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1. llosicHUTEABLHAA 3AIIUCKA

Kypc «AaMuUHHCTpUpOBaHUE U JTOKYMEHTOOOOPOT B COIMAIBHON paboTey
3aHUMAaeT BaXHOE MECTO MPU MOJATrOTOBKE OakanaBpoB 1o Harpasienuto 39.03.02.-
ConmainbHas padoTa.

Ilenp Kypca — MNpeAOCTaBUTH CTYJIEHTaM, OYyAYLIMM CHEUAINCTaM II0
cCoLMaJbHONM paboTe, KOMIUIEKC 3HAHWM, YMEHUM U HaBbIKOB B 00JacTu
JIOKYMEHTOBE/ICHUS U JEJIONPOU3BOICTBA B c(hepe COLMaIbHON pabOThI.

3agauu Kypca:

— O3HAKOMMUTD CTYJIEHTOB C MOHATHEM «IOKYMEHT», «aIMUHUCTPUPOBAHHEY,
«couuanpHas paboTay, ux QyHKIHUSIMHU U CBOWCTBaMHU.

— J1aTh 3HAHUS O KJIacCU(UKALNUN JOKYMEHTOB U CUCTEMaMH JJOKYMEHTAIUH.

— paccMOTPETh JOKYMEHTOOOOPOT B OpraHax COLMAJIbHBIX CITYXO.

2. [lepeyeHb MIIAHMPYEMBbIX Pe3yJIbTATOB 00yUEeHHUS MO AUCIHUIINHE,
COOTHECEHHBIX C IVIAHMPYEMbIMHU pe3yJIbTaTaMH 0CBOCHHS 00pa3oBaTeIbHOM
NMPOrpaMMblI

HucrumHa  «Aomunucmpupogsanue u OOKYMEHMO0O0pom 6 cucmeme
COYUAbHOU pabombl) y4acTBYeT B (OPMHPOBAHUU CIEAYIONMICH KOMIETCHIINH
(cenyrommux KOMIETEHIIUM ):

Komnerennun NuaukaTopsbl Jeckpunropsl
s m MOIIK- 3.1 Cucrematusupyet | 3HaHuA: OCHOB
i g = [PE3yIBTATHI aJIMAHUCTPUPOBAHHUS W  BEICHUS
&g 3 c podeccuoHaTbHON JOKYMEHTAIlUM B YUPEKICHUAX U
= .
§ 5, e S e TeIbHOCTH B cepe cIyx0ax  COLMAIBHOW  3aIlUTHI
™ v
5 Qe 8 COLlMAJIbHOW paboThl B hopMe | HaceneHus
=R
g cZ S OTYETOB. YMmenus: CHCTEMaTH3UPOBATh
5 oz 4 pe3yibTaTtel  MpodecCHOHAIBHON
© £ o 5
3 9 TS NEeATEIHHOCTH B oOactu
o (V]
2B § § COLMAILHOW paboThl U OTpakaTh
©a3a ux B dopme OTYETHOMN
S
ch E S g JTOKYMEHTALUH
é 2320 HaBbIKM:COCTaBIECHUS OTYETHON
Qo o
@) < % JOKYMEHTAIMH COLIMATbHOM
CITYXKOBI




3. MecTO AUCHUILIHHBI B CTPYKTYpe 00pa3oBaTeibHOM NPOrpaMMbl

Hucuunmuaa b1.0.19  «AnMuHuCTpUpoBaHME U JIOKYMEHTOOOOPOT B
COI[MAJIBLHON paboTe» SABJISIETCA O00A3aTEIbHOMIUCIUIUIMHOWIA MOATOTOBKHU
ctyaeHToB 1o HanpasieHutro 39.03.02.- CoumanbHass pabota B CHCTEME
COLIMAJIBHBIX CITYXkKO.

[udp [IpenmiecTByOMIME TUCIUILIAHBI [Tocnenyromye AUCIUTIITMHBI Y4€OHOTO
KOMIIETEHIINHU y4eOHOro IJIaHa, B KOTOPBIX IJI1aHa, B KOTOPBIX OCBAWBACTCs
0CBaMBAETCSI KOMIIETEHIIUS KOMIIETEHIIUS

- [IporHo3upoBanue , MPOESKTUPOBAHUE U
OIIK-3 - MOJICJIMPOBAHUE B COIIMAIILHOM padboTe

[TponsBoicTBEHHAS TIPAKTHKA
(TpenauIIoMHas IPaKkTHKA)

4. O0beM IMCHUIIMHBI (MOXYJIS) B 3a4€THBIX eIMHUIAX C YKA3aHUEM
KOJINYeCTBA aKaJeMHYeCKHUX MM ACTPOHOMHYECKHX YaCOB, BbIICJICHHBIX HA
KOHTAKTHYI0 pa0doTy 00y4aroUXcH ¢ npenojaaBarejaemM (Mo BUAaM y4eOHbIX

3aHATHI) U HA CAMOCTOATE/IbHYIO pa0doTy 00y4YarOIMXCs

O6mas TPYAOEMKOCTh OCBOCHMUS y4eOHOM JTUCIIUTITUHBI
«AIMUHUCTPUPOBAHUE U JOKYMEHTOOOOPOT B COLIMAILHOU paboTe» cocTaBisieT 7
3a4E€THBIX €AUHULl WA 252 aKaJeMHUUYECKHUX Jaca.

Cemectp Ne cemectpa Ne cemectpa 5 Beero,
4 aK.4acoB
OO61as TpyA10eMKOCTh (BCET0aK. 4acoB / 3.€1) 144/4 108/3 7
Jlexknuu 16 16 48
KonraktHas pabota

[TpakTHyeckue 3aHATHS 16 16 48

CamocrosrenbHas pabora 103 40 209
Bun npomexyrounoin

e 3auer /3K3aMeH 0,25/8,75 23337 | 2,55/42,45
(xoHT.pab.**/ camocT.
pab.)







5. Conepxxanue JMCUMILIMHBI (MOAYJIs1), CTPYKTYPHPOBAHHOE M0 TEMaM
(pa3aenam) ¢ ykazaHueM OTBEe€HHOI0 HA HUX KOJMYeCTBA aKaJAeMHYeCKHUX
WIN ACTPOHOMHUYECKHMX YaCOB U BU/IOB YUeOHBIX 3aHATHI

Haumenosanue
pazzierna IUCUUILIUHbBI
(Tema)

TpynoeMKoCTh

BCETO

KonTakTHas
pabora

JICKIHH
MPAKTHY. 3aHATHUS
n1a00p.3aHATUS

camocT. pabora

Coneprxanue

3 cemecTp

OCHOBBI
aJIMIUHUCTPUPOBAHUS B
couuagbHOU paboTe

42

30

[TonsaTne
aJMMHHUCTPUPOBAHUS.
AJIMUHUCTpPUPOBAHUE:!
colManbHas ILEHHOCTb W
JEMCTBEHHOCTD. Pons
aJMMHHUCTPUPOBAHUS B
OOLIECTBEHHOM pa3BUTUU U
€ero 3HAUYEHHUE.
AJIMAHHCTPHUPOBAHUE B
COLMAJIbHBIX CITYX’0ax

[Tousartue conmaanHO
paboThI

47

35

Hcropus COLMAJIBHOU
paboTsl B Poccun.
CommanbHas paboTa Kak
oTpacib HayKH.
CommanbHas paboTa Kak
BUI MPAaKTUYECKOU
nestenbHocTH.  IIpaBoBoe
peryaupoBaHue

COIIMAIbHOU paboTHLI.
CommanbHa  pabora B
cucreme COLIMAJIBHOTO
00CITy)KMBaHUS.

KaznpoBoe obecnieuenue
colMagbHON padoThI

46

38

OobmedenepanbHas

cucreMa yIIpaBIICHUS
COLIMAJIEHOM paboToii.
Pernonanbubie
(TeppuTOpHATIBLHBIC)
CHCTEMBI yIIpaBIICHUS
COLIMAJIHON paboToii.
CucrteMHBII  HOIXOX K
pa3BUTHIO [EepcOHAa B
COIMATBHOM chepe.
ATttecransi  paOOTHUKOB.




KomnerenTHOCTh KaJpoB B
COIMAIbHOM padoTe.

3auer

0,25

8,75

Utoro 3a 3 cemectp

144

16

16,25

111,75

5 cemecTp

OCHOBBI
JIOKYMEHTAIHOHHOTO
oOecreucHus
COITHAIILHBIX CITYXKO

18

10

[Tonstue o
CBolicTBa,
byHKIIIN JIOKYMEHTA.
MeTtosl u CIoco0bI
JIOKYMEHTHUPOBAHUSI.
HopmaruBHo-
METOINYECKast
JIOKYMEHTAIlMOHHOTO
o0OecrieueHus  yNpaBICHUS
JeSITENIbHOCTHIO
COLMANIBHBIX CITyk0. Bumbl
yIpaBICHUYECKUX
JIOKYMEHTOB, HEOOXO0IUMBIX
JUISL OTMHMCAHMS Pa3IHMUHBIX
YIPABICHYECKUX JEHCTBUM.
YHudukanus u
CTaH1apTU3aALM
nokymeHntoB. llonatue wu
COCTaB PEKBU3HTOB.

JIOKYMEHTE.
MPU3HAKH,

Oasa

Cucremsl
JIOKyMEHTAIINH,
oOpa3yromuecs B
2. | mporecce yrpaBieHuUs
JeSITeIbHOCTHIO
opranusanuii cdepsl
TypU3Ma.-

18

10

CocraB, cTpykrypa U
coJiep)KaHue
JIOKYMEHTAIUH,
oOecrieunBaroen
COILIMAJIBHBIX
ciyx6..CocTtaB
OpraHU3allMOHHO-
MPaBOBOM,pacoOpSIAUTEIbH
oif, uH(GOPMaIMOHHO-
CIIPaBOYHOM, IIJIAHOBO-
OTYETHOM  JIOKYMEHTALIMH,
MpaBWiIa €€ COCTABJICHUS U
odopmienus. OcoOeHHOCTH
JIOKYMEHTO000opoTa B
COLIMATBHBIX CITy>K0ax.

pabory

JIoKyMeHTaIlMOHHOE
oOecreueHne
yIpaBIeHUS
MIEPCOHAIOM.

18

10

Oomas XapaKTepUCTHKA
KaJIpOBOT'O cocraBa
MIPEANPUATHS.
Opranuzanus
JOKYMEHTAIlMOHHOIO
oOecrnievyeHus J1eATeIbHOCTH
KaJIpOBOM CITYKOBI.
Opranuzanus paboThl  C
KaJIpOBOM JTOKYMEHTALIUEH.
OcoGenHoctu
HCII0JIb30BAHUS CEeTH
WuaTepHer miis  pemeHus




Opranuzanus

3a1au KaJpOBOTO
JIeTIOTIPOU3BO/ICTBA.
Odopmnenue JIEOBBIX
nuceM,  JOKJIAIAHBIX |
CITy’)KeOHBIX 3aIHCOK,
OTBETOB Ha KaOOBI
notrpeOuTenei.
Opranuzanus paboThl  C
JOKYMEHTaMHU.
Cucremaruzanus

JOKYMEHTAIIlUKM B IIPOLECCE
JACATCIIBHOCTH COLMAJIbHBIX

4. 18 4 4 10
JTOKYMEHTO000pOTa ciyx0.dopmupoBanre  H
odopmiieHHe hi(S 8
JKkcrnepTusa [EHHOCTH
JOKYMCHTOB, IIOATr0OTOBKA
JIOKYMEHTOB K XPaHCHHUIO.
DK3amMeH 36 2,3 33,7
Hroro 3a 5 cemectp 108 16 | 16,3 113,5
Hroro 252 | 48 | 50,75 153,25

6. Ilepeyenb yueOHO-METOAMYECKOT0 00ecriedyeHUs IAJIs1 CAMOCTOATEIbHOM
padoThl 00y4aKOIIMXCS MO0 JUCUUILIMHE (MOTYJIIO)

Ne Bunpsl camocTosiTensHON paboThI TpynoeMKocCTb, dopma KOHTpOIS*
aK.4achl
1. [TpopaboTka TeopeTHIecKoro
MaTepHuaa 1o KOHCIIEKTaM JICKIIUH, Koncynsraims
. npernoaaBaress,
PEKOMEHI0BaHHOU JIUTEpaTypE, 70 yeTHOE
JIOTIOTHUTEIbHBIM UCTOYHUKAM
cobecejoBaHUE
uHpopMaLun
2. [TonroroBka K NpakTU4ECKUM BeicTynnenue ¢
3aHATHSIM: TIOUCK HEOOXOAMMON JOKJIa/IoM,
uHpopmanuu, 0opadboTka HH(popMaIHH, 70 Ipe3eHTalMs,
HalucaHue JOKIaJia, MOAr0TOBKA K OTBETHI Ha
BBICTYIIJICHUIO (AUCKYCCHM) JUCKYCCHOHHBIE
BOIPOCHI
3. [TonroroBka K TEKyIIEMYKOHTPOJIIO
(TecTupoBaHUE W/WIM HAlTUCAaHHE 69 Tectsl, pedepatbl
pedepara)
4. IToaroroBka k 3auery YcTHOE
8,75 cobecenoBaHue,
TectupoBanue
5. IToaroroBka K MpoMeXyTOYHOU YcrHOE
aTTecTalun 33,7 cobecenoBaHue,
(BOIIPOCHI K 3K3aMEHY, HTOTOBBIH TECT) TECTUPOBAHUE

JIns caMOoCTOSITENhbHOM paboThl MO AUCHUILIMHE (MOIYJII0) OOydaromuecs
UCTIONB3YIOT CIIeAyIoIee yueOHO-METOIuIeckoe o0ecneueHue:




1) JoxymeHTalmoHHOE OO€CIeUeHHE YIpaBJIeHUs: YuyeOHoe mocolue/
[maguitE.B. - M.: UI[ PHUOP, HUI[ HWHDPA-M, 2016. - 249
c.Pexxumpocryna:http://znanium.com/catalog.php?bookinfo=468335

2) JlokyMeHTaIlMoOHHOe oOecleueHrne YyMpaBlICHUS IMEPCOHAIOM: Yd4eOHOe
nocooue/bynmar  P. E. - M.: HHUI[ HWHDPA-M, 2015. - 234
c.Pexumpaocrymna:http://znanium.com/catalog.php?bookinfo=488066

3)dokyMeHTaIMoHHOEe 00eCIeYeHNEe YIIPABICHUS B COLIMATBHO-KYIBTYPHOM
cepBuce U TypusMme: YueOHoe mocodue / I'ymuna U. A., 3aiiuea H. A. - M.:
Anbda-M, HUI] NHOPA-M, 2015. - 240
c.Pexumaocryna:http://znanium.com/catalog.php?’bookinfo=489737

4) ®OHI OUEHOYHBIX W METOJWYECKUX MaTEpUaloB IO AUCIUILIMHE
«/loxymeHTanmoHHOE 0OeCcTieueHHE YIIPABICHUS».

7.q)OHIl OLHCHOYHBIX 1 METOAUYECCKHUX MAaTCPHUAJIOB JISI MPOBCIACHUA
l'[pOMe)KyTO‘lHOﬁ arTrecranmmn oﬁyqamnmxca o AMCIUMIIJINHE

Bonpocsl 1J1s1 npoBeieHUs MPOMEKYTOYHOM aTTecTauun (3a4era).
1.ITonsiTHE AIMUHUCTPUPOBAHUS
2. AIMUHHUCTPUPOBAHUE B COLIMAIIBHBIX CITyK0ax
3. CounanpHasl HEHHOCTh aIMUHUCTPUPOBAHUS
3. ConmainpHas paboTa KaK BUJ MPAKTUUECKON AESITEIbHOCTU
4. Vctopus conmanibHOM paboTsl B Poccun
5. PerynupoBanue U KOHTPOJIb B CUCTEME COIMAIBHON PabOTHI
6. HopmaTtuBHO-1IpaBOBOE pETyIMpPOBaAHNE COITMATBHON PAOOTHI
7. Kazpsl coMaIbHBIX CITYKO
8. ATTectanus KapoB COLUAIBHBIX CITYKO
9. KoMIIeTEeHTHOCTh KaJIpOB B COLIMATILHON padoTe
10. DpdexkTuBHOCTH yIpaBiIeHUs! COLMAIBHON paboTON

Bomnpocs! AJ1s1 npoBeeHUs IPOMEKYTOUHOM aTTecTauMu (IK3aMeHa).
1. O6ocHOBaHME HEOOXOAMMOCTH OOYYEHHS TOKYMEHTAMOHHOMY OOECIEeYEHUIO
Y €ro aBTOMaTU3alllH;
2. JokymeHTOO0O0pOT B opranuzanuu. Pabota ¢ BXOASIIMME TOKYMEHTAMU;
3. Knaccudukaropsl JOKyMEHTOB;
4. ®opMHUpPOBAHUE U XPAHEHUE JET;
5. PernmameHnTanus 1eI0MpOU3BOICTBA;
6. [Ipesenrauus. Ee pynkuus u HazHaueHre. OCHOBHBIE 3JIEMEHTHI;
7. OCHOBHbIE TOHSTHS JOKYMEHTAIIMOHHOTO O0OECNe4YeHHs]  YIpaBICHUS
(1emonpou3BOJICTBO, TOKYMEHTOO00POT, AJOKYMEHT, PEKBU3UT, U 1Ip.);
8. OpraHuzalMoHHBbIE JOKyMEHThl. WX ¢QyHKIMM W Ha3HaueHue. YcCTaB
OpraHu3alluy;
9. OcHoBHbIE (DYHKIIUU JOKYMEHTA;
10. OpranuzanuoHHble AOKyMeHTHl. Mx ¢yHkuuu u Ha3HaueHue. llltatHoe
pacnucaHue;


http://znanium.com/catalog.php?bookinfo=468335

11. Yaudukanus u ctanaapTusaius 10KyMEeHTOB;

12. OpranuzanuonHsie JOKyMeHThl. VX (yHkuMu v HazHayeHue. J(omKHOCTHAs
UHCTPYKIIUS

13. brank. [lonsitue 61anka. TpebGoBanust K 0pOPMIICHHIO OJaHKOB;

14. PacnopsiautensHbie HOKyMEeHTHl. WX ¢yHkuu u HazHadeHwe. [Ipukasz mo
OCHOBHOMH JI€SATCIbHOCTH;

15. PexBusur. [lonstue pexkBusnuta, NOpsSAOK UX 0QOPMIICHUS;

16. CipaBoyHO-UHPOPMAIIMOHHBIE TOKYMEHTHI. VX QyHKIIMM U Ha3HAUYeHHE. AKT;
17. TexHnuecKkue CpeACcTBa, UCIIOIb3YEMBIE B IEJIONPOU3BO/ICTBE;

18. CnpaBouHO-uH(OpMAIIMOHHBIE AOKYMEHTHl. VX ¢GyHKIMM W Ha3Ha4YeHUE.
[Iportoko;

19. bnank. Buasl 6;1ankoB. OcOOEHHOCTH X 0(POPMIICHUS;

20. lokymeHTo000pOT B opranuzanuu. Paborta ¢ HCXOIAIIUMH TOKyMEHTaMU

21. bnank. BapuaHTbl pacnosiokeHus peKBU3UTOB Ha OJIaHKaX;

22. IloaroroBka u nepegaya Jei B apXHUB;

23. IlpaBuna odopmiieHHs AaT, HyMEpalUu CTpaHUIl, OQOPMIICHHUS TaOIuIl,
MaTeMaTU4YecKuX (POpMyJ U COKPAILLEHUN;

24. PacniopsiaMTeNibHbIE JOKYMEHTHI. X QyHKIIMU 1 Ha3HAaueHue. Y Ka3aHue;

25. JlokymeHTOOOOpOT B oOpranuzanuu. IIpomecc KOHTpOJSI HCHOJHEHUS
JIOKYMEHTOB;

26. CnpaBo4yHO-MH(POPMAIMOHHBIE JOKYMEHTHl. MX ¢yHKIMM U Ha3HaueHUe.
OOBbscHUTENbHAS U JOKJIHAs 3aIIUCKY;

27. JokyMeHTOOOO0pOT B opranu3anuu. Pabora ¢ BXOASIIMMHU JOKYMEHTAMH,

28. PacniopsiiurenbHbie TOKyMeHThI. VX dyHkimn u HazHauenue. Pacnopsixenue
29. OcHOBHBIE IOHATUS TOKYMEHTAITMOHHOTO 00ECIIEYeHUS YIIPABICHUS;

30. CmpaBouHO-UH(GOPMAIIMOHHBIE JTOKYMEHTHl. X (QyHKIMM W Ha3HAUYCHHE.
[IpoToxou;

IIpumepHbIe NPAKTUKO-OPUEHTHPOBAHHbIE 3a]aAHUSA
1. OdpopMuTh mpuKa3 O HAa3HAYEHUH OTBETCTBEHHOIO 3a OOpallleHHuEe C
onankamu npennpusatus B coorerctBuu ¢ 'OCT P 6.30-2003
2. OpopMHUTH MPOTOKOJI 3acE€laHUs IKCIEPTHOM KOMUCCHUU B COOTBETCTBUU
¢ THUIIOBOM MHCTPYKLMEN 1O AEJIONPOU3BOJICTBY
3. CocraButh CIyXeOHYIO 3alUCKy Ha TOOIIPEHUE COTPYIHUKA,
NIEPEBBINOJHUBILETO MIJIAHOBBIE TOKA3ATEIH

[TonHpIE KOMIUIEKT 3aJaHWii W 93TanoB (HOPMUPOBAHUS KOMIETEHIIUN
npeacraBicH B @OHJE OLIEHOYHBIX U METOJUYECKUX MAaTEPHUAJIOB I ITPOBEICHUS
MPOMEKYTOUHOM aTTeCTaIllui OOyYaronIuXcsl MO JUCHUTUIMHE, O(OPMIICHHBIN
OTAEJIBHBIM JIOKYMEHTOM, PEACTABJIEH B IPUJIOKEHUU 1.

8. IlepeyeHb OCHOBHOI, 1OMOJTHUTEIbHOMH Y4eOHOM JIUTEPATYPbl, PECYPCOB
MH(OPMALMOHHO-TEJIeKOMMYHUKAIIMOHHOI ceTH « AHTepHeT», He00OX0AUMBIX
JJISI OCBOCHUSI JTUCUMUIJIMHBI (MOTYJIs)



a) HOpMATHBHbIE PABOBbIE AKTHI

1) Hatmonaneusiii crangapt PO I'OCT P 7.0.8-2013 "Cucrema ctanaapToB
o uHbopMaIri, OMOITNOTEUHOMY M U3/IaTeIhCKOMY Aeiy. JleIonpou3BoACTBO H
apxuBHOoe geno. Tepmunsl W omnpeneneHus”" (yTB. npukazoM DenepalbHOTO
areHTCTBA 10 TEXHUYECKOMY PETYJIUPOBAHUIO U MeTposioruu ot 17 oktsaOps 2013
r. N 1185-cT)

2DIOCT P 6.30-2003 «YHuGUIMPOBaHHBIE CHCTEMbI JOKYMEHTAIUH.
YHuduinmpoBanHas ~ cucreMa — OpraHuU3allMOHHO - pacnopsaIuTeIbHOM
nokymeHTanuu. TpeboBanus kK 0(hOPMIICHUIO TOKYMEHTOBY

3) TOCT P 7.0.97-2016 «Cucrema cTaHmapToB 10 uHOOpMAIINH,
OMOMMOTEYHOMY U HW3AaTeNbCcKoMy Jeiny. OpraHu3allMOHHO-PACTIOPSAUTENbHAS
nokymeHTanus. TpeboBaHus K 0hOPMIIEHHIO TOKYMEHTOB»

0) ocCHOBHAasI JIMTEpPaTypa:

1) JoxymeHTalmoHHOE OO€CIEUeHHE YIpaBlIeHUs: YuyeOHoe mocolue/
I'maguit E.B. - M.: U1 PUOP, HUIl UH®PA-M, 2016. - 249 c. Pexxum nocrtymna:
http://znanium.com/catalog.php?bookinfo=468335

B) JIONOJIHUTEJILHAS JINTEpaTypa:

1) JoxymeHTanmoHHOEe OO€ceUYeHUEe YMpaBJeHUs IMEePCOHAIOM: YdeOHOoe
nocobue/bynar P. E. - M.: HULl UH®OPA-M, 2015. - 234 c.Pexxum pocryna:
http://znanium.com/catalog.php?bookinfo=488066

2)JoxymeHTarimoHHOE o0eclieueHUe yIpaBiIeHUs! B COIUATbHO-KYJIbTYPHOM
cepBuce u TypusMe: YuebHoe mocodue / I'ymuna WM. A., 3aitneBa H. A. - M.:
Anspa-M, HUIIL NH®PA-M, 2015.Pexxum
noctymna:http:/znanium.com/catalog.php?bookinfo=489737

r) pecypchl cetu «AHTEpHET»:

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

2) [enmompous3BOACTBO W JIOKYMEHTOOOOPOT  HAa  MPEANPUSITHH.

http://www.delo-press.ru/journals.php?page=documents

3) KagpoBoe  nmenompouw3BOJCTBO M TpyloBoe  mpaBo.  http://hr-

portal.ru/rubric/kdp

4) DnextponHas oudnuoreka HR-cnermanucros. http://www.hrm.ru/

9. MeToan4yeckue yKa3aHus 1JIs1 00y4ar0IMXCH M0 OCBOCHHUIO
AUCUMILTMHBI(MO/LYJISA)

CaMocTosTenbHAas MOJATOTOBKA 00YYaIOUINXCsl MPOBOIUTCS ISl yTITyOJIeHUs
U 3aKpETUICHMs] 3HAHWM, TMOJYyYEHHBIX Ha JIGKIUSAX U JAPYTUX BUAAX 3aHSATUH, IS
BbIPa0OTKH HaBBIKOB CAMOCTOSITEIbHOTO NMPUMEHEHHUS HOBBIX, JOMOJHUTEIBHBIX
3HAHWI U MOATOTOBKU K MPEACTOSIIIUM YYEOHBIM 3aHITHUSIM, 3a4ETY.

BaxxHpIM  yclOBMEM  YCHEIIHOTO W3Y4YeHHUS JAWCIHUIUIMHBI  SIBJSIETCS
nocemienue gekuuid. [log mocenenuemM noapazymeBaercs He (popma MacCUBHOTO
NPUCYTCTBHSI, @ aKTUBHAs paboTa Mo U3y4eHUI0 HOBOro matepuana. [loarotoska k
JIEKIIMOHHBIM 3aHATHUSM BKJIIOUaeT B ce0s aHaiu3 MpeUiaraeMbIX IS U3Y4ECHUS
BOIIPOCOB, M3yYE€HHE HOPMATHUBHBIX HCTOYHHUKOB M Yy4eOHOM U Hay4dyHOU


http://znanium.com/catalog.php?bookinfo=468335
http://znanium.com/catalog.php?bookinfo=488066
http://znanium.com/catalog.php?bookinfo=489737
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
http://www.hrm.ru/

JUTEpaTypel MO paccMaTpUBaEMbIM BoIpocaM JieKUMU. B mporecce nexuuu
OoOyJaroluiicss MOXET 3a/aBaTb  YTOUHSIOIIME BOMPOCHL,  OCYLICCTBUTH
B3aMMOCBS3b HOBOTO MaTe€pHala C YXKE€ HU3YYCHHBIM, MOJATOTOBHUTH 0a3zy s
3¢ (EKTUBHOTO HCIIONB30BAHMS TOMYUYEHHBIX 3HAHHUM, OOJETYUTHh MOJATOTOBKY K
IPAKTHUECKOMY 3aHATHIO. D(P(GEKTUBHBIM CIIOCOOOM (PUKCAIUU JEKIIMOHHOTO
MaTepuana SBISETCS KOHCIIEKTUPOBAHME, IMPEACTABISAIONIEE COOOW HE TOJIBKO
¢ukcalnio BaKHEHIIMX MOMEHTOB JIEKIIMM, HO M YKa3aHHE TNPUMEPOB s
INOHMMAaHHUS TOTO UJIM MHOT'O TEOPETHUECKOI0 MaTepuraia.

[Ipy moAroToBKE K MPAaKTUYECKOMY 3aHATUIO HEOOXOAMMO MCIIONb30BaTh
KOHCIIEKTUPOBAaHHBIE MaTe€pUasbl JEKIUH, YY4EOHYI0 U HAYUYHYIO JIUTEPATYpPY.
[TonroroBka OTBETOB IO BBIHOCUMBIM Ha OOCYXAEHHE BOIPOCAM MPAKTUYECKOTO
3aHATUS BKJIIOYAET B C€Osl HE TOJIBKO IMPOYTEHHE MaTepHuaa, HO M €ro aHaliu3 u
KPUTHYECKYIO OLEHKy.. OOydaromeMmycsi cielyeT BBISIBUTbH MAaJOM3y4YEHHBIE
aCIEeKThl PACCMATPUBAEMBIX BOINPOCOB, MPOSBUTh HMHUIIMATUBY MPU MOATOTOBKE K
MPaKTUYECKOMY 3aHATHUIO.

[Ipy mOAroTOBKE K MNPAKTUYECKUM 3aHATUSMU M 3a4ETy PEKOMEHIYETCs
CUCTEMATU3UPOBATh 3HAHMS, HU300paxkas MX B TaONIMYHOM, rpaUyECKOM WIH
CXEMaTH4YHOM BHJIE€. TO MO3BOJIUT YCTAHOBUTH B3aMMOCBSI3b U3y4aE€MbIX SIBJICHU,
YOPOCTUT 3aJady 3allOMUHAHMS MaTepuaina, OOJIETYUT IMPOIECC MPAKTHUYECKOrO
MPUMEHEHUS TOJIYYEHHBIX 3HAHUU.

3ajayeil  NpaKTUUECKUX  3aHATUN  sIBISETCS  BbIpaOOTKa  yMEHMs
UCIIOJIB30BaTh TEOPETUYECKUE 3HAHUS, IMPOSBUTH HAIMYUE MPAKTUYECKUX
HaBbIKOB. Ilpym  mOAroToBKE K  NPAaKTUYECKOMY  3aHATHIO  CIIEAYET
3a0J1arOBpEMEHHOr0 00€CTIeYUTh HaJUuuue HEOOXOAMMO Jsi JTaHHOTO 3aHSTHS
MaTepHuaa, CaMOCTOSITEIbHO TOBTOPUTh PAHEE U3yUYECHHBIE TEMBI.

JUIsi yCHemrHoro OCBOEHUS JAMCLMIUIMHBI BaXKHBIM SIBJISIETCSI  YMEHUE
paboTaTh C TEPMUHAMU M HMX ompeaeneHusMu. s paboTbl ¢ TEPMUHOJIOTHEN
(G ()EKTUBHBIM SBIISETCS UCHOJIb30BAaHUE KAaK Yy4eOHOM M HAYYHOM JIUTEpaTyphl,
TaK U FOPUINYECKUX U QUIOCO(CKUX CIIOBapeil.

PaboTa ¢ TepMHHAMH MOKET OCYILIECTBIATHCA Kak B (POpME COCTaBIEHUS
COOCTBEHHBIX TEMAaTUYECKHX CIIOBAPUKOB MJisi yJ0oOCTBA M CKOPOCTH IIOMCKA
HeoOxoaumoro TepMuHa. C  93TOW 1ENbI0O HEOOXOIUMO KaXKIbId HOBBIN
BCTPEYAIOUIUIICS TEPMHUH 3allUChIBATh U BO BPEMs MOJATOTOBKH K CEMUHAPCKUM U
IIPAaKTUYECKUM 3aHATUSIM yKa3blBaThb COOTBETCTBYIOLIEE ompeneneHue. B ciydae
BO3HMKHOBEHHUS CJIO)KHOCTH BbIOOpa OIpenesieHUs] W3 UMElouierocss oobeMa B
pamMKax Hay4yHOrO 3HaHMs HEOOXOJUMO 3a/laBaTh BOIMPOCHI IMPENOJABATENI0 B
paMKax JEKIUOHHBIX U NPAKTUYECKUX 3aHSATUM.

WuTtepakTuBHbIE  (QOpPMBI  MPOBEAEHUS  3aHATUA 1O  AMCLUILIMHE
«JlokyMeHTalmoHHOEe 00ecIedeHHe YIPaBICHU» BKIIOYAIOT B ce0s CleIyromne
BUJIbI 3aHSTHUH:

- UWHTEpPaKTUBHbIC JIEKIIMH, MPEANOoiaraloT HUCIOJb30BaHUE METOoJa
npoOsieMHOTo u3yoxkeHus. [Ipu TakoM moaxoje JEKIMs CTAaHOBUTCS MOXO0XKEH Ha
JMasor, MpernojaBaHue UMUTUPYET HMCCIIEIOBATENbCKUNA MPOUECC (BBIABUTAIOTCS
NEPBOHAYAJIBHO HECKOJIBKO KJIFOYEBBIX MOCTYJIATOB MO TEME JEKLUU, U3JI0KEHUE
BBICTPAUBAETCSl 110 MPUHIUILY CAMOCTOSITEILHOTO aHaiau3a U 000OLIeHMS




CTYJIEHTaMHU Y4YeOHOro Marepuayia). JTa METOJMKAa IO3BOJSET 3aMHTEPECOBATh
CTYJIEHTa, BOBJICYb €ro B Mpoiecc o0ydeHus. [IpoTuBopeunss HAy9HOTO TTO3HAHUS
PACKpBIBAIOTCS TOCPEACTBOM TIOCTAHOBKH TIpoOieMbl. YdeOHas mpobiema u
npoOJeMHasi CHUTyalus SBJSIOTCS OCHOBHBIMU CTPYKTYPHBIMA KOMIIOHCHTAMHU
npobiemHoro obOyuenus. [lepen HadamoMm w3ydeHHs ONMpPEACICHHONW TEMBbI Kypca
CTaBUTCSI TEpe]l CTyIEHTAaMU MPOOJEMHBI BOMPOC WU JaeTcs MpoOJieMHOE
3amanne. CTUMyIuUpys paspemieHue TMpoOJIeMbl, MPEnoaaBaTelb CHHUMACT
MPOTUBOPEUHS MEXY UMEIOIIUMCS €€ MMOHUMaHUEM U TpeOyeMbIMHU OT CTY/IECHTa
3HaHUSAMU. D(HPEKTUBHOCTH TAKOTO METOJAa B TOM, YTO OTIEIbHBIE MPOOJIEMBI
MOTYT MOJHUMATBHCS CAMHUMH CTYJEHTAMH. [ J1aBHBIA yCHe€X NaHHOTO METOJA B
TOM, 4YTO TpernojaBareib JOOMBAaETCA OT ayJUTOPUHU «CAMOCTOSTEIHLHOTO
peleHus» TMocTaBieHHOW mpobiembl. OpraHuzanus MpPoOJEMHOTO 00y4YeHUs
MPEACTABIACTCS JOCTAaTOYHO CIIOKHOM, TpeOyeT 3HAYUTENbHOW TMOJATOTOBKH
nekTopa. OJHAKO HA HAYAIBHOM 3TAale MCIOJIb30BAHUSA 3TOTO METOJIa €r0 MOYKHO
BHEJIPATH B CTPYKTYPY TOTOBBIX, paHee pa3paOOTaHHBIX JICKLMM, MPAKTUUYECKUX
3aHATHH KaK JIOMTOJHEHHUE.

- TpyHIoBblE AUCKYCCHUM, MPUMEHSIOTCS JJisi OOECIe4YeHUs] HaBBIKOB
KOMaHJAHOW paOOThl U MEXKIMYHOCTHOM KOMMYHHUKAIMU M TPEACTABISIOT COOOM
OIICHOYHOE CPEJCTBO, IMO3BOJISIIONIEE BKJIIOUUTH OOYYalOIUXCSd B TIPOIIECC
OOCYXJEHUSI TPEJICTABICHHON TEMbI, MPOOJEMbI U OLEHUTh HMX YMEHHE
apryMEHTUPOBAaTh COOCTBEHHYIO TOUYKY 3peHus. Kpome Toro, B Xoje 3aHITHI
IIPOBOJATCS KPYTJIbIE CTOJIBI 11O 3aIaHHBIM TEMATHUKaM.

OueHouHble 151 METOJIUYECKHE MaTepHUabl o JUCLUIIINHE
«/loxymenmayuonnoe obecneuenue ynpasienus» npeacrapieHsl B @OMM.

[Ipy 1OArOoTOBKE K MPOMEXKYTOUHOMY WIIA HUTOIOBOMY TECTUPOBAHUIO
HEOOXOMMO M3YYUTh TEOPETHUECKHN W TpakTHYeCKUd wmatepuai. TecTtoBbie
3a1aHusl (C TIEpEeYHEM BO3MOXHBIX BAPUAHTOB OTBETOB, CPEIU KOTOPHIX XOTSI ObI
OJIMH OTBET SIBJISIETCS HEBEPHBIM) OOECMEUMBAIOT CTPYKTYPHOCTH MBIILICHUS,
BBIHYKJEHHOTO BBIOpaTh U3 MPEAJIOKEHHBIX BAapUAHTOB OTBET BCE MPABUJIbHbBIC
BapuaHThl. TeCTOBbIC 3aJaHWs] HA YCTAHOBJIEHUSI COOTBETCTBHUS IMOAPA3yMEBAOT
HEOOXOJMMOCTh TPOSIBJICHUS HE TOJIBKO 3HAHHMS Y4YEOHOro Marepuayia, HO M
YMEHUSI TPUMEHSTh TpaBwia QopMaibHOW JioTUKH. TecToBble 3aJaHusl Ha
YIOPSIOYEHUE HAIPABJICHBI HA YCTAHOBJICHUE JIOTMYECKOMN MOCIEI0BATEILHOCTH
paccMaTpUBaEMbIX SIBJICHHIN (BPEMEHH CYIECTBOBAHUS SIBIICHUM, PACIOI0XKEHUS
CTPYKTYPHBIX 3JIEMEHTOB MTPABOBBIX JOKYMEHTOB U T.II.).

D¢ GDHEeKTUBHBIM CIIOCOOOM IS MOJATOTOBKH K TECTHPOBAHHUIO SIBJISCTCS
paboTa 00ydJaromIerocsi Mo PEIMICHUI0 TECTOBBIX 3aJlaHWN, MPEIOCTABICHHBIX IS
CaMOCTOATENbHON pa0oThl. Takke MpU MOATOTOBKE K TakoW (opMe KOHTPOJIS
3HAHWUM, KaK PEHIEHUE TECTOBBIX 3aJaHUM, CIEAYET CAMOCTOSITEIIBHO IOIBITAThCS
npopaboTaTh paccMaTpuBaeMble B JUCIUILUIMHE BOINPOCHI B (hOpME COCTaBIICHUS
TECTOBBIX 3aJaHHUM.

[Ipy moAroTOBKE K 3K3aMEHY CIEIyeT UMETh B BHUJY, YTO OH SIBIIACTCS
UTOTOBOM (OpPMON KOHTPOJSL MO M3YyYEHUIO JaHHOM Yy4yeOHOM IUCHUILIMHBI.
DK3aMEH NOAPA3yMEBACT MaKCHUMaJbHYI0 KOHILICHTPALIMIO 3HAHUW W YMEHUH,
MPEANOJIATal0IINX MOJHOE U3YYEHHUE MaTepHUana IUCIUIIINHBI.



Dk3aMeH mpoBOAUTCS B (OpME YCTHOTO coOeceOBaHUs, BBIMOJIHEHUS
NUCBMEHHOIO 3aiaHus. PemeHne mnpenopaBaTenss 00 HUTOrOBOM — OLIEHKE
NPUHUMAETCS MO Pe3yJbTaTaM YCTHOI'O OTBETA M BBIINOJHEHHOTO MHCbMEHHOIO
3aJlaH{s B 32aBUCHUMOCTH OT IIKaJIbl OLICHKHU.

B xauecTBe HMCTOYHMKA JOMOJIHUTENIBHBIX MAaTE€pPUATIOB PEKOMEHIYETCS
MOJIb30BaThCsl MH(OpManMend OTKPBITOrO JAOCTynma ceTtd Internet (maHHBIMH
UH(GOPMAIMOHHO-TIPABOBBIX U 00pa30BaTENbHBIX MMOPTAJIOB, OPHUIHAIBHBIX CAHTOB
MUHHCTEPCTB, BEAOMCTB, OTJECIbHBIX OPraHU3alWi, TAHHBIMU TOCYIapCTBEHHOMN
CTaTUCTUKHU, pe3yJbTaTaMU 3KCIEPTHO-aHATUTHYECKUX 0030poB). Kpome Toro,
MO>KHO BOCIIOJIb30BaThCS BO3MOKHOCTSMH CIPABOYHO-TIPABOBBIX CHUCTEM, Oazbl
KOTOPBIX COAEPKAT HE TOJBKO TEKCT HOPMATHUBHBIX aKTOB, HO U HAy4YHbIE CTAThU
no pasnmuuHbiM  BompocaM  (Hanmpumep, CIIC  «Koucynbrant  Ilmrocy).
PexoMenayeTcs Takke UCIOJIb30BaTh AIEKTPOHHO-OMOINOTEYHBIE CUCTEMBI.



10. Ilepeyenb HHPOPMAUOHHBIX TEXHOJIOT U, MPOdecCHOHATBLHBIX 0a3
JAHHBIX, MCIOJIb3yEeMbIX NPHU OCYIIECTBIEHNH 00pa30BaTeJIbLHOIO0 Npoiecca
Mo JUCHMILUIUHE (MOYJII0), BKJIIOYAS NMepevYeHb NPOrPAMMHOI0 o0ecredeHus
U MH(POPMAIHUOHHBIX CIIPABOYHBIX CHCTEM

[IporpammHoe obecnieueHue:

1. Omneparmonnas cucrema (MicrosoftWindows/liponpuemapnas);

2. [Ilaker oducHbix nporpamm (MicrosoftOfficellponpuemapnas);,

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

NudopmarimonHbie CripaBOYHbIE CUCTEMBI:
1) ABTOomMaTU3UpOBaHHAS nHpopMarmoHHas OnOIMoTeUHAS crucTemMa
Marc21SQL;

2) Conpaouno-mpaBoBas cuctema «KoncynprantlLirocy

11. MaTepuanbHo-TexXHHYecKasi 0a3a, HeoOXoAMMAast Il OCYLIEeCTBJICHHUS
00pa3oBaTeJILHOIO MIPoLECca M0 AUCHUILIUHE (MOAYJII0)

Crnenmnaju3upoBaHHble AYIUTOPUH:

VYueOHast ayauTopus JUISI TPOBEACHUS 3aHATHH CEMHHAPCKOTO THIIA, KypCOBOTO
IPOEKTHUPOBAHUS (BBINOJIHEHUS] KYpPCOBBIX paloT), TpYNIOBBIX M HWHIMBUAYAIbHBIX
KOHCYJIbTAIIMi, TEKYIETO KOHTPOJIS M POMEKYTOYHON aTTECTAIMK / KOMITBIOTEPHBIN KJIAcC
/ HOMEIIEHHUE JUIs CAMOCTOSATEIbHOM paboThI*

Texnuueckue cpeacTBa 00y4eHus:

KOMIIBIOTEP C MPOrpaMMHBIM oO0ecredeHueM, yKazaHHbIM B 1.10, 1mocTtymom K ceTu
«HTEpHET» U 00ecIeueHNEM I0CTYIA B MJIEKTPOHHYIO HH()OPMAIIMOHHO-00pa30BaTEIbHYIO
cpeny

Crnenmnanu3npoBaHHble AYIUTOPUM:

VYyeOHast ayuTOpHs JUIs IPOBEACHUS 3aHATUH JIEKIIMOHHOTO THIA, 3aHATHH CEMHHAPCKOTO
TUIA, KypCOBOTO TPOEKTUPOBAHUS (BBIIOJHEHHUS] KypCOBBIX palOT), TpPYNNOBBIX H
VHIVBUAYAJIBHBIX KOHCYJIBTAlMI, TEKYIIEr0 KOHTPOJISl U IPOMEKYTOYHOM aTTecTaluu ™
Texnuueckue cpeacTBa 00y4eHuUs:

MYJIbTUMEIUNHBIA KOMIUIEKC
KOMITBIOTEP C MPOTrPAMMHBIM OOecrieueHrueM, YKa3aHHbIM B 11.10
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