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AHHOTAIMSA

Hacrosmue meronndeckue pekoMeHaanuu pazpaboTaHsl i oOyyaromuxcs 2, 3 Kypca
OYHOH, 0YHO-3204HON U 3a0uHOU Popm oOyuyenus ¢ yuetom ®I'OC BO u paboueii nporpammbl
JucHUILINHEL «OpraHu3aluoOHHOE TIOBEICHUE.

Henstmu kypca «OpraHu3allMOHHOE MOBEACHUE» SIBISIETCS O3HAKOMIIEHHE CTYJIEHTOB C
OCHOBOIIOJIATAIOUIMMH  MpUHOMNAMU  (OpPMUPOBaHMS ~ KOHCTPYKTUBHOIO  IIOBEJECHHS,
cnenn(UKoil  TPOM3BOJACTBEHHBIX  B3aMMOOTHOLICHHWH, TEXHOJOTHUECKUMH  IpUEMaMU
YIPaBICHUS KaK NHIMBUAYAIBHBIM, TaK U TPYINIIOBBIM ITOBEACHUEM JIIOACH B OpraHU3aLnu.

JlocTuKeHME MOCTABJICHHBIX 1I€JIEN CBA3aHO C PEIICHUEM CIIEAYIOIUX 3aau:

e ONIPEIEIICHHE MeCTa IUCUUIUIMHBI «OpraHu3allMOHHOE IOBEIECHHE» B IPEAMETHOM
0JI0OKE, BKJIIOYAIOIIEM B3aUMOJOIOIHAIOUINE JUCLMILIMHBL TEOPUs OpraHU3alud, UCTOPHS
YIPAaBICHYECKON MBICIIH, YIPAaBICHUE 4YEJIOBEYECKUMHU DPECYPCAMHU, HCCIECJOBAHHE CHCTEM
yIpaBJICHUS;

e PAacKpbITHE CHEUU(PUKH OpPraHU3aLMOHHOTO TIOBEACHUS Kak OOBEKTa HaydyHOIro
UCCJIE/IOBAHUSI,;

e DacCKpbITUE OCHOBHBIX IIOHSATHM, B KOTOPBIX OIIMCBIBAECTCA OpPraHU3alMOHHOE
MIOBEJICHUE;

e (hopMupoBaHHE MpEICTaBICHUH O 3aKOHOMEPHOCTSX IIOBEJIEHUS JIOJACH B
OpraHu3aiuy,

e IIPUOOpPETEHUE  CTYACHTAMH  HaBBIKOB  AHAIUTHYECKOTO U SMIIMPUYECKOTO
MCCJIEJOBaHMs OPraHU3aLUN;

e BHIPAOOTKA IIEJIOCTHOTO TMPEJICTABIEHUS O PA3JIMYHbIX AaCHEKTax CTPOEHUS M
(YHKIIMOHUPOBAHMSI OPraHU3allMU Ha BCEX €€ YPOBHSX;

e (hopMupOBaHME HABBIKOB OPTaHU3ALMIOHHOI'O MBIIIJICHHUSI U KOPIOPATUBHOW KYJIBTYpPHI;

e POCT HaBBIKOB B c(epe OpraHM3allMOHHOIO MBIIUIEHUS W YMEHHUS I[PUMEHSATh
IIOJIy4YEHHBIE 3HAHUS Ha IIPAKTHKE;

e PacKpbITME BIUSHHUS Ha IOBEACHHUE JIIOJEH pPAa3IMYHBIX BHEUIHMX U BHYTPEHHHUX
(hakTOpOB;

e (opmHupoBaHUE TpEICTaBICHUH 00 aJAMMHHUCTPATHBHBIX, OPIaHU3ALMOHHBIX U
COLIMAJIbHO-TICUXO0JIOTMYECKHUX TEXHOJIOTUI YIIPaBJIECHUS IOBEICHUEM;

e NpUOOpETEHNE CTYAEHTAMU HABBIKOB aHaJIM3a OPraHU3AllMOHHOM CUTYyallUU C LIEJIbI0
BbIOOpA aJIeKBAaTHBIX TEXHOJIOTHH yIpaBJIeHUS;

aHaJIN3 UHIUBUIYaIbHBIX CTPATETUH yIIpaBJI€HUs OpraHU3alMOHHbBIM IOBEJICHUEM.

B pesynbrare nzydeHuss AMCUUIIIINHBI CTYIEHT JOJIKEH:
3HAMb.

— TNpUHOMIIE OQOPMIICHHS pPEIICHUH B yNpaBIE€HUH ONEPalMOHHOMN (IIPOM3BOJICTBEHHOIN)
JEATEIIBHOCTH ~ OpraHu3aluil IpU  BHEAPEHUM TEXHOJOTMYECKHX, IPOIYKTOBBIX
WHHOBAITHH;

ymemy:

— OCYILIECTBIATH JOKYMEHTaJIbHOE O(OPMIICHUS PEUIEHUM B yIpaBJIE€HUU OIEpallMOHHON
(MpOU3BOACTBEHHOI) NEATEIbHOCTU OpraHU3alil NpU BHEAPEHUM TEXHOJIOTMYECKUX,
IPOAYKTOBBIX MHHOBAIMH UM OPraHU3allMOHHBIX U3MEHEHUH;

enadems.

— HaBbIKAMH JIOKYMEHTAJIbHOTO O(GOPMIICHHMS pELIeHUH B YIpaBIE€HUH OIeparMoOHHON
(TPOM3BOACTBEHHON) JEATEIILHOCTH OpPraHU3alliii NMpH BHEIPEHUU TEXHOJOTHUECKHUX,
MPOJYKTOBBIX MHHOBAIMH UM OPraHU3allMOHHBIX H3MEHEHHH.



METOANUYECKHUE PEKOMEHJAIIMHA K JIEKIIUAM

Jlekums 1 mo reme 1: Knaccupukanusi 1J0KyMeHTOB, UX (PYHKIMH
Bomnpocsr:

1. YcioBusi BOBHUKHOBEHUS TOKYMEHTOB. Pa3BuTHe crmoco0oB TOKYMEHTOB.

2. Onpenenenust NOHATHS «JJOKyMEHT».

3. OYHKIMK  JOKyMEHTa:  COIHalbHAasA,  3aKperyieHus  HHQpOpMaIuH,
COXpaHEHUs uHpOopMaIuH, KOMMYHUKaTHBHas, KyJbTypHas,
yIpaBJICeHYECKasl, IPaBOBasi, ydeTHasI.

4. Turmonorust TOKyMEHTOB: 110 IIPOUCXOKIACHUIO, II0 OTHOIICHHIO K arapary
YIPABJICHMS, II0 KOJWUYECTBY 3aTPOHYTHIX BOIIPOCOB, IO OTPaHUYCHUIO
J0CTyNa, MO Crnoco0y H3JI0XKEHUSI TEKCTa, IO CTENEHH MOJJIMHHOCTH
JOKYMEHTOB, II0 CpOKaM XpaHEHHs, B 3aBUCUMOCTH OT cdepsl
NESTEIbHOCTH, IO CTENIEHU 00513aTEIbHOCTH.

5. TpeOoBaHMs K KaUECTBY YIPaBICHUECKOTO JOKYMEHTA.

MeToauyeckue peKoMeH Al un

Jlekst TPOBOAMTCS KaK C NPUMEHEHHEM TPAJAUIIMOHHBIX TEXHOJIOTUN
(0030pHast JIeKIKs ), TaK 1 UHTEPAKTUBHBIX TEXHOJOTHH (MpoOIeMHast JISKIus).

B xozme JEKUMOHHBIX 3aHATUM CTyJACHTAaM PEKOMEHJOBAaHO BECTHU
KOHCHEKTUPOBaHUE yueOHOro marepuana. OOpailaTh BHUMAaHHE Ha KaTerOpHH,
GbOpMYJIUPOBKH, PACKpPHIBAIOIIME COJEpKAaHUE TEX WU HWHBIX SBJICHUH U
MPOIIECCOB, HAYYHBIE BHIBOBI U MPAKTUUECKUE PEKOMEHIAIUU.

PexoMeHiyeTcs 3a/1aBaTh MPENOAABATEN0 YTOUHSIOIUE BOIPOCHI C IEIBIO
VSCHEHUS TEOPETUYECKUX TIOJIOKEHUW, pa3pelleHUus CIOPHBIX CHUTYyalUu.
KenaTenbHO OCTaBUTh B paOOUYMX KOHCIIEKTAX IMOJIsl, HA KOTOPBIX J€IaTh TOMETKH
U3 PEKOMEHJOBAHHOW JUTEpaTypbl, AOMOJHSAIOLIIME MaTepuall MPOCIyLIIaHHON
JEKIMM, a TakkKe TMOMYEPKUBAIONINE OCOOyI0 BaXXHOCTh TE€X WM HWHBIX
TEOPETUYECKUX MOJIOKECHUH.

JlopabaTbiBaTh KOHCIIEKT JICKIIMA PEKOMEHI0BAHO B COOTBETCTBUU paboueit
MPOTrPpaMMON TUCIUTUTHBI.

M CTOYHUKHU H JIUTEPATYypa JJIsl MOATOTOBKH:

OcHoBHas JuTeparypa

1. BunorpanoBa, 1. M. OpranuzaiuoHHoe MOBEACHUE : YU4eOHO-METOIUYECKUI
komruieke / Y. M. Bunorpanora, B. 1. HoBuukos, B. B. CemenoBa. - Mockga :
Hamko u K, 2015. - 96 c¢. - ISBN 978-5-394-02556-3. - TekcT : 3JIeKTpOHHBIH. -
URL.: https://znanium.com/catalog/product/558072 (mara oOpalleHus:
03.10.2023). — Pexwum qocTyrma: Mo HOIMKCKE.

2. Jlopodeesa, JI.1. Opranu3ainoHHOE TMOBEACHHUE : YICOHUK U MPAKTUKYM JIsI
By30B / JI. . JlopodeeBa. — 2-e¢ u3z., ucnp. u gomn. — Mocksa : U3mgarenbcTBo
FOpaiit, 2023. — 378 c. — (Briciee oo6pazoBanue). — ISBN 978-5-534-07617-2.
— TekcT : anextponHbIi // ObpazoBarenbHas maatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/512742 (nara oopamenus: 03.10.2023).
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3. Psxema, FO. U. OpranuzaunonHoe noBeaeHue : ydeOHoe mocodue / FO. W.

PsoxeBa, O. B. CemenoBa. — Camapa : Camapckuii yHuepcuter, 2021. — 96 c.
— ISBN 978-5-7883-1609-3. — Texkct : a1ekTpoHHBIN // JlaHb : 3JIEKTPOHHO-
oubnuoteunass cucrema. — URL: https://e.lanbook.com/book/256907 (nara

obpamenus: 03.10.2023). — PesxxuM qocTyma: st aBTOpU3. T0JIH30BATEIICH.

4, Xoxmoma, T. II. OpranmzanuonHoe mnoseacHue (Teopus MeEHEIKMEHTa:
Opranuzarnmonnoe nosezaeHue). [Ipakrukym: YueoHoe nocodue / T.I1. Xoxiosa -
M.: Maructp, HUL[ UH®PA-M, 2019. - 256 c.:- (bakanaspuar). - ISBN 978-5-
9776-0367-6. - Texct : AIIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/1010061 (mara ob6pamenus: 03.10.2023). —
Pexxum nocryma: mo nmoamnumcke.

JlonoiHUTEIbHAS JIUTepaTypa

1. Kpsarosa, H. B. Conmosniorusi opranuzanuii ¥ opraHu3alliOHHOE TOBEJICHUE :
yueOHoe no-cobue / H. B. Kparoa. — Actpaxanb : AI'TY, 2022. — 92 ¢. —
ISBN 978-5-89154-736-0. — Texcr : snekTpoHHbIN // JlaHb : AIEKTPOHHO-
oubnuoteunas cucremMa. — URL: https://e.lanbook.com/book/322931 (mara
obpamenus: 03.10.2023). — Pexxum mocTyma: st aBTOPU3. MOJIb30BaTENEH.

2. Epemun, B. H. Teopust MmeHep)KMeHTa: OpraHU3allMOHHOE TTOBEACHHE : yueOHOe
nocobue / B. H. Epemun. — MBanoso : UB['Y, 2018. — 392 ¢. — ISBN 978-5-
7807-1288-6. — Texkct : amekTpoHHBIN // JlaHb : 3JIeKTpOHHO-OMOIMOTEUHAS
cucrema. — URL: https://e.lanbook.com/book/267866 (mara oOpatieHus:
03.10.2023). — Pexwum jocTyna: ijis aBTOPHU3. TOJIb30BaTEIICH.

Jlexuus 2 no teme 2: Kitaccudukanusi 10KyMeHTOB, UX QyHKIUH

Bomnpocsr:
1. denepanbHOE 3aKOHOJATENHCTBO B cepe paboThl C JOKYMEHTHPOBAHHOMN
uHdopmaIuein. HopmaTtuBHO-MeTOIMUECKHE JIOKYMEHTBI o

JIEJIONPOU3BOACTBY U OPraHU3alMU APXUBHOI'O XPAHEHUS IOKYMEHTOB.
2. Knaccudukanus, yaudukaius u CTaHIapTU3AIMS B ASTONPOU3BOJICTBE.
3. MexmyHapoaHbie CTaHIapThl B 00J1aCTH PabOThI C TOKyMEHTaMHU.

MeToauyeckue peKOMEHAALMH

Jlexuust MpPOBOIUTCA KAaK C TMPUMEHEHHEM TPAJAMIMOHHBIX TEXHOJIOTHMA
(0030pHas JNeKuus), TAK 1 THTEPAKTUBHBIX TEXHOJIOTHIA (MpoOIeMHas JEKIIHs).

B Xxoge JEKUMOHHBIX 3aHATUH CTYJEHTaM pPEKOMEHIOBAHO BECTH
KOHCIIEKTUPOBaHHE ydyeOHOro marepuana. OOpaliarb BHUMaHUE Ha KaTErOpuH,
(GOpMYIMPOBKHM, PACKPHIBAIOIINE COJAEPKAHME TE€X WIM WHBIX SBICHUU W
MPOLIECCOB, HAYYHbIE BBIBOIbI U MPAKTUUECKUE PEKOMEHJAINH.

PexomennyeTcst 3agaBaTh MPENOIABATENIO YTOUHSIOIUE BOIPOCHI C LIEIBIO
VSCHEHUS TEOPETHUYECKUX MOJOKEHUW, pa3peuieHus] CHOPHBIX CHUTYalHM.
XKenarenpHO OCTaBUTH B pabOYMX KOHCIIEKTAX MOJIsl, HA KOTOPBIX J€NaTh MOMETKU
U3 PEKOMEHJOBAaHHOW JIMTEPaTyphl, AOMOJHSIOIIME MaTEpUal MPOCIYIIAHHON
JeKIUU, a Takke MOJYEPKHUBAIOUIME OCOOYI0 BaXKHOCTh TE€X WM HHBIX
TEOPETUUECKUX TTOJTOKCHUU.
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JlopaGaTbIBaTh KOHCHEKT JIGKIIMM PEKOMEHIOBAHO B COOTBETCTBUHU paboueit
IIPOTPaMMON TUCLIUIUINHBI.

NcTouHuKkn M uTepaTypa AJs NOArOTOBKH:

OcHoBHas JauTEpaTypa

1. Bunorpamosa, 1. M. OpranuzaiimoHHOe MOBEACHUE : YU4COHO-METOIUYCCKUIMA
komruieke / M. M. Bunorpanosra, B. 1. HoBuukos, B. B. CemenoBa. - Mockga :
Hamkos u K, 2015. - 96 c. - ISBN 978-5-394-02556-3. - TekcT : 37IEKTpOHHBIH. -
URL.: https://znanium.com/catalog/product/558072 (marta oOpareHus:
03.10.2023). — Pesxum gocTyTia: mo MmoAIHCKe.

2. Jopodeena, JI.LU. Opranu3zaiimoHHOES TOBEACHNUE : YYSOHUK M IPAKTHKYM IS

By30B / JI. . JlopodeeBa. — 2-e¢ u3a., ucnp. u gomn. — Mocksa : U3garenbcTBo
FOpaiit, 2023. — 378 ¢. — (Bricmee ob6pazoBanue). — ISBN 978-5-534-07617-2.
— Texcr : anexTponnsiit // OOpa3zoBarenpHas mnatdopma FOpaiit [caiit]. — URL:

https://urait.ru/bcode/512742 (nata oOpamenus: 03.10.2023).
3. Psxema, FO. U. OpranuzanuionHoe noseaeHue : ydeobHoe mocobue / 0. H.

PsokeBa, O. B. CemenoBa. — Camapa : Camapckuii yausepcurer, 2021. — 96 c.
— ISBN 978-5-7883-1609-3. — TekcT : 35eKTpoHHBIN // JIaHb : AIEKTPOHHO-
ombmmoreunas cuctrema. — URL: https://e.lanbook.com/book/256907 (nata

obpamienus: 03.10.2023). — Pexxum mocTyma: st aBTOPHU3. MOJIb30BaTENEH.

4. Xoxnoa, T. II. OpranuzammonHoe mnoBenaeHue (Teopuss MeHeIKMeEHTA:
OpranuzanuonHoe noseaeHue). [Ipaktukym: Yueonoe nocodue / T.I1. Xoxiosa -
M.: Maructp, HUL] UH®PA-M, 2019. - 256 c.:- (bakanaBpwuar). - ISBN 978-5-
9776-0367-6. - Tekct : AIIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/1010061 (mara oOpamenus: 03.10.2023). —
PexxuMm noctyma: mo noAmnucke.

JlonoiHUTEIbHAS JIUTEepaTypa

1. Kpsrosa, H. B. Counonorusi opranu3anuii 1 OpraHu3alMOHHOE TTOBEJICHHUE :
yueOHoe mo-cobue / H. B. KpstoBa. — Actpaxans : AI'TY, 2022. — 92 c. —
ISBN 978-5-89154-736-0. — Texct : anexTpoHHb // JlaHb : 27IEKTPOHHO-
oubnuoteunass cucrema. — URL: https://e.lanbook.com/book/322931 (nmara
obpamenus: 03.10.2023). — Pexxum mocTyma: st aBTOPHU3. MOJIb30BaTENEH.

2. Epemnn, B. H. Teopusa meHemxMeHTAa: OpraHM3allHOHHOE IIOBEIAEHUE :
yaeoHoe nmocobue / B. H. Epemun. — HMBanoso : UB['Y, 2018. — 392 c. — ISBN
978-5-7807-1288-6. — Tekct : onexkTpoHHBId // JlaHb : DIIEKTPOHHO-
oubmmoreunass cucrema. — URL: https://e.lanbook.com/book/267866 (nata
obpamenusi: 03.10.2023). — Pesxxum gocTymna: ajist aBTOpU3. TOJIb30BATEIICH.

Jlekuus 3 mo teme 3: Cranaapruzanus oGpopMiIeHHs OPraHU3aMOHHO-
pacnopsiIuTeJIbHbIX TOKYMEHTOB
Bonpocsr:



OO1ue nojoxeHus: opopmMIIeHUs JOKYMEHTOB.

bnaHku 1OKyMEHTOB.

FOpunnyeckas cuina 10KYMEHTOB.

OdopmiieHre  PEKBU3WUTOB,  ONPEACISIONIMX  IOPUIAUYECKYIO  CHITY

JIOKYMEHTOB: «JlaTa TOKyMEHTa», «PETUCTPAIIMOHHBI HOMEp TIOKyMECHTay,

«rpud yTBEpXKACHHUS JOKYMEHTA», «IOAMUCH JOKYMEHTa», «Tpud

COTJIACOBAHUS JIOKYMEHTA, KOTTHCK TIEUaTH.

5. TpeOoBaHMS K TEKCTY yNPaBICHUYECKOTO JOKYMEHTA.

6. OdopmieHHE PEKBU3UTOB, OIPEACTSIONMX [BIKEHHE M OTPaKaIOIIUX
00paOOTKy Y HCIIOJHEHHE JOKYMEHTa: «aJpecary, «pPe30JIOLUs»,
«3aroJIoBOK K TEKCTY», «OTMETKa O HaJUYuu MPWIOKECHUSD, «BHU3a
COTJIACOBAHUS JTOKYMEHTa», « CChUIKa Ha PErHCTPAIlMOHHBIA HOMEp U JaTy
JIOKYMEHTa», «OTMETKa O KOHTPOJIE», «OTMETKa O 3aBEPEHHUH KOIHW,
«OTMETKa 00 WCIIOJIHUTENE», «OTMETKa OO0 WCIIOTHEHUU JOKyMEHTa |
HaIpaBJICHUM €ro B JIEJI0», «OTMETKAa O TOCTYIUICHUU JIOKYMEHTa B
OpraHU3alUIo», «UJACHTUPUKATOP PJICKTPOHHON KOMUU JJOKYMEHTA.

7. Tabenp yHudunupoBaHHbIX GopM u aasboM (HOpM  JTIOKYMEHTOB

MPEANPUATHS.

Eal A

MeToauyeckue peKOMeH AU

Jlekist TPOBOAMTCS KaK C MNPUMEHEHHEM TPAJAUIIMOHHBIX TEXHOJIOTUH
(0030pHast IeKIKs ), TaK 1 UHTEPAKTUBHBIX TEXHOJOTUM (MPOOIeMHAas JISKITH).

B xozme JEKUMOHHBIX 3aHATUM CTyJACHTAaM PEKOMEHJOBAHO BECTHU
KOHCHEKTUPOBaHUE yueOHOro marepuana. OOpailaTh BHUMAaHHE Ha KaTerOpHH,
GbOpMYIIUPOBKH, PACKpPBIBAIOIIME COJEpKaHUE TEX WM HWHBIX SBJICHUN U
MPOIIECCOB, HAYYHBIC BHIBOJIBI U MPAKTUYECKUE PEKOMEHIAIUU.

PexoMeHiyeTcs 3a/1aBaTh MPENOAABATENI0 YTOUHSIOIAE BOIPOCHI C IENBIO
VSICHEHUSI TEOPETUYECKUX TIOJIOKEHUW, pa3pelieHus CIOPHBIX CHUTYyalUu.
KenaTenpbHO OCTaBUTh B paOOUYMX KOHCIIEKTAX IMOJIsl, HA KOTOPBIX JeIaTh TOMETKH
U3 PEKOMEHJOBAHHOW JIUTEpaTypbl, AOMOJHSAIOIIME MaTepuall MPOCITyLIIaHHOU
JEKIMM, a TakkKe TMOMYEPKUBAIONINE OCOOYI0 BaXXHOCTh TE€X WM HWHBIX
TEOPETUUECKUX TTOJIOKCHUU.

JlopabaThIBaTh KOHCIIEKT JICKIITUM PEKOMEHIOBAHO B COOTBETCTBUU paboueii
MPOTPpaMMOM TUCIUTUTHBI.

M CTOYHUKHU H JIUTEPATYpa ISl OATOTOBKH:

OcHoBHas JuTeparypa

1. Bunorpagosa, WM. M. OpraHuzanmoHHoe TMOBeAEHUE : y4eOHO-
Metonuyeckuit kommuiekc / WM. M. Bunorpamosa, B. WM. Hosuuxos, B. B.
CemenoBa. - Mocksa : JlamkoB u K, 2015. - 96 c. - ISBN 978-5-394-02556-3. -
Tekcr : anexktponHsiid. - URL: https://znanium.com/catalog/product/558072 (nmata
obpamenus: 03.10.2023). — Pexxum ocTyna: 1mo moamucKe.

2. Jlopodeesa, JI.1. Opranu3aioHHOE TOBEACHHUE : YICOHUK U MPAKTUKYM JIsI
By30B / JI. 1. JlopodeeBa. — 2-e mu3x., ucnp. u jaorn. — Mocksa : M3garenbcTBo
FOpaiit, 2023. — 378 c¢. — (Bricmee oopazoBanme). — ISBN 978-5-534-07617-2.
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— Texcr : anexTponnsiii // OOpa3zoBarensHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/512742 (nara oopamenus: 03.10.2023).
3. Psxesa, FO. 1. OpranuzanuonHoe mnoBejneHue : yueOHoe nocooue / FO. .

PsokeBa, O. B. CemenoBa. — Cawmapa : Camapckuii yauBepcurer, 2021. — 96 c.
— ISBN 978-5-7883-1609-3. — Texkct : a1ekTpoHHBIN // JlaHb : 3JIEKTPOHHO-
oubnuoteunass cucrema. — URL: https://e.lanbook.com/book/256907 (nata

obpamenus: 03.10.2023). — PesxxuM qocTyma: it aBTOpU3. T0JIH30BATEIICH.

4. XoxmoBa, T. II. OpranmsammonHoe mnoBenenue (Teopuss MeHeTKMEHTA:
Opranuzarnmonnoe noezaeHue). [Ipaktukym: YueoHoe mocobue / T.I1. Xoxmosa -
M.: Maructp, HUL[ UH®PA-M, 2019. - 256 c.:- (bakanaspuar). - ISBN 978-5-
9776-0367-6. - Texct : AIIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/1010061 (mara obpamenus: 03.10.2023). —
Pexxum nocryma: mo nmoamnucke.

JlonoiHUTEIbHAS JIUTEepaTypa

1. Kpsarosa, H. B. Commonorust opranu3zaiuii 1 OpraHu3aliioOHHOE MMOBEICHUE :
yueOHoe mno-cobue / H. B. KpsroBa. — Actpaxanp : AI'TY, 2022. — 92 c. —
ISBN 978-5-89154-736-0. — Texct : anexTpoHHbIN // JlaHb : 3JIEKTPOHHO-
oubnuoreunass cucrema. — URL: https://e.lanbook.com/book/322931 (nmara
obpamienus: 03.10.2023). — Pexxum nocTyma: st aBTOPHU3. MOIb30BaTENEH.

2. Epemun, B. H. Teopus MeHemKMEHTA: OpPraHMW3allMOHHOE IIOBEACHHE :
yaeoHoe mocoome / B. H. Epemun. — HMBanoso : UBI'Y, 2018. — 392 ¢. — ISBN
978-5-7807-1288-6. — Tekct : onexktpoHHBIW // JlaHB : DJIEKTPOHHO-
oubnmoteunas cucrema. — URL: https://e.lanbook.com/book/267866 (nmata
obpamenusi: 03.10.2023). — Pexxum gocTymna: ajis aBTOpU3. MOJIb30BATEIICH.

Jlekuus 4 mo teme 4: OdopmiieHUe OPraHM3alMOHHBIX JOKYMEHTOB
Bomnpocsr:

1. Buapl opraHu3allMOHHBIX JOKYMEHTOB: MHUCCHUA, YCTaB, MOJOXEHHE 00
OpraHu3alliy, IMOJIOKEHUE O CTPYKTYPHOM IMOIPa3[elICHUH, NAOJKHOCTHAS
WHCTPYKLIMS, CTPYKTypa M IITaTHAas YUCIECHHOCTb, IITATHOE PAaCIUCaHMUE,
UHCTPYKLIIMM  OPraHU3allMOHHO-METOJMYECKOTO HA3HAYEHMs W IIpaBUIIA,
IIPOLICCCHBIE  PETIIAMEHTHI IPEANPUATHSA, JOKYMEHTBI ~ CHCTEMBI
MEHEI)KMEHTA KauyecTBa, J10roBOP.

2. COBOKYIHOCTb PEKBU3UTOB, ONPEAEIISIIONIMX OPraHU3al[MOHHBINA JOKYMEHT.

MeToanyecKkue peKOMEeHAAUU

Jlexuust MpPOBOIUTCA KAaK C MPUMEHEHHUEM TPAJAMIMOHHBIX TEXHOJOTUN
(00G30pHas JeKus), TAK 1 THTEPAKTUBHBIX TEXHOJOTHUN (TpoOIeMHast JeKIus).

B Xxome JEKUMOHHBIX 3aHATUM CTYJEHTaM pPEKOMEHJIOBAHO BECTH
KOHCIIEKTUpOBaHUE ydeOHOro marepuana. OOpaliarb BHUMaHUE Ha KAaTETOPUH,
(GOpMYIMPOBKH, PACKPHIBAIOIINE COJAEPKAHME TE€X WIM WHBIX SBICHUU W
MPOLIECCOB, HAYYHbIE BBIBO/IbI U IPAKTUUECKUE PEKOMEHAALINH.
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PekomennyeTcst 3agaBaTh MPENOABATENIO YTOUHSIOIUE BOIPOCHI C LIEIIBIO
YSCHEHUS TEOPETHUECKUX TMOJOKEHUW, pa3penieHusi CHOPHBIX CHUTYalUM.
KenaTenbHO OCTaBUTHh B paOOUYMX KOHCIIEKTAX IMOJIs,, HA KOTOPBIX Je1aTh TOMETKU
U3 PEKOMEHJOBAaHHOM JUTEPATyphl, AOMOJIHSIONME MaTepuan MpPOCITYyIIaHHOM
JeKIMM, a TakkKe TMOJYEPKUBAIONIME OCOOYI0 BaXXHOCTb TEX WJIM HHBIX
TEOPETUYECKUX MOJIOKEHUH.

JlopabaThiBaTh KOHCIEKT JICKIIMM PEKOMEHJIOBAHO B COOTBETCTBUU paboyeit
MPOTrpaMMON TUCIUTUTUHBI.

M cTOYHUKH ¥ TUTEpATYyPpa AJsl OATOTOBKH:

OcHoBHas JuTepaTypa

1. BunorpamgoBa, 1. M. Opranu3aiiioHHOE TOBEACHUE : YUSOHO-METOAUYSCKUI
komrieke / . M. Bunorpanosa, B. 1. Hosuukos, B. B. CemenoBa. - Mockga :
Hamko u K, 2015. - 96 c¢. - ISBN 978-5-394-02556-3. - TekcT : 3JeKTpOHHBIH. -
URL: https://znanium.com/catalog/product/558072 (mata oOparnieHus:
03.10.2023). — Pexwum qocTyrma: 1o HOIMHCKE.

2. Jlopodeesa, JI.M. OpranuzaioHHOE MOBEACHHUE : YYCOHUK U MPAKTUKYM JIsI

By30B / JI. 1. JlopodeeBa. — 2-e u3a., ucnp. u jgon. — Mocksa : M3garenbcTBo
FOpaiit, 2023. — 378 ¢. — (Bricmiee oopazoBanue). — ISBN 978-5-534-07617-2.
— Texcr : anexTponnsiit // OOpa3zoBarensHas miatdopma FOpait [caiiT]. — URL:

https://urait.ru/bcode/512742 (nara oopamenus: 03.10.2023).
3. PsxeBa, FO. M. OpranusanuonHoe moBeneHue : ydeOHoe mocobme / 0. .

PsoxeBa, O. B. CemenoBa. — Camapa : Camapckuii yauBepcurteT, 2021. — 96 c.
— ISBN 978-5-7883-1609-3. — Texkct : 31eKTpoHHBIN // JlaHb : 3JIEKTPOHHO-
oumbnmoreunas cucrema. — URL: https://e.lanbook.com/book/256907 (nmata

obpamenusi: 03.10.2023). — Pexxum qocTymna: aJisi aBTOpU3. MOJIb30BATEIICH.

4, Xoxmoma, T. II. Opranm3anuonHoe moseacHue (Teopus MEHEIKMEHTa:
OpranuzanuonHoe nopeacHue). [Ipaktukym: Yueonoe nocodue / T.I1. Xoxiosa -
M.: Maructp, HUL UH®PA-M, 2019. - 256 c.:- (bakanaspuar). - ISBN 978-5-
9776-0367-6. - Tekct : AIEKTPOHHBIN. - URL:
https://znanium.com/catalog/product/1010061 (mara ob6pamenus: 03.10.2023). —
PexxuMm octymna: mo noAmnucke.

JlomostHUTEILHAS JIMTEpaTypa

1. Kpsrora, H. B. Cormuosnorusi opranu3anuii 1 opraHu3aliOHHOE MOBEICHUE :
yueOHoe no-codue / H. B. Kparoa. — Actpaxanb : AI'TY, 2022. — 92 ¢c. —
ISBN 978-5-89154-736-0. — Texcr : snekTpoHHBIH // JlaHb : DIEKTPOHHO-
oubmmoreunass cuctema. — URL: https://e.lanbook.com/book/322931 (nmara
obpamenusi: 03.10.2023). — Pexum gocTymna: st aBTOpU3. M0JIH30BaTEIICH.

2. Epemun, B. H. Teopust MmeHepxkMeHTa: OpraHU3allMOHHOE TTOBEACHHE : yueOHOe
nocobue / B. H. Epemun. — MBanogo : MBI'Y, 2018. — 392 c. — ISBN 978-5-
7807-1288-6. — Texkct : anmekTpoHHBIN // JlaHb : 351eKTpOHHO-OMOIMOTEUHAS
cucrema. — URL: https://e.lanbook.com/book/267866 (mara oOparieHus:
03.10.2023). — PexxuM gocTyma: Juist aBTOPH3. MOJIb30BATEIICH.
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METOAUYECKHUE PEKOMEHJALIHNU K TIPAKTUYECKHUM 3AHATUAM

IIpakTnueckoe 3ansaTue 1 no teme 1: Knaccupuxauus 10KyMEHTOB, UX QYHKIUH

BOHPOCBI AJI KOJUIOKBUYMaA

Omnpenenenne MOHATHS «JlOKyMEHTY.

OyHKIUY TOKYMEHTA, NX B3aUMOCBSI3b.

Tumonorus T0KyMEHTOB.

TpeOoBaHMsI K KAYECTBY YIIPABICHYECKOTO IOKYMEHTA?

Awbhe

MeToan4yeckue peKOMeHIaumn

IIpy 1oAroTOBKE K IPAKTHYECKUM 3aHATHUAM CTYACHT JOJDKEH IIPUACPKUBATHCS
CJIEYIOIINX PEKOMEHIAINMN:

- BHUMATEJIbHO U3YYUTh OCHOBHBIE BOIIPOCHI TEMBI U IIJIaH IPAKTUYECKOTO 3aHATHS,

- ONPEEIUTh MECTO TEMBI 3aHATHUS B 00IIEM COJIEPKaHUHU, €€ CBA3b C IPYTMMHU TEMaMU;

- HaliTU ¥ IpopaboTaTh COOTBETCTBYIOLIUE Pa3Jielibl B PEKOMEHJOBAaHHBIX HOPMATHUBHBIX

JOKYMEHTaX, yueOHUKaX U JONOJIHUTENbHOM JIUTEpaType;

- IIOCJI€ O3HAKOMJIEHMSI C TEOPETHYECKUMM MaTepHUAIOM OTBETUTHh HA BOIIPOCHI IO TEME
Kypca,

- IPOAYMATh ITyTH M CIIOCOOBI pEeIICHHsI TPOOJIEMHBIX BOIIPOCOB;

- NPOJIyMaTh Pa3BEPHYTHIE OTBETHI Ha IPEIJIOKEHHBIE BOIPOCHI TEMBI, ONMHUPAsACh Ha
JIEKLIMOHHbIE MAaTEPUaJIbl, PACIIUPSSA U JTONOJHSASA UX JaHHBIMU U3 YU€OHUKOB, JOIOJIHUTEIbHON
JIUTEPATYPHI.

B xone mpakTudeckoro 3aHSATHS HEOOXOAMMO BBINOJHUTH MPAKTUYECKOE 3aJaHue, a
3aTeM OOBSACHUTH METOAUKY €r0 PELICHHUS.

HMcTouHUKH M TUTEpaTypa AJsl OATOTOBKH:

OcHoBHas JuTEpaTypa

1. Bunorpanona, . M. OpranuzaiinoHHOE MOBEJACHUE : Y4€OHO-METOANYECKHIM
komruieke / M. M. Bunorpanora, B. 1. HoBuukos, B. B. CemenoBa. - Mockga :
HamkoB u K, 2015. - 96 c. - ISBN 978-5-394-02556-3. - TekcT : 2neKTpOHHBIN. -
URL.: https://znanium.com/catalog/product/558072 (mara oOpalleHus:
03.10.2023). — Pexwum qocTyrma: Mo HOIIMHCKe.

2. Jlopodeesa, J.U. OpranuzaiimoHHoe MOBEAEHUE ;| YICOHUK U MPAKTHUKYM JIJIsI
By30B / JI. . JlopodeeBa. — 2-¢ u3x., ucnp. u gom. — Mocksa : U3garenbcTBo
FOpaiit, 2023. — 378 ¢. — (Bwicmiee oo6pazoanue). — ISBN 978-5-534-07617-2.
— TekcT : anexkTpoHHbIi // ObpazoBarenbHas mwiathopma Opaiit [caiit]. — URL:
https://urait.ru/bcode/512742 (nara oopamenus: 03.10.2023).

3. Psxesa, FO. W. OpranuzanuonHoe mnoseneHue : yueOHoe nocooue / FO. .

PsoxeBa, O. B. CemenoBa. — Camapa : Camapckuii yHuepcutet, 2021. — 96 c.
— ISBN 978-5-7883-1609-3. — Texkcr : a1ekTpoHHBIN // JlaHb : 3JIEKTPOHHO-
oubmmoreunas cucrema. — URL: https://e.lanbook.com/book/256907 (marta

obopamenwns: 03.10.2023). — Pexxum mocTyma: 1j1si aBTOPHU3. MOIb30BaTEIEH.
4, Xoxnoma, T. II. OpranuzanuonHoe mnoBeneHue (Teopus MeHETKMEHTA:
Opranuzarmonnoe nosezaeHue). [Ipaktukym: YueoHoe nmocodue / T.I1. Xoxiosa -



12

M.: Maructp, HUL[ UH®PA-M, 2019. - 256 c.:- (bakanaspuar). - ISBN 978-5-
9776-0367-6. - Tekct : AJIEKTPOHHBIN. - URL:
https://znanium.com/catalog/product/1010061 (mata oGpamenus: 03.10.2023). —
Pexum moctymna: 1o moInumcke.

JlomoJTHUTEIbHAs JIUTepaTypa

1.  Kpsrosa, H. B. Comnonorust opranu3anyii 1 OpraHu3alliOHHOE TIOBSICHHE :
yaeOHoe mo-cobue / H. B. KpstoBa. — Actpaxanp : AI'TY, 2022. — 92 ¢c. —
ISBN 978-5-89154-736-0. — TekcT : snekrpoHHBI // JlaHb : 3JIEKTPOHHO-

oubnmuoteunas cucrema. — URL: https://e.lanbook.com/book/322931 (mata
obopamenwns: 03.10.2023). — Pexxum mocTyma: 1j1sl aBTOPHU3. MOIH30BaTEIICH.

2. Epemun, B. H. Teopus MeHemKMEHTa: OpPraHU3allMOHHOE IIOBEIACHHE
yaeoHoe nmocodbue / B. H. Epemun. — HMBanoso : UB['Y, 2018. — 392 c. — ISBN
978-5-7807-1288-6. — Tekcr : onekTpoHHbId // JlaHb : SJIEKTPOHHO-
oubnuoteunass cucrema. — URL: https://e.lanbook.com/book/267866 (nmarta

obpamienus: 03.10.2023). — Pexxum mocTyma: st aBTOpHU3. MOJIb30BaTENEH.

IIpakTHuyeckoe 3aHsATHE 2 10 TeMe 2. HopMaTHBHO-METOANYECKOE PEryInpOBanne
JIOKYMEHTAIMOHHOI0 o0eciedeHns yIpaBJeHus

TeMbI 1J14 Dcce

=

Ponb AOKYMCHTA B ’KU3HU YCJIOBCKA U O6H.I€CTBa

N

ApXUBBI, MX pOJIb U 3HAYEHUE B MOEH KU3HH, KU3HU MOEH ceMbU 00IeCTBa U
rocysapcTBa

Ponb coBpeMeHHbBIX HH)OPMALIMOHHBIX TEXHOJIOTHI B TOKYMEHTOO0OpOTE
[Tpodeccust noKkymMeHTOBe1a CETOIHS U 3aBTpa

ONEKTPOHHBIM TOKYyMEHTOOOOPOT: TOCTOMHCTBA U HEOCTAaTKU

o gk w

Ponb AOKYMCHTOB B JCATCIbHOCTHU OpraHu3alinuun

MeToauyeckue peKOMEHAAMH

[Ipy 1DOATOTOBKE K MPAKTUYECKUM 3aHATUSAM CTYACHT [JOJDKEH IIPUIEPKUBATHCA
CIEAYIOIIMX PEKOMEHAAIUI:

- BHUMATEIbHO U3YYUTh OCHOBHBIE BOIIPOCHI TEMBI U IUIAH ITPAKTUYECKOTO 3aHATHA,

- OIpCACINUTEL MCCTO TCMbI 3aHATHA B 06H1€M COJACPpIKaHNHU, €€ CBA3b C APYTUMH TEMAMU;

- HalTU ¥ IpopaboTaTh COOTBETCTBYIOLIUE Pa3/ieibl B PEKOMEHJOBAaHHBIX HOPMATHBHBIX

JTOKYMEHTaX, Y4eOHUKAX U TOTIOJHUTEIBLHOM JIUTEepaType;

- MOCJIE 03HAKOMJICHHUSI C TEOPETUUYECKMM MaTE€pUaIOM OTBETUTH HA BOIPOCHI MO TEME
Kypca,

- IPOJyMAaTh MYTH U CIIOCOOBI PeLICHUS MPOOIEMHBIX BOIIPOCOB;

- NPOAYMAaTh Pa3BEPHYTHIE OTBETHI Ha MPEMIIOKEHHBIE BOIIPOCHI TEMBI, OMUPASICh Ha
JICKIIMOHHBIE MATEPUAJIbl, PACIIUPSS U TOTONHSS UX JaHHBIMU U3 YUEOHHKOB, JOMOTHHTEIHLHOU
JIUTEPATYPHI.

B xonme mpakTH4eckoro 3aHATHS HEOOXOAMMO BBHIMOTHUTH MPAKTUYECKOE 3a/JaHue, a
3aTeM OOBSICHUTH MCTOOUKY €T0 PCUHICHUA.
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M cTOYHUKH M TUTEpaTypa [Jisl NOATOTOBKH:

OcHoBHas JauTEpaTypa

1. Bunorpamosa, 1. M. OpranuzaiimoHHOe MOBEACHUE : yU4eOHO-METOIUYCCKUIMA
komruieke / M. M. Bunorpanosa, B. 1. HoBuukos, B. B. CemenoBa. - Mockga :
Hamkos u K, 2015. - 96 c. - ISBN 978-5-394-02556-3. - TeKcT : 3JIeKTpOHHBIH. -
URL: https://znanium.com/catalog/product/558072 (mara oOparieHus:
03.10.2023). — Pexxum gocTyTia: mo MmoAImHuCKe.

2. Jopodeena, JI.LU. OpranuzanmoHHOEe TOBEACHNUE : YYSOHUK M IPAKTHKYM IS
By30B / JI. W. JlopodeeBa. — 2-¢ u3a., ucnp. u gomn. — Mocksa : U3garenbcTBo
FOpaiit, 2023. — 378 ¢. — (Bricmee oopa3oBanme). — ISBN 978-5-534-07617-2.
— Texcr : anexTponnsiii / O6paszoBarensHas miatdhopma FOpaiit [caiiT]. — URL:
https://urait.ru/bcode/512742 (nara oopamenus: 03.10.2023).

3. PsxeBa, FO. U. Opranuzamnrionnoe noseaeHue : ydeoHoe mocoobue / 0. H.

PsokeBa, O. B. CemenoBa. — Camapa : Camapckuii yausepcurer, 2021. — 96 c.
— ISBN 978-5-7883-1609-3. — TekcT : 35eKTpOoHHBIN // JIaHb : AIEKTPOHHO-
ombimoreunas cucrema. — URL: https://e.lanbook.com/book/256907 (nata

obpamienus: 03.10.2023). — Pexxum nocTyma: st aBTOPHU3. MOJIb30BaTENEH.

4. Xoxmoma, T. II. OpranmzanuonHoe mnoseaeHue (Teopuss MeHEMKMEHTA!
OpranuzanmonHoe noseaeHue). [lpaktukym: Yueonoe nocobue / T.I1. Xoxiosa -
M.: Maructp, HUL] UH®PA-M, 2019. - 256 c.:- (bakanaBpwuar). - ISBN 978-5-
9776-0367-6. - Tekct : AIIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/1010061 (mara ooOpamenms: 03.10.2023). —
PexxuMm ntoctyma: mo noamnucke.

JlonoiHUTEIbHAS JIUTEepaTypa

1. Kpsrosa, H. B. Counonorusi opranu3aiyii 1 OpraHu3alMOHHOE TTOBEJICHHUE :
yueOHoe mo-cobue / H. B. KpstoBa. — Actpaxanp : AI'TY, 2022. — 92 c. —
ISBN 978-5-89154-736-0. — Texct : anexTpoHHbIN // JlaHb : 31IE€KTPOHHO-
oubnuoteunass cucrema. — URL: https://e.lanbook.com/book/322931 (nmara
obpamenus: 03.10.2023). — Pexxum mocTyma: st aBTOPHU3. MOJIb30BaTENEH.

2. Epemun, B. H. Teopus meHemkMeHTa: OpraHW3alMOHHOE IIOBEICHUE :
yaeoHoe nmocodbue / B. H. Epemun. — MBanoso : UB['Y, 2018. — 392 c. — ISBN
978-5-7807-1288-6. — Tekct : onexkTpoHHBId // JlaHb : DIIEKTPOHHO-
oubmmoreunass cucrema. — URL: https://e.lanbook.com/book/267866 (nata
obpamenust: 03.10.2023). — PexxuM gocTymna: aJjisi aBTOpU3. M0JIb30BATEIICH.

IIpakTHueckoe 3aHsaTHE 3 MO TeMe 3. Ctanaapruzanusi 0GopMIeHHSs
OPraHu3alMOHHO-PACIIOPAAUTEC/IbHBIX TOKYMEHTOB
3ananue QU1 POEKTa
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3apanme: moaroToBbTE MPOEKT [loN0KEeHUS 0 JOKYMEHTOOOOPOTE OpraHU3aINH,
OCYIIIECTBIISIONIEH NeATETHbHOCTh B OJJHOM U3 CIEAYIONIHNX cep:

- chepa 00I11IECTBEHHOTO MUTAHUS;

- OaHKOBCcKas cepa;

- chepa po3HUYHOM TOPTOBIIH;

- chepa O TOBOI TOPTOBIIH;

- chepa KUIUITHO-KOMMYHATHPHOTO XO3SMCTBA;

- chepa OBITOBOTO OOCTY)KMBAHUS HACETICHHUS.

MeTounqecmle PEKOMEHIAIIUN

IIpy noAroToBKE K MPaKTUYECKUM 3aHATUSAM CTYIAEHT JOJDKEH IpPHUIEPKUBATHCA
CJIEYIOIINX PEKOMEHIAIINMN:

- BHUMATEJIbHO U3YYUTh OCHOBHBIE BOIIPOCHI TEMBI U IIJIaH MPAKTUYECKOTO 3aHSTHS,

- ONPEEIUTh MECTO TEMBI 3aHATHS B OOLIEM COJEPKAHUHU, €€ CBA3b C IPYTMMU TEMaMU;

- HaliTU ¥ IpopaboTaTh COOTBETCTBYIOILIUE Pa3Jieibl B PEKOMEHJOBAaHHBIX HOPMATHUBHBIX

JOKYMEHTaX, yueOHUKaX U JONOJIHUTEIbHOM JIUTEpaType;

- IIOCJI€ O3HAKOMJIEHMSI C TEOPETHYECKMM MaTepHAIOM OTBETUTh HA BOIIPOCHI IO TEME
Kypca,

- IPOAYMATh ITyTH U CIIOCOOBI PEeIICHHsI TPOOJIEMHBIX BOIIPOCOB;

- MPOJIyMaTh Pa3BEPHYTHIE OTBETHI Ha INPEMJIOKEHHBIE BOIIPOCHI TEMBI, ONUPAACH Ha
JIEKLIMOHHbIE MAaTEPUaJIbl, PACIIUPSSA U JTONOJHSASA UX JaHHBIMU U3 YU€OHUKOB, JOIOJIHUTEIbHON
JIUTEPATYPHI.

B xone mpakTudeckoro 3aHSATHS HEOOXOAMMO BBIIOJHUTH MPAKTUYECKOE 3aJaHue, a
3aTeM OOBSACHUTH METOAUKY €T0 PELICHHUS.

HMcTouyHUKH M TUTEpaTypa sl MOATOTOBKM:

OcHoBHas JuTeparTypa

1. Bunorpanona, . M. OpranuzaiinoHHOe MOBEJACHUE : Y4€OHO-METOAMYECKHIM
komruieke / Y. M. Bunorpanora, B. 1. HoBuukos, B. B. CemenoBa. - Mockga :
HamkoB u K, 2015. - 96 c. - ISBN 978-5-394-02556-3. - TekcT : 2neKTpOHHBIN. -
URL: https://znanium.com/catalog/product/558072 (mara oOpareHus:
03.10.2023). — Pexwum qocTyrma: Mo HOMHCKe.

2. Jlopodeesa, JI.W. OpranuzanoHHOE MOBEACHHUE : YYCOHUK U MPAKTUKYM JIsI
By30B / JI. . JlopodeeBa. — 2-¢ u3m., ucnp. u gomn. — Mocksa : U3garenbcTBo
FOpaiit, 2023. — 378 ¢. — (Bwicmiee oo6pazoanue). — ISBN 978-5-534-07617-2.
— TekcT : anexktpoHHbIi // ObpazoBarenbHas mwiathopma Opaiit [caiit]. — URL:
https://urait.ru/bcode/512742 (nata oopamenus: 03.10.2023).

3. Psxesa, FO. W. OpranuzanuonHoe noseneHue : yuyeOHoe mocooue / FO. M.

PsoxeBa, O. B. CemenoBa. — Camapa : Camapckuii yHusepcurer, 2021. — 96 c.
— ISBN 978-5-7883-1609-3. — Texkct : anexkTpoHHbIN // JlaHb : 3JEKTPOHHO-
ombimoreunas cucrema. — URL: https://e.lanbook.com/book/256907 (nata

obopamenwus: 03.10.2023). — Pexxum moctyma: uist aBTOPHU3. MOIH30BATEICH.
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4. Xoxmosa, T. II. OpranusamumonHoe mnoBeneHue (Teopuss MeHeIKMEHTA:
OpranuzanuonHoe noseaeHue). [paktukym: YueoHoe nmocooue / T.I1. Xoxiosa -
M.: Maructp, HUIL UH®PA-M, 2019. - 256 c.:- (bakanaBpuar). - ISBN 978-5-
9776-0367-6. - Tekct : AJIEKTPOHHBIN. - URL:
https://znanium.com/catalog/product/1010061 (mata oGpamenus: 03.10.2023). —
PexxuM noctyna: 1o moJmnucke.

JlonoiHUTEIbHAS JIUTepaTypa

1. Kpstosa, H. B. Counonorust opranu3aiyii 1 OpraHu3alMOHHOE TTOBE/ICHHUE :
yaeOHoe mo-cooue / H. B. KpsroBa. — Acrtpaxanp : AI'TY, 2022. — 92 ¢c. —
ISBN 978-5-89154-736-0. — Texkct : anekTpoHHbIH // JlaHb : S7IEKTPOHHO-
oubnmuoteunas cucrema. — URL: https://e.lanbook.com/book/322931 (mata
obopamenwns: 03.10.2023). — Pexxum mocTyma: 1j1sl aBTOPHU3. MOIH30BaTEIICH.

2. Epemun, B. H. Teopusa MeHeIKMEHTa: OPraHU3ALMOHHOE IIOBEICHHUE :
yueOHoe nocodue / B. H. Epemun. — MBanoso : UB['Y, 2018. — 392 c. — ISBN
978-5-7807-1288-6. — Texkct : onexkrpoHHbd // JlaHb : AJIEKTPOHHO-
oubnuoreunass cucrema. — URL: https://e.lanbook.com/book/267866 (nmarta
obpamienus: 03.10.2023). — Pexxum nocTyma: sl aBTOPHU3. MOIb30BaTENEH.

IIpakTu4yeckoe 3ansitue S no Teme 5. OdopmiieHue pacnopsANTETbHBIX
JOKYMEHTOB
Bomnpocs! Aj151 KOJVIOKBHYMA

Bunel paciopsAMTENbHBIX TOKYMEHTOB, UX Ha3HAYEHHE.

[TonroroBka pacnopsiAUTEIbHBIX TOKYMEHTOB.

Conepxanue npukasa, popMsl IpuKasa.

[Ipuka3pl MO JIMYHOMY COCTaBy Ha  OCHOBe (¢opM u3 «AnbOoMa

W e

yHUDUIIUPOBAHHBIX (OPM MEPBUYHON YUETHOM OKYMEHTAIMU IO yUeTy TpyJla U
€r0 OIIaThD).

5. [Iprka3bl 10 OCHOBHOM ESATEIBHOCTH.

6. COBOKYITHOCTBH PEKBU3UTOB JIOKyMeHTa «lIprkas».

MeToauveckue peKOMEHAAMH

I[Ipy 1OArOTOBKE K  NOPAKTUYECKUM  3aHATUSAM  CTYICHT  JOJDKEH
MPUJICPKUBATHCS CICAYIOIMNX PEKOMEHJALIHM:

- BHUMATEJIBHO M3YYUTh OCHOBHBIE BONPOCHI TEMBI U IUIAH MPAKTUYECKOIrO
3aHATHS,

- OMNpEACIUTh MECTO TEMbl 3aHATHA B OOIEM COJEPKaHUU, €€ CBS3h C
JPYTUMU TEMAMHU;

- HallTU ¥ TIPpOpabOTaTh COOTBETCTBYIOIIUE PA3/CNbl B PEKOMEHIOBAHHBIX
HOPMATUBHBIX
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JTOKyMEHTaX, y4eOHUKaX U JOTOTHUTEIBHON JTUTEPATYPE;

- 1OCJ€ O3HAKOMJICHUSI C TEOPETHMYECKHUM MaTephalioM OTBETUTh Ha
BOIIPOCHI 10 TEME Kypca;

- IPOIyMaTh MyTH U CTIOCOOBI PelIeHUs MPOOJIEMHBIX BOIIPOCOB;

- MpPOAYMaTh pa3BEPHYTHIE OTBEThl HA MPEJIOKEHHBIE BOMPOCHI TEMBI,
ONMUPAsACh Ha JICKIIMOHHBIC MATE€pUaibl, PACIIMPSAs U JOIMOJHSS UX JaHHBIMU U3
y4€OHUKOB, IOTIOJHUTEIBHOU TUTEPATYPHI.

B xoxe mpakTH4eckoro 3aHATHS HEOOXOIWMO BBITIOJIHUTH MPAKTHYIECKOE
3aJjaHue, a 3aTeM OOBSICHUTh METOAMKY €r0 PeIIeHUsI.

M cTOYHUKHU U TUTEpaTypa ISl NOATOTOBKH:

OcHoBHas auTEparypa

1. Bunorpamosa, 1. M. OpranuzaiimoHHOe MOBEACHUE : YU4COHO-METOIUYCCKUIMA
komruieke / M. M. Bunorpanora, B. 1. HoBuukos, B. B. CemenoBa. - Mockga :
HamxoB u K, 2015. - 96 c. - ISBN 978-5-394-02556-3. - TekcT : 2MeKTpOHHBIN. -
URL: https://znanium.com/catalog/product/558072 (mara oOparnieHus:
03.10.2023). — Pexwum qocTyrma: 1o HOIMHCKE.

2. Jlopodeesa, JI.M. OpranuzaioHHOE MOBEACHHUE : YYCOHUK U MPAKTUKYM JIsI
By30B / JI. . JlopodeeBa. — 2-¢ u3a., ucnp. u gomn. — Mocksa : U3garenbcTBo
FOpaiit, 2023. — 378 ¢. — (Bricmee oopazoBanme). — ISBN 978-5-534-07617-2.
— TekcT : anexktponHsbIi // ObpazoBarenbHas mwiatdopma Opaiit [caiit]. — URL:
https://urait.ru/bcode/512742 (nara oopamenus: 03.10.2023).

3. PsoxeBa, FO. M. OpranuzanuoHHoe moBeneHue : ydeOHoe mocoome / 0. .

PsoxeBa, O. B. CemenoBa. — Camapa : Camapckuii yHusepcurer, 2021. — 96 c.
— ISBN 978-5-7883-1609-3. — TekcT : 35eKTpoHHBIN // JIaHb : AIEKTPOHHO-
oumbmmoreunas cucrema. — URL: https://e.lanbook.com/book/256907 (nata

obpamenus: 03.10.2023). — Pexxum mocTyma: st aBTOPHU3. MOJIb30BaTENEH.

4, Xoxmoma, T. II. Opranm3anuonHoe mnoseacHue (Teopuss MEHEIKMEHTA:
OpranuzanuonHoe noseacHue). [Ipaktukym: Yueonoe nmocooue / T.I1. Xoxmosa -
M.: Maructp, HUL UH®PA-M, 2019. - 256 c.:- (bakanaspuar). - ISBN 978-5-
9776-0367-6. - Tekct : AIEKTPOHHBIN. - URL:
https://znanium.com/catalog/product/1010061 (mata oGpamenus: 03.10.2023). —
PexxuMm noctyma: mo noAmnucke.

JlomostHUTEILHAS JIMTEpaTypa

1. Kpsrosa, H. B. Counonorus oprann3annii 1 OpraHA3alluOHHOE ITOBEICHUE :
yueOHoe no-cobue / H. B. KpsroBa. — Actpaxanp : AI'TY, 2022. — 92 c. —
ISBN 978-5-89154-736-0. — TekcT : snekrpoHHBId // JlaHb : 3JIEKTPOHHO-

oubnuoteunass cucrema. — URL: https://e.lanbook.com/book/322931 (mata
obopamenus: 03.10.2023). — Pexxum mocTyma: 1j1si aBTOPHU3. MOIH30BaTEIEH.
2. Epemun, B. H. Teopus MeHemKMEHTA: OpPraHMW3allMOHHOE IIOBEIACHUE :

yaebHoe rmocooue / B. H. Epemun. — MBanono : UBI'Y, 2018. — 392 ¢. — ISBN
978-5-7807-1288-6. — Tekct : onexktpoHHbld // JlaHb : DJIEKTPOHHO-
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oubnmuoreunass cucrema. — URL: https://e.lanbook.com/book/267866 (mata
obpamenusi: 03.10.2023). — Pesxxum gocTyma: st aBTOpU3. TOJIH30BATEIICH.

IIpakTuyeckoe 3ausitue 6 no Teme 6: UndopmannonHo-cnpaBoyHbIe
TOKYMEHTBI
TeMbI 1J151 JOKJIA10B

1. Bunasl uHOpMaIMOHHBIX JOKYMEHTOB.

2. OyHKUIWHU AETOBOr0 MUChMa, €TI0 BU/JIBI.

3. PexBu3utel nucbMa B coorBeTcTBUH ¢ noaoxenusimu I'OCT P 6.30-
2003.

4. CocTaBjIeHHE TEKCTa ITMCHhMa.

5. DJEeKTpOHHBIE MUChMA. YIIPABICHUE JOKYMEHTAMH 3JIEKTPOHHOU
ITOYTEHI.

6. JlenoBas mepenucka ¢ MHOCTPAHHBIMHU MapTHEPaMH.

~

Odopmnenune akToB, TOKJIATHBIX (CIIY>KEOHBIX) 3aIMUCOK.
8. Ocob6eHHOCTH BEO-T0OKYMEHTOB

MeToauyeckue peKOMeH AU

IIpy nDOAroTOBKE K  MPAKTUYECKUM  3aHATUAM  CTYIEHT  JOJDKEH
IIPUAEPIKUBATHCS CIEAYIOIINX PEKOMEHAAUN:

- BHUMATEJIbHO U3YyYUTh OCHOBHBIEC BOIPOCH! TEMBI U IUIAH IPAKTUYECKOTO
3aHATHS,

- ONpENEIUTh MECTO TEMbl 3aHATHS B OOILIEM COJEp)KaHUHU, €€ CBA3b C
JPYTUMHU TEMAMU;

- HalTU W MpopadoTaTh COOTBETCTBYIOUIUE PA3AENbl B PEKOMEHAOBAHHBIX
HOPMAaTHUBHBIX

JOKyMEHTaX, yueOHUKaX U JOTOIHUTEIbHON JTUTEPATYPE;

- TOCJIE O3HAaKOMIICHMSI C TEOPETHYECKMM MAaTepUajIoM OTBETUTh Ha
BOITPOCHI 110 TEME Kypca;

- IPOAYMATh MyTH U CIIOCOOBI PelIeHUs MPOOJIEMHBIX BOIIPOCOB;

- IPOAyMaTh pPa3BEPHYTHIE OTBETHl HA MPEIJIOKEHHBIE BOIPOCHI TEMBI,
ONUPASCh HA JICKUMOHHBIE MAaTEpUAJIbl, PACIIUpPAs U JOINOJIHAA UX NAHHBIMHU U3
y4e€OHUKOB, TOTIOJTHUTEIHLHOU JTUTEPATYPHI.

B Xone mpakTHUecKoro 3aHATHS HEOOXOJUMO BBIOJHUTH MPAKTHUECKOE
3aJjaHue, a 3aTeM OOBSICHUTh METOAMKY €r0 PeIIeHusI.

HcTouHuKH 1 Jurepartypa AJd NOArOTOBKHU:

OcHoBHas JuTEparypa
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1. Bunorpamora, . M. Opraau3aiinoHHOE MOBEJACHUE : YICOHO-METOMMICCKUIA
komruieke / . M. Bunorpanosa, B. 1. HoBuukos, B. B. CemenoBa. - Mockga :
Hamkos u K, 2015. - 96 c¢. - ISBN 978-5-394-02556-3. - TekcT : 2JeKTpOHHBIH. -
URL: https://znanium.com/catalog/product/558072 (mara oOpalleHus:
03.10.2023). — Pexxum m0CTyIIa: MO MOAIMKCKE.

2. Jlopodeesa, JI.M. OpranuzaioHHOE MOBEACHHUE : YYCOHUK U MPAKTUKYM JUIsI
By30B / JI. 1. JlopodeeBa. — 2-e u3a., ucnp. u jaon. — Mocksa : M3naTrenbcTBo
FOpaiit, 2023. — 378 ¢. — (Bricmee oopa3oBanme). — ISBN 978-5-534-07617-2.
— Texcr : anexTponnsiii / OOpaszoBarensHas miatdhopma FOpait [caiiT]. — URL:
https://urait.ru/bcode/512742 (nata oopamenwns: 03.10.2023).

3. PsxeBa, FO. U. OpranuzanuonHoe moBeneHue : ydeOHoe mocobdue / 0. .

PsoxeBa, O. B. CemenoBa. — Camapa : Camapckuii yauepcutet, 2021. — 96 c.
— ISBN 978-5-7883-1609-3. — TekcT : 25eKTpoHHBIN // JIaHb : AIEKTPOHHO-
oubnuoteunass cucrema. — URL: https://e.lanbook.com/book/256907 (nata

obpamenus: 03.10.2023). — Pexxum nocTyma: st aBTOPHU3. MOIb30BaTENEH.

4, Xoxmoma, T. II. OpranmzanuonHoe mnoseacHue (Teopuss MeHeIKMEHTa:
OpranuzanuonHoe noseacHue). [Ipaktukym: Yueonoe nmocooue / T.I1. Xoxmosa -
M.: Maructp, HUL[ UH®PA-M, 2019. - 256 c.:- (bakanaspuar). - ISBN 978-5-
9776-0367-6. - Tekct : AIEKTPOHHBIN. - URL:
https://znanium.com/catalog/product/1010061 (mara o6pamenus: 03.10.2023). —
PexxuMm ntoctyma: mo noamnucke.

JlonoJIHUTEIbHAS JIUTEPaTypa

1. Kpsrosa, H. B. Comuosorusi opranuzanuii 1 opraHu3aliOHHOE MOBEJICHUE :
yuebHoe no-cooue / H. B. KpstoBa. — Actpaxans : AI'TY, 2022. — 92 ¢. —
ISBN 978-5-89154-736-0. — Texcr : snekTpoHHbIH // JlaHb : 3IEKTPOHHO-
oubmmoreunas cuctema. — URL: https://e.lanbook.com/book/322931 (mara
obpamenus: 03.10.2023). — Pexxum mocTyma: st aBTOPHU3. MOJIb30BaTENEH.

2. Epemun, B. H. Teopust MmeHepKkMeHTa: OpraHU3allMOHHOE TTOBEACHHE : yueOHOe
nocobwue / B. H. Epemun. — MBanoso : UBI'Y, 2018. — 392 ¢. — ISBN 978-5-
7807-1288-6. — Texkct : anmekTpoHHBIN // JlaHb : 35eKTpOHHO-OMOIMOTEUHAS
cucrema. — URL: https://e.lanbook.com/book/267866 (mara oOparieHus:
03.10.2023). — PexxuM gocTyna: it aBTOPH3. MOJIb30BATEIICH.

IIpakTHyeckoe 3ansaTHe / 110 TeMe 7. Opranuszanusi padoTbl ¢ JOKYMEHTAMHU
3aganue o NpoexkTy

3apanme: moArotoBsTe MPoekT [lomokeHust 00 MEKTPOHHOM IOKYMEHTOO00pOTE
OpraHU3alliy OCYIIECTBISIONICH NEATeTLHOCTh B OJTHOM U3 CIEAYIONUX chep:

- chepa 00IIECTBEHHOTO MUTAHUS;

- OaHKOBCKas cdepa;

- cepa pO3HUYHOM TOPTOBIIH;
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- chepa o TOBOI TOPTOBIIH;
- c(hepa KUTUIIHO-KOMMYHAIBHOTO X03SICTBA;
- cdepa OBITOBOTO OOCTYKMBAHHS HACETICHUS.

MeTtoan4yeckue peKOMeHIauumn

[Ipy nDOAroTOBKE K MOPAKTUYECKUM  3aHATHSAM  CTYJIEHT  JOJDKEH
MPUAEPKUBATHCS CIEAYIOINX PEKOMEHIAIINN:

- BHUMATEJIbHO W3YyYUTh OCHOBHBIE BONPOCHI TEMBI U IIJIAH MPAKTUYECKOTO
3aHATUA,

- OINpEACIUTh MECTO TEeMbl 3aHATHUA B OOIIEM COJECP)KaHHUU, €€ CBS3b C
JIPYTUMH TEMAMHU;

- HallTU U TpopadoOTaTh COOTBETCTBYIOUIUE pPAa3/eiibl B PEKOMEHIOBAHHBIX
HOPMAaTHBHBIX

JOKyMEHTaX, yueOHUKaX U JOMOJHUTENbHON JTUTEPATYPE;

- TOCJIE O3HAaKOMIICHMS C TEOPETUYECKUM MAaTEpUaJOM OTBETUTH Ha
BOITPOCHI 110 TEME Kypca;

- IPOAYMATh IyTH U CIIOCOOBI PelIeHUs MPOOJIEMHBIX BOIIPOCOB;

- IPOAyMaTh pPa3BEPHYTHIE OTBETHl HA MPEIJIOKEHHBIE BOIIPOCHI TEMBI,
ONUPASACh HA JICKUMOHHBIE MaTepHalibl, pacIlupsis U AONOJHAS UX JAAHHBIMU W3
y4€OHUKOB, TOTIOJTHUTEIBLHON JTUTEPATYPHL.

B Xone mpakTHUecKoro 3aHATHS HEOOXOJUMO BBIOJHUTH NPAKTHUECKOE
3aJJaHue, a 3aTeM OOBSICHUTh METOAMKY €r0 PEILCHUsI.

HMcTouHUKH M TUTEpaTypa AJsl OATOTOBKH:

OcHoBHas JuTEpaTypa

1. Bunorpanona, . M. OpranuzaiinoHHOE MOBEJACHUE : Y4€OHO-METOANYECKHIM
komruieke / M. M. Bunorpanora, B. 1. HoBuukos, B. B. CemenoBa. - Mockga :
HamkoB u K, 2015. - 96 c. - ISBN 978-5-394-02556-3. - TekcT : 2neKTpOHHBIN. -
URL.: https://znanium.com/catalog/product/558072 (mata oOpareHus:
03.10.2023). — Pexwum nocTyma: 1o HOIHCKe.

2. Jlopodeesa, J.U. OpranuzaiimoHHoe MOBEAEHUE ;| YICOHUK U MPAKTHUKYM JIJIsI
By30B / JI. . JlopodeeBa. — 2-¢ u3a., ucnp. u gomn. — Mocksa : U3garenbcTBo
FOpaiit, 2023. — 378 ¢. — (Bwicmee oopazoanue). — ISBN 978-5-534-07617-2.
— TekcT : anexkTpoHHbIi // ObpazoBarenbHas mwiathopma Opaiit [caiit]. — URL:
https://urait.ru/bcode/512742 (mara oopamenus: 03.10.2023).

3. PsxeBa, FO. U. Opranuzanuonnoe moBeneHue : ydebHoe mocobue / 0. H.

PsoxeBa, O. B. CemenoBa. — Camapa : Camapckuii yHuepcutet, 2021. — 96 c.
— ISBN 978-5-7883-1609-3. — Texkcr : 31ekTpoHHBIN // JlaHb : 3IEKTPOHHO-
ombmmoreunas cucrema. — URL: https://e.lanbook.com/book/256907 (nata

obopamenus: 03.10.2023). — Pexxum mocTyma: 1j1si aBTOPHU3. MOIb30BaTEIEH.
4, Xoxnoma, T. II. OpranuzanuonHoe mnoBeneHue (Teopuss MeHEIKMEHTA:
Opranuzainmonnoe nosegenue). [Ipaktukym: YueoHoe nocodue / T.I1. XoxioBa -
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M.: Maructp, HUL[ UH®PA-M, 2019. - 256 c.:- (bakanaspuar). - ISBN 978-5-
9776-0367-6. - Tekct : AJIEKTPOHHBIN. - URL:
https://znanium.com/catalog/product/1010061 (mara oOpamenus: 03.10.2023). —
PesxuM f0CcTyna: 1Mo MmojnuckKe.

JlonoJIHUTEIbHAS JIUTEPATypa

1. KpsitoBa, H. B. Conmonorust opranu3anuii 1 OpraHU3allMOHHOE TIOBEICHUE :
yaeOHoe mo-cobue / H. B. KpstoBa. — Actpaxanp : AI'TY, 2022. — 92 ¢c. —
ISBN 978-5-89154-736-0. — TekcT : snekrpoHHBI // JlaHb : 3JIEKTPOHHO-
oubnmuoteunas cucrema. — URL: https://e.lanbook.com/book/322931 (mata
obopamenwns: 03.10.2023). — Pexxum mocTyma: 1j1sl aBTOPHU3. MOIH30BaTEIICH.

2. Epemun, B. H. Teopus MeHemKMEHTAa: OpPraHU3allMOHHOE MOBEICHUE :
yaeoHoe nmocodbue / B. H. Epemun. — HMBanoso : UB['Y, 2018. — 392 c. — ISBN
978-5-7807-1288-6. — Tekcr : onekTpoHHbId // JlaHb : SJIEKTPOHHO-
oubnuoteunass cucrema. — URL: https://e.lanbook.com/book/267866 (nmarta
obpamienus: 03.10.2023). — Pexxum mocTyma: Jj1sl aBTOPU3. MOJIb30BaTEIEH.

IIpakTuyeckoe 3ansitue 8 no reme 8: XpaHeHue J0KYMEHTOB
Bonpockl K KOJJIOKBHYMY

OrnepaTUBHOE XpaHEHHUE IOKYMEHTOB.

DKcrepTu3a [IEHHOCTU JOKYMEHTOB.

[enps u npunnunbl GOpMUPOBAHUS JEN.

@opMHUPOBAHUE YUPEIUTEIbHBIX, PACIOPSAUTEIBHBIX, OPraHU3alMOHHBIX,

BN E

MH(OPMAIIMOHHBIX TOKYMEHTOB MpeAnpuaTust ((pupmsr).
OprrexHuka, ucnoyibzyemas npu GOpMUPOBAHUH JIEIT.
Odopmienue aen u nepegadya JOKYMEHTOB B ApXUB OPTaHU3ALHH.
HasnaueHnue u 3a1aun apXuBa NpeaIpUsITHS.

[IpaBuna neperayu TOKYMEHTOB B apXHB.

© 0N o

. Buzabpl 1oOKyMeHTOB, MO/ IeXKAIINX TIepeaade B apXHB.
10 Cpoku XpaHEHHs JOKYMEHTOB B apXUBE.
11. YHUYTOX)KEHNE JOKYMEHTOB C UCTEKIIUMH CPOKAMHU XPaHCHHSI.

MeToauveckue peKOMEHAAMH

I[Ipy 1OArOTOBKE K MOPAKTUYECKUM  3aHATHSM  CTYAEHT  JIOJDKEH
MPUJICPKUBATHCS CICIYIOIMNX PEKOMEHJALIHN:

- BHUMATEJIBHO M3YYUTh OCHOBHBIE BONPOCHI TEMBI U IUIAH MPAKTUYECKOIrO
3aHATHS,

- ONpEAENUTh MECTO TEMbl 3aHATHUSA B OOIIEM COIEP)KaHHUU, €€ CBS3b C
JIPYTUMHU TEMAMU;
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- HalTH U MpopadboTaTh COOTBETCTBYIOLIUE pa3eibl B PEKOMEHOBAHHBIX
HOPMAaTUBHBIX

JOKyMEHTaX, yueOHUKaX U JOTOIHUTEIbHON JTUTEPATYPE;

- TOCJIE O3HAaKOMIICHMSI C TEOPETUYECKUM MaTepHaJioM OTBETUTh Ha
BOIIPOCHI 110 TEME KYypCa;

- IPOIyMaTh MyTH U CTIOCOOBI PellIeHUs MPOOJIEMHBIX BOIIPOCOB;

- IPOAyMaTh pPAa3BEPHYTHIE OTBETHl HA NPEMJIOKEHHBIE BOMPOCHI TEMBI,
OMUPAsICh HA JICKIMOHHBIC MaTepHalibl, PACIIUPSs U JOMOJHSASA UX JAHHBIMU W3
y4€OHUKOB, TONOJHUTEIBHON JTUTEPATYPBHI.

B xonme mpakTHUecKoro 3aHATHS HEOOXOIUMO BBIMTOJHUTH MPAKTHUECKOE
3aJjaHue, a 3aTeM OOBSICHUTh METOAMKY €r0 PeIIeHusI.

HUcTouyHuKHU U Jurepartypa AJad nNoaAroToBKH:

OcHoBHas auTEepaTypa

1. Bunorpanosa, 1. M. OpranuzaiiuoHHOE MOBEACHUE : YUYCOHO-METOIUYECKUIMA
komruieke / . M. Bunorpaznoa, B. 1. Houukos, B. B. CemenoBa. - Mockaa :
JamxkoB u K, 2015. - 96 c. - ISBN 978-5-394-02556-3. - TekcT : 3neKTpOHHBIN. -
URL.: https://znanium.com/catalog/product/558072 (marta oOparnieHus:
03.10.2023). — Pexwum qocTyrma: 1o HOIMHCKE.

2. Jlopodeesa, JI.1. OpranuzaioHHOE MOBEACHHUE : YYCOHUK U MPAKTUKYM JIsI

By30B / JI. 1. JlopodeeBa. — 2-e u3a., ucnp. u jgon. — Mocksa : M3garenbcTBo
FOpaiit, 2023. — 378 ¢. — (Bricmiee oopazoBanue). — ISBN 978-5-534-07617-2.
— Texcr : anexTponnsiit // OOpa3zoBarensHas miatdopma FOpait [caiiT]. — URL:

https://urait.ru/bcode/512742 (nara oopamenus: 03.10.2023).
3. PsoxeBa, FO. M. OpranusanuonHoe moBeneHue : ydeOHoe mocobme / 0. .

PsoxeBa, O. B. CemenoBa. — Camapa : Camapckuil yHusepcurer, 2021. — 96 c.
— ISBN 978-5-7883-1609-3. — TekcT : 35eKTpoHHBIN // JIaHb : AIEKTPOHHO-
oubmmoreunass cucrema. — URL: https://e.lanbook.com/book/256907 (nata

obpamenusi: 03.10.2023). — PexxuM qocTymna: aJisi aBTOpU3. MOJIb30BATEIICH.

4. Xoxmnoma, T. II. OpranmzanuonHoe mnoseaeHue (Teopuss MeHEIKMEHTa:
OpranuzanuonHoe nopeacHue). [Ipaktukym: YueoHoe nocodue / T.I1. Xoxiosa -
M.: Maructp, HUL UH®PA-M, 2019. - 256 c.:- (bakanaspuar). - ISBN 978-5-
9776-0367-6. - Tekct : AIEKTPOHHBIN. - URL:
https://znanium.com/catalog/product/1010061 (mara ob6pamenus: 03.10.2023). —
PexuMm octymna: mo noAmnucke.

JlonosiHMTEILHAS JIUTEPATYpPa

1. Kpsrosa, H. B. Connonorust opranvsanuii 1 OpraHu3aliiOHHOE TTOBEACHUE :
yueOHoe no-cobue / H. B. KpsroBa. — Actpaxanp : AI'TY, 2022. — 92 c. —
ISBN 978-5-89154-736-0. — TekcT : snektpoHHbd // JlaHb : BIEKTPOHHO-

oubmmoreunass cucrema. — URL: https://e.lanbook.com/book/322931 (nata
obpamenusi: 03.10.2023). — Pexxum qocTymna: st aBTOpU3. T0JIH30BATEIICH.
2. Epemun, B. H. Teopusa MeHeI)KMEHTa: OPraHU3ALMOHHOE IOBEICHUE :

yaeoHoe nocodbue / B. H. Epemun. — WBanoso : UBI'Y, 2018. — 392 c. — ISBN
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978-5-7807-1288-6. — Tekct : osnexTpoHHBId // JlaHb : 3IIEKTPOHHO-
oubmmoreunas cucrema. — URL: https://e.lanbook.com/book/267866 (nata
obpamenus: 03.10.2023). — PesxxuM qocTyma: st aBTOpU3. T0JIH30BATEIICH.

IIpakTuyeckoe 3ansitue 9 no reme 9: ABTOMaTH3aUMS TOKYMEHTALIMOHHOTO
o0ecrieyeHHs yIpaBJIeHUSA
TeMbl 1151 AMCKYCCUU

OcHoBHble 11en1 aBToMaTu3anuu JJOY B m00bIX opraHu3amusx.

Cucrema aBTOMaTHU3aIMU JCIONPOU3BOJICTBA U JOKYMEHTOOOOpOTA.
DIEKTPOHHBIA TOKYMEHTOOOOPOT U CUCTEMa MEHE)KMEHTA KaueCTBa.
l'ocynapctBennsiii  cranmapt ['OCT P HMCO 9001-2001 «Cuctemsl

e

MEHEDKMEHTa KauecTBa. TpeboBaHusD».
5. Kpurepun 3¢(peKTUBHOCTH CUCTEMBI YIPABICHUS TOKYMEHTAMHU.

MeTounqecmle PEKOMECHIAIIUNA

I[Ipy mOArOTOBKE K NPAKTHYECKUM  3aHATHSAM  CTYJIEHT  JOJDKEH
MPUAEPKUBATHCS CIEAYIOIMX PEKOMEHIAIINN:

- BHUMATEJIbHO W3YyYUTh OCHOBHBIE BONPOCHI TEMBI U ILJIAH MPAKTUYECKOTO
3aHATUA,

- OINpEAEIUTh MECTO TEMbl 3aHATHSA B OOIIEM COAEP)KAHHUH, €€ CBS3b C
JIPYTHMH TEMAMHU;

- HalTH U MpopadboTaTh COOTBETCTBYIOLIUE pa3lieibl B PEKOMEHOBaHHbIX
HOPMAaTUBHBIX

JOKYMEHTaX, yueOHHKaX U JOMOJHUTEIbHOMN JIUTEPATYPE;

- TOCJIE O3HAaKOMJICHMS C TEOPETUYECKUM MAaTepUaJioM OTBETUTH Ha
BOIIPOCHI 110 TEME Kypca,

- IPOYMATh ITyTHU U CIIOCOOBI pelIeHHs MPOOJIEMHBIX BOIIPOCOB;

- IPOAyMaTh pPa3BEPHYTHIE OTBETHl HA MNPEIJIOKEHHBIE BOIPOCHI TEMBI,
ONMPASCh HA JIEKUMOHHBIE MaTEpHalbl, PACIIUPSAs U JONOJHAS UX AAHHBIMU W3
y4€OHUKOB, TOMOJHUTEIBHOU JTUTEPATYPHI.

B xoae mpakTH4ecKOro 3aHATHS HEOOXOIHMMO BBINOJHUTH MPAKTHYECKOE
3aJlaHue, a 3aTeM OOBSICHUTh METOJUKY €r0 PEIICHHUS.

HcTrounukn u Jurepartypa A noJAroroBKu:

OcHoBHas JuTeparTypa

1. BunorpamoBa, 1. M. OpranuzaiiuoHHOE MOBEACHUE : YU4EOHO-METOIUYECKUIMA
komiieke / . M. Bunorpanosa, B. 1. HoBuukos, B. B. CemenoBa. - Mockaa :
Hamkos u K, 2015. - 96 c¢. - ISBN 978-5-394-02556-3. - TekcT : 3JIeKTpOHHBIN. -
URL: https://znanium.com/catalog/product/558072 (mara oOpaleHus:
03.10.2023). — Pexxum ocTyma: 1Mo MmomucKe.
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2. Jlopodeesa, JI.U. OprannzaiimoHHoe MOBEAEHUE : YUIEOHUK U MPAKTHUKYM IS

By30B / JI. 1. lopodeeBa. — 2-e u3z., ucnp. u jaon. — Mocksa : M3narenbcTBo
FOpaiit, 2023. — 378 ¢. — (Bricuiee oopazoBanue). — ISBN 978-5-534-07617-2.
— Texcr : anexTponnsiit // OOpa3zoBarenbsHas mnatdopma FOpaiit [caiit]. — URL:

https://urait.ru/bcode/512742 (nara oopamenus: 03.10.2023).
3. Psxesa, FO. 1. OpranuzanmonHoe mnoBejneHue . yueOHoe mocooue / FO. U.

PsokeBa, O. B. CemenoBa. — Cawmapa : Camapckuii yausepcurer, 2021. — 96 c.
— ISBN 978-5-7883-1609-3. — Texkcr : 31eKTpoHHBIN // JlaHb : 3JIEKTPOHHO-
omOimoreunas cucrema. — URL: https://e.lanbook.com/book/256907 (nmata

obopamenwns: 03.10.2023). — Pexxum moctyma: 1yisi aBTOPHU3. MOIH30BATEIICH.

4. Xoxnosa, T. II. OpranmsanumonHoe mnoBeneHue (Teopuss MeHeIKMeEHTA:
Opranuzarnmonnoe noeaeHue). [Ipaktukym: YueoHoe mocobue / T.I1. Xoxmosa -
M.: Maructp, HUL[ UH®PA-M, 2019. - 256 c.:- (bakanaspwuar). - ISBN 978-5-
9776-0367-6. - Tekct : AJICKTPOHHBIH. - URL:
https://znanium.com/catalog/product/1010061 (mara ob6pamenus: 03.10.2023). —
PexxuMm noctyma: 1mo mojmnucke.

JlonmoJIHUTEIbHAS JIUTEPATypa

1.  Kpsrosa, H. B. Commonorust opranu3anyii 1 OpraHn3aiuoHHOe MTOBEJACHHUE |
yueOHoe mo-cobue / H. B. KpsroBa. — Actpaxanp : AI'TY, 2022. — 92 c. —
ISBN 978-5-89154-736-0. — Texkct : amekTpoHHBIH // JlaHb : 37IEKTPOHHO-
oubnmmoreunas cucrema. — URL: https://e.lanbook.com/book/322931 (mata
obpamenusi: 03.10.2023). — PexxuM gocTyma: s aBTOpU3. MOJIb30BATEIICH.

2. Epemun, B. H. Teopus MeHemKMEHTa: OpPraHU3allMOHHOE IOBEIACHUE :
yaeoHoe mocoome / B. H. Epemun. — MBanoso : UBI'Y, 2018. — 392 ¢. — ISBN
978-5-7807-1288-6. — Tekct : onexkTpoHHbId // JlaHb : DIIEKTPOHHO-
oubnuotreunass cucrema. — URL: https://e.lanbook.com/book/267866 (marta
obparmienus: 03.10.2023). — Pesxum gocTymna: jist aBTOPHU3. TOJIb30BaTENICH.
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METOIWYECKHUE PEKOMEHJIAIIMM K CAMOCTOSATEJBHOM PABOTE

CamocrositenbHast padora mo Teme «Kiaccupuxanms JAOKYMEHTOB, HX
GyHKkIum»

Bonpocsi:
1. YcnoBusi BOBHUKHOBEHUS JOKYMEHTOB.
2. PazButne crmoco60B JOKyMEHTOB.
3. Ompenenenns MOHATHS «J[OKyMEHT».
4, OyHKOUM ~ JOKYMEHTA: COIMaNbHAs, 3aKperuieHus uHbOpMaIuy,

COXpaHEHUs uHbOopMaIu, KOMMYHUKATHBHAA, KyJIbTypHas,
yIpaBJIeHYECKasl, IPaBOBasi, ydeTHasI.

5. Tunonorusi AOKYMEHTOB: IO THPOUCXOXKJIEHHUIO, IO OTHOIICHHIO K
anmapary yIpaBJi€HHUsS, [0 KOJIMYECTBY 3aTPOHYTHIX BOIIPOCOB, II0
OTPaHUYEHHUIO JOCTYMa, MO CIOCO0Yy H3JI0KEHHS TEKCTa, MO CTENEHH
NOJJIMHHOCTH JTOKYMEHTOB, IO CPOKaM XpAaHEHHUs, B 3aBUCUMOCTH OT
cepbl 1eATEeTbHOCTH, 110 CTENEHU 0043aTEIbHOCTH.

6. TpeOoBaHMs K KaUECTBY YIIPaBICHUECKOTO JOKYMEHTA.

MeToauyeckue peKOMeHIaluu

AymuTopHas caMocTosITelIbHas paboTa Mo y4yeOHOM AMCUUIUIMHE OCYLIECTBISAETCS Ha
y4€OHBIX 3aHATUSAX 10/] HEOCPEACTBEHHBIM PYKOBOJICTBOM IIPENOIABATEINSI U IO €r0 3a/IaHuIO.

BHaeaynuropHas camocTosiTeNIbHAs paboTa BBIIOIHAETCS 1O 3aJaHUIO MperogaBatens 0e3
€ro HENOCPEICTBEHHOIO Y4acTHsl.

CamocrodarenbHass pa0oTa CTYIACHTOB INpU MOJATOTOBKE K JIEKIUH 3aKII0YaeTcs B
paccMOTpeHHH OOLIMX HAay4YHBIX OCHOB M aHAJIM3€ KOHKPETHBIX IPOLECCOB M (PaKTOPOB,
OIIPEIEIAIOIINX CONEPKAHUE TEMBI.

CamocrosiTenbHast pa0oTa CTYJEHTOB HIpPHU MOATOTOBKE K IPAKTUYECKOMY 3aHSITHIO
BKJIIOYAET 1MOA00p MaTepuala, JaHHBIX U CIEUUATbHBIX UCTOYHHUKOB, C KOTOPBIMHU INPEICTOUT
yueOHas paboTa, a TakKe pelIeHHe CUTYallMOHHBIX M MPAaKTUYECKUX 3aJaHui. B cBs3M ¢ aTUM
CTYAECHTaM PEKOMEHIYeTCs JeTalbHO pa3o0paTh TEOPETUUYECKHE BOIIPOCHI JEKIIMOHHOIO Kypca,
a 3aTeM 3aKpEeNUTh MaTepHrall B IPOLECCE pelIeHUs TPOOIEMHBIX CUTYallui, 3ajay.

IIpu camocTOATENBHOM pEIIEHUH 33jjad HYKHO OOOCHOBBIBATh KaX/IbI 3Tal perieHus,
UCXOJ U3 TEOPETUUYECKUX MOJIOKEHUHN Kypca. Eciu CTyaeHT BUANT HECKOJIBKO IyTEeW PEIICHUs
npo0JeMbl, TO HY>)KHO CPaBHHUTh UX M BBIOpaTh caMblil pallMOHaNbHbIA. Pemenue npoGieMHbIxX
3a/1a4 CleayeT u3jaraTh MoApoOHO, BBIUMCIEHMS paclioyiaraTb B CTPOTOM MOPSAJKE, OTAENss
BCIIOMOTATeNbHbIE BBIYUCIEHUS OT OCHOBHBIX. PerieHuss npu HEOOXOAUMOCTH HYXKHO
COIIPOBOXKIAaTh KOMMEHTApUAMH U cxeMaMu. CiielyeT MOMHUTh, YTO peIIeHue Kax/ 10l yueOHoMH
3aJaud JIOJDKHO JIOBOJUTHCS JO OKOHYATEIBHOTO JIOTMUYECKOTO OTBETa, KOTOpPOro TpedyeT
YCIIOBHE, U 110 BO3MOXKHOCTH C BBIBOJIOM.

CamocrosiTenpHass MOATOTOBKAa K 3a4eTy JIOJDKHA OCYIIECTBIATHCS B TEUEHUE BCETO
CceMecTpa, a HE 3a HECKOJIBKO JHEW 10 ero nposeicHus. IIpu moaroroBke K 3a4eTy CTyACHTam
PEKOMEHTyeTCsl:

- IIEPEYNTATh BCE JICKLHUH, a TAKXKE MaTepuasbl, KOTOPbIE TOTOBUIMCH K MPAKTUYECKUM
3aHATHUSAM B TEUEHUE CEMECTPA.

- COOTHECTH OTy HMH(OpPMALMIO C BOMNpPOCAMHU, KOTOpbIE JaHbl K 3adery. Eciu
nH(pOpMallMK HEJOCTATOYHO, OTBETHI HAXOIAT B MPEAJIOKEHHOM MpernoiaBaTesieM JUTepaType.
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ITpu mOAroTOBKE K 3aUeTy PEKOMEHJYeTCs JeiaTh KpaTKhe 3amvcu s pOpMUPOBAaHUS
YETKOM JIOTUYECKOM CXEMBbI OTBETA Ha BOIPOC.

M cTOYHUKHU M JIUTEPATYypPAa Uil OATOTOBKM:

OcHoBHas JquTEpaTypa

1. Bunorpamosa, 1. M. OpranuzaiimoHHOE MOBEACHUE : YU4COHO-METOIUYCCKUIMA
komruieke / M. M. Bunorpanora, B. 1. HoBuukos, B. B. CemenoBa. - Mockga :
Jamkos u K, 2015. - 96 c¢. - ISBN 978-5-394-02556-3. - TekcT : 3JIeKTpOHHBIH. -
URL.: https://znanium.com/catalog/product/558072 (mara oOpalieHus:
03.10.2023). — Pexxum gocTyTia: mo MmoAIHCKe.

2. Jopodeena, JI.LU. Opranu3zanmoHHOS TOBEACHNUE ;| YYSOHUK M IPAKTHKYM IS
By30B / JI. W. JlopodeeBa. — 2-e¢ u3a., ucnp. u gomn. — Mocksa : U3garenbcTBo
FOpaiit, 2023. — 378 ¢. — (Bricmee oopa3oBanme). — ISBN 978-5-534-07617-2.
— TekcT : anextponHbIi // ObpazoBarenbHas mwiatdopma Opaiit [caiit]. — URL:
https://urait.ru/bcode/512742 (nata oOpamenus: 03.10.2023).

3. PsxeBa, FO. U. OpranuzanuonHoe nosejeHue : ydebHoe mocodbue / 0. .

PsokeBa, O. B. CemenoBa. — Camapa : Camapckuii yausepcurer, 2021. — 96 c.
— ISBN 978-5-7883-1609-3. — TekcT : 35eKTpOoHHBIN // JIaHb : AIEKTPOHHO-
ombmmoreunas cuctrema. — URL: https://e.lanbook.com/book/256907 (nata

obpamenus: 03.10.2023). — Pexxum moctyma: Jyisi aBTOpU3. MOJIb30BaTENCH.

4. Xoxmoma, T. II. OpranmzanuonHoe mnoseaeHue (Teopuss MeHEIKMEHTa:
OpranuzanuonHoe noseaeHue). [lpaktukym: Yueonoe nocodue / T.I1. Xoxiosa -
M.: Maructp, HUL] UH®PA-M, 2019. - 256 c.:- (bakanaBpwuar). - ISBN 978-5-
9776-0367-6. - Tekct : AIEKTPOHHBIN. - URL:
https://znanium.com/catalog/product/1010061 (mata oGpamenus: 03.10.2023). —
Pexxum noctyma: mo noAmnucke.

JlonoiHUTEIbHAS JIUTEepaTypa

1. Kpsarosa, H. B. Commosiorusi opranuszaiuii ¥ opraHu3allioOHHOE TOBEJICHUE :
yueOHoe mo-cobue / H. B. KparoBa. — Actpaxanb : AI'TY, 2022. — 92 ¢. —
ISBN 978-5-89154-736-0. — Texcr : snekTpoHHbId // JlaHb : AIEKTPOHHO-
oubmmoreunas cuctema. — URL: https://e.lanbook.com/book/322931 (mara
obpamenus: 03.10.2023). — Pexxum mocTyma: st aBTOPHU3. MOJIb30BaTENEH.

2. Epemun, B. H. Teopust MeHeI>KMEHTA: OPraHU3AIIMOHHOE TTOBEACHHE | ydeOHOe
noco6wue / B. H. Epemun. — UBanoso : UBl'Y, 2018. — 392 c. — ISBN 978-5-
7807-1288-6. — Tekct : 35eKTpoHHBIN // JlaHb : 35IeKTpOHHO-OMOIMOTEUHAs
cucrema. — URL: https://e.lanbook.com/book/267866 (mara oOpatieHus:
03.10.2023). — Pexwum moctyna: jisi aBTOPHU3. TOJIb30BaTEIICH.



26

CamocrositeibHast  pabora mo  Teme  «HopMaTuBHO-MeTOAUYECKOE
peryJupoBaHue J0KYMEHTALMOHHOI0 00eceYeHUsl YIIPaBJIeHHU»
Bonpocebr:
1. ®denepanbHoe 3aKOHOJIaTEIIbCTBO B cdepe paboThI C
JTOKYMEHTHPOBAHHOUW MH(MOpMaIIUEH.
2. HopMaTuBHO-METOAMYECKUE JOKYMEHTHl IO JEJIONPOU3BOACTBY U
OpraHU3alliy apXUBHOT'O XPaHEHUS JOKYMEHTOB.
3. Knaccudukanus, yHudukamus 1 cTaHAapTH3AIUS B ASTOMPOU3BOJICTBE.
4. MexayHapoAHbIE CTaHIAPTHI B 00J1aCTH pabOTHI C TOKYMEHTaMHU.

MeTounquKne PEKOMEHIAIIUN

AynuTopHas caMmoCTOsiTeNbHast padoTa Mo y4yeOHOH IUCHUIUIMHE OCYIIECTBIISAETCS Ha
y4eOHBIX 3aHATHUSAX 101 HEMOCPEACTBEHHBIM PYKOBOJICTBOM IPENOIABATEINS U MO €T0 3a/IaHUIO.

BreayautopHas caMocTosiTenbHast padoTa BHITIOIHICTCS 110 33JaHUI0 TIperoaaBarens 0e3
€ro HEMOCPEICTBEHHOI0 YYacTHsl.

CamocrosiTenbHasi paboTa CTYJIEHTOB MpPU TOJATOTOBKE K JIEKIHUU 3aKII0YaeTcs B
paccMOTpeHHH OOIIMX HayYHbIX OCHOB M aHalM3€ KOHKPETHBIX MPOIEecCOB U (HaKTOPOB,
OIPEIEIAIOIHNX CONECPKAHUE TEMBI.

CamocrtosiTenbHass paboTa CTYJEHTOB IPH MOJATOTOBKE K MPAKTUYECKOMY 3aHSITHIO
BKJIIOYACT HOI[60p Marepurajia, JaHHbIX W CIHCHUAJIBHBIX MCTOYHUKOB, C KOTOPBIMU IPCACTOUT
yueOHas paboTa, a TaKKe pelIeHHe CUTYallMOHHBIX M MPAKTUYECKUX 3aJaHuil. B cBs3u ¢ 3TuM
CTYJEHTaM PEKOMEHAYETCsI JIETAIIbHO pa300paTh TEOPETUUECKHUE BOMPOCH! JIEKIMOHHOTO Kypca,
a 3aTeM 3aKpENUTh MaTepHall B IPOIECCe PEIIeHUs TPOOIEMHBIX CUTYallUi, 3a7ay.

[Ipu camoCTOSITENEHOM PELIEHUH 3aJa4 HY>KHO OOOCHOBBIBATh Ka)KJblil 3Tall pEIIEHUs,
UCXO/I U3 TEOPETUUECKUX MOJIOKEHUH Kypca. Eciiu CTyeHT BUAUT HECKOJBKO MyTEeH pPEelIeHUs
npoOJIeMbl, TO HY’)KHO CPaBHHUTH UX M BBHIOpATh CaMblil pallMOHANbHBIA. Pemenue nmpoOieMHbIX
3aja4 Cclie[lyeT M3j1araTh MOAPOOHO, BBIYUCICHHUS PaACIojiaraTb B CTPOrOM MOPSAKE, OTIENsSA
BCIIOMOTATEIbHBIE BBIYHMCIICEHHS OT OCHOBHBIX. PemeHus npu HGO6XOI[I/IMOCTI/I HYXXHO
COTPOBOXKAATh KOMMEHTAPUSIMU U cxemMamu. CieyeT MOMHUTh, YTO PElIeHre KaKI0i ydeOHOi
3a/la4il JIOJDKHO JIOBOJUTBHCA JIO OKOHYATEIbHOIO JIOTMYECKOI'O OTBETa, KOTOPOro Tpedyer
YCJIOBHUE, U 110 BO3MOXHOCTH C BBIBOJIOM.

CamocrosiTenbHasi MOJATOTOBKA K 3a4eTy JIODKHA OCYIIECTBIATHCS B TEUEHUE BCETO
CEMECTpAa, a HE 3a HECKOJIbKO JTHEW 0 ero nposelaeHus. [Ipu moaroroBke K 3a4eTy CTyIEHTaM
PEKOMEHIYEeTCS:

- IIEpEUYUTaTh BCE JIEKLIMH, & TAK)KE MaTEpHasbl, KOTOPbIE TOTOBWIMCH K IPAKTUYECKUM
3aHATUAM B TCUCHUC CEMECTPA.

- COOTHECTH OTy HH(OpPMAIMIO C BOIpPOCaMHU, KOTOpbIe MJaHbl K 3adery. Ecmm
nH(pOpMaIUK HEOCTATOYHO, OTBETHI HAXOAT B MPEIJIOKEHHOMN MPEINo1aBaTesieM JUTEpaType.

[Ipu mOATrOTOBKE K 3a4eTy PEKOMEHIYeTCs JeNaTh KpaTKue 3amucu sl (OPpMUPOBAHUS
YETKOM JIOTUYECKOMN CXEMBbI OTBETA HA BOIIPOC.

HcTouHnKku U TuTEpaTypa 1Jisi NOATOTOBKM:

OcHoBHas JuTeparTypa

1. Bunorpagosa, WM. M. OpraHuzaimoHHoe TIOBeIEeHHE : y4eOHO-
Metonuyeckuit kommiekc / WM. M. Bunorpamosa, B. M. Hosuuxos, B. B.
CemenoBa. - Mocksa : JlamkoB u K, 2015. - 96 c. - ISBN 978-5-394-02556-3. -
Tekcr : anexktponHsiid. - URL: https://znanium.com/catalog/product/558072 (nata
obopamenus: 03.10.2023). — Pexxum nocTyma: mo moamnmcke.
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2. Jlopodeesa, JI.U. OprannzaiimoHHoe MOBEAEHUE : YUIEOHUK U MPAKTHUKYM IS

By30B / JI. 1. JlopodeeBa. — 2-e uza., ucnp. u jaon. — Mocksa : M3narenbcTBo
FOpaiit, 2023. — 378 ¢. — (Bricuiee oopazoanue). — ISBN 978-5-534-07617-2.
— Texcr : anexTponnsiit // OOpa3zoBarenbsHas mnatdopma FOpaiit [caiit]. — URL:

https://urait.ru/bcode/512742 (nara oopamenus: 03.10.2023).
3. Psxesa, FO. 1. OpranuzanuonHoe mnoBejneHue : yueOHoe mocooue / 1O. .

PsokeBa, O. B. CemenoBa. — Cawmapa : Camapckuii yausepcurer, 2021. — 96 c.
— ISBN 978-5-7883-1609-3. — Texkcr : 31eKTpoHHBIN // JlaHb : 3JIEKTPOHHO-
oubmuotreunas cucrema. — URL: https://e.lanbook.com/book/256907 (mara

obopamenwns: 03.10.2023). — Pexxum mocTyma: 1j1s aBTOPHU3. MOIH30BaTEIICH.

4. Xoxnosa, T. II. OpranmsanumonHoe mnoBeneHue (Teopuss MeHeIKMeEHTA:
Opranuzarnmonnoe noeaeHue). [Ipaktukym: YueoHoe mocobue / T.I1. Xoxmosa -
M.: Maructp, HUL[ UH®PA-M, 2019. - 256 c.:- (bakanaspwuar). - ISBN 978-5-
9776-0367-6. - Tekct : AJICKTPOHHBIN. - URL:
https://znanium.com/catalog/product/1010061 (mara ob6pamenus: 03.10.2023). —
PexxuMm noctyma: 1mo mojmnucke.

JlonmoJIHUTEIbHAS JIUTEPATypa

1.  Kpsrosa, H. B. Commomnorust opranu3aiiii 1 oOpraHu3aiiioHHOE MTOBEJCHUE :
yueOHoe mno-cobue / H. B. KpsroBa. — Actpaxanp : AI'TY, 2022. — 92 c. —
ISBN 978-5-89154-736-0. — Texkct : amekTpoHHBIH // JlaHb : 37IEKTPOHHO-
oubnmmoreunas cucrema. — URL: https://e.lanbook.com/book/322931 (mata
obpamenusi: 03.10.2023). — PexxuM gocTymna: aJjisi aBTOpU3. MOJIb30BATEIICH.

2. Epemun, B. H. Teopus MeHemKMEHTA: OpPraHW3alMOHHOE IIOBEACHUE :
yaeoHoe mocoome / B. H. Epemun. — MBanoso : UBI'Y, 2018. — 392 ¢. — ISBN
978-5-7807-1288-6. — Tekct : onexkTpoHHbId // JlaHb : DIIEKTPOHHO-
oubnuoteunass cucrema. — URL: https://e.lanbook.com/book/267866 (marta
obpamenus: 03.10.2023). — Pexxum mocTyma: st aBTOPHU3. MOJIb30BaTENEH.

CamocrositeibHasgs  padora mno Teme «Cranmapruzanus o¢opMJIeHHUS
OPraHU3aLMOHHO-PACIIOPSAUTEIBHBIX JOKYMEHTOB)»

Bomnpocsr:

1. OO0mn1Me 1MoJIOKEHHUS.

2. birankn TOKyMEHTOB.

3. IOpuanueckas cuna JOKYMEHTOB.

4, Odopmiienne  peKBU3UTOB,  ONPEICIAIONIUX  IOPUIUYECKYH0  CHITY
JIOKYMEHTOB: «J1aTa JOKYMEHTa», «PETUCTPAIIMOHHBIA HOMEP IOKYMEHTay, «TPHUd
YTBEPXKIICHUSI JOKYMEHTa», «IOJIMUCh JIOKYMEHTa», «Trpu(d corjacoBaHUs
JIOKYMEHTAa», «OTTUCK IeYaTH.

5. TpebGoBaHus K TEKCTY yIPaBICHYECKOTO JOKYMEHTA.

6. OdopmiieHne PEKBU3UTOB, OMNPEACISIONINX JBIKCHHE M OTPAKAIOIINX
00paboOTKy U HMCTIOJHEHUE JOKYMEHTA: «aJIpecaTy, «PE30IIOIUM», «3arojJOBOK K
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TEKCTY», «OTMETKA O HAIMYUH TIPIIOKECHUS», «BU3a COTIIACOBAHUS TIOKYMEHTa», «
CCBUJIKA HA PETUCTPALIMOHHBIA HOMEP U JIaTy TOKYMEHTa», KOTMETKa O KOHTPOJICY,
«OTMETKa O 3aBEePCHHHM KONHUH», «OTMETKa 00 HCIOJIHUTENE», «OTMETKa 00
UCTIOJTHCHUH JIOKYMEHTa M HampaBlICHUH €T0 B JIEI0», «OTMETKAa O MOCTYIUICHUH
JIOKYMEHTa B OpTaHU3aLNI0Y, KUICHTH(PHUKATOP JIEKTPOHHON KOIHUU JOKYMEHTA.
7. TabGenr yHHUpUIMPOBAaHHBIX (GopM ©  albboM (GOpM  JTIOKYMEHTOB
TIPE TP THS

MeToan4yeckue peKOMeHIauumn

AymuTopHas caMocTosITelIbHas paboTa Mo y4eOHOM AMCLUIUIMHE OCYLIECTBISAETCS Ha
y4€OHBIX 3aHATUAX 10/] HENOCPEACTBEHHBIM PYKOBOJICTBOM IIPEIIOAABATENS U 110 €0 33JaHHUIO.

BHreaynuropHas camocTosTeNbHas paboTa BBIIOIHSETCS 110 3aJJaHUI0 IIperojaBaTens 6e3
€ro HEIOCPEACTBEHHOIO Y4acCTHsl.

CamocrosrenbHass pa0oTa CTYIACHTOB IpU IOATOTOBKE K JIEKIUHM 3aKII0YaeTcs B
paccMOTpeHUH OOLIMX HAay4YHbIX OCHOB M aHAJIM3€ KOHKPETHBIX IIPOLECCOB MU (PaKTOPOB,
ONPEACISAIOINX COACPKAHUE TEMBI.

CamocrosiTenbHast paboTa CTYJEHTOB IpPHU IOJArOTOBKE K IPAKTUYECKOMY 3aHSITHIO
BKJIIOYAET 1M0A00p MaTepualla, JaHHBIX U CIEUUAIbHBIX UCTOYHUKOB, C KOTOPBIMU NPEACTOUT
yueOHas paboTa, a TaKKe pelIeHHe CUTYalMOHHBIX M MPAKTUYECKUX 3alaHuil. B cBs3u ¢ 3TUM
CTYACHTaM PEKOMEHAYeTCs JeTalbHO pa3o0paTh TEOPETUUECKUE BOIPOCH! JIEKLIMOHHOTO Kypca,
a 3aTeM 3aKpENUTh MaTepHall B IPOLECCE pelIeHUs TPOOIEMHbBIX CUTYalluid, 3aau.

IIpu camocTOATENBHOM pEIIEHUH 3ajjady HYKHO OOOCHOBBIBATh KaX/IbI 3Tal perieHus,
UCXO0Js U3 TEOPETUUYECKUX IOJIOKEHUHN Kypca. Ecim CTyIeHT BUAUT HECKOJIBKO IIyTEW PEIICHUS
npo0JeMbl, TO HY>)KHO CPaBHUTb UX M BBIOpaTh caMblil palMOHaiIbHbIN. Penienne npoOiaeMHbIX
3a/a4 CleNyeT u3jaraTh MOoApPOOHO, BBIUMCIEHMS paclioyiaraTb B CTPOrOM MOPSAJKE, OTAEIssA
BCIIOMOTaTeNbHbIE BBIYUCIEHUS OT OCHOBHBIX. PerieHus npu HEOOXOAUMOCTH HYXKHO
COIPOBOXKAAaTh KOMMEHTApUsAMHU U cxemMaMmu. CienyeT HOMHUTh, YTO pelIeHHe Kaxa0i yueOHo!
3aa4d JOJDKHO JIOBOJAUTHCS JI0 OKOHYATEIbHOI'O JIOTMYECKOTO OTBETa, KOTOPOro Tpedyer
YCIIOBHE, U 110 BO3MOXHOCTH C BBIBOJIOM.

CaMocTrosiTenbHasi MOATOTOBKA K 3a4eTy JOJDKHA OCYIIECTBIATHCS B TEYEHHE BCETO
CceMecTpa, a HE 32 HECKOJIBKO JIHEW 110 ero nposeneHusd. [Ipu moAroToBke K 3a4eTy CTyJAEHTaM
PEKOMEHyETCS:

- IIEPEYNTaTh BCE JICKIHH, A TAK)KE MaTepuaibl, KOTOPbIE TOTOBUINCH K MPAKTUYECKUM
3aHATUSAM B TEUECHUE CEMECTpa.

- COOTHECTHM 3Ty HH(OpPMAIMIO C BOIpPOCAMHU, KOTOpbIe MJaHbl K 3adery. Ecmm
UH(pOPMalLIUU HEJOCTATOYHO, OTBETHI HAXOAST B IPEAJIOKEHHO MpernoaaBaTesieM JTuTepaType.

[Ipu moAroToBKE K 3a4eTy PEKOMEHIYETCs JienaTh KpaTKhe 3amucH JUisi OpMUPOBaHUS
YETKOM JIOTUYECKOM CXEMBI OTBETA HA BOIIPOC.

HMcTouyHUKH M TUTEpaTypa AJsl OATOTOBKH:

OcHoBHas JuTeparypa

1. BunorpamoBa, . M. OpranuzaiimoHHOe MOBEACHUE : YU4eOHO-METOIUYECKUIMA
komiieke / . M. Bunorpanosa, B. 1. HoBuukos, B. B. CemenoBa. - Mockaa :
Hamkos u K, 2015. - 96 c. - ISBN 978-5-394-02556-3. - TekcT : 37IeKTpOHHBIH. -
URL.: https://znanium.com/catalog/product/558072 (mata oOpareHus:
03.10.2023). — Pexxum ocTyma: 1Mo momucKe.
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2. Jlopodeesa, JI.U. OprannzaiimoHHoe MOBEAEHUE : YUIEOHUK U MPAKTHUKYM IS

By30B / JI. 1. lopodeeBa. — 2-e u3z., ucnp. u jaon. — Mocksa : M3narenbcTBo
FOpaiit, 2023. — 378 ¢. — (Bricuiee oopazoanue). — ISBN 978-5-534-07617-2.
— Texcr : anexTponnsiit // OOpa3zoBarenbsHas mnatdopma FOpaiit [caiit]. — URL:

https://urait.ru/bcode/512742 (nara oopamenus: 03.10.2023).
3. Psxesa, FO. 1. OpranuzanuonHoe mnoBejneHue : yueOHoe mocooue / 1O. .

PsokeBa, O. B. CemenoBa. — Cawmapa : Camapckuii yausepcurer, 2021. — 96 c.
— ISBN 978-5-7883-1609-3. — Texkcr : 31eKTpoHHBIN // JlaHb : 3JIEKTPOHHO-
omOimoreunas cucrema. — URL: https://e.lanbook.com/book/256907 (nmata

obopamenwns: 03.10.2023). — Pexxum mocTyma: 1j1s aBTOPHU3. MOIH30BaTEIICH.

4. Xoxmosa, T. II. OpranumszanmonHoe mnoBenaeHue (Teopuss MeHemKMEHTa:
Opranuzarnmonnoe noeaeHue). [Ipaktukym: YueoHoe mocobue / T.I1. Xoxmosa -
M.: Maructp, HUL[ UH®PA-M, 2019. - 256 c.:- (bakanaspwuar). - ISBN 978-5-
9776-0367-6. - Tekct : AJICKTPOHHBIN. - URL:
https://znanium.com/catalog/product/1010061 (nata oOpamenus: 03.10.2023). —
Pexum noctyna: mo noamnucke.

JlonmoJIHUTEIbHAS JIUTEPATypa

1.  Kpsrosa, H. B. Commonorust opranu3anyii 1 OpraHn3aiuoHHOe MTOBEJACHHUE |
yueOHoe mno-cobue / H. B. KpsroBa. — Actpaxanp : AI'TY, 2022. — 92 c. —
ISBN 978-5-89154-736-0. — Tekct : amekTpoHHBIH // JlaHb : 37IEKTPOHHO-
oubnmmoreunas cucrema. — URL: https://e.lanbook.com/book/322931 (mata
obpamenusi: 03.10.2023). — PexxuM gocTyma: s aBTOpU3. MOJIb30BATEIICH.

2. Epemun, B. H. Teopus MeHemKMEHTA: OpPraHW3alMOHHOE IIOBEACHUE :
yaeoHoe mocodme / B. H. Epemun. — HMBanoso : UBI'Y, 2018. — 392 ¢. — ISBN
978-5-7807-1288-6. — Tekct : onexkTpoHHbId // JlaHb : DIIEKTPOHHO-
oubnuotreunass cucrema. — URL: https://e.lanbook.com/book/267866 (marta
obpamenus: 03.10.2023). — Pexxum moctyma: uist aBTOPHU3. MOJIb30BaTEIEH.

CamocrosiTeibHasgs padora mno Teme «OdopmiieHHe OpPraHu3alMOHHBIX
JTOKYMEHTOB»

Bomnpocsr:

1. Buapl opraHu3anMOHHBIX TOKYMEHTOB: MUACCHSI.

2. YcraB, mnonoxeHue o0  OpraHu3allM, I[OJOXKEHUE O CTPYKTYpPHOM
MOAPA3NAEIEHUN, JOJDKHOCTHAss HHCTPYKLIUSA, CTPYKTypa W  IOTaTHas
YUCJIEHHOCTh, IITATHOE pACHUCAHWE, HWHCTPYKIMH  OpraHU3allMOHHO-
METOAMYECKOTO HAa3HA4YeHUs M IPaBWIA, IMPOLIECCHBIE PETJIAMEHTHI
IPEANPUATUSA, JOKYMEHTBI CHCTEMBI MEHEI)KMEHTA Ka4eCTBA, JOTOBOP.

3. COBOKYIHOCTb PEKBU3UTOB, ONPEIAEISAIOIIUX OPraHU3aMOHHBINA JOKYMEHT.

MeToauveckue peKOMEHAANH
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AynuTtopHas caMmocTosiTeNbHas padoTa Mo yuyeOHON OUCHHUIUIMHE OCYIIECTBISAETCS Ha
yueOHBIX 3aHATHUSAX [10/] HEMOCPEACTBEHHBIM PYKOBOJICTBOM MPEIOAAaBATENS U 110 €ro 33JaHHUIO.

BreayautopHas caMocTosiTenbHasi padoTa BBITIOIHICTCS 110 33JaHUI0 TIPeroaaBarens 0e3
€ro HEMOCPEICTBEHHOI0 Y4acTHsl.

CaMocTtosiTennbHasi padoTa CTYACHTOB MpPH TOATOTOBKE K JICKIMH 3aKII0YacTcs B
paccMOTpeHHH OOIIMX HAayYHbIX OCHOB M aHaJIW3€ KOHKPETHBIX IPOLECCOB U (PaKTOpOB,
OIIPEIEIAIOINX CONECPKAHUE TEMBI.

CamocrosiTenbHass paboTa CTYJEHTOB IPH IOJATOTOBKE K IMPAKTUYECKOMY 3aHSITHIO
BKJIFOYACT HOI[60p Marepurajia, JaHHbIX W CIHCHUAJIBHBIX MCTOYHUKOB, C KOTOPBIMU HPCACTOUT
yueOHas paboTa, a TakKe pelleHHe CUTYAllMOHHBIX U MPAaKTHUYECKUX 3aJaHuil. B cBs3u ¢ aTuM
CTYACHTaM PEKOMEHAYETCS JeTalbHO pa3o0paTh TEOPETUUECKUE BOMPOCH! JIGKIIMOHHOTO Kypca,
a 3aTeM 3aKpENUTh MaTepHall B IPOIECCe PelIeHUs MPOOIEMHbBIX CUTYallui, 3aay.

[Ipu caMOCTOATENBHOM PEIICHUH 337ad HYKHO OOOCHOBBIBATH KaXKABIN 3Tall peLIeHHUS,
UCXO0/I U3 TEOPETUYECKUX MOJIOKEHUH Kypca. Eciu CTyaeHT BUANT HECKOJIBKO MyTEeH PEIIeHUs
npoOJeMbl, TO HY>)KHO CPaBHHUTb UX M BBIOpaTh CaMblil pallMOHANbHBIA. Pemenue npoOieMHbIX
3aja4 clieflyeT H3jaraTh MOAPOOHO, BBIUMCICHUS pacIojiaraTb B CTPOrOM MOPSAIKE, OTAEIss
BCIIOMOTATEIbHBIE BBIYHCIICHHS OT OCHOBHBIX. Pemenus npu H€O6XOIII/IMOCTI/I HYXHO
COTPOBOXKAATh KOMMEHTAPUSAIMU U cxemMamu. CieyeT MOMHUTh, YTO PEIIeHre KaKI0i y4eOHOi
3a/la4il JIOJDKHO JIOBOJUTBHCA JO OKOHYATEIbHOI'O JIOTMYECKOI'O OTBETa, KOTOPOro Tpedyer
YCIIOBHE, U 110 BO3MOXHOCTH C BBIBOJIOM.

CamocrosiTenbHasi MOJATOTOBKA K 3a4eTy JOJDKHA OCYIIECTBIATHCS B TEUEHUE BCETO
ceMecTpa, a He 3a HECKOJIBKO JIHEeH 110 ero nposeAeHus. [Ipy moaArotoBke k 3a4ery CTyAeHTam
PEKOMEHIYEeTCS:

- IIEPEeUUTaTh BCE JICKLHH, a TAK)KE MaTepUaibl, KOTOPbIE TOTOBUIUCH K MPAKTUYECKUM
3aHATUAM B TCUCHUC CCMECTPA.

- COOTHECTHM OTy HH(OpPMAIMIO C BOIPOCAMHU, KOTOpbIe MJaHbl K 3adery. Ecim
nH(pOpMaIIMK HEOCTATOYHO, OTBETHI HAXOAAT B MPEIJIOKEHHOMN MTPEINOo1aBaTesieM JUTEpaType.

[Ipu moAroToBKE K 3a4eTy PEKOMEHIYeTCs JIelaTh KpaTKue 3amucH Ajis (OpMUPOBAHUS
YETKOM JIOTUYECKOUN CXEMBbI OTBETA HA BOIIPOC.

HUcTounuku U quTepaTypa s NOATOTOBKH:

OcHoBHas JuTeparypa

1. Bunorpamosa, 1. M. OpranuzaiiuoHHOE MOBEACHUE : YUYEOHO-METOIUYECKUI
xoMmiieke / . M. Bunorpanosa, B. 1. HoBuukos, B. B. CemenoBa. - Mockaa :
JamxoB u K, 2015. - 96 c. - ISBN 978-5-394-02556-3. - TekcT : 3neKTpOHHBIN. -
URL: https://znanium.com/catalog/product/558072 (mara oOpalleHus:
03.10.2023). — Pexwum qocTyrma: Mo HOIMHCKe.

2. Jlopodeesa, JI.M. OpranuzanoHHOE MOBEACHHUE : YYCOHUK U MPAKTUKYM JIJIS

By30B / JI. 1. JlopodeeBa. — 2-e¢ u3a., ucnp. u jaorn. — Mocksa : M3gaTrenbcTBo
FOpaiit, 2023. — 378 ¢. — (Bricmiee oo6pazoBanue). — ISBN 978-5-534-07617-2.
— Texcr : anextponnsiit // OOpa3zoBarensHas miatdopma FOpaiit [caiit]. — URL:

https://urait.ru/bcode/512742 (mata oopamenus: 03.10.2023).
3. Psxesa, FO. W. OpranuzanuonHoe mnosejneHue : yueOHoe nocooue / 1O. .

PsoxeBa, O. B. CemenoBa. — Camapa : Camapckuil yHuepcurer, 2021. — 96 c.
— ISBN 978-5-7883-1609-3. — Texkct : anexkTpoHHbIN // JlaHb : 3JEKTPOHHO-
oubmmoreunass cucrema. — URL: https://e.lanbook.com/book/256907 (nata

obpamenusi: 03.10.2023). — Pexum gocTymna: aJjisi aBTOpU3. M0JIb30BATEIICH.
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4. Xoxmosa, T. II. OpranusamumonHoe mnoBeneHue (Teopuss MeHeIKMEHTA:
OpranuzanuonHoe noseaeHue). [paktukym: YueoHoe nmocooue / T.I1. Xoxiosa -
M.: Maructp, HUIL UH®PA-M, 2019. - 256 c.:- (bakanaBpuar). - ISBN 978-5-
9776-0367-6. - Tekct : AJICKTPOHHBIN. - URL:
https://znanium.com/catalog/product/1010061 (mata oGpamenus: 03.10.2023). —
PexxuM noctyna: 1o moJmnucke.

JlonoJIHUTe IbHAS JIUTEPaTypa

1. Kpsrosa, H. B. Commonorusi opranu3anuii ¥ opraHu3aliOHHOE MOBEICHUE :
yaeOHoe mo-cobue / H. B. KpsaroBa. — Actpaxanb : AI'TY, 2022. — 92 ¢. —
ISBN 978-5-89154-736-0. — TekcT : a1eKTpoHHBIN // JIaHB : 3JIEKTPOHHO-
oubmuoreunas cucrema. — URL: https://e.lanbook.com/book/322931 (mara
obopamenwns: 03.10.2023). — Pexxum mocTyma: 1j1sl aBTOPHU3. MOIH30BaTEIICH.

2. Epemun, B. H. Teopus MeHe»KMEHTA: OPTaHU3AIIMOHHOE TTOBECHHE | YIeOHOE
nocodbwue / B. H. Epemun. — MBanoso : UB['Y, 2018. — 392 ¢. — ISBN 978-5-
7807-1288-6. — Tekct : anekTpoHHBIN // JlaHb : 35eKTpOHHO-OMOIHMOTEUHAS
cuctema. — URL: https://e.lanbook.com/book/267866 (mara oOpamieHus:
03.10.2023). — PexxuM gocTyna: st aBTOPHU3. TOJIb30BATEIICH.

CamocrosiTeibHasgs  pabdora mno Teme «HMHPopManMOHHO-CIIPAaBOYHbIE
TOKYMEHTBbI»

Bonpocobr:

1. Buapl uHGOPMAIIMOHHBIX TOKYMEHTOB.

2. DyHKIIUM IETOBOTO MUChMa, €r0 BUJIBI.

3. PexBu3uthl muchbMa B cooTBeTcTBUUM ¢ TnonoxkeHusmu ['OCT P 6.30-
2003.CocraBiieHrEe TEKCTa MUChMA.

DJIEKTPOHHBIEC MUCHhMA.

YnpasineHne JOKyMEHTaMU 3JIEKTPOHHOU ITOYTHI.

JlenoBas repenucka ¢ ”HOCTPAaHHBIMHU ITApPTHEPAMH.

OdopmiieHne akTOB, TOKIAAHBIX (CITY>KEOHBIX) 3aIMHCOK.

Oco6eHHOCTH BEO-TOKYMEHTOB.

N o 0 b

MeToauyeckue peKOMEHAALMH

AymuTopHasi caMocTosITelIbHas paboTa Mo y4eOHOM AMCIUIUIMHE OCYIIECTBISETCS Ha
y4eOHBIX 3aHATHUSAX 101 HEMOCPEACTBEHHBIM PYKOBOJICTBOM IMPENOIAaBATENSI U MO €T0 3a/IaHuIO.

BHreaynuropHas camocTosiTeNbHas paboTa BBIIOIHIETCS 10 3aJJaHUIO MIperoiaBaTens 6e3
€ro HEMOCPEICTBEHHOIO Y4aCTH.

CamocrosarenbHass pa0oTa CTYIACHTOB NpU MOATOTOBKE K JIEKIUH 3aKII0YaeTcs B
paccCMOTpeHMH OOIIMX HayYHbIX OCHOB M aHalM3€ KOHKPETHBIX MpOIeccoB MU (HaKTOPOB,
OIPEIEIAIOIHUX CONEPKAHUE TEMBI.

CamocrosiTenbHast paboTa CTYJEHTOB IPU MOJATOTOBKE K MPAKTUYECKOMY 3aHSATHUIO
BKJIIOYAET 1M0J00p MaTepuala, JaHHBIX U CIEHUATbHBIX UCTOYHHUKOB, C KOTOPBIMHU INPEICTOUT
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yueOHasi paboTa, a TaKKe pPelIeHHe CUTYAIlMOHHBIX U MPAaKTUYECKUX 3aJaHuil. B cBs3u ¢ 3TUM
CTYAECHTaM PEKOMEHAYETCs JeTalbHO pa3o0paTh TEOPETUUECKUE BOIPOCH! JIEKIIMOHHOIO Kypca,
a 3aTeM 3aKpernuTh MaTepHaj B POLECCE PELICHUs MPOOJIEMHBIX CUTYallui, 3a/1a4.

IIpu camocTOATENBHOM pELIEHUH 3a7jad HYKHO OOOCHOBBIBATh KaX</bIM 3Tal perieHus,
UCXO0Js U3 TEOPETUUYECKUX IOJIOKEHUHN Kypca. Eciu CTyeHT BUAUT HECKOJIBKO IIyTEH PEIICHUs
po0JeMbl, TO HY>)KHO CPaBHUTb MX M BbIOpaTh caMblii pallMOHalbHbIN. Pemenne npoGineMHbIX
3a/a4 CleqyeT u3jaraTh MOoApPOOHO, BBIUMCIEHMS paclioyiaraTb B CTPOrOM HOPSAJKE, OTAEIASA
BCIIOMOTaTe/bHbIE BBIUUCIEHUS OT OCHOBHBIX. PerieHus npu HEOOXOAMMOCTH HYXHO
COIIPOBOXKIATh KOMMEHTAPHAMH U cxemMaMu. ClieyeT IOMHHTD, YTO PEUICHHEe KaX10i ydeOHon
3aJjauyd JIOJDKHO JOBOJIUTHCS JO OKOHYATEIbHOIO JIOTHYECKOro OTBETa, KOTOPOro Tpedyer
YCIIOBHE, U 110 BO3MOXKHOCTH C BBIBOJIOM.

CaMocTrosiTenbHass MOATOTOBKA K 3a4eTy JOJDKHA OCYILECTBIATHCS B TEYEHHE BCETO
CEMECTpa, a HE 3a HECKOJBKO JHEH 10 ero nposeacHud. IIpu moaroToBke K 3a4eTy CTyIEeHTaM
PEKOMEHYETCS:

- IIEPEYNTATh BCE JICKLHUM, A TAK)KE MaTepuasibl, KOTOPbIE TOTOBUINCH K IMPAKTUYECKUM
3aHATHSAM B TEYEHHE CEMECTPA.

- COOTHECTHM 3Ty HH(OpPMAIMIO C BOIPOCAMHU, KOTOpbIE MJaHbl K 3adery. Eciu
UH(pOPMAaLIUU HEJOCTATOYHO, OTBETHI HAXOASAT B MPEAJIOKEHHOI MperoaaBaTesieM JUTepaType.

[Tpu mOArOTOBKE K 3a4eTy PEKOMEHIYETCs JIeNaTh KpaTKUe 3amvcu sl pOpMHUPOBAHUS
YETKOW JIOTMYECKON CXEMbI OTBETAa Ha BOIIPOC.

HMcToYHUKH M TUTEpaTypa AJsl MOATOTOBKH:

OcHoBHas JauTEpaTypa

1. Bunorpagosa, WM. M. OpraHuzaniuoHHoe TMOBeJeHUE : y4eOHO-
Metonudyeckuii kommuiekc / WM. M. Bunorpamosa, B. WM. Hosuuxos, B. B.
CemenoBa. - Mockaa : JlamkoB u K, 2015. - 96 c¢. - ISBN 978-5-394-02556-3. -
Teker : anexrponnsiii. - URL: https://znanium.com/catalog/product/558072 (mata
obpamenusi: 03.10.2023). — Pexxum ocTyna: 1o moAnucke.

2. Jlopodeesa, J.U. OpranuzaiimoHHoe MOBEAEHUE ;| YICOHUK U MPAKTUKYM JIJIsI
By30B / JI. . JlopodeeBa. — 2-¢ u3a., ucnp. u gomn. — Mocksa : M3garenbcTBo
FOpaiit, 2023. — 378 ¢. — (Bwicmiee oo6pazoanue). — ISBN 978-5-534-07617-2.
— TekcT : anexkTpoHHbIl // ObpazoBarenbHas natdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/512742 (nara oopamenus: 03.10.2023).

3. PsxeBa, FO. U. Opranuzanronnoe noseneHue : ydeoHoe mocooue / 0. H.

PsoxeBa, O. B. CemenoBa. — Camapa : Camapckuii yHuepcuter, 2021. — 96 c.
— ISBN 978-5-7883-1609-3. — TekcT : 35eKTpOoHHBIN // JIaHb : AIEKTpPOHHO-
oumbmmoreunas cucrema. — URL: https://e.lanbook.com/book/256907 (nata

obpamenus: 03.10.2023). — Pexxum mocTyma: st aBTOPHU3. MOIb30BaTENEH.

4, Xoxmoma, T. II. Opranm3anuonHoe moseacHue (Teopuss MEHEIKMEHTA:
Opranuzarmonnoe nosegeHue). [lpakrukym: YueoHoe nocodue / T.I1. XoxioBa -
M.: Maructp, HUIl UH®PA-M, 2019. - 256 c.:- (bakanaBpuar). - ISBN 978-5-
9776-0367-6. - Tekcr : ANIEKTPOHHBIN. - URL:
https://znanium.com/catalog/product/1010061 (mata oGpamenus: 03.10.2023). —
Pexunm nocryma: 1o nmoamnuvcke.

JlonoiHUTEIBLHASA JUTEPATYypa
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1. Kpsarosa, H. B. Couuosiorust opranu3auuii 1 OpraHu3allMOHHOE IOBEJICHUE :
yuebHoe no-cooue / H. B. Kpstoa. — Acrtpaxans : AI'TY, 2022. — 92 ¢. —
ISBN 978-5-89154-736-0. — TekcT : a1eKTpoHHBIN // JlaHb : 3JIEKTPOHHO-
oubnuoteunass cucrema. — URL: https://e.lanbook.com/book/322931 (mara
obpamenus: 03.10.2023). — PesxxuM gocTyma: it aBTOpU3. T0JIH30BATEIICH.

2. Epemun, B. H. Teopus MeHe»KMEHTA: OPTaHU3AIIMOHHOE TTOBECHHE | YIeOHOE
nocodbue / B. H. Epemun. — HMBanoso : UB['Y, 2018. — 392 ¢. — ISBN 978-5-
7807-1288-6. — Texkct : amekTpoHHBIN // JlaHb : 35IeKTpOHHO-OMOIMOTEUHAS
cuctema. — URL: https://e.lanbook.com/book/267866 (mara oOparmieHus:
03.10.2023). — Pexwum rocTyna: il aBTOPHU3. TOJIb30BaTEIICH.

CamocrosiTenbHasi padota mo teme «Opranuszanusi padoThl ¢ JOKYMEHTaMID)
Bomnpocsr:

1. XapakTtepucTuka W  TNPUHLHUIBI  OpPTaHMU3aAlMU  JIOKYMEHTOOOOpOTA.

JIBM>KEHYE BXOIAIIMNX.

Hcxonamuyx ¥ BHyTPEHHUX JTOKYMEHTOB.

Onepanyn 06pab0OTKH OTHPABISEMBIX TOKYMEHTOB.

TpeboBanus K OPOPMIICHUIO UCXOASIIUX TOKYMEHTOB.

Ocob6ennoctu odopmiieHust ¢GakcoB U Tenerpamm, biok-cxema paboOThI C

UCXOJISAIUMHU JOKyMEHTaMH.

Perucrpanus 10KyMeHTOB.

[lenb perucrpanuu JOKYMEHTA, €€ BBIPAKEHUE U MECTO pa3MELICHHUS.

@DOopMBbI peruCTpaliK JOKYMEHTA.

. TpeGoBaHUsI K peTUCTPALIHH.

10 Peructpanus oTIeNbHBIX TPYII JOKYMEHTOB.

11.CocTtaB perucTpallMOHHOTO HOMEpa JJisi BXOMANIUX U  HUCXOJMSIIUX
JIOKYMEHTOB.

12.Peructpanust 1oKyMeHTOB ¢ rpudom «KT».

13.Peructpanmsi JOKyMEHTOB KaK HayaJbHBI JTall KOHTPOJS 3a HX
UCTIOJTHEHHEM.

14.KoHTpoJIb ¢ TOMOIIBIO TTepcoHaIbHOTO KommbioTepa (I1K).

15.Coneprxanue KOHTPOJIS.

16.KoHTposb MCTIONTHEHUS JOKYMEHTa Kak (DyHKIMs yIpaBIeHUS U COCTaBHAs
4acThb JCJIONPOU3BOCTBA.

17.0T™MeTKa 0 KOHTPOJIE TOKYMEHTA.

18.NudopmarmoHHo-cripaBo4Has padora.

19.Pa6ota ¢ undopmarment, comepkaiieii KOMMEPUYECKYIO TaliHy.

abswn

©oo~No

MeToauveckue peKOMEHAAMH

AymuTopHas caMoCTOsITelbHass paboTa Mo y4yeOHOH IUCHUIUIMHE OCYILECTBIIAETCS Ha
y4eOHBIX 3aHATHSX MO HEMOCPEICTBEHHBIM PYKOBOJCTBOM MPEMOAABATEINS U TI0 €r0 3aJJaHHIO.
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BHaeaynuropHas camocTosiTeNbHas paboTa BBHIIOIHIETCS TI0 3aJJaHUIO MIperoiaBaTens 6e3
€ro HEMOCPEICTBEHHOIO Y4acTHsl.

CaMocTtosiTennbHasi padoTa CTYACHTOB MpPH TOATOTOBKE K JICKIIMHM 3aKII0YacTcs B
paccMOTpeHHH OOIIMX HayYHbIX OCHOB M aHalM3€ KOHKPETHBIX MPOIeccoB U (haKTOPOB,
OIPEIEIAIOIHNX CONECPKAHUE TEMBI.

CamocrosiTenbHass paboTa CTYJEHTOB IPH MOJATOTOBKE K IMPAKTUYECKOMY 3aHSITHIO
BKJIFOYACT HOI[60p Marcpuraja, JaHHbIX W CHCUUAIBHBIX MCTOYHUKOB, C KOTOPBIMH HNPCACTOUT
yueOHas paboTa, a TaKKe pelIeHHe CUTYallMOHHBIX M MPAKTUYECKUX 3alaHuil. B cBs3u ¢ 3TUM
CTYZICHTaM PEKOMEHAYETCS JeTalbHO pa3o0paTh TEOPETUUECKUE BOMPOCH! JIGKIIMOHHOTO Kypca,
a 3aTeM 3aKpENUTh MaTepHall B POLIECCE PEIICHUs MPOOIEMHbBIX CUTYallUi, 3a/1a4.

[Tpu camMoOCTOATENBHOM pEIICHUH 3a7ad HYKHO OOOCHOBBIBATH KaX/bI 3Tal pelIeHus,
UCXO0/1 U3 TEOPETUYECKUX MOJIOKEHUH Kypca. Eciu CTyaeHT BUANT HECKOJIBKO MyTEeH PEIIeHUs
npoOJIeMbl, TO HY>)KHO CPaBHUTh UX M BBHIOpaTh caMblii pallMOHAILHBIN. Pemenne mpoOaeMHbIX
3aja4 Cclie[lyeT M3jaraTh MOAPOOHO, BBIYMCICHHUS PaAcCIojiaraTb B CTPOrOM TMOPSAKE, OTIENss
BCIIOMOTATEIbHBIC BBIYHMCIICHHS OT OCHOBHBIX. PemeHus npu HCO6XOI[I/IMOCTI/I HYXHO
COIPOBOXKAATh KOMMEHTApUsIMU U cxemMamu. CienyeT NOMHUTh, YTO pElICeHUE Kaxa0i yueOHOou
3a/la4ydl JIOJDKHO JIOBOJUTBHCA JIO OKOHYATEIbHOI'O JIOTMYECKOI'O OTBETa, KOTOPOro Tpedyer
YCIIOBHE, U 110 BO3MOXHOCTH C BBIBOJOM.

CamocrosiTennbHasi MOJATOTOBKA K 3a4eTy JODKHA OCYIIECTBIATHCS B TEUECHUE BCETO
ceMecTpa, a He 32 HECKOJIBKO JIHEeH 110 ero nposeneHud. [Ipu moAaroTroBke K 3ayeTy CTyJEHTaM
PEKOMEHIYEeTCS:

- IIEPEUnTaTh BCE JIEKLHH, a TAKKE MaTepuaibl, KOTOPbIE TOTOBUJINCH K MPAKTUYECKUM
3aHATUAM B TCUCHUC CCMECTPA.

- COOTHECTHM OTy HH(OpPMAIMIO C BOIPOCAMHU, KOTOpbIE MJaHbl K 3adery. Eciu
nH(pOpMaIMK HEOCTATOYHO, OTBETHI HAXOAT B IPEIJIOKEHHON MPEIoaaBaTesieM JUTeparype.

[Ipu mOArOTOBKE K 3a4eTy PEKOMEHIYeTCs JeNaTh KpaTKhe 3amucH JUisi OpMUPOBAHUS
YETKOM JIOTUYECKOUN CXEMBbI OTBETA HA BOIIPOC.

HcTounuku n Jarepartypa AJd NnNoAroroBKu:

OcHoBHas JuTeparypa

1. Bunorpanosa, M. M. OpranuzauroHHOE MOBEAEHUE : Y4eOHO-METOANYECKUI
xomiieke / . M. Bunorpanosa, B. 1. HoBuukos, B. B. CemenoBa. - Mockaa :
JamxoB u K, 2015. - 96 c. - ISBN 978-5-394-02556-3. - TekcT : 3neKTpOHHBIN. -
URL: https://znanium.com/catalog/product/558072 (marta oOparieHus:
03.10.2023). — Pexwum qocTyrma: Mo HOMHCKe.

2. Jlopodeesa, JI.1. OpranuzaioHHOe MOBEACHHUE : YICOHUK U MPAKTUKYM JIsI

By30B / JI. 1. JlopodeeBa. — 2-e¢ u3x., ucnp. u jaomn. — Mocksa : M3garenbcTBo
FOpaiit, 2023. — 378 ¢. — (Bricmiee oo6pazoBanue). — ISBN 978-5-534-07617-2.
— Texcr : anexTponnsiit // OOpa3zoBarensHas miatdopma FOpaiit [caiit]. — URL:

https://urait.ru/bcode/512742 (nara oopamenus: 03.10.2023).
3. Psxesa, FO. W. OpranuzanuonHoe mnoseneHue : yueOHoe nocooue / 1O. .

PsoxeBa, O. B. CemenoBa. — Camapa : Camapckuii yHusepcuret, 2021. — 96 c.
— ISBN 978-5-7883-1609-3. — Texkct : anexkTpoHHbIN // JlaHb : 3JEKTPOHHO-
oubmmoreunass cucrema. — URL: https://e.lanbook.com/book/256907 (nata

obpamenusi: 03.10.2023). — PexuM qocTymna: st aBTOpU3. M0JIb30BATEIICH.

4, Xoxmoma, T. II. OpranuzaunonHoe mnoBeaeHue (Teopuss MeHEIKMEHTA:
Opranuzainmonnoe nosegenue). [Ipaktukym: YueoHoe nocodue / T.I1. XoxioBa -
M.: Maructp, HUILl UH®PA-M, 2019. - 256 c.:- (bakanaBpuar). - ISBN 978-5-
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9776-0367-6. - Texct : AIIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/1010061 (matra oOparuenus: 03.10.2023). —
Pexum AOCTYIIA: 110 ITOAIINCKC.

JlonoJIHUTEIbHAS JIUTEPATypa

1. Kpsarosa, H. B. Couunosioruss opranmu3aiiii 1 OpraHU3aIl[iOHHOE MTOBEICHHE :
yueOHoe no-cobue / H. B. Kparoa. — Actpaxaunb : AI'TY, 2022. — 92 ¢. —
ISBN 978-5-89154-736-0. — TekcT : aieKTpoHHBIN // JIaHB : 3JIEKTPOHHO-
oumbimoreunas cuctema. — URL: https://e.lanbook.com/book/322931 (mara
obpamenus: 03.10.2023). — Pexxum qocTyma: 11 aBTOPH3. I0JIH30BATEIICH.

2. Epemun, B. H. Teopust MmeHep)KMEHTa: OpraHU3aIMOHHOE TTOBEACHHE : yaeOHOe
nocobue / B. H. Epemun. — HBanogo : MBI'Y, 2018. — 392 c. — ISBN 978-5-
7807-1288-6. — Tekct : amexkTpoHHsbIil // Jlaub : 3MeKTpOHHO-OMOIHMOTEUHAS
cuctema. — URL: https://e.lanbook.com/book/267866 (mara oOpamieHus:
03.10.2023). — PexxuM gocTyna: st aBTOPHU3. MOJIb30BaTENICH.

CamocrosiTesibHasi padoTa 1o TeMe «XpaHeHne JOKYMEHTOB)
Bonpocobr:

OrnepaTrBHOE XPaHEHHUE IOKYMEHTOB.
ODKCIepTr3a HEHHOCTH JOKYMEHTOB.
TepMUHBI U OIIPEIEIICHUS.
I{enb ¥ NPUHIUIIBI
¢dopmupoBanus nen. opmupoBaHue yUpeIUTENbHbBIX, PACIOPSAUTEIbHBIX,
OpraHU3alUOHHbBIX, THOOPMAIIMOHHBIX JTOKYMEHTOB HPeATIpUATHs ((DUPMBI).
6. OprrexHuka, UcroJyib3yeMas npu GopMUpPOBaAHUM JIE.
7. OdopmiieHue e U nepenaya JOKyMEHTOB B apXUB OpraHU3aIUH.
8. Hasnauenue u 3a1auv apxuBa MpENIIPUATHSA.
9. IlpaBuna nepegauyu JTOKyMEHTOB B apXUB.
10. CocTaB dKCNEPTHON KOMHUCCHH.
11. Buapl JOKyMEHTOB, IOJIEKAILNX NIEPEAAYE B APXHUB.
12. Cpoku XpaHEHUsI TOKYMEHTOB B apXUBE.
13. AKTBI ¥ OTTUCH.
14. OcOOEHHOCTH XPAHEHHUS DJIEKTPOHHBIX JOKYMEHTOB.
15. YHAUYTOXKEHUE JOKYMEHTOB C UCTEKIIMMH CPOKAMU XPAHEHHS. .
MeToauveckue peKOMEHAAMH

ag s wDd e

AynuTopHas camocCTosITeNbHas pabdoTa Mo y4eOHOM IUCHUIUIMHE OCYIIECTBISETCS Ha
y4eOHBIX 3aHATHSX IO HEMOCPECTBEHHBIM PYKOBOJCTBOM MPEMOAABATENS U TI0 €ro 3aJJaHHIO.

BueayautopHas camoctosiTenbHasi paboTa BBIMOJIHIETCS 110 3aJaHUI0 IIpernoaaBarens 6e3
€ro HEMOCPEICTBEHHOI'O Y4aCTHS.

CamocrosiTenbHasi paboTa CTYAEHTOB MpPH TMOJArOTOBKE K JIEKIIMM 3aKIlo4yaeTrcs B
paccMOTpeHMH OOIIMX HAay4yHBIX OCHOB M aHaJU3€ KOHKPETHBIX MpPOIEcCOB U (HaKTOPOB,
OTIPEAEISAIONINX COACPKAHUE TEMBI.

CamocrodarenbHass paboTa CTYIEHTOB MNpPH MOATOTOBKE K MPAKTUYECKOMY 3aHITHIO
BKJIIOYAET 1MoA0Op MaTepuana, JaHHbIX M CHEHUAIbHBIX UCTOYHUKOB, C KOTOPHIMU MPEIACTOUT
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yueOHasi paboTa, a TaKKe pPelIeHHe CUTYAIlMOHHBIX U MPAaKTUYECKUX 3aJaHuil. B cBs3u ¢ 3TUM
CTYAECHTaM PEKOMEHAYETCs JeTalbHO pa3o0paTh TEOPETUUECKUE BOIPOCH! JIEKIIMOHHOIO Kypca,
a 3aTeM 3aKpeNnuTh MaTepHaj B MPOLECCE PELICHUs MPOOJIEMHBIX CUTYallui, 3a/1a4.

IIpu camocTOATENBHOM pELIEHUH 3a7jad HYKHO OOOCHOBBIBATh KaX</bIM 3Tal perieHus,
UCXO0Js U3 TEOPETUUYECKUX IOJIOKEHUHN Kypca. Eciu CTyeHT BUAUT HECKOJIBKO IIyTEH PEIICHUs
po0JeMbl, TO HY>)KHO CPaBHHUTh MX M BbIOpaTh caMblil pallMOHaibHbIN. Penienne npoOieMHbIX
3a/a4 CleqyeT u3jaraTh MOoApPOOHO, BBIUMCIEHMS paclioyiaraTb B CTPOrOM HOPSAJKE, OTAEIASA
BCIIOMOTaTe/bHbIE BBIUUCIEHUS OT OCHOBHBIX. PerieHus npu HEOOXOAMMOCTH HYXHO
COIIPOBOXKIATh KOMMEHTAPHAMH U cxemMaMu. ClieyeT MOMHHTD, YTO PEUICHHUE KaX10i ydeOHon
3aJjauyd JIOJDKHO JOBOJIUTHCS JO OKOHYATEIbHOIO JIOTHYECKOro OTBETa, KOTOPOro Tpedyer
YCIIOBHE, U 110 BO3MOXKHOCTH C BBIBOJIOM.

CaMocTrosiTenbHass MOATOTOBKA K 3a4eTy JOJDKHA OCYILECTBIATHCS B TEYEHHE BCETO
CEeMECTpa, a HE 3a HECKOJBKO JAHEH 0 ero nposeacHus. IIpu moAaroToBke K 3a4eTy CTyIEHTaM
PEKOMEHYETCS:

- IIEPEYNTATh BCE JICKLHUM, A TAK)KE MaTepuasibl, KOTOPbIE TOTOBUINCH K IMPAKTUYECKUM
3aHATHSAM B TEYEHHE CEMECTPA.

- COOTHECTHM 3Ty HH(OpPMAIMIO C BOIPOCAMHU, KOTOpbIE MJaHbl K 3adery. Eciu
UH(pOPMAaLIUU HEJOCTATOYHO, OTBETHI HAXOAAT B MPEAJIOKEHHOI MpernoaaBaTesieM JUTepaType.

[Tpu mOArOTOBKE K 3a4eTy PEKOMEHIYETCs JIeNaTh KpaTKUe 3amvcu sl pOpMHUPOBAHUS
YETKOW JIOTMYECKON CXEMbI OTBETAa Ha BOIIPOC.

HMcToYHUKH M TUTEpaTypa AJsl MOATOTOBKH:

OcHoBHas JauTEpaTypa

1. Bunorpanona, M. M. OpranuzaiinoHHOE MOBEJACHUE : Y4€OHO-METOAMYECKHIM
komruieke / M. M. Bunorpanora, B. 1. HoBuukos, B. B. CemenoBa. - Mockga :
HamkoB u K, 2015. - 96 c. - ISBN 978-5-394-02556-3. - TekcT : 2IeKTpOHHBIN. -
URL.: https://znanium.com/catalog/product/558072 (mara oOpareHus:
03.10.2023). — Pexxum gocTyIIa: 1o MOAIHKCKE.

2. Jlopodeesa, J.U. OpranuzaiimoHHoe MOBEAEHUE ;| YICOHUK U MPAKTUKYM JIJIsI
By30B / JI. . JlopodeeBa. — 2-¢ u3a., ucnp. u gomn. — Mocksa : M3garenbcTBo
FOpaiit, 2023. — 378 ¢. — (Bwicmiee oo6pazoanue). — ISBN 978-5-534-07617-2.
— TekcT : anexktponHbIi // ObpazoBarenbHas mwiatdopma Opaiit [caiit]. — URL:
https://urait.ru/bcode/512742 (nara oopamenus: 03.10.2023).

3. PsxeBa, FO. U. Opranuzanronnoe noseneHue : ydeoHoe mocooue / 0. H.

PsoxeBa, O. B. CemenoBa. — Camapa : Camapckuii yauepcutet, 2021. — 96 c.
— ISBN 978-5-7883-1609-3. — TekcT : 35eKTpOoHHBIN // JIaHb : AIEKTpPOHHO-
oumbmmoreunas cucrema. — URL: https://e.lanbook.com/book/256907 (nata

obpamenus: 03.10.2023). — Pexxum mocTyma: st aBTOPHU3. MOIb30BaTENEH.

4, Xoxmoma, T. II. Opranm3anuonHoe mnopeacHue (Teopus MeEHEIKMEHTA:
Opranuzarnmonnoe nosegenue). [Ipakrukym: YueoHoe nocodue / T.I1. XoxioBa -
M.: Maructp, HUIl UH®PA-M, 2019. - 256 c.:- (bakanaBpuar). - ISBN 978-5-
9776-0367-6. - Tekcr : ANIEKTPOHHBIN. - URL:
https://znanium.com/catalog/product/1010061 (mara oOparmenus: 03.10.2023). —
Pexunm nocrtymna: 1o nmoamnucke.

JlonoiHUTEIBLHASA JUTEPATYypa
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1. Kpsarosa, H. B. Couuosiorust opranu3auuii 1 OpraHu3allMOHHOE IOBEJICHUE :
yuebHoe no-cooue / H. B. Kpstoa. — Acrtpaxans : AI'TY, 2022. — 92 ¢. —
ISBN 978-5-89154-736-0. — TekcT : a1eKTpoHHBIN // JlaHb : 23JIEKTPOHHO-
oubnuoteunas cucremMa. — URL: https://e.lanbook.com/book/322931 (mara
obpamenus: 03.10.2023). — PesxxuM gocTyma: it aBTOpU3. T0JIH30BATEIICH.

2. Epemun, B. H. Teopus MeHe»KMEHTa: OPraHU3AIMOHHOE TTOBEICHUE : yueOHOE
nocobue / B. H. Epemun. — UBanoso : MBI'Y, 2018. — 392 c. — ISBN 978-5-
7807-1288-6. — Texkct : amekTpoHHBIN // JlaHb : 35IeKTpOHHO-OMOIMOTEUHAS
cuctema. — URL: https://e.lanbook.com/book/267866 (mara oOparmieHus:
03.10.2023). — Pexwum jocTyma: il aBTOPHU3. TOJIB30BaTEIICH.

CamocrosiTeibHasi padoTa Mo TeMe «ABTOMATH3ALMSA JAOKYMEHTALMOHHOIO
ol0ecrieyeHNs yIPaBJICHUD)

Bomnpocsr:

1. OcHoBHble Henu aBToMatu3anuu JJOY B Mr00bIX OpraHu3anusx.

2. Cuctema aBTOMAaTH3aIMH JIEIOMPOU3BOICTBA U JJOKYMEHTOO000pOTA.

3. DJIEKTPOHHBIA JOKYMEHTOOOOPOT W CHCTEMa MEHEIKMEHTAa KadecTRa.
l'ocynmapcrBennsiii  ctangapt ['OCT P HMCO 9001-2001 «Cucremsr
MEHEPKMEHTA KauecTBa. TpeOoBaHUs».

4. Cucrema yrnpaBieHHUs JOKYMEHTaMHU.

MeToauyeckue peKOMeHIaluu

AynutopHas camoCTOsITeNbHas padora 1Mo y4eOHOM IMCUUIUIMHE OCYLIECTBISIETCS Ha
y4€OHBIX 3aHATHSX MO HEMOCPEICTBEHHBIM PYKOBOJCTBOM MPEMNOAABATEINS U IO €ro 3aJIaHHIO.

BueaynurtopHas camoctosiTenbHasi padoTa BBIMOIHIETCS 110 3aJaHUI0 IIperoaaBarens 6e3
€ro HEMOCPEICTBEHHOI'O Y4aCTHS.

CaMmocrosiTenbHass paboTa CTYAEHTOB MpPH MOJATOTOBKE K JIEKIIMM 3aKIlo4yaeTrcs B
paccMOTpeHMH OOIIMX Hay4yHBIX OCHOB M aHalU3€ KOHKPETHBIX MpPOIEcCOB U (DaKTOPOB,
OTIPEAEIAIONINX COACPKAHUE TEMBI.

CamocrosarenbHass paboTa CTYIEHTOB MNpPH MOJATOTOBKE K MPAKTUYECKOMY 3aHSATHUIO
BKJIIOYAET 1MoAOOp MaTepuana, JaHHbIX M CHEHUAIbHBIX UCTOYHUKOB, C KOTOPBIMU MPEACTOUT
yueOHasi paboTa, a TakKe pelIeHHe CUTYAllMOHHBIX W MPAaKTUYECKUX 3a/laHuil. B cBs3u ¢ 3tum
CTYJEHTaM PEKOMEHAYETCsI JIeTAIbHO pa300paTh TEOPETHUECKHUE BOMPOCH! JIEKIMOHHOTO Kypca,
a 3aTeM 3aKpenuTh MaTepHual B POLECcCce PELIeHNs TPOOJIEeMHBIX CUTYalluH, 3a/1a4.

[Ipu camocTOSITENEHOM pELICHUH 3aJjady HY>KHO 0OOCHOBBIBATh KaXKJblil 3Tall peIIeHus,
UCXOJS U3 TEOPETUUECKUX IOJIOKEHUH Kypca. ECay CTyeHT BUIUT HECKOJIBKO ITyTEH pEIICHHUs
po0JIeMbl, TO HY’KHO CPaBHUTH UX M BBIOpAaTh caMblil panmoHanbHbIN. Pemenne npoOieMHbIX
3aa4 cielyeT M3JlaraTh MOJPOOHO, BBIYMCICHMS pacroiaratb B CTPOTOM IOPSJIKE, OTIEINss
BCIIOMOTaTeNbHbIE BBIYUCIEHHS OT OCHOBHBIX. PemieHuss mnpu HEOOXOAMMOCTH HYXKHO
COIIPOBOKIATh KOMMEHTApHAMU U cxemMaMu. CrelyeT IOMHHTD, YTO PELIeHne Kax 10l ydeOHon
3aJaud JIOJDKHO JIOBOJUTHCS JO OKOHYATEIBHOTO JIOTMUECKOTO OTBETa, KOTOpPOro TpedyeT
YCIIOBUE, U 110 BO3MOYKHOCTHU C BBIBOJOM.

CaMocTosiTenbHasi MOATOTOBKAa K 3a4eTy JOJDKHA OCYIIECTBISITHCS B TEUEHHE BCETO
CEMECTpA, a HE 3a HECKOJIBKO JHEH 110 ero mposeaeHus. [Ipu moAaroToBke K 3a4eTy CTyIEHTam
PEKOMEHIyeTCsl:
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- MIEpeUYnTaTh BCE JIEKLIUH, & TAaKKE MaTepuaibl, KOTOPblE TOTOBUIUCH K MPAKTUYECKUM
3aHATHAM B TEYEHHE CEMECTPA.

- COOTHECTH OTy HH(POPMALHUIO C BONPOCaMHU, KOTOpBIE JaHbl K 3adery. Ecim
UH(pOPMALIUU HEJOCTATOYHO, OTBETHI HAXOASAT B MPEAJIOKEHHOI NpernoaaBaTesieM JUTepaType.

[Tpu moAroTOBKE K 3a4eTy PEKOMEHJIYeTCs JIeNaTh KpaTKUe 3amvc st pOpMUPOBAHUS
YETKOM JIOTUYECKON CXEMBI OTBETA Ha BOIIPOC.

M cTOYHUKHU U TUTEpPaTypa ISl NOATOTOBKH:

OcHoBHas JquTEpaTypa

1. Bunorpanosa, 1. M. OpranuzaiimoHHOE MOBEACHUE : YU4COHO-METOIUYCCKUIMA
komruieke / Y. M. Bunorpanora, B. 1. HoBuukos, B. B. CemenoBa. - Mockga :
Jamkos u K, 2015. - 96 c. - ISBN 978-5-394-02556-3. - TekcT : 3JIeKTPOHHBIH. -
URL.: https://znanium.com/catalog/product/558072 (marta oOpareHus:
03.10.2023). — Pexxum gocTyTia: mo MmoAImHCKe.
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