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1. IlossicHUTEIHLHAA 3AIMUCKA

Kypc «JlokyMeHTannoHHOE OOecreyeHue ynpaBieHUs» 3aHUMAET Ba)KHOE
MECTO IpHU MOATOTOBKE OakanaBpoB 1o HanpapieHnto43.03.01 - Cepsuc.

PaboTa ¢ qoKymMeHTamMu BBICTYNAET OJIHOM M3 HaumOOJee Ba)KHBIX COCTaB-
JSIOLIUX JEATETbHOCTH MEHEHKEPOB B CEPBUCHOM JIeATENbHOCTH. POpMUpPOBAHUE
y 00y4aromuxcsi CUCTEMbI 3HAHUI U yMEHUIN paboThl C TOKyMEHTaMHU, HEOOXO U~
MBIMH 711 3((PEKTUBHOIO yIpaBiIeHUS] CEPBUCHBIM NPEIIPUSTUEM, CIIOCOOCTBY-
€T MOBBILICHUIO KaYeCTBA ITOATOTOBKM OakajJaBpOB JaHHOI'O HAIPABJICHUS.

[lenbto OCBOEHHUS IUCUUIUIMHBI «JlOKyMEHTalMOHHOE OOecreueHue yrpas-
JIEHUS» SBIIAECTCA U3YYEHHE CHUCTEM JIOKYMEHTAllMH, OPTaHM3aluu JTOKYMEHTHUPO-
BaHUs U JEJONPOU3BOJICTBA, COCTABIISIOMINX OCHOBY MH(OPMAIIMOHHBIX IpoLec-
COB B CEpPBHCE.

3aga4n TUCHUIUIUHBIL:

. 03HAKOMJICHUE CTYJICHTOB C 3aKOHOJIaTEJIbHOM M HOPMATUBHOM 6a301,
METOANYECKUMU Pa3padOTKaMH M OCHOBHOW Hay4YHOU JTIUTEPATypOH MO KypcCy;
. M3y4YeHHEe TIPAKTHKUA OpraHU3aIlliid JOKYMEHTAIIMOHHOTO 00eCIIeueHuUs

YIIPaBJIEHUS HA MPEANPUIATUAX, OPTaHU3ALUIX U YUPEIKICHUAX CEPBUCA.



2. IlepeyeHb IAHMPYEMBbIX Pe3yJIbTATOB 00y4eHHs M0 JUCHHUILIAHE, COOTHe-
CEHHBIX C INIAHUPYEMBbIMH Pe3yJIbTATAMHU OCBOCHUS 00Pa30BaTe/JIbHOM MPO-
rpaMmbl

JucuunnuHa «JloKkyMeHTaIlMOHHOE 00eCTICUeHUE YIPaBICHHS yIacTBYET B
(bopMHpPOBAaHUU CIIEAYIONICH KOMIIETEHIINH (CIEAYIOMNUX KOMIETEHITUMN):
CTpyKTypHBIE 2JIEMEHTHI KOMITETEHIIUN

Komnerenuuun

Nuaukaropsl

Jleckpunropsl

YK-4 - Cnocoben
OCYIIECTBIISITh AEIO-
BYI0O KOMMYHUKAIIHIO
B YCTHOM W IIHCh-
MeHHOU ¢dopmax Ha
rocyJJapCTBEHHOM
sa3pike  Poccuiickoi
denepaun U HUHO-
CTpaHHOM(BIX) SA3BI-
Ke(ax)

YK-4.3 — ocymecTsisen
JIEJIOBbIE KOMMYHHKAIIUU B
YCTHOM W  NHUCbMEHHOW
dbopMax Ha pycCKOM W
(WIM) MHOCTPAHHOM SI3bIKAX
MIPU MIPEIOCTABICHUH YCIIYT)

3HaHu:

OCHOB JIOKYMEHTAJIbHOTO 00ecrevyeHus ynpas-
JIeHUsl TIpenrnpuaTueM cgepbl yciayr; cocTaBa
OpPraHU3alMOHHO-IIPABOBOM, PACIIOPSAIUTEINb-
HOH, MH()OPMAITMOHHO-CIPAaBOYHOH, IJIAHOBO-
OTYETHOM TOKYMEHTAllMH, MPaBHUI €€ COCTaB-
JeHus 1 0(OpMIICHHUS,

Ymenus:

ONPEIENATh COCTAB, CTPYKTYPY U COEpKAHUE
JOKyMEHTAIH, 00ecrieynBaroIeil opraHusa-
LU0 IIPOIIECCa CEPBUCA;

ONPENEATh BUIBl YIPABICHUECKUX JOKYMEH-
TOB C YYETOM OCOOCHHOCTEH Cephl yCIyT;
COCTaBIATh U ODOPMIISITH JI€TIOBBIE MHChMA,
JIOKJIa/IHbIE U CITy>KEOHBIE 3aliCKH, OTBEYaTh
Ha KaJ00BI MoTpeduTenei

HaBbiku:

pa3paboTku Habopa OpraHu3alMOHHO-
MIPaBOBOM, pacHoOpsSAUTEIbHON, HH(POpMAIH-
OHHO-CIIPAaBOYHOMW, IIJITAHOBO-OTYETHOU JIOKY-
MEHTallMd B MPOLECCE OPraHU3AlMHU CEpPBUC-
HOM NeITeIbHOCTH,

CHUCTEMAaTH3allMi JOKYMEHTAllMM B IpoLecce
CEpPBHCHOM AESATEIbHOCTH




IK-1 - Cnoocoben
OCYIIECTBIISATh CTpa-
TETMYECKOE U TaKTH-
YECKOE yTpaBICHHE
JerapTaMeHTaMu
(cmy>x06amu, oTnena-
MH)  OpeaupusTUn
chepsl TOCTEIPUUM-
cTBa U OOIIECTBCH-
HOI'O ITIUTaHUS

[IK- 1.4 — OcymectBiser
OpraHM3alMI0 U TJIAaHUPO-
BaHUE [IESATEILHOCTH Jie-
napTaMeHTOB (CIyk0, OT-
NIEJI0B) TOCTUHHUYHOTO KOM-
ieKca W OPeaIpUsTHS]
00LIECTBEHHOI'O TUTAHUS

3Hanus:

OCHOBHBIX BHJIOB JIOKYMEHTOB, OOECIICYH-
BAIONIMX OPraHHW3alUI0 ¥ TUTAHUPOBAHHE JCs-
TENbHOCTH JenapTaMeHTOB (cCi1yk0, OTAEOB)
TOCTHHUYHOTO KOMILIGKCA W MPEIIPUSTHS
00IIECTBEHHOTO TUTAHMUSI,

[IpaBwi opranu3zanuu JTOKyMEeHTOO00OpOTa Ha
MPEANPHUATHIX TOCTSIPUAMCTBA H  OOIIECT-
BEHHOT'O TIMTAHMUSI,

Ymenus:

CHcTeMaTH3UPOBaTh OCHOBHBIC BHIIBI JOKY-
MEHTOB, OOECIICYMBAIOIINX OPTraHU3AIUI0 |
TUTAHUPOBAHUE JIEATEITLHOCTH JCTapTaMeHTOB
(cyk0, OTIENIOB) TOCTHHUYHOTO KOMIUIEKCA U
NpeANPUSITHS 00IIECTBEHHOTO TTHTAHMS,
AHanu3upoBaTh OPraHU3AINMI0 JOKYMEHTO-
000poTa HA MPEANPHUITHIX TOCTENPUUMCTBA U
0OIIIECTBEHHOT'O ITUTAHUS;

HaBpbiku:

CocraBieHus: 1 0OPMIICHHUS OCHOBHBIX BUJIOB
JOKYMEHTOB, 00CCIICYMBAIONIUX OPTaHU3AIHIO
U TUTAHUPOBAHUE JICSITEIHLHOCTH JIeTIapTaMEeH-
TOB (Cciy>k0, OTAENIOB) TOCTUHHYHOTO KOM-
TUIEKCa M MPEANPUATUS OOIECTBEHHOTO MUTa-
HUS,

CoOuroieHus MpaBuI JOKYMEHTOOOOpOTa Ha
OPEINPUITUIX TOCTEIPUUMCTBA M OOIIECT-
BEHHOT'O TIMTAHWSI,

IMIK-3 - Cnocoben
OpTaHH30BBIBAThH
CUCTEMHBII
TPOJIb OousHec-
MPOLIECCOB,  pecyp-
COB, Ka4eCTBa YCIIyT
u 00CITy )KMBaHUA,
MPOBOANWTH  OIICHKY
s dexTuBHOCTH
(YHKIMOHUPOBAHUS
JenapTaMeHTOB
(cmyx0,  OTmenoB)
OPEIIPUITUNA TOCTe-
IpPUUMCTBA U 0o01LIe-
CTBEHHOT'O NMUTaHUS

KOH-

[IK — 3.1 — Opranusyer
CHCTEMHBIH KOHTPOJb OM3H
HEC-TIPOLIECCOB  JlenapTa-
MEHTOB (CITy»0, OTIEIIOB
NpeANpUSITU THUTAHUS 1

TOCTCIIPUUMCTBA

3HaHuA:

OCHOBHBIX JIOKyMEHTOB, HEOOXOJIUMBIX IS
OpraHu3aIH BHYTPUPUPMEHHOTO KOHTPOJIS;
Ymenus:

CucremMaTn3upoBaTh HHOOPMAIHIO O JIEATEIb-
HOCTH JIeTIapTaMeHTOB (CiyxO0, OT/eNoB) roc-
TUHAYHOTO KOMIUIEKCA W TIPEIIpPHUATHS OOIIIe-
CTBEHHOTO IUTAHUS C LEJIbI0O OpraHU3alNH
BHYTpH(DHUPMEHHOTO KOHTPOJIS;

HaBbiku:

CocraBieHuss OCHOBHBIX JJOKYMEHTOB, HEO00-
XOANMBIX JUISI OpraHW3alMyd BHYTpH(UPMEH-
HOT'O KOHTPOJIS;




3. MecTo IMCHUIUIMHBI B CTPYKTYype 00pa30BaTeIbHOM MPOrpaMMbl

«/loKyMeHTalMOHHOE olecledyeHre YNpaBJeHHsA» SBISIETCA IHUCLUIUIM-
HOI yacTu, GOpMHPYEMON yHYaCTHUKaMHU 0Opa30BaTENIbHbIX OTHOIICHHUM JUJIsl MO
TOTOBKH CTYyAEHTOB 110 HarpasiieHnto 43.03.01 — Cepsuc.

HIndpp xom-
NneTeHUHH

IIpexmecrByromue
AUCUMILTUHBI (MOY-
JIN), IPAKTHKHU y4e0-
HOT'0 IJIaHa, B KOTO-

PbIX OCBanBaeTCst
KOMIEeTEeHIUs

JAucuMmimHbl (MOayJH), MPaK-
THKH Y4e0HOI0 IJIaHa, B KOTO-
PBIX KOMIIETEHIUSI 0CBANBAETCH
napaJjjieibHO ¢ U3y4aeMoii Juc-
IHUILIMHOMI

Hocaenyromue
AUCUMILTUHBI (MO-
AYyJH), IPAKTHKHA
yueOHOro nJjiana, B
KOTOPBIX OCBAUBAa-
eTcsl KOMIIeTeHIUs

YK-4

Pycckuit s3bIK U KyJib-
Typa pedu

NHOCTpaHHBIN S3bIK

VY4eOHas mpakTukKa
(O3HakoMuTEIBHAS
MIPaKTHKA)

HNHocTpaHHbIN A3bIK
JIETIOBOTO OOIEHHUS
/MIHOCTpaHHBIH S3BIK B
npodeccrHoHaNbHON
JESTeTbHOCTH

[IpousBoacTeBeHHas
MIpaKTHKa (OpraHuza-
LIMOHHO-
yIpaBiieH4YecKast)

VYmpasneHue KOMMy-

HUKATHBHBIMH TIPO-

ueccamu /Yenosek u
€ro moTpedHOCTH

[IpousBoacTBeHHAas
MIPAaKTHKA (CepBUCHAs)

IIpousBoacTBeHHas
MpaKkTHKa (Mpeaau-
MJIOMHas )-




ITK-1

MIPUUMCTBA U OOIIECT-

VYrpaBneHue nepcoHa-

nUTaHUuA

[TporpammHuoe obec-
II€YECHHUE U aBTOMAaTHU-

3a1us JeITeIbHOCTH
HpelalI/ISITI/Iﬁ IIUTAHUA
¥ TOCTETIPUUMCTBA

Teopus opranuzanuu
¥ OPTaHHU3AIHOHHOE
roBeicHuE/
Crparernueckuii Me-
HEJKMEHT

IIpousBoacTBeHHAsA
npakTuka (Opranusa-
LIMOHHO-
yIpaBieHYECcKas Mpak-
THKQ)

Opranusanus u 1a-
HUPOBAHUE EATEIIb-
HOCTH NPEIITPUATUI
cepBuca

ConnanpHo-
KyJIbTypHast JesITelb-
HOCTb B c(epe rocre-

BEHHOTO TTUTAHUS
J0M B nipoeccuo-
HaJILHOH JIesATeIhHO-

CTH

IIpousBoacTBEeHHAsA

OcHOBBI (PMHAHCOBOTO,
OyXraiaTepckoro u cra-
THCTHUYECKOTO yUeTa B
cdepe rocTenpuUUMCT-
Ba W HA MPEIMPHUATHIX

[Ipou3BocTBEHHAs paKTUKa
(CepBucHast mpakTHKa)

MapkeTHHroBblEé KOMMYHHKA-
uuu/YnpaBiieHue KOHKYPEHTO-
CIOCOOHOCTBIO MPEANPUATHUSL

OTteuecTBEHHBIN U 3apyOeKHBIH
OIIBIT OKA3aHMA yCIyT 00IIecT-

BEHHOT'O IIUTAHUS U TOCTETIPHUUM-
CTBa

npakTtuka (CepBucHas
MIPAKTHKA)

busgec-
IJIAHUPOBAHUE

Tpynosoe npaso

CepBuc B MHyCTpUHU
OOIIECTBEHHOTO TTH-
TaHus/
PecTopannsiii 6u3-
HEc

CepBuc B MHIyCTpUHU
rOCTENPUUMCTBA/
l'ocTuHUYHBIH O13-
HEC

ITK-3

Teopus opranuzanuu
U OpraHu3allOHHOE

noBeaeHue / Ctparte-

VipasieHue Ka4eCTBOM YCIIyT U
oOciry>xuBaHus B chepe rocre-
HNPUUMCTBA U OOIIECTBEHHOT'O







THYECKUU MEHEIK-
MEHT

TexHuueckue cpeacT-
Ba U TEXHOJIOTUHU B
cdhepe TocTenpUUMCT-
Ba U OOIIECTBEHHOTO
MTUTAHUS

Opranuzanus u 1Jia-

HUPOBAHUE EATENb-

HOCTH NPEIIPUATUI
cepBHca

[IpaBoBoe perymupo-

BaHUE B cdepe rocre-

MIPUUMCTBA U 00IIIeCT-
BC€HHOT'O ITUTaHUA

[Tpou3sBocTBEHHAs
npaktuka (CepBucHas
MIPAKTUKA)

nUTaHUA

10



4. O0beM ITUCHUILIMHBI (MOAYJIsI) B 3a4€THBIX eIMHUIAX C YKA3aHUEM KOJIH-

4ecTBAa AKAAeMUYECKUX HUJIH ACTPOHOMHMYECKHUX YACOB, BbIIEJICHHBIX HA KOH-

TAKTHYI0 padoTy 00y4alwiuuxcs ¢ npemnojgaBareseM (1o BuaaM yueOHbIX 3a-
HATHI) M HA CAMOCTOATEIbHYI0 PadoTy 00y4aromuxcs

OO6miast Tpy10€MKOCTh OCBOEHUS YU€OHOU JUCHUIUIUHBI «/[OKyMeHmMAayuoH-
Hoe obecneveHue ynpaeieHus» COCTaBIAET 4 3a4eTHbIe eAUHUIBI Wwin 144 akane-

MHYECCKHUX Haca.

No cemecTpa

Cemectp 7 Bcero, ak.yacoB

OO6m1ast TpyI0EMKOCTh (BCETO aK. 4acoB / 3.€11) 144/4 144/4

Jlexknuu 32 32
KonrakrhHas padora
[IpakTrueckue 3aHATHA 32 32
CamocTtosTenbpHast pabora 44 44
Bun
IIPOMEKYTOUHON OK3amMeH

aTTecTaluu 2,3/33,7 36

(xoHT.pal.**/ ca-
MOCT. pa0.)

11




5. Conepxanue TUCHUILUIMHBI (MOAYJIs1), CTPYKTYPHPOBAaHHOE MO TeMaM (pa3-
AeJiaM) € YKa3aHHEM OTBeJIeHHOr0 HA HMX KOJIMYeCTBA AKaAeMUYeCKUX HJIH
ACTPOHOMMYECKHMX YACOB ¥ BU/IOB Y4eOHbIX 3aHATHH

HanmvenoBanmue pasje-
J1a AUCIUIUIMHBI (TEMa)

TpynoeMKOCTb

BCETO

Kounraktaas padora

JIEKIIUH
NPaKTHY. 3aHATHS
n1a0o0p.3aHATHS

camocT. pabora

Coneprxanue

7 ceMecT]

OCHOBBI JTOKyMEHTallU-
OHHOro oOecIeUeHus
OpraHM3allMd  CEPBHC-
HOU JIeATEILHOCTH

28

12

[lonssTME O  HOKyMEHTE.
CsoiicTBa, NpU3HAKH,
¢yHKIMU JOKyMmeHTa. Me-
TOJIbI U CHOCOOBI JTOKyMEH-
tupoBaHus. HopmartusHo-
MeToauveckass 0a3a JIOKy-
MEHTAIMOHHOTO obecreye-
HUS YIPABJICHUS JESATENb-
HOCTBIO OpraHU3alluu Cep-
BHCHON JI€ATEIbHOCTH. Bu-
Jbl YIPABJIEHYECKUX JIOKY-
MEHTOB, HEOOXOIUMBIX AJIs
ONMCaHUs pa3IMUHBIX
YIPABJICHYECKUX JEUCTBUM.
YHuukanus u craHaapTH-
3auua JOKyMeHTOB. [loHs-
THE W COCTaB PEKBU3H-
TOB.DOPMBI JOKYMEHTALIUU
Ui pa3pabOTKH CEPBHUCHO-
ro NPOAYKTA

CucremMbl  JIOKYMEHTa-
U, 0oO0pasyronecs: B
nporecce  yrpapJiCHHs
JEATEILHOCTBIO  Opra-
HU3aLuil cepbl cepBu-
ca

26

10

CoctaB, cTpykTypa U CcO-
JepKaHue JOKyMEHTAIlUH,
oOecrieunBaroIIel OpraHu-
3auu0 cepsuca.CoctaB op-
raHU3aIOHHO-

paBo-
BOM,pacropsiIuTeIbHOM,
UH(POPMALMOHHO-
CIIPaBOYHOM, IUIaHOBO-
OTYETHOM  JIOKYMEHTALWH,
npaBuia €€ COCTaBJICHUS U
odopmIteHUs
Oco0eHHOCTH JIOKyMEHTO-
000poTa B CEpBUCE

JIoKkyMeHTalmoHHOe

28

12

OO6mas XapPaKTEPUCTHKA

12




obecrieyeHue yrpasie-
HHUS TIEPCOHATIOM.

KaJIpOBOTO COCTaBa TMpe/-
npustua. Opranuzanus J0-
KyMEHTAIlMOHHOTO obecre-
YeHHsI JeSTeNbHOCTH Ka-
pOBOM  CiIyKObI TIpeAnpu-
artus cepBuca. OpraHuza-
musi paboThl ¢ KaJApOBOU
nokymenTtamueit.  Ocoben-
HOCTH HCTIOJIB30BAHUS CETH
WuTtepHer [nis  pelieHus
3a/1a4 KaJpoBOro JAENONpo-
uzBoacTBa.  Odopmienue
JIEJIOBBIX TIUCEM, JOKJIAJI-
HBIX U CIIy>KEOHBIX 3aIHCOK,
OTBETOB Ha >KaJloObI MOTpe-
OUTEIICH.

Opranun3zanus JIOKY-

Opranuzaius paboTsl ¢ J0-
kymeHtamu. Cucremarusa-
oysa JOKYMCHTAIlMM B IIPO-
1[eCCe CEPBHCHOMN JesTelb-

26 8 8 10 | HocTn.®@opMupoBaHUE u
MeHTOo00OpOTa
oopmnenne aen. Dkcmep-
TH3a LEHHOCTH JIOKyMEH-
TOB, TOJATOTOBKAa JIOKYMEH-
TOB K XpaHEHHIO.
DK3aMeH 36 2,3 33,7
Wtoro 144 | 32 | 343 | 77,5
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6. IlepeyeHb yueOHO-METOAMYECKOT0 O0eceYeHH s /ISl CAMOCTOSTEIbHOM pa-
00THI 00yUYAOIIUXCA MO IUCIHUIIIUHE (MOIYJII0)

Ne Bunel camocTosiTenbHOM paboTh TpynoemkocCTs, ®dopma KoHTpoJA™
aK.4achl
l. [IpopaboTka TeOpEeTHUYECKOTr0 MaTepua-
N Koncynpranus mpe-
Jla 10 KOHCTIEKTaM JIEKIIUH, peKOMEH 10~
. 18 [I01aBaTEIs], YCTHOE
BaHHOW JINTEpAType, JONOJHUTEIbHBIM
cobecenoBaHue
WCTOYHUKaM MH(bOpMaluu
2. [ToaroroBka K MPakKTUYECKUM 3aHATHU- BricTymuienue ¢
SM: TIOUCK HEOOX0IUMOM HH(OpMaIuH, JIOK- JIaJIoM,
00paboTka MHPpOpMAIIK, HATTUCAHUE 14 MIPE3CHTAIINSA,
JIOKJIa/1a, MMOATOTOBKA K BBICTYIUIEHUIO OTBETHI Ha TUCKYC-
(IucKyccum) CHOHHBIE BOIIPOCHI
3. ITonroToBka K TEKyIIEMYKOHTPOJIIIO
(TecTupoBaHWe W/WITH HaNUcaHue pede- 12 Tectsbl, pedepatbl
paTa)
4. IToaroroBka K MpOMeEXyTOYHOU aTTe- YcTHOoe cobecenoBa-
cTaluu 33,7 HHE,
(BOIIPOCHI K 3K3aMEHY, UTOTOBbII TECT) TECTUPOBAHUE

Jliss caMOCTOATENbHONM pabOThl MO TUCHUILUIMHE (MOAYINIO) O0yYaronifecs
HCIIOJIB3YIOT CIIEYIOLIee yueOHO-METOUUECKOE 00eCTIEUeHHE:

1) JoxymeHTanmoHHoe obecrieueHre ynpasieHus: YueOHoe nocooue/ I'ma-
miE.B. - M.: U1 PUOP, HUL] MH®PA-M, 2020. - 249 c.Pexumaocrymna:
https://znanium.com/catalog/document?id=354819

2) JloxymeHTarimoHHOE OOeCTieueHHe YIpaBJiCHHUS TEepcoHaIoM: YueOHOoe
nocooue/bynar P. E. - M.: HUIl UHOPA-M, 2019. - 234 c. Pexumumocrymna:
https://znanium.com/catalog/document?id=355024

3) beikoBa, T. A. JlokyMeHTallMOHHOE OO€CEeUYeHUE YIpaBIEHUS HErocy-
JapCTBEHHBIX opraHu3anuii : yueonoe nocodue / T. A. beikosa, JI. B. Cankuna. —
2-e u3n., nepepad. u gon. — Mocksa : UHOPA-M, 2020. — 302 c. Pexum noc-
tyna: : https://znanium.com/catalog/product/1072260

4) ®OoHI OLEHOYHBIX M METOJAWYECKUX MAaTEPHaIOB IO JTUCIUILIN-
He«JloKyMeHTaImoOHHOE 00eCTICUeHUE YIIPABICHUSY.
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7.®0oH OLIEHOYHBIX U METOANYECKHX MaTepuaJaoB AJd IIPOBECACHUA IIPOME-
)KyTO‘-IHOﬁ aTrecranumu oﬁyqaloumxca o IMCHUILINHE

Bonpocs! aAj1s1 mpoBeAeHUsI MPOMEKYTOYHOM aTTecTalluu (3K3aMeHa).
1. O6ocHOBaHKME HEOOXOAMMOCTU OOYUEHHS JOKYMEHTAIMOHHOMY OOECIECYEHHIO
U €ro aBTOMaTU3alluu;
2. lokxymeHT0000pOT B opranuzanuu. PaboTa ¢ BXOASIIMMHU TOKYMEHTAMH;
3. Knaccudukaropsl TOKyMEHTOB;
4. @opMHUpPOBAHUE U XPAHEHUE JET;
5. PersmamenTanus 1eJI00pOU3BOJICTBA;
6. [Ipesentauus. Ee pynkuus u HazHaueHue. OCHOBHBIE 3IEMEHTHI;
7. OCHOBHBIE MOHATHS JOKYMEHTAI[MOHHOTO 00€eCIedeH sl yrpaBieHus (JeI0mpo-
U3BOJICTBO, JOKYMEHTOOOOPOT, TOKYMEHT, PEKBU3UT, U JIp.);
8. OpranuzanMoHHble JOKYMEHThl. X QyHKIIMM 1 Ha3HaueHue. Y CcTaB opraHusa-
U H;
9. OcHOBHbIE QYHKLIHUU JOKYMEHTA;
10. OpranuzaunoHHblie 10KyMeHThl. X ¢pyHkuuu u HazHauenue. llItaTHoe pacnu-
CaHue;
11. Yaudukanus u ctanaapTuzanus 10KyMEHTOB,;
12. OpranuzanmoHHbie JOKyMeHThl. X dyHKUMM U Ha3HadyeHue. JlomKHOCTHAS
UHCTPYKLIHS
13. brank. [lonarue 6manka. TpeboBaHus Kk opopMIICHHIO OJIaHKOB;
14. PacniopsiautenbHubie JOKyMeHTbl. X ¢yHkuuu u HasHaueHnue. [Ipukasz nmo oc-
HOBHOM J€ATEIbHOCTH;
15. PexkBusur. [lonsiTue pekBusuTa, NOpsAI0K UX 0(hOpMIICHHUS;
16. CipaBoyHO-UH(pOpMALIMOHHBIE TOKYMEHThI. X GyHKIIMM U Ha3HAUYeHUE. AKT;
17. Texuuueckue CpencTBa, UCIOJIb3YEMBIE B JIEITOITPOU3BOACTBE;
18. CnpaBouHO-H(POPMAIIMOHHBIE JOKYMEeHTHI. X dyHKIMK 1 HazHadeHue. [1po-
TOKOJI,;
19. bnank. Buapl 6;mankoB. OcoO0eHHOCTH X 0)OPMIICHUS;
20. JlokyMeHTOO0OpOT B OpraHu3amnuu. PaboTa ¢ HCXOIAIMUMHU JOKYMEHTaMH
21. bnank. BapuaHTsl pacnoioxKeHus peKBU3UTOB Ha OJIaHKAX;
22. IloaroroBka u nepeaya el B apXuB;
23. IlpaBuna odopmiieHus AaT, HyMepaluu CTpaHuil, ohopMiieHHs TabIull, MaTe-
MaTU4YeCKUX (HOPMYJ U COKPAIICHUIA;
24. PacniopsiauTenbHbie JOKYMEHTHl. X QyHKIIMU 1 Ha3HayeHue. YKa3aHue,
25.  JlokyMeHT000OpOT B opranuszainuu. [Ipoiiecc KOHTPOJIS UCIIOJHEHUS JOKY-
MEHTOB;
26. CnpaBouHO-MH(GOpMAIIMOHHBIE JOKYMEeHTHI. X dhyHkimu u HazHadeHue. O0b-
SICHUTEJIbHAS U JIOKJIaJIHAs 3aMUCKU;
27. lokyMeHTOO0O0pOT B opranuzaiuu. PaboTa ¢ BXOASIIIMMU JOKYMEHTAMU;
28. PacnopsautenbHble JOKYMeHThl. X QpyHkumu 1 HazHaueHue. PacnopsikeHue
29. OCHOBHBIE IOHATHS JOKYMEHTALIMOHHOTO 00€CIIEUEHNs YIIPaBICHHUS;
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30. CnpaBouHO-MH(pOPMALIMOHHBIE JOKYMEHThl. X dyHKIMK 1 Ha3HayeHue. [Ipo-
TOKOIL;

IIpyuMepHbIe NPAKTHKO-OPUEHTHPOBAHHbIE 32/ IaHUSA
1. OdbopmuTh MpUKa3 0 HA3HAYEHUHU OTBETCTBEHHOTO 3a OOpaileHue ¢ O1aH-
kamu npeanpustus B coorserctBuu ¢ 'OCT P 6.30-2003
2. OdopMUTH MPOTOKOJ 3aCETAHUSI IKCIIEPTHON KOMUCCUU B COOTBETCTBHUU
¢ TUIIOBOM MHCTPYKLKEN TIO AEIONPOU3BOICTBY
3. CocTaBuTh CinyXeOHYIO 3alTMCKy Ha IOOIIPEHHUE COTPYIHUKA, MEPEBbI-
MOJTHUBIIETO TUIAHOBBIE MOKA3aTENH

[TonHBI KOMILIEKT 3aJaHUI U 3TarnoB (OPMUPOBAHUS KOMIIETEHUUU MPEA-
craBiiecH B DOHJE OLEHOYHBIX M METOJWYECKUX MATEPHUAIOB JUIA IPOBEACHUS
MIPOMEKYTOUYHOM aTTecTaluy O0ydYaroIMuXcs MO AUCHMIUIMHE, O()OPMIICHHBIA OT-
JENBHBIM JOKYMEHTOM, ITPEACTABIICH B IPUIOKEHUH 1.
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8. IlepeyeHb OCHOBHOI, TONOJHUTEIbHON YUeOHOM JTUTEPATYPbI, PECYPCOB
HH(GOPMAIIMOHHO-TEJIEKOMMYHHKALIMOHHOM ceTH « MHTEepHET», HEOOXOAMMBIX
JJISl OCBOCHUS AU CHMIJIMHBI (MOYJIs1)

a) HOpMATHBHbIE PABOBbIE AKTHI

1) Hanmonanensiit crangapt PO I'OCT P 7.0.8-2013 "Cucrema cTaHiapToB
o uHbopmari, OMOIUOTEUHOMY U U3JIaTeIbCKOMY Jeiy. JlenonpousBoACTBO H
apxuBHOe Jie0. Tepmunsbl u onpenenenus” (yTB. npukazom denepanbHOro areHT-
CTBa MO0 TEXHUYECKOMY PETyJIUPOBaHUIO U MeTposiorun oT 17 oxTsaopst 2013 . N
1185-cT)

2)I'OCT P 6.30-2003 «YHUPUUUPOBAHHBIE CUCTEMBI JOKYMEHTAIUU. Y HU-
dbumpoBaHHas cuCcTeMa OPraHU3alMOHHO - PACIOPAIUTENIEHON TOKYMEHTAIWH.
TpeboBanust K OPOPMIICHUIO TOKYMEHTOBY

3) TOCT P 7.0.97-2016 «Cucrema cranmaptoB o uHdopmaiuu, 6udano-
TEYHOMY W H3JaTelIbCKOMY Aeny. OpraHu3aioHHO-pacTIOPSAUTEIbHAS TOKyMEH-
tanus. TpeboBaHus K 0POPMIIECHUIO TOKYMEHTOBY

0) OocCHOBHAas JMTEpaTypa:

1) JoxymeHTanmoHHoe obecrieueHre ynpasienus: YueOHoe nocooue/ I'na-
miE.B. - M.: U1 PUOP, HUI] MH®PA-M, 2020. - 249 c.Pexumaocrymna:
https://znanium.com/catalog/document?id=354819

2) JIoKyMEHTallMOHHOE OO0ecleueHue YIpaBJICHUs MEpCOHANIOM: YueOHoe
nocobue/bynar P. E. - M.: HULl UHOPA-M, 2019. - 234 c. Pexxumaocryna:
https://znanium.com/catalog/document?1d=355024

3) beikoBa, T. A. JlokyMeHTallMOHHOE OOECHEUYCHUE YIpPaBICHUS HErocy-
JapCTBEHHBIX opraHu3auuii : yueonoe nocodue / T. A. beikosa, JI. B. Cankuna. —
2-e u3n., nepepad. u gon. — Mocksa : UHOPA-M, 2020. — 302 c. Pexum poc-
tyna: : https://znanium.com/catalog/product/1072260

B) 10MOJIHUTEIbHAS JIUTEpPaTypa:

1) JoxymeHTanmoHHOE OOecreueHue yIpaBieHHUs MepcoHaIoM: YueOHoe
nocobue/bynar P. E. - M.: HUIl UHO®PA-M, 2019. - 234 c.Pexum nocrymna:
https://znanium.com/catalog/document?id=355024

2)JI0KyMEHTallMOHHOE 00eCTIeYeHUE YNPABICHUS B COLIMAIBHO-KYJIHTYPHOM
cepBuce u Typusme: Yuebnoe nmocodbue / I'ymmna U. A., 3aiineBa H. A. - M.: Anb-
da-M, HUI[ HHDOPA-M, 2015.Pexum JOCTY-
na:http://znanium.com/catalog.php?bookinfo=489737

3)Kupcanosa, M. B. Kypc nenonpoun3BoacTBa: 10KyMEHTalMOHHOE obecrie-
YyeHue ynpasiieHud : yueOHoe nocodue / M.B. Kupcanosa, FO.M. AkceHoB. — 6-¢
u3n., ucop. u gon. — Mocksa : UHOPA-M, 2020. — 257 c. Pexxum nocryna::
https://znanium.com/catalog/product/1088888

r) pecypcnl cetu «MHTEpHET»:

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

2) enompous3BOACTBO ¥ JOKyMEHTOOOOPOT  HA  MPEANPUSITHH.

http://www.delo-press.ru/journals.php?page=documents
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3) KagpoBoe  nmenonpou3BojACTBO W TpyJoBoe  TmpaBo.  http:/hr-
portal.ru/rubric/kdp
4) DnextponHas oubmmoreka HR-cnermanucros. http:// www.hrm.ru/
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9. MeToanuyeckne YKa3aHus JJI51 00y4al0IMXCsl 0 0CBOCHUIO M CIIUTIIMHBI
(MoayJin)

CamocrosTenbHas MOArOTOBKAa 00yYaroUIMXcsl MPOBOJUTCS JJIs yIioyOneHus
Y 3aKpEIUICHMS 3HAHUU, MOJYYECHHBIX HA JIEKUUAX U APYTMX BUJAAX 3aHATHM, HJIS
BBIPA0OOTKH HABBIKOB CAMOCTOSITEILHOTO MPUMEHEHUS HOBBIX, JOMOJIHHUTEIbHBIX
3HAHWM U MOATOTOBKU K MPEJICTOSIINM YUYECOHBIM 3aHATHUSM, 3a4UETy.

BaXHpIM yCJIIOBHEM YCIEUIHOIO U3YYEHUS NHUCIUIUIMHBI SBIISAETCS IMOCEIIE-
Hue nekuui. [lox mocemenuem noapasymeBaercss He (popma MaCCUBHOTO MPHUCYT-
CTBHSI, @ aKTUBHasl paboTa MO U3y4YEHHIO HOBOro marepuaia. [lonroroBka K jek-
[IMOHHBIM 3aHATHSAM BKJIOYAEeT B ceOs aHA/IM3 MpeJUlaraeMblX JUIsl U3Y4YEHHs BO-
IIPOCOB, U3yUYEHNE HOPMATUBHBIX HCTOYHUKOB U YUYEOHON U HAYyYHOU JINTEPATYpPbI
[0 paccMaTpUBaeMbIM BOIIpocaM JieKuu. B mpouecce jgekinun o0ydaromuncs Mo-
KET 3a/1aBaTh YTOYHSIOIIKME BOIPOCHI, OCYIIECTBUTH B3aMMOCBA3b HOBOT'O Mare-
puana ¢ yXe U3y4eHHBIM, OJATOTOBUTH 0a3y JUIsl 3(P(PEKTUBHOTO UCIOIH30BAHUS
MOJIYYEHHBIX 3HAHUM, OOJErYUTh MOJArOTOBKY K HPAKTUYECKOMY 3aHATHIO. (-
(EeKTUBHBIM CIOCOOOM (PUKCALMU JEKIUOHHOTO MaTepHalia SBJIAETCS KOHCIEKTH-
poBaHue, MPEACTABISIONIEE COOOM HE TONBKO (PUKCALMIO BAKHEUIIUX MOMEHTOB
JEKIUU, HO U YKa3aHUE MNPHUMEPOB I NOHUMAHHS TOrO WM MHOTO TEOPETHYE-
CKOro MaTepuaa.

IIpy mOAroTOBKE K HPAKTHMUECKOMY 3aHATHUIO HEOOXOJUMO HCIOJIb30BaTh
KOHCIIEKTUPOBAaHHbIE MaTEpUabl JEKIUH, ydeOHYI0 U HayyHYI0 Juteparypy. [loa-
rOTOBKA OTBETOB 110 BHIHOCHMBIM Ha OOCY’KJ€HHE BOIIPOCAaM MPAKTUYECKOTO 3aHS-
THUS BKJIIOUAET B c€0sl HE TOJIBKO MPOUYTEHUE MaTepualla, HO U €ro aHajlu3 U KpUTH-
4ecKylo ouLeHKy.. OOyuaromemycsi clielyeT BBIIBUTh MaJOM3YUYECHHBIE aCIEKThl
paccMaTpUBAEMBbIX BOIPOCOB, MPOSBUTh WHULMATUBY IPU MOATOTOBKE K IPAKTH-
YECKOMY 3aHATHUIO.

[Ipy mOAroTOBKE K MNPAKTUYECKUM 3aHATHAMU M 3a4€Ty PEKOMEHIYETCS
CUCTEMATU3UPOBATh 3HAHUA, U300paXkas UX B TaOJMYHOM, IpapruecKOM WM CXe-
MaTHYHOM BHJE. DTO MO3BOJUT YCTAaHOBHUTH B3aMMOCBS3b M3YYa€MbIX SBJICHUH,
YOPOCTUT 3ajady 3allOMMHAHHUS MaTepuaiia, OOJEerdyuT MpoLecc MPaKTUYECKOTO
IPUMEHEHHMS NTOJYYEHHBIX 3HAHUM.

3ajauell MpPaKTUYECKUX 3aHATUHN SBIISETCS BBIPAOOTKA YMEHHS HCIIOJIB30-
BaTh TEOPETUYECKUE 3HAHHWS, IPOSABUTh HAIMYHUE INPAKTHUYECKUX HABBIKOB. lIpu
HOJrOTOBKE K MPAKTUYECKOMY 3aHITHUIO CIEAYeT 3a01aroBpeMEHHOI0 00ECTIeUUTh
HaJIMYue HeOOXOAMMO JJIsi JAHHOTO 3aHATUS MaTepuaja, CaMOCTOSATENIbHO MOBTO-
PUTBH paHEe U3yYECHHBIE TEMBI.

Jlsis ycrenrtHoro OCBOEHUS IUCUUIUIMHBI Ba)KHBIM SBIISIETCS YMEHHE pabo-
TaTh C TEPMUHAMH U UX ompeneiaeHusMu. g paboTsl ¢ TepMuHonoruei agpdek-
TUBHBIM SBJISIETCSI MCIOJb30BaHUE KaK y4e€OHOM M HAy4yHOU JHUTEpaTyphl, TaK U
IOPUIUYECKUX U PUIOCOPCKHUX CITIOBapEil.

PaboTa ¢ TepMHHAMH MOET OCYIIECTBIATHCA Kak B ()OpME COCTaBIEHUS
COOCTBEHHBIX TEMATUYECKUX CIOBAPUKOB IS Y1I00CTBA U CKOPOCTH MOMCKA HEOO-
xoaumoro TepMuHa. C 3TOM 1EJIbI0 HEOOXO0IUMO KaXK/IbIii HOBBIN BCTPEHAOLTUNCS
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TEPMHUH 3aMKUCHIBATh U BO BpeMsl TTOATOTOBKU K CEMUHAPCKUM M MTPAKTHYECKUM 3a-
HATHSM YKa3blBaTh COOTBETCTBYIOIEE OIpeaereHue. B ciiyyae BO3HMKHOBEHUS
CJIOKHOCTH BBIOOpA OMpe/AeNieHHs U3 UMEIoIIerocss o0beMa B paMKaX Hay4HOIO
3HaHMS HEOOXOJAMMO 33J7]aBaTh BOMPOCH MPEMOaBATENI0 B PaMKax JEKIIMOHHBIX U
MIPAKTUYECKUX 3aHATHH.

HnrtepaktrBHble HOPMBI TMPOBEICHUS 3aHATUA MO JUCIUIUIMHE «/[OKyMeH-
mayuonHoe obecneyenue ynpasienusy BKIIOYAIOT B ce0sl CIEAYIOIUE BUIbI 3aHs-
THM:

- MHTEPAKTHBHBIE JEKIWH, NPEANOJaralT HCIOJIb30BAaHHE METoAa IPOo-
osmeMHoro u3noxenus. [Ipyu TakoMm moaxo/ie JIEKIUsl CTAaHOBUTCS MOXO0XKEW Ha JAua-
JIOT, TIPETolaBaHue UMUTUPYET MCCIEA0BATENbCKUI MPOIECC (BBIIBUTAIOTCS TEp-
BOHAYaJIbHO HECKOJIBKO KJIFOUEBBIX IMMOCTYJIATOB MO TEME JIEKIINH, U3JI0KEHUE BbI-
CTpaMBaeTCs MO MPHUHIIUITY CAMOCTOSTEIHFHOTO aHAIM3a U 0000IICHUS CTyICHTaMH
y4eOHOTO MaTepuaia). ITa METOJMKA TO3BOJISIET 3aMHTEPECOBATh CTYICHTA, BO-
BJIeYb €ro B mpouecc odyuenus. [IpoTuBopeunss Hay4YHOro MO3HAHMS PACKPHIBA-
IOTCSI TIOCPEJCTBOM IOCTAHOBKU MpOoOJieMbl. YueOHas mpobiema U mpoOiemMHas
CUTyalus SIBJIIIOTCS OCHOBHBIMU CTPYKTYPHBIMU KOMIIOHEHTaMHU MPOOJIEMHOIO
oOyuenus. [lepen HavyamoM U3ydeHus OMPEACIICHHOM TEMbI Kypca CTaBUTCS Tepes
CTyJCHTaMU MPOOJIEMHBIN BONPOC WU JaeTcs mpobiaeMHoe 3ananrue. CTUMYIUpys
paspeliiieHre mpoOJieMbl, MPEenojiaBaTesib CHUMAET MPOTUBOPEUHS MEXITY HMEIO-
IIMMCSl €€ TTIOHUMaHUEeM U TpeOyeMBbIMH OT CTYACHTA 3HAHUSAMU. DPHEKTUBHOCTD
TaKoro METOoJa B TOM, YTO OTJHEJbHbIE MPOOJIEMbl MOTYT MOJHUMATHCS CaMUMU
cTyneHTaMu. [ 1aBHBIN ycnex JaHHOTO METOJIa B TOM, YTO IMperoaaBaTelb 1001Ba-
€TCSl OT AyJJUTOPUU «CAMOCTOSTEILHOTO PEIICHHs MOCTaBIEHHOM podiembl. Op-
raHu3aiusl nNpooOJIEeMHOT0 OOyYEHHUsI MPEICTABISETCA JTOCTATOYHO CIIOAKHOM, Tpe-
OyeT 3HAYUTENHLHON MOATOTOBKHU JiekTopa. OMHAKO Ha HAYAJIBHOM ATarle UCIOb-
30BaHMS ITOTO METOJA €r0 MOKHO BHEIPATH B CTPYKTYPY TOTOBBIX, paHEE pa3pa-
OOTaHHBIX JEKIUH, MPAKTUYECKUX 3aHATHI KaK JOMOJHEHHUE.

- TPYIIOBBIE AUCKYCCUM, MPUMEHSIIOTCS JUIsi OOECreYeHUs HaBBIKOB KO-
MaHJIHOM pPabOThl M MEXJIMYHOCTHOM KOMMYHHUKAIIMM WM TPEJICTaBIISIIOT COOOM
OLICHOYHOE CPEACTBO, MO3BOJISIONIEE BKIIOUNTh OOYUAIOIIMXCS B MPOLIECC 0OCYXK-
JICHUS TIPEJICTABJICHHON TEMBbI, TPOOJIEMBbI U OIEHUTh X YMEHHE apryMEHTHPO-
BaTh COOCTBEHHYIO TOUKY 3peHus. KpoMe Toro, B Xoze 3aHATHI POBOASATCS KPYyT-
JIbIE CTOJIBI IO 3aJaHHBIM TEMATHKAaM.

OLEeHOYHbIE U METOJMYECKUE MAaTepUalibl IO AUCUUIUIMHE «/[oKymenmayu-
OHHOe obecneuerue ynpasienusy npeactasieHsl B DOMM.

[Ipu moAroTOBKE K MPOMEKYTOUHOMY HJIM UTOTOBOMY TECTHPOBAHUIO HEOO0-
XOJAUMO U3YYUTh TEOPETHUYECKUN U MPAKTHUYECKHM MaTepuasl. TecToBble 3aJaHus
(c mepedHeM BO3MOKHBIX BapUAHTOB OTBETOB, CPEIU KOTOPBIX XOTS Obl OJIUH OT-
BET SIBJISIETCSI HEBEPHBIM) OOECIIEUMBAIOT CTPYKTYPHOCTDH MBIIIJICHUS, BBIHYK]ICH-
HOT'O BBIOpaTh U3 MPEJJIOKEHHBIX BAPUAHTOB OTBET BCE NMPaBUJIbHBIC BAPUAHTHI.
TecToBbIe 3aaHusl Ha YCTAHOBJIEHHUSI COOTBETCTBUS MOJpa3yMeBalOT HEO0OXOIu-
MOCTb IPOSIBJICHUS HE TOJBKO 3HaHUS y4eOHOIro Marepuasa, HO U YMEHUS IpuMe-
HATH TIpaBWia (opMaabHOM JIOTUKH. TecTOBBIC 3a/JlaHUsl Ha YIOPSIOYCHHE Ha-
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IPABJICHbl HA YCTAHOBJIEHUE JIOTUYECKON MOCIEA0BATEIbHOCTH PACCMaTPUBAEMBbIX
ABJICHUM (BPEMEHU CYIIIECTBOBAHMS SIBJICHUM, PACIIONIOXKEHUSI CTPYKTYPHBIX dJie-
MEHTOB IPAaBOBBIX JTOKYMEHTOB H T.II.).

O¢ddexTuBHBIM cIOCOOOM 711 MOATOTOBKH K TECTUPOBAHUIO SIBJISETCS pa-
00Ta 00y4aromerocs: Mo PelIeHUIO TECTOBBIX 3a/IaHU, TPEIOCTaBIECHHBIX I Ca-
MOCTOSITeTbHOM pa0oThl. Takke MpHU MOJATOTOBKE K TakOoW (opMe KOHTPOJS 3Ha-
HUM, KaK PEIICHHE TECTOBBIX 3aJaHUM, CIEAYET CAMOCTOSATENIbHO MOMBITATHCS
npopaboTaTh paccMaTpUBaeMble B JMCIMIUIMHE BOIMPOCHl B (pOopMe COCTaBIICHHUS
TECTOBBIX 3a/IaHUI.

[Ipy mOATrOTOBKE K 3K3aMEHY CJEAyeT UMETh B BUAY, YTO OH SIBIISIETCSI UTO-
roBoii (hOpMoOit KOHTPOJISI TI0 U3YUYEHUIO JAHHOW Y4eOHOU MUCHUIUIMHBL. DK3aMeH
MOAPa3yMEBAET MAKCUMAJIBHYIO KOHIUEHTPALMIO 3HAHUW M YMEHHM, Ipexarosia-
rarollyx MOJHOE U3yYeHUE MaTepuasa JUCHUILIAHBL.

DK3aMeH TMpoBOAMUTCS B (GOpME YCTHOTO coOeceloBaHMUs, BBITIOJHCHHUS
MUCbMEHHOTO 3aJaHud. Pernienue npenogaBaresis 00 UTOTOBOM OIlEHKE MPUHUMA-
€TCsl MO pe3yJibTaTaM YCTHOI'O OTBETA U BBIMOJHEHHOTO MUCHMEHHOIO 3a/IaHHs B
3aBUCUMOCTH OT LIKAJIbI OI[CHKH.

B kadecTBe HCTOYHMKA JOMOJHHUTEIBHBIX MAaTEPUATIOB PEKOMEH]YyETCs
MOJIb30BaThCsl MHQPOpMAIIUEH OTKPBITOTO J0CTyma ceTu Internet (MaHHBIMU WH-
(hopMaIlMOHHO-TIPABOBBIX U 00pa30BaTENbHBIX MOPTAJIOB, O(PHUIIMATBLHBIX CAUTOB
MUHHCTEPCTB, BEAOMCTB, OTAEJIbHBIX OpraHU3alui, JTaHHBIMH TOCYJIAapCTBEHHOM
CTaTUCTUKHU, pe3yJbTaTaMU HKCIEPTHO-aHATUTUYECKUX 0030poB). Kpome Toro,
MOKHO BOCIIOJIb30BaThCS BO3MOKHOCTSMH CIIPABOYHO-TIPABOBBIX CHUCTEM, 0a3bl
KOTOPBIX COAEPKAT HE TOJIBKO TEKCT HOPMATUBHBIX AKTOB, HO U HAYyYHbBIE CTAThbU
o pasznuuHbiM BorpocaM (Hampumep, CIIC «Koucynprant I[lmtocy). Pekomenmy-
€TCS TAK)KE UCIIOJIb30BATh AJIEKTPOHHO-ONOIMOTEYHBIC CUCTEMBI.
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10. Oco0eHHOCTH OCBOEHMSI IUCIMIJIMHBI IJI1 HHBAJIU/IOB U JIMI] C OTPAHU-
YeHHBIMH BO3MOKHOCTSIMH 3/10POBbS

OOydeHne OOYydYaArONIUXCSA C OTPAHMYCHHBIMH BO3MOXXHOCTSMH 3JIOPOBBS
pY HEOOXOUMOCTH OCYIIECTBIISIETCSI HA OCHOBE aJanTUPOBAHHOW paboyeit mpo-
IrpaMMBbI C UCIOJIb30BAaHUEM CIICHMAIBHBIX METOJOB OOYUYECHUS M JUJAKTUYECKUX
MaTepUasoB, COCTABIECHHBIX C YYETOM OCOOEHHOCTEH MCUXO(U3UYECKOTO pa3BU-
TUSI, UHIUBUIYAJIbHBIX BO3MOXHOCTEN U COCTOSIHUS 3JJOPOBbSI TAKUX 00YyUYarOIINX-
cs (oOyuarorerocs).

B nemsix ocBoeHus ydyeOHOW MporpaMMbl JUCHMIUIMHBL «/[OKYMeHmMAayuoH-
Hoe obecneyeHue ynpasieHus» WHBATUIAMU W JUIAMH C OTPaHUYEHHBIMU BO3-
MO>KHOCTSIMU 310pOBbsi THCTUTYT 0OecrieunBaeT:

— JIJI1 MHBAJIUJIOB U JIMII C OTPAaHUYCHHBIMH BO3MOKHOCTSIMH 370POBbSI T10
3PEHHIO: pa3MEIICHHUEe B JIOCTYIHBIX JIJIi OOYYaOIIMXCS, SBJISIOIIUXCS CICIBIMU
WM cIabOBUIAIIMMU, MECTaX U B aJaNTUPOBAHHOW ¢GopMe CrpaBOYHON HHPOP-
Malli¥ O paclHCaHUU y4eOHBIX 3aHSATHH; MPUCYTCTBHUE aCCUCTEHTA, OKa3bIBAIOIIIC-
ro o0ydaromeMycs He0OXOIMMYIO TIOMOIIb; BBITYCK aJIbTEPHATUBHBIX (DOPMATOB
METOJMYECKUX MAaTepUaAIOB (KPYIHBIN MPUGT WK ayauodaiib);

— JIJISl UHBAJIUOB U JIMI[ C OTPAHUYEHHBIMU BO3MOXHOCTSMHU 3JI0POBBS MO
CIIYXY: HaJIeKaIIMMHU 3ByKOBBIMH CPEJICTBAMU BOCTIPOU3BEIcHUE HHGOPMAIIUH;

— JUISi UHBAJIUJIOB U JIUI[ C OTPAHUYECHHBIMH BO3MOXXHOCTSIMH 37I0POBbS,
MMEIOIIUX HapYIICHHsS] OIMOPHO-ABUTATEIBLHOTO almapara: BO3MOXKHOCTh Oecrpe-
MSTCTBEHHOTO JIOCTyMa 00YUYalOIIMXCs B YUeOHbIE TTOMEIIEHHUS, TyaJleTHhIe KOMHa-
THI M JPYTHE TIOMEIIEHHUs, a TaK)Ke peObIBaHNEe B YKa3aHHBIX momelnieHusx. O0y-
qaromuecs U3 urciaa uHBaauaoB 1 aull ¢ OB3 obecrnieueHsl neyaTHBIMU U (W)
AJICKTPOHHBIMU 00pa30BaTEIbHBIMHU pecypcaMu B popmax, aalTUPOBAHHBIX K OT-
paHUYEHUSIM UX 3710poBbs. OOpa3oBaHHE OOYUYAIOIIUXCS C OrPaHUYCHHBIMU BO3-
MOXXHOCTSIMH 3JIOPOBbSI MOXET OBITh OPraHW30BaHO KaK COBMECTHO C JIPYTHMH
O0OyYarOIIMMHUCS, TaK U B OT/ACIBHBIX TPYIINAX WIH B OTJACIBHBIX OPTaHU3AIIHAIX
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11. Ilepevyenb MHPOPMANMOHHBIX TEXHOJIOTHIA, MPO(ECCHOHATBbHBIX 0a3 JaH-

HBbIX, HCIOJIb3YyeMbIX IIPH OCYIIEeCTBJIEHUN 00Pa30BaTEeJILHOIO MpoIecca Mmo

AUCUMILTHHE (MOIYJII0), BKJIIOYAS NepeYeHb MPOrPAMMHOIO o0ecrneyeHus u
UH(POPMAIMOHHBIX CIPABOYHBIX CHCTEM

[TporpammHoOe obecrieueHue:

1. Omneparmonnas cucrema (MicrosoftWindows/liponpuemapnas);

2. Ilaker oducubix nporpamm (MicrosoftOfficellponpuemapnas);

3. Web-6pay3zep (Mozilla Firefox GNU Lesser General Public License);

HNudopmarmoHHbie CIIPpaBOYHBIE CUCTEMBI:

1) ABTromMaTu3MpoOBaHHas uH(popManmoHHas OonbauoTeyHas cucrema
Marc21SQL;

2) CnpaBouHo-npaBoBas cucrema «Koncynbrantllnrocy

12. MaTtepuanbHO-TeXHHMYeCKas 0a3a, He00OXoAUMAasi NJIsl OCYLIECTBJICHUA 00-
Pa30BaTeJILHOIO Mpoecca Mo JUCHUIIINHE (MOYJII0)

Crnenmnajan3npoBaHHble ayTUTOPUM:

YyeOHast ayJuTOpHsl TSl TPOBEICHUS 3aHITHI CEMHUHAPCKOTO THITA, KypPCOBOTO MPOSKTHUPO-
BaHUS (BBIMOJIHEHHUS KYPCOBBIX PabOT), TPYMIIOBBIX U WHIUBUIYAJIbHBIX KOHCYJIBTAIHM, Te-
KYIIIET0 KOHTPOJISL ¥ MMPOMEKYTOYHOH aTTeCTalliy / KOMITBIOTEPHBIN KJIACC / IOMEIEHUE JIS
CaMOCTOSTEIILHON paboThI™*

TexHu4ecKue cpeacTBa 00yUEHUSI:

KOMITBIOTEP C POTPaMMHBIM OO€CIIeYeHUEM, YKa3aHHbIM B 11.11, moctymnom k cetu «MHTEp-
HET» M 00eCreueHNeM JIOCTYIIA B 3JICKTPOHHYIO HH()OPMAIIMOHHO-00pa30BaTeIbHYIO CPEIy
Crnenuajau3upoBaHHbIe Ay TUTOPUM:

YyeOHast ayTUTOpUs AJIs MPOBEICHUS 3aHSATUHN JICKIIMOHHOTO THIIA, 3aHATUH CEMUHApPCKOTO
THTIA, KyPCOBOTO MPOCKTHPOBAHUS (BBIITOJIHEHUS KYPCOBBIX padOT), TPYIIIOBBIX M WHJIUBH-
JyadbHBIX KOHCYJIBTALMN, TEKYIEro KOHTPOJIS U POMEKYTOUYHOW aTTeCTarum ™
TexHuyeckue cpeacTBa 00y4eHus:

MYJIbTUMEANINHBIA KOMIUIEKC
KOMIIBIOTEP C IPOTPaMMHBIM 0OecrieueHHeM, YKa3aHHbIM B 1111
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