ABTOHOMHOE 00pa30BaTelIbHOE YUPESKICHHUE
BBICITIETO 0Opa3oBaHusl JICHUHTpaaCcKoit 001acTH
«["ocynapcTBeHHBIN MHCTUTYT SKOHOMHUKH, (PMTHAHCOB, TIPaBa M TEXHOJIOTHID)

YTBEPXJIAIO:
ITpopexTop 1o oOpazoBaTeIbHON

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

VYpoBeHb: bakanaBpuar
Opranmsanus-pazpadotunk: AOY BO JIO «l'ocygapcTBeHHBI HHCTUTYT
YKOHOMMKH, (DMHAHCOB, ITpaBa U TEXHOJIOTHI»

PazpaboTuuk: K.3.H., JOIIEHT
kadeapsl MeHeKMeHTa / MuponoBa UL A.

PaccmoTpena u onoOpeHa Ha 3aceaHud Kadeapbl MEHEIKMEHTa «28» aBrycra
2023 r. [Iporokos Nel.

COTI'JTACOBAHO:

3aenyrommii kaheapoi / Yymakos B.H.
PykxoBonutens OIl / Ilymunun A.B.
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1. llosicHUTEIHLHAA 3aIUCKA

Kypc «Hoxymenmoobopom u oenonpou3goocmeo» 3aHUMAET BaKHOE MECTO
opu MOATOTOBKe OakamaBpoB 1o HampasieHuto 38.03.01. - DxoHomuka.
Hanpasnennocts (mpoduib) oOpa3zoBaTenbHOM MporpaMMbl byxrantepckuii yuer,
aHallu3 U ayIuT.

[enpto ocBOEHUST TUCHUILTUHBI «JIOKYyMEHTOOOOPOT U JEIONPOU3BOACTBO
SBIISICTCS M3YYEHHUE CHUCTEM TOKYMEHTALMU, OpTaHU3alld JTOKYMEHTUPOBAHHS U
JIeNTOTIPOU3BOACTBA, COCTABISAIOMIMX OCHOBY HMH(OPMAIIMOHHBIX IIPOIIECCOB B
IKOHOMHKE.

3a1auu JUCIUIUINHBIL:

. 03HAaKOMJICHUE CTYJICHTOB C 3aKOHOJIaTeJIbHOW M HOpMAaTUBHOMN 0a30i,
METOJIUYECKUMU pa3pab0OTKaMu M OCHOBHOM HAy4YHOM JIUTEPATyPOH IO KypCy;
. M3YUYCHHE MPAKTUKU OPTraHU3alUU JOKYMEHTAIIMOHHOTO 00eCIeueHUs

YIPaBJICHUS HA MPCANIPUATUAX, OPIraHU3aAINAX U YIPCIKIACHUAX.

2. llepeyeHb IVIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHS 0 JIMCHMILINHE,
COOTHECEHHBIX C IVIAHMPYEMbIMHU pe3yJIbTaTaMH OCBOCHHS 00pa3oBaTeIbHOM
NMPOrpaMMblI

HuctunnHa  «/[okymenmoobopom u 0elonpou3goocmeoy y4acTBYeT B
dbopMHUpPOBaHUU CIEAYIONIEH KOMIIETEHIINH (CAEAYIOMMX KOMITETEHIIUN):

Komnerennun NuagukaTopbl JeckpunTopsl

VK-4 - Crnocoben [1YK-4.3 3nanusa: OCHOB JOKYMEHTAI[MOHHOTO
OCYILECTBIIATh AENOBYIO |OCyIIECTBISIET JIETIOBbIe| OOeclieueHusl yrpaBieHus B cdepe
KOMMYHHUKAIlMIO B YCTHOH H KOMMYHUKaLUU Bl OM3Heca, cocTaBa OpraHU3alMOHHO-

MUCbMEHHOH  Qopmax  Ha
roCy/1apCTBEHHOM SI3BIKE
Poccuiickoit ®enepauuu  u
WHOCTPaHHOM(BIX) SI3bIKE(aX )

YCTHOM M MHUCBbMEHHOH| IPaBOBOU, pacnops IUTEIbHOMN,
dopMax Ha pycckoM H| MH(OPMALMOHHO-CIIPABOYHOMH,

(nmm) WHOCTPAHHOM| IIJIAHOBO-OTYETHOU JIOKyMEHTaUU
SI3BIKAX IIPaBUJI €€ COCTAaBIICHHUS,

Ymenus: OnpenensTs COCTaB,
CTPYKTYpY 51 CoJlepyKaHue
JOKyMEHTaLUH, obecreynBaroNIeit
YIPaBJICHHE MPEATPUITHEM,
ONpENEeATh BUABl YIPABICHYECKUX
JIOKYMEHTOB Ha MpeaNpHUsITHH,
COCTaBJIATh U O(OPMIIATH JEJOBbIE
MMChbMa U CITy’KeOHbIE 3alUCKU
Hapbikn: pa3paboTku Habopa
OpraHU3alMOHHO-TIPaBOBOM,
pacropsauTeabHo, MH)OpMAIIMOHHO-

CIIPABOYHOM, MJIAHOBO-OTYETHOM
JIOKYMEHTALUH, CHUCTEeMaTU3alun
JIOKYMEHTAIWH.




3. MecTO AUCHUILIHHBI B CTPYKTYpe 00pa3oBaTeibHOH MPOrpaMmbl

Jucuunmaa  b1.B.JIB.01.01«/lokyMeHTOO00pPOT ©  JENONPOU3BOACTBOY
SBISIETCS JAUCHUIUIMHOW TO BBIOOpPY dacTd, (GOpMUPYEeMOH ydaCTHUKaMU
00pa30BaTEeNbHBIX OTHOUICHWM MJIi TMOATOTOBKH CTYJIEHTOB IO HAaIPaBJICHUIO
38.03.01. — DxkoHOMHKA, HaMpaBICHHOCTh (MPOQHIb) TOATOTOBKU —
byxrantepckuii y4eT, aHaJau3 U ayJuT

HCHHUILITHHBI (MOAYJIH
IpenmecTByiomue A (monym), IMocaenyromue
NPAKTHKH y4e0HOro
AUCHMILINHBI (MOYJIN), JUCIMILINHBI
IUIaHA, B KOTOPBIX
Hudp NMPAKTUKH Y4eOHOT0 (MoayJin), MPAKTUKH
KOMIIETeHIIU S
KOMIIETEeHIIMH IUIAHA, B KOTOPBIX yueOHOro IJIaHa, B
0CBauBaeTCsl NapauieJbHO
ocBaMBaeTcs . KOTOPBIX 0CBANBaETCsl
¢ u3yvaemoii
KOMIIETeHIUS . KOMIIETEeHII NS
JMCHMILIMHOMI
6 stan — 7 ceMecTp
1,2,3 aram — 1,2,3 cemecTpsl [IpousBoacTBeHHAsA
HMHoCcTpaHHBIN SA3BIK MpaKTHUKa
VK-4 (5 otan) p - p
4 stam — 5 cemecTp 7 atam — 9 cemectp
YyeOHas npakTUKa [IpegaurnmomHuas
MpaKTHUKa

4. O0beM IMCHUIIMHBI (MOXYJIS) B 3a4€THBIX €IMHUIAX C YKA3aHHEM
KOJINYeCTBA aKaJleMHYeCKHX WM ACTPOHOMHUYECKHUX YACOB, BbIIEJICHHBIX HA
KOHTAKTHYI0 Pa00oTy 00y4ar0IUXCcH ¢ npenojaaBaresiaemM (Mo BUAaAM Y4eOHbBIX

3aHATHI) U HA CAMOCTOATE/IbHYIO pa0doTy 00y4YaroIIMXCcs

OO6mas TPYAOEMKOCTh OCBOCHMUS y4eOHOM JUCIUTLIINHBI
«/loxymenmoobopom u 0enonpouz800cmeo COCTABISET 3 3a4ETHBIX €AUHUILl WU
108 axkagemmuuecknx vaca. ucuuminHa u3ydaetcs B 6 cemectpe. [Ipomexyrounas
atrecrtaius B popMe 3a4eTa B 6 cemecTpe.

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




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

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

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

Opramwsarms nokymeHTamMu. CucTeMaTu3anus

p JIOKYMEHTalldid B TIpoIiecce

JOKYMEHTO000pOTa.

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

OTIEPATUBHOTO XPAHCHUS
JIen.  OKCIepTu3a  LIEHHOCTH

JIOKYMEHTOB.
JIOKYMEHTOB, [MOATOTOBKA
JIOKYMEHTOB K XpaHCHHUIO.

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

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

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

JIIs caMOCTOSATENBHOW PpabOThI MO TUCIUILUIMHE (MOIYJIIO) O0YyYaronuecs
UCITIOJIB3YIOT CIIEyIoNee yueOHO-METOIUIECKOEe 00ecredeHHeE:

1) JlenonpousBoactBo : yueOHuk / T.A. Bbeikoa, JI.M. Bsutora, 10.M.
Kykapuna, JI.B. Cankuna ; mox oOmi. pen. mon. T.A. beikoBoit. — 4-e u3n.,
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nepepadb. u gon. — Mockpa : UHOPA-M, 2021. — 393 c. Pexum nocryna:
https://znanium.com/catalog/product/1014190

2) Kopuees, 1. K. Ynpasienne nokymentamu : yueonuk / 1M.K. Koprees,
A.B. ITmenko, B.A. Mamypues. — Mockga : UHOPA-M, 2020. — 300 c. Pexxum
nocryma: https://znanium.com/catalog/product/1068920

3)OCHOBBI JeIONPOM3BOACTBA : yucOHOe mocooue / A.M. Acamues, U.N.
Muponosa, E.A. Kocapesa, I'.I'. BykoBuu. — 2-e uzna., ucnp. u gon. — Mocksa :
MH®PA-M, 2021. — 146 C. Pexum JTOCTyTA:
https://znanium.com/catalog/product/1246746

4) ®oHA OIEHOYHBIX WU METOAMYECKUX MATEpUAJIOB MO JAUCIUIUIMHE
«J1oKkyMeHTOOOOPOT U 1ETOTPOU3BOICTBOY.

7.D0oH/1 OLIEHOYHBIX ¥ METOAMYECKUX MATEPHAJIOB /IJIsl POBeAeHMSsI
NMPOMEKYTOUYHOM aTTecTANMU 00yUAOIIMXCS M0 JUCHUILIUHE

Bomnpocs! 1Jis1 MpoBeeHus: MPOMEKYTOYHOI aTTecTaluu (3a4eTa)

1. OOocHOoBaHME HEOOXOOUMOCTH OO0y4YeHUs JAOKYMEHTALMOHHOMY
00€eCIIEYEHUIO U €r0 aBTOMATU3AI1H.

2. JlokymeHTOOOOpOT B oOpranm3anmuu. PaboTa ¢  BXOZSMIMMU
JIOKyMEHTaMHU.

3. KuaccuduxaTopsl 10KyMEHTOB.

4.  ®opmupoBaHHE U XpaHEHUE JIE.

5.  Permamenranus nenonpou3BoCTBa

6. IIpesentauus. Ee pynkius u Ha3HaueHue. OCHOBHBIE 3JIEMEHTHI.

7. OCHOBHBIE TOHSTHS JOKYMEHTAI[MOHHOTO OO€CledyeHUs YIpaBJICHUs
(IeonpoOn3BOICTBO, IOKYMEHTOO0OPOT, TOKYMEHT, PEKBU3HT, H JIp.).

8. OpraHmzanyioHHbIe AOKYMEHTHL. VX (GyHKIMM U Ha3HayeHHE. YCTaB
OpraHu3allyu.

9.  OcHoBHBIC (YHKIIUU TOKYMEHTA.

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

11. Yuudukauus u crangapTu3anus J0KyMEHTOB.

12. OpranuzandoHHble JOKyMeHThl. HMX GQyHKIMM U Ha3HAyYEHUE.
JIomKHOCTHAsE MHCTPYKUUS.

13. bnank. [Tonstue 6nanka. TpeboBanust K oPOPMIICHUIO OITAHKOB.

14. PacnopsautenbHble JOKyMeHThl. VX ¢yHkiuu u HazHayenue. [1puka3
10 OCHOBHOM AESATEIIbHOCTH.

15. PexBusut. [lonsiTHe pekBU3HUTA, TOPSIOK UX OPOPMIICHUS.

16. CnpaBouHo-uHGOPMAIIMOHHBIE  TOKyMEHTH. WX  QyHKIuu
Ha3HayeHue. AKT.

17. TexHudeckue CpelicTBa, UCIOJIb3yEMbIC B JISTOMPOU3BOICTBE.

18. CnpaBouHO-MH(GOpPMALIMOHHBIE  JTOKyMEHTh. HWx  QyHKuum
Ha3zHayeHnue. [Iporoko.

19. bnank. Bunpl 6;1ankoB. Oco6eHHOCTH UX 0(OPMIICHUS.


https://znanium.com/catalog/product/1014190
https://znanium.com/catalog/product/1068920
https://znanium.com/catalog/product/1246746

20. JlokymeHTOOOOpOT B opraHm3auuv. Pabota ¢ HCXOIAIIUMHU
JIOKyMEHTaMHU.

21. bnank. BapuaHTbl pacnoyiiokeHus peKBU3UTOB Ha OJaHKaX.

22. TloaroroBka u mepeaada el B apXuB.

23. IlpaBuna odopmieHus 1aT, HyMEpaluu CTpaHull, opopmiieHus: TabIuil,
MaTeMaTH4eCKuX (POPMYJT M COKPAIICHUH.

24. PacnopsauTenpHbie JAOKYMEHTBH. WX (QyHKIMM © Ha3HAa4YeHUE.
Yka3zaHue.

25. JlokyMeHT00O0OpOT B opraHuzaunuu. [Ipoiiecc KOHTPOJIS HCIOTHEHHUS
JIOKYMEHTOB.

26. CnpaBo4HO-UH(pOPMAITMOHHBIE  JOKYMEHThl. WX  QyHKIMHM W
HazHaueHue. OObsICHUTENbHAS U TOKJIAHAS 3alUCKU.

27. JlIokyMEHTOOOOpOT B  opraHuzanuu. PabGoTa ¢  BXOJSAIIUMH
JIOKyMEHTaMH.

28. PacnopsautenpHble JAOKYMEHTBH. WX (QyHKIMM © Ha3HAa4YEHUE.
Pacnopsixenue.

29. OCHOBHBIE MTOHATHS JOKYMEHTAITMOHHOTO OOCCTICUCHHS YIIPABICHUS.

30. CnpaBo4HO-MH(POpPMAIIMOHHBIE  JAOKYMEHTh.. WX  QyHKmmm
Ha3zHaueHue. [[poTokor.

I[IpumepHbIe NPAKTUKO-OPUEHTHPOBAHHBbIE 32]aHUSA

1.0dbopmuts TpHKa3 O Ha3HAYEHWU OTBETCTBEHHOTO 3a OOpaleHue C
omankamu npennpusitus B cooretcTBuu ¢ ['OCT P 6.30-2003.

2.0¢opMUTH IPOTOKOJI 3aCEIaHUs SKCIIEPTHOW KOMUCCHUU B COOTBETCTBUH C
THUIIOBOM HHCTPYKIMEN IO AEIIOMPOU3BOJICTBY.

3.CocTaBuTh  CIIy’)kKeOHYIO  3amMCKy Ha TOOUIPEHHWE  COTPYAHHKA,
MIEPEBBITIOIHUBIIETO IIAHOBBIE TTOKA3ATEIH.

[TonHpIi KOMIUIEKT 3aJaHWii W 9STarnoB (HOPMUPOBAHMS KOMIETEHIIUU
npeacrasieH B @OHJE OLICHOYHBIX U METOJUYECKUX MaTEpHUasoB I IIPOBEICHUS
MPOMEKYTOUHOM aTTecTalui OOyYaronmxcsi MO JUCHUILIHHE, O(OPMIICHHBIN
OTZIECJIbHBIM JIOKYMEHTOM, MPEJICTABJICH B MPUJIOKEHUU 1.

8. IlepevyeHb OCHOBHOM, IONOJTHUTEIbHON YUeOHOH JIUTEPATYPbl, PeCypPCOB
MH(OPMALMOHHO-TEJIeKOMMYHUKANIMOHHOI ceTH « UHTEepHET», HEOOXOAUMBIX

JJISI OCBOCHUSI JTUCUMUIJIMHBI (MOLYJIs1)

a) HOPMAaTHBHBIC IPABOBLIC AKTbI



1) Harmonanwhsiid crangapt PO I'OCT P 7.0.8-2013 "Cucrtema cTaHmapToB
o uHbopmarui, OMOINOTEUHOMY U U3/IaTeIhCKOMY Aeiy. Jlelmonpous3BOACTBO H
apxuBHOe neno. TepmuHbsl W ompeneineHus" (yTB. mnpukazoM DeaepaabHOTO
areHTCTBA MO TEXHUYECKOMY PETyJIMPOBaHUIO U MeTpoioruu oT 17 oktsaops 2013
r. N 1185-cT)

2)IOCT P 6.30-2003 «YHuUIUpOBaHHBIE CUCTEMbI JIOKYMEHTAIIHH.
YaudunmpoBanHas ~ CUCTeMa  OpPraHU3AIHMOHHO - pacnopsIuTebHON
nokymeHTanuu. TpeboBanus kK 0(hOPMIICHUIO TOKYMEHTOBY

3) TOCT P 7.097-2016 «Cucrema cTaHmapToB 10 HH(OPMAIUH,
OMOMMOTEUHOMY U HW3JAaTeNbCcKoMy Jeny. OpraHu3alMOHHO-PACTIOPSAUTENbHAS
nokymeHTaius. TpeboBanus K 0pOPMIICHHUIO TOKYMEHTOBY

0) OCHOBHAasI JIUTEepaTypa:

1) JlenonpousBojactBo : yueOHuk / T.A. Bbeikoa, JI.M. Bsuopa, 10.M.
Kyxkapuna, JI.B. Cankuna ; mox o6m. pen. gou. T.A. beikoBoil. — 4-e wusn.,
nepepab. u gon. — MockBa : UHOPA-M, 2021. — 393 c. Pexum nocryna:
https://znanium.com/catalog/product/1014190

2) Kopuees, 1. K. Ynpasienue nokymentamu : yueOnuk / 1M.K. KopHees,
A.B. ITmenko, B.A. Mamypiue. — Mocksa : UTHOPA-M, 2020. — 300 c. Pexxum
nocrtymna: https://znanium.com/catalog/product/1068920

3)OCHOBBI JIEIONPOU3BOJICTBA : yueOHOoe mocodue / A.M. Acamues, 1.U.
Muponosa, E.A. Kocapesa, I'.I'. BykoBuu. — 2-e uzn., ucrnp. u non. — Mockaa :
NHOPA-M, 2021. — 146 C. Pexum JOCTyMaA:
https://znanium.com/catalog/product/1246746

B) IONOJIHUTEJIbHAS JIUTEPATypa:

1)  HudopmarnroHHble TEXHOJOTHH B JOKYMCHTAIIMOHHOM OOECIICYCHUU
yOpaBJieHus U apXuBHOM jnene : yueOnuk mis By3oB / H. H. Kymnaes, T. B.
Kongpamosa, E. B. TepentbeBa, A. I'. ®abpuunoB / mox o6m. pen. H. H.
Kynsiena. - Mockga : Jloroc,  2020. - 408 C. Pexxum
nocryma:https://znanium.com/catalog/product/1211641

2) Kabamos, C. H. DieKTpOHHOE MPABUTEILCTBO. DJICKTPOHHBIN
JTOKyMEHTO00opoT. Tepmunbsl W omnpegenenus : ydeOHoe mnocodbue / C.IO.
KabGamoB. — Mockea : HUHOPA-M, 2021. — 320 c. Pexum pgocryna:
https://znanium.com/catalog/product/113215

3)  DAeKTPOHHBIH JOKYMEHTOOOOPOT M oOOecredeHre Oe30MacHOCTH
crangapTHeiMU cpeactBaMu WINDOWS : yue6HOe mocooue / JI.M. EBnoknmoBa,
B.B. Kops6kun, A.H. [Iemekun, O.I'. IlIBeukoBa. - Mocka : KYPC, 2019. - 296
c. Pexxum moctyma: https://znanium.com/catalog/product/1001864

4) KondunenuuanpHoe JIEJIOTIPOU3BOJICTBO u 3alUIICHHBIN
AIIEKTPOHHBIN TOKyMeHToo0opoT : yueOnuk / H. H. Kynses, A. C. Aémymxkun, T.
B. Kongpamona, A. I'. ®abpuunoB ; nox o6ur. pea. H. H. Kynsesa. - 2-e u3n.,
nepepadb. u gom. - MockBa : Jloroc, 2020. - 500 c. Pexum pgoctyna:
https://znanium.com/catalog/product/1212394

r) pecypchl cetu « AHTEepHET»!
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1) Bcé o nenonpoussoactee http://delo-ved.ru/

2)  Jlenmompow3BOJACTBO H  JOKYMEHTOOOOPOT Ha  NPEANPHUATHH.
http://www.delo-press.ru/journals.php?page=documents

3) KampoBoe nemonpow3BOACTBO W  TpymoBoe mnpao. http://hr-
portal.ru/rubric/kdp

4)  DnextponHas oubamoreka HR-crenmanucros. http://www.hrm.ru/

9. MeToanueckue yKa3aHus il 00y4arOIUXCcsl 0 OCBOEHUIO
AMCIHUTIHHBI(MOIYJIs1)

CaMocTosTenpHAas TOATOTOBKA 00YUYAIONTUXCS TPOBOIUTCS JIJIS YTy OJICHHUS
Y 3aKpeIUICHHs 3HAHUH, MOJYYCHHBIX Ha JIEKIHUAX W APYTUX BUIAX 3aHATHH, IS
BBIPAOOTKH HABBIKOB CAMOCTOSITEILHOTO MPUMEHEHUSI HOBBIX, JOIMOJIHHUTEIbHBIX
3HAHWH W MMOATOTOBKH K MPEICTOSIINM YICOHBIM 3aHATHSAM, 3a4ETY.

BaxxHbIM  yCcliOBHEM  YCHENIHOTO W3Y4YEHUS AWCIUIUIMHBI  SBJISETCS
nocemieHne jekuil. [lox mocemenrneM moapasymeBaeTcsi He (popMa MaCCUBHOTO
MIPUCYTCTBHS, @ aKTUBHAS paboTa Mo U3YUYSHUIO HOBOTO MaTepuaia. [lonrotoBka k
JICKIIMOHHBIM 3aHATHSM BKIIOUaeT B ceOs aHAIW3 MpeIaraeMbIX I U3YYCHUS
BOIIPOCOB, W3yYCHWEC HOPMATHUBHBIX HWCTOYHHKOB W YYeOHOM W HAyIHOU
JUTEPATyphl IO pacCMaTPUBAEMBIM BOINpOcaM JIEKIMH. B mporecce JeKIuu
oOydJaromuiicss MOXET 3aJaBaTh  YTOUHSAIONIME  BOIPOCHI, OCYIIECTBUTH
B3aMMOCBSI3b HOBOTO Marepuajga C YXKE€ H3YYEHHBIM, MOJITOTOBUTH 0a3y Ui
3G (HEKTUBHOTO HMCMOIB30BaHUS MOTYUYEHHBIX 3HAHWM, OOJErdyuTh MOJATOTOBKY K
MPAKTUYECKOMY 3aHATHIO. D((PEKTUBHBIM CMOCOOOM (UKCAIMKU JEKIIMOHHOTO
MaTepuaia SBISETCS KOHCIEKTHUPOBAHME, MPEACTaBisioNnee COO0W HE TOJIBKO
buKcalioo BaXKHEUIIMX MOMEHTOB JIKIMHM, HO M YKa3aHHWE TPUMEPOB IS
MOHMMAaHUS TOTO WJIM MHOTO TEOPETUYECKOTO MaTepHuaa.

[Ipn moaroToBKEe K MPAKTHYECKOMY 3aHSATHIO HEOOXOIMMO HCITOH30BATh
KOHCITCKTUPOBAHHBIE MaTepuajbl JICKIMH, y4eOHYI0O W HAy4HYIO JIHTEpaTypy.
[ToaroToBKa OTBETOB MO BBIHOCHMBIM Ha OOCYKJICHHE BOTPOCAM MPAKTHIESCKOTO
3aHIATHS BKJIIOYACT B ceOs HE TOJBKO MPOYTCHHE MaTepHayia, HO U €r0 aHaju3 |
KPUTUYECKYIO OIEHKYy.. OOyuaromeMmycsi ClIeyeT BBISBHTh MaJOW3yYCHHBIE
aCIEKTHl PacCMAaTPUBAEMBIX BOTIPOCOB, NPOSBUTH HHHUITMATHBY IPU MOATOTOBKE K
MPAKTUIECKOMY 3aHSATHUIO.

[Ipu mOATOTOBKE K MPAKTUYECKUM 3AHATHUSMHU WM 3a4ETy PEKOMEHIYEeTCS
CUCTEMATU3UPOBATh 3HAHMS, M300pakass WX B TaOJIMYHOM, TpadUUECKOM WIIH
CXEMaTHYHOM BHUJIE. ITO MO3BOJIUT YCTAHOBUTH B3AMMOCBSI3b U3yUaeMbIX SIBICHUM,
YOPOCTUT 3ajady 3allOMUHAHMS MaTepuaja, OOJIETYUT IMPOIECC MPAKTHIECKOTO
MPUMEHEHUS TTOJTyYCHHBIX 3HAHUM.

3amaueli  TPAKTUYCCKUX  3aHATHA  SBISCTCS  BBIpAa0OTKA  yMCHHS
UCITOJI30BaTh TCOPETUYCCKUE 3HAHUS, TNPOSBUTh HAIWYUE TPAKTUICCKUX
HaBBIKOB. [Ipm  TOArOTOBKE K  MPAKTHYECKOMY  3aHATHIO  CIIEIYET
3a0J1arOBPEMEHHOTO 00ECTIeYNTh HAJNuMe HEOOXOAMMO IJIsi JTAHHOTO 3aHSTHS
MaTepuasa, CaMOCTOSITEIbHO TIOBTOPUThH PaHEe N3YUCHHBIE TEMBI.
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JUIst  yCcHnemrHoro OCBOEHUSI AMCIUIUIMHBI BaXKHBIM SBIJISIETCSI  YMEHHUE
paboTaTh C TepMHUHAMHU W WX OmpeneicHusMU. (s paGoThl ¢ TEPMUHOJIOTHEH
(G ()EKTUBHBIM SBIISIETCS MCIOJB30BaHUE KaK YYCOHOW W HAYYHOW JIUTEpaATYpHI,
TaK W FOPUIAYECKUX U GUIOCO(CKUX CIIOBAPEH.

Pabota ¢ TepMHHaAMU MOXET OCYIIECTBISATHCS Kak B (POPME COCTaBICHHS
COOCTBEHHBIX TEMAaTHYECKHX CJIOBAapPUKOB JUIsi yJ0OCTBAa M CKOPOCTH ITOMCKa
HeoOxomumoro TepmuHa. C  ITOW TENBI0 HEOOXOAUMO KaKIBIA  HOBBIM
BCTPEYAIOIIUIICS TEPMHUH 3alUChIBATh U BO BPEMsI MOJATOTOBKH K CEMUHAPCKUM U
MPaKTUYECKUM 3aHSTUSIM yKa3blBaTh COOTBETCTBYIOIEE ompeneneHue. B ciydae
BO3HMKHOBEHUSI CJIOHOCTH BBIOOpa OIpEACNICHUs] W3 HMEIOIIEerocs odbema B
paMKax Hay4YHOTO 3HAHHMS HEOOXOJUMMO 3aJaBaTh BOIPOCHI MpENoAaBaTEN0 B
paMKax JIEKIIMOHHBIX U MPAKTUYECKUX 3aHSITHUM.

WUutepakTtuBHble  (GOPMBI  MPOBEJACHUS  3aHATUA 1O  JAUCIMILIAHE
«/loxymenmoobopom u 0enonpouze00cmao» BKIIOYAIOT B ce0s CICAYIONIUE BUJIbI
3aHSITUN:

- UHTEPAKTUBHBIC JIEKIMH, TMPEANOJaraloT HUCIOJIb30BaHUE METOJa
npoOJieMHOTO M3JoXkeHus. [Ipu TakoM moaxoje JEKIHs CTAaHOBUTCS MOXO0XKEH Ha
JIAAJIOT, TPENo/laBaHue UMUTHUPYET HCCIEIOBATEIbCKUM TpoliecC (BBIIBUTAIOTCS
MEepBOHAYATILHO HECKOJIBKO KIIFOUEBBIX MOCTYJIATOB MO TEME JIEKIMH, U3JI0KECHHE
BBICTPAMBACTCS II0 TMPHUHIMUIY CaMOCTOATEIIBHOTO aHaldu3a U  000OIIeHUs
CTYJICHTaMU Y4eOHOro Marepuayia). JTa METOJMKA I03BOJISIET 3aUHTEPECOBAThH
CTYJIEHTa, BOBJIEUb €ro B mpoiiecc o0ydeHus. [I[poTuBopeurs Hay4dHOTO MO3HAHUSA
PacCKpBIBAIOTCS TIOCPEJICTBOM IIOCTAHOBKH MpoOJeMbl. YdeOHas mpobOiema u
npoOjeMHasi CUTyallus SBJISIOTCS OCHOBHBIMU CTPYKTYPHBIMU KOMIIOHEHTaMH
npobiemHoro obydenus. [lepes HauamoMm M3ydeHHUs OMPENETECHHON TeMbl Kypca
CTaBUTCSA TIEpeNl CTyJIEeHTAaMU MPOOJIEMHBIA BOMPOC WM JaeTcsS MPOOIEMHOE
3amanue. CTuUMynupys paspelieHue MNpooOJieMbl, MpernojaBaTelb CHUMAET
MPOTUBOPEUHS MEXKIY UMEIOIIMMCS €€ MOHUMaHueM U TpeOyeMbIMU OT CTyACHTa
3HaHUSAMHU. D(DPEKTUBHOCTh TAKOTO METOAa B TOM, YTO OTACJIbHBIC MPOOIEMBI
MOTYT TMOJHUMATHCSI CAMUMH CTyJIeHTamMH. [ JIaBHBIA ycHex aHHOTO METO/a B
TOM, YTO TIpenojaBareiib J0OMBAETCA OT ayJIUTOPUU «CAMOCTOSITEILHOTO
pelieHus» TOoCTaBleHHOW mpoOaeMbl. OpraHuzanus MNpoOJIEeMHOTO OOy4eHUs
MPEJCTABIACTCS JIOCTATOYHO CJIOXKHOM, TpeOyeT 3HAUYUTEIIbHOM MOATOTOBKHU
nektopa. OHaKO Ha HAYAJIIBHOM 3Tare MCIOJIb30BAHUSI ATOTO METOJA €ro MOKHO
BHEJIPSITh B CTPYKTYpPY TOTOBBIX, paHee pa3pabOOTaHHBIX JIEKIMH, MPaKTUIECKUX
3aHATHH KaK JIONIOJIHEHUE.

- TPYIIOBBIE JHUCKYCCUM, TPHUMEHSIOTCS [JIsi OOecredeHus: HaBBIKOB
KOMaHJTHOM pabOThl U MEXKJIMYHOCTHOM KOMMYHHKAIIMU U TIPEICTABISIOT COOOM
OIICHOYHOE CPEACTBO, IIO3BOJISIONICEC BKIIOYUTH OOYYaIOIMUXCS B TPOIIECC
OOCYXJeHUSI TPEJCTABICHHON TEMbI, MPOOJEMbI U OLECHUTh HUX YMEHHE
apryMEHTHPOBaTh COOCTBEHHYIO TOYKY 3peHus. Kpome Toro, B Xoje 3aHATHI
MIPOBOJIATCS KPYIJIbIE CTOJIBI 110 3aIaHHBIM TEMATUKaM.

- PpOJIEBBIC WIPBI, MNPEACTABISAIOT COOOW MOJEIUPOBAHME CHUTyallud, B
KOTOPOM Y4YaCTHUKAM MpeAJiaraeTcsi MPUHATh ONPENEICHHYIO MO3UIHI0 (POJib) U
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3aTeM BbIpabOTaTh CMOCO0, KOTOPBIA MO3BOJIUT MPUBECTU ATy CUTYaAIUIO K
HauIydiieMy pesyibTaTy (urpa). PoneBeie urpsl Hambosiee 3((PEKTUBHBI Kak
CPEICTBO TMPHOOPETEHUS M COBEPIICHCTBOBAHMSI HABBIKOB HEMOCPEICTBEHHOTO
MEXJIMYHOCTHOTO OOLIEHUsI, KOMAHJIHON paOOThl, @ TAaK)KE€ HABBIKOB MPUHATHS
pEeLIEHUN.

- TPEHUHTH, AJisl 00eCTeueHUs] HAaBBIKOB MPUHATHS PEIICHUN U JIUIEPCKUX
kadecTB. [IpoBenmenue 3aHsATHI B (opMe TpEeHHWHTa MPEAIOJIaraeT MPOIIECC
MOJIyYeHUS] HABBIKOB M YMEHUHN B KaKOW-JIMOO 00JaCTH MOCPEICTBOM BBITTOJTHEHHUS
MOCJIEA0BATENbHBIX 3aJJaHUN, IEVCTBUN WA WI'P, HANPABICHHBIX HA JTOCTUKECHHE
HapaOOTKU U pa3BUTHUs TpeOyemMoro HaBblKa. T[PEHUHT IMO3BOJISET JaTh €ro
YYaCTHHKAM HEJIOCTAIOU[y10 HH(popMaInio, cpOpMUPOBATH HABBIKM YCTOMYUBOCTH
K JIaBJICHHUIO, HaBBIKM Oe30macHoOro mnoBeaeHus. HeocrnopumbiM JTOCTOMHCTBOM
TPEHMHIa SIBISIETCS TO, YTO OH OOECIEeYMBAaET AKTUBHOE BOBJIEUYEHUE BCEX
YYaCTHHKOB B Ipolecc oOydeHus. PazmuuHble cUTyaluu, BO3HUKAIOUIUME B
rpymnnax TPeHUHTa, SBJISISICh YUEOHBIMU M B 3TOM CMBICIIE YCIOBHBIMU, UTPOBBIMU,
JUIsl 00y4aeMOro BBICTYIAIOT KAaK BIOJIHE PEalIbHbIE CUTYalluH, B KOTOPBIX HAa0
JEWCTBOBAaTh CO BCEW OTBETCTBEHHOCTBIO 3a pe3yJbTar AcicTBUA. UyBCTBO
OTBETCTBEHHOCTH 3JECh 0C0O00€: HE TOJIbKO Iepel camMmuM coOol, HO W Tepen
napTHEpaMH MO TPyNIe, TaK KaK YCHEIIHOCTh JEHCTBUS KaXKIOTO— 3TO  3ajor
ycIexa JAesiTeIbHOCTU BCEN TPYIIIIHI.

- aHalu3 cUTyauui (KeWc-MeToJ) — TEeXHUKa OO0y4YeHMsI, MCHOJIb3yIoIast
ONMKMCAaHWE peaJbHBIX cuTyaruil. OOydyaronuecss JOJKHBI MPOAHAIU3UPOBATH
CUTYalUIO, pa300paTbCsi B CyTH MpOOJIEM, MPEUIOKUTh BO3ZMOXKHBIE PEUICHUS U
BBIOpaTh Jiydliee M3 HHUX. B OCHOBE MeTO/Ja KOHKPETHBIX CHUTYallUid JIEKUT
ONKCaHUE KOHKPETHOM NpO(eCCHOHATBHOW MEATENBHOCTH WM 3MOLMOHAIBHO-
ITIOBEJICHYECKUX ACIEKTOB B3aMMOJECUCTBUSA JIIoAeH. [Ipy M3ydyeHUM KOHKPETHOM
CUTyalluM, M aHajdu3€ KOHKPETHOTO MpuMepa CTYACHT JOJKEH BXKHUTHCS B
KOHKPETHbIE  OOCTOSITENbCTBA, MOHATh CHUTYallMIO, OLIEHUTh OOCTaHOBKY,
OINPEENNTh, €CTh JIU B HEH MpodieMa U B 4eM ee cyTh. ONpeaenuTb CBOIO poJib B
pEelIeHNH MpoOJIEMbI U BBIPA0OTATh LIETECO00Pa3HYIO IUHUIO TOBEACHUS.

OueHouHble W METOJMYECKHE  Marepuaibl [0  JUCUHUILIMHE
«/loxymenmoobopom u denonpouzsoocmeoy npeactasiieHsl B ©OMM.

[Ipy mOArOTOBKE K MPOMEKYTOYHOMY WM HMTOTOBOMY TECTUPOBAHHIO
HEOOXOMMO M3YYHTh TEOPETUYECKHH W TMPAKTHYECKUN MaTepual. TecToBbie
3aaHus (C mepeyHeM BO3MOXKHBIX BapUaHTOB OTBETOB, CPEIH KOTOPBIX XOTs Obl
OJMH OTBET SBJIAECTCS HEBEPHBIM) OOECHEUYMUBAIOT CTPYKTYPHOCTb MBIILJICHHUS,
BBIHY)KJIGHHOTO BBIOpAaTh M3 MPEIOKEHHBIX BAapPHAHTOB OTBET BCE IMPaBUIILHBIC
BapuaHThl. TecToBbIE 3aJaHUsl HAa YCTAHOBJIEHUS COOTBETCTBUS IOJPA3yMEBAIOT
HEOOXOJMMOCTh MPOSBICHUS HE TOJBKO 3HAaHUSA Y4eOHOro Mmarepuana, HO H
yMEHUSl TPUMEHATh TMpaBuja (OpMaTbHOM JOTMKUA. TecToBble 3aJaHUs Ha
YHOPSAOYECHUE HaIpaBJICHbl Ha YCTAHOBJIEHUE JIOTMYECKON MOCIEA0BATEIbHOCTH
paccMaTpuBaeMbIX SIBJICHUI (BPEMEHHM CYLIECTBOBAHHUS SIBJICHHM, PacIONOXKEHUs
CTPYKTYPHBIX 3JIEMEHTOB MIPABOBBIX JOKYMEHTOB U T.I1.).
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O¢pPexTuBHBIM CcHOCOOOM MJs1 MOATOTOBKM K TECTUPOBAHUIO SIBISETCS
paboTa 00ydJarouierocsi Mo PEHIeHUI0 TECTOBBIX 3aJaHUM, MPEJOCTABICHHBIX IS
CaMOCTOSITENNbHOM paboThl. Takke MpU MOATOTOBKE K Takod (opMe KOHTPOJIS
3HAHM, KaK PEIIEHUE TECTOBBIX 3aJaHUl, CIEIYET CAMOCTOSATEIbHO MONBITATHCS
npopaboTaTh paccMaTpuBaeMble B JUCIUILUIMHE BOMPOCHI B (JOPME COCTABICHHUS
TECTOBBIX 33a/IaHUM.

[Ipy moAroToBKE K 3a4ery cleAyeT HMMETb B BHUAY, YTO OH SBJISETCA
UTOTOBOM (POPMOI KOHTPOJIA IO U3YUYEHHUIO JAHHON y4eOHOM AUCLMILIMHBL. 3a4eT
[OJIpa3yMeBaeT  MaKCUMaJbHYK  KOHLIEHTpAllMI0  3HAHUH U yMEHUH,
IPENOoJIaralolliyuX MOJIHOE U3yUYEeHUE MaTepraia JUCIUILIMHBL.

3auer mpoBOAUTCA B (POpME YCTHOro coOECelOBaHUS, BBIIOIHEHMS
NUCBMEHHOrO 3ajiaHus. Pemenwe mnpenojaBarenss 00 UTOrOBOM  OLICHKE
IIPUHUMAETCS MO Pe3yJbTaTaM YCTHOIO OTBETA M BBINOJHEHHOTO IHCbMEHHOIO
3aJlaHusl, B 3aBUCUMOCTH OT IIKAJIbI OLIEHKH.

B xauecTtBe HMCTOYHMKA JOMOJHUTENBHBIX MAaTE€pPUATIOB PEKOMEHIYETCS
M0JIb30BaThCA HMH(POpPMALME OTKPBITOro JocTyna cetd Internet (IaHHBIMU
MH(OPMAIIMOHHO-TIPABOBBIX U 00pa30BaTENbHBIX MOPTAIOB, OPUIIMATBHBIX CAHTOB
MUHHUCTEPCTB, BEIOMCTB, OTAEJIbHBIX OpraHU3alMi, TaHHBIMU TOCYJAapPCTBEHHOM
CTaTUCTHKHU, pe3yJbTaTaMU 3KCIEPTHO-aHATUTUYECKUX 0030poB). Kpome Toro,
MO>KHO BOCIIOJIb30BaThCS BO3MOXKHOCTSIMH CIPABOYHO-TIPABOBBIX CHUCTEM, 0azbl
KOTOPBIX COAEPKAT HE TOJBKO TEKCT HOPMATUBHBIX AKTOB, HO U HAY4YHBIE CTATbU
no pazauuHbiM  Bompocam  (Hampumep, CIIC «Koncynsrant  Ilmrocy).
PexoMenayeTcst Takke UCIOJIb30BaTh AIEKTPOHHO-OMOINOTEUHbIE CUCTEMBI.

10. OcoO0eHHOCTH OCBOECHUS JUCHHUIIMHBI 1JI1 HHBAJIHUI0B M JIUII C
OrpaHNYeHHBIMHU BO3MOKHOCTSAMHU 3/I0POBbSA

OOyuenne 0Oy4YaIOIIMXCS C OTPaAaHMUYEHHBIMH BO3MOXXHOCTSIMH 370POBbSI
npu HEOOXOJIMMOCTH OCYUIECTBIIETCS Ha OCHOBE aJalTUPOBAHHON paboueit
OporpaMMbl  C  HCIOJIb30BAHMEM  CIELUAIbHBIX METOAOB  OOYy4YeHHS H
TUIAKTUUECKUX  MaTepUalioB, COCTaBICHHBIX C Yy4e€TOM OcCOOeHHOCTel
NCUXO0(U3NYECKOTO Pa3BUTHUS, WHAUBUAYAIbHBIX BO3MOXKHOCTEH M COCTOSIHMS
3JI0POBbs TAKWUX O0ydaromumxcs (o0ydaromierocs).

B nensix ocBoenust yaeOHOM mporpamMmbl JUCHUILIUHBL «/[OKyMeHmooOopom
U 0elonpou3800CmE0» UHBATUAAMH U JIUIIAMH C OTPAHUYEHHBIMUA BO3MOKHOCTSIMH
310poBbsi MTHCTUTYT 0OecrieunBaet:

— JUIS. MTHBQJIUJOB U JIUI] C OTPAaHUYCHHBIMH BO3MOKHOCTSIMH 37IOPOBBS IO
3pEHUI0: pa3MEeIIeHNEe B JOCTYIHBIX JJIsi OOyYarOIUXCs, SBISIONINXCS CIETBIMU
Wi CcIabOBUISMIIMMU, MECTaX W B aJalTUPOBAHHON (QopMe CIPaBOYHOM
uHPOpMAIlMM O pACIUCAaHWM YUYeOHBIX 3aHATHUH; TPUCYTCTBUE AaCCHCTEHTA,
OKa3bIBAOIIIETO oOyuJaroremycs HEOOXOIUMYIO MIOMOILB; BBIITYCK
aJIbTepHATUBHBIX (POPMATOB METOJUYECKUX MATEpUajoB (KPYMHBIM MIPUPT WUIH
aynuohane);

— JJI MHBAJUAOB U JIMI] C OTPAHUYECHHBIMH BO3MOXKHOCTSIMH 3/10POBbS 110

CIIYyXYy: HAJJIC)KAIMMUMHU 3BYKOBBIMH CPCACTBAMU BOCIIPOHU3BCACHUC I/IH(l)OpMaHI/II/I;
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— JUIS MHBAJIWAOB M JIML C OTPAHUYEHHBIMU BO3MOXKHOCTSIMU 37I0POBbBS,
UMEIONINX  HApYIICHHs  OMOPHO-IABUTATEIBHOTO  ammapara:  BO3MOXKHOCTb
OeCIPEensITCTBEHHOTO JIOCTyIa 00y4YarouXxcs B y4eOHbIE MOMEIIEHHUS, TyaleTHbIC
KOMHATBI U JPyTrHe MOMEIICHUS, a TaK)Ke MPEObIBAaHUE B YKA3aHHBIX MOMEIICHUSX.
OOyuaromuecs u3 yuciaa uHBAIMIOB U Juil ¢ OB3 obecnedeHsl mMeYaTHBIMU U
(1M SIEKTPOHHBIMUA 00pa30BaTEIBHBIME pecypcamMu B popMax, aAanTUPOBAHHBIX
K OrpaHUYCHUAM UX 370poBbs. OOpazoBaHuEe OOYydYaIOIIUXCS C OrPaHUYCHHBIMU
BO3MOYKHOCTSIMH 3JJOPOBbSI MOXKET OBITh OPTaHM30BAHO KaK COBMECTHO C JPYTUMH
00y4aromuMHUCs, TaK U B OTJIEIBHBIX TPYINaxX WIN B OTACIBHBIX OpraHU3aLUsAX

11. Ilepeyenb MH(POPMANUOHHBIX TEXHOJIOTHA, MPOodeccHOHATILHBIX 0a3
JAHHBIX, HCIOJIb3yEeMbIX NPHU OCYILECTBJICHNH 00Pa30BaTeJIbHOIO Npoiecca
N0 JUCHMILIHHE (MOYJ/II0), BKJIKOYAS NepevYeHb NPOrPAMMHOI0 00ecredeHus
U MH(OPMAIUMOHHBIX CMIPABOYHBIX CHCTEM

IIporpammHoe oGecnieueHue:

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

2. IMaket oducHbix porpamm Microsoft Office Professional 7 (MS Word,
MS Excel, MS Power Point [IponipuerapHnas);

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

4. IlporpammHOe oOecriedeHue ISl IPOCMOTPA IEKTPOHHBIX TOKYMEHTOB B
crangapte PDF (FoxitReader GNULesserGeneralPublicLicense);

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

NudopmanuoHHbie CIPABOYHBIE CUCTEMbI:

1) CnpaBouno-npaBoBas cucrema «KoncynbrantlLimocy.

12. MaTepuajnbHO-TeXHUYECKasi 6a3a, He00XoAUMast VIl OCYIeCTBJIEHUSs
00pa30BaTeJIbHOIO NMPOLECcca Mo AMCHUIVIUHE (MOAYJII0)

Cnenmnaiu3upoBaHHble AYIUTOPUM:
VYuyebHast ayauTopus JUIsL TPOBEACHUS 3aHATUH CEMHHAPCKOrO THIA, KypCOBOIO
NPOEKTUPOBaHUS (BBIIOJIHEHUS KYpCOBBIX pabOT), TPYNMOBBIX M HWHAMBHIYaJIbHBIX
KOHCYJIbTAIMH, TEKYIEro KOHTPOJIS U MPOMEKYTOUHON aTTecTalluy / KOMIbIOTEPHBIH Ki1acc
/ IOMellleHue JIJIsl CAMOCTOSITETIbHOU paboThl
Texnuueckue cpeacTBa 00y4eHHUs:

KOMITBIOTEP C IPOTrpaMMHBIM OOeCIieYeHHEM, YKa3aHHbIM B 11.11, nocTynom k cetn
«HTEepHET» U 00ecrieueHneM I0CTyIa B AJIEKTPOHHYIO HH(OPMaLMOHHO-00pa30BaTeIbHYIO

cpeny

Cnenmnajnu3upoBaHHble AYIUTOPUM:

VYyeOHast ayIUTOpHs I MIPOBEACHUS 3aHATHH JIEKIIMOHHOTO THIA, 3aHATUH CEMHHAPCKOTO
TUIA, KypCOBOTO NPOEKTUPOBAHHUS (BBIIOJHEHHS KypCOBBIX palOT), TpPyHHOBBIX H
WHAMBUAYAJIbHBIX KOHCYJIBTAIMI, TEKYIIET0 KOHTPOJISL M IPOMEKYTOYHON aTTeCTalluu
TexHu4yeckue cpeacrsa o0y4eHus:

MYJIBTUMEAUNHBINA KOMIUIEKC
KOMITHIOTEP C MPOTPAMMHBIM 0O€CTIeueHneM, yKka3aHHbIM B 11.11
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