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1. IE.T 1 OCBOEHHUSA JUCIHHUTIJINHbI

Ilens qucuMnIMHbL «JJOKyMEHTaL, "OHHOE 00eCcneyeHHEe YIPABICHHA MIEPCOHAIOMY - IOy HCHHEC
CTYJICHTAMH TEOPETHYUECKUX 3HAHWE M NpHOOpeTeHHEe HEOOXOIMMBIX IIPAKTHYECKUX HABBIKOB,
HBOGXOIIHMBIX I [TPaBHIILEHOTO COVTABJICHUA H O(i)OpMIIEHHS{ I.lOKyMEHTOB, BO3HHKAKOIIIHX B
I‘IpOl_leCCC HpHHﬁTHH H peanmauuﬁ }',,Z‘J'JB.HE‘HLIECKHX pELUGHHﬁ, a TaKkKe OCBOEHHE OﬁmCHpHHFITbD{
B MHpPEC npennpﬂﬁnmarenbcma JICKCHIH H CTHJIA Jlf:J'IOBOﬁ H KOMMCpT-ICCKOﬁ KOppGCl‘[OHﬂ,CHHHH JUIA
CBOOOJIHOTO M PABHOMIPABHOIO OOIICH s ¢ MapTHEPAMH, KOJIIEraMH U IOAYHMHEHHBIMH.

2. MECTO )} 'CUUILIUHBI B CTPYKTYPE OIIOIl BO

Jucummmna «JlokymMenTaionti e o0eclieueHHE YNPaBIEHUS TEPCOHAIOM» OTHOCHTCH K
00s3aTeNIbHBIM  AMCIMIUIMEAM Bap# 'THBHOW wactH. [IpeamecTByrOlIMMH THCIHILUIHHAMH, HA
KOTOPBIX  HEMOCPeJCTBEHHO Oasyfp ‘ercs aucudimHa  «JloKyMeHTanMoHHOE —obecneyeHue
yIpaBNeHAs TEPCOHANOM», ABIsIOf 1 «Pycckmit s3bIK M KyibTypa peun», «HMupopmarikay,
«OCHOBBI ympaBieHus repcoHanoMp''n ap. JlucuuimMHa sgisieTcst 6asoif JUIS M3YYeHHs TaKHX
JMCIMIUTHE Kak «Yrpapienueckuil - 961 u y4ér mepconanmay», «Kaaposelil ayauT mepcoHaiay,
«DKOHOMHYECKHE METO/IbI YIIPABIICE ¥4 MEPCOHAIOM) U Jp.

3. KOMIIETEHL[MH OEVYAIOIIETOCSI, ©OPMUPYEMBIE B PE3VJIbTATE
OCBOEHUSA JUCLIMITVIMHBI
I HanpasjieH Ha (JOPMHpPOBAHME Yy CTYIAEHTOB CJIE/IYIOIIHX

[Tponecc M3yyeHUs AMCLMILL
KOMIIETCHIIHI:

1) IMK-12 - 31aHueM OCH
JNOKYMEHTAITHH, OTITUMU3AIHH JIOKY)
1ojipa3/ieieHUsIMH, OCHOB paspal
OTHOIIEHHH U CONPOBOKIAIOLICH I

2) IIK-13 ymenueM BeCTH
XpaHeHHe KaJpOBbIX JOKYMEHTOB
aKTaMH, 3HAaHHEM OCHOB KaJ/IpOBOI
OTYETHOCTH, a TaKKe HaBBIKaM
JMOKYMEHTAUHEeH U JCHCTBYIOLIHMH |
3alUTY MEPCOHAIBHBIX JIAHHBIX CO

1! pa3paboOTKH W BHEAPEHHs KaJpOBOH M YIPaBICHYECKOH
@T0060poTa H cXeM (YHKIIHOHATBHBIX B3AUMOCBI3EH MEIKILY
(M W BHEJIPEHWS MNpOUEAYP PEryJHPOBaHHA TPYIOBBIX
‘IMEHTALMH;

IpOBOE [CIONPOH3BOJCTBO MU OPTraHH30BBIBATH APXHBHOC
ZOOTBETCTBHH C JEHCTBYIOUIHMH HOPMATHBHO-IIPABOBBIMH
'TATMCTHKH, BJIaJleHHEe HABBIKAMH COCTaBIECHHS KaIpOBOi
(3HAKOMJICHHMSI COTPYJHHKOB OpPraHH3allid C KaIpoBOii
)KaTbHBIMA HOPMATHBHBIMH aKTaMM, yMEHHEM 00ecreduTh
HKOB:

IIHHEL  «J[OKYMEHTalMOHHOE OOECIEYEHHE YIpaBIeHH
eMOHCTPHPOBATH CIIEIYIONIHE Pe3yIbTaThl 00pa3oBaHus:

B pesynprare ocBoeHus I
HNEPCOHANIOMY 00 y4aromuHCcs N0MDK
1) 3nars: '
=  OCHOBBI Pa3pabOTKH U BHEAPHH 151 Ka/IpOBOH U yrpasienyeckoif joxymenTtaruu (1TK-12),
*  [IpaBUiIa ONTHMH3ALKMH JOKYN#dTO000pOTa 1 cXeM (QYHKIHMOHAIBHBIX B3aHMOCBS3CH MEKILY
nozapazaeneHusivu (I1K-12),
" OCHOBBI pa3pabOTKH W BHELP HHs [POLEIYP PEryJIHpPOBaHHs TPYIOBBIX OTHOIIEHHH H
COIPOBOKAAOLICH meymew% o (11K-12),
"  OCHOBBI KaJIpOBOM CTATHCTH :\( (11K-13),
" JICHCTBYIOILME TOCYAapCTB l':‘-. M JIOKaJbHbIE HOPMATUBHBIC aKThI, PErylupyromine
nenonpon3soacTso (ITK-13)]
2) Y™merh: '
* BecTH KajpoBoe aenonpoussf fkreo (11K-13),
"  Opranu3oBbIBaTh apXuBHOGN KpaHeHHWEe KaJApPOBLIX JIOKYMCHTOB B COOTBETCTBHH C
neficTByromuMH HopMatiBH@-MipaBoBbiMu akTamu (ITK-13),
*  obecneunTh 3aUUTY NepCcoHMMHBIX TaHHbIX coTpyaHukoB (I1K-13),
Ypot npeanpustus (ITK-12)
3) Baagers:
" METOJaMH COCTaBIICHHS Ka,up?_i%}')ﬁ oruetHoctH (ITK-13),
o



®  HaBBIKAMH O3HAKOMIICHHS
JCHCTBYIOIMMH JOKaIbHBIMA “OpMaTHBHBIMH akTamu (11K-13),

e

» PYIHHKOB OpraHM3allii € KaJpoBoi JIOKYMEHTaIueH o

*  CrocOOHOCTHIO pa3paboTKH R', roBoro 1oKyMenToobopora npeaupustus (11K-12)

4. CTPYKTYPA ¥ CO)IEP)I{AHHE JUCHMUIIJIMHBI (MO Y JISA)
O61mast Tpy10eMKOCTh Jmcmmml ‘bl COCTABIISIET 2 3a4YeTHBIX eJIMHHULIBL, _72 daca.

Ne
n/n

Tema (Tema)
JUCITHTUTHHE

Cemecrp

Henens cemectpa

Buant yueOHoi paboTsl, BKIOYaA
CaMOCTOATCIBHY IO pt!.ﬁﬂ‘!‘_\" CTYACHTOB
M TPYI0EMKOCTE (B 4acax)

Jrexvidi -

Cemunapst
SAHATHS
paboThl

KonrpoasHeie
pabotsl
CRC

[pakTuueckue
Jlaboparophnie

KI1/KP

Oobem
yuachHoi
padoThL,

c
MpUMeHeHH
eM
HHTEPAKTH
BHBIX
METOJI0B
(B uacax /
%)

Dopmbl
TEKYUIEro
KOHTPOJIA

YCMEBASMOCTH
fno nedeiam
cemecmpay,

(opma

MPOMENKYTOUHOH
aTTeCTALMH
(no cemecmpam)

OCHOBBI
JOKYMEHTAILHOHHOIO
obecneueHus
yIIpaBJICHUS
ePCOHAIOM

2/ 50 %

DNeKTpOHHBIE
JIOKYMEHTBI U
AMEKTPOHHBIHA
JIOKyMeHT0000pOT

L

2/ 50 %

HOpunnveckoe
3HAYEHHE H SA3BIK
CITy’KeOHBIX
JOKYMEHTOB.
TpeboBanus x
0(hOpMIIEHHIO
JIOKYMEHTOB

2/ 50 %

PeiiTHHr —
KOHTpOIL Nel

[ToaroroBka u
othopmiIeHHE
OpraHM3allMOHHBIX
JIOKYMEHTOB

2/ 50 %

PazpaboTka u
oopmieHue
pacnopAIATEIbHBIX
JIOKYMEHTOB

2/50%

CocrasiieHue 1
oopmaenne
HH(pOpMaLHOHHO-
CIPaBOYHBIX
JIOKYMEHTOB

11

2/50%

Pefiruur-
KoHTpoIE No2

OcHOBHBIE
[IPHHLMIILL palOTEI €
JIOKYMEHTaMH.
CHcTeMaTH3anug
JIOKYMEHTOB H HX
XpaHeHHEe

2/50%




JloKyMEHTHPOBaHHE
TPYIOBBIX
OTHOLICHHHN IIpY
nmpremMe Ha paboTy.
JIoKyMeHTHpOBaHHE
TIOOIIPEHHH,
OTILYCKOB,
KOMAH AN POBAHHS

15

2/ 50 %

JIOKYMEHTHPOBaHHE
TPYLOBBIX
OTHOIIEHUH NTPH
nepeBoze U
YBOJIbHCHHH

17

Peftruur-

/509
A KOHTpOJIL Ne3

Beero

13 18 36 5#)8;;, 3aver

5.

OBPA30OBATEJIBHBIE TEXHOJIOI'HHU

B coorserctBum ¢ TpeboBarEIMH ®I'OC BO no wmanpasieHuto moxaroroBku 38.03.03
«YTpasieHHe TepPCOHATOM» KOMIETEHTHOCTHBI TOAX0A AMCIHMIUIMEBL «JIOKyMEHTALHOHHOE

obecrieueHUe VIIPABJICHUS IIEPCOHAT(IM» PpeaTu3yeTcs  MyTeM I[POBEICHHA JIEKIHOHHBIX H
IIPAKTHYECKUX 3aHATHI ¢ TPUMEHEHKEM MYJIbTUMEAMHHBIX TEXHOTIOTHH.

Jlexnuuonupi  Kypc ~ ofecr2deH  KOMIJIEKTOM  IPE3CHTALHOHHBIX  MaTEPHATOB,
IIPE/ICTABISIEMBIX CTY/ICHTAM C TIOMONI' {0 IPOEKTOpa B 000pyI0BAHHOH Ay THTOPHH.

QcBoeHHe JUCLMILIHHBL

MPaKTHYECKUX 3aHATHI:
MO3rOBOH MITYpM

OnepaTUBHLIN

TBOPYECKOH AaKTHMBHOCTH CTYIEHTOB,

BBICKA3BIBATh KaK MOKHO O0JIbLIEE KOIT

- KpyIUlble CTOJBI (IMCKyccHs, 1e0aTEi)

CY/KJICHHAMH, MHEHUSIMH B TPYIITE par
wcTuHb! (Temsbl 3,8)

Case-study (aHamm3 KOHKPETHBIX ‘L
COLME

peambHBIX  KOHOMMYECKHUX,
MPOAHATH3HPOBATE CHTYALHIO, pasolp:
BBIOpATh JIy4llee W3 HUX. (TeMsl 3, 6, 7,
- IeNOBBIE HIPEI - opMa BoccO31aH
JIESTETBHOCTH, MOJIETTUPOBAHUS CHCTE)
AcIIeKTOB Ye/I0OBEYECKON aKTHBHOCTH H
- uH(pOpPMAITHOHHBIE TEXHOJIOTHH -

CO37aHNsA, KOPPEKTUPOBKH U BOCIIPOM3i3 1

(Tems1 2,4.5.6.7,9,11,12)

= = = —
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npeamnojiaraeT MCMOIb30BaHHE CIIEay
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YMEHTAIHOHHOE O00ECIECUYCHHE YIPABJICHHS IEPCOHATIOM)
DIIMX AKTUBHBIX W WHTEPAKTHBHBIX (OPM IPOBEIACHHA

Meton pemenus TpoGieMbl HA OCHOBE CTHMYJIMPOBAHHS

Npd KOTOPOM YYacTHHKaM OOCYXJIEHHS [pelararor

fecto BapnanToB pemenus (Temsr 1,10,12)

‘- IeJieHanpaBJieHHbIH U YIODPSIOYEHHBIH OOMEH HJIESMH,
(opMHpoBaHMS MHCHHS KaXK/IbIM YYaCTHHKOM HIIH [1OMCKa

1

[
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TexHUKa OOYYeHHS, HMCMOMB3YIOMAs OINUCAHHE
u Owmsnec-cutyammi. OOyuarommuecs  JIOJDKHBI
Csl B CYTH TIPOOIEMBL, MPEUTOKHUTh BOZMOKHBIE PELUEHHS H

b

P.11,12)
(i ,l €/IMETHOTO H COITHATBHOTO COACPKaHH ﬂpO[bCCCHOHﬂ.‘leOH

OTHOIIEHHI H YCJI0BUH NpodecCHOHATEHON JeATEIbHOCTH,
DIIMATEHOTO B3auMoJIeHcTBH. (Temsl 1, 3,5,6,7)

4 vierierne crangapTHeIX nakeros Microsoft Office ¢ menbio
eHus pa3pabaThiBaeMbIX B Mpornecce 00yueHus J0KyMEHTOB




6. OIIEHOUYHBIE(PEJACTBA JIJISI TEKYLIEI'O KOHTPOJISI
YCIIEBAEMOCTH, TIRFOMEXYTOUYHOU ATTECTALIMH 110 UTOI'AM
OCBOEHUS U IMILIMHBI U YYEBHO-METO/JIMYECKOE
OBECIIEYEHHUE (.‘.l\MOCTOﬂTEJIbHOﬁ PABOTBI CTYJAEHTOB

KoHTpoah OCBOEHHs JMCLHMILI HBl TIPOM3BOJMTCH B COOTBETCTBUM C TMOJIOKEHHEM O
pelfTHHTOBOMH CHCTEME KOMILIEKCHOI OileHKH 3Hanuii cryaentos ®T'BOY BO Bal'Y.

Texymuii KOHTPOJs MPOXOAHT 3 (opme peHTHHr-KOHTpOJeH. TeKylmui KOHTPOIb TAKKe
CONMPOBOK/IAIOT YUACTHE B MHTEPAKTHSHBIX HIPAX, YIPAKHEHHSX, TPDEHUHTAX, a TAKKCE POBCICHHAE
TECTHPOBAHHA. :

[TpoMexyTouHas aTTeCTaldsi [ HMTOraM OCBOGHMA JMCHMIUIMHBI  «JlOKYMEHTAIMOHHOE
obecrieueHne yNpaBleHHs [IEPCOHAN0 ) HanpaBleHa Ha 3aKPeIUICHHE OCHOBHBIX OIIEMEHTOB
TEOPETHUECKOr0 H IIPAKTHYeCKOro kyvnca. B Xoje e€ peanmsaly 1Mo MPEIBAPHTEIBHO BLLIAHHBIM
GaxanaBpaM 3aIaHusIM TIPELYCMOTPEHL SJIEAYIONME (OPMBI KOHTPOIIA:

1. PeHTHHI-KOHTPOIb. o
Peliienye CHTYAIHOHHBIX - 14 B paMKax MPAKTHYECKHX paloT.
UHauBHIyasbHBIE B KOJUT XTHBHBIE KOHCY/IBTAIMHM 110 [IPAKTHYECKAM paboTaMm.
BoICTyIIeHrE | ONMOHU'BAHNE Ha NPAKTHYCCKHUX 3aHATHAX.
3auer.

e baido

IlpuMepHbIe TECTOE >Ie 3aanns K peiiTHHr-kouTpo.io Ne 1
1. Otpacib IeATeNbHOCTH, 00eCeyniss foLIas JOKYMEHTHPOBAHHE U OPTaHH3aLHIo padoThI ¢
o(HULHATEHBIMU JJOKYMEHTAMH — 3TO
A) TOKYMEHTALMOHHOE 00ECIICUCHHE JilpaBIICHHS
B) nokymeHnToo6opot i
B) oTpacib 1OKyMEHTHPOBAHHUS i
2. Bonpocs! J0KYMEHTAUHOHHOI0 00¢/| 1e9eHUs YIIPABICHUS PEryJIHPYIOTCA:
A) TOTBKO rocyAapCTBEHHBIMH H OTpii._ JICBBIMM CTaHAapTaMH
B) 3axonamu P®; rocyapcTBeHHBIMEF1 OTPACTEBBIMH CTaHAAPTaMHU; OOIIEPOCCHHCKHMHE
KJIacCH(HUKATOPAaMK; TOCYJAPCTBEHHEMH H OTPACIEBHIMH HHCTPYKITMAMH IO JIJIONPOU3BOCTBY:;
HHCTPYKLMSIMH TI0 nenonpomnoncmT' OHKPETHOI 0 IIPEANpUATHS
B) 3akoHamu NpaBHTeIbCTBA U CyObdd! 0B PO; rocy/1apCTBEHHBIMH H OTPACIIEBBIMA CTAHAAPTAMH;
rOCY/IapCTBCHHBIMHU M OTPACIIEBBIMH BF TPYKIMAMH 110 J€I0NIPOU3BOICTBY
3. 3adukcupoBanHas Ha MaTepuaibH@M HocuTe e HH(POPMAIIU C PEKBU3HTAMH, MO3BOJISIOLIMMU
cCc H,E[CHTPICI)H].IHPOB&TI: — 3TO
A) Onank
b) popmynsap-obpasen
B) noxkyment

i

[IpumepHbIe TECTH: bIe 321aHNA K PEI THHI-KOHTPOo/110 Ne 2
1. JIoKyMeHTBI, B KOTOPBIX (QDMKCHPYH| pelleHHs aIMHHUCTPATHBHBIX U OPraHH3aIHOHHBIX
BOIIPOCOB, @ TAK)KE BOIIPOCOB YIIPaB/I4}ust, B3aNMOIeHCTBHS, 00eCTIeYeHUs H PEryIMpOBaHHs
JNIeSTeTBHOCTH OPraHoB BIACTH, PeLIi4aTHH, OpraHu3almi 1 J0JDKHOCTHBIX JIHI — 3TO
A) PaciopsiauTe/bHble JOKyMEHTBl ||
B) Opranu3aiHoHHO-TIPaBOBbIE JIOKym'Ji ITEI
B) Oprauu3aioHHO-pACTIOPSIHTE KIS TOKYMEHTHI
2. K opraau3aniuoHHO-PaBOBEIM JOKY§ *HTaM HE OTHOCHTCS:
A) ycraB
b) akt
B) npaBuna f
3. [IpaBoBoii aKkT, ONpeaesISIOmunit Mpds 1, QyHKIUNHH, CTPYKTYPY Opraiusauuu B chepe

roCy/J1JapCTBEHHO, KOMMEpUYECKON HIT# YOLIECTBEHHOM JIeATE/IbHOCTH -

¥

A) ycras .“1
b) nonoxenue +

e
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Hpnmepnmw'onpocm K peiiTHHr-KoHTpo./K0 Ne3
OCHOBHBIE BHIbI AOKYMEHTO {10 JIHTHOMY COCTABY MPEITPHATHI.

CocraniieHune u 0(popMIICHHE L.pPHKA30B IO THYHOMY COCTaBY.
[TpaBuia BEACHUS H oclJopMJIe?P a5 TPYJIOBBIX KHHIKCK.
Coctas u OPAAOK cbopvmpow'mﬂ JIMYHOTO Aejia paboTHHKA.

Ti¢peyeHnb BONPOCOB K 3a4€Ty
1. OCHOBHBIC TOHATHSA THCIHILIHHEL «A0KYMEHTAIIHOHHOE 00eCIeUeHNE YIIPaBIICHHAY,
«IOKYMEHTHPOBAHHE», «OPraHu3aius paboThl ¢ JOKYMEHTAMHY, «IOKYMEHT», «(popMy.isp-
o6paserny, «6IaHKy. :
Knaccudukauus 10KyMEHTOB
HopMmaTHBHO-METOIHYECKAs OCH(™'a JIeJIONPOH3BOJICTRA
3agaun c1yKOBI IOKYMEHTALHOH)r0 0DecTiedeH s YIIpaBIeHHs]
OGs3aTelIbHBIE PEKBH3UTEI, 00eC }e UHBAIONIME IOPHAMYCCKOE 3HAYCHHE JTOKYMEHTOB
Oprasu3aliMOHHBIE JOKYMEHTBL. |/ DHATHE, BH]IBL.
PacnopsiauTesbHbIe TOKyMEHTEL i 1 JHATHE, BUIBL
Wi} opManoHHO-CIIPABOYHBIE ¢ yMEHTEL. [ToHsTHEe, BHBI
OcoBeHHOCTH S3BIKa CITyKEeOHBI fIOKYMEHTOB.
10. TIpaBuna odopMJIEHHS OpraHu3a ! cumbIx qokymenToB. (Ycrassl [lonoxkenus. MHCTpyKIHH)
11. IlpaBuia ohopmieHHS pacmopsantenbHbIX JokyMeHTOB. (IIpukasel. Pacnopspkenus. Peenns)
12. TIpasmna opopmienns HHOPMALROHHO-CIIPABOYHEIX IOKYMEHTOB. [lonsTre, Bl MpaBHIa
opopmuenus. (IIporokonst. [Tnckma. AxThI. CiryKeOHbIe 3aLHCKH)
13. OcHOBHBIE TIPUHITHITBI PAbOTHI € J1| KYMEHTAMH.
14. IlpaBuna GopMUPOBaHHS U XPaHEH A €.
15. OcHOBHBIE BH/IbI IOKYMEHTOB [O|{A4HOMY COCTaBY MPETPHATHS.
16. Cocrasiaenue u opopmieHue npififiza no IMYHOMY COCTaBYy.
17. Benenue u obopmiieHHe TPYAOBHI | KHHIKEK.
18. Coctas u nopsaok GpopMUpoOBaHHHIHIHOTO Jena pabOTHHKA.
19. OcHOBHBIE BH/IbI IMYHBIX JOKYMEH OB 10 MEPCOHATY.
20. CocraBneHue 3asgBICHHH, PE3IOM 1.|§iBT06H0Tpa(bHH.

g i kg,
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EMocTosiTenbHan padora
Camocrosarenpnass  padbora l CTYACHTOB  SBJISETCS  BaXHEHIIMM  KOMIIOHEHTOM
o0pasoBareabHOro mpoiecca, (GopyHpylonmM JIHYHOCTH CTYAEHTA, €ro MHPOBO33PCHHE H
Ky/IbTypy, pa3BuBas ero crocodoHo{1 k camMooOy4YeHHIO H MOBBILCHHIO MPO(YECCHOHATBHOTO
yposus. Ilembio camocrostenpHOM! paGoThl  sBISETCS  (POPMHPOBAHWE  CTOCOOHOCTEH K
CaMOCTOSATEIBHOMY T[IO3HAHUIO W Of yueHHIo, 0000IIEHHIO, OQOPMICHHIO M IPEACTABICHHIO
MOJTYYEHHBIX PE3YJILTATOB HCCIICAOBAHIA H UX KPUTHYECKOMY aHATH3Y.

CamoctositenbHass paboTa CIjIeHTa 3aKIIOYAETCs B M3YYCHHH OTACIBHBIX TEM Kypca,
MEepPUOMYECKHX W3AaHUi W HOPYE TMBHO-IIPABOBOM JTHTEpaTyphl W TOATOTOBKE Occe ¢

1) I'eHe3uc KagpoBOro AEJIOrN FOU3BOJICTBA.

2) Hcropus KaapoBoro Aenofipou3BoJACTBA B yupeikaeHusax Poccuu.

3) TocyaapcTBEHHOE KaAPOBEL: AETONPOU3BOACTBO B COBETCKYIO JIIOXY.

4) OCHOBBI COBPEMEHHOT'0 K4J{IOBOr0 JeI0MPOU3BO/ICTBA.

5) 3aKoHOAATENBHOE PEryIHph

6) Tpynosoit Kojiekc: periane

7) Opranusanus padoTel HHET

8) 3axkoHojaTe/IbHbIE OCHOBHI
pabOTHUKOB.

2KTOpa IO KaJ[paM.
‘CIOJIB30BaHUs NHGOPMALHH O ICPCOHAIBHBIX JaHHBIX



9) I'ocyaapcTBeHHBIC CTaHJAPYB! B 001aCTH JIeJI0NPOU3BO/ICTBA, IPUMEHAEMBIE TIPH
0(hOpMICHNH KaPOBOIi m;g;aemaunu.

10) Yenorus Tpyna B opuce g

11) Opranusauus paGodero mec ra pabOTHHKOB OdHCa.

12) Opranusanus pabodero MecTa pyKOBOUTEIS.

13) Opranusanus paboyero Mecrd cekperaps (opuc-MeHeKepa).

14) Oprauusauus npueMa MOCeT# TejieH, NPHEMOB H [Ipe3eHTalHH

15) PaboTa ¢ BUBUTHBIMH KapTO'il:aMH.

16) Opranu3aius Aej0BBIX BCTPE 1 H COBEINAHHHA.

17) BuneokoHdepeHus kak pa.?EjOBHI[HOCTb BH/IEOCBSA3H

18) TpeGoBanusi K paclopsaKy , (s pabOTHHKOB oduca.

19) TpeGoBanus K pacniopsaKy Aud PYKOBOANUTEIIS.

20) ITpaBuia moib30BaHus U THK T CIYKeDHOM IIEKTPOHHOH TOYTHI.

21) IIpaBuna monas30BaHus cny;%ﬁrlhm Hurepuerom

22)3arparbl BpDEMEHHU Ha JOKYM¢§ “allHOHHBIE PabOTEL.

23) TexHMUECKHE CPECTBA MOIGTOBKH, TPAHCIIOPTHPOBAHHS, PETMCTPAIIHH, KOHTPOIA 32
MCIIOJIHEHUEM JOKYMEHTOB.’

24) Texauyeckue cpeicTBa HOPMHPOBAHUSA M HCIIO/IB30BAHUA JIE!1.

25) OcobennocTH ciayxeOHBIX AEKYMEHTOB B paboTe ¢ HHOCTPAHHBIMH TTAPTHEPAMHU

T VYEBHO-METO/UYES 'KOE H HHOOPMALIMOHHOE OBECIIEYEHHUE

2. JloxymeHTaronHoe obecm:

JUCLMILIAHBI

(iI°HOBHA"A JUTEpPATYpPa

1. JlokymeHTamuoHHOe OfecieytHue ynpaBieHus rnepconanoM: YuebHoe mocobue / P.E.
Bynar. - M.: HUL] UH®PAM. 2015. - 234 c.: 60x90 1/16 + ([omn. mar. znanium.com). -
(Bricuice oOpasosanue: bakajtaspuar). (neperer) ISBN 978-5-16-010318-1

HHE ynpaBleHus (AeJonpou3BoACTBO): Yuebd. mnoc. /

vepab. u gom. - M.: HULL Uudpa-M, 2013-304c.: 60x90 1/6

Briciree o6p.: bakanasp.). () ISBN 978-5-16-004805-5

T.A.BeixoBa u ap. - 2 u3A., 1
+ ( Jlonm. mar. znanium.com)

3. JlokyMeHTauMoHHOe obecncliuue ynpasneHus: Yduedbnoe mocobue / E.B. T'mammit. - M.:

(7% ]

WUI[ PUOP: HMI] Hnudpap], 2013. - 249 c.: 60x90 1/16. - (Ilpodeccronanbroe
o6paszopanue). (nepemier) ISEIN 978-5-369-01042-6

Joj nHHTEIbHAS JIHTEPATYpPA
. OcHoBsl genonpoussoacrea: ¥§i:0n0e nocodue / A M. Acanues, M., Muponosa, E.A.
Kocapesa, ['.I". Byxosuy. - M} {HAI] UTHOPA-M, 2014. - 144 c.: 60x88 1/16. - (Briciuee
obpasopanue: bakanaspuar). Jop:1oxka) ISBN 978-5-16-009465-6, 2000 sks.
Kajposoe penonpoussozcteoll Haunnaem ¢ nyns. Ayaut ceoumu cunamu / HU.B.
Kypasnesa, M.B. XKypasnepa| § 2-e uzn. - M.: HULl MUHOPA-M, 2014. - 184 c.: 60x88
1/16 + ( dom. mar. znanium.cgift). - (IIpocto, kpatko, 6s1cTpo). ISBN 978-5-16-008986-7
Cospemennoe nenonpoussoadi8o: Yuednoe nocobue / M.B. Kupcanosa; Poccniickas
Axkaznemus roc. ciyxk0sl n1pu llfg'esm,ueﬂ"re P® (PAI'C). - 4-e u3a. - M.: HUI[ MHDPA-
M.,2014 - 312¢.: 60x90 1/16. - ri}mcmee oOpazosanue: bakanasp.). (m) ISBN 978-5-16-
004491-0 :
JlokyMeHTHpOBaHHE yIpaBiedy 2cKoii aesteabHocTu: YueOHoe nocobue / H.IL. Kprokosa. -
M.: UHOPA-M, 2013. - 268 ¢ 160x90 1/16. - (Bricmee obpasosanue). (neperer) [SBN
978-5-16-003134-7 }
Kysneuos, WM. H. Jlenonpoussfhetso [DnekTponnsiii pecype]: Yuebno-cnpasodnoe
nocobue / Y. H. Ky3uenos. - §-¢ 131., nepepal. u gom. - M.: M3parenscko-roprosas
koprioparus «/lamkos u K%», [24i13. - 520 c. - ISBN 978-5-394-01981-4.
HenonpousBoacreo: Yuebuuil// T.A. BeikoBa, JI.M. Bsutosa, JI1.B. Cankuna; [loa pexn. T.B.
Ky3HenoBoii. - 3-¢ u3., nependd. u gom. - M.: UHOPA-M, 2012. - 364 c.: 60x90 1/16 +

e
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CD-ROM. - (Bricuiee o6pasopghiue). (nepemwier) ISBN 978-5-16-004923-6)Kypunan
«O01IeCTRO ¥ IKOHOMHKAY

[Tepuoanyeckue u3gaHus

XKypuan «Poccuiickuii 3x0HOM: 'ueckuii xkypuam (Bial'V)

XKypuan «IIpoGiembl TeOpUHM 12 IPAKTHKH YIIPABIICHHS (BaT'y)
Kypuan «OxoHomMuKa 1 yupaw eaue» (Bal'y)

KypHan «YnpaBiieHHE TEPCOHJIOM»

Kypnan « Tpyaoroe mpaBo»

Kypnan «Kanposas ciayxba u { IpaBIeHIE IEPCOHATIOM HPEAIPHATHS
Kypnan «Kagposblit MeHE K 4 {"T»

Kypnan «Kaapsl npeanpusaTrs

Kypuan «MoTuBanus ¥ oiata Tpyaay»

Mo BD Sk O b B W) 1) =

CnpaBo4HO-npaBoBasi CHCTEM?
1.
1. Koncynsrant [1ntoc

[Iporpammuoct obecnedenne H Marepuer-pecypcesi
[Tporpammuoe oGecneyerne (i SIUIUIHHBI BK/IIoYaeT B ceOs naket nporpamm MS Office

(Word, Excel, PowerPoint), Adobe Rf¢ader.

I http://delo-press.ru/journals.plfp’= Caiit sxypHana «Jles10npou3BoacTBO ¥ J0OKYMEHTO000pOT
Ha TIPeIMPUATHNY

2. http://e.deloprost.ru/ - Caiit
TOKYMEHTOO0OOpOTaY

3. http://www.termika.ru/ - Caii

ypHala «CoBpeMEHHBIC TEXHOJIOMHH JIEJIONPOU3BOACTBA U
TJHC&HTHHFOBOﬁ rpynnsl K TEPMHKA»

Zs MATEPHAJIBHO-TEN AHYECKOE OBECIIEYEHHUE JIMCHUATLIMHBI

1. JleKMOHHBIE 3aHSATHS:
®  KOMILIEKT 3JIEKTPOHHBIX IIpe3¢H
® ayJMTOpHS, OCHALICHHASA MYJIbTH!
PD 527WDLI, skpan HacTeHHbIit
e HOyTOYyK ¢ nakeramu [10 obmer
PowerPoint. '
. [IpakTueckune 3ansiTus:
® KOMIUIEKT TEKCTOBOI'O pa3iaToys
® ay/[UTOPHS, OCHAIIIEHHAS MYJILTH JTHIHBIM 06opyoBanueM (npoekrop BenQ MX 660, skpan
Projecta HacTeHHBINH py/IOHHBIH) | HacTeHHOH jnockoi, 10 cranumii Kraftway Credo KCS51 ¢
naketamu [10 obmero naznavenys : Microsoft Word, Microsoft Excel, Microsoft PowerPoint
e HoyTOyk ¢ makeramu [10 obmerd 1aznauenus: Microsoft Word, Microsoft Excel, Microsoft
PowerPoint.

LM,
&
f2IMHHEBIM 000pyl0BaHHEM (CTallMOHAPHBIH NpoekTop Acer

extpornpuBosom LMC-1001116) u vacTeHHOU nOCKOM

ﬁlGHa‘IEHHﬂ: Microsoft Word, Microsoft Excel, Microsoft

%]

0 MaTcpralia
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[IporpamMma cocraBrneHa B codh perctBuH ¢ TpeHosanusmu OI'OC BO no HanpasieHUrO
38.03.03 «YmpaBlieHHEe IIEPCOHAT UMY

)} mpouITIO / MOArOTOBKH  «YIIPaBJEHHE MEPCOHAIOM
OpraHu3aIHmy. i

4

PaGou4yro TIporpaMMy COCTABHI | JIONEHT Kad. BYI/IH M.B.Paxosa
TeHeparsHsi

_-11!_1‘:‘; "D "% Korosa H.C. / [’ / /ﬁ/ /(‘//‘," ¢

[Tporpamma paccMOTpeHa U 0L20peHa Ha

cenanun Kadeapol «S‘KOHOMHKa U yIpaBIICHHE
HHBECTULMSAMH W HHHOBAITHSAMH

npotokon Ne /¢ or 5.0/ A8 ¢ 'rona.

3aseayiommuii kadeapoi [.9.H. irodeccop L iy 71 O.A . Jlonuuen

Penensent

Pabouas mnporpamma paccuoﬁ;;
KOMHMCCHH HalpaBJIcHUs

jeHa M onoOpeHa Ha 3acelaHUH y4eOHO-METOHYECKOMH
38.03.02 «Ymnpasienne nepcoHalIoM
nporokon Ne % ot _ol/A-€&4/6 rona. -
[Ipenceaarens KOMHCCHH [L.3.H. Tipadeccop /7 . 0O.A JloHuuer
e




JIUCT MEPEYTBEPKIEHMSI
PABOYEI IPOT'PAMMGBI JTACITATLINHBI

PaGouas mporpamma ono6pena Haog@/ 64920/ £ y4eOHBIH Tox
IIpoTokoi 3acenanus xadempsr No / orIQ0L Ly rojga

3aBenyromuii kadeapoit %/VV)

C/VV T
Paboyast mporpamma o06pena Ha / & 78 y4€eOHBIH roJ
[Tporokon 3acemanus kadenpsr Ne / ot . ﬂ; Via rojaa

3aBenyrouuii Kadeapoi &%M/

Paboyast nporpamma o106pena Ha /4, 175(/ yueOHBIN IO
IIpoToxoun 3acenanust kapenpnr No / or F08/Y roja

3asenyrommii kadenpoit W

L7



JIUCT IEPEYTBEPKIEHM S
PABOYEI IIPOT'PAMMBI JUCHUITJINHBI

Z
Pabouas nporpamMmmMa of06peHa Ha SY /%%9%6%1171 roJ

I[IpoToKoI 3aceaHus Ka(beﬂW A9 OF /9rona
J
3apenyromuil kadeapoit [ 7771

Va

PaGouast mporpamma ogoOpeHa Ha yueOHBIN Tof

[Iporoxon 3acenanus xadeapsr No oT roja

3aBenyromuit kKadeapoit

Pabouas nporpamma ogoOpeHa Ha yueOHBIi roj

[Iporokon 3acemanus xadenpnl No oT roja

3apenyromuit kKadeapoit




