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1 Henu u 321241 U3yYeHUs1 TUCHUILINHBI (MOYJIsl).

1.1 lleab ocBOeHUs TUCHUILINHBI.

[Tpuobperenre 00yJarOIMIMMHICS TEOPETUIECKUX 3HAHUI B 00JACTH TOKYMEHTAIMOHHOTO
oOecrieueHHsT YIpPaBJICHUS, O3HAKOMJICHHE C BHUIAMH JOKYMEHTOB, HWCIIOIb3yeMbIMH B
NEeSTENIbHOCTH OpraHU3alliii, MOTy4YeHHe NMPAKTUYECKUX HAaBBIKOB MO CO3JaHUI0 U 00paboTke
ATUX JIOKYMEHTOB.

1.2 3agauyy JUCHUIIINHEI.

- chopmupoBaTh y 00yJaIOIIUXCS YETKOE MPEICTABICHHE O HEOOXOIMMOCTH U POIH
JIOKYMEHTHUPOBAHUS B JEATEIHOCTH NMPEANPUATUH, YUPEKICHUH;

- O3HAKOMHUTH OOYYAIOMIMXCS C OCHOBAaMH JCIOMPOU3BOACTBA U JOKYMEHTOO0OpPOTa B
opraHax rocynapcTBeHHOU Biactu Poccuiickoi denepanuu, opranax rocy1apCTBEHHOW BJIACTH
cyonekToB Poccuiickoit denepanuu; opraHax MECTHOTO CaMOYIPABIIEHUs, TOCYJapPCTBEHHBIX U
MYHUILIMNIATBHBIX OpraHU3alusaX, MPEeANpHUATHIX MU YUPESKICHHUSX, MOJUTHUYECKHX MMapTHsX,
00IIECTBEHHO-TIOTUTHYECKUX U HEKOMMEPYECKIX OpTaHU3aIsIX;

- O3HAaKOMHUTh  OOy4YaloIMXCI C OCOOCHHOCTAMH  3allUTHl  CIYy)KEOHOH |
KOH(HISHIIMATBHON HH(pOopMaIiK, 00ecriedeH st OTKPBITOTO IOCTYIa IpaXkJaH K MH()OpMaIiu B
COOTBETCTBHUHU C MOJIOKEHUSIMH 3aKOHOJATENILCTBA;

- HAyyuTh OOYYAIONIUXCS OPUEHTUPOBATHCS B CHTYAIUSIX, TPEOYIOMMX W3AaHUS
COOTBETCTBYIOIIUX JTOKYMEHTOB.

1.3 MecTo aucuumInHbl (MOAYJis1) B CTPYKTYpe 00pa3oBaTeibHON POrpaMMbl.

JucrunianHa «J{oKyMeHTallMOHHOE 00eCIeyeHne yIpaBIeHNE MTEPCOHATIOM» OTHOCHUTCS
K 0a3oBoii yactu brioka 1 «/{ucuunauas! (MOTysH )» y4eOHOTO TUIaHa.

[TocraBneHHble HeMM W 3aJa4d MOTYT OBITH pPEAJN30BAHBl TOJNBKO IPH YCIOBUH
oOpamieHuss K JaHHBIM Jpyrux Hayk. Jlucumnimna «JlokymeHTanMoHHOe oOecreyeHue
yIIpaBJICHUE TIEPCOHANIOM» OCHOBBIBACTCS Ha 3HAHMAX, MOJYYEHHBIX B paMKax IPEIbIIYIIEro
o0Opa3oBaHusI.

1.4 IlepevyeHb NMJIAHMPYEMbIX Pe3yJbTAaTOB O0y4YeHHsl IO AMCHMILIMHE (MOIYJIO0),
COOTHECEHHBIX ¢ IJIAHUPYEMBbIMH pe3yJbTaTaMH 0CBOCHHS 00pa30BaTeJbHOI MPOrpaMMBbI.

IIponiecc m3ydeHus AMCUUIUIMHBI HampaBieH Ha (OPMHUPOBAHME  CIETYIOIIUX
KOMIIETCHIIUI
Ne Wnnexe | Conepxanue B pesynbrare u3ydenus yueOHOM TUCIUTIIMHEI
ILI. | KOMOET | KOMIETEHIMH (WK | 00y4aroIuecs TOJKHbI
EHIUM | €€ 4acTHu) 3HaTh yMeThb BJIaJIeTh
1 [IK-10 | 3Hanuem TpynoBoro | - TpyAoBOi - UCIOJIb30BaTh | - HABBIKAMU
Kozaekca Poccuiickoil | Komekce U COCTaBJIATH paboThl ¢
®enepaunu 1 UHBIX | Poccuiickon HOPMAaTHBHBIE U | IPABOBBIMU
HOPMAaTUBHBIX ®Denepanyu u IIPABOBBIE aKTaMUu;
IIPaBOBBIX AKTOB, UHBIE JIOKYMEHTHI,
COJZIEpKalMX HOPMBI | HOPMaTUBHBIC OTHOCSIIIMECS K
TPYZOBOIO IIpaBa, IPaBOBBIC aKThl, | Oymymien
IIPOLEAYPBI IPUEMA, | COAEPIKALUE npogeccuoHaib
YBOJIBHEHUS, HOPMBI HOMU
IepeBoJia Ha JPYTy0 | TPYAOBOIO IPaBa, | AEATEIbHOCTH.
paboty u IPOLEAYPBI
HIepEMELICHUS IpueMa,
IIEPCOHAJIA B YBOJIbHEHUS,




COOTBETCTBUH C
TpynoBeim
KOJEKCOM
Poccuiickoit
denepanuu U
BIIaJCHHEM
HaBBIKAMH
odopmiteHus
CONPOBOXKAAIOIIEH
JOKyMEHTAIUU

nepeBoja Ha
Jpyryio padoTy u
nepeMenieHus
nepcoHaia B
COOTBETCTBUHU C
TpynoBeim
KOJEKCOM
Poccuiickoit
denepanuu;
-HOPMaTHBHO-
MpaBOBYIO 0a3y
OpTraHu3aIuu
paboThI co
CITy’)KeOHBIMH
JOKYMEHTaMU B
Poccun.

[IK-12 | 3HaHHEM OCHOB - OCHOBBI - pa3pabaTpIiBaTh | - HABBIKAMU
pa3paboTKu U pa3paboTku u U BHEJPSTH | BHEAPEHUS
BHE/IPEHMUS BHE/IPCHMUSI KaJJpOBYIO U | mpoueayp
KaJIpoOBOH U KaJIpOBOU U YIOPaBIECHYECKY | PEryIUpPOBaH
YIPaBICHYECKOU YIPaBJICHUYECKON | 10 Us TPYAOBBIX
JOKYMEHTalluH, JIOKyMEHTAallUH, JOKYMEHTAIMIO; | OTHOILIEHUH U
ONTUMH3ALUU ONTUMU3ALNH - COIIPOBOXKJA
JOKYMEHTO000pOTa | JOKYMEHTOOOOpO | ONTUMHU3UPOBAT | IOMICH
U CXeM Ta U CXEM b JOKYMEHTaIU
(GyHKIMOHATBHBIX (YHKUIMOHATBHBI | JOKYMEHTO000p | H
B3aMMOCBS3EN X B3aHMOCBSI3EH OT U CXEMBI
MEXIY MEXIY (GyHKIHNOHATIBH
MOJPA3/IENEeHUsAMY, | MOJAPA3/AEICHUAM | BIX
OCHOB pa3pabOTKU U | U; B3alMOCBA3€EH
BHE/IPEHMUS - OCHOBBI MEXTY
nporenyp pa3paboTku u HOpa3IeIeHUs
peryanupoBaHus BHE/IPCHMUSI MH.

TPYJAOBBIX IpoLeayp
OTHOILLICHUH U peryaupoBaHus
CONPOBOXKAAIOIIEH TPYAOBBIX
JOKYMEHTAIU! OTHOLICHUH U
COIIPOBOKIAOIIE
1 TOKYMEHTalUH.

[IK-13 | ymenuem Bectu - OCHOBBI - -

KaJpoBOE KaJpOBOTO OPUEHTHUPOBATHC | CIIOCOOHOCTb
JIeTIOTIPOU3BOACTBO U | JICIONIPOU3BOCTB | 5 B CielU(UKE | 10 BECTH
OpPraHU30BBIBATh a; COCTaBJICHUS KaJpoBOE
aApXMBHOE XPAHEHUE | - IPUHIIUIIBI KaJpOBOI JEJI0NIPOU3BO
KaJpOBBIX 3alIUTHI OTYETHOCTH, a JICTBO U
JIOKYMEHTOB B NEPCOHAIBHBIX TaK)Ke IPOLECCa | OPraHU30BbIB
COOTBETCTBUHM C JAHHBIX O3HAKOMJICHHS | aTb apXUBHOE
JEHCTBYIOIUMU COTPYJIHUKOB COTPYJIHUKOB XpaHeHue
HOPMAaTHBHO- OpraHu3aliy ¢ | KaApOBbIX
IIPaBOBBIMU aKTaMH, KaJpOBOI JIOKYMEHTOB
3HaHUEM OCHOB JOKyMEHTalue | B

KaJpOBOi1 51 COOTBETCTBU




CTaTUCTHUKH,
BJIaJICHUE HABbIKAMU
COCTaBJICHUS
KaJpOoBOi1
OTYETHOCTH, a TAaK¥Ke
HaBbIKAMH
03HAaKOMJICHHUS
COTPY/AHHUKOB
OpraHu3allu ¢
KaJpOoBOi1
JOKYMEHTalueu u
JNEUCTBYIOLIUMU
JIOKQJIbHBIMU
HOPMaTUBHBIMU
aKTaMu, yMEHUE
00eCTIeYnTh 3aIIUTY
MEePCOHANBHBIX
JTAHHBIX
COTPY/IHUKOB

JEUCTBYIOIIUMH
JIOKAJIbHBIMH
HOPMAaTHBHBIMHU
aKTaMH.

uc
JIEUCTBYIOLLHN
MU
HOPMAaTHUBHO-
IIPaBOBBIMU
aKTaMH.

[K-17

3HAHUEM OCHOB
pa3paboTKu 1
BHEJPECHUS
po¢eCCUOHATBHBIX,
B TOM YHCIIe
KOPHOPaTUBHBIX
CTaHJIapTOB B
00J1acTH yrpaBieHUs
MIEPCOHAIIOM,
yMEHHEM
COCTaBJISITh
ONHMCAHUA U
pacmpenensTsb
byHKIMH 1
(GyHKIIMOHATTLHBIC
00513aHHOCTH
COTPYJIHHUKOB, a
TaKxke QPyHKIIH
MOJIpa3IeICHUI
Pa3HOTO YPOBHSA
(kapThI
KOMIICTEHITUM,
JOJKHOCTHBIE
WHCTPYKIIUH,
MOJIOXKEHHUS O
MOIPa3ICIICHUSX

-OCHOBBI
pa3paboTKu U
BHEJIPEHUSA
npodeccuoHaIbH
bIX, B TOM 4YHCIJIC
KOPITOPATHBHBIX
CTaH/IapTOB B
obnactu
periraMCHTallu U
HOPMHPOBAHUS
Tpyza.

OpPUEHTUPOBATHC
s B IPAKTUKE
pa3paboTKu U
BHEIPEHUS
Pa3TUYHBIX
npodeccuoHalb
HBIX, B TOM
quclie
KOPIIOPaTHBHBIX
, CTaHJIapTOB B
obnactu
YIIPaBJIECHUSA
MIEPCOHAIOM

- HaBbIKAMHU
BHEIPEHHUSI
npodeccrnona
JIbHBIX, B TOM
YHCIIC U
KOPIIOPATUBH
BIX
CTaH/IapTOB B
obnactu
periiaMeHTall
UM U
HOPMHPOBaH
usi Tpyza

OIIK-3

3HAHUEM
colepKaHus
OCHOBHBIX Pa3JieliOB
CoumansHOro Mnpasa,
MurpauroHHOro
MpaBa, KaCaroUuuxcs
COILIMAILHO-

- OCHOBHEIE
[IOJIOKEHUSI
Kousenmmu MOT

OPUECHTHUPOBATHC
s B CUCTEME
3aKOHOJIATEIIhCT
Ba U
HOPMAaTHUBHBIX
IPaBOBBIX

- METOJaMHU
COLIMAJIBLHOTO
pa3BUTUA

OpraHu3aIu




TPyOBOH chepsl, aKTOB,
COJIEpKaHUs perIaMeHTHPYIO
OCHOBHBIX 111170
JIOKYMEHTOB COLIMANIBHO-
Mex1yHapoagHOTO TPYyAOBOE
TPYAOBOIO IIpaBa B3aMMO/ICVICTBU
(KonBenmmst MOT) € C TIEpCOHAJIOM,
BT.4H.C
TPYJAOBBIMU
MUI'DAHTAMU

2. CTpyKTYpa M coiep:KaHHe JMCIHUIIIMHBI.

2.1 Pacnpenesienne TPyA0EéMKOCTH IMCIUILIMHBI 110 BUJAaM padoT

OO6mmast TpyI0€MKOCTh TUCITUIUIMHBI COCTaBIsIeT 2 3a4.e/. (72 4acoB), X paclpeesieHrue
10 BUJaM padOT MPEICTABIICHO B TAOJIUIIE

(o5 3D0,).
Bun yaeOHO# paboThI Bcero Kypc
4acoB (gacsl)
1 2 |3 4

KonrakTHasi paboTa, B TOM 4ncJje:
AyauTOpHbBIE 3aHATHS (BCEro): 10 10
3aHsATUS JEKIIMOHHOTO TUTIA 4 4
JlaGopaTopHbIe 3aHATHS
3aHsATHS] CEMUHAPCKOTO TUIIA (CEMUHAPBI, IPAKTHYECKHE 6 6
3aHSITHUS)
WNnas koHTaKkTHasA padora: - -
KonTtpoisb camocrositenbHOM padotsl (KCP) - -
[Tpomesxyrounas arrectanus (MKP) 0,2 0,2
CamocrosiTesibHasi padoTa, B TOM YHcJIe: 58 58
KypcoBas pabota (moaroTroBka u HalucaHue) - -
[IpopaboTka yueOHOro (TEOpPETHIECKOr0) MaTepHraa 10 10
AHanu3 HayYHO-METOJUYECKOMN JTUTEPATYpPbI 10 10
Pedepar, rcce 10 10
[loaroroBka K TeKyniemMy KOHTPOJIIO 28 28
KonTpoanb:
ITogroroBka k 3auéty 3.8 3,8
O0mast Tpy10eMKOCTh | yac. 7Pi 72

B TOM 4YHcJle KOHTAKTHAsA 10

10,2 ’
padora 2
3a4. ell. 2 2




2.2 CTpyKTypa AMCUMIIIMHBI:

Pacnipenenenue BuoB yueOHOM pabOTHl M UX TPYAOEMKOCTH T10 Pa3zesiaM ITUCIUILTAHEIL.

Paznensl quciuminHbl, n3ydaembie Ha 4 Kypce (3aounas ghopma)

Ne Hanvenoanvie pazzieriio KonnuecTtBO yacoB
pasrena
Bcero AynuropHas Bueaynut
pabota OpHas
J I13 JIP (CPC)
I. OcHOBHBIE MOHATHUSA 1 2
JTOKYMEHTOBEICHUS
2. HopmatuBubie  TpeOoBaHuMs K 1 2
JTOKYMEHTOO00POTY
3. Knaccudukanus 10KyMEeHTOB 1 1 2
4. PacnopsiauTenbHbie JOKYMEHTBI 1 1 10
5. PacnopsiauTenbHble JOKYMEHTBI 1 10
6. CrnpaBouHo-uH(pOpPMALIHOHHBIE 1 10
JTIOKYMEHTBI
7. JIOKyMEHTBI 110 JINYHOMY COCTaBY 1 10
8. Opranuzaius JOKyMEHTO00OpOoTa 1 12
U €r0 OCHOBHBIE ATAIbl
Hmoeo: 4 6 58
[Mpumeuanue: JI — nexumm, [13 — mnpaxkruyeckwe 3anstust / cemuHapel, CPC —
camocTosTeNbHas padoTa cTyIeHTa
2.3 Conep:xanue pa3iejioB TMCUUNINHBI:
2.3.1 3aHATHSA JTeKINOHHOIO THIIA.
Ne HaumenoBan | CogepikaHue pasaesa dopma
pa3 | We pa3aesa TeKylIero
aeJ KOHTPOJISt
l. OcHoBHBIE OcHoBHBIE 0a30Bble MOHATHS U TepMuHBbL. DyHkuuu | Pedepar (P)
MOHSTHS nokyMmeHTa. CUCTeMbl JOKYMEHTAIM!
JIOKYMEHTOBE]L
CHUS
2 HopmatusHble | bnaHku 10KyMEHTOB Pedepar (P)
TpeboBaHusi K | TpeGoBaHUS K COCTaBy PEKBU3UTOB
I0KyMeHT0000 | O6mue TpeboBaHus K 0(OPMICHHIO PEKBU3UTOB
poTy




3 Knaccudukan | Opranusanuonasie TOKyMeHTH Pacmopsiaurensabie | Occe (D)
ust JOKYMEHTBI
JIOKYMEHTOB
4 Pacnopsnuren | YcraB. MHCTpykiuu, perinameHTHpyOmue Mopsaok | Occe (9)
bHBIE BBIMIOJTHEHUS KaKoro- v (o] mporecca
JTOKYMEHTBI (MTPOM3BOACTBEHHOT0, HAIIPUMEP), B OCYILIECTBICHUHU
KOTOPOTrO  NPUHUMAIOT  y4acTHE  HCIIOJHUTENH
(TOTKHOCTHBIE nv1a, HOJpa3ICIICHHS).
JlomKHOCTHBIE UHCTPYKIIUH, OTpeeoNe
¢yHkunu, mnpaBa, 00S3aHHOCTh UM OTBETCTBEHHOCTh
JTOJIPKHOCTHBIX JIUIL.
5 Pacnopsinuten | [Ipuka3 mo ocHOBHOM nestenbHOCTH. Boimucka u3 | Pedepar (P)
bHBIE npuka3za. [locTaHoBieHMs,  pacHOpsDKEHHUS U
JOKYMEHTBI yKa3aHHsI
6 CnpaBouHo- Axt IIpoTokon Pedepar (P)
uHpopmannoH | JloknaaHas 3anmucka
HBIE CnyxeOHast 3amicka
OOBscHUTENbHAS U TIOSICHUTEIbHAS 3aITUCKU
ITucemo CrpaBka
7 JokymenTsl 1o | Ilpuka3 no nuuHomy coctaBy. Pestome. 3asBnenue. | Occe (9)
JTUYHOMY CucremMa  XpaHeHUsS  KaJpOBBIX  JOKYMEHTOB.
COCTaBy TpynoBasi KHMXKKa
8 Opranm3anus | [IlpueMm wu oOpaboTka BXOASAMMX JTOKYMEHTOB. | Dcce (D)
IO0KyMeHT0000 | PaccmoTrpenue JIOKYMEHTOB PYKOBOJICTBOM
pora u ero | (pesomonus). PaboTa ¢ uCXOAAIMMH TOKYMEHTAMH.
OCHOBHbIE AHanu3  JOKYMEHTOOOOpOTa Y METOABI  €ro
STarnbl COBEpIICHCTBOBAHMUSI. Pabora C
KOH(HICHIINATLHBIMHU JOKYMEHTaMHU.
KomnploTepHble TEXHOJIOTHH B IEJIONPOU3BOJICTBE
2.3.2 3aHATHS CEMMHAPCKOI0 TUIA.
Ne HaumenoBan | Cogep:kaHue pasgesa dopma
pa3 | We pa3aeja TeKylIero
aena KOHTPOJISt
a
l. OcHoBHBIE OcHoBHBIE 0a30Bble MOHATHS M TepMuHbl. DyHkuuu | TectupoBanue
TTOHSATHUS nokymeHTa. CHCTeMbl JOKyMEHTAITU! (T)
JOKYMEHTOBE]l
CHUS
2 HopmarusHble | bianku 1oKymMeHTOB TectupoBanue
TpeboBanusi K | TpeGoBaHUS K COCTaBy PEKBU3UTOB (T)
I0KyMeHT0000 | O6mue TpeboBaHus K 0(OPMICHHIO PEKBU3UTOB
poTy
3 Knaccudukan | OpranuzanonHbie JOKyMeHTHl PacnopsiaurtensHble | TecTupoBaHue
us JIOKYMEHTBI (T)
JOKYMEHTOB
4 Pacnopsiguren | YceraB. MHCTpyKUMH, periiaMeHTUpYIOIIUE MOpsAaoK | TecTupoBanue
bHBIC BBITIOJTHEHUS KaKoro- 6o mporecca | (T)
JIOKYMEHTBI (MpOU3BOICTBEHHOTO, HAIIPUMED), B OCYIIECTBICHUU
KOTOPOTO  NPHUHUMAIOT  Y4acTHE  HCIOJIHUTENN
(TOJKHOCTHBIE JIAILIA, MO/IPa3/ICIICHNS).




JloiKHOCTHBIE WHCTPYKLUU, OnpeeNstoNne
¢yHkuuu, mnpaBa, 00S3aHHOCTh UM OTBETCTBEHHOCTh
JIOJDKHOCTHBIX JIMII.

5 Pacnopsiauren | [Ipuka3 mo OCHOBHOW AesTenbHOCTH. Boimucka u3 | TectupoBanue
bHBIE npukaza. IloctanoBnenusi, pacnopsokenus | | (T)
JIOKYMEHTBI yKa3aHus

6 CnpaBoyHo- Akt [IpoTokon TectupoBanue
uHpopmanuon | JloknmamaHas 3amucka (T)

HBIE CnyxeOHast 3amicka
OObsicHUTETbHAS | TTOSICHUTENbHAS 3aITMCKH
ITucemo CrpaBka

7 JokymenTsl 1o | Ilpuka3 no nuuHoMmy coctaBy. Pestome. 3asBnenue. | TectupoBanue
JUYHOMY Cucrema  xpaHeHuss  KaapoBbIX  J0KyMeHTOB. | (T)

COCTaBy TpynoBasi KHMXKKa

8 Opranms3anus | [IpueMm wu oOpaboTka BXOASAIMIMX JIOKYMEHTOB. | TecTupoBaHHE
JTOKyMeHT0000 | Paccmorpenue JIOKYMEHTOB pykoBoacTBoMm | (T)
pora u ero | (pesomonus). PaboTa ¢ CXOAAIIMMH TOKYMEHTAMH.

OCHOBHBIE AHanu3  JOKYMEHTOOOOpOTa U METOABI  €ro

JTaIbl COBEPILIECHCTBOBAHUSI. Pabora c
KOH(UICHIIMATEHBIMU JIOKYMEHTaMHU.
KoMInbroTepHBIE TEXHOJIOTMH B ACIIONPOU3BOJICTBE

2.3.3 JIaGopaTopHbIe 3aHATHS.

JlaGopaTopHble 3aHATUS Y4€OHBIM TJIAHOM HE MPeyCMOTPEHBI

2.3.4 IlpumepHasi TeMaTHKa KYPCOBBIX Pa0oT (IIPOEKTOB)

KypcoBbie paboTbl y4eOHBIM IUIAHOM HE MPETyCMOTPEHBI

2.4 llepeyeHb y4eOHO-METOAMYECKOT0 O0eceYeHUs JJIl CAMOCTOSATEIbHOH padoThl
00y4aromUXCcH M0 JUCUMUILINHE (MOTYJII0)

[TepedyeHnb yueOHO-METOIUYECKOTO 00ECTICUCHUS TUCIIUILTAHBI

Ne Bun CPC TI0 BBITTOJIHEHHIO CAMOCTOSITEbHOM paboThI

1 2 3

1 [IIpopabotka yueOHOro |Metoauyeckue pEKOMEHAALNN o OpraHu3aluu
(TeopeTH4ecKoro) CaMOCTOSITENIbHOM  paboThl  0Oydaromuxcsi (paccMOTpPEeHbl U
MaTepuana YTBEP)KICHBl HA  3acefaHuu  Kadeapbl SKOHOMHUKH |

MEHE[KMEHTA bumuana OI'BOY BO  «Kybanckuit
rOCy/IapCTBEHHBIN YHUBEpPCUTET» B I'. Apmasupe 19 mas 2022 r.,
poTokoy Nell)

2 |AHanu3 Hay4HO- Meroauueckue PEKOMEHIalluu o OpraHu3anuu
METOAMYECKOU CaMOCTOSITENIbHOM  paboThl  0Oydaromuxcsi (paccMOTpPEeHbl U
TUTEPATYpHI YTBEP)KICHBl HA  3acefaHud  Kadeapbl SKOHOMHMKH |

MeHemxMeHTa  (puimana  OI'BOY BO «KyO6aHckuit
rOCy/IapCTBEHHBIN YHUBEpCUTET» B I'. Apmasupe 19 mas 2022 r.,
npotokoy Nell);
OCHOBHas 1 JIONIOJHUTEIbHAS JIUTEPATYpa 110 TUCIHUILIHHE.

3 |IlogroroBka pedeparos, (MeToauueckue PEeKOMEHIAIIMU T10 TMOATOTOBKE, HAMHMCAHUIO W




acce nopsiiky odopmiieHuss pedepatoB U dcce (pacCMOTpPEHBI U
YIBEP)KICHBl HA  3acefaHud  Kadeapbl  SKOHOMHUKH |
MEHE[KMEHTa ¢bummana DPI'BOY BO «Kybanckuit
rOCy/IapCTBEHHBIN YHUBEpCUTET» B I'. Apmasupe 19 mas 2022 r.,
poTokoy Nell)

Y4eOHO-METOANYECKUE MaTepuajbl I CaMOCTOATEILHONH pabOThl O0YYalOIMUXCS W3
YKCJla MHBAJIKU/IOB U JIML C OTPAaHUYEHHBIMU BO3MOXKHOCTSIMU 3710poBbs (OB3) npenocrasnstorcs
B (hopMax, aJanTUPOBAHHBIX K OTPAHUUYEHUSIM HX 30POBbS U BOCIIPUATHS HHPOPMAIIH:

Jis U1 ¢ HapYIICHUSIME 3PCHUS:

— B TIeYaTHOMW popMe YBETUICHHBIM MIPUPTOM,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.

Jlnig U1 ¢ HapyIIeHUSIMH CyXa:

— B [1e4aTHOM (opme,

— B popMe JIEKTPOHHOTO TIOKYMEHTA.

JUJist vI1 ¢ HapyIICHUSIMA OTIOPHO-JIBUTATEILHOTO amnmapara:

— B TIeYaTHOM (opme,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.

JlaHHBIN TepedyeHb MOXET ObITh KOHKPETH3MPOBAaH B 3aBUCUMOCTH OT KOHTHHIEHTA
00yJaromuxcs.

3. O0pa3oBaTesIbHbIEC TEXHOJIOTHH.

[Ipu peanuzanuu yd4eOHOH pabOTHI MO AMCUUIUIMHE HCIIOJIB3YIOTCS TpaJUIIMOHHBIC
oOpa3oBaTeNbHbIE TEXHOJOTMM, OPHEHTHPOBAHHbIE HA OpraHU3aluio 00pa30BaTENLHOTO
npolecca, IPeanojiaraloilyl0 MpsAMYI0 TPAHCISANMIO 3HAHUM OT IpemojaBarens K
oOydaromemMycs.

Hcnonb3yemble 00pa3oBaTeNbHBIE TEXHOJOTHMHM IO-HOBOMY pEAIHM3YyIOT COJEpKaHHE
o0y4yeHHsT M 00ECIEeUYMBAIOT PEaTH3alMI0 KOMIIETCHIUN JaHHOW NUCIMIUIMHBI, MMOApa3yMeBas
Hay4HbIE TMOAXOJbI K OpraHU3aIi 00pa30oBaTEIbHOTO MPOIECcca, U3MEHSAIOT U MPEIOCTABISIOT
HOBBIE (DOPMBI, METOBI M CPEACTBA OOYUCHHUSL.

JUnst nUI ¢ OrpaHUYEHHBIMH BO3MOKHOCTSIMH 3710pOBbs. I JUI] ¢ OrpaHUYEHHBIMU
BO3MOXXHOCTSIMH 3/I0POBbsI TPEIYCMOTpPEHA OpTraHU3aIMsl KOHCYJIbTAIlMi C HCIOJIb30BaHHEM
ANEKTPOHHOMU MOYTHI.

4. OneHo4YHbIe CpeacTBA VI TEKYIIEero KOHTPOJIsl YCIIeBaeMOCTH M IPOMEKYTOYHOM
aTTecTaluu.

4.1 ®DoHJ OLEHOYHBIX CPEICTB JIsl MPOBEACHUA TEKYero KOHTPOJIS.
IIpuMepHbIe TeCTOBbIE 32/1aHUSA

Iponosxute «/lenonpons3BoncTso» — 310.

Otser |1 Cucrema XxpaHeHUs TOKYMEHTOB

Otsert 2 CocTaBiieHHE JOKYMEHTOB

Otser 3 Otpacib IesSTeNbHOCTH, 00eceunBaroias JOKYMEHTUPOBAHUE U OPTaHU3ALUI0 PAOOTHI
¢ opUIHATBEHBIMHU TOKYMEHTAMHU

2. YkaxuTe TEPMUH, MMEIOIINH TAKOH JKe CMbICJI, KAK U TEPMHH «1eJI0NPOU3BOACTBOY.
Otsert | JlokymMmeHTHpOBaHUE

Otger 2 Cucrema 1OKyMEHTallUU

Otser 3 JlokyMeHTaIMOHHOE 00ecTIeueHrEe YIIPABICHUS

OtBer 4 JlokyMeHTHpOBaHHAas UH(OpMAIHS



3. K kakomMy 10KYMEHTY OTHOCHUTCS CJIeAYIOIIAsi XapaKTePUCTHKA «SIBJISAETCH OCHOBHBIM
HOPMAaTHBHO-METOAHYECKHUM IOKYMEHTOM, ONpeAe/ISIIONUM U YCTAHABJIUBAIOIINM eIHHbII
MOPSA0K COCTABJIEHUS, 0()OPMJIEHUS IOKYMEHTOB U pa00Thl ¢ HUMHU B OpPraHu3anum»?
OtBer 1 MHCTpyKLKA IO 1ETOIPOU3BOJICTBY

OtBet 2 HomeHnknatypa nen

Otser 3 PernameHt paboThl

4. OOs3aTeIbHO JIM JOJKHA OBITh HMHCTPYKLIMS 10 [eJONPOM3BOACTBY B KaKIOM
YUYpesKIeHUuU, OpraHnu3anum?

Otger 1 Jla

Otsert 2 Her

5. IloyeMy HHCTPYKUMSI N0 [1eJONPOU3BOACTBY KOHKPETHOH OpraHu3alMu Bcerjga
HHAUBHAYAJbHA?

Oteer 1 IloToMy 4YTO OHa YYHTBHIBACT BCE OCOOCHHOCTH, KaK COCTaBa JOKYMEHTOB, TaK H
TEXHOJIOTUH UX 00pabOTKH

OtBer 2 Tak kak OHa B KaXKJ0W OpraHU3aIliy pa3padaThIBaeTCs pa3HBIMH JIFOIbMH.

Oter 3 IlotoMy 4dYTO B pa3HBIX OpraHU3alUsAX [O-pPA3HOMY Ha3bIBACTCA CIyk0a
JEJIONPOU3BOJICTBA

6. UTo 00bIYHO 1aeTcsl B MPUJIOKEHUSIX K HHCTPYKIMHU 1O 1eJ10NPOU3BOIACTBY?
OtBer 1 O6pa3ibl JOKYMEHTOB, (POPMBI TOKYMEHTOB, Pa3IMYHbIE CIIUCKH

WIN TIEPEYHHU.

OtBer 2 O0pa3ibl MoAMUCENH PYKOBOAUTENICH, (OPMYIISPHI JOKYMEHTOB,

CIMCKH JOJDKHOCTHBIX JIUL, UMEIOIINX MTPABO MOMHUCH JOKYMEHTOB.

7. HazoBute BHABI NHCbMEHHBIX [IOKYMEHTOB, KOTOpble BXOIST B COCTaB
YHU(PUIUPOBAHHON CHCTEMbI OPraHU3ALHMOHHO-PACTIOPSAANTEIbHON JOKYMEHTAINH ?

Otet 1 Opranu3aimoHHbIE U PACHOPSIANTEIbHBIEC TOKYMEHTBI

OtBer 2 Opranu3aiioHHbIE, PACTIOPAAUTEIbHBIE U HHPOPMALMOHHO-CIIPABOYHBIEC JOKYMEHTHI
OtBer 3 OpraHu3zallioOHHbIE, PACIOPATUTENbHBIC, HHPOPMAIMOHHO-CIIPABOYHbIE TOKYMEHTHI U
JAOKYMCHTHI 110 TPYAOBBIM OTHOIICHUSAM

8. 3a4yem TOKYMEHT HY’KHO NPABHJIBHO 0(pOpPMJIIATH?
Otser 1 UToOBI MpUAATH FOPUANYECKYIO CHITY

OtBer 2 YToObI MOATOTOBUTH K Pa3MHOKEHHUIO

OtBet 3 YTOOBI MOATOTOBUTH K COTIACOBAHUIO

9. Kakoii 'OCT pernamenTupyer mpaBujia pasMmenieHusi U1 oGopmiieHUsI PeKBU3HUTOB
OPraHM3alMOHHO-PACTIOPAINTEIbHBIX IOKYMEHTOB?

Otser 1 'OCT 6.37-98

OtBetr 2 'OCT P 6.30-2003

OtBer 3 'OCT P 6.30-97

Otset 4 EI'C IOY

10. Ha xakue noxkymentnl pacnpocrpansiercss OCT P 6.30-2003?

OtBer 1 Ha opraam3anuoHHo-pacnopsauTenbabie  AokymeHTsl (OPJI), oTHocsmmecs
yHuunupoBanHoit cucteme OP /]

OtBer 2 Ha Bce MOKYMEHTBI, COIPOBOXKIAIOIIME JEATCILHOCTh JIFOOOW OpraHU3aIluH,
YUYPEKICHUA WIN NPEAIPUATHS

Otser 3 Ha ynpaBieHYecKrue 1 SKOHOMUYECKHE TOKYMEHTHI



11. BoccraHoBuTe NpPONMyHIEHHOE CJI0BO: «PeKBM3UT - 3TO0 00M13aTeJIbHBIH 3J1€MEHT
o(popMIICHUA ... TOKYMEHTa».

Otser 1 OdunmanbHOTO

Otget 2 CiykebHOTO

Ortger 3 JIro6oro

1 2. CKOJIBLKO PEKBU3UTOB UCIOJIb3YHOTCHA NPU 0POpPMIIEHUH TOKYMEHTOB?
Otser 1 29
Otser 2 30
Otger 3 31

13. Yo Takoe popmyJsip 1oKyMeHTa?

OteBer 1 Habop pekBH3UTOB O(GUIMAIBLHOTO MHUCBMEHHOTO JOKYMEHTA, PacCIOJIOKCHHBIX B
OIpeIEIEHHON 110CIIEI0BATEIBHOCTU

OtBet 2 Onucanue nopsiika ohopMIICHHS] pEKBU3UTOB JIJIsI KOHKPETHOTO BUIA JOKYMEHTA
OtBer 3 ®opma KOHKPETHOTO JOKYMEHTA, IIOATOTOBJIEHHAs B BUJIE TeKCTa Tpadapera

14. OT 4ero 3aBHCHT KOHKPETHBIH HA0Op HEOOXOAMMBIX PEKBU3UTOB HA

JOKyMeHTe?

OtBer 1 Ot cnocoba MOATOTOBKM JOKYMEHTa, BhIOpaHHOTO (opmara Oymard M TEXHOJIOTHH
paboThI ¢ JOKYMEHTaMU, IPUHATON B OpraHu3aluu

Otger 2 OT BHIa JOKYMEHTA, Tara ero MoAroTOBKH U pabOThl C HUM

Otser 3 OT pemieHus aBTopa JOKYMEHTA U OT KBATM(PUKAIIMHA UCTIOTHUTEIS

15. Ck0J1bK0 BApUAHTOB 0JIAHKOB YCTAHOBJICEHO B 3aBUCHUMOCTH OT CIIOC00a PaCIOJIOKEeHHSI
PEeKBU3HTOB?

Otsetr 1 OnuH

Otser 2 /IBa

Otset 3 Yetbipe

IIpumepHbIe TEMBI 3cce

Crparerust BBKMBaHUS CEMEN B COBPEMEHHBIN MEPUO/T
HpO6JIeMBI BJIACTHBIX OTHOIICHUH B CCMbBC, TUACPCTBO B CCMbBC
Pacnipenenenne 00s3aHHOCTEH B CEMbE
I/ICCHGI[OBaHI/Ie TOr0, KTO ABJIACTCA KOPMHUIILIICM B CCMbBC

5. Crpareruu BBDKUBAaHUSI OINPEICHHBIX COLHUAIBHBIX TPYNIN B COBPEMEHHBIN
NepUo/i: MIEHCUOHEPOB, HHBAIUIOB

6. HccnenoBanue mpoOyieM OJUHOKUX POIUTENEH C TEThbMU

7.  Coumonorusi BOCUTaHus ( TPOOJIEMBI, CBSI3aHHBIE C BOCITUTAHUEM JIETEH)

8.  bromxersl BpeMeHH: HCIONb30BaHHE BPEMEHH, 3aTPAYEHHOT0 YJeHAMH CEMbU Ha
BEJICHHE XO035HCTBA, paboTy, OTIIBIX, JOCYT.

9. MUcropun cembr (MEKIUCIUIUIMHAPHBINA TOIXOJ: TEHEAJIOTHUS C DSJIEMEHTAMH
COMOJIOTHHU: UCITIOJIL30BAHUC NHTCPBLIO, BOCIIOMHHAHHUHU O WICHAX CGMBI/I).

10. TIIpoGnembl conmanu3aIii: OCBOCHUE COIMANBHBIX POJIEH W KYJIbTYPHBIX HOPM
oOmiecTBa

11. TIpoGnemsl nercTBa

12. TIpobiembl poIUTENBCTBA:

- MaTepUHCTBO U OTHOUICHHE K HEMY JKEHIIMH U MY>KUYUH

- OTHOOBCTBO: THUIIbBI OTHOIIIEHUH C JCTbMU

13. JKu3HeHHbIE [IECHHOCTH Pa3JIMYHbIX COI[UATIBHBIX TPYIIT

bl e
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14. HccnenoBaHue COLMANbHBIX HOPM U IPUBBIYEK, TPAJULUN COBPEMEHHOIO
poccuiickoro oOmecTBa, u3ydeHue MpoOjemMbl MbSIHCTBA W aynkoroinusMma. M3ydenue
OIIpeJICIEHHBIX 00Ps/10B, LIEPEMOHUIA, PUTYAJIOB.

15. Coumosiorusi MOJbl: BKYChI, YBJICUEHHS OMPEACIICHHBIX TPYIII

IIpumepHbie TeMbl pedepaToB

1.1 nen M. Bebepa n «BeOSpPOBCKHIT pEHECCAHC.
2.®opmarnbHas» cormonorys 1. 3ummernsi.
3. Coumonoruueckue uzaeu B. [Tapero
4. Tlpunimrs! pyHKIMOHATBHOTO aHam3a B padorax T. ITapconca u P. Meprona.
5. Commornorus (ppaHkdypTCKO# IIKOJBL.
6. KoH}mukTonormieckue Teoprur B COBPEMEHHOM COIHOIOTHH.
7. Bmusaue uneit [1. CopokruHa Ha pOCCHHCKYIO M aMEPUKAHCKYIO COLIOJIOTHIO.
8.  ConepxaHue 1 3BOJIOLIMS MACCOBOM KYJIBTYPBL
9. CyOKyabTYpbI U KOHTPKYJIGTYPBI.
10. 3HaueHMe aCKPUNTHUBHBIX M JECKPHIITHBHBIX CTATyCOB B COBPEMEHHOM OOIIIECTBE.
11. Teopust conpam3ayy JIMYHOCTH 3. DPUKCOHA.
12. VIHCTUTYTBI COLMATM3ALMN U X 3HAYEHHE B COBPEMEHHOM OOILIECTBE.
13. Teopus «3epKabHOTO 5.
14. Teopust nepuariu P. MeproHa.
15. Teopust cTurMaTu3alym.
16. Teopus cotmanbHoro nevictsus T. ITapconca.
17.brxeBrOpH3M KaK HalpaBJICHUE, H3y4arOIIIEe COLMATHHOE TIOBE/ICHHE.
18.eHOMEHONIOrMYECKUE M STHOMETOJOJIOTMYECKAE  KOHLIEMLMU  COLMAIBLHOIO
JIEUCTBUSL.
19. Coneprxanue 1 BUJIbI COLUATTBHBIX OTHOILICHHU.
20. CeMbsi KaK COIMATbHBINA MHCTHUTYT.

4.2 ®oHJ OLIECHOYHBIX CPEACTB /ISl MPOBeJIeHUs MPOMEKYTOYHOM ATTeCTANMH.

IIpuMepHBbIi NepeyeHb BONPOCOB JJISl MOATOTOBKH K 3a4eTy

OcHoBHBIE 6a30BbI€ TOHATHUS U TEPMUHBI

DyYHKIMU TOKYMEHTa

Cucrembl JOKyMEHTaIlUU

HopmartuBHbIe TpeOOBaHUS K COCTaBY OCHOBHBIX PEKBU3UTOB U UX 0(OPMIICHUIO
biranku 1OKyMEHTOB

TpeboBaHMs K cOCTaBY pEKBU3UTOB

O6ume TpeboBaHus K 0HOPMIIEHUIO PEKBU3UTOB

Tepmunonornyeckas 6a3a J10OKyMEHTOBEACHUS

Knaccudukanus 10KkyMeHTOB

. Opranu3anroHHbIe JOKYMEHTHI

. PactiopsiqutenbHbIe TOKYMEHTHI

. IIprka3 mo OCHOBHOM JEATEIbHOCTH

. CipaBo4HO-HH(POPMAITUOHHEIE TOKYMEHTHI
. AKT

. IIporokon

. JloknagHas 3ammcka

. Ciry>xeOHas 3amucka

. OOBsICHUTENbHAS U TTOSICHUTEIbHAS 3aITUCKA



19.
20.

21

[Tucemo
CnpaBka

. JIOKyMEHTBI 110 JIMYHOMY COCTaBY
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
33.

[Ipuka3 no IMYHOMY COCTaBY

Pesrome

3asBieHue

CucreMa XpaHEHHS KaJIPOBBIX JTOKYMEHTOB

TpynoBasi KHUXKKa

Opranuzanus paboTsl C TOKyMEHTaMU

[Tpuem u 0OpaboTKa BXOIAIIUX TOKYMEHTOB
PaccMoTpenue 10KkyMEHTOB PyKOBOACTBOM (pE30I0LHs)
Pabora ¢ ucxoasmuMu 10KyMeHTaMU

AHanu3 J0KyMEHTO000POTa ¥ METO/IBI €70 COBEPIIICHCTBOBAHUS
PaboTa ¢ koHpUAEHITNATFHBIMU TOKYMEHTAMU
KoMIibroTepHbIe TEXHOIOTHH B IEIONPOU3BOJICTBE

YpoBeHb TpeOGOBaHUIl 1 KPUTEPHH OLICHOK HA 3a4eTe
OneHka «3auTeHO» BEICTaBisAeTCA, ecnu kommerennuu [1K-10, TIK-12, T1K- 13, T1IK-17,

OIIK-3 moJIHOCTBIO OCBOEHBI, OOYyYarOUIUHCS BIAJACET MaTepuajioM, OTBEYAeT HAa OCHOBHBIC H
JOTIOTHUTEIbHBIE BOIPOCHI.

OneHka «He 3a4TeHO» BhICTaBisercs, eciim kommerennuu [1K-10, T1IK-12, TTK- 13, T1K-
17, OIIK-3 He ocCBOEHBI, OOydYalOIIMICA HE 3HAET 3HAYMTEIbHOH YacTH MPOTPaMMHOTO
MaTepuaa, JOMyCKaeT CYIIeCTBEHHbIE OLINOKH.

OueHo4HbIE CpeACcTBAa Ui WHBAJIWAOB U JIMI] C OTPAaHMYCHHBIMH BO3MOKHOCTSIMU
3/10pOBbsI BHIOUPAIOTCA C YU€TOM UX MHAMBHUIYATbHBIX ICHXO(PU3MUECKUX 0COOEHHOCTEH.

— IpH HEOOXOIMMOCTH WHBAIMAAM M JIMIAM C OTPAaHWYCHHBIMH BO3MOKHOCTSIMH
3JI0pOBbsI MIPEIOCTABIISIETCS TOTIOTHUTEIBHOE BpeMs U151 IOJrOTOBKM OTBETA Ha 3a4eTe;

— IIpY TIPOBEJICHNUU IIPOLEAYPHI OLCHUBAHUS PE3yIbTaTOB OOYUYCHHS MHBAINIOB U JIHII C
OTrPaHUYEHHBIMU BO3MOXKHOCTSIMH 370POBBSI IPEAYCMATPUBACTCS MCIOIH30BAHNE TEXHUYECKUX
CPE/ICTB, HEOOXOMMBIX UM B CBS3M C X MHIUBHUIyaIbHBIMU OCOOCHHOCTSMU;

— IpU HEOOXOAUMOCTH JJIs1 00YHAIOIIUXCSI C OTPAHUYCHHBIMH BO3MOXKHOCTSIMHU 3/I0POBbS
M WHBAINAOB TMPOIENypa OLEHHBAHUS pE3yIbTaTOB OOYYEHHS 110 JUCHUIUIMHE MOXKET
IPOBOJIUTHCS B HECKOJIBKO ATAIIOB.

[Tpouenypa oreHWBaHMS PE3yIbTATOB OOYYEHUS WHBAJIUIOB U JIUI C OTPAaHUYCHHBIMU
BO3MOXHOCTSIMH 3JI0POBbsSI 110 JUCHUIUIMHE (MOXYJIO) TPENyCMaTpUBAET IPEIOCTABICHHUE
uHpopManmu B ¢opMax, AJANTHPOBAHHBIX K OrPAHWYEHUSIM HX 3JI0POBbS M BOCIIPHSITHS
uHpOpMaLUu:

JU7st U1 ¢ HapyIICHUSIMH 3PEHUS:

— B [1I€4aTHOW (hopMe YBEIUYECHHBIM HIPUPTOM,

— B (hopMe PIIEKTPOHHOTO JOKYMEHTA.

JUnist a1 ¢ HapyIIEHUsIMH CITyXa:

— B TIeYaTHOM ¢opme,

— B (hopMe 2IEKTPOHHOTO TOKYMEHTA.

JUst UL ¢ HapyIIEHUSIMH OTIOPHO-/IBUTATEIILHOTO anlapara:

— B [1e4aTHOM (opme,

— B (hopMe PIIEKTPOHHOTO JOKYMEHTA.

JIaHHBINA TIepeyeHb MOXET OBbIThb KOHKPETH3HPOBAH B 3aBUCHUMOCTH OT KOHTHHICHTA
oOydJaronuxcs.



5. IlepeyeHb OCHOBHOI M /IONOJHHUTEJbHOH Y4eOHOH JHMTepaTypbl AJsl OCBOCHUS
JUCIHUIIMHBI (MOZYJIsT).
5.1 OcHoBHas JUTEpaTypa:

1. KysnenoB, 1. H. JlokymeHTanmnoHHOEe oOOecCriedYeHHEe YIpPaBIICHUS TEPCOHAIIOM :

yaeOHMK 1 mpakTukyMm s By30oB / U. H. Ky3nernoB. — 2-e u3a. — Mocksa : M3gaTenbcTBO
Opaiit, 2022. — 393 c¢. — (Bricmee obpa3oBanue). — ISBN 978-5-534-14830-5. — Tekcr :
anexkTpoHHbd  //  OOpasoBarenbHas  1uiargopma  FOpaiit  [caiit]. —  URL:

https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-personalom-489305#page/1

2. Abymamze, JI. I'. JloKkyMeHTaIllMOHHOE OOECTICUCHHE YIPaBJICHUS IEPCOHAIIOM :
y4eOHUK U MpakTHKyM aiis By3oB / JI. I'. Abynanze, U. b. Bempsokkuna, B. M. Macnosa. — 2-¢
u3a., nepepad. u gom. — MockBa : M3garensctBo IOpaiit, 2022. — 370 c¢. — (Bwicuiee
oOpazoBanue). — ISBN 978-5-534-14486-4. — Texkct : anekTpoHHBIH // OOpa3zoBarenbHas
miatdopma FOpaiit [caiit]. — URL: https://urait.ru/viewer/dokumentacionnoe-obespechenie-
upravleniya-personalom-489736#page/1

3. Ky3neno, U. H. JlokymeHTanmonHoe obecrieueHue ynpasieHus. [JJokyMeHToo0opoT

U JICIONPOM3BOJACTBO : Y4eOHWK M mpakTukym s By3oB / WM. H. Ky3wemoB. — 3-e¢ u3g.,
nepepad. m mon. — MockBa : M3parenbctBo IOpaibit, 2022. — 461 c¢. — (Bwicuee
obpazoBanue). — ISBN 978-5-534-04275-7. — Texkcr : anextponHsli // OOpa3zoBarenbHas
miatdopma FOpaiit [caiit]. — URL: https://urait.ru/viewer/dokumentacionnoe-obespechenie-
upravleniya-dokumentooborot-i-deloproizvodstvo-488697#page/1

5.2 lonoiHUTEILHAS JIUTEPATypPa

1. Hoponuna, JI. A. JIOKyMEHTAIlMOHHOE OOCCIICUCHHE YIpaBICHUS . YYCOHHUK H
OPaKTUKYM Uil CpeaHero mnpodeccuoHanbHoro odbpasosanus / JI. A. [oponuna, B. C.

HUputnkoBa. — Mocksa : WznmarensctBo HOpaiit, 2022. — 233 ¢. — (IIpodeccuonanbroe
obpazoBanue). — ISBN 978-5-534-05783-6. — Tekct : anexkTpoHHBIN // OOpa3zoBarenbHas
miatdopma FOpaiit [caiit]. — URL: https://urait.ru/viewer/dokumentacionnoe-obespechenie-

upravleniya-492618#page/1

2.Kopuee, . K. JlokymeHTanmmoHHOe oOecmedeHue ympaBieHus + Tectbl B OBC :
y4eOHUK M TPAaKTUKYM IS cpeaHero npodeccruonansaoro oopazosanus / 1. K. Kopuees, A. B.
[Tmenko, B. A. MamypueB. — 2-e¢ u31., nepepad. u gon. — Mocksa : U3parensctBo FOpaiit,
2020. — 384 c¢. — (ITpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-05022-6. — Tekcer :
anexktpoHHei // DBC IOpaiit [caiit]. — URL: https://urait.ru/viewer/dokumentacionnoe-
obespechenie-upravleniya-testy-v-ebs-453688#page/1

5.3. Illepuoauyeckne U3IaHNUS:
He npemycMoTpenst

6. Ilepeuenb pecypcoB HHGPOPMALMOHHO-TEJIEKOMMYHUKAIMOHHONW CeTH
«HTepHET», B TOM 4YHcJIe MPodeccHOHATbHbIE 0a3bl JaHHBIX U HH(OPMAIHOHHBIE
CIIPaBOYHbIE CHCTEMbI, HEOOXO0IMMBIX /JIsl 0CBOEHHS THCIUILIHHBI.

1.  DOmnexkrponnas  Oubnmumorexka  «Mzmarenbckoro  goma  «['peOeHHHKOBY -

URL:www.grebennikon.ru

2. «DOnektpoHHas Oubnmoreka aucceprammii»  Poccuiickoit  ['ocymapcTBeHHOM

bubnuotexu (PI'b). - URL:https://dvs.rsl.ru/

3.ba3sl qanuberx komnanun «cer Beroy. - URL:http://dlib.eastview.com

4. OBC m3narenscrBa «Jlaap». — URL: https://e.lanbook.com

5. OBC «YnuBepcurerckas oudmmorexka ONLINE». — URL: www.biblioclub.ru



https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-personalom-489305#page/1
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-personalom-489736#page/1
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-personalom-489736#page/1
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-488697#page/1
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-488697#page/1
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-492618#page/1
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-492618#page/1
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-testy-v-ebs-453688#page/1
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-testy-v-ebs-453688#page/1
http://www.grebennikon.ru/
https://dvs.rsl.ru/
http://dlib.eastview.com/
https://e.lanbook.com/
http://www.biblioclub.ru/

6. OBC «Opaiit». — URL: http://www.biblio-online.ru/

7. Hayunas snektponnas oubnmoreka (HOb)«eLibrary.ru». - URL:http://www.elibrary.ru
8. OneKTpoHHas KOJUICKLUS Oxcdopackoro Poccuiickoro donpa. -
URL:http://lib.myilibrary.com

9. CpaBouno-1ipaBoBasi cucrema «Koncynprant [lnrocy - http://www.consultant.ru

10.  DNeKTpOHHBIA  NEPUOAUYECKUH  CHOpaBOYHUK «  Cuctembl  rapaHT» -
http://www.garant.ru

7. MeToauyeckne yKazaHus 1 00y4aOUIUXCS 10 OCBOCHUIO JUCIHUIJIMHBI

Ilo Kypcy npenycMOTpPEHO NpPOBEIACHHE JIEKIMOHHBIX 3aHITUHW, HAa KOTOPBIX JaeTcs
OCHOBHOM CHCTEMAaTH3WPOBaHHBIN MaTtepraia. OCHOBHOM IEJbIO JICKIMH SIBJISETCS oOecreueHne
TEOPETUYECKON OCHOBBI 0OYUEHUS, Pa3BUTHE HHTEpeca K yUeOHOM JeATeIbHOCTH U KOHKPETHOM
y4eOHOIl nucHuIIHe, (GOPMHUPOBAHUE Y OOYYAIOIIMXCS OPUEHTHPOB JUIS CaMOCTOSTEIBbHOM
paboTHI.

[ToaroToBKa K MPAaKTUYSCKUM 3aHSATHUSIM.

[IpakTrueckue 3aHATHS OPHEHTHPOBAHBI Ha pPabOTy ¢ y4yeOHOM H TEePUOTUUYECKOMN
JTUTEPaTypoi, 3HAKOMCTBO C COJEP>KaHHEM, MPUHIIUIIAMU U UHCTPYMEHTAMH OCYLIECTBICHUS U
pelIeHHeM OCHOBHBIX BOIIPOCOB, IPHOOPETEHUE HABBIKOB MJII CAMOCTOSITENBbHBIX OILEHOK
pEe3yABTaTOB OLIGHKM OCHOBHBIX SIBJICHHH JUCHUIUIMHBL. K TpakTHYecKoMy 3aHSATHIO
oOyyaronuiicss JOJDKEH OTBETUTh HA OCHOBHBIE KOHTPOJIbHBIE BOIMPOCHI H3Y4aeMOH TEMBI,
MOJIFOTOBUTH 3CCE, PEIINTh TeCThl. KpoMme Toro, cienyeT u3y4uTh TEMY IO KOHCIIEKTY JIEKIIUH U
Y4eOHHUKY UM y4eOHBIM TTOCOOUSAM U3 CITUCKA JTUTEPATYPHI.

TecTupoBaHue MO MPEUIOKEHHBIM TeMaM. [loAroToBka TECTHPOBAHUIO MPEIIOIATAET
W3Y4YCHHE MaTepPUaJIOB JICKIIUH, y4eOHOU JIUTEPaTypHhl.

YcrHblif onpoc. Bakueiimme TpeOOBaHUS K YCTHBIM OTBETaM CTYIEHTOB —
CaMOCTOSITENILHOCTh B 1M0AOOpe (PaKTUUECKOro MaTepHallia U aHaJTUTHUYECKOM OTHOLICHHH K
HEMY, YMEHHE pacCMaTpHUBATh MPUMEPHI U (aKThl BO B3aUMOCBSI3H U B3aUMOOOYCIOBIEHHOCTH,
oTOMpath Hamubosiee CyliecTBEHHbIE M3 HUX. OTBET 00y4aromerocs JOKHO COOTBETCTBOBATH
TpeOOBAaHUSM JIOTHKH: Y€TKOE BRIWICHCHHE M3JIaraeMoil mpobiemMsbl, ee TouHas GopMyITupoOBKa,
HEYKOCHHUTENbHAsI IOCJIEA0BATEIbHOCTh AapryMEHTAllMd HMEHHO JaHHOM mpoOiemsl, 0e3
HEOTPaBJaHHBIX OTCTYILJICHUI OT Hee B Mpoliecce 000CHOBaHUsI, Oe3yCIOBHAS 10KA3aTebHOCTD,
HENPOTUBOPEYMBOCTh M  IOJHOTAa  apryMEHTAalMd, NpPaBWJIbHOE U  COJEp)KaTeabHOe
MCIIOJIb30BAHUE MMOHATUN U TEPMHUHOB.

Hamucanme scce. Dcce — BHUII CaMOCTOSTENBHOW palOTHI, MPEACTABISIONIUN COOOH
HeOonpIIoe 1o 00BbeMy M CBOOOAHOE MO KOMIIO3UIIMM COYMHEHHE Ha 33/JaHHYI0 TEMY,
oTpa)karolllee MOAYEPKHYTO MWHANBUAYAIbHYIO MTO3UIIMIO aBTOpa. PekomeHnyemblit 00bem scce —
2-3 mevaTHble CTPAHMULIBL.

Hanucanne pedepara — 3To BHI caMOCTOSATENHHOW pabOThI CTYIEHTA, COACPIKAIUN WH-
dbopmarnuio, JOMOTHSIONIYI0O W Pa3BUBAIONIYI0 OCHOBHYIO TE€MY, M3y4aeMyl0 Ha ayIUTOPHBIX
3aHATUAX. Benyliee MecTto 3aHMMAIOT TE€MbI, MPENCTaBISAIONINE NMPOPECCHOHATBHBIA HHTEpEC,
HECYIIUE JIEeMEHT HOBU3HBEL. PedeparuBHbIE Marepuanbl JOHKHBI MPEACTABISATh MHUCHMEHHYIO
MOJIeSTb TIEPBUYHOTO JIOKYMEHTAa — HAay4dHOW paboThl, MoHOTrpaduu, crarbu. Pedepar moxer
BKJII0YaTh 0030p HECKOJIBKHX MCTOYHUKOB M CIY)KHTh OCHOBOH /ISl JIOKJIa/la Ha OMPEISIEHHYIO
TEMy Ha CEMUHapax.

CaMocTosTenbpHas paboTa 1Mo AUCIUILINHE BKIIOUAET CIEAYIONINE BUIBI padoT:

— paboTa ¢ JEKIIMOHHBIM MaTepPHAIIOM, TIPEyCMaTPUBAIOMIAs TPOPAOOTKY KOHCTIEKTA
JIEKIUN ¥ Y4eOHOU JTUTEPATyPHI;

— H3y4YeHUEe MaTepuaa, BBIHECEHHOTO Ha CAMOCTOATEIbHYIO TPOPabOTKY;

— IOATOTOBKAa K CCMUHAPCKHUM 3aHATUAM;


http://www.biblio-online.ru/
http://www.elibrary.ru/
http://lib.myilibrary.com/
http://www.consultant.ru/
http://www.garant.ru/

— HammcaHue pedepara u dcce 1o 3aJaHHON mpodieMe.

B ocBoeHMM AMCIMIUIMHBI WHBAJIUIAMH M JIMIIAMH C OTPAHUYCHHBIMU BO3MOXKHOCTSIMU
310pOBbs OOJIBIIOE 3HAYEHHWE HMMEET HHAMBUAyallbHAas ydeOHas paboTa (KOHCYIbTAIlMH) —
JIONIOJTHUTEIbHOE PAa3bsICHEHHE yIEOHOTO MaTepuaia.

WuauBuayanbHble KOHCYABTAMM IO TPEIMETY SIBISIOTCS BAXHBIM  (aKTOPOM,
CIIOCOOCTBYIOIINM WHAWBUAYAIH3aIUN OOyYEeHUS] U YCTaHOBJICHUIO BOCIHMTATEIBHOTO KOHTAKTa
MEXIy IpernojaBareileM H OOydalomIMMCsS WHBAJMIOM MM JIMIOM C OTPaHUYCHHBIMH
BO3MOYKHOCTSIMH 3/{0POBBSI.

3auer. OOyuaronrecss 00s3aHbI CIaTh 3a4€T B COOTBETCTBUU C PACHUCAHUEM M YUEOHBIM
mIaHoM. 3adeT siBisieTcsl (hOpPMOM KOHTPOJISI YCBOSHHUS 00YyJaromUMCs YI€OHOU MPOrpaMMBbI 110
IVMCIUIUIMHE WIM €€ YacTH, BBINOJHEHHs pedepaTHBHBIX pabdOT, 3cce, TECTOBBIX 3a/IaHHI,
YCTHOTO OTIpOCca.

B ocBoeHNM AMCIMIUIMHBI WHBAJIMIAMH M JIUIIAMH C OTPAHUYCHHBIMU BO3MOXKHOCTSIMU
310pOBbs OOJBIIOE 3HAYEHUWE HMMEET HHAWBUAyallbHAas ydeOHas paboTa (KOHCYIbTAIlMH) —
JIONOJTHUTEIbHOE PA3bsICHEHHE yIEOHOTO MaTepuaia.

WuauBuayanbHble KOHCYABTAMM IO MPEIMETY SIBISIOTCS BAXHBIM  (aKTOPOM,
CIIOCOOCTBYIOIINM WHAWBUAYAIH3alNN OOyIEeHUS U YCTAaHOBJICHUIO BOCIHMTATEIBHOTO KOHTAKTa
MEXIy IpernojaBareileM H OOydYaloUIMMCsS WHBAJHIOM MM JIMIOM C OTPaHUYCHHBIMH
BO3MO)KHOCTSIMHU 37I0POBBSI.

8. IlepeyeHbp MH(POPMANUOHHBIX TEXHOJOTHI, HCNOJIb3YyeMbIX MPH OCYHIECTBJIECHHH
00pa3oBaTeILHOIO NMPoIEcca MO JUCHHUILINHE.
8.1 Ilepeuenb HHPOPMANMOHHBIX TEXHOJIOT Wil

— IpenocraBnenue qocTymna BCeM y4acTHHKaM 00pa30oBaTeIbHOTO Mpolecca K
KOPIIOPaTUBHOM CETH YHUBEPCUTETA U TII00aIbHOM ceTn MHTEepHeT.

— IlpenocraBienue q0cTyna yyacTHUKaM 00pa30BaTeIbHOTO IpoIiecca Yepe3 CeTh
WHTepHeT K cripaBOYHO-TIOMCKOBBIM HH(POPMAITMOHHBIM CUCTEMaM.

— HWcnonws3oBanue cnienuanmsupoBanHoro (Oducuoe 10, rpadudeckue, Buneo- u
ayAMOPEAAKTOPHI U TIP.) IPOrPaMMHOT0 00eCTieyeH st Ul OATOTOBKH TECTOBBIX, METOANYECKIX
¥ Y4eOHBIX MaTepHasoB.

— HWcnonws3oBanne 0pUCHOTO U MYJIBTHMEIUIMHOTO MTPOTPAMMHOTO 00ECTICUEHUS TTPH
MIPOBEICHUH 3aHSATUN U JUISI CAMOCTOSTEILHOM TOATOTOBKH 00yUJarOIIMXCSI.

8.2 IlepeueHb HEOOXOAUMOTO JIMIIEH3HOHHOTO IPOrPAMMHOI0 OOecneyeHusl.
Microsoft Windows , Microsoft Office Professional Plus;
Acrobat Reader DC; Sumatra PDF ;
Mozilla FireFox;
Menuanneep VLC;
Apxusarop 7— zip;
Gimp 2.6.16 (pacTpoBblii rpadUUecKuil peaaKkTop);
Inkscape 0.91 (BekTOpHBIN rpadudecKuil peaaKTop).

8.3 [lepeuenb HH(POPMANMOHHBIX CIIPABOYHBIX CHCTEM:
1. Hayunas snexkrponnas 6ubnuoreka (HOb) «eLibrary.ru». - URL:http://www.elibrary.ru



http://www.elibrary.ru/

9. MarepunanbHo-TexHH4Yeckass 0a3a, HeoOXoamMasi VI  OCYHIIECTBJICHHS
0o0pa3oBaTeIbHOI0 Mpolecca 1o JMCHUIINHE

Ne

Bun pabor

MaTepI/IaJ'IBHO-TeXHI/I‘IeCKOG obecneueHne JUCIHHUITIIINHBI 1
OCHAIIICHHOCTD

JIlexMOHHEIE 3aHATHA

AyIUTOpPHHM /ISl IPOBEACHUs 3AaHATHI JIEKIIMOHHOI0 THIIA:
Aynmutopus 13 ocHamieHa y4eOHOI MeOenbio;

Aynutopus 14 ocHamieHa y4eOHOU MeOenblo,

Aynmutopus 23 ocHameHa y4eOHOW MeOesblo, CTallMOHAPHBIM
MYJIbTUMEAUMHBIM KOMIUIEKCOM B COCTaBe: MPOEKTOp, IKPAH
HAaCTEHHBIN, IIEPCOHAIBHBIM KOMIIBIOTED € IIPOrPaMMHBIM
o0ecreyeHueM.

Aynutopust 24 ocHalleHa yueOHOH MeOelblo, CTallMOHAPHBIM
MYJIbTUMEIUHHBIM KOMIUIEKCOM B COCTaBe: IPOEKTOP, IKpaH
HACTEHHBIH, IEPCOHAIIBHBIN KOMIIBIOTED € IIPOrPAMMHBIM
oOecIeueHnEM;

Aynutopus 25 ocHalieHa y4eOHO# MeOelblo, CTallMOHAPHBIM
MYJIbTUMEIUHHBIM KOMIUIEKCOM B COCTaBe: IPOEKTOP, IKpaH
HACTEHHBIH, IEPCOHAIIBHBIN KOMIIBIOTED € IIPOrPaMMHBIM
oOecIeueHHEM;

Aymutopust 26 OCHalleHa yueOHOI  Mebenslo,
MEePCOHAIBHBIMU KOMITBIOTEPAMHU — 15 MIT. ¢ AOCTYNOM K CETH
«MaTepHeT» M o0OecredeHueM JOCTyma B DJICKTPOHHYIO
WH(POPMAITMOHHO-00PA30BATENbHYIO  Cpely  OpraHU3aIluH,
porpaMMHoOe obecrieueHue.

Aynutopus 27 ocHamieHa yuyeOHOW MeOenbro, MepCcoHaTbHbIN
KoMmbeloTep — 15 mT. ¢ goctynoM k cetn «MHTepHET» M
oOecrieueHHEeM JIOCTyNma B JJEKTPOHHYIO HWH(OpPMAIMOHHO-
o0pa3oBaTeNbHYI0  Cpedy  OpraHu3aluy, I[pPOrpaMMHOE
o0OecIieyeHue;

Aynmutopust 28  OcCHalleHa yueOHOI  Mebenslo,
MEePCOHAIBHBIMU KOMITbIOTEpAMHU — 18 MIT. ¢ JOCTYIIOM K CETH
«aTepHeT» M o0OecredeHueM JOCTyna B DJICKTPOHHYIO
WH(POPMAITMOHHO-00PA30BATENBHYIO  Cpely  OpraHU3allvH,
porpaMMHOe oOecrieueHue;

Aynutopus 32 ocHamieHa  y4eOHON MeOeIbio;

Aynmutopus 34 ocHameHa y4eOHOW MeOemblo, CTAllMOHAPHBIM
MYJIbTUMEAUMHBIM KOMIUIEKCOM B COCTaBe: MPOEKTOp, IKPAH
HAaCTEHHBIN, IIEPCOHAIBHBIM KOMIIBIOTED € IIPOrPaMMHBIM
obecrieueHneM; TocyaapcTBeHHasi cuMBoJinka (repo P®, duar
P®; ¢unar Kpacunomapckoro kpas, ¢uar r. ApmaBupa),
Aynutopus 35 ocHalieHa  yuyeOHOUM MeOenbio;

Aymutopus 36 ocHaleHa yueOHOH MeOelbIo.

[IpakTryeckue
3aHATHUA

AyauTOpHH 1JIsl IPOBEJeHUs 3AaHATHII CEMHHAPCKOI0 THUIIA

Aymutopus 13 ocHaieHa yueOHOH MeOenbio;

Aynutopus 14 ocHareHa yueOHOM MeOembIo;

Aynmutopust 23 ocHaiieHa yueOHOH MeOenbio, CTallMOHAPHBIM
MYJIbTUMEAUMHBIM KOMIUIEKCOM B COCTaBe: MPOEKTOP, IKPaH
HAaCTEHHBIN, IIEPCOHAIBHBIM KOMIIBIOTEP € IIPOrPaMMHBIM
o0ecreyeHueM.

Aynutopust 24 ocHalleHa y4eOHOM MeOenblo, CTallHOHAPHBIM

MYJIbTUMEIUHHBIM KOMIUIEKCOM B COCTaBe: MPOEKTOP, IKpaH




HACTEHHBIN, IEPCOHATIbHBIA KOMIIBIOTED;

AynuTopus 25 ocHalleHa yueOHOi MeOelblo, CTallMOHAPHBIM
MYJbTUMEANIHBIM KOMIUIEKCOM B COCTaBe: MPOEKTOP, IKpaH
HACTEHHBIH, IEPCOHAIIBHBIN KOMIIBIOTED € IIPOrPAMMHBIM
oOecIeueHnEM;

Aynutopust 26 ocHalieHa yueOHOH MeOesbio, IepCOHATbHBIMU
KoMmnbloTepaMu — 15 mr. ¢ noctynom k cetu «HTepHeT» U
o0ecriedyeHneM JI0CTyna B 3JEKTPOHHYIO HMH(OpMaIMOHHO-
o0pa3oBaTeNbHyl0  Cpely  OpraHu3alud, [pPOrpaMMHOE
obecrieyeHue;

Aynutopus 27 ocHamieHa yuyeOHOW MeOenbro, MepCcoHaTbHBIN
KoMmbpoTep — 15 mT. ¢ goctynoM k cetn «MHTepHET» M
oOecrieueHUEeM JIOCTyNma B DJEKTPOHHYIO HWH(OpPMAIMOHHO-
o0pa3oBaTeNbHYI0  Cpedy  OpraHu3aluy, I[pOorpaMMHOE
o0OecIeyeHue;

Aynutopust 28 ocHalieHa yueOHOI MeOesbio, IepCOHATbHBIMU
KoMmnbloTepaMu — 18 mr. ¢ nmoctynom k cetu «HTepHEeT» U
o0ecrieyeHneM J0CTyna B 3JEKTPOHHYIO HH(OpMAIMOHHO-
o0pa3oBaTeNbHYI0  Cpedy  OpraHu3aluy, I[pPOrpaMMHOE
o0OecreyeHue;

Aymutopus 32 ocHaieHa yueOHOH MeOenbio;

Aynutopus 34 ocHaimieHa yuyeOHOW MeOenblo, CTallMOHAPHBIM
MYJIbTUMEAMMHBIM KOMIUIEKCOM B COCTaBe: MPOEKTOp, IKpaH
HAaCTEHHBIN, TMEPCOHAIBHBIA  KOMIIBIOTEP, MPOrpaMMHOE
obecrnievueHne; rocyaapcTBeHHass cumBoiinka (repd P®, dmar
P®; ¢mar Kpacnomapckoro kpas, ¢uiar r. ApMaBupa),
Aymutopus 35 ocHaiieHa yueOHOH MeOenbio;

Aynutopus 36 ocHareHa yueOHOW MeOenbIo;

Aymutopust 37 ocHamieHa Yy4yeOHOH MeOenbpio, IMocoous
HarJsigHble M0 HHOCTPAHHOMY SI3BIKY: yueOHbIE MaTepHalbl,
I[BETHBIC KAPTHI, TAOIUIIBL.

I'pynmossie
(MHIUBHUIYaTTbHBIC)
KOHCYJbTAITUU

AyauTopuM  AJsi  TPYNNOBBIX M  HHIAMBUAYAJbHBIX
KOHCYJIbTALMIA:

Aymutopus 13 ocHaiieHa yueOHOH MeOenbio;

Aynutopus 14 ocHamieHa yueOHO# MeOenbro,

Ayautopus 23 ocHaiieHa yuyeOHOW MeOenblo, CTallMOHAPHBIM
MYJIbTUMEIUMHBIM KOMIIJIEKCOM B COCTaBE: IPOEKTOP, dKpaH
HAaCTEHHBIN, TMEPCOHAIBHBIA KOMIBIOTEP C MPOrPaAMMHBIM
obecreucHuEM;

Aynutopus 24 ocHareHa yaeOHOM MeOembl0, CTallMOHAPHBIM
MYJIbTUMEAUNHBIM KOMIUIEKCOM B COCTABE: IIPOEKTOP, IKpaH
HACTEHHBIN, IEPCOHATIBHBIA KOMIBIOTEP C MPOTPAMMHBIM
obOecrneucHUEM;

Aynutopus 25 ocHareHa y4eOHOM MeOembl0, CTallMOHAPHBIM
MYJIbTUMEAUNHBIM KOMIUIEKCOM B COCTABE: IIPOEKTOP, IKpaH
HACTEHHBIN, IEPCOHAIBHBIA KOMIBIOTEP C MPOTPAMMHBIM
o0ecrneucHUEM;

Aynutopus 26 ocHamieHa y4eOHOU MeOeNblo, epCOHATBHBIMU
KoMIIbploTepamMu — 15 wT. ¢ gocrynoM k cetu «MHTEpHET» N
oOecrieueHUEeM JIOCTyMma B JJEKTPOHHYIO HWH(OpPMAIMOHHO-
o0pa3oBaTeNnpHYI0  Cpely  OpraHW3alud, M[POrPaMMHOE
o0OecrieyeHue;




Aynutopus 27 ocHamieHa yuyeOHOW MeOenbro, MepCcoHaTbHBIN
KoMibploTep — 15 mT. ¢ goctynoM k cetn «MHTepHET» M
oOecrieueHHEeM JIOCTyMma B DJEKTPOHHYIO HWH(OpPMAIMOHHO-
o0pa3oBaTeNbHYI0  Cpedy  OpraHu3aluy, I[pPOrpaMMHOE
o0OecrieyeHue;

AynuTopust 28 ocHalieHa yaeOHOI MeOesbio, IepCOHATbHBIMU
KoMmnbloTepaMu — 18 mr. ¢ noctynom k cetu «HTepHEeT» U
o0ecrieyeHreM J0CTyna B 3JEKTPOHHYIO HH(OpMaIMOHHO-
o0pa3oBaTeNbHyl0  Cpely  OpraHu3alud, [pPOrpaMMHOE
obecrieyeHue;

Aynutopus 32 ocHareHa yueOHOM MeOenblo;

Aynmutopust 34 ocHamieHa yueOHOH MeOenbio, CTallMOHAPHBIM
MYJbTUMEAUMHBIM KOMIUIEKCOM B COCTaBe: MPOEKTOp, IKpaH
HAaCTEHHBIN, IIEPCOHAIBHBIM KOMIIBIOTED € IIPOrPaMMHBIM
obecrieueHneM; TocyaapCcTBeHHasi cuMBoJinka (repo P®D, duar
P®; ¢pnar Kpacnonapckoro kpas, duar r. Apmasupa), 6apsep
JUIsL TIOACYAMMOIO; MOJIOTOK CYIbH; TaOYJISTOPBI; MOPTPETHI
BBIJAIOIIMXCSL  IOPUCTOB;  HArJIAHBIE ~ TOCOOMS  TO
IOPHUCIIPYACHLIUY;

Aynutopus 35 ocHareHa yueOHOW MeOenblo;

Aynutopust 36 ocHalieHa yueOHOH MeOebio;

Aynutopus 37 ocHamieHa y4eOHOW MeOeNbio, MaTepuallbl,
I[BETHBIE KapThl, TAOJIUIIBL.

Texkymuii  KOHTpOIIb,
IIPOMEKYTOYHAS
aTrecTanus

AYyIUTOPHM JJISl TeKyIIero KOHTPOJISA M TPOMEKYTOYHOIM
aTTecTalu:

Aymutopus 13 ocHaiieHa yueOHOH MeOenbio;

Aynutopus 14 ocHamieHa yueOHO# MeOenbio,

Aynmutopust 23 ocHaiieHa yueOHOH MeOenblo, CTallMOHAPHBIM
MYJIbTUMEAUMHBIM KOMIUIEKCOM B COCTaBe: MPOEKTOP, IKPaH
HAaCTEHHBIN, IIEPCOHAIBHBIM KOMIIBIOTED € IIPOrPaMMHBIM
o0ecIeyeHrneM;

Aynutopust 24 ocHalleHa yueOHOi MeOelblo, CTallMOHAPHBIM
MYJIbTUMEIUHHBIM KOMIUIEKCOM B COCTaBe: MMPOEKTOP, IKpaH
HACTEHHBIH, IIEPCOHAIILHBIN KOMIIBIOTED;

Aynutopus 25 ocHareHa yueOHOM Me0embl0, CTallMOHAPHBIM
MYJIbTUMEIUHHBIM KOMIUIEKCOM B COCTaBe: MPOEKTOP, IKpaH
HACTEHHBIH, IEPCOHAIIBHBIN KOMIIBIOTED € IIPOrPaMMHBIM
o0ecIeueHnEM;

Aynutopust 26 ocHalieHa yueOHOH MeOesbio, IepCOHATbHBIMU
KoMmnbloTepaMu — 15 mr. ¢ noctynom k cetu «HTepHEeT» M
o0ecriedyeHneM J0CTyna B 3JEKTPOHHYIO HH(OpMAIMOHHO-
0o0pa30oBaTeNbHYI0  Cpedy  OpraHu3alMM, I[pPOrpaMMHOE
obecrieyeHue.

Aynutopus 27 ocHamieHa yuyeOHOW MeOenbro, MepCcoHaTbHBIN
KoMmbpoTep — 15 mT. ¢ goctynoM k cetn «MHTepHET» M
oOecrieueHHEeM JIOCTyNma B JJEKTPOHHYIO HWH(OpPMAIMOHHO-
o0pa3oBaTeNbHYI0  Cpedy  OpraHu3aluM, I[POrpaMMHOE
o0OecreyeHue;

Aynutopust 28 ocHalieHa yueOHO MeOesbio, IepCOHATbHBIMU
KoMmnbloTepaMu — 18 mr. ¢ nmoctynom k cetu «HTepHEeT» U
o0ecrieyeHneM J0CTyna B 3JEKTPOHHYIO HMH(OpMaIMOHHO-
00pa30oBaTeNbHYI0  Cpedy  OpraHu3alMM, IpOorpaMMHOE




o0OecrieyeHue;

Aymutopus 32 ocHaieHa yueOHOH MeOenbio;

Aynutopus 34 ocHaimieHa y4yeOHOW MeOenblo, CTallMOHAPHBIM
MYJIbTUMEAUMHBIM KOMIUIEKCOM B COCTaBe: MPOEKTOp, IKpaH
HAaCTEHHBIN, NEPCOHAIBHBIA KOMIBIOTEDP C MPOrPaAMMHBIM
o0ecrieyeHneM; TocyJapcTBeHHas cuMBoiuKka (rep6 PD, ¢mar
P®; dmar Kpacnomapckoro kpas, ¢uar r. ApMaBupa);
Aymutopus 35 ocHaiieHa yueOHOH MeOenbio;

Aynutopus 36 ocHaleHa yueOHOM MeOenbio;

Aynutopust 37 ocHaleHa yueOHOH MeOelbio;

CamMmocTosTenpHas
pabota

IToMemeHust 1J1 CaMOCTOATEILHON padoThl, ¢ padouumMu
MeCTaMM, OCHAIEHHBIMUA KOMIIbIOTEPHOH TEXHUKOM C
BO3MO’KHOCTBIO MOJAK/II0UeHUsI K ceTH «UHTepHeT» H
o0ecreyeHneM 0CTYNA B 3JIEKTPOHHYI0 HH(POPMALMOHHO-
o0pa3oBaTe/bHYIO Cpeay OPraHU3alNu:

[Tomemenue ams caMocTOSTENbHON pabdoThl Ne 18 ocHamieHo
y4eOHON MeOelblo, TEPCOHATIbHBIMUA KOMIBIOTEpaMu — 4 IT.,
OJIMH W3 TIEPCOHAIBHBIX KOMIBIOTEPOB, OCHAIIEH HAKIAJAKAMU
Ha Ki1aBuatypy co 1mpudrom bpaiinsg, KojloHKaMH U
HayIIHUKaMH, JJIEKTPOHHOM IPOrpaMMOM Uil YTEHHs BCIIyX
TEKCTOBBIX (ainoB «bamabonkay ¢ CHHTE3aTOPOM peud C
OTKPBITBIM HCXOJIHBIM KogoM RHVoice. M@V, nporpammuoe
o0ecrieueHre; CIeUUaTU3UpPOBaHHAs  MeOenb:  CTeUIaXu
O6ubnuoreynsle, MmKad KapTOTEUHBIH, OWOIMOTEUHBIH CTOJ-
Oapbep kadeapa ISl BbIIaYu JIUTEPATYPHI.




	Лист изменений к рабочей программе учебной дисциплины
	«Документационное обеспечение управления персоналом»
	Бланки документов 
	Требования к составу реквизитов
	Акт Протокол
	Бланки документов 
	Требования к составу реквизитов
	Акт Протокол
	Курсовые работы учебным планом не предусмотрены
	1. Основные базовые понятия и термины
	2. Функции документа
	3. Системы документации
	4. Нормативные требования к составу основных реквизитов и их оформлению
	5. Бланки документов
	6. Требования к составу реквизитов
	7. Общие требования к оформлению реквизитов
	8. Терминологическая база документоведения
	9. Классификация документов
	10. Организационные документы
	11. Распорядительные документы
	12. Приказ по основной деятельности
	13. Справочно-информационные документы
	14. Акт
	15. Протокол
	19. Письмо
	20. Справка
	21. Документы по личному составу
	23. Резюме
	24. Заявление
	28. Прием и обработка входящих документов
	29. Рассмотрение документов руководством (резолюция)
	30. Работа с исходящими документами
	31. Анализ документооборота и методы его совершенствования
	32. Работа с конфиденциальными документами
	33. Компьютерные технологии в делопроизводстве
	Уровень требований и критерии оценок на зачете


