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1 Ienu u 3aaun U3y4eHUS] AUCIUTLIIMHBI.
1.1 Ileab ocBOeHMSI AUCUUIIIHHBI

Heab AUCHUNJIMHBI: O3HAKOMHUTH OOydYarommxcsi ¢ (OPMHUPOBAHUEM W
pa3BUTHEM KaJpOBOM NOKyMEHTauuu B Poccum Kak HEOTHEMIIEMOM YaCTH MpoIlecca
YIIPaBJIEHUS IEPCOHATIOM.

1.2 3agaun TUCIUAIIINHEI.

3ajayd  AUCHUIUVIMHBI. TMO3HAKOMHUTh OOYYalOUXCA C TEOPETUYECKUMU
3HAHUSAMHM HWCTOPUHU CKJIQJbIBaHUS KaJpOBOM CHCTEMBl JOKyMeHTanuu B Poccuwu;
MOKa3aTh OCOOEHHOCTH COBPEMEHHON CHCTEMBI KaJpOBOM JIOKYMEHTAIlMU M TIOPsIKa
paboThI ¢ JOKYMEHTaMH IO TIEPCOHATY; HAYYUTh OO0YUYarOIIUXCSl TPAMOTHO COCTaBIISITh
U opOpMIIATH JOKYMEHTHI MO YIPABJICHUIO MIEPCOHATIOM; 00yUYUTh METOJaM paboTHI ¢
KaJpOBBIMHU JIOKYMEHTAMH.

1.3MecTo TUCIUIUIMHBI B CTPYKTYpE 00pa30BaTEIbHON MPOTpaMMbl

MecTo OMCUMIUVIMHBI B CTPYKType OOIl BO: lucummumHa
«/lokyMeHTalmOHHOE  OOECleYeHHe YIpaBIEHUS IEPCOHAJIOM»  OTHOCHTCS K
BAPUATUBHOM YacTH NMPOPECCUOHAIBHOIO LKA U YATAETCS B 7-OM CEMECTpE.

TpeOoBaHMg K BXOJIHBIM 3HAaHUSIM, YMEHHSIM U KOMIIETEHUUSAM OOYYarolIUXCs
(opMHpYIOTCI Ha OCHOBE MPOrpaMM MPEIUIECTBYIOIMIMX JUCHMIUIMH: «Teopus
OpraHu3alin», «YIOpaBICHUE MEPCOHAIIOM opraHuzanun», «Kaaposeiii aymur.
JlucuMIuIMHA TIpeanosiaraeT OCBOCHUE JITOKYMEHTHMPOBAHHUS ACATEIBHOCTH KaIpOBBIX
CITy0 ¥ cITy>K0 ympaBlIeHUsI TIEPCOHATIOM.

1.4 TIlepeueHb TIAHUPYEMBIX pE3YyJbTATOB
COOTHECEHHBIX C IUIAHUPYEMBIMU pe3yJibTaTaMu
IPOrpaMMBl.

[Iponiecc wm3yueHusi OUCHMIUIMHBI HaMpaBjieH Ha (POPMHUpPOBAHUE CIIEIYIOIIUX
kommerenmmid: [1K-11, TTIK-12, TTK-13, TIK-27 , OK-4,0I1K-8

oOydeHus
OCBOCHMS

10 JIUCLHILINHE,
oOpa3zoBaTeIbHOMN

Komnerenuus KoMnoHeHTHBII cOCTaB KOMIIETEeH Uil
3naem: Ymeem: Braoeem:

IK-11
BJIAJICHUEM HABBIKAMU
pa3pabOTKH OpTaHU3AIMOHHON | OpTaHU3aIlMOHHBIC [TpaBunamu
1 (QYHKIIMOHATBHO-IIITATHOM 1 (YHKIIMOHATLHO- | pa3paboTaTh BHYTPEHHETO
CTPYKTYPBI, pa3padOTKH IITAaTHBIE JIOKAJIbHBIE TPYAOBOTO
JIOKaJIbHBIX HOPMAaTUBHBIX CTPYKTYPBHI, HOPMaTUBHBIE aKThl | pacnopsijika,
AKTOB, KaCArOIINUXCS Kacarommecs MOJIO)KEHUE 00
opraHm3aiuu Tpyjaa (mpaBuia OpraHu3aly TpyAa | OTHYyCKax,
BHYTPEHHETO TPYAOBOTO MOJIO)KEHUE 0
pacrnopsijika, KOMaHJIUPOBKAX
MoJIo)keHne 00  OTIycKax,
MOJIOKEHHE 0 KOMaHTUPOBKAX )
IK-12- 3HAaHUEM OCHOB | OCHOBBI YMeTa npuMeHsTh Haspikamu
pa3paboTKu W BHEApPEHUs | pa3paboTKu U pa3inuHbIE HOPMBI BHEJIpEHUS
KaJpoBOM U yHPaBIECHYECKOW | BHEAPECHUS TPYAOBOTO 1101 (213%0)




JNOKYMEHTAlMM, ONTHUMHU3ALMK | KaJpOBOH 1 3aKOHOJIaTEIbCTBA peryanpoBaHus
JOKYMEHTOO0OpOTa ¥ CXEM | yIpaBJIEHYECKOMH MIPU PETYIUPOBAHUU | TPYAOBBIX
(GYHKIMOHATIBHBIX JOKYMEHTaIUH, TPYZIOBBIX OTHOILUECHUH U
B3aUMOCBS3EHN MEXY | ONTUMU3ALUN OTHOILLUEHUH COIIPOBOXKAAOLICH
H0JIpa3/IeIeHUsIMH, OCHOB | IOKyMeHTO00OpOTa JIOKYMEHTaLuU
pa3paboOTKM W BHEIPCHHUS | U CXEM
npouenyp peryiupoBaHus | GyHKIHMOHAIbHBIX
TPYIOBBIX OTHOIIEHUN U | B3aUMOCBsI3el
COIIPOBOKAAIOLIEH MEXy
JOKYMEHTalluu 110/1pa3IeJICHUsIMU
[1K-13 - ymeHnuem BecTH OCHOBBI Ka/IpOBOIl | BECTH Ka/IpOBOE HaBBbIKAMHU
KaJIpOBOE JIEJIONPOU3BOJICTBO U | CTATUCTUKH, JIEJIONPOU3BOJICTBO U | 03HAKOMJIEHUS
OpraHU30BBIBATh APXUBHOE BJIaJICHUEM OpraHU30BbIBAThH COTPYIHUKOB
XpaHEHUE KaJpOBBIX HaBbIKaMU apXMBHOE XpPAHEHUE | OpraHU3alUU c
JOKYMEHTOB B COOTBETCTBUU C | COCTABJIEHHUS KaJpOBBIX KaJpOBOH
JEHCTBYIOIIMMHA HOPMaTUBHO- KaJpoBOi1 JIOKYMEHTOB B JNIOKYMEHTaluuen u
IIPAaBOBBIMU aKTaMH, 3HAHUEM OTYETHOCTH; COOTBETCTBUM C JeHCTBYIOIIUMU
OCHOB KaJIpOBOI CTaTUCTUKH, o0ecneunThb JEHCTBYIOIIUMU JIOKAJIbHBIMHU
BJIaJICHEM HaBbIKAMU 3aLIUTY HOPMAaTHUBHO- HOpPMAaTHBHBIMU
COCTaBJICHUS KaJpOBOM MIEPCOHANBHBIX IIPABOBBIMH aKTaMH | aKTaMU
OTYETHOCTH, a TAK)KE€ HaBBIKAMHU | JAHHBIX
03HAaKOMJIEHHUS COTPYIHUKOB COTPYJHUKOB
OpraHu3alMU C KaJpOBOii
JIOKYMEHTalueu u
JeUCTBYIOIUMHU JIOKAJIbHBIMU
HOPMATHUBHBIMU aKTaMH,
yMeHHUe 00eCneunTh 3aIuTy
MIEPCOHANBHBIX TAHHBIX
COTPYJHHUKOB
[K-27 HaBbixamu paboTbl
BJIaJICHUEM METOAAMU U Metonel u co
MIPOrPaMMHBIMH CPEICTBAMU MIPOrpaMMHBbIE Pa6orarte co CHelHaTu3UPOBaHH
00paboTKH AETOBOM CpencTBa CMELUAIU3UPOBAHH | BIMHU KaJIpOBBIMHU
nH(popMaluu, HaBbIKaMH o0OpaboTku BIMU KaJIpOBBIMH KOMITbIOTEPHBIMH
paboThI co JIEJI0BOM KOMITbIOTEPHBIMH IPOrpMMaMHU
CHeMaTN3UPOBAHHBIMU nHpopmanuu, MporpaMMamy,
KaJJpOBBIMU KOMITBIOTEPHBIMU CIOCOOHOCTBIO
IIporpaMMaMu, CliocOOHOCThIO B3aMMO/ICHCTBOBATD
B3alMO/JIEIICTBOBATH CO co
ciryx6amMu HH(HOPMAITHOHHBIX ciryx0amMu
TEXHOJIOTHH U 3P PEeKTUBHO MH(POPMAaIMOHHBIX
HCI0JIb30BaTh KOPIOPATHBHbIE TEXHOJIOTHH U
MH(OPMAIMOHHbBIE CUCTEMBI 3¢ PEeKTUBHO
IIpH pelIeHNH 3314 HCII0JIb30BATh
YIIPaBJIEHUS IEPCOHATIOM KOpIHOpaTUBHbBIE

nH(pOpMalOHHbIE

CHUCTEMBI

IIpH pelIeHUH 3aa4

yTIpaBJICHUS

TepcoHal
OK-4 CIIOCOOHOCTBIO 0COOEHHOCTH HaXOJUTh
CIOCOOHOCTBIO MCIIOJIb30BaTh HCIOJIb30BATh OpraHU3alMOHHO- OpraHU3alMOHHO-
OCHOBBI IPAaBOBBIX 3HAHUI B HOpPMATHBHBIE YIpaBJICHYECKUX U | YOPaBJICHUYECKHE U
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pasnmuuHbIX chepax
ACATCIIbHOCTHU

MIPaBOBbBIC aKTHI B
CBOEH
po¢eCCHOHAIBHO
W AeITeIbHOCTH,
aHAJIM3UPOBATh
COILIMATTLHO-
SKOHOMMYECKHE
POOJIEMBI 1
MIPOLIECCHI B
OpraHH3aIluH,
HaXOJUTh
OpraHU3aIOHHO-
yIpaBJIeHUYECKHUE U
9KOHOMHYECKHE
pelieHus,
pa3pabarbiBaTh
QITOPUTMBI UX
peaM3anuu u
TOTOBHOCTBIO
HECTH
OTBETCTBEHHOCTb
3a UX Pe3yJIbTATHI

9KOHOMMYECKUX
peleHu,
AJITOPUTMBI 170.¢
peanusanuu

YKOHOMHYECKHUE
peuienus,
paszpabaThIBaTh
AJITOPUTMBI ux
peanu3anum

OIIK-8

CIIOCOOHOCTBIO UCIOJIB30BATh
HOPMATHBHBIE IIPABOBBIE AKTHI B
cBOei mpodeccnoHaTEHOM

ACATCIIBHOCTH,

aHaAJIM3UPOBATh COLUAIIBHO-
SKOHOMHYECKHE TTPOOIIEMBI U
MPOIIECCHI B OpraHu3aIlii,

HaXOJUTh
OpraHU3aIMOHHO-
YIPABICHUECKUE U

SKOHOMMYECKHE PELICHMUS,
pa3pabarbIBaTh aIrOPUTMbI UX

peanu3anu u
TOTOBHOCTBIO
OTBETCTBEHHOCTb
pe3yabTaThl

CIIOCOOHOCTBIO
HCTIOJIb30BATh
HOpPMaTUBHBIE
IIPABOBBIC AKTHI B
cBoOCH
poeCCHOHAIBHO
W OeITeIbHOCTH,
aHATM3UPOBATH
COIMATBHO-
SKOHOMHUYECKHE
poOIeMBI U
MPOIIECCHI B
OpraHH3aINH,
HaxOJIUTh
OpraHHU3aIOHHO-
yIpaBJeHYECKUE U
SKOHOMUYECKHE
pelIeHus,
pa3pabaTbIBaTh
QITOPUTMBI UX
peanuzanuu u
TOTOBHOCTBIO
HECTH
OTBETCTBEHHOCTh
3a X PE3YNIbTAThI

0COOEHHOCTH
OpTraHU3aIOHHO-
yIPaBICHUYECKUX H
SKOHOMUYECKHUX
pelIeHU,
QITOPUTMBI 150,
peanuzainuu

HaXOJIUTh
OpraHHU3aIMOHHO-
yIpaBJICHYCCKHE H
3KOHOMHUYCCKUEC
pelieHus,
paszpabaThiBaTh
aJITOPUTMBI 17
peanu3aim




2. CTpyKTypa U cofepKaHue JUCHUILUIUHBI.

2.1 PacnipeesieHHe TPYA0EMKOCTH TUCIUIIJIMHBI 10 BUIaM PadoT.

O60beM TpynoeMkocTH: 2 3auemusle eOunuyvl (72 uaca, uz Hux 38,2 uacos kommaxmuou
pabomwi: nekyuonnvlx — 18u., npakmuueckux - 184., KCP 2u., UKP — 0,2 u.; camocmosmenbHOl
pabomul — 33,8u.)

Bun npome:xyTo4HOM aTTeCTalluy — 3a4eT

Ta6mmma 1 — Tpy1oeMKOCTh TUCIUILIAHEI.

Bun yae6HO# paboThI Bcero Cemectp
4acoB (dachrn)
7
KonrakTHasi paboTa, B TOM 4yHCIe: 38,2 38,2

AYIUTOpHBIE 3aHATHS (BCEro): 36 36

3aHATHs TIEKIMOHHOTO THIA 18 18

JlaboparopHbIe 3aHATHS - -

3aHATHS] CEMUHAPCKOTO TUIA (CEMUHAPBI, IPAKTUYECKUE 18 18

3aHATHUA)

HNuasi koHTaKkTHas1 padora:

KonTpons camoctostensaoi pabotsl (KCP) 2 2

IIpomexyrounas atrectauus (MKP) 0,2 0,2

CamocTrosiTesibHasi padoTa, B TOM YHCJI€: 33,8 33,8

Kypcoesas paboma - -

IIpopabomxka yuebrnoeo (meopemuueckoeo) mamepuana 10 10

IIpopabomxka yuebHoeo (npaxmuuecko2o) mamepuand 12 12

Buinonnenue unousuoyanvhvix 3a0anuil (peuierue

11,8 11,8

CUMYAYUOHHBIX 3A0a4, N0020MOBKA O0KIA008)

KonTpoub:

OO0mas Tpy10eMKOCTh yac. 72 72
B TOM 4HCJIe KOHTAKTHAsA 38.2 38.2
pabora
3a4. efi 2 2




2.2 CTpyKTYypa QM CHUIIMHBI:
Pacnpenenenne BuaoB yueOHOM pabOThI U MX TPYAOEMKOCTH IO pa3jieiaM AUCHUILINHBL.
Pa3zesnbl IUCIUILTHHBI, U3ydaeMble Ha YeTBEPTOM Kypce (ounas ¢opma)

Tabauua 2 — Pa3nesnsl TUCHUILINHBGI.

No HanmenoBanue TeMbl KonnuectBo yacoB
pasne Bcero KonraktHas pabora CP
na J 113 JIP KCP
1 2 3 4 5 6 7 8
1 Cnyx0a YIpaBJICHHS 8 2 2 4
MIEPCOHAIOM
Kommieke a0KymMeHTOB 8 2 2 4
o periiaMeHTaluu
2 NEeITENbHOCTH CIyK0
YIPaBJICHUS
MIEPCOHAIOM
[TnanupoBaHue, 8 2 2 4
3 POTHO3UPOBAHHE U
MapKETHHT NepCcoHaa
4 Opranms3anus mondopa 8 2 2 1 3
1 0TOOpa nepcoHanta
Kommieke a0KymMeHTOB 8 2 2 4
5 o YCTaHOBIICHUIO
TPYIOBBIX
PaBOOTHOIICHUIT
Opranmsaius oO0ydeHHUS 7 2 2 3
nepcoHarna. Onenka
IIEpCOHaja COBPEMEHHOM
6 OpraHHu3alnH.
MoTuBaius u
CTUMYIIUPOBaHUE TpyJa
nepcoHana
JlokyMeHTHUpOBaHHE 8 2 2 4
7 JIBUKECHHUSI  TEepCcOHaja
OpraHu3alNu
8 Kowmrmieke mokymentoB | 7,8 2 2 3,8
Mo y4eTy MepcoHana
Cucremaruszanus u 9 2 2 1 4
9 OTIEpPaTUBHOE XPAHCHHE
JIOKYMEHTOB 1o
MepPCOHANY
HNKP 0,2
KonTtpons -
Bcero 72 18 18 - 2 33,8

[Mpumeuanue: JI — nekuuwn, [13 — npaktudeckue 3aHsaTus / cemunapsl, JIP — maboparopHblie 3aHATHS,
KCP - xouTpomupyemasi camocrtositenbHa pabora, CP — camocrtositenpHast pabora, MKP -
WHIUBUAYaIbHAsE KOHTAKTHas paboTa.



2.3 Conep:xanue pa3iesioB TUCHUIIMHBI

Paznen 1. Teopernueckue ocHOBBI (hopMupoBaHHus 3(P(PEKTUBHBIX CHUCTEM YIpaBICHUS
MIEPCOHAJIOM.

Lenenonaranue ¥ NMPUHIMITBE (OPMHUPOBAHUS IENICH OPTaHU3AUMKN M CUCTEMBI yIPaBIICHUS
nepcoHanoM. CyIHOCTb U KJIacCU(pUKALUA OOIINX U KOHKPETHBIX (PYHKLIUN yIpaBICHUS IEPCOHATIOM.
OyHKIMOHAIBHO-1IEJIEBAss MOJENIb CUCTEMbI YIIPABICHUS OpraHU3alUeil U ee MepCOHaIOM KaK OCHOBA
(dbopMUpOBaHUST SKOHOMUYHBIX M 3()(PEKTUBHBIX OPraHU3alMOHHBIX CTPYKTYP CHUCTEMBbI YIIPaBICHUS
IIEPCOHAJIOM.

Pa3znen 2. DxoHOMHUYECKUN MEXAaHU3M YIPABICHUS IEPCOHATIOM.

CyIIHOCTb U 3J€MEHThI SKOHOMHUYECKOT0 MEXaHMU3Ma YIPABJICHHS MEPCOHAIOM OpraHU3alUu.
Cucrema 3KOHOMHYECKUX I10Ka3aTeieil, HOPMAaTUBOB U PEIVIAMEHTOB, UCIIOJIb3YEMBIX B IPAKTHKE
yIpaBiIeHUS IEPCOHANIOM, U IIyTH WX Pa3BUTHS B COBPEMEHHBIX yCIoBUAX. Kinaccudukanus u MeTo bl
pacuera mokasaTelnei, onpeaesIeHruss HOPMATUBOB M pa3pabOTKH PErIaMEHTOB. AYIUT M KOHTPOJIMHT
MepcoHaia.

Pa3nen 3. DxoHOMMUECKas OLIEHKA TPYJOBOrO MOTEHIIMAJIA IPEAIPUSATHS.

[lonsTHe © CyIIHOCTH TPYAOBOrO TMOTEHIMada OOIIECTBA, OpraHu3aluy, pabOTHHKA.
B3anmoCBA3b MOHATUN «TPYHOBOM MOTEHUHUAIDY, «KAIPOBBIM MOTECHIIMANY, «YEIOBEYECKUN KaruTaly.
CoBpeMeHHAass KOHLCIIIUS «UEIOBEYECKOro KamuTana». MeToabl U MHCTPYMEHThI SKOHOMHYECKOMN
OLIEHKH TPYJOBOI0 ITOTEHIIMAJIA OPTaHU3ALIHH.

Paznen 4. Ynpasnenue kaJJpOBbIMUA PUCKaMU OpraHU3aLHH.

YenoBeuecknid pakTop Kak NCTOUHUK pUCKa. [IoHsATHE M BUIBI KaIpOBBIX PHCKOB. CIIOCOOBI
U TpoIle/lypa BBIABICHUE KAJAPOBBIX PUCKOB. MeTONMKa OICHKU KaJPOBBIX PUCKOB. MOHHUTOPHHI U
y4eT KaJpOBbIX PUCKOB. MeTo bl BO3/I€HCTBUS HA KaJpoBble pUcku. CHUCTEMa YIpaBIeHUS KaJpOBbIMU
puckamu. OneHka 3¢ (HEeKTUBHOCTH YIIPaBJIECHUS KaJPOBBIMU PUCKAMHU.

Pa3znen 5. ®ynkunonanbHo-croumMocTHOM aHanu3 (PCA) aesTenpHOCTH NEpCOHAIa.

OYHKIMOHATBHO-CTOUMOCTHON METOJ — METOJ| aHaliu3a, OICHKH U COBEPIICHCTBOBAHUS
NesATeNbHOCTH MepcoHana. CyHIIHOCTh M IPUHLMIIBI METOAA B €IUHCTBE (YHKIMOHAIBHOTO U
CTOMMOCTHOTO 1oaxo10B. CoziepkaHne BaXXKHEHIINX 3TarnoB (PYHKIMOHAIbHO-CTOMMOCTHOTO aHaJIN3a
(®CA) u mpakTUKa €ro HCIOJIb30BAaHMUSI TPU PA3BUTHUM CHCTEM YIPABIEHUS MEPCOHAIOM
OpraHu3aLui.

Paznen 6. Ynpasnenue pacxonamu Ha nepcoHail. OneHka SKOHOMHUYECKOM M COIMalIbHOM
3G HEKTUBHOCTH YIPaBIEHUS IEPCOHATIOM

CymHocTh W KiIaccupuKalMs pacxoJoB Ha MepcoHal. MexayHapoaHas CTaHAapTHas
knaccudukanus croumoctd Tpyna. CoctaB 3arpaT Ha pabouyro cuiy. PerynupoBaHue u
HOPMHPOBAaHHUE PacxoA0B Ha nepcoHan. OLEHKa M aHalIM3 PAacxoJ0B Ha mepcoHain. llnanupoBanue
pacxoJ10B Ha mepcoHall. bromker 3arpar Ha nepcoHan. OcoOEHHOCTH OIOIKETUPOBAHUS PACcX0/I0B Ha
nepcoHain. Pa3paboTka 1 aHaau3 UCHIOJHEHUS Or0/KeTa pacXxo/10B Ha nepcoHain. OleHKa OKynaeMoCTu
U peHTa0eIbHOCTH PacXo0/10B Ha epcoHai. MeTo/ibl ONTUMHU3ALUH 3aTpaT Ha IepcoHall.

DOKOHOMHYECKHH 3(PQEKT OT COBEPIICHCTBOBAHMUS YIpaBIEHUS IepcoHanioM. MeTtoauka
CTOMMOCTHOM OLEHKH 3KOHOMHYECKHMX PpE3YJIbTaTOB, CBA3AHHBIX C COBEPIIEHCTBOBAHMEM CHCTEMBI
yrOpaBieHus: MepcoHanoM. [Ipou3BoICTBEHHbIE U HEMPOU3BOACTBEHHbIE (DAKTOPHI MOBBILICHHS
HKOHOMHYECKONH 3(h(PEeKTUBHOCTU IEsATEeIBHOCTH NepcoHana opranuzanuu. OueHka 3¢ (eKTUBHOCTH
CITyXOBl ympaBiieHHs] TmepcoHaoM Kpurepuu OneHKH >3(PGEKTHBHOCTH JEATEILHOCTH CITY>KOBI
yrpaiieHus: nepcoHanoM. I[Tokaszarenu 3¢ dekTuBHOCTH PabOTHI CIIY:KOBI yIpaBIEHUS MEPCOHATIOM.
Orenka 3(p¢eKTHBHOCTH MPOEKTOB MO COBEPIICHCTBOBAHUIO YIpaBieHUs nepconanom. [lokazarenw,
IpUMEHSieMble TIpU  OIEHKEe S()()EKTHBHOCTH MPOEKTOB [0 COBEPIICHCTBOBAHUIO YIIPaBICHUS
MIEPCOHAJIOM.



2.3.1 3aHATHA JEeKIIHOHHOI0 THIIA

No HanmenoBanue Conepxanue paszjiena ®dopma

paszzne | paszena TEKYILETO

Ja KOHTPOJIS

1 [Ipenmer, CyurHocTs aucuuiuinabl. OCHOBHBIE TepMUHBI U | [TucbmeHHas
COJIepXKaHUE U 337a4d | HOHATHUS AUCUMIUIMHGL. [I[paBoBbIie BOIIPOCHI CaMOCTOATEIb
JUCLUIIAHBI JOKYMEHTAITMOHHOTO 00eCTIeYeHHs yIpaBlieHUsT | Has padora

MIEPCOHAIIOM

2 Pernamenranus JIOKYMEHTAllUOHHOTO | Y CTHBIE
Knaccudukanus oOecrieueHHs yNpaBiIeHUs MepcoHanoM. Bupel | OTBETHI Ha
JIOKYMEHTOB 110 KaJIpoBOM JOKyMeHTanuu. OpraHu3alMoOHHO- | IPAKTUYECKOM
YIIPaBJICHUIO pacnopsiuTeNbHas JTOKyYMEHTalus. Y4eTHas | 3aHATUU
[IEPCOHAJIOM nokymenrtanus. VHpopManMoHHO- CIpaBOYHas

JIOKYMEHTaUsI.

3 CoctaB u TOPAIOK
dbopMupoBaHus CocraB TOKyYMEHTAlUHU 10 YIIPABIECHUIO
JIOKYMEHTaluu no | mepconasnoM. [IpaBuna cozganust u ohopMiIeHUs
YIIPaBJICHUIO KaJIpOBBIX TOKyMeHTOB. O0s3aTenbHbIC
NIEPCOHAIIOM JIOKYMEHTBI 110 YIIPABJIEHUIO [1EPCOHATIOM.

PexomenayeMble JOKYMEHTHI 110 YIIPABICHUIO
nepcoHasioM. KagpoBbsle JOKYMEHTHI,
00s13aTeNbHBIE B CBA3U C OCOOEHHOCTAMU
komnaHuu. [loHsATHE KOPIOPATUBHOTO
CTaHJapTa.

4 Opranuzanus JIBm>keHMe TOKYMEHTOB B opranu3anuu. ['paduk | YcrHbie
KaJIpOBOTO JIOKYMEHTO000pOTa OpraHu3aluu. OTBETHI HA
JIOKyMEHTO000poTa CucreMaTu3aluu J0KYMEHTOB U UX y4erT. IPAKTUYECKOM

Kanposas cratuctuka. KomnerorepHbie 3aHSTHH,
TEXHOJIOTHH B KaIpOBOM JIEJIONPOU3BOJICTBE. pedepar

5 KonTpons u | Opranuzanys apXuBHOTO XpaHEHMSI KaJPOBBIX [Incemennas
MOJIrOTOBKA K | TOKyMeHTOB. ['ocynapcTBEHHBIH KOHTPOJIb CaMOCTOSITEIb
apXMBHOMY XpaHEHHIO | (HaA30p) HaJl COOJIIOICHUEM TPYI0BOTO Has paboTta
KaJpOBBIX 3akoHoaarenbcTBa P®. AynuT kaapoBbIx
JIOKyMEHTOB JIOKYMEHTOB.

2.3.2 3aHATHSA CEMHUHAPCKOT0 (MPAKTUYECKOr0) THUMA.

No | TemaTtuka Conepxanue ®dopma TEKYILETO

/0 | IPaKTUYECKUX KOHTPOJIS
3aHITUN (CEeMHHApOB)

1 [Ipenmer, CymHOCTh TUCHUIIITMHBL. OCHOBHBIE CobecenoBanue,
COJIEp/KAaHUE U 33J1a4M | TEPMUHBI U TIOHATUS AUCLUIIIINHBI. TECTOBBIE 3aJaHMUSI,
JUCIUILTAHBI [IpaBoBbIe BOIPOCHI pedepar, moaroToBKa

JOKYMEHTAIIMOHHOTO 00eCTIeyeHHs npe3eHTaluii B opmare
VIIpaBJICHUS TIEPCOHAIOM Power Point

2 PernamenTtamus  moxymentammonHoro | CoGecenoBaHue,
Knaccudukanus o0ecrieyeHusl yIpaBieHHs IEPCOHATIOM. | TECTOBBIE 3a/laHMUs,
JIOKYMEHTOB T10 Buaet KaJpoBOil JIOKyMEHTaIuu. | pedepar,

YIIPaBICHHUIO OpraHu3aliOHHO-  paclopsAUTENIbHAs | TOATOTOBKA
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MEePCOHATIOM JIOKYMEHTAIUA. VYuyeTHas | nmpe3eHTaruii B hopmare
JOKYMEHTALU. HNudopmannonno- | Power Point
CIpaBOYHAs TOKYMEHTaIUS.
CoctaB u mOpsAIOK CobecenoBanue,
(dbopMupoBaHUs CocTaB TOKyMEHTAllUU IO YIPABICHUIO | TECTOBbBIE 3aJaHMUS,
JOKYMEHTaluu 1o | nepconanom. IIpasuia co3panus u pedepar,
YIpaBIECHUIO o(opMIIeHHS KaJIPOBBIX TOKYMEHTOB. MOATOTOBKA
[IEPCOHAIIOM O0s3arenbHbIE JOKYMEHTHI 110 npe3eHTaluii B popmare
YIPABJICHHUIO TIEPCOHATIOM. Power Point, perrenne
PexomenayeMble JOKYMEHTBI 110 KEMCOB
ynpaBJieHuo nepconanom. Kaynposbie
JIOKYMEHTBI, 00s3aTENIbHBIE B CBSA3H C
ocobeHHOCTsIMU Komnanuu. [lonstue
KOPHOPaTUBHOI'O CTaHapTAa.
Opranuzanus JIBukeHune JOKYMEHTOB B opranusanuu. | TecTtoBble 3aaHus,
KaJpOBOTO I'padux noxymenTo000pOTA cobecenoBaHue,
JOKYMEHTO000poTa opranuzanuu. CrucreMaTu3aiuu pedepar, moaroToBKa
JIOKYMEHTOB M X y4deT. Kanposas npeseHTauui B popmare
craructuka. KommnbroTepHbie Power Point, perienne
TEXHOJIOTMH B KaJIpOBOM KelcoB
JIEJIONPOU3BOJICTBE.
KonTpo:is u | Opranu3zanys apXxuBHOTO XpaHEHUs CobecenoBanue,
MOATOTOBKA K | KQJpOBBIX TOKYMEHTOB. TECTOBbIC 3aJaHMUSI,
apXWBHOMY XpaHeHuto | ['ocymapcTBeHHBIN KOHTPOIb (Hama30p) | pedepar,
KaJIPOBBIX HaJl COOIIIOJIEHUEM TPYIOBOTO MOATOTOBKA
JIOKYMEHTOB 3akoHoaarenscTBa PD. Ayaur Mpe3eHTanuii B popmare
KaJIpOBBIX TOKYMEHTOB. Power Point, periienne
KEMCOB

2.3.3 JlaGopaTopHble 3aHATHS.
JlabopaTopHBIe 3aHTHS HE TPEyCMOTPEHBI

2.4 IlepedyeHb y4eOHO-METOAMYECKOro oO0ecnmeYeHHs IS CAMOCTOSITEJIbLHOH PpPadoThI

IIpp  u3ydyeHumn

CaMOCTOSITENTLHOM pabOThI:
- paz0op TeOpEeTHUEeCKOro MaTepuasa o yueOHuKam, mocoousiM, KOHCIIEKTaM JIEKITH;

JAUCIHUITIINHBI

00yyauuxcst Mo JUCHUNJINHE

00s13aTETBPHBIMHI

SABJISAKOTCS

clenyolue

- CaMOCTOATENIbHOE U3YYEHNE YKa3aHHBIX TEOPETUYECKUX BOIIPOCOB;
- pelIeHne 3a1a4 10 TEMaM 3aHsITHH;
- ITOATOTOBKA JTOKJIAAA,;

- IMOATOTOBKA K OK3aMCHY.

Tab6muia 5 - ®opmMbI caMOCTOSTENHHON pabOTHI

(bopMbI

HanmenoBanue @opMBI BHEAYAUTOPHOM Tpynoém
pasneinos CaMOCTOSITENIbHON paboThl | KOCTh B
qacax

VYkazanue pa3ziesioB U TeM,
OTBOJMMBIX Ha CAMOCTOSITEIHHOE
OCBOCHHE O0yJAIOIIIMUCS
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[Ipenmer, ITuceMenHast caMOCTOSITENIRLHAS 4 CymHOCTh TUCHUIIIMHBI. OCHOBHBIE
cojepkaHue  u|pabora TEPMHHBI ¥ TIOHSTUS TUCIUTUTHHEI.
3a7a4u IIpaBoBbIE BOIIPOCHI
JUCHUTUTUHBI JOKYMEHTAIIMOHHOTO 00eCTIeYeHHS
yIpaBJICHUS MIEPCOHATIOM
[TuceMeHHas caMOCTOATEIbHAS 4 PernaMenTanus JOKyMEHTallMOHHOI'O
Knaccudukanms |padora obecrieueHus YIpaBJICHHS
JIOKYMEHTOB I10 IIEPCOHAJIOM. Bunst KaJIpoBOM
YIpaBIECHUIO nokymeHTtanuu.  OpraHusalnroHHO-
IIEPCOHAIOM pacnopsauTeNnbHas  JIOKYMEHTALUs.
VYyerHas JIOKYMEHTAIHSI.
HNudopmannonno- CIPaBOYHAs
JIOKYMEHTAIHSI.
Cocras u|llucpmenHnast camocTosiTeIbHas 4
TIOPSIOK paboTta CocTaB 1OKyMEHTAIIUHU IO
dbopmupoBaHus ynpasieHuo nepconanom. [Ipasuiia
JOKYMEHTAIU1 co31aHus U 0POPMIICHUS KaJIPOBBIX
[0 YNpPaBJICHUIO NoKyMeHTOB. O0s3aTebHbIE
MIEPCOHAIOM JIOKYMEHTHI 110 YIIPABIICHUIO
1IepcoHaNIOM. PexoMeH1yemble
JIOKYMEHTBI 10 YIIPABIICHUIO
nepcoHanoM. KaapoBbie TOKYMEHTHI,
00s13aTeNbHBIE B CBS3H C
ocobeHHOoCTsIMU KomnaHuu. [lonstue
KOPIIOPATUBHOTO CTaHapTa.
Opranmzanus |, pedepar 3 JIBr>KeHHEe TOKYMEHTOB B
KaJIpOBOTO opranuzanui. ['paduk
JOKYMEHTO000p JIOKYMEHTO000pOTa OpraHU3aIuu.
oTa CucremaTuzanuu J0KyMEHTOB U UX
yuaer. KanpoBas craTucruka.
KoMmbproTepHble TEXHOJIOTHH B
KaJIpOBOM JIEJIONIPOU3BOJICTBE.
KonTpo:s u|llucpmenHast caMmocTosTeIbHAs 4 Opranu3zanys apXuBHOTO XpaHEHUS
MOJrOTOBKa  K|pabora KaJpOBBIX JJOKYMEHTOB.
apXUBHOMY l'ocynapcTBeHHBINM KOHTPOIIb
XPaHEHUIO (Hazm3op) Haf COOMOIEHUEM
KaJIpOBBIX TPYJIOBOTO 3aKOHOAaTenbcTBa PO.
JOKYMEHTOB AyauT KagpoBbIX JOKYMEHTOB.
UTOoro 33,8

Tab6auna 6 — MeToanueckoe ofecneyeHne CaMOCTOSITEIbHOI padoThl.

No

Bung CPC

[Tepedenn yueOHO-METOIUIECKOTO 00eCIIeUeHU s
JTUCIUILIMHBI 110 BBIMTOJIHEHUIO CAMOCTOSITEIBHON pabOThI

2

&

«ITomoxxenne o caMoCTOSTENbHOW paboTe O0y4arOIIUXCSI»-
YrepxkaenHoe I[pukazom pexropa ®I'BOY BO «KyoI'V» ot
03.03.2016r. Ne 272.

Abyname, J. T.

1 |U3ydeHue TeopeTUYECKOTO
MaTepHala 1o TeMe 3aHsITHsL.
Pabota c yueOHOU TUTEPATYPOA.
Jlokman,.

JIOKyMEHTAllMOHHOE  o0ecreyeHue
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yIpaBJICHUS TIEPCOHATIOM [DIEKTPOHHBIN pecypc]| : yUeOHUK U
MPAKTUKYM sl akajgemudeckoro OakamaBpuara / J[. T
Aoynanze, U. b. Bempsokkuna, B. M. MacnoBa. - Mocksa :
Opaiir, 2018. - 299 C. - https://biblio-
online.ru/book/8F9C2312-2C6D-48BC-87FE-
0B062BB243CE/dokumentacionnoe-obespechenie-
upravleniya-personalom .

KysnenoB,  Hropp  HwukonaeBuu.  JIOKyMEHTaMOHHOE
obecrieueHue YIpaBJICHHUS. JlokymeHT0000pOT u
JIEJIONPOU3BOJICTBO [ DJIEKTPOHHBIM pecypc] : ydeOHHUK U
MPaKTUKYM JIJIs1 TpuKJIagHoro 6akanaspuara / M. H. Ky3neros.
- 3-e u3., nmepepad. u jgon. - Mocksa : FOpaiit, 2018. - 461 c. -
https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8ECO-
1E3D6392702A/dokumentacionnoe-obespechenie-
upravleniya-dokumentooborot-i-deloproizvodstvo .

Hoponuna, Jlapuca AnexceeBHa. OpraHu3amnusi U TEXHOJIOTHS
JTIOKYMEHTAIMOHHOTO obecrieueHus YIPaBJICHHUS
[DmekTpoHHBIN pecypc] : y4eOHWMK | MPAKTUKYM IS
akagemuueckoro OakanaBpuara / JI. A. Jloponuna, B. C.
Hputukosa. - Mocksa : FOpaiit, 2018. - 233 c. - https://biblio-
online.ru/viewer/19DADB52-959C-40DA-B18F-
C955EFACOC1D/organizaciya-i-tehnologiya-
dokumentacionnogo-obespecheniya-upravleniya#page/1

CaMOCTOSTEIBHOE
yKa3aHHbBIX
BOIIPOCOB.

U3y4eHue
TEOPETUYECKUX

«[TonoxeHne O CaMOCTOSTEIBHONH padoTe OO0yUYaIOIIHXCS»-
YrBepxkaenHoe I[Ipukazom pexkropa ®I'BOY BO «KyoI'V» ot
03.03.2016r. Ne 272.

Abymanze, JI. TI. JIokyMEHTallMOHHOE  OOECIeYCHHUE
yIpaBlIeHUs IEPCOHATIOM [DNEeKTPOHHBIN pecypc] : ydeOHUK U
MPaKTUKyM Jsi  akajgemMudeckoro OakamaBpuara / J[. T
Abynanze, U. b. Beimpskkuna, B. M. Macnosa. - Mocksa :
IOpaiir, 2018. - 299 C. - https://biblio-
online.ru/book/8F9C2312-2C6D-48BC-87FE-
0B062BB243CE/dokumentacionnoe-obespechenie-
upravleniya-personalom .

Ky3nenoB, @ Hropp  HukomaeBnu.  J{OKyMeHTallMOHHOE
obecrieueHue YIPaBJICHHUS. JoxymMeHT0000pOT u
JENONPOU3BOJCTBO [DNEKTPOHHBIA pecypc| : Y4eOHUK W
MPaKTUKYM JUIsl TpukiagHoro Oakanaspuata / M. H. Ky3nenos.
- 3-e U3 ., nmepepad. u mom. - Mocksa : FOpaiit, 2018. - 461 c. -
https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8ECO-
1E3D6392702A/dokumentacionnoe-obespechenie-
upravleniya-dokumentooborot-i-deloproizvodstvo .

Joponuna, Jlapuca AnekceeBHa. OpraHu3aiusi U TEXHOJIOTHUSA
JOKYMEHTAIMOHHOTO obecrnieueHus YIPABJICHUS
[OnekTpoHHBI pecypc| : y4yeOHHMK M MPAKTUKyM IS
akameMuueckoro OakanaBpuata / JI. A. Jloponmna, B. C.
Wputrkosa. - Mocksa : FOpaiit, 2018. - 233 c. - https://biblio-
online.ru/viewer/19DADB52-959C-40DA-B18F-
C955EFACOC1D/organizaciya-i-tehnologiya-
dokumentacionnogo-obespecheniya-upravleniya#page/1

Pemenue 3amau
3aHSTHH.

o TEMaM

«[lomoxxeHne o caMoOCTOSTENbHOW paboTe O0yJarOIIUXCSI»-
YreepxaenHoe [Ipukazom pexropa ®I'BOY BO «KyoI'V» ot
03.03.2016r. Ne 272.
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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/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
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

Abymanze, JI. TI. JlokyMeHTanmMOHHOE  oOOecreYeHne
yIIPaBICHUS MEPCOHATIOM [DIIEKTPOHHBIN pecypc] : YIeOHUK U
MPaKTUKyM IS akajgeMuueckoro OakanaBpuata / J[. T.
Ab6ynamze, U. b. Bempsokkuna, B. M. Macnosa. - Mocksa :
IOpair, 2018. - 299 c. - https://biblio-
online.ru/book/8F9C2312-2C6D-48BC-87FE-
0B062BB243CE/dokumentacionnoe-obespechenie-
upravleniya-personalom .

KysnenoB, @ Hropp  HwukonaeBud.  JIOKyMEHTallMOHHOE
obecrnieueHue yIpaBICHUSI. JlokyMeHTO0O0pOT u
JIEIONIPOU3BOJICTBO [ DJEKTPOHHBIA pecypc] : ydeOHUK U
MIPAKTUKYM IS TpuKIagHoro Oakanaspuata / M. H. Ky3ueros.
- 3-e u3 ., nepepad. u mom. - Mocksa : FOpaiit, 2018. - 461 c. -
https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8ECO-
1E3D6392702A/dokumentacionnoe-obespechenie-
upravleniya-dokumentooborot-i-deloproizvodstvo .

Hoponuna, Jlapuca AnexkceeBHa. OpraHu3anusi 1 TEXHOJIOTHUS
JOKYMEHTAI[MOHHOTO obecrnieueHus yIpaBICHUS
[DnekTpoHHBIN pecypc] : y4yeOHHMK M MPAKTUKyM IS
akajeMuueckoro Oakanaspuata / 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

MOATOTOBKA K 3a4CTy

«[Tonoxenne o caMOCTOSTENBHON paboTe O0y4YarOUINXC»-
VYreepxaennoe IIpukazom pexropa ®I'bOY BO «KyoI'V» ot
03.03.2016r. Ne 272.

AoGymamze, J. TI. JlokyMeHTanMOHHOE oOOecreYeHue
yIpaBIeHHS MePCOHANIOM [DIEKTPOHHBIN pecypc] : y4eOHUK U
MpPaKTUKyM 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 .

Ky3nenoB, @ Hropp  HwukomaeBnd.  JOKyMEHTalMOHHOE
obecrnieueHue YIPABJICHHUS. JlokyMeHTOo000pOT u
JIEJIONPOU3BOJICTBO [DNEKTPOHHBIM pecypc| : Y4eOHHK U
MIPaKTUKYM IS MpuKIagHoro Oakanaspuata / M. H. Ky3ueros.
- 3-¢ u31., mepepad. u jom. - Mocksa : FOpaiit, 2018. - 461 c. -
https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8ECO-
1E3D6392702A/dokumentacionnoe-obespechenie-
upravleniya-dokumentooborot-i-deloproizvodstvo .

Joponuna, Jlapuca AnexceeBHa. OpraHu3aiusi 1 TEXHOJIOTHUSA
JIOKYMEHTAIMOHHOTO obecrieueHus YIPaBJICHUS
[DneKkTpoHHBIN pecypc] : y4eOHHMK | MPAKTUKyM IS
akamemuueckoro OaxanaBpuata / JI. A. Jloponmna, B. C.
Wpurukosa. - Mocksa : FOpaiit, 2018. - 233 c. - https://biblio-
online.ru/viewer/19DADB52-959C-40DA-B18F-
C955EFACOC1D/organizaciya-i-tehnologiya-
dokumentacionnogo-obespecheniya-upravleniya#page/1

14



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/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
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

CornacHo nmucbMy MunmCTepcTBa 00pa3oBanus u Hayku PO Ne MOH-25486 ot 21.06.2017r
«O pa3paboTke aJanTUPOBAHHBIX O0pPa30BaTENBHBIX MpOrpaMM» - pa3paboTka aJanTHBHOU
MporpaMMbl HeoOXoJuMa B ciydyae HaJlW4us B 00Opa3oBaTeNbHON OpraHU3alUu XOTsA Obl OJHOTO
00y4aroIerocsi ¢ OrpaHuYeHHBIMU BO3MOKHOCTSIMU 3/I0POBBSI.

Y4eOHO-MeTOIMYeCKUEe MaTepuaibl JUIsl CaMOCTOSTENIbHOM paboThl 0OydaroluXxcsl U3 4Hucliia
WHBAJIUJIOB | JIWI] C OTPAaHUYCHHBIMH BO3MOKHOCTSIMU 310poBbst (OB3) npenocraBnstores B popmax,
aIalTHPOBAHHBIX K OTPAaHUYEHHUSAM UX 3/I0POBbS U BOCIIPUATHUS HH(OPMALIUU:

Jst uin ¢ HapyIeHUs MU 3PEHHUS:

— B IIe4aTHOU popme yBeIMUEHHBIM IIPUPTOM,

— B hopMe IIEKTPOHHOTO IOKYMEHTA,

— B opme ayauocaiina,

— B ITe4aTHOM opMe Ha si3biKe bpaiins.

JI1s AL ¢ HapyIIeHUsAMHU CIlyXa:

— B IIe4aTHOU (opme,

— B (popMe AIIEKTPOHHOTO TIOKYMEHTA.

Jlist muI ¢ HapyIIeHUsIMH OIIOPHO-/IBUTATENILHOTO aflapara:

— B miedaTHoi opme,

— B hopMe PIIEKTPOHHOTO TOKYMEHTA,

— B popme ayauodaiina.

JlanHplii TepedeHb MOXKET ObITh KOHKPETU3MpPOBAaH B 3aBUCHMOCTH OT KOHTHHIEHTA
00yJaromuxcs.

3. O0pa3oBaTe/ibHbIE TEXHOJIOTHH.

C TOuKH 3peHHs MPUMEHSEMBIX METOJI0OB UCTIOJIB3YIOTCS KaK TPAAUIIMOHHBIE HHPOPMAIIHOHHO-
OOBSICHUTENIbHBIC JICKIIUH, TaK U WHTEPAKTHUBHAs TOjada MaTepHalia ¢ MYJIbTUMEIUHHONW CHCTEMOIA.
KoMmmbloTepHble TEXHOJOTHMH B JaHHOM Cllydae OO0€CIeYMBAIOT BO3MOXKHOCTH Pa3HOILIAHOBOTO
OTOOpaKEHHsI AITOPUTMOB M JEMOHCTPAIMOHHOTO MaTepuayia. Takoe COYeTaHWE IO3BOJIIET
ONTUMAJILHO UCIOJIb30BaTh OTBEIEHHOE BPEMS U pACKpPbIBATh JOTUKY U COJIEpKaHHE JUCLIUTUINHBL.

Jlexuuu npeacTaBigOT cOO0M cUCTEMaTHYeCKHue 0030pbl OCHOBHBIX ACMEKTOB AUCIUITIUHBIL.
[TpakTHyeckue 3aHATUS MO3BOJISI0 HAYYUTh MPUMEHATh TEOPETUUYECKHE 3HAHMS NP PELICHUU U
HCCIIETOBAaHUM KOHKPETHBIX 3aj1au.
ITpu ocBOEHMM TUCHMIUIMHBI UCHIOIB3YIOTCS CIEAYIOIINE COUeTaHUs BUJOB yUeOHOI paboThI
c MerogamMu U (opMaMM aKTHBU3alMU I[O3HABATEJIbHON JESITENbHOCTH OakalaBpoB IS
JOCTHIKEHUS 3allJIaHUPOBAHHBIX PE3yIbTaTOB 00y4eHUS U (OPMUPOBAHUS KOMIIETEHIIUH.

B npouiecce npoBeaeHyst 3aHATHI IPUMEHSIOTCS HHTEPAKTUBHBIE METO/IbI O0yUYEHHUSI.

Huckyccus (ot nar. discussio — HcCCIeIOBaHUE, PACCMOTPEHHE) — 3TO BCECTOPOHHEE
0o0CyX/IEHHE CIOPHOTO BOMpoca B MyOJWYHOM coOpaHuu, B 4acTHoW Oecene, cmope. pyrumu
CJIOBaMH, JMCKYCCHSl 3aKJIH0YaeTCsl B KOJJICKTUBHOM OOCYXJIE€HUHU KaKOro-Jnbo BOMpoca, MpodIemMbl
WIM COIOCTaBJIEHWH HH(pOpMaluu, uaed, MHEHWH, npemyoxkeHuid. llenn mpoBeaeHust auckKyccuu
MOTYT OBbITh O4€Hb Pa3HOOOpa3HBIMU: 00yUYEHHE, TPEHUHT, IUAarHOCTHKA, TpeoOpa3oBaHue, U3MEHEHHE
YCTaHOBOK, CTUMYJIMPOBaHUE TBOPUECTBA U JIp.

B npoBeeHnu 1MCKyCCUU HCTIONB3YIOTCS PA3InYHbIE OPraHU3aLMOHHBIE METOAUKH.

[Tpu npoBeneHNN TUCKYCCUH UCTIONb3yeTcss MeToinka «Bompoc — oTBeT». [laHHas MeToauka —
3TO Pa3HOBUAHOCTH IPOCTOrO COOECEOBAHUSA; OTIMYME COCTOUT B TOM, UYTO TIPUMEHSETCS
onpeznenéHHas Qopma IOCTAaHOBKM BOIIPOCOB JJisi cOOeceloBaHUS C YYaCTHUKAMU JUCKYCCUU-
JMasora.

4. OneHo4Hble CpeacTBa JJIsl TEKYLIEro KOHTPOJISA YCIIEBAEMOCTH W NPOMEKYTOYHOM
arrecraumu.
4.1 ®oHJ OLIEHOUYHBIX CPEeJICTB A5 MPOBEIeHNs TeKYIIero KOHTPOJIs.
Tembl pedepaToB
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1. CymHOCTb, HampaBJIeHUS W BHJbl TOCYAAPCTBEHHOTO pETYJIMPOBAHUSA JIOKYMEHTALlMOHHOTO
o0ecrieyeHus yrpaBaeHHs..

2. 3aKOHOJATEIbHOE PEryJIMpOBaHUE JOKYMEHTAMOHHOTO 00ECIIEYeHHs YIIPABICHHSL.

3. HopmartuBHBIE MpaBOBbIE aKThl (pe/iepaibHBIX OPraHOB TOCYAAPCTBEHHOMN BIIACTH, PETYIHPYIOIINE
JOKYMEHTAI[MOHHOE 00ecleyeHne YIpaBIeHHU .

4. OOmee ¥ JIOKAIbHOE HOPMAaTHUBHO-METOAWYECKOE pErYJIMPOBAHUE JIOKYMEHTAIIHOHHOTO
o0ecreyeHus yrpaBieHus..

5. T'ocynapcTBeHHbIE CTaHAApPTHl HA JOKYMEHTHI U MX pOJIb B PEryJIMPOBAHUU JIOKYMEHTALHOHHOIO
o0ecreyeHus yrpaBaeHHs..

6. OOmepoccuiickue KiacCu(UKATOPbl TEXHUKO-YKOHOMHUYECKOW W COIMAIIBHOW MH(OpMaIUd U UX
POJIb B PETYIMPOBAHUN JOKYMEHTAIIHOHHOTO O0ECIICYCHUS YIIPABICHHUSL.

7. O0uiee noHsATHE 00 yIPaBIEHYECKOM TOKYMEHTE.

8. CpoiicTBa 1 (QYHKIIMH yIIPABIECHUYECKUX TOKYMEHTOB.

9. Bunbl ynpaBieHYECKUX JOKYMEHTOB.

10. YHudukanms u crangapTH3anus yrpaBlieHIeCKUX TOKyMEHTOB.

11. Knaccudukanus ynpaBieHYeCKHUX JOKYMEHTOB.

12. Cuctemsl ynpaBiIeHUYECKON JOKYMEHTALUH.

13. HopmaTtuBHO-MeTOqMuecKas 0a3a JOKYMEHTUPOBAHMS YIIPaBJIEHYECKOMN €A TEIbHOCTH.

14. CoctaB peKBU3UTOB yNPABICHUYECKUX JOKYMEHTOB.

15. IIpaBuna opopmiieHHs] pEKBU3UTOB YIIPaBIEHYECKOIO IOKYMEHTA.

16. brianku 1 GopMyIspbI yIPaBICHYECKUX TOKYMEHTOB.

17. Buasl ¥ TUIIOBAsE CTPYKTYpPa TEKCTOB YIIPABICHUYECKUX JOKYMEHTOB.

18. TIlomsatHe W 0COOEHHOCTH O(HUIMANIBHO-IEIOBOIO CTWIA. T[peOoBaHHS K  TEKCTaM
YHU(UIUPOBAHHBIX YIIPABICHUECKUX JOKYMEHTOB.

19. Crunuctuueckue 0COOEHHOCTH TEKCTOB YIPABICHYECKUX JTOKYMEHTOB U 3TUKET HNUCbMEHHOI'O
JIeJI0OBOT0 OOILEHHS.

20. CymHoCTb U cofiep)KaHue peIaKTHPOBAHUS TEKCTOB YIIPABICHYECKUX IOKYMEHTOB.

21. CoctaB M Ha3Hau€HUE OTHEJIBHBIX BHUJOB OPraHW3aLMOHHO-NIPABOBBIX, PAaCIOPSIAUTEIbHBIX,
MH(OPMALIMOHHO-CIIPABOYHBIX U KaIPOBbIX JOKYMEHTOB.

22. CocraB, pacnojoXeHHue U mpaBuia 0(pOpMIIEHUS PEKBU3UTOB OT/IEIbHBIX BUJIOB OpPraHU3allHOHHO-
MIPaBOBBIX, PACIIOPSAUTEIBHBIX, HH(POPMAIIMOHHO-CITPABOYHBIX U KaJIPOBBIX TOKYMEHTOB.

23. TloaroroBka 1 0pOpMIIEHHE CITY>KEOHBIX ITHCEM.

24. ®opmbl opraHu3aiy padboThl ¢ yIpaBIEHYECKUMU JOKYMEHTaMHU.

25. 3anaum U GYHKUUU CIYKObI TOKYMEHTAIIMOHHOTO 00eCneueH s YIpaBIeHHUS.

26. TunoBble CTPYKTYpPHI U MOAPA3AETICHHS CITY>KObI JOKYMEHTAIIMOHHOTO O0EeCTIeUeHHs YyIIPaBICHHUS.
27. PernameHTanys c1y>0bl JOKyMEHTALIMOHHOTO 00eCTIeYeH s YIIPaBICHUS.

28. CyIHOCTh M OCHOBHBIE XapaKTEPUCTUKHU JOKYMEHTO000pOTA.

29. Drarnbl JBMKEHUS TOKYMEHTOB B OpraHU3aiy (YUpekIeHUN).

30. Opranuzarysi padoThI ¢ JOKYMEHTAaMH PYKOBOJUTENIEH 1 UCTIOJTHUTENIEH.

KoHTpoJibHbIe BONPOCHI /I MUCHLMEHHOI0 ONpoca
IIIkana onmeHKN TecTa:
«5»- 85%-100%
«4»- 65%-85%
«3»- 50%0-65%
«2» - menee 50%

1. B xakoil mepuoj pa3BUTHUS OTEYECTBEHHOIO JIENONPOM3BOJACTBA HAYAIOCh  €T0
3aKOHO/IaTEIbHOE PErYINPOBaHUE?

1.1. B nepuox npuka3zHoOro JeI0NPOU3BOJCTBA.

1.2. B mepno1 KOJUIEKCKOTO IETONPON3BOICTBA.

1.3. B nepuox MUHHCTEPCKOTO AEIONPOU3BOICTBA.
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2. KakuM 3aKOHOM BII€pPBbIE€ HAYAJIO PETYIUPOBATHCS OTEUECTBEHHOE JI€JIOMPOU3BOACTBO?
2.1. YupexxaeHueM Juist ynpasieHus ryoepauii Becepoccuiickoii ummnepun.

2.2. O06mMM y4IpexIeHHeM MUHHUCTEPCTB.

2.3. I'eHepanbHBIM PETIaMEHTOM.

3. Korjna B Hameli crpane ObUId BBEJEHBI B ICHCTBUE MEPBbIe TOCYIAPCTBEHHBIE CTAHIaPThI HA
JIOKYMEHTaIUI0?

3.1. B 1960-¢ roppl.

3.2. B 1970-e ronsl.

3.3. B 1980-¢e rongl.

4. KakuM TOCYIapCTBEHHBIM CTaHJIAPTOM BIIEPBbIC OblIa YCTAHOBJICHA TEPMHHOJIOTHUS
JIeJIONPOU3BOICTBA?

4.1.TOCT 16487-70.

4.2.TOCT 6.10.2 -83.

43.TOCT P 51141-98.

5. Kakoil W3 BapuaHTOB OIpEACICHHS JOKYMCHTALIMOHHOTO OOCCIICUCHUS YIPABICHUS
SABJIICTCA CTaHZIapTHI:IM?

5.1. JIokyMeHTaMOHHOE 00ECHICUCHHUE YIIPABICHHS — CO3aHUE U UCIIOIb30BaHUE JJOKYMEHTOB
111 o0ecTiedeHrst pabOThI OPraHOB YIIPABJICHHUS.

5.2.  JlokyMeHTallMOHHOE  o0OeclieueHHue  yOpaBiIeHHUs —  OTpacib  JEATEeNbHOCTH,
o0ecrieunBaromas TOKyMEHTHPOBAHNUE M OPTaHU3ALHUIO PA0OTHI C OUITHATEHBIMU JTOKYMEHTAMH.
5.3. JlokyMeHTaMOHHOEe OOecHeueHHe YIpaBlIeHUs — JOKYMEHTHPOBAHUE JESTEIbHOCTH

opraHu3anu  (y4pexiaeHus) ¢  yIOpaBieHUE JOKYMEHTAIlMel ¥  IEepCOHAIOM, HECYIIUM
OTBETCTBEHHOCTH 32 paboOTy ¢ JOKYMEHTaMH.

6. Kakue 13 nepeunciaceHHbIX 3aKOHOJATENbHBIX aKTOB COAEPkKAT ONPEIEICHIE JOKyMEHTa?
6.1. I'paxxnanckuit kogekc Poccuiickoit deneparuu. Yacts nepsasi.

6.2. ®enepanbHblii 3ak0H «O0 yyacTUH B MEXAYHAPOIHOM HH(POPMALIMOHHOM OOMEHE.
6.3. ®enepanbHbli 3ak0H «O0 HHPOpMaAHN, UHPOPMATHU3ALMH U 3aLIUTE HHPOPMALTUH.
6.4. ®enepanbHblil 3aK0H «O TEXHUYECKOM PETYITUPOBAHUN.

7. Kakoe ompeneneHue TOKYMEHTY AaeT ACHCTBYIOLIMU TOCYIapCTBEHHBIM CTaHAapT IO
TEPMUHOJIOTHH JICJIONTPOU3BOICTBA?

7.1. JlokyMeHT — oQHIHaIbHO JOKYMEHTHpOBaHHas WHGoOpMaIus, CO3JaHHas B Mpollecce
JeSITeIbHOCTH OpraHU3alliy WK J0JKHOCTHOT'O JIMIIA.

7.2. JIOKyMEHT — CpEICTBO 3aKpeIUIeHHS pa3IuYHbIMH CIIOCO0AMH Ha  CIEUATbHO
W3TOTOBJICHHOM Marepuasie uH(opMmanuu o (¢dakTax, COOBITHUSAX, SBJICHUSAX OOBEKTUBHOU
JEHCTBUTENBHOCTH.

7.3. JlokyMeHT — 3aUKCUpOBaHHasl HA MaTepUaIbHOM HOCUTENE HH(POPMALIUS C PEKBU3UTAMH,
MO3BOJISIFOIIUMU C€ HICHTU(DUITUPOBATS.

7.4. oxkymeHT — uHbOpMarus, 3apuKCHpOBaHHAs Ha JIIOOOM HOCHTEIE, MpeaHa3HauYeHHAs JIJIs
oOMeHa, MepechUIKU, GYHKITMOHUPOBAHUS HH(DOPMAIIMOHHOW CHCTEMBI.

8. Kak Ha3pIBaeTCs 00s3aTenbHBIN 1IeMEHT ohopMIieHUs O(pUIIMATBFHOTO JOKyMEHTa?
8.1. Tekcr.

8.2. Conepxanue.

8.3. PekBU3UT.

8.4. ®opmysip.

9. Kak onpenemnsieTcs JOKyMEHTUPOBAHUE TEPMUHOJIOTMYECKUM CTaHIAPTOM?
9.1. JlokyMeHTHpOBaHHUE — CO3/IaHUE TJOKYMEHTA Ha JIIOOOM MaTepruaIbHOM HOCHTEIIC.
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9.2. JlokymMeHTHpOBaHHE — TOJATOTOBKa M odopmieHue HHPOPMAIMKH Ha MaTepHAITBHOM
HOCHUTCJIC IO YCTAHOBJICHHBIM ITpaBHJIaM.

9.3. JIokyMEeHTHpOBaHKE — 3aMUCh UHPOPMAIMHN HA PA3IMYHBIX HOCUTENAX M0 YCTAHOBJICHHBIM
MpaBUJIaM.

10. Kakue Buapl OlIaHKOB B COOTBETCTBUM C TpeOOBaHUSMH THIIOBOW HHCTPYKIHH TI0
JIEIONIPOU3BOJICTBY B  (efiepalibHbIX opraHax wucnosHutensHoir Bimactu u ['OCT P 6.30-2003
YCTaHABIMBAIOTCS B TOCYAPCTBEHHBIX OpraHax?

10.1. OOmuii 6;1aHK, 6JAHK TOJKHOCTHOTO JIMIIA, OJaHK MpUKa3a, OJJaHK MHChMa.

10.2. O6uwmit 61aHK, OJ1aHK TUChMa, OJIAaHK KOHKPETHOTO BHJIAa JOKYMEHTA.

10.3. O6mwuii 6;manK, 6JIaHK CTPYKTYPHOTO TOApA3ACICHIS, OTaHK JTOJDKHOCTHOTO JIHIIA.

11. Kakue BapuaHThl OJAHKOB MPEIyCMOTPEHBI THIIOBOM MHCTPYKIMEH IO JICIIONPOU3BOJICTBY B
(benepanbHbIX opranax ucnomautensHoi Biactu u [OCT P 6.30-2003?

11.1. YrioBoil 1 IEHTPUPOBAHHBIMN.

11.2. YrnoBo#i u Ipoa0IbHbIN.

11.3. ®naroBslii ¥ TPOIOTBHBIH.

11.4. ®naroBblii ¥ LEHTPUPOBAHHBIM.

12. Kakoe pa3menieHMe pEKBU3UTOB B TpeleiaXx TrpaHUI] OTBEACHHBIX I HHUX 30H
npenycmorpeno I'OCT P 6.30-20037

12.1. YrioBoe uinu mpoI0JibHOE.

12.2. YrinoBoe uiau UeHTPUPOBAHHOE.

12.3. dnaroBoe UM IPOJ0JIBHOE.

12.4. ®naroBoe WK IIEHTPUPOBAHHOE.

13. Kakue u3 NpUUMCIIEHHBIX PEKBU3UTOB YIPAaBJIEHYECKUX JOKYMEHTOB HE MPEAyCMOTPEHbBI
I'OCT P 6.30-2003?

13.1. T'puc cornacoBaHusi TOKyMeHTAa.

13.2. I'pud orpanuyeHus 10CcTyna K JOKyMEHTY.

13.3. Buza 03HaKOMJIEHUS C IOKYMEHTOM.

13.4. Bu3sbl coryacoBaHusl IOKyMEHTA.

14. Yto U3 mepeunciIeHHOTo MOJTHOCThIO ONpeieNsieT pa3MelieHrue peksusuta «HanmenoBanue
BUJIa TJOKYMEHTa» Ha OJaHKe BUJa JOKyMeHTa?

14.1. Bapuant G1aHka 1 BUJ IOKyMEHTA.

14.2. Bun nokymeHTa 1 crioco0 BbIpaBHUBAHUS PEKBU3UTOB Ha OJIaHKE.

14.3. Bapuant 61aHka 1 crioco0 BbIpABHUBAHUS PEKBU3UTOB HA HEM.

4.2 ®oHJ OLIEeHOYHBIX CPE/ICTB /1JIsl MPOBEAeHUs MPOMEKYTOUHOI aTTeCTAIIUH.

Bonpocs! U151 IOATOTOBKH K 3a4eTy
CYH_[HOCTL JUCIUIIIIUHBI. OCHOBHEIC TCPMUHBI U IIOHATHUA.

[IpaBoBBIC BOMIPOCH JOKYMEHTAIIMOHHOTO O0ECIICUCHHS YIIPABIICHUS TIEPCOHAIIOM.
PermamenTanus qOKyMEHTAIIMOHHOTO OOECTICUEHUS YIPABICHUSI IEPCOHAIIOM
Busl kapoBoil 1OKyMeHTalMU

1
2
3
4
5. OpraHuszaiMoHHO — PaCTOPSAUTENbHAS JOKYMCHTAIIHS
6. VYderHas TOKyMEHTAIIUs

7. WHbOpMAIMOHHO — CIIPABOYHbBIE JOKYMEHTBI

8. CocraB JOKyMEHTAIMHU TI0 YIPABICHUIO MTEPCOHATIOM

9. TIpaBmia co3manus U 0(OPMIICHHS KAaAPOBBIX TOKYMEHTOB
10. OGs13aTebHbBIC JOKYMEHTHI 110 YIIPABICHHUIO MEPCOHATIOM

11. PexomeHayeMble TOKYMEHTHI TIO YIIPABICHUIO MTEPCOHATIOM
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12. KagpoBble TOKYMEHTBI, 00s13aTeIbHbIE B CBSI3H ¢ 0COOCHHOCTSAMH KOMIIaHUU

13. JIBwKeHne JOKyMEHTOB B OpTaHH3ALNH

14. I'padux noxkymeHToo60poTa opranuzauny. CucteMaTH3anus J0KyMEHTOB H UX yUeT.

15. Kanpoas ctaTucThka

16. KomnbroTepHbIe TEXHOIOTHH B KaJPOBOM JICJIONPON3BOICTBE

17. Opraam3anus apXuBHOTO XpaHEHUS KaJPOBBIX JOKYMEHTOB

18. I'ocynapcTBeHHBIH KOHTPOJb (HAI30p) HAA COONI0JCHNEM TPYAOBOTO 3aKOHOIATENLCTBA B Poccuiickoit
®denepanuu

19. AymuT KagpoBBIX JOKYMEHTOB

20. TpynoBast MOTHBaIMsI KaKk 0a30Basi COCTABIISIOIIAS YIIPABICHHSI IEPCOHATIOM

21. Teopernyeckue acteKThl TPYAOBOW MOTHBAIINU

22. Ilcuxonornveckue acleKTbl MOTUBAIMK TPyaa

23. AcTIeKTHI OpraHU3aMOHHOTO TIOBEICHUS B TPYJIOBOH MOTHBALIUH

24, DKOHOMHYECKHE acIIeKThl TPYAOBOM MOTHBALINN

25. ®opmupoBanue 3¢ (HEeKTUBHOTO MOTHBAIIMOHHOTO MEXaHU3Ma B OPTaHU3aIlluU

26. Opranuzanus o0yueHus nepconaia. OleHka nepcoHaia COBPEMEHHON OpraHU3aluy.

27. IInanupoBaHKe ¥ MPOTHO3MPOBAHNE M MApKETUHT IIepcoHaa

28. Opranmzamus oToopa U moadOpa nepcoHaza

5. IlepeyeHb OCHOBHOI W /IONOJIHUTEJIbHOI y4eOHOH JMTepaTypbl, HeOOXOAMMOM /Jisi
OCBOEHHS TUCIHUILITUHBI
5.1 OcHoBHAas JIUTEPaATYypA:

Abynamze, JI. I'. lokyMeHTaluoHHOE 0OecriedeHrne YIpaBlIeHUs MEPCOHANIOM [ DNEeKTPOHHbIii
pecypce] : yudeOHHMK W MPaKTHKyM JUIs akajaeMmuueckoro OakanmaBpuarta / JI. I'. AOymamze, U. Bb.
Bempsokkuaa, B. M. MacnoBa. - Mocksa : IOpaiit, 2018. - 299 c¢. - https:/biblio-
online.ru/book/8F9C2312-2C6D-48BC-87FE-0B062BB243CE/dokumentacionnoe-obespechenie-
upravleniya-personalom .

Ky3neunoB, Wropr HuxonaeBuu. JlokyMeHTallMOHHOE O0O€CI€YEHHE  YIpPaBIICHUS.
JIOKyMEHTOOOOPOT U JENONPOU3BOJACTBO [DIEKTPOHHBIN pecypc]| : y4eOHUK M MPAKTUKYM IS
npukiagHoro 6akanaspuara / M. H. Ky3nenos. - 3-e uzg., mepepad. u gom. - Mocksa : FOpaiir, 2018. -
461 C. - https://biblio-online.ru/book/7873BF4B-A3F7-44E2-8ECO-
1E3D6392702A/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo .

Hoponuna, Jlapuca AmnekceeBHa. OpraHuzauuss M TEXHOJOTHS JOKYMEHTAllMOHHOIO
oOecrnieueHns ymnpaBieHHUs [DJIEKTPOHHBIN pecypc]| : yuyeOHMK M TMPAKTUKYM IS 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 lonosiHuTe/ILHASI JIATEpPaTypa:

AGynamse, [lapemxann IuBueBHa. JlokyMeHTallMOHHOE oOOecHedYeHHue YIpaBlIeHUE
nepcoHasioM [TekcT] : y4eOHHMK W MPaKTHUKYyM IS aKaJeMHYecKoro OakaiaBpuara : y4eOHUK ISt
CTYJCHTOB BY30B, OOYYAIOIIMXCS MO SKOHOMUYECKHMM HampaBleHUsM U crnenuanbHocTsM / JI. T.
Abynanze, U. b. Bempsxkkuna, B. M. Maciosa ; MexayHap. akaj. OusHeca v ynpasieHus. - MockBa
: Opaii, 2016. - 299 c. - (bakanaBp. Akagemuueckuit Kypc). - bubmuorp.: c. 297-298. - ISBN 978-5-
9916-6137-9 B

NudopmanoHHble CUCTEMBI U TEXHOJOTHH B DKOHOMUKE W ympaBieHuu [Tekct] : yueOHuK
JUTsi OakanaBpoB : ydeOHUK 1Mo HampasieHnto "Menemkment" / [B. B. Tpodumos u ap.] ; mox pen. B.
B. Tpodumosa ; C.-IletepOypr. roc. 3KOHOM. YH-T. - 4-¢ u3a., nmepepad. u gom. - Mocksa : FOpalirt,
2014. - 542 c. - (bakanasp. ba3osbiii kypc). - BuGmmorp. B korme rinas. - ISBN 978-5-9916-3608-7 §

VYmpaBnenue mnepcoHanoM opraHuzanud [Tekct] : y4ueOHHK [l CTYACHTOB BY3O0B,
oOyyaromuxcsi Mo cHeluaabHOCTSIM "MeHemkMeHT opraHuzauuu”, "YmpapieHHe mepcoHaaoMm",
"Oxonomuka Tpyaa" / [A. S. Kubanos u ap.] : moxg pexn. A. 5. Kubanosa ; ['oc. yH-T ynpaBneHus. - 4-¢
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W31., 1011 U niepepad. - Mocksa : UHOPA-M, 2013. - 694 c. - (Breiciiee oOpazoBanue. bakanaspuar). -
Ha Turt. 1. 1 0011 DIeKTpOHHO-GHOIHOTe  Has cicTeMa. Znanium.com. - bubmmorp.: c. 678-68 1§

Poroxxun, Muxaun FOpwseBuu. JloKyMeHTAIlMOHHOE oOecnedeHue yrpaBieHus [Tekcr]
yaeOHo-mpakTudeckoe mocodoue / M. 0. Poroxun. - M. : [Ipocnekr : [TK Ben6u], 2006. - 383 c. -
ISBN 5980328157 §

5.3. llepuoauyveckue u3IaHus

1. Kypuan «Ynparnenue nepconaiomy. - URL: http://www.top-personal.ru/

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

3. XKypuan «KagpoBas cmyxba u ympaBieHHE TepcOHAIOM mpenmpuarusi». - URL:
http://www.delo-press.ru/journals.php?page=staff

6. Ilepeyenr pecypcoB HHGPOPMALMOHHO-TEJIEKOMMYHUKANMOHHOH ceTn «UHTEepHET»,
HEO0XO0AUMBIX /1JIs1 OCBOCHMS IV CIUTNITTHHBI

1. Academia :Buneonekuuu yueHbix Poccum Ha tenekanane «Poccust K» : cait. — URL:
http://tvkultura.ru/brand/show/brand_id/20898/ .

2. Scopus : MexayHaponHas pedepaTuBHas W CcIpaBoyHas ©Oa3a JaHHBIX ITUTHPOBAHMS
peleH3upyeMoi JIUTEpaTyphl : CaT. - URL.:

https://www.scopus.com/search/form.uri?display=basic.

3. Web of Sciense (WoS, ISI) : mexayHapomgHas aHajqWTHYecKas 0Oa3a JaHHBIX HAyYHOTO
muTupoBanus : cait. — URL: http://webofknowledge.com.

4. ApxuBbI HayuHBIX KypHasI0B Ha Poccuiickoit mnargopme HayuHbIX sxypHanoB HOUKOH: caiit.

- URL: http://archive.neicon.ru/xmlui/

Basel nannsix komnannu «Mct Beroy : caiit. — URL: http://dlib.eastview.com .

6. TPAMOTA.PY : CIIPaBOYHO-HUH(POPMAIIMOHHBIH HHTEPHET-TIOpTaJ. — URL:

http://www.gramota.ru .

EnuHoe okHO jocTyma K 00pa3oBarenbHbIM pecypcam :caidt. — URL: http://window.edu.ru .

KubGepJlenunka : HayuHas 37eKTpoHHas OubaroTeka : caitt. — URL: http://cyberleninka.ru.

9. JlexkTOopuyM : BHJICOKOJUICKIIMM aKaJEeMHUYECKUX Jekuuii By3oB Poccum : caiit. — URL:
https://www.lektorium.tv.

10. Hayunast snmexTpoHHast OuOnmuoTreka crareil wm myOmukammii «eLibrary.ru» : caiit. — URL:
http://elibrary.ru

11. HarmmonanbHas snekrponHas ononuoreka (HOb): caiit. - URL: http://H36.pd/

12. O6pazoBarenbHbIil mopTan «Akagemuk»: caift. - URL: https://dic.academic.ru/

13. O6pazoBarenbHbIil mopTan «Yueda»: cait. - URL: http://www.ucheba.com/

14. OpunmanbHBIi WHTEPHET-TIOPTAN MpaBoBOM wMHpopManmu. [ocynapcTBeHHass cucTema
npaBoBoii uH(popmMaruw : caiit. — URL: http://publication.pravo.gov.ru .

15. Poccuiickoe oOpa3zoBanue, penepanbHbiii moprain: caiit — URL: http://www.edu.ru

16. Ciyx0a TeMaTHUeCKUX TOJIKOBBIX ciioBapeii: cait. - URL: http://www.glossary.ru/

17. CnpaBouHno-nipaBoBas cuctema «Koucynsrant [Lmrocy : caiit. — URL: http://www.consultant.ru.

18. VuuBepcurerckas unpopmannonnas cucrema POCCUSA (YUC POCCHUSA) : caiit. — URL:
http://www.uisrussia.msu.ru/

19. ®enepanbHblii 1EeHTp UHPOPMALMOHHO-00pa3oBaTeNbHBIX pecypcoB : caiT. — URL:
http://fcior.edu.ru .

20. ®denepanbHBIN HIEHTP 00pa30BaTeIbHOTO 3aKOHOMATeIbCTBa: cait. - URL: http://www.lexed.ru/

21. OBC «YHuBepcHUTETCKast oubnuoreka ONLINE» : CalT. - URL:
http://biblioclub.ru/index.php?page=main_ub_red

22. OBC «Opaiit» : cait. — URL: https://www.biblio-online.ru/catalog/E121B99F-ESED-430E-
AT737-37TD3A9EGDBEB.

23. OBC UznarensctBa «Jlanby : caidT. — URL: http://e.lanbook.com .

24. DnextponHas oubmuoreka «Grebennikony : caiit. — URL: http://grebennikon.ru/journal.php.

25. DnekTpoHHass OubnMoTreka nucceprauuii  Poccuiickoil rocymapcTBeHHOW —OMOIMOTEKH
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[aBTOpedeparsl — B cBOGOAHOM qoctyme] : cailT. — URL: http://diss.rsl.ru/

26. DnexTponHbIi apxuB nokymentoB Kyol'Y - URL.: http://docspace.kubsu.ru

27. DnexktpoHHbIN Katanor KybaHCKoro rocymapcTBeHHOro yHuBepcutTeTa u ¢ummanoB. — URL:
http://212.192.134.46/MegaPro/Web/Home/About

7. Metonnyeckue YKa3aHus JJs 00y4alOIIUXCHA M0 0CBOEHHIO TUCIMILUIAHBI.

CornacHo nmucbMy MuHHCTEpcTBa 00pa3oBanus u Hayku PO No MOH-25486 ot 21.06.2017r
«O pa3paboTke aJanTUPOBAHHBIX O0pa30BaTENbHBIX MpOrpaMM» - pa3paboTka aJanTHUBHOU
porpaMMbl HEOOXoauMa B Cllydyae HaJM4uusi B 00pa30BaTENbHOM OpraHM3aluy XOTS ObI OJHOTO
00y4aroIerocs ¢ OrpaHuYeHHBIMU BO3MOKHOCTSIMH 37I0POBBS.

B ocBoeHMM NHMCUMIUIMHBI WHBAIUJAMU U JIMIAMU C OrPaHUYEHHBIMH BO3MOXXHOCTSIMH
3I0pOBbsI OOJNBIIOE 3HAYCHHE UMEET WHAMBUIyanbHas y4yeOHas pabora (KOHCYJIbTALMH) —
JIOTIOJIHUTENBHOE Pa3bsICHEHHE Yy4eOHOro MaTepuana.

WuauBuayalbHbIE  KOHCYIbTAIlMM 1O  OPEIMETy  SBJSIFOTCS  BaXKHBIM  (DAKTOPOM,
CHOCOOCTBYIOUIMM HMHAWBHUyaU3allud OOYYEeHHUS M YCTAHOBJICHHIO BOCIMTATEIbHOIO KOHTAKTa
MEX/1y MPEIoiaBaTeieM U 00y4aroIUMCs HHBAIUIOM WU JIMLIOM C OTPAaHUYE€HHBIMH BO3MOXHOCTAMU
310POBBSI.

Cucrema 00y4eHHUs1 OCHOBBIBAETCSI HA PAllMOHAILHOM COYETAaHMH HECKOJIBKHX BHJIOB y4EOHBIX
3aHATUH (B MIEPBYIO OYepelb, ICKIUNA U MPAKTHIECKUX (J1aDOpaTOPHBIX) 3aHATHIA), pad0oTa Ha KOTOPBIX
o0Jazaet onpeaesieHHON CrienupuKOM.

IToaroroBKa K JeKIUAM.

3HAKOMCTBO C JMCLUILIMHON MPOMCXOJUT YK€ Ha MEpPBOW JIEKIMM, TJAE OT 00YyYaroIierocs
TpeOyeTcst He MPOCTO BHUMAHKE, HO U CaMOCTOsTENIbHOE oopmileHne koHcnekTa. KoHcnekTupoBaHnue
JeKIUA — CIOXKHBIA BHJ ayIUTOPHOW palOThI, MpEanojararoliiii HWHTEHCHBHYIO YMCTBEHHYIO
JesTeNbHOCTh oOOydaromierocs. KoHCIEKT sBIsSeTCS TMOJIE3HBIM TOTJa, KOI/a 3alucaHo camoe
cyuiectBeHHoe. He Hajo cTpeMuTbes 3amucarh JOCIOBHO BCHO JIEKIHUIO. Takoe «KOHCIEKTUPOBAHHUE)
MPUHOCUT Oonble Bpena, 4em moib3bl. llenecooOpa3Ho BHayale MOHSATH OCHOBHYIO MBbICIb,
U3JIaraéMylo JIEKTOpOM, a 3aTeM 3anucath ee. JKenareabHo 3aIiCh OCYIIECTBISATh Ha OAHOM CTpaHUIE
JUCTA WU OCTABJIsIS TOJIsl, HA KOTOPBIX MO3/IHEE, IIPU CAMOCTOSTENbHOM paboTe C KOHCIIEKTOM, MOYKHO
C/IeNIaTh JIOTIOJTHUTENbHBIE 3alIUCH, OTMETUThH HETIOHSATHBIE MECTA.

KoHcnekT neknuu mydine moApasieisTh Ha MyHKTHI, COOMIOAasl KPaCHYI CTPOKY. DTOMY B
00JIbI1I0M cTeneHH OYAYyT CIIOCOOCTBOBATh BOMPOCH! IJIaHA JEKIUH, IPEI0KEHHbIE MTPETogaBaTesiM.
Crnenyer oOpaimaTh BHUMaHUE Ha aKIEHTHI, BBIBOJBI, KOTOPHIE AENaeT JIEKTOp, OTMedas Haubolee
Ba)KHbIE MOMEHTHI B JIEKIIMOHHOM MaTepuajie 3aMEYaHUSIMH «Ba)KHO», «XOPOILIO 3allOMHHUTH» U T.II
MoxHO fenath 3TO M C MOMOUIIBIO PAa3HOLBETHBIX MAapKEPOB WIIM PYyYEK, MOAUYEPKUBAsT TEPMHUHBI U
oTpesieNIeHusl.

PabGoras Ham KoHCHEeKTOM Jekiui, Bam Bcerma HEOOXOAMMO HCIIONB30BaTh HE TOJBKO
y4eOHUK, HO U Ty JIUTEPATYpPY, KOTOPYIO JOIOJHHUTEIBHO PEKOMEHIO0BaN JiekTop. MIMeHHO Takas
cepbe3Has, KpOomoTiuBas paboTa ¢ IJIEKIMOHHBIM MaTepUaioM TO3BOJUT TIIYOOKO OBJIaIETh
TEOPETUYECKIUM MaTEPHAIIOM.

IHoaroroBKa K NpaKTHYECKUM 3aHSTHSIM.

[ToAroToBKy K Ka)xa0My HpPaKTHUECKOMY 3aHSATHIO HEOOXOJMMO HadaTh C O3HAKOMIJICHHS C
MJIAHOM MPAKTUYECKOTO 3aHATHUS, KOTOPBIN OTPa)XaeT CoJep KaHue MPEeAIOKEHHON TeMbl. TiiarenbHoe
MPOJYyMbIBAaHUE U H3YYEHHE BOIIPOCOB IJIJaHA OCHOBBIBAECTCA HA MPOPAa0OTKE TEKYIEro Marepuana
JEKIMU, a 3aTeM H3y4YeHUs o0s3aTeNbHOM U JOMOJHUTEIBHOW JHUTEpaTyphl, pEeKOMEHIOBAHHON K
naHHOU Teme. Bce HOBble MOHATHS MO U3y4aeMOW TeMe HeO0OXOJUMO BBIYYUTh HAU3yCTh U BHECTHU B
rJIoccapuii, KOTOPBIN 11e1ecO00pa3HO BECTH C CaMOT0 Havala U3yuyeHHs Kypca.

[TonroroBka k J1a0OpaTOPHBIM 3aHATUSAM M MPAKTUKyMaM HOCHUT Pa3JIMYHBIA XapakTep, Kak o
COJIEPKAHUIO, TaK M IO CI0XHOCTU UCHOJIHEHMs. [IpoBeneHHe MpsSMbIX U KOCBEHHBIX HM3MEpPEHUI
Mpe/IoyiaraeT JeTalbHOE 3HAHUE M3MEPUTEIbHBIX MPUOOPOB, UX BO3MOKHOCTEW, YMEHHUE BHOCUTH
CBOEBPEMEHHBIC TIOMPABKH Jis TOJTy4eHHUs Oojiee TOYHBIX pe3ylbTaToB. MHOTHeE J1a0opaTOpHBIC
3aHATUS TPEOYIOT OOJBIION WCCIIeOBATEIBCKOW pPabOThl, M3yYEHHUS OTOJHUTEIBHOW HAay4IHOU
JUTEPaTypHI.
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B mporiecce moAroToBKM K MPaKTUYECKUM 3aHATHIM, HE0OX0IUMO 00paTUTh 0CO00€ BHUMaHUE
Ha  CaMOCTOSITEIBHOE  M3Y4CHME PEKOMEHIOBaHHOM  smreparypbl. Ilpm  Bced  momHOTE
KOHCIIEKTHPOBAHHUS JICKIIMU B HEH HEBO3MOKHO M3JIOKHUTH Bech Marepual. [loaTromy camocTosTenbHast
pabora ¢ y4eOHMKaMH, y4E€OHBIMH MMOCOOMSMHU, HAyYHOW, CIPABOYHOW JIUTEPATypOH, MaTepuataMu
nepuoanueckux uzganuidi u VuTepHera sBisercs HauOosiee 3()PEKTUBHBIM METOJOM MOIyYEHUS
JOTIOJIHUTENbHBIX ~ 3HAHWM, T1I03BOJISIET 3HAUMUTENbHO AKTUBU3MPOBATh IMPOLECC  OBJIAJCHUS
uHpopmaiuen, cnocodcTByeT 6osiee riIy0oKOMy YCBOSHHUIO H3Yy4aeMOro MaTepuaia.

3ammra 1a00paTOPHBIX pabOT JODKHA MPOUCXOAMThH, KaK MPABUIIO, B Yachl, OTBEICHHBIC HA
nabopartopuble 3aHATHSA. OOyJaronuiics MOXXET OBITh JIOMYIIEH K CISAYIOIICH 1abopaTopHOU padboTe
TOJIBKO B TOM CITy4ae, €CjIi Y Hero He 3alllUIIeHO He 0oJiee ABYX MpeAblayIuX padoT.

PexoMengauuu nmo padore ¢ auTEpaTypoii.

Paboty ¢ nuteparypoil nerecooOpa3Ho HadyaTh ¢ U3y4EHHUsS OOIIMX pabOT Mo TeMme, a Takke
y4eOHUKOB U Y4eOHBIX mocoOuii. Jlanee pekoMeHayeTcs MepeiTH K aHaau3y MoHorpaduil u craTei,
paccMaTpuBalOlUX OTAEIbHBIE aCHEeKThl MpoOJeM, H3y4aeMbIX B paMKax Kypca, a Takke
o(UIMaNBHBIX MaTEpHATIOB M HEOMYOJIIMKOBAaHHBIX JIOKYMEHTOB (HAyYHO-UCCIIEI0BATEIbCKUE PAOOTHI,
JMICCepTAINH ), B KOTOPBIX MOTYT COJEP>KaThCsl OCHOBHBIE BOIIPOCHI M3Y4aeMOU MpOOJIeMBI.

Paboty ¢ ncrounHnkamMu HaJ0 HAUMHATh C 03HAKOMHUTEIBHOTO YTE€HHUS, T.€. IPOCMOTPETH TEKCT,
BBIJIETISIL €r0 CTPYKTYpHBbIE €qUHUIIBL. [Ipu 03HAKOMUTENbHOM UTEHUM 3aKJIaJKaMH OTMEYAIOTCS Te
CTpaHHMIIBI, KOTOPBIE TPEOYIOT O0JIee BHUMATEIBHOTO U3Y4CHUSI.

B 3aBucHMOCTH OT pe3yJabTaTOB 03HAKOMHUTENBLHOTO YTEHUS BbIOMpaeTcs JalbHEHIINI criocoo
paboThl ¢ ucrounukom. Ecim st pa3pemeHns mocTaBIeHHOM 3aqauu TpedyeTcss n3ydeHne HEeKOTOPhIX
(bparMeHTOB TEKCTa, TO HCIOJIb3YeTCsl METOJl BHIOOPOYHOTO uTeHus. Eciu B KHUTE HET MOAPOOHOTO
OTJIABJICHUS, ClieayeT 0OpaTUTh BHUMAaHUE YUCHUKA HA IPEIMETHBIC M HIMEHHBIC YKa3aTeIH.

N30pannbie (pparMeHThl WM BeCh TEKCT (€clu OH LIETMKOM HMEET OTHOUICHHE K TeMe)
TpeOyIOT BIYMYHBOIO, HETOPOIUIMBOTO YTCHHUS C «MBICICHHOH mpopaboTkoi» MaTtepuana. Takoe
YTeHHE MPEAINOoiaracT BblIeJeHHEe: 1) TJIaBHOTO B TEKCTE; 2) OCHOBHBIX apryMEHTOB; 3) BBIBOJOB.
Ocoboe BHIMaHUE cIeyeT 00paTUTh Ha TO, BEITEKAET TE3UC U3 apTyMEHTOB MIIN HET.

HeoOxonmuMo  Takke NpoaHaIM3UpPOBaTh, KaKHMEe M3  YTBEPXKAECHUH aBTOpa  HOCST
po0IeMaTUYHBIN, THIIOTETUYECKUI XapaKTep, U YIOBUTh CKPBIThIE BOTIPOCHI.

[ToHATHO, YTO yMeHHE TakUM 00pa3oM padoTaTh C TEKCTOM HPUXOJMUT HaJeKO HE Cpasy.
Hawnnyumuii crnoco6 HayuuThCs BBIACIATH ITIABHOE B TEKCTE, YJIABIMBATH MPOOIEMaTUYHBIN XapakTep
YTBEPXKICHUM, 1aBaTh OLIEHKY aBTOPCKOM MO3MLUU — 3TO CPABHUTEIBHOE YTEHHUE, B XOAE KOTOPOIO
Bbl 3HaKOMHTECH € pAa3TUYHBIMU MHEHUSIMU 110 OTHOMY U TOMY K€ BOIPOCY, CPAaBHUBAETE BECOMOCTh
U JI0Ka3aTelbHOCTh apryMEHTOB CTOPOH U JIeNlaeTe BBIBOJ O HaMOONbLIEH yOeTUTeTbHOCTH TON WU
WHOH ITO3UIIHU.

Ecnn B nureparype BCTpe4aroTCsl pa3Hble TOUKH 3pEHMS 110 TOMY WJIM MHOMY BOIPOCY H3-3a
CJIO)KHOCTH MPOIIEIINX COOBITUM M MPABOBBIX SIBJICHWM, HENb3s UX OTBEprarb, HE Pa300paBILIKUCE.
ITpyu HanuuuM pacxoXKACHUN MEXAY aBTOpaMU HEOOXOAMMO HaWTH pallMOHAIBHOE 3€PHO y KaXKA0ro
U3 HUX, YTO MO3BOJUT IIy0Xke YCBOUTH MPEAMET U3yueHUsl U 00jiee KpUTHUHO OLIEHUBATh U3ydyaeMble
BOMPOCHI. 3HAKOMSACH C OCOOBIMH MO3UILUSAMH aBTOPOB, HYKHO ONPEAETATh MX CXOXKHE CYKICHMS,
apryMeHTBhI, BBIBOJIbI, @ 3aTE€M CPAaBHUBATh UX MEXAY COOOW M MPUMEHATh U3 HUX Ty, KOTOpas Oojee
yOenuTenpHa.

CnepyrommMm 3TarnoM paboTbl C JUTEPATypHBIMH HMCTOYHHUKAMH SIBJISETCS CO3JaHHE
KOHCIIEKTOB, (PUKCHUPYIOIINX OCHOBHBIE TE3UCHI U APTYMEHTHI..

Taxum 06pa3om, mpu padboTe ¢ UCTOYHUKAMU U JINTEPATypPO BaXKHO YMETh:

—  CONOCTaBIIsATh,  CPaBHUBATh,  KJIacCU(UIMPOBATH,  TPYNIUPOBaTh,  CHCTEMAaTU3HPOBATH
MH(OPMAIIHIO B COOTBETCTBUU C ONIPE/IeIeHHON yueOHOM 3a1auei;

— 0000mIaTh MOJIYYCHHYIO0 HH(POPMAIINIO, OIICHHBAThH TPOCTYIIAHHOE U TPOYNUTAHHOE;

— (¢ukcupoBaThb OCHOBHOE COJEp)KaHHE COOOILIEHUHN; (QOpPMYyIHUpPOBaTh, YCTHO M MHUCHBMEHHO,
OCHOBHYIO MJICIO COOOIIECHHUS; COCTABIIATH IJIaH, (POPMYIMPOBATH TE3HCHI;

— TOTOBHTbH U MPE3ECHTOBATH Pa3BEPHYTHIE COOOIIECHUS TUTIA TOKIIA1a;

— pabotaTh B pa3HBIX pexHMax (MHIMBUIYaJbHO, B Tape, B TPYIIE), B3aUMOJEHCTBYS IpPYr ¢
ApYToMm;
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—  TOJB30BaThCs pehepaTHBHBIMU U CIIPABOYHBIMU MaTE€pHaIaMu;

—  KOHTPOJIMPOBATh CBOM JICUCTBHS W JCHCTBUS CBOMX TOBapHINEH, OObEKTHUBHO OIICHHUBATH CBOU
e CTBUS,

— oOpamarbCcsi 3a TMOMOUIbIO, IONOJHHUTEIBHBIMH PA3bsICHEHUSAMHU K MPENoJaBaTeiio, APYyTruM
oOyuJaronumcs,

—  TI0Jb30BAThCSl JIMHTBUCTHYECKOM WM KOHTEKCTYaJbHOM JOTAaKOW, CIOBapsIMHU Pa3InYHOTO
XapakTepa, pPa3JIuyHOro pojia TOJICKa3KaMH, OMOpaMH B TeKCTe (KIIOUEBBIC CIIOBA, CTPYKTypa
TEKCTa, MpeABapsromas nHhopManus 1 Jap.);

—  HCIOJB30BaTh NPH TOBOPEHUU U MHChbME Nepudpas, CAHOHUMUYHBIC CPEJCTBA, CIOBA-OMUCAHUS
0OIINX TOHSTHH, pa3bSICHEHUS, IPUMEPHI, TOJTKOBAHHUS, «CIIOBOTBOPUECTBOY;

— TOBTOPATH WM TepedpasupoBaTh PEIUIMKY COOECETHHKA B MOJTBEPKACHUM TOHUMAHHUS €ro
BBICKA3bIBAaHUS UM BOIIPOCA;

— o0paruThcs 3a MOMOIIBIO K cOOeCeAHUKY (YTOYHHUTH BOIIPOC, MEPECTIPOCUTH H JIP. );

- HCIIOJIB30BATh MI/IMI/IKy, JKECThI (BOO6H_IC U B TEX cnyqaslx, Koraa siI3bIKOBBIX CpGI[CTB HC XBaTacT
JUIS. BBIPQYKEHUS TEX WJIM MHBIX KOMMYHUKATUBHBIX HAMEPEHUM).

IloaroToBKa K MPOMeKYTOYHOM aTTECTAIIUH.
[Ipu moAroToBKE K MPOMEKYTOUHON aTTECTAIIUH 1€I€CO00pa3HO:

— BHUMATEJIbHO H3YYHTh IEPEYeHb BOMPOCOB U OMPENEIUTh, B KAKUX HCTOYHHKAX HAXOAATCA
CcBeAeHM, HeOOXOIMMBIE JUIs1 OTBETA HA HUX;

—  BHHUMATEJILHO IPOYUTATh PEKOMEHAOBAHHYIO JIUTEPATYPY;

— COCTaBUTH KpaTKI/Ie KOHCIICKTBI OTBETOB (HJIaHI)I OTBCTOB).

8. Ilepevyenb HH(POPMALMOHHBIX TEXHOJIOTHIi, HCIOJIb3YyeMbIX IIPH OCYIECTBICHUHU
00pa3oBaTe/ILHOIO Mpolecca 1o JMCIHHILIMHE.
8.1 Ilepeyenb MH(POPMAITMOHHBIX TEXHOJIOTHIA.
[IpoBepka JOMAIIHUX 33JaHUN U KOHCYJIBTUPOBAHUE ITOCPEACTBOM JJIEKTPOHHOU ITOYTHI.
Hcnonp30BaHne 3JEKTPOHHBIX MPE3EHTALMI IPU NPOBEICHUM JIEKIIMOHHBIX U IPAKTHYECKUX
3aHATHIA.
8.2 Ilepevyenb HEOOXOAMMOTI0 MPOrPAMMHOIO O0eCIIeYeHHSI.
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
nurensun - 43725353)
5. Koncynprant [lmroc. JloroBop N 177/948 ot 18.05.2000

8.3 Ilepeyenb MHGOPMALMOHHBIX CIIPABOYHBIX CHCTEM:

YHUBEpCUTETCKAS nHGOpPMAaIIMOHHAS cucreMa http://www.uisrussia.msu.ru
POCCH (YUC POCCHA)

CupasouHo-1nipaBoBas cucrtema «KoncyapranT ITimrocy www.consultant.ru
®denepanpHas rocynapcTseHHast MHGOPMAIMOHHAS http://xn—90ax2c.xn--plai/

cucreMma «HanmoHanpHas 3JIEKTPOHHAS OUOIUOTEKAY
[Ha 6ase PoccHIiCKOM TOCYIapCTBEHHON OMOIMOTEKH |

DNeKTPOHHO-OMOINOTEeYHAs CHCTeMa http://biblioclub.ru
«Yuuepcuterckas onommoreka ONLINE»

DneKTpoHHO-01OIMoTeyHast cucteMa «JlaHb» http://e.lanbook.com
DNeKTpOHHO-0MOIMoTeuHas cucrema «tOpaiTy» https://www.biblio-online.ru
Scopus : MexxayHapoaHas pedepaTHBHAS U https://www.scopus.com/search/for
crpaBoYHas 0a3a JaHHBIX [IUTHPOBAHUS m.uri?display=basic.

PELICH3UPYEMOU JINTEPATYPhI

Web of Sciense (WoS, ISI) : wMexmynapomHas http://webofknowledge.com.

aHaJIMTHYECKas 0asa JaHHBIX HAYYHOI'O IUTUPOBAHUA
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basel nagueix «Mct Bpioy

9 MarepunanbHO-TeXHUYeCKast

0a3a,

00pa30BaTeIbLHOIO MpoIecca Mo THUCIUNJIHHE

Heo0XoauMAas

http://dlib.eastview.com.

Jid) ¢

OCYLeCTBJICHHA

IMomerterne aIst XpaHEHHs |
npO(UITAKTHYECKOTO 0OCTYKMBAHUS
y4eOHOT0 000pyIOBaHUS

ITomemmenue Ne 105
353900
Kpacnonapckuii kpaif,

r. HoBopoccuiick,
yi. KommynncTraeckas mom Ne 36

Y4eHUdecKHe CTOJBL, CTYIbS,
CTeILIAXHU

He tpebyercs

yueOHast ay IUTOPHS AJIS IIPOBEACHUS
3aHATUI JICKIHOHHOTO THIIA;
yueOHast ay ANTOPUH ISt
MPOBEICHUSI 3aHATHI CEMUHAPCKOTO
THIIa,;
yueOHas ay AUTOPHSI TPYIIIOBBIX H
HH/IMBUTYalTbHBIX KOHCYIIBTAIINI;
yueOHast ay AUTOPUH ISt
TPOBEACHNUSI TEKYIIETO KOHTPOJIS 1
POMEXYTOYHOM aTTECTALIH.

VYuebHas ayauropus Ne 201
353900
KpacHonmapckuii kpaid,

r. HoBopoccuiick,
yi. Kommynuctudeckas qom Ne 36

ObopynoBanue:
MYJABTUMEIUIHBIN IPOEKTOP,
9KpaH, HOYTOYK, yueOHast
Meberb, 10cKa yueOHasl,
yueOHO-HATISTHBIC TTOCOOHS
(TemaTugeckue
WILTIOCTPALHN ), IPE3CHTAUH
Ha DJICKTPOHHOM HOCHUTEIIS,
CIUIUT-CHCTEMA

WinRAR, I'ocynapcrBenHsrit koHTpakT Nel3-
OK/2008-3;

MicrosoftWindows XP, 'ocymapcTBeHHBIH
koHTpakT Nel13-OK/2008-3;
MicrosoftWindowsOffice 2003 Pro,
TlocynapcrBenHblit koHTpakT Nel3-OK/2008-3
(Homep nurtiensun - 43725353);

Kouncynprant Ilitoc, JloroBop Ne177/948 ot
18.05.2000

yaeOHas ay JUTOpHUS IS TPOBEACHUS
3aHATHUH JEKIIMOHHOTO THIIA;
yueOHas ayJUTOPUH JUIS
MPOBEACHUS 3aHATUI CEMUHAPCKOTO
THUIIA;
yueOHast ayJUTOPHS TPYIIIOBBIX U
UHIUBUAYaIIbHBIX KOHCYIbTALHH;
yueOHast ayJUTOPHU VIS
IIPOBEACHUS TEKYILEro KOHTPOJIS U
IIPOMEKYTOUYHOM aTTeCTaluu.

VYuebnas ayauropust Ne 202
353900
Kpacnonapckuii kpaii,

r. HoBopoccuiick,
yi. KommyHnuctudeckas 1om Ne 36

O6opynoBaHue:
MYJIBTUMEAUWHBII IPOEKTOD,
9KpaH, HOYTOYK, ydeOHas
Mebenb, Jocka yueOHas,
y9e0HO-HATIIATHBIC TI0COOHS
(Temarudeckue
WJLTIOCTPAIINH ), IPE3eHTAINH
Ha JJIEKTPOHHOM HOCHTEIE,
CILUTUT-CUCTEMA

WinRAR, I'ocynapcreennsiii konTpakt Nel3-
OK/2008-3;

MicrosoftWindows XP, I'ocynapcrBeHHbII
koHTpakT Nel3-OK/2008-3;
MicrosoftWindowsOffice 2003 Pro,
Tlocynapcreennsiii koHTpakT Nel3-OK/2008-3
(Homep nuuensuu - 43725353);

Koncynerant [Tnroc, [Jorosop Nel77/948 ot
18.05.2000

yaeOHast ay TUTOPUS ISl IPOBEACHUS
3aHATHI JEKIIMOHHOTO THIIA,
yueOHasl ayJJUTOPUH LIS
MIPOBEACHUS 3aHATHH CEMUHAPCKOTO
THIIA,
yueOHast ayJUTOPHS TPYIIIOBBIX H
HHINBUAYAIbHBIX KOHCYJIbTAIIHIA;
y4ueOHast ayTMTOPUH ISt
MIPOBEACHUS TEKYIIEr0 KOHTPOJIS U
MIPOMEKYTOYHOU aTTECTALIUH.

VYuebnas ayautopusi Ne 203
353900

O6opynoBaHue:
MYJIBTUMEIUHHBIA TPOEKTOP,
9KpaH, MOHOOJIOK, CKaHep,
yaeOHas mebenb, TocKa
yaeOHasi, yaeOHO-HATIISTHBIE
mocoOust (TeMaTHIecKue
WUTIOCTPAIHH), IPE3CHTAUU
HAa 3JIEKTPOHHOM HOCHUTEJIE,
CIUTUT-CHUCTEMA

WinRAR, I'ocynapcrBennsiii konTpakt Nel3-
OK/2008-3,;

MicrosoftWindows XP, 'ocynapcTBeHHBIH
koHTpakT Nel3-OK/2008-3;
MicrosoftWindowsOffice 2003 Pro,
TocynapcrBenHblit koHTpakT Nel3-OK/2008-3
(Homep nuriensun - 43725353);

Koncynerant [Tmroc, [lorosop Nel77/948 ot
18.05.2000
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Kpacnonmapckuii kpaid,
r. HoBopoccuiick,
yi. Kommynauctndeckas gom Ne 36

[Tomerenne st XpaHeHUS U
MPOPUIAKTHIECKOTO O0CITy)KUBAHHSA

Y4eHUdecKHe CTOJBL, CTYIbS,
CTEJUTaXH, CepBEp, BBIXOI B

WinRAR, I'ocynapcrBenHsIit KoHTpakT Nel3-
OK/2008-3;

3aHATHUI JEKIIMOHHOTO TUIIA;
yueOHast ayAUTOPHH UL
HNPOBEACHUS 3aHATUI CEMHUHAPCKOrO
THUIA;
yueOHast ayJUTOPHS TPYIIIOBBIX U
HMHIVBUIYaJIbHBIX KOHCYIbTALHH;
yueOHast ay AUTOPUH IS
IIPOBEACHUS TEKYILEro KOHTPOJIA U
IIPOMEKYTOUYHOH aTTeCTaluu.

VYuebnast ayautopust Ne 205
353900
Kpacnonapckuii kpait,

r. HoBopoccuiick,
yi. Kommynuctuyeckas 1oM Ne 36

MYJABTUMEIUIHBIN IPOEKTOP,
9KpaH, HOYTOyK, yaeOHas
Mebenp, Jocka yaeOHas,

y9e0HO-HATIIATHBIC TI0COOMS

(TemaTugeckue
WIUTIOCTPAIUH ), TPE3EHTAIIUN
HAa 3JICKTPOHHOM HOCHUTEJIE,
CILUTUT-CUCTEMA

y49e0HOTO 000pyIOBaHUS HHTEPHET MicrosoftWindows XP, I'ocymapcTBeHHBIH
koHTpakT Nel3-OK/2008-3;
IMomemeHue Ne 204 MicrosoftWindowsOffice 2003 Pro,
353900 TlNocynapcreennsiii koHTpakT Nel3-OK/2008-3
Kpacnonapckuii kpait, (Homep nurniensuu - 43725353);
r. HoBopoccuiick, Koncynerant [Tnroc, JloroBop Nel77/948 ot
yn. Kommynucriueckast 1om Ne 36 18.05.2000
ydeOHast ayAUTOpHUs JUIsl IPOBEACHHS O6opynoBaHue: WinRAR, I'ocynapcTBeHHbIH KOHTpakT Nel3-

OK/2008-3;

MicrosoftWindows XP, I'ocymapcTBeHHBIH
koHTpakT Nel3-OK/2008-3;
MicrosoftWindowsOffice 2003 Pro,
Tlocynapctennstii koHTpakT Nel3-OK/2008-3
(Homep nuuensun - 43725353);

Koncynprant I[lintoc, JJoroBop Nel177/948 ot
18.05.2000

yaeOHas ay IUTOPUS I IPOBEICHUS
3aHATHH JEKIHOHHOTO THIIA;
yueOHas ayJUTOPUH JUIS
MPOBEJICHUS 3aHSITUH CEMHHAPCKOTO
THIIa;
yueOHast ayJIUTOPHs TPYIIOBBIX U
WHJIMBHYaJIbHBIX KOHCYJIbTALU;
yueOHas ayJIUTOPUH JUTS
NPOBEJICHNUS TEKYILIETO KOHTPOJIS 1
NPOMEKYTOYHON aTTECTALINY;

VYuebnas ayquropust Ne 301
353900
KpacHonmapckuii kpaid,

r. HoBopoccuiick,
yi. Kommyructrdeckas gom Ne 36

O6opynoBanue:
MYJIBTUMEAUWHBII IPOEKTOD,
9KpaH, EPCOHAIbHbIN
KOMITBIOTED, yueOHast Meberb,
Jlocka yueOHas, yueOHO-
HarysIIHBIE TOCOOUS
(Temarudeckue
WITIOCTPAINHN), TPE3eHTAINN
Ha JJICKTPOHHOM HOCHTEIE,
BBIXOJ] B MHTEPHET, CIUINT-
cucreMa

WinRAR, T'ocynapcrBenHsIit KOHTpakT Nol3-
OK/2008-3,;

MicrosoftWindows XP, I'ocynapcTBeHHbII
koHTpakT Nel13-OK/2008-3;
MicrosoftWindowsOffice 2003 Pro,
TlNocynapcrBenHslit koHTpakT Nel3-OK/2008-3
(Homep nuriensuu - 43725353);

Koncynerant [Tnroc, [Jorosop Nel77/948 ot
18.05.2000

yaeOHast ay TMTOPUS ISl IPOBEACHHUS
3aHSATUN JIEKIIMOHHOI'O THIIA;
yueOHasl ayJJUTOPUH IS
[IPOBEJICHUS 3aHATUH CEMHHAPCKOTO
THUIIA;
y4eOHast ayJJUTOPHUS TPYIIIOBBIX H
MHIUBUAYAJIbHBIX KOHCYJIBTAIMI;
yueOHasl ayJJUTOPUH LIS
MPOBEJEHUS TEKYILEro KOHTPOJIS U
MIPOMEKYTOYHOM aTTeCTallNH;

Yuebnas aymutopust Ne 303
353900
Kpacnonmapckuii kpaid,

r. HoBopoccuiick,

O6opynoBaHue:
MYIBTUMEIUHHBIA TPOEKTOP,
9KpaH, NepCOHAIbHBIN
KOMIIBIOTEP, TEJIEBU30P,
BU/IEOMarHuTO(OH; yueOHas
Me0Oenb, Tocka yaeOHas,
y4ueOHO-HATTISAHBIE TI0COOSI
(Temarnueckue
WUTIOCTPAIUH ), TPE3EHTAIIUN
HAa 3JIEKTPOHHOM HOCHUTETIE,
CIUTUT-CHCTEMA

WinRAR, I'ocynapctBenHsIit KOHTpakT Nel3-
OK/2008-3;

MicrosoftWindows XP, ['ocynapcTBeHHBII
koHTpakT Nel3-OK/2008-3;
MicrosoftWindowsOffice 2003 Pro,
Tlocynapcrennsiii koHTpakT Nel3-OK/2008-3
(Homep nuuensun - 43725353);

Koncynerant [Tnroc, [JoroBop Nel77/948 ot
18.05.2000
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yi1. Kommynuctudeckas qom Ne 36

YueOHas aynuTopus Aas
CaMOCTOSATEIbHOI padoThl, C
pabounmu MecTamu,
OCHAIICHHBIMHI KOMITBIOTEPHOH
TEXHHUKOH C MMOJKITIOUYCHUEM K CETH
«VHTEpHET» M 0OEcCTIedeHUEM
HEOTPaHMUYCHHOTO JIOCTYIa B
AJIEKTPOHHYIO HH(POPMAIIMOHHO-
00pa30BaTeNbHYIO CPERY
OpraHHU3alUH ATl KaXKJI0TO
00yuaromerocs, B COOTBETCTBUH C
00bEMOM M3y4aeMBbIX JUCLUIIIHH
Yuebnas ayguropus Ne 309
353922
Kpacnonapckuii kpaif,

r. HoBopoccuiick,
yi. Kommynuctuyeckas gom Ne 36

IlepconanbHbIE KOMIBIOTEPHI,
BbIXO[ B MHTEpHET,
YYEHHIECKUE CTOJIBI, CTYIIbS,
KHIDKHBIH TIKad

WinRAR, I'ocynapcreennsiii konTpakt Nel3-
OK/2008-3

MicrosoftWindows XP, I'ocymapcTBeHHBIH
koHTpakT Nel3-OK/2008-3
MicrosoftWindowsOffice 2003 Pro,
Tlocynapcrennsiii koHTpakT Nel3-OK/2008-3
(Homep nuriensun - 43725353)

Koncynerant [nroc, JloroBop Nel177/948 ot
18.05.2000

ydeOHast ayanTopus Ui
MPOBEICHUS
3aHATHUH JEKIIMOHHOTO THUIIA,
yueOHas ayJUTOpuUs IS
MPOBEICHUS
3aHATUM CEMHUHAPCKOTO THUIIA;
yueOHast ayAUTOpHUs TEKYLIETO
KOHTPOJIS U IPOMEKYTOUHOI
aTTeCTalluy;
yueOHast ay JUTOPHS TPYIIIOBBIX U
WHIUBUIYaIIbHBIX;
KOHCYJIbTaluil

Aynutopus Ne 402
353900
KpacHonmapckuii kpaid,

r. HoBopoccuiick,
yi. Kommynuctudeckast Ne 36

OO6opynoBaHue: 10CKa
ayJIuTopHas, yueOHo-
HarJIsiAHbIE TIOCOOHS
(TemaTHueckue
WUTIOCTPAIMN), YIeHUUECKUe
CTOJIBI, CTYJIbSI

He tpedyercs

yaeOHast ay JUTOPHUS IS IPOBEIACHUS
3aHATUN JEKIIUOHHOT'O THIIA;
y4eOHbIe ayTUTOPHH JIIIS
[IPOBEJICHUS 3aHATUH CEMHHAPCKOTO
THUIIA;
ydeOHast ayJUTOPHUS TPYIIIOBIX H
WHJUBHUAYaJIbHBIX KOHCYJIbTALIUM;
y4eOHbIE ayTUTOPUN JJIsI
MPOBEJEHUS TEKYILEro KOHTPOJIS U
MIPOMEKYTOUHOM aTTEeCTallNH;

YuebHas ayautopus Ne 403
353900
Kpacnonapckuii kpaii,
r. HoBopoccwiick,
yi1. Kommynuctuueckast fom Ne 36

OObopynoBaHue: 10CKa
ayJAMTOPHAs!, yYCHUUECKHE
CTOJIBI, IEPCOHABHBIH
KOMITBIOTED,
MYJIBTUMEIUIHBINA TPOEKTOP,
9KpaH JUIsl IPOEKIIMOHHON
TEXHUKHU CTYJIBS,
SIEKTPOHHBIN THP, HHIUKATOP
pamgnoaxtuBHOCTH (PAZIEKC),
IIMHA TPAHCTIOPTHAS
AIIaCTUYHASI, HOCHJIKH
TKaHeBble MUC, KOMITIEKT
WHJIUBHUYaJIbHOM
rpa)<1aHCKOM 3aILUTHI,
BOICKOBO# IpHOOP
XUMHYECKOH pa3BeaKu

WinRAR, I'ocynapcrBeHHbIit KOHTpakT Nol3-
OK/2008-3;

MicrosoftWindows XP, 'ocymapcTBeHHBIH
koHTpakT Nel3-OK/2008-3;
MicrosoftWindowsOffice 2003 Pro,
Tlocynapcreennsiii koHTpakT Nel3-OK/2008-3
(Homep nuriensun - 43725353);

Koncynerant [Tmroc, [lorosop Nel77/948 ot
18.05.2000

yaeOHast ay TUTOPHUS JIJIs TPOBEACHHUS
3aHATHH JCKIIMOHHOTO THIIA,
y4yeOHast ay TMTOPUH JIJIS
MIPOBEACHUS 3aHATHH CEMUHAPCKOTO
THIIa;
yueOHast ayJIUTOPHs TPYIIOBBIX U

O6opynoBaHue:
MYJIbTUMEIUIHBIN IPOEKTOP,
9KpaH, IePCOHAIbHbIN
KOMITBIOTED, yaeOHast MeOerb,
J0CKa yueOHast, BBIXOA B
WurepHert, yueOHO-HaITIsITHBIC

WinRAR, I'ocynapctBenHsIit KOHTpakT Nel3-
OK/2008-3;

MicrosoftWindows XP, I'ocymapcTBeHHBIH
koHTpakT Nel3-OK/2008-3;
MicrosoftWindowsOffice 2003 Pro,
T'ocynapcrBennsiit kKoHTpakT Nel3-OK/2008-3
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UHIUBUAYAJIbHBIX KOHCYIbTALHH;
yueOHast ay AUTOPUH ISt
MPOBEACHUS TEKYIIEH U
MIPOMEKYTOUYHOM aTTecTaluu.

YuebHas aynuropus NeS01
353922
Kpacnonmapckuii kpaii,

r. HoBopoccuiick,
yi. I'epoeB JlecanTHukoB 1oM Ne 87

nocoOus (TemMaruyecKue
WITIOCTPAIMN ), 3BYKOBBIC
KOJIOHKH, (prrumaapt
MarHUTHO-MapKEpHbIH,
MPEe3eHTANN Ha 3JIEKTPOHHOM
HOCHTEJE, CIUINT-CHCTEMA

(Homep nutensun - 43725353);
Koncynerant [nroc, Jlorosop Nel77/948 ot
18.05.2000

ydeOHast ayAUTOpHUs JUIsl IPOBEACHHS
3aHATUH JEKIIMOHHOTO TUIIA;
yueOHast ayAUTOPUH JUIst
MPOBEACHUS 3aHITUI CEMHHAPCKOTO
THIIa;
yueOHast ay U TOPHS TPYTIOBBIX U
WHIUBHUYaIbHBIX KOHCYIbTAalNi;
y4eOHast ayJUTOPUH IS
MPOBEACHUS TEKYILEH 1
IIPOMEKYTOUYHOH aTTeCTalUu.

YuebHas aynuropust Ne502
353922
Kpacnonmapckwuii kpaif,

r. HoBopoccuiick,
yi1. I'epoeB JlecantHukoB jom Ne 87

ObopynoBanue:
MyJIbTUMEIUHHBIN IPOEKTOD,
9KpaH, NepCOHaIbHBIN
KOMIIBIOTEp, yueOHas MeOeb,
Jocka yueOHas1, yaeOHo-
HaIJIAHbIE TT0COOns
(Temarnueckue
WLTIOCTPAINH ), TIPE3CHTALUH
Ha 3JICKTPOHHOM HOCHTEIE,
MarHMTHO-MapKepHas JJocKa

WinRAR, I'ocynapcTBeHHbIH KOHTpakT Nel3-
OK/2008-3

MicrosoftWindows XP, I'ocynapcTBeHHBII
koHTpakT Nel3-OK/2008-3
MicrosoftWindowsOffice 2003 Pro,
Tlocynapctennsiii koHTpakT Nel3-OK/2008-3
(Homep nuriensmn - 43725353)

Koncynerant [Tnroc, [lorosop Nel77/948 ot
18.05.2000

yaeOHast ay JTUTOPHSA IJISI IPOBEICHUS
3aHATHH JIEKIIMOHHOTO THIIA;
y4aeOHast ayJTUTOPHH VTS
MIPOBEICHUS 3aHATHH CEMHHAPCKOTO
THIIa;
yueOHast ay IUTOPHs TPYIIOBBIX U
WHJIMBHUYaJIbHBIX KOHCYJIbTALUI;
yueOHbIe ayJJUTOPHUHU IS
MPOBEJECHUS TEKYIIEH U
MIPOMEKYTOUHOM aTTeCTallly;
yaeOHas ayJUTOpHUS IS
BBITIOJTHEHHS HAYYHO —
HCCIe0BATEIbCKON paboThI;
ayAUTOPHUS KyPCOBOTO
MIPOEKTUPOBAHUS (BBITTOJIHEHUE
KYpPCOBBIX pabor).

Yuebnas aymutopust Ne 503
353922
KpacHonapckuii kpai.,
r. HoBopoccuiick,
yi. I'epoeB [lecanTHukoB gom No
87

O6opynoBanue:
MYJABTUMEIUIHBINA TPOEKTOP,
9KpaH, NePCOHAIBHBIC
KOMIIBIOTEPHI, yueOHas
Mebenb, 1ocka yueOHas,
BbIx0J B lHTEpHeT, yueOHo-
HarISAHbBIE TOCOOHS
(Temarnueckue
WUTIOCTPALN ), TIPUHTED,
MPEe3eHTAIH Ha 3JIEKTPOHHOM
HOCHTEJE, CIUINT-CHCTeEMa

WinRAR, T'ocynapcrBenHsIit KOHTpakT Nol3-
OK/2008-3;

MicrosoftWindows XP, 'ocymapcTBeHHBIH
koHTpakT Nel3-OK/2008-3;
MicrosoftWindowsOffice 2003 Pro,
TlocynapcrBenHblit koHTpakT Nel3-OK/2008-3
(Homep nuriensun - 43725353);

Koncynprant Ilitoc, JJorosop Ne177/948 ot
18.05.2000

YueOHast ayauTopust Juis
CaMOCTOSATENLHOM PaboTEHL, C
paboynMu MecTamH,
OCHAIIEHHBIMH KOMITBIOTEPHOM
TEXHHUKOH C IMOJKITIOYEHNEM K CETH
«HTEepHETY W 00eCTIeueHnEM
HCOTPAaHUYCHHOI'0 1O0CTYyIIa B
ANEKTPOHHYIO HH(POPMAITMOHHO-
00pa30BaTENBHYIO CPEIy
OpraHu3anun I KaXxJa0To
00y4aromerocs, B COOTBETCTBHH C
00bEMOM M3YyYaeMBbIX JUCLUIIINH

ObopynoBanue:
[MepcoHa bHBIE KOMITBIOTEPHI,
KOMITBIOTEPHBIE CTOJIBI, BBIXO]I

B MHTEpHET, yUeHUYECKHE
CTOJIBI, CTYJIbsI, KHHXKHBIE
CTEHIbI

WinRAR, I'ocynapcrBennsiii konTpakt Nel3-
OK/2008-3,;

MicrosoftWindows XP, ['ocynapcTBeHHBII
koHTpakT Nel3-OK/2008-3;
MicrosoftWindowsOffice 2003 Pro,
TocynapcrBenHblit koHTpakT Nel3-OK/2008-3
(Homep nuriensun - 43725353);

Koncynerant [Tmroc, [lorosop Nel77/948 ot
18.05.2000
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VYueOHas aynutopust Ne 504
353922
Kpacnonapckuii kpait,
r. HoBopoccuiick,
yi. 'epoeB [lecanTHukoB 1om Ne 87

yaeOHast ay JUTOPHSA AJISI IPOBEICHUS
3aHATHH JIEKIIMOHHOTO THIIA;
y4eOHast ayJUTOPUH IS
MIPOBEICHUS 3aHATHI CEMHHAPCKOTO
THIIa;
yueOHast ayAUTOPHs IPYIIIOBBIX U
WHJIMBHYaJIbHBIX KOHCYJIbTALIU;
ydeOHast ay AUTOPUH LIS
NPOBEICHUS TEKYIIEH 1
MIPOMEKYTOUYHOM aTTeCcTaliy.

YuebHas ayguropus Ne505
353922
Kpacnonapckuii kpaif,
r. HoBopoccwiick,
yi. I'epoeB JlecaHTHUKOB oM Ne
87

ObopynoBanue:
MYJIbTUMEIUIHBINA IPOEKTOP,
3KpaH, NePCOHAIbHBIN
KOMIIBIOTEp, yueOHas MeOeb,
JIOCKa yycOHasi, y4eOHO-
HarJIsiHbIE TT0CO0us
(TemaTHueckue
WILTIOCTPALMH ), CKaHep,
(mnuapT MarHUTHO-
MapKepHbIH, IPE3eHTAUU Ha
3JIEKTPOHHOM HOCHUTEIE

WinRAR, I'ocynapcrBenHsrit koHTpakT Nel3-
OK/2008-3

MicrosoftWindows XP, I'ocymapcTBeHHBIH
MicrosoftWindowsOffice 2003 Pro,
TlNocynapcrBennslit konTpakt Nel3-OK/2008-3
(Homep nunensuu - 43725353)

Koncynerant [nroc, [loroBop Nel177/948 ot
18.05.2000

ydaeOHast ayAUTOPHS LTS TPOBEACHHS
3aHSTHI JICKIIMOHHOTO THIIA;
yueOHast ay AUTOPUH ISt
MPOBEICHUsI 3aHATHI CEMUHAPCKOTO
THIIA;
y4ueOHast ay ANTOPHUSI TPYIIIOBBIX U
HHANBUIYaIbHBIX KOHCYJIbTALHI;
yueOHast ay INTOPUH ISt
HPOBEACHUS TEKYIICH 1
POMEXYTOYHOM aTTECTALIH.

YuebHas ayguropus Ne506
353922
KpacHonmapckuii kpaid,
r. HoBopoccuiick,
yi1. I'epoeB JlecanTHUKOB oM Ne
87

OO0opynoBaHue: TEICBU30D,
HOYTOYK, yucOHast MeOeIb,
JIocka yueOHasi, yueOHo-
HArSIIHBIE T0COOUS
(Temarudeckue
WUTIOCTPALMHN ), MATHUTHO-
MapKepHasi JI0CKa

WinRAR, 'ocynapcreennsiii konTpakt Nel3-
OK/2008-3;

MicrosoftWindows XP, 'ocynapcTBeHHBII
koHTpakT Nel13-OK/2008-3;
MicrosoftWindowsOffice 2003 Pro,
Tlocynapctennsiii koHTpakT Nel3-OK/2008-3
(Homep nuuensuu - 43725353);

Koncynerant [Tnroc, [Jorosop Nel77/948 ot
18.05.2000

yaeOHast ay JTUTOPHS JISI TPOBEICHUS
3aHATHH JEKIIMOHHOTO THIIA;
yueOHast ayJUTOPHU VIS
MIPOBECHUS 3aHATHI CEMHHAPCKOTO
THIIA;
yueOHast ayJIUTOPHs TPYIIOBBIX U
MHJIMBHUYaJIbHBIX KOHCYJIbTAIINi;
ydueOHast ay TMTOPUH JIJIst
IIPOBEJCHUS TEKYILIEN U
MIPOMEXKYTOYHOH aTTeCTaIHH,
yaeOHas ayJUTOpHUS IS
CaMOCTOSTENLHOM paboThI, ydeOHast
ayJMTOPHS /IS BBIIOJIHEHHST HAYYHO
— HMCCIIeJIOBATENbCKOI padoThI;
ayAUTOPHUS KypCOBOTO
MIPOEKTUPOBAHHUS (BBIITOJITHEHUE
KYPCOBBIX paboT).

Yuebnas aymutopust Ne 509
353922
Kpacnonapckuii kpaii,
r. HoBopoccuiick,
yi. I'epoeB JlecaHTHUKOB oM Ne
87

ObopynoBanue:
MYJIbTUMEIUIHBIA TPOEKTOP,
9KpaH, NepCOHAIbHBIC
KOMITBIOTEPEI, yaeOHas
Mebenb, JocKa yaeOHas,
BbIX0/ B MIHTEpHET, yueOHO-
HaTJIIIHBIE TIOCOOHS
(TemaTmueckue
WIITIOCTpaun), GiaumaapT
MarHUTHO-MapKepHBIN, BeO-
Kamepa, 3ByKOBbIE KOJIOHKH,
MPUHTED, CIUVINT-CUCTEMA,
MIPE3EHTAIMY Ha 3JICKTPOHHOM
HOCHTENe

WinRAR, I'ocynapcrBeHHbIit KOHTpakT Nol3-
OK/2008-3;

MicrosoftWindows XP, 'ocymapcTBeHHBIH
koHTpakT Nel3-OK/2008-3;
MicrosoftWindowsOffice 2003 Pro,
TNocynapcrBenHblit koHTpakT Nel3-OK/2008-3
(Homep nuriensun - 43725353);

Koncynerant [Tmroc, [lorosop Nel77/948 ot
18.05.2000
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yaeOHas ay IUTOPUS I IPOBEICHUS
3aHATHH JICKINOHHOTO THIIA;
y4eOHast ayJUTOPUH IS
NPOBENICHUS 3aHATHH CEMUHAPCKOTO
THIIa;
y4eOHas ay IUTOPUS TPYIIIOBBIX U
WHJIMBHYaJIbHBIX KOHCYJIbTALIU;
ydeOHast ay AUTOPUH LISt
MPOBEACHUS TEKYIIEH 1
MIPOMEXKYTOYHOH aTTeCTalHH,
ydeOHast ay AUTOPUH LISt
CaMOCTOATENFHON Pa0OTHI, yaeOHas
AyAWUTOPHS JUIS BBIOJIHCHUS HAYYHO
— FICCIIeJOBATEIILCKON PabOTHI;
ayIUTOPHs KYpPCOBOTO
MPOEKTUPOBAHHUS (BBIITOIHECHHE
KYpPCOBBIX pabor).

Yue6Has ayguropus Ne 510
353922
KpacHonmapckuii kpaid,
r. HoBopoccuiick,
yi1. 'epoeB JlecanTHUKOB oM Ne
87

O6GopynoBaHue:
MYJIbTUMEIUHHBIN IPOEKTOP,
9KpaH, IEPCOHANbHBIC
KOMIIBIOTEPEI, YaeOHast
Mebenb, JocKa yaeOHas,
BEIXOJ B MIHTEpHET, yueOHO-
HarJsIHbIe Tocoous,
(TemaTHueckue
WUTIOCTPAINH ), TIPE3EHTALUH
Ha HJIEKTPOHHOM HOCHUTEIE
ceTeBoe 000py0BaHNe
CISCO (mapmpyTuzaTopsl,
KOMMYTAarTopsl, 19-tu
JIIOMMOBEIH ceTeBOH mIkad)
CIUIUT-CHCTEMA, CTEH]
«Apxutexrypa [IDBM»

WinRAR, I'ocynapcTBeHHbI# KOHTpakT Nel3-
OK/2008-3;

MicrosoftWindows XP, I'ocymapcTBeHHBIH
koHTpakT Nel3-OK/2008-3;
MicrosoftWindowsOffice 2003 Pro,
Tlocynapcrennsiii koHTpakT Nel3-OK/2008-3
(Homep nutensun - 43725353);

Koncynerant [Tnroc, JloroBop Nel77/948 ot
18.05.2000

[MomereHne st XpaHEHHs U
npodUIAKTHIECKOTO
o0ciy)kuBaHUS YIeOHOTO
obopymoBaHUs

ITomemienne Ne 511
353922
Kpacnonmapckwuii kpaid,

r. HoBopoccuiick,
yi. I'epoeB [lecanTHukoB 1om Ne
87

ObopynoBanue: CTOI, MKad,
CTeIUTaX, IePCOHATBHBIN
KOMIBIOTEp, yucOHas
MebOenb, yaeOHasl, BRIXO B
Hurepuer.

WInRAR, TocynapctBeHHbIi KOHTpakT Nel3-
OK/2008-3
WinRAR, T'ocynapcrBenHsIit KOHTpakT Nol3-
OK/2008-3;
MicrosoftWindows XP, I'ocynapcTBeHHbII
koHTpakT Nel13-OK/2008-3;
MicrosoftWindowsOffice 2003 Pro,
TNocynapcrBenHslit koHTpakT Nel3-OK/2008-3
(Homep nuriensun - 43725353);
Koncynerant [Tnroc, [Jorosop Nel77/948 ot
18.05.2000

[MomereHne st XpaHSHUS U
npodUIAKTHYECKOTO
o0ciy)kuBaHUS YIeOHOTO
o0opymoBaHUs

Iomemienne Ne 516
353922
KpacHonapckuii kpaii,

r. HoBopoccuiick,
yi. I'epoe JlecantrkoB gom No
87

ObopynoBanue: CTOII, mKad,
CTeIUIaX, yuyeOHas MeOelb.

He tpebyercs

[Tomemienne 11t XpaHEHUs U
IPOQHITAKTHYECKOTO
o0ciryKuBaHHs y4eOHOTO
000pyIOBaHUS

TTomenienne Ne 517
353922
KpacHonapckuii kpaii,
r. HoBopoccuiick,
yi. I'epoeB JlecanTHukoB qoM Ne
87

O0opynoBaHue: CTOI, MKad,
cTeiax, yueOHas MeOelb.

He tpebyercs
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[Tomemenune 1y1st XpaHEHUs U OO6opynoBanue: cTo, mkad, He tpebyercs

POQHIAKTHYECKOTO cTeiax, yueOHass MeOeb.

obciy>)kuBaHUS YIeOHOTO
obopymoBaHus

TTomemenne Ne 518
353922
Kpacnonapckuii kpaii,
r. HoBopoccuiick,
yi. I'epoeB JlecanTHukoB qoM Ne
87

CornacHo nucbkMy MuHHCTEpCTBa 00pa3oBanus u Hayku PO No MOH-25486 or 21.06.2017r
«O pa3paboTke aJanTUPOBAHHBIX OO0pa30BaTENbHBIX MpOrpaMM» - pa3paboTka aJanTHUBHOU
MporpaMMbl HEOOXOoJMMa B Ciydae HAIWYMS B OOpa30BaTENbHOW OpraHU3aluu XOTsS OBl OHOTO
00y4aroIIerocs ¢ OrpaHuYeHHBIMU BO3MOKHOCTSIMU 3/10POBbS

Jis o0ydarommxcsi U3 YUCla WHBATUAOB OOYYEHHE MPOBOJUTCS OpPraHU3alMeld C y4eToM
OCOOCHHOCTEH HX MCUXO()H3UIECKOTO PA3BUTHUS, UX HHIUBUIYATHHBIX BO3MOXHOCTEH M COCTOSHUS
3J10pOBbS (1ajiee - UHANBUAYAIbHBIE OCOOEHHOCTH).

[Ipu mpoBeneHUU OOy4YEHUS WHBAIMUIOB OOCCIIEYMBACTCS COOJIOCHUE CISAYIONUX OOIIUX
TpeOOBaHMI:

-IPOBEICHNE OO0YUICHHUSI JJI1 HHBAIUIOB B OJHON ayIUTOPUN COBMECTHO C OOYUYAIONTUMHUCS, HE
MMEIOIUMH OTPAHUYEHHBIX BO3MOXKHOCTEW 3/J0pOBbS, €CIM 3TO HE CO3/aeT TPYAHOCTEH i
o0yJaromuxcs;

-IIPUCYTCTBUE B ayJUTOPUU ACCHUCTEHTa (ACCHCTEHTOB), OKA3bIBAIOLIETO OO0YyYaIOUIIMCS
WHBAJINIaM HEOOXOIUMYI0 TEXHUYECKYIO TOMOIIIh C YI€TOM MX WHIAUBUIYIBHBIX OCOOCHHOCTEH;

-1I0JIb30BaHHE HEOOXOJMMBIMH OOYYarOIIMMCS WHBAaNUAaM TEXHHUYECKUMU CPEICTBAMHU C
Y4€TOM MX UHAMBHUAYaAIbHBIX OCOOCHHOCTEH;

-o0ecreyeHue BO3MOXKHOCTU OECTpEensTCTBEHHOIO JOCTyma OOYYarolIMXCs WHBAIHIOB B
ayJTUTOPUH, TYAJICTHBIC U JIPYTUe TIOMEIICHHSI, & TAKXKE HX PEOBIBAHMS B YKa3aHHBIX TOMEIIICHUSX;

B 3aBucuMOCTH OT WHIUBUAYATbHBIX OCOOCHHOCTEH OOy4YarouMxcs C OrpaHUYECHHBIMH
BO3MOXXHOCTSIMHU 37I0POBbsI, OpraHW3aIusi 00CCIICUNBACT BBITOJIHCHUE CIICAYIOMUX TPeOOBaHUH MpH
MIPOBEICHUU 3aHATHI:

a) 015 cienvlx:

-33/1aHHs U UHBIE MaTepuaibl 0QOPMIISIFOTCS penbedHO-TouedHbIM IpudTOoM bpaiinsg wnu B
BHJIE JJICKTPOHHOTO JIOKYMEHTA, JOCTYITHOTO C TMOMOIIBI0 KOMITBIOTEpPA CO CIEIUATH3UPOBAHHBIM
MIPOrPaMMHBIM 00eCTIeYeHUEM JIJIS CIIETIBIX, JIN0O 3aUYUTHIBAIOTCS] ACCUCTEHTOM;

-IMCHMCHHBIC 3aJIaHUs BBIMOJHIIOTCS OOyJaroIuMHCS Ha Oymare peiabeHO-TOYCUHBIM
mpudTom Bpaiing uim Ha KOMIIBIOTEpPE CO CHEIHATU3UPOBAHHBIM MPOTPAMMHBIM OOECIIEUeHUEM st
CJICTIBIX, JTHOO HATUKTOBBIBAOTCS ACCUCTEHTY;

-PU  HEOOXOAMMOCTH  OOYYAarOIIMMCS  MPENOCTABIAETCS  KOMIUIEKT  MHUCHMEHHBIX
MPUHAISKHOCTEH W Oymara Juisl mUchMa pelibe()HO-TOYCUHBIM IMIPUPTOM bpaiins, KoMIbloTep CO
CHEIHATM3UPOBAHHBIM POTPAMMHBIM 00€CTIEYCHHEM JISI CTICTIBIX;

0) 015 c1aboBUOAWUX.

-33/1aHUS U UHBIE MaTepuanbl O(QOPMIISIOTCS YBEIHMUEHHBIM IPU(TOM;

-o0ecreunBaeTcs MHIMBHIyATbHOE paBHOMEpHOE ocBemeHne He Menee 300 Jrokc;

-pu  HEOOXOTUMOCTH OOYYArOIIMMCS TMPEAOCTABISIETCS  YBETUYMBAIOIIEEe YCTPOMCTBO,
JIOITYCKAETCS CIIOJIH30BaHHUE YBEIIMUNBAIONIUX YCTPOHCTB, HMEIOIIUXCS Y 00yJaONuXCs;

B) JISl TIYXUX U CIa0OCIBIMIAIINX, C TSHKEIBIMU HAPYIICHUSIMU PEUH:

-00eCIeuynBaeTCsl HAIMYUE 3BYKOYCHIIMBAIOIICH amnmaparypbl KOJUISKTHBHOTO IOJIb30BAHHUS,
IpH  HEOOXOJMMOCTH  OOYYaroIIMMCS  MPENOCTAaBISACTCS  3BYKOYCHIJIMBAIOIIAs  ammaparypa
MHIUBUAYAIBHOTO NOJIb30BaHUS;

r) JUIS JIWI C HapyIICHUSIMH OIOPHO-JBHUTaTEIILHOTO amnmaparta (TsDKeIbIMH HapyHICHUSIMH
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JBUTATEIbHBIX PYHKIMHM BEPXHUX KOHEUHOCTEW MIIM OTCYTCTBUEM BEPXHUX KOHEUHOCTEH):

-IACBMEHHbIE  33JaHUS  BBINOJHAIOTCA ~ OOy4YalOMIMMHUCS ~ HAa  KOMIBIOTEpE  CO
CHeHaTN3UPOBAHHBIM IPOrPaMMHBIM 00€CTIEYeHHEM UM HaIMKTOBBIBAIOTCS ACCUCTEHTY;

OOyuaromuiics MHBAJIH]I MIPH MOCTYIUICHUH TOJaeT MMChbMEHHOE 3asBICHUE 0 HEOOXOIUMOCTH
CO3/IaHUA JIJISl HErO CIELHUANbHBIX YCIOBMI MPHU MPOBEIECHUU OOYYEHUS C yKazaHHEM OCOOCHHOCTEH
€ro Mcuxo(pU3N4IeCKOr0 pa3BUTHUS, WHAUBUYAIbHBIX BO3MOXHOCTEH M COCTOSTHHS 3/I0pOBbs (Hajee -
UHIUBUAYaIbHbIE OcoOeHHOCTH). K 3asgBieHHI0O MpuHiararoTcs JAOKYMEHTBI, IOATBEPkAAIOIINE
HaM4Yue Yy oOydaromerocs HWHIMBUAYAIBHBIX OCOOCHHOCTEH (NMPH OTCYTCTBUH  YKa3aHHBIX
JOKYMEHTOB B OpTraHU3allHH).

[Tpunoxenue kK paboyeil mporpaMme AUCIUTUINHBI
b1.B.20 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YITPABJIEHUA IIEPCOHAJIOM

Hamnpasnenue noaroroku:38.03.03 Yopasnenue nepcoHaiom
Hanpasnennocts (npoduib): YrpasieHue nepcoHaaoM
[Tporpamma noAroTOBKH: MPUKJIIAIHAS

dopma o0yueHHs: OUHAs

KBanmudukarms (cTerneHp) BITYCKHUKA: OaKaliaBp

8.4 Ilepeuennb npodeccHOHANBHBIX 023 JaHHBIX.

1. http://www.koapp.narod.ru/russian.htm — Onekrtponnas Oubmmoreka donma «KOAII». Ha
caliTe mpelcTaBlieHAa XYAOKECTBEHHAas, CIpaBOYHAsA, TEXHHYECKas JuTeparypa (omepanroHHbIE
cuctemsl, TokanbHble cetn), ['OCTo1, OCToI, TY, HOpMaTHBHO-CIIpaBOYHas! HHPOPMAITHS.

2. DnexTpoHHbIA Karanor KybaHCKoro rocymapcTBeHHOro yamBepcutera u ¢ummanoB. — URL:
http://212.192.134.46/MegaPro/Web/Home/About.
3. http://www.rsl.ru — Poccuiickas rocymapcTBeHHass OuOnnoreka (ObIBIIas OHOIHOTEKA

uM.B.1.JIennna). Ha caiite MO>XKHO HaliTH pa3inuHyr0 HHPOPMALIKIO HE TOJIBKO O (GoHAe OMOINOTEKH
PI'b, Ho m o npyrux OuOamoreuHbix pecypcax Poccum. JlocTynm K 3JI€KTPOHHBIM JTOKyMEHTaM
OMOIMOTEKM TUTATHBIN. Y CIIOBHS MOJTy4EHHsI JOCTYIIA MPE/ICTaBIECHBI Ha caifTe.

4. http://www.gpntb.ru — TocynapcTBeHHass myOJIMYHAS HAyYHO-TEXHUYECKas OMOIMOTEKA
Poccun. Ilpenocrasisiercss AOCTYN B 3JEKTPOHHBIA KaTaJor Kak caMoil OMOJIMOTEKH, TaK U KaTaJloru
npyrux MockoBckux Oubnuorek, Bxoasumux B kopnopatuBHyto cetb ['TIHTB. IlpenocraBnsitorces
TaKXe Jpyrue yCclIyTu, y3HaTh O KOTOPhIX MOXKHO Ha JJaHHOM caiire.

5. http://www.nlr.ru — Poccuiickas HanmoHanbHasi OnOIMoTeKa. MiMeercst 1OCTyI K AIEKTPOHHBIM
BEPCHSM Pa3IHYHBIX JOKYMECHTOB.
6. http://elibrary.ru — Hay4nas osnexTpoHHass OubanoTeka. [lpemoctaBisieTr JOCTYH JUIs

3apETUCTPUPOBABIIUXCS TOJH30BATENEH K JJIEKTPOHHBIM BEPCHSAM 3apYOCIKHBIX IKYPHAIOB TI0
pa3IMYHBIM HAIIPaBICHUSAM HayKd. IMEIoTCs Kak IuIaTHbIE, TaK U OecIutaTHbIe 0a3bl JaHHBIX.

7. http://megabook.ru/ — HaubGosee nosiHas moa00pka 3HIMKIONEAMYSCKUX JAHHBIX MO TeMaMm:
aBTOMOOWIIH, OpY)KHE, JOMAIHHE JKUBOTHBIC, 370POBbE, KUHO, KOMITBIOTEPHI, KyJIHHAPHUA, MY3bIKa,
ATHKET + YHUBEpCAIbHAs SHIIUKIIOTICHS.

8. http://www.lib.ru — Caiit snexTpoHHO#N OHOIMOTEKH Makcruma MOIIIKOBa, caMOi M3BECTHOM U
nornojHseMon. TemaTWyeckuil Jauana3soH H3JaHWW [WUpoK. Hapsany ¢ npousBeneHUs MU
XYI0KE€CTBEHHOM JINTEPATYPhl MOKHO TOCMOTPETh KHUTH [0 MHOTHUM OTPACIISIM 3HAHHIA.

9. http://diss.rsl.ru — Dnekrponnas OmbaHMoTeka muccepranuii Poccuiickoil rocymapcTBEeHHON
oubnmoreku. [TpegocTaBiseTcst TOCTYI K MACCUBY SJIEKTPOHHBIX BEPCHH TUCCEPTAIIHMA 1O Pa3TMIHBIM
HaNpaBJICHUSAM Hayku. JlOCTym OrpaHWYEHHBIM W IUIATHBIA. B03MOXKHa 3JIEKTpOHHAsl JOCTaBKa
HeoOxonuMoi Bam nuccepranuu.

10.  http://www.infoliolib.info — VHuBepcurerckas osnekrponnas Oubimmoreka. Ha caiite
mpejcTaBicHa ydeOHas, Hay4yHas, XyJO0KCCTBCHHAs, CIpaBOYHas JIATEpaTypa IO padoYuM

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/

nmporpaMMaM YHUBEPCUTETCKHX YYE€OHBIX IUCIMIUIMH. OpueHTHpoBaThCs B (oHIaXx OMOIMOTEKH
MO3BOJISIET a(DaBUTHBIN KaTalor aBTOPOB, TEMATHUECKUW KaTaJOT JHUTEpaTyphl MO y4eOHBIM
IMCIUTUIMHAM, a TaK)Ke€ OpUTHHAIBbHAS ITIOMCKOBasi CUCTeMa. Takke ¢ caliTa MOXKHO BBIMTH Ha CCHUIKU
JPYTUX SJIEKTPOHHBIX OMOIHOTEK.

11.  http://www.rsl.ru — Poccuiickas rocygapcTBeHHas OubOanoreka (ObiBIIas OuOIHOTEKA
uM.B.W.Jlennna). Ha caiiTe MOKHO HalTH pa3M4yHyI0 HHPOPMAIIMIO HE TOJIBKO O (poHae OubIroTeKH
PI'b, HO m o napyrux OuOIMOTEYHBIX pecypcax Poccum. JoCTym K 3JIEKTPOHHBIM JOKyMEHTaM
OMOIMOTEKH TUIATHBIN. Y CIIOBHS MOJYYCHUS JJOCTYIIA MIPEICTABICHBI HA CaifTe.

12.  http://www.infoliolib.info — VYuuBepcurerckas osinekrponHas Oubnmoreka. Ha caiite
NpejcTaBlIeHa ydeOHas, HaydHas, XyJOXXECTBEHHas, CIpaBOYHAs JIUTepaTypa Mo pabouyum
porpaMMaM YHUBEPCUTETCKHX Y4EOHBIX AUCUUIUIMH. OpHEHTHpOBaThcs B (POHAAX OMOIMOTEKH
MO3BOJISICT al()aBUTHBIN KaTaJOT aBTOPOB, TEMATUYECKUW KaTajor JIMTEPAaTyphl IO YYCOHBIM
JUCLUIUIMHAM, a TAKKE OPUTMHAIIbHAS IOUCKOBAs cucTeMa. Takxke C caiiTa MOKHO BBIMTH Ha CCHUIKH
JIPYTUX JIEKTPOHHBIX OMOINOTEK.

13.  http://www.kulichki.com/inkwell/- Yepaunphuna. AngpaBUTHBIN 1 CHCTEMATUYECKUI KaTAJIOTH
PYCCKOSI3BIYHBIX (DOHIIOB HAMOO0JIEE KPYITHBIX AIEKTPOHHBIX OUOIHOTEK

14.  http://www.poiskknig.ru — ITouck ameKkTpoHHBIX KHUT. B 6a3e nanubix 6osee 67000 3ammceii.
15.  http://old.russ.ru/krug/biblio/catalogue.html — JIyumme snexTpoHHBIE OMOIMOTEKHU: KaTAJIOT.
16.  http://www.orc.ru/~patrikey/liblib/liblib.htm — BubmuoTteka pycckux 3IeKTPOHHBIX OMOIUOTEK.
Ha caiitre mpencraBieHo Oonee 90 aapecoB 37eKTPOHHBIX OHOIMOTEK. CCBUIKH paclpeesieHbl 10
HECKOJIbKUM pazzaenaM: CoOpaHus OoTAeNbHBIX aBTOpoB; O0mue 6ubimoreku; [lnarueie OubIMOTEKY;
danractuka, (aHTI3N; Penurus, punocodus, mureparypa; TemaTuueckre OMOINOTEKH.

17. http://www.jstor.org — bubauorexka JSTOR. ApxuB MOJHOTEKCTOBBIX HHOCTPAHHBIX KYPHAIOB
0 Pa3JInYHBIM HaNpaBJICHUsAM HayKu. JlocTyn K ¢poHIaM OMOIMOTEKH IJIATHBIMH.

18. http://imwerden.de/cat/modules.php? name=books — HexommMepueckasi 31eKTpoHHasT OHOIHOTEKA
«Im Werden». IIpencraBieHo coOpaHHe JUTEPaTYpPHBIX TEKCTOB JPEBHUX W COBPEMCHHBIX,
POCCHIICKMX ¥ WHOCTPAaHHBIX aBTOPOB, a TaKKe HX THOPTPeThl, Ouorpaduu, Oubmmorpadwms,
KOMMEHTapUU, KpPUTHUKA, 3BYKOBBIC (hailibl, BOCHPOU3BOJAIINE UYTEHHE aBTOPAMU CBOMX
npousBeneHuii (B popmare mp3).

19. http://www.aup.ru — AJAMHHUCTpATHBHO-yIpaBieHYeckuii moptan. CoaepkuT OecIUIaTHYIO
AJIEKTPOHHYIO OMOIMOTEKY 1O BOMPOCaM SKOHOMHUKH, (PMHAHCOB, MEHEPKMEHTa M MapKETHHra Ha
MPEIIPUSATHH.

20. http://www.eup.ru — Hay4Ho-0Opa3oBarenbHbIii TOpTan «IJKOHOMHKA W yIpaBICHHE Ha
npennpusTauuy. K ycnyram monb3oBareneil — OecriaTHas dJIeKTpOHHAsE OMOIMOTeKa SKOHOMHUYECKO,
YIOpaBJICHUYECKON, IOpPHIUYECKOU, oOImeoOpa3oBaTenbHOW  JuTeparypsl. Ha  calite  MOXHO
MO3HAKOMUTHCS C MOHOTpaUsIMH, JUCCEPTAIUSIMHU, KHUTAMHU, CTAThsIMH, JCIOBBIMU HOBOCTSMH,
KOHCIIEKTaMU JIEKIUH, peepaTamu, yaeOHUKAMU.

21. http://www.libertarium.ru — Caiir HWuctutyra CBoGompl MockoBckoro JluGepratpuyma. B
OTKPBITOM JIOCTYIIE MTPEICTABIICHBI TIOJTHBIE TEKCTHI KHUT U COOPHUKOB IO YKOHOMUKE H MPABY.

22. http://www.cfin.ru — caiit mnpemocTaBiseT AOCTYyNl K MaTepHanaM, CTaThsM, KHUTaM IO
MEHEIKMEHTY.

23. http://www.koapp.narod.ru/russian.htm — Dnextponnas 6ubmuoreka ¢ponma «KOAIl». Ha caiite
MPEJCTaBIIeHa XYIOKECTBEHHAs, CIIPABOYHAs, TEXHHWYECKas JHTeparypa (OMepalnOHHBIE CHCTEMBI,
nokanbhbie cetn), [OCTr1, OCTer1, TY, HOpMaTUBHO-CIIpaBOYHASI HH(DOpPMAIIHSL.

24. http://www.enbv.narod.ru — bubnroreka Boesomuua. Ha caiite mpejacraBieHa KOJUIEKIMS KHHT
(moynHBIE TEKCThI) MO HKOHOMHYECKOW TEOpHH, MEXIyHApOAHOH 5SKOHOMHMKeE, (DUHaAHCaM,
MPEINPUHIMATENBCTBY, MAPKETHHTY, PEKIIaMe.

25. http://www.marketing.spb.ru/read.htm- Dumuknonenus mapkerunra. [IpeacraBieHa HeOOJbIIAS
crelragIn3upoBaHHasl oadopKa crarel, ydeOHbIX MOCOOMil (TOJTHBIE TEKCTHI), JIEKIIUHA 110 MApKETUHTY
U CMEXKHBIM JUCHUIUIHHAM (OpeHAMHT, pekiiama, TOBapHble 3HAaKU U Tp.). OCOOEHHO HHTEPECHBI
OTIMCaHMsI MAPKETUHTOBBIX MCCIIEIOBAHUH B pa3HBIX c(hepax phIHKA.

26. http://soc.lib.ru- Bce wmatepmanbl, npenctaBieHHble Ha caite «Soc.Lib.ru — DiekrpoHHas
oubmmoreka — Cormonorus, Ilcuxomorus, YmparieHue» NpeIHA3HAYCHB HCKIIOYUTEIBHO IS
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HAy4YHO- HCCIIEJOBATEIbCKUX LieJiei, nHOPMUPOBaHUS OOIIECTBEHHOCTH O HAay4dHBIX pa3paboTkax
CHELMAIMCTOB U IMPOTPECCUBHOTO Pa3BUTHUS MHUPOBOM I'yMaHUTapHON HaykKHu. 3[1€Ch MOXXHO HaWTH
pazHooOpa3Hble MaTepuaibl MO COLMOJOTHH, NICUXOJIOTHH YIPABICHUS, a TaKkKe IPYTMM CMEXHBIM
JUCLUILINHAM.

JlueT udmenenuii u fonojauenuii - 2019 r.

nmepcoHajIoM»

1JI padoyveld MporpaMMbl AU CHUILIMHBI «/loKyMeHTalMOHHOe o0ecnedeHne ynpaBJieHusl

Coneprxanre BHOCUMBIX

Ne BnecenHbie n3MeHEHUs [IprurHbBI H3MEHEHUI 9
M3MEHEHUH
1 OOHoBIIeHNE crIUCKa OCHOBHOW | OGHOBIIEHHE C yUETOM [Ipunoxenue x PII/]
U JOINOJIHUTENbHON uTeparypbl | TpedoBanuii ®I'OC BO
Y TIOIIOJTHEHUEM
oubroTeyHoro GoHa
(Bximrogast ObC)
2 JlobGaBneHne nepevHs
podeCCUOHAIBHBIX 0a3 JaHHBIX HET HET
(1.8.4 paGouelt nporpaMmsl )
3 OOHOBIIEHHE TPOTPAMMHOT0
o0ecrieueHus: COMPOBOKICHUS HET HET
JUCIUILINHEI
4 OO6HOBNIEHNE MaTEPHATIBHO-
TEeXHUYECKOH 0asbl,
HE00XO0IMMOM ISt HET HET
OCYILIECTBIICHUS
o0pa3zoBaTeNpHOIO Mpoliecca 1o
JTUCIUIINHE
5 OOHoOBIIEHHE CONIEPKAHMS
MPaKTUYECKUX (J1aOOpaTOPHBIX) HET HET
pabot
6 Oo6HoBNeHNE POH/IA OIEHOYHBIX HET HET
CPEICTB
7 Oo6noBnEHNE POPM MPOBEPKU
CaMOCTOSITENIbHOM PabOTHI HET HET
00yJaroImxcst
8 OOHoOBIIEHHE MTEPEYHS BOIPOCOB
JUTS TIPOBEJICHUS HET HET
ITPOMEXKYTOYHOM aTTecTaluu
9 OOHOBIIEHHE TIEPEYHSI TEM K HET HET
KYpCOBBIM paboTam
10 Amanranss KOMIIOHEHTOB HET
paboueii mporpaMMsl ISt (oTcyTcTBUHE HET
naBaaIunoB u aun OB3 koHTHHreHTa ¢ OB3)
11 HNHuoe M3meHeHne TUTYIIBHOTO Koppektuposka
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JINCTA B CBS3H C TUTYJIBHOI'O JINCTA
peopranusanuei
(MunucTepCTBO HAyKH U
BhIciiero oOpazoBanus PD)

Bce wu3menenuss paboueil mporpamMMbl PacCMOTPEHBI W OJ0OpPEHBI Ha 3acedaHuu Kadeapbl
IYMaHMTapHBIX JUCUUILIUH «28» uroHs 2019 r. IIporokoi Ne

3aBeayronuii kadenapoit KaHa.IOpUI.HAYK, JOICHT _ _ I'py3unckas E.N.
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IIpuiio:xkenune Kk padoyeil mporpaMmme IMCHUILIMHBI «/oKymMeHTaIMOHHOE 00ecnieueHne
yIpaBJieHHUs EePCOHATOM»
Hanpasnenue noaroroku: 38.03.03 YnpapieHue nepcoHaiom
Hanpasnennocts (npoduis): YrpasieHue nepcoHaaoM
[IporpaMMa moAroTOBKU: MPHUKIaAHAS
®opma 00yyeHus: OUHast
KBanudukamnus (crenens) BelyckHuKa bakanasp

5. IlepeyeHb OCHOBHOW W JONOJHHUTEJILHOW Y4eOHOH JUTEPATYpPbl, HEOOXOAMMOI /I
OCBOEHUS THCHMILINHBI.

5.1 OcHoBHas1 IUTEpPaTypa:

KysnenoB, Wropp HuxonaeBuu. [lokyMeHTalMOHHOE 0O€CHEYEHHE  YIPaBJICHUS.
JIOKyMEHTOOOOPOT U JIEIONPOU3BOJICTBO : YUEOHUK M MPAKTUKYM Ui MPUKIAJAHOrO OakanaBpuara /
W. H. Ky3nenos. - 3-e u3g., nepepad. u gom. - Mocksa : FOpaiit, 2019. - 461 c. - URL: https://biblio-
online.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-
431759#page/1 .

AlGynamze, [lapemxann ['uBueBHa. JloKyMeHTallMOHHOE oOOeCIeuYeHHuEe YIpaBJICHUS
MEPCOHAJIOM : y4eOHUK M MPAaKTHKYM JUId akaaemudeckoro OakamaBpumara / [I. I'. AOynamze, U. b.
Bempsokkuna, B. M. MacnoBa. - MockBa : IOpaiit, 2019. - 299 c. - URL: https://biblio-
online.ru/book/dokumentacionnoe-obespechenie-upravileniya-personalom-433411 .

Hoponuna, Jlapuca AnekceeBHa. OpraHuzanus ¥ TEXHOJOTHS JOKYMEHTAI[MOHHOTO
oOecrieyeHrsl yNpaBieHUsl : y4eOHHK M TMPAKTHKYM IS akageMudeckoro OakamaBpuata / JI. A.
Hoponuna, B. C. HputukoBa. - MockBa : IOpaiit, 2019. - 233 c. - URL: https://biblio-
online.ru/viewer/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-
433078#page/1 .

JoxymeHTarmoHHOe oOecrieyeHne yrpaBieHus (IeI0pon3BOICTBO) : yued. mocodue / T.A.
brikoBa, T.B. Ky3nenona, JI.B. Cankuna ; mox obur. pen. T.B. Ky3nenosoit. — 2-e uzn., nepepad. u
non. — M. : UTHOPA-M, 2019. — 304 c. + Jlon. marepuains! - (Bsiciiee oOpa3oBanue: bakanaspuar).
- URL: http://znanium.com/catalog/product/1016098

5.2 JlonoJiHMTE/ILHAS TUTEPaTypa:

I'pozosa, O. C. Jlenonpon3BOACTBO : y4eOHOE MOcoOue sl akaJeMHUIecKoro OakaiaBpuara /
O. C. TIposoBa. - MockBa : IOpaiir, 2019. - 124 c. - URL:https:/biblio-
online.ru/book/deloproizvodstvo-438790 .

[Tanacenko, 0. A. Jlenonpou3BOACTBO: JAOKYMEHTAIlMOHHOE OOECIEeYeHHE YIpaBICHUS :
yaeOHoe mocooue it OakanaBpuara / [Tanacenko 0. A. - 3-e m3a. - Mocksa : UH®PA-M : PUOP,
2016. - 112 c. - (Briciiee oOpa3oBaHue. bakanaBpuar). -
http://znanium.com/bookread2.php?book=542773

JlokyMeHTaImoOHHOE o0ecTieueHre yrnpaBieHus nepconanom: YueoHoe nocooue/bynar P. E. -
M.: HUL] UHOPA-M, 2015. - 234 c. - (Beiciee oOpa3oBanue: bakanmaspmar).- ISBN 978-5-16-
010318-1 -: URL: http://znanium.com/catalog/product/488066

Kysnenos, Uropes Hukomaesud. Jlemonpons3BoacTBO : yueOHO-cripaBouHOe mocooue / M. H.
KysnemnoB. - 6-e u3n. mepepad. um mom. - MockBa : JlamkoB u K° 2014. - 460 c. - URL:
http://biblioclub.ru/index.php?page=book_view_red&book_id=452846

VYnpaBieHne nepcoHaioM OpraHu3alMy : y4eOHUK Ul CTYACHTOB BY30B, OOYYaIOLIIUXCS IO
crenuanbHOCTSIM "MeHekMeHT opraHuzanuu'’, "Ympasienue nepcoHaiom", "DkoHoMuKa Tpyaa" /
[A. 5. Kubanos u np.] : mox pen. A. f. Kubanosa ; ['oc. yH-T ynpaBnenus. - 4-e u3J., 101. U nepepaod.
- Mocksa : UTHOPA-M, 2013. - 694 c. - (Beiciiee oOpa3zoBanue. bakanaspuar). - Ha tut. 1. 1 00:71.:
OneKTpoHHO-0MOIMOTeyHast cucteMa. Znanium.com. - bubauorp.: c. 678-688. - ISBN 978-5-16-
003671-7 : 481.00.
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JIner usmMeHeHui ¥ JonoJHeHul - 2018 2.

AJs pabodyeit nporpaMmMspl JHCHHIIMHbBI

Ne | Brecenmnble usmeHeHus Ommemxka o
6bINONHEHUU
oa /nHem
1 | ObHOBIIEHHE CTIHCKA OCHOBHOM U JIOTIOJTHUTEJILHOM JINTEPATYPBI na
2 | JlobaBnenne nmepeyHsi npopeccuoHaNbHbIX 0a3 naHHBIX (11.8.4 paboueit Ja
pOrpaMMBbl)
3 | O6GHoOBNIEHHE IIPOrPaMMHOTO obecrieueHus COIIPOBOXKIEHUS na
JUCIUIUIHHBI
4 | OOHOBJICHHE MaTepUaTLHO-TEXHUYECKON 0a3bl, HEOOXOauMOH miis Jia
OCYIIIeCTBIICHHS 00pa30BaTeIbHOIO Ipolecca M0 JUCIUILIMHE
S | OGHOBIIEHHE CONIEPKAHUS TPAKTHIECKUX (J1aO0paTOpHBIX) paboT na
6 | O6noBnenue GoHa OLIEHOYHBIX CPEJCTB Jia
7 | ObHOBNIEHUE dbopm NPOBEPKU CaMOCTOSITETILHOM paboThl na
oOyJaromumxcst
8 | OOHOBJIEHUE TEpEeYHsI BOMPOCOB IS TMPOBEICHHUS IPOMEXYTOYHOM Ja
aTTeCTalluu
9 | ObHOBNIEHUE NTEPEUHS TEM K KYPCOBBIM paboTam KypcoBas paboTta
HE
npeaycMOTpeHa
10 | AnanTamss KOMIIOHEHTOB paboyel MporpamMMbl JJisi MHBAJIUIAOB U JIUI Her (B
OB3 KOHTHHI'€HTE
OTCYTCTBYIOT
WHBAJIA]IB] U
mauna ¢ OB3)

Bce w3menenuss pabodeil mporpaMMmbl pacCMOTpPEHbI M OJOOpEHBI Ha 3acelaHuH Kadeapel

ryMaHUTapHbIX JuciuiuidH «30» aBrycra 2018 r. IlpoToko
\

3aBenyromui kadeapoit KaH. IOPUI.HAYK, TOTIEHT ['py3unckas E.A.




1920
MUJHVMCTEPCTBO HAYKHM U BBICIHIET'O OBPA3OBAHIA
POCCUVICKOU ®EJEPAILTIA
¢unman OenepaibsHOTO rOCy JapCTBEHHOTO OI0PKETHOTO 00pa3oBaTeIbHOTO
yUpeXIeHHs BBICIIIEr0 00pa3oBaHUs
«KYBAHCKUI I'OCY IAPCTBEHHBIM YHUBEPCUTET»
B I. HoBopoccuticke
Kadenpa ryMmaHATapHBIX JUCLUIIIAH

2019r.

PABOYASI TIPOT'PAMMA JJUCIHUAIIJIMHbBI
BF1.B.20 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA ITEPCOHAJIOM

Hamnpasnenue 38.03.03 YpasieHue mepcoHaaIoM
HampasnerHocTs (Ipouis): yrnpaBieHHe IEPCOHATIOM
IIporpaMMa nOATOTOBKH: IPUKIIATHAS

®opma 00yUeHHsI: OUHas

KBanudukanus (cTenens) BEITyCKHUKA bakanasp

I'ox mabopa 2017
Kpacuomap 2019



JIneT uamenennii u nonosiHeHui - 2020 2.

AJig paGoyvei MporpaMMbl THCHHIIHHbI

No | BuecernHnbie usmenenus Ommemrxa o
B8bINOJAHEHUU
oa /Hem

1 | O6HOBIEHHE CIIUCKA OCHOBHOM M TOTOJHUTEILHOMN JTHTEPATYPhI

2 | JlobaBnenue nepeuns npodeccHOHATBHBIX 6a3 nanubX (11.8.4 paboyeit
IPOrpamMMbl)

3 | O6GHoOBICHHE IIPOrPaMMHOTO obecredeHus COIMPOBOKJIEHUS
JUCTTUTIITAHBI

4 | OOHOBIIEHHE MaTEPHATBLHO-TEXHUYECKON 0asbl, HEOOXOMUMON IS
OCYUIECTBIIEHHS 00pa30BaTesIbHOTO Mpollecca 1Mo JUCIUILIHHE

5 | OGHoBiIcHHE COJEPKAaHUsI IPAKTUYECKUX (JTaBOpaTOPHBIX) paboT

6 | O6HoBieHHE QOHA OIIEHOYHBIX CPEICTB

7 | O6HoBIICHHE dhopm IPOBEPKH CaMOCTOSITENIbHON paboThI
00yyaromuxcst

8 | OGHOBNIEHHME MEpeyHs BOIPOCOB IUISI MPOBEIAEHUS IPOMEXYTOYHOI
aTTeCTalllH

OOHOBIIEHHE TIEpEUHS TEM K KYPCOBBIM paboTam

10 | Anantanusi KOMIIOHEHTOB paboyeil MporpaMMBbl Uil HHBAJIHMIOB U JIHI]
OB3

Bce usmenenus pabodueil mporpamMMbl pacCMOTpPEHBI M OJ0OpEHBI Ha 2acenaHud Kadeapsl
I'YMAaHUTAPHBIX JUCIHILINH « » 2020 r. TIlporoxomn Ne I.

3aBenyromui kapeapoi KaHI. OpHUI.HAYK, JOLEHT I'py3unckas E.A.
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MUWHUCTEPCTBO HAVKH U BBICILIEI'O OBPA3OBAHMAI
POCCUIMCKOU ®EJEPALTA
¢umman ®enepalbHOTO rocy1apCTBEHHOTO GI0KETHOrO 00pa3oBaTe/IbHOrO
YUPEXIESHUS BBICIIETO 00pa30BaHuUs
«KYBAHCKUI I'OCY IAPCTBEHHBIM YHUBEPCUTET»

B I. HoBopoccuiicke

Kadenpa ryMaHUTapHBIX JUCIUILIAH
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PABOYAS ITPOTPAMMA JTUCHUIIIMHBI
B1.B.19 OCHOBBI OPTAHU3AIINU TPYJA ITIEPCOHAJIA

Hampasnenue 38.03.03 YnpasieHue mepcoHanoM
Hamnpasnentnocts (po¢uiib): yIpasiIeHHe IIEPCOHATIOM
[Iporpamma OATOTOBKH: IIPUKJIaTHAS

®opma o0ydeHHUsI: OUHAs
Kpanudukanus (cTeneHb) BEITyCKHUKA bakamasp

I'on nabopa 2017
Kpacromap 2019



PELIEH3WS

Ha pabo4yIo IPOrpaMMy JUCIHUILIUHEI «JloKyMEHTAI[HOHHOE 00ecrieueHre
YHIpaBlIeHHs IIEPCOHATIOM» I OYHOU (POpMBI 00yUEHUs HAIPABIIEHMS II0IOTOBKH
38.03.03 VnpasneHue nepcosaiom, papaboranuyio B punuane ®PI'EOY BO
«Kybanckuii rocy1apcTBeHHBIM YHIUBEpCcUTeT B ropozie HoBopoccuiicke

Penensupyemass pabodass mnporpaMma JUCHUIUTHHBI «JIOKYMEHTALMOHHOE
obecrieyeHre yIpaBlIeHHs IIEPCOHAIOM» COCTaBlieHa B cootsercTBHU ¢ ®I'OC BO
10 HanpasneHuro noarorosku 38.03.03 Ympasienue nepcoHanioM M mpegHa3sHauYeHa
I o0ydaromuxcs 4 Kypca 09HO# GopMBI 00yUEHHS.

CrpykTypa pabodeil IporpaMMbl JUCIMILUIAHBI BKJIXOYAET BCE HEOOXOAUMBIE

KOMITOHCHTBI: YKa3aHbI LENIM U 33/1a4X OCBOCHUSI IUCIIUILINHEI, OTIPEIEIEHO €€ MECTO
B ctpykrype OOII BO, nepeunciensl o0miekyasTypHbIe, 00menpodeccioHanbHble 1
npodeccHoHaNbHbIE KOMIIETCHIMH, (OPMHUpPYEMBIE y OOYYaroOIMXCs B PE3YJIbTATE
OCBOCHHUS JUCIMILIMHEI, BKIIIOYEHBI pacHpesielieHHe TPY0EMKOCTH AUCIUILIAHEI 10
BHJIaM paboT, nepedeHb y4eOHO-MEeTOMIECKOT0 00eCIeueHus! I CAaMOCTOSITEILHOM
paboTel  OOydaroIuXcs, OLIEHOYHBIE CpEACTBAa JUISI TEKYIIero KOHTPOJISA
YCIIEBa€MOCTH ¥  IIPOMEXKYTOYHOM  aTTecTalldd, IIepedyeHb OCHOBHOM W
JOTIOJTHUTENIFHOM y4eOHOH NHTepaTyphl, NepedeHb pPecypcoB HH(POPMAIOHHO-
TEIICKOMMYHHUKAIIMOHHOKH  ceTH  «MHTepHeT», ImepedeHbh  HH()OPMAIUOHHEIX
TEXHOJIOTHiA, HEOOXOMUMEBIX JUIi OCBOGHHMS JUCIMILUIMHBI, METOJUYECKHE YKA3aHHUS
I 00ydaroIquxcsi, a TakKe MaTepHaIbHO-TEXHHYECKas 6as3a, HeoOXoaumas UIf
OCYIIECTBIIEHHS 00pa30BaTEILHOIO IPOIECCA 110 JUCIUAIUIAHE.
PaGovas mporpamMMa IUCHUIUTAHEI 00€CHEYUBAET (POPMUPOBAHME KOMIICTEHIUI B
00NacTd HUCHONB30BAaHMS OCHOB IIPABOBBIX 3HAHWM B paslU4HBEIX cdepax
JIesITeNBHOCTH, Pa3BUTHE CIIOCOOHOCTH HCIIONB30BaTh HOPMATHBHBIE [IPABOBEIE KTl
B CBOedl NIpOQECCHOHATIBHONW JESATENBHOCTH, aHaIM3UPOBaTh COLIMAJIBHO-
9KOHOMMYECKHUE ITPOOIEMBI U ITPOIECCHl B OPraHU3aIiH, HAaXOJUTh OPraHU3alHOHHO-
YIPaBICHYECKME M  OJKOHOMHMYECKHE pPEIIeHMs, pa3padaThlBaTh ajrOPUTMBI HX
peanu3anyuy ¥ rTOTOBHOCTEIO HECTH OTBETCTBEHHOCTD 38 UX PE3YJIbTATHI.

IlpencraBnennas mnporpaMMa HMeeT JOCTATOYHBIA 00BEM. VYpoBeHsb
OTpaXeHHs B paboueit IIPOrpaMME COBPEMEHHBIX JIOCTH)KCHHH HAyKH,
oGpa3oBaTeNbHBIE TEXHOJOIWH COOTBETCTBYIOT KBAIU(DUKAIMOHHBIM TPe6OBAHUSIM K
HOJAroTOBKE 0OaxanaBpoB M sBIseTcs JOCTaTOuHBIM. OIEHOYHBIE CPENCTBA
JNOCTHXXEHHMH OO0ydaloIuxcsi B Tpolecce OOyYeHHS SBISIOTCS IIOMHBIMA U
JOCTYITHBIMH.

Taxum oOpasom, peneHsupyemass pabGodas mnporpamMma  JVMCIMIUIHHBL
«JlokyMeHTallMOHHOE OOecleueHNe YNpaBICHHS MEePCOHATIOM», COOTBETCTBYET
TpeOOBaHMAM, NPENBIBIIEMbIM K paboynM IpOrpamMMaM, KOTOPEIE Pealu3yloTcs B
pamkax HampapjieHus noarotosku 38.03.03 Ympasienue mHepcoHAIOM, U MOXKET
OBITH PEKOMEHIOBAHA ISl KCIIONIB30BAHMS B YUeOHOM IIPOLIECCE.

Peniensenr O
Hupexrop OO0 «ABepc» Q jﬁ@q‘ // E.B. PenxkoBa



PENNEH3USA

Ha paboYyro MPOrpaMMy AMCIMILTHHEL «[OKyMEHTALMOHHOE 0OecIeYeHue
yTpaBJIEHUS IEPCOHATIOM» JUISI OYHOM (OpMBI 00ydeHM s
HanpasieHus noarorosku 38.03.03 - YmpasneHue nepconanom
paspabotano B punnane PI'bOY BO «KybaHCKHi rocy1apCTBEHHBIH YHUBEPCHTET
B ropozae Hosopoccuiicke

Lens y4ebnoM mucuunnuHbl «JJoKyMeHTAUHOHHOE obecredeHne yIpaBIeHHs
IEPCOHATOM» C()OPMHUPOBATh Yy OOYYArOMIMXCS 3HAHMSA, YMEHHS M HaBBIKA
OOIIEKYIBTYPHBIX, OOIIENPO(YECCHOHANBHEIX M NPO(hECCUOHATEHBIX KOMITETEHIHIA
110 HanpaByieHAro moAroToBky 38.03.03 - Yopasnenue nmepcoHasom.

Pabowyas mporpamma mo kypcy «JloOKyMeHTaMOHHOe obecredenue
YIOpaBICHUS  IMEPCOHAIOM»  COCTaBI€HAa Ha  OCHOBaHMH  ()elepalbHOIOo
rOCyIapCTBEHHOTO  00pa30BaTeNbHOTO CTaHAApTa BBICHIEr0 OOpa30BaHUS IO
HanpapieHno 38.03.03 — ynpapieHHe NEPCOHANOM, B COOTBETCTBHH C y4YEOHBIM
IUTAHOM.

B paGouel nporpaMme AUCHUILUIMHEL IPENCTABIEHEI LIENb U 33]a490 H3YUeHHS
JAUCLUIUIMHBL, MECTO IUCIMIUIMHEI B CTPYKType 00pa3oBaTeibHOU IPOrpaMMbl,
HepeueHb ITAHUPYEMbIX Pe3yJIbTaToB O0y4eHHs, COOTHECEHHBIX C IUIAaHUPYEMEIMU
pe3yibTaTaMid OCBOEHHsI 0Opa30BaTeNbHOH MPOrpaMMBl, CTPYKTypa U COIEpIKAHUE
AUCLMIUIMHBL (JIEKIMOHHBIE U MPAKTHIECKHE 3aHATUS, CAMOCTOSATeNbHas paboTa
CTYZEHTOB), HCIIOJIb3yEeMBbIe o0Opa3zoBarebHEBIE TE€XHOJIOTHH, IIepeyYeHb
METOANYECKOT0 00€eCTeueH s, epevyeHb OCHOBHO U [OMOJHUTENBHOM TUTEpaTyphl,
nepevdeHb MHYOPMAMOHHEIX TeXHOJIOIHI UCIOIb3yEMBIX B OPraHM3ally y4eOHOIo
npouecca, MaTepHANbHO-TEXHUYECKas 0a3za, HeoOXommMmasl IS OCYIIECTBIIEHHS
00pa30BaTeNFHOTO MPOIEcca 10 JUCLIMIUIAHE.

TemaTnka NEKUMOHHBIX M TNPAaKTUYECKUX 3aHSTHH MOJHOCTBIO PACKpPHIBAET
ColiepXKaHWe  OOIIEKYIbTYPHBIX, OOMIENPO(YECCHOHANBHEIX M MPO(ECcCHOHANBHBIX
KOMIIETCHIIMH JUCUHUIUIMHEL B COOTBETCTBHM C (elepalibHBIM IOCYJapCTBEHHBIM
00pa3oBaTeNbHBIM ~ CTAaHAApPTOM  BBICHIEr0 O00pasoBaHMS II0  HANPABICHHUIO
noarorosku 38.03.03 — YpaBieHue mepcoHanioM U yu4eOHBIM IIAHOM.

VKazaHHele B pabouell ImporpaMMe IMCHUIUIMHEL «J[OKyMeHTaIlMOHHOE
o0ecrieyeHne yIpaBIeHUS IEPCOHAIOMY JIUTEPATYPHbBIE HCTOYHIKH, METOJHYECKOE U
UHpOpMalMOHHOE obecledYeHne COOTBETCTBYIOT CONEPKAHHIO JUCLMILUIHHBI U
COBPEMEHHOMY YPOBHIO 3HAHHIA.

Martepuan pykonucu pabodeii IporpaMMbl H3JI0KEH YETKO, ICHO U JOCTYIIHO.

Paspaborannas pabodas mporpamMma, COOTBETCTBYET  HEOOXOAUMBIM
TpeOOBaHUAM M MOXXET HCIOJIB30BATLCS B y4eOHOM IIpoLiecCe.

Penenzenr

Hupexrop OO0 «IloptiOpCepBrcy A.B.Cuzukos




JIuct u3MeHeHnH K paboueli mporpamMme y4eOHON TUCIUTUINHBI

ITpuurHa U3MEeHEHUS

Coneprkanre U3MCHCHHUH

Ne
MPOTOKOJA
3acefaHus

Kadenpsl,
Jara

Pemenne
IIpaBuTenscTBa
Poccuiickoit denepaiuu mo
MIpeIyNPEXICHUIO 3aB03a U
pacmpocTpaHEHUsT  HOBOWU
KOPOHABUPYCHOM
napekmun 2019-nCoV Ha
tepputopunn Poccun u B
COOTBETCTBHUM C IIPUKa3aMHU
MunoOpraykn Poccun ot
14.03.2020 Ne 397, Ne 398,
nuchMa MunoOpHayKH
Poccun ot 10.03.2020 Ne

MH-3/584, MHCEM "
pEeKOMEHIANM

yIIpaBIICHUS
Pocnorpebnamzopa 1o

KpacHomapckomy kpaio ot
12.03.2020 Ne 23-00-07/19-
4085-2020, MIPUKA30M
peKTopa Kyol'y oT
14.03.2020 Ne 399, a Taxxke
BO HCIOJIHEHHE TMpHKa3a
pEeKTOpa yHUBEpCUTETa OT

16.03.2020 No 411,
nprKasa Kyb6anckoro
rocyIapCTBEHHOTO
YHHUBEpPCHUTETA «006
OpraHu3anuu
00pa3oBaTeIbHOM
nestensHOCTH B Kyol'Y B
YCIIOBUSIX
npeaynpexIeHNs
pacrpocTpaHeHus:  HOBOM
KOPOHABUPYCHOMI

uadekun 2019-nCoVy» ot
20 mapra 2020 r. Ne 438 .

Buectn B pabouue mporpammbl B 1. 3 «OOpa3oBaTelIbHEIC
TEXHOJIOTHMW» TPEOOBAaHUS K TMPOLESAYPE OCYIICCTBICHHUS
yaeOHOTO  TIpollecca, MNPOBEACHWIO W OpTaHH3alHid
MPOMEKYTOUHOM aTTeCTallii ¢ MPUMEHEHUEM IJIeKTPOHHOT0
00yueHust U AMCTAHIMOHHBIX o0pa3oBaTe/IbHbIX
TeXHOJIOT M.

I1.3.1 Ilpu pearuzayuu obpazosamenbHulX NPOSpamMM C

npuMeHenuem  INeKMPOHHO20  00YYeHus, OUCAHYUOHHBIX
0OPA308aMENLHBIX  MEXHONOU  MECHOM — OCYUeCMEIIeHUS.
0Opazosamenvol  OesIMeNbHOCMU — SAGISAeMC  Mecmo
Haxooicoenus opeanuzayuu, ocywecmensiroujel
0Opazosamenvhyio  OesimenvbHOCmb,  UdU  ee  Quiuala

HesasucumMo om Mecma HaxodxcOeHus obOyuarowuxcs. Bce
ooyuarowuecs u npenooasamenu Kyol'Y umerom yuemmovie
Banucu 0as docmyna x LMS, nocpedcmeom ucnonv3osanus
eOUHO020 N02UHa U Napos, obecneuusaruieco 00CmMyn Ko 6cem
KOpNoOpamusHsLM Cepeucam.

Ilpouecc 00yuenusn, yuém meKyuezo u
NPOMEIHCYMOUHO20 KOHMPONA 00YUEHUS OCYULECEIACHICA 8
DrekmponuHon ungpopmayuonno-odpazoeamenvHoil cpeoe
(BHOC) - cosoxynHocmb 1eKMPOHHBIX UHDOPMAYUOHHBIX
pecypcos,  NEKMPOHHBIX — 00PA30BAMENbHBIX — Pecypcos,
UHDOPMAYUOHHBIX —~ MEXHONO2UU, — MENeKOMMYHUKAYUOHHBIX
mexHono2ull, COOMBEMCMBYIOWUX MEXHUYECKUX CPedCms,
0becneuusaouux oceoeHue obyuarowumucs
0OpazosamenvHblX  NpocpamMM 8 NOMHOM  ODveme  UaU
UACTMUYHOM 0ObeMe He3a8UCUMO OM UX MeCMA HAX0XHCOeHUs.

Ccolnku Ha npeonazaemvlie 6 YueOHOM npouecce
uHghopmayuonnsle pecypcol:

https://teams.microsoft.com/_#/school//?ctx=teamsGrid

https://kubsu.ru/user

Ne 9
oT
02.04.2020r

3aBenyrouuii kadeapoii

ZU (/a/é/ E.N. I'py3unHckas.

Cornacoano: kadenpa HHGOPMATUKN U MaTEMATHKH, Kadepa nNeaarorndeckoro u
(HII0IOTHYECKOT0 00pa3oBaHHusI.
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https://kubsu.ru/user

