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Pabouast mporpamMma y4eOHON TUCHUTIIMHBI «lOKyMEHTHpPOBaHHMe YNpaBJeHYeCKOMH
AesiTeIbHOCTI» pa3paboTana KoToBoif A.A.

PabGouast mporpamMma y4eOHOW TUCHUIUIMHBI «lOKyMEeHTHpPOBaHHE YNpPaBJeHYeCKOM
JAesAITeILHOCTH»  pa3paboTaHa  Ha  OCHOBaHMM  (peepalbHOTO  rOCYAapCTBEHHOTO
00pa3oBaTeNbHOIO CTaHJapTa BHICIIEro oOpa3oBaHMs IO HampasieHuio moaroroBku 38.03.04
FocynapcTBeHHOe W MYHUIUNAJBLHOE  ynpaBiieHHe (YpoBeHb 0akajaBpuarta),
YTBEPKJICHHOTO MpUKa3oM MUHHCTEpCTBAa 00pa3oBaHus U Hayku Poccuiickoit @enepanuu ot 13
asrycra 2020 r. Ne 1016, yyeOHOTO Mm1aHa MO OCHOBHOW MpodeccnoHabHON 00pa3oBaTEIbHON
nporpaMMe BBICHIETO OOpa30BaHMsI [0 HAIpPaBJICHUIO MOATOTOBKH «l'oCcymapcTBeHHOE U
MYHHIIUITAILHOE YIIPABICHUEY.



COJAEP)KAHHUE:

1. OOIIHE TTOTIOMKEHTS.c.ccceeeeeeeeeeeeeeeeeeeeee e
1.1. Ienb v 320291 YICOHOM JTUCTIATIITIIHBL. . . . e .vveeessensseeeeenseeneeenneenneennneanneenanns

1.2. Mecro y4eOHOW JUCHHMIUIMHBI B CTPYKType OCHOBHOH mpodeccrnoHalbHON
00PA30BATEITEHOM TIPOTPAMMBIL. . ...t eeeeeneeneeeeete e te e et et e e et et e e e e e e e e e et e e e e eneeneneas
1.3. [Tnanupyemblie pe3ybTaThl OOyUEHUS 10 YIeOHOW AMCIUIIIMHE B paMKax IJIAaHUPYEMBIX
pe3yJIbTaToB OCBOCHUS OCHOBHOM npodeCCuOHATBLHON o0pa3zoBaTebHOU
0101001221 1 5 PR
2. OObem yueOHOW JMCUUIUIMHBI, BKIIOYas KOHTAKTHYK paboTy oOyuwaromerocs ¢
MPETOAABATEIIEM B CAMOCTOATEIBHYIO PAOOTY OOYIAFOIIETOC . .o vv v eneeeneeaneeneennennennnns
RO @101 (507121 207 (SIS (G100 2 10) 789117 (102 11 8117151 SR

3.1. Y4eOHO-TeMaTHYECKUH TUIAH TI0 OYHOU (POPME OOYUCHMSI. ... .vvvenreneeneannannnnnn,
3.2. Y4yeOHO-TeMaTH4YeCKui MIaH 0 OYHO-3a0YHOM (POPME OOYUCHHUS . ... o'veeneneennenn.
3.3. Y4eOHO-TeMaTHYeCKUH TIaH IO OUHON POPME OOYUCHMS. ... vvneeeeeneaneeaneanaannnns

4. Y4yeOHO-METOIMYECKOE OO0ECIeYeHNEe CaMOCTOATENBHON pabOThl OOYyYaIOUMIMXCS 10
N S0 (07112 (0112 110 1 1 (PP

5. @OoHJ OLEHOYHBIX CPEACTB IS NMPOBEICHUS TEKYIIEM M IPOMEKYTOUYHOM aTTECTaluu
00YYaIOIIUXCS MO YUEOHOM TUCIIMITIIHHE . « .. e e euetene et ettteeene et atee et eneeaeeeneenenn

5.1. ®opma mIpoOMEKyTOUHOW aTTECTAIMK 00YYArOIIErocs 1Mo y4eOHO! AUCIUIUIIHE. . ..

5.2. IlepeyeHb KOMIETEHIMI C yKa3aHUEM ATaroB MX (OPMHPOBAHHUS B IPOLIECCE OCBOCHUS
00PA30BATEIIEHOM TIPOTPAMMBL. . . . .veeneteenteentee et enneeenteeteeaneeeneenneeanneenas

5.3. Onucanue nokasartesiel 1 KpUTEpUEB OLEHUBAHUS KOMIIETEHIMIM Ha pa3IMuYHBIX 3Tanax
uX (HOPMHUPOBAHHS, OTTUCAHNUE IKATT OLCHUBAHMS . . ..t veneeneanenteneeneanenneneaneanens

5.4. TunoBble KOHTPOJbHbBIC 3a/laHUsl WM HMHbIE MaTepualbl, HEOOXOIUMBIE AJISi OLEHKU
3HaHWW, YMEHUH, HaBBIKOB U (MJIM) OMNbITA JESATENBHOCTH, XapaKTEpU3YIOIUX ATarbl
(bopMHpOBaHUs KOMIIETEHIIUI B MPOLIECCE OCBOEHHS 00pa30BaTeNbHOM MPOrpaMMBL..

5.5. Meroauueckue Marepuaisl, ONPEAEIIONINE TPOLEeaypbl OLICHUBAHUS 3HAHUM, YMEHUH,
HaBBIKOB W (WJIM) OIbITa JAEATENbHOCTH, XapaKTepU3YIOIUX dTamnbl (HOPMUPOBAHUS
KOMITETCHIIHM . . . .. e ettt ettt ettt et e et e e et e e e et e et e et et e e ae e e e eaeens
6. IlepeueHb OCHOBHOM W JIOTOJIHUTENBHOW JUTEpPaTypbl Uil OCBOEHHUS Yy4eOHOMH
D112 (0 102000 1% 131 SO PR PRPPPI
6.1. OCHOBHAS JIATEPATYPA. .« e e ettt et ente et et ettt et et et et e eae et eaenaeeeennens

6.2. JIOTIOTHUTEITBHAS JIATEPATYPA. « v veenteenneeenneennaeenneenneeenaeenneeaneeenneeaneeanneans

7. Tlepedenp pecypcoB HUH(MOPMALMOHHO-TEIEKOMMYHUKAIIMOHHON ceTn «HTepHeTY,
COBpeMeHHbIe TpodeccHoHaNmbHble 0a3bl JaHHBIX U WHOOPMAIMOHHBIE CHCTEMBI,
HEOOXOIUMBIE JJI1 OCBOCHUS YUCOHOM JUCTIMILITHHBI ... e ueenteenteneeneeneeneeeneennaneaneananns
8. Meroanueckue ykazaHus AJi1 00y4aromuXcsi 10 OCBOEHUIO yUeOHON AUCHUILIUHBL. . ... ...

9. IlporpammHoOe obecrieueHre UHPOPMAIIHOHHO- KOMMYHHUKAITHOHHBIX TEXHOIOTHH ... ...
9.1. UH)OPMAIIMOHHBIC TEXHOIOTHH . . . .. et eneeneenteeneenneaneeneenaeeaeeneeneaneeneeaneans
9.2. TTPOTPAMMHOE OOCCTIETCHIIE. . ... eveeneeeneeenneenneenneeneeenneenneeeneeenneeaneeennenns
9.3. UH)OPMAITMOHHO-CITPABOYHBIC CHCTEMBL. . ..t .v ettt eneeaeeeneeneeeneennenneaneeneenanne

10. TlepeueHbp MaTepHaTbHO-TEXHHYECKOTO OOECTeueHHUs, HEOOXOAMMOro I pealu3alun
MPOTPAMMBI 110 YUEOHOM THCIIATIIIIIHE ... eueeeneenetettenteaeeae et e eaeee et et eteaneeneenneaaeans
11. OOpa30BATEIBHBIC TEXHOTOTHH. .. ..t euttteentente et eneeneententeaneeneenteeneeneenneeneannenns

o

o N O o o

10
10

10

14

18

18

18
18

18
19

19
19
19
20

20
20



1. O01ue moJoKeHus
1.1. Heab u 32124 TUCHMILIIHHBI
Lenp y4yeOHOW JMWMCHMIUIMHBI 3aKiao4yaeTcs B (OPMHUPOBAHMH Yy  CTYJICHTOB
TEOPETUYECKNX 3HAHMA W TMPAKTUYECKHX HABBIKOB IO TMOATOTOBKE M  O(OpPMIICHUIO
OpraHU3aIMOHHO-PACTIOPSIUTEIBHBIX TOKYMEHTOB KaKk 0a30BOr0 MpoIlecca B pealin3aliii BCex
yIpaBICHYECKUX (PYHKINH.
3agaun yueOHOH IUCIUIUIMHEL.
B pesynbrare n3ydeHus AUCHUILTAHBI 00yJaIOIIUNACS JTOIKEH:
— TOJYYUTh CUCTEMHOE IMPEACTABICHUE O TMOJATOTOBKE M OGOPMIICHHUIO OPTraHU3aIMOHHO-
pacnopsIUTENbHBIX IOKYMEHTOB,;
— OBJIQJIETh METOAMKOHN MOATOTOBKH M O(POPMIICHUS OpPraHU3aIMOHHO-PACTIOPSIUTEIbHBIX
JIOKYMEHTOB,
— TMPUOOPECTH CHOCOOHOCTH Ha MPAKTUKE OCYHIECTBIATH IMPOIEAYPY NOATOTOBKH U
0o OpMIICHHS OpTaHU3AIMOHHO-PACTIOPSTUTEILHBIX JOKYMEHTOB.

1.2. Mecmo yuebHoU Oucuyuniunbsl 6 CHMPYKmMype OCHOGHOU RpPOpeccuoHanbHOo
00pazosamenvHoOll RPOPAMMBL.
JucuuruiiHa sBISIeTCs 2JIEMEHTOM BapHaTUBHOW 4yacTu bioka 1 aucuumuivH mo
BbIOOpy OITOII.

1.3. IInanupyemvie pezynomamovt 00y4UeHUA NO YYeOHOU OUCHUUNIUHE 6 PAMKAX
NJGHUPYEMBIX Pe3YIbmamo8 0C60EHUA OCHOBHOU RNPOeccuoHanbHoll 00pa306amenvHoll
npozpammel.

[Ipouecc ocBoeHuss ydeOHOW JOUCLMIUIMHBI HampaBieH Ha (opMupoBaHUE Y
oOyuaromuxcs cneayromeit komnerennuu: [1K-2.

B pesynbrate OCBOEHMSI JUCLMIUIMHBI CTYIEHT JOJDKEH JIEMOHCTPUPOBATH CIEIYIOLIHE
pe3yJIbTaThl 00pa30BaHUS:

Kon Conepxanue WNuankaTopsl JOCTUXEHHSI TPOPECCHOHAIBHBIX
KOMTIETEHITHH KOMIIETEHIINH KOMIIETEHIINN
MK-2. CriocoOeH onepaTuBHO I1K-2.1. Ucnionb3yeT coBpeMeHHbIE
pa3pabaTbIBaTh U MH(pOPMAaIMOHHbBIE TEXHOJIOTUH B ITPEIOCTABICHUU
IPUHUMATH ONTUMAJIbHBIE | TOCYJApPCTBEHHBIX U MYHULIUNIAIbHBIX YCIyT
YIPaBIEHYECKHE [1K-2.2. Bnaneet HaBbIKaMH pa3pabOTKU U
pelIeHUs], yUUThIBast MPUHATHS ONTUMAJIbHBIX YIIPaBICHYECKUX
IIOCJIEACTBUS UX penieHuin
peanuzanuu, coOMroaast ITK-2.3. Crioco6eH O1eHUTh MOCIeCTBUS
YCTaHOBJICHHbIE pean3alnyu, IPUHATHIX YIPAaBICHUYECKUE PEeIICHUN
IIPOLEAYPBI U UCTIOIB3YS
COBpPEMEHHBIE
UH(POPMAaILIMOHHbIE
TEXHOJIOTHH B
IIPEIOCTAaBIEHUHN
roCy/apCTBEHHBIX U
MYHHIIUTIATBHBIX YCIYT




2. O0beM y4eOHOM TUCHHUILUIUHBI, BKJIIOYasi KOHTAKTHYI0 pa0oThl 00y4aromerocs ¢

NMpenoaBaTejieM H CAMOCTOSAITEILHYIO PadoTy 00yUaromerocs
OO6m1ast TpyA0€MKOCTh Y4€OHOM TUCIUIUINHBI COCTaBIIsACT 4 3a4€THBIX SUHUIL.

Ounas popma 0dyuenus

Bun yueOHO# paboTh Bcero gacos CeMBe “p
AyauTOpHBbIE Y4eOHbIE 3aHATHS, BCET0 44 44
B Tom uncne:
VueOHbIE 3aHATHS JEKIIUMOHHOIO THIIA 22 22
[IpakTHyeckue 3aHATHS 22 22
CamocTrosiTe/IbHAsI pa0oTa 00y4YaloInXcsl, BCEro 91 91
B ToM uncine:
CaMonoroToBka 59 59
Joknansi/pedepats 16 16
TectupoBanue 16 16
KoHTposb: B NPOME:KYTOUYHON aTTeCTAlMU 9 JK3aMeH
(3auet, IK3aMeH)
O01as Tpy10eMKOCTh Y4e0HOi TH CIMILIUHBI 144
QOuno-3aounas gpopma odyuenusn

Bun yueOHO# paboThI Bcero gacos CeMg “p
AyauTOpHBbIE Y4eOHbIE 3aHATHS, BCET0 34 34
B ToM uucie:
VyeOHbIe 3aHATHS JEKIIHOHHOTO THUIIA 16 16
[TpakTHUecKue 3aHATHS 18 18
CamocTrosiTelbHasi pad0oTa 00y4YaI0IUXCs, BCETO 101 101
B Tom uucne:
CaMonoIroToBKa 69 69
Joxnazsl/pedepaTs 16 16
TectupoBanue 16 16
KoHTpoiib: BHI IPOMEKYTOYHOI aTTeCTAIMA 9 IK3aMeH
(3aueT, IK3aMeH)
O01as Tpy10eMKOCTh Y4eO0H i THCIMIIUHBI 144
3aounan ¢hopma odyuenusn

Bun yueOHo#t paboThI Bcero vacos CeMg “p
AyIuTOpHBIE YUeOHbIE 3aHATHS, BCET0 16 16
B ToMm uncie:
VuyeOHble 3aHITHA JIEKIIMOHHOTO TUIIA 6 6
[TpakTUYecKue 3aHsATHS 10 10
CamocTrosiTeibHasi padoTa 00y4al0uxcs, BCero 119 119
B ToM uncrne:
CaMoIoroToBKa 87 87
Joxnazsl/pedepaTs 16 16
TectupoBanue 16 16
KoHTposb: BHI NPOMEKYTOYHOM aTTecCTAIMA 9 IK3aMeH
(3auet, IK3aMeH)
O0mas Tpy10eMKOCTh Y4eOH O THCIMIIUHBI 144




3. Conep:kanue y4eOHOM QU CHUTIIAHbBI

3.1. Yuebno-memamuueckuii nian no ouHoll gropme odyueHus

O0BeM ayTUTOPHBIX 3aHATHH cocTaBisieT 44 4.
O6bem camocTosITeTbHON padboThl 91 u.

Bunpl yueOHOM pabOTHI, aKaIeMHYECKUX

JacoB

DopMbI KOHTPOJISI OCBOCHHUS
o0y4Jaromumucs y4eOHom
JIACIATUTHHBI

Texylmuil KOHTPOJIb

5 KonraktHas paboTa OCBOEHUS IpomesxyTouHas
g TIpero1aBaTes ¢ 00yJaromuMucs aTTeCTalus
=f 00y4aromuMHuCs yueOHOI obyuaromuxcs
§ JIACLAILIAHEL
No \§
1/ Monyib, pasnen (Tema) s -
o
I 5 NS g = e
o = E & 5 o
m = = 5 o =
= o 1] o e} o
< ) et I b= < 5
T = o S| Q 5 =
2 5} T [ & I =
= Q =) 3] = = 1)
5] m o o =) = 4
= = = = 5 Q)
= = = ] 8
g Z g 2 [
S = g =
g =
<
@]
Tema 1. JIokyMeHTOOOOPOT U
1 Jloy P 48 | 30 | 16 8 8 + +
(hOpMEI €ro OpraHu3aIuu
Tema 2. Opraau3aiuoHHO-
2 | pacmopsauTenbHas 48 | 30 14 7 7 + +
JOKYMCHTAITHSI
Tema 3. IIpon3BoaCTBEHHO-
3 o~ POMIBOA 48 | 31 | 14 7 7 + +
XO3SICTBCHHAS TOKYMEHTAIIUS
BCEI'O YACOB 144 | 91 44 22 22 9




3.2. YuebHo-memamuuecKkuil nian no 04HO-3A04HOU hopme 00yuenusn

O0BeM ayTUTOPHBIX 3aHATHH cocTaBisieT 34 4.
O6wem camocrosiTenbHON padoTsl — 101 4.

Ouno-3aounas hopma obyuenus

Bunpl yueOHOM pabOTHI, aKaIeMHYECKUX

JacoB

DopMbI KOHTPOJISI OCBOCHHUS
o0y4Jaromumucs y4eOHom
JIACIATUTHHBI

Texylmuil KOHTPOJIb

5 KonraktHas paboTa OCBOEHUS IpomesxyTouHas
g TIpero1aBaTes ¢ 00yJaromuMucs aTTeCTalus
=f 00y4aromuMHuCs yueOHOI obyuaromuxcs
§ JHACIUIIIAHBI
Ne \§
1/ Monyib, pasnen (Tema) s -
o
I 5 NS g = e
o = E & 5 o
m = = 5 o =
= o 1] o e} o
< ) et I b= < 5
T = o S| Q 5 =
2 5} T [ & I =
= Q o] Q = o ]
5] m o o =) = 4
= = = = 5 Q)
= = = ] 8
g Z g 2 [
S = g =
g =
<
@]
Tema 1. JIokyMeHTOOOOPOT U
1 Jloy P 48 | 35 | 12 6 6 + +
(hOpMEI €ro OpraHu3aIuu
Tema 2. Opraau3aiuoHHO-
2 | pacmopsauTenbHas 48 | 35 12 6 6 + +
JOKYMCHTAITHSI
Tema 3. IIpon3BoaCTBEHHO-
3 o~ POMIBOA 48 | 31| 10 4 6 + +
XO3SICTBCHHAS TOKYMEHTAIIUS
BCEI'O YACOB 144 | 101 34 16 18 9




3.3. Yueono-memamuueckuii nnan no 3a0uHoil gpopme odyueHus

O0BeM ayTUTOPHBIX 3aHATHI cocTaBiseT 16 4.
O6bem camocTosITeTbHON padoTsl — 119 4.

3aounasn hopma obyuenus

. ®DopMBI KOHTPOJISL OCBOCHUS
Bunpl yueOHOM pabOTHI, aKaIeMHYECKUX .
o0y4Jaromumucs y4eOHom
4acoB
JUCTIATUTHHBI
Texylmuil KOHTPOJIb
5 KonraktHas paboTa OCBOEHUS IpomesxyTouHas
g MPEoAaBaTeNs C 00yJaromuMucs aTTecTaLus
=f 00y4aromuMHuCs yueOHOI obyuaromuxcs
§ JIUCTIUTLTAHBI
No \§
1/ Monyib, pasnen (Tema) s -
e o = ~
n 5| g g = 5
o = ool < [}
m = = o =
= o 1] o e} o
< ) et Iy b= < 5
o = ) IS} Q 8 =
2 5} T [ & I =
= Q T 3] = = 3]
5] m o o é E 4
; = = < 13 M
g = o
S 2 E g =
5 2 S &
o
g =
<
@]
Tema 1. JlokyMeHTOOO0POT U
1 Hloxy P 48 | 40 | 6 2 4 ¥ +
(hOpMBI ero opraHu3aiyu
Tema 2. Opraau3aiuoHHO-
2 | pacmopsauTenbHas 48 | 40 6 2 4 + +
JIOKYyMEHTAIHsI
Tewma 3. IIpou3BOACTBEHHO-
3 P 48 | 39 | 4 2 + +
XO3HCTBEHHAS IOKYMEHTALHSI
BCEI'O YACOB 144 | 119 16 6 10 9

4. Y4eOHO-MeTOAUUYeCKOe o0ecnedeHre CaMOCTOSITeJIbHOI padoThl 00y4aloIuXxcs Mo
y4eOHOoM TUCIUIINHE

Tema 1. lokymeHT0000pOT U OPMBI €r0 OPraHu3anuu

ITepedyenb n3y4aeMbIX 3JIEMEHTOB COACP/KAHUA y4eOHOM TUCHUIINHBI

JIoKyMeHTOOO0pOT M (opMbl ero opraHuzanuu. PopMbl OpraHuzau padboThl C
nokymeHTaMu. Tabenb ¢opMm noKymMeHTOB. Pabora ¢ KOHpUACHIMATHHBIMH JTOKYMEHTAMH.
Pabora ¢ mucbmMamu M oOpalieHHsSMH TpaxaaH. TpeOoBaHUS K PETUCTPALUU JIOKYMEHTOB.
KonTpons ucnonnenus nokymeHtoB. HomeHknatypa nen opraHu3anuu. JKCIepTH3a HEHHOCTU
JTOKYMEHTOB. Peructpanus u cuctemarusanus JOKyMEHTOB. KOHTpoib HCHONHEHUs
nokyMeHTOB. ®opmupoBanue nen. [loaroroBka JOKYMEHTOB K AapXMBHOMY XPaHEHHIO.
XpaHeHHE JOKYMEHTOB.

VHuukanus M cTaHaapTU3alus B JIEJIONPOM3BOJCTBE. YHH(DUUIMPOBAHHAS CHUCTEMA
nokyMmeHTanuu. O0mmepoccuiickuil kiaaccu(ukaTop ynpabieHUecKor JokyMeHTanuu. CocTaB u
opopMIIEHHE PEKBU3UTOB OPraHU3ALMOHHO-PACHOPAIUTENIBHON  JOKyMeHTauuu. brnanku
JTOKYMEHTOB.

HlenoBoe mmcemo. [luchma, TpeOyromue MHUCHbMa-OTBETa: MHUCHhMA-TIPOCHOBI, MHUChMa-
oOpallleHusi, NUCbMa-TIPEAJIOKEHNUs (NMChMa-TIPECTABIIEHUs), MHCbMA-3alpoChl, MHCbMa-

8




TpeOoBanus. [luceMa, He TpeOyrolue OTBETa: MUChbMa-HAIOMUHAHUS, MUChMa-TPUTIIALICHHUS,
MUCHbMA-TIOATBEPKICHUSI, MMHUCbMa-OTKa3bl, COMPOBOJIUTEIbHBIE MHUCHbMA, MMHUCbMa-U3BEILCHUS,
rapaHTUHHBIC TUChMA, HH()OPMAIIMOHHBIC TUCHMA.

Bomnpocsl 111 caMOnoATrOTOBKH

1. JlokymMeHTOO0OpOT U (POPMBI €r0 OpraHU3aIHH

2. Yaudukauus u CTaHIapTU3ALMs B I€TOIMPOU3BO/ICTBE.

3. JlenoBoe mucbMO

@®opMbI KOHTPOJII CAMOCTOSAITEJILHOH PadoThl 00y4aKOIIMXCS: MPOBEPKAa OTBETOB HA
BOIPOCHI CAMOIIOATOTOBKH.

Tema 2. Opranu3anuOHHO-PACIOPAANTEIbHAS JOKYMEHTALNS

Ilepeyenn u3y4yaeMbIX 3J1eMEHTOB COJeP:KAHUS Y4eOHOM TUCHUIIINHBI

Opranu3aluOHHO-pacopsAuTeNbHas  JAokyMeHTauus. llocraHoBienus, pelieHus,
yKa3aHUs, MpPUKa3bl, PaclOpsIKEHUs, BBIIUCKUM W3 MPHUKA30B M JPYI'HX OpraHU3allOHHO-
pacropsauTEIbHbIX JOKYMEHTOB.

IlonroToBka  pacnopsiAMTENBHBIX — JOKyMEHTOB. I3yueHuwe cymectBa Bompoca,
HOJrOTOBKA IIPOEKTa JIOKYMEHTa, COIJIACOBAHUE JIOKyMEHTa, nojanucanue. Koncrarupyromas u
pacnopsAUTENbHAs YaCTU PACIOPAIUTEIBHOTO T0KYMEHTA.

WNudopmannoHHO-CIIpaBOYHbIE TOKYMEHTHI. [IpOTOKOIBI, JOKIaIHBIE U OOBSICHUTEIIEHBIC
3aIMCKH, 3asBJICHUS, TEJIETPAMMBI, TEJIEKCHI, (pakcorpamMMBbl, TeJIe(OHOTPAMMBL. AKTHI, CITPABKH,
CBOJIKH, 3aKJIFOYECHHUSI, IEPEUHH.

Opranu3aliOHHO-IIPABOBBIE JOKYMEHTHI. Y CTaB, MOJIOKEHHUE, UHCTPYKILMS, PETIaMEHT,
JIOJDKHOCTHAS! MHCTPYKLUS, LITATHOE PACIUCAHUE.

Bonpocs! 1J1s1 caMoOnoaAroToBKH

1. Opranu3zanmoHHO-pacopsAAUTENbHAS JOKYMEHTALIHS.

2. IloarotoBka pacopsiAUTENbHBIX TOKYMEHTOB.

3. MadopmManmoHHO-CIIPaBOYHBIE JOKYMEHTHI.

4. Opranu3aiOHHO-TIPaBOBbIE TOKYMEHTHI.

5. DxoHOMHUUecKast 3 PEKTUBHOCTD U KOHKYPEHTOCIIOCOOHOCTh HOBOM MPOIYKIIUH.

®opMBbI KOHTPOJISI CAMOCTOATEIBLHOM PadoThl 00y4arOUIUXCsA: IPOBEPKAa OTBETOB Ha
BOIIPOCHI CAMOIIOATOTOBKH.

Tema 3. IIpon3BoACTBEHHO-X035MICTBEHHAS JOKYMEHTALUS
Ilepedyenn n3y4aeMbIX 3J1€MEHTOB COJCP:KAHUS Y4eOHOH TUCHHUIIINHBI

JlokyMeHTanusi 1O TPYJIOBBIM OTHOUIEHMSIM. 3asBI€HHMs O IpueMe Ha paboTy
(YBOJIbHEHUH, TIEPEBOJIE), TPYAOBBIE 1I0IOBOPHI, MPUKAa3bl (PACIIOPSKEHNUS) IO TMYHOMY COCTaBY,
JU4YHasg KapToyka pabOTHUKA, XapaKTepuCTHKa U aBToOuorpadgusi pabOTHUKA, aHKeTa
paboTHuKa. JInyHOE A€N0 U TPYyAOBasi KHIKKA paOOTHUKA.

Byxrantepckas M (QHUHAHCOBO-pacueTHas JoKyMmeHTanus. Kiaccupukamus yyeTHbIX
JIOKYMEHTOB TI0 HA3HAYEHUIO, COJAEPIKAHUIO XO3SHCTBEHHBIX OIepauuii, 00beMy OTpa’keHHBIX
onepauuii, crnoco0y HCIOJb30BaHMs, YUCIY YYUTHIBAEMbIX IO3UIMHA, MECTY COCTaBJICHHUS.
CriocoObl COCTaBNEHHMsT M HCHpPABICHUS OIIMOOK B ITHX JOKyMeHTaX. OCHOBHBIE BUbBI
JIOKYMEHTOB 10 (DMHAaHCOBO-PACUETHBIM ONEpalusM: JCHEKHbIN Y€K, pacUeTHbIN Y€K, YEKOBBIE
KHWKKH, cueTa-(akTypbl, aKTbl PEBU3UH, IJIATEKHbIE TOPYUESHHUSI, JTUIIEBbIE CUETA.



JlokymMeHThI 0 cHaOeHuto u cObiTy. OOmme TpeboBaHus K goroBopy. JloroBop o
MOJIHOW MHAMBUIYaJIbHON MaTepUalibHON OTBETCTBEHHOCTH, JOTOBOP KYILUIU-TIPOJAXKH, JOTOBOP
MOCTaBKH, MPOTOKOJIbI pa3HOINIacuii K JoroBopam. JlOBepeHHOCTh, HaKJAJHAas, HapsI.
Kommepueckue aktol. [IpeTeH3nn, HCKOBbBIE 3asIBJICHUS

Bomnpocsl 111 caMONOATOTOBKH

1. JToxymMeHTalusl 10 TPYIOBBIM OTHOLICHHSIM. .

2. byxranrepckas u GuHAHCOBO-pacyeTHAS TOKYMEHTALIUA.

3. JIoKyMeHTBI 110 CHA0KEHUIO U COBITY.

@®opMbl KOHTPOJISI CAMOCTOSAITEILHOW PadoThl 00y4alOUIMXCHA: IPOBEPKAa OTBETOB Ha

BOITPOCHI CaMOIIOATOTOBKHU.

5. ®oHI OLEHOYHBIX CpPeACTB /Jsi NPOBeJeHHs] TeKylled M IPOMeXKYTOYHOM
arrecTanMu 00y4aroMXxcs Mo y4eOHoH JUCHUIINHE

5.1 HPOMENCYmouUHOll
oucuuniune.

KOHTpOJIBHBIMU  MEPONPUATHAMH IPOMEXKYTOUHOW aTTecTaluud OO0YyYaroLUXCcs 110

Dopma ammecmayuu  odyuaruiezoca no  yueOHoil

y4eOHOM TUCIUIIMHE SBISIOTCS 2K3aMeH (8 cemecTp), KOTOpbIe MPOBOSATCS B YCTHOI (opme.

5.2. Ilepeuenv komnemenyuil ¢ yKazanuem ImManos ux popmuposanus é npoyecce
0cgoenus 00pazoeamenbHoil NPOZPAMMbL.

TEOPETUIECKOro 0a3rca KOMIETECHIINN)

JIeKuMOHHBIE W MPAKTUYECKHUE
3QHATHS IO TEMAaM:

Tewma 1. Buasl goKyMeHTAIMH

Tema 2. YupeaurenbHast
JIOKYMEHTAITIS

Tema 3. JlokymMeHTaLus, CBA3aHHAs C
MIPaBOM TMPEIIPUATHS Ha OCYIICCTBICHUS
BHJIA JIEATEILHOCTH

Tema 4. JlokyMeHTaIbHOE
odpopMIIeHHE B3aMMOOTHOIIICHUHA

Tema 5. JlokyMEHTHpPOBaHUE KaIPOBOH
JIeITeIIbHOCTH

Tema 6. OO1IHEe BOMPOCHI BEACHUS
OyXTanTepcKoro ydera

Kon Oransl popMUPOBaHUS KOMIETECHIHN WHctpymenr, [okazarenp
KOMIIETEH OLICHUBAIOIINHA OLICHMBAHUS
UK c(OpPMHPOBAHHOCTH KOMITETCHIINU
KOMIIETEHIIUN™
IK-2 Ortan  ¢opmupoBanus 3HanueBol | Jlokman/pedepar* A) TIOJTHOCTBIO
OCHOBBI KOMITETEHITUI (atan | TecrupoBanue* chopmupoBaHa - 5
(bopMHUpOBaHUS cofiep)KkaTeNnbHO- | DK3amMeH™ 0auioB

b) wactnuno
chopmupoBana - 3-4
Oamta

C) ve copmupoBana- 2
U MeHee 0ayuioB

5.3. Onucanue nokazamenei u Kpumepueeé OuCHu6anus Komnememmﬁ Ha pa3itiHblX
imanax ux 4)0 MUPOBAHUA, ORUCAHUEC WUKAJl OUCHUGANHUA

Kon Orarnsl HOpMHUPOBAHUS WNuctpymenr, [TokazaTenb oneHUBaHUA
KOMITETECHIIN KOMIIETEHIIUU OLICHUBAIOLLIUH KOMITETCHIINU
u c¢(hOpMHUPOBAHHOCTh
KOMITETEHIINN ™
[1K-2 Oran GopMupoBaHUs Hoknan/pedepar* A) MOJIHOCTBIO
3HAHHUEBOM OCHOBBI TectupoBanue*® chopmupoBana - 5
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KOMIICTCHIIUHN (Tan Dx3ameH* 0amioB

dbopMupoBaHus B) wactuuno

COJICPIKATEIILHO- chopmupoBana - 3-4

TEOPETUYECKOTo Oasuca Oamna

KOMITCTCHIIAHN) C) He chopmupoBaHa- 2 1
JlexmoHHBIC T MeEHee OaJITIOB

MPAaKTHYECKUE 3aHATHUS 110

TeMaM:

Tema 1. lokymeHTO060POT
1 (OPMBI €ro OpraHu3alum

Tema 2. OpranuzaiuoHHO-
pacropsanTenbHast
JOKYMEHTAIHs

Tewma 3.
TIpousBoaCcTBEHHO-
XO3SHCTBEHHAs IOKYMCHTALMSI

*XapakTepHCTHKH HHCTPYMEHTOB (CPEACTB), OIEHHBAIOUIMX C(POPMHPOBAHHOCTH KOMIIETEHIIMIA:
Pedepar — mpoayKT caMOCTOSTENBHOW pabOTHI CTYIEHTA, MPEACTABISIONNN COOOH
KpaTKoe M3JI0’)KEHHE B MUCbMEHHOM BHJIE IOJIyYEHHBIX PE3yJIbTaTOB TEOPETHUECKOro aHajau3a
onpeeNeHHO Hay4HOH (y4eOHO-UCCIIeIOBATEIbCKOM) TEMBbI, IJI€ aBTOP PAacCKphIBA€T CYTh
uccieyeMoil npo6sieMsbl, IPUBOIUT Pa3IMYHbIE TOUKU 3PEHHUS, a TAKXKEe COOCTBEHHBIE B3IJISA/IbI
Ha Hee. B pedepare nomkHa OBITH pacKkphiTa TEMa, CTPYKTypa AOJDKHA COOTBETCTBOBATH TEME U
OBITh OTpaKCHA B OIJIaBJICHHH, pa3mep pabotel — 10-15 crTp. meyaTtHOro Tekcra (CIUCOK
JUTEpaTyphl W TPWIOKEHUS B 00BEM HE BXOHAT), CHAOKEHHOTO CHOCKAMH M CIIMCKOM
UCIIOJIb30BaHHON JHUTEpaTyphl. TekcToBas 4acTh pabOThl COCTOUT U3 BBEJCHMSI, OCHOBHON 4acTH
U 3aKiaroueHus. Bo BBeneHun oOydaromumiics KpaTko OOOCHOBBIBAET aKTyaJlbHOCTh M30paHHOM
TeMbl pedepara, pacKpblBaeT Lielb M 3a7ayd, KOTOpble OH COOMpAEeTCs PEeUIMTh B XOJ€ CBOErO
HEOOJIBIIOTO uccieNoBaHMus. B ocHOBHOI uacTu (MOXeT cocTodTh u3 2-3 maparpados)
HOJPOOHO PACKPBIBAETCs COJEpKAHNUE BOMPOCOB TeMbl. B 3aKIIIOYEHUHU JOJKHBI OBITH KPaTKO
c(hopMyJIHPOBaHbI MTOJIyYEHHBIE PE3yJIbTAaThl UCCIEAOBAHNUS, IPUBEACHBI 0000IIAIOIINE BBIBOIBI.
3aKIIOYEHNE MOXET BKIIOYaTh MPEIJIOKEHUS aBTOpa, B TOM YHCIE W IO JaJIbHEHIIEMY
M3YYEHUIO 3aMHTEpECOBaBIlell ero npobdiemel. B crnmcok nureparypbl 00y4aronuiics BKIIOYAET
TOJIbKO T€ W3JaHWs, KOTOpble OH MCIOJb30BaJ MpH HamucaHuu pedepara (He menee 5-7). B
TeKcTe 00s3aTeNbHbl CCBUIKA Ha MCIOJIb30BAaHHYIO JUTEPATYpy, OPOPMIIEHHbIE B COOTBETCTBUU
¢ 'OCToMm. B npunoxxenun k pedepaTy MOTYT BBIHOCHUTBCS TaOJIUIbI, TpauKH, CXEMBI U
JIpyrue BCIOMOTaTeIbHbIE MaTepuasibl, Ha KOTOpPbIE HMMEIOTCS CCBhUIKM B TEKCTe pedepara.
Kpurepun ouenkn pedepara: 1) CreneHb pacKpbITHs CYIIHOCTH BOIPOCA: @) COOTBETCTBHE
I1aHa Teme pedepara; 0) COOTBETCTBHE COJEpKAHMUS TeMe U IulaHy pedepara; B) IMOIHOTA
IPOaHAJIM3UPOBAHHOTO MaTepuasa IO TeMe; yMeHue paboTaTb C OTEUECTBEHHBIMU U
3apyOeXHbIMU HAYYHBIMU HCCIIEJIOBAHUSMM, KPUTHUECKOH JINTEpaTypoll, MEepHOIUKO,
CHCTEMaTH3MpPOBaTh U CTPYKTypUPOBaTh MaTepuall; T') 0OOCHOBAHHOCTH CIIOCOOOB M METOJ/IOB
paboThl ¢ MaTepuaioM, aJIeKBaTHOE U IIPABOMEPHOE UCIOJIb30BaHUE METOAOB KilacCU(UKALINU,
CpaBHEHHs U Jp.; €) yMeHHe 0000marb, Aenarh BBIBOJbI, COMNOCTABIATH PA3JIMYHbIE TOUYKU
3peHust 10 OJTHOMY Bompocy (mpobieme). 2) OpUrHHATBFHOCTh TEKCTA: ) CAMOCTOSITEILHOCTh B
IIOCTAaHOBKE MpoOseMbl, (HOpMYyTUpOBaHME HOBOTO acHeKTa M3BECTHOH mpoOieMbl B
YCTaHOBJICHUH HOBBIX CBSI3eH (MEXKIPEAMETHBIX, BHYTPUIIPEIMETHBIX, UHTEIPAllMOHHBIX); O)
SBJICHHOCTb aBTOPCKOH MO3MIIMU, CaMOCTOSITENIBHOCTh OIIEHOK U CYXXKICHMH; 1) CTHIIEBOE
€MHCTBO TEKCTa, €IMHCTBO >KaHPOBBIX uepT. 3) OOOCHOBAHHOCTH BBIOOpAa MCTOYHUKOB: a)
OLIEHKA HCIOJIb30BAHHOW JIUTEPATyphl: MPUBJICYEHBI JIU HanboJiee N3BECTHBIE PabOTHI MO TeMe
uccienoBanus (B T.4. KypHaJbHble MyOJIMKAIUMHU MOCIEIHUX JET, MOCIeAHUE CTaTUCTUYECKUE
JTaHHbIE, CBOJKH, CIIpaBKu H T.1.). 4) CobmiogeHue TpeboBaHU K OQPOPMIICHHIO: a) HACKOJIBKO
BEPHO O(OPMIIEHBI CCHUIKM Ha MCIOJNb3YyEMYIO JINTEPATypy, CIHUCOK JHUTEpaTyphl. 0) OlEHKa
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TPAMOTHOCTH H KyJbTYPhl H3JIOKEHHS (B T.4. opdorpaduyueckor, MTyHKTYallnOHHOM,
CTHJIMCTUYECKOU KYJIbTYPHI), BIIaJIeHIE TEPMUHOJIOTHEH; B) COONMIOACHIE TPeOOBaHMI K 00bEMY
pedepara.

Jlok1a — IPOIYKT CaMOCTOSTENbHON paboThl 00yJaromerocs, NpeAcTaBIsomuil co0o
nyOJMYHOE  BBICTYIJICHHME IO  MPEACTaBICHUIO IOJIYYEHHBIX  PE3yJbTaTOB  pelIeHUs
OTIpEeNIeICHHONW  y4eOHO-TIPaKTHYECKOM, yUeOHO-UCCIIEAOBATEICKOM WM HAyYHOH TEMBI.
Jlokiiaq — 3T0 Hay4yHOE COOOIIEHUE Ha MPAKTHUYECKOM 3aHSTHM, 3aCEAaHUU HAYYHOTO KPYXKKa
Wi y4eOHO-TeopeTudyeckoil KoHdepeHIH. KpuTepum omeHKHM JAOKJIAAAa. COOTBETCTBHE
COllep)KaHUsl  3asBJICHHOM  TeMe; aKTyaJbHOCTb, HOBH3HAa M  3HAYUMOCTb  TEMBbI;
apryMEHTHPOBAHHOCTb, MOJIHOTA, CTPYKTYPHUPOBAHHOCTD M JIOTHYHOCTH U3JIOKEHHS; CBOOOIHOE
BJIaJICHHE MaTepuajoM: MOCJIe0BATeIbHOCTh, YMEHHE BECTU AMCKYCCHIO, IPAaBUIIBHO OTBEYATh
Ha BONPOCHI; CaMOCTOSATENBHOCTb, CTENEHb OPUTMHAIBHOCTH TMPEIJIOKECHHBIX —PEIICHHH,
WUTIOCTPATUBHOCTH, OOOOIIEHUI M BBIBOJIOB; HAJIMYUE COOCTBEHHOI'O OTHOLICHHS aBTOpa K
paccmaTpuBaeMoil mpoOieMe/TeMe (HACKOIBKO TOYHO UM apTyMEHTHUPOBAHO BBIPAKEHO
OTHOIIIEHHE aBTOpa K TeMe JOKJaja); MpeACTaBlIeHHE MaTepHalia: KayecTBO IPE3eHTalluH,
oopmIeHHS; KyJIbTypa pedud, OpaTopCcKoe MacTepcTBO (COOIIOACHHWE HOPM JIUTEPATYPHOTO
A3bIKa, MPABUIBHOE MIPOU3HOIICHUS CIIOB U (pa3, ONTUMAIBHBIN TEMI PeYH; YMEHHUE MPABUIHHO
paccTaBiATh AaKIEHTHl, yMEHHWE TOBOPUTH JIOCTATOYHO TPOMKO, HYETKO U YOETUTEIHHO);
MCIOJIb30BaHue MpodeccnoHaNbHON TePMUHOIOTUN (OIIEHKA TOT0, HACKOJBKO MOJIHO OTPaKEHbI
B BBICTYIUIEHUHU 00ydaromerocsi npodeccHoHallbHbIe TEPMHUHBI M OOLIEKYIBTYPHBIC TIOHSITHS 110
TeMe, a TaKkKe HACKOJIbKO YBEPEHHO BBICTYMAIOIIMA WMMH BIAJCET); BBIACPKAHHOCTD
periaMeHTa.

TecTupoBaHue — 3TO KOHTPOJILHOE MEPOTIPHUATHE TI0 yUeOHOMY MaTepuaty, COCTOsIIee B
BBITTOJIHEHUH OOYYarOIIUMCSI CHCTEMBbl CTaHAAPTU3MPOBAHHBIX 3aJaHUN, KOTOpas IO3BOJISAET
ABTOMATHU3UPOBATh MPOIEAYpPY H3MEPEHHUS YPOBHA 3HAHUW U YMEHUH 00ydYaroIierocs.
TectupoBaHue BKIIOYAET B ceOsl CIEAYIONIME THUIIBI 33/IaHUI: 3aJaHue C EJMHCTBEHHBIM
BBIOOPOM OTBETa U3 MPEATIOKEHHBIX BApUAHTOB, 3aJ[aHe HAa OMpPEEIICHNE BEPHBIX U HEBEPHBIX
CY)KIICHU; 3aJjaHie C MHOXKECTBEHHBbIM BbIOOpOM oTBeTOB. Kpurepum omenku: ot 90% no
100% mpaBUIBHO BBINOJIHEHHBIX 3aJaHUd — oTauM4HO; oT 70% 1o 89% mnpaBUIBHO
BBITIOJIHEHHBIX 3aJlaHuil - xoporio; oT 50% 1o 69% mnpaBHIIBHO BBIOJHEHHBIX 3aJlaHUM —
ynoBierBoputenbHo; oT 0 1o 49 9% nOpaBUIbHO  BBIMOJHEHHBIX 3aJaHUA  — He
yJIOBJIETBOPUTEIHHO.

JK3aMeH — KOHTPOJIbHOE MEPONPUATHE, KOTOPOE MPOBOAUTCS MO yUeOHOM TUCIUIUIMHE B
BUZE, NPEAYCMOTPEHHOM Yy4YeOHBIM IUTAHOM, TIO OKOHYaHWW W3y4YeHHs Kypca. 3aHsThe
ayJUTOpPHOE, NPOBOJUTCS B YCTHOM MM NHUCBMEHHOH (opMe ¢ ucnosib3oBaHueM (POHIOB
OILIEHOYHBIX CPEJICTB 110 YYEOHOH JAUCIUTIINHE.

5.4. Tunogevie KonmpovbHble 3a0aAHUA UTU UHBIE MAMEPUATbl, HeoOXo0umble 01
OUEeHKU 3HAHUI, YMEHUll, HAGbIKOE U (U1u) Oonvima OeamenbHOCmU, XapaKmepusyrujux
Imansvl GoOpMUPOSAHUA KOMNEMEHYUTL 8 NPOUEcce 0C60EHUS 00PA308aAMENbHOI NPOZPAMMDL

Texkywmas arrecranus:

Tembl 10K12/10B /pedpepaToB:

J1okyMeHT0000pOT U (hOPMBI €T0 OpraHU3aIUH.
YHubukanus u CTaHIapTU3ANMS B JICTOTTPOU3BOICTBE.
Opranu3aliOHHO-PACTIOPSIANTENbHAS TOKYMEHTALIUS.
[ToaroToBKa pacopsSIUTETBLHBIX TOKYMEHTOB.
HudopManinoHHO-CIIPaBOYHbBIE TOKYMEHTHI.
Opraan3anuoHHO-TIPABOBHIE JOKYMEHTHI.

JlenoBoe MUCHMO.

JlokymMeHTaIus 1Mo TPYAOBBIM OTHOIIICHUSIM.
Byxranrepckas u ¢puHAHCOBO-pacyeTHAs TOKyMEHTAIIHS.
10 JIOKYMEHTBI 110 CHa0XKEHHIO U COBITY.

CoNoOR~wWNE
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TecTupoBanue no yuyeOHo#W aucuMIIMHe «/JoKymMeHTHpOBaHHMe YyINpaBJIeHUYECKOH
e TeIbHOCTH

IIpumepnvie 3a0anus

HHcmpyKuuﬂ: BHUMATCJIBbHO HpO‘lHTaﬁTC 3adaHUuAd, BLI6epI/ITC OAWH HJIU HECKOJIBKO
BapUAaHTOB, OTMETHTC B OJaHKE OTBETOB.

TunoBble TeCTOBBIC 3a/JaHUS

Bompoc 1. 'ocynapcTBeHHas cuctemMa JOKyMEHTAllMOHHOTO 00eciedeH sl yIpaBIeHUsI.
a) eIMHBIC TIPABIJIA JOKYMEHTHUPOBAHUS YIIPABICHUECKOM IEATETHHOCTH
0) cucremMa TOKyMEHTUPOBAHUS
B) METO/IMYECKHUE YKA3aHMUSI.

Bomnpoc 2. Yto Takoe yHu(pHUKALUSA JOKyMEHTOB?
a) CTaHAapTU3aLUs JOKYMEHTOB
0) eqmHOOOpa3ne JOKYMEHTOB
B) KJaccu(uKanusi JOKyMEHTOB.

Bomnpoc 3. Yto Takoe cTaHIapTU3aIMs TOKYMEHTORB?
a) yHU(UKALUS JOKYMEHTOB
0) eqnHOOOpa3ue JOKYMEHTOB
B) o(popmIIeHHE TOKYMEHTOB.

Bomnpoc 4. Homenkinarypa nen
a) cucTemMaTH3alus JOKYMEHTOB
0) epeyeHb IOKYMEHTOB
B) CTPYKTypa Jed.

Bompoc 5. JlokyMeHT0060pOT:
a) TOKyMEHT
0) ABMKEHHE JOKYMEHTOB
B) IpaBuiia ohopmiIeHus.

Bomnpoc 6. Komnuectso pexsuzutos mo 'OCT P6.30-97
a) 30
0) 29
B) 28.

Bomnpoc 7. ®opmynsp-obpazerr:
a) ONpe/IeIeHHbII HA0Op PEKBU3UTOB
0) CTpYKTypa JOKyMEHTOB
B) PEKBU3UTHI.

Bormpoc 8. Drariel craHOBIICHHUS JIeIONPOU3BOCTBa B Poccuu
a) Mo UepapXUIeCKOMY MPUHIIUITY
0) 1Mo CTPYKTypaM BIIaCTH
B) CUCTEMHO.

Bonpoc 9. KoppekTypHble 3HaKH
a) 3HaKU IpernuHaHus
0) 3HAKWU JJIs1 UCTIPABIICHUS TEKCTa
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B) CHCTEMa 3HAKOB.

Bomnpoc 10. YaundunupoBanHas cucreMa JOKyMEHTAIIUN
a) CTaHJIapTU3alMs TOKYMEHTOB
0) yauduKaus J0KyMEHTOB
B) CHCTE€Ma CTaHJApPTU3AIUU ¥ YHUPUKALIUN JOKYMEHTOB.

Bomnpoc 11. JIokyMeHTBI KaJpOBOii CITyKObI
a) cOCTaB KaIpOBOH TOKYMEHTALIUU 110 €IMHBIM TPEOOBaHUIM
0) TpyloBast KHMXKKa
B) JIUCTOK JINYHOT'O Y4erTa.

Bomnpoc 12. Haznauenue 'OCT P6.30-97
a) IPUMEHEHHE eIMHBIX MTPABHII
0) cOCTaB PEKBU3UTOB YIPABICHYECKUX IOKYMEHTOB
B) TpeOOBaHMS K OPOPMIICHHIO TOKYMEHTOB.

Bomnpoc 13. IIpukas:
a) yIpaBlIeHYECKHUI IOKyMEHT
0) ynpaBiIeHYECKHIA JOKYMEHT, H3aBacMbIi PYKOBOJIHUTEICM
B) JIOKYMEHT, U3/1aBa€Mblil KaJpOBOU CITyKOO0H.

Bomnpoc 14. ITporoko:r:
a) JOKYMEHT, QUKCUPYIOIINI 1eHCTBO
0) BHyTpEHHUH JOKYMEHT
B) BHEIIHUM JOKYMEHT.

Bompoc 15. Pestome:
a) XapaKTepuCTHKa
0) onucaHue NeATeTbHOCTH
B) onpezeseHHas popMa JOKYMEHTa.

Bonpoc 16. Odpopmienue naTel JOKyMEHTa
a) ¢ poBoi
0) CJTOBECHBI
B) CJIOBECHO-IIU(PPOBOH.

Bomnpoc 17. JlenoBast KOppeCTOHIEHIIHS
a) mpuKas
0) MpOTOKOJI
B) JIETIOBBIE MTHCHhMA.

Bomnpoc 18. PacniopsigurenbHble JOKYMEHTbI
a) MpHuKas3
0) mpoToKOI
B) JIETIOBOE MTUCHMO.

Bompoc 19. Opranu3aiimoHHbIC TJOKYMEHTHI
a) MITaTHOE paclycaHue
0) UHCTPYKLUHU
B) aepra.

14



Bomnpoc 20. JIpmkeHne 10KyMEHTOB

a) TOKYMEHTO000pOT
0) BHEIIIHHUI JTOKYMEHT
B) mpaBmiia 0hOpMIICHHUS.

Ilepeuenv sonpocos 0 npomedicymoynoti ammecmayuu Ha 3k3amene (8 cemecTp):

1. lIpenmMer u comepxkaHue OpraHU3alyu MPOU3BOJICTBA.

2. Tunsl npoussoxcTaa.

3. 3aKOHOMEpPHOCTH OpraHU3aLH POU3BOICTBA HA IPEIIPUITHH.

4. Tlonstue 06 opraHu3aluy MaTepUaIbHbIX IOTOKOB Ha MPEANIPUITHH.

5. Ilpennpusarue Kak OpraHU3alUOHHAs CUCTEMA.

6. DopMbl OpraHU3alMKA MAaTEPHUATIBHBIX IIOTOKOB B IIPOU3BOJICTBE.

7. IIpouecc opraHu3anuu IpOU3BOACTBA.

8.  Metozabl MaTepuanbHOTO 0OecreueHus IPOU3BO/ICTBA.

9. Opranu3alMOHHO-NIPAaBOBBIE (POPMbBI KOMMEPUYECKUX OpraHU3alui.

10. IlonsATHE 00 ynpaBiIeHUH KAYECTBOM.

11. JleATelbHOCTh NPEANPUITHS. Y IPABICHUE IPEATIPUATHEM.

12. N3zyuenune notpebHOCTEd M (opMUpOBaHHE IUIaHA NPOU3BOJACTBA U peaU3aLUU
HPOIYKIIUH.

13. CopeprkaHue U 3a1a4y OATOTOBKH IPOU3BOJCTBA.

14. ObecnieueHne MPON3BOJICTBA MaTEPUATBLHBIMH PECYPCaMHU.

15. IlnmanupoBaHu€ MOKa3aTENCH IIPOU3BOACTBA HOBBIX U3EIHUM.

16. OpraHu3allOHHbIE PE3EPBBI PA3BUTHUS IPOU3BOICTBA.

17. CopaeprkaHue U 3a/1a4y IUNIAaHUPOBAHUS OJrOTOBKU IIPOM3BOCTBA.

18. CopneprkaHHe U 331a4l OpPraHU3ALUU TEXHUYECKOTI'0 00CITyKUBAHUSI TPOU3BO/ICTBA.

19. IIporpamMmHO-LI€sI€BOE IIIAHUPOBAHUE MOATOTOBKH IIPOU3BOJICTBA.

20. 3agauu ¥ OPraHMU3allMOHHO-IIPOU3BOJICTBEHHAS CTPYKTYpa PEMOHTHOIO XO3sHCTBA.

21. CeteBoe IJIaHUPOBAHUE MOATOTOBKHU MPOU3BO/ICTBA.

22. Wzyuenme morpebHOCTEW M (OpMHUpOBaHUE IJIaHA MPOU3BOJCTBA M peaTU3aLUU
HNPOIYKIUH.

23. Meronbl aHanKU3a COCTOSHMS MOATOTOBKH IIPOU3BOJICTBA.

24. ObecnieyeHNe MPOU3BOICTBA MAaTEPUATLHBIMU PECYPCaMHU.

25. IlpumeHeHue GyHKIIMOHAIBHO-CTOUMOCTHOI'O aHaJIM3a IMOATOTOBKH IPOU3BOICTBA.

26. Pa3zpaboTka miaHa  COBEpLUIEHCTBOBAHMS  OpraHU3allMyd  IMPOM3BOJACTBA  Ha
HNpEaNpUATHH.

27. Hay4Hble NpUHIUIIBI OPraHU3ALMHU IIPOLIECCOB MPOU3BO/ICTBA.

28. CopneprkaHu€ U METOBI OPraHU3ALMOHHOTO MPOEKTUPOBAHUS.

29. OpraHusaius NpoU3BOICTBEHHBIX MTPOLIECCOB B IPOCTPAHCTBE.

30. Ilonarue 00 opraHu3alMM MaTepUATbHBIX IMOTOKOB Ha Mpennpustuu. dakTopsl
3¢ (HEeKTUBHOCTH OpraHu3alliy IPOU3BO/ICTBA.

31. Oprasusanus NpOU3BOACTBEHHBIX IIPOLIECCOB BO BPEMEHH.

32. OpraHu3alMOHHBIE pE3E€PBBI PA3BUTHS POU3BOJICTBA.

33. CopneprkaHue U 337a4y TUIAHUPOBAHUS [TOATOTOBKH ITPOU3BOJICTBA.

34. OpraHM3alMOHHBIE pE3€PBBI PA3BUTHS IPOU3BOJICTBA.

35. IIpeamer u comep;kaHUe OPraHU3aLUU IIPOU3BOACTBA.

36. Tumbl mpou3BOJCTBA.

37. IIporpammHO-1I€/IEBOE IIJITAHUPOBAHUE MIOATOTOBKHU IIPOU3BOICTBA.

38. IlmanupoBaHue MaTepuagbHOrO oOOecrneueHus MpousBoJcTBa. DopMHUpoBaHUE
3aI1acoOB Ha IPEANPUATHH.

39. 3aKOHOMEpPHOCTU OpraHU3aI[MH MPOU3BOICTBA HA MPEIIPUITUH.

40. Copep:kaHue M 33ja4d TEXHUYECKOTO 00CITyKUBaHUS IPOU3BO/ICTBA.
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41. Hpouecc OopraHu3anuy Npou3BOJCTBA.
42. Conep:kaHue M 3aJ]a4l OPTaHU3ALUN TEXHUYECKOTO O6CJIy)KI/IBaHI/ISI IpOU3BOJCTBA.

5.5. Memoouueckue mamepuansl, onpeoensaouiue nPoUeoypsvl OUCHUBAHUA 3HAHUIL,
YMeHUll, HA8bIKO8 U (unau) Onvima OeaAmeabHOCmU, XAPAKMEPUIYIOUUX IMAnbl
dopmuposanua komnemenyui

OtBeThl OOywaromerocss Ha JK3aMeHe OICHUBAIOTCA KaXJIbIM [eJaroru4ecKuM
PabOTHHUKOM 1O 5-0ayIbHOM MIKaIe.

Kpumepuu oyenxu omsema na sonpocol meopemuueckozo 010Ka.

«5» — oOyuaromuiics TJIyOOKO W TPOYHO OCBOMJ TPOTPAMMHBIA MaTepual,
HCUEPIBIBAIONIE, MOCIEA0OBATEIbHO, IPAMOTHO M JIOTUYECKHM CTPOMHO €ro H3JlaraeT, TECHO
YBA3BIBACT C 3aJayaMu W Oyaylied AesTeIbHOCTbIO, HE 3aTPYIHSETCS C OTBETOM IpHU
BHUJIOU3MCHEHUH 33JIaHWs, CBOOOJHO CIIPaBJISAETCS C 3aJa4aMH M MPAKTUYCCKUMH 3aJaHUSMH,
MPABHIILHO OOOCHOBBIBACT MPHHSTHIC PEIICHUS, YMEET CAMOCTOSATEIHHO 0000IIATh M M3J1araTh
MaTepual, He AOMycKas OlINO0K;

«4» - o0yvaronuiicss TBepA0 3HAST MPOTPAMMHBIN MaTepHall, TPAMOTHO U TIO CYIIECTBY
M3JIaraeT €ro, He JAOIMYCKas CYIECTBEHHBIX HETOUHOCTEN B OTBETE HA BOIIPOC, MOKET MPABUIIBHO
MPUMEHSATh TEOPETUUYECKUE TIOJIOKEHUS U BIaJCeT HEOOXOAMMBIMU YMEHUSMU U HaBBIKAMU TPU
BBINIOJTHEHUH TPAKTUYECKUX 3aaHuM;

«3» - oOydJarommiics OCBOWJI OCHOBHOH MaTepuayl, HO HE 3HACT OTACIbHBIX JCTAaJCH,
JOMyCKaeT  HETOYHOCTH,  HENOCTaTOYHO  TMpaBUIbHBIE  (OPMYIMpPOBKH,  HapylIaeT
MOCJIEA0BATEIbHOCTh B M3JIOKEHUU MPOrPaMMHOIO MAaTEpHAIa M UCIBITHIBACT 3aTPYIHECHUS B
BBITTOJTHEHUH TPAKTUYECKUX 3aaHU;

«2» - oOywaromuiicss He 3HAeT 3HAYUTEIHLHOW YacTH NPOrPaMMHOTO MaTepHuaa,
JIOTIYCKAeT CYIIECTBEHHBIC OIIMOKH, C OONBIIMMU 3aTPYIHEHUSMHU BBIMOIHSIET MPAKTHUECKUE
3aJlaHus, 3aJ1a4uH.

6. [lepeyeHb OCHOBHOI M TONOJTHUTEILHOH Y4eOHOH JUTEPATYPHI 1JIs1 OCBOECHHS
y4eOHOM TMCUMILINHBI

6.1. Ocnosenasn numepamypa.

1. ApacnanoBa, B. A. JlokyMeHTalMOHHOE OOecrieueHue yrpaBleHUs: yueOHO-
MpakTHYecKoe mocodue B cxemax, Tadnuiax, oopasmax : [12+] / B. A. Apacnanosa. — 2-e u3n.,
nor. u nepepad. — Mocksa ; bepnun : Jlupekr-Menua, 2020. — 266 c. : ui., Tabn. — Pexxum
nocryma: o nmoamucke. — URL: https://biblioclub.ru/index.php?page=book&id=578394

6.2. /lononnumenvnas numepamypa

1. Kysuenos, . H. JlenonpousBoacTso : yuedHoe nocodue : [16+] / U. H. Ky3nemnosn. —
10-e u3a. — Mockaa : JlamkoB u K°, 2021. — 406 c. : Tabn. — Pexxum goctyna: mo moJmucke. —
URL.: https://biblioclub.ru/index.php?page=book&id=684221

7. IlepeyeHb pecypcoB HH(POPMAIMOHHO-TEJIEKOMMYHUKAIIMOHHOM CeTH
«HTepHETY», COBpeMeHHbIe NPodecCHOHATbHBIE 0a3bl JAHHBIX M HH(POPMALMOHHbIE
CHCTEMbI, He00X0AUMBbIE IJISl OCBOCHUS Y4eOHOM M CIUTIINHbI

1. http://mon.gov.ru — caiitr Muno6pHayku PO

2. http://lwww.edu.ru/ — Oubmmorexka QenepampHoro moprama «Poccuiickoe
o0pa3oBaHue» (COAEPKUT KATAJIOT CCHUIOK Ha MHTEPHET-PECYPCHI, IIEKTPOHHBIE ONOIHMOTEKH 110
pa3IUYHBIM BOIpocaM 00pa3oBaHMs)

3. http://www.prlib.ru — Ipe3unentckas OubIHOTEKA
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4. http://www.rusneb.ru — HanmonaabHast 3JIeKTpOHHast OHOIHOTEKA
5. http://elibrary.rsl.ru/ — caiit Poccuiickoii rocyaapcTBeHHOW OuOIMOTEKH (pas3maen
«DnexTpoHHass OMOINOTEKA)
6. http://elibrary.ru — nayunas snextponHas 6udaroteka «Elibraryy
7. http://lib.icone.ru - DaekrponHo-6ubanoTeunas cucrema AHO BO «UuHCTHTYT
HETPEPHIBHOTO 00pa30BaHMSD»
8. https://uisrussia.msu.ru yauBepcuteTckas napopmarnuonnas cucrema POCCUS (YUC
POCCHA)
9. http://biblioclub.ru ObC Yuusepcurerckast 6ubIMOTEKA

8. Mertoanyeckne ykazaHusi I  O0y4alOUIUXCA 10 OCBOEHHMIO Y4eOHOM
AUCHHUILIMHBI

OcBoeHue oOyJaromumcs yueOHOM JUCUUTIINHBI «/lokymeHTHpOBaHUE
YIPaBJEeHYECKOH [esiTeJIbHOCTH» IPEANoaracT M3y4eHHE MAaTepUajoB IUCLUIUIMHBI Ha
ayJUTOPHBIX 3aHATHUSX U B XOZE CaMOCTOATENBbHOM paboThl. AyIUTOPHBIE 3aHATUS IPOXOJAT B
dopMe neKuud, ceMUHApOB, NPAKTHUECKUX 3aHATUH. CamocTosdTenbHas padoTa BKIIOYAET
pa3Ho00pa3HbI KOMIUIEKC BUIOB M OPM pabOThI 00YyUarOIIUXCS.

Jlist yCIenHoro OCBOCGHUsI yueOHOM TUCHUIUIMHBI U JOCTHKEHUS TIOCTABICHHBIX Iesei
HEOOXOMMO BHMMATEIIbHO O3HAKOMMTBCSA HAcTosed paboyeil mnporpammbl  y4eOHOMH
JUCLUILIMHBL. Ee MOXeT npecTaBUTh NpenoiaBaTeib Ha BBOJHOM JIEKLIUU WIH CAMOCTOSITEIIbHO
oOyuaroImuiicst UCII0Ib3yeT HHPOpMaLIKIO Ha opuiaabHoM MHTepHeT-caiite MHCTHTYTA.

Crnenyer oOpaTuTh BHUMaHUE HA CIIUCOK OCHOBHOM M JIOTIOJIHUTEIILHOW JINTEPATyphl, HA
npejylaraéMble  IpernojiaBaTesieM pecypchbl HH()OPMAIMOHHO-TEIEKOMMYHUKAIIMOHHON —CeTH
Wutepuer. Dta nHpopManus HeoOX0oauMa JUIs CAMOCTOSATEIBHOM paboThl 00yUYaroIIerocs.

IIpu moAroToBKe K ayJUTOPHBIM 3aHATUAM HEOOXOAMMO MOMHUTh OCOOEHHOCTH KaX /10
(GOpMBI €ro MpoBeICHUS.

Ilooecomoeka k yuebHoMy 3aHAMUIO JeKYUOHHO20 MUNA 3aKIH0YACTCS B CIETYIOLIEM.

C menpto obecriedeHHs] yCHENIHOTO OOYy4EeHHS OOYyYaroluiCs JOHKEH TOTOBUTHCS K
JeKIMH, TMOCKOJBbKY OHa SBJISIETCS BaxKHeWed (opmoi opraHmzanuu y4yeOHOro mpolecca,
MOCKOJIBKY:

- 3HAKOMMT C HOBBIM YUEOHBIM MaTepHalIoM;

- pa3bsACHSAET yUeOHbIE 3JIEMEHTBI, TPYAHbIE JIIsl TOHUMaHUS;

- cUcTeMaTH3UpyeT yueOHbIi MaTepHal;

- OpPUEHTHUPYET B y4eOHOM IpoLecce.

C aT0ii nenso:

- BHHUMATEJIbHO MPOYUTANTE MaTepHall IPEIbIIyIIel JTeKI1H;

- 03HAKOMbTECh C YUEOHBIM MaTepUaloM IO YYEOHMKY M y4eOHBIM MOCOOUSM C
TEMOW MPOYUTAHHOMN JIEKLINH;

- BHECUTE JIONOJHEHMS K IOJYyYEHHBIM paHee 3HAHMUSAM I10 TEME JIEKLUU Ha IMOJISIX
JEKIIMOHHOM TETPAJIH;

- 3aMUIINTEe BO3MOXKHBIE BOMPOCHI, KOTOPHIE BBl 33JaJIUTE JEKTOPY Ha JIEKIIMH IO
MaTepHuaty U3y4eHHOH JIEKIUH;

- MIOCTapaWTECh YACHUTh MECTO U3YYaeMOU TEMBI B CBOEH MTOATOTOBKE;

- y3HalTe TeMy MpeACTOosIIEeH JeKIUH (110 TeMaTHYeCKOMY IJIaHy, o HHPpOpMaluu
JIEKTOPA) U 3aMuIInTe HHHOPMAIHIO, KOTOPOH BBI BIIaJIeeTe 10 JaHHOMY BOIIPOCY .

Iloo2omoeka Kk npaKmu4eckomy 3aHAmuIo

[Ipy mnoAroToBKE K MPAKTUYECKOMY 3aHATHIO cJleayeT oOpaTUTh BHHUMaHHE Ha
CJIEAYIOUIME MOMEHTBI: Ha NpOIlecC NpeABapUTEIbHONW MOArOTOBKM, Ha paboTy BO Bpems
3aHATHA, 00pabOTKY MOITYYEHHBIX PE3YJIbTaTOB, UCIPABIICHUE TIOTYyYEHHBIX 3aMEUYaHUN.

17


http://biblioclub.ru/

IIpedsapumenvras no020moeka K npaKmuyeckomy 3aHAmuio 3aKII0YaeTcs B U3y4YEHUU
TEOPETUYECKOT0 MaTepHralia B OTBEJCHHOE JIJIsl CAMOCTOSITEIIbHON pabOThl BpeMsl, 03HAKOMJICHHE
C MHCTPYKTHUBHBIMH MaTEpHajIaMM C LEIbI0 OCO3HAHUSA 3a]a4 IPAKTUYECKOIO 3aHATHU.

Paboma 6o epema nposedenuss npakmuuecko20 3aHAMUSA BKIIOYAET HECKOJIbKO
MOMEHTOB:

— KOHCYJIbTUPOBAHHE CTYJEHTOB IIPENOAABATECIIMU C ILEIBI0 IIPEJOCTABICHUS
ucyepnbiBaroIell  MHPOpMaLUU, HEOOXOOUMOH A CaMOCTOSITENILHOIO
BBIIIOJTHEHUST  NIPEAJIOKEHHBIX IPENoJaBaTeleM 3a1ady, O3HAKOMIIEHHE C
IIPaBUJIAMU TEXHUKHU 0€30IaCHOCTHU MpHU paboTe B ay IUTOPUH;

— CaMOCTOSITEJIbHOE BBINOJIHEHUE 3a/laHuil COrJlacHO O00O03HA4YeHHOM yueOHOM
[IPOrpaMMOM TEMATUKH.

CamocrosiTenbHas padora.

Jnst Gosiee yrimyONEHHOrO W3y4YeHHs] TEMbl 3aJaHusl IS CaMOCTOSITEIbHOH paboThI
PEKOMEHIYETCsSl BBINOJIHATh IApauIe]IbHO C M3y4YEeHUEM JaHHOW TeMbl. lIpu BeImonHeHHn
3a/laHuil 110 BO3MOXKHOCTM MCIIOJIB3YWTE HAIVISIIHOE IIpe/cTaBieHue Martepuana. bonee
noapoOHass mH(poOpMalMi O CaMOCTOATENbHOM paboTe mpeicTaBieHa B paszjenax «YdeOHo-
METOAMYECKOE OOECIIEYeHHE CaMOCTOSTENbHOW PadOThl MO  JUCHUIUIMHE (MOJYIIIO)»,
«MeToanueckue ykazaHusi K CaMOCTOSITEIbHON paboTe Mo JUCHUIUIMHE (MOJLYJIION).

Ilooeomoska Kk 9K3aMeHy.

K sk3ameny He0OXOAMMO rOTOBUTCS LIE€IEHAIPABICHHO, PETYJISPHO, CUCTEMAaTUUECKHU U C
NEePBBIX JHEH 00yYeHHUs 10 JaHHOW AUCUIUTUINHE.

IIpu noAroroBke K 3K3aMeHy OOpaTUTEe BHUMAHUE HA NMPAKTHUYECKUE 3aJaHHs HAa OCHOBE
TEOPETUYECKOro MaTepuara.

IIpu moaroToBke K OTBETY HAa BONPOCHI IK3aMEHa 10 TEOPETUYECKOH 4YacTh ydeOHOMH
JUCLUIUIMHBL  BBIACIUTE B BONPOCE TIJIABHOE, CYLIECTBEHHOE (IOHATHS, IPU3HAKH,
KJaccu(UKaluy U 1p.), IPUBEIUTE IPUMEPHI, WILTFOCTPUPYIOILUE TEOPETUUECKUE MTOJIOKEHHSL.

[Tocne mpenoKeHHBIX YKa3aHWM y OOYYaromUXCs JTOJDKHO CHOPMUPOBATHCS YETKOE
npezcTaBieHne 00 oObeMe U XapakTepe 3HaHUM U YMEHUM, KOTOPBIMU Ha/10 OyIeT OBIaJAEeTh IO
JTUCIUIINHE.

9. IIporpamMmmHoe o0ecneyeHrne HH(POPMALMOHHO-KOMMYHUKAIMOHHBIX TEXHOJIOTHil

9.1. Hnghopmayuonnsie mexnonozuu

1. TlepcoHanbHble KOMIBIOTEPHI;
2. JlocTym K MHTEpHET

3. IIpoexkrop.

4. Cucrema VOTUM

9.2. IIpozpammmnoe obecneuenue
. Windows 7
. LibreOffice Writer,

. LibreOffice Calc,

. LibreOffice

. Impress

. ZOOM (OTKpBITBIN JOCTY)

. «Cxaitm» (OTKpBITHIHA JOCTYI)

N N0 WDN

9.3. Hnughopmayuonnwvie cnpasounsie cucmemol
1. VYuuBepcuterckas unpopmaironnas cuctema POCCUS - http://www.cir.ru/
2. Tapant
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10. IlepeyeHb MaTepUATbHO-TEXHUYECKOT0 00ecneyeHns ,He00X0TUMOro J1Jis
peajiu3anuy NpPorpaMMbl 0 y4eOHOM TUCHHUIINHE.
1. YuebHble ayAuTOpUU Il POBEACHUS 3aHATUH JICKIIMOHHOTO THIA, MPAKTUYECKUX

3aHATUN, TPYNIIOBBIX U MHIMBUYaTbHBIX KOHCYJIbTAIMNA, TEKYIIET0 KOHTPOJIA U
MIPOMEKYTOUHOM aTTecTaluu.

2. [lomemienus AJis CaMOCTOSITEILHON pabOThI CTY/I€HTOB, OCHAIIEHHbIE KOMITBIOTEPHOM
TEXHHUKOW C BO3MOKHOCTBIO MOJKII0YeHHS K ceTu «IHTepHeT» 1 oOecrieueHueM J10CTyma B
AIIEKTPOHHYIO HHPOPMALMOHHO-00Pa30BaTENbHYIO CPely HHCTHTYTA.

11. O6pa3oBaTe/ibHbIE TEXHOJIOTHH

IIpn peanuszanuu y4yeOHOM JUCHMIUIMHBL «JlOKyMeHTHpOBaHHMe YIPaBJIeHYECKOM
AesITeJIbHOCTI IPUMEHSIOTCS pa3InyHble 00pa30BaTeIbHbIE TEXHOJIOTUH.

OcBoeHue  yueOHOM  aucHUIUIMHBL  «/loKyMeHTHpOBaHuHe  yHpaBJIeHYeCKOi
AeSITeILHOCTH» IIPEIyCMaTpUBAeT MCIIOIb30BaHME B Y4eOHOM IIpoliecce aKTUBHBIX (GopM
NpOBEICHUS yUeOHBIX 3aHATUH B (popme, pa300p KOHKPETHBIX CUTYAlMi M MPAKTUYECKUX 3a7ad
B COYETAaHMHM C BHEAyIUTOPHOHM paboToil ¢ wuenabto (OPMUPOBAHHUA M PA3BUTHUS
MpoeCCHOHAIBHBIX HABBIKOB 00YYarOIIUXCsl.
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