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1. IlosicHUTEABLHAA 3aANIUCKA

JucruminHa «OnekmponHbslti. O0KYMEHmMOo0O0pom U 0elonpou3s00Cmend
3aHMMaeT Ba)KHOE MECTO IPH MOJAroTOBKE OakaiaBpoB 10 HampasieHuto 38.03.02.
«MeHe>KMEHT.

[lenpt0 OCBOEHUS JTUCHUIUIMHBL «OIeKMPOHHbLIUL OOKYMeHmoobopom u
denonpouszeoocmeoy  sBisercs  GOpMUpPOBaHHWE Yy  CTYACHTOB  3HAHUU
TEOPETUYECKUX U TPAKTUYECKUX OCHOB CO3/JaHUS JIOKYMEHTOB YIPAaBIICHHUS, a
TakKe NPUOOpETEHHE HABBIKOB TPaMOTHOM M 3(PPEKTUBHON OpraHu3aluu
COBPEMEHHOTO JIEJIONMPOU3BOJICTBA HA MPEANIPUATHIX U B OPraHU3AIMSIX:

—HU3y4YUTh 3aKOHOJATENbHBIE U HOPMATHBHO-METOAMYECKHE JIOKYMEHTHI,
periaMeHTHpyomue padboTy ¢ J0KyMEHTaMH;

—O03HAKOMUTDH C MPaBUJIAMU COCTABJICHUSI U O(DOPMIICHHS YIPaBICHUECKUX
JIOKYMEHTOB;

— U3YYHUTh MOPSATOK paOOThI C TUYHBIMU U CIIYKEOHBIMU JOKYMEHTaMU;

—copMupOBaTh HABBIKM COCTaBICHHS ©  OGOPMIICHHS OCHOBHBIX
JIOKYMEHTOB YITPaBJICHUS;

—U3y4UTh paboTy CIIyKObl TOKYMEHTAllMOHHOT'O O0ECIICUEHNUs YIIPABICHMUS;

—O3HAKOMUTDH CIyIIATENeH ¢ COBPEMEHHBIMH TEXHOJIOTHSIMU OpraHU3alluu
JOKyMEHTOO000pOTa NPEANPUATUN U OpraHU3aLUN.

2. IlepeyeHb MIIAHMPYEMBbIX Pe3yJIbTATOB 00yYEeHHUS 0 AUCHHUILINHE,
COOTHECEHHBIX € INIAHUPYEMBIMH Pe3y/JIbTAaTAMHU 0CBOCHUS 00pa3oBaTe/IbHOM
NPOrpaMMsl

JucuuminHa «OneKmpoHHblll 0OKYMEHMOo0O0pom u 0elonpou3800CHE0»
y4acTByeT B (POPMUPOBAHUU CIICTYIOIIEH KOMIIETEHIIUU:

Komnerennun NuaukaTopbl JlecKkpunTopsl
YK-4. Cnocoben YK-4.1-2. Benet| 3nanus CoJIepKaHus, MpaBuJI
OCYIIECTBIISATh NICJIOBYIO TIEPENUCKY Ha| COCTABIICHUS u oopmienus
JIEJIOBYIO rOCy/1apCTBEHHOM OpraHU3alMOHHO-TIPABOBOM,
KOMMYHHMKAIUIO B SI3BIKE P® Y| pactopsAUTENbHOM, UH(POPMAaIIMOHHO-
YCTHOM M MHUCbMEHHOM [MHOCTPaHHOM(-bIX) CIIPaBOYHOM, IJIAaHOBO-OTYETHOU
dopmax Ha SI3BIKaX. JOKYMEHTalluu €  MO3ULUH  TPaBUI
rOCy1apCTBEHHOM roCyJ1apCTBEHHOIO sI3bIKa PO 51
a3bike Poccuiickoit WHOCTPAHHOTO(-bIX) SI3BIKA(-OB)
denepanuu u VYMmeHnusi: coctaBisATh W OQOPMIISATH
MHOCTPaHHOM (bIX) JIeJIOBbIE MUChMa, JTOKJIaTHbIE u
s3bIKe (aX). city)xeOHbIe 3QIICKHU, OTBEYATh Ha KasoObI
norpedureneit
HaBbiku: pa3paboTku Habopa
OpraHu3alMOHHO-TIPABOBO,
pacrnopsiAUTEIbHOM, UH($OPMaILMOHHO-
CIIPaBOYHOMU, IJIAHOBO-OTYETHOU
JOKyMEHTallul  Ha  TOCYJapCTBEHHOM
si3pike PO 1 mHOCTpaHHOM(-BIX) sI3BIKE (-




ax)

YK-4.1-5. Tlpumensen
[ poBbIC CpEICTBA
B3alMO/JICICTBHS C
NPYTUMH  JTIOJIMU TS
TOCTUKEHUS
[MOCTABJICHHBIX LIEJIEH.

3naHusi: ocoOeHHOCTEeH (popmMupoBaHUs
KOMMYHHKAITMI B MPOIECCE OPTaHU3aAINH
JOKYMEHTOO0OpOTa  C  NpHMEHEHHEM
U(POBBIX CPENICTB

YMeHHsI: OCYIIECTBIISATh B3aUMOJICHCTBUE
c napTHepaMu OpraHu3aIuu c
PUMEHEHHEM ITH(PPOBBIX TEXHOJIOTHI
HaBbikn: PUMEHCHUS U (HPOBBIX
TEXHOJIOTUI npu OpraHu3aIu
JIOKYMEHTO00O0pOTa

IIK-2. Cnocoben
OCYIIECTBIISITh JIETIOBOE
oOuieHue u myoInYHbIe
BBICTYIUICHHUS, BECTH
MIePETOBOPBHI,
COBEILAHMS,
OCYIIECTBIISATh
JICJIOBYIO TICPEITUCKY H
MO/JICPKUBATH

U poBbIe
KOMMYHHUKAIIH Ha
YPOBHE OIBITHOT'O
[OJIb30BaTEIA.

IK-2.1-2. Cnocoben
OCYIIECTBIISITh JACIOBYIO
[IEPEUCKY, B T.4. C
[IOCTaBILHKaMHU,
[apTHepamu,
3aKa34HKaMH,
QHAIM3UPOBATH
[IPOBEPSATH JOKYMEHTBI
Ha COOTBETCTBHE
[IpaBHIaM

3HAHMA. OCHOBHBIX BUJIOB JOKYMEHTOB,
o0ecrieynBaOIIMX  OpPraHu3alMi0 |
IUTAHUPOBAHHE JESITEIIbHOCTH
JlenapTaMeHTOB (cmyx0, OTJIEJIOB)
OpEeNNpusaTHs;  TOopsAAKa  pa3paboTKu
JIOTOBOPOB, COTJIALIEHUM, KOHTPAKTOB U
CTPYKTYpPbl JOTOBOPHOM JOKYMEHTAIUU;
TpeboBaHmuit K obecreueHuIo
COXPaHEHHIO KOMMEPYECKOW TaltHBI.

YMeHusl: CUCTEMAaTU3UPOBATh OCHOBHEIE
BUJBl JTOKYMEHTOB, OOECHEUYHBAIOIINX
OpraHu3aIUIo " IUTaHUPOBAHHE
JESTENIbHOCTH JIenapTaMeHTOB (ClIyxO,
OTJIENIOB) TIPEANIPHSTHS; HCIIOJIB30BATh
nporpaMMHoe oOecrieueHue uis paboThl
c nHopManuen (aHanuTHYECKUE,
rpaguyeckue MPUIIOKEHUS JUIs
BU3YQJILHOTO TIPEJICTABICHUS JTaHHBIX);
COCTaBIIATh OTYETHI u
CHCTEMaTH3UPOBATh WHPOPMAIIHUIO.

HaBpiku: coctaBieHUs U OQOpPMIICHHS
OCHOBHBIX BUJIOB JTOKYMEHTOB,
o0OecrieunBalOIIUX  OpraHu3alMi |
TUTAHUPOBAHHE JeSITeTbHOCTH
JlerapTaMEHTOB (cmyx0, OTJICJIOB)
MPEINPUSATHS;, OCYIIECTBICHUS KOHTPOJIS
COJIepKaHUs JOKYMEHTOB; COCTABJICHHS
HOBBIX JOKYMEHTOB M  PETHUCTpAIHH
TOTOBBIX JIOKYMEHTOB B COOTBETCTBUH C
HOpMaMH " npaBUIaAMHU B
npodeccuoHaIbHON NesITebHOCTH;
HaBBIKAMHU CO3/IaHUSI U PEIAKTUPOBAHHS
mabioHoB M (OopM  JTOKYMEHTOB B
PO ECCHOHAIBHON JESTEHHOCTH.

IK-2.1-3. Ciocoben
OCYIIIECTBISTh
KOMMYHI/IKaHI/II/I
[TOCPEICTBOM
KOPIIOPaTHBHBIX

H(pOPMAaIMOHHBIX

3HaHus: TIPUHIIUIIOB
(bYHKIIMOHUPOBAHUS
BHYTPHKOPIIOPATUBHOMN
UH(POPMALIMOHHON CUCTEMBI;

YMenus: paboTatb B pa3IMUHBIX
KOPIOPaTUBHBIX UH(POPMALMOHHBIX




CHCTEM, B T.4. C
[TOMOIIBIO ITU(PPOBBIX
TEXHOJIOTHI1 Ha YpOBHE
OTIBITHOTO

cucTeEMax
HaBbiku: opranu3aiuu KOMMYHUKAIIUU
Ha NPEANPUATHI MTOCPEICTBOM

NPUMEHEHHS U(PPOBBIX TEXHOJIOTUI

MOATOTOBKH OTYETHOCTU KOMIIaHUH,
palMOHAIBHBIX [IPUMEHSET TPOLEAYPHI
ONEPALIMOHHBIX 151 METO/1b]
JIOTUCTUYECKUX KOHTPOJIJIMHT A
pelIeHU. ITOrUCTUYECKOU

JICATCIIBHOCTH B IICIIAX
IIOCTABOK.

[10JTb30BATEIIS
IIK-7. Cnocoben IIK-7.U-4. Ucnonb3yet| 3Hanusi:  OnaHKOB  (UHAHCOBOH W
AHATU3UPOBATH TEXHUKU (PUHAHCOBOTO| YIIPaBIECHYECKON OTYETHOCTH,
B3aUMOCBSI3M MKy |1 YIPABICHYECKOTO| UCTIONB3YEMBIX Ha TPEANPHITAN  TIPU
(G yHKIIMOHATHHBIMU yuyeTa W aHaium3a JUIs| pealii3allid  JIOTUCTHYECKUX — OIepallHii;
00J1aCTSIMH JIOTUCTUKH  [(DOPMUPOBAHHSI OCHOBHBIX ITPHHIIAIIOB IOKYMEHTUPOBAHUS
KOMIIAHUH C LETIBI0 ITOTUCTHYECKOM JIOTUCTHYECKHUX pOLEAyp npu

OCYILIECTBJICHUU BHYTPEHHEIO U BHEIIHETO
KOHTPOJIA

YMeHusi: aHaIM3UpoBaTh M IPOBEPATH
JOKYMCHTBI Ha COOTBCTCTBHC IIPpaBUJIaM U
HopsiAKY  OQOpPMIIEHHMST ~ TPaHCIIOPTHO-
COIIPOBOJAUTCIIbHBIX, TPAHCIIOPTHO-
AKCIEIUIMOHHBIX, CTPaxOBBbIX U
IIPETEH3UOHHBIX JIOKYMEHTOB, JOTOBOPOB,
COTJIaICHUM, KOHTPAKTOB

HaBpikn: cucreMaTusalnuyu JOKYMEHTOB,
pErIaMeHTUPYIOIINX B3aUMOJICVICTBHE
YYaCTHUKOB JIOTHCTUYECKOTO IIpouecca
IIEPEBO3KU TIpPy3a B IENAX IIOCTABOK,
IIPOBEPKU  JIOTOBOpa HA  COZACpXKaHHE,
IIOJIHOTY M COOTBETCTBHUE YCIIYT; KOHTPOJIS
HAJINYMS HEOOXOJUMBIX TPHIOKEHUH K
JIOTOBOPY

3. MecTo AUCHUILIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOM MPOrPaMMbl

«OnekmpoumnblilL.  OOKYMEeHmoooopom u  0elonpou3800CmEo»

SABIISACTCA

JUCUUIUIMHOW MO BBIOOpPY YacTH, GOpMHUPYEMOM yHaCTHUKAMH 0Opa30BaTeIbHBIX

OTHONIICHUN IS TIOATOTOBKH CTyAcHTOB 1o HampaieHuto 38.03.02
Meneodscmenm.
= IIpexmecrByrommue IHocaenyromme
= pe YoM JAucuMmIMHbI (MOIYJIH), Ayiomt
= | AMCHUILTHHBI (MOIYJIN), AMCUMILUIMHBI (MOIYJIN),
- NPAKTUKH y4eOHOI0 NJIaHa,
S o NPAKTHKH Y4e0OHOr0 NPAKTHKH y4e0HOr 0
= 5 B KOTOPbIX KOMIIeTeHIUs
= =2 IUIAHA, B KOTOPBIX IUIAHA, B KOTOPBIX
s O0CBaUBAaeTCsl Napajjie/ibHO
= OCBauBaeTcst . . OCBauBaeTcs
g ¢ M3y4aeMou JUCHUIIMHOU
KOMIIeTEeHIUSA KOMIIeTEeHIUA
YK-4 WNHOCTpaHHBIN A3BIK VYipasineHue 4enoBeyeckumu | Jucuninia u3ydaercs
pecypcamu Ha TIOCJIeIHEM dTare
YueOHast mpaKTHKa dbopMupoBaHUS
(03HaKOMHUTENbHAS TPAKTUKA) KOMITETCHITH
[1K-2 | [lenoBbie KOMMYHUKAIIMH NHocTpaHHbIN A3bIK B NHOCTpaHHBI SI3bIK B
npodeccuoHaTbLHON npodeccuoHaTbLHON
neaTebHOCTH/ eATEIILHOCTH/




Jlenosoii unocmpanmbslil 361K

lenoeoii unocmpanmwiu
AZbIK
[IpousBoacTBeHHAs
MPAKTHKA
(TexHoMorNYecKas
(mpoexTHo-
TEXHOJIOTUYECKasl )
IIPAKTHUKA)
[IpousBoacTBeHHAs
MPAKTHKA
(mpenaurniioMHast
IIPAKTHKA)

ITK-7

Jucuunnuza uzydaercs
Ha IIEPBOM 3Tarle
dbopmupoBaHUSs
KOMIIETCHIINU

[pyrue 1uCuUILIMHbI
(MOIynH), IPaKTUKU
y4eOHOTO IJIaHa He

OCBAMBAIOTCS MapalIeIbHO C
HA3y4aeMOM JUCUUTUIMHOM

[IpousBoacTBEHHAA
MPaKTHKA
(TexHoOJOTHYECKAS
(poekTHo-
TEXHOJIOTHYECKas)

MIpaKTHKA)
Opranuzanus
KOHKYPCHBIX ITPOLIEAYD
0 BBIOOPY MOJIPSITYUKOB
YnpasneHue uensimu
MOCTABOK
[IpousBoacTBEHHAA
MPaKTHKA
(mpeanunIoMHas
MIPAKTHKA)

4. O0beM IMCHUIIMHBI (MOIYJIS) B 3a4€THBIX eIMHUIAX C YKA3aHHEM
KOJINYeCTBA aKaJleMHYEeCKHX UM ACTPOHOMHUYECKUX YACOB, BbIIeJICHHBIX HA
KOHTAKTHYI0 pa0doTy 00y4aromuXxcd ¢ npenojaanarejemM (Mo BUAaM y4eOHbIX

3aHATHH) U HA CAMOCTOSITEJIbHYI0 Pa00Ty 00y4aKOIUXCA

O6miasi TpyJIOEMKOCTh OCBOEHUS YYEOHOW IUCHUIUIMHBI «DIeKmMpOHHbIU
0OKYMeHmMOoobopom u 0eionpou3so0Ccmeoy COCTaBIACT 3 3aYCTHBIX CIWHMII WU
108 akageMHyeCKUX 4acoB.

No cemecTpa Bcero,
Cemectp
4 aK.yacoB

OO01mmas TpyI0eMKOCTh (BCETr0aK. 4acoB / 3.€11) 108/3 108
Jlexun 16 16

KonrakTHas pabora
[TpakTHyeckue 3aHsATHS 32 32
CamocrosrenbHas pabora 33 33

Bun npomexyrodnon

aTTECTALNHN DK3aMeH 2,3/24,7 27

(KOHT.pab. / camMocCT.




paob.)

5. Conepxanue JMCUMILIMHBI (MOAYJIs1), CTPYKTYPHPOBAHHOE IO TEMaM
(pa3aenam) ¢ ykazaHueM OTBEeICHHOI0 HA HUX KOJMYeCTBA aKaJAeMH4eCKHUX
WIN ACTPOHOMUYECKHMX YaCOB U BU/IOB YUeOHBIX 3aHATHI

HaumenoBaunue
pazjeina TUCIUILTUHbI
(Tema)

TpynoemMKocTb

BCETO

Kon

pabora

TaKTHasd

JIEKIIAU

IMpaKTU4. 3aHATHA

camocT. pabora

Conepxanue

4 cemecT]

Opranu3zanuoHHbIe
OCHOBBI
JIeTTOTIPOU3BOICTBA.
braHKM TOKYMEHTOB.

21

YHuuUKammMs © CTaHAAPTH3AIMSA
JenoBor gokymeHTanuu. CiaoBapb-
MUHHMYM TEPMUHOB u
onpeneneHuil. OO6mue HOPMBI U
npasuia 0GpoOpMIIEHUS JOKYMEHTOB
(pa3zmepsnl Oymaru, HoJIeH,
HyMmepalusi CTpaHull U  T.J.)
IpUMeHsIeMoe B
JIETIOTIPOU3BOJICTBE.

OpraHu3annoHHO-
pacropsiauTenbHas
nokymeHTarus. O6mas
XapaKkTepUCTUKA CTUIIA
CITy’KeOHOH
JIOKYMEHTALUH.

20

Knaccudukanus JIeTOBOM
JIOKYMEHTAIUH. [IpaBuna
oopmieHns peKBU3UTOB OJaHKa U
UX PACIOJIOKEHHS Ha CTaHIAPTHOM
¢dopmare Oymaru, pasmepsl HOJEH.
dopmysip-obpazert TPYIITIBI
JOKYMEHTOB, MpPHHAJISKAIIMX K
onHou cucreme. IIpoextnpoBanue
OJIaHKOB JIOKYMEHTOB
OpraHu3aIy. Cocras,
oopmienue, U3TOTOBIICHHE,
XpaHeHHe OJIaHKOB OpraHU3aIH.
bnank  goKyMmeHTa:  TIOHSATHE,
Ha3HAYCHHUE, BUJIBI OJIaHKOB
(oOmuit  OnmaHk, OJIAaHK TMHCHhMA,
OJIaHK KOHKPETHOTO BHUIA
JOKyMeHTa  (KpoMe  THCHhMA).
CocraB, odopmieHHE PEKBU3UTOB
O6manka.  OcoOeHHOCTH  s3bIKa
CITy’>KeOHBIX JOKYMEHTOB.
Komnozunus JIOKYMEHTA.
CtpyKTypHBIC OIIUOKH.
HeymectHoe u  HeompaBaaHHOE




ynoTtpeOieHre HHOCTPAHHBIX CIIOB.

CnpaBoyHo-
UH(POPMALMOHHbIE
JOKyMeHThI. JlenoBas
nepenucka.
CocraBieHue akToB U
IIPOTOKOJIOB.

20

®dukcanus (ONMHUCAHKUE) JOKATBHBIX
MIPaBUIL, HOPM, IIOJIOJKCHMUI,
ONPEIEAIOIINX CTaTycC
OpraHu3alu, ee  CTPYKTYpY,
HITaTHYIO YUCJIEHHOCTh u
JOJDKHOCTHOM COCTaB,
KOMITETEHIIMM JTOJKHOCTHBIX JIMI U
CTPYKTYPHBIX [IOIpa3/ICICHUN,
(yHKIIMOHATIEHOE coJiepKaHue
NESATEIbHOCTH  OpraHu3alid B
LHEeJI0OM, €€ MOApPA3ACIICHUH U
pabOTHHUKOB, ux npasa,
00s13aHHOCTH, OTBETCTBEHHOCTH U
ap., OpraHU3aIMOHHO-
pacnopsAIUTENbHBIX  JOKYMEHTaX
OpraHu3aIu.

CrpykTypa, Ha3HauyeHHE, MOPSAIOK
pa3pabOTKH,  COIJIACOBAHHS U
YTBEPKJICHHUS. [IpaBun
BHYTPEHHETO TPYIOBOTO
pacnopsika, [Tonoxenus 0
IepCcoHae, [Tonoxenust 0
CTPYKTYPHOM NO/pa3/ieNICHUN,
J10JKHOCTHOM WHCTPYKIIMH.
[lItatHoE pacnucasue KaK
IIEPBUYHBIN YYETHBIM JTOKYMEHT I10
yuyery  KaapoB.  O3HaKOMJIEHUE
pabOTHUKOB c JIOKaJIbHBIMHU
HOPMATUBHBIMHU aKTamMHu
opranuzanu. Bunbl 1 HazHaueHUE
UH(GOPMaIMOHHO-CIPABOYHOMN
JIOKYMEHTAIUU o KaJipam.
[Mopsmox odopmiieHus, OCHOBHBIE
PEKBUBHTHI u
NpaBONPUMEHUTENbHAS  MPAKTHKA
WCTIOIb30BAHMS JOKJIa/THBIX,
CIy)XeOHBIX U  OOBSCHUTEIbHBIX
3aIIMCOK, MPECTaBICHUH,
NPEJIOKEHUN, 3asBIICHUHN, aKTOB,
CIIpaBOK W JIp. B  KadecTBe
OCHOBaHUH s MIPUHATUI
pemieHuid B cdepe yrpaBieHUS
MIEPCOHAJIOM OpraHU3aIl1H.

PacnopsiaurensHbie
JIOKYMEHTBHI.
CocraBnenne
MPUKA30B, YKa3aHUH,
pacropsKeHUH.
Opranu3zanoHHbIE
JIOKYMEHTBI.
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Opranu3anuoHHO-

pacnopsiiuTeNbHbIE  JOKYMEHTHI:
IIOHATHUE, Ha3HAYCHHE, OCHOBHBLIC
BU/JIBI (opranu3alvoOHHBIE,
pacnopsAUTeNbHbIE, CIPAaBOYHbIE).
OpI‘aHI/ISaL[I/IOHHBIQ HAOKYMCHTBI:
ycTaB, TOJOXEHUE, CTPYKTypa U
mrTaTHasds 4YUCICHHOCTb, HITATHOC




pacrnucaHue, npaBuJIa,

JOJI’KHOCTHAA HWHCTPYKI U, ux
Ha3HAUCHHWE, XapaKTePHCTUKAa U
COCTaB, TpeOoBaHUs K
oopmiienuto, TIOPSIIOK
YTBEPKIACHUA.

PacniopsiautenbHbie  JIOKYMEHTHI:
MIOCTAHOBJICHHE, npuKa3 (o

OCHOBHOM  JI€ATEILHOCTH U IO
JMYHOMY COCTaBY), pacHopsiKEHHE,

COBMECTHBI  pacnopsiAuTEIbHbIN
JIOKYMEHT, ux Ha3HA4YCHHUE,
XapaKTepUCTHKA u COCTaB,

TpeOOBaHUS K OOPMIICHHUIO.
CrpaBoYHO-UH(POPMAITHOHHBIC
JIOKYMEHTBI: CIIy’)KEOHBIE IMHCHbMA,

CIIpaBKH, JOKJIaAHBIC 3aIIMCKH,
ITPOTOKOJIbI, AaKTBbI, 3adBJICHHA, HX
XapaKTCPpUCTHKA u COCTaB,

TpeboBaHUS K opopMiIeHHI0. THUIIBI

JOKYMEHTOB: TOJUIMHHUK, KOIIHS,
nyOnuKar, BBIIMCKA, 1504
Ha3HAYEHHE. [Topsimox

opopMIICHHUS W BBIIAYM KOMHUA U
NyOIUKATOB TOKYMEHTOB, BBIITHCOK
W3 HUX.

DK3aMeH

27 2,3

24,7

Hroro

108 | 16 | 34,7

Y

6. Ilepeyenb yueOHO-METOAMYECKOT0 00ecriedeHUs IJIs1 CAMOCTOSTEIbHOM
patdoThI 00yYaKOIIMXCSH MO JUCHUIIMHE (MOTYJIIO)

Ne Bunel camoctosiTenbHON paboTh TpynoemkocTs, ®dopma KOHTpOI™
aK.4achbl
1. [TpopaboTka TeOpeTUUECKOTO
. Koncynbranus
MaTepuaia 1o KOHCIEKTaM JIEKIIUH,
. IpenojaBaTes,
PEKOMEHIOBAaHHOM JINTEpAType, 11 CTHOe
JIOTIOJTHUTEIbHBIM UCTOYHUKAM Y
cobeceioBaHNE
uH(popMalun
2. IToaroToBka K MPaKTUYECKUM BricTynuienue ¢
3aHATHUSAM: TIOMCK HEOOXOAMMOI JOKJIaJIOM,
uHpopmaruu, o6padoTKa 11 MPE3eHTAIINS,
uH(OpMalnK, HallMCaHHe JI0KIaja, OTBETHI HA
MOJIFOTOBKA K BBICTYIUICHHUIO JMCKYCCHOHHbBIE
(TUCKyCcCUm) BOIIPOCHI
3. [ToaroToBka K TeKyuiemMy KOHTPOJIIO
. yHmemy p 11 Tectsl
(TecTupoBaHue)
4. IloaroToBKa K NpOMEXYTOYHON 24,7 YcTHOE




aTTecTaluu cobeceoBanue,

(BOIIPOCHI K 3a4€Ty, HTOTOBBIH TECT, TECTUPOBAHUE,

HaIKMCaHUE KypCOBOU pabOThI) 3aIuTa KypcoOBOU
paboThI

JIJIst caMOCTOSTENTbHON PabOThI MO JUCIUIUIMHE (MOIYII0) OoOydJaroruecs
UCTIOJNIB3YIOT ClIeAyIolIee yueOHO-MeToIu4Ieckoe o0ecreueHue:

1) JlIokyMeHTHpOBaHUE YIIPABICHYECKOH JeATEIbHOCTH: YueOHOe ocodue /
Paznopoxueiii A. A. - M.: HUIl UH®PA-M, 2016 - 304 c. Pexxum nocryna:
https://znanium.com/read?id=177973

2) JloKyMeHTaIlMOHHOE OOecCIeYeHHE YIIPaBJICHHS (JICJIOMPOU3BOJICTBO) :
yuae0. mocobue / T.A. beikoBa, T.B. Ky3uenosa, JI.B. Cankuna. 2-e uz., nepepaod.
u gon. — M.. HHOPA-M, 2017. — 304 <c¢. Pexum ngocryma
https://znanium.com/read?id=28598

3) ®OoHI OICHOYHBIX M METOAMYCCKHUX MATEPHAJIOB IO TUCIMILIMHE
«NneKmpoHHbIll OOKYMEHMO0O0POm U 0e0ONPOU3IBOOCHIBOY

7.D0oH/1 OLIEHOYHBIX ¥ METOAMYECKUX MATEPHAJIOB /IJIsl POBeAEHMSsI
NMPOMEKYTOUYHOM aTTecTAUM 00y4YAIOIIUXCSA M0 JUCHUIJINHE

BOl'[pOCLI JJIA MIOATOTOBKHU K HpOMe)KyTO‘lH()ﬁ arTrecranmmmu

1. YTo nmoHUMaETCs Mo OpraHu3aiuen T0KyMeHToo0opoTa?

2. [TonsiTHE TOKYMEHTOOOOPOTA, €r0 KOJMMYCCTBCHHBIC U KAYCCTBECHHBIC
XapaKTEPUCTHUKHU.

3. MecTo 1 poJib JOKYMEHTOB B YIIPABJICHUH Ha COBPEMEHHOM JTarle.

4, OyHKIMU IEJIONPOU3BOJICTBA.

S. CoctaB HOpMaTUBHO-MeTOAMYeCcKOoM 0a3pl JIOY.

6. Uro mnoHumaeTrcs TOA  JOKYMEHTAIMOHHBIM  OOeCleYeHUEM
yIpaBJeHUS?

7. [ToHsiTHE OpraHN3alMOHHBIX JOKYMEHTOB

8. Crannaptuzanus u yaudukamnus cuctemsl JJOVY.

Q. Ob6mmepoccuiickue KiaccupuKaTopbl JOKYMEHTAIIUU.

10. TocymapcTBeHHas cuUCTeMa JIOKYMEHTAIlMOHHOTO  oOecredyeHus
YIPABJICHHUS.

11. bnaHKu TOKYMEHTOB U TpeOOBaHUS K HUM.

12.  Crpykrypa noxkymenta. TpeboBanusi k 0(hOpMIIEHHIO TOKYMEHTOB 10
I'OCT P 6.30-2003.

13. IlpaBuna odopmiuenus pekBusurta "aapec", "gara", "unnexc", "Buza",
"3arosoBokK", "moamuce".

14. C KaKou LEJIbIO pa3pabaThIBarOTCS WHCTPYKLUU o
JIEJIOMPOU3BOCTBY, YTO B HUX

15. HeoOxoauMo MpeayCMOTPETH?

16. Cucrema opraHu3alliOHHON JOKYMEHTAIIHH.

17. Cucrema pacnopsiAMTENbHON JOKYMEHTALIUH.

18. JlaiiTe ompeneneHue TepMHUHA "pacOpAIUTENbHBIE TOKYMEHTHI'.


https://znanium.com/read?id=177973
https://znanium.com/read?id=28598

19. HazoBute BBl paCHOPSAUTEIBHBIX TOKYMEHTOB.

20. Bwuapl u Ha3HAYEHUE JTUYHBIX JOKYMEHTOB.

21. JlaiiTe ompenenieHne TepMHUHA "OpraHU3allMOHHBIC JIOKYMEHTHI'".

22. HazoBuTte BUbl OpraHU3aIMOHHBIX IOKYMEHTOB.

23. Cucrema nHGOPMAIIMOHHO-CITPABOYHON JOKYMEHTAIIUH.

24. CnyxeOHas mepenucka Ha NpepUsTHH.

25. IlpaBuna ohopmieHuUs CIykeOHOTO MUChMA.

26. CTpyKTypa JelOBbIX U KOMMEPUYECKUX MHCEM.

27. Krnaccudukaius AeT0BBIX © KOMMEPUYECKHX ITHUCEM.

28. lloHATHe ¥ MPUHIUIIBI OPTraHU3AIUHN TOKYMEHTOO000pOTA.

29. O0paboTKa BXOJAUINX JOKYMEHTOB.

30. OOpaboTka UCXOIAIINX JOKYMEHTOB.

31. BHyTpeHHHE TOKYMEHTHI OPTaHU3AIIHH.

32. VYKaXuTe TEXHOJOTHYECKYIO IMOCIIEI0BATEIbHOCTh 3TANOB padOTHI C
BXOJISIIIIUMHU JOKYMEHTaMHU.

33. UYro Takoe HOMEHKJATypa Jej, C KaKod LeNbio pa3padaThIBAIOTCS
TUIIOBbIE HOMEHKJIATYPbI Je?

34. Pabora c muchMaMu U OOpaIieHUsIMU TpaxaaH.

35. IIpuBenurte npuMepsl PETUCTPALIUU JOKYMEHTOB.

36. CocraBieHHe HOMEHKJIATYphI JIE.

37. @®opmupoBanue U 0ohopMIICHHE JIET.

38. TloxaroroBka u mepenava JOKYMEHTOB Ha apXHWBHOE XpaHECHHE.

39. Uro Takoe KOHGUACHINATHHBIA JOKYMEHT?

40. Opranumzanus paboTel € JOKYMEHTaMH, KOTOPBIE OTHECEHBI K
roCyJapCTBEHHOM TalHE.

41. VYxkaxure 0COOEHHOCTH BEIECHUS JEIIONTPOU3BOCTBA,
00eCIeYnBaIOIIETO YUYET U

42.  COXpaHHOCTb KOH(PHACHIIMAILHON HH(GOPMAIIUU U TOKYMEHTOB.

43. TumnoBble OpraHU3aAIMOHHBIE CTPYKTYPBI CITYKOBbI JEIOMPOU3BOACTBA

44, VYcnous Tpyna pabOTHUKOB CITYKOBI I€TTOMPOU3BO/ICTBA

45. KoMmmbloTepHbIE TEXHOJIOTHH B JICJIONPOU3BOICTBE

46. OOecnedyeHUe COXpPAHHOCTH JIOKYMEHTOB B DJICKTPOHHOM hopme

47. VYcraB KaKk OCHOBHOM OpraHU3allMOHHBINA JJOKYMEHT.

48. CrangapTHeie (pa3bl U BBIPAXKEHUS JIETOBBIX U KOMMEPUYECKUX
TTUCEM.

49. TlpoxoxxaeHrne UCXOIAIINX U BHYTPECHHUX JTOKYMEHTOB.

50.  OcoOEeHHOCTH SI3bIKa U CTHJISI CITY>KEOHBIX TOKYMEHTOB.

51. PexBU3UTHI MEXAyHApOJHOTO MHUCbMa. OCHOBHBIC PEKOMEHIAIIUU TIO
COCTaBJICHUIO TEKCTOB MEXAYHAPOIHBIX IMHCEM.

52. UYto ompenensier Gopmysisap TOKyMEHTa M 4eM OTIUYaeTcs: popmysp
JIOKyMeHTa 0T hopmyispa-oOpasma?

53. HazoBuTe ocHOBHble Tpynmbl (QyHKUMA  JOKymeHTa. UYem
XapakTepUu3yeT KaxKylo rpymmy?

54.  Yro 00ycnaBIMBaeT IOPUAMUECKYIO CHITY O(pUIIMAIBLHOTO JOKYMEHTa?



55. @OyHKIHMH OCHOBHBIX MOJpPA3AENCHUN CIYk Obl JOKYMEHTAIMOHHOTO
oOecrieueHus yIpaBJICHHUS.

56. ABTOMaTHU3MPOBAHHBIE TEXHOJOTHHW OOPAOOTKHM JIOKYMEHTOB M HX
BJIUSIHUE HA CUCTEMY JIETIOMPOU3BOJICTBA KOHKPETHOM OpraHU3AIINH.

57.  CnpaBouHO-UH(GOPMAIIMOHHBIE JOKYMEHTHI.

58. Crpykrypa u coJiepKaHue KaJIpOBO JIOKyMEHTAIUH.
OpraHu3almoOHHO-KaIPOBbIE IOKYMEHTHI.

59.  OcHoBHBIE aCHEKTHI KyJIbTYpPHI IETOBOU PEUH.

60. CranmapTuzanus s3plka JOKYMEHTa. SI3BIKOBBIE TpeOOBaHUS K
o OPMIICHUIO PEKBU3UTOB JOKYMEHTA.

61. TunuuyHble OMIMOKYU B SI3bIKE U CTUJIE IOKYMEHTOB.

62. SI3pIkOBOE O(hopMIICHUE TUYHBIX JOKYMEHTOB.

(DOHI[ OOCHOYHBIX W MCTOAUMYCCKHUX MATCPHAJIIOB [JIA IIPOBCACHUA
HpOMG)KYTO‘IHOfI aTTecCcTalnn O6y‘IaIOIHHXC$I 110 JUCHHIIIIMHC O(i)OpMJ'ISIeTCH
OTACIIBHBIM NJOKYMCHTOM, IIPCACTABJICH B IIPHJIOKCHUN 1.

8. IlepeyeHb OCHOBHOI1, TONMOJIHUTEIbHON Y4eOHOM JTUTEPATYPbI, pECYPCOB
HH(POPMAIIMOHHO-TEJIEKOMMYHUKAMOHHO ceTH « AHTEepHET)», HEOOXOAMMBIX
JJISI OCBOEHHUSI JTUCUHUIJIMHBI (MOXYJIs1)

a) OCHOBHAas JiUTeparypa:

1) JIokyMeHTHpOBaHUE YIIPABICHYECCKOH NEATEIBHOCTH: Y4eOHoe ocodue /
Pazpopoxueii A. A. - M.: HULl UH®PA-M, 2016 - 304 c. Pexum nocryna:
https://znanium.com/read?id=177973

2) JloKyMeHTaIlMOHHOE O0OeCIeYeHHEe YIPaBJICHUs (ICIONPOU3BOACTBO) :
yue0. nmocobue / T.A. beikoBa, T.B. Ky3uenosa, JI.B. Cankuna. 2-e uza., nepepaoO.
u gon. — M.. HHOPA-M, 2017. — 304 <c¢. Pexum ngocryma
https://znanium.com/read?id=28598

3) OcHOBBI 1€7I0BOH (CITy»eOHO) MMCEMEHHOM peur B cdepe ynpaBICHUS :
yue6. nocodue / C.1O. Kabamos. M.: UHDPA-M, 2019 — 163 c. Pexum noctyna:
https://znanium.com/read?id=335870

0) J0MoTHUTEIbHAS JJUTEepaTypa:

1) KonduaeHuaipbHOe ACTONPOU3BOACTBO U 3aIUINCHHBIA 3JICKTPOHHBIN
nokymentoobopor : yueObnuk / H. H. Kynses, A. C. Hémymkun, T. B.
Kongpamosa, A. I'. ®abpuuno ; nox obur. pen. H. H. Kynsesa. - 2-¢ u3zn.,
nepepad. wu  gom. -  MockBa :  Jloroc, 2020 - 500 c.
https://znanium.com/read?id=367431

2) JlenoBoe MUCHMO: Y4eOHO-CIIPABOYHOE MMOCOOME st OaKaaaBpoB / aBT.-
coct. . H. Ky3nenos. 10-e uzn., mepepad. - Mocksa : Jlamkos u K, 2020 - 161 c.
https://znanium.com/read?id=358429

3) JokymeHnTtoBeneHue: YdeOHoe mocobme / YmakoBa O.A. M.:HUII
NH®PA-M, 2017 - 64 c. https://znanium.com/read?1d=216012



https://znanium.com/read?id=177973
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https://znanium.com/read?id=358429
https://znanium.com/read?id=216012

B) pecypcsl ceTu «AHTEpHET»!

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

2)  Jlenompou3BOACTBO M JOKYMEHTOOOOPOT Ha  MPESANPHUATHH.
http://www.delo-press.ru/journals.php?page=documents

3) KagpoBoe memompoM3BOACTBO MW TpyAoBoe ImpaBo.  http://hr-
portal.ru/rubric/kdp

4)  depepanbHblii mopTan «IkoHOMHKA. Couuonorus. MeEHEIHKMEHTY.
http://ecsocman.edu.ru

5)  DnekrponHas ombaroreka HR-criermanucros. http://www.hrm.ru/

9. MeToanyeckue yKa3aHusi /151 00y4arOIMUXCS M0 OCBOEHHUIO TUCIIUTIIMHBI
(MoayJin)

CamocrosiTenbHas MOArOTOBKA 00YYarOIIUXCsl TPOBOJUTCA AJI YIITyOlIeHUs
Y 3aKpEIUICHMsI 3HAaHWM, ITOJYYEHHBIX Ha JICKIUAX U APYIMX BUAAX 3aHATUH, JUIS
BbIPa0OTKH HaBBIKOB CaMOCTOSITEIbHOTO IMPUMEHEHUS HOBBIX, JOIMOJHUTEIbHBIX
3HAHUW U TIOJTOTOBKH K MIPEJICTOSIILIUM YUYECOHBIM 3aHATHUSAM, 3aUETY.

BaxXHBIM  yCIIOBUEM YCHEIIHOIO W3Y4YEHUS JAUCLUIUIMHBI  SIBJISETCS
nocemenue gekuuil. Ilox nocemenneM noapasymeBaercss He (popMa MaCCUBHOTO
IPUCYTCTBHS, @ aKTUBHAs paboTa MO W3y4eHHIO HOBOro Marepuana. [loaroroska k
JEKIMOHHBIM 3aHATUSM BKIIIOYAeT B ceOs aHAIM3 MpeularaeéMbIX JUIS U3y4eHUs
BOIIPOCOB, HM3yYE€HHE HOPMATHUBHBIX HWCTOYHHUKOB M Yy4e€OHOM U Hay4dHOU
JUTEPATYphl IO paccMaTpuBaeMbIM BoOIpocaMm JeKuuu. B mporecce neknuu
oOy4Jaromuiicss MOXET 3aJaBaTh  YTOUHSAIONIME  BOIPOCHI,  OCYIIECTBHUTH
B3aMMOCBSI3b HOBOTO Marepuajga ¢ YK€ H3YyYEHHbIM, NOATOTOBUTH 0a3y s
3¢ ()EKTUBHOTO MCHOJB30BAHUS MOJYYEHHBIX 3HAHHWM, OOJErdyuTh MOJATOTOBKY K
MPaKTUYECKOMY 3aHATHIO. D((PEKTUBHBIM CMOCOOOM (UKCAMU JEKIHOHHOTO
MaTepuasa SBISIeTCS KOHCIEKTHPOBAHME, MpPEJCTaBIsAIoLIee COOONM HE TOJIBKO
¢uKcalni0 BaXKHEHIIMX MOMEHTOB JIEKIUM, HO M YKa3aHUE MPUMEPOB IS
NIOHUMAaHUS TOTO WJIA NHOTO TEOPETUYECKOI0 MaTepuaa.

[Ipy moAroToBKE K MPAaKTUYECKOMY 3aHSATHUIO HEOOXOAMMO MCIIOJb30BaTh
KOHCIIEKTUPOBAHHBIE MaTe€pUalbl JEKIUH, Y4eOHYI0 U HAY4YHYIO JIUTEPATYpy.
[TonroroBka OTBETOB MO BHIHOCUMBIM Ha OOCYXKIEHHE BOMPOCAM MPAKTHUUYECKOTO
3aHATUS BKJIIOYAET B ceOsl HE TOJBKO MPOYTEHHWE MaTepHala, HO U €ro aHajlu3 U
KPUTUYECKYIO OILIEHKY.. OOyuaromeMycsi cleayeT BbIIBUTh MalOU3y4YEHHbIE
aCIEeKThl PACCMATPUBAEMBIX BOMPOCOB, MPOSBUTH UHUIIMATUBY MPU MOATOTOBKE K
MPAKTUYECKOMY 3aHATHUIO.

[Ipy moAroTOBKE K MPAKTUYECKUM 3aHATHUSMHU M 3a4ETy PEKOMEHIYEeTCs
CUCTEMATU3UPOBATh 3HAHMS, M300paxkas MX B TaOJIMYHOM, rpadUyECKOM WIH
CXEMaTH4YHOM BUJIE. ITO MO3BOJIUT YCTAHOBUTH B3AUMOCBS3b U3yYaEMbIX SIBJICHU,
YIOPOCTUT 3aJady 3allOMMHAHMUS MaTepuaja, OOJErdyuT MpoLecC MPaKTHUECKOTO
IPUMEHEHUS NTOJTYYEHHBIX 3HAHUU.

3amaveil  MpaKTUYECKUX  3aHATUN  SBIAETCS  BbIpAa0OTKA  yMEHHS
UCIIOJIb30BaTh TEOPETUUYECKUE 3HAHMS, NPOSIBUTH HAIMYME MPAKTUYECKUX


http://delo-ved.ru/
http://www.delo-press.ru/journals.php?page=documents
http://hr-portal.ru/rubric/kdp
http://hr-portal.ru/rubric/kdp
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HaBBIKOB. [lpum  TOATrOTOBKE K  MPAKTHYECKOMY  3aHSATHIO  CJEIyeT
3a0J1arOBPEMEHHOI0 00€CTIeUnTh HaJIM4he HEOOXOAMMO JUIsl JAHHOTO 3aHSTHS
MaTepuaa, CaMOCTOSITEIbHO MOBTOPUTH paHEEe N3YYCHHBIE TEMBI.

JUIst  yCHemrHoro OCBOEHUSI AMCIUIUIMHBI BaXXHBIM SBIISIETCSI  YMEHHUE
paboTath ¢ TepMUHAMH U UX omnpeneneHusiMud. s paboThl ¢ TepMHUHOJIOTHEH
(G ()EKTUBHBIM SBIISETCS UCIOJIb30BAaHUE KAaK Yy4eOHOM M HAYYHOM JIUTEpaTyphl,
TaK U OPUINYECKUX U GUI0CO(CKUX CoBapei.

PabGoTa ¢ TepMHHAMH MOXKET OCYIIECTBIATHCA Kak B (JOpME COCTABICHUS
COOCTBEHHBIX TEMAaTUYECKHX CIIOBAPUKOB I YyI0OCTBA M CKOPOCTH ITOMCKA
HeoOxomumoro TepmuHa. C  ITOW TENBI0 HEOOXOAUMO KaKIBIA  HOBBIM
BCTPEYAIOIIUIICS TEPMHUH 3alUCHIBATh U BO BPEMS MOJATOTOBKH K CEMHUHAPCKUM H
MPAKTUYECKUM 3aHATHSM YKa3bIBaThb COOTBETCTBYIOIIEE ompezesnceHue. B ciydae
BO3HUKHOBEHHUS CJIO)KHOCTH BBIOOpa OMNpeNeNeHUs] U3 HMEIoIIEerocs odbema B
paMKax Hay4YHOTO 3HAHHS HEOOXOJMMO 3aJaBaTh BOMPOCHI MpENoAaBaTENO B
paMKax JIEKIIMOHHBIX U MPAKTUYECKUX 3aHSITHM.

WUurtepaktuBHble  GOPMBI  MPOBEJACHUS  3aHATUA 1O  JAUCIMILIUHE
«NneKmponHubIli OOKYMEHmMOooOopom u 0elonpou3go0cmaoy BKIIOYAIOT B ceOs
CJIETYIOLTUE BUIbI 3aHSATUH:

- UHTEPAKTUBHBIC JIEKIIMHM, TMPEANOojaraloT HCIOJb30BaHUE METOJa
npoOieMHOro usnoxkenus. [Ipu Takom mojxojie JEKIMs CTAHOBUTCS MOXO0XKEH Ha
JIAAJIOT, TPENo/laBaHue UMUTHUPYET HCCIEIOBATEIbCKUN TpoliecC (BBIIBUTAOTCS
MEePBOHAYAJILHO HECKOJBKO KIIFOUEBBIX MOCTYJIATOB IO TEME JICKIIUHU, U3JI0KCHUE
BBICTPAMBACTCS II0 TPHUHIMILY CaMOCTOATEIIBHOTO aHadu3a U  000OIIeHUs
CTyJICHTaMu Y4eOHOro marepuaina). JTa METOJMKa IMO3BOJISIET 3aWHTEPECOBATH
CTYyJICHTa, BOBJIEYh €ro B Mpoiiecc oOydeHus. [IpoTuBopednss HaydHOro MO3HAHUS
PaCKpBIBAIOTCSI TIOCPEACTBOM IIOCTAHOBKM MpoOJeMbl. YdeOHass mpobiema u
npoOjeMHasi CUTyalus SBJISIOTCS OCHOBHBIMU CTPYKTYPHBIMU KOMIIOHEHTaMH
npobiemHoro obyuenus. [lepen HauamoMm u3ydeHUs ONMPENETECHHOM TeMbl Kypca
CTaBUTCSA TEpeNl CTyJAECHTaMU NPOOJIEMHBIH BOMPOC WM JaeTcs MpoOJIeMHOe
3amanue. CTUMynupys paspelieHue MpoOJeMbl, MpenojaBaTesib CHUMAET
MPOTUBOPEYHS MEXITY UMEIOIIMMCS €€ MOHMMaHUEeM U TPeOyEeMbIMU OT CTyACHTa
3HaHUSAMH. D(DPEKTUBHOCTh TAKOTO METOAa B TOM, YTO OTACIBHBIC MPOOIEMBI
MOTYT TOJHUMATHCS CAMUMH CTyJCHTaMH. [ JIaBHBIA ycmeX AaHHOTO METoja B
TOM, YTO TIpenojaBareiib JA0OMBAETCA OT ayJUTOPUU «CAMOCTOSITEIIHLHOTO
peuieHus» MocTaBiIeHHOW mpoOsiembl. OpraHuzanus MpoOJIEMHOT0 00y4YeHUs
MPEACTABIACTCS JOCTAaTOYHO CJIOKHOW, TpeOyeT 3HAYUTENbHOW MOJATOTOBKH
nektopa. OHaKO Ha HAYAJILHOM 3Tare MCIOJIb30BaHUs dTOI0 METOJIa €r0 MOKHO
BHEJIPSATh B CTPYKTYpPY TOTOBBIX, paHee pa3paOO0TaHHBIX JICKIHH, MPaKTHYCCKUX
3aHSATUH KaK JOIIOJHECHHUE.

- TPYNIOBBIE JUCKYCCHUM, TPHUMEHSIOTCS [JIsi OOecredeHus: HaBBIKOB
KOMaHJTHOM pabOThl U MEKIMYHOCTHOM KOMMYHHKAIIUU U TPEICTABISIOT COOOM
OIICHOYHOE CPEACTBO, IIO3BOJISIONICEC BKJIIOYUTH OOYYaAIOMUXCS B IPOIIECC
OOCY)XIIEHHsI TIPEACTaBICHHOM TEMbI, MPOOJEMbI H OIICHUTh WX YyMEHHE
apryMEHTUPOBATh COOCTBEHHYIO TOUYKY 3peHus. Kpome Toro, B xojae 3aHATHIA
MIPOBOJISATCS KPYTJIBIE CTOJIBI IO 33JaHHBIM TEMATHKAM.




- aHaNMM3 CUTyalui (KEHC-METOM) — TEeXHUKa OOyYeHWHs, MCIOJIB3YIOIIas
ONMMCAaHWE peaJbHBIX cuTyarnuil. OOydyarouuecss JOJKHBI IMPOAHAIU3UPOBATH
CUTYallMIo, pa3o0paThCcsi B CyTH MPOOJIeM, MPEAJIOKUTh BO3MOXKHbBIE PEIICHUS U
BBIOpaTh Jydiliee ©3 HUX.B OCHOBE MeToma KOHKPETHBIX CUTyallud JIEKHUT
ONMKMCAaHNEe KOHKPETHON MpodeccHOoHaIbHON AESITENIbHOCTH WM AMOIMOHAIBHO-
MTOBEJICHUYECKUX AaCIEKTOB B3aUMOACUCTBUS Htojeh. [Ipu M3yuyeHHH KOHKPETHOM
CUTyallud, M aHAJIN3€ KOHKPETHOIrO MpPHUMEpPA CTYAEHT MOJDKEH BXKUTHCS B
KOHKPETHBIE  OOCTOSITENILCTBA, TMOHSTh CUTYallUlO, OIEHUTh OOCTAHOBKY,
OTIPEJICNINTh, €CTh JIU B HEH mpobsieMa U B 4eM ee cyTh. ONpeeuTh CBOIO POJIh B
pereHn: MpoOIeMbI M BBIPA0OTATh 1IETIECO00Pa3HYI0 JIMHHUIO TTOBEACHHUS.

- TIpenojlaBaHWe JTUCIUIUIMHBI OCYIIECTBIAIETCS B (opmMe KypcoB,
COCTaBJIEHHBIX Ha OCHOBE pE3yJIbTATOB HAYYHBIX HMCCIIEIOBAHUN, MPOBOIUMBIX
opraHuzaiyei, B TOM 4YHCJI€ C YYETOM PErHOHAIBHBIX OCOOCHHOCTEU
npodeccuoHanIbHON JESITEIbHOCTH BBIITYCKHUKOB u noTpeOHOCTeH
paboTomarenei.

OLEeHOYHbIE U METOJUYECKUE MaTepHUaibl O IUCHUILUIMHE «DIeKmMpPOHHbIU
00KyMeHmoobopom u 0enonpouszeoocmeoy npeacrapieHsl B ®OMM.

IIpy 1OArOTOBKE K MPOMEXYTOUHOMY WA HTOTOBOMY TECTHUPOBAHUIO
HEOOXOJMMO M3YYHUTh TEOPETHUUECKHM W MPaKTUYECKUH MaTepuai. TecToBbIe
3a/laHus (C TIepeYHEeM BO3MOKHBIX BAPUAHTOB OTBETOB, CPEAM KOTOPBIX XOTS OBl
OJIMH OTBET SIBJISICTCS HEBEPHBIM) OOECIEUMBAIOT CTPYKTYPHOCTH MBIIUICHHUS,
BBIHYKJECHHOTO BBIOpAaTh W3 MPEMJIOAKEHHBIX BAPUAHTOB OTBET BCE IMPABUIIbHBIC
BapuaHThl. Te€CTOBBIC 3aJaHUs] HAa YCTAHOBJIEHUS COOTBETCTBUS IMOAPA3yMEBAOT
HEOOXOJMMOCTh TPOSIBJICHUS HE TOJIbKO 3HAaHHMS Y4eOHOro Matepuana, HO |
YMEHUSI TPUMEHSTh TpaBWwia QopMalibHOM JOTMKU. TecToBble 3alaHusl Ha
YIOPSIOYEHUE HAIPABJICHBI HA YCTAHOBJICHUE JIOTMYECKON MOCIEA0BATEIBLHOCTH
paccMaTpUBAEMBbIX SBJICHHM (BPEMEHH CYIIIECTBOBAHUS SBJICHHM, PACIIOIOKEHUS
CTPYKTYPHBIX 3JIEMEHTOB MTPABOBBIX JOKYMEHTOB U T.IL.).

D¢ GhHEeKTUBHBIM CMIOCOOOM ISl TOJATOTOBKM K TECTUPOBAHUIO SIBIISCTCS
paboTa 00ydaromIerocsi Mo PEIIeHUI0 TeCTOBBIX 3aJaHUM, MPEJOCTABICHHBIX IS
CaMOCTOATENbHON paldoThl. Takke MpU MOATOTOBKE K TakoW (opMe KOHTPOJIS
3HaHUM, KaK PEIICHUE TECTOBBIX 3aJaHUM, CIEAYET CAMOCTOSATENIbHO MOMbBITATHCS
nmpopaboTaTh paccMaTpUBaeMbIe B JUCIIUIUIMHE BOMPOCH! B (pOpME COCTaBICHHUS
TECTOBBIX 3aJaHHUM.

[Ipu moATrOTOBKE K 3K3aMEHY CJIEAYET UMETh B BUAY, YTO OH SIBJISIETCS
UTOTOBOM (POPMOM KOHTPOJISI 110 U3YUYEHUIO TAHHOW Yy4EeOHOW MUCHIMIUIMHBI. 3a4eT
MOJIPAa3yMEBAET  MAKCUMAJbHYI0  KOHIEHTPAUMIO  3HAHUM W YMEHHUM,
MPEINOJaraloirx MOJTHOE U3yUYeHUE MaTepuala JUCIUILIMHBI.

DK3aMeH MOpoBOJIUTCS B (OpME YCTHOrO COOECeOBAaHUS W BBITIOJHEHUS
MUCBMEHHOTO 3a/IaHusI, THOO TecTa.

Pemenne mpenomaBatenss 00 WTOTOBOWM OIGHKE MPUHUMAETCS  T10
pe3yapTaraM YCTHOTO OTBETAa M BBINOJIHEHHOTO MHCHbMEHHOTO (TE€CTOBOIO)
3aJ1aHusl, B 3aBUCUMOCTH OT LIKaJIbl OL[CHKHU.

B ¢Bsi3u ¢ pa3zBuTHEM HAYyYHO-TEXHUYECKOTO MPOTpPecca B TAKOW CUTyallMU
HAJJIC)KUT BOCIMOJIB30BATHCS MaTepuaiaMH, HAXOASIIMMUCA B OTKPBITOM JOCTYIIE



cetu Internet. Taxke HEOOXOOAUMO YYUTHIBaTh, UYTO IO COCTOSHUIO Ha
CErOHAIIHUMI J€Hb MHOTHE CIIPABOYHBIE MPABOBBIE CHUCTEMBI COIEPKAT HE TOJIBKO
TEKCT HOPMATHUBHBIX AKTOB, HO M HAay4HbIC CTAaTbU IO PA3JIMYHBIM BOIIpOCAM
(manmpumep, CIIC «Koncynerant Ilmtocy). PekomeHayercs HCNonb30BaTh
3JIEKTPOHHO-OUOIMOTEUYHBIE CUCTEMBI.

B cuny KpaTKOBpEMEHHOCTH M3YYEHHS U 3HAYUTENBHOIO OObEMa JaHHOM
y4eOHOW AMCUMILIMHBI Kadeapa HACTOATENbHO PEKOMEHIYET CHUCTEMAaTHYECKH, a
HE 3MHU30JUYECKH paboTaTh HaJ U3yUYEHUEM Kypca.

10. Oco0eHHOCTH OCBOCHUS] TUCUMUILIMHBI JJIS1 JIUI[ ¢ OTPAHNYEHHBIMU
BO3MOKHOCTSIMH 3/10POBbSI

OO6ydenue oOydYarOMMXCS C OTPAHUUYECHHBIMH BO3MOXHOCTSMH 3710POBbS
Ipyu HEOOXOJIMMOCTH OCYUIECTBJISIETCS Ha OCHOBE aJalTHPOBAHHOM paloueit
MporpaMMbl  C  HWCIIOJIB30BAaHUEM  CIICIIHABHBIX ~ METOJIOB  OOY4YCHUS W
TUAAKTAYECKUX  MaTepHalioB, COCTaBJICHHBIX C y4e€TOM  OCOOEHHOCTEH
NCUXO(PU3NYECKOTO PA3BUTHSA, HHAUBUAYATbHBIX BO3MOXKHOCTEH M COCTOSIHHS
3JI0POBbsI TAKWUX 00y4aromuxcs (00y4Jaromnierocs).

B mensx ocBoeHHS Y4eOHOH TpOrpaMMBbl TUCIUTUTMHBI «DeKmpOHHbII
O00KYyMeHmoobopom U 0elonpou3so0Ccmeo» WHBAIMAAMH W JHUIAMH  C
OTPaHUYCHHBIMU BO3MOXKHOCTSIMU 3/I0pOBbsi THCTUTYT 0OecrieunBaeT:

— JUIS. MTHBAJIUJIOB U JIUI] C OTPAaHUYCHHBIMH BO3MOKHOCTSIMH 37IOPOBBSI IO
3pEHHUI0: pa3MEIICHUE B TOCTYIHBIX JJII OOYJArOITUXCS, SBIISIOIINXCS CICTTBIMH
WM  CIa0OBUIANIMMHU, MECTaX H B aJalTHPOBAHHOWH (OpMe CIpaBOYHOM
uHQOpPMAIIMU O pACTIMCAHWM YYEOHBIX 3aHATHH; TPUCYTCTBHE aACCHUCTEHTA,

OKa3bIBAIOLIETO oOyyaromemycs HEO00XOTUMYIO TIOMOIIIb; BBIMTYCK
aIbTePHATUBHBIX (POPMATOB METOJUYECKUX MATEPUaOB (KPYMHBIA MPUPT WUIH
aynnogansl);

— JII1 UHBAJIUAOB U JIUI[ C OTPAHUYEHHBIMUA BO3MOYKHOCTSMH 3JI0POBBS 1O
CIIyXY: HaJJIeKaIIUMU 3BYKOBBIMU CPEJICTBAMH BOCIIPOU3BEICHUE HHPOPMAIINK;

— JUISl UHBAJIMJOB U JIMI] C OrPAaHUYEHHBIMU BO3MOKHOCTSIMU 3JI0POBBA,
MMEIOUIMX  HApyIIEHUs  ONOPHO-ABUTATEIbHOTO  amnmapaTra:  BO3MOXHOCTh
OecrpensaTCTBEHHOTO JOCTYIa 00yJaronuxcsi B yaeOHbIEe TIOMEIIEHUS, TyaJleTHbIC
KOMHATHI U PYTHe TOMENICHHUs, a TAK)Ke MPeObIBAaHUE B YKa3aHHBIX MOMEIIECHUSX.
OOyuaromuecs u3 uuciaa uHBAMIOB U Juil ¢ OB3 obecniedeHbl mMeYaTHBIMU U
(1K) SIIEKTPOHHBIMU 00Pa30BaTEIBLHBIMU pecypcaMu B (hopMax, aanTHPOBAHHBIX
K OTpaHUYEHUSIM UX 310poBbsi. OOpa3zoBaHue OOYyYaIOMMXCSI C OTPAaHUYCHHBIMU
BO3MOXXHOCTSIMU 3JIOPOBBSI MOKET OBITh OPraHU30BaHO KaK COBMECTHO C JIPYTUMH
00y4YaroImMUMUCs, TaK U B OT/ACJIBHBIX TPYIINAX WU B OTACIBHBIX OPraHU3AIUAX

11. ITepeyenb nHGOPMALMOHHBIX TEXHOJIOTUH, MPO(eccHOHAIBLHBIX 0a3
JAaHHBIX, HCII0JIL3YEeMBbIX IIPH OCYLIECTBJICHUH 00Pa30BaTEJLHOIO MPoLecca
10 JMCUHUILINHE (MOYJII0), BKJIKOYAasl lepeYeHb NPOrpaMMHOro odecrneyeHust
1 MHGOPMAIHOHHBIX CIIPABOYHBIX CHCTEM



1) Omnepannonnas cucrema (Microsoft Windows Iponpuemapnas);

2)  Ilaker oducuHsix mporpamm 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)  IIporpamMMHO€00eCIICUeHUEIISAIPOCMOTPAdICKTPOHHBIXIOKYMEHTOBB
crangaprePDF (Foxit Reader GNU LesserGeneralPublicLicense);

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

6)  ABromaruzupoBaHHas WH(MOpMAIMOHHAs OWOMUMOTEYHAs CHCTEMa
Marc21SQL,;

7)  CnpaBouHo-nipaBoBas cuctema «Koncynbrant [Lirocy

12. MaTepuajnbHO-TeXHUUYeCKasi 6a3a, He0OXoAUMasi VIl OCYLIeCTBJIEHUSs

00pa30BaTEJbHOIO POLECCa 0 AMCUUILIMHE (MOIYJII0)
HanmeHnoBanue

Cneunaﬂnsnponaﬂﬂme AYJAUTOPUN:

VYuebnas ayaaropuss Uil IIPOBEACHUS 3aHATUH CCMHUHAPCKOI0  TUIlla, KYpPCOBOTO

NPOCKTHPOBAHUS (BBIMOJIHEHUS] KYpPCOBBIX paboT), TPYNIOBBIX M HWHIWBUAYAIbHBIX

KOHCYJ’IBT&HHFI, TCKYLICTO KOHTPOJIA U HpOMeXCYTOqHOﬁ aTTcCTalluu / KOMHBI-OTCpHBIfI KJ1accC

/ momeriieHue Ist CaMOCTOSTEIbHOM PaboThI™

TexHu4eckue cpecTBa 00y4eHus :

KOMIBIOTEP C IPOrPaMMHBIM 00€CTIE€YEHHEM

Cnenmnann3npoBaHHbIe AYIUTOPHH:

VYyeOHast aynuTopus JUisl IPOBEICHUS 3aHITUN JIEKIIMOHHOTO TUIA, 3aHATHI CEMHUHApPCKOTOo
TUIA, KYpPCOBOTO NPOEKTHPOBAHUS (BBINOJHEHHMS KYPCOBBIX paboT), TPYINOBBIX U
VHAMBUAYAJIbHBIX KOHCYJBTAIUI, TEKYIIEr0 KOHTPOJIS ¥ MPOMEKYTOUHOM aTTecTaluu™
Texnuueckue cpeacTBa 00y4eHus:

MYJIBTUMEIUNHBIA KOMIUIEKC
KOMITHIOTEP C MPOTPAMMHBIM 00€CTIeUeHHEM, YKa3aHHbIM B 11.10







