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1. llosicHUTEABLHAA 3AIIUCKA

Kypc «JlokyMeHTanmoHHOE OOecrieueHrue yIpaBieHUs» 3aHUMAET Ba)XKHOE
MECTO TIPU MOATOTOBKE OakanaBpoB 1o HanpasieHno43.03.01 - Cepauc.

PaboTa ¢ nokymMeHTamu BBICTYyHaeT OJHOM W3 HamOOJiee BaKHBIX COCTaB-
JSIOLIUX JEATEIbHOCTH MEHEKEPOB B CEPBUCHOM JiesiTelIbHOCTH. DopMHUpoOBaHUe
y 00y4aromuxcsi CUCTEMbI 3HAaHUN U YMEHUN padOThl ¢ TOKYMEHTaMH, HEOOXOAH-
MBIMH JUIs1 3G (HEKTUBHOTO YIIPABJICHUS CEPBUCHBIM MPEIIPHUITHEM, CITIOCOOCTBY-
€T TOBBIIICHUIO KA4eCTBA MOATOTOBKH OaKalaBpOB JAaHHOTO HAMPABJICHHUS.

[lenpr0 OCBOCHMS AUCITUIUTHHBI «J[OKyMEHTAITMOHHOE OOECriedeHUe ympaB-
JICHUS» SIBJIAETCS U3YyYECHHE CHUCTEM JIOKYMEHTAIlMW, OpraHu3aluu JT0KYMEHTUPO-
BaHUS W JIETIOTPOU3BOJICTBA, COCTABIIAIONINX OCHOBY MH(OPMAIMOHHBIX TPOIEC-
COB B CEpBHUCE.

3aayu AUCIUIUIAHBIL:

. 03HAKOMJIEHUE CTY/ICHTOB C 3aKOHOJATEeIbHOW U HOPMaTUBHOM 0a3o0M,
METOJAMYECKUMU pa3pabOTKaMi U OCHOBHOM HAYYHOU JIUTEpaTypoOil Mo Kypcy;
. U3y4YeHUE MPAKTUKU OPraHU3alMU TOKYMEHTAlIMOHHOTO O00ecreueHus

YIOPABJICHUS HA NPEIIPUATUSIX, OPraHU3ALUAX U YUPEKIECHUAX CEpBHCa.



2. IlepeyeHb MUIAHUPYEMbIX Pe3yJIbTATOB 00y4eHHs MO JMCUMILINHE, COOTHe-
CEHHBIX € IVIAHUPYEMbIMH Pe3yJIbTATAMHU 0CBOEHUS 00pa30BaTeJIbHOI NMPo-
rpaMMbl

Juctuminna «JloKkyMeHTallMOHHOE 00eCIIeUeHUE YIPaBIEHUs» YUYAaCTBYET B
dbopMHUpOBaHUY CIEAYIONMICH KOMIIETCHIINH (CIEAYIOMMNX KOMITETSHITAN):
CTpyKTypHBIE 3JIEMEHTHI KOMIIETCHIINU

KoMnereHuuun

HNuaukaropsl

JlecKpunTopsI

YK-4 - Cnocoben
OCYIIECTBIAThH JIETI0-
BYI0O KOMMYHUKAIIHIO
B YCTHOM H THUCh-
MEHHOW (opMax Ha
rOCy/1IapCTBEHHOM
sa3pike  Poccuniickoit
denepaun U UHO-
CTpaHHOM(BIX) SI3bI-
Ke(ax)

VK-4.3 OCYIIECTBIISIET]
NIeJI0BbIE KOMMYHUKALIUU B
YCTHO ¥ NHMCBMEHHOM
dbopmMax Ha pYCCKOM ¥
(WJIM) UHOCTPAHHOM SI3bIKaX|
[pU NPEAOCTaBICHUN YCIyT

3HaHuA:

OCHOB JOKYMEHTAJILHOTO 00ecreyeHusl yIpaB-
JICHUS TIPEANPUSTHEM chepbl YCIYyT; COcTaBa
OpraHU3alMOHHO-IIPAaBOBOM, PaCIOPSAUTENb-
HOW, MH(POPMALMOHHO-CIIPABOYHOM, TJIaHOBO-
OTYETHOM TOKYMEHTAllMU, MpaBUil €€ COCTaB-
JeHUs U 0(hOPMIICHUS;

Ymenus:

OMPEJIEATh COCTAaB, CTPYKTYPY U COJIEpKAHUE
JOKYMEHTAINH, 00eCIIeYnBaloIIeii Opranmsa-
LIMIO [IPOLIECCa CEPBUCA;

OMpEeNIEATh BUbI YIPABICHYECKUX JTOKYMEH-
TOB C y4€TOM 0COOEHHOCTEH Chephl YCIIyT;
COCTaBIATh W OQOPMIISATH JIEJIOBBIE MHCHMA,
JOKJIaJIHbIe U CIyEOHbIE 3alHMCKH, OTBEYATh
Ha JKaJIo0bI oTpeduTeneit

HaBbikn:

pa3paboTku Habopa OpraHU3aIOHHO-
MPaBOBOM, pacMoOpsSIAUTENIbHON, HHGOpPMAIIH-
OHHO-CIIPAaBOYHOM, IJIAHOBO-OTYETHOW JIOKY-
MEHTallUM B MPOLECCE OpPraHU3ALMH CEpPBHC-
HOH 1€ TeNbHOCTH;

CUCTEMAaTH3allMi JOKYMEHTAllMM B IHpoLecce
CEpPBHUCHOM JESATEIbHOCTH




IIK-1 - Cnocoben
OCYIIIECTBISTh CTpa-
TETMYECKOE U TaKTH-
YECKOE yIpaBJICHHE
JernapTaMeHTaMH
(cmyx06amu, oTaena-
MH)  TPEANPUATHNA
cdepbl TOCTEMPHUIM-
CTBA M OOIIECTBEH-
HOT'O IMUTaHUS

[IK- 1.4 — OcymecTBisier
OpraHHU3aIfi0 U TIAaHUPO-
BaHHe JEATENLHOCTH Je-
apTaMEeHTOB (CIIYyX0, OT-
1IEI0B) TOCTUHUYHOTO KOM-
[IeKCa ¢ [PEeANpHUsTHS]
0OIIIECTBEHHOIO ITUTAHNSA

3HaHun:

OCHOBHBIX BHJIOB JOKYMEHTOB, oOecredn-
BAIOIIMX OPraHU3allMi0 U IUIAaHUPOBAHUE Jes-
TEIBHOCTH JIETIaPTaMEHTOB (CIIyk0, OTHENOB)
TOCTUHUYHOTO KOMIUIEKCA U MHPeInpHsITHS
0OI1IECTBEHHOT'O ITUTAHUS;

[IpaBun opranuzanuu J0OKyMEHTOOOOpOTa Ha
MPEANPUATHIX TOCTEIPUUMCTBA H  OOIIECT-
BEHHOTO MUTAHUS;

YmeHnus:

CucreMaTH3UpOBaTh OCHOBHBIE BHIIbI JIOKY-
MEHTOB, OOECIEUMBAIOIINX OpPTraHU3AIUI0 H
IUTAaHUPOBAHUE JESTENIbHOCTH JeNapTaMeHTOB
(cmyx0, OTZIEI0B) TOCTHHHYHOTO KOMIUIEKCA U
MPeANPUATHS 00IIECTBEHHOTO MUTAHUS;
AHanu3upoBaTh OpPraHHU3AIMI0 JTOKYMEHTO-
000poTa Ha MPEeANPHUATHIX FOCTEPUUMCTBA U
0OI1IECTBEHHOT'O ITUTAHUS;

HaBbikn:

CocraBienus 1 0pOpMIICHHS] OCHOBHBIX BHUJIOB
JOKYMEHTOB, 00€CIeUnBaIOIINX OPraHUu3alnIo
¥ TUTAHUPOBAHHE MACSITEIHLHOCTH JeTapTaMeH-
TOB (Ciayk0, OTAENOB) TOCTHHHUYHOTO KOM-
TUICKCA W MPEANPUSATHSL OOIIECTBEHHOTO MTUTa-
HUS;

CobmrofieHust mpaBui JOKYMEHTOOOOpOTa Ha
MPEeANPUATHSIX TOCTENPUUMCTBA M OOIIECT-
BEHHOTO MHUTAHUS,

INIK-3 - Cnoocoben
OpPraHU30BBIBATH
CUCTEMHBII
TPOJIb ousHec-
MPOIIECCOB,  pecyp-
COB, KauyecTBa YCIyT
" oOcITy>)KMBaHUS,
MPOBOANTH  OIICHKY
a¢ddexTuBHOCTH
(byHKIIMOHUPOBAHUS
JeTIapTaMeHTOB
(cmyx0, OT/ICJIOB)
NPEINPUITHH TOCTE-
NPUUMCTBA U OOIIe-
CTBEHHOTO MTUTaHHS

KOH-

[IK — 3.1 — Opranumsyer,
CHUCTEMHBII KOHTPOJIb OM3-
Hec-TpoIleccoB  Jernapra-
MEHTOB (CIIy)0, OT/IEIIOB)
peanpusATHl MUTaHUS U
rOCTETIPUMMCTBA

3HaHuA:

OCHOBHBIX JTOKyMEHTOB, HEOOXOJUMBIX MJIsi
OpraHu3aly BHYTpU(PUPMEHHOTO KOHTPOJIS;
Ymenus:

CucremaTu3upoBath HHGOPMALIUIO O JIeATENb-
HOCTH JCTapTaMEHTOB (CITy»k0, OTIENIOB) roc-
TUHUYHOTO KOMILIEKCAa U MpEeAnpusiTus ooiie-
CTBEHHOTO THUTAHUS C IENbI0 OpTraHU3alUU
BHYTpU(UPMEHHOTO KOHTPOJIS;

HaBbiknu:

CocTaBiieHHs OCHOBHBIX JOKYMEHTOB, HEO00-
XOJUMBIX JUIsl OpTaHHW3aIMN BHYTPU(DUPMEH-
HOTO KOHTPOJIS;




3. MecTO AUCHUIIIMHBI B CTPYKTYpe 00pa3oBaTeibHOM NPOrpaMMbl

«JlokyMeHTaIMOHHOe o0OecneyeHUe YNPaBJIEHHUS» SBISETCS TUCHUILIU-
HOU yacTu, GopMHUpPYEMON ydaCTHUKaMH 0Opa30BaTENbHBIX OTHOIICHHUM NIl TIOJI-
TrOTOBKM CTYyZeHTOB 110 HamnpasieHuto 43.03.01 — Cepsuc.

HIn¢pp xom-
NeTeHUHHU

IIpenmecrByrommue
AUCUHUTNIMHBI (MOZLY-
JIN), MPAKTHKH y4eo-
HOTO0 IUIAHA, B KOTO-

PbIX OCBaMBaeTCs
KOMIIeTeH U

JAucunminHbl (MO1YJIN), MPAK-
THKH Yy4e0HOI0 IJIAHA, B KOTO-
PbIX KOMIIETEHIIUSI 0CBANBAETCH
napajieJibHO ¢ U3y4aemMoii Juc-
IUIIJIHHOMI

Hocaenyrommue
JUCHMILIMHBI (MO-
AYJH), IPAKTUKHA
YueOHOro mjiaHa, B
KOTOPBIX 0CBaMBAa-
eTcsl KOMIeTeH M

YK-4

Pycckuii s13bIK U KyJIb-
Typa peuu

HHOoCTpaHHBIN SA3bIK

VYueGHast mpaKTHKa
(O3nakomuTENBHAS
IIPAKTHKA)

HNHOoCTpaHHBIN S3bIK
JIEJIOBOr0 OOIIEHUS
/IHOCTpaHHBIN S3BIK B
npodecCuoHATBHON
JeSTeIbHOCTH

IIpousBoacTBeHHAst
MpakTHUKa (OpraHu3a-
IIUOHHO-
yIpaBJIeHUYECKas )

VYnpasneHue KoMmmy-

HUKATUBHBIMU MPO-

neccamu /YenoBek u
€ro MoTpeOHOCTH

[IpousBoacTBeHHas
IIpaKTHKa (CEpBUCHA)

[IpousBoacTBEHHAS
npakTuka (mpeaau-
MJIOMHAs )-




ITK-1

OcHOBBI ()MHAHCOBOTO,
OyXTaJITEPCKOTO U CTa-
TUCTUYECKOTO yueTa B
chepe rocTenpuuMCT-
Ba U Ha MPEATNPUATHIX

[IponsBoacTBEHHAs IIPAKTUKA
(CepBucHast mpaKTUKA)

MapkeTHHroBbIe KOMMYHHKA-

MU TaHUA

" TOCTCIIPHUUMCTBA

noseneuue/
HEIHKMEHT
[IpousBoacTBeHHas
IIMOHHO-
THKA)

Opranuzanus u mia-
HUPOBAHUC OCATCIIb-
HOCTHU MPEANPUITUI
cepBuca

CouunaneHo-
KYyJIbTYpHas JA€ATeb-
HOCTh B chepe rocre-
NPUMAMCTBA U OOIIECT-
BEHHOTO TTUTAHUS

VYnpaieHue nepcoHa-
J0M B npoeccuo-
HAJILHOU JIeITENbHO-
CTH

[IpousBoacTBeHHas
npaktuka (CepBucHas
MpaKTHKA)

[Tporpammuoe obec-
IICYCHUE U aBTOMAaTu-
3aIusl 1eATEIIbHOCTH
HpeﬂHpH}ITI/Iﬁ IINTaHUus

Teopust opranuzauu
Y OpraHU3allMOHHOE

Crparernueckuii Me-

npakTtuka (Opranusa-

yIpaBiieHYeCcKas Mpak-

1uu/YpaBiieHue KOHKYPEHTO-
CIIOCOOHOCTBIO MPEITPHUATHS

OTeuecTBEHHBIN U 3apyOEKHBIN
OTIBIT OKA3aHMsl YCIYT 00IIecT-

BEHHOTO MUTAHUS U TOCTEHPUNM-
CTBa

busuec-
MJIAHUPOBAHUE

TpynoBoe npaBo

CepBuc B UHAYCTPpUHA
0OIIECTBEHHOTO TTH-
TaHus1/
Pectopannsrii 6u3-
HEC

CepBuc B UHAYCTPpUHA
TOCTENPUUMCTBA/
['ocTuHMYHBI OU3-
HEC

I1K-3

Teopust opranuzanuu
Y OpraHU3alMOHHOE

noBesienue / Ctpare-

VYipasneHue KauecTBOM yCIIyT U
obOcmyxuBaHus B chepe rocre-

NPUUMCTBA U OOILIECTBEHHOTO




THYECKUU MEHEIK-
MCHT

TexHuueckue cpeacr-
Ba U TEXHOJIOTUHU B
cdepe rocTenpuuMCT-
Ba U OOILIIECTBEHHOTO
IIUTaHUusA

Opranuzanus ¥ mia-

HUPOBAHUC OCATCIIb-

HOCTHU MPEANPUITUI
cepBuca

[IpaBoBoe perynupo-

BaHMeE B cepe rocre-

NPUMAMCTBA U OOIIECT-
BEHHOTO MUTAHUS

[IpousBoacTBeHHas
npaktuka (CepBucHas
MIPaKTHKA)

U TaHUA




4. O0beM IMCHUIJIMHBI (MOXYJIS) B 3a4€THBIX eIMHUIIAX C YKA3aHUEM KOJIN-
YeCcTBA aKaJeMNU4YeCKUX WIH ACTPOHOMHYECKHX YACOB, BbI/IEJIEHHbIX HA KOH-
TAKTHYI0 pa0oTy 00y4alIuuxcs ¢ npemnojaasareseM (1o BuaaM y4eOHbIX 3a-
HATHI) 1 HA CAMOCTOATEILHYIO Pa00Ty 00y4aOIUXCHA

OO6mast Tpy10€eMKOCTh OCBOSHHUSI YU€OHON AUCHUTUIUHBI «/[OKYMEHMAayUuoH-
Hoe obecneueHue ynpaeieHus» COCTaBIAET 4 3a4eTHbIC eAUHUILI Win 144 akane-

MHNYCCKHX Haca.

Ne cemecTpa

Cemectp 7 Bcero, ak.yacoB
OO01mast TpyA0€MKOCTh (BCETO aK. 4acoB / 3.€1) 144/4 144/4
Jlexun 32 32
KonraktHas pabota
IIpakTrueckue 3aHATHS 32 32
CamocrosiTenpHas padbora 44 44
Bua npomexxyTouHoin
aTTeCTalluu DK3aMeH
(koHT.pab.**/ ca- 2,5/33,5 36
MOCT. pab.)

10




5. Conepxxanue JMCUMILNIMHBI (MOAYJIs1), CTPYKTYPHMPOBaHHOE 110 TeMaM (pa3-
JAeJIaM) ¢ YKa3aHHEM OTBEJCHHOI'0 HA HUX KOJIMYeCTBA aKaJeMUYECKUX HJIH
ACTPOHOMHYECKHX YACOB U BU/0B y4eOHbIX 3aHATHIH

HaumenoBanue pasne-
J1a TUCIUTUTMHBI (TeMa)

TpynoemMkocTb

BCETO

KonrakTtHas pabora

JIEKI{UHA

IMMPAaKTHUY. 3aHATUA
n1a00p.3aHIATHS

camocrT. pabora

Coneprxanue

7 cemecTp

OCHOBBI JTOKYMEHTalU-
OHHOTO  olecreueHus
OpTaHHW3aIll  CEPBHC-
HOU JEATEIbHOCTH

28

12

[TonssTue o0  JOKyMEHTE.
CBoiicTBa, MPU3HAKH,
¢byHkuun poxkymenta. Me-
TOABI U CHOCOOBI JTOKYMEH-
tupoBaHud. HopmaTtusHO-
MeTroandeckass 0aza JOKYy-
MEHTAI[MOHHOI0 obecmeue-
HUS YOPABJICHUS JCSITENb-
HOCTBIO OpTraHM3alUU Cep-
BHUCHOU JesATEeNLHOCTU. Bu-
Jbl  YIIPABJIECHYECKUX JOKY-
MEHTOB, HEOOXOIUMBIX JIJIs
OITMCAHHS Pa3ITUYHBIX
YIPABICHUYECKUX JIEUCTBUU.
YHudukanus v CTaHIapTH-
3anus JOKyMEHTOB. [loHsi-
THE U COCTaB PEKBU3U-
TOB.DOPMBI JTOKYMEHTAITUU
i pa3pabOTKH CepBUCHO-
T'0 MPOAYKTA

Cucrembl JTIOKyMEHTa-
uu, obpasyroomuecs B
npolecce  yrnpaBiIeHUS
ACATCIIbHOCTBIO opra-
HU3amui ceprl cepBu-
ca

26

10

CocraB, cTpykTypa H CO-
JepKaHue JIOKYMEHTallUH,
oOecrieunBaroIIei OpraHu-
3amuio ceppuca.CoctaB op-
raHU3aIOHHO-

paBo-
BOM,pacmiopsIUTENbHOM,
UH(pOPMAIMOHHO-
CIIPABOYHOM, IJIAaHOBO-
OTYETHOM  JIOKYMEHTALIMH,
MpaBWia €€ COCTaBICHUS U
odopmiteHus
OcoOEHHOCTH JTOKYMEHTO-
000poTa B cepBUCE

JlokyMeHTalMoOHHOE

28

12

O6mras XapaKTEPUCTHKA

11




obecrieueHre yrmpabiie-
HUS TIEPCOHAIIOM.

KaJ[pOBOTO COCTaBa Ipej-
npustus. Opranusanus 1o-
KYMEHTAIIMOHHOTO obecrie-
YEeHUsl JESATEeIbHOCTH Kall-
pOBOI  CITy’)KOBI TIpEITPH-
arus  cepsuca. OpraHusa-
nus paboThl C KaJapoBOM
nokymentamueit. OcobeH-
HOCTH UCIOJb30BaHUS CETU
WNHtepHer mua  pelieHus
3a/a4 KaJpoBOTO JIEIOIpPO-
uzBogctBa.  OdopmiieHue
JICJIOBBIX THCEM, JIOKJaj-
HBIX M CIYEOHBIX 3aIHCOK,
OTBETOB Ha >KaJo0bI MOTpe-
ourenen.

Opranuzanus JIOKY-

Opranuzanust paboTsl ¢ J10-
kymeHtamu. Cucremarusa-
1Us JTOKYMEHTallUd B IPO-
LIECCE CEPBUCHOM JESATENb-

26 8 8 10 | HOCTH.DOpPMUpOBaHKE u
MEHT0000pOTa
odopmiieHne gen. Dkcmep-
TH3a IIEHHOCTH JOKYMEH-
TOB, MOArOTOBKA JOKYMEH-
TOB K XPaHEHHIO.
DK3aMeH 36 2,5 33,5
Hroro 144 | 32 | 34,5 77,5
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6. IlepeueHb y4eOHO-METOAMYECKOTO O0ecTIeYeHH s IJIsl CAMOCTOSITeJILHOM pa-
00ThI 00yYAOIIUXCH 1O IUCHUIIHHE (MOLYJIIO0)

Ne Buasl camocTosTENIbHOM PabOTHI TpynoemkocTs, | Dopma KOHTposT*
aK.4achbl
1. [IpopaboTka TeOpeTHUECKOro MaTepua-
. KoHncynpranus npe-
Jla 10 KOHCTIeKTaM JIEKIIUH, peKOMEHI0-
o 18 MoJiaBaTessi, yCTHOE
BaHHOU TUTEpaType, NOTMOTHUTEIBHBIM
cobecenoBaHue
MCTOYHUKaM MH(pOpMaluu
2. IToaroroBka K MpakKTUYECKUM 3aHITH- Brictymienue ¢ 1ok-
SIM: TIOUCK HE00X0AMMOM HH(pOopMaIuy, Ja/10M,
00paboTka nHpopmMaIuu, HamucaHue 14 MpEe3CHTAIHS,
JOKJIaJia, MOATOTOBKA K BBICTYILICHUIO OTBETHI Ha TUCKYC-
(muckyccum) CHOHHBIE BOIIPOCHI
3. [TonroroBka K TEKyIEMyKOHTPOIIIO
(TecTupoBaHUE W/ WM HanMcaHue pede- 12 TecTsl, pedepaTsr
para)
4. ITogroroBka k IpOMEKyTOUYHOM aTTe- YcTHOE cobecenoBa-
cTanuu 33,5 HHE,
(BOMPOCHI K IK3aMEHY, UTOTOBBIN TECT) TECTUPOBAHUE

JIst caMOoCTOSITENBbHOM PabOThl MO JUCHUIUIMHE (MOIYJII0) 00yYaroluecs
UCIIOJIB3YIOT ClIeNIyIolee yueOHO-METOJUUECKOe 00ecrieyeHue:

1) oxymeHTarmmonHoe obecrieueHre ymnpasiieHus: YueoHoe mocooue/ ['ma-
muidE.B. - M.: UIl PUOP, HUIl MHD®PA-M, 2020. - 249 c.Pexxumaocryna:
https://znantum.com/catalog/document?1d=354819

2) JloxymeHTarmoHHOE OOECTIeUeHHE YIpaBJICHHUS TEepCcoHAIoOM: YueOHOoe
nocobue/bynar P. E. - M.: HUL| UH®PA-M, 2019. - 234 c. Pexumuaoctyna:
https://znantum.com/catalog/document?1d=355024

3) beixora, T. A. JlokymeHTaIimoHHOE OOECIEYCHUE YMPABICHUS HETOCY-
JApCTBEHHBIX OpraHu3aiuii : yueonoe nocooue / T. A. boikona, JI. B. Cankuna. —
2-e u3x., nepepad. u gomn. — Mocksa : UHOPA-M, 2020. — 302 c. Pexxum goc-
tyna: : https://znanium.com/catalog/product/1072260

4) @oHA OUEHOYHBIX M METOAUYECKUX MaTepuajsoB IO JUCHUILIH-
He«/JloKyMeHTalMoOHHOE 00ecriedyeHUe YIPaBICHUS.
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7.D0H/1 OLIEHOYHBIX U METOAMYECKUX MATEPHUAJIOB /IVIsl IPOBEACHUS IIPOMe-
JKYTOYHOI aTTecTAlluU 00yYAIOIIUXCH MO AUCIHUIINHE

Bonpocs! 1J1s1 MpoBeeHUs IPOMEKYTOYHOM aTTecTaluu (IK3aMeHa).
1. OGocHOBaHME HEOOXOAMMOCTH OOYYEHHUS JOKYMEHTAITMOHHOMY OOECIICUEHUIO
U €r0 aBTOMaTHU3alluy;
2. IokyMeHTOo000poT B opranu3anuu. Pabora ¢ BXOAAIMMU JOKYMEHTAMU;
3. Knaccudukatopsl JOKyMEHTOB;
4. ®opMHpPOBAHUE U XPAHEHUE JIET;
5. PernamenTanus ae100poOn3BOICTBA;
6. [Ipezentanus. Ee hynkums n nHaznauenre. OCHOBHBIC DJIEMEHTHI;
7. OCHOBHBIE MOHATUS JOKYMEHTALIMOHHOTO OOeCIeYeHus yIpaBiaeHus (J1ea0mnpo-
U3BOJICTBO, JOKYMEHTOOOOPOT, TOKYMEHT, PEKBU3HT, U JIp.);
8. OpraHu3alMoHHbIE TOKYMEHTHI. VX (yHKIUU M Ha3HaueHue. Y cTaB opraHu3a-
LHH;
9. OcHoBHBIE (PYHKITUU JOKYMEHTA;
10. Opranuzanmonssle JOKyMeHThl. VX ¢yHkiuu n Ha3Hauenue. llItatHoe pacnu-
CaHMUe;
11. YHudukauus u cranaapTusanus 10KyMEHTOB;
12. OpranuzanuoHHble NOKyMeHTbl. X QyHkumu u HazHauenue. [[omKHOCTHas
UHCTPYKLHUSA
13. bnauk. [lonstue 61anka. TpeOGoBaHus K 0POPMIICHHIO OJIAHKOB;
14. Pacnopsautensable JoKyMeHThl. X ¢yHkiuu u HazHauenue. [Ipukas mo oc-
HOBHOM JICSATEIILHOCTH;
15. PexBusur. [lonsitue pexBu3nTa, NOpsAI0K UX OPOPMIICHUS;
16. CnpaBoyHO-UH(GOPMAITMOHHBIE TOKYMEHTHI. VX (yHKIIUM 1 Ha3HAYeHUE. AKT;
17. TexHuueckue cpercTBa, UCHOIb3yEMbIE B 1E€IONPOU3BOJICTBE;
18. CripaBouHO-MH(OpMaLIMOHHBIE TOKyMEHTHI. IX QpyHkmMu u HazHaueHue. [Ipo-
TOKOJI;
19. biank. Buapl 6;1ankoB. OCoO€HHOCTH X 0(DOPMIICHHUS;
20. JlokymeHTO000pOT B Opranu3anuu. Pabora ¢ HCXoaAUMMH TOKyMEHTaMU
21. bnank. BapruaHTsl pacnonoXeHUs] peKBU3UTOB Ha OJIaHKAX;
22. IloaroToBka u nepepaya el B apXuB;
23. TlpaBuia opopmieHus AaT, HyMEpaluu CTpaHull, 0GOpMIICHUS TaOJIULl, MaTe-
MaTHYECKHUX (HOPMYII U COKpPALICHUI;
24. PacniopsiauTenbHble JOKYMEHThI. X QpyHKIIMM 1 Ha3HAUeHHE. Y Ka3aHUE;
25.  JlokyMeHToOoOOpoT B opranu3anuu. [Ipoiuiecc KOHTPOJS UCTIOTHEHUS JOKY-
MEHTOB;
26. CnpaBouHO-UH(pOpMaLIMOHHBIE TOKYMEHThI. VX pyHkuuu u HazHaueHue. O0b-
SICHUTENbHAS U JOKJIaJ{HAS 3aIIUCKU;
27. JlokyMeHTO000pOT B Opranu3anuu. Pabora ¢ BXOASIIMMU JOKYMEHTaMH;
28. PacniopsautenbHble JOKYMEHThL. VX pyHKIMK 1 Ha3HauyeHue. PacniopsikeHue
29. OCHOBHBIE MOHATHUS JOKYMEHTALIMOHHOTO 00€CTIeueHUs YIIPaBICHNUS;
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30. CrpaBouHo-nH(}OpMaLIMOHHBIE TOKYMEHTHI. X pynkunu u HazHauenue. [Ipo-
TOKOJT,

IIpyMepHBbIe NPAKTHKO-OPUEHTHPOBAHHbIC 32 IaHUA
1. Obopmuth npHKa3 0 HA3HAYEHUU OTBETCTBEHHOI'O 3a oOpalieHue ¢ 01aH-
kamu npeanpusitus B coorserctBuu ¢ ['OCT P 6.30-2003
2. OpopMUTH MPOTOKOJI 3acelaHUs IKCIEPTHOW KOMHUCCHH B COOTBETCTBHUHU
¢ TUIIoOBOM MHCTPYKIIMEN IO AEJIONPOU3BOJICTBY
3. CocraBUTh CIyXEOHYIO 3alHCKy Ha MOOIIPEHHE COTPYIHHUKA, MEPEBbI-
MOJIHMBILIETO IUIAHOBBIE MOKAa3aTEIn

[TonHbI KOMITJIEKT 3aJaHU U 3TAanoB (POPMHUPOBAHUS KOMIETCHLIUU TPEI-
craBiieH B DOHIE OLICHOYHBIX M METOJWYECKUMX MATEPHUANIOB JUIA NIPOBEACHUS
IPOMEXYTOUHOM aTTecTaluy O0y4arolMXCs M0 JUCLUILUIMHE, OPOPMIIEHHBIN OT-
JEINBbHBIM JOKYMEHTOM, IIPEJACTABIIEH B IPWJIOKECHUH 1.
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8. IlepeyeHb OCHOBHOM, 1ONOJTHUTEJIbHON YUeOHOH JIUTEPATYPbl, PeCypPCOB
HHPOPMAIIMOHHO-TEJIEKOMMYHUKANMOHHOM ceTH « MHTEepHET?», HEOOXOAMMBIX
JJISI OCBOCHHUSI JTUCUUIJIMHBI (MOTYJIs1)

a) HOpMATHBHbIE PABOBbIE AKTHI

1) Hatimonanensiii ctangapt PO I'OCT P 7.0.8-2013 "Cucrema cTaHaapToB
no uHdopmaiu, OUOIMOTEUHOMY U U3ATENLCKOMY Jeny. Jlenonponu3BoacTBO U
apxuBHoe Jien0. Tepmunsl u onpenenenus” (yTB. npukazoM deneparbHOrO areHT-
CTBa 10 TEXHUYECKOMY PEryJIHPOBAaHUIO U MeTpoioruu ot 17 okrsaops 2013 r. N
1185-cT)

2)I'OCT P 6.30-2003 «YHuUDUIIIPOBAHHBIE CHCTEMBI JOKyMEHTAIUU. Y HU-
dbunpoBaHHasi CUCTeMa OPTaHU3AIMOHHO - PACHOPAIUTEIHLHOW JOKyMEHTAIUH.
TpebGoBanust K 0POPMICHUIO JOKYMEHTOBY

3) TOCT P 7.0.97-2016 «Cucrema cranaaptoB 1o uHdopmaimu, 6udImo-
TEYHOMY U U3JaTelbcKoMy Aeny. OpraHu3aliMoOHHO-paclopsIuTebHas JOKYMEH-
tanus. TpeboBaHust K 0POPMIIEHUIO JOKYMEHTOBY

0) OCHOBHAasI JIUTEepaTypa:

1) JoxymeHTammonHoe obOecrieueHue ynpapieHus: YueOHoe nocoodue/ I'na-
muiE.B. - M.: Wl PUOP, HUL[ UH®PA-M, 2020. - 249 c.Pexumaocryma:
https://znanium.com/catalog/document?1d=354819

2) JloxymeHTarmoHHOE OOECTICUeHHE YIpaBJICHHUS TEpCOHAIoOM: YueOHOe
nocobue/bynar P. E. - M.: HUL| UH®PA-M, 2019. - 234 c. Pexumuaoctyna:
https://znantum.com/catalog/document?1d=355024

3) beikoBa, T. A. JlokyMeHTanMOHHOE OOECICUCHUE yIpaBISHUS HETOCYy-
JApCTBEHHBIX OpraHu3anmii : yaeoHoe mocooue / T. A. brikona, JI. B. Cankuna. —
2-e u31., nepepad. u non. — Mocksa : UHOPA-M, 2020. — 302 c. Pexxum noc-
tyna: : https://znanium.com/catalog/product/1072260

B) JONOJIHUTE/ILHAS JINTEpaTypa:

1) JoxymeHTallMOHHOE oOOecleueHre YMNpaBJIeHUs MepcoHaNIoM: YuyeOHoe
nocooue/bynar P. E. - M.: HULl UH®PA-M, 2019. - 234 c.Pexxum noctymna:
https://znanium.com/catalog/document?id=355024

2)JlokyMeHTalMOHHOE 00€ecTIeueHrEe YIPaBIEHUs B COLUATBLHO-KYJIBTYPHOM
cepBuce u Typusme: YueoHoe nocodue / I'ymuna U. A., 3aiineBa H. A. - M.: Asb-
da-M, HUAI], NH®PA-M, 2015.Pexxum JOCTY-
na:http://znanium.com/catalog.php?bookinfo=489737

3)Kupcanosa, M. B. Kypc nenonpous3BoacTBa: JOKYMEHTAI[MOHHOE OOecIie-
yeHue ynpasieHus : yaeonoe mocooue / M.B. Kupcanora, FO.M. AxceHoB. — 6-¢
u3a., uctp. u gon. — Mocksa : UHOPA-M, 2020. — 257 c¢. Pexum goctymna::
https://znanium.com/catalog/product/1088888

r) pecypcbl cetu «AHTEpHET:

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

2) [denonpou3BOACTBO W JOKYMEHTOOOOPOT  HA  MPEANPUSITHH.

http://www.delo-press.ru/journals.php?page=documents
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3) KampoBoe  memompow3BOACTBO W TpyaoBoe  mpaBo.  http://hr-
portal.ru/rubric/kdp
4) DnexrponHas oubnuoreka HR-cnermanucros. http:// www.hrm.ru/
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9. MeToan4yeckne yKazaHus JJisl 00y4al0UIUXCH M0 OCBOEHHU IO M CHUIIIMHBI
(MoayJist)

CamocrosiTenbHas MOArOTOBKA 00yYarONIMXCsl TPOBOJIUTCSA AJI YIiTyOneHus
U 3aKpEruIeHHs] 3HAHWM, MOJYYEHHBIX Ha JICKUUAX W JPYTUX BUIAX 3aHATHM, IS
BbIPA0OOTKM HABBIKOB CAMOCTOSITEILHOTO MPUMEHEHHUS HOBBIX, JOMOJHUTEIBHBIX
3HaHUH U MOJATOTOBKH K MPEJICTOSIINM YYECOHBIM 3aHSATUSIM, 3a4YETy.

BakHbIM yCJIOBHMEM YCIEIIHOTO WU3YYEHHUS NUCIUILIUHBI SBIISIETCS MOCEIIe-
Hue gekui. [lox mocemenreM moapasymeBaeTcss He (popMa MaCCUBHOTO TIPHUCYT-
CTBHUS, a aKTMBHAs paboTa Mo M3y4eHUI0 HOBOro martepuaia. [loAroToBka Kk jek-
IMOHHBIM 3aHSTUSAM BKJIIOYAeT B ce0s aHalW3 MpEearaeMbIX JJIsi U3Y4YEHUS BO-
MIPOCOB, U3YYCHHE HOPMATUBHBIX HCTOYHUKOB U YUCOHOU M HAYYHOU JIUTEPATYPHI
10 paccMaTPHUBAEMBIM BOIIpOCcaM JIEKIUU. B mporiecce nexkmmuu 00y9daroniuiicss Mo-
KET 3aJlaBaTh YTOUHSIONIME BOMIPOCHI, OCYIIECTBUTh B3aMMOCBS3b HOBOI'O Mate-
puaia ¢ yxe U3y4eHHbIM, MOATOTOBUTH 0a3y i 3P(HEKTUBHOTO MCIOIb30BaAHUS
MOJIYYCHHBIX 3HAHUM, OOJIETYUTH MOATOTOBKY K MPAKTUUYECKOMY 3aHATHIO. Dd-
(GeKTUBHBIM CIOCOOOM (PUKCAIMK JEKIMOHHOTO MaTepHalia SIBJII€TCS KOHCIEKTH-
poBaHue, MpeACTaBisionee co0oil HE TOJIbKO (PUKCALMIO BAXKHEUIIMX MOMEHTOB
JIEKIIMM, HO U yKa3aHWEe MPUMEPOB JJisi MOHHUMAaHUSl TOTO WM MHOTO TeopeTHde-
CKOI'0 Marepuasna.

[Ipu moAroTOBKE K MPAKTHUYECKOMY 3aHATHIO HEOOXOIWMO HCIOIH30BATh
KOHCIIEKTUPOBAHHBIE MaTEPHAIIBI JICKIIUH, yUeOHYI0 U HAy4HYIO ITuTepaTypy. [los-
TOTOBKAa OTBETOB IO BEIHOCHUMBIM Ha OOCYKJICHHE BOTPOCAM MPAKTUUECKOTO 3aHs-
THS BKJIFOYAET B C€0S1 HE TOJBKO MPOUYTEHUE MaTepuasa, HO U €ro aHaju3 U KPUTH-
YECKYyI0 OIEHKY.. OOyuaromemMycsi CIeayeT BbISIBUTh MAJIOM3YYEHHbBIE ACHEKTbI
paccMaTpUBaEMbIX BOIPOCOB, MPOSIBUTh WHUIIMATUBY MPU MOATOTOBKE K MPaKTH-
YECKOMY 3aHSTHIO.

[Ipy moAroToBKE K MPAKTUYECKUM 3aHATUSAMH M 3a4€Ty PEKOMEHAYeTCs
CHUCTEMAaTU3UPOBATh 3HAHUS, U300paKas UX B TAOJIUYHOM, IPaPUUECKOM UIIU CXe-
MaTUYHOM BHUJE. DTO MO3BOJUT YCTAHOBUTH B3aMMOCBS3b M3y4aeMbIX SIBIICHUH,
YOPOCTUT 3ajadyy 3allOMMHAHHUS MaTepuala, OOJErdyuT MpPOLEecC MPaKTUYECKOTO
MPUMEHEHUS MTOJTYYEHHBIX 3HAHUM.

3amauell MpakKTUUECKUX 3aHATUN SIBIISETCS BBIPAOOTKA YMEHHUS HCIOJIb30-
BaThb TEOPETUYECKUE 3HAHUS, MPOSBUTH HAJIUYUE NMPAKTUUYECKUX HaBbIKOB. [lpu
MOTOTOBKE K MPAKTHYECKOMY 3aHATHIO CIIEAyeT 3a071aroBpEMEHHOTO 00eCIeYUTh
HAJIMYKME HEOOXOIUMO ISl JAaHHOTO 3aHATHS MaTepuaja, CaMOCTOSATEIHLHO MOBTO-
pUTbH paHee U3yUYECHHBIE TEMBI.

JIJIsl yCIIenTHOTO OCBOEHUS JAUCIHUILUIMHBI BAXKHBIM SIBJIIETCSI YMEHHE pabo-
TaTh C TEPMUHAMH U UX ompeneneHusMu. s paboTel ¢ TepmuHonoruen 3¢ dek-
TUBHBIM SIBJISIETCSI MCIOJIb30BAaHUE KaK yuyeOHON M Hay4dyHOH JHMTEpaTypbl, Tak U
IOpUINYECKUX U GUIT0COPCKUX CIIOBAPEH.

PaboTa ¢ TepMHHAMH MOKET OCYIIECTBIATHCS Kak B (OpME COCTaBIICHUS
COOCTBEHHBIX TEMAaTUYECKUX CIOBAPHUKOB ISl yIOOCTBA U CKOPOCTH MOUCKA HEOO-
xoaumoro tTepMuHa. C 3ToH 11eJIbI0 HEOOX0IUMO KaXKJIbI HOBBIM BCTPEUAIOIIUICS
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TEPMHUH 3aMKUCHIBATh U BO BpEeMsI MOATOTOBKU K CEMHUHAPCKUM U MPAKTUYECKHUM 3a-
HATHSM YyKa3blBaTh COOTBETCTBYIOIEE ompejnesieHne. B cilydyae BO3ZHUKHOBEHUS
CJIO)KHOCTH BBIOOpa OMpeeCHUsT U3 HMEIOIIErocss o0beMa B paMKax HaydHOTO
3HaHUS HEOOXOUMO 3a]1aBaTh BOIPOCHI MIPEMOAABATEII0 B paMKaxX JICKIIMOHHBIX U
MPaKTUYECKUX 3aHATHMH.

HNHTtepakTBHBIE (DOPMBI MPOBEACHUS 3aHATHN MO AUCHUIUIUHE «/[OKYMeH-
mayuoHHoe obecneyerue ynpaesieHus» BKIIOYAIOT B ceOs CIEAyIOIIUe BUJIbI 3aHs-
TUH:

- MHTEPAKTHBHBIE JIEKLIMM, NPEAINOJIaraloT HCIOJBb30BAHHE METOAA MNPO-
onemHoro uznoxeHus. [lpu TakoM mMoaxoae NEKIKs CTAHOBUTCS MOX0XKEH Ha Jna-
JIOT, MPENOJaBaHNe UMUTHUPYET UCCIEA0BATENbCKUI TTpoLecC (BBIABUTAKOTCS NEP-
BOHAYaJIbHO HECKOJIBKO KIIFOYEBBIX IMOCTYJIATOB 10 TEME JIEKL[UH, U3JI0KEHNUE BBI-
CTpaMBaETCs MO NPUHILUITY CAMOCTOSITEILHOTO aHAM3a U 0000IEHUs CTyIEHTaMU
y4eOHOro Marepuana). ITa METOAMKA MO3BOJISET 3aMHTEPECOBaTh CTYJEHTA, BO-
BJIEYb €ro B Ipoliecc o0yuyeHus. [IpoTuBopeunss HAy4yHOro MO3HAHUS PaCKpbIBa-
I0TCS TIOCPEJICTBOM TOCTAaHOBKM MpoOJieMbl. YueOHas mpobiiemMa U mpoOiemMHas
CUTYallMsl SIBIIIOTCS OCHOBHBIMH CTPYKTYPHBIMH KOMIIOHEHTaMHU MPOOJIEMHOTO
oOyuenus. [lepen HauanoM U3ydeHUs OIMpPEAEIIEHHON TeMbl Kypca CTaBUTCS Mepe
CTYyJIEHTaMH MPOOJIEMHBIN BOIIPOC WK JIaeTcs nmpodiieMHoe 3aanue. CTUMYIUpPYs
paspenieHue npoOJeMbl, MpenojaBaTelb CHUMAET MPOTHUBOPEUUS MEXKIY HUMEIO-
IIMMCS €€ MOHUMAaHUEM U TpeOyeMbIMHU OT CTyJeHTa 3HaHUSAMHU. D(P(HEKTUBHOCTH
TAKOr0 METOJa B TOM, YTO OTJENbHBIE MPOOJIEMBbI MOTYT MOJHUMATHCS CAMHUMU
cTyaeHTamu. [ 1aBHBIN yciex JaHHOTO METO/ia B TOM, YTO IMpernoaBaTeb J001Ba-
eTCsI OT ayIMTOPUHU «CAMOCTOATEIBHOTO PEIICHHUs» TOCTaBICHHON mpobsieMbl. Op-
raHu3anus npoOJIeMHOTr0 OOY4YEeHHS MPEACTaBISETCS TOCTATOYHO CIIOXKHOM, Tpe-
OyeT 3HAYUTENbHOM MOATrOTOBKH JiekTopa. OHAKO HA HAYAJBbHOM 3Tarle UCHOJb-
30BaHUs 3TOr0 METOJIa €r0 MOYKHO BHENIPATHh B CTPYKTYPY I'OTOBBIX, paHee pa3pa-
OOTaHHBIX JEKIHMA, MPAKTUYECKUX 3aHITUI KaK JTOTIOJHEHHE.

- TPYHNNOBBIE NUCKYCCHM, MPUMEHSIIOTCSA JJIsi 0OECIeueHUs] HaBBIKOB KO-
MaHJHOW paboThl U MEXKIMYHOCTHOW KOMMYHHUKALIMM W TPEICTABISAIOT COOOM
OIICHOYHOE CPECTBO, MO3BOJISIONIEE BKIIIOUUTh 00YYarOIIMXCs B MPOLIECC 00CYXK-
JIEHUsl TIPEACTABICHHOW TEMBbI, MPOOJIEeMbl U OIIEHUTh UX YMEHHE apryMEHTHPO-
BaTh COOCTBEHHYIO TOUKY 3peHus. Kpome Toro, B Xxo/ie 3aHATUHN MPOBOJAATCS KPYT-
JIBI€ CTOJIBI IO 33JJaHHBIM TEMATHUKAM.

OueHoYHbIE U METOJAMYECKUE MATEpHAIIbl O TUCUUIUIMHE «/[oKymenmayu-
OHHOe obecneueHue ynpaesienusy npeactaBieHsl B DOMM.

[Ipy moAroTOBKE K MPOMEXKYTOUHOMY MM UTOTOBOMY TECTUPOBAHUIO HEOO-
XOMMO M3YYUTh TEOPETUYECKUM M NMPAKTUYECKUN MaTepuan. TecTOBbIE 3adaHus
(c mepeuHeM BO3MOKHBIX BapHAHTOB OTBETOB, CPEAN KOTOPBIX XOTS Obl OJUH OT-
BET SABJISIETCS] HEBEPHBIM) 00ECIIEUUBAIOT CTPYKTYPHOCThH MBIIIJICHUS, BBIHYK]ICH-
HOTO BBIOpaTh M3 NPEIJIOKEHHBIX BAapUAHTOB OTBET BCE MPABUIIbHBIE BapUAHTHI.
TecToBbIe 3a7aHUSl Ha YCTAHOBJIEHHUS COOTBETCTBHUS IMOJpPAa3yMeBaIOT HEOOXOH-
MOCTb MPOSIBJICHUSI HE TOJILKO 3HAHMS yUeOHOTO MaTepuasa, HO U YMEHHS MpuMe-
HATh TpaBuia (GopManbHOW JOTMKHU. TecToBbIE 3aJaHMsl Ha YMNOPSAJOUYECHUE Ha-
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IIPABJICHBl HA YCTAHOBJICHHUE JIOTUYECKOU MOCIEA0BATEIbHOCTH PACCMAaTPUBAEMBIX
SBJICHUN (BPEMEHU CYIIECTBOBAaHHUS SIBJICHUM, PAcIONOKEHUS CTPYKTYPHBIX dJe-
MEHTOB IIPaBOBBIX IOKYMEHTOB U T.I1.).

D¢ PexTUBHBIM CIOCOOOM 711 MOATOTOBKM K TECTHMPOBAHMIO SBIISETCS pa-
00Ta 00y4aroIIerocs Mo PEIICHUI0 TECTOBBIX 3aJaHUi, IPEJOCTABIECHHBIX IS ca-
MOCTOSITENIBHON pa0oThl. Take MpHU MOArOTOBKE K Takoil (opMe KOHTpPOJS 3HA-
HUM, KaK PpELICHUE TECTOBBIX 3aJaHHUH, CIELYET CaMOCTOSTENIBHO IOIBITATHCS
npopaboTaTh paccMaTpuBaeMble B TUCIUILUIMHE BOMPOCH! B ()OpPME COCTaBIICHUS
TECTOBBIX 3a/IaHUM.

IIpy mOATOTOBKE K 3K3aMEHY CIIEAYET UMETh B BUAY, YTO OH SIBISECTCS UTO-
roBoi (hOpMOIl KOHTPOJISL IO M3YUYECHHIO TaHHOW y4eOHOM MUCIUIUIUHBI. DK3aMeH
IIOAPA3yMEBACT MAKCUMAJIBHYIO KOHLEHTPALWIO 3HAHUW M yYMEHHW, IPEAroJia-
TarolIMX MMOJHOE U3YYEHNE MATEPUAIIA TACLIUIUIVHBI.

DK3aMeH HOpoBoAUTCA B (OpME YCTHOrO cOoOeceNOBaHMsI, BBIIOIHEHMS
NUCBbMEHHOTO 3a/iaHus. Perienue npenojaBaTesis 00 UTOrOBOM OLEHKE PUHUMA-
€TCs 110 Pe3yJIbTaTaM YCTHOTI'O OTBETA M BBINOJHEHHOTO NMHCBMEHHOIO 3aJaHus B
3aBUCUMOCTH OT IIKAJIbl OLEHKH.

B xauecTBe MCTOYHMKA JOIOJIHUTENIBHBIX MAaTE€pUATIOB PEKOMEHAYETCA
[0JIb30BaThCsl MH(pOpMaALMel OTKpPBITOro gocryna ceru Internet (maHHBIMM HH-
(OopMalMOHHO-IPABOBBIX U OOPAa30BaTEJIbHBIX MOPTAJIOB, O(PUIIMATIBHBIX CANTOB
MHHHUCTEPCTB, BEAOMCTB, OTIEIBHBIX OPraHM3allMi, JAaHHBIMU TOCYAapCTBEHHOU
CTaTHCTUKH, Pe3yJbTaTaMH 3KCHEPTHO-aHAJIUTHUYECKUX 0030poB). Kpome Toro,
MOKHO BOCIIOJIB30BaThCSI BO3MOKHOCTSIMH CIIPABOYHO-TIPABOBBIX CHUCTEM, 0a3bl
KOTOPBIX COAEPKAT HE TOJIBKO TEKCT HOPMATUBHBIX aKTOB, HO M Hay4YHBIE CTaTbU
no pasnuuHbiM BonpocaM (Hampumep, CIIC «Koncynbrant Ilmrocy). Pekomenny-
€TCS TAKXKE UCI0JIb30BaTh 3JIEKTPOHHO-OMOIMOTEYHBIE CUCTEMBI.
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10. OcoGeHHOCTH OCBOEHUS JUCIHUNJIMHBI IJISI HHBAJIU/I0B M JIHI[ C OTPAHU-
YeHHBIMHU BO3MOKHOCTAMM 310POBbS

OOyueHue oOydYarouMxcsi C OrpaHUYEHHBIMU BO3MOXKHOCTSIMH 370pPOBbS
Py HEOOXOJMMOCTH OCYIIECTBIISIETCS HA OCHOBE aJalTUPOBAHHOW paboueit mpo-
IpaMMbl C MCIIOJIb30BAHUEM CHEIUATbHBIX METOJOB OOYYEHUS U JUAAKTUYECKUX
MaTepHaioB, COCTABJICHHBIX C YYE€TOM OCOOCHHOCTEW NMCUXO(DHU3NYECKOTO pa3BU-
THUS, UHIUBUIYATbHBIX BO3MOXKHOCTEN U COCTOSIHUS 3[]0POBbS TaKUX 00ydarouux-
cs1 (oOydarorerocs).

B mensx ocBoeHus y4eOHON MpOrpaMMbl AUCIHUIUIMHBI «/[OKyMEeHMayuoH-
Hoe obecneyeHue ynpagieHusy WHBATUAAMHU M JIMLIAMU C OTPAaHUYCHHBIMU BO3-
MOXXHOCTSIMH 3710pOBbsi UTHCTUTYT 0OecrieunBaeT:

— ISl MHBAJIMJIOB ¥ JIUI] C OTPAHHUYCHHBIMUA BO3MOKHOCTSMH 3JI0POBbBS 10
3pEHUI0: Pa3MENICHUE B JIOCTYIMHBIX I OOYJaIOUIUXCs, SIBISIONIUXCS CIICTIHIMU
WK cIabOBUIAIIMMU, MECTaX U B aJanTUPOBAHHOW (opme crpaBOYHOM HHGOP-
Malliy O PACIMCAHUM YYE€OHBIX 3aHSTHI; MPUCYTCTBUE aCCUCTEHTA, OKa3bIBAIOIIIE-
ro o0yyaromemycss He0OXOIUMYIO0 TIOMOIIb; BBIMYCK aJbTEPHATUBHBIX (POPMATOB
METOJUYECKUX MaTePHaIOB (KPYMHBIM mpU(T vimm ayauodaiiibl);

— JUIsl THBAJIUAOB U JIMI[ C OTPAaHUYEHHBIMUA BO3MOXKHOCTSMHU 370POBbS 10
CITyXY: HaJiJIe)KallMMH 3BYKOBBIMHU CPEICTBAMU BOCIIPOU3BEACHUE HHPOPMALIHH;

— JUI1 WMHBAJIUIOB M JIUI[ C OIPAHMYECHHBIMU BO3MOXHOCTSIMH 370pPOBBS,
UMEIOINX HApYIIECHUS] OMOPHO-BUTATEIHHOTO ammapara: BO3MOXXHOCTh Oecrpe-
MSTCTBEHHOTO JIOCTYTA O0yJYaIOIMNUXCs B yUeOHBIC IOMEIIEHUS, TyaJIeTHbIE KOMHA-
Thl U IPyTHUE TIOMEIICHHUSI, & TAK)Ke MPEObIBAHNE B YKa3aHHBIX MoMenIeHus X. O0y-
yaroluecss U3 unciia uHBaKI0B U Jmi ¢ OB3 oOecrieueHbl ne4aTHBIMU U (WIIH)
AJIEKTPOHHBIMU 00pa30BaTEIBHBIMU pecypcamMu B GopMax, aganTHPOBAHHBIX K OT-
paHUYCHUSAM HX 370poBbs. OOpa3zoBaHre OOYYAOMIMXCS C OTPAHUYCHHBIMUA BO3-
MO>XHOCTSIMH 3JI0POBbSI MOKET OBITh OPraHM30BaHO KaK COBMECTHO C JIPYTUMHU
00y4YarouMMucs, Tak U B OTACJIbHBIX TPYIINAX WIK B OTJAEIBHBIX OpraHU3alusIX
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11. Ilepevyenb MH(POPMAIUOHHBIX TEXHOJIOTH, MPOdeccHoHAIBLHBIX 0a3 1aH-
HBbIX, HCIIOJIb3YEeMBbIX IIPH OCYIIECTBJICHUN 00pa30BATEILHOIO0 MpPoLecca 1o
AMCHUIIAHE (MOAYJII0), BKJIKOYAs NepedyeHb NPOrpaMMHOI0 odecriedeHusl U
HHGPOPMALMOHHBIX CIPABOYHBIX CHCTEM

[IporpaMmmHOE 0OECTICUCHUE:

1. Omnepammonnas cucrema (MicrosoftWindowslIponpuemapnas);

2. Tlaker oducnbix nmporpamm (MicrosoftOfficellponpuemapnas);

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

HNupopmaninoHHbIe CLIPABOYHBIE CUCTEMBI:

1) ABTOMarTu3MpOBaHHAS uH(pOpMaLMOHHAS OonbamoTevHast cucrema
Marc21SQL;
2) CmpaBouHo-npaBoBas cucrema «Koncynbrantllmocy

12. MaTepuajibHO-TeXHHYEeCKas 0a3a, He00OX0AuUMAas JIsl OCYIIeCTBJIEHUA 00-
Pa30BaTeJIbLHOIO Mpoecca no JUCHUIINHE (MOIYJII0)

Cnenuanu3upoBaHHble AYIUTOPUM:

VYyeOHast ayquTOpus [ IPOBEIEHUS 3aHATUN CEMUHAPCKOTO TUIIA, KypCOBOT'O MPOEKTUPO-
BaHU (BBIOJIHEHUS! KYPCOBBIX paboT), TPYMIIOBBIX M WHAMBHUIYaIbHBIX KOHCYJIbTAIUM, Te-
KYIIETO0 KOHTPOJISL U MMPOMEXYTOUHOM aTTecTalliy / KOMIIBIOTEPHBIN Ki1acc / OMEIIeHNue JIst
CaMOCTOSITENIbHOM paboThI™

TexHnueckue cpeacrsa 00y4eHus1:

KOMITBIOTEpP C MPOrpaMMHBIM oOecrieuyeHneM, yka3zaHHbIM B 11.11, moctynom k cetu «MHTep-
HET» M 00ECIIEYCHUEM JIOCTYIa B DJIEKTPOHHYIO HH(POPMAIIMOHHO-00Pa30BaTEIBLHYIO CPETY
Crnenuajau3upoBaHHbIe AYTUTOPUM:

VYyeOHast aynuTopus JUisl IPOBEICHUS 3aHITHI JIEKIMOHHOTO TUMA, 3aHATHII CEeMHHAPCKOTO
TUIA, KYPCOBOT'O MPOEKTUPOBAHUS (BBIMOJHEHHUS KYPCOBBIX pabOT), IPYNIOBBIX U HHIUBH-
JTyaJIbHBIX KOHCYJIbTAIUN, TEKYIIETr0 KOHTPOJISI U MPOMEKYTOUHOM aTTecTanumn™
TexHuuyeckue cpecTBa 00yYeHHU:

MYJIbTUMEIUNHBIA KOMIUIEKC
KOMITHIOTEP C MPOTPAMMHBIM 00€CTICUeHHEM, YKa3aHHBIM B 1.1 1
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