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1. IlosicHUTEABLHAA 3ANIUCKA

Huctumuna «/[okymenmayuonHoe obecnedeHue ynpasieHus» 3aHUMAeT
BAXHOE€ MECTO IIpU IMOJAroTOBKe OakanaBpoB 1o HampariaeHuo 38.03.02.
«MeHemKMeHT». YnpaBieHUe NpeanpusiTieM (OpraHu3anueit), OKa3bIBAIOIIMM
yCIIyTH, HEU30€KHO TpeOyeT CO3/jaHusl MHOTHX BHUJIOB JJOKYMEHTOB, 0€3 KOTOPBIX
HEBO3MOXHbI PEUICHUE OCHOBHBIX ITPOM3BOJICTBEHHBIX 3a/a4, IUIAHUPOBAHUE
NEeATEeTbHOCTH, (UHAHCHUPOBAHWE, OyXTanTEepCKUd y4eT ©  OTYETHOCTb,
OTIEPAaTUBHOE YIIPaBJICHUE, KaapoBOEe oOecleueHne eATeIbHOCTH U T.II.
JIOKyMEHTBI SIBIIIFOTCS OCHOBHBIM JI0KA3aTE€JIbCTBOM COBEPIIEHUSI TOTO WJIM UHOTO
dakta MMPOU3BOJICTBEHHO-X035IMCTBEHHOU NEeSATEeNbHOCTU NpEANPUSTHUS.
Opranuzanusi TOKyMEHTAIlMOHHOTO OOecTedeHus ymnpaBieHus B cdepe cepBuca
MMEET HEKOTOpbIe OCOOCHHOCTH, CBSI3aHHBIE C KOHKPETHBIMHU MpOLEeaypaMu
peanu3anuu TpeOOBaHUM U HOPM, ONIPEACIIEHHBIX 3aKOHOIATEbCTBOM.

[lenbto OCBOGHUS  JTUCHMIUIMHBI  «/[OKyMeHmayuoHHoe obecneueHue
ynpaenenus»  SBIAETCS U3y4€HUE CUCTEM JOKYMEHTalud, OpraHu3aluu
JOKYMEHTUPOBAHUS U NEJIONPOU3BOACTBA, COCTaBJISFOIINX OCHOBY
MH(OPMAIMOHHBIX MPOLECCOB B OpraHU3aIl1H.

3agauu TUCLUIUINHBI:

— 03HAKOMJICHUE CTY/ICHTOB C 3aKOHOJATEIbHOW U HOPMATUBHOM 0a30M,
METOJMYECKUMU Pa3pabOTKaMu U OCHOBHOI HAy4YHOU JIMTEPATYypOi MO KypCy;

—U3Y4YEHHUE TMPAKTUKU OpraHu3aluyd JOKYMEHTAIIMOHHOTO obOecrnedyeHus
yIpaBJIECHUS Ha TPEANPUITUSAX.

2. [lepeyeHb MUIAHUPYEMBbIX Pe3yJIbTATOB 00y4eHHs MO IMCUMUILINHE,
COOTHECEHHBIX C IJIAHMPYEMBbIMH Pe3yJIbTATaAMM 0CBOCHHS 00pa30BaTeILHOM
NpOrpamMMmblI

JucuumnHa «/[oxymenmayuonHoe obecnevuenue ynpasieHusy y4acTByeT B
dbopMHUpPOBaHNY CIEAYIONIEH KOMITCTCHIIUH:

Komnerenunu NuaukaTopsbl JlecKpUnTOpbI
YK-4. Criocoben YK-4.1-2. Benet| 3HaHusA: OCHOBHBIX CBOMCTB JOKYMEHTOB
OCYUIECTBIISITh NIENIOBYIO TEPENUCKy Hal U uX (QYHKIUHA B CHCTEME JEIOBOTO
JIETTOBYIO rOCYJIapCTBEHHOM B3aUMOJICUCTBUS
KOMMYHHUKAIIUIO B ST3bIKE PO | YMEHHUAl: HCIOJIb30BaTh COBPEMEHHBIE
YCTHOW M MUCbMEHHON [MHOCTPaHHOM(-BIX) TEXHOJIOTHH, MIPUMEHSIEMbIE npu
dbopmax Ha SI3bIKAX. OpraHu3aly JEJIOBOM TEpPenucKd Ha
roCy1apCTBEHHOM roCy1apCTBEHHOM SA3bIKE P® u
s3pIKe Poccuiickoit MHOCTPAHHOM(-bIX) SI3bIKE (-aX).
®denepanuu U HaBpbiknu: odopmIIeHuUS, MIPOBEPKHU
WHOCTPAHHOM (bIX) MPaBUIBHOCTH COCTAaBJICHUS JIOKYMEHTOB
s3bIKE (ax). MIPU OCYIIECTBICHUH JCIIOBOI NEPETHCKA
YK-4.U-5. Ilpumenser 3naHus: OCHOBHBIX COBPEMEHHBIX
[ pOBbIC cpeactBal nu(pPOBBIX UHCTPYMEHTOB
B3aMOJICUCTBUS C| B3aUMOJICUCTBUS C IEPCOHAIIOM




NPYrUMU  JIIOJBMU US| YMEHHMSI: COCTaBJIsATh HH(GOPMALMOHHO-
TOCTHXKECHUS CIIPaBOYHbBIEC JIOKYMEHTHI C IMPUMEHEHUEM
[MOCTABJICHHBIX 1IeJIel. | UU(POBBIX TEXHOJIOTUN AJIsi OpraHU3aLUU
B3aMMOJICHCTBYS ¢ pabOTHIUKAMU
HaBbiku: OpraHu3aU JBUKEHUS
JIOKYMEHTOB BHYTPH bupmbl c
NpUMEHEHHEM IIU(POBBIX TEXHOJIOTHI
IIK-2. Cnocoben IK-2.U-2. Cnioco6en | 3HaHusnA: BHJIOB YIPaBICHUYECKUX
OCYIIECTBIISITh JIEJIOBOE [OCYILECTBIATH JIETOBYIO | TOKYMEHTOB, HEOOXOTUMBIX JUTSt
oOuieHue U MyOJINYHbIe [[IEPETHCKY, B T.U. C ONMCAHUs PaA3IMYHBIX YIPABICHUYECKUX
BBICTYIUIEHUS, BECTU MOCTABIIMKAMH, JIeHCTBUH.
NIEPErOBOPBI, [MapTHEPAMH, Ymenus: COCTaBJIATh JIETIOBBIE
COBEIIaHMUS, 3aKa3uMKaMU, JIOKYMEHTBI.
OCYLIECTBIISATh AQHAIM3UPOBATh U HaBbiku: 1OpoBeneHHMS  SKCHEPTHU3BI
JIETIOBYIO MEPENUCKY U [MpOBEPSATh JOKYMEHTHI | IIEHHOCTH IOKYMEHTOB.
MO//IEPKUBATH Ha COOTBETCTBUE
¢ poBkIe [TpaBHJIaM
KOMMYHHKaIU Ha IK-2.1-3. Criocoben 3HaHus: HOPMAaTHUBHO-TIPABOBBIX
YPOBHC OIIBITHOTO OCYILIECTBJIATH JIOKYMEHTOB, pEerIaMeHTUPYIOIINX
IIOJIb30BATCILA. KOMMYHHUKaIUU OpraHU3ayIo JJIEKTPOHHOTO
[10CPEACTBOM JIOKYMEHTO000pOoTa
KOpPIOPATUBHBIX YMeHusi: apXMBUPOBATH  AJIEKTPOHHbBIE
H(DOPMAIIMOHHBIX JIOKYMEHTBI
CUCTEM, B T.4. C HaBbIKH:  pacChUIKM  3JIEKTPOHHBIX
[MOMOIIBIO TU(PPOBBIX | JEIOBBIX THCEM
TEeXHOJIOTHI HA YPOBHE
OMBITHOTO
[10JIb30BATENS
IIK-7. Cnocoben IIK-7.1-4. Ucnonb3yer 3HaHusA: OCHOBBI KOpIIOPAaTUBHOTO
aQHAJIU3UPOBATH TeXHUKA (UHAHCOBOI0| JOKYMEHTOOOOPOTa; MOPSA0K pa3paboTKu
B3aUMOCBSI3M MEXNY  [H YIPABJIEHYECKOr0| IOTOBOPOB,  COTJIALIEHUM, KOHTPAKTOB;
(G yHKIIMOHATHHBIMU yyeta M aHaiu3a Jjsl| CTPYKTYpPbl JOTOBOPHOU JOKYMEHTAIUU
00J1acTsIMH JIOTUCTUKHU  [(popMUpOBaHUS VYMeHusi: COCTaBJIATh peecTp Hauboiee
KOMITAHUH C LIEJIbIO ITOTUCTUYECKOU YacTO 3aJaBa€MbIX KIHMEHTaMH BOIPOCOB;
MOATOTOBKH OTYETHOCTH KOMIIAHUH,| TPO(dHeCcCHOHATBEHO paboTathb c
palrOHaIbHBIX [IPUMEHSAET NPOLEAYPH] MPETEH3MOHHON JNOKYMEHTAlUEH;
ONEPALIMOHHBIX 131 METO/Ibl| aHATU3UPOBATH nH(GOPMAIIHIO u
JIOTUCTUYECKHUX KOHTPOJIJIMHT A dbopmupoBath OTYETHI; opopMIIATH
peLICHU. ITOrMCTUYECKON JOKYMEHTBl Ha  HECOOTBETCTBYIOLIYIO
NEeATEIbHOCTH B LEISX| YCIYry
[10CTaBOK. HaBbiku: pa3pabOTKM MHCTPYKIHUHA 110
MPEIOTBPALIEHUIO MPETEH3UM;
JIOTOBOPHOM pabOTHI C MOAPSTUNKAMU

3. MecTO AUCHUIIMHBI B CTPYKTYpe 00pa30BaTeIbHOM IPOrpaMMbl

«oxymenmayuonnoe obecneyenue ynpagieHusy ABIsSeTC JUCHUUIUIMHON 11O
BbIOOPY YacTu, GOpMUPYEMOM y4aCTHHKAMH OOpa30BaTEIbHBIX OTHOLIEHUH st
NOJATOTOBKH CTYJIEHTOB IO HanpasieHuto 38.03.02 - Menedocmenm.



E [MpenmecrByromue ey e— Hocaenyrommue
o I | AMCHHMILIHHBI (Moayan), 6 AMCHUIIMHBI (MOAYJIH),
= NPaKTHKHU Y4eOHOTO0 MJIaHA,
S o NPAaKTUKHN Y4eOHOT 0 NPAKTHKHU Y4eOHOTO
=5 B KOTOPBLIX KOMIIETeHIMA
== IUIAHA, B KOTOPBIX OCBANBACTCH NAPALICALHO IUIAHA, B KOTOPBIX
= OCBaHMBAaeTCs OCBaHMBAaeTCsl
g ¢ U3y4aeMou I CHUILIAHOM
KOMIIeTeHIHS KOMIIeTeHI U
YVK-4 HNHocTpaHHBIHN S3bIK VYnpasnenue yenoBeueckuMu | Jlucuuminaa nzydaercs
pecypcamu Ha MOCJIETHEM dTare
VYueOHast mpakTHKa dbopMHupOBaHUS
(03HAaKOMUTEBHAS TPAKTHUKA) KOMIIETECHLINU
IIK-2 | JlenoBble KOMMYHUKALIMHA NHOCTpaHHBIN SI3bIK B HNHocTpaHHbI S3bIK B
npodeccuoHaIbHON npodeccnoHaIbHON
IEeATEILHOCTH/ IEeATEILHOCTH/
enosou unocmpanmuwii a3vik | /lenoeoti unocmpanHulil
A3bIK
[IpousBoacTBeHHas
MPaKTHKa
(TexHoyoruyeckas
(TpoekTHO-
TEXHOJIOTMYEeCcKas)
MPaKTHKA)
[IpousBoacTBeHHas
MpaKTHKa
(npenauniaoMHas
MIPaKTHKA)
T1K-7 JucuunimHa nu3ydaercs Hpyrue nUCIUIIIAHbBI [IpousBoacTBeHHAS
Ha [IEPBOM 3TaIle (MOZyM), IPaKTUKU MpakTUKa
dbopMHUpOBaHUS y4eOHOT0 IJ1aHa He (TeXHOJIOTHYECKAS
KOMTIETEHITHH OCBAMBAIOTCS MAPAILIEITBHO C (mpoekTHO-
M3y4aeMOUN AUCUIUTUIMHOM TEXHOJIOTHYECKas)
MPaKTHUKA)
Opranuzanus
KOHKYPCHBIX MPOLIEAYD
0 BBIOOPY MOAPSAUYHUKOB
VYnpasneHue uensiMu
MOCTaBOK
IIpousBoacTBeHHas
MpaKTHKa
(npenauniaoMHas
MIPaKTHKA)

4. O0beM IUCHUILTHHBI (MOYJISI) B 32a4€THBIX eAUHULAX C YKA3aHUEM

KOJINYeCTBA AKaJeMHUYEeCKHX MM ACTPOHOMHUYECKUX YACOB, BbIIEJIEHHBIX HA
KOHTAKTHYI0 padoTy 00y4alIuuxcs ¢ npenojasareseM (10 BUAAM y4eOHBIX
3aHATHI) 1 HA CAMOCTOSITEJILHYIO Pa00Ty 00y4arOIIMXCS

Oomas TPYJIOEMKOCTb OCBOEHUA y4eOHOM IUCIUTLINHBI
«/loxymenmayuonnoe obecnevuenue ynpaesieHusy COCTABISIET 3 3aYETHBIX €IUHUIT
i 108 akaieMHUYecKX 4acoB.



Cemectp Ne cemecTpa Bcero,
4 aK.4acoB
OO6m1ast Tpy10€MKOCTh (BCETOAK. YacoB / 3.€11) 108/3 108
Jlexuun 16 16
KonrakTHas pabota
[IpakTueckue 3aHATUS 32 32
CamocrosiTenpHas padora 33 33
Bun npomexyroqHou
arrectatit DK3aMeH 2,3/24,7 27
(koHT.pab. / camocT.
paob.)

5. Conepxxanue IMCUMILIMHBI (MOAYJIs), CTPYKTYPHPOBAaHHOE 10 TeMaM
(pa3aesam) ¢ ykazaHueM OTBEACHHOI0 HA HUX KOJMYEeCTBAa aKaAeMUYeCKUX
WJIN ACTPOHOMHYECKHMX YaCOB U BU/IOB YUeOHBIX 3aHATHIA

TpynoemkocTs
KoHnrakTHas
pabora
<
= | o
HanmenoBanue = S
<
No [ pazgena mucuunauHb g < = Q. Copepxanue
= ;
(Tema) 2 = & g
2 N Q
[ =~ c%
= E S
<
o
=
4 cemecTp
[lonsitue o nmoxymenrte. CBOMCTBa,
npu3Haky, (QYHKIUM JTOKyMEHTa.
MeToael M CIOCOOBI JTOKYMEHTH-
pOBaHMS. HopmarusHo-
OCHOBBI JIOKYMEHTaJlb- METOANYECKas 0aza
1 HOTO obOecrnieueHus 71 4 2 9 JTOKYMEHTAIIMOHHOTO 00€eC-TIeueHus
" | opranuzanuu mporecca yIpaBICHUS NEeSATEIbHOCTBIO
cepBuca opranmzan  cdepbl  cepBHUCA.
Bunet YIPaBIECHYECKUX
JOKYMEHTOB, HE00-XOJUMBIX st
OnMHCaHUs Pa3IUYHBIX
YIPABJICHUYECKUX JICUCTBUH.
Cucremsl CocraB, CTpyKTypa U COJEp)KaHUE
JIOKYMEHTAIUH, JOKYMEHTaluu, oOecreunBaromen
oOpazyromumecs B OpraHu3alyio Ipolecca CcepBuca.
2. | mpouec-ce ympaBnenus | 20 4 8 8 | Cocras OpraHU3aIlMOHHO-
JEeATENb-HOCTBIO IIPaBOBOM, PacIopsIAUTEIILHOM,
opraHuzamii  cdepbl WH(OpPMaIMOHHO-CIPABOYHOM,
cepBuca.. IJIAHOBO-OTYETHOM JTOKYMEHTAMU,




nmpaBWjia €€  COCTaBJICHUS U
oopmieHus;
OO01mast XxapakTepUCTUKA KaJpOBOTO
cocraBa MPEANPUATHS.
Opranuzanus JTOKyMEHTAllMOHHOTO
o0ecrnieueHus JESITEIbHOCTH
KaJ[pOBOM CIIy’)KObI TMPEATNPUSATHUS
JlokyMeHTalMOHHOE cheper  cepBuca. Opra-Huzarus
obec-mieueHue 20 4 3 3 paboTel C  KaapoBOW  JIOKY-
yIpaBJICHUS nep- MeHTanuet. OcoOeHHOCTH UCIIOJIb-
COHAJIOM. 3oBaHusi cetu MHTepner ans
pelieHus 3a1a4y KaJI[pOBOTO
nenonpousoacTBa.  OdopmieHue
NIENIOBBIX THCEM, JAOKIAJHBIX U
CIIy’)keOHBIX 3alHMCOK, OTBETOB Ha
KaJI00BI MOTPEOUTEIICH.
Opranuzanus paboThI c
Opranusauus JIOKyMeHTaMu. Pecypcel, cpeactsa u
JIOKyMEHTO000pOTa. npaBWaa  JOKYMEHTOO60poTa B
Pecypcrr,  cpenctsa  n cepsuce. VX BBIOOp B 3aBHCHMOCTH OT
IIpaBuIIa ocobeHHoCTelH NEeSITeTbHOCTH
JIOKyMEHTO000pOTa B Tpe/IpHSATHA.
ceppuce. Hx BROOp B | 4 8 8 CucreMaTu3anys J0OKYMEHTAIMH B
3aBACHMOCTH oT npouecce CEpPBUCHOI
0COOEHHOCTEH
J—— nesTeabHOCTH. PopMHUpOBaHUE U
e — opopmiieHne  nen.  DKCHepTHh3a
LIEHHOCTU JOKYMEHTOB,
MOATOTOBKA JIOKYMEHTOB K
XPaHEHHUIO.
DK3aMeH 27 23 24,7
Utoro 108 | 16 | 34,3 | 57,7

6. IlepeyeHb y4eOHO-METOAUYECKOT0 00ecIedeHHs 11l CAMOCTOSITEILHOM
PadoTHI 00Yy4AKOIIMXCH MO JUCHMILINHE (MOLYJIIO)

No Bunbr camoctosaTensHON pabOThI Tpynoemkocts, | Dopma KOHTpOS™
aK.9achbl
1. [IpopaboTka TeOpeTHIECKOro
o Koncynbranus
MaTepuaia 1o KOHCIEeKTaM JIEKIIUH,
. MperoaBaTeis,
PEKOMEHI0BAaHHOU JIUTEPATYPE, 11 CTHOE
JIOTIOTHUTEIbHBIM HCTOYHUKAM Y
cobecenoBaHue
uHpOopMauu
2. [ToaroroBka K mMpakTUYECKUM Brictyrmienne ¢

BBICTYIUICHHUIO (IMCKYCCHH )

3aHSITHSIM: TIOUCK HEOOXOIUMOMA
nHdopmanuu, o6padoTka HHGOPMAITHH,
HAIMCaHKE JTOKJIA/a, MOArOTOBKA K

JIOKJIaJIOM,
MPE3CHTAIINS,
OTBETHI Ha
JTMCKYCCHOHHBIE
BOIPOCHI
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3. IToaroroBka K TEKYIEMYKOHTPOJIIO 1 Tectr
(TecTupoBaHue)

4. [ToaroroBka Kk MpoOMeKyTOYHOMN YcrHoe
aTTeCTalnn cobecenoBaHue,
(BOTIPOCHI K 3a4€Ty, UTOTOBBIN TECT, 247 TECTUPOBAHUE,
HaIMCaHUE KypCOBOM paboTHI) 3aIuTa KypcoBOM

paboThI

JIns caMOoCTOSITENBbHOM PadOThl MO JUCHUIUIMHE (MOAYJII0) 00yUaromuecs
UCIIOJIB3YIOT ClIEIyIolIee yueOHO-METOUUECKOE 00eCIeUeHHE:

1) bynar, P. E. JlokymeHTanimonHoe o0ecreuyeHre ynpaBieHUs IepCoHaTIOM
: yaeObHnoe nocobue / P. E. bynar. — Mocksa : UHOPA-M, 2019. — 234 c. + Jlom.
MaTepuaibl [DIeKTpoHHbI pecypc]. — (Boiciiee oOpasoBanue: bakanaBpuar). -
ISBN  978-5-16-010318-1. -  Texcr :  osnektponnbid. -  URL:
https://znanium.com/catalog/product/1007087

2) beikoBa, T. A. JlokymMeHTanMoHHOE oOOecreyeHne yIpaBICHUS
(memompousBoicTBO) : yueOHoe mocoome / T.A. brixora, T.B. Ky3uemnosa, JI.B.
Cankuna ; mox obm. pea. T.B. KysnemnoBoi. — 2-e usn., mepepab. u mom. —
Mocksa : UHOPA-M, 2021. — 304 c. + Jlon. Mmarepuaisl [ DIeKTpOHHBIN pecypc].
— (Cpennee npodeccuonanpHoe oOpaszoBanue). - ISBN 978-5-16-013913-5. -
TekcT : anekTpoHHsbiid. - URL: https://znanium.com/catalog/product/1141796

3) @oHA OIEHOYHBIX M METOJAMYECKHX MaTepHaloB IO IUCIUILIMHE
«/loxymenmoobopom u 0enonpou3so0Ccmeo

7.®@0oH OLIEHOYHBIX U METOANYECKHUX MaTEpUuaJI0B IJIsd IPOBEICHUA
leOMe)KyTO‘lHOﬁ arrecranmuu oﬁyqaloumxca o JUCIMIIINHE

BOHpOCI)I AJIFd NOATOTOBKH K IIpOMe)KyTO‘IHOﬁ arTrecranum

1. O6ocHOBaHMEe HEOOXOAUMOCTH OOy4YEHHUS JIOKYMEHTALlMOHHOMY
00€eCIevYeHnI0 U €ro aBTOMaTU3aIl1H.

2. OcCHOBHBIE TOHSATHS JTOKYMEHTAIIMOHHOTO OOECIICUCHHUs YIPaBICHUS
(1emonpou3BOJICTBO, JOKYMEHTOOOOPOT, JOKYMEHT, PEKBU3UT, U JIp.).

3. Knaccudukatopbl JOKyMEHTOB.

4. OcHoOBHBIE (YHKIIMH TOKYMEHTA.

5. VYHuduxauusa u crangapTuzanus JOKyMEHTOB.

6.  PermameHranus 1eiaonpon3BOJICTBA.

7. bnank. [lonarue 6nanka. TpeboBanus k opopmMiieHHIO OJIaHKOB.

8. bnank. Bunpl 6;1ankoB. OCOOCHHOCTH X 0(DOPMIIEHUS.

9. bnank. Bapuants! pacnonoxeHus peKBU3UTOB Ha OJaHKaX.

10.  PexBusut. [lonsiTHEe pekBU3UTA, MOPSIIOK UX OPOPMIICHHUS.

11. TIlpaBuna odopmieHuss naT, HyMepaluud CTpaHul, O(OPMICHUSI
TabJIUI, MAaTEMAaTUYECKUX (POPMYI U COKpaILleHU .

12. TexHuYeckue CpeacTBa, UCIOIb3YEMbIE B JIEIOITPOU3BO/ICTBE.

13.  JlokymeHnToo60opoT B opranuszauuu. lloHATHEe HOKyMEHTOOOOpPOTA.
®dopmbl JOKyMeHTO000poTa. OCHOBHBIE 3TaAIlbl JOKYMEHTOO0OPOTA.



14. Jloxymentoobopor B opranm3anuu. PaGota ¢ wucxogsmmmu

JIOKyMEHTaMHU.

15. [JdoxymeHntoobopoT B opraHuzauud. PabGora ¢  BXOIAIIMMHU
JIOKyMEHTaMHU.

16. JdoxymeHnToo0opoT B opranuzauuu. [Ipouecc KOHTpOJs MCHOJHEHUS
JIOKYMEHTOB.

17. ®opmupoBaHHE U XpaHECHUE AEI.

18. TloaroroBka u nepenava /1€ B apXuB.

19. OpranuzauvoHHble AOKYMEHTHL. VX GyHKIUM M Ha3HauyeHHE. YCTaB
OpraHHU3aIH.

20. OpraHu3zanMoHHBIE JOKYMEHTHl. MX QyHKuMM u Ha3HAUYECHHE.
[lIraTHOE pacniucaHue.

21. OpraHu3zanMoHHBIE JOKYMEHTHl. MX QyHKuMM © Ha3HAUYECHHE.
JIOJKHOCTHAs! MHCTPYKLIMSL.

22. PacnopsanutenbHble JOKyMeHThl. VX (yHKIMM 1 Ha3HaueHue. [Ipuka3
110 OCHOBHOM JI€ATEIbHOCTH.

23. PacnopsautenbHble JOKyMEHTbl. WX QyHKUMM U Ha3HayeHHE.
Pacniopsixenue.

24. PacnopsauTenbHble JTOKyMEHTbl. MX QyHKUMM U Ha3Ha4yeHHUE.
Ykazanue.

25. CnpaBouHO-MHQOpPMAIIMOHHBIE  JOKYMEHThl. Wx  QyHkuuu wu
Ha3zHayeHue. Ciyxe0HOe TUCHMO.

26. CnpaBouHO-MHQOpPMAIIMOHHBIE  JOKYMEHTh. WX  QyHkuuu wu
Ha3HA4Y€HHE. AKT.

27. CnpaBo4HO-MHQOpPMAIIMOHHBIE  JOKYMEHTh. Wx  QyHkuuu wu
Ha3zHaueHue. [IpoToko.

28. CnpaBouHO-MHQOpPMAIMOHHBIE  JOKYMEHThl. Mx  QyHkuuu wu
HazHayeHue. OObsICHUTEIbHAS U TOKJIAIHAs 3alIUCKH.

29. CnpaBouHO-MHQOpPMAIMOHHBIE  JOKYMEHThl. Mx  QyHkuuu wu
HazHadyeHue. Tenedonorpamma, dakc.

30. IIpesentauus. Ee pyHkius u Ha3HaueHHEe. OCHOBHBIE AJIEMEHTHI.

@OHJ OLECHOYHBIX M METOAUYECKUMX MaTEpUalOB Ul [POBEIACHHUS
MPOMEKYTOUYHON aTTeCTalk OOYYaIomUXCsA 10 JUCHUIUIMHE odopmiseTcs
OT/ICJIbHBIM IOKYMEHTOM, IPEACTABIIEH B MPUIIOKEHUU 1.

8. IlepeyeHb OCHOBHOM, 10NOJTHUTEJIbHON YUeOHOH JIUTEPATYPbl, PeCypPcoOB
HH(OPMALMOHHO-TEIeKOMMYHUKAIIHOHHO ceTn «MHTepHeT», HEOOXOAUMBIX
JJISL OCBOCHUS JUCUMILIMHBI (MOXYJIS)

a) rocy1apcTBeHHbIE CTAHAAPTHI
1) TOCT P51141-98 «Jlenonpous3BOACTBO U apXuBHOE Jiesi0. TepMuHbI U
onpeeIeHUs



2) TOCT P 6.30-2003 «YuudpuiupoBaHHble CHUCTEMBI JOKYMEHTAIUU.
YuudunupoBanHass ~ cucteMa — OpPraHM3allMOHHO -  PACHOPSAUTENbHOU
nokymeHTanuu. TpeboBaHust K 0(hOPMIIEHHIO TOKYMEHTOBY

3) TOCT P 7.097-2016 «Cucrema crtangapToB 1o HHQpOpMaIuH,
OMOMMOTEUHOMY UM H3AaTeNbcKoMy Jeny. OpraHu3alMOHHO-PACTIOPSAUTENIbHAS
nokymeHTanus. TpeboBaHus K 0pOPMIIEHHUIO TOKYMEHTOBY

0) OCHOBHAasI JIUTepaTypa:

1) bynar, P. E. JlokymenTanimonHoe o0ecrieueHre yrnpaBieHuUs epCOHATIOM
: yaebnoe nmocobue / P. E. bymar. — Mocksa : UHOPA-M, 2019. — 234 ¢. + [om.
MaTepuanbl [DneKTpoHHbI pecypc]. — (Bricmiee oOpa3oBanue: bakanaspuar). -
ISBN  978-5-16-010318-1. -  Texcr :  osnektponnbli. -  URL:
https://znanium.com/catalog/product/1007087

2) beikoBa, T. A. JlokyMeHTalMOHHOE oOOecreyeHne yIpaBICHUS
(menompou3BoicTBO) : yueOHoe mocobue / T.A. beikora, T.B. Ky3uenona, JI.B.
Cankuna ; nox o6mi. pea. T.B. Ky3nenooit. — 2-e uza., nepepad. u jaom. —
Mocksa : UHOPA-M, 2021. — 304 c. + Jlon. Mmarepuaisl [ DIeKTPpOHHBIN pecypc].
— (Cpennee npodeccuonanpHoe oOpaszoBanue). - ISBN 978-5-16-013913-5. -
TekcT : anekTporHsbiid. - URL: https://znanium.com/catalog/product/1141796

3) OcHOBBHI J1e710BOH (CITy>K€OHOM) MHUChbMEHHOHN peun B cepe ynpaBiaeHuUs :
yue6. mocobue / C.}O. KaGamio. M.: UHDOPA-M, 2019 — 163 c. Pexum noctyna:
https://znanium.com/read?1d=335870

0) JomoTHUTEIbHAS JJUTEepaTypa:

1) Yepunoa C. I'. JloKyMeHTAalMOHHOE OOECIEYEHUE YIPaBICHUS
[DmexTponHBI pecypc] : yued. mocobue / HoBocuO. Toc. arpap. yH-T, DKOH. ¢ax.;
coct. C.I'. YepnoBa. — HoBocubupck: 3omotori komoc, 2014. - 106 c.
http://znanium.com/bookread2.php?book=516760

2) JloxyMeHTalmoHHOEe oOecleueHre yhpamieHus: YueOHoe Mmocooue/
I'maquit E.B. - M.:. HUI[ PUOP, HUIl HNHDPA-M, 2016. - 249 c.
http://znanium.com/bookread2.php?book=304633

3) JlenoBoe MUCHMO: yueOHO-CIIpaBOYHOE MocoOue it 0akaaaBpoB / aBT.-
coct. U. H. Ky3nenos. 10-e uza., nepepad. - Mocksa : Jlamko u K, 2020 - 161 c.
https://znanium.com/read?id=358429

3) JlokymenTtoBeneHnue: YdebHoe mocobue / YmakoBa O.A. M.:HUI]
HNH®PA-M, 2017 - 64 c. https://znanium.com/read?1d=216012

B) pecypchl ceTu «AHTEpHET»:

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

2)  Jlemompou3BOJACTBO W  JOKYMEHTOOOOPOT Ha  MPEAIPHSITHH.
http://www.delo-press.ru/journals.php?page=documents

3) KampoBoe nAenonpou3BOACTBO W TpyldoBoe mpaBo. http:/hr-
portal.ru/rubric/kdp

4)  ®enepanbHblii moptan «IkoHoMmHKA. Corumosiorus. MeHeIKMEHT.
http://ecsocman.edu.ru

5)  DnektponHas 6ubnuoreka HR-cnermanucros. http:/ www.hrm.ru/




9. Metoan4yeckne yKa3aHus JJs1 00y4AKOIIMXCS 110 0CBOCHUIO JUCHHUILTHHBI
(MoxyJist)

CamocrosiTenbHasi MOArOTOBKA 00y4arONIMXCsl TPOBOJUTCSA AJI YIiIyOneHus
Y 3aKpEIUICHHS 3HAHUU, MOJYYEHHBIX Ha JEKLIUAX U IPYTUX BUAAX 3aHATUN, IS
BbIPAOOTKU HABBIKOB CAMOCTOSITEJILHOTO MPUMEHEHHUS HOBBIX, JOMOJHUTEIBHBIX
3HaHUH ¥ MOJATOTOBKH K MPEICTOSIINM YUYEOHBIM 3aHATHUSAM, 3a4ETy.

BaxxHbIM  yCIIOBHEM YCHEIIHOIO HW3Y4YEHUs JUCUUIUIMHBI  SIBJIAETCS
nocemenune jekuuil. [lon mocemennem noapasymeBaercs He ¢popMa MacCCUBHOTO
INPUCYTCTBHS, @ aKTUBHAs paboTa 1o U3y4eHUI0 HOBOro matepuana. [loaroroska x
JICKIIMOHHBIM 3aHSATUSM BKIIIOYAeT B ceOs aHaIM3 MpeiaracMbIX A U3y4eHHUs
BOMNPOCOB, M3yYE€HHUE HOPMATUBHBIX MCTOYHHKOB M Y4YeOHOM U HAay4dHOH
JUTEPATYPBHl IO pacCMATPUBAEMBIM BOIIpocaM JIeKIMH. B mpouecce nexuuun
oOydJarouuiicss MOXeT 3a7aBaTh  YTOUHSIIOLUIME  BOIPOCHL,  OCYIIECTBUTh
B3aMMOCBSI3b HOBOTO Marepuaja C YX€ H3yYEHHbIM, MOATOTOBUTH 0azy s
3G (HEKTUBHOTO HMCIOJIL30BaHUSI MOJYUYECHHBIX 3HAHUM, 00JIETYUTHh MOATOTOBKY K
MPAKTUYECKOMY 3aHATHIO. D((PEKTUBHBIM CrOCOOOM (UKCAMKU JEKIUOHHOTO
MaTepuana SBISETCS KOHCIEKTUPOBAaHME, MpEACTaBisioniee COO0M HE TOIBKO
buKcalMilo BaXKHEMIIMX MOMEHTOB JIEKIMHM, HO M YyKa3aHHe MPUMEpPOB IS
MOHMMAHMS TOTO WUJIM MHOTO TEOPETUYECKOTO MaTepuaa.

[Ipy MOArOTOBKE K MPAKTHMYECKOMY 3aHATHIO HEOOXOJUMO HCIOJIb30BaTh
KOHCIIEKTUPOBAHHBIE MaTe€pUalbl JEKIU, Y4eOHYI0 M Hay4dHYIO JIUTEparypy.
[TonroroBka OTBETOB MO BBIHOCUMBIM Ha OOCYXKICHHE BOMPOCAM MPAKTUYECKOTO
3aHATUS BKJIIOYAET B ceOsl HE TOJBKO MPOYTEHHE MaTepHalia, HO M €ro aHaiu3 U
KPUTUYECKYIO OLIEHKY.. OOywaromemMmycsi CIEeIyeT BbIIBUTh MAaJOW3yYEHHbIE
aCIEKThl PACCMATPUBAEMBIX BONPOCOB, NPOSABUTh MHULUATUBY IPH MOATOTOBKE K
MIPAKTUYECKOMY 3aHSTHIO.

[Ipy mOAroTOBKE K MNPAKTUYECKUM 3aHATHSAMU M 3a4E€Ty PEKOMEHIYETCS
CHUCTEMAaTU3UPOBATh 3HAHMS, HM300paxkas MX B TaOJIMYHOM, TpaduueckoM HIU
CXEMAaTHUYHOM BHJIE€. ITO MO3BOJUT YCTAHOBUTH B3AUMOCBS3b N3y4aeMbIX SBJICHUMH,
YOPOCTUT 3aJlady 3allOMHHAHUS MaTepuala, OOJEerdyuT MpoLecc MPaKTUYECKOIo
MPUMEHEHUS MTOTYYEHHbBIX 3HAHUM.

3amaueli  MPaKTUYECKUX  3aHSATHM  SIBIsIETCS  BbIpAaOOTKAa  yMEHUS
UCIIOJIb30BaTh TEOPETUYECKHWE 3HAHMS, MPOSIBUTH HAJIMYME MNPAKTUYECKHUX
HaBbIKOB. Ilpy  moAroToBke K  MPAaKTHYECKOMY  3aHATHIO  CIEAYeT
3a0JIarOBPEMEHHOT0 00ECIeYuTh HalM4he HEOOXOAMMO MJisi JaHHOTO 3aHSATHS
MaTepHuaa, CaMOCTOSITEIbHO TOBTOPUTDH PAHEE N3YUEHHBIE TEMBI.

JUIss yCcHnemrHoro OCBOEHWS JUCUUIUIMHBI Ba)KHBIM SIBJISIETCSI YMEHHE
paboTaTh ¢ TepMUHAMHU U HX ompeaeneHUsMU. g paOoTbl ¢ TEPMUHOJIOTHEN
(G (DEKTUBHBIM SBIISETCS UCIOJIb30BAaHUE KaK Y4eOHOW M HAYYHOU JMTEpaTyphl,
TaK U IOPUIMYECKUX U PUI0CO(CKUX CoBapeil.

PaboTa ¢ TepMHHAMH MOKET OCYIIECTBIATHCS Kak B (OpME COCTaBIICHUS
COOCTBEHHBIX TEMAaTHMYECKUX CJIOBAPUKOB ISl yAOOCTBAa M CKOPOCTH IOHMCKA
HeoOxoaumoro TepmuHa. C  3TOM 1ENbl0 HEOOXOJUMO KaXKIbId HOBBIN
BCTPEUYANOIINICA TEPMHH 3aMKMCBIBATh U BO BPEMs MOJATOTOBKH K CEMUHAPCKUM U



NPAKTUYECKUM 3aHATHSM YKa3blBaTh COOTBETCTBYIOIIEE ompezeneHue. B cimyuae
BO3HMKHOBEHHUSI CJIOKHOCTH BBIOOpA OIpEAENICHUs] W3 HMEIoIIerocss o0bema B
paMKax Hay4YHOro 3HAHHUS HEOOXOJMMO 3aJaBaTh BOIPOCHI MPENOAaBaTEIO B
paMKax JIEKIIMOHHBIX U MPAKTUYECKUX 3aHSITHM.

WNurepaktuBHble  (GOpMBI  MPOBEACHUS  3aHATUA 1O  JAMCIUILIUHE
«/lokymenmayuonHoe obecneuenue ynpasieHusy BKIIOYAIOT B ceOsl CleTyIONINe
BUJIBI 3aHSATUU:

- HMHTEPAKTUBHBIE JIEKIUH, TMPENOJaraloT HCIOIb30BaHUE METOoJa
npo6sieMHOro u3joXkeHus. [Ipu TakoM MoaXoje JEeKIHsl CTAHOBUTCS MOXO0KEH Ha
JIMAJIOT, TMPENOoJaBaHue UMUTHUPYET HCCIIEIOBATENbCKUN TMpolecc (BBIABUTAIOTCS
NEPBOHAYAIEHO HECKOJIBKO KJIIOYEBBIX MOCTYJIATOB IO TE€ME JIEKIUH, U3JI0KEHUE
BBICTPAUBACTCSl 1O MPUHIUIY CaMOCTOSITENIbHOTO aHaiu3a Hu  00001eHus
CTyJIEHTaMH Y4e€0HOro Marepuana). JTa METOAMKA MO3BOJIET 3aWHTEPECOBATh
CTYyJIeHTa, BOBJIEYb €ro B Ipoiiecc o0yueHus. [IpoTuBopeurss HAy4YHOro MO3HAHUS
PAcCKpBIBAIOTCSI TIOCPEJCTBOM TMOCTAHOBKU MpoOJeMbl. YueOHas mpodiiemMa u
npoOJjeMHasi CUTyalusl SIBJSIOTCS OCHOBHBIMU CTPYKTYPHBIMH KOMITOHEHTaMHU
npobiemHoro obyudenus. [lepes HauamoMm M3ydeHHUs ONpPEAEIEHHON TeMbl Kypca
CTaBUTCA TNEpea CTyJIEeHTaMH NpOoOJEMHBIM BOMPOC WIM JaeTcsi MNpoOJieMHOE
3aganve. CTUMyIUpys pas3pelleHde npoOJieMbl, MpenojaBaTeib CHUMAET
MPOTUBOPEYHS MEXKAY UMEIOIIUMCS €€ MOHUMAaHUEM U TpeOyeMbIMU OT CTYJIEHTa
3HaHUSIMU. D(HPEKTUBHOCTH TAKOTO METOAA B TOM, YTO OTHEIbHBIC MPOOIEMBI
MOTYT MOJHUMATHCS CAMHMHU CTyJAEHTaMH. [ JIaBHBIM ycrex JaHHOTO METOJa B
TOM, YTO TpernojaBaTeNb O00MBAeTCA OT ayAUTOPUU «CAMOCTOSTEIHHOTO
peleHus» TOCTaBIeHHOW mpobiembl. OpraHuzanus TpoOIEeMHOT0 OOydeHHus
IPEICTaBISIeTCSl JIOCTATOYHO CJIOKHOM, TpeOyeT 3HAYMTENbHOM MOArOTOBKU
aexTopa. OJIHaKO Ha HayaJbHOM 3Talle UCHOJIb30BaHUS 3TOTO METOJA €r0 MOXKHO
BHEJIPSATh B CTPYKTYpPY T'OTOBBIX, paHee pa3pabOTaHHBIX JIEKIUH, MPaAKTUYECKUX
3aHATUH KaK JIOMOJIHEHHUE.

- TpYIIOBbIE JHCKYCCUM, TPUMEHSIOTCS Il OOecleyeHus: HaBbIKOB
KOMaHJHOW pabOThl U MEXIMYHOCTHOM KOMMYHHMKAIMU W MPEACTABISIIOT cOOOM
OLICHOYHOE CPEJCTBO, TMO3BOJIAIONIEE BKIIOYUTh OOYYAIOIIMXCS B MPOLECC
00CYyX/IeHUsI TMPENCTAaBICHHON TeMbl, MPOOJIEMbl M OLEHUTh HUX YMEHUE
apryMeHTUPOBAaTh COOCTBEHHYIO TOYKY 3peHHus. Kpome Toro, B Xxozie 3aHITHM
MPOBOASTCS KPYTJIbIE CTOJIBI 10 33aHHBIM TEMATHKAM.

- aHanM3 CcUTyanui (Keic-MeTo]) — TEeXHUKa OO0Yy4YeHHs, MUCHOJIb3YIOIIast
ONMHCaHWE peambHBIX curyaruil. OOyuarouecss IOJDKHBI MPOAaHATH3UPOBATH
CUTYallMIO, pa3o0paTbcs B CyTH MPOOJeM, MPEaoKUTh BO3MOXKHBIE PEIICHUS U
BbIOpaTh Jydiee U3 HUX.B OCHOBE MeTo/la KOHKPETHBIX CHUTYyallud JIEKUT
OMHCaHHWE KOHKPETHOW MpOo(ecCHOHANBbHON NeATEeIbHOCTH WIH SMOIMOHAIBHO-
IIOBEJICHYECKUX AaCIEKTOB B3aUMOJAECHCTBUsA Jrojaeu. [Ipu m3ydyeHun KOHKpPETHOU
CUTyallUl, W aHallu3€ KOHKPETHOIO NpHUMepa CTYJIEHT JIOJDKEH BXKUTHCA B
KOHKpPETHbIE  OOCTOSITENbCTBA, TMOHATh CHUTYallMIO, OILIEHUTh OOCTaHOBKY,
ONpENENTh, €CTh JIM B HEW MpobsiemMa U B 4eM ee cyTb. OnpenenuTs CBOIO PoJib B
pelieHnu npoosieMbl U BbIpadOTaTh 11eJ1eCO00pa3HyI0 JTUHUIO TOBEICHHUS.




- TpemnojaBaHUE JUCIHUIUIMHBI OCYIIECTBIseTCS B (OpME KYypCOB,
COCTAaBJICHHBIX Ha OCHOBE pE3yJbTAaTOB HAyYHBIX HCCJIECNOBAHHUH, MPOBOAMMBIX
OpraHM3alnueif, B TOM 4HCI€ C YYETOM pPETHOHAIBHBIX OCOOEHHOCTEH
1po(heCcCUOHATIBHOM NEeATEIbHOCTH BBIITYCKHUKOB " nOTpeOHOCTEM
paboToaarenei.

OuneHouHble M METOAMYECKME  Marepuangsl [0  JHUCHMIUIAHE
«/loxymenmayuonnoe obecneuenue ynpasienus» npeactasiens B @OMM.

IIpy moOAroTOBKE K NPOMEKYTOYHOMY HJIM HTOINOBOMY TECTUPOBAHUIO
HEOOXOJMMO H3YyUUTh TEOPETUYECKUN W TMPAKTUYECKUN Marepuaia. TecToBble
3a/laHud (C IEpPEeYHEM BO3MOXKHBIX BAPUAHTOB OTBETOB, CPEIU KOTOPBIX XOTs ObI
OJIMH OTBET SIBJISIETCSA HEBEPHBIM) O0OECIEYMBAIOT CTPYKTYPHOCTH MBILIUICHUS,
BBIHYK/ICHHOTO BBIOpaTh U3 MPEIJIOKEHHBIX BAPUAHTOB OTBET BCE NMPaBUIIbHbBIC
BAPUAHTHI. T€CTOBBIE 3aJaHUs HA YCTAHOBJICHMS COOTBETCTBUS IIOAPA3yMEBAIOT
HEOOXOJUMOCTh MpPOSBIEHUS HE TOJIBKO 3HAHMs Y4YeOHOro Marepuana, HO M
YMEHMsI TPUMEHATh MpaBuia (QOpManbHON JIOTUKHU. TecToBbIE 3aJaHUs Ha
YIOPSAIOYECHUE HAIIPABIEHbl HA YCTAHOBJICHHE JIOTUYECKON IOCIENOBATEIBHOCTH
paccMaTpuBaeMbIX SIBJICHUM (BpEMEHU CYIIECTBOBAHUS SBJICHUM, PaCIOJIOKEHUs
CTPYKTYPHBIX 3JIEMEHTOB IIPABOBBIX JTOKYMEHTOB U T.I1.).

O¢pdexTuBHBIM CcHOCOOOM 1JI MOATOTOBKM K TECTUPOBAHUIO SIBISIETCS
paboTta 00ydarolerocst O PELICHUI0 TECTOBBIX 3aJaHUN, MPEAOCTaBICHHBIX AJIs
CaMOCTOSITENIbHON paboThl. Takke mpu MOATOTOBKE K Takol (popme KOHTPOIsS
3HAHUM, KaK PEIIECHUE TECTOBBIX 3aJaHUM, CIEAYET CaMOCTOATENBHO MONBITATHCS
npopaboTaTh paccMaTpuBaeMble B TUCIUIUIMHE BOMPOCH! B ()OpPME COCTaBIICHUS
TECTOBBIX 3aIaHUM.

IIpr moAroToBKe K HK3aMEHY CIEIYyET MMETb B BHUAY, YTO OH SIBJISIETCS
UTOTOBOW (POPMOI KOHTPOJISI MO M3YUCHHIO JAaHHOW y4yeOHON MUCHUIUIMHBI. 3a4eT
NIOIPa3yMEBACT  MAKCHUMAJIBbHYIO  KOHLEHTPALMK  3HAHUM W yMEHUH,
IIPEATNOJIATraA0IIMX TOJIHOE U3YYCHUE MaTEpHAIIa JUCUIUIMHBI.

DK3aMeH NpoBOAMUTCA B (OpME YCTHOIO cOOEceNOBaHMUS U BBINOJHEHMS
NUCbMEHHOTO 3a/1aHus, MO0 TecTa.

Pemenne mnpenonaBarenss 00 UWTOrOBOW OLEHKE MNPUHUMAETCA IO
pe3ysibTaTaM YCTHOTO OTBETa M  BBIIOJHEHHOIO IHCBMEHHOTO (TECTOBOTO)
3a/1aHMsI, B 3aBUCUMOCTH OT IIKAJIBI OLICHKHU.

B cBs3n ¢ pa3BUTHEM HAYYHO-TEXHHYECKOIO IPOrpecca B TAKOW CUTyaluu
HAJUJIEKUT BOCIIOJIB30BAThCS MaTepUajaMH, HAXOAAIIMMUCSA B OTKPBITOM JOCTYIIE
cetn Internet. Takxke HEOOXOIUMO YyUWUTHIBaTh, 4YTO IO COCTOSHHUIO Ha
CErOHAIIHUMN IEHb MHOTHUE CIIPABOYHBIE ITPABOBBIE CUCTEMBI COAEPKAT HE TOIBKO
TEKCT HOPMATHBHBIX AKTOB, HO M HAy4HBIE CTAaTbU II0 PA3JIMYHBIM BOIPOCAM
(manpumep, CIIC «Koncynbrant Ilmtoc»). PekoMmeHmyeTcss HCHOJIb30BaTh
AIIEKTPOHHO-OUOINOTEUHBIE CUCTEMBI.

B cuny KpaTKOBpEMEHHOCTH M3YYEHHs U 3HAUUTENBHOIO oObeMa JaHHOU
y4eOHOW AMCUMILIMHBI Kadeapa HACTOATEIbHO PEKOMEHIYET CUCTEMAaTUYECKH, a
HE 3MU30JUYECKHU padoTaTh HAJl U3yYEHHUEM Kypca.



10. OcoOeHHOCTH OCBOEHMS IMCUMILVIMHBI JJISl JIUI C OTPAHUYEHHBIMH
BO3MOKHOCTSIMHU 310POBbS

OOyuenue 0OydarOUIMXCS C OTPAHUYECHHBIMU BO3MOXKHOCTSIMU 37I0POBbS
Opyd HEOOXOIMMOCTH OCYLIECTBISIETCS HAa OCHOBE aJalTUPOBAHHOW paboueid
OporpaMMbl  C  WCHOJB30BAHMEM  CIELUUATBHBIX METOAOB  OOy4YeHHs U
IUAKTUYECKUX  MaTepualoB, COCTAaBICHHBIX C  y4e€TOM  OCOOEHHOCTel
NCUXO(HU3MUECKOTO Pa3BUTUS, WHAWBUIYAIbHBIX BO3MOXKHOCTEH W COCTOSIHHSA
3JI0POBbsI TAKKUX O0ydaromuxcs (00yJaromnerocs).

B HEJAX OCBOEGHUS y4eOHOM POrpPaMMBbl JTUCIUILTAHBI
«/lokymenmayuonnoe obecneuenue ynpasieHusy WHBATUAAMUA W JUIAMH C
OTpaHMYEHHBIMUA BO3MOKHOCTSIMU 3710pOBbsi IHCTUTYT 0OecnieunBaer:

— JUIsl MHBAJMJIOB U JIMI[ C OTPAaHUYCHHBIMU BO3MOXKHOCTSMHU 37A0POBbsI IO
3pEHHIO: Pa3MEIleHNEe B JOCTYIMHBIX AJi1 00Oy4YaromUXCs, SBISIOIUXCS CICTBIMU
WIM CIAa0OBUISIIMMHU, MECTaXx M B aJalTUPOBAHHONH (QopMe CHpaBOYHON
UHpOpPMALlMM O paclucaHuM YYeOHBIX 3aHATHI; NPUCYTCTBUE aACCHCTEHTA,

OKa3bIBAIOIIETO oOyJaromemMycs HEOOXOUMYO MTOMOIITb; BBIITYCK
aIbTEPHATUBHBIX (POPMATOB METOJWYECKUX MaTepUajoB (KPYMHBIA MPUPT WIH
aynuodanbl);

— JUI MHBAJUJOB U JIMLl C OTPAHUYEHHBIMU BO3MOKHOCTSMU 3J10POBbS 110
CIIyXY: HaJiJieXKalluMH 3BYKOBBIMHU CPEICTBAMU BOCIIPOU3BEACHIE HH(POPMALINH;

— JUISl UHBAJIMIOB W JML C OTPAaHUYECHHBIMH BO3MOXXHOCTSIMM 370pPOBbS,
MMEIOIIMX  HApylIeHUs  ONOPHO-ABUIATEIBHOIO  ammapara:  BO3MOXKHOCTH
OecCIpensITCTBEHHOTO IOCTyIa 00y4Yalouxcs B y4eOHbIE TOMEIICHUS, TyaleTHbIE
KOMHAThI U JPYrUe MOMENIEHMS, a TAK)KE NMPEeObIBAHUE B YKa3aHHBIX TOMEILIECHHUSX.
OOyuaromuecs u3 yucia uHBaIUAOB U Juil ¢ OB3 obecnedeHbl NMe4YaTHBIMU U
(unu) 3JEKTPOHHBIMUA 00pa30BaTENbHBIMH pecypcaMu B popMax, aJanTHPOBAHHBIX
K OIpaHMYEHHUAM HMX 3740poBba. OOpazoBaHHe OOY4YaIOIIUXCA C OIPAHUYEHHBIMU
BO3MOYKHOCTSIMU 37I0POBbSI MOKET ObITh OPIaHU30BAHO KaK COBMECTHO C JPYTUMU
00y4arouMMucs, Tak U B OTACJIbHBIX TPYIINAX WIK B OTJAEIbHBIX OpPraHU3alusIX

11. Ilepeyenb HHPOPMAUOHHBIX TEXHOJIOT Ui, PO ecCHOHANBLHBIX 0a3
JAHHBIX, HCIOJIb3YEeMbIX MPHU OCYIIeCTBIEHUH 00Pa30BaTe/ILHOIO Mpolecca
10 AUCHHUIUIUHE (MOAYJII0), BKJIKYAs NepedyeHb NPOrPaAaMMHOI0 o0ecnevYeHus
1 UH(OPMAIMOHHBIX CIPABOYHBIX CHCTEM

1) Omneparmonnas cucrema (Microsoft Windows ITponpuemapnas);

2)  Ilaker o¢ucHeix nporpamm Microsoft Office (MS Word, MS Excel,
MS Power Point, MS Access, MS Publisher u ap.liponpuemapnas);

3)  ApxuBarop (7-Zip GNU Lesser General Public License)

4)  IIporpammHO€00OECTIEUEHHEMIAITPOCMOTPAIEKTPOHHBIXIOKYMEHTOBB
crannaptePDF (Foxit Reader GNU LesserGeneralPublicLicense);

5)  Web-6paysep (Mozilla Firefox GNU LesserGeneralPublicLicense);

6)  ABToMaTu3upoBaHHas HHGOPMAIMOHHAsE OWONMOTEYHAsT CcHUCTeMa
Marc21SQL;



7)  CopaBouno-npaBoBas cucteMa «Koncynerant [Tnroc»

12. MaTepuaibHO-TeXHHYECKasA 0a3a, He00X0AUMAas ISl OCYHIeCTBJICHUSA
00pa30BaTeJILHOIO NMPOLECcca Mo IMCHUIIHHE (MOYJII0)

HaumenoBanue

Crnenuanu3upoBaHHbIE AYIUTOPHM:

VYueOHas ayauTopus JUIS TIPOBEACHUS 3aHATHH CEMHHApCKOTO THIIA, KypPCOBOTO
NPOCKTHUPOBAHUS (BBIMOJIHEHUS KYpPCOBBIX paboT), TPYNIOBBIX U HWHAMBUIYaTbHBIX
KOHCYJIBTAIMH, TEKYIIEro KOHTPOJIS U MPOMEXKYTOUYHON aTTECTAIlH / KOMIIBIOTEPHBIN KiIacc
/ HIOMEIIEHHUE [T CAMOCTOATEIbHOM paboThI™

Texnuueckue cpeacTsa 00y4eHus:

KOMIIBIOTEP C MPOTPAMMHBIM 00€CIIeUeHuEM

Crnenuanu3upoBaHHbIE AYIMTOPHM:

VYyeOHast aynuTopus JUis IPOBEACHUS 3aHITUN JIEKIMOHHOTO TUMA, 3aHATHI CEMHHApCKOTO
TUMA, KypCOBOTO TIPOEKTUPOBAHUS (BBIOJHEHUS KYPCOBBIX paboOT), TPYIIOBBIX U
VHAMBUAYAIbHBIX KOHCYJIbTAIIUH, TEKYIIEr0 KOHTPOJIS U MPOMEKYTOYHON aTTecTauun™

Texnuueckue cpeacTsa 00y4eHus:

MYJIbTUMEANINHBIA KOMIUICKC

KOMIIBIOTEP C MPOrPaMMHBIM oOecrieueHreM, yKa3aHHbIM B 1.1 1







