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1. llosicHUTEABLHAA 3AIIUCKA

Huctumuna «/[okymenmayuonHoe obecnedeHue ynpasieHus» 3aHUMAeT
BAXHOE€ MECTO IIpU IMOJAroTOBKe OakanaBpoB 1o HampariaeHuo 38.03.02.
«MeHemKMeHT». YnpaBieHUe NpeanpusTieM (OpraHuzanueit), OKa3bIBAIOIIMM
yCIIyTH, HEU30€KHO TpeOyeT CO3/jaHusl MHOTHX BHUJIOB JJOKYMEHTOB, 0€3 KOTOPBIX
HEBO3MOXHbI PEUICHUE OCHOBHBIX ITPOM3BOJICTBEHHBIX 3a/a4, IUIAHUPOBAHUE
NEeATEeTbHOCTH, (UHAHCHUPOBAHWE, OyXTanTEepCKUd y4eT ©  OTYETHOCTb,
OTIEPAaTUBHOE YIIPaBJICHUE, KaapoBOEe oOecleueHne eATeIbHOCTH U T.II.
JIOKyMEHTBI SIBJISIFOTCS OCHOBHBIM JI0Ka3aTE€JIbCTBOM COBEPIIEHUSI TOTO WJIM UHOTO
dakta MMPOU3BOJICTBEHHO-X035IMCTBEHHOU NEeSATEeNbHOCTU NpEANPUSTHUS.
Opranuzanusi TOKyMEHTAIlMOHHOTO OOecTedeHus ymnpaBieHus B cdepe cepBuca
MMEET HEKOTOpbIe OCOOCHHOCTH, CBSI3aHHBIE C KOHKPETHBIMHU MpOLEIypaMu
peanu3anuu TpeOOBaHUM U HOPM, ONIPEACIIEHHBIX 3aKOHOIATEbCTBOM.

[lenpto OCBOGHUS JUCHUIUIUHBI  «/[OKyMeHmayuoHHoe obecnedeHue
ynpaenenus»  SBIAETCS U3y4€HUE CUCTEM JOKYMEHTalud, OpraHu3aluu
JOKYMEHTUPOBAHUS U NEJIONPOU3BOACTBA, COCTaBJISFOIINX OCHOBY
MH(OPMAIMOHHBIX MPOLECCOB B OpraHU3aIl1H.

3agauu TUCLUIUINHBI:

— 03HAKOMJICHUE CTY/ICHTOB C 3aKOHOJATEIbHOW U HOPMATUBHOM 0a30M,
METOJMYECKUMU Pa3pabOTKaMu U OCHOBHOI HAy4YHOU JIMTEPATYypOi MO KypCy;

—U3Y4YEHHUE TMPAKTUKU OpraHu3aluu JOKYMEHTAIIMOHHOTO obOecrnedyeHus
yIpaBJIECHUS Ha TPEANPUITUSAX.

2. [lepeyeHb MUIAHUPYEMBbIX Pe3yJIbTATOB 00y4eHHs MO IMCUMUILINHE,
COOTHECEHHBIX C IJIAHMPYEMBbIMH Pe3yJIbTATaAMM 0CBOCHHS 00pa30BaTeILHOM
NpOrpamMMmblI

JucuumnHa «/[oxymenmayuonHoe obecnevuenue ynpasieHusy y4acTByeT B
dbopMHUpPOBaHNY CIEAYIONIEH KOMITCTCHIIUH:

Komnerenunu NuaukaTopsbl JlecKpUnTOpbI
YK-4. Criocoben YK-4.1-2. Benet| 3HaHusA: OCHOBHBIX CBOMCTB JOKYMEHTOB
OCYUIECTBIISITh NIENIOBYIO TEPENUCKy Hal U uX (QYHKIUHA B CHCTEME JEIOBOTO
JIETTOBYIO rOCYJIapCTBEHHOM B3aUMOJICUCTBUS
KOMMYHHUKAIIUIO B ST3bIKE PO | YMEHHUAl: HCIOJIb30BaTh COBPEMEHHBIE
YCTHOW M MUCbMEHHON [MHOCTPaHHOM(-BIX) TEXHOJIOTHH, MIPUMEHSIEMbIE npu
dbopmax Ha SI3bIKAX. OpraHu3aly JEJIOBOM TEpPenucKd Ha
roCy1apCTBEHHOM roCy1apCTBEHHOM SA3bIKE P® u
s3pIKe Poccuiickoit MHOCTPAHHOM(-bIX) SI3bIKE (-aX).
®denepanuu U HaBpbiknu: odopmIteHusl, MPOBEPKHU
WHOCTPAHHOM (bIX) MPaBUIBHOCTH COCTAaBJICHUS JIOKYMEHTOB
s3bIKE (ax). MIPU OCYIIECTBICHUH JCIIOBOI NEPETHCKA
YK-4.U-5. Ilpumenser 3naHus: OCHOBHBIX COBPEMEHHBIX
[ pOBbIC cpeactBal nu(pPOBBIX UHCTPYMEHTOB
B3aMOJICUCTBUS C| B3aUMOJICUCTBUS C IEPCOHAIIOM




NIPYTUMU  JIIOJABMHU US| YMEHHUsI: COCTaBJIATh HH(OpPMaIMOHHO-
TOCTHOKEHHS CIIPaBOYHbBIEC JIOKYMEHTHI C IMPUMEHEHUEM
[MOCTaBJICHHBIX IIeJICH. | MUPPOBBIX TEXHOJOTHUN ISl OPraHU3alUN
B3aMMOJICHCTBYS ¢ pabOTHIUKAMU
HaBbikn: OpraHu3aIuu JIBHKCHUS
JIOKYMEHTOB BHYTPH bupmbl c
MpUMEHEHUEM U POBBIX TEXHOJIOTHI
IIK-2. Cnocoben IK-2.U-2. Cnioco6en | 3HaHusnA: BHJIOB YIPaBICHUYECKUX
OCYIIECTBIISITh JIEJIOBOE [OCYILECTBIATH JIETOBYIO | TOKYMEHTOB, HEOOXOIMMBIX JUIST
oO1ieHre U MyoJUYHBIC [[IEPEMUCKY, B T.4. C ONHUCAHUS PA3IMYHBIX YIPABICHUECKUX
BBICTYIUIEHUS, BECTU MOCTABIIMKAMH, JIeHCTBUH.
MIEPEroBOPHI, [MapTHEpaMH, YMenus: COCTaBJISATh JIeJIOBBIC
COBCIIaHMS, 3aKa3unuKaMH, JIOKYMEHTBI.
OCYILIECTBIISAT AQHAJIM3UPOBATh U HaBbIku: TpoOBENECHUS  DKCHEPTHU3bI
JIETIOBYIO MEPENUCKY U [MpOBEPSATh JOKYMEHTHI | IIEHHOCTH IOKYMEHTOB.
MOAAEP)KUBATH Ha COOTBETCTBHE
¢ poBkIe [TpaBHJIaM
KOMMYHHKaIU Ha IK-2.1-3. Criocoben 3HaHus: HOPMAaTHUBHO-TIPABOBBIX
YPOBHC OIIBITHOTO OCYILIECTBJIATH JIOKYMEHTOB, pEerIaMeHTUPYIOIINX
IIOJIb30BATCILA. KOMMYHHUKaIUU OpraHU3ayIo JJIEKTPOHHOTO
[1OCPEICTBOM JIOKYMEHTO000pOoTa
KOPIOPATUBHBIX YMeHusi: apXUBHUPOBATH JJIEKTPOHHBIE
H(DOPMAIIMOHHBIX JIOKYMEHTBI
CHCTEM, B T.4. C HaBbIku:  pacchbUIKM  3JIEKTPOHHBIX
[MOMOIIBIO TU(PPOBBIX | JEIOBBIX THCEM
TEeXHOJIOTHI HA YPOBHE
OIIEITHOT'O
[MOJI30BATEIIS
IIK-11. Criocoben 1K-11.1-4. 3HaHus: OcHOBBI KOPHOPAaTUBHOT'O
aHaJIM3UPOBATH lcrionb3yeT  TEXHHKH| JOKYMEHTOOOOpOTa; MOPSAOK pa3pabOTKu
B3aUMOCBSI3H MEKIY (hUHAHCOBOTO Y| JOTOBOPOB,  COTJAIIEHHM, KOHTPAKTOB;
(G yHKIIMOHATHHBIMU YIIPaBJICHUYECKOTO Yy4yeTal CTPYKTYpPbl JOTOBOPHOU JOKYMEHTAIUU
00JIaCTIMHU JIOTUCTUKHU |1 aHanam3a s YMEHMsI: COCTaBJIATh peecTp Haumboiee
KOMITAHUH C IEIBIO (hopMUpOBaHUS YacTO 3aJaBa€MbIX KIHMEHTaMH BOIPOCOB;
MOATOTOBKH ITOTUCTUYECKOU podeCCHOHATBHO paboratb c
paloHaTbHBIX OTYETHOCTH KOMITAHWH,| IPETEH3MOHHOMN JTIOKYMEHTAIUEH;
ONEPALIMOHHBIX [IPUMEHSAET NPOLEIYPhl aHATU3UPOBATD nH(GOPMAIIHIO u
JIOTUCTHYECKUX )il MeTobl (hOPMHUPOBATH OTYETHI, ohopMIIATH
peuieHui. KOHTPOJUTUHTA JOKYMEHTBl ~Ha  HECOOTBETCTBYIOLIYIO
ITOrMCTUYECKOM yCIyTy
nestenbHOCTH B 1ernsax] HaBbIku: pa3paOOTKU WHCTPYKIUN 10
[MOCTaBOK. MPEIOTBPALIEHUIO MPETEH3UM;
JIOTOBOPHOM pabOTHI C MOAPSTUNKAMU

3. MecTO AUCHUIIIMHBI B CTPYKTYpe 00pa3oBaTe/ibHOM MPOrpaMMbl

«oxymenmayuonnoe obecneyenue ynpagieHusy ABIsSeTC JUCHUUIUIMHON 11O
BbIOOPY YacTu, GOpMUPYEMOM y4aCTHHKAMH OOpa30BaTEIbHBIX OTHOLIEHUH st
NOJATOTOBKH CTYJIEHTOB IO HanpasieHuto 38.03.02 - Menedocmenm.



E [MpenmecrByromue ey e— Hocaenyrommue
o | AMCHMILTHHBI (Moayan), 6 AMCHUIIMHBI (MOAYJIH),
= NPaKTHKHU Y4eOHOTO0 MJIaHA,
S o NPAaKTUKHN Y4eOHOT 0 NPAKTHKHU Y4eOHOTO
=5 B KOTOPBLIX KOMIIETeHIMA
== IUIAHA, B KOTOPBIX OCBANBACTCH NAPALICALHO IUIAHA, B KOTOPBIX
= OCBaHMBAaeTCs OCBaHMBAaeTCsl
g ¢ U3y4aeMou I CHUILIAHOM
KOMIIeTeHIHS KOMIIeTeHI U
YVK-4 HNHocTpaHHBIHN S3bIK VYnpasnenue yenoBeueckuMu | Jlucuuminaa nzydaercs
pecypcamu Ha MOCJIETHEM dTare
VYueOHast mpakTHKa dbopMHupOBaHUS
(03HAaKOMUTEBHAS TPAKTHUKA) KOMIIETECHLINU
IIK-2 | JlenoBble KOMMYHUKALIMHA NHOCTpaHHBIN SI3bIK B HNHocTpaHHbI S3bIK B
npodeccuoHaIbHON npodeccnoHaIbHON
IEeATEILHOCTH/ IEeATEILHOCTH/
enosou unocmpanmuwii a3vik | /lenoeoti unocmpanHulil
A3bIK
[IpousBoacTBeHHas
MPaKTHKa
(TexHoyoruyeckas
(TpoekTHO-
TEXHOJIOTMYEeCcKas)
MPaKTHKA)
[IpousBoacTBeHHas
MpaKTHKa
(npenauniaoMHas
MIPaKTHKA)
[IK-11 | JducuuniauHa uzydaercs Hpyrue nUCIUIIIAHbBI [IpousBoacTBeHHAS
Ha [IEPBOM 3TaIle (MOZyM), IPaKTUKU MpakTUKa
dbopMHUpOBaHUS y4eOHOT0 IJ1aHa He (TeXHOJIOTHYECKAS
KOMTIETEHITHH OCBAMBAIOTCS MAPAILIEITBHO C (mpoekTHO-
M3y4aeMOUN AUCUIUTUIMHOM TEXHOJIOTHYECKas)
MPaKTHUKA)
Opranuzanus
KOHKYPCHBIX MPOLIEAYD
0 BBIOOPY MOAPSAUYHUKOB
VYnpasneHue uensiMu
MOCTaBOK
IIpousBoacTBeHHas
MpaKTHKa
(npenauniaoMHas
MIPaKTHKA)

4. O0beM IUCHUILTHHBI (MOYJISI) B 32a4€THBIX eAUHULAX C YKA3aHUEM

KOJINYeCTBA AKaJeMHUYEeCKHX MM ACTPOHOMHUYECKUX YACOB, BbIIEJIEHHBIX HA
KOHTAKTHYI0 padoTy 00y4alIuuxcs ¢ npenojasareseM (10 BUAAM y4eOHBIX
3aHATHI) 1 HA CAMOCTOSITEJILHYIO Pa00Ty 00y4arOIIMXCS

Oomas TPYJIOEMKOCTb OCBOEHUA y4eOHOM IUCIUTLINHBI
«/loxymenmayuonnoe obecnevueHue ynpaeieHus COCTABISIET 3 3aYETHBIX €IUHUI
i 108 akaieMHUYecKX 4acoB.



Cemectp Ne cemecTpa Bcero,
4 aK.4acoB
OO6m1ast Tpy10€MKOCTh (BCETOAK. YacoB / 3.€11) 108/3 108/3
Jlexuun 16 16
KonrakTHas pabota
[IpakTueckue 3aHATUS 16 16
CamocrosiTenpHas padora 49 49
Bun npomexyroqHou
arrectatit DK3aMeH 2,524,5 | 2,524,5
(koHT.pab. / camocT.
paob.)

5. Conepxxanue IMCUMILIMHBI (MOAYJIs), CTPYKTYPHPOBAaHHOE 10 TeMaM
(pa3aesam) ¢ ykazaHueM OTBEACHHOI0 HA HUX KOJMYEeCTBAa aKaAeMUYeCKUX
WJIN ACTPOHOMHYECKHMX YaCOB U BU/IOB YUeOHBIX 3aHATHIA

TpynoeMKocTbh
KoHnrakTHas
pabora
<
= 3
HanmenoBanue = S
<
No [ pazgena mucuunauHb g < = o, Copepxanue
= ;
(Tema) 2 = & g
s =y Q
(] =~ c%
= ; S
<
o
=
4 cemecT
[lonsitue o nmoxymenrte. CBOMCTBa,
npu3Haky, (QYHKIUM JTOKyMEHTa.
MeToael M CIOCOOBI JTOKYMEHTH-
pOBaHMS. HopmarusHo-
OCHOBBI JIOKYMEHTaJlb- METOANYECKas 0aza
1 HOTO obOecrnieueHus 20 4 4 12 JTOKYMEHTAIIMOHHOTO 00€eC-TIeueHus
" | opranuzanuu mporecca yIpaBICHUS NEeSATEIbHOCTBIO
cepBuca opranmzan  cdepbl  cepBHUCA.
Bunet YIPaBIECHYECKUX
JOKYMEHTOB, HE00-XOJUMBIX st
OnMHCaHUs Pa3IUYHBIX
YIPABJICHUYECKUX JICUCTBUH.
Cucremsl CocraB, CTpyKTypa U COJEp)KaHUE
JIOKYMEHTAIUH, JOKYMEHTaluu, oOecreunBaromen
oOpazyromumecs B OpraHu3alyio Ipolecca CcepBuca.
2. | mpouec-ce ympaBnenus | 20 4 4 12 | Cocras OpraHU3aIlMOHHO-
JEeATENb-HOCTBIO IIPaBOBOM, PacIopsIAUTEIILHOM,
opraHuzamii  cdepbl WH(OpPMaIMOHHO-CIPABOYHOM,
cepBuca.. IJIAHOBO-OTYETHOM JTOKYMEHTAMU,




nmpaBWjia €€  COCTaBJCHHS H
oopmieHus;
OO01mast XxapakTepUCTUKA KaJpOBOTO
cocraBa MPEANPUATHS.
Opranuzanus JTOKyMEHTAllMOHHOTO
o0ecrnieueHus JESITEIbHOCTH
KaJ[pOBOM CIIy’)KObI TMPEATNPUSATHUS
JlokyMeHTalMOHHOE cheper  cepBuca. Opra-Huzarus

3 obec-mieueHue 20 4 4 12 paboTel C  KaapoBOW  JIOKY-

" | ynpaBnenus nep- MeHTanuet. OcoOeHHOCTH UCIIOJIb-
COHAJIOM. 30BaHus cetu MHTepHer s

pelieHus 3a1a4y KaJI[pOBOTO

nenonpousoacTBa.  OdopmieHue

NIENIOBBIX THCEM, JAOKIAJHBIX U

CIIy’)keOHBIX 3alHMCOK, OTBETOB Ha

KaJI00BI MOTPEOUTEIICH.

Opranuzanus paboThI c
Opranusauus JIOKyMeHTaMu. Pecypcel, cpeactsa u
JIOKyMEHTO000pOTa. npaBWaa  JOKYMEHTOO60poTa B
Pecypcrr,  cpenctsa  n cepsuce. VX BBIOOp B 3aBHCHMOCTH OT
IIpaBuIIa ocobeHHoCTelH NEeSITeTbHOCTH
JIOKyMEHTO000pOTa B Tpe/IpHSATHA.

4 |cepsuce. Hx Bmbop B | o, 4 4 13 | Cucremarusainus noKyMeHTalMK B
3aBACHMOCTH oT npouecce CEpPBUCHOI
0COOEHHOCTEH
J—— nesTeabHOCTH. PopMHUpOBaHUE U
e — opopmiieHne  nen.  DKCHepTHh3a

LIEHHOCTU JOKYMEHTOB,
MOATOTOBKA JIOKYMEHTOB K
XPaHEHHUIO.
DK3aMeH 27 2,5 24,5
Utoro 108 | 16 | 18,5 | 73,5

6. IlepeyeHb y4eOHO-METOAUYECKOT0 00ecIedeHHs 11l CAMOCTOSITEILHOM
PadoTHI 00Yy4AKOIIMXCH MO JUCHMILINHE (MOLYJIIO)

3aHSITHSIM: TIOUCK HEOOXOIUMOMA
nHdopmanuu, o6padoTka HHGOPMAITHH,
HAIMCaHKE JTOKJIA/a, MOArOTOBKA K
BBICTYIUICHHUIO (IMCKYCCHH )

No Bunbr camoctosaTensHON pabOThI Tpynoemkocts, | Dopma KOHTpOS™
aK.9achbl
1. [IpopaboTka TeopeTHUECKOro
o Koncynbranus
MaTepuaia 1o KOHCIEeKTaM JIEKIIUH,
. MperoaBaTeis,
PEKOMEH/I0BaHHOU TUTEpaType, 15 CTHOE
JIOTIOTHUTEIbHBIM HCTOYHUKAM Y
cobecenoBaHue
uHpOopMauu
2. [ToaroroBka K mMpakTUYECKUM Brictyrmienne ¢

JIOKJIaJIOM,
MPE3CHTAIINS,
OTBETHI Ha
JTMCKYCCHOHHBIE
BOIPOCHI
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3. IToaroroBka K TEKYIEMYKOHTPOJIIO 19 Tectr
(TecTupoBaHUE)

4. [ToaroroBka Kk MpoOMeKyTOYHOMN YcrHoe
aTTeCTalnn cobecenoBaHue,
(BOIIPOCHI K 3a4€Ty, HTOTOBBII TECT, 24.5 TECTUPOBAHUE,
HaIMCaHUE KypCOBOM paboTHI) 3aIuTa KypcoBOM

paboThI

JIns caMOoCTOSITENBbHOM PadOThl MO JUCHUIUIMHE (MOAYJII0) 00yUaromuecs
UCTIONB3YIOT CIIEAYyIoIIee yueOHO-METOINIECKOe 00ecIIeUeHHeE:

1) 2) JlokymeHTallMOHHOE O0eCIIeUeHUE yIpaBieHus epcoHaioMm: YueOHoe
nocooue/bynmar P. E. - M.. HHUI[ HHOPA-M, 2015. - 234 vc.
http://znanium.com/bookread2.php?book=488066

2) JIOKyMEHTAaIlMOHHOE OOECTEYCHHE YMPaBIICHUS (IEIOTMPOU3BOJICTBO) :
yuae0. mocobue / T.A. beikosa, T.B. Ky3uenosa, JI.B. Cankuna. 2-e uzn., nepepad.
u gon. — M.: HHOPA-M, 2017. — 304 <c¢. Pexum pocryna
https://znanium.com/read?1d=28598

3) ®oHA OIECHOYHBIX W METOJAWYECKHX MAaTEepPUAJOB M0 IUCIUILIAHE
«/loxymenmoobopom u 0enonpou3s00Ccmeo

7.D0oH/1 OLIEHOYHBIX U METOAHYECKIUX MATEPUAJIOB I/l IPOBEAeHUS
NPOMeKYTOUYHOI aTTecTauuu 00y4YAKIIHUXCS MO JUCIUIINHE

Bonpoce! 1J11 MOATOTOBKU K MPOMEKYTOYHOM aTTECTALMH

1. O6ocHOBaHHE HEOOXOJUMOCTH OOYYEHHS JIOKYMCHTAIIMOHHOMY
00€ECIIEUEHHIO M €r0 aBTOMATH3AIINH.
2. OcHOBHBIC TIOHATHS JOKYMEHTAITMOHHOTO OOCCIICUCHUS YIPaBICHHS

(1e70mpor3BOICTBO, TOKYMEHTOO0OPOT, JOKYMEHT, PEKBHU3UT, U AP.).
Krnaccudukatopbl 10KyMEHTOB.
OcHoBHbIE QYHKITMH TOKYMEHTA.
VYHudukanus u cTanaapTU3anus 10KyMEHTOB.
PermamenTarus 1em0npon3BOICTBA.
bnank. [Tonarue 6nanka. TpeboBanust k opopmMiieHHIO OJIaHKOB.
brnank. Bunpl 61ankoB. OCOOCHHOCTH MX 0(DOPMIIEHUS.

9.  bnank. BapuaHThI pacnosio’keHHsI PEKBU3UTOB Ha OJaHKAaX.

10.  PexBusut. [loHsTHE peKBU3NTA, TOPSIOK UX OPOPMIICHHS.

11. TIlpaBuma odopmieHuss 1naT, HyMepaluud CTpaHHIl, O(OPMICHUS
TaOIUIl, MAaTeMaTUIECKUX (POPMYIT U COKpaIeHU .

12. TexHuYeckue CpeacTBa, UCIOIb3YEMbIE B JIEIONTPOU3BO/ICTBE.

13.  JlokymenToo6opoT B opranuszauuu. [loHaTHe mOKymMeHTOOOOpPOTA.
®opmbl JOKyMeHT0000poTa. OCHOBHBIE 3TAIBl JOKYMEHTOO0O0POTA.

14. JloxymenTtoo0opoT B opradm3anuu. Pabota ¢ ucCXoaAmuMu
JOKYMEHTaMHU.

15. JloxymeHnTtoo0opoT B opraHuszamud. Pabora ¢  BXOISIIUMH
JOKYMEHTaMHU.

O NN kW



16. JloxymeHnT0o000pOT B opranm3aiuu. [Iporecc KOHTPOS MCTIOTHEHUS
JOKYMEHTOB.

17. ®opmupoBaHHE U XpaHECHUE AEI.

18. TloaroroBka u mepenaya Jiejl B apXHUB.

19.  OpraHuzannoHHble HOKYMEHTBI. VX (QyHKIMM M Ha3HaueHHe. YCTaB
OpraHu3aluy.

20. OpraHu3alMoOHHBIE JOKYMEHThl. MX @yHKuMM U Ha3HayeHHUE.
[lIraTHOE pacniucaHue.

21. OpraHu3zanMoHHBIE JOKYMEHTHl. MX QyHKuMM u Ha3HAUYECHHE.
JIoJKHOCTHAS MHCTPYKLHS.

22. Pacnopsnutenbhbie JokyMeHThl. X ¢yHKIMU 1 Ha3HaueHue. [Ipuka3
110 OCHOBHOM AEATEIBbHOCTH.

23. PacnopsnutenbHble JTOKyMEHTBl. WX QyHKUMM W Ha3HAYEHHE.
Pacniopsixenue.

24. PacnopsauTenbHble JOKyMEHTbl. MX QyHKUMM U Ha3Ha4yeHHUE.
Yka3zaHue.

25. CnpaBouHO-MHQOpPMAIlMOHHBIE  JOKYMEHThl. Mx  QyHkuuu wu
HazHayeHue. CirykeOHOe TUCHMO.

26. CnpaBouHO-MHQOpPMAIMOHHBIE  JOKYMEHThl. Mx  QyHkuuu wu
Ha3HayeHUe. AKT.

27. CnpaBo4HO-MHQOpPMAIIMOHHBIE  JOKYMEHThl. Wx  QyHkuuu wu
Ha3zHaueHue. [IpoTokol.

28. CnpaBouHO-MHQOpPMAIIMOHHBIE  JOKYMEHThl. Wx  QyHkuuu wu
HazHayeHne. OObsICHUTEbHAS U TOKJIa{HAs 3aMHCKH.

29. CnopaBouHO-MHQOpPMAIIMOHHBIE  JOKYMEHTh. Wx  QyHkuuu wu
Ha3HadeHue. Tenedonorpamma, daxc.

30. IIpesentauus. Ee pyHkuus u Ha3HaueHHEe. OCHOBHBIE JJIEMEHTHI.

@OHJT OLEHOYHBIX M METOJUYECKUX MATEpPUANOB i MPOBEJCHUS
POMEKYTOUHOM aTTecTaliMi OO0YyYalolUXcsl MO0 JUCHUIUIMHE odopMIisieTcs
OTJIETIbHBIM JIOKYMEHTOM, IIPEJICTABIICH B MPUJIOKEHUU 1.

8. IlepeyeHb OCHOBHOI, TONOJHUTEIbHON YUeOHOH JIMTEPATYPbI, PeCypPCcoOB
HHPOPMANMOHHO-TEJIeKOMMYHHUKAIIUOHHOM ceTn «AHTEepHeT», He0OXOAUMBIX
JJISL OCBOCHUS JUCUMILIMHBI (MOXYJIS)

a) roCy1apCTBeHHbIE CTAHAAPTHI

1) TOCT P51141-98 «/lenonpon3BoACTBO U apXWBHOE Aed0. TepMHUHBI U
OnpeaeIeHUs»

2) TOCT P 6.30-2003 «YHudunupoBaHHbIE CHCTEMbl JIOKYMEHTAIUU.
YuudunupoBanHass ~ cucteMa — OpPraHM3allMOHHO -  PACHOPSAUTENbHOU
nokymeHTanuu. TpeboBaHust K 0(hOPMIIEHHIO TOKYMEHTOBY



3) TOCT P 7.0.97-2016 «Cucrema craHaapToB 1o HuHPOpMAIUH,
OMOMMOTEeUHOMY U H3AaTeNbcKoMy Jeny. OpraHu3alMOHHO-PACTIOPSAUTENIbHAS
nokymeHTanus. TpeboBaHus K 0(DOPMIIEHHIO TOKYMEHTOBY

0) OCHOBHAasI JIUTepaTypa:

1) JoxymeHTallMOHHOE oOecreueHre YNpaBJIeHUs MepcoHanIoM: Y4eOHoe
nocooue/bynar P. E. - M.:. HUIl HWH®PA-M, 2015. - 234 c.
http://znanium.com/bookread2.php?book=488066

2) JIOKyMEHTAaIIMOHHOE OOECTEYCHHE YMPaBIICHUS (JIEIOTMPOU3BOJICTBO) :
yuae0. mocobue / T.A. beikosa, T.B. Ky3uenosa, JI.B. Cankuna. 2-e usn., nepepad.
u gon. — M.:. HHOPA-M, 2017. — 304 <c¢. Pexum pocryna
https://znanium.com/read?1d=28598

3) OcHOBBI 1€T0BOM (CITyKeOHOM) TUCPMEHHON peur B cepe yrnpaBiIeHUS :
yueb. mocobue / C.1O. Kabamos. M.: UHOPA-M, 2019 — 163 c. Pexum noctyna:
https://znanium.com/read?id=335870

0) 1OMOJIHUTEILHAS JIATEPaTypa:

1) UYepnoBa C. TI. JlokyMeHTAalMOHHOE OOECIIEUeHUE YIpPaBJICHUS
[DnexTpoHHBIN pecypc] : yueb. mocodue / HoBocuO. roc. arpap. yH-T, DKOH. ¢ax.;
coct. C.I. UYepnoBa. — HoBocubupck: 3omoroii kojoc, 2014. - 106 c.
http://znanium.com/bookread2.php?book=516760

2) JlokyMeHTalmoHHOEe oOecleueHre yhpamieHus: YueOHoe mocooue/
I'mamuit E.B. - M.: HWI[ PHUOP, HUI] HHDOPA-M, 2016. - 249 c
http://znanium.com/bookread2.php?book=304633

3) JlemoBoe muCchMO: yueOHO-CIIPaBOYHOE TTOCOOME Jyisi OakaaaBpoB / aBT.-
coct. U. H. Ky3nemnos. 10-e u3n., mepepad. - Mocksa : Jlamkos u K, 2020 - 161 c.
https://znantum.com/read?1d=358429

3) HoxymentoBenenue: YueOHoe mocobme / Ymakoa O.A. M.:HUI]
MH®DPA-M, 2017 - 64 c. https://znanium.com/read?1d=216012

B) pecypchbl ceTu «AHTEpHET:

1) Bcé o nenonpousBojctse http://delo-ved.ru/

2)  JlenmompousBOJCTBO W  JAOKYMEHTOOOOPOT Ha  NPEAIPUSITHH.
http://www.delo-press.ru/journals.php?page=documents

3) KaapoBoe Aenonpou3BOACTBO W TpyJdoBoe mpaBo. http:/hr-
portal.ru/rubric/kdp

4)  ®enepanbHblid noptan «IkoHoMHKA. Conumosiorus. MeHEIKMEHT.
http://ecsocman.edu.ru

5)  DOmnexrtponHas 6ubimoreka HR-cnermmanucros. http://www.hrm.ru/

9. Metoan4yeckne yKazaHus sl 00y4al0NUXCH MO OCBOEHUIO M CIUIIIMHBI
(MoayJis1)

CamocrosTenbHas IIOATrOTOBKA 06y11a1011mxc51 IMPOBOIUTCA IJIA er'Iy@HGHHH
M 3aKPCILICHUSA 3H3.HPII>1, INOJYYCHHEBIX Ha JICKIUAX U APYI'HX BHAAX SaHﬂTHﬁ, JJIA
BBIpa6OTKI/I HABBIKOB CaMOCTOSATCIbHOI'O IIPUMCHCHHUA HOBBIX, JOINOJHHUTCIIBHBIX
3HAHUU U IMOATOTOBKH K IIPEACTOAIINUM y‘IC6HBIM 3aHATHAM, 3a4UCTY.



BaxxHpiM  yCcOBHEM  YCHEIIHOTO W3YYEHHs] JUCIHHUIUIMHBI  SIBISETCS
noceuenue jekuuil. Ilox nmocemenneM noapasymeBaercs He (popMa MMaCCUBHOTO
IPUCYTCTBHS, @ aKTUBHAs paboTa 1o U3y4eHUI0 HOBOro marepuana. [loaroroska k
JIEKIMOHHBIM 3aHATUSM BKIIIOYAET B ceOs aHalIM3 MIpPEelaraéMblX A U3yYEHUs
BOIPOCOB, M3yYEHUE HOPMATUBHBIX MCTOYHUKOB M Y4YEOHOM U HAay4YHOH
JUTEpaTypel IO paccMaTpMBaeMbIM BOIIpOcaM JIEKIMHM. B mpouecce nekuuu
oOydaroluics MOXET 3aJaBaTb  YTOUHSIOIIHME  BOIPOCHI,  OCYLIECTBUTH
B3aMMOCBS3b HOBOTO MaTepuana C Y€ H3Y4YCHHbIM, MOJTOTOBUTH 0a3y mms
3¢ (EKTUBHOTO HCIOIb30BAHUS IMOJYYCHHBIX 3HAHUM, OOJNErYyuTh MOATOTOBKY K
OPAKTHYECKOMY 3aHATHIO. D(P(GEKTUBHBIM CIMOCOOOM (UKCAUU JEKIIMOHHOTO
MaTepuaja SBISIETCS KOHCIIEKTUPOBAHME, MPEICTaBIsIoNiee COOONM HE TOJBKO
¢ukcalnioo BaXXKHEHIIMX MOMEHTOB JEKIUH, HO U YKa3aHUE MPUMEPOB IS
MOHMMAaHHUS TOTO UJIM HHOTO TEOPETHUECKOro MaTepuara.

IIpy MOAroTOBKE K MPAKTHMUECKOMY 3aHATHUIO HEOOXOJUMO HCIOJIb30BaTh
KOHCIIEKTUPOBAaHHbIE MaTepuasbl JEKUUM, Y4eOHYy0 M Hay4dHYIO JIUTEparypy.
[TonroroBka OTBETOB IO BBIHOCUMBIM Ha OOCY’KIEHHE BONPOCAM MPAKTHUUYECKOTO
3aHATHS BKJIIOYAET B ce0sl HE TOJIBKO MPOYTEHHE MaTepuaia, HO U €ro aHajiu3 U
KPUTHYECKYIO OLEHKy.. OOydaromemycsi cleayeT BbISIBUTH MAaJOU3yYEHHbIE
aCIEKThl PACCMATPUBAEMBIX BOIIPOCOB, NPOSBUTh MHULMATUBY IIPU MOATOTOBKE K
IPAKTHYECKOMY 3aHSTHIO.

[Ipy mOAroTOBKE K MPAKTUYECKUM 3aHATUSAMU U 3a4€Ty PEKOMEHAYETCS
CUCTEeMAaTU3UPOBATh 3HAHMS, WM300pakas MX B TaOJMYHOM, TIpaUuecKkoM WU
CXEMAaTUYHOM BUJE. DTO MO3BOJIUT YCTAHOBUTH B3aUMOCBSI3b U3Y4a€MbIX SIBICHUH,
YIOPOCTHUT 3ajady 3allOMHHAHMUS MaTepuaja, OOJErdyuT MpoIecc MPAKTHUYECKOrO
NPUMEHEHHUS MOJTyUYeHHBIX 3HAHUH.

3amayeil  MpPaKkTUYECKUX  3aHATUN  SIBISIETCS  BBIPAOOTKAa  yYMEHHS
UCIIOJIb30BaTh TEOPETUYECKUE 3HAHMSI, NPOSBUTh HAJIWYME NPAKTUUECKUX
HaBbIkOB. Ilpy  moaroroBke K  NPaKTUYECKOMY  3aHATHIO  CIEQYET
3a0J7aroBpEMEHHOT0 O0ECHEeUNTh HaJIM4Yhe HEOoOXOAUMO JUIsl JaHHOTO 3aHATUS
MaTepuasa, CaMOCTOSTENbHO IOBTOPUTh PaHEE U3YUEHHbBIE TEMBI.

JUis yCHeumitHoro OCBOEHHUSl JUCLUIUIMHBI Ba)KHBIM SBJIIETCS YMEHHUE
paboTaTh ¢ TepMUHAMU U UX omnpeaeneHusMu. ng paboTbl ¢ TEPMUHOJIOTHEN
3(p(EKTUBHBIM SIBISETCS MCHOJb30BAaHUE KAaK y4yeOHONW M Hay4yHOH JUTEpaTyphl,
TaK U IOPUAUYECKUX U PUITOCOPCKUX CIIOBAPEH.

Pabota ¢ TepMHHaMU MOKET OCYIIECTBISTHCSA KaK B (pOpME COCTaBICHUS
COOCTBEHHBIX TEMAaTHYECKHX CIIOBAapUKOB MJisi yAOOCTBA M CKOPOCTH IOMCKA
HeoOxomumoro TepmuHa. C  AITOM TENbIO HEOOXOAUMO KaXKIbI  HOBBIN
BCTPEUAIOLIUIICS TEPMUH 3allMChIBaTh U BO BPEMs MOJTOTOBKUA K CEMUHAPCKUM U
NPAKTHUYECKUM 3aHSITUAM YKa3blBaTh COOTBETCTBYIOIEE ompezeneHue. B cmyuae
BO3HUKHOBEHUS CJIO)KHOCTH BbIOOpA OIpEAENCHUs W3 UMEIOUIerocss oobeMa B
paMKax Hay4yHOIrO 3HaHHUS HEOOXOJMMO 3aJaBaThb BOIPOCHI IPENOAABATENIO B
paMKax JIEKIIMOHHBIX U IPAKTUYECKUX 3aHATUH.

WuTepakTuBHble  (QOpPMBI  MPOBENEHUS  3aHATUH MO  JAUCLMILIMHE
«/lokymenmayuonnoe odecneyenue ynpaeieHus» BKIIOYAIOT B CeOs CIEAYIOLIUE
BUJIBI 3aHSATUU:




- HWHTEPAKTHUBHBIC JIEKIWH, MPEANOJIAral0T HCIOJb30BAHUE METOAA
npo0eMHOro u3noxkenus. [lpu Takom mojaxojie JEKIKsl CTAHOBUTCS MOXOXEH Ha
JMasor, MpernojlaBaHue UMUTUPYET MCCIIEOBATENbCKUN Mpouecc (BbIABUTAIOTCS
MIEPBOHAYAJIbHO HECKOJBKO KIIFOUYEBBIX IMOCTYJIATOB IO TEME JICKLIWHU, U3JI0KEHUE
BBICTPAMBAETCS 10 MPUHIUITY CAMOCTOSITEIBHOTO aHaiu3a H  000OIeHUS
CTyJIeHTaMH Yy4e0HOro Marepuana). JTa METOAMKa IMO3BOJIIET 3aUHTEPECOBATh
CTYyJIeHTa, BOBJIEYb €ro B Ipoiiecc o0yueHus. [IpotuBopeursi HAy4YHOro MO3HAHUS
PACKpBIBAIOTCS TOCPEACTBOM TIOCTAHOBKM TMpoOJeMbl. YdeOHas mpobiiemMa u
npoOJeMHasT CHUTyallus SBJSIOTCS OCHOBHBIMH CTPYKTYPHBIMH KOMITOHEHTaMHU
npobiemHoro obydenus. [lepes HadamoMm HM3ydeHHUs ONMpPEAEIEHHON TeMbI Kypca
CTAaBUTCA TIEpPea CTyACHTaMH TPOOJEMHBIM BOMPOC WIH JAeTCs MPOOIIEMHOE
3amanne. CTUMynupys paspemieHre mnpoOJieMbl, TpenojaBaTelh CHUMAET
MIPOTUBOPEYHS] MEXKTY UMEIOIMUMCS €€ TIOHUMAaHUEM W TPeOyeMbIMU OT CTYJEHTa
3HaHUSMU. D(PPEKTUBHOCTh TAKOTO METOJa B TOM, YTO OT/AEJIbHBIE MPOOJIEMbI
MOTYT MOJHUMATBCS CAMHMM CTYyJICHTaMH. | JIaBHBIM yCIIEX AAaHHOTO METOJa B
TOM, 4YTO TNpernojiaBaresib JOOMBAETCA OT ayJIUTOPHUH «CaMOCTOSTEIbHOIO
peleHus» MocTaBieHHOW mpoOiembl. OpraHuzanus MpoOJEMHOTO O0y4YeHUs
NPEACTABIACTCS JOCTAaTOYHO CIIOKHOM, TpeOyeT 3HAaYuTeIbHOM MOATOTOBKH
nekropa. OHaKO Ha HAYaJIbHOM 3Tale UCIOJIb30BaHUS 3TOIO0 METOJIa €r0 MOKHO
BHEJIPSTh B CTPYKTYpPY T'OTOBBIX, paHee pa3pabOTaHHBIX JICKIUH, MPaAKTUYECKUX
3aHATUM KaK JIONIOJHCHUE.

- TPYIIOBBIE JHUCKYCCHHM, TPUMEHSIOTCS i OOeCIeYeHUs] HaBBIKOB
KOMaH/JHON pabOThl U MEXJIMYHOCTHON KOMMYHHUKALUU U MPEICTABIAIOT COOOM
OIIEHOYHOE CPEJICTBO, TMO3BOJISIIONICE BKIIOYUTH OOYYaAIOMIMXCS B MPOIECC
0o0CYXICHHUS TPEACTABICHHON TEMbl, MPOOJIEMBI H OIEHUTh HUX YyMEHUE
apryMEeHTHpPOBaTh COOCTBEHHYIO TOYKY 3peHusi. Kpome TOoro, B Xojie 3aHSITHI
MIPOBOASTCS KPYIJIBIE CTOJIBI MO 3aaHHBIM TEMATHUKAM.

- aHaJuu3 cuUTyauuil (KeWc-MeToa) — TEeXHUKa OOY4YEHHSs, UCIOJb3YIoIas
OMHCaHUE peanbHbIX cuTyanuid. OOyuaromuecss TOJDKHBI POaHaTU3UPOBATH
CUTYaIINIO, pa3o0paThCsi B CyTH MpOOJeM, MPEUIOKUTH BOZMOXKHBIE PEIICHUS U
BbIOpaTh Jiydliee M3 HUX.B OCHOBE MeToJa KOHKPETHBIX CHUTYallUid JIEKUT
OMKCaHUEe KOHKPETHON MPO(EeCCHOHANBLHON AEATENBHOCTA WU 3MOIMOHAIIBHO-
IIOBEJICHYECKUX AaCIEeKTOB B3aUMOJAECHCTBUsA Jroaeu. [Ipu u3ydeHun KOHKpPETHOU
CUTyallui, W aHAJIN3€ KOHKPETHOTO IPUMEpPA CTYACHT MJOJDKEH BXKUTHCA B
KOHKPETHBIE OOCTOSITENIhCTBA, TOHITH CHUTYallMIO, OIICHUTh OOCTaHOBKY,
OTIpENIeTINTh, €CTh JIM B HEW mpobsiemMa U B 4eM ee cyThb. OmnpenenuTs CBOIO POJib B
peleHny IpooOIeMbl U BbIpabOTaTh 11€1€CO00Pa3HYI0 TUHHUIO TTOBEICHUS.

- TpenojaBaHWE UCIUIUIMHBI OCYIIECTBIAETCS B (opme Kypcos,
COCTABJIEHHBIX HA OCHOBE PE3YJbTATOB HAYYHBIX HCCIEAOBAHUM, MPOBOJIUMBIX
opraHuzanye, B TOM 4YHCJI€ C YYE€TOM pPETrHOHAJIbHBIX OCOOEHHOCTEHN
npodeccruoHanbHOM NEATEIbHOCTH BBIITYCKHUKOB U noTpeOHOCTeM
paboToaarenei.

OueHoyHblE W METOJMYECKHE Marepuaibl [0  JAUCUUILUIMHE
«/loxymenmayuonnoe obecneuenue ynpasienusy» npeactasiens B @OMM.



[Ipy mOATOTOBKE K MPOMEKYTOUYHOMY WJIM HMTOTOBOMY TECTUPOBAHUIO
HEOOXOJMMO M3YYUTh TEOPETHMUECKHN W NpakTUYecKuid wmatepuasl. TecTtoBbie
3a1aHus (C epeyHeM BO3MOXHBIX BapUAHTOB OTBETOB, CPENIM KOTOPBIX XOTS Obl
OJIUH OTBET SIBJSETCS HEBEPHbIM) OOECIEUMBAIOT CTPYKTYPHOCTH MBIILJICHUS,
BBIHY)KJIEHHOTO BBIOpaTh U3 MPEIJIOKEHHBIX BAapUAHTOB OTBET BCE MPABUIIbHbBIE
BapuaHThl. TecToBbIE 3aJaHUSl HA YCTAHOBJIEHUS COOTBETCTBUS IMOJAPA3yMEBAIOT
HEOOXOJMMOCTh MPOSIBJIEHUS HE TOJBKO 3HAHUS Y4YeOHOro marepuasia, HO U
YMEHUSI TPUMEHATH TMpaBuia (OPMAIbHOW JIOTUKH. 1eCTOBBIE 3aJaHusl Ha
YIOPSIOYCHUE HAMpPaBJIEHbl HA YCTAHOBJICHHE JIOTUYECKOW TOCIEIOBATEIHPHOCTU
paccMaTpUBAEMBbIX SBICHHUM (BPEMEHH CYIIIECTBOBAHUS SIBJICHHM, PACIIONIOXKEHUS
CTPYKTYPHBIX AJIEMEHTOB IMPABOBHIX JTOKYMEHTOB U T.I1.).

OddexkTuBHBIM CcrOCOOOM 1T TOATOTOBKA K TECTUPOBAHUIO SIBIISETCS
paboTa 00ydJaromierocsi Mo PEIICHUIO TECTOBBIX 3aJlaHUi, TIPEIOCTABICHHBIX IS
caMocTosITeNIbHOM paboThl. Taxke MpuU MOArOTOBKE K Takod (opme KOHTPOJsS
3HaHWH, KaK PelIeHHe TECTOBBIX 3aJIaHUM, CIEAYET CAMOCTOSTENHHO MOMbBITATHCA
npopaboTaTh paccMaTpuBaeMble B AUCIUIUIMHE BOMPOCHI B OpME COCTaBICHUS
TECTOBBIX 3aIaHUM.

[Ipu moAroToBKe K SK3aMEHY CJeAyeT MMETh B BHUJIY, YTO OH SIBJIAETCS
UTOTOBOM (POPMOM KOHTPOJISI 110 U3YUYECHHIO TaHHOM Y4eOHOU AUCHUIUIMHBI. 3a4eT
NO/Ipa3yMeBaeT  MAaKCUMAJIbHYIO  KOHIEHTpAllMI0  3HAHUH W YMEHUH,
MPEANOIATraoIINX MOJIHOE 3YYCHUE MaTepraia JUCITUTUIHHBI.

DK3aMeH TPOBOAUTCS B (OpME YCTHOTO COOECEOBAaHUS W BBITIOJHEHUS
MUCBMEHHOTO 33/IaHMsI, THOO TecTa.

Pemenne npenopaBatenss 00 HMTOrOBOM  OLIEHKE TNPUHUMAETCA IO
pe3ynbTaTaM yYCTHOTO OTBETa W BBINOJHEHHOTO NHCHBMEHHOTO (TECTOBOTO)
3aJIaHUs, B 3aBUCUMOCTH OT ITKAJIBI OI[EHKH.

B cBsi3u ¢ pa3BUTHEM HAYyYHO-TEXHUYECKOIO MPOTpecca B TAKOW CUTyalUH
HAJUIEKUT BOCIOJIB30BATHCA MaTepuagaMu, HaXOJAIMMUCA B OTKPBITOM JOCTYIE
cetu Internet. Takke HEOOXOAUMO YYMTHIBATh, YTO IO COCTOSIHUIO Ha
CErOJIHAIIHUN IEHb MHOTHE CIIPABOYHBIE TIPABOBBIE CUCTEMBI COJEPKAT HE TOIBKO
TEKCT HOPMATHUBHBIX aKTOB, HO W HAay4YHbI€ CTaThbU IO Pa3IUYHBIM BOIpPOCaM
(manpumep, CIIC «Kouncynbrant Ilntoc»). PekomeHmyeTcss HCHOIB30BaTh
AIIEKTPOHHO-OUOINOTEUHBIE CUCTEMBI.

B cwty kpaTKOBpeMEHHOCTH WM3Y4Y€HUS W 3HAYUTEIBHOTO O0BheMa JaHHOU
y4eOHON JUCIHIUIMHBI Kadeapa HACTOATETFHO PEKOMEHIYET CHCTEMATHYECKH, a
HE 3MU30JMYECKH paboTaTh HAJl U3yUYEHHUEM Kypca.

10. Oco0eHHOCTH OCBOEHHUSI TUCIUILIHHBI JIJIs1 JTUIl ¢ OTPAHHYeHHBIMH
BO3MOKHOCTSIMU 3/10POBbS
OOyuenne 0OydYaIOIIUXCS C OTPAaHMUYEHHBIMH BO3MOXXHOCTSIMH 370POBbSI
Ipu HEOOXOJMMOCTH OCYIIECTBIISIETCSI HAa OCHOBE aJanTUPOBAHHOW paboueii
IpOrpaMMbl  C  WCIOJIb30BAHUEM  CHEHUAIBHBIX ~ METOJOB  OOydYeHHs WU
IUIAKTHYECKHX  MaTepHaloB, COCTAaBICHHBIX C  y4eTOM OCOOEHHOCTEH



NCUXO(PU3NYECKOTO PA3BUTHSA, WHAUBUAYATHHBIX BO3MOXHOCTEH W COCTOSTHUS
3I0POBbSI TAKUX 00yUaroImuxcs (00yJaromerocs).

B HEISIX OCBOCHUS yueOHOM IPOTPaMMBI TUCTIATLTAHBI
«/lokymenmayuonnoe obecneuenue ynpaeieHus» WHBATUAAMH € JUIAMHU C
OTpaHWYEHHBIMUA BO3MOKHOCTSIMU 3710pOBbs IHCTUTYT 0OecrieunBaer:

— JUTsl MHBAJIMIOB U JIMI[ C OTPaHWYCHHBIMU BO3MOXKHOCTSIMU 370POBbBSI TIO
3pEHUI0: pa3MelIeHue B JOCTYMHBIX JUISI OOYYarOIIUXCsl, SIBISFOIIUXCS CIEMBIMU
WM  CIa0OBUIAIIUMHU, MECTaX ¥ B aJanTUPOBaHHOW (opme CcrpaBOYHOMN
uHQOpMAIIMU O pacHHCaHUM YYEOHBIX 3aHSATUH; NPHUCYTCTBUE ACCHUCTEHTA,

OKa3bIBAIOIIETO oOyuaroniemycs HEOOXOUMYIO MIOMOIIIb; BBIITYCK
aIbTEPHATUBHBIX (POPMATOB METOJWYECKUX MaTEpUajoB (KPYMHBIM MIPUPT WUIH
ayauoQaiiier);

— JIJIl UHBAJUOB U JIMIl C OTPAHUYECHHBIMH BO3MOKHOCTSIMU 3I0POBbSI 11O
CITyXYy: HaJiJIeXKalluMH 3BYKOBBIMHU CPEICTBAMU BOCIIPOU3BEACHIE HH(POPMALINH;

— JUI1 MHBAJIUIOB U JIUI[ C OINPAHMYEHHBIMU BO3MOXHOCTSIMHU 370POBbBA,
UMEIOIIUX  HApYIIEHUsS  OMOPHO-ABUTAaTENIbHOIO  ammapara:  BO3MOXKHOCTh
OecnpensaTCTBEHHOTO JOCTyIa 00yJaronuxcsi B yueOHbIe TOMEILEHUS, TyaJleTHbIE
KOMHATBI U JPYrUe MOMEIICHHUs, a TAK)Ke NMPeObIBAHUE B YKa3aHHBIX MOMEILICHHUSX.
OOyuaroiuecs u3 uyuciaa UHBAIUIOB U Jull ¢ OB3 obecrieueHbl NEYaTHHIMU U
(MJIK) BNEKTPOHHBIMU 00pa30BaTENbHBIMU pecypcamu B (hopmax, aJanTUPOBAHHBIX
K OTPaHHYCHUSM X 370poBbsi. OOpazoBaHHe OOYUYAIOIMIHUXCA C OTPAHWYCHHBIMU
BO3MOKHOCTSIMU 37I0POBBSI MOKET OBITh OPTAaHM30BAHO KaK COBMECTHO C JPYTUMU
00yJaronMMUCs, TaK U B OTACIBHBIX TPYIIIAX WIH B OTAEIHHBIX OPTaHU3aIIHASIX

11. Ilepevyenb MHPOPMANUOHHBIX TEXHOJIOTHI, MPOPecCHOHATBLHBIX 0a3
JAHHBIX, HCI0JIb3yEeMbIX MPH OCYLIECTBICHUN 00Pa30BaTeJIbHOI0 MPoLecca
M0 JUCHUILIUHE (MOYJII0), BKJIIOYAS MepevYeHb MPOrPAMMHOI0 odecrneyeHus
U MH(OPMALHOHHBIX CIIPABOYHBIX CHCTEM

1)  Omnepammonnas cucrema (Microsoft Windows Iponpuemapnas);,

2)  Ilaker oducueix mporpamm Microsoft Office (MS Word, MS Excel,
MS Power Point, MS Access, MS Publisher u np./Iponpuemapnas);

3)  ApxwuBartop (7-Zip GNU Lesser General Public License)

4)  IlporpammHO€00ECTICUEHUEATISATIPOCMOTPAIIEKTPOHHBIXIOKYMEHTOBB
crannaptePDF (Foxit Reader GNU LesserGeneralPublicLicense);

5)  Web-6payzep (Mozilla Firefox GNU LesserGeneralPublicLicense);

6)  ABromaTtu3upoBaHHas UWH(POPMAaLMOHHAs OWONIMOTEYHas cHcTeEMa
Marc21SQL;

7)  CnpaBouHo-mipaBoBas cucrema «Koncynerant [Tmrocy»

12. MaTepuanbHo-TeXHHYecKasi 0a3a, He0OXoAMMAas JIS OCYIIeCTBJIEHUS

00pa30BaTeJILHOIO NMPOLECcca Mo IMCHUIIHHE (MOYJII0)
HaumeHoBaHue
Crnenuanu3upoBaHHbIC AYIMTOPHM:




VueOHas ayauTopus JUIS TIPOBEACHUS 3aHATHH CEMHUHApPCKOTO THIIA, KypPCOBOTO
NPOCKTHUPOBAHUS (BBIMOJIHEHUS KYpPCOBBIX paboT), TPYNIOBBIX U WHAMBUIYaTbHBIX
KOHCYJIBTAIMH, TEKYIIEro KOHTPOJIS U MPOMEXKYTOUYHON aTTEeCTAlH / KOMIIBIOTEPHBIN KiIacc
/ HIOMEIIEHHUE [T CAMOCTOATEIbHOM paboThI™

TexHnueckue cpeacrsa 00y4eHusi:

KOMIIBIOTEP C IPOrPaMMHBIM 0OecrieueHHeM

Crnenmnanu3upoBaHHble AYIUTOPUM:

YueOHast ayIuTOpHs U MPOBEACHUS 3aHATHH JIEKIIMOHHOTO THIA, 3aHATHIA CEMHHAPCKOTO
TUINA, KypCOBOIO NPOEKTHUPOBAHUS (BBINOJHEHHMS KYPCOBBIX paboT), TIpYyNIOBBIX U
WH/IMBUYQJIbHBIX KOHCYJBTAIIUH, TEKYIIEro KOHTPOJISI U IPOMEXYTOYHON aTTecTanuu™®

TexHnueckue cpeacrsa 00y4eHusi:

MYJIbTUMEANINHBIA KOMIUICKC

KOMITBIOTEP C MPOTPAMMHBIM O0eCTieUeHUEM, YKa3aHHbIM B 11.10
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