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Pabouas mnporpamma 10 JAUCHMIUIMHE «JlOKyMEHTalMOHHOE oOOecreueHue
yOpaBieHus» pa3zpabotana Ha ocHOBe DenepaqbHOr0 TroCyJapCTBEHHOTO
oOpa3oBaTenpHOTO CTaHAapTa BhIcmiero ooOpasoBanus (mainee ®I'OC BO) mo
HanpasieHuio moarotoBku 38.03.01-Okonommuka, HampaBneHHocTs (mpoduiib)
o0pa3oBaTeNbHOM MPOrpaMMbl ByXranTepckuil yder, aHaiu3 U ayIuT

Pa3zpaboTuuk: K.3.H., TOIEHT
kadeapsl MeHeKMeHTa /MuponoBa ULA.

PaccmoTpena u ogoOpeHa Ha 3acegaHuu Kadeapbl MEHEKMEHTa «27» CEeHTAOps
2024 r. ITpoTokomn Ne2.

COI''TACOBAHO:

3asenyromuii kadeapoit / Yymakos B.H.
Pykosogutens OII / [Tymunun A.B.
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1. llosicHUTEIHLHAA 3aIUCKA

Kypc «Joxymenmayuonnoe obecneuenue ynpagnenusy 3aHUMAET BaXKHOE
MECTO TMPH MOATOTOBKE OakanmaBpoB mo HamparieHwio 38.03.01. - DxoHOMHKA.
Hanpasnennocts (mpoduib) oOpa3zoBaTenbHOM MporpaMMbl byxrantepckuii yuer,
aHallu3 U ayIuT.

[lenpto ocBOEHUS JOUCHMILUTUHBI  «JlOKyMEHTAIlMOHHOE OOecleueHue
yOpaBJICHUS»  SBISETCA U3yYeHHE CHCTeM JIOKyMEHTAllMH, OpraHu3aliu
JTOKYMEHTUPOBAHUS u JIeTIOTIPOU3BOICTBA, COCTABJISIOLINX OCHOBY
MH(POPMALMOHHBIX TPOIIECCOB B SKOHOMUKE.

3a1auu JUCIUIUINHBIL:

. 03HAaKOMJICHUE CTYJICHTOB C 3aKOHOJIaTeJIbHOW M HOpMAaTUBHOMN 0a30i,
METOJIUYECKUMU pa3pab0OTKaMu M OCHOBHOM HAy4YHOM 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

Hucrunvna «/[okymenmayuornnoe obecneuenue ynpasieHus» y4acTBYeT B
dbopMHUpPOBaHUU CIEAYIONIEH KOMIIETEHIINH (CAEAYIOMMX KOMITETEHIIUN):

Komnerenuun NuagukaTopbl JeckpunTopsl

VK-4 - Cnocoben [1YK-4.3 3nanusa: OCHOB JOKYMEHTAI[MOHHOTO
OCYIIECTBIISTH ACTOBYIO |OCyIIECTBIISIET IETIOBbIE| OOCCIICUeHHsT ympaBlieHus: B cdepe
KOMMYHHUKAIMIO B YCTHOH H KOMMYHHUKaIUH Bl OM3Heca, cocTaBa OpraHHU3aIOHHO-

NUCbMEHHON  (dopMax  Ha
rOCyJJapCTBEHHOM SI3BIKE
Poccuiickoit  ®@enepaunn  u
WHOCTPaHHOM(BIX) SI3bIKE(aX)

YCTHOM M NHMCBMEHHOH| PaBOBOM, pacnopsIIUTENBLHOM,
(dbopmax Ha pycCKOM MH(POPMALIMOHHO-CITPABOYHOM,

M (UIM) MHOCTPAaHHOM| IJIAHOBO-OTYETHOMN JIOKyMEHTAUU
SI3BIKAX IIPaBHUJI €€ COCTAaBIICHHUS,

Ymenus: Onpenensats  coCTas,
CTPYKTYpy )51 coJiepyKaHue
JOKYMEHTAllUH, obecrieunBaroLIeit
YIPaBJICHHE MpeNNpUSITHEM,
ONpEAENATh BHJIbI 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

JucuuniamHaa b1.B.Z1B.01.02 «/lokymenmayuonmoe obecneuenue
ynpaseieHus»  SBISCTCA OUCYUNIUHOU NO  8blOOPY  uacmu, @Gopmupyemo
VUACMHUKAMU 00PA308AMENIbHBIX OMHOWEHUNl ISl TIOATOTOBKH CTYACHTOB 10
Hanpasnenuto  38.03.01. - Oxonomuka. Hampasinennocts  (mpoduib)

o0pa3oBaTeabHON MPOrpaMMbl byXranTepckuil yuer, aHauu3 U ayIuT.
UCHUILINHBI (MOYJIH
IpenmecTByiomue Aucn (monym), IMocaenyromue
NPaKTHKHU y4e0HOI0
AUCHUTLTHHBI AUCHUTLTUHBI
IUIAHA, B KOTOPBIX
Hudp (MoayJin), NPaAKTHKH R —— (MoayJin), NPAKTUKH
KOMIIeTeHIIUH y4e0HOro IJjiaHa, B yueOHOro nmjiaHa, B
ocBauBaeTcs
KOTOPBIX 0CBAUBAETCS KOTOPBIX 0CBAUBAETCS
napajjiejibHo ¢
KOMIIeTeHI[UA . . KOMIETeHITUsI
H3y4aeMoil TUCIHUTITHHOMH

6 sTam — 6 cemecT
1,2,3 sran—1,2,3 P
[IpousBoacTBEHHAA

CEMECTPBI DAKTHKA
VYK-4 (4 aramn) WNHOCTpaHHBIN A3BIK - p
7 atamn — 8 cemecTp
4 stan- 4 cemectp
[IpegaurnmomHuas
VYyeOHas mpakTHKa
MIPAKTHKA

4. O0beM IMCHUIIMHBI (MOXYJIS) B 3a4€THBIX €IMHUIAX C YKA3aHHEM
KOJINYeCTBA aKaJleMHYeCKHUX MM ACTPOHOMHYECKHX YaCOB, BbIIEJICHHBIX HA
KOHTAKTHYI0 pa0doTy 00y4ar0IuXxcs ¢ npenojaanaresieM (Mo BUAaAM y4eOHbIX

3aHATHI) U HA CAMOCTOATE/IbHYIO pa0doTy 00y4YaroIIMXCcs

OO6mas TPYAOEMKOCTh OCBOCHMUS y4eOHOM JUCIUTLIINHBI
«/lokymenmayuonnoe obecneuenue ynpasnierus» COCTABISAET 3 3aUETHBIX €IMHMUII
win 108 akagemuueckux yaca. JlucuuruiiHa wu3ydaeTcsi B D ceMecTpe.
[TpomexyTouHas aTTecTanus B Gopme 3a4eTa B 5 ceMecTpe.

Cemectp No cemectpa 5 Beero,
aK.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 OTBeJI€HHOI0 HA HUX KOJMYECTBA aKaAeMUYeCKUX
WIHA ACTPOHOMMYECKHUX YACOB M BUJIOB YUEOHBIX 3aHATHH

Haumenosanue
pazzierna IUCUMUILIUHBI
(Tema)

TpynoeMKoCTh

BCEro

KonrtakTHas pabota

JICKIIUN
MpaKTU4. 3aHATHA

1a00p.3aHATUS

caMmocT. pabora

Conepxanue

S CEMECTp

OCHOBEI
JIOKYMEHTAI[HOHHOTO
obecnieyeHus
OpraHu3aI|u

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
JOKYMCHTAIlMH,
oOpa3yromuecs B
mporecce  yIpaBlICHUS
JESITEIIbHOCTHIO
OpraHu3aun

25

17

CocraB, cTpykTypa H
coJiepXKaHue
JIOKYMEHTAllUH,
o0ecrieunBaroen
OpraHM3aLHIo. Cocras
OpTraHU3aI[IOHHO-
IIPaBOBOIA,
pacnopsIIUTENBLHOM,
UH(POPMALIMOHHO-
CIIPaBOYHOM, IJIAHOBO-
OTYETHOM  JIOKYMEHTALIMH,
MpaBWiia €€ COCTABJICHUS U
odopmITeHUS

OcobeHHoCcTH




JOKYMEHTO000poTa
Oo6mwas XapaKTepUCTHKA
KaJpOBOTO cocraBa
NPEIIPUSTHSL.
Opranuzanus
JOKYMEHTAIHOHHOTO
o0ecrnievyeHus J1eATeIbHOCTU
KaJpoBOil CITY>KOBI
OPEIITPUITHSL.

JloKkyMeHTaIMoHHOE Opranmzanuss  paboThl ¢

obecrnieueHue o5 4 4 17 KaJIpOBOM JIOKyMEHTalUEH.

yIpaBJICHUS Ocobennoctu

MEPCOHAIIOM. UCIIOJIb30BaHUS ceTH
HNHtepHer pmna  peuieHus
3a1a4y KaJpOBOTO
JIeTTOTIPOU3BOICTBA.
Odopmiienue JIEIIOBBIX
nuceM,  JOKJIAIHBIX |
CITyKeOHBIX 3aIMHCOK,
OTBETOB Ha Ka00bI
noTpeOuTeNen.
Opranuzanus paboTel  C
JIOKYMEHTaMHU.
Cucremaruzanus
JOKYMEHTAallMu B Ipoliecce

Oprammsams JeSITeTbHOCTH

24 4 4 16 OpraHu3aIu.

JIOKYMEHTO000poTa
dopMHpOBaHHE u
odopmiieHue Je.
DKcnepTusa LIEHHOCTH
JOKYMEHTOB,  TOJTOTOBKA
JIOKYMEHTOB K XPaHEHUIO.

3auer 9 0,25 8,75
Hroro 108 | 16| 16,25 75,75

6. Ilepeyenb yueOHO-METOAMYECKOT0 00ecriedeHUs AJIs1 CAMOCTOSTEIbHOM
PadoThI 00y4aONIUXCH MO TUCHUILINHE (MOYJII0)

Ne Bunel camoctosiTenbHON paboTh TpynoemMkocTs, ®dopma KOHTpOJII™
aK. 4acel
1. [TpopaboTka TeopeTHUecKoro
. Koncynbranus
MaTepuaia 1o KOHCIEeKTaM JIEKIIHH,
. IpenojaBaTes,
PEKOMEHI0BAaHHOU JIUTEpATYpE, 22 CTHOE
JIOTIOTHUTEIbHBIM UCTOYHUKAM M
cobeceioBaHNE
uHpopManuu
2. IToaroToBKa K MPaKTUYECKUM BricTynuenue ¢

3aHATHUSAM: TIOMCK HEOOXOAMMOI
uH(popMaluu, oopaboTka
nH(hOpMaIlMU, HAMMCAHUE TIOKIIA/Ia,

23

JIOKJIaJIOM,
Mpe3eHTalHs,
OTBETHI Ha




MOJITOTOBKA K BBICTYILJICHHUIO JMCKYCCHOHHBIE
(muCcKyccHm) BOITPOCHI

3. [ToaroroBka K TeKyIieMy KOHTPOJIO
(TecTMpOBaHWE W/UIIM HAIIICAHUE 22 Tectsl, pedepats
pedeparta)

4. IToaroroBka K mMpoOMeXyTOYHON YcrHoe
aTTecTalun 8,75 cobecenoBaHue,
(BOMPOCHI K 3a4ETY, UTOTOBBIN TECT) TECTUPOBAHUE

Jlsis caMOCTOATENbHONW paboThl MO MUCHUIUIMHE (MOMAYINIO) OO0ydarouuecs
UCTIOJIB3YIOT CIIEAyIolIee yueOHO-MeToIuuIeckoe o0ecreueHue:

1. CoxonoBa, O. H., JlokymeHTallMOHHOE OOECTieueHne YIpaBICHUS B
opranuzanuu : yueOHoe mocoome / O. H. CokonoBa, T. A. AxumoukuHa. —
Mocksa : KnoPyc, 2024. — 192 ¢. — ISBN 978-5-406-13032-2. — URL.:
https://book.ru/book/953401 (mata oOpamenus: 22.08.2024). — Tekcr
AJIEKTPOHHBIM.

2. Ky3nenos, . H. JlokyMeHTallMoOHHOE OOECI€UeHUE YNpPaBICHUS.
JIOKyMEHTOOOOPOT U AETONPOU3BOACTBO : YUEOHUK M MPAKTUKYM i By30B / U.
H. Ky3nenoB. — 4-¢ u3zn., nepepab. u mon. — Mocksa : U3gatenscTBo FOpaiit,
2024. — 545 c. — (Bwicmiee oOpazoBanue). — ISBN 978-5-534-16003-1. —
Teker : anexktponHsbIt // O6pazoBaTenbHas miardopma FOpaitt [caiit]. — URL:
https://urait.ru/bcode/535548 (nara oopamenus: 22.08.2024).

3. Aobymanze, J. I JlokymeHTannoHHOE oOO€ecleueHrne yrpaBiIeHUs
nepcoHajaoM : y4yeOHUK W mpakTukym mius By3zoB / J[. I'. AOGymamze, U. b.
Bempsokkuaa, B. M. MacnoBa. — 3-e¢ u3na., mepepabd. m gom. — Mocksa :
NznarensctBo IOpaiit, 2024. — 374 ¢. — (Bricmee obpazoBanue). — ISBN 978-
5-534-16669-9. — Tekcr : anekrponHbIit / ObpazoBatenbHas miardgopma FOpaiit
[caifT]. — URL: https://urait.ru/bcode/536724 (nata obpamenus: 22.08.2024).

4, Kysneno, . H. [okymenTtanimonHoe oOecrieueHue YMpaBIICHUS
MEPCOHANIOM : Y4eOHHMK U mpakTukyMm s By3oB / U. H. Ky3nenos. — 3-e usn.,
nepepad. u mon. — Mocksa : MznarensctBo FOpaiit, 2024. — 397 c. — (Bsiciee
obOpazoBanue). — ISBN 978-5-534-16692-7. — TekcT : SIEKTPOHHBIA //
Oo6pazoBaTenbHas iargopma Opaiit [caiiT]. — URL:
https://urait.ru/bcode/536192 (nmara oopamenus: 22.08.2024).

5. Hoponuna, JI. A. Opranuzanus 1 TEXHOJIOTUSI JOKYMEHTALIMOHHOTO
oOecrieueHusl yIpaBJIeHUs : YYEOHUK W TPakTUKyM Juist By30B / JI. A. JlopoHuHa,
B. C. UputukoBa. — 2-e¢ u3a., nepepadb. u jgon. — MockBa : M3gaTenbcTBO

FOpaiit, 2024. — 270 c. — (Bricmiee oopazoBanue). — ISBN 978-5-534-16016-1.
— TekcT : anexkTpoHHbIi // ObpazoBaTensHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/536404 (nata oopamenus: 22.08.2024).

6. lyBanoBa, H. H. Opranu3amnus 1 TeXHOJIOTHS TOKyMEHTAIIMOHHOTO
oOecrniedyeHus ynpaBjieHus : yueOHUK U npakTukyMm it By3oB / H. H. IllyBanoga.
3-¢ u3., nepepad. u mporn. — Mocksa : U3gaTensctBo FOpaiit, 2024. — 247 c.
— (Bwiciee obpazoBanme). — ISBN 978-5-534-16537-1. — Tekcr




anekTpoHHbI // OOpaszoBatenbHas tuatdopma FOpait [caiit]. — URL:
https://urait.ru/bcode/536968 (mata obpamenwms: 22.08.2024)

7. Koprees, 1. K. JlokyMeHTHpOBaHME yIIPABICHUYECKON NEITENBHOCTH
: yaueOnuk mis By3oB / U. K. Kopnees, A. B. [lmenko, B. A. MamypueB. — 3-¢
u3a., nepepadb. u gon. — Mocksa : U3marensctBo FOpaiit, 2024. — 438 c. —
(Bricmiee oo6pazoBanue). — ISBN 978-5-534-16001-7. — TekcT : sneKTpOHHBIH //

OOpazoBaTenpHas miatgopma FOpaiit [caiiT]. — URL:
https://urait.ru/bcode/536393 (mara obpamenus: 22.08.2024).4)
8. @®oHJ OIEHOYHBIX M METOAMYECKHX MaTepuajoB IO JUCHHUTIIMHE

((I[OKYMGHT&HI/IOHHOC oOecrecueHue YIIPABJICHU).

7.DoH/1 OLIEHOYHBIX U METOAMYECKUX MATEPHUAJIOB /IJIsl IPOBeAeHMSsI
NMPOMEKYTOYHOM aTTecTAUM 00y4AOIIUXCA M0 JUCHUIJINHE

BOIIpOCbI AJIAA IIPOBEACHUS l'[pOMe)KyTO‘lHOﬁ arTrecralmmm (3aqua)

1. OO0ocHOBaHHE HEOOXOAMMOCTA OOYYEHHS JIOKYMEHTAHOHHOMY
00€CIIEYEHUIO U €r0 aBTOMATU3AI1H.

2. JlokymenToo00OpoT B opranu3auuu. PaGota ¢ BXOASIIMMHU
JIOKYMEHTaMHU.

3. Knaccudukatopbl JOKYMEHTOB.

4. dopmHUpoBaHUE U XpPAHEHUE JIEII.

5. PernamenTanus 1e10npou3BOICTBA

6. [IpesenTauus. Ee pynkius u HasHaueHue. OCHOBHBIE 3JIEMEHTHI.

7. OCHOBHbIE MOHATHUS JOKYMEHTAIIMOHHOTO OOECTeUeHUs YIpaBlICHUS
(1emompou3BOICTBO, TOKYMEHTOOO0POT, JOKYMEHT, PEKBU3UT, U JIp.).

8. OpraHu3zaimoHHble TOKyMeHThl. X QyHKUMM W Ha3HaueHue. YCTaB
OpraHU3aIHH.

9. OcHOBHBIE (PYHKITHH JJOKYMEHTA.

10.  OpraHm3aimoHHBIC JOKYMEHTBHL. WX (QYHKIIMM W Ha3Ha4YCHUE.
[lIraTHOE pacncaHue.

11. VYuuduxanus u crangapTuzanus JOKYMEHTOB.

12.  OpraHm3aimoHHbIC JOKYMEHTBHL. WX (QYHKIIMM W Ha3Ha4YCHUE.
JIlomKHOCTHAsE MHCTPYKLHUSL.

13. bnank. [Tonarue 61anka. TpeGoBanus Kk ohopMIICHHIO OJIAHKOB.

14.  PacnopsiautenbHble JOKyMEeHTHL. VX (QyHKIMM u Ha3Ha4YeHUE.
[Iprka3 1m0 OCHOBHOM JESATEIIBHOCTH.

15. PexBusurt. [lonsatue pekBu3nTa, NOPAI0K UX 0HOPMIICHHS.

16. CopaBouyHO-uH(POpPMAIMOHHBIE JOKYMEHThL. Wx dyHKIUM
Ha3HayeHUe. AKT.

17. TexHuueckue cpeacTBa, UCHOJIb3yEMbIE B AEIONPOU3BOICTRE.

18. CmopaBouHO-mH(GOpPMAllMOHHBIE JOKYMEHThl. WX  QyHKIMM U
Ha3zHayeHue. [Iporoko.

19. bnank. Buasl 61ankoB. Oco6eHHOCTH UX OPOpMIICHHS.



20.  JlokymeHTOOOOpPOT B oOpraHusamuu. PaboTa ¢ HCXOIAIIUMHU
JIOKyMEHTaMHU.

21. bnank. BapuaHThl pacniofio>KeHUS! peKBU3UTOB Ha OJIaHKaX.

22.  IloaroToBka u mepemaya Jel B apXHB.

23. llpaBuna odopmieHHus AaT, HyMEpalud CTpPaHUI], OQOpPMIICHUS
TaOIIUI, MAaTEMAaTHYECKUX (DOPMYIT U COKPAIICHUI.

24.  PacmopsauTenbHblE JOKyMEHTHL. MX (QyHKIIMM © Ha3Ha4YeHUE.
Yka3zaHue.

25.  JloxymeHTOOOOpOT B opranu3aiuu. [Iporiecc KOHTPOJIST UCTIOTHEHHUS
JIOKYMEHTOB.

26.  CrnpaBouHO-uH(OpMalMOHHBIE  JOKyMEHTHl. WX dyHKIMU
HazHaueHue. OObsICHUTENbHAS U TOKJIAHAS 3alUCKU.

27. Jlokymentoobopor B opraHm3anud. Pabota ¢ BXOJAIIUMHU
JIOKyMEHTaMH.

28.  PacmopsauTenbHble JOKyMEHTHL. MX (QYHKIIMM © Ha3Ha4YCHUE.
Pacnopsixenue.

29.  OCHOBHBIE MIOHATHUS JOKYMEHTAIIMOHHOTO 00ECTICYeHHS YITPABICHUS.

30.  CmpaBouHo-uH(OpPMALIMOHHBIE  JOKYMEHTHL. WX GyHKIUM H
Ha3zHaueHue. [[poTokor.

I[IpumepHbIe NPAKTUKO-OPUEHTHPOBAHHBbIE 32]aHUSA

1.0dbopmuts TpHKa3 O Ha3HAYEHWU OTBETCTBEHHOTO 3a OOpaleHue C
omankamu npennpusitus B cooretcTBuu ¢ ['OCT P 6.30-2003.

2.0opMUTH MPOTOKOJ 3aCeTaHMsI IKCIIEPTHON KOMUCCHUU B COOTBETCTBHH C
THUMOBOM MHCTPYKLIHEN IO AETONPOU3BOJICTBY.

3.CocTaBuTh  CIIy’)kKEOHYIO  3amMCKy Ha  TOOUIPEHHWE  COTPYAHHKA,
MIEPEBBITIOIHUBIIETO TJIAHOBBIC TOKA3ATEH.

[TonHbIA KOMIUIEKT 3aJaHWil W 3TanoB (OPMUPOBAHUS KOMIETEHLIUU
npeacrasiieH B OHIE OLIEHOYHBIX U METOAUYECKUX MATEPUAJIOB JJIsl IPOBEICHUS
IPOMEKYTOUHOM aTTecTaluu oOydYaroumxcsl MO JUCUUILIMHE, O(OPMIICHHBIN
OTJIEJIBHBIM JIOKYMEHTOM, MPEJCTABIEH B MPUIOKEHUH 1.

8. [lepevyeHb OCHOBHOM, 10MOJTHUTEIbHON YUeOHOMH JIUTEPATYPbI, PECYPCOB
HH(POPMALMOHHO-TEJIEKOMMYHHUKANIMOHHOM ceTH «THTepHeT), He00X0AUMBbIX

JJI51 OCBOEHMS TMCUMILTUHBI (MOYJIs1)

a) HOPpMATHBHbIE PABOBbIE AKTHI
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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 - pacmopsAIuTeIHLHOU
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. CoxkonoBa, O. H., [JokymeHTanimoHHOe OOeCreYeHUe YIpPaBJICHUS B
opranuzauuu : ydebnoe nocodue / O. H. CoxkonoBa, T. A. AxkumouknHa. —
MockBa : KuoPyc, 2024. — 192 ¢. — ISBN 978-5-406-13032-2. — URL.:
https://book.ru/book/953401 (mata oOpamenus: 22.08.2024). — Tekcr
AIEKTPOHHBIN.

2. Kysnenos, 1. H. JlokyMeHTanmoHHOE OO€CIEYEHUE YIPABICHHUS.
JIOKyMEHTOOOOPOT U JEJIOMPOU3BOACTBO : YUCOHUK M MPAKTUKYM 1Jisi By30B / .
H. Ky3nenoB. — 4-¢ uszn., nepepad. u non. — Mocksa : U3gatensctBo FOpaiit,
2024. — 545 c. — (Bwicmiee oOpazoBanue). — ISBN 978-5-534-16003-1. —
Teker : anexktponHsbIit // O6pazoBatenbHas miardopma FOpaitt [caiit]. — URL:
https://urait.ru/bcode/535548 (nara obparenus: 22.08.2024).

3. AbGymanze, JI. I JlokymeHTalliOHHOE OO€cTeueHue YIpaBiIeHUs
MEepPCOHANIOM : y4eOHUK W TpakTukym s ByzoB / JI. I'. AoGynmanze, U. b.
Bempsokkuna, B. M. MacnoBa. — 3-¢ u3a., mepepab. u gom. — Mocksa
NznarensctBo IOpaiit, 2024. — 374 ¢. — (Bricmee obpazoBanue). — ISBN 978-
5-534-16669-9. — Tekcr : anekrponHbIit / ObpazoBarenbHas miardgopma FOpaiit
[caifT]. — URL: https://urait.ru/bcode/536724 (nata obpamenus: 22.08.2024).

4, Kysnenos, . H. JlokyMeHTallMOHHOE OOECIeUEeHUE YIIPaBICHUS
MEPCOHAIOM : y4eOHUK H mpakTukyMm s By3oB / U. H. Kysnemnos. — 3-e uzn.,
nepepad. u non. — Mocksa : MznarensctBo FOpaiit, 2024. — 397 c. — (Boiciuee
obpazoBanue). — ISBN 978-5-534-16692-7. — Tekcr : daeKTpOHHBIM //
OOpazoBaTenbHas miatgopma Opaiit [caiit]. — URL:
https://urait.ru/bcode/536192 (nmara oopamenus: 22.08.2024).

5. Hoponuna, JI. A. Opranuzaiusi 1 TEXHOJOTHUS JOKYMEHTAIMIOHHOTO
oOecrieueHusl yIpaBJICHHs : YYCOHUK W TPAakTUKyM Juist By30B / JI. A. JlopoHuHa,
B. C. UputukoBa. — 2-¢ u3a., nepepadb. u jgorn. — MockBa : M3gaTenbcTBO

FOpaiit, 2024. — 270 c. — (Bricmiee oopazoBanue). — ISBN 978-5-534-16016-1.
— TekcT : anexkTpoHHbIi // ObpazoBarenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/536404 (nmara oopamenus: 22.08.2024).

6. [llyanosa, H. H. Opranu3zanusi 1 TEXHOJOTHS JOKYMEHTAIIMOHHOTO
oOecrieueHus ynpaBlieHUs : yueOHUK U mpakTukym uist By3oB / H. H. llyBanosa.
— 3-e u3l., nepepab. u gon. — Mocksa : U3narensctBo FOpaiit, 2024. — 247 c.
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— (Bpicmiee o6pazoBanme). — ISBN 978-5-534-16537-1. — Tekcr

anekTpoHHbI //  OOpaszoBatenbHass Tutatrgopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/536968 (mata oOpamenwus: 22.08.2024)
7. Koprees, 1. K. JlokyMeHTHpOBaHME yIIPABICHUYECKON NEITENBHOCTH

: yaueOnuk mis By3oB / U. K. Kopnees, A. B. [lmenko, B. A. MamypueB. — 3-¢
u3a., nepepad. u gon. — Mocksa : U3marensctBo FOpaiit, 2024. — 438 c. —
(Bricmiee oo6pazoBanue). — ISBN 978-5-534-16001-7. — TekcT : sneKTpOHHBIH //
OO6pazoBaTenbHas miargopma Opaiit [caiT]. — URL:
https://urait.ru/bcode/536393 (mara obpamenus: 22.08.2024).4)

B) I0MOJIHUTEIbHAS JTUTEPaTypa:

1) beikoBa, T. A. JloKyMEeHTallMOHHOE OOECICUCHUE YIPaBICHUS
(menompoun3BoicTBO) : yueOHoe mocobue / T.A. beikora, T.B. Kysunenona, JI.B.
Cankuna ; nopg oOmr. pen. T.B. KysnenoBoit. — 2-e uzn., nepepab. u jom. —
Mockga : UHOPA-M, 2021. — 304 c. + [{on. maTepuanbl [DIEKTPOHHBIN pecypc].
— (Cpegnee mpodeccuonanbHoe obOpaszoBanue). - ISBN 978-5-16-013913-5. —
Pexxum noctyna: https://znanium.com/catalog/product/1141796

2)beikoBa, T. A. JlokyMeHTallMOHHOE OOECIICUYCHUE  YIIPABJICHUS
HEroCy/IapCTBEHHBIX opraHuzamnuii : ydyeOHoe mocooue / T. A. beikora, JI. B.
CankuHa. — 2-¢ u3n., nepepad. u gon. — Mocksa : UTHOPA-M, 2020. — 302 c. +
Hon. Marepuanbl [DnekTpoHHbIM pecypc]. — (Bwicmiee oOpaszoBanue:
bakanaBpuar). - ISBN 978-5-16-010379-2. —Pexum JOCTymna:
https://znanium.com/catalog/product/1072260

r) pecypcnl cetu «AHTEpHET!

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

2)  [lenmompou3BOACTBO W JIOKYMEHTOOOOPOT Ha  IPEANPHUSATHH.
http://www.delo-press.ru/journals.php?page=documents

3) KamgpoBoe jgemompom3BOACTBO MW TpyAoBoe TipaBo.  http://hr-
portal.ru/rubric/kdp

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

9. MeToauuecKkue yKazaHusi JAJs 00y4arouuxcsl M0 0CBOEHUIO
AUCHUIIHHBI(MOIYJIs1)

CaMocTosTenbHast MOATOTOBKA 00YYaIOLIMXCS MPOBOAUTCS [l YTy OIeHUs
Y 3aKpEIUICHMs] 3HaHWM, MMOJYYEHHBIX Ha JIEKIUAX U APYIMX BUAAX 3aHATUHU, IS
BbIPa0OTKH HAaBBIKOB CaMOCTOSITEJIbHOTO NMPUMEHEHHUS HOBBIX, JOMOJHUTEIbHBIX
3HaHUU U MOATOTOBKH K MPEJCTOALINM YISOHBIM 3aHATHIM, 3aUETy.

BaxxHbIM  yCIIOBHEM YCHEIIHOIO W3Y4Y€HUS JAWCLMIUIMHBI  SIBISETCS
nocemenue jgekuil. Ilox mocemenrneM noapasymeBaercsi He (popma MaCCUBHOTO
NPUCYTCTBHUS, @ aKTUBHAs paboTa Mo U3y4eHUI0 HOBOTro Matepuana. [lonrotoBka k
JICKIIMOHHBIM 3aHATHUSM BKJIOYaeT B ce0s aHalu3 MpeUlaraeMbIX ISl U3yYeHUs
BOIIPOCOB, M3yYEHHE HOPMATHUBHBIX HWCTOYHHUKOB M Y4eOHOM U Hay4yHOU
JUTEPATYphl IO paccMaTpuBaeMbIM BoIpocaMm Jekuuu. B mporecce neknuu
oOydaroluiics MOXET 3a/laBaTh  YTOYHSIOLIME  BOMNPOCHl,  OCYLIECTBUTH

12
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B3aMMOCBSA3b HOBOI'O MaTepuala C YXKE€ H3Y4YEHHbIM, IOJATOTOBUTH 0a3y I
3¢ (HEKTUBHOTO MCIIONB30BAHMS TONYUYEHHBIX 3HAHHUM, OOJETrYuTh MOJATOTOBKY K
IPAKTHUECKOMY 3aHATHIO. D(P(GEKTUBHBIM CIOCOOOM (PUKCAIUU JIEKIIMOHHOTO
MaTepuana SBISETCS KOHCIEKTUPOBAHME, IMPEACTABISAIONIEE COOOM HE TOJBKO
¢uKkcalnio BaXKHEHIIMX MOMEHTOB JIEKIMH, HO M YKa3aHHUE NPUMEPOB IS
NOHUMAaHUS TOTO WJIA MHOTO TEOPETUYECKOI0 MaTepuaa.

[Ipy moAroTOBKE K MPAKTUYECKOMY 3aHSATHIO HEOOXOAMMO HCIOJb30BATh
KOHCIIEKTUPOBAaHHBIE MaTepuaibl JEKIUi, YYeOHYyI0 M Hay4dHYIO JIUTEparypy.
[TonroroBka OTBETOB IO BBIHOCUMBIM Ha OOCYXKIEHHE BOIPOCAM MPAKTUYECKOTO
3aHATUS BKJIIOYAET B C€Osl HE TOJIBKO IMPOYTEHHE MaTepHuala, HO U €ro aHajlu3 U
KPUTHYECKYI0 OLEHKy.. OOyudaromemycsi cJieayeT BbIIBUTb MaJOU3yYEHHbIE
aCIEeKThl PACCMAaTPUBAEMBIX BOIIPOCOB, MPOSBUTh MHUIMATUBY IPU MOATOTOBKE K
IIPaKTUYECKOMY 3aHATHUIO.

[Ipy mOAroTOBKE K NPAKTUYECKUM 3aHATUAMH M 3a4€Ty PEKOMEHIyeTcCs
CUCTEMATU3UPOBATh 3HAHMS, H300paxas MX B TaOJIMYHOM, rpaUyEcKOM WIH
CXEMaTH4YHOM BUJI€. DTO MO3BOJIUT YCTAHOBUTH B3AMMOCBS3b U3yUaeMbIX SIBICHUI,
YOPOCTUT 3aJady 3allOMHHAHMS MaTepuaina, OOJIETYUT IMPOLECC MPAKTHYECKOTO
NPUMEHEHUS TOJTYYEHHBIX 3HAHUU.

3amayell  NPAKTUYECKUX  3aHATHA  SABISIETCS  BbIpa0OTKA  yMEHUS
UCIIOJIb30BaTh TEOPETUUYECKUE 3HAHUS, NPOSBUTh HAIMYUE MPAKTUYECKUX
HaBbIKOB. IIpm  moAroroBke K  MPAaKkTHYECKOMY  3aHATUIO  CIEIYET
3a0J1arOBPEMEHHOr0 00ECTIEYUTh HAJMuue HEOOXOAMMO IJsi JTAHHOTO 3aHSTHS
MaTepHuaa, CaMOCTOSITEIbHO TOBTOPUTH PAaHEE U3YUECHHBIE TEMBI.

JUIsi yCHnemrHoro OCBOEHUSI JAMCLMIUIMHBI BaXKHBIM  SBJISIETCSI  YMEHUE
paboTaTh ¢ TepMUHAMHM W HMX ompeneiaeHusMu. s paboTel ¢ TEPMHUHOJIOTHEH
(G ()EKTUBHBIM SBJISETCS UCIOJIb30BaHUE KaK Y4eOHOW M HAYYHOM JIUTEpaTyphl,
TaK U OPUINYECKUX U QUIOCO(CKUX CIIOBapeil.

PaboTta ¢ TepMHHAMH MOKET OCYLIECTBISATHCA Kak B (pOpME COCTaBICHUS
COOCTBEHHBIX TEMAaTUYECKHX CIIOBAPUKOB IJisi yJ00CTBA M CKOPOCTH IOMCKA
HeoOxoaumoro TepMuHa. C  3TOM 1ENbI0O HEOOXOIUMO KaXIbId HOBBIN
BCTPEYAIOUIUIICSA TEPMHUH 3allUChIBaTh U BO BPEMs MOJATOTOBKH K CEMUHAPCKUM H
MPaKTUYECKUM 3aHSATUSIM yKa3blBaThb COOTBETCTBYIOLEE ompeneneHue. B ciydae
BO3HMKHOBEHHUSI CJIOHOCTH BbIOOpA OIpEACNICHHUsS] M3 HMEIIIEerocs odbema B
pamMKax Hay4yHOrO 3HaHMS HEO0OXOJUMO 3aJlaBaTh BOIMPOCHI IMPENOJaBaTEN0 B
paMKax JEKIMOHHBIX U NPAKTUYECKUX 3aHATUM.

WnTtepakTuBHbIe  (QOpPMBI  MPOBENEHUS  3aHATHUA 1O  JAUCLUILIMHE
«/lokymenmayuonnoe obecneyeHue ynpasieHus» BKIIOYAIOT B ceOs CIeayIOLIUe
BUJIbI 3aHSITHI.

- MHTEPAKTUBHBIC JIEKIIMM, NPEANOIaraloT HCIOJb30BaHUE METOJA
npoOsieMHOro u3yoxeHus. [Ipu TakoM moaxoje JEKIHs CTAaHOBUTCS MOXO0XKEH Ha
JMajor, MpernojaBaHue UMUTUPYET HUCCIENOBATENbCKUN Mpoliecc (BbIABUTAIOTCS
NEPBOHAYAIILHO HECKOJBKO KJIIOYEBBIX MOCTYJIATOB IO TEME JIEKIUU, WU3JI0KEHHUE
BBICTPAMBAECTCS MO MPUHIUIY CAMOCTOSITENBHOTO aHalu3a U 0000IIeHHs
CTYJEHTaMHM Y4YeOHOro Marepuaina). OTa METOJAUKA I03BOJISIET 3aUHTEPECOBATh
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CTYJIEHTa, BOBJIEUb €ro B mpoliecc o0ydeHus. [I[poTuBopeurs Hay4dHOTro MO3HAHUSA
PacCKpbIBAIOTCSI TOCPEACTBOM IIOCTAaHOBKM MpoOieMbl. YdeOHasi mpobiema u
npoOJieMHasi CUTyalusi SIBJISIIOTCS OCHOBHBIMH CTPYKTYPHBIMH KOMIIOHEHTaMH
npobiieMHoro obyuenus. [lepen HauamoMm M3ydeHHs OMPECICHHON TEMbI Kypca
CTaBUTCSI TEpe]l CTyAEHTaMU MPOOJEMHBIN BOMPOC WM JaeTcs MpoOJIeMHOE
3amanne. CTUMYJUpys pas3pelieHue NpoOJeMbl, MPENoJaBaTellb CHUMAET
MPOTUBOPEUHS MEXKIY MMEIOIIUMCS €€ TIOHUMaHHEeM U TpeOyeMbIMU OT CTYJEHTa
3HaHUSAMU. D(DPEKTUBHOCTH TAKOIO0 METO/JAa B TOM, YTO OTJEIbHBIE MPOOJIEMBI
MOTYT MOJHUMATBHCS CAMHUMH CTyJE€HTaMH. [ J1aBHBI ycnex IaHHOTO METOJA B
TOM, YTO TpernojaBareib JOOMBAaETCA OT ayJIUTOPUH «CAMOCTOSTEIHLHOTO
pelieHus» MocTaBiIeHHOM mpoOsiembl. OpraHuzanus MpPoOJIEMHOT0 O0y4YeHUs
MPEACTABIACTCS JOCTaTOYHO CIIOKHOW, TpeOyeT 3HAYUTENbHOW MOJATOTOBKH
aexropa. OJHAaKO Ha HAYaJIbHOM JTale MCIOJb30BAHMS 3TOI0 METOAA €r0 MOYKHO
BHEJIPSITh B CTPYKTYpPY T'OTOBBIX, paHee pa3paOOTaHHBIX JIEKIUI, MPaKTUYECKUX
3aHATHM KaK JIOMIOJHEHHUE.

- TpYIIOBbIE JIUCKYCCHM, NPUMEHSIOTCS [JIsi OOecrnedeHus: HaBBIKOB
KOMaHJAHOW paOOThl U MEXIUYHOCTHOM KOMMYHHUKAIIUU U MPENCTABISIOT COOO0M
OLICHOYHOE CPEACTBO, IO3BOJSIONIEE BKIIOYHTH OOYy4YaloIIUXCS B IPOLEcC
OOCYXXJIEeHHsI TPEACTaBICHHOW TEMbI, MNpPOOJEMbl U OLEHUTh WX YMEHHE
apryMEHTUPOBAaTh COOCTBEHHYIO TOUYKY 3peHHs. Kpome Toro, B Xoae 3aHATHIA
MIPOBOJSITCS KPYIJIBIE CTOJBI 110 3aIaHHBIM TEMATHUKaM.

- aHanu3 cUTyauuil (KeWc-MeToJ) — TEeXHMKa OOy4YeHMsI, MCHOJb3yIoIIast
ONKCaHue pealbHbIX cuTyauuid. OOydyarommecs JOJDKHBI MPOAHATIM3UPOBATH
CUTYalMIO, pa300paTbCs B CYyTU MpOOJIEM, MPEUIOKUTh BO3ZMOXKHBIE PEUICHUS U
BbIOpaTh Jydlllee W3 HHUX. B OCHOBE MeTOJa KOHKPETHBIX CHUTYyalud JEKUT
ONKCaHUE KOHKPETHOM NpOo(eCCHOHATBHOW JEATENIbHOCTH WM 3MOLMOHAIBHO-
ITOBEJICHYECKUX AaCIIEKTOB B3aUMOACUCTBHS Jtojen. 1Ipu mM3ydyeHMM KOHKPETHOMN
CUTyalluM, M aHajdu3e KOHKPETHOTO MpuMepa CTYACHT JOJKEH BXKHUTHCS B
KOHKPETHbIE  OOCTOSITENbCTBA, MOHATh CHUTYallMIO, OLIEHUTh OOCTaHOBKY,
OINPEENNTh, €CTh JIU B HEH MpodJieMa U B 4eM ee cyTh. ONpeaenuTb CBOIO poJib B
pelIeHnH MpoOJIEMbI M BBIPA0OTATh LIENECO00Pa3HYIO JUHUIO TOBEACHHUS.

- HWCIOJB30BaHUWE HWMUTAIMOHHBIX MOJEJEH, TMpeacTaBisieT Cco0oi
MOJICIMPOBAHUE IIPOIIECCa C TOMOIIBI0 MEXaHUYECKHUX WM KOMIIbIOTEPHbIX
ycrporcTtB. Mcnonb30BaHME WMMTAUMOHHBIX MOJEIEH OCYIIECTBISIETCA C
NOMOIIbI0 KOMIBIOTEPHBIX MPOTPaMM, PEAIU3YIOIUX a0CTPAaKTHYIO MOJEIb
HEKOTOpPOM CHUCTEMBL. B KOHILE 3aHATHs, IOCTPOEHHBIX Ha IPUMEHEHUU
UMUTAIIMOHHBIX MoJielel, kKak o00pa30oBaTeNIbHOM TEXHOJOTUH, OO0YyYarolIuecs
OCYULIECTBJISIOT MPAKTUYECKUI aHAIU3 PE3YIbTaTOB.

OueHouHble ¥ METOAMYECKHE  Marepuaisl [0  JUCUUILIMHE
«/loxymenmayuonnoe obecneuenue ynpasienus» npeactasieHsl B OOMM.

[Ipy mOArOTOBKE K MPOMEKYTOYHOMY WM HMTOTOBOMY TECTUPOBAHHIO
HEOOXOJMMO M3YYHTh TEOPETUYECKHM W MpaKTHYEeCKUuW matepuan. TecTtoBbie
3a/laHus (C TIepeYyHeM BO3MOXKHBIX BAPUAHTOB OTBETOB, CPEAM KOTOPBIX XOTS OBl
OJIMH OTBET SBJISIETCSI HEBEPHBIM) OOECNEUYMBAIOT CTPYKTYPHOCTb MBIIUICHHUS,
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BBIHY’KJIGHHOTO BBIOpaTh U3 MPEIOAKEHHBIX BapHAHTOB OTBET BCE IMPaBUJIbHBIC
BapuaHThl. TecToBbIE 3aJaHUsl HAa YCTAHOBJIEHHUS COOTBETCTBUSA MOJPA3yMEBAIOT
HEOOXOJMMOCTh MPOSBICHUS HE TOJBKO 3HAaHHA Y4eOHOrOo Marepuana, HO H
yMEHHsSI TPUMEHSATh MpaBuia (opmanbHOil noruku. TectoBble 3amaHus Ha
YHOPSAJOYECHHE HAIPaBJIEHbl Ha YCTAHOBIIEHHUE JIOTMYECKON MOCIEA0BATEILHOCTH
paccMaTpUBAEMBbIX SBJICHHH (BPEMEHH CYIIECTBOBAHUS SIBICHHI, PACIOJIOKEHUS
CTPYKTYPHBIX 3JIEMEHTOB IIPABOBBIX JTOKYMEHTOB H T.II.).

O¢pPexTuBHBIM CcHOCOOOM [Js1 MOATOTOBKM K TECTUPOBAHUIO SIBISETCS
pabota oOydJarouierocsi Mo PemieHUI0 TECTOBBIX 3a/IaHUM, TPEIOCTABICHHBIX IS
CaMOCTOATENbHON paldoThl. Takke MpU MOATOTOBKE K Takol (opMe KOHTPOJIA
3HaHUM, KaK PEIICHUE TECTOBBIX 3aJaHUM, CIEAYET CAMOCTOSATEIBHO MOIBITATHCS
npopaboTaTh paccMaTpUBaeMble B JMCIHUILUIMHE BOIPOCHI B (hOpME COCTABIICHUS
TECTOBBIX 3a/IaHHUM.

[Ipy moAroTOoBKE K 3a4eTy CIeAyeT HMMEThb B BHUAY, YTO OH SBISETCA
UTOTOBOM (POPMOI KOHTPOJIA MO U3YUYEHHUIO JAaHHOW y4eOHON NHUCUUILIMHBL. 3a4yeT
MOJAPAa3yMEBAET  MAKCUMaJIbHYK)  KOHILEHTpPAlUK) 3HAHUW HU  YMCHUH,
MPEANOJaralox MOJHOE U3yYeHUE MaTeprualia JUCIUIUINHBI.

3adyer mpoBOAUTCS B (PopMe YCTHOTO coOecel0oBaHMs, BBIMOJIHEHUS
MUCbMEHHOIO 3a/IaHMS.

Pemenne mnpenopaBatenss o0 HMTOrOBOW OLEHKE MPUHUMAETCA 110
pe3yapTaTaM YCTHOTO OTBE€Ta M BBIIOJIHEHHOIO IHCBMEHHOIO 3a/laHHs, B
3aBUCUMOCTH OT IIKaJIbl OLICHKHU.

B xauecTBe HMCTOYHMKA JOIMOJHUTENIBHBIX MAaTE€pUAJIOB PEKOMEHIYETCS
NOJIb30BaThCs MH(OpMalMend OTKpPBITOro Joctyna cetu Internet (naHHBIMEU
UH(OPMAITMOHHO-TIPABOBBIX U 00pa30BaTEIbHBIX MOPTATIOB, OPUITMAIBHBIX CAHTOB
MUHHCTEPCTB, BEIOMCTB, OTACJIbHBIX OPraHW3alMi, JTaHHBIMU TOCYJAapCTBEHHOU
CTaTUCTUKHU, pe3yJbTaTaMU 3KCIEPTHO-aHATUTUYECKUX 0030poB). Kpome Toro,
MO>KHO BOCIIOJIb30BaThCS BO3MOKHOCTSIMH CIPABOYHO-TIPABOBBIX CHUCTEM, 0azbl
KOTOPBIX COAEPKAT HE TOJbKO TEKCT HOPMATUBHBIX AKTOB, HO U HAy4YHBIE CTaTbH
no pasnmuuHbiM  BompocaM  (Hanmpumep, CIIC  «Koucynbrant  Ilmrocy).
PekomeHyeTcst TakKe UCIIOJIb30BATh AIEKTPOHHO-OUOIMOTEYHBIE CHCTEMBI.

10. Oco0enHoCTH OCBOEHMSA TMCHHUILIMHBI 1JI151 HHBAJHUAO0B M JIUII C
OrpaHUYE€HHbIMH BO3MOKHOCTSIMH 3/10POBbSI

OOyueHue oOyYaIOIMXCSI C OTPaHUYEHHBIMU BO3MOXHOCTSIMU 370POBbs
npu HEOOXOIUMOCTH OCYIIECTBISCTCS HAa OCHOBE aJalTHPOBAHHON paboueit
IporpaMMbl  C  HCIOJNB30BAHMEM  CICIUATBHBIX  METOAOB  OOY4YCHHS] W
TUIaKTHYECKUX  MaTepUalOB, COCTaBJICHHBIX C yYe€TOM OCOOEHHOCTEeH
NCUXO(U3NUECKOTO PAa3BUTHUS, WHANBUAYAIBHBIX BO3MOXKHOCTEH W COCTOSIHHS
3JI0POBBS TaKUX 00ydaromuxcs (00yyaronerocs).

B HEJsIX OCBOCHUS yueOHOU IPOrpaMMbl TUCITUTUTHHBI
«/lokymenmayuonnoe obecneuenue ynpagieHus» WHBATUAAMH M JIMLIAMHU C
OTpaHUYEHHBIMU BO3MOKHOCTSIMH 310pOBbsi UHCTUTYT 0OecrieunBacT:
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— JUI1 UHBAJIMJOB U JIMI[ C OrPAHUYEHHBIMU BO3MOXKHOCTAMH 370POBbs 110
3PEHHUIO: pa3MEIICHUE B JTOCTYMHBIX Il OOy4arOUIUXCsl, SABIISIOIIMXCS CIEIBIMU
Wik cIabOBUISAIIMMU, MECTaX W B aJalTUPOBAHHOM (QopMe CIpaBOYHOM
uHbOpMaAIllMU O pacHUCaHUM Y4YeOHBIX 3aHATHUN; TNPUCYTCTBUE AaCCHCTEHTA,

OKa3bIBAIOIIETO oOyyJaromemycs HE00XO0 UMY IO TIOMOIIIb; BBIITYCK
JIbTEPHATHBHBIX (POPMATOB METOJMYCCKUX MATEPHUATIOB (KPYIHBIA MIPUPT HIIH
aynuohane);

— JUIsl MTHBAJUAOB U JIUIl C OTPAHMYEHHBIMU BO3MOKHOCTSIMHU 3JI0POBbS IO
CIIyXY: HaJlJIe)KaIllUMH 3BYKOBBIMHU CPEJICTBAMH BOCIPOU3BEICHUE HUHPOPMALIUK;

— JUI1 MHBAJIUIOB MU JIMUI[ C OIPAaHUYCHHBIMU BO3MOKHOCTSIMU 3]I0POBbS,
UMEIOIUX  HApYIIEHUs  ONOPHO-JABUTATENLHOIO  ammapaTa: BO3MOXHOCTb
OecnpensaTCTBEHHOTO JOCTyIa 00yJaronmxcsi B y4eOHbIE MIOMEIIEHUs, TyaleTHbIC
KOMHATHI U JPyTUe MOMENICHHS, a TaK)Ke MpeObIBaHUE B YKa3aHHBIX MOMEIIECHUSX.
OOyuaronuecs u3 yucia uHBanuaoB u jmi ¢ OB3 olecrniedyeHbl nmeYaTHBIMU U
(1K) SIEKTPOHHBIMUA 00pa30BaTENbHBIMU pecypcaMu B (hopMax, afanTUPOBAHHBIX
K OTpaHUYEHUSIM UX 310poBbsi. OOpa3zoBaHue OOYyYaIOIIMXCS C OTPAaHUYCHHBIMU
BO3MOXKHOCTSIMU 3/IOPOBBSI MOXKET OBITh OPraHU30BaHO KaK COBMECTHO C JIPYyTUMHU
0Oy4YaroIMMUCS, TaK U B OT/ACJIbHBIX TPYIINAX WU B OTACIBHBIX OpraHU3aIUsIX

11. Ilepeyenb MHGOPMALMOHHBIX TEXHOJIOTHH, NPO(eccCHOHAIBHBIX 0a3
JAHHBIX, HCIOJIB3YEMBIX IPH OCYLIECTBJICHHN 00pa30BaTeIbHOIO MpoLecca
10 IMCIHHUILINHE (MOAYJII0), BKJIIOYAs epedyeHb MPOrPAMMHOI0 00ecneveHust
1 MHGOPMAIHOHHBIX CIIPABOYHBIX CHCTEM

IIporpammHoe o0ecnieueHue:

1. Onepanumonnas cucrema (Microsoft Windows 8.X IIponpuerapHas);

2. IMaket oducHbix nporpamm Microsoft Office Professional 7 (MS Word,
MS Excel, MS Power Point [IponipuerapHnas);

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

4. ITporpammHOe obecniedeHne A IPOCMOTPa SJIEKTPOHHBIX TOKYMEHTOB B
crangapte PDF (FoxitReader GNULesserGeneralPublicLicense);

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

Nudopmanuonnbie CIpaBoOYHbIE CUCTEMbI:

1) CnpaBouHno-mpaBoBas cucrema «Koncymnbrantllmocy.

12. MaTtepuajibHO-TEXHHYECKas 0a3a, He0OXoaAuMasi JAJIsl OCYyIIeCTBIEHUS
00pa30BaTeJbHOIO NMPOLECCca MO IUCHUIINHE (MOTYJII0)

Cnenmnajnu3upoBaHHble AYIUTOPUM:
VYuebHast ayauTopus JUIsL TPOBEACHUS 3aHATUH CEMHHAPCKOrO THIA, KypCOBOIO
MPOEKTUPOBaHUS (BBIMOJIHEHUS KYpPCOBBIX paboT), TPYMNNOBBIX M HHIAUBUAYAIbHbBIX
KOHCYJIbTAIMH, TEKYIIEro KOHTPOJIS U MPOMEKYTOYHON aTTecTalliy / KOMITbIOTEPHBIN KI1acc
/ IOMellleHue JIJIsl CAMOCTOSITETIbHOU paboThl
Texnuueckue cpeacTBa 00y4eHHUs:

KOMIIBIOTEP C IPOrPaMMHBIM 00€CIIeYeHHEM, YKa3aHHbIM B 11.11, nocTynoM k cetu
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«MHTepHeT» M 0becnedeHneM JOCTyIa B 3JIEKTPOHHYIO MH()OPMAIIHIOHHO-00pa30BaTEeIbHYIO
cpeny

ClIeIIHaJ'[Hfin()BaHHbIe AYAUTOPUN:

VYuebHas ayIuTopus Ui OPOBEACHUS 3aHATUH JIEKIIMOHHOTO THIIA, 3aHATUH CEMUHApPCKOTO
TUIA, KYpPCOBOTO MPOEKTHUPOBAHMUSA (BBIIOJHEHHS KYPCOBBIX pabOT), TPYMIOBBIX U
VHIVBUAYAJIBHBIX KOHCYJIBTALUMI, TEKYLIETO KOHTPOJISL U POMEKYTOYHOU aTTeCTalluu

TexHnveckue cpeacrea Oﬁy‘leHHﬂ:

MYJbTUMEIUNHBIA KOMIUIEKC

KOMITBIOTEP C MPOTrPAMMHBIM O0ECTICUeHUEM, YKa3aHHBIM B 11.11

17




