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1. [TosicHUTEIBbHAS 3aIIUCKA

Jucuumnunaa «/JoxymenmayuonHoe obecneueHue YNpasieHus» 3aHUMAET
BAXHOE MECTO TIpU TMOATOTOBKE OakanaBpoB 1o HampasiaeHuto 38.03.02.
«MeHemKkMeHT». YTpaBlIeHUE MNPEANpUsTUeM (OpraHu3alueii), OKa3bIBAIOIIUM
yCIIYTH, HEU30€XHO TpeOyeT CO3/laHus] MHOTHX BHJIOB JOKYMEHTOB, 0€3 KOTOPBIX
HEBO3MOXXHBI PEIICHUE OCHOBHBIX MPOU3BOJCTBEHHBIX 3ajay, IJIAHUPOBAHUE
NEeATeNIbHOCTH, (UHAHCUPOBAHMUE, OyXTaJITEPCKUM yd4eT U  OTYETHOCTD,
OMEepaTUBHOE YIIpaBlICHHE, KaJApoBoe oOecreyeHue MAesITeNbHOCTH U T.II.
JIOKyMEHTHI SIBJSIFOTCS OCHOBHBIM JIOKa3aTEbCTBOM COBEPIIEHUS TOTO WM UHOTO
dakta MIPOU3BO/ICTBEHHO-X03SICTBEHHOM NeATeNIbHOCTU PEATPUITHS.
Opranuzanusi TOKYMEHTAIlMOHHOTO OOeCTeUeHHsl ympaBieHUs B cdepe cepBuca
UMEET HEKOTOPhle OCOOCHHOCTH, CBSI3aHHBIE C KOHKPETHBIMH MPOIETypaMu
peanuzaiuu TpeOOBaHUN U HOPM, OTIPEICTIEHHBIX 3aKOHO/1aTeIbCTBOM.

Ilenbt0  OCBOCHHMS  AUCHUIUIUHBI  «/[oKyMeHmayuonHoe  obecneuenue
ynpaenenus»  SBISETCS W3YYEHHWE CHUCTEM JIOKYMEHTAIlUW, OpraHu3aluu
JIOKYMEHTUPOBAHUS u JIeJIOTIPOU3BO/ICTBA, COCTaBJISIFOIIINX OCHOBY
MH(OPMAIIMOHHBIX MTPOIIECCOB B OPTaHU3AIINH.

3aaun JUCIUIUINHEL:

- 03HAKOMJICHHE CTYJIEHTOB C 3aKOHO/IaTeJIbHON U HOPMAaTUBHOM 0a30i,
METOJIMYECKUMHU pa3padOTKaMu U OCHOBHOW HAy4YHOU JIUTEPATypOil MO KypcCy;

—U3y4YEeHHE TMPAKTUKU OPTraHU3alMu JOKYMEHTAllMOHHOTO oOO0ecreyeHus
yIPaBJIECHUS HA MPEINPUATHSIX.

2. [lepeyeHb MJIAHNPYEMBIX Pe3yJIbTATOB 00YUYeHUsI 1O JUCHUILINHE,
COOTHECEHHBIX € IVIAHUPYEMBbIMHU Pe3yJIbTATAMHU OCBOEHUN 00pPa30BaTeIbHOI
NpOrpaMmbl

Huctummnaa «/[okymenmayuonrnoe obecneyerue ynpasieHus» y4acTBYeT B
dbopMUpOBaHUY CIIETYIONICH KOMIETEHIUN:

Komnerenuun MHaguKaTopbl Jdeckpunropsl
YK-4. Crnocoben YK-4.U-2. Benet| 3nanusi: OCHOBHBIX CBOMCTB JIOKYMEHTOB
OCYILIECTBIISITh eNOBYIO MEpenucKy Hal U uX (QYHKOUI B cHCTeMe JAeI0BOro
JIETIOBYIO rOCyIapCTBEHHOM B3aMMO/JICHCTBUS
KOMMYHUKAIIUIO B SI3bIKE PD Y| YMeHusl: HCINOJb30BaTh COBPEMEHHBIE
YCTHOM M MHUCbMEHHOM [MHOCTPaHHOM(-bIX) TEXHOJIOTUH, MIPUMEHSAEMbIE npu
dbopmax Ha SI3bIKAX. OpraHu3anuu JeJIOBOM TEpenucKh Ha
roCcyIapCTBEHHOM roCyJapCTBEHHOM SI3bIKE PO u
s3bike Poccuiickoit HHOCTPAHHOM(-bIX) s3bIKE (-aX).
denepauuu u HaBbiku: odopMIeHHS, MIPOBEPKHU
WHOCTPaHHOM (BIX) MPaBUILHOCTH COCTAaBJIEHUS JIOKYMEHTOB
SI3BIKE (aX). P OCYILIECTBJICHUH JI€TIOBOI NEPENUCKU
YK-4.U-5. Ilpumenser| 3nanus: OCHOBHBIX COBPEMEHHBIX
11 (pOBHIE cpenctBal nudpoBbIX WHCTPYMEHTOB
B3aUMOJICICTBUSA | B3aMMOJICHCTBHUS C IEPCOHAIOM




IPYTUMU  JIFOABMH IS
[mocTrxeHns
[IOCTaBJICHHBIX LEJIEH.

YMeHusl: COCTaBJIATH HH(POPMALUOHHO-
CIPaBOYHBIE JOKYMEHTHI C HNpPUMEHEHHEM
IU(PPOBBIX TEXHOJIOTUH ISl OpraHU3aluu
B3aUMOJICHCTBHS C paOOTHHUKAMHU

IK-2. Ciocoben
OCYIIECTBIISITH JICIIOBOE
oOuieHue u myOnuyHbIe
BBICTYIIJICHHS, BECTH
MIEPEroBOPHI,
COBEIIaHHUS,
OCYIIECTBIISTh
JIETIOBYIO TIEPETIHCKY U
MO/IJIeP)KUBATh
uudpoBbIe
KOMMYHHUKAIIMH Ha
YPOBHE OTIBITHOTO
MOJTL30BATEIIS.

MK-2.1-2. Ciocoben
OCYIIIECTBIISATH JACIIOBYIO
MEPEIHCKY, B T.4. C
ITOCTaBIIIUKaAMU,
apTHEepPaMH,
3aKa34MKaMU,
AHATH3UPOBATH U
MPOBEPATH JOKYMEHTBI
Ha COOTBETCTBHE

HaBbixu: OpraHu3anuu JIBUKECHUS
JIOKYMEHTOB BHYTPH bupMBI C
IPUMEHEHHEM II(PPOBBIX TEXHOJIOTHIA
3HaHuA: BHJIOB YIIPABJIEHYECKHUX
JIOKYMEHTOB, HEOO0XOUMBIX i
ONMCAHUS PAa3JIMYHBbIX YIPaBICHYECKUX
JNEUCTBUI.

Ymenus: COCTaBJIISATh JIEJIOBbIE
JIOKYMEHTHI.

HaBbiku:  npoBeneHHs  IKCHEPTU3BI

ONEHHOCTH JOKYMCHTOB.

paBuiiaM

IMK-2.U-3. Ciocoben | 3nanus: HOPMAaTUBHO-TIPABOBBIX
OCYILLIECTBIISITh JIOKYMEHTOB, peraamMeHTHPYIOIINX
KOMMYHHUKAIUH OpraHu3aIHIo JIEKTPOHHOT'O
[10CPEJICTBOM JOKYMEHTO00OopoTa

KOPIOPaTUBHBIX YMeHusi: apXuBUPOBATh  AIIEKTPOHHBIE
MH(pOPMAaLMOHHBIX JOKYMEHTBI

CHCTEM, B T.4. C HaBpIkM:  pacChUIKM  JIEKTPOHHBIX

MOMOIIIBIO ITU(DPOBBIX
TEXHOJIOTUH Ha YPOBHE
OIILITHOTO

I10JIb30BaTCIIA

JCJIOBBIX ITUCEM

3. MecTO IMCUUILIMHBI B CTPYKTYpe 00pa3oBaTeibHOM NPOrpaMMbl

«Jlokymenmayuonroe obecneuenue ynpasieHus» SIBISCTCS TUCITUTUINHON T10
BBIOOpPY YacTH, (OpMUPYEMOH ydacTHHKaMHU OOpa30BaTEIbHBIX OTHOIICHHM IS
MMOATOTOBKH CTYIeHTOB 10 HanpapieHuto 38.03.02 - Mewnedocmenm.

= IIpenmecrByroiue IMocaenyronme
= P y JAucuumiinHbl (MOAYJIN), AyIom
= | AMCUMILIMHBI (MOAYJIH), AUCHHILIMHBI (MOLYJIN),
2 = NPAaKTHKHU Y4e0HOI0 IJIAHA,
S o NPAKTUKHA Y4eOHOT O NPAKTHKH Y4e0HOI 0
= g B KOTOPBIX KOMIIETEHII A
= =2 IUIAHA, B KOTOPBIX IUIAHA, B KOTOPBIX
S 0CBaMBaeTCs NapajJieJbHO
= oCBaMBaeTcst . N ocCBaMBaeTcst
g ¢ U3y4aeMoi TUCHHUILINHOM
KOMIIeTEeHIUA KOMIIeTeHII U
YK-4 HNHocTpaHHBIN A3BIK VYnpasneHue yenoBeuyeckuMu | JlucuumuimHa uzydaercs
pecypcamu Ha IMOCJIETHEM dTalle
VYuyebHas mpakTHUKa dbopmupoBaHus
(03HaKOMHUTEIIbHAS MPAKTUKA) KOMIETEHIINU
IIK-2 | JlenoBble KOMMYHHKAIIUN HNHocTpaHHBI A3BIK B WNHOCTpaHHBIN A3BIK B
npogeccuoHaIbHON npogeccuoHaIbHON
NeSITeNbHOCTH/ JeSITeIbHOCTH/
/lenosou unocmpannolil a3k | [enoeoii unocmpanmwiii




AZbIK
IIpounsBoacTBeHHAA
IIPAKTHKA
(TexHoJIOTHYeCKas
(IpoexTHO-
TEXHOJIOTYECKas)
MIPAKTHKA)
IIpounsBoacTBEeHHAA
IIPaKTHKa
(npeaaumiIoMHas
IIPAKTHKA)

4. O0beM IMCUMILTHHBI (MOAYJISI) B 324E€THBIX eAMHULAX C YKA3aHUEM
KOJIMYeCTBAa aKAIeMHUYeCKUX WM ACTPOHOMHUYECKHMX YaCOB, BblIJIeJEeHHbIX HA
KOHTAKTHYI0 padoTy 00y4arwiuuxcs ¢ npenoganartesieM (110 BUIaM y4eOHBIX

3aHATHH) U HA CAMOCTOSITEJIbHYI0 pa00Ty 00y4ar0uXcsi

O6mas TPYAOEMKOCTh OCBOECHHUS yaeOHOU JACIUTIIMHBI
«/loxymenmayuornHoe obecnevenue ynpasienus» COCTABIACT 3 3aUETHBIX €IHMHUIL
i 108 akageMHU4YecKuX 4acos.

Cenec Ne cemectpa Bcero,
R 4 aK.4acoB
OO0r1ast TPYI0EMKOCTD (BCETOaK. 4acoB / 3.€1) 108/3 108/3
Jlexun 16 16
KonTakTHas pabora
[IpakTrueckue 3aHATUS 16 16
CamocrosrtensHas pabora 49 49
Bun npomexyrouHoii
arrectennt Dxsamen 25245 | 25/24,5
(koHT.pad. / camocCT.
pao.)

5. Copep:xaHue TMCHUIIMHBI (MOLYJIS), CTPYKTYPUPOBAHHOE 110 TEMaM
(pa3zesaM) ¢ yKa3aHUeM OTBEACHHOI0 HA HUX KOJIMYECTBA aKaAeMHYeCKUX
WIH ACTPOHOMMYECKHUX YaCOB ¥ BHA0B Y4eOHBIX 3aHATHH

HaumenoBanue TpynoemkocTsb
Ne | paspena muCHUIIIAHBL o 2 KonrakTHas I Conepxxanue
(Tema) m o pabota o =
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4 cemecry
[Tonsitue o noxymente. CBOKCTBa,
NpU3HAKKA, QYHKIUH JOKYMEHTA.
Metonpl U cnocoObl JAOKYMEHTH-
poBaHus. HopmaTtusHo-
OCHOBBI JOKYMEHTAJIb- METOINYeCcKast 6a3a
HOTO obecrnieueHus 20 4 1o | OKYMEHTALHOHHOTO obec-nieueHus
OpraHM3aiuu Iporiecca yIpaBiIeHUS JeSITENIbHOCTBIO
cepBuca opraHuzanuu  cdepbl  cepBHca.
Bunbt YIPABIECHYECKUX
JOKYMEHTOB, HE00-XOAUMBIX s
OTIMCaHUS Pa3IMYHBIX
YIPaBJICHUYECKUX JEHCTBUH.
CocraB, CTpyKTypa U COAEpKaHUE
Cucremsl JOKYMEHTalluu, oOecreunBaronei
JOKyMEHTaIluH, OpraHHu3aIuio Tpollecca CepBHCA.
oOpa3yromuecs B CocraB OpraHu3aIOHHO-
nporec-ce ympasieHus | 20 4 12 | mpaBoBoii, pacropsiIMTENLHOM,
JesITeNb-HOCThIO MH(OPMALIMOHHO-CIIPABOYHOH,
opraHuzaruii  cdepbl MJIAHOBO-OTYETHON JTOKYMEHTAIIUH,
cepBHca.. npaBmwia €€  COCTaBJeHUS U
odopmieHus;
OO01as XxapakTepucTuka KaapoBOTro
cocraBa PEIITPUSITUSL.
Opranuzanus JOKYMEHTAIlHOHHOTO
obecrieyeHus JeSITeNIbHOCTH
KaJpOBON CIIy>KObl TMpEANpUSATHUS
JloKyMeHTaIllMOHHOE chepbl  cepBuca. Opra-Huzanus
obec-nieueHue 20 4 12 paboTel €  KaapoBOH  JIOKY-
yIpaBICHUS nep- MeHTanueit. OcCoOeHHOCTH HCIIOJIb-
COHAJIOM. 30BaHusa cetu MHTepHer ans
pelieHus 3a/au KaJIpOBOTO
nenomnpousBoacTea.  OdopmieHue
JEJIOBBIX TIMCEM, JAOKIAIHBIX U
CIIy’)K€OHBIX 3aIllUCOK, OTBETOB Ha
Xaslo0bl moTpeduTeneil.
Oprarmsangs Opranuzanus paboThI c
JAOKYMEHT0060pOTa. JOKyMeHTaMu. Pecypcsl, cpenctsa u
Pecypeer, — cpexctea  u IpaBuIa JIOKyMeHToo0opoTa B
TpapHia cepBuce. Mx BbIOOp B 3aBUCMMOCTH OT
ZIOKyMEHTOO00pOTa B 21 4 13 ocoOeHHocTEN NeITEIbHOCTH
cepsuce. Mx BpIOOp B MpETPHATHS.
3ABUCHMOCTH or Cucremaruzanus JOKyMEHTAllMU B
ocoOeHHOCTeH N
ESITETBHOCTH nporecce CEpBHUCHOM




HpeIIPUSITHUSL. JesaTenbHoCTH. POpMHUpPOBAaHUE H
obopmieHHE el  DKCIepTu3a
HCHHOCTHU JOKYMCHTOB,
MOJIFOTOBKA JOKYMEHTOB K
XpaHCHHUIO.

DK3aMeH 27 2,5 24,5

Htoro 108 | 16 | 18,55 | 73,5

6. IlepeyeHb y4eOHO-METOANYECKOT0 00eCIIeYeHU ISl CAMOCTOSITEIbHOM
padoThI 00y4aKIIMXCS MO JUCHHUILIMHE (MOTYJII0)

Ne Bunel camocTosiTensHON paboThI TpynoemkocTs, dopma KOHTpOJIS™
aK.4achbl
1. [IpopaboTka TeopeTHUecKOro
N Koncynpramus
Marepuala Mo KOHCIEKTaM JIEKIIHH,
. IpernoaBaTes,
PEKOMEHI0BAaHHOMU JIUTEPATYpPE, 15 CTHOE
JOTIOJTHUTETFHBIM UCTOYHUKAM M
cobecemoBaHme
nHdopmanuu

2. [ToaroroBka kK NpaKTUYECKUM BeicTyruienue ¢
3aHSTUSIM: TIOUCK HEOOXOUMON JIOKJIaJIOM,
nHpopManun, 06padoTka nHGOpMaIUH, 15 MIpE3CHTAIIHS,
HamucaHue JI0KJIaaa, MoAroToBKa K OTBETHI HA
BBICTYIUICHUIO (JIUCKYCCHH ) JIMCKYCCUOHHBIE

BOIPOCHI

3. [ToaroTroBka K TEKyIIeMyKOHTPOJIIIO

A YHIEMYKOHTP 19 TecTsl
(TEcTUpoBaHUE)

4, [ToaroToBka K MPOMEXYTOUHOMN YcrHoe
aTTecTaluu cobecenoBanue,
(BOTIPOCHI K 3a4€Ty, UTOTOBBIN TECT, 24,5 TECTUPOBAHUE,
HanMcaHue KypcoBoi paboThI) 3aIuTa KypcoBOi

paboThI

JUIsE caMOCTOSATEIbHON paboThl MO JUCIHIUIMHE (MOJYII0) O0yYaroImuecs
UCIIOJIB3YIOT CIIeyIoIIee yueOHO-METOIUIECKOe 00ecIIeyeHHE:

1) 2) lokyMeHTaIlMOHHOE 00ECIICUCHHE YITPABJICHUS IEPCOHATIOM: YUeOHOe
nocooue/bynmar P. E. - M.. HUI HHDPA-M, 2015. - 234 c.
http://znanium.com/bookread2.php?book=488066

2) JlokyMeHTaIlMOHHOEe OOeCIeUYeHrnEe YIpaBlIeHUs (JIEeIOMPOU3BOJICTBO) :
yuae0. mocobue / T.A. beikosa, T.B. Ky3nenosa, JI.B. Cankuna. 2-e u3j., mepepad.
u gon. — M.:. HNHOPA-M, 2017. — 304 <c¢. Pexmm pocryna
https://znanium.com/read?id=28598

3) ®oHA OICHOYHBIX W METOJUYCCKHX MaTepUANOB IO JIUCIHMILIAHE
«J[okymMermoobopom u 0e1onpouU3800Cmeo»



http://znanium.com/bookread2.php?book=488066
https://znanium.com/read?id=28598

7.(I)OHII OICHOYHBIX 1 METOAUYECCKUX MATECPHAJIOB JIA IMMPOBCACHUSA
IIpOMG)KyTO‘lHOﬁ aTreCralumn oﬁyqamumxcn o AMCIHMIIJIMHE

Bonpocs! Aj1st HOATOTOBKHM K IPOMEKYTOYHOM aTTeCcTALUN

1. Ob6ocHOBaHHE HEOOXOAMMOCTH OOY4YeHUs JOKYMEHTAlHOHHOMY
00€CIEeYEHUIO U €ro aBTOMAaTU3ALIHH.
2. OCHOBHBIE TOHATHS JOKYMEHTAIIMOHHOTO OOECTICUeHUS YIpaBICHUS

(1enonpon3BOJACTBO, TOKYMEHTOOOOPOT, TOKYMEHT, PEKBU3UT, U JIp.).
KnaccudukaTopsl 10KyMEHTOB.
OcHOBHBIC (PYHKITUU JOKYMEHTA.
YHubuKanms u cTaHaapTU3aus JOKYMEHTOB.
PernamenTarnmst 1e10MpON3BOICTBA.
bnank. [Monsitue 61anka. TpeGoBaHust Kk 0oopMIIEeHUIO OJIAHKOB.
bnank. Bunbl 6;1ankoB. OcoO0eHHOCTH X 0)OPMIICHUS.
bnank. BapuaHThI pacronoeHus peKBU3UTOB Ha OJIaHKaX.
0. PexBusur. [ToHsTHE pEKBU3HTA, TOPSIOK HX OPOPMIICHUS.
1. TIlpaBuna odopmieHHS ngaT, HyMeEpaluud CTpaHUIl, O(QOPMIICHUS
Ta0JINII, MATEMAaTHICCKUX (POPMYI M COKpPAIICHUH.

12. TexHuueckue cpeCTBa, UCIOIB3YEMbIC B ICJIOMPOU3BOJICTBE.

13. JloxymeHntooOopoT B opranuzanuu. l[loHaTtue n0OKyMeHTOOOOpOTA.
dopmbl 10KyMeHT0000poTa. OCHOBHBIE ATAIBI TOKYMEHTOOOOPOTA.

14. JloxymeHntooOopoT B opranusauuud. PaGorta ¢ ucxoxdmumu
JOKYMEHTaMH.

15. JlokymeHntooGopoT B opraHuzamuu. PabGora ¢  BXoagmumu
JOKYMEHTaMH.

16. JlokymeHTOOOOpOT B opraHu3aiuu. [Iporecc KOHTPOJISI UCTIOJTHEHUS
JTIOKYMEHTOB.

17. ®opmupoBaHue U XpaHEHUE eIl

18. TloxaroTtoBka u mepenaya Jell B apXUB.

19. OpranuzanuonHbie JOKyMeHTHl. VX (yHKIMM u Ha3HavyeHHe. YcCTaB
OpraHu3aIuy.

20. Opra#mzaiuoHHbIE JOKYMEHTHl. WX ¢QyHKIMM u Ha3HAYCHHE.
[lIraTHOE pacnucaHue.

21. Opra#mzaiiuoHHble JOKYMEHTHl. WX ¢QyHKIMM u Ha3HAYeHHE.
JIOM>KHOCTHAS UHCTPYKIIUSL.

22. PacnopsautenbHbie MOKyMeHTHI. VX QyHK1uu n Haznadyenwue. [Ipukas
10 OCHOBHOM JAEATEIbHOCTH.

23. PacmopsautenbHble JOKYMEHTHL. WX QyHKMM w Ha3zHAdYeHHE.
Pacniopsixenue.

24. PacmopsautenbHble JOKYMEHTHl. WX (QyHKIMM W Ha3Ha4YCHUE.
VYkazanue.

25. CnpaBouyHo-HH(pOpMANMOHHBIE  JOKYMEHTHL. WX ¢dyHkmmm wu
HazHayeHue. CiykeOHOe MUCHMO.

26. CnpaBoyHO-HH(pOpMANMOHHBIE  JOKYMEHTH.. WX ¢dyHkmmm wu
Ha3HauYCHUE. AKT.

HBE©oNO koW



27. CnpaBoyHO-WUH(OpMALMOHHBIE  JOKYMEHThl. MX ¢QyHkumu wu
Ha3zHayeHnue. [Iporoxo.

28. CnpaBoyHO-MH(OpPMAllMOHHBIE  JOKYMEHTh.. Wx  dyHKMM u
HazHayeHue. OObsACHUTENbHAS U JOKIa HAs 3aITUCKH.

29. CopaBouHO-MH(GOpPMAlIMOHHBIE  JOKYMEHTh. Wx  dyHKmMM u
HazHadyeHue. Tenedonorpamma, dakc.

30. IIpesenrtanus. Ee dynkius u HazHaueHue. OCHOBHBIE JIEMEHTHI.

q)OHI[ OINCHOYHBIX H MCTOAWYCCKHUX MATCPUAJIOB OJId IPOBCACHUA
HpOM@)KYTO‘IHOﬁ arTeCTallin O6y‘{aIOIJ_II/IXC$I 110 JHUCHOUIIIIMHC Oq)OpMJ'ISICTCH
OTACJIBHBIM NOKYMCHTOM, ITPCACTABJIICH B ITPHUJIOKCHUN 1.

8. [lepevyeHb OCHOBHOI, 10MOJIHUTEIbHOW YUeOHOM JINTEPAaTypbl, pecCypcoB
HHG(OPMALMOHHO-TEJIEKOMMYHUKANNOHHOM ceTH « UHTepHeT», HE00XOAMMBIX
JJISI OCBOEHUS TUCHMILIMHBI (MOILYJIs)

a) rocy1apCTBeHHbIE CTAHAAPTHI

1) TOCT P51141-98 «/lenonpou3BoACTBO U apXHBHOE /ei0. TepMUHBI U
OTIpEICTICHUS

2) TOCT P 6.30-2003 «YuubpuIimupoBaHHble CHCTEMBI JIOKYMEHTAIUH.
YHuQUIMpoBaHHas  CHCTEMa  OPraHU3aIlMOHHO - pacmopsIuTeIbHON
nokymeHTarun. TpeboBaHU K 0POPMIIEHHIO TOKYMEHTOBY

3) TOCT P 7.0.97-2016 «Cucrema cTaHgapTOB 10 HH(POPMAIIHH,
OMOIMOTEYHOMY W W3AaTelIbCcKOMY Jneiny. OpraHu3anuOHHO-PACIIOPSAUTETbHAS
nokymeHTanus. TpeboBanus kK oOPMIECHUIO JOKYMEHTOB

0) OCHOBHAas JiUTepaTypa:

1) JlokyMeHTaIlMOHHOE OOCCIeYCHHEe YIPaBICHHS IMEPCOHAIOM: YueOHOe
nocobue/bymar P. E. - M.:. HHUI[ HHOPA-M, 2015. - 234 c.
http://znanium.com/bookread2.php?book=488066

2) JlokyMeHTaIlMOHHOEe OOEeCIeUYeHNEe YIpaBICHUS (ICIOMPOU3BOICTBO) :
yue0. nmocobue / T.A. beikosa, T.B. Ky3nenosa, JI.B. Cankuna. 2-e u3j., mepepad.
u gon. — M.:. HNHOPA-M, 2017. — 304 <c¢. Pexmm ngocryna
https://znanium.com/read?id=28598

3) OcHOBBI J1e7I0BOH (CITy)KeOHO¥ ) MMCBEMEHHOM pedyu B cepe yIpaBIeHUS :
yuae06. mocobue / C.1O. Kabamos. M.: UH®PA-M, 2019 — 163 c. Pexum goctyna:
https://znanium.com/read?id=335870

0) 10MOJTHUTEJBbHAS JIUTEepaTypa:

1) UYepnoBa C. TI. JlokyMEeHTalMOHHOE OOECICUYCHUE YIPaBICHUS
[DmekTpoHHBIH pecypce] : yueb. mocobue / HoBocuO. roc. arpap. yH-T, DKOH. (ak.;
coct. C.I. UYepnoBa. — HoBocubupck: 3omoroit komoc, 2014. - 106 c.
http://znanium.com/bookread?2.php?book=516760



http://znanium.com/bookread2.php?book=488066
https://znanium.com/read?id=28598
https://znanium.com/read?id=335870
http://znanium.com/bookread2.php?book=516760

2) JloKyMeHTaIlMOHHOE OOecleueHre yrpaBicHus: YdeOHoe mocobue/
I'maguit E.B. - M.: HUI[ PUOP, HUIlT HNHDPA-M, 2016. - 249 vc.
http://znanium.com/bookread?2.php?book=304633

3) lenoBoe MUCHMO: y4eOHO-CIIPABOYHOE MOCcOoOMe ISl OakanaaBpoB / aBT.-
coct. U. H. Ky3nenos. 10-e uzn., nepepad. - Mocksa : [lamkos u K, 2020 - 161 c.
https://znanium.com/read?id=358429

3) JokxymenroBenenue: YueOHoe mocodue / VYmrakoBa O.A. M.:HUI]
NH®PA-M, 2017 - 64 c. https://znanium.com/read?id=216012

B) pecypcbl ceTn «AHTEepHET»:

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

2)  Jlenompou3BOACTBO W JIOKYMEHTOOOOPOT Ha  IPEANPHUITHH.
http://www.delo-press.ru/journals.php?page=documents

3) Kaagposoe enompoM3BOJACTBO M TpyAoBoe mpaBo. http://hr-
portal.ru/rubric/kdp

4) @enepanbHblii optanl «IKoHOMHUKA. Cormoniorus. MeHeIKMEHT.
http://ecsocman.edu.ru

5) Dnexrponnas oubauoreka HR-crienmanucros. http://www.hrm.ru/

9. MeToauyeckue yKa3aHusi JAJ1s1 00y4aOIIMXCS M0 OCBOCHUIO TUCHMILTHHBI
(MmoayJin)

CaMocTosiTeNnbHas TIOJTOTOBKA 00YYAIOIINXCS IIPOBOIUTCS JUIS YTITyOJICHUS
M 3aKpeIUICHUs 3HAHW, IMOJYYCHHBIX Ha JICKIUAX U JAPYTUX BUAAX 3aHATHH, IS
BBIPAOOTKH HABBIKOB CAMOCTOSTEIHHOI'O TPUMEHEHHUS HOBBIX, JOMOIHUTEIBHBIX
3HAHUH ¥ MIOATOTOBKH K TPEJCTOSAIINM YICOHBIM 3aHATHIM, 3a49€TYy.

BaxxHpIM  ycJIOBHEM  YCIIENTHOTO W3YYCHUS JAWCIUIUIMHBI  SIBIIACTCS
nocemnieHne Jieknuid. [log mocemenuem moapasymeBaeTcsi He (popma acCHBHOTO
MPUCYTCTBHSI, @ aKTUBHAs paboTa M0 M3YYCHHIO HOBOTO MaTepuaia. [loaroroBka k
JICKITMOHHBIM 3aHSATHSM BKIIOYAeT B ceOs aHAIM3 TIpeJiaracMbIX ISl M3ydCHHSI
BOIPOCOB, H3YYCHHE HOPMATHBHBIX WCTOYHHKOB U YYeOHOW © HAyIHOU
JUTEpaTypbl MO pacCMaTpUBAaEMbIM BOMpOcaM JEKIWU. B mpormecce JeKmuu
oOydJaromuiicss MOXET 3a/JaBaTh  YTOUHSIOIIUE  BOMPOCHI,  OCYIIECTBUTH
B3aMMOCBSI3b HOBOTO MaTepuaia C YXKe H3YYEeHHBIM, MOJATOTOBHUTH 0a3y Ui
(G ()EKTUBHOTO HMCTOIB30BAHMS TONYYEHHBIX 3HAHUN, OOJETYUTh TOJATOTOBKY K
MPAKTUYECKOMY 3aHATHIO. D(PQPEKTUBHBIM CIOCOOOM (PUKCAUU JIEKITHOHHOTO
MaTepuayia SIBISICTCS KOHCIEKTHPOBAHWE, MPEACTABISIONIEE COOO0M HE TOJBKO
¢uKcanuio BaXHEUITUX MOMEHTOB JIEKIIMM, HO W YKa3aHHUE MPUMEPOB s
MOHUMAaHUS TOTO WJIM HHOTO TEOPETUIECKOTO MaTepHaia.

[Ipyn moATrOTOBKE K MPAKTUYECKOMY 3aHSATHIO HEOOXOAMMO HMCIOJIB30BaTh
KOHCIIEKTHPOBAaHHbIE MaTepuaibl JIEKIHH, y4eOHYyI0 W HAy4dHYIO IJIUTEpaTypy.
[TonroToBKa OTBETOB MO BHIHOCHMBIM Ha OOCYKICHHE BOMPOCAM MPAKTHYESCKOTO
3aHITHS BKJIFOYAET B ce0s HE TOJIHKO MPOYTCHHE MaTepualia, HO U €ro aHaIHu3 U
KPUTHUYECKYIO OIIeHKY.. OOydaromeMycsi CleIyeT BBIIBUTh MAaJOU3y4YeHHBIC
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aCIEeKThl PaCCMATPUBAEMBIX BOIPOCOB, MPOSBUTH MHUIIMATUBY MPHU MOATOTOBKE K
MPaAKTUYECKOMY 3aHSITHIO.

[Ipu moOAroTOBKE K MPAKTUYECKUM 3aHSATUSIMU U 3a4€Ty PEKOMEHIYETCS
CUCTEMATU3UPOBaTh 3HAHUA, M300pakasg HMX B TaOJUYHOM, IpaQUUYECKOM WU
CXEMaTUYHOM BHJI€. DTO MO3BOJUT YCTAHOBUTH B3aUMOCBSI3h U3YUaEMbIX SIBIICHUM,
YOPOCTUT 3ajady 3allOMUHAHMS MaTepuaja, OoOJIerYUT MPOLecC MPaKTUYECKOIro
MIPUMEHEHUS TTOJTYYEHHBIX 3HAaHUM.

3ajmadyel  TpaKTUYECKUX  3aHITUH  ABJSIETCS  BBIpaOOTKA  yMEHUS
HCIIOJIb30BaTh TEOPETUYECKHWE 3HAHUS, TMPOSBUTh HAJUYUE MPAKTUUECKUX
HaBbIKOB. [Ipu  mOATOTOBKE K  MPAKTHYECKOMY  3aHATHIO  CIEAYeT
3a0JIarOBPEMEHHOT0 O0ECMEeUnUTh HAIUYUE HEOOXOJMMO Il JAHHOTO 3aHSTHUS
Marepuasa, CaMOCTOSTEIbHO MOBTOPUTH PAHEE U3YUCHHBIC TEMBI.

JIns  ycmemHoro OCBOCHHSI JUCHUIUIMHBI BaXKHBIM SBJISIETCS YMEHHE
paboTaTh ¢ TEPMHUHAMHU M UX ompeaeneHusMu. [[ns paboThl ¢ TepMHUHOJIOTHUEH
3 PEKTUBHBIM SBIISETCS HCIOJIB30BaHUE KaK yueOHOW M HAy4YHOU JIMTEPATYpHI,
TaK ¥ FOPUANIECKUX U PHIIOCO(CKUX CIIOBApEi.

PabGora ¢ TepMHUHAMU MOXET OCYIIECTBISATHCS Kak B (OpME COCTaBIICHUSI
COOCTBEHHBIX TEMATHYECKUX CJIIOBAPUKOB JUIsi yA0OCTBA M CKOPOCTH TIOHMICKa
HeoOxoaumoro TepmuHa. C  3TOM 1ENbl0 HEOOXOAMMO KaXIbI HOBBIN
BCTPEYAIOIIUICS TEPMHUH 3aIlMCHIBATh U BO BPEMS MOJTOTOBKHM K CEMUHAPCKUM H
MPAKTUYECKUM 3aHSITHUSIM YyKa3bIBaTh COOTBETCTBYIOIIEE olpenesieHue. B ciydae
BO3HMKHOBEHHSI CJIO)KHOCTH BBIOOpa ONpEJeeHUs W3 HUMEIoIerocss odbeMa B
paMKax Hay4dyHOTO 3HaHUS HEOOXOJMMO 3aJaBaTh BOMPOCH MPEMOJaBATEIIO0 B
paMKax JEKIIMOHHBIX U MPAKTUYECKUX 3aHATHH.

WUHtepakTuBHBIC  QOPMBI  TPOBEACHUS  3aHATHA 10  JAUCITUIUIMHE
«/loxymenmayuornHoe obecneuenue ynpasienus» BKIIOUYAIOT B ceOs CIEIYIOIINE
BUJIBI 3aHSITUH.

-  WHTEpPaKTUBHBIC JICKIMH, TMPEINOJaraloT MCIOJIb30BaHUE METOJIa
poOJeMHOT0 u30KeHus. [Ipu TakoM IMoax0j1e JICKIUs CTAHOBUTCS TMOXOXKEH Ha
JIAAJIOT, MPETNoJaBaHUe UMUTHUPYET HCCIEIOBATEIbCKUM Mpolecc (BbIIBUTAIOTCS
MIEPBOHAYATIBHO HECKOJIBKO KJIIOUEBBIX MOCTYJATOB MO TEME JEKIIHH, WU3JI0KECHHE
BBICTpAaWBAaeTCS TIO0 MPHUHIMITY CAaMOCTOSITENIBHOTO aHaimu3a W 0000IIeHHS
CTyJI€HTaMH Y4YeOHOro MaTepuaia). JTa METOJMKAa MO3BOJISIET 3aMHTEPECOBATh
CTYyJIEHTa, BOBJIEUb €T0 B Mpoliecc oOyueHus. [I[poTuBopeunss HAy4HOTO TO3HAHUS
PACKpBIBAIOTCS TOCPEACTBOM TIOCTAHOBKH TIpoOiemMbl. YueOHas mpolriema
mpoOJeMHasi CHUTyalusi SIBISIIOTCS OCHOBHBIMU CTPYKTYPHBIMH KOMITOHCHTaMH
npobnemHoro oOyuenus. [lepen HauanoM u3y4deHUs OMpENEICHHOW TEMBI Kypca
CTaBUTCS TIEpeNl CTyJACHTaMHU MPOOJIEMHBIH BOMPOC WU JAaeTCi MTPOOIeMHOE
3amanne. CTUMYyIUpYys pas3pemieHne MpoOJeMbl, MpenojaBaTeib CHUMAET
MIPOTUBOPEUHS] MEXKIY UMEIOIIUMCS €€ MOHUMAaHUEM U TPeOYyEeMbIMHU OT CTYJEHTA
3HAaHUSIMU. D(OPEKTHUBHOCTh TAKOTO METOJIa B TOM, YTO OT/ACIbHBIE IMPOOIEMBI
MOTYT MOJHUMATHCS CAMUMH CTyJEHTaMH. [ JIaBHBIA ycmex aHHOrO METO/a B
TOM, 4YTO TpenojaBaTeilb JOOUBAETCA OT AayJUTOPUU «CaAMOCTOSITEIBLHOTO
peuieHus» MocTaBiIeHHOM mpoOsieMbl. OpraHuzanus OpoOJEeMHOr0 OO0y4YeHHs
MPEACTABISACTCS JIOCTATOYHO CJIOKHOM, TpeOyeT 3HAYUTEIbHOM MOJITOTOBKH




nekropa. OqHAaKO Ha HAYAJIIBHOM 3Talle MCIOJIb30BAHMS 3TOTO METOAA €r0 MOXKHO
BHENIPATh B CTPYKTYPY TOTOBBIX, paHee pa3pabOTaHHBIX JEKIMM, MPaKTUUYECKUX
3aHATUN KaK JTOTIOJIHEHHUE.

- TpYINNOBBIE JHUCKYCCUU, TPUMEHSIOTCS i OO0ECleueHUs] HaBBIKOB
KOMaHJHOW pabOThl U MEXKIMYHOCTHOW KOMMYHHMKAIUU U TPEICTaBISAIOT COOOM
OLICHOYHOE CPEACTBO, IMO3BOJSIONIEE BKIIOYUTH OOYy4YalolUXCcs B Ipolece
0oOCYXJeHUs TMPEJCTABICHHON TeMbl, MPOOJEMbI M OLEHUTh HX YMEHHE
apryMEHTHPOBAaTh COOCTBEHHYIO TOYKY 3peHus. Kpome Toro, B Xoje 3aHATHIA
MPOBOJATCS KPYIJIbIE CTOJIBI MO 33JaHHBIM TEMATUKAM.

- aHalIM3 CUTyalu#l (Kehc-MeToJl) — TEeXHUKa OOy4YeHHs, WCIOJIb3YyIomIas
ONMMCAaHKWE peanbHbIX cuTyanuil. OOyyaromuecs JOJKHBI MPOAHAIU3UPOBATH
CUTYalllIo, pa3o0paThCsi B CYTH MPOOJieM, MPEMJIOKUTh BO3MOXKHBIE PEIICHUS U
BLIOpaTh Jyuiiee W3 HUX.B OCHOBE MeToda KOHKPETHBIX CHUTYyallud JIeKUT
OMHMCAHWE KOHKPETHOM MNpodheCCUOHATBHOM AESITeNIbHOCTH WM 3MOLMOHAIBHO-
MOBEICHYECKUX ACMEKTOB B3aUMOJCUCTBUS JoAcH. [Ipu M3ydeHMH KOHKpPETHOM
CUTyallMM, M aHaju3€ KOHKPETHOrO MpuUMepa CTYIAEHT JOJDKEH BXXKHUTHCS B
KOHKPETHBIE  OOCTOSITENIbCTBA, IIOHSATH CHUTYallMl0, OIICHUTh OOCTaHOBKY,
OTIpEJICNIUTh, €CTh JIM B HEH mpobiieMa U B ueM ee cyTh. OmnpeaenuTh CBOK pojb B
pelIeHnu mpooIeMbl U BBIPa0OTaTh LIEIECO00Pa3HYI0 JTUHHUIO MTOBEACHUS.

- MpemnoJlaBaHve JIUCUUIUIMHBI ~ OCYIIECTBIsieTCs B (opme Kypcos,
COCTAaBJICHHBIX HAa OCHOBE pE3yJIbTaTOB HAYYHBIX MCCJIEAOBAHUM, ITPOBOAVMBIX
opraHuzanueid, B TOM UYHCIE C VYYETOM pErHOHaJbHBIX OCOOEHHOCTEM
npodeccruoHaIbHOM JESTEIBHOCTH BBIITYCKHUKOB U norpebHoCTEH
paboToaTenen.

OueHouHbIe U METOAUYECKHue MaTepuabl o JTUCLIUIUINHE
«/loxymenmayuonnoe obecneuenue ynpasienus» npeactapieHsl B DOMM.

IIpy 1oAroTOBKE K MPOMEXKYTOUYHOMY WA HTOIOBOMY TECTUPOBAHUIO
HEOOXOAUMO H3YYUTh TEOPETUUYECKUH W TIPAKTUYECKUH MaTepuan. TecToBbIe
3alaHus (C TIepeyHEM BO3MOKHBIX BapUAHTOB OTBETOB, CPEIHU KOTOPBIX XOTS OBI
OJIMH OTBET SBIISECTCS HEBEPHBIM) OOECMEYMBAIOT CTPYKTYPHOCTH MBIIUICHUS,
BBIHYK/ICHHOTO BBIOpaTh U3 MNPEMJIOKEHHBIX BAPUAHTOB OTBET BCE IpPaBUIIbHbBIC
BapHaHTHl. TeCTOBbIEC 3a/JaHUs HA YCTAHOBIICHUS COOTBETCTBUS MOJAPA3YMEBAIOT
HEOOXOIUMOCTh TPOSBICHUS HE TOJBKO 3HAHUS Y4eOHOTO Marepuana, HO H
YMEHHUS TPUMEHATh TMpaBuia (GOpMalbHON JIOTUKHA. TECTOBBIC 3aJaHHsl Ha
YIOPSIIOYEHHUE HAIIPABIICHBI HA YCTAHOBJIEHUE JIOTUYECKOM MOCIEIOBATEIBHOCTH
paccMaTpUBaeMbIX SIBIEHUN (BPEMEHU CYLIECTBOBAHUS SIBICHUM, PaCHOIOXKEHUS
CTPYKTYPHBIX 3JIEMEHTOB MIPABOBBIX JOKYMEHTOB U T.II.).

O¢ddexTuBHBIM CMOCOOOM 1JIi TOATOTOBKM K TECTHPOBAHUIO SIBIISCTCS
paboTa oOyuaronierocsi Mo PEHeHUu0 TECTOBBIX 3aJaHUM, MPEIOCTABICHHbBIX IS
CaMOCTOSATEIILHON paboThl. Takyke MpH TOATOTOBKE K Takol (opmMe KOHTPOIsS
3HAHUM, KaK PEIIEHUE TECTOBBIX 3aJlaHUM, CIEAYET CaMOCTOSITEIBHO MOMBITATHCS
npopadoTaTh paccMaTpUBAEMbIE€ B JIUCLUIUIMHE BOMPOCHl B (OPME COCTABICHUS
TE€CTOBBIX 3a/IaHUMN.

[Ipr moATOTOBKE K 3K3aMEHY CIEAYET MMETh B BHUAY, YTO OH SBIISIETCA
HUTOTOBOM (DOPMOM KOHTPOJIS TIO M3YUYEHHUIO JAHHOW Y4eOHOM MUCITUIIIMHBI. 3a4eT



MOJPAa3yMEBAET  MAKCUMAJIbHYK)  KOHLEHTPALUMK  3HAHUW W YMCHUM,
MPEANoiIaraluX NoJHOE U3YUeHHE MaTepraa JUCLUILIAHBI.

DK3aMeH NpoBOAUTCS B (OpME YCTHOrO coOeceOoBaHUSI U BBINOTHEHUS
MUCBMEHHOTO 33J1aHus, TUO0 TecTa.

Pemenne mnpenonaBatenss o0 MTOroBOW OLIEHKE MPUHUMAETCS IO
pe3ysbTaTaM YCTHOTO OTBE€Ta U BBINOJHEHHOTO MHCBMEHHOTO (TE€CTOBOIO)
3a/1aHusl, B 3aBUCUMOCTH OT IIKaJIbl OLEHKH.

B cBsi3u ¢ pazBuTHEM HAYyYHO-TEXHUYECKOTO IMporpecca B TaKOW CUTyalluu
HAJUIEKUT BOCIIOJIB30BAThCS MaTepUalaMH, HAXOASIIMMUCS B OTKPBITOM JIOCTYIIE
cetu Internet. Takxke HE0OXOAUMO YUYUTHIBaTh, YTO MO COCTOSHUIO Ha
CErOJHALIHUMN J€Hb MHOTHE CIIPABOYHBIE MPABOBBIE CUCTEMBI COJIEPKAT HE TOJIBKO
TEKCT HOPMATUBHBIX aKTOB, HO M HAy4yHbIE CTaThU IO Pa3JIMYHBIM BOIPOCAM
(manpumep, CIIC «Koncynprant Ilmtoc»). PekoMmeHnnyeTcss HCHOIb30BATH
AIIEKTPOHHO-OUOINOTEYHBIE CUCTEMBI.

B cuity kpaTKOBpEMEHHOCTH M3YYE€HHMS W 3HAYUTEIHLHOrO oO0beMa JTaHHOM
y4eOHON MUCUUIUIMHBI Kadeapa HACTOSTEIbHO PEKOMEHAYET CUCTEMaTHYECKH, a
HE 3MHU30IMYECKH paboTaTh HAJl U3YYEHHEM Kypca.

10. Oco0eHHOCTH OCBOCHUSI AMCUMILIMHBI AJIS1 JIUI ¢ OTPAHNYEHHBIMHU
BO3MOKHOCTSIMHU 3/10POBbSI

OOyuenue oOydYarOMMXCA C OTPAHUYCHHBIMH BO3MOXKHOCTSIMU 3JI0POBBS
npu HEOOXOIUMOCTH OCYIIECTBIISIETCS Ha OCHOBE aJalTHPOBAHHON paboueit
OporpaMMbl € HMCIHOJB30BAaHHEM  CIEHHUAIBHBIX METOAOB OOYy4YeHHS U
TUAAKTUYECKUX  MaTepuajioB, COCTABJICHHBIX C  Yy4E€TOM  OCOOEHHOCTEU
NCUXO(DU3UIECKOTO Pa3BUTHS, WHIWBUIYATbHBIX BO3MOXKHOCTEH U COCTOSHUSA
3JI0POBBS TAKUX O0yYaroMuXcs (00yJaronierocs).

B EJSIX OCBOCHHSI yueOHOM IPOrpaMMBbl TUCITUTUTHHBI
«/[okymenmayuonnoe obecneuenue YnpasieHus» WHBAIWIAMUA W JIALAMH C
OTPaHUYECHHBIMU BO3MOXXHOCTSIMU 3/10pOBbsi UTHCTUTYT 0oOecrieunBaeT:

— JUUIS. UHBAJIUJIOB U JIUIl C OTPAHWYEHHBIMH BO3MOXXHOCTSIMHU 3JI0POBBS 110
3pEHHUI0: Pa3MEICHUE B JOCTYIHBIX U1 OOYYarOIIMXCS, SBISIOMIUXCS CICTIBIMU
WK  CIa0OBUASIIMMHU, MECTaX M B QJaNTHUPOBAaHHOW ¢dopMe CIpaBOYHOM
uHQOpMAIIMM O pAacHUCAaHUM YYEOHBIX 3aHSATUH; TPUCYTCTBUE ACCHUCTECHTA,
OKa3bIBAIOILETO oOyyarolemycs HEO0OXOIUMYIO MOMOIIIb; BBIITYCK
MbTEPHATUBHBIX (POPMATOB METOAMYECKUX MATEpPHANOB (KPYMHBIA MPUDT HIH
aynnodaibl);

— JUISl MHBJIMJIOB U JIMI] C OTPAaHMYEHHBIMU BO3MOKHOCTSIMHU 310POBbSI 11O
CITyXY: HaJICKAIMMU 3BYKOBBIMH CPEJICTBAMH BOCIIPOHM3BEICHNE NH(DOpMAITNH;

— JUISl UHBAJIWAOB M JIUI C OTPAHMYEHHBIMU BO3MOXKHOCTSMH 3JI0POBBS,
MMEIONIMX  HApYIICHUS  OMOPHO-IBUTATEJIbHOTO  ammapara:  BO3MOXHOCTh
OecnpensiTCTBEHHOTO JA0CTYIa 00y4alomuXxcsi B yueOHbIEe MOMEIICHUS, TyaJleTHbIC
KOMHATBI U JPYTUe MOMEILIECHUS, a TaK:Ke NpeObIBaHNE B YKa3aHHBIX MOMEIICHUSX.
OOyuaromuecs U3 uuciaa WHBaAIUMI0B W auil ¢ OB3 obecrnedeHbl Me4YaTHBIMUA U
(W1K) 3IEKTPOHHBIMU 00Pa30BaTEIbHBIMU pecypcaMu B hopMax, aIanTUPOBAHHBIX



K OTpaHUYEHUSM HUX 310poBbi. OOpa3zoBaHue 00y4arOUUXCA C OTPAaHUYCHHBIMU
BO3MOKHOCTSIMU 37I0POBBSI MOXKET OBITh OPTaHU30BAHO KaK COBMECTHO C JPYTUMHU
00y4JaromuMHCs, TaK U B OTJICIIbHBIX TPYIIAX WU B OTACIBHBIX OpraHU3aIMIX

11. Ilepevyenb HH(POPMALMOHHBIX TEXHOJIOTMi, MPOdecCHOHANBHBIX 0a3
AAHHBIX, HCI0JIb3YEeMbIX NPH OCYIECTBJICHNH 00Pa30BaTEJIbHOIO IPoLecca
10 TUCHHUILINHE (MOAYJII0), BKJIOYas NMepedyeHb NPOrPaMMHOI0 o0ecrnevyeHus
U HH(OPMALMOHHBIX CMIPABOYHBIX CHCTEM

1) Onepanmonnas cuctema (Microsoft Windows Iponpuemapnas);

2)  Taker oducubix mporpamm Microsoft Office (MS Word, MS Excel,
MS Power Point, MS Access, MS Publisher u np.Illponpuemapnas);

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

4)  TIporpamMmMHOE00ECTICUCHUEIAIIPOCMOTPAIICKTPOHHBIXIOKYMEHTOBB
crangaprePDF (Foxit Reader GNU LesserGeneralPublicLicense);

5)  Web-6pay3zep (Mozilla Firefox GNU LesserGeneralPublicLicense);

6)  ABroMaTusupoBaHHas WH(POpPMAIMOHHAs OWUOJIMOTEYHAs CHUCTEMa
Marc21SQL;

7) CnpaBouno-tipaBoBas cuctema «Koncynbrant [Imrocy»

12. MarepuajibHO-TeXHHYECKAas 6a3a, He0OX0AUMAas /sl OCYLeCTBIEHUSI

00pa30BaTeJIbHOI0 MPOLECCca MO JUCHUILINHE (MOTYJIIO)
HaumenoBanue
Crnenuajau3upoBaHHbIe AyANTOPHM:
YyeOHast ayauTOpUsl IS MPOBEACHUS 3aHATHH CEMHHApPCKOTO THIIA, KYpCOBOTO
MPOCKTHPOBAHKS (BBIMOJIHECHHUS KypPCOBBIX pabOT), TPYIIOBBIX M HHIAWBUIYAJIbHBIX
KOHCYJIbTAIMH, TEKYIIEro KOHTPOJIS U MIPOMEKYTOYHOM aTTECTAIMK / KOMITBIOTEPHBIN Ki1ace
/ IOMEIIEHNE JUIsl CAMOCTOSATEILHON paboThI ™

TexHuuyeckue cpeacrBa 00y4eHus :

KOMIIBIOTEP C NPpOrpaMMHBIM oOecrnieueHueM

Crnenuanu3upoBaHHbIe ayAUTOPHN:

YyeOHast ayIuTOpus Ui MPOBEACHUS 3aHITUN JEKIIMOHHOTO THUIA, 3aHATHIH CEMHUHAPCKOTO
TUMA, KypCOBOTO TMPOEKTUPOBAHUSA (BBIMOJHEHHS] KypCOBBIX pPa0OT), TPYNIOBBIX H
WHJMBUAYAIbHBIX KOHCYJIbTAIMHI, TEKYIIEr0 KOHTPOJIS M IPOMEKYTOUHOM aTTecTaluu™

Texnnyeckue cpeacTBa o0y4eHusi:

MYJIbTUMEANINHBIN KOMIUIEKC

KOMIIBKOTCP € TPOrpaMMHBIM O6CCHC‘-ICHI/ICM, YKa3aHHBIM B II. 10
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