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1. IlogcHuTENBLHAS 3aIIUCKaA

Kypc «/lokyMeHTalmoHHOE OOecreueHre YIpaBiICHUs» 3aHUMAET Ba)KHOE
MECTO IIpU MOATrOTOBKE OakanaBpoB 1o Harnpasiennio43.03.01 - Cepsuc.

PaGora ¢ mokymMeHTaMu BBICTyHaeT OJHONW U3 HamOOJIee BAKHBIX
COCTABIISIIOIIMX  JIESITEIbBHOCTH MEHEIKEPOB B  CEPBUCHOM  JEATENBHOCTH.
dopmHupoBaHUE y OOYYaIOIIMXCS CHUCTEMBbl 3HAHUH M YMEHUUA paboThl C
JOKyMEHTaMH,  HEOOXOJUMBIMU  JUJISt 3h(HEKTUBHOTO  yIIpaBJICHUS
CEPBUCHBIMIPENPUITAEM, CIOCOOCTBYET MOBBILICHUIO KAaue€CTBAa IMOATOTOBKU
0akanaBpOB JIaHHOTO HAIlpaBJICHUS.

[leapt0 OCBOEHHS AUCHUIUIMHBL  «JlOKyMEHTallMOHHOE oOOecreyeHue
YOPABICHUSD  SIBISETCAM3YYEHUE  CHCTEM  JOKYMEHTAllMH, OpraHu3alHiu
JOKYMEHTUPOBAaHHUS U JEJONPOU3BOICTBA, COCTABJISIFOLINX OCHOBY
MH(OPMAIMOHHBIX MPOLECCOB B CEPBUCE.

3ajgaun TUCHUIUINHBI:

* O3HAaKOMJIEHME CTYJEHTOB C 3aKOHOJATEIbHON W
HOpPMaTUBHOU 0a30i1, METOJUYECKUMHU Pa3pabOTKaMU U OCHOBHOM
HAY4YHOM JIUTEPATYPOH IO KYypCy;

*  UW3Y4YEHHE MPAKTUKU OPraHU3alMU JOKYMEHTAI[MOHHOTO
oOecrieueHusi YNpaBIEHUS Ha MPEANPUATUSX, OPTaHU3AIUAX U
YUPEKACHUIX CEpBHUCA.



2. [lepeueHs TUTAHUPYEMBIX PE3yJILTATOB OOYYCHHUS 1O TUCITUTLIHHE,
COOTHECCHHBIX C TUTAHUPYEMBIMH PE3yJIbTaTaAMU OCBOCHUS
o0pa3oBaTeIbpHONIIPOrPaMMBbI

JucuunnuHa «/{okymMeHTanoHHOe oOecreyeHe yrnpaBieHUsD) Y4acTBYET B
(OpMHUPOBAHUU CIIEAYIONIENH KOMIIETEHLINH (CIEAYIOINX KOMIETEHIUN):
CTpyKTypHBIE 3JIEMEHTHI KOMIIETEHIUN

Komnerenmmu NuaukaTopsl Jeckpuntopbl
VK-43 -  ocymectBisier] 3HaHuA: OCHOB JIOKYMEHTAJIBLHOTO 00ecIeueHus
JICJIOBBIC KOMMYHHKAallUU B ynpaB-
YCTHOH M THCHMEHHOMH| JeHHs TpeanpustueM c@epbl yclIyr; cocTaBa
(popmax Ha pycckoMm U (MiH)| OpraHU3AIMOHHO-TIPABOBOW,
VK-4- Crocoben MHOCTPaHHOM  SI3bIKaX MpPH| pacHOPSIUTEIBHOM, MH(pOPMaLMOHHO-
OCYILCCTBIIATD TPENIOCTABIEHUH YCITYT CIIPaBOYHOM, IJIAHOBOOTYETHOM
ACTIOBYIO JIOKYMEHTAIIUM, IPABUII €€ COCTaB-
KOMMYHHKAHUIO B neHus U opOPMIIEHUS; YMEHHsS: OINpPENENATh
yCTHON 1 COCTaB, CTPYKTYpY u coJiepKaHue
MHCEMEHHOM (opmax JOKYMEHTaIUH, o0ecTeYnBarOIIEH
Ha rocyAapCTBEHHOM OPraHu3alMIoO MPOLECCa CEPBUCA; ONPENEIIATh
a3plke  Poccuiickon BHJIbI YNPABJIEHYECKUX JTOKYMEHTOB C YYETOM
denepanyu u OCOOCHHOCTEH Cdepbl YCIyTr; COCTaBIATh H
MHOCTPaHHOM(BIX) opOpMIISITH JCNOBBIC THCHMA, IOKIAIHBIC H
A3BI- CiTyeOHbIe 3aliCKH, OTBEYATh
ke(ax) Ha Kaso0bl motpeduteneit Hasbiku:
pa3paboTku Habopa OpraHU3aIMOHHO-TIPABOBOM,
pacropsAuTensHOH, WHPOPMAMOHHO-
CIIPABOYHOM, MJIAHOBO-OTYETHOM JIOKYMEHTAIlUU B
Iponecce opraHusanuu CCpBHCHOﬁ ACATCIBHOCTH,
CHCTEMAaTU3allud  JOKyMEHTAIlMK B  IIPOIECCe
CEpPBUCHOM 1€ TENIbHOCTU
[IK-1 - Cnoocoben [[IK- 1.4 — OcymiectBisieT| SHAHUS:




OCYIIECTBIISATh
CTpaTeruuecKoe
TaKTUYECKOE
yIpaBlicHUE
JenapraMeHTaMu
(cmy>x6amu,
OT/IeTIaMu)

u

OpTaHU3aIHIO u
TUTAHUPOBAHKE
NesITeTIbHOCTH
nernapTaMeHToB  (CIyxo0,
OTIENIOB)  TOCTHHUYHOTO|

KOMIUTIEKCA U MPEANPHUSTHS
00IIECTBEHHOI'O IIUTAHUS

OCHOBHBIX BUJIOB JIOKYMEHTOB,
00eCTIeYrBarOIIINX OpraHu3aIUIo u
TUTAHUPOBAHHE JICATEIHLHOCTH JIEMapTaMEHTOB
(cityx0, OTZI€7I0B) TOCTUHUYHOTO KOMILIEKCA U
PETPUITUS

OOIIeCTBEHHOT'O TUTAHUA,

[TpaBui opraHuzanuu JOKYMEHTOOOOpOTa Ha

IPEMPUATHH ChHeEPBI OPCANPUATHUAX TrOCTCIIPUUMCTBA u
FOCTCIIpUMMCTBA U OOIIIECTBEHHOT' O IIUTAHUS; Y MCHUS:
OOIIECTBEHHOTO Cucrematu3upoBaTh OCHOBHBIE
IATAaHHA BHUJBIJOKYMEHTOB, o0ecIeunBaronnx
OpraHU3AIMI0 W TUIAHUPOBAHHE JEATEITHHOCTH
JlerapTaMeHTOB (cmyx0, OT/JIEJIOB)
TOCTUHUYHOTO KOMIUIEKCAa U MPEANPUATUS
OOLIECTBEHHOTO MHTaHUs; AHAIU3UPOBATH
OpraHU3aLHIO JIOKYMEHTO0000poTa Ha
MPEINPUITUIX TOCTEIPUUMCTBA U
00111eCTBeHHOr0 TTuTanus; HaBbiku:
CocraBnenust 1 oOpMIICHUSI OCHOBHBIX BHIOB
JIOKYMEHTOB, 00€CMEUMBAIOIINX OPTaHU3AIUIO
u IJIaHUPOBAHKE NEeSATEbHOCTH
JIeTIapTaMEHTOB (cmyxO0, OT/ICJIOB)
TOCTUHUYHOTO KOMIUIEKCA U TMPEATNPUATHS
OOIIECTBEHHOTO ITUTAHM,
CobmroieHust mpaBWil JOKYMEHTOOOOpOTa Ha
MpEeANPUATHSIIX rOCTENPUUMCTBA u
0OIIIECTBEHHOT'O TTUTAHMS;
[1K-3 - Criocoben I[IK — 3.1 — Opranmsyet| 3HaHUS:
OpraHn30BbIBATH CHUCTEMHBIN KOHTPOIIb, OCHOBHBIX JOKYMEHTOB, HEOOXOIWMBIX s
CUCTCMHBIN OHM3HEC-TIPOIIECCOB OpraHu3aliy BHYTPHU(PUPMEHHOTO KOHTPOJIS;
KOHTPOJIb .
P NemapTaMeHToB  (CTyx6,| Y MCHHS:
Ousiecnpoueccos, ii| CucreMaTu3upoBath MH(OPMALIHIO
0 JesiTelnb
PECYPCOB,  KauecTna OTJIEJIOB) MPEATPUATHN p P Lé i
Yy 4 |maTamms u HOCTHUCTIAPTAMEHTOB (cmyx0, OT/ICJIOB)
FOCTUHAYHOTO KOMITJIEKCAa ©  MPEIIPUSITHS
o0cIy>KrBaHus, TOCTETIPUIMCTBA
0OIIIECTBEHHOTO MATaHUS c LEbIO
MPOBOANUTH  OLIEHKY
OpraHHu3aIu
3¢ (HeKTUBHOCTH
BHYTpU(DUPMEHHOTO KOHTpOJIst;, HaBbIku:
GYHKIIMOHUPOBAHUS
CocraBneHus OCHOBHBIX JIOKyMEHTOB,
JlenapTaMeHTOB
HEOOXOTUMBIX TUISE OpraHHU3aIiH
(cmyk0,  OTHEINOB)
. BHYTPU(PUPMEHHOTO KOHTPOJIS;
MpEANPUATHIA
rOCTETIPUUMCTBA U
00IIECTBEHHOTO
MUTAHUS




3. MecTo MUCHIUIUTMHBI B CTPYKTYpE 00pa3oBaTEIbHONU MPOTPaMMBI

«/lokymMmeHTaumoHHOE O0OecrneueHrne yNpPABICHUS SBISAECTCA IUCUUILIMHOM

qacCTH, (bOpMI/IpyeMOﬁ Y4aCTHUKaMHU 06p330BaTeJ'IBHBIX OTHOHICHHfII[J’IH
MOATOTOBKU CTyAeHTOB 1o HanpasieHuto 43.03.01 — Cepsuc.
I[MpenuiecTByOMINE [Mocnenyrormue
JUCLUILTAHBI (MOJTY- Aucuunmunbt (Mojtyn), JUCLUIUIMHBL (MOYJIH),
1), IPAKTHKH yueGHoro| PAKTHKH y4eOHOro niana, B MPAKTHKAY-
- KOTO-
Iagp an, B EoT PBIX KOMITETEHIINS OCBANBACTCS
KOMIICTCHIIMH prix oepapate napauIeIbHO C U3y9IaeMOoi HEOHOTO IIaHa, B
KOMICTCHIA N KOTOPBIX OCBanBa-
JMCIUATUTHHOM
€TCSl KOMITETEHIIUS
Pycckuil 361K U Ynpasiienue
KyJIbTypa pe4un KOMMYHUKATUBHBIMHU T1pOU3BOACTBEHHAS
mpoueccaMu /YestoBek U ero MpaKTUKa
WNHOCTpaHHBIN S3bIK NOTPEOHOCTH (peauIIIOMHAs )-
VueGHast IpaKTHKa ITpou3BOICTBEHHAS TIPAKTHKA
(O3nakomuTENBHAS (cepBucHast)
IIPAKTHKA)
YK-4

NHocTpaHHbIN SI3bIK
JIEIIOBOTO OOIIEHUS
/MIHOCTpaHHBIH SI3BIK B
npodeccuoHaIbHOU
JesITeNbHOCTU

[IponsBoacTBeHHAs
IIPAaKTUKa
(opranu3anuoHHO-

yIpaBiieH4YecKast)




IK-1

OCHOBBI (PHHAHCOBOTO,
OyXraJiTepcKoro u
CTATUCTUYECKOTO y4eTra
B cpepe rocTenpruuMcT-
Ba U Ha NPEAIPUATUIX
HHUTAHUS

[IporpamMmHoe oGec-
IICYCHUC U
aBTOMAaTH3aLUs
JEATeITbHOCTH
NPEINpUATHIA TUTAHUSA
N T'OCTCIIPUHUMCTBA

Teopust opraHu3aIu
1 OpraHU3alMOHHOE
oseeHue/
Crparerndyeckuii Me-

MapkeTHHTOBbIE KOMMYHHKa-
un/ YTpaBlieHHE KOHKYpPEHTO-
CIOCOOHOCTBIO MPEANPUATHUS

OTteyecTBEHHBIN U 3apyOSKHBIN
OTIBIT OKa3aHHs yCIyT
OOIIECTBEHHOTO MTUTAHUS U
TOCTETIPHUMCTBA

[Ipon3BoACTBEHHAs MPAKTUKA
(CepBucHas pakTHKa)

buznec-mianupoBanue

Tpynosoe npaso

OTeuecTBEHHBIN U
3apyOEKHBINA OTIBIT
OKa3aHUs yCIyT
0OIIIECTBEHHOT'O IIUTA-
HUS ¥ TOCTCTIPUMMCTBA

busnecnuianupoBanue

HEJDKMEHT

[IpousBoacTBeHHAs
MIPaKTHKA
(OpranuzaimoHHO-
yIpaBJeHYECKas
MIPaKTHKA)

Opranuzanuys u
IUTAHUPOBAHUE JESTEIb-
HOCTH TPEIIPUATUI
cepBHca

CoumanbHOKYIbTypHas
NEesITeNIbHOCTh B chepe
rocre-
MPUUMCTBA U
0O0IIIECTBEHHOTO
MUTaHUS

Yupasnenue
MIEPCOHAJIOM B
npodeccuo-
HaJbHOU JesSTEeNbHO-
CTH




[1K-3

Teopus opranu3anuu u
OpraHU3aIMOHHOE
noBenenue / Ctparte-
TUYECKUN MEHEIKMEHT

TexHUYEeCKUE cpecTBa
1 TCXHOJIOTHUHA B
cdepe rocTenpPUUMCT-
Ba U OOII[ECTBEHHOI'O
IIUTAaHUA

Opranuzanus u
TJIAHUPOBAHHE ICATEIb-
HOCTHU TIPEIIPHUITHIA
cepBuca

[IpaBoBoe
peryinupoBaHue B cdepe
rocTe-
MPUUMCTBA U
00LIIECTBEHHOT'O
TUTAHUS
[IpousBoacTBeHHas
npaktuka (CepBucHas
IIPAKTHKA)

VYnpaBneHne KaueCTBOM yCIyT U
oOciry>)kxuBaHus B c(hepe rocre-
MPUMMCTBA U OOIIECTBEHHOTO

MUTaHHS

JlokymMeHTaunoHHOE
o0ecrnieueHre yrnpaBieHHs

CepBuc B HHAYCTpUH
OOIIECTBEHHOTO TUTAHUST/
Pecropannsiii 6u3Hec

CepBuc B MHIyCTpUU
rocrenpuuMcTBa/ ['OCTUHUYHBII
OusHec

CepBuc B MHIyCTpUHU
OOIIIECTBEHHOTO IH-
tanus/ Pectopanusiii

OusHec

4. O0beM TUCIUTUIMHBI (MOIYJIS) B 3aYETHBIX €IMHUIIAX C YKA3aHUEM KOJIMYECTBA
aKaJeMUYECKUX WM aCTPOHOMHYECKUX YacOB, BBIJICJICHHBIX HA KOH-
TaKTHYIO paboTy 00yUaroIIMXcs ¢ mpenoaaBaTesaeM (1o BuaaM yIeOHBIX 3aHSATHH)
¥ Ha CaMOCTOSTEIBHYIO pab0Ty 00yUaromuxcs

yaeOHOM JUCITUTUTHBI
cocTaBiIsieT 4 3a4yeTHBIC

O6mas TPYAOEMKOCTh OCBOCHUS
«JlokyMeHTaIlMOHHOE OO0EeCIICUCHHE YIIPaBICHUS
enquHALLIUIN 144akageMuyecKkuxdaca.

Kypce Ne KZP ca Bcero, ak.qacoB
OO0miast TpyJ0€MKOCTh (BCETOaK. 4acoB / 3.€11) 144/4 144/4
Jlexnuu 6 6
KonrakTHas padota
[TpakTHueckue 3aHATHS 8 8
CamocrositenpHas padbora 121 121




Bua npomexxyTouHoi
aTTeCTalluM
(KOHT.pab.**/ caMocCT.

paob.)

DOK3aMeH

0,5/8,5

5. ConepxaHue TUCUUILIUHBI (MOAYJIs), CTPYKTYPHPOBAHHOE 10 TEMaM
(pazgenam) ¢ ykazaHueM OTBEJICHHOIO Ha HUX KOJIMYECTBA aKaJeMUUYECKUX UITH
ACTPOHOMHUYECKHUX YacOB U BUJOB YUEOHBIX 3aHATUI

HaumenoBanue paznena
JUCUUILUTUHBI (TeMa)

TpynoemMkocThb

KonTakTHas
pabora

BCero

nexkumm

MPaKTHUY. 3aHATUA

Nabop.3aHATUA

camocT. paboTa

Coneprxanue

N
=

<

o
<)

OCHOBEI
JIOKYMEHTAI[AOHHOT'O
obecnieyeHus
OpraHu3aIH
CEpPBHUCHOU
JIeITEIIbBHOCTH

33 1 2

30

[Tonsatne o
CBolicTBa,
byHKIIUN
Mertobl u
JOKYMEHTUPOBaHUS.
HopmatuBHOMETOIMUECKAs
0aza  JIOKYMEHTAIIHOHHOTO
oOecriedeHns:  yIpaBJICHUS
NeSITeIbHOCTbIO OpraHU3al|U
CEpPBHUCHOI JIEATEIIbHOCTH.
Bunst YIIPaBIECHYECKUX
JOKYMEHTOB, HEOOXOIUMBIX
JUISL  ONKACAaHUSI  Pa3IMYHBIX
YIIPABJICHUYECKUX  JEHCTBUM.
Yuudukanus u
CTaHIapTU3ALM
nokyMeHToB.  [lonstue wu
COCTaB  peKBU3UTOB.DOpPMBI
JOKYMEHTaluu JUISt
pa3paboTku CEPBHUCHOTO
MPOJYyKTa

JTOKYMEHTE.
MIPU3HAKH,
JIOKYMEHTA.
CII0COOBI

10




Cucrembl
JIOKyMEHTAITNH,
obpasyromuecs B
Mpoliecce yNpaBliCHUS
JIeATEIIEHOCTRIO
OpraHu3aluin
CepBU-

ca

cepsl

33

30

Cocras, CTpYKTypa u
coJiep’KaHue JOKYMEHTAI1H,
oOecrieunBaroeit
OpTaHU3AIHIO
cepsuca.Cocran
OpraHU3aIMOHHOIPABO-
BOW,paciopsAUTEIbHOM,
MH(POPMALIMOHHOCTIPABOYHOM
, IUTIAHOBOOTYETHOM
JOKYMEHTAIlK, TpaBuia eé
COCTaBIJICHUS 1 OPOPMIICHHS
OcoGenHoctu
JOKYMEHTO000pOTa B CEpBHCE

ﬂOKyMGHTaHI/IOHHOC

34

30

Oobmas XapaKTepUCTHUKa

obecrieueHne
yIpaBiIeHUS
MIEPCOHAIIOM.

KaJpOBOTO cocTaBa
npennpusatus.  OpraHuzanus
JOKYMEHTAIHOHHOTO
obecrieyeHus:  JI€ATEILHOCTH
KaJpOBOH CITY>KOBI
PEINPUATHS cepBuca.
Opranmsanust ~ paboTel €
KaJIpoBOH JOKyMEHTALUEN.
OCOOEHHOCTH HUCHOJIB30BaHUS
cetn VIHTepHET Ui pemnieHus
3a1a4 KaJpOBOTO
JIeJI0TIPOU3BO/ICTBA.
OdopmiieHne 1enoBbIX MHCEM,
JOKJIAJHBIX U  CIIy’)KE€OHBIX
3aIlUCOK, OTBETOB Ha >Kajo0bl
norpedureneil.

Opranuzanus

JIOKYMEHT0000pOoTa

35

31

Opranuzanus
JIOKyMEHTaMHU.
CucreMaTu3amnus
JOKYMEHTallul B  Tpolecce
CEpPBHUCHOI

nesitensHocTH. DOpMUPOBaHKE
u odopmiienue hi(Sh)
DkcnepTusa LEHHOCTH
JIOKYMEHTOB, MOATOTOBKA
JIOKYMEHTOB K XpPaHEHHUIO.

paboThl c

DOK3aMeH

0,5

8,5

Hroro

144

8,5

129,5

11




6. [lepeueHp yueOHO-METOANIECKOTO OOSCIICUSHHUSI 11T CAMOCTOSTEIIBHON paOOThI

00yyJaromuxcst Mo JUCHUILUTHHE (MOJIYJIIO)

No Bunpl camoctosTensHON paboThI Tpynoemkocts, | Dopma KOHTPOJIS™*
aK.4achbl
1. IIpopaboTKka TeOpeTHUECKOTO
N Koncynbranus
MaTepHala 1o KOHCIEKTaM JIeKIHH,
. npernoaBaress,
PEKOMEHIOBaHHOM JIUTEpaType, 40 THO
TH
JIOTIOJTHUTEIBHBIM UCTOYHHKAM M
cobeceoBaHme
uH(popManun
2. [ToaroroBka K NpakTUYECKUM Brictynuienue ¢
3aHATHSIM: TIOMCK HEOOXOAMMO JIOKJIA/IOM,
uHpopmanuu, oopadboTka nHpopmanuy, 40 Mpe3eHTalUs,
HaMUCaHMe JTOKJIa/a, MOAr0TOBKA K OTBETHI HA
BBICTYIUICHUIO JUCKYCCUOHHBIE
(muckyccun) BOIIPOCHI
3. IToaroToBKa K TEKYIIEMYyKOHTPOJIIIO
(TecTMpOBaHUE W/UIM HAITCAHUE 41 Tectsl, pedepats
pedepara)
4. [ToaroroBka K mpoOMeEXyTOYHOU YcerHoe
aTTeCTalUU 8,5 cobeceqoBaHueE,
(BOTIPOCHI K IK3aMEHY, UTOTOBBIN TECT) TECTUPOBAHUE

st caMocTosITeNIbHOM paboThl MO JAMCHMIUIMHE (MOIYJI0) oOydaroniuecs

HCIIOJIB3YIOT CIIEYIoLEee yueOHO-METOUUECKOE 00eCTIEYeHHE:
1)  JlokyMeHTanMoOHHOE oOOecreYeHue

yopaBieHus:  YueOHoe

nocobue/ 'maguitE.B. - M.: U1l PUOP, HUI] MHDPA-M, 2020. - 249
c.Pexxumpaocrtyna: https://znanium.com/catalog/document?id=354819
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Nk Wb

11.
12.

13.
14.

2)  JloKyMeHTallMOHHOE OO0eCreYeHHe YIPaBJICHUS IEPCOHAIOM:
VYuebnoe mnocooue/bynar P. E. - M.: HUIl UHDOPA-M, 2019. - 234
c.Pexxumpaocryna: https://znanium.com/catalog/document?1d=355024

3) beikoBa, T. A. JIOKyMEHTallUOHHOE OOECIIEYEHHE YIPABICHUS
HErOCyJapCTBEHHBIX OopraHu3anuii : yaeonoe mocodue / T. A. beikosa, JI. B.
Cankuna. — 2-e u3j., nepepad. u gon. — Mocksa : UHOPA-M, 2020. —
302 c. Pexxum nmoctyma: : https://znanium.com/catalog/product/1072260

4)  ®oHA  OINEHOYHBIX H  METOJUYECCKUX  MaTCPHUAJIOBIIO
TUCIHILTNHE« JJOKyMEHTAITMOHHOE 00ECTICUCHUE YIIPABICHUS.

7.CDOHI[ OOCHOYHBIX U MCTOAUYCCKHUX MATCPUAJIOB IJIAA IIPOBCACHHA
HpOMe)KYTOIIHOfI aTTcCTalnu 06yqafomnxc;1 10 AUCHOUIIIINHC

Bormpocs! 11 npoBeAeHUs IPOMEXKYTOYHOM arTecTauuu (3K3aMeHa).
O6ocHOBaHKME HEOOXOAMMOCTH O0YUYEHUS TOKYMEHTAIIMOHHOMY 00ECTICUCHUIO
¥ €r0 aBTOMaTHU3allnu;

JIokyMeHTOOO0pOT B opranu3zanuu. Pabora ¢ BXOASIUMH IOKYMEHTaMU;
KrnaccudukaTopbl JOKyMEHTOB;

dopMUpOBaHUE U XPAHEHUE JIET;

PernamenTarus 1e10mnpon3BOICTBA;

[Ipesentauus. Ee pynkius u HazHaueHue. OCHOBHBIE JIEMEHTHI,

OCHOBHBIE  TOHATUS  JIOKYMEHTAIIMOHHOTO  OOecredeHHsl  yIpaBlICHUS
(1eIonpOou3BOJICTBO, TOKYMEHTOOOOPOT, JOKYMEHT, PEKBU3UT, U JIp.);
OpraHuzalluoHHble JOKYMEHTHl. MX @QyHKuMM U Ha3HaueHHe. YCTaB
OpraHu3allNy;

OcHOBHBIE (PYHKIIUU JOKYMEHTA,

. OpranuzauvoHHble JOKyMeHTbl. MX @yHkuum wu HazHauenue. llltatHoe

paclucaHue;

VYHudukanus u ctanaapTU3alys J0KyMEHTOB;

OpranuzaiinoHHble JOKYMEHTHI. VX QyHkumuu u HazHaueHue. [lomkHOCTHas
WHCTPYKILIHS

bnaunk. [Tonarue 6manka. TpeboBanus k ohopmiieHHIO OJIAHKOB;
Pacnopsaurensubie gokymeHtol. Mx ¢yHkuum u Haznadenuwe. Ilpukas mo
OCHOBHOMH JI€ATEIILHOCTH,
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15.
16.
17.
18.

19.
20.
21.
22.
23.

24.

26.

27.
28.
29.
30.

PexBusurt. [lonsaTue pekBu3uTa, NOPSI0K UX 0QOPMIICHHUS;
CnpaBouHO-UHPOPMAITMOHHBIE TOKYMEHTHI. VIX pyHKIIMM 1 Ha3HAYEHUE. AKT;
TexHuyeckue cpencTsa, UCIONIb3yEMBIE B IETOIIPOU3BOICTBE;
CnpaBo4yHO-UH(POpPMALIMOHHBIE JOKYMEHTBl. MX ¢GyHKIMM W Ha3HAyYEHUE.
[IpoToxou;

bnank. Buast 6;1ankoB. OcoOeHHOCTH UX 0(OPMIICHHUS,

JlokyMeHTO0O0pOT B opranuzanuu. Pabora ¢ uCXoasuMu JOKYMEHTaMU
bnank. BapuanTsl pacnonokeHusi peKBU3UTOB Ha OJIAHKAX;

[ToaroroBka u nepegaya A€l B apXuB;

[IpaBuna odopmieHus nat, Hymepaluuud CTpaHUl, OQOpMIICHUS TaOHIl,
MaTeMaTU4YecKUX GOpMyI U COKpaLICHUH;

Pacniopsautensupie nokyMeHThl. X (QyHKIIMM ¥ Ha3HavyeHHeE. YKazaHue; 25.
JlokymeHnToo60poT B opranuzamnuu. [Iporecc KOHTpOJSI  HUCTIOTHEHUS
JNOKYMEHTOB;

CnpaBoyHO-UH(POPMALIMOHHBIE JOKYMEHTBl. MX ¢QyHKIMM W Ha3HAayYEHUE.
OObsicHUTENbHAS U TOKJIAHAS 3alIUCKU;

JlokyMeHTOOO0pOT B opranu3aiuu. Pabora ¢ BXOASIUMH IOKYMEHTaAMU;
Pacnopsautensubie fokyMeHThl. X QyHKIuu 1 HazHaueHnue. Pacnopsxkenue
OcHOBHBIC IOHATUS TOKYMEHTAITMOHHOTO O0ECIICYCHUS YIIPABICHUS;
CnpaBo4yHO-UH(POpPMALIMOHHBIE JOKYMEHTHl. MX ¢GyHKIMM W Ha3HAyYEHUE.
[Iporoxkor;

[IpuMepHbIe TPAKTUKO-OPUEHTUPOBAHHBIE 33 TaHUS
1. Odopmuth mnpuka3 O HA3HAYEHUM OTBETCTBEHHOIO 3a
oOpaitenue ¢ 0nankamu npeanpusitus B coorserctBun ¢ ['OCT P 6.30-2003
2. OdopMUTh TPOTOKON 3aceJaHus SKCIEPTHONM KOMHCCHH B
COOTBETCTBUM C TUNIOBOM MHCTPYKLIHEN MO IETONPOU3BOIACTBY
3. CocTaBuTh Clly’)keOHYIO 3allMUCKy Ha MOOILIPEHHE COTPYAHHKA,
MEPEBBINOIHUBILETO MJIAHOBBIE MMOKA3ATENH

[TonHbI KOMIUIEKT 3afaHUil W »TanoB (OPMHPOBAHUS KOMIIETEHIIUU

npencraBiacH B GOHIE OLIEHOYHBIX U METOJAMYECKUX MATEPUAJIOB ISl MPOBEACHHUS
MPOMEXKYTOUHOM aTTecTaluyu OOydYarolmuxcsd MO JUCHUIUINHE, O(POPMIICHHBIH
OTAEJIBHBIM JIOKYMEHTOM, PEACTABIIEH B MPUIOKECHUU 1.
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8. IlepedeHb OCHOBHOM, TIOTIOJHUTEILHOM YUCOHOM JTMTEPATyPhI, PECYPCOB
HH()OPMAIIMOHHO-TEIEKOMMYHUKAITMOHHOM ceTH «HTepHeT», HEOOXOAUMBIX JIJIs
OCBOCHUS TUCIMIUIMHBI (MOTYJISI)

a) HOPMaTUBHBIE MPABOBBIE AKTHI
1) Hattuonanensiii crangapt PO 'OCT P 7.0.8-2013 "Cucrtema cTaHaapToB
no uHbopmalu, OMOITUOTEUHOMY U U3ATENLCKOMY Jiey. Jlenonpou3BoaCcTBO U
apxuBHOe Jeno. Tepmunsl u omnpegeneHus" (yTB. npukazoM DenepaibHOro
areHTCTBa M0 TEXHUYECKOMY PETYJIIMPOBAHUIO U MeTpojoruu ot 17 oktadps 2013
r. N 1185-cT)
2)I'OCT P 6.30-2003 «YHuPUIIUPOBAHHBIE CHUCTEMBI JOKYyMEHTAIUH.
YHupumupoBanHas ~ CHCT€Ma  OpPraHM3allMOHHO -  PacCHOPSAIUTEIbHOM
JOKYMEHTALINH.
TpeboBanus K 0HOPMIIEHHIO TOKYMEHTOBY
3) TOCT P 7.0.97-2016 «Cucrema cranmapToB 1o uHMOpMaIH,
OMOIMOTEYHOMY U U3JATENbCKOMY Jeny. OpraHu3almoOHHO-PACIOpAIUTENbHAS
nokymeHTarus. TpeboBaHust K 0hOPMIICHUIO TOKYMEHTOBY
0) OCHOBHas JHUTEpATypa:
1)  JlokyMeHTanmnmoHHOE oOOecredeHne yrpaBieHus: YdeOHoe
nocobue/ I'maguilE.B. - M.: UL PUOP, HUL] MHDPA-M, 2020. - 249
c.Pexxumpaocrtyna: https://znanium.com/catalog/document?id=354819
15



2)  JloKyMeHTallMOHHOE OO0eCreYeHHe YIPaBJICHUS IEPCOHAIOM:

VYyebnoe nocobue/bynar P. E. - M.: HULl UHOPA-M, 2019. - 234 c.

Pexxumpocrtyna: https://znanium.com/catalog/document?1d=355024

3) beikoBa, T. A. JIOKyMEHTallUOHHOE OOECIIEYEHHE YIPABICHUS

HErOCyJapCTBEHHBIX OopraHu3anuii : yaeonoe mocodue / T. A. beikosa, JI. B.

Cankuna. — 2-e u3j., nepepad. u gon. — Mocksa : UHOPA-M, 2020. —

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

B) JIOTIOJTHUTEIIbHAS JIUTEpaTypa:

1) JlokyMeHTaIlMOHHOE O0eCTeueHre YIPABJICHHS TEpCOHAIOM: YUeOHOe
nocobue/bynar P. E. - M.: HULl UHOPA-M, 2019. - 234 c.Pexxum pocryna:
https://znanium.com/catalog/document?id=355024

2)10KyMeHTaIMOHHOE OOecTeueHNE YIPaBIECHUS B COIMATLHO-KYIBTYPHOM
cepBuce M Typu3Me: YdeOHoe mocobme / I'ymmna U. A., 3aiineBa H. A. - M.:
Anspa-M, HULL THOPA-M, 2015.Pexxum nocty-
na:http://znanium.com/catalog.php?bookinfo=489737

3)KupcanoBa, M. B. Kypc npenompousBojacTBa: ITOKyMEHTAIIMOHHOE
obecnieueHue yrpaniieHus : yueoHoe nocooue / M.B. Kupcanopa, FO.M. AkceHoB.
— 6-¢ u3a., ucnp. u gon. — MockBa : UH®PA-M, 2020. — 257 c. Pexum
JO0CTyTa::
https://znanium.com/catalog/product/1088888

T) pecypcol cetn «HTEpHETY:

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

2) HenompousBOACTBO U JOKYMEHTO000pOT Ha
IPENPUATHH. http://www.delo-press.ru/journals.php?
page=documents
3) Kagposoe JEJTOTTPOU3BOACTBO 151 TPYAOBOE  IMPABO.

http://hrportal.ru/rubric/kdp
4) DnextponHas 6ubmmoreka HR-cnermanucros. http://www.hrm.ru/
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9. Metoanueckue yKa3aHus JIJIs1 00YUJarOIIUXCs IO OCBOCHHIO
JUCUUTUTAHBI(MO/TYJIST )

CamMocTosiTenbHas MOArOTOBKA 00yYaIOMXCsl MPOBOAUTCS JIJISl YIIIyOJICHHUS
Y 3aKpEIUICHMs 3HAHMM, MOJYyYEHHBIX Ha JEKUUAX WU JPYTUX BHJAX 3aHIATHM, I
BBIPA0OTKH HABBIKOB CaMOCTOATEIBLHOTO MPUMEHEHHSI HOBBIX, JOIMOJIHHUTEIbHBIX
3HaHUU ¥ MOATOTOBKH K MPEJCTOAUINM YUEOHBIM 3aHATHSIM, 3aUeTYy.

BaxxHbIM  yClIOBMEM  YCHEIIHOTO HW3YYEHUs JUCHUIUIMHBI  SBIISETCS
noceuienue jgekuuil. [lox nocemennem noapasymeBaercs He (popma MaCCUBHOTO
OPUCYTCTBHUSI, @ aKTUBHAs paboTa Mo M3y4yeHuIo HoBoro matepuaina. [logroroska k
JIEKIMOHHBIM 3aHATUSAM BKIIIOUAeT B ceOs aHaIM3 IpPEUIaracMblX A U3y4EHUs
BOIIPOCOB, M3yYEHHE HOPMATUBHBIX MCTOYHUKOB U YYEOHOW M Hay4dHOU
JUTEPATYphl IO paccMaTpyMBaeMbIM BoOIlpocaM JieKIMu. B mpouecce nexkuuu
oOydJaromuiicss MOXEeT 3aJaBaTh  YTOYHSIOLIME  BOMPOCHI,  OCYLIECTBUTH
B3aMMOCBSI3b HOBOTO Marepuajga C YK€ M3yYEHHBIM, IOATOTOBUTH 0azy s
3(()EKTUBHOIO UCHOJIb30BAHUS TOJYYEHHBIX 3HAHUM, OOJIETYUTH MOJATOTOBKY K
MPaKTUYECKOMY 3aHATHIO. O()PEKTUBHBIM CHOCOOOM (PUKCAUU JIEKIIMOHHOTO
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MaTepuana SBISETCS KOHCIEKTHPOBAHME, IpPEJICTaBisAtonlee cOOOW HE TOJBKO
(¢ukcalMio BaXKHEUIIUX MOMEHTOB JIEKIMM, HO M YyKa3aHHE NPUMEpPOB IS
NOHMMAaHMs TOTO WJIM MHOTO TEOPETUYECKOT0 MaTepHaIa.

[Ipy MOAroToBKE K MPAKTHUYECKOMY 3aHATHIO HEOOXOJMMO HCIOJIb30BaTh
KOHCIIEKTUPOBAHHBIE MaTepuaibl JIEKUUH, y4eOHYI0 W HaydHYIO JUTEpaTypy.
[ToaroToBKa OTBETOB MO BBIHOCHMBIM Ha OOCY’KIEHHUE BOIPOCAM MPAKTUYECKOIO
3aHATUS BKJIIOYAET B ceOsl HE TOJBKO MPOYTEHHE MaTepuala, HO U €ro aHaju3 U
KPUTHUYECKYIO OILIEHKYy.. OOyuaromemycs CileayeT BBISIBUTh MAaJOU3yUYEHHBIE
aCIEKThl PACCMATPUBAEMBIX BOIIPOCOB, MPOSIBUTH MHULIMATHBY IPU MOJATOTOBKE K
MIPaKTUYECKOMY 3aHATHUIO.

IIpy nmOArOTOBKE K IPAKTUYECKUM 3aHATHAMM M 3a4€Ty PEKOMEHIYETCs
CUCTEMATU3UPOBATh 3HAHMS, H300paxas UX B TAOJUYHOM, TIpaQUUECKOM WU
CXEMaTHUYHOM BHJI€. DTO MO3BOJIUT YCTAHOBUTH B3aUMOCBS3b N3YYaEMbIX SBJICHUM,
YOPOCTUT 3aJlady 3alOMUHAHUS MaTepuayia, OOJIErYuT MPOLECC MPAaKTHYECKOTO
NPUMEHEHUS TOJyYEeHHbBIX 3HAHUH.

3amaveil  MPaKTUYECKUX  3aHATUH  SABJISETCS  BBIpAaOOTKA  yYMEHHUS
UCIIOJIb30BaTh TEOPETUYECKME 3HAHWS, IMPOSIBUTH HAJIMYHAE IPAKTHYECKHUX
HaBbIKOB. IIpy  moAroToBke K  NPAaKTUYECKOMY  3aHATHIO  CIEQYET
3a0J1arOBpEMEHHOr0 00ECNeUuTh HAIU4YMe HEOOXOIUMO [UIsl JAHHOTO 3aHSATHSA
MaTepualla, CaMOCTOATEIBHO IIOBTOPUTh PAHEE U3YUYEHHBIE TEMBI.

JIist  ycmemrHoro OCBO€HHS JUCHUIUIMHBI Ba)KHBIM  SIBIISIETCS  YMEHUE
paboTaTh C TEPMHHAMM U WX omnpeaeneHusMH. s paboOThl ¢ TEPMUHOJIOTHEN
3¢ ()EKTUBHBIM SBISIETCSI HUCIOJNB30BAHUE KaK Y4eOHOM M Hay4YHOW JIUTEpaTyphl,
TaK U IOPUANYECKUX U (HUIOCOPCKUX CIOBapen.

Pabora ¢ TepMHHaMU MOXKET OCYLIECTBIIATHCA Kak B (hopMe COCTaBIECHHUS
COOCTBEHHBIX TEMAaTHYECKHX CJIOBApUKOB JJsi yA0OCTBa M CKOPOCTH IIOMCKa
HeoOxoaumoro TepmuHa. C  3TOM  1enbl0  HEOOXOOUMO KaxXAbld  HOBBIN
BCTPEYAOIIMICS TEPMUH 3allUCHIBATh U BO BPEMS NOJATOTOBKM K CEMHUHAPCKUM U
PAKTUYECKUM 3aHSATUSIM YKa3blBaThb COOTBETCTBYIOIEE ompeneneHue. B cioyuae
BO3HUKHOBEHHUS CJIO)KHOCTH BbIOOpa OIpEAENeHUs] U3 HMEIoLErocss o0bema B
paMKax Hay4yHOro 3HaHUS HEOOXOJIMMO 3aJaBaTh BOIPOCHI IMPENOJABATENO B
paMKax JEKIUOHHBIX U IPAKTUYECKUX 3aHATHH.

HNuTepakTuBHbIE  (QOPMBI  MNPOBEAEHUS  3aHATHM MO  JUCUUILIMHE
«/lokymeHTanmoHHoe obecreyeHne ymnpaBieHUs» BKIIOYAIOT B ceOsl Cleayrolme
BUJIBI 3aHSITUI:

- HHTEpaKTUBHBIC JIEKLUH, MPEIOIaraloT UCIOJIb30BaAHNE
MeTOoJa MPOOJIEeMHOTO W3NoKeHus. [Ipu TakoMmM moaxone JEKIus
CTaHOBHUTCA IIOXOKEH Ha JHajor, TMpernojaBaHue HNMHUTUPYET
UCCIIEJIOBATENILCKUN  TpoIiecC  (BBIIBHTAIOTCS  TIEPBOHAYAIHHO
HECKOJIBKO KITFOUEBBIX MOCTYJIATOB MO TEME JICKIIUH, H3JI0KCHHE
BBICTpAMBACTCSl MO TPUHIUIY CAMOCTOATEIBHOTO aHamu3a u
000011IeHNs] CTyJeHTaMu Y4eOHOro marepuaina). JTa METOJuKa
MO3BOJISIET 3aWHTEPECOBaTh CTYJEHTA, BOBJIEYb €r0 B IPOLECC
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oOyuenusi. [IpoTuBOpeursi Hay4YHOTO TO3HAHHUS PACKPBIBAIOTCSA
MOCPEJCTBOM IIOCTAHOBKU MpoOieMbl. YdeOHass mpolOiema u
npoOiieMHasi CUTyalusi SBISIOTCS OCHOBHBIMH CTPYKTYPHBIMU
KOMITOHEHTaMu MpobaeMHoro ooyuyenus. [lepen Havanom usyueHus
ONpPENEJICHHOW TeMbl Kypca CTaBUTCS TMeEpel  CTyAeHTaMu
OpoOJeMHBIM  BOMPOC WM  JaeTcsl OpoOJieMHOe — 3aJaHHe.
Crumynupys paspeiieHde mnpoOsiemMbl, MpenojaBaTelb CHUMAET
IPOTUBOPEUHS MEX/TY UMEIOIIMMCS €€ IOHUMaHUEM U TpeOyeMbIMU
OT CTyJleHTa 3HaHUSAMU. DP(HEKTUBHOCTh TAKOIO METOJIa B TOM, YTO
OTZIEJbHBIE MPOOJIEMBI MOTYT MOAHUMATHCS CAMHUMH CTYACHTAMM.
['maBHBIA ycCHeX IJaHHOIO METOJAa B TOM, YTO NIPENOAABATEID
IOOMBaeTCsl OT AyJUTOPUU  «CAMOCTOSTENIBHOTO  PEIICHUS
MOCTaBJICHHOU MpoOsieMbl. OpraHuzaius MnpoOJIeMHOTO 00y4YeHUs
IPEICTaBIACTCS JIOCTATOYHO CJIOKHOW, TpeOyeT 3HaYuTEeIbHOU
NOATOTOBKH JieKTOpa. OHAKO HAa HAaYaJIbHOM 3TAalle UCIOJIb30BaHUS
3TOr0 METOJAa €r0 MOYKHO BHEAPATH B CTPYKTYpPY T'OTOBBIX, paHEe
pa3pabOTaHHbIX JIEKIH, MPAKTHYECKUX 3aHATHI KaK I0NOJIHEHHUE.

- TPYNIOBBIE JAUCKYCCHUH, TPUMEHSIOTCA IJisi 00eCTICUeHHUSI
HABBIKOB KOMaHJIHOM paboThl U MEXIMYHOCTHOM KOMMYHUKALIMK U
NPEICTaBIAIOT COOOM  OIEHOYHOE CPEJCTBO, IO3BOJISIOIIEE
BKJIFOYUTH O0YUYaIOIIMXCS B MPOLIECC OOCYXKIACHHUS MPECTABICHHOM
TE€MbI, TpOOJEMbl M OLIEHUTh WX YMEHHE apryMEHTHUPOBAThH
coOCTBEHHYIO TOuYKy 3peHus. Kpome Ttoro, B Xxonae 3aHATUU
IIPOBOJISITCSL KPYTJIbIE CTOMBI MO 33JaHHBIM TEMATHKAM.

OueHouHble WM METOAMYECKHE  MaTepuangbl [0  JUCLUIUIMHE
«JlokyMeHTanmoHHOe oOecrieueHre yrpaniaeHus» npeacrasicHsl B DOMM.

[Ipy 1OArOTOBKE K MPOMEKYTOUHOMY WJIM HUTOTOBOMY TECTHPOBAHUIO
HEOOXOIUMO M3YYHUTh TEOPETHUECKHN M MpakTUYecKuid Mmarepuan. TecToBbie
3a/laHud (C MepeyHeM BO3MOXHBIX BapHAHTOB OTBETOB, CPEIU KOTOPBIX XOTS OBl
OJIMH OTBET SBJISETCS HEBEPHBIM) OOECIEUMBAIOT CTPYKTYPHOCTh MBIIUICHHUS,
BBIHY’KJICHHOTO BBIOpaTh M3 NPENJOKEHHBIX BapUAHTOB OTBET BCE INpPaBUJIbHBIC
BApHUAHTHL. TE€CTOBBIE 3aJaHUsA HA YCTAHOBJIEHUS COOTBETCTBHS IOJIPA3yMEBAIOT
HEOOXOJMMOCTh TPOSIBIIEHUST HE TOJIBKO 3HaHHMsS Y4eOHOro Marepuana, HO HU
YMEHUsl TPUMEHATHh MpaBwia (popmanbHOW JIOTUKU. TecToBble 3alaHus Ha
YHOPSAIOYEHHE HAINPABIEHbl HA YCTAHOBJIEHHUE JIOTMUECKOW IOCIIEI0BATEIbHOCTH
paccMaTpUBAEMBbIX SIBICHHUI (BPEMEHHM CYILECTBOBAHMS SIBJIEHUM, PACHOJIOKEHHS
CTPYKTYPHBIX 3JIEMEHTOB IIPABOBBIX JOKYMEHTOB U T.II.).

OddexkTuBHBIM €rOCOOOM JUIsI MOATOTOBKU K TECTUPOBAHUIO SIBIISIETCS
pabora oOydJaromierocsi Mo PEIIeHUI0 TECTOBBIX 3aJaHHM, MPEAOCTABICHHBIX IS
caMOCTOATENbHON paboThl. Takke mpuU MOATOTOBKE K TakoW (opme KOHTPOJIs
3HaHUM, KaK PEIICHUE TECTOBBIX 3aJaHUM, CIEAYET CaMOCTOSTEIBHO IMOIBITATHCA
MpopaboTaTh paccMaTpuBaeMble B TUCLUIUIMHE BONPOCHI B (DOPME COCTABIICHHUS
TECTOBBIX 3aJIaHUM.
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[Ipy moAroToBKE K 3K3aMEHYCIEAYET MMETh B BHUIY, YTO OH SIBISETCS
UTOTOBOM (POPMOM KOHTPOJIA MO M3YYCHHUIO JaHHOW Y4eOHOW JUCHIMIUIMHBIL.
DK3aMeH NOoApa3yMEBAET MaKCHUMalbHYI0 KOHIIEHTPAlMI0 3HAHUM WU YMEHHI,
MPEIOIArauX MOJTHOE U3YUCHUE MaTepUasa JUCIUILINHBI.

DK3aMeH TpoBOAUTCS B (opMe YCTHOTO coOeceloBaHMs, BBITIOJHCHUS
nucbMeHHOro  3ananud.Pemienue  mpenojaBarenss 00  UTOTOBOM  OIIGHKE
[IPUHUMAETCS TI0 Pe3yJbTaraM yCTHOIO OTBETAa HBBINOJIHEHHOTO MNUCBMEHHOTO
3aJJaHUSIB 3aBUCUMOCTH OT IIKAJIbl OLICHKHU.

B kadecTBe HCTOYHMKA JONOJHHUTENBHBIX MAaTE€PUAIOB PEKOMEHYETCS
MOJIb30BaThCsl MH(MOpPMALMEN OTKPHITOrO jocTtymna cetu Internet (maHHBIMU
UH(GOPMAIIMOHHO-TIPABOBBIX U 00Pa30BaTEIbHBIX MOPTAIOB, OQUIIUATIBHBIX CAUTOB
MHHUCTEPCTB, BEIOMCTB, OTACJIBHBIX OpPraHU3allMi, TAHHBIMA TOCYJapCTBEHHOMN
CTATUCTUKH, DPE3yjbTaTaMHU SKCIEPTHO-aHATUTHYECKUX 0030poB). Kpome Toro,
MOHO BOCIIOJIb30BaThCS BO3MOXKHOCTSIMU CIPABOYHO-NIPABOBBIX CHUCTEM, Oa3bl
KOTOPBIX COAEPKAT HE TOJIBKO TEKCT HOPMATUBHBIX aKTOB, HO U HAYYHBIE CTaThbU
no pasznmuuHbiM  BompocaMm  (Hampumep, CIIC  «Koucynprant Ilmrocy).
PexomeHyeTcst TakKe UCIOJIb30BATh AJIEKTPOHHO-OMOIMOTEUHBIE CUCTEMBI.

Mertoauyeckue peKOMEH IalMK MO BBIMOJHEHUIO KOHTPOJIBHOUN paOOTHI.

TemMy KOHTpPOJIbBHOM pabOThl CTYACHT BBIOMPAET U3 MPEATIOKEHHBIX
BAPUAHTOB. B rpyIine He NOIMyCKaeTcsl BBINOJHEHUE HECKOJIBKUMHU CTYJICHTaMHU
KOHTPOJIbHOM paOOThI IO OJTHOM U TOM K€ TEME.

KontponbHas paboTa uznaraeTcst JIOrM4eCKU MOCeI0BaTeIbHO, TPAMOTHO U
pa30opuuBo. OHa 0053aTE€NBHO JOJKHA MMETh TUTYJIbHBIA JIUCT. OH COOEPKUT
Ha3BaHUE Y4YEOHOTO 3aBEICHUS; JTUCIUIUIMHBI, 1O KOTOPOW BBITIONHSACTCS
KOHTpOJIbHAsL Pa0OThl, Ha3BaHUE TEMbI; (HAMWINIO, HHUIMAJIBI, YUEHOE 3BAaHUE U
CTETNICHb MPEIOoAaBaTeNsl, BEAYIIECTO JAHHYIO TUCIUIUINHY; (HaMIINI0, WHUITUAIBI
aBTOPA; CIEHHATBHOCTb.

Ha crnenmyromem nucTe mpUBOIWTCSA COACpP)KAHWE KOHTPOJIBHON PAOOTHI.
OHo BKJIIOYaeT B ce0si: BBEJEHHE, Ha3BaHHE BOMPOCOB, 3aKIIOUYCHHE, CITHCOK
JUTEPATYPBHI.

BBenenune A0MKHO ObITh KpaTkuMm, He Oonee 1 crpanuubl. B HEM
HEO0OXOJMMO OTMETHTh aKTyaJIbHOCTh TEMBI, €€ IeJIb U 3a/1a4l, KOTOPHIC CTaBATCS
B pabore. M3noxkeHwe KaxJ0ro BOMpoca HEOOXOAUMO HayaTh C HAMUCAHUSA
3arojoBKa, COOTBETCTBywOIIEMY «CoAep:KaHHIO», KOTOPBIA OJKEH OTpPa)KaTh
OCHOBHYIO CYTh TEKCTa. 3arojlOBKM OT TEKCTa CIIEyeT OTACIATh MHTEPBaJIaMHU.
Kaxnpiii 3aroyioBok 00s3aTENbHO JIOJDKEH MPEIIECTBOBATh HEMOCPEICTBEHHO
CBOEMY TEKCTy. B TOoM cilyyae, KOrma Ha O4YepeJHOW CTPAHUIIE OCTAETCS MECTO
TOJBKO JUISI 3arojIOBKa M HET MeCTa HU JUIsI OAHOM CTPOYKHM TEKCTa, 3aroJ0BOK
HYKHO IHCAaTh Ha CIEAYIOLIEH CTPAHHULIE.

N3narast BOmpoc, KaxIblii HOBBIM CMBICIOBOM a03ail HE0OOXOAMMO HayaTh C
KPacCHOM CTPOKH. 3aKOHYMUThH U3JIOKEHUE BOIPOCA CIEAYET BBIBOJIOM, UTOIOM IO
COJIEp’KaHMIO JAHHOTO pa3ea.
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U3noxxeHnne conepkaHusi BCEW KOHTPOJBHOW pabOThl JOHKHO OBIThH
3aBEPIICHO 3aKIIOYEHUEM, B KOTOPOM HEOOXOJMMO JaTh BBIBOJIBI 110 HAMKMCAHUIO
pPabOTHI B IIEJIOM.

[Tociie OCHOBHOT'O TE€KCTa KOHTPOJBbHOM pabOThl 00A3aTEIbHO AOKEH OBITH
MPEJCTABIICH CIIMUCOK UCIOIb3YEMOU JINTEPATYPHI.

CtpaHullbl KOHTPOJIBHON PaOOTHI JOJIKHBI UMETh HyMEpPAIHIO (CKBO3HYIO).
Homep cTpanuiibl ctaBUTCS BBEpXY B MpaBoM yriry. Ha TUTyIbHOM JUCTE HOMEp
CTpaHUIIbI HE CTABUTCS.

OnTtumaneHbelii  00bEM  KOHTpONBbHOM  paboter  10-12  crpanun
MammHonucHoro Tekcra (pasmep wmpudra 14 TimesNewRoman ) uepes
MOJIYTOPHBIN WHTEPBAT Ha CTAaHAAPTHBIX JcTax (popmarta A-4; moins: Bepxuee —20
MM, HUKHEe —20 MM, sieBoe —30 MM, ripaBoe —1 Smm.

3arojaoBKH CTPYKTYPHBIX AJIEMEHTOB KOHTPOJIbHOMN paboThI
«COJIEP XAHUEY, «BBEJIEHUEY, «3AKJIFOUEHHEY, «CITMCOK
NCITOJIB30OBAHHOM JINTEPATYPBI» u Ha3BaHUA KaXI0T0
paccMaTpuBaeMoOro Borpoca paboThl ClIeyeT MevaTtaTtbh TPONMUCHBIMU OyKBaMU, HE
NOYEPKUBAs, HE BBIJEIAS >KUPHBIM IIPUPTOM C BBIPABHUBAHUEM IO IEHTPY
TeKCTa 0€3 TOYKU B KOHIIE.

B TekcTe KOHTPOIBHOM pabOTH HE TOMYCKAETCS MTPOU3BOJIBHOE COKpAIICHUE
cioB (KpoMe 001enpuHAThIX). 1o BceM BO3HHMKIIUM BOIIPOCAM CTYJICHTY CIEAyeT
oOpariarbcs 32 KOHCYJIbTAIMEH K TIPETojaBaTelio.

Hymeparnust Tabiuil 1 puCyHKOB J0JIKHA OBITH CKBO3HOM 10 BCel padoTe.

®opmynel B paboTe HyMepyroTcs apaOCkumu IudpaMu B TOPSIKE U3
nocieaoBaTeabHOCTH. HoMmep yka3biBaeTcsi C MpaBoil CTOPOHBI JUCTA HA YPOBHE
(dbopMyIIBI B KPYTJIBIX CKOOKAX, HAIIPUMED:

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

Nmmoctpanmu.  WMimmoctpanuu cineayer  pacmonaraTb B pabote
HEIMOCPEACTBEHHO MOCJI€ TEKCTAa, B KOTOPOM OHU YIIOMHHAIOTCSI BIIEPBBIE WJIM Ha
crenyromei crpanuilsl. Mimmoctpaiuu cieayer HymepoBaTh apaOCKkumu Iudpamu
CKBO3HOW HyMEpalueHu.

Nnnroctpaiu MOTYT MMETh HAUMEHOBAHUE U TOSICHUTEIbHBIC JIaHHbBIC
(monpucyHnouHslii TekcT).CioBo «PUCYHOK» M HAaMMEHOBaHWE MOMEIIAIOT MOCIe
MOSICHUTEIIBHBIX JAHHBIX U PACIOaraloT CIEIyIOIUM 00pa3oM:

Pucynok 1 — Ctpyktypa ynpaBieHus

Ecnu B paboTte npuBeeHa oHa WILTIOCTPAIIUs, TO €€ HE HyMEPYIOT.

Tabnuibl. TaOaUIBl IPUMEHSIOTCS IS JTyUIed HArJsJHOCTH U CPABHECHUS
nmokasareniei. TaOnuIly pa3MeniaroT MOocie MEPBOTr0 YIIOMHHAHKS O HEH B TEKCTE
TakuM 00pa3oM, 4TOOBI €¢ MOXHO OBIJIO YWTaTh 0€3 MOoBOpOTa pabOThI WM C
MIOBOPOTOM MO YacoBOW cTpesike. JlomyckaeTcs pa3MelleHHe Ha CleAyIoNIeH,
MIOCJIE CCHUIKH, CTPAHUIIE, a IPU HEOOXOAMMOCTH B MPUIIOKEHUH.

Ha3Banue TaOnuipl MOMKHO OTpPaKaTh €€ COAEpKaHUE, OBITh TOYHBIM,
KpPaTKHUM.
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[Tpu odopmieHun TabnULBI B JIEBOM BEPXHEM YITy HauuHas C MPOMHCHON
OykBbl MUIIYT cloBo «Tabmuma», nanee uepe3 TUPE CTaBUTCA €€ HOMEp U 0e3
a03a1HOro OTCTyNa MUILIETCS 3ar0JI0BOK TAOIUIIBL.

3aronoBoK (Ha3BaHuE TaOJUIIBbI) CIIEIYEeT MHUcaTh C MPOMUCHON OYKBBI, O€3
TOYKU B KOHIIE. [IepeHOoChI 1 COKpallleHus CJIOB B 3ar0JIOBKE HE JIOITYCTHUMBI.

Hampumep:

Tabnuua 2 — Jlunamuka na@usauun B ctpanax CHIT

ITpu nepenoce yactu TabIUIBI HA JPYTYIO CTPAHUILYy 3arojIOBOK IOMEIIAIOT
TOJIBKO Mepea HayajioM Tabnuubl. Han npyrumu 4acTsMu NHIOYT, HarpUMep:
«IIponomxenne Ttabnuupl 2». BxitoueHue B TabmuIy OTAEIBHOM rpadsl
«EnuHULIBI N13MEpEeHUsD HE IOy CKAIOTCS.

3aronoBok rpa¢ ¥ CTpOK TaOJMLBI CIEIyEeT MUCcaTh C MPOMUCHON OYKBBI, a
M0J13ar0JIOBKHU Tpad — cO CTPOUHOM OyKBBI, HAITPUMeED:

AKITMOHEpHBIE 00IIecTBa CebecroumocTp, py0. 3a 1 T.

Topd yIoJib

[TomzaroioBok ciemyeT mUcaTh C MPOMUCHON OYKBBI, €CIM TOKa3aTelu
UMEIOT CaMOCTOSITEIbHOE 3HAUYCHHUE.

B koHIIe 3aroi0BOK U 1MO/A3aroJj0oBOK TaOIHI] TOUKH He cTaBsT. [lokazaTenu
B 3aroJIOBKe Tpad yKa3bIBalOT B IUHCTBEHHOM YHCIIC.

Paznenenue 3aronoBkOB OOKOBBIX W Tpad NUArOHAILHBIMU JUHUSMH HE
JIOITy CKAeTCsl.

Ecnu Bce mokaszarenu, mpuBeneHHble B rpadax TaOIMIlbl, BHIPAKEHBI B
OJTHOM W TOM XK€ eIUHUIIC U3MEPEHHMsI, TO €€ 0003HaUeHHEe HEOOXOAMMO ITOMEIIATh
HaJ1 TAOTULIEN.

[upper B rpadax Tabnui AOIHKHBI MPOCTABIATHCS TaK, YTOOBI Pa3Ielibl
qucea BO Bced rpade ObLIM pacrojioKeHbl OJMH IO ApyruM. B omHoit rpade
JIOJI’KHO COOJIOJIEHO OJIMHAKOBOE YMCIIO JCCSITHUYHBIX 3HAKOB JUISI BCEX 3HAUCHUUN
BEJIUYHH.

Ha Bce Tabmuikl MODKHBI OBITH CCBUIKM B TEKCTE, TPH 3TOM CIIOBO
«Tabnuma» B TEKCTE MUIILYT COKPAILIEHHO, HAIpUMep: Ta0I. 2.

[Tpu MOBTOPHBIX CCBHUIKAX HA TAOIUIHI M WLTFOCTPAIMH CJICTYET YKa3hIBAaTh
COKPAIIIEHHO CJIOBO «CMOTPHW», HapuMep: cM. Tab. 2, cM. puc. 3.

®opMyNbl U ypaBHEHUS. YpaBHEHUS W (OPMYJBI CIEAYET BBIICIATH W3
TEKCTa B OTJEIbHYIO CTPOKY. Eciu ypaBHeHHE HE yMelaeTcsi B OJJHY CTPOKY, TO
OHO JIOJDKHO OBITh TIEPEHECEHO J0 3HaKa pPaBEHCTBA (=) WU MOCJie 3HaKOB (1),
MUHYC (-), YMHOXeHUEe (X) , aenaeHus (i) Wi JPYTUX MAIIMHOMHUCHBIX 3HAKOB,
MIPUYEM 3HAK B Havaje CISAYIOIICH CTPOKU TMTOBTOPSIOT.

[TosicHeHne 3HAYEHWN CHMBOJIOB U YHCIOBBIX KOY(PPHUIIMEHTOB ClEmyeT
MIPUBOJNTHh HETIOCPEACTBEHHO MO (OPMYJIONH B TOM K€ IMOCICIOBATEIHLHOCTH, B
KOTOpPOM OHH JIaHbI B hopMyIIe.
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CchUIKM B TEKCTE Ha MOPSIIKOBBIE HOMEPa POpMYJT Jal0TCA B CKOOKaXx.

Hanpumep: BHII paccuutsiBaercs no ¢popmyiie (2).

[Ipumeuanus. CnoBo «IIpumedyanue» ciemyer nevaratb ¢ NPOMUCHON OYKBBI
c ab3ama 0e3 Mo uepKUBaHUS.

[Ipumevanust B paboTe MNPUBOAAT B TOM Cilydae, €Cld HEOOXOIMMBI
NOSICHEHUS! WJIM CIPABOYHBIE JaHHBbIE K COJEP)KAHMIO TEKCTa, TaOJIull WIH
rpaduueckoro marepuarna.

[IpuMeuanust cieayer NOMenlaTh HEMOCPEICTBEHHO IIOCIE TEKCTOBOIO,
rpadudeckoro MaTepuana Wik K TaOJINIle, K KOTOPBIM OTHOCSITCSI 9TH IPUMEYAHMUS.
Ecnu npumedanue ogHo, To nocie cioa «lIpuMeuanue» cienyer CTaBUTh TUPE U
IpUMEYaHUe MeYaTaeTCs ¢ MPOMUCHON OYKBbI. OHO MpUMEUYaHne HE HyMEPYETCS.
Heckonpko mnpuMeuaHuid HYMEpYyIOT MO MOPSAKY apadbckumu Iudpamu 06e3
npocTaBiieHus TOYKH. [Iprumedanne k TabauIe MOMEIAT B KOHIE TaOIUIIBI 10T
JIMHHUEH, 0003HAYaroNe OKOHYaHUE TaOIUIIbI.

[Ipumep:

[Ipumeuanue -

Heckonpko npruMedannii HyMepyeTtcs o NOopsJIKy apadcKkuMu nudpamu.

[Tpumep:

[Ipumeyanus

1

2

bubnuorpaduueckue CChUIKM, (CIHUCOK MCIOJB30BAHHOW JUTEPATypHhl),
BKJIIOUEHHBbIE B TeKCT paboThl. B coorBercTBHM ¢ [[OCT P 7.0.5 — 2008 BbIAEHSIOT
ClIeyIoIre BUbl OMOIMOrpauuecKux CChUIOK:

0 BHYTpUTEKCTOBAS,
0 nmoactpounas; O
3aTEKCTOBAsI.
B naHHBIX peKOMEHJAIMAX Mpeajiaraetcsi B TEKCTe padOThl UCIOJIb30BATh
3aTEKCTOBBIC CCHIIKH.
bubnmorpadudeckyio CChUIKY, MOTHOCTHIO BKIIFOYCHHYIO B TEKCT PadOTHI,
MPUBOJAT B 00beMe, HEOOXOAUMOM JJIsl TIOUCKA U UACHTU(DUKALIMY TOKYMEHTA —
00BEKTa CCHUIKH.
[IpaBuna onvcanus OMOIMOrpaPUUIECKUX CChUIOK CIIETYIOIIHE:
1. Asrop (pamumnms,  wuHMOManb), Touka. Ecuwm
MPOU3BEICHUE HAMKMCAHO YETHIPbMS aBTOPAMU, OHU MEPEUUCIISIFOTCS
yepe3 3amsaTyr0 B andaBuTHOM nopsake. Ecnu mpousBeneHue
HAIKUCAHO MSThIO U OOJiee aBTOpaMU, TO YKa3bIBalOT MEPBBIE TPH,
BMECTO (pamMmIhii OCTaIbHBIX aBTOPOB CTaBST «H JAp.». Hampumep:
Comnosses ['.1., Banos C.C., [Ipoxopos A.C. u ap.
2. Ha3Banue npousBeneHHs] MUIIETCS O€3 COKpAICHUS U
KaBBIUCK.
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3. BeoIxoanbie naHHBIE (MECTO M3JAHUsI, U3AATEIBbCTBO, 'O/
W3JIaHKS) TTUITYT CIICTYIONIUM 00pa3oM:
3.1. MecTto uznanusg — ¢ nponucHol OykBbl, MockBa u CaHKT-

IlerepOypr numytcest cokpamenno (M., CII0.), Touka u nBoeroune (M.:, a

JIpyrue ropojaa — noaHocThio, aABoetoune (Munck:), (Kues:). Hampumep:

M.: Okonomuka, CapatoB: 13a-Bo CapaToOBCKOTO YHUBEPCUTETA.

3.2. HaumeHoBaHuwe wu3JaTeNbCcTBA IMHUINYT COKpalleHHO, 0Oe3

KaBbIYEK, uepes 3anaryro. Hanpumep: M3n-so MI'Y, Bercu. mik., T.11.

3.3. llopsankoBeiii HOMEp wu3MaHMs NHUIIYT cokpaimeHHo (M3x.),
uudpa ¢ cokpaiieHueM, Harpumep: 3-e u3/l.
3.4. Tonm wu3manus yka3piBalOT LU(PpoN 0€3 JOMOTHUTEIHHBIX

nosicHeHui, Harpumep: 1990, 1998 u T.1.

bubnuorpadguyeckue cChUIKU B pabOTe yalle NPUXOIUTCS JIeTaTh B MEPBOM
raBe. Ha mpuBoguMbie B TEKCTE pabOThI ITUTAThl WM YTBEPXKICHUSI TOTO WIIH
MHOTO aBTOpa CIEAyeT MOCJE €ro IUTaThl (yNOMUHAHMS) HA 3aUMCTBOBAHHBIN
HMCTOYHUK 0053aTEIBbHO COCJIAThCS MyTEM 3aKIIOUCHHUS B KBaJpaTHbIE CKOOKHU
HOMEpa, MOJ KOTOPHIM IPOU3BEJACHUE 3HAYUTCA B  CIHUCKE MCIOJIb30BAHHOM
JUTEPATYpPHI, a MPU HEOOXOAMMOCTH U HAa HOMEp CTpaHHWIIBI, Hampumep: [18, c.
125].

Ecnu ccpulky NMPUBOAST HA JIMTEPATYPHBIM MCTOYHHUK, CO3JaHHBIM OJHUM,
JIBYMsSI WM TpEMs aBTOpaMU, B OTCHUIKE YKa3bIBalOT (paMUIIMK aBTOPOB, €CIU Ha
JTUTEPATYPHBINA UCTOYHHK, CO3AHHBIA YETHIPHMS U 0OJiee aBTOPAMH, a TAKXKe, ECITH
aBTOPBHl HE YKa3bIBAIOTCSA, TO B OTCHUIKE YKa3bIBAaIOT HA3BAaHWE HCTOYHMKA, MPU
HEO0OXOIUMOCTH AT CBEJACHHUS JOMOJHSIIOT YKa3aHUEM T0/1a U3aHUS U CTPAHUIIBI.

CBenieHMs B OTCBUIKE Pa3CIISIOT 3aMsTOM.

B Tekcre:

[[TaxomoB, ITeTpoBa].

B 3arexkcToBOM CCBUIKE:

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

B oTchuike momyckaercsl TakKe COKpalllaTh JUIMHHBIE 3arjlaBusi, 0003Hayas
OITyCKaeMbI€ CJIOBa MHOTOTOYHEM C MPOOEIaMt 10 U TIOCIIE 3TOTO MPEANTUCaHHOTO
3HaKa.

B Tekcre:

[@unocodus KyabTypHl ..., c.176].
B 3arexcToBoM cchUIKE:
®duitocopus KyabTypbl 1 priiocopusi HAyKu: MPOOJIEMbI U METOABL: MEKBY3.

c0. HayuH. 1p. / Capart. I'oc. yu-T; [ mox pea. C.®. MapteiHOoBHYa| CapaToB: U3ABO
Capar. yn-ta, 2006. 199 c.
Ecnu ccbuiky mpUBOAST HA MHOTOTOMHBIA ( MHOTOYAacTHBIN) MCTOYHUK, B
OTCBUJIKE TaK)Ke yKa3bIBaeTCsl 0003HAUYCHUE U HOMEP ToMa (BBIMYCKa, YaCTH U T.I1.).
B texkcre:
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[emumes, 4.1, c.17].

B 3arexcToBOM CCBUIKE:

Henumes B.B. ®unocodus matemaruka. HoBocubupck: M3n-so HI'Y,
2002. 4. 1-2.

Cnucok uCHoiab30BaHHOM suTeparypbl. CHHCOK JHUTEPATYphl JOJKEH
COJIepKaTh MEpPEYEHb BCEX HCIOJIb30BAHHBIX HCTOYHUKOB IPU BBINOJHEHUU H
Hanucanuu pabotel, u odopmiien B coorBerctBuu ¢ ['OCT 7.1-2003, a Takxke
PEKOMEHYETCsI HCTIOb30BaTh paboTy

«MHpopManimoHHas KyJibTypa choenuaiucta. MeToaudyeckoe Mmocooue Mo
MOUCKY JIUTEPATYPhI, COCTABICHUIO OMOIUOTpadUUeCcKOro OMUCAHUs TOKYMEHTA U
0oOpPMIICHUIO CIIMCKA WCMOJb30BAHHBIX HCTOYHHUKOB K HaydyHOHW padoTey,
m3parenbeTBO JIOMD®D, ['atunna, aBrop [lomonsckas JI.H.

JlutepartypHble UCTOYHUKH CJIEIYET pacrojiaraTh B ajl(paBUTHOM MOPSAKE
(amumy aBTOpA MM HA3BaHUSI HICTOYHHUKA), XOTSI UMEIOTCS U IPYTHE CIIOCOOBI.

3akoHOJIaTeNbHBIE aKThl MPUBOJATCA B Hayalle CIUCKA HCIOJIb30BAaHHOM
JUTEPaTyPHI.

[TpuBenem npumepbl 0POpPMIICHHUS CITUCKA UCTIOIB30BAaHHOM JIUTEPATYPHI:

. ®enepanvubii  3akoH  POD «O06  aKIMOHEPHBIX
obmectBax» // Poc. ras. - 1995.- 29 nek.

2. T'epacenko B.II. IlporHo3upoBanne u IIJTAaHUPOBAHHE
skoHomuku: [lpaktuxym / B.II. T'epacenko. - M.: HoBoe 3Hams,
2006. - 192 c.

3. Cwmupusarud JI.B. OuneHka peruOHaIbHBIX TOCEICTBUI
JnesATeNbHOCTU  (hellepaIbHOrO  MPABUTENbCTBA:  PETrHOHAJIbHAS
akcnepTu3sa // Perunon: axkonomuka u coruosiorust. — 2000. - Ne 2,

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

B cnydae 3aTpynHenus ohopmileHHs] CIUCKAa OTACIBbHBIX aBTOPCKUX KHUT
cienyeT oOpaTUThCS HEMOCPEICTBEHHO K HUM, TJi€ B Hayalie WM B KOHIIE KHUTH
JaeTcs ee TouHasi onbnuorpaduyeckasi XxapakTepucTHKA.

[TocnenoBaTenbHOCT,  KOMIUIEKTOBAHUS ~ pabOThI:  TUTYJIBHBIM  JIKCT,
CoJiep>KaHKe, BBEJCHHUE, OCHOBHOM TEKCT, 3aKJIIOUEHHE, CIIMCOK HCIOJIb30BAHHOU
IUTEPATYphl, TpriokeHus (B T.4. [Ipunoxenue 1 — [IpakTtuueckas 4acTs).

PaboTh! B uepHOBOM BapuaHTe HE TPUHUMAIOTCA.

Cpox BBINOJHEHUS] KOHTPOJIBHOU pabOThl OMpeAeIIsieTCsl penoaaBaTeaeM 1
OHa JI0JKHA OBITh CJlaHa HE MO3/IHEE, YEM 3a HEJIEI0 JI0 dK3aMeHa WM 3ayeTta. B
Cllyyae OTPHUIIATEIbHOM OIIEHKH, CTYACHT JOJDKEH O3HAKOMUTHCS C 3aMEUaHUSIMU
U, YCTPAHUB HEJIOCTATKH, IOBTOPHO CJIaTh pabOTy HA MPOBEPKY.
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10. Oco0OeHHOCTH OCBOEHUS TUCLMIUINHGI JUISI UHBAJIUIOB U JIUILL C
OTPaHUYCHHBIMHA BO3MOKHOCTSIMU 3I0POBbBS

OOyueHune 00yJaronMXxcs ¢ OrPaHUYECHHBIMU BO3MOYKHOCTSIMH 3I0POBBS TIPH
HEOOXOJMMOCTA  OCYIICCTBIISIETCSI Ha OCHOBE aJanTUpPOBaHHOW  pabodeit
MpOorpaMMbl  C  HCIIOJB30BAHUEM  CHEIUATBHBIX  METOJOB  OOy4YeHUS W
TUIAKTUYECKUX ~ MaTEepHaioB, COCTaBIEHHBIX C  Y4Y4E€TOM  OCOOEHHOCTEH
MCUXO(PU3NYECKOTO PA3BUTHSA, WHANBUIAYATBHBIX BO3MOXHOCTEH W COCTOSHUS
3JI0pPOBbs TAKUX O0ydaromuxcs (00yJaromnierocs).

B nensx ocBoeHHs y4eOHON POrpaMMBbl TUCITUTIINHBI «J[OKYMEHTAIIMOHHOE
oOecrieyeHue yIpaBiCHUS» HWHBAIMIAMU M JIUIAMH C OrPaHUYECHHBIMU
BO3MOYKHOCTSIMU 37I0pOBbs IHCTHTYT 00OecrieunBaert:

— JUIsT MHBAJUAOB M JIMII C OTPAHUYCHHBIMH BO3MOKHOCTSIMU
3MI0pPOBBSI 10 3PEHUIO: pPa3MEIIeHHWE B JOCTYIHBIX IS OOydYaronuxcs,
SBJISTFOIIMXCS CICTBIMU WJIU CIIA0OBUISIIMME, MECTaX U B aJanTHPOBAHHOMN
dbopme cmpaBoYHONM WHPOPMAIMM O PACTHCAHUN YYEOHBIX 3aHSITHIA,
NPHUCYTCTBUE ACCHUCTEHTA, OKAa3bIBAIOIIETO O0YyYaromeMycss HEOOXOJAUMYIO
MOMOIIIb; BBIMTYCK aJbTEPHATUBHBIX (HOPMATOB METOAMYECKUX MATEpUaJIOB
(kpynHBIH pU@T WK ayauodaitiml);

— JUTSl. MHBAJUAOB M JIMII C OTPAHUYCHHBIMH BO3MOKHOCTSIMU
3I0pPOBBSI IO  CIOyXy:  HAIISKAIIUMH  3BYKOBBIMH  CPEJICTBAMHU
BOCIIPOU3BEAEHUE UH(DOPMALIHH;

— JUIST. MHBAJUAOB M JIMI[ C OrPAHUYECHHBIMHU BO3MO>KHOCTSIMU
3I0pPOBbsl, MMEIONIMX HApYIIEHUS OMOPHO-IBUTATEIHLHOTO armaparta:
BO3MOXHOCTh OECHPEMSITCTBEHHOTO JIOCTyNMa OOydYaroumxcsi B y4deOHbIE
MOMEIICHHS, TyaJeTHble KOMHATBHI M JpyTrue TMOMENICHUs, a TaKxKe
npeObIBaHWEe B yKa3aHHBIX TnoMmelmieHusx. OOywaromuecs U3 4ucia
uHBanuA0B 1 nuil ¢ OB3 obecrniedueHsbl nmeyaTHBIMHU U (UITH) 3JIEKTPOHHBIMU
oOpa3oBaTeIbHBIMH  pecypcamu B (opmax, aJanTHPOBAHHBIX K
OrpaHUYeHHsIM  MX  3710poBbsi.  OOpa3zoBaHMe  OOyYalOIIUXCS  C
OTpaHUYCHHBIMUA BO3MOKHOCTSIMHU 3I0POBBSI MOKET ObITh OPraHM30BaHO KaK
COBMECTHO C JIPYTUMH O0YyYaroUMMUCA, TaK U B OTAEIbHBIX IPyIIax WUiu B
OTIICTBHBIX OPTaHU3AIMIX
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11. TIlepeueHp nH(HOPMALMOHHBIX TEXHOJIOTUH, NPOpECCHOHANTBHBIX 0a3
JAHHBIX,ACII0JIb3YEMBIX IIPU OCYLIECTBIEHUU 00pa30BaTEIbHOIO MIPOLEcca 10
JUCUUIUIMHE (MOYJII0), BKIIFOYAs IEPEYEHb IPOrPAMMHOr0 00eCrIeYeHUs U
MH(OPMAIMOHHBIX CIPABOYHBIX CUCTEM

[IporpammHuoe obecnieueHue:

1. Omnepammmonnas cuctema (MicrosoftWindowsIIponpuerapnas);

2. IMakeroducusixmporpamm (MicrosoftOfficellponpuerapnas);

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

HNHpopMalinoHHbIE CIIPABOYHbIE CUCTEMBI:
1) ABTroMatu3upoBaHHas  MHGOPMAIIMOHHAS oubnuoreuHas
cuctema Marc21SQL;

2) CupaBouHo-nipaBoBas cuctema «Koncynbrantllirocy

12. MatepuanbHO-TeXHUUYECKas 0a3a, HEOOX0aUMast JIsl OCYIIECTBICHUS
00pa30BaTeIBLHOrO MpOoIEecca MO TUCHHUIITUHE (MOTYIIIO)

Criemanu3upoBaHHbIE ayIUTOPUU:

VYuyebHas ayauropus JUIsI OPOBEAEHUS 3aHATHUH CEMHHApPCKOIO THIA, KypCOBOI'O
MIPOEKTUPOBAHUS (BBIMOJIHEHUS] KYpCOBBIX paboT), TPYMNNOBBIX W WHAMBHUIYaIbHBIX
KOHCYJIbTAIlMi, TEKYIEro KOHTPOJS W MPOMEKYTOUYHOM arrecTauud / KOMIBIOTEPHBII
KJIacC / IOMENICHUE TSI CAMOCTOSTENIbHOM paboThr™

TexHuueckue cpeacTBa 00ydeHUs:

KOMIIBIOTEp C HIpOorpaMMHBIM 066CHC‘ICHI/ICM, YKa3aHHbIM B H.ll, OOCTYIIOM K CC€THU
((I/IHTepHeT» Hu ob0ecrieueHuEM A0CTYyIIa B 3JICKTPOHHYTO I/IH(bOpMaI_[I/IOHHO-O6p330BaT€JIBHYIO

cpeny

Crienmanu3upoBaHHbIE Ay IUTOPUU:

VYyeOHast aynuTopus JUis NMPOBEIEHUS 3aHATUN JEKIMOHHOTO THIA, 3aHATUH CEMUHApCKOIro
TUIIA, KypCOBOIO TPOEKTUPOBAHUS (BBIMOJIHEHUS KYpCOBBIX palOT), TIpPYyNNOBBIX H
WHAUBUAYAIbHBIX KOHCYJbTAIUH, TEKYIIET0 KOHTPOJIS U MPOMEKYTOYHON aTTeCTaluu™®

TexHuueckue CpeacTBa O6y‘IeHI/I${Z

MYJIBTUMEIUNHBINA KOMIUIEKC

KOMITBIOTEP C MPOTPAaMMHBIM 00€CTIeueHnEeM, YKa3aHHbIM B 1.1 1
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