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Pabouas mporpaMma no AuUCUMIUIMHE «J{OKyMEHTOOOOPOT M JEIONPOU3BOICTBO
pa3paboTaHa Ha OCHOBE aKTyalu3upoBaHHOro PdeaeparbHOrO TOCYIapPCTBEHHOTO
oOpa3oBaTenpHOTO CTaHAapTa BhIcmiero ooOpasoBanus (mainee ®I'OC BO) mo
HanpasieHuio moarotoBku 38.03.01-Okonommuka, HampaBneHHocTs (mpoduiib)
00pa30BaTeNbHOM MPOrpaMMbl byXrantepckuil yder, aHaiuu3 U ayIuT

VYpoBeHb: bakanaBpuar
Opranmsanus-pazpadotunk: AOY BO JIO «l'ocygapcTBeHHBI HHCTUTYT
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PazpaboTuuk: K.3.H., JOIIEHT
kadeapsl MeHeKMeHTa / MuponoBa UL A.
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2024 r. TIpoToxosr Ne2.
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3aenyrommii kaheapoi / Yymakos B.H.
PykxoBonutens OIl / Ilymunun A.B.
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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 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

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

HCHHUILITHHBI (MOAYJIH
IpenmecTByiomue A (monym), IMocaenyromue
NPAKTHKH y4e0HOro
AUCHMILINHBI (MOYJIN), JUCIMILINHBI
IUIaHA, B KOTOPBIX
Hudp NMPAKTUKH Y4eOHOT0 (MoayJin), MPAKTUKH
KOMIIETeHIIU S
KOMIIETEeHIIMH IUIAHA, B KOTOPBIX yueOHOro IJIaHa, B
0CBauBaeTCsl NapauieJbHO
ocBaMBaeTcs . KOTOPBIX 0CBANBaETCsl
¢ u3yvaemoii
KOMIIETeHIUS . KOMIIETEeHII NS
JMCHMILIMHOMI
6 stan — 7 ceMecTp
1,2,3 aram — 1,2,3 cemecTpsl [IpousBoacTBeHHAsA
HMHoCcTpaHHBIN SA3BIK MpaKTHUKa
VK-4 (5 otan) p - p
4 stam — 5 cemecTp 7 atam — 9 cemectp
YyeOHas npakTUKa [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
«/loxymenmoobopom u 0enonpouz800cmeo COCTABISET 3 3a4ETHBIX €AUHUILl WU
108 axkagemmuuecknx vaca. ucuuminHa u3ydaetcs B 6 cemectpe. [Ipomexyrounas
atrecrtaius B popMe 3a4eTa B 6 cemecTpe.

CemecTtp Ne cemectpab Beero,
aK.4acoB
OO61as TpyA0eMKOCTh (BCET0aK. 4acoB / 3.€1) 108/3 108/3
Jlexuun 16 16
KonTaktHas padora
[IpakTnueckue 3aHATHS 16 16
CamocrosrenbHas pabora 67 67
Buna npomexyrounon
aTTeCTalluU 3auer 0,25/8,75 9
(koHT.pab./ camocT. pab.)




5. Conepxxanue JMCUMILIMHBI (MOAYJIs1), CTPYKTYPUPOBAHHOE 110 TEMaM
(pa3aenam) ¢ ykazaHueM OTBEeJCHHOI0 HA HUX KOJHMYeCTBA aKaJeMHYeCKUX
WIN ACTPOHOMUYECKHMX YaCOB U BU/IOB YUeOHBIX 3aHATHI

TpynoemMKocTbh
KoHnrakTHas
paboTa
: -
HaumenoBanue paznena | o E |8 g
Ne = = Bl 8 Conep:xanue
JTUCHUTIIUHBI (TeMa) Q = = = o
Q = 3 jan S,
M g . g 5
= T : =
D) = o Q
= = o o
2 |e|l =
I~ < =
a | = )
=
6 cemecTp
[TonsiTue 0 JIOKYMEHTE.
CpoiicTBa, Tpu3HAKW, (YHKIUU
JOKyMeHTa. MeTozbl U crocoOBbl
JIOKYMEHTHUPOBAHHUS.
HopmartuBHo-MeToanueckas 6aza
JIOKYMEHTallHOHHOT'O
o0ecrieueHus HPaBJICHUS
OcHoBBI yrp
JIESITEIbHOCTBIO  OpraHHU3aliH.
JIOKYMEHTOO000pOTa.
25 | 2 2 21 | Buasl YIPaBIECHYECKUX
OcHoBBI
JIOKYMEHTOB, HEOOXOJIUMBIX IJIs
JIEJIONIPOU3BO/ICTBA.
ONMCAHMUS pa3IMUYHBIX
YIIPaBJICHYECKHUX JEUCTBHM.
VHudukanus u cTaHIapTH3ALMS
nokymeHToB. [loHsiTHE M cocTaB
PEKBU3UTOB. Dopmbl
JIOKYMEHTAIlUK JUIsl pa3paboTKu
IIPOAYKTA
Cocras, CTPYKTypa U
Cucremsl coJlepiKaHue JIOKYMEHTAlluH,
JIOKYMEHTall1H, oOecreunBaroIIe OpraHu3aluio.
oOpazyrommecs B Cocras OpraHHU3alMOHHO-
pouecce  yIpabJIEHUS IIPAaBOBOM,  PaCHOPSAUTEIBHON,
JESATEIBHOCTBIO 25 | 4 4 17 | undopMaIiOHHO-CIIPaBOYHOH,
OpraHu3aIu. MJIAHOBO-OTYETHOM
CnpaBouHo- JOKyMEHTalluu, TIpaBuia €€
MH($OpPMallMOHHbIE cocTtaBieHuss Hu  odopmiieHus
JIOKYMEHTHI. OcobenHoctu
JIOKYMEHT0000pOoTa
PacniopsaurenbHbie Obmas XapaKkTepUCTUKa
JIOKYMEHTHI. KaJIpOBOTO cocTaBa
JlokymMeHTannoHHOe o5 17 | MpeAnpHATHA. Opranuszanus
o0ecrieyeHue JIOKYMEHTallHOHHOT'O
yIpaBiIeHUs obecrnieyeHus NeSITeIbHOCTH
IEPCOHAJIOM. KaJpOBOH CIIY>KOBI IPEIIPUSTHS.
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Opranu3zanoHHbIE Opranuzanus paboThI c

JIOKYMEHTBI. KaJIpOBOI JOKYMEHTAIUEH.
OCO0OEHHOCTH  MCIIOJIL30BAHHUS
cet MHTEepHET s perieHus
3a1a4 KaJIpOBOTO
JICJIONTPOU3BO/ICTRA.
OdopMmieHre [ET0BBIX IHCEM,
JOKJIAHBIX u CITyeOHBIX
3aIIMCOK, OTBETOB Ha KaJ0ObI
oTpeOuTEINeH.
Opranu3arnus paboThI c

Opramwsarms nokymeHTamMu. CucTeMaTu3anus

p JIOKYMEHTalldid B TIpoIiecce

JOKYMEHTO000pOTa.

4. | Oprammsams on | 6 5 1p |ZesTenbHOCTH OpraHU3AIIHH.
' dopmupoBanue u ohopmIICHHE

OTIEPATUBHOTO XPAHCHUS
JIen.  OKCIepTu3a  LIEHHOCTH

JIOKYMEHTOB.
JIOKYMEHTOB, [MOATOTOBKA
JIOKYMEHTOB K XpaHCHHUIO.

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

6. IlepeyeHb yueOHO-METOAMYECKOT0 00ecredyeHUs IAJIs1 CAMOCTOATEIbHOM
padoThl 00y4YaOIIUXCH MO0 JUCHUILINHE (MOTYJIIO)

Ne Bunasl camoctosTensHON paboTh TpyroemMKOCTb, dopma KOHTpOII™*
aK.4achl
1. [TpopaboTka TEOPETUYECKOTO
o Koncynpranus
MmaTtepuaiga IO KOHCIEKTaM JIEKIHH,
. npenojaBaTes,
PEKOMEHIOBaHHOU JUTEparype, 20 CTHOE
JIOTIOJTHUTEIBHBIM UCTOYHUKAM Y
cobecenoBanue
yH(pOopMalun
2. [ToaroroBka K MPAaKTUYECKUM Brictynienue ¢
3QHSATUSIM: IIOHUCK He00X0INMOI JTOKJIaJIOM,
uHpopMauy, o0paboTka 20 IIpe3eHTalMs,
uH(poOpMallMy, HaNMCaHWE JIOKJIAJa, OTBETHI HA
HOJrOTOBKA K BBICTYTIJICHUIO JMCKYCCHOHHBIE
(TMCKYCCUM) BOITPOCHI
3. [ToaroToBka K TeKymieMy KOHTPOJIIO
(TecTMpOBaHWE  W/WIAM  HalMCaHHUE 27 Tectsl, pedepatsl
pedepata)
4. IToaroroska K IIPOMEKYTOUHOU YcrHOE
aTTecTalun 8,75 cobecenoBanme,
(BOIIPOCHI K 3a4€Ty, HTOTOBBIN TECT) TECTUPOBAHUE

Jlis caMOoCTOATENbHOW paboOThl MO TUCHUIUIMHE (MOIYII0) O0yYarouiuecs
UCITIOJIB3YIOT CIIEyIoNee yueOHO-METOIUIECKOE 00ecredeHHeE:
Kysnenos, 1. H. JlokymeHTanimoHHoe oOecleYeHUE YIpPaBIICHHUS.
JIOKyMEeHTOOOOPOT U AETONPOU3BOACTBO : YUEOHHK M MPAKTUKYM i By30B / U.

1.
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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 (mata oopamenus: 22.08.2024).
2. ['po3oBa, O. C. JlemompousBoCcTBO : yueOHOE mocoOue sl By30B /

O. C. I'pozoBa. — 2-¢ u3n. — Mocksa : U3narensctBo HOpaiit, 2024, — 131 c. —
(Bricmiee oopazoBanue). — ISBN 978-5-534-15964-6. — TekcT : 2neKTpOHHBIH //

OO6pazoBaTenbHas miargopma Opaiit [caiT]. — URL:
https://urait.ru/bcode/539522 (nmara obpamenus: 22.08.2024).
3. Konpimkuna, T. b. JlemoBele KOMMYHUKAIMH, JOKYMEHTOOOOPOT H

JIeJIOTPOU3BOJICTBO : yueOHoe mocodue s By3oB / T. b. Konwmmkuna, 1. B.
[llyctuna. — 3-¢ u3m., ucnp. u aon. — Mocksa : U3gatensctBo FOpaiit, 2024, —
145 c. — (Bwiciee o6pazoBanme). — ISBN 978-5-534-14216-7. — TekcT :
aneKkTpoHHbI // OOpaszoBatensHas 1uiatdhopma FOpait [caiit]. — URL:
https://urait.ru/bcode/538163 (nara obpamenus: 22.08.2024).

4, Hoponuna, JI. A. Opranusanus U TEXHOJOTHUS JOKYMEHTAITMOHHOTO
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 obpazoBanue). — ISBN 978-5-534-16016-1.
— TekcT : anexktpoHHbIi // ObpazoBaTenbHas mwiatdopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/536404 (nara obpamenus: 22.08.2024).

S. [ysanosa, H. H. Opranuszaius u TeXHOJOTUS JTOKYMEHTAIMOHHOTO
oOecrieueHus ynpaBlieHUus : yueOHUK U TpakTukym juist By3oB / H. H. lllyBanos.a.
3-e u3n., nepepad. u gon. — Mocksa : U3parensctBo FOpaiit, 2024. — 247 c.

— (Bwiciee obpazoBanme). — ISBN 978-5-534-16537-1. — Tekcr
mekTpoHHbI //  OOpaszoBatenbHas Tuiatgopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/536968 (nara obpamenus: 22.08.2024).

6. KazakeBnu, T. A. JlokymeHTOBeneHHE. JJOKYMEHTAIMOHHBINA CEPBUC :
y4eOHUK U mpakTukyM ans By30B / T. A. Kazakesuu, A. U. Tkamuu. — 2-e u3g.,
uctp. u gon. — Mocksa : UznarensctBo Opaiit, 2024. — 167 c. — (Bbiciuee
obopazoBanne). — ISBN 978-5-534-06273-1. — Tekct : 21MeKTpOHHBIN //
OO6pa3zoBartenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/538386 (nmara obpamenus: 22.08.2024).

7. JlokyMeHTOBeieHHEe : y4eOHHMK W MpakTUKyM mis By3oB / JI. A.
Hoponuna [u np.] ; mox penakuueii JI. A. JloponuHoit. — 4-e u3z., nepepad. u
norn. — MockBa : HMznmarensctBo IOpaiit, 2024. — 336 c¢. — (Beiciiee
oopazoBanue). — ISBN 978-5-534-19110-3. — TekcT : DIEKTPOHHBIA //
OOpazoBaTenbpHas miatgopma Opaiit [caiit]. — URL:
https://urait.ru/bcode/555971 (mata obpamenus: 22.08.2024).

8. @®oHJ OIEHOYHBIX M METOJUYECKHX MaTepUajoB MO AWCIUIIINHE

«J1oKyMeHTOOOOPOT U 1ETONPOU3BOICTBOY.



7/.DoH OLIEHOYHBIX ¥ METOAMYECKUX MATEPHAJIOB /IJIsl POBeAeHMsI
MPOMEKYTOUYHOM aTTeCTANMU 00YUAOIIMXCS M0 JUCHUILUIUHE

Bomnpocs! 1J1s1 NpoBeieHus MPOMEKYTOYHOI aTTecTaluu (3a4eTa)

1. OO6ocHoBaHME HEOOXOAMMOCTH OOYYEHHS JAOKYMEHTAIIHOHHOMY
00ECIIEUCHHUIO U €r0 aBTOMATU3AIINU.

2. JlokymeHToOOOpPOT B  oOpraHm3zamuu. PaGota ¢ BXOIAIIUMH
JIOKyMEHTaMHU.

3.  Knaccudukaropsl 1T0KyMEHTOB.

4.  @®opMHUpPOBaHUE U XpaHEHUE JCII.

5.  Permamenranust 1eJ0mpou3BO/ICTBA

6. Ilpezentanus. Ee pynkius u HazHaueHue. OCHOBHBIEC 2JIEMEHTHI.

7.  OCHOBHBIE TOHSTHS JOKYMEHTAIMOHHOTO OO€CHEYEeHUs YIpaBJICHUS
(1emonpou3BOJICTBO, JOKYMEHTOOO0POT, AJOKYMEHT, PEKBU3UT, U JIp.).

8. OpraHuzanioHHBIE AOKYMEHTHL. VX (GyHKIMM W Ha3HaueHHE. YCTaB
OpraHU3aIHH.

9.  OcHoBHBIC (HYHKIIUU TOKYMEHTA.

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

11. Yuudukauus u crangapTu3anus J0KyMEHTOB.

12. OpranuzanuoHHble JOKyMeHThl. X GyHKIMM U Ha3HA4YEHUE.
JlomKHOCTHAST HHCTPYKIIUS.

13. bnank. [lonstue 6nanka. TpeboBanus K 0POPMIICHUIO OITAHKOB.

14. PacnopsautenbHbie JOKyMeHTHl. VX dyHkium u nHazHauenue. [Ipukas
110 OCHOBHOM JESATEIIbHOCTH.

15. PexBusut. [lonsiTie pekBu3nTa, MOPSIOK UX OPOPMIICHUS.

16. CnpaBouHO-MHGOPMAIIMOHHBIE  TOKyMEHTh. WX  QyHKIuU
Ha3HayeHue. AKT.

17. TexHudeckue CpelicTBa, UCIOJIb3YEMbIE B JIETOMPOU3BOJICTBE.

18. CnpaBouHO-MHGOPMAIIMOHHBIE  TOKYMEHTh. MX  QyHKIuM
Ha3zHaueHue. [[poToko.

19. bnank. Bunst 6;1ankoB. OcoOeHHOCTH UX 0OPMIICHHS .

20. JlokymeHTOOOOpOT B opranm3auud. Pabota ¢ HCXOIAIIUMHU
JIOKyMEHTaMHU.

21. bnank. BapuaHThl pacmonoxeHus peKBU3UTOB Ha OJlaHKaX.

22. TloaroroBka u mepeaayva Jiell B apXUB.

23. TlpaBwmma odopmiieHHs atT, HyMepaluu CTpaHull, opopmieHus Tabuil,
MaTeMaTU4eCKuX (POPMYJT M COKpAIICHUH.

24. PacnopsauTenbHbie JOKYMEHTHl. WX (QyHKIMM ©W Ha3HAYCHUE.
Yka3zanue.

25. JlokyMeHTO0OOpOT B opranu3aiuu. [Iporecc KOHTpPOJS UCIOTHEHUS
JIOKYMEHTOB.

26. CnpaBouHO-UH(GOPMAIIMOHHBIE  JOKYMEHTH. WX  QyHKIMH U
HazHaueHue. OObsICHUTENbHAS U TOKJIAHAs 3alUCKU.



27. JIokyMeHTOOOOpOT B  opraHuzanuu. PabGota ¢  BXOJSAIIUMHU
JIOKYMEHTaMHU.

28. PacrnopsautenbHble JOKyMeHTH. WX (QyHKIMH W Ha3HAuYCHHE.
Pacnopsixenue.

29. OCHOBHBIE MTOHATHS JOKYMEHTAITMOHHOTO OOCCTICUCHHS YIIPABICHUS.

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

IIpumepHbIe NPAKTUKO-OPUEHTHUPOBAHHbIE 32]aAHUSA

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

2.0hopMUTH IPOTOKOJT 3aCEIaHUs IKCIIEPTHOW KOMUCCHUN B COOTBETCTBHH C
THUIIOBOV HHCTPYKIUEN IO AEIIOMPOU3BOJICTBY.

3.CocTaBuTh  CIIy’)KEOHYIO  3amUCKy Ha  TOOUIPEHHWE  COTPYAHHKA,
MIEPEBBITIOIHUBIIETO IIAHOBBIC TTOKA3aTEIH.

IlomHBIA KOMIIJIEKT BaHaHHﬁ H JTallOB (1)OpMI/Ip0BaHI/IH KOMIICTCHIIMH
IIpCaACTaBJICH B CDOHILG OOCHOYHBIX U MCTOAUYCCKUX MATCPHUAJTIOB JJIA IIPOBCACHUA
HpOMC}I(YTO‘{HOﬁ aTTcCTalnu O6yan-OIHI/IXC5I 110 JUCHMUIIIINHC, O(i)OpMHCHHLIfI
OTACIIBHBIM NJOKYMCHTOM, IIPCACTABJICH B IIPHJIOKCHUN 1.

8. [lepeyeHb OCHOBHOI, 10MOJIHUTEIbHON Y4eOHOI JTUTEPATYPbI, peCypcoB
HHGPOPMALMOHHO-TEJIEKOMMYHUKALUOHHOU ceTH «MHTepHeT», He00X0AUMBbIX
JJISL OCBOCHUS JUCUMUILIMHBI (MOLYJIs1)

a) HOPMaTHBHbIE IPABOBbIE AKTHI

1) Harmonanwhbeiid crangapt PO I'OCT P 7.0.8-2013 "Cucrtema cTaHmapToB
no uHbopmari, OMOIUOTEUHOMY M W3JIaTeIbCKOMY Jeny. Jlenonpou3BoacTBO U
apxuBHOe Jeno. TepmuHbl u omnpeneneHus" (yTB. mnpukazoM DenepanbHOro
areHTCTBA M0 TEXHUYECKOMY PEryJIMPOBaHUIO U MeTposioruu oT 17 oktsiops 2013
r. N 1185-cr)

2)IOCT P 6.30-2003 «YuudHUIHPOBAaHHBIE CHUCTEMbI JIOKYMEHTALIHH.
YuudunupoBannas ~ cucteMa — OpraHU3aI[MOHHO - pacnopsIuTebHON
JTOKyMeHTaIuu. TpeboBaHus K 0(pOPMIICHUIO TOKYMEHTOBY

3) TOCT P 7.097-2016 «Cucrema cTaHmapToB 1o HH(DOPMAIUH,
OMOMMOTEUHOMY W HW3AaTeNbCcKoMy Jeny. OpraHu3allMOHHO-PACTIOPSAUTENbHAS
noKkyMeHTalus. TpeboBaHus K 0pOPMIICHUIO JTOKYMEHTOBY

0) OCHOBHAas JiUTEepaTrypa:

1. Kysnenos, 1. H. JlokyMeHTanmoHHOE oOOecleYeHUEe YIpPaBICHHUS.
JIOKyMEHTOOOOPOT U JEJIOMPOU3BOACTBO ;| YUYCOHUK M MPAKTUKYM il By30B / .
H. Ky3nemnoB. — 4-e uzn., nepepad. u mon. — Mocksa : MznatensctBo FOpaiiT,
2024. — 545 c¢. — (Bwicmiee oOpazoBanue). — ISBN 978-5-534-16003-1. —
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TekcT : anexktpoHHbIdt // OOpa3oBarenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/535548 (mata oopamenus: 22.08.2024).

2. ['pozoBa, O. C. JlemompousBocTBO : yueOHOE mocoOue sl By30B /
O. C. I'pozoBa. — 2-e u3n. — Mocksa : U3natensctBo HOpaiit, 2024. — 131 ¢. —
(Bricmiee o6pazoBanue). — ISBN 978-5-534-15964-6. — TekcT : 2neKTpOHHBIH //

OOpazoBaTenpHas matgopma FOpaiit [caiiT]. — URL:
https://urait.ru/bcode/539522 (mara obpamenus: 22.08.2024).
3. Konbimkuna, T. B, JlenoBele KOMMYHHKAIIMH, JOKYMEHTOOOOPOT H

JIeJIOTIPOU3BOJICTBO : yueOHoe mocodue s By3oB / T. b. Konwimmkuna, 1. B.
[llyctuna. — 3-¢ u3a., ucnp. u aon. — Mocksa : U3gatensctBo FOpaiit, 2024, —
145 ¢. — (Bwicmiee obpazoanue). — ISBN 978-5-534-14216-7. — Tekcr :
aekTpoHHbI // OOpaszoBatenbHas Iuiargopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/538163 (mara obpamenus: 22.08.2024).

4, Hoponunna, JI. A. Opranuzanus U TEXHOJOTHS JOKYMEHTAIMOHHOTO
oOecrieueHusl yIpaBJIeHHs : YYEOHUK W TPaKTUKyM Juist By30B / JI. A. JlopoHuHa,
B. C. UputukoBa. — 2-¢ m3a., mepepad. n gom. — MockBa : M3marenscTBo
FOpaiit, 2024. — 270 ¢. — (Bsicmee obpazoBanue). — ISBN 978-5-534-16016-1.
— TekcT : anexktpoHHbIi // ObpazoBatenbHas mwiatdopma FOpaiirt [caiit]. — URL:
https://urait.ru/bcode/536404 (nara obpamenus: 22.08.2024).

S. [llyBanosa, H. H. Opranu3anus 1 TEXHOJIOTUS JOKYMEHTAIMOHHOTO
oOecrieueHus yrnpaBlieHUs : 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
ekTpoHHbI //  OOpaszoBatenbHas Tuiatrgopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/536968 (mara oopamenus: 22.08.2024).

6. KazakeBuu, T. A. JlokymeHToBeaceHuE. JJOKyMEHTAIIMOHHBIN CEPBUC :
y4eOHUK U mpakTukyM ans By30B / T. A. Kazakesuu, A. U. Tkamuu. — 2-e u3g.,
ucrnp. u gon. — Mocksa : UznarensctBo Opaiit, 2024. — 167 c. — (Bbiciuee
obopazoBanne). — ISBN 978-5-534-06273-1. — Tekct : 21meKTpOHHBIN //
OO6pazoBartenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/538386 (nmara obpamenus: 22.08.2024).

7. JlokymeHTOBeieHHE : y4eOHMK M MpaKkTUKyM s By3oB / JI. A.
Hoponuna [u ap.] ; moa penakmueit JI. A. JloponuHoit. — 4-e uzz., nepepad. u
norn. — MockBa : HMznmarensctBo HOpaiit, 2024. — 336 c¢. — (Beiciee
oopazoBanue). — ISBN 978-5-534-19110-3. — TekcT : SIEKTPOHHBIA //
OOpazoBaTenbHas miatgopma Opaiit [caiit]. — URL:

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

B) IONOJIHUTEJILHAS JINTEpaTypa:

1)  HHdopmanMoHHBIE TEXHOJOTUU B JOKYMEHTAIIMOHHOM OOECIICYCHUH
yOpaBjieHHs U apXuBHOM jnene : yueOnuk mis By3oB / H. H. Kywnaes, T. B.
Konnpamosa, E. B. TepentneBa, A. I'. ®abpuunoB / mox o6bm. pen. H. H.
Kynsseea. -  MockBa :  Jloroc, 2020. - 408 c¢.  Pexum
nocryma:https://znanium.com/catalog/product/1211641
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https://znanium.com/catalog/product/1211641

2) Kabamos, C. H. DieKTpoHHOE IPABUTEILCTBO. DJICKTPOHHBIN
JTOKyMEHTO000poT. TepmuHbl W ompeaenenus : ydeOHoe mocobme / C.IO.
KabGamoB. — Mockea : HMHOPA-M, 2021. — 320 c. Pexum pgocryna:
https://znanium.com/catalog/product/113215

3)  DNeKTPOHHBIH JTOKYMEHTOOOOPOT M oOccreueHre O0e30MacHOCTH
crangapTHeIMU cpeactBaMu WINDOWS : yuebHOe mocooue / JI.M. EBgoknmoBa,
B.B. Kopsa6kun, A.H. ITemekun, O.I'. [lIBeukoBa. - Mocksa : KYPC, 2019. - 296
c. Pexxum moctyma: https://znanium.com/catalog/product/1001864

4)  KouduaeHnuampHOE JIEJIOMIPOU3BOICTBO u 3alUIICHHBINA
AJEKTPOHHBIN TOKyMeHTOo00opoT : yueOHuk / H. H. Kynsies, A. C. Iémymkun, T.
B. Kongpamosa, A. I'. ®a6puunoB ; nox o6mr. pea. H. H. Kynsesa. - 2-e u3n.,
nepepadb. u gom. - MockBa : Jloroc, 2020. - 500 c. Pexum pgoctymna:
https://znanium.com/catalog/product/1212394

r) pecypcnl cetu « MHTEpHET» !

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

2)  Jlenompou3BOACTBO M JOKYMEHTOOOOPOT Ha  MPCANPHSATHH.
http://www.delo-press.ru/journals.php?page=documents

3) KamgpoBoe jgenmompom3BOJCTBO MW TpyAoBoe TipaBo.  http://hr-
portal.ru/rubric/kdp

4) DnekrponHas oubaroreka HR-criermanucros. http://www.hrm.ru/

9. MeToauuecKkue yKazaHusi JAJs 00y4arouuXcsl M0 0CBOEHUIO
AMCIHUIIHHBI(MOIYJIs1)

CaMocTosTenbHas MOJATOTOBKA 00YYaIOLIMXCS MPOBOAUTCS JUIsl YTy OIeHUs
U 3aKpeIUIeHHs] 3HAHUH, MOJTYYEHHBIX Ha JIEKIMAX W JAPYTUX BUJAX 3aHATHH, IS
BbIPAa0OTKH HaBBIKOB CaMOCTOSITEJIbBHOTO NMPUMEHEHHUS HOBBIX, JOMOJHUTEIbHBIX
3HAaHUHU U MOATOTOBKH K MPEACTOALIMM YUEOHBIM 3aHATHIM, 3aUETy.

BaxxHplM  ycloBHEM  yCHEWIHOTO W3Y4YeHMs AUCLHMIUIMHBL  SIBISIETCS
nocemienne jekuii. [lox mocemenneM moapasymeBaeTcsi He (opMa MaCCUBHOTO
PUCYTCTBHS, a aKTUBHAs paboTa Mo M3y4eHHIO HOBOTO Marepuaia. [loaroroska k
JICKIIMOHHBIM 3aHSATUSM BKIIOYAeT B ce0s aHANMM3 MpeJiaraeMbIX ISl U3ydeHUs
BOTIPOCOB, H3yYe€HHWE HOPMATUBHBIX HCTOYHWUKOB M Y4eOHON U HaydHOU
JUTEpaTyphl MO paccMaTpUBaEeMBIM BOIpocaM JIeKIHMUA. B mporecce JeKiuu
oOydaromuiicss MOXKET 3a/JaBaTb  YTOYHSIONIME BOMPOCHl, OCYIIECCTBHUTH
B3aMMOCBSA3b HOBOI'O MaTepHalla C YXe H3yYEeHHBIM, MOATOTOBUTH 0azy is
3¢ (HEKTUBHOTO MCIOIB30BAHMS MOJYUYEHHBIX 3HAHHUM, OOJEr4uTh MOJATOTOBKY K
MPAKTUYECKOMY 3aHATHIO. D(P(PEKTUBHBIM CMOCOOOM (UKCAIMKU JEKIIMOHHOTO
MaTepuasa SBISIETCS KOHCIEKTHPOBAHME, MpPENCTaBIsAIoNIee COOON HE TOJIBKO
¢ukcalnio BaXXKHEHIIMX MOMEHTOB JIEKIMM, HO M YKa3aHHUE NPUMEPOB IS
NOHMMAaHHUS TOTO UJIM MHOTO TEOPETHUECKOTr0 MaTepuaa.

[Tpy moAroToBKe K MPAKTHUYECKOMY 3aHSATHIO HEOOXOAMMO HCIOJIb30BATh
KOHCIIEKTUPOBAaHHbIE MaTepHalibl JIEKIUH, y4eOHYI0 M Hay4yHYIO JIUTepaTypy.
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https://znanium.com/catalog/product/113215
https://znanium.com/catalog/product/1001864
https://znanium.com/catalog/product/1212394
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http://hr-portal.ru/rubric/kdp
http://www.hrm.ru/

[ToaroToBKa OTBETOB MO BBIHOCMMBIM Ha OOCYXXJI€HHE BOMPOCAM MPAKTHYECKOTO
3aHSATUS BKJIIOYAET B ce0d HE TOJIBKO MPOUYTEHUE Marepuasa, HO U €ro aHaiu3 U
KPUTHYECKYIO OIEeHKY.. OOyuaromeMmycsi CleIyeT BBISIBUTh MAaJOW3y4YCHHBIE
aCIeKThl paccMaTPUBAEMbIX BOIIPOCOB, MPOSIBUTh UHUIIMATUBY MPU MOJATOTOBKE K
MPAKTUYECKOMY 3aHSITHIO.

[Ipy MOArOTOBKE K MPAKTUYECKUM 3aHATUSIMHU U 3a4€Ty PEKOMEHIYETCS
CHUCTEMATU3UPOBATh 3HAHMS, M300pakas WX B TaOJIMYHOM, TpadUYECKOM WIIH
CXEMaTHUYHOM BHUJIE. ITO MO3BOJIUT YCTAHOBUTH B3AUMOCBS3b U3yUaeMbIX SIBJICHUM,
YOPOCTUT 3ajady 3allOMUHAHMS MaTepuasa, OOJIETYUT MPOIECC MPAKTHUYECKOTO
MPUMEHEHUS TTOJTYYCHHBIX 3HAHUU.

3amauelt  TPAKTUYECKUX  3aHATUA  SBISIETCS  BBIpAaOOTKAa  yMEHUS
UCIIOJIb30BaTh TEOPETUYECKUE 3HAHUS, MPOSABUTh HAIUYUE MPAKTUYECKUX
HaBbIKOB. [Ipy  MmOAroTOBKE K  MPAKTUYECKOMY  3aHSATHUIO  CIIEYET
3a0J1arOBPEMEHHOT0 O0ECIEUUTh HAJIMYME€ HEOOXOAMMO Jii JAHHOTO 3aHATHS
MaTtepualia, CaMOCTOSTENIbHO MTOBTOPUThH PaHEe N3YyUCHHbBIC TEMBI.

JIns  ycHemHoro OCBOEHUS JUCHMIUIMHBI BaXKHBIM SIBISIETCS  YMEHHE
paboTaTh C TepMHHAMU W UX ompeaeiacHusMu. (s paboThl ¢ TepMHUHOJOTHEH
3 PEKTUBHBIM SIBISICTCS HUCIIOIb30BaHUE KaK y4eOHOW M HAay4dHOU JUTEpaTyphl,
TaK U FOPUINYECKHUX U PUIOCO(CKUX CIIOBApeEil.

PaboTa ¢ TepMHHAMH MOKET OCYIIECTBIATHCA Kak B (POpME COCTABICHUS
COOCTBEHHBIX TEMAaTUYECKHUX CIIOBAPUKOB JJisi yJ00CTBA M CKOPOCTH IIOMCKa
HeoOxoaumoro TepMuHa. C  3TOHM IIEIbI0O HEOOXOIMMO KaKIbId  HOBBIM
BCTPEUAIONINIICA TEPMHUH 3aMKCHIBATh U BO BPEMS MOJATOTOBKHA K CEMHHAPCKUM H
MPAaKTUYECKUM 3aHATHSM YKa3blBaThb COOTBETCTBYIOIIEE ompezeneHue. B ciyyae
BO3HMKHOBEHUS CJIOKHOCTH BBIOOpaA OIpPEACIICHUS] W3 HMEIIIErocs o0bhema B
paMKax HAy4yHOTO 3HaHUS HEOOXOAMMO 3a/JaBaTh BOMPOCHI MPEINOJABATENIO B
paMKax JICKIIMOHHBIX U MPAKTUYECKUX 3aHSITH.

NntepakTuBHBbIE  (DOPMBI  TPOBEACHUS  3aHATUA 1O  JUCIHUIUIMHE
«/loxymenmoobopom u 0enonpouze00cmao» BKIIOYAIOT B ce0s CICAYIOIIUE BUJIbI
3aHSITUN:

- UHTEPAKTUBHBIC JICKIIMH, TMPEANOJaraloT HUCMOJIb30BaHUE METOJa
npoOsieMHOro u3oxeHus. [Ipu TakoMm moaxoje JeKIHs CTAaHOBUTCS MOXO0XKEH Ha
JIAAJIOT, TPErnolaBaHue UMUTHUPYET HCCIEIOBATEILCKUM TIpoliecC (BBIIBUTAOTCS
MEPBOHAYATILHO HECKOJIBKO KIIFOUEBBIX MOCTYJIATOB MO TEME JIEKINH, U3JI0KEHHE
BBICTPAMBACTCS MO TMPHUHIUITY CAMOCTOSTEIBHOTO aHamu3a U 0000IIeHUS
CTyJIGCHTaMHU Y4eOHOro MaTepuayia). JTa METOJHMKA IO03BOJISET 3aWHTEPECOBATH
CTYJIEHTa, BOBJIEUb €ro B Mpoiiecc o0ydeHus. [IpoTuBopeurss HayqHOTO TTO3HAHUS
PacCKpBIBAIOTCS TIOCPEJICTBOM IIOCTAaHOBKH MpoOJeMbl. YdeOHas mpobOiema u
npoOiemMHasi CHUTyalusl SIBJISIOTCS OCHOBHBIMU CTPYKTYPHBIMA KOMIIOHEHTAMH
npobsiemHoro oOydenus. [lepen Hauasom u3ydeHUs OIpEEICHHON TEMbI Kypca
CTABUTCSl TEpea CTyJACHTaMHU MPOOJIEMHBIM BOMPOC WIM JAeTCsl MPOOJIEMHOE
3amanue. CTuUMynMpys paspelieHue MpoOJieMbl, TMpernojaBaTelb CHUMAET
MPOTUBOPEUHS MEXKIYy UMEIOIIMMCS €€ MOHUMaHueM U TpeOyeMbIMU OT CTyACHTa
3HaHUSAMU. D(DPEKTUBHOCTH TAKOIO0 METOAAa B TOM, YTO OTJEIbHBIE MPOOJIEMBI
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MOI'YT IOJHUMATBCS CAMUMM CTYIEHTaMH. [J1aBHBIM ycnex NaHHOIO METOAA B
TOM, YTO TpernojaBaTeNb O00MBaeTCs OT ayJAUTOPUU «CaMOCTOSITEBHOTO
pelieHus» TocTaBleHHOW mpobaembl. Opranusanus MOpoOIEMHOTO OO0ydYeHUs
NPEACTABIAECTCS JOCTAaTOYHO CJIOKHOW, TpeOyeT 3HAYUTENbHOW MOATOTOBKH
aexktopa. OJHAKO HAa HAYaJIbHOM 3Tale MCHOJb30BaHMS 3TOI0 METOAA €r0 MOYKHO
BHEJIPATh B CTPYKTYpPY T'OTOBBIX, paHee pa3paOOTaHHBIX JIEKIHMM, MPaKTUYECKUX
3aHATUN KaK TONOJIHEHHE.

- TpYNIOBBIE JUCKYCCHM, HPUMEHSIOTCA MJii OOECHEeYEHUsT HaBBIKOB
KOMaH/JHON pa0dOThl U MEXJIMYHOCTHOM KOMMYHHMKAIMU WM IPEACTaBISAIOT COOO0M
OLICHOYHOE CPEJICTBO, II03BOJISIIOIIEE BKIIOUUTh OOYy4aroUMXcs B MPOIECC
OOCYXKIE€HHsI MpPEICTaBICHHONW TEMbI, HpPOOJIEMbl U OLEHUTb HUX YMEHHE
apryMEHTUPOBAaTh COOCTBEHHYIO TOUKY 3peHus. Kpome Toro, B xonae 3aHATHH
IIPOBOJSATCS KPYIVIbIE CTOJIBI 110 3aJaHHBIM TEMATHUKaM.

- pOJIEBBIE WIPBI, MPEACTABISIIOT COOOW MOJIEIMPOBAHUE CUTYyallud, B
KOTOPOM Y4YaCTHUKaM MpeaJiaraeTcsl MPUHATh ONPECICHHYIO MO3HULHMIO (POJib) U
3aTeM BbIpa0dOTaTh CMOCO0, KOTOPBIA TMO3BOJIMT MPUBECTU ATy CHUTYalUIO K
HaWydlieMy pesynbrary (urpa). PoneBbie urpsl Hanbosiee >(PEKTHUBHBI Kak
CPEIICTBO NPHOOPETEHHS] M COBEPUICHCTBOBAHUS HABBIKOB HEIOCPEICTBEHHOTO
MEXJIMYHOCTHOTO OOLIEHUsI, KOMAaHJIHON paOOThl, @ TAaK)KE€ HABBIKOB MPUHSATHUS
pELIECHUN.

- TPEHUHTH, JJIsl 00ECIEUEHUs] HAaBBIKOB NMPUHATHUS PEIICHUN U JIUIEPCKUX
kauecTB. IIpoBenenue 3aHsTHii B (QOpME TpEHHMHIra IMPEAINOoNaracT IpoLEcC
MOJIyY€HUS! HaBBIKOB U YMEHUI B Kakoi-1nb0 06J1aCTH MOCPEACTBOM BBITIOJTHEHUS
MOCJIEAOBATENbHBIX 3aJaHUM, ICUCTBUI WJIA UTP, HAIIPABJIECHHBIX HA JTOCTHKCHHUE
HapaOOTKM U PAa3BUTUS TpeOyeMoro HaBblka. TpPEHUHI MO3BOJIET JaTh €ro
y4acTHUKaM HEJOCTAaIOILyI0 HH(pOpMaLKio, chOPpMUPOBATH HABBIKM YCTOMYMBOCTH
K JIaBJICHHMIO, HaBBIKM Oe30macHoro mnomeieHus. HeocrnmopumbIM J1OCTOMHCTBOM
TPEHUHIa SBISAETCA TO, YTO OH OOECHeuYrBaeT aKTHMBHOE BOBJIEUYEHHE BCEX
YYaCTHHKOB B Mpoliecc oOydeHus. PaznuuHble cUTyaluu, BO3HHUKAIOUIUME B
rpynnax TpeHHHTa, SBISISICh Y4€OHBIMU U B 3TOM CMBICJIE YCIIOBHBIMU, UTPOBBIMU,
JUIsl 00y4aeMOoro BBICTYIAIOT KAaK BIOJIHE PEalIbHbIE CUTYalluH, B KOTOPBIX HAA0
JNEWCTBOBAaTh CO BCEW OTBETCTBEHHOCTBIO 3a pe3yJbTar AcicTBUSA. UyBCTBO
OTBETCTBEHHOCTH 37€Ch 0C000€: HE TOJIbKO Mepes camMuM coOoi, HO W mepen
IIapTHEPaMU 110 TPYMNIE, TaK KaK YCHEIIHOCTb ACHCTBHS KaXIOro— 3TO  3aJ0T
ycrexa JAesTeJIbHOCTH BCEN TPYIIIIBI.

- aHanu3 cUTyauui (KeWc-MeToJ) — TEeXHUKa O0y4YeHHs], MCHOJb3YyIoIIast
ONKCaHUE pealbHbIX cuTyanuid. OOydyarommecs JODKHBI MPOAHAIU3UPOBATH
CUTYaIUIO, pa300paTbCsi B CyTH MpOOJIEM, MPEUIOKUTh BO3ZMOXKHBIE PEUICHUS U
BbIOpaTh Jydllee W3 HUX. B OCHOBE MeTO/a KOHKPETHBIX CHUTYyalUd JIEXKUT
ONMKCAHWE KOHKPETHOW MNpodecCHOHATbHON AESITeIbHOCTH WM 3MOLMOHAIBHO-
[IOBEJICHYECKUX ACIEKTOB B3aMMOJECUCTBUSA JIIOACH. IIpy M3ydyeHUM KOHKPETHOM
CUTyallMHd, M aHAJIW3€ KOHKPETHOIO MNpPHUMEpPA CTYAEHT JOJDKEH BXKUTHCS B
KOHKPETHbIE  OOCTOSITENbCTBA, MOHATh CHUTYallMIO, OLIEHUTh OOCTaHOBKY,
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OIPEJENNTh, €CTh JIU B HEH mpobdsieMa U B ueM ee cyTh. OnpeaenuTb CBOIO poJib B
perieHnr MpoOIeMbI M BBIPA0OTATh 1IEeTIECO00Pa3HYIO JTHHHUIO TTOBEACHHUS.

OueHouHble ¥ METOJMYECKHE  Marepuaibl [0  JUCLUUILIMHE
«/loxymenmoobopom u denonpouzsoocmeoy npeactapiiensl B ©OMM.

IIpy 1OArOTOBKE K MPOMEKYTOYHOMY MM HMTOIOBOMY TECTUPOBAHHIO
HEOOXOJMMO H3yYUTh TEOPETUYECKUI W MpaKkTUYeCKUil marepuan. TecToBbie
3agaHus (C mepeyHeM BO3MOXKHBIX BapUaHTOB OTBETOB, CPEIU KOTOPBIX XOTS ObI
OJIMH OTBET SBJISICTCSI HEBEPHBIM) OOECNEYMBAIOT CTPYKTYPHOCTb MBIIUICHHUS,
BBIHY’KJIGHHOTO BBIOpaTh M3 MPEIOKEHHBIX BapHAHTOB OTBET BCE IMPaBUJIbHBIC
BapuaHThl. TecToBble 3aJaHUsl HAa YCTAHOBJICHUSI COOTBETCTBHUS IOJIPa3yMEBAIOT
HEOOXOJMMOCTh MPOSIBIICHUST HE TOJBKO 3HAHUS y4eOHOro marepuaia, HO H
yMEHUSI TPUMEHATHb IMpaBujia (OpMaAIbHONW JOTUKHU. TecToBble 3aJaHusl Ha
YHOPSIOYECHHUE HAIIPaBJIECHbl HAa YCTAHOBIIEHHWE JIOTMYECKOM MOCIEA0BATEIBHOCTH
paccMaTpUBAEMbIX SBJICHHH (BPEMEHM CYIIECTBOBAHUS SIBJICHUM, PACIOJIOKEHUS
CTPYKTYPHBIX 3JIEMEHTOB IIPABOBBIX TOKYMEHTOB U T.II.).

O GhexTUBHBIM CHOCOOOM ISl TOJATOTOBKM K TECTUPOBAHUIO SIBIISCTCS
paboTa 00ydYarouIerocsi Mo PEHICHUI0 TECTOBBIX 3aJaHUM, MPEJOCTaBICHHBIX IS
CaMOCTOATENbHON palboThl. Takke Mpu MOATOTOBKE K TAaKOW (opMe KOHTPOJIA
3HAHMI, KaK PEIIEHUE TECTOBBIX 3aJaHUl, CIEIYET CAMOCTOSTEIbHO MOMBITATHCS
npopadoTaTh paccMaTpPUBAaEMbIE B JMCIMILUIMHE BOIPOCHI B (DOPME COCTABIICHUS
TECTOBBIX 3a/IaHHUM.

IIpy moAroToBke K 3adery cleAyeT HMMETb B BHUAY, YTO OH SBISAETCSA
UTOTOBOM (pOPMOI KOHTPOJISI 110 U3YUYEHHUIO TAHHOW yYCOHOM MUCHIUIUIMHBL. 3a4eT
MOApPa3yMEBAET  MAKCUMAJIbHYK)  KOHUEHTpPAlMIO  3HAHUM W YMEHUH,
MPEANOIAraloIuX MOJHOE U3YUEHHUE MaTepuraia IUCIUIIINHBI.

3aduer mnpoBoauTCcS B (PopMe YCTHOTO coOeceloBaHWs, BBIMOJHEHUS
NUCbMEHHOTO 3aiaHus. PemeHune mnpenogaBaTenss 00 HTOrOBOM — OLIEHKE
NPUHUMAETCS MO Pe3yJbTaTaM YCTHOTO OTBETa W BBINOJHEHHOTO MHCbMEHHOTO
3aJlaHusl, B 3aBUCUMOCTH OT LIKAJIbI OLIEHKH.

B kauecTBe HMCTOYHMKA JOMOJHUTENIBHBIX MAaTE€pPUATIOB PEKOMEHIYETCs
MOJIb30BaThCA HMH(POpPMALIMEH OTKPBITOro JocTyna cetd Internet (IaHHBIMU
MH(OPMAIMOHHO-TIPABOBBIX U 00pa30BaTENbHBIX MOPTATIOB, OPUIIMATBHBIX CAHTOB
MUHHUCTEPCTB, BEIOMCTB, OTACJIbHBIX OpraHU3allMii, TaHHBIMU TOCYJAPCTBEHHOU
CTaTUCTUKH, pe3yJibTaTaMU 3KCIEPTHO-aHAJIUTHUYECKUX 0030poB). Kpome Toro,
MOKHO BOCIIOJIb30BAaThCsl BO3MOKHOCTSIMH CIIPABOYHO-TIPABOBBIX CHUCTEM, 0a3bl
KOTOPBIX COAEPKAT HE TOJbKO TEKCT HOPMATHBHBIX AKTOB, HO U HAYYHBIE CTaThbU
no paszmuuHbiM  BompocaMm (Hanpumep, CIIC «Koncynmbrant Ilmrocy).
PexkomMenayeTcst Takke UCIOJIb30BaTh AIEKTPOHHO-OMOINOTEUHbIE CUCTEMBI.

10. Oco0enHoCTH OCBOEHMSA TMCHHUILIMHBI 1J151 HHBAJHUAO0B M JIUII C
OrpaHNYeHHBIMU BO3MOKHOCTAMMU 3/10POBbSA

OOyuenune 0Oy4YaIOIIMXCSI C OTPAaHUMUYEHHBIMH BO3MOXXHOCTSIMH 370POBbS
npu HEOOXOIMMOCTH OCYUIECTBIISETCS Ha OCHOBE aJalTUPOBAHHON paboueit

porpaMmbI C HUCIIOJIB30BaHHUECM ClicouaJIbHBIX MCTOJ0B 06yquH>1 n
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TUAAKTAYECKUX  MaTepualioB, COCTaBJIEHHBIX C y4eToM OCOOEHHOCTEHN
MCUXO(PU3NYECKOTO PA3BUTHS, WHAUBUAYAIbHBIX BO3MOXKHOCTEH W COCTOSHHUS
3I0POBbs TAKWX OO0ydJarommxcs (00yJaromerocs).

B nensx ocBoeHust yaeOHO#M pOorpaMMbl TUCIUTIIUHBL «/[0KyMeHmoobopom
U 0e10npouU3800CN80» MHBAIIUJIAMU U JIMIIAMU C OTPAHUYECHHBIMU BO3MOKHOCTSAMHU
310poBbsi THCTUTYT 0OecrieunBacT:

— JIJIS AHBJIUJIOB W JIWI] C OTPaHUYEHHBIMH BO3MOKHOCTSIMU 37I0POBBS TIO
3pEHHUIO: pa3MEIIeHHE B JIOCTYMHBIX JJIsi 00YyYarouIuXcsl, SBISIONINXCS CICIBIMU
WK CIa0OBUIAIIMMHU, MeCTaX M B aJanNTHPOBaHHON (opMe CHpaBOYHOM
uHOpMaAIlUM O pACHCAHUM YYEOHBIX 3aHATHH; NPUCYTCTBUE AaCCUCTEHTA,
OKa3bIBAIOIIETO oOyyaroriemMycs HEO0OXOUMYIO MOMOIIIb; BBIITYCK
aIbTEPHATUBHBIX (POPMATOB METOJUYECKUX MATEpUaoB (KPYMHBIM MPpUPT WM
aynuohanel);

— JUTSl MTHBAJUIOB | JIUI[ C OTPAHWYCHHBIMU BO3MOYKHOCTSIMHU 3JI0POBBS T10
CITyXY: HaJ[JIS)KAIIUMH 3BYKOBBIMHU CPEICTBAMH BOCTIPOM3BEICHIE HHPOPMAIINH;

— JUIA WHBAJIUIOB W JIUI] C OTPAaHUYCHHBIMH BO3MOXKHOCTSMH 3JI0POBBS,
UMCIOIUX  HApYIIEHUS  OMOPHO-ABUTATEILHOTO  alapaTa:  BO3MOXKHOCTH
OecTpenaTCTBEHHOTO JOCTYIa 00yJaronuXcsi B y4eOHbIE ITOMEIIECHHUS, TyaJeTHBIC
KOMHATHI ¥ IPYTUE TTOMEIICHHS, a TakK)Ke MPeObIBaHNE B YKa3aHHBIX MIOMEIICHUSX.
OOyuarontuecs u3 yucia uHBaauAoB u jmi ¢ OB3 olecrniedyeHbl NmeYaTHBIMU U
(MJIK) DJIEKTPOHHBIMHU 00pa30BaTEIbLHBIMU pecypcamMu B GopMax, aanTUPOBAHHbIX
K OIPaHMYCHUAM HMX 370poBbsi. OOpa3zoBaHHE OOYYAIOIMIUXCS C OTPAaHUYCHHBIMU
BO3MOYKHOCTSIMU 37I0POBbSI MOKET OBITh OPTAaHU30BAHO KaK COBMECTHO C JAPYTHMH
OOyYaroIIMMHUCS, TaK U B OTJICTBHBIX IPYIIAX WA B OTACIBHBIX OPTaHU3AIUSAX

11. IlepeyeHb MHPOPMANMOHHBIX TEXHOJIOTH, MPodeccHOHATBLHBIX 0a3
JAHHBIX, MCIOJIb3YEeMbIX IPU OCYLECTBJICHNH 00pa30BaTeJIbHOIO Npolecca
10 JUCHMILVIMHE (MOAYJII0), BKJIIOYAS NepevyeHb IPOrPaMMHOI0 odecreyeHust
U MH(POPMALMOHHBIX CIIPABOYHBIX CHCTEM

IIporpammHuoe o0ecnieueHue:

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

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

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

4. IlporpammHOe obecriedeHue sl MPOCMOTPa AIEKTPOHHBIX TOKYMEHTOB B
crangapte PDF (FoxitReader GNULesserGeneralPublicLicense);

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

NudopmanuoHHbie CIPAaBOYHBbIE CUCTEMbI:

1) CnpaBouno-mipaBoBas cucrema «KoncynprantlLimocy.

12. MaTepuaibHo-TeXHHUYecKasi 0a3a, HeoOXoAMMast JJIs OCYIIeCTBJIEHUS
00pa30BaTeJIbHOIO NMPOLEcca Mo AMCHUIVIUHE (MOYJII0)
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Crnenmnann3npoBaHHble AYIUTOPHH:

VuebHasg ayauropus Uil TPOBEIEHHUS 3aHATHM CEMMHAapCKOro TuIa, KypCOBOIO
NPOCKTHPOBAHUS (BBIMOJIHEHUS] KYpPCOBBIX paboT), TPYNIOBBIX W WHAWBUAYAIbHBIX
KOHCYJIbTALMH, TEKyILero KOHTPOJIS U IPOMEKYTOUHON aTTecTally / KOMIIBIOTEPHBIH Ki1acc
/ mOMeIIeHHUE JUIS CAMOCTOSATEIbHOU PabOThI

TexHnueckue cpeacTBa 00y4eHusi:

KOMITBIOTEP C IPOTrpaMMHBIM OOeCTIeYeHHEM, YKa3aHHbIM B 11.11, nocTynom k cetn
«MHTepHeT» U o0ecrieueHneM JI0CTyIa B AJIEKTPOHHYIO HH()OPMALIMOHHO-00pa30BaTeIbHYIO

cpeny

Crnenmnajau3upoBaHHble Ay IUTOPUM:

YueOHast ayIUTOPHsI IS MIPOBEACHUS 3aHATHH JICKIIMOHHOTO THIIA, 3aHATHHA CEMHHAPCKOTO
TUIA, KypCOBOTO NPOEKTUPOBAHHUS (BBIIOJHEHHS KYpCOBBIX palOT), TpPYHHOBBIX H
VHJVBHYQJIbHBIX KOHCYJIBTALMM, TEKYIIEr0 KOHTPOJISL U IPOMEKYTOYHOM aTTECTALUU

Texnuueckue cpeacTBa 00y4eHus:

MyanPIMCI[HﬁHBIﬁ KOMILJICKC

KOMITBIOTEP C MPOTPAMMHBIM 00€CIIeUeHHEM, YKa3aHHbIM B 11.11
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