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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 pa3pabOTKaMH M OCHOBHOM HAyYHOU 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
KOMIETEeHIIUH y4eOHOro mjiana, B yueOHOro nmjiaHa, B
ocBauBaeTcs
KOTOPBIX 0CBAUBAETCS KOTOPBIX 0CBAUBAETCS
napajjiejibHo ¢
KOMIEeTEHI[Us . . KOMIETeHITUsI
H3y4aeMoil TUCIHUTITHHOMH

6 sTam — 7 cemecT
1,2,3 sran—1,2,3 P
[IpousBoacTBEHHAA

CEMECTPBI DAKTHKA
YK-4 (5 atan) NHocTpaHHbIH S3BIK - p
7 atam — 9 cemectp
4 sTam — 5 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
w108 akagemudeckux wyaca. JlucrummHa wm3ydaetcs B 6 cemectpe.
[TpomexyTouHas aTTectanus B (hopme 3auera B 6 cemecTpe.

CemecTtp Ne cemectpab Beero,
aK.4acoB
OO1mast Tpy0eMKOCTh (BCETO aK. 4acoB / 3. €1) 108/3 108/3
Jlexuun 16 16
KonrakTHas pabora
[IpakTnueckue 3aHATHS 16 16
CamocrosrenbHas pabora 67 67
Buna npomexyrounoin
aTTeCTalluU 3auer 0,25/8,75 9
(koHT.pab./ camocT. pab.)




5. Conep:xxanmne TMCHUILIMHBI (MOIYJIs1), CTPYKTYPHMPOBAHHOE 110 TeMaM
(pa3aesiam) ¢ yka3aHueM OTBeJI€HHOI0 HA HUX KOJMYECTBA aKaAeMUYeCKUX
WIHA ACTPOHOMMYECKUX YACOB M BU/IOB YUEOHBIX 3aHATHIA

TpyroemMKoCcTh
KonrakTHas
paboTa
E = [a]
Ne HaumenoBanue paznena o = | E g Coneprcanme
JTUCITUTIIUHBI (TeMa) g = § = Q
M = < o
& = | 2] &
= 5 |8 8
=
6 cemecTp
[Tonstue o nokymente. CBoiicTBa,
npu3HaKu, (QYHKIUU TOKYMEHTA.
MeTtopl u CIoCO0bI
JIOKYMEHTHPOBAHHS.
HopmaruBHo-meronuueckas 6a3a
JOKYMEHTAIlMOHHOTO
OCHOBEL oOecnieuyeHus YIpaBJIEHUS
JeSITeIbHOCTBIO OpraHH3aIliH.
1. HgKyMeHTaHHOHHOFO 25 | 2 2 21 | Bugsl YIPaBIE€HYECKUX
gpigg;:;ﬁ;; JIOKYMEHTOB, HEOOXOIUMBIX JUIS
ONMCAHUS Pa3INIHBIX
YIIPaBJIEHYECKUX JEHUCTBHMA.
YHupHUKammMs W CTaHAapTH3AIHS
NoKyMeHTOB. IloHsiTHe M cocTaB
PEKBHU3UTOB. Dopmsbl
JOKYMEHTaluu Uil pa3pabOTKH
MPOAYKTA
CocraB, CTpyKTypa U COJIepKaHUE
JIOKYMEHTAIlWH,
Cucremsl o0ecreunBaroIieil opraHu3aIuIio.
JIOKYMEHTaLUH, CocraB OpraHu3aIMOHHO-
5 oOpazyrommecs Bl o5 | 4 4 17 MpPaBOBOM,  PacCHOPSAUTEIBLHOM,
" | mpouecce  ynpaBiieHHUSA H(pOPMAIIMOHHO-CIIPAaBOYHOM,
JeSITEIIbHOCTBIO MJIaHOBO-OTYETHOM
OpraHu3anui JOKYMEHTAalluu, MpaBuia €&
cocTaBJIeHUS U 0(OpMIICHUS
OCOOGEHHOCTH TOKYMEHT0000poTa
Obmas XapaKTepUCTHKA
JTOKYMEHTALIOHHOG KaJpOBOT'0 COCTaBa MPEIIPUSATHSL.
o0ecrieuenne Opranusauus
3. S — 25 4 4 17 | TOKyMEHTallMOHHOTO
HepCOHATOM, O6CCHC‘IEHI/I$I NeSITEIIbBHOCTH
KaJpOBOU CIIy>KOBI MIPEIIPUSATHS.
Opranm3anys paboThl C KaJIPOBOM

6




nokymeHranueit.  OcoOeHHOCTH
UCIIOJIb30BaHusl ceTh MHTepHeT
JUISL pelIeHUsl 3a1ad KaJpOBOTO
nenonpousBojacTBa. OdopmicHue
JACJIOBBIX IIMCEM, JOOKIAaAHBIX H
CITy»eOHBIX 3alHUCOK, OTBETOB Ha
XKasI00bl HOTPEOUTEIICH.

Opranuzanus paboThI C
nokymeHTamu. CucTeMaTH3anus
AOKYMCHTAallUU B mponecce

Opranuzanus JEATEILHOCTH OpraHU3aI}H.
4, 24 | 6 6 12
JOKYMEHTO000pOTa dopmupoBanue U 0oQoOpMIICHHE
Jen.  DKcIepTtuza  [HEHHOCTH
I[OKYMCHTOB, IIOATOTOBKA
JOKYMEHTOB K XPaHEHHIO.
3auer 9 0,25 8,75
Hroro 108 | 16| 16,25 75,75

6. [lepevyeHb y4eOHO-MeTOAUYECKOTO 00ecTiedeH s IJIsl CAMOCTOSITEILHOM
PadoThI 00y4AIONIUXCH M0 JUCHUILINHE (MOAYJIIO)

Ne Bunel camocTosiTenbHON paboTh TpynoemMKoCTb, ®dopma KOHTpOJIA™
aK.4achl
1. IIpopaboTka TEOpEeTUUYECKOTO
. Koncynbranus
MaTepuaia 1o KOHCIEeKTaM JIEKIIHUH,
. npernoiaBaTers,
PEKOMEHI0BAaHHOU JIUTEpaTypeE, 20 CTHOE
JIOTIOJTHUTEIILHBIM HCTOYHHKAM M
cobecenoBaHue
uH(bOopMaIuu
2. [ToaroroBka Kk mpakTHYECKUM BricTynuienue ¢
3aHATHUAM: TIOMCK HEOOXOAMMOI JIOKJIA/IOM,
uHpopmanmu, oopadoTka 20 Mpe3eHTaINs,
uH(pOpMalnK, HalTUCaHKe JI0KIaja, OTBETHI Ha
MOJTOTOBKA K BBICTYTUICHHIO JVCKYCCHOHHBIE
(JtucKyccun) BOIIPOCHI
3. [ToaroToBka K TeKyuemMy KOHTPOJIIO
(TecTupoBaHUE W/WIIK HAllMCaHHE 27 Tectsl, pedepatsl
pedepara)
4. IToaroToBKa K MPOMEXYTOYHOMN VYcrHoE
aTTeCTaluu 8,75 cobecenoBaHue,
(BOIIPOCHI K 3a4€Ty, UTOTOBBII TECT) TECTUPOBAHUE

Jlist caMOCTOSATENbHOM paboThl MO JUCHUIUIMHE (MOIYNI0) oOydarouuecs
HCIIOJIB3YIOT CIeAYIoIIee yueOHO-METOIUYECKOE 00eCIICUeHUE:
CoxkonoBa, O. H., [JokymeHTalmmOHHOE OOECreYeHUEe YIPABJICHUS B
opranuzanuu : y4debnoe mocobue / O. H. CoxomoBa, T. A. AxumouknHa. —

KnoPyc, 2024. — 192 c. — ISBN 978-5-406-13032-2. — URL:

1.

MockBa




https://book.ru/book/953401 (mara oOpamenus: 22.08.2024). — Tekcer
AIEKTPOHHBIN.

2. Kysnenos, 1. H. JlokyMeHTanmoHHOE OOECIEYEHUE YIPABICHHS.
JIoKyMEHTOOOOPOT ¥ ETOMPOU3BOJICTBO : YUEOHUK M MPAKTUKYM i By30B / M.
H. Ky3nemnoB. — 4-e¢ uzn., nepepad. u mon. — Mocksa : MznatensctBo FOpaidT,
2024. — 545 c¢. — (Bwicmee oOpazoBanue). — ISBN 978-5-534-16003-1. —
Tekcr : snmexktponHbIA // O0pa3oBatenpHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/535548 (nara oOparenus: 22.08.2024).

3. Abynanze, JI. I JlokymeHTanMoHHOEe oOecreueHrue YyIpaBiIeHUs
MepcoHajIoM : y4eOHUK W TmpakTukym mis ByzoB / J[. I'. AGymamze, U. b.
Brempsokkuna, B. M. MacnoBa. — 3-¢ u3a., mepepab. u gom. — Mocksa
N3natensctBo FOpaiit, 2024. — 374 ¢. — (Bricmee o6pazoBanue). — ISBN 978-
5-534-16669-9. — TexkcT : anekTpoHHbIl // O6pazoBaTenbHas mwiatdopma FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/536724 (nara obpamenus: 22.08.2024).

4, Kysnenos, . H. JlokyMeHTallMOHHOE OOECIIEUECHUE YIIPABICHUS
MEPCOHANIOM : Y4eOHUK W mpakTukyMm s By3oB / U. H. Kysnemnos. — 3-e uzn.,
nepepad. u non. — Mocksa : MznarensctBo FOpaiit, 2024. — 397 c. — (Briciuee
obOpazoBanne). — ISBN 978-5-534-16692-7. — TekcT : SIEKTPOHHBIA //
OOGpa3zoBartenbHas matdopma Opaiit [caiit]. — URL:
https://urait.ru/bcode/536192 (nara obpamenus: 22.08.2024).

S. Hoponuna, JI. A. Opranuzanusi ¥ TEXHOJIOTUS JTOKYMEHTAIMOHHOTO
oOecrieueHusl yIpaBJIeHUs : YYCOHUK W TPakTUKyM Juist By30B / JI. A. JlopoHuHa,
B. C. UputukoBa. — 2-¢ u3a., nepepadb. u jgorn. — MockBa : M3agaTenbcTBO
FOpaiit, 2024. — 270 c¢. — (Bsicmee obpazoBanue). — ISBN 978-5-534-16016-1.
— Texcr : anexTponnsiit // O6pa3zoBarensHas maatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/536404 (nmara oopamenus: 22.08.2024).

6. [llyBanosa, H. H. Opranu3anust 1 TEXHOJIOTUS AJOKYMEHTAIMOHHOTO
oOecrieueHus ynpaBlieHUd : y4eOHUK U mpakTukym Juist By3oB / H. H. lllyBanosa.
3-e u3n., mepepad. u gorm. — Mocksa : U3parensctBo FOpaiit, 2024. — 247 c.

— (Bwicmee obpazoBanme). — ISBN 978-5-534-16537-1. — Tekcr
aneKkTpoHHbI // OOpaszoBatenbHas 1uiatdopma FOpait [caiit]. — URL:
https://urait.ru/bcode/536968 (nata oOparmienwus: 22.08.2024)

7. Koprees, 1. K. JlokyMeHTHpOBaHME yIIPABICHUYECKON NESITENBHOCTH

: yue6Huk g By3oB / U. K. Kopuees, A. B. Ilmenko, B. A. Mamypues. — 3-¢
u3n., nepepadb. u gon. — MockBa : UsmarensctBo FOpaiit, 2024. — 438 ¢. —
(Beicmiee o6pazoBanue). — ISBN 978-5-534-16001-7. — TekcT : sneKTpOHHBIH //

OOpazoBaTenbHas miatgopma Opaiit [caiit]. — URL:
https://urait.ru/bcode/536393 (mara obpamenus: 22.08.2024).4)
8. @®oH/ OIEHOYHBIX M METOAMYCCKHX MaTepUalOB IO JAWCIUILIINHE

«JlokyMeHTalmoHHOE 0OecTieueHHE YITPABICHUS.

7.q)OH}I OLHCHOYHBIX 1 METOAUYECCKHUX MATEPHUAJTIOB /IJIl IPOBECACHUA
HpOMe)KyTO‘IHOﬁ aTrrecranmummnu oﬁyqammnxw o IMCIUMIIJIMHE



Bonpocs! 1Jisi MpoBeieHUs1 POMEKYTOYHO# aTTecTaluu (3a4eTa)

1. Ob6ocHoBaHME HEOOXOAMMOCTH OOYYEHHsS] JOKYMEHTAIHOHHOMY
00ECIIEUCHHIO U €r0 aBTOMATU3AIINU.

2. JlokymeHTO000pOT B  Opranm3anuud. PaGota ¢ BXOASIIMMH
JIOKYMEHTaMHU.

3. Knaccudukaropsl TOKyMEHTOB.

4, @opMHUpPOBaHUE U XPAHEHUE AEII.

S. PernaMenTanus 1e10npou3BoICTBA

6. [IpesenTtauus. Ee pynkius u Ha3HaueHue. OCHOBHBIE 3JIEMEHTHI.

7. OCHOBHBIE MOHATUS JOKYMEHTAIlMOHHOIO OOECIIEUEHUs YIpaBJICHUS
(Z1e101pOU3BOACTBO, JOKYMEHTOOOOPOT, JOKYMEHT, PEKBU3UT, U Jp.).

8. OpraHu3aimoHHble TOKyMEHTHl. X QyHKUMM M Ha3HauyeHue. YCTaB
OpraHU3alHH.

9. OcHOBHBIE (PYHKITHH JJOKYMEHTA.

10.  OpraHm3ammoHHBbIC JOKYMEHTBHL. WX (QYHKIIMH W Ha3Ha4YCHUE.
[lIraTHOE pacncaHue.

11. VYuuduxanus u crangapTuzanus JOKYMEHTOB.

12.  OpraHm3aimoHHBIC JOKYMEHTBHL. WX (QYHKIIMM W Ha3Ha4YCHUE.
JIOIKHOCTHAS. MHCTPYKLIHS.

13. bnank. [Tonarue 61anka. TpeGoBanus kK 0ohOpMIICHHIO OJIAHKOB.

14.  PacnopsiautenbHble JOKyMEHTHL. MX QyHKIMM © Ha3HaAyYCHUE.
[Ipuka3 mo OCHOBHOM J€ATETLHOCTH.

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

16. CnpaBouyHO-UH(POpPMAIMOHHBIE JOKYMEHThL. WX dyHKUIUM W
Ha3HayeHue. AKT.

17. TexHWYECKHUE CPEJICTBA, UCIIOJIH3YyEMBIE B JIEJIOPON3BOICTBE.

18.  CnpaBouyHO-WHH(pOpPMAIMOHHBIE JOKYMEHTHL. WX dyHKIUH W
Ha3zHaueHue. [[poTokor.

19. bnank. Buasr 6markoB. OcoO€HHOCTH UX 0OPMIICHHUS .

20.  JlokymeHTOOOOpOT B opraHusanmuu. Pabota ¢ HUCXOIAIIMMHU
JIOKyMEHTaMHU.

21. bnank. BapuaHThl pacniofio>KeHUsI peKBU3UTOB Ha OJIaHKaX.

22.  TloaroToBka u mepeaaya Jej B apXuB.

23. IlpaBunma odopmieHus 1aT, HyMepaluu CTpaHull, o(opMICHUS
Ta0JIHI], MATEMAaTHYECKUX (DOPMYJT U COKPAIIICHUH.

24.  PacnopsauTenbHble JOKyMEHTHL. MX (QyHKIIMM U Ha3Ha4YeHUE.
Yka3zaHue.

25.  JloxymeHTOOOOpOT B opranu3aruu. [Iporiecc KOHTPOIISI UCTIOTHEHUS
JIOKyMEHTOB.

26. CnpaBouyHO-WH(pOpPMAlMOHHBIC  JAOKYMEHTBH. WX  dyHKmMM U
HazHayeHue. OObsICHUTENbHAS U JOKJIA HAs 3alTUCKH.

27. JlokymenTtoobopoTr B opranm3anud. PaboTta ¢ BXOJAIIUMHU
JTIOKyMEHTaMH.



28.  PacmopsaurenbHble JOKYMEHTH. MX (GyHKIMM W Ha3HauYeHHE.
Pacniopsixenue.

29.  OcCHOBHBIE TIOHATHS TOKYMEHTAIIMOHHOTO 00ECIICUEHUS yIIPABICHUS.

30.  CmpaBouHO-UH(OpPMALIMOHHBIE  JOKYMEHThL. WX GyHKIMM #
Ha3zHaueHue. [IpoTokor.

HpI/IMepHLIe NMPAKTHKO-OPUCHTHPOBAHHLIC 3a/1aHUSA

1.0dbopmuts npHKa3 O Ha3HAYEHUU OTBETCTBEHHOTO 3a OOpalleHue C
onankamu npennpusitusi B cooretctBuu ¢ ['OCT P 6.30-2003.

2.0opMUTH MPOTOKOJ 3acCeIaHMsl IKCIIEPTHON KOMUCCUU B COOTBETCTBHH C
THUnoBOM MHCTPYKIIMEN TIO AEITONIPOU3BOICTBY.

3.CocTaBuTh  CIy)XEOHYI0 3alllCKy Ha TMOOIIPEHHWE COTPYAHHKA,
MIEPEBBINOTHUBIIETO TJIAHOBBIE TTOKA3aTENH.

[TonHbIA KOMIUIEKT 3aJaHWil W 3TanoB (OPMUPOBAHHUS KOMIETEHUIUU
npeacrasiicH B @OHIE OLIEHOYHBIX U METOAUYECKUX MATEPUAJIOB JJISl IPOBEICHUS
IPOMEKYTOUHON aTTecTaluu OOydYaroumxcs MO JUCHUILIMHE, O(OPMIICHHBIN
OTJIEJIbHBIM IOKYMEHTOM, NPECTABIEH B MPUIOKEHUU 1.

8. IlepeyeHb OCHOBHOI1, TIONMOJIHUTEIbHON YUeOHOM JTUTEPATYPbI, PECYPCOB
HH(POPMAIIMOHHO-TEJIEKOMMYHUKAMOHHOI ceTH « AHTEepHET)», HEOOXOAMMBIX
JJISI OCBOEHUSI JUCUHUIJIMHBI (MOTYJIs1)

a) HOPMATHBHbIC IPABOBbIC AKTHI

1) Haumonanwhbiit ctangapt PO 'OCT P 7.0.8-2013 "Cucrtema ctaHmaapToB
no uHbopmalui, OMOITUOTEUHOMY M M3JaTEIbCKOMY Aeny. Jlenonpou3BoACTBO U
apxuBHOe Jeno. Tepmunbl U onpeneneHus”" (yTB. mpukazoM DenepalibHOTO
areHTCTBa M0 TEXHUYECKOMY PEryJIMpOBaHUIO U MeTposioruu ot 17 oktsopsa 2013
r. N 1185-cT)

2)IOCT P 6.30-2003 «YHuHUIUpOBaHHBIE CUCTEMbI JIOKYMEHTAIIWH.
VYHuduuupoBaHHas  cuUCTeMa  OpPraHU3ALMOHHO - pacnopsaIuTeIbHOM
JTOKyMeHTaIuu. TpeboBaHus K 0(pOPMIICHUIO TOKYMEHTOBY

3) TOCT P 7.097-2016 «Cucrema cTaHmapToB 10 HH(OPMAIUH,
OMOIMOTEUHOMY M H3AaTeNbCKOMY Jeiy. OpraHuzaluOHHO-paclopsaAuTeIbHAs
nokymeHTarus. TpeboBanus K 0hOPMIICHHIO JOKYMEHTOBY

0) ocCHOBHAasI JINTEpPATypa:

1. CoxkonoBa, O. H., [JokymeHTanimoHHoe oOecredeHue yIpaBJICHHUS B
opranuzanuu : ydebnoe mocobue / O. H. CoxomoBa, T. A. AxumouknHa. —
MockBa : KuoPyc, 2024. — 192 c. — ISBN 978-5-406-13032-2. — URL:
https://book.ru/book/953401 (mara oOpamenus: 22.08.2024). — Tekcr
DIIEKTPOHHBIM.

2. Kysnenos, 1. H. JlokymMeHTanmoHHOE OO€ClEeYEeHUE YIPABICHHUS.

JIoKyMEHTOOOOpOT U JIETONPOU3BOJICTBO : YUEOHUK M MPAaKTUKyM i By30B / M.
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H. Ky3nenoB. — 4-e u3zn., nepepad. u non. — Mocksa : U3gaTenscTtBo FOpaidt,
2024. — 545 c¢. — (Bwicmee oOpazoBanue). — ISBN 978-5-534-16003-1. —
Tekcr : snmexktponHbId // O0pa3oBatenpHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/535548 (nata oOpamenus: 22.08.2024).

3. Aoynamze, [I. I JlokyMeHTallOHHOE OOECTeueHUE YMpaBICHUS
MEePCOHANIOM : y4eOHMK W TpakTtukym s ByzoB / JI. I'. AOymanze, U. b.
Bempsokkuaa, B. M. MacnoBa. — 3-e¢ u3na., mepepad. m gom. — Mocksa :
N3natensctBo FOpaiit, 2024. — 374 ¢. — (Bricmee o6pazoBanue). — ISBN 978-
5-534-16669-9. — TekcT : anexkTpoHHbIN // ObpazoBarenbHas miargopma KOpaitt
[caiiT]. — URL: https://urait.ru/bcode/536724 (nata obpamenus: 22.08.2024).

4, Kysneno, 1. H. [lokymeHTanmoHHOE oOOecrneueHne YIpaBICHHUS
MEPCOHANIOM : Y4eOHMK U mpakTukyM s By3oB / U. H. Ky3neno. — 3-e usn.,
nepepad. u non. — Mocksa : MznarensctBo FOpaiit, 2024. — 397 c. — (Briciee
obopazoBanne). — ISBN 978-5-534-16692-7. — TekcT : SIEKTPOHHBIA //
OO6pa3zoBartenbHas nmatdopma Opaiit [caiit]. — URL:
https://urait.ru/bcode/536192 (nara obpamenus: 22.08.2024).

S. Hoponuna, JI. A. Opranuzaunus ¥ TEXHOJIOTUS JOKYMEHTALMOHHOTO
oOecrieueHusl yIpaBJIeHHs : YYEOHUK W TPakTUKyM Juist By30B / JI. A. JlopoHuHa,
B. C. UputukoBa. — 2-¢ 3., mepepad. n gom. — MockBa : M3marenscTBo
FOpaiit, 2024. — 270 c¢. — (Bsicmee odpazoBanme). — ISBN 978-5-534-16016-1.
— Texcr : anexTponnsiit // OOpa3zoBarensHas maatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/536404 (nara obpamenus: 22.08.2024).

6. [llyBanosa, H. H. Opranu3auust 1 TEXHOJOTHUSI JOKYMEHTALIHOHHOTO
oOecrieueHus ynpaBlieHUus : yueOHUK U mpakTukym juist By3oB / H. H. lllyBanosa.
3-e u3n., nepepad. u gon. — Mocksa : U3parensctBo FOpaiit, 2024. — 247 c.

— (Bwiciee obpazoBanme). — ISBN 978-5-534-16537-1. — Tekcr
anekTpoHHbI // OOpaszoBatenbHas 1uiatdhopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/536968 (nata oOparmienwus: 22.08.2024)

7. Koprees, 1. K. JlokyMeHTHpOBaHME yIIPABICHUECKON NESITENBHOCTH

: yueOnuk mis By3oB / U. K. Kopnees, A. B. [lmenko, B. A. MamypneB. — 3-¢
u3a., nepepadb. u gon. — Mocksa : U3parensctBo FOpaiit, 2024. — 438 c. —
(Bricmiee oopazoBanue). — ISBN 978-5-534-16001-7. — TekcT : 3neKTpOHHBIH //
OO6pa3zoBartenbHas nmatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/536393 (mara obpamenus: 22.08.2024).4)

B) JI0NOJIHUTEJILHAS JINTEpaTypa:

1) beikoBa, T. A. JlokyMeHTallMOHHOE OOeCIEUECHUE YIpaBICHUS
(memompon3BoicTBO) : yueOHoe mocodbue / T.A. breikora, T.B. Ky3nenona, JI.B.
Cankuna ; mox oo6m. pen. T.B. Ky3nenoBoii. — 2-e u3z., nepepad. u aom. —
Mocksa : UHOPA-M, 2021. — 304 c. + Jlon. Matepuaisl [ IeKTPOHHBIN pecypc].
— (Cpennee mpodeccuonanbHoe obpaszoranue). - ISBN 978-5-16-013913-5. —
Pesxxum noctyna: https://znanium.com/catalog/product/1141796

2)beikoBa, T. A. JlokyMeHTalMoHHOE OOECICUCHHE  YIpaBJICHUS
HErocyJapCTBEHHBIX opranu3auuii : ydyedHoe mocooue / T. A. beikosa, JI. B.
Cankuna. — 2-€ u3f., nepepad. u gon. — Mocksa : UHOPA-M, 2020. — 302 c. +
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Homn. Martepuanbl [DaekTpoHHbIi pecypc]. — (Bwicmiee oOpaszoBanue:
bakanaBpwuar). - ISBN 978-5-16-010379-2. —Pexum JOCTyTIA:
https://znanium.com/catalog/product/1072260

r) pecypcnl cetu « AHTEpHET !

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

2)  Jlenmompow3BOJACTBO H  JOKYMEHTOOOOPOT Ha  MPEANPHUATHH.
http://www.delo-press.ru/journals.php?page=documents

3) KagpoBoe memompom3BOACTBO MW TpyAoBoe ImpaBo.  http://hr-
portal.ru/rubric/kdp

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

9. MeToanueckne yKa3aHus il 00y4aromUXcsi 0 OCBOEHUIO
AMCIHUTIHHBI(MOIYJIs1)

CamocrosiTenbHast MOArOTOBKA 00YYarOUIMXCsSl TPOBOJUTCS IJIsl YIITyOlneHUs
Y 3aKpEIUICHHs] 3HAaHWUM, MOJYYEHHBIX Ha JIEKIUAX U APYTHX BUAAX 3aHATUHU, IS
BBIPA0OOTKH HABBIKOB CAMOCTOSITEIBHOTO MPUMEHEHUS HOBBIX, JOIMOJIHHUTEIBHBIX
3HAHWI U MOATOTOBKU K MPEACTOSIINM YUYEOHBIM 3aHITHSAM, 3a4ETY.

BaxxHbIM  yCIIOBUEM YCHEIIHOIO HW3Y4YEHUS JAWCLUIUIMHBI  SIBJISETCS
nocemienne gekuuid. [log mocenieHuemM noapaszymeBaercs He (popma MacCHUBHOTO
IPUCYTCTBUS, @ aKTUBHAs paboTa MO W3y4eHHIO HOBOro Marepuaia. [loaroroska k
JIEKIMOHHBIM 3aHATUSM BKIIOYACT B ce0s aHANM3 MpeJiaraeéMblX JUIsl U3yYEHUs
BOINPOCOB, M3yYE€HHE HOPMATUBHBIX HCTOYHUKOB M Y4eOHOM U HaydyHOU
JUTEPATYPBl IO paccMaTpuBaeMbIM BoOIpocaM JeKIMH. B mporecce seknumn
oOydaroluiics MOXET 3a/JaBaTb  YTOYHSIOLIME  BOMNPOCHl,  OCYLIECTBHUTb
B3aMMOCBSA3b HOBOI'O MaTepHalla C YX€ H3yYEeHHBbIM, MOATOTOBUTH 0azy is
(¢ ()EKTUBHOTO MCHOJB30BAHUS MOJYYEHHBIX 3HAHHMM, OOJErdyuTh MOJATOTOBKY K
MPaKTUYECKOMY 3aHATHIO. D((PEKTUBHBIM CMOCOOOM (UKCAMU JEKIHOHHOTO
MaTepuana SBJISETCS KOHCIEKTUPOBAHME, MPEACTaBISAIONIEe COOOM HE TOJBKO
(GuKcalMil0 BaXXHEUIIMX MOMEHTOB JIEKIMH, HO M YKa3aHHE MPUMEPOB I
MOHUMAaHUS TOTO WJIK MHOTO TEOPETUYECKOI0 MaTepuana.

[Ipy moaroToBKe K MPAKTHUYECKOMY 3aHSATHIO HEOOXOAMMO HCIIOJIb30BATh
KOHCIIEKTUPOBAHHbIE MAaTepuasbl JIEKIUH, y4eOHYI0O M HAy4HYIO JHTEpaTypy.
[TonroroBka OTBETOB MO BBIHOCUMBIM Ha OOCYXIEHHE BOIPOCAM MPAKTUYECKOTO
3aHATUS BKJIIOYAET B ceOsl HE TOJBKO MPOYTEHHWE MaTepHala, HO U €ro aHajlu3 U
KPUTHYECKYIO OIeHKy. OOyuaromemycs CjleayeT BbBIIBUTh MAaJOU3yYECHHbIC
aCIEKThl PACCMATPUBAEMBIX BONPOCOB, NPOSBUTh UHUIMATUBY MPU MOATOTOBKE K
PaKTUYECKOMY 3aHATHUIO.

IIpy mOAroTOBKE K NPAKTUYECKUM 3aHATUSMH M 3a4ETy PEKOMEHIYETCs
CUCTEMATU3UPOBATh 3HAHMS, H300paxkas MX B TaOJIMYHOM, rpadUyEcKOM WIH
CXEMaTH4YHOM BUJIE. ITO MO3BOJIUT YCTAHOBUTH B3AUMOCBS3b U3yUaeMbIX SIBJICHU,
YOPOCTUT 3aJady 3allOMUHAHMS MaTepuasa, OOJIETYUT MPOIECC MPAKTHUYECKOTO
NPUMEHEHUS TTOJIYYEHHBIX 3HAHUU.
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3amauell  NPAKTUYECKUX  3aHATUA  SBISIETCS  BbIpaOOTKAa  yMEHUS
WCIIOJIb30BAaTh TCOPETUYCCKHME 3HAHMS, TMPOSBUTh HAIMYHUE TPAKTUICCKUX
HaBbIKOB. [Ipy  MmOAroTOBKE K  MPAKTUYECKOMY  3aHSATHUIO  CJIEIYET
3a0JIarOBPEMEHHOT0 O0ECTEUUTh HAJIMYME€ HEOOXOAMMO Jii JAHHOTO 3aHATHS
MaTtepualia, CaMOCTOSTENIbHO TOBTOPUThH PaHEE N3YUCHHbBIE TEMBI.

JIIst  yCHemrHoro OCBOEHHUS AWCIMIUIMHBI BaXXKHBIM  SBJISIETCSI  YMEHHE
paboTaTh C TepMHUHAMHU W WX OmpeaencHusMu. (s paGoThl ¢ TEPMUHOJIOTHEH
(G ()EKTUBHBIM SBIISETCS UCIOJIb30BAaHUE KAaK Yy4eOHOM M HAyYHOM JIUTEpaTyphl,
TaK U OPUINYECKUX U GUIO0CO(CKUX CIoBapei.

PabGoTa ¢ TepMUHAMH MOKET OCYLIECTBISATHCA Kak B (pOpMe COCTaBICHUS
COOCTBEHHBIX TEMAaTUYECKHX CIIOBAPUKOB HJisi yJa00CTBa M CKOPOCTH IOMCKA
HeoOxoaumoro TepmuHa. C  3TOHW 1ENbl0  HEOOXOAUMO KAXKIbIM  HOBBIM
BCTPEYAIOIIUIICS TEPMHUH 3allUChIBATh U BO BPEMsI MOJATOTOBKH K CEMUHAPCKUM U
MPaKTUYECKUM 3aHATHSM YKa3blBaThb COOTBETCTBYIOIEE ompesencHue. B ciyyae
BO3HUKHOBEHHUS CJIOKHOCTH BBIOOpa OIpeeieHus W3 HUMelolerocss oobema B
paMKax HAy4yHOrO 3HAHUS HEOOXOAMMO 3ajJiaBaTh BOIPOCHI MPENOAABATEIIO B
paMKax JEKIIMOHHBIX U MPAKTUICCKUX 3aHATHH.

WNHTepakTuBHBIC  (GOPMBI  MPOBEACHUS  3aHATHA TIO0  JAUCIHIUIAHE
«/lokymenmayuonnoe obecneuenue ynpasieHus» BKIIOYAIOT B ce0s CIEAYIOIIHE
BU/IbI 3aHSTHI.

- UWHTEPAKTUBHBIC JIEKIIMHM, MPEANOoJaraloT HCIOJb30BaHUE METOoJa
npoOemMHoro usnoxkenus. [lpu Takom mojxojie JEKIMs CTAHOBUTCS MOXO0XKEH Ha
JMAJIor, TPETNoJaBaHue UMUTUPYET HMCCIEIOBATEIbCKUN MPOIECC (BBIIBUTAIOTCA
MEePBOHAYAIILHO HECKOJBKO KJIIOYEBBIX MOCTYJIATOB IO TEME JICKIIUU, WU3JI0KECHHUE
BBICTPAMBACTCS MO TMPHUHIUITY CAMOCTOSITEIBHOTO aHalu3a U 0000IIeHUs
CTyJICHTaMU Y4eOHOro Marepuayia). JTa METOJMKA I03BOJISIET 3aUHTEPECOBAThH
CTyJICHTa, BOBJIEYb €r0 B Mpoiiecc oOydeHus. [IpoTuBopeunss Hay4HOro MO3HAHUS
PacCKpbIBAIOTCSI TIOCPEACTBOM IIOCTAHOBKM MpoOieMbl. YdeOHass mpobiema u
npoOJeMHasl CHUTYyaIlusl SIBJISIOTCS OCHOBHBIMU CTPYKTYPHBIMA KOMIIOHCHTAMH
npobsiemHoro oOydenus. [lepen Hauamom u3ydeHUs OINpENEICHHON TEMbI Kypca
CTAaBUTCSl TMEpea CTyJACHTaMHU MPOOJIEMHBIM BOMPOC WM JAeTCsl MPOOJIEeMHOE
3amanue. CTuUMynHupys paspelieHue MnpooOJieMbl, MpernojaBaTelb CHUMAET
MIPOTUBOPEYHS MEXKITY UMEIOIIUMCS €€ MIOHUMaHUEeM U TPEOYEeMBIMHU OT CTYACHTA
3HaHUSAMH. D(DPEKTUBHOCTh TAKOTO METOAa B TOM, YTO OTACIBHBIC MPOOIECMBI
MOTYT TOJHUMATHCS CaMHUMH CTyACHTaMmH. [ JIaBHBIA ycmeX JaHHOTO METoja B
TOM, 4YTO TIPENoJaBareib JOOMBACTCA OT AayJIUTOPUH «CAMOCTOSTEIHLHOTO
pElIeHHs» TIOCTaBJICHHOW mpoosieMbl. OpraHuzanus TpoOseMHOro O0O0ydeHUs
MPEACTABIACTCS JOCTaTOYHO CIIOKHOW, TpeOyeT 3HAYUTENBHOW TOATOTOBKH
aektopa. OaHAaKO HA HAYAJIBHOM ATale MCIOJIB30BaHMS 3TOT0 METO/Aa €r0 MOYKHO
BHEJIPSATh B CTPYKTYpPY TOTOBBIX, paHee pa3paOO0TaHHBIX JICKIHH, MPaKTUICCKUX
3aHSATUH KaK JOIIOJHEHHUE.

- TPYIIIOBBIE JHUCKYCCHHM, TPUMEHSIOTCS I OOECIedYeHUs HaBBIKOB
KOMaHJIHOM paboThl U MEXJIMYHOCTHOM KOMMYHHMKAIMM W TPEJCTaBIAIOT COOOM
OLICHOYHOE CpEACTBO, IO3BOJISIONIEE BKIIOYUTH OOY4YalOIIUXCS B MpOLEce
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OOCYXX/IeHUsI TPEACTaBICHHOW TEMbI, MPOOJEMbl W OLEHUTh HX YMEHHE
apryMEHTHPOBAaTh COOCTBEHHYIO TOYKY 3peHusa. Kpome Toro, B Xoje 3aHATHIA
MPOBOJIATCS KPYTJIbIE CTOJIBI MO 33/ ITAHHBIM TEMATHUKaM.

- aHAIW3 CHUTyalui (KEHC-METON) — TEeXHUKAa OOyYEHHs, WCIOJIB3yIoIIas
OMMMCaHWE peadbHbIX cuTyaruii. OOydJaronuecss JIOJKHBI TMPOAHATH3UPOBATH
CUTyaluI0, pa3o0paTbcsi B CyTU MPOOJIeM, MPEIJI0XKUTh BO3MOXKHBIE PELICHUS U
BBIOpaTh Jydlllee U3 HUX.B OCHOBE MeTOJla KOHKPETHBIX CUTyalMi JEXKUT
OMKMCAaHNE KOHKPETHOW MNpodecCHOHaTbHON AESITeIbHOCTH WM 3MOIMOHAIBHO-
IIOBEJICHYECKUX ACIEKTOB B3aMMOJEUCTBUSA JroJel. Ilpn m3ydyeHurM KOHKpPETHOU
CUTyallud, M aHajgu3€ KOHKPETHOIO IMpUMEpa CTYICHT JOJDKEH BXHUTHCS B
KOHKPETHbIE  OOCTOSITENIbCTBA, TMOHATh CHUTYallMIO, OILIEHUTh OOCTaHOBKY,
OTIPEJICNINTh, €CTh JIU B HEH mpobiieMa U B ueM ee cyTh. OnpeenuTb CBOIO poJib B
pelieHuu npoosieMbl U BEIpadOTaTh 11€J1eCO00pa3HYI0 JTUHUIO MTOBEICHUS.

- HWCIOJB30BaHHWE HWMUTAIMOHHBIX MOJEJIEH, TMpeacTaBisieT co0oit
MOJICIMPOBAHUE TIpoleccCa € TOMOIIBK) MEXaHWUYECKUX WIH KOMITBIOTEPHBIX
ycTpoucTB. Mcmonp30BaHWE MMUTALMOHHBIX MOJENEW  OCYIIECTBISETCA €
MOMOII[BI0O KOMITBIOTEPHBIX MPOTrpaMM, PpEATU3YIOMUX a0CTPaKTHYIO MO/JIEIb
HEKOTOpPOM cuCTeMbl. B KOHIIE 3aHATHS, NOCTPOEHHBIX HA NPUMEHEHUH
MMUTAIIMOHHBIX MOJIENIeH, Kak o00pa30BaTEIbHOW TEXHOJOTHH, OOyYaroluecs
OCYIIECTBIISIIOT NPAKTUYECKUN aHAIN3 PE3YJIbTATOB.

OueHoyHbIe U METOAMWYECKHE  MAaTepHUalibl 0  JUCUUIUIMHE
«/lokymenmayuonHnoe obecneuenue ynpasieHusy npeactraiensl B DOMM.

[Ipy 1OArOTOBKE K MPOMEXKYTOUHOMY WJIIA HUTOIOBOMY TECTUPOBAHUIO
HEOOXOJMMO M3YYHTh TEOPETUYECKHM W MPaKTHYECKUW Matepuai. TecToBbie
3a/laHus (C TIepeYyHeM BO3MOKHBIX BAPUAHTOB OTBETOB, CPEAM KOTOPBIX XOTS ObI
OJIMH OTBET SBJISICTCS HEBEPHBIM) OOECMEYMBAIOT CTPYKTYPHOCTb MBIIUICHHUS,
BBIHYKJECHHOTO BBIOpAaTh U3 MPEHJIOKEHHBIX BapUAHTOB OTBET BCE MPABUIILHBIC
BapuaHThl. Te€CTOBBIC 3aJaHWs] HA YCTAHOBJIEHUS COOTBETCTBUS IMOAPA3yMEBAIOT
HEOOXOJMMOCTh TPOSIBJICHUS HE TOJBKO 3HAaHHMS Y4YEOHOro Marepuana, HO |
YMEHHS TPUMEHSTh TpaBWwia QopMalibHOM JIOTUKH. TecToBble 3alaHusl Ha
YIOPSIOYEHNE HAIPABJICHBI HA YCTAHOBJIEHUE JIOTUYECKON IMOCIEI0BATEILHOCTH
paccMaTpUBaEMbIX SIBJICHUM (BPEMEHU CYIIECTBOBAHUS SIBICHUM, PACIOIOXKCHUS
CTPYKTYPHBIX 3JIEMEHTOB MTPABOBBIX JOKYMEHTOB U T.II.).

D¢ GhHEeKTUBHBIM CIOCOOOM ISl TOATOTOBKH K TECTUPOBAHUIO SBIISICTCS
paboTa 00ydJaromierocsi Mo PEIICHUI0 TeCTOBBIX 3aJaHWM, MPEJOCTABICHHBIX JIJIS
CaMOCTOATENLHON paldoThl. Takke MpU MOATOTOBKE K TakoW (opMe KOHTPOJIS
3HAHWUM, KaK PEIIEHUE TECTOBBIX 3aaHUM, CIEAYET CAMOCTOSITEIIBHO IOIBITAThHCS
mpopaboTaTh paccMaTpUBaeMble B JHUCIUIUIMHE BOIPOCH! B (DOPME COCTABIICHUS
TECTOBBIX 3aJIaHUM.

[Ipy moAroTOBKE K 3a4eTy CJIEAyeT MUMETh B BHUIY, YTO OH SIBJISIETCS
UTOTOBOM (POPMOIT KOHTPOJIS MO U3YUEHHUIO JAHHOW y4eOHON NUCUUILIMHBI. 3a4eT
MOJIPAa3yMEBACT  MAKCUMAJbHYX  KOHICHTPAUMIO 3HAHUM W YMEHHUM,
MPEIOIaralonrx MoJHOE U3yUYeHUE MaTepuala JUCIUILIMHBI.
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3auer npoBOAUTCA B (POpME YCTHOrO COOECEelOBaHUS, BBIIOJHEHMS
NUCBMEHHOI'O 3a/IaHHUS.

Pemenne mnpenopaBatenss 00 HMTOrOBOW OLEHKE MPUHUMAETCA 110
pe3yibTaTaM yYCTHOTO OTBE€Ta M BBIIOJIHEHHOTO MHWCbMEHHOIO 3a/laHHs, B
3aBUCUMOCTH OT IIKaJIbl OLICHKHU.

B xauecTBe HMCTOYHMKA JOMOJHUTENIBHBIX MAaTE€pPUATIOB PEKOMEHIYETCS
MOJIb30BaThCs HMH(pOpMalMend OTKPBITOro Joctyma ceTu Internet (maHHBIMEU
MH(POPMaILMOHHO-TIPABOBBIX U 00pa30BaTENIbHBIX OPTAJIOB, OQUIUAIBHBIX CaliTOB
MUHUCTEPCTB, BEJOMCTB, OTACJBHBIX OpraHU3aluil, JaHHBIMH TOCYJAapCTBEHHOM
CTaTUCTUKH, pe3yibTaTaMU 3KCIEPTHO-aHAJIUTHUYECKUX 0030poB). Kpome Toro,
MOKHO BOCIIOJIb30BaThCsl BO3MOYKHOCTSIMH CIIPABOYHO-TIPABOBBIX CUCTEM, 0a3bl
KOTOPBIX COAEPXAT HE TOJbKO TEKCT HOPMATHBHBIX AKTOB, HO U Hay4YHbIE CTaTbU
no pazauuHbiM  Bompocam  (Hampumep, CIIC «Koncynsrant  Ilmrocy).
PekomeHiyeTcst TakKe UCIOJIb30BATh AIEKTPOHHO-OUOIMOTEYHBIE CUCTEMBI.

10. Oco0eHHOCTH OCBOEHMSA TMCHHUILIMHBI 1JI51 HHBAJUA0B M JIHUII C
OrpaHNY€eHHBIMU BO3MOKHOCTAMMU 310POBbSA

OOyuenne 0Oy4YarOIIMXCS C OTPaHUMUYEHHBIMH BO3MOXXHOCTSIMH 370POBbSI
Opu HEOOXOIMMOCTH OCYUIECTBIIIETCS Ha OCHOBE aJalTUPOBAHHON paboueit
OporpaMMbl  C  HCIOJNB30BAHMEM  CIELUAIbHBIX METOAOB  OOYy4YeHHs H
TUAAKTUYECKUX  MaTepUalioB, COCTaBIEHHBIX € y4eTOM  OCOOEHHOCTEHN
NCUXO(PU3NYECKOTO Pa3BUTHUS, HHAWBUAYAIbHBIX BO3MOXKHOCTEH M COCTOSHHUSA
3I0POBBS TAKKUX OOyUaromMuXcst (00y4aroerocs).

B LETAX OCBOEHUSA y4ueOHOMI IIPOTrpaMMBbl TV CHUATUTAHBI
«/lokymenmayuonHoe obecneuenue yYnpaeieHus» WHBAIAJAMUA W JIMLAMH C
OTrpaHUYEHHBIMUA BO3MOKHOCTSIMU 3/10pOBbsi THCTUTYT 0OecrieunBaeT:

— JUISL MTHBQJIWJOB U JIMI] C OTPAaHUYEHHBIMH BO3MOKHOCTSIMH 3[J0OPOBBSI IO
3pEHUIO: pa3MEIleHUe B JIOCTYIHBIX AJsi OOydaroluXcs, SBISIOUIMXCS CIETBIMU
Wik caaboBUIAIIMMU, MECTaX W B aJalTUPOBAHHOM Qopme CIpaBOYHOM
uHbOpMallMl O pacHUCaHUM Y4YeOHBIX 3aHATHUN; NPUCYTCTBUE AaCCHCTEHTA,

OKa3bIBAIOILIETO oOy4aroremMycs HEOOXOUMYIO MOMOIIIb; BBIITYCK
AIbTEPHATUBHBIX (DOPMATOB METOJUYECKUX MATEpUaioB (KPyHHBIA MPpUPT WM
aynuohanel);

— JIJI1 UHBAJIUOB U JIUI[ C OTPAaHUYEHHBIMU BO3MOXKHOCTSMH 3JI0POBBS 11O
CITYXY: HaJyjIeKaIIMMHU 3ByKOBBIMH CPEJICTBAMHU BOCIIPOU3BEIeHUE UH(POPMAITUH;

— JUIST UHBAJIMJOB U JIMI] C OrPAaHUYCHHBIMU BO3MOXKHOCTSIMU 3JI0POBBA,
UMECIONIMX  HApyIICHUS  ONOPHO-JABUTATEILHOTO  ammapaTra:  BO3MOXHOCTh
OeCpensITCTBEHHOTO JOCTYyIMa 00yJarouuxcsi B yueOHbIe TTIOMEIIEHUSI, TyaJeTHBIC
KOMHATBI U JPYTYe MOMEIICHUS, a TAKXKe MPeObIBAHNE B YKA3aHHBIX MOMEIICHUSX.
OOyuaromuecs u3 uyuciaa uHBaMIoB U Juil ¢ OB3 obecneyeHsl medyaTHBIMU U
(W1In) DJIEKTPOHHBIMHU 00pa30BaTEILHBIMU pecypcamMu B GopMax, aanTHPOBAHHBIX
K OTPaHMYCHUSM X 370poBbsi. OOpa3zoBaHHe OOYUYAIOIMIUXCS C OTPAaHUYCHHBIMU
BO3MOKHOCTSIMU 37I0POBBSI MOKET OBITh OPTAaHM30BAHO KaK COBMECTHO C APYTHMHU

O6y‘-IaIOI]_[I/IMI/IC$I, TaK U B OTACJIBbHBIX I'PYHIIAX WX B OTACJIBHBIX OPraHU3alnusax
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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
00pa30BaTe/IbHOIO NPOLECca M0 JUCHUILIHHE (MOLYTI0)

Cnenmnann3npoBaHHble AYIMTOPHH:
YueOHast ayauTopus JUIsI TPOBEACHUS 3aHATUH CEMHHAPCKOTO THIIA, KYyPCOBOTO
NPOEKTHUPOBAHUS (BBIMOJIHEHUS] KypCOBBIX paboT), TpPYNNOBBIX U HWHAWBUAYAIbHBIX
KOHCYJIbTAIMH, TEKYILIEro KOHTPOJIS U IPOMEKYTOUHOM aTTecTaluy / KOMIbIOTEPHBIN 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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