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1. llosicHUTEABLHAA 3AIIUCKA

Kypc «JlokyMeHTanmoHHOE OOecrieueHrue yIpaBieHUs» 3aHUMAET Ba)XKHOE
MECTO TIPU MOATOTOBKE OakanaBpoB 1o HanpasieHno43.03.01 - Cepauc.

PaboTa ¢ nokymMeHTamu BBICTYyHaeT OJHOM W3 HamOOJiee BaKHBIX COCTaB-
JSIOLIUX JEATEIbHOCTH MEHEKEPOB B CEPBUCHOM JiesiTelIbHOCTH. DopMHUpoOBaHUe
y 00y4aromuxcsi CUCTEMbI 3HAaHUN U YMEHUN padOThl ¢ TOKYMEHTaMH, HEOOXOAH-
MBIMH 111 3()PEKTUBHOTO YIIPaBICHUS! CEPBUCHBIMIIPEANPUATAEM, CITOCOOCTBYET
MOBBIIIEHUIO KauyeCTBa MOJArOTOBKY 0aKaJaBpOB JAHHOT'O HAPaBJICHUS.

[lenpr0 OCBOCHMS AUCITUIUTHHBI «J[OKyMEHTAITMOHHOE OOECriedeHUe ympaB-
JICHUS» SIBIISIETCSIM3YYEHUE CUCTEM JOKYMEHTAllUM, OpraHU3aliud JTOKYMEHTHUPO-
BaHUS W JIETIOTPOU3BOJICTBA, COCTABIIAIONINX OCHOBY MH(OPMAIMOHHBIX TPOIEC-
COB B CEpBHUCE.

3aayu AUCIUIUIAHBIL:

. 03HAKOMJIEHUE CTY/ICHTOB C 3aKOHOJATEeIbHOW U HOPMaTUBHOM 0a3o0M,
METOJAMYECKUMU pa3pabOTKaMi U OCHOBHOM HAYYHOU JIUTEpaTypoOil Mo Kypcy;
. U3y4YeHUE MPAKTUKU OPTaHU3alMU TOKYMEHTAIIMOHHOTO 00ecreueHus

YIOPABJICHUS HA NPEIIPUATUSIX, OPraHU3ALUAX U YUPEKIECHUAX CEpBHCa.



2. IlepeyeHb MUIAHUPYEMbIX Pe3yJIbTATOB 00y4eHHs MO JMCUMILINHE, COOTHe-
CEHHBIX € IVIAHUPYEMbIMH Pe3yJIbTATAMHU O0CBOEHHs 00pa30BaTeJIbHOMIPO-
rpaMMbl

Juctuminna «JloKkyMeHTallMOHHOE 00eCIIeUeHUE YIPaBIEHUs» YUYAaCTBYET B
dbopMHUpOBaHUY CIEAYIONMICH KOMIIETCHIINH (CIEAYIOMMNX KOMITETSHITAN):
CTpyKTypHBIE 3JIEMEHTHI KOMIIETCHIINU

Komnerenunu Nuaukaropsl JlecKpunTopsI

YK-4.3 — ocymectisier nae-| 3HaHuUs:

[T0BBIC KOMMYHHKAIIMH B YCT-| OCHOB JIOKyMEHTAJIBHOIO 00€CIeueHHsl yrpas-
HOW ¥ NHCEMCHHOH (opMax| nenus mpeanpuaTueM cdepbl yCIyr; cocTaBa
Ha pyCCKOM M (WIM) MHO-| opraHM3alHOHHO-IPABOBOM, PACIIOPSIUTEb-
CTPAHHOM A3BIKAX MPH TPC| yoji  ywHOpPMALMOHHO-CIIPABOYHOM, MIIAHOBO-

YK-4- CriocoGen [fOCTaBICHII yCIyT OTYETHOM JTOKYMEHTAlMU, MPABUI €€ COCTaB-
OCYILECTBIIATh JIEJI0- neHust 1 0hOpMIICHUS;

BYI0O KOMMYHUKAIVIO YMenus:

B YCTHOW M ITHCh- ONpPENIENATh COCTAB, CTPYKTYPY U COJIEpKAHUE

JTOKYMEHTAIMH, 00eCIIeunBalOIIeii Oprann3a-
LU0 TIPOIIecca CePBUCA;

ONPENEeNSATh BHIBI YIPABICHYECKUX OKYMEH-
TOB C y4ETOM OCOOCHHOCTEH Cephl yCIyT;
COCTaBIISITh M O(QOPMIISITH JICJIOBBIE IHCHMAa,
JOKJIaAHBIC U CHY)KGGHBIG 3aIIMCKH, OTBCYATH

MEHHOW (opMax Ha
rocyJaapcTBEHHOM

s3pike  Poccuiickoi
denepaun U UHO-
CTpaHHOM(BIX) SI3bI-

Ke(ax) Ha )Kano0bl MOTpeOUTENCH
Hagbiku:
pa3paboTku Habopa OpraHU3alMOHHO-IPABOBOMA,
pacrnopsaIuTeIbHOMN, nH()OPMAITMOHHO-

CIIPABOYHOM, TIAHOBO-OTYETHON JOKYMEHTALUU B
MPOILIECCE OPraHU3alMK CEPBUCHOM NEITEIbHOCTH;
CHUCTEMAaTHU3allUU TOKYMEHTAIIMU B IpPOIIECCE cep-
BHCHOU JESITENBHOCTH




IIK-1 - Cnocoben
OCYIIIECTBISTh CTpa-
TETMYECKOE U TaKTH-
YECKOE yIpaBJICHHE
JernapTaMeHTaMH
(cmyx06amu, oTaena-
MH)  TPEANPUATHNA
cdepbl TOCTEMPHUIM-
CTBA M OOIIECTBEH-
HOT'O IMUTaHUS

[IK- 1.4 — OcymecTBisier
OpraHHU3aIfi0 U TIAaHUPO-
BaHHe JEATENLHOCTH Je-
apTaMEeHTOB (CIIYyX0, OT-
1IEI0B) TOCTUHUYHOTO KOM-
[IeKCa ¢ [PEeANpHUsTHS]
0OIIIECTBEHHOIO ITUTAHNSA

3HaHun:

OCHOBHBIX BHJIOB JOKYMEHTOB, oOecredn-
BAIOIIMX OPraHU3allMi0 U IUIAaHUPOBAHUE Jes-
TEIBHOCTH JIETIaPTaMEHTOB (CIIyk0, OTHENOB)
TOCTUHUYHOTO KOMIUIEKCA U MHPeInpHsITHS
0OI1IECTBEHHOT'O ITUTAHUS;

[IpaBun opranuzanuu J0OKyMEHTOOOOpOTa Ha
MPEANPUATHIX TOCTEIPUUMCTBA H  OOIIECT-
BEHHOTO MUTAHUS;

YmeHnus:

CucreMaTH3UpoBaTh OCHOBHBIE BH[BIIOKY-
MEHTOB, OOECIEUMBAIOIINX OpPTraHU3AIUI0 H
IUTAaHUPOBAHUE JESTENIbHOCTH JeNapTaMeHTOB
(cmyx0, OTZIEI0B) TOCTHHHYHOTO KOMIUIEKCA U
MPeANpPHUATHS 00IIECTBEHHOTO MMUTAHUS;
AHanu3upoBaTh OpPraHHU3AIMI0 JTOKYMEHTO-
000poTa Ha MPEeANPHUATHIX FOCTEPUUMCTBA U
0OI1IECTBEHHOT'O ITUTAHUS;

HaBbikn:

CocraBienus 1 0pOpMIICHHS] OCHOBHBIX BHUJIOB
JOKYMEHTOB, 00€CIeUnBaIOIINX OPraHUu3alnIo
¥ TUTAHUPOBAHHE MACSITEIHLHOCTH JeTapTaMeH-
TOB (Ciayk0, OTAENOB) TOCTHHHUYHOTO KOM-
TUICKCA W MPEANPUSATHSL OOIIECTBEHHOTO MTUTa-
HUS;

CobmrofieHust mpaBui JOKYMEHTOOOOpOTa Ha
MPEeANPUATHSIX TOCTENPUUMCTBA M OOIIECT-
BEHHOTO MHUTAHUS,

INIK-3 - Cnoocoben
OpPraHU30BBIBATH
CUCTEMHBII
TPOJIb ousHec-
MPOIIECCOB,  pecyp-
COB, KauyecTBa YCIyT
" oOcITy>)KMBaHUS,
MPOBOANTH  OIICHKY
a¢ddexTuBHOCTH
(byHKIIMOHUPOBAHUS
JeTIapTaMeHTOB
(cmyx0, OT/ICJIOB)
NPEINPUITHH TOCTE-
NPUUMCTBA U OOIIe-
CTBEHHOTO MTUTaHHS

KOH-

[IK — 3.1 — Opranumsyer,
CHUCTEMHBII KOHTPOJIb OM3-
Hec-TpoIleccoB  Jernapra-
MEHTOB (CIIy)0, OT/IEIIOB)
peanpusATHl MUTaHUS U

TOCTCIIPUUMCTBA

3Hanusa:

OCHOBHBIX JTOKyMEHTOB, HEOOXOJUMBIX MJIsi
OpraHu3aIi BHYTPUPUPMEHHOTO KOHTPOJIS;
Ymenusn:

CuctemaTu3upoBaTh HHHOPMAIUIO O JCSITENb-
HOCTHJICTIAPTAMEHTOB (CITy>KO, OTHENIOB) TOC-
TUHUYHOTO KOMIUIEKCA W TIPEANPHUATHS 0O0IIe-
CTBEHHOT'O IMUTAaHUS C LEIbI0 OpTraHHU3alUu
BHYTPU(GUPMEHHOTO KOHTPOJIS,

HaBbixku:

CocraBrieHUsT OCHOBHBIX JIOKYMEHTOB, HEO00-
XOJUMBIX JUIsl OpTaHHW3aIMN BHYTPU(DUPMEH-
HOT'O KOHTPOJIS;




3. MecTO AUCHUIIIMHBI B CTPYKTYpe 00pa3oBaTeibHOM NPOrpaMMbl

«I[OKyMeHTaIIl/IOHHOC o0ecreyeHue YHpaBJeHUA» ABJACTCA OUCHUILIHN-

HOM yacTH, GopMUpyeMOil ydacTHUKaMU 0Opa30BaTEIbHBIX OTHOIICHUHAJS MO/I-
TrOTOBKM CTYyZeHTOB 110 HamnpasieHuto 43.03.01 — Cepsuc.

IlpenmecrByrouue JMCHHIIANbE (MOTYJIH), IPaK- IHocaenyromme
JMCIHUIIMHBI (MOY- JUCHMILIMHBI (MO-
THKH Yy4e0HOI0 IJIAHA, B KOTO-
JIN), MPAKTHKH y4eo- AYyJIN), IPAKTHKHY-
Iugp kom- PbIX KOMIIETEHIMSI 0CBANBAETCHA
nmeTeHIun HOTo ILTaHa, B KOTO- napauieJibHO ¢ H3y4aeMoii Juc- HeoHoro M1ana, B
PbIX OCBaMBaeTCA I THHO KOTOPBIX 0CBAUBA-
KOMIIeTEeHI U eTcsl KOMIeTeH M
PyCCKI;IH ’;%g(qﬁ KY1b- 'V npapnenue koMMyHUKaTHBHBIME|  [IPOM3BOACTBEHHAS
ypap nporeccamu /Yenoek u ero mo- | PaKTHKA (mpenu-
HHOoCTpaHHBIN SA3bIK TpebHOCTH mnoME2s)
Vue6Has MpaKTHKA [IpousBocTBEHHAs MpaKTHUKa
(O3nakomuTENBHAS (cepBucHas)
IIPAKTHKA)
YK-4 HNHOoCTpaHHBIN S3bIK
JIEJIOBOr0 OOIIEHUS
/IHOCTpaHHBIN S3BIK B
npodecCuoHATBHON
NS TEIbHOCTH
IIpousBoacTBeHHAst
MpakTHUKa (OpraHu3a-
LIUOHHO-
yIIpaBJICHUYECKAas)
OcHOBBI (pHAHCOBOTO, [ MapKeTHHroBbIE KOMMYHHKA- OTe4ecTBEHHBIN 1
OyXTaJITEpCKOTO U CcTa- | [HK/YTIpaBiIeHUE KOHKYPEHTO- | 3apyOeKHBIH OIBIT
TUCTUYECKOIO yyeTa B CIOCOOHOCTBIO MPEATIPUATHUS OKa3aHMs yCcIyr 00-
cdepe rocrenpuUMCT- IIECTBEHHOI'O ITUTa-
Ba U Ha npeAnpusaTusx | OTeyecTBEHHBIN U 3apYOCIKHBIN | HUS U TOCTCIIPHIM-
MUTaHUS OTIBIT OKa3aHMs YCIyT 0011ecT- CTBa
BEHHOTO MUTAHUS U TOCTEIPUNM-
[TporpammHuoe obec- CTBa
K-1 IEeYeHUEe U aBTOMATH- busnec-
3a1us JesITeIbHOCTH [IpousBocTBEHHAs MpaKTUKa IUTAHUPOBAHKE
MPEANPUATUN TUTaHUS (CepBucHast mpakTuKa)
Y TOCTETPUUMCTBA
buznec-nnanupoBanue
Teopust opranuzanuu
1 OpraHU3alMOHHOE TpynoBoe npaBo
noseneune/

Crparernueckuii Me-




npakTtuka (Opranusa-

yhpaBieHYecKas Mpak-

IPUAMCTBA U OOIIECT-

VYnpaBieHue nepcoHa-

HEIHKMEHT
[IpousBoacTBeHHas
IIMOHHO-
THKA)
Opranuzanus u 1ia-
HUPOBAHUE JCATENb-

HOCTHU MPEANPUITUI
cepBHca

CouunaneHo-
KyJIbTypHas J€ATEIb-
HOCTh B chepe rocre-

BEHHOT'O MUTAHHS
J0M B npoeccuo-

HAJILHOU JIeATENbHO-
CTH

IIK-3

Teopust opranuzanuu
Y OpraHU3allMOHHOE
noBenenue / Ctpare-
THYEeCKUU MEHE K-
MEHT

TexHuueckue cpeacT-
Ba U TEXHOJIOTHUHU B
chepe rocTenpuuMCT-
Ba U OOIIECTBEHHOTO
TUTAHUS

Opranu3zanus u 1Ja-

HUPOBAHUE AEATEIb-

HOCTH MPEIIPUATUN
cepBHca

IIpaBoBO€ perynupo-
BaHUeE B cdepe rocre-
MIPUUMCTBA U 001IIeCT-
BEHHOTO MMUTAHUS
[IpousBoacTBeHHas
npaktuka (CepBucHas

VipaBieHre Ka4eCTBOM YCIIyT U

o0cry>KuBaHus B cepe rocTe-

IPUEMCTBA U OOIIECTBEHHOTO
IINTaHUs

JIoKyMEeHTaIlMOHHOE 00eCTICUCHHE
yIpaBieHUs

CepBuc B MHAYCTpUHU OOIIECTBEH-
HoTO nTuTanus/ Pectopanubrit
Ou3Hec

CepBuc B MHAYCTPUHU T'OCTENPHU-
nMcTBa/ [OCTUHUYHBIN On3HEC

CepBuc B UHAYCTPpUHA

TaHust/ PectopaHHbIi

MpaKTHKA)

00LIECTBEHHOIO ITH-

onsHec




4. O0beM IMCHUILUIMHBI (MOAYJIS1) B 3a4€THBHIX eIMHULAX ¢ YKA3aHUEM KOJIU-
YeCcTBa aKaJeMNUYeCKUX WIH ACTPOHOMHYECKHX YaCOB, Bbl/IeJIEHHbIX HA KOH-
TAKTHYI0 padoTy 00y4aIuuxcs ¢ npemnojaasareseM (1o BuaaM y4eOHbIX 3a-
HATHI) 1 HA CAMOCTOATEILHYIO Pa00Ty 00y4aKOIUXCHA

OO6mast Tpy10€eMKOCTh OCBOSHHUSI YU€OHON AUCHUTUIUHBI «/[OKYMEHMAaAyUOH-
Hoe obecneuenue ynpaseieHusy COCTaBISeT 4 3a4eTHBIC CAMHUIIBIAIN
144akaneMmuueckuxyaca.

Kypc Ne szca Bcero, ak.yacoB
OO01mast Tpy10€MKOCTh (BCETOaK. 4acoB / 3.e11) 144/4 144/4
Jlexun 6 6
KonTtakTHas pabota
[IpakTuueckue 3aHATHS 8 8
CamocrosiTenpHas padbora 121 121
Bun npomexxyTouHoin
aTTeCTalluu DK3aMeH
(koHT.pab.**/ ca- 0,5/8,5 ?
MOCT. pab.)




5. Conepxxanue JMCUMILNIMHBI (MOAYJIs1), CTPYKTYPHMPOBaHHOE 110 TeMaM (pa3-
JAeJIaM) ¢ YKa3aHHEM OTBEJICHHOI'0 HA HUX KOJIMYeCTBA aKaJeMUYECKUX HJIH
ACTPOHOMHYECKHX YACOB U BU/0B y4eOHbIX 3aHATHIH

HaumenoBanue pasne-
J1a TUCIUTUTMHBI (TeMa)

TpynoemMkocTb

BCETO

KonrakTtHas pabora

JIEKI{UHA

IMMPAaKTHUY. 3aHATUA

n1a00p.3aHIATHS

camocrT. pabora

Coneprxanue

4 xypc

OCHOBBI JTOKYMEHTalU-
OHHOTO  olecreueHus
OpTaHHW3aIll  CEPBHC-
HOU JEATEIbHOCTH

33

30

[TonssTue o0  JOKyMEHTE.
CBoiicTBa, MPU3HAKH,
¢byHkuun poxkymeHta. Me-
TOABI U CHOCOOBI JTOKYMEH-
tupoBaHud. HopmaTtusHO-
MeTroandeckass 0aza JOKYy-
MEHTAI[MOHHOI0 obecmeue-
HUS YOPABJICHUS JCSITENb-
HOCTBIO OpTraHM3alUU Cep-
BHUCHOU JesATEeNLHOCTU. Bu-
Jbl  YIIPABJIECHYECKUX JOKY-
MEHTOB, HEOOXOIUMBIX JIJIs
OITMCAHHS Pa3ITUYHBIX
YIPABICHUYECKUX JIEUCTBUU.
YHudukanus v CTaHIapTH-
3anus JOKyMEHTOB. [loHsi-
THE U COCTaB PEKBU3U-
TOB.DOPMBI JTOKYMEHTAITUU
i pa3pabOTKH CepBUCHO-
T'0 MPOAYKTA

Cucrembl JTIOKyMEHTa-
uu, obpasyroomuecs B
npolecce  yrnpaBiIeHUS
ACATCIIbHOCTBIO opra-
HU3amui ceprl cepBu-
ca

33

30

CocraB, cTpyKTypa H CO-
JepKaHue JIOKYMEHTallUH,
oOecrieunBaroIIei OpraHu-
3amuio ceppuca.CoctaB op-
raHU3aIOHHO-

paBo-
BOM,pacriopsIUTENbHOM,
UH(pOPMAIMOHHO-
CIIPABOYHOM, IJIAaHOBO-
OTYETHOM  JIOKYMEHTALIMH,
MpaBWia €€ COCTaBICHUS U
odopmiteHus
OcoOEHHOCTH JTOKYMEHTO-
000poTa B cepBUCE

JlokyMeHTalMoOHHOE

34

30

O6mras XapaKTEPUCTHKA

10




obecrieueHre yrmpabiie-
HUS TIEPCOHAIIOM.

KaJ[pOBOTO CoOCTaBa IpeJ-
npustus. Opranusanus 1o-
KYMEHTAIIMOHHOTO obecrie-
YEeHUsl JESATEeIbHOCTH Kall-
pOBOI  CITy’)KOBI TIpEITPH-
arus  cepsuca. OpraHusa-
nus paboThl C KaJapoBOM
nokymentaueit. OcobeH-
HOCTH UCIOJb30BaHUS CETU
WNHtepHer mua  pelieHus
3a/a4 KaJpoBOTO JIEIOIpPO-
uzBogctBa.  OdopmiieHue
JICJIOBBIX THCEM, JIOKJaj-
HBIX M CIYEOHBIX 3aIHCOK,
OTBETOB Ha >KaJo0bI MOTpe-
ourenen.

Opranuzanus JIOKY-

Opranuzanust paboTsl ¢ J10-
kymeHtamu. Cucremarusa-
1Us JTOKYMEHTallUd B IPO-
LIECCE CEPBUCHOM JESATENb-

35 2 31 Hoctu.dopmMupoBanue u
MEHT0000pOTa
odopmiieHne gen. Dkcmep-
TH3a UEHHOCTU JIOKyMEH-
TOB, MOArOTOBKA JOKYMEH-
TOB K XpaHEHHUIO.
OKk3aMeH 9 0,5 8,5
Utoro 144 8,5 129,5
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6. IlepeueHb yueOHO-METOAMYECKOTO O0ecTIeYeHH IJIsl CAMOCTOSITeJILHOM pa-
00ThI 00yYAOIIUXCH 1O IUCHUIIHHE (MOLYJIIO0)

Ne Buasl camocTosTeNIbHOM PabOTHI TpynoemkocTs, | Dopma KOHTposT*
aK.4achbl
1. [IpopaboTka TeOpeTHUECKOro MaTepua-
. KoHncynpranus npe-
Jla 10 KOHCTIeKTaM JIEKIIUH, peKOMEHI0-
o 40 MoJiaBaTessi, yCTHOE
BaHHOU TUTEpaType, NOTMOTHUTEIBHBIM
cobecenoBaHue
MCTOYHUKaM MH(pOpMaluu
2. IToaroroBka K MpakKTUYECKUM 3aHITH- Brictymiienue ¢ 10k-
SIM: TIOUCK HE00X0AMMOM HH(pOopMaIuy, Ja/10M,
00paboTka nHpopmMaIuu, HamucaHue 40 MpEe3CHTAIHS,
JOKJIaJia, MOATOTOBKA K BBICTYILICHUIO OTBETHI Ha TUCKYC-
(muckyccum) CHOHHBIE BOIIPOCHI
3. [TonroroBka K TEKyIEMyKOHTPOIIIO
(TecTupoBaHUE W/ WM HanMcaHue pede- 41 TecTsl, pedepaTsr
para)
4. ITogroroBka k IpOMEKyTOUYHOM aTTe- YcTHOE cobecenoBa-
cTanuu 8,5 HHE,
(BOMPOCHI K IK3aMEHY, UTOTOBBIN TECT) TECTUPOBAHUE

JIst caMOoCTOSITENBbHOM PabOThl MO JUCHUIUIMHE (MOIYJII0) 00yYaroluecs
UCIIOJIB3YIOT ClIeNIyIolee yueOHO-METOJUUECKOe 00ecrieyeHue:

1) oxymeHTarmmonHoe obecrieueHre ymnpasiieHus: YueoHoe mocooue/ ['ma-
muidE.B. - M.: UIl PUOP, HUIl MHD®PA-M, 2020. - 249 c.Pexxumaocryna:
https://znantum.com/catalog/document?1d=354819

2) JloxymeHTarmoHHOE OOECTICUeHHE YIpaBJICHHUS TEepCcoHAIoM: YueOHOoe
nocobue/bynatr P. E. - M.: HULl UH®PA-M, 2019. - 234 c.Pexumuaoctyna:
https://znantum.com/catalog/document?1d=355024

3) beixora, T. A. JlokymeHTalimoHHOE OOECIEYCHUE YMPABICHUS HETOCY-
JApCTBEHHBIX OpraHu3aiuii : yueonoe nocooue / T. A. boikona, JI. B. Cankuna. —
2-e u3x., nepepad. u gomn. — Mocksa : UHOPA-M, 2020. — 302 c. Pexxum goc-
tyna: : https://znanium.com/catalog/product/1072260

4) @oHI OLEHOYHBIX M METOJAMYECKHX MaTepUATIOBIO  JUCIUILIH-
He«w/[oKxymenmayuonHoe obecneuenue ynpasieHusy.
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7.D0H/1 OLIEHOYHBIX U METOAMYECKUX MATEPHUAJIOB /IVIsl IPOBEACHUS IIPOMe-
JKYTOYHOI aTTecTAlluU 00yYAIOIIUXCH MO AUCIHUIINHE

Bonpocs! 1J1s1 MpoBeeHUs IPOMEKYTOYHOM aTTecTaluu (IK3aMeHa).
1. OGocHOBaHME HEOOXOAMMOCTH OOYYEHHUS JOKYMEHTAITMOHHOMY OOECIICUEHUIO
Y €r0 aBTOMaTHU3alluy;
2. IokyMeHTOo000poT B opranu3anuu. Pabora ¢ BXOAAIMMU JOKYMEHTAMU;
3. Knaccudukatopsl JOKyMEHTOB;
4. ®opMHpPOBAHUE U XPAHEHUE JIET;
5. PernamenTanus Ae100poOU3BOJICTBA;
6. [Ipezentanus. Ee hynkums n nHaznauenre. OCHOBHBIC DJIEMEHTHI;
7. OCHOBHBIE MOHATUS JOKYMEHTALIMOHHOTO OOeCIeueHus yIpaBiaeHus (J1ea0npo-
U3BOJICTBO, JOKYMEHTOOOOPOT, TOKYMEHT, PEKBU3HT, U JIp.);
8. OpraHu3alMoHHbIE TOKYMEHTHI. VX (yHKIMU M Ha3HaueHue. Y cTaB opraHu3a-
LHH;
9. OcHoBHBIE (PYHKITUU JOKYMEHTA;
10. Opranuzanmonssle JOKyMeHThl. VX ¢yHkiuu u Ha3Hauenue. llItaTHoe pacnu-
CaHMUe;
11. YHudukauus u cranaapTusanus 10KyMEHTOB;
12. OpranuzanuoHHble NOKyMeHTbl. X QyHkumu u HazHauenue. [[omKHOCTHas
UHCTPYKLHUSA
13. bnauk. [lonsitue 61anka. TpeOGoBaHus K 0POPMIICHHIO OJIAHKOB;
14. Pacnopsautensable JoKyMeHThl. X ¢yHkiuu u HazHauenue. [Ipuka3 mo oc-
HOBHOM JICSATEIILHOCTH;
15. PexBusur. [lonsitue pexBu3nTa, NOpsAI0K UX OPOPMIICHUS;
16. CnpaBoyHO-UH(GOPMAITMOHHBIE TOKYMEHTHI. VX (yHKIIUM 1 Ha3HAYeHUE. AKT;
17. TexHuueckue cpercTBa, UCHOIb3yEMbIE B 1E€IONPOU3BOJICTBE;
18. CripaBouHO-MH(pOpMaLIMOHHBIE TOKyMEHTHI. IX QpyHkumu u HazHaueHue. [Ipo-
TOKOJI;
19. biank. Buapl 6;1ankoB. OCoO€HHOCTH X 0(DOPMIICHHUS;
20. JlokymeHTO000pOT B Opranu3anuu. Pabora ¢ HCXoIAUMMH TOKyMEHTaMU
21. bnank. BapruaHTsl pacnonoXeHUs] peKBU3UTOB Ha OJIaHKAX;
22. IloaroToBka u nepepaya el B apXuB;
23. TlpaBuia opopmieHus AaT, HyMEpaluu CTpaHull, 0GOpMIICHUS TaOJIULl, MaTe-
MaTHYECKHUX (HOPMYII U COKpPALICHUI;
24. PacniopsiauTenbHble JOKYMEHThl. X pyHKIIMM 1 Ha3HAUeHHE. Y Ka3aHUE;
25.  JlokyMeHToOoOOpoT B opranu3anuu. [Ipoiuiecc KOHTPOJS UCTIOTHEHUS JOKY-
MEHTOB;
26. CnipaBouHO-UH(pOpMaLIMOHHBIE TOKYMEHTHI. VX (pyHkuuu u HazHaueHue. O0b-
SICHUTENbHAS U JOKJIaJ{HAS 3aIIUCKU;
27. JlokymMmeHTO000pOT B Opranu3anuu. Pabora ¢ BXOASIIMMU JOKYMEHTaMH;
28. PacniopsautenbHble JOKYMEHThL. VX pyHKIMK 1 Ha3HauyeHue. PacniopsikeHue
29. OCHOBHBIE MOHATHUS JOKYMEHTALIMOHHOTO 00€CTIeUeHUs YIIPaBJICHNUS;

13



30. CrpaBouHo-nH(}OpMaLIMOHHBIE TOKYMEHTHI. X pynkunu u HazHauenue. [Ipo-
TOKOJT,

IIpyMepHBbIe NPAKTHKO-OPUEHTHPOBAHHbIC 32 IaHUA
1. Obopmuth npHKa3 0 HA3HAYEHUU OTBETCTBEHHOI'O 3a oOpalieHue ¢ 01aH-
kamu npeanpusitus B coorserctBuu ¢ ['OCT P 6.30-2003
2. OpopMUTH MPOTOKOJI 3acelaHUs IKCIEPTHOW KOMHUCCHH B COOTBETCTBHUHU
¢ TUIIoOBOM MHCTPYKIIMEN IO AEJIONPOU3BOJICTBY
3. CocraBUTh CIyXEOHYIO 3alHCKy Ha TMOOIIPEHHE COTPYIHHUKA, MEPEBbI-
MOJIHMBILIETO IUIAHOBBIE MOKAa3aTEIn

[TonHbI KOMITJIEKT 3aJaHU U 3TAanoB (POPMHUPOBAHUS KOMIETCHLIUU TPEI-
craBiieH B DOHIE OLICHOYHBIX M METOJWYECKUMX MATEPHUANIOB JUIA NIPOBEACHUS
IPOMEXYTOUHOM aTTecTaluy O0y4arolMXCs M0 JUCLUILUIMHE, OPOPMIIEHHBIN OT-
JEINBbHBIM JOKYMEHTOM, IIPEJACTABIIEH B IPWJIOKECHUH 1.
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8. IlepeyeHb OCHOBHOM, 1ONOJTHUTEJIbHON YUeOHOH JIUTEPATYPbl, PeCypPCOB
HHPOPMAIIMOHHO-TEJIEKOMMYHUKANMOHHOM ceTH « MHTEepHET?», HEOOXOAMMBIX
JJISI OCBOCHHUSI JTUCUUIJIMHBI (MOTYJIs1)

a) HOpMATHBHbIE PABOBbIE AKTHI

1) Hatimonanensiii ctangapt PO I'OCT P 7.0.8-2013 "Cucrema ctaHaapToB
no uHdopmaiu, OUOIMOTEUHOMY U U3ATENLCKOMY Jeny. Jlenonponu3BoacTBO U
apxuBHoe Jien0. Tepmunsl u onpenenenus” (yTB. npukazoM deneparbHOrO areHT-
CTBa 10 TEXHUYECKOMY PETyJIMPOBAaHUIO U MeTponoruu ot 17 okrsaops 2013 r. N
1185-cT)

2)I'OCT P 6.30-2003 «YHuUDUIIIPOBAHHBIE CHCTEMBbI JOKyMEHTAIUU. Y HU-
dbunpoBaHHasi CUCTeMa OPTaHU3AIMOHHO - PACHOPAIUTEIHLHOW JOKyMEHTAIUH.
TpebGoBanust K 0POPMICHUIO JOKYMEHTOBY

3) TOCT P 7.0.97-2016 «Cucrema cranaaptoB 1o uHdopmaimu, 6udiImo-
TEYHOMY U U3JaTelibcKoMy Aeny. OpraHu3alMoOHHO-paclopsIuTebHas JOKYMEH-
tanus. TpeboBaHust K 0POPMIIEHUIO JOKYMEHTOBY

0) OCHOBHAasI JIUTEepaTypa:

1) JoxymeHTammonHoe obOecrieueHue ynpapieHus: YueOHoe nocoodue/ I'na-
muiE.B. - M.: Ul PUOP, HUL][ UH®PA-M, 2020. - 249 c.Pexumaocryma:
https://znanium.com/catalog/document?1d=354819

2) JloxymeHTarmoHHOE OOECTICUeHHE YIpaBJICHHUS TEpCOHAIoOM: YueOHOe
nocobue/bynar P. E. - M.: HUL| UH®PA-M, 2019. - 234 c. Pexumuaoctyna:
https://znantum.com/catalog/document?1d=355024

3) beikoBa, T. A. JlokyMeHTanMOHHOE OOECIEUCHUE yIpaBISHUS HETOCY-
JApCTBEHHBIX OpraHu3anmii : yaeoHoe mocooue / T. A. brikona, JI. B. Cankuna. —
2-e u31., nepepad. u non. — Mocksa : UHOPA-M, 2020. — 302 c. Pexxum noc-
tyna: : https://znanium.com/catalog/product/1072260

B) JONOJIHUTE/ILHAS JINTEpaTypa:

1) JoxymeHTallMOHHOE oOOeclieueHre YMNpaBJIeHUs MepcoHaNIoM: YueOHoe
nocooue/bynar P. E. - M.: HULl UH®PA-M, 2019. - 234 c.Pexxum noctymna:
https://znanium.com/catalog/document?id=355024

2)JlokyMeHTalMOHHOE 00€ecTIeueHrEe YIPaBIEHUs B COLUATBLHO-KYJIBTYPHOM
cepBuce u Typusme: YueoHoe nocodue / I'ymuna U. A., 3aiineBa H. A. - M.: Asb-
da-M, HUAI], NH®PA-M, 2015.Pexxum JOCTY-
na:http://znanium.com/catalog.php?bookinfo=489737

3)Kupcanosa, M. B. Kypc nenonpous3BoacTBa: JOKYMEHTAI[MOHHOE OOecIie-
yeHue ynpasieHus : yaeonoe mocooue / M.B. Kupcanora, FO.M. AxceHoB. — 6-¢
u3a., uctp. u gon. — Mocksa : UHOPA-M, 2020. — 257 c¢. Pexum goctymna::
https://znanium.com/catalog/product/1088888

r) pecypcbl cetu «AHTEpHET:

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

2) [denonpou3BOACTBO W JOKYMEHTOOOOPOT  HA  MPEANPUSITHH.

http://www.delo-press.ru/journals.php?page=documents
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3) KampoBoe  memompow3BOACTBO W TpyaoBoe  mpaBo.  http://hr-
portal.ru/rubric/kdp
4) DnexrponHas oubnuoreka HR-cnermanucros. http:// www.hrm.ru/
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9. MeToanueckne yKa3aHus JJisl 00y4aronuXxcsi 10 OCBOEHHUIO TUCHMILIH-
HBI(MO1YJIA)

CamocrosiTenbHas MOArOTOBKA 00yYarONIMXCsl TPOBOJIUTCSA AJI YIiTyOneHus
U 3aKperuIeHHs] 3HAHWM, MOJYyYEHHbIX Ha JICKIUAX W JPYTUX BUIAX 3aHATHM, JUJIS
BbIPA0OOTKM HABBIKOB CAMOCTOSITEILHOTO MPUMEHEHHUS HOBBIX, JOMOJHUTEIBHBIX
3HaHUH U MOJATOTOBKH K MPEJICTOSIINM YYECOHBIM 3aHSATUSIM, 3a4YETy.

BakHbIM yCJIOBHMEM YCIEIIHOTO WU3YYEHHUS NUCIUILIUHBI SBIISIETCS MOCEIIe-
Hue nekui. [lox mocemenrneM moapasymeBaeTcss He (popMa MaCCUBHOTO TIPHUCYT-
CTBHUS, a aKTMBHAs paboTa Mo M3y4eHUI0 HOBOro martepuaia. [loAroToBka Kk jek-
IMOHHBIM 3aHSTUSAM BKJIIOYAeT B ce0s aHalW3 MpEearaeMbIX JJIsi U3Y4YEHUS BO-
MIPOCOB, U3YYCHHE HOPMATUBHBIX HCTOYHUKOB U YUCOHOU M HAYYHOU JIUTEPATYPHI
10 paccMaTPHUBAEMBIM BOIIpOcaM JIeKIUU. B mporiecce nexkmmuu o0y9daroniuiicss Mo-
KET 3aJlaBaTh YTOUHSIONIME BOMIPOCHI, OCYIIECTBUTh B3aMMOCBS3b HOBOI'O Mate-
puaia ¢ yxe U3y4eHHbIM, MOATOTOBUTH 0a3y i 3P(HEKTUBHOTO MCIOIb30BaAHUS
MOJIYYCHHBIX 3HAHUM, OOJIETYUTH MOATOTOBKY K MPAKTUUYECKOMY 3aHATHIO. Dd-
(GeKTUBHBIM CIOCOOOM (PUKCAlMK JEKIMOHHOTO MaTepHalia SIBJsIEeTCS KOHCIEKTH-
poBaHue, MpeACTaBisionee co0oil HE TOJIbKO (PUKCALMIO BAXKHEUIIMX MOMEHTOB
JIEKIIMM, HO U yKa3aHWEe MPUMEPOB JJisi MOHHUMAaHUSl TOTO WM MHOTO TeopeTHde-
CKOI'0 Marepuasna.

[Ipu moAroTOBKE K MPAKTHUYECKOMY 3aHATHIO HEOOXOIWMO HCIOIH30BaTh
KOHCIIEKTUPOBAHHBIE MaTEPHAIIBI JICKIIUH, yUeOHYI0 U HAy4HYIO ITuTepaTypy. [los-
TOTOBKAa OTBETOB IO BEIHOCHUMBIM Ha OOCYKJICHHE BOTPOCAM MPAKTUUECKOTO 3aHs-
THS BKJIFOYAET B C€0S1 HE TOJBKO MPOUYTEHUE MaTepuasa, HO U €ro aHaju3 U KPUTH-
YECKYyI0 OIEHKY.. OOyuaromemycsi CIeAyeT BbIIBUTh MaJIOM3YYEHHbBIE ACHEKThI
paccMaTpUBaEMbIX BOIPOCOB, MPOSIBUTh WHUIIMATUBY MPU MOATOTOBKE K MPaKTH-
YECKOMY 3aHSTHIO.

[Ipy moAroToBKE K MPAKTUYECKUM 3aHATUSAMH M 3a4€Ty PEKOMEHAYeTCs
CHUCTEMAaTU3UPOBATh 3HAHUS, U300pakas UX B TAOJIUYHOM, IPaPUUECKOM UIIU CXe-
MaTUYHOM BHUJE. DTO MO3BOJUT YCTAHOBUTH B3aMMOCBSI3b M3y4aeMbIX SIBIICHUH,
YOPOCTUT 3ajadyy 3allOMMHAHHUS MaTepuala, OOJErdyuT MpPOLEecC MPaKTUYECKOTO
MPUMEHEHUS MTOJTYYEHHBIX 3HAHUM.

3amauell MPaKTUUECKUX 3aHATUN SIBIISETCS BBIPAOOTKA YMEHHUS HMCIOJIb30-
BaThb TEOPETUYECKUE 3HAHUS, MPOSBUTH HAJIUYUE NPAKTUUYECKUX HaBBIKOB. [lpu
MOTOTOBKE K MPAKTHYECKOMY 3aHATHIO CIIEAyeT 3a071aroBpEMEHHOTO 00eCIeYUTh
HAJIMYKME HEOOXOIUMO ISl JAaHHOTO 3aHATHS MaTepuaja, CaMOCTOSATEIHLHO MOBTO-
pUTbH paHee U3yUYECHHBIE TEMBI.

JIJIsl yCHIenTHOTO OCBOEHUS JAUCIHUILUIMHBI BAXKHBIM SIBIISIETCSI YMEHUE pado-
TaTh C TEPMUHAMH U UX ompeneneHusMu. s paboTel ¢ TepmuHonoruen 3¢ dek-
TUBHBIM SIBJISIETCSI MCIOJIb30BAaHUE KaK yuyeOHON M Hay4dyHOH JHMTEpaTypbl, Tak U
IOpUINYECKUX U GUIT0COPCKUX CIIOBAPEH.

PaboTa ¢ TepMHHAMH MOKET OCYIIECTBISATHCS Kak B (OpME COCTaBIICHUSA
COOCTBEHHBIX TEMAaTUYECKUX CIOBAPHUKOB ISl yIOOCTBA U CKOPOCTH MOUCKA HEOO-
xoaumoro tTepMuHa. C 3ToH 11eJIbI0 HEOOX0IUMO KaXKJIbI HOBBIM BCTPEUAIOIIUICS
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TEPMUH 3aMKUCHIBATh U BO BpEeMsI MOATOTOBKU K CEMHUHAPCKUM U MPAKTUYECKHUM 3a-
HATHSM YyKa3blBaTh COOTBETCTBYIOIEE ompejnesieHne. B ciiydyae BO3ZHUKHOBEHUS
CJIO)KHOCTH BBIOOpa OMpeeCHUsT U3 HMEIOIIErocss o0beMa B paMKax HaydHOTO
3HaHUS HEOOXOUMO 3a]1aBaTh BOIPOCHI MIPEMOAABATEII0 B paMKaxX JICKIIMOHHBIX U
MPaKTUYECKUX 3aHATHMH.

HNHTtepakTBHBIE (DOPMBI MPOBEACHUS 3aHATHN MO AUCHUIUIUHE «/[OKYMeH-
mayuoHHoe obecneyerue ynpaesieHus» BKIOYAIOT B ceOs CIeIyIONIUe BUIbI 3aHs-
TUH:

- MHTEPAKTHBHBIE JIEKLIMM, NPEAINOJIaraloT HCIOJBb30BAHHE METOAA MNPO-
onemHoro uznoxeHus. [lpu TakoM mMoaxoae NEKIKs CTAHOBUTCS MOX0XKEH Ha Jna-
JIOT, MPENOJaBaHNe UMUTHUPYET UCCIEAOBATENbCKUI NTpoLecC (BBIABUTAKOTCS NEP-
BOHAYaJIbHO HECKOJIBKO KIIFOYEBBIX IMOCTYJIATOB 10 TEME JIEKL[UH, U3JI0KEHNUE BBI-
CTpaMBaETCs MO NPUHILUITY CAMOCTOSITEILHOTO aHAM3a U 0000IEHUs CTyIEHTaMU
y4eOHOro Marepuana). ITa METOAMKA MO3BOJSET 3aMHTEPECOBaTh CTYJEHTA, BO-
BJIEYb €ro B Ipoliecc o0yueHus. [IpoTuBopeunss HAy4yHOro MO3HAHUS PAaCKpbIBa-
I0TCS TIOCPEJICTBOM TOCTAaHOBKM MpoOJieMbl. YueOHas mpobiiemMa U mpoOiemMHas
CUTYallMsl SIBIIIOTCS OCHOBHBIMH CTPYKTYPHBIMH KOMIIOHEHTaMHU MPOOJIEMHOTO
oOyuenus. [lepen HauanoM U3y4eHUs OIMpPEACIIEHHON TeMbl Kypca CTaBUTCS Mepe
CTyJIEHTaMH MPOOJIEMHBIN BOIIPOC WK JlaeTcs nmpodiieMHoe 3aianue. CTUMYIUpPYs
paspenieHue npoOJeMbl, MpenojaBaTelb CHUMAET MPOTHUBOPEUUS MEXKIY HUMEIO-
IIMMCS €€ MOHUMAaHUEM U TpeOyeMbIMHU OT CTyJeHTa 3HaHUSAMHU. D(P(HEKTUBHOCTH
TAKOro0 METOJa B TOM, YTO OTJENbHbIE MPOOJIEMBbl MOTYT MOJHUMATHCS CAMHUMU
cTyaeHTamu. [ 1aBHBIN yciex JaHHOTO METO/ia B TOM, YTO IMpernoaBaTeb J001Ba-
eTCsI OT ayIMTOPUHU «CAMOCTOATEIBHOTO PEIICHHUs» TOCTaBICHHON mpobsieMbl. Op-
raHu3anus npoOJIeMHOTr0 OOY4YEeHHS MPEACTaBISETCS TOCTATOYHO CIIOXKHOM, Tpe-
OyeT 3HAYUTENbHOM MOATrOTOBKH JiekTopa. OHAKO HA HAYaJbHOM 3Talleé MCHOJIb-
30BaHUs 3TOr0 METOJIa €r0 MOYKHO BHENIPATHh B CTPYKTYPY I'OTOBBIX, paHee pa3pa-
OOTaHHBIX JEKIHMA, MPAKTUYECKUX 3aHITUI KaK JTOTIOJHEHHE.

- TPYHNNOBBIE NUCKYCCHM, MPUMEHSIIOTCSA JJIsi 0OECleueHUs] HaBBIKOB KO-
MaHJHOW paboThl U MEXKIUMYHOCTHOW KOMMYHHUKALIMM W TPEJICTABISAIOT COOOM
OIICHOYHOE CPECTBO, MO3BOJISIONIEE BKIIIOUUTh 00YYarOIIMXCs B MPOLIECC 00CYXK-
JIEHUsl TIPEACTABICHHOW TEMBbI, MPOOJIEeMbl U OIIEHUTh UX YMEHHE apryMEHTHPO-
BaTh COOCTBEHHYIO TOUKY 3peHus. Kpome Toro, B Xxo/ie 3aHATUHN MPOBOJAATCS KPYT-
JIBI€ CTOJIBI IO 33JJaHHBIM TEMATHUKAM.

OueHoYHbIE U METOJAMYECKUE MATEpHAIIbl O TUCUUIUIMHE «/[oKymenmayu-
OHHOe obecneueHue ynpaesienusy npeactaBieHsl B DOMM.

[Ipy moAroTOBKE K MPOMEXKYTOUHOMY MM UTOTOBOMY TECTUPOBAHUIO HEOO-
XOJMMO M3YYUTh TEOPETUYECKUM M MPAKTUYECKUN MaTepuan. TecTOBbIE 3adaHus
(c mepeuHeM BO3MOKHBIX BapHAHTOB OTBETOB, CPEAN KOTOPBIX XOTS Obl OJUH OT-
BET SABJISIETCS] HEBEPHBIM) 00ECIIEUUBAIOT CTPYKTYPHOCThH MBIIIJICHUS, BBIHYK]ICH-
HOTO BBIOpaTh M3 NPEIJIOKEHHBIX BAapUAHTOB OTBET BCE MPABWIIbHBIE BapUAHTHI.
TecToBbIe 3a7aHUsl Ha YCTAHOBJIEHHUS COOTBETCTBHUS IMOJpPa3yMeBaIOT HEOOXOH-
MOCTb MPOSIBJICHUSI HE TOJILKO 3HAHMS yUeOHOTO MaTepuasa, HO U YMEHHS MpuMe-
HATh TpaBuia (GopManbHOW JOTMKHU. TecToBbIE 3aJaHMsl Ha YMNOPSAJOUYECHUE Ha-
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[paBJI€Hbl HA YCTAHOBJICHHE JIOTMYECKOM MOCIIEI0BATEIbHOCTH PACCMaTPUBAEMBIX
SBJICHUN (BPEMEHU CYIIECTBOBAaHUS SIBJICHUM, PAclONIOKEHUS CTPYKTYPHBIX dJe-
MEHTOB IIPaBOBBIX IOKYMEHTOB U T.I1.).

D¢ PexTUBHBIM CIOCOOOM 711 MOATOTOBKM K TECTHMPOBAHMIO SBIISETCS pa-
00Ta 00y4aroIIerocs Mo PEIICHUIO0 TECTOBBIX 3aJaHU, IPEJOCTABIECHHBIX IS ca-
MOCTOSITENIBHON paOoThl. Takke MpHU MOArOTOBKE K Takoil (opMe KOHTpPOJS 3HA-
HUM, KaK PpELICHUE TECTOBBIX 3aJaHHUH, CIELYET CaMOCTOSTENIBHO IOIBITATHCS
npopaboTaTh paccMaTpuBaeMble B TUCIUILUIMHE BOMPOCH! B ()OpPME COCTaBIICHUS
TECTOBBIX 3a/IaHUM.

[Ipy mOArOTOBKE K 3K3aMEHYCJIEAYET UMETh B BUJY, YTO OH SIBJSIETCS UTO-
roBoi (hOpMOIl KOHTPOJISL IO M3YUYECHHIO TaHHOW y4eOHOM MUCIUIUIUHBI. DK3aMeH
NO/IPAa3yMEBAET MAKCHUMAJIbHYIO KOHLEHTPALMIO 3HAHUM W YMEHUH, MpeanoJsa-
rarolux MOJHOE U3yYEeHNE MaTepraia JUCUUIIIIMHBI.

DK3aMeH HOpoBoAUTCA B (OpME YCTHOrO cOoOeceqOBaHMsI, BBIIOIHEHMS
NUCBbMEHHOTO 3ajaHus.Pemienne npenonasarenss 00 UTOTOBOW OLIEHKE IPUHMMA-
€TCs 110 Pe3yJIbTaTaM YCTHOTO OTBETA MUBBIIIOJHEHHOIO MIMCbMEHHOTO 3aJaHUSB 3a-
BUCHMOCTH OT IIKAJIbI OLICHKHU.

B xauecTBe MCTOYHMKA JOIOJIHUTENIBHBIX MAaTE€pUATIOB PEKOMEHAYETCA
[0JIb30BaThCsl MH(pOpMaALMEl OTKpPBITOro nocryna cetu Internet (maHHBIMM HH-
(OopMalMOHHO-IPABOBBIX U OOPAa30BaTEJIbHBIX MOPTAJIOB, O(PUIIMATIBHBIX CANTOB
MUHHCTEPCTB, BEIOMCTB, OTAEJbHBIX OpraHU3alHil, JAHHBIMH TOCYIapCTBEHHOMN
CTAaTUCTUKH, PE3yJbTaTaMHU HKCIEPTHO-aHAIUTUYECKUX 0030poB). Kpome Toro,
MOKHO BOCIIOJIB30BaThCSI BO3MOKHOCTSIMH CIIPABOYHO-TIPABOBBIX CHUCTEM, 0a3bl
KOTOPBIX COAEPKAT HE TOJIBKO TEKCT HOPMATUBHBIX AKTOB, HO U HAyYHbBIE CTaTbU
no pasnuuHbiM BonpocaM (Hampumep, CIIC «Koncynbrant Ilmrocy). Pekomenny-
€TCs TAKXKE UCI0JIb30BaTh 3JIEKTPOHHO-OMOIMOTEYHBIE CHCTEMBI.

MeToan4yeckue peKOMEeHAal UM 10 BBINOJTHEHHI0 KOHTPOJIBHOM padoThI.

Temy KOHTPOJIBHOI PabOThI CTYJAEHT BHIOMPAET U3 MPEIIOKEHHBIX BapHaH-
TOB. B rpynme He nOIyCKaercs BBINOJHEHUE HECKOJIBKUMHU CTYIAEHTaMU KOH-
TPOJILHOM paOOThI MO OJHOM U TOM K€ TEME.

KoHnTponbHas paboTa nznaraercs JOrM4ecKH MOCIEN0BaTENbHO, TPAMOTHO U
pa3z6opunBo. OHa 0053aTeIbHO JOKHA UMETh TUTYJIbHBIN JUCT. OH COAEPKUT Ha-
3BaHHE y4e€OHOro 3aBEACHMS; TUCLUIUINHBI, [0 KOTOPOH BBIINOJIHAETCS KOHTPOJIb-
Hasi paboThl; Ha3BaHUE TeMbl; (HaMUIIMIO, HHUIIMAJBI, YYEHOE 3BAaHUE M CTENEHb
npernoAaBaTesisi, BEAYIIEero JaHHYI0 JUCHUIUIMHY; (paMUIUI0, MHUIIMATIBI aBTOpPA;
CIELUATBHOCTbD.

Ha crnenytomem nucre mpUBOIUTCS COJIEP)KaHHWE KOHTPOJIHHOW pPabOTHI.
Ono BKIJIIOYAET B ce0si: BBeIEHNE, HA3BaHUE BOMPOCOB, 3aKIIOYEHHE, CITUCOK JIUTE-
paTyphl.

BBenenue nomkHO ObITH KpaTKuM, He Oonee 1 ctpanuubl. B HEM HeoOxonu-
MO OTMETUTh aKTyaJIbHOCTh TEMBI, €€ LIEJb U 3aJ1a4M, KOTOPbIE CTaBATCS B padoTe.
W3noxeHune Kaxxaoro BOIpoca HeoOX0JMMO HayaTh C HAIMCAHUS 3ar0JI0BKa, COOT-
BeTCTBYIOIEMY «ColepKaHUIO», KOTOPBIM JOJDKEH OTPaKaTb OCHOBHYIO CYTh
TEKCTA. 3ar0JIOBKU OT TEKCTA CJIEYET OTAEIATh MHTEpBaJIaMU. KaKIbIil 3ar0JI0BOK
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00s13aTeIHHO JTOHKEH TPEIIIeCTBOBATh HEMOCPEACTBEHHO CBOEMY TEKCTy. B Tom
cily4ae, KOrJla Ha O4epeHOM CTpaHMIle OCTAETCS MECTO TOJIBKO JIJISl 3aroJioBKa U
HET MEeCTa HU ISl OJJHOM CTPOYKHU TEKCTa, 3aroJIOBOK HYXHO MHUCATh HA CIIEAYIO-
1IEW CTPaHULIE.

N3naras Bompoc, KaxJaplil HOBBIN CMBICIIOBOM a03all HE0OXOAMMO HayaTh C
KpPacHOM CTpPOKHU. 3aKOHYUTH M3JIOKEHHE BOIPOCA CIEIYET BHIBOJOM, UTOTOM IIO
COJIEpAHUIO JAHHOTO pa3jiena.

N3noxeHue coaepkaHus BCel KOHTPOJIBHOW pabOThI TOKHO OBITH 3aBep-
IICHO 3aKJIF0YEHUEM, B KOTOPOM HEOOXOMMO J1aTh BHIBOJABI TI0 HAMTMCAHUIO Pabo-
ThI B LIEJIOM.

[Tocie OCHOBHOTO TEKCTa KOHTPOJIBHON pabOThl 003aTENbHO JOIKEH OBITh
MPECTABIICH CIIHCOK UCIOIb3YEMOU JINTEPATYPHL.

CtpaHuIbl KOHTPOJIBHOU PAOOTHI JOJDKHBI UIMETh HyMEpaIuio (CKBO3HYIO).
Homep cTpanuiibl cTaBUTCA BBEpXY B MpaBoM yriay. Ha TutynbHOM sHcTe HOMED
CTPAHMIIbI HE CTABUTCA.

OntumanbHbINM 00bEM KOHTPOIBHOM paboThl 10-12 cTpaHull MalTMHOMKMCHO-
ro tekcra (pasmep mpudra 14 TimesNewRoman ) depe3 moayToOpHbIN WHTEpBAI
Ha CTaHJApPTHBIX JucTax dopmarta A-4; momns: BepxHee —20 MM, HKHEE —20 MM,
neBoe —30 MM, mpaBoe —15Mm.

3arojoBKM CTPYKTYPHBIX AJIEMEHTOB KOHTpOsbHOM padoThl «COJIEPXA-
HUEy», «BBEJEHUE», «3AKJIIIFOYEHUE», «CIITMCOK UCIIOJIb30BAHHOM
JINTEPATYPbI» u HazBaHus KaXa0ro pacCMaTpuBaeMoOro BOMpoca paboThI Clie-
JyeT TedaTaTh MPOMHCHBIMA OyKBaMH, HE TMOAYCPKHUBAS, HE BBIACISS KUPHBIM
mpu(TOM C BEIPABHUBAHHUEM I10 IIEHTPY TEKCTa 6€3 TOYKU B KOHIIE.

B TekcTe KOHTPOIBHOM pabOTHI HE JOMYCKAESTCS MPOU3BOJIIEHOE COKPAIIICHHE
cioB (kpome obOmenpuHATHIX). [10 BceM BO3HUKIIUM BONIPOCAM CTYJEHTY CIEIyeT
oOpamaThCs 32 KOHCYJIbTAIIMEN K MTPEMNO/1aBaTEeIo.

Hywmepatus Tabnui 1 pUCYHKOB JIOJKHA ObITH CKBO3HOM 10 Bcel padoTe.

@opMyibl B paboTe HyMEPYIOTCS apaOCKUMH LU(PpaMu B MOPSIKE U3 MO-
cienoBarenbHOCTH. Homep ykaspiBaeTcsi ¢ IpaBOMl CTOPOHBI JHUCTa Ha YpPOBHE
(bopMyIIbl B KPYTJIBIX CKOOKaX, HallpuMep:

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

Nnmoctpanuu. WitrocTpaiuu ciieyeT pacrosarate B pabote HemocpeacT-
BEHHO MOCJI€ TEKCTa, B KOTOPOM OHHM YIIOMUHAIOTCS BIEPBBIE WM HA CIEAYIOLIEH
ctparuilpl. VmmrocTpauu ciaenyeT HymMepoBaTh apaOCKuUMH IudpaMu CKBO3HOMN
HyMepaluen.

Nnmoctpauiii MOTYT MMETh HAUMEHOBAHUE W TOSICHUTEIbHBIE JAHHbBIC
(mogpucyHouHblid TEKCT).CnOBO «PHCYHOK» M HaMMEHOBaHUE MOMELIAIOT IOCHE
MOSICHUTEHHBIX JAHHBIX M PACIIONAraloT CISIYIOIINM 00pa3oMm:

Pucynok 1 — Ctpykrypa ynpapieHus

Ecnu B paboTe npuBeieHa 0iHa WIUTIOCTpAIUs, TO €€ HE HyMEpYIOT.

Tabnuupl. TaOauIBl IPUMEHSIOTCS AJIs JTy4IllIed HArJIsSAHOCTU U CPaBHEHUS
nokasaresieid. TaOnuily pa3MemnaroT Mocjie NepBOro yInoOMUHAHUS O HEM B TEKCTE
TakKUM 00pa3oM, 4TOObI €¢ MOXKHO OBLIO YHUTaTh 0€3 MOBOPOTa padOThI WU C MO-
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BOPOTOM MO 4acCOBOW cTpenke. JlomyckaeTcs pa3MenieHne Ha CICAYIOUIEH, MOCIe
CCBUIKH, CTPaHUIIE, @ TPU HEOOXOAMMOCTH B MPUIIOKEHUH.

Ha3Banue TaOmuibl JOJKHO OTpaXkaThb €€ COJEp)KaHHE, OBbITh TOYHBIM,
KPaTKUM.

[Ipu opopmieHun TabIUIIbl B JIEBOM BEPXHEM YTy HAUMHAS C MPOMUCHOM
OykBBI UIIYT cJI0BO «Tabnuuay, naisee yepe3 TUpe CTaBUTCS €e HoMmep U 0e3 ald-
3aI[HOTO OTCTYTa MUILETCS 3ar0J0BOK TaOIUIIbI.

3aroioBoK (Ha3BaHWE TAOJHIIBI) CIEAYyEeT MHUCATh C MPOMUCHONW OYKBBI, 03
TOYKHU B KOHIIE. [IepeHOCHI U COKpalleHus CJIOB B 3ar0JIOBKE HE JIOMYCTUMBI.

Hanpumep:

Tabnuna 2 — Aunamuka uadusauuu B ctpanax CHIT

[Ipu mepeHoce yacTu TaOIUITBI HA IPYTYIO0 CTPAHUITY 3ar0JIOBOK ITOMEIIAIOT
TOJIBKO TIepea HadajoM Tabmumpl. Ham npyrumMm dacTsMu TUIIYT, HAMPUMED:
«IIpomomkenue Tabnuiel 2». Brinrouenrue B Tabnuiy oTaenbHOM rpadel «Equnu-
1[bl U3BMEPEHUS» HE JOMYCKAIOTCS.

3arosnoBok rpad M CTPOK TabJUIbI CIEIyeT MUcaTh C MPOMUCHON OYKBBI, a
110/13ar0JIOBKU I'pad — CO CTPOUHOU OYKBBI, HAIPUMED:

AKITMOHEpHBIE 001IeCTBa CebecTonmMocCTh, py0. 3a 1 T.

Top yToJb

[Toa3aronoBoK cienyeT mucaTh C MPONUCHOM OYKBBI, €CJIM IMOKa3aTelH
UMEIOT CAMOCTOSITEIbHOE 3HAUCHHE.

B KkoHIIe 3aroj0BOK U TMOA3aroj0OBOK TaOIMI] TOUKU He cTaBsAT. [lokazaTenu
B 3aroJiIoBKe rpad ykas3bIBalOT B €IUHCTBEHHOM YHCIIE.

Pa3nenenue 3aroloBKOB OOKOBBIX M Ipad JUaroHaJbHBIMHU JUHUSMU HE J10-
yCKAaEeTCH.

Ecnu Bce moka3arenu, npuBeaeHHbIE B rpadax TaOIUIbI, BHIPAKEHBI B O/I-
HOW U TOM XK€ eAMHUIIE U3MEpEHUs, TO €€ 0003HaueHue HEOOXOAMMO MOMEIIATh
HaJ| TaOIuUIIeH.

udpst B rpadax TabMIl JOHKHBI MPOCTABIATHCS TaK, YTOOBI pa3eibl Y-
ceJ Bo Bceil rpade ObUTH pactoiokKeHbl OUH NOJ ApyruM. B oaHo# rpade momk-
HO COOJIIOZCHO OJMHAKOBOE YHCIIO JACCITUYHBIX 3HAKOB ISl BCEX 3HAUCHUH BEJIU-
YUH.

Ha Bce TaGauIel JOJKHBI OBITh CCHUIKK B TEKCTE, IPU 3TOM CJIOBO «Tabiu-
11a» B TEKCTE MUIIYT COKPAIIEHHO, Harpumep: Tadi. 2.

[Ipu MOBTOPHBIX CChHUIKAX HA TAOJUIBI U WIUTIOCTPALIMM CIIETyeT YKa3bIBaTh
COKpAIIEHHO CJIOBO «CMOTpW», HAPUMEP: CM. TabJI. 2, cM. puc. 3.

@opMyIibl U ypaBHEHUS. YpaBHEHUS U POPMYIIbI CIEAYET BBIACIATH U3 TEK-
CTa B OT/ICJIbHYIO CTpOKY. Ecniu ypaBHEHHE HE yMEUIaeTcsi B OAHY CTPOKY, TO OHO
JIOJKHO OBITh TIEPEHECEHO JI0 3HAaKa PaBEHCTBA (=) WM MOCJE 3HAKOB (+), MUHYC
(-), ymHOXeHue (X) , neneHus (:) WK IPYyrux MaIIMHOMNUCHBIX 3HAKOB, MIPUYEM
3HaK B HayaJe CJeIyIoe CTPOKH MOBTOPSIOT.
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[losicHeHnne 3HAYEHUIl CHUMBOJIOB M YHCIOBBIX KO3()(PHUIIMEHTOB clieayeT
IPUBOJUTH HEMOCPEACTBEHHO MMOA (POpMyYIJION B TOW ke MOCIeAOBATEIbHOCTH, B
KOTOpPOM OHM JIaHbI B hOpMYyII€.

CchUIKM B TEKCTE Ha MOPSAKOBBIE HOMepa (GOopMys JAl0TCs B CKOOKax.

Hanpumep: BHII paccuutsiBaetcs o dhopmyiie (2).

[Ipumeuanus. CnoBo «IIpuMeuanue» cienyeT nedararb ¢ MPOMUCHON OyK-
BHI ¢ a03ara 0e3 1o UepKUBaHMS.

[Ipumeuanust B paboTe MPUBOAIT B TOM CIIydae, €CIM HE0OXOIUMBI MOsCHE-
HUSl WK CIPABOYHBIC TAaHHBIE K COJIEP)KaHUIO TEKCTa, TaONHIl WIH IpadUuuecKoro
MmaTepuaa.

[Ipumeuanusi cieqyeT HOMENIaTh HEMOCPEICTBEHHO IOCIE TEKCTOBOTO,
rpaduueckoro Marepuana Win K Tadiuile, K KOTOPIM OTHOCATCS 3TH MIPUMEYAHUS.
Ecnu npumedanue ogHo, To nociue cioBa «[Ipumeuanue» cieayer cTaBUTh TUPE U
npUMEYaHKe MevaTaeTcs ¢ MponucHor OykBbl. OJIHO MpUMEYaHUE HE HyMEpyeT-
csa. Heckonbko mpuMeuyaHud HyMepyloT N0 HOPsAKY apabckumu nudpamu 6e3
npocTaBlieHus TOUKU. [Iprmedanne k TabauIle MOMEMIAIOT B KOHIE TaOIUIIbI MO/
JuHUEH, 0003Havarone OKOHYaHUE TaOJIHIIbI.

[Tpumep:

[Ipumeuanue -

Heckonbko nmpumedanuii HyMepyeTcs 1o MOPsAKY apaOCKUMK HUPpPaAMH.

IIpumep:

[Ipumeuanus

1

2

bubnunorpaduueckue cCpUIKH, (CHOHCOK HCIONB30BAaHHONW JIUTEPATYyphl),
BKJIIOUEHHBIE B TEKCT paboThl. B coorBerctBuu ¢ 'OCT P 7.0.5 — 2008 BbIAEnsIOT
caeayroIme BUIbl OnororpaduuecKux CChlIOK:

— BHYTPUTEKCTOBAS;

— MOJCTPOYHAs;

— 3aTEeKCTOBasl.

B nanHBIX pekoMeHAaUMAX MpeiaracTcsi B TeKCTe paboThl MCHOJIB30BATh
3aTE€KCTOBBIE CCHUIKH.

bubnuorpaduueckyto CCbUIKY, MOJHOCTbIO BKIIIOUEHHYIO B TEKCT paboThI,
OpUBOAIT B 00beMe, HEOOXOJIMMOM JIJIs TOMCKA M MICHTU(PUKAIKUU JOKYMEHTa —
00BEKTa CCHUIKHU.

[IpaBuna onucanust OuOIMOrpadMuECKUX CCHUIIOK CIEAYIOIINE:

1. ABtop (dbamumnusi, uHUIMANB), TOUuKa. Eciu npousBeneHrne HamMcaHo 4e-
TBIPbMsI aBTOPAMH, OHU MEPEUUCIISIIOTCS Yepe3 3amsaTyio B ajadaBUTHOM MOPSIKE.
Ecnu mpousBeneHne HamucaHo MAThIO U Oojiee aBTOpaMu, TO yKa3bIBAIOT NEPBbIE
TpH, BMECTO (paMIIINN OCTalIbHBIX aBTOPOB CTaBAT «u 1p.». Hampumep: ConoBbe
['.1., Banos C.C., [IpoxopoB A.C. u mp.

2. Ha3Banwue npousBeieHUS MUIIETCS 0€3 COKPAIEHUS U KaBbIUEK.

3. Brixoaubie faHHBIE (MECTO M3AAHUS, U31ATEIBCTBO, TOJ U3/IaHUS) MTUIILYT
CIIEMYIOIIM 00pa3oM:
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3.1. Mecto u3ganusi — ¢ nponucHoi OykBbl, MockBa u Cankr-IletepOypr
nuiryTcst cokpamendo (M., CII16.), touka u aBoetoune (M.:, a npyrue ropojaa —
MOJIHOCTHIO, iBoeToure (Munck:), (Kues:). Hanpumep: M.: Dxonomuka, Capartos:
N3n-Bo CapaToBCKOro YHUBEPCUTETA.

3.2. HaumeHoBaHue U3aTENbCTBA MUIYT COKPAIICHHO, 0€3 KaBbIYEK, Yepes
sarsaTyro. Hanpumep: U3n-so MI'Y, Beicur. wik., T.11.

3.3. TlopsiakoBbIil HOMep u3AaHusl NUILYT cokpaiienHo (M3x.), mudpa ¢ co-
KpallleHHeM, HarpuMep: 3-e u3/l.

3.4. Ton u3naHus yka3bIBalOT HU(PPOH Oe3 JOMONHUTENbHBIX MOSICHEHUH,
Hanpumep: 1990, 1998 u T.4.

bubnmuorpaduueckne cChUIKM B paboTe Yalie MPUXOIUTCS JeNIaTh B TIEPBOM
rraBe. Ha mpuBoaumbie B TeKCTe paOOTHl IUTATHI WM YTBEPXKICHUS TOTO WIIA
MHOI'0 aBTOpa CJIEAYET MOCJE €ro MUTAThl (YIIOMUHAHUSA) HA 3aUMCTBOBAHHBIN HC-
TOYHHMK O0SA3aTEIBHO COCIATHCS IMyTEM 3aKIIOUYEHUS! B KBaJpaTHbIE CKOOKU HOMeE-
pa, MoJ KOTOPHIM MPOU3BEACHUE 3HAUUTCS B CIIMCKE MCIOJIB30BAHHOMN JIUTEpATy-
pBbI, a MpU HEOOXOAMMOCTH U HAa HOMEp CTpaHuIlbl, Hanpumep: [18, c. 125].

Ecnu ccpulky mpUBOIAT HA JIUTEPATypHBIM MCTOYHHK, CO3JAHHBIA OIHUM,
JBYMSI WK TPEMSI aBTOpPaMH, B OTCHUIKE YKa3bIBAIOT (DaMIIinM aBTOPOB, €CIU Ha
JUTEPaTypHBIA UCTOYHUK, CO3IaHHBIN YETHIPbMS U 00Jiee aBTOpaMH, a TaKxkKe, ec-
JIM aBTOPBI HE YKa3bIBAIOTCS, TO B OTCHUIKE YKA3bIBAIOT Ha3BAHWE MCTOYHHUKA, MPU
HEOOXOMMOCTH TH CBEJCHUS JOTOIHIIOT YKa3aHUEM TOJ1a U3JaHUS U CTPAHUIIBL.

CBezieHHs B OTCBUIKE PA3JEIISIIOT 3aIsITOM.

B Tekcre:

[[TaxomoB, ITeTpoBa].

B 3aTeKkcTOBOM CCBUIKE:

[TaxomoB B.W., Ilerposa I'.I1. Jloructuka. M.; IIpocnext, 2006, 232 c.

B otchuike momyckaeTcsi TakKe COKpalaTth JJIMHHBIC 3arjiaBusi, 0003Hadast
OIyCKa€MbI€ CJIOBA MHOTOTOYMEM C MPOOEIaMH 0 U TOCIIE 3TOT0 MPEAIUCAHHOTO
3HAKa.

B Tekcre:

[ unocodus KyIbTypHI ..., ¢.176].

B 3aTekcToBOM CCBUIKE:

dunocodus KyapTypsl U puitocodus HayKu: MPOOIEMBI U METOBI: MEXKBY3.
c6. mayus. 1p. / Capar. ['oc. yu-T; [ mox pen. C.®. MapteinoBuua] CapatoB: u3J-
Bo Capar. yH-Ta, 2006. 199 c.

Ecnu cchuiKy mMpUBOJAT HA MHOTOTOMHBIA ( MHOTOYAacTHBIA) UCTOYHUK, B
OTCBUJIKE TAK)KE YKa3bIBaeTCsi 0003HaYeHUE U HOMEp ToMa (BBIITYCKa, YaCTH U T.I1.).

B Tekcre:

[[lenumes, 4.1, ¢.17].

B 3aTeKkcTOoBOM CCBUIKE:

Henumes B.B. ®unocodus maremarnka. HoBocubupck: M3a-o HI'Y,
2002. 4. 1-2.

Cnucok HUCroiab30BaHHOM suTepaTypbl. CHUCOK JIMTEpaTyphbl JOJKEH CO-
JIEp’KaTh MEPEUYCHb BCEX MCHOJb30BAaHHBIX UCTOYHUKOB MPH BHINIOJIHEHUH U HAIH-
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canuu padotsl, U opopmieH B coorBerctBuu ¢ ['OCT 7.1-2003, a Takxe peko-
MEH/IyeTCsl HCTIOJIb30BaTh padoTy

«MHpopmalMoHHas KynbTypa chenranucra. Meroaudeckoe mocodue 1o
MOUCKY JIUTEPATYPHI, COCTABIEHUIO OMOIMOTrpaduuecKoro OnucaHus JOKyMeHTa U
0(OPMJICHUIO CIHMCKA HCIOJIb30BAHHBIX HMCTOYHUKOB K HAay4yHOW paboTe», u3Ja-
TesbcTBO JIOMD®, I"atunna, aBTop Ilogonbckas JI.H.

JluteparypHble UCTOYHUKH CIEIyEeT pacrnojaratb B aq(aBUTHOM MOpSIKE
(pamuninu aBTOpa MM HA3BAHUSA MUCTOYHUKA), XOTSI UMEIOTCS U APYTHE CIIOCOODI.

3aKOHO/IaTEbHbIE aKThl PUBOJATCS B Hayajle CIMCKA UCIOJIb30BAHHOM JIH-
TepaTyphl.

[TpuBenem npumepsl 0HOPMIIEHHS CIIHCKA UCIIOIB30BAHHOM JINTEPATYPHI:

1. ®enepanpubiii 3akon PO «O6 akumnonepusix obmectBax» // Poc. ras. -
1995.- 29 nexk.

2. I'epacenko B.II. IIporHo3upoBaHue U miaHUpOBaHUE SKOHOMUKU: [Ipak-
tukym / B.IL. I'epacenko. - M.: HoBoe 3nams1, 2006. - 192 c.

3. Cmupnsrud JI.B. OrneHka pervoHanbHbIX MOCIEACTBUN AESATENBHOCTU
benepabHOTO MPaBUTEILCTBA: PErMOHAbHAS dKCTepTr3a // PEeruon: 3KoHOMUKa U
corosiorus. — 2000. - Ne 2.

4. O630p otpacneit skoHoMuku PD // www.aksnews.ru.

B cnydae 3aTpyaHeHuss oopmIIeHHsI CIHCKA OTAENBbHBIX aBTOPCKUX KHUT
ClelyeT 0OpaTUThCS HEMOCPEACTBEHHO K HUM, TJ€ B Havajie WIA B KOHIIE KHUTU
JaeTcs ee TouHasi oubnuorpaduyeckas XxapakTepuCTHKaA.

[TocnenoBaTenbHOCTh KOMILJIEKTOBAHHUS PAaOOTHI: TUTYJIBHBIA JIUCT, COJEP-
YKaHuE, BBEICHHE, OCHOBHOM TEKCT, 3aKJIOYEHUE, CIUCOK HCIIOIb30BAHHOM JIUTE-
patypsl, npuioxenus (B T.4. [Ipunoxenune 1 — [Ipaktnyueckas yacts).

PaboTbI B uepHOBOM BapHuaHTE HE MPUHUMAIOTCSI.

CpoK BBINOJHEHUS KOHTPOJIBHON paboThl ONMpEAesieTcs MpernoaaBaTeieM 1
OHa JI0JKHA ObITh ClaHa HE MO3/HEE, YEM 3a HEJeI0 0 SK3aMeHa WM 3adera. B
Clly4ae OTPUIIATENIbHOM OIEHKH, CTYACHT JOJIKEH O3HAKOMHTHCS C 3aMEYaHHUSIMU
U, YCTpaHUB HEJIOCTATKH, TOBTOPHO C/IaTh pabOTy Ha MPOBEPKY.
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10. OcoGeHHOCTH OCBOEHUS JUCIHUNIMHBI IJIS] UHBAJIU/I0B M JIMI[ C OTPAHU-
YeHHBIMHU BO3MOKHOCTAMM 310POBbS

OOyueHue oOydYarouMxcsi C OrpaHUYEHHBIMU BO3MOXKHOCTSIMH 370pPOBbS
Py HEOOXOJMMOCTH OCYIIECTBIISIETCS HA OCHOBE aJalTUPOBAHHOW paboueit mpo-
IpaMMbl C MCIIOJIb30BAHUEM CHEIUATIbHBIX METOJ0B OOYYEHUS U JUAAKTUYECKUX
MaTepHaioB, COCTABJICHHBIX C YYE€TOM OCOOCHHOCTEW NMCUXO(DHU3NYECKOTO pa3BU-
THUS, UHIUBUIYATbHBIX BO3MOXKHOCTEN U COCTOSIHUS 3[]0POBbS TaKUX 00ydarouux-
cs1 (oOydarorerocs).

B mensx ocBoeHus y4eOHOW MpOrpaMMbl AUCIUIUIMHBI «/[OKyMEeHMayuoH-
Hoe obecneyeHue ynpagienusy WHBATUAAMHU M JIMLIAMU C OTPAaHUYCHHBIMU BO3-
MOXXHOCTSIMH 3710pOBbsi UTHCTUTYT 0OecrieunBaeT:

— ISl MHBAJIMJIOB ¥ JIUI] C OTPAHHUYCHHBIMUA BO3MOKHOCTSMH 3JI0POBbBS 10
3pEHHUI0: Pa3MENICHUE B JIOCTYIMHBIX IS OOYJaIOUTUXCs, SIBJISIONIUXCS CIICTIHIMU
WK cIaboBUIAIIMMU, MECTaX U B aJanTUPOBaHHOU (opme CrpaBOYHOM HHGOP-
Malliy O PACIMCAHUM YYE€OHBIX 3aHSTHI; MPUCYTCTBUE aCCUCTEHTA, OKa3bIBAIOIIIE-
ro o0yyaromemycss He0OXOIUMYIO0 TIOMOIIb; BBIMYCK aJbTEPHATUBHBIX (POPMATOB
METOJUYECKUX MaTEePHaIOB (KPYIMHBIN mpU(T vimm ayanodaiiibl);

— JUIsl THBAJIUAOB U JIMI[ C OTPAaHUYEHHBIMUA BO3MOXKHOCTSMHU 370POBbS 10
CITyXY: HaJiJIe)KallMMH 3BYKOBBIMHU CPEICTBAMU BOCIIPOU3BEACHUE HHPOPMALIHH;

— JUI1 WMHBAJIUIOB M JIUI[ C OIPAHMYECHHBIMU BO3MOXHOCTSIMH 370pPOBBS,
UMEIOINX HApYIIECHUS] OMOPHO-BUTATEIHHOTO ammapara: BO3MOXXHOCTh Oecrpe-
MSTCTBEHHOTO JIOCTYTA O0yJYaIOIMNUXCs B yUeOHBIC IOMEIIEHUS, TyaJIeTHbIE KOMHA-
Thl U IPyTHUE TIOMEIICHHUSI, & TAK)Ke MPEObIBAHNE B YKa3aHHBIX MoMenIeHus X. O0y-
yaroluecss U3 unciia uHBaKI0B U Jmi ¢ OB3 oOecrieueHbl ne4aTHBIMU U (WIIH)
AJIEKTPOHHBIMU 00pa30BaTEIBHBIMU pecypcamMu B hopMax, aJanTHPOBAHHBIX K OT-
paHUYCHUSAM HX 370poBbs. OOpa3zoBaHre OOYYAOMIMXCS C OTPAHUYCHHBIMUA BO3-
MO>XHOCTSIMH 3JI0POBbSI MOKET OBITh OPraHM30BaHO KaK COBMECTHO C JIPYTUMHU
00y4YarouMMucs, Tak U B OTACJIbHBIX TPYIINAX WIK B OTJAEIBHBIX OpraHU3alusIX
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11. Ilepevyenb MH(POPMAIUOHHBIX TEXHOJIOTH, MPOdeccHoHAIBLHBIX 0a3 1aH-
HBIX,HCII0JIb3YEeMbIX IIPH OCYLIECTBJICHHMH 00Pa30BaTeJIbHOIO0 NpoLecca 1o
AMCHUIIAHE (MOAYJII0), BKJIKOYAs NepedyeHb NPOrpaMMHOI0 odecriedeHusl U
HHGPOPMALMOHHBIX CIPABOYHBIX CHCTEM

[IporpaMmmHOE 0OECTICUCHUE:

1. Omnepammonnas cucrema (MicrosoftWindowsliponpuemapnas);

2. Takeroducusixnporpamm (MicrosoftOfficellponpuemapnas);

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

HNupopmaninoHHbIe CLIPABOYHBIE CUCTEMBI:

1) ABTOMarTu3MpOBaHHAS uH(pOpMaLMOHHAS OonbamoTevHast cucrema
Marc21SQL;
2) CmpaBouHo-npaBoBas cucrema «Koncynbrantllmocy

12. MaTepuajibHO-TeXHHYEeCKas 0a3a, He00OX0AuUMAas JIsl OCYIIeCTBJIEHUA 00-
Pa30BaTeJIbLHOIO Mpoecca no JUCHUIINHE (MOIYJII0)

Cnenuanu3upoBaHHble AYIUTOPUM:

VYyeOHast ayquTOpus ISl IPOBEIEHUS 3aHATUN CEMUHAPCKOTO TUIIA, KypCOBOI'O MPOEKTUPO-
BaHU (BBIOJIHEHUS! KYPCOBBIX paboT), TPYMIIOBBIX M WHAMBHUIYaIbHBIX KOHCYJIbTAIUM, Te-
KYIIETO0 KOHTPOJISL U MMPOMEXYTOUHOM aTTecTalliy / KOMIIBIOTEPHBIN Ki1acc / OMEIIeHNue JIst
CaMOCTOSITENIbHOM paboThI™

TexHnueckue cpeacrsa 00y4eHus1:

KOMITBIOTEP C MPOrpaMMHBIM oOeclieuyeHneM, yka3zaHHbIM B 11.11, moctynom k cetu «MHTep-
HET» M 00ECIIEYCHUEM JIOCTYIa B DJIEKTPOHHYIO HH(POPMAIIMOHHO-00Pa30BaTEIBLHYIO CPETY
Crnenuajau3upoBaHHbIe AYTUTOPUM:

VYyeOHast aynuTopus JUisl IPOBEICHUS 3aHITHI JIEKIMOHHOTO TUMA, 3aHSATHII CEeMHHAPCKOTO
TUIA, KYPCOBOT'O MPOEKTUPOBAHUS (BBIMOJIHEHHS KYPCOBBIX pabOT), IPYNIOBBIX U MHIUBH-
JTyaJIbHBIX KOHCYJIbTAIUN, TEKYIIETr0 KOHTPOJISI U MPOMEKYTOUHOM aTTecTanumn™
TexHuuyeckue cpecTBa 00yYeHHU:

MYJIbTUMEIUNHBIA KOMIUIEKC
KOMITHIOTEP C MPOTPAMMHBIM 00€CTICUeHHEM, YKa3aHHBIM B 1.1 1
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