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1. llosicHUTEIHLHAA 3aNINCKA

Kypc «JlokymeHTanmoHHOe oOecredyeHrne ynpaBleHUs» 3aHUMAeT Ba)KHOE
MECTO IIPH MOATOTOBKE OakanaBpoB mo HampasieHno43.03.01 - Cepsuc.

Pabota ¢ mokymeHTamMu BBICTYNAeT OJHOW W3 HanboJiee BaXKHBIX COCTABIIS-
IOUIUX AESITeIbHOCTH MEHEIKEPOB B CEPBUCHOM JesATeNbHOCTH. POpMUpOBaHUE Y
00y4JaromuXxcsi CUCTEMbl 3HAHUNA U YMEHUH paboThl ¢ JOKYMEHTaMH, HEOOXOu-
MBIMU U1 3QPEKTUBHOTO YIPABICHUS CEPBUCHBIM MPEANPHUITHEM, CIOCOOCTBY-
€T TOBBIIIEHUIO Ka4eCTBa IMOATOTOBKY 0aKaJaBpOB IaHHOT'O HApPaBJICHUS.

[lenbio OCBOCHHUSI TUCHMIUIMHBI «JloOKyMeHTalMOHHOE OOecreyeHrne ynpas-
JICHUSD» SBJSIETCS M3YYEHUE CHCTEM JOKYMEHTALMU, OPTaHU3alMK JTOKYMEHTHPO-
BaHUS U JIEJIONPOU3BOJICTBA, COCTABISIONIMX OCHOBY MH(OPMALMOHHBIX IMPOIEC-
COB B CEpBHCE.

3amaun JUCIUILINHBI:

. 03HAKOMJICHHE CTYJIEHTOB C 3aKOHOJIaTEIbHON U HOPMATUBHOM 0a30M,
METOIMYECKUMU pa3pabOTKaMH U OCHOBHOM HAYYHOM JIMTEPATYPOIl IO KypCy;
. U3yYeHHEe MPAKTUKH OPTaHU3aIMH JOKYMEHTAI[HOHHOTO 00eCIeYeHUs

YIIPaBJICHUs HA IPEANPUATUAX, OPTaHNU3ALMUAX U YUPEKICHHUIX CEPBUCA.



2. IlepevyeHb MUIaHNPYEMBbIX Pe3yJIbTATOB 00yYeHHs N0 IUCIUILINHE, COOTHe-
CEHHBIX € IVIAHUPYEMbIMHU pe3yJIbTATAMHU OCBOCHHA 00pa30BaTeJIbHOM NMPO-
rpamMMBbl

HuciuminzHa «JlokyMeHTamoHHOe o0eclieueHue YIpaBiIeHHs» YYaCTBYET B
dbopMHpPOBaHUU CIAEAYIONIEH KOMIIETEHIIMH (CAEAYIOIMUX KOMIIETEHIIUN):
CTpyKTypHBIE 3JIEMEHTHI KOMIIETEHIIUU

Komnerenun Nuaukaropsl Jeckpuntopsbl

YK-4.3 — ocymiecTBiseT ne-| 3HaAHUSA:

UI0BbIE KOMMYHUKAIMU B YCT-| OCHOB JIOKyMEHTAILHOTO OOECIICUeHHs yIpaB-
HOW M NHCEMEHHOH (opMax| nenust mpeanpuaTHeM cdepbl yCIyT; COCTaBa
Ha pyccKoM W (MIHM) HHO- opraHu3allHOHHO-TIPABOBOM, PACIOPSIUTETb-
CTPAHHOM SI3bIKAX HPH HPCAOT| yoji  pH(OpPMALMOHHO-CIPABOYHOMN, TIAHOBO-
CTABJICHIH yCIIyT OTYETHOM JOKYMEHTAlWH, MpPaBUJl €€ COCTaB-
JeHus 1 0OPMIICHHUS,

Ymenust:

OIIPENIENIATh COCTAB, CTPYKTYPY U COACPIKaHHUE

YK-4- Cnocobexn
OCYH.[CCTBHSITB JCII0-
BYI0O KOMMYHHUKAIIHIO

B YCTHOM H THUCH-
MEHHOW (QopMax Ha
rocyJJapCcTBEHHOM
sa3plke  Poccuiickoit
denepaud U UHO-
CTpaHHOM(BIX) SI3BI-
ke(ax)

JOKyMEHTAIIMH, 00eCIIeYnBaOIICH OpraHn3a-
LIUIO TIpOLECcca CEPBUCA;

OIPENEIIATh BUABI YIIPABIECHYECKUX TOKYMEH-
TOB C y4€TOM 0COOEHHOCTEH Cdephl yCIyT;
COCTaBIATh W OQGOPMIISATH JIEJIOBBIE IMHCHMA,
JOKJIaJHBIC U CIIyKEOHBIC 3aIUCKH, OTBEYATh
Ha ’kano0bl MoTpeduTeNnei

Hagbiku:

pa3paboTku Habopa OpraHU3aluOHHO-IPABOBOA,
pacHopsIAUTENBHOM, WH(OPMAITIOHHO-
CIIPAaBOYHOM, TUIAHOBO-OTYETHON JOKYMEHTAllUM B
MpoIiecce OpraHn3alli CEPBUCHOM JESITENbHOCTH;
cUCTEeMaTU3alii JOKYMEHTAalllu B IPOLECCcE cep-
BHCHOU JESITEIIbHOCTU




IIK-1 - Cnoocoben
OCYIIECTBIISITH CTpa-
TETHYeCKOe U TaKTH-
YecKoe yIpaBlICHUE
JernapTaMeHTaMu
(cimyx0amu, oTaena-
MH)  OpEeaNpHUATHH
chepsl TOCTENPUUM-
CTBa M OOIIECTBEH-
HOTO TTUTAHUS

[IK- 1.4 — Ocymectsausier
OpraHU3AIHMI0 W ITUTAHUPO-
BaHUE JIEATEIHHOCTH Jie-
mapTaMeHTOB (CIIyx)0, OT-
11e710B) TOCTUHUYHOTO KOM-
[IeKca W MPEaIpHUSITHS
0OIIECTBEHHOTO TTUTAHHUSI

3HaHus:

OCHOBHBIX BHUJOB JOKYMEHTOB, oOecreduBa-
OIUX OpraHu3alui0 W ILJIaHUPOBAHUC [OCA-
TEITLHOCTH JICTIApTaMEHTOB (CITy>k0, OTIEJIOB)
FOCTUHHUYHOI'O KOMIUICKCA W MPCANPUATUA
OOIIECTBEHHOTO MUTAHKA;

[IpaBun opraHu3anuu JAOKYMEHTOOOOpOTa Ha

NPEANPUITHSIX TOCTENPUUMCTBA U OOIIIe-
CTBCHHOI'O IIMTAaHUA,
YmMmenus:

CucreMaTU3UpoBaTh OCHOBHBIE BHIBI JIOKY-
MEHTOB, OOECHEYMBAIOIINX OpPraHU3aLUI0 U
TUTAHUPOBAHHUE JESATEILHOCTH JeTapTaMEHTOB
(ciryx0, OTIIETTOB) TOCTHHUYHOTO KOMITJIEKCA U
MPEINPUATHS O0IIECTBEHHOTO MUTAHUS;
AHanu3upoBaTh OPraHU3AlMI0 JOKYMEHTO-
000pOTa Ha MPEANPHUATHIX TOCTEIPUUMCTBA U
OOIIECTBEHHOTO MUTAHKA;

HaBbiku:

CocraBnenust 1 opopmIIEHUS] OCHOBHBIX BHJIOB
JOKYMEHTOB, 00€CIEUHBAIOIINX OPraHU3aINIO
U TUIAHUPOBAaHUE MACSITENbHOCTU JAemapTaMeH-
TOB (CITy’)k0, OTIENOB) TOCTUHUYHOTO KOM-
IJIeKCa U MPEeANnpusTUs 0OIIECTBEHHOIO MUTa-
HUS;

CobOmronenust mpaBwiI JOKYMEHTOOOOpOTa Ha
OPEeNNPUATHIX TOCTENPUUMCTBA U 0oOIIe-
CTBEHHOTO MUTAHUSI;

INK-3 - Cnoocoben
OpraHU30BBIBATH CH-
CTEMHBI  KOHTpPOJIb
OM3HEC-TIPOIIECCOB,

pecypcoB, KadecTBa
yCayr U oOCTyKHuBa-
HUS, MIPOBOIUTH
oneHKy 3¢ dexTus-
HOCTH  (YHKIMOHU-
poBaHUS  JemapTa-

MEHTOB (CIIyk0, OT-
JIEJIOB) TPEANPUATHN
TOCTEIPUUMCTBA |
0OILIIECTBEHHOIO ITH-
TaHUsI

[IK — 3.1 — Opranumzsyer
CHUCTEMHBIN KOHTPOJIb OM3-
Hec-TpoIleccoB  Jernapra-
MEHTOB (CJIy)0, OT/IEIIOB)
pEeNNpUATHI MUTAaHUS U

TOCTCIIPUUMCTBA

3HaHus:

OCHOBHBIX JOKYMEHTOB, HEOOXOJHUMBIX MJIs
OpraHu3aly BHYTPUPHUPMEHHOTO KOHTPOJIS;
Ymenus:

Cuctematn3upoBaTh HHPOPMALIUIO O JESATEIb-
HOCTH JICTIapTaMEHTOB (CITy>k0, OTIIETOB) TOC-
TUHUYHOI'O KOMIUJICKCA U NPCANIPUATUA 06H_[e-
CTBEHHOTO MUTAHHUS C LEJNbI0 OpraHu3aluu
BHYTPU(PHUPMEHHOTO KOHTPOJIS;

HaBbiku:

CocTaBiieHUs OCHOBHBIX JAOKYMCHTOB, HCOG-
XOJUMBIX JUIsl OpraHuU3ali BHYTpU(DUPMEH-
HOTO KOHTPOJIS;




3. MecTO JUCHUIIIMHBI B CTPYKTYpPe 00pa3oBaTe/ibHOI MPOrpaMMbl

«/lokymMeHTaMOHHOEe o0ecneyeHue YIPaBJEHHUS» SBISETCA JUCLUIUIM-
HOW yacTH, (OpMUPYEMOIl yUaCTHUKAMH 0Opa30BaTENIbHBIX OTHOUICHUN IS MOJ-

TOTOBKM CTyJeHTOB 110 HanpasyieHnto 43.03.01 — Cepsuc.

AMCUMILTUHBI (MOTY-
JIK), MPAKTUKH y4el-

IIpenmecrByomue

JAucuunimabl (MOLYyJIM), MpaK-
THKHU Y4e0OHOI0 IJIaHa, B KOTO-
PBIX KOMIIETEHIUSI 0CBANBAETCSA

Hocaenyromue
AMCHUIJINHBI (MO-
AyJIN), IPAKTUKH

HIudp xom-
neTeHIHu HOI0 MJIAHA, B KOTO- |MapaJuieJIbHO C H3y4aeMoii 1uc-| y4eOHOro njiaHa, B
PbIX OCBaMBaeTCs UMILJIMHOM KOTOPBIX 0CBAUBA-
KOMIMETEHIU eTCsl KOMIETEeHIHS
PyCCKI;H/I ’;%IGK‘{E KyJIb- VIpaBieHre KOMMYHHKATHBHEIMY| —IpOn3BOACTBeHHAs
ypap nporeccamu /YenoBek u ero mo- TpaKTHKa (TpeuIn-
HHOCTpaHHBIN SA3BIK TpebHOCTH MUTOMHAS)-
Vue6Has MpaKTHKA [IponsBoicTBEHHAs IPAKTUKA
(O3nakomuTENBHAS (cepBricHas)
MpaKTHUKA)
YK-4 HNHOCTpaHHBIN SA3BIK
JIEJIOBOrO OOIIEHUS
/MIHOCTpaHHBIN S3BIK B
npogecCuoHATBHON
JeSTebHOCTH
[IpousBoacTBeHHas
MpakTHKa (OpraHu3a-
[MOHHO-
yIpaBJIeHIECKas)
OcHoBbI puHAHCOBOTO, [ MapKeTHHrOBbIE KOMMYHHKA- OTe4ecTBEHHBIHN U
OyXTaJITepCKOTO U CcTa- | [uu/YTIpaBieHHE KOHKYPEHTO- | 3apyOeKHBIN OMBIT
TUCTUYECKOTO y4eTa B CIIOCOOHOCTBIO TIPEIITPUITUS OKa3aHUs yCIyT 00-
cdepe rocrenpuuM- IIECTBEHHOTO THTa-
cTBa M Ha mipennpus- | OTedecTBEHHBIN U 3apyOCKHBIM | HUSA U TOCTEIPUUM-
TUSX MUTAHUSA OTIBIT OKa3aHMs YCIyT 0011e- CTBa
CTBEHHOTO MMUTAHUS U TOCTEIIPH-
[Tporpammuoe obec- UMCTBa
K-1 IEYEHNE U aBTOMATH- busnec-
[IponsBoicTBEHHAs PAKTUKA IUIAHUPOBAaHHE

3alus JeSATCIBHOCTH
MPEeaNPUATHA TUTAaHUS
Y TOCTEIPUUMCTBA

Teopust opranuzanuu
¥ OPTaHU3AIHOHHOE

nosenexue/
Crparerudyeckuii Me-

(CepBucHast mpaKkTUKA)
busHec-nnanupoBanue

Tpynosoe npaso

HEHKMEHT




yIpaBlieH4YeCcKas pak-

[IpousBoacTBeHHAS
npaktuka (Opranusa-
IIUOHHO-

THKA)

Opranuzanus  1ia-

HUPOBAHUC ACATCIIb-

HOCTH MPEANPUITUI
cepBuca

CounaneHo-

KYJIbTYpHasl 1€SATEb-
HOCTh B c(hepe rocre-
NPUUMCTBA U 00I1Ie-
CTBEHHOTO IMUTAHHS

VYrpaieHue nepcoHa-
J0M B nipoeccuo-
HAJILHOU JIeATENbHO-
CTH

IIK-3

Teopust opranuzanuu
Y OpraHU3allMOHHOE
noBenenue / Ctpare-
THYEeCKUU MEHE K-
MEHT

TexHuueckue cpen-
CTBAa U TCXHOJIOTHUHU B
chepe rocTenpurM-
CTBa M OOILECTBEHHOTO
MMATAHUS

Opranuzanys u mia-

HUPOBAHUE JCSTEIb-

HOCTH MPEIIPUATUN
cepBHca

IIpaBoBo€ perynupo-
BaHUE B cdepe rocre-
MPUUMCTBA U 00111e-
CTBEHHOTO MMUTAHUS
[IpounsBoacTBeHHAS
npaktuka (CepBucHas

VipaBieHue Ka4eCTBOM yCIIyT U

o0ciry)kuBaHus B cepe rocre-

IPUHAMCTBA U OOIIECTBEHHOTO
IINTaHUsA

JIoKyMEeHTAITMOHHOE 00ECTICUCHHE
yIpaBJeHUs

CepBuc B UHAYCTpUU OOIIECTBEH-
HOTO nTuTanus/ Pectopanubrit
Ou3Hec

CepBuc B MHAYCTpUHU TOCTENPHU-
nMcTBa/ [OCTUHNYHBIN ON3HEC

CepBuc B HUHAYCTPHUH

TaHus/ PectopaHHbIi

MIPaKTHUKA)

00LIECTBEHHOTO TTH-

ousHec




4. O0beM IMCHUIIAHBI (MOAYJIf1) B 3a4€THBHIX €IMHULIAX ¢ YKA3aHUEM KOJIU-
YecTBAa AKAAEMUYECKUX HJIH ACTPOHOMHYECKHUX YACOB, BbIJIEJICHHBIX HA KOH-
TAKTHYI0 padoTy 00y4arIuXxcs ¢ npenoaasareseM (1o BuaaM y4eOHbIX 3a-
HATHIA) M HA CAMOCTOSITEILHYIO PadoTy 00y4alonuXcs

OO6m1ast TpyT0€MKOCTh OCBOEHUST yUeOHOW MUCIHUILTUHBI «/[OKYMEeHmMayuoH-
Hoe obecneveHue ynpaeieHus» COCTaBIAET 4 3aueTHble eAMHUIBI Wwin 144 akane-

MHYECCKHUX 4Yaca.

Kypc Ne szca Bcero, ak.yacos
OO6mmas TpyJ0eMKOCTh (BCETO aK. 4acoB / 3.e11) 144/4 144/4
Jlexumn 6 6
KonrakTHas pabota
[IpakTueckue 3aHATUS 8 8
CamocrosrenbHas padora 121 121
Bun npomexyToyHou
aTTecTaluu
(koHT.pab.**/ ca- DK3ameH 0,5/8,5 9
MOCT. pab.)




5. Conep:xxkanne TMCUUILIMHBI (MOXYJIs1), CTPYKTYPHMPOBaHHOE 10 TeMaM (pa3-
JeJiaM) ¢ YKa3aHHEM OTBEeJIeHHOT0 HA HUX KOJMYEeCTBA AaKaAAeMUYeCKUX HJIH
ACTPOHOMMYECKHUX YACOB U BU/IOB Y4eOHbIX 3aHATHH

HanmenoBanue paszne-
Jla TUCHMIUIMHBEI (TeMa)

Tpyn0eMKOCTh

BCEro

KonrakTHas padora

JICKIINU

IMPAKTHUY. 3aHATUA

nabop.3aHATHS

camocT. pabora

Conepxanue

4 xypc

OCHOBBI JOKYMEHTAIU-
OHHOTO  oOecreueHus
OpraHu3alu  CEpPBHUC-
HOM JeSITeILHOCTHU

33

30

[TonssiTne o0  JOKyMEHTeE.
CgoiicTBa, [IPU3HAKU,
GbyHKIIMM JTOKyMeHTa. Me-
TOJBI ¥ CIIOCOOBI JOKYMEH-
ThupoBaHusa. HopmaTtuBHO-
MeToquYeckas 0a3a JOKy-
MEHTAIllMOHHOro obecmeue-
HUS YIOpaBJiICHUS JESTENb-
HOCTBIO OPraHHU3alUU Cep-
BUCHOM JEATENBHOCTU. Bu-
Jbl YIIPABIECHYECKUX JOKY-
MEHTOB, HEOOXOIUMBIX st
ONMCaHUs Pa3IUYHBIX
YIIPaBICHYECKUX JEUCTBUM.
VYHudukanus u cTaHzapTu-
3auusl JOKyMEHTOB. lloHs-
THE W COCTaB pPEKBU3U-
TOB.DOPMBI JIOKYMEHTAIIUN
JUIsl pa3pabOTKH CEPBUCHO-
ro MPOJYKTA

CucreMbl JTOKyMEHTa-
1My, oOpasyromuecs B
npolecce  yrnpaBlICHUs
JeATENIFHOCTBIO  Opra-
HU3aIMii cepsl cepBH-
ca

33

30

CocraB, cTpyKTypa H coO-
JepKaHue JIOKYMEHTAalluHy,
obecrieynBaroieii opraHu-
3anuio cepsuca.CocraB op-
raHU3aLUOHHO-

paBo-
BOU,paclopsIUTEIbHOMN,
nH(pOpMaIMOHHO-
CIIPaBOYHOM, [1JIAHOBO-
OTYETHOW  JOKyMEHTalLUH,
npaBuja €€ COCTaBICHUS U
oopmIIeHUS
OcoOeHHOCTH  TOKYMEHTO-
000poTa B cepBUCE

JIOKyMeHTanoHHOE

34

30

OOuas XapaKTEPUCTHKA

10




o0ecrieyeHue ympaniie-
HHSI TIEPCOHAJIOM.

KaJpOBOI0 COCTaBa Ipel-
npusitust. Opranuzanus 10-
KyMEHTAIlMOHHOTO obecrie-
YeHUsI JACSITEIbHOCTU Kaj-
pOBOIl cyx’Obl Tpennpus-
sl cepuca. Opranuzamus
paboThl C KaJpoOBOHM NOKY-
meHTarmeii. OcobeHHOCTH
WCNOJIb30BaHus cetu  UH-
TEpHET JJIsl pelleHus 3ajad
KaJpOBOTO  JIEJIOMPOU3BOI-
ctBa. Odopmnenue nemno-
BBIX THCEM, JOKIAIHBIX W
CITY)KE€OHBIX 3alHCOK, OTBE-
TOB Ha KaJo0bl MOTpeOuTE-
JIeH.

Opranuzanus JIOKY-

Opranmzanus paboTsl ¢ J0-
kymeHtamu. Cucremarusa-
oy OOKYMCHTAllUKW B IIPO-
1IECCE CEPBUCHOM MESATENb-

35 2 31 | Hoctu.®opmupoBaHue "
MEHTO0000pOTa
opopmiieHre nen. DKcmep-
THU3a LEHHOCTH JOKyMEH-
TOB, TOJATOTOBKA JIOKYMEH-
TOB K XPaHCHHIO.
OKk3aMeH 9 0,5 8,5
Hroro 144 8,5 129,5

11




6. Ilepeyenb yueOHO-METOAMYECKOT0 O0ecIiedeHUs IJIs1 CAMOCTOSITeILHO pa-
00THI 00Y4YAIOIIUXCS M0 TUCHUILIHNHE (MOTYJIIO)

No Bunpl camocTosaTensHON pabOThI Tpymoemkocts, | Dopma KOHTpOS™
aK.9achbl
1. [IpopaboTka TeOpeTUYECKOr0 MaTepra-
N KoHncynpranus npe-
Jia 10 KOHCTIEKTaM JIEKIIUH, peKOMEHI0-
o 40 [0JaBaTesi, yCTHOE
BaHHOM TuTepatype, T0NOJTHUTEIbHBIM
cobecenoBanme
UCTOYHHKAM HH(pOpMaLuu
2. [ToaroroBka K MpakKTUYECKUM 3aHATHU- BeicTymuienue ¢ no-
SIM: TIOUCK HeoOxoauMon nH(opManuu, KJIaJ0M,
o0paboTka nHpOpMaIUH, HAITMCAHUE 40 Mpe3eHTalNs,
JTOKJIaJ1a, MOATOTOBKA K BBICTYIJIEHUIO OTBETHI Ha TUCKYC-
(TMCKyCCUM) CHUOHHBIE BOIIPOCHI
3. [ToaroToBKa K TEKYIIEMYKOHTPOJIO (Te-
CTHPOBAaHUE W/WUJIM HAaNIMCaHUe pedepa- 41 Tectsl, pedepats
Ta)
4. [ToaroroBka kK MpoOMEXKYTOUYHOM aTTe- YcerHOE cobecenoBa-
cTauuu 8,5 HHE,
(BOTIPOCHI K DK3aMEHY, UTOTOBBIN TECT) TECTHPOBAHUE

JIJIsi caMOCTOSITENTIBHON pabOThl MO TUCHUTIINHE (MOAYJI0) O0ydYaromuecs
UCIIONIB3YIOT CIEayIolee yueOHO-MeTOIuuecKoe o0ecredeHue:

1) JoxymenrammonHoe obecrieueHue ynpapieHus: YueOHoe nocooue/ I'na-
miE.B. - M.: Ul PUOP, HULl MH®PA-M, 2020. - 249 c.Pexumuaocryna:
https://znanium.com/catalog/document?1d=354819

2) JIoKkyMeHTaIlMOHHOE OOecleueHre YIpaBleHUs] TEepCOHAIOM: YueOHOe
nocooue/bynar P. E. - M.: HUL UH®PA-M, 2019. - 234 c. Pexumaocrtyna:
https://znanium.com/catalog/document?1d=355024

3) beikoBa, T. A. JIoKyMeHTaIlMOHHOE OOECTICUCHHE YMPABICHHS HETOCY-
JApCTBEHHBIX Opranu3anui : yaeoHnoe mocooue / T. A. brikona, JI. B. CankuHa. —
2-e m3x., nepepad. u mon. — Mocksa : UHOPA-M, 2020. — 302 c. Pexxum no-
ctyma: : https://znanium.com/catalog/product/1072260

4) ®oHa OIICHOYHBIX U METOJMYECKUX MATEPUATIOB MO AUCIUIUIMHE «/[OK)-
MeHmayuoHHoe obecnedenue ynpagieHusLy.
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7.@0oH OLIEHOYHBIX U METOAUYECKHUX MaTEpHUAJI0B AJA IMPOBECIACHUSA IIPOME-
)KyTO‘lHOﬁ arrecranumu oﬁyqammnxc;l o JUCIUMIIINHE

Bonpocs! 1J151 IpoBeAeHUs MPOMEKYTOYHOM aTTecTAlUN (IK3aMeHa).
1. ObocHOBaHME HEOOXOAMMOCTH OOYUYEHUS TOKYMEHTALIMOHHOMY O0ECTICUEHHIO
Y €ro aBTOMaTU3allHH;
2. lokymeHTO000pOT B opranu3anuu. PaboTa ¢ BXOASIIMME TOKYMEHTaAMU;
3. Knaccudukaropsl T0KyMEHTOB;
4. ®opMHUpPOBAHUE U XPAHEHUE JET;
5. PermamenTanus ne10nponu3BOACTBA;
6. [Ipezenranus. Ee dpynkuus u HaznaueHre. OCHOBHbBIE AJIEMEHTBHI;
7. OCHOBHBIE MOHATHUS JOKYMEHTAIIMOHHOTO OOECIeYeHus yIpaBiaeHus (J1eI0mnpo-
U3BOJICTBO, JOKYMEHTOO00POT, JOKYMEHT, PEKBU3UT, U JIp.);
8. Opranu3anmoHHbIe TOKyMEHTHI. VX (yHKIUU U Ha3HaueHue. Y CcTaB OpraHu3a-
UH;
9. OcHoBHBIE QYHKIIMH TOKYMEHTA;
10. Opranuzanmonnsie JOKyMeHThl. X ¢yHKmu u HazHauenue. llltatHoe pacmu-
CaHue;
11. Yaudukamms u cTagaapTuiamnms T0KyMEHTOB;
12. Opranuzanuonsbsie HOKyMeHTbl. Mx QyHkumu u HasHauenwe. JlomxHOCTHAS
WHCTPYKLHS
13. bnank. [lonsatue 6nanka. TpeboBanus kK opopMiIeHHIO OJIAHKOB;
14. Pacniopsiautenbubie JoKyMeHTbl. Ux dyHkuuu u HazHayeHue. [Ipukas no oc-
HOBHOW JIEATENIbHOCTH;
15. PexBusut. [loHaTre pekBU3nTa, MOPSAIOK UX OPOPMIICHHUS;
16. CnpaBo4yHO-UH(pOpMAIMOHHBIE JOKYMEHTHI. X ¢yHKIIMM 1 Ha3HaUYeHHE. AKT;
17. Texuuueckue cpeicTBa, UCHOJIb3YEMBIE B AETONPOU3BOACTBE;
18. CrpaBouHo-uH(OpMalMOHHBIE TOKyMeHTHI. X ¢pyHkumu n Haznauenue. [1po-
TOKOJI;
19. bnank. Bunpl 61ankoB. OcoO€HHOCTH UX O)OPMIICHUS;
20. JlokyMeHTO000pOT B opranmu3aiuu. Pabora ¢ uCXOaAuMy JOKyMEHTaMHU
21. bnank. BapuaHTsl pacnoioXeHus] peKBU3UTOB Ha OJIaHKAX;
22. IloarotoBka U nepenaya Aei B apXHUB,;
23. IlpaBuna odopmieHus AaT, HyMepaluu cTpaHull, ohopMiIeHHs TaOIull, MaTe-
MaTUYECKUX (HOPMYJ U COKpAILICHUN;
24. PacniopsiauTeNibHbIE TOKYMEHTHI. X QyHKIIMM 1 Ha3HAayeHue. YKa3aHue,;
25.  JloxkyMeHTOOOOpOT B opranuzanuu. IIponecc KOHTPOJIs UCTIOJHEHUS JIOKY-
MEHTOB;
26. CripaBouHO-uH(OPMAIIMOHHBIC TOKYMeHThI. X dyHk1nu u HazHayeHue. O0b-
SICHUTEJIbHAS M TOKJIaJHAs 3aliCKHU;
27. JlIokyMeHTO00O0pOT B opranmu3aiuu. Pabora ¢ BXOAAIMUMH JOKyMEHTaMU;
28. PacnopsiautenbHble JOKYMeHThI. X pyHkunu u Ha3HaueHue. Pacnopsikenue
29. OCHOBHBIE MOHATHUS JOKYMEHTAIIMOHHOTO 00eCTIeueHus! YIIPaBICHNUS;
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30. CnpaBoyHO-UHPOPMALIMOHHBIE JOKYMEHThI. X pyHKIMM 1 Ha3Hauenue. [Ipo-
TOKOJ;

I[IpumepHbIe NIPAKTUKO-OPHEHTHPOBAHHDbIE 32 IaHUA
1. OpopmuTth nprka3 0 Ha3HAYEHUH OTBETCTBEHHOIO 3a oOpalleHue ¢ OyaH-
kamu npeanpusatus B coorserctsuu ¢ ['OCT P 6.30-2003
2. OpopMHTH MPOTOKOJ 3acEeIaHUSI IKCIEPTHON KOMHUCCHUU B COOTBETCTBUU
¢ TunmoBOM MHCTPYKUHMEH T10 IEIONPOU3BOJICTBY
3. CocTaBUTh CIyKEOHYIO 3alMCKy Ha MOOIIPEHHE COTPYJHHUKA, NEPEBbI-
HOJIHUBLIETO IJIAHOBBIE NTOKA3aTENN

[TonHbIA KOMIUIEKT 3aaHUI U 3TanoB (OPMUPOBAHUS KOMIIETEHLUU MPE-
craBiieH B DOHJIE OLIEHOYHBIX M METOJUYECKUX MATEPUANIOB I NPOBEACHUS
MIPOMEKYTOYHOHN aTTeCTallMy OO0yYarOMIMXCSA O JAUCIHUIUIMHE, O(POPMIICHHBINA OT-
JE€TbHBIM JJOKYMEHTOM, MPEJCTABICH B IPUIOKEHUH 1.
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8. IlepeyeHb OCHOBHOI, 1ONOJHUTEIbHON YUeOHOM JIUTEPATYPhbI, PECYPCOB
UHPOPMALNMOHHO-TEJIeKOMMYHUKAIIUOHHOM ceTn «AHTEepHeT», He0OXOAUMBIX
JJISL OCBOCHUS JUCUMILIMHBI (MOXYJIS)

a) HOpMATHBHbIE MPABOBbIE AKTHI

1) Hanimonaneusiii ctangapt PO I'OCT P 7.0.8-2013 "Cucrema ctaHaapToB
no uH(opmaluu, OMOINOTEUHOMY U U3JaTEIbCKOMY aeny. Jlenonpou3BoaACTBO U
apxuBHoe neno. Tepmunsl u onpeneneHus" (yTB. mnpukazom DenepaibHOTo
areHTCTBA 0 TEXHUYECKOMY PETYJIUPOBAHUIO U MeTpojoruu oT 17 oxtadps 2013
r. N 1185-cr)

2)I'OCT P 6.30-2003 «YHubuuupoBaHHbIE CUCTEMbl JOKYMEHTAIIUU. Y HU-
dbunrpoBaHHas CUCTEMa OPTraHM3AlMOHHO - PACHOPAIUTEIHLHON TOKYMEHTAIUH.
TpebGoBanust K 0POPMIEHUIO JOKYMEHTOBY

3) TOCT P 7.0.97-2016 «Cuctema ctanmapToB no uHdopmamuu, 6ubmmo-
TEYHOMY W M3JAaTelbckoMy Aery. OpraHu3alimoOHHO-PACTIOPSIUTEbHAS JOKYMEH-
Tarusi. TpeboBaHust K 0POPMICHUIO TOKYMEHTOB

0) ocHOBHas1 JIMTEepaTypa:

1) NoxymeHTarmonHoe obecrieueHne ymnpapiieHus: YueoHoe mocooue/ ['ma-
muiE.B. - M.: UIl PUOP, HUIl MHDOPA-M, 2020. - 249 c.Pexumuocryna:
https://znantum.com/catalog/document?1d=354819

2) JoxymeHTanmoHHOE OOecreueHne YIpaBJieHUs MepcoHaIoM: YueOHoe
nocooue/bynar P. E. - M.: HUL UH®PA-M, 2019. - 234 c. Pexumaocrtyna:
https://znanium.com/catalog/document?1d=355024

3) brixoBa, T. A. JlokyMeHTallMOHHOE OOECreYeHUe YMpaBIICHUS HEroCy-
JApCTBEHHBIX Opranu3aiuii : yueonoe nocooue / T. A. brikona, JI. B. Cankuna. —
2-e uzn., nepepab. u gon. — Mocksa : UHOPA-M, 2020. — 302 c. Pexxum pno-
ctymna: : https://znanium.com/catalog/product/1072260

B) JIONOJIHUTEJILHASA JIUTEpaTypa:

1) JlokymeHTaIlMoOHHOE OOecTeueHrne YyMIpaBJICHUs MEepCOHAIOM: Yd4eOHOe
noco6ue/bynar P. E. - M.: HUL] UH®PA-M, 2019. - 234 c.Pexum nocryna:
https://znanium.com/catalog/document?id=355024

2)JloxkyMeHTaImoHHOe 00€CIIeueHNEe YIPABIEHUS B COIUATLHO-KYJIBTYPHOM
cepBuce u typusme: YueoHoe mocooue / ['ynmuna U. A., 3aiiniea H. A. - M.: Anb-
ba-M, HUI] NHOPA-M, 2015.Pexum JOCTY-
na:http://znanium.com/catalog.php?bookinfo=489737

3)Kupcanosa, M. B. Kypc nenonpousBoacTBa: 1OKyMEHTallMOHHOE o0ecrie-
YyeHue yrpaiieHus : yueOHoe nocobue / M.B. Kupcanora, FO.M. AkceHoB. — 6-¢
u3n., ucop. u gon. — Mocksa : UHOPA-M, 2020. — 257 c. Pexxum npoctyna::
https://znanium.com/catalog/product/1088888

r) pecypchl cetu «AHTEpHET»:

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

2) Jenompow3BOACTBO W JTOKyYMEHTOOOOPOT  HA  MPEAIPHITHH.

http://www.delo-press.ru/journals.php?page=documents
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3) KagpoBoe  Aenonpou3BOACTBO W TpyAoBoe TmpaBo.  http://hr-
portal.ru/rubric/kdp
4) DnextponHas 6ubmmoreka HR-cnermanuctos. http:// www.hrm.ru/
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9. MeToanuyeckue yKazaHus JJs1 00y4al0IIMXCs M0 0CBOCHUIO M CIUTIIIMHBI
(MoayJist)

CaMocTosTenbHAas MOJATOTOBKA 00YYAIOLUIMXCA MPOBOAUTCS IS YTy OIeHHs
U 3aKpeIUICHHs] 3HAHUH, MOJYyYEHHBIX Ha JIGKIHSIX U JPYTHX BHUJAX 3aHSATUH, AJS
BBIPA0OTKH HABBIKOB CaMOCTOSITEIBHOTO MPUMEHEHHSI HOBBIX, JOMOJHUTEIbHBIX
3HAHUU U MOJATOTOBKH K MPEICTOSIIUM YUCOHBIM 3aHATUSAM, 3aUETY.

BakHpIM yCJ0BHEM YCHEIIHOTO M3YyYEHUS JUCLMILIMHBI SBISETCS MOCEle-
Hue nekuuid. [log nocemenrneM noapasymeBaercs He popma MacCUBHOTO MPUCYT-
CTBUS, @ aKTUBHas paboTa MO0 M3yYEHUIO HOBOro Martepuaina. Iloaroroska k Jjiek-
LIUOHHBIM 3aHATHUSM BKIIIOYAET B ceOsl aHAIN3 IpeagaraeMbiX IJs U3y4YeHHs BO-
IIPOCOB, U3y4YEHUE HOPMATUBHBIX HCTOYHUKOB U YUEOHON U HAYYHOW JINTEPaTypbl
[0 paccMaTpUBaeMbIM BOIIpOcaM JIeKIIMU. B mpouecce nekiuu o0ydaromuiics Mo-
KET 3aJ]aBaTh yTOYHSIIOIINE BOMIPOCHI, OCYIIECTBUTh B3aUMOCBSI3b HOBOTO MaTEpH-
ana ¢ y’e U3y4eHHBIM, MOJArOTOBUTH 0a3y /it 3(EKTUBHOTO UCIOIB30BAHUS T10-
JY4YEHHBIX 3HAHWM, OOJETYUTh MOATOTOBKY K MPAKTUYECKOMY 3aHATHIO. D dek-
TUBHBIM CIIOCOOOM (PUKCAIIUU JIEKIIMOHHOTO MaTepHalia SBISETCS KOHCIEKTHPO-
BaHUeE, MpeACTaBisAomee co00il HE TONBKO (PUKCAIUIO0 BaXXHEHIINX MOMEHTOB
JIEKIIUU, HO ¥ yKa3aHHE MPUMEPOB JJi1 TMOHMMAaHUs TOTO WJIM MHOTO TEOpeThde-
CKOTO MaTepuana.

IIpy mOArOoTOBKE K MPAKTHMUECKOMY 3aHATHUIO HEOOXOJUMO HCIOJIb30BaTh
KOHCIIEKTUPOBAaHHbIE MaTepHaJIbl JIEKLIUH, YUEOHYIO U HayuHYto Jureparypy. Iloa-
rOTOBKA OTBETOB 110 BBIHOCHMBIM Ha 0OCY’KJE€HHE BOIPOCAM MPAKTUYECKOTO 3aHs-
TS BKJIFOYAET B c€0s1 HE TOJBKO IMPOYTEHNE MaTepHala, HO U €ro aHalIu3 U KPUTH-
4eCKyl0 OLEeHKy.. OOyuaromeMycsi CleAyeT BbISIBUTh MaJOU3yYEHHBIE ACIIEKThI
paccMaTpuBaeMbIX BOIIPOCOB, IPOSIBUTh MHULMATUBY MPU MOATOTOBKE K MPAKTH-
YECKOMY 3aHSATHIO.

[Ipu moAroToBKE K MPAKTUYECKUM 3aHSATHSIMH U 3a4€Ty PEKOMEHIYETCS CH-
CTEeMaTU3UPOBATh 3HAHMS, N300pakas UX B TAOJIUYHOM, rpapuecKoM MM cXema-
TUYHOM BHUZE. DTO TMO3BOJUT YCTAHOBUTH B3aMMOCBS3b H3yYaeMbIX SIBJICHHIA,
YOPOCTHUT 3ajady 3allOMHHAHMUS MaTepHaja, OOJerdyuT MpOoIecC MPaKTHUYECKOrO
NPUMEHEHHUS MOJTyYeHHBIX 3HAHUH.

3amayeil MpaKTHYECKUX 3aHATUN SIBISIETCS BBIPAOOTKA YMEHHS HCIOJB30-
BaTh TEOPETUYECKUE 3HAHMS, NPOSBUTh HAJIMYME MPAKTUUECKUX HaBBIKOB. [Ipum
HOJFOTOBKE K NMPAKTUYECKOMY 3aHATHUIO CIeAyeT 3a0JaroBpEMEHHOIO 00ECIIEUnTh
HaJIMYue HEOOXOAMMO JJIs JAHHOTO 3aHATUS MaTepuasia, CaMOCTOSATEIbHO MOBTO-
PUTh paHee U3yUYEHHBIE TEMBI.

JUis ycrientHoro OCBOEHUSI IUCLUIUIMHBI Ba)KHBIM SIBJIIETCS YMEHHUE pado-
TaThb C TEPMUHAMU U UX ompeneneHusMu. g padboTel ¢ TepMuHonoruen s dex-
TUBHBIM SIBJISIETCS MCIIOJIb30BAHME KaK y4eOHOW M HAyYHOM JUTEepaTyphl, Tak U
IOPUANYECKUX U (PUITOCOPCKUX CIIOBApEH.

Pabota ¢ TepMHHaMU MOKET OCYIIECTBIISITHCS Kak B (pOpME COCTaBIICHUS
COOCTBEHHBIX TEMAaTHUECKHUX CJIOBAPUKOB ISl YI00CTBA U CKOPOCTHU MOMCKA HEOO-
xonuMoro TepmuHa. C 3TOH 1EebI0 HE0OX0IMMO KaXKIbIi HOBBIN BCTPEYAIONTUNCS
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TEPMUH 3aMKUCHIBATH U BO BPEMS MOATOTOBKA K CEMUHAPCKUM M MPAKTUYECKUM 3a-
HATUSIM YKa3blBaThb COOTBETCTBYIOLIEE OmpeaescHue. B ciyyae BO3HUKHOBEHUSA
CJIIO)KHOCTH BBIOOpa OMpEeNICHus] U3 MMEIOIIETOoCs] 00beMa B paMKaxX HAy4dHOTO
3HaHMS HEOOXOAMMO 3a7]aBaTh BOMPOCH MPETOJABATEIIO B paMKaxX JIEKIIMOHHBIX U
IIPAKTUYECKUX 3aAHATUU.

WHutepaktuBHbIe HOPMBI MPOBEICHUS 3aHATUA TO JUCIUIUTHHE «/[OKyMeH-
MayuoHHoe obecnevenue ynpasieHus» BKIOYAIOT B ce0s CIeIyIONTUe BUIBI 3aHS-
THH:

- WHTEPAKTUBHBIC JICKIIMM, IPEAIOJAraloT HMCIOJIb30BAaHUE METOAA IPO-
onemHoro uznoxenus. Ilpyu TakoMm noaxone JeKuys CTAHOBUTCS NTOX0XKEW Ha na-
JI0T, MPENOJaBaHuEe UMUTHUPYET UCCIIEA0BATENbCKUNA MPOLECC (BBLABUTAIOTCS MEp-
BOHAYaJIbHO HECKOJIBKO KJIFOUEBBIX IOCTYJIATOB 10 TEME JIEKLUU, U3JI0KEHHUE BbI-
CTpanBaETCs M0 NPUHLHUITY CAMOCTOSTEIBHOTO aHAJIN3a U 0000IIEHUs CTyIEHTaMU
y4eOHOro Marepuasna). JTa METOJUKa MO3BOJIAET 3aMHTEPECOBaTh CTYACHTA, BO-
BJI€Ub €ro B mpouecc oOyudeHus. [IpotuBopeunss Hay4yHOro MO3HAHHS PaCKpbIBA-
IOTCSl TTOCPEJCTBOM IOCTAaHOBKH MpoOsieMbl. YueOHas mpoOiema U mpooOieMHas
CUTyallusl SABIIAIOTCS OCHOBHBIMU CTPYKTYPHBIMH KOMIIOHEHTaMHU MPOOJIEMHOTO
oOyuenus. [lepen HauamoMm M3ydeHUs: OMpeneIeHHON TeMbI Kypca CTaBUTCS MEpe.
CTyJ€HTaMH MPOOJIEMHBINA BOMIPOC WM JaeTcs mpobiemHoe 3ananue. CTUMYIUpYs
paspenieHre npoOaeMbl, MPENOoAABaTENb CHUMAET MPOTHUBOPEUUS MEXKIY HUMEI0-
IIMMCsI €€ MOHUMAaHUEM U TpeOyeMbIMHU OT CTYJIeHTa 3HaHUAMHU. D(P(PEKTUBHOCTh
TAKOro0 METOJa B TOM, YTO OTJEJbHbIE MPOOJEMBbl MOTYT MOJHUMAThCS CAMUMHU
CTyJeHTaMU. [ 1aBHBIN ycliex JaHHOTO METOJa B TOM, YTO MpenojaBaTeb J001Ba-
€TCsI OT ayIUTOPUU «CaMOCTOATEIBHOIO PEIIECHUS» OCTAaBIEHHON pobsieMbl. Op-
raHu3anus npo0JaeMHOro oOy4eHHUs: IPEJCTaBISIETCSl JOCTaTOYHO CIIOXKHOM, Tpe-
OyeT 3HAYUTENbHOW MOATrOTOBKH JieKTOpa. OHAKO HAa HA4YaJIbHOM 3Talleé MCIHOJIb-
30BaHUs 3TOTO METOJA €r0 MOXXHO BHEIPATH B CTPYKTYPY T'OTOBBIX, paHee pa3pa-
OOTaHHBIX JEKLHIA, TPAKTUYECKHUX 3aAHITUI KaK JOMOJHEHHUE.

- TPYMNIIOBBIE UCKYCCHUH, MPUMEHSIOTCA JIsl OOECreueHusi HaBBIKOB KO-
MaHAHONH pabOThl M MEXIMYHOCTHOM KOMMYHHUKAIIMM M TPEICTaBISIOT COOOM
OLICHOYHOE CPEACTBO, MMO3BOJISIONIEE BKIIOYUTH 00YUAIOIINXCS B MPOLIECC 00CY kK-
JICHUS] TPEACTABICHHON TEMbI, MPOOJIEMbl U OLEHUTh UX yMEHHE apryMEHTHPO-
BaTh COOCTBEHHYIO TOUKY 3peHusi. Kpome Toro, B X0/1€ 3aHATHIA MPOBOJATCS KPYT-
JIbI€ CTOJIBI IO 3aJAHHBIM TEMAaTHKaM.

OneHoYHbIE U METOAMYECKUE MATEPHUAIIBI 0 JUCLHUILINHE «/[oKymenmayu-
OHHOe obecneyeHue ynpaesieHusy npeacrabieHsl B DOMM.

ITpu moAroTOBKE K MPOMEXKYTOUHOMY WM UTOTOBOMY TECTHPOBAHHUIO HEOO-
XOJUMO H3Y4YUTb TEOPETUYECKUN M MPAKTUYECKUN Marepuai. TecToBble 3aqaHus
(c mepeyHeM BO3MOKHBIX BapHAaHTOB OTBETOB, CPEAU KOTOPBIX XOTs Obl OJUH OT-
BET SIBJISICTCS] HEBEPHBIM) 00ECTIEUUBAIOT CTPYKTYPHOCTh MBIIUICHUS, BBIHYK/ICH-
HOTO BBIOpATh M3 MPEAJIOKEHHBIX BApUAHTOB OTBET BCE MPABWJIbHBIC BApUAHTHI.
TecToBble 3a7aHMsl Ha YCTAHOBJIEHHS COOTBETCTBHUS MOAPA3yMEBAIOT HEOOXOU-
MOCTb MPOSIBJICHHS HE TOJILKO 3HAHUS y4eOHOro MaTepuaia, HO U yMEHHs IpHUMe-
HATh MpaBuwia (opMaJabHOW JIOTWKH. TecToBble 3aJaHUs Ha YIOPSIOYEHUE
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HaIlpaBJICHbl HA YCTAHOBJIEHUE JIOTUYECKOW MOCIEA0BATEIBHOCTH paccMaTpUBac-
MBIX SIBJIE€HUU (BpEMEHM CYILIECTBOBAHUS SIBIICHUI, PACIOI0XEHUSI CTPYKTYpPHBIX
3JIEMEHTOB MPABOBBIX JOKYMEHTOB U T.I1.).

O¢ddexTuBHBIM CIOCOOOM 7151 MOATOTOBKH K TECTHUPOBAHHIO SBIISIETCS pa-
00Ta 00y4YaroImerocs Mo PEIICHUIO TECTOBBIX 3a/IaHUid, IPEIOCTAaBIEHHBIX JJI Ca-
MOCTOSITEIbHON paboThl. Takke mpu MOATOTOBKE K Takod (popme KOHTPOJIS 3HA-
HUM, KaK pEIIEHUE TECTOBBIX 3aJaHHUM, CIEAYET CAMOCTOSITEIIBHO MOIBITAThCS
npopaboTaTh paccMaTpuBaeMble B AUCIUIUIMHE BOMPOCHI B JOpME COCTaBICHUS
TECTOBBIX 3a/IaHUI.

[Ipy OATrOTOBKE K 3K3aMEHy CJIEAYyET UMETh B BUAY, YTO OH SIBJISIETCS UTO-
roBoi (hopMOI KOHTPOJISI O U3YYCHUIO TAaHHOW YyueOHOUN AUCHUIUIMHBIL. DK3aMeH
NOAPA3yMEBAET MAKCUMAJbHYIO KOHILIEHTPAUMIO 3HAHUW W YMEHUMW, Ipeanoara-
IOIINX MOJHOE U3YYEHNE MATEPHANIA TUCLIUIUINHBI.

DK3aMeH TPOBOAUTCA B (OpPME YCTHOTO COOECeIOBaHUS, BBITIOJHEHUS
NUCHMEHHOTO 3a/aHusl. Pernenue npemnojaBaTenss 00 UTOTOBOM OIEHKE MPUHUMA-
€TCsl [0 Pe3yJIbTaTaM YCTHOI'O OTBETA M BBINOJHEHHOT'O NMHCbMEHHOIO 3aJIaHUs B
3aBUCUMOCTH OT IIKaJbl OL[CHKH.

B kadecTBe HUCTOYHMKA JOMOJIHUTEJIBHBIX MATEPUATIOB PEKOMEHIYETCS
MOJIB30BaThCS MH(GOPMAIMEH OTKPHITOTO NOCTyma cetu Internet (maHHBIMU WH-
(bOpMaIMOHHO-TIPABOBBIX W 00pa30BaTEIbHBIX MOPTAJIOB, O(UIIMAIBLHBIX CAHTOB
MUHHCTEPCTB, BEAOMCTB, OTIEIbHBIX OPraHU3alliii, JAaHHBIMU TOCYAapCTBEHHOU
CTaTUCTUKU, PE3yJIbTaTaMU HKCIEPTHO-aHATUTUYECKUX 0030poB). Kpome Toro,
MO>XHO BOCIIOJIb30BATHCSI BO3MOXHOCTSIMU CITPABOYHO-TIPABOBBIX CHUCTEM, 0azbl
KOTOPBIX COAEPXKAT HE TOJIBKO TEKCT HOPMATUBHBIX aKTOB, HO U HAy4YHBIE CTaTbU
no paznuuHbiM BonpocaM (Hampumep, CIIC «KoncynbranT Ilntocy). Pexomenay-
€TCs TAKXKE UCIOJIb30BaTh AJIEKTPOHHO-OUOIMOTEUHBIE CUCTEMBI.

MeToanuyeckue peKOMEeHAAIMHU 10 BHINOJHEHUI0 KOHTPOJIbLHOI padoThl.

Temy KOHTPOJIBHON pabOTHI CTYJIEHT BHIOMpAET U3 MPEIJIOKEHHBIX BapHUaH-
TOB. B rpynme He I0myCKaeTcsi BBIMNOJHEHUE HECKOJIbKHUMHU CTYJIEHTAMHU KOH-
TPOJILHOM pabOTHI IO OJTHOM M TOM KE TEME.

KonTponbHast paboTta nznaraercs JOTHYeCKH NOCIEI0BaTENbHO, TPAMOTHO U
pa3bopurBo. OHa 00s3aTE€NBHO JOJDKHA UMETh TUTYJIbHBINH JUCT. OH COIEPIKUT
Ha3BaHHWE Y4EeOHOTO 3aBEJCHHS; AMCUUIUIMHBI, IO KOTOPOH BBIMOIHIETCS KOH-
TpOJIbHAs pabOThI; Ha3BaHUE TEMbI; (HaMUIIUIO, UHUIIMAJIBI, YYEHOE 3BAHHUE U CTe-
NIeHb IpernojiaBaTesis, BeAyIEero JaHHYI0 JUCHUIUIMHY; (aMUINi0, HHUIUAIb] aB-
TOpa; CIEUUATBHOCTb.

Ha cnenyromem mnucte NpUBOAUTCS COJIEpKaHHE KOHTPOJIBHON paboThI.
OnHo BKJIIOUaeT B ceOsi: BBEJIEHUE, Ha3BaHUE BOIIPOCOB, 3aKIIIOUYEHUE, CIIUCOK JIUTE-
paTypsl.

BBenenne nomkHO OBITH KpaTKuM, He Oosee 1 crpanunbl. B HEM HeoOXo1u-
MO OTMETHUTh aKTyaJbHOCTh TEMBI, €€ LIeJb U 3a/1a4H, KOTOPbIE CTaBATCS B padoTe.
W3nosxxeHune Ka)xaoro BOMpoca HeoOX0JMMO HayaTh C HAMMMCAHUSA 3ar0JIOBKa, COOT-
BeTcTBYOIIEMY «CollepKaHUIO», KOTOPbIA JODKEH OTPakaTb OCHOBHYIO CYTh
TEKCTa. 3ar0JIOBKU OT TEKCTA CJIEYET OTAENATh HHTepBalaMU. KaxkIbIil 3aroJI0BOK
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00s13aTeNbHO JOHKEH MPEeIecTBOBATh HEMOCPEACTBEHHO CBOEMY TeKCTy. B Tom
ciIyyae, KOrJa Ha O4epelHOM CTpaHMIE OCTAETCS MECTO TOJIBKO ISl 3aroJIOBKa U
HET MEeCTa HU ISl OJHOM CTPOYKHM TEKCTa, 3aroJIOBOK HYXKHO MHCATh HA CIIEIYIO-
I CTpAHUILIE.

N3narast BOmpoc, KakIbIii HOBBIM CMBICTIOBOM a03a1] HE0OXO0IMMO HavaTh C
KpPaCHOM CTPOKHU. 3aKOHYMUTh M3JIOKEHHE BOIIPOCA CJIEAYET BBIBOJOM, UTOTOM IIO
COJIEpKAHUIO JAHHOTO pa3Jiena.

N3noxenue copepkaHus Bced KOHTPOIBHOW paOOThl TOKHO OBITh 3aBep-
HIEHO 3aKJII0YEHHEM, B KOTOPOM HEOOXOJIMMO J1aTh BBIBOJBI MO0 HAMMCAHUIO pabo-
ThI B LIEJIOM.

[Tocie OCHOBHOTO TE€KCTa KOHTPOJIbHOM pabOThl 00s3aTENbHO JAOKEH OBIThH
MPEACTABIICH CIIMCOK UCIIOJIb3YEMOU JINTEPATYPHI.

CrpaHunbl KOHTPOJILHON PaOOThI JOJKHBI UMETh HyMEpaIuio (CKBO3HYIO).
Homep ctpanuiipl cTaBUTCS BBEPXY B MpaBoM yriy. Ha TUTYynbHOM JMCTE HOMEP
CTPAHMIIBI HE CTABUTCA.

OnTuManbHBIN 00BEM KOHTPOJIBHON paboThl 10-12 cTpaHUI] MAITUHOTIMCHO-
ro Tekcra (pasmep mpudra 14 Times New Roman ) uepe3 momyTopHbIii HHTEpBAI
Ha CTaHJAPTHHIX JHCcTax ¢opmarta A-4; mons: BepxHee —20 MM, HIKHee —20 MM,
neBoe —30 Mm, mpaBoe —15Mm.

3aroioBKM CTPYKTYPHBIX AJIEMEHTOB KOHTpoJibHOU paboThl «COJIEPXKA-
HUE», «BBEJAEHUE», «3AKJIKOYEHUE», «CITMCOK UCITIOJIb30BAHHOM
JINTEPATYPbI» u Ha3zBaHus KaxJI0ro paccMaTpuBaeMoro Bompoca paboThl ciie-
JyeT TneyaTaTh MPOMHCHBIMM OyKBaMM, HE TMOAYEPKHUBAs, HE BBLACIAS KUPHBIM
mpU(TOM C BBIPABHUBAHUEM I10 LIEHTPY TEKCTA 0€3 TOUKU B KOHIIE.

B TekcTe KOHTPOJIBHOM pabOThl HE JOMMYCKAETCs MPOU3BOJILHOE COKpAIleHHE
cioB (kpome 00menpuHAThIX). [Io BceM BO3HUKIIIUM BONPOCAM CTYJEHTY CIEAYET
oOpalnaTtbcs 32 KOHCYJIbTAIMeH K MPeno/1aBaTeio.

Hywmeparust Tabauil 1 pucyHKOB JOJIKHA OBITh CKBO3HOM 1O Beei padoTe.

®opmynel B paboTe HyMepyroTcst apaOckumu 1udpamMu B MOPSIKE U3 IO-
cienoBareapHOCTH. HoMmep ykas3pIBaeTcsi ¢ IpaBOil CTOPOHBI JHMCTa Ha YPOBHE
(dbopMyIIbl B KPYTJIBIX CKOOKaX, HApUMep:

U(x,y)=2x+ty. (4)

Nnnroctpanuu. WMmrocTpanuu ciemyeT pacnoJiaraTh B paboTe Hemocpe-
CTBEHHO IOCJIE TEKCTa, B KOTOPOM OHHM YIOMHWHAIOTCS BIIEPBBIC WM Ha CIIEIYIO-
nieil crpanunpl. Mmmoctpamu cieayer HyMepoBaTh apaOCKUMHU LU(ppaMu CKBO3-
HOW HyMEpalueHu.

Nnmoctpauy MOTYT MMETh HAMMEHOBAHUE W TMOSICHUTEIBHBIEC JAHHbBIC
(mogpucyHouHblid TeKcT).CnoBo «PHUCYHOK» M HauMEHOBaHUE MOMELIAIOT IMOCIe
MOSICHUTENBHBIX JAHHBIX M PACIIONAraloT CIAEAYIOIIUM 00pa3oMm:

Pucynok 1 — Crpykrypa ynpaBieHus

Ecnu B paboTe npuBeaeHa 01Ha WILTIOCTPALIMS, TO €€ HE HyMEpYIOT.

Tabmuiel. TaGaUITBI TPUMEHSIOTCS IS JTyUIIed HATTSAHOCTH U CPaBHEHUS
nokazarenei. Tabnuily pa3MelaroT Mmocjie MepBoro yrnoMUHaHUS O HEM B TEKCTE
TakuM 00pa3oM, YTOOBI €e MOKHO OBbLIO YUTaTh 0€3 MOBOPOTa PabOThl WM C TIO-
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BOPOTOM IO 4acoBOM cTpeiske. Jlomyckaercs pa3MmelieHne Ha ClieayrouieH, nocie
CCBUIKH, CTPAHUIIE, a TIPU HEOOXOAMMOCTH B MPUIIOKECHHUMU.

Ha3Banue Tabmuibl AOMKHO OTpakaTh €€ COJEP)KAaHWE, OBITh TOYHBIM,
KpPaTKHUM.

[Tpu opopmieHnn TaOIUIIBI B JIEBOM BEpXHEM YTy HAYWHAS C MPOMUCHOM
OykBBI UITYT cI0BO «Tabmuiia», mangee yepe3 TUPE CTAaBUTCS €e HoMmep U Oe3 al-
3aIIHOTO OTCTYTIA MMUIIETCS 3ar0JIOBOK TAOHIIHI.

3aroj0BOK (Ha3BaHUE TAOJUIIBI) CIEAYET MUCaTh ¢ MPOMUCHOM OYKBBI, 0€3
TOYKH B KOHIIE. [IepeHOoChl U COKpallleHHs CJIOB B 3ar0JIOBKE HE JIOIYCTUMBI.

Hammpumep:

Ta6mumna 2 — lunamuka undusiuu B ctpanax CHI'

[Ipu nepeHoce yacTu TaOIUIBI HA IPYTYIO CTPAHUILY 3ar0JOBOK IMOMEIIAIOT
TOJIBKO Tiepea HavajnoMm Tabmuibl. Han npyrumMu dacTsMu NUIIYT, HANpUMeEp:
«IIponomxenue Tabmuiel 2». Bximtouenne B Tabnuiy oTaensHOl rpadsl «EnuHu-
Il U3MEPEHUSD) HE JIOMYCKAIOTCS.

3aronoBok rpad U CTPOK TaOIUIIBI CIAEAYET MUCaTh C MPONMUCHONW OYKBBI, a
110/13aT0JIOBKU Tpad) — CO CTPOYHON OYKBBI, HAPUMED:

AKITMOHEPHBIE 00ITIECTBA CebecTonMOCTh, py0. 3a 1 T.

Topdh yToJib

[Toa3aromoBoK ciemyeT mUCaTh C MPOMUCHOW OYKBBI, €CIIHM IOKa3aTeH
UMEIOT CAMOCTOSITEIbHOE 3HAUCHHE.

B koHIIe 3aro0BOK M TIOA3aroJIOBOK TAaOIHI] TOYKU HE cTaBAT. [lokazarenn
B 3aroJIOBKe Tpad yKa3bpIBalOT B €IMHCTBEHHOM YHCIIC.

Paznenenne 3aro0BKOB OOKOBBIX ¥ Tpad) AUAroOHaILHBIMH JUHUSMHU HE JI0-
Ty CKaeTCHsl.

Ecmu Bce mokasarenu, mpuBeqeHHBIE B rpadax TaONIHUIIbI, BBIPAKEHBI B O/I-
HOW U TOW K€ eAMHUIIC U3MEpEeHUs, TO e€ 0003HauYeHHEe HEOOXOIMMO MOMEIATh
HaJ] Ta0JIULIE.

[udpst B rpadax TabauIl JOHKHBI MPOCTABISATHCS TaK, YTOOBI pasaeibl Yu-
cen Bo Bcel rpade ObUTH pacTiosoKeHbl OUH TO ApyTruM. B ogHO# rpade momk-
HO COOJIFOZICHO OJMHAKOBOE YHCIIO JACCSITUYHBIX 3HAKOB ISl BCEX 3HAUCHUH BEIH-
YHH.

Ha Bce TaGmuiel 10KHBI OBITH CCHIIKMA B TEKCTE, TIPU 3TOM CJI0BO « Tabmm-
11a» B TEKCTE MUIITYT COKPAICHHO, HarTpuMep: Tab. 2.

[Ipu MOBTOPHBIX CCHUIKAX HA TAOJIHUIBI U WILUTFOCTPAIMH CJIETYET YKa3bIBATh
COKpAIIEHHO CJIOBO «CMOTPW», HAIPUMEP: CM. TabII. 2, cM. puc. 3.

dopMynbl U ypaBHEHUS. Y paBHEHUS U (POPMYIIBI CIEAYET BBIICAThH U3 TEK-
CTa B OT/EIIbHYIO CTPOKY. Eciii ypaBHEeHHE HE yMemaeTcsi B OAHY CTPOKY, TO OHO
JIOJKHO OBITh TIEPEHECEHO JI0 3HaKa PaBEHCTBA (=) WJIM TOCTE 3HAKOB (1), MUHYC
(-), ymHOXeHue (X) , aeneHus (:) WIM IPYyrUX MAIIMHOIUCHBIX 3HAKOB, MIPUYEM
3HaK B Hayaje CIeAYIOIIeH CTPOKH MMOBTOPSIOT.
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[losicHeHue 3HAYE€HUH CHMBOJIOB M YHCIOBBIX KOA(D(UIMEHTOB Cclieayer
IPUBOJUTH HEMOCPEACTBEHHO MOJ (OPMYJION B TOM ke MOCIEI0BATEILHOCTH, B
KOTOpPO¥ OHM JTaHbI B (hOpMYJIE.

Cchbuikd B TEKCTE Ha MOPSAKOBBIE HOMepa POpMyJT JTal0TCA B CKOOKaX.

Hanpumep: BHII paccuutsiBaercs o opmyse (2).

[Tpumeuanusi. CnoBo «IIpumedanue» cieayer medyaratb ¢ MPOMUCHOU OyK-
BHI C ab3ara 0e3 Mo 4epKUBaHMUS.

[Ipumeuanust B paboTe MPUBOIAT B TOM CiIy4ae, €ClIM HeOOXOAUMBI TOSICHE-
HUS WM CIPABOYHBIE JAHHBIE K COJAEPKAHUIO TEKCTa, TAOIUI WK Tpaduueckoro
Martepuana.

[Ipumeuanust cienyeT NOMEIIATh HEMOCPEACTBEHHO IIOCJIE TEKCTOBOTO,
rpaduueckoro MaTepuana Wwin K Tabiauie, K KOTOPbIM OTHOCSITCSI 3TU IPUMEYaHUsl.
Ecnu npumedanue oiHO, TO nociie ciioBa «[Ipumeuanue» cienyeTr cTaBUTh TUPE U
IpUMEUYaHUe MevyaTaeTcs ¢ MponucHoi OykBel. OAHO MpUMEYaHHE HE HyMepyeT-
csi. Heckonpko mpumedaHuit HyMepyrloT MO HOpSAKy apaOckumu udpamu Oe3
npocTaBieHus Toukd. [Ipumedanue k TabauIile MOMEIIAIOT B KOHIE TaOIUIIbl IO
JUHHEH, 0003HAYAIONMIEH OKOHYAHKE TAOIUIIEL.

IIpumep:

IIpumeuanue -

Heckonbko npumedanuit HyMepyeTcs Mo MopsiiKy apaOCKuMu uppami.

[Tpumep:

[Tpumeuanus

1

2

bubmuorpaduueckue CChUIKH, (CIMHUCOK HCIOAB30BAHHON JIUTEPATYPHI),
BKJIFOUEHHBIE B TeKCT paboThl. B cooTBercTBUU ¢ ['OCT P 7.0.5 — 2008 BBIIEISIOT
CJIETyIOIINE BUIbI OMOTHOTrpadMuecKuX CChIIOK:

— BHYTPHUTEKCTOBAS;

— MOJCTPOYHAs;

— 3aTEKCTOBAs.

B naHHBIX peKOMEHJAlUAX MpeajiaraeTcsi B TEKCTe paboThl MCHOJb30BATh
3aTEKCTOBBIE CCHUIKH.

bubnuorpaduyeckyro CCbUIKY, MOJHOCThIO BKIIOYEHHYIO B TE€KCT PalOTHI,
OPUBOJAT B 00BbEME, HEOOXOIUMOM I MOUCKA U UACHTU(UKAIIMKA JOKYMEHTa —
00BEKTa CCHLUIKH.

[IpaBuna onucanus 6MOIMOTrpaPUUECKUX CCHUIOK CIEAYIOUIHE:

1. ABtop (dhamunusi, MHUIHAIBI), TOUuKa. Eciv mpou3BeneHne HamucaHo ye-
TBIPbMSI aBTOPAMHU, OHH MEPEUHCISIOTCA Yepe3 3aIsTyI0 B al(paBUTHOM IMOPSIIIKE.
Ecnu npousBeneHne HamMcaHo MATHIO U 00Jiee aBTOpaMU, TO YKa3bIBaIOT MEPBbIE
TpH, BMECTO (haMUJIUI OCTaJIbHBIX aBTOPOB CTABAT «u Jp.». Hanpumep: ConoBreB
I'.1., UBanos C.C., [Tpoxopos A.C. u np.

2. Ha3Banue npou3sBeileHUs MUILIETCA 0€3 COKpPAIIEHUS U KaBbIYEK.

3. Beixoanbie 1aHHbIE (MECTO U3JaHUs, U3AATENIbCTBO, FOJl U3JaHUs) MULITYT
CJIeIYIOLIUM 00pa3oM:
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3.1. Mecro u3nanusi — ¢ npornucHoi OykBbl, MockBa u Cankt-IlerepOypr
numnyTest cokpamentno (M., CII6.), touka u nBoetoune (M.:, a npyrue ropoma —
MOJHOCTBIO, IBoeToune (MuHck:), (Kues:). Hanpumep: M.: Oxonomuka, CapaTos:
N3a-Bo CapaToBCKOTO YHUBEPCUTETA.

3.2. HanmeHnoBaH#e M31aTEIHCTBA MUITYT COKPAIICHHO, 0€3 KaBbIUeK, Yepes
3anaryro. Hanpumep: U3n-so MI'Y, Beici. mik., T.11.

3.3. IlopsiakoBeIil HOMEp M3AaHus MUIIYT cokpamenno (U3x.), mudpa ¢ co-
KpallleHHEM, HarpuMep: 3-€ u3/I.

3.4. T'ox mu3nanust ykasblBatOT U(Mpoil 03 JOMOJHUTEIbHBIX MOSICHEHUH,
Hanpumep: 1990, 1998 u T.1.

bubnuorpaduueckue ccbulku B paboTe yallle MPUXOIUTCS AesiaTh B MEPBOM
rnaBe. Ha npuBoaumMble B TeKCTE€ padOThI LUTAThl WIM YTBEPXKIACHUS TOTO WIU
WHOTO aBTOpa CJEeAyeT MOCe ero NUTaThl (YIOMUHAHUS) HA 3aUMCTBOBAHHBIN HC-
TOYHHMK OOS3aTEIBHO COCIATHCS IMyTEM 3aKITIOYCHUSI B KBaJApPATHBIE CKOOKU HOMeE-
pa, Mo/ KOTOPHIM MPOU3BE/ICHUE 3HAYUTCS B CIKCKE MCIOJb30BAHHOW JIUTEPATy-
pBl, a IPU HEOOXOAMMOCTH M Ha HOMEp CTpaHuIlbl, Hanpumep: [18, c. 125].

Ecnu ccbulky mpUBOIAT HA JUTEPATypPHBIM MCTOYHUK, CO3JAHHBIA OIHUM,
JBYMSI WJIM TPEMSI aBTOpPaMH, B OTCHUIKE YKa3bIBalOT (paMWIMKM aBTOPOB, €CIM Ha
JUTEPATYPHBIA UCTOUYHMK, CO3/IaHHBIN YETBIPbMS U 00Jiee aBTOpaMH, a TakxKe, ec-
JIM aBTOPBI HE YKa3bIBAIOTCS, TO B OTCHUIKE YKa3bIBAOT Ha3BAHUE WCTOYHUKA, IPU
HEO0OXOJAMMOCTHU 3TH CBEJEHUS JOTOJIHIIOT YKa3aHUEM T0J1a U3JJaHUs U CTPAHUIIBI.

CBeneHMs B OTCBUIKE PA3IEIISIOT 3aIATOM.

B Tekcre:

[[TaxomoB, IleTposa].

B 3arexkcToBOM CCBLIKE:

[TaxomoB B.A., Ilerposa I'.I1. Jloructuka. M.; IIpocnekr, 2006, 232 c.

B otchuike momyckaeTcsl TakKe COKpalllaTh JIMHHBIE 3arjiaBusi, 0003Hayvast
OIyCKaeMbI€ CJIOBA MHOTOTOUYMEM C MPOOEIaMH J0 U TIOCIIE 3TOTO MPEITUCAHHOTO
3HaKa.

B Tekcre:

[Dunocodust KyabTypsl ..., ¢.176].

B 3arexkcToBOM CCBLIKE:

®dunocodus KyIbTypsl U pusiocodust HayKu: TPOOJIEMBI U METOJIbI: MEKBY3.
c0. HayuH. Tp. / Capar. ['oc. yH-T; [ mox pen. C.®d. MapteiHOoBHYa] CapaToB: u3J-
B0 Capar. yH-Ta, 2006. 199 c.

Ecnu cchuiky mpuBOAST HA MHOTOTOMHBIA ( MHOTOYAacTHBIN) MCTOYHUK, B
OTCBUIKE TAaKXK€ YKa3bIBaeTCsl 0003HAYEHUE U HOMEP TOMA (BBINYCKA, YACTU U T.IL.).

B Tekcre:

[lenumes, 4.1, c.17].

B 3arexkcToBOM CCBLIKE:

Henumes B.B. ®unocodus maremaruka. HoBocubupck: M3a-so HI'Y,
2002. 4. 1-2.

Cnoucok ucnonap30BaHHOM nuTepaTypbl. CHUCOK JIUTEPATYphl JOJKEH CO-
JiepKaTh NEPEUCHb BCEX MCIOJIb30BAHHBIX HCTOUHUKOB MPU BBHIMOJHEHUN U HAIH-
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canuu padotsl, 1 opopmieH B cootBercTBuu ¢ ['OCT 7.1-2003, a Takxe peko-
MEH/yeTCsl ICTIONb30BaTh PadoTy

«MudopmanrionHas KyiabTypa crenuandcra. MeToaudeckoe mocoOue Io
MOUCKY JINTEPATYPbI, COCTABICHUIO OMOIUOTrpapruecKoro OnucaHus JOKyMeHTa U
O0(OPMIICHHIO CTIHCKAa HCITIONb30BAHHBIX MCTOYHUKOB K HAy4yHOW paboTey, m3na-
tenbeTBO JIOMD®, INaTtunna, aBTop [lomonsckas JI.H.

JlutepaTypHble MCTOYHUKU CIEAYyeT pacroiaraTh B ajldaBUTHOM MOPSAKE
(pamumu aBTOpA MM Ha3BAHMSI HICTOYHUKA), XOTS UMEIOTCS U IPyTUe CIIOCOOBI.

3aKoHOJIaTeIbHbIE aKThl IPUBOASATCS B HayaJle CIMCKa UCTIOJIb30BAaHHOMN JIU-
TepaTyphl.

[IpuBenem nmpumepsl 0GOpMIIEHHUS CITMCKA UCTIOIB30BAHHON JTUTEPATY PbI:

1. ®enepanbubiii 3akoH PO «O6 aknuoHepHbIx obmiecTBax» // Poc. ras. -
1995.- 29 nek.

2. I'epacenxo B.II. IIporuo3upoBanuie u MjiaHUpOBaHUE SKOHOMUKH: [Ipak-
tukyM / B.IL. I'epacenko. - M.: Hosoe 3nams, 2006. - 192 c.

3. Cmupnsarud JI.B. OneHka pervoHaNbHBIX MOCIEACTBUN AESATENBHOCTH
benepanbHOrO MPaBUTENLCTBA: PETHOHANIBHAS IKCIIEPTH3a // PernoH: sSKOHOMUKA U
corogiorus. — 2000. - Ne 2.

4. O630p otpacieit sxoHoMuku PO // www.aksnews.ru.

B cnyuae 3atpyaHenust oopMIIEHUS! CHHCKA OTIAEIbHBIX aBTOPCKUX KHHT
cienyeT oOpaTUThCA HEMOCPEACTBEHHO K HUM, /i€ B HAa4Yajle WM B KOHIIE KHUTHU
JaeTcs ee TouHas Oubauorpaduyeckas XxapakTepucTHKa.

[TocnenoBaTenbHOCTh KOMILIEKTOBAHMS PAOOTHI: TUTYJIBHBIN JIUCT, COIEp-
’KaHue, BBEJICHHE, OCHOBHOM TEKCT, 3aKJIIOYEHUE, CIIUCOK HCIOJIb30BAHHOMN JIHTE-
patypsl, npunoxenus (B T.4. [Ipunoxxenne 1 — [IpakTrueckas 4acTsp).

PaboThl B 4epHOBOM BapUaHTE HE MPUHUMAIOTCS.

Cpok BBINIOJIHEHUSI KOHTPOJIBHOU pabOTHI OIMpenessieTcs MpernogaBaTesieM U
OHa JI0JDKHA OBITH ClaHa HE MO3JHee, YeM 3a HEJEIN0 J0 dK3aMeHa Wi 3auera. B
clly4ae OTPHULIATETIbHONW OLEHKH, CTYJAEHT JOJDKEH O3HAKOMHUTHCS C 3aMEYaHUSIMU
U, YCTPAHUB HEJOCTATKU, TOBTOPHO CAATh pabOTy Ha MPOBEPKY.
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10. OcoO6eHHOCTH 0CBOCHHUSA TUCUMILIMHBI VISl HHBAJIUA0B H JIMI C OTPAHHU-
YeHHBIMH BO3MOKHOCTSIMH 3/10POBbS

OOyuenne 0Oy4YaIOIIUXCS C OTPAaHMYEHHBIMH BO3MOXXHOCTSIMH 370POBbS
npu HEOOXOJUMOCTH OCYLIECTBIIIETCS HAa OCHOBE aJlalTUPOBAHHON paboueil mpo-
IpaMMBbI C HMCIIOJIb30BAHUEM CIIEIMATBHBIX METOJOB OOYUYEHHS U TUAAKTHYECKHX
MaTEepUajoB, COCTABICHHBIX C YYETOM OCOOEHHOCTEW MCHUXO(PU3UYECKOTO pa3BU-
TS, UHAUBUAYAIbHBIX BO3MOKHOCTEH M COCTOSIHHSI 37JOPOBBSI TAKUX 00yYarOIINX-
cs (oOyuarormierocs).

B mensix ocBoeHusi y4eOHO# MporpamMMbl TUCHUTUTHHBI «/[OKYMeHmMayuoH-
HOoe obecneyeHue ynpaeienus WHBATUAAMH W JIMIAMHA C OTPAaHUYCHHBIMU BO3-
MO>KHOCTSIMH 310pOBbsi UHCTUTYT 0OecriednBacT:

— JUTsl MHBAJIMIOB U JIMI[ C OTPaHWYCHHBIMU BO3MOXKHOCTSIMHU 370POBbBSI TIO
3pEHUI0: pa3MelIeHUe B JOCTYMHBIX IS OOYYarOIIUXCsl, SIBISIOIIUXCS CIEMBIMUA
WM CIa0OBHUISIIMMH, MECTaX M B aJanTUPOBAHHOW (opMe CIpaBOYHON HHPOP-
Mal O PaclMCaHuU Y4eOHBIX 3aHATHI; MPUCYTCTBUE ACCUCTEHTA, OKAa3bIBAIOIIIE-
ro o0yyaroniemMycs HeOOXOAUMYIO TOMOIIlb; BBITYCK aJbTePHATUBHBIX (POpPMATOB
METOJIUYCCKUX MaTEPHUaIOB (KPYITHBIN MPUQPT WU ayTuo(aiiis);

— IS MHBAJUJIOB W JIUI] C OIPAaHWYCHHBIMU BO3MOYKHOCTSIMHU 37I0POBBS 110
CIyXy: HaJJIeXKaIIMMHU 3BYKOBBIMH CPEACTBAMH BOCIIPOM3BEIeHNE HHPOpMALIUY;

— Il MHBAJIUAOB W JIMI[ C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMHU 370POBbS,
UMEIOIINX HapyIICHUs OMOPHO-ABUTaTEIBHOTO amnmapara: BO3MOKHOCTh Oecrpe-
MSTCTBEHHOTO JTOCTyMa O0yYarolUXcs B y4eOHbIE TIOMEIICHMsI, TyaleTHbIe KOMHA-
THI ¥ PyTHE TIOMEIICHMsI, a TAaK)Ke MPeObIBaHNE B YKA3aHHBIX MoMenieHusx. O0y-
qaromuecs u3 4ucia nHBanuaoB u i ¢ OB3 obecniedeHbl ne4aTHBIMEA U (WIIN)
AIIEKTPOHHBIMU 00pa30BaTeNIbHBIMU pecypcaMu B (opmax, aganTUPOBAHHBIX K
OTPaHMUYEHUSIM HX 3710poBbsi. OOpazoBaHHE OOYYAIOUIMXCS C OTPaHUYCHHBIMU
BO3MOXKHOCTSIMH 3JI0POBbSI MOXKET OBITh OPraHU30BaHO KaK COBMECTHO C APYTUMHU
00yYJaroIUMUCS, TaK ¥ B OTJACIBHBIX TPYIIIAX WIH B OTJICIBHBIX OpTraHU3aIUsIX
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11. Ilepeyenb nHPOPMAIMOHHBIX TEXHOJIOT Ui, MPOdecCHOHATBLHBIX 043 JaH-
HBIX, HCIOJIb3YeMbIX IIPH OCYIIeCTBJIEHUN 00Pa30BaTEJILHOIO MpoIecca mno
AUCUMILIHHE (MOIYJII0), BKJIIOYAasi NlepedeHb NPOrPAMMHOI0 o0ecrneyeHus u

HH(POPMALMOHHBIX CIPABOYHBIX CHCTEM

[IporpammHoe obecnieueHue:

1. Omneparmmonnas cuctema (MicrosoftWindowsIiponpuemapnas);

2. Tlaket oducHbix nporpamm (MicrosoftOfficellponpuemapnas),

3. Web-06payzep (Mozilla Firefox GNU Lesser General Public License);

NudopmaiimoHHbie cripaBOYHbIE CUCTEMBI:

1) ABTomatu3upoBaHHasI nHpopmarmoHHas OoubMoTeuHast cucreMa
Marc21SQL;

2) CnpaBouHo-nipaBoBas cucteMa «Koncynprantlnroc»

12. MarepuaibHO-TeXHHYeCKas 0a3a, HeoOXxoauMasi AJ1sl OCylIeCTBICHHUS 00-
Pa3oBaTeJbHOIO NpoLecca 1o TUCHHUIIHHE (MOAYJII0)

Crnenuaau3upoBaHHbIe AYTUTOPUM:

Y4eOHast ayquTopus ISl IPOBENCHUS 3aHATUN CEMUHAPCKOTO THUIIA, KYPCOBOTO MPOEKTUPO-
BaHUs (BBITOJIHEHHUS! KYPCOBBIX padoT), TPYIIIOBBIX ¥ WHAMBHIYaJbHBIX KOHCYJIBTAIHM, TE-
KYIIETO0 KOHTPOJIS U MPOMEKYTOYHON aTTeCTallly / KOMITBIOTEPHBIN KJTacC / TOMEIICHUE TSI
CaMOCTOSTEJIbHON PabOThI™*

TexHuveckue cpeacTBa 00yYeHHUsI:

KOMITBIOTEP C MPOrPaMMHBIM OoOecTiedYeHHeM, yKa3aHHbIM B 11.11, moctymom k cetu «MHTEp-
HET» U 00eCIIeYeHHEM JIOCTYTA B AIEKTPOHHYIO HH()OPMAIIMOHHO-00pa30BaTEbHYIO CPEIy
Crneunuaju3upoBaHHbIE AYTUTOPHH:

Y4eOHast aynuTopus JUIsl IPOBEACHUS 3aHITHI JEKIMOHHOTO TUMA, 3aHATHI CEMHHAPCKOTO
THUIA, KYPCOBOTO MPOEKTUPOBAHMS (BBIOJHEHHS KYPCOBBIX pa0OT), TPYNIIOBBIX ¥ HHIUBH-
JyalTbHBIX KOHCYJIbTAIMA, TEKYIIETr0 KOHTPOJISI M TPOMEKYTOYHOM aTTecTarum™®
TexHnueckue cpeacTsa 00y4eHus :

MYJIbTUMEANMHBIA KOMILIEKC
KOMITBIOTEP C MPOTPAMMHBIM O00eCrieueHrEeM, YKa3aHHbIM B 1.1 1
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