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1. HEJIU OCBOEHUS AUCHHUIIJIMHBI
Hene muenunumnst «/lokymMeHTanmoORROE 06ecieueHue YIIPABICH S IEPCOHAIOM) - MoJIyYeHue
CTYICHTAMH TCOPCTHYCCKUX 3HaHMH M 1pHOOpereHHe HeoOXOMMBIX TMPAKTHYCCKHX HABBIKOB,
HEOOXOAMMBIX JUISl MpPABHILHOTO COCTABICHHS M OMOpPMICHMS JIOKYMEHTOB, BO3HHKAIOUIHX B
TpoNecce NPHHATHA H PEATH3AIHH YIPABICIISCKHX PCLICHHI, a TAKKC 0OCBOCHUE OOLIEIIPHHATIX
B MHPE [IpEANPHHHMATE/ILCTBA JICKCHKH M CTHIIS JIENOBOM M KOMMEPYECKON KOPPECTIOH/IeHIIHH J1/1s
CBOOOAHOIO M PABHOIIPABHOIO OOIIEHHS ¢ MAPTHEPAMH, KOJTEraMy M MTOAYHHECHHBIMMU,

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OITOIT BO

HAucnunimaa  «/lokymeHTannonHoe obecrieveHHe YNpaBICHHsS MEPCOHATOM» OTHOCHTCH K
o0s3are/lbHbIM THCIIMTIHHAM BapMATHRHON 4YacTH. IlpepmecTBYIONMMH  JMCIMIIIMHAMH, Ha
KOTOPbIX ~ HENOCPEACTBEHHO Oashpyercst MHCHMIUIHHA «J[OKyMEHTAIlMOHHOE obeceyeHue
YUPABICHUS TNEPCOHATOMY, sB/stOTCA: «Pycckmii s3bIKk M Kyaerypa peuny», «MudopManmoHnbie
TECXHOJIOTHH B yNPaBJICHHUH NepcoHanom», «OCHOBEI yNmpaBiieHUs IEPCOHAIOMY U Ip. JIHCHHILIHHA
sBisieTcss  0a30d QU1 M3y4yeHHs TakMX JIHCHMIUIMH Kak «DJTHKA JeI0BBIX OTHOUIEHHUIY,
«PermaMeHTalus ¥ HOPMHPOBaHKE TPYAA», « DKOHOMHUKA yIPABICHHS IIEPCOHAIOM) H ap.

3. KOMIIETEHIIHHA OBYYAIOIIETOCSI, ®OPMUPYEMBIE B PE3YJILTATE
OCBOEHMUSA AUCHUITJINHBI

IIponecc n3ywenns MUCHMIUIHHBI HampasieH Ha GOPMHPOBAHHE Y CTYIEHTOB CIEeTYIONHX
KOMIIETCHLIMA:

1) TIK-12 - 3HanmeM OCHOB pa3pabOTKH W BHEJAPEHHsS] KaipOBOH H yIpaBJIeHYeCKOM
AIOKYMCHTALMH, ONITUMH3ALHUH JI0OKYMEHTO000POTa H CXeM (yHKIIMOHATBHBIX B3aUMOCBA3EH MeX 1y
TNONpa3NeNCHUAMH, OCHOB pa3pabOTKH M BHEIPEHHSA NPOLELYP pPeryIMpoOBAHHS TPYIOBBIX
OTHOIICHHUH M COIIPOBOXK/IAKOIIEH TOKYMEHTAIIHH,

2) TIIK-13 ymeHHeM BeCTH KaIpoBO€ JEIONPOH3BOACTBO H OpPraHH30BBIBATL ApPXHUBHOE
XpaHCHHC KaJpOBBIX JOKYMEHTOB B COOTBETCTBHH C JCHCTBYIONIMMH HOPMATHBHO-IIPABOBLIMH
dKTaMH, 3HAHHEM OCHOB KaJpOBOH CTAaTMCTHKH, BJIAJCHHE HABBIKAMH COCTABIEHHS KaJPOBOIf
OTHCTHOCTH, a TAKKe HABBIKAMH O3HAKOMJICHHS COTPYJHMKOB OpraHM3allAd C KaJpOBOH
AOKYMEHTAIMEH M JEHCTBYIOLIMMH JIOKATbHBIMH HOPMATHBHBIMH aKTaMH, YMEHHEM OGECIeUnTS
3alUTY NEPCOHAIBHBIX JJAHHBIX COTPYIHHKOB,

B pesynbrare ocBoeHHS JMCHMIUIMHBL «J{OKYMEHTALMOHHOE OGeCreUcHMe yIpaBJIeHUs
MepCOHANOM» 00y HaloMiCs T0/IKEH ISMOHCTPHPOBATH CIEIYIOLIHE Pe3yIIbTaThI obpa3oBaHus:

1) 3naTh:
"  OCHOBBI pa3padOTKH U BHEJPEHHUs KaJPOBOH U yIIPaBIEHYECKOH JOKYMEHTALHH (TTIK-12),
®  TIpaBHJIa ONTHMH3AIMH JOKYMEHTOO00POTA U CXeM (DyHKIIHOHAIBHBIX B3aUMOCBA3EH MEKIy
noapaszaenenusmu (I1K-12),
" OCHOBBI pa3pabOTKH W BHEAPEHHS IPOLEAYP PEryJIMPOBAHHS TPYIOBBIX OTHOIICHHH 1
conpoBoxkaaromei qokymentanuu (11K-12),
*  OCHOBBI KanpoBoi cratuctuku (I1K-13),
"  JICHCTBYIOLIHME TOCYIapCTBEHHbIE H JIOKAJIbHbIE HOPMATHBHBIE AaKThI, pEryaupyonme
nenornpoussoacTso (ITK-13)

2) YMmeTh:

" BECTH KaJpoBoe aenonponssoiuctso (11K-13),

* OpraHu3OBLIBATH APXHBHOE XpaHEHHE KaJAPOBLIX JIOKYMEHTOB B COOTBETCTBHH C
JEHCTBYIOIMMH HOPMATHBHO-TIIPaBOBEIMH akTamu (11K-13),

* obecre4uTh 3alIUTY IIEPCOHATBHBIX TAHHBIX COTPYIHHKOB (IIK-13),

* ONTHMH3HMPOBATh JOKyMeHTO0OOpoT npeanpusitus (ITK-12)

3) Baanern:

® METOAaMHM COCTaBJICHHA KaapoBoii oruetHocTH ([1K-13),

" HAaBBIKAMH O3HAKOMJICHHUS COTPY/AHMKOB OPraHH3allHH ¢ KaapoBOH JOKYMCHTAalMcH u
JEHCTBYIOUIMMH JIOKAIBHBIME HOPMATHBHBIMH aKTaMH (IIK-13),

"  CIOCOOHOCTEHIO Pa3paloTKH KaJpoBOro nokymeHToobopora npeanpustis (ITK-12)



4. CTPYKTYPA U COIEP/KAHHUE U CIUTIJIMHBI (MO/LYJI5])
OOmmas Tpy10eMKOCTh JIUCIHIUTHHEL COCTARISET 3 3auyeTHLIX eauuui, 108 wacos.

No
n/n

Tema (Tema)
JUCLMILTHHE

Cemecrp

Buier yueGHoii paGorsl, BRIoUas
CAMOCTOSTENBHYI0 paboTy CTyIeHTOR
M TPYIOEMKOCTh (B 4acax)

Henena cemectpa

Jleximu

Cemunaps!
[Tpakruueckne 3anaTus
JTaGoparopHbie paboTs!

KoutpoubHbie paGoTsl
CPC

KIT/KP

Obbem
y4eOHO#H
paboTel,

¢
NPUMEHEHH
em
HHTEPAKTH
BHBIX
METOJI0B
(B yacax /
%)

Popmbl
TEKYLUErO
KOHTpPOJIA

YCIEBAEMOCTH
(no neoensim
cemecmpay),

(hopma
[POMEKYTOUHOH
arrecralmvu
(no cemecmpanm)

OcHoBBI
JIOKYMEHTAITHOHHOTO
obecrnieueHus
YIIPaBICHHS
NIEPCOHAJIOM

DNeKTPOHHBIE
JIOKYMEHTBI H
IEKTPOHHBII
JIOKYMEHT0000pOT

HOpunngeckoe
3HAYEHHUE U A3BIK
CITYKeOHBIX
JIOKYMEHTOB

TpeboBanus k
ohopmiteHHIO
JIOKYMEHTOB

[loaroroeka u
opopmieHne
OpraHHM3alHOHHBIX
JIOKYMEHTOB

1/50%

Pazpabotka u
opopmieHue
pacropsIHTeTbHEIX
JOKYMEHTOB

1/50%

CocraBnenue u
oopmiienne
MH(POPMAIIHOHHO-
CIPAaBOYHEIX
JOKYMEHTOB

1/50%

OcHoBHBIE
NPHHIUIE] paboTHI ¢
JIOKYMEHTaMHt

Cucremaruzarmus
JOKYMEHTOB H UX
XpaHeHHe

10

JlokymeHTHpOBaHME
TPYIOBBIX
OTHOIIIEHUH IPH
pHeMe Ha paboTy

1/50%




I | TokymentapoBanue
IOOILPEHHH,
OTITYCKOB,
KOMaH I POBaHHs

6 1 8 1/100%

12| lokymeHTHpOBaHHE
TPYAOBBLIX
OTHOLICHHH ITPH 6 I 10 1/100%
NepeBoae
YBOJIbHEHHH

Bcero 4 6 98 6/60 % 3auer

5. OBPA3OBATEJIbHBIE TEXHOJIOI' MU

B coorserctBun ¢ TpeboBanmsmu ®I'OC BO no wanpasienmio moarotosku 38.03.03
«YIpaBJieHHe TMEPCOHANOM» KOMIICTCHTHOCTHbIA TMOAXOA JMCHHILTHHBI  «J[OKYMEHTalHOHHOE
oOecIIeYeHHE YNpaB/IeHHs IIEPCOHAIOM)» pEealu3yerTcs  I[yTeM TIPOBEICHHS JIEKIHOHHBIX K
NPAaKTHYECKUX 3aHATHH ¢ IPUMEHEHHEM MYJIBTHMEIHMHBIX TEXHOIOTHIA.

Jlekumonneiit  kypc  obecredeH  KOMIUIGKTOM — MPE3SHTAIMOHHBIX  MATepHalIoB,
TIPE/ICTABIIAEMBIX CTYJICHTAM C MOMOIIBIO [IPOEKTOPa B 000PYI0BAHHOI ayIHTOPHH.

OcBocHue jwcHMIUIMEB  «JIOKYMEHTALMOHHOE OOCCIeYeHHe  YIPABICHHS  TIEPCOHATIOM)
IPEANONAraeT HCIONb30BAHUE CICIYIONMX AaKTHBHBIX M MHTEPAKTUBHBIX (DOPM  IPOBEICHHS
MPAKTHYECKUX 3aHSITHIA:

- Case-study (aHaiM3 KOHKDETHBIX CHTYaUMH) - TEXHMKAa OOYYEHHs, HCIIOIB3YIOIAS OIMCAHUE
peallbHbIX ~ OKOHOMHMYECKHX, COLMAIbHBIX M OM3Hec-cuTyarmii.  OOywarommecs  JIODKHBI
NPOaHATM3KPOBaTh CHTYAIMIO, Pa300parkest B CYTH NMPOOJIEMBbI, IPE/UIOKHTE BO3MOKHBIE PEIICHUS H
BBIOpATS JIy4lnee U3 HUX. (Temsl 5, 6, 7,10,11,12)

- HHPOPMAIMOHHbBIE TEXHOJOIHH - IPHMEHEHHME CTaHJAPTHBIX maketoB Microsoft Office ¢ nenbio
CO31aHus, KOPPEKTHPOBKH M BOCIIPOM3BE/ICHUs paspadarbiBaeMbIX B Ipolecce 00ydeHus J0KYMEHTOB
(Temsr 10,11,12)

6. OHEHOYHBIE CPEJACTBA 1JIsI TEKYIIEI'O KOHTPOJIS
YCHEBAEMOCTH, TIPOMEKYTOYHOM ATTECTALIMU IO UTOTAM
OCBOEHHMA JIMCHUIIVIMHBI U YYEBHO-METOJUYECKOE
OBECHEYEHUE CAMOCTOSITEJIbBHOM PABOTHI CTY/IEHTOB

KOHTPO.TIL OCBOCHHA OHCLMILJIMHBI OPOHU3BOAHUTCA B COOTBETCTBHH C IIOJIOKEHHEM O
PEHTHHIOBOH CHCTEME KOMIUIEKCHOMH OICHKH 3HaHuii cTyneHToB ®I'BOY BO Bal'y.

Texymmit KOHTPOJIb CTYIEHTOB NpENONAraeT HCIOB30BAHHE MPENOABATENEM TECTOBBIX
3a[jaHuil, BKIIOYAIOIHX TEOPETHYECKHE BOIPOCHL.

IlpomesxyTounas arrecraiis [0 MTOraM OCBOGHMS JUMCITHILIMHEI «JlokyMeHTalHOHHOE
oecrieyeHre YIpaB/IeHHs] MEPCOHATIOM» HANPABIEHA HA 3aKPEIUICHHE OCHOBHBIX AIEMEHTOB
TCOPETHYECKOTO M NPAKTHYECKOTO Kypea U OCYIIECTBISIETCs B (JOPME YCTHOTO 3auéTa.

IIpuveps! TecTOBBIX 3aaHuil /ISl IPOBEAEHAS TEKYNIEro KOHTPOJIs
1 BapuanT
1. Otpacnb nesrensHOCTH, 0GeCIIeYMBaIOMAs TOKYMEHTHPOBAHHE 1 opraHu3aiuio paboTsl ¢
O(pHIHATEHBIMH JOKYMEHTAMH — 3TO
A) NOKyMeHTalHOHHOE 0becTeuente yIpaBieH s
b) noxymenroobopor
B) orpacie nokymenTHpoBaHUS
2. Bonpocs! 10KyMEHTalHOHHOrO 00eCIeUeHH s yIPaBICHHS PETYIHPYIOTCS:
1) TOJNBKO rOCYNapCTBEHHBIMH H OTPACEBEIMH CTAaHAPTAMH
2) 3akonamu P®; rocynapcTBeHHBIME H OTPACIIEBEIME CTaHjapTamMu; o0IepOCCHIHCKUMHU
K1acCH(UKaTOpamMi; rocy1apcTBEHHBIMU M OTPACIEBBIMH HHCTPYKIIHSAMH 110 JEJIONPOU3BO/ICTBY;
HHCTPYKIHUSIMH 110 JIEJIONPOH3BO/ICTBY KOHKPETHOTO TIPEIIPUSATHS



3) 3aKoHaMM NPaBUTEILCTBA H CyOBbeKkTOB PD; rocynapeTBeHHBIME 1 OTPAcJIeBbIMH CTAH/1aPTAMH:
FOCYNapCTBEHHBIMH M OTPACACBBIMA HHCTPYKIMSAMH IO A€JIONPOU3BOICTBY
3. OCHOBHBIC BU/IbI IOKYMEHTOB 10 JIHYHOMY COCTARY TPETIPHSITHS.
2 BapuaHT
1. JlokymenTsl, B KOTOPLIX (PHKCHPYIOT PEIIEHHA ATMUHUCTPATHBHBIX i OpraHu3alMOHHEIX
BOIIPOCOR, & TAKXKE BOIIPOCOB YIIPABIICHHS, B3aHMOICHCTBHSA, obecrieyeHus u peryjimpoBaHus
ACATCJIEHOCTH OpPraHOB BJIACTH, HpelIHpHSITHﬁ, opraHmaunﬁ W TOJDKHOCTHBIX JIMIL — 3TO
A) Pacniopsiautensueie JOKyMEHTHI
b) OpranmuzanioHHO-npaBoBbIe JOKYMEHTHI
B) OpranusanuonHo-pacnopsanTenbHble TOKYMEeHTHI
2. K opranm3aiioHHO-IPABOBEIM JJOKYMEHTAM He OTHOCHTCSL:
A) ycraB
b) akt
B) npaBuna
3. Cocrasnenue 1 ohopMIICHHE [IPHKA30B [0 THYHOMY COCTABY
3 BapuaHT
1. 3aduxcnpoBanHas Ha MaTepPHAILHOM HOCHTENE HHDOPMAIIHS C PEKBH3UTAMH, MO3BOIMIOIIAMH
€€ HACHTHHITHPOBATh — ITO
A) bnank
b) dopmysnsp-o6paszen
B) nokymenT
2. IIpaBoBoi akt, onpeeNsioNnii pasa, pyHKIHH, CTPYKTYPY OpraHH3aliy B cepe
rOCY/IapCTBEHHOM, KOMMEPYECKOH HITH OOIIECTBEHHON IEATEIHbHOCTH -
A) ycraB
b) nonoxxenue
3. IlpaBuna BeieHust 1 OPOPMIIEHHS TPYAOBBIX KHIKEK.

Ilepeuenn Bonpocos k 3auery
1. OcHOBHbIE HOHSTHS JUCIHMILTHHBL: «IOKYMEHTALHOHHOE 00eCeueHHe YIIpaBJICHHS,
«IOKyMEHTHPOBAHHEY, «OPraHH3ALHs pabOTHI C JOKYMEHTAMHY, «TOKYMEHT, «(pOpMyJLsip-
obpaseny, «OmaHKy.
Knaccudukaius n1okymeHTOB
HopmaruBHo-MeTOIHYECKas OCHOBA JIEJIONPOU3BOICTBA
3azaun Ciyx0bl JOKYMEHTALIHOHHOTO 00€CTIeYeHHs YIIPaB/ICH S
Ob6si3arentHble PEeKBH3HTEL, 00€CIEUHBAIONINE FOPHIHICCKOE 3HAYCHUE JOKYMEHTOB
OpranusanMoHHbIe TOKYMEHTHI. [ToHATHE, BH/IbL.
PacnopsaurensHbie 10KyMeHTEL. [ToHSTHE, BHIBL
NudopmannoHHo-cripaBounble 10KyMeHTHI. [loHsTHE, BHIbL.
OcobeHHOCTH A3bIKa CITy/KEOHBIX TOKYMEHTOB.
0. IlpaBuia opopmIeHHs OPraHH3aMOHHEBIX T0KyMeHTOB. (Ycrassl. [lonoskeHnus.

WucTpykimn)
i1, IIpaBuna oopmiienns pactopsnTenbHbX 10kyMenToB. ([IpHKassl. Pacnopsbxenus.
Pemenus)
12. IpaBuia odpopmienns HHOOPMALKOHHO-CIIPABOYHBIX TOKyMeHTOB. [ToHsTHE, BH/IBI,
npasuia odopmienns. (Iporokonsr. [Tucema. Axtel. CityskeGHbIE 3aHCKH)
13 OcHOBHBIE IPHHIHIIB! pAGOTHI ¢ IOKYMEHTAMH.
14. IIpaBuna popmMupoBanus U XpaHEeHUS eI
15. OCHOBHBI€E BH/IbI IOKYMEHTOB 110 JINYHOMY COCTABY HPEIIPUSTHSL.
16. Cocrasnenue n ohopmieHHe NIPUKA3a 110 THIHOMY COCTaBY.
1 Beznenue u opopmiienue Tpy10BBIX KHHIKEK.
18. Coctas ¥ nopA0K HOPMHPOBAHHUS JTMYHOTO JieJia pabOTHHKA.
19. OCHOBHBIE BH/IBI THYHBIX IOKYMEHTOB 10 1epCoHaLYy.
20. Cocrasnenne 3asBienuii, pesiome, aBTo6HOrpadum.
Ilpumep curyaumonnoii 3ajaun

)LD
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Cutyauns. Ha MockoBeKoM KOMGHHATE MO MPOM3BOACTBY MY3BIKAIBHBIX HHCTPYMEHTOB H
mebenu (I'YTT POCMY3IIPOM), neiicteyer Ilonoxenue o IPEMHPOBAHHH PYKOBOJMUTEIEH I[EXOB,
OTZENOB U ¢iyx0, yrBep:kaennoe 05.01.2013 Ne 27.

12 anpesst 2013 roxa aupextop kombunara B. M. JlapuoHOR mopyumn HAYaJIbHUKY OTIE/Ia
1pyaa u 3apaboTHOH 1arsl MapkoBy H. I paccunrars pasmep mpeMun pyKOBOAUTE/SIM OTHEIIO0B,
nexos u cayx6 xomOuHara 1o uroraM paGOTHI 3a TEPBLIH KpapTam x 1S ampens, a riaBHOMY
Oyxrarrepy kombunara Tpommusoii C, T, — 0praHu30BaTh BHILIATY TPEMHH K 20 ampens 2013 .

Havanbauk mianoBo-skoHOMHueckoro otiena Marseea C. H. W miaBmbIi Oyxrantep
Tpommna C. I'. 3aBU3HpOBaH IPOEKT IpHKa3a AHPEKTOpa KoMOHHATA.

3ananune. Ha ocHoBe npe/cTaBiieHHOM CHTYallMK COCTABBTE IPHKAS.

CamocTosiTtesibHas padora

CamocTosiTennbHast ~ paboTa  CTYAEHTOB  SBISAETCS — BAKHEHIIMM  KOMIIOHEHTOM
00pa3oBaTebHOTO Mponecca, YOPMUPYIOUIHM THIHOCTH CTYIAEHTA, €I0 MHPOBO33PEHHUE U KYJIBTYPY,
Pa3sBHBas €ro CMoCOOHOCTH K CaMOOGYYCHHIO M MOBBILICHHIO TPO(ECCHOHATLHOTO YPOBHS. [[eNbio
CaMOCTOSTENIBHOM  paboTel  sBIseTcss  (popMHpoBanHMe criocoGHOCTEH K CaMOCTOSITeJIBHOMY
NO3HAHMIO U OOYHCHHIO, 0600IIEHIIO, ODOPMICHHIO U NPEACTABICHUIO MOTYYEHHEIX Pe3y/IbTaToB
MCCIIE/IOBAHUS H X KPHTHUECKOMY aHaIIH3Y.

Camocrositenbias paboTa CTyJAeHTa 3aKIIOYaeTcss B M3YUEHHH OTHENBHBIX TEM Kypca,
NCPHOMAMYECCKUX M3JIaHWH M HOPMAaTMBHO-TIPABOBOM JIMTEpaTypbl M IOATOTOBKE Jcce ¢
Npe/ICTaBICHHEM NPE3E€HTAIUU Pe3YILTaTOB HCCIIEI0BAHH Ha 3aHATHH.

Temaruka s¢cce 1715 caMmocTosITe/ILHOI PaboThI

1) I'enesnc KazpoBOro AEI0MPOU3BOICTBA.

2) Wcropust kaspoBoro Jeonpor3BoACTBa B yupexkaeHHsX Poccun.

3) 'ocynapcreennoe kapoBoe AeIONPOU3BOACTBO B COBETCKYIO SMOXY.

4) OCHOBBI COBPEMEHHOT'O Ka/IPOBOTO JIETOMPOH3BO/ICTBA.

5) 3aKOHO/ATE IbHOE PETyITHPOBAHHE KAIPOBOIO JEIONPOH3BO/CTEA.

6) Tpynosoit konekce: pernameHTaus TPYIOBBIX TIPaB U 06s3aHHOCTEH pabOTHHKOB.
7) Opranusanus paboTsl HHCIIEKTOPA 110 KajipaM.

&) 3aKkoHOJATEBHBIE OCHOBbI HCIIOJIB30BaHHS HHMOPMAIHH O MEePCOHAIBHBIX JAHHBIX
pabOTHHKOB.

9) l'ocynapeTBentbie cTanIapTEI B 0GIACTH JEONPOU3BOACTEA, IPUMEHSIEMbIE IPH

o(popMIEHHH KaJPOBOIi JIOKYMEHTAIHA.

10)  Venosus tpyna B oduce

11)  Opranuszanus paGodero mecta paGOTHHKOB oduca.

12)  Opranusauus paGouero Mecra pyKOBOIHTEI.

13)  Oprammsamus paGouero mecra cekperaps (odbuc-menemkepa).

14)  Oprammsanus npuema noceTuTenei, IpHEMOB 1 npe3eHTanui

15) PaGora ¢ BUSHTHBIMH KapTOYKAMH.

16)  Opranusauus 1e10BBIX BCTped U COBELIAHMil.

17)  BuneoxondepeHius Kak pasHOBHIHOCTE BHICOCBS3H

18)  TpeGorawus k pacnopsiziky Hs paGOTHHKOB o(uca.

19)  TpeGoBanus k pacnopsaKy aHs pyKOBOIHTESS.

20)  TlpaBmia nosb30BaHHS M STHKET CIIYXKEGHOI 3NIEKTPOHHOM ITOYTEI.

21)  Ilpasuna nonb3oBanus cryxeGHbM MHTEpHETOM

22)  3arparel BpeMEHH Ha I0KyMEHTAIHOHHBIE PAGOTEL.

23)  Texuuueckue CpeaCTBA NOANOTOBKH, TPAHCTIOPTHPOBAHHS, PETHCTpPAaLUK, KOHTPOJIS 32
MCIIOTHEHHEM JI0KYMEHTOB.

24)  Texuuueckue cpencTBa GOPMHPOBAHHS U UCTIONH30BAHMS €)1,

25)  OcobGenHocTH CityKeGHBIX JJOKYMEHTOR B paBoTe ¢ HHOCTPAHHBIMH TAPTHEPAMU



1, YYEBHO-METOJIMYECKOE H HH®OPMAIIMOHHOE OBECIIEYEHUE
AUCHHTIJIMHBI

OcHoBHas JuTEpaTYpa
1, JlokymeHTarmonnoe obecneucHne ynpasicHus nepcoHanoM: YueOHoe rnoco0ue /
PE. Byaar. - M.: HULT TH®PA-M. 2015. - 234 ¢.: 60x90 1/16 + (Jlom. mar. znanium.com). -
(Beicmiee o0pasopanne: baxanaspuar). (nepener) ISBN 978-5-16-010318-1
2 Hokymenraunonnoe ofecreueHue ympapleHus (IeI0mpousBoacTBo): Yueb. noc. /
T.A.BeixoBa u ap. - 2 u3a., nepepab. u gom. - M.: HULL Undpa-M, 2013-304c.: 60x90 1/6 +
( [lom. mar. znanium.com) - (Beiciee 06p.: Bakanasp.). (1) ISBN 978-5-16-004805-5
3. Hokymentanuonnoe obecrnedenue ynpasienus: Yuebuoe nmocobue / E.B. Inamuii. -
M.: ML PUOP: HMII Hndpa-M, 2013. - 249 c.: 60x90 1/16. - (Ilpodeccronaibroe
obpasopanue). (neperier) ISBN 978-5-369-01042-6

JonoanureabHas maTeparypa
I OcHoBEI eT0npor3BozcTBa: Yuebnoe nocobue / A.M. Acaiues, U.H. Muponoga,
E.A. Kocapega, I'I. Bykosuu. - M.: HUI] MH®PA-M, 2014. - 144 ¢.: 60x88 1/16. -
(Beicmiee o6pasopanue: bakanaspuar). (o6noxka) ISBN 978-5-16-009465-6, 2000 5k3.
2 Kanposoe nenonponsBoactso: Haunnaem ¢ Hyss. Aynut cBoumu cuitamu / U.B.
Kypasnesa, M.B. XKypasnega. - 2-¢ u3z. - M.: HUL] UHOPA-M, 2014. - 184 c.: 60x88 1/16
+ ( Mom. mar. znanium.com). - (ITpocro, kparko, 6eicTpo). ISBN 978-5-16-008986-7
< CoBpemeHHOE em10npou3BoAcTBO: Yuebnoe nocobue / M.B. Kupcanosa;
Poccuiickas Akanemus roc. cmyxGei npu [Ipesunenre PO (PAIC). - 4-¢ u3a. - M.: HUIL
HMH®PA-M,2014 - 312c.: 60x90 1/16. - (Boiciuee obpasosanue: Bakanasp.). (1) [SBN 978-
5-16-004491-0
4. JloKkyMeHTHpOBaHHE yIpaBlIeHYECKO# JiesTelbHOCTH: YuebHoe nocobue / H.IT.
Kprokosa. - M.: UH®PA-M, 2013. - 268 c.: 60x90 1/16. - (Beiciuee oGpasoBanue).
(nepenuier) ISBN 978-5-16-003134-7
3. Kysuenos, . H. Jlenonpou3BoacTBo [D1eKTpoHHbIH pecype]: YyeOHo-cripaBoyHOE
nocobue / M. H. Ky3nenos. - 6-e u3x., nepepab. u jon. - M.: Usnarenscko-topropas
Kopniopanus «/lamkos u K°», 2013. - 520 c. - ISBN 978-5-394-01981-4.
6. Henonpoussozcto: YueOuuk / T.A. Beikosa, JI.M. Bsnosa, JI.B. Cankuna; ITox pe.
T.B. Kysnenosnoii. - 3-e u3., nepepab. u gom. - M.: UHO®PA-M, 2012. - 364 c.: 60x90 1/16
+ CD-ROM. - (Bricmee o6pazoranue). (nepemier) ISBN 978-5-16-004923-6Kypuan
«OO0ImecTBO U HKOHOMHKA»

Iepnoanyeckne u3nanus

Kypuan «Poccuiickuii skoHOMHYeCKHiT skypHAT» (Bal'Y)

Kypnan «ITpoGieMBI Teopi# 1 NpakTHKH yrpasjieHusy (Bal'Y)
Kypuan «JxoHoMmuKa U ynpasienue» (Bal'Y)

Kypnan «VYipapieHue nepcoHanoM»

Kypnan «TpynoBoe npaso»

Kypuan «Kanposas ciryx6a 1 yipasiieHHe IEPCOHATIOM MPE/ITPHSITHS
Kypuan «Kaaposslii MeHeKMEHT

Kypnan «Kaapsl npeanpusTusy

Kypuan «MotuBarus u oruiara Tpyaa»

it et ARG B L S

CupaBouHo-nipaBoBasi cHCTeMa
1. Koncynerant [Tmoc

Hporpammuoe obecnievenne u Hurepner-pecypebr
[Iporpammuoe obecnedyenye AUCIMILTHHBI BKIIIOUAET B ceOs MaKeT nporpamm MS Office

(Word, Excel, PowerPoint), Adobe Reader.



E http://delo-press.ru/journals.php - Caiit xyprana «Jleq0npoH3BoACTBO | JIOKYMEHTO00B0pOT
Ha IPSANPHATHR

; http://e.deloprost.rw/ - Caiit kypuana «CoBpeMeHHBIC TEXHONOTHH ACIONPOM3BOACTBA M
JA0KyMeHTo0O0pOTa)
; http://www.termika.ru/ - Caiit xoucanturrosoif rpyuus: « TEPMHUKA»

7 MATEPHAJIbHO-TEXHUYECKOE OBECNEYMEHUE JUCIHHUITJIAHBI

1. JlekuHOHHEIE 3aHATHS:

®  KOMIIJIEKT 3JIE€KTPOHHBIX IIPe3eHTallHIi;

® AyIuTOpHA, OCHAICHHAs MYJIBTHMEIMHHBLIM 00OpYIOBaHHEM (CTALMOHAPHEIN MpoekTop Acer
PD 527WDLI, skpan nactenusiii ¢ anexrponpusogom LMC-1001116) i HacTeHHO 10CKO#

* HOyTOyK ¢ naxkeramu [10 obimero Hasuayenus: Microsoft Word, Microsoft Excel, Microsoft
PowerPoint.

2. IIpakTuueckue 3aHATHS:

®  KOMILIEKT TEKCTOBOTO pa3/laTOYHOIO Marepuaa

® ayIHTOpHA, OCHAIIEHHAs MyIbTHMEAUMHBIM 06opyaoBanueM (mpoekrop BenQ MX 660, skpan
Projecta nacTeHHbIdl pynoHHBIH) H HacTeHHON Aockoi, 10 crammmii Kraftway Credo KC51 ¢
naxeramu [10 oGmero Hazwayenus: Microsoft Word, Microsoft Excel, Microsoft PowerPoint

¢ HOyTOyK ¢ nakeramu [1O obmero HasHauenus: Microsoft Word, Microsoft Excel, Microsoft

PowerPoint.






JIUCT NEPEYTBEP/K/IEHHU S
PABOYEN MPOI'PAMMBI JIUCIHILINHBI

Pa6ouas nporpamma ojo0pena na _2016/2017  yueGubIii roa

Iporokon 3acenanus kadeapsi Ne 1 or_30.08.2016_roza

3asenyrommii kadeapoit AP 7
. it

PaGouas nporpamma oj00peHa Ha 77 //¥  yuebuwiii rox

Ipotokos 3aceanns Kapeappt Ne 7 or 7.09./7 rona
3asenylommi Kadeapon A Ll

wf‘”



JIMCT NEPEYTBEPK/JIEHHS
PABOYEN IMPOT'PAMMBI IHCIUITIHHBI

PaGouas nporpamma ono6pena na 2{212 120 lf y4eOHbIH rojt

ITporokon 3acenanus Kadeapsl No or 3. 0 9 [2 rona

3aseayrowmmii kKapeapoii C/I/W ‘%

PaGoyas nporpamma oao6peHa Ha 4019 ZMM‘ICGHbm roj
[TpoTokon 3acenanus Kapenpst Ne 7 o _#9,08./9 rona
3asenyromuit Kapeapoii //:kﬁ/

(&7

PaGouas nporpamma o06peHa Ha yueOHBbIH roj

ITpoTokon 3acenanus Kapeapsr Ne oT rozaa

3asenyroumii kadeapoi




ITpunoxenue 1
K PI1 nanpasnenus

38.03.03 «YnpaBieHue 1nepcoHaIoM»

(HoMmep HanpasieHns, Ha3BaHue)
Buectn usmenenne ¢ 01.09.2017 8 n.n. 1.1.2. 3aMeHuB:

Ilpukas Munncrepersa obpasosanus u Hayku Pd or 19 aekabps 2013 r. Ne 1367 «O6
YTBCPXKICHHH MOPSAJKA OPraHM3alM¥ M OCYLIECTBJICHHS 00pa3soBaTeNbHON AEATENLHOCTH IO
00pa3soBaTeNbHBIM NPOrpaMMaM  BBICHIETO OGDPa3OBAaHMS - MPOrpaMMam Gakanaspuara,
TporpamMmam  CrieLlHaIMTeTa, NporpaMmaM Marucrparypbl» (B pea. Ilpukaza MunoGpHayku
Poccun ot 15 suBaps 2015 r. Ne 7)

Ha [lpukas Munncrepcrsa obpasoBanns u maykn P® or 05 mapra 2017r. Ne 301 «O6
YTBEPIKACHHH TOPAJKA OpraHM3allMd M OCYLIECTBICHHS 00pa3oBaTelbHOM AEATEALHOCTH I10
o0pasoBaTe/bHbIM NPOrpaMMaM  BBICIIEr0 OGPa3oBaHMA - MPOrpaMMaM GakanaBpuara,
nporpaMMaM CrieUHaIHTeTa, TPOrpaMMaM MaruCTPaTyphbi»

/ 3asenyrommii Kadeapoit %Z H.M. ®unumonosa

NOANMHCH H.0. ®amuns




[Ipunoxenue 2
K PI1 HanpaBnenns
38.03.03 «YnpaBieHHe NepcOHATIOM

(HOMep HanpasJieHHs, Ha3BaHHe)

Brectu namenenne ¢ 30.07.2018 B tutynsHb T PIT 3aMenus:

«MunucTepcTBo 00pasoBanus U Hayku PD»

Ha « MHHHCTEPCTBO HayKH M Bbicliero obpasoBanus PO»

OcHoBanue:

1. Vka3 npesunenta PO or 15.05.2018 Ne 215 «O cTpykType (enepaibHBIX OpPraHOB
BJACTHY» M.2

2. Tlpukas pekropa yHuBepcurera or 30.07.2018 Ne 708/3 «O mnepeMMEeHOBAHHH
MHHHCTEPCTBA»

/ 3aBenyiouuii kKadeapoi /é}fl/ H.M. ®uinmoHoBa
L

NOAINKCH H.0. amuius



