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ITpopekTop 1o o6pa3oBaTeIbHOM
NeSTENBHOCTH ¥ LU(POBOH

9

B.H. Uymaxkos

PABOYASA NTIPOT'PAMMA 11O AUCHHUIIIMHE
«JITOKYMEHTALMOHHOE OBECIIEHEHHUE YIIPABJIEHUS»

Hanpapnenue moaroTroBku
43.03.01 - Cepsuc
(ypoBeHb OakanaBpuata)

Hampasnennocts (mpouis) 06pa3oBaTeNbHON MPOTpaMMbl
CepBuC B MHIyCTPUU MUTAHUS U TOCTEIPUHUMCTBA

dopma 00ydeHus
3a04Hast

['aTunna
2023
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oroCc BO 3++) mno HampaBiaeHutro mnoxarotoBku  43.03.01-Cepsuc,
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1. ITossicHUTEILHAS 3aIIMCKa

Kypc «JlokyMeHTanimoHHOe oOecnedyeHrue yIpaBlICHUS» 3aHUMAET Ba)XKHOE
MECTO IIpH MOATr0TOBKE O6akanaBpoB 1o HarnpaBienno43.03.01 - Cepsuc.

PaGota ¢ [mOKyMmMeHTaMHu BBICTYMaeT OJHOM U3 HaumboJiee Ba)KHBIX
COCTABJISIIOIIMX  JICSITEIbHOCTH MEHEI)KEPOB B  CEPBUCHOM  JESATENBHOCTH.
®opMupoBaHue y OOy4YarONIMXCA CHUCTEMbl 3HAHUM M yMEHUHA pabOThl C
JOKYMEHTaMH, HEOOXOIUMBIMU  JUIS 3¢ (eKTUBHOTO  yIpaBieHUS
CEpPBUCHBIMIPEINPHUATUEM, CIHOCOOCTBYET IOBBIIMICHHIO KayecTBa IMOATOTOBKHU
OakanaaBpOB JIaHHOTO HaIlpaBJIECHUS.

[lenpto ocBOeHUs OUCHUIUIMHBI  «JloKyMeHTanmoHHoe oOecredyeHue
YOpPABICHUSD  SBJISETCAU3YUYEHUE  CHCTEM  JOKYMEHTAIlMH,  OpraHU3alHH
JOKYMEHTHPOBAHUS U JIEJI0NPOU3BOICTBA, COCTaBJISFOIINX OCHOBY
UH(OPMAIIMOHHBIX MPOIECCOB B CEPBUCE.

3agaun JUCHUAILINHEL:

* O3HAaKOMJICHHE CTYJIEHTOB C 3aKOHOJATEIhbHON W
HOPMAaTHUBHOW 0a30i, METOAMYECKUMHU pa3paboTKaMu U OCHOBHOMU
HAY4YHOM JIUTEPATYPOH IO KypCy;

*  U3yYECHHE MPAKTHKU OpPraHU3alllud JOKYMEHTAI[MOHHOIO
oOecrieyeHus: YNpaBIEHUsT Ha MPEANPUATHUSX, OPraHU3alUsAX U
YUPEXKACHUSIX CEpBHUCA.



2. [lepeueHs TUIAHUPYEMBIX PE3yJIbTATOB OOYUYCHHS 10 TUCITUTUIHHE,
COOTHECCHHBIX C TUIAHUPYEMBIMH PE3yJIbTaTaMU OCBOCHUS
o0pa3oBaTenbHONIIPOrPAMMBI

JucuunnuHa «/{okymMeHTalnoHHOe obecreueHne yrnpaBieHUsD y4acTBYeT B
(opMHpPOBaHUU CIEAYIONIENH KOMIIETEHIIUH (CIEAYIOIUX KOMIETEHIUN):
CTpyKTypHBIE 3JIEMEHTBI KOMIIETEHLIUN

Komnerenmuu WNuaukatopsl Jeckpunropsl

VK-43 -  ocymecrBisier 3HaHusA: OCHOB JIOKYMEHTAJIBLHOTO 00€CIIeUeHUS
JICJIOBBIC KOMMYHHKAIlUU B praB-

YCTHOH M IHMCBMEHHOH| JIEHWs TpeanpustueM chepsl yCIIyr; cocTaBa
(popMax Ha pycckoMm u (WMIHM)| OPraHH3AIMOHHO-TIPABOBOM,

UHOCTPAHHOM  sI3bIKaX  MPH| pacIOPsSAUTEIHBHOMN, nH(}OpMaAITMOHHO-
[IPEIOCTaBICHUM YCIYT CIIPABOYHOM, IUIAHOBOOTYETHOM
JIOKYMEHTALWH, ITPaBUiI €€ COCTaB-

neHuss U 0oQOpMIICHHSI; YMEHUs: OMPEIEATh

VK-4- Cnocoben
OCYILECTBIIATH
JIETIOBYIO
KOMMYHHUKAIIMIO B

yeraon u COCTaB, CTPYKTYPY u COZIepIKaHNE
NMCBMEHHON (popmax JIOKYMEHTAIIUH, o0ecrieunBaroIei
Ha rocy1apCTBCHHOM OpraHU3alMI0 IIPOLEcca CEPBUCA; ONPEACIATh
s3pike  Poccmiickon BH/IbI YIIPABICHYECKUX JIOKYMEHTOB C Y4ETOM
Denepann " 0COOEHHOCTEN Cdepbl YCIyr; COCTaBIATh U
WHOCTPaHHOM(BIX) 0hOpMIIATh JEJOBBIE THUChMA, JOKJIAIHBIE H
SI3BI- cityeOHble 3aliCKHU, OTBEYaTh

ke(ax) Ha JKaJI00bI oTpeduTeneit Hapbiku:

pa3paboTku Habopa OpraHN3aMOHHO-TIPABOBOM,
pacopsSIIUTENEHON, HWHPOPMAITMOHHO-
CTIPaBOYHOM, MIAHOBO-OTYETHON JOKYMEHTAIMH B
MPOIIECCEe OpraHU3aIMK CEPBUCHOM NESTEIbHOCTH;
CHUCTEMAaTH3alli  JIOKyMEHTAllMk B  IpoIecce
CEPBUCHOI1 JICSITENEHOCTH

[IK-1 - Cnoocoben [[IK- 1.4 — OcymiectBisieT| 3SHAHHS:




OCYILIECTBIIATH OpraHU3aIHI0 n| OCHOBHBIX BUJIOB JIOKYMEHTOB,
CTPATEruyeckoe W [maHMpOBaHME o0ecreynBaronInx OpraHu3aIuIo u
TaKTUYECKOE eSATeNbHOCTH IUIAHUPOBAHUE JEATEIBHOCTH JENapTaMEHTOB
yIpaBJeHUE JleNapTaMenToB  (CIy0, (cmy>x0, OT[IEI0B) TOCTUHUYHOTO KOMILIEKCa U
JiernapTaMeHTaMu oTaenoB)  roctummamoro| 1PEANPAATHS
(cmy>x6amu, 00ILIECTBEHHOI'0 ITUTAHUS,;
KOMILJIEKCA U TPEANpUsATHs
OT/IeJIaMU) [IpaBun opranuzanuu JOKyMEHTOOOOpOTa Ha
. 0OIIECTBEHHOTO MTUTaHUS
NpeanpUATHI CHeph OpeAnpUATHAX roCTeNpUHUMCTBA u
FOCTCIPUUMCTBA U 00ILIECTBEHHOr0 MUTAHUS; Y MEHUS:
00111eCTBEHHOTO Cucremaru3upoBaTh OCHOBHBIE
MATAaHU BHUJIBITIOKYMEHTOB, 00ecreunBaroIIX
OpraHU3alMI0 U IJIAaHUPOBAHUE JEATEIBbHOCTH
JenapTaMeHTOB (cmyx0, OTJICJIOB)
FOCTUHMYHOTO KOMIUIEKCA U MNPEeANpUATHS
OOIIECTBEHHOTO MHTaHUs; AHAIW3UPOBATH
OpraHu3aIuIo JIOKYMEHT0000pOoTa Ha
MPEANPUITUIX TOCTETIPUUMCTBA U
oOuiecTBeHHOro uTaHus; HaBbiku:
CoctaBnenusi u 0OpMIICHHSI OCHOBHBIX BUIOB
JIOKyMEHTOB, 00€CTICUMBAIONINX OPTaHU3AIHIO
u MJIAaHUPOBAHKE NEeSTeTbHOCTH
JIeTapTaMeHTOB (cmyx0, OT/ICJIOB)
TOCTUHMYHOIO KOMIUIEKCA U MNPEANpPUITHUS
0OIIECTBEHHOTO MTUTAHMUS;
CoOmronieHust mpaBwWJI TOKYMEHTOOOOpOTa Ha
MPEANPUITHSIX rOCTETPUUMCTBA u
OOIIECTBEHHOT'O ITUTAHMA,
I1K-3 - Cnocoben I[IK — 3.1 — Opranusyer| 3HaHus:
OpPraHHU30BBIBATD CUCTEMHBIN KOHTPOJIH OCHOBHBIX JIOKYMEHTOB, HEOOXOJIUMBIX JIJIs
CUCTEMHBIN OM3HEC-TIPOIIECCOB OpraHu3aluy BHYTPH(YUPMEHHOTO KOHTPOJIS;
KOHTPOJIb .
P nemapTaMeHTOB  (CIyskO,| Y MCHHSL:
OM3HECIIPOIIECCOB, .
PECYpCOB, KauecTBa OT);[eJ]OB) PEANPUSATHY] CI/ICTeMaTI/IBI/IpOBaTB PIH(i)OpMaI_II/IIO O ACATCIIb
b
yeayr o [maTanms u HOCTH/ICTIAPTAMEHTOB (cmyx0, OT/IEIIOB)
FOCTUHUYHOTO KOMIUIEKCA W MPEANpHUSTUS
O6CJ’IY)KI/IBaHI/I}I, rOCTCIIPUNMCTBA
0OIIIECTBEHHOTO MUTAHUSA c LEJIBI0
MPOBOJIUTH  OIIEHKY opranm3amI
s¢pexTuBHOCTH
(b(bq) BHYTpU(DUPMEHHOTO KOHTpOJIsI, HaBbIKH:
HKIITMOHUPOBAHUS
YHKIHMOHHPO CocraBnenus OCHOBHBIX JIOKYMEHTOB,
enapTaMeHTOB
J(l P 5 ) HEO0OXOAMMBIX TUTSt OpraHu3aIu
CITYXK OT/ICJIOB
YO, T BHYTPU(GUPMEHHOTO KOHTPOJIS;
MpEeANPUITHI
rOCTETIPUMMCTBA U
00111eCTBEHHOTO

IUTaHUA




3. MecTo IUCUUIUTUHBI B CTPYKTYpPE 00pa3oBaTEIbHONU MIPOTrPaMMBI

((I[OKYMeHTaHI/IOHHOC obecrieueHue YHPABJICHUS ABJIACTCA I[HCHHHHHHOﬁ

gacTd, (GOPMUPYEMOM  y4YaCTHMKaMH  OOpa30BaTENIbHBIX  OTHOIICHHHIJIS
MOATOTOBKH CTyAeHTOB 1o HanpasieHuto 43.03.01 — Cepauc.
[IpenmecrByromue [Tocnenyromue
JHCLMIUTMHEL (MOJY- Aucturnmme: (Moaym), JMCLMIUIMHEL (MOIYJIN),
/1), IPAKTHKK yueGHoro| TPAKTHKH y4eOHOro IIlaHa, B IPAKTUKHY-
[udp IUIaHa, B KOTO- KOTO-
bIX KOMIIETCHIIUS] OCBANBACTCS
KOMICTCHIHH purx ocmanmacres P napajuieJbHO C U3ydyaeMoun Hebnoro nuaia, 5
KOMICTCHIIA N KOTOPBIX OCBanBa-
JMCIUILTHHOM
€TCSI KOMITCTCHIHS
Pycckuii s13b1k 1 VYupasienue
KyJIbTypa peuH KOMMYHUKATUBHBIMU ITpon3BOACTBEHHAS
npoueccamu /Yenosek u ero NpaKTHKa
NHocTpaHHbIN SI3bIK noTpeGHOCTH (mpenumIoMHast)-
V4eOHas IpaKTHKa IIponsBoacTBEHHAs IPAKTHKA
(O3nakomuTenpHas (cepBucHasi)
MPAKTHKA)
YK-4

NHocTpaHHbI SI3bIK
JIEIIOBOTO OOIIIEHUS
/VIHOCTpaHHBIN S3BIK B
npodeccroHanbHOM
NEeATEIbHOCTH

[IpousBoacTBEeHHAsA
MpaKTHUKa
(opraHu3anoOHHO-

ylpaBiieH4YecKast)




[IK-1

OcCHOBBI (PHHAHCOBOTO,
OyXTraJITepCKOro U
CTaTHCTUYECKOTO y4eTa
B cpepe roCTenpruruMCT-
Ba U HA MPEANPUATUIX
IIUTAaHUA

[Iporpammuoe obec-
NeYeHHe 1
aBTOMATH3AIINS
AEATeLHOCTH
Hpe[[HpI/ISITI/Iﬁ IINTaHUus
Y TOCTEIPHUMCTBA

Teopust opranuzanuu
Y OpraHU3allMOHHOE
noseeHue/
Crparerndeckuii Me-

MapKkeTHHTOBbIE KOMMYHHKa-
1uH/ Y paBiieHHe KOHKYPEHTO-
CHOCOOHOCTBIO MPEATIPUATHUS

OteuyecTBEHHBIN U 3apyOeKHBIH
OIIBIT OKa3aHMA yCIyT
0O0I1IeCTBEHHOTO MMUTAHUS U
rOCTENIPUUMCTBA

[Ipou3BocTBEHHAS TPAKTHUKA
(CepBucHas mpaKTHKa)

busnec-mianupoBanue

TpynoBoe npaBo

OTeuecTBEHHBIN U
3apyOeKHBINA OTBIT
OKa3aHMs yCIyT
OOIIECTBEHHOT'O ITUTA-
HUS U TOCTETIPUHUMCTBA

BI/I3HGCHHaHI/IpOBaHI/IC

HEIKMEHT

[Ipoun3BoacTBEHHAsA
MPaKTHUKa
(OpranuzarmoHHoO-
yrpaBieHYecKast
MIPAKTHKA)

Opranuzanus u
TJIAHUPOBAHKE JICATEITb-
HOCTH TIPENPHUATHIA
cepBuca

ConuanbHOKYJIbTypHas
NEeSITENIbHOCTH B chepe
rocre-
NPUUMCTBA U
OOIIIECTBEHHOTO
UTAHUS

VYnpasnenue
MIEPCOHAIIOM B
npodeccuo-
HAJIBHOM JI€SITEIBHO-
CTH




[1K-3

Teopust opranu3anuu u
OpraHU3aIMOHHOE
nosenenue / Ctpare-
TUYECKUHN MEHEKMEHT

TexHUYEeCKUE CpecTBa
1 TEXHOJIOTHH B
cdepe rocTenpUuMCT-
Ba M OOIIECTBECHHOIO
IIUTAaHUA

Opranuzanus u
IUTAHUPOBAHUE JESATEIb-
HOCTH NPEINPUATUN
cepBuca

IIpaBoBoe
perynupoBaHue B cepe
rocre-
MPUUMCTBA U
0O0IIIECTBEHHOTO
MUTAHUS
[IpousBoacTBeHHas
npakTtuka (CepBuCHas
MIPAKTHKA)

VYnpaBneHne KaueCTBOM yCIyT U
oOcITy>)KuBaHUs B c(hepe rocTe-
MPUMMCTBA U OOIIECTBEHHOTO

MTUTAHUS

JlokyMeHTalmoHHOE
o0ecrnieueHre ynpaBieHHs

CepBuc B UHIyCTpUHN
0O0IIECTBEHHOI'O MMUTAHUs1/
Pectopannslii 6u3Hec

CepBuc B HHAYCTpUH
rocrenpuuMcTBa/ [ OCTHHUYHBIH
Ou3Hec

CepBuc B MHIyCTpUHU
OO0IIECTBEHHOT'O 1TH-
tanust/ Pectopannsrii

ousHec

4. O0beM JUCHUTUTHHBI (MOIYJIsS) B 3a4ETHBIX AMHUIIAX C YKa3aHHUEM KOJIMYECTBA
aKaJeMHYECKUX WM aCTPOHOMUYECKUX YacOB, BBIICTICHHBIX Ha KOH-
TaKTHYIO paboTy oOydJaroniuxcs ¢ rnpemnoiaparesieM (1o BUaaM y4eOHBIX 3aHATUN)
¥ Ha CaMOCTOSITEIbHYIO Pab0Ty 00ydaromuxcst

y4eOHOM JUCIIUTUTHHBI
cocTaBisieT 4 3a4yeTHBIC

OOmas TPYJA0EMKOCTh OCBOCHHS
«JlokyMeHTaIlMOHHOE OO0EeCIICUCHHE YyIIPaBICHUS
eqruHUIBl i 144 akageMUyecKux yaca.

Kypc Ne szca Bcero, ak.gacos
OO61mast TpyJ0eMKOCTh (BCETrOaK. 4acoB / 3.e11) 144/4 144/4
Jleknnu 6 6
KonrakTHas pabota
IIpaxTrueckue 3aHATUA 8 8
CamocrositenbHas pabora 121 121




Bua npomexxyTouHon
aTTecTaluu
(xoHT.pab.**/ camocT.

pab.)

OK3aMeH, KOHTPOJIbHAs
pabora

0,3/8,7

5. ConepxaHue TUCIUTUIMHBI (MOIYJIST), CTPYKTYPUPOBAHHOE 110 TEMaM
(pa3genam) ¢ ykazaHueM OTBEJICHHOTO Ha HUX KOJIMYECTBA aKaJeMUYECKUX WIN
ACTPOHOMHUYECKHX YaCOB U BHJIOB YUCOHBIX 3aHATHI

HaumenoBanue paznena
JTUCIUTITMHEI (TeMa)

TpynoemkocTh

KonTakTHas
paborta

BCero

NneKkumm

NPaKTU4Y. 3aHATUA

nabop.3aHATUA

camocT. paboTa

Coneprxanue

N
=

<

o
<)

OCHOBEI

obecnieueHus
OpraHu3aIuu
CEpPBHUCHOM
JIeITEIIbHOCTH

JAOKYMCHTALITMOHHOI'O

33 1 2

30

[Tonsatne o
CBolicTBa,
byHKITIH
MeTtonapl u
JIOKyMEHTHUPOBAHHS.
HopMmatuBHoMeTOMuEeCKas
6aza JOKYMEHTAI[MOHHOTO
o0ecrnieueHus yIpaBJiIeHUS
NEeSATEIbHOCTBIO OpPraHU3alUuN
CEPBUCHON JIEATEIIbHOCTH.
Buast YIPABJICHUECKUX
JOKYMEHTOB, HEOOXOIMMBIX
JUIL  ONMCAHUS  Pa3JIMYHbBIX
YIPaBICHYECKUX  JECHCTBHM.
VYHudukauus u
CTaHJIapTHU3alus
nokyMeHToB. [lonsitue wu
COCTaB  PEKBU3UTOB.DOPMBI
JNOKyMEHTalun JUTSL
pa3paboTku CEPBUCHOTO
MPOJIyKTa

JIOKYMEHTE.
MPU3HAKH,
JIOKyMEHTA.
CHOCOOBI

10




Cucremsl
JOKYMCHTAIlUu,
oOpazyroruecs B
Mpoliecce YNpaBiICHUS
JIeSATETLHOCTHIO
OpraHu3aun
CepBU-

ca

cdepbl

33

30

Cocras, CTPYKTypa u
coJiep’kaHue JOKYMEHTAIUH,
o0ecreunBaroIen
OpraHHU3aIII0
cepBuca.CocraB
OpraHU3aI[MIOHHOIIPABO-
BOU,paciopsiIUTEIbHOM,
MH(POPMALIMOHHOCTIPABOYHOM
, IJIAHOBOOTYETHOM
JOKYMEHTAalluM, TpaBWiIa €€
cocTaBlieHUs U 0(OpMIICHUS
Ocobennoctu
JOKYMEHTO000pOTa B CEpBHCE

ﬂOKyMGHTaHI/IOHHOC

34

30

OOmas XapaKTepUCTUKa

obecrieueHue
yIpaBJICHUS
MIEPCOHAIIOM.

KaJpOBOTO cocTaBa
npennpustus.  OpraHuzanus
JOKYMEHTAIUOHHOTO
obecrieyeHuss  JI€ATEIILHOCTH
KaJpOBOH CITY>KOBI
TPEIIPUATHS cepBuca.
Opranmzanuss ~ paboTel €
KaJIpoBOH JIOKYMEHTalUEH.
OCOoOeHHOCTH HUCTOJIB30BaHUS
cetn VHTepHET Ui pemieHus
3aja4 KaJpOBOTO
JIeJI0TIPOU3BO/ICTBA.
OdopmiieHne AeI0BbIX MHCEM,
JOKJIAJHBIX M  CIIy’KE€OHBIX
3aIlUCOK, OTBETOB Ha >Kajo0bl
norpeduTenei.

Opranuzanus

JIOKyMEHTO000pOTa

35

31

Opranuzanus
JIOKyMEHTaMHU.
CucreMaTuzamnus
JOKYMEHTallul B  Tpolecce
CEpPBHUCHOI

nesitenbHocTH. DopMUpOBaHUE
u odopmieHue hi(Sh)
DkcnepTusa LEHHOCTHU
JIOKYMEHTOB, MOATOTOBKA
JIOKYMEHTOB K XpaHEHHUIO.

paboTsl c

DK3aMeH

0,3

8,7

Hroro

144

8,3

129,7

11




6. [lepedyeHn yueOHO-METOAMUECKOTO OOECIIEUEHUS AJI1 CAMOCTOSITEIIbHON PabOTHhI
00yyJaromuxcst Mo JUCHUILTHHE (MOJIYJIIO)

Ne Bunel camoctosTenbHON paboThI TpynoemMKkocCTs, ®dopma KoHTpoJsA™
aK.4achl
1. IIpopaboTka TeOpeTHUECKOro
. Koncynbranus
MaTepuaia o KOHCIEKTaM JIEKIIUH,
. npenojaBaTens,
PEKOMEHI0BaHHOM JIUTEPATYPE, 40
CTHOE
JIOTIOJIHUTENIbHBIM UCTOYHUKAM Y
cobecej0BaHUE
uHpOopMauu
2. [ToaroToBka kK MpakKTUYECKUM BricTymiienue ¢
3aHATHUAM: TIOMCK HEOOXOAMMOi JOKJIaJIOM,
uHpopmanuu, oopadboTka HHOpMAIHH, 40 npe3eHTalusl,
HalycaHue JT0KJIa/1a, MOAr0TOBKA K OTBETHI Ha
BBICTYIICHHIO JIMCKYCCUOHHBIE
(mrcKyccun) BOIPOCHI
3. [loaroroBka K TEKyLIEMYKOHTPOJIIO
(TecTpoBaHUE W/MIIN HAITUCAHNE 41 Tectbl, pedepatsl
pedepara)
4. [ToaroroBka K MpoOMeXyTOYHOU YcerHoe
aTTecTaluu 8,7 cobeceoBanme,
(BOIIPOCHI K 3K3aMEHY, UTOTOBBII TECT) TECTUPOBAHUE

Jns camocTosITeNbHON pabOThI MO JAUCIUILIMHE (MOIYJI0) oOydaromuecs
UCTIOJB3YIOT CIEAyIoNIee Y4eOHO-METOANUECKOe 00eCcTIeueHHE:

1)  JlokymeHTammioHHOe oOeclieueHnue yhpaBleHUus: YdeOHoe
nocobue/ I'maguitE.B. - M.: U1l PUOP, HUIL[ MHDPA-M, 2020. - 249
c.Pexxumpaocrtyna: https://znanium.com/catalog/document?1d=354819

2)  JIOKyMEHTallMOHHOE OO0ecreYeHre YIpPaBJICHUsS MEePCOHAIOM:
VYyebnoe mnocobue/bynar P. E. - M.: HUL[ MH®PA-M, 2019. - 234
c.Pexxumpocrymna: https://znanium.com/catalog/document?1d=355024

3) beixoBa, T. A. JlokyMeHTallMOHHOE OOECIEUYCHUE YMPABICHUS
HEroCyJIapCTBEHHBIX opraHuzaiuii : yueonoe nocodue / T. A. brikosa, JI. B.
Cankuna. — 2-e u3f., nepepad. u gon. — Mocksa : UHOPA-M, 2020. —
302 c. Pexxum noctyna: : https://znanium.com/catalog/product/1072260

4)  ®oHA  OUEHOYHBIX M  METOJUYECKUX  MaTepUaJIOBIIO
TUCIUIUTHHE « J[OKyMEHTaITMOHHOE 00ECTICUCHHE YIIPABICHHSI.
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Nk Wb

1.
12.

13.
14.

15.
16.
17.
18.

19.
20.
21.
22.
23.

24.

26.

7.q)OHI[ OICHOYHBIX 1 MCTOANYCCKUX MATCPHUATIOB JJIA IPOBCACHUA
HpOMeH(YTOqHOﬁ arTecraiun O6yanOH_II/IXC$I IO AUCHUIIIINHE

Bormpocs! aJig npoBeAeHUs TPOMEKYTOUHOM arTecTaluu (IK3aMeHa).
O6ocHOBaHKME HEOOXOAUMOCTH 00YUYEHUS TOKYMEHTAIIMOHHOMY 00€CIEeUEeHUIO
¥ €r0 aBTOMaTHU3allnH;

JlokyMeHTO000pOT B opranu3anun. Pabora ¢ BXOIAIMUMH TOKYMEHTAMH,
KnaccudukaTopbl 10KyMEHTOB;

dopMHUpPOBaHUE U XPAHEHUE JIEIT;

PersniamenTanus 1eaonpous3BoICTBa;

[IpezenTanus. Ee pynkuust u HazHauenre. OCHOBHBIE JIEMEHTHI;

OCHOBHbIE  TMOHATUS  JIOKYMEHTALIUOHHOTO  O0O€CleYeHMs]  yIpaBlIECHUS
(1e10npOU3BOJACTBO, JOKYMEHTOO0OOPOT, TOKYMEHT, PEKBU3HT, U JP.);
OpraHuzaliioHHble JOKYMEHTH. MX QyHKmMM © Ha3HaueHHe. YCTaB
OpraHu3alluy;

OcHoBHbIE (PYHKIMH TOKYMEHTA;

. OpranuzanuoHHbeie J0KyMeHTbl. Mx @yHknuum u HazHauenue. llltatHoe

pacrnucaHue;
VYHudukanus u ctanaapTU3aus 10KyMEHTOB;

OpranuzalmoHHble JOKYMEHTHl. VX (QyHkunu u HazHaueHue. JlommKHOCTHas
UHCTPYKIIUS

bnank. [Tonarue 6nanka. TpeboBanus kK 0o(hopMIIEHHIO OJIAHKOB;
Pacniopsiautensubie gokymentol. Mx ¢yHkium u nHaznadenuwe. Ilpuka3 mo
OCHOBHOMH JI€ATEIILHOCTH;

PexBusur. [lonsiTue pekBu3uTa, NOPSAIOK UX 0DOPMIICHHUS;
CrpaBouHO-HH(OpPMaLIMOHHBIE JOKYMEHTHI. VX QyHKIIMK 1 Ha3HaueHue. AKT;
TexHuueckue cpeacTBa, UCIOJIb3yEeMbIE B JEIONPOU3BOICTBE;
CnpaBo4yHO-HH(OpPMALIMOHHBIE JOKYMEHTBl. MX (yHKIMM W Ha3HAYEHUE.
[Iporokou;

bnank. Buabl 6;1ankoB. OcOOEHHOCTH UX O(POPMIICHUS;

JlokyMeHTOOO0pOT B Opranm3aiuu. Pabora ¢ HCXOIAIUMU JOKYMEHTaMHU
bnank. BapuaHnTsl pacnonokeHus peKBU3UTOB Ha OJIaHKaX;

[ToaroToBka u nepenaya Aes B apXUB;

[IpaBuna odopmiieHust 1aT, HyMepaluu CTpaHull, o(opmiIeHHUS TaOIuIl,
MaTeMaTHYeCKUX GOPMyYJT i COKpaIlleHUH;

Pacniopsautenbubie nokyMeHThl. X QyHKIMU ¥ Ha3HauyeHue. YkazaHue; 25.
JlokyMeHTOOO0OpOT B opranu3amuu. Ilporiecc KOHTPOJS UCHOJHEHUS
JIOKYMEHTOB;

CrpaBouHO-UH(OPMALIMOHHBIE JTOKyMEHTHl. WX (QyHKIUM W Ha3HaueHHE.
OOBbsacHUTENbHAS U JOKJIAHAs 3aIIUCKY;
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27. JokyMeHTOOOOpOT B opranu3aiuu. Pabora ¢ BXOASIUMH TOKYMEHTaMU;

28. PacniopsautenbHbie JOKYMeHTHI. X QpyHKIMu 1 HazHaueHue. Pacnopsxenue

29. OCHOBHBIE IOHATHUS IOKYMEHTAIIMOHHOTO 00ECIIEUEHHU YIIPABIICHHUS;

30. CnpaBoyHO-UH(pOpPMALIMOHHBIE JOKYMEHTHl. MX ¢QyHKIMM W Ha3HAYEHUE.
[IpoToxou;

[TpumepHBIe TPAKTUKO-OPUEHTHPOBAHHBIC 3aJaHUS
I. Odopmuts mnpHKa3 o0 HA3HAYEHWHW OTBETCTBEHHOTO 32
oOpartenue ¢ 0nankamu npeanpusitus B coorserctBuu ¢ 'OCT P 6.30-2003
2. OdopMUTh TPOTOKON 3aceqaHus SKCIEPTHONM KOMHCCHH B
COOTBETCTBHUM ¢ THUIIOBON MHCTPYKIIMEH MO AEIONPOU3BOACTBY
3. CocTaBuTh CilIy>)KEOHYIO 3allMUCKy Ha MOOILIPEHHE COTPYAHHKA,
MIEPEBBITIOTHUBIIETO TJIAHOBBIC TOKA3ATEIH

[TonHpIi KOMIUIEKT 3afaHUil W ATanmoB (OPMHUPOBAHUS KOMIICTEHITUU
npejcraBicH B GOHE OIIEHOYHBIX U METOJAMYECKUX MATEPUAIIOB ISl POBEACHHUS
MIPOMEKYTOUYHON aTTECTAllMd OOYYaIoIUXCs MO0 JUCIUIUIHHE, O()OpMICHHBIN
OTAEJIBHBIM JIOKYMEHTOM, NPEACTABIICH B MPUIOKECHUU 1.
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8. IlepedyeHb OCHOBHOM, TOTIOJHUTEIHHONU YUEOHOH JTUTEPATYPhI, PECYPCOB
MH()OPMAILIMOHHO-TEIEKOMMYHUKAITMOHHOM ceTu « HTepHeT», HEOOXOAUMBIX NSt
OCBOEHUS TUCHUIUIMHBI (MO JISI)

a) HOpMaTUBHBIC TIPABOBHIC AKTHI

1) Hattmonaneneiii crangapt PO 'OCT P 7.0.8-2013 "Cucrema cTaHaapToB
o uHdopmaruu, OMOIMOTEUHOMY W M3AATENIbCKOMY JNieny. Jemonpou3BocTBO U
apxuBHOe Jeno. Tepmunsl u omnpenenenus” (yTB. mnpukazoMm DenepaibHOro
areHTCTBa M0 TEXHUYECKOMY PETYJIUPOBAHUIO U MeTpojoruu ot 17 oktsaops 2013
r. N 1185-cT)

2)I'OCT P 6.30-2003 «YHUPUIUMPOBAHHBIE CHUCTEMBI JOKYMEHTALUU.
YaudpunupoBanHas ~ CHCTeMa  OpPraHM3AIllOHHO -  PacCHOPSIUTEIHHOM
JOKyMEHTAITUH.

TpebGoBanus Kk 0HOPMIICHHUIO TOKYMEHTOBY

3) TOCT P 7.0.97-2016 «Cucrema cTaHaapToB 10 HUH(pOpManuH,
OMOIMOTEUHOMY W M3JaTeNbcKkoMy Aeny. OpraHu3aldOHHO-paCHoOpSIUTEIbHAs
nokymeHTanus. TpeboBaHus K 0pOPMIIEHUIO TOKYMEHTOB

0) ocHOBHas JIUTEpaTypa:

1)  JlokyMeHTauMOHHOE oO0ecrieyeHue yrpaBjieHus: YueOHoe

nocooue/ I'maguiE.B. - M.: W1l PUOP, HUL] NHOPA-M, 2020. - 249

c.Pexxumnocryna: https://znanium.com/catalog/document?1d=354819

2)  JIoKyMeHTallMOHHOE OO0eCreYeHHe YIPABJICHHS IEePCOHAIOM:
Yuebnoe mocobue/bynar P. E. - M.: HUL UHOPA-M, 2019. - 234 c.
Pexxumpaoctyma: https://znanium.com/catalog/document?1d=355024

3) beikoBa, T. A. JIOKyMEeHTallMOHHOE OOECIeYeHUE YIpaBiICHUS

HEroCyJIapCTBEHHBIX OopraHu3ainuii : yueonoe nmocobue / T. A. brikosa, JI. B.

Cankuna. — 2-¢ u3j., nepepad. u non. — Mocksa : UHOPA-M, 2020. —

302 c. Pexxum noctymna: : https://znanium.com/catalog/product/1072260

B) JIOTIOJTHUTEIIbHAS JTUTEPATYpa:

1) JlokyMeHTallMOHHOE OOecleueHrue YIpaBJIeHUs MepcoHaIoM: YueOHoe
nocooue/bynatr P. E. - M.: HULl UH®PA-M, 2019. - 234 c.Pexum nocryna:
https://znanium.com/catalog/document?1d=355024

2)JlokyMeHTallMOHHOE 00eCTeueHUE YIPABICHUS B COIUATBHO-KYIbTYPHOM
cepBuce M TypusMe: YdeOHoe mocobme / I'ymmua M. A., 3aiimeBa H. A. - M.:
Anwsda-M, HULL UTHOPA-M, 2015.Pexxum mocty-
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na:http://znanium.com/catalog.php?bookinfo=489737

3)KupcanoBa, M. B. Kypc nenonpousBoAcTBa: IOKYMEHTallMOHHOE
oOecrieueHnue ynpasieHus : yaeonoe mocoobue / M.B. Kupcanora, FO.M. AkceHoB.
— 6-¢ m3xa., uctp. u jgon. — Mocka : UTHOPA-M, 2020. — 257 c. Pexum
J0CTyTa::
https://znanium.com/catalog/product/1088888

r) pecypchl cetn « MUHTepHET»:

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

2) Jlemompous3BOJACTBO U JIOKYMEHTO000pOT Ha
MIPEANPUATHH. http://www.delo-press.ru/journals.php?
page=documents
3) Kanposoe JICJIONPOU3BOICTBO u TPYJIOBOE  MPaBo.

http://hrportal.ru/rubric/kdp
4) DnexrponHas 6ubimoreka HR-cnermanmcros. http://www.hrm.ru/
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9. Meroanueckue ykazaHus JUisi 00y4aroIIUXcs 110 OCBOCHUIO
JUCUUTUTAHBI(MO/TYJIST )

CamMocTosiTenbHas MOArOTOBKA 00yYarOUXCsl POBOAUTCS ISl YIIIyOJIEeHUS
U 3aKperuIeHHs] 3HaHWM, MOJYyYEHHBIX Ha JEKUUAX W JPYTUX BUJAX 3aHITHH, A
BBIPAOOTKH HABBIKOB CaMOCTOSATEIBHOTO NMPUMEHEHHSI HOBBIX, JOMOJIHHUTEIbHBIX
3HAHWM U MOATOTOBKH K MPEJCTOSIIINM YUCOHBIM 3aHATHSAM, 3a4ETy.

BaxxHpIM  yCIOBHEM  YCHEIIHOTO M3Y4Y€HUS JUCUUIUIMHBI  SBIAETCS
noceuienue jgekuuil. [lox nocemenunem noapasymeBaercs He (popmMa MacCCUBHOTO
INPUCYTCTBHUSI, a aKTUBHAs paboTa Mo U3y4yeHHUI0 HOBoro marepuana. [loaroroska k
JIEKIMOHHBIM 3aHATUSAM BKIIIOUAeT B ceOs aHaIM3 IpPEUIaraéMblX A U3y4EHHUs
BOINPOCOB, M3yYE€HHUE HOPMATUBHBIX MCTOYHMKOB M Yy4yeOHOW M Hay4yHOU
JUTEPATYphl IO paccMaTpuBaeMbIM BOIIpocaMm JieKIMU. B mpouecce nexkuuu
oOydaroluiicss MOXET 3aJaBaTb  YTOYHSIOIIME  BOIPOCHI, OCYIIECTBUTH
B3aMMOCBSI3b HOBOTO Marepuajga C Y€ M3yYEeHHbIM, IMOATOTOBUTH 0a3zy ais
3¢ (EeKTUBHOIO HMCMOJIb30BAHUS IOJYYEHHBIX 3HAHUN, OOJIETYUTh MOATOTOBKY K
MPaKTUYECKOMY 3aHATHIO. OD(OPEKTUBHBIM CHOCOOOM (DUKCAUMU JIEKIIMOHHOIO
MaTepuana SBISIETCd KOHCIEKTHPOBAHME, IPEICTABIAIOLIEe COOOHW HE TOJIBKO
(uKkcalMio BaXXHEWIIMX MOMEHTOB JIEKUMH, HO M YyKa3aHUE NPUMEPOB IS
NOHUMAaHUS TOTO WJIM HHOTO TEOPETUYECKOTO MaTepHaia.

[Ipy mOArOoTOBKE K MPAKTHUECKOMY 3aHSITHIO HEOOXOJIMMO HCIIOJIb30BATh
KOHCIIEKTUPOBAaHHbIE MaTepHaslbl JIEKIUH, y4eOHYI0 M HayuyHYIO JHUTEpaTypy.
[TonroroBka OTBETOB IO BHIHOCHMBIM Ha 00CY)KJIEHHE BOIPOCAM MPaKTUYECKOTO
3aHATHSA BKJIIOYAET B ceOsl HE TOJBKO MPOYTEHHE MaTepuasia, HO U €ro aHajau3 U
KPUTHUYECKYIO OLEeHKy.. OOydaromemycsi cleayeT BbIIBUTh MaJlOM3yueHHbIE
aCIEeKThl PaCCMATPUBAEMBIX BOIPOCOB, MPOSIBUTh WHULMATUBY MPHU HMOJATOTOBKE K
PaKTUYECKOMY 3aHSTHIO.

[Ipy mOArOTOBKE K MPAKTUYECKUM 3aHATUSIMH U 3a4€Ty PEKOMEHIYETCs
CHUCTEeMAaTHU3HpOBaTh 3HAHUS, H300pakas MX B TaOMUYHOM, TpapUuecKoM WIH
CXEMaTHUYHOM BHJI€. DTO MO3BOJIUT YCTAHOBUTH B3aUMOCBSA3b U3YUAEMBIX SBJICHUM,
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YOPOCTUT 3ajady 3allOMMHAHHS MaTepualia, OOJErduT MPOoLecC MPaKTUYECKOTro
IPUMEHEHHMS TTOJTyYEHHBIX 3HAHUM.

3agadyeil  MpPaKTUYECKUX  3aHATHM  SBISIETCS  BBIPAOOTKA  yMEHUS
WCIOJB30BaTh TEOPETUYECKUE 3HAHMS, MPOSIBUTH HAIUYUE TPAKTUYECKUX
HaBbIKOB. IIpm  mOAroTOBKE K  NPAKTHUYECKOMY  3aHSTHIO  CIEQYET
3a0JIarOBPEMEHHOT0 O0€CTHEeUUTh HAIUYME HEOOXOAUMO JUIsl JAHHOTO 3aHSTUS
Martepuala, CaMOCTOSATENIbHO MOBTOPUThH PAHEE N3YUECHHbBIE TEMBI.

Jns  yCmemrHoro OCBOEHHUSI JUCIUIUIMHBI BaXHBIM  SIBJISIETCS YMEHHE
paboTaTh ¢ TEpMHHAMH U WX ompejaeneHusMu. st paGoThl ¢ TEPMUHOJIOTHEH
3 PEKTUBHBIM SIBISETCS] MCIOJIB30BaHUE KaK y4eOHOM W HAyYHOW JIMTEPATYPHI,
TaK U IOPUIUIECKUX U PUIOCOPCKHUX CIOBApPEH.

PaboTta ¢ TepMHUHaAMU MOKET OCYIIECTBIISITCA KakKk B (OpME COCTaBICHUS
COOCTBEHHBIX TEMAaTUYECKHX CIIOBAPUKOB JJIA yIOOCTBA M CKOPOCTH TIOWICKA
HeoOxonumoro TepmuHa. C  3TOM 1LENbI0 HEOOXOAUMO Ka)KIblil HOBBIM
BCTPEYAIOIINIICS TEPMUH 3alKMChIBATh U BO BPEMs MOJATOTOBKH K CEMUHAPCKUM U
MPAKTUYECKUM 3aHSTUSIM YKa3blBaThb COOTBETCTBYIOINIEE ompenesieHue. B cimydae
BO3HUKHOBEHUSI CIIOKHOCTH BBIOOpaA OIpECNICHUs] U3 HMMEIoIIerocs odbeMa B
paMKax Hay4YHOTO 3HaHUS HEOOXOJWMO 3a/laBaTh BOIPOCHI IMPENOABATENIO B
paMKax JEKIMOHHBIX U MPAKTUYECKUX 3aHATUI.

HNutepakTuBHbIC  (OPMBI  TPOBEJACHUS  3aHATUM MO  JUCHUIUIUHE
«JlokyMeHTallMoHHOe 00eCTeueHUE YIPABICHUS» BKIIOUAIOT B CEOs ClICIYIONINE
BUJIBI 3aHSTHH:

- MHTEpaKTUBHBIC JEKIUH, MPEIIOaraloT UCIOJIb30BaHNE
MeToja MpoOsieMHOTro u3nokeHus. [lpu Takom moaxone JeKUuUs
CTAaHOBHUTCA IIOXOKEH Ha JHMajor, IPernojaBaHue HMHUTUPYET
UCCIIEJIOBATENILCKUN  TIpoliecC  (BBIIABUTalOTCS  IEPBOHAYAIBHO
HECKOJIBKO KIIIOYEBBIX IIOCTYJIATOB IO TEME JIEKIIUH, H3JI0KEHUE
BBICTPAaUBAETCsl MO MPUHIUIY CAMOCTOATEIBHOIO aHajiu3a U
000011IeHHs] CTyJeHTaMu Y4eOHOro marepuaina). JTa METOJUKa
MO3BOJISIET 3aWHTEPECOBATh CTYNEHTA, BOBJIEYb €ro0 B IPOLECC
oOyuenusi. I[IpoTuBopeunss HAy4HOTO TO3HAHUS PACKPHIBAIOTCSA
HOCPEICTBOM IIOCTAaHOBKM MpoOiemMbl. YyeOHas mpoOieMa WU
npoOieMHasi CUTyallusi SIBISIOTCS OCHOBHBIMH CTPYKTYPHBIMU
KOMIIOHEHTaMu TpoOsieMHoro oOydenus. [lepen Haganom u3zydeHus
OTpEeNeNICHHOW TEeMbl Kypca CTaBUTCA TMeEpeA  CTyACHTaMu
npoOJeMHBIM  BOMPOC WM JaeTcs mpoOJeMHOe  3agaHue.
Ctumynupys paspelieHne MpoOJeMbl, MPEnojaBaTelb CHUMAeT
POTHUBOPEUHS MEXKIY UMEIOIUMCS €€ TIOHUMaHNeM B TpeOyeMbIMU
OT cTy/eHTa 3HaHUAMH. DP(HEKTUBHOCTH TAKOTO METOJIa B TOM, YTO
OTJENbHBIE MPOOIEMbI MOTYT TOJHUMATHCS CAMUMHU CTYJIEHTaMH.
I'maBHBIM ycmex JOaHHOIO METOoJa B TOM, YTO IMPernojaBaTellb
IOOMBaeTCs OT ayJUTOPUU  «CAaMOCTOSTEIHHOTO  PEIICHUS
MOCTAaBJICHHOW TpoOiembl. Opranuzaiusi IpoOJIeMHOT0 00y4YeHUs
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MPEJICTABIACTCS JIOCTATOYHO CIIOKHOW, TpeOyeT 3HAYUTEIbHOU
NOATOTOBKH JieKTopa. OTHAKO HA HAYaJIbHOM 3Tall€ UCIOJIb30BaHUS
ATOTO METOJA €ro MOYKHO BHENPATH B CTPYKTYpPY T'OTOBBIX, paHeEe
pa3pabOTaHHBIX JIEKIUH, MPAKTUYECKUX 3aHATUI KaK JI0NOJIHEHHUE.

- TPYIIOBBIC TUCKYCCUH, MPUMEHSIOTCS JUIsl 0OeCrieueHus
HABBIKOB KOMaHJIHOI pabOThl U MEKJINYHOCTHOM KOMMYHUKALIMH U
OPEICTaBISIIOT  co00l  OIIEHOYHOE  CPEACTBO,  IO3BOJISIONIEE
BKJIFOUUTHh O0YYarOIMXCs B MPOLECC OOCYXKJIEHUS MPEACTABICHHON
TEMBbl, MpOOJEMbl U OLEHUTh HUX YMEHHE apryMEeHTHpOBATb
coOCTBeHHYIO TOUYKy 3peHus. Kpome Toro, B Xome 3aHATUU
MIPOBOJISITCSL KPYIJIbIE CTOJBI 110 3aIaHHBIM TEMATHUKAM.

OneHouHble W METOAMYECKME  MaTepuangbl [0  JUCIUIUIMHE
«JlokymeHTalmoHHoe obecrneueHre ynpasieHus» npesacrasieHsl B DOMM.

[Ipy DOArOTOBKE K MPOMEKYTOUHOMY WJIM HUTOTOBOMY TECTHPOBAHHUIO
HEOOXOIUMO M3YYHTh TEOPETHMUECKHI M TpaKTUYECKUid Marepuan. TecToBbie
3aJaHus (C MEepeYyHEM BO3MOXKHBIX BaPHAHTOB OTBETOB, CPEAM KOTOPBIX XOTS OBl
OJIMH OTBET SBJISETCS HEBEPHBIM) OOECIEUUBAIOT CTPYKTYPHOCTH MBIIICHUS,
BBIHY)KJIGHHOTO BBIOpaTh W3 TMPENJIOKEHHBIX BApPUAHTOB OTBET BCE IPABUIIHHBIC
BapuaHThl. TecTOBbIE 3aJaHUsl HA YCTAHOBJICHUS COOTBETCTBUS IOJAPAa3yMEBAIOT
HEOOXOAMMOCTh MPOSBIECHUS HE TOJIBKO 3HAHMsS Y4YeOHOro Marepuaia, HO U
YMEHUSl TPUMEHATh MpaBuiia (opMalbHONW JIOTMKH. TecToBble 3aJaHus Ha
yHOPSIIOYEHNUE HAMPABJIEHbl HAa YCTAHOBJIIEHUE JOTMYECKOUN MOCIIEI0BATEIIBHOCTH
paccMaTpUBaEMbIX SIBJICHUH (BpEeMEHHM CYILIECTBOBAHMS SIBJICHUM, PACHOJIOKEHUS
CTPYKTYPHBIX 3JIEMEHTOB IPABOBBIX IOKYMEHTOB U T.I1.).

D¢ dexTuBHBIM CHIOCOOOM I TOATOTOBKM K TECTUPOBAHUIO SIBISIETCS
paboTta 00ydJaromerocs Mo PemeHUuIo0 TECTOBbIX 3aJaHHi, MPeJOCTaBICHHBIX IS
CaMOCTOATENbHON paboThl. Taxkke MpHU MOArOTOBKE K TakoW (opmMe KOHTPOJIA
3HAHMM, KaK PELICHUE TECTOBBIX 3aJlaHUM, CIEAYET CAMOCTOSATEIBHO MOIMBITATHCS
popadoTaTh paccMaTpuBaEMble B TUCLUIUIMHE BONPOCHI B (DOPME COCTABIICHHUS
TECTOBBIX 3aJIaHUMU.

[Ipn moAroToBKEe K SK3aMEHyCleAyeT MMETh B BHUIY, YTO OH SIBIIAETCS
UTOTOBOM (POPMOM KOHTPOJIA MO M3YYCHHUIO JAaHHOW Y4eOHOW JUCIMIUIMHBEIL.
DK3aM€H NOAPa3yMEBAET MAKCMMAJIbHYIO KOHIICHTPAlMK) 3HAHWUM W yMEHWH,
IPEANOJIAraoIIMX MOJHOE U3YYEHNE MAaTepHUalla JUCHUILINHBIL.

Ok3aMeH TpoBOAMTCA B (OpME YCTHOTO COOEcelOBaHUS, BBITOTHEHUS
nUCbMEHHOro  3afaHus.Pemenue mnpenogaBatenss 00  UTOrOBOM — OLIGHKE
IIPUHUMAETCS MO pe3yJibTaTaM YCTHOI'O OTBETA HBBIIOJIHEHHOIO MUCBMEHHOIO
3aJIaHHSIB 3aBUCUMOCTH OT IIKaJIbI OLICHKHU.

B kauecTBe HUCTOYHMKA JOMOJHUTEIBHBIX MAaTEpUaJIOB PEKOMEHIYETCS
M0JIb30BaThCsl MH(pOpMaLUEe OTKPBITOrO JocTyna cetd Internet (maHHBIMU
MH(}OPMAIMOHHO-ITPABOBBIX U 00pa30BaTEIbHBIX MOPTAIOB, O(ULHATIBHBIX CAUTOB
MUHUCTEPCTB, BEIOMCTB, OTIEJIbHBIX OpraHu3alvii, JaHHBIMH TOCYAapCTBEHHOU
CTaTUCTHKHU, PE3yJbTaTaMU HKCIEPTHO-aHAIMTUYECKUX 0030poB). Kpome Toro,
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MOKHO BOCIIOJIb30BaThCS BO3MOKHOCTSIMH CITPABOYHO-TIPABOBBIX CHUCTEM, 0a3bl
KOTOPBIX COJAEPKAT HE TOJbKO TEKCT HOPMATUBHBIX aKTOB, HO M HAay4YHBIC CTaThbU
no pasnuuHeiM  Bompocam  (Hampumep, CIIC  «Koncynbrant  Ilmrocy).
PexomenmyeTcst Tak:ke UCIOJIb30BATh JIEKTPOHHO-OUOIMOTEYHbIE CUCTEMBI.

Metoauueckue peKOMEH IalMK O BBIMOIHEHUIO KOHTPOJIBHOUN paOOThI.

TeMy KOHTPOJIbHOM pabOThl CTYACHT BBIOMpPAET U3 MPEITIOKEHHBIX
BapuUaHTOB. B rpynmne He MOIMyCKaeTcs BBIIIOJIHEHUE HECKOJIBbKUMH CTYJEHTaMHU
KOHTPOJIbHOHM paOOThI IO OJTHOM U TOH K€ TEME.

KonTponbsHas pabota uznaraercsi JOrH4ecKy Mocjiae0BaTeNIbHO, TPAMOTHO U
pa3zbopunBo. OHa 0053aTE€NbHO JOJKHA UMETh TUTYIbHBIA JIUCT. OH COAEPIKUT
Ha3BaHWE YYEOHOro 3aBeACHUS; MAUCIHUIUIMHBIL, IO KOTOPON BBIMOJIHSAETCS
KOHTpOJIbHAs Pa0OThI, Ha3BaHUE TEMbI; (HaMWINIO, HHUIMANIBI, YUEHOE 3BaHHUE U
CTEIEHb MperojaBaTelis, BeIYIIEro JaHHYK JAUCIUIUIMHY; (aMUIUI0, WHUIUAIBI
aBTOPA; CIIELUAIBHOCTb.

Ha crnenmyromeM nucTe mpUBOIUTCSA COACpIKAHWE KOHTPOJIBHON pPaOOTHI.
Ono BxiOYaeT B ceOs: BBEACHHE, Ha3BaHWE BOMPOCOB, 3AKIIOUYEHHE, CIHCOK
JUTEPATYPBHI.

BBenenue nomxHO OBITH KpaTkuM, He Oosiee 1 crpanunbl. B HEM
HEO0OXO0JIMMO OTMETHUTh aKTyaJIbHOCTh TEMBI, €€ IeIb U 3aJa4M, KOTOPhIC CTaBSTCS
B pabore. M3inoxkeHHe KaXJ0ro BOMpOca HEOOXOJUMO HadaTh C HaMKHCaHUs
3aroyioBka, COOTBEeTCTByrouleMy «CoAep:KaHuI0», KOTOPBIM JOJIKEH OTpaXkaTb
OCHOBHYIO CYTh TEKCTa. 3arojOBKH OT TEKCTa CJIEAYEeT OTAENSATh HUHTEPBAJIAMHU.
Kaxxnplii 3aroioBok 00s3aTENbHO JIOJDKEH MNPEAIIeCTBOBAaTh HEMOCPEICTBEHHO
CBOEMY TEKCTy. B ToMm ciydae, Korga Ha O4YEpEeIHOM CTPAaHMIE OCTAETCA MECTO
TOJIBKO JIJIsl 3aroJOBKa M HET MECTa HMU Uil OJHOM CTPOYKH TEKCTa, 3aroJIOBOK
HYKHO MHUCaTh Ha CIEAYIOLIEH CTPAHUIIE.

W3naras Bonmpoc, KakJblii HOBBIA CMBICIOBOW a03al] HEOOXOJIMMO HayaTh C
KpaCHOW CTPOKHU. 3aKOHYMTh HM3JI0KEHUE BOMNPOCA CIEAYET BBIBOJOM, UTOTOM IO
COJIEp KaHMIO JaHHOTO pa3jiena.

W3noxxeHne cojepKaHusl BCEW KOHTPOJIBHOW padOThl JOJKHO OBITh
3aBEPILEHO 3aKJIIOYEHUEM, B KOTOPOM HEOOXOJUMO JaTh BBIBOJBI IO HAIIMCAHUIO
paboTHI B TIEJIOM.

[Tociie OCHOBHOT'O TE€KCTa KOHTPOJBbHON pabOThl 00S3aTENbHO AOHKEH OBIThH
IPEACTABIIEH CIIMCOK UCIOJIb3YEMOMW JIUTEPATYPBHI.

CtpaHuIlbl KOHTPOJIBLHON pabOTHI HOTKHBI UMETh HyMEpaIuio (CKBO3HYIO).
Homep cTpanuiibl cTaBUTCS BBEPXY B MpaBoM yriy. Ha TUTyJIbHOM JMCTE HOMEDP
CTpaHUIIbI HE CTABUTCH.

OntumanbpHbBli  00BEM  KOHTpOJBHOM  pabotet  10-12  cTpanwm
MalgHonmucHoro Tekcra (pasmep mpudra 14 TimesNewRoman ) uepes
MOJIyTOPHBIN MHTEPBAJ Ha CTaHAAPTHBIX JincTax Gopmara A-4; noins: Bepxuee —20
MM, HHIKHEe —20 MM, JieBoe —30 MM, ipaBoe —15SMmM.

3aronoBKH CTPYKTYPHBIX AJIEMEHTOB KOHTPOJIbHOM paboThI
«COJIEP XAHUEY, «BBEJIEHHEy, «3AKJIFOUEHHUEY, «CIIMCOK
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NCITOJIb30BAHHOM JINMTEPATYPBI» u Ha3BaHUS KaXK0T0
paccMaTpuBaeMoro Bormpoca paboThl ClIeyeT MevaTrath TPONMUCHBIMU OyKBaMU, HE
MOIYEPKUBAs, HE BBIJEIAS KUPHBIM IIPUPTOM C BBIPABHUBAHUEM IO IEHTPY
TeKCTa 0€3 TOYKU B KOHIIE.

B TekcTe KOHTPOIBHOM pabOTHI HE TOMYCKAETCS TPOU3BOIBHOE COKpAIICHUE
cioB (Kpome oOmenpuHATHIX). [Io BceM BO3HUKIIMM BOIIPOCAM CTYJIEHTY CIEAYET
oOparmiarbcs 32 KOHCYJIbTAIMEH K TIPETo1aBaTelIIo.

Hymepariust Tabiuil 1 puCyHKOB JI0JIKHA OBITh CKBO3HOM 10 BCel padoTe.

®opmynbl B paboTe HyMepyroTcs apaOCkumu IudpaMud B TOPSIKE U3
nocieaoBaTeabHOCTH. Homep yka3biBaeTcsi C MpaBoil CTOPOHBI JUCTAa HA YPOBHE
(dbopMyIIBI B KPYTJIBIX CKOOKAX, HAITPUMED:

U(x,y)=2x+y. 4)

Nnmoctpauun.  WMmmtoctpauuu  ciaeAyeT — pacmonaratb B pabote
HEIMOCPEACTBEHHO MOCII€ TEKCTAa, B KOTOPOM OHU YIIOMHHAIOTCSI BIIEPBBIE WM Ha
cienyromei crpanuilsl. Mmoctpanuu ciieqyer HymepoBaTh apaOCcKkumu mudpamu
CKBO3HOM HyMepalueu.

Nnnroctpauiu MOTYT MMETh HAaUMEHOBAHWE U TIOSICHUTEIbHBIC JIaHHbBIC
(monpucyHouHsii TeKCT).CiaoBo «PUCYHOK» M HAaMMEHOBaHWE MOMEIIAIOT MOCIe
MOSICHUTEIIBHBIX JAHHBIX M PACIOJaraloT CJEIyIOINUM 00pa3oM:

Pucynok 1 — CtpykTypa ynpaBieHus

Ecnu B pabote npuBegeHa ojiHa WILTIOCTPAIIUs, TO €€ HE HyMEPYIOT.

Tabmuiel. TaOauIBl MPUMEHSIOTCS IS JTyUIIel HATJSITHOCTH U CPABHCHHUS
nokasarenieid. TaOnuily pa3MemarT Mocie NEPBOro yIOMHHAHUS O HEH B TEKCTE
TakKuM 00pa3oM, 4TOOBI €¢ MOXKHO OBIIIO YHTaTh 0e3 MoBOpoTa pabOThI HIIH C
IMOBOPOTOM MO 4YacOBOW cTpenke. Jlomyckaercss pasMelleHue Ha CIEIyHOLIEH,
MIOCJIE CCHUIKH, CTPAHUIIE, a TIPU HEOOXOAMMOCTH B MPUIIOKEHUH.

Ha3Banue TaOnuIBl JOMKHO OTpaKkaTh €€ CoJepKaHue, ObITh TOYHBIM,
KPaTKHUM.

[Ipu odopmieHnn TabIUIBI B JIEBOM BEPXHEM YTy HauWHasi ¢ MPOMUCHOU
OykBbl TUIIYT cloBO «Tabmura», mamee depe3 THpe CTaBUTCS ee HOMep u Oe3
a03aIlHOTO OTCTYIIA TMUIIETCS 3aT0JIOBOK TaOJIHUIIHI.

3aronoBoK (Ha3BaHHe TAOJHUIIBI) CIENyeT MUCaTh C MPOMUCHONU OYKBBI, 0€3
TOYKHU B KOHIIE. [IepeHOCkI 1 coKpalleHus CJI0B B 3aT0JIOBKE HE JOITYCTUMBI.

Hanpuwmep:

Ta6numa 2 — lunamuika uaguisiiuu B crpanax CHIT

[Ipu nepeHoce yactu TaOIUIBI HA IPYTYIO CTPAHUILY 3ar0JIOBOK MOMEIIAIOT
TOJBKO Tiepea HayajgoMm Tabnuubl. Hax ApyruMu 4acTsSMH THUIIYT, HampuUMep:
«IIpogomxenne Tabmumbl 2». BximtoueHne B TaOmuiy OTAENBbHON Tpadbl
«EIUHUIBI U3MEPEHUS» HE JIOMTYCKAIOTCS.

3aronoBok rpad ¥ CTPOK TaOJMUIIBI CIEIyeT MUcaTh C MPOMUCHON OYKBHI, a
110/13ar0JIOBKH I'pad — Co CTPOUHOM OYKBBI, HAIPUMED:

AKIIMOHEpHBIE 00IIeCTBa CebectoumocTs, py0.3a 1 T.
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Toph yroJib

[ToazaronoBok ciexyeT mucaTh C MPONUCHOM OYKBBI, €CIM TOKa3aTelu
UMEIOT CaMOCTOSITENIbHOE 3HAUCHHE.

B KoHIIe 3ar0J0BOK M I0/A3ar0JIOBOK TaOJIMIl TOUKU He cTaBAT. [lokasarenu
B 3aroJjioBKe rpad yKa3bIBalOT B €IMHCTBEHHOM YHUCIIE.

Paznenenue 3aronoBkOB OOKOBBIX M Tpad IHArOHAIbHBIMU JUHUSMH HE
JOITy CKAETCsl.

Ecnmu Bce moxasarenu, mpuBeneHHbIE B Tpadax TaOIUIBI, BHIPAKEHHI B
OJIHOU U TOM K€ eAMHUIIE U3MEPEHUs, TO €€ 0003HauUeHHEe HEOOXOUMO MOMEIIATh
HaJ| TaOIuIeH.

[udper B rpadax Tabnaui AOHKHBI MPOCTABISATHCS TaK, YTOOBI pa3ielibl
yucesl BO Bced rpade ObUTM pacmoyioKeHbl OJWH oA ApyruM. B omHoii rpade
JOJHKHO COOJIOZICHO OJMHAKOBOE YHCIIO JACCATUYHBIX 3HAKOB ISl BCEX 3HAUCHUU
BEJIMYMH.

Ha Bce Tabmuiel AOMKHBI OBITH CCBUIKA B TEKCTE, MPU 3TOM CIOBO
«Tabnumay B TEKCTE MUIITYT COKPAIIEHHO, HATIPUMED: Ta0I. 2.

[Tpr MOBTOPHBIX CCHUIKaX Ha TaOJMIIBI U WILTIOCTPAIMH CIEAYET YKa3hIBATh
COKPAILIEHHO CJIOBO «CMOTPHU», HaIlpUMEP: CM. Tab. 2, cM. puc. 3.

®opmynbsl U ypaBHEHHUA. YpaBHEHHS W (OPMYJbI CIEAYyeT BBIICIATH W3
TEKCTa B OTIENbHYIO CTPOKY. Eciiu ypaBHeHue He ymemiaeTcst B OJHY CTPOKY, TO
OHO JOJKHO OBITh NMEPEHECEHO 0 3HAaKa PaBEHCTBA (=) WM MOCHe 3HAKOB (1),
MUHYC (-), yMHOXeHHE (X) , neneHus (i) WIM APYTHMX MAIIMHONMCHBIX 3HAKOB,
IpUYeM 3HAK B HaYaJle CIEAYIOMENH CTPOKU OBTOPSIOT.

[losicHeHue 3HAYEHUN CHMBOJIOB M YMCIOBBIX KOA(DPHUIIMEHTOB ClEeIyeT
MIPUBOUTH HETIOCPEICTBEHHO MO (OPMYJION B TOH K€ MOCIEeIOBATEIBHOCTH, B
KOTOpPOI OHU JJaHBI B pOpMYyIIE.

CchUIKH B TEKCTE Ha MOPSAJIKOBBIE HOMEpPa (JOpMyJT AA0TCS B CKOOKax.

Hampumep: BHII paccuuteiBaercs o ¢popmyse (2).

[Tpumeuanus. CnoBo «lIpumedanue» cienyeTr nevyararb ¢ MPONUCHOU OYKBbI
c abzama 6e3 MoJYepKUBAHMUA.

[Ipumevanuss B paboTe MNPUBOAIT B TOM CJIydyae, €CIU HEOOXOIUMBI
MOSICHEHUSI WJIM CIpPaBOYHBIE JaHHBIE K COJEPKAHMIO TEKCTa, TaOJUIl WU
rpaduyeckoro marepuarna.

[Ipumeuanust cieayeT MOMENATh HEMOCPEICTBEHHO IIOCIe TEKCTOBOTO,
rpaduyecKoro MaTepuaia Win K Ta0JIHIle, K KOTOPBIM OTHOCSITCS 9TH TPUMEYaHHs.
Ecnu npumeuanue ogHo, To nocine cioBa «[Ipumedanuey cienyer CTaBUTh THPE U
npUMEUYaHHUe MevaTaeTcs ¢ MponucHoi OykBel. OJHO MpUMEYaHHe He HyMEpYyeTCH.
Heckonpko mnpumeuanuid HyMEpyIOT MO TMOPSAKY apaOckumu Iudpamu  0e3
npocTaBieHus Toukd. [Ipumedanue k TabauIle MOMENIAIOT B KOHIIE TAaOIUIIBI MO
JIMHUEH, 0003HaYarOIIeH OKOHYaHHUE TaOJIHIBI.
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[Tpumep:

[Ipumeyanue -

Heckonbko mpumedanuii HyMepyeTcsl 1o MOpsIKy apadcKkuMu nudpamu.

[Tpumep:

[Ipumeuanus

1

2

bubnuorpaduyeckue CChUTKH, (CIHCOK HCIONB30BAHHON JUTEPATYPHI),
BKJIFOUEHHBIE B TeKCT paboThl. B cootBercTBuu ¢ I'OCT P 7.0.5 — 2008 BBIIETAIOT
CJIeIYIOIME BUIBI OMOIHOTPpaPUUIECKUX CCIIOK:

0 BHyTpHUTEKCTOBAS;
0 nmoactpounast; O
3aTeKCTOBAs.
B nmaHHBIX pekoMeHAaIUsAX MpejyiaraeTcss B TEKCTe padOThl MCIOJb30BAThH
3aTEKCTOBBIE CCHUIKHU.
bubnuorpaduyeckyro CChbUIKY, MOJHOCThIO BKIIOUEHHYIO B TEKCT pabOThI,
MPUBOJAT B 00beMe, HCOOXOAUMOM ISl IIOUCKA M UACHTU(DUKAIIMKY JTOKYMEHTA —
00BEKTa CCHUIKH.
[IpaBuna onucanus OMOIMOTPaPUUECKUX CCHUIOK CIIETYIOIIHE:
1. Asrop (pamumnms,  uHMIMaIb), Touyka. Ecuwu
MPOU3BEICHUE HAMKMCAHO YEThIPbMSI aBTOPAMU, OHU MEPEUUCIISIIOTCS
yepe3 3amsaTyr0 B andaBuTHOM mnopsake. Eciau  mpousBeneHue
HAIMMCAHO TATHIO W OoJiee aBTOpPAMH, TO YKa3bIBAIOT IEPBBIE TPH,
BMeCTO (haMIJIMI OCTaJbHBIX aBTOPOB CTaBAT «u Jip.». Hampumep:
Conosses ['.U., Banos C.C., [IpoxopoB A.C. u ap.
2. Hazpanue mnpowu3BeICHHUS MUIIETCS 0€3 COKpAICHHUS U
KaBBbIYEK.
3. BrIxogHble maHHBIC (MECTO H3JaHUS, M3AATEIbCTBO, IO
U3JIaHUS) TTUITYT CISAYIOMUM 00pa3oM:
3.1. Mecto u3zmanuss — ¢ mOponucHor OykBel, MockBa u CaHKT-
[TerepOypr numrytcst cokpamenno (M., CII6.), Ttouka u nBoetoune (M.:, a
Ipyrue ropojaa — MoaHoCThIo, aABoeToune (Munck:), (Kues:). Hampumep:
M.: Dxonomuka, Caparos: M31-Bo CapaToBCKOro YHUBEPCUTETA.
3.2. HaumeHoBaHue wu3IaTEIbCTBA IMHUINYT COKpalleHHO, 0€3
KaBbIYEK, uepe3 3araTyto. Hanpumep: U3a-so MI'Y, Beicii. wik., T.11.
3.3. TlopsankoBblii HOMEp H3AaHUS NUIIYT cokpamienHo (M3x.),
udpa ¢ CoKpalieHueM, Hanpumep: 3-e u3zl.
3.4. Tog wu3naHus ykKa3plBalOT LUPPOH 0€3 JOMOJHUTEIBHBIX
nosicienuit, Harpumep: 1990, 1998 u T.1.
bubnunorpaduyeckue cChUIKM B paboTe yalle MPUXOIUTCS AesiaTh B NEPBOM
rinaBe. Ha mpuBoauMbie B TEKCTe paOOThl MUTATHI WM YTBEPXKIEHUS TOTO WU
WHOTO aBTOpa CJEAYET MOCJE€ €ro MUTaThl (YIMOMHHAHWSA) Ha 3aUMCTBOBAHHBIN
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UCTOYHHUK O0053aTelIbHO COCIAThCs IMYyTEM 3aKIIOUEHHs B KBaJIpaTHbIE CKOOKU
HOMEpA, IOJ KOTOPBIM IPOM3BEICHUE 3HAYUTCA B  CIHUCKE HCIOJb30BAHHOU
JUTEPATYpPHl, & MPU HEOOXOJAMMOCTH U HAa HOMEp CTpaHMIIbI, Hampumep: [18, c.
125] .

Ecnn cchulky IpUBOIAT HA JIMTEPATYPHBIM MCTOYHUK, CO3/IAHHBIM OJIHHUM,
JABYMsI WJIM TPEMsI aBTOpaMH, B OTCBUIKE yKa3bIBAIOT (paMHUIIMM aBTOPOB, €CIIM Ha
JUTEPATYPHBIA UCTOYHMK, CO3/IAHHBIA YETHIPHMS U 00Jiee aBTOPAMH, a TAK¥Ke, ECIH
aBTOPBl HE YKa3bIBAIOTCA, TO B OTCBUIKE YKa3bIBalOT HA3BaHUE MCTOYHMKA, IPU
HEO0OXOJAMMOCTHU 3TU CBEJAEHUS AOMOIHIIOT YKa3aHUEM Trojia U3JaHusl U CTPAHUIIBI.

CBenleHHsI B OTCBUIKE Pa3AeIIAIOT 3aIATOM.

B Tekcre:

[ [TaxomoB, ITeTpora] .

B 3aTekcTOBOM CChIIKE:

[TaxomoB B.A., ITerposa I'.I1. JIoructuka. M.; [Ipocnekrt, 2006, 232 c.

B oTchuike momyckaercs TakKe COKpaIaTh JUIMHHBIC 3arjlaBus, 0003Havas
OIyCKaeMbI€ CJIOBa MHOTOTOUYMEM C MPOOEIaMu 10 U MOCJE ATOTO MPEINUCaHHOTO
3HaKa.

B texcre:

[ dunocodust KyabTypHI ..., c.176] .
B 3arexkcToBoM cChUIKE:
®dunocodust KyabTYphl U priiocopusi HAyKU: MPOOJIEMbI U METOBI: MEKBY3.

c6. HayuH. Tp. / Capart. I'oc. yu-1; [ mox pen. C.®d. MaprteiHoBuua] Capartos:
n3nBo Capar. yH-Ta, 2006. 199 c.
Ecinu cchUIKy MPUBOAST Ha MHOTOTOMHBIA ( MHOTOYACTHBIN) UCTOYHHK, B
OTCBUIKE TaK)KE YKa3bIBaeTCS 0003HAYCHUE M HOMEp ToMa (BBINTYCKa, YaCTH H T.II.).
B Tekcre:

[ Henmumes, u.1, c.17] .

B 3arekcToBOM CCBUIKE:

[Henumes B.B. ®unocodus matemaruka. HoBocubupck: U3n-so HI'Y,

2002. 4. 1-2.

Cnucok uCHoab30BaHHON juTepaTypbl. CHHCOK JUTEpaTyphl JOJIKEH
COJIepKaTh MEpPEUYEHb BCEX MCIOJIB30BAHHBIX MCTOYHUKOB IPU BBIMOJHEHUU U
Hamucanuu padotel, U oopmieH B coorBerctBuu ¢ ['OCT 7.1-2003, a Takxke
PEKOMEHAYETCS UCIIOIb30BaTh PadoTy

«MudopmanimoHHas KyJibTypa cCHenHanucTa. MeToaudecKkoe IocoOue Mo
MOMCKY JINTEPATYPhI, COCTABICHUIO OMOINOrpaduIeCKOro OMUCaHus JTOKYMEHTA U
o(OpPMIICHUIO CIIMCKA HCMOJb30BAaHHBIX HCTOYHHUKOB K Hay4dyHOH paboTey,
uzaarenbctBo JIONUD®, N'atunna, aBTop [logonsckas JI.H.

JluTepaTypHble UCTOYHUKH CJEAYET pacroyiarath B aja()aBUTHOM MOPSJIKE
(amumy aBTOpA MM HA3BAaHUSI HCTOYHUKA), XOTS UMEIOTCS M IPYTHE CIIOCOOBI.
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3aKkoHOJAaTEIbHBIC aKThl TPHUBOJAATCA B Hayaje CIMCKA MCIOJb30BAHHOU
JUTEPATYPBHI.

[TpuBenem npumepbl 0PopMIICHHUS CTUCKA UCTIOIH30BAHHOM JIUTEPATYPHI:

1. ®enepanvhbii  3akoH  P® «O0 AKIIUOHEPHBIX
obmectBax» // Poc. ra3. - 1995.- 29 nek.

2. T'epacenko B.II. IIporHo3upoBanue H IJTAHUPOBAHHE
skoHomuku: Ilpaktukym / B.II. I'epacenko. - M.: HoBoe 3Hams,
2006. - 192 c.

3. Cwmupnsarud JI.B. OneHka perHoOHaIbHBIX IOCJIEACTBUM
NeATeNIbHOCTH  ()ellepaIbHOTO  TIPABUTEIbCTBA:  PEeTHOHAIbHAS
skcnieptr3a // Peruon: saxkonomuka u comuoiorus. — 2000. - Ne 2.

4. 0O0630p orpacneit skonHomuku PD // www.aksnews.ru.

B cmydae 3aTpymHenus ohopMmIIeHHsI CIUCKA OTACIBHBIX aBTOPCKUX KHUT
cieayeT oOpaTUThCsS HEMOCPEACTBEHHO K HUM, TJIe B Hayaje WM B KOHIIE KHUTH
JaeTcs ee TouHasi onbmuorpaduyeckasi XapakTepuCcTHKA.

[TocemoBaTeIbHOCTh ~ KOMILJICKTOBaHHMSI ~ PaOOThI:  TUTYJBHBIA  JIKCT,
COJIep>KaHKe, BBEJCHHUE, OCHOBHON TEKCT, 3aKJIIOUEHHE, CIIMCOK HMCIOJIb30BAHHOU
JTUTEPATYPHI, TpriIokeHus (B T.4. [Ipumokenue 1 — [IpakTudeckas 4acTh).

PaboTh1 B 4epHOBOM BapuaHTE HE MPUHUMAIOTCS.

Cpox BBINTOJHEHUs] KOHTPOJBLHON pabOThl OMpEAeIIsIeTCsl IpenoaaBaTeieM 1
OHa JI0JbKHA OBITH CJlaHa He MO3/IHEe, YEM 3a HEJeNI0 JI0 dK3aMeHa WM 3adyeTa. B
cilydae OTPHIIATEIILHON OICHKH, CTYICHT JOJKEH O3HAKOMMTHCS C 3aMEYaHUSIMU
1, YCTPAaHUB HEJOCTATKH, TIOBTOPHO CJIaTh PabOTy HA MMPOBEPKY.

10. Oco0eHHOCTH OCBOEHUS AUCIUILINHEI JJIS MHBAJIUIOB M JIUII C
OTPaHUYEHHBIMH BO3MOXKHOCTSIMU 37I0POBBS
O6y4eHne o0yJaromuxcs ¢ OrPAaHNYCHHBIMU BO3MOXKHOCTSIMHU 3JI0POBBS IPU
HEOOXOJIUMOCTH  OCYILIECTBISETCS HAa OCHOBE aJalTHPOBAHHOW  pabouei
nporpaMMbl C  HCIOJIb30BAaHHEM  CIEIUAIBHBIX  METOJOB  OOYYeHHS W
TUIAKTHYECKUX ~ MaTepPHaioB, COCTaBJIGHHBIX C  YYe€TOM  OCOOCHHOCTEH
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NCUXO(pU3NYECKOTO pPa3BUTHUS, HWHIUBUAYAIbHBIX BO3MOXKHOCTEH U COCTOSIHUSA
3JI0POBBS TaKUX 00yUaromuxcs (00y4Jaroierocs).

B nensix ocBoeHHs y4eOHON MpOrpaMMbl JTUCHUILIMHBI «J[OKYMEHTALIMOHHOE
o0OecrieyeHue yIpaBiICHUS» HWHBAIMAAMU M JIMIAMU C OrPaHUYECHHBIMU
BO3MOYKHOCTSIMU 3J10pOBbsi IHCTUTYT 00€ecrieunBaer:

— JUIS WHBAJIUAOB U JIMI[ C OIPAaHUYEHHBIMH BO3MOKHOCTSIMU
3I0pPOBbSl 110 3PEHHIO: DPa3MEIIEHHE B JOCTYHHBIX I OOydaroluxcs,
ABJISIFOIINXCS CICNBIMU WJIM CIA0OBUASIIMMU, MECTaX U B aAanTHPOBAHHON
¢dopme crpaBoyHOM HMHPOpPMAIMM O pACIUCAHUM Y4YEOHBIX 3aHATHUH;
MPUCYTCTBHE ACCHCTEHTA, OKAa3bIBAIOIIET0 OOydYaroIIeMycCs HEOOXOAUMYIO
IIOMOIIIb; BBIMYCK aJIbTEPHATUBHBIX (POPMATOB METOAMUYECKUX MATEPUAIIOB
(xpynHbIF WpUPT UK ayuodansl);

— JUISI MHBAJIWAOB M JIMI C OrPAHUYEHHBIMU BO3MOKHOCTSMU
3I0pOBbsI MO  CIOyXy:  HaJIeXKallUMH  3BYKOBBIMH  CpPEICTBaMH
BOCITpOU3BeIcHUE NHHOPMAIIHH;

— JUIST. MHBAJIUAOB M JIMI C OrPAHUYEHHBIMU BO3MOKHOCTSIMU
3I0pOBBS, HMMEIOIIMX HApPYyIIEHHUS OIOPHO-ABUIATEIbHOIO armapara:
BO3MOYKHOCTh OE€CHpPENsTCTBEHHOTO JOCTyna oOydYaromuxcsi B y4deOHbIe
NOMEILIEHUSI, TyaJeTHble KOMHAThl M JIpyrue TMOMEIIeHUs, a TaKxKe
npeObIBaHUE B YKa3aHHBIX noMmelleHusx. OOywaromuecs W3 yucia
nHBanua0B u Jini] ¢ OB3 obecrnieueHpl nmeyaTHBIMUA U (W) 3JEKTPOHHBIMU
oOpa3oBarenbHbIMM  pecypcaMu B (opmax, aJanTHPOBAaHHBIX K
OrpaHUYEeHHsIM  MX  3710poBbs.  OOpa3oBaHMe  OOydYaroOlUXCS  C
OrpaHU4YECHHBIMUA BO3MOKHOCTSIMHU 3/10POBbSI MOKET OBITh OPraHM30BaHO KaK
COBMECTHO C JIpyTUMH OOYyYarOLIMMUCA, TaK U B OTAEJbHBIX I'pylnax Wid B
OTJIEJBHBIX OPTraHU3ALMIX

11. Ilepeuens HHPOPMAIIMOHHBIX TEXHOIOTHIA, TPO(HECCHOHATBHBIX 6a3
JAHHBIX,MCIIOJIb3YEMBIX IIPU OCYILIECTBIEHUN 00pa30BaTeIbHOIO Mpoliecca 1o
JTUCHMILTHHE (MOAYIIIO), BKIIIOUask IEPEYEHb MPOrpaMMHOT0 00ecrieYeHus 1
UH(GOPMAITMOHHBIX CITPABOYHBIX CHCTEM
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[Iporpammuoe obecnieyeHue:

1. Omnepanuonnas cucrema (MicrosoftWindowsIIponpuerapnas);

2. Tlakeroducubeixmporpamm (MicrosoftOfficellponpuerapnas);

3. Web-0pay3zep (Mozilla Firefox GNU Lesser General Public License);

HNudopmarmoHHbIe CITPaBOYHBIE CUCTEMBI:
1) ABTromMatu3upoBaHHas  WHGOPMAIIMOHHAS oubnuoTeuHas
cuctema Marc21SQL;

2) CupaBouHo-npaBoBas cuctema «Koncynbrantllitocy

12. MarepuanbHO-TeXHUYECKasl 0a3a, HEOOX0aUMas Il OCYIIECTBICHHUS
00pa30BaTeIbLHOr0 MpoLEecca N0 TUCHUIITUHE (MOIYIIIO)

CHGI_II/IaJ'II/BI/IpOBaHHBIe ayaAUuTOpPUH:

VYyeOHass ayauTopusi [ TPOBEAEHUS 3aHATUNM CEMMHAPCKOTO THIA, KYpCOBOTO
MPOEKTHUPOBAHUS (BBIMIOJIHEHUSI KYpPCOBBIX pabOT), TPYNIOBBIX W WHAWBHIYaJIbHBIX
KOHCYJIbTAIlMi, TEKYIIEro KOHTPOJS M MPOMEXKYTOYHOW aTTeCTalud / KOMITbIOTEPHBIN
KJIacc / OMENIEHUE JJII CaMOCTOSTEILHOM paboThI ™

TexHuueckue CpeaAcTBa o6yquI/1;1:

KOMITBIOTEP C MPOTPaMMHBIM oOOecrieueHreM, yka3zaHHeIM B 1.11, moctymoMm K cetu
«HTEepHET» U O0ecTeueHneM JOCTYIa B AJIEKTPOHHYIO0 WH()OPMAIIMOHHO-00pa30BaTeIbHYIO
cpeay

Criennanu3upoBaHHBIC ayIUTOPUU:

VYyeOHasi aynuTopus Ui MPOBEICHUS 3aHATUN JEKIMOHHOTO THIA, 3aHSITHA CEMHUHAPCKOTO
TUINIA, KypCOBOTO TPOEKTUPOBAHUS (BBIMOJIHEHHUS KYpCOBBIX pPalOT), TPYMNMNOBBIX H
WHMBHUIYAIbHBIX KOHCYJBTAIN, TEKYIIET0 KOHTPOJIS U MPOMEKYTOYHOMN aTTecTarun™

TexHuueckue cpencTBa 00y4eHus:

MYJIbTUMEAUNHBIN KOMIUIEKC
KOMIIBIOTEP C IPOrPaMMHBIM 00€CIIeYeHHEM, YKa3aHHbIM B 11.11
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