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1. llosicHUTEABLHAA 3aAIIUCKA

Hucuumiuaa — «/[okymenmoobopom u  0elonpousso0Cme0o»  3aHUMaeT
BAXHOE€ MECTO IIpU IMOJArOoTOBKe OakanaBpoB 1o HampasieHuro 38.03.02.
«MeHnemKMeHT.

[lenbro OCBOCHMS JUCHUIUIUHBI «/[OKyMeHmMOooOopom u 0elonpou3800Cmae0»
aBysieTcsl (GOPMHUPOBAHUE Y CTYJIEHTOB 3HAHUN TEOPETUYECKHX U MPAKTHUYECKHX
OCHOB CO37[aHUSl JIOKyYMEHTOB YTPABJICHHs, a TaKKe MNPUOOPETCHHE HABBIKOB
rpaMOTHON U A(DPEKTUBHON OpPTraHM3AIMU COBPEMEHHOTO JEIOMPOU3BOACTBA HA
MPEANPUATUASX U B OpTaHU3AIHIX:

—U3Y4YUTh 3aKOHOJATEIbHbIE M HOPMATHUBHO-METOAUYECKUE JTOKYMEHTHI,
peryiaMeHTUpYIoUe padoTy ¢ JOKyMEHTaMU;

—O03HAKOMUThH C MPABUJIAMU COCTaBJICHUSI U O(DOPMIICHHS yIpaBICHUYECKUX
JIOKYMEHTOB;

— U3YYUTh MOPSAIOK paOOThI C IUYHBIMU U CITYKEOHBIMH IOKYMEHTAMU;

—chOopMHUpPOBATh HABBIKK COCTaBJICHUS W  OGOPMIICHHS OCHOBHBIX
JIOKyMEHTOB YIIPABIICHUS;

—U3Y4UTh pabOTy CITY>KObI TOKYMEHTAIIMOHHOTO 00eCreYeHUs yIpaBICHUS;

—O03HAKOMUTDH CIyIIATEIel ¢ COBPEMEHHBIMU TEXHOJIOTUSIMU OpPTaHU3ALNU
JIOKyMEHTOO00pOTa MPEAPUATHI U OPTaHU3AINN.

2. IlepeveHb MUIAHUPYEMBbIX Pe3yJIbTATOB 00y4eHHs 0 JMCUMILINHE,
COOTHECEHHBIX C IVIAHMPYEMBbIMH Pe3yJIbTaTaMH 0CBOCHHUS 00pa30oBaTeIbLHOM
NPOrpamMMmblI

JucuunnuHa «/Jokymenmoobopom u 0elonpou3eo0cmeny Yy4acTBYeT B
(bopMHpPOBaHUY CIEAYIONIEH KOMIIETCHIIUHN:

Komnerennuu NHaukaTopsbl Jleckpunropsl
YK-4. Cnocoben YK-4.1-2. Benet| 3nanuns coJlepKaHus, IIpaBUII
OCYLIECTBIIATh NIEJIOBYIO MEPENHCKY Ha| COCTaBICHUS u odopmiieHus
JIEJIOBYIO rOCy1apCTBEHHOM OpraHU3aLMOHHO-TIPAaBOBOM,
KOMMYHUKAIMIO B SI3bIKE P® v pacnopsiANTEIbHOM, nH(pOpMaoOHHO-
YCTHOM ¥ MUCHbMEHHON [MHOCTPAHHOM(-bIX) CIIPaBOYHOM, IJIAHOBO-OTYETHOM
dopmax Ha SI3bIKAX. JOKYMEHTalluh  C  TO3WLHHA  MPABUI
roCy1apCTBEHHOM roCy1apCTBEHHOIO sI3bIKa PO u
s3pike Poccuiickoit WHOCTPAHHOTO(-bIX ) sI3bIKa(-0B)
denepanyu 1 YMeHusi: cocTaBiIiATh U 0QOPMIIATH
MHOCTPAHHOM (bIX) JIEJIOBbIE MI1IChMa, JOKJIaTHbIE "
s3bIKe (2X). CIIy’KeOHbIe 3aIUCKH, OTBEYATD Ha KaJoOBI

norpeduTenei

HaBbixu: pa3paboTku Habopa

OpPraHu3aIMOHHO-IIPABOBOM,




PpacropsIIUTENBbHOM, nH(}popMaloHHO-
CIIPaBOYHOM, IJJAHOBO-OTYETHOM
JOKYMEHTallud  HAa  TOCYJapCTBEHHOM
si3bike PO 1 nHOCTpaHHOM(-BIX) SI3bIKE (-
ax)

VK-4.U-5. Ilpumensen
[ pOBbIC CpPEICTBA
B3aMOJICUCTBU C
PYTUMU  JIIOJIBMH IS
ITOCTYKCHMS

MOCTaBJICHHBIX IIEJICH.

3HaHusi: ocoOeHHOCTEH (QopmMupoBaHUs
KOMMYHHKAITMI B TPOIECCe OpPTaHU3AINH
JTOKYMEHTOO0OpOoTa ¢  NPUMEHEHHEM
U POBBIX CPENICTB

YMeHusi: OCYIIECTBIATh B3aUMOJECHCTBUE
c napTHepaMu OpTraHu3aIuu c
IpUMEHEHHEM IU(PPOBBIX TEXHOJIOTHI
HaBbiku: MPUMECHECHUS U (QPOBBIX
TEXHOJIOTH npu OpraHu3aluu
JIOKYMEHT0000poTa

IIK-2. Cnocoben
OCYIIIECTBIISITh JICTIOBOE
oO1ieHre u myoJInYHbIC
BBICTYIUICHUS, BECTH
MIEPETOBOPBI,
COBEIIaHU,
OCYIIECTBIISATH
JIEJIOBYIO TIEPEITUCKY H
IOJIICPIKUBATH

¢ poBkIC
KOMMYHHKAIMH Ha
YPOBHE OIBITHOTO
TOJIb30BATEIS.

IK-2.1-2. Ciocoben
OCYU.IGCTBJ'DITB I[GHOByIO
MEPEIHCKY, B T.4. C
IIOCTaBIIIUKAMU,
MapTHepaMH,
3aKa34HKaMH,
QHATM3UPOBATH
[POBEPATH JOKYMEHTHI
Ha COOTBETCTBHE
[paBUIaM

3HAHUSA: OCHOBHBIX BHJIOB JOKYMCHTOB,
oOecreynBaOIUX  OpPraHu3alyio |
TUTAHUPOBAHHE JeSITeITbHOCTH
JierapTaMeHTOB (cmyx0, OTJIEJIOB)
OPEANpUATHS,  TOpsAaKa  pa3paboTKH
JIOTOBOPOB, COTJIANICHUH, KOHTPAKTOB U
CTPYKTYpPBI JOTOBOPHOW JIOKYMEHTAIIWH;
TpeOoBaHMit K 00ecCIeYeHHIO
COXPaHEHUIO KOMMEPUYECKON TaliHbI.

YMeHHs: CHCTEMaTH3UPOBAaTh OCHOBHbBIE
BUIBl JIOKYMEHTOB, OOECIICUMBAIOIINX
OpTaHHU3AIIIO u TUTAHUPOBAHUE
JIESATETLHOCTH JICIApTaMEHTOB  (CITyXkO,
OTJICTIOB) TPEANPUATHS; HCIOIb30BaATh
nmporpaMmmMHoe oOecrieueHre st paboThI
c uH(popmanuen (aHanuTHYECKHE,
rpaduveckne TIPUIIOKCHHUS VTSt
BU3YaIbHOTO TIPEJCTABIICHUS JaHHBIX);
COCTaBIIATh OTYETHI u
CUCTEeMAaTHU3UPOBATh HHPOPMAIIHIO.

HaBpiku: cocTtaBieHUsI U OQOPMIICHHS
OCHOBHBIX BUJIOB JIOKYMEHTOB,
00ECTIeUNBAIOIINX  OpraHH3alyi0 |
TUTAHUPOBAHHE e TEIIbHOCTH
JierapTaMeHTOB (cmyx0, OTJIEJIOB)
MPEIIPUATHSI; OCYIIECTBICHUS KOHTPOJIS
COJIepKaHUsl JTOKYMEHTOB;, COCTaBJICHHUS
HOBBIX JOKYMEHTOB W pPETHCTpaIlluu
TOTOBBIX JOKYMEHTOB B COOTBETCTBUH C
HOpMaMu u MpaBUIAMHU B
npodeccCuOHaTBLHON NeSITeITbHOCTH;
HABBIKAMU CO3JaHUSI U PEAAKTHPOBAHUS
mabioHOB W (QopM  JTOKYMEHTOB B
npodecCuOHATBHON 1eATEbHOCTH.

IK-2.1-3. Criocoben

3HaHuA: MPUHILIUIIOB




OCYLIECTBIIATh (GyHKIIMOHUPOBAHHUS

KOMMYHUKAIUU BHYTPUKOPIIOPATUBHOM

[TOCPEICTBOM MH(GOPMALIMOHHON CHUCTEMBI;
KOPIOpPaTUBHBIX YMeHusi: pabotaTh B Pa3IMYHBIX
H(}OPMALIMOHHBIX KOPIOPATUBHBIX MH(GOPMaLIMOHHBIX
CHUCTEM, B T.U. C cucTemax

nomouibio uppoBbix | HaBbIkM: opraHu3anuyu KOMMYHUKALUU
TEXHOJIOTHIl Ha YpOBHE | Ha IPEANPUATHH IIOCPEJICTBOM
ONBITHOT'O MPUMEHEHUS HU(POBBIX TEXHOJIOTUI
[10JIb30BATENS

3. MecTO JUCHUIIIMHBI B CTPYKTYpe 00pa3oBaTe/ibHOI NPOrpaMMbl

«okymenmoobopom u 0Oenonpouzeo0cmeoy SBISETCS AUCLUUIUIMHON IO
BbIOOPY YacTu, GOpMUPYEMOM y4aCTHHKAMH OOpa30BaTEIbHBIX OTHOLIEHUM st
NOJATOTOBKM CTYJIEHTOB IO HanpasiieHUuto 38.03.02 - Meneoscmenm.

= IMpenmecTByromue Hocaenywommue
= JAucnuminnbl (MoayJin),
= | AMCHUILTHHBI (MOIYJIN), AUCHMILINHBI (MOYJIN),
2= NPAaKTHKHU Y4e0HOT0 IJIAHA,
) NMPAKTHKHA Y4eOHOT 0 NPAaKTHKHU Y4eOHOI 0
=5 B KOTOPBLIX KOMIIETeHIMA
g E IUIAHA, B KOTOPBIX IUIaHA, B KOTOPBIX
S 0CBaMBaeTCs NapaljieibHO
2 OCBauBaeTCsl . N OCBauBaeTCcsl
g € U3y4aeMoi AU CHMIINHOM
KOMIIeTEeHIUS KOMIIeTeHIUs
YK-4 WNHOCTpaHHBIN SA3bIK VYipasneHue 4enoBeueckumu | JUcHuIuiMHa u3ydaercs
pecypcamu Ha MOCJIeTHEM dTare
YyeOHast mpakTHKa dbopMupoBaHus
(03HaKOMHUTEJIbHAS TPAKTUKA) KOMIETEHINH
I1K-2 | JlenoBble KOMMYHUKALIMHA NHOCTpaHHBIN SI3bIK B HNHocTpaHHbI S3bIK B
npodeccnoHaIbHON npodeccuoHaIbHON
IEeATEILHOCTH/ IEeATEILHOCTH/
enosou unocmpannwii a3vik | /lenoeoti unocmpanHulil
A3bIK
[IpousBoacTBeHHas
MPaKTHKA
(TexHoyornyecKas
(TpoekTHO-
TEXHOJIOTHYEeCcKas)
MPaKTHKA)
[IpousBoacTBeHHas
MpaKTHKa
(npenauniaoMHas
MIPAKTHKA)




4. O0beM IMCHUILUIMHBI (MOAYJIf1) B 3a4€THBHIX eIMHULAX ¢ YKA3AHUEM
KOJIMYECTBA aKAJeMHYEeCKUX WIN ACTPOHOMHYECKHX YaCOB, BblIJIeJIEHHbIX HA
KOHTAKTHYI0 pa0doTy 00y4ar0UXCH € npenojaaBareseM (Mo BUAAM yY4eOHbIX

3aHATHH) U HA CAMOCTOSITEJIbHYI0 Pa0d0oTy 00y4ar0IuXCcs

Obmmas TPYAOEMKOCTh

OCBOCHMUA

yaeOHOM JTUCITUTUTIHBI

«/loxymenmoobopom u 0e1onpou3800Ccmeoy» COCTABISAET 3 3aUETHBIX €AUHUIL WU

108 akageMHUYeCKUX YacoB.

Ne cemectpa | Bcero,

Cenmectp 4 aK.4acoB
OO6m1ast Tpy10€MKOCTh (BCETOAK. YacoB / 3.€11) 108/3 108/3
Jlexnn 16 16
KonrakTHas pabota
[IpakTnueckue 3aHATHS 16 16
CamocrosiTenpHas padoTta 49 49

Bug npomexyTounoin
arTecralnu
(koHT.pal. / camocT.

pab.)

DK3aMeH

2,5/24,5 2,5/24,5

5. Conepxxanue IMCUMILIMHBI (MOAYJIs), CTPYKTYPHPOBAaHHOE N0 TeMaM
(pa3aesam) ¢ yKkazaHueM OTBEAEHHOI0 HA HUX KOJMYEeCTBA aKaJAeMUYeCKUX
WJIN ACTPOHOMHYECKHMX YaCOB U BU/IOB YUYeOHBIX 3aHATHIA

TpynoeMKocTb
KonraktHas
paborta
o]
= )
HanmenoBanue = 3
<
Ne | paspena mUCIUTIITUHBI g < = o Conepxanue
= .
(Tema) 2 = 3] 5
s = Q
[} =~ c%
= E S
[a+]
o,
=]
4 cemect
Opranu3zanuoHHbIE Yaubdukanus W CcTaHAapTU3ALUS
1. | ocHOBEI 20 4 4 12 | nenoBoit mokymeHTanuu. CioBapb-
JIETTONTPOU3BOICTBA. MHHUMYM TEPMHUHOB u

7




biianku 1OKyMEHTOB.

onpenenenuit. OOmMEe HOPMBI U
npaBuia opopMIIeHHS TOKYMEHTOB

(pa3mepsl Oymaru, TIOJICH,
HyMmepauusi CTpaHull U T.1.)
IIPUMEHSEMOE B
JIEJIONPON3BOJICTBE.
OpranuzanyroHHO- Knaccudukanus pi () (0):10)
pacnopsauTeabHast JOKYMEHTAIIH. [TpaBuna

nokymeHTarus. Obmas
XapaKTePUCTHKA CTHJIS
CITy’KeOHOM
JIOKYMEHTAIUH.

20

12

oopMIIeHUsT PEKBU3UTOB OJIaHKA U
UX PACIOJIOKECHHS Ha CTaHJAPTHOM
¢dopmare Oymaru, pasmMepsl HOJEH.
dopmysip-obpazert TPYIIIBI
JOKYMEHTOB, TMPUHAIJICKAIUX K
onHoil cucreme. I[IpoexTupoBanue
0JIaHKOB JIOKYMEHTOB
OpraHu3aIuu. Cocras,
odopmiieHue, W3TOTOBJICHHE,
XpaHeHHEe OJIAaHKOB OpTaHU3aIlHH.
bnank  gokymeHTa:  TIOHSTHE,
Ha3HAauYCHHE, BU/IBI OJlaHKOB
(oOmuit  O;maHk, OJIAHK TIHChMA,
OJ1aHK KOHKPETHOT'O BUJA
JOKyMeHTa  (KpoMe  TIMCHMA).
CoctaB, odopmiieHHE pPEKBU3UTOB
O6manka.  OcoOeHHOCTH  sI3bIKa
CITY>KE€OHBIX JIOKYMEHTOB.
Kommosunus JIOKYMEHTA.
CtpykTypHBIE OIIMOKH.
HeymectHoe w©  HeompaBgaHHOE
ynotpebaeHne HHOCTPAHHBIX CJIOB.

CnpaBouHo-
nH(OpMaAITMOHHBIC
JIOKYMEHTHI. [lemoBast
nepernucka.
CocraBiieHre aKTOB U
IIPOTOKOJIOB.

20

12

@ukcanus (ONMUCAHUE) JTOKAIbHBIX
MpaBuI, HOPM, TOJIOJKCHHI,
OIIpEAEIIAIOLINX cTaTyc
OpraHuzalyv, €€  CTPYKTypY,
ITaTHYIO YUCJIEHHOCTb u
JOJKHOCTHOM COCTaB,
KOMIIETEHIIMH JTOJDKHOCTHBIX JIUI] U
CTPYKTYPHBIX MOApa3/IeIICHNN,
(byHKIIMOHAIBHOE coJiepyKaHue
NEATEIbHOCTH  OpraHu3alud B
LEeJI0oM, €€ IOAPa3felIeHud U

pPabOTHHUKOB, 1704 mpaga,
0053aHHOCTH, OTBETCTBEHHOCTh U
ap., OpraHHU3aIMOHHO-

pacHopsSAUTENBHBIX  JOKYMEHTaX
OpraHu3aIHH.
CtpykTypa, Ha3Ha4yeHHE, MOPSIOK

pa3pabOTKH,  COIJIACOBAaHHMS U
YTBEPKIACHUA. IIpaBun
BHYTPEHHETO TPYAOBOTO
pacnopsiika, ITonoxeHus 0




nepcoHale, [Tonoxenus 0

CTPYKTYpHOM N0JIpa3/ieJICHNN,
JIoJKHOCTHOM WHCTPYKIIMH.
[lIratHoe pacnucaHue KakK

MEPBUYHBIN YUYETHBIM TOKYMEHT IO
yuery  Kajapo. (O3HakomiieHHE
pabOTHUKOB c JIOKaJIbHBIMU
HOPMAaTUBHBIMHU aKTaMH
opranu3anuu. Bunel u Ha3HadyeHue
MH(POPMAIIMOHHO-CIIPABOYHOM

JTOKYMEHTAIUH o KaJpam.
[Topsimox odopmieHusi, OCHOBHBIE
PEKBU3UTHI "
MPABONPUMEHHUTENbHAS ~ MPAKTHKA
WCTIOJIH30BAHUS JOKJIa/THBIX,
CIy’)KEOHBIX W  OOBSCHUTEIHHBIX
3aIIMCOK, MPEJCTABICHUH,

MPEIJIOKEHUN, 3asBJIICHUM, aKTOB,
COpaBOK M JIp. B  KadecTBe
OCHOBAaHMI JUIsL MPUHATUI
pemeHuit B cdepe  ymnpaBleHUS
MIEPCOHAJIOM OpraHU3aI1H.

PacnopsiautensHbie
JIOKYMEHTBI.
Cocrasnenue
IIPUKA30B, YKA3aHUH,
pacnopsKeHUH.
Opranu3zanuoHHbIE
JIOKYMEHTBHI.

21

13

OpranuzanuoHHO-
pacnopsiiuTeNbHble  JOKYMEHTHI:
MOHSTHE, Ha3HAUYE€HUE, OCHOBHbBIC
BU/IBI (opranu3anuoHHbIE,
pacnopsAUTeNbHbIE, CIPABOYHBIE).
OpraHu3alvoHHbIE  JIOKYMEHTHI:
yCTaB, TOJOXXEHUE, CTPYKTypa u
IITaTHAs YHUCJICHHOCTh, IITaTHOE
pacnucaHue, paBuia,
JNOJDKHOCTHAS ~ MHCTPYKIHUS,  HX
Ha3HAuYeHHe, XapaKTepUCTUKa U
COCTaB, TpeGoBaHuUS K
o(OpMIICHHIO, TTOPSIIOK
YTBEP)KICHHS.
PacniopsimutenbHble  TOKYMEHTBI:
[NOCTaHOBJICHUE, MpuKa3 (mo
OCHOBHOM JI€ATENbHOCTH M IO
JMYHOMY COCTaBY), pacHopsDKEHUe,
COBMECTHBI  pacHoOpsSIANTEIbHBIN
JOKYMEHT, ux Ha3HaueHHE,
XapaKTepUCTHKA u COCTaB,
TpeOoBaHus K 0(hOpPMIICHHUIO.
CrpaBouHO-UH(OPMALIMOHHBIE
JOKYMEHTBI: CIyXeOHble MHUChMA,
CIpaBKH, JOKJIaJHble 3aIUCKH,
MPOTOKOIIBI, AKThI, 3asBIICHUS, HX
XapaKTepUCTHKA u COCTaB,
TpeboBanus K oopmienuto. Tursl
JOKYMEHTOB: TOJJIMHHUK, KOIHS,
nyOnuKar, BBIIICKA, HX

9




Ha3sHauYECHHUE. [Topsimok
oopmieHnss W BBLAAYM KOMUH W
nyOIUKAaTOB JIOKYMEHTOB, BBITTHCOK
N3 HUX.

OK3aMeH 27 2,5 24,5

Hroro 108 [ 16 | 18,5 | 73,5

6. Ilepeyenb yueOHO-METOAMYECKOT0 00ecriedeHUs IAJI51 CAMOCTOATEIbHOM
padoThl 00YyYAKOIIMXCSH MO JUCHUILIMHE (MOTYJIIO)

Ne Bupsl camocTosTensHON paboThI TpynoemkocTs, | Dopma koHTposS*
aK.4acsl
1. [IpopaboTka TeOpeTHIECKOTro
. Koncynpranus
MaTepHala 1o KOHCIEKTaM JEeKIHH,
. IpernoiaBaTels,
PEKOMEHI0BaHHOM JIMTEPATYPE, 15 CTHOG
JIONIOJIHUTEIBbHBIM UCTOUYHHKAM Y
cobecenoBanme
uHpOopMaLuu

2. [ToaroroBka K MpakTUYECKUM BeicTyruienue ¢
3aHATHUAM: TOMCK HEOOXOAUMOM JIOKJIa/I0M,
uHpopmanuu, oopadboTka nHOpMaIHH, 15 IIpe3eHTalMs,
HalMcaHue JOKJIaa, IOArOTOBKA K OTBETHI Ha
BBICTYIUICHHUIO (JIUCKYCCHH) JIMCKYCCUOHHBIE

BOIIPOCHI

3. [ToaroroBka K TeKyIEMYKOHTPOJIIO

a yHeMy P 19 TecTbl
(TecTupoBaHue)

4. [ToaroroBka Kk MpOMEKYTOUHOM YcrHoe
aTTeCTaluU cobecemoBaHue,
(BOTIPOCHI K 3a4€Ty, UTOTOBBIN TECT, 24,5 TECTUPOBAHUE,
HanucaHue KypcoBor paboThI) 3aIlMUTa KypCOBOM

paboThI

JIJIsi caMOCTOSITENTIBHON padOThl MO TUCHUIIINHE (MOAYJI0) O0ydaromuecs
UCIIOJIB3YIOT ClIEIyIoNIee yueOHO-METOUUECKOE 00eCIeUeHHE:

1) JlokymMmeHTHpOBaHKE YIIPABICHUYECKON JEATEIBHOCTH: Y ueOHOoe rmocooue /
Paznopoxueiii A. A. - M.: HULl UH®PA-M, 2016 - 304 c. Pexxum nocrymna:
https://znanium.com/read?id=177973

2) JlokyMeHTaIlMOHHOE OOecIeueHrue ympaBieHUs (JIEJIOMPOU3BOJICTBO) :
yue6. mocodue / T.A. beikoBa, T.B. Ky3nenona, JI.B. Cankuna. 2-e u3j., nepepad.
u gon. — M.. HHOPA-M, 2017. — 304 <c. Pexum gocrtymna
https://znantum.com/read?1d=28598

3) ®oHA OIECHOYHBIX W METOJAWYECKMX MAaTEepPUaJOB M0 IUCIUILIAHE
«/loxymenmoobopom u 0enonpouz8o0Ccmeaoy
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7.P0oH/1 OLIEHOYHBIX U METOAMYECKUX MATEPHUAJIOB /IVIsl IPOBEACHUS
NPOMeKYTOUYHOI aTTecTauuu 00y4YAKIIHUXCS MO JUCIUIINHE

Bonpocs! 1J11 MOATOTOBKU K MPOMEKYTOYHOM ATTECTALMH

1. Uto moHMMaeTcs 1Moji OpraHu3alueil 10KyMeHToo0opoTa?

2. [TonaTre NJOKyMEHTOOOOPOTa, €ro KOJIMYECTBEHHbIC M KaueCTBEHHBIC
XapaKTePUCTUKHU.

3. MecTo 1 poJib TOKYMEHTOB B YIIPABJICHUH HA COBPEMEHHOM 3Tarie.

4. OyHKIUU J1€JIONPOU3BOJICTBA.

5. CoctaB HOpMaTHUBHO-MeTOANYeCcKOoM 6a3pl JIOY.

6. Uro moHMMaeTcs TOJA  JOKYMEHTAIMOHHBIM  OOecleueHUueM
yIPABJICHUS?

7. [ToHsiTHE OpraHU3alMOHHBIX TOKYMEHTOB

8. Cranpaptuzanus u yHudukaius cuctemsl JJOVY.

9. Oo6mepoccuiickue KiaaccuPpukaTopbl JOKYMEHTAIIUH.

10. TocynmapcTtBeHHass cuUCTeMa JOKYMEHTAIIMOHHOTO  OOECIeUeHHS
yIpaBJICHHUS.

11. bnaHku JOKYMEHTOB U TPEOOBAHMS K HUM.

12.  Crpykrypa nokymeHnrta. TpeboBaHus K OQPOPMIIEHUIO TOKYMEHTOB IO
['OCT P 6.30-2003.

13.  IIpaBuna odopmienus pexBusuta "agpec”, "mara", "unnekc", "Buza",
"3arooBokK", "moamuce".

14. C KaKoi LEbIO pa3palaThIBatOTCs UHCTPYKLUU 1o
JIEJOMPOU3BOACTBY, YTO B HUX

15. Heob6XoauMo MperyCcMOTPETh?

16. Cucrema opraHu3allMOHHON JOKYMEHTALUH.

17. CucreMa pacnopsiguTeIbHONU JOKYMEHTAIUH.

18.  [laitTe onpeneneHre TepMHUHa "'paciopsAUTEIIbHbIE JOKYMEHTHI .

19. Ha3zoBuTe BUIbI paciOps,AUTENbHBIX TOKYMEHTOB.

20. Bwuapl 1 Ha3HAYEHHE JIUYHBIX JOKYMEHTOB.

21. JlaWiTe onpenesieHUe TEpMHUHA "OpraHU3aIMOHHbIE IOKYMEHTHI'.

22. Ha3zoBute BUJIbI OPraHU3ALMOHHBIX JOKYMEHTOB.

23. Cucrema uH(pOpMaIMOHHO-CITPABOYHOM JTOKYMEHTAIIUH.

24. CnyxebHas nepenucKka Ha NpeAnpUsTUu.

25. IlpaBuna odopmiieHHs CiTy>keOHOTO MHUCHhMA.

26. CTpyKTypa A€JIOBBIX U KOMMEPYECKHX MTUCEM.

27. Knaccudukanus JeI0BbIX 1 KOMMEPUYECKUX MTUCEM.

28. IloHsTHE M NPUHLMIIBI OPraHU3aALUN JOKYMEHTOO00pOTA.

29. OO6paboTka BXOASIINX TOKYMEHTOB.

30. OO6paboTka UCXOASIINX TOKYMEHTOB.

31. BuyTpeHHHE TOKYMEHThI OpTaHU3aAIUH.

32.  VYkaxuTe TEXHOJOTMYECKYIO IMOCJIEI0BATEIbHOCTh ATANOB pabOThI C
BXOJISIILIMMU TOKYMEHTaMHU.
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33.  Yrto Takoe HOMEHKJIATypa JeJ, C KaKOW Ielblo pa3padaThIBaIOTCS
TUTIOBbIE HOMEHKJIATYPbI A7

34. Pabora ¢ nucbkMaMu U 0OpaleHUSIMU TPAXK/IaH.

35. IlpuBenuTte npuUMEpPHI PErUCTPALUU JOKYMEHTOB.

36. CocraBieHUEe HOMEHKIATYPhI JEI.

37. ®opmupoBanue u ohopmIICHUE JE.

38. IloaroroBka u nepenaya JOKyYMEHTOB Ha apXMBHOE XpPaHEHHUE.

39.  Yro Takoe KOHPUACHIUATBHBIA JOKYMEHT?

40. Opradumszanus pabOTBl C JOKYMEHTaMH, KOTOpble€ OTHECEHBI K
roCy1apCTBEHHOM TalHE.

41. VYkaxute O0COOEHHOCTH BEICHUSA JEJIONPOU3BOJICTBA,
o0ecrnevynBaroIIero y4er u

42.  coXpaHHOCTh KOH(PHUACHIHUATHLHONU HH(OPMALIUU U TOKYMEHTOB.

43. TunoBble OpraHU3alMOHHBIE CTPYKTYPBI CIY>KOBI 1€JI0NPOU3BOICTBA

44.  VYcioBus Tpyna pabOTHUKOB CITy>KObI 1€JIONPOU3BOICTBA

45. KomnploTepHBIE TEXHOJIOTHUH B IEJIONPOU3BOJICTBE

46. ObecnedyeHre COXPaHHOCTU JOKYMEHTOB B 3JIEKTPOHHOU popme

47. YcraB Kak OCHOBHOM OpraHU3allMOHHBIN JOKYMEHT.

48. CrangaptHble ¢pa3bl U BbIPAKEHUS JEJIOBBIX U KOMMEPUYECKHUX
MIACEM.

49. IIpoxoxaeHue UCXOJAIINX U BHYTPEHHUX JOKYMEHTOB.

50. OcoOGeHHOCTH S3bIKA U CTUJIS CIIY>KEOHBIX TOKYMEHTOB.

51. PekBU3UTHI MEKIyHApOAHOTO MuchbMa. OCHOBHBIE PEKOMEHJIAINK IO
COCTaBJICHUIO TEKCTOB MEKIYHAPOJHBIX MTHCEM.

52.  Yto ompenensieT GopMyisip JOKYMEHTa U 4eM OTIH4YaeTcs Gpopmyssip
JTOKyMeHTa oT hopmyisipa-odpasma?

53. HazoBuTe OCHOBHBIE Tpynmbl  (QYHKIUHA  JOKymMeHTa. Yem
XapaKTepU3yeT Kax Iy IpyIiry?

54. Yro oOycnaBiMBaeT IOPUANUECKYIO CHITY OPUIIMATIBHOTO T0KyMEHTa?

55. ®OyHKUMM OCHOBHBIX MOAPA3JCICHUN CIY>KObl JOKYMEHTAIIMOHHOTO
oOecrieueHus: yIpaBJIeHHUS.

56. ABTOMAaTU3UPOBAHHBIE TEXHOJOIMH OOpPAOOTKM JOKYMEHTOB U HX
BIIMSIHUE HA CUCTEMY JEJIONPOU3BOACTBA KOHKPETHOM OPraHU3alltH.

57. CmpaBoyHO-UH(OPMALIMOHHBIE JOKYMEHTHI.

58. Crpykrypa u coAepKaHue KaJIpOBOM JIOKYMEHTAI1H.
OpraHn3alMOHHO-KAIPOBBIE TOKYMEHTHI.

59.  OcCHOBHBIE aCIIEKTHI KyJIbTYPHI I€JTOBOU pEUH.

60. Crangaptu3anus s3bIKa JOKYMEHTa. SI3bIKOBBIE TpeOOBaHUS K
0(OPMIICHHIO PEKBU3UTOB JOKYMEHTA.

61. TunuyHble OMIMOKYU B A3BIKE U CTHIIE JJOKYMEHTOB.

62. S3pIkOBOE OOPMIIEHUE JIUYHBIX TOKYMEHTOB.
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@oH OIEHOYHBIX M METOJAMYECKUX MATEpPUANOB JUIsl TMPOBEICHUS
POMEKYTOUYHOM aTTecTalii OO0YyYalolUXcsl MO0 JUCHUIUIMHE odopMIisieTcs
OTJIETIbHBIM JIOKYMEHTOM, TIPEJICTABIICH B MPUJIOKEHUU 1.

8. IlepeyeHb OCHOBHOI, TONOJHUTEIbHON YUeOHOM JIMTEPATYPbI, PeCypPCcoOB
HH(POPMAIIMOHHO-TEJIEKOMMYHUKANMOHHOM ceTH « MHTEepHET?, HEOOXOAMMBIX
JJISI OCBOCHHUS JUCUMIIJIMHBI (MOYJIs)

a) OCHOBHAas JiUTeparypa:

1) JlokyMeHTHUpOBaHUE yIPABIECHUYECKON JEATEIbHOCTH: YueOHoe mocodue /
Paznopoxubiit A. A. - M.: HUIl UH®PA-M, 2016 - 304 c. Pexxum noctyna:
https://znantum.com/read?1d=177973

2) JIOKyMEHTAaIlMOHHOE OOECTEYeHHE YMPaBIICHUS (JIEIOMPOU3BOJICTBO) :
yue6. mocodue / T.A. beikoBa, T.B. Ky3nenona, JI.B. Cankuna. 2-e uzj., nepepad.
u gon. — M.. HHOPA-M, 2017. — 304 <c. Pexum gocrtymna
https://znanium.com/read?1d=28598

3) OcHOBBHI J1€710BOH (CITy>K€OHOM) MMChbMEHHOHN peun B cepe ynpaBiaeHuUs :
yue6. mocobue / C.}O. Kabamio. M.: UHDOPA-M, 2019 — 163 c. Pexum nocrtyna:
https://znanium.com/read?id=335870

0) 1OMOJIHUTEILHAS JIATEPaTypa:

1) KonduaeHmumanpbHoe AEIOMPONU3BOJICTBO M 3AIIUIICHHBIA 3JEKTPOHHBIN
nokymentoobopor : ywueonuk / H. H. Kynses, A. C. [démymkun, T. B.
Kongpamosa, A. I'. ®abpuunoB ; nmox obm. pexa. H. H. Kyunsesa. - 2-e u3g.,
nepepab. wu  gom. -  MockBa :  Jloroc, 2020 - 500 c.
https://znanium.com/read?1d=367431

2) JlemoBoe MUCHMO: y4eOHO-CIIPaBOYHOE MOcoOue Njisi 0akaiaBpoB / aBT.-
coct. U. H. Ky3nenos. 10-e uza., nepepad. - Mocksa : JlamkoB u K, 2020 - 161 c.
https://znanium.com/read?id=358429

3) JlokymenTtoBeneHnue: YdebHoe mocobue / YmakoBa O.A. M.:HUI]
MH®DPA-M, 2017 - 64 c. https://znanium.com/read?1d=216012

B) pecypchbl ceTu «AHTEpHET:

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

2)  JlenompousBOJCTBO W  JOKYMEHTOOOOPOT Ha  NPEIIPUSITHH.
http://www.delo-press.ru/journals.php?page=documents

3) KazgpoBoe nAenonpou3BOACTBO W TpyldoBoe mpaBo. http://hr-
portal.ru/rubric/kdp

4)  ®enepanbHblid noptan «IkoHoMHKA. Conumosiorus. MeHEIKMEHT.
http://ecsocman.edu.ru

5)  DOmnexrtponHas 6ubmmoreka HR-cnermanucros. http://www.hrm.ru/
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9. MeToan4yeckne yKazaHus sl 00y4al0NUXCH MO OCBOEHUIO M CIUIIINHBI
(MoxyJist)

CamocrosiTenbHasi MOArOTOBKA 00y4arONIMXCsl TPOBOJUTCSA AJI YIiIyOneHus
Y 3aKpEIUICHHS 3HAHUU, MOJYYEHHBIX Ha JEKLIUAX U IPYTUX BUAAX 3aHATUN, IS
BbIPAOOTKM HABBIKOB CAMOCTOSITEILHOTO MPUMEHEHHUS HOBBIX, JOMOJHUTEIBHBIX
3HaHUH ¥ MOJATOTOBKH K MPEICTOSIINM YUYEOHBIM 3aHATHUSAM, 3a4ETy.

BaxxHbIM  yCIIOBHEM YCHEIIHOIO HW3Y4YEHUs JUCUUIUIMHBI  SIBJIAETCS
nocemenne jexkuuil. [lon mocemennem noapasymeBaercs He ¢popMa MaCCUBHOTO
IPUCYTCTBHS, @ aKTUBHAs paboTa Mo u3y4yeHHIo HoBoro marepuana. [loaroroska k
JICKIIMOHHBIM 3aHSATUSM BKIIIOYAeT B ceOs aHaIM3 MpeiaracMbIX A U3y4eHHUs
BOMNPOCOB, M3yYE€HHUE HOPMATUBHBIX MCTOYHHKOB M Y4YeOHOM U HAay4dHOH
JUTEPATYPBHl IO pacCMATPUBAEMBIM BOIIpocaM JIeKIMH. B mpouecce nexuuun
oOydJarouuiicss MOXeT 3a7aBaTh  YTOUHSIIOLUIME  BOIPOCHL,  OCYIIECTBUTh
B3aMMOCBSI3b HOBOTO Marepuaja C YX€ H3yYEHHbIM, MOATOTOBUTH 0azy s
3G (HEKTUBHOTO HMCIOJIL30BaHUSI MOJYUYECHHBIX 3HAHUM, 00JIETYUTHh MOATOTOBKY K
MPAKTUYECKOMY 3aHATHIO. D((PEKTUBHBIM CrOCOOOM (UKCAMKU JEKIUOHHOTO
MaTepuana SBISETCS KOHCIEKTUPOBAaHME, MpEACTaBisioniee COO0M HE TOIBKO
buKcalMilo BaXKHEMIIMX MOMEHTOB JIEKIIMM, HO M YyKa3aHHe MPUMEpPOB JUIs
MOHMMAHMS TOTO WUJIM MHOTO TEOPETUYECKOTO MaTepuaa.

[Ipy MOArOTOBKE K MPAKTHMYECKOMY 3aHATHIO HEOOXOJUMO HCIOJIb30BaTh
KOHCIIEKTUPOBAHHBIE MaTe€pUalbl JEKIU, Y4eOHYI0 M Hay4dHYIO JIUTEparypy.
[TonroroBka OTBETOB MO BHIHOCUMBIM Ha OOCYKIEHHE BOMPOCAM MPAKTHUUECKOTO
3aHATUS BKJIIOYAET B ceOsl HE TOJBKO MPOYTEHHE MaTepHalia, HO M €ro aHaiu3 U
KPUTUYECKYIO OLIEHKY.. OOywaromemMmycsi CIEeIyeT BbIIBUTh MAaJOW3yYEHHbIE
aCIEKThl PACCMATPUBAEMBIX BONPOCOB, NPOSABUTh MHULUATUBY IPH MOATOTOBKE K
MIPAKTUYECKOMY 3aHSTHIO.

[Ipy mOAroTOBKE K MNPAKTUYECKUM 3aHATHSAMU M 3a4E€Ty PEKOMEHIYETCS
CHUCTEMAaTU3UPOBATh 3HAHMS, HM300paxkas MX B TaOJIMYHOM, TpaduueckoM HIU
CXEMAaTHUYHOM BHJIE. JTO MO3BOJUT YCTAHOBUTH B3aUMOCBSI3b U3yUYaEMbIX SIBJICHUU,
YOPOCTUT 3aJlady 3allOMHHAHHUS MaTepuaia, OOJErdyuT MpOLEecC MPaKTUYECKOTO
MPUMEHEHUS MTOTYYEHHbBIX 3HAHUM.

3amaueli  MPaKTUYECKUX  3aHSATHM  SIBIsIETCS  BbIpAaOOTKAa  yMEHUS
UCIIOJIB30BaTh TEOPETUYECKHWE 3HAHMS, MPOSBUTH HAJIMYME MNPAKTUYECKHUX
HaBbIKOB. Ilpy  moAroToBke K  MPAaKTHYECKOMY  3aHATHIO  CIEAYeT
3a0JIarOBPEMEHHOT0 00€CTeYuTh HaTU4he HEOOXOAMMO MAJisi JAHHOTO 3aHSATHS
MaTepHuaa, CaMOCTOSITEIbHO TOBTOPUTDH PAHEE N3YUEHHBIE TEMBI.

JUIss yCcHnemrHoro OCBOEHWS JUCUUIUIMHBI Ba)KHBIM SIBJISIETCSI YMEHHE
paboTaTh ¢ TepMUHAMHU U HX ompeaeneHUsMU. g paOoTbl ¢ TEPMUHOJIOTHEN
(G (DEKTUBHBIM SBIISETCS UCIOJIb30BAaHUE KaK Y4eOHOW M HAYYHOU JMTEpaTyphl,
TaK U IOPUIMYECKUX U PUI0CO(CKUX CoBapeil.

PaboTa ¢ TepMHHAMH MOKET OCYIIECTBIATHCS Kak B (OpME COCTaBIICHUS
COOCTBEHHBIX TEMAaTHYECKUX CJIOBAPUKOB ISl yIOOCTBA M CKOPOCTH TIOMCKA
HeoOxoaumoro TepmuHa. C  3TOM 1ENbl0 HEOOXOJUMO KaXKIbId HOBBIN
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BCTPEYAIONINIICS TEPMHUH 3alUCHIBATh U BO BPEMsI TIOJITOTOBKU K CEMHHAPCKUM U
MPaKTUYECKUM 3aHSTUSIM YKa3blBaTh COOTBETCTBYIOIEE ompenencHue. B ciyuae
BO3HMKHOBEHHUSI CJIOKHOCTH BBIOOpA OIpEACNICHUs] W3 HMEIoIIerocss odbema B
paMKax Hay4YHOro 3HAHHUS HEOOXOJMMO 3aJaBaTh BOIPOCHI MPENOAaBaTEI0 B
paMKax JIEKIIMOHHBIX U MPAKTUYECKUX 3aHSITHM.

WNurepaktuBHble  (GOpMBI  MPOBEACHUS  3aHATUA 1O  JAMCIMIUIUHE
«/loxymenmoobopom u 0enonpouze00cmaoy BKIIOYAIOT B ce0s CIACAYIONIUE BUJIbI
3aHSITUM:

- UWHTEpPaKTUBHBIC JIEKI[UH, MPEANOJAraloT HCIOIb30BaHUE METO/a
po0IeMHOT0 U3JNoKeHus. [Ipu TakoM moaxojie JEKIusl CTAaHOBUTCS TTOX0XEN Ha
JMAJIOT, TIPETOIaBaHe UMUTHUPYET HMCCIICIOBATEIHCKAN TPOIECC (BBIABUTAIOTCS
MIEPBOHAYAILHO HECKOJIBKO KITFOUEBBIX MOCTYJIATOB IO TEME JICKITUH, U3JI0KEHUE
BBICTPAUBACTCSl 1O MPUHIUIY CaMOCTOSITENIbHOTO aHaiu3a H  00001eHus
CTyJIeHTaMH Yy4e0HOro Marepuana). JTa METOAMKa IMO3BOJIIET 3aUHTEPECOBATh
CTYyJIeHTa, BOBJIEYb €ro B Ipoiiecc o0yueHus. [IpotuBopeursi HAy4YHOro MO3HAHUS
PACKpBIBAIOTCSI TIOCPEJCTBOM TMOCTAHOBKM MpoOJeMbl. YueOHas mpodiiemMa u
npoOJjeMHasi CUTyalusl SBJSIOTCSI OCHOBHBIMU CTPYKTYPHBIMH KOMIIOHEHTaMU
npobiemHoro obyudenus. [lepes HauamoMm M3ydeHHUs ONpPEAEIEHHON TeMbl Kypca
CTaBUTCA TEpe] CTyJEeHTaMH NpOoOJEMHBIM BOMPOC WIM JaeTcsi MNpoOJieMHOE
3aganue. CTUMyIUpys pas3pelleHue MnpoOJieMbl, MpenojaBaTeib CHUMAET
MIPOTUBOPEYHS] MEXKTY UMEIOIMUMCS €€ TIOHUMAaHUEM W TPeOyeMbIMU OT CTYJEHTa
3HaHUSIMU. D(HPEKTUBHOCTH TAKOTO METOAA B TOM, YTO OTHEIbHBIC MPOOIEMBI
MOTYT TOJHUMATHCS CaMHMH CTyAC€HTamH. [J1aBHBIA ycmexX JaHHOTO METOoja B
TOM, 4YTO TIPENoJiaBaTtesib JOOMBACTCA OT AayJUTOPHH «CaMOCTOSTEILHOTO
peIIeHHs» TOCTaBICHHOW TpoOsembl. OpraHuzamusi MPOOJEMHOTO OO0ydYeHUs
MPEACTABISACTCS JOCTAaTOYHO CIIOKHOW, TpeOyeT 3HAYNUTEIBbHOW MOATOTOBKHU
aexkropa. OHAKO Ha HAYaJIbHOM 3Talle UCIOJIb30BAaHUSI ATOTO METOJa €ro MOXKHO
BHEJIPSTh B CTPYKTYpPY T'OTOBBIX, paHee pa3pabOTaHHBIX JICKIUH, MPaAKTUYECKUX
3aHATUH KaK JIOMOJIHEHHUE.

- TpYIIOBbIE JHCKYCCUM, MPUMEHSIOTCS Il OOecleyeHus: HaBbIKOB
KOMAaHJIHOM pabOThl U MEXIMYHOCTHOM KOMMYHHMKAIMU W MPEACTABISIIOT cOOOM
OLICHOYHOE CPEJCTBO, TMO3BOJIAIONIEE BKIIOYUTh OOYYAIONIMXCS B MPOLECC
0o0CYyX/IeHUsI TMPENCTAaBICHHON TeMbl, MPOOJIEMbl M OLEHUTh HUX YMEHUE
apryMEHTHUPOBAaTh COOCTBEHHYIO TOUKYy 3peHHs. Kpome Toro, B Xoie 3aHITHIA
MIPOBOJIATCS KPYTJIBIE CTOJIBI IO 33/IaHHBIM TEMaTHKAM.

- aHanIM3 CUTyanuid (KeWc-MeToa) — TEeXHUKA OOYYEHUS, MCIOJIb3YIOMas
OTMHCaHUE pealbHbIX cutyanuid. OOyuaromuecss TOJDKHBI TPOaHATU3UPOBATH
CUTYaIHio, pa3o0paThCs B CyTH MPOOJEM, MPEUIOKUTHL BOZMOXKHBIC PEIICHUS U
BBIOpaTh Jiydmiee w3 HUX.B OCHOBE MeTofa KOHKPETHBIX CHUTYalluid JICKUT
OMKCaHUEe KOHKPETHON MPO(EeCCHOHANBLHON AEATENBHOCTA WU 3MOIMOHAIIBHO-
IIOBEJICHYECKUX AaCIEeKTOB B3aUMOJAECHCTBUsA Jroaeu. [Ipu u3ydeHun KOHKpPETHOU
CUTyallUl, W aHallu3€ KOHKPETHOIO NpUMepa CTYJIEHT [IOJDKEH BXKUTHCA B
KOHKpPETHbIE  OOCTOSITENbCTBA, TMOHATh CHUTYallMIO, OLIEHUTh OOCTaHOBKY,
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OTIpeeNnTh, €CTh JIM B Hel mpobiiema U B 4eM ee cyTb. OnpeaenuTs CBOIO poJib B
pelieHnu npoosieMbl U BbIpadOTaTh 11eJ1ecO00pa3HyI0 JTUHUIO TOBEICHHUS.

- MpenojaBaHUE JUCLUUIUIMHBI OCYIIECTBIAECTCS B (opme Kypcos,
COCTaBJICHHBIX Ha OCHOBE pE3yJbTAaTOB HAYYHBIX HCCJIEJAOBAHUN, MPOBOAUMBIX
opraHuzanye, B TOM 4YHCJI€ C YYE€TOM pPETrHOHaJIbHBIX OCOOEHHOCTEH
npodeccruoHanbHOM NS TENbHOCTH BBIITYCKHUKOB u noTpeOHOCTeM
paboToaarenei.

OneHoyHble ¥ METOAMYECKHME  MaTepHalbl [0  JAMCLUILIINHE
«/loxymenmoobopom u denonpouzsoocmeoy» npeactapiensl B DOMM.

[Ipy mOArOTOBKE K MPOMEXKYTOUHOMY WM HUTOTOBOMY TECTHUPOBAHMIO
HEOOXOJMMO H3YyUUTh TEOPETUYECKUI W TMPAKTUYECKUN Marepuaa. TecToBbIe
3aaHus (C IepeyHEM BO3MOXKHBIX BapUaHTOB OTBETOB, CPEAM KOTOPHIX XOTS ObI
OJIMH OTBET SIBJISIETCSA HEBEPHBIM) O0ECIEYMBAIOT CTPYKTYPHOCTH MBILIUICHUS,
BBIHY)KJIEHHOTO BBIOpaTh U3 NPEIJIOKEHHBIX BAapUAHTOB OTBET BCE MPABUIIbHbBIE
BapuaHThl. TecToBbIE 3aJ]aHUSl HA YCTAHOBJIEHUS COOTBETCTBUS IMOJAPA3yMEBAIOT
HEOOXOJMMOCTh MPOSIBJICHUS HE TOJBKO 3HAHUS Y4YeOHOro marepuasia, HO U
YMEHUSI TPUMEHATh IMpaBujia (OpMaIbHONW JIOTUKH. TecToBble 3aJaHusl Ha
yHOPSAI0YEHUE HAINpaBJIEHbl HA YCTAHOBJICHHE JIOTUYECKOW MOCIEI0BATEIbHOCTU
paccMaTpuBaeMbIX SIBJICHUM (BPEMEHHM CYLIECTBOBAHUS SIBJICHUH, pacloiOXKEHUs
CTPYKTYPHBIX 3JIEMEHTOB IPABOBBIX TOKYMEHTOB U T.II.).

OddexkTuBHBIM CcrOCOOOM IJIT TOATOTOBKA K TECTUPOBAHUIO SIBIISICTCS
paboTa 00ydJaromierocsi Mo PEIICHUIO TECTOBBIX 3aJlaHUi, TIPEIOCTABICHHBIX IS
CaMOCTOSITENIbHON paboThl. Takke mpHU MOATOTOBKE K Tako (popme KOHTPOIsS
3HAHUH, KaK pelIeHHe TECTOBBIX 3a/laHUM, CIEIYeT CaMOCTOATEIbHO MOMBITATHCS
npopaboTaTh paccMaTpuBaeMble B TUCIUILUIMHE BOMPOCH B ()OpPME COCTaBIICHUS
TE€CTOBBIX 3a/IaHUMU.

[Ipu moAroToBKe K SK3aMEHY CJeAyeT MMETh B BHUJIY, YTO OH SIBJIAETCS
UTOTOBOM (POPMOM KOHTPOJISI 110 U3YUYECHHIO TaHHOM Y4eOHOW AUCIUIUIMHBI. 3a4eT
MO/Ipa3yMeBaeT  MAaKCUMaJIbHYIO  KOHIEHTpAllMI0  3HAaHUH W yYMEHUH,
MPEANoJaraloux MoJHOE U3yYeHUE MaTepralia JUCIUTUIMHBI.

DK3aMeH NpoBOAUTCS B (OpMe YCTHOrO coOeceOBaHUSI U BBIMOJHEHUS
MMCbMEHHOIO 33/IaHMsl, TMOO TecTa.

Pemenne mnpenopaBatenss 00 HMTOrOBOM  OLIGHKE TNPUHUMAETCS TIO
pe3yiapTaTaM yYCTHOTO OTBE€Ta M BBINOJHEHHOTO MHCHBMEHHOTO (TE€CTOBOTO)
3aJ]aHusl, B 3aBUCUMOCTH OT LIKaJIbl OLIEHKH.

B cBs3u ¢ pa3BuTHEM HAyYHO-TEXHMYECKOTO MpOrpecca B TAaKOM CUTyalluu
HAJICKUT BOCIIOJIb30BAThCA MaTepHalaMi, HAXOASIIIUMUCS B OTKPBITOM JIOCTYIIE
cetn Internet. Takxe HEOOXOIUMO YUWUTHIBaTh, 4YTO IO COCTOSHUIO Ha
CETOAHSIIHUN JJIeHb MHOTHE CIPABOYHBIE MPABOBBIE CUCTEMBI COJIEPKAT HE TOJIBKO
TEKCT HOPMATHUBHBIX aKTOB, HO W HAay4YHbI€ CTaThbU IO Pa3IUYHBIM BOMIpPOCaM
(manpumep, CIIC «Kouncynbrant Ilntoc»). PekomeHmyeTcss HCHOIB30BaTh
AIIEKTPOHHO-OUOIMOTEUHBIE CUCTEMBI.
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B cuny KpaTKOBpEMEHHOCTH W3YYEHHS U 3HAUUTEIBHOrO oObeMa JaHHOUN
y4eOHOW AMCUMIIIMHBI Kadeapa HACTOATEIbHO PEKOMEHIYET CUCTEMAaTUYECKH, a
HE 3MU30JMYECKU paboTaTh HAJl U3yYEHHUEM Kypca.

10. OcoO6eHHOCTH OCBOCHUSA TUCHMILIMHBI ISl JIMI C OTPAHUYECHHBIMHU
BO3MOKHOCTSIMH 3/I0POBbSI

OOydeHue 0OydYarOIMMXCS C OrPpaHUYEHHBIMH BO3MOXHOCTSIMH 3710POBbS
pU  HEOOXOJUMOCTH OCYIIECTBIISIETCS Ha OCHOBE aJallTUPOBAHHOW paboueit
IporpaMMbl  C  HWCIIOJIB30BAHWEM  CICIHAIBHBIX ~ METOJOB  OOydYeHHS U
TUAAKTHYECKUX  MaTepUajoB, COCTaBIEHHBIX C Y4YE€TOM  OCOOCHHOCTEH
NICUXO(PU3NYECKOTO PA3BUTHSA, WHAUBUAYATbHBIX BO3MOXHOCTEH W COCTOSTHUS
3JI0POBbsI TAKKUX O0ydaromuxcs (00yJaromnerocs).

B nensix ocBoeHust yaeOHOM TPOrpaMMbl TUCHUATUTAHBI «/[oKyMeHmoobopom
U 0e10npouU3800CNEo» MHBAIUIAMU U JIMIIAMU C OTPAHUYEHHBIMU BO3MOKHOCTSIMU
310pOBbs UTHCTUTYT 0OecrieunBaeT:

— JUIS MHBAJMJIOB W JIMI] ¢ OTPAaHUYEHHBIMU BO3MOXXHOCTSIMU 37I0POBBS IO
3pEHUIO: pa3MeIleHUe B JOCTYIHBIX IS OOyJaroUIuXcCs, SBISIFOUIUXCS CIIETBbIMU
WM CIa0OBUIAIIMMHM, MECTax M B aJaNTUPOBaHHOW (opMe CIpaBOYHOU
uHpopMaliu O pacnucaHuW Yy4eOHBIX 3aHSITHUH; TPUCYTCTBUE ACCUCTEHTA,

OKa3bIBAIOIIETO o0yyaromemycs HE0O0XOIUMYIO MIOMOIIIb; BBIITYCK
abTepPHATUBHBIX (POPMATOB METOJMUECKUX MaTepHalioB (KPYMHBIH MIPUPT WU
ayauoQaiiier);

— JIJIl UHBAJUOB U JIMI[ C OTPAHUYECHHBIMH BO3MOKHOCTSIMU 3I0POBbSI 11O
CITyXYy: HaJIJIC)KAIIMMH 3BYKOBBIMHU CPEICTBAMU BOCTIPOM3BEACHIE HH(POPMAIIHH;

— JUISl UHBAJIMJIOB U JIUI[ C OTPAaHUYECHHBIMH BO3MOXHOCTSIMH 37I0POBbS,
UMEIOIIMX  HApyIIEeHUs  ONOPHO-ABUTATEIbHOTO  ammapaTta:  BO3MOXHOCTH
OecnpensaTCTBEHHOTO JOCTYIa 00yJaronuxcsi B y4eOHbIE TIOMEIICHUS, TyaJleTHBIC
KOMHAThI U JPYrUe MOMEIICHHUs, a TAK)Ke MPeObIBAHUE B YKa3aHHBIX OMEILICHHUSX.
OOyuaroiuecs u3 uyuciaa UHBAIUIOB U Jull ¢ OB3 olecrieueHbl NEYaTHHIMU U
(MJIK) BNIEKTPOHHBIMU 00pa30BaTENbHBIMU pecypcamu B (hopmax, aJanTUPOBAHHBIX
K OIpaHMYEHHUAM HMX 370poBba. OOpazoBaHHe OOYUYaIOIIUXCA C OFPAHUYEHHBIMU
BO3MOYKHOCTSIMU 37I0POBbSI MOKET ObITh OPIraHM30BAHO KaK COBMECTHO C JPYTUMU
00y4arouMMucs, Tak U B OTACJIbHBIX TPYIIAX WIK B OTJAEIbHBIX OpPraHU3alusIX

11. Ilepeyenb MHPOPMAUOHHBIX TEXHOJIOT Ui, PO ecCHOHANBLHBIX 0a3
JAHHBIX, HCI0JIb3yEeMbIX MPH OCYLIECTBICHUH 00Pa30BaTeJIbHOI0 MPoLecca
Mo JUCHUILIUHE (MOYJII0), BKJIIOYAS NepevYeHb MPOrPAMMHOI0 odecrneyeHus
U MH(OPMAIHMOHHBIX CMIPABOYHBIX CHCTEM

1) Omneparmonnas cucrema (Microsoft Windows ITponpuemapnas);

2)  Ilaker oducHeix nporpamm Microsoft Office (MS Word, MS Excel,
MS Power Point, MS Access, MS Publisher u np./Iponpuemapnas);

3)  ApxwuBartop (7-Zip GNU Lesser General Public License)
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4)  IIporpammHO€00OECTIEUEHHEMIAITPOCMOTPAIEKTPOHHBIXIOKYMEHTOBB
crannaptePDF (Foxit Reader GNU LesserGeneralPublicLicense);

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

6)  ABToMaTtu3zupoBaHHas WHGOPMAIMOHHAsE OWONMOTEYHAsT CcHUCTeMa
Marc21SQL;

7)  CnopaBouHo-nipaBoBasi cuctema «KoncynpTanT [Tnrocy

12. MaTepuaibHO-TeXHHUYECKasA 0a3a, He00OX0AUMAas ISl OCYHIeCTBJIEHUSA

00pa30BaTEILHOI0 MPOLECCa MO TUCIHUIINHE (MOAYJII0)
HaumeHoBaHue

CneunaJu3npoBaHHbIe AyAUTOPHH:

VYuebHast ayauTopus ISl TPOBEACHUS 3aHATUH CEMHHAPCKOrO0 THIA, KYPCOBOTO

NPOEKTUPOBAHUS (BBIOJIHEHUS KYPCOBBIX paboT), TPYNIOBBIX W WHAWBUIYaIbHBIX

KOHCYJIbTAIIM, TEKYILEro KOHTPOJIS U MPOMEKYTOUHON aTTecTaluy / KOMIBIOTEPHBIN Kiacce

/ TIOMeIIeHUE JI CaMOCTOSITEIbHOM paboThI ™

TexHuyeckne cpecTBa 00y4YeHHS:

KOMIIBIOTEP C MPOrPaMMHBIM 00ecrieueHHeM

Crnenuanu3upoBaHHble AYIUTOPUM:

YueOHast ayIuTOpHsl U MPOBEACHUS 3aHATHH JICKIIMOHHOTO THIA, 3aHATHA CEMHHAPCKOTO
THTA, KYPCOBOTO MPOEKTHUPOBAHUs (BBIMOJHEHUS KYPCOBBIX padoOT), TPYIIOBBIX |
WH/IMBUYAJIbHBIX KOHCYJIBTAIIUH, TEKYIIEro KOHTPOJISI U IPOMEXYTOYHOHN aTTecTanuu™®
TexHnueckue cpeacrsa 00y4eHusi:

MYJIbTUMEIUNHBIA KOMIUIEKC
KOMITHIOTEP C MPOTPAMMHBIM 00€CTICUCHUEM, YKa3aHHbBIM B 11.10
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