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BbICIIEro 00pa3oBaHus JIeHUHIpaacKoil 061acTH
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1. ITosicHUTEJILHAA 3AIMUCKA

Kypc «JlokyMeHTannoHHOE OO€ecreyeHne ynpaBieHUs» 3aHUMAeT Ba)KHOE
MECTO IpHU MOATOTOBKE OakanaBpoB 1o HanpasieHno43.03.01 - Cepsuc.

PaboTa ¢ goKymMeHTamMHu BBICTYNAET OJHOM W3 Hauboiee Ba)KHBIX COCTaB-
JSIOIIUX JIEATEIbHOCTH MEHEHKEPOB B CEPBUCHOM JIeATENbHOCTH. POpMUpOBaHUE
y 00y4aroluXxcsi CUCTEMbI 3HAHUI U yMEHUI paboThl C TOKyMEHTaMU, HEOOXO U~
MBIMH 711 3()PEKTUBHOTO YIPaBICHUS CEPBUCHBIM NPEINPUSATUEM, CIIOCOOCTBY-
€T MOBBILICHUIO Ka4eCTBA IIOATOTOBKH OakajJaBpOB JaHHOI'O HAIPaBJICHUS.

[lenbto OCBOEHHUS NTUCUUILUIMHBI «J/{OKyMEHTalMOHHOE OOecreueHue yrpas-
JIEHUS» SBIIAECTCS U3YYEHHE CHUCTEM JIOKYMEHTAllMH, OPTaHM3alUU JTOKYMEHTHUPO-
BaHUsl U JEJONPOU3BOJICTBA, COCTABIISIIOIINX OCHOBY MH(OPMAIMOHHBIX IMpOLEC-
COB B CEpPBHCE.

3angauy TUCHUIUINHBIL:

. 03HAKOMJICHUE CTYJICHTOB C 3aKOHOJIaTeJIbHOW M HOpMAaTUBHOMU 0a30ii,
METOAMYECKUMH pa3pad0TKaMH M OCHOBHOW Hay4YHOMW JTIUTEPATypoOH MO KypcCy;
. M3y4YeHUE TIPAKTHUKUA OpTraHU3allii JOKYMEHTAIIMOHHOTO 00eCIIeueHuUsI

YIIPABJIEHUs HA NMPEANPUATUAX, OPTaHU3ALUAX U YUPEIKICHUAX CEPBUCA.



2. IlepeyeHb IAHNUPYEMBIX Pe3yJIbTATOB 00y4eHHs M0 JUCHHUILUINHE, COOTHe-
CEHHBIX C INIAHUPYEMBbIMH Pe3yJIbTATAMHU OCBOCHUS 00Pa30BaTeJIbHOM MPO-
rpaMmbl

JucuunnuHa «JloKkyMeHTaIMOHHOE 00eCTICUeHUE YIPaBJICHHS yIacTBYET B
(bopMHPOBAHUU CIIEAYIONICH KOMIIETCHIIMH (CIEAYIOMNUX KOMIIETECHIMN):
CTpyKTypHBIE 2JIEMEHTBI KOMITETEHIIUN

Komnerenuun

Nuaukaropsl

Jleckpunropsl

YK-4 - Cnocoben
OCYIIECTBIISTH AEIO-
BYI0O KOMMYHUKAITUIO
B YCTHOM W IIHCh-
MeHHOU dopMax Ha
roCcyJJapCTBEHHOM
a3pike  Poccuiickoit
denepauu U HUHO-
CTpaHHOM(BIX)  SA3BI-
ke(ax)

YK-4.3 — ocymecTsiseT
JIEIOBbIE KOMMYHHKAIIUU B
YCTHOM M  NHUCHbMEHHOM
dbopMax Ha pycCKOM W
(W) MHOCTPAHHOM SI3bIKAX
MIPU TIPEIOCTABICHUH YCIIYT)

3HaHus:

OCHOB JIOKYMEHTAJILHOTO OOCCIICUCHHSI YIIPaB-
JICHHsI TIpeanpusTueM cdepbl YCIyT; cocTaBa
OpPraHU3alMOHHO-TIPABOBOM,  PACHIOPSIAUTENb-
HOM, MH(OPMAIMOHHO-CIIPABOYHOMU, TIAHOBO-
OTYETHON JOKYMEHTAlMU, MpaBUi €€ COCTaB-
neHust 1 0hOPMIICHHS,

YMmenus:

ONPEACIISTh COCTAB, CTPYKTYPY U COAEPKAHUE
JIOKYMEHTAIMH, 00eCTIeYnBaIoIIeii opranmusa-
LIMIO TTPOIIecca CepBUCa;

OINpPEAEIIATh BUABI YIPABIECHYECKUX JTOKYMEH-
TOB C Y4€TOM 0COOEHHOCTEMH chephl yCIyT;
COCTaBJIATh M OOPMIIATH JIEIOBBIE TIHCHMA,
JOKJIaJIHbIe U CIY)KEOHbIE 3alUCKU, OTBEUATh
Ha JKaJo0bl MOTpeduTeNnei

HaBbiku:

pa3paboTku Habopa OpraHU3alMOHHO-
NpaBOBOW, pacIOpAIUTEIbHON, HHpOpMaIu-
OHHO-CIIPAaBOYHOW, IJIAHOBO-OTYETHOU JIOKY-
MEHTallMM B IPOLIECCE€ OpPraHM3allM CEepBUC-
HOM J1€TEeIbHOCTH;

CUCTEMATHU3allMM JOKYMEHTAlluu B IIpoIecce
CEPBUCHOM JESITEIIbHOCTH




IK-1 - Cnoocoben
OCYIIECTBIIATh CTpa-
TETMYECKOE U TaKTH-
YECKOE yTpaBICHHE
JerapTaMeHTaMu
(cmy>x06amu, oTnena-
MH)  OpEeIIpUsITHN
chepsl TOCTETPUNM-
cTBa U OOIIECTBEH-
HOI'O IIUTaHUS

[IK- 1.4 — OcymecTBiserT
OpraHM3alMI0 U TJIaHUPO-
BaHUE [IEATEIBHOCTH Jie-
NapTaMeHTOB (CIyk0, OT-
NIEJI0B) TOCTUHHUYHOTO KOM-
ieKca W OPeaIpUSTUS
0OLIECTBEHHOI'O TUTAHUS

3Hanus:

OCHOBHBIX BHJIOB JIOKYMEHTOB, OOCCIICYH-
BAIONIMX OPraHHU3alHI0 ¥ TUTAHUPOBAHHE JCs-
TENbHOCTH JenapTaMeHTOB (cCi1y>k0, OTAENOB)
TOCTUHUYHOTO KOMIUICKCA M TPEIIPUATHS
OOIIECTBEHHOTO MTUTAHMUS;

[IpaBwi opranuzanuu JTOKyMEHTO000pOTa Ha
MPEANPHUATHIX TOCTEIPUAMCTBA H  OOIIECT-
BEHHOTO TTUTaHUS;

Ymenus:

CucTeMaTU3UpOBaTh OCHOBHBIC BHJIBI JOKY-
MEHTOB, OOECIICYMBAIOIINX OPTraHU3aAlNI0 |
TUTAHUPOBAHHE IEATEILHOCTH JCTapTaMeHTOB
(cy>0, OTIENOB) TOCTHHUYHOTO KOMIUIEKCa U
NpeANpUATHS 00IIECTBEHHOTO TTUTAHUS;
AHanu3upoBaTh OPraHHU3AIHNIO JTOKYMEHTO-
000poTa HA MPEANPUATHIX TOCTEIPUUMCTBA U
0OIIIECTBEHHOT'O TTUTAHMS;

HaBpbiku:

CocraBieHus 1 0pOPMIICHHSI OCHOBHBIX BUJIOB
JIOKYMEHTOB, 00OCCIICUMBAIOIINX OPTaHU3AIHIO
U TUTAHUPOBAHHE JCSITEILHOCTU JICTapTaMCH-
TOB (Cciyk0, OTAENIOB) TOCTHHHUYHOIO KOM-
TUIeKCa U MPEANPHUITHS OOIIECTBEHHOTO MUTAa-
HUS,

CoOuroieHus MpaBuI JOKYMEHTOO0OpOTa Ha
OPEINPUITUSIX TOCTEIPUHMMCTBA M OOIIECT-
BEHHOTO TIUTaHUS;

IIK-3 - Cnocoben
OpTaHU30BHIBATH
CHUCTEMHBII
TPOJIb OousHec-
MPOLIECCOB,  pecyp-
COB, Ka4eCTBa YCIIyT
u o0cy)KMBaHUS,
MPOBOANWTH  OIICHKY
s dexTuBHOCTH
(YHKIIMOHUPOBAHUS
JenapTaMeHTOB
(cmyx0,  OTHenoB)
OPEIIPUITUNA TOCTe-
IPUUMCTBA U 001I1e-
CTBEHHOTO MMUTAHUS

KOH-

[IK — 3.1 — Opranusyer
CHCTEMHBI KOHTPOJb OM3A
HEC-TIPOLIECCOB  JlenapTa-
MEHTOB (CIIy»0, OTIEJIOB
NPeANpUITHA THUTAHUS W

TOCTCIIPUUMCTBA

3HaHuA:

OCHOBHBIX JIOKyMEHTOB, HEOOXOJIUMBIX IS
OpraHu3aIy BHYTPUPUPMEHHOTO KOHTPOJIS;
Ymenus:

Cucrematn3znpoBaTh HHOOPMAIIHIO O JIEATEIb-
HOCTH JIeTIapTaMeHTOB (CIyxkO0, OT/IeNoB) roc-
TUHHYHOTO KOMIUIEKCA W TIPEIIPHUSATHS OOIIIe-
CTBEHHOTO IHUTAHUS C LEJNbI0O OpraHu3alUH
BHYTPH(PHUPMEHHOTO KOHTPOJIS;

HaBbiku:

CocraBieHuss OCHOBHBIX JJOKYMEHTOB, HEO00-
XOAUMBIX JUIS OpPraHW3alMd BHYTPU(UPMEH-
HOT'O KOHTPOJIS;




3. MecTo TUCHUIUIMHBI B CTPYKTYype 00pa30BaTeIbHOM MPOrpaMMbl

«/loKkyMeHTalMOHHOe o0ecledyeHre YNpaBJEeHHUSA» SBISIETCA IHUCLUIUIM-
HOI yacTu, GOpMHPYEMON yHJaCTHUKaMH 0Opa30BaTENIbHBIX OTHOIICHHUM IS MO
TOTOBKH CTyAEHTOB 10 HampasiieHuto 43.03.01 — Cepsuc.

HIngp xom-
NeTeHUHHU

[penmecreyrommue
AUCUMIUTUHBI (MOY-
JIN), IPAKTHKHU y4e0-
HOTI'0 MJIaHa, B KOTO-

PbIX OCBaMBaeTCst
KOMIIeTEeHIUsl

JAucuuminHabl (MOayJ/M), MPaK-
THKH Y4e0HOI0 IJIaHA, B KOTO-
PBIX KOMIIETEHINSI 0CBANBAETCS
napajjieibHO ¢ U3y4aeMoii Juc-
IHUILTHHOH’

Hocaenyrommue
AUCUMILTUHBI (MO-
AYJH), IPAKTHKHA
yueOHOro nJjiana, B
KOTOPBIX 0CBaNBa-
eTcsl KOMIIeTeHIIUs

YK-4

Pycckuit s3bIK U KyJib-
Typa pedu

NHOCTpaHHBIN S3bIK

VY4eOHas mpakTuKa
(O3HakoMuTEIbHAS
MIPaKTHKA)

HNHocTpaHHBIN A3bIK
JIETIOBOTO OOILEHHUS
/MHOCTpaHHBIN SI3BIK B
npodeccrHoHaIbHON
JeSTSILHOCTH

[IpousBoacTBeHHas
MIpaKTHKa (OpraHuza-
LIMOHHO-
yIpaBieHYecKast)

VYrpasneHue KoOMMy-

HUKATHBHBIMH TIPO-

ueccamu /Yenosek u
ero norpedHoCcTH

[TpousBoacTBeHHAas
NpaKkTUKa (cepBUCHAs)

IIpousBoacTBeHHas
MpaKkTHKa (Tpeaau-
MJIOMHas )-




ITK-1

NUTaHUA

nosejcHHe/
HEKMEHT
[IpousBoacTBeHHas
[[UOHHO-
THKA)

Opranuzanys ¥ mia-
HUPOBAHUE JEATEIIb-
HOCTH NPEINPUATUHN
cepBuca

ConnansHo-
KyJIbTYpHasl JesTeNb-
HOCTb B c(epe rocre-
MIPUUMCTBA U OOILECT-
BCHHOT'O ITUTaHUA

VYmpasieHue nepcoHa-
J0M B nipoeccuo-
HaJILHOM JIeATeILHO-
CTH

[TpousBoacTBeHHAs
npakTuka (CepBucHas
MIPAKTHKA)

OcHOBBI (H)MHAHCOBOTO,
OyXraiaTepckoro u cra-
THCTUYECKOTO yUeTa B
ctepe rocTenpurumMcT-
Ba W HA MPEANPHUATHIX

[Ipon3BoCcTBEHHAS IPAKTHKA
(CepBucHas mpakTHKa)

MapKeTUHIOBbIE KOMMYHHKA-
un/ Y ipaBiieHHe KOHKYPEHTO-

[Tporpammuoe obec-
II€YECHHUEC U aBTOMAaTHU-

3a1ust eI TeIbHOCTH
HpelalI/IﬂTI/Iﬁ IIUTAaHUA
¥ TOCTETIPUUMCTBA

Teopus oprannzauuu
Y OPraHU3alIOHHOE

Crparernueckuii Me-

npakTuka (Opranusa-

yIpaBJIeHUECKasl MpaK-

CIOCOOHOCTBIO MPEANIPUATHUS

CTBa

OteuecTBEHHBIN U 3apyOeKHBIH
OIIBIT OKa3aHMS YCIIyT 00mIecT-
BEHHOT'O IIUTAHUS U TOCTETIPHUIM-

busgec-
IJJAHUPOBAHUE

Tpynosoe npaso

CepBuc B MHIyCTpUHN
OOIIECTBEHHOT' O TTH-
TaHus1/
PecTopannsiii 6u3-
HEc

CepBuc B UHIyCTpUHN
rOCTEeNpPUUMCTBA/
I'ocTuHUYHBIH OU3-
HEC

ITK-3

Teopus opranuzanuu
U OpraHu3alloOHHOE

noseneHue / Ctpare-

VipasieHne Ka4eCTBOM YCIIyT U
oOciry>)xuBaHus B cepe rocre-

IIpUUMCTBA U O6H_ICCTBCHHOFO







THYECKUU MEHE K-
MEHT

TexHuueckue cpeacT-
Ba U TEXHOJIOTUHU B
chepe TocTenpPUUMCT-
Ba U OOIIECTBEHHOTO
MUTaHUS

Opranu3zanus u mia-

HUPOBaHUE EATEIb-

HOCTH MPEIIPUATUN
cepBHca

[IpaBoBoe perymupo-

BaHUE B cdepe rocre-

MIPUUMCTBA U O0IIECT-
BC€HHOT'O ITUTaHUA

[TpousBocTBEeHHAs
npakTuka (CepBucHas
MIPAKTHKA)

NUTaHUuA

10



4. O0beM TUCHUILUINHBI (MOAYJIsI) B 3a4E€THBIX eIMHUIAX C YKA3aHUEM KOJIH-

4ecTBAa AaKAAeMUYECKUX HJIH ACTPOHOMHMYECKHX YACOB, BbIJIeJICHHBIX HA KOH-

TAKTHYI0 padoTy 00y4aliuuxcs ¢ npenojaaBaresieM (1o BuaaM yueOHbIX 3a-
HATHI) M HA CAMOCTOATEIbHYI0 PadoTy 00y4aromuxcs

OO6m1ast TPy10€MKOCTh OCBOCHHUSI YU€OHON JUCHHUIUIUHBI «/[OKyMeHmayuoH-
Hoe obecneueHue ynpaeieHus» COCTaBIACT 4 3a4eTHbIC eAUMHUIBI Wi 144 akane-

MHYCCKHUX Haca.

Cemectp Ne Cel\;eCTpa Bcero, ak.yacoB

OO6m1ast TpyI0EMKOCTh (BCETO aK. 4acoB / 3.€11) 144/4 144/4

Jlexuun 32 32
KonrakTHas padora
IIpakTrueckue 3aHATHS 32 32
CamocTtosTenpHas padora 44 44
Bun
IIPOMEKYTOUHON OK3amMeH

aTTecTanuu 2,3/33,7 36

(xoHT.pal.**/ ca-
MOCT. pa0.)

11




5. Conepxanne TUCHHUILUIMNHBI (MOAYJIs1), CTPYKTYPHPOBAaHHOE 0 TeMaM (pa3-
AeJiaM) € YKa3aHHEM OTBeJIeHHOI0 HA HMX KOJIMYeCTBA AaKaAeMHUYeCKUX HJIH
ACTPOHOMMYECKHMX YACOB ¥ BU/IOB Y4eOHbIX 3aHATHH

HanmMeHnoBanwme pasje-
J1a AUCIUIUIMHGI (Tema)

TpynoeMKOCTb

BCETO

KonTakTHas

abora

JICKOUN

MMPaKTHU4. 3aHATUSA

71a00p.3aHATHS

camocT. paboTta

Coneprxanue

7 ceMmecT

OCHOBBI J1IOKyMEHTALIU-
OHHOro oOecrieueHus
OpraHM3allH  CEPBHC-
HOU JIeATEILHOCTH

28

12

[lonsTie o0  HOKyMeEHTe.
CsoiicTBa, NpU3HAKH,
GyHKIMU JOKyMeHTa. Me-
TOJIbl U CHOCOOBI JIOKyMEH-
tupoBaHus. HopmaTusHO-
MeToauyeckas 0a3a JOKy-
MEHTALMOHHOTO obecreye-
HUS YIPaBJICHUS JEATElb-
HOCTBIO OpraHU3aLUU Cep-
BHCHOHU JIeATENBbHOCTU. Bu-
Jbl YIPABJIEHYECKUX JIOKY-
MEHTOB, HEOOXOJUMBIX JIs
ONMCAHUs pa3IM4YHBIX
YIPABJICHYECKUX IEUCTBUM.
VYHudukauus u craHaapTH-
3anugd JOKyMeHTOB. [loHs-
THE W COCTaB PEKBU3H-
TOB.DOPMBI JOKYMEHTALIUU
Ui pa3pabOTKH CEpBUCHO-
ro NPOJYKTA

CucremMbl  JIOKyMEHTa-
U, oOpasyronecs: B
IpoIIecce  YIpaBJICHHS
JESATENILHOCTBIO ~ Opra-
HU3aui cdepbl cepBU-
ca

26

10

CoctaB, CTpykTypa U cCO-
JepKaHue JOKyMEHTAIuH,
oOecrieynBaroieil opraHu-
3aumio cepsuca.CocraB op-
TFaHU3aI[MOHHO-

paBo-
BOM,pacropsiIuTeIbHOM,
UH(POPMALIMOHHO-
CIIPaBOYHOM, IUIAHOBO-
OTYETHOM  JIOKYMEHTALIUH,
npaBuia €€ COCTaBJICHUS U
odopMIICHUS
Oco0eHHOCTH JIOKYMEHTO-
000poTa B CEpBUCE

JlokyMeHTanmoHHOe

28

12

O6mas XapaKTEPUCTHKA

12




obecrieyeHue yrpase-
HHSI TIEPCOHAJIOM.

KaJIpOBOTO COCTaBa TMpe/-
npustug. Opranuzanus J0-
KyMEHTallMOHHOT0 obecre-
YeHHs] JeSATeNbHOCTH Kaj-
poBOH  CiIyKObI TIpeAnpu-
artus cepBuca. OpraHuza-
st paboTel ¢ KaJpOBOU
nokymenTtanueii.  Ocoben-
HOCTH HCTIOJIB30BAHUS CETH
WuTtepHer s pelieHus
3a/a4 KaJpoBOrO JAENONpo-
uzBoacTBa.  OdopmiieHue
JIEJIOBBIX TIUCEM, JOKJIAJI-
HBIX U CJIyK€OHBIX 3aMHCOK,
OTBETOB Ha >KaJoObI MOTpe-
OuTENeH.

Opranunzanus JIOKY-

Opranu3zanus paboTsl ¢ J0-
kymeHTamu. Cucremarusa-
oysa JOKYMCHTAIlMKU B IIPO-
1[ecce CEepPBHCHOU JesTelb-

26 8 8 10 | HocTu.®@opMupoBaHUE u
MeHTOo00O0poTa
oopmienne aen. Dkcmep-
TH3a LEHHOCTU JOKYMEH-
TOB, TOJATOTOBKAa JIOKYMEH-
TOB K XpaHEHHIO.
DK3aMeH 36 2,3 33,7
Wrtoro 144 | 32 | 343 | 77,7
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6. IlepeyeHb yueOHO-METOAMYECKOT0 00eceYeHHs VISl CAMOCTOSATEJIbLHOM pa-
00THI 00yUYAOIIUXCH N0 AUCIHUIIAHE (MOIYJII0)

Ne Bunel camocTosTenbHON paboTh TpynoemMKkocTs, ®dopma KoHTpoJIA™
aK.4achl
l. [IpopaboTka TeOpeTHUYEeCKOro Marepua-
. Koncynpranus npe-
Jla 10 KOHCTIEKTaM JIEKIUH, peKOMEH10-
o 14 [0JaBaTEeNsl, YCTHOE
BaHHOW JIUTEpaType, JNONOJHUTEIBHBIM
cobeceoBaHne
WCTOYHUKaM MH(MOpMaluu
2. [ToaroroBka Kk MpakKTUYECKUM 3aHATHU- BricTymuienue ¢
SM: TIOUCK HEOOX0IMMON HH(pOpMaLuH, JIOK- JIaJIoM,
00paboTka nHGOopMaIUH, HAUCAHUE 16 Mpe3eHTAIHS,
JIOKJIa/1a, MIOATOTOBKA K BBICTYILIICHUIO OTBETHI Ha TUCKYC-
(nuckyccun) CHOHHBIE BOIIPOCHI
3. IToaroToBka K TEKyIEMYKOHTPOJIIIO
(TecTupoBaHME W/WIIH HaNMcaHue pede- 14 Tectbl, pedepatsl
paTa)
4. IToaroroBka K IpOMEKyTOYHOM aTTe- YcTHOe cobecenoBa-
cTanuuu 33,7 HHE,
(BOIIPOCHI K 3K3aMEHY, UTOTOBbII TECT) TECTUPOBAHUE

JIJist caMOCTOATENbHON PabOTHI MO JUCIUIUIMHE (MOMIYII0) 0Oydaronuecs
UCIIOJIB3YIOT CIIEYIOLee yueOHO-METOUUECKOE 00ECIIEUEHHE:!

1) JoxymeHTanmoHHoe obecrnieueHue ynpasieHus: YueOHoe nocooue/ I'na-
miE.B. - M.: U1 PUOP, HUL] MH®PA-M, 2020. - 249 c.Pexumaocryma:
https://znanium.com/catalog/document?1d=354819

2) JloxymeHTarimoHHOE OOECTIeYeHHE YIpaBJICHUS TEpCcOoHAIoOM: YueOHOoe
nocooue/bynar P. E. - M.: HUL[ UHOPA-M, 2019. - 234 c. Pexxummoctymna:
https://znanium.com/catalog/document?id=355024

3) beikoBa, T. A. JlokyMeHTalluOHHOE OOECHeYeHUE YIPaBICHUSI HEroCy-
JapCTBEHHBIX opraHu3anuii : yueoHoe nocodue / T. A. beikosa, JI. B. Cankuna. —
2-e u3n., nepepad. u gon. — Mocksa : UHOPA-M, 2020. — 302 c. Pexum noc-
tyna: : https://znanium.com/catalog/product/1072260

4) ®oHJ OIEHOYHBIX M METOJUYCCKUX MaTCPHAIOB IO JUCIHUILIU-
He«/loKyMeHTallmoOHHOE 00EeCTICUeHHE YITPaBICHUS.
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7.®@0oH OLIEHOYHBIX U METOANYECKHX MATCPHAJIOB AJdA IPOBCACHUSA IIPOME-
)KyTO‘-IHOﬁ arTrecranumu oﬁyqaloumxcn Mo JTUCIMIIIMHE

Bomnpocs! 151 npoBeAeHUsI MPOMEKYTOYHOM aTTecTalluu (3K3aMeHa).
1. O6ocHOBaHKME HEOOXOAMMOCTU OOYUEHHS JOKYMEHTAIIMOHHOMY OOECIIEYEHHIO
U €ro aBTOMaTU3aluu;
2. loxymeHT0000pOT B opranuzanuu. PaboTa ¢ BXOASIIMMU JOKYMEHTAMH;
3. Knaccudukaropsl 1OKyMEHTOB;
4. @opMHUpPOBAHUE U XPAHEHUE JET;
5. PersmamenTanus 1eJI00pOU3BOJICTBA;
6. [Ipesentauus. Ee pynkius u HazHaueHue. OCHOBHBIE JIEMEHTHI;
7. OCHOBHBIE MOHATHUS JOKYMEHTAIIMOHHOTO 00ecreYeHns yIpaBieHus (J1eJI0po-
U3BOJICTBO, JOKYMEHTOOOOPOT, TOKYMEHT, PEKBU3HUT, U JIp.);
8. OpranuzanuoHHble JOKYMEeHThl. X QyHKIIMM 1 Ha3HaueHue. Y CcTaB OopraHusa-
UH;
9. OcHOBHbIE QYHKLIUU JOKYMEHTA;
10. OpranuzaunoHHble 10KyMeHThl. X ¢pyHkuuu u HazHauenue. llItaTHoe pacnu-
CaHue;
11. Yaudukanus u ctanaapTuzanus 10KyMEHTOB;
12. OpranuzanuoHHbie JOKyMeHThl. X dyHKUMU U Ha3HauyeHue. JlomKHOCTHAsS
UHCTPYKLIHS
13. brank. [Tonarue 6manka. TpeboBaHus Kk opopMIICHHIO OJIaHKOB;
14. Pacniopsiautenbhubie JOKyMeHThl. X ¢yHKuuu n HasHauenue. [Ipukasz nmo oc-
HOBHOM JEATEIbHOCTH;
15. PexkBusur. [lonsiTue pekBusuTa, NOpsAI0K UX 0(hOpMIICHHUS;
16. CipaBoyHO-UH(pOpMALIMOHHBIE TOKYMEHThI. X GyHKIIMM U Ha3HaUYeHHE. AKT;
17. Texuuueckue CpencTBa, UCIOJIb3YEMBIE B JIETOIPOU3BOICTBE;
18. CnpaBouHO-uHpOPMAIIMOHHBIE JOKyMEeHThI. X dhyHkimu u HazHaueHue. [1po-
TOKOJI,;
19. bnank. Buapl 6;1ankoB. OcoO0eHHOCTH X 0)OPMIICHUS;
20. JlokyMeHTOO0OpOT B OpraHu3anuu. PaboTa ¢ HCXOIAIMUMHA JOKYMEHTaMH
21. bnank. BapuanTsl pacnoyioKeHUs peKBU3UTOB Ha OJIaHKAX;
22. IloaroroBka u nepeaya el B apXuB;
23. IlpaBuna odopmiieHus AaT, HyMepaluu CTpaHull, ohopmiieHUs TabIull, MaTe-
MaTU4YECKUX (HOPMYJ U COKPAIICHUIA;
24. PacniopsiautenbHbie JOKYMEHTBI. X QyHKIIMU U Ha3HaueHue. YKa3aHue;
25.  JlokyMeHT000OpOT B opranu3aiuu. [Ipoiiecc KOHTPOJIS UCIIOJIHEHUS JTOKY-
MEHTOB;
26. CnpaBouHO-MHGOPMAIIMOHHBIE JOKYMEeHThI. Ux dyHkimnu u HazHadeHue. O0b-
SICHUTEJbHAS U JIOKJIaJIHAs 3aMUCKU;
27. lokymeHTO000pOT B opranuzaiuu. PaboTa ¢ BXOASIIMMU TOKYMEHTaMU;
28. PacnopsautensHble JOKYMeHThl. X QpyHkuMu 1 HazHaueHue. PacnopsikeHue
29. OCHOBHBIE IOHATHS JOKYMEHTALIMOHHOTO 00€CIIEUEHUs YIIPaBICHHUS;
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30. CnpaBouHO-UH(pOpPMALIMOHHBIE JOKYMEHThl. X dyHKIMU 1 Ha3HayeHue. [Ipo-
TOKOIL;

IIpumepHbIe NPAKTUKO-OPHEHTHPOBAHHbIE 32]aHUSA
1. OdbopmuTh MpUKa3 0 HaA3HAYEHUH OTBETCTBEHHOTO 3a OOpallieHue ¢ O1aH-
kamu npeanpustus B coorserctBun ¢ 'OCT P 6.30-2003
2. OdopMUTH IPOTOKOJ 3acCeTaHUsl HIKCIIEPTHON KOMUCCUU B COOTBETCTBHUH
¢ TUIIOBOM MHCTPYKLKEN IO AEIONPOU3BOICTBY
3. CocTaBuTh CinyKeOHYIO 3aITMCKy Ha IOOIIPEHUE COTPYIHUKA, MEPEBHI-
MOJTHUBIIETO TUIAHOBBIE MOKA3aTENH

[TonHBI KOMILIEKT 3aJaHUI U 3TarnoB (pOPMUPOBAHUS KOMIIETEHUUU MPEA-
craBiiecH B DOHJE OLEHOYHBIX M METOJWYECKUX MATEPHUAIOB JUIA IPOBEACHUS
MIPOMEKYTOUHOM aTTecTaly O0ydYarolMUXcs MO AUCHUIUIMHE, O()OPMIICHHBIA OT-
JENBHBIM JOKYMEHTOM, ITPEACTABIICH B IPUJIOKEHUH 1.
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8. IlepeyeHb OCHOBHOI, TOTOJTHUTEIbHOI YUeOHOM JTUTEPATYPbI, PECypPCOB
HH(GOPMAIIMOHHO-TEJIEKOMMYHHKALIMOHHOM ceTH « MHTEepHET», HEOOXOAUMBIX
JJISl OCBOCHUS AU CHMIVIMHBI (MOTYJIs1)

a) HOpMATHBHbIE PABOBbIE AKTHI

1) Hanmonanenseiit crangapt PO I'OCT P 7.0.8-2013 "Cucrema cTaHaapToB
o uHpopmalu, OMOIUOTEUHOMY U U3/IaTeIbCKOMY Jeny. JlenonpousBoACTBO U
apxuBHOe Jie0. Tepmunsl u onpenenenus” (yTB. npukazom denepanbHOro areHT-
CTBa MO0 TEXHUYECKOMY PETyJIUPOBaHUIO U MeTposiorun OT 17 oxtsopst 2013 1. N
1185-cT)

2)I'OCT P 6.30-2003 «YHUPUUUPOBAHHBIE CUCTEMBI JOKYMEHTAIMU. Y HU-
bunmpoBaHHas cuCTeMa OPraHU3alMOHHO - PACMOPATUTENIHHON JOKYMEHTAIUH.
TpeboBanus K OPOPMIICHUIO TOKYMEHTOBY

3) TOCT P 7.0.97-2016 «Cuctrema cranmaptoB o uHdopmaiuu, 6udano-
TEYHOMY WM H3JaTelNbCKOMY Aeny. OpraHn3alMoOHHO-PaCTIOPSIAUTENbHAS TOKYMEH-
tanus. TpeboBaHust K OPOPMIICHUIO TOKYMEHTOBY

0) ocHOBHas JMTEpaTypa:

1) JoxymeHTanmoHHoe obecrnieueHue ynpasieHus: YueOHoe nocooue/ ['mna-
miE.B. - M.: U1 PUOP, HUI] MHD®PA-M, 2020. - 249 c.Pexumaocryma:
https://znanium.com/catalog/document?id=354819

2) JIoKyMEHTallMOHHOE OO0ecleueHue YIPaBJICHUS MEpPCOHANIOM: YueOHOe
nocobue/bynar P. E. - M.: HULl UHOPA-M, 2019. - 234 c. Pexxumaocrymna:
https://znanium.com/catalog/document?1d=355024

3) beikoBa, T. A. JlokyMeHTallMOHHOE OOECTeYeHUE YIPaBICHUSI HEroCy-
JapCTBEHHBIX opraHu3anuii : yueoHoe nocodue / T. A. beikosa, JI. B. Cankuna. —
2-e u3n., nepepad. u gon. — Mocksa : UHOPA-M, 2020. — 302 c. Pexum noc-
tyna: : https://znanium.com/catalog/product/1072260

B) 10MOJIHUTEIbHAS JIUTEPATypa:

1) JoxymeHTalmoHHOE OOecreueHue yIpaBieHHUs MepcoHaioM: YueOHoe
nocobue/bynar P. E. - M.: HUIl UHO®PA-M, 2019. - 234 c.Pexum pocryrma:
https://znanium.com/catalog/document?id=355024

2)/lokyMeHTallMOHHOE 0OecTeueHne ypaBiIeHUs B COLUAIbHO-KYJIbTYPHOM
cepBuce u Typusme: Yuebnoe nmocodbue / I'ymuna 1. A., 3aiineBa H. A. - M.: Anb-
da-M, HUI[ HHDOPA-M, 2015.Pexum JOCTY-
na:http://znanium.com/catalog.php?bookinfo=489737

3)Kupcanosa, M. B. Kypc nenonpous3BoacTBa: TOKyMEHTallMOHHOE o0ecrie-
YyeHue ynpasiieHud : yueOHoe nocodue / M.B. Kupcanosa, FO.M. Akceno. — 6-¢
n3n., ucnp. u gon. — Mocksa : UHOPA-M, 2020. — 257 c. Pexxum pocryna::
https://znanium.com/catalog/product/1088888

r) pecypcnl cetu «HTEpHET»:

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

2) enompous3BOACTBO W JOKyMEHTOOOOPOT  HA  MPEANPUSITHH.

http://www.delo-press.ru/journals.php?page=documents
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3) KagpoBoe  ngenonpou3BojACTBO W TpyJoBoe  TmpaBo.  http://hr-
portal.ru/rubric/kdp
4) DnextponHas oubmmoreka HR-cnermanucros. http://www.hrm.ru/
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9. MeToanuyeckue YKazaHus JJI51 00y4alomuxcsi N0 0CBOCHUIO M CIUTIIHHBI
(MoayJin)

CamocrosTenbHas MOArOTOBKA O0YYarOIIMXCSl TPOBOAUTCS AJIs YIiTyOleHUs
Y 3aKpEIUICHMS 3HAHWU, MOJYYECHHBIX HA JICKIUAX U APYTUX BUJAX 3aHATHU, IS
BBIPA0OOTKH HABBIKOB CAMOCTOSITEIBHOTO MPUMEHEHUS HOBBIX, JOMOJIHHUTEIbHBIX
3HAHUM U MOATOTOBKU K MPEACTOSIINM YUYECOHBIM 3aHATHSAM, 3a4ETY.

BaxHpIM yCJIIOBHEM YCIHENIHOTO MU3YYEHUs JAUCUUILUIMHBI SIBJISIETCS MOCEIE-
Hue nekuui. [lox mocemenuem noapasymeBaercs He (popma MaCCUBHOTO MPUCYT-
CTBHS, @ aKTUBHas paboTa MO M3y4EHHIO0 HOBOro marepuana. [lonroroBka k jek-
[IMOHHBIM 3aHATHUSAM BKJIOYAeT B ceOs aHAIM3 MpeJUlaraéMblX JUIsl U3Y4YEHHs BO-
IPOCOB, U3yUEHHE HOPMATUBHBIX UCTOYHUKOB U YUYEOHON U HAyYHOU JIUTEPATyphI
10 paccMaTpUBaeMbIM BOIIpocaM JieKud. B mpouecce npekinun o0ydaromuncs Mo-
KET 3a/1aBaTh YTOYHSIOIIME BOIPOCHI, OCYIIECTBUTH B3aMMOCBA3b HOBOI'O Mare-
puana ¢ yxe U3y4eHHBIM, OJATOTOBUTH 0a3y JUIsl 3(PEKTUBHOTO UCTIOIH30BAHUS
MOJIYYEHHBIX 3HAHUM, OOJErYyuTh MOArOTOBKY K IPAKTUYECKOMY 3aHATHIO. (-
(EeKTUBHBIM CIOCOOOM (PHKCALMU JEKIMOHHOTO MaTepHalia SBJIAETCS KOHCIEKTH-
poBaHuE, MPEACTABISIONIEE COOOM HE TONBKO (PUKCALMIO BAKHEUIIUX MOMEHTOB
JEKIUU, HO U YKa3aHUE NPHUMEPOB Ui NOHUMAHHUS TOrO WM MHOTO TEOPETHYE-
CKOro MaTepuaa.

IIpy MOAroTOBKE K IPAKTHMUECKOMY 3aHATHIO HEOOXOJUMO HCIOJIb30BaTh
KOHCIIEKTUPOBAaHHbIE MaTEpUaIbl JEKIUH, YdeOHYI0 U HayyHYI0 Juteparypy. [loa-
rOTOBKA OTBETOB 110 BHIHOCHMBIM Ha 0OCY’KJI€HHE BONPOCAM MPAKTUYECKOTO 3aHs-
TS BKJIIOUAET B c€0sl HE TOJIBKO NMPOUYTEHUE MaTepuaa, HO U €ro aHaju3 U KpUTH-
4ecKylo ouLeHKy.. OOyuaromemMycsi clielyeT BBIIBUTh MaJOM3YUYECHHbIE acCIEKThl
paccMaTpUBaEMBbIX BOIPOCOB, MPOSBUTh UHULUMATUBY MPHU MOATOTOBKE K IPAKTH-
YECKOMY 3aHATHIO.

[Ipy mOAroTOBKE K MNPAKTUYECKUM 3aHATUSAMU M 3a4€Ty PEKOMEHIYETCS
CUCTEMATU3UPOBATh 3HAHUSA, U300paxkas UX B TAOJUYHOM, Tpa)UueCKOM WM CXe-
MaTH4YHOM BHUJE. DTO MO3BOJUT YCTAaHOBHUTH B3aMMOCBSI3b M3Y4YaeMBbIX SIBICHUM,
YOPOCTUT 3ajlady 3allOMHHAHUS MaTepuaia, OOJErdyuT MpoLecC MPaKTUYECKOIro
IPUMEHEHHMS NTOJTYYEHHBIX 3HAHUM.

3ajauell MPaKTUYECKUX 3aHATUH ABIAETCS BbIPAOOTKA YMEHMSI UCIOJIb30-
BaTh TEOPETUYECKUE 3HAHHWS, NPOSBUTh HAIWYME NPAKTHUYECKUX HaBBIKOB. [lpn
HOJrOTOBKE K NMPAKTUYECKOMY 3aHITHIO CIEAYET 3a071aroBpeMEHHOT0 00ECTIeUUTh
HaJIMYue HEeOOXOAMMO JJIsi JAHHOTO 3aHATUS MaTepuaja, CaMOCTOSATEIbHO MOBTO-
PUTBH paHEe U3yYECHHBIE TEMBI.

JUsis yCIenrHOro OCBOEHUS IHMCUUIUIMHBI Ba)KHBIM SBIISIETCS YMEHHE pado-
TaTh C TEPMUHAMH U UX ompeneiaeHussMu. g paboTsl ¢ TepMuHonoruen g dex-
TUBHBIM SBJISIETCSI MCIOJIb30BAaHME KaK y4eOHOM M HAy4yHOH JUTEpaTyphl, TaK U
IOPUIUYECKUX U PUIOCOPCKUX CITIOBApEi.

PaboTa ¢ TepMHHAMH MOKET OCYLIECTBIATHCA Kak B (POpME COCTaBIEHUS
COOCTBEHHBIX TEMATUYECKUX CIOBAPUKOB ISl YJI0OCTBA U CKOPOCTH MOKMCKA HEOO-
xoaumoro TepMuHa. C 3TOM 1EJIbI0 HEOOXO0IUMO KaXK bl HOBBIN BCTPEHAIOIIUNCS
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TEPMHUH 3aMKUCHIBATh U BO BpeMsl MTOATOTOBKH K CEMUHAPCKUM U MPAKTUYECKUM 3a-
HATHSM YKa3blBaTh COOTBETCTBYIOIEE OIpeaereHue. B ciiyyae BO3HMKHOBEHUS
CJIOKHOCTH BBIOOpA OIpe/eNieHus U3 UMEIoIerocs oobeMa B paMKax Hay4dHOTO
3HAHMS HEOOXOJAMMO 33J]aBaTh BOMPOCHI MPEMOAaBATENI0 B PaMKax JEKIIMOHHBIX U
MIPAKTUYECKUX 3aHATUH.

HnrepaktrBHble (OPMBI MPOBEICHUS 3aHATHA MO JUCIUIUTHHE «/[OKyMeH-
mayuonHoe obecneyeHue ynpagienusy BKIOYAIOT B ce0s CIEAYIOIUE BUIbI 3aH-
THM:

- MHTEPAKTHBHBIE JEKIWH, NPEANOJaralT HCIOJIb30BAHHE METOAAa IIPO-
6meMHoro uznoxkenus. [Ipyu Takom moaxo/ie JIEKIUsl CTAaHOBUTCS MOXO0XKeW Ha Jaua-
JIoT, TIPeToaBaHie UMUTHUPYET UCCIEAOBATEIIbCKUI MpoIecc (BBIIBUTAIOTCS Tep-
BOHAYaJIbHO HECKOJIBKO KJIFOUEBBIX MOCTYJIATOB MO TEME JIEKIIMH, U3JI0KEHUE BbI-
CTpaMBaETCs MO MPHUHIIUITY CAMOCTOSTEIHHOTO aHAIHM3a U 0000IICHUS CTyICHTaMH
y4eOHOro Marepuana). ITa METOJMKA TO3BOJSIET 3aMHTEPECOBATh CTYACHTA, BO-
BJIeUb €ro B mpouecc ooyuenus. [IpoTuBopeunss Hay4YHOro MO3HAHMS PACKPHIBA-
IOTCSI TIOCPEJCTBOM IOCTAHOBKU MpOoOJieMbl. Y4eOHass mpobsiema U mpoOsiaemMHas
CUTyalus SIBJISIOTCS OCHOBHBIMU CTPYKTYPHBIMU KOMIIOHEHTaMU MPOOJIEMHOI0O
oOyuenus. [lepen HavyamoM uU3ydeHus OMpPEICICHHOW TEMbI Kypca CTaBUTCS Tepe
CTyJCHTaMU MPOOJIEMHBIN BONPOC WU JaeTcst mpobiaeMHoe 3ananue. CTUMYTUpPYs
paspelieHre mpoOJieMbl, MPernoiaBaTe)ib CHUMAET MPOTUBOPEUHUS MEXKAY HMEI0-
IMMCSl €€ TTOHUMaHUeM U TpeOyeMbIMH OT CTyJAEHTa 3HaAaHUSMU. DPHEKTUBHOCTD
TaKoro METOJa B TOM, YTO OTJHEJbHBbIE MPOOJIEMbl MOTYT MOJHUMATHCS CaMUMU
cTyneHTaMu. [ 1aBHBIN ycrex JaHHOTO METOJIa B TOM, YTO IMpernoaaBaTelb 1001Ba-
€TCSl OT AyJJUTOPUU «CAMOCTOSTEIILHOTO PEIICHHs MMOCTaBIEHHOMN podiembl. Op-
raHu3anus npoOJeMHOTO OOy4YEeHHS MPECTaBISETCA JOCTATOYHO CIIOKHOM, Tpe-
OyeT 3HAYMTENLHON MOATOTOBKHU JiekTopa. OMHAKO HAa HAYAIIBHOM 3Talle MCIIOJb-
30BaHMs 3TOTO METOJA €r0 MOYKHO BHEJIPATH B CTPYKTYPY T'OTOBBIX, paHEE pa3pa-
OOTaHHBIX JIEKIUH, MPAKTUYECKUX 3aHATHI KaK JOMOJHEHHUE.

- TPYIIOBBIE AUCKYCCUM, MPUMEHSIOTCS sl 0OECreYeHUs] HaBBIKOB KO-
MaHJIHOW pPabOThl M MEXJIMYHOCTHOW KOMMYHHUKAIIMM WM TPEJICTaBISIIOT COOOM
OLICHOYHOE CPEACTBO, MO3BOJISIONIEE BKIIOUNUTh O0OYYaONIUXCs B MPOLIECC 00CYXk-
JICHUS TIPEJICTABICHHON TEMBbI, TPOOJEMBbI U OIEHUTh X YMEHHE apTyMEHTHPO-
BaTh COOCTBEHHYIO TOUKY 3peHus. KpoMe Toro, B Xoe 3aHATHI MPOBOASTCS KPYT-
JIbIE CTOJIBI IO 3aJaHHBIM TEMATHKAaM.

OuLeHOYHbIE U METOJUYECKUE MaTepUalIbl IO AUCUUILIMHE «/[oxymenmayu-
OHHOe obecneuenue ynpasienusy npeactasieHsl B GOMM.

[Ipu moATrOTOBKE K MPOMEKYTOUHOMY WJIH UTOTOBOMY TECTHPOBAHUIO HEOO0-
XOJAUMO U3YYUTh TEOPETHUYECKUN U MPAKTHUYECKUN MaTepuail. TecToBble 3aqaHus
(c mepeyHeM BO3MOKHBIX BapUAHTOB OTBETOB, CPEIU KOTOPBIX XOTS Obl OJIUH OT-
BET SIBIISIETCSI HEBEPHBIM) OOECIIEUMBAIOT CTPYKTYPHOCTh MBIIIJIEHUS, BBIHYK/ICH-
HOT'O BBIOpaTh U3 MPE/JI0KEHHBIX BAPUAHTOB OTBET BCE NMPABUJIbHBIC BAPUAHTHI.
TecToBbIE 3afaHusl Ha YCTAHOBJIEHHUS COOTBETCTBHS MOJpa3yMeBalOT HEOOXOIu-
MOCTb IPOSIBJICHUS HE TOJBKO 3HaHUS y4eOHOro Marepuasa, HO U YMEHUS MpHuMe-
HATH TIpaBWia (opMaabHOM JIOTUKH. TecToBBIC 3a/JlaHUsl Ha YIOPSIOYCHHUE Ha-
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IPABJICHbl HA YCTAHOBJICHUE JIOTUUECKOW MOCIEA0BATEIbHOCTH PACCMaTPUBAEMBbIX
ABJICHUM (BPEMEHHU CYIIECTBOBAHUS SIBJICHUM, PACIONOKEHUS CTPYKTYPHBIX 3Jie-
MEHTOB IPAaBOBBIX JTOKYMEHTOB H T.II.).

O dexTuBHBIM CIOCOOOM ISl MOATOTOBKH K TECTUPOBAHMIO SIBISIETCS pa-
00Ta 00y4aromerocsi Mo PEeIIeHUI0 TECTOBBIX 3a/IaHHM, TPEIOCTaBIEHHBIX JJI Ca-
MOCTOSITEIbHOM pa0oThl. Takke MpHU MOJATOTOBKE K TakoW (opme KOHTPOJIS 3Ha-
HUM, KaK PEIICHHE TECTOBBIX 3aJaHUM, CIEAYET CAMOCTOSATEIbHO MOMBITATHCS
npopaboTaTh paccMaTpUBaeMble B JMCIMIUIMHE BOIPOCHI B (DOpME COCTABIICHMS
TECTOBBIX 3aIaHUM.

[Ipy mOArOTOBKE K 3K3aMEHY CJIENyeT UMETh B BUAY, YTO OH SIBISIETCS] UTO-
roBoii (hOpMoOIl KOHTPOJISI IO U3YUYEHUIO JAHHOW Y4eOHOW MUCHUIUIMHBL. DK3aMeH
MOAPa3yMEBAET MAKCUMAJIbHYIO KOHIEHTPALUI0 3HAHUW M YMEHHM, Ipexarosia-
rarollyx MOJHOE U3yYeHUE MaTepuasa JUCHUILIAHBL.

DK3aMeH TMpoBOAMUTCS B (OpME YCTHOTO coOeceloBaHUs, BBITIOJHCHHUS
MUCbMEHHOTO 3aJjaHud. Pernenue npenogaBaresiss 00 UTOTOBOM OIIEHKE MpUHUMA-
€TCsl MO pe3yJibTaTaM YCTHOI'O OTBETA U BBIMOJHEHHOTO MHUCHMEHHOIO 33/IaHUS B
3aBUCUMOCTH OT LIKAJIbI OI[CHKH.

B kadecTBe HCTOYHMKA JOMOJHHUTEIBHBIX MATEPUATIOB PEKOMEH]YyETCs
MOJIb30BaThCsl MHQOpMAIME OTKPBITOTO J0CTyma ceTu Internet (mMaHHBIMU WH-
(hopMaIlMOHHO-TIPAaBOBBIX U 00pa30BaTENbHBIX MOPTAJIOB, O(PHUIIMATBLHBIX CAMTOB
MUHHCTEPCTB, BEJAOMCTB, OTAEIbHBIX OpraHW3alyi, TAHHBIMH TOCYIapCTBEHHOM
CTaTUCTUKHU, pe3yJbTaTaMU HKCIEPTHO-aHATUTUYECKUX 0030poB). Kpome Toro,
MOKHO BOCIIOJIb30BaThCS BO3MOKHOCTSMH CIIPABOYHO-TIPABOBBIX CHUCTEM, 0azbl
KOTOPBIX COAEPKAT HE TOJIBKO TEKCT HOPMATUBHBIX AKTOB, HO U HAYyYHBIE CTAThbU
1o paznuyHbiM BorpocaM (Hamnpumep, CIIC «KouncynbranT [lmtocy). Pexomenny-
€TCS TAK)KE UCIIOJIb30BATh DJIEKTPOHHO-ONOIHMOTEYHBIC CUCTEMBI.
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10. Oco0enHOCTH OCBOCHMS TUCHMILTHHBI AJI1 HHBAJWAOB U JIMI C OTPAHM-
YeHHBIMHU BO3MOKHOCTSAMH 310POBbS

OOyuenne 0OO0ydYarOIMUXCA C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMH  3JIOPOBBSI
pU HEOOXOUMOCTH OCYIIECTBIISIETCS HA OCHOBE aJaNTUPOBAHHOW pabodyeit mpo-
rpaMMbI C WCIIOJIb30BAHUEM CIEITUATBHBIX METOJOB OOYUEHUS M TUAAKTUYECKHUX
MaTepHaJIOB, COCTABJIICHHBIX C YUYETOM OCOOCHHOCTEH TMCUXO(DHU3UIECKOTO pa3BU-
TS, WHIUBUIYATBHBIX BO3MOKHOCTEH U COCTOSTHUS 3I0POBBS TAKMUX 00yYarOIIIHX-
cs (oOyuatorerocs).

B mensx ocBoeHus y4eOHOH MporpaMMbl AWCIUIUIHHBI «/[OKYMeHmMayuou-
Hoe obecneyeHue ynpaeienusy WHBATUAAMH W JIUIAMHA C OTPAaHUYCHHBIMU BO3-
MOYKHOCTSIMH 3JI0pOBbsi THCTUTYT 00€ecTrieunBaeT:

— JUISI MTHBJIUJIOB U JIUI] C OTPAaHUYCHHBIMH BO3MOKHOCTSIMH 37JOPOBBS T10
3pEHHUIO: pa3MEIICHUE B JIOCTYMHBIX JIJIi OOYYAIOMINXCS, SBISIOMIMXCS CICTTBIMU
WK cIabOBUIAIIMMU, MECTaX U B aJaNTUPOBAHHOW ¢GopMe CIpaBOYHON HHPOP-
Malliy O PACTIMCAHUM YY€OHBIX 3aHSTHIA; MPUCYTCTBUE aCCUCTEHTA, OKAa3bIBAIOIIIE-
ro o0ydJarnieMycss HeoOXOIMMYIO TIOMOIIb; BBITYCK aJIbTEPHATUBHBIX (DOPMATOB
METOJMYECKUX MaTepUaIoB (KPyMHBIN mpUT WiIn ayauodaisl);

— JUTsl MHBAJIUAOB | JIUIl C OTPAHWYCHHBIMU BO3MOYKHOCTSIMHU 3JI0POBBS TI0
CITyXY: HaJlJIS)KAIIUMHA 3ByKOBBIMHU CPEJICTBAMH BOCIIPOU3BEICHUE HHPOPMAITNH;

— JUIS WHBAJIWIOB W JIMI[ C OTPAHWYCHHBIMH BO3MOXHOCTSIMHU 37I0POBBS,
MMEIOIINX HapYIICHUS OIMOPHO-JIBHUTaTEIBHOTO ammapara: BO3MOXKHOCTh Oecrpe-
MSATCTBEHHOT'O JIOCTYIIa 00YYalOIMUXCsl B YYCOHBIC TOMEIICHUS, TyaJIeTHbIC KOMHa-
THI ¥ JPyTHE TIOMEIICHMSI, a TaK)Ke MPeObIBaHNE B YKa3aHHBIX MOMeIIeHusx. O0y-
yarongyecss U3 yucia uHBanuaoB u aun ¢ OB3 obecrneueHbl neyaTHBIMU U (WIJIH)
AJIEKTPOHHBIMHU 00pa30BaTEIbHBIMU pecypcaMu B popMax, aJanTUPOBAHHBIX K OT-
paHUYCHUSAM HX 3710poBbs. OOpa3zoBaHue OOYYAIONIMXCS C OTPAaHUYCHHBIMU BO3-
MOXXHOCTSIMH 3/IOPOBbSI MOKET OBITh OPTaHM30BAaHO KAaK COBMECTHO C JPYTUMH
O0OyYarOIIMMUCS, TaK U B OT/ACIBHBIX TPYIINAX WIH B OTJACIBHBIX OPTaHU3AIHIX
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11. Ilepevyenb MHPOPMANUOHHBIX TEXHOJIOTHIl, MPO(EeCCHOHATBHBIX 0a3 NaH-

HBbIX, HCIOJIb3YyeMBbIX IIPH OCYIIEeCTBJIEHUN 00Pa30BATEILHOIO MpPoIecca Mo

AUCUHMILIHHE (MOYJ/II0), BKJIIOYAsl NlepeYeHb MPOrPAMMHOI0 o0ecrneyeHus u
UH(POPMAIMOHHBIX CIPABOYHBIX CHCTEM

[TporpammHoe obecrieueHue:

1. Omneparmonnas cucrema (MicrosoftWindows/liponpuemapnas);

2. Ilaket oducubix nporpamm (MicrosoftOfficellponpuemapnas);

3. Web-6pay3zep (Mozilla Firefox GNU Lesser General Public License);

HNudopmarmoHHbie CIIpaBOYHBIE CUCTEMBI:

1) ABromaTu3MpoOBaHHas uH(popManmoHHas OonbamoTeyHas cucrema
Marc21SQL;

2) CnpaBouHo-npaBoBas cucrema «Koncynbrantllmrocy

12. MaTtepuanbHO-TeXHHYECKas 0a3a, He0OXoAUMAsI NJISl OCYLIECTBJICHUA 00-
Pa30BaTeJILHOIO MpoIecca Mo AMCHUILINHE (MOAYJII0)

Crnenmnajau3npoBaHHbIe Ay TUTOPUM:

YyeOHast ayJuTOpHs TSl TPOBEICHUS 3aHITHIA CEMHUHAPCKOTO THITA, KyPCOBOTO MPOSKTHUPO-
BaHUS (BBIIOJHEHHS KyPCOBBIX PaloT), TPYMIIOBBIX U WHIUBUAYAIbHBIX KOHCYJIBTAIUM, Te-
KYIIIETO KOHTPOJIS U MTPOMEKYTOYHOHN aTTeCTAllNN / KOMITBIOTEPHBIN KJIACC / OMEIIECHUE IS
CaMOCTOSITEJIbHON PabOThI*

TexHu4eckue cpeacTBa 00yUEHUSI:

KOMITBIOTEP C POTPaMMHBIM OO€CIIeYeHHEM, YKa3aHHbIM B 11.11, moctymnom k cetu «MHTEp-
HET» M 00eCreUueHUEeM JIOCTYIIA B 3JICKTPOHHYIO HH()OPMAIIMOHHO-00pa30BaTEeIIbHYIO CPEIy
Cnenuajau3upoBaHHbIe Ay TUTOPUM:

YyeOHasi ayIMuTOpUs AJs MPOBECHUS 3aHATUN JEKIIMOHHOTO THIA, 3aHATUNA CEMHUHAPCKOTO
THTIA, KypPCOBOTO MPOCKTHPOBAHUS (BBITOJIHEHUS KYPCOBBIX padOT), TPYIIIOBBIX M WHJIUBH-
JyaTbHBIX KOHCYJITAINUN, TEKYIIEro KOHTPOJISI U TPOMEKYTOUYHOM aTTecTarun™
TexHuyeckue cpeacTBa 00y4eHus :

MYJIbTUMEAUNHBIN KOMIUIEKC
KOMIIBIOTEP C IPOTPaMMHBIM 0OecrieueHNeM, yKa3aHHbIM B 1111
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