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PACCMOTPEHO
MIPEIMETHO-IIUKIIOBON KOMHUCCHEN

obmenpodhecCHOHATBHBIX AUCLHUIIIHHE U IPC (e
momyne# cermansHocTei 09.02.04 Mndop:
(o otpacism) u 09.02.07 VinbopmanuoHHL

Ipotoxon Ne / ot 2/ £90/8 r.

[pencenarens 5‘% ’_HB. Kocurosa

JlaHHBIE METONUYECCKHE PEKOMEH /A
WNHdopmanuoHHbIe cuCTEMBI (TI0 OTPaCcisM: |

paboTe! 1o yuebHOH aucuuniuHe J[oKyMmer i

cooTBeTcTBUM ¢ llonmoskeHneM 00 opramii<aiuy CaMOCTOSTENbHOM paboTHl OOydaromuxcs B

OI'AIIOY «AnexceeBCKUN KOJIIEIK.
B Meromuueckux  pEeKOMEHOALMSXK

CaMOCTOSITeNIbHOM paboThl, JaHBI yKA3aHKs 110

CoctaButens:
AganaceeBa Opra AHaTONBEBHA,

npenogasatens OI'AIIOY «Anexceezcic

CCHOHAJIBHBIX

_HCTEMBI U IPOTpaMMHUPOBAHUEC

npenHaszHayeHs! ans  cnerumaneHOocTH 09.02.04

{PH BLIIIOJIHCHUH BHC&y,I[HTOpHOfI CaMOCTOSTEIbHOU

HoHHOE obecreucHue yhopaBJICHUA, pa3pa60TaHI>1 B

OnpeseleHa CyLIIHOCTb, BHIBl BHEAYIUTOPHOH

X BBIIIOJIHCHHUIO, ONIPEACIICHEBL qlopMBI KOHTPOJIA.

¥ KOJUISIDK )
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BBEJJEHUE

MeTouYecKie PEKOMEH/IAIMA TIPE/HasHaqCHbl 1T CTY[ICHTOB CIEIUATBHOCTH 09.02.04
MH(OpMAIHOHHBIE CHCTEMBI (o oTpacisaM) MPY BEITOIHCHIH BHEAyqUTOPHOM CaMOCTOSTEIBHON
paboTs! 110 yIeOHOH TUCIUILITHHE JIOKyMEHTAIHOHHOE 00ECIEICHHC YIPABICHHA.

Liens METONUICCKHX yKasaHWil: OKA3aHWe TOMOIH  CTyACHTAM B  BBIIOJIHCHUN
CAMOCTOSITENHHON PAaOOTEI IO AMCIHILTEHE JIOKYMEHTAIMOHHO® obecrieueHue yIpaBICHU.

Ilesn 1 327298 JACHHAILIHHBI — TpeGoBaHUs K Pe3yabTATaM 0CBOCHHSI AUCIUNIHHbBL:

B pesynbTaTe OCBOCHHMS ACIIAIITHHEL o6 ydaromuiics JOJDKEH yMETE:

- 0(OpMIATH OPraHA3AIUOHHO-PACTIOPATUTEIBHYIO JTOKYMEHTAI[HIO B COOTBETCTBHU C
neiictyronmuM ['OCToMm; COCTaBIATE M odopMIITh OpraHU3AHUOHHbIC, pacnopaIuTeNbHEIE,
MH(pOPMAIUOHHO-CIPABOYHEIE  TOKYMEHTEL, JOKYMEHTAMIO IO TPYAOBBIM  OTHOIICHIM,
HCIONB30BaTh B paboTe pasiu4HbBlC BHUIOB 6IIAHKOB JOKYMEHTOB, BHIOHpATh Hamnboee
PAIHOHAIIFHOTO PACTIONIOKEHHS PCKBH3UTOB Ha GlaHKe; IPAMEHSATH YHAGUIMPOBAHHBIC (G opMBL
JIOKyMEHTOB, 00OpabaTHIBATh BXOANHC, BHYTPEHHUC 1 HACXOJIAINAE JOKYMEHTEL

B pe3ynbTaTe OCBOCHHUS JUACIIAIIIHHEL 06 y4aroIuiics JOJDKCH 3HATD!

- OCHOBHBIC IIOHSTHS JOKYMEHTHDOBaHWS; (YHKIMHM JOKYMCHTOB B OpraHU3alluy,
3AKOHOJATENbHAS OCHOBA TOKYMEHTHPOBAHMS; XapaKTCPHCTHKY 7 coctas 'OCTa P 6.30-2003;
BHIEI ONAHKOB JOKYMEHTOB;  YHH(HIMPOBAHHBIC GOPMEI TOKYMEHTOB; ~ TpeboBaHHs K
COCTABNEHMI0O ¥ O(OPMICHAIO OPraHHW3alMOHHEX, —PaclopA/HTEIbHEX, uH(GOpPMAIMOHHO-
CIIPaBOYHBIE JOKYMEHTOB, NOKYMCHTAlWHA IO TPYJOBBIM OTHOIIEHHUSM, HNOKYMEHTHPOBAHHIO
JEeSTENBHOCTH KOJUIETHANBHEIX OPraHoB; OpraHM3arliio JIOKyMEHTO000pOTa: NPHEM, 006paboTKy,
PETHCTPALMIO, KOHTPONb HCIOTHCHHISA JOKYMEHTOB; ~ OPTaHM3ALMIO XPAHEHUS JOKyMCHTOB,
SKCIIEPTH3Y [IEHHOCTH TOKYMEHTOB, HOMCHKIIATYDY ACT OpraHu3alyH.

B pesynsrare OCBOCHHS JMCIUIUIHHEL oGydarommuifcss TOIDKEH o0nanarh o0muMHu |
11podecCHOHATPHBIME KOMIICTEHISIMHU COTTIACHO ®roc CIIO:

OK 1. IToEuMaTh CYIIHOCTh M COIHAIBbHYIO 3HAIMMOCTH cBoeil Gymymeit mpodeccu,
TIPOSIBIIATE K HEH yCTOXIHMBEIA HHTEPCC.

OK 2. Opram30BBIBaTH COOCTBCHHYIO HCSTENBHOCTD, BHIOMpATh THIIOBBIE METOIBI H
CIIOCOGHI BHIIOIHEHHS MPpodecCHOHANBHbIX 33, OUCHUBATE UX 3} $EKTUBHOCT ¥ KaIeCTBO.

OK 3. [IpyHEMATH PElIeHHs B CTAHIAPTHBIX I HECTAHIAPTHBIX CHUTyal¥sX ¥ HECTH 32 HUX
OTBETCTBEHHOCTD.

OK 4. OcymecTBIST IOHCK M HCIOJIB30BAHUC uEdoOpMaruy, HEOOXOIUMOH L
5 (GEeKTHBHOTO BBIIONHEHHS pod)eCCHOHANBHBIX 3371ad, HIPOpECCHOHANBHOrO H JIMYHOCTHOTO
pa3BUTHA.

OK 5. Wcnons3oBare  MHGOPMAIMOHHO-KOMMYHUKAIIHOHHEBIC TEXHOJIIOTUH B
IpoQECCHOHATBHOM eSTETEHOCTH.

OK 6. Paborare B KOJUIEKTMBC H KOMaHIE, 30 (eKTUBHO 00IMATBCA C KOJLIEraMmy,
PYKOBOZICTBOM, TIOTPEOHTEILAMH.

OK 7. bpars Ha ce0s OTBEICTBCHHOCTH 34 paboTy WIEHOB KOMAaHBI (OIUMHEHHBIX),
pe3yIBTaT BBIIOTHEHH)S 3a[aHuH.

OK 8. CaMOCTOSTENBHO ONPENENSTh 3a1a9l POHECCHOHANBHOTO ¥ JITIHOCTHOTO pa3BHUTH,
3aHAMATHCS CAMOOOPA30BaHIEM, OCO3HAHHO IIAHAPOBATH TIOBBIIEHIC KBaIA(PAKAIHH.

OK 9. OpueHTHpPOBaThCS B YCIOBHIX 4acToOl CMEHBI TEXHONOTHH B IPOdecCHOHAILHOH
JIEITETHHOCTH.

[IK 1.2. B3auMomeiicTBOBaTh CO CICIHAAIACTAMH CMEXKHOI'O mpodmis mpu paspaboTkKe
METO/IOB, CPEICTB ¥ TEXHOJOTMH NPUMEHCHUS 00BEKTOB IPO(ECCHOHANBHOM AEATEIBPHOCTH.
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2. METOJIMYECKUE YKA3AHUS K BBITIOJIHEHUIO 3AJAHWM IS
CAMOCTOSTEJIbHOM PABOTBI
MeTtoaudeckne peKOMEHIANUH 110 COCTABJIEHUI0 KOHCIIEKTA

KoHCcmekT — cloXHas 3amMCh COIEPXKAHWS HCXOMHOTO TEKCTa, BKIIOYAIOmAs B ceOs
3aMMCTBOBaHM: (LIUTATH) HauOONIee IPUMEYATENBHBIX MECT B COYETAHMH C IIAHOM HCTOYHHKA,
a TaKXKe CXKAThIi aHaIKM3 3allMCAHHOIO MaTepraia 1 BEIBOJIBI IO HEMY.

HHBCTpyKIMs 10 COCTAaBIEHUIO KOHCIIEKTA:

1. BuumMarenbHO npoumTaliTe TEKCT. YTOYHHTE B CHPAaBOYHOW JIATEPAType
HEMOHATHEIE cnoBa. Ilpu 3ammcm He 3a0ynpTe BBHIHECTH CHPAaBOYHELIE JAHHBIE HA IIONS
KOHCIIEKTA.

2 Brigenute rimaBHOE, COCTABLTE IIIAH.

3. Kparko chopmynupyliTe OCHOBHBIE OJIOXKEHAS TEKCTA, OTMETHTE apTyMEHTAIHIO
aBTOpA.

4. 3aKOHCIEKTHpYHTe  MaTephan, YeTKO CleXys [yHKTaM IuiaHa. llpm

KOHCIIEKTHPOBAHUK CTapalTeCh BEIPa3HTh MEICTh CBOMMH CIOBaMH. 3alMCH CIEIYET BECTH
YETKO, SICHO.

5. I'pamoTHO 3ammchiBaiiTe muTarsl. LlUTHpYs, yuYHMTHBaiiTe JIaKOHHYHOCTB,
3HAYUMOCTbH MEICITH.

B TexcTe KOHCIEKTA XXETaTENbHO MIPUBOUTH HE TOJLKO TE3UCHBIE NOJOKEHNS, HO U UX
nokasarenbersa. IIpa odopMIeHHH KOHCIEKTa HEOOXOMMMO CTPEMHUTHCS K €MKOCTH KaXKIOTO
npeiokeHns. Meicom aBTopa KHHTHM CIEQyeT H3Jararh Kparko, 3a00TSCh O CTHIE u
BBIPA3UTEIIFHOCTH HANKMCAHHOr0. YHCIIO JOMONMHUTENBHBIX IEMEHTOB KOHCIIEKTA JOJDKHO OBITH
JOTMYeCKH  OOOCHOBAHHBIM,  3alHMCH  JOJDKHEI  PAacCHpefeNsaTbcss B ONpENeIeHHOM

IOCJIEIOBATEILHOCTH, OTBEYAOIMEH JIOTHIECKOM CTPYKTYPE NIPOH3BCACHHUS. I[JISI YTOUHCHHA H
JOIIOJTHCHHUA H€O6XOI[HMO OCTaBJIATH IIOJIA.

Kpurepun, ncnons3yemsle py OlEHHBAHAY KOHCIIEKTA
Kpurepmnit Bamner
CocraBneH mian Marepuaia

Brinenenue caMoro BayKHOTO B HEOOXOAUMOIO
Kparknii TEKCT IO KaXXIOMY IIYHKTY
MapkupoBka TeKcTa

N DN NN

Jlormgeckas IIOCIICAOBATCIIbHOCTE COACPXKaHHUS

Oyenusanue KoHcnekma

- 10 6amToB — «OTIHYIHON;

- 8-9 GawToB — «XOpOIIOY;

- 6-7 6aJUIOB — «YIOBIIETBOPUTENLHO;

- MeHEe 6 6AIUIOB — KHEYIOBIETBOPUTEILHOY.

MeTogudeckne peKOMeHIANMH 10 COCTABJICHHIO CXEM

Cocrapnenne cxeM, Tabium CIyXHT HE TOIBKO Ui 3allOMHHAHHs MaTtepHana. Takas
paboTa CTAHOBHTCS CPEICTBOM DAa3BHTHS CHOCOOHOCTH BEIAENSTH CaMO€  [JIABHOE,
CYIIECTBEHHOE B y4eOHOM MaTepuaine, KIacCHbUImpoBaTh HH(GOpPMAnmio. BRI 0T OCHOBHEIE
cocTaBiLTEOIMe OOJee CIOXKHOrO MOHSATHSA, KIIOYEBHIC CIOBA W T. I. M PACIONATAOTCA B
TOCIICIOBATEIEHOCTH - OT OOIIETO MOHSTHS K €r0 YaCTHEIM COCTABIISIOIIIM.

HyxHO mpoaymaTh, Kakwe W3 BXOAAIMX B TEMY IIOHSTHH SIBISIOTCS OCHOBHBIMH M
3aIMcaTh MX B CXEME Tak, YTOOBl OHHM 00pa3oBalH OCHOBY. Jlamee NMPHCOEIVHUTH YACTHEIE
COCTaBILIOIHE (KIIOYEBbIE CIIOBA, (pasbl, ONPEeNeNeHHs), KOTOPhIE CIIyXKaT OHOPOH ML HaMITH
H JIOTHYECKH JOIIOIHSIIOT OCHOBHOE 00IIEe IOHATHE.

JIeHCTBHSA NIPH COCTABIICHUH CXEMBI MOI'YT OBITH TAKHMHU:

1. TlonGepuTte GhaxThI AT COCTABIECHUS CXEMEL



2. Beinenwre cpeny HEX OCHOBHEIE, OOIIE IOHATHI.

3. Omnpenenute KIMOYeBEIe CI0BA, (BPasbl, HOMOTAIOIIHAE PACKPHITH CYTh
OCHOBHOTI'O IIOHSTHS.

4. Crpynnupyiite GakThl B JOTHIECKOH IIOCIE0BATEIEHOCTH.

5. Jla¥iTe Ha3BaHKE BBIIEICHHBIM IPYIIIAM.

6. 3amonHuTE CXeMy JaHHEIMH.

3. TH®OPMAILIMOHHOE OBECIIEYEHUE

OcHOBHBIE HCTOYHHKH:

1.

Pymsinuna JLA. JToKyMeHTalHOHHOE 00ECTIEYeHHE YIIPABIICHS: y4eOHUK s
CTYIEHTOB yIPEXICHUI cpeal. nmpod. obpazopanus/ JI.A. Pymsmuna. — M. :
WsnaTenbckuii neHTp «Axanemusy, 2014.

,)_IOHO.IIHI/ITCJII)HLIC HCTOYHHKH:

1.

(O8]

bacosckast E.H. Jlenonpoussozctso, Yue6uoe mocobue M.: ®opym: Hudpa —M, 2014.-
256 ¢

['OCT P.6 - 30.2003 YCJI «YHu}HIEpOBaHHAS CHCTEMA OPraHU3AHOHHO —
PacopsAATENbHOM TOKyMeHTauu. TpeOoBaHu K 0GOPMIEHHIO TOKYMEHTOBY.
Epmonaesa A.B. VEuduKanus 1okyMeHTOB — HEO6XO0MAMAst IPEATOCHITKA BHEIPEHUS
CHCTEM 3JIEKTPOHHOI0 NOKyMeHT0000poTa.// [lenonpoussoactso. 2014. Nel.

Kysuenos N.H. JlokyMeHTaUOHHOE 0OeCTIeYeHHE YIIPABICHHS. JloxyMeHT0060pOT 1
JEIOIPOU3BOJICTBO 2-€ U3, IeP. U JOIOJ. YUeOHUK 1 npakTHKyM.-M. :FOpaiit, 2017-
477 c.

Jlapun M.B. HekoTOpEIe BOIPOCE IPHMEHEHNST CMEMAHHOTO SIETPOHHO-0YMaXKHOIO
IOoKyMeHToo00poTa.// Iemonpoussonctro. 2014. Nel.

ITmerko A.B. JlokyMeHTanuoHHOE 06eceueHye YIPaBJICHHUSA: IPAKTUKYM (6-€ U311,
cTep.),yueb.mocobe,2015 r.

Coxomnos B.C. JTokymeHTanuonsoe obecneuenye YIpaBIeHUs: y1eOHuK — M.: @opym,
2010.

Oenepanbubli 3akoH PO «O6 urdopmanuy, MH()OPMAINOHHBIX TEXHONOTHSX U 3AIIATE
uHpopMarmm» ot 27 urong 2012 r. N 149-®3

HuTepHeT-pecypenl:

1.

W

http://www. sekretariat.ru;
http://www. delo-ved.ru;
http://www. profit.ru;
http://www. kadrovik-praktik.ru.



