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1. I[TosscEuTENBHASA 3aITMCKA

Kypc «JlokyMeHTaIoHHOE OOEeCIeYeHNE YIPABJICHHS» 3aHUMAET Ba)KHOE
MECTO MpH MOATOTOBKE OakanaBpoB 1o HampaBiaeHn043.03.01 - Cepsuc.

PaGora ¢ pgokymeHTamMu BBICTyHaeT OJHOM H3 HauboJee BaKHBIX
COCTABJISIIONIMX ~ JICSITEIIbHOCTH MEHEI)KEPOB B  CEPBUCHOM  JEATEIHLHOCTH.
dopMupoBaHue y oOOydYaroUIMXcsi CHUCTEMbl 3HAHUM W YMEHHH paboThl ¢
JOKyMEHTaMHU, HEOOXOAWUMBIMH iE  A(PQPEKTUBHOTO YMpPaBICHUS CEPBUCHBIM
NPEeANpPUATAEM, CIOCOOCTBYET TOBBILIIEHUIO KAauecTBa MOATOTOBKM OakaiaBpoOB
JTAHHOTO HaIpPaBJICHHUS.

Llenpt0 OCBOGHHMS JUCHUIUTUHBI  «JlOKyMeHTalMOHHOE oOOecredyeHue
VOPABJICHHUS»  SIBISCTCS HW3YYEHUE CHUCTEM JIOKYMEHTAIlM{, OpTaHU3aIiH
JIOKyMEHTHUPOBAHUS u JIETIOTPOU3BOJICTBRA, COCTABIISIFOLIUX OCHOBY
UH(OPMAIMOHHBIX MPOIECCOB B CEPBUCE.

3aiauu AUCIUIUIAHEL:

. O3HAKOMJICHUE CTYJICHTOB C 3aKOHOJATEIIbHON U HOPMaTUBHOM 6a30ii,
METOJMYECKUMU pa3pabOTKaMU U OCHOBHOM HayYHOU JTUTEPATYPOU IO KypCy;
. U3Y4YCHHUE MPAKTUKU OPTaHU3AIUU JIOKYMEHTAIIMOHHOTO 00ECTICUeHHUSI

YHPAaBJIICHUS Ha NPCANIPUATUAX, OPraHU3alHsaAX U YUPCIKIACHUAX CCPBUCA.



2. [lepeyeHp mIaHUPYEMBIX Pe3yIbTATOB O0YyUEHUS MO TUCIUILINHE, COOTHE-
CEHHBIX C IUIAHUPYEMBIMH pe3yJbTaTaMU OCBOEHHS 00pa30BaTEIbHOM MPOrpaMMBbl

JucnuminHa «JloKkyMeHTallMOHHOE 00ecTiedeHUe YIPaBJICHU» YIacCTBYET B
dbopMHpOBaHUN  CIEAYIONMICH  KOMMETCHIHH  (CIEIYIONUX  KOMITCTCHITHH ):
CTpyKTypHBIE 3JIEMEHTHI KOMITETCHIINU

Komnerenuuun WNHpukaTopsl Jeckpunropst

YK-4.3 —  ocymectsiser 3HaHUS:

JIeIOBBIC  KOMMYHHKAIMM Bl OCHOB JJOKYMEHTaJIbHOI'O 00eCIeYeHHsl yIpaB-
YCTHOM u NMCbMCHHOM iepus mpeanpusaTheM cepbl YCIyr; cocTaBa
opmax Ha pycckoMm H (WIH)| opraHH3aIMOHHO-TIPABOBOIA,

VK-4- Crocoben MHOCTPAaHHOM  sA3BIKaX  IIPH| pacrnopsauTeIIbHOM, UH(POPMALIMOHHO-
NPEOCTABICHUN YCIIyT CIIPaBOYHOMU, MJIAHOBOOTYETHOMN
OCYILIECTBIIATH .
JOKYMEHTALlUHU, IpaBWI €€ COCTaBICHUS U
JIEJIOBYIO v
O(POPMIJICHHUA, MCHUA:
KOMMYHUKAallUK0 B (bop ’
9 OIIPENENATh COCTaB, CTPYKT U CoEpKaHue
YCTHOI " pea » CTPYKTYpY ACP

JIOKyMEHTAIUH, o0ecrieunBaroen
OpraHu3aIUIo MPOIEcca CEPBHCA; ONPEACIATH
BUJbI YIPABJICHYCCKUX JOKYMCHTOB C y4CTOM
0COOEHHOCTEN cepbl YCIyr; COCTaBISATh U

MUCBbMEHHOM (popMax
Ha rocyJapCTBEHHOM
s3plke  Poccuiickoi

Denepaun " 0(pOPMIISTH JENOBBIE MUCbMa, IOKJIAJHBIE W
HHOCTPAHHOM(BIX) CTy)KeOHBbIE 3alMCKU, OTBEYaTh Ha HKaIOObI
3B norpebuTenei

Ke(ax) HaBbiku:

pa3paboTk Habopa OpraHU3alMOHHO-TIPABOBOIA,
pacnopsAuTeNIbHON, HHPOPMALTUOHHO-

CIPAaBOYHOH, IJIAHOBO-OTYETHOM JOKYMEHTAlUU B

Ipolecce OpraHu3alul CEPBUCHON AEATENBbHOCTH;

CHUCTEMaTH3allMl JOKyMEHTAaluH B IIpolecce

CEPBUCHOH JIESITETLHOCTH




I[IK-1 - Coocoben [[IK- 1.4 — OcymectBisiet| 3HaHUS:

OCYIIECTBIIATh OpTaHHU3AIIIO 1| OCHOBHBIX BU/JIOB JIOKYMEHTOB,

CTpaTeru4ecKoe U (IJJaHUPOBAHUC o0ecreunBaroIux OpraHnu3anuro 144

TAKTHYECKOE esSTeabHOCTH IUTAHUPOBAHKE JESATEIbHOCTU JIeNapTaMEHTOB

yIIpaBIeHHe JeNapTaMenToB  (CIIyKO, (ciyx0, OTZI€70B) TOCTHHUYHOTO KOMIUIEKCA U

JernapTaMeHTaMH oT/enoB)  roctuHuunoro| PCAIPHATHA

(cmyxOamu, KOMIUIEKCA U MPEATPHUSATHS] OOTIECTREHEOTO IHTAHES,;

oTIeTaNMHS) OBIIECTBEHHOTO THTAHHS [TpaBun opranu3anuu J0KyMEeHTO000pOTa Ha

mpenmprsATHiE cheps MPEIIPUATHIIX rOCTEIPUUMCTBA U
OOILIECTBEHHOT'O MUTAHUS; Y MEHHUS:

rocreripuumMetsa - 1 CucremMaTH3upoBaTh OCHOBHBIE BU/IBI

p it

OOIeCTBEHHOrO JIOKYMEHTOB, 00€CIEUYMBAIOIINX OPraHU3alUI0

ITHTaHHA u IUIAaHUPOBAHKE e TeIbHOCTH
JIerapTaMeHTOB (cmyx0, OTJICTIOB)
TOCTUHUYHOTO KOMIUIEKCA H MPeIIpUATHS
OOILIECTBEHHOTO NUTaHWs; AHAaJIM3UPOBATH
OpTraHHU3aINI0 JIOKyMEHTO000poTa Ha
MPEIPUATHIX rOCTEPUUMCTBA u
oO1iecTBeHHOTo MUuTaHus; HaBbiku:
CocraBnenust 1 0()OpMIICHHSI OCHOBHBIX BUJIOB
JIOKYMEHTOB, 00€CIEUYMBAIOIINX OPraHU3aIUI0
u IUTAaHUPOBAHHE NesITeIbHOCTH
JIerapTaMeHTOB (cmyx0, OTJICTIOB)
TOCTUHUYHOTO KOMIUIEKCA W TMPEATPUSTHS
OOIECTBCHHOTO TUTAHUS,
CobmroieHus mpaBuil T0KYMEHTOO00pOTa Ha
MPEIPUATHIIX TOCTENPUUMCTBA u
OOIIIECTBEHHOTO MTUTAHUS;

IIK-3 - Cmoocoben |[[IK — 3.1 — Opraausyet| 3HaHUS:

OpraHu30BbLIBATH CHUCTEMHBII KOHTPOJIb| OCHOBHBIX JJOKYMEHTOB, HEOOXOIMMBIX IS

CHCTEMHBIN GH3HEC-TIPOLIECCOB OpTraHW3aIiil BHYTPH(PUPMEHHOTO KOHTPOJIS;

KOHTpONS>  Dusnec- nernapTaMeHToB  (CIyxo, Ymerus:

MIPOIIECCOB, .

PeCypeoB,  Kadectsa OTACIOE) MPEAIPIITIY CucremaTu3npoBath HHPOPMALUIO O JIEATENb-

yeayr u [mmTanns u

o0cyXUBaHUS, rOCTENPUMMCTBA

NPOBOJUTL  OLEHKY HOCTH JiemapTamMeHTOB (CIIyx0, OT/IEJIOB)

bdeKTHBHOCTH TOCTUHUYHOTO KOMIUIEKCA W TPEATPHUATHS

DYHKLHOHHPOBAHUS 0OLIECTBEHHOT'O MUTaHUS C LEJbI0

JIeTapTaMEHTOB OpTaHW3aIii BHYTPH(PUPMEHHOTO KOHTPOJIS;

(cmyx0,  OTHEJIOB) Hagprxn:

npenpHUsTHil CocraBieHus OCHOBHBIX JIOKYMEHTOB,

rOCTENPHUMCTBA  H HEOOXO0TUMBIX JUTST OpraHH3aIiH

OGIIIECTBEHHOTO BHYTPU(UPMEHHOTO KOHTPOJIS;

IIMTaHUA




3. MecTo AMCUUIIIMHBI B CTPYKTYpe 00pa30BaTeIbHON MPOrPaMMBI

«/lokyMeHTalmOHHOE O0ECnEYeHUE YIPABICHUS» SBISACTCA IUCLUUILITMHON
yacTH, GOpMHUpPYEeMOM y4yacTHHKaMH  00pa3oBaTelIbHbIX

OTHOILIEHUMN  JIJIs
MOATOTOBKM CTyAeHTOB N0 HanpasieHuto 43.03.01 — Cepauc.

[IpenmectByronme JucuurmuHbl (MOTyIN), [Tocnenytromue
JTUCUHUTITAHBI (MOJTY- MPAKTUKU y4eOHOTO TUIaHA, B | IUCUUILIMHBI (MOYJIN),
1 71, MPAaKTUKHA y9€OHOTO KOTO- MIPaKTUKHU
5
bp ILIaHa, B KOTO- PBIX KOMITIETCHIINS OCBAaMBAETCS y4eOHOro IJ1aHa, B
KOMIIETEHIIUH .
PBIX OCBanuBaeTCsA MapajuieIbHO C U3y4yaeMoun KOTOPBIX OCBaMBACTCS
KOMIICTCHIIUA I[I/ICIII/IHJII/IHOfI KOMIICTCHIINA
Pycckuii s13bIK 1 VYupasnenue
KyJIbTypa pcin KOMMYHUKATUBHBIMHU [MpousBoacTBeHHAS
nporieccamu /YeoBek u ero NpaKTHKa

MHOCTpaHHBIN A3BIK MOTPEOHOCTH (mpeumIOMHast)-

Yue6Hast IpaKTHKa [Ipoun3BocTBEHHAS MPAKTHKA

(O3HakomuTenbHas (cepBHCHAs)

MIPaKTHKA)
YK-4
WNHOCTpaHHBIN S3bIK
JIEJIOBOTO OOIIEHUS
/VIHOCTpaHHBIN S3bIK B
npodeccuoHaNbHOM
JEATEIIBHOCTH

IIpousBoacTBeHHAs
MPaKTHKA
(opranu3anoOHHO-
yIpaBiIeHYECKas )




I1K-1

OcHOBBI (PMHAHCOBOTO,
OyXTaJITepCKOro 1
CTaTUCTHYECKOTO y4eTa
B cpepe rocTenpunM-
CTBa W Ha MPEIIPUATHIX
MUTAHUS

[TporpammHuoe obec-
neYeHue u
aBTOMaTHU3aIUs
JeSATETbHOCTH
IPEIPUATHA MUTAHUS
Y TOCTETPUHUMCTBA

Teopus opranuzanuu
1 OPraHHU3aIlMOHHOE
[oBeeHue/
Crpareruveckuit
MEHEIKMEHT

MapKkeTHHroBbIE KOMMYHHKA-
1uu/YpaBiieHue KOHKYPEHTO-
CIIOCOOHOCTBIO ITPEITPUSITHS

OTteuecTBEHHBIN U 3apyOeKHBIIHI
OTIBIT OKa3aHUs YCIYT 001IIe-
CTBEHHOT'O IMUTAHUS U
TOCTEIPUUMCTBA

IIpon3BoaCTBEHHAs PAKTUKA
(CepBucHast mpakTuka)

EI/I3HGC'HHaHI/IpOBaHI/Ie

Tpynosoe npaso

OTeuecTBEHHBIN U
3apyOCIKHBIN OTIBIT
OKa3aHMs yCIyT
00IIIeCTBEHHOI'0 IIUTA-
HUS U TOCTETIPUUMCTBA

BI/ISHGCHJ'IaHI/IpOBaHI/Ie

[IpousBoacTBeHHAS
HpaKTHKa
(Opranu3zaiioHHo-
yIpaBJeHYECKas
MIPAKTHKA)

Opranuzanus u
IUTAaHUPOBAHUE JIESATENb-
HOCTH IIPEANPUATUN
cepBuca

ConnaabHOKYIbTYpHAS
JeSITEeBHOCTD B chepe
TOCTETIPUMMCTBA U
oo1e-
CTBCHHOTI'O ITUTAHUS

VYnpasnenue
TIEPCOHAJIOM B
npodeccuo-
HAJIBHOH JeSITeTbHO-
CTH




[1K-3

Teopust opranu3anuu u
OpraHHU3alIOHHOE
noBenenue / Ctpare-
TUYECKUI MEHEI)KMEHT

TexHuueckue cpeacTna
Y TEXHOJIOTHHU B cepe
TOCTEIPUUM-

CTBa U OOIIIECTBEHHOIO
IINTaHUs

Opranuzanus u
IJIAaHUPOBAHUE JIEATENb-
HOCTH IIPEANPUATUN
cepBuca

IIpaBoBOE
perynupoBanue B chepe
rOCTENPUUMCTBA U
00IIECTBEHHOT'O
MUTaHUS
IIpou3sBoaCcTBEHHAsA
npakTtuka (CepBucHas

MIPaKTHKA)

VYnpaBieHre Ka4eCTBOM yCIYT U
obciyxuBaHus B chepe rocre-
NPUAMCTBA U OOIECTBEHHOTO

MTUTaHUS

JloKkymMeHTalmoHHOE
o0ecrieyeHne yrnpaBaeHHs

CepBuC B HHAYCTPUHU
00ILIIECTBEHHOIO ITUTAHU/
Pecropannsiii OuzHec

CepBuc B UHAYCTpUU
rocrenpuuMcTBa/ [ OCTHHUYHBIN
ousHec

CepBuc B UHAYCTPUH

OOIIECTBEHHOTO ITH-

tanust/ PectopanHblii
ousHec

4. O06beM AUCHUIUIMHBI (MOIYJISl) B 3a4€THBIX €IMHUIIAX C YKa3aHUEM KOJUYEeCTBa

AKaACMHUYCCKHUX UM aCTPOHOMUYCCKUX YaCOB, BLIACIICHHLIX Ha KOH-

TaKTHYIO paboTy 00yJaronuxcs ¢ npemnoaapaTesieM (1o BuaaM y4eOHBIX 3aHATHIA)
¥ Ha CaMOCTOSATEIIbHYIO Pab0Ty 00yUaromuxcs

OOmas

TPYZAOEMKOCTb

OCBOCHUA

y4eOHOMI

JTACIHUATUINHBI

«JlokyMeHTaIMoHHOE 00eCIieueHNEe YIPaBICHUsD COCTABIsET 4 3aUETHHIC €IMHUIIBI
nnn 144 akageMHU4ecKux 4aca.

Ne xypca
Kypc A Bcero, ak.gacoB
OO61mast TpyA0eMKOCTh (BCETO aK. 4acoB / 3.€11) 144/4 144/4
Jlexum 6 6
KonrtakTHas pabota
[TpakTHyeckue 3aHATHS 8 8




CamocrosiTenpHas padbora 121 121
By mpoMexyTouHOM
arTecTalyu
(kOHT.pab.**/ camocT. Ok3amen 0,5/8,5 9
paob.)

5. Coneprkanue TUCUUILTUHBI (MOAYJIS), CTPYKTYPUPOBAHHOE 110 TEMaM
(pa3nenaM) ¢ ykazaHHEM OTBEJIEHHOTO Ha HUX KOJMYECTBA aKaJIEMUYECKUX WU
ACTPOHOMHYECKHUX YAaCOB U BUJIOB YUEOHBIX 3aHSATUIM

TpynoemkocTs

BCETO

KonTakTHas
pabora

HaumeHnoBanue paszena
JTUCIUTIIMHEI (TeMa)

JICKITUHN

MMPaKTUY.3aHATHUA

1a0bop.3aHATHUS

camocT.pabora

Conepxanue

AN
=~
o

OCHOBBI
JOKYMEHTAIMOHHOTO
obecrnieueHUs
OpraHu3aIiu
CEpPBUCHOM
JEATEIIbHOCTH

30

Tloustue 0 JIOKYMEHTE.
CsoiicTBa, MpU3HAKH,
byHKIIIT JIOKYMEHTA.
MeTtoae! u CIIOCOOBI
JIOKYMEHTUPOBAHHUS.
HopmatuBHOMETOIMUYECKas
Oaza JTOKYMEHTAIMOHHOTO
olecrnieueHus yIIpaBICHUS
JESATENIbHOCThIO OpraHu3alnn
CEpBHUCHON JESATEIBHOCTH.
Buast YIPaBIEHYECKUX
JIOKYMEHTOB, HE0O0XOAUMBIX
JUISL  ONMHMCAHUSl  Pa3IU4HbIX
YOPABICHUYECKUX  JICMCTBHUIA.
Yuudukamnus u
CTaHapTU3aLMs TOKYMEHTOB.
[lonsTtue " COCTaB
pekBu3UTOB.DOPMBI
JOKYMEHTalu1 JUTSt

10




pa3paboTKu
IPOIYKTa

CEpBUCHOTO

Cocras, CTPYKTYypa U
coiep)KaHHEe JTOKYyMEHTAIUH,

o0ecreunBarLIei
Cuctemsr OpraHu3aLI0
JOKYMEHTalWH, cepsuca.Cocras
oOpazyromuecs B OpraHU3aIMOHHOIIPABO-
npouecce  yNpaBieHus | 4q 30 BOM,pacropsAUTeNbHOM, §
JEeSITeTbHOCTHIO UH(POPMALIMOHHOCTIPAaBOYHOM,
opraHmszanuii  cgepbl IJIaHOBOOTYETHOU
CepBU- JOKYMEHTaluH, IIpaBwiIa eé
ca COCTaBJICHUS U OPOPMIICHHS
OcobenHoctu
JOKYMEHTO000pOTa B CEPBHCE
JIOKyMeHTalluOHHOE 34 30 |OGmas XapaKTepUCTHKA

11




obecrieueHne KaJpOBOTO cocraBa

yIIpaBJICHUS npeanpustas.  OpraHu3zaius

MIEPCOHAJIOM. JOKYMEHTAI[HOHHOTO
obOecrieueHUsT  JIEATEIBHOCTH
KaJIpoBOH1 CILYKOBbI
MPEIIPUATHS cepBuca.
Opranuzauusa  paboTel €
KaJIpoBOH JIOKYMEHTALUEH.
Oco0eHHOCTH WCTIOIh30BAHMS
cetu MHTEpHET ISl peuicHHS
3a1a4 KaJ[pOBOTO
JIeTIOTIPOU3BOICTBA.
OdopMieHre IETOBBIX MMHCEM,
JMOKIAJHBIX W CIY)KEOHBIX
3alMCOK, OTBETOB Ha JKAJIOOBI
noTpeOuTene.
Opranmsanuss  paboTel ¢
JOKYMCHTaMHU.
Cucremaru3zanus

Opranusais AOKYMEHTallud B Tporiecce

4, JToKyMeHToobopo| 35 2 31 |ccprHcHOn

nesitebHOCTH. DOpMHUpPOBaHUE

a u oopmienue Jelt.
DKcnepTusa [IEHHOCTH
JTIOKYMEHTOB, MOJITOTOBKA
JOKYMEHTOB K XPaHEHHIO.

DK3aMeH 9 0,5 8,5
Htoro 144 8,5 129,5

12




6. [TepedyeHn yaeOHO-METOAMIECKOTO OOECIIEYCHUS AJIT CAMOCTOSITEIIbHON PaOOTHI
00yJaroImuXxcsl Mo JUCHUILUIHHE (MOJTYITIO)

Ne Buasl caMmocTosTeNbHOM PabOTHI Tpynoemkocts, | @Dopma KOHTpOIS*
aK.4achl
1. [IpopaboTka TEOpEeTUUYECKOTO
. Koncynbranus
MaTepuaia 1o KOHCIEeKTaM JICKIIHH,
. npernoaaBarens,
PEKOMEHI0BAaHHOM JIUTEpaType, 40
CTHOE
JIOTIOTHUTEIbHBIM UCTOYHUKAM Y
cobecenoBanue
uHpopmanuu
2. [ToaroroBka K MPaKTUYECKUM Brictynnenue ¢
3aHATUSAM: TIOUCK HEOOXOAMMON TOKJIaZIOM,
uH(popmanuu, o6padoTka HHPOpPMAIIHH, 40 Mpe3eHTaIus,
HaIMCcaHMe JOKIa/ia, MOAr0TOBKA K OTBETHI HA
BBICTYIIJICHHIO JIMCKYCCUOHHBIE
(muckyccum) BOIPOCHI
3. [ToaroToBKa K TEKYIIEMYKOHTPOJIO
(TecTupoBaHUE W/WIIN HallUCaHHE 41 Tectsl, pedeparbl
pedepara)
4. IToaroroBka K MpoMeXyTOYHOU YcrHOE
aTTecTaluu 8,5 cobecenoBaHue,
(BOTIPOCHI K DK3aMEHY, UTOTOBBIN TECT) TECTUPOBAHUE

Jlns camocTosITeIbHON pabOThl MO AUCHUILIMHE (MOAYJI0) 0Oydaromiuecs
HCIIOJB3YIOT ClIeAyIoIIee yueOHO-METOUYECKOE 00eCIIeueHUE:

1)  JlokyMEeHTaMOHHOE OOCCIeUeHUEe YIpaBlieHUSA: YueOHOe
noco6ue/ 'maguitE.B. - M.: ULl PUOP, HUL[ UHOPA-M, 2020. - 249
c.Pexxumpoctyma: https://znanium.com/catalog/document?id=354819

2)  JloKkyMeHTalOHHOE OO0ECICUCHHE YIPABICHHUS TEPCOHATIOM:
VYyebnoe nocodbue/bynar P. E. - M.: HUL UHOPA-M, 2019. - 234 c.
PexxummocTtyna: https://znanium.com/catalog/document?1d=355024

3)  beikoBa, T. A. JlokyMeHTalIMOHHOE OOECIICUCHHE YITPABICHHUS
HEroCyJJapCTBEHHBIX opraHu3anuii : yueonoe nocodue / T. A. boikosa, JI. B.
Cankuna. — 2-e u3[l., nepepad. u gon. — Mocksa : UHOPA-M, 2020. —
302 c. Pexxum noctymna: : https://znanium.com/catalog/product/1072260

4)  DoHJI OIICHOYHBIX U METOJJUUECKUX MATCPHAJIOB 110 TUCIIUILIIHHE
«JlokyMeHTalmoOHHOE O0eCTIeueHUE YIIPaBICHUD.
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7.CDOHI[ OOCHOYHBIX 1 MCTOAUYICCKUX MATCPHUAIOB IJIsI ITPOBCACHMA
HpOMC}KYTO"IHOI;'I aTTcCTalun O6yanOHlHXCH 10 AU CHUIIJINHC

Bormpocsl 11t mpoBeAeHUsI IPOMEKYTOYHOM arTecTaluu (3K3amMeHa).
1. O6ocHoBaHME HE0OXO0AMMOCTHU oOy4eHus JOKYMEHTAIUOHHOMY
00ECTICUYCHHUIO U €r0 aBTOMATU3AIINH;

2. JIoKkyMeHTOOOOpOT B Opranuzanuu. Pabora ¢ BXOAAIUMU JOKYMEHTaAMU;

3. Knaccudukaropbl 10KyMEHTOB;

4, @opMHPOBaHUE U XPaHEHUE JIETT;

5. PernamenTanus 1e0nponu3BoICTBa;

6. [Ipesentauus. Ee pynkius u Ha3HaueHue. OCHOBHBIE AJIEMEHTHI;

7. OcCHOBHbIE TIOHATUS JOKYMEHTAI[MOHHOTO OOECIEeUEHUsl YIpaBICHUS
(1e10npOon3BOJICTBO, TOKYMEHTOO0OPOT, TOKYMEHT, PEKBU3UT, U JIp.);

8. OpranuzanmoHHble JOKYMeHThl. WX ¢yHKIuM u Ha3HaueHue. YcTaB
OpraHu3alluu;

Q. OcHOBHbIE PYHKIIMU JOKYMEHTA;

10. OpraamzanoHHbie JOKyMEHTHL. Mx ¢yHKimu u HazHauenue. IlltaTHOE
pacnucaHue;

11. VYuudukanus u cTaHAapTU3ALMS TOKYMEHTOB;

12. OpraauzanioHHbIe JOKYMeHTHI. VX QyHkumnu u HazHayeHue. JJomKHOCTHAsS
WHCTPYKLIMS

13. bnank. [Tonstue 6manka. TpeboBanus k 0ohopmIiIeHHUIO OJIAHKOB;

14. PacnopsiaurenbHble JOKyMeHTHl. Mx ¢yHkuuu u HasHauenue. Ilpukaz mo
OCHOBHOM JI€ATEIILHOCTH,;

15. PexBusur. [lonsitue pexkBu3uTa, MOPSI0K UX 0HOPMIICHUS,

16. CnpaBoyHO-UH(POPMAITMOHHBIE JOKYMEHTHl. VX (yHKINM W Ha3HavYCHHE.
AKT;
17. TexHuueckue CpeacTBa, UCHOJIb3yEMbIE B JEIOMPOU3BOCTBE;

18. CnpaBoyHO-UH(POPMAIMOHHBIE JOKYMEHTHl. VX (yHKIMM W Ha3Ha4YCHHE.
IIporokour,

19. bnaunk. Buasl 6;1ankoB. OcOOGEHHOCTH UX OPOPMIICHUS;

20.  JlokymeHTO0OOpOT B opraHu3aiuu. Pabora ¢ HCXOoAsSIIMMU JOKYMEHTaMU
21. bnank. BapuaHThl pacnoyioxKeHUs] peKBU3UTOB Ha OJaHKaXx;

22. IloaroroBka u mepenada Jei B apXUB;
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23. IlpaBuna odopmiieHus naT, HyMepaluu CTpaHUI], OpopMIICHUS TabIuI,
MaTeMaTU4YecKux (OpMyJl U COKpAILEHUH;

24. PacnopsiqutenbHbie TOKyMeHTHI. X GyHKIMM 1 Ha3HAYeHUE. YKa3aHue; 25.
JlokymMeHTOOO0pOT B opranu3zanuu. [Iporiecc KOHTPOJIS UCTIOHEHUS TOKYMEHTOB;
26. CnpaBouHO-HH(OPMAITMOHHBIE JOKYMEHTHl. MX (yHKIIMM M Ha3HaUYCHUE.
OOBsicHUTENIbHAS U JOKJIAAHAS 3aITUCKHU;

27. JlokymeHTOOOOpOT B opranu3amnuu. Pabora ¢ BXOASIMMU JOKYMEHTaMH;

28. PacnopsautensHbie J0KyMeHTHL. Ux GyHKIMK 1 Ha3HayeHue. Pacniopsikenne
29.  OcCHOBHbIE TOHATHUS JOKYMEHTAIIMOHHOTO 00ECTICUCHUS YIIPaBICHUS;

30. CnpaBouHO-UH(pOPMAITMOHHBIE JOKYMEHTHl. MX (yHKIIMM M Ha3HaUYCHUE.
[IpoToxou;

[IpumepHBbIE TPaKTUKO-OPUEHTUPOBAHHBIE 3aJaHUS
1. OdopMuTh mNpUKa3 O HA3HAYEHUU OTBETCTBEHHOIO 32
oOparmenwne ¢ 6aakamu npeanpustus B cootBerctBum ¢ ['OCT P 6.30-2003
2. OdopMuTs NPOTOKON 3acelaHusi DKCIEPTHOM KOMHUCCHUU B
COOTBETCTBHMM C TUIOBOM MHCTPYKLHEN MO AETONPOU3BOIACTBY
3. CocTaBUTh CIIy’)KEOHYIO 3alMCKy Ha IMOOIIPEHUE COTPYIHHUKA,
IIEPEBBINOIHUBILETO [IJIAHOBBIE ITOKA3ATENH

[TonHbI KOMIUIEKT 3aJaHUA U OITarnoB (POPMUPOBAHUS KOMIICTCHIIMH
npeactaBiacH B GOHJIE OLIEHOYHBIX U METOJAMYECKUX MATEPUATIOB ISl IPOBEICHUS
MPOMEKYTOUHOM aTTECTallud OOYYalolUXCs M0 JUCIUIUIHMHE, O(QOpMIICHHBIN
OTZEJIbHBIM JIOKYMEHTOM, MPE/ICTABJIEH B MIPUIIOKEHUH 1.
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8. [lepedyeHb OCHOBHOM, TOMOJHUTEIHLHOM YUeOHON TUTEpATyPhI, PECYPCOB
UH(OPMAITMOHHO-TEIICKOMMYHHUKAIIMOHHOM ceTn « UHTepHEeT», HEOOXOAUMBIX JIJIs
OCBOEHUS TUCIUIUIUHBI (MOTYJIST)

a) HOPMAaTHBHBIE PABOBBIC AKTHI

1) Haumonaneusiii ctangapt PO I'OCT P 7.0.8-2013 "Cucrema cTaniapToB
no uHQpopMaluu, ONOINOTEUHOMY U M3AATEIbCKOMY Jiedy. Jlelonponu3BoACTBO U
apxuBHoe Jeno. TepmuHbl u ompeneneHus" (yTB. npukazom DenepaabHOro
areHTCTBAa 10 TEXHUYECKOMY PEryJIUPOBAHUIO U METPOJIOTUH OT 17 okTs1i0ps 2013 r.
N 1185-cT)

2)IOCT P 6.30-2003 «YHubuuupoBaHHbIE CHUCTEMBbl JOKYMEHTAIIMH.
YHudunupoBaHHas ~ cUCTeMa  OpPraHU3allMOHHO - pacnopsiauTeIbHON
JIOKYMEHTaIlUH.

TpeOGoBanus K 0POPMIEHUIO JOKYMEHTOB)

3) TOCT P 7.097-2016 «Cucrema cTaHAapTOoB IO HH(POPMALINH,
OMOIMOTEYHOMY M H3JaTeNbcKoMy Jery. OpraHu3alrOHHO-PacTOpsAUTEIbHAS
nokymeHTarus. TpeboBanus K 0hOPMIICHUIO TOKYMEHTOBY

0) OCHOBHas IUTEpaTypa:

1)  JlokyMeHTanuOHHOE OOCCIICUEHHUE yIpaBlIeHUsA: YueOHOe

nocooue/ I'maguitE.B. - M.: U1 PUOP, HUILl MHD®PA-M, 2020. - 249

c.Pexxumpaocrtyna: https://znanium.com/catalog/document?id=354819

2)  JIoKyMeHTalMOHHOEe OO0ECIICUCHHE YIPABICHHUS TEPCOHATIOM:
VYyeOnoe nocobue/bynar P. E. - M.: HULl UH®PA-M, 2019. - 234 c.
Pexxumpaoctymna: https://znanium.com/catalog/document?1d=355024

3)  beikoBa, T. A. JlokyMeHTaI[MOHHOE OOECIICUCHHE YIPABICHHUS

HErocyAapCTBEHHBIX opraHu3aiuii : yaeoHoe nocoodue / T. A. breikosa, JI. B.

Cankuna. — 2-e u3f., nepepad. u gomn. — Mocksa : UHOPA-M, 2020. —

302 c. Pexxum noctymna: : https://znanium.com/catalog/product/1072260

B) JIOTIOJIHUTEJIbHAS JIUTEpaTypa:
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1) JloxymeHTaIimoHHOE OOECTICYCHHE YIIpPaBJICHUSI MEPCOHATOM: YdeOHOe
nocooue/bynar P. E. - M.: HULl UH®PA-M, 2019. - 234 c.Pexxum noctymna:
https://znanium.com/catalog/document?id=355024

2)JlokyMeHTallMOHHOE 0OecTieueHne YIPABICHHS B COLUATBLHO-KYJIBTYPHOM
cepBuce U Typu3Me: YaeoHoe mocodue / I'ymmnaa U. A., 3aiiniea H. A. - M.: Anbda-
M, HALl TH®PA-M, 2015.Pexum nocty-
na:http://znanium.com/catalog.php?bookinfo=489737

3)KupcanoBa, M. B. Kypc npemonpousBojacTBa: JOKyMEHTAIMOHHOE
obecrieueHue ynpasieHus : yaeoHoe nocodbue / M.B. Kupcanosa, FO.M. AkceHoB.
6-e u3a., ucnp. u non. — Mocksa : UHOPA-M, 2020. — 257 ¢. Pexxum noctyna::
https://znanium.com/catalog/product/1088888

r) pecypchl cetu « UHTepHEeT»:

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

2) JleaompousBOACTBO U JTIOKYMEHTOO0O0pOT Ha
TIPEIITPUSITHH. http://www.delo-
press.ru/journals.php?page=documents
3) Kanposoe JIEJIOIIPOU3BOJICTBO 51 TPYZOBOE  IPaBo.

http://hrportal.ru/rubric/kdp
4) DnextponHas oubaroreka HR-criermanucros. http://www.hrm.ru/
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9. MeTonuueckre yKa3aHusl 111 00y4JaroIIUXCs 10 OCBOCHUIO TUCIUILTMHBI
(Momyms)

CaMocTosTenbHas MOATOTOBKA 00YYAIOIIUXCS IPOBOJUTCS JUIsl YTITyOIeHUsI
Y 3aKpEIUICHHs 3HAHWM, MOJYyYEHHBIX Ha JIEKUUAX U JIPYTUX BHUJAX 3aHATHH, HJIs
BbIPa0OTKH HABBIKOB CaMOCTOSITEJIBHOIO NMPUMEHEHHUS] HOBBIX, JOMOJIHUTEIbHBIX
3HAaHUU U MOATOTOBKH K MPEJCTOALIMM YUEOHBIM 3aHATHIM, 3a4ETy.

BaxxHpiM  ycllOBMEM  YCHEUIHOIO HW3YYEHHsS JUCLHUIUIMHBI  SBIISETCS
nocemenne jekuui. [lox nmocemenneM nojapazymeBaercss He popMa MACCUBHOIO
MPUCYTCTBHS, @ aKTHUBHAs1 pad0Ta MO U3y4YEHUIO HOBOro Marepuana. [loaroroska k
JIEKIIMOHHBIM 3aHSATUSIM BKIIIOYAET B ceOsl aHANU3 IMpeaaraeMbIX JUIsl U3y4eHUs
BOIIPOCOB, U3yYE€HNE HOPMATUBHBIX UICTOYHUKOB M yU€OHOUN U HAyYHOU JINTEPATYPBI
[0 paccMaTpUBaeMbIM BOIpocaM JEKUUU. B mpolecce jnekuuum o0ydaromuics
MOXXET 337aBaTh YTOUYHSIOIIME BOMPOCHI, OCYIIECTBUTh B3aMMOCBSI3b HOBOIO
Marepuansa ¢ YK€ H3YyYEHHBIM, TMOJArOTOBUTH 0azy st 3(PQPEeKTUBHOTO
WCIIOJIb30BAHUS TMOJIYYEHHBIX 3HAHWMA, OOJIETYUTH MOJATOTOBKY K MPAKTUYECKOMY
3aHATHIO. D(PHEKTUBHBIM CITOCOOOM (DHKCAIMU JIEKIITMOHHOTO MaTepuala sBISICTCS
KOHCIIEKTUPOBAHUE, MPEACTABISIONIEEe COOOH HE TOJIBKO (PUKCAIMIO Ba)KHEUIINX
MOMEHTOB JIEKIIMU, HO M yKa3aHHWe MPUMEPOB JUIsi MOHMMAHMS TOTO WJIM HHOIO
TEOPETHUYECKOr0 MaTepuaia.

[Ipy moAroToBKEe K MPAKTUYECKOMY 3aHSATHIO HEOOXOAMMO HCIOJIb30BaTh
KOHCIIEKTUPOBAaHHBIE MaTepuaibl JIEKUWH, y4eOHYI0 U HaydHYIO JUTEeparypy.
[ToaroToBKa OTBETOB MO BBHIHOCHMMBIM Ha OOCYXIEHUE BOMIPOCAM MPAKTHUYECKOTO
3aHATUS BKJIIOYAET B c€0sl HE TOJBKO MPOYTEHHE MaTepuana, HO U €ro aHajlu3 U
KPUTHYECKYIO OILIeHKY.. OOydJaromemycs CcleQyeT BBIIBUTh MAaJOU3y4YCHHBIC
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ACTIEKTHl PacCMAaTPUBAEMBIX BOIIPOCOB, MPOSIBUTH WHUIIMATUBY TP TOJATOTOBKE K
MPAKTUYECKOMY 3aHSATHIO.

[Ipu moAroToBKE K MPAKTHUECKUM 3aHATUSMU M 3a4€Ty PEKOMEHIYeTCs
CUCTEMATU3UPOBATh 3HAHMS, H300paxas uUX B TaOJUYHOM, rpadUyecKOM WIH
CXEMaTHYHOM BHJIC. DTO MO3BOJIUT YCTAHOBUTH B3aUMOCBS3b N3Y4aeMbIX SIBICHHM,
YOPOCTUT 3aJlady 3allOMHUHAHUS MaTepualia, OOJIErYUT MPOILECC MPAKTUYECKOTO
MPUMEHEHUS TTOJIYYCHHBIX 3HAHUU.

3amauelt NpakTUYECKUX 3aHATUN SBIISETCS BBIPAOOTKA YMEHHUSI UCTIOIb30BATh
TEOPETUUYECKHE 3HAHUS, TMPOSBUTh HAJIWYHE TIPAKTUYCCKUX HABBIKOB. [lpwm
MOJIFTOTOBKE K MPAaKTUYECKOMY 3aHATHIO CIEAYeT 3a0JIarOBpeMEHHOT0 00€CIIeYnTh
HaJIM4YMe HEOOXOAUMO IJisi JAaHHOTO 3aHATUS MaTepuaia, CaMOCTOSTEIbHO
MTOBTOPUTH paHEe U3yICHHBIC TEMBI.

J1J1st yCTIeNHOTO0 OCBOCHUSI TUCIUTIIIMHBI BAYKHBIM SBJISIETCS] yMEHUE paboTaTh
C TEpMUHAMH U UX onpeneneHussMu. 11t paboTsl ¢ TepMUHOIOTHEN 3D PEKTUBHBIM
SBJIIETCSI HUCIIOJIb30BAaHME KakK y4yeOHOM W Hay4yHOW JHUTEpaTyphbl, TaK H
IOPUIUYECKUX U PHIIOCOPCKHUX CIOBApPEH.

PabGoTta ¢ TepMUHaAMU MOXKET OCYIIECTBISATHCA Kak B (hOPME COCTABJICHHS
COOCTBEHHBIX TEMATHYECKHX CIIOBAPUKOB ISl yAOOCTBA M CKOPOCTH ITOMCKA
HeoOxoaumoro TepmuHa. C  3TOM 1EJIbI0 HEOOXOAUMO KaXIbld  HOBBIN
BCTPEYAIOIIUIICS TEPMUH 3alKMCHhIBATh U BO BPEMS MOATOTOBKUA K CEMUHAPCKUM U
MPAKTUYECKUM 3aHSATHSAM YKa3blBaTh COOTBETCTBYIOIIEE ompeiaciieHne. B ciydae
BO3HMKHOBEHUS CJIOKHOCTH BBIOOpA OMPEICICHUS M3 HWMEIOMErocs o0bema B
paMKax Hay4YHOTO 3HAHHWS HEOOXOJIMMO 3aJaBaTh BOIMPOCHI MPENOJABATEIIO B
paMKax JEKIIMOHHBIX U MPAKTUICCKUX 3aHATHH.

WUnrtepaktuBHble  (QOpPMBI  TPOBEACHHS  3aHATUA 1O  JUCIUIUIMHE
«/lokymeHTaumoHHOe oOecreueHre yIpaBieHUs» BKIIOUAIOT B Ce0sl CIEAyIOlIHe
BUJIbI 3aHSITHIH:

- WHTEPAKTUBHBIC JIEKIIMH, TPEIOaraloT MCIOJb30BaHUE METO/a
po0IeMHOT0 u3NoKeHus. [Ipu TakoM moaxo1e JEKIUsl CTAHOBUTCS MOXO0XEN Ha
JMAJIoT, TIPEToIaBaHe UMHUTHPYET HMCCIICIOBATEIBCKAN MPOIECC (BBIABUTAIOTCS
NIEPBOHAYAILHO HECKOJIBKO KJTIOYEBBIX MOCTYJIATOB IO TEME JICKITUH, M3JI0KCHUE
BBICTPAMBAETCS TI0 TMPHUHIIUMITY CAMOCTOSTEIBLHOTO aHaimm3a | 0000IeHus
CTYJ€EHTaMHU Y4YeOHOro Marepuaia). JTa METOJMKA I03BOJISIET 3aUHTEPECOBAThH
CTYJIEHTa, BOBJICYb €ro B Ipolecc o0ydeHus. [IpoTuBopeunss HAyqHOTO MTO3HAHUS
PACKpBIBAIOTCS TIOCPEJCTBOM IIOCTAHOBKM MpoOieMbl. YdeOHas mpolOiema u
npoOJIeMHasl CHUTyaIlus SBJISIOTCS OCHOBHBIMH CTPYKTYPHBIMH KOMITOHEHTaMHU
npobiieMHoro oOydyenus. [lepen Hagamom HM3ydeHHs OMpENEICHHONW TeMbl Kypca
CTaBUTCSA TIEpENl CTyJAEHTAaMU NPOOJIEMHBIA BOMPOC WM JAaETCS MPOOJIEMHOE
3amanne. CTUMyIUpys paspelieHue mnpoOJieMbl, TpenojaBaTelh CHUMAET
MIPOTUBOPEYHS MEXKTY UMCIOIIUMCS €€ TIOHUMAaHHEM M TpeOyeMBIMH OT CTYJICHTa
3HaHUSAMHU. D(OPEKTUBHOCTH TAKOTO METOAAa B TOM, YTO OTHACIhHBIC MPOOJIEMBI
MOTYT TIOJTHUMATHCSI CAMUMHU CTYJ€HTaMU. | JTaBHBIN yCIIeX TaHHOTO METO/a B TOM,

4TO IIPCIodaBaTClib I[O6I/IBaCTC}I OT ayaAuTOpHUN «CAMOCTOATCIBHOTO PCIICHHI»
19




nocTaBlieHHOU npoOiembl. Opranu3zaius mpooIeMHOTro 00ydeHus MPEeACTaBIAETCS
JIOCTaTOYHO CJIOKHOM, TpeOyeT 3HAuYMTENbHON MOJArOoTOBKH JiekTopa. OJHaKo Ha
Ha4yaJbHOM JTall€ UCIIOJIb30BaHUSA 3TOIO METO/Ia €r0 MOKHO BHENIPATH B CTPYKTYPY
TOTOBBIX, paHee pa3padOTaHHBIX JIEKIUI, MPAKTUYECKUX 3aHATUHN KaK IONOJHEHHUE.

- TPYNIOBBIE TUCKYCCHH, MPUMEHSAIOTCS Ui 00ecredeHHs] HaBBIKOB
KOMaHJIHOM pabOThl U MEXJIMYHOCTHOM KOMMYHHMKAIMKM W TPEICTaBIAIOT COOOM
OLICHOYHOE CPEACTBO, IO3BOJISIONIEE BKJIOYUTh OOYYAIOMIMXCA B MPOIECC
OOCYXKICHHsI TPEICTaBICHHOW TEMbI, MPOOJEMbl U OLEHUTh HX YMEHHE
apryMEHTUPOBAaTh COOCTBEHHYIO TOYKY 3peHHs. Kpome Toro, B Xoae 3aHATHIMA
MIPOBOJSTCS KPYIJIbIE CTOJIBI 110 3aJaHHBIM TEMATHUKAM.

OueHounele  u METOOUYECKHE  MAaTepHallbl MO  JWCHUIIIMHE
«/loxymeHTanmonHoe obecrieueHrne ynpasieHus» npeacrapieHsl B DOMM.

IIpy 1DOArOTOBKE K IPOMEKYTOUHOMY WIM HTOIOBOMY TECTUPOBAHUIO
HEOOXOJMMO U3YYUTh TEOPETUUYECKUH M MPAKTHYECKUl Marepuain. TecToBble
3aaHus (C MepeyHEM BO3MOXKHBIX BapUAHTOB OTBETOB, CPEIAN KOTOPBIX XOTs OBl
OJIMH OTBET SIBJISIETCS HEBEPHBIM) OOECIEUMBAIOT CTPYKTYPHOCTH MBIIIJICHHUS,
BBIHYKJIGHHOTO BBIOpaTh W3 NPEAJIOKEHHBIX BAPUAHTOB OTBET BCE IMpaBUIIbHBIC
BApUAHTBI. TE€CTOBBIC 3aJaHUs HAa YCTAHOBJICHUS COOTBETCTBUSA IOAPA3yMEBAIOT
HEOOXOMMOCTh MPOSIBICHUSI HE TOJIBKO 3HaHUS YYEOHOIr0 MaTepuana, HO U yMEHHUS
NPUMEHSATH MpaBwiia GOPMAIBHON JIOTUKU. TeCTOBbIE 3a/laHUsl HA YHOPSI0YEHHUE
HaIlpaBJICHBI Ha YCTAaHOBJICHHE JIOTHYECKOMN MTOCJIEA0BATEILHOCTH
paccMaTpuBaeMBbIX SIBICHUM (BpEMEHHU CYIECTBOBAHMS SIBICHUN, PACIIONIOKECHUS
CTPYKTYPHBIX 3JIEMEHTOB [IPABOBBIX TOKYMEHTOB U T.I1.).

O} dpekTuBHBIM CIOCOOOM JI HOATOTOBKH K TECTHPOBAHUIO SIBJISIETCA paboTa
oOydJaromierocss 1O PEHIeHUI0 TECTOBBIX 3aJaHUM, NPEIOCTaBICHHBIX IS
CaMOCTOATENbHON padoThl. Takke MpU TMOATOTOBKE K TakoW (opme KOHTPOJIs
3HaHUM, KaK PElICHUE TECTOBBIX 3aJaHUM, CIEAYET CaMOCTOSTEIBHO IONBITATHCS
npopadboTaTh paccMaTpuBaEeMble B JUCLUIUIMHE BOMPOCHI B (hOPME COCTABICHHS
TECTOBBIX 3aJIaHUM.

IIpr moaroroBke K dK3aMeHy ClEAyeT UMEThb B BHUAY, YTO OH SIBJISIETCSA
UTOTOBOM (OPMOM KOHTPOJISI 1O HM3YYEHUIO JAaHHOHW YYeOHOM JMCITUIIINHBEIL.
DK3aMEH IMOApPa3yMEBAET MAKCUMAaJbHYI0 KOHUEHTPALUWIO 3HAHUM U YMEHUH,
MPEANOJIATAOIINX TOJTHOE U3YYEHNE MaTepHUana TUCIUIIINHBI.

DK3amMeH MpoBoAuTCS B ¢GopMe YCTHOTO cOoOeceq0BaHUsI, BBIMOJHEHUS
NUCbMEHHOrO 3ajaHusd. Pemenue mnpenogaBatenss 00 HUTOTOBOM — OLIEHKE
MIPUHUAMAETCS O PEe3yJbTaTaM YCTHOTO OTBETAa M BBINOJHEHHOTO MHCHBMEHHOTO
3a1aHUS B 3aBUCHUMOCTH OT ILIKaJIbl OLEHKH.

B kayecTBe HCTOYHHKA JOIMOJHUTEIBHBIX MAaTEPUATIOB PEKOMEHIYETCS
MOJIb30BaThCsl HMH(OpMalMe OTKPHITOro Joctyna cetd Internet (maHHBIMU
WH(OPMAITMOHHO-TIPABOBBIX U 00pa30BaTEIbHBIX MOPTAIOB, OUIIUATBLHBIX CAHTOB
MUHHUCTEPCTB, BEAOMCTB, OTIEIbHBIX OPTaHU3ALMM, JaHHBIMH T'OCYJapCTBEHHOU
CTaTUCTUKH, pPe3yJbTaTaMH HKCIEPTHO-aHATIUTHYECKHX 0030poB). Kpome Toro,

MOXHO BOCIIOJIb30BATLCSA BO3MOKHOCTAMHU CIIPABOYHO-TIPABOBBIX CHUCTCM, 0a3bl
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KOTOPBIX COJIEPKAT HE TOJbKO TEKCT HOPMATUBHBIX aKTOB, HO U HAYYHbIE€ CTAThU IO
paznuuHbeiM Borpocam (Hanpumep, CIIC «Kouncynbrant [lmtocy»). Pekomenmyercs
TaK)K€ UCIOIb30BaTh AIEKTPOHHO-OMOINOTEUHbIE CUCTEMBI.

MeTonnueckrie peKOMEH IallMU M0 BBIMOJIHEHUIO KOHTPOJIBbHON paOOTHI.

Temy KOHTpPOJNIBHOH pabOTBHl CTYAEHT BBIOWpAET U3 NPEITIOKCHHBIX
BApUAHTOB. B rpynmne He NOMyCKaeTcs BBIOJIHEHUE HECKOJBKHMH CTYIEHTAMU
KOHTPOJILHOM pabOThI IO OJTHOM U TOH e TeMe.

KontposnbHas paboTa u3naraercsi IOTHYECKH MOCIeI0OBATEIbHO, TPAMOTHO U
pa3bopunBo. OHa 00s3aTENBHO NOJDKHA UMETh TUTYJIBHBIA JTUCT. OH COAEPKUT
Ha3BaHWE Y4YEOHOTO 3aBE/CHUS; AUCHUIUIMHBI, IO KOTOPOW BBINOIHSAETCA
KOHTpOJIbHAsA pabOThl; Ha3BaHHE TeMbl; (GaMUIUIO, UHUIIMAJBI, YYEHOE 3BaHHUE U
CTEIEHb MpernojaBaresis, BeAyIIero JaHHYIO AUCHUILIMHY; (GaMUINI0, WHUIUAJIBI
aBTOPA; CIIELIHAIBHOCTb.

Ha cnenyromieM aucte mpuBOIUTCS COAEpKaHUE KOHTPOJIbHOU paboThl. OHO
BKJIIOYAeT B ceOs: BBEJACHUE, Ha3BaHUE BOMPOCOB, 3aKJIIOYEHUE, CIHCOK
JIUTEPATYPBHL.

BBeaenue 1omkHO OBITH KpaTKuM, He Oosiee 1 ctpanuisl. B HEM He0OX0o1UMO
OTMETHUTh AKTYaJIbHOCTh TEMBI, €€ LIeJIb U 3a/Ja4d, KOTOpbIE CTaBITCS B paboTe.
N3nokeHne KakJIoro BOIpoca HEOOXOJMMO HayaTh C HAMMCAHMS 3aroJioBKa,
COOTBETCTBYIOIIEMY «COAepKaHUI0», KOTOPBII JOJKEH OTPaXKaTh OCHOBHYIO CYTh
TEKCTa. 3aroJIOBKU OT TEKCTa CIEAYET OTAEIATh MHTEepBajgaMu. Kaxplil 3arojJ0BOK
00s3aTeNbHO JTOHKEH MPEAIIECTBOBATh HEMOCPEICTBEHHO CBOEMY TEKCTy. B ToMm
CiIyyae, KOT/la Ha OYepeIHON CTpaHUIE OCTAETCSI MECTO TOJIBKO JJISI 3ar0JI0BKA U HET
MecTa HM I OJHOM CTPOYKH TEKCTa, 3ar0JIOBOK HY>KHO MHUCATh Ha CIEAYIOIIEH
CTpaHHIIE.

N3narast Bonpoc, Kaxblii HOBBIA CMBICJIIOBOM a03all HEOOXOJUMO HayaTh C
KPAaCHOM CTPOKHU. 3aKOHYUTH M3JI0KEHUE BOMPOCA CIEAYET BBIBOJOM, UTOTOM IIO
COJIEP>KaHUIO JaHHOTO pasJena.

W3noxenue comepx aHusi BCE KOHTPOJIBHOM pabOThI JIOJDKHO OBITH
3aBEPILEHO 3aKJII0YEHUEM, B KOTOPOM HEOOXOJUMO JaTh BBIBOJBI MO HAITMCAHUIO
pabOTHI B IIEJIOM.

[Tocie OCHOBHOrO TEKCTa KOHTPOJIBHOM pabOThI 0053aTEeNIbHO JTOHKEH OBITh
MPECTABIICH CIIHCOK UCIIOIb3YEMOU JIUTEPATYPHI.

CtpaHuIbl KOHTPOJIBHOU PAaOOTHI TOHKHBI UMETh HyMEpaIruio (CKBO3HYIO).
HomMmep cTpaHuiibl cTaBUTCS BBEPXY B MpPaBoM yriy. Ha TUTYJIbHOM JIMCTE HOMED
CTpaHUIIbI HE CTABUTCS.

OnTuManbHbIN 00bEM KOHTPOJIBLHOU paboThl 10-12 cTpaHui] MAaITMHOMCHOTO
TekcTa (pa3mep mpudra 14 Times New Roman ) uepes nomyTopHbIif HHTEpBaI Ha
CTaHJApTHBIX JUCcTax popmata A-4; moms: Bepxuee —20 MM, HibkHee —20 MM, JIeBOe
—30 mm, ipaBoe —15MmM.

3arojgoBKH CTPYKTYPHBIX 3JIEMEHTOB KOHTPOJIbHOMN paboThI
«COHEPXAHUEY, «BBEJIEHUEY, «3AKJIFOUEHHUEY, «CIIMCOK

UCIIOJIL30BAHHOU
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JIMTEPATYPbBI» u Ha3zBaHus KaXIOro paccMaTpUBAEMOro BOMpPOCa pabOTHI
CJIeJlyeT MevyaTaTh MPOMUCHBIMU OyKBaMu, HE TTOJYEPKUBAsl, HE BBIACISAS KUPHBIM
mpUQTOM C BIPABHUBAHHUEM I10 LIEHTPY TEKCTa 0€3 TOYKU B KOHIIE.

B Texcre KOHTpOJIbHOM pabOThI HE AOMYCKAETCS MPOU3BOJIBLHOE COKPAIIIEHHUE
cJI0B (KpoMme 0o0ImenpuHAThIX). [10 BceM BO3HUKIIMM BOIIPOCAM CTYJIEHTY CIEAYET
oOparniarbcs 3a KOHCYJIbTAIMEN K IPEroaBaTelio.

Hywmeparus Tabauilr 1 puCYHKOB JTOJDKHA OBITH CKBO3HOM IO BCEH padoTe.

@opMynel B paboTe HyMepyrTcs apabCkuMu mudpamMu B TOPSIKE U3
nocyenoBaTeabHOCTU. HoMmep ykasbIBaeTcsi ¢ MpaBOM CTOPOHBI JTUCTAa HA YPOBHE
(bOpMYIIBI B KPYTJIBIX CKOOKaX, HaIpUMeED:

U(xy)=2x+y. (4)

Nnmoctpauuu.  Wmmoctpanuu  clienyeT — pacmnojiaraTb B pabote
HEIMOCPEACTBEHHO TOCIIE TEKCTa, B KOTOPOM OHHM YIOMHUHAIOTCSl BIEPBBIC WM HA
cienyromiet crpanuilsl. Mimoctpanuu ciieayer HymMepoBaTh apaOCKuMu IudpaMu
CKBO3HOM HyMEpalHEH.

Nnmoctpani MOTYT UMMETh HAaWUMEHOBAHUE U TOSCHUTEIBHBIC JAHHbBIC
(mogpucyHouHslii TeKCcT).CaoBo «PUCYHOK» M HaMMEHOBaHHE MOMENIAIOT IOCIE
MOSICHUTEIBHBIX JAHHBIX M PACIIONAraloT CIEAYIOIMHUM 00pa3oMm:

Pucynok 1 — CtpykTypa ynpaBieHus

Ecnu B paboTe npuBeieHa oiHa WIUTIOCTpAIus, TO €€ He HyMepYIOT.

Tabnuupl. TaOauIBl MPUMEHSIOTCS YISl JTy4dIlled HArJISIIHOCTH U CPaBHEHUS
nokasarenieid. TaOnuily pa3MemiaroT Mocjie NEPBOro yIOMUHAHKS O HEH B TEKCTE
TaKUM 00pa3oM, YTOObI €€ MOXXHO ObLIO YuTaTh 0€3 MOBOpPOTAa PadOThl WU C
MIOBOPOTOM 10 4aCOBOM cTpenike. JJonmyckaeTcst pa3MelleHUE Ha CIIEIYIOIIEH, TocTe
CCBUIKH, CTPAHUIIE, a P HEOOXOAUMOCTH B TIPHIIOKEHUH.

Ha3Banue Ttabnuipl JOJDKHO OTpa)kaTh €€ COJAep)KaHue, OBbITh TOYHBIM,
KPaTKUM.

IIpu oopmienun TabauIlbl B IEBOM BEPXHEM YTy HAYMHASI C MPOMUCHOMN
OykBbl mUIIyT cioBo «Tabnuiay, ganee yepe3 TUPE CTaBUTCA €€ HOMeEp U 0e3
a03aIlHOTO OTCTYyIA MUIIETCS 3ar0JIOBOK TaOIHUIIBI.

3aroyioBoK (Ha3BaHHe TAOJUIIBI) CIEAYET MHUCATh C MPOMUCHOW OYKBBI, O€3
TOYKHU B KOHIIE. [IepeHOChI U COKpalleHus CJIOB B 3ar0JIOBKE HE JOMYCTUMBI.

Hanpuwmep:

Ta6mumna 2 — lunamuka uadsaiuu B ctpadax CHIT

[Tpu mepenoce yactu TabIUIBI HA IPYTYIO CTPAHUILY 3ar0JOBOK MOMEIIAIOT
TOJBKO Tepea HadajgoMm Tabmuubl. Haxg apyruMu 4acTaMHM MHIIYT, HampuMep:
«IIponomkenue Tadbiuipl 2». Britoduenue B Tabiuily oTaenbHOM rpadbl « ETUHUITBI
WU3MEPEHUSD HE JOMYCKAIOTCH.

3aroiioBok rpad U CTPOK TAOJNHIIBI CIAEAYET MUCATh C MPOMUCHON OYKBBI, a
MOA3aroJIoBKU rpad — co CTpOYHOM OYKBBI, HAIIPUMED:

AKITMOHEpHBIE 00IIECTBA CebecronmocTs, py0. 3a 1 T.

Top yroJjb
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[Toa3arosoBOK ciaeAyeT MUCcaTh C MPOMUCHON OYKBBI, €CJIM IOKA3aTEIN UMEIOT
CaMOCTOATENbHOE 3HAYCHUE.

B KoHII€ 3aro0BOK U 1M0/3aroJIOBOK Ta0JIMIl TOUYKU He cTaBsT. [lokazaTenu B
3aroyioBke rpad ykasblBarOT B €AMHCTBEHHOM YHUCIIE.

Paznenenue 3arojloBKOB OOKOBBIX W Trpad IUAroHajJbHBIMHU JUHUSIMU HE
JOIYCKaeTCsl.

Ecnu Bce mokazatenu, nmpuBeeHHBIE B Tpadax TabIUIbl, BRIPAXKEHBI B OHON
U TOW XK€ eAMHMIIC U3MepeHus, To e€ 0003HaueHHe HEeOOXOAMMO MOMENIATh Hajl
TaOIHIICH.

[udps! B rpadax TabIuL JOJKHBI IPOCTABIATHCS TaK, YTOOBI pa3/IeIibl YUCEN
BO Bcell rpade ObUIM pacrosioKeHbl OJMH MoJ ApyruM. B onHoil rpade nomkHO
COOJII0JIEHO OJJMHAKOBOE YHCIIO IECITUYHBIX 3HAKOB ISl BCEX 3HAUEHUI BEJIMYMH.

Ha Bce Ta0nuiibl 10KHBI OBITh CCBUIKM B TEKCTE, MPU 3TOM cJI0BO « Tabmua»
B TEKCTE MUILYT COKPAILIEHHO, HAallpuMep: TabJ. 2.

[Ipu MOBTOPHBIX CCHUIKAX HA TAOIMIIBI U WUIIOCTPALIUU CIEYET YKa3bIBATh
COKpAIIEHHO CJIIOBO «CMOTPHU», HAIIpUMEP: CM. TabJI. 2, cM. puc. 3.

®opMmysbl U ypaBHEHUsI. Y paBHEHUS U (POPMYJIbI CIIETYET BBIACIATH U3 TEKCTa
B OTHENbHYIO CTpOKYy. Ecnu ypaBHeHME HE yMEHIaeTcsi B OJIHY CTPOKY, TO OHO
JIOJKHO OBITH MEPEHECEHO JI0 3HaKa paBeHCTBA (=) WJIM Mociie 3HaKoB (+), MUHYC (-
), YMHOXeHue (%) , neneHus (:) Uiu APyruX MallMHONMUCHBIX 3HAKOB, TPUYEM 3HAK
B HayaJje CJIEAYIOIIe CTPOKU MOBTOPSIOT.

[losicHeHne 3HAYE€HUN CHMBOJIOB M YHUCIOBBIX KO3((ULIMEHTOB CcIeayeT
PUBOJUTH HEMOCPEACTBEHHO MOA (OpPMYJION B TOM K€ MOCIEI0BATEIBHOCTH, B
KOTOpPO¥ OHM JIaHbI B pOpMYyIIE.

CchUIKM B TEKCTE Ha MOPSAKOBBIE HOMEpa POpMyJT JTAlOTCS B CKOOKaX.

Hanpumep: BHII paccuutsiBaetcs o dopmyiie (2).

[Tpumeuanus. CnoBo «IIpumeuanue» cieayer neyataTb ¢ IPONUCHON OYKBBI
c ab3ama 0e3 MoYepKUBaHUS.

[Ipumeuanuss B paboTe NPUBOAST B TOM CIy4yae, €CIM HEOOXOAMMBI
NOSICHEHUS WJIM CIPaBOYHBIC JaHHBIE K COACPNKAHMIO TEKCTa, TaOMUI[ WU
rpaduyueckoro marepuarna.

[Ipumeyanust cieayer mnoMeniaTh HEMOCPEICTBEHHO IIOCJIE TEKCTOBOIO,
rpaduyeckoro Marepuaia Win K TadJauile, K KOTOPbIM OTHOCSITCS 9TH IPUMEYaHHs.
Ecnu npumedanue oHoO, TO nocie cioa «lIpumedanne» cienyer cTaBuTh THPE U
pUMEYaHHe MevaTaeTcs ¢ NponucHor OykBbl. OIHO MpUMEYaHHe HE HyMepyeTcsl.
Heckonpko mnpuMeyaHuid HYMEpPYIOT MO MNOpSAKYy apabckumu mudpamu 06e3
npocTtaBieHus Toukd. [Ipumedanue k Tabauie NOMeNaloT B KOHIIE TAOJIUIbI 110/
JIMHHAEH, 0003HAYAIOeH OKOHYaHUE TaOIUIIbI.

[Tpumep:

[Ipumeuanue -
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Heckonbko nmpuMedaHuii HyMepyeTcs 10 MOPSAKY apaOCKUMu P pamH.

IIpumep:

[Ipumeuanus

1

2

bubmuorpaduueckne CChUIKH, (CIUCOK WCIOJIB30BAHHONW JIMTEPATYPHI),
BKJIIOUEHHBbIE B TeKCT paboTsl. B coorBercTBum ¢ 'OCT P 7.0.5 — 2008 BbIACIAIOT
CIIeAYIONINE BUIbI OMOIHOTrpaduuecKuX CChIIOK:

O

BHYTPHUTEKCTOBAS;

L] moxcTpouHast; [

3aTEKCTOBAsI.

B nanHBIX pekomMeHJanusIX Mpeajaraerca B TEKCTE padOThl UCMOJb30BATh
3aTEKCTOBBIE CCHUJIKH.

bubnuorpaduyeckyto CCbUIKY, MOJHOCTHIO BKIIOYEHHYIO B TEKCT PaOOTHI,
OpUBOAST B 00beMe, HEOOXOAUMOM JUIsl TTIOUCKA U UACHTU(DUKAIIMKU JTOKYMEHTA —
00BEKTA CCHUIKHU.

[IpaBuna onucanust OMOANOTPAPUUECKUX CCHIIIOK CIIETYIOUIUE:

1. ABTop ((hamumnusi, nHUIIMAIBI), TOYKa. Ecnu mpou3BeneHre HamMcaHo
YEThIPbMS aBTOPAMHU, OHU TIEPEUUCIISIOTCS Yepe3 3aMATyI0 B al(aBUTHOM MOPSIKE.
Ecnu npousBeneHne HamMcaHo MATHIO M 00Jiee aBTOpaMU, TO YKa3bIBAIOT MEPBHIC
TpH, BMECTO (haMUJINII OCTATBHBIX aBTOPOB CTaBAT «u 1ip.». Hanpumep: ConoBbeB
I'.1., Usanos C.C., [Tpoxopos A.C. u mp.

2. HasBanue npousBeieHus muieTcs 0e3 COKpaIieHus U KaBbIYeK.

3. Brixognbsie gaHHble (MECTO M3JaHUs, W3JATEIbCTBO, TOJ W3AaHUs)
NUIIYT CIAEAYIOMNUM 00pa3oMm:

3.1. Mecro m3manus — ¢ mponucHod OykBbl, MockBa u CaHKT-

[TerepOypr nmumytest cokpamientno (M., CII16.), Touka u nBoeroune (M.:, a

JpyTye ropojia — MoJHOCThI0, 1BoeToune (MuHck:), (Kues:). Hanpumep: M.:

OxoHomuka, CapartoB: M31-Bo CapaTOBCKOrO YHUBEPCUTETA.

3.2. HaummeHoBaHuM€ W3JaTENbCTBA MHUIIYT COKpalleHHO, 03

KaBbIUEK, yepes 3amaTyro. Hanpumep: U3zn-so MI'Y, Beicu. mik., T.11.

3.3. llopsakoBeiii HOMEp wu3maHus TUIIYT cokpamenno (U3m.),
1udpa ¢ cokpalieHueM, HarpuMmep: 3-¢ U3/,
34. Tonm w3manus yka3plBalOT IUdpoil 0€3 JOMOTHUTEIBHBIX

nosicHeHui, Harpumep: 1990, 1998 u T.1.

bubmmorpaduueckue cChUIKM B pabOTe yallle NPUXOAUTCS AeiaTh B MEPBOH
riaBe. Ha mpuBoMMBIe B TEKCTE paOOTHI IIUTATHI MJIH YTBEPIKICHUS TOTO M HHOTO
aBTOpa CJICTyeT MOCJIC er0 MUTATHI (YIIOMUHAHMS) HA 3aUMCTBOBAHHBIA MCTOYHUK
00s13aTEIPHO COCJIATHCS MyTEM 3aKIIIOUCHHS B KBaJpaTHbIE CKOOKH HOMEpA, TOJ
KOTOPBIM NMPOU3BE/ICHUE 3HAYUTCS B CIHUCKE MCIIOIB30BAHHOMN JUTEPATYPHI, a PU
HEOOXOJMMOCTH M Ha HOMEP CTpaHuIlbl, Hanpumep: [118, c. 1250].
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Ecnu ccpliky nmpuBOIAT HA JUTEPATYPHBIM WCTOYHUK, CO3JAHHBIA OIHUM,
JBYMSI WJIM TpEeMsl aBTOpaMHM, B OTCHUJIKE YKa3bIBalOT (haMHJIMH aBTOPOB, €CJIM Ha
JUTEpaTypHBIM UCTOYHHUK, CO3JJaHHBIN YETBIPbMS U 00JIee aBTOpaMH, a TaK¥Ke, eCIIu
aBTOPHI HE YKa3bIBAIOTCA, TO B OTCHUIKE YKa3bIBAaIOT HA3BAHUE UCTOYHUKA, MPU
HEO0OXOJIMMOCTH 3TU CBEACHUS JIOMOIHIIOT YKa3aHUEM T'0J1a U3JJaHUS U CTPAHMIIBI.

CBelieHUs B OTCBUIKE Pa3ACISAIOT 3aMsITOM.

B Tekcre:

[JTlaxomoB, IlerpoBall.

B 3arexkcToBOM CCBUIKE:

[TaxomoB B.W., Ilerposa I'.I1. Jloructuka. M.; IIpocnekt, 2006, 232 c.

B oTchike momyckaeTcs TakKe COKpalaTh JIMHHBIC 3arjiaBusi, 0003Havas
OITyCKaeMbI€ CJIOBA MHOTOTOUYHEM C TIPOOEIaMH JI0 U MOCJIE 3TOr0 MPEANUCAHHOTO
3HaKa.

B Tekcre:

[Idunocodust KyIbTypHI ..., c.176].

B 3arexkcToBOM cCBUIKE:

dunocodus KyabTyphl 1 puiiocodus HAyKu: MPOOIEMbl U METObI: MEKBY3.
c6. nayud. Tp. / Capar. I'oc. yH-T; [ mog pexa. C.d. MapteiHoBu4al ] CapaToB: U3ABO
Capar. yn-Ta, 2006. 199 c.

Ecnu cchuiky mpuBOIAT HA MHOTOTOMHBIM ( MHOTOYACTHBIN) MCTOYHHK, B
OTCBUIKE TaKXKe YKa3bIBaeTCsl 0003HAYCHUE U HOMEDP TOMa (BBIIMYCKa, YaCTH U T.I1.).

B Tekcre:

[ enummes, 4.1, c.170].

B 3arexkcToBOM CCBUIKE:

Hemumes B.B. ®unocodus maremarnka. HoBocubupck: M3n-o HI'Y,
2002. 4. 1-2.

Coucok HCMoJib30BaHHOW JuTeparypbl. CIHHUCOK JIMTEPATYPhl JOJIKEH
COJIepKaTh IEpeUYeHb BCEX MCIOJIb30BAHHBIX HCTOYHUKOB IPHU BBIMNOJHEHUH U
HanucaHuu padotel, 1 oopmier B coorBercTBuu ¢ ['OCT 7.1-2003, a taxxe
PEKOMEHTyeTCsI HCTIOIb30BaTh PaboTy

«MHdpopmaniioHHas KyjibTypa croeruaiucra. Meronuueckoe mocodue 1o
MOWCKY JIUTEPATYPHI, COCTABICHNIO OMOIMOTpaduueckoro onucaHusi TOKyMEHTa U
o(OPMIICHUIO CIIMCKA MWCMOJb30BAHHBIX HCTOYHHUKOB K HaydyHOW pabdorey,
m3aatenbcTBo JIOMD®D, I'arunna, aBTop Ilomonbckas JI.H.

JluTepaTypHble UCTOYHUKH CIEAyeT pacrojarath B ajl(aBUTHOM TMOPSIKE
(amunmym aBTOpA MM HA3BAHUSI HICTOYHUKA), XOTS UMEIOTCS M IPYTHE CITOCOOBI.

3akoHOAATENbHBIE aKThl MPUBOISATCA B HAdalle CIHCKAa HCIOJIb30BAHHOU
JUTEPaTyPHl.

[TpuBenem mpumepsl 0POPMIICHHUS CITUCKA UCTIOIH30BAHHOM JIUTEPATYPHI:

1. ®denepanbubiil 3akoH PO «O06 akumonepHsIx obmiecTBax» // Poc. ras. -
1995.- 29 nek.
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2. I'epacenko B.II. IIporHosupoBaHne W IUIaHUPOBAHHWE HKOHOMUKH:
[Tpaktukym / B.I1. I'epacenko. - M.: HoBoe 3nams, 2006. - 192 c.

3. Cwmuphsarus JI.B. OnieHka peruoHaIbHBIX OCIEACTBUN 1E€ATEIbHOCTH
(denepanbHOro MPABUTENBCTBA: PETUOHAIIbHAS KCNIEpTH3a // PETHOH: SKOHOMUKA U
couunonorus. — 2000. - No 2.

4, O0630p otpacieit s3xkoHoMuku P® // www.aksnews.ru.

B cnyuae 3arpyaHeHus oQOpPMIICHHUS CIMCKA OTAEIBHBIX ABTOPCKUX KHUT
clieyeT 0OpaTUTHCS HEMOCPEICTBEHHO K HUM, TJi¢ B Hadyalle WIK B KOHIIE KHUTU
JaeTcs ee TouHas oubnuorpaduyeckas XxapakTepUCTHUKA.

[locnenoBaTenbHOCTh  KOMIUIEKTOBAaHUSI ~ paOOThI:  TUTYJIBHBIM  JIHCT,
COJIEp>KaHU€E, BBEICHUE, OCHOBHOW TEKCT, 3aKJIFOYEHHE, CIIMCOK MCIOJIb30BAaHHOU
JUTEPATYpPBL, TpriIokeHus (B T.4. [Ipunoxenne 1 — [IpakTtuueckas 4acTs).

PaboThl B 4epHOBOM BapUaHTE HE TPUHUMAIOTCS.

CpoK BBINIOJIHEHHSI KOHTPOJIBHOW PabOThl OMpenessaeTcs MpenoiaBaTesieM u
OHa JI0JKHA OBITh CIaHa HE MO3JHEe, YEM 3a HENEI0 0 SK3aMeHa WM 3adera. B
cllydae OTpPULATEIbHON OLICHKH, CTYAEHT TOJKEH 03HAKOMUTHCS C 3aMEYaHUSIMU H,
YCTPaHHUB HEJIOCTATKH, IOBTOPHO CAATh padOTy Ha IPOBEPKY.

10.  OcobGeHHOCTH OCBOCHHS TUCHUIUIMHBI JIJIs1 HHBAJIMJOB U JIMIL C
OrpaHUYEHHBIMHA BO3MOKHOCTSIMHU 3/10POBbS

OO6y4denune 00y4aromuXcsi C OrpaHUYECHHBIMU BO3MOYKHOCTSIMHU 37I0POBbSI TIPU
HEOOXOJMMOCTH  OCYIIECTBIISIETCSI Ha OCHOBE aJanTHUPOBAaHHOM  paboueit
OporpaMMbl  C  HUCHOJb30BAaHUEM  CHEIHAIBHBIX  METOJOB  OOYy4YeHHsS H
TUAAKTUYECKUX  MaTepuaioB, COCTaBJIEHHBIX C  Y4YE€TOM  OCOOEHHOCTEH
NCUXO(U3NYECKOTO Pa3BUTHS, HHIUWBUIYATbHBIX BO3MOXHOCTEH M COCTOSIHHS
3JI0pOBBS TaKUX 00ydaromuxcs (00yyarouierocs).

B nensx ocBoeHus yueGHOM MporpaMMbl IUCHUIUIMHBI «JJOKyMeHTallnoOHHOE
oOecrieyeHUe yIpaBiCHUS» HWHBAIWJAMU M JIMIAMH C OrpaHUYCHHBIMU
BO3MOXKHOCTSIMH 370pOBbsi IHCTUTYT 00€CIIeUnBacT:
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— JUTST. MHBAJTUAOB W JIMIl C OTPAHUYCHHBIMUA BO3MOKHOCTSIMU
3I0POBbSl 1O 3PEHUIO: pa3MEIEHHWE B JIOCTYMHBIX [JIsi OOyYaroluxcs,
SBJISIOIINXCS CJCTBIMU UM CIIA00BUASIIMMH, MECTaX U B aJallTUPOBAHHON
dbopme cmpaBouHONW WHPOPMAIMM O PACTHCAHUU YYCOHBIX 3aHSITHM,
MPUCYTCTBHE ACCUCTEHTA, OKAa3bIBAIOIIETO OOydYaroMIeMyCs HEOOXOIUMYIO
MOMOIIIb; BBITYCK aJbTEPHATUBHBIX (HOPMATOB METOAMYECKUX MATEpUAJIOB
(xpynHBIHA PUGT WK ayauoQailie);

— JUTST MHBAJTUAOB W JIMII C OTPAaHUYCHHBIMHA BO3MOKHOCTSIMH
3I0pOBbsI O  CIOyXy:  HaJUIeKAllUMH  3BYKOBBIMH  CPEICTBaAMU
BOCITpOU3BeIeHUE NH(OPMAITIH;

— JUISI. MHBAJUAOB M JIMI[ C OTPaHUYCHHBIMU BO3MO>KHOCTSMHU
3I0pPOBbsl, MMEIOIIMX HapyUIEHUS ONOPHO-ABUTATENIbHOIO  alapara:
BO3MOYKHOCTh O€CHpPENSTCTBEHHOIO JOCTyNa OOydYaromuxcsi B y4eOHbIE
MOMEIICHHS, TyaJeTHble KOMHATBHI M JIpyrhe TMOMENICHUS, a TaKxKe
npeObIBaHME B yKa3aHHBIX TmoMmenieHusx. OOydarommuecss H3 4ucia
uHBanuI0B U Jimi] ¢ OB3 obecrieueHsbl nMe4yaTHBIMUA U (WJIM) 3JIEKTPOHHBIMU
oOpa3zoBaTenbHBIMM  pecypcaMu B (opmax, aJanTHUPOBAHHBIX K
OrpaHHYEHUsIM  UX  310poBba.  OOpa3oBaHue  oOydarlUXCs €
OrpaHU4YEHHBIMU BO3MOKHOCTSIMU 3/I0POBbSI MOJKET OBITh OPIraHU30BAaHO KaK
COBMECTHO C JIpPYTUMH O0YyYarOUMMHUCA, TaK U B OT/ACJbHBIX IPyNIax WUiu B
OTJICJIBHBIX OpTraHU3AIMSIIX

11. IlepedyeHb MHPOPMALIMOHHBIX TEXHOJIOTHM, MTPOPECCUOHAIBHBIX 0a3
JaHHBIX, UCIOJIb3YEMBIX TPU OCYIIECTBIEHUU 00pa30BaTEIHLHOTO MpoLecca Mo
JUCHUIUIMHE (MOYJII0), BKJIIOYAs IEpEeUEHb MPOrpaMMHOTO 00eCIieyeHus U
UH(OPMAIMOHHBIX CIPABOYHBIX CUCTEM

[IporpammHoe obecrieueHue:

1. Omneparnuonnas cucrema (Microsoft WindowsIIponpuerapuas);

2. Tlaket opucHbIx iporpamm (MicrosoftOfficellponpuerapnas);

3. Web-6payzep (Mozilla Firefox GNU Lesser General Public License);
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HNudbopmaninoHHbIe CIIPAaBOYHBIE CHCTEMBI:
1) ABTOMaTH3MpOBaHHas  HH(pOPMAIMOHHAsS OubMoTeUHas

cucrema Marc21SQL;
2) CnpaBouHo-tipaBoBas cuctema «Koucyaprantllmocy»

12. MarepuanbHo-TexHHUECKast 0a3a, He0OXOoAMMast IJIsl OCYIIECTBICHHUS
00pa30BaTeNbHOrO Mpoliecca N0 JUCHUILIUHE (MOAYIIIO)

CHGL[I/IaJII/ISI/IpOBaHHBIC AyJAUTOPUHU:

YuyeOHast ayauTOpUsl JUIS TMPOBEACHUS 3aHATHH CEMHHAPCKOTO THIIA, KYpPCOBOTO
NPOCKTHUPOBAHUSL (BBIMOJIHEHUSI KYPCOBBIX paboOT), TPYIIOBBIX W HWHAMBHIYAIbHBIX
KOHCYJIbTAIIMi, TEKYIErO KOHTPOJIS U IPOMEKYTOUHOU aTTeCTaIllK / KOMITBIOTEPHBIH Ki1acc
/ TIOMeIIeHue JJII CaMOCTOSATENBHOM padoThI ™

TexHuueckue cpeacTBa O6y‘~ICHI/I$IZ

KOMIIBIOTEp C MpOrpaMMHBIM oOOecliedyeHHeM, YKa3aHHbIM B 1I.11, noctymoMm K cetu
«aTepHeT» M obecnedueHueM JOCTyIa B 3JICKTPOHHYI0 HH()OPMAITMOHHO-00pa30BaTEIbHYIO

cpeny

Crniennanu3upoBaHHbIE ayIUTOPUU:

VYueOHast aymuTOpHst UIS MIPOBEACHUS 3aHSATHH JICKIIMOHHOTO THIIA, 3aHATHH CEMHHAPCKOTO
TUIA, KYpPCOBOTO MPOCKTHPOBAHMSA (BBIOJHEHHUS KYPCOBBIX paboT), TPYIIOBBIX U
MHAUBUAYaJIbHBIX KOHCYJbTAIUI, TEKYIIEr0 KOHTPOJIS U MPOMEKYTOUHOM aTTecTarun™®

TexHuveckue cpencTpa 00yueHus:

MYJIbTUMEAUNHBIN KOMIUIEKC

KOMITHIOTEP C MPOTPaMMHBIM 00€CTIeUeHHEeM, YKa3aHHbIM B 11.11
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