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1. IlosicHUTEABLHAA 3aANIUCKA

HuctumnHa  «/[okymenmayuonHoe obecneuenue YNpasieHus» 3aHUMAeT
BAXHOEC MECTO IIpH IIOJATOTOBKE OakanaBpoB 10 HampapieHuto 38.03.02.
«MeHeKMeHT». YrpaBieHUe MNpeanpustieM (OpraHu3anueii), OKas3bIBAIOIIUM
yCIIyTH, HEU30€KHO TpeOyeT co3aHusi MHOTUX BUJIOB JOKYMEHTOB, 0€3 KOTOPBIX
HEBO3MOXHBI PEIICHUE OCHOBHBIX NPOU3BOJACTBEHHBIX 3aj]lay, IUIAHUPOBAHUE
NeATeTbHOCTH, (UHAHCHUpPOBAHWE, OyXTanTEepCKUW y4e€T ©  OTYETHOCTb,
OTIEpAaTUBHOE YIPaBJICHHE, KaapoBoe oOOecredeHne MACATSIBbHOCTH H  T.II.
JIOKyMEHTBI SIBJIIIOTCS OCHOBHBIM J1I0Ka3aTE€JIbCTBOM COBEPILIEHUSI TOTO WJIM UHOTO
dakTa MPOU3BOJCTBEHHO-X035IMCTBEHHOU JEeSATETbHOCTH NPEaNPUSATHUS.
Opranuzanusi T0KyMEHTAIlMOHHOTO OOeCIeUeHUsl YMpaBjieHUsi B cepe cepBuca
MMEET HEKOTOpble OCOOEHHOCTH, CBSI3aHHBIE C KOHKPETHBIMHU MpOLeaypaMu
peanu3anuu TpeOOBaHUI U HOPM, OIIPEIEIIEHHBIX 3aKOHOIATEIHLCTBOM.

Ilenbro  OCBOCHUS JAUCHUIUIMHBI  «/JOKyMeHmayuoHHoe obecnedeHue
ynpaenenus»  SIBIAETCS M3yYEHUE CHUCTEM JIOKYMEHTAaluW, OpraHu3aluu
JOKYMEHTUPOBaHUS U JIETIOTPOU3BOJICTBA, COCTaBJISIFOIIUX OCHOBY
UH(OPMAITMOHHBIX MPOIECCOB B OpraHU3aIlIH.

3ajgaun TUCHUIUINHBL:

- O3HAKOMJICHUE CTYJICHTOB C 3aKOHO/IATEILHON U HOPMAaTUBHOM 0a30ii,
METOJUYECKUMU pa3pabOTKaMu U OCHOBHOM HAy4YHOM JIUTEPATYPOM MO KypCy;

—U3Yy4YEHHUE TMPAKTUKU OpraHu3alu JOKYMEHTAIIMOHHOTO OO0eCIeueHUs
yIpaBJICHUS HA TPEANPUSITUSX.

2. IlepeyeHb IUIAHMPYEMBbIX Pe3yJIbTATOB O0yUEeHHUS MO AUCIHHUILINHE,
COOTHECEHHBIX € INIAHUPYEMBbIMH Pe3y/JIbTATAMHU OCBOCHUSA 00pa30BaTeJIbHOM
NporpamMmbl

Hucrunnnaa «/[okymenmayuonnoe obecneyerue ynpasieHusy y4acTByeT B
(GhopMUPOBAHUHU CIIEYIONIECH KOMIIETEHIINH:

KoMmnerenuuun NuaukaTopsl Jleckpunropsl
YK-4. Cnocoben YK-4.1-2. Benet| 3naHusi: OCHOBHBIX CBOWCTB JOKYMEHTOB
OCYIIECTBIISAThH NIeNIOBYIO MepenucKky Ha| U ux (QyHKUMH B cHCTeMEe JelOBOTro
JIEJIOBYIO rOCy1apCTBEHHOM B3aMMOJENCTBUSA
KOMMYHUKAIUIO B S3BIKE P® Y| YMEeHHsI: WCIIOJIb30BATh COBPEMEHHBIE
YCTHOW M MMCbMEHHON [MHOCTPAHHOM(-BIX) TEXHOJIOTHH, IIPUMEHSEMBbIE pu
dbopmax Ha SI3BIKAX. OpraHHu3alMyl JIeJIOBOM MEpenucKu Ha
roCy/1apCTBEHHOM rocyJ1apCTBEHHOM A3BIKE P® "
a3pike Pocculickoit UHOCTPaHHOM(-bIX) sI3bIKE (-aX).
®denepanyu u Hapbixn: oopmieHus, IIPOBEPKHU
MHOCTPaHHOM (BIX) MPaBWJIBHOCTH COCTaBJICHUSI JIOKYMEHTOB
A3bIKE (aX). IIPY OCYIIECTBJIEHUU JEJI0BON NEPENHUCKU
YK-4.U-5. Ilpumenser| 3nanus: OCHOBHBIX COBPEMEHHBIX
udpoBbie cpenctBal mUQPOBBIX WHCTPYMEHTOB
B3aUMOJCICTBUS | B3aMMOJEUCTBHUS C IEPCOHAIIOM




PYTUMU  JIIOIBMU US| YMEHMSI: COCTaBJISATh HH(GOPMALMOHHO-
ITOCTHKEHUS CIIPaBOYHbBIC JIOKYMEHTHI C NMPUMEHEHUEM
[TOCTABJICHHBIX 1IeJIel. | HU(POBBIX TEXHOJOTUN AJI OpraHU3alUuU
B3aMMOJIEHCTBUS C paOOTHUKAMU
HaBbiku: OpraHu3aluu JIBUKEHUS
JIOKYMEHTOB BHYTPH bupmbl c
pUMEeHEeHHEM U(POBBIX TEXHOJIOTHI
IIK-2. Cnocoben IK-2.U-2. Cioco6en | 3HaHus: BHJIOB YIPaBICHYECKUX
OCYIIECTBIISITH JIEJIOBOE [OCYILIECTBIATH JIEJOBYIO | TOKYMEHTOB, HEO0OXOAMMBIX JUTSt
oOuieHue U myOJINYHbIe [[IEPEMHCKY, B T.U. C ONMUCAHUs PaA3JIMYHBIX YIPABICHYECKUX
BBICTYIUJIEHUS, BECTU MOCTaBIIMKAMHU, IECUCTBUI.
[IEPErOBOPBIL, [apTHEpamH, Ymenus: COCTAaBJISITh JIEJIOBbIE
COBEIIaHUs, 3aKa3urKaMu, JIOKYMEHTBI.
OCYLIECTBIISTh QHAIM3UPOBATh U HaBbIkH:  1poBeNEeHHS  SKCIEPTU3BI
JIETIOBYIO MEPENUCKY U [IpOBEPSATh JOKYMEHTHI | IIEHHOCTH JIOKYMEHTOB.
MO//IEPKUBATH Ha COOTBETCTBUE
U poBbIe [paBuIaM
KOMMYHHKaIMX Ha IK-2.1-3. Cnocoben 3Hanusa: HOPMAaTUBHO-TIPABOBBIX
YPOBHC OTIBITHOT'O OCYLIECTBIATh JIOKYMEHTOB, PETIIAMEHTUPYIOILINX
IIOJIb30BATCJIA. KOMMYHHUKaILUN OpraHu3aIo 3JIEKTPOHHOI'O
[MOCPEICTBOM JIOKYMEHTOO000pOTa
KOpPIIOPATUBHBIX YMeHusi: apXuUBHpPOBaTh 3JIEKTPOHHBIE
MH()OPMAITMOHHBIX JIOKYMEHTBI
CUCTEM, B T.4U. C HaBbIKHM:  pacChbUIKM  3JIEKTPOHHBIX
[MOMOIIBIO TU(POBBIX | JIETIOBBIX MTHUCEM
TEXHOJIOTHI1 Ha YPOBHE
OTIBITHOTO
[10J1b30BATENS
IIK-7. Cnocoben IK-7.A-4. Vcnons3yet| 3nanus: OcHOBBI KOPIOPAaTUBHOTO
aHAIN3UPOBATh TEXHUKH (PUHAHCOBOTO| TOKYMEHTOO0OpOTa; MOPSAIOK pa3paboTKu
B3aUMOCBSI3M MEXIY  [M YIIPABJIEHYECKOTrO| JOTOBOPOB,  COTJIAIIEHHUH, KOHTPAaKTOB,;
(GYHKIIMOHATBHBIMHU ydeTa W aHajgu3a JUIs| CTPYKTYPHI JOTOBOPHOM JOKYMEHTAIIMH
00nacTsIMU TOTUCTUKU  [popMupoBaHUS YMeHHsI: COCTaBIATH peecTp Hambolee
KOMITAaHHH C LEIBIO ITOTUCTUYECKON 4acTO 3a7aBa€MbIX KIMEHTAMU BOMPOCOB,;
MOATOTOBKU OTYETHOCTH KOMIIAHUH,| TPO(HEeCCHOHATBEHO paboTathb c
panroHaIbHBIX [IPUMEHSAET MPOLEAYPHI| MPETEH3UNOHHON JTOKYMEHTALUEH
OTIEPAIIMOHHBIX 131 METO/Ibl| aHAIM3UPOBATh nH(popmaIuio "
JIOTUCTUYECKHUX KOHTPOJLJTUHTA dbopMupoBaTh OTYETHI; oopmIATh
peleHui. ITOrMCTUYECKOM JIOKYMEHTBl ~Ha  HECOOTBETCTBYIOIIYIO
NeSATEIbHOCTH B ILEMSX| YCIYry
[10CTaBOK. HaBbiku: pa3paboTku HMHCTPYKIUI 1O
MPEeA0TBPALIEHUIO MPETEH3UI;
JIOTOBOPHOM pabOTHI C MOAPSAIUKAMU

3. MecTo AUCHUILIMHBI B CTPYKTYpe 00pa30oBaTe/IbHOM POIrPaMMbI

«/loxymenmayuonnoe obecneuenue ynpasieHus» SBISCTCI TUCIUILTAHOMN 110
BBIOOPY YacTh, (HOPMHUPYEMOH ydacTHHKaMH 0Opa30BaTeIbHBIX OTHOIICHUW JIJIst
MOATOTOBKH CTyAeHTOB 1o HanpasiaeHuto 38.03.02 - Menedocmenm.



E IpenmecrByommue JTMCHUILINABI (MOXY/H), Hocaenyromue
o E | AMCHMILTHHBI (monyJn), 6 AMCUMILNIMHBI (MOLYJIN),
= NMPAKTUKHU Y4eOHOr0 IJIaHa,
S o NPAKTHKH Y4eOHOr0 NMPAKTUKHU Y4eOHOT0
=5 B KOTOPBIX KOMIIETEHIMA
== IUIAHA, B KOTOPBIX OCBANBAETCH NAPALICALHD ILUIAHA, B KOTOPBIX
= ocBaMBaeTcst .. . 0CBaMBaeTcst
= KOMIIeTeH s ¢ H3YHACMOM A cItTInHon KOMIIeTeHIUs
YK-4 HNHocTpaHHbIi S3bIK VYnpaienue yenopedeckumu | Jlucruriannaa uzydaercs
pecypcamu Ha MOCJIETHEM dTare
VYyeOHas npakTuka dhopmMupoBaHHS
(03HAaKOMUTEIBHAS TPAKTHUKA) KOMITETCHIIH
I1K-2 | JlenoBbie KOMMYHUKAIIMH NHocTpaHHBIH S3bIK B NHoCTpaHHBI SI3bIK B
npodeccuoHaTBLHON npodeccuoHaTbHON
nearelbHOCTH/ JIeATEIILHOCTH/
enosou unocmpanmwlil a3vik | /leno6oti unocmpanHulil
AZbIK
[IpousBoacTBEHHAA
MPaKTHKA
(TexHOMOTHYECKas
(poekTHo-
TEXHOJIOTHYECKas)
MIpaKTHKA)
[IpousBoacTBEHHAA
MPaKTHKA
(mpenauniaoMHast
MPAKTHKA)
IK-7 Jucuunimza n3ydaercs Hpyrue nucuuIivHbl [IpousBoacTeeHHas
Ha [IEpBOM 3Tarie (MOZynH), IpaKTUKU IIpaKTHKa
dbopMupoBaHus y4eOHOro IJIaHa He (TexHOJOTrMYECKas
KOMITETCHIINH OCBaMBAIOTCS MAPAIIIEIBHO C (mpoekTHo-
M3y4yaeMoil JUCIUIUIMHON TEXHOJIOTUYECKasl )
IPAKTHKA)
Opranuzanus
KOHKYPCHBIX MPOIIEAYP
0 BBIOOPY MOJIPSITYUKOB
YnpasneHnue uensimMu
MOCTABOK
[IpousBoacTBEHHAA
MPaKTHKA
(mpeaaunIOMHas
MIPAKTHKA)

4. O0beM IMCHUILIAHBI (MOAYJISI) B 3a4€THBIX eIMHUIIAX C YKA3aAHUEM

KOJIMYECTBA aKAJeMH4YeCKUX WJIH ACTPOHOMHYECKNX YACOB, BbI/IeJIEHHbIX Ha
KOHTAKTHYI0 padoTy 00y4arouxcs ¢ npenojaanaresiemM (Mo BUAaAM y4eOHbIX
3aHATHI) 1 HA CAMOCTOATEJIbHYIO pa0doTy 00y4YarOIIMXCs

O6mmas TPYI0EMKOCTb OCBOEHUS yaeOHOI JTUCHUTUIAHBI
«/lokymenmayuornnoe obecneuenue ynpasierussy COCTABISAET 3 3aYCTHBIX €IMHMUII
i 108 akageMu4ecKux 4acos.



Ne cemectpa Bcero,
Cemectp
4 aK.4acoB

OO6m1ast Tpy10€MKOCTh (BCETOaK. 4acoB / 3.€1) 108/3 108
Jlexuun 16 16

KonraktHas paboTa
[TpakTrueckue 3aHATHS 32 32
CamocrosiTenpHas padbora 33 33

Bun npomexyroqnon

arresTa Dk3amen 2,3/24,7 27

(koHT.pab. / camocT.

paob.)

5. Conepxxanue JMCUMILIMHBI (MOAYJIs1), CTPYKTYPUPOBAHHOE M0 TEMaM
(pa3nesiaM) ¢ yKa3aHueM OTBEJCHHOI'0 HA HUX KOJIMYECTBA aKaJleMHYeCKHX
WIN ACTPOHOMHUYECKHMX YaCOB U BU/IOB YUeOHBIX 3aHATHI

TpynoemMkocTb
KonrakTtHas
paborta
<
= | 5
HanmMeHnoBaHue = &
]
Ne | paznena gucuunaIuHel g - = 2, Copnepxanue
= )
(Tema) 2 =t > 5
(> o S
B E| 2
> 3]
<
o
=
4 cemecTp
[lonste o noxymenre. CBoiicTBa,
OpU3HAKHU, (QYHKIUM JOKYMEHTA.
Metonel U crnocoObl JTOKYMEHTH-
pPOBaHHA. HopmarusHo-
OCHOBBI JTOKYMEHTAJTb- MeToanYecKas Oaza
1 | Horo obecrieyeHus 21 4 8 g | /OKYMEHTalMOHHOTO obec-nieueHust
" | opranuzanuu mponecca yIpaBICHUS NeSITeNIbHOCTHIO
cepBHca opranuzaiu  chepbl  cepBHca.
Buner yIpaBICHUYECKUX
JIOKYMEHTOB, HEO00-XOIUMBIX IS
ONMCAHUS pa3IMYHbIX
YIPABJICHYECKUX JECHCTBUM.
Cucremsl CocraB, CTpyKTypa U coJep>KaHUE
JIOKyMEHTAllUH, JOKYMEHTaIu, obOecreunBaromen
oOpa3yromuecs B OpraHM3alfio Tpollecca CepBuUca.
2. | mpouec-ce ympasienus | 20 4 8 8 [ CocraB OpraHu3alMOHHO-
JIEATENIb-HOCTBIO MPaBOBOA, pacropsiAuTeIbHOM,

opranuzaiii  chepsl

CepBHCa..

MH(POPMAIIMOHHO-CIIPABOYHOM,
TUIAHOBO-OTYETHON JTOKYMEHTAIlUH,




npaBmwiia €€  COCTaBJIEHHS U
oopmienus;
OO0miast xapakTepUCTHKA KaJApPOBOTO
cocraBa IpeanpUsITHS.
Opranuzanus JOKyMEHTAIlHOHHOTO
obecrnieueHus JESTEIbHOCTH
KaJpOBOW CIIy>KOBI TMPEANPHUATHS
JlokyMeHTaIlMoHHOE chepnl cepBuca. Opra-Hu3anus
obec-mieueHne 20 4 8 8 paboTel € KaApoBOM  JOKY-
yIpaBiIeHUS nep- MeHTanuei. OCOOEHHOCTH HCIOJIb-
COHAJIOM. 30BaHus cetw  WHTepHeTr s
pelieHus 3a1a4 KaJIpOBOTO
nenornpousBoactea.  Odopmienue
JENIOBBIX THCEM, JAOKIAJHBIX U
CITy’)KeOHBIX 3aIllMCOK, OTBETOB Ha
YKaJ00bI MOTPEOUTEIICH.
Opranuzanus paboThI c
Oprannzaius JIOKYMEHTaMU. Pecypcsl, cpenctsa u
JIOKyMEHTO000pOTa. npaBuna  JOKYMEHToo0opoTa B
Pecypebl,  cpenctsa cepsuce. VX BBIOOp B 3aBHCUMOCTH OT
TpaBuiia ocobeHHoCTEH JEATENBHOCTH
JIOKyMEHT0000pOTa B Tpe/IIpHATHS.
ceppuce. Mx BRGOp B | ¢ 4 8 8 | Cucremarmsanms nmoxymeHTanuu B
3aBACHMOCTH. oT nporecce CEpBHUCHOMN
0COOEHHOCTEH
ESTETBHOCTH JesATeabHOCTH. POpMHpOBaHUE H
e — opopmienue nen.  DkcmepTH3a
EHHOCTH JJOKYMEHTOB,
HOJrOTOBKA JTIOKYMEHTOB K
XpaHEHHIO.
DK3aMeH 27 2,3 24,7
Utoro 108 | 16 | 34,3 | 57,7

6. IlepeyeHb yueOHO-METOAMYECKOT0 00ecriedeHUs IJIs1 CAMOCTOSTEIbHOM
padoThl 00yYaKOIIMXCSH MO JUCUUILIMHE (MOTYJIIO)

Ne Bunasl camocTosTeNnbHOM paboThI TpynoemMKocCTs, ®opma KOHTpOIS™*
aK.4achbl
1. [TpopaboTka TeOpeTUYECKOTO
. Koncynpranus
MaTepuaia 1o KOHCIEKTaM JIEKIIUH,
. npernoaaBarters,
PEKOMEHIOBAaHHOM JINTEpPAType, 11 CTHOE
JIOTIOJTHUTEIbHBIM UCTOYHUKAM Y
cobecejoBaHNE
uH(popMalun
2. [TonroroBka K NpakTU4ECKUM BricTynnenue ¢
3aHATUSAM: TOMCK HEOOXOAMMON JIOKJIaZIOM,
uHpopmanuu, 0opadboTka nH(poOpMaIHH, 11 pe3eHTalus,
HalMcaHue JOKJIaJia, MOAr0TOBKa K OTBETHI Ha
BBICTYIUICHUIO (IUCKYCCHUH ) JIACKYCCUOHHBIE
BOIPOCHI




3. [ToaroToBKa K TEKYIIEMYKOHTPOJIO 11 Tecthr
(TecTupoBaHue)

4. IToaroroBka K MpOMeEXyTOYHON VYcerHoE
aTTecTaluu cobecemoBanue,
(BOTIPOCHI K 3a4ETy, UTOTOBBIN TECT, 24,7 TECTUPOBAHUE,
HaIKMCaHUE KypCOBOU pabOThI) 3aIuTa KypcoBOM

paboThI

s caMoCTOSITeNNbHOM pabOThl MO JUCHUIUIMHE (MOAYJII0) oOydarommecs
UCTIOJNIB3YIOT CIIeAyIoIIee yueOHO-METOIuIecKoe o0ecreueHue:

1) 2) JlokyMeHTaIMOHHOE 00eCIIeUeHUE YIIPaBJICHUS TIEPCOHATIOM: YUeOHOe
nocoobue/bynar P. E. - M.:. HUI[ HNHOPA-M, 2015. - 234 c.
http://znanium.com/bookread2.php?book=488066

2) JIoKyMEHTaIlMOHHOE O0OeCIeYeHHE YIPaBJICHUS (ICIONPOU3BOACTBO) :
yue0. mocodue / T.A. beikoBa, T.B. Ky3uenona, JI.B. Cankuna. 2-e u3j., nepepad.
u gon. — M.. HNHOPA-M, 2017. — 304 c. Pexum pgocryna
https://znanium.com/read?id=28598

3) ®oHjA OICHOYHBIX W METOJAMYCCKHX MATepHAIOB IO JIUCIUIUIMHE
«/loxymenmoobopom u 0e1onpou3800cmeo»

7.(I)OHH OLHCHOYHDBIX U METOAUYECCKHUX MATCPHUAJIOB /IJI IPOBECACHUA
leOMC)KyTO‘-IHOfI arTreCcTanmuu oﬁyqamnmxcsl o JTUCIMIIIMHE

BOHpOCbI AJIFd MOATOTOBKH K HpOMC)KyTO‘-IHOﬁ aTrecranumn

1. O6ocHOBaHME HEOOXOAMMOCTH OOY4YEHHUS JOKYMEHTAIIMOHHOMY
00€CTICUeHUIO U €T0 aBTOMATU3AlIUH.
2. OCHOBHBIE MOHATHSA JOKYMEHTAIIMOHHOTO OOCCIICUCHUS YIPaBICHHUS

(1emonpou3BOICTBO, JOKYMEHTOOOOPOT, JOKYMEHT, PEKBU3UT, U JIp.).
Krnaccudukaropbl JOKyMEHTOB.
OcHOBHBIE (PYHKIIHH JJOKYMEHTA.
YHudukanusa u cTanaapTU3aIHs TOKyMEHTOB.
PernamenTarus 1e10Mporu3BOCTBA.
bnank. [Tousarue 6manka. TpeboBanus k 0ohoOpMIICHHIO OJIAHKOB.
bnank. Buapl 6;1ankoB. OcoO0eHHOCTH BX 0(OPMIICHUS.
bnank. BapuanTtel pacmonoxeHust peKBU3UTOB Ha OJIaHKaX.

10. PexBusurt. [lonsaTue pexkBu3nTa, MOPSAIOK UX OHOPMIICHHS.

11. TIlpaBuna odopmiieHHus JaT, HyMepaluu CTpaHUIl, OGOPMIICHUS
Ta0JIHI], MATEMAaTHYECKUX (DOPMYJT U COKPAIIICHHA.

12. TexHuueckue cpeacTBa, UCTIOJIb3yEeMbIE B JEIONMPOU3BOICTBE.

13. JoxymeHTOOOOpOT B opranuzanuu. lloHsTHE ITOKyMEHTOOOOpOTA.
®opmbl JokyMeHTOo000poTa. OCHOBHBIE TAlbl JOKYMEHTO000POTA.

14. JloxymeHToOOOpOoT B oOpraHuzanuu. Pabora ¢ HCXOASIIUMHU
JIOKyMEHTaMHU.

15. JlokymeHTOoOOOpOT B oOpraHuzanud. Pabota ¢  BXOASIIUMU
JIOKYMEHTaMHU.

©CONOUIEW


http://znanium.com/bookread2.php?book=488066
https://znanium.com/read?id=28598

16. JlokymeHTOOOOpOT B opraHuzamuu. [Iporecc KOHTPOS UCTIOTHEHUS
JIOKYMEHTOB.

17. ®opmMupoBaHHe U XpaHCHHE JIC]I.

18. IloaroToBka u mepenaya Jejl B apXUB.

19. OpraauzanuoHHbie JOKyMEeHThl. X (QyHKIMK U HazHayeHue. YCTaB
OpraHu3alluu.

20. OpraHuzaldoHHbIE JOKYMEHTBHl. WX (QYHKIMH U Ha3HAYCHUE.
[lIraTHOE pacnucaHue.

21. Opra#uzanioHHBIE JOKYMEHTH. WX (QYHKIIMM © Ha3HA4YCHUE.
JIOJKHOCTHAS! HHCTPYKIHUS.

22. PacnopsautenbHble TOKyMeHTHI. X ¢pyHkiuu u HazHayenue. [Ipukas
10 OCHOBHOM JESTEIbHOCTH.

23. PacnopsautenpHBIe JOKYMEHTHL. WX (QYHKIIMM W Ha3Ha4YCHUE.
Pacniopsixenue.

24. PacnopsautenbHble JOKYMEHTBHl. WX (QyHKIMM W Ha3HauYeHUE.
Ykazanue.

25. CnpaBouyHO-MHGOpPMAIIMOHHBIE  JOKYMEHTHl. WX  QyHKimum wu
Ha3zHadyeHue. CiykeOHOe TUCHMO.

26. CnpaBouHO-MH(GOpPMAIIMOHHBIE  JOKYMEHThl. WX  QyHkmuu wu
Ha3Ha4YeHUe. AKT.

27. CmpaBouHO-UH(OpPMALIMOHHBIE  JOKYMEHTHL. WX  GyHKIMM u
Ha3zHaueHue. [IpoTokol.

28. CnpaBouHO-MHGOPMAIIMOHHBIE  JOKYMEHTBL. WX  QyHKIMU U
HazHayeHue. OObACHUTENbHAS U JOKJIAIHAS 3aITUCKH.

29. CnpaBoyHO-WH(GOPMAIIMOHHBIE  JOKYMEHTHL. MX  QyHKIMu U
HazHadyeHue. Tenedonorpamma, dakc.

30. Ilpesentamus. Ee pynkius u HazHaueHne. OCHOBHBIEC SJIEMEHTHI.

@OHI OLEHOYHBIX W METOAMYECKUX MATEPUAIIOB JUIA IPOBEACHUSA
MPOMEKYTOUYHOM aTTecTalui OO0YYalolmUXCsl MO JUCHUIUIMHE Oo(OopMIISIeTCS
OTJICJILHBIM JIOKYMEHTOM, TPEJICTABIICH B MPUIOKEHUH 1.

8. [lepevyeHb OCHOBHOM, 10MOJTHUTEIbHON YUeOHOM JIUTEPATYPbI, PeCypPCoOB
HH(GOPMAIIMOHHO-TEJIEKOMMYHUKAIMOHHOM ceTH « AHTEepHE», HEOOXOAMMBIX
JJISI OCBOCHUSI JTUCUMUILJIMHBI (MOYJIs)

a) rocy1apCcTBEeHHbIE CTAHAAPTHI

1) TOCT P51141-98 «/lenonpou3BoacTBO U apXUBHOE Je10. TepMHUHBI U
OTIpEICTICHUS

2) TOCT P 6.30-2003 «YHupHUIHPOBAHHBIE CHCTEMBI JTOKYMEHTALIHH.
YHudunupoBaHHas ~ cHUCTeMa  OpPTraHM3allUOHHO -  PacHopsSAMTEIbHOU
nokyMeHTanuu. TpeGoBaHust K 0POPMIICHUIO JOKYMEHTOBY



3) TOCT P 7.0.97-2016 «Cucrema CcTaHmapTOB TO WHGOPMAIIHH,
OMOIMOTEYHOMY W H3JaTelbckoMy Jeiny. OpraHu3allMOHHO-PACIIOPSAUTCIIbHAS
nokymeHTaIus. TpeboBaHus K 0pOPMIICHHUIO JOKYMEHTOBY

0) OCHOBHAasI JIUTEepaTypa:

1) JlokyMeHTalMOHHOE OOCCIICUEeHHE YIIPABJICHUS IEPCOHAIOM: YueOHOe
nocoobue/bynmar P. E. - M.:. HUI[ HNHO®PA-M, 2015. - 234 c.
http://znanium.com/bookread2.php?book=488066

2) JloKyMeHTaIlMOHHOEe O0OeCIeYeHHEe YIPaBJICHUS (ISIONPOU3BOACTBO) :
yuae0. mocobue / T.A. beikosa, T.B. Ky3uenosa, JI.B. Cankuna. 2-e uz., nmepepaod.
u gon. — M.. HWHOPA-M, 2017. — 304 c. Pexum pgocryna
https://znanium.com/read?id=28598

3) OcHOBEI 1€TI0BO¥ (CITy»eOHO¥) MMCEMEHHOM pedr B cepe YIpaBICHUS :
yue0. nocobue / C.}10. Kabamos. M.: UHOPA-M, 2019 — 163 c. Pexum gocryna:
https://znanium.com/read?id=335870

0) ZOMOJIHMTEIbHAS JIUTEepaTypa:

1) UYepunoBa C. TI. JlokyMEHTalMOHHOE OOECIICYCHUE YIPaBJICHUS
[DnexTpoHHBIHN pecypc] : yueo. mocodue / HoBocub. roc. arpap. yH-T, DKOH. ¢ak.;
coct. C.I. UYepnoBa. — HoBocubupck: 3omoroii koioc, 2014. - 106 c.
http://znanium.com/bookread2.php?book=516760

2) JIoKyMEHTAI[MOHHOE O0OecIeucHUe YIpaBicHusA: YueOHoe mocooue/
I'maguii E.B. - M.: HI[ PUOP, HUIlT HNHDPA-M, 2016. - 249 c.
http://znanium.com/bookread2.php?book=304633

3) HenoBoe MMCHbMO: y4eOHO-CIIPABOYHOE MOCOOMe JjIsi OaKalaBpoB / aBT.-
coct. . H. Ky3nenos. 10-e uza., nepepad. - Mocksa : Jlamkos u K, 2020 - 161 c.
https://znanium.com/read?id=358429

3) JlokymeHnTtoBeneHue: YueOHoe mocobue / VYmakoa O.A. M.:HUII
NMH®PA-M, 2017 - 64 c. https://znanium.com/read?id=216012

B) pecypcnl cetn «AHTEepHET»:

1)  Bcé o gemonpowussoactse hitp://delo-ved.ru/

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

3) KazmpoBoe menonpouM3BOACTBO W TpymoBoe mpaso. http://hr-
portal.ru/rubric/kdp

4)  denepanbHblii TopTan «OkoHOMUKA. COIMOIOTHI. MEHEIHKMEHTY.
http://ecsocman.edu.ru

5)  DnaekrponHas oubaroreka HR-crienmanucros. http://www.hrm.ru/

9. MeToanueckne yKa3aHus JJisi 00y4aIOUXCSl M0 OCBOEHUIO JUCHMILIUHBI
(MoayJin)

CaMocTosTenbHas MOJATOTOBKA 00YYaIOIINXCsl MPOBOIUTCS ISl YTIyOIeHus
Y 3aKpEIUICHMs 3HaHWU, MOJYyYECHHBIX HA JICKUMUAX U APYTMX BUAAX 3aHATHH, I
BBIPA0OOTKH HABBIKOB CAMOCTOSITEJIBHOTO NMPUMEHEHUS HOBBIX, JOIMOJIHHUTEIBHBIX
3HAaHUU ¥ MOATOTOBKH K MPEACTOAUINM YU€OHBIM 3aHITHSIM, 3a4ETYy.
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BaxxHpiM  yCcOBHEM  YCHENMIHOTO W3YYECHHs] JUCIUIUIMHBI  SIBISIETCS
noceuenue jekuuil. Ilox nocemenneM noapasymeBaercss He (popMa MAaCCUBHOTO
IPUCYTCTBHS, @ aKTUBHAs paboTa MO M3y4eHHIO HOBOro Marepuaina. Iloaroroska k
JEKIMOHHBIM 3aHATUSAM BKIIOYACT B ce0s aHANIM3 MpeJiaraéMblX JUIsl U3yYEHUs
BOIPOCOB, M3yYE€HUE HOPMATUBHBIX HCTOYHMKOB M Y4YEOHOH U Hay4dHOMU
JUTEpaTypel IO paccMaTpUBAaEMbIM BoIpocaM JieKIMU. B mporecce nexuuu
oOyyaroluiics MOXET 3a/JaBaTh  YTOYHSIOLIME BOMNPOCHl, OCYLIECTBUTH
B3aMMOCBSA3b HOBOTO MaTepHalla C YK€ HU3YYCHHBIM, MOATOTOBUTH 0a3zy is
3¢ (HEKTUBHOTO HCIIONB30BAHMS TMOJYYCHHBIX 3HAHUM, OOJEr4yuTh MOATOTOBKY K
IPAKTHUECKOMY 3aHATHIO. D(P(GEKTUBHBIM CIIOCOOOM (PHUKCAIUU JIEKIIHOHHOTO
MaTepuasa SBISETCS KOHCIIEKTHPOBAHME, MPENCTaBIAIoNIee COOONH HE TOJBKO
¢uKcannio BaKHEHIIMX MOMEHTOB JIEKIIMH, HO M YKa3aHHUE MPUMEPOB IS
MOHMMAaHUS TOTO UM HHOTO TEOPETHUECKOr0 MaTepuaa.

[Ipy moAroTOBKE K MPAKTUYECKOMY 3aHSATUIO HEOOXOAMMO MCIIONb30BaTh
KOHCIIEKTUPOBAaHHBIE MaTepUalbl JEKIUH, Y4EOHYI0 U HAY4YHYIO JIUTEPATYpY.
[TonroroBka OTBETOB IO BBIHOCUMBIM Ha OOCYXJAEHHE BOIPOCAM MPAKTUYECKOTO
3aHATUS BKJIIOYAET B ceOsl HE TOJBKO IMPOYTEHHE MaTepHala, HO U €ro aHajlu3 U
KPUTHYECKYIO OLEHKy.. OOydaromeMmycsi cjlenyeT BBbISIBUTh MAaJOU3Y4YCHHBIC
aCIeKThl PaCCMAaTPUBAEMBIX BOIPOCOB, IMPOSBUTh MHUIMATHUBY IPU MOJATOTOBKE K
IPAKTHYECKOMY 3aHSTHIO.

[Ipy MOATOTOBKE K MPAKTUYECKUM 3aHATHUSIMH U 3a4eTy PEKOMEHAYETCS
CUCTEMATU3UPOBATh 3HAaHMS, H300paxkas MX B TaOJIMYHOM, rpaUyEcKOM WIH
CXEMaTUYHOM BHUJE. DTO MO3BOJUT YCTAHOBHUTH B3aMMOCBSI3b N3yUaeMbIX SIBIICHUH,
YIPOCTHT 3a7ady 3allOMHHAHWS MaTepuana, OOJEeTrduT MPOLECC MPAKTUYECKOTO
PUMEHEHHS TTOTyYEeHHBIX 3HAHUI.

3amayell  NpaKTUYECKUX  3aHATHA  SBISIETCS  BbIpaOOTKA  yMEHMS
UCIIOJIb30BaTh TEOPETUYECKUE 3HAHMS, TMPOSBUTH HAJIUYME MPAKTHUYECKUX
HaBbIkOB. [lpn  moAroroBke K = MPakTUUYECKOMY  3aHATUIO  CIEAyeT
3a0J1arOBpEMEHHOr0 00€CTIeYUTh HaJMuue HEOOXOAMMO IJsi JTAHHOTO 3aHSTHS
MaTepuaia, CaMOCTOSATENIbHO IOBTOPUTh PaHEE U3YUEHHbIE TEMBI.

JUis yCHEHNIHOrO OCBOEHUS JUCUUIUIMHBI Ba)KHBIM SIBJISIETCSI YMEHHE
paboTaTh ¢ TepMUHAMHM W HMX ompeneiaeHusMu. s paboTel ¢ TEpMHHOJIOTHEH
3¢ (EKTUBHBIM SIBISETCS MCHOJIb30BaHUE KaK yYeOHOM M HAy4dyHOU JIMTEpaTyphl,
TaK U IOPUANYECKUX U (HPUIOCOPCKUX CIIOBapEH.

Pabota ¢ TepMHHAMU MOMKET OCYIIECTBISTHCS Kak B (pOpME COCTaBICHHUS
COOCTBEHHBIX TEMATHUYECKHX CJIOBAPUKOB ISl yI00CTBA M CKOPOCTH TIOWCKA
HeoOxoaumoro TepMuHa. C  93TOHM IENbI0O HEOOXOIUMO KaXKIbId HOBBIM
BCTPEUAIOIIUIICS TEPMUH 3allMChIBAaTh U BO BPEMS TIOJTOTOBKH K CEMHUHAPCKUM H
NPAKTHUYECKUM 3aHSITHSIM YKa3bIBaTh COOTBETCTBYIOIEE OmpenaenieHue. B ciaydae
BO3HUKHOBEHHUSI CJIO)KHOCTH BbIOOpa OIpenesieHUs] W3 UMEloulerocss oobeMa B
pamMKax Hay4yHOTO 3HaHMs HEOOXOJUMO 3a/laBaTh BOIMPOCHI MPENOJAaBATENI0 B
pamKax JIEKIMOHHBIX U MPAKTUUYECKUX 3aHATUH.

WUuTtepakTuBHbIE  (QOPMBI  MPOBENEHUS  3aHATHUA 1O  AUCLUIUIAHE
«doxymenmayuonnoe obecneuenue ynpasieHusy BKIOYAIOT B ceOsl CleIyrolue
BUJIbI 3aHSITHIH.




- UHTEpPAKTUBHBIC JIEKIMH, TMPEIANOoJaraloT UCIOJIb30BaHUE METoAa
npoOiemMHoro usnoxkenus. [lpu Takom mojxojie JEKIUs CTAHOBUTCS MOXO0KeH Ha
JMAJor, MPernojJaBaHue UMUTUPYET UCCIEIOBATENbCKUN MpoliecCe (BbIABUTAIOTCS
MIEPBOHAYAJIbHO HECKOJIBKO KIIFOUEBBIX MOCTYJATOB MO TEME JIEKIUH, U3JI0KECHHE
BBICTPAMBACTCS MO MPUHIUIIY CaMOCTOSITEIBHOTO aHalu3a u  0000IIeHUs
CTYJIEHTaMHU Y4YeOHOro Marepuaya). JTa METOJMKAa IO3BOJSET 3aMHTEPECOBATh
CTYJIEHTa, BOBJIEUb €ro B mpoliecc o0ydeHus. [I[poTuBopeurs Hay4dHOTO MO3HAHUSA
PacCKpbIBAIOTCSI TOCPEICTBOM IIOCTAaHOBKM MpoOJeMbl. YdeOHasi mpobiema u
npoOJeMHasi CHUTyalusl SIBJISIOTCS OCHOBHBIMU CTPYKTYPHBIMH KOMIIOHCHTAMH
npobiemHoro obOyuenus. [lepen HadamoMm HM3ydeHUs OINPEACIICHHONW TEMBI Kypca
CTaBUTCSA TIEpEN CTyIACHTAMU TPOOJIEMHBIA BOMPOC WM JaeTCS MPOOJIEMHOE
3amanue. CTuMynupys paspelieHue MNpoOJieMbl, MpernojaBaTelb CHUMAET
MPOTUBOPEUMS MEXKY UMEIOIINMCS €€ IOHUMaHueM U TpeOyeMbIMU OT CTYACHTA
3HaHUSAMU. D(OPEKTUBHOCTH TAKOTO METOJA B TOM, YTO OTJEIbHBIE MPOOJIEMBI
MOTYT MOJHUMATBHCS CAMUMH CTYJEHTaMH. [ J1aBHBIA yCHeX TaHHOTO METOJA B
TOM, 4YTO TIpernojaBareib JIOOMBAETCA OT ayJUTOPUHU «CAMOCTOSTEIHLHOTO
pelieHus» TOoCTaBiIeHHOM mpoOsiembl. OpraHuzanus MpPoOJIEMHOTO O0y4YeHUs
MPEACTABIACTCS JOCTAaTOYHO CIIOKHOM, TpeOyeT 3HAYUTENbHOW TMOJTOTOBKH
nektopa. OHaKO Ha HAYAJIIBHOM 3Tar€ MCIOJIb30BAHUS ATOTO METOJA €ro MOKHO
BHEJIPSITh B CTPYKTYpPY TOTOBBIX, paHee pa3pabOTaHHBIX JIEKINH, MPaKTUYECKUX
3aHATHM KaK JIOMOJHEHHUE.

- TpYNNOBBbIE AUCKYCCHUM, MPUMEHSIOTCS JJisi OOECIEUEeHHUs] HaBBIKOB
KOMaHJAHOW pabOThl U MEXKIMYHOCTHOW KOMMYHHUKAIIMU U TMPEJCTaBIISIIOT COOOM
OIICHOYHOE CPEJCTBO, IMO3BOJISIIOIIEE BKJIIOUUTH OOYYalOIIUXCSA B TIPOIIECC
OOCYXJeHUSI TPEJCTAaBICHHON TEMbI, MNPOOJEMbI M OLEHUTh HUX YMEHHE
apryMEHTHPOBaTh COOCTBEHHYIO TOYKY 3peHus. Kpome Toro, B Xojie 3aHSITHI
MIPOBOJSITCS KPYIJIbIE CTOJIBI 110 3aIaHHBIM TEMATHUKaM.

- aHaIM3 CHUTyalud (KeHC-MEeToN) — TEeXHUKAa OOYyYEHHs, WCIOJb3YIoIIas
OMKCAaHHWE peaJbHBIX cuTyaruil. OOydaronuecs JOJKHBI TMPOAHAIU3UPOBATH
CUTYaIlMIO, pa3o0paThCsi B CyTH MPOOJIEM, MPEAJIOKUTh BO3MOXKHBIE PEIICHHS U
BBIOpaTh Jydiliee W3 HUX.B OCHOBE MeToma KOHKPETHBIX CUTyaIlud JICKHUT
OMMKMCAaHNE KOHKPETHOW MNpodecCHOHATHLHON AESITENIbHOCTH WM AMOIMOHAIBHO-
MTOBEJICHYECKUX ACIEKTOB B3aMMOJECUCTBUSA JroAcH. [Ipy M3ydyeHUM KOHKPETHOM
CUTyallid, M aHaJIu3e¢ KOHKPETHOTO MpUMEpa CTYACHT JOJDKEH BXXUTHCS B
KOHKPETHBIE  OOCTOSITEILCTBA, TIOHSITh CUTYallUlO, OIEHUTh OOCTAHOBKY,
OTPENIeNIUTh, €CTh JIU B HEH mpobiemMa u B 4eM ee cyTh. OnpeaesuTh CBOIO POJIb B
pelIeHun MpoOIeMbl U BBIPAOOTATh 11€71eCO00pa3HY IO JTUHUIO TTOBEICHUS.

- MpenojiaBaHue JUCHUIUIMHBI OCYIIECTBIsiETCS B (GoOpMe KypCOB,
COCTaBJICHHBIX Ha OCHOBE pPE3YyJbTAaTOB HAYYHBIX MCCJICIOBaHUMN, MPOBOJIUMBIX
OopraHu3anuei, B TOM YHCIE€ C YYETOM PETHOHAIBHBIX OCOOCHHOCTEH
npodeccuoHanTbHON JEATEeIIbHOCTH BBIITYCKHUKOB u nOoTpeOHOCTEH
paboToaTenex.

OueHoyHblE W METOJMYECKHME  MaTepuanbl [0  JUCIUIUIMHE
«/loxymenmayuonHnoe obecneuenue ynpasienus» npeactasieasl B DOMM.



[Ipy MOArOTOBKE K MPOMEXKYTOUHOMY WJIM HTOrOBOMY TECTUPOBAHUIO
HEOOXOJMMO M3YYHTh TEOPETHMUECKHM W MpPaKTUYECKUH MaTepuai. TecToBble
3a/laHus (C TIepeYHEeM BO3MOKHBIX BAPUAHTOB OTBETOB, CPEAM KOTOPBIX XOTS ObI
OJIMH OTBET SIBJISIETCSI HEBEPHBIM) OOECIEYUBAIOT CTPYKTYPHOCTb MBIIUICHHUS,
BBIHYKJIGHHOTO BBIOpaTh M3 MPEIOKEHHBIX BapHAHTOB OTBET BCE IMPaBUJIbHBIC
BapuaHThl. TecToBble 3aJaHUsl HAa YCTAHOBJICHUSI COOTBETCTBUS IOJIPAa3yMEBAIOT
HEOOXOJMMOCTh TPOSIBIICHUST HE TOJBKO 3HAHUS Y4eOHOro marepuaia, HO H
YMEHUSI TPUMEHATH TMpaBujia (OPMAIBHOW JIOTHKH. TEeCTOBBIC 3aJaHUs Ha
YIHOPSAJOYECHHE HAIPaBJIEHbl Ha YCTAHOBIIEHHWE JIOTMYECKOM MOCIEA0BATEIbHOCTH
paccMaTpUBaEMBbIX SIBJICHHM (BPEMEHU CYIIECTBOBAHUS SIBICHUM, PACIOIOKECHUS
CTPYKTYPHBIX 3JIEMEHTOB MPABOBBIX JOKYMEHTOB H T.IL.).

O hexTUBHBIM CcHOCOOOM ISl TOJATOTOBKM K TECTUPOBAHUIO SIBIISACTCS
paboTa 00y4aronerocsi Mo PEHIeHUI0 TECTOBBIX 3aJaHUM, MPEJOCTaBICHHBIX IS
CaMOCTOATENbHOM paldoThl. Takke MpU MOATOTOBKE K TakoW (opMe KOHTPOJIS
3HAHUM, KaK PEIICHUE TECTOBBIX 3aJaHUM, CIEIYET CAMOCTOATEIBHO MOMIBITATHCS
npopaboTaTh paccMaTpUBaeMble B JHUCIHUIUIMHE BOIPOCH! B (hOpME COCTaBIICHUS
TECTOBBIX 33/IaHUI1.

[Ipy moAroTOBKE K HSK3aMEHY CIIEyET MMETh B BHJAY, YTO OH SIBIIAETCS
UTOTOBOM (POPMOM KOHTPOJISI 110 U3YyUCHUIO JAHHON Y4eOHOW JAMCIMIUIUHBI. 3a4eT
MOAPAa3yMEBAET  MAKCUMAJIbHYK0  KOHUEHTpPAlMIO 3HAHUW W YMEHUH,
MPEANOJaralomX MOJHOE U3YYEHUE MaTepruala JUCIUIUINHBI.

DK3aMeH OpoBOJIUTCS B (OpME YCTHOrO COOECEOBAaHUS U BBIMOJHEHUS
MMCbMEHHOTIO 3a/IaHUsl, TUOO TecTa.

Pemenne mnpenopaBatenss 00 HMTOrOBOM OLIEHKE MPUHUMAETCA IO
pe3yJabTaraM YCTHOTO OTBETa M BBIMOJHEHHOTO IHMCHMEHHOTO (TECTOBOTIO)
3a/1aHusl, B 3aBUCUMOCTH OT ILIKaJIbl OI[EHKHU.

B cBsI3u ¢ pa3zBUTHEM HAYYHO-TEXHUYECKOIO MPOTPECCa B TAKOW CUTYyaIMU
HAJIJICKUT BOCIIOJB30BaThCA MaTepuaiaMy, HAXOASAUIUMHUCS B OTKPBITOM JIOCTYTE
cetu Internet. Taxke HEOOXOJMMO YYUTHIBATh, YTO IO COCTOSHUIO Ha
CErOJIHSIIIHUI JI€Hb MHOTHE CIIPAaBOYHBIE ITPABOBBIE CUCTEMBI COJIEPIKAT HE TOJIBKO
TEKCT HOPMATHBHBIX aKTOB, HO M Hay4HbIE€ CTAaThbU [0 Pa3IMYHBIM BOIPOCAM
(manpumep, CIIC «Kouncynbrant Ilnroc»). PekomenmyeTcss HCHOIB30BaTh
AIEKTPOHHO-OMOIMOTEYHBIC CHCTEMBL.

B cuny xpaTKOBpEeMEHHOCTH M3YyYE€HHUS U 3HAYUTEJIBHOrO oO0beMa JaHHOU
y4eOHOM MUCHMIUIMHBI Kadeapa HACTOSATEIbHO PEKOMEHIyeT CUCTeMaTH4eCKH, a
HE AMU30ANYECKU paboTaTh HAJl U3YUEHUEM Kypca.

10. OcoO6eHHOCTH 0CBOCHUSA TUCHMILIMHBI VISl JIMI C OTPAHUYCHHBIMU
BO3MOKHOCTSIMM 3/I0POBbSI
OGydeHue 0OydYarOMMXCS C OTPAaHUYEHHBIMU BO3MOXHOCTSIMHU 37I0POBbs
npu HEOOXOJIMMOCTH OCYIIECTBIISIETCS Ha OCHOBE aJalTHPOBAHHON pabodeit
IporpaMMbl  C  HUCIOJIb30BAaHUEM  CICIHUAIBHBIX ~ METOJIOB  OOy4YeHUS W
TUIAKTAYECKUX  MaTepHalioB, COCTaBICHHBIX C y4eTOM OCOOCHHOCTEH



MCUXO(U3HUECKOTO PA3BUTHS, WHANBUIAYATBHBIX BO3MOXHOCTEH W COCTOSHUS
3JI0POBBS TAKKUX 0OyJaromuxcs (00yJaromierocs).

B TEJSIX OCBOCHUS yaeOHOU IPOTPaMMBI TUCTIUTLTAHBI
«/lokymenmayuonnoe obecneuenue YnpaeieHus» WHBATUAAMH € JIUIAMHU C
OTrpaHUYEHHBIMU BO3MOXKHOCTSIMH 310pOBbs IHCTUTYT 0OecriednBacT:

— JUIST MTHBQJIUJOB U JIUI] C OTPAaHUYCHHBIMH BO3MOKHOCTSIMH 37IOPOBBSI IO
3pEHUI0: pa3MEIIeHNEe B JOCTYIHBIX JJIsi OOyYaAIOUTUXCS, SBISIONINXCS CICTIBIMU
Wik cIabOoBUISAIIMMU, MECTaX W B aJalTUPOBAHHOM (QopMe CIpaBOYHOM
uHQOpPMAIIMU O pACTIHCAHWHM YYEOHBIX 3aHATHH; TPUCYTCTBHE aACCHUCTEHTA,
OKa3bIBAIOIIETO oOyuaroremMycs HEOOXO0IUMYIO MTOMOIIIb; BBITTYCK
ATBTEPHATUBHBIX (POPMATOB METOAUYCCKUX MATepuajioB (KpymHBIA MpUPT wiam
aynnogansl);

— JUTSl MTHBAJUAOB | JIUIl C OTPAHWYCHHBIMU BO3MOYKHOCTSIMHU 3JI0POBBS T10
CIIyXY: HaJ[JIe)KaIllUMU 3BYKOBBIMU CPEJICTBAMH BOCIIPOU3BEICHNE HHPOPMAIIUK;

— JUI1 WHBAJIUIOB U JIUI[ C OIPAaHUYCHHBIMH BO3MOKHOCTSIMU 3]I0POBbS,
UMEIOIIUX  HApYLIEHUsS  OMOPHO-JABUTATENILHOIO  afapaTa: BO3MOXHOCTh
OecnpensaTCTBEHHOTO JOCTYIa 00yJaronuxcsi B yaeOHbIEe TTOMEIEHUS, TyaJleTHbIC
KOMHATHI U JPYrUe MOMEIICHHs], a TaK)Ke NMpeObIBAaHUE B YKa3aHHBIX MOMEIICHUSX.
OOyuaromuecs u3 uyuciaa MHBAIMIOB U Juil ¢ OB3 obecnieyeHbl mevyaTHBIMU U
(MJIK) DJIEKTPOHHBIMHU 00pa30BaTEIbLHBIMU pecypcamMu B GopMax, aanTHPOBAHHBIX
K OTpaHUYCHUSAM UX 370poBhs. OOpazoBaHue OOyUaAIOIIUXCS C OrPaHUYCHHBIMU
BO3MOYKHOCTSIMH 37I0POBBSI MOKET OBITH OPTAaHU30BAaHO KaK COBMECTHO C JAPYTHMH
OOYYarOIIIMMHUCS, TaK U B OTACIBHBIX TPYIITIAX WA B OTACIBHBIX OPTaHU3AIUIX

11. ITepevyenb MHGOPMALMOHHBIX TEXHOJIOTUH, NPO(eccHOHAIBLHBIX 0a3
JAHHBIX, HCIIOJIb3YEeMbIX IPU OCYILECTBJICHNH 00pa30BaTeJbHOIO Npouecca
10 AMCHUILIHHE (MOAYJII0), BKJIKYAs NepedyeHb NIPOrPaAaMMHOI0 o0ecneYeHus
1 MHGOPMAIIHOHHBIX CIIPABOYHBIX CHCTEM

1) Oneparnuonnas cuctema (Microsoft Windows iponpuemapnas);

2)  Ilaker oducubix nporpamm Microsoft Office (MS Word, MS Excel,
MS Power Point, MS Access, MS Publisher u ap.llponpuemapnas);

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

4)  IIporpamMMHOe0OeCTIEUEHUEIATPOCMOTPAIICKTPOHHBIXJOKYMEHTOBB
crangaptePDF (Foxit Reader GNU LesserGeneralPublicLicense);

5)  Web-0pay3ep (Mozilla Firefox GNU LesserGeneralPublicLicense);

6)  ABromaru3upoBaHHas HH(MOpMAIMOHHAs OWOJUOTEYHAs CHCTEMa
Marc21SQL,;

7)  CnpaBouHo-nipaBoBas cuctema «Koncynbrant [mrocy

12. MaTepuaibHo-TeXHHUYecKasi 0a3a, HeoOXoAMMast JIJIs OCYIIeCTBJIEHUS

00pa30BaTeJbHOI0 MPOLECCA MO TUCHUILINHE (MOTYJII0)
HaumenoBanue
Cnennajan3upoBaHHble Ay IUTOPUM:




YyeOHass ayauTopusi [is TNPOBEACHUS 3aHATUA CEMHHAPCKOrO THIA, KypCOBOTO
NPOCKTHPOBAHUS (BBIMOJIHEHUS] KYpPCOBBIX paboT), TPYNIOBBIX M HHIWBUAYAIbHBIX
KOHCYJIbTAIIMH, TEKYIIIEro KOHTPOJIS U MPOMEKYTOUHOM aTTecTaluy / KOMIIbIOTEPHBIN Ki1acc
/ IOMeEIIEHHUE JUIsI CAMOCTOATEIBHON paboThI™

Texunueckue cpeacrsa 00y4eHusi:

KOMIIBIOTEP C IPOTrPAMMHBIM 00ECIIEUEHUEM

Cnenmnajnu3npoBaHHble AYIUTOPUH:

VYueOHast ayIuTOpHst U MIPOBEACHUS 3aHSATHH JICKIIMOHHOTO THIIA, 3aHATUHA CEMHHAPCKOTO
TUIA, KypCOBOTO TMPOEKTUPOBAHUSA (BBIIOJHEHHS KYpCOBBIX paboT), TpYNIOBBIX U
VHAMBUAYAJIbHBIX KOHCYJIbTAIUI, TEKYIIEr0 KOHTPOJIS ¥ IPOMEKYTOUHOM aTTecTaluu™

TexHnueckue cpeacrsa 00y4eHusi:

MYJIbTUMEANNHBIA KOMIUIEKC

KOMITBIOTEP C MPOTPAMMHBIM O0ECTICUeHUEM, YKa3aHHBIM B 11.10







