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1. llosicHUTEIHLHAA 3aIUCKA

Kypc «Hoxymenmoobopom u oenonpou3goocmeo» 3aHUMAET BaKHOE MECTO
opu MOATOTOBKe OakamaBpoB 1o HampasieHuto 38.03.01. - DxoHomuka.
Hanpasnennocts (mpoduib) oOpa3zoBaTenbHOM MporpaMMbl byxrantepckuii yuer,
aHallu3 U ayIuT.

[enpto ocBOEHUST TUCHUILTUHBI «JIOKYyMEHTOOOOPOT U JEIONPOU3BOACTBO
SBIISICTCS M3YYEHHUE CHUCTEM TOKYMEHTALMU, OpTaHU3alld JTOKYMEHTUPOBAHHS U
JIeNTOTIPOU3BOACTBA, COCTABISAIOMIMX OCHOBY HMH(OPMAIIMOHHBIX IIPOIIECCOB B
IKOHOMHKE.

3a1auu JUCIUIUINHBIL:

. 03HAaKOMJICHUE CTYJICHTOB C 3aKOHOJIaTeJIbHOW M HOpMAaTUBHOMN 0a30i,
METOJIUYECKUMU pa3pabOTKaMH U OCHOBHOM HAay4YHOM JIUTEPATyPOH IO KypCy;
. M3YUYCHHE MPAKTUKU OPTraHU3alUU JOKYMEHTAIIMOHHOTO 00eCIeueHUs

YIPaBJICHUS HA MPCANIPUATUAX, OPIraHU3aAINAX U YIPCIKIACHUAX.

2. llepeyeHb IVIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHS 0 JIMCHMILINHE,
COOTHECEHHBIX C IVIAHMPYEMbIMHU pe3yJIbTaTaMH OCBOCHHS 00pa3oBaTeIbHOM
NMPOrpaMMblI

HuctunnHa  «/[okymenmoobopom u 0elonpou3goocmeoy y4acTBYeT B
dbopMHUpPOBaHUU CIEAYIONIEH KOMIIETEHIINH (CAEAYIOMMX KOMITETEHIIUN):

Komnerennun NuagukaTopbl JeckpunTopsl

VK-4 - Crnocoben [1YK-4.3 3nanusa: OCHOB JOKYMEHTAI[MOHHOTO
OCYILECTBIIATh AENOBYIO |OCyIIECTBISIET JIETIOBbIe| OOeclieueHusl yrpaBieHus B cdepe
KOMMYHHUKAIlMIO B YCTHOH H KOMMYHUKaLUU Bl OM3Heca, cocTaBa OpraHU3alMOHHO-

MUCbMEHHOH  Qopmax  Ha
roCy/1apCTBEHHOM SI3BIKE
Poccuiickoit ®enepauuu  u
WHOCTPaHHOM(BIX) SI3bIKE(aX )

YCTHOM M MHUCBbMEHHOH| IPaBOBOU, pacnops IUTEIbHOMN,
dopMax Ha pycckoM H| MH(OPMALMOHHO-CIIPABOYHOMH,

(nmm) WHOCTPAHHOM| IIJIAHOBO-OTYETHOU JIOKyMEHTaUU
SI3BIKAX IIPaBUJI €€ COCTAaBIICHHUS,

Ymenus: OnpenensTs COCTaB,
CTPYKTYpY 51 CoJlepyKaHue
JOKyMEHTaLUH, obecreynBaroNIeit
YIPaBJICHHE MPEATPUITHEM,
ONpENEeATh BUABl YIPABICHYECKUX
JIOKYMEHTOB Ha MpeaNpHUsITHH,
COCTaBJIATh U O(OPMIIATH JEJOBbIE
MMChbMa U CITy’KeOHbIE 3alUCKU
Hapbikn: pa3paboTku Habopa
OpraHU3alMOHHO-TIPaBOBOM,
pacropsauTeabHo, MH)OpMAIIMOHHO-

CIIPABOYHOM, MJIAHOBO-OTYETHOM
JIOKYMEHTALUH, CHUCTEeMaTU3alun
JIOKYMEHTAIWH.




3. MecTO AUCHUILIHHBI B CTPYKTYpe 00pa3oBaTeibHOH MPOrpaMmbl

Jucuunmaa  b1.B.JIB.01.01«/lokyMeHTOO00pPOT ©  JENONPOU3BOACTBOY
SBISIETCS JAUCHUIUIMHOW TO BBIOOpPY dacTd, (GOpMUPYEeMOH ydaCTHUKaMU
00pa30BaTEeNbHBIX OTHOUICHWM MJIi TMOATOTOBKH CTYJIEHTOB IO HAaIPaBJICHUIO
38.03.01. — DxkoHOMHKA, HaMpaBICHHOCTh (MPOQHIb) TOATOTOBKU —
byxrantepckuii y4eT, aHaJau3 U ayJuT

UCHHUILIMHBI (MOAYJ/IH
IpenmecTByiomue A (monym), IMocaenyromue
NPAKTHKH y4e0HOro
AUCHMILINHBI (MOYJIN), AUCHMILINHBI
IJIAHA, B KOTOPBIX
Hudp NMPAKTUKH Y4eOHOT0 (MoayJin), MPAKTUKH
KOMIIeTeHIIUs
KOMIIETeHIIHU U IUIAHA, B KOTOPBIX yueOHOro IJIaHa, B
OCBauBaeTcs NapaJijiejbHo
ocBauBaeTcs . KOTOPBIX 0CBAUBAETCS
¢ u3yvaemoii
KOMIIeTeHI U . KOMIIeTeHIUs
AUCIUTLINHON
YK-4 (4 oaran) | 1,2,3 satan — 1,2,3 cemecTpsl - 6 aTam — 6 ceMecTp
HNHocTpaHHbIi S3bIK [IpousBoacTBeHHAsA
4 stan — 4 cemecTp MpaKTUKa
VYyebHas mpakTHuka 7 atamn — 8 cemecTp
[IpegaurnmomHuas
MpaKTHUKa

4. O0beM IMCHUIIMHBI (MOXYJIS) B 3a4€THBIX €IMHUIAX C YKA3aHHEM
KOJINYeCTBA aKaJleMHYeCKHX WM ACTPOHOMHUYECKHUX YACOB, BbIIEJICHHBIX HA
KOHTAKTHYI0 Pa00oTy 00y4ar0IUXCcH ¢ npenojaaBaresiaemM (Mo BUAaAM Y4eOHbBIX

3aHATHI) U HA CAMOCTOATE/IbHYIO pa0doTy 00y4YaroIIMXCcs

OO6mas TPYAOEMKOCTh OCBOCHMUS y4eOHOM JUCIUTLIINHBI
«/lokymenmoobopom u 0enonpou3so0cmeo» COCTABISAET 3 3aUETHBIX €IUHULL WU
108 axkagemmuuecknx vaca. ucuuminHa u3ydaetcs B 5 cemectpe. [Ipomexyrounas
aTTecTalus B (hpopme 3a4eTa B 5 ceMecTpe.

Cemectp No cemectpa 5 Beero, ax.
4acoB
OO61mast TpyA0eMKOCTh (BCETO aK. 4acoB / 3.€1) 108/3 108/3
Jlexuun 16 16
KonTaktHas padora
[IpakTnueckue 3aHATHS 16 16
CamocrosrenbHas pabora 67 67
Buna npomexyrounon
arTecTaluu 3auer 0,25/8,75 0,25/8,75
(koHT.pab./ camocT. pab.)




5. Conep:xxanmne TMCHUILIMHBI (MOIYJIs1), CTPYKTYPHMPOBAHHOE 110 TeMaM
(pa3aesiam) ¢ yka3aHueM OTBeIEHHOT0 HA HUX KOJIMYECTBA aKaJeMUYeCKUX
WIH ACTPOHOMMYECKHUX YACOB M BUJIOB Y4EOHbIX 3aHATHH

Haumenosanue
pazzierna IUCUMUILIUHBI
(Tema)

TpynoeMKoCTh

BCEro

KonrtakTHas pabota

JICKIIUN
MpaKTU4. 3aHATHA

1a00p.3aHATUS

caMmocT. pabora

Conepxanue

S CEMECTp

OCHOBEI
JIOKYMEHTO000pOTa.
OCHOBEHI
JIEJIONIPOU3BO/ICTBA.

25

17

[lonatne o  JOKyMeHTe.
CsoiicTBa, pU3HAKH,
byHKIIUN JIOKYMEHTA.
MeTtobl u CI0CO0bI
JIOKYMEHTHUPOBAHUSI.
HopmatusHo-
MeToANYECKas 0aza
JIOKYMEHTAllMOHHOT O
oOecrieueHus  ymnpaBICHUS
JEATEIBbHOCTBIO
OpraHu3aIu. Buast
YIPAaBJICHYECKUX
JIOKYMEHTOB, HEOOXOIUMBIX
JUI. ONMCAHMUS PA3JIMYHBIX
YIIPABJICHUYECKUX JEHCTBUM.
VYuudukanus "
CTaHJapTU3aLUs
nokymeHToB. [lonstue wu
COCTaB peKBU3UTOB. DOPMBI
JIOKYMEHTallUN TSt
pa3paboTKu MPOAYKTa

Cucremsl
JIOKyMEHTallUH,
oOpazyrommecs B
IIPOLIECCE  YNPABICHUS
JeSITEIIbHOCTHIO
OpraHu3aluim.
CnpaBouHo-
UH(POPMAaILIMOHHbIE
JIOKYMEHTHI.

25

17

CocraB, cTpykTypa H
coJiep)KaHue
JIOKYMEHTAllUH,
o0ecrieunBaroen
OpraHM3aLHIo. Cocras
OpTraHU3aI[IOHHO-
IIPaBOBOIA,
pacnopsIIUTENBLHOM,
UH(POPMALIMOHHO-
CIIPaBOYHOM, IJIAHOBO-
OTYETHOM  JIOKYMEHTALIMH,
MpaBWiia €€ COCTABJICHUS U
odopmiienus. OCOOEHHOCTH
JIOKYMEHTO0000pOTa




Ob6mas XapaKTepUCTHKA
KaJpOBOTO cocraBa
TPETPHUSITHSL.
Opranuzanus
JOKYMEHTAIHOHHOTO
oOecrnieueHus J1eATeIbHOCTU
PacniopsiqurensHble KaJIpOBOM CITY>KOBI
JIOKYMEHTHI. IPEIITPUITHS.
JloKkyMeHTaIMoHHOE Opranmzanuss  paboThl ¢
obecrnieueHue o5 4 4 17 KaJIpOBOM JTOKyMEHTalUEH.
yIpaBJICHUS Ocobennoctu
MEPCOHAIIOM. UCIIOJIb30BaHUS CeTH
Opranu3anroHHbIe WuTtepHer s pemieHus
JIOKYMEHTHI. 3a1a4y KaJpOBOTO
JIEJIONPOU3BO/ICTBA.
Odopmnenue JIEIOBBIX
nuceM,  JOKJIAIHBIX |
CITyKeOHBIX 3aIMHCOK,
OTBETOB Ha Ka00bI
noTpeOuTeNen.
Opranuzanus paboTel  C
JIOKYMEHTaMHU.
CucremaTtuzanus
Opranuzanus JOKYMEHTAllMu B Ipoliecce
JIOKYMEHTOO000POTA. NeATeTbHOCTH
Opraauzanus 24 4 4 16 OpraHu3aIu.
OIIEpaTUBHOTO dopMHpOBaHHE u
XpaHeHUsl JOKYMEHTOB. oopmieHue Jed.
DKcnepTusa LIEHHOCTH
JOKYMEHTOB,  TOJTOTOBKA
JIOKYMEHTOB K XPaHEHUIO.
3auer 9 0,25 8,75
Htoro 108 | 16| 16,25 75,75

6. Ilepeyenb yueOHO-METOAMYECKOT0 00ecriedeHUs IAJIs1 CAMOCTOSITEIbHOM
patdoThl 00yYaKOIIUXCSA MO JUCHUIJINHE (MOTYJIIO)

Ne Bunel camoctosiTenbHON paboTh TpynoemkocTs, ®dopma KOHTpOJIT™
aK.4achl
1. [TpopaboTka TEOPETUYECKOTO
N Koncynbranus
MaTepuana IO KOHCIEKTaM JIeKLHUH,
. IpenojaBaTes,
PEKOMEHI0BaHHOM JUTEpaType, 22 CTHOE
JOTIOTHUTEIbHBIM HMCTOYHUKAM M
cobeceioBaHUE
uHpopManuu
2. IToaroroBka K [IPAKTUYECKUM BricTynienue ¢
3aHSTHSIM: ITOMCK HEo0X0 1Mo JOKJIaJIOM,
uHpopmanuu, 00paboTka 23 Mpe3eHTallHs,
uHpOpMallUK, HalWCaHWe JIOKJIaja, OTBETHI HA
HOJTrOTOBKA K BBICTYIIJICHUIO JMCKYCCHOHHbBIE
(McKyccun) BOIIPOCHI




3. [TonroroBka K TEKyIIEMY KOHTPOIIO
(TecTupoBaHME€ ~ W/WIM  HaIMCaHUE 22 TecTsl, pedepaTs
pedepara)

4. IToaroroBka K MIPOMEKYTOUHOMN YcTHOE
aTTecTaluu 8,75 cobecenoBaHue,
(BOMPOCHI K 3a4ETY, UTOTOBBIN TECT) TECTUPOBAHUE

JIns caMoCTOSTENBHOM paboThl MO AUCIHHUILIMHE (MOIYJII0) OOydYaromuecs
UCTIOJNIB3YIOT CIIEAYIoIee yueOHO-METOIuIecKoe o0ecreueHue:

1. KysnenoB, . H. JlokyMeHTalioHHOE OOECTICUCHUE YTPaBICHHUS.
JIoKyMEHTOOOOPOT ¥ ETOMPOU3BOJICTBO ;| YUEOHUK M MPAKTUKYM i By30B / M.
H. Ky3nemnoB. — 4-e¢ uzn., nepepad. u mon. — Mocksa : MznatensctBo FOpaidT,
2024. — 545 c¢. — (Bwicmee obpazoBanue). — ISBN 978-5-534-16003-1. —
TekcT : anexktpoHHbid // OOpa3oBarenbHas iatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/535548 (nara oopamenus: 22.08.2024).

2. I'po3oBa, O. C. JlenonpousBojACTBO : yuyeOHOE mocoOue aJisi By30B /
O. C. I'pozoBa. — 2-¢ u3n. — Mocksa : U3marensctBo HOpaiit, 2024, — 131 ¢c. —
(Briciiee o6pazoBanue). — ISBN 978-5-534-15964-6. — TekcT : 2neKTpOHHBIN //

OO0pazoBaTenbHas mwiargopma FOpaiit [caiT]. — URL:
https://urait.ru/bcode/539522 (nara obpamenus: 22.08.2024).
3. Konpimkuna, T. b.  JlenoBble KOMMYHHUKAIUHU, TOKYMEHTOOOOPOT H

JIeJIOTIPOU3BOCTBO : yueOHoe mocodue s By3oB / T. b. Komeimkuna, 1. B.
[yctuna. — 3-e uzj., ucnp. u n1on. — Mocksa : M3natensctBo FOpaiit, 2024. —
145 c¢. — (Bwicmee oOpazoBanme). — ISBN 978-5-534-14216-7. — TekcT :
aneKkTpoHHbI // OOpasoBatenbHas 1uiatdopma FOpait [caiit]. — URL:
https://urait.ru/bcode/538163 (nmara obpamenus: 22.08.2024).

4, Hoponuna, JI. A. Opranuzauus 1 TEXHOJIOTUSI JOKYMEHTALIMOHHOTO
oOecrieueHus: yIpaBJIeHHs : YYEOHUK W TpakTUKyM Juist By30B / JI. A. JlopoHuHa,
B. C. UputukoBa. — 2-¢ u3m., mepepad. n gom. — MockBa : M3marenbcTBo
FOpaiit, 2024. — 270 c¢. — (Bsicmee obpazoBanue). — ISBN 978-5-534-16016-1.
— Texcr : anexTponnsiit // OOpa3zoBarensHas maatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/536404 (nara oopamenus: 22.08.2024).

S. [lyBanosa, H. H. Opranu3zauust 1 TEXHOJOTHUSI JOKYMEHTALIHOHHOTO
oOecrniedyeHus ynpasjieHus : yueOHUK U npakTukyMm Juist By3oB / H. H. IllyBanoga.
3-¢ u3., nepepad. u gorn. — Mocksa : U3naTenscTBo FOpaiit, 2024. — 247 c.

— (Bwicee obpazoBanme). — ISBN 978-5-534-16537-1. — Tekcr
anekTpoHHbI // OOpasoBatenbHas 1uiatdpopma IOpait [caiit]. — URL:
https://urait.ru/bcode/536968 (nara obpamenus: 22.08.2024).

6. KazakeBuu, T. A. JlokymeHntoBeaeHue. JJOKyMEHTAllMOHHBIN CEPBUC :
y4eOHUK U mpakTukym ais By3oB / T. A. Kazakesuu, A. U. Tkanuu. — 2-e uzn.,
uctp. u gon. — Mocksa : UznarensctBo IOpaiit, 2024. — 167 c. — (Bbiciuee
oOpa3zoBanue). — ISBN 978-5-534-0627/3-1. — TekcT : >3IEKTPOHHBIA //
OOpazoBaTenbHas miatgopma Opaiit [caiit]. — URL:

https://urait.ru/bcode/538386 (mara obpamenus: 22.08.2024).



7. JlokyMeHTOBeicHHuEe : y4eOHMK W TpakTUKyM i By3oB / JI. A.
Jloponuna [u np.] ; mox penakuuei JI. A. JloponuHoit. — 4-e u3z., mepepad. u
non. — MockBa : WznarensctBo HOpaiit, 2024. — 336 c¢. — (Bbiciuee
obopazoBanne). — ISBN 978-5-534-19110-3. — TekcT : SIEKTPOHHBIA //
OOpazoBaTenpHas miatgopma FOpaiit [caliT]. — URL:
https://urait.ru/bcode/555971 (nata obpamenwus: 22.08.2024).

8. ®oH/T OIEHOYHBIX M METOAMYECKHX MaTepUajoB I10 JHUCIHUIIINHE
«/IoKyMEHTOO0O0pOT U JACIOTPON3BOICTBOY.

7.D0oH/1 OLIEHOYHBIX ¥ METOAMYECKUX MATEPHAJIOB /IJIsl POBeAeHMSsI
NMPOMEKYTOUHOM aTTecTAlMU 00yUAKOIIMXCS M0 JUCHUILIHHE

Bonpocs! 1u1si IpoBeieHNs MPOMEKYTOYHOI aTTecTaluu (3a4eTa)

1. OOocHOoBaHME HEOOXOOUMOCTH OO0y4YeHUs JAOKYMEHTALHOHHOMY
00€CIIEYEHUIO U €r0 aBTOMATU3AI1H.

2. JlokymeHTOoOOOpOT B oOpranm3anmuu. Pabota ¢  BXOZSIIMMU
JIOKyMEHTaMHU.

3. Kuaccudukarops! J0KyMEHTOB.

4. @®opMHUpOBaHUE U XPaHEHUE JEII.

5.  PermameHrtanus 1eaonpou3BO/ICTBA

6. IIpesentauus. Ee pynkius u Ha3HaueHUue. OCHOBHBIE 3JIEMEHTHI.

7.  OCHOBHBIE TOHATHS JOKYMEHTAIMOHHOTO OOECHEYEeHUs YIpaBJICHUS
(1emompou3BOJICTBO, TOKYMEHTOOO0POT, JOKYMEHT, PEKBU3UT, U JIp.).

8. OpraHuzanlioHHble AOKYMEHTHl. VX (QyHKIUM U Ha3zHaueHHE. YCTaB
OpraHU3alHH.

9.  OcHoBHBIE (DYHKIIMH TOKYMEHTA.

10. OpranuzanmoHHble TOKyMEeHTHl. WX (QyHKIMM W Ha3HAUYCHHE.
[lIraTHOE pacncaHue.

11. Yuudukauus u crangapTu3anus J0KyMEHTOB.

12. OpranuzaiiioHHble TOKyMEeHTHl. WX (QyHKIMM W Ha3HAUYCHHE.
JIOIKHOCTHAS MHCTPYKLHS.

13. bnank. [Torstue 6nanka. TpeboBanus K opopMIICHUIO OITAHKOB.

14. PacnopsautenbHble JOKYMeHTbl. X ¢yHkimu u HazHauenue. [Ipukas
110 OCHOBHOM €SI TEIBHOCTH.

15. PexBusut. [lonsiTHe pekBU3HUTA, TOPSIOK UX OPOPMIICHUS.

16. CnpaBouHo-uHGOpMAIIMOHHBIE  TOKyMEHTh. WX  QyHKIuu
Ha3HayeHue. AKT.

17. TexHuyeckue CpelicTBa, UCIOJIb3YEMbIE B IETONPOU3BOJICTBE.

18. CnpaBouHo-uHGOpMAIIMOHHBIE  TOKyMEHTH. WX  QyHKIuu
Ha3zHayeHue. [IpoTtoko.

19. bnank. Buasl 61ankoB. OcobeHHOCTH UX 0(pOpMIIEHHUS.

20. JlokymeHTOOOOpOT B opranu3auuv. Pabora ¢ HCXOIAIIUMHU
JIOKyMEHTaMHU.

21. bnank. BapuaHTbl pacnonoxeHus peKBU3UTOB Ha OJIaHKAX.



22. TloaroroBka u mepeaayva Jiejl B apXUB.

23. IlpaBuna odopmieHus naT, HyMepaluu CTpaHull, opopmiieHus: TabIull,
MaTeMaTH4eCKuX (POPMYJT M COKPAIICHUH.

24. PacnopsauTenpHbie JOKYMEHTBH. WX (QyHKIMM © Ha3Ha4YeHUE.
Ykazanue.

25. JlokymMeHT000OpOT B opraHusanuu. [Ipormecc KOHTPOJIS WCIIOTHCHHS
JIOKyMEHTOB.

26. CnpaBo4HO-UH(pOPMAITMOHHBIE  JOKYMEHThl. WX  QyHKIMHM W
HazHaueHue. OObsICHUTENbHAS U TOKJIAHAs 3alUCKU.

27. JIokyMEHTOOOOpOT B  opraHuzanuu. PabGoTa ¢  BXOJSAIIUMH
JIOKyMEHTaMHU.

28. PacnopsautenbHble JOKYMEHTHl. WX (QyHKIMM M Ha3HAauYeHUE.
Pacniopsixenue.

29. OCHOBHBIE MTOHATHS JOKYMEHTAITMOHHOTO OOCCTICUCHHS YIIPABICHUS.

30. CnpaBo4HO-MH(pOpPMAIIMOHHBIE  JAOKYMEHTh. WX  QyHKmmm
Ha3zHaueHue. [[poTokor.

HpI/IMepHLIe NMPAKTHKO-OPUCHTHPOBAHHLIC 3a/1aHUA

1.0dbopmutes npHKa3 O Ha3HAYEHUU OTBETCTBEHHOTO 3a OOpalIeHUE C
onankamu npennpustusi B cooretcTBuu ¢ ['OCT P 6.30-2003.

2.0¢opMUTH IPOTOKOJI 3aCEIaHUS SKCIIEPTHOW KOMUCCHUU B COOTBETCTBUH C
THUMOBOM MHCTPYKUHEN IO AETOMPOU3BOJICTBY.

3.CocTaBuTh  CIIy’)KEOHYIO  3amMCKy Ha  TOOUIPEHHWE  COTPYAHHKA,
NEPEBBINOIHUBILETO MJIAHOBBIEC MMOKA3ATENH.

[TonHbIA KOMIUIEKT 3aJaHWil W 3TanoB (OPMUPOBAHHUS KOMIETEHUIUU
npeacTtasiieH B OHIE OLIEHOYHBIX U METOANYECKUX MATEPUAJIOB JJISl IPOBEICHUS
IPOMEXYTOUHOM arTecTanuy OO0y4aroUMxcs MO JUCHUIUIMHE, O(OpPMIICHHBIN
OTJEJIbHBIM JIOKyMEHTOM, MPEACTABIIEH B MpUiIokeHuu 1.

8. [lepeyeHb OCHOBHOI1, IONOJHUTEIbHON YUeOHOM JTUTEPATYPbI, PeCYPCOB
HH(POPMALMOHHO-TEJIEKOMMYHHUKANIMOHHOM ceTH «THTEepHeT), He00X0AUMBbIX

JJI51 OCBOEHMS TMCUMILTUHBI (MOYJIs1)

a) HOPMAaTHBHBIC IPABOBLIC AKTbI
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1) Harmonanwhsiid crangapt PO I'OCT P 7.0.8-2013 "Cucrtema cTaHmapToB
1o nH(popMaIuy, OMOIMOTEYHOMY M U3IaTEIIbCKOMY Jeiy. JleIonmpou3BoICcTBO U
apxuBHOe neno. TepmuHbsl W ompeneineHus" (yTB. mnpukazoM DeaepaabHOTO
areHTCTBA MO TEXHUYECKOMY PETyJIMPOBaHUIO U MeTpoioruu oT 17 oktsaops 2013
r. N 1185-cT)

2)IOCT P 6.30-2003 «YHuUIUpOBaHHBIE CUCTEMbI JIOKYMEHTAIIHH.
YaudunmpoBanHas ~ CUCTeMa  OpPraHU3AIHMOHHO - pacnopsIuTebHON
nokymeHTanuu. TpeboBanus kK 0(hOPMIICHUIO TOKYMEHTOBY

3) TOCT P 7.097-2016 «Cucrema cTaHmapToB 10 HH(OPMAIUH,
OMOMMOTEUHOMY U HW3JAaTeNbCcKoMy Jeny. OpraHu3allMOHHO-PACTIOPSAUTENIbHAS
nokymeHTaius. TpeboBanus K 0pOPMIICHHUIO TOKYMEHTOBY

0) OCHOBHAasI JIUTEepaTrypa:

1. Kysnenos, . H. JlokymeHTanimoHHOE OOECIEYEHUE YIPABJICHHUS.
JIOKyMEHTOOOOpOT U JEJIONPOU3BOACTBO | YUYCOHUK M MPAKTUKYM 1Jisl By30B / .
H. Ky3nenoB. — 4-¢ uszn., nepepad. u non. — Mocksa : U3gatenscTtBo FOpaiit,
2024. — 545 c¢. — (Bwicmee obpazoBanue). — ISBN 978-5-534-16003-1. —
TekcT : anexktpoHHbid // OOpa3oBarenbHas iatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/535548 (nara oopamenus: 22.08.2024).

2. I'po3oBa, O. C. JlenonpousBoACTBO : yuyeOHOE mocoOue aJisi By30B /
O. C. I'pozoBa. — 2-¢ u3n. — Mocksa : UzmarensctBo HOpaiit, 2024, — 131 ¢c. —
(Briciiee o6pazoBanue). — ISBN 978-5-534-15964-6. — TekcT : 2neKTpOHHBIN //

OO6pazoBaTenbHas wiargopma FOpaiit [caiT]. — URL:
https://urait.ru/bcode/539522 (nmara obpamenus: 22.08.2024).
3. Konbimkuna, T. b.  JlenoBble KOMMYHUKAIIUH, JOKYMEHTOOOOPOT H

JIeTIOTIPOU3BOCTBO : yueOHoe mocodue s By3oB / T. b. Komsmmkuna, 1. B.
[yctuna. — 3-e uz., uctnp. u n1on. — Mocksa : M3natensctBo FOpaiit, 2024. —
145 c¢. — (Bwicmee oOpaszoBanme). — ISBN 978-5-534-14216-7. — TekcT :
aneKkTpoHHbI // OOpasoBatenbHas 1uiatdhopma FOpait [caiit]. — URL:
https://urait.ru/bcode/538163 (nara obpamenus: 22.08.2024).

4, Hoponuna, JI. A. Opranuzauus 1 TEXHOJIOTUSI JOKYMEHTALIMOHHOTO
oOecrieueHusl ynpaBJIeHUs : YYEOHUK U MpakTUKyM Juis By30B / JI. A. JlopoHuHa,
B. C. UputukoBa. — 2-¢ 3., mepepad. n gom. — MockBa : M3marenbcTBo
FOpaiit, 2024. — 270 c. — (Bricmiee oopazoBanue). — ISBN 978-5-534-16016-1.
— Texcr : anexTponnsiit // O6pa3zoBarensHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/536404 (nmata oopamenus: 22.08.2024).

S. [ysamosa, H. H. Opranu3zanus u TEXHOJOTHS TOKYMEHTAMOHHOTO
oOecrniedeHus ynpaBjieHus : yueOHUK U mpakTukyMm Juist By3oB / H. H. IllyBanoga.
3-¢ u3., nepepad. u gorn. — Mocksa : U3naTenscTBo FOpaiit, 2024. — 247 c.

— (Bwicmee obpazoBanme). — ISBN 978-5-534-16537-1. — Tekcr
anekTpoHHbI // OOpasoBatenbHas 1uiatdopma IOpait [caiit]. — URL:
https://urait.ru/bcode/536968 (nata obpamenus: 22.08.2024).

6. KazakeBuu, T. A. JlokymeHntoBeaeHue. JJOKyMEHTAallMOHHBIN CEPBUC :
y4eOHUK M npakTukym ais By3oB / T. A. Kazakesuu, A. U. Tkanuu. — 2-e uzn.,
uctp. u gon. — Mocksa : UznarensctBo HOpaiit, 2024. — 167 c. — (Bbiciuee
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obpazoBanue). — ISBN 978-5-534-06273-1. — Tekcr : daeKTpOHHBIM //

OOpazoBaTenpHas miatgopma FOpaiit [caliT]. — URL:
https://urait.ru/bcode/538386 (mara obpamenus: 22.08.2024).

7. JlokymeHTOBe/ieHHEe : Y4eOHHMK W TpakTUKyM aius By3oB / JI. A.
Jloponuna [u np.] ; mox penaknueii JI. A. JloponuHoit. — 4-e u3z., mepepad. u
non. — MockBa : WznarensctBo HOpaiit, 2024. — 336 c¢. — (Bbiciuee
obopazoBanne). — ISBN 978-5-534-19110-3. — TekcT : DSIEKTPOHHBIA //
OO6pazoBaTenbHas miargopma Opaiit [caiT]. — URL:

https://urait.ru/bcode/555971 (nara obpamenus: 22.08.2024).

B) JONOJIHUTE/ILHAS JINTEpaTypa:

1)  HudopmainMoHHbIE TEXHOJOTHH B JOKYMCHTAIIMOHHOM OOCCIICYCHUU
yIpaBlieHUs: U apXuBHOM jene : yuyeOHuk s By3oB / H. H. Kynaes, T. B.
Kounpamosa, E. B. TepentbeBa, A. I'. ®abpuunoB / mox o6bm. pen. H. H.
Kynsesa. - MockBa : Jloroc, 2020. - 408 C. Pexum
nocryma:https://znanium.com/catalog/product/1211641

2) Ka6amos, C. }). DOnexTpoHHOE NPaBUTEILCTBO. OJICKTPOHHBIN
TOKyMeHTO0O0opoT. Tepmuubl u onpeneneHus : ydeoHoe mnocobue / C.1O.
KabGamoB. — Mockea : HUHOPA-M, 2021. — 320 c. Pexum pgocryna:
https://znanium.com/catalog/product/113215

3)  DACKTPOHHBIA JOKYMEHTOOOOPOT M oOOecredeHHe OC30IMacHOCTH
crangapTHeiMU cpeactBaMu WINDOWS : yue6Hoe mocooue / JI.M. EBnoknumoBa,
B.B. Kops6kun, A.H. [Iemmekun, O.I'. [lIBeukoBa. - Mocksa : KYPC, 2019. - 296
c. Pexxum noctyma: https://znanium.com/catalog/product/1001864

4) KondunenunanpHoe JIETIONTPOU3BOICTBO " 3alHIIEHHBII
ANEKTPOHHBIN ToKkyMeHTooOopoT : yueOHnuk / H. H. Kynsies, A. C. Iémymkun, T.
B. Kongpamona, A. I'. ®abpuunoB ; nox obmr. pea. H. H. Kynsesa. - 2-e u3sn.,
nepepadb. u gom. - MockBa : Jloroc, 2020. - 500 c. Pexum pgoctyna:
https://znanium.com/catalog/product/1212394

r) pecypcnol cetu « MHTEpHET»:

1)  Bcé o aemonpowussoactse hitp://delo-ved.ru/

2)  [emompousBOACTBO H  JIOKYMEHTOOOOPOT Ha  TPEANPUSITHH.
http://www.delo-press.ru/journals.php?page=documents

3) KagpoBoe menmompoM3BOACTBO W TpyAoBoe TmpaBo. http://hr-
portal.ru/rubric/kdp

4)  DnextponHas oubanoreka HR-crenmanucros. http://www.hrm.ru/

9. MeToanuyeckue yka3zaHus AJis1 00y4arOIMUXCs M0 0CBOEHUIO
AUCUMILTMHBI(MOXYJISA)

CaMocTosTenbHast MOATOTOBKA 00YYaIOLIMXCS MPOBOAUTCS JUISl YTy OaeHUs
Y 3aKpEIUICHMs 3HaHWU, MOJYYECHHBIX HA JIKUMAX U APYTUMX BUAAX 3aHATHU, I
BbIPa0OTKH HaBBIKOB CaMOCTOSITEJIbBHOTO IPUMEHEHHUs HOBBIX, JONOJIHUTEIbHBIX
3HAHUU U MOATOTOBKH K MPEJACTOALIMM YUEOHBIM 3aHATHUIM, 3aUeTy.
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https://znanium.com/catalog/product/1211641
https://znanium.com/catalog/product/113215
https://znanium.com/catalog/product/1001864
https://znanium.com/catalog/product/1212394
http://delo-ved.ru/
http://www.delo-press.ru/journals.php?page=documents
http://hr-portal.ru/rubric/kdp
http://hr-portal.ru/rubric/kdp
http://www.hrm.ru/

BaxHbIM  yCJIOBMEM YCHEUIHOTO HW3YyYE€HUA JAUCUUIUIMHBI  SIBJISIETCS
nocemienne jekiui. [log mocemennemM moapaszymeBaercs He (opma IMacCHBHOTO
MPUCYTCTBUSI, @ aKTUBHAS paboTa Mo U3YYEHUIO0 HOBOTO MaTepuana. [lonrotoBka k
JICKIIMOHHBIM 3aHSTUSIM BKIIOYAET B ce€0sl aHAIU3 MpearaeMbIX Jid U3y4CHUs
BOIIPOCOB, W3yYCHHE HOPMATHUBHBIX HWCTOYHHKOB H YYeOHOW W HAyYHOU
JUTEPATYpPBl IO paccMaTpUBaeMbIM BOIpOcaM JEKIUU. B mpounecce nexkuuu
OOydJaromuiicss MOXET 3aJaBaTh YTOYHSIOIINE BOIMPOCH,  OCYIIECTBHUTH
B3aMMOCBS3b HOBOI'O MaTepuajla C YK€ HM3y4YeHHBIM, IOJATOTOBHUThH 0azy il
() PEKTUBHOTO HCIIOIL30BaHUS TOJTYUYCHHBIX 3HAHMM, OOJIETYUTH IMOATOTOBKY K
MPaKTHYECKOMY 3aHATHIO. D(PPEeKTUBHBIM CrocoOoM (UKCAUKM JIEKITMOHHOTO
MaTepualia SIBISETCS KOHCIIEKTUPOBAHUE, MPEACTaBisAoIiee coOOl HE TOJIBKO
(dbUKcalii0 Ba)XXHEHIIIUX MOMEHTOB JICKIIMM, HO M YyKa3aHHWE IPUMEPOB IS
MMOHMMAHMS TOTO UJIM UHOTO TEOPETUYECKOr0 MaTepuaa.

[Ipy mOATOTOBKE K MPaKTUUECKOMY 3aHATHIO HEOOXOIMMO HCIIOJIh30BaTh
KOHCHIEKTUPOBAHHBIC MaTepualibl JICKIUH, Y4eOHYI0O M HAy4YHYIO JHUTEpaTypy.
[ToaroroBka OTBETOB IO BBIHOCHUMBIM Ha OOCYXKJEHHE BOIPOCAM MPAKTUUYECKOTO
3aHATUA BKJIIOYAET B ce0s HE TOJIHKO MPOUYTEHUE Marepuala, HO U €ro aHajiu3 U
KPUTHYECKYIO OIeHKY.. OOydaromeMmycs CJeayeT BbISIBUTh MallOU3yUCHHbIC
aCIeKThl paccMaTPUBAEMbIX BOIIPOCOB, MPOSIBUTh UHUIIMATUBY MPHU MOJATOTOBKE K
MPAKTUYECKOMY 3aHSTHIO.

[Ipy mOAroTOBKE K MPAKTUYECKUM 3aHATHSIMU M 3a4€Ty PEKOMEHAYETCS
CUCTEMATU3UPOBATh 3HAaHMS, HM300pakass MX B TaOJMYHOM, TpadUyYECKOM WIH
CXEMaTUYHOM BHJI€. DTO MO3BOJIUT YCTAHOBUTH B3aUMOCBS3b N3YUaE€MbIX SIBICHUMH,
YOPOCTUT 3ajady 3allOMUHAHMS MaTepuaia, OOJIETYUT MPOIECC MPAKTHUYECKOTO
MPUMEHEHUS MTOTYUYECHHbBIX 3HAHUM.

3amauelt  TPAKTUYECKUX  3aHATUA  SBISETCS  BbIpa0OTKA  yMEHUS
UCIIOJB30BaTh TEOPETUYECKUE 3HAHUS, TMPOSBUTH HAJIWYUE MPAKTHUYECKUX
HaBbIKOB. IIpm  mOAroTOBKE K  NPAKTUYECKOMY  3aHATUIO  CIIEyeT
3a0J1arOBPEMEHHOT0 O0ECIEUUTh HAJIMYME€ HEOOXOAMMO JJis JAHHOTO 3aHATHS
MaTepuasna, CaMOCTOSTEIbHO MOBTOPUTH PAHEE N3YUECHHBIE TEMBI.

JIns  ycHemHoro OCBOEHUS JUCHMIUIMHBI BaXKHBIM SIBJISICTCS  YMEHHE
paboTaTh C TepMHHAMU W UX ompeaeracHusMu. [[ns paboThl ¢ TepMHUHOJOTHEH
() PEKTUBHBIM SIBISICTCS HUCIIOIb30BaHUE KaK y4eOHOW M Hay4dHOUM JUTEpaTyphl,
TaK U OPUIAYECKUX U GUIOCO(CKUX CIIOBAPEH.

PabGoTa ¢ TepMuHAMH MOXKET OCYIIECTBISATHCA Kak B (pOpMe COCTaBICHUS
COOCTBEHHBIX TEMAaTUYECKHX CIIOBAPUKOB HJisi yI00CTBa M CKOPOCTH TIOMCKA
HeoOXxoaumoro TepMuHa. C  3TOH IIEIBI0O HEOOXOMMMO KaKIBId  HOBBIM
BCTPEUAIOIINICA TEPMHUH 3aMKCHIBATh U BO BPEMS MOJTOTOBKA K CEMHHAPCKUM M
MPAaKTUYECKUM 3aHATHSM YKa3blBaThb COOTBETCTBYIOIIEE ompeseneHue. B ciyyae
BO3HUKHOBEHHUS CJIO)KHOCTH BBIOOpa OIpeeeHus W3 HUMelolerocss oodbema B
paMKax Hay4YHOTO 3HaHHMS HEOOXOIMMO 3aJlaBaTh BOIPOCHI MPENOJABaTEI0 B
paMKax JICKIIMOHHBIX U MPAKTUUECKUX 3aHATHUH.
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WNutepakTtuBHble  (GOPMBI  MPOBEAEHUS  3aHATUA 1O  JAMCLMIUIUHE
«/lokymenmoobopom u denonpouzeo0cmaeoy BKIIOYAIOT B CE0s CIEAYIOLIUE BHUIbI
3aHSITUN:

- HWHTEPAKTUBHBIC JIEKIMW, [MPEIANOJAararoT HCMHOJIb30BAaHUE METOAA
po0IeMHOTO u3NoKeHusl. [Ipu TakoMm moaxo/e JEKIHs CTAHOBHUTCS MOXOXKEH Ha
JIAAJIOT, TPENo/laBaHue UMUTHUPYET HCCIEOBATEIbCKUN TpolecC (BBIIBUTAIOTCS
IIEPBOHAYAJILHO HECKOJBKO KJIHOUEBBIX IMTOCTYJIATOB MO TEME JIEKIWH, U3JI0KECHUE
BBICTPAMBACTCS. MO MPUHIUIIY CAMOCTOSITEIBHOTO aHalu3a U 0000IIeHUs
CTyJICHTaMHU Y4eOHOro Marepuaia). DTa METOJMKA I03BOJISIET 3aUHTEPECOBATh
CTYJIEHTa, BOBJIEUb €ro B mpoliiecc o0ydeHus. [I[poTuBopeuns Hay4dHOTro MO3HAHUS
PacCKpBIBAIOTCSI TIOCPEJCTBOM IIOCTAHOBKM IMpoOJjeMbl. YueOHas mpobiemMa u
npoOJeMHasi CUTyallusl SIBJISIOTCS OCHOBHBIMU CTPYKTYPHBIMU KOMIIOHEHTaMH
npobiemMHoro obydenus. [lepen HauamoMm H3ydeHHUs ONPENETECHHON TeMbl Kypca
CTABUTCSl MEpea CTyJACHTaMHU MPOOJIEMHBIM BOMPOC WIM JAeTCsl MPOOJIEMHOE
3amanue. CTuUMynupys paspelieHue MpooOJieMbl, MpernojaBaTelb CHUMAET
MPOTUBOPEUMS MEXKTYy UMEIOIIMMCS €€ MOHUMaHueM U TpeOyeMbIMU OT CTyACHTa
3HaHUSAMHU. D(PPEKTUBHOCTh TAKOTO METOAa B TOM, YTO OTACJIbHBIE MPOOIEMBI
MOTYT NMOJHUMAThCS CaMHMHU CTyJeHTaMu. ['JaBHBIM ycmex MaHHOIO METOAAa B
TOM, YTO TIpenojaBaTesib JOOUBAETCA OT ayJIUTOPUU «CAMOCTOSITEIILHOTO
pelieHus» TOCTaBlIeHHOW mpoOaeMbl. OpraHuzainus MNpoOJIEeMHOTO OOy4eHUs
MPEACTABIACTCS JOCTAaTOYHO CIIOKHOW, TpeOyeT 3HAYUTENbHOW TMOJATOTOBKH
nektopa. OJHaKO Ha HAYAJIIbHOM 3Tare MCIOJIb30BAHUS ATOTO METOJA €ro MOKHO
BHEJIPSITh B CTPYKTYpPY TOTOBBIX, paHee pa3pabOTaHHBIX JIEKIMH, MPaKTUYECKUX
3aHATHH KaK JIOIIOJHEHUE.

- TPYIIOBBIE JUCKYCCUM, TPHUMEHSIOTCS [JIsi OOecredeHus: HaBBIKOB
KOMaHJTHOM pabOThl U MEXKJIMYHOCTHOM KOMMYHMKAIIMU U TPEICTABIAIOT COOOM
OIICHOYHOE CPEJCTBO, IMO3BOJISIIONIEE BKJIIOUUTH OOYYalOIMUXCA B TIPOIIECC
OOCYXJeHUsI TPEJICTABICHHON TEeMbI, MPOOJEMbI U OLEHUTh HMX YMEHHE
apryMEHTHPOBaTh COOCTBEHHYIO TOYKY 3peHus. Kpome Toro, B Xoje 3aHSATHIA
MPOBOJATCS. KPYTJIbIE CTOJIBI MO 33IAHHBIM TEMATHUKaM.

- PpOJIEBBIC WIPBI, MNPEACTABISAIOT COOOW MOJEIUPOBAHHME CUTYyallud, B
KOTOPOM y4aCTHUKaM MpeaJiaraeTcsi MPUHSTH ONPEISICHHYIO MO3UIUI0 (POJib) U
3aTeM BbIpabOTaTh CHOCO0, KOTOPBIM TMO3BOJUT MPUBECTH ITYy CHUTYaIUI0 K
HaWJIyuIeMy pesyibTaTy (urpa). PoneBeie urpsl Hambosiee >(h(PEKTUBHBI Kak
CPEIICTBO TPHOOPETEHHS M COBEPIIICHCTBOBAHUS HABBHIKOB HEMOCPEICTBEHHOTO
MEXJTMYHOCTHOTO OOIIEHHUsI, KOMAaHIHON paOOThl, a TAaKKE€ HABBIKOB MPHUHSITHS
pELICHUM.

- TPEHHHTH, I 00eCTIeUeHUs] HABBIKOB MPUHATHS PEIICHUN U JIUJIEPCKUX
kauectB. [IpoBenmenue 3aHsATHII B (opmMe TpEeHHWHTra MPEANOJIaraeT MPOIIECC
MOJTYYEHHUs] HABBIKOB U YMEHHUN B KaKOU-JIMO0 0071aCTH MOCPEACTBOM BBITIOJTHEHUS
MOCJIEAOBATENBHBIX 3aJaHUM, NEUCTBUN WJIA UTP, HANIPABJIEHHBIX HA JTOCTHMKECHUE
HapaOOTKU U pPa3BUTHUA TpeOyeMOro HaBbIKa. TPEHUHT TMO3BOJISET JaTh €ro
y4aCTHUKaM HEJO0CTAINy0 HHGOpMaIKIo, COOPMUPOBATH HABBIKK YCTOWYUBOCTH
K JIaBJICHHMIO, HaBBIKM Oe3omacHoro mnoBeneHus. HeocrnopumbiM JTOCTOMHCTBOM
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TPEHUHTa SBISETCA TO, YTO OH OOecneuynBaeT aKTHMBHOE BOBJIEYEHHE BCEX
YYaCTHHKOB B Ipolecc oOydeHus. PaznuuHble cUTyaluu, BO3HUKAIOLIUME B
rpynnax TPeHUHTa, SBJISISICh YUEOHBIMU U B 3TOM CMBICIIE YCIIOBHBIMU, UTPOBBIMU,
Uit 00y4aeMOoro BBICTYMAIOT KakK BIIOJIHE peajibHbIe CUTYaIllH, B KOTOPHIX HAJ0
JEWCTBOBAaTh CO BCEW OTBETCTBEHHOCTBIO 3a pe3yJbTar AcicTBUA. UyBCTBO
OTBETCTBEHHOCTH 3/ECh 0C0O00€: HE TOJIbKO Iepes camMuM coOOl, HO W mepen
napTHEpaMH MO TpylIe, TaK KaK YCIEIIHOCTh JEHCTBHUS KaXKIOTO— 3TO  3aJor
ycriexa JAesiTeIbHOCTH BCEN TPYIIIIHI.

- aHaNIM3 CUTyaluud (KeHWc-MeTon) — TEeXHUKAa OOy4YeHHs, MCIOIb3YIoIas
ONMMCAaHHWE peajbHbIX cuTyaruil. OOyyaronuecss JOJKHBI MPOAHAIU3UPOBATH
CUTYaIlMIO, pa30o0paThCcsi B CyTH MPOOJIeM, MPEAJIOKUTh BO3MOXKHbBIE PEIICHUS U
BBIOpaTh Jiydiliee M3 HHUX. B OCHOBE MeTOJa KOHKPETHBIX CHUTYalUW JIEKUT
ONKCaHUE KOHKPETHOM NpO(eCCHOHATBHOW JEATENIBHOCTH WM 3MOLHMOHAJIBHO-
ITOBEJICHUYECKUX AaCIIEKTOB B3aUMOACUCTBHS Jtojeu. 1Ipu mM3ydyeHMM KOHKPETHOMN
CUTYyallUM, M aHaju3€ KOHKPETHOIO IpuUMepa CTYACHT JOJDKEH BXKHUTHCS B
KOHKPETHbIE  OOCTOSITENbCTBA, MOHATh CHUTYallMIO, OLEHUTh OOCTaHOBKY,
OIPEENNTh, €CTh JIU B HEH MpobJieMa U B 4eM €€ cyTh. ONpeaenuTb CBOIO poJib B
pEelIeHNH MpoOJIEMBI M BBIPA0OTATh LETECO00Pa3HYIO JIUHUIO TOBEACHUS.

OueHouHble WM METOJMYECKHE  Marepuaibl [0  JUCUUILIMHE
«/loxymenmoobopom u denonpouzsoocmeoy npeactasiieHsl B ©OMM.

IIpy 1OArOTOBKE K NPOMEXKYTOYHOMY WM HTOIOBOMY TECTUPOBAHMIO
HEOOXOJMMO M3yUUTh TEOPETUYECKUI W MpaKkTUYeCKuil Mmarepuai. TecToBble
3ajaHus (C mepeyHeM BO3MOXKHBIX BapUaHTOB OTBETOB, CPEIU KOTOPBIX XOTsI Obl
OJIMH OTBET SBJIAETCS HEBEPHBbIM) OOECHEUYMBAIOT CTPYKTYPHOCTb MBIIIJICHHUS,
BBIHYKJIGHHOTO BBIOpAaTh M3 MPEIOKEHHBIX BAapHAHTOB OTBET BCE IMPaBUJILHBIC
BapuaHThl. TecTOBbIE 3aJaHUsl HAa YCTAHOBIICHHS COOTBETCTBUS MOAPA3yMEBAIOT
HEOOXOAMMOCTh MPOSIBJICHUST HE TOJBKO 3HAHUS y4eOHOro marepuana, HO H
YMEHUSI TPUMEHATh MpaBuja (OPMAIbHOM JOTMKHA. TecToBble 3aJaHUs Ha
YHOPSAOYECHHE HAIpPaBJIEHbl Ha YCTAHOBJIEHHUE JOTMYECKOHN MOCIEA0BATEILHOCTH
paccMaTpUBAEMbIX SBJICHHHM (BPEMEHM CYIIECTBOBAHUS SBIICHUM, PACHOJIOKEHUS
CTPYKTYPHBIX 3JIEMEHTOB MPABOBBIX TJOKYMEHTOB U T.I1.).

D¢ GheKTUBHBIM CHOCOOOM ISl TOJATOTOBKM K TECTUPOBAHUIO SIBIISACTCS
paboTa o0ydaromerocsi Mo peneHruI0 TECTOBBIX 3aJlaHUM, MPEJOCTaBICHHBIX IS
CaMOCTOATENLHON pa0oThl. Takke MpU MOATOTOBKE K TakoW (opMe KOHTPOJIS
3HaHUM, KaK PEIICHUE TECTOBBIX 3aJaHUM, CIEAYET CAMOCTOSATENIbHO MOMbBITATHCS
npopaboTaTh paccMaTpuBaeMble B JUCIHUIUIMHE BOMPOCHI B (JOpPME COCTABICHHUS
TECTOBBIX 3aJIaHUM.

IIpy moAroToBke K 3adery cleAyeT HMMETb B BHUAY, YTO OH SBJISETCS
UTOTOBOM (POPMOIT KOHTPOJIS IO U3YUEHHUIO JAHHOW y4eOHON NMUCHIUIUIMHBI. 3a4eT
MOJPAa3yMEBACT  MAKCUMAJbHYX  KOHICHTPAUMIO 3HAHUM W YMEHHUM,
MpeAnojaralomx MoJHOE U3yYeHUEe MaTepuala JUCIUIUIUHBI.

3aduer TpoBOAUTCS B (PopMe YCTHOrO coOece0oBaHMs, BBITOJIHECHUS
NUCbMEHHOTO 3aiaHus. Pemienne mnpenogaBaTesnss 00 HTOrOBOWM — OLIEHKE
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MPUHUMAETCS MO PE3YJbTAaTaM YCTHOIO OTBETAa M BBIIOJHEHHOTO MUCbMEHHOTO
3a1aHMSA, B 3aBUCUMOCTH OT IIKAJIBI OLIEHKH.

B kadecTBe HMCTOYHMKA JONOJHUTEIBHBIX MAaTEPUATIOB PEKOMEHAYETCS
MOJIb30BaThCsl MH(pOpMalMen OTKPBITOro Joctyma ceTu Internet (maHHBIMEU
UH(GOPMAIIMOHHO-TIPABOBBIX U 00pa30BaTENbHBIX MOPTAJIOB, OQUIIHAIBHBIX CAWTOB
MHHHUCTEPCTB, BEAOMCTB, OTIACIBHBIX OPTraHU3alWW, JAHHBIMU T'OCYIAPCTBEHHON
CTaTUCTHKHU, pe3yJbTaTaMU 3KCIEPTHO-aHATUTUYECKUX 0030poB). Kpome Toro,
MO>KHO BOCIIOJIb30BaThCS BO3MOKHOCTSIMH CIPABOYHO-TIPABOBBIX CHUCTEM, 0asbl
KOTOPBIX COAEPKAT HE TOJBKO TEKCT HOPMATHBHBIX AKTOB, HO U HAYYHBIE CTAThbU
no paznmuuHbiM  BompocaM  (Hampumep, CIIC  «Koucynbrant  Ilmrocy).
PekomeHmyeTcst Tak:Ke UCIIOJIb30BATh AJIEKTPOHHO-OUOIMOTEYHBIE CHCTEMBI.

10. OcoO0eHHOCTH OCBOECHHUSA TUCIHHUIIMHBI 1JI1 HHBAJIHI0B M JIHII C
OrPAHUYE€HHBIMH BO3MOKHOCTSIMH 3/10POBbSI

OOyueHre OOYYAIOIIUXCS C OTPAaHHMYCHHBIMH BO3MOXXHOCTSIMHU 3J10POBbS
pu HEOOXOIUMOCTH OCYIISCTBIIICTCS Ha OCHOBE aJalTHPOBAHHON pabodueit
IporpaMMbl  C  HCIIOJIB30BAHHEM  CIICIIUATBHBIX ~ METOAOB  OOYYCHHS W
JTUIAKTHYECKAX  MAaTepUaOB, COCTaBICHHBIX C yYe€TOM OCOOEHHOCTEH
NCUXO(U3UYECKOTO PA3BUTHUS, WHAWNBUAYAIBHBIX BO3MOXKHOCTEH W COCTOSIHHS
3JI0pPOBbsI TAKUX O0ydaromumxcs (o0ydaronerocs).

B mensx ocBoeHHs y4eOHOM IporpaMMBbl JUCIUILIAHBI «/JOKyMeHmoobopom
U 0e1onpouU3800CMeE0» VHBAIUIAMU U JIMIIAMU C OTPAHMYCHHBIMH BO3MOKHOCTSIMHU
310pOBbs THCTUTYT 0OCCIIieunBacT:

— JUIS MHBAJMJOB W JIMI] C OIPAaHUYCHHBIMH BO3MOXKHOCTSIMH 3JIOPOBBS IO
3pEHUIO: Pa3MEIIEHUE B JOCTYITHBIX JJIs OOYdYaONIUXCS, SBJSIONIUXCS CIICTIBIMU
WIK CIa0OBUISAIIMMU, MECTaX W B aJalTHPOBAHHON (QoOpMEe CIPaBOYHOM
UHPOpMAIIMM O pacHUCaHWHM YUYeOHBIX 3aHATHH; TPUCYTCTBUE AaCCHCTCHTA,

OKa3bIBAIOIIETO oOy4aroriemMycs HEO0OXOUMYIO MOMOIIIb; BBIITYCK
AIbTEPHATUBHBIX (POPMATOB METOJUYECKUX MATepUaioB (KpyHHBIA MPpUPT wiH
aynuohanel);

— JIJISI MHBAJIUJOB U JIMI[ C OTPAHMYEHHBIMU BO3MO>KHOCTSIMU 3JI0POBbS T10
CITYXY: HaJICKAIIMMHU 3ByKOBBIMH CPEJICTBAaMHU BOCIIPOM3BEIcHUE HH(POPMAITUH;

— JJI1 WUHBAJUJIOB M JIMI] C OTPAHUYEHHBIMH BO3MOXHOCTSIMU 370POBbBS,
UMECIONIMX  HApyIICHUS  ONOPHO-JABUTATEIBHOTO  ammapaTa:  BO3MOXHOCTh
OeCpensITCTBEHHOTO JOCTYIMa 00yJarouuxcsi B yueOHbIe TTOMEIIEHUSI, TyaJeTHBIC
KOMHATBI U JPYTHe MOMEIICHUS, a TAKXKEe MPEeObIBAHNE B YKA3aHHBIX MOMEIICHUSX.
OO6yuaronuecs u3 yucia uHBaauaoB u ymi ¢ OB3 olecrniedeHbl meYaTHBIMU U
(1K) SIIEKTPOHHBIMU 00pa30BaTEILHBIMU pecypcaMu B (hopMax, aanTHPOBAHHBIX
K OTpaHUYEHUSIM UX 310poBbsi. OOpa3zoBaHKre OOYyYaIOIIMXCS C OTPAaHUYCHHBIMU
BO3MOYKHOCTSIMU 37I0POBBSI MOKET OBITh OPTAaHM30BAHO KaK COBMECTHO C JAPYTHMHU
OOyJaroIIMMHUCS, TaK U B OTACTBHBIX TPYIIIAX WA B OTACIBHBIX OPTaHU3AIUSIX
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11. Ilepeyenb MHGOPMALMOHHBIX TEXHOJIOTHH, NPO(ecCHOHAIBHBIX 0a3
JAHHBIX, HCIOJIb3YeMbIX IPH OCYLIECTBJICHUN 00pa30BaTeJIbHOIO Mpouecca
10 JMCUHUILINHE (MOYJII0), BKJIKYAsl lepedyeHb NPOrpaMMHOro odecrneyeHust
U MH(POPMALMOHHBIX CIIPABOYHBIX CHCTEM

IIporpammHoe o0ecnieueHue:

1. Onepanmonnas cuctema (Microsoft Windows 8.X IIponpuerapnas);

2. [Taket odpucueix mporpamm Microsoft Office Professional 7 (MS Word,
MS Excel, MS Power Point IIponpuerapnas);

3. Apxusarop (7-Zip GNU Lesser General Public License)

4. TIporpammHOe obecriedeHue i IPOCMOTPa IEKTPOHHBIX TOKYMEHTOB B
crangapte PDF (FoxitReader GNULesserGeneralPublicLicense);

5. Web-6paysep (Mozilla Firefox GNU Lesser General Public License);

NudopmanuoHHble CIPAaBOYHbIE CHCTEMBbI:

1) CnpaBouno-mipaBoBas cucrema «KoncymnprantlLmocy.

12. MaTepuajnbHO-TeXHUYeCKasi 6a3a, He00XoAUMasi VIl OCYLeCTBJIEHUS
o0pa30BaTe/IbHOIO NpoLecca 1Mo JMCHUIIHHE (MOLYJ1I0)

Cnenmnann3npoBaHHble AYIMTOPHH:
YueOHast ayauTopus JUIsI TPOBEACHUS 3aHATUH CEMHHAPCKOTO THIIA, KYyPCOBOTO
NPOEKTHUPOBAHUS (BBIMOJIHEHUS] KypCOBBIX paboT), TpPYNNOBBIX U HWHAWBUAYAIbHBIX
KOHCYJIbTAIM, TEKYILIEro KOHTPOJIS U MPOMEXYTOUHOM aTTecTalluu / KOMIIbIOTEPHBIN Kiacc
/ mOMeIIeHHUE JUIsl CAMOCTOSATEIbHOW paboThI
Texnuueckue cpeacTBa 00y4eHuUs:

KOMITBIOTEP C IPOrpaMMHBIM OO€eCIieYeHHEM, YKa3aHHbIM B 11.11, nocTynom k cetn
«MHTEepHET» U 00ecrieueHneM I0CTyIa B AJIEKTPOHHYIO HH(OPMALIMOHHO-00pa30BaTEeNbHYIO

cpeay

Cnenmnaiu3upoBaHHble AYIUTOPUM:

VYyeOHast ayIuTOpHs JUIs MIPOBEACHUS 3aHATHH JEKIIMOHHOTO THIA, 3aHATUH CEMHHAPCKOT0
TUIA, KypCOBOTO NPOEKTUPOBAHUS (BBIIOJHEHHUS KypCOBBIX palOT), TpPyHHOBBIX H
VHJUBHYaJIbHBIX KOHCYJIBTALMM, TEKYIIEr0 KOHTPOJISL U IPOMEKYTOYHOU aTTECTALUU
Texnuveckue cpeacTsa 00y4eHus:

MYJIbTUMEANNHBIN KOMIUIEKC
KOMIIBIOTEP C MPOrPaMMHBIM oOecrieueHreM, YKa3aHHbIM B 11.11
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