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1. IlosicHUTEJIBLHASA 3aIIUCKA

Kypc «JloKyMEeHTallMOHHOE 00ECHEeUYeHHUE YINPABIEHUS» 3aHUMAET BAKHOE
MECTO MpH MOATOTOBKE OakaaaBpoB 1o HarpasieHuto 43.03.02 - Typuzm.

PaGora ¢ pmoKyMeHTamMH BBICTYHAeT OJHONM U3 HauOojiee BaKHBIX
COCTaBJSIIOIIMUX  JIESATEIIBHOCTH MEHEIKEPOB B  CEPBUCHOM  JIEATEIBHOCTH.
®dopmupoBaHue y oOOydYarOIIMXCS CHUCTEMbl 3HAHUW W YMEHHMM paboOThl C
JIOKyMEHTaMH, HEOOXOAMMBIMU AJii  3(PQPEKTUBHOTO YNPaBICHUS CEPBUCHBIM
MPEeANPUATAEM, CIOCOOCTBYET TMOBBIIIEHHIO KadyecTBa MOATOTOBKU OakajIaBpOB
JTAHHOT'O HAMPABJICHUSI.

Ilenpr0 OCBOEGHMS JTUCUUIUIMHBI  «/loKymMeHTanumoHHOe oOecreyeHue
VIIPAaBJICHUSD  SBJISETCS HM3YYEHHE CHUCTEM JOKYMEHTAllMW, OpraHu3aluu
JIOKYMEHTUPOBAHUS 151 JEIONPOU3BOACTBA, COCTaBJISAIOIINX OCHOBY
WH(OPMAIMOHHBIX MPOIECCOB B CEPBUCE.

3amaun QUCIUIUINHEL:

*  O3HAKOMJICHHE CTYIEHTOB C 3aKOHOJATEIbHOU W
HOpPMAaTUBHOW 0a30i, METOAMYECKUMHU pa3padOTKaMu U OCHOBHOM
Hay4YHOU JINTEPATYPOU 110 KypCy;

* W3y4YCHHE NPAKTUKU OPraHU3aLHUU JTOKYMEHTALMOHHOTO
oOecrieueHusl YNpaBleHUs Ha MPEANPUITHIX, OpPraHU3aALUAX HU
YUPEKICHUSIX CEPBUCA.



2. IlepeyeHb MUIAaHMPYEMbIX Pe3yJbTATOB 00yYeHHs 10 JUCHHUILINHE, COOTHE-
CEHHBIX C INIAHUPYEMBIMH Pe3ybTATAMHU 0CBOCHUS 00pa3oBaTe/JbHOM
porpaMmbl

JucuunnuHa «JlokyMeHTaIllMoOHHOe 00ecTeueHNe YIIPaBICHUs» YIacTBYET B
(GhOpMHUPOBaHUH CIIEAYIOMICH KOMIETEHIIUH (CIICTYIONUX KOMIIETEHITN):
CTpyKTypHBIE 37I€MEHTHI KOMIETCHITUN

Komnerenuun HNuaukaTopsl Jdeckpunropsl
OIIK-6.2 CoOmronaet| 3nanus:
3aKOHOIaTE€IbCTBO OCHOBHBIX  3aKOHOJATENIbHBIX HOpM  P®D,
Poccuiickoii @ezepaliu 0| peryupyOMUX PEIOCTABICHHE TYPUCTCKHUX|
[PEIOCTABICHHUH ye-
TYPUCTCKHX YCITYT. Jyr
Ymenus:
OIIK-6 -Criocoben [Ton6opa 3aKOHOIATEeITLHBIX aKTOB,
TIPUMCHSITE 3aKOHO- PErynMpYIOMUX IIPEJOCTABIEHUE OTAETbHBIX

JATEHCTBO
Poccuiickoii
denepann, a TAKKe
HOPMBI MEX-
JYHApOJHOTO MpaBa
IIPH OCYILECTBIIEHUN
npodecCuoHATbHON
NEeSITEIbHOCTH

OIIK-6.3  ObGecneunBaeT
JTIOKYMEHTO000pOT B
COOTBETCTBUU c
HOPMATUBHBIMU
TpeOOBAHUSIMU.

BUJIOB TYPUCTCKUX YCIYT
HaBbikn:

Anamusza 3akoHomareinbctBa P® B yactu
[IPEIOCTaBIEHUS TYPUCTCKUX YCIYT 3HAHMSA:

OCHOBHBIX BHJIOB HOPMAaTHBHBIX JOKYMEHTOB,
00€CIICUNBAIOIINX OpraHu3aINIo u
[UIAHUPOBAHUE  JEATEIBHOCTH  OpraHHU3aIluu
Typu3Ma

Ymenus:

BriaBiSITh  HOpMATHUBHBIE TpeOOBaHUS IS
OpraHu3aluu JIOKYMEHTO0000poTa Ha
MPEANPUITHH CPEPHI TypU3Ma

HaBbiku:

[IpuMeHeHUs HOPMATHUBHBIX TPEOOBAHUN IMPHU
COCTaBIICHUU nepeyHs OCHOBHO
JIOKYMEHTaIl1H, He00X0IUMOi TUIS
JESTEILHOCTH MPEANPUATHS CPEephI TypHU3Ma




3. MecTo IUCHUIUINHBI B CTPYKTYpPe 00pa30BaTeibHOM MPOrpaMMbl

«/loxymenmayuonnoe obecneuenue ynpasieHus» SBIACTCS JTUCIUTLTUHON
o0s13aTeNTbHOM YacTH ISl MOJTOTOBKM CTYJEHTOB 10 HampasieHuro 43.03.02 —

Typusm.
HCIHUTLTUHBI (MOTYJIH ITocaenyrommue
IIpenmecrByommue Aucu (mony.um) Ayrom
y4eOHOro mjiaHa, B KOTOPbIX AUCHMILINHBI
AUCHUTUINHBI (MOTY-
KOMIIeTeHIUsI ocBauBaeTcst | (MoayJin) y4eOHOro
Mludgp JIM) y4eOHOro 1Jiana,
B KOTODBIX OCBANBA napaj- IUIAHA, B KOTOPBIX
KOMMETEeHI[HH - N
JIeJIbHO ¢ U3y4aeMoii BanBaeTcs
eTCsl KOMIIeTeH S yHacen ockauBactc
AUCHUTJIMHOM KOMIeTeHI[UsI
[TpaBOBBIE OCHOBBI [IpaBoBoe perynupoBaHue [TpousBoacTBeHHAs
TypHCTCKOP'I JCATCIIBHOCTHU 00BEKTOB IIpaKkTuKa
OIIK-6 ACATCIIBHOCTHU TypI/ICTCKOﬁ (HpeIlZ[I/IHHOMHaH
VYueOHas mpakTUKa HHPPACTPYKTYPHI U TYPUCTCKUX IpaKTHKa)
(O3HakomuTenpHas CEpBHCOB
MPaKTHKA)




4. O0beM IMCUUIIMHBI (MOAYJIA) B 3aYEeTHBIX eAMHUIAX ¢ YKA3aHUEM
KOJIMYECTBA AKAIeMHUYECKUX WM ACTPOHOMHUYECKHX YACOB, BbIAEJIEHHBIX
HA KOH-

TAKTHYIO pa0oTy o0y4yarwuuxcs ¢ npenogasareseM (Mo BUIAAM y4eOHBIX
3aHATHA) M HA CAMOCTOSITEJIbHYIO PAa00Ty 00y4aI0IIMXCsl

O6mas TPYJOEMKOCTb OCBOCHMS y4eOHOM JCIUTIIAHBI
«/loxymenmayuonnoe obecneueHue ynpaesieHusy» COCTABISET 3 3a4E€THBIX €UHHUII
i 108 akaieMUYeCcKuX 4acoB.

Cemectp Ne cen;eCTp a Bcero, ak.uacos
OO6mmast TpyA0€MKOCTH (BCETO aK. 9acoB / 3.€11) 108/3 108/3
Jlexnuu 16 32
KonrakTHas pabota
[IpakTrueckue 3aHATHS 32 32
CamocrosTenbHas paboTta 33 33
Bun npomexyToqHou
Ok3ame
arrecratum ! 2,3/24,7 27
(xoHT.pab.**/ camocT.
pab.)

5. Conep:kanue TUCUUILIMHBI (MOXYJIsl), CTPYKTYPHUPOBAHHOE 10 TEMaM
(pa3aesiam) ¢ ykazaHueM OTBEIEHHOT0 HA HUX KOJIMYECTBA aKaJeMUYeCKNX
WIH ACTPOHOMHUYECKHUX YaCOB M BUJ0B YUeOHBIX 3aHATHI

TpynoemMkocTb
o KonTakTHas
@
9 pabora
s x = ©
HaumenoBanwue pa3aena J B = o
Ne ) = =y S Conepxanue
JTUCIUIUIUHEI (TEMa) = © © Q
m & [
J o 8
= te]
£ © 2
S S ©
—y




3 cemecTp

OCHOBEI
JIOKYMEHTAIlHOHHOTO
obecnieueHus
OpraHu3aIuu
CEpPBHUCHOM
JIeSITeIIbHOCTHU

20

[Tonstne o
CBolicTBa,
byHKITIHI
MeTtopl Hu
JOKYMEHTUPOBAHMS.
HopmatuBHOMETOIMUECKas
Oaza JIOKYMEHTAITMOHHOTO
obecreueHus yIPaBIEHUS
JESATEIBHOCTBIO OpraHU3aluu
CEpPBUCHOM  JEATEIBHOCTH.
Buner YIPaBIEHYECKUX
JOKYMEHTOB, HEO0OXOJUMBIX
JUIs  ONMCAaHUS  Pa3InYHbIX
YIIPaBICHYECKUX  JEHCTBHM.
YHudukauus u
CTaHAApTHU3ALUS
nokyMeHToB.  [loHstue wu
COCTaB  PEKBU3NUTOB.DOPMBI
JOKYMEHTaluu U1
pa3paboTku CEPBHUCHOIO
IIPOYKTa

JIOKYMEHTE.
MIPU3HAKH,
JIOKyMEHTA.
CIIOCOOBI

Cucrembl
JIOKYMEHTAIUH,
oOpazyroruecs B
nporecce yrnpaBJICHUS
JESITEIIbHOCTHIO
opranuzaiuii  cepbl
CEepBU-

ca

20

Cocras, CTPYKTypa u
coJiep>kaHue JOKYMEHTAIlUH,
obecrieunBaroei
OpraHH3aINI0
cepBuca.Cocras
OpraHHU3aIOHHONPABO-
BOU,paciopsIUTEIbHOM,
MH(GOPMaLIMOHHOCIIPABOYHOM
, IJIAHOBOOTYETHOM
JOKYMEHTAIluH, TpaBuia eé
COCTaBJICHUS U OPOPMIICHHS
OcoGenHoctu

JOKYMEHTO000pOTa B CEpBHCE

I[OKYMGHTaHI/IOHHOC

20

Obmas XapaKTepUCTUKa

olecreueHue
yIIpaBI€HUA
MIEPCOHAIIOM.

KaJIpOBOTO cocTaBa
npeanpustus.  Opra"auzanus
JIOKyMEHTAIMOHHOTO

oOecrieueHnst  EATENLHOCTH
KaJIpoOBOI CITYKOBI
NPEINPUATHS cepBuca.
Opranuzanust paboTHI c
KaJpoBOM JIOKYMEHTaLUEH.
OCOOEHHOCTH HCIIOJIb30BaHHS
cetu MuTepHer s perieHus

8




3aaq KaJpOBOTO
JICIIOTIPON3BOICTBA.
OdopmiieHre eTOBBIX MTHUCEM,
JMOKIIATHBIX W CITY’)KEOHBIX
3aIMCOK, OTBETOB Ha >KaJIOOBI
noTpeodurenei.

Opranmzainus ~ paboOTHI c

JIOKYMEHTaMH.
CucremaTtu3zanus
JOKYMEHTallul B  TIpoIecce
Opranuzanus .
CEpBHUCHOM
21 4 8 9
nesitenbHocTH. DOpMUpOBaHMEe
JIOKYMEHTO0000poTa
u odopmieHue JElI.
DKcrnepTusa LEHHOCTHU
JIOKYMEHTOB, MOATOTOBKA
JIOKYMEHTOB K XpaHEHHUIO.
DK3aMeH 27 2,3 24,7
Utoro 108 |16 |[343 57,7

6. IlepeyeHb yueOHO-METOAMYECKOT0 O0eceYeHH s ISl CAMOCTOSITE/IbHOM
padoThHI 00Y4AKIIMXCS M0 JUCHUILITIMHE (MOYJII0)

Ne Bunel camocTosTenbHON paboThI TpynoemMKocCTs, ®dopma KoHTpoOJIA™
aK.4yacsl
1. [TpopaboTka TeOpeTUYECKOTO 11 Koncynpranus
MaTepuaia 1o KOHCIEKTaM JIEKLUH, npenoaaBaTens,
PEKOMEHI0BAaHHOW JIUTEpaTypeE, YCTHOE
JIOTIOJTHUTEIbHBIM UCTOYHUKAM cobeceoBaHue




uHhopmauu

2. [ToaroroBka K MpakTHYECKUM BricTymiienue ¢
3aHATUSM: TOMCK HEOOXOIMMON JTOKJIaJIOM,
uHdopmaruu, o0padoTka HHPOPMAIIHH, T MpEe3eHTAaINS,
HaAIMCaHKe JOKJIA/a, MOATOTOBKA K OTBETHI HA
BBICTYIUICHUIO JUCKYCCHUOHHBIE
(tuckyccun) BOIIPOCHI

3. [ToaroroBka K TeKyIieMy KOHTPOJIIO
(TecTupoBaHUE W/WIIHM HATTUCAHUE 11 Tectsbl, pedepatsl
pedepara)

4. IloaroroBka K MpoMeKyTOYHOU YcerHoe
aTTECTaIlNH 24,7 cobeceoBaHue,
(BOIIPOCHI K 3K3aMEHY, UTOTOBBIN TECT) TECTUPOBAHUE

JInst caMoCTOSITENNbHOM pabOThl MO JAUCIUIUIMHE (MOIYII0) OOydYaromuecs
UCTIOJIB3YIOT ClIeAyIoIIee yueOHO-METOJNUEeCKoe 00eceueHue:
1)  JlokyMeHTalnMOHHOE oOOecreyeHue yrpaBlieHus: Y4eOHoe
nocobue/ 'maguitE.B. - M.: U1 PUOP, HUI] UHOPA-M, 2020. - 249
c.Pexxumpocryna:
https://znanium.com/catalog/document?1d=354819
2)  JIOKyMEHTallMOHHOE OOEeCIeYeHUE YIPaBICHUS MEPCOHATIOM:
VYyebnoe nocobue/bynar P. E. - M.: HUL[ UHOPA-M, 2019. - 234 c.
Pexumpocryna:
https://znanium.com/catalog/document?1d=355024
3) beikoBa, T. A. JIOKyMEHTalIMOHHOE OOECIIEYEHUE YIpaBICHUS
HEroCyJIapCTBEHHBIX opraHuzamuii : yueoHnoe nocodue / T. A. brikosa, JI. B.
Cankuna. — 2-e u3ja., nepepad. u gon. — Mocksa : UHOPA-M, 2020. —
302 c. Pexxum noctymna: : https://znanium.com/catalog/product/1072260
4) @OHJI OLECHOYHBIX M  METOJAUYECKHX MaTEpPUAIOB IO
TUCIUIUIHHE «/[OKyMeHmayuoHHoe obecneyeHue ynpasieHusy.

7.D0H1 OLIEHOYHBIX U METOAMYECKHUX MATEPUAJIOB Il IPOBEIeHUS
NMPOMeKYTOUYHOI aTTecTAluU 00YYAIIUXCS 10 JUCHUIINHE

Bomnpocsl 1151 MpoBeAeHUsI MPOMEKYTOYHOM aTTecTalul (IK3aMeHa).
10



Nk wd

11.
12.

13.
14.

15.
16.
17.
18.

19.
20.
21.
22.
23.

24.

26.

27.
28.
29.
30.

O0ocHOBaHHE HEOOXOAUMOCTH O0YUYEHUS! TOKYMEHTAlHOHHOMY 00€CIEUEHHUIO
Y €ro aBTOMaTHU3AlINH;

JIokyMeHTO000pOT B opranmu3anun. Pabora ¢ BXOIAIIMMH TOKYMEHTaMU;
KnaccudukaTopbl 10KyMEHTOB;

DOopMUPOBAHUE U XPAHEHUE JIET;

PernameHTtanus 1en10nponu3BOACTBa;

[Tpeszenranus. Ee pynkuus u HazHaueHre. OCHOBHBIE JIEMEHTHI;

OCHOBHbBIE  TOHATUS  JOKYMEHTAIlMOHHOTO  OOECIEeYeHHUs]  YIpaBJICHUS
(1emonpou3BOJICTBO, JOKYMEHTOO00POT, JOKYMEHT, PEKBU3UT, U JIp.);
Opranu3anMoHHble JOKYMEHTbl. WX (QyHKOMM © Ha3HayeHue. YCTaB
OpraHu3aluy;

OcHOBHbIE (PYHKIIMH JOKYMEHTA;

. OpranuzanuoHHbeie J0KyMeHTbl. Mx ¢yHkuum u HazHauenue. IllTatHOE

pacIiCaHue;

Yuudukanus u cTaHaapTU3ANMS TOKYMEHTOB;

Opranuzanuonsuble 10KyMeHThl. X (yHkuuu u HazHaueHue. JlOMKHOCTHas
MHCTPYKLIHS

bnaunk. [Tonsitue 6nanka. TpeGoBanus k ohopMiIeHUIO OJIAHKOB;
Pacniopsiaurensubie gokymeHntbl. Mx ¢yHkium u nHaznadenuwe. I[lpukas 1o
OCHOBHOM JICSITEIbHOCTHU;

PexBusut. [lonsiTie pekBU3UTA, MOPAIOK UX OPOPMIICHHUS;
CrnpaBo4yHO-uH(OpMAIMOHHBIE TOKYMEHTHI. X QyHKIIMU U Ha3HaueHue. AKT;
TexHu4eckne cpecTBa, UCNOJIb3yEMBIE B IEJONPOU3BOICTBE;
CrpaBoyHO-UH(OPMaLIMOHHBIE JTOKyMEHTbl. WX (QyHKIUMM U Ha3HAuY€HUE.
ITporokour;

brnank. Bunpl 6;1ankoB. OcoO0eHHOCTH UX 0OPMIICHUS;

JlokyMeHTO000pOT B opranu3zanuu. Pabora ¢ uCXoasuMu IOKyMEeHTaMu
bnank. BapuanTtsl pacnonokeHusi peKBU3UTOB Ha OJIaHKAaX;

IToaroroBka u nepegaya el B apXuB;

[IpaBuna odopmiieHust naT, HyMepaluud CTpaHuil, OQPOpPMIICHUS TaOIHII,
MaTeMaTU4ecKux (GOpMyJ U COKpAIEHUH;

Pacniopsiaurenbhbie 1okyMeHThl. UX QyHKUIMM U Ha3HaueHue. YkazaHue; 25.
JIokyMeHTOOO0OpOT B opranu3amuu. [Ipomecc KOHTPOJISE HMCHOJHEHUS
TOKYMEHTOB;

CrnpaBouyHo-uH(pOpMAIIMOHHBIE JOKYMEHTHl. MX ¢GyHKIMM W Ha3Ha4YeHUE.
OObsicHUTENbHAS U TOKJIaAHAs 3aMMCKH;

JIokyMeHTO0O0pOT B opranuzanuu. Pabora ¢ BXOAAIIMMU TOKyMEHTaMU;
Pacnopsimutensubie qokyMeHThl. X pyHKIMK 1 HazHaueHue. Pacniopsikenue
OCHOBHBIE IOHATUS TOKYMEHTAIMOHHOTO 00ECTIeYeHUs YIPaBIICHUS;
CrnpaBo4yHO-MH(OpMALIMOHHBIE JOKYMEHTbl. MX (QyHKIMM W Ha3HayeHUE.
ITporokour;

le/lMepH])Ie NMPAKTUKO-OPUECHTHPOBAHHLIC 3a/1aHUSA
11



l. Odopmuth mnpuKa3 O HA3HAYEHUH OTBETCTBEHHOIO 3a
oOpatienue ¢ 0nankamu npeanpustis B coorserctBuu ¢ ['OCT P 6.30-
2003

2. OpopMHUTh HPOTOKOJN 3acelaHusi 3KCIEPTHOW KOMHCCHM B
COOTBETCTBUU C THUIIOBOM MHCTPYKLMEN O AEIONPOU3BOJICTBY

3. CocTaBuTh CIy:K€OHYIO 3alMCKY Ha MOOLIPEHHE COTPYAHHKA,
NEPEBBINOIHUBILIETO MJIAHOBBIE TOKA3ATENH

[TonHbli KOMIUIEKT 3aaHUil W 3TanoB (OPMHPOBAHUA KOMIETEHIUU
npeacTtasieH B @OHIE OLEHOYHBIX U METOJNYECKUX MATEPUAIIOB ISl IPOBEICHUS
MPOMEKYTOYHON aTTECTAalMu OOYYaIOIUXCS M0 JUCUUIUIMHE, O(POPMIIEHHBIN
OTJEIbHBIM IOKYMEHTOM, IPEJCTABJIEH B IPHIOKEHUH 1.

8. IlepeyeHb OCHOBHOI, 10MOJTHUTEILHON YU4eOHOI JINTEPATYPHI, peCypPcoB
HH(POPMAITMOHHO-TEJIEKOMMYHHKALIMOHHOM ceTH « MHTEepHET», HE00OXOTUMBIX
JJIS1 OCBOCHUSA TUCHMILIMHBI (MOAYJIA)
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a) HopMaTHBHbIe NpaBoBble akThl 1) HarmuonanpHbil cTangapt P®
['OCT P 7.0.8-2013 "Cucrema cranmaptoB no uHpopmanuu, OMOIUOTEUHOMY U
U3/1aTEeIbCKOMY Jeny. Jlemonpou3BOACTBO M apXMBHOE [en0. TepMHHBI H
onpenenenuss” (yTB. mnpukazoM @DeneparbHOrO AareHTCTBA MO TEXHUYECKOMY
PEryIMpOBaHUIO U MeTposioruu ot 17 oktadps 2013 r. N

1185-cT)

2)I'OCT P 6.30-2003 «YHubuUIMpoBaHHbIE CHUCTEMBI JIOKYMCHTAIIUU.
YaudunupoBaHHas ~ CHCTeMa  OPTaHHW3AlMOHHO -  PacCHOPSIUTEIHHOU
JIOKyMEHTAITUH.

TpebGoBanus kK 0pOPMICHHUIO JOKYMEHTOB)

3) TOCT P 7.0.97-2016 «Cucrema craHgapToB 10 HH(pOpMALINH,
OMOMMOTEYHOMY M U3JATeNbCKOMYy Jeny. OpraHu3alrOHHO-PACIIOPSAIUTEIbHAS
nokymeHTarus. TpeboBaHus K 0(hOPMIICHUIO IOKYMEHTOB)

0) OCHOBHAas JiUTepaTypa:

1) JlokymeHTallmoHHOE OOecrnedyeHre ympaBieHus: YueOHoe
noco6ue/ I'manuiiE.B. - M.: U1l PUOP, HUL] UH®PA-M, 2020. - 249
c.Pexummocrtyna:
https://znanium.com/catalog/document?1d=354819
2) JIOKyMEHTAIIMOHHOE OO0ECIEUEeHUE YIPaBICHUS TEPCOHATIOM:
VYyebnoe nocobue/bynar P. E. - M.: HUL] UTHOPA-M, 2019. - 234 c.
Pexumpocryna:
https://znanium.com/catalog/document?1d=355024
3) beikoBa, T. A. JIokyMeHTalMOHHOE OOECHEUYECHHUE YIPABICHHUS
HEroCyAapCTBEHHBIX opranu3anuii : yaeonoe nocooue / T. A. beikosa, JI.
B. Cankuna. — 2-e u3n., nepepad. u non. — Mocksa : UHOPA-M,
2020. — 302 C. Pexum JIOCTYTIA: :
https://znanium.com/catalog/product/1072260

B) JIONMOJIHUTEIbHAS JINTEpaTypa:

1) JlokymeHTanmoHHOE OOecreyeHre YIpaBJIeHUs] MEepcOoHaIoM: Y4eOHoe
nocoobue/bynat P. E. - M.: HUIl UH®PA-M, 2019. - 234 c.Pexxum noctyna:
https://znanium.com/catalog/document?id=355024

2)KupcanoBa, M. B. Kypc nenonpousBojacTBa: JOKYMEHTAIIMOHHOE
obOecnieueHue yrpasiieHus : yueoHoe nocooue / M.B. Kupcanora, FO.M. AkceHoB.
— 6-¢ m3a., uctp. u gon. — Mocksa : UHOPA-M, 2020. — 257 c. Pexum
JoCcTyma::
https://znanium.com/catalog/product/1088888

r) pecypcbl cetu «AHTEpHET»:

1) Bcé o nenmonpousBojctse http://delo-ved.ru/
2) JenonmpousBOACTBO U JOKYMEHTO000pOT Ha
MPEAPUSTHH. http://www.delo-press.ru/journals.php?
page=documents
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3) Kaaposoe JETOMPOU3BOACTBO u TPYAOBOE MPaBo.
http://hrportal.ru/rubric/kdp

4) DnextponHas 6udimoreka HR-cnermanucros. http://www.hrm.ru/

9. Meroanueckue ykazaHus AJasi 00yYAOUIUXCS 110 OCBOCHUIO
AUCHUIUIAHBI(MOIYJIs1)

CamocrosTenbHas NOArOTOBKa 00YYarOIUXCsl IPOBOAUTCS sl YIiTyOneHus
U 3aKpEIUIeHMs] 3HAHWM, MOJYyUYEHHBIX Ha JEKUUAX U APYTUX BHUJAX 3aHATHH, AJA
BbIPAOOTKH HABBIKOB CaMOCTOSATEIBHOIO NMPUMEHEHHS] HOBBIX, JOIMOJIHHUTEIbHBIX
3HAHUM U MOATOTOBKHU K MPEACTOSIIIUM YYEOHBIM 3aHITHUIM, 3a4ETY.

BaxXHBIM  yCIIOBUEM YCHEHNIHOTO M3yYEHHs] JUCLUUILIMHBI  SIBISIETCS
noceuienue jgekuuil. [lox nocemennem noapasymeBaercs He (opma MaCCUBHOIO
IPUCYTCTBHS, @ aKTUBHAs paboTa 1o U3y4yeHUIo HoBoro matepuana. [loaroroska k
JEKIMOHHBIM 3aHATUSAM BKIIIOUAET B ceOsl aHaIM3 IpeniaraeMblX Uil U3Y4YEHHs
BOIPOCOB, M3yUYE€HHWE HOPMATHUBHBIX MCTOYHMKOB U Yy4eOHOM U Hay4dHOM
JUTEPATypbl IO paccMaTpUMBAEMbIM BOIpocaMm JieKIMU. B mpolecce nexkuuu
oOyvaroluiics MOXET 3aJaBaTb  YTOYHSIOIIME  BOINPOCHI, OCYLIECTBUTH
B3aMMOCBSI3b HOBOTO MaTepuaja C YK€ H3Y4YeHHBbIM, MOJArOTOBUTH 0a3y uis
3¢ (EeKTUBHOIO HCIOIb30BAHUS IOJIYYEHHBIX 3HAHUM, OOJIErYUTh MOATOTOBKY K
MPAKTUYECKOMY 3aHATHIO. OD(OPEKTUBHBIM CHOCOOOM (PUKCAUMU JIEKIIMOHHOTO
MaTepuaia SBISIETCS KOHCIIEKTHMPOBAHME, IPEACTABIAIOIEE COOOM HE TOJBKO
(GuKcalMilo BaXXHEUIIMX MOMEHTOB JEKUWHW, HO W YyKa3aHUE MPUMEPOB s
MOHUMAaHUS TOTO WJIK MHOTO TEOPETUYECKOI0 MaTepuaa.

[Ipy MOArOTOBKE K MPAKTHUYECKOMY 3aHSATHIO HEOOXOAMMO HCIOIb30BATh
KOHCIIEKTUPOBAaHHBIE MaTepuaibl JIEKUUH, y4eOHYI0 U HayudHYIO JIUTEpaTypy.
[ToaroToBKa OTBETOB MO BBIHOCHMBIM Ha OOCYXIEHHUE BOIPOCAM MPAKTUYECKOIO
3aHATUS BKJIIOYAET B ceOsl HE TOJIBKO MPOYTEHHE MaTepHualia, HO M €ro aHajiu3 u
KPUTHUYECKYIO OLEHKY.. OOyuarouiemycs CcleyeT BBISBUTh MAaJOU3y4YCHHBIC
acIeKThl PacCCMAaTPUBAEMBIX BOIPOCOB, MIPOSBUTHh MHUIMATUBY MPU MOATOTOBKE K
IIPAKTUYECKOMY 3aHSATHUIO.

[Ipy moAroToBKEe K MPAKTUYECKUM 3aHATHSIMU U 3a4€Ty PEKOMEHIYEeTCS
CHUCTEMAaTU3UPOBaTh 3HAHMS, W300pakas MX B TaOIUYHOM, TpapUuecKoM WU
CXEMAaTHYHOM BHJIE€. DTO NO3BOJIMT YCTAHOBUTH B3aUMOCBSI3b U3yUaeMbIX SIBJICHUH,
YOPOCTUT 3aJady 3allOMHUHAHMS MaTepHuaia, OOJIETYUT MPOLECC MPAKTUYECKOTO
NPUMEHEHUS NTOJIYYEHHBIX 3HAHUU.

3ajaueil  MpakTUYECKUX  3aHATUH  SBJISETCS  BbIpaOOTKAa  yMEHHUS
UCIIOJIb30BaTh TEOPETUYECKUE 3HAHMS, TMPOSBUTH HAJUYHE MPAKTHUYECKUX
HaBblkOB. Ilpy  moAroTroBke K  MPAKTUYECKOMY  3aHATHIO  CIEIYyeT
3a0J1arOBPEMEHHOr0 O0ECIEUNTh HAJIW4YMEe HEOOXOIUMO JUIsl JAHHOTO 3aHTHS
MaTepuaia, CaMOCTOSITEIbHO IOBTOPUTh PAHEE U3YUYECHHBIE TEMBI.
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JIns  yCcnmemHoOro OCBOEHUSI JUCHUIUIMHBI BAXXHBIM SIBIIIETCA  YMEHHUE
paboTaTh C TEpMUHAMHU U UX ompeaeseHusMU. s paboTel ¢ TepMHUHOJIOTUEH
(G (HEKTUBHBIM SBISICTCSI MCIIOJIB30BAHUE KaK YU4eOHOW W HAay4YHOW JIUTEPaTYpHI,
TaK U FOPUIMYECKUX U PUIOCO(CKUX CITOBApEi.

PabGora ¢ TepMuHAMH MOXKET OCYIIECTBISITHCA Kak B (pOpME COCTaBICHHUS
COOCTBEHHBIX TEMATHYECKHX CJIOBAPUKOB I YJIOOCTBA M CKOPOCTH TIOHMCKa
HeoOxoaumoro TepMuHa. C  3TOM 1ENbI0 HEOOXOAUMO KaXKIblii HOBBIM
BCTPEYAIOIIMIICA TEPMUH 3alUCHIBATh U BO BpPEMs MOATOTOBKH K CEMHUHAPCKUM U
MPAKTUUYECKUM 3aHSATUSM YKa3blBaThb COOTBETCTBYIOIIEE omnpeneieHue. B ciyuae
BO3HUKHOBEHHUSI CJIOKHOCTH BBIOOpa OMpelesieHus] U3 HMeEoIerocss oobemMa B
paMKax Hay4YHOrO 3HAaHHUS HEOOXOJIMMO 3aJaBaTh BOMPOCHI IIPENOJaBaTENi0 B
paMKax JIEKIMOHHBIX U MPAKTUYECKUX 3aHSITUH.

WHtepakTuBHBIC  (QOpMBI  NPOBEACHHMS  3aHATHH 10  JIUCITUIUIMHE
«/loxymenmayuonrHoe obecneueHue ynpasieHus BKIIOYAIOT B ce0s CIEIYIONINe
BU/IbI 3aHSATHM:

- WHTEPaKTUBHBIE JICKIIUH, MPEIOJIaraloT UCIOJIb30BaHUE
MeTona mpobiemMHoro usnoxkeHus. [Ipuw Takom mnoaxoae JEKLUS
CTAaHOBHUTCSl TIOXOXKEH Ha JWajor, TMPENoJaBaHUe HWMHUTHPYET
UCCIIEJIOBATEILCKUN  Mporecc  (BBIIABUTAIOTCS — MEPBOHAYAILHO
HECKOJIBKO KJIFOUEBBIX TOCTYJIATOB MO TeME JIEKI[UHU, W3JI0KECHUE
BBICTPAMBACTCS [0 TMPHUHIUIY CaMOCTOSTEIBHOTO aHaIW3a M
00001IeHNs CTyJIGHTaMU Y4eOHOro martepuana). JTa MeTOJuKa
MO3BOJISIET 3aWHTEpPECOBaTh CTYJEHTA, BOBJEYb €ro B IPOLECC
oOyuenus. I[IpoTuBopednss HAy4YHOTO TO3HAHUS PACKPBIBAIOTCS
MOCPEJCTBOM TIOCTAaHOBKU MpoOJieMbl. YueOHas mnpobiema u
npoOiieMHasi CUTyalusi SBJISFOTCS OCHOBHBIMH CTPYKTYPHBIMH
KOMIIOHEHTaMu npobiemMHoro o0ydenus. [lepen Hayanom uzyyeHus
OTpPENEICHHOW TEeMbl Kypca CTaBUTCS TIeped  CTyJICHTaMH
npoOJeMHBIM  BOMPOC WM JaeTcs TpoOJeMHOe  3ajaHue.
Crumynupys paspeiieHue mTpoOsiieMbl, MpenojaBaTelb CHUMAECT
POTHUBOPEYHS MEXKTY UMEIOIIUMCSI €€ TTIOHUMAaHUEM U TPEOyEeMbIMH
OT CTyJleHTa 3HaHUSMHU. D(H(HEKTUBHOCTH TAKOTO METO/A B TOM, YTO
OTZIeTIbHBIE TIPOOJIEMBbI MOTYT TMOJAHUMATBHCS CAMHUMH CTYJACHTAMH.
['maBHBIA ycmex MaHHOTO METOJa B TOM, YTO MpENnojaBaTelb
noOMBaeTCsT OT  ayJUTOPUU  «CAMOCTOSITEIbHOTO  PEHICHUS
MOCTaBJICHHON MpoOiembl. Opranuszanus MpoOJIeMHOro OO0yuYeHUs
MPE/ICTABIACTCS JIOCTATOYHO CIIOKHOM, TpeOyeT 3HAYUTEIHHOU
NOATrOTOBKH JiekTopa. OIHAKO Ha HAYaJIbHOM 3Tare MUCIOJIb30BaHUs
ATOrO METOJIa €r0 MOXKHO BHEIPSTh B CTPYKTYPY TOTOBBIX, paHee
pa3pabOTaHHBIX JICKIMH, MPAKTHYSCKUX 3aHATUI KaK JIOTIOJIHCHHUE.

- TPYNIOBBIC JUCKYCCUH, IPUMEHSIOTCS I 00CCIICUCHUS
HABBIKOB KOMAaHIHOW pa0OThl M MEKINIYHOCTHOW KOMMYHUKAIIMH U
IOPEACTAaBIAIOT COOOM  OLEHOYHOE CpPEJCTBO, IMO3BOJIAIOLIEE
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BKJIFOUUTH O0YYaroIMXCsl B poLecc 00Cyk ACHHs MPEICTaBICHHOM
TE€MbI, TpoOJEMBbl M OLEHUTh HUX YMEHHE apryMEHTHUPOBATh
COOCTBEHHYIO TOYKYy 3peHusa. Kpome Toro, B XxoAe 3aHATHUU
IPOBOJATCS KPYTJIbIE CTOMBI MO 33JaHHBIM TEMATHKaM.

OueHouHble U METOAMYECKHME  MaTepHalbl 1O  JUCLHUILIMHE
«/loxymenmayuonnoe obecneuenue ynpasienus» npeactaBieHbl B DOMM.

[Ipy 1OAroTOBKE K MPOMEXYTOUHOMY WM HTOTOBOMY TECTUPOBAHUIO
HEOOXOMMO U3YYUTh TEOPETHUUECKUH M MPaKTHUYECKH Marepuain. TecToBbie
3aJlaHud (C IEepeYHEM BO3MOXKHBIX BAPUAHTOB OTBETOB, CPEIU KOTOPBIX XOTS ObI
OJIMH OTBET SBJSETCS HEBEPHBbIM) OOECHEUMBAIOT CTPYKTYPHOCTH MBILIUICHMS,
BBIHY)KJICHHOTO BBIOpaTh W3 MPEIJIOKCHHBIX BAPUAHTOB OTBET BCE IMPABUIIHHBIC
BapuaHThl. TecToBbIE 3aJaHUsl Ha YCTAaHOBJIEHHUS COOTBETCTBHUS MOJPA3yMEBAIOT
HEOOXOJMMOCTh TPOSIBIICHUST HE TOJIBKO 3HAHHUS Yy4yeOHOro marepuaia, HO H
yMEHHsI TPUMEHSATh TNpaBuia ¢GopManbHONW JIOTMKH. TecToBble 3aJaHUS Ha
YHOPSIOYECHHE HAINPABIEHbI HA YCTAHOBJIEHHUE JIOTMYECKOW IMOCIEA0BATEIBHOCTH
paccMaTpUBAEMBbIX SIBJICHHUI (BPEMEHHM CYIIECTBOBAHMS SIBJICHUMN, PACIOJIOXKEHUS
CTPYKTYPHBIX 3JIEMEHTOB ITPABOBBIX JOKYMEHTOB U T.II.).

D@ hekTuBHBIM CHOCOOOM JUIsi TOATOTOBKM K TECTHUPOBAHUIO SIBIISETCS
pabota oOyyarouierocs mo penieHuto0 TECTOBBIX 3aJaHUM, MPEJOCTABICHHBIX IS
CaMOCTOATENbHON paldoThl. Takke Npu MOATOTOBKE K TakoW (opme KOHTPOJs
3HAaHMM, KaK PEIIeHUE TECTOBBIX 3a/laHUM, CIEAYET CaMOCTOATEIbHO MOMBITATHCS
npopadoTaTh paccMaTpUBAaEMbIE€ B JUCLUIUIMHE BOMNPOCHI B ()OPME COCTABIICHUSA
TECTOBBIX 3aJIAHUN.

IIpy moaroroBke K 3K3aMEHYCIEAyeT MUMETh B BUIY, YTO OH SIBJISIETCS
UTOTOBOM (OPMOM KOHTPOJISI 1O HM3YYEHUIO JaHHOW Yy4YCOHOM JMCITUILIMHBIL.
DK3aMEH I0/Ipa3yMEBAaeT MAKCUMAJIbHYK) KOHLEHTPALMI 3HAaHWUW W YMEHMWI,
MPEANOJIATAOIINX ITOJTHOE U3YYEHHUE MaTeEpHaIa TUCIIUIUINHBI.

DK3aMeH TMpOBOAUTCS B (opMe YCTHOrO coOeceloBaHUsl, BBINOIHEHUS
NUCBMEHHOTO 3ajaHus. PemieHne mnpenojaBarenass 00 HUTOTOBOM — OLIEHKE
IPUHUMAETCS MO pPE3yJIbTaTaM yCTHOIO OTBETAa M BBIITOJHEHHOI'O MUCBMEHHOIO
3aJlaHUs B 3aBUCUMOCTH OT IIKAJIbI OLIEHKH.

B kaudecTBe HWCTOYHHMKA JIONOJHUTEIBHBIX MAaTEPHUAIOB PEKOMEHIYETCS
MOJIb30BaThCS HMH(pOpPMAIIMEH OTKPBITOrO JOCTyna cetu Internet (maHHBIMU
WH(OPMAITMOHHO-TIPABOBBIX U 00pPa30BaTEIbHBIX MOPTAIOB, OQUIIMATEHBIX CANTOB
MHUHHUCTEPCTB, BEJIOMCTB, OTJEIbHBIX OpPraHU3alUi, JAHHBIMU TOCYJApPCTBEHHOM
CTaTUCTUKHU, pPe3yJbTaTaMU HKCIEPTHO-aHAIMTUYECKUX 0030poB). Kpome Toro,
MO>KHO BOCIOJIb30BAaThCSI BO3MOXHOCTSIMU CIIPABOYHO-ITPABOBBIX CHCTEM, Oa3bl
KOTOPBIX COAEPKAT HE TOJIBKO TEKCT HOPMATUBHBIX aKTOB, HO U HAYYHBIE CTAaTbU
no pasnuuHbiM  BompocaMm  (Hampumep, CIIC  «Koncynerant  Ilmrocy).
PekoMeH1yeTcst Tak:Ke UCIOJIb30BaTh AJIEKTPOHHO-OMOIMOTEYHbIE CUCTEMBI.
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10. Oco0eHHOCTH OCBOCHHUSA TUCIHHUIIINHBI AJ HHBAJIWIOB M JIUII C
OrPAHMYEHHBIMHU BO3MOKHOCTAMM 3/10POBbSA

OO0yuenue 00yJaronmxcsi ¢ OrpaHUuYEHHBIMU BO3MOKHOCTSIMH 37I0POBBS IIPU
HEOOXOJMMOCTH  OCYIIECTBJISIETCS HAa OCHOBE aJalTUPOBaHHOW  pabodeit
IporpaMmMbl  C  HKCIOJb30BAaHUEM  CHEIUAIBHBIX METOJAOB  OOy4YeHUsT W
JUJAKTUYECKUX  MaTEepUajoB, COCTaBJICHHBIX C  y4ETOM  OCOOCHHOCTEH
NCUXO(PU3NYECKOTO PA3BUTUSA, WHAUBUIYATBHBIX BO3MOXKHOCTEH U COCTOSHHUS
3I0POBBS TAKUX OOydJaromuxcs (00ydaromnierocs).

B X OCBOEHUS y4ueOHOM IPOTPAMMBI JUCITUTUTHHBI
«/lokymenmayuonnoe obecneuenue ynpasieHusy WHBATUAAMH W JIMLUAMUA C
OTPaHUYECHHBIMUA BO3MOXKHOCTSIMU 3/I0pPOBbsi THCTUTYT 0OecrieurnBaeTt:

— JUISi UHBAJIUAOB W JIMIl C OTPAHMYCHHBIMH BO3MOXXHOCTSIMU
3I0pPOBbsSI IO 3PEHUIO: pa3MEIleHHe B JOCTYMHBIX Ui OOydarouuxcs,
SIBJISIFOIUXCS CIIENBIMU WM CIAa00BUASIIIMMU, MECTaX U B aJaTUPOBAHHOMN
dbopme crnpaBouyHOW HWHOOPMAIMK O PACIUCAHUU YYEOHBIX 3aHSITHMH;
MPUCYTCTBUE ACCUCTEHTA, OKAa3bIBAIOIIEI0 00yYaroleMycsi HEOOXOAUMYIO
MOMOIIIb; BBIMYCK aJbTEPHATUBHBIX (HOPMATOB METOAUYECKUX MaTEpUATIOB
(xpynHbIF WpUPT UM ay 1o anel);

— JUIST MHBAJUJOB M JIMI[ C OTPAaHUYECHHBIMU BO3MOKHOCTSIMU
3I0pOBbS MO  CIyXy:  HaJUIeKallMMU  3BYKOBBIMHU  CpEJICTBAaMU
BOCIIPOU3BeAeHUE NHPOPMALIHH;

— JUISi UHBAJIUAOB W JIMIl C OTPAHUYCHHBIMH BO3MOXXHOCTSIMU
3I0POBbSI, HMEIOIIUX HAPYyIICHUS OMOPHO-IBUIaTEIbHOTO  ammapara:
BO3MOYKHOCTbh OECHPEMSITCTBEHHOrO J0CTyla OOYyYaroluxcsi B Yy4yeOHbIE
MOMEIIEHUsI, TyaJeTHbIE KOMHAThl W Jpyrue TOMEIIEHUs, a TaKkKe
npeObIBaHWEe B YKa3aHHBIX MoMmenieHusx. OOyuaromuecs W3 4YHCIa
uHBan10B U Jiuil ¢ OB3 o0ecrieueHsbl MevyaTHbIMUA U (WJTU) DJIEKTPOHHBIMU
oOpa3zoBaTtenbHBIMH  pecypcamMu B (opmax, aJanTUPOBAHHBIX K
OrpaHUYeHMsIM  HX  370poBbA.  OOpa3oBaHMe  OOydHaroOIUXCS  C
OTPAaHUYCHHBIMA BO3MOXKHOCTSIMH 3JI0POBBSI MOXET OBITh OPraHU30BaHO
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KaK COBMCCTHO C APYIHMH O6y‘-IaIOH_[I/IMI/ICSI, TaK U B OTACJIIbHBIX TI'PYIIIIax
HJIN B OTACJIbHBIX OpraHu3alusx.

11. IlepeyeHp MH(POPMALHOHHBIX TEXHOJOIMM, MPOodeccHOHATBHBIX 023

AAHHBbIX, UCITI0JIB3YEMbIX IIPH OCYIIECCTBJICHUU oﬁpazoBaTeanoro nmpomecca

10 AMCHHUIIAHE (MOAYJII0), BKJIIOYAas NepedyeHb MPOrPAMMHOI0 00ecneveHust
U MH(POPMAIMOHHBIX CMIPABOYHBIX CHCTEM

[IporpammHuoe obecnieueHue:
1. Omnepanuonnas cucrema (MicrosoftWindows/Iponpuemapnas);
2. Ilaker oducusix nporpamm (MicrosoftOfficel/lponpuemapnas);

3. Web-0pay3zep (Mozilla Firefox GNU Lesser General Public License);

NudopmarmoHHbie CripaBOYHBIE CUCTEMBI:

1) ABromaTu3zupoBaHHas  MHGOPMAIIMOHHAS
cucrema

Marc21SQL;

2) CupaBouHo-npaBoBas cucrema «Koncynbrantllirocy

ouoIMoTeYHAas
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12. MaTepuaibHO-TeXHHYECKasA 0a3a, He0OX0oauMast ISl OCYIIeCTBJIEHUSA
00pa30BaTeJbHOI0 MPOLECCA MO JUCHUILINHE (MOTYJIIO)

Cnenuanu3npoBaHHbIe AyAUTOPUH:

YdeOHass ayauTOpUs JUIS  TMPOBEACHUS 3aHATHH CEMHHAPCKOTO THITA, KypPCOBOTO
MPOSKTUPOBAaHMS (BBIMOJIHEHUS KYpPCOBBIX padOT), TPYNIOBBIX M HWHIAWBHIYaIbHBIX
KOHCYJIbTAI[Mi, TEKYIIEro KOHTPOJS M TNPOMEKYTOYHOW aTTecTalud / KOMITbFOTCPHBIH
KJIacc / TIOMEIIEHUE I CAaMOCTOSTEIbHOM padoThI ™

TexHuyeckue cpeacTBa 00yUeHHUs:

KOMIIBIOTEpP C MPOTrpaMMHBIM oOOecreueHreM, Yyka3aHHbIM B 1.l11, moctymoMm K cetu
«MHTEepHET» M O0ECTIeUeHUEM JIOCTYIIA B DJIEKTPOHHYIO WH()OPMAIMOHHO-00pa30BaTEIbHYIO
cpeny

CrnenuajJn3upoBaHHbIe ayIUTOPHH:

VYyeOHast ayuTopus Ui MPOBEIEHUS 3aHATUHN JIEKIIMOHHOTO THUIA, 3aHATUH CEMUHApPCKOIr0
TUMA, KypCOBOTO TMPOEKTUPOBAaHUS (BBIMOJIHEHHUS KYpCOBBIX pPalOT), TPYyMNIOBBIX H
WHAUBUAYAIbHBIX KOHCYJBTAIUI, TEKYIIETO KOHTPOJIS U MPOMEKYTOYHON aTTecTaluu™®

TexHuyeckue cpeacTBa 00yUeHHUs:

MYJbTUMEIUNHBIA KOMIUIEKC

KOMIIBIOTCP C IMIPOTrpaMMHBIM O66CH€‘{CHI/ICM, YKa3aHHbIM B m11
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