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1 I{e.nn n 3aAaqIr ocBoeHlrs A[cquuruHr,I

I{e.nr, ocsoeuul Ar,rcqfiflnrrHLr: rpoplruporauue nposecclrouanrnlrx sHaHuii ll yuerurfi e o6lacru

Teoprrrr r4 MeroAoJIolIrI4 MeHeAXMeHTa'

3aAa'tu:
- nO3HaKOMr.rTb CTy,qeHTOB C OCHOBaMII OpfaHI.I3aUIlu AesTeIbHOcTI'I piBnI4rIHEIx BI4AoB npeAllpu'-

twir;
- no3HaxoMr.rrL cry.4euroB c opraHrr3aqr{oHuoii crpyrtypoft u ctpyrrypofi ynpaBneHus [peArpl4,-

Tltfl;
- I{3yqrrrb MeroAbr opraHrr3arlurl lr [naHl{poBaHrr s rlpeI.ttprtgTLrfl B IIenOM I'I OTAeJI6HbIX efo Ilpol43-

BOACTBeHHbIX lO4pal,4eleuufi ;

- Hayqr4Tb nu6aparr MeroAbr pa6orn c opraHH3arluoHHo-yllpaBJleHrlecKOii UnoOpUaque AlR oueu-

KU IOIYIIEHHbIX PE3YJIbTATOB MEHEA)KMEHTA HA IIPAKTI{KE.

2 Mecro AucIIu[,'rIrHt I B crpyxType o6palonare,rr,uoii nporpauusr

,(zcqur:rrzna orHocllTgs ( 6a-:osoft qacru 6roxa 1 <,4rlcuzuunll (rro4ylu)>

flpepernusuur gEcrll{Ilrr.rHbr: E. ].8.6 3r<ououulleckan meoput, 8.1.8.12 Muxpoercououuxa

floc.rper<nz:urtr ArrcqglnrrHbr: 8.1.8.18 Mapxemuue, 8.1.8.0,4.9 Opaauusat4un, opvupoBctque u

onno*o *pydo ua npednpunmwx ompacnu, 8.1.B.On.10 Sxououuxa ompacrccux pbttlqo7, 8.1 B.On.11

Ileuoo1pasiaaurr, S.l.E.O,4.ll Teopua u npaKmuKa o4eHKu koHKypeumocnoco1uocmu, 6.1.8.O,\.17

Eusuec-nnauupoaauue

3 Tpe6onauun K pe:yJrbraraM o6yuenun rIo AlrcqulrJrrlue

flpoqecc u3yqeHl.r, AI.IcqurlnuHLI Ha[paBneu ua $opuuponaHl'Ie creAylo IIzx p$ynbraroB o6yuenun

flnauupyeuue pe3yJILTarbI o6yuenux rro AIrcqlIrIJlI'IHe, xapaKTepll3yloul e

oranrt iboputlponasus rorune'reuqufi
Ooplrupyeurte I(oMneretlquu

3uars: npuuqunbl opraHlr3allult lI ocHoBbI Syuxqr-tonuporauur uurfop-

Maur.roHHo-KoMMyHIrKaIIlIoHHr,Ix rexuoaornfi ; oracHocr14 rr yrpo3bl flore-
pu rlnrfopuaqarl, Bo3HIlKaloulle B npouecce npIrMeHeHI'IrI un$oprtlaqtlou-

rro-KoMMyHrrKaIIuottttux texsororuii.
Yrrerr,: o6pa6atblBarL It aHanlr3lrpoBarL uut!opuaquro, coAepxauylocs B

pa3nzqH6lx ua$oprraaqnonublx I'Icroqullxax, B ToM qIIcJIe u 6u6:ruorpar!u-
qECKIIX, I'l CII O ll !,3 O B aTb BO3MO)I(HOCTI,I rarrtf opuaquoHHo-

r(oMMyHr.r(aqrroHHr,Ix rexHoJlorufi n npoqecce o6yueultx u 6yAyulero pe-

uer.rH.,I craHAaprHblx 3aAaq npo<peccuoualrsofi Aeslenrsocru.
B,raaerr: ocHoBHIIMI{ MeroAaMI'I o6pa6orru unSoplraqull, 6asoeHI\4I'I

uurf opuauuouublMl4 rexHoJIorIlrMIt B cpeAe Windows Il MS Office

O[IK-t cnoco6socrr,Io peurarl
cTaHAapTHr,Ie 3aAarr[
npotfeccuoua,rruofi
AesTenEHocTI.I Ha OCHOBe

unrlopnaqraonuofi lr
6u6lnorpar!uuecxoil
KynETypbI C rplIMeHeHI{eM
uur!opuaquouuo-
KOMMYHIIKAIIUO}IHbIX

rexuororlrfi u c yqeroM
ocnonur,tx T pe6onauufi
uu<fopvaquouuofi
6esonacHocru

3narr: ue'roar,t pLrtr'tr4fl ynpaBneHqeg(Ilx peurenuii, <faxroprt rlprtufl'tvfl
yrrpaBneuqecxl4x peureuufi Ir Bo3MolI(Hr,Ie coql'IaJIr,Ho-3I(oHoMrrqecKl{o no-

cneAcrBus, graIIbI flpal{rrtlf, ynpaBneHqec(ux peureHHfi , ux uaccutpuxa-
LUIIO,

Yrrrerr: nu6tparL cpeAcrBa LI MeroAEI, Heo6xogl'tlltr,te An.[ floucKa opra-

uri3aquoHHo-ynpaBreHqecKI'Ix peurerruft n npot!eccuoua:u'lrofi ge.alenr,uo-

crr.r, rpr4eMbr ynpaBJIeHI.I.,I flepCOIraJIOM;

B,raAerr,: ocHoBHbrMlr MeroAaMlr pa6orsr c oprallrr3aIII4orluo-
yrpaueuuecroii unrf oplraquefi B I4x coqeraHl'ru; HaBEII(aMI'I oueHI(I-I

no.[yqeHHbrx pe3ynbTaToB.

OIIK-4 cnoco6nocrslo
HaxoAIzTL OpraHrr3aIIIIOHHO-

ynpaBJIeHrrecKue peuIeHI4, B

uporf eccnoHamr'tofi

AeTTeJILHOCTH I'I TOTOBHOCTbIO

HECTI.I 3A HlI X OTBETCTBEHHOCTb



MeHeA)r(MeHTa: r.rHHoBarlliorlrbrii, npol.rsnogc'ruenuuii, (ruttattconrri.l, nepcou a.llbl I LIii Ia llP. ue uCcttttuc ttt

poccuiicKoro MeHeA)KMeHTa.

2. Suollorllis 3apy6exHofi o'leqecrlleHlloii ylpan:tet t uecxofr MblcJl14'

3no:rroqul MeHeAxMerrra: ycnoB1r 14 npelflocr>rJrrr.r Bo3n 14r(ttoBetrHrt MeHcAxMcll la, I lcpno/(l|ta ttltlt

pa3Bu.ruq ynpaaleHuecrcoii Mr>lcJIu: Aol{aytrttltii u ttlty.lnstii [epHo,r(r,1. I Iayullr,ri;i Mcllo)i)l(Mcl I'l O 'l'ci'i;ropa'

KJraccllqecKI,Ie uAeLt A. @afiOnq, 6rOporparrzx M.Be6epa. Mct te,rlltcivclt'r ( LIeJIo uctlcc l(l'1x pecyllooll):

r4ccrleAoBaHll.s tI BLIBoALT 3. Msfio, rcopur "X" H "Y" li. Mar<lpc|opa, reoput "Z" Y Oy'ru

3. OpraHIz:aur.r.{ rar o6terr ynpaBnelII4s.

npupoaa r.r arpu6y.t],r opraHr43arlI,Iu. llo3uuug ynpaBneHH,I BI{yrpH op[arlugartuu, Muccnrt

opraur.r3aqrz;. flousrue, Ha3HaqeHLc r.r rfarropu M1'1ccHI4. Ile,lu opl'atlusallH14, ltx xrtaccu tllu ttaUn lt H

,tpup*rr. X4:nelrtstii r(I{Kn oplalIH3aU}lIl: nollrl'rne [I NIoAenI'L Conpevctlrtt tc (loptr'tt't tl l'toTtCttl'l

Opralru:aqHii: CeTeBbte, napTHcHnaTHBIlLIe, 3,rlxOl(paTfi qccl(H c, M I IOI'OMepl I LIc, l(olllIOplll l'lBlll'lo,

IrpeAnp HrrMareJr!,cKrre u Ap. Buerullrr H Buy'r'perrrrrrr cllc.rlrrr ollrarrH:lat(un. Oottotlttl,tc xltacctatl;t'tttittlt'tll

Op;aHI{3aIIIIOHIILIX C'tpypTyp - nO CnocO6y cBrl31, lto o6.4epxallalo u (lyt ttttln Ottzutt'l IoMy I{2l3llulLIcll l1l' llo

o6r,ettraira rf opur.rponanr.u KoMMcp!tecKL{x oprlr[rraqnii. flpnttIlttltl,l floc'fpocllHrl opl'tlllh3tlllroillll,lx

crpyK.ryp. ;1onrrr" r.1 3JrcMerrfr,r op,.ur,rauqro,rtroi;i rcyrrsrypr,r. 'l'nltl,t ollt'r<ylt,'Lyp (M.liypl<c, Ll.Xltlr(t't,

A./leit,'r ra A.l{esseru u aP.).

4. <DyIrrcqnr.r 14 MeroILI ylpaBJlenurt B Merrc.rl)r(Menrc. Oottosttt,tc (lyrrrcrlrra yllpall]lolll'lrl llottrt't t'tc t't

BtrAr,r IIraHr.rpoBaulrn. Ilpunrlnrrbr ocyulecrBJrerurr r!yur<t1au tlJlttl I14pollatl ,1. fltllll'lne oPl'illl tallxli Iial(

yttpae:reuUeCt<ofi tfynr<UuU. lOplr:Ott rzUtlUOe u Bep'II'11(iulbIlOe pzl3,r(cJlclll{e rllylta. VpOLlrrrr yllpitl}llclll'llt

I leurpalusouanHbre H AeueHTpaJrr.r3oBaHHbte crpyK'ryprrr, r.1x npellMytrlccrllzl H I I ell oc'fa'rl(14 . f \c-rtct'tlllotllttttlc

noJlHoMoqu H flpeflqrcrBll{ K oOd)e](TnBIroMy Acnef HpoBaHIlIo. Ilorlr(ruc Mo'fhBaufih u efo B3ahNlocll,l3b c

11OlrrTl4eM CTI4MyJIupoBaHt,tx. TeOput't MOTxBaUHH: COAep)l(aTeJIblII]Ie 'reOpHI'I Mo'rl'IBat(Hx A Mnc-rroy,

l{.Maxl(ne-rrauga, o.fepq6epfa, xx co/lep)r(arrHe u rrpaK'f urrecr(oe 3llaqellue; npol.(eccyaJll,lll,lc'lcolll'lrl

MoruBa(uu: .reopu, o)rgr.4aH rfi C.Aaor"u, Teopu, crrpaBeAJILrBocrH B. Ilpyrrla, ivol(cltl, llop't'epa - Jloylrclla

floH.flrue , 
"oaiu" 

rfyxr<qllrz (orrrpoJrs. Oplalru:rar1r.u sr!(rexln lttot'o l(olllpoJlrl. Mc'to/lt,t yllpirllJlctltl,l:

aaMLIHl.rcrparqBnue (oprarrusaur4orln r,le, pacIIopr.rrr.I'tcnLttt)te),:)t(ollol\41'Itlccltllc (1lst'titt't't:)l(olloi\41'ltl(lcl(olo

MexaHI{3Ma, gr(or{oM14rreo11oe crr.rMyJrspoBaII}rc, r(oMMcptrecttuii pacucr'), oottuaJlbll o- IIol'lxoJIol'}l LIeoK14 c

(uerogtt y|lpaBIer{n.q rpyIIIIoBErMl.r npoueccaMH, Nlel'ollbr yn]laBIellHrl HII.rII4lll'{.4y2ull)llo-JI Il q llo0'l'll l,llll

lloBe.qeHHeM, veroAt t oopvlipoBaHr.r, v pa3uLl't'v!, 'l py,(oBt,tM nolle,Itelll4eM, Me'fo/(l,l ryMallH30ltul'l 'l l.))/,rla 14

/lp.),

5. Ynpaulelruecl(Iie pelteHr4a l MerrcA)t(Nrerrre. floIIrLfue r.r r.laocu (ltz rczu(H rl yl I pallJJIc llqccl(HX

pemenufi. Bu4u yllpanlerrLtecKHx per errnfi: lrJrr IxpyrorqHe! opfal I ['l3aulloll IILlc, l(oop/ll{lll'll]yloll(l'lc,

perynr4pytouue, aKTr4Bl43r.lpytoxlHe, KoHTpoJrrrpylo (Lrc lr /(p. 3saqctttlc yllpaBJlcl I tlcc I(H \ pL'lllcllllii It

ipe6ouaulu n rruru. 'fexrroltorul paspa6o'rrot tt pcillrn3arluh yltpaBJtel] ttcct(ol'o pclrlellHrl. Mo.qcJttl u Nlc'lo,rtl,l

npurrs.lt, y11paBIeHLrecKnx peu]cHr.ii.l ((topl,ralr,rrue, :lrnupuvecrcne), ux ltf(leltrutl lttlc't 1,,

6. Kour,ayuuraqu!{ B MerreA)r(Merrre. Kovruyrll,rxaquu B yllpaBnelt.tecxoii /lcrl'cj]l>lloo'l h: llotlfl'l Dc 14

3HaqeHHe. flporlecc rcouuynuxaquii (oc]Ionnrrc o'latttt). I(atta..rtl,t t(oM]vlytl lr l(allHi'l, ux xapatt'ri:1.r1'lc'l rll(ul I',

oco6errHocrra. <Dopusr rcouvyHurcaqnii: nep6ilrLnr,tc, tterep6alt t,tt Lrc. Mc'trl,r(t,t l(('MN'lylIlll(illtllii:

rcourfcpesquu, Bcrpelrn, Huc'rpyr(uuH r lp. Conpcucnur,rc rcxlrollolHn r(t(.rcrt'lutrrt,tx Itoltvyttttt<rtttttii:

l4uripir"r-rex Holoiran. Moaa;rr,rrocrlr (rcJroucr(u. Mccro or,rotlttii tt I(orvtr\4 yl l h l(al(l'l rx 14tl(l0pr'tatttrotttto-

r(oMMylIuKauLro Hhle rexltoJlofl.il.l yllpLlBnellLlr.

7. I-pylnonal ArjlraMlrr(a, Jtfl.r(epc'rBo H pyr(oBol(crBo. Bn/lu u oollollltblo xapztl( lcpllc]l,I(14 I'p)/llll.

Xaparcrepuc.rura OopMaJrbrrbtx tpyrrtr H oco6crrrroo'ru lreq)op]vl aJ u,I I t tx rpytttt. JIuuttocl'I, Mcllcrl)l(cp2l

14 JrHAcpc'rBzr. Crurl ylrpaRtteuHq: aBl olll'{'l aplt sti:i, itu6epa:tt tIttiT, Tleuorpa'ru'tccttt'ti'i '



8. h[p 4UwrLC [q.ry - Koprroparunlrr,tti uettc.4llcvctrr' Cratr'u tlo yllpaBncill'llo IlcpcollaJloNl'

McgeA)r(Melrry opraHU3aq]l].i 5.4 Ilpolparuurroc o6ecuc.tclruc, lpot[cccllolIaJI l,II l,lc 6att,l ]liltttlt,tx tt

urrrlopuaquourrbre cIIpaBoq]rbrc crrcrcMbr coBpcMcIIIIr,Ix nlltllopivla quolltt Ltx rcxtlo.rtol'uii

1 . Ouepaquouuafl cllcreMa Microsoft Windows
2. llaxer Hac.roJrLHrrtx lpn.1ronterrr.rfi Miclosoll Office (Worcl, Exccl, Powct Point, OrlcNolc, OLrllook.

Publisher, Access)

3. Becn,raruoe cpeAcrBo rlpocNrorpa (rafirroe PDF- Adobe Rcadcl

4. Cso6oAnnii d aiinonsrfi apxauarop- 7 -Ztp

5. 14ulepuer o6o:peuarelu IItllteKc Epay3cp

6. As't'ovaru:rupoBaHHa, I{HTepaI(TI'IBIlarl c cleMa cereBoro reo'l'izpoRall 14'l --

aocryrra - h ttp s ://ai s t. o s r.r. rr'r

A14CC'l-, porttrr,t

6 Mareplra.ntllo-Textlttqccrcoe o6ectle'Ictt lte AIrcIllttIJII'lltl)l

Jlexquounue u npaKTllqect<ue 3a ttI'L fl rpoBo/Irlrc, n yuc6Ht'tx ayl(I{ropu'lx

Ilorrleulesue ,Ltrq caMocroflTe.:n nofi pa6orr,r o6yvarouluxcn ocHatllellbl t<oulsto'teptloi'i 'texttnt<oii'

noAx.ifioqelrrroii n ce.ru <I4u'reptrer) r.r o6ecne.{c uer\4 llocrytla B 3JIeI(TpoIl}lylo utl(lopl,{aquorttto-

o6pa:ooarersuylo cpeAy $n,rua,ra u OfY,

K pafo,rc npozpfi,M e ,xptttt(zuomctt:
. @orrA or{€}roLrlbIX cpeAclB Anfl IIpoBc,lteu}.rq rrpor\,rcxyt o!tttoii a'ncc'taqut't o6y'tzrtot tllt xgt tttl

IttzcuullnuHe <MerreA>l<l,rcu.r> Antr o6yuatonluxcn no Itar IpaBJlcll t4lo llo.r(l'o'ro Bl(1'l

38.03.01.3r<orror,rura ourroii cfopur,r o6yueuul / A.A. AronoB - I(yuep'r'ay: l(yr'lcp rayct(!r i'ri

r!u.ruur OI-V. 201 7. lJ c.

. Me.roAr.rqcct<I4e peKoMeHAatIVt4 altfl npoBeAerrlls rl)at( rHtlccl(l,tx tattl-t t't i.i llo ]ll'lcul'l I lJl t'lllc

<Melrealruetrr> .qlrr o6yqaroruHxcq no arrpaBJtetrHro rrollfo'rorrrtr.r 38.03.01.:)KOIIONIItliu U'llloii

Sopr,Gr o6yueHra, / A.A. AtottoB -- I(yrr'repray: I(yuep't'aycrcr1ii (ru:uaLr OI'Y, 2017 15 c'

. Met'o.qr.r.recrc14e per(oMegAaqI{u no oprallq3auuu caMocrorll'cJIt ttoii pa6o'r'r,t IIo .rlllcl(llllJIl'lllc

<Mege4xneg'l> 4ll o6yuarolqtaxc, no HarrpaBlrerruro rroAfol'oBr<ra 38.03,01.1r<ottor,tut<n oqttclii

rfopr,rur o6yueuuq / A,A. AronoB I(yucp'ray: I(yuepraycxufi rfurrral OfY, 2017 ' - 13 c'

. Me.Lo/lra.recrlre peKoMerrAatrul,t Ant BLrnorIIeHH, t(oIIrponbllofi pa6o'rlt no ,IlrlcllHllJlHllc

<MeHc4x<venr> gla o6yuatouluxcrl IIo ualllaBJrclulo rlollro'roBl(u 38.03.01.3r<olloMlll(J lrx()tlll()ii

(ropuu o6yueuul / A.A. AIonos. - I(yucp ray: I(yveprayctcu i;i Qu"rrua:r OI'V, 201 7 1 I c'
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PEKOMEHAOBAHA na :aceAauuu ratle4pr,l

npororor Np 1 or "29---- 08-2019r.

OrsercrseHHufi IacrloJIHIrreJIL, Ir.o. 3aB. xarfe4pofi

14crunrrumenu.

COfJIACOBAHO:

14.o. :an. xarlreApoii 3aO,q

3aeer),rcrurii 6u6nuorexoii

Vt/'
pacturlpoexa nodnucu

pocwuclpoaxo nodnucu

OIOEPEHA ua 3acetalnrr HMC, npororon Ns 2 or ( 5 > 09 2019r'

flpo(lulr:



!ono,rueuua H u3MeHeHrrfl a pa6oueii [porpaMMe Arrcqrl[,'IIIHbI
MeuegxrrleHr

na 2020-2021 yue6ur,rii ros

BnecegHlre r.r3MeHeHr4, Ha
2020/2021

oYMUHP
llor,gxoBit

nornxcx)

2020r.

B pa6ouyro lrporpaMMy BHocflTcrr cJreayroque aorroJrHeHlu

B n 5.1 OcnosHrur nr4Teparypa

I I4nauona, I4. A. Mene.{Nuenr [3nerrpounufi pecypc]: yqe6ur4( r4 [paKTr4KyM Am By3oB /
14. A. Vaauooa, A. M. Cepreen. - Mocxea : I43Aarer6crBo IO pain,2020. 

- 305 c. - (Bucuree
o6pa3oBaHue). 

- ISBN 978-5-534-04184-2. Pexuu aocryna: https://urait. rulbcode/450097.

2 Meue4Nrrleur. flparrzr<yv [3nerrpouuufi pecypc] : yve6. noco6ue Ans By3oB / IO. B.
Kysueqor [r.r ap.] ; noa peaar<qneii IO. B. Kysneqona. - Mocxna : Zs4arelrcrno lOpailr,2\2O.

- 246 c. - 
(Bucuee o6pasoeanrae). - ISBN 978-5-534-00609-4. pexurr.r Aocryra:

httlrs ://urait.ru/book-/45 0764.

B n.5.2 lononnr,rrenbHa, Jrr4Teparypa

I Mac:ros, B.I4. MeuegNrr.reur [3ler.rpomrufi pecypc] : yve6.-uero4. noco6lre : / B.14. Mac:ror ;
Mocroncruft rocyaapcrBeHHbrfi yulraepcr.rret uuesu M. B. Jlonosocona, @ary:*rer
rno6arsuux npoqeccon. - 2-e rasg. - Mocrna ; Beplun : luperr-Me4raa , 2019. - 29 c. - pexuu
Aocryra: http://biblioclub.rulindex.php?pase=book&id=103839.
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