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1. llosicHUTEABLHAA 3AIIUCKA

Jucuumiuaa — «/[okymenmoobopom u  0elonpousso0Cme0»  3aHUMaeT
BAXHOE€ MECTO IIpU IMOJAroTOBKe OakanaBpoB 1o HampariaeHuo 38.03.02.
«MeHnemKMeHT».

[lenbro OCBOCHMS JUCHUIUIUHBI «/[OKYMEeHmMO0oOopom u 0elonpouU3800CmMae0»
aBysieTcsi (GOPMHUPOBAHUE Y CTYJIEHTOB 3HAHUN TEOPETUYECKHX U MPAKTHYECKHX
OCHOB CO37[aHUSl JIOKyYMEHTOB YTPABJICHHs, a TaKKe NPUOOPETCHHE HABBIKOB
rpaMOTHON U A()PEKTUBHON OpPTraHU3AIMU COBPEMEHHOTO JEIOMPOU3BOACTBA HA
MPEANPUATUASX U B OpTaHU3AIHIX

—U3Y4YUTh 3aKOHOJATEIbHbIE M HOPMATHUBHO-METOAUYECKHUE JTOKYMEHTHI,
peryiaMeHTUpYIoUe padoTy ¢ JOKyMEHTaMU;

—O03HAKOMUTbH C MPABUJIAMU COCTaBJICHUSI U O(POPMIICHHS yIpaBIeHUYECKUX
JIOKYMEHTOB;

— U3YYHUTh MOPSAIOK paOOThI C IMYHBIMU U CITYKEOHBIMH IOKYMEHTAMU;

—chOopMHUpPOBAaTh HABBIKK COCTaBJICHUS W  OGOPMIICHHS OCHOBHBIX
JIOKyMEHTOB YIIPaBIICHUS;

—U3Y4HUTh pabOTy CITY>KObI TOKYMEHTAIIMOHHOTO 00eCreYeHUs YIpaBICHUS;

—O3HAKOMUThH CIyIIATeJIel ¢ COBPEMEHHBIMU TEXHOJOTUSIMU OpPTaHU3ALNU
JIOKyMEHTOO00pOTa MPEAPUATHI U OPTaHU3AIUN.

2. IlepeveHb MUIAHMPYEMBbIX Pe3yJIbTATOB 00y4eHHs 0 JMCUMILINHE,
COOTHECEHHBIX C IIJIAHMPYEMBbIMH Pe3yJIbTaTaMH 0CBOCHHUS 00pa30BaTeIbLHOM
NPOrpamMMmblI

JucuunnuHa «/Jokymenmoobopom u 0elonpou3eo0cmeny Yy4acTBYeT B
(bopMHpPOBaHUY CIEAYIONIEH KOMIIETEHIIUHN:

Komnerennuu NHaukaTopsbl Jeckpunropsl
YK-4. Cnocoben YK-4.1-2. Benet| 3nanuns coJiepyKaHus, IIpaBUII
OCYILIECTBIIATh NICJIOBYIO MEPENHCKY Ha| COCTaBICHUS u odopmiieHus
JIEJIOBYIO rOCy1apCTBEHHOM OpraHU3aLMOHHO-TIPAaBOBOM,
KOMMYHUKAIMIO B SI3bIKE P® ¥ pacnopsiANTEIbHOM, nH(pOpMaoOHHO-
YCTHOM ¥ MUCHbMEHHON [MHOCTPAHHOM(-bIX) CIIPaBOYHOM, IJJAHOBO-OTYETHOM
dopmax Ha SI3bIKAX. JOKYMEHTalluld  C  TO3WLHHM  MPABHI
roCy1apCTBEHHOM roCy1apCTBEHHOI'O sI3bIKa PO u
s3pike Poccuiickoit WHOCTPAHHOTO(-bIX ) sI3bIKa(-0B)
denepanyu 1 YMeHusi: cocTaBiIATh U 0QOPMIISATH
MHOCTPAHHOM (bIX) JIEJIOBbIE MI1IChMa, JOKJIaTHbIE u
s3bIKe (2X). CIIy’)KeOHbIe 3aIUCKH, OTBEYATD Ha KaJoOBI
norpeouTenei
HaBbixu: pa3paboTku Habopa
OpraHU3aIMOHHO-TIPABOBOM,
pacnopsiAUTEIbHOMU, UH(POPMAIMOHHO-
CIIPABOYHOM, MJJAHOBO-OTYETHOM
JOKYMEHTallud  Ha  TOCYAapCTBEHHOM
s3pike PD 1 mHOCTpaHHOM(-BIX) SI3BIKE (-




ax)

YK-4.U-5. Ilpumensen

3HaHusi: ocoOeHHOCTEH (QopmupoBaHuUs

[ pOBbIC CpPeACTBa] KOMMYHHUKALUKA B IIPOLIECCE OPraHU3aLUU
B3aUMOCHCTBUSA ¢l IOKYMEHTO00OpOoTa €  NPUMCHEHHEM
NPYrUMH  JIIOJMH  J171s]| UG POBBIX CPENICTB
MOCTYDKEHUS YMeHusi: OCYIIECTBIATh B3aUMOJIECHCTBUE
ITOCTAaBJICHHBIX Heﬂeﬁ. C nmapTHCpaMu OopraHu3anuu C
MpUMEHEeHUEeM U(PPOBBIX TEXHOIOTHI
HaBbiku: MIPUMEHEHUSI (P POBBIX
TEXHOJIOTHIA npu OpraHu3aIu
JIOKYMEHT0000poTa
IIK-2. Cnocoben IMK-2.U-2. Cioco6eH | 3HAHMA: OCHOBHBIX BHJIOB JOKYMEHTOB,
OCYIIECTBIISITh JACIOBOE [OCYIIECTBISATH ACIOBYIO | 0OECIIEUHBAIONIMX  OpPraHu3alui U
oO1eHre 1 MyoJUYHBIC [[IEPEMUCKY, B T.4. C TJIAaHUPOBAHKE JeSATeTbHOCTH
BBICTYIIJICHUS, BECTU IIOCTaBIIIUKAMU, ACTIapTaMCHTOB (CJIy)K6, OTI[GJIOB)
MIEPETOBOPHI, MapTHEPAMH, NPEANPUITHS;  TOpsAAKa  pa3paboTKH
COBEIIaHMS, 3aKa3uMKaMH, JIOTOBOPOB, COTJIANICHUH, KOHTPAKTOB W
OCYIIECTBIISTh QHATM3UPOBAThH U CTPYKTYPBI JIOTOBOPHOM JTOKYMEHTAIIUH;
JIEJIOBYIO TIEPEMUCKY M [POBEPATH JOKYMEHTHI | TpeOOBaHUA K 00ecCIeYeHHIo
MO/IICPKUBATH Ha COOTBETCTBHE COXPaHEHUIO KOMMEPYECKOM TaiHBI.
¢ poBkIC [paBHIaM YMeHusi: CUCTEMAaTU3UPOBaTh OCHOBHBIE

KOMMYHUKAIUU Ha
YPOBHE OIIBITHOTO
[10JIB30BATENS.

BUIBI JIOKYMEHTOB, OOECIICUYMBAIOIINX
OpTaHHU3AIIIO u TUTAHUPOBAHUE
JIEATETLHOCTH JICIApTaMEHTOB  (CITyXkO,
OTJICNIOB) TPEANPUATHS; HCIOIb30BaTh
nmporpaMmmMHoe oOecriedeHre st paboThI
c uH(popmanuen (aHanuTHYECKHE,
rpaduveckne TIPUIIOKCHHUS VTSt
BU3YaIbHOTO TIPEJCTABIICHUS JaHHBIX);
COCTaBIIATh OTYETHI u
CUCTEMATHU3UPOBATh HHPOPMAIIHIO.

HaBpiku: cocTtaBieHUs U OQOPMIICHHS
OCHOBHBIX BUJIOB JIOKYMEHTOB,
00ECTIeUNBAIOIINX  OpraHH3alyi0 |
TUTAHUPOBAHHE JEeSITEIIbHOCTH
JierapTaMeHTOB (cmyx0, OTJIEJIOB)
MPEIIPUATHSI; OCYIIECTBICHUS KOHTPOIIS
COJIep)KaHUsl JTOKYMEHTOB, COCTaBJICHHUS
HOBBIX JOKYMEHTOB W pPETHCTpAIUU
TOTOBBIX JOKYMEHTOB B COOTBETCTBUH C
HOpMaMu u MpaBUIAMHU B
npodeccuOHaTBLHON NeSITeIIbHOCTH;
HABBIKAMU CO3JaHUSI U PEAAKTHPOBAHUS
mabsmoHOB W (GopM  JTOKYMEHTOB B
npodecCuOHATBLHON 1eATEIHOCTH.

IMK-2.1-3. Criocoben
OCYIIECTBIIATh
KOMMyHI/IKaL[I/II/I
[TOCPEICTBOM
KOPIIOPATUBHBIX

MH(OpPMaIMOHHBIX

3HaHuA: MPUHIIUIIOB
(GYHKIIMOHUPOBAHUS
BHYTPUKOPIIOPATUBHOMN
nH(})OPMAIIMOHHON CHCTEMBI,

YMenusi: paboTatb B pa3IMYHBIX
KOPIOPATUBHBIX nH(GOPMaIIMOHHBIX




CUCTEM, B T.4. C cucreMax
nmoMoInbio MppoBeix | HaBbIKK: OopraHn3zanuy KOMMYHUKAITUH

TEXHOJIOTUI Ha ypOBHE | Ha MPEIIPUATHH MOCPEICTBOM
OIIBITHOT'O NpUMEHEHHS TU(PPOBBIX TEXHOIOTUI
[0JTb30BATEIIS
ITK-11. Cnocoben MK-11.1-4. 3Hanusa:  OnaHkoB  (UHAHCOBOM
aHAJIU3UPOBATH lcrons3yeT  TEXHUKH| yIPaBICHYECKON OTYETHOCTH,
B3aUMOCBSI3M MEXKIy  |ODUHAHCOBOTO U] UCTIOJB3yEeMBIX Ha TPEANPUITHH TpPU
(YHKIMOHATHHBIMU YIIDaBJICHYECKOIO y4yeTal pealu3aluy JIOTUCTUYECKUX OIEepaluil;
00JTaCTSIMH JIOTHCTUKU |1 aHanm3a IUTsl OCHOBHBIX TIPUHIIMITOB JIOKYMEHTHPOBAHHUS
KOMIIAHUH C LIEJIBIO (bopmupoBaHus JIOTUCTUYECKUX poueayp npu
TIOJITOTOBKH ITOTHCTUYECKOM OCYIIECTBIICHNH BHYTPEHHETO U BHEIIHETO
pauOHaJIbHBIX OTUCTHOCTU KOMIIAHUU, KOHTPOJIA
OTIEePAIMOHHBIX MPUMEHSET TPOLEAYPh] YMEHHsI: aHAIM3UPOBATh W MPOBEPATH
JJOTUCTUYCCKUX 154 MCTOABI NOKYMCHTBI Ha COOTBCTCTBUC IIpaBUJIaM U
PpEIICHUIA. KOHTPOJUTHHTA nopsiAKY  OQOpPMIICHHST ~ TPAHCIIOPTHO-
JIOrICTUYECKOU CONIPOBOAUTCIIbHBIX, TPAHCIIOPTHO-
NEeSITeTPHOCTH B IICTISAX| AKCIETUIIMOHHBIX, CTPaxXOBBIX "
MOCTaBOK. NPETEH3UOHHBIX JOKYMEHTOB, JIOTOBOPOB,

COTJIaLICHUM, KOHTPAKTOB

HaBbiku: cucremaTnsanuu JOKYMEHTOB,
PEerIaMEHTUPYIOLIUX B3aUMOJICICTBUE
YYaCTHUKOB JIOTHCTUYECKOTO IIpouecca
IIEPEBO3KU TIpy3a B LEMAX IOCTABOK;
IIPOBEPKU  JIOTOBOpa Ha  COACpIKaHHE,
IIOJIHOTY U COOTBETCTBHUE YCIYT; KOHTPOJISA
HaJIM4YMg HEOOXOOUMBIX MPHIOKEHUH K
JIOTOBOPY

3. MecTO AUCHUIIIMHBI B CTPYKTYpe 00pa3oBaTe/ibHOM MPOrpaMMbl

«okymenmoobopom u 0enonpou3eo0cmeoy SBISETCS AUCLUUIUIMHON IO
BbIOOPY YacTu, GOpMUPYEMOM y4aCTHHKAMH OOpa30BaTEIbHBIX OTHOLIEHUM st
NOJATOTOBKH CTYJIEHTOB IO HanpasieHuto 38.03.02 - Meneodacmenm.

= IMpenmecrByromue Hocaenyrommue
= pe yrom JAucnuminnbl (MoayJin), Ayiom
= | AMcuUMNUIMHBI (MOAYJIH), AMCHUIIMHBI (MOAYJIH),
2= NPaKTHKHU Y4e0HOT0 IJIaHA,
S o NPAKTHKHU y4e0HOT O NPAKTHKHU y4e0HOT 0
=5 B KOTOPBLIX KOMIIETeHIMA
== IUIaHA, B KOTOPBIX IUIaHA, B KOTOPBIX
S 0CBaMBaeTCsl MapaljieibHO
2 0CBauUBaeTCHA . N 0CBauUBaeTCHA
g ¢ U3y4aeMoi JUCHUIINHOM
KOMIIeTeHI[Us KOMIIeTeHIUs
YVK-4 HNHocTpaHHBIHN A3bIK VYnpasnenue yenoBeueckuMu | Jlucuumimaa nzydaercs
pecypcamu Ha IMOCJIeTHEM dTare
VYueOHast mpakTHUKa dbopMHupOBaHUS
(03HAaKOMUTEBHAS TPAKTHUKA) KOMIIETCHITUH
IIK-2 | JlenoBble KOMMYHUKALIMHA NHOCTpaHHBIN SI3bIK B HNHocTpaHHbI S3bIK B
npodeccuoHaIbHON npodeccuoHaIbHON
IEeATEILHOCTH/ IEeATEILHOCTH/
lenosou unocmpanmwii a3vik | /lenoeoti unocmpanHulil




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

IK-11

JucuuninHa nu3ydaercs
Ha MIEPBOM 3Tare
dbopMHUpOBaHUS
KOMIICTCHIINU

Hpyrue nUCIUIIIVHbBI
(MOZynM), IPaKTUKN
y4eOHOT0 IJ1aHa He

OCBaMBAIOTCS MAPAIIEIBHO C

[IpousBoacTBeHHAA
MPAaKTUKA
(TeXHOJIOTHYECKAS
(mpoexTHO-

M3y4aeMOU AUCIUTUITMHOM TEXHOJIOTHYECKas)
MPaKTHUKA)
Opraunuzanus
KOHKYPCHBIX MPOIICAYP
110 BBIOOPY MOJPSITIMKOB
VYnpasneHue uensimMu
IIOCTaBOK
[IpousBoacTBeHHAS
MPAaKTUKA
(mpenaumniaoMHas
MPaKTHKA)

4. O0beM IUCHUILTHHBI (MOYJISI) B 32a4€THBIX ¢AUHULAX € YKA3aHHEM
KOJIMYECTBA AaKaJAeMHYeCKHUX WJIN ACTPOHOMHYECKHX YaCOB, BbIIeJIEHHbIX HA
KOHTAKTHYI0 padoTy 00y4alIumuxcs ¢ npenojanareseM (10 BUAAM y4eOHBIX

3aHATHI) 1 HA CAMOCTOSITEJIbHYIO Pa00Ty 00y4ar0IIMXCS

O6mas TPYJOEMKOCTh OCBOCHHS yueOHOMI JUCUUTUTUHBI
«/loxymenmoobopom u 0enonpou3o00Ccmeoy COCTaBISET 3 3aUeTHBIX SAUHUIL WU
108 akageMHUYECKUX YacoB.

No cemecTpa Bcero,
Cemectp
4 aK.4acoB
OO6m1ast Tpy10€MKOCTh (BCETOAK. YacoB / 3.€11) 108/3 108/3
Jlexuun 16 16
KonraxTnas pabora
[IpakTueckue 3aHATUS 16 16
CamocrosrenbHas padora 49 49
Bun npomexyroqHon
arrectatuit Dx3aMen 25245 | 2,5/24,5
(xoHT.pab. / camocT.
paob.)




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

Haumenosanue
pwnwﬂanncunnnnﬂm
(Tema)

TpynoemMkocTs

BCETO

KontakTHas
pabora

JIEKIIUHN

MPpaKTU4. 3aHATHA

camocT. paboTa

Conepxanue

4 cemecT

OpraHu3anoHHbIE
OCHOBBI
JI€TIONPOU3BOJICTBA.
biianku 1OKyMEHTOB.

20

12

YHudukamuss U CcTaHIApTH3ALUA
Je0BOM AoKymeHTanuu. CioBapb-
MHUHAMYM TEPMHUHOB 3
onpeneneHuit. OOmMEe HOPMBI |
npaBuia opopMIIeHHS TOKYMEHTOB
(pa3mepsl Oymaru, TIOJICH,
HyMmepauusi CTpaHull U T.1.)
MIPUMEHAEMOE B
JICIIOTIPON3BOJICTBE.

Oprasu3anuoHHO-
pacnopsauTensHas
nokymeHTarus. Obmas
XapaKTepUCTHKA CTHUIIS
CITy’KeOHOM
JIOKYMEHTaIUH.

20

12

Knaccudukanus JIEJI0BOM
JTIOKYMEHTAIUH. [TpaBuiia
odopMIIeHUsT PEKBU3UTOB OJIaHKA U
UX PacrojIOXKEHHUS Ha CTaHIapTHOM
¢dopmare Oymaru, pasmepsl HOJEH.
dopmysip-obpazert TPYIIIBI
JOKYMEHTOB, TMPUHAJICKAIUX K
onHoil cucreme. I[IpoexTupoBanue
OJIaHKOB JIOKyMEHTOB
OpraHu3aIuu. Cocras,
odopmiieHue, W3TOTOBJICHHE,
XpaHeHue OJIaHKOB OpraHU3allu.
bnank JOKyMEHTA: MHOHATHE,
Ha3Ha4YeHHeE, BU/IBI 0JIaHKOB
(oOmuii  O;maHk, OJIAaHK THChMA,
OJIaHK KOHKPETHOTO BHUIA
JOKyMeHTa  (KpoM€  NHCbMA).
CocraB, odopmiieHHE PEKBU3UTOB
Oomanka.  OcoOeHHOCTH  sI3bIKA
CITy>KeOHBIX JIOKYMEHTOB.
Kommnozumus JIOKYMEHTA.
CtpyKTypHBIC OIIMOKH.
HeymectHoe u  HeompaBmaHHOE
ynotpeOaeHe HHOCTPAaHHBIX CJIOB.

CrnpaBouHo-
nH(}OpMaAITMOHHBIC

20

12

@ukcanus (ONMUCAHUE) JOKAIbHBIX
MpaBuI, HOPM, TOJIOJKCHHI,




JIOKYMEHTHI. [lemoBast
Mepenucka.
CocraBlicHHE aKTOB U
MPOTOKOJIOB.

OTIpEACISAIONINX cTatryc
opraHuzalu, €€  CTPYKTYypY,
HITaTHYIO YHCIIEHHOCTh u
JIOJDKHOCTHOM COCTaB,
KOMIIETEHINH JOHKHOCTHBIX JIUI U
CTPYKTYPHBIX NoApa3iesieHUul,
(hyHKIHOHAIIBEHOE coJIep)KaHue
NEeSATEIbHOCTH  OpraHu3aludd B
1eJIoM, €€ TOApPA3JACICHUd U
pabOTHUKOB, nux npaBa,
00513aHHOCTH, OTBETCTBEHHOCTb U
ap., OpraHU3aIMOHHO-
pachopsiAMTENbHBIX  JOKYMEHTax
OpraHu3alyi.

CtpyKkTypa, Ha3HAuY€HHE, TOPSAOK
pa3paboOTKu,  COTJacoBaHUS |
YTBEPKICHUS. [TpaBun
BHYTPEHHETO TPYAOBOTO
pacnopska, [Tonoxxenus 0
IepcoHale, [Tonoxenus 0
CTPYKTYpHOM MOJIpa3/iesIeHnH,
JIOJKHOCTHOM UHCTPYKIIUU.
[lITaTHOE pacnucaHue Kak
IIEPBUYHBIN YUYETHBIM JOKYMEHT I10
ydyety  kaapoB. (O3HaKOMJIEHHUE
pabOTHUKOB c JIOKaJTbHBIMU
HOPMAaTUBHBIMU aKTaMu
opranuzaiuu. Bunel 1 HazHaueHue
MH(pOpPMaIMOHHO-CIPABOYHOM
JIOKYMEHTAIUU no KaJipaMm.
[Topsnox odopmiieHusi, OCHOBHBIE
PEKBUBHUTHI u
MPaBONPUMEHHUTENbHAS — MPAaKTHKa
WCIIOJIb30BAHUS JOKJIa/IHBIX,
CIIy’)KEOHBIX U  OOBSICHUTEIbHBIX
3aIUCOK, IIPEACTABIICHU,
MPEJI0KEHU M, 3asBIICHUM, aKTOB,
COpaBOK M JIp. B  KadecTBe
OCHOBaHUI TUTS NPUHATUN
pemieHnii B cdepe ympaBIeHUS
MIEPCOHAJIOM OpPTraHU3aIHH.

PacniopsiaurensHbie
JIOKYMEHTBI.
CocraBieHue
MPUKA30B, YKa3aHUH,
PpacHoOpsKEHU.
OpraHu3anuoHHbIE
JIOKYMEHTBI.
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OpranuzanuoHHO-

pacropsiiuTeNIbHBIE  JOKYMEHTHI:
MOHATHE, Ha3HAUYCHHE, OCHOBHEIC
BB (opraHu3alMOHHEIE,
pacropsiAUTeNIbHbIE, CIPABOYHBIE).
Opranu3anoHHbIC JIOKYMEHTBI:
yCTaB, TMOJOXEHHUE, CTPYKTypa H
IITaTHAs YHMCJIEHHOCTh, IITATHOE
pacrnucasue, npaBua,
JMOJDKHOCTHAsE ~ MHCTPYKLHMS, HX
Ha3HAUYCHHE, XapaKTepUCTUKA U




COCTaB,
oopmienuto,
YTBEPKACHHUS.
PacniopsiautenbHble  TOKYMEHTBI:
MTOCTaHOBJICHHE, MpHUKa3 (o
OCHOBHOW  JEATEIBHOCTH M MO
JUYHOMY COCTaBY), pacHopsiKeHHe,

TpeOOoBaHUS K
TIOPSITOK

COBMECTHBI  pacCIOpPSAUTEIIbHbBIN
JOKYMEHT, nx Ha3HA4YCHHUE,
XapaKTEePUCTUKA 51 COCTaB,

TpeboBaHUs K 0(OPMIICHHIO.
CripaBo4HO-HH(pOpMAIIHOHHBIE
TOKYMEHTBI: CITy)eOHBIE MHUChMA,

CIpaBKH, JOKIIaTHBbIC  3aIUCKH,
MPOTOKOJIbI, aKThI, 3asBICHUS, HX
XapaKTePUCTHKA u COCTaB,

TpeboBaHus K ohopMIICHHIO. THIIBI

JOKYMEHTOB: TOJIMHHUK, KOMU,
nyonukar, BBIIMCKA, 170:¢
Ha3HAYEHHUE. ITopsimok

opopmileHHs W BbIIAYM KOMHUHA U
nyOJIMKATOB TOKYMEHTOB, BBITUCOK
U3 HUX.

DK3aMeH

27 2,5

24,5

Hroro 108 | 16 | 18,5

73,5

6. IlepevyeHb y4eOHO-METOAUYECKOT0 00ecIedeHHs VISl CAMOCTOSITeILHOM
PadoTHI 00y4AKOIIMXCH MO JMCUMILINHE (MOLYJIIO)

No Bunbr camocTosaTensHON pabOThI Tpynoemkocts, | Dopma KOHTpOS™
aK.9achl
1. [IpopaboTka TEOpEeTUYECKOTO
o Koncynbranus
MaTepuaia 1o KOHCTIEKTaM JICKIIHH,
. MpernoaBaTeis,
PEKOMEHIOBAHHOM JIUTEPATypE, 15 CTHOE
JOTIOTHUTEITbHBIM UCTOYHUKAM Y
cobecenoBaHue
nHbopManuu

2. [ToaroroBka K mMpakTUYECKUM Brictymienne ¢
3aHSITHSIM: TIOUCK HEOOXOTUMOA JOKJIaJIOM,
nHdopmanuu, o6padoTka HHGOPMAITHH, 15 MPE3CHTAIINS,
HaANMCaHKEe JTOKJIA/a, MOArOTOBKA K OTBETHI HA
BBICTYIUICHHUIO (IMCKYCCHH ) JTMCKYCCHOHHBIE

BOIPOCHI

3. [ToAroToBKa K TEKYIIEMYKOHTPOIIO

. YHIEMYKOHTD 19 TecTsl
(TecTupoBaHUE)

4. [ToaroroBka kK MpoOMeKyTOYHOMN YcrHoe
aTTeCTalln 245 cobecenoBaHue,
(BOIIPOCHI K 3a4€Ty, HTOTOBBII TECT, ’ TECTUPOBAHHUE,
HaIMCaHUE KypCOBOM pabOTHI) 3aIuTa KypcoBOM




| | | | paboThI

JIns caMOoCTOSITENNBbHOM PadOThl MO JUCHUIUIMHE (MOAYJII0) 00ydarommecs
UCIIOJIB3YIOT ClIeIyIolIee yueOHO-METOUUECKOE O0eCIeUeHHE:

1) JlokymMmeHTHpOBaHHE YIIPABICHUYECKON EATEIBHOCTH: Y ueOHoe rmocooue /
Paznopoxueiii A. A. - M.: HULl UH®PA-M, 2016 - 304 c. Pexxum nocrymna:
https://znanium.com/read?id=177973

2) JloKkyMeHTaIlMOHHOE OOecIeueHrue ympaBieHUs (JEeJIONMPOU3BOJICTBO) :
yue6. mocodue / T.A. beikoBa, T.B. Ky3nenona, JI.B. Cankuna. 2-e uzj., nepepad.
u gon. — M.:. HHOPA-M, 2017. — 304 <c¢. Pexum pocryna
https://znanium.com/read?1d=28598

3) ®oHA OICHOYHBIX W METOJAWYECKHMX MAaTEepPUAJOB M0 IUCIUILIAHE
«/loxymenmoobopom u 0e1onpou3800Cmeo»

7.®@0oH1 OLIEHOYHBIX U METOANYECKHUX MaTepHaJI0B I IIPOBCACHUA
leOMe)KyTO‘lHOﬁ arrecranmuu oﬁyqalomnxca o JMCIMIIINHE

Bonpocs! 1J11 MOATOTOBKU K MPOMEKYTOYHOM aTTECTALMH

1. Uto moHMMaeTcs 1Moji OpraHu3alueit 10KyMeHToo0opoTa?

2. [TonaTre NJOKyMEHTOOOOPOTa, €ro KOJIMYECTBEHHbIC M KaueCTBEHHBIC
XapaKTePUCTUKHU.

3. MecTo 1 poJib TOKYMEHTOB B YIIPaBJICHUH HA COBPEMEHHOM JTarle.

4. OyHKIUU JI€JIONPOU3BOJICTBA.

5. CoctaB HOpMaTHUBHO-MeTOAN4eCcKOoM 6a3pl JIOY.

6. Uro moHMMaeTcs TOJA ~ JOKYMEHTAIMOHHBIM  OOecreueHueM
yIPABJICHUS?

7. [ToHsiTHE OpraHU3alMOHHBIX TOKYMEHTOB

8. Cranpaptuzanus u yaHudukamnus cuctemsr JJOY.

9. Oo1epoccuiickue KIacCu(PpUKaTOphbl JOKYMEHTAIIUH.

10. TocynmapcTBeHHass cucTeMa JOKYMEHTAllMOHHOTO  oOecreueHus
yIpaBJICHUS.

11. bnaHku JOKYMEHTOB U TPEOOBAHMS K HUM.

12.  Ctpykrypa nokymeHnrta. TpeboBaHUs K OQPOPMIIEHUIO TOKYMEHTOB IO
['OCT P 6.30-2003.

13. TIlpaBuwia odhopmienus pekBuzuta "aapec", "mara", "unaexc", "puza",
"3arooBokK", "moamuce".

14. C KaKoi LEbIO pa3palaThIBatOTCs UHCTPYKLUU 1o
JIEIONPOU3BOICTBY, UTO B HUX

15. Heob6XoauMo MpemrycMOTPETh?

16. Cucrema opraHu3allMOHHON JOKYMEHTALUH.

17. CucreMa pacnopsauTeIbHON JOKYMEHTAIUH.

18.  [laiiTe onpeneneHne TepMHUHA '"pacliopsaUTENbHbIE JOKYMEHTHI'".

19. Ha3zoBuTe BUIbI paciOpsSAUTEIbHBIX TOKYMEHTOB.

20. Bwuapl 1 Ha3HAYEHHE JIMYHBIX JOKYMEHTOB.



21. JlaiiTe onpeneneHue TEPMHUHA "OpraHU3alMOHHbBIE JOKYMEHTHI".

22. HazoBure BUABI OPTAaHU3ALNOHHBIX JOKYMEHTOB.

23. Cucrema uH(pOpPMaAIMOHHO-CITPABOYHOM JTOKYMEHTAIIUH.

24. CnyxeOHas nepenucka Ha MpeanpusiTHH.

25. IlpaBuna odopmiieHus ciry:keOHOTO MUChMA.

26. CrTpyKTypa AEJOBBIX U KOMMEPUYECKUX TTHCEM.

27. Knaccudukainus AeNOBbIX U KOMMEPUYECKHUX MTUCEM.

28. IloHsTHE M NPUHLMIIBI OPraHU3aALUU JOKYMEHTOO00pOTA.

29. OO6paboTka BXOASIINX TOKYMEHTOB.

30. OO6paboTka UCXOAIINX JOKYMEHTOB.

31. BHyTpeHHHE JOKYMEHTBI OPraHHU3aLUH.

32.  VYKaxuTe TEXHOJOTMYECKYIO MOCJIEeI0BATEIbHOCTh 3TANOB PabOTHI C
BXOASIIUMU TOKYMEHTAMHU.

33. UYro Takoe HOMEHKJaTypa Jej, C Kakol IeNbl0 pa3padaThiBatOTCS
TUTIOBbIE HOMEHKJIATYPbI A7

34. Pabora ¢ nucbkMaMu U 0OpaleHUSIMU TPAXK/IaH.

35. IlpuBenute npuUMEpPHI PErUCTPALUMU JOKYMEHTOB.

36. CocraBieHUEe HOMEHKIATYPhI JEI.

37. ®opmupoBanue u ohopmIICHUE JE.

38. IloaroroBka u nepenaya JOKYMEHTOB Ha apXUBHOE XpPaHEHHUE.

39.  Yro Takoe KOHPUACHIUATBHBIA JOKYMEHT?

40. Opranumzanus pabOTBl C JOKYMEHTAaMH, KOTOpble OTHECEHBI K
roCyJ1apCTBEHHOM TalHE.

41. VYkaxute O0COOEHHOCTH BEICHUSA JEJIONPOU3BOJICTBA,
o0ecrnevynBaroIIero y4erT u

42.  coXpaHHOCTh KOH(PHUACHIHUATHLHONU HH(OPMALIUU U TOKYMEHTOB.

43. TunoBble OpraHU3aIlMOHHbBIE CTPYKTYPBI CIY>KOBI 1€JI0MPOU3BOICTBA

44.  VYcnoBus Tpyna pabOTHUKOB CITy>KObI 1€JIONPOU3BOICTBA

45. KomnplOTepHBIE TEXHOJIOTHUH B IEJIONPOU3BOJICTBE

46. ObecnedyeHre COXPaHHOCTU JOKYMEHTOB B 3JIEKTPOHHOU popme

47. YcraB Kak OCHOBHOM OpraHU3allMOHHBIN JOKYMEHT.

48. CrangaptHble ¢pa3bl U BbIPAKEHUS JEJIOBBIX W KOMMEPUYECKHUX
MIACEM.

49. IIpoxoxaeHue UCXOJAIINX U BHYTPEHHUX JOKYMEHTOB.

50. OcoOGeHHOCTH S3bIKA U CTUJIS CIIY>KEOHBIX TOKYMEHTOB.

51. PekBU3UTHI MEKIyHApOAHOTO MuchbMa. OCHOBHBIE PEKOMEHJIAIMK IO
COCTaBJICHUIO TEKCTOB MEKIYHAPOJHBIX ITHUCEM.

52.  Yro ompexensieT GopMyisip JOKyYMEHTa U 4eM OTiIn4YaeTcs Gpopmyssip
JTOKyMeHTa oT (hopmyisipa-oOpasma?

53. HazoBuTe OCHOBHBIE Tpynmbl (QYHKIUHA  JOKymMeHTa. Yem
XapaKTepU3yeT Kax Iyt IpyIiry?

54.  Yro oOycnaBiMBaeT IOPUANUECKYIO CHITY OPUIIMATIBHOTO T0KyMEHTa?

55. ®OyHKUMM OCHOBHBIX MOAPA3JCICHUN CIY>KObl JOKYMEHTAIIMOHHOTO
oOecrieueHus: yIpaBJIeHHUS.



56. ABTOMAaTH3MpPOBaHHBIE TEXHOJOTHMH OOPAOOTKHM JOKYMEHTOB M UX
BJIMSIHUE HA CUCTEMY JEJIONPOU3BOACTBA KOHKPETHOW OpraHU3aluy.

57. CnpaBoyHO-HH(OPMALMOHHBIE JOKYMEHTHI.

58. Crpykrypa U coJiepyKaHue KaJIpOBOM JOKYMEHTALUH.
OpraHu3almOHHO-KaApOBbIE JOKYMEHTHI.

59.  OcCHOBHBIE aCTIEKTHI KYJIbTYpbI I€JI0BOM pEUH.

60. Crangaptu3zauus s3blKa JOKYMEHTA. SI3bIKOBbIE TpeOOBaHUSA K
0(OPMIICHHIO PEKBU3UTOB JOKYMEHTA.

61. TunuuHble OMUOKYU B A3BIKE U CTHIIC JJOKYMEHTOB.

62. SI3pikOBOE O(popMIIEHHE INYHBIX TOKYMEHTOB.

@OHJ OLEHOYHBIX M METOAUYECKHMX MaTEpHalOB JUISI MPOBEIACHHUS
MPOMEKYTOUYHON aTTeCTalk OOYYaIONmUXCS TI0 JUCHUIUIMHE odopmiseTcs
OTJAEJIBHBIM IOKYMEHTOM, IPEACTABJIEH B MPUIIOKEHUN 1.

8. IlepeyeHb OCHOBHOI, TONOJHUTEIbHON YUeOHOH JIMTEPATYPbI, PeCypPCcoOB
HH(POPMAIIMOHHO-TEJIEKOMMYHUKANMOHHOM ceTH « MHTEepHET?», HEOOXOAMMBIX
JJISL OCBOCHHUS JUCUMILJIMHBI (MOYJIs)

a) OCHOBHAas JiUTeparypa:

1) JlokyMeHTHUpOBaHUE yIPABIECHUYECKON JEATEIbHOCTH: YueOHoe mocodue /
Paznopoxubiit A. A. - M.: HUIl UH®PA-M, 2016 - 304 c. Pexxum noctymna:
https://znantum.com/read?1d=177973

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

3) OcHOBBHI J1€710BOH (CITy>K€OHOM) MHChbMEHHOMN peun B cpepe ynpaBiaeHuUs :
yue6. mocobue / C.}O. KaGamio. M.: UHDOPA-M, 2019 — 163 c. Pexum noctyna:
https://znanium.com/read?id=335870

0) 1OMOJIHUTEILHAS JIATEPaTypa:

1) KondunenmnuansHoe IeIOMPOU3BOJICTBO M 3AIIUINEHHBIA AJIEKTPOHHBIN
nokyMmeHtoobopor : yueonuk / H. H. Kynse, A. C. Jémymkun, T. B.
Konpgpamosa, A. I'. ®abpuynos ; nox od6ur. pea. H. H. Kynsesa. - 2-e uzn.,
nepepab. wu  gom. -  MockBa :  Jloroc, 2020 - 500 c.
https://znanium.com/read?1d=367431

2) JlemoBoe MUCHMO: y4eOHO-CIIPaBOYHOE MMOcoOue Njisi O0akasaBpoB / aBT.-
coct. U. H. Ky3nenos. 10-e u3n., mepepad. - Mocksa : Jlamkos u K, 2020 - 161 c.
https://znanium.com/read?1d=358429

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

B) pecypchbl ceTu «AHTEpHET:

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




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

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

4)  OepepanbHbi mOpTan «JkoHOMHKA. Commonorus. MeHemKMEHTY.
http://ecsocman.edu.ru

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

9. MeToan4yeckne yKa3aHus sl 00y4al0UUXCH MO OCBOEHUIO M CIUIIIMHBI
(MoayJist)

CamocTosATenbHAas MOJATOTOBKA 00YYaAIOUIUXCS TPOBOAUTCS ISl YTITyOIeHHs
U 3aKpeIUIeHHs] 3HAHUM, MOJYyYEHHBIX Ha JIGKIHUSIX U OPYTUX BHUJAX 3aHSATUH, AJs
BBIPA0OTKH HABBIKOB CaMOCTOSITEIBHOTO MPUMEHEHHSI HOBBIX, JOMOJHUTEIbHBIX
3HAHUH U MOJATOTOBKH K MPEICTOSAIIMM yYEOHBIM 3aHATHUSM, 3aUETYy.

BaxHbIM  ycrnoBHEM  YCHEIIHOTO M3YYEHHs JIUCHUIUIUHBI  SBISETCS
nocemienue jexknuii. [lox mocemenuem nojapasymeBaercs He (popma MacCUBHOTO
NPUCYTCTBUS, a aKTUBHAs paboTa 1Mo U3y4yeHuto HoBoro marepuania. [lonroroska k
JEKIIMOHHBIM 3aHSATHAM BKIIOYAaeT B ceOs aHAIM3 NpeyularaeMbIX A U3Y4YeHUs
BOMPOCOB, H3y4YeHHE HOPMATHUBHBIX MCTOUYHHUKOB M Yy4eOHOW M Hay4dyHOU
JAUTEpaTypbl MO paccMaTpUBAaEMbIM BOIpOcaM JEKIMU. B mpouecce nexkmuu
oOydaromuicss MOXET 3aJaBaTb YTOUHSIOIIME BOMPOCHI,  OCYIIECTBUTH
B3aMMOCBS3b HOBOTO MaTepuana C YK€ H3Y4YCHHbIM, MOJITOTOBUTH 0a3y mms
3¢ (EKTUBHOTO HCIOIb30BAHUS IMOJIYYCHHBIX 3HAHUM, OOJNErYyuTh MOATOTOBKY K
OPAKTHYECKOMY 3aHATHIO. D(P(GEKTUBHBIM CIMOCOOOM (UKCAIUU JIEKIIMOHHOTO
MaTepuana SBISETCS KOHCIIEKTUPOBAHHUE, NPEJCTaBIsAIOLIee COOOW HE TOJBKO
¢ukcalnio BaXXKHEHIIMX MOMEHTOB JEKIUH, HO W YKa3aHUE MPUMEPOB IS
HOHUMAaHMSI TOTO WM HHOTO TEOPETUYECKOr0 MaTepHara.

[Tpu moAroTroBke K MPaKTHYECKOMY 3aHATHUIO HEOOXOJUMO HCIIOJIB30BaTh
KOHCIIEKTUPOBAaHHbIE MaTepHalibl JIeKUIUi, Y4eOHYI0 M HAay4HYIO JIUTEpaTypy.
[ToaroToBka OTBETOB MO BHIHOCHMBIM Ha OOCYXJIEHHE BOIPOCAM IMPAKTHUYECKOTO
3aHATHUS BKIIOYAeT B ce0s HE TOJBKO MPOYTEHHWE MaTepualia, HO U €ro aHaJIu3 U
KPUTUYECKYI0 OIEHKY.. OOydaromemycsi cieayeT BbISIBUTh MaJlOM3Y4YE€HHBIC
aCIeKThl pacCMaTPUBAEMBIX BOIIPOCOB, MPOSBUTh MHUIIMATUBY MPHU MOATOTOBKE K
IPAKTHYECKOMY 3aHSTHIO.

[Ipy moOAroTOBKE K MPAKTUYECKUM 3aHATUSMU U 3a4€Ty PEKOMEHAYETCS
CHUCTEeMAaTU3UPOBATh 3HAHMS, WM300pakas MX B TaOJMYHOM, TIpauuecKkoM WU
CXEMAaTUYHOM BHUJE. DTO MO3BOJIUT YCTAHOBUTH B3aUMOCBSI3b N3Y4aeMbIX SIBICHUH,
YIOPOCTHUT 3aJady 3allOMHHAHMUS MaTepuaja, OOJErdyuT MpoIecC MPAKTHUYECKOrO
NPUMEHEHHUS MOJTy4YEeHHBIX 3HAaHUH.

3amaueil  MpaKTUYECKUX  3aHATUH  SIBISETCS  BbIpaOOTKAa  yMEHHUs
UCTOJIb30BAaTh TEOPETHYECKUE 3HAHUS, TNPOSIBUTh HATUYME MPAKTHYECKUX
HaBbIKOB. Ilpm  moAroTroBke K  MPaKTHYECKOMY  3aHATHIO  CJEIyeT



3a0JIarOBPEMEHHOT0 00ECTeYuTh HaTU4he HEOOXOAMMO MAJis JAHHOTO 3aHSATHS
MaTepuaa, CaMOCTOSITEJIbHO TOBTOPUThH PaHEE N3YUEHHbIE TEMBI.

JUist  yCcHnemrHoro OCBOEHUS AUCHUIUIMHBL BaXKHBIM  SIBJISIETCS. YMEHHE
paboTath ¢ TepMMHAMHM U UX omnpeneneHusiMu. [y pabOThl ¢ TEPMHHOJOTHEN
3G ()EKTUBHBIM SBIISETCS UCIOJIb30BAaHUE KaK Y4eOHOW M HAyYHOH JMTEpaTyphl,
TaK U IOPUIMYECKUX U PUI0CO(CKUX CoBapeil.

PaboTa ¢ TepMHHAMH MOKET OCYIIECTBIATHCS Kak B (OpME COCTaBIICHUS
COOCTBEHHBIX TEMAaTHYECKHX CIIOBAapUKOB MJsi YyAOOCTBA M CKOPOCTH IIOMCKa
HeoOxomumoro TepmuHa. C  AITOM TENbI0 HEOOXOAUMO KaKIbI  HOBBIN
BCTPEUAIOLIUIICS TEPMUH 3allMChIBaTh U BO BPEMs MOJTOTOBKUA K CEMUHAPCKUM U
IPAKTHUECKUM 3aHSITUSAM YKa3blBaTh COOTBETCTBYIOIEE ompezeneHue. B cmyuae
BO3HUKHOBEHUS CIIO)KHOCTH BbIOOpa OIpenesieHUs] W3 UMEIoUIerocss oobeMa B
pamMKax Hay4HOTO 3HaHHUS HEOOXOJHMMO 3a/JaBaThb BONPOCHI MPEMOAABATENIO B
paMKax JIEKIIMOHHBIX U MPAKTUYECKUX 3aHITHM.

WUurepaktuBHble  (GOpMBI  MPOBEACHUS  3aHATUA 1O  JAMCIMILIUHE
«/loxymenmoobopom u 0enonpouzeo00cmaoy BKIIOYAIOT B ce0s CIACAYIONIUE BUJIbI
3aHATUM:

- UHTEpaKTUBHBIC JIEKI[MH, MPEANOJaraloT MCMHOJIb30BAHUE METO/A
npo0eMHOro u3noxkenus. [lpu Takom mojaxojie JEKIKsl CTAHOBUTCS MOXOXEH Ha
JMasor, MpernojlaBaHue UMUTUPYET MCCIIENOBATEIbCKUN Mpouecc (BbIABUTAIOTCS
NEPBOHAYAIBHO HECKOJIBKO KJIIOYEBBIX MOCTYJIATOB MO TE€ME JIEKIUHU, U3JI0KEHUE
BBICTPAUBACTCSl 1O MPUHIUIY CaMOCTOSITENIbHOTO aHaiu3a H  00001eHus
CTyJIEHTaMHM Y4e0HOro Marepuana). JTa METOAMKA MO3BOJIIET 3aWHTEPECOBATh
CTYJI€HTa, BOBJEUb €ro B npoiecc o0yueHus. [IpoTuBopeurs Hay4yHOTO MO3HAHUS
PACKpBIBAIOTCS TOCPEACTBOM TIOCTAHOBKM TMpoOJeMbl. YdeOHas mpobiemMa u
npoOJieMHasi CUTyalusl SIBJSIOTCS OCHOBHBIMH CTPYKTYPHBIMH KOMIIOHEHTaMHU
npobiemHoro obydenus. [lepes HauamoMm M3ydeHHUs ONpPEAEIEHHON TeMbl Kypca
CTaBUTCA TNEpea CTyJEeHTaMH NpOOJEMHBIM BOMPOC WIM JaeTcs MNpoOJieMHOE
3aganve. CTUMyIUpys pas3pelleHde npoOJieMbl, MpenojaBaTeib CHUMAET
POTUBOPEYMS MEXKTY UMEIOIIUMCS €€ MOHMMAaHUEM U TpeOyeMbIMU OT CTYJEHTa
3HaHUSMHU. D(PPEKTUBHOCTh TAKOTO METOJa B TOM, YTO OT/EJIbHBIE MPOOJIEMbI
MOTYT MOJHUMATHCS CaMUMM CTyAeHTamu. ['J1aBHBIA ycrnex AaHHOTO MeToja B
TOM, 4YTO TNpernojiaBaresib JOOMBAaETCA OT ayJIUTOPHUH «CaMOCTOSTEIbHOIO
pellieHus» TOCTaBIEHHOM mpobiembl. Opranuzanus NpoOIeMHOT0 OO0ydeHus
IPEICTaBIsIeTCSl JOCTATOYHO CJOXKHOM, TpeOyeT 3HAYMTENbHOM MOArOTOBKU
aexTopa. OHAKO Ha HayaJbHOM 3Talle UCHOJIb30BaHUS ITOTO METOJA €r0 MOXKHO
BHEJPATH B CTPYKTYPY T'OTOBBIX, paHee pa3pabOTaHHBIX JIEKIMHA, MPaKTUYECKUX
3aHATUH KaK JIONIOJHCHUE.

- TPYHONOBBIE JUCKYCCHM, NPUMEHSAIOTCS i OOECHEYeHHsT HaBBIKOB
KOMAaHJIHOW pabOThl U MEXIMYHOCTHOM KOMMYHHMKAIMU U MPEACTABISIIOT COOOM
OLICHOYHOE CPEJCTBO, MO3BOJIAIONIEE BKIIOYUTh OOYYAIOIIMXCS B MPOIECC
00CYyX/IeHUsI TMPECTAaBICHHON TeMbl, MPOOJIEMbl M OLEHUTh HUX YMEHHUE
apryMeHTUpOBAaTh COOCTBEHHYIO TOUYKYy 3peHus. Kpome Toro, B Xoje 3aHITHI
MPOBOJISATCSA KPYTJIbIE CTOJIBI 1O 33/JAHHBIM TEMaTHKaM.




- aHanIM3 CUTyanuid (KeWc-MeTOod) — TEeXHUKA OOYJYEHUS, MCIOJb3YIOMas
OomnHcaHUe pealbHbIX cuTyanui. OOyuaromuecss IOJDKHBI POAaHAIU3UPOBATH
CUTYaINI0, pa3o0paThCsi B CyTH MpOOJeM, MPEUIOKUTh BOZMOXKHBIE PEUICHUS U
BbIOpaTh Jiydliee M3 HUX.B OCHOBE MeToJa KOHKPETHBIX CHUTYallUid JIEKUT
OMKCaHUEe KOHKPETHON MPO(EeCCHOHANBbHON AEATENBHOCTA WU SMOIMOHAIIBHO-
IIOBEJICHYECKUX AaCIEeKTOB B3aUMOJAECHCTBUsA Jrojaeu. [Ipu m3ydyeHun KOHKpPETHOU
CUTyallud, W aHaJIu3€ KOHKPETHOTO IIpUMEpa CTYJIECHT JOJDKEH BXXKHUTbCA B
KOHKPETHBIE  OOCTOSITENIhCTBA, TOHITH CHUTYallMI0, OIICHUTh OOCTaHOBKY,
OTIpENIeTINTh, €CTh JI1 B HEW mpobsiemMa U B 4eM ee cyThb. OmnpenenuTs CBOIO POJib B
peleHny IpooOIeMbl U BbIpabOTaTh 11€1€CO00Pa3HYI0 TUHHUIO TTOBEICHUS.

- TpenojaBaHWE UCIUIUIMHBI OCYIIECTBIAETCS B (opme Kypcos,
COCTAaBJICHHBIX HAa OCHOBE pE€3yJIbTATOB HAYYHBIX HCCIEIOBAaHUM, MPOBOJAUMBIX
OopraHu3amnuei, B TOM YHCJIE€ C Y4YE€TOM pPETHOHAJIBHBIX OCOOCHHOCTEH
npodeccruoHanbHOM NEATEIbHOCTH BBIITYCKHUKOB U noTpeOHOCTeM
paboToaarenei.

OueHoyHblE W METOJMYECKHE Marepuaipl [0  JAUCUUILIIMHE
«/loxymenmoobopom u denonpou3soocmeoy npeactasiiensl B @OMM.

[Ipy NOArOTOBKE K MNPOMEKYTOUYHOMY WM HTOTOBOMY TECTUPOBAHUIO
HEOOXOJMMO M3YYUTh TEOPETHMUECKHN W TNpakTHYecKuid wmatepuan. TecTtoBbie
3a1aHus (C epeyHeM BO3MOXHBIX BapUAHTOB OTBETOB, CPENIM KOTOPBIX XOTS Obl
OIMH OTBET SIBJISETCS HEBEPHBIM) OOECIEUMBAIOT CTPYKTYPHOCTH MBIILJICHUS,
BBEIHY)KJICHHOTO BBIOpaTh W3 TPEIJIOKCHHBIX BAapPHAHTOB OTBET BCE MPABHIILHBIE
BAPUAHTHI. TE€CTOBBIC 3aJaHWsI HA YCTAHOBJIEHUS COOTBETCTBUS IOAPA3yMEBAOT
HEOOXOJMMOCTh TPOSIBIICHUWS HE TOJBKO 3HAHUSA YYEOHOro MmaTrepuaia, HO |
YMEHUSI TPUMEHATH TMpaBuja (OPMAIbHOW JIOTUKH. 1eCTOBBIE 3aJaHusl Ha
YHOPSIZIOUCHUE HAMNpPaBJICHbI HA YCTAHOBJICHUE JIOTUYECKOW MOCIEA0BATEIbHOCTU
paccMaTpuBaeMbIX SIBICHUM (BPEeMEHHM CYLIECTBOBAHHUS SIBJICHUH, pacloiOXKEHUs
CTPYKTYPHBIX 3JIEMEHTOB IPABOBBIX TOKYMEHTOB U T.II.).

OddexkTuBHBIM CcrOCOOOM Jii MOATOTOBKA K TECTUPOBAHUIO SIBIISIETCA
paboTa oOydJaromierocs Mo PelieHuI0 TECTOBBIX 3a/laHUM, MPEeIOCTaBICHHBIX MJIs
caMocTosITeNIbHOM paboThl. Taxke MpuU MOArOTOBKE K Takod (opme KOHTPOJsS
3HAHUW, KaK PELIEHUE TECTOBBIX 3aJaHUM, CIECIYET CAMOCTOSTEIBHO MOMBITATHCS
npopaboTaTh paccMaTpuBaeMble B AUCIUIUIMHE BOMPOCHI B JOpME COCTaBICHUS
TE€CTOBBIX 33/IaHUMU.

[Ipy moAroToBKE K HSK3aMEHY ClIelyeT MMETh B BHUJY, UYTO OH SIBJISIETCS
UTOTOBOU (POPMOI KOHTPOJISI MO M3YUCHHUIO JAaHHOW y4yeOHON MUCHUIUIMHBI. 3adeT
MOJAPA3yMEBAET  MAKCHUMAJbHYIO)  KOHIIEHTPAUMKO  3HAHMM U YMEHU,
MpEANOoIaralonuX MoJHOE U3YUYEHUE MaTepraia JUCIUILINHEI.

DK3aMeH TPOBOAUTCS B (OpME YCTHOTO COOECEOBAaHUS W BBITIOJHEHUS
MMCbMEHHOIO 33/IaHMsl, TMOO TecTa.

Pemenne mnpenopaBatenss 00 HMTOrOBOM  OLIGHKE TNPUHUMAETCS TIO
pe3yibTaTaM YCTHOTO OTBETa U BBIMIOJIHEHHOTO MHUCbMEHHOrO (TECTOBOIO)
3aJ1aHusl, B 3aBUCUMOCTH OT IIKaJIbl OLICHKU.

B cBs3u ¢ pa3zBUTHEM HAYYHO-TEXHUYECKOrO MPOrpecca B TAKOW CUTyalluu
HAJIJIEKUT BOCIIOJIB30BaThCS MaTepuajaMy, HAXOAIIMMUCS B OTKPBITOM JOCTYIIE



cetn Internet. Takxke HEOOXOIUMO YUWUTHIBaTh, 4YTO IO COCTOSHUIO Ha
CErOIHSIIHUMN JIEHb MHOTHE CIIPABOYHBIE MTPABOBBIE CUCTEMBI COZIEPIKAT HE TOIBKO
TEKCT HOPMATHBHBIX aKTOB, HO M Hay4YHBbIE€ CTAaThbU IO Pa3JIMYHBIM BOIPOCaAM
(manmpumep, CIIC «Koncynprant Ilmroc»). PekomeHayeTcss UCIONIb30BaTh
AIEKTPOHHO-OMOIMOTEYHBIE CUCTEMBI.

B cuny kpaTKOBpEeMEHHOCTH HM3Y4YE€HHUS M 3HAUYUTEJIBHOTO 0O0beMa JaHHOU
y4eOHOM NUCHUIUIMHBI Kadeapa HACTOATEIbHO PEKOMEHAYeT CHCTeMaTHYECKH, a
HE AMU30NYECKU padoTaTh HA/I U3yYEHUEM Kypca.

10. OcoGeHHOCTH OCBOCHUSI AUCHUILIMHBI VISl JIMI ¢ OTPAHUYECHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI

OOyuenne 0OydYaIOIIUXCS C OTPAaHMYEHHBIMH BO3MOXXHOCTSIMH 370POBbSI
npu HEOOXOIMMOCTH OCYUIECTBISAETCA Ha OCHOBE aJalTUPOBAHHON paboueit
OporpaMMbl  C  HCIOJb30BAaHHEM  CIELUAJbHBIX  METOJOB  OOy4YeHUs U
TUAAKTAYECKUX  MaTepuaioB, COCTaBIEHHBIX C Y4YETOM  OCOOEHHOCTEH
NCUXO(PU3UYECKOTO PA3BUTHSA, HHAMBUAYAJIbHBIX BO3MOXHOCTEH U COCTOSIHUS
3I0POBbSI TAKUX 00yUaroImuXxcs (00yJaromerocs).

B niensix ocBoeHus yueOHOM MporpaMMbl TUCIUIUIUHEI «/[oKyMmenmoobopom
U 0enonpou3800CcmaE0y» UHBAIUAMU U JIUIIAMU C OTPAaHUYEHHBIMU BO3MOXKHOCTSIMU
310poBbsi UTHCTUTYT 0OecnieunBaeT:

— JUI1 MHBAJIHJIOB U JIMI] C OTPAHUYEHHBIMH BO3MO>KHOCTSIMU 3[I0POBBS MO
3pEHHIO: Pa3MEIleHNEe B JOCTYIMHBIX AJi1 00Oy4YaromUXCs, SBISIOIUXCS CICTBIMU
Wik cHaboBUASAIIMMM, MECTaX W B aJaNTUPOBaHHON ¢GopMe CHpaBOYHOMN
uHpOpMallMl O pacHUCaHUM Y4eOHBIX 3aHATHUN; TNPUCYTCTBHE aCCHCTEHTA,

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

— JIJI1 UHBAJUAOB U JIMI C OTPAHUYEHHBIMU BO3MOKHOCTSIMU 310POBbSI 110
CIIyXY: HaJiJIeXKalluMH 3BYKOBBIMHU CPEICTBAMU BOCIIPOU3BEACHUE HH(POPMALIHH;

— Uil UHBAJIMJOB W JHI C OTPAaHUYECHHBIMH BO3MOXHOCTSIMH 30pPOBbS,
MMEIOIIMX  HApyLIEHUs  ONOPHO-ABUTATEIbHOTO  amnmapaTa:  BO3MOYKHOCTH
OecnpensaTCTBEHHOTO JOCTyIa 00yJaronuxcsi B yueOHbIe TOMEILEHUS, TyaJleTHbIE
KOMHATBI U JPYrUe MOMEIICHHMs, a TAK)Ke MPeObIBAHUE B YKa3aHHBIX OMEILIECHUSX.
OOyuaroiuecs U3 uyuciaa UHBAIUIOB U Jull ¢ OB3 olecrieueHbl NEYaTHHIMU U
(W) DJIEKTPOHHBIMU 00pa30BaTEILHBIMU pecypcamu B (hopMax, aJanTUPOBAHHBIX
K OTPaHHYCHUSM X 370poBbsi. OOpazoBaHHe OOYUYAIOIMUXCA C OTPAHWYCHHBIMU
BO3MOKHOCTSIMU 37I0POBBSI MOKET OBITh OPTAHM30BAHO KaK COBMECTHO C JPYTUMU
00yJaronMMUCs, TaK U B OTACIBHBIX TPYIIIAX WIH B OTAEIHHBIX OPTaHU3aIHASIX

11. Ilepevyenb MHGOPMANUOHHBIX TEXHOJIOTH, MPOdecCHOHATBLHBIX 0a3
JAHHBIX, HCI0JIb3yEeMbIX MPH OCYLIECTBICHUH 00Pa30BaTeJIbHOI0 MpoLecca
10 AUCHHUIUINHE (MOAYJII0), BKJIKYAas NepedyeHb NPOrPaMMHOI0 o0ecnevYeHus
U MH(OPMALHOHHBIX CMIPABOYHBIX CHCTEM



1) Omneparmonnas cucrema (Microsoft Windows ITponpuemapnas);

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

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

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

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

6)  ABromaTtu3upoBaHHas UWH(POPMALMOHHAS OWUONIMOTEYHas CcUCTEMaA
Marc21SQL;

7)  CopaBouno-nipaBoBasi cuctema «Koncynerant [Tmtoc»

12. MaTepuanbHo-TeXHHYecKasi 0a3a, He00OXoAMMAas JIS OCYIIeCTBJIEHUS

o0pa3oBaTeIbHOIO MpoLecca Mo AUCHUIINHE (MOAYJII0)
HaumeHnoBanue

CneuuajJu3upoBaHHbIE AYTUTOPHM:
VueOHas ayauTopus JUIS TIPOBEACHHUS 3aHATHH CEMHUHApCKOTO THIIA, KypPCOBOTO
NPOCKTUPOBAHUS (BBIMOJIHEHUS KYpPCOBBIX paboT), TPYNIOBBIX U HWHAMBUIYaTbHBIX
KOHCYJIBTAIMH, TEKYIIEro KOHTPOJIS U MPOMEXKYTOUYHON aTTEeCTAlH / KOMIIBIOTEPHBIN KiIacc
/ HIOMEIIEHHUE [T CAMOCTOATEIbHOM paboThI™
TexHnueckue cpeacrsa 00y4eHusi:

KOMIIBIOTEP C IPOrPaMMHBIM 0OecrieueHHeM

Crnenuaju3upoBaHHbIE AYTUTOPHH:

YueOHast ayIuTOpHs U MPOBEACHUS 3aHATHH JIEKIIMOHHOTO THIA, 3aHATHIA CEMHHAPCKOTO
THTIA, KYPCOBOTO MPOEKTHUPOBAHUs (BBIMOJHEHUS KYPCOBBIX padoOT), TPYIIOBBIX |
WH/IMBUYAJIbHBIX KOHCYJIBTAIlU|, TEKYIIEro KOHTPOJISI U IPOMEXYTOYHON aTTecTanuu™
TexHuveckue cpeacTBa 00yUeHHUsI:

MYJIbTUMEANINHBIA KOMIUICKC
KOMITBIOTEP C MPOTPAMMHBIM O0eCTieUeHUEM, YKa3aHHbIM B 11.10
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