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1. ITosacHuTe/IbHAA 3alIHUCKa

Kypc «[lokyMeHTaLMOHHOe ObecrieyeHre YTIpaB/ieHUsi» 3aHHMMaeT Ba)KHOe
MECTO TIPU TTOAIrOTOBKe OakanaBpoB 110 HarrpaeieHn043.03.01 - CepBuc.

PaboTa ¢ JOKyMeHTaMH BBICTYIIaeT OJHOW W3 Haubosiee Ba)KHBIX COCTaB-
JISIIOIIUX esiTe/TbHOCTA MeHe/[PKePOB B CEPBUCHOM JieATe/IbHOCTU. POpMUpOBaHUe
y 00yuarolyxcsi CUCTeMbl 3HaHUM ¥ YMeHUM pabOoThI C IOKyMeHTaMH, HeoOXou-
MBIMH 719 3(PhEeKTUBHOTO YIIpaB/eHUsI CePBHUCHBIM TIPeANPUATHEM, CIIOCOOCTBY-
eT TIOBBIIIIEHUIO KaueCcTBa MOArOTOBKU 0aKalaBpPOB JJAHHOT'O HallpaB/ieHUsl.

Lleslb0 OCBOEHUS JUCLIUMIUIMHBI «/JOKyMeHTallMoHHOe obecrieueHue yripaB-
JIeHUsD» SIBJ/ISIeTCS M3y4yeHWe CHUCTeM [OKyMeHTallid, OpraHu3aluy [JOKyMeHTHPO-
BaHUS U [1eJIONPOM3BO/ICTBA, COCTABJISIOIIUX OCHOBY MH(OPMALMOHHBIX MpOLieC-
COB B CepBHUCE.

3a/iauv JUCLIUTIVHBL:

. 03HAKOMJIEHHE CTYJeHTOB C 3aKOHO/aTe/IbHOM M HOPMAaTUBHOM 0a30M,
METO/JUUeCKMMH pa3paboTKaMy ¥ OCHOBHOM HAayUHOM JINTEPATyPOM 10 KypCy;
. v3yueHHe MPaKTUKW OpPraHU3al[iy J0KYMEeHTAllMOHHOTO obecrieueHust

yIpaB/ieHUs Ha MPeATPUITUSIX, OPraHU3alUsIX U YUPeKJeHUSIX CepBUCaA.



2. IlepeueHb NJIAHHPYEMbIX Pe3y/IbTaTOB 00yueHHs MO JUCLIUIIMHE, COOTHe-
CeHHBIX C IVIAHUPYeMbIMH pe3y/IbTaTaMi 0CBOeHHs 00pa3oBaTe/IbHOM Mpo-
rpaMMabl

HOuctunivHa «JJokyMeHTal[oHHOe obecrieyeHre yrpaBieHUs» y4acTByeT B
dbopMUpOBaHUY CeAyIOLLel KOMITeTeHLIUM (CeAYOIUX KOMITeTeHLIUN):
CTpyKTypHbIe 3/ieMeHTbl KOMITeTeHLIUA

Komnereniguu

NupukaTopsl

JecKpunTopsl

YK-4 - CnocobeH
OCYILIeCTBJISITh JieJ0-
BYI0 KOMMYHUKALIUIO
B YCTHOW U TIMCh-
MeHHOH ¢opMax Ha
roCyJapCTBEHHOM
s3plke  Poccuiickoit
®depepallii ¥ HWHO-
CTPaHHOM(bIX)  SI3bI-
Ke(ax)

YK-4.3 OCYILIeCTBJIsIeT]
[efioBble KOMMYHUKALIUUA B
YCTHOU U  TIMChbMEHHOM
dbopMax Ha pycCKOM W
(W) UHOCTPAHHOM SI3bIKaX
MpU Mpei0CTaBlIeHNUH yCIIyT

3HaHMA:

OCHOB [JOKYMEeHTa/IbHOro obecrieueHust yripaB-
JIeHUs1 TIpeArnpusTHeM cdepbl yCIyr; COCTaBa
OpraHMU3alMOHHO-TIPAaBOBOM, paclopsiAUTe b~
HOM, MH(OPMALIMOHHO-CITPABOYHOM, TIaHOBO-
OTUETHOW [OKyMeHTal|My, TIpaBUJ eé COCTaB-
neHus u ohopMieHuUs;

Ymenus:

orpeiesiiTh COCTaB, CTPYKTYPY U COZlep>KaHue

JIOKyMeHTaLMH, 00ecrieurBarolei opraHusa-
LU0 TIpOLIecca CepPBUCa;

orpeZiesiiTh BUbI YIIPaB/IeHUECKUX AOKyMeH-
TOB C y4eTOM ocobeHHOCTel chepbl YCIyT;
COCTaBJISITh U 0(DOPMJISITh Zie/IOBbIe TIMCHMa,
JIOKJIaZiHble U Cy>KeOHble 3alMCKH, OTBeuaTb
Ha >kasio0bI oTpebuTesieit

HaBbIiku:

pa3paboTKu Habopa OpraHU3aIMOHHO-
TPaBOBOM, PpaCropsaUTe/IbHOM, HWH(MOpMaLu-
OHHO-CITPaBOYHOM, TJTaHOBO-OTUYETHOM [IOKY-
MeHTallUi B TIpollecce OpraHu3aliui CepBUC-
HOH JIeATe/IbHOCTH;

CUCTeMaTU3allui JOKYMEHTAal[iu B Tpoijecce
CePBUCHOM /lesiTe/IbHOCTH




IIK-1 - CnocobeH
OCYILIeCTBJISATh CTpa-
Ternyeckoe W TaKTH-
yeckoe yrpaB/ieHHe
JlerapTaMeHTaMU
(cnyxbamu, otmesna-
MH)  TIpeJIIpUATUN
chepsl rocTenpruruM-
CTBa U OOIIeCTBEH-
HOT'O TTUTAHUS

[IK- 1.4 — OcywectsiseT
OpraHu3alyi0 U TUIAHUPO-
BaHUe [esITeJIbHOCTH  [ie
rnapTamMeHToOB (C/yxk0, OTH
1e/10B) TOCTUHUYHOTO KOM-
[ieKca W TIPeATpUsiTHS]
00I11eCTBEHHOTO MUTAHMUS

3HaHUA:

OCHOBHBIX BW/IOB [JIOKYMEHTOB, o0ecrieun-
BalOIIMX OpraHW3alvi0 U IJIaHWUPOBaHUe [iesi-
TeJIbHOCTH JIellapTaMeHTOB (Cy»k0, OT/esioB)
TOCTUHUYHOTO KOMIUIeKCA U TIPeJIIPUSTHS
0O0II[eCTBEeHHOTO TTUTAHMSI;

[TpaBun opraHu3anuy 10KyMeHT0000poTa Ha
TPeATNPUATUSIX TOCTENPUMMCTBA M 0OIIecT-
BEHHOT'0 TTUTaHUS;

Ymenus:

CucreMaTU3HMPOBaTh OCHOBHBIE BU/BI JOKY-
MEHTOB, 00eCreunBalOIIUX OpraHU3aIvi0 |
TJIaHUPOBaHUe [lesTeIbHOCTH [lellapTaMeHTOB
(cy»x0, OT/1e/I0B) TOCTUHUYHOTO KOMILIEKCa U
MIpeJnpUsTUS 001[eCTBEHHOT0 TTUTAHKS;
AHanu3vpoBaTh OpPraHM3aLUI0  [JOKYMEHTO-
obopoTa Ha TIPeANpPUATHSIX TOCTeITPUMMCTBA U
00ITIeCTBEHHOTO TTUTAHMS;

HaBbiku:

CocraBneHusi 1 0OpMJIEHUSI OCHOBHBIX BH/IOB
JIOKYMEHTOB, 00eCreurBarIUX OpPraHU3alvio
Y TUTaHUPOBaHUE [1esITe/IbHOCTH JierlapTaMeH-
TOB (c/y>k0, OT[]e/I0B) TOCTUHUYHOTO KOM-
rJieKca W TpeAnpusTUsi 00IeCTBeHHOTO THUTa-
HUS;

Co0Jtro/1eHust paBU/I JOKyMeHTOOOOpoTa Ha
MIPeJTNPUATHSIX TOCTEIIPUMMCTBA W 00IIecT-
BEHHOT'0 TTUTaHUS;

IIK-3 - CnocobeH
OpraHU30BbIBAThH
CUCTEMHBIN
TPOJIb OusHec-
MpOLIeCCOB,  pecyp-
COB, KauecTBa yC/Iyr
U obcmyXvBaHMS,
MPOBOJIUTh  OLIEHKY
3¢ deKTHBHOCTH
(YHKLIMOHUPOBAHUS
JlerlapTaMeHTOB
(cnyx6,  otaenoB)
TpeAnpUsITUIA rocTe-
MIPUUMCTBA U 0011Ie-
CTBEHHOTO MMUTaHUS

KOH-

[IK — 3.1 — Opranusyet
CHCTeMHBI KOHTPOJIb OM3A
HeC-TIpOLIeCCOB  JeTiapTa
MEHTOB (C/Ty>K0, OT[e/I0B
MpeANpPUITHA TUTaHUS |
rOCTeNPUUMCTBA

3HaHUA:

OCHOBHBIX [IOKyMEHTOB, HEOOXOJUMBIX [IJIsI
OpraHu3aliuv BHYTPUPUPMEHHOTO KOHTPOJIS;
Ymenus:

CucreMaTu31MpoBaTh WHGOPMALIUIO O JesTe/b-
HOCTHU JlerlapTaMeHToB (cy0, OTzenoB) roc-
THHUYHOTO KOMIUIEKCA U TIPeATpUATHS 001ije-
CTBEHHOT'O TMHWTaHUsl C LeAbl0 OpraHU3aluu
BHYTpU(PUPMEHHOTO KOHTPOJIS;

HaBbIknu:

CocraBneHusi OCHOBHBIX JIOKYMEHTOB, Heo00-
XOJJUMBIX [I7Is1 OpraHu3al[ii BHyTpUdupMeH-
HOT'O KOHTPOJIS;




3. MecTo AuCHMIUIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOM MPOrpaMMbI

«JJoKyMeHTaLlHOHHOe ofecrieueHHe YIPaB/JIeHUsD» SIBJISETCS JUCLUILIIU-
HOM uacTH, (hopMUPyeMOi yuacTHUKaMU 00pa30BaTe/IbHbIX OTHOIIEHUH /s MO/

IOTOBKH CTYZ,eHTOB I10 Haripas/ieHuto 43.03.01 — Cepsuc.

Indp Kom-
NeTeHI[UH

IIpemiecTByromue
AVCIHMILIMHBI (MOAY-

PbIX 0CBAUBAETCA
KOMIIeTeHIUA

JucouniauHbl (MOAY/IH), IPaK-
THKH Y4e0HOro njiaHa, B KOTO-

JiN), TPAKTHKH y4eo-
PBIX KOMIIETeHI{HsI 0CBAMBAeTCs
HOrO I/IaHa, B KOTO- .
napa/uieJIbHO C U3y4aeMoi JAuc-

IUITHHOMN

ITocnepyromue
AMCIUIUIMHBI (MO-
AyJ/IH), IPAKTUKH

y4eOHOro 1j1aHa, B
KOTOPbIX 0CBalBa-
eTCA KOMIeTeHLIHsA

YK-4

Pycckuii 93bIK Y Ky/b-
Typa peuu

WHocTpaHHbIM S3bIK

YuebHasi mpakTHKa
(O3HakomuTe/bHAs
TMpPaKTHKa)

VHOCTpaHHbI S3bIK
JIeJI0BOTO 00IIeHus
/VIHOCTpaHHBI SI3bIK B
rpogeccuoHa/IbHOM
JlesITe/TIbHOCTU

[Ipou3BojCcTBeHHAas

NpaKTHKa (opraHusa-
L[MOHHO-

yrpaBJieH4YecKasi)

YmpaBieHue KOMMY-
HUKATHUBHBIMU I1PO-
1eccamu /YenoBek u

ero rnoTpebHOCTH

[Tpou3BoacTBeHHAs
TpaKTHKa (CepBUCHas)

[Ipou3BozCcTBeHHAas
NpaKkTUKa (Tpeasu-
TJIOMHasi )-




IIK-1

OyXranTepckoro u cTa-
TUCTHUYECKOTO yUeTa B
chepe roCTernprurUMCT-
Ba U Ha MPeATPUSATHUIX

MTUTAHUS

[TporpammHoe obec-
rieyeHre U aBTOMAaTH-
3arys [1esITeTbHOCTH
TIPe/ITIPUATHIA TTUTAaHUST
Y FOCTENPUUMCTBA

Teopus opranusanuu
Y OpraHu3alMoHHOe
noBesieHue/
CrpaTteruueckuii me-
HeJP)KMEHT

ITpousBoacTBEHHAS
rpakTuka (Opranusa-
LIMOHHO-
ynpas/ieHuecKas Ipak-
THKQ)

OpraHu3anus 4 1a-
HUPOBaHUe JlesTelb-
HOCTH TIpe/ITIpUATHI
cepBuca

Co1ansHO-
KyJIbTypHasl JiesiTe/Tb-
HOCThb B c(pepe rocre-
TIPUMMCTBA U 00I11eCT-
BEHHOTO TTUTaHHUS

YmnpaBreHue nepcoHa-
JIoM B ipocdeccro-
Ha/bHOU JiesiTe/TbHO-
CTH

[Ipou3BojCcTBeHHAas
npakTuka (CepBUCHas
TPaKTHUKA)

OcHoBbI (hHMHAHCOBOTO,

[Tpou3Bo/icTBeHHAs IPAKTUKa
(CepBuicHasi IpakTHKa)

MapkeTHHroBble KOMMYHUKa-
LMW/ YTipaBjieHre KOHKYPeHTO-
CTIOCOOHOCTBIO TIPETIPUSTHS

OTeueCcTBeHHbBIN U 3apyOe>KHBIHI
OTIBIT OKa3aHUsl yCIyT ob1iiject-
BEHHOI'0 IIUTaHUs U TOCTENPUUM-
CTBa

busnec-
[JIaHUPOBaHUe

TpynmoBoe npaBo

CepBuc B UHAYCTPUU
00I11eCTBEHHOT O MH-
TaHus/
PecTtopaHHbI 613-
Hec

CepBuc B UHAYCTPUU
rOCTerpurUMCTBa/
T'ocTHUYHBIN OU3-
HeC

I1K-3

Teopus opranusanuu

noBeieHue / Ctpare-

YripaBiieHue KaueCTBOM YCIyT U
U oprasMsanyoHHoe | OOCIy>XuBaHUS B chepe rocte-

IMPpHUUMCTBA U O6H.[€CTBEHHOFO







TUYECKUN MEeHe K-
MEHT

TexHuueckue cpejcT-
Ba ¥ TeXHOJIOTHH B
cdepe rocTernpumuMCT-
Ba 1 00IIleCTBEHHOT O
MTUTaHUS

Opranusanus u 1ia-

HYDOBaHue JlesTe/lb-

HOCTH NpeJIIpUsATUN
cepBuca

[TpaBOBOE perynmmpo-

BaHUe B cdepe rocre-

TIPUUMCTBA U 0011[eCT-
BEHHOT'O TTUTAHUS

IIpousBoacTBeHHAsS
npakTuka (CepBucCHas
TpaKTUKA)

IIMTaHUA

10



4. O0beM JUCHUIUIMHBI (MOAYJ/ISA) B 3aUeTHHIX eJUHULIAX C YKa3aHHeM KOJIH-

YyecTBa aKa/[eMHUeCKHX I aCTPOHOMHYECKHX YacCoB, BbI/|e/IEHHbIX Ha KOH-

TAKTHYI0O pa0oTy 00y4arIIuXxcs C npenojaBare/ieM (o BHAAM y4eOHBIX 3a-
HATHI) M HA CAMOCTOSATE/IbHYI0 paboTy o0ydJaromuxcs

OO011jas1 TPYA0EMKOCTh OCBOEHHS YueOHOM JUCIUTUIMHBI «/[OKYMeHmMAayuoH-
Hoe obecneueHue ynpae/neHus» COCTaBJIsieT 4 3aueTHbIe eUHULBI WK 144 akaje-

MHWYECKHUX 4ddCd.

Ne cemecTpa

Cemectp - Bcero, ak.yacos
OO0r11ast TPyI0EMKOCTh (BCETO aK. uacoB / 3.e1) 144/4 144/4
Jlekin 32 32
KoHTtakTHasi paboTa
[TpakTHyeckue 3aHITHUSA 32 32
CamocrosiTenibHast pabora 44 44
Bun
MIPOME)XYTOUYHOMN OK3ameH
arTecTaluu 2,3/33,7 36
(koHT.pab.**/ ca-
MOCT. pab.)

11




5. Copep)xaHue AUCIUIIUHBI (MOAYJIs), CTPYKTyPUPOBaHHOe 10 TeMaM (pas3-
AesiaM) C yKa3aHHeM OTBe/JeHHOr0 Ha HUX KOJTMYeCTBa aKa/ileMUYeCKUX MU
aCTPOHOMHYECKHX YAaCOB U BH/IOB YUeOHbBIX 3aHATHI

HaumeHoBaHue pa3ge-
Jla JUCLIUIUIMHBI (Tema)

TpynoeMKOCTb

BCero

KoHTakTHasg

aborta

JIEeKI[UH

MPpAKTHUY. 3dHATUA

nabop.3aHsaTus

camocT. pabota

CopeprkaHue

7 ceMecCT

OCHOBBI [JOKyMeHTal1-
OHHOTO  ObecrieueHust
OpraHu3alii  CepBUC-
HOM J1esiTeJIbHOCTH

28

12

IlonsiTie 0  JOKyMeHTe.
CBOICTBa, TPU3HAKW,
byHKLIMM AoKymMeHTa. Me-
TOJIbI U CIOCOOBI ZIOKyMeH-
TUpoBaHusi. HopmaTuBHO-
MeToueckass 0asa [OKy-
MEHTALMOHHOT0 obecreye-
HUSl yTpaBieHUs [esTe/b-
HOCTbIO OpraHv3alyy cep-
BUCHOM JlesiTelbHOCTH. Bu-
[ibl yTIpaBIeHYECKUX JIOKY-
MEHTOB, HEOOXOAMMBIX JIJIst
OMKCaHUs pa3IUYHbIX
yrpaB/eHYeCKUX JeUCTBUU.
YHudukanus M CTaHjapTu-
3aUusl JOKYyMeHTOB. I[loHs-
THE W COCTaB pEKBU3U-
TOB.DOPMBI IOKyMeHTaLUuu
JIsT pa3paboTKH CepBUCHO-
ro MPOAYKTA

CucrteMbl  [JOKyMeHTa-
1[uM, oOpasyroyecs B
npoLiecce  yIpaBJleHUs
[lesiTe/IbHOCTbIO ~ Opra-
HU3alWi cdepsl cepBU-
ca

26

10

CocraB, CTpyKTypa U CO-
Jlep>KaHve JOKyMeHTal[|H,
obecrieunBarolleli  OpraHu-
3aruio cepsuca.CocraB op-
raHU3aIMOHHO-

TpaBo-

BOW, pacriopsiINTeTLHOH,
r“H(MOpPMaLMOHHO-
CIIPaBOYHOM, TJIaHOBO-
OTYETHOM  [JOKyMEeHTaL|H,
MpaBWia eé COCTaBJIeHUS U
odopmieHus
OcobeHHOCTH  [JOKYMEHTO-
0bopoTa B cepBHce

JJOKyMeHTaliOHHOe

28

12

OOriasi  XapaKTepuCTHKa

12




obecrieueHre yripaBJie-
HUsI TIEPCOHAJIOM.

KaZIpOBOTO COCTaBa TIpefi-
npusTysi. OpraHusanus Jo-
KyMeHTalLMOHHOTO obecre-
YeHUsl [IeSITeTbHOCTH Kajl-
POBOM  C/Ty>KObI ~ TIpEITIPU-
atusg  cepuca. Opranusa-
usi paboThl C KaJpOBOM
nokymeHTtaied.  OcobeH-
HOCTH WCIIO/Ib30BAHUSI CETH
NuTepHer i pelieHus
3a/1la4 KaZIpoBOTO [IeJI0TIPO-
u3BozAcTBa.  Odopmnenue
JIeJIOBBIX TTHCEM, JIOKJ/Iafi-
HBIX U CTy»KeOHBIX 3amMCOK,
OTBETOB Ha >kayjio0bl MOTpe-
buTesieit.

Opranusanus JIOKY-

Opranusanysi paboTsl C f10-
KyMeHTamu. CHcTeMaTH3a-
LUsi IOKyMeHTal[ud B TIpPO-
Ijecce CepBHUCHOM [esiTeslb-

26 8 8 10 | HocTH.®OpMUpOBaHue U
MeHTo0oOOopoTa
otdopmieHre fen. ODKcIiep-
TH3a IeHHOCTU [JOKyMeH-
TOB, TIOJTOTOBKA JIOKYMeH-
TOB K XpaHEeHHIO.
OK3aMeH 36 2,3 33,7
VToro 144 | 32 | 343 | 77,7
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6. IlepeueHn yueOHO-MeTOJUUECKOT0 00ecreueHus1 /I CaMOCTOATe/IbHOU pa-
00THI 00yJaKOINMXCA MO JUCIUILIHHE (MO/YJTI0)

Ne Bujpl camocTosiTe/TbHOM paboThI TpynoeMKOCTb, ®dopma KoHTpos*
aK.4yachl
1. [TpopaboTKa TeopeTHYecKoro marepura-
. KoHcynbTanus nipe-
Jla TI0 KOHCTIeKTaM JIeKLUi, peKOMeH/|0-
o 14 rojiaBareJisi, yCTHOE
BaHHOW JIUTepaType, JOIMOTHUTE/bHbIM
cobeceoBaHue
HMCTOYHUKAM HMH(OpMaluu
2. [ToAroToBKa K MpakTUUeCKUM 3aHSITH- BeicTynienue ¢
sIM: TIOUCK HeoOXoAuMOo HHbOpMaI[iH, JTOK- JIaJIOM,
ob6paboTka UH(pOpMaIUK, HarKCcaHHe 16 TIpe3eHTarys,
JIOKJ1a/1a, MIOATOTOBKA K BBICTYIL/IEHHUIO OTBEThI Ha JUCKYC-
(muckyccun) CHOHHBIE BOTIPOCHI
3. [ToAroToBKa K TeKy1leMyKOHTPOJIIO
(TecTpOBaHMe W/WUK HarMcaHue pede- 14 TecTsl, pecepatbl
paTa)
4. [ToaroroBka K MpOMe)XyTOYHOM aTTe- YcrHoe cobeceioBa-
cTaluu 33,7 HHe,
(BOMPOCHI K 5K3aMeHY, UTOTOBbIN TeCT) TeCTHPOBaHUE

Ins caMocTosITe/IbHOM paboTHI M0 JUCLUATIIHHE (MOZYJ/II0) 00yuaromecs
MCTIOMB3YIOT Ciefiytoliiee yueOHO-MeTo[uuecKoe obecrieyeHue:

1) JokyMmeHTalL[OHHOe obecrieueHue yripaBjieHus: Y4eOHoe rocobue/ I'na-
muiE.B. - M.: UL PUOP, HUL] UH®PA-M, 2020. - 249 c.Pexumpgocrymna:
https://znanium.com/catalog/document?id=354819

2) MokymeHTarnioHHOe obecrieueHre yrpaB/ieHUs TepCcOHa/oM: YuebHoe
nocobue/bynat P. E. - M.: HULl UH®PA-M, 2019. - 234 c. PexxumzocTymna:
https://znanium.com/catalog/document?id=355024

3) BrikoBa, T. A. JJokymeHTallMOHHOe obecrieueHre YIIpaB/ieHUs] HErocy-
JapCTBEHHBIX OpraHu3aiuii : yuebHoe mocobue / T. A. BrikoBa, JI. B. CankuHa. —
2-e u3f., niepepab. u gon. — Mocksa : UHO®PA-M, 2020. — 302 c. Pexxum goc-
Tyna: : https://znanium.com/catalog/product/1072260

4) ®oHJ OLEHOYHBIX M METOAUYECKHMX MaTepuasioB I0 [JUCLIUILIU-
He«JloKymMeHTal[MoHHOe obecrieueHre yrpaBIeHUs».
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7.D0oH/ OLIEeHOUHBIX ¥ MeTO/JUUeCKUX MaTepUa/IoB //isfl POBe/ieHHus poMe-
JKYTOUYHOM aTTeCcTalii 00yJaromuXcs Mo JUCIHHUILITHHE

Bomnpochsl J/1sa poBejeHUsi IPOMe)XYTOUHOM aTTecTalMu (3K3aMeHa).
1. ObocHOBaHHEe HEOOXOAUMOCTH 00yueHHUsI OKYMEHTallMOHHOMY obecrieueHHto
Y ero aBToOMaTU3aLuuy;
2. [1okyMeHTO0OO0pOT B opraHu3auyi. Pabora ¢ BXOAAIMMY JOKYMeHTaMu;
3. Knaccudukaropsl JOKyMeHTOB;
4. @opMUpOBaHKe U XpaHeHue Jer;
5. PerylameHTauus Jeyioripou3BO/CTBa;
6. [Ipe3enTtanus. Ee dyHKiMs 1 Ha3HaueHHe. OCHOBHbIE 3/IeMEHThI;
7. OCHOBHbBIE TIOHATHS JOKyMEHTAlIMOHHOTO o0ecrieueHus yIipaB/ieHus (Je1ompo-
M3BO/ICTBO, IOKYMEHTO000OPOT, IOKYMEHT, PEKBU3UT, U IP.);
8. OpranusaloHHbIe JOKyMeHThl. VIX (yHKL[MM M Ha3HaueHue. Y CTaB OpraHusa-
L{1H;
9. OCcHOBHBIE (DYHKLIUU JOKYMEHTAa;
10. Opranu3anuoHHble JoKyMeHThl. VX (yHKUMKU U HasHaueHue. [lltaTHoe pacnu-
caHue;
11. Yaudukauys v cTaHZapTU3aLus JOKYMEHTOB;
12. OpraHu3alMoHHbIEe JOKYMeHTHl. VX (pyHKUMM U Ha3HaueHue. [Jo/KHOCTHast
VHCTPYKLUS
13. bnank. ITonstue 61anka. TpeboBaHus K oopM/eHHIO O/TaHKOB;
14. PacnopsigutenbHble JOKyMeHThI. VIX GyHKUMM U HazHaueHue. [Ipuka3 rno oc-
HOBHOU J1eSITeIbHOCTH;
15. PekBu3ut. [loHaTHE peKBU3NTA, TTOPSLOK UX OPOPM/IEHUS;
16. CripaBouHO-MH(OPMalLIMOHHbBIE TOKYMeHThI. IX (PyHKIIMU U Ha3HaueHue. AKT;
17. TexHuueckue cpefCTBa, UCIIOIb3yeMble B 1e/I0TIPOU3BO/ICTBE;
18. CripaBo4HO-MH(MOPMaI[MOHHbIe TOKyMeHThI. VIX pyHKIuu 1 Ha3HaueHue. [1po-
TOKOJI;
19. bnank. Buget 6;1aHkoB. OcobeHHOCTH WX 0hOpMIIeHMUS;
20. JokymeHTO0O0pOT B opraHu3aiyy. PaboTa ¢ UCXOAIIMMH JOKyMeHTaMu
21. bnank. BapuaHTbI pacmnionioxeHus peKBU3UTOB Ha O/1aHKax;
22. IloaroToBKa | repejiaya Jiejl B apXUB;
23. TlpaBuna odbopmsieHus AaT, HyMepaldyd CTpaHUIL], 0oopMsIeHHs Tab/InLl, MaTe-
MaTHU4yecKrux (OpMyJ/ U COKpall|eHUH;
24. PacniopsiiuTesibHble 1OKYMeHThI. VIX PyHKIMU U Ha3HaueHUe. YKa3aHue;
25.  JJoKymMeHTOOOOpOT B opraHu3arjuu. ITpoiiecc KOHTPOJIS UCTIO/IHEHUS TOKY-
MEeHTOB;
26. CripaBouHO-MH(MOPMalLIMOHHBIEe JOKYMeHThI. VX dyHKIuM 1 Ha3HaueHre. O6b-
SICHUTeJIbHAsA U JOK/aJjHas 3aruCKy;
27. DokymMeHTOOOOpOT B opranu3aiuu. PaboTa ¢ BXOASIUMU JOKYMeHTaMU;
28. PacniopsiauTenbHble JOKYMeHThl. VX (yHKUMY 1 Ha3HaueHWe. PacniopsbkeHue
29. OCHOBHbIe TOHSATHS JOKYMEHTAL[MOHHOTO 0becrieueHUs! yrpaB/ieHus;
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30. CnpaBOYHO-WUH(POPMALIMOHHBIE TOKYMeHThI. X (yHKI[MY 1 Ha3HadyeHHe. [Ipo-
TOKOJI;

IIpumepHbIe NIPAKTUKO-OPHEHTUPOBAHHbIE 3a[JaHUA
1. OdopmMuTh NpUKa3 0 Ha3HaUeHWH OTBETCTBEHHOT'O 3a obpailjeHue ¢ b/aH-
Kamu nipeanpusatusa B coorsetctBum ¢ 'OCT P 6.30-2003
2. OopMUTh TIPOTOKOJ 3aceiaHUsi SKCIIeEPTHOM KOMUCCUU B COOTBETCTBUHU
¢ TUIMoBOM MHCTPYKILMEN MO AeI0NPOU3BO/ICTBY
3. CocraBuTh CykeOHyIO 3aluCKy Ha TIOOIIpeHHe COTPY/HHKA, TepeBbl-
TIOJIHMBILIETO TJIaHOBbIE TIOKa3aTesn

[TonHBIM KOMILIEKT 3a[JaHUM U 3TaroB (POPMUPOBAHUSI KOMIETEHL[UN Mpe/I-
ctaBjieH B DOHJle OLIEHOUYHBIX M METO[JUUeCKUX MaTepuasioB [Jisi MpOBeAeHUs
MIPOMEXXYTOUHOM aTTeCTal[dyd OOYYaroIUXCS 0 AWCLUTIIMHE, 0(POPMJIEHHBIA OT-
JleTbHbIM JJOKYMEHTOM, Tpe/iCTaB/ieH B MPUIOKeH!! 1.
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8. [TepeueHb OCHOBHOM, JOMO/THUTE/THLHON yUeOHOU IUTEPaTypPbl, PeCypCoB
HH(OPMALIMOHHO-Te/IEKOMMYHHUKAI[UOHHOM ceTH «/IHTepHeT», He0OX0MMbIX
AJIS OCBOEHUA AUCIMIIMHBI (MO/yJ/Is)

a) HOpMaTHBHbIE NPAaBOBbIe AKTHI

1) HarpuonansHeiv ctadgapt P® I'OCT P 7.0.8-2013 "Cucrema cTaH]apTOB
1o uH@opmailu, 6ubIMOTeUHOMY U W3[aTebCKOMY Zey. [lenornpon3Bo/CTBO U
apxuBHoe Jief10. TepMuHsbl U onpefeneHus” (yTB. mpuka3oM PefiepaibHOTO areHT-
CTBa M0 TEXHUUYECKOMY DPeryJHUpOBaHUI0 U MeTposioruu oT 17 okTsibps 2013 r. N
1185-cT)

2)I'OCT P 6.30-2003 «YHUPUIIMPDOBaHHbIE CUCTEMbI JOKYMEHTALUU. YHU-
¢uLMpoBaHHasi CUCTeMa OpraHM3alOHHO - PacropsAUTE/IbHOM [OKYMEeHTal[|H.
TpeboBanus K 0(hOpMIEHHUIO JOKYMEHTOB»

3) TOCT P 7.0.97-2016 «Cuctema ctaHjapToB rno uHpopmarmu, 6ubmmo-
TEUHOMY U U3/jaTesibCKoMy fieny. OpraHu3aliOHHO-pacropsauTe/ibHasl JOKyMeH-
Taiusi. TpeboBaHUsI K 0)OPMIIEHHIO JOKYMEHTOB

0) ocHOBHas MTEpaTypa:

1) TokyMeHTallMOHHOe obecrieueHHe yripaBiaeHus: YuebHoe mocobue/ I'a-
miE.B. - M.: UL PUOP, HUL] MH®PA-M, 2020. - 249 c.Pexumpgocryma:
https://znanium.com/catalog/document?id=354819

2) JlokymeHTallMOHHOe obecrieueHue yTipaB/ieHUs] TepCOHaIoM: YuebHoe
nocobue/bynat P. E. - M.: HULl UH®PA-M, 2019. - 234 c. PexxumpocTyma:
https://znanium.com/catalog/document?id=355024

3) brikoBa, T. A. JloKyMeHTaI[MOHHOe OOecrieueHHe YIIpaBeHUsT Herocy-
JApCTBeHHBbIX OpraHu3aiuii : yue6Hoe mocobue / T. A. brikoBa, JI. B. CaHkrHa. —
2-e u3f., niepepab. u gon. — Mocksa : UH®PA-M, 2020. — 302 c. Pexxum goc-
Tyna: : https://znanium.com/catalog/product/1072260

B) /IONO/IHUTE/IbHAA JIUTeparTypa:

1) JlokymMeHTallMOHHOe oOecrieueHWe YIIpaB/ieHHUsI TePCOHANoOM: YueOHOe
nocobue/bynat P. E. - M.: HUL] UH®PA-M, 2019. - 234 c.Pexxum [ocTyrmna:
https://znanium.com/catalog/document?id=355024

2)dokyMeHTaI[oHHOe obecrieyeHue yIIpaB/ieHUs B COL[MAIbHO-KY/IbTYPHOM
cepBuUCe U Typu3Me: YuebHoe rocobue / I'yiuna U. A., 3aiiieBa H. A. - M.: Anb-
da-M, HUL WHOPA-M, 2015.Pexxum JOCTYy-
na:http://znanium.com/catalog.php?bookinfo=489737

3)KupcanoBa, M. B. Kypc zenonpoun3BosicTBa: JOKyMeHTaI[MOHHOe obectie-
yeHue yripaBiieHus : yuebHoe nocobue / M.B. Kupcanosa, FO.M. AkceHoB. — 6-e
u3g., ucop. u gorn. — Mocksa : UTHOPA-M, 2020. — 257 c. Pexxum pgocryna::
https://znanium.com/catalog/product/1088888

r) pecypchl cetd «IHTepHET»:

1) Bcé o genonpou3BozcTse http://delo-ved.ru/

2) [lenorpou3BOJCTBO W [JOKyMEHTOOOOpOT  Ha  MpeATpHUSATHH.

http://www.delo-press.ru/journals.php?page=documents
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3) KagpoBoe  fe/onpousBOACTBO W TpPyZoBoe  TipaBo.  http://hr-
portal.ru/rubric/kdp
4) DnektpoHHasi bubmoreka HR-crierfuanvcros. http:/www.hrm.ru/
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9. MeTogu4yecKHe YKa3aHUA /I 00yJarom{uXCsA M0 0CBOEHHIO JUCI{UILTHHBI
(Mopysin)

CamocTosiTenibHast TIOTOTOBKA 00yUaroIUXCsl IPOBOAUTCS /s yT/TyOeHus
Y 3aKperuvieHUsl 3HaHWM, MOyUeHHbIX Ha JIEKIUSIX U APYTuX BUAAX 3aHSATUH, /IS
BbIPAaOOTKM HABBIKOB CAMOCTOSITEJTbHOTO TIPUMEHEHHSI HOBBIX, AOTIOTHATETbHBIX
3HaHWY ¥ MIOATOTOBKH K TIPEJCTOSIIMM YUeOHbIM 3aHSITHSM, 3aUeTy.

Ba)KHBIM yC/IOBUEM YCIIEITHOTO W3Y4YeHUs] JUCIUTIIMHBI SIBSETCS Tocellle-
Hue yieKuui. [log roceleHreM mogpa3yMeBaeTcsi He (popma MacCUBHOTO TPUCYT-
CTBUSI, @ aKTHMBHasi paboTa Mo M3yueHHIO HOBOrO MaTepuasna. [IoAroToBKa K jiek-
I[MOHHBIM 3aHSTUSM BK/IIOUaeT B cebsi aHa/lU3 TpejjlaraeMbIX [/si U3yueHUs! BO-
TIPOCOB, M3y4eHre HOPMAaTUBHBIX UCTOYHUKOB U YueOHOM M HayyHOU JIUTepaTyphl
10 pacCMaTpUBaeMbIM BOIIpOCaM JieKIid. B mipoijecce nekiuu 00y4Jaromuiics Mo-
)KeT 3aJlaBaTh YTOUHSIOIIME BOMPOCHI, OCYI[eCTBUTh B3aMMOCBSI3b HOBOTO Mare-
pyasa C y>ke W3yudeHHbIM, TIOATOTOBUTh 6a3y Ayt 3(pPeKTUBHOTO MCIIOMh30BaHUS
TI0JTyUeHHBIX 3HAaHWM, OOIeryvTh TIOJATOTOBKY K IPAKTHUYECKOMY 3aHSATHIO. Jb-
(beKTUBHBIM CIToco00M (GHKcaIM JIEKIIMOHHOT'O MaTepuasia SIBIsIeTCs KOHCTIEKTH-
pOBaHUe, TMpe/CTaB/sAollee CO00M He TO/BKO (DUKCAI[UI0 Ba)KHEUIIIMX MOMEHTOB
JIeKIIUY, HO W yKa3aHue MPUMepOB /IJisi TIOHWUMAaHUS TOTO WIW WHOTO TeopeThue-
CKOT'0 MaTepHaJia.

[lpy TOATOTOBKE K MPAKTUYECKOMY 3aHSITUI0 HeoOXOAMMO WCIO/b30BaTh
KOHCTIeKTUPOBaHHbIe MaTepUaJibl JIeKLWi, yueOHYI0 U HayuHYto sureparypy. [loj-
TOTOBKA OTBETOB 10 BLIHOCHMBIM Ha 00CY»K[eHre BOIpPOCcaM MPaKTHYeCKOro 3aHsi-
TS BK/IIOUaeT B cebst He TOJILKO TPOUTeHWe MaTepuasa, HO U ero aHau3 U KpUTH-
yeckylo orjeHKy.. OOyuaroiijeMycsi cjiefiyeT BbIIBUTh MaJIOM3y4eHHbIe aCITeKThl
paccMaTpUBaeMbIX BOIPOCOB, MPOSIBUTb UHUI[MATUBY TIPU TIOATOTOBKE K TPAKTH-
YeCcKOMY 3aHSITHIO.

[Tpy TOATOTOBKE K TPAKTUUECKHWM 3aHATHUSMU U 3aueTy DPeKOMeHZYeTCs
CHCTEeMAaTH3UPOBaTh 3HaHWs, U300pakasi X B TaO/JIMUHOM, rparuecKoM UK CXe-
MaTUYHOM BHJle. JTO TO3BOJMT YCTAaHOBUTH B3aWMOCBSI3b M3yuaeMbIX SIBJIEHUM,
YIOPOCTUT 3a7iauy 3arloMUHaHUs MaTepuasna, OO/IerdyuT MpOoIecC MPaKTUUYeCcKoro
TIpUMeHEeHUsI TIOTyYeHHBIX 3HaHUM.

3afaueli MpaKTUUECKUX 3aHSITHU SIBJISIeTCS BbIpAOOTKA yMeHUs MCIIO/b30-
BaThb TeopeTHYeCKue 3HaHUs, TPOSIBUTh HajuMuue MpPaKTUUeCKHWX HaBLIKOB. [Ipu
TIO/ITOTOBKE K MPaKTUYeCKOMY 3aHSITHIO CjiefiyeT 3a0/1aroBpeMeHHOT0 00ecrieunTh
Ha/Mure HeoOXOAUMO /IJisi JAHHOTO 3aHSTHSI MaTeprasa, CaMOCTOSITe/IbHO TIOBTO-
DUTH paHee M3yueHHbIE TeMBI.

[17is yCITeITHOr0 OCBOEHHsT AUCLIMIIIMHBI Ba)KHBIM SIBJISIETCS YMeHHe pabo-
TaTh C TEPMUHAMU U UX ompejeneHusMU. st paboThl ¢ TepMuHOJorHel 3¢ dek-
TUBHBIM SIBJII€TCSI WCIIO/Ib30BaHHe KakK yueOHOW W Hay4yHOUW JMTepaTyphl, TaK U
IOpUINUeCKUX U GUI0COPCKUX CIOBApPEU.

Pabota c TepMHHaMU MOYKET OCYIIeCTBISATHCS KaK B (popMe COCTaBIeHUs
COOCTBEHHBIX TeMaTUUeCKHX CJIOBAaPUKOB A1Jis1 yA0OCTBA U CKOPOCTU TIOMCKA Heoo-
xouMoro TepMuHa. C 3TOH 11e/1bI0 He00X0ITUMO KayK/[bIii HOBBIM BCTPEUArOIINICS

19



TEPMUWH 3alIMCbhIBATh XU BO BpeMs IMMOATOTOBKHU K CEMUHAPCKHUM U IIPAKTUUECKHUM 3d-
HSTHUSIM YKa3bIBaTb COOTBETCTBYIOIIlee orpejeneHHe. B ciyyae BO3HUKHOBEHUS
CJIOXKHOCTH BbIOOpa OIpe/ie/ieHUs] U3 UMEIOIIerocss o0beMa B paMKax Hay4yHOI'O
3HaHHWs HeOOXOAMMO 3a/]aBaTh BOITPOCKI MPeI0/1aBaTe/i0 B paMKax JIEKI[UOHHBIX U
TIPAaKTUYeCKUX 3aHSITUH.

MHTepakTyBHbIE (DOPMBI MPOBEAEHUsT 3aHATHI I10 AUCLIUILIHHE «/JOKyMeH-
mayuoHHoe obecneyeHue ynpasaeHusl» BKIIOUAIOT B ce0si ciefyroliie BU/IbI 3aHs-
THIA:

- WHTepaKkTUBHbIE JIeKLIUM, MPeAro/araloT MCIO0J/Ib30BaHUEe MeTOAa IpOo-
6siemHOr0 M30KeHus. [Ipy TakoM ToAxo/ie JIeKLKsl CTAaHOBUTCS TIOXO0Kel Ha Jua-
JIoT, Tipero/ilaBaHre UMHUTHPYeT MCC/Ie[0BaTe/IbCKUM MpOoLecC (BbIJBUTatOTCS Tep-
BOHAUa/IbHO HECKOJIBKO KJTFOUEBBIX TMOCTYJ/IaTOB MO TeMe JIeKLIUU, U3/I0’KeHUe BbI-
CTpauBaeTCs TI0 MPUHIUITY CaMOCTOATeTbHOTO aHan3a U 000011[eHus CTy/[eHTaMH
yuebHOr0 MaTepuasa). JTa MeTOJUKa M03BOJIsSIeT 3aUHTepecoBaTh CTY/JeHTa, BO-
B/IeUb €ro B Tpoijecc oOyueHus. [IpoTHBOpeunsi HAYYHOTO TIO3HAHUS PAaCKpbIBa-
IOTCSI TIOCPeJICTBOM TIOCTAHOBKM MpoOsieMbl. YueOHasi mpobieMa U TipobieMHast
CUTYyal[Usl SIBJITIOTCS OCHOBHBIMH CTPYKTYDPHBIMH KOMITOHEHTaMH IPOOIeMHOTO
oOyuenusi. [Tepes HauasIOM U3yUeHUs OTIPe/Ie/IEHHOM TeMbl Kypca CTaBUTCS TTepe[
CTyZeHTaMu 1po0/ieMHbIN BOMPOC WX JjaeTcsi pobsieMHoe 3afaHue. CTUMYIUPYS
pa3speliieHre TpoOsieMbl, TIpero/ilaBaTe/ib CHUMaeT TTPOTHBOPEUUs] MeXAYy HUMero-
IIUMCSI ee TIOHUMaHWeM U TpeOyeMbIMU OT CTyJeHTa 3HaHUSMHU. DPPeKTUBHOCTh
TaKOTO MeToZla B TOM, UTO OT/AeJibHble MPo6ieMbl MOTYT TOJHHUMATHCSI CaMUMHU
cTyfeHTaMu. ['/1aBHBINM yCriex JaHHOTO MeToZia B TOM, UTO TIperoziaBaTe/ib 001Ba-
eTCsI OT ay/JUTOPUH «CaMOCTOSITe/TbHOTO pellieHus» MOCTaB/IeHHOM TipobiemMbl. Op-
raHu3anys rpobseMHoOro oOyueHUsl TIPeJCTaB/SIeTCsA AOCTaTOYHO CIOXKHOM, Tpe-
OyeT 3HAuUMTe/LHOUW MOATOTOBKH jiekTopa. OHaKO Ha HavyaJbHOM 3Tarie HCTOJIb-
30BaHUs 3TOTO METO/a ero MOKHO BHeJpPATb B CTPYKTYPY I'OTOBBIX, paHee pa3pa-
O0TaHHBIX JIEKIWM, MPAKTUUECKUX 3aHITUN KaK I0TI0/THEHHE.

- TPYINIOBbIe AUCKYCCHH, TIPUMEHSIIOTCA [/ obecrieueHUsT HaBBIKOB KO-
MaHAHON pabOThl U MEX/INYHOCTHOM KOMMYHMKAIIUM W TIPEe/ICTaB/ISIIOT COOO0M
OLIEHOUHOe CPeJiCTBO, MO3BOJIsIOIIee BK/IOUMTL 00yUaroIUXCsl B MpoLiecc 00Ccyx-
JleHUs1 TIpe/ICTaB/lIeHHOW TeMbl, Mpo6/ieMbl M OlLIEHUTb UX yMeHHe apryMeHTHpO-
BaTb COOCTBEHHYIO TOUKY 3peHusi. KpoMe TOTo, B X0/l 3aHSATHI TTPOBOASTCS KPYT-
JIbIe CTOJIBbI MO 3a/JaHHBIM TeMaTUKaM.

OueHOYHbIE ¥ MeTOLWYeCKHe MaTepyasibl 10 AUCLUIUIMHE «/[OKyMeHmayu-
OHHOe obecneueHue ynpasneHus» npeacTtaBiaeHsl B POMM.

[Tpu MOATOTOBKE K MPOMEKYTOUHOMY WJIM UTOTOBOMY TeCTHPOBAHUIO HeoO-
XOIUMO W3YUWUThb TEOPETUYEeCKUU Y MPAKTAUYeCKUM maTepuasn. TecToBble 3aJjaHus
(c mepeuHeM BO3MO’KHBIX BapUAHTOB OTBETOB, CPeAIN KOTOPBIX XOTSI ObI OJWH OT-
BeT SIB/JISIETCSI HeBEePHBIM) 00eCITeurBaloOT CTPYKTYPHOCTb MBIIIIEHHS, BBIHYK/I€H-
HOT'O BbIOpaTh W3 TPEJIO’KeHHBIX BapUAaHTOB OTBET BCe ITPABW/IbHbIE BapHAHTHI.
TecToBble 3aZlaHWSI Ha YCTAaHOBJIEHHSI COOTBETCTBHUS ITOZIpa3yMeBalOT HeoOX0ou-
MOCTb TIPOSIBJIEHUSI He TOJILKO 3HaHUs yueOHOTOo MaTeprasa, HO U YMeHUs TIpume-
HATH TpaBWiIa (PopMajbHOW JOTUKU. TecToBble 3ajlaHWs Ha YMOps/0oueHHe Ha-
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TIpaB/ieHbl Ha YCTaHOBJIEHHE JIOTMUECKOU T10C/IeJOBaTeTbHOCTA pacCMaTpHUBaeMbIX
siB/IeHUI (BpeMeHU CYIlleCTBOBaHUS SIBJIEHUM, PACIIONOXeHUs] CTPYKTYPHBIX 3J1e-
MEHTOB IPaBOBBIX OKYMEHTOB U T.I1.).

SddexkTrBHBIM CrIOCOO0OM [jisi TIOATOTOBKMA K TECTHPOBAHHUIO SIBJISIETCS pa-
6oTa 0OyuaroIerocs Mo pelieH’uI0 TeCTOBbIX 3aZlaHUM, TIPej0CTaB/IeHHBIX [/ Ca-
MOCTOSITe/TbHOM paboThl. Takke TIpU MOATOTOBKE K TaKoW (hopMe KOHTPOJS 3Ha-
HUl, KaK pellleHHe TeCTOBbIX 3a/laHUi, C/ie/lyeT CaMOCTOSITeNIbHO TOIbITaThCs
rpopaboTaTh paccMaTpUBaeMble B AMCIUIUIMHE BOIPOCHI B (popMe COCTaBIeHUs
TeCTOBBIX 3a/laHUM.

[Tpu MoATrOTOBKE K 5K3aMeHy CeflyeT UMeTh B BUAY, UTO OH SIBJISIETCSI UTO-
roBoi (hopmMoii KOHTPOJISI 110 U3YUeHHUIO JaHHOM yueOHOM AUCIUTIIMHBL. JK3aMeH
ro/ipa3yMeBaeT MaKCUMaJ/IbHYH0 KOHLI@HTpPALMI0 3HaHWUM W yMeHWM, Tipe/rosia-
raroIlyX MOHOe U3yueHre MaTeprara JUCLUTUIMHEI.

OK3aMeH TIPOBOJUTCS B (opMe yCTHOrO cobeceoBaHUs], BBHITIOJHEHUS
MTUCHbMEHHOT0 3a/laHusl. PelieHre Tiperofiapatesisi 06 UTOrOBOM OIjeHKe TIPUHKMA-
eTCsl TI0 pe3yJ/ibTaTaM YCTHOTO OTBeTa U BBIMOJHEHHOTO MUCbMEHHOI0 3aJjaHusl B
3aBUCUMOCTHU OT IIIKa/Ibl OL|eHKHU.

B KauecTBe MCTOYHUKA JOMOTHUTE/NbHBIX MaTepuasioB PeKOMeHYeTCs
T10/Ib30BaThCsl MH(MOPMaIell OTKPLITOTO A0CTyrna ceTd Internet (ZaHHBIMU WH-
(hopMaIMOHHO-TIPABOBBIX U 00pa3oBaTe/bHLIX TOPTAIoB, OGHUIMAIbHBIX CANTOB
MUHUCTEPCTB, BeJJOMCTB, OT/e/JbHBbIX OpraHU3aliuii, JaHHBIMU TOCYJapCTBEHHOM
CTaTUCTUKU, pe3y/bTaTaMd SKCTepTHO-aHAaIUTUUeCKUx 0630poB). Kpome ToroO,
MO>KHO BOCTIO/Ib30BaThCSI BO3MO>KHOCTSIMM CTIPaBOYHO-TIPABOBLIX CHCTeM, 0a3bl
KOTOPBIX COZiepKaT He TOJIbKO TeKCT HOPMAaTUBHBIX aKTOB, HO W HayuHble CTaThH
1o pa3nuuHbiM BonpocaM (Hanpumep, CIIC «KoncynabtanT I1toc»). PekomeHay-
eTCsI TaK)Ke MCTI0/Th30BaTh 3/IEKTPOHHO-0MO/IMOTeUHbIe CHCTEMBI.
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10. OcobeHHOCTH 0CBOEHMS AUCIHUIUIHHBI /I/Is1 HHBA/IM/AOB M JIMI] C OTPAHU-
YeHHBIMH BO3MO)KHOCTSAAMM 3/10POBbA

OObyueHne 0OyuaroIMXCs C OrpaHAYeHHBIMH BO3MOXKHOCTSIMH 3/I0POBbBS
1py HeoOX0IUMOCTH OCYIIIECTB/ISIETCS HAa OCHOBe aJlalTUPOBaHHOU paboueii ipo-
rpaMMbI C KCII0/Ib30BaHHEM CITelhabHBIX METO/0B 00yUeHUs U JUAAKTUUeCKUX
MaTeprasoB, COCTaBIeHHBIX C y4eTOM 0CoOeHHOCTel MCUXO(pU3NYecKoro pa3Bu-
THSI, UHAWBU/Tya/IbHBIX BO3MOYKHOCTEH 1 COCTOSIHUS 3/I0POBbsI TAKMX 00yUaroInX-
cs1 (oOyuarorerocs).

B 11e/19X ocBoeHUsI yueOHOM IMPOrpaMMbl AWUCILUTIIMHBI «/[OKYMeHMAayuoH-
Hoe obecneueHue ynpaeneHus» WHBaIWAaMUA U JII[aMH C OTpaHUYEHHBIMH BO3-
MO>KHOCTSIMH 3710pOBbsi IHCTUTYT 0becrieurBaer:

— JJISI UHBA/IW/IOB U JIML] C OrPaHWYEHHBIMH BO3MOKHOCTSIMM 37I0POBbSI T10
3peHMI0: pa3MellleHre B [JOCTYITHBIX [J1s1 00yuarouxcsi, sIB/SIOIIUXCS C/IeTIbIMU
WA C/1abOBUAIIIMMH, MeCTaX U B aJlaliTUPOBaHHON ¢opMe CripaBOuHOM MHGOP-
Mal[ii O PaCcMUCaHWU yueOHBIX 3aHSITHM; TTPUCYTCTBHE aCCUCTEHTa, OKa3biBarollle-
ro obyuaroremycsi He06X0JUMYHO TIOMOII[b; BBIMTYCK aJbTePHAaTUBHBIX (HOPMAaTOB
MeTOAUUYeCKUX MaTepuanoB (KPYMHbBIA IPpUMT UK ayguodaiiibl);

— [IS1 UHBA/IUZOB U JIML] C OTPaHUYEHHBIMUA BO3MOJKHOCTSIMU 3/I0POBBSI 110
C/IyXY: HaJi/ieXXallliMU 3ByKOBBIMU CPe/ICTBAMU BOCIIPOM3Be/leHre UH(OopMalluu;

— [JIs1 UHBA/JIUJIOB U JIML] C OTPaHUUYEHHBIMU BO3MOKHOCTSIMM 3/]0POBBS,
HMMEIOIUX HapyIleH!si OTIOPHO-ABUraTeIbHOTO arrapaTta: BO3MOYKHOCTb Oecripe-
TIITCTBEHHOT'O JIOCTYTIa 00YyUaroIuXcs B yueOHbIe TIOMeITieHus], Tya/leTHbIe KOMHa-
ThI M ZIPyTHe TIOMEIIeHHs], a TakKKe TpebbIBaHUe B YKa3aHHBIX MoMeleHusx. O0y-
yaroIMecss U3 yuciaa uHBaauAoB U aul ¢ OB3 obecrieueHbl reyaTHBIMU U (W/TH)
3/IeKTPOHHBIMUM 00pa30BaTe/IbHBIMU pecypcaMu B ¢opMax, aJlaliTUPOBaHHBIX K OT-
paHUUYEHUsIM UX 3[0pOBbs. OOpa3oBaHue O0yYarOIIUXCSi C OrPaHUUeHHBIMUA BO3-
MO>KHOCTSIMA 3[J0POBbSI MOXKeT OBbITb OpPraHM30BaHO KaK COBMECTHO C JPYTMMHU
00yuaroIMMUCS, TaK U B OT/Ie/IbHBIX TPYIINax WK B OTAe/NbHBIX OPraHU3aLusIX
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11. ITepeuyenn nHGOPMALMOHHBIX TEXHO/IOTHHA, MPO(eCcCHOHATBHBIX 0a3 JJaH-

HBIX, HCI0/Ib3yeMbIX MPH 0CYIeCTB/IeHUH 00pa30BaTe/ILHOr0 MpoLecca 1mno

AucoMIUInHe (MOAYJ/II0), BK/IIOUAs MepeueHb MPOrpaMMHOro obdecrieueHusi U
HH(OPMALMOHHBIX CTIPABOUYHBIX CUCTEM

[TporpammHOe obecrieueHHe:

1. OmnepauonHas crucreMa (MicrosoftWindowsIIponpuemapnas);

2. Tlaket oducHbIX rporpamm (MicrosoftOfficellponpuemapnas);

3. Web-6pay3ep (Mozilla Firefox GNU Lesser General Public License);

WHdopmaloHHbie CrIpaBOUHbIE CUCTEMBI:

1) ABTOMaTU3WpOBaHHAs vH(dOopMal[MoHHast boubmoTeuHas cucTeMa
Marc21SQL;

2) CnpaBouHo-ripaBoBasi cucteMa «KoHcynbrantILnroc»

12. MarepuaibHO-TeXHHUeCKasa 0a3a, Heo0xoauMasi I/isl OCyI[eCTB/IeHHs 00-
pa3oBaTe/bHOr0 Npoiecca no JUCHUIInHe (MOAYJ/II0)

Cnernuaau3npoBaHHbIe ayAUTOPUH:

YuebHast ayaAUTOpUs /ISt IPOBEIEHUS 3aHSATUM CEMMHAPCKOT0 THIA, KyPCOBOTO MPOEKTHUPO-
BaHMs (BBIMO/THEHHUST KYPCOBBIX paboT), TPYIIOBBIX U UHAWBUAYaIbHBIX KOHCY/IbTALIUH, Te-
KYIIIer0 KOHTPOJIS ¥ IPOMEXXYTOUYHOM aTTeCTaluy / KOMIbIOTEPHBIN K1acc / TIOMeIleHue J1/ist
CaMOCTOSITeJTbHOW paboThI*

TexHUUECKHE CPEACTBA 00yUeHHA:

KOMITBIOTEP C TIPOrpaMMHBIM 0bOecrieueHreM, yKa3aHHbIM B 11.11, goctynom K cetn «VHTEp-
HeT» 1 00ecrieueHreM JIOCTyTIa B 3JIEKTPOHHYIO MH(OPMAalMOHHO-00pa30BaTe/IbHYI0 Cpey
Crnerjpaau3MpoBaHHbIe ayJUTOPHH:

YueOHasi ayJUTOpUS [/ TIPOBE/IEHUS 3aHATHM JIEKLIAOHHOTO THIIA, 3aHSITUH CEMHHApPCKOT0
THUIA, KYPCOBOTO TIPOEKTHPOBAHUS (BBITIOJHEHUSI KyPCOBBIX paboT), TPYINOBLIX U WHAWUBU-
JIyarbHbIX KOHCYJ/IbTAIMHA, TEKYITIEro KOHTPOJISI M TPOMEXKYTOUHOM aTTecTalfun™
TexHUUeCKHe CPeICTBa 00yUeHH:

MY/JIbTUMEJUIMHBIN KOMIIEKC
KOMIIBIOTEP C TTPOrPaMMHBIM obecrieueHreM, yKa3aHHbBIM B 11.11
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