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1. llosicHUTEAbLHAA 3aIIUCKA

Kypc «JlokymeHTanmoHHoe 00OecledeHHe YIPaBICHUSD» 3aHHUMAET Ba)KHOE
MECTO TIPH MOATOTOBKE OakanaBpoB 1o HarpasieHuto 43.03.02 - Typuzm.

PaGora ¢ pgokymMeHTamMu BBICTYNIAaeT OJHOM M3 Hauboyiee BaKHBIX
COCTaBJSIIOLIMX  JIEATEIbHOCTH MEHEI)KEPOB B  CEPBUCHOM  JIEATENBHOCTH.
®dopmupoBaHue y O0O0yYarOIIMXCS CHCTEMbl 3HAHMM U yMEHHHl paboThl C
JOKYMEHTaMH, HEOOXOOUMBIMU I  3(PPEKTUBHOIO YNpPaBICHUS CEPBUCHBIM
OpEeIIpUITHEM, CHOCOOCTBYET MOBBIIIEHUIO KadyecTBa IOJATOTOBKU OakallaBpoB
JAHHOT'O HAIPaBJICHUS.

[lenpto OCBOEHMSA JIUCHUUIUIMHBI  «JlOKyMEHTallMOHHOE oOOecreueHue
YIOPABICHUS»  SBIAETCA H3YYEHHE CHUCTEM JOKYMEHTAlMM, OpraHu3aluu
JOKYMEHTUPOBAHUS U JeJIONPON3BOCTBA, COCTaBJISIOLINX OCHOBY
MH(GOPMAIIMOHHBIX MTPOLIECCOB B CEPBHUCE.

3amauy TUCIMIIIINHEL.

. O3HAKOMJICHUE CTYJICHTOB C 3aKOHOJATEIbHOW U HOPMATUBHOM 0a30M,
METOJMYECKUMU pa3pabOTKaMi U OCHOBHOM HAYYHOU JIUTEPATYpO 1O Kypcy;
. U3y4YeHHUE MPAKTUKU OPraHU3allMU JOKYMEHTAIIMOHHOTO O0eCreYeHMs

YIIPaBJICHUA Ha IIPCAIIPUATHAX, OpraHU3alugAX U YIPCIKIACHUAX CCPBUCA.



2. [lepeyeHb MJIAHUPYEMBbIX Pe3yJIbTATOB 00y4eHHUSs M0 TUCIHUILJIMHE, COOTHE-
CEHHBIX € IVIAHUPYEMbIMH Pe3yJIbTATAMHU 0CBOEHHUS 00Pa30BaTeJIbHOI
NporpamMmblI

JucuumnuHa «JlokyMeHTalmoHHOE O0ecrieueHue yIpaBIeHUs» y4acTBYeT B
(bOpMHUPOBAHUY CIIEAYIOIICH KOMIIETSHIIMH (CIICTYIONMX KOMIICTECHIIH):
CTpyKTypHBIE 3JIEMEHThI KOMIIETCHIIUH

KoMmnerenuun Nuaukaropsl Jdeckpunropsl
OIIK-6.2 CoOmonaer| 3HaHus:
3aKOHOIATEIbLCTBO OCHOBHBIX  3aKOHOJATEIbHBIX HOpM PO,
Poccuiickoii Deziepaiiii 0| peryIupyoIIiX MPEIOCTABICHAE TYPUCTCKHX
[IPE0CTaBICHUN yc-
TYPUCTCKUX YCIIYT. JyT
Ymenus:
OIIK-6 -CnocoGen ITox6opa 3aKOHO/IaTEJIbHBIX aKTOB,

MIPUMECHSITh 3aKOHO-
aTeILCTBO
Poccuiickoit

®denepanui, a TAKKe
HOPMBI MEXK-

JyHApPOJTHOTO TpaBa

P OCYIIECTBICHUU

npodeccnoHaTBEHOM

JIEATEIbHOCTH

OIIK-6.3  ObecneunBaery
TTOKYMEHTOO00POT B
COOTBETCTBUU C
HOPMAaTHBHBIMHU
TpEOOBAHUSIMU.

PETYJIMPYIOUIUX MPEIOCTABICHUE OTAECIbHBIX
BUJIOB TYPUCTCKHUX YCIIYT

HaBbiknu:

Ananuza 3akoHogarenscTBa PP B wactm
[IPEI0CTaBICHUS TYPUCTCKUX YCIYT 3HAHMSA:

OCHOBHBIX BUJIOB HOPMATUBHBIX JTOKYMEHTOB,
00€ECIIEUNBAIOIINX OpraHu3aIMI0 n
[JIaHUPOBAHUE  JACATEIbHOCTH  OpraHU3allUuU
Typu3Ma

Ymenusn:

BrisBnsiTe  HOpMaTHBHBIE TpeOOBaHMS NSt
OpraHu3aIuu JIOKYMEHTOO000pOTa Ha
npeanpusITuu chepsl TypuzMa

HaBbiknu:

[Ipumenenus HopMaTUBHBIX TpeOOBaHUM Mpu
COCTaBJICHUH IIEpEYHs OCHOBHOM
JOKYMEHTAIUH, HEeoOXouMon JUTS

NeSITebHOCTH MPeanpusATHs chepsl Typu3Ma




3. MecTO IMCHMILIUHBI B CTPYKTYpe 00pa3oBaTeIbHOM NMPOrpaMMbl

«/lokymenmayuonnoe obecneuenue ynpasnenus» SBIAETCS AUCLUIUIMHON
00s13aTeIbHONM YacTW AJisi MOATOTOBKU CTYyAEHTOB mo HampasieHuto 43.03.02 —
Typusm.

IIpeamecrBylonue Mocaenyromue
JAucuMIIMHbI (MOYJIH)
AUCHHILIMHBI (MOAY- AU CHUTINHbBI
Y4e0HOr0 IJIaHa, B KOTOPBIX
JI) y4eOHOro MmjiaHa, (MonxyJsin) y4eOHOro
HIudp KOMIIETEeHIIHS 0CBauBaeTcs
B KOTOPbIX AP ALICALHO ¢ H3VIAeMOi IUIAHA, B KOTOPBIX
KOMIIEeTEeHINHU
OMHETCHIL 0CBaHUBaeTCs P ¥ ocBaMBaeTcsi
AMCUUTIMHON
KOMIIEeTeHIIU s KOMIIeTEeHIIU s
[IpaBoBBIE OCHOBBI [IpaBoBOE perynupoBaHue [IpousBoacTBeHHAS
TypHCTCKOﬁ HCATCIIBHOCTHU 00BEKTOB IIpaKTHUKa
OIIK-6 JACATCIIBHOCTH TypI/ICTCKOI\/JI (Hpe):[IH/IHHOMHaH
VYyebHas mpakTHUKa UH(GPACTPYKTYPHI U TYPUCTCKUX IPAKTHKa)
(O3nakoMuTeIBHAS CEpPBHCOB
NPaKTHKA)




4. O0beM IMCUMILUIHHBI (MOAYJISI) B 3a4€THBIX ¢IMHULAX C YKa3aHUeM
KOJIMYECTBA AKAJAeMHUYECKUX WIN ACTPOHOMUYECKHX YaCOB, BbIIeJeHHbIX
HA KOHTAKTHYIO padoTy 00y4yarouuxcs ¢ npemnojaBaresieM (1o BUIam
Y4eOHbIX 3aHATHI) U HA CAMOCTOSATEILHYI0 PA00Ty 00y4aI0IUXCSA

OO6m1as TPYJAOEMKOCTh OCBOECHHUSA ydeOHOM JIIUCLIUIUINHBI
«/loxymenmayuonnoe obecnevueHue ynpasieHusy COCTABISAET 5 3aU€THBIX €IWHMUII
ninu 180 akazeMHU4ecKuxX 4acos.

Ne cemecTpa

Cemectp 3 Bcero, ax.4yacos
OO0r1ast Tpya0eMKOCTh (BCEro ak. 4acos / 3.e1) 180/5 180/5
Jlekuun 16 32
KonraktHas pabora

[TpakTrueckue 3aHATHS 32 32
CamocrosrenbHas pabora 96 96

Bun npomexyrouHnon

arrecTaluu DK3amMeH
(koHT.pabd.**/ camocr. 2,5/33,5 36
pab.)

5. Conepxxanue TMCUMILVINHBI (MOYJisl), CTPYKTYPUPOBAHHOE M0 TeMaM
(pa3nesiam) ¢ ykazaHueM OTBeJIE€HHOI0 HA HUX KOJINYECTBA AaKaJeMUYeCKUX
WIH ACTPOHOMMYECKHUX YaCOB U BUA0B Y4eOHBIX 3aHATHI

TpynoemMkocThb
< KonTtakTHas pabore
Q
Q
= xR <
& = < = =
= 5| B8
HaumenoBanue pasnena 5 T T )
No = s s Q Coneprxanue
JMCIUILIHHEL (TeMa) i . =
g & 13)
= S s}
=
<
S Q
=
3 cemecTp




OCHOBEI
JIOKYMEHTAIMOHHOTO
obecnieueHus
OpraHu3aIu
CEpPBHUCHOI
EeITEIbHOCTH

36

24

Ilonatne o0  HOOKymeHTe.
CBoIicTBa, MPU3HAKH,
byHKIIT JIOKYMEHTA.
Mertonbt " CIIOCOOBI
JIOKYMEHTHUPOBAHHUSI.
HopmatusHo-
MeToANYEeCcKast 6aza
JOKYMEHTAllMOHHOT O
o0OecrieueHUs  yrHpaBleHUs
JEATEIbHOCTBIO
OpraHu3aly  CEpBHCHOU
JEATEIbHOCTH. Bunst
YIPABJIEHUECKUX
JIOKYMEHTOB, HEOOXOIUMBIX
JUIS ONMMCAaHUS Pa3IM4HbIX
YIPABICHUYECKUX JEHUCTBUMU.
YHudukanus u
CTaHJapTU3aLUs
nokyMeHTOB. [lonsitue wu
cocTtaB peKkBU3UTOB.DOpMBI
JIOKYMEHTalu1 TUISt
pa3paboTku CEPBUCHOTO
IIPOJIYKTa

Cucremsl
JIOKYMEHTaI1H,
obpazyromuecs B
IpoLecce  yHpaBlIeHUs
JeSITEIIbHOCTBIO
opranuzanuii  cdepsl
cepBu-

ca

36

24

Cocras, CTPYKTypa 51
coJIepKaHue
JOKYMEHTAI1H,
o0ecneunBaroIeH
OpTraHHU3aIHI0 cepBHca.
CoctaB  opraHu3aluoOHHO-
IIPaBOBOM,
pacopsAIUTEIbHOM,
UH(POPMALIMOHHO-
CIIPaBOYHOM, IIJIAHOBO-
OTYETHOM  JOKYMEHTAIIWH,
NpaBuiia €€ COCTABIICHUS U
oopmIIeHUS

OcobeHHOCTH
JOKYMEHT0000poTa B
cepBuce

I[OKYMCHTB.L[I/IOHHOC

36

24

O6mas XapaKTEepUCTHKA




o0ecrieueHne
yIpaBJICHUS [IEPCOHATIOM,

KaJpOBOTO cocTaBa
npeanpusitus. OpraHuzanus
I[OKyMeHTaI_II/IOHHOFO

obecreueHUsT IE€ITEIbHOCTU
KaJpOoBOil CITYKOBI
NPEANPUATUS cepBuca.

Opranmzanus  paboOTel ¢
KaJpOBOM  JOKYMEHTAIIMEH.
Ocobennoctu

HCIOJIL30BaHUs cetu
NHTepHeT i pelieHHst
3a71a4 KaJIpOBOTO
JIEIOTIPON3BO/ICTBA.
Odopmnenue JIEJIOBBIX
IIHCEM, JTOKJIaHBIX u
CITy’>KeOHBIX 3aIHCOK,
OTBETOB Ha JKaJI0OBI
noTpeOuTenei.

Opranm3anuss  paboTBl ¢

JIOKyMEHTaMH.
Cucremaruzanus
Oprammsams I[OKyMCHTleI/II/I B Iporiecce
HoKyMeHT0060po | 36 4 8 o4 |CCPBHCHOH  NEATEILHOCTH.
Ta dopMHUpOBaHHE u
odopmiieHHe hi(Sh)
DKcnepTu3a [EHHOCTH
JTIOKYMEHTOB, MOJITOTOBKA
JIOKYMEHTOB K XpaHEHHIO.
DK3aMeH 36 2,5 335
Htoro 180 (16 |[345 129,5




6. [lepeueHb yueOHO-MeTOAMYECKOI0 o0ecieYeHHs IJIsl CAMOCTOSITEeILHOM
padoThl 00y4AKOIIMXCS MO JUCHUIINHE (MOXYJIIO)

Ne Bunel camocTosTenbHON paboThI TpynoemMKoCTs, ®dopma KOHTpOIA™
aK.4achl
1. [TpopaboTka TEOpETUUECKOTO
. Koncynpranus
MarepHaia 1o KOHCIEKTaM JIeKIIHi,
. Ipero/iaBaTers,
PEKOMEHI0BAaHHOM JTUTEpaType, 32 TiHOe
TH
JIOTIOJTHUTEIILHBIM HCTOYHHKAM Y
cobecenoBaHue
uH(popManuu
2. [ToaroroBka K MpakTUYECKUM Brictymnenue ¢
3aHATUSAM: TIOMCK HEOOXOANMMOMN JIOKJIA/IOM,
uHpopmanuu, 06padoTka HHGOPMAITIH, 39 MPE3CHTAIIHS,
HaIMCaHKe TOKJIa/a, MOAr0TOBKA K OTBETHI HA
BBICTYIIJICHHIO JIACKYCCUOHHBIE
(nuckycenn) BOIIPOCHI
3. [ToaroToBKa K TEKyIIEeMy KOHTPOJIIO
(TecTupoBaHUE M/WITM HANTCAHKE 32 Tectsr, pedepatsr
pedepara)
4. [TonroroBka K MPOMEKyTOUHON YcTHOE
aTTeCTalluU 33,5 cobeceoBaHue,
(BOTIPOCHI K 9K3aMEHY, HTOTOBBIH TECT) TECTUPOBaHUE

Jlist caMOCTOSITEIbHOM PAabOTHI MO AUCHMILIMHE (MOIYIII0) OOYyYaroI[Hecs
HCIIOJB3YIOT ClIeAyIoIIee yueOHO-METOUYECKOE 00eCIIeUeHUE:
1)  JlokyMeHTallMOHHOE OOecCIeueHUe yIpaBlieHUs. YueOHoe
nocobue/ I'maguiE.B. - M.: UL| PUOP, HUL] MUH®PA-M, 2020. - 249
c.Pexxnmuocryna:
https://znanium.com/catalog/document?id=354819
2)  JloxyMeHTAI[HOHHOE O00ecIleUYeHNne YIPaBICHUS IEPCOHATIOM:
YuebHoe mocobue/bynar P. E. - M.: HULl UHO®PA-M, 2019. - 234 c.
Pexxumpocryma:
https://znanium.com/catalog/document?id=355024
3) beikoBa, T. A. JlokyMEeHTallMOHHOE OOECIICUCHHE YIIPABICHUS
HETOCYIapCTBEHHBIX OpraHu3aimii : yaeoHoe nocobue / T. A. beikora, JI. B.

10



No kW

10.

11.
12.

13.
14,

15.
16.
17,
18.

Cankuna. — 2-¢ u3j., nepepad. u gon. — Mocksa : UHOPA-M, 2020. —
302 c. Pesxxum poctyma: : https://znanium.com/catalog/product/1072260

4) @DOH]T OIICHOYHBIX ¥ METOJUICCKAX MAaTEPHAIIOB TI0 TUCIIUIUINHE
«/loxymenmayuonnoe obecneuenue ynpasieHusLy.

7.@0H/1 OLIEHOYHBIX U METOAHUYECKHX MaTEPHAJIOB AJA IMPOBCIACHUS
HpOMC)KyTO‘-IHOﬁ arTrecranmuu oﬁyqamnmxca no JuCHMILIMHE

Bomnpocs! AJis1 npoBeeHUs MPOMEKYTOYHOM aTTecTalMU (IK3aMeHa).
ObocHoBaHME HEOOXOIUMOCTH OOYUEHUS TOKYMEHTALIMOHHOMY OOECIeUEHUI0
Y €ro aBToOMaTu3aluu,

JIokyMeHTOOOO0pOT B Opra"nu3anuu. PaboTa ¢ BXOASIIIMMU JOKYMEHTAMH,
Knaccudukaropsl TOKyMEHTOB,;

dopMHUpOBaHUE U XpAHEHUE 1€,

PernamenTanus nenonpons3BoACTBa;

[Tpesentauus. Ee pynkius u HazHaueHne. OCHOBHBIE 3JIEMEHTHI,;

OCHOBHbIE  TOHATUS  JOKYMEHTAIlMOHHOTO  OOECIEeYeHUs]  YIpaBJICHUs
(memonpoun3BOACTBO, JOKYMEHTOOOOPOT, TOKYMEHT, PEKBH3HT, H JP.);
OpraHu3alMoHHble JOKYMEHThl. WX (QyHKUMM U Ha3HauyeHHe. YCTaB
OpraHH3aly;

OcHOBHbIE (PYHKITMH JOKYMEHTA,;

Opranuzanuonsnbie J0KyMeHTBl. Mx ¢yHkuun wu Hasznadenue. IltaTHOE
pacnucaHnue;

YHudukanus v crangapTuzanus JOKyMEHTOB;

Opranuzaiuonable TO0KyMeHThl. X QyHkiuu v HazHauyeHue. [[okHOCTHas
WHCTPYKLHS

bnank. [Tonsarue 6manka. TpeboBanus k ohopMICHHIO OJIAHKOB;
Pacnopsiautenbuble AOKyMeHThl. WX @yHknuum u HazHauenue. llpukas mo
OCHOBHOM JIeSITEJILHOCTH,

PexBusurt. [lonsiTne pekBU3uTa, NOPSAIOK UX 0hOPMIICHHUS;
CrpaBouHO-HH(OpMaLIMOHHBIE JOKYMEHTHI. VX QyHKIMU 1 Ha3HaUueHue. AKT;
TexHuyeckue CpeacTBa, UCIOIb3YEMBIE B IEJIONTPOU3BOJICTBE;
CnpaBo4yHO-UH(pOpMALIMOHHBIE JOKYMEHTHl. MX GyHKIMM W Ha3HayeHUeE.
IIporokou;

11



19.
20.
21,
22,
23.

24,

26.

217,
28.
29.
30.

bnank. Buapl 6;1ankoB. OcOO€HHOCTH MX 0hOPMIICHNUS;

JlokymMmeHTOOOO0pOT B opranu3anuu. PaboTa ¢ HCXOASIIUMu TOKYMEHTaMU
brnank. BapraHTbl pacnoyio:KeHHs] peKBU3UTOB Ha OlaHKax;

[TogroroBka u nepegaya Aei B apXuB,

[IpaBuna odopmieHns nat, HyMepaluud CTpaHuI, OGOPMIIECHUS TaOJIHII,
MaTeMaTHYeCKUX (GOpMYJ U COKpAIICHUN;

Pacnopsimutenbubie JokyMeHThl. X ¢yHKImu u HazHadyenue. Ykazanue, 25.
JlokyMeHTOOOOpOT B opranusanud. [Ipomecc KOHTPOJIS HUCHOTHEHHS
JIOKYMEHTOB,;

CnpaBo4yHO-UH(pOpMAIIMOHHBIE JOKYMEHTHl. MX ¢GyHKIMM W Ha3HaYeHUE.
OObsicHUTENbHAS U TOKJIAHAS 3alUCKHU,;

JlokymMmeHTOOOOpOT B opranu3anuu. PaboTa ¢ BXOASIIMME TOKYMECHTAMH;
PacnopsiaurenbHbie JOKYMeHTHI. X QpyHKIMM 1 HazHaueHnue. Pacnopsxenue
OCHOBHBIE MOHATHUS JOKYMEHTAI[MOHHOTO 00ECTIeUeHUs yIIPaBICHMUS;
CnpaBo4yHO-UH(pOpPMAMOHHBIE JOKYMEHTHl. MX (QyHKIMM W Ha3HaYeHUE.
[Iportoxor;

IIpumepHbIe NPAKTUKO-OPUEHTHPOBAHHbIE 3a]aHUSA

1. OpopMuth TmpUKa3 O HA3HAYEHUH OTBETCTBEHHOI'O 3a
oOparmenue ¢ 6mankamu npeanpustus B coorBercTBur ¢ [OCT P 6.30-
2003

2. OdopMHUTh TMPOTOKON 3acefaHUs DKCIEPTHOM KOMHUCCHH B
COOTBETCTBHUM C THUIIOBON MHCTPYKLIHEN MO EITONPOU3BOJACTBY

3. CocTtaBuTh CIy’)KEOHYIO 3alMCKy Ha TMOOIIPEHUE COTPYIHUKA,
NEPEBBINOIHUBILETO MIJIAHOBBIE TOKA3ATEIN

[TonHbIE KOMIUIEKT 3aJaHUid W OTarnoB (HOPMUPOBAHHS KOMIIETEHIIUU

npenacrasieH B @OHIE OUEHOYHBIX U METOANYECKUX MATEPUAIIOB ISl ITPOBEICHUS
MPOMEKYTOUHOM aTTeCTallui OOYYalolIUXCS M0 JTUCHUIUIMHE, O(POPMIICHHBIH
OTJICJIbHBIM JIOKYMEHTOM, MPE/ICTaBJICH B MPUIOKEHUH 1.
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8. IlepeyeHb OCHOBHOI, TOMOJTHUTEILHOM Y4e0HO JIUTEPATYPHI, PECYPCOB
HHGPOPMALMOHHO-TEJIEKOMMYHHUKAIIMOHHOM ceTH « MHTepHeT), He00X0AMMBbIX
JJIS. OCBOCHUS JUCUMILIMHBI (MOXYJIS)

a) HopMaTHBHbIE paBoBbIe aKkThI 1) Hantmonansuelil crannapt PO 'OCT
P 7.0.8-2013 "Cucrema crangapToB M0 uH(MOpMaNud, OUOIMOTECUHOMY H
U3JIaTeNIbCKOMY ey, Jlemompon3BOACTBO M apXuBHOE Jeno. TepMuHBI U
ompenenenusi” (yrB. mpukazoM @DeneparbHOrO areHTCTBA IO TEXHHYECKOMY
perynupoBanuio U metposoruu ot 17 oktsiops 2013 r. N

1185-c1)

2I'OCT P 6.30-2003 «YHUGUIMPOBAHHBIC CHCTEMBI JTOKYMCHTAIIHH.
YHupunupoBanHas ~ CHCTeMa  OpPraHM3allMOHHO -  pPacHoOpSIUTEIbHOM
JIOKYMEHTAITUH,

TpebGoBanust kK 0POPMICHUIO JOKYMEHTOBY
3) TOCT P 7.0.97-2016 «Cucrema cTraHgapToB 10 HHMOPMAIUH,
ONOMMOTEUHOMY W M3JaTeNbCKOMY Jeiny. OpraHu3alMOHHO-PACTIOPSAUTEIIbHAS
nokymeHTaius. TpeboBanus K 0pOpMICHUIO JOKYMEHTOB)
0) ocHOBHasI JIMTEpPaTypa:
1) JlIokyMeHTaIlMOHHOE OOeCIeYeHUe yNpaBicHUS. YdeOHOe
nocodue/ I'maguiiE.B. - M.: U1 PUOP, HUL] UH®PA-M, 2020. - 249
c.Pexxnmpocryna:
https://znanium.com/catalog/document?id=354819
2) JIOKyMEHTAIIMOHHOE OO0CCIeYCHUEe YIPAaBICHUS TMEPCOHATIOM:
YuebHoe mocooue/bymnar P. E. - M.. HUL] UHOPA-M, 2019. - 234 c.
Pexxumpocryma:
https://znanium.com/catalog/document?id=355024
3) beikoBa, T. A. JIokyMeHTAIIMOHHOE OOCCIICUCHUE YIPABICHUS
HETOCYIapCTBEHHBIX Opranu3aiuii : yueonoe nmocooue / T. A. Brikosa, JI.
13



B. Cankuna. — 2-e u3z., nepepad. u ngorn. — Mocksa : UHOPA-M, 2020
— 302 C. Pexum JIOCTYTIA:
https://znanium.com/catalog/product/1072260

B) JIONIOJIHUTEJILHAS JINTEpaTypa:

1) JloKyMEHTalMOHHOE OOECIeUCHHE YIIPABIICHUS IEPCOHANIOM. YdueOHOe
nocooue/bynat P. E. - M.: HULl UH®PA-M, 2019. - 234 ¢.Pexum noctyma:
https://znanium.com/catalog/document?id=355024

2)KupcanoBa, M. B. Kypc nemonpous3BoiacTBa: JTOKYMEHTAI[HOHHOE
obecnieueHre ynpaiieHus . yaeoHoe nmocooue / M.B. Kupcanosa, F0.M. AkceHoB.
— 6-e m31., ucnp. u gorn. — Mocksa : UTHOPA-M, 2020. — 257 c¢. Pexxum goctyna::
https://znanium.com/catalog/product/1088888

r) pecypchl ceTH « AHTEpHET»:

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

2) JleaompousBOACTBO U JTIOKYMEHTOOOO0pOT Ha
TIPEIITPUSITHH. http://www.delo-
press.ru/journals.php?page=documents
3) Kanmposoe JIEJI0IPOU3BOICTBO 51 TPYyAOBOE IIpaBo.

http://hrportal.ru/rubric/kdp
4) DnextponHas oubanoreka HR-crienmanucros. http://www.hrm.ru/

9. MeToauveckue yKkazaHusl AJs 00y4aOLIUXCHA 110 OCBOCHUIO
AUCHHUIIMHBI(MOIYJIs1)

CamocrosiTenbHas NOATOTOBKA 00YYaIOIIUXCS IPOBOAUTCS IJIsl YITyOneHUs
Y 3aKpEIUIeHUs 3HaHWM, TOJyYeHHbIX Ha JIEKUMSIX U APYTHX BUAAX 3aHATUH, IS
BbIPA0OOTKH HABBIKOB CAMOCTOSATENbHOIO MPUMEHEHHS HOBBIX, JOMOJIHUTEIbHBIX
3HAHWM U MOATOTOBKU K MPEICTOSIIMM YUYCOHBIM 3aHATHSAM, 3a4ETYy.

BaxxHbIM  yCIIOBHEM  YCHEHNIHOTO M3yYEHMsS JMCHMIUIMHBI  SIBIISETCA
nocemenue jekuui. [loa mocemennem noapaszymeBaeTcst He opma MacCCUBHOTO
NPUCYTCTBHS, @ aKTUBHas paboTa Mo U3y4eHHI0 HOBOro Marepuana. [loaroroska k
JIEKIIMOHHBIM 3aHSATUSM BKIIIOYAET B ceOsl aHAIU3 MpeAjaraéMbIX JUIsl U3y4eHUs
BOIPOCOB, U3yYEHNE HOPMATUBHBIX HCTOYHUKOB U YU€OHOM 1 HAYYHO! JINTEPATyPhI
0 paccMaTpUBaeMbIM BoOIpocaM JeKuuu. B mporecce nekuun oOyyarouiuiics
MOXET 337aBaTh YTOYHSAIOIIME BOMIPOCH], OCYIIECTBUTh B3aUMOCBS3b HOBOIO
Marepuansa ¢ YK€ H3YyYEeHHbIM, TOArOTOBUTH 0azy il 3(PQGEKTUBHOTO
MCIIOJIb30BAHUS MOJYYEHHBIX 3HAHHWM, OOJErYUTh MOATOTOBKY K MPaKTUYECKOMY
3aHATHIO. DP(HEKTUBHBIM CIIOCOOOM (PUKCAIIMU JIEKIIMOHHOTO MaTepuana sBIIIeTCs
KOHCIIEKTUPOBAaHUE, MPEACTABISIONIEE COO0M HE TONBKO (PUKCAIMIO Ba)KHEUIIUX
MOMEHTOB JIEKIMH, HO M yKa3aHWe MPUMEPOB JUIsl TOHMMAaHUS TOTO WJIM MHOTO
TEOPETUYECKOI0 MaTepHaa.
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IIpy MoAroToBKE K MPaKTUYECKOMY 3aHATHI0 HEOOXOAMMO MCHOJIb30BaTh
KOHCIIEKTUPOBAaHHbIE MaTepuaibl JIEKUHUH, y4eOHYI0 W HAYy4YHYIO JIUTEparypy.
[TonroroBka OTBETOB 10 BHIHOCHUMBIM Ha OOCYKJI€HHE BOIPOCAM MPAKTUYECKOTO
3aHATUS BKJIIOYAET B ce0sl HE TOJBKO MPOYTEHHE MaTepuaia, HO U €ro aHaju3 M
KPUTHYECKYIO OLEHKY.. OOydyaromemycs CleQyeT BbIABUTh MAaJOU3y4YECHHBIE
aCIIEKThl PACCMATPUBAEMBIX BOIIPOCOB, ITPOSIBUTH MHULIMATUBY IIPU MOATOTOBKE K
IIPaKTUYECKOMY 3aHATHUIO.

IIpn mOATOTOBKE K INPAKTHUUECKUM 3aHATHUSAMU M 3a4eTy PEKOMEHAYETCS
CUCTEMATHU3UpOBaTh 3HAHMs, M300pakas UX B TaOJIMYHOM, TpaUYecKOM WM
CXEMaTU4HOM BHJIE. DTO MTO3BOJIUT YCTAHOBUTH B3aUMOCBSI3b U3yYaeMbIX SIBJICHUH,
YIOPOCTUT 3aJady 3allOMUHAHMs MaTepuaja, OOJETrYUT IMPOLECC MPaKTHYECKOTO
IIPUMEHEHUS [TOJTYYEHHBIX 3HAHUM.

3ajauell MPaKTUYECKUX 3aHATUM ABIISIETCS BBIPAOOTKA YMEHHUS UCTIOIb30BATh
TEOPETUYECKHE 3HAHUS, TMPOSIBUTh HAIMYUE NPAKTUYECKUX HaABBIKOB. [lpum
MOJATOTOBKE K MPAKTUYECKOMY 3aHATHUIO CIEAYET 3a0JIarOBPEMEHHOTO 00ECIEUHTh
HaJIMYUE HEOOXOAMMO /il JAHHOTO 3aHATHS MaTepuana, CaMOCTOSTENIbHO
IIOBTOPUTH PaHEE U3YUCHHBIC TEMBI.

JIJ1s yCeHOro OCBOCHHMSI JUCUUIUIMHBI BaXKHBIM SIBJIIETCSI yMEHUE pab0TaTh
C TEpMUHAMH U X onpeneneHussMu. [t paboTsl ¢ TepMUHOJIOTHEN 3P PEKTUBHBIM
ABJIAETCSI HUCIIOJIb30BAaHME Kak Yy4yeOHOM W HAay4yHOW JHTEpaTypbl, TakK U
IOPUIUYECKUX U PUIOCO(CKUX CITIOBAPEi.

Pabota ¢ TepMMHaMHU MOXXET OCYLIECTBIATHCS Kak B (POPME COCTaBICHUS
COOCTBEHHBIX TEMAaTHYECKHX CIIOBApUKOB MJii YJOOCTBa M CKOPOCTH IOHMCKa
HeoOxoaumoro TepmuHa. C  3TOM 1ENbI0 HEOOXOJUMO KaXKIbIA  HOBBIN
BCTPEYAIOUIUIICS TEPMHUH 3alKCHIBATH U BO BPEMS MOATOTOBKU K CEMUHAPCKUM U
MPaKTUYECKUM 3aHATUAM YKa3blBaTh COOTBETCTBYIOIIEE ompezeneHue. B ciydae
BO3HMKHOBEHHUSI CJIOXXHOCTH BBIOOpa OMpelereHus U3 HMMEIolerocs oobema B
paMKax Hay4yHOro 3HaHUS HEOoOXOJMMO 3a/laBaTh BOMNPOCHI MPENOAABATENIO B
paMKax JEKUMOHHBIX U IPAKTUYECKUX 3aHATUM.

WnTepakTuBHbIE  QOpPMBI  MPOBEACHUS  3aHATUH MO  JAUCLMILIMHE
«/lokymenmayuonnoe obecneuenue ynpaenenus» BKIIOYAIOT B ceOs CIeayrouue
BUJIbI 3aHSITHIH.

- WHTEPAKTUBHBIC JIEKIIUM, IPEANOIararoT MCIOJIb30BAaHUE METOJA
npo6sieMHOT0 u3oXkeHus. [lpu TakoM mojaxoje JEeKIUsl CTAHOBUTCS MOXOXKEW Ha
JIMAJIOT, TPENOJaBaHue MMUTHPYET HCCIIENOBATEIbCKHI Mporiecc (BBIABHIAIOTCS
NIEPBOHAYAJIBHO HECKOJIBKO KJIFOUEBBIX IMOCTYJATOB IO TEME JIEKLWH, U3JI0KEHUE
BBICTPAUBAETCS MO MPUHIUIY CaMOCTOSITENIBHOTO aHalu3a MU 0000IIeHus
CTylICHTaMU Y4eOHOro Mmarepuania). JTa METOAWKa MO3BOJIIET 3aHHTEPECOBAThH
CTYZI€HTa, BOBJIEYb €ro B Ipouecc o0yueHus. [IpoTuBopeurs HayyHOTO MMO3HAHUS
PAcCKpBIBAIOTCS TIOCPEJCTBOM IIOCTAHOBKM TIPOOJeMBbl. YueOHas mpobiaeMa M
npoOJieMHasi CUTyalMsl SIBISIOTCS OCHOBHBIMH CTPYKTYPHBIMH KOMIIOHEHTaMHU
npobsieMHoro ooyuyenus. Ilepen HagamoMm H3y4yeHHUs OIpeNeIeHHOW TeMbl Kypca
CTaBUTCSI TEpel CTyJEeHTaMu MpOOJEMHBIH BOMPOC WM JAeTCsl MPOOIEeMHOE
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3aganue. CTUMYIMpys. paspeuieHue MpoOsieMbl, MpPenojaBareib CHUMAET
IPOTUBOPEUMS MEXKIY HMEIOIIMMCS €€ TIOHUMaHUuEM U TpeOyeMbIMH OT CTYACHTa
3HaHUAMU. D(PPEKTUBHOCTh TAaKOTO METOAA B TOM, YTO OTHENbHBIE MPOOJIEMBI
MOTYT IOJJTHUMATHCSI CAMUMU CTYJE€HTaMU. | TaBHBIN yCIIEX JAaHHOTO METOJA B TOM,
4YTO NpPENnoAaBaTesib JOOMBAETCS OT ayAUTOPUU «CAMOCTOSITEIBHOTO PELICHUS
NoCTaBJIeHHOU npoOiaemsl. Opranuzanus npoOIeMHOI0 00yUeHHsI TIPECTaBISIETCS
JOCTaTOYHO CJIOKHOM, TpeOyeT 3HAYMTENbHOW MOArOTOBKM JekTopa. OJHAKo Ha
Ha4aJIbHOM J3Talle UCIOJIb30BaHMs 3TOI0 METOA €r0 MOKHO BHEAPATH B CTPYKTYPY
TOTOBBIX, paHee pa3pabOTaHHBIX JIEKUUH, MPAKTUYECKUX 3aHATUN KaK JIOMOJIHEHHE.

- IPYNIOBbIE JTUCKYCCUM, HNPUMEHSAIOTCS JUIg O0€CIeYeHMs] HaBBIKOB
KOMaH/JHOM pabOoThl U MEXIMYHOCTHON KOMMYHHUKAIIMM U MPEJCTaBISAIOT COOOM
OLICHOYHOE CPEACTBO, IO3BOJISIONIEE BKIIOUNUTh OOYyYarOMXCd B IPOLECC
OOCYXKIEHHsI TMpEACTAaBICHHOW TEeMbl, MPOOJEMbl U OLEHUTh HMX YMEHUE
apryMEHTHUPOBAaTh COOCTBEHHYIO TOUKYy 3peHus. Kpome Toro, B Xoje 3aHATUH
IIPOBOJSATCS KPYIVIBIE CTOJIBI 110 3aaHHBIM TEMATUKAM.

OneHouHble W METOAMYECKME  MaTEpHalbl 1O  JUCHUILIMHE
«/lokymenmayuonHnoe obecneuenue ynpasieHus» npeactaBieHsl B DOMM.

[Ipy mOArOTOBKE K IPOMEKYTOUHOMY HIIA HTOTOBOMY TECTUPOBAHUIO
HEOOXOJIMMO U3YYUTh TEOPETUUYECKUH M MPAKTHYECKH Marepuain. TecToBble
3amaHus (C MepeYyHeM BO3MOXKHBIX BAPHUAHTOB OTBETOB, CPEIAM KOTOPBIX XOTS OBI
OJH OTBET SIBJIICTCS HEBEPHBIM) OOECIICUMBAIOT CTPYKTYPHOCTH MBIIIICHUS,
BBIHYKJIEHHOTO BBIOpaTh W3 MPENJIOKEHHBIX BAPUAHTOB OTBET BCE IPABUIILHBIC
BApUAHTHI. TE€CTOBBIE 3aJaHUSI HA YCTAHOBJIEHUS COOTBETCTBUS IOAPA3YMEBAOT
HEO0OXOAMMOCTb TPOSBIICHHS HE TOJIBKO 3HAHUS y4eOHOr0o MaTepuana, HO U YMEHHS
NPUMEHSATH MpaBuiia GOPMaAIbHON JIOTUKU. TeCTOBbIE 3a/laHUs Ha YHOPSIOUECHHE
HaIlpaBJICHBI Ha YCTaHOBJICHUE JIOTUYECKOMN MTOCJEA0BATEIBHOCTH
paccMaTpuBaeMbIX SBJICHUUN (BPEeMEHH CYIECTBOBAHUS SIBICHHM, PACIOIOXKCHHS
CTPYKTYPHBIX 3JICMEHTOB IPABOBBIX IOKYMEHTOB U T.I1.).

O} dpekTUBHBIM CIOCOOOM /JIs1 MOATOTOBKH K TECTUPOBAHUIO SIBISIETCS paboTa
oOydJaromierocss MO PEUIeHUI0 TEeCTOBBIX 3aJaHWM, NPEIOCTABICHHBIX JIA
caMoCTOATENbHON paboThl. Takke NmpH MOATOTOBKE K TAaKOW (opMe KOHTPOJIS
3HaHUM, KaK PEUIEHUE TECTOBBIX 3aJaHHM, CIEAYET CAMOCTOSATEIBHO MONBITATHCS
npopadboTaTh paccMaTpUBaeMble B JUCLUIUIMHE BONPOCHI B (hOPME COCTABJICHHMS
TECTOBBIX 3aJaHUM.

[Ipr moaroTroBke K SK3aMEHYCIENyeT HWMETh B BHIY, YTO OH SIBIIAETCS
UTOrOBOM (OpPMOM KOHTPOJISI TO HU3YYEHUIO JAHHOW Y4YEOHOM JUCIUILIIMHBIL.
DK3aMEH IMOApPAa3yMEBAET MAKCUMAJbHYI0 KOHUEHTPAlWIO 3HAHUN M YMEHUH,
MPEANOJIATAOIINX MOJHOE U3YYEHHE MaTepUaia IUCIUIIIINHBI.

DK3aMeH TMPOBOAUTCA B (opMe YCTHOTO cOOECEeTOBaHMS, BBIMOTHEHUS
NUCBMEHHOrO 3adaHus. PemeHue mpenogaBaTenss 00 HMTOrOBOM — OIICHKE
IIPUHAMAETCS IO PEe3yJIbTaTaM YCTHOTO OTBETA M BBINOJHEHHOIO MUCBMEHHOTO
3a1aHUSA B 3aBUCUMOCTH OT IIKaJIbl OLIEHKHU.
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B kadecTBe HCTOYHHMKA JIONMOJHHUTEIBHBIX MAaTEPHANIOB PEKOMEHIYETCS
I0JIb30BaThCsd HMH(OpMaIKe OTKphIToro mpocryma cetd Internet (maHHBIME
UH(OPMAITMOHHO-TIPABOBBIX M 00pa30BaTEIbHBIX MMOPTAIOB, O(DHUIIMAIEHBIX CAaHTOB
MUHHCTEPCTB, BEJIOMCTB, OTICIBHBIX OpPTaHHM3aIlui, JaHHBIMH TOCYIAapPCTBECHHOM
CTaTHCTUKH, pPe3yjbTaTaMH AKCIEPTHO-aHAIUTHYECKHX 0030poB). Kpome Toro,
MOKHO BOCIIOJIb30BAaThCSI BO3MOKHOCTSIMHU CIIPABOYHO-TIPABOBBIX CHCTEM, Oa3bl
KOTOPBIX COJIEPKAT HE TOJILKO TEKCT HOPMATUBHBIX aKTOB, HO M HAYYHBIC CTATHH I10
pasauunbiM BorpocaM (Hanpumep, CIIC «Koncynsrant [lmrocy). Pekomenayercs
TaK)K€ UCII0JIh30BaTh AJICKTPOHHO-OMOINOTCUHBIE CUCTEMBI.

10. OcobeHHOCTH OCBOEHUSI IMCHMUIJIMHBI [IJIsi HHBAJTUA0B H JIMII €
OrpaHNYeHHBIMH BO3MOKHOCTSIMH 3710POBbSI

OOy4eHre 00YJarOIIMXCs C OTPaHUICHHBIMU BO3MOKHOCTSIMH 3/I0POBbS ITPH
HEOOXOJMMOCTH  OCYIICCTBIIICTCS Ha OCHOBE aJanTHPOBAHHOW  paboueii
IporpaMMbl  C  HCIOJb30BAaHUEM  CICIUAIBHBIX  METOJOB  OOYYCHHS |
TUIAKTAYECKAX  MaTepUajoB, COCTAaBIEHHBIX C  Yy4eTOM  OCOOEHHOCTEH
NCUXO(U3UYECKOTO Pa3BHUTHS, HHIUBUIYaTbHBIX BO3MOXHOCTEH WM COCTOSHHSI
3JI0POBBS TaKUX 00ydaronuxcs (00yJaromerocs).

B 1iensix ocBoeHust yueOHON PpOTrpaMMBbl TUCITUTUTUHBI «/[OKyMEHMAayuonHoe
obecneuenue ynpasieHus» WHBAUTMIAMH W JHUIAMH C  OTPAaHUYCHHBIMU
BO3MOXKHOCTSIMH 370pOBbsi IHCTUTYT 0O€cIieunBacT:

— Ui WHBAJIWJIOB M JIMI[ C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMH
3I0pPOBBS 0 3PEHUIO. pa3MEIICHHUE B JOCTYIHBIX JUIs OOydaromuxcs,
SIBIIIOIINXCS CIICTIBIMHU MJIM CJIA00OBHISIIMMH, MECTaX M B aJalTUPOBAHHOU
dbopme cmpaBouHOM WH(MOpPMAIMKM O paCHUCAaHUU YYEOHBIX 3aHATHIA;
NPUCYTCTBUE ACCHUCTCHTA, OKAa3bIBAIOIIETO OOYYaromeMycsi HeOOXOIUMYIO
TIOMOIIIb; BBIMTYCK aJIbTEPHATHUBHBIX (POPMATOB METOIUYCCKHX MaTEPHAIOB
(kpymHbIHA pUGT WK ayanodaiis);
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— JUISl. MHBAJIUAOB M JIMI[ C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMU
3I0pPOBBbSl MO  CIyXy:  HaJIEXKallUMH  3BYKOBBIMH  CpPEICTBaMHU
BOCITpOU3BeIcHUE NH(POpMAIIH,

— JUISi WHBAJIUAOB W JIMIl C OTPAaHMYECHHBIMH BO3MOKHOCTSIMU
3I0POBbSl, MMEIOLIUX HAPYIICHUS OMOPHO-JABUTATENILHOIO ammnapara;
BO3MOXKHOCTh OECHPEMSITCTBEHHOTO JOCTyNa OOYyYalolUXcsi B y4deOHbIE
MOMEIICHHS, TyaJeTHble KOMHAThl M JPYrMe TIOMEIIEHHUs, a TaKxke
npeObIBaHHE B YyKa3aHHbIX MomenieHusx. OOyuwaromuecs U3 4YHCIa
uHBayMI0B U Juil ¢ OB3 obecrieueHbl neyaTHBIMHU U (MJTH) DJICKTPOHHBIMH
oOpa3oBaTenbHBIMM  pecypcaMu B (opmax, aJanTHPOBaHHBIX K
OTpaHUYCHHMsIM  HUX  370poBbsa.  OOpazoBaHue  OOydwaromuxcs ¢
OTpaHUYCHHBIMUA BO3MOKHOCTSIMU 3/I0POBbSI MOXKET ObITh OPraHM30BaAHO KaK
COBMECTHO C JIpyTUMHU OOYYaIOIIUMHUCS, TaK U B OTAEIBHBIX TPyMax Wik B
OTJICJIBbHBIX OpTaHU3AIMSIX.

11. Tlepeyenb uHGPOPMANMOHHBIX TEXHOJIOTHH, MPO(ecCHOHATIBLHBIX 0a3
AAHHBIX, MCIO0JIb3yeMbIX NPH OCYLIECTBJICHUHM 00Pa30BaTEJIbHOI0 MPOLecca
10 AMCHHUILIHHE (MOAYJII0), BKJIKYAas NepedyeHb NPOrPpaMMHOI0 o0ecieYeHus
U MHGOPMAIMOHHBIX CIIPABOYHbIX CHCTEM

[IporpammHuoe obecrnieueHue:
1. Omnepanuonnas cuctema (MicrosoftWindows/lIponpuemapnas);
2. Tlaker oducubix nporpamm (MicrosoftOfficel/lponpuemapnas);

3. Web-opay3zep (Mozilla Firefox GNU Lesser General Public License);

NHupopmamoHHbIe CIIPaBOYHBIC CHCTEMBI.
1) ABromarusupoBaHHas  HH(MOpPMAI[HOHHAS OubIMoTeUHAS

CUCTEMA
Marc21SQL,;

2) CnpaBouHo-nipaBoBast cuctema «Koncynprantlrocy
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12. MaTtepuanbHO-TeXHHYecKasi 0a3a, HeoOXoAMMAast Il OCYIIECTBJICHUS
00pa30BaTeJIbHOI0 MPOIeCcCca Mo JUCHUIINHE (MOTYJIIO)

Cl'lelllfla.]'llfliilflpOBaHHble AyJIUTOpUNA:

VYyeOHass aynuTopusi i TNPOBEACHUSI 3aHITHH CEMUHAPCKOro THMA, KYpPCOBOTO
NPOEKTUPOBaHUS (BBIMOJIHEHUST KYPCOBBIX paboT), TPYNIOBBIX W WHAWBUAYATBHBIX
KOHCYJIBTAIMH, TEKYIIEro KOHTPOJISI M MPOMEKYTOUHON aTTecTaluu / KOMIBIOTEPHBIN KIlacc
/ momeneHne Uit CaMOCTOSATENLHOM paboThI™

Texnuveckue cpeacTBa 00y4eHus:

KOMIIBIOTEP C NPOTrpaMMHBIM oOecriedeHueM, YykazaHHeIM B 1.11, nmoctymom k ceTH
«MaTepHeT» M obecneueHneM JI0CTyma B 3JEKTPOHHYI0 MHPOPMALMOHHO-00pa30BaTEIbHYIO
cpeny

Cneuuanu3npoBaHHble ayAUTOPUU:
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YyeOHast ayIuTOpHsl U IPOBEACHUS 3aHATHH JIEKIIMOHHOTO THIA, 3aHATHH CEMHHAPCKOTO
THUIIA, KYpPCOBOTO TPOSKTHPOBaHHS (BBIIOJIHEHHS KYpPCOBBIX paloOT), TPYNIOBBIX H
MHAMBUAYaAJIbHBIX KOHCYJIbTALUI, TEKYIIET0 KOHTPOJIS U IPOMEKYTOYHON aTTeCTallun™

TexHn4eckue cpeacrea Oﬁy'leHl/lﬂ:

MYJIbTUMEAUNHBIN KOMIUIEKC

KOMITBIOTEP C MMPOTPAMMHBIM OOEeCTIeueHrEM, YKa3aHHbIM B .11
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