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HKOHOMUKH, (DUHAHCOB, ITpaBa U TEXHOJIOTUII»
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1. [ToscauTenpHAA 3aITUCKA

Kypc «/lokyMeHTalMoHHOE OOecreueHrne YIpaBICHUs» 3aHUMAET Ba)KHOE
MECTO MpHU MOATrOTOBKE OakanaBpoB no HarpaiaeHu043.03.01 - Cepsuc.

PaGota ¢ [JOKyMeHTamMM BBICTYNAeT OJHOM U3 Hauboiee BaXKHBIX
COCTABISIIOIIMX JEATEIIbBHOCTH MEHEIKEPOB B  CEPBUCHON  JIESITEIBHOCTH.
®opMupoBaHue y oOOyYarOUIMXCsl CHCTEMbl 3HAHWUM W YMEHHMH padoThl C
JIOKyMEHTaMH, HEOOXOAUMBIMH i  A(PPEKTUBHOTO YMPaBICHUS] CEPBUCHBIM
NPEeANpUATAEM, CIOCOOCTBYET TOBBIIICHUIO KauecTBa MOATOTOBKU OakaiaBpOB
JAHHOT'O HAMNpPaBJICHUSI.

Llenpt0 OCBOGHHMS  JTUCHUIUIMHBI  «JloKymMeHTanmoHHOe oOecreueHue
VOPABJICHUS»  SIBISIETCS  M3YYEHUE CUCTEM JIOKYMEHTAllMd, OpraHU3allH
JIOKYMEHTUPOBAHUS U JIeONPOU3BOCTBA, COCTABIISIFOLIUX OCHOBY
MH(OPMAIMOHHBIX POLECCOB B CEPBUCE.

3aaun TUCUMILIAHBL

. O3HAKOMJICHUE CTYJICHTOB C 3aKOHOJATEIbHON U HOPMaTUBHOM 6a30ii,
METOJIMYECKUMU pa3pabOTKaMU U OCHOBHOM HayYHOU JIUTEPATYPOU IO KypCy;
. U3Y4YCHHUE MPAKTUKU OPTaHU3AIUU JIOKYMEHTAIIMOHHOTO 00ECTICUeHHUSI

YHPAaBJIICHUS Ha NPCANIPUATUAX, OPraHU3alHAX U YUPCIKIACHUAX CCPBUCA.



2. [lepedensp MmIaHUPYEMBbIX Pe3yJIbTaTOB 00YUEHUS MO TUCHUILIIMHE, COOTHE-
CEHHBIX C TUIAHUPYEMBIMH pe3yJbTaTaMU OCBOCHHSI 00pa30BaTeIbHOM MPOrpaMMbl

HuciuminzHa «JlokyMeHTannoHHOe 00€ecreueHre yIpaBieHUs» y4acTBYeT B
(bopMUPOBAHUY CIIETYIOMIEH KOMIIETEHIINH (CIEIYIOIMINX KOMIETSHIIUN):
CTpyKTypHBIE 3JIEMEHTHI KOMITETCHIINN

Komnerenmumn Nuaukatopel Jeckpuntopsl
YK-4.3 — ocymecTBiset| SHaHUA: OCHOB JIOKYMEHTAJIbHOI'O
JIeJI0BbIe KOMMYHHUKAIIMK BOOECICUEHHsT yNpaB JICHUS NPEANPUATHEM
YCTHOM W nuchbMeHHOMC(DEPB  yCIyr; cocraBa OpraHU3alMOHHO-
(GopMax Ha pycCKOM U [IpaBOBOM, pacropsIuTellb HOH,
(I/IJ'II/I) WHOCTPAaHHOM ﬂgBIKaXHH(l)OpMaHHOHHO-CHpaBOqHOﬁ, IIJIaHOBO
VK-4 - Conocoben Npu npeocTaienuy yeryrPTIETHOM  MOKyMeHTaruM, — mpasuwin - e€
OCYIICCTBIIATD COCTaBlieHUsT H  O(QOpPMIICHUS; YMenus:
NEIO0BYIO OIIPCJCTIATL COCTaB, CTPYKTYPY M COJCp KaHHC
KOMMYHUKaIUO B [TOKYMCHTALIMH, o0ecreunBaroIEen
YCTHOU u OpraHMu3alro0 Ipolecca CEepBUCA; OMNPENEATh

MUCbMEHHOM (popmax
Ha TOCYJIapCTBEHHOM
si3pike  Poccuiickoi
denepauun u
MHOCTPaHHOM(BIX)
SI3bI-

ke(ax)

BUJIBI YIIPABICHYCCKUX JIOKYMEHTOB C Y4E€TOM
pocoOeHHOCTeH cdepbl yCIyr; COCTaBISATh U
OOPMIIATh JENOBbIE MHCHbMA, AOKIAIHBIE U
Cy>KeOHbIE 3aITUCKU, OTBEYATh

Ha ayo0sI morpedureneld HaBpiku:
pa3paboTKu
OpraHU3aIIOHHONPABOBOI,
pacmiopsiANTEIHLHON,
CIIPaBOYHOM, [JIAHOBO-OTYETHOM
JOKYMEHTAllMd B TMPOIECCe OpraHu3aluu
CEPBHUCHOM JESITETbHOCTH;

CHUCTEMaTH3allMd JIOKYMEHTAllMd B TIPOIIECCe
CEpPBHUCHOM AEATETbHOCTH

Habopa

MH(pOPMaIMOHHO-




I[IK-1 - Cnoocoben
OCYIIIECTBIIATH
CTpaTeruyecKoe
TaKTUYECKOE
yIpaBiicHUE
JernapTaMeHTaMH
(ciyx6amu,
oT/IeJIaMu)
MPEANPUATHI chepbl
TrOCTEIIPUMMCTBA U
00IIIECTBEHHOTO
MMATAHUS

u

[IK- 1.4 — OcymecTiser
OpTaHHU3AIIIO u
TUTAHUPOBAHKE
e TEIIbHOCTH
nenapraMeHToB  (CIyxkO,
OT/ICJIOB) TOCTUHUYHOTO|

KOMIUIEKCA U IPEANPUATHS
OO0I1€CTBEHHOT O MUTaHUSI

3Hauudg:
OCHOBHBIX BU0OB JIOKYMEHTOB,
o0ecreunBaroImx OpraHU3aIHI0 u

TUTAHUPOBAHKE JIEATEILHOCTH JCTapTaMeHTOB
(ciyx0, OTZI€7I0B) TOCTHHUYHOTO KOMIUIEKCA U
TPEIIPUSATHSI

OOIIECTBEHHOTO TUTAHHS,

[TpaBui opraHuzanuu JOKYMEHTOOOOpOTa Ha
MPEITPUATHSIX rOCTENPUUMCTBA "
OOIIECTBEHHOTO MTUTAHUS;, Y MCHHS:
CucremaTu3upoBaTh OCHOBHBIC BUJIBI
JIOKyMEHTOB, 00ECIIEYHBAIOIINX OPTaHU3AIUIO
u TUTAHUPOBAHUE NESATEIIbHOCTH
JleriapTaMeHTOB (cyx0, OTJIEJIOB)
TOCTUHUYHOTO KOMIUIEKCA W TPEANPHUSATHS
OOIIECTBEHHOTO THTAHUS, AHAIM3UPOBATH
OpraHu3aIUIo JTOKYMEHTO000poTa Ha
MPEIIPHUATHIX TOCTEIPUAMCTBA U
00IIeCTBEHHOTO TUTaHus; HaBbIky:
Cocrasiienust 1 0()OpPMIICHHSI OCHOBHBIX BHJIOB
JOKYMEHTOB, 00€CIIEYHBAIOIINX OPTraHU3aLNI0
u TUTAHUPOBAHKE JESTEIbHOCTH
JIerapTaMeHTOB (cmyx0, OTJICJIOB)
TOCTHHUYHOTO KOMIUIEKCA U TIPEANPHUSITUS
OOIIECTBEHHOT'O ITUTAHMUS,

CobmroieHust mpaBwJl JOKYMEHTOOOOpOTa Ha
TIPETPUATHIX TOCTEIIPUUMCTBA
OOIECTBEHHOTO ITUTAHUS,

n

I1K-3 - Ciocoben
OpPTraHU30BBIBATH
CHUCTEMHBII
KOHTPOJITh
OM3HECTIPOIIECCOB,
pecypcoB, KadecTBa
yCIIyT "
o0cmy)KUBaHUs,
MPOBOJUTHh  OIICHKY
s dexTuBHOCTH
(GYHKIIMOHUPOBAHUS
JeTIapTaMeHTOB
(cmyx06,  oTmemnoB)
NpEATPUATHI
rOCTENPUUMCTBA
OOIIECTBEHHOTO
MUTaHUS

u

I[IK — 3.1 — Opranusyer
CHCTEMHBII KOHTPOJIB,
OU3HEC-TIPOIIECCOB
enapTaMeHTOB
OTJIETIOB)
MUTaHUS U

(cmyx0,
IpEeANPUITHUH]

TOCTCIIPUUMCTBA

3HaHus:
OCHOBHBIX JIOKYMEHTOB, HEOOXOIUMBIX s
OpraHu3aIui BHYTPUPUPMEHHOTO KOHTPOJIS;

YmMmenns:

CucremaTu3upoBath MH(GOPMALIUIO O JIEATENb
HOCTH  JenmapTaMeHToB  (ciayxO0, OTAesoB)
FOCTUHMYHOIO KOMIUIEKCA M INPEANpUsATUs
O0OIIECTBEHHOTO MUTaHMS C 1I€IbI0 OpraHu3aluu
BHYTpU(PUPMEHHOTO KOHTpOJIs; HaBbiku:
CocraBieHus OCHOBHBIX JIOKYMEHTOB,
HEOOXOUMBIX JUTSL OpraHM3aIu
BHYTPU(PUPMEHHOTO KOHTPOJIS;




3. MecTo ANCUMIIITNHBI B CTPYKType 00pa30oBaTeIbHOM MPOrpaMMBbl

«I{OK}’MCHT&HHOHHOE? oOecneueHue YIPABJICHUA» ABJICTCA I[I/ICHI/IHJII/IHOﬁ

gacTd, (OpPMHpPYEMON ydacTHHKaMU  00pa30BaTEIIbHBIX
MOATOTOBKM CTyAeHTOB N0 HanpasieHuto 43.03.01 — Cepauc.

OTHOIICHUU  JUIA

[IpenmecTByroniue [Tocnenyromue
JTUCIUIUIAHBL (MOJTY- Aucuunmnbt (Moxy.n), JUCIUTUIAHBI
JH), HPaKTUKHU yyeGHoro| TPAKTHKH y4eOHoro niaxa, s (MoIyNH), TPaKTUKH
[Hudp TN, B OTe” PBIX KOMneTeHIE)I:; OcBaMBaeTcs
KOMIIETEHIUH PBIX OCBANBACTCA y y4e6GHOrO Mmuana, B
KOMIIETHITHS MapajuIeNIbHO ¢ U3y9aeMOi

JTUACHUILUTUHON

KOTOPBIX OCBaWBa-
CTCA KOMIICTCHII A

Pycckuii s13b1K 1
KYJIbTYpa peun

WMHOCTpaHHBIN A3BIK

VY4eOHast mpaKTHKa

(O3HakomMuTENBHAS
MIPaKTHKA)

NHOoCcTpaHHbIN S3bIK
JIEJIOBOTO OOIIEHUS
/VIHOCTpaHHBIH S3BIK B
npodecCuoHATIbHON

NEeSATETbHOCTH
YK-4

[IpouzBoacTBEeHHAs
MpPaKTHKa
(opranuzanuoHHO-
yIpaBJIeHUECKas)

VYnpasnenue
KOMMYHHKATHBHBIMH
po-
neccamu /YenoBek u
ero notpedHOCTH

[IpousBoacTBeHHas
MpaKTHKa (CepBUCHAs)

[IpousBoacTBEHHAA
IIpaKTHKa
(mpenumiIoMHas)-




I1K-1

OCHOBBI (hUHAHCOBOTO,
OyXTaJITepCKOTo 1
CTaTUCTHYECKOTO y4eTa
B chepe rocTenpUuMCT-
Ba M Ha TMPEATIPHITUIX
MUTAHUS

[Iporpammuoe obec-
MIEYCHUE U
aBTOMATHU3AIHS
JESITEIIbHOCTH
IPEIPUATHA MUTAHUS
Y TOCTECTIPUHUMCTBA

Teopus opranuzanuu u
OpraHHU3aIIOHHOE
nosenexue/
Crparernueckuii
MEHEI)KMEHT

IIpousBoacTBEHHAsA
NpaKTHUKa
(OpranuzarmoHHo-
yhpaBieH4YecKast
MPAKTHKA)

Opranuzanus u

MJIAHUPOBAHUE /IS TEIb-

HOCTH HPEIpUATUI
cepBuca

ConunaibHOKYJIbTypHas
NesITeTLHOCTH B chepe
rocre-
MPUUMCTBA U
0O0IIIECTBEHHOTO
MTUTaHUS

VYipasieHue
NIEPCOHAJIOM B

npodeccuo-
HaJIbHOM J€ATEIbHOCTU

[Ipou3sBoacTBEHHAsA
npakTuka (CepBucHas
MpaKTHKa)

IIpou3BOACTBEHHAsA NIPAKTHKA
(CepBucHast mpakTuka)

MapkeTHHroBble KOMMYHHKA-
uuu/YnpasiieHue KOHKYpEeHTO-
CIIOCOOHOCTBIO MIPETPUITUS

OTedecTBEHHBIN U 3apyO0eIKHBII

OIIBIT OKa3aHUA yCJIyr
O6H_ICCTBCHHOFO INUTaHUA U
TOCTCIIPUUMCTBA

busnecruiannposanue
Tpynosoe npaso

CepBuc B UHAYCTpUU

OOIIECTBEHHOTO
MATaHUs/

Pecropannsiii OusHec

CepBuc B HHAYCTPpUH
rOCTeTPUUMCTBA/
T'ocTuHNYHLBIN OU3HEC







Teopust opraHu3anuu U

VYipasineHue KauecTBOM yCIyT U

I1K-3 OpraHU3aIOHHOE oOCITy’)KMBaHUsI B chepe
noseznenue / Ctpare- | rocrenpuruMcTBa u
OOIIECTBEHHOTO
TMYECKUN MEHEJDKMEHT IHTaHUS

TexHuueckue cpeacTna
1 TCXHOJIOI'UU B
cdepe rocTenpuuMCT-
Ba U O0IIECTBEHHOTO
MATaHUS

Opranuzanus u
IJIAaHUPOBAHUE JIEATENb-
HOCTH IPEIITPUATUN
cepBuca

[IpaBoBoe
perynupoBaHue B cepe
rocre-
MIPUUMCTBA U
0O0IIIECTBEHHOTO
MATaHUS

IIpousBoacTBEHHAS
npakTtuka (CepBucHas
MPAKTHKA)

10




4. O0beM TUCITUTIINHBI (MOIYJIS) B 3a4ETHBIX €AMHUIAX C YKa3aHUEM KOJIMYeCTBA
aKaJIEMUYECKHUX WU aCTPOHOMHYECKUX YaCOB, BBIICICHHBIX HA KOH-
TaKTHYIO pab0Ty 00ydJaronuxcs ¢ mpenoaaBaresieM (1o BUJIaM YIEOHBIX 3aHATHI )
Y Ha CaMOCTOATEIBHYIO paboTy 00y4aroImuxcs

Oo61as TPYJI0EMKOCTh OCBOEHUA y4eOHOM TUCIUTLIINHBI
«JlokyMeHTallMOHHOE 00eCIIeUeHHE YIIPABICHUSD COCTABISET 4 3a4€THHIC €TMHUIIBI
i 144 akageMuyecKux Jaca.

Ne cemecTpa

Cemectp 7 Bcero, ak.gacoB
OO01mast TpyA0eMKOCTh (BCETO aK. 4acoB / 3.€1) 144/4 144/4
Jlexuun 32 32
KonTakTtHas paborta
[TpakTryeckue 3aHATHS 32 32
CamocrosTenpHas padbora 44 44
Bua npomexyrodnoi
DK3aMeH
arrectatiim 2,5/33,5 36
(kOHT.pab.**/ caMocCT.
pal.)

5. ConeprkaHue TUCIUIUTAHBI (MOJYJIs), CTPYKTYPHPOBAHHOE TI0 TEMaM
(pa3nenam) ¢ ykazaHUEM OTBEJICHHOTO Ha HUX KOJIMYECTBA aKaJeMUUYECKUX WU
ACTPOHOMHUYECKUX YaCOB U BHJIOB YUE€OHBIX 3aHATUI

TpynoemMkocTb
o KonrakTHas
[
2 paboTta
= = ©
S| E| B &
HaumenoBanue pasiena ) & & QS
Ne o = = S Coneprxanue
JUCLUIUIMHEI (TeMa) = s S -
. a. [
=l 8| 8
E © s
4 o <
= T | °
=
7 ceMecTp

11




[lonssTue 0  JHOKyMEHTE.

CsoiicTBa, MIPU3HAKH,
byHKIIIN JIOKYMEHTA.
MeTtopl u Croco0bl
JOKYMEHTHUPOBAHHUSI.

HopmatuBHOMeETOAMUYECKAS
0aza  JOKYMEHTAI[MOHHOTO
obecneyeHus YIPaBIEHUS

OcHOBBI
JeSITeNIbHOCThIO OpraHu3aluu
JOKYMEHTAIlMOHHOTO .
CEpBHCHON  JESTENHHOCTH.
o0ecrnieueHus
28 12 | Buasl YIPaBJICHUYECKUX
OpraHu3aluu
. JIOKYMEHTOB, HE00XO0JIMMBIX
CEpBHUCHOM
JUIS.  OMHCAHMSI  Pa3IUYHBIX
JeSITeIbHOCTH . .
YIPaBICHUYECKUX  JCHCTBUIA.
YHudukanus u
CTaHJapTH3aIUs TOKYMEHTOB.
[Tonstue u COCTaB
pekBu3UTOB.DOPMBI
JOKYMEHTAIIU! TUIst
pa3zpaboTku CEPBUCHOTO
IPOIYKTa
Cocras, CTPYKTYypa u
coJiepKaHue OKYMEHTAIWH,
oOecnieunBaroIen
Cucremsl OpraHU3aIII0
JOKYMEHTaIUH, cepsuca.Cocras
obpazyromuecs B OpTaHU3aIOHHOIIPABO-
npouecce  yNpaBneHus | 10 BOI,pacriops N TeIbHOM,
JESITeTbHOCTHIO MH(GOPMAIIMOHHOCTIPAaBOYHOH,
opranuzanuii  cepsl IIJIAHOBOOTYETHOU
cepBU- JOKYMEHTAIH, TpaBmia e
ca COCTaBIJICHUS H OPOPMIICHHSI
OcobenHoctu
JOKYMEHTO000pOTa B CEPBHCE
JIOKyMEeHTallMOHHOE 28 12 |OO6mas XapaKTepUCTHKA

12




obecrieueHue
YIIPaBJIEHUS
MIEPCOHAJIOM.

KaJIpOBOTO cocTaBa
npennpustus.  OpraHuzanus
JOKYMEHTAI[MOHHOTO
obecrieueHUsT  JIE€SATCILHOCTH
KaJIpoBOH1 CILYKOBbI
MIPEATIPUSATHS cepBHca.
Opranmszanus ~ paboTBl ¢
KaJpOBOM JTIOKYMEHTAIUEH.
Oco0EHHOCTH HCHOJIHL30BAHMS
cetu MHTEpHET NI pelieHus
3a1a4 KaJIpOBOTO
JIEIOTIPON3BO/ICTBA.
OdopmiieHre ETOBBIX MMHCEM,
JOKJIATHBIX U CIYKEOHBIX
3allMCOK, OTBETOB Ha >KaJOOBI
noTpeOuTene.

Opranuzanus
JIOKYyMEHTO000pO
Ta

26

10

Opranuzanus paboThI c
JIOKYMEHTaMHU.
CucremaTtuzauus
JOKYMEHTalluu B  Ipoliecce
CEpBHUCHOM

nesitenbHocTH. DopMupoBaHue
u odopmiieHue Je.
DkcnepTusa LIEHHOCTH
JIOKYMEHTOB, MOATrOTOBKA
JIOKYMEHTOB K XPaHEHUIO.

DK3aMeH

36

2,5

33,5

Hroro

144

32

34,5

77,5

13




6. [lepeyeHn yaeOHO-METOAMYECKOTO OOECIIEYCHUS AJIT CAMOCTOSITEIIbHON PaOOTHI
OOyJaroIIUXCsI IO AUCITUTUTHHE (MOTYJTIO)

Ne Buasl camocTosTeNbHOM PabOTHI Tpynoemkocts, | Dopma KOHTpOIS™
aK.4achl
1. [TpopaboTka TEOPETUUECKOTO
. Koncynbranus
MaTepHaia 1o KOHCIEKTaM JIeKIIHH,
. npernoaBaress,
PEKOMEHI0BaHHOH JTUTEparType, 18 THOG
TH
JIOTIOTHUTEITbHBIM UCTOYHUKAM Y
cobecenoBaHue
uHpopMaun
2. [ToaroroBka K MpakTUYECKUM BricTymnenue ¢
3aHATUSAM: TOUCK HEOOXOAMMON TOKJIaZIOM,
uH(popmanuu, 06padoTka HHGpOpPMAIIHIH, 1 Mpe3eHTalus,
HaIMCaHHe OKIa/ia, MOAr0TOBKA K OTBETHI HA
BBICTYIICHUIO JIMCKYCCUOHHBIE
(muckyccum) BOITPOCHI
3. [ToaroTroBka K TeKYyIIEMYKOHTPOIIO
(TecTHpOBaHUE /WM HAITUCAHUE 12 TecTsl, pedepaTsr
pedepara)
4, [ToaroroBka Kk MpOMEKYTOUHOM YcrHoe
aTTecTanuu 33,5 cobecenoBaHue,
(BOIIPOCHI K 9K3aMEHY, UTOTOBBIN TECT) TECTUPOBAHUE

Jlns caMoCTOsITEIbHON pabOThI 1O JUCIUIUIMHE (MOIYII0) oOydJaromuecs
HCIIOJB3YIOT CIIEAYIOINIee yueOHO-METOIUIECKOE 00eCIICUeHUE:

1)  JIOKyMEHTalMOHHOC OO€eCIeUYCHHE yIpaBiaCHHS: YUcOHOE
nocooue/ ['magmitE.B. - M.: U1l PUOP, HUI[ NHDOPA-M, 2020. - 249
c.Pexxummoctymna: https://znanium.com/catalog/document?id=354819

2)  JloxyMeHTaI[MOHHOE OOeCIeUeHUE YIPaBICHUS MEPCOHATIOM:
VYyebnoe nocobue/bynar P. E. - M.: HUL UHOPA-M, 2019. - 234 c.
Pexxumaoctyna: https://znanium.com/catalog/document?1d=355024

3)  beixoBa, T. A. JJokyMeHTaMOHHOE OOCCIICUEHUE YIIPABIICHHUS
HEroCyJIapCTBEHHBIX opraHu3aiui : yaeoHoe nocodue / T. A. beikosa, JI. B.
Cankuna. — 2-e u3[l., nepepad. u gon. — Mocksa : UHOPA-M, 2020. —
302 c. Pexxum noctyna: : https://znanium.com/catalog/product/1072260

4)  ®oHA OLUEHOYHBIX W METOJWYCCKUX  MaTepHallOB  II0
TUCIUTIINHE«J[OKyMEHTaIIMOHHOE 00CCIICUCHHE YITPABICHUS.
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No ko

10.

11.
12.

13.
14.

15.
16.
17,
18.

19.
20.
21,
22,
23.

24,

26.

217,
28.

7.CDOHI[ OOCHOYHBIX 1 MCTOAUYICCKUX MATCPHUAIOB IJIsI ITPOBCIACHMA
HpOMe)KYTO‘-IHOﬁ aTrecraiuun O6y‘-IaIOH_II/IXC$I IO AMCHUIIIINHE

Bormpocsl 11t mpoBeAeHUsI TPOMEKYTOUHOM aTTecTaluu (9K3aMeHa).
O6ocHOBaHME HEOOXOAMMOCTH O0YUCHHS TOKYMEHTAIIMOHHOMY 00€CIICUCHUIO
Y €ro aBTOMAaTU3aluu;

JIokyMeHTOOOO0pOT B Opranu3ainuu. Pabora ¢ BXoASIIMMU TOKyMEHTaMU;
Knaccudukaropbl 10KyMEHTOB;

@opMHUpPOBAHUE U XPAHEHUE JET;

PernamenTanus n1enonpon3BoOACTBA;

[Ipesenranus. Ee dynkuus u HaznayeHue. OCHOBHBIC AJIEMEHTHI;

OCHOBHbIE  TMOHATUS  JIOKYMEHTALIUOHHOTO  OOECIEeYeHMs]  yIpaBIICHUS
(1enonpou3BoICTBO, JOKYMEHTOO0OPOT, JOKYMEHT, pEKBU3UT, U Jp.);
OpranuzalluoHHbIE JOKYMEHThl. MX @yHKuMM ¢ Ha3HaueHHe. YCTaB
OpraHu3alNy;

OcHOBHBIE PYHKIIUU JOKYMEHTA;

OpranuzanuonHsle JOKyMeHThl. WX ¢yHkuumn u HazHayeHue. lltaTHoe
pacnucaHue;

VYHudukanus u ctanaapTuzaus 10KyMEHTOB;

OpranuzanuoHHsle TOKyMeHTbl. X (yHkuuu m HazHaueHue. [[ommkHOCTHas
MHCTPYKLIUS

bnaunk. [Tonarue 61anka. TpeboBanus k 0ohOpMIICHHIO OJIAHKOB,
Pacniopsiautenbubie gokymeHThl. WX QyHkiuum m HazHauenue. [lpukas 1o
OCHOBHOMH JI€ATEIILHOCTH;

PexBusut. [lonsaTrue pekBU3nTa, NOPAIOK UX ODOPMIICHHUS;
CripaBouHO-UH(OpMALIMOHHBIE JOKYMEHThI. X pyHKIIMK 1 Ha3HAUYeHue. AKT;
TexHuyeckue cpencTBa, UCIONIb3yEMBIE B IETONPOU3BOJICTBE;
CnpaBoyHO-UHQOPMALIMOHHBIE JOKYMEHTBl. MX ¢QyHKIMM W Ha3HayeHUE.
[IpoToxoun;

bnank. Buast 6;1ankoB. OcoO0eHHOCTH UX 0(OPMIICHHUS,

JIokyMeHTOOOO0pOT B opranu3aiuu. Pabora ¢ UCXOIAIIUMHU JOKYMEHTAMHU
bnank. BapuanTel pacnoioxkeHusi peKBU3UTOB Ha OJIaHKAX;

IToaroroBka u nepenaya Aen B apXuB;

[IpaBwna odopmieHus 1atr, Hymepaluu CcTpaHul, OGOpMIICHUS TaOJHII,
MaTeMaTH4eCKUX (GOpMYJT U COKpAIICHHIA;

Pacniopsimutenbubie JOKyMeHThl. VX ¢yHKIuM v Ha3HaueHue. YkazaHue; 25.
JlokyMeHTOOO0OpOT B opranu3auuu. lIpomecc KOHTPOJS MCTHOJHEHUS
JOKYMEHTOB;

CnpaBoyHO-UHQOpPMALIMOHHBIE JOKYMEHTBl. MX ¢QyHKIMM W Ha3HayeHUE.
OObsacHUTENbHAS U JJOKJIAHAS 3aMTUCKU;

JIokyMeHTOOOO0pOT B opranu3anuu. Pabora ¢ BXOASIIUMH IOKYMEHTaAMU;
Pacniopsimutenbubie fokyMeHThl. X ¢pyHKIMM 1 Ha3HayeHue. PacnopsikeHue
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29. OCHOBHBIE MOHATHUS TOKYMEHTAIIMOHHOTO 00ECTICUeHUS YITPABICHNUS;
30. CnpaBouyHO-HGOPMAIIMOHHBIE JOKYMEeHThl. WX GyHKIMM W Ha3Ha4YCHUE.
IIpoToxou;

[IpumepHbIe TPaAKTUKO-OPUEHTUPOBAHHBIE 3aJaHUs
1. OdopMute mnpuUKaz O HA3HAYEHWH OTBETCTBEHHOTO 32
oOpamienue ¢ O1ankamu npeanpustus B coorsercteuu ¢ ['OCT P 6.30-2003
2. OdopMuTh MPOTOKON 3aceaHusi DJKCIEPTHOM KOMHCCHUU B
COOTBETCTBUM C TUIOBON MHCTPYKIMEH MO JEIOMPOU3BOJACTBY
3.  CocraButh Ciy’)KeOHYIO 3alMCKy Ha IMOOIIPEHUE COTPYIHUKA,
NEPEBBINOIHUBILETO MJIAHOBBIEC MOKA3ATEIH

[lonHbIi KOMIUIEKT 3aJaHU W 3TanoB (OPMHUPOBAHHUS KOMIETEHIUHU
npeacTasiicH B @OHIE OLEHOYHBIX U METOAUYECKUX MATEPHUAIIOB JJISI POBEICHHUS
IPOMEXYTOUHOM aTrrectaluu OOy4aroIIUMXCsl O JUCHUIUIMHE, O(POPMIICHHBIH
OTJIEIbHBIM TOKYMEHTOM, MPEJICTABIIEH B IPWIOKEHUH 1.

16



8. [lepedyeHb OCHOBHOM, TOMOJHUTEIBHOM YUeOHON IUTEpaTyphl, PECYPCOB
UH(OPMAITMOHHO-TEICKOMMYHUKAIMOHHOM ceTn « IHTepHEeT», HEOOXOAUMBIX IS
OCBOEHUS TUCIUIUINHBI (MOTYJISI)

a) HOpMaTUBHBIE MPABOBBIC AKThI

1) Hatmonaneusiii ctangapt PO I'OCT P 7.0.8-2013 "Cucrtema cTangapToB
no uHdopmaluu, 6UOIMOTEUHOMY U U3AATENIbCKOMY Jieny. Jemonpou3BoICTBO U
apxuBHOe Jeno. Tepmunbsl u onpegeneHus" (yrB. mnpukazoM DenepaibHOrO
areHTCTBa 10 TEXHUYECKOMY PErYJIUPOBAHUIO U METPOJIOruH OT 17 okTsa0ps 2013 1.
N 1185-cT)

2)I'OCT P 6.30-2003 «YHHQUIHPOBAHHBIE CHCTEMBI JOKYMEHTAIWH.
YuuduinmpoBanHas  cucteMa  OpPraHU3alMOHHO - pacnopsAUTEIbHOU
JIOKYMEHTAIUH.

TpebGoBanus Kk 0POPMICHUIO JOKYMEHTOBY

3) TOCT P 7.097-2016 «Cucrema craHgapToB T0 HUH(pOpMaIuHy,
OMOMMOTEUHOMY W H3JaTeNbCKOMY Jeny. OpraHu3alMOHHO-PACTIOPSAUTENbHAS
nokymeHTanus. TpeboBaHus K 0(hOPMIIEHUIO TOKYMEHTOBY

0) OCHOBHAs JIUTEpaTypa:

1)  JIOKyMEHTallMOHHOC OO€eCIeUYCHHe yIpaBiaCHHUS: YucOHOE

nocobue/ I'maguiiE.B. - M.: UI[ PUOP, HUL] UHOPA-M, 2020. - 249

c.Pexxummocrtymna: https://znanium.com/catalog/document?id=354819

2)  JloxyMeHTaI[MOHHOE OOeCIeUeHUe YIPaBICHUS MEPCOHATIOM:
VYyebnoe nocobue/bynar P. E. - M.: HUL UHOPA-M, 2019. - 234 c.
Pexxumpoctyma: https://znanium.com/catalog/document?1d=355024

3)  beikoBa, T. A. JIokyMEeHTaIlMOHHOE OOCCIICUCHHUE YITPABICHHUS

HEroCyJIapCTBEHHBIX opraHuzaiui : yaueoHoe nocodue / T. A. beikosa, JI. B.

Cankuna. — 2-e u3fl., nepepad. u gomn. — Mocksa : UHOPA-M, 2020. —

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

B) JIOTIOJTHUTEINIbHAS TUTEpaTypa:

1) JlokyMeHTalMoOHHOEe OO0ecleueHUe YIpaBJICHUs IMEpPCOHAIOM: YueOHOoe
nocobue/bynatr P. E. - M.: HUIl UH®PA-M, 2019. - 234 c.Pexxum noctymna:
https://znanium.com/catalog/document?id=355024

2)JlokyMeHTalMOHHOE 00ecTeueHrne yNpaBlIeHUs B COUATbHO-KYJIbTYPHOM
cepBuce u Typusme: YueOHoe nocooue / I'yiuna U. A., 3aiiiiea H. A. - M.: Anbda-
M, HUL]l UH®PA-M, 2015.Pexxum mocTy-
na:http://znanium.com/catalog.php?bookinfo=489737
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3)KupcanoBa, M. B. Kypc nenonpousBoAacTBa: JOKYMEHTALIMOHHOE
obecrieueHue ynpasieHus : yaeoHoe nocooue / M.B. Kupcanosa, F0.M. AkceHoB.
6-e u3a., ucnp. u mon. — Mocksa : UHOPA-M, 2020. — 257 ¢. Pexxum noctyna::
https://znanium.com/catalog/product/1088888

r) pecypchl cetu « THTepHET»:

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

2) JleaompousBOACTBO U JIOKYMEHTOO00pOT Ha
TPEANPUSITHH. http://www.delo-
press.ru/journals.php?page=documents
3) Kaaposoe JIEJIONIPON3BOICTBO 54 TPYZOBOE MPaBo.

http://hrportal.ru/rubric/kdp
4) DnextponHas oubaroreka HR-criermanucros. http://www.hrm.ru/
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9. MeTonuueckue yKa3aHusl 111 00y4aronuXxcsi 0 OCBOCHUIO TUCIIUTIINHBI
(Momys)

CamocrosiTenbHas NOArOTOBKA 00YYarOIUXCS IPOBOAUTCS ISl YIITYOJIeHUS
Y 3aKpEIUICHHs 3HAHMM, MOJYyYEHHBIX Ha JIEKUUAX U JPYTUX BHUJAX 3aHATHH, 1
BbIPa0OTKH HABBIKOB CaMOCTOSITEIBHOIO NPUMEHEHHUS] HOBBIX, JOMOJHUTEIbHBIX
3HAHWI U MOATOTOBKU K MPEACTOSIIUM YUYEOHBIM 3aHATHSAM, 3a4ETy.

BaxxHbIM  yCIIOBUEM YCHEHIHOTO M3YyYEHHs JIUCLUUIUIMHBI  SIBISETCS
nocemenue jekuuil. [lox nocemennem noapasymeBaercs He (opma MaCCUBHOTO
MPUCYTCTBHS, @ aKTHUBHAs1 pad0oTa MO U3yYEHUIO HOBOro Marepuana. [loaroroska k
JIEKIIMOHHBIM 3aHATHSIM BKIIIOYAET B ceOsl aHAIM3 MpPeajiaraéMbIX IS U3Y4YEHUS
BOIPOCOB, U3yYEHUE HOPMATUBHBIX HICTOUHUKOB U Y4€OHOM 1 HAYYHOU JINTEPaTyphl
[0 paccMaTpUBAEMbIM BOIpocaM JIEKUUU. B mpoiecce jnekuuu o0ydaromuics
MOKET 33JaBaTh YTOUHSAIONIME BOMPOCHI, OCYIIECTBUTh B3aHMMOCBSI3b HOBOIO
Marepuaia ¢ YK€ HU3YyYEHHBIM, TOJrOTOBUTH 0azy it 3(P¢PeKTUBHOTO
UCIIOJIb30BaHUSl MOJYYEHHBIX 3HAHUM, 00JIErYUTh MOJATOTOBKY K MPAaKTHYECKOMY
3aHATHIO. DPHEKTUBHBIM CITOCOOOM (QUKCALMK JICKIIMOHHOTO MaTepualia siBIsSeTCs
KOHCIIEKTUPOBAHUE, MPEACTaBIAONIEe COOOW HE TOJIBKO (PUKCAIMIO Ba)KHEUIINX
MOMEHTOB JIEKLIMU, HO M yKa3aHHWE MPUMEpOB JUIsl MOHMMAHMS TOTO WJIH HHOIO
TEOPETHUYECKOr0 MaTepuaia.

[Ipy MOATrOTOBKE K MPAKTUUYECKOMY 3aHSITHIO HEOOXOJHWMO HCIIOJIb30BaTh
KOHCIIEKTUPOBAHHbIE MAaTepuasbl JIEKUUN, Y4eOHYI0 W HAY4YHYIO JIUTEpaTypy.
[ToaroToBKa OTBETOB MO BBHIHOCHMMBIM Ha OOCYXIEHUE BOMIPOCAM MPAKTHUYECKOTO
3aHATUS BKJIIOYAET B ceOsl HE TOJBKO MPOYTEHHE MaTepuaia, HO U €ro aHajlu3 U
KPUTHUYECKYIO OIeHKy.. OOyuaromeMmycs CileayeT BBISIBUTh MaJOW3yUYEHHbIE
aCIeKThl pacCMAaTPUBAEMBIX BOIPOCOB, MPOSIBUTH MHUIIMATUBY IPHU MOJATOTOBKE K
MPAKTUYECKOMY 3aHATHUIO.

[Ipy moAroToBKEe K MPAKTUYECKUM 3aHITHSMU U 3a4eTy PEKOMEHJyeTCs
CUCTEMATU3UPOBATh 3HAHMS, HM300paxkass MX B TAOJUYHOM, TIpapUUYECKOM WU
CXEMaTH4YHOM BHJIE€. DTO MO3BOJIUT YCTAHOBUTH B3aMMOCBS3b NU3YYaeMbIX SBJICHHM,
YIOPOCTUT 3aJady 3allOMHUHAHMsI Marepuaia, OOJIETYUT MPOLECC MPAaKTHYECKOTO
MPUMEHEHUS TOJYYEHHBIX 3HAHUU.
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3amauelt MpaKTUIECKUX 3aHATUHN SBIISETCS BRIPAOOTKA YMEHUS UCIIOJIB30BATh
TEOPETUUYECKHE 3HAHUS, TMPOSBUTh HAJIWYHE TIPAKTUYCCKUX HABBIKOB. [lpwm
MOJATOTOBKE K MPAKTUYECKOMY 3aHSITHUIO CIEIYET 3a0JIarOBpeMEHHOTO 00ECIICUUTh
HAJIMYME€ HEOOXOAUMO IJisi JAaHHOTO 3aHATHS MaTepuaia, CaMOCTOSTEILHO
MOBTOPUTH paHEe U3yYECHHbBIC TEMBI.

J1J1s yCTIeIIHOTO OCBOCHHUSI JUCIUTUTMHBI BAXKHBIM SIBJIIETCA YMEHHE paboTaTh
C TEpMHHAMH U UX onpeneneHusMu. st paboTel ¢ TepMuHOIOTHEH YD PEKTUBHBIM
SBJIIETCSI HUCIIOJIb30BAaHME KakK Yy4yeOHOM W Hay4yHOW JHUTEpaTypbl, TaK H
IOPUANYECKUX U (PUIT0CO(CKHUX CIOBapEi.

PabGoTa ¢ TepMHHAMH MOXKET OCYIIECTBIATHCS Kak B (popMe cocTaBIeHUS
COOCTBEHHBIX TEMATUYECKHX CJIOBAPUKOB JUIsl yA0OCTBAa M CKOPOCTH IIOMCKA
HeoOxoaumoro TepMuHa. C  3TOM IENbI0 HEOOXOAUMO KaKJIbId  HOBBIN
BCTPEYAIOITUICS TEPMHUH 3alKCHIBATh M BO BPEMS MOATOTOBKA K CEMHUHAPCKUM H
MPAKTUYECKUM 3aHSATUSAM YKa3blBaTh COOTBETCTBYIOIIEE ompezaenieHue. B ciydae
BO3HMKHOBEHHUSI CJIOKHOCTH BBIOOpa OMpeNeseHUsT M3 HUMEIoIIerocss oobema B
paMKax Hay4YHOTO 3HAHHWS HEOOXOIMMO 3aJaBaTh BOIMPOCHI IPEIMOJABATEIIO B
paMKax JEKIIMOHHBIX U MPAKTUICCKUX 3aHATHH.

WNntepakTtuBHBbIe  GOPMBI  TPOBEICHUS  3aHATHH 10  JTUCIUTUIAHE
«/loxymenTanmonHoe oOecreueHrne YIpaBIeHUs» BKIIOYAIOT B CeOsl CIACAYIOIINE
BU/IbI 3aHSTHI:

- WHTEPAKTUBHBIC JICKIMH, MPEANOJIarafoT WCIIONIb30BaHWE METO/a
po0eMHOro u3NokeHus. [Ipu TakomM moaxoie JEKIUsl CTAHOBUTCS MOXO0XEH Ha
JMAJIor, TPETo/laBaHle UMUTHUPYET HMCCIIETOBATEIBCKUNA MPOIECC (BBIABUTAIOTCS
MIEPBOHAYAILHO HECKOJIBKO KJIIOYEBBIX MOCTYJIATOB IO TEME JICKITUH, M3JI0KCHUE
BBICTPAMBACTCS TI0 TPHUHIIAITY CAMOCTOSTEIBHOTO aHalIW3a H  000OIICHUS
CTyJIEHTaMU Y4eOHOro Marepuaia). JTa METOJMKA IO3BOJISIET 3aUHTEPECOBAThH
CTyJIEHTa, BOBJICYb €ro B Mpoiiecc o0ydeHus. [IpoTuBopeunss HAyqHOTO MTO3HAHUS
PacCKpBIBAIOTCSI TIOCPEACTBOM IMOCTAaHOBKU MpoOJeMbl. YdeOHas mpobiema Hu
npoOjeMHasi CUTyalusl SBJSIOTCS OCHOBHBIMU CTPYKTYPHBIMA KOMIIOHEHTaMH
npobiaemMHoro oOydenwms. [lepen HadamoMm W3ydeHHs ONPEACIICHHONW TEMBbI Kypca
CTaBUTCSA TIEpeNl CTYIASHTAaMU TPOOJIEMHBIA BOMPOC WM JaeTCs MPOOJIEMHOE
3amanue. CTUMyIUpys paspeiieHre mnpoOJeMbl, MpenojaBaTelb CHUMAET
MIPOTUBOPEYHS MEXKTY UMEIOIUMCS €€ TIOHUMAaHUEM B TPeOyeMbIMU OT CTYJEHTa
3HaHUSAMHU. D(PPEKTUBHOCTh TAKOTO METOJa B TOM, YTO OTJEIbHBIE MPOOJIEMbI
MOTYT TMOJTHUMATHCSI CAMUMHU CTYJ€HTaMU. [ JTaBHBIN yCIIeX TaHHOTO METOa B TOM,
YTO TpernojaBaTelb JOOMBACTCS OT AyJAUTOPUU «CAMOCTOATEIHLHOTO PEIICHHS
MOCTaBJICHHOU MpoOsieMbl. Opranu3arus mpoOIeMHOTO 00YICHUS TTPEACTABISICTCS
JIOCTaTOYHO CJIOKHOM, TpeOyeT 3HAUYMTENIbHON MOJArOTOBKH JiekTopa. OmHako Ha
HAaYaJIbHOM JTare UCTIOJIb30BaHMS ATOTO METO/a €r0 MOXKHO BHEAPSATH B CTPYKTYPY
TOTOBBIX, paHee pa3pabOTaAHHBIX JICKIINH, MPAKTUUECKUX 3aHATHI KaK JOTIOJTHEHHUE.

- TPYIIIOBBIE TUCKYCCUU, TPUMEHSIOTCS ISl O0OECTeYeHHs HAaBBIKOB
KOMaHJTHOM pabOThl U MEXJIMYHOCTHOM KOMMYHHMKAIMM W TPEICTaBIIAIOT COOOM
OLICHOYHOE CpEACTBO, IO3BOJISIONIEE BKIIOYUTh OOYYaIOMIMXCS B MPOIECC
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OOCYXKIeHHsI TPEACTAaBICHHOW TEMbI, MPOOJEMbl U OLEHUTh HX YMEHHUE
apryMEHTUPOBAaTh COOCTBEHHYIO TOYKY 3peHHs. Kpome Toro, B Xoae 3aHATHIA
MPOBOJATCS KPYTJIbIE CTOJIBI 10 33JAHHBIM TEMATHKAM.

OueHouHble WM METOAMYECKHME  MaTepHalibl MO0  JUCUUILIMHE
«/lokymeHTalmoHHOe obecrieueHue yrnpasieHus» npeactasieHsl B GOMM.

[Ipy 1OATOTOBKE K MPOMEXKYTOUHOMY HIM HTOTOBOMY TECTUPOBAHHIO
HEOOXOJMMO H3YUUTh TEOPETHUYECKUW M MpaKTHUeCKHil MmaTtepuain. TecToBble
3aaHus (C MEpPEeYHEM BO3MOXKHBIX BAPHAHTOB OTBETOB, CPEAM KOTOPBIX XOTS OBl
OJIMH OTBET SBJSETCS HEBEPHBIM) OOECHEYMBAIOT CTPYKTYPHOCTH MBILIUICHHS,
BBIHY/ICHHOTO BBIOpaTh W3 MPEUIOKCHHBIX BapUAaHTOB OTBET BCE MPABHIIBHBIC
BapuaHThl. TecToBBIE 3aJaHUs HA YCTAHOBIICHHUS COOTBETCTBHUS IOJAPA3YMEBAIOT
HEOOXOMMOCTh MPOSIBICHUSI HE TOJIBKO 3HaHUS YYEOHOI0 MaTepuana, HO U yMEHHUS
NPUMEHATH MpaBwiia GOPMAIBLHOM JIOTUKU. TeCTOBBbIE 3aJlaHus HA YHOPSAIOYECHHE
HaIlpaBJICHBI Ha YCTaHOBJICHHE JIOTUYECKON IIOCJIEIOBATEIBHOCTH
paccMaTpuBaeMbIX SIBJICHUH (BPEMEHHU CYILECTBOBAHUS SIBJICHHM, PacHoOOKEHUS
CTPYKTYPHBIX 3JIEMEHTOB IIPABOBBIX JOKYMEHTOB U T.IL.).

D¢ dexTuBHBIM CIOCOOOM /JIsl TOATOTOBKH K TECTUPOBAHUIO SBJIsIETCS paboTa
oOydJaromierocss 1O PEHIeHUI0 TECTOBBIX 3aJaHUM, NPEIOCTaBICHHBIX IS
CaMOCTOATENbHON palOoThl. Takke Mmpu MOArOTOBKE K TakoW (opmMe KOHTPOJIs
3HAHMM, KaK PEIICHHE TECTOBBIX 3aJlaHUMU, CIEAYET CAMOCTOSATEIBHO MOMIBITATHCS
npopadoTaTh paccMaTpUBaEeMble B JUCLUIUIMHE BOMPOCHI B (hOPME COCTABICHHS
TECTOBBIX 3a/IaHUM.

IIpy mOArOTOBKE K 3K3aMEHY CJIEAyeT MMEThb B BUIY, YTO OH SIBJISIETCS
UTOrOBOM (OpPMON KOHTPOJISI TO HM3YYEHUIO JAaHHOW Y4YEOHOM JMCIUILIIMHBIL.
DK3aMEH IMOApPAa3yMEBAET MAKCUMAaJbHYI0 KOHUEHTPALUWIO 3HAHUN M YMEHUH,
MPEANoJaralox MoJHOE U3YyUeHUE MaTepuala JUCIUIUIUHBI.

DK3aMeH MpoBOAUTCS B (popMe YCTHOrO coOeceloBaHUsl, BBINOIHEHUS
NUCBMEHHOTO 3ahaHusd. Pemenue npenogaBatenss 00 UTOTOBOM — OLIEHKE
IPUHUMAETCS MO PE3yJIbTaTaM YCTHOIO OTBETAa M BBIIOJIHEHHOIO IMHCHbMEHHOIO
3aJ1aHHs B 3aBUCHMOCTH OT ILKAJIbI OLICHKHU.

B kaudecTBe HCTOYHMKA JIONOJHUTEIBHBIX MAaTEPHAIOB PEKOMEHIYETCS
MOJIb30BaThCs MHGOpMALIME OTKPBITOrO JocTyna ceTu Internet (maHHBIMU
MH(OPMAIMOHHO-TIPABOBBIX U 00pa30BaTEIbHBIX MOPTAIOB, O(UIIUATBLHBIX CATOB
MUHHCTEPCTB, BEIOMCTB, OTIEIbHBIX OpPraHHU3alUi, JaHHBIMH TOCYJAapCTBEHHOU
CTaTUCTUKHU, pe3yJbTaTaMH 3KCIEPTHO-aHAIUTHUYECKUX 0030poB). Kpome Toro,
MO>KHO BOCIIOJIb30BATHCS BO3MOXHOCTSIMU CIIPABOYHO-TIPABOBBIX CHUCTEM, Oa3bl
KOTOPBIX COAEPKAT HE TOJIBKO TEKCT HOPMAaTUBHBIX AKTOB, HO M HAYYHbIE CTATHH 110
paznmuunbiM BonpocaM (Hanpumep, CIIC «Koucynwsrant ILmtocy»). Pekomenayercs
TaK>Ke€ MCMOJIb30BaTh 3JIEKTPOHHO-ONOIMOTEUHBIE CUCTEMBI.
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10.  OcobGeHHOCTH OCBOEHMSI NMCLUUIUIMHBI 11 MHBAJIMJOB U JIMILL C
OTPaHUYEHHBIMU BO3MOXKHOCTSIMH 370POBbSI

OO0yueHune 00y4aroumxcsi C OrpaHMYEHHBIMU BO3MOXHOCTSIMU 3JJ0POBbS IIPU
HEOOXOJMMOCTU  OCYIIECTBIIIETCSI Ha OCHOBE aJanTHUPOBAHHOW  paboueit
OporpaMMbl  C  HUCHOJb30BAaHUEM  CHEIHAIBHBIX  METOAOB  OOY4YEHHSI W
TUAAKTUYECKUX  MaTepuaioB, COCTaBJIEHHBIX C  Y4YE€TOM  OCOOEHHOCTEH
NCUXO(U3NYECKOTO Pa3BUTUS, WHIUBUAYATIbHBIX BO3MOXKHOCTEH U COCTOSIHUSA
3I0POBBS TAKUX OOydYaromuxcs (00y4Jaronierocs).

B nensax ocBoeHHst y4eOHOW MpOrpaMMbl TUCUUILTUHBI «JlOKyMEHTaIllMOHHOE
o0ecrieueHrne yOpaBJICHUS» HWHBAIMJAMU W JUIAMH C OTPaHUYEHHBIMU
BO3MOXKHOCTSIMH 370pOBbsi IHCTUTYT 00€ecrieunBaeT:

— JUIS WHBAJIUAOB U JIMI] C OrPAaHUYEHHBIMU BO3MOKHOCTSIMU
3I0pPOBbSl 1O 3PEHHUIO: pPa3MEIIeHWe B JOCTYMHBIX Ui OOy4aroluxcs,
SBJIIOIINXCS CJCNBIMHU WU CIA00BUASIIMMH, MECTAX U B aJJalTUPOBAHHON
dbopme crmpaBouyHONW HHGPOPMAIIMM O PACHUCAHUU YYEOHBIX 3aHITHIA,
IPUCYTCTBHE AaCCHUCTEHTA, OKAa3bIBAIOLIET0 0O0ydYaromemycsi HEOOXOAUMYIO
MIOMOIIIb; BBITYCK AJIbTEPHATUBHBIX (POPMATOB METOIUYECKHX MaTepHajoB
(xpymnHbI# pUPT UK ayuodans);

— Ul WHBAJIUAOB U JIMI] C OrPAaHUYEHHBIMH BO3MOXKHOCTSIMU
3M0pOBbsl MO  CIOyXy:  HaJJIeKAallUMH  3BYKOBBIMH  CPEACTBaAMU
BOCITpOU3BeJIeHUE NH(OPMAIIIH;

— JUIS WHBAJTUAOB U JIUI] C OTPaHUYCHHBIMHU BO3MOXKHOCTSIMH
3I0pPOBbsl, MMEIOIIMX HapyUIEHUSI ONOPHO-ABUTATENIbHOIO  armapara:
BO3MOXKHOCTh OECHpEnsATCTBEHHOT0 JOCTyNa OO0y4aroumxcs B YydeOHBIE
MOMEIIIEHUS, TyaJleTHhIE KOMHAThl W JIpPyrde TOMEMICHHS, a TaKXKe
npeObIBaHWE B yKa3aHHBIX TnomemieHusx. OOywaromuecs W3 4ucia
uHBaM0B U Juil ¢ OB3 obecniedeHpl nMeyaTHBIMHU U (UITH) DJIEKTPOHHBIMHU
oOpa3zoBaTenbHBIMM  pecypcaMu B (dopmax, aJanTHUPOBAHHBIX K
OrpaHUYeHHsIM  MX  3710poBbsi.  OOpa3oBaHMe  OOyHalOIIUXCS  C
OTrpaHUYEHHBIMU BO3MOXKHOCTSIMH 37I0POBbsI MOXKET ObITh OPraHU30BaHO KaK
COBMECTHO C JIPYTUMHU O0YYarOIIMMHUCS, TaK U B OTACIBHBIX IPYINax WA B
OTJENIbHBIX OpraHU3aIUIX
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11. IlepevyeHn nHGOPMAIIMOHHBIX TEXHOJIOTHM, MPOPECCUOHAIBHBIX 0a3
JaHHBIX, UCMIOJB3YEMBIX TPU OCYIIECTBICHUU 00pa30BaTEIHLHOTO MPoIiecca Mo
JUCUUIUIMHE (MOYJII0), BKIIIOYAs IEPEYEHb TPOrPaMMHOT0 00eCIIeYeHus U
MH(POPMAIIMOHHBIX CIIPABOYHBIX CUCTEM

[IporpammHuoe obecrieyeHue:

1. Omneparnmonnas cucrema (Microsoft WindowsIIponpuerapuas);

2. Tlaker oducHbix nporpamm (MicrosoftOfficellponpuerapuas);

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

NHdopmanmoHHbIe CIIPaBOYHBIE CUCTEMBI:

1) ABromarusupoBaHHas  WH(GOpPMAIOHHAS OubIMoTeUHas
cucrema Marc21SQL;

2) CnpaBouHo-tipaBoBast cuctema «KoncyabTantlnrocy

12. MarepuanbHO-TeXHUUYECKask 0a3a, HEOOXoaAuMas JJIsl OCYIIECTBICHUS
00pa3oBaTEILHOIO MPOIECcca MO JUCHUTUIUHE (MOTYIIIO)

Crienanu3upoBaHHbIE ayIUTOPUU:

VYuyebHast ayauTopus JUISI TPOBEACHUS 3aHATUH CEMHHAPCKOTO THIA, KYpCOBOTO
NPOEKTHUPOBAHUS (BBIMOJIHEHUS] KYpPCOBBIX paboT), TPYNIOBBIX M WHAWBUIYAIBHBIX
KOHCYJIbTAIMi, TEKYIIEr0 KOHTPOJIS M MPOMEXYTOYHON aTTeCcTallMy / KOMITBIOTEPHBIN KJ1ace
/ IOMeIIeHue JUIs CAMOCTOSATENIbHOW paboThI™

TexHuueckue cpeacTBa 00ydeHHUs:

KOMIIBIOTEpP C MPOrpaMMHBIM oOecliedeHreM, YKa3aHHbIM B 1.11, gocTymoM Kk ceTu
«HTepHET» M 00€CIIEUeHHEM JIOCTYIa B JJIEKTPOHHYIO MH(POPMAIMOHHO-00pa30BaTEIbHYIO
cpeny

Criennanu3upoBaHHbIC ayTUTOPUU:

VYueOHast aymuTopus sl MPOBECHUS 3aHATUN JIEKIIMOHHOTO THUIIA, 3aHATHH CEMHUHAPCKOTO
THTA, KYpPCOBOTO TPOEKTUPOBAHUS (BBIMOJHEHUS KYpPCOBBIX pPa0OT), TPYMNIOBBIX W
WH/IMBUIYAIbHBIX KOHCYJIbTAIUH, TEKYIIIETO KOHTPOJIS U TIPOMEXYTOYHOHN aTTecTanuu™
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TexHuueckue cpencTBa 00y4eHus:

MYJIbTUMEIUNHBIA KOMIUICKC

KOMITBIOTEP C MMPOTrPAMMHBIM O0OeCTICUeHHEM, YKa3aHHBIM B 1.1 1
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