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1 esiu ocBOEHUSA TN CHUNIUHBI

[enstmMu OCBOCHMSI TUCUUIUIAHBI «J[OKYMEHTUPOBAaHUE YIIPABJIECHYECKOU JEATEIBHOCTH
B cepe 00pa30BaHU» ABISIOTCS: U3y4YEHHE OCOOCHHOCTEN JOKYMEHTUPOBAHUS AEATEIbHO-
CTH opraHu3auuil cepsl 00pa3oBaHus Ha 0a3e COBPEMEHHBIX 3aKOHOJATENbHBIX M HOpMa-
THUBHBIX IIPABOBBIX AKTOB, a TAKXKE MYHHULMIIAIBHBIX IPAaBOBBIX aKTOB, PETIIAMEHTHPYIOIINX
JesITeIbHOCTh 00pa30BaTEIbHBIX OPraHU3allUil; 3HAKOMCTBO C METOJOJIOIHEN, MOJCIIAMU U
opraHu3zanuei mporecca IpOeKTUPOBAHUS YIPABICHUECKON JOKYMEHTAIMH B chepe o0pa3o-
BaHUS.

3aja4yaMM  OCBOEHHMS  JUCHMIUIMHBL  «JlOKYMEHTHpOBAaHUE  yIPaBICHUYECKON
JEATEIIBHOCTHY SIBJISIFOTCSL:

— (popMupOBaHUE CUCTEMBI TEOPETUUECKUX U METOJOJIOIMUECKUX 3HAHUN pa3paboTKu
JOKYMEHTAIMH, 00ECTIeUYNBAIOIIEH peaIn3alnio yIPaBICHUYECKUX PEIICHHA;

— (opmupoBanue mnpeACTAaBICHUH O MPUHLOUIAX, MPaBUIAX U TEXHOJIOTHUAX
JIOKYMEHTAI[MOHHOTO 00EeCIIeueHus yIpaBIeHHUS;

— npuoOpeTreHrne oOydYaroIMMUCA 3HAHUM W yYMEHMM NPUMEHEHHUs IpaBuil
JOKYMEHTUPOBaHHUS WH(POpPMAMA B COOTBETCTBHM C HOPMATHBHO-TIPABOBBIMU aKTaMHU
cdepbl 00pa3oBaHus;

— OCBOCHHME HABBIKOB MPOCKTHUPOBAHMUSA YHHU(PHIMPOBAHHBIX (OPM JTOKYMEHTOB,
CHCTEM JOKyMEHTAllud W WH(POPMAIHMOHHO-TOKYMEHTAIMOHHON CHUCTEMbI YUPEKACHUS B
LEJIOM.

2 MecTo AMCHMILIMHBI B CTPYKTYpe 00pa30BaTeIbHON MPOrpaMMbl
NMOJArOoTOBKM 0akajiaBpa

JucuuiuinHa — «JloKyMEeHTHMpOBaHME  YIpaBJIeHUYECKOW  JeATeslbHOCTH  cepe
00pa3oBaHUs» BXOAUT B BApUATUBHYIO 4acTh 0soka 1 oOpa3oBaTenbHON IPOrpaMMBl.

JucuumuimHa «J{oKkyMeHTHpOBaHNE YIPABICHUECKON JesITeNbHOCTH B cepe oOpa3oBa-
HUS» BXOAUT B AUCLUMIUIMHBI 110 BbIOOpY BapuaTUBHOM 4acTu Oinoka 1 oOpa3oBaTenbHOI
IpO-rpaMMBbI IO HampasieHuto noaroroBku 44.03.05. Ilenarornueckoe obpa3oBaHue.

JUig n3ydeHust TUCUUIUIMHBI HEOOXOAUMBI 3HaHUs (YMEHUs, HaBBIKH), c(hOPMHUPOBaH-
Hble B  pe3ylbTaTe U3yuyeHHs  «YTpaBleHHE TPOEeKTaMH B  0Opa30oBaHUNY,
«H(pOopMaLIMOHHBIE TEXHOJIOTUU B YIIPABIEHUU 00pa30BaTEIbHBIM IIPOLIECCOM.

3HaHus (YMEHMsI, HaBbIKH), MTOJyYCHHbIE TPU M3YYEHUH JaHHOW TUCHMIUIMHBI Oy1yT
HEOOXOIUMBl TPU  TPOXOXKAECHUU CTYIEHTaMU IPOM3BOACTBEHHON-TIPEAIUIIIIOMHOMN
IIPAKTUKU U B NPOLIECCE MOATOTOBKH U 3aIIUTHI BBIMTYCKHON KBaTU()UKALIMOHHON paboThI.

3 Komnerenuunu ody4yaromerocsi, popmupyemblie B pe3yJibTare
OCBOEHUS TUCHMILIMHBI U IJIAHUPYeMbIe pe3yJbTaThl 00yUeHust

JuctunnuHa «JlokymeHTHpoBaHUE yIpaBIeHYECKON ASITENBHOCTH B cpepe oObpa3oBa-
HUSD» GOPMHUPYET CIeAYIONUe O0MIEeKYIbTYPHBIC U TIPOPECCHOHATBHBIC KOMIICTCHITHHN:

CTpyKTypHBIH
JIIEMEHT [Tnanupyemsbie pe3ynbTaThl 00ydeHHs
KOMIIETEHIINU

OIIK-4 — roTOBHOCTHIO K MPOPECCUOHATHHON JEATETLHOCTH B COOTBETCTBHH C
HOPMAaTHUBHO-TIPABOBBIMU aKTaMu chepbl 00pa3oBaHMs

3HaTh coJiep’KaHnue OCHOBHBIX HOPMATHBHO-IIPABOBBIX aKTOB c(epbl 00pa3oBaHUsI B
001acT UHQOPMATHKH U SKOHOMHUKH.

Ymers MHTEPIPETUPOBATH OCHOBHBIE HOPMATHUBHO-TIPaBOBbIE aKThI C(ephl
00pa3oBaHusl B 00;1aCTH HTHPOPMATHUKU ¥ SKOHOMHKH.

BJ'IaZ[eTB COBpPCMCHHBIMU MCTOAUKAMHA U TCXHOJIOTUAMU OpTraHHU3aAllnN O6p&30BaTCHBHOfI
JeSITeIbHOCTH, COTJIACHO TPEOOBAHMSIM HOPMATUBHO-TIPABOBBIX aKTOB C(epbl
00pazoBaHMs

OIIK-5 — Branennem ocHoBaMH NMPoGheCCHOHATHHOM STUKH M PEYEBOM KYJIBTYPHI




CTpyKTypHBIH

3JIEMEHT [Tnanupyemble pe3yabTaThl 00YICHHS
KOMIICTCHIINH

3HaTh OCHOBBI IPO(PECCUOHATBHOMN STUKU M PEUEBON KYJIBTYpPbI, 3TUYECKHE HOPMBI
BEJICHMSI JIEJI0BOTO IMAJIOTa.

VYmetsb UCTIOJIb30BaTh OCHOBBI MPO(ECCHOHATBHON ATUKU U PEUYEBOU KYJIbTYpHI B
cdepe 00pazoBaHMs, ITUYECKHE TPUHLIUIIBI B TIPO(ECCHOHATBHOM
JIESITEJIbHOCTH.

Bragers HaBBbIKAMU NPO(ECCUOHATBHOMN 3TUKU U PEUEBOM KYJIbTYpbl, HABBIKAMU

KOMMYHHKAIMI B TPOpeCCHOHATBHON AESITEILHOCTH

ITK-6 — TOTOBHOCTB K B3aMMOJICHCTBHIO C Y9aCTHUKaMU 00pa30BaTeIbHOTO MpoIiecca

3HaTh TEXHOJIOTHH MHAWBUIYaTBHOTO W TPYIIIOBOTO B3aMMOCHCTBHS
OCHOBBI OpraHn3alliK PadOTHl B KOJUIEKTHBE (KOMaHIHON paboThI)

Ymethb pemiaTh Ha TMpakTHKE 3aJayd B3aMMOJCHCTBUS YYaCTHHUKOB 00pPa30BaTEIbHOTO
nporuecca;

Brnanets HaBBIKAMH KOMMYHHMKATHBHOTO B3aMMOJICHCTBUSI C yYaCTHHKAMH 00pPa30BaTEIbHOTO

nporuecca




4 CTpyKTypa U co/iepKaHHue QU CUUILTUHBI

OO01mas Tpy10eMKOCTh TUCIUIUIMHBI COCTABJISCT 8 3aYCTHBIX eUHUI] 288 akaj. yaca, B TOM YHCIIE:
—  KoHTakTHas pabora — 113,4 gacos,
— ayautopHas — 109 akaz. 4acos;
— BHeayauTopHas — 4,4 akaj. 4acos;

camocTosTelbHas padora — 138,9 akan. yacos;

— TIOATOTOBKA K 3a4eTy W dK3aMeHy — 35,7 4acoB.

AynutopHas =
N KOHTaKTHas paboTa % 5 s =
X -
Pasen/ Tema 5 (B akaz. gacax) E z = Bi1 cAMOCTOTEBHOI dopMa TeKyIIero KOHTPOJIs = E % =
Q . ; =8 s YCIIEBACMOCTH U 2o s 2
JIUACIUIIINHBI 5 = E g £z S = 8 paboThHI N cE 28
S E S B == 5 g & IPOMEKYTOYHOHU aTTECTALINU X 55 B
g & = £2] 28 ao 2z
= g8 S Z 8 13) Z
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1 Paznen. OcHOBBI pa3pabOTKH M MPOSKTHPOBAHUS YIIPABICHUYECKUX JOKYMEHTOB B chepe 00pa3oBaHus
1.1. IlonsATHE, CYUTHOCTh U [ToaroroBka K YcTHBI onpoc OIIK-4
IPUHLIUIIBI chepbl 00pa30BaHUsI. 9 4lan 6 10 1a00paTOPHOMY 3aHATHUIO 85%5
1.2. [IpaBoBBIE OCHOBBI [ToaroToBka k ceMUHApY Crenens aktuBHOCTH | OIIK-4
JeATEbHOCTH B chepe «CoBpeMEHHOE Ha ceMHHape ggfﬁ
0o0pa3oBaHUsL. rocylapCTBEHHOE )
P 9 | 441 | 1006 14 yaap
peryivpoBaHue
JenonpousBoacrsa B POy
1.3. JIOJOKHOCTHOM COCTaB [ToaroroBka Kk OTuér 1o OIIK-4
chepsr 0OpasoBaHms 9 | 66K | 106 14 nabOpaTOPHOMY 3aHATHIO  |1ab0paTopHOi paboTe 3225
1.4. TIpaBa u 00513aHHOCTH [ToaroroBka K Otuér no OIIK-4
PabOTHHKOB Chepbl 00pasoBaHHs 9 441 | 10/ 12 1abopaTOPHOMY 3aHATHIO |1a00paTOpHOI paboTe 1(_)12125
Hroro no pazgeny 18/181 | 36/18U 50 YcTHblii onpoc
TecTupoBanue
HToro 3a cemecTp 9 |18/18M| 36/181 P
3aver
2 Pa3nen. Oco0eHHOCTH JOKYMEHTHPOBAHMS YIIPABJIEHUYECKOIi 1eATeJIbHOCTH B c(pepe oOpazoBaHusi




AynutopHas

o KOHTaKTHas pabora § = >§ =
Pazgen/ tema § (B akaj. uacax) E § ™ Bung camocTosTensHOM Qopma TeKyIero KOHTPOIL = Z % E
JACIMILTHHBI % = £ 5 zx| 5358 paboThI YCHCBAEMOCTH H 3 E 3 £
S 5 g E = § g 5 IIPOMEKYTOUYHOH aTTecTaluu N 25 5
g €E | 28| 2% 5 g
@)
2.1. TpeGoBaHus K OpraHU3aIun A IMonroroBka k cemunapy | CreneHb aktuBHocTn |OIIK-4
nmporecca paspaboTku «PaboTa ¢ TOKyMEHTaMH, |Ha CEMUHAPE 32%5
YIPABJICHUYECKOW IOKYMEHTAIIUU B 4 6/4 16 COIEPIKAIUMU }
cthepe obpasoBaHus KOH(HICHIIMAIbHBIC
CBEJICHUS
2.2. Opranm3anioHHo-| A IToaroroska x OTtuér no OIIK-4
pacnopsiIuTeNIbHas 4 6/4 16 1a00paTOpHOMY 3aHATHIO |TabOpaTOpHOU paboTte 32%5
JOKyMEHTaIusi 00pa3oBaTelbHOU
OpraHH3aIiH
2.3.1HpopMaIiuoHHO — A IToaroroska x Otuér no OIIK-4
CIIpaBOYHAs TOKYMEHTAIUS 4 6/4 18 11abopaTOPHOMY 3aHATHIO |1aGopaTopHoii padore |OIK-5
00pa3oBaTeIbHON OpraHUu3alNH TK-6
2.4. JokymeHnTupoBanue| A IToaroroska x Otuér no OIIK-4
NEeSATETLHOCTH PA0OTHUKOB CQepbl 4 714 20 1ab0paTOPHOMY 3aHATHUIO  |[J1a0OPAaTOPHOM paboTe 1(_){212—5
o0Opa3oBaHMsl.
2.5. TunoBoii cocTaB CHCTEM A [ToxaroroBka K Otuér 1o OIlK-4
AOKYMCHTaIWH, BXOJAIINUX B 6 8 20 71a00paTOpHOMY 3aHATHIO |1abopaTopHOil padoTte 32125
JIOKYMEHTaIbHBIN (OH]T
opranusaiuu cdepsl 00pazoBaHus
HToro no pazgeny A 22 33/16M 90 YcTHBIN onpoc
HToro 3a cemecTp A 22 33/16M 90 TecTupoBaHue
HITOro 110 MCUMILTHHE 9,A |40/18H | 69/341 138,9 Jxzamen




5 O6pa3oBaTesibHbIe H HHPOPMAIIMOHHBIE TEXHOJIOTHH

Jns peanuzanuu npeayCMOTPEHHBIX BHJIOB ydeOHOW paboThl B KadecTBe 0Opa3oBa-
TEJNbHBIX TEXHOJOIMH B IMpENnoJaBaHUU AUCHUIUIMHBI «J|OKyMEHTHPOBAaHUE YIIPaBICHUYECKON
NeSITeNbHOCTH B cdepe 00pa3oBaHMA» HCIONB3YIOTCA TPAAMIMOHHAsS M MOJAYJIBHO-
KOMIIETEHTHOCTHAsI TEXHOJIOTHH.

1. na popmupoBaHUs HOBBIX TEOPETHUYECKHUX U (PAKTUUECKUX 3HAHUN UCTIOIB3YIOTCS
JIEKIIMOHHBIE 3AHATHS:

— 0030pHBIE — IS PAacCMOTPEHHsS OOIIMX BOIMPOCOB JOKYMEHTHUPOBAHHS YIIPaB-
JICHYECKOU JEATENbHOCTHU B cpepe 0Opa3oBaHus, JUIsl CUCTEMATH3AIMH U 3a-KPETUICHUS 3HAHHIA;

—  uHbOpPMaIMOHHbBIE — JJIS O3HAKOMIJIEHHUSI C OCHOBHBIMU MPUHLHUIIAMHU U CIIOCO-0aMU
JOKYMEHTUPOBAHUS yIIPABICHUECKOH IEATEeIHHOCTH B chepe oOpa3zoBa-HHUS;

—  mpoOyieMHBIE — JJISl pa3BUTHUS HCCIIE0BATEIbCKUX HABBIKOB.

2. Jlns nmpuoOpeTeHust HOBBIX (PaKTUUECKUX 3HAHUN U MPAKTUYECKUX YMEHHH UCIIOJb-
3YIOTCS JIa0OpaTOPHBIE U IPAKTHUECKUE 3aHATHUSA:

—  11a0OpaTOPHBINA MPAKTHKYM;

—  pa30op pe3yabTaTOB BHIIOIHEHUS JIAOOPATOPHBIX PadoT.

3. Jlns npuoOpeTeHusl HOBBIX TEOPETHUECKUX U (PAKTUUECKUX 3HAHUMN, KOTHUTHUBHBIX U
MPAKTUYECKUX YMEHUN UCTIONB3YETCS CaMOCTOsATEIbHAs padoTa:

—  CaMOoCTOSITEeNbHOE U3y4YeHHE YUeOHOM JTUTepaTyphl;

— IOArOTOBKa K OMpPOCY;

—  BBINOJIHEHUE UHIUBUAYAIbHBIX 33aHUN;

— IOJTrOTOBKA K 3aUeTy U IK3aMEHY.

4. Jlns mpoBeACHUS 3aHITHI B MHTEPAKTHBHON (hopMe:

—  OpHEHTalMs CTYIEHTOB Ha 00pa30BaTelIbHbIE HHTEPHET-PECYPCHI, MEAUAPECYP-CHhI,
cipaBouHble cucteMsl «I'apanT», «KoHCYIpTaHT +» U 11p.;

— paboTra B KOMaH/JI¢;

—  case-study: pa36op pe3ysIbTaTOB BBIMOJHEHHUS TaOOPATOPHBIX PabOT, aHAIH3
OLIMOOK, COBMECTHBIN MTOMCK BapUAHTOB PALMOHAIBHOTO PEIICHHsI TPOOIEMBI.

B xozme mpoBeneHus 3aHATHI MpeLycCMaTpUBAETCA HMCIIONIb30BAaHUE CPEACTB BBIUMCIIH-
TEIbHOW TEXHHKU IpPHU BBINOJIHEHUU J1a00paTOPHBIX padOT, MHAWBHMIYAJIbHBIX 33JaHUN, Te-
CTUPOBaHUMU.



6 YueOHO-MeTOAMUYECKOE O0ecTieueHne CAMOCTOSITeIbHOI PadoThI CTY1€eHTOB

[To mucruruiMHEe TPEeayCMOTpPEHA ayJUTOpHAS M BHEAYAUTOPHAS CaMOCTOSATEIbHAs
paboTta 00yJaromuxcs.

AynuTOpHas CaMOCTOSITENIbHAass paboTa CTYIEHTOB MPEANOJaraeT BBIOJHEHUE
TPYIIIOBBIX WM WHAWBUAYAJIbHBIX 33JIaHWA CTYJICHTAMH Ha JAOOPATOPHBIX 3aHATHSAX H
JICKIIUAX.

BHeaynuropHas camocrosiTenibHas pa0oTa oOydaroluXcsl OCYLIECTBIISECTCS B BUJE
U3Y4YEHHs JIMTEPATypbl II0 COOTBETCTBYIOIIEMY pas3felly ¢ HIpopabOTKoM Marepuana,
KOHCIIEKTUPOBAHUE JICKIIHA.

Tembl JJI IIOATOTOBKH K CCMUHAPCKUM 3aHATUAM

CoBpeMeHHOE roCyAapCTBEHHOE PErYJINPOBAHUE JIEONPON3BOACTBA B PO
TpeOoBanust kK O1aHKaM JTOKYMEHTOB YIIPABJICHUS

OOmre mpaBusa 0pOPMIICHHS YIIPaBICHYECKUX JTOKYMEHTOB

OcobeHHOCTH coCTaBIEHHs U O(OPMIICHUS! OCHOBHBIX JIOKYMEHTOB yIIPABJICHUS
CocrapiieHue JUYHBIX JOKYMCHTOB

Pabora ¢ qokymeHTamu, coaepKamuMu KOH(DUACHIIMATbHbBIC CBEICHUS

S

HepequL BOIIPOCOB JIA TOATOTOBKHU K 9K3aMCHY:

1. Yto Takoe JOKYMEHT, C KaKoil LieJbt0 OH MOXKET CO3/1aBaThcs?

2.  KakoBBI OCHOBHBIE NMPU3HAKH KJIACCH(PHUKAINN JTOKYMEHTOB?

3. Yro moHMMaeTcs NoJ JOKyMEHTAllMOHHBIM 00ecrieueHNeM yIIpaBJIeHUs?

4. B ueM cyTb cTaHAapTH3aLUU U YHUPUKaLUU 10KyMeHTOB? Kakue
pa3pabaTrbIBarOTCs CTaHIAPThI?

5. UYewm ornuyaercs opopMiIeHHE PEKBU3UTOB 001Iero OjJaHKa oT OyiaHKa nucbMa?

6. KakoBbI OCHOBHbBIE PEKBU3UTHI, UCIIOJIb3YEMbIE ISl OPOPMIICHHS ITpUKa3a U
pacrnopsiKeHHUsl.

7. Kakune ¢popMbl IPOTOKOJIOB MOKHO HCIOJIb30BATh B YIPaBIEHYECKON
NeSITeIbHOCTH, B YEM UX OTJIMYHUE?

8.  YkaxuTe OCHOBHBIE TpeOOBaHM K 0(OPMIICHUIO JIEJIOBOTO MUChMA.

9. Kakue KOMITJIEKCHI IOKyMEHTAIIUU BKJIFOYAEeT B ce0st KapoBasi HH()OpMaImoHHO-
JOKYMEHTAI[MOHHAs cuctema’?

10. B geM ocoOeHHOCTH OPOPMIICHHSI TPUKA30B IO JHYHOMY COCTaBy?

11. Yto noHumaercs Moj opraHusanueil TokymeHToooopora?

12. Yto Takoe cXeMbl JOKYMEHTO000POTa, 32a4eM OHU HYKHBI?

13. C xaxoii 1enpto pa3padbaTeIBalOTCs HHCTPYKIUH 110 JIEIONPOU3BOJCTBY, YTO B
HUX HEOOXOIUMO TIPEAYCMOTPETH?

14. VYxaxuTe TEXHOJIOTHYECKYIO MTOCIEI0BATEILHOCTh 3TANOB PA0OTHI C BXOIAIIMMHU
JOKYMEHTaMH.

15. KaxoBa nocnenoBaTenbHOCTh onepaluii mpu padboTe ¢ BHYTPEHHUMU
JOKyMeHTaMu?

16. C xakoii nenpro mpoBoaAUTCs (HopMUpOBaHHE JelT, KAaKUE ITPH TOM HEOOXOIIMO
coboaTh TpeOoBaHUsA?

17. Yro Takoe HOMEHKJIATypa JieJl, C KaKOH IeIbI0 pa3padaThIBAIOTCS TUIIOBBIE
HOMEHKJIATYphI €717

18. Kakyro uHpOpMALHIIO COAEPKUT HOMEHKIIATypa Ae?



19.
20.
21.
22.
23.

Uro noHnMaeTcs oJ 3KCIEPTU30M IEHHOCTH JT0KyMeHTa?

Kakune kpurepuun ucnosib3yroTcsi Ipu OLEHKE JOKYMEHTOB?

Kax ocymiectBisiercs npueM-niepeaya J1ei B apXuB?

Urto Takoe KOHPHUACHIIMATbHBIA JOKYMEHT?

Kakue ocHOBHBIE yTrpO3bl BO3HUKAIOT MpH paboTe ¢ KOH(UIEHITUATEHBIMU

JIOKYMEHTaMu?

24.

VYKaxute 0COOCHHOCTH BCACHUA OCJIONMPONU3BOACTBA, 00eCIICYnBaIOIICTO YUCT U

COXPAHHOCTh KOH(PHASHIIUATbHON HHPOPMAIIUU U TOKYMEHTOB.

25.

Yrto noHHMMaeTcs moJ 3alfIICHHbIM I[OKYMGHTOO6OPOTOM, 3a CUCT 4€ro MOXKET

OBITH OOecIIeyeHa ero 3amura’?



7 OIIeHO‘lHLIe cpeacrea AJisi MIPpOBECACHUSA l'lpOMe)KyTO‘{H()ﬁ arrecranmuu

a) [lnanmpyemsble pe3yabTaThl 00y4YeHHs M OLICHOYHBIE CPe/ICTBA /IS POBEAeHUSI NPOMEKYTOYHOM aTTecTAUM:

CTpyKTypHBI
JIEMEHT
KOMIIETEHITNH

[Tnaaupyemblie pe3yiabTaThl O0ydeHUS

OneHouHble CpeCTBA

OIIK-4 — roroBHOC

ThIO K HpO(I)eCCI/IOHaHBHOI‘/‘I ACATCIIbHOCTU B COOTBCTCTBHUU C HOPMATHBHO-IIPABOBBIMU dKTaAMH C(bepbl O6paBOBaHI/I${

3HaTh

CoJIep)KaHUEe OCHOBHBIX HOPMATHBHO-
MIPABOBBIX aKTOB c(hephl 00pa3oBaHUS
B 00y1acTH HHPOPMATHUKH H
YKOHOMHUKH.

[IepeueHs BOMPOCOB ISt MOATOTOBKH K 3a4€Ty

1. TIpaBoBas 0a3a TOKyMEHTAllMOHHOTO 00ECTIEYeHUS CO3aHUS U
JESITENIbHOCTH OpraHu3anuu cepbl 00pa3oBaHuUs.

2. HopmaTuBHO-METOIUYECKHE TOKYMEHTHI, pErJaMeHTUPYIOIINE
JESITEIbBHOCTh 00pa30BaTEIbHBIX OpPraHU3aIui.

3. HopmaTtuBHO-MeTOIMYECKHE TOKYMEHTHI, pETJIaMEHTUPYIOIINE
JIeSATeTLHOCTh pa0OTHUKOB 00pa30BaTeIbHON CeEpHI.

4. Homenkiatypa q0JpKHOCTEH pabOTHUKOB cepbl oOpazoBanus. Crenuduxa
BBIOOpA JTOHDKHOCTEH B 00pa30BaTEIbHBIX OPraHU3AIUAX PA3TUIHBIX BHJIOB.
5. JlomxHocTHBIE TpeOoBaHuUs K paOOTHHKAM cepbl 00pa3oBaHus B
3aBHCUMOCTH OT BHJIa 00pa30BaTENbHON OpraHu3alny.

[TpumepHBIe BOITPOCH TECTA IO AUCIUILTUHE:

Bonpoc 1. [lokymenTtannonHnoe obecriedenne ynpasienus (JJOY) oxarbiBaer
BOTIPOCHI:

1. TOKYMEHTUPOBaHUsI, OPraHU3aIHH PAOOTHI C JOKYMEHTAMH U CUCTEMATU3AIHIO
ApPXWBHOTO XpaHCHHSI JOKYMEHTOB

2. TOKyMEHTOBEICHUsI

3. JIOKYMEHTO00O0POTa M ApXUBHOTO XPAHCHUS

4. cuctemMaTH3aIuU TOKYMEHTOB

5. IOKYMEHTHUPOBAHUS

Bonpoc 2. HopMaTUBHBINM JOKYMEHT, YCTAaHABIUBAIOIINN €HBIE TPEOOBAHUS K
JIOKYMEHTHUPOBAHHUIO YIPABIECHUYECKON AESITETbHOCTH

Y OpraHu3aiuy paboThl C JOKYMEHTAMH:




CTpyKTypHBI
JIEMEHT
KOMIIETEHINH

[Tnaaupyemblie pe3yiabTaThl O0ydeHUS

OneHouHble CpeCTBA

1. Yaudunupoannas cucrema gokymentaruu (Y CJI)

2.TOCT

3. Unctpykuus no aenonpousBoactey4. 'CIHAOY

5. JlomKHOCTHAs UHCTPYKLIHS

Bompoc 3. Uem perimaMeHTHpPYeTCs IEATEIBHOCTh paOOTHUKOB CiyX0b1 JIOY
1.T'OCTom

2. IoMKHOCTHOM MHCTPYKLMEH

3. mpHUKa30M JIUPEKTOpa

4. pe:KuMOM pabOThI TIPEIPUSTHS

5. HU4em

YMmeTn

HHTEPIPETUPOBATH OCHOBHEIE
HOPMAaTUBHO-TIPABOBBIE aKThHI CPEPbI
oOpazoBanus B 00JaCTH
MH()OPMATUKH U IKOHOMUKH.

TemMaTnka NPaKTUYECKUX 3aJaHMIi:

1. TloaroroBka CBOAHOM TAOIHIIBI 11O TeME «Y HUPUITUPOBAHHBIE (POPMBI
JIOKYMEHTOB, UCIIOJIb3yEMBIX B YIIPABIEHYECKUX MTPOLIECCAX Y,

2. OOcyxJeHre W aHaJIN3 MaTepUAIOB HA CEMHHAPE

Bnanets

COBPEMEHHBIMHU METOJIMKAMHU U
TEXHOJIOTUSIMU OpPTaHU3ALNN
00pa3oBaTeNbHON AEATENbHOCTH,
COIJIACHO TpeOOBaHUSM HOPMATHUBHO-
MIPaBOBBIX aKTOB c(hepbl 00pa3zoBaHUs

IIpuMepHas TeMaTHKa KOMILIEKCHBIX 3a]aHUH

Pemenne TepMHUHOIOrMYECKOTO KPOCCBOPAA, KOTOPBIM OPUEHTHUPOBAH HA
pacuipeHue npoecCHOHaIBLHOIO CIIOBAPHOTO 3anmaca 00y4yaroIuxcs, BblIaeTcs
IIPEnoaaBaTesieM B Ka4eCTBE JOIOIHUTEIbHOTO 3a1aHus 1JI1 CAMOCTOSITEIIBHON
paboTHI.

OIIK-5 — B1ajleHeM OCHOBaMHU NPOQecCHOHATBHOM STHKU U

€4€BOU KYJIBTYPBI

3HaTh

OcHoBbI IPO(ECCUOHATTEHOM ATUKU U
peUeBON KYyJIbTYphI, ITHUECKUC
HOPMBI BEJICHUS JICJIOBOTO JTHAJIOTA.

IlepeueHs BONPOCOB /IS MOATOTOBKHU K 3a4eTy

1. IIpaBoBas 0a3a TOKyMEHTAllMOHHOTO 00ECIIEYEeHUs CO3TaHUs U
NeSTeTLHOCTH OpraHu3anuu cepsl 00pa3oBaHMs.

2. HopmaTuBHO-METOIUYECKHE TOKYMEHTHI, pETJIaMeHTHPYIOIINE
JEeSITENIbHOCTh 00pa30BaTENbHBIX OpPraHU3aIui.

3. JlomkHOCTHBIE TpeboBaHUs K paboTHHKAM cdepbl 00pa30BaHUs B
3aBHCHUMOCTH OT BHJia 00pa30BaTEIbHON OpraHu3aluy.




CTpyKTypHBI

JIEMEHT [Tnanupyemble pe3yabTaTbl 00ydeHUs OneHouHble CpeCTBA
KOMIIETEHIIUH
[TpuMepHbIe BONPOCH TECTA O JUCLUIUIMHE!
Bonpoc 1 JlesitenbHOCTD 110 CO3JaHUI0 JOKYMEHTOB Ha3bIBAaETCH:
1. 1enonpon3BOACTBO
2. TOKyMEHTO000pOT
3. IOKyMEHTHpOBaHUE
4. cucrema IOKyMEHTALlUU
5. IOKyMEHTOIIOTOK
Bompoc 2. YcranoBneHune eanHO00pasus cocTaBa U (OpM yIpaBICHYECKIX
JIOKYMEHTOB, (PUKCUPYIOLIMX OCYLIECTBICHUE OJHOTUITHBIX
yIpaBIeHYeCKUX (QYHKIUH 1 33714 Ha3bIBACTCS:
1. crangapTu3zanuen
2. yaudukanuein
3. TOKyMeHTauuen
4. xnaccudukaruein
5. Tunu3anuen
Bomnpoc 3. Kakue Bu/ibl 01aHKOB pEKOMEHIYIOTCS Ha MPEANPUATUHN?
1. TOABKO JJ11 KOHKPETHOT'O BU/1a IOKYMEHTOB
2. U1 BHYTPEHHUX JIOKYMEHTOB (00IIHiA)
3. A BHEITHUX JOKYMEHTOB (ITUCEM)
4. GnaHK ciy>ke0HOTo MrchMa, OJIaHK U1 KOHKPETHOTO BHUJIA IOKYMEHTOB,
o0t
OnaHK
5. HeT YeTKUX PeKOMEHAni
YMmeth Hcnons30BaTh OCHOBBI

PO eCCUOHAITBHON ITUKH U PEUCBOU
KYJIbTYpbI B cepe o0pazoBaHus,
ATHYECKHUE TPUHIUIIBI B
podhecCHOHATLHOM e TEIILHOCTH.

TemaTnKa NPAKTHYECKHUX 3aJaHMI:

[TonroroBka cBogHOM TabMIBl «O0IIME MTpaBUiIa OGOPMIIEHHUS YIIPAaBIECHYECKUX

JIOKYMCHTOB).
OO0cyxeHre 1 aHAIN3 MaTepUAIOB HA CEMUHApe.




CTpyKTypHBI

AJEMEHT [Tnaaupyemblie pe3yiabTaThl O0ydeHUS OueHouHbIE CpEACTBA
KOMIIETEHLIMU
Bianers HaBbikamu npodeccronanbHoM IIpumepHas TeMaTHKAa KOMILJIEKCHBIX 3a1aHU I

STHUKU M PEYEBOH KYJIBTYPHI,
HaBbIKaMH KOMMYHI/IKaLII/Iﬁ B
poecCHOHATBHOM IeATEIIBHOCTH

3amaHus Kelc-3aJlaHuil OPUEHTHPOBAHBI HA paCIIMpEeHHE MPo(ecCHOHATBHOTO
(HR) crnoBapHoro 3amaca o0OyYarOIIMXCS W COBEPIICHCTBOBAHWE YPOBHS
TEOPETUYECCKON OPHEHTAIIHH.

Pemenre TepMHHOIOTMYECKOTO KPOCCBOP/Ia, KOTOPBI OPUEHTHPOBAH HA
pacupeHue mpoheCCHOHAIBFHOTO CIIOBAPHOTO 3amaca 00yJaroInuXcsi, BEIIACTCS
IpernoiaBaTesieM B Ka4eCTBE JOMOJHUTEIBHOTO 3aIaHUs ISl CAMOCTOSATEIbHOM
paboTHI.

I1K-6 — roTOBHOCTB K

B3aUMOJICHCTBUIO C Y4aCTHUKaMH 00pa3

OBATCJILHOI'O IIpouecca

3HaTh

TEXHOJIOTUM  HMHIMBHUAYAJIbHOIO W
IPYIIIOBOTO B3aUMOJIECUCTBUS
OCHOBBI ~ OpraHu3alMu paboThl B

KOJUIEKTHBE (KOMaHAHON paboThI)

Ilepeyens BONMPOCOB /IS MOATOTOBKH K IK3aMeEHY:

1. Kak ocymiecTBisieTcss mpreM-riepeiada Jiei B apXuB?

2. YKaxuTe 0COOEHHOCTH BEACHHUS JIETOMPOU3BOICTBA, 00ECTIEUMBAIOLIETO YUET
Y COXPAaHHOCTb KOH(UIEHIINAIBbHON HHPOpPMALMK U JOKYMEHTOB.

3. UTo moHMMaeTcs Mo/ 3alUIIEHHBIM TOKYMEHTO000POTOM, 32 CUET Yero
MO>KeT OBITE oOecIieyeHa ero 3amura?

[TpumepHBIE BOIPOCHI TECTA MO JUCLUIUIMHE:

Bonpoc 1.Ha xakue BUIbI KITaCCUPUIIUPYIOTCS JOKYMEHTBI IO MECTY
COCTaBJICHUS?

1. BHeIIHNE U BHYTPEHHUE

2. pYKOIMCHBIE U TI€YaTHBIE

3. TUYHBIE U OPUIHATIEHBIC

4. TOPOACKHE U pAIOHHBIE

5. yIpaBJICHUYECKUE, HAYYHbIE

Bomnpoc 2. JIOKkyMEHTHI 110 IMYHOMY COCTaBY OTHOCSITCSL K TpyIIIE. ..
1. pacnopsIUTENBHBIX TOKYMEHTOB

2. OpraHU3alMOHHO-PACIIOPSAIUTEIbHBIX JOKYMEHTOB

3. cupaBOYHO-UHGOPMAITMOHHBIX JOKYMEHTOB

4. puHAHCOBO-paCUETHBIX JJOKYMEHTOB




CTpyKTypHBI
JIEMEHT
KOMIIETEHINH

[Tnaaupyemblie pe3yiabTaThl O0ydeHUS

OneHouHble CpeCTBA

5. INYHBIX JOKYMEHTOB

Bormpoc 3. K kako# rpymie J0KyMEHTOB OTHOCSITCSI PeKJIaMHbIE OOBSIBICHUS,
0030pbI, rpaduKH, CIIUCKU?

1. K pacniopsiANTENIBHBIM JJOKYMEHTaM

2. K OpraHu3allOHHBIM JOKYMEHTaM

3. K cripaBOYHO-MH(OPMAIIMOHHBIM TOKYMEHTaM

4. puHAHCOBBIM JOKYMEHTaM

5. K JINYHBIM TOKYMEHTaM

YMmeTn

peuIaThb Ha IIPaKTHUKEC 3aJa4du
B3aI/IMO[[€I>'ICTBH$I Y4aCTHHUKOB
o6pa30BaTeanor0 mponecca,

TemaTnka NPAKTUYECKHUX 3aJaHMIL:

[TogroroBka cBomHOM TaOmuibl «HoBeime TEXHOIOTHH JIOKYMCHTAIHOHHOTO
obecrieueHUs]  yIpaBleHUsD») HA OCHOBE aHaliu3a CaWTOB MPOU3BOJUTENEH
porpaMMHBbIX TpoAykToB (CO/)

OO6cyxIeHHe U aHAJIM3 MaTepUaJIOB Ha CEMUHApe

Bnanets

HaBbIKaMH KOMMYHUKAaTHBHOTO
B3aMMOJICHCTBHSI C  yYaCTHUKAMHU
00pa3oBaTeNBLHOTO Mporecca

IIpumepHas TeMaTHKAa KOMILIEKCHBIX 3aJaHMI

HenoBasg urpa — «OCOOEHHOCTH CIIy’)K€OHOTO B3aUMOAEUCTBUS NpH paloTe C
JIOKYMEHTaMM».

Keiic «Opranuzanus npoiecca paccCMOTPEHHsI 00OpallieHHi rpaxiaH»




8 YuebHo-MeTOAMUeCKOEe M HHPOPMALIMOHHOE 00eclieYeHHe U CHMILTUHBI

a) OcHoBHAas JMTEpaTypa:

1.  Kproxosa, H.I1. JlokyMeHTHpOBaHHE yIIPaBIEHYECKOM JAEATEIBHOCTU: Y4eOHOE MOCo-
oue / H.I1. KprokoBa. - M.: UHD®PA-M, 2013. - 268 c.: 60x90 1/16. - (Bricmiee obpa3oBa-
uue) - Pexxum gocryma: http://znanium.com/bookread.php?book=404350 .- 3ari.c ’KpaHa.-
ISBN 978-5-16-003134-7, 2000 5k3.

2. JlutBak, b. I'. YmpaBnenueckue pemeHus. [Ipaktukym [DneKTpoHHBIA pecypc] :
yue6. mocobue / b. I'. JIutBak. - M.: MockoBckass (PMHAHCOBO-TIPOMBIIIJICHHAsI aKaJIeMus,

2012. - (Axanmemus OuzHeca). - Pexum JIOCTYTIA:
http://znanium.com/bookread.php?book=451396 . — 3arn.c skpana.- ISBN 978-5-4257-
0029-2.

0) lonoiHUTE IbHAS JINTEPaTypa:

1. T'mamwmii, E.B. JlokymeHTanimoHHoe obecriedeHue ympaBieHus: YueOHoe mocodue /
E.B.Inmagmii. - M.: ULl PUOP: HUIl Hudpa-M, 2013. - 249 c.: 60x90 1/16. -
(ITpodeccuonansuoe oOpa3zoBanue). (meperier).- Pexum nocryna:
http://znanium.com/bookread.php?book=304633 .- 3aru.c skpaHa.- ISBN 978-5-369-
01042-6, 1000 3x3.

2. KBanmuukannoHHBIA CHPAaBOYHHUK JIOJHKHOCTEH PYKOBOJAWTENEH, CHEIHMAINCTOB WU
APYTuX ciyx)amux [DnekTpoHHsli pecypce]. - M.: UTHOPA-M, 2010. - 331 c.: 60x88 1/16. -
(bubnuoteka xypuana "TpynoBoe mpaBo P®"; Bem. 13(200)). (ob6moxka) ).- Pexum
nocryna: http://znanium.com/bookread.php?book=235336 .- 3ari.c skpana.- ISBN 978-5-
16-003492-8, 200 »xk3.

3. Kopnees, U.K. Yrnpasnenue nokymeHtamu [DnekTpoHHbId pecypc]: Yueonuk / UK.
Kopnees, A.B. [Tmenko, B.A. Mamypues. - M.: UTH®PA-M, 2009. - 300 c.: 60x90 1/16. -
(Briciee oOpa3zoBanue). (mepemier).- Pexum JOCTYTIA:
http://znanium.com/bookread.php?book=160418 .- 3aru.c skpaHna.- ISBN  978-5-16-
003590-1, 2000 »k3..

4. IOxaea, B.C. [lpunstHe ynpaBlieHYeCKUX peHIeHUNH [DJIEKTpOHHBIM peceypc] :
VYuebnuk / B. C. IOxaeBa, E. B. 3y0apesa, B. B. UyBukosa. - M. : U3narenscko-Topronast
Koprnopauus  «Jlamkos u K°», 2012. -324 c.— Pexum JIOCTyTIA:
http://znanium.com/bookread.php?book=430348 .- ISBN 978-5-394-01084-2.

IMepuoauyeckue u3gaHus
Jlenonpou3BOACTBO U JOKYMEHTO000pOoT Ha npeanpustuu. — ISSN 338682

B) Metoanyeckue yKasaHus:
MeTOJII/I'-IeCKI/Ie PEKOMCHAAON  JJIA CTYACHTOB 110 OCBOCHUIKO JHUCIUIIIIMHBI
IIPE/ICTABJICHBI B MPUIIOKEHUH 1.

r ) llporpammuoe odecnieuenne u UHTEpHET-pecypcebi:

Haumenosanue [10 Ne norosopa Cpoxk neiicTBUS TMLIEH3UH

MS Windows 7

: J1-1227-18 ot 08.10.2018 11.10.2021
Professional (11 x1accoB)

MS Office 2007 Professional ~ |Ne 135 ot 17.09.2007 OeccpouHo

7Zip CcBODOJTHO 0ecCpoUHO



http://znanium.com/bookread.php?book=404350
http://znanium.com/bookread.php?book=451396
http://znanium.com/bookread.php?book=304633
http://znanium.com/bookread.php?book=235336
http://znanium.com/bookread.php?book=160418
http://znanium.com/bookread.php?book=430348

i . 00HO
Bpaysep Mozilla Firefox cBo 0CeCCPOUHO
paysep pactpoctpansemoe 110 poHH
Bpayszep Yandex cBo6oAHO 0OecCpovYHO
pacrpocTpagdgeMoe 110

IIpodeccnonanbubie 6a3bl JaHHBIX 1 HHGOPMALIMOHHbIE CIIPABOYHbIE CHCTEMbI

HasBanwue kypca CchllIKa

ITouckosas cucrema Axkanemust Google (Google Scholar)

URL:
https://scholar.google.ru/

WNudopmanmonnas cucrema - EnuHOe OKHO jgocTyma K
MH(POPMALIMOHHBIM pecypcam

URL: http://window.edu.ru/

HanuonaneHas HHGOPMALMOHHO-aHAINTUYECKAsT CUCTEMA — URL_' . . .
. https://elibrary.ru/project_risc
Poccuiickuit uanexkc Hayunoro uuruposanus (PMTHLI) asp -

Poccuiickas ['ocynapcrBennas 6ubnuoreka. Karamoru

https://www.rsl.ru/ru/4reader
s/catalogues/

HNuTepHeT-pecypcebl:

®enepanbHblii  00pa3oBaTenbHbll nopran «MHGpOpMaMOHHO-KOMMYHHUKAIIMOHHbIE
TEXHOJOTUM B oOpa3oBaHMM». [DJEKTpOHHBIM pecypc]. — Pexum nocryna:
http://www.ict.edu.ru/;

denepanbHbIii moprai. Poccuiickoe oOpa3oBaHue. [DIEKTpOHHBINA pecypc]. — Pexxum
nocryma: http://www.edu.ru/

@enepanbHoe  xpaHwiuile EnvnHas — xomneknuss 1UQPOBBIX  00pa3oBaTENbHBIX
pecypcoB. [ DnekTpoHHbIi pecypce]. — Pesxxum gocrtyna: http://school-collection.edu.ru/

9 MaTepHaJ’leO'TeXHI/I‘leCKOG od0ecneueHue AUCHHUIIIIMHBI

MaTepI/IaJILHO'TeXHI/I‘IeCKOC obecrneueHue JAUCIMITIIIMHBI BKIIFOYACT!:

Tun u Ha3BaHME ayAUTOPUU OcHalenue ayuTopun

VY4eOHble ayIUTOpUU st | CneumanusupoBaHHas — (ydeOHass) wmeOenb  (CTOJBL,
MIPOBEACHUS 3aHATHH | CTydbsl,  JIOCKa  ayJUTOpHasi),  MYJIbTUMEAUNHHOE
JIEKIIMOHHOI'O THIIA o0opysnoBaHue (MPOEKTOP, KOMIIBIOTEp, OKpaH) JUIs

MMpE3CHTaluN y‘IC6HOI‘O Marcpurajia nmo JUCHUIIINHC

VYuebHble ayIuTOpuun i | CnenuanusupoBaHHas — (yueOHasi) wmeOenb  (CTOJBL,
MIPOBEJICHUS 71a00PATOPHBIX | CTYJIbA, J0cKa ayJIUTOpHast), NepcoHajIbHbIE
3aHSTHH, IPYNIOBBIX U | KOMIIBIOTEPbl OOBEIUHEHHBIE B JIOKAIbHBIE CETH C
WHIUBUAYAIBHBIX KOHCYJNbTALUM, | BBIXOAOM B Internet m ¢ jpoctymoM B 3JEKTPOHHYIO
TEKYILEro KOHTPOJIS U | ”HPOPMALIMOHHO-00pa30BaTEIbHYIO cpeny
MIPOMEXYTOUHOM aTTecTaruu YHHUBEpPCUTETA, OCHAIIICHHbIE COBPEMEHHBIMH

MporpaMMHO-METOAUICCKUMH KOMILJICKCAMHA

Aynuropun s | CnenuanusupoBaHHas — (yueOHas) wmeOenb  (CTOJBL,
CaMOCTOSITENIbHOM paboThI | CTYJIb, JI0CKa ayAUTOpHAs), IIEpCOHANbHbIE
(KOMIIbIOTEPHBIE KJIACChI; | KOMITBIOTEPbl OOBEIUHEHHBIE B JIOKAIBHBIE CETH C



http://window.edu.ru/resource/832/7832
http://window.edu.ru/resource/832/7832
http://www.ict.edu.ru/
http://www.edu.ru/
http://school-collection.edu.ru/
http://school-collection.edu.ru/
http://school-collection.edu.ru/

Tun u Ha3BaHUE ayJUTOPUH

OcHaleHue ayuTopun

YUTAIBHBIC 3QJIbI OMOJINOTEKN )

BeixogoM B Internet Internet mw ¢ gmoctymom B
AIIEKTPOHHYIO nH(OPMaIMOHHO-00pa30BaTEIBHYIO
Cpelly YHHBEPCUTETA, OCHAIICHHBIC COBPEMEHHBIMH
POTrPAMMHO-METOIMUECKUMH KOMILIEKCAMHU

[Tomemnienne nans XpaHEHUS W
NpOPUIAKTUIECKOTO
o0cTy>)KUBaHUS y4eOHOT0
o0opynoBaHus

MeGenb (CTONBI, CTYIbs, CTEIUIAXH JUIl XpaHEHUS
y4eOHO-HArTIAAHBIX TOCOOMH M y4eOHO-MEeTOAMYECKON
JOKYMEHTAIUH ), IEPCOHAITBHBIC KOMITBIOTEPHI.




Ipuioxenne 1
MeToauyeckne peKOMeHIAMU 1JIsl CTYJI€HTOB M0 OCBOEHUIO 1N CHUIIIUHBI

Benyuryro posb B U3y4eHHN JUCHMILIMHBI UTParoOT JeKuuu. B ciydae ecnu Bel He npocnymanu
OIIpEeJICHHbIE JIEKIUK NPEroaaBaTeel, N3yuuTe UX CaMOCTOSTENbHO. LlenecooOpa3Ho MOBTOPUTH
MaTepran TOCIEIHEN JIEKIMM Mepel CIEeIyIOIIUM 3aHATHEM; IOBTOPSs, IOAyMaiTe, Kakue
YTOUHSIOIIME BONPOCHl MOYKHO 337aTh MpPENofaBaTeNl0 Ha JEKIUH. 3aKpenuTe ONpeaeTeHUs
OCHOBHBIX TIOHATHH TEMBI, PAacCMOTpPEHHble Ha Jekiuu. [lopaboTaiiTe ¢ HCTOYHHMKAMH CIIHCKa
JIUTEPATYpPBI, PEKOMEHIOBaHHBIMH HA JEKIUH.

CamocTosTeNnpHYI0 PadoOTy Mo TeMe (pa3zeiy) KeJaTelbHO BBINONHATH TOCTE H3yYeHHS
JIEKLIMOHHOTO MaTepuasia. PaBHOMEpHO pacripenennTe BpeMsl B TEUEHHE CeMecTpa JJs BBIMOJIHEHUS
3aJaHUi CaMOCTOSATENbHON PaOOThl. BBINOIHUTE CaMOCTOSATENBHYIO pabOTy B IOJIHOM OOBEME B
KOPOTKHI CpPOK OyAeT 3aTpyAHUTEIbHO. BBIMONHAS caMOCTOATENBHYIO paboTy, BHHUMATEIBHO
u3yunTe TpeObOoBaHUs K ee 0POPMIICHUIO U KPUTEPUH OLICHKH.

l'oToBsSICE K CEMHHApCKUM 3aHATHUAM, PYKOBOACTBYWTECh 3aJaHUSAMU TPH HW3YYECHHH
ncrtouHnkoB. [Ipopaboraiite Bce nocTymHble BaMm WCTOYHHMKM W TOJBKO 3aTeM TMPUCTYMAlTe K
KOHCIEKTUPOBAaHUIO MaTEpHUaJIOB, ONpEAETUB BeAyllMe M JIONOJHUTENbHbIE NCTOYHUKHU. Buiaenute
OCHOBHBIE MBICJIH, IIOJIOXKEHHS N3y4aeMoro Marepuaina. [Ipu n3ydeHun MHEHUI pa3HBIX aBTOPOB IO
OJTHOMY BoTIpoCy (TTpo0iieMe), YCTaHOBUTE 00Iee W OTIUIHOE. BRIIOMHSS 3a1aHus K CEMUHAPCKAM
3aHATHSAM, JeTalbHO IpopadoTaiite GopMyaupoBKy 3aganusi. OpUEeHTUPYHTECh HA KPUTEPUH OLCHKH
3aHATHMN.

Ilocme wm3ydeHmss Marepuana MO pasfeny Kypca Ha ayAMTOPHBIX 3aHATUAX, MOATOTOBKH
3aJaHui JUII CaMOCTOATENLHOW paboThl, MOTPEHUPYHTECh B BBHINOJHEHWH TECTOBBIX 3aJaHH,
MIpeI0OAKEHHBIX JJI1 CAMOIIPOBEPKH.

[Ipu moArOTOBKE K 3a4€Ty COOTHECHTE MaTepHalIbl JIEKIHiA, HapaOoTaHHBII Bamu maTepuan B
XO€ CaMOCTOSITENIbHOM paboThl, 3amucH, CAETaHHBIE HAa CEMUHAPCKUX 3aHAITHUSAX, C MEpedyHEM
BOIIPOCOB K 3a4eTy.

[MoarotoBky kK ceMuHapy HEOOXOIMMO HAYWMHATH C BHUMATEIBHOTO TMPOYTEHHS BOIpOca U
CIHMCKa PEeKOMEHIyeMoH JinTeparypsl. Ha kaskaplii Bompoc HEOOX0JMMO aTh Pa3BEPHYTHIA OTBET C
MIpUBEIEHUEM PUMEPOB (ECIHM BOIPOC HOCUT MPAKTHUECKUI XapaKTep).

CemuHapcKue 3aHSATHS IpeJHAa3HA4YCHbl Ui YIIyOJIEHHOrO W3y4YeHHsT TOTO WM HHOTO
npeaMeTra. CeMHHApBI MOMOTAIOT CTYIEHTaM OBJAAeTh NOHATUHHOTEPMUHOIOTHYECKUM aIllapaToM,
CBOOOJHO ONEpPHPOBaTh MM, NPUMEHATH TEOPHIO K MNPAKTUYECKUM NPWIOKEHHUSM, NPUBUBAIOT
HaBBIKM CaMOCTOSITEJILHOTO MBIIIJIEHUS, YCTHOTO BBICTyIUIeHHs. Ha cemmHape 3HaHHS, KOTOpbIE
MOJYYMJIM CTYIEHTHl Ha JIEKUIUM U B pe3yjibTaTe CaMOCTOSTEIbHOM paboThl 3aKpervIsroTcs,
nproOpeTaroT Ka4eCTBEHHO HHOE, 00JIee OCMBICTIEHHOE COIEPKaHUE PACILUPSIOTCS, YIITyOIstoTCs.

Ilo ¢opme mpoBeleHUS CEMHHApCKHE 3aHATHUS MOTYT MPEICTaBIsATh COOOW pPa3BEPHYTYIO
Oeceqy Mo 3apaHee COOOIIEHHOMY IUIaHY WJIM HEeOONbIINE JOKIaabl CTyIEeHTOB. B 3TOM ciyuae Ha
CEMHHAp MOXXHO BBIHECTH TEOPETUYECKMA MaTepHuas, KOTOPBI OCTaBJIEH CTyJEHTaMH JJis
CaMOCTOSITEIBHOTO  HM3y4eHUWs. JIOKIamdWkuw MOTYT  HCIOJIL30BaTh  WH(POPMALMOHHBIE U
KOMMYHHUKAIIUOHHBIE TEXHOJIOTUW JUIA Tpe3eHTarMid (Te3WChl, CXEMBI, BHICOJEMOHCTpAIUH,
MonenupoBanue). llocme Kaxmoro HOKJIaga NPOBOAMTCS KOJUIEKTUBHOE OOCYXKIEHHE IO Py
[apaMeTpoB: HAY4YHOCTh, JOKAa3aTeIbHOCTb, HOBU3HA, JOCTOMHCTBA M HEAOCTaTKH, pEuUb,
JEMOHCTpAIMs, TIOBEEHNE, KOHTAKT C ayAauTopued u Tak ganee. CeMUHApHl ABISIOTCS AKTHBHOM
¢dbopMoii y4eOHBIX 3aHATHH M IIMPOKO HCIONB3YIOTCS MPH MPENoJaBaHUM JaHHOW Yy4ueOHOM
mucuuiuinHbl.  Kak mpaBuiio, OHM CTPOSATCST HAa OCHOBE >KMBOTO TBOPYECKOTO OOCY:KICHUS,
TOBapUIIECKON TUCKYCCHUHU IO pacCCMaTPUBAEMOM TEMATHKE.

Kaxxpiii cryjieHT 00s13aH NPUHATH aKTHBHOE YYacTHE B OOCYXKICHWH BOIIPOCOB CEMHHApA.
OOmmii cueHapuili NpoBeneHHs CeMHMHAapa 3aJaeTcs IpernojaBaTeneM 3apaHee. Hampumep, Ha
CEMHHApe C MCIOJIB30BaHNEM JOKIJIAZIOB IO BOMIPOCAM TEMbI CEMUHApa, Ha MPOTHKEHUH TPOBEACHUS
CEMHHapa CTYAEHTHl OOsf3aHbl [aTh OTBETHl B NHCHbMEHHON (opMe Ha KaXIblii BOMPOC.
[IpenogaBarens KOMMEHTHpPYET OTBET CTYJAEHTa, KPOME TOrO, TOOLIPSIFOTCS BBICKA3bIBAHMS
CTY/ACHTOB, MTOJy4aeMble KaK peakus Ha COOOIIEHHU CBOMX COKYPCHHUKOB (aKTHBHas TUCKyccus). B
KOHIIE CEMHHapa MPENoiaBaTeNb IOABOAUT UTOTH CEMUHAPA U BBICTABIISIET OLICHKH.



Takwum 00pa3om, Bce CTyICHTHI:

- 00s3aHbl chOpMYIHPOBAaTH OOOCHOBAHHBIM OTBET B CXKaTOW (opMe Ha KaKIbId BOIPOC
CeMHHAapa;
- OTBETHUTH Ha BOIPOCHI U 3aMEYaHUs IPETIOAABATENS 10 COJIEPKAHUIO CBOETO «BBICTYIICHUSAY;
- BBICKA3aTh (B YCTHOM WM NHMCBMEHHOM ()OopMe) CBOC OTHOLICHHE K BBICTYIJICHUSIM IPYTUX
CTY/ICHTOB.

Iloka3zarenu u KpUTEPUH OLIEHKH aKTUBHON pabOThI CTYACHTOB HA CEMUHAPCKUX 3aHATHAIX:

ITokazaTenu:

1. CreneHp aKTHBHOCTH Y4acTHsl B 00CYKICHUU BOIPOCOB TEMBI.

2. Hannune nuceMeHHBIX MaTepHaioB K 3aHSATHIO.

Kpurepuu:

5 0ansoB — aKTUBHOE Y4acTHe B OOCYKJEHHH BCEX BOMPOCOB TEMBI; HATMUNE aHAIUTHYE-CKHX
3aIMceid o BCEM BOMPOCAaM U 3alaHHSIM TEMBI,

4 Gamra — akTHBHOE ydJacTHe B OOCY)KIEHWH OONBIIMHCTBA BOIPOCOB TE€MBI, HAJMYWE aHa-
JUTUYECKUX 3aIIUCEH IO BCEM BOIIPOCAM U 3aJaHHSIM TEMBI;

3 Gamna — y4yactie B OOCYKJCHHH OJHOTO BOMPOCA TEMbl; HAJTHYNE aHAJTHUTUYCCKUX 3aIH-Ceil
M0 BCEM BOTIPOCaM, UMEIOTCSl HETOUHOCTH B 0DOpMIICHHUH 3aJ]aHUH K TEME;

2 Oana — HE3HAYUTEJIFHOE Y4acTHEe B OOCYXAEHUH BOIPOCOB TEMBbI; MaT€pPHabl K 3aHI-THUIO
MMpEaACTaBJICHLI B KOHCIICKTUBHOM BHU/JIC, 3alaHN HC BBIIIOJIHCHBI,

1 Gamn — maccMBHOE ydYacTHEe B OOCYKACHHUHM BOIPOCOB TEMBI, MaTepHalbl K 3aHSATHIO
MPEICTABICHBl B KOHCIIEKTHBHOM BUJE, 3a1aHNSI HE BBIIOIHEHBI;

0 6aymI0B — OTCYTCTBYET MOATOTOBKA K 3aHSTHIO.

[ToaroroBka cBOIHOI TaOIHUIIEI IO TeMe « YHH(DUIMPOBaHHBIE ()OPMBI JJOKYMEHTOB, HCIIOJIB3yEMbIX B
yrpaBJIeHYeCKHX nporeccax» Tadenb hopM TOKyMEHTOB
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[ToaroroBka cBoHOIT TabuIbl ««HoBeHIINE TEXHOIOTUU JOKYMEHTAIIMOHHOTO 00eCeYeH s
ynpasieHus». [IoAroToBKa CBOJHOM TaOIHIIBI OCYIIECTBIISIETCS HA OCHOBE aHATIHM3a CAHTOB
MIPOM3BOAMTENIEH MPOrPaMMHBIX MPOTyKTOB CHCTeM 3IeKTpOHHOTO Aenonpon3sozacTsa (CO/)

ITpumeyanus

Ne n/m Komnanus [Iponyxr Oynknnn COJ]




Keiic — pa36op npo6GieMHBIX CHTYaluii - CIIOCOGCTBYET 3aKPEIICHHIO TEOPETHYECKHX 3HAHHI

MeToiuKa peleHus: keicos (case-study)

H Pa3sBUTHIO NPAKTHYCCKHX YMCHHﬁ B ITOATOTOBKE U NPOBEACHUH 3aKYIO4YHBIX IIPOIEAYP.

Dranbl MPoBECHHUS KeHca:

03HAKOMJICHHE CITylaTeseif ¢ TeKCTOM KeHca;
aHanm3 Keiica;

opraHu3aiHsi 00cyxIeHHs Keiica, IMCKYCCHH, NPE3CHTALHH;
OlLICHHBAHHE YYaCTHHKOB JHCKYCCHH;
O/IBE/ICHHE HTOTOB THCKYCCHH.

I[ToaroToska H NpoBe/ieHHE

®daza paboTsl JleifcTBHS MpenoaaBaTes JlelicTBHS ciyLaTens
1. IMonbupaer xeiic i3
[Tonyuaer xeiic u CrHCOK
2. OrpeziensieT OCHOBHBIE H G
PEKOMEH/TyeMOH JIHTEPATyPhI
Jlo 3aHATHS BCITOMOTaTeNbHBIC MaTePHAIIbL UL
3 WuauBuyaibHO FOTOBUTCS K
MOJTOTOBKH CITymIatesnei
<5 3aHATHIO
3. PaspaGareiBaeT cLieHapHii 3aHATHS
3aj1aeT BOIPOCHI,
1. Oprauusyer npeaBapuTeIbHOE yrIryOnsioiye MOHUMaHHe
obcyxk/ieHne Kelica Keiica u mpoOieMsl
2. JIenuT TpyTny Ha MOArPYIIbI PazpabaThiBaeT BApHAHTHI
Bo Bpems 3anaTHs A PyHIEY ALPY T p
3. PykoBomuT obcykueHneM Kelica B pEeLIeHH I, CIIYIIAeT, 4To
MOATpynmax, obecneyusas X TOBOPSAT APYTHe
JIOTIOJTHHTEIIBHBIMH CBE/ICHHSIMHU IIpuHEMaeT WK y4acTBYET B
TIPUHSTUH PELIEHUI
1. Ouenusaer paboty ciylarenei CocrasiisieT MHCbMEHHBII
ITocne 3austsi  |2. OIEHHBAET NPHHATHIE PELICHHS H OTYET O 3aHSITHH 110 JAHHOH
MOCTABJICHHBIE BOIPOCHI TEME

Keiic

TO3BOJIACT

OCMEBICIIHTE  PCAJIbHYIO JKM3HCHHYIO CHTYaIlHIO,

ONIMCAHHE KOTOPOit

OJIHOBPEMEHHO OTPAKAET HE TOJIBKO KAKYIO-JIMOO NPAaKTHYECKYIO MpoOJieMy, HO M aKTyalH3upyer
onpeieIeHHblil KOMIUIEKC 3HAHUH, HEOOXOAMMBIX TIpH paspelieHuH JaHHo# npoGnemsl. Ilpu sToM
cama 1po6JieMa He MMEeT OIHO3HAYHBIX PELeHHI.

JlenoBast

j 5%
2.

33
4.
JlenoBbIe MIPBI HCIIONB3YIOTCS B TPEX PA3THUHBIX acleKTax:

urpa

Hanucanue

Metoauka MPOBCJACHHUSA JIEJIOBOIT UI PBL:
q)opma BOCCO3/[aHHsl TPEAMETHOr0 M COIHAJIBHOIO  CONCPXKAHHA

npodeccHOHANBLHOMN JEATENFHOCTH, MOJCIHPOBAHUS CHCTEM OTHOLUCHHH, XapaKTEePHBIX JUTS JIAHHOTO

BH/IQ TIPAKTHKH.
Dransl NPOBE/ICHHUS JICIIOBOH HIPBI

CocraBJicHHE IUIaHA UIPBI.

clieHapHs,

IMo6op uHdpopMar, cpeacTs 00yUeHH .
PaspaboTka crioco60B OLIEHKH PE3yILTATOB MIPHL.

* wurpa— obydeHue;
Hrpa — TPeHHHT
Urpa — MCCIICIOBAHMUE.
Mrpa — METOJ IOCTPOEHHs YYeOHOTO IIPOLIECCa C TENBIO OCBOCHHS COLMAIBHOH PealbHOCTH,
BKJIIOYAET CJIEJYIONHE KOMITOHEHTBIL:
HI'POBBIE POJIH H X IPHHATHE;
* WrPOBbIE ACHCTBHUSL, IOCTPOSHHBIE TIO ONPEJICIICHHBIM MPaBHIIaM;
* MOJEJMPOBAHHE MIPOBOrO TIPOIECCA M  CONMYTCTBYIOUIErO €My SMOIHOHANLHOIO
HaNpPSOKEHUS (TEXHOJIOTHS I PBI).
JlenoBast urpa I03BOJSAET HAMTH ONTHMAIbHOE PELICHHE SKOHOMHYECKHX, YIPaBICHYECKHX H
MHBIX 33/1a4 MyTeM HMHTALHH MM MOJIEIHPOBAHHS XO3AHCTBEHHOH CHTyallHH W MPABHJI IIOBEICHA

.

yyactHukoB. OHa HarpaBjieHa Ha

BKmouas (PYKOBOACTBO  JUIsSi  BEJYIIETO,
PEKOMEHIAUMH TSI HTPBI), HHCTPYKIHH JUIST HTPOKOB.

npaspja H

npqupeTeﬂue HaBBIKOB JICJIOBOM pacueTiiMBOCTH, PasBHTHC

YMEHHS TIPOM3BOMTH OBICTPBI aHAIN3 CIOKUBIUEHCS B XOJIE MIPBI CHTyauuu, Ha (opmuposanie
aKTHBHOM, TBOPYECKH MBICIISIIEH JIHYHOCTH.




