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1. HEJIX U 3AJAYU OCBOEHUSA JUCHUIIJINHbI:

Lenv oceoenus oucyunaunst “J1enonpon3BoaACcTBO” — GOpMHUpPOBaHUE Y OOYYAIOIIUXCS TIO
nporpamme OakanaBpuata 38.03.02 MeHemKMEHT, 3HAaHUI OCHOB KaJpPOBOTO JIEIOMPOU3BOACTBA U
NEepBOHAYAILHBIX HABBIKOB MX MPAKTHYECKOTO UCTIONB30BaHMS.

3aoauu oceoenus OUCYUNIUHDL:

e chopMupoBaTh y CTyJCHTOB IpeACTaBICHHE 00 OCHOBHBIX HANPABICHUSAX U POJIU CHUCTEMBI
JIeJIOTIPON3BO/ICTBA KaK HEOTHEMIIEMON COCTABIISIONIEH MEHEPKMEHTA,;

© 00y4NUTHh OOYYAIONIUXCS OCHOBHBIM TEXHOJIOTHSM COCTAaBJICHHS, BEICHHUSA U 00pabOTKH
JIOKYMEHTAINH, KaCcaoIeiCs IeTONPOU3BOJICTBA B MEHEKMEHTE OpTaHU3allUH;

® [aTh TIPE/CTABICHHE O COBPEMEHHBIX TEHICHUUSAX Ha POCCHUICKUX NPEANPHATUAX H
BO3MOXHBIX IYTSIX COBEPIICHCTBOBAHMS JAEJIOMPOU3BOCTBA OTEUECTBEHHBIX KOMITAHUH.

2. MECTO JUCIMIIJIMHBI B CTPYKTYPE OIIOII:

«/lenonpousBoaCTBO» SIBISETCS AUCHUUIUIMHOW MO BBIOOPY yacT Y4eOHOro IUIaHa,
dbopMupyeMoOil ydaCTHHUKaMU OOpa30BaTEIIBHBIX OTHOIICHWH, IO TporpaMme OakaiaBpuaTa
38.03.02 Menemxment u umeet kox b1.B.JIB.03.02.

Jlo w3ydeHWs JaHHOW JUCHMIUIMHBI CTYACHT JOJDKEH OCBOUTH COJICpPIKaHUE
NPEIIECTBYIONIMX JUCIUIUIMH (IPAKTUK), C (POPMUPOBAHUEM COOTBETCTBYIOIIUX KOMITCTCHIIUN
(wmm uX 9acTv): MeTomoNorHs M TPAaKTHKA COIMOJIOTUYECKUX HMCCIIEIOBAaHUN B MEHEIKMECHTE,
YupaBiieHue IpoeKTaMu

JucuumimHa «J]eonpon3BOICTBOY» HM3YyYaeTCs B OJHOM CEMECTpe C JUCHUTUTHHAMH
(mpakTrkamu): JIoOKyMEHTallMOHHOE oOecrieueHue yrpaBieHus, [IpenaumuioMHas MpPaKTHKA,
3amuTa BRITYCKHON KBaTU(UKAIMOHHON PabOThI, BKITFOUYAs TOJATOTOBKY K MPOLEYPE 3alUTH U

MPOUEAYPY 3AILMTHI.

3. IIEPEYEHD IINTAHUPYEMBIX PE3YJIbTATOB OBYUEHMUSI 11O
JUCHHUIIVIMHE, COOTHECEHHBIX C INTAHUPYEMBIMUA
PE3YJIBTATAMU OCBOEHUSA OCHOBHOM MPO®ECCUOHAJIBHOM

OBPA3OBATEJIbHOM ITPOT'PAMMBI

Hpouecc N3YUCHUS NUCHUILIIMHBI HAITPABJICH Ha q)OpMI/IpOBaHI/IC " pa3BUTUC CIICAYIOINUX

KOMIIETEHIIUN:
Kon u naumenoBanue [lepeueHs mIaHUPyEMBIX PE3yIbTATOB OOYUYEHHS 110 TUCIUILTHNHE,
peanmyeMoﬁ COOTHECCHHBIX C I/IH,Z[I/IKaTOpaMI/I JOCTHUXCHUA KOMHCTCHL{I/Iﬁ
KOMIICTCHIINUN

TIK-2 criocobeH BiageTs
METOJIaM{ NPUHATHUS U
JIOKYMEHTaJIbHOTO
o(hOopMIIEHHSI pEIIeHUH B
YIIPABJIEHUU ONIEPALlMOHHON
(Ipon3BOACTBEHHOIN)
JeSITeTBHOCTBIO
OpraHu3alui,
yCTaHABJIMBATh TPEOOBAaHUS
K cTaHJapTam

N-1nk2

3HaTh OCHOBBI JEJONPOW3BOJCTBA JUIS HCIOJIB30BAHHS METOJOB HPUHATHS H
JIOKYMEHTaJIbHOTO O(OpMIIEHHS peIIeHHH B YHpPaBICHUH OIEPAIlMOHHON
(TIpOM3BOACTBEHHON) EATEIHFHOCTHIO OPTraHU3aNNi, YCTaHOBICHHUSI TPeOOBAaHUH K
CTaHIapTaM

NI-2mk-2

YMeTh IPUMEHATh TEXHOJIOTHUH IEeNONPON3BOICTBA IS WCHOJIB30BAHUSI METOIOB
OPUHATHS W JOKYMEHTAJIBHOTO O(QOpPMIICHHS pEHICHHH B  YIpPaBICHHUU
OTIEPAIIMOHHON (IIPOU3BO/ICTBEHHO) AEATEILHOCTHIO OPraHN3alui, yCTaHOBICHHS
TpeboBaHuii K CTaHAapTaM

NJI-3nk2
Bnagets HaBbIKaMu €JIONPOU3BOJICTBA JJISl UCIOIb30BAHUS METOAOB MPUHITHS U
JMIOKYMEHTAJIBHOTO O(OpPMIICHHS pEIICHHA B YOPABICHHH OIEPAMOHHOU

(IPOM3BOJICTBEHHON) JIESITEILHOCTBIO OpPTraHM3alMi, YCTaHOBJIEHHS TpeOOBaHUH K
CTaHJapTaM

4.0bIAA TPYJOEMKOCTbD JUCLHUIIJINHBI

4.1. O0beM TUCHUILTHHBI B 32a4eTHBIX eqnHunax (Bcero) 3 3ET
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4.2. O6beM TUCHUILIMHBI 10 BUAAM y4eOHO# padoTsl (B yacax):

Bun yae6HOI paboThl

KoauuecTtBo yacos
(dopma o0yueHHS - OUHAs)

BCETO IIO ITIaHy

B TOM YHCJIC 110 CEMECTpaM

7 8
KonTtaktHas paboTa oOydarommuxcs ¢ 36 ) 36
npenogasaTesieM B cOOTBETCTBUM ¢ YII
AyIuTOpHBIE 3aHATHS
zz’[l‘OM Il)mcne: ’ 36 i 36

JICKIMH 18 - 18

CEeMUHAPHI U IPaKTUYECKUE

3aH$[TI/I$f P 18 i 18

nabopaTopHbIe paboTHl,

NPaKTHKYMBbI j i i
CamocrosiTenbHas padboTa CTyIeHTa 72 - 72
PopMa TEKyIEro KOHTPOJIs 3HAHUN U Hoxnan - Hoxnan
KOHTPOJISI CAMOCTOSTENILHOM pabOThI: Komnoxsuym Komnoxsuym

IIrcbMeHHBI onpoc

IIucsMeHHbI onpoc

KypcoBast pabota

Bup npomexyTouyHoil arTectanyun

3a4CT

3a4CT

Bcero yacoB no aucumIninHe

108

108

4.3. Copep:kaHue IHCHUILUIMHBI. PacnpenesneHue 4acoB mo TeMaM M BHAAM Y4eOHOil

padoThI:
dopma 00ydeHHs OUHas

HasBanue paznenos | Bcero Bunpl yaeOHBIX 3aHATHHA ®dopma

U TEM AyaAUTOpHBIE 3aHATHUS 3ans TEKYLICro

Jlexuyu IMpaktnae- | JlaGoparop- TUS B Camocro- KOHTPOJIA
CKHe HBIE PabOTHI, HUHTEp SITEIIb 3HAHUHU
3aHATHS, MPaKTHKYMBbI aKTHB Has paboTa
CEMMHAPBI HOMU
hopme

1. [Ipeamer, nenu u 16 2 2 - 2 12 Jlokman
3a/1a4u Kypca.
2.®opMupOBaHUe 16 2 2 - 2 12 JHoxnan
JIOKyMEHTOB B JIeJIa,
UX BEJICHUE 1
XpaHEHHe.
3. Oprasu3anuoH- 20 4 4 - 2 12 ITucemen
HbIE JOKYMEHTBI HBII orpoc
4. Pacniopsu- 20 4 4 - 2 12 ITucemen
TEIIbHBIE HBII orpoc
JIOKYMEHTBL.
5. JIOKyMEHTHI, 16 2 2 - 2 12 Joxman
CO3/1aBacMFbIe B
rpoiiecce TpyAOBOM
JIeSITETTHHOCTH
pabOTHUKOB.
6. JlokyMeHTHI, 20 4 4 - 2 12 Komnoxsuym
perIaMeHTHPYIONIHe
NpUEM, IBIKCHUE U
YBOJIEHEHHE
paboTHHKa.
Hroro 108 18 18 12 72
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Tema 1. IIpeamer, ueJin, 3a1a4u U cojiepkaHue Kypca.
Conepxanve AMCUUIUIMHBI, €€ Iedu u 3aaauyd. [lpeamer MOKyMEHTAllMOHHOTO OOeCTIeYeHHUs
ynpasiieHus. B3anMOoCBsI3b U OTIIMYHS JETONPOU3BOJICTBA U KAJAPOBOTO JENIONPOU3BOACTBa. Poib 1
MECTO 3HAHMW MO JUCHUIUTUHE «Jlenmonpou3BoACTBO» B Mpolecce MOATOTOBKH CTYACHTOB,
MOJTy4YaIoUINX KBaJlU(UKALKIO (CTENEeHb) «0aKaaaBpy 10 HapaBiIeHUIO « MEHEeKMEHT».

Tema 2. ®opMHupoBaHUe JOKYMEHTOB B /ieJ1a, X BeJeHHe U XPaHEHHe.
dopmupoBaHUE KaapOBbIX JTOKYMEHTOB B nena. CoctaBieHre M OQOpPMIIEHHE HOMEHKJIATYPHI JeI.
XpaHeHue KaJpoBbIX JOKYMEHTOB. OCOOEHHOCTH apXUBHOU pabOTHI C TOKYMEHTaMHU.

Tema 3. Opranu3anoHHbIE JOKYMEHTBI.
CymHOCTh ¥ BUJBI OPTaHU3AIMOHHBIX JOKYMEHTOB, OCHOBHBIE TPeOOBaHUS, NPEAbSBISIEMbIE K UX
opopmiternto. OCOOCHHOCTH OQOPMIICHUS OPTraHU3aIMOHHBIX JOKYMEHTOB C HCIOJIb30BaHUEM
uHpOpPMaMOHHBIX TexHosoruil. llltTaTHOE pacncanie U OpraHu3aloOHHAast CTPYKTYpa YIpPaBJICHUS:
COJICpKAHUE U B3aUMOCBSI3b.

Tema 4. PaciopsiiuTe1bHbIe IOKYMEHTBI.
CymHocTh, 3HaY€HHE M BHJBl PaclOpsAAUTEIbHBIX JOKyMeHTOB. CocraBieHue M oQopMIIeHHE
NpUKa30B (pacmopspkeHui) Mo JU4HOMY cocTaBy. OOmue TpeOoBaHMS K COCTABICHHUIO U
0(hopMIIEHHIO IPUKA30B 110 TUYHOMY COCTABY.

Tema S. JlIokyMeHTBI, CO31aBaeMble B IIpolecce TPYA0BOH NeATEJbHOCTH PA0OTHUKOB.
OcobeHHoCcTH CcOCTaBIEeHUsI U O(GOpMIICHUS NOKYMEHTOB O TPYAOBOH IHUCLMIUIMHE, B3BICKAHUSIX,
HOOLIPEHUAX pPabOTHUKOB. JloKiagHble, OOBSCHUTENbHbIE 3alUCKM U CIIPaBKH: COJEp:KaHMUE,
3Ha4eHHe, TPeOOBAHUS K UX COCTABIICHUIO U PETUCTPALIUH.

Tema 6. JlokyMeHTBI, perJiaMeHTHPYIOLIUe PUeM, IBH:KeHHE U YBOJIbHeHHEe Pa0OTHHKA.
Ocobennoctu opopmiIeHHsT TPYAOBBIX TO0roBopoB. Ilpukas (pacmopspkeHue) o mpueMe Ha padoTy.
Benenne mmunoro nema pabortHuka. TpymoBas kKHWKKa: ee odopmiieHue, BeaeHue. OCHOBAHHS
pacTopskeHusi TpyIAoBOro moroBopa. Ilopsmox odopmieHHs HTOKYMEHTOB 110 YBOJIbHEHHUIO
paboTHHKa.

6.TEMbI TIPAKTHYECKNX 1 CEMUHAPCKHNX 3AHATHI
TpyRnoeMKOCTh MPAaKTUYECKUX U CEMUHAPCKUX 3aHATUHN cocTaBisieT — 18 yacos.

Tema 1. [Ipeamer, nesan, 3a1a4M U colep:KaHue Kypca.

Dopma npoeedenus CeMuHApCKO2o 3aHAMuUs — ITUCKYCCHS O pPOJM U MECTe€ 3HaHMH IO
JUCIUIUTHHE «JleT0npon3BOACTBO» B MIPOLIECCE OCBOCHUS KBaTH(UKAIUU (CTETIeHH) «OaKagaBpy 1o
HarnpasyieHUI0 «MeHemxMeHT». O0CyKIeHNe T0KIa0B IO TEME.

Bonpocvl no meme ons ob6cysicoenus Ha 3aHamuu.
1. KaxkoBa ponb AMCIUILTHHBI «/[e10npor3BOCTBOY» IPU IOATOTOBKE MEHEIKepoB B PD?
2. 3HaHWS KaKMX Y4YEOHBIX JAWCHUIUIMH MOTYT OBITh HCIIOJNB30BAHBI IMPU TPUMEHEHUH
TEXHOJIOTHH KaJpOBOT0 JIEIONPOU3BO/ICTBA?
Bonpocer no meme 015 camocmosmenbHo20 U3y4eHus.:
3. B d"em cocrosT pasnuune M B3aUMOCBS3b CYITHOCTH JEJIONPOU3BOJACTBA M KaJPOBOTO
JIeIOTIPON3BO/ICTBA?
4. KakoBbl OCHOBHbIE HANpaBICHUWS M TEHIEHIWH COBEPIICHCTBOBAHUS  TEOPHUHU
JIEJIONPOU3BO/ICTBA HA COBPEMEHHOM 3Talle Pa3BUTHS SKOHOMHUYECKON HAyKu?
Temamuxa 00Kk1a006 no meme:

1. OmnpbiT cTaHOBIIEHUS TEOPUU U NIPAKTUKH JeJI0Npon3BoacTBa B Poccun.

2. CpaBHUTEIbHBIN aHANN3 TIOJIOKEHUH IETONPOU3BOICTBA U KaJPOBOTO AEJIONPON3BOICTBA.
Hanucanue oOoknada — 3TO KpaTKoe H3JI0KEHHE B MUCHbMEHHOM BHJE HIM IYOJUYHOE
BBICTYIUICHHE Tepe]l IPyNIoi ¢ pe3yjbTaTaMH HayYHO-HCCIIEI0BATeNbCKON paboThl MO TeMe,
BBIOpPAHHON M3 MEpevHs NpeanaraeMbix Belile TeM. Llenp Hanucanus gokiana — GopMupoBaHue
U pa3BUTHE KOMIIETEHIMH oOywaromerocs B 00JacTH  CaMOCTOSATEIBHOW  Hay4yHO-
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HCCJIEIOBATENIBCKOM pabOThI CTY/IEHTa, B KOTOPOIl PacKpbhIBAETCs CYyTh UCCIENYeMOU MPOOIEMBI.
O0BEM JOKJIala MOXXET pa3IMYHbBIM B 3aBUCUMOCTH OT TeMbl. B cTpykType mokiana
BBIICTISIIOTCS: TUTYJIBHBIA JIMCT, MaTepuali Mo TeMe, CIHCOK HCIIOJIb30BAaHHOM JUTeparyphl. B
JOKJIaJIe JTOIYCKAeTCsl BKIIFOUYCHUE TaONHIl, rpauKoB, CXeM, KaKk B OCHOBHOM TEKCTE, TaK W B
KauecTBe NMpuioxkeHuil. Kputepun omeHku 10Ki1ana: COOTBETCTBUE TeMe; MIyOHHa MpopaboTKu
MaTtepuaa; MpaBWIbHOCTh U MOJHOTA UCIOIb30BAHMS UICTOUYHUKOB; BJIaJCHHE TEPMUHOJIOTHUEN U
KynbTypoit peun. [lo ycMoTpeHuio aBTopa [0Kiajla BO BpeMs IYOIHYHBIX BBICTYILICHUMN
BO3MO>KHO MCIOJIb30BaHUE MYJIbTUMEIUUHON MPE3EHTALIUU C COOTBETCTBYIOIIUM MOCIIETYIOLUUM
00CyXJIEeHHEM B IpYIIIIE.

Tema 2. ®opMupoBaHUe JOKYMEHTOB B /ieJ1a, X BeJeHHe U XPaHEHHe.
Dopma nposedeHuss CeMUHAPCKO20 3aHAMUA - CUTYallMOHHBIM aHaNIM3 KeWc-CUTyaluil 1o
HOATpYIIaM IO BorpocaM (popMUpPOBaHUS JTOKAIbHBIX JOKYMEHTOB NPEANIPUATHS B Jera.
Bonpocvl no meme ons obcyscoenus na 3auamuu:
1. .KakoBbI npaBuiia COCTaBJICHUS U OPOPMIICHHS HOMEHKIATYPHI 1e1?
2. OxapakTepu3yiTe TpeOOBaHUs, IPEIbABISEMbIC K BECHUIO HOMEHKIIATYPHI JIEI.
Bonpocwl 015 camocmoamenvno2o uzyuenus:
3. B uém 3akimrouaroTcsi 0COOCHHOCTH XpaHEHHS KaJPOBBIX JOKYMEHTOB?
4. KakoBbl BHIBI OTBETCTBEHHOCTH COTPYIHHKOB KaJpOBOH CIIy>KOBI 3a HapylIeHUs Mpu
oopmieHnu 1 (WIN) XpaHEHUH KaJIPOBBIX IOKYMEHTOB?
Temamuka 00Kk1a008 no meme:
1. MexanusM GpopMHpPOBaHUs KaJIPOBBIX TOKYMEHTOB B J€JIa.
2. HopmaTtuBHO-paBOBbIE TPEOOBAHUS K JICJIONPONU3BOICTBY B MEHEPKMEHTE.
3. HopmartuBHo-nipaBOBbIE TPEOOBAHNUS K ApXUBHOMY JIEJTy B MEHEDKMEHTE.
4. OmnbIT CTAaHOBJICHUS W PA3BUTHS METOJOJOTMHM HOMEHKIATYpPBHI JeN B JOPEBOIIOIMOHHOM

Poccun.
5. OmnbIT CTAaHOBJICHUS W PA3BUTHSI METOI0JIOTHH HOMEHKIIATYPHI Jie] B COBpeMeHHol Poccum.
Hanucanue ooknaoa — 3TO KpaTKoe U3IOXKEHHWE B MHCHBMEHHOM BHJE WIH ITYOIUYHOE

BBICTYIUIEHHE TI€pe/l TPYIIION C pe3yibTaTaMH Hay4HO-HCCIEIOBATENILCKOM PaboOTHI MO TeMe,
BBIOpAHHOW M3 TIEpeyHsl IpeIaraeMbIX BbIie TeM. Llens Hanucanus noknana — GopMUpOBaHUE
¥ pa3BUTHE KOMIICTEHIWH oOydJaromerocss B OOJAaCTH  CaMOCTOSATENBHOW  Hay4HO-
UCCIIEI0BATEIbCKOI pabOThI CTYICHTa, B KOTOPOH pacKpBIBAETCsl CYTh MCCIEAYEMOM MPOOIEMBI.
O0BEM fdoKIIala MOXKET pa3IMYHBIM B 3aBUCUMOCTH OT TeMBl. B CcTpykType mokiana
BBIJICTISIFOTCS: TUTYJIBHBIA JIUCT, MaTepHajl MO TeMe, CIHCOK HCIOJIb30BaHHOW JuTeparypsl. B
JIOKJIaJIe JTOMYyCKAeTCs BKIIFOYCHUE TaOIuIl, rpaKoOB, CXeM, KaK B OCHOBHOM TEKCTE, TaK U B
Ka4yecTBe MPUIIOKeHNH. KpuTepuu oleHKu oKJaaa: COOTBETCTBUE TeMe; TIyOHHA MPOPabOTKH
Matcpuralia; MpaBUJIbHOCTD W ITOJHOTA MUCIIOJb30BaHNUA HCTOYHHUKOB,; BJIaJICHUC TepMI/IHOJ'IOFI/Ief/'I n
KyabTypoil peun. [lo ycMOTpeHHIO aBTOpa JOKJIaJa BO BpeMsl IMYOJMYHBIX BBICTYIUICHHUH
BO3MOXHO HCITIOJIB30BaHUE MYHBTPIMC}IHI)IIHOI\/II MPE3CHTAIMU C COOTBECTCTBYIOIIUM ITOCICAYIOIUM
00CYX/IeHUEM B TpYIIIIE.

Tema 3. Opranu3aninoHHbIe JOKYMEHTBI.

Dopma nposedenus ceMuHapcKo2o 3ansamusi — JenoBas urpa mno paspadorke «llomoxxeHus» o
CTPYKTYPHOM TMOJpa3Ae/ieHUH U TMOATOTOBKE COOTBETCTBYIOIIUX <JIOJDKHOCTHBIX HHCTPYKLHN» B
COOTBETCTBUHM C OINHMCAHHOM B «KEWC-CUTyallMW» OPraHU3alMOHHOM CTPYKTYpOHl NpeanpusiTs.
[IncbMeEHHBINM OITPOC MO TEME.

OO0cyxaeHue JOKIaI0B 10 TEME.

Bonpocvl no meme ons obcyscoenus na 3auamun:

1. KakoBbI BU/IbI OpPraHN3aIMOHHBIX JOKYMEHTOB?

2. B uém 3akinrovaroTcs OCHOBHBIC TIOJIOKEHHSI HOPMAaTUBHO-TIPABOBBIX aKTOB, PErJIaMEHTHPYIOIINX
oopmieHre OpraHU3aliOHHBIX TOKYMEHTOB?

Bonpocwl no meme 0115 camocmosamenbHo20 uyueHus.
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3. OxapakTepHu3yiTe CTPYKTYPHBIE JIEMEHTHI OpPraHN3aI[HOHHBIX JOKYMEHTOB.
4. Tlepeuncnute TpeOoBaHMs, mpeabsBiseMble K odopmiieHuto «llomoxkeHuit», «JloMmKHOCTHBIX
UHCTPYKLUI», U T.I. JTOKyMEHTOB.

Tema 4. PacniopsiautesibHbIe JOKYMEHTHI.
dopma nposedenus CeMUHAPCKO20 3aMAmMus ~— JeJIoBas WUrpa IO  COCTAaBJICHUIO
«PacniopspxkeHuin» B COOTBETCTBUM C 33JJaHHBIMU CUTYallMOHHBIMH 33Jja4aMU U3 KaJpOBOM MPaKTUKH
npeanpuAtys. [IucbMeHHBINH OIPOC N0 TEME.
Bonpocvt no meme o obcyscoenus na 3auamui:
1. Oxapakrepusyiite pa3nTuuHbIe BUABI PACTIOPSAIUTEIBHBIX JOKYMEHTOB.
2. Brpimenure OCHOBHBIE JTanbl COCTABICHHS U OGOPMIICHHUS TNPHKA30B IO JUYHOMY COCTaBY
OpraHH3aLHH.
Bonpocwsl no meme 0151 camocmoamenbHo2o u3yueHus:
3. KakoBsl 00s13aTebHBIE PEKBU3UTHI PACTIOPSIUTEIBHBIX JOKYMEHTOB?
4. KaxoBblI JOMOJHUTENIbHBIE PEKBU3HUTHI PACTIOPSAUTEIHHBIX IOKYyMEHTOB?

Tema S. JlokyMeHTBI, cO31aBaeMble B IIpolecce TPYA0BOH NeATeJbHOCTH PA0OTHUKOB.
Dopma npogedenus ceMunapcKo20 3ansamus - pojieBas Urpa 1o BbISBICHHIO HEJOCTATKOB B
oopMIIeHHH JOKYMEHTOB OpraHM3allud, CO37aBaeMbIX B IIpOIEcCEe TPYAOBOM J€ATEIbHOCTH
paOOTHUKOB, MOATOTOBKA M IpPE3CHTALMsl PEKOMEHJAIMH 10 coBeplleHCTBOBaHMI0. OOcCyxkaeHue
JIOKJIAJIOB TI0 TEME.
Bonpocwvt no meme ons obcyscoenus na 3auamuu:
1. OxapakrepusyiiTe mpaBuiIa COCTABICHUS U OQOPMIICHHS JOKYMEHTOB O TPYJOBOH TUCIMIUIMHE,
B3BICKaHUSAX, OOIIPEHUAX PAOOTHUKOB.
2. KakoBbl 0cOO€HHOCTH OOPMIICHHUS JOKIATHBIX U OOBSICHUTEIBHBIX 3aITHCOK?
3. Kakum 00pa3zom 0hopMIISIFOTCS TOKYMEHTHI, PETIIaMEHTUPYIOIIUE TIEPEBOJT Ha APYTyI0 padboTy?
Bonpocwl no meme 0ns camocmoamenvHo2o uzy4eHus.
4. B 4éM 3aKiIr049aroTcs paBuiia 0OpMIICHHS OTITYCKOB paOOTHHUKOB?
5. KakoBbl mpaBuia JTOKYMEHTAIMOHHOTO O(OpPMIIEHUS OTCTpaHEHUs pabOTHHKAa OT PabOTHI MO
WHUIMATHBE paboTonaTens?
Temamuxa 00x1a008 no meme:
1. JlokmagHas 3amucKa: poJib B MEHEIKMEHTE, HeOOXOAMMOCTh U MpaBWUia COCTaBJICHUS,
ydeTa, XpaHEeHHsI.
2. OObBscHHUTENbHAS 3aIMCKa: POJIb B MEHEKMEHTE, HeOOXOAMMOCTh U MPaBHJIa COCTABIICHHS,
ydeTa, XpaHeHHsI.
3. CiyxeOHas 3amucka: pojb B MEHEIKMEHTE, HEOOXOOUMOCTh W TpaBHJa COCTaBICHMUS,
yueTa, XpaHEeHusl.
4. Ponb uH(OPMAIMOHHBIX TEXHOIOTHUH B IEJIONPOU3BOICTBE B MEHEIXKMEHTE.
5. JloxyagHble, OOBSICHUTENIBHBIE U CITY>KEOHBIE 3alIMCKU: TIOMOIIb B MEHE/DKMEHTE MM HA4ajIo
OropokpaTHu3aum?
Hanucanue oOoknada — 3TO KpaTKoe H3JI0KEHHE B MUCHBMEHHOM BHJE WM NyOIUYHOE
BBICTYIUICHHE Tepe]l TPyNIoi ¢ pe3yjbTaTaMi Hay4YHO-HCCIIEN0BATeNbCKONH paboThl MO TeMe,
BBIOpaHHOM W3 MepeyuHs MpejiaraeMbIX Bhllie TeM. lens HanmucaHus nqoknana — GopMUpoOBaHUe
W pa3BUTHE KOMIleTeHIMIl oOydaromierocss B  00JacTM  CaMOCTOSITEIBHOW  HAy4HO-
UCCIIEI0OBATEIbCKONW paboThl CTY/IEHTa, B KOTOPOM pacKpbIBAaeTCs CYTh MCCIETyeMON MPOOIEMBI.
OO0BéM JOKIIaa MOXKET pa3IUYHbIM B 3aBHUCHUMOCTH OT TeMbl. B cTpykType mokiana
BBIJICIISIFOTCS: TUTYJIBHBIA JIUCT, MaTEpHAI IO TEME, CIMCOK HCIOJIb30BAaHHOM JIMTEepaTyphl. B
JIOKJIaJIe JIOTYCKAaeTCsl BKIIIOYEHHE TaOJuI, TpauKoB, CXeM, Kak B OCHOBHOM TEKCTE, TaK U B
KauecTBe NnpuioxkeHui. Kputepun omeHku 10Kiaga: COOTBETCTBHE TeMe; IiTyOrnHa mpopaboTKu
MaTrepuaa; NpaBUIbHOCTh U MOJHOTA UCMOIb30BAHMS UCTOUYHUKOB; BJIaJCHHE TEPMUHOJIOTUEN U
KynbTypolt peun. Ilo ycMoTpeHuio aBTOpa JA0KJIaja BO BpeMsl MYOJUYHBIX BBICTYIUICHUN
BO3MO>KHO MCIOJIb30BaHUE MYJIBTUMEIUINHON TPE3EHTALIMU C COOTBETCTBYIOIIUM IOCIEAYIOLIUM
00CyXICHUEM B TPYIIIIC.
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Tema 6. JIoKyMeHTBI, perjiaMeHTHPYIOLHE TPUEM, TBUKEHHE U YBOJIbHEeHHE PAa0O0THHKA.
Dopma npoeedeHuss CeMUHAPCKO2O 3aHAmMusi - POJeBas Wrpa IO JTOKyMEHTAJIbHOMY
o opMIICHHUIO TTPHEMA, JIBIKEHUS M YBOJILHEHUS COTPYAHUKOB. KOJTOKBHYM 110 TeMe.
Bonpocvt no meme o obcyscoenus na 3auamui;
1. OxapakrepusyliTe 0COOCHHOCTH O(OPMIICHHS 3asBICHUS O NMpueMe Ha paboTy W YBOJIbHEHUS
paboTHHKa C pabOTHI.
2. B uéM 3aKiIr0YarOTCs MPaBUIIa COCTABIICHUSI U PACTOPIKEHHS TPYIOBOTO I0TOBOpa?
Bonpocwvl no meme ona camocmosmenvHozo uzyueHus:
3. Ilepeuncnure TpeOoBaHUS, TMpeabsABIseMble K OQOPMIICHHIO TIpHEMa Ha JOJDKHOCTH C
MaTepHUaIbHOH OTBETCTBEHHOCTHIO M TPEOOBAaHUSA 10 JOKYMEHTAIBHOMY O(OPMIICHHUIO
YBOJILHEHHS MAaTEPHATBHO OTBETCTBEHHBIX JIHII.

7.JIABOPATOPHBIE PABOTBI, IPAKTUKYMbI

Jannbiii BUJ paOboT MO JUCHHUILTAHE YICOHBIM IJITAHOM HE TIPEyCMOTPEH.

8.TEMATHUKA KYPCOBBIX, KOHTPOJIbHBIX PABOT, PE®EPATOB

JlanHbIii BU paOOTHI 110 TUCIUTUTHHE HE TIPEIYCMOTPEH YICOHBIM IIAHOM.

9. IEPEYEHD BOIIPOCOB K 3AYETY

[Ipeamer nenonpou3BOACTBA.

B3auMocBsI3b ¥ OTIIMYMSL JEJIONPOU3BOICTBA U KAaJPOBOI'0 JIIOIPOU3BOICTBA.

dopmupoBaHHe KapOBBIX JOKYMEHTOB B JIeJa.

XpaHeHHe KaApOBBIX JOKYMEHTOB.

CyIIHOCTh ¥ BUJIBI OPTaHU3aIMOHHBIX JOKYMEHTOB.

OcHoBHbIE TpeOOBaHUS, IPEIBIBIIEMBbIE K 0)OPMIIEHHIO OPTraHU3alMOHHBIX JOKYMEHTOB.

dopmynspbI-00pasibl JOKYMEHTOB, PETIIAMEHTHPYIOIINX YIIPABICHUE TIEPCOHATIOM.

HITatHOE pacmucaHue U OpraHU3alMOHHAS CTPYKTYpa YIPABJICHUS: COACPKaHHE U B3aUMOCBS3b.

CymHOCTb, 3HaYEHUE U BUBI PACTIOPATUTEIILHBIX TOKYMEHTOB.

OOmue TpeboBaHMs K COCTaBJIECHUIO U O(POPMIICHUIO IIPUKA30B 110 IMYHOMY COCTaBY.

JlokmaiHble, 0OBSICHUTENbHBIE 3aIIUCKH U CIIPaBKU: CO/IEP)KaHKe, 3HaUeHHEe, TPEOOBaHMUS.

OdopmieHne OTITyCKOB.

12 JIoKyMEHTBI, perJIaMeHTUPYIOIINE KOMaHAUPOBAaHHE COTPYAHUKOB.

13 Odopmienue 3asBieHNs 0 MpUeMe Ha pabOTy, COCTaBIeHHE aBTOOHOTpaduu.

14 CocraBnenue u opopMIIeHHE TPYAOBOIO 10IOBOPA.

15 Tlpuka3 (pacnopsikeHHE) 0 IpreMe Ha padoTy.

16 JloxymeHTanbHOE OOPMIICHHE aTTECTAlUN PAOOTHUKOB.

17  JlokymeHTanmmoHHOE 0(hpOpMIIEHHE TPYTOBBIX CIIOPOB.

18 Ilpuem Ha JOHKHOCTH C MaT€PHAIBHON OTBETCTBEHHOCTHIO.

19  JInunas xaprouka popmsr Ne T-2. Benenue nuunoro nena paboTHHKA.

20 TpynoBas KHWXKKA: ee OQOpPMIICHWE, BEIEHHE, BHECEHHE B HEE CBEICHWA O HarpakIeHUHU
paboTHHKA.

21 VYwuer u XpaHEHUE TPYAOBBIX KHIKEK.

22 OcHOBaHHUs PaCTOPKEHHS TPYIOBOTO JIOTOBOPA.

23 Tlopsimok odopmileHHS JOKYMEHTOB IO YBOJIBHEHUIO pAaOOTHHKA.

24 OcobeHHOCTH OGOPMIICHHS YBOJIBHEHHS 110 HHUIIMATHBE paboTomaTens.

25 Ponb nHGOPMALMOHHBIX TEXHOJIOTHI B JIEIONPOU3BOICTBE OPraHU3alNH.

10.CAMOCTOSATEJIBHASA PABOTA OBYYAIOIIIUXCSA
®opma 00ydyeHus: oyHasl

e
PEBoovoorwmr

Hazpanue tem Bun camocrosiTensHOM paboTHI O6bem dopma KOHTPOIS
B yacax
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1. IIpenmer, uemnw, [TpopaboTka yueOHOrO MaTepHaia, yCTHbIS 12 [TpoBepka nokmnana o reme
3aJa4u Kypca OTBETHI Ha BOIIPOCHI HA 3aKpeIlJICHUE 3HaHUH,
MOJTOTOBKA JIOKJIa/Ia 110 TEMe
2. ®opmuposanue | [IpopaboTka yueOHOro Marepuana, yCTHbIE 12 [TpoBepka nokmnana o reme
JOKYMEHTOB B JeNa, UX | OTBETHI Ha BOIPOCHI Ha 3aKpEIUICHUE 3HAHUI,
BeJICHUE M XpaHCHHE. MOATOTOBKA JIOKJIaJa 110 TeMe
3. Opraamsanuonssie | [IpopaboTka yueOHOTO MaTepuana, yCTHBIE 12 IIpoBepka oTBETOB Ha
JOKYMEHTEI OTBETHI Ha BOIIPOCH! HA 3aKPEIUICHUE 3HAHWH; MIICHMEHHBIN OIIpoc
HOATOTOBKA K MICHbMEHHOMY OIIPOCY
4. PactiopsanTensHBIE ITpopaboTka yueOHOTO MaTepuana, yCTHbIE 12 IIpoBepka oTBETOB Ha
JOKYMEHTHI. OTBETHI Ha BOIIPOCH! HA 3aKPEIUICHUE 3HAHWH; MIICHMEHHBIN OIIpoc
HOATOTOBKA K MICbMEHHOMY OIIPOCY
5. JIoKyMeHTHI, ITpopaboTka yueOHOTO MaTepuana, yCTHBIE 12 [IpoBepka nokiIaga 1mo Teme
co3aBaeMble B OTBETHI Ha BOIIPOCHI HA 3aKpeIJICHUE 3HaHUH,
nporecce TpyI0Boi HOATOTOBKA JIOK/Iafa 110 TeMe
JIeSITeIbHOCTH
paOOTHUKOB.
6. JloKyMeHTHI, [TpopaboTka yueOHOro MaTepHaia, yCTHbIS 12 IIpoBepka oTBETOB Ha
perIaMEHTUPYIOLIHE OTBETHI Ha BOIIPOCHI HA 3aKPEIJICHUE 3HAHU; BOIIPOCHI KOJUIOKBUYMa
NpHeM, IBIKCHUE U HO/ATOTOBKA K KOJUIOKBUYMY
YBOJIbHCHHE PaOOTHHKA.

11. YYEBHO-METOJUYECKOE U TH®OPMALIMOHHOE OBECIIEYEHUE

JUCHMUILIAHBI

a) CnucoK peKoMeH/yeMoii JTuTepaTypsbl

OCHOBHaA

1. TI'poszoma, O. C. JlenonpousBoacTBo : yueOHoe mocodue st By3oB / O. C. I'pozoBa. —
Mocksa : UznatensctBo FOpaiit, 2022. — 124 ¢. — (Bsicmiee oopazoBanue). — ISBN

978-5-534-06787-3. — Tekcr :

[caiiT]. — URL: https://urait.ru/bcode/492786

AOIMOJTHUTECJ/IbHAA

aneKTpoHHBIN // O6pa3oBarenbHas miuatgopma FOpaiit

2. Ilysanosa, H. H. OcHOBBI Aen0npon3BoAcTBa. SI3bIK CiyKeOHOro JOKYMEHTa : y4eOHUK

u npaktukyMm g By3os / H. H. Illyeanosa, A. }O. MBanosa ; nox obmeit pepaxueit H.
H. llyBanoBoil. — 3-e uzf., nepepad. u non. — Mocksa : M3natensctBo FOpaidt, 2022.
— 384 ¢. — (Bwicmee obOpazoBanme). — ISBN 978-5-534-15217-3. — Texkcr
aneKTpoHHBI  //  OOpaszoBarenbHas 1iatdopma  IOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/487943

Kysnenos, 1. H. JlokymeHTanmonHoe obecniedeHre ynpasieHus. JJoKkyMeHTo000poT U

JIEJIONIPOU3BOJICTBO : YIeOHHUK M TpakTukyM Jutst By3os / M. H. Ky3nenos. — 3-e¢ 3.,
nepepab. u gon. — Mocksa : UznarensctBo IOpaiir, 2022. — 461 c¢. — (Beicuiee
obopazoBanme). — ISBN 978-5-534-04275-7. — Tekctr : D2JCKTpOHHBIA //

OopazoBarenbHas miardopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/488697
Konprmkuna, T. b. JlenmoBbie KOMMyHUKAIMH, JOKYMEHTOOOOPOT U JEIOMPOU3BOJICTBO :
yuebHoe nocodue st By3oB / T. b. Konbrukuna, U. B. Hlyctuna. — 3-e u3z., ucnp. u
norn. — Mocksa : M3gatensctBo FOpaiit, 2022. — 145 ¢. — (Bricmiee oOpa3zoBanue). —
ISBN 978-5-534-14216-7. — Tekct : snekTpoHHbIN // OOpa3oBaTenbHas IuiaTdopma
FOpaiir [caiit]. — URL: https://urait.ru/bcode/491349

HlysanoBa, H. H. Opranusanuss U TEXHOJOTHS JOKYMEHTALIMOHHOTO OOeCTeyeHUs
yIIpaBJIeHUs : y9eOHUK U pakTUKyM uist By3oB / H. H. lllyBanoBa. — 2-e u3n., mepepaod.
u non. — Mocksa : M3ngarensctBo KOpaiit, 2022. — 265 c. — (Bricmiee o6pa3oBanue).
— ISBN 978-5-534-12358-6. — Tekcr : anekTpoHHbI // OOpa3oBarenbHas miatdhopma
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/489984
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Y4eOHO-MeTOoAuYeCcKast

1. BenoxomnsiToBa H. I'. MeToauueckue yka3aHus 1o AUCHUILIIMHE «J]eI0MpoU3BOACTBO» 110
OpraHu3aIMy CaMOCTOSTEIIbHOW paboThl oOydwaromuxcs, ocBauBarommx OITOIT mo
HanpaBieHuio moarotoBku 38.03.02 «MenemxmenT» npoduias «CTpaTeTrHYecKoe
IJJaHUPOBAHUE M MAPKETUHI» (YPOBEHb OakajgaBpuaTa) : yueOHO-METOUYECKOE TTocoore
/ H. T'. benokonwiroBa; Ynl'Y, UDub, Kad. ynpaBnenus. - YubsHoBck : Yal'Vy, 2019. -
3ary. ¢ skpana; HeomyOnrkoBaHHBIN pecypce. - DIeKTpoH. TekcToBble naH. (1 daiin : 516
KB). - Tekcr : anekrponnsiit. //http://lib.ulsu.ru/MegaPro/Download/MObject/2741

CoraacoBaHno:

I'maBHBIN OMOTHOTEKAPH

otaena obcnyxuBanus UOub

Hay4yHOU 6ubmrorexu Yal'y o Tonocosa M.H.  01.06.2022r.

0) IIporpammHoe obecnieyenne:

1.«1C: Ilpeanpusitue 8»;

2.Statistica Academic for Windows;

3.Kommmiekr I[10 «YuuBepcan» («DunancoBwiii ananmuz + OreHka OuszHeca», «/HBECTHIIMOHHBIH
aHanmu3y», «bromker», «O1eHKa HeIBIKUMOCTH);

4 KomnerotepHas aenoas urpa «bBU3HEC-KYPC: Kopnopauus ILmroc. Bepeus 4»;

5.Windows Office;

6.MoitOduc CraHnnapTHBIIL;

7.Antunnaruar.BY3
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B) llpogpeccuonanshuie 6azbl OQHHLIX, RHOOPMAUUOHHO-CNIPAGOUHBIE CUCHIEMBI

1. DAeRTPOHHO-OHOIHOTETHBIC CHCTEMBI:

1.1. Iudposoit obpaszosarensusiii pecypc IPRsmart : anexrpoxHo-6uGmioreunas
cucrema : caiitr / OO0 Kommanns «Aifr Ilm Ap Mema». - Caparos, [2022]. - URL:
hitpy/www ipthookshopru. — PekiM  JocTyna: VIS 3aperHceTpHp. nonbzosareneil, - Teker
3IeKTPOHHBIL. 2

1.2. OGpasosarenstas wiardopma IOPAIIT : oOpasosarensHslil pecype, 31CKIpOHHAs
onéanoTexa : caiit / 000 InekTponnoe mimatensctso IOPAIT. — Mocksa, [2022). - URL:
https://urait.ni. — Pe&IM J0ocTyna: JUIS 3aperiicTpip. Noak3oBaTeseil. - TeKeT : MeKTPOHHEIIL.

1.3. Basa jaHHBIX «JneKTpoHHas Gnbmmorexa Texmmieckoro BY3a (3BC «KoncyasranT
CTYICHTa») © 3:1e1crpouno-6;|6'mm'maﬂ cuc‘neua caiit / OO0 IMommrexpecype. — Mocksa,
[2022]. — URL: ; — Pexum joctyma: juis 3apersicTpup.
MONB30BATENeN. —Texc1 anexrpommm

1.4. KorcyapTant Bpaua. DIeKTpoHHas MenHcKas 6ubmtorexa : 6asa JaHHBIX : cafir /
000 Beiclmag [MKOJa OpraHm3alii | YOpapieHHs 3apaBooxpaHeHneM-KoMiekcHbil
MeIHIHHCKHIT KoHcamTuHT. — Mocksa, [2022]. — URL: https://www.rosmedlib.m. — Pexkim gocTyma:
JUISL 3aperTICTPHp. Noab3oBareneil. — TekeT : INeKTPOHHEIIL

1.5. Boasiuas MeuuuHekas oudmorexa : 3.1cmpomo-6nﬁmorclman cHcrema : caifr /
000 byxkan. — Tomek, [2022]. — URL: /www books-up nuny . — Pexmm jloetyna: s
3aperucIpup. noapsosareneit. — Texcr : 3:1ex-rpom-|uu

1.6. BC Jlanb : 31eKTpOHHO-OHOMIOTe Had cricTeMa : caiit / 000 IBC Jlanb, — CaHKT-
TetepOypr, [2022]. — URL: hmps//elanbookcom. — PexiM J0CTyma: VIS 3apermucIpHp.
nonk3oBareneil. — TeKcT : MeKTpOHHBIIL.

1.7. 3BC Znanium.com : 31eKTPOHHO-OuOIHOTe A% ciucTeMa : caitt / 000 3uaniym. -
Mocksa, [2022]. - URL: http//zanivmcom . — PexnM jocTyma : s 3aperiicTpHp.
noib3oBareneil. - TeKeT : WIeKTPOHHBIIL.

1.8. Clinical Collection : Hayuno-uspopmannonnas 6asa nanaex EBSCO // EBSCOhost
: [mopran]. — URL: hup://web.b,ebscohost com/ehost/searchadvanced vid=14&sid=90fS Tade1-1191-4] 4b-8763-
¢97828f0f7e 1% 0sessionmgr102 . — Pe&nM JocTyna @ JUIs aBTOpH3. noib3oBarteneii. — Tekcr :
TEeKTPOHHBIT.

1.9. Ba3sa sanubix «Pycckitit Kak HHOCTPaHHBIY | MMEKTPOHHO-00pa3oBaTe/bHbIl pecype
JUIS MHOCTPAHHBIX cTyaeHToR : caiit / OO0 Komnannus «Aii Ilm Ap Memma». — Caparos,
[2022]. — URL: https://ros-edu.m. — Pexin qocTyma: Juis 3aper HCTpHp. noibsoBareneil. — Texer
: WIEKTPOHHBIIL.

2. KoncyasranrILuoc [DnexTpornstii pecype|: cnpaotsas npasosas cicrema, /000
«Koncyaetant ILmocy - DnekTpon. man. - Mockea : KoncymsrantlLioc, [2022].

3. Ba3bl JAHHBIX NEPHOIHTECKHX H3TaAHMIT:

3.1. basa j1aHHBIX mepyoruecKiX migaHnii EastView | anekTponHbie xKypHams / 000
HBHC. - Mocksa, [2022]. — URL: https://dlib.eastview.com/browse/udb/12. — Pexim HocTyna :
JUIS aBTOPI3. ITOTb30Bateneil. — TeKcT : 3IeKTpoHHEIL.

3.2, ¢LIBRARY.RU: nay4nas 3/1¢kIpoHHas Ondimorexa : caiir / OOO Hayunas
Dnextponnas bubmiorexa, — Mocksa, [2022]. — URL: http:/elibrarvu. — Pexnm soctyna : uist
ABTOPH3. MOTb30BaTeNeil. — TeKeT : AMeKTPOHHBIIT

3.3. Dnexrponnas 6nbmiorexa «I3narenscxoro goma «I pebenmnkosy (Grebinnikon) :
aneKTporHas 6nbdmiorexa / Q00 HJI I'pebennnkos, — Mocksa, [2022]. — URL: haps:/id2.action-
mediaru/Personal Products. — Peaum jgocTyma @ ans asTopn3. noapsosateneil. — Teker
INeKTPOHHBIL.

4. PegepanbHas rocylapcrsennas uHpopmannonsas cucrema «Haumonaabuas
JAeKTPoHHAs OndaHoTeRay : AeKTporHas Ondianoreka : caiit / ®I'BY PI'B. — Mocksa, [2022].
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URL: hips/int.pd. — Poxum aoctyna : ans nonssosarencii Hayunoii oubnuorexu. — Texer

MICKTPOHHBIL

5. SMART Imagebase : say io-inelopmauioiang 5o aamax EBSCO /Y EBSCOhost lll(’plELll
- URL.; frtps o ety sttrtsneeinese oo T TOKEN-E8SCO-
1A2IRea 533704822904 7223 a7dbdcc& cuslid -so895741, - Poxnm aocTyna - Ana U TOPHs
nons3osarenci. — H3o0paxeHne : IMCKTPOHHbIE

6. ®epepanpibie HHYOPMANHONNO-0DPAIOBATEILHBIC NOPTANLL

6.1, Eaunce okwo accTyn K obpaiopiressueam pecypean © (penepanbhnii nopran . — URL:

hitp-fwindow.edu ! . — TexeT : MEKTPOHHbIH

6.2. Poceniickoe ofipszopmue - (eaepanbiuii nopran / yupeanrens GIAY « PULTO». -
URL: Witpdiwwwedu ru. — TEKCT | MEKTPOHHBIH.

7. Obpazosareabubie pecypent Yal'y:

7.1. Dnexrpounas Gubnuorednas cucrema Yal'V @ moayns «aexTpornas Oubmorexan
ABUC Mera-TTPO / 000 «/lara Dxcnpeccy. URL: hup ibulsun/MegaPra/Web Pexum
focTYna : aas nonssosareneii nayynoit Gubamorexu. — Texer WCKTPOHHBIH

COI'JJACOBAHO

r L~ f > -/, Lt
iy 4T i’y Logph H& G—7
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01.06.2022 r.

Aara

12. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHBI

Y4eOHbIC ayIUTOPUM JJIsl TPOBEACHUS 3aHATUH JIGKIMOHHOTO THIA, 3aHATUH CEMHHAPCKOTO
THIA, TPYNIOBBIX M WHIWBUAYAJIbHBIX KOHCYJIBTallMi, TEKYHNIETO KOHTPOJIS M IIPOMEXYTOUHOMH
aTTeCTallMd, a TaKXKe IOMEINSHMs [UII CaMOCTOSATEIbHOW pabOThl M TMOMENICHUS IS XpaHSHUS M
IPOPIIAKTHYECKOTO 00CTY)KUBaHUsI yueOHOTO 000PYAOBAHHS.

AyIMTOPHH YKOMIUICKTOBAHBI CIEHAIM3UPOBAHHON MeOENbI0 M TEXHWYECKHMMH CPEICTBAMU
oOydeHHs, CIIy)KallUMHU JUIS TPEACTaBIeHUs y4deOHOW wuHbopMaimu Oonbmioi aymuropud. Jlis
NPOBE/ICHHS 3aHITHUI JICKIIHOHHOTO TUIA MPeIaraloTcs Habopbl AEMOHCTPAIIMOHHOTO 000PYI0BaHUS U
y4eOHO-HArJISIHBIX TIOCOOMH, O00eCleUYnBaOIIMe TEeMaTHUYEeCKUE MWUIrocTpaluu. [loMemenust s
CaMOCTOSITETIBHOW pabOThl OO0YYAIOIIMXCS OCHALICHBI KOMITBIOTEPHOH TEXHUKOH C BO3MOXKHOCTBIO
noakimroueHuss K cerd "MHrepHer" W oOecnedeHHMEM JIOCTyNa B DIEKTPOHHYIO HH(POPMAIIMOHHO-
00pazoBaTeNbHYIO CPELy.

13.CIIEIHMAJIBHBIE YCJIIOBUA JJIA OBYYAIOIIIUXCA C OT'PAHUYEHHBIMUA
BO3MOXHOCTAMMH 310POBbs

B cnyyae HE0OX0IMMOCTH, OOYYArOIIMMCS W3 YHCJA JIUI[ C OFPAHUYCHHBIMH BO3MOXKHOCTSIMH
30pOBbsl (TI0 3asBJICHUIO OOYYAIOLIErocs) MOTYT MpeIUIaraThCsi OJHM W3 CIEAYIOUIMX BapUaHTOB
BOCTIpUATHS HH()OPMAIINN C YIETOM WX WHIUBUAYAIBHBIX TICHXO(DH3NIECKUX OCOOEHHOCTEH:

e U JMIl C HApYIICHUSMH 3pEHHUS: B TEe4aTHOH (opMme yBeTMUeHHBIM WPHPTOM; B POopMe 3IEKTPOHHOTO
JIOKyMeHTa; B (hopme ayanodaiina (epeBos yueOHbIX MaTepHaloB B ayanodopmar); B neqatHoi Gopme Ha
s3pIke  bpaiins; MHOUBHAYyaNbHBIE KOHCYJNBTalMM C  INPHUBJIEYEHHEM  THQIIOCYpPAOIEPEBOIUNKA;
WHJIUBHyaJIbHBIEC 3a1aHUS U KOHCYJIbTALNH;

e IS JIMI C HapyIIeHHsMH ciyxa: B Tne4aTHOH ¢opme; B (GopMe DIEKTPOHHOTO JIOKYMEHTa;
BU/IEOMATEpUAIIbl ¢ CyOTUTPAMM; WHAMBHyalbHbIE KOHCYJbTALMH C NPHUBJICYCHUEM CYpIONEPEBO/IUUKA;
WHIUBH/yaJIbHbIC 3aIaHUsI U KOHCYJIbTALIUH;

e IS JIMI C HAPYIICHUSMH OIOPHO-/IBUTaTEIbHOIO anmnapara: B nedaTHoi Gopme; B (opMe 3JIEKTPOHHOTO
JOKyMeHTa; B (hopme ayanodaiina; HHIUBHIyaIbHbIC 3a1aHHs U KOHCYJIbTAIHH.

B ciydae HE00X0IUMOCTH HCIOJIb30BaHUSA B yueOHOM npoiiecce

YaCTUYHO/MCKIIIOYMTEIBPHO  JTUCTAHIIMOHHBIX  00pa30BaTENIbHBIX  TEXHOJIOTUH,0praHU3allHs
pa6otel IIIC ¢ oOyuatonumucs ¢ OB3 u nHBaNIMIaMH TPEIyCMATPUBACTCS B AJIEKTPOHHOU
UH(POPMAIIMOHHO-00pa30BaTEIbHOM Cpelie C yYeTOM UX HHIUBUAYAIBHBIX MCHUXO(DHU3HMUECKUX
0COOEHHOCTEH.

dopma A Crpannma 11 u3 11
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MHHHCTEpPCTBO HAYKHU H BBICIIEro oOpa3oBanus PO Dopma
VY I1bSHOBCKHMH rOCYAapCTBEHHbIH YHUBEPCUTET

@ - Pabouast mporpaMma 1o JUCLUILIHHE

1. YYEBHO-METO/IHYECKOE H HH®OPMAIIHOHHOE OBECIIEYEHHE
AHCHHTLTHHBI

a) Cnncok pexomenjyemoit ARTEPATYPII

) OCHOBHAS JNTEpPaTypa:

1. I'pososa, O.C. Jlenonpoussoscrso : yueGnoe nocobme ns myson/ O, C. T po3osa. — 2-¢
M3l — Mocksa : Mymaremcrso Opaitr, 2023. — 131 c.— (Buicmee obpazosanne). —
ISBN 978-5-534-15964-6. — Texcr : dtexTpounsdt // OGpasosatensias miardopsma IOpaiir
[calit]. — URL: hitps://urait rw/beode/510372

2. Ulysanosa, H. H. Oprasmsanms w0 Texuonorus JAOKYMeHTaumonnoro  obecnevenns
YUPABACHHA : yqeGHMK H NPaKTHKYM #ysos / H. H. Ulysanosa. — 3-¢ man., nepepal, u
don. — Mocksa : Mamareascrso Opair, 2023, — 247c. — (Buicmee obpayosanne). —
ISBN 978-5-534-16537-1. — Texer : exTpornkil // O6pasoparensias mrardopma KOpaitr
[caitr]. — URL: https://yrait.rw/bcode/531239

B) ronoannrennnan AMTEPATYpA:

I. Kasaxenua, T. A. Jlokymenroneacnse. JloxymenTanmonnmit cepasc : YHeOHMK B npakTHiKyMm
ana Bysos / T. A. Kasakesnu, A. K. Txanuy, — 2-¢ M3, Henp. 1 aon, — Mocksa : Manatemserso
[Opaitr, 2023. — 167 ¢, — (Bucusee obpazosanne). — ISBN 978-5-534-06273-1. — Texer
WICKTPOHH B i O6pasosarensnas maardopma [Opaiir [caiit]. —
URL: https://urai 9
2. Kopueen, U. K. Jlokymentuposanne ynpasnenueckoit ACATCALHOCTH © y4eOHuK s Byson /
H. K. Kopuees, A. B. INmenxo, B. A. Mawypues. — 3-e wan,, nepepab. u jgon. — Mocksa
Hapareserno IOpaitr, 2023, — 438 ¢, — (Baicmee oGpasosanne), — ISBN 978-5-534-16001-7.
— Teker : anextpommmit // OGpasosareasnas  naardopma Opaift  [caifr]. —
URL: https://urait.ru/bcode/523610
3. Ulysanosa, H. H. Ocronst AcaonpoussoicTaa. Aiwx caymeSuoro soxymenra ; yueOunx n
fpaktHkym  jax  sysos/ H, H. Illysasosa, A. 1O, HMBanosa, noa oBueit peaakumedt
H. H. Ulysanonot. — 3-¢ man., nepepab. # pon. — Mocksa : Mazareaserso [Opaitr, 2023. —
384 c. — (Buicmee ofpasopanme), — ISBN 978-5-534-15217-3. — Texer : VICKTPOHHEI //

OGpasosatesuas maardopma IOpaitt [cafir]. — URL: https://urait.rw/bcode/511417

B) yuehno-meroamacckasn ANTEpaTypa:

l. Beaokonwrosa H. I'. Metommueckue YRasaHus no gucumnumue «/lenonponssoacrson no
OPraHIIamIH camocTosTebHON paboTst ofywaloumxcs, ocsansaionmx OINMOI no HANPARICHHIO
noarorosiu 38.03.02 «Menemrment» npoduas «Crparernueckoe nianuposaime i MapKeTHHI »
(yposens Gaxanaspuara) : yueGno-MeToamveckoe nocobue / H. I'. Benokonwrosa; Yal'y, H9ub,
Kad. ynpamicsns. - Yauawonex : Yal'V, 2019, - 3arn. ¢ sxpana; HeonyGauxosanmuit pecype. -
IneKTpon. Texcromse jpam. (1 Gaitn : 516 KB). - Teker : anexTponumit. - URL:

N Obj Bl
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IIpunoxenue 2

8) lpodecenonaanunie Ha3nt TannnIxX, HnGoPMANHOHHO-CIPABOUHBIE CHCTEMbI

L DaekTponno-niumoreannie cueremne:

1.1. Lindposoii obpazosareanumii pecype IPRsmart : ssiekponno-Oubinoreunas cuerema :
caitr / 000 Komnanus «Ait [Tn Ap Meanan. - Caparon, [2023]. — URL: hup://www.iprbookshop.ru.
~ PexuM A0CTYNA: JUIR 3aPErHETPHP. Tosb30BaTencit. - TEKCT : JIeKTPOHHbI.

1.2. OGpasopateabhan 1aarpopma IOPANUT : o()pa'mnch.'u,nbm pecype, WIEKTPOHHAA
GuGmmorea : caitt / 000 Dnexrponnoe winareaberno «lOPAMTy. — Mocksa, [2023]. - URL:
https://urait.ru. — PEXUM 0CTYNA: JUIR 3apErHCTpHp. nonwszosarenei. - Texer : anexTpounsiit.

1.3. Baza aaunwix «Daekrponnas oGnbinoreka TEXHHYECKOTO BY3a (ObC «Koucyawrtant
CTVICHTa») © ANEKTPOHNo-OnbanoTeunas cierema : caifr / 000 «llonutexpecypen. — Mockea,
[2023]. - URL: https://www.studentlibrary. rw/cgi-bin/mbdx. — Pexum goctyna: IR 3aperucrpup.
noas3osareneii. — TeKeT : MEKTPONbIiL.

1.4. 9BC Jlans : anexrponno-Gubanoreunas cuerema : caitr / 000 IbC «lanby. — Canki-
[lerepdypr, [2023]. — URL: https://e.lanbook.com. — Pexum zocryna: Aas 3aperucTpup.
nosb3oBareneil. — TeKCT : NeKTPOHHBIIL.

1.5. OBC Znanium.com : MeKTponHo-GubanoTeunas ciuerema : caitr / 000 «3HaAHUYMY, -
Mocksa, [2023]. - URL: http:/znanium.com . — Pexum 0cTyna : uis 3aperucTpp. N0b30Bareiei.
- Teker : anexTpoHHbIiL.

2. Konevasrantllmoc [Daekrponusii pecype]: cnpasounas npasosas cucrema. / 000
«Kouncyabrant [Tmoc» - Dnextpon. nau. - Mocksa : KoncynsrantiLuoc, [2023].

3. Basbl 1aHHBIX NEPHOIHYECKHX HITanuii:

3.1. ¢LIBRARY.RU: mnayunas omextponnas OuGnmorexa : caiir / 00O «Hayunas
Inexrponnas bubamorexan. — Mocksa, [2023). — URL: http://elibrary.ru. — Pexum aoctyna @ ans
aBTOPH3. NoTb30BaTenei. — TeKCT : AMeKTPOHHBIH

3.2. Dnexrponnas GuGmmorexa «Msnareasekoro soma «Ipebennukony» (Grebinnikon) :
anextponnas 6ubmmorexa / 000 U] «I'pebennnkony. — Mockea, [2023]. - URL: https://id2.action-
media.rw/Personal/Products. — Pexum joctyna : s aBropus. noapsoateneif. — Texer
ICKTPOHHBINA.

4. Meacpaasuan rocynapcrsennas  undopvanmonnan cucrema «Haunonaanuan
yaekTponnas Gubanorexar : aexTponnas Oudinoreka : caiir / ®I'BY PI'b. — Mocksa, [2023]. -
URL: https:/u36.pd. — Pexum jgoctyna : s nons3osarencit nayunoit 6ubanorexun. — Texer :
ICKTPOHHBINA.

5. Poceniickoe obpasosanue : denepansusii nopran / yupeanrens GIAY «DULTO». -
URL: hutp://www.edu.ru. — Texer : anekTponHbiii.

6. aexrpounas Gubamoreanan encrema Yal'y © monyis «nexrponnas Gubnnorexan
ABUC Mera-ITPO / 000 «Jlara Dxenpecer. — URL: htp://lib.ulsu.ru/MegaPro/Web. — Pesxcuwm
focryna : s noasloparenedi nayunoit onoanorekn. — Teker @ ymextponnmii,
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[Tpunoxenue 1

11.YYEBHO-METOJNYECKOE n NH®POPMAIIMOHHOE
OBECIIEYHEHHUE JUCIHUIIVINHbI

a) CniucoK peKoMeHyeMOoil JIuTepaTypbl

a) OCHOBHAafA JIMTeparypa:

1. I'po3oga, O. C. Jlenonpous3BoACTBO : yueOHOe nmocooue st By30B / O. C. I'po3oBa. — 2-¢ u3.
— Mockaa : U3parensctBo FOpaiit, 2024, — 131 ¢. — (Bricmiee o6pa3oBanue). — ISBN 978-5-
534-15964-6. — Tekct : anekTpoHHbIi // OOpa3oBarensHas iardopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/539522

2. lllysanosa, H. H. Opranu3aiius v TEXHOJIOTUS JOKYMEHTAIMOHHOTO 00ECIICUCHHUSI YITPABICHHUS
. yueOHMK 1 npakTukyMm i1 By3oB / H. H. IllyBanoBa. — 3-e uza., nepepad. u mon. — Mockga :
M3narenscrBo FOpaiit, 2024. — 247 ¢. — (Briciiee oopazoBanue). — ISBN 978-5-534-16537-1.
— Texct : osnexktponuHsli // OOpa3oBatenpHas mnatdopma Hpaiit [caiit]. — URL:
https://urait.ru/bcode/536968

0) 10MOJIHUTE/ILHAS JUTepaTypa:

1. KazakeBuu, T. A. JlokymeHToBeneHue. JlIOKyMEHTAIIMOHHBIN CepBUC: YYEOHUK U MPAKTUKYM
tst By30B / T. A. Kazakesuu, A. W. Tkanmua. — 2-¢ U3 ., uctp. u nom. — Mocksa : M3garenscTBo
IOpaiirt, 2024. — 167 ¢. — (Bsicmiee oopazoanue). — ISBN 978-5-534-06273-1. — Tekcr :
aneKkTpoHHBIH  //  OOpazoBarenbHas  1atgopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/538386

2. Kopuees, U. K. JlokyMeHTHpOBaHUE YIIPABICHYCCKOM ACSITEILHOCTH : Y9IeOHUK 11t By30B / U.
K. KopneeB, A. B. Ilmenko, B. A. MamypueB. — 3-¢ usn., nepepad. u gon. — Mockga :
WznatenberBo FOpaiit, 2024. — 438 ¢. — (Briciiee oopa3osanue). — ISBN 978-5-534-16001-7.
— Teker : osnextpoHHbii // OOpa3oBarenpHas miatgopma IOpaiitr [caifir]. — URL:
https://urait.ru/bcode/536393

3. Ulysanosa, H. H. OcHOBBI fenonpou3BoACTBa. S3bIK CIy’K€OHOrO JOKYMEHTA : YYeOHUK U
npaktukym ans By3oB / H. H. llysanoBa, A. FO. UBanoBa ; mox oOmieit penakuumeit H. H.
[yBanoBoii. — 3-e u3., nepepad. u gon. — Mocksa : I3garensctBo FOpaiit, 2024. — 384 c. —
(Beiciee oOpazoBanme). — ISBN 978-5-534-15217-3. — TekcT : SJEKTpOHHBIA //
Oo6pasoBatenpHas mwiardpopma FOpaiit [caitr]. — URL: https://urait.ru/bcode/536464

B) YueOHO-MeToAn4YecKasi JuTeparypa:

1. BenokombiToBa H. I'. MeTonuueckue ykazaHusl MO JUCHUIUIAHE «JleI0MpOU3BOACTBO» IO
OpTraHHU3aIH CaMOCTOSTENBHON paboThl oOydaromuxcs, ocBauBatoux OIIOII nmo HanmpaBieHno
noarotoBku 38.03.02 «MenemxMeHT» npoduiib «CTpaTernyeckoe MmiaHupOBaHUE U MAPKETUHT)
(ypoBeHb OakanaBpuata) : yuebHo-meToauueckoe nocooue / H. I'. benoxomnbitoBa; Ynl'Y, UDub,
Ka¢. ynpasnenus. - YassHosck : Yal'V, 2019. - 3arn. ¢ skpana; Heomy6inkoBaHHBI pecype. -
OnektpoH. TekcTtoBble maH. (1 daitn : 516 KB). - Tekcer : snektponnsni. - URL:
http:/lib.ulsu.ru/MegaPro/Download/MObject/2741

CornacoBano:

[ naBHb1i 6uGIMOTEKApE /___Tonocosa M.H. |
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[Tpunoxenue 2

o) Mporpammuoe obecnievenne —
¢ Onepaunonnas cacrema Windows;
o [laxer ofucunix nporpamm Microsoft Office,

1) Mpodeccnonannunie 6a3bl ARHABIX, HHPOPMATHOHHO-CIIPABOTHEIC CHCTEM L

1. Jaexrponno-Gubanoreunnie cHCTEMbI:

1.1. Iladporoii obpazosareasnsiil pecype IPRsmart : anexTponno-6uGanoredHas cHerema :
carr / 000 Komnmanus «Afi [lm Ap Memman. - Caparos, [2024]. -~ URL:
hip://www.iprbookshop.ru. — Pexmm joctyna: s 3aperscTpup. noab3osarenci. - Teker :
ATCKTPOHHBI.

1.2, 06pa';osa1enwu nnarpopma IOPAMT : ofpaiopatensisiii pecype. neKTpoHHAS
Gnbamorexa - caitr / 000 Inextponnoe wiaareanctso «FOPAMTY. — Mocksa, [2024). - URL:
htps:/uraitru . — Peskdm 0CTYNa: A0 3aperiCTPAp. NoALIoBaTene. - TekeT : aMeKTpoHHbIil.

1.3, basa nanubix «Dnextponsas Oubamorexa Texmwdeckoro BY3a (9BC «Koncyasrant
cTynema») ncnpouuo-6u6nuon=mal cueTeMa © caiit / 000 «ITomarexpecypen. — Mocksa,
[2024]. - URL: ~ PexnM A0CTYNA: IR 3apPETHCTPHP.
nonkloBatenei. — Tem © MMEKTPOHHBIN,

| 4. 9BC Jlans : anexTporHo-GubanoTewnas cuerema : caift / 000 IBC «Jlanny. — Cankr-
[erepbypr. [2024]. -~ URL: https://e.lanbook.com. -~ Pemmm aocTynma: ans 3aperucTpup.
nonumuatcneﬁ Texcr | AMeKTPOHHKII,

5. 3bC Znanium.com : MekTponHo-OubaHOTeYHAR cHeTema © caift / 000 «3unanuym», -
Mocm. l’0’4| - URL:  hup:/znanium.com . — PexuM jocTyma @ a8 3aperucTpup.
nons3osatenei. - TeKcT | MMeKTPOHHBIN.

2. Koncyawrantiluoc [Daextponnniit pecypel: cnpasovsas npasosas cucrema. /| 000
«Koucynsrast [Tmoc» - DnexkTposn. aan. - Mockea : Korcymwrantllnoc, [2024].

3. ¢LIBRARY.RU: wmayunas onckrponnas OubGimorexa @ caitt  / 000 «Hayunas
Inexrponnas bubanorexan. -~ Mocksa. [2024]. — URL: http://elibrary.ru. —~ Pesum noctyna : ans
ABTOPHI, MONLIOBATENEH. ~ TeKCT | WIEKTPOHHBIH
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