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1. llosicHUTEABLHAA 3AIIUCKA

Huctumuna «/[okymenmayuonHoe obecnedeHue ynpasieHus» 3aHUMAeT
BAXHOE€ MECTO IIpU IMOJAroTOBKe OakanaBpoB 1o HampariaeHuo 38.03.02.
«MeHemKMeHT». YnpaBieHUe NpeanpusTieM (OpraHuzanueit), 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 SIBJISIFOTCS 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 MpOLEIypaMu
peanu3anuu TpeOOBaHUM U HOPM, ONIPEACIIEHHBIX 3aKOHOIATEbCTBOM.

[lenpto OCBOGHUS JUCHUIUIUHBI  «/[OKyMeHmayuoHHoe obecnedeHue
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 OpraHu3aluu 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: odopmIteHusl, MPOBEPKHU
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




NIPYTUMU  JIIOJABMHU US| YMEHHUsI: COCTaBJIATh HH(OpPMaIMOHHO-
TOCTHOKEHHS CIIPaBOYHbBIEC JIOKYMEHTHI C IMPUMEHEHUEM
[MOCTaBJICHHBIX IIeJICH. | MUPPOBBIX TEXHOJOTHUN ISl OPraHU3alUN
B3aMMOJICHCTBYS ¢ pabOTHIUKAMU
HaBbikn: OpraHu3aIuu JIBHKCHUS
JIOKYMEHTOB BHYTPH bupmbl c
MpUMEHEHUEM U POBBIX TEXHOJIOTHI
IIK-2. Cnocoben IK-2.U-2. Cnioco6en | 3HaHusnA: BHJIOB YIPaBICHUYECKUX
OCYIIECTBIISITh JIEJIOBOE [OCYILECTBIATH JIETOBYIO | TOKYMEHTOB, HEOOXOIMMBIX JUIST
oO1ieHre U MyoJUYHBIC [[IEPEMUCKY, B T.4. C ONHUCAHUS PA3IMYHBIX YIPABICHUECKUX
BBICTYIUIEHUS, BECTU MOCTABIIMKAMH, JIeHCTBUH.
MIEPEroBOPHI, [MapTHEpaMH, YMenus: COCTaBJISATh JIeJIOBBIC
COBCIIaHMS, 3aKa3unuKaMH, JIOKYMEHTBI.
OCYILIECTBIISAT AQHAJIM3UPOBATh U HaBbIku: TpoOBENECHUS  DKCHEPTHU3bI
JIETIOBYIO MEPENUCKY U [MpOBEPSATh JOKYMEHTHI | IIEHHOCTH IOKYMEHTOB.
MOAAEP)KUBATH Ha COOTBETCTBHE
¢ poBkIe [TpaBHJIaM
KOMMYHHKaIU Ha IK-2.1-3. Criocoben 3HaHus: HOPMAaTHUBHO-TIPABOBBIX
YPOBHC OIIBITHOTO OCYILIECTBJIATH JIOKYMEHTOB, pEerIaMeHTUPYIOIINX
IIOJIb30BATCILA. KOMMYHHUKaIUU OpraHU3ayIo JJIEKTPOHHOTO
[1OCPEICTBOM JIOKYMEHTO000pOoTa
KOPIOPATUBHBIX YMeHusi: apXUBHUPOBATH JJIEKTPOHHBIE
H(DOPMAIIMOHHBIX JIOKYMEHTBI
CHCTEM, B T.4. C HaBbIku:  pacchbUIKM  3JIEKTPOHHBIX
[MOMOIIBIO TU(PPOBBIX | JEIOBBIX THCEM
TEeXHOJIOTHI HA YPOBHE
OIIEITHOT'O
[MOJI30BATEIIS

3. MecTO AUCHUIIMHBI B CTPYKTYpe 00pa3oBaTe/ibHOM MPOrpaMMbl

«/loxymenmayuonnoe obecneuenue ynpaesieHus BISETCS TUCIUILUTUHON 110
BBIOOpY 4acTu, (HopMUpPYEeMOl ydyacTHUKaMu 0Opa30BaTENbHbIX OTHOIICHUN ISt
MOATOTOBKH CTYJACHTOB 10 HampasieHuto 38.03.02 - Menedocmenm.

= IIpenmecrByromue IHocaenyrommue
= pen yrom JAucuuminHbl (MOaYJIN), Ayront
= | AMcuMNIUIMHBI (MOAYJIH), AMCHUIIMHBI (MOAYJIH),
2 = NPAKTUKHU Y4e0HOr0 IJIaHa,
S 9 NPAKTHKHU y4e0HOT O NPAKTHKHU y4e0HOT O
= 5 B KOTOPBIX KOMIIETEHIUs
5 £ IUIaHA, B KOTOPBIX IUIaHA, B KOTOPBIX
S 0CBaMBaeTCsl MapajjieibHO
2 0CBaMBaeTCs . N 0CBaMBaeTCs
g ¢ U3y4aeMoOi TUCHHILINHON
KOMIIeTeHI[Us KOMIIeTeHI[Us
VK-4 WNHOCTpaHHBIN S3bIK VYrpagnenue yenoBeueckumu | JlMcuminHa u3ydaercs
pecypcamu Ha MOCJIETHEM dTare
VYueOHast mpakTHUKa dbopMHupOBaHUS
(03HAaKOMUTEBHAS TPAKTHUKA) KOMIIETECHLINU
[IK-2 | [lenoBble KOMMYHUKaLUU HNHocTpaHHBIH S3BIK B WNHoCTpaHHBIN A3BIK B
npodeccuoHaIbHON npodeccuoHaIbHON
EeATENBLHOCTH/ EeATENBLHOCTH/
Jlenosou unocmpanmwlil A36IK | /lenosou unocmpanmbslil




A3bIK
[IpousBoacTBeHHas
MPaKTHKa
(TexHoyornYecKas
(TpoekTHO-
TEXHOJIOTHYEeCcKas)
MPaKTHKA)
[IpousBoacTBeHHas
MpaKTHKa
(npenauniaoMHas
MIPaKTHKA)

4. O0beM IUCHUILTHHBI (MOYJISI) B 32a4€THBHIX eAUHULAX € YKA3aHHEM
KOJIMYECTBA AKAJAeMHYeCKUX WJIN ACTPOHOMHYECKHX YaCOB, BbIICJICHHBIX HA
KOHTAKTHYI0 Pa0doTy 00y4arUXCcH ¢ npenojaaBareseM (Mo BUAaAM y4eOHbIX

3aHATHH) U HA CAMOCTOSITEJIbHYI0 Pa0d0Ty 00y4ar0IuXCs

Oomas TPYJIO€MKOCTb OCBOEHUA y4eOHOM IUCIUATLINHBI
«/loxymenmayuonnoe obecnevwenHue ynpaeieHus» COCTABISICT 3 3aUETHBIX €IUHUI
i 108 akaieMUYEecKX 4acoB.

Ne cemectpa | Bcero,
Cewmectp 4 aK.4acoB
OO0mast TpyI0eMKOCTh (BCETOaK. 4acoB / 3.e11) 108/3 108/3
Jlexnn 16 16
KonraxTnas pabora
[IpakTnueckue 3aHATHS 16 16
CamocrosiTenpHas padoTta 49 49
Bug npomexyTounoin
arreCTatin Dx3ameH 2,524,5 | 2,524,5
(koHT.pal. / camocT.
pab.)




5. Conepxxanue IMCUMILIMHBI (MOAYJIs), CTPYKTYPHPOBAaHHOE N0 TeMaM
(pa3aenam) ¢ ykazaHHeM OTBEICHHOI0 HA HUX KOJHYEeCTBA aKaJeMUYeCKHX
WM ACTPOHOMHYECKHMX YaCOB U BH/I0B YUE€OHBIX 3aHATHI

TpynoemMkocTs
KoHnrakTHas
pabora
<
= =
HanmMeHnoBanue = NS
Ne | paspena nuCUUIIIIMHBL g < E 8.‘ Conepxanue
(Tema) 2 = 8 5
5 | £ | 2
= ; 8
g
=
4 cemect
[Tonsitue o pokymenrte. CBOICTBa,
npu3Haky, (QYHKIUM JTOKyMEHTa.
Metoabl U cHOCOOBI JTOKyMEHTH-
pOBaHMS. HopmarusHo-
OCHOBBI JTIOKYMEHTaJlb- MeToauyecKas 0aza
L HOTO obOecrnieueHus 20 4 4 12 JTOKYMEHTAITMOHHOTO 00€C-TIeueHus
OopraHu3anuu IMporuecca YHpaBJICHUA ACATCIIbHOCTBIO
cepBuca opranmzan  cdepbl  cepBHUCa.
Bunet YIPaBIECHYECKUX
JOKYMEHTOB, HE00-XOJUMBIX st
OITMCaHUuA Pa3InYHbIX
YIPABJICHUYECKUX JICUCTBUH.
CocraB, CTpyKTypa U coJep>KaHue
Cucremsl JOKYMEHTAIluH, OO0eCreunBaroIien
JIOKYMEHTAIUH, OpraHM3aIfio Mpolecca CepBHUCA.
oOpazyromumecs B CocraB OpraHU3aIMOHHO-
2. | mpouec-ce ympaBnenus | 20 4 4 12 | mpaBoBOi, pacnopsaIuTENbHOM,
JEeSATENb-HOCTRIO MH(POPMAIIMOHHO-CIIPABOYHOM,
opraHuzamii  cdepbl IJIAHOBO-OTYETHON JTOKYMEHTAIUH,
CepBHCa.. mpaBuia €€ COCTaBJICHH U
oopMIIEeHNS;
OO01mast XxapakTepUCTUKA KaJpOBOTO
cocraBa MPEANPUATHS.
Opranuzanus JOKYMEHTAl[MOHHOTO
obecrnieuyeHus JESITEIIbHOCTH
KaJpOBOW CIIy>KOBI TMPEeANpHUITUS
JlokyMeHTalMOHHOE cheper  cepBuca. Opra-Huzarus
3 o0ec-rieueHne 20 4 4 12 paboTel C  KaapoBOW  JIOKY-
" | ynpaBnenus nep- MeHTanuet. OcoOeHHOCTH UCIIOJIb-
COHAJIOM. 30BaHUA CCTHN I/IHTepHeT JJISL
pelieHus 3a1a4y KaJ[pOBOTO
nenonpousoacTBa.  OdopmieHue
NENIOBBIX THCEM, JAOKIAJHBIX U
CHY)KC6HBIX 3aIIMCOK, OTBCTOB Ha
XKaI00BI OTPEOUTEIICH.




Opraam3anus paboThI c
Oprannzauns JTOKYMEHTaMH. Pecypchl, cpencTtsa u
JIOKyMEHTO000pOTa. npaBuiaa  JOKYMEHTOO6OpoTa B
Pecypcrr,  cpenctea  m ceppuce. X BBIOOp B 3aBUCUMOCTH OT
HpaBija 0COBEHHOCTEH JEATETBHOCTH
JOKYMEHT0000poTa B IpepHSTHSL.
4 |cepsuce. Mx Bpbop B[ 4 4 13 | CucremaTnsanus JOKyMEHTaluHM B
ABUCHMOCTH T .
3aBHCUMOCTH N nporecce CEpBUCHOM
0COOCHHOCTEH
nestenbHOCTH. DOpMHpOBaHHE U
JEATENHLHOCTH 5
S — oopmienue e KCIIepTU3a
[IECHHOCTH JJOKYMCHTOB,
ITOrOTOBKA JOKYMECHTOB K
XPaHCHHUIO.
OK3aMeH 27 2,5 245
Hroro 108 [ 16 | 18,5 | 73,5

6. Ilepeyenb yueOHO-METOAMYECKOT0 00ecredeHUs AJIs1 CAMOCTOATEIbHOM
padoThl 00yYAKOIIMXCSH MO JUCHUILIMHE (MOTYJIIO)

Ne Buzpsl camocTosTensHON paboThI TpynoemkocTs, | Dopma koHTpoOIsS*
aK.4acbl
1. [IpopaboTka TEOpEeTUYECKOTO
o Koncynbranus
MaTepuaia 1mo KOHCTIEKTaM JISKIIHH,
. npernoaBaTelis,
PEKOMEHIOBAHHOM JIUTEPATypE, 15 CTHOG
JIOTIOTHUTEITLHBIM UCTOYHUKAM Y
cobecenoBanme
nHbopManuu

2. IToaroroBka K pakTUYECKUM BeicTyruienue ¢
3aHATUSAM: TOMCK HEOOXOANUMOMN JTOKJIaJIOM,
uHopmanuu, 0opadboTka uHHOpMAIHH, 15 IIpe3eHTalys,
HanMcaHue JOKIaia, MOAroTOBKa K OTBETHI HA
BBICTYIUICHHUIO (JIUCKYCCHH) JIMCKYCCUOHHBIE

BOIPOCHI

3. [ToAroToBKa K TEKYIIEMYKOHTPOJIIO

i YHIEMYKOHTP 19 TecTsl
(TecTupoBaHUE)

4. [ToaroroBka kK MpoMeKyTOYHOMN YcerHoe
aTTeCTalnn cobecenoBaHue,
(BOIIPOCHI K 3a4€Ty, HTOTOBBII TECT, 24.5 TECTUPOBAHUE,
HaIlMCaHUEe KypCOBOM paboTHI) 3aIuTa KypcoBOM

paboThI

JIns caMOoCTOSITENBHOM PadOThl MO JUCHUIUIMHE (MOIYJII0) 00yYaromuecs
UCTIONB3YIOT CIIEAYyIoIIee yueOHO-METOINIECKOe 00ecIIeUeHHE:

1) 2) JlokymeHTallMOHHOE O0eCIIeueHUE yIpaBieHUus epcoHaioMm: YueOHoe
nocoobue/bynar P. E. - M.:. HUIl HWH®PA-M, 2015. - 234 c.
http://znanium.com/bookread2.php?book=488066

2) JIOKyMEHTAaIMOHHOE OOECTIEYCHHE YMPaBICHUS (IEIOTMPOU3BOJICTBO) :
yuae0. mocobue / T.A. beikosa, T.B. Ky3uenosa, JI.B. Cankuna. 2-e usn., nepepad.

8




u gon. — M.: HHOPA-M, 2017. — 304 <c¢. Pexum pocryna
https://znanium.com/read?1d=28598

3) @®oHA OICHOYHBIX W METOJMYECKHX MaTepUaioB IO JAUCIUILIINHE
«/loxymenmoobopom u 0enonpou3so0Ccmeo

7.D0oH/1 OLIEHOYHBIX U METOAHYECKIUX MATEPUAJIOB I/l IPOBEAeHUS
NPOMeKYTOUYHOI aTTecTauuu 00y4YaAKIMUXCs M0 JUCIUIINHE

BOHpOCI)I AJIFd NOATOTOBKHU K IIpOMe)KyTO‘IHOﬁ arTrecranumu

1. O6ocHoBaHMEe HEOOXOAUMOCTH OOy4YEHHUS JIOKYMEHTALlMOHHOMY
00€eCIeYeHnIoO U €ro aBTOMaTHU3aIlIH.

2. OcHOBHbIC TOHATHA JOKYMEHTAIlMOHHOTO OOECHEUYEHHUs YIpPaBICHUS
(1e70mpor3BOICTBO, TOKYMEHTOO0OPOT, JOKYMEHT, PEKBHU3UT, U AP.).

3. Krnaccudukatopsl JTOKyMEHTOB.

4. OcHOBHBIE (YHKIIMH JTOKYMEHTA.

5. VYuuduxauus u crangapTuzanus JOKyMEHTOB.

6.  PermameHranus 1eiaonpon3BOJICTBA.

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

8. bnank. Buapl 61ankoB. OCOOCHHOCTH X 0(DOPMIIEHUS.

9.  bnank. BapuaHTbl pacnojlo;k€HUsI PEKBU3UTOB Ha OlaHKaX.

10.  PexBusut. [loHsATHE peKBU3UTA, TOPSIOK UX OPOPMIIEHHUS.

11. TIlpaBuna odopmieHuss naT, HyMepauuu CTpaHHl, O(OpMIECHUS
TabJIUI, MAaTEMAaTUYECKUX (POPMYI U COKpaILleHUH.

12. TexHuYeckue CpeacTBa, UCIOIb3YEMbIE B JIEIONTPOU3BO/ICTBE.

13.  JlokymenToo6opoT B opranuszauuu. [loHaTHe mOKymMeHTOOOOpPOTA.
®opmbl JoOKyMeHT0000poTa. OCHOBHBIE 3TAIBl JOKYMEHTOO0OPOTA.

14. JloxymenTtoo0opoT B opradm3anuu. Pabota ¢ ucCXoaAmUMu
JOKYMEHTaMHU.

15. JokymeHTooOOpoT B opraHuzauuud. Pabora ¢ BXOASIIMMU
JOKYMEHTaMHU.

16.  JlokyMeHTOOOOpOT B opranu3auuu. IIporecc KOHTpOIsI UCIIOJIHEHUS
JOKYMEHTOB.

17. ®opmupoBaHHE U XpaHECHUE AEI.

18. TloaroroBka u mepenaya Jiejl B apXUB.

19. OpranuzanunoHHble AOKyMEHTHL. VX GyHKIUMM M Ha3HaueHHE. YCTaB
OpraHu3aI1H.

20. OpraHu3zanMoHHBIE JOKYMEHTHl. MX QyHKuMM u Ha3HAUYECHHUE.
[lIraTHOE pacnucaHue.

21. OpraHu3zanMoHHBIE JOKYMEHTHl. MX QyHKuMM ©u Ha3HAUYEeHHE.
JIOJKHOCTHAS MHCTPYKLHS.

22. PacnopsaautenbHble J0KyMeHThl. VX ¢yHKIMM 1 Ha3HaueHue. [Ipuka3
110 OCHOBHOM JI€ATEIBHOCTH.

23. PacnopsautenbHble JOKyMEHTbl. MX QyHKUMM U Ha3HadyeHHUE.
Pacnopsixenue.



24. PacnopsmuTenbHble JTOKyMEHTHl. WX QyHKUMM W Ha3HAYEHHE.
Ykaszanue.

25. CmpaBouHO-UH(MOpPMAIMOHHBIE  JOKyMEHTh. WX  dyHKUMH H
HazHaueHue. Ciy)keOHOe TUCHMO.

26. CmpaBouHO-UH(MDOPMAIMOHHBIE  JOKyMEHTh. WX  dyHKUMH H
Ha3HayeHUe. AKT.

27. ChnpaBo4HO-UH(MOPMAIMOHHBIE  JOKyMEHThl. WX  dyHKUMH H
Ha3zHaueHue. [IpoTokol.

28. CnpaBouHO-MHQOpPMAIIMOHHBIE  JOKYMEHTh. Wx  QyHkuuu wu
HazHayeHne. OObsICHUTEIbHAS U TOKJIaIHAs 3aMUCKH.

29. CnopaBouHO-MHQOpPMAIIMOHHBIE  JOKYMEHTh. Wx  QyHkuuu wu
Ha3HadeHue. Tenedonorpamma, daxc.

30. [Ilpesentamms. Ee pynkius u HazHaueHne. OCHOBHBIC SJIEMEHTHI.

@OHJT OLEHOYHBIX W METOJUYECKUX MATEepPUANOB i MPOBEJCHUS
MPOMEKYTOUYHOM aTTecTaliMi OO0YyYalolUXcsl MO0 JUCHUIUIMHE odopMIisieTcs
OTJIETIbHBIM JIOKYMEHTOM, TIPEJICTABIICH B MPUJIOKEHUU 1.

8. IlepeyeHb OCHOBHOI, TONOJHUTEIbHON YUeOHOM JIUTEPATYPbI, PeCypPCOB
HH(POPMAITMOHHO-TEJIEKOMMYHUKANMOHHOM ceTH « MHTEepHET?, HEOOXOAMMBIX
JJISL OCBOCHUS JUCUMILIMHBI (MOXYJIS)

a) roCy1apCTBeHHbIE CTAHAAPTHI
1) TOCT P51141-98 «/lenonpon3BoACTBO U apXWBHOE Jed0. TepMHUHBI U

OTIpEeICTICHUS
2) TOCT P 6.30-2003 «YHupuuupoBaHHbIE CHCTEMBI TOKYMEHTAaLWU.
YHuduuupoBaHHasi ~ CHUCTeMa  OpPraHM3alMOHHO -  PacCHOPSAWUTEIHbHON

nokymeHTanuu. TpeboBaHust K 0(hOPMIIEHHIO TOKYMEHTOBY

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

0) OCHOBHAasI JIUTepaTypa:

1) JoxymeHTallMOHHOE oOOecreueHre YMNpaBJIeHUs MepcoHanIoM: Y4yeOHoe
nocooue/bynmar P. E. - M.. HUI[ HHOPA-M, 2015. - 234 c.
http://znanium.com/bookread2.php?book=488066

2) JIOKyMEHTAaIMOHHOE OOECTEYeHHE YMPaBIICHUS (JIEIOTMPOU3BOJICTBO) :
yuae0. mocobue / T.A. beikosa, T.B. Ky3uenosa, JI.B. Cankuna. 2-e usn., nepepad.
u gon. — M. HHOPA-M, 2017. — 304 <c¢. Pexum pocryna
https://znanium.com/read?1d=28598

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

0) 1OMOJIHUTEILHAS JIATEPaTypa:
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1) Yepunoa C. I. JlokyMeHTanMOHHOE OOECIEYEHUE YIPaBICHUS
[DnexTpoHHBIN pecypc] : yueb. mocodbue / HoBocuO. roc. arpap. yH-T, DKOH. ¢ak.;
coct. C.I. UYepnoBa. — HoBocubupck: 3omnoroii kojoc, 2014. - 106 c.
http://znanium.com/bookread2.php?book=516760

2) JloxyMeHTaluoHHOEe oOecleueHre yhpaBieHus: YueOHoe mocooue/
I'maguit E.B. - M.:. HUI[ PUOP, HUI[ HUHDPA-M, 2016. - 249 c.
http://znanium.com/bookread2.php?book=304633

3) JlemoBoe muCchMO: yueOHO-CIIPaBOYHOE TTOCOOME JyIsi OakaaaBpoOB / aBT.-
coct. U. H. Ky3nemnos. 10-e u3n., mepepad. - Mocksa : Jlamkos u K, 2020 - 161 c.
https://znanium.com/read?1d=358429

3) HoxymenrtoBenenue: YueOHoe mocobme / Ymakoa O.A. M.:HUI]
MH®PA-M, 2017 - 64 c. https://znanium.com/read?1d=216012

B) pecypchl ceTu «AHTEepHET»:

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

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

3) KagpoBoe Aenonpou3BOACTBO W TpyJdoBoe mpaBo. http://hr-
portal.ru/rubric/kdp

4)  ®enepanbHblii moptan «IxkoHoMHKA. Couumosiorus. MeHEIKMEHT.
http://ecsocman.edu.ru

5)  DOmnexrtponHnas 6ubimoreka HR-cnermanucros. http://www.hrm.ru/

9. MeToan4yeckue yKa3aHHUA 1JIA 00y4ar0MXCH M0 OCBOCHUIO IMCUMILINHBI
(Moay.ist)

CaMocTosATenbHAas MOJATOTOBKA 00YYaOUIUXCS TPOBOAUTCS ISl YTIyOIeHHs
U 3aKpeIUIeHHs] 3HAHUM, MOJYyYEHHBIX Ha JIGKIHUSIX U IPYTUX BHUJAX 3aHSATUH, IJIS
BBIPAOOTKM HAaBBIKOB CaMOCTOSITEIBHOTO MPUMEHEHHs] HOBBIX, JAOMOJHUTEIbHBIX
3HAHUI U MOJATOTOBKH K MPEICTOSAIIMM yYEOHBIM 3aHATHUSM, 3aUETYy.

BaxHbIM  ycrnoBHEM  YCHEIIHOTO M3YYEHHS JIUCHUIUIUHBI  SBISETCS
nocemienue jexknuid. [lox mocemenuem nojpasymeBaercs He (popma MacCUBHOTO
NPUCYTCTBUS, a aKTUBHAs paboTa 1Mo U3y4yeHuto HoBoro marepuania. [lonroroska k
JEKIIMOHHBIM 3aHSATHAM BKIIOYAaeT B ceOs aHAIM3 NpeularaeMbIX A U3Y4YeHUs
BONPOCOB, M3y4YeHHE HOPMATHUBHBIX MCTOUYHHUKOB M Yy4eOHOW M Hay4dyHOMU
JUTEpaTypel MO paccMaTpMBaeMbIM BOIIpOcaM JIeKIHMH. B mpouecce nekuuu
oOydaromuicss MOXET 3aJaBaTb YTOUHSIOIIME BOMPOCHI,  OCYIIECTBUTH
B3aMMOCBSI3b HOBOTO MaTepuana C YK€ H3Y4YCHHbIM, MOJITOTOBUTH 0a3y mms
3¢ (EKTUBHOTO HCIOIb30BAHUS IMOJYYCHHBIX 3HAHUM, OOJNErYyuTh MOATOTOBKY K
IPAKTHYECKOMY 3aHATHIO. D(P(GEKTUBHBIM CIMOCOOOM (UKCAIUU JEKIIMOHHOTO
MaTepuaia SBISETCS KOHCIIEKTUPOBAHHUE, NPEJCTaBIsAIoLIee COOOW HE TOJIBKO
¢uKcanuio BaKHEHIIMX MOMEHTOB JIEKIMM, HO W YyKa3aHHE MPUMEPOB s
HNOHUMAaHHSI TOTO WM MHOTO TEOPETUYECKOr0 MaTepHara.

[Tpu moAroTroBke K MPaKTHYECKOMY 3aHATHUIO HEOOXOJUMO HCIIOJIB30BaTh
KOHCIIEKTUPOBAaHHbIE MaTepHalibl JIeKUIui, Y4eOHYI0 M HAy4HYIO JIUTEPaTypy.
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[TonroroBka OTBETOB MO BHIHOCUMBIM Ha OOCY>KIEHHE BOMPOCAM MPAKTHUYECKOTO
3aHATHUS BKJIIOYAET B CeOsl HE TOJBKO MPOYTEHUE MaTepuala, HO U €ro aHajliu3 U
KPUTUYECKYIO OILIeHKY.. OOyuaromeMycsi clieyeT BbIIBUTb MAaJOU3yUYeHHbIE
aCIEKThl PACCMATPUBAEMBIX BOMPOCOB, MPOSABUTH UHUIIMATUBY MPU MOATOTOBKE K
MPAKTUYECKOMY 3aHATHUIO.

[Ipu moAroTOoBKE K MPAKTUYECKUM 3aHATUSIMHU U 3a4€Ty PEKOMEHIYETCS
CHUCTEMATU3UPOBATh 3HAHMS, M300paxkass MX B TaOJIMYHOM, TpaduueckoM HIU
CXEMaTUYHOM BUJE. DTO MO3BOJIUT YCTAHOBUTH B3aUMOCBSI3b N3Y4aeMbIX SIBICHUH,
YIOPOCTHUT 3aJady 3allOMHHAHMUS MaTepuaja, OOJErdyuT MpoIecc MPaKTHUYECKOrO
NPUMEHEHHUS MOJTyYEeHHBIX 3HAHUH.

3ajayeil  MpPaKkTUYECKUX  3aHATUN  SIBISIETCS  BBIPAOOTKAa  yYMEHHS
UCIIONIb30BAaTh TEOPETUYECKUE 3HAHMs, MPOSBUTH HAIWYHE MPAKTHUYECKHX
HaBbIKOB. [lpu  moAroToBke K ~ MPAKTUYECKOMY  3aHATUIO  CJEIYyeT
3a0J1arOBPEMEHHOI0 00€CHeunTh Halu4yhe HEOOXOAUMO [JIsi JAAHHOTO 3aHSTHUS
MaTepuaa, CaMOCTOSITEJIbHO TOBTOPUThH PaHEE N3YUEHHbIE TEMBI.

JUIst  yCHnemrHoro OCBOEHUS AUCHUIUIMHBI Ba)KHBIM  SIBJISIETCS. YMEHHE
paboTath ¢ TepMHMHAMH U UX omnpeneneHusMu. [y pabOThl ¢ TEPMHHOJOTHEN
(G ()EKTUBHBIM SBIISETCS UCIOJIb30BAaHUE KaK Y4eOHOW M HAyYHOU JMTEpaTyphl,
TaK U IOPUIMYECKUX U PUI0CO(CKUX CloBapeil.

PaboTa ¢ TepMHHAMH MOKET OCYIIECTBIATHCS Kak B (OpME COCTaBIICHUS
COOCTBEHHBIX TEMAaTHYECKHX CIIOBAapUKOB MJsi YyAOOCTBA M CKOPOCTH IOMCKa
HeoOxomumoro TepmuHa. C  OITOM TENbI0O HEOOXOAUMO KaKIbI  HOBBIN
BCTPEUAIOLIUIICS TEPMUH 3allMChIBaTh U BO BPEMs MOJTOTOBKUA K CEMUHAPCKUM U
IPAKTHUECKUM 3aHITUAM YKa3blBaTh COOTBETCTBYIOIEE ompezeneHue. B cmyuae
BO3HUKHOBEHUS CIIO)KHOCTH BbIOOpa OIpeAeseHUs] W3 UMEIOUIerocss oobeMa B
pamMKax Hay4HOTO 3HaHHUS HEOOXOIMMO 3a/JaBaThb BONPOCHI MPEMOAABATENIO0 B
paMKax JIEKIIMOHHBIX U MPAKTUYECKUX 3aHSITHM.

WNurepakTtuBHble  (GOpMBI  MPOBEACHUS  3aHATUA 1O  JAMCLMIUIUHE
«/lokymenmayuonnoe obecneuenue ynpasieHusy BKIIOYAIOT B ceOs CleTyIONINe
BUJIBI 3aHSATUU:

- UHTEpaKTUBHBIC JIEKI[MH, MPEANOJaraloT MCMHOJIb30BAHUE METO/A
npoOeMHOro u3noxkenus. [lpu Takom mojaxojie JEKIKsl CTAHOBUTCS MOXOXEH Ha
JMasor, MpernojJlaBaHue UMUTUPYET MCCIIEOBATEIbCKUN Mpouecc (BbIABUTAIOTCS
NEPBOHAYAIBHO HECKOJIBKO KJIIOYEBBIX MOCTYJIATOB MO TE€ME JIEKIUH, U3JI0KEHUE
BBICTPAUBACTCS 1O MPUHIUIY CaMOCTOSITENIbHOTO aHaiu3a Hu  00001eHus
CTyJIEHTaMH Y4e€0HOro Marepuana). JTa METOAMKA IMO3BOJIET 3aWHTEPECOBATh
CTYJEHTa, BOBJEUb €ro B mnpoiecc o0yueHus. [IpoTuBopeurs Hay4yHOTO MO3HAHUS
PaCKpBIBAIOTCS TOCPEACTBOM TIOCTAHOBKH TMpoOJeMbl. YdeOHas mpobiiemMa u
npoOJieMHasi CUTyalMsl SIBJSIOTCS OCHOBHBIMH CTPYKTYPHBIMH KOMIIOHEHTaMHU
npobiemHoro obyuenus. [lepeq HauamoMm M3ydeHHUs ONpPEAENIEHHON TeMbl Kypca
CTaBUTCA TNEpea CTyJIEeHTaMH NpOOJEMHBIM BOMPOC WIM JaeTcs MNpoOJieMHOE
3aganre. CTUMyIUpys pas3pelleHde npoOJieMbl, TMpenojaBaTeib CHUMAET
POTUBOPEYHST MEXKITY UMEIOIIUMCS €€ MOHMMAaHUEM U TpeOyeMbIMU OT CTYJEHTa
3HaHUSMU. D(PPEKTUBHOCTh TAKOTO METOJa B TOM, YTO OT/EJIbHBIE MPOOJIEMbI
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MOTYyT NOJHUMAThCSI CaMHMHU CTyJAeHTaMu. [ J1aBHBIM ycHex JaHHOIO METOJa B
TOM, 4YTO TNpernojiaBaresib JOOMBAaETCA OT ayJIUTOPHUH «CaAMOCTOSTEIbHOIO
peleHus» mocTaBieHHOW mpoOiembl. OpraHuzanus MpoOJEMHOTO O0y4YeHUs
NPEACTABIACTCS JOCTAaTOYHO CIIOKHOM, TpeOyeT 3HAaYuTEIbHOM MOATOTOBKHU
nekropa. OHaKO Ha HAYaJIbHOM 3Tall€ UCIOJIb30BaHUSI 3TOIO0 METOJIa €r0 MOKHO
BHEJIPSATh B CTPYKTYpPY T'OTOBBIX, paHee pa3pabOTaHHBIX JIEKIUH, MPAKTUYECKUX
3aHATUN KaK JIONOJHEHUE.

- TpYIIOBBIE JHCKYCCHHM, TPUMEHSIOTCS [l OOeCleYeHus] HaBBIKOB
KOMaH/JHON pabOThl U MEXJIMYHOCTHOM KOMMYHUKALMU U MPEICTABIAIOT COOOM
OLICHOYHOE CPEICTBO, IO3BOJIAIONIEE BKIIOYUTh OOYyYArOUIMXCS B MPOLECC
00CYXICHHUS TPENCTABICHHON TEMbl, MPOOJIEMBI ¥ OIEHUTh HUX YyMEHUE
apryMEeHTHpPOBaTh COOCTBEHHYIO TOYKY 3peHusi. Kpome Toro, B Xojie 3aHSITHI
MIPOBOJIATCS KPYTJIbIE CTOJIbI IO 3aIaHHBIM TEMATHUKAaM.

- aHaJuu3 cUTyauuil (KeWc-MeToa) — TEeXHUKa OOY4YEHUSs, MCIOJb3YIoas
OMHCaHUE peanbHbIX cuTyanuid. OOyuaromuecss IOJDKHBI POaHAIU3UPOBATH
CUTYaIINI0, pa3o0paThCsi B CyTH MpOOJeM, MPEUIOKUTH BOZMOXKHBIE PEIICHUS U
BbIOpaTh Jiydliee M3 HUX.B OCHOBE MeToJa KOHKPETHBIX CHUTYalUWd JIEKUT
OMKCaHUEe KOHKPETHON MPO(EeCcCCHOHANBbHON AEATENBHOCTA WM 3MOIMOHAIIBHO-
IIOBEJICHYECKUX AaCIEeKTOB B3aUMOJAECHCTBUsA Jtoaeu. [Ipu u3ydyeHun KOHKpPETHOU
CUTyallid, W aHaJIu3€ KOHKPETHOTIO IIpUMEpa CTYJIEHT JOJDKEH BXXHUTbCA B
KOHKPETHBIE  OOCTOSITENIhCTBA, TOHITH CHUTYallMIO, OIICHUTh OOCTaHOBKY,
OTIpENIeTNTh, €CTh JIM B HEW mpobsiemMa U B 4eM ee CyThb. OmnpenenuTs CBOIO POJib B
peleHnyu IpooOIeMbl U BEIpabOTaTh 11€1€CO00Pa3HYI0 TUHHUIO TTOBEICHUS.

- TpenojaBaHWE IUCIUIUIMHBI OCYIIECTBIAETCS B (opme Kypcos,
COCTaBJIEHHBIX HA OCHOBE PE3YJbTATOB HAYYHBIX HCCIEAOBAHUM, MPOBOJIUMBIX
OpraHu3amnuef, B TOM YHCJIE€ C Y4YE€TOM pPETHOHAJIBHBIX OCOOCHHOCTEH
npodeccruoHanbHOM NEATEIbHOCTH BBIITYCKHUKOB U noTpeOHOCTeM
paboToarenei.

OueHoYHblE W METOJMYECKHE Marepuaipl [0  JAUCUUILUIMHE
«/loxymenmayuonnoe obecneuenue ynpasienus» npeactasiens B @OMM.

[Ipy NOArOTOBKE K MNPOMEKYTOUYHOMY WM HTONOBOMY TECTUPOBAHUIO
HEOOXOJMMO M3YYUTh TEOPETHUECKHN W TpakTUYecKuid wmatepuall. TecTtoBbie
3aiaHus (C epeyHeM BO3MOXHBIX BapUAHTOB OTBETOB, CPENIM KOTOPBIX XOTS Obl
OIMH OTBET SIBJISIETCS HEBEPHBIM) OOECIEUYMBAIOT CTPYKTYPHOCTHh MBIIIJICHUS,
BBEIHY)KJICHHOTO BBIOpaTh W3 TPEIJIOKCHHBIX BApPUAHTOB OTBET BCE MPABHILHBIE
BAPUAHTHI. TE€CTOBBIC 3aJaHWsI HA YCTAHOBJIEHUSI COOTBETCTBUS IMOAPA3yMEBAOT
HEOOXOJMMOCTh TPOSIBIICHUS HE TOJBKO 3HAHUSA YYEOHOro maTrepuaia, HO |
YMEHUSI TPUMEHATH TMpaBuia (OPMAIbHOW JIOTUKH. 1€CTOBBIE 3aJaHusl Ha
YIIOPSIIOYEHHUE HAIPABJIEHbl HA YCTAHOBJIEHUE JIOTUYECKOM ITOCIEI0BATEIBHOCTH
paccMaTpuBaeMbIX SIBICHUHN (BPEMEHHM CYLIECTBOBAHUS SIBJICHUH, pacloONOXKEHUs
CTPYKTYPHBIX 3JIEMEHTOB IPABOBBIX JTIOKYMEHTOB U T.II.).

OddexkTuBHBIM crocoOOM Jii MOATOTOBKA K TECTUPOBAHUIO SIBISIETCA
pabota oOydaronierocs Mo PelIeHUI0 TECTOBBIX 3a/laHUM, NPEeIOCTaBICHHBIX MJIs
caMocTosITeNIbHOM paboThl. Taxke Mpu MOArOTOBKE K Takod (opme KOHTPOJsS
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3HAHWM, KaK PEIICHUE TeCTOBBIX 3aJaHUM, CIEAYeT CaMOCTOSTEIHHO MOIBITATHCS
npopaboTaTh paccMaTpuBaeMble B AMCIUIUIMHE BOMPOCHI B JOpME COCTaBICHUS
TECTOBBIX 3aIaHUM.

[Ipu moAroToBKe K SK3aMEHY CJeAyeT MMETh B BHUIY, YTO OH SIBJIAETCS
UTOTOBOM (POPMOM KOHTPOJISI 110 U3YUYECHHIO TaHHOM Y4eOHOU AUCHUIUIMHBI. 3a4eT
NO/Ipa3yMeBaeT  MAaKCHUMaJIbHYIO  KOHIEHTpAllMI0  3HAaHUH W yYMEHUH,
MPEANoJaraloux MoJHOE U3yUeHUE MaTepralia JUCIUTUIMHBI.

DK3aMeH TpOBOAUTCS B (OpME YCTHOTO COOECEIOBAaHUS W BBITIOJHEHUS
MUCBMEHHOTO 33/IaHMsI, THOO TecTa.

Pemenne mnpenopaBatensst 00 HMTOrOBOM  OLIEHKE TNPUHUMAETCS IO
pe3ynbTaTaM yYCTHOTO OTBETa W BBINOJHEHHOTO NHCHMEHHOTO (TECTOBOTO)
3aJlaHUs, B 3aBUCUMOCTH OT ITKAJIBI OI[EHKH.

B cBsi3u ¢ pazBUTHEM HAYYHO-TEXHUYECKOTO MPOTPECCa B TAKOW CUTyaIlHH
HAJUIEKUT BOCIOJIB30BATHCA MaTepuajaMiu, HaXOJAIIMMUCA B OTKPBITOM JOCTYIE
cetu Internet. Takke HEOOXOAUMO YYMTHIBATh, YTO IO COCTOSIHUIO Ha
CErOJIHAIIHUN IEHb MHOTHE CIIPABOYHBIE TIPABOBBIE CUCTEMBI COJEPKAT HE TOIBKO
TEKCT HOPMATHUBHBIX aKTOB, HO W Hay4HbI€ CTaThbU IO Pa3IUYHBIM BOIpPOCaM
(manpumep, CIIC «Kouncynbrant Ilntoc»). PekomeHnmyeTcss HCHOIB30BaTh
AIIEKTPOHHO-OUOINOTEUHBIE CUCTEMBI.

B cuily KpaTKOBpeMEHHOCTH H3Y4Y€HHUs U 3HAYUTEIBHOrO O0bema JaHHOU
y4eOHON JUCIMIUIUHBI Kadeapa HACTOATETFHO PEKOMEHIYET CHCTEMATHYECKH, a
HE 3MU30JUYECKH paboTaTh HAJl U3yUYEHHUEM Kypca.

10. OcoOeHHOCTH OCBOEHUS AUCUMILIMHBI 1JIf JINL ¢ OTPAHUYEHHbIMH
BO3MOKHOCTSIMHU 310POBbSI

OOyuenne 0OydYalOIIUXCS C OTPAaHMUYEHHBIMH BO3MOXXHOCTSIMH 370POBbSI
npu HEOOXOIMMOCTH OCYUIECTBISIETCA Ha OCHOBE aJalTUPOBAHHON paboueit
OporpaMMbl  C  WCHOJB30BAHMEM  CIELUATBHBIX METOAOB  OOydYeHHs U
IUAKTUYECKUX  MaTepualoB, COCTAaBICHHBIX C  y4e€TOM  OCOOEHHOCTel
NCUXO(HU3UUECKOTO0 Pa3BUTUS, WHAWBUIYAIbHBIX BO3MOXKHOCTEH W COCTOSIHHSA
3I0POBbSI TAKUX 00yUaroImMxcs (00yJaromerocs).

B HeJIsX OCBOCHHS yueOHoit pOTrpaMMBI JAUCLUTUIAHBI
«doxymenmayuonnoe obecneyeHue ynpagieHus» WHBATUIAMH M JHUIAMU C
OTPaHUYEHHBIMU BO3MOXXHOCTSIMH 3/10pOBbsi IHCTUTYT oOecrieunBaer:

— JUIsl MHBAJMJIOB U JIMI[ C OTPAaHUYCHHBIMU BO3MOXKHOCTSMHU 370POBbsI IO
3pEHUIO: Pa3MEIleHUEe B JOCTYIMHBIX A1 OOy4YaromUXCs, SBISIOIUXCS CICTBIMU
Wi cHaboBUASAIIMMM, MECTaX W B aJaNTUPOBAaHHON ¢GopMe CHpaBOYHOMN
uHbOpMaIllMl O pacHUCaHuM Y4eOHBIX 3aHATUN; TNPUCYTCTBHE aCCHCTEHTA,

OKa3bIBAIOIIETO oOyuaroniemycs HEOOXOUMYIO MIOMOIIIb; BBIITYCK
aJIbTEPHATUBHBIX ()OPMATOB METOJWYECKUX MaTEpUajoB (KPYMHBIM MIPUPT WUIH
aynuodanibl);

— OJI1 HHBAJIMAOB W JIMI C OI'paHMYCHHBIMH BO3MOXKHOCTAMHA 300POBbLA I10
CIyXy: HAUIC)KAIIUMHU 3BYKOBBIMHU CPEACTBAMHA BOCIIPOU3BCACHHNC I/IH(bOpMaI_II/II/I;
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— JUISl UHBAJIMJIOB U JIUI[ C OTPAHUYEHHBIMH BO3MOXHOCTSIMH 37I0POBbS,
UMEIOIIUX  HApYILIEHUs  OMOPHO-ABUTAaTENIbHOIO  ammapara:  BO3MOXKHOCTh
OecnpensaTCTBEHHOTO JOCTyIa 00yJaronuxcsi B yueOHbIe TOMEILEHUS, TyaJleTHbIE
KOMHAThI U JPYrUe MOMEIICHHUs, a TAK)Ke NMPeObIBAHUE B YKa3aHHBIX MOMEILIECHHUSX.
OOyuaroiuecs U3 uyuciaa UHBAIUIOB U Jull ¢ OB3 olecrieueHbl NEYaTHHIMU U
(MJIK) BNIEKTPOHHBIMU 00pa30BaTENbHBIMU pecypcamu B (hopmax, aJanTUPOBAHHBIX
K OIpaHMYEHHUAM MX 370poBbi. OOpazoBaHHE OOYUYaIOIIUXCA C OTMPAHUYEHHBIMU
BO3MOKHOCTSIMU 37I0POBBSI MOKET OBITh OPTAHM30BAHO KaK COBMECTHO C JPYTUMU
00yJaronMMUCs, TaK U B OTACIBHBIX TPYIIIAX WIH B OTJAEIHHBIX OPTaHU3aIIHASIX

11. Ilepeyens nHGOPMALMOHHBIX TEXHOJIOTHH, NPO(EeCCHOHAIBHBIX 0a3
AAHHBIX, HCIOJIb3YEeMBbIX NPHU OCYIIECTBICHUH 00Pa30BaTe/JLHOIO Mpouecca
10 JMCUMILINHE (MOIYJII0), BKJIKOYAsl lepeYeHb NPOrPpaMMHOI0 odecneYyeHust

U MH(OPMALHOHHBIX CIIPABOYHBIX CHCTEM

1)  Omnepammonnas cucrema (Microsoft Windows IIponpuemapnas);

2)  Ilaker oducueix mporpamm Microsoft Office (MS Word, MS Excel,
MS Power Point, MS Access, MS Publisher u np.liponpuemapnas);

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

4)  IlporpammHO€0OECTICUEHHEAISATIPOCMOTPAIIEKTPOHHBIXIOKYMEHTOBB
crannaptePDF (Foxit Reader GNU LesserGeneralPublicLicense);

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

6)  ABromaTtu3upoBaHHas UWHGPOPMalMOHHAs OWUONIMOTEYHas CcUcTEMaA
Marc21SQL;

7)  CnpaBouno-nipaBoBasi cuctrema «Koncynerant [Tmtoc»

12. MaTepuanbHo-TeXHHYecKasi 0a3a, He00OXoAMMAas JIS OCYIIeCTBJIEHUS

o0pa3oBaTeIbHOIO MpoLecca Mo AUCHUIINHE (MOAYJII0)
HaumeHoBaHue

Crnenuanu3upoBaHHbIE AYIMTOPHM:

VYuebHast aymuTopus IS TPOBEIACHUS 3aHATHH CEMHUHApPCKOTO THIA, KYPCOBOTO

NPOCKTUPOBAHUS (BBIMOJIHEHUS KYpPCOBBIX paboT), TPYNIOBBIX U WHAMBUIYaTbHBIX

KOHCYJIBTAIIMH, TEKYIIETO KOHTPOJIS U MPOMEXYTOYHOM aTTECTAIlMU / KOMITBIOTEPHBIN Ki1acc

/ HIOMEIIEHHUE [T CAMOCTOATENBbHOM paboThI™

TexHnueckue cpeacrsa 00y4eHusi:

KOMIIBIOTEP C IPOrPaMMHBIM 0OecrieueHHeM

Crnenuanu3upoBaHHble AYIUTOPUM:

VYyeOHast aynuTopus JUis IPOBEACHUS 3aHITUN JIEKIMOHHOTO TUMA, 3aHATHI CEMHHApCKOTO
TUNA, KYpCOBOTO NPOCKTHPOBAHUSA (BBIOJHEHHS KYPCOBBIX paboT), TPYIMIOBBIX U
VHAMBUAYAIbHBIX KOHCYJIBTAIIUH, TEKYIIEr0 KOHTPOJIS U MPOMEKYTOYHON aTTecTauun™
Texnuueckue cpeacTsa 00y4eHus:

MYJIbTUMEANINHBIA KOMIUICKC
KOMITBIOTEP C MPOTPAMMHEIM O0ecTieueHreM, YKa3aHHbIM B 11. 1 1

15



BHHEBHOY]

fm

S eHUHTD -
Daxey, 7

16



