHHHM HET
po0eJIOB UK OIMMOOK, BO3MOYKHA 0/THA HETOYHOCTH -30 OaslIoB.

KpuTepuu O1eHKH OTBETOB Ha BOIIPOCHI TECTOB:

- 100% npaBUIIBHBIX OTBETOB — 5 OaJJIOB

- [IpaBunbHebI oTBeT Ha 1 Bompoc Tecta — 0,5 6an

- He mpaBumnbHBIi 0TBET Ha Bompoc Tecta — 0 6aiioB

KpuTepuu OleHKH KauyecTBA BBIOJIHCHUS MPAKTHYESCKOTO

3aJIaHus :

- [Tonnsii oTBET Ha Bompoc — 110 10 6anmnoB (2 cemecTp 10 6 6aioB)

- HemonnwIii oTBeT Ha Bompoc — 5 6aia (2 cemectp 10 3 0amioB)

- [ToBepxHOCTHBIN OTBET Ha Bompoc — 1-2 Ganna

- Henocrarounslil a1t aTTectalvu OTBET (OTCYyTCTBHE 0TBeTa) — ) OaiioB
IIpomesxcymounaa ammecmayus (3auem)

[IpoBomutcss B (popmMe TECT-KOHTPOJS, COACPKAMIEro 0a30BBIE BOMPOCHI
y4eOHOM AUCIUIUIUHBI.

[Ipu oreHWBaHWHM TECTHPOBAHUSI YYHUTHIBACTCS KOJIMYECTBO MPABUIIBHBIX
OTBETOB 00YUaIOIIET0, KAK/JIbIH U3 KOTOPHIX orleHuBaetcs ot 0 qo 1 Gasra.

5.3. OueHouHble cpeacTBa (MaTepHaJbl) IS TEKYLIEro KOHTPOJIA
yCIeBaeMOCTH, IPOMEKYTOYHOM aTTeCcTAlUN 00y4al0IIUXCS
10 TUCIHHUILINHE



Non/n | Koumponupyemoie pazdenvt | Haumenosanue oyenounozo cpeocmea
OUCHUUNIUHDL
(mo0dyns)
I[OKyMeHTI/IpOBaHHaSI IIpo6eMHBII ceMUHApP. YYacTHE B AUCKYCCHU

nH(popManus u ee pojib B
yIpaBJICHUU KOPIOPAIUEH

HopmaTtusHO-1IpaBoBas u
METOINYECKasi OCHOBBI
JOKYMEHTALMOHHOTO
obecrieueHus ynpaBiIeHUs
KOpIiopauueun

[Ipo6eMHBII ceMUHApP. YYacTHe B AUCKYCCHU

KonrponbHas padora

Cucrema yrnpaBieHUs
JOKyMEHTaMH KOPIOpaLuu

[IpobnemMHbII ceMuHap. YYacTHe B AUCKYCCHU

OyHKIIMOHAIBHBIC CUCTEMBI
JOKYMEHTAIIUH KOPIIOPAIIHU
(Cucrema opraHu3ainroHHO-
pacnopsaIuTeIbHON
JIOKYMCHTAIUH)

[TpoGnemHusbIii ceMuHap. YdacTie B TUCKYCCHU

Konrponbnas padora

DyHKIMOHATBHBIC CHCTEMBI
JOKYMEHTAIUH KOPIIOPAIHK
(Cucrema ToKyMeHTAIIMH 110
TPY/IOBBIM OTHOIICHHSIM)

CamocrosiTeibHast pa60Ta CTyJAeHTa

OyHKIMOHATbHBIE CUCTEMBI
JIOKYMEHTaIlMU KOPIIOpaluu
(Cucrema prHaHCOBOIA
JIOKYMEHTAIVH)

CamocrosiTesibHasI paﬁoTa CTyJIC€HTA

@OyHKIMOHAIBHBIE CUCTEMBI
JOKYMCHTAlMU KOpIIOopanuun
(Cucrema 1okyMeHTAIINH 110
CHA0KEHUIO U COBITY)

IIpoGnemMHBIi ceMUHAp. YYacTHE B JUCKYCCHU

OYHKIIMOHATBHBIE CHCTEMBI
JIOKyMEHTAIMU KOPIOpaluu
(Cucrema 1OKyMEHTAILIUH 110
MapKeTUHTY U peKIame)

[TpoGnemHusbIii ceMuHap. YdacTie B TUCKYCCHU

Cucrema u npoueccsl
yIpaBIeHUS TOKYMEHTaMH
KOpHopanuu

IIpo6neMHBIi ceMUHApP. YYacTHE B AUCKYCCHU

Konrponbhas pabora

PaGora c
KOH(i)I/II[eHIII/IaJ'II)HBIMI/I
JOKYMEHTaMHU KOPIIOpaLu

IIpo6neMHBIi ceMUHAp. YYacTHE B JUCKYCCHU

MexnyHapoaHas nepenucka
KOpIOpaIfu

[IpobnemHbI ceMuHAp. YUacTHe B AUCKYCCHU

16



17

IIpumepwvl oyenounvix cpeocma

IIpuMepHasi TeMaTHKa KOHTPOJBHBIX PadoT

KonTpoabnasi paéora 1
1. 3akoHOomaTenbHBIE aKThI B chepe nHOpMaIuy U JOKYMEHTAIIHH.

2. VYka3zpl u pacnopsikeHus llpesumenta P®, mnocraHoBIeHUS U
pacnopsikenus [IpaBurenscrBa PO.
3. [IpaBoBbIE aKTBl HOPMATHUBHOTO W HWHCTPYKTHBHOIO XapakTepa,

METOIMYECKUE JOKYMEHTHI II0 JACJIONPOU3BOJICTBY YUPEKICHNM,
OpraHu3anyu, NPeaANpPUITUN.

4, ['OCT na poxymentanuto. YCJI, Obmepoccuiickue KiaccupuKkaTopbl
TEXHUKO-3KOHOMUYECKOU U COIUAIbHONU UH(pOpMAITUHU U .
5. MexnyHapOoIHbIN CTaHApT o YIIPaBJICHUIO NEJI0BO

JOKyMeHTanuen. HaluoHabHbIM CTaHAAPT IO YIIPABJICHUIO JEJIO0BOU
JIOKYMEHTaILUEH

KoutpoJabHasi padora 2
[ToxcucremMa opraHn3aliMOHHO-TIPABOBOM JOKYMEHTALIUU
[Toncucrema pacnopsiAUTENLHON JOKYMEHTALIMH
[Toncucrema HHPOPMALMOHHO-CIIPABOYHOM TOKYMEHTALUH.
JlenoBasi mepemnucka, COIMPOBOXKIAOLIAS MPOLECC MPEACTaBICHUS
MHTEPECOB U MOCPETHUYECTBO.

W

KonTpoJabnasi pa6ora 3

CucreMa ynpaBiieHHs TOKYMEHTaAMHU.

ITonutnka u ee 1ean.

[Iporpamma ynpaBieHus: JOKYMEHTAMHU.

PykoBOICTBO, OMNMUCHIBAIOIIEE CHUCTEMY B  COOTBETCTBUH  C

YCTAHOBJIEHHOW MOJIMTUKOUN U LEIISMHU.

5. JIoKyMEHTHpPOBaHHBIE MPOLIETYPhI, OMMUCHIBAIOIINE B3aUMOOTHOIICHUS
IIPOLIECCOB U BUJIOB JAESATENBHOCTH, OCYILECTBISEMBIX B CUCTEME.

6. JlokymMeHTbl, HEOOXOAUMBIC OpraHM3alMu JJii  OOeCHedeHUs
3O PEeKTUBHOTO  TUIAHUPOBAHUS, OCYIIECCTBICHUS TMPOIIECCOB U
yIpaBJICHUS UMHU.

~wn e
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IIpumepHBIi COCTAaB BONIPOCOB Tecra’

1. PermameHTanMsA BONMPOCOB PAdOTHI ¢ JOKYMEHTAMM B 3JIEKTPOHHOU opme
npeaycMaTpuBaeTcs

1. ®enepanbubiM  3akoHOM «O0 uHOpManuu, HHPOPMALMOHHBIX
TEXHOJIOTHSIX U O 3aluTe UH(POpMaLm»

2.TOCT P 6.30-2003.
3. ®enepanbHbIM 3aKOHOM «O0 3JIEKTPOHHON IUPPOBOM OATUCHY.

2. JIOKyMeHTBbI, KOTOpPbIe CJYKAT NEePBUYHBIMU YYEeTHBIMH JOKYMEHTAMH
NPUHUMAIOTCS, €CJIM OHU COCTABJIEHbI B COOTBETCTBUM C:

1. VaudunupoBanHeiMH (QopMaMu, CoAepKAIUMHCI B  albOoMax
YHU(PULIHUPOBAHHBIX (HOPM.

2. Ilonoxennem «O mopsake oOpameHus co CIykeOHOW HHpOpMaIHeH
OTPaHUYEHHOI'0 PACHpOCTpPaHEHUs] B (eAepajbHbIX OpraHax HCIOIHUTEIbHON
BJIACTHU

3. 3akoHoM P® ot 21.07.1993 Ne 5485-1 «O rocynapcTBEHHOM TaitHeEY.

4. MeToau4ecKUMHU JTOKYMEHTaMHU IO JEJOMPOU3BOJCTBY  YUPEKIACHUH,
OpraHu3alun, IPEIITPUATHM.

3. Kakoil u3 HWKenepeuyncJeHHBbIX JOKYMEHTOB sIBJseTCsl HauboJee
KaTeropu4Hoi ¢GopmMoi pacnopsiAuTebHOI0 BO3JACHCTBUS B YNPaBJCHUHM U
00sI3pIBaeT NMOAYMHEHHBIX TOYHO MCHOJHATHL TNPHHATHIC PELICHUs B
YCTAHOBJICHHbIE CPOKH:

1. [Ipukas.

2. PacniopsikeHue.

3. Ykazanue.

4. HCTpYyKUHUH.

4. PacniopsizkeHUs1 M31aK0TCH OT UMEHM:
1. PykoBoauTenei opraHu3aium.
2. 3aMecTuTeNel pyKOBOAUTENS OPTaHU3alHH.
3. PykoBoauTesnel oTaeNnoB.

5. OpraHu3auMoOHHAs CTPYKTYpPa OPraHu3anumn
1. BBouTCS B AeHCTBUE 00A3aTEIbHBIM IPUKA30M PYKOBOIUTEIIS.
2. He TpeOyeT u3JaHus IPUKa3a PyKOBOIUTEIS
4. BBOIWTCS B ICUCTBUE €€ MPEACTABICHUEM B TpapIecKoM BHUJIC.

6. JlokymeHT — 3TO:

! YacTuuno HC0Ib30BaHbI BAPHAHTHI TECTOB:

TecroBbie 3agaHus no TeMe «J[OKyMeHTauuOHHOe obecrnedeHue ymnpaBiueHus»// «Cekperapb-
pedepent» Ne8 2007 / Konrponbhas pabora// Pexum moctyma: http://www.profiz.ru/sr/8_2007/test/; Tectsr must
OLICHKH CTElEHH YCBOCHHUS [MCUMIUIMHBI  «J[OKyMEHTalUHMOHHOEe o0ecledyeHHe yHpaBIeHHUs»//
CoruaneHas ceth paboOTHHKOB 0OpasoBanus Nsportal.ru // Pexxum nocrtyma: http://nsportal.ru/npo-spo/ekonomika-i-
upravlenie/library/2013/12/06/testy-dlya-otsenki-stepeni-usvoeniya-distsipliny



http://www.profiz.ru/sr/8_2007/
http://www.profiz.ru/sr/8_2007/
http://www.profiz.ru/sr/rubric/24/
http://www.profiz.ru/sr/8_2007/test/
Социальная%20сеть%20работников%20образования nsportal.ru
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1. 3adukcupoBanHas Ha MaTepHAILHOM HOCUTEINE HHPOpMAIHS C
PEKBU3UTAMHU, TIO3BOJISIOIIUMU €€ UACHTU(PUIIUPOBATS.

2. Hocurens nHpopMaLviu, UCIOIb3YEMOM B LENISIX PETYIUPOBAHUS
COLMAJIBHBIX OTHOLLIEHUH.

3. Uudopmanus, 3aduxcupoBaHHas JJr0ObIM CIIOCOOOM Ha JIF0OOM HOCHUTEINE.

7. Ha xakoM 3K3eMILIsIpe /1eJI0BOT0 MUCHhMA, MOAT0TOBJIEHHOM /IJIsl OTHPABKH
aJapecary 1o nmo4re, MPpOCTABJIAKTCH BU3bI?

1. Ha nmogmuHHMKE, OTIIPABIISIEMOM aJpecary.

2. Ha xonuu, moMeniaeMou B JIeJI0 OpraHu3aiiuy.

8. Uro posxeH caenatbh padOTHHK OPraHU3alMyi, BU3MPYIOIIMI JOKYMEHT,
€CJIM OH He COIJIACEH C ero co/epKaHuemM?

1. OTka3aTecs OT BU3UPOBAHHUS TOKYMEHTA.

2. 3aBU3HMPOBATh JOKYMEHT, BEIPAa3UB CBOEC MHEHHUE.

9. K kakoMy JOKYMEHTY OTHOCHTCS CJIeIYIOIIasi XapaKTePUCTUKA «SABJIsIeTCSA
OCHOBHBIM HOPMATHBHO-METOAUYECKHUM JAOKYMEHTOM, OIpelesioluM |
YCTAHABJIMBAKINMM  €IMHbIA  NOPSAOK  COCTaBJICHUSl, O(pOpMIICHUS
JOKYMEHTOB U pa00Thl C HUMH B OPraHU3alMm»?

1 MHCTpYKIKSA IO IETONPOU3BOJICTBY

2 Homenkiarypa aen

3 PernameHT paboThl

10. Ha3oBuTe BHIbI MUCbMEHHBIX HOKYMEHTOB, KOTOpPble BXOISAT B COCTaB
YHU(PHUIUPOBAHHOMI CUCTEMBbI OPraHU3ALUOHHO-PACIIOPAANTEIbHOM
JAOKYMEHTANMHU?

1. OpranuzanMoHHbIE, PaCHOPSAUTENbHbIE, WH(OPMAIIMOHHO-CIIPABOYHbIE
JIOKYMEHTHI U IOKYMEHTHI 110 TPYAOBBIM OTHOILICHUSIM

2. OpranuzaluoHHbIE U PACTIOPSAIUTEIbHBIE JOKYMEHTHI

3. Opranu3zaloHHbIE, PacCOPSIUTEIbHbIE U HHPOPMALIMOHHO-CIPABOYHBIE
JIOKYMEHTBI

11. Kakoit I'OCT pernameHTHpyeT NpaBuja pa3MemieHusi U1 oQopmJieHust
PEKBU3UTOB OPraHNU3alMOHHO-PACTIOPAANTENbHBIX JOKYMEHTOB?

1. TOCT P 6.30-2003

2.TOCT 6.37-98

3TOCT P 6.30-97

4 EI'C 10Y

12. Ha xakue nokymenTtbl pacupocrpansiercas 'OCT P 6.30-20037?

1 Ha  opranuzainuoHHo-pacniopsauTenbHbie  agokyMeHTl  (OP[),
OTHOCsIIIMECs K yHuuupoBanHou cucteme OP/]

2 Ha Bce JOKYMEHTBI, CONPOBOXKAAIONIMNE JESITEIBHOCTh  JIHO0OM
OpraHu3alyy, YUPEXKACHUS WIN NPEATPUITHS



w
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3 Ha ympaBiieHYECKHE U SKOHOMHUYECKHUE JOKYMEHTHI

KOHmPOJleble 60RPOCHL K 3aA1€TYy

[Tonsatue OpraHMU3alMOHHO-AOKYMEHTAIIHOHHOTO oOecrieyeHus
KOpIIOpaIuu.

Pons undopmanuu B ynpasienun. Mudopmanumonnas uH@pacTpykTypa
koprnopanuu. MahopmamoHHbie pecypchl KOPIIOparuii.

[ToHsiTHE «TOKYMEHT.

[IpaBoBass OCHOBa JOKYMEHTAI[MOHHOTO OOECIICUCHUS  yIPABICHHUS
KOPIIOpALIUEN.

HopmaTtuBHO-IpaBOBBIE aKThl BEIOMCTBEHHBIX OPIraHOB HCIIOJHUTEIBHOU
Biactu PO.

[TonsiTHE CUCTEMBI TOKYMEHTALIUU.

Cucrema opraHu3alMOHHO-PACHOPSIANTENBHON TOKYMEHTAIMH.

Cucrema JOKYMEHTALIUM TIO TPYIOBBIM OTHOIIECHHUSIM.

. Cucrema (puHAHCOBOM JOKYMEHTAIIUH.

10 Cucrema JOKyMEHTAIMH TI0 CHAOKEHHIO U COBITY.

11.Cuctema TOKyMEHTallUU IO MAPKETUHTY .

12.Cuctema TOKyMEHTallUU MO peKIaMe.

13.IHCTpYyMEHTHI yIpaBlIeHUsI JOKYMEHTaMH.

14.Cucrema ynpaBieHUs] JOKYMEHTAMH.

15.1Ipouecchl ynpaBiaeHus: JOKyMEHTaMU.

16.Opranusamus paboTbl ¢ JOKYMEHTaMHU.

17.0pranuszanust pabOThl C JOKYMEHTaMH, COJIEpKallUMH KOMMEPUYECKYIO

TalHY.

18.TexHomorust 00pabOTKH TOKYMEHTOB, COJIEPKALTIMU KOMMEPUYECKYIO TaliHYy
19.MexnyHapoIHbIE CTaHIaPThI 110 OPOPMIIEHUIO JOKYMEHTOB.
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6. YueOHO-MeTOAMYEeCKOE U HHGPOPMALIMOHHOE O0ecneyeHne
AUCHMILIUHBI

6.1.COucoK UCTOYHUKOB U JIUTEPATYPHI

Jlureparypa
OcHnosHast
['manuii, E. B. JlokymeHTanimoHHoe obecnedenre yrnpasieHus : yueOHoe rmocooue /
E.B. I'maauit. — Mocksa : PUOP : UH®PA-M, 2020. — 249 c. — (Cpennee

npodeccuonanbHoe oOpasoBanue). — DOI: https://doi.org/10.12737/14202. -
ISBN  978-5-369-01042-6. -  Texctr :  osnekrponnsid. -  URL:
https://znanium.com/catalog/product/1065817 (mara oOpamenus: 25.12.2020).
brikoBa, T. A. JIOKyMEHTaITMOHHOE obecrnieueHne yIIpaBJICHHUS

(memompou3BojicTBO) : yueOHoe mocobue / T.A. breikora, T.B. Ky3nenona, JI.B.
CankuHa ; mox o6mi. pen. T.B. Ky3nenoBoi. — 2-¢ u3a., nepepabd. u jom. —
Mocksa : UTH®PA-M, 2020.— 304 c. + Jlon. Matepuaisl [ DJIEKTPOHHBIA pecypc].
— (Bricmiee obpazoBanue: bakamaBpuar). - ISBN 978-5-16-004805-5. - Tekcr :
anexkTpoHHbIl. - URL: https://znanium.com/catalog/product/1078152  (nara
oOparmenust: 25.12.2020).

Jlononnumenvuas

NudopmarinoHHbie TEXHOJOTHH B JOKYMEHTAIIMOHHOM OOECIICUCHHUH YTIPABJICHUS
U apxuBHOM Jene : yueOHuk ansa By3oB / H. H. Kynaes, T. B. Kongpamosa, E. B.
TepentbeBa, A. I'. ®abpuunoB / mox o6m1. pea. H. H. Kynsiea. - Mockga : Jloroc,
2020. - 408 c. - ISBN 978-5-98704-786-6. - Tekcrt : snekrpoHHbii. - URL:
https://znanium.com/catalog/product/1211641 (mata oOpamenus: 25.12.2020).
Kabamos, C. 1. Jlenonpou3BoACTBO W apXWMBHOE JEJIO B TEPMHHAX U
onpeneneausx: Yueonoe nocodbue / Kabamos C.1O., Achanausposa U.I'., - 2-e
u3., crep. - Mocksa :®dmuaTa, Hayka, 2012. - 294 c.: ISBN 978-5-9765-0784-5. -
Tekct : anmexktponnslit. - URL: https://znanium.com/catalog/product/983089 (nara
oOparenus: 25.12.2020).

7. MaTepuajJibHO-TeXHUYECKOEe o0ecnevyeHne 1 CIUTTHHBI

Jlns mpoBeieHNsT CEMUHAPCKUX 3aHSITHH, BKJIIOYas TECTUPOBAHUE U paz0op
KOHKPETHBIX CaSe-CUTyaIuid, MOryT ObITh UCIIONb30BaHkbI cienyromue 110 u B/I.

CocraB nporpammHoro odecnedenust (ITO), coppemennbix npogeccnonanbubix 6a3 nanubix (B/1) n
uHpopManoHHo-cnpaBo4Hble cucteM (MCC)

epeuyens IO

Crnioco6 pacripocTpaHeHus
Ne i/ Haumenosanue 10 [IpousBoaurens (ruyenszuonnoe unu
c600600HO
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pacnpocmpansiemoe)

1 Adobe Master Collection CS4 Adobe JTUIEH3UOHHOE

2 Microsoft Office 2010 Microsoft JIULEH3UOHHOE

3 Windows 7 Pro Microsoft JUIEH3UOHHOE

4 AutoCAD 2010 Student Autodesk cBoboHO

pacnpocTpaHsieMoe
5 Archicad 21 Rus Student Graphisoft cBobozHO
pacnpocTpaHsieMoe

6 SPSS Statisctics 22 IBM JIALIEH3MOHHOE

7 Microsoft Share Point 2010 Microsoft JIALEH3UOHHOE

8 SPSS Statisctics 25 IBM JIALIEH3UOHHOE

9 Microsoft Office 2013 Microsoft JUIEH3UOHHOE

10 OC «AnpT O6pazoBanue» 8 000 «bazanst CIIO | auiieH3nOHHOE

11 Microsoft Office 2013 Microsoft JIMLIEH3UOHHOE

12 Windows 10 Pro Microsoft JINIEH3UOHHOE

13 Kaspersky Endpoint Security Kaspersky JIMIEH3HOHHOE

14 Microsoft Office 2016 Microsoft JIULEH3UOHHOE

15 Adobe Creative Cloud Adobe JIALEH3UOHHOE

Ilepeuens B/l u UCC
Ne i/ HaumenoBanue
1 MexnyHaponnbsle pedepaTuBHble HaykomeTpuueckue bJl, poctymHble B pamkax
HaIIMOHAJILHOM moamucku B 2018 T.
Web of Science
Scopus
2 [Tpodeccuonanpupie monHOTeKCTOBbIE bJI, mocTymHble B paMKax HalMOHAJIBHOM

noamucku B 2019 r.
Kypuaner Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
XKypnanst Taylor and Francis

3 [Ipodeccuonanpabie MOTHOTEKCTOBBIE B/]

JSTOR

W3 nanus 1mo o0IecTBEHHBIM ¥ T'YMaHHUTAPHBIM HayKam
DnekrponHas oubauoreka Grebennikon.ru

4 KomnroTepHbie CripaBOYHbBIE PABOBBIE CUCTEMBI
Koncynbrant Ilmroc,
l"apanT

8. OGecneuenue 00pa3oBaTeILHOIO NMpoIecca
JJIS1 JIAI] ¢ OTPAHUYEHHBIMU BO3MOKHOCTSMU 3/10POBbS

B X0Ace peajm3annun JAUCHUITIINHBI HCITIOJIB3YIOTCA CJICcAyromue
JOITIOJIHUTCIIBHBIC
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METOJbl OOyYeHUs, TEKYIIEro KOHTPOJIA YCIIEBAEMOCTH W MPOMEKYTOUHOU
aTTecTallul  OOydYaroUUMXCs B  3aBUCUMOCTH OT WX  HHJUBUAYAIbHBIX
O0COOEHHOCTEH:

® ISl CJETIBIX U CIa00BUISAIINX:

- JeKUMd OQOPMIISIIOTCS B BHJIE JJIEKTPOHHOTO JIOKYMEHTA, JIOCTYIHOI'O C
MOMOIIBIO KOMIIBIOTEPA CO CIEIUATU3UPOBAHHBIM IPOrPAMMHBIM 00ECTICUEHUEM;

-  NHChbMEHHbIE  3aJaHus  BBINOJHSAIOTCA  HAa  KOMIBIOTEpPE  CO
CHEIUATM3UPOBAHHBIM TIPOTPAMMHBIM 00ECIIEYCHUEM, U MOTYT OBITh 3aMEHEHBI
YCTHBIM OTBETOM;

- o0ecreunBaeTcd UHAUBUYATIbHOE paBHOMEpHOE ocBelleHre He Menee 300
JIIOKC;

- Uil BBINOJHEHUS 3aJaHusl TpPU  HEOOXOJAMMOCTH MPEIOCTaBIISIETCS
YBEIMYMBAIOLIEE YCTPOMCTBO; BO3MOXXHO TAaK)KE HCIIOIb30BAHHE COOCTBEHHBIX
YBEJINYNBAIOIIUX YCTPOUCTB,;

- MUCbMEHHBIC 3aJaHus 0DOPMIISIOTCS YBETUYEHHBIM HIPUPTOM;

- JK3aMeH W 3a4€T MPOBOJATCS B YCTHOM ¢opmMe WIM BBIIOJHSIOTCS B
MUCBMEHHOM (hopMe Ha KOMITbIOTEPE.

® ISl TIIYXUX M CIIA0O0CIBIIIAIINX

- Jexknmuu OQOPMIIIIOTCS B BHJIE OJJICKTPOHHOTO  JOKyMEHTa, JHU0O0
MpEeAOCTaBISACTCS 3BYKOYCHJIMBAIOIIAs amnmnaparypa WHINBUIY ATEHOTO
MOJIb30BAHUS;

- MUCbMEHHBIE 3aJ]aHUs BBIMOJHAIOTCA Ha KOMIIBIOTEPE B MUCbMEHHOM (hopme;

- 9K3aME€H M 3a4€T NPOBOJSTCS B NUCBMEHHON (opMe Ha KOMIIBIOTEPE;
BO3MOXHO MPOBeJeHUE B (hOpME TECTUPOBAHUS.

® JUISl JIUI] C HAPYIICHUSIMUA OTIOPHO-/IBUTATEILHOTO anmnapara:

- JeKUUA OQOPMIISIOTCS B BHJIE JJIEKTPOHHOTO JIOKYMEHTA, JIOCTYITHOTO C
MOMOIIBI0 KOMIIBIOTEPA CO CIEUATU3UPOBAHHBIM IPOTPAMMHBIM 00ECTICUCHUEM;

-  NHChbMEHHbIE  3aJaHusl  BBINOJHSAIOTCS  HAa  KOMIBIOTEPE  CO
CTHIEIUATM3UPOBAHHBIM ITPOTPAMMHBIM 00ECIICYCHUEM;

- DK3aMEH W 3a4€T TPOBOAATCS B YCTHOW (OpME WM BBITIOIHSAIOTCS B
NUCBbMEHHOM (hOpMe Ha KOMIIbIOTEPE.

[Ipy HEoOXOAMMOCTH MpEIyCMaTPUBACTCS YBEJIMUYECHHE BpPEMEHU s
MOJITOTOBKHU OTBETA.

[Ipouenypa mpoBeneHHUs] MPOMEKYTOUHOM aTTeCTallMM sl O0yYaroluXxcs
YCTAHABJIMBAETCA €  Y4€TOM UX  HMHAUBUIYAIbHBIX  TMCHUXO(PU3HMUECKUX
ocobenHoctell. IIpomexyTouHas arrectanuss MOXET MPOBOIUTHCS B HECKOJBKO
ATAroB.

[Ipu mpoBeaeHUM MPOIEAYpPHl OLEHUBAHHUS  PE3YJIBTATOB  OOyYEHHUS
peycMaTpUBACTCS UCIIOJIb30BAHUE TEXHUUECKUX CPEICTB, HEOOXOIUMBIX B CBS3U
C UHIUBUIYATbHBIMU OCOOCHHOCTAMH OOydaromuxcsi. ITU CPEACTBA MOTYT OBITh
MPEIOCTABICHBl YHUBEPCUTETOM, WJIM MOTYT HCIIONIh30BATHCS COOCTBEHHBIE
TEXHUYECKUE CPENICTBA.

[IpoBeneHue npouenypbl OLICHUBAHUS PE3YIbTATOB O0yUEHHUs JTOIYCKAEeTCs C
WCII0JIb30BAaHUEM JUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHH.
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ObecrieunBaeTcst AOCTyn K HHQOPMAIMOHHBIM M OuOIMOrpaduueckum
pecypcam B ceru WurepHer g Kaxjaoro oOywaromierocs B - popmax,
aIaNITHPOBAHHBIX K OTPAHMYCHUSM HMX 3JI0POBbS ¥ BOCTIPUATHS HHPOPMAITUH:

® ISl CJETBIX U CIa00BUIAIINX:

- B Ie4aTHOM opMe yBETUUCHHBIM HIPUPTOM;
- B popMe FJIEKTPOHHOTO JOKYMEHTA;

- B popme ayanodaiina.

® ISl TIIYXUX U CJIa0OCHbIIIAIINX:

- B Ie4aTHOU dopme;

- B popMe AIEKTPOHHOTO JOKyMEHTA.

e Uit 0O0YYaIOIIUXCS C HAPYIICHUSIMU OTIOPHO-/IBUTAaTEILHOTO amnmnapara:
- B IeyatHou Gopme;

- B JopMe FJIEKTPOHHOTO JOKYMEHTA;

- B hopme aynunodaiina.

Y4eOHbIC ayauTOpHM 11 BCEX BHJAOB KOHTAKTHOM M CaMOCTOSTEIBHOM
paboThl, HaydyHass OWMOIMOTEKA M HHBIC MOMEIICHHUS JJi1 OOYYCHHUS OCHAIICHBI
CHEIUANTbHBIM 000pY/IOBaHWEM U Y4YeOHBIMM MECTaMH C TEXHHUYECKHUMU
CpelCTBAMH O0YUYEHHUS:

® IS CIICTIBIX U C1a00BHISAIINX:

- YCTPOMCTBOM JIJIsI CKAHUpOBaHUs U uTeHus ¢ kamepoit SARA CE;

- nuctuieem bpaiins PAC Mate 20;

- npunTepom bpaitng EmBraille ViewPlus;

® Ul TUIyXUX U CIa0OCITBIMIAIINX:

- aBTOMAaTH3UPOBAHHBIM PAOOYNM MECTOM JJIS JIFOJICH C HApYIIEHUEM CIyXa U
CIIA0OCIIBIIIAIINX

- aKyCTHUYECKHI YCUITUTENh U KOJIOHKU;

e ISl OOYYAIOIINUXCS C HAPYIICHUSIMHU OTIOPHO-/IBUTAaTEILHOTO ammnapara:
- IEPEABMKHBIMH, PETYJIUPYEMBIMU dproHoMuueckumu napramu CH-1;
- KOMITBIOTEPHOM TEXHUKOW CO CICIHMAIBHBIM ITPOTPAMMHBIM 00SCIICYCHUEM.

9. MeToanueckue MaTepuabl
9.1. IlnaHbl NPAKTHYECKUX 3AHATHI
Tema 1. J[lokymeHTupoBaHHas wuHGoOpMalusi U €€ pOjb B YIPABICHUU
KOpIiopanuen
(2 gaca)
Bonpocwl ons 06cyscoenus:
1. Tlousartue OpraHu3alMOHHO-T0KYMEHTAlIHOHHOTO oOecreyeHus
KOPIHOpalHu.
2. Ponp nH(pOpMAIMK B YIIPaBICHUU.
3. TloHsTHE «TOKYMEHTY.

Tema. HopMaTuBHO-TIpaBOBasi 1 METOIUYECKAS] OCHOBBI JIOKYMEHTALIHOHHOTO
oOecrieueHus: yIpaBJieHHs Kopropauei

(2 gaca)
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Bonpocuwl ons 06cyscoenus:

1.

2.

3.

[IpaBoBasi OCHOBa JOKYMEHTAIIMIOHHOTO O0ECIICUCHUS YIIPABICHUS
KOPHOPaLMEN.

HopmatuBHO-T1paBOBbIE aKThI BEJOMCTBEHHBIX OpraHoB
WCTIOJTHUTENBHOU BiIacTu PO.

OcHOBHbIE HOPMATHUBHBIE NTPABOBBIE U METOJIMYECKUE JTOKYMEHTBI
1o JIOKYMEHTALUOHHOMY o0ecreyeHuto yIIPaBJICHUS
KOpPHOpalKEH.

Tema. CucreMa yrpaBiieHHs] JOKYMEHTAMH KOPIOPaLUU

(2 gaca)

Bonpocuwl 05 06cyscoenus:

NogabkowdPE

CuCcTEMHBIN TOAXO B YIIPABICHHH.

Cucrema ynpasieHUs: OpraHU3aLUCH.

Cucrema ynpasiaeHuss JTOKYMEHTaMU KOPIIOPaLUH.

Cucrembl TOKyMEHTALUH.

[loHsATHE CUCTEMBI JOKYMEHTALIUH.

Hcropuyeckoe pa3BUTHE CUCTEM JOKYMEHTALIUH.

ITonsiTne «yHU(UIUPOBAHHBIE CUCTEMBI JOKYMEHTALII U

«QYHKIIMOHAJIbHBIE CUCTEMBI IOKyMeHTalun» B Poccuiickoit denepanuu.
8. Cranmapt ['OCT P 6.30-2003. «YHUPUIIUPOBAHHBIE CUCTEMBI

nokyMeHTtanuu. Cucrema opraHu3alliOHHO-PaCOPSIANTENHLHON

nokyMmeHTaruu. TpedoBaHus K 0hOPMIICHUIO TOKYMEHTOB)

Tema. OyHKIIMOHATBHBIE CUCTEMBI JOKYMEHTAIIMU KOPIOPAIIUU
(Cucrema opraHu3allMOHHO-PACTIOPSIAUTENHHON TOKYMEHTAIIUN )

(2 gaca)

Bonpocwl 0ns 06cyscoenus:

1.IToacucrema opraHu3alMOHHO-TIPABOBOM JOKYMEHTAIIMU
2.Iloxcucrema pacopsiAMTEIBHON TOKYMEHTAIIHH.
3.IToacucrema nHPOPMAITMOHHO-CTIPABOYHON U WH(POPMAITMOHHO-aHATTUTUIECKOMN

AOKYMCHTAallU

Tema . @yHKIIMOHAIBHBIE CUCTEMBI JOKYMEHTALIMU KOPIIOPALIUHT
(Cucrema JOKyMEHTAIIMH MO TPYIOBBIM OTHOIICHUSIM )

(CPC)

Bonpocewr:

oW E

Cucrema JOKyMEHTalMU 10 TPYAOBBIM OTHOLIEHHUSIM.
IlepBuYHBIE TOKYMEHTHI TPYAOYCTPOUCTBA,.
TpynoBo#t 1OroBOp.

JInynoe n1eso cCoTpyIHUKA.

TpyoBas KHWKKA.
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6. Pabota c mMCbMEHHBIM OOpaCHUSIMH TPaKIaH.

Tema. OyHKIIMOHATIBHBIE CUCTEMBI JJOKYMEHTAIIUU KOPIIOPAIIUU
(Cuctema (pvHAHCOBOM JOKYMEHTAIINHN )

Bonpocur :

=

Cucrema (pUHAHCOBOM TOKYMEHTAIIHH.

2. O0mas XxapakTepUCTHKa JIOKyMEHTOB IO (PHHAHCOBO-PACUYETHBHIM
oneparnusM. Kiaccupukanus y4eTHbIX JOKYMEHTOB.

3. Cnoco0Osl ucnpasieHus OmMMUOOK B (PUHAHCOBO-PACUETHON IOKYMEHTALIUU.
OdopmieHre OTKpHITHS CUETOB OpraHU3aIUH.

4. OcHOBHBIE BUJIbI JOKYMEHTOB MO (PMHAHCOBO-PACUETHBIM ONEPALUIM.

Tema. OyHKIMOHATBHBIC CHCTEMBI JOKYMEHTAITUH KOPIIOPAITUU
(Cucrema nOKyMEHTAIIMK MO0 CHAOXKEHUIO U COBITY)
(2 gaca)
Bonpocuwl ons 0bcyscoenus:

Cucrema JTOKyMEHTalMU IO CHA0XKEHUIO U COBITY.
JloroBopsl. [[0BEpEHHOCTH.

Haxnannsie. Hapsnprl.

KomMmepueckue akThl.

[IpeTeH3noHHBIE MHUCHMA.

HckoBble 3asiBICHUS.

JlenoBas nepenucka.

NoogakowdE

Tema . @yHKIIMOHAIbHBIE CUCTEMBI JIOKyMEHTalUK Kopropauuu (Cucrema
JOKYMEHTAIUU TI0 MAPKETUHTY U PEKIIAME)

(2 gaca)

Bonpocwi ons 06cyscoenus:

1.CucreMa TOKyMEHTAIMU 110 MAPKETHUHTY.
2. Cucrema IOKyMEHTAIIMHU IO peKIiaMe.

Tema Cuctema ¥ mpoIIECCH YIIPABJICHUS JOKYMEHTAMHU KOPITOpaIluy
(2 gaca)

Bonpocwl ons 06cyscoenus:

[ToHsTHe «cucTeMa ynpaBiaeHUsS] JOKYMEHTAMM).
NHCTpyMEHTHI yIIpaBieHUs JOKYMEHTaAMH.
Cucrema ynpaBieHUs TIOKYMEHTaMHU.

[Ipoueccel ynpaBineHHus: JOKYMEHTaMH.

P
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Tewma. PaGota ¢ KOHpUICHINATHHBIMU JOKYMEHTAMHU KOPIIOPAITUU
(2 gaca)

Bonpocwi 0ns 06cyocoenus:

1.Opranuzanus paboThl ¢ JOKYMEHTaMHU.
2. Texnonorus 06pabOTKH JOKYMEHTOB.

Tema. MexayHapoaHas nepenucka KOpnopanuu
(2 gaca)

Bonpocuwl 0ns 06cyscoenus:

1. MexnayHapoIHbIE CTAaHAAPTHI 10 OPOPMIIEHUIO JOKYMEHTOB.
[ToaroroBka N1€10BOM KOPPECHOHACHIIMU ISl 3apyOEKHBIX MapTHEPOB.
Bcerpeua u 0OMeH BUSUTHBIMH KapTOYKaAMHU.

BricTaBouHas e TCIBHOCTD.

J1OTOBOPBL.

Kondnukrasie cutyanumu.

Nudopmarmonnoe obecrneueHue.

N

o0k ow

PexomeH10BaHHAs JINTEpPATypa JJIsi CEMHHAPOB
Ocnosnast
['mamguii, E. B. JlokymeHTanimonHOE o0ecriedeHune ynpasieHus : yaeOHoe mocodue /
E.B. I'maguit. — Mocksa : PUOP : UHOPA-M, 2020. — 249 c. — (Cpennee

npodeccronansHoe obpasoBanue). — DOl https://doi.org/10.12737/14202. -
ISBN  978-5-369-01042-6. -  Tekct :  onektponnsni. -  URL:
https://znanium.com/catalog/product/1065817 (mata oOpamenus: 25.12.2020).
brikoBa, T. A. JIOKyMEHTalMOHHOE oOecrieueHue yIIpaBICHUS

(memompou3BojicTBO) : yueOHoe mocobue / T.A. beikora, T.B. Ky3uenona, JI.B.
Cankuna ; nox o6mi. pen. T.B. Ky3uenoBoi. — 2-¢ uza., nepepad. u gom. —
Mockga : UHOPA-M, 2020.— 304 c. + lon. Matepuaisl [ DJIEKTPOHHBIN pecypc].
— (Briciee obOpazoBanue: bakamaspuar). - ISBN 978-5-16-004805-5. - Tekcr :
anekTponHbiii. - URL: https://znanium.com/catalog/product/1078152  (nmata
oOpamenus: 25.12.2020).

JlononnumenvHas

NudopmarmoHHbie TEXHOJIOTUN B JOKYMEHTAITMOHHOM OOCCTICUCHUH YIPABICHUS
U apxuBHOM Jiene : yueOnuk aius By30B / H. H. Kynaes, T. B. Konapamoga, E. B.
TepentbeBa, A. I'. ®abpuunos / nox obui. pen. H. H. Kynsesa. - Mocksa : Jloroc,
2020. - 408 c. - ISBN 978-5-98704-786-6. - Tekcrt : anextponHsii. - URL:
https://znanium.com/catalog/product/1211641 (mara o6pamenus: 25.12.2020).
Kab6amos, C. . Jlenmonpou3BOJACTBO M apXWBHOE [IeJI0 B TEPMUHAX U
onpeacncHusX: YueoHoe mocooue / Kabamos C.1O., Achanmusposa N.I'., - 2-¢
u3., crep. - Mocksa :®dnunrta, Hayka, 2012. - 294 c.: ISBN 978-5-9765-0784-5. -
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Tekcr : anextponssiid. - URL: https://znanium.com/catalog/product/983089 (mata
oOpamenust: 25.12.2020).

9.2. MeTtoauueckue PEKOMEHIANUMA 110 MOATOTOBKE NUCbMEHHBIX paﬁoT

Memoouueckue ykazanus no n0020moeke u 0QopmMaeHUI0 KOHMPOIbHBIX
pabom

Meroauyeckne peKOMEHAAUUN NpeAHa3HAUYEHBbI ISl MAaruCTPOB JHEBHOM,
BeuepHell u 3a04HOi hopm oOyuenus dakynprera ynpasienus UOYull PITY.
[Ipu pa3paboTke pexkoMeHJaIui yduThIBaIUCh TpeboBaHus DeneparbHOTO
['ocynapcTBeHHOro oOpasoBaTenbHOro craHgapra BO u  AcHCTBYROIMIMX
HOPMAaTUBHBIX JJOKYMEHTOB.

KoutponbHble paboOThl SIBIASIOTCS OJHOM W3 MPOMEXKYTOUHBIX (opMm
aTTecTallui OakalaBpOB, KOTOPHIC BBIMOJHSIOTCS B TEYEHUE CeMecTpa B
YCTAHOBJIEHHBIE CPOKHU.

TemaTruka KOHTPOJBHBIX PabOT MpeaycCMaTpUBAET MPOBEPKY YPOBHS 3HAHUIM
OakajmaBpa MO HEKOTOPHIM BOINPOCAM TEOPETUUYECKOTO JEKIIMOHHOTO Kypca, a
TaK)XK€ CaMOCTOSITEIbHOTO HW3YYEHHS HWMHU HCTOYHUKOB M  CHEIUAIbHOU
autepatrypbl. KoHTposbHBIE paOOThl BBIMOJHSAIOTCS MUCBMEHHO M CHAIOTCS Ha
MPOBEPKY IMpENoiaBaTeito Kadeaphl.

KonTtponbHbie pabOThl  MOTYyT MPOBOAUTHCS HA  JICKUIMOHHBIX  WJIU
CEMUHAPCKUX 3aHATUSAX B ayJIUTOPHBIX Kilaccax MPU YCJIOBUHU MpPeABAPUTEIbHOMN
MOATOTOBKHU OaKajlaBpOB.

KonTponpHass paboTa HampaBjieHa Ha WHIWBHIyAIH3aIUI0 OOyYCHHUS U
MOBBIIIEHUE POJIM CAMOCTOSITEILHON padoThl 0aKaIaBpOB, IOATOMY MPEAYCMOTPEH
IIUPOKUN CIEKTP KOHTPOJBHBIX BOMPOCOB, MO3BOJSIONMIMKN OakanaBpy BbIOpaTh
HauOojiee WHTEpecHyr g Hero Temy. C TEeMaTHMKONW KOHTPOJBHBIX paldoT
OakanaBpbl TO3HAKOMUTHCS B paboueil mporpaMme AUCIUTIITAHEI.

Conepxkanrue KOHTPOJIBHON PabOTHl BKJIIOYAET: 0OOCHOBAHUE AKTyaJbHOCTH
JJAHHOT'O BOIIPOCA; KPAaTKUW aHalli3 MCTOUYHHUKOB U JIMTEPATYPHI; TEOPETHUUECCKYIO
W/WIM TPAKTHUYECKYI0 3HAYMMOCTH JaHHOTO BOIPOCA; OCHOBHOE COJIEpKaHUE
BOIIPOCA; TMEpPCIEKTUBBI PAa3BUTHS (B 3aBUCUMOCTH OT TEMbBl KOHTPOJbHOMU
paboThI); BBIBOJIBI M PEKOMEH/IAIINU.

OO6muii 06bemM TexkcToBOro Marepuana 7-10 crpanui. CTpyKkTypa TEKCTOBOM
YaCTU KOHTPOJIbHOM pabOThl MOXKET UMETh: BEJICHUE, OCHOBHYIO YacCTb, BBIBOJbI,
CIIMCOK MCTOYHUKOB U JINTEPATYyphl. Paz0ueHre TekcTa Ha pa3aeibl U MOoIpa3iesibl
MOXXET OBITh CHIETaHO 10 JKEJAHWI0 AaBTOpa, OJHAKO HEOONbIION 0o0BeM
KOHTPOJIbHOM paOOoTHI JIeJIaeT 3TO HE BCET/Ia 11eJIeCO00pa3HbIM.
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Ipunoowcenue 1
AHHOTAIUA JUCHUIIJINHBI

HuciunvHa peanu3yercss Ha (akyinpTrere ynpapieHus Kadeapoi
ynpasiaeHuss MHctutyTa ympaBiieHus, SKOHOMUKM U IpaBa Poccuiickoro
roCy/1IapCTBEHHOI'O T'YMaHUTapHOTO YHUBEPCUTETA.

Llenv  Oucyunaumer —  TOATOTOBUTH  BBINYCKHHMKA, OO0JaJarOLIEro
TEOPETUUYECKMMHM M TMPAKTUYECKUMHU 3HAHUSAMM M YMEHHUSMH, CIOCOOHOIO
IPUMEHATh KOMIETEHIIMH B c(hepe yrpaBiieHus: JOKYMEHTAIel B KOPIOopaIiu.

3adauu oucyuniumoi.
- O3HAaKOMHUTh  MAaruCTpPaHTOB C  IMOHATHEM  «JOKyMEHTHUPOBAHHAs
uH(pOpMaIA» U €€ POJIBbIO B YIIPABIECHUU KOPIOpaLUEH;

- c(hopMupoBaTh HABBIKM aHAJIM3a HOPMATUBHO-IIPABOBBIX U METOIUYECKHUX
OCHOB JJOKyMEHTAIIMOHHOTO 00ECIICYEeHHsI YIIPABICHUS;

- O03HaKOMHTb C OCHOBHBIMH D3JEMEHTAMU CHUCTEMBI  yIpaBICHUS
JIOKyMEHTaMU;

- 0o0yuuTb METOJaM HCIHOJb30BAHUA YHUPUIIMPOBAHHBIX  CUCTEM
JOKYMEHTAILUH;

- chopMuUpOBaTH HaBBIKH JOKYMEHTAI[MOHHOTO oOecnieueHus
(GYHKIMOHAIBHBIX cep yrnpaBiIeHHUs;

- OCBOHUTH TEXHOJOTMU IMOCTPOCHMSI CHUCTEMBI U MPOLECCOB YIPABICHUS
JIOKyMEHTaMU;

- c(hopMUpOBaTh HaBBIKU PAOOTHI C KOHPHUICHIIMATBHBIMU TOKYMEHTAMH;

- 00y4HTb MPAKTUKE BEACHUS MEKIYHAPOTHONU MEPETTHCKH.

[Ipouecc wu3ydeHHs AUCHUIUIMHBI HampaBieH Ha (opMupoBaHUe Y
MaruCTpaHTOB  KOMIIETEHIIMM  CIOCOOHOCTh  YIPABJATh  OpraHU3ALMIMU,
NOJIpa3IeeHUsIMU, TpynnaMu (KOMaHAaMHu) COTPYJHUKOB, MPOEKTAMU U CETAMU
(TTIK-1).

B pe3ynbTaTe 0CBOCHUS TUCHUIIUHBI 00YYaOMUNACS TOJKEH:

3HaTh:

- TIOHSTHE «JIOKYMEHTHpPOBaHHAs WHMOpMaIus», MOHUMATh €€ poJib B
YIIPaBJIICHUH KOPIIOPALKEH;

- OCHOBBI KOPIIOPATHBHOTO 3aKOHOATEIHCTBA B YaCTH JIOKYMEHTAIIMOHHOTO
o0OecrieyeHusi,  HOPMATUBHO-TIPABOBYIO U METOAMYECKYID  OCHOBBI
JIOKyMEHTAITMOHHOTO OOECTICUCHUS YMIPABJICHUS] KOPIOPAIMEH, CTaHAAPTHI IO
YIIPABJICHUIO JEI0BOM JTOKYMEHTAIUEN;

- IOHATHE «CHCTEMa YIIPaBICHUS JOKYMEHTAMI;

- yHU(UIIUPOBAHHBIC U (DYHKITMOHAIBHBIE CUCTEMBI JOKYMEHTAINH;

- ATaIbI MPOIIEcca YIPaBICHUS JOKyMEHTaMU;

- c11ocoObI pabOThI ¢ KOH(UICHIIUATEHBIMU JIOKYMEHTAMH;

- IOPSII0K BEJACHUS MEXKTYHAPOTHOM MEPENUCKH.

Ymersn:

- BBIOUpaTh 3PPEKTUBHBIC UHCTPYMEHTHI YIPABICHUS IOKYMEHTAMU;
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- HCTIOJIh30BaTh YHU(UIIUPOBAHHBIC CHCTEMBI JOKYMECHTAIINH;

- hopmupoBaTh GYyHKIIMOHATHHBIC CHCTEMBI JIOKYMCHTAIINH;

- OCYIIECTBJISATh THUCHbMEHHBIE KOMMYHHKAIIUU JJIsi pCEIIeHUs 3a1ad
npodeCcCUOHaNIbHON JeATeIbHOCTH,

- OCYIIIECTBIIATH BCE TAITBI IIPOIIECCa YIPABICHUS TOKYMECHTAMU;

- paboTath ¢ KOH(PHUICHIIMATBHBIMU JOKYMEHTAMH;

- BECTH MEXIyHApOHYIO TIEPETIHCKY.

Baagers:

CrnocobamMu  TPUMEHEHUSI  OCHOBHBIX  HMHCTPYMEHTOB  YIIPABJICHHUS
JIOKyMEHTaMU;

- HWHCTPYMEHTaMHU  HCIOJIb30BaHUS  YHU(PUIMPOBAHHBIX  CUCTEM
JIOKyMEHTAITUH;

- MeTogamMu GOpMHUPOBaHUS (DYHKITMOHATBHBIX CHCTEM JTOKYMEHTAITUH;

- TEXHOJIOTUEH OCYIIECTBICHUS MUChbMEHHBIX KOMMYHUKAIIMH JTsI PEIICHUS
3as1a4 mpohecCUOHATBHOU IEATeTLHOCTH;

- crmoco0aMu OCYIIECTBIICHHS MPoOIIecca YIPaBIeHUS JOKYMCHTaMHU;

- TEXHOJIOTHEH padOTHI C KOHPUICHITUATBHBIMH TOKYMEHTAMU;

- crmoco0aMu BEICHHS MEKIYHAPOIHYIO TTEPEITUCKY .

[Iporpammoil mpeaycMOTpPEeHbl CIEAYIOIIME BUIbI KOHTPOJIA: TEKYLIUH
KOHTPOJIb yCIEBAEMOCTH B (opMe TpeX KOHTPOJbHBIX paboT (B TEUEHUU
CEMECTPOB B COOTBETCTBHMHM C IUIAHOM CEMHHAPCKUX 3aHITHI), HWTOTOBBIN
KOHTpPOJIb B (hopme 3a4eTa.

[To mucummIvHE TPETyCMOTPEHA MPOMEXKYTOYHAsI arrectanus B ¢opme
3ayeT, 216 gac.

OO0miasi TPyJIOEMKOCTh OCBOCHHS JUCHUILIMHBI COCTABIISICT 6 3a4eTHBIX
CIMHMII.
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Ipunooicenue 2

YTBEPKJAIO

PykoBonurens OII BO

(Haszsanue)

(noonucws, @.1.0.)

JIUCT UBMEHEHUM

B paboueii mporpaMme AUCHUTUTHHBI
1o HanpasyieHuto noarotoku 38.04.02 MenemkMeHT

Ha 2020/2021 y4eOnbIii TOT

Crpykrypa mucuuninnsl (k m. 2 PITIL na 2020)

CTpyKTypa TUCIUTIIUHBI (MOYJIsA) AJI 3a09HOM (OpMBI 00yUEHUS

OO61as TpyA0EMKOCTh TUCIUIUTHHBI COCTABIsIET 6 3.€., 228 4., B TOM UKcie KOHTaKTHas paboTa
o0yJaromuxcs ¢ mpernojaBaTesieM 24 4., caMocTosITelbHas padora odyuaromuxcs — 195 q.,
MIPOMEXKYTOUHAs aTTecTaus — 9 4.

Bugpr  yueOHoOW  paboTel,  BKIIOYAs
CaMOCTOSTENIbHYIO pab0Ty MarucTpaHToB U
TPYIOEMKOCTb (B yacax)

DOopMBI TEKYILEro
KOHTPOJIS YCIIEBAGMOCTH
(no neoensim cemecmpa)

Ne dopma IPOMEKYTOUHON
n/ Paznen aucryIIMHEL Ce- aTTeCTaluH
i} MecTp (no cemecmpam)
Jlexrim Cemunaper | Ox3a- | CPC
MEH B
yaca
X
1 | JlokyMeHTHpOBaHHAs 1 15 | TIpoGueMHBIi ceMUHAP.
uH(OpMaIMs U €€ POIIb YyacTue B JUCKYCCUH
B YIIPaBJICHUU
KopIiopanuein
2 | HopMaTHBHO-TIpaBOBast 2 15 | IIpobnemHsIil cemuHap.
U METOIMYeCKast VYuyacTue B IUCKYCCHU
OCHOBDI KontponbsHas padora
AOKYMEHTAIIUOHHOT'O
obecreueHus
YIIpaBJICHUS
KopIiopanuein
3 | Cucrema YIIPaBJICHUS 2 15 | IIpoGnemHBIl ceMHUHAap.
JIOKYMEHTAMH VYuacTue B IUCKYCCHU
KOPIIOpaIuu
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IIpome:xxkyTounas
aTTrecTanus. 3ader

DyHKIHOHATBHBIC
CHCTEMBI
JTOKYMCHTALUH
KOPIOpaLuH
(Cuctema
OpraHU3aIMOHHO-
pacropsINTeIbHOMI
JIOKYMEHTAIIH)

15

[Ipobnemubli ceMuHap.
VY4actue B JUCKYCCHH

KonTponsHas pabora

OyHKIIMOHAIbHbIE
CUCTEMBI
JOKYMEHTAITU!
KOpIOpaIuu
(Cucrema
JOKYMEHTAIUH 110
TPYIOBBIM
OTHOIICHHSIM)

15

CamocrosiTeibHas
padora cryneHTa

@OyHKIMOHANTBHBIE
CHCTEMBI
JTOKYMEHTAIHH
KOPIOpaLuH

(Cucrema ¢unancoBoi
JIOKYMEHTAITIH)

15

CamocTosiTeJIbHASA
padoTa cTyAeHTa

OyHKIMOHANTBHBIE
CHCTEMBI
JTOKYMEHTAIHH
KOpITOpaIiu
(Cucrema
JOKYMEHTAITUH T10
CHa0KEHUIO U COBITY)

15

[IpoOnemusblil ceMuHap.
VYyactue B JUCKYCCHH

OyHKIIMOHAIbHbIE
CUCTEMBI
JIOKyMEHTaIU!
kopropanuu (Cucrema
JIOKyMEHTAIUH TI0
MapKEeTHHTY U
pekiiame)

15

ITpobnemHsIi cemuHap.
VYyactue B JUCKyCCHH

10.

IIpome:xxkyTounas
aTrecTanusa. 3ayer

11.

Cucrema u nporeccsl
yIIpaBICHUA
JOKyMEHTaMHU
KOpHopanuu

20

[IpoGmemubIil cemMuHap.
YyacTue B JUCKyCCUU

KontponwsHas pabora
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12 | PabGora ¢ 2 20 | TIpoGneMHbIit ceMuHap.
KOH(UICHIINATEHBIMU YudacTue B TMCKYCCHH
JIOKyMEHTaMU
KOpHOpaluuu

13 | MexyHapoaHast 2 20 | [poGnemubIii ceMuHap.
nepenucka VY4actue B JUCKYCCHH
KOpIopauuu

14 | TIpomexyTouHas 9 14 | Dx3amen
arrecramnus
Bcero 24 9 195 228

Ilepeyens B/l u UCC (x m. 6.2 Ha 2020 r.)

Ner/in

HaunmenoBanue

1

MexnyHapoansie pedepaTuBHble HaykoMmeTpuueckue bJI, nocTymnHbie B pamkax
HamoHasHOM noanucku B 2020 T.

Web of Science

Scopus

HpO(I)eCCI/IOHaJ'ILHBIe IIOJTHOTEKCTOBBIC BI[, AOCTYIIHBIC B paMKax HaHHOHaHBHOﬁ
nonamucku B 2020 T.

Kypnanet Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypuaner Taylor and Francis

[TpodeccroHanpHbIe MOTHOTEKCTOBBIC b/]
JSTOR
W3 nanus mo oOIIeCTBEHHBIM M T'YMaHUTAPHBIM HayKam
DnexTponnas oubnmoreka Grebennikon.ru

KomMmbrotrepHbie ClipaBOYHBIE TIPABOBBIE CUCTEMBI
KoncynpranT Ilntoc,
["apanT

Cocras nporpammuoro odecnevenusi (ITO) (k n. 7 na 2020 r.)

Cnocob
pacnpocTpaHeHus
No Haunmenosanue [10 [TpousBoauTens (ruyenszuonnoe
n/o unu c60600HO
pacnpocmpansiemoe)
1 Adobe Master Collection CS4 Adobe JUIICH3UOHHOE
2 Microsoft Office 2010 Microsoft JIALIEH3NOHHOE
3 Windows 7 Pro Microsoft JUIEH3UOHHOE
4 AutoCAD 2010 Student Autodesk CBOOOIHO
pacnpocTpaHsieMoe
5 Archicad 21 Rus Student Graphisoft CBOOOIHO
pacnpocTpaHsieMoe
6 SPSS Statisctics 22 IBM JIMLEH3UOHHOE
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7 Microsoft Share Point 2010 Microsoft JIUIICH3UOHHOE
8 SPSS Statisctics 25 IBM JIMLEH3UOHHOE
9 Microsoft Office 2013 Microsoft JIUIIEH3UOHHOE
10 OC «Anbt ObpazoBanue» 8 000 «bazanst CIIO | nM1IEH3UOHHOE
11 Microsoft Office 2013 Microsoft JIALIEH3UOHHOE
12 Windows 10 Pro Microsoft JIUIICH3UOHHOE
13 Kaspersky Endpoint Security Kaspersky JUIICH3UOHHOE
14 Microsoft Office 2016 Microsoft JIALEH3NOHHOE
15 Visual Studio 2019 Microsoft JUIICH3UOHHOE
16 Adobe Creative Cloud Adobe JIALEH3UOHHOE
17 Zoom Zoom JIMICH3UOHHOE




