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1 Hesn u 321244 M3y4eHs JUCHUILIAHBI.
1.1 Ileanb ocBOeHMSI AUCUUIIIAHBI

Heab AUCHUNJIMHBI: O3HAKOMHUTH OOydYarommxcsi ¢ (OPMHUPOBAHUEM W
pa3BUTHEM KaJpOBOM JNOKyMEHTaluuMu B Poccum Kak HEOTHEMIIEMOM YacTH Mpolecca
YIIPaBJICHUS IEPCOHATIOM.

1.2 3agaun AMCHUILIUHBIL.

3ajayu  AUCHUIUVIMHBI. TO3HAKOMHUTh OOY4YalOIIUXCA C TEOPETUYECKUMU
3HAHUSIMH HMCTOPUU CKJIQJIBIBAHUSI KaJpPOBOM CHUCTEMBbI JOKyMEHTauun B Poccuw;
MOKa3aTh OCOOEHHOCTH COBPEMEHHOH CHCTEMBbI KaJpOBOM JIOKYMEHTAIlMU M TIOPSIKa
paboThI ¢ JOKYMEHTaMH IO MEPCOHATY; HAYYUTh O0O0YUYarOIIUXCsl TPAMOTHO COCTaBIISITh
U opOpMIIATH JOKYMEHTHI MO YIPABJICHUIO MEPCOHATIOM; 00yUYUTh METOoJaM paboThI ¢
KaJpOBBIMHU IOKYMEHTAMMU.

1.3MecTto AUCHUILIMHBI B  CTPYKType 00pa3oBaTeJibLHOI
NMPorpaMmal

MecTo0 OMCUMIUVIMHBI B CTPYKType OOIl BO: lucummumHa
«/lokyMeHTalmOHHOE  OOECIeYeHHe YIpaBIEHUS IEPCOHAIOM»  OTHOCHUTCS K
BApUATUBHOM YacTH MPOPECCUOHAIBHOIO IUKJIA U YATAETCS B 7-OM CEMECTpE.

TpeboBaHust K BXOAHBIM 3HAHUSIM, YMEHHUSAM M KOMIIETCHIMSIM OOYyYaroIIMXCs
dopMuUpYIOTCI Ha OCHOBE TMpOrpamMM MPEAIIECTBYIOMMX AucHUIUIMH: «Teopus
OpraHu3aliW», «YIOpaBICHUE MEPCOHAIIOM opraHu3anun», «Kaaposbiii aymaum.
JIMCUMIUIMHA IIPEAIoiaraeT OCBOCHUE JIOKYMEHTUPOBAHUS ACATEIBHOCTH KaIpOBBIX
CIIy>k0 U CITy’k0 yIpaBiI€HHsI IEPCOHATIOM.

1.4 TlepedyeHb IUIAHUPYEMBIX PE3yJIbTaTOB OOY4YEHUS IO JAUCIUILIUHE,
COOTHECEHHBIX C IUIAHUPYEMBIMH pe3yJbTaTaMU OCBOEHUSI 00pa30BaTesIbHON
MPOrPaAMMBI.

[Ipouiecc wW3yyeHusi NMCLUMIUIMHBI HampaBieH Ha (POPMUPOBAHME CIEAYIOLIUX
komnetrenmwmii: [TK-11, ITIK-12, TTIK-13, T1K-27 , OK-4,0I1K-8

KomMmnerenuus KoMnoHeHTHBIII cocTaB KOMIeTEHIHIl
3naem: Ymeem: Brnaoeem.

[IK-11
BJIaJICHHEM HABBIKAMH
pa3paboTKK OPraHU3AIMOHHOW | OpraHU3allMOHHbBIE [IpaBunamu
1 QYHKIIMOHAJIBHO-IITATHOMN 1 (YHKIIMOHAJIBHO- | pa3paboTaTh BHYTPEHHETO
CTPYKTYPBI, pa3pabOTKu IITaTHEIS JIOKaJIbHBIC TPYZIOBOTO
JIOKaJTbHBIX HOPMATHUBHBIX CTPYKTYPHI, HOPMaTHUBHBIE aKThl | pacmopsiika,
aKTOB, KaCalOIMMXCs KacaroImuecs IIOJIOKCHHUE 00
opraHuzanuu Tpynaa (mpasuia OpraHu3aIy TpyAa | OTIYyCKax,
BHYTPEHHETO TPYJIOBOTO IIOJIOKCHHUE 0
pacrnopsizika, KOMaHJIUPOBKax
MOJIOKEHHEe 00  OTIyCKax,
M10JIO)KEHHE O KOMaHJUPOBKAX )
IIK-12- 3HaHUEM OCHOB | OCHOBEI YMera npuMeHsTh Hasrpikamu




pa3paboTKM ¥ BHEApEHMs | pa3pabOTKU U pa3IUYHbIE HOPMBI BHE/IPEHUS
KaJpOBOM U YIPaBICHYECKOHN | BHEIPEHUs TPYAOBOTO HpoLEnYp
JNOKYMEHTAllMM, ONTHUMH3ALMH | KaJpOBOH 1 3aKOHOJIaTENIbCTBA peryanpoBaHus
JOKYMEHTOO0OpOTa ¥ CXEM | yIpaBJICHYECKOMH IIPU PETYJIMPOBAHUM | TPYAOBBIX
(GYHKIMOHATBHBIX JOKYMEHTaIUH, TPYZIOBBIX OTHOILUCHUH U
B3aUMOCBS3EH MEXY | ONTUMU3ALUA OTHOILLUEHUH COIIPOBOXKAAOLICH
HOJIpa3/IeIeHUsIMH, OCHOB | IOKyMeHTO00OpOTa JIOKYMEHTaLuU
pa3paboOTKM W BHEIPCHUS | U CXEM
npouenyp perynupoBaHus | GyHKIHMOHAIbHbBIX
TPYIOBBIX OTHOIIEHUM U | B3aUMOCBsI3el
COIIPOBOKAAOLIEH MEXy
JOKYMEHTalluu 110/1pa3IeJICHUIMU
I1K-13 - ymenuem BecTH OCHOBBI Ka/IpOBOIl | BECTH Ka/IpOBOE HaBBbIKAMHU
KaJIpOBOE JIEJIONPOU3BOJICTBO U | CTATUCTUKH, JIEJIONPOU3BOJICTBO U | 03HAKOMJICHUS
OpPraHU30BBIBATh APXUBHOE BJIaJICHUEM OpraHU30BbIBATh COTPYIHUKOB
XpaHEHUE KaJpOBBIX HaBbIKaMU apXMBHOE XpPAHEHUE | OpraHU3ALUU c
JOKYMEHTOB B COOTBETCTBUU C | COCTABJICHHUS KaJpOBBIX KaJpOBOH
JEHCTBYIOIIMMHA HOPMAaTUBHO- KaJpoBOi1 JIOKYMEHTOB B JNIOKYMEHTaluuen u
IIPaBOBBIMU aKTaMHU, 3HAaHHEM OTYETHOCTH; COOTBETCTBUM C JeHCTBYIOIIUMU
OCHOB KaJIpOBOI CTaTUCTUKH, o0ecneunThb JEHCTBYIOIIUMU JIOKQJIbHBIMU
BJIaJICHMEM HaBbIKAMU 3aLIUTY HOPMAaTHUBHO- HOpPMAaTHUBHBIMU
COCTaBJICHUS KaJpOBOU MIEPCOHANBHBIX IIPABOBBIMH aKTaMH | aKTaMU
OTYETHOCTH, a TAK)KE HABBIKAMHU | JAHHBIX
03HAaKOMJIEHHUS COTPYIHUKOB COTPYJHUKOB
OpraHu3alMy ¢ KaJpOoBOii
JOKYMEHTalueu u
JeUCTBYIOIUMHU JIOKAJIbHBIMHU
HOPMAaTUBHBIMH aKTaMH,
yMeHHue 00ecneunTh 3aIuTy
[IEPCOHANIBHBIX JAHHBIX
COTPY/IHUKOB
[K-27 HaBbixamu paboTbl
BJIICHUEM METOJAaMH U Metonel u co
IIPOrPaMMHBIMH CPEICTBAMU MIPOrpaMMHbIE Pa6orarte co CHelHaTM3UPOBaHH
00paboTKH €T0BOI CpencTBa CHEIMAIN3UPOBAHH | BIMU KaJIpOBBIMHU
nH(popMalnu, HaBbIKaMH o0OpaboTku BIMU KaJIpOBBIMH KOMITbIOTEPHBIMH
paboThI o JIEJI0BOM KOMIIBIOTEPHBIMU IPOrpMMaMHU
CHelHaTN3UPOBAHHBIMU nHpopmanuu, IporpaMMamy,
KaJIpOBBIMH KOMITbIOTEPHBIMU CIOCOOHOCTBIO
IIporpaMMaMu, ClioCOOHOCThIO B3aMMO/ICHCTBOBATD
B3alMOJIEICTBOBATH CO co
ciryx6amMu HHHOPMAITHOHHBIX CITyx0amMu
TEXHOJIOTUH U 3PPEKTUBHO UH(POPMALIMOHHBIX
HCIOJIb30BaTh KOPIIOPATHBHbIE TEXHOJIOTHH 1
MH(OPMAIMOHHbIE CUCTEMBI 3¢ PEeKTUBHO
IIpY pEelIeHNH 3a]1a4 HCIIOJIb30BATh
YIIpaBJIEHMS IEPCOHATIOM KOpIHOpaTUBHbBIE

nH(pOpMalOHHbIE

CHUCTEMBI

IIpH pelIeHUH 3a1a4

yTIpaBJICHUS

TepcoHal
OK-4 CIIOCOOHOCTBIO 0COOEHHOCTH HaXOJIUTh




CITOCOOHOCTBIO MCIIOIL30BATh
OCHOBBI HpaBOBBIX 3HaHI/II\/JI B
paznmuuHbIX chepax
JEATEIbHOCTH

WCTIOJIh30BATh
HOPMAaTUBHBIC
MIPABOBBIC aKTHI B
CBOEH
po¢eCCHOHAIBHO
W AeITeIbHOCTH,
aHaJM3UPOBATh
COIIMATTLHO-
YKOHOMHYECKUE
POOJIEMBI 1
MIPOIIECCHI B
OpraHH3aIlvH,
HaXOJ/IUTh
OpraHU3aIOHHO-
yIIPaBJICHYCCKUE
9KOHOMHYECKHE
peleHws,
pa3pabarbiBaTh
QJITOPUTMBI UX
peaM3anyu u
TOTOBHOCTBIO
HECTH
OTBETCTBCHHOCTb
3a UX Pe3YJIbTATHI

OpPraHHU3alMOHHO-
YIPaBJICHYECKUX H
YKOHOMMYECKUX
peueHu,
AJITOPUTMBI
peanusanuu

nux

OpPraHHU3alMOHHO-
YIpaBIEHYECKHUE
YKOHOMHYECKHE
pelieHus,
paspabarbIBaTh
AJITOPUTMBI
peann3anuu

n

nux

OIIK-8

CIIOCOOHOCTBIO MCIIOJIH30BATh
HOPMATHBHBIE IIPABOBBIE AKTHI B
cBOEH mpodeccnoHaTBbHOMI
JEATENHLHOCTH,
aHAJTM3UPOBATh COLUAIBHO-
HKOHOMHYECKHUE MPOOIEMBI U
MIPOIIECCHI B OPraHU3aI|H,
HaxOJUTh

OpraHU3aIMOHHO-
yIIPaBIICHYCCKUE U
3KOHOMHUYCCKUC pCHIeHI/ISI,
pa3padaTbIBaTh AITOPUTMBI UX
peanu3aiy u

TOTOBHOCTBIO HECTH
OTBETCTBEHHOCTb 3a ux
pE3yJIBTaThI

CIIOCOOHOCTBIO
HCIIOJIB30BATh
HOpPMaTUBHBIE
IIPABOBBIC AKTHI B
CBOCH
npodeccrnoHaIbHO
H IeITeIbHOCTH,
aHATM3UPOBATH
COIIUAIILHO-
9KOHOMHYECKHE
MpOoOIeMBI U
MTPOIIECCHI B
OpraHH3aIlNH,
HaXOJIUTh
OpraHHU3aIOHHO-
YIpaBIEHYCCKUE H
SKOHOMHYECCKHE
pelIeHus,
pa3pabaTbIBaTh
QITOPUTMBI UX
pealM3anuu u
TOTOBHOCTBIO
HECTH
OTBETCTBEHHOCTD
3a UX Pe3yJIbTATHI

0COOEHHOCTH
OpTraHU3aIOHHO-
yIPaBICHUYECKUX H
9KOHOMUYECKHUX
pelIeHU,
QITOPUTMBI
peanu3anuu

ux

HAXOJIUTh
OpraHHU3aIMOHHO-
yIIpaBJICHYCCKHE
3KOHOMHUYCCKUEC
pelieHHS,
pa3zpabaThIBaTh
AJITOPUTMBI
peanu3am

u

Hux




2. CTpyKTypa U cofepKaHue JUCHUILUIUHBI.

2.1 Pacnipenesnienne Tpy10EéMKOCTH A CUMILIMHBI IO BUAAM padoT.
O60beM TpyaoeMkocTH: 2 3auemHbvle eOunuywvl (72 uaca, uz Hux 6,2 uacoé KOHMAKMHOU

Bua npomexxyTouHOM aTTecTanuu — 3a4eT
Tabmuna 1 — Tpyq0oeMKOCTh AUCIHUILTHHBIL.

pabomwl: 1eKYuoHuwiX — 24., npaxmuyeckux - 4 4., UKP — 0,2 u.; camocmosamenvhot pabomul — 624.;
KOHmMpoaw -3,8 u.)

By yuebHol paboThl Bcero Kypc
4acoB (dachn)
4
KonTakTHas padora, B TOM 4nce: 72 72
AyauTopHbIe 3aHATHS (BCEro): 6,2 6,2
3aHsATHA JEKIIMOHHOTO TUIIA 2 2
JlaGopaTopHbIe 3aHSATHUS - -
3aHATUS CEMUHAPCKOTO TUTIA (CEMHHAPHI, TPAKTHYECKHE 4 4
3aHSTHS)
HNnas koHTakTHasi padora:
KonTpons camocrostensHoi padotsl (KCP)
ITpomexyrounas arrectanus (MKP) 0,2 0,2
CamocrosiTejibHasi paboTa, B TOM YHcJIe: 62 62
Kypcosas paboma - -
IIpopabomxka yuebHoeo (meopemuueckozo) mamepuana 30 30
IIpopabomxka yuebnoeo (npakxmuueckoeo) mamepuaia 22 22
Buinonnenue unousuoyanvhuix 3a0anuii (peuierue 10 10
CUMYAYUOHHBIX 3a0a4, N0020MOBKA O0KIA008)
KoHTpoJs: 3,8 3,8
OO0mas Tpy10eMKoCTh yac. 72 72
B TOM 4YHCJI€ KOHTAKTHAsA 6.2 6.2
padora
3a4. el 2 2

2.2 CTpyKTypa IMCOHILIHHbI:

Pacnipenenenuie Bu1oB yueOHOM pabOThI U UX TPYIOEMKOCTH IO pa3jienaM JUCIUILINHBL.
Paznensl qucHUIUIMHBL, U3y4aeMble Ha YeTBEPTOM Kypce (3aounas ¢gopma)

Tabmnura 2 — Pa3nesnsl TUCIIUIUIAHEI.

Ne HaumenoBanue pasnena KonngecTBo yacoB
paszzena Bcero KonraktHas CamocrosiTenpHas
pabota pabota
J | 113 | UKP
1 2 3 4 5 6
1 Cnyx0a yIpaBIEHUSA 8
HEPCOHAIOM
2 Kommuiekc J1OKyMEHTOB 11O
perJaMeHTanuu JesITeIbHOCTH 8 9
ciyx0 yIpaBJeHUs
IEPCOHAIOM
3 [TnanupoBanue,
IIPOTHO3UPOBAHUE U 7 1
MapKETUHT epcoHaia
4 Opranmzanus  mogbopa u 7 1




0oTOOpa repcoHasna
S) Kommiiekc 1OKyMEHTOB 11O
YCTaHOBIICHHIO TPYAOBBIX 8 8
MPaBOOTHOUIEHUI
6 Opranuzanus o0yueHus
nepcoHa’a. Ouenka
nepcoHana COBPEMEHHOM 7 1 5
opranuszauuu. MotuBanusa u
CTUMYJIUPOBaHUE Tpyna
nepcoHaa
7 JlokymMeHTHUpOBaHHE
JIIBUKEHUS nepcoHana 7 1 6
OpraHu3aluu
8 KowMmrieke  JTOKYMEHTOB 1O 8 8
y4eTy nepcoHana
9 Cucremaru3anus u
OTIepaTUBHOE XpaHEeHHe 8 8
JJOKYMEHTOB T10 TIEPCOHATTY
HNKP 0,2 0,2
Kontposnb 3,8
Bcero 3a cemectp 72 2 4 0,2 62

[Tpumeuanue: JI — nexnun, [13 — npakTrueckue 3anatust / cemuHapsl, JIP — maboparopHbie 3aHATHS,
KCP — koutponupyemas camocrositenbHa pabotra, CP — camocrosdrenbHas pabora, MKP —
UHAUBUAYaJIbHAs KOHTaKTHas padoTa.

2.3 Coneprxanue pa3aeioB JUCHUNIMHBI

Paznen 1. Teopernueckue ocHOBBI (hopMupoBaHHUs 3(P(PEKTUBHBIX CUCTEM YIpaBJIECHUS
IIEPCOHAJIOM.

Llenenonaranue ¥ NPUHIMIIBI (OPMHUPOBAHUS LeNIell OpraHU3alMK U CUCTEMbI yIpaBJICHUS
nepcoHanioM. CyIHOCTb U KJIacCU(pUKaLUs OOUIMX U KOHKPETHBIX (PYHKIINN yIIpaBI€HUsI IEPCOHATIOM.
DyHKIMOHAIBHO-1IENIEBAass MOJENIb CUCTEMBI YIIPABICHUS OpraHU3alUeil U ee EPCOHAIOM KaK OCHOBA
(GbopMHPOBaHUS SKOHOMUYHBIX M 3()(PEKTUBHBIX OPraHU3aALMOHHBIX CTPYKTYP CHUCTEMBI YIpPaBICHUS
IIEPCOHAJIOM.

Paznen 2. OkoHOMUYECKU MEXaHU3M YIPABJICHHUS TIEPCOHAIIOM.

CyIIHOCTB M 3JIEMEHTHI SKOHOMHYECKOTO0 MEXAaHMU3Ma YNPABIECHUS IEPCOHAIOM OpraHU3alUy.
Cucrema >KOHOMHYECKHX ITOKa3zareiei, HOPMaTUBOB M PEIrJIaMEHTOB, HCIIOJIb3YEMBIX B IMpPaKTHKE
yIIpaBJIEHUs TIEPCOHAJIOM, U ITYTU UX Pa3BUTHUS B COBPEMEHHBIX ycnoBusax. Knaccudukays u MeTo sl
pacuera mokasaTtesnel, onpeesieHuss HOPMaTUBOB U Pa3padOTKH PEryiaMeHTOB. AyIUT U KOHTPOJIMHT
IIepCcoHaIA.

Pa3nen 3. DxoHOMMUECKas OLIEHKa TPYJOBOrO MOTEHIIMAJIA PEAIPUSATHS.

[loHaTHEe M CYIIHOCTH TpPYAOBOIO NOTEHIMAjda OOIIecTBa, OpraHU3aluu, pabOTHHKA.
B3anMoCBA3b NOHATHN «TPYAOBOW NMOTEHIHA», «KAJPOBBIM MOTCHIHMAID, «YEIOBEUYECKUN KaUTaD).
CoBpeMeHHass KOHLEIHIUS «UEIOBEYECKOr0 KamuTana». MeTonbl M MHCTPYMEHTBl 3KOHOMHMUYECKON
OLIEHKH TPYJOBOI0 MOTEHIIMAJIA OPTaHU3alIHH.

Pa3nen 4. YnpasneHue KaJIpoBbIMU PUCKAMH OpraHU3alUK.

YenoBeueckuii (hakTop Kak UCTOYHUK pucKa. [loHATHE U BUIBI KaAPOBBIX pUCKOB. CI0COObI
U TpOLeypa BBIABICHUE KAJAPOBBIX PUCKOB. MeTonMKa OLIEHKM KaJpOBBIX PUCKOB. MOHMTOPHMHI U
y4eT KaJpOBbIX PUCKOB. MeTo bl BO3/IeHCTBUS Ha KaJApoBble pucku. CUcTeMa yrpaBieHuUs KaJpOBbIMHU
puckamu. OneHka 3pGEeKTUBHOCTH YIIPaBJIEHUS KaJPpOBBIMU PUCKAMHU.

Paznen 5. ®ynkunonansHo-croumMocTHOM aHanu3 (PCA) aesTenbHOCTH MepCcoHaIa.



OYHKIMOHAIBHO-CTOUMOCTHON METOJ — METOJ| aHallu3a, OILEHKH U COBEpIICHCTBOBAHUS
NesaTenbHOCTH TepcoHana. CyImHOCTh M MPHUHLUUIB METO/JAa B €IUHCTBE (DYHKIIMOHAJIBHOTO U
CTOMMOCTHOTO T0/1x0710B. CoepxkaHue BaXHEHIINX 3TanoB (YHKIIMOHAIBHO-CTOUMOCTHOTO aHaJIu3a
(®CA) ¥ mnpakTUKa €ro UCHOJIb30BaHUA TMPU PaA3BUTUU CHUCTEM YIIPABICHUS MEPCOHAIOM
OpraHu3aIui.

Paznen 6. Ynpasnenue pacxonamu Ha nepcoHal. OneHka SKOHOMHUYECKOM M COLUalIbHOM
3G (HEeKTUBHOCTH YIpPaBIIEHUS IEPCOHAIOM

CymHocTs W KJaccH(UKAIUs pPAacXoAOB Ha NepcoHan. MexayHapoaHas CTaHIapTHas
kinaccuukanus croumoctu Tpyna. CocraB 3arpar Ha pabouyio cuiny. PerymupoBanue wu
HOPMHPOBAaHHUE PacxoJ0B Ha mepcoHan. OLeHKa U aHaldu3 pacxolloB Ha mepconan. IlnanupoBanue
pacxoq0B Ha mepcoHall. bromker 3arpar Ha nepcoHan. OcCOOEHHOCTH OIOIKETUPOBAHUS PACXOI0B HA
nepconan. Pa3paboTka u aHaiau3 UCIIOTHEHUS OIO/KeTa pacxo10B Ha nepcoHaln. OueHkKa OKynaeMoCTu
U peHTa0eIbHOCTH PAacX0/10B Ha epcoHa. MeToabl ONTUMHU3ALMH 3aTpaT Ha MEPCOHAI.

DOkoHOMHYECKH 2(PQEKT OT COBEPIICHCTBOBAHUS YIpaBIEHUS IepcoHanioM. MeToauka
CTOMMOCTHOM OLIEHKM 3KOHOMHYECKHMX PpE3YJIbTaTOB, CBA3AHHBIX C COBEPILIEHCTBOBAHMEM CHCTEMBbI
yrOpaBieHUs: MepcoHanoM. [Ipou3BOJICTBEHHbIE U HEMPOU3BOACTBEHHbIE (DAKTOPHI MOBBIIICHHS
HKOHOMHYECKOH 3(p(PEeKTUBHOCTU NEATETBHOCTH IMepcoHasna opranusanuu. OueHka 3¢deKTuBHOCTH
ciykObl ympaBieHus: mnepcoHanioM Kpurepun oneHkud >()PEKTUBHOCTH NEATEIBHOCTH CIYXKObI
yrpasienusi nepconanom. Ilokazarenn 3¢dekTuBHOCTH pabOTHI CIYXOBI yIpaBICHUS TTEPCOHAIOM.
Onenka > ¢peKTUBHOCTH MPOEKTOB MO COBEPIICHCTBOBAHUIO yIpaBieHUs nepconanoM. I[lokazarenu,
NpUMEHSIEMbIE TIpU OIEHKEe dS()()EKTHBHOCTH TMPOEKTOB IO COBEPIICHCTBOBAHHUIO YIIPABICHUS
MIEPCOHAIIOM.

2.3.1 3auATHA JEeKIHUOHHOr0 TUIIA

Ne HaumenoBanue Copnepxanue pazjiena dopma

paszge | paszgena TEKYLLETO

na KOHTPOJIS

1 [Tpenmer, CymHocTh aucuumiinHbl. OcHOBHbIE TepMUHBI U | [TuceMenHas
COJIep’KaHuE U 3a/la4yM | MOHATUS AUCUUILINHBL. [IpaBoBbie BOIIPOCHI CaMOCTOSITEIIb
JUCLIUTUIMHBI JIOKYMEHTAIMOHHOT0 00ecreueHus yrpaBieHus | Has pabora

HEPCOHAIOM

2 PernamenTanus JOKYMEHTAllMOHHOTO | Y CTHBIE
Knaccugukanus oOecrieyeHUs yNpaBiIeHUs NepcoHaloM. Buel | OTBETH Ha
JIOKYMEHTOB 10 KaIpoBOM JOKyMeHTanuuu. OpraHu3alMOHHO- | IPAKTHYECKOM
YIIPaBJICHUIO pacnopsiAMTeNnbHas  JIOKyMEHTalus. YueTHas | 3aHSITUU
NIEPCOHAJIOM nokyMmeHTtanus. MHpopMalMoHHO- cIpaBOYHas

JIOKYMEHTaIusl.

3 CoctaB u mNOpAAOK
(dbopMupoBaHus CocTaB 10KyMEHTALMH 10 YIPABIECHUIO
JOKyMEHTaluu no | nepconasnoM. [Ipasuna coznanus u opopmiIeHus
YIIPABJICHUIO KaJIpOBbIX TOKyMEHTOB. OOs3aTenbHbIe
NIEPCOHAJIOM JIOKYMEHTBI 110 YIIPABJICHUIO IIEPCOHATIOM.

PexkoMeHayemMble TOKYMEHTHI 110 YIIPaBIEHUIO
nepcoHaioM. KaapoBble JOKYMEHTHI,
00s13aTeNIbHBIE B CBSI3U C OCOOEHHOCTAMU
komnanuu. [loHsTHE KOPIIOPATUBHOTO
CTaHJapTa.

4 Opranuzanus JIBm>xeHue TOKYMEHTOB B opranu3anuu. I'padguk | YcTHbie
KaJpOBOTO JIOKYMEHTOO00pOTa OpraHu3allly. OTBETHI Ha
JIOKYMEHT0000poTa CucremaTuzanuu JOKYMEHTOB U UX y4erT. IPAKTUYECKOM

Kanposas cratuctuka. KomnerorepHbsie 3aHSTHH,
TEXHOJIOTHH B KaJIpOBOM J€JIONPON3BOJCTBE. pedepar




KaJApOBbIX TOKYMCHTOB.

5 KonTpons u | Opranuzanus apXMBHOTO XpaHEHUS KaJPOBBIX [TucsmenHas
MOArOTOBKA K | TOKyMeHTOB. ['ocynapcTBEHHBINH KOHTPOJIb CaMOCTOSITEIb
apXMBHOMY XpaHEHUIO | (Ha30p) HaJ COOIOACHUEM TPYAOBOTO Has pabora
KaJpOBBIX 3akoHoaarenbcTBa P®. AynuT kaapoBbIxX
JIOKYMEHTOB JIOKYMEHTOB.

2.3.2 3aHATHA CEMHHAPCKOIo (IPAKTHYECKOro) THIA.

Ne | Temaruka Conepxanue ®opma TEKYLIETO

/Tl | MPaKTUYECKUX KOHTPOJIS
3aHATUMN (CEeMUHAPOB)

1 [Ipenmer, CymHOCTh TUCHUIIITUHBI. OCHOBHBIE CobecenoBanue,
COJIEp’KaHUE U 33J1a4M | TEPMUHBI U TIOHATUS AUCLUILIINHBIL. TECTOBbIE 3aJaHMUSI,
JUCIUILTAHBI [IpaBoBbIE BOIPOCHI pedepar, moaroToBKa

JOKYMEHTAI[MOHHOTO 00eCTICUeHUSs npe3eHTanmii B popmare
YIPABJICHHS TIEPCOHATIOM Power Point

2 PernamenTtanus  noxymenrauunonHoro | CoOecenoBanue,
Knaccugukanus oOecrnieueHns yrpaBIeHUs IEPCOHATIOM. | TECTOBbIE 3aJaHMUsI,
JIOKYMEHTOB T10 Bunet  kampoBoii  gokyMmeHTanuu. | pedepar,

YIPaBIECHUIO OpraHu3aliOHHO-  PacCHOpPAIUTENIbHAS | TOATOTOBKA

MIEPCOHAIOM JIOKYMEHTAIHSI. VY4erHas | npe3eHTanuii B popmarte
JIOKYMEHTAIUA. WNudopmanuonno- | Power Point
CIpaBOYHAs TOKYMEHTAIIUS.

3 CoctaB u mOpsSIOK CobecenoBanue,
(dbopMupoBaHUs CocTaB TOKyMEHTALlUU IO YIPABICHUIO | TECTOBbBIC 3aJaHMUs,
JOKYMEHTaluu 1o | nepconanom. [IpaBuia co3panus u pedepar,
yIPaBICHUIO o opMIIeHUS KaJIPOBBIX TOKYMEHTOB. MOATOTOBKA
[IEPCOHAIOM O06s13aTeNbHbBIE TOKYMEHTBHI 110 npeseHTauui B popmare

YIPaBICHUIO TIEPCOHATIOM. Power Point, perienne
PexomenayemMble JOKYMEHTBI 11O KEMCOB

ynpaBieHuo nepcoranom. Kaxpossie

JIOKYMEHTBI, 00s13aTeNIbHBIE B CBSA3H C

ocoOeHHOCTsIMH KoMnaHuu. [TonsTHE

KOPHOPaTUBHOI'O CTaHAapTa.

4 Opranuzanus JIBu>KeHHe JOKYMEHTOB B opranu3anuu. | TecTtoBsle 3a1aHus,
KaJIpOBOTO I'paduk noxkymenroobopora cobeceioBaHue,
JOKYMEHTO000poTa opranusanuu. CucreMaTusanun pedepar, HOAroTOBKA

JOKYMEHTOB M X y4eT. Kanposas npeseHTanui B popmare
cratuctuka. KommnbroTrepHbie Power Point, pemienue
TEXHOJIOTHH B KaJIpOBOM KelcoB
JIEJIONPOU3BOJICTBE.

5 KonTpo:is u | Opranuzanusi apXuBHOTO XpaHEHUS CobecenoBanue,
MIOATOTOBKA K | KaJpOBBIX TOKYMEHTOB. TECTOBBIE 3aJaHMUSI,
apXUBHOMY XpaHeHuto | ['ocynapcTBeHHBINH KOHTpOIb (Haa30p) | pedepar,

KaJIpOBBIX HaJ1 COOJTI0/IEHUEM TPYIOBOTO MIOATOTOBKA
JIOKYMEHTOB 3akoHomarenbeTBa PD. Ayaut Mpe3eHTanuii B popMare

Power Point, pemenne
KEMCOB

2.3.3 JlaGopaTopHbIe 3aHATHS.
JlaGoparopHble 3aHATHS HE TPETYCMOTPEHbI
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2.4 IlepeyeHb Y4eOHO-METOAMYECKOr0 OOeCreYeHUs JIA CAMOCTOATEJbHON PadoThI
o0yuyaruuxcst 1Mo JUCHUNJINHE

IIpu

W3yYECHHU

JAUCHUITIIMHBI

CaMOCTOSITeILHOM pa60TBI:

00s3aTeIbHBIMUA

Tabmuua 5 - @opMbl CaMOCTOATENHEHON PaOOTHI

SABIIAKOTCA CJICAYIOIUC

pa300p TeOpeTUUECKOro MaTepuaa o yueOHIKaM, 10COOUsM, KOHCIIEKTaM JICKIIHIA;
CaMOCTOATEJIBHOE U3YYEHUE YKA3aHHBIX TEOPETUYECKUX BOIIPOCOB;

peuieHue 3a1a4 1o TeMaM 3aHATUH;
IIOATOTOBKA JOKJIA/a,

IIOATOTOBKA K 3K3aMEHY.

(hopmbI

HanmenoBanue @opMBI BHEAYAUTOPHON Tpynoém YkazaHue pa3zenoB U TEM,
pa3neioB CaMOCTOSITENIbHOW pabOThl | KOCTh B | OTBOJMMBIX HA CAMOCTOSTEIbHOE
qacax OCBOCHHE 00YJarOIIUMHUCS
IIpenwmer, ITuceMenHas caMocTOosATEIbHAS CymHocTs nucuuiuiiebl. OCHOBHBIE
cojepkaHue  H|pabora TEPMUHBI U TIOHATHUS TUCHUIUIMHBI.
3a/1a4u [IpaBoBbIe BOIPOCHI
JUCLIUILINHBI JOKYMEHTAIIMOHHOTO 00eCTIeYeHHS
12 YIIPaBJIEHUS IEPCOHATIOM
[TucpMeHHas caMoCTOsATEIbHAS PernamenTanus JOKyMEHTallMOHHOTO
Kinaccudukanms |padora obecrieueHus yIIpaBICHUS
JIOKYMEHTOB I10 [IEPCOHAJIOM. Bunst KaJIpoBOM1
YIIPaBJICHUIO JokyMmeHTauuu.  OpraHus3anMOHHO-
[IEPCOHAIOM pacnopsiAuTeNnbHas — JIOKyMEHTAlUs.
12 VYyueTHas JOKYMEHTAIUSI.
HNudopmannonno- CIPaBOYHAs
JOKYMEHTAIUsl.
Cocras u|llucpmenHnas camocTosTeabHast
MIOPSAIOK pabota CocTaB 1OKyMEHTALUHU T10
(dbopMUpOBaHUS YIPABJIECHUIO ITepcoHasioM. [IpaBuna
JOKYMEHTaluu co3J1aHus U 0POPMIICHHS KaJPOBBIX
M0 YIpPaBJICHUIO nokymeHToB. OOsi3aTenbHbIC
IIEPCOHAJIOM 14  |MOKYMEHTBI 10 yIIPABICHHUIO
IepcoHaoM. PekoMeH1yemble
JIOKYMEHTBI 110 YIIPABJICHUIO
nepcoHasioM. KagpoBbie TOKYMEHTHI,
00s13aTeNIbHBIE B CBSI3U C
0ocoOeHHOCTIMU KomnaHuu. [lonsTue
KOPIIOPaTUBHOI'O CTaHapTa.
Opranmzanus |, pedpepar JIBu>KeHHE JOKYMEHTOB B
KaJIpOBOTO opranusanuu. ['paduk
JOKYMEHTO000D JOKYMEHTO000pOTa OpraHu3alliy.
oTa 12 |Cucremaru3anuu TOKyMEHTOB U HX
yueT. KagpoBas crarucruka.
KoMmbroTepHble TEXHOJIOTHH B
KaJIpOBOM JIEJIONIPOU3BOJICTBE.
Kontpouns n|[InceMenHas camocTosTenbHas Opranusanys apXuBHOTO XpaHEHUS
MOJTrOTOBKAa  K|pabora 1o |KaIPOBBIX JOKYMEHTOB.
apXUBHOMY l'ocynapcTBeHHBINM KOHTPOJIb
XpaHEHUIO (Hag30p) Haj coOMI0IEHNEM
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KaJpOBBIX TPYAOBOTrO 3aKOHOJATEIbCTBA PO.
JOKYMEHTOB AynuT KagpoBbIX JOKYMEHTOB.
HUTOI'O 62

Ta6auna 6 — MeToanueckoe ofecniedyeHne CaMOCTOSITETbHOI padoThl.

[Tepeuenp y4eOHO-METOJMYECKOTO OOECIICUEHUSI

MaTepuaa 1o TeMe 3aHATHS.
Pabota ¢ yueOHoIi 1UTEepaTypou.
Hoxknan.

Ne Bun CPC JTUCITUATIITMHBI 110 BBITIOJIHEHUIO CaMOCTOSATEIILHON paOOThI
1 2 3
1 |M3yueHue TeopeTHYECKOrO «[lonoxeHnne o caMOCTOATENbHOW pPAOOTE CTYIEHTOB» -

YreepxaeHHoe 03.03.2016r. DI'BOY BO «KyoI'Y».

1. A6ynanze, /1. I'. JlokyMeHTallHOHHOE 00CCIICUCHHIE
YIPABJICHHS MTEPCOHAIOM [ DIEKTPOHHBINA pecypc] : yICOHUK U
MPAKTUKYM Il akajgemudeckoro OakamaBpuara / J[. T
Aoynanze, U. b. Bempsokkuaa, B. M. MacnoBa. - Mocksa :
IOpaiir, 2018. - 299 C. - https://biblio-
online.ru/book/8F9C2312-2C6D-48BC-87FE-
0B062BB243CE/dokumentacionnoe-obespechenie-
upravleniya-personalom .

2. Ky3Henos, Hrops Huxonaesnu.
JIoKyMEHTaIMOHHOE obecrieueHue yIIpaBJICHUS.
JIoKkyMeHTOO0OpPOT ®  JIECJIONPOU3BOACTBO  [DIIEKTPOHHBIN
pecypc] : y4yeOHHK ¥ TPAKTUKYM JJI  IMPUKIAJTHOTO

OakamaBpuata / . H. Ky3nenos. - 3-¢ u3j., nmepepad. u Jo1. -
MockBa : IOpaiir, 2018. - 461 c. - https:/biblio-
online.ru/book/7873BF4B-A3F7-44E2-8ECO-
1E3D6392702A/dokumentacionnoe-obespechenie-
upravleniya-dokumentooborot-i-deloproizvodstvo .

3. JloponuHa, Jlapuca AnekceeBHa. OpraHuzanus 1
TEXHOJIOTHA AOOKYMCHTAIIMOHHOI'O O6€CH€‘~I€HI/I$I YIIPpaBJIICHUA
[DneKkTpoHHBIN pecypc] : y4yeOHHMK U MPAKTUKyM IS
akamemuueckoro OaxanaBpuata / JI. A. Jloponmna, B. C.
Hputrkosa. - Mocksa : FOpaiit, 2018. - 233 c. - https://biblio-
online.ru/viewer/19DADB52-959C-40DA-B18F-
C955EFACOC1D/organizaciya-i-tehnologiya-
dokumentacionnogo-obespecheniya-upravleniya#page/1.

CamocTosiTenbHOe U3y4eHUe
yKa3aHHbIX TEOPETUYECKUX
BOIIPOCOB.

«IlonmoxkeHre O CaMOCTOSITENIbHOW paboTe CTYAEHTOB» -
YreepxkaenHoe 03.03.2016r. ®I'OY BO «Ky6I'Y».

1. Abynanze, J. I'. JlokyMeHTalluOHHOE OOECTICUCHHE
yIpaBIeHHs MEPCOHANIOM [DIEKTPOHHBIN pecypc] : yueOHUK U
MpaKTUKyM s akajgemudeckoro OakanmaBpuara / J[. T
Ab6ynamze, U. b. Bempsokkuna, B. M. Macnosa. - Mocksa :
IOpaiir, 2018. - 299 C. - https://biblio-
online.ru/book/8F9C2312-2C6D-48BC-87FE-
0B062BB243CE/dokumentacionnoe-obespechenie-
upravleniya-personalom .

2. Ky3Henos, Hrops HuxkomaeBuu.
JlokymMeHTalmoHHOE obecrieueHne YIPABICHHUS.
JIoKyMEHTOOOOPOT ®  JIEJIONMPOM3BOJCTBO [ DIEKTPOHHBIN
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https://biblio-online.ru/book/8F9C2312-2C6D-48BC-87FE-0B062BB243CE/dokumentacionnoe-obespechenie-upravleniya-personalom
https://biblio-online.ru/book/8F9C2312-2C6D-48BC-87FE-0B062BB243CE/dokumentacionnoe-obespechenie-upravleniya-personalom
https://biblio-online.ru/book/8F9C2312-2C6D-48BC-87FE-0B062BB243CE/dokumentacionnoe-obespechenie-upravleniya-personalom
https://biblio-online.ru/book/8F9C2312-2C6D-48BC-87FE-0B062BB243CE/dokumentacionnoe-obespechenie-upravleniya-personalom
https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo
https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo
https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo
https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo
https://biblio-online.ru/viewer/19DADB52-959C-40DA-B18F-C955EFAC0C1D/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravleniya#page/1
https://biblio-online.ru/viewer/19DADB52-959C-40DA-B18F-C955EFAC0C1D/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravleniya#page/1
https://biblio-online.ru/viewer/19DADB52-959C-40DA-B18F-C955EFAC0C1D/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravleniya#page/1
https://biblio-online.ru/viewer/19DADB52-959C-40DA-B18F-C955EFAC0C1D/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravleniya#page/1
https://biblio-online.ru/book/8F9C2312-2C6D-48BC-87FE-0B062BB243CE/dokumentacionnoe-obespechenie-upravleniya-personalom
https://biblio-online.ru/book/8F9C2312-2C6D-48BC-87FE-0B062BB243CE/dokumentacionnoe-obespechenie-upravleniya-personalom
https://biblio-online.ru/book/8F9C2312-2C6D-48BC-87FE-0B062BB243CE/dokumentacionnoe-obespechenie-upravleniya-personalom
https://biblio-online.ru/book/8F9C2312-2C6D-48BC-87FE-0B062BB243CE/dokumentacionnoe-obespechenie-upravleniya-personalom

pecypc] : y4yeOHMK ¥ TPAKTUKYM JJIs TPUKIAJTHOTO
OakanaBpuata / M. H. Ky3Hernos. - 3-e usg., nepepad. u jo1. -
MockBa : IOpaiit, 2018. - 461 c¢. - https://biblio-
online.ru/book/7873BF4B-A3F7-44E2-8ECO-
1E3D6392702A/dokumentacionnoe-obespechenie-
upravleniya-dokumentooborot-i-deloproizvodstvo .

3. Jloponuna, Jlapuca AnexkceeBHa. Opranuzanus v
TCXHOJIOTHUA JOKYMCHTAIIMOHHOI'O 06CCHC‘-ICHI/I5I YIpaBJICHUA
[OnekTpoHHBIE pecypc] : Y4eOHMK M MNPAKTHKYyM IS
akajeMuueckoro OakanaBpuata / JI. A. Jloponmna, B. C.
Hputukosa. - Mocksa : FOpaiir, 2018. - 233 c. - https://biblio-
online.ru/viewer/19DADB52-959C-40DA-B18F-
C955EFACOC1D/organizaciya-i-tehnologiya-
dokumentacionnogo-obespecheniya-upravleniya#page/1.

Pemenne 3amau 110
3aHSTHH.

TEMaM

«IlonmoxkeHne O CaMOCTOSITENIbHOW paboTe CTYACHTOB» -
YreepxaeHHoe 03.03.2016r. DI'BOY BO «KyoI'Y».

1. A6ynanze, /1. I'. JlokyMEHTallMOHHOE OOCCIICUCHHUE
yIpaBIeHHS MEPCOHANIOM [DIEKTPOHHBIN pecypc] : yueOHUK U
MPAKTUKYM Il akajgeMudeckoro OakamaBpuara / J[. T
Aoynanze, U. b. Bempsokkuaa, B. M. MacnoBa. - Mocksa :
IOpaiir, 2018. - 299 C. - https://biblio-
online.ru/book/8F9C2312-2C6D-48BC-87FE-
0B062BB243CE/dokumentacionnoe-obespechenie-
upravleniya-personalom .

2. Ky3Henos, Hrops Huxonaesnu.
JIoKyMEHTaIMOHHOE obecrieueHue YIpaBJICHHUS.
JIoKkyMeHTOO0OpPOT ®  JICJIONPOU3BOACTBO  [DIIEKTPOHHBIN
pecypc] : y4yeOHHK ¥ TPAKTUKYM I  IMPUKIAJTHOTO

OakamaBpuata / . H. Ky3uenos. - 3-¢ u3j., nmepepad. u Jo1. -
Mocksa : IOpaiir, 2018. - 461 c. - https:/biblio-
online.ru/book/7873BF4B-A3F7-44E2-8ECO-
1E3D6392702A/dokumentacionnoe-obespechenie-
upravleniya-dokumentooborot-i-deloproizvodstvo .

3. JloponuHa, Jlapuca AnexkceeBHa. OpraHuzanus 1
TEXHOJIOTHA AOOKYMCHTAIIMOHHOI'O O6€CH€‘~I€HI/I$I YIIPpaBJIICHUA
[DneKkTpoHHBIN pecypc] : y4eOHHMK U TMPaKTUKyM JUIS
akamemuueckoro OaxanaBpuata / JI. A. Jloponmna, B. C.
Hputrkosa. - Mocksa : FOpaiit, 2018. - 233 c. - https://biblio-
online.ru/viewer/19DADB52-959C-40DA-B18F-
C955EFACOC1D/organizaciya-i-tehnologiya-
dokumentacionnogo-obespecheniya-upravleniya#page/1.

IMOATrOTOBKA K 3a4CTy

«IlonmoxkeHre O CaMOCTOSITENIbHOW paboTe CTYAEHTOB» -
YreepxkaenHoe 03.03.2016r. ®I'BOY BO «Ky6I'Y».

1. Abynanze, JI. I'. JlokyMeHTalmOHHOE OOECTICUCHHE
yIPaBIEHUS MEPCOHATIOM [DIEKTPOHHBIN pecypc] : YUeOHUK H
MPaKTUKyM JJsi akajgemudeckoro OakamaBpuara / J[. T
Ab6ynamze, U. b. Bempsokkuna, B. M. Macnosa. - Mocksa :
IOpaiir, 2018. - 299 C. - https://biblio-
online.ru/book/8F9C2312-2C6D-48BC-87FE-
0B062BB243CE/dokumentacionnoe-obespechenie-
upravleniya-personalom .
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2. Ky3Henos, Urops Huxonaesuu.

JlokyMeHTaluoOHHOE obecrieueHue YIpPaBIICHHUS.
JIOKyMEHTOOOOPOT ®  JIEJONMPOU3BOJCTBO [ DIEKTPOHHBIN
pecypc] : y4yeOHMK M TPAKTHKYM JUJIS IPUKIAJIHOIO

OakanaBpuata / U. H. Ky3nernos. - 3-e uzz., nepepad. u jgor. -
MockBa : IOpaiit, 2018. - 461 c. - https://biblio-

online.ru/book/7873BF4B-A3F7-44E2-8ECO-
1E3D6392702A/dokumentacionnoe-obespechenie-
upravleniya-dokumentooborot-i-deloproizvodstvo .

3. Jloponuna, Jlapuca AnekceeBHa. OpraHuzanus u
TEXHOJIOTHUA OJOKYMCHTAIIMOHHOI'O 06CCHC‘ICHI/I${ YIIpABJICHUA
[DmekTpoHHBIN pecypc] : y4eOHMK | MPAKTUKYM IS
akamemuueckoro OakanaBpuata / JI. A. Jloponmna, B. C.
Wpurtukosa. - Mocksa : FOpaiit, 2018. - 233 c. - https://biblio-
online.ru/viewer/19DADB52-959C-40DA-B18F-
C955EFACOC1D/organizaciya-i-tehnologiya-
dokumentacionnogo-obespecheniya-upravleniya#page/1.

CornacHo nucekMy MuHHCTEpCTBa 00pa3oBanus u Hayku PO Noe MOH-25486 or 21.06.2017r
«O pa3paboTke aJanTUPOBAHHBIX O0pa30BaTENbHBIX MpOrpaMM» - pa3paboTKa aJanTHBHOU
IIporpaMMbl HEoOXoJuMa B Cilydyae HaJu4usl B 0Opa30BaTENbHOM OpraHU3alud XOTsA Obl OJHOIO
00y4aroIIerocsi ¢ OrpaHuYeHHBIMU BO3MOKHOCTSIMH 3/10POBBSL.

Y4eOHO-MEeTOINYECKHE MaTepHallbl ISl CAMOCTOSITENIFHOW PabOThl OO0YYaIONMMXCs W3 YHUCIIa
WHBAJIHUIOB U JIMI] C OTPAaHUYCHHBIMH BO3MOXKHOCTSMU 3710poBbsi (OB3) npenocrapnsitores B popmax,
a/IalITUPOBAHHBIX K OTPAaHUYEHUSAM UX 310POBbsI U BOCIPUATUS HH(POPMALIUU:

Jlist muI ¢ HapyIIeHUSIMH 3PEHUS:

— B Ie4aTHOW (hopMe YBEITMYCHHBIM HIPUPTOM,

— B hopMe PIIEKTPOHHOTO TOKYMEHTA,

— B popme ayamnodaiina,

— B ITIeYaTHOM opMe Ha si3bIKe bpaiins.

[l AL ¢ HapyIeHUsAMHU CilyXa:

— B 1e4atHoi opme,

— B (hopMe JIEKTPOHHOT'O IOKYMEHTA.

Jnst nuil ¢ HapyleHussMH ONIOPHO-BUTaTENBHOTO anmnapara:

— B IIeYaTHOU (opme,

— B (popMe 3IIEKTPOHHOT' O IOKYMEHTA,

— B ¢popMe ayauodaiina.

JlaHHBI TlepedeHb MOXXET OBITh KOHKPETM3MPOBAH B 3aBHCUMOCTHM OT KOHTHMHI€HTA
00yJaronmxcs.

3. O0pa3oBaTe/ibHbIE TEXHOJIOTHH.

C TouYKH 3peHHs MPUMEHSEMBIX METO/IOB UCTIOJIB3YIOTCS KaK TPAAUIIMOHHBIE HH(POPMAIIMOHHO-
OOBSICHUTENbHBIEC JIEKIINH, TaK U WHTEPAKTUBHAS TOJa4ya MaTepuana ¢ MYJIbTUMEAUWHON CHCTEMOMH.
KoMmrproTepHble TEXHOJIOTHMH B JIAHHOM Cllydae OO0€CIIeYMBAIOT BO3MOXKHOCTH Pa3HOILIAHOBOTO
OTOOpaXKeHHsI aNTOPUTMOB U JIEMOHCTPAI[MOHHOTO MaTepuana. Takoe codeTaHue TO3BOJISET
OINITUMAJIBHO MCITIOJIB30BATh OTBEACHHOC BPEMSA U PACKPBIBATH JIOTUKY U COACPIKAHNEC AUCIIUILIVHBI.

Jlex1uu peaCcTaBISIOT COO0H cCTeMaTHYeCKue 0030pbl OCHOBHBIX ACMEKTOB AUCIIUILTHHBIL.
HpaKTI/I'-IeCKI/Ie 3aHATHUSA TTO3BOJIAI0 HAYYUTHh MPUMCHATH TCOPETUYCCKUC 3HAHUA IMPHU PCUHICHUU U
MCCIIeTOBAaHUH KOHKPETHBIX 3a71ad.
[Ipu ocBOEHUM AHUCUUIUIMHBI UCTOIB3YIOTCS CIIEAYIONINE COUeTaHusl BUJIOB Y4eOHOM paboThI
c MerogamMu W (opMaMH aKTHBU3AllMK T[IO3HABATENbHON JAESITENbHOCTH OakalaBpoOB IS
JOCTUKEHUS 3aIUIaHHPOBAHHBIX PE3YJIbTAaTOB 00yUeHHS U (POPMHUPOBAHUS KOMIIETEHLIUH.
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B nporiecce nmpoBeneHust 3aHATHI PUMEHSIOTCS HHTEPAKTUBHBIE METOBI O0YYCHHUSI.

Huckyccus (ot nar. discussio — HCCIeIOBaHUE, PACCMOTPEHHE) — 3TO BCECTOPOHHEE
0o0CyXJICHHE CIOPHOTO BOIpOoca B IMyOJMYHOM coOpaHuu, B dYacTHoW Oecene, cmope. Jpyrumm
CJIOBaMH, JMCKYCCHSI 3aKJII0YAETCs] B KOJUICKTUBHOM OOCYXIEHUU KaKOTro-JIMOO BOIpoca, MpoOIeMbl
WIH COTOCTaBlICHHH HWH(MOpMAIMK, WICH, MHEHHH, npeiokeHui. llenn mpoBeneHHs TUCKYCCUU
MOTYT OBITh O4Y€Hb Pa3HOOOpA3HBIMU: 00yUYCHHE, TPEHUHT, TUarHOCTUKA, MPeoOpa3oBaHue, H3MEHEHNE
YCTaHOBOK, CTUMYJIUPOBAHHE TBOPYECTBA U JIP.

B nipoBeieHUY TUCKYCCHU MCIOJIB3YIOTCS Pa3IMYHbIC OPraHU3alMOHHBIC METOAUKH.

[Tpu mpoBeIeHUY IMCKYCCUU UCTIONB3YyeTcss MEeTOo KA «BOTPOC — OTBET». JlaHHAs METOIMKA —
3TO Pa3HOBUAHOCTH IPOCTOTO COOECEOBAHUS; OTIUYAE COCTOUT B TOM, 4YTO IIPUMEHSETCS
ompenenéHHas (opMa IOCTAaHOBKM BOIPOCOB ISl coOECeOBaHMS C YYaCTHHKAMH JUCKYCCHH-
JMasora.
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4. OueHo4YHbIe CpPeACTBA IS TEKYILIero KOHTPOJS YCIEeBAaeMOCTH W TNPOMEXKYTOYHOM
aTTecTalMu.
4.1 ®oHA OLIEeHOYHBIX CPEACTB /Il MPOBeeHNs] TeKYIero KOHTPOJIs.
Tembl pedepaToB

1. CymHOCTb, HampaBIeHHS W BHABl TOCYIApCTBEHHOTO PETYJIUPOBAHUS JIOKYMEHTAIIHOHHOTO
o0ecrieyeHus yrpaBIeHHsL.

2. 3aKoHOJATeNbHOE PETYINPOBAHUE JOKYMEHTAIMOHHOTO O0ECIICUeHHUs YIIPaBICHHUS.

3. HopmatuBHBIE MTpaBOBbIE aKThl (pe/iepaibHBIX OPraHOB TOCYAAPCTBEHHOM BIIACTH, PETYIHPYIOIINE
JOKYMEHTAI[HOHHOE O0ecrieueHUE YIIpaBIICHUSI.

4. OOmee ¥ JOKaIbHOE HOPMAaTUBHO-METOAWYECKOE pErYIMPOBAHUE JOKYMEHTAIIHOHHOTO
o0ecrnieueHus yrnpaBaeHUsl.

5. 'ocynapcTBeHHbIE CTaHAAPTHl HA JOKYMEHTBHl U MX pOJIb B PEryJIMPOBAHUU JIOKYMEHTALHOHHOIO
o0ecrnieueHus yrnpaBaeHUs.

6. O6mepoccuiickue KiacCH(PUKATOPhI TEXHUKO-dYKOHOMHUYECKON M COIMAIBLHOW MH(OPMAIUKA U WX
POJIb B PETYIUPOBAHUU JOKYMEHTAIIMOHHOTO 00ECIIeUeHHUs yIIPaBICHHUS.

7. O01ee noHaTre 00 yrpaBICHUYESCKOM JTOKYMEHTE.

8. CBoiicTBa ¥ PYHKIIMU yIIPABICHUYECKUX JOKYMEHTOB.

9. Bupl ynpaBieHYECKUX JOKYMEHTOB.

10. Yaudukanus v crangapTU3alys ynpaBIeHIeCKUX JOKYMEHTOB.

11. Knaccuduxanus yrnpaBieHIECKUX JOKYMEHTOB.

12. Cuctembl ynpaBieHUYECKON TOKYMEHTALUH.

13. HopmatuBHO-MeTOIMYEeCKas 0aza TOKYMEHTUPOBAHUS YIIPABICHUECKOUN NE€ITEIbHOCTH.

14. CoctaB peKBU3UTOB yNPABICHUYECKUX JOKYMEHTOB.

15. IIpaBuna opopmIIeHUS] pEKBU3UTOB YIIPABICHYECKOTO TOKYMEHTA.

16. bnanku u GopMyISIpbI YIIPaBIEHYECKUX TOKYMEHTOB.

17. Buzbl 1 TUIIOBAsi CTPYKTYypa TEKCTOB YIPABICHYECKUX JOKYMEHTOB.

18. TIlomsitue © 0COOEHHOCTH OQUIMAIBHO-AEIOBOrO CTHIsA. TpeboBaHUsS K  TEKCTaM
YHA(DUIMPOBAHHBIX YIIPABICHYECKUX JTOKYMEHTOB.

19. Crunuctuyeckne 0COOCHHOCTH TEKCTOB YIIPABICHUYECKHX JTOKYMEHTOB M A3TUKET MHUCHMEHHOTO
JIETIOBOTO OOIIICHMS.

20. CymHoCTb U cofiep>KaHue pelakTHPOBAHUS TEKCTOB YIIPaBIEHYECKUX IOKYMEHTOB.

21. CoctaB M Ha3Hau€HUE OTIEJIBHBIX BUJOB OPraHMW3alMOHHO-TIPABOBBIX, PACHOPSIAUTEIbHBIX,
MH(GOPMALMOHHO-CIIPABOYHBIX M KaJIPOBBIX IOKYMEHTOB.

22. CocTas, pacmnoioKeHHE U TpaBuiia 0OPMIICHUS] PEKBU3UTOB OT/IEIBbHBIX BUJIOB OPTaHU3AIMOHHO-
MIPABOBBIX, PACTIOPAIUTENbHBIX, HH(POPMAITMOHHO-CIIPABOYHBIX U KaJPOBBIX TOKYMEHTOB.

23. [loaroroBka u oopMIIeHHE CITY>KEOHBIX IMHCEM.

24. ®opMbl OpraHu3aly padoThl ¢ YIPABIEHUECKUMH JOKYMEHTAMHU.

25. 3amaun 1 QYHKIHUH CITY>KObI JOKYMEHTAITMOHHOTO O0ECIIEYSHUS YIIPABIICHHUS.

26. TunoBble CTPYKTYpHI U NOAPa3AEICHUS CIIYKObI JOKYMEHTAIIMOHHOTO 00eCTIeYeHUs YIIPABICHMSL.
27. PernaMeHTanyst Ci1y>K0bl JOKYMEHTAIIMOHHOTO 00ECIIEUEHUs YIIPABIECHUSL.

28. CyIIHOCTb U OCHOBHBIE XapaKTEePUCTUKH JOKYMEHTOO00POTa.

29. Dransl ABUKEHUS TOKYMEHTOB B OpraHu3aluy (YUpeKICHHUH).

30. Opranusanus paboThl ¢ JOKyMEHTaMU PYKOBOJUTEINEH U NCTIOTHUTENEH.

KOHTpOHLHLIe BOIIPOCHI AJifl IMCBbMEHHOI'0 OImpoca

IIIxaa oeHKH TecTa:
«5»- 85%06-100%

«4»- 65%0-85%

«3»- 50%-65%

«2» - menee 50%
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1. B kakoil mepwoj pa3BUTUS OTEYECTBEHHOI'O JIEJOMPOM3BOJCTBA HAYAIOCh €0
3aKOHOJATEIbHOE peryinpoBaHue?

1.1. B nepuoj npuka3zHoro 1ei10npoOU3BOJACTBA.

1.2. B neproa KOJUIEKCKOTO JIETONPOU3BOJICTBA.

1.3. B neprnoy MUHHCTEPCKOTO JIETONPOU3BOICTBA.

2. KakuM 3aKk0HOM BIIEpBbIE HAYaJI0 PETYIMPOBATHCS OTEUECTBEHHOE JI€JI0NPOU3BOICTBO?
2.1. YupexaeHueM 11 yrpasieHus TyoepHuii Becepoccniickoit mummnepum.

2.2. O06mMM yIpexIeHHeM MUHHCTEPCTB.

2.3. I'eHepanbHBIM PETIAMEHTOM.

3. Korjga B Hameli crpane ObUIM BBEJEHBI B ICHCTBUE MEPBbIe TOCYIAPCTBEHHBIC CTaHIapThl HA
JIOKYMEHTAIUI0?

3.1. B 1960-¢ roppl.

3.2. B 1970-e rongl.

3.3. B 1980-¢ rojpl.

4. KakuM rocynapCTBEHHBbIM CTaHJApTOM BIIEpBbIE Oblla YCTAaHOBJIEHA TEPMHUHOJIOTHUS
JeJIONPOU3BOJCTBA?

4.1.TOCT 16487-70.

4.2.TOCT 6.10.2 -83.

43.TOCT P 51141-98.

5. Kakoii W3 BapuaHTOB ONpEAETeHHS JOKYMEHTAI[HOHHOTO OO0ECIeYeHusl YIpaBJICHUS

SBJIICTCS CTAHIAPTHBIM?
5.1. lokyMeHTaIMoHHOE 00eCTIeYeHHEe YIPaBICHUS — CO3/IaHIE U UCIIOIh30BAHNE JOKYMEHTOB
11 obecriedeHust paboThl OPraHOB YIPABICHUS.

5.2.  JloxyMmeHTalMOHHOE  OOecne4YeHWe  yOpaBJI€HUs —  OTpaciib  JEeSATEIbHOCTH,
obecreynBaroas JOKyMEHTUPOBAHKUE M OPraHU3aLUI0 PabOThI ¢ O(UIIUATIBHBIMU TIOKYMEHTAMHU.
5.3. JlokyMeHTannoHHOEe OOecCreueHHe YIpaBICHUSI — JTOKYMEHTHPOBAHUE ESTEIHLHOCTH

opranuzanuu  (y4pekAeHHs) U  yIpaBleHHEe JOKYMEHTAlMed M  IMepcoHaloM, HECyIIUM
OTBETCTBEHHOCTH 32 pa0dOTy C JOKYMEHTAMHU.

6. Kakue 13 nepeunciaeHHbIX 3aKOHOJATENbHBIX aKTOB COEpkKaT ONpeIeIeHIe JOKyMeHTa?
6.1. I'paxnanckuii konexc Poccniickoit @enepanun. Yacte nepsas.

6.2. ®enepanbHbIif 3akoH «O0 y4acTHH B MEXIYHAPOIHOM HH(DOPMAITUOHHOM OOMEHE.
6.3. ®enepanbHblif 3akoH «O06 nHGoOopManuu, HHGOpMaTH3ALMU U 3aIUTe HHOOPMAIII.
6.4. ®enepanbHblil 3aKOH «O TEXHUYECKOM PEryIUPOBAHUN.

7. Kakoe ompeneneHue AOKYMEHTY JaeT JCHCTBYIOIIMN TOCYAApCTBEHHBIM CTaHAAPT IO
TEPMHUHOJIOTHH JI€I0NPOU3BOJACTBA?

7.1. JIokyMeHT — oQuIHMaIbHO JOKYMEHTHpOBaHHas MHGOpMalus, CO3JaHHas B IpoIlecce
JEATEIbHOCTH OpraHU3aliy WX JOJDKHOCTHOIO JIMLIA.

7.2. JIOKyMEHT — CpEICTBO 3aKpEIUICHHUsS Pa3JuYHbIMH CIIOCOOAMHM Ha CHEIHATBHO
U3rOTOBIIEHHOM Martepuaje HHpopMaiuun o (akrax, COOBITHUAX, SBICHUSX OOBEKTUBHOU
NENCTBUTEIBHOCTH.

7.3. JokyMeHT — 3aMKCUpOBaHHAsl HA MaTePHAILHOM HOCUTeNe HHPOPMALUs ¢ PEKBU3UTAMH,
MO3BOJISIFOIIMMU C€ UJIEHTU(DUIIUPOBATH.

7.4. lokyMeHT — uH(popMalus, 3adpuKCUpOBaHHAas Ha JTI000M HOCHTENE, TpeIHa3HaueHHAs JUIs
oOMeHa, MepechUIKU, PYHKIIMOHUPOBAHUS HH()OPMALIMOHHON CHUCTEMBI.

8. Kak HazpIBaeTcs 0053aTeNbHBIN JIEMEHT 0(hOpMIICHHS O(PHUITHATBHOTO TOKYMEHTa?
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8.1. Tekcr.

8.2. ConepxaHue.
8.3. PexBU3UT.
8.4. ®opmyisip.

9. Kak omnpenensiercsi JOKyMEHTUPOBAHUE TEPMUHOJIOTUUYECKIUM CTaHAapTOM?

9.1. JIokyMeHTHpOBaHUE — CO3JJaHNE JOKYMEHTa Ha JJF000M MaTepuaTbHOM HOCHUTEIIE.

9.2. JlokyMeHTHpOBaHHE — TOATOTOBKAa M odopmieHne HHGOpMAIMM Ha MaTEPUATBHOM
HOCHTEJE TI0 YCTaHOBJICHHBIM IIPAaBUIIAM.

9.3. JlokyMeHTHpOBaHHE — 3aMCh MHPOPMAIMK Ha Pa3IMYHBIX HOCUTEISX MO YCTaHOBJICHHBIM
MIpaBUJIAM.

10. Kakue Buapl OIaHKOB B COOTBETCTBUU C TpeOOBaHUSAMH THIIOBOW HHCTPYKIHH II0
JIEIONIPOU3BOJICTBY B  (efiepalibHbIX opraHax wucnojHutenasHoit Biactu u ['OCT P 6.30-2003
YCTaHABJIMBAIOTCS B TOCY/IaPCTBEHHBIX OpraHax?

10.1. OOmuii 6;1aHK, 6JIAHK TOJDKHOCTHOTO JIMIIA, OJaHK MpUKa3a, OJJaHK MUChMa.

10.2. O0mmmii O:1aHkK, G1aHK MHUChMA, OJTAHK KOHKPETHOTO BUJA JOKYMEHTA.

10.3. O6muii 6;aHK, 6J1aHK CTPYKTYPHOTO MOApa3AeieH s, OJaHK JOIKHOCTHOTO JIUIIA.

11. Kakne BapuaHTBI OJAHKOB IPETyCMOTPEHBI THUIOBOH MHCTPYKLHMEH IO JENONpPOU3BOJICTBY B
dbenepanbHbIx opranax ucnonuurensHoi Binactu u ['OCT P 6.30-2003?

11.1. YrnoBo#i u HEHTPUPOBAHHBIM.

11.2. YrioBoi 1 mpo10IbHBIN.

11.3. ®naroBblil ¥ NPOIOJIBHBIM.

11.4. ®naroBblii ¥ ICHTPUPOBAHHBIH.

12. Kakoe pa3menieHHME pPEKBU3UTOB B Tpeaejax TIpaHUI] OTBEACHHBIX JJII HHUX 30H
npexycmotrpero I'OCT P 6.30-2003?

12.1. YrioBoe win npo0JibHOE.

12.2. YrinoBoe uiau eHTPUPOBAHHOE.

12.3. ®naroBoe WK NpoJ0JIbHOE.

12.4. ®dnaroBoe Wi IIEHTPUPOBAHHOE.

13. Kakue u3 npuUYUCIIEHHBIX PEKBU3UTOB YIPaBICHUYECKUX JOKYMEHTOB HE MPEAyCMOTPEHBI
I'OCT P 6.30-2003?

13.1. I'pug cornacoBaHusi JOKyMEHTA.

13.2. T'puc orpanudeHus 10cTymna K J0KyMEHTY.

13.3. Bu3a 03HaKOMJIEHMSI C JOKYMEHTOM.

13.4. Bu3ssl coryiacoBaHusi JOKyMEHTA.

14. YTo U3 nepeunciIeHHOro NOJHOCTHIO ONIPENEISET pa3MellieHue pekBus3uTa «Haumenosanue
BHJIa TOKyYMEHTa» Ha OJIaHKe BHUJIa JOKyMEHTa?

14.1. Bapuant 61aHKa ¥ BUJ TOKYMEHTA.

14.2. Bun nokymeHTa 1 criocod BbIpaBHUBAHUS PEKBU3UTOB Ha OJIaHKeE.

14.3. Bapuant 61aHKa 1 crioco0 BbIpaBHUBAHUS PEKBU3UTOB HA HEM.

4.2 ®oHJ OLIECHOYHBIX CPE/ICTB A/l MPOBEJAeHUs MPOMEKYTOYHOI aTTecTAllUH.

BOHpOCI)I AJIA MOATOTOBKH K 3a49€TYy
CYIIIHOCTI) JUCITUITIIIUHBI. OCHOBHEBIE TEPMUHBI U ITOHATUA.

[IpaBoBBIE BOITPOCHI JOKYMEHTAIIMOHHOTO 00ECTICUEHUsI YIIPABICHHS TEPCOHAIIOM.
PernaMenTanus JOKyMEHTAIIMOHHOTO 00SCIICUCHHS YIIPABICHHS IEPCOHAIOM

Mo e

Buasl kagpoBoit JOKyMEHTaLUU
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5.  OpraHu3allMOHHO — paclopsAUTENbHAs JOKYMEHTAIHS

6. YuerHas JOKyMeHTaIHs

7. HHbopManMoOHHO — CIIPaBOYHBIE TOKYMEHTHI

8. CocraB JOKyMEHTAIMH 110 YIPABICHUIO TIEPCOHAIOM

9. IlpaBuna co3nanus U 0popMIICHHS KaAPOBBIX TOKYMEHTOB

10. OOGs3arenbHbIC JOKYMEHTHI [0 YIIPABICHHUIO MEPCOHATIOM

11. PekomeHayeMble TOKYMEHTHI IO YIIPABICHUIO TIEPCOHATIOM

12. KangpoBble TOKYMEHTHI, 00s13aTeIIbHBIC B CBSI3H C 0COOCHHOCTAMHU KOMIIAHUU

13. JIBwKeHne JOKyMEHTOB B OpraHH3aLUH

14. I'padux nokymenToob60poTa opranuzannu. CucTeMaTH3anus J0KyMEHTOB H UX y4eT.

15. Kanpoas ctaTucThka

16. KomnbroTepHbIe TEXHOIOTHH B KaJPOBOM JICJIONPOU3BOICTBE

17. Opraam3anus apXuBHOTO XpaHEHUS KaJIPOBBIX JOKYMEHTOB

18. l'ocynapcTBeHHBIH KOHTPOJb (HAI30p) HAA COOIOJCHNEM TPYAOBOIO 3aKOHOAATENbCTBA B Poccuiickoit
®denepanuu

19. Aynmut KagpoBBIX JOKYMEHTOB

20. TpynoBas MOTHBAIUs Kak 0a30Basi COCTABJIAIONIAS YIIPABICHUS TIEPCOHAIOM

21. Teopernyeckue acreKThl TPYAOBOW MOTHBAIIUN

22. TlcuxoJIoTMYeCKUE aclieKThl MOTUBALIMHU TPY/Ia

23. AcCTIeKTHI OpraHU3alMOHHOTO TIOBEJICHUS B TPYJOBOH MOTHBALIUH

24, DKOHOMHYECKHE acIIeKThl TPYAOBOM MOTHBAIINN

25. ®opmupoBanue 3¢ (HEeKTUBHOTO MOTHBAIIMOHHOTO MEXaHU3Ma B OPTaHU3aIluU

26. Opranuzanus o0yueHus nepconana. OLeHKa MepcoHana COBPEMEHHON OpraHu3aliy.

27. IlnarpoBaHWe W MPOTHO3UPOBAHNE W MapKETHHT IEepCOHAIa

28. Opranmzamus oToopa U moadOpa mepcoHata

5. IlepeyeHb OCHOBHOI W /IONOJIHUTEJIbHOI y4eOHOH JMTepaTypbl, HeOOXOAMMOM /Jisl
OCBOEHHSI TUCITHIIIMHBI
5.1 OcHoBHAas JIUTEPaATYypPA:

1. Aoymame, JI. TI'. JlIoKyMEHTAIlMOHHOE OOCCIEYCHHE YIPaABICHUS TEPCOHATIOM
[OnexTpoHHBIN pecypc]| : y4eOHMK M TPAKTUKYM i akajaeMmuueckoro OakamaBpuata / JI. T.
Aoynanse, U. b. Bempsokkuna, B. M. Macnosa. - Mocksa : FOpaiir, 2018. - 299 c. - https://biblio-
online.ru/book/8F9C2312-2C6D-48BC-87FE-0B062BB243CE/dokumentacionnoe-obespechenie-
upravleniya-personalom .

2. Ky3neuoB, HWropr HukonaeBuu. JIoKyMeHTalMOHHOE OOECHEYEHUE YIPaBICHUS.
JIOKyMEHTOOOOPOT U JENONPOU3BOJACTBO [DIEKTPOHHBIM pecypc]| : y4eOHUK M TMPAKTUKYM IS
npuknaaaoro 6akanaBpuara / M. H. Ky3nenos. - 3-e u3a., nepepad. u gom. - Mocksa : IOpaiir, 2018. -
461 c. - https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8ECO-
1E3D6392702A/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo .

3. Hoponuna, Jlapuca AnekceeBHa. OpraHuzanus U TEXHOJOTHUS JTOKYMEHTAIIMOHHOTO
oOecrnieueHusl ymnpaBieHUs] [DJIEKTPOHHBIN pecypc]| : y4yeOHMK M MPAKTUKYM JUIs aKaJeMHUYECKOTo
0akanaspuata / JI. A. Jloponuna, B. C. Upurukosa. - Mocksa : FOpaiit, 2018. - 233 c. - https://biblio-
online.ru/viewer/19DADB52-959C-40DA-B18F-C955EFACOC1D/organizaciya-i-tehnologiya-
dokumentacionnogo-obespecheniya-upravleniya#page/1.

5.2 JlonostHuTEIbHASI JIMTEpaTypa:

1. AOGynamze, /[lapemxanH [uBueBHa. JloKyMeHTalMOHHOE OOecleYeHUe YIpaBiIeHUE
nepcoHasioM [TekcT] : y4eOHMK M MPaKTHUKYM Ui aKaJeMHYECKOTO OakayiaBpuara : Y4eOHUK IS
CTY/ICHTOB BY30B, OOY4YalOLIMXCS MO AKOHOMMYECKHM HampaBieHMsM U crenuanbHocTsM / JI. T
Abynanze, U. b. Bempsbxkkuna, B. M. Maciosa ; MexayHap. akaz. OusHeca u ynpasieHus. - MockBa
: FOpaiiT, 2016. - 299 c. - (bakanaBp. Akagemuueckuit Kypc). - bubmuorp.: c. 297-298. - ISBN 978-5-
9916-6137-9
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2. adopmaniioHHbIE CUCTEMBI i TEXHOJIOTUU B SKOHOMUKE U ynpaBieHuu [ Tekcr] : yaueOHUK
JUTsl OakajaBpoOB : yU4eOHHUK 10 HampasiieHuo "Menemkment" / [B. B. Tpodumos u ap.] ; mox pen. B.
B. Tpodumosa ; C.-IletepOypr. roc. 3KOHOM. YH-T. - 4-¢ u3a., nmepepad. u mom. - Mocksa : FOpaiir,
2014. - 542 c. - (bakanaBp. ba3oBslii Kypc). - bubnuorp. B koniie rias. - ISBN 978-5-9916-3608-7

3. VYmpaBneHnue mnepcoHasoM opraHuzanuu [Tekct] : y4eOHHMK JUIsl CTYJSHTOB BY30B,
oOydaromuxcsi Mo CHEeHATbHOCTSIM "MeHeKMEeHT opranuzanuu’, "YmpaBlieHHe TNepcoHaIoM",
"Oxonomuka tpyna" / [A. 5. Kubanos u np.] : mox pen. A. 5. Kubanosa ; I'oc. yH-T ynpaBneHus. - 4-¢
U31., om. u nepepad. - Mocksa : UTHOPA-M, 2013. - 694 c. - (Beicmee o6pa3oBanue. bakanaspuar). -
Ha tut. 1. 1 0011.: DIeKTpOHHO-0MOIMOTeYHAs cucTeMa. Znanium.com. - bubmuorp.: ¢. 678-68

4. PoroxuH, Muxaun lOpseBuu. JlokymMeHTannmoHHoe oOecrieueHue ympasieHus [Tekcr] :

yaeOHo-mpakTudeckoe mocodoue / M. 0. Poroxkun. - M. : [Ipocnekr : [TK Ben6u], 2006. - 383 c. -
ISBN 5980328157

5.3. llepuoguueckue u3IaHus

1. Kypuan «Ynupasienue nepcoraaom». - URL: http://www.top-personal.ru/

2. Xypnan «Kaaper npeanpustus». - URL: http://www.kapr.ru/

3. Kypuan «KagpoBas cmyxba u ymnpaBieHHE TepcoHasoM mnpenmpuarus». - URL:
http://www.delo-press.ru/journals.php?page=staff

6. Ilepedyenb pecypcoB MH(OPMANHMOHHO-TEJIEKOMMYHUKAIMOHHONH ceTH «HHTepHET»,
He00XO0IMMBbIX /IJISl 0CBOEHUSI THCIUTIMHBI

1. Academia :Bupmeonekumu ydeHbIXx Poccum Ha Tenekanane «Poccms K» @ calfT. —
URL:http://tvkultura.ru/brand/show/brand_id/20898/ .

2. Scopus : MexayHapomHas pedepaTMBHas W CIpaBOYHas 0a3a JaHHBIX LUTHPOBAHUS
perieH3upyemoit uteparypsi : caiit. — URL: https://www.scopus.com/search/form.uri?display=basic.

3. WebofSciense (WoS, ISI) : mexnyHapomnas aHanuTudeckas 0a3a JaHHBIX HAyYHOTO
utupoBanus : caiut. — URL: http://webofknowledge.com.

4. ApxuBbl Hay4HBIX XypHajoB Ha Poccuiickoii nmiuardopme HayuHbix xypHanoB HOMKOH:
caiir. - URL: http://archive.neicon.ru/xmlui/

5. Bassl nanasix kxomnaauu «Mct Beroy : caiit. — URL: http://dlib.eastview.com .

6. T'PAMOTA.PY : cmopaBouHO-uHGOpPMAaUMOHHBI  uHTepHeT-optan. —  URL:
http://www.gramota.ru .

7. EnumHOE OKHO ocTyna K 00pa3zoBaTe’bHBIM pecypcam :caiT. — URL: http://window.edu.ru .

8. KubepJlenunka : HayuHas 37eKTpoHHas OubaroTeka : cait. — URL: http://cyberleninka.ru.

9. JlekropuyM :BUAEOKOJJIEKIIMM aKaJeMU4YecKuX Jekuuid By3oB Poccum : caiit. — URL:
https://www.lektorium.tv.

10. Hayunas snekTtpoHHas Oubmuoreka crared m myOnukammid «eLibrary.ru»: caift. — URL:
http://elibrary.ru.

11. HamumonanbHas snektponHas 6ubnuoreka (HOB): caiit. - URL:http://H30.pd/

12. O6pa3oBarenbHbIl opTan «Akagemuky: caiit. - URL: https://dic.academic.ru/

13. OGpa3zoBarenbHbIi opTan «Yuebay: caiT. - URL: http://www.ucheba.com/

14. O¢dunmaneHelii MHTEpHET-IOpTaN MpaBoBod HHpopmauuu. [ocynapcTBeHHas cucrema
npaBoBoii nHpopmanuu: caitt. — URL: http://publication.pravo.gov.ru .

15. Poccuiickoe oOpa3oBanue, (henepanbHblii nopran: caiit — URL: http://www.edu.ru

16. Cmyx0a TeMaTHYeCKHX TOJKOBBIX ciioBapeii: cailT. - URL: http://www.glossary.ru/

17. CnpaBouno-nipaBoBas cucreMa «Koncynsrant [lmtocy : caift. — URL:
http://www.consultant.ru.

18. VYuuBepcurerckas unpopmarmonnas cucrema POCCHUSA (YUC POCCHUSA) : caiit. — URL:
http://www.uisrussia.msu.ru/.

19. denepanbHblii 1EeHTp WHPOPMAIMOHHO-00pa30BaTeNbHBIX pecypcoB: caiit. — URL:
http://fcior.edu.ru .

20. denepanbHBIN IEHTP 00pa30BaTEIHHOTO 3aKOHOAATENbCTBRA: CaT. - URL:
http://www.lexed.ru/
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21. OBC «BOOK . .ruy». Komtexkuus CITO: caiit. - URL: https://www.book.ru

22. OBC «ZNANIUM.COMp: caiit. - URL: www.znanium.com

23. ObC «YHHUBEPCHUTETCKAS ounbamorexka ONLINE»: CauT. — URL:
http://biblioclub.ru/index.php?page=main_ub_red

24. DBC «OpaiiT»: cait. — URL: https://www.biblio-online.ru/

25. OBC Usparenscra «Jlanby»: cant. — URL: http://e.lanbook.com .

26. DieKTpoHHAS oubnmoTeka «Grebennikony: CauT. — URL:
http://grebennikon.ru/journal.php.

27. DnextponHass OubOnmoreka auccepranuii Poccuiickoit rocynapcTBeHHOW OMOIHMOTEKH
[aBTOpedeparsl — B cBOOOAHOM qoctyme] : caiT. — URL: http://diss.rsl.ru/.

28. Dnexrponnsii apxuB nokymentoB Kyol'Y - URL: http://docspace.kubsu.ru

29. DnextpoHHbIid Karajor KyOaHCKOTO ToCylnapcTBEHHOTO YHHMBEPCHTETa W (PHIHAIIOB. —
URL: http://212.192.134.46/MegaPro/Web/Home/About.

7. Metonnyeckue YKa3aHus 1Jsl 00y4alOIIUXCHA M0 OCBOEHHIO TUCIMILUIUHBI.

CornacHo nmucbkMy MuHHCTEpcTBa 00pasoBanus u Hayku PO Noe MOH-25486 ot 21.06.2017r
«O pa3paboTke aJanTUPOBAHHBIX O00pa30BATENBHBIX MpPOrpaMM» - pa3paboTKa aJanTHBHON
IporpaMMbl HEOOXoIuMa B cllyyae HaJM4uusi B 0Opa30BaTEIbHOM OpraHM3aludd XOTs Obl OJHOTO
00y4aromerocsi ¢ OrpaHU4eHHBIMU BO3MOKHOCTSIMHU 37I0POBBSI.

B ocBoeHMHM AMCUMIUIMHBI MHBAJIMJIAMH W JIMIAMH C OrPAaHUYEHHBIMH BO3MOKHOCTSAMH
310pOBbsl  OOJIBLIIOE 3HAYEHUE HMMEET WHJAWBHUIYyajdbHas yueOHas paboTa (KOHCYJIbTAl[MH) —
JIONOJTHUTEIBHOE Pa3bsiICHEHUE yUeOHOro MaTepuania.

WHauBUayabHbIE  KOHCYJBTAMM 110  OPEAMETY  SIBISIIOTCS  BaXHBIM  (aKTOpOM,
CIIOCOOCTBYIOIIMM HMHAWBUYAIU3allUd OOYYEHHUS W YCTAHOBJIEHUIO BOCIHUTATEIbHOIO KOHTAaKTa
MEXy IperoiaBaTesieM 1 00yJaroIuMCs] HHBAJIHIOM WIIH JIMLIOM C OTPaHUYEHHBIMU BO3MOKHOCTSIMHU
3J10POBbSL.

Cucrema 00y4eHHUs1 OCHOBBIBAETCS HA PallMOHAJILHOM COYETAaHWU HECKOJIBKUX BUJIOB YUE€OHBIX
3aHATHUH (B IEPBYIO OYepeb, JCKIHA U MPAKTUIECKUX (Ja00paTOPHBIX) 3aHATHH), paboTa Ha KOTOPBIX
obJaziaet ornpeiesIeHHON crennuKoil.

IMoaroroBka K JieKUMAM.

3HaKOMCTBO C JUCLMIIMHON HPOMCXOOUT Y€ Ha INEepBOM JIEKLUH, IIe OT 00y4arolerocs
TpeOyeTcst He MPOCTO BHUMaHKE, HO U CaMOCTOsTENIbHOE 0popMiieHHe KoHcnekTa. KoHcnekTupoBaHue
JeKIUH — CIOXHBIA BHUJI ayIUTOPHOM paloThl, Mpeanojiararoliuii HWHTEHCHUBHYI) YMCTBEHHYIO
NesTeNbHOCTh oOydatomierocs. KoHCIEKT sBIsSeTCs MOJIE3HBIM TOIJA, KOI/Ia 3allMCcaHO camoe
cyuiectBeHHoe. He Hajo cTpeMuThes 3amucaTh AOCIOBHO BCHO JIEKIMIO. Takoe «KOHCIIEKTUPOBaHHUE
MPUHOCUT OoJble Bpena, 4em moJb3bl. llenecooOpa3Ho BHadane MOHAThP OCHOBHYIO MBICIb,
U3JIaraeMylo JIEKTOPOM, a 3aTeM 3anucarh ee. JKenareapbHo 3aIich OCYIIECTBIATh Ha OAHON CTPAHULIE
JIUCTA WU OCTaBJIsIs MOJIsl, Ha KOTOPBIX MO3/HEE, IIPU CaMOCTOSITEIbHON paboTe ¢ KOHCIIEKTOM, MOKHO
CZI€NIaTh JIOTIOJHUTEIbHBIE 3aIIUCH, OTMETUTh HETIOHATHBIE MECTA.

KoHcnekT nexkuuu jydiie noapasieisaTh Ha MyHKTHI, cOOMIoAasl KPacHYK CTPOKY. DTOMY B
OosbLION cTeneHn OyayT cocoOCTBOBATH BONPOCHI IUIaHA JEKIMHU, IPEUIOKEHHBIE MTPEo1aBaTel M.
Cnenyer oOpaiaTh BHUMaHUE Ha aKLEHTHI, BBIBOJbI, KOTOPbIE JENAeT JIEKTOp, OTMedas Haubosee
Ba)KHBIE MOMEHTHI B JIEKIIMOHHOM MaTepHalle 3aMEYaHUSIMH «BAXKHO», «XOPOIIO 3allOMHHUTH» U T.IL
Mo’HO J1enaTh 3TO U C MOMOUIbIO PAa3HOLBETHBIX MAapKepOB WJIM PydYeK, MOJAYEPKUBAs TEPMUHBI U
OIIpeIEIEHUS.

Paboras Hag KOHCIIEKTOM JIEKIMH, BaMm Bcerma HeoOXOAMMO HCIIOJIB30BAThL HE TOJBKO
y4eOHUK, HO M Ty JIUTEpaTypy, KOTOPYIO IOMOJHHUTEIHHO PEKOMEHJOoBal JeKTop. MIMeHHO Takas
cepbe3Hasi, KpomoTiuBas paboTa ¢ JIEKIMOHHBIM MaT€pUaJoM TIIO3BOJUT TJIyOOKO OBJIaJIE€Th
TEOPETUYECKMM MATEPHAIIOM.

IMoaroroBKa K NPaKTHYECKUM 3aHATHSM.

[ToaroToBKy K KaKIOMy NPAKTHYECKOMY 3aHSATHIO HEOOXOJMMO HadyaTh C O3HAKOMJICHHS C
IJTAHOM IPAKTHUYECKOT'0 3aHATHUS, KOTOPBIA OTpaXkaeT coJlep:KaHue MpeIoKeHHON TeMbl. TiarenbHoe
NPOAYMBIBAaHHE M HM3y4YEHHE BOIPOCOB IIaHA OCHOBBIBAETCS Ha MPOpa0OTKE TEKYILEro marepuaia
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JIEKUWHU, a 3aTeM H3y4deHUs o0s3aTeTbHOW M JOIMOJIHUTEIbHOM JIMTEpaTypbl, pEeKOMEHIOBAHHON K
TaHHOM Teme. Bce HOBBIE MOHATHA MO W3Y4aeMOW TeMe HEOOXOAMMO BBIYYHTh HAaHU3yCTh M BHECTH B
rJIoccapuii, KOTOPBIH 11e1eco00pa3Ho BECTH € CaMOr0 Havala u3y4eHusl Kypca.

[ToaroToBka K 1aOOPaTOPHBIM 3aHATUSAM U MPAKTHKyMaM HOCHUT Pa3IMYHBIA XapakTep, Kak I10
COJIEPKAHUIO, TaK M IO CI0XHOCTU UCHOJIHEHMs. [IpoBeneHHe NpsSMbIX U KOCBEHHBIX W3MEPEHMI
IpearoiaraeT JeTalbHOE 3HAHUE U3MEPUTENbHBIX NPUOOPOB, UX BO3MOKHOCTEW, YMEHHUE BHOCHUTH
CBOECBPEMEHHBIC TOMPaBKHU Ji1 MOJIy4yeHHUs OoJjiee TOYHBIX pe3ylbTaToB. MHoOrue JjabopaTOpHBIC
3aHATUS TpeOyroT OOJIBIION MCCIIeN0BATENbCKON padoThl, M3y4eHHs AOMOJHHUTEIBHON HaydHOH
JIUTEPaTypHI.

B mporuecce moAroToBKM K MPaKTUYECKUM 3aHATHUSM, HEOOXOIUMO 00paTuTh 0co00€ BHUMAaHUE
Ha CaMOCTOSTEJIbHOE HW3YyYEHUE PEKOMEHJOBAHHOM  Jjureparypsl. Ilpm Bced  mosHOTE
KOHCIIEKTUPOBAHUS JIEKLIMH B HEM HEBO3MOXHO M3JI0KUTh BeChb MaTepuall. [loaTomy camocTosiTenbHas
pabota ¢ y4eOHMKaMH, y4E€OHBIMH MOCOOMSIMHU, HAYYHOU, CIPAaBOYHOW JHMTEPATypOl, MaTepHaIaMH
nepuoanueckux uzgaHuid u MuTtepHera sBisercs HauOosiee 3()PEKTUBHBIM METOJOM MOIyYEHUS
JOTIOJIHUTENbHBIX ~ 3HAHWM, I03BOJISIET 3HAUUTENBHO AKTUBHU3MPOBAaTh IPOLIECC  OBJIAJICHUS
nH(popmalren, crnoco0CTByeT 0ojee riyooKOMY YCBOSHHUIO H3y4aeMOro MaTepuana.

3ammra 1a00paTOPHBIX pabOT JODKHA MPOUCXOAHUThH, KaK MPABUIIO, B Yachl, OTBEICHHBIC HA
naboparopublie 3aHATHSA. O0yyaronuiicss MOXeT OBITh AOMYILIEH K CleAyolel 1abopaTopHOii paboTe
TOJIBKO B TOM CJIy4yae, €CJIM Y HETO HE 3allUIIEeHO He 0oJiee ABYX MPeAbIIyIuX padorT.

PexoMengaumnu mo padore ¢ auTepaTrypoil.

Paboty ¢ ynmreparypoii menecooOpa3HO HaYaTh ¢ M3y4eHHUs OOMMX paboT MO TeMe, a TaKXKe
y4eOHMKOB U y4eOHbIX mocoOuil. Jlanee pekoMeHayeTcss epedT K aHaau3y MoHorpaduil U cTaTeu,
paccMaTpuBaIOLUMX OTAEIbHBIE aCHEKThl IpoOJieM, H3y4aeMbIX B paMKax Kypca, a TakKxke
oUIHMATBEHBIX MaTEPHATIOB U HEOMYOJIUKOBAHHBIX JOKYMEHTOB (Hay4HO-UCCIIEI0BATEIbCKUE PaOOTHI,
JMCCEepTaLM ), B KOTOPBIX MOT'YT COJEPKaThCsl OCHOBHBIE BOIIPOCHI H3y4aeMOM IIPOOIJIEMBI.

PaboTy ¢ uCToyHMKaMu HaJ0 HAYUHATH C O3HAKOMHUTEIHLHOTO YTEHHUS, T.€. IPOCMOTPETH TEKCT,
BBIIEJISISL €r0 CTPYKTYpHbIE €IUHUIBL. [Ipy 03HAaKOMUTENbHOM UTEHUM 3aKjIaJKaMH OTMEYAIOTCS Te
CTpaHUIIbI, KOTOpPBIE TPEOYIOT 00Jiee BHUMATEIBHOTO U3YUEHUSI.

B 3aBHCHUMOCTH OT pe3yJbTaTOB 03HAKOMUTEIBHOIO YTEHMSI BBIOUpAETCS JaJIbHEUIINI cr1oco0
paboTsl ¢ uctouHukoM. Eciu uist pa3penieHus mocTaBIeHHON 3a/1auu TpeOyeTCsl U3yuyeHUEe HEKOTOPHIX
(parMeHTOB TEKCTa, TO MUCHOJIB3YETCS] METOJ BHIOOPOYHOrO uTeHHs. Eciim B KHHre HET MOApOOHOTO
OTJIaBIIEHUS, ClIeZlyeT OOpaTUTh BHUMaHUE YYCHHKA Ha MPEJAMETHbIE U UMEHHBIE YKa3aTelu.

N30panHbie QparMeHTHl WM BeCh TEKCT (€Cid OH IETUKOM HMEET OTHOIIEHHE K TEMeE)
TpeOyloT BIYMYHMBOI'O, HETOPOIUIMBOTO YTEHUS C «MBICICHHOH mnpopalboTkoit» MaTepuana. Takoe
YTEeHUE TPEANoJaracT BblJeNeHHEe: 1) TIaBHOTO B TEKCTE; 2) OCHOBHBIX apryMEHTOB; 3) BBIBOJIOB.
Ocob6oe BHMMaHUE cielyeT 00paTUTh Ha TO, BHITEKAET TE3UC U3 apTyMEHTOB WJIU HET.

HeoOxonuMo Takke MpoaHaIM3UpOBaTh, KakuWe U3  YTBEPXKACHUH aBTOpa  HOCST
MpOoOIeMaTUYHBIN, TUTTOTETUYECKUIN XapaKTep, U YIOBUTH CKPHITHIE BOIIPOCHI.

[ToHsiTHO, 4TO yMeHHE TakuM 00Opa3oM pabdoTaTh C TEKCTOM MPUXOJUT JAJEKO HE cpasy.
Hawunyumuit croco6 Hay4uThCS BBIACTATH INIABHOE B TEKCTE, YIIABIMBATh MPOOJIEMATUYHBIN XapakTep
YTBEPKACHUM, 1aBaTh OLIEHKY aBTOPCKOW MO3HMIIMU — 3TO CPaBHUTEIILHOE YTEHUE, B XOZAE KOTOPOTO
Bbl 3HaKOMHTECH € pa3IUYHBIMU MHEHUSMU 110 OTHOMY M TOMY € BOIPOCY, CPaBHUBAETE BECOMOCTh
U JI0Ka3aTelbHOCTh apTyMEHTOB CTOPOH M JI€JIaeTe BBIBOJ O HauOoJbLIel yOeaAuTEeTbHOCTH TOM WK
MHOH IIO3UIINH.

Ecnu B nureparype BCTpedaroTcsl pa3Hble TOUKH 3pEHHS MO TOMY HJIM MHOMY BOIIPOCY H3-3a
CJIO’)KHOCTH TIPOILIENIIMX COOBITUH M NPaBOBBIX SIBICHUH, HENb3sl UX OTBEpPrarh, HE Pa300paBILUCH.
[Ipy HaMUYUKM pacxoXACHUNH MeXay aBTOpaMU HEOOXOJUMO HAWTH pallMOHAIbHOE 3€PHO Yy KaxJ0ro
U3 HUX, YTO MO3BOJIUT TNIy0>Ke YCBOUTH MpEIMET U3ydeHUs U Oosiee KpUTUYHO OIIEHUBATh N3ydaeMble
BOIPOCHL. 3HAKOMSICh C OCOOBIMHM TO3ULMSIMH aBTOPOB, HY)KHO OIPEAEIATh UX CXOKUE CYXKICHMUS,
apryMEHTBHI, BBIBOIbI, a 3aTeM CPaBHUBATh UX MEXIy cOOOW M NMPUMEHATh U3 HUX Ty, KOTopas Oojee
yoenuTenbHa.

CrnenyromuMm 3TanoM paboThl C  JHUTEPATypHBIMH HMCTOYHHKAMH SIBISIETCS  CO3JIaHHE
KOHCIEKTOB, PUKCUPYIOLINX OCHOBHBIE T€3UCHI U apTyMEHTHI..
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Taxum oOpa3oM, pu paboTe ¢ HICTOUHUKAMH U JIUTEPATYPOH BaKHO YMETh!

—  CONOCTaBIIsATh,  CpaBHUBATh,  KJIacCU(UIMPOBATH,  TPYNIUPOBaTh,  CHCTEMATU3MPOBATH
MH(OPMAIIHIO B COOTBETCTBUH C OIpeIeIeHHON yueOHOM 3a1aueii;

— 00001mAaTh NOJy4YeHHY0 HHPOPMALIUIO, OLIEHUBATh MPOCIYIIAHHOE U IPOYUTAHHOE;

— (uKcHpoBaTh OCHOBHOE COJAEp)KaHUE COOOLIEHUH; (QOpPMYJIUpOBaTh, YCTHO M MHCbMEHHO,
OCHOBHYIO MJICI0 COOOIIEHNUS; COCTABIIATH IIaH, (POPMYIMPOBATH TE3HCHI;

— TOTOBUTH U MPE3EHTOBATh Pa3BEPHYTHIE COOOIIECHHS THUIIA JOKIIAA;

— paboTarth B pa3HBIX peXuMax (MHIMBHIYaJIbHO, B Iape, B TPYIIE), B3aUMOJCHCTBYS IOPYyr C
ApYyrom;

—  II0JIb30BaThCsl peepaTUBHBIMU U CIIPAaBOYHBIMHU MaTepUallaMy;

—  KOHTPOJIMPOBATh CBOW JCHCTBHS M JEHCTBUS CBOMUX TOBApHUIIEH, OOBEKTHBHO OICHHBATH CBOU
JICHCTBUS,

— oOpamarbcsi 3a IMOMOLIbIO, JONOJHHUTEIbHBIMU Pa3bACHEHUAMU K IPENoJaBaTelo, IPYyTruMm
oOy4Jaronmmcs;

—  TI0JIb30BaThCSl JIMHTBUCTHYECKOW WM KOHTEKCTYaJIbHOW JOTaIKOH, CIOBapsIMH pa3IMYHOTO
XapakTepa, pa3IMYHOTO Poja IMOACKAa3KaMH, OMOpaMH B TEKCTE (KJIIOYEBBIE CJIOBA, CTPYKTYypa
TeKCTa, IpeaBapsoLas uHGopMaius u ap.);

—  HCIIONIb30BaTh MPH TOBOPEHHUU W MUCHME Nepudpa3, CAHOHUMHYHBIE CPEACTBA, CIIOBA-OMUCAHUS
OOIIMX MOHATUH, Pa3bsICHEHUS, IPUMEPHI, TOJIKOBAHHS, «CIIOBOTBOPUYECTBOY;

— TOBTOPATH WM NepedpazupoBaTh PEIUIMKY COOECeTHUKA B IMOJITBEPXACHUU IOHUMAHUS €ro
BbICKa3bIBaHUS UJIM BOIIPOCA;

—  00paTHTbCS 32 TOMOIIBIO K cOOECeTHUKY (YTOUHUTH BOIPOC, IEPECTIPOCUTH | JIp.);

—  HCIIOJIb30BaTh MUMHKY, KECThI (BOOOIIE U B TeX CllydyasX, KOTJa S3bIKOBBIX CPE/ICTB HE XBaTaeT
U1l BBIPA)KEHUS T€X UM MHBIX KOMMYHUKAaTUBHBIX HAMEPEHUIA).

IMoaroTroBka K MpOMeKyTOYHOM aTTecTalMM.
[Tpu nOArOTOBKE K MPOMEKYTOYHON aTTeCTallUu 11eJ1ecO00pa3Ho:

— BHHMATEIIbHO M3Y4YHTH IEPEUCHb BOMPOCOB M OIPENEINTh, B KAKUX HCTOYHHMKAX HAXOIATCS
CBelIeHUs, HEOOXOANMBIE IJIs1 OTBETA HA HHUX;

—  BHMMATEJIbHO [IPOYUTATh PEKOMEH/I0BAaHHYIO JIUTEPATypYy;

—  COCTaBUTb KPAaTKHE KOHCIIEKThI OTBETOB (IVIAHBI OTBETOB).

8. IlepeueHb MHPOPMANMOHHBIX TEXHOJIOTHIi, HCIOJIb3yEeMbIX IPH OCYIECTBJICHUU
00pa3oBaTeIbHOIO MpoIecca Mo AUCHHUIINHE.
8.1 Ilepeyenb HH(pOPMALMOHHBIX TEXHOJIOTHIA.
[TpoBepka qOMaNIHKUX 3aJaHUH U KOHCYJIBTUPOBAHUE MTOCPEICTBOM AIIEKTPOHHON TOYTHI.
Hcnonp30BaHue 3IEKTPOHHBIX MPE3CHTALUI MPH MPOBEACHUH JICKIIMOHHBIX U MPAKTHUSCKUX
3aHATHUH.
8.2 Ilepeyenb HEOOXOAMMOTI0 NPOrPAMMHOIO O0eCIIeYeHUSI.
1. ABBY FineReader 9.0 Corporate Edition, I'ocyaapcrBennsiiikonTpakt Nel3-OK/2008- 1
2. WIinRAR, T'ocynapctBenHsiii koHTpakT Nel3- OK/2008-3
3. MicrosoftWindowsXP. I'ocynapctBennbiii konTpakT Nel3-OK/2008-3
4. MicrosoftWindowsOffice2003 Pro, TocymapctBennbiii koHTpakT Nel3-OK/2008- 3(Homep
nurensuu - 43725353)
5. Koncynprant [Tmoc. lorosop N 177/948 ot 18.05.2000

8.3 Ilepevyenb MHGOPMANMOHHBIX CIIPABOYHBIX CHCTEM:

YHUBepcUTETCKAS nH(GOpMaIMOHHAS cucreMa http://www.uisrussia.msu.ru
POCCHS (YUC POCCHA)

CnpasouHo-tipaBoBas cuctema «KoHcyapraHT I1mrocy www.consultant.ru
DenepanpHasg TocyrapcTBEHHAs NHGOPMAIIMOHHAS http://xn—90ax2c.xn--plai/

cucreMa «HarmmonaapHas dIEKTPOHHAS OMOJIIHOTEKA)
[Ha Gaze Poccuiickoli rocyIapCcTBEHHON OUOIMOTEKH |
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http://www.consultant.ru/
http://xn—90ax2c.рф/

DneKTpOHHO-OMOIMOTeYHAs CHCTEMa

http://biblioclub.ru

«Yuusepcuterckas ouomoreka ONLINE»

DneKTpoHHO-OnbIMoTeuHas cucreMa «JIaHby
OnexkTpoHHO-0nOIHMoTeuHast cucrema «tOpai»
Scopus : MmexayHapogHas pedepaTHBHAS U
cripaBoyHasi 0a3a TaHHBIX IUTHPOBAHUS

PELEH3UPYEMOI JTUTEPATYPhI
Web of Sciense (WoS, ISI)

MCXKAYHapOIHasd

http://e.lanbook.com

https://www.biblio-online.ru

https://www.scopus.com/search/for

m.uri?display=basic.

http://webofknowledge.com.

aHaJuTHYECKas 0asa JaHHBIX HAYYHOI'O HUTUPOBAHUA

basp1 manubeix «Mct Beroy

9 MaTtepuajibHO-TEXHHYECKAS

http://dlib.eastview.com.

0a3a,

06p330BaTeHLHOFO nmpouecca mo 1MCIuIlJInHe

Heo0XoaAuMAas

Jid) ¢

Bun pador

MarepuaibHo-
TEXHUYECKOE
obecrieueHue
JVCIUTUIAHBI

(Monyns) u

OCHAIIIEHHOCTb

[IporpamMmmMHoOe obecrieueHme

[Tomenienue i XpaHeHUs U
npodunakTH4ecKoro 0o6cIyKuBaHus
yaeOHOro 000PYAOBAHUS
[Tomemenne Ne 105
353900
Kpacnonapckuii kpai,

r. HoBopoccuiick,
yi1. KommyHuctuueckas nom Ne 36

YyeHn4uecKue CTOIbI,
CTYINbs, CTEIIAXKHU

He tpebyercs

yueOHas ayJUTOPHS 1J1sl IPOBEACHUS
3aHATUH JEKIMOHHOIO THIA; yyeOHas
ayJIUTOPUU JJIsl IPOBEACHUSI 3aHATHIA
CEMHUHApPCKOI0 TUIIA;
yueOHas ayJUTOpUS TPYNIIOBBIX U
VHIVBUAYAJIbHBIX KOHCYJIbTAIU;
yueOHas ayJUTOPHUH JUIs TIPOBEICHUS
TEKYILEro KOHTPOJIS U
MIPOMEKYTOUYHON aTTECTALUU.
VYuebnas ayauropus Ne 201
353900
Kpacnonmapckuii kpai,
r. HoBopoccuiick,
yi. KommyHnuctuueckast 1om Ne 36

ObopynoBanue:
MYJIbTUMEANINHBIN
MIPOEKTOP, IKPaH,
HOYTOYK, yueOHas
Me0eib, JocKa
yueOHas1, yueOHO-
HarJIsiIHbIE TTOCO0us
(Temarnueckue
WUTIOCTPALUN),
MpEe3eHTAIUN Ha
AIIEKTPOHHOM
HOCHTEIIe, CIUTUT-
cucTema

WinRAR, 'ocynapcTBeHHbIi
koHTpakT Nel3-OK/2008-3;
MicrosoftWindows XP,
I'ocynapcTBeHHBIN KOHTPaKT
Ne13-OK/2008-3;
MicrosoftWindowsOffice 2003
Pro, 'ocynapcTBeHHBIN
koHTpakT Nel3-OK/2008-3
(Homep nunieH3um -
43725353);

KoncynsranT Ilntoc, Jlorosop
Nel77/948 ot 18.05.2000

yueOHas ayJUTOPHS 1J1sl IPOBEACHUS

3aHATUH JEKIMOHHOTO THIA; yyeOHas

ayJUTOPUU JJIsl IPOBEACHUSI 3aHITHIA

CEMHHApPCKOI0 TUIIA;

yueOHasi ayJUTOPUS TPYNIOBBIX U
VHAWBUAYaAJIbHBIX KOHCYJIbTAIU;

yueOHas ayJUTOPUH JIJIsl IPOBEACHUS

TEKYILEro KOHTPOJIS U
MPOMEKYTOYHOM aTTECTALIUH.
VYuebnas ayauropus Ne 202
353900

ObopynoBanue:
MYJIBTUMEIUNHBIN
MIPOEKTOP, IKPaH,
HOYTOYK, yueOHas

MeOeb, JOCKa
yueOHas1, yaueOHO-

HarISAHbBIE TTOCOOHUS

(TemaTnueckue

WILTIOCTPALIHN),

Npe3eHTaIuH Ha

HIIEKTPOHHOM

WinRAR, I'ocynapcTBeHHbIi
koHTpakT Nel13-OK/2008-3;
MicrosoftWindows XP,
I'ocynapcTBeHHBIM KOHTPAKT
Ne13-OK/2008-3;
MicrosoftWindowsOffice 2003
Pro, 'ocynapcTBeHHBII
koHTpakT Nel3-OK/2008-3
(Homep numieH3nw -
43725353);

KoncynwranT Ilnroc, JloroBop

OCYHI€CTBJICHUA
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http://biblioclub.ru/
http://e.lanbook.com/
https://www.scopus.com/search/for

Kpacnopapckuii kpai,

HOCHUTCIIC, CIIJIMT-

Nel77/948 ot 18.05.2000

r. HoBopoccuiick, cucrema
yi. Kommynuctuyeckas gom Ne 36
yueOHas ayJUTOpHS 1JIsl IPOBEACHMUS Ob6opynoBanue: WinRAR, I'ocynapcTBeHHBIN
3aHATHUH JICKIIMOHHOTO THIA; yueOHas MYJIbTUMEAUHHBIN koHTpakT Nel3-OK/2008-3;

aAyIUTOPUU JJIS IPOBEACHUS 3aHITHI
CEMUHAPCKOI0 THUIIA;
ydeOHasi ayAUTOPHsI TPYIIIOBBIX H
WHJUBU1yaJIbHBIX KOHCYJIbTALIMI;
yueOHast ayJJUTOPUH JIJIs IPOBEIACHUS
TEKYILEro KOHTPOJIS U
IIPOMEKYTOUYHOM aTTECTALUU.
VYuebnas ayautopus Ne 203
353900
Kpacnonapckuii kpai,
r. HoBopoccuiick,
yi. Kommynuctuyeckas gom Ne 36

MIPOEKTOP, IKPaH,
MOHOOJIOK, CKaHep,
ydeOHast meOerb,
JIoCKa yueOHasl,
y4eOHO-HaIJISITHBIC
nocoous
(Temarnueckue
WTIOCTPALIH),
Ipe3eHTaIH Ha
AIIEKTPOHHOM
HOCHTeJIE, CILTUT-
cucTema

MicrosoftWindows XP,
l'ocynapcTBeHHBIN KOHTPAKT
Nel13-OK/2008-3;
MicrosoftWindowsOffice 2003
Pro, I'ocynapcTBeHHBII
koHTpakT Nel3-OK/2008-3
(Homep nunen3uu -
43725353);

Koncynsrant Ilmoc, JloroBop
Nel77/948 ot 18.05.2000

[Tomenienue i XpaHeHus U
npOopUIAKTUYECKOTO 00CTYKUBAHUS
yaeOHOro 000PYAOBAHUS

YueHnuecKue CTOIbI,
CTYJbsl, CTEJIJIAXKH,
cepBep, BBIXOJ B

WinRAR, I'ocynapcTBeHHbIi
koHTpakT Nel3-OK/2008-3;
MicrosoftWindows XP,

[Tomemenue Ne 204 WHTEPHET l'ocynapcTBeHHBIM KOHTPAKT
353900 Nel13-OK/2008-3;
KpacHomapckuii kpaii, MicrosoftWindowsOffice 2003
r. HoBopoccuiick, Pro, 'ocynapcTBeHHBII
yi1. KommyHuctuaeckas nom Ne 36 koHTpakT Nel3-OK/2008-3
(Homep nunien3um -
43725353);
Koncynsrant Ilmoc, Jlorosop
Nel77/948 ot 18.05.2000
yueOHas ayJUTOPHS ISl IPOBEACHUS Ob6opynoBanue: WinRAR, 'ocynapcTBeHHbIi
3aHSTHIA JIEKIIMOHHOTO THIIA; yueOHas MYJIbTUMEANINHBIN koHTpakT Nel3-OK/2008-3;

AyIUTOPHUH JJIS IPOBEACHUS 3aHIATUI
CEMUHAPCKOI0 THUIIA;
yueOHasi ayJJUTOPHS TPYIIIOBBIX U
WHJVBUYaJIbHBIX KOHCYJIBTALIUM;
yueOHas ayJUTOPHUH JUIs IPOBEICHUS

HPOEKTOP, IKPaH,
HOYTOYK, yueOHas
MeOenb, JocKa
yueOHasi, yueOHo-
HaISHBIE TOCOOUS

MicrosoftWindows XP,
l'ocynnapcTBEHHBIN KOHTPAKT
Nel13-OK/2008-3;
MicrosoftWindowsOffice 2003
Pro, I'ocynapcTBeHHBIN

TEKYIIEr0 KOHTPOJIS U (Temaruueckue koHTpakT Nel13-OK/2008-3
MIPOMEKYTOUYHON aTTECTALUU. WITIOCTPALNHN), (Homep nunensumu -
VYuebnas ayauropus Ne 205 Ipe3eHTaIK Ha 43725353);
353900 AIIEKTPOHHOM Koncynerant [Tnroc, JloroBop
Kpacnonmapckuii kpai, HOCHTENE, CILIUT- Nel77/948 ot 18.05.2000
r. HoBopoccuiick, cucrema
yi. KommyHnuctuueckast 1om Ne 36
yaeOHast ayJUTOpHUs JIJIsl IPOBEICHUS O6opynoBanue: WinRAR, I'ocynapcTBeHHBIH
3aHATUH JEKIIMOHHOTO THIA; yuyeOHas MYJIBTUMEAUNHBINA koHTpakT Nel3-OK/2008-3;
AyJUTOPUU JIJISl TIPOBEIICHHS 3aHSATHIA MIPOEKTOP, IKPaH, MicrosoftWindows XP,
CEMHHApPCKOI0 TUIIA; NIEPCOHAJIBHBIN I'ocynapcTBeHHBIM KOHTPAKT

yueOHasi ayJUTOPUS TPYNIOBBIX U
VHAWBUAYaAJIbHBIX KOHCYJIbTAIU;
yueOHas ayJUTOPHUH JIsl TIPOBEICHUS
TEKYILEr0 KOHTPOJIS U
MIPOMEXKYTOUYHOM aTTECTALINH;
Yuebnas ayauropust Ne 301

KOMITBIOTEp, YueOHast
MeOeb, JOCKa
yueOHas1, yaueOHO-
HaISIAHbBIE TTOCOOMUS
(TemaTudeckue
WJUTIOCTPAIIH),

Ne13-OK/2008-3;
MicrosoftWindowsOffice 2003
Pro, 'ocynapcTBeHHBII
koHTpakT Nel3-OK/2008-3
(Homep numieH3nw -
43725353);
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353900
Kpacnonapckuii kpai,
r. HoBopoccuiick,
yi1. KommyHnuctuueckast 1om Ne 36

IpEe3eHTalK Ha
AIIEKTPOHHOM
HOCHTEIIE, BBIXOJ B
UHTEpHET, CILIUT-

Koncynbrant Ilmoc, Jlorosop
Nel77/948 ot 18.05.2000

cucremMa
ydeOHasi ayTuTOpHUs ISl IPOBEICHUS O6opynoBaHue: WinRAR, I'ocynapcTBeHHBIH
3aHATUH JEKIIMOHHOTO THIA; yuyeOHas MynbTUMEIUHbI | KoHTpakT Nel3-OK/2008-3;
ayJIUTOPUH JIJIS IPOBEACHUS 3aHATHIA IIPOEKTOP, PKPaH, MicrosoftWindows XP,
CEMHMHAPCKOIo TUIIA; IIEPCOHAJIbHBIN I'ocynapcTBeHHBINM KOHTPAKT
y4ueOHasi ayTuTOpHsI TPYNIIOBBIX U KOMIIBIOTED, Ne13-OK/2008-3;
VHIMBHIyJIbHBIX KOHCYJIbTALIUIA; TEIEBU30D, MicrosoftWindowsOffice 2003
yueOHasi ayJUTOPHUH sl IPOBEICHUS BugeoMaranutodon; | Pro, ['ocynapcTBeHHbIi

TCKYIICTO KOHTPOJIA U
IPOMEXXYTOYHOH aTTeCTallNy;
VYueOnas ayguropust Ne 303

yueOHast meOerb,
JIOCKa y4ueOHas,
yueOHO-HaITISITHBIC

koHTpakT Nel3-OK/2008-3
(Homep murieH3uH -
43725353);

353900 nocoous KoncynwranT Inroc, JloroBop
Kpacnonapckuii kpai, (Temarnyeckue Nel77/948 ot 18.05.2000
r. HoBopoccuiick, WTIOCTPALIH),
yi. Kommynuctuueckas gom Ne 36 IIPE3EHTALIMU Ha
AJIEKTPOHHOM
HOCHTeIE, CILTUT-
cucTeMa
YueOnas ayauropus AJst IIepcoHanbHbIE WinRAR, I'ocynapcTBeHHbIi
CaMOCTOSITEJIbHOI padoThl, C KOMITBIOTEPBI, BBIX0A | KOHTpakT Nel3-OK/2008-3
paboYnMHU MeCTaMM, OCHAIIEHHBIMU B UHTepHeT, MicrosoftWindows XP,

KOMITBIOTEPHOU TEXHUKOH C
MOJIKIIIOYEHUEM K ceTH «HTepHeT» u
o0ecrie4ueHreM HEOTpaHUUEHHOTO
J0CTYIA B 3JIEKTPOHHYIO
UH(POPMALIMOHHO-00Pa30BaATEIBHYIO
Cpedy OpraHu3alUu i KaXJ10ro
o0ydJaromierocs, B COOTBETCTBUU C
00BbEMOM HU3Y4aeMBbIX JTUCIUIIIIH
VYueOnas ayguropust Ne 309
353922
KpacHonapckuii kpai,

r. HoBopoccuiick,
yi. Kommynuctuueckas gom Ne 36

YUYCHHUYECKHUE CTOJIHI,
CTYJIbSI, KHWYKHBIN
mkag

l'ocynapcTBeHHBIN KOHTPAKT
Nel13-0OK/2008-3
MicrosoftWindowsOffice 2003
Pro, I'ocynapcrBenHb1i
koHTpakT Nel3-OK/2008-3
(Homep nuriensuu - 43725353)
KoncynsranT Ilntoc, Jlorosop
Nel77/948 ot 18.05.2000

yueOHasi ayAUTOPUS 7S IPOBEICHUS
3aHATHUN JEKIIMOHHOTO TUIA; yueOHas
ayIUTOpUS I IPOBEICHUS
3aHATUN CEMUHAPCKOTO TUIIA;
yueOHasi ayJUTOpuUs TEKYIEro
KOHTpPOJISL U TPOMEKYTOUYHON
aTTecTaluu;
yueOHasi ayJUTOPUS TPYNIOBBIX U
WHIVBUAYAJIbHBIX;
KOHCYJIbTAIINI
Aynuropus Ne 402
353900
Kpacnonmapckuii kpai,
r. HoBopoccuiick,
yi1. KommyHucruueckast Ne 36

O6opynoBanue: 10cKa
ayIUuTOpHasi, yueOHo-
HarJsHbIE TOCOOMS
(Temarnyeckue
WJUTIOCTPAIIHH ),
YYIEHUYECKUE CTOJHI,
CTYJbs

He tpebyercs
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yueOHas ayJUTOpHS IJIsl IPOBEACHUS
3aHSITHIA JCKIIMOHHOTO THIIA; Y9eOHBIC
ayIUTOPUU JJIsl IPOBEACHUSI 3aHATHIA
CEeMHMHAPCKOT'0 THIIA;
yueOHasi ayTUTOPUS TPYINIOBBIX U
WHVBUIYAIbHBIX KOHCYJIbTAIUH;
yueOHbIE ayIUTOPUU IJI TPOBEACHUS
TEKYIETr0 KOHTPOJISA U
IPOMEKYTOUYHOM aTTeCTalllH;
VYueOnas aynutopust Ne 403
353900
KpacHonapckuii kpai,
r. HoBopoccuiick,
yi1. Kommynuctuueckas 1om Ne 36

OOGopynoBaHue: 10CKa
ayIUTOpHas,
YYEHUYECKHUE CTOJIBI,
MEPCOHAJIbHBIN
KOMIIBIOTED,
MYJIbTUMEIUNHBIN
MPOEKTOP, IKPaH st
MPOEKIIMOHHOMN
TEXHUKHU CTYJbS,
AJIEKTPOHHBIN THUD,
WHJIUKATOP
PaAMOAKTUBHOCTHU
(PAAEKC), muna
TpaHCIOpPTHAs
3JIaCTHYHAS, HOCUJIKH
TKkaHeBble MUC,
KOMIIJICKT
VHJIUBUYAIbHON
TPaKTaHCKOU
3aIIUTHI, BOUCKOBOM
MPUOOP XUMUIECKOM

WinRAR, I'ocynapcTBeHHBIH
koHTpakT Nel3-OK/2008-3;
MicrosoftWindows XP,
l'ocynapcTBeHHBIN KOHTPAKT
Nel13-0OK/2008-3;
MicrosoftWindowsOffice 2003
Pro, 'ocynapcTBeHHbII
koHTpakT Nel3-OK/2008-3
(Homep nunen3uw -
43725353);

Koncynbrant Ilmoc, Jlorosop
Nel77/948 ot 18.05.2000

pas3BeIKn
y4deOHast ayJUTOPHS IS TIPOBEACHUSI Ob6opynoBaHue: WinRAR, 'ocynapcTBeHHBII
3aHSITHIA JICKIIMOHHOTO THIIA; YaeOHas MYJIBTUMEANITHBINA koHTpakT Nel3-OK/2008-3;
ayJUTOPHH JIJIsI TPOBEICHHUS 3aHATHI IPOEKTOP, PKPaH, MicrosoftWindows XP,
CEMHUHAPCKOT0 THUIIA, ePCOHATBHBIH I'ocymapCTBEHHBINH KOHTPAKT

yueOHasi ayAuTOpus TPYIIOBBIX U
MHAMBUYaJIbHBIX KOHCYJIbTAIU;
yueOHasi ayJJUTOpUH JIJIs IPOBEICHUS
TEKYIIEH U IPOMEKYTOUHON
aTTeCTalUu.

VYueOnas ayauropust Ne501
353922
KpacHonapckuii kpai,

r. HoBopoccuiick,

KOMITIBbIOTEp, YueOHas
MeOeb, J0CKa
ydeOHasi, BBIXO B
WuTepHer, yueOHo-
HaIIsIIHbIE T0CcOo0us
(TemaTuueckue
WUTIOCTPAIIH),
3BYKOBBI€ KOJIOHKH,
(GuunyapT MarHUTHO-

Nel13-OK/2008-3;
MicrosoftWindowsOffice 2003
Pro, I'ocynapcTBenHb1i
koHTpakT Nel3-OK/2008-3
(Homep nuneH3uw -
43725353);

KoncynbranT I[Tntoc, Jlorosop
Nel177/948 ot 18.05.2000

yi1. I'epoeB JlecantHukoB oM Ne 87 MapKEpHBIH,
IIPE3EHTAIMK Ha
AIIEKTPOHHOM
HOCHTEJIE, CILIUT-
cucreMa
yueOHasl ayJUTOpHUs JJIsl IPOBEICHHS ObopynoBanue: WinRAR, I'ocynapcTBeHHbIH
3aHATHUN JEKIIMOHHOTO THUIA; yueOHas MYJIbTUMEIUHHBIA | KOHTpakT Nel3-OK/2008-3
ayIMTOPHUU ISl IPOBEACHUS 3aHATHI IIPOEKTOP, IKpaH, MicrosoftWindows XP,
CEMHMHAPCKOro TUIIA; IIEPCOHAJIBHBIN l'ocynapcTBeHHBINM KOHTPAKT

yueOHasi ayJUTOpHUs TPYIIIOBBIX U
MHAUBUAYaJIbHBIX KOHCYJIbTAIH;
yueOHasi ayJJUTOPUH JIJIs IPOBEICHHUS
TEKYIIEH U IPOMEKYTOUHON
aTTeCTalluu.

VYyeOnas aynutopus NeS02
353922
KpacHonapckuit kpaid,

r. HoBopoccuiick,

KOMIIBIOTEP, yueOHast
Me0enb, ToCKa
yueOHas1, yueOHO-
HaTIAIHbIE TOCOOHS
(TemaTuueckue
WJUTIOCTPAIH),
Mpe3eHTaINH Ha
DIIEKTPOHHOM
HOCHTEJIE, MarHUTHO-

Nel13-OK/2008-3
MicrosoftWindowsOffice 2003
Pro, 'ocynapcTBeHHBIN
koHTpakT Nel3-OK/2008-3
(Homep nuniensun - 43725353)
KoncynsranT Ilntoc, Jlorosop
Nel77/948 ot 18.05.2000
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yi. I'epoeB [lecantHukoB gom No 87

MapKepHasi JOCKa

yueOHast ayUTOPHS ISl IPOBEACHHUS
3aHATUHN JIEKIIMOHHOTO TUIIA; yuyeOHast
AyIUTOPHUU JJIs IPOBEACHUS 3aHITHI
CEMHUHApPCKOI0 TUIIA;
yueOHas ayAUTOPHsI TPYIIIOBBIX H
MHAUBUAYaAIbHBIX KOHCYJIbTAIUI;
y4eOHBIC ayTUTOPUH JJIsI TPOBEICHUS
TEKYIIEH U IPOMEKYTOUHOU
aTTecTaluu; yueOHas ayauTopus Jist

O6opynoBanue:
MYJIBTUMEAUHHBIN
MIPOEKTOP, IKPaH,

MIEPCOHATILHBIE

KOMITBIOTEPBI,
yueOHast meOerb,
JIOCKa y4eOHasi, BBIXOJ
B UHTepHeTt, yueOHO-
HaIISHBIE TTOCOOUS

WinRAR, I'ocynapcTBeHHBIN
koHTpakT Nel3-OK/2008-3;
MicrosoftWindows XP,
l'ocynapcTBeHHBI KOHTPAKT
Nel13-OK/2008-3;
MicrosoftWindowsOffice 2003
Pro, I'ocynapcTBeHHBII
koHTpakT Nel3-OK/2008-3
(Homep nunen3uu -

BBITIOJIHCHHS] HAYYHO — (Temaruueckue 43725353);
HCCIICIOBATEIILCKOM paboThI, WJUTIOCTPAIIHH), Koncynsrant [Lmtoc, JloroBop
ayAUTOPUS KypCOBOTO MIPUHTED, Nel77/948 ot 18.05.2000
MIPOCKTUPOBAHUS (BBIMOJHEHUE IIPE3ECHTAINHU Ha
KYPCOBBIX padoT). AJIEKTPOHHOM
YueOnas aymutopus Ne 503 HOCHUTEIE, CIUIUT-
353922 cucTema
KpacHonapckuii xpai.,
r. HoBopoccuiick,
yi1. I'epoeB JlecanTHukoB 1om Ne 87
YueOHast aymuTopust s O6opynoBanue: WinRAR, I'ocynapcTBeHHbIi
CaMOCTOSITENTEHOU PabOTHI, C [TepconanbHbIe koHTpakT Nel3-OK/2008-3;
paboYnMHU MeCTaMM, OCHAIIEHHBIMU KOMIIBIOTEPBI, MicrosoftWindows XP,
KOMITBIOTEPHOU TEXHUKOH C KOMIIBIOTEPHBIC l'ocynapcTBeHHBINM KOHTPAKT
MOJKJIF0YeHUEM K cetu «IHTepHeT» U CTOJIbI, BBIXOJ B Nel13-OK/2008-3;
obecrieyeHrEM HEOTPAHUYCHHOTO Wurepwer, MicrosoftWindowsOffice 2003

JOCTYIIa B 3JIEKTPOHHYIO
UH(POPMALMOHHO-00Pa30BaATEIBHYIO

YYCHHUYCCKUC CTOJIbI,
CTYJIbs, KHUKHBIC

Pro, I'ocynapcrBenHb1i
koHTpakT Nel3-OK/2008-3

Cpedy OpraHu3aluu i KaXJ10ro CTEH/[IbI (Homep nunensuu -
00y4aroIerocsi, B COOTBETCTBUH C 43725353);
00bEMOM HU3Y4aeMBbIX JTUCIHUILINH Koncynesrant [ltoc, JloroBop
VYuebnas ayauropust Ne 504 Nel177/948 ot 18.05.2000
353922
KpacHonapckuit kpaid,
r. HoBopoccuiick,
yi. I'epoeB JlecanTHukoB 1om Ne 87
yueOHast ayJUTOpHUs AJIs IPOBEICHUS ObopynoBanue: WinRAR, I'ocynapcTBeHHbIH
3aHATHN JEKIMOHHOTO TUIA; yueOHas MYyJIbTUMEAUHHBIA | KOHTpakT Nel3-OK/2008-3
ayIMTOPUU ISl IPOBEACHMS 3aHATHI IIPOEKTOP, IKpaH, MicrosoftWindows XP,
CEMHMHAPCKOIo TUIIA; IIEPCOHAJIBHBIN lNocynapcTBeHHBIM

y4yeOHasi ayUTOpHs TPYMHIOBBIX U
WH/JVBHIYaJIbHBIX KOHCYJIBTALINM;
yueOHasi ayJJUTOPUH JJIs IPOBECHUS
TEKYIIEH U IPOMEKYTOUHON

KOMITBIOTED, yueOHas
MeO0ellb, TOCKa
yueOHas1, yueOHO-
HaTJIIHbIE TOCOOHS

MicrosoftWindowsOffice 2003
Pro, 'ocynapcTBeHHBIN
koHTpakT Nel3-OK/2008-3
(Homep nuriensuu - 43725353)

aTTeCTalluu. (TemaTnyeckue Koncynprant Ilmtoc, Jlorosop
VYyeOnas aygutopust NeS05 WJUTIOCTPAIIIH), Nel77/948 ot 18.05.2000
353922 cKaHep, (paumuapt

KpacHonapckuii kpaid, MarHuTHO-

r. HoBopoccuiick, MapKepHBIH,

yi. I'epoeB [lecantHukoB gom Ne 87 MpEe3EHTAlNN Ha

AIIEKTPOHHOM

HOCUTEJIE
yueOHasl ayJUTOpHUs JJIsl POBEICHHSI Ob6opynoBaHue: WinRAR, I'ocynapcTBeHHBIN
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3aHATHUH JICKIIMOHHOTO THIA; yueOHas
ayIUTOPUU JJI IPOBEACHUS 3aHITHI

TEJIEBU30p, HOYTOYK,
yueOHast MmeOeb,

koHTpakT Nel3-OK/2008-3;
MicrosoftWindows XP,

CEMHHApPCKOIo TUIA; JIocKa y4ueOHasl, l'ocynapcTBeHHBIN KOHTPAKT
yueOHast ayJUTOpHs TPYIIIOBBIX U yueOHo-HaraHble | Nel3-OK/2008-3;
WHINBUIYAIbHBIX KOHCYJIbTAIIHT; rnocoous MicrosoftWindowsOffice 2003

yueOHas ayJUTOPHUH sl IPOBEICHUS (TemaTnueckue Pro, I'ocynapcTBeHHbII
TEKyIIeH U TPOMEKYTOUHOM WJUTIOCTPALIIH), koHTpakT Nel3-OK/2008-3
aTTeCTAllUU. MarHuTHo-mapkepHasa | (Homep nunensum -
VYuebnas ayautopus NeS06 JIOCKa 43725353);
353922 Koncynsrant [lroc, JloroBop
Kpacnonapckuii kpai, Nel77/948 ot 18.05.2000
r. HoBopoccuiick,
yi. I'epoeB [lecantHukoB gom No 87
yueOHas ayJUTOpHS 171l IPOBEACHMUS ObopynoBanue: WinRAR, I'ocynapcTBeHHBIN
3aHATHUH JICKIIMOHHOTO THIA; y4eOHas MYJIbTUMEAUNHBIN koHTpakT Nel3-OK/2008-3;
ayJIUTOPUU JIJIsl IPOBEJICHUS 3aHATHIA MIPOEKTOP, IKPaH, MicrosoftWindows XP,

CEMHUHApPCKOI0 TUIIA; MepCOHANbHbIE lNocynapcTBeHHBIN KOHTPAKT

yueOHast ayTUTOPHS TPYTIIOBBIX U KOMIIBIOTEPHI, Nel13-OK/2008-3;

UH/IMBUYaJIbHBIX KOHCYJIbTAlUM;
yueOHas ayJUTOPHUH JUIsl IPOBEICHUS
TEKYyLIEH U IPOMEKYTOUHON
aTTecTaluu, yueOHas ayiuTopus s
CaMOCTOSITENIbHOM paboThI, yueOHast
AyJIUTOPUS JJISl BBIIOJHEHUS HAYIHO
— MCCIIEI0BATENIbCKOM paboThl;
ayJIUTOpUs KypCOBOTO
IIPOEKTUPOBaHUS (BBIIIOJHEHUE
KYPCOBBIX paboT).

YueOnas ayauropust Ne 509
353922
Kpacnonapckuii kpai,

yueOHas meOerb,
JIOCKa y4eOHas,
BbIX0Jl B MIHTEpHET,
yueOHO-HarJIsJHbIE
nocoous
(TemaTuyeckue
WJUTFOCTPALIHIH ),
¢GaumyapT MarHUTHO-
MapKepHBbIi, BeO-
Kamepa, 3ByKOBbIE
KOJIOHKH, ITPUHTED,
CIUTUT-CUCTEMA,
IIpe3eHTalMM Ha

MicrosoftWindowsOffice 2003
Pro, I'ocynapcTBeHHBII
koHTpakT Nel13-OK/2008-3
(Homep nunien3um -
43725353);

Koncynsrant Ilmoc, Jlorosop
Nel77/948 ot 18.05.2000

r. HoBopoccwiick, AIIEKTPOHHOM
yi1. I'epoeB JlecanTHukoB oM Ne 87 HOCHUTEIIE
yueOHas ayJUTOPHS JIsl IPOBEACHUS Ob6opynoBanue: WINRAR, I'ocynapcTBeHHBII
3aHATUH JEKIMOHHOTO THIA; yuyeOHas MYJIbTUMEAUIMHBIN koHTpakT Nel3-OK/2008-3;
AyJUTOPUH JIJISl TIPOBEJICHUS 3aHATHHA MIPOEKTOP, IKPaH, MicrosoftWindows XP,
CEMHHApPCKOI0 TUIIA; IIEPCOHAJIbHbBIE I'ocynapcTBeHHBIN KOHTPAKT
yueOHas ayJUTOpUS TPYNIIOBBIX U KOMITBIOTEPHI, Ne13-OK/2008-3;

VHIVBUAYAJIbHBIX KOHCYJIbTAIU;
yueOHas ayJUTOPHUH JUIs IPOBEICHUS
TEKYIIEH U IPOMEKYTOUYHON
aTTecTaluu, yueOHas ayIuTOpUu AJis
CaMOCTOSTENIbHON paboThl, yueOHas
ayJIUTOPUS AJIsl BBIMOJIHEHHS] HAYYHO
— MCCJIEeIOBATENbCKOM paboTHI;
ayJTUTOPHS KypCOBOTO
IIPOEKTUPOBAHMSI (BBITIOJIHEHHE
KYPCOBBIX paloT).

VYuebnast aynuropus Ne 510
353922
Kpacnonapckuii kpai,

r. HoBopoccuiick,
yi. I'epoeB [lecantHukoB gom No 87

yueOHast me0erb,
JIOCKa yueOHas,
BbIXOJ B MHTEpHeT,
yueOHO-HarJIsJHbIE
mocoous,
(Tematuyeckue
WJUTIOCTPAIIHH ),
Mpe3eHTAINH Ha
HIIEKTPOHHOM
HOCHTEIIE CETEBOEC
obopynoBaHue
CISCO
(MapIpyTH3aTOPHI,
KOMMYTAaTopsl, 19-tn
IOMMOBEIN CETEBOU

MicrosoftWindowsOffice 2003
Pro, I'ocynapcTBeHHBIN
koHTpakT Nel3-OK/2008-3
(Homep nunen3um -
43725353);

Koncynsrant Ilntoc, Jlorosop
Nel77/948 ot 18.05.2000
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mkad) cruT-

CUCTEMA, CTEH]I

«ApXHUTEKTYypa
IT9BM»

[Tomemienue amst XxpaHeHUS U
NPOPUIAKTUIECKOTO 00CTYKUBAHUS
y4eOHOTr0 000pYy1I0BaHHS
[Tomemenue Ne 511
353922
KpacHonapckuit kpai,

r. HoBopoccuiick,
yi1. I'epoeB JlecanTHukoB oM Ne 87

O6opynoBaHue: CToI,
mKad, CTeJUIax,
MepCOHAIbHbBIN

KOMITBIOTED, yueOHas

Me06enb, yueOHas,
BbIXOJ B VIHTEpHET.

WInRAR, I'ocynapcTBeHHBIM
koHTpakT Nel3-OK/2008-3
WinRAR, I'ocynapcTBeHHBIH
koHTpakT Nel3-OK/2008-3;
MicrosoftWindows XP,
l'ocynapcTBeHHBIN KOHTPAKT
Nel13-0OK/2008-3;
MicrosoftWindowsOffice 2003
Pro, 'ocynapcTBeHHbIi
koHTpakT Nel3-OK/2008-3
(Homep nuneH3um -
43725353);

Koncynbrant Ilmtoc, Jlorosop
Nel77/948 ot 18.05.2000

[Tomemienue amst XpaHeHUS U
NPOPUIAKTUIECKOTO 00CTYKHBAHUS
yueOHOro 000pyAOBaHUS
[Tomemienue Ne 516
353922
KpacHonapckuit kpaid,

r. HoBopoccuiick,
yi1. I'epoeB [lecantHukoB 1om Ne 87

Ob6opynoBaHue: CTOI,
mkad, crennax,
yueOHas me0eb.

He tpebyercs

[Tomemienue amst XpaHeHUS U
PO UIAKTHIECKOTO 00CITyKUBAHUS
yueOHOro 000pyAOBaHUS
[Tomemenue Ne 517
353922
KpacHonapckuit kpaid,

r. HoBopoccuiick,
yi1. I'epoeB JlecanTHukoB 1om Ne 87

Ob6opynoBanue: CTO,
mkad, crennax,
yueOHas me0eb.

He tpebyercs

[Tomemienue anst XpaHeHHUS U
MPOPUIAKTUYECKOTO 00CITY>KHBAHUS
y4eOHOro 000py10BaHUS
ITomemenue Ne 518
353922
KpacHonapckuit kpaid,

r. HoBopoccuiick,
yi1. I'epoeB JlecanTHukoB 1om Ne 87

O6opynoBaHHe: CTO,
mkad, crenmnax,
yueOHas Mme0eb.

He tpebyercs

CornacHo nuceMy MunucrepcTBa oopazoBanus U Hayku PO Ne MOH-25486 ot 21.06.2017r
«O pa3paboTke aJanTUPOBAHHBIX O0pa30BaTENbHBIX MpOrpaMM» - pa3paboTka aJanTHBHOU
IporpaMMbl HEOOXoIuMa B cllyyae HaJM4uusi B 0Opa30BaTEIbHOM OpraHM3aldd XOTs Obl OJHOTO
00y4aroIerocs ¢ OrpaHnYeHHBIMU BO3MOKHOCTSIMU 3/10POBbS

Jns oOyyaromuxcst W3 4Hcia MHBAJIMIOB OOy4YEeHHE MPOBOIMTCS OpTraHU3aIMeld ¢ y4eToM
0COOCHHOCTEN MX NMCUXO(U3UUECKOTO PA3BUTHUS, UX UHIUBUIYATbHBIX BO3MOXHOCTEH M COCTOSHUS
3JI0pOBbsI (J1aj1ee - UHAMBHIyaIbHbIE OCOOCHHOCTH).

[Ipu mpoBeneHun 00y4YeHUS WHBAIUIOB OOECIIEUMBACTCS COONIOJACHUE CIICTYIONIUX OOIINX
TpeOOBaHUIA:
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-IIpOBeICHUE OOYUYEHHUS U1l MHBAIUIOB B OJTHOW ayTUTOPHHA COBMECTHO C OOYJarOIIUMICS, HE
UMEIOIUMH OTPAHUYEHHBIX BO3MOXKHOCTEW 3/I0pOBbS, €CIH 3TO HE CO3IaeT TPYAHOCTEH s
00yJaronuxcs;

-IIPUCYTCTBUE B ayJUTOPUU ACCHUCTEHTa (ACCHCTEHTOB), OKA3BIBAIOIIETO OOYyUYAIONIUMCS
WHBAJINIAM HEOOXOIUMYIO TEXHUYECKYIO IIOMOIIb C YYETOM MX HHIUBUAYAIbHBIX OCOOCHHOCTEH;

-TI0JTh30BAaHUE HEOOXOMUMBIMH OOYYArOIIMMCS WHBAIUAAM TEXHHYECKUMHU CPEICTBAMHU C
YYETOM MX UHIUBUIYAIBHBIX OCOOCHHOCTEH;

-o0ecreueHue BO3MOXKHOCTU OECHPEnsSTCTBEHHOTO JOCTyMma OOYYAaroIIMXCs WHBAIHIOB B
ayJMTOPUH, TYaJICTHBIC U IPYTHe IOMEIICHUS, a TAK)KE UX MPEOBIBAHUS B YKa3aHHBIX IOMCIICHHSX;

B 3aBHCMMOCTM OT WHIMBHIYaJbHBIX OCOOCHHOCTEH OOYyYarOIUXCS C OTrpaHHYCHHBIMHU
BO3MOXXHOCTSIMU 37I0POBbsI, OpraHU3aIusi 00ECIIeUNBaCT BBIMOJIHCHUE CICAYIOIINUX TPEOOBaHUU TpU
MIPOBE/ICHUY 3aHITHH:

@) 015l Cllenvlx:

-3aJIaHusl U WHBIE MaTepuanbl opOopMIIIOTCS peibeHO-ToUeYHbIM mpudTOoM bpaiinsg unu B
BUJIE SJIEKTPOHHOTO JTOKYMEHTA, IOCTYITHOTO C TMOMOIIBI0 KOMITBIOTEpPA CO CIEIUATH3UPOBAHHBIM
MPOrPaMMHBIM 00ECTICUCHUEM IS CIIETIBIX, JINOO0 3aYUTHIBAOTCS ACCUCTEHTOM,;

-IMCbMEHHBIC 3aJIaHusl BBIMOJHSIIOTCS OOyJarommMmucs Ha Oymare peabeHO-TOYCUHBIM
mpudToM Bpaiiis nim Ha KOMIBIOTEPE CO CHEIHATHU3UPOBAHHBIM MTPOTPAMMHBIM 00ECIICUCHHEM JIJIst
CJICTIBIX, JTUOO HATUKTOBBIBAKOTCS ACCUCTEHTY;

-IPH  HEOOXOIUMOCTH  OOyYarOIIMMCSl  TMPEIOCTaBISIETCS  KOMIUIGKT — ITHChMEHHBIX
MIPUHAUICKHOCTEH W Oymara Juisi muchMa pelibe(HO-TOYCUHBIM MPUGTOM bpaiins, KoMmbeloTep CO
CICIUAITM3UPOBAHHBIM IPOTPAMMHBIM O0ECIICYCHHEM JIJIS CIICTIBIX;

0) Ons cnabosuUOAWUX.

-3aJIaHUS U UHBIEC MAaTEPUATB O(POPMIISIOTCS YBEIIMYCHHBIM IIPUPTOM;

-00eCIeuynBaeTCsl MHANBHIyalIbHOC paBHOMEpPHOE ocBenieHne He MmeHee 300 JItoKc;

-IPH  HEOOXOAMMOCTH OOYYarOIIMMCSl TPEAOCTABISICTCS  YBEJIMYHMBAIOIIEE YCTPOUCTBO,
JIOITYCKAETCS HCIIOJIb30BAHKE YBEIIMUUBAIONIUX YCTPOHUCTB, IMEIOIIUXCS Y 00yUJaONTUX s,

B) JUTSI TNIYXUX U CJIA0OCIBIMIANIUX, C TSKESIBIMUA HAPYIICHUSIMU PEUH:

-00eCIeuYnBaeTCsl HAIMYME 3BYKOYCHIIMBAIOIICH amnmaparypbl KOJUICKTHBHOTO IOJIb30BAHMUS,
Opu  HEOOXOMUMOCTH  OOyYaromMMCSl — MPEIOCTaBISICTCS  3BYKOYCHJIMBAKOIAS  ammaparypa
WHWBUIYAITBHOTO TIOJB30BAHUS;

T) Ui JIMI C HapyIIeHUsIMH OIOPHO-ABHUTaTEIbHOTO amnmaparta (TsDKeIbIMH HapyHICHUSIMU
JBUTATEIBHBIX QYHKIIMA BEPXHUX KOHEUHOCTEH WIIH OTCYTCTBUEM BEPXHUX KOHEYHOCTEH ):

-MIUCbMEHHBIE  3a/laHusl  BBINOJHSIOTCS ~ OOyYalOIIMMHUCA  HAa  KOMIIBIOTEpE €O
CHETIMATM3UPOBAHHBIM TIPOTPAMMHBIM 00€CIICUCHUEM WU HAIMKTOBBIBAIOTCS ACCUCTEHTY;

OO0yyaronuiicss ”HBAIM]I IPU MOCTYIUICHUH MOJAeT MUCbMEHHOE 3asBIIEHHE 0 HEOOXOIMMOCTH
CO3JIAaHUS JIJISl HErO CIICIUATBHBIX YCIOBHI MPHU MPOBEICHUN OOYYCHHS C yKa3aHUEM OCOOCHHOCTEH
€ro Ncuxo(puU3NYeCKOro pa3BUTHS, WHIANBUAYAIBHBIX BO3MOXHOCTEH M COCTOSIHUS 3/I0pOBbA (1anee -
WHIVUBUAYAIbHBIE OCOOCHHOCTH). K 3asgBICHHIO TPWIATAlOTCS JOKYMEHTBI, ITOATBEPXKIAOIINE
HaTM4ue Yy O0OydYarlierocs WHIWBUAYaIbHBIX OCOOCHHOCTEH (NP OTCYTCTBUU  yKa3aHHBIX
JOKYMEHTOB B OPTaHU3AIIHH).
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[Ipunosxxenue k paboueii mporpaMme JUCITUTITHHBI
b1.B.20 JOKYMEHTAIMUOHHOE OBECIIEYEHHUE YITPABJIEHUSA IIEPCOHAJIOM

Hamnpasnenue noaroroku:38.03.03 Ynpasnenue nepcoHaiom
Hamnpasnennocts (mpoduis): YpasieHue nepcoHaIoM
[TporpaMMa moArOTOBKH: MPUKIAIHAS

dopma 00ydeHHs: 3a09HAs

Kpanudukarws (cTeneHp) BEITYCKHUKA: OakamaBp

8.4 Ilepeuennb npodeccHOHANBHBIX 023 JAHHBIX.

1. http://www.koapp.narod.ru/russian.htm — Onekrponnas Oubmmoreka donma «KOAII». Ha
caliTe mpeJCcTaBlieHAa XYAOKECTBEHHAas, CIpaBOYHAsA, TEXHHYECKas JuTeparypa (omnepanroHHbIE
cucteMsl, JokaiabHbie ceTH), [OCTr1, OCThI, TY, HOpMaTHBHO-CTIpaBOYHast HH(pOpMaIIUs.

2. OnexTpoHHbI KaTanor KybaHCKOro rocyaapcTBEHHOro yHuBepcurera u ¢uauanos. — URL:
http://212.192.134.46/MegaPro/Web/Home/About.
3. http://www.rsl.ru — Poccuiickas rocymapcTBeHHass OwuOimoreka (ObIBIIas OHOIHOTEKA

uM.B.W.JIennna). Ha caiite MOXXHO HailTH pa3nuuHy0 MHPOPMAIIHIO HE TOJIBKO O hoHAe OMOIUOTEKH
PI'b, Ho m o apyrux Oubmmoredynbix pecypcax Poccum. JIOCTym K SJEKTPOHHBIM JOKYMEHTaM
OMOIMOTEKU TUIATHBIN. Y CIIOBHS MTOJTyYEHHsI JOCTYIIA IPE/ICTaBIECHbl Ha caiiTe.

4. http://www.gpntb.ru — TocynapcTBeHHass myOJIMYHAsS HAayYHO-TEXHUYECKas OMOIMOTEKA
Poccun. Ilpenocraisiercss AOCTYN B 3JEKTPOHHBIA KaTaJor Kak caMoil OMOJIMOTEKH, TaK U KaTaJloru
npyrux MockoBckux 0ubamorek, Bxoasumux B kopnopatuBHyto cetb ['TIHTDB. IlpenocraBnstorcs
TaKXe Jpyrue yciIyru, y3HaTh O KOTOPhIX MOXHO Ha JaHHOM caiire.

5. http://www.nlr.ru — Poccuiickas HanmoHabHasi OnbIHMoTeka. MiMeercst 10CTyI K AIEKTPOHHBIM
BEPCHSM Pa3IHYHBIX JOKYMCHTOB.
6. http://elibrary.ru — Hayunas osnekTpoHHass OuOnmoreka. [IpemoctaBinser OCTyH JUis

3aperHCTPUPOBABIIMXCS TIOJIb30BATENICH K OJIEKTPOHHBIM BEPCUSM 3apyOeXHBIX HKYpHAJOB IO
pa3IUYHBIM HaNPaBJICHUSIM HayKH. IMEIOTCsI Kak TUIaTHbIC, Tak U OecriIaTHbie 0a3bl TaHHBIX.

7. http://megabook.ru/ — Hanbonee moiHas moadopka SHIMKIONEANYECKUX TAHHBIX MO TEMaM:
ABTOMOOWIIH, OpY)KHE, JOMAIIHUE >KUBOTHBIC, 3[I0POBbE, KHHO, KOMIBIOTEPBI, KyJIHHAPHUS, MY3bIKa,
ITHUKET + YHUBEpCaATbHAsK YHIUKIIOC IHS.

8. http://www.lib.ru — Caiit snexTponHO#i O6HOAMOTEKH Makcruma MOIIIKOBa, caMOi M3BECTHOM U
nonoyiHgemMon. Temarndeckud  nuamasoH  uW3naHMi  mMpok. Hapsaay ¢ mpousBeneHUAMHU
XYIO’)KECTBEHHOM JIUTEPATYPhl MOXKHO MOCMOTPETh KHUTH TI0 MHOTHM OTPACIISIM 3HAHUIA.

9. http://diss.rsl.ru— DnexkrpoHHas OuOMHOTEKa amccepTanuii Poccuilckoil rocymapcTBEHHOM
oubmmoteku. [IpenocraBisercs JOCTYN K MACCUBY AJICKTPOHHBIX BEPCHUIN TUCCEPTAIMIA TIO PA3THYHBIM
HalpaBJeHUSM HayKd. JlOCTynm OrpaHWYEHHBIH M IUIaTHBIA. BO3MOXHA DIEKTpOHHAs JOCTaBKa
HeoOxonuMoi Bam nuccepranuu.

10.  http://www.infoliolib.info — VHuBepcurerckas osnekrponnas OuOmmoreka. Ha caiite
npejcTaBlieHa ydeOHas, HaydHas, XYJIOKECTBEHHas, CIpaBOYHas JUTeparypa MO pabouum
nporpaMMaM YHHBEPCUTETCKUX y4eOHbIX aucuuiuimH. OpueHTHpoBaThcs B (DOHIAX OMOIMOTEKH
MO3BOJISICT an(aBUTHBIA KaTajJor aBTOPOB, TEMATHUYECKHH KaTaJoOr JIMTEPaTyphl MO Yy4eOHBIM
JIMCUUIUIMHAM, a TaK)Ke OpUTHHAJIbHAS TTOUCKOBasi ccTeMa. Takke ¢ caiiTa MOKHO BBIMTH Ha CCHUIKH
JPYTUX 3JIEKTPOHHBIX OMOIMOTEK.

11.  http://www.rsl.ru — Poccuiickas rocymapcTBeHHass Oubnmnoreka (ObIBIIas OuOIMOTEKA
uM.B.W.Jlennna). Ha caiite MOXHO HaWTH pa3nInyHyr0 WHPOPMAIIUIO HE TOIBKO O (poHIe ONOIMOTEeKH
PI'b, Ho m o apyrux OubnmoreuHbix pecypcax Poccum. JIOCTym K 3JEKTPOHHBIM JOKYMEHTaM
OMOIMOTEKH TIIATHBIN. Y CTTOBUS MOTYISHUS JOCTYIA IIPEICTABIICHBI Ha CaiiTe.

12.  http://www.infoliolib.info — VHuuBepcurerckas osnekrponnas OuOmmoreka. Ha caiite
npejcTaBieHa ydeOHas, HaydHas, XYJOKECTBEHHas, CIpaBOYHas JUTeparypa MO pabouum
porpaMMaM YHUBEPCUTETCKHX YYEOHBIX AUCUMIUIMH. OpHEHTHpoBaThcs B (POHAAX OMOIHMOTEKH
MO3BOJISICT an(aBUTHBI KaTaJor aBTOPOB, TEMAaTHUECKHH KaTaJor JIMTEPaTyphl IO y4eOHBIM

31



http://www.koapp.narod.ru/russian.htm
http://212.192.134.46/MegaPro/Web/Home/About
http://www.rsl.ru/
http://www.gpntb.ru/
http://www.nlr.ru/
http://elibrary.ru/
http://megabook.ru/
http://www.lib.ru/
http://diss.rsl.ru/
http://www.infoliolib.info/
http://www.rsl.ru/
http://www.infoliolib.info/

IMCIUTUIMHAM, a TaK)Ke€ OpUTHHAIBbHAS ITOMCKOBasi CUCTeMa. Takke ¢ caliTa MOXKHO BBIMTH Ha CCHUIKU
JPYTUX SJIEKTPOHHBIX OMOIHOTEK.

13.  http://www.kulichki.com/inkwell/- Uepuunbuuiia. Aja(aBUTHBIA U CHCTEMATHUECKUIN KATaTIOTH
PYCCKOSI3BIYHBIX (DOH/IOB HanOOI€e KPYIHBIX AIEKTPOHHBIX OMOIHOTEK

14. http://www.poiskknig.ru — ITouck 3ekTpoHHBIX KHUT. B 6a3e nqanubix 60stee 67000 3ammceii.
15. http://old.russ.ru/krug/biblio/catalogue.html — JIyurme snexTpoHHbIC OMOIUOTEKH: KATaJIOr.
16.  http://www.orc.ru/~patrikey/liblib/liblib.htm — Bubanoreka pyccKux 351eKTPOHHBIX OHOIHOTEK.
Ha caiite mpexncraBneHo 6onee 90 ampecoB 37eKTPOHHBIX OMOIMOTEK. CCHUIKM paclpeiesieHbl o
HECKOJIbKUM pazzaenaM: CoOpaHus oTnenbHbIX aBTOpoB; O0mue 6ubnuoreku; [lnatabie OMOIMOTEKH;
®danTactuka, G3HTI3M; Penurus, puiocodus, nureparypa; Temarnueckre OMOINOTEKH.

17. http://www.jstor.org — budauorexka JSTOR. ApXxuB MOJTHOTEKCTOBBIX HHOCTPAHHBIX JKYPHAJIOB
10 Pa3JINYHBIM HaNpaBJIeHUs M Hayku. JlocTyn kK poHIaM OMOIMOTEKH IJIATHBIMH.

18. http://imwerden.de/cat/modules.php? name=books — Hexommepueckas 3j1eKTpoHHas OMOIHOTEKA
«ImWerden». IlpencraBieHo coOpaHue JHUTEPATypHBIX TEKCTOB JPEBHHX M COBPEMEHHBIX,
POCCHICKMX ¥ WHOCTPAaHHBIX aBTOPOB, a TaKkKe HX HOPTPeThl, Ouorpaduu, OubmHorpadus,
KOMMCHTapUH, KPUTHKA, 3BYKOBbIC (aiiiibl, BOCIPOU3BOMASAIIME YTCHHE aBTOPAMH CBOHX
npousBeieHul (B popmarte mp3).

19. http://www.aup.ru — AAMHHUCTpATHBHO-yIpaBieHYeckrii moptan. ConaepkuT OecIuIaTHYIO
AJIEKTPOHHYIO OMOJUOTEKY 1O BOIPOCaM SKOHOMHUKH, (UHAHCOB, MCHEPKMEHTA M MapKETHHra Ha
MPEIIPUSATHH.

20. http://www.eup.ru — Hay4Ho-0Opa3oBarenbHbIii TOpTaT «IJKOHOMHKA W yIpaBICHHE Ha
npeanpusatiur». K yciayram nosb3oBareneid — OecruiaTHas SJIeKTpOHHAs OMOIMOTEKa SKOHOMUYECKOM,
YIOPaBICHUYECKOM, HOPHUIUYECKOU, oOmeoOpa3oBaTeibHOM  JuTeparypel. Ha caiite  MOXHO
MO3HAKOMHUTHCSI C MOHOTpadUsIMH, IUCCEPTAIUSAMH, KHUTAMH, CTaThsIMH, JICJIOBBIMH HOBOCTSIMHU,
KOHCIIEKTaMU JIeKIuii, pedeparamu, yaeOHUKaMH.

21. http://www.libertarium.ru — Caiir HMuctutyra CBoGoasl MockoBckoro JluGepratpuyma. B
OTKPBITOM JIOCTYIIC MPEICTABICHBI TIOJHBIC TEKCTHI KHUT U COOPHUKOB 110 SKOHOMHKE M ITPABY.

22. http://www.cfin.ru — caiit npemocTaBiseT MOCTYNl K MaTepHanaM, CTaThsiM, KHHTaM II0
MEHEIKMEHTY.

23. http://www.koapp.narod.ru/russian.htm — Dnextponnas 6ubmuoreka ¢ponmga «KOAII». Ha caiite
MPEJCTaBICHA XYI0KECTBEHHAs, CIIPaBOYHAs, TEXHHYECKas JUTeparypa (OIMepalMoOHHBIC CHUCTEMBI,
nokanbhbie cetn), [[OCTr1, OCTrI, TY, HOpMaTUBHO-CIIpaBOYHASI HH(DOPMALIHSL.

24. http://www.enbv.narod.ru — bubnroreka Boesomuna. Ha caiite mpejicraBieHa KOJUICKIMS KHHUT
(TTOJIHBIE  TEKCTBI) TIO0 DKOHOMHYECKOW TEOpPHH, MEXKIYHAPOJHOH SKOHOMHUKe, (UHAHCAM,
PEANPUHUMATEIBCTBY, MAPKETHHTY, PEKIIaMe.

25. http://www.marketing.spb.ru/read.htm- Duruknonenus mapkerunra. [IpencraBiieHa HeOOJbIIAS
crienMaIu3upoBaHHas MOA00PKA cTaTel, yueOHbIX MOCOOHH (TIOJTHBIE TEKCTHI), JIEKIIUN 110 MAPKETUHTY
U CMEXHBIM TUCIHIUIMHAM (OpEHIMHT, pekiiama, TOBAapHbIE 3HAKK U Tp.). OCOOCHHO WHTEPECHBI
OIMHCaHMsI MAPKETUHTOBBIX MCCIIEIOBAHUI B pa3HbIX chepax phIHKA.

26.http://soc.lib.ru- Bce wmarepuansl, mpencraBieHHble Ha caidte «Soc.Lib.ru — D3nekrpoHHas
oubmuoreka — Coumonorus, I[lcuxomnorus, YmpaBieHHe» TMpeaHA3HAYCHBI HWCKIIOYUTEIBHO ISt
HAYYHO- HUCCIIEI0BATCIbCKUX IleNieil, MHPOPMHUPOBAHUS OOIIECCTBEHHOCTH O HAY4YHBIX pa3paboTKax
CHEIUAIUCTOB U IPOrPECCHUBHOIO Pa3BUTUS MHUPOBOM T'yMaHUTAapHOW HAyKW. 31E€Ch MOYKHO HAWTH
pasHOOOpa3Hble MAaTEpUANbl 10 COIMOJIOTHH, TICHXOJOTHH YIIPABJICHUS, & TAK:KE JPYTMM CMEXHBIM
JTMCIUATUTHHAM.
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JIner n3menenmii u fonojtuenui - 2019 r.

MePCOHATOM»

1JI padoyeil MporpaMMbl IMCHUILIMHBI «/{oKyMeHTallMOHHOE o0ecnieyeHre YIPaBJIeHUs

Coneprxanre BHOCUMBIX

Ne BnecenHble U3MEHEHUS [IpuunHbl U3MEHEHUH 9
M3MEHEHUHN
1 OOHoBiieHNe criucka OCHOBHOW | OGHOBJIEHHE C yUETOM [Ipunoxenne k PI1J]
Y JOTIOJHUTENbHOM uTepatrypsl | TpedoBanuii ®I'OC BO
Y TIONIOJTHEHUEM
oubmmoTeuynoro Goxma
(Bxirouas DbC)
2 JloGaBrieHue nepevHs
npodeccnoHaNbHBIX 0a3 TaHHBIX HET HET
(11.8.4 pabGoueii mporpaMMsl )
3 OOHOBIIEHHE TTPOTPAMMHOTO
obecrieueHrs COPOBOKICHUS HET HET
JUCITUTUTAHBI
4 O6HOBNIEHNE MaTEPUATILHO-
TEXHUYECKOM Oa3Fkl,
HEO0OXOTUMOM IS HET HET
OCYILIECTBICHHS
00pa3oBaTeNBLHOrO IPOIIecca 1Mo
JTUCIUILTNHE
5) OOHOBIEHHUE COAECPKAHUS
MPaKTHYECKHUX (71a00paTOPHBIX) HET HET
pabot
6 OO6HoBneHue (PoH/IA OLIEHOYHBIX HET HET
CPEICTB
7 Oo6HoBneHne popM NpoBepKU
CaMOCTOSITEIIbHOU PabOThI HET HET
00y4aromuxcs
8 OO6HOBIIEHHE NTEPEUHs BOIIPOCOB
JUI IPOBEECHUS HET HET
MIPOMEKYTOYHOM aTTECTANH
9 OOHOBIIEHHUE NTEPEYHS TEM K HET HET
KYPCOBBIM paboTam
10 Amanranus KOMIIOHEHTOB HET
paboueii mporpaMMsl JIst (oTcyrcTBHE HET
nHBaIU10B U i OB3 koHTHHTeHTa ¢ OB3)
11 HNuoe N3MeHeHue TUTYIBLHOTO
JMCTA B CBSI3M C
Koppektuposka

peopranuzanuen
(MunucTepcTBO HayKH U
BEICIIEro oOpa3oBanus PO)

TUTYJIBHOI'O JIUCTA

Bce wusmenenus paboueil mnporpamMMmbl pacCMOTPEHBI
rYMaHHUTapHBIX AUCUUILIUH «28» uroHs 2019 r. ITporokon Ne

3aBeayronuii Kadenapoit KaHa.IOpUI.HAYK, JOICHT _

e

U 0J00pEHbI

__ I'py3unckas E.W.

Ha 3acemaHud  Kadeapbl
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PEIEH3VS

Ha pab0odyIo IIPOrpaMMy JUCLHHIIIHHEI «JJOKyMeHTalMOHHOE 00ecTIeIeHNS
yIpaBIIeHHs [IEPCOHATOM) IS 3209HOH popMBI 00yUeHHST
Hanpasienus noarorosku 38.03.03 - YnpasieHue mepcoHaloM
paspaborano B ¢pumaie PI'BOY BO «KybaHCcKuil rocy1apCTBEHHBIH YHUBEPCUTET
B ropojie HoBopoccuricke

Ileny yueGHON MUCHUILIMHEI «J[OKyMEHTAIMOHHOE OOECIIeUeHNe YIPABICHUA
HepcoHaIoM» C(HOPMHPOBATh y OOYYarOIMXCs 3HAHWS, YMEHHS M HABBIKH
O6LIEKYIBTYPHBIX, OOUIENPOGECCHOHATBHBIX M MPO(YECCHOHANBHBIX KOMIETCHIUN
1o HanpasjeHuto moarotoBku 38.03.03 - YipapieHue nmepcoHaIoM.

PaGouast mporpaMmma 1o Kypcy «JloKyMeHTallMOHHOe obecredeHue
yIpaBleHHs  MEPCOHATOM»  COCTaBIeHa HA  OCHOBaHMU  (efeparbHOro
rOCyIapCTBEHHOTO 00pa3oBaTeNbHOTO CTaHAapTa BHICIIEro o0pa3oBaHMS IO
Hanpapieanio 38.03.03 — ynpaBieHHEe MEPCOHAIOM, B COOTBETCTBUM C yYSOHBIM
TIJTAHOM.

B pa6oueii mporpaMMe JUCILMIUIMHBL IPEACTABICHBI LeIb U 3aa4l U3y4CHHs
IUCIMILIMHEL, MECTO AMCUMIUIMHBI B CTPYKType 0Opa30oBaTeIbHON IIPOTpaMMBbl,
nepedeHb IUIAHUPYEMBIX Pe3ylbTaToB 0Oy4eHHs, COOTHECCHHBIX C INIAHUPYEMBIMU
pe3yJbTaTaMH OCBOCHHUS 00pa30BaTENLHOM IPOrpaMMBl, CTPYKTypa U COLCpKaHHe
JMCLMIUTAHGL (IeKIMOHHBIE M MNPaKTHYeCKHe 3aHATHSA, CaMOCTOsTeNbHas pabora
CTYJIEHTOB), HCIIOJIb3y EMBIE obpazoBaTenpHble  TEXHOJIOTHUH, TepeyeHb
METOIMIECKOro 00ecIeueH s, IlepeuyeHb OCHOBHOM U JIONIOJIHUTENLHOM JINTEPATYPBL,
nepeveHs WHGPOPMAIIMOHHBIX TEXHOJIOIHH HMCIOJIb3YEMBIX B OpraHU3alUM y4e0HOro
Tmporiecca, MaTepHalbHO-TeXHUYecKas 0asa, HeoOXomwmasi Ul OCYIIECTBJICHHUS
06pa3oBaTeNFHOTO IpoLecca 0 AUCIHUIUINHE.

TeMaTHKa JIEKIMOHHBIX W MPAKTUYECKUX 3aHATHM IIOJHOCTBIO PACKPBIBAET
CofiepKaHUe OOINEKYJIbTYPHBIX, 06IIenpodecCHOHANBHBIX U MPO(QECCHOHANBHBIX
KOMITETEHIINI JMCLHUIUIMHLI B COOTBETCTBHH C (elepalbHBEIM TrOCyIapCTBCHHBIM
00pa3oBaTENbHBIM ~ CTAQHAAPTOM  BEICHIETO  00pa3soBaHMs 110  HANPaBJIEHUIO
noxroroBku 38.03.03 — VipasieHue nepcoHaNIOM U y4eOHBIM IUIAHOM.

VkazagHbple B pabodell mporpamMme OMCHMIUIMHBI «J[OKyMEHTallMOHHOE
obecredyeHne yIpaBjeHus IePCOHAIOM JINTepaTyPHbIE HICTOYHUKY, METOJUIECKOE U
uHpOpMaMOHHOe obecledeHHe COOTBETCTBYIOT COJACPXKAHMIO JUCUMIUIAHBL 1
COBPEMEHHOMY YPOBHIO 3HAHHIA.

Marepuai pyKOnucH pabodel MporpaMmel H3JI0KEH YETKO, SICHO ¥ JOCTYITHO.

PaspaGoranHas paGodas IpOorpamMma, COOTBETCTBYET — HEOOXOIUMBIM
TpeGOBaHUAM ¥ MOXET UCIIOIb30BaThCA B y4eOHOM mporecce.

Penensenr

Iupextop OO0 «IlopTOpCepBrC) A.B.CusukoB




PELIEH3US

Ha pabovyIo IPOrpaMMy JUCLHUIUIUHBI «JI0KyMEHTAIHOHHOE obecleyeH e
YTpPaBJICHUs TIEPCOHATIOM» JUIsl 3309HOK (POPMBI 00yUEeHHs HAIPaBJIEHHUS OJrOTOBKH
38.03.03 Vnpassenue nepconanoM, paspabotanayro B gpuinaie ®IHOY BO
«Ky0aHCKuii rocy1apcTBEHHBIIl YHHBEPCUTET» B TOPOJIE HoBopoccuiicke

Penensupyemass pabouas nporpaMma IMCHMILIMHBI  «J{OKyMEHTAIMOHHOE
obecrieyeHne yIpaBlieHHs! IEPCOHANIOM» COCTaBlIeHa B cooTBeTcTBHH ¢ OIOC BO
110 HampapJeHuIo oAroToBky 38.03.03 YnpasneHue nepcoHaioM U NpenHa3HaYeHa
A7st o0yyaromuxcst 4 Kypcea 3a04Hoi GopMbI 06ydeHus.

CrpykTypa paboueill mporpamMmbl JMCLHUIUIMHBEI BKJIFOYAET BCE HEOOXOIHMBIE
KOMITOHCHTBI: YKa3aHbl L€ ¥ 3a[1a491 OCBOEHUs JUCIUILTMHBI, OIIPEIENIEHO ee MECTO
B cTpykType OOII BO, nepeunciens o0IeKyIbTypHbIE, 06IIenpodecCHOHATBHbIE U
npogecCHOHaNbHbIE KOMIETeHIMH, GOpMUpYeMBIe Y 00YYarolmmxcs B pe3yJbTrare
OCBOCHHMS NMCLMILIMHEI, BKIIOYEHBI paclpelielieHHe TPYI0EMKOCTH TUCIMILIAHEI 110
BHJaM paboT, nepeyeHp y4eOHO-METOqMIECKOro 00eceyeH s Ul caMOCTOsTEIbHOMN
paboTel  oOy4arommxcs, OUCHOYHBIE CpeACTBA JUIi TEKyLIero KOHTPOJs
YCICBAEMOCTH M INPOMEXYTOYHOHW  aTTeCTallud, I[epeYyeHb OCHOBHOM W
AOTIOJIHUTENLHOH Y4eOHOH JMTEpaTyphl, IepedeHb pecypcoB HH(OPMAIHOHHO-
TEJICKOMMYHUKALMOHHOH ~ ceT  «MHTepHET», mepedeHb  HMHPOPMALIMOHHBIX
TEXHOJIOTHH, HEOOXOIUMbIX JUIs OCBOGHHMS IMCLHILIMHBI, METOIMYECKHE YKa3aHWs
At 00yYalomuUXcsl, a TaKkKe MaTepHalbHO-TEeXHHYecKas 0asa, HeoOXOMMMas JUls
OCYILECTBIEHHs 00pa30BaTeIHLHOIO MpoLecca 110 TUCIIUITIHHE.
Pabouas mporpamma mucuuIUIHHBEL O6GecrnevrBaeT (GOPMUPOBAHHE KOMIETECHIIMI B
001aCTH MCIONB30BaHWS OCHOB IPABOBBIX 3HAHMH B  PasIMYHBIX chepax
ACSATENIBHOCTH, Pa3BUTHE CIIOCOOHOCTH MCIIONIb30BaTh HOPMATHBHBIE IPABOBBIC AKTHI
B CBOCH MNPO(ECCHOHANLHOM JIeSITENBHOCTH, aHAIM3UPOBATH COLMaNIbHO-
SKOHOMHUYECKHeE IPOOIeMbI U IPOLIECCH! B OPraHU3alMH, HAXOIUTh OPraHH3aHOHHO-
YUPaBICHYECKME W  SKOHOMHUYECKHE pEIUEHHs, pa3pabaThiBaTh alrOPUTMBI HX
pea3alMu U TOTOBHOCTBIO HECTH OTBETCTBEHHOCTH 33 MX PE3YJIBTATEL

llpencrapnenHass nporpaMma HMeeT JOCTATOUHBIH — OOBEM. YposeHb
OTpakeHUs1 B paboueii OporpaMMe COBPEMEHHBIX JOCTHXKEHHH HayKH,
00pa3oBaTeNbHbIE TEXHONOIHH COOTBETCTBYIOT KBANTH(pUKALHOHHBIM TpebOBaHMSIM K
IOATOTOBKE 0akalaBpOB U SIBISETCS JOCTATOYHBIM. (LIEHOYHBIE cpelcTBa
AOCTHXEHHH OOy4arolMXcs B Ipolecce OOy4YeHHS SBISIOTCS MOMHBIMH M
JOCTYITHBIMH.

Takum  oOpasom, peneHsupyemass pabodas HporpaMMma  JUCIMILIHHBI
«JlokymMeHTanMoHHOe obecIiedeHne yNpaBJeHHs IepPCOHANOM, COOTBETCTBYET
TPeOOBAHMSAM, NPENBSBIAEMBIM K pabOuMM MPOrpaMMaM, KOTOPBIE peanu3yroTcs B
pamKax HanpasieHusi noarotoBkd 38.03.03 VYmpamnenuwe mnepcoHaqoM, U MOXKeET
ObITh pEKOMEH I0BaHa JUIsl HCIIOJIB30BaHKs B Y4e6HOM IIpoLecCe.
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