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1. HEJHX OCBOEHUS JUCHUITJIHHbI
Ilens mucHMIUHHET «J{eTOTMPOU3BOCTBOY - MOMYYEHHE CTYAEHTaMH TEOPETHYECKHX 3HAHWH W
npuobpereHne HEOOXOAMMBIX IPAKTHYECKHX HABHIKOB, HEOOXOJMMBIX JUIi IPaBHIBHOTO
cocTaBNeHuss B O(OpMJIEHHS JOKYMEHTOB, BO3HHMKAIOIIUX B IPOLECCE NPUHATHUS U peald3alliH
YIPABICHYECKHX PELICHHH, a TaKkkKe OCBOCHHE OOIIENMPHHATHIX B MHpE IpEeANpHHUMATEIBCTBA
JIEKCUKH U CTUJIS JETIOBOM U KOMMEPYECKO KOPPECIOHIEHIMU 17151 CBOOOIHOrO M PaBHONPABHOIO
00I1IeHHs ¢ TapTHEPAMH, KOJUIEraMH H [10{4UHEHHBIMH.

2. MECTO JUCIIUIIJIMHBI B CTPYKTYPE OIIOII BO
Jlucuunnuna «Jlenonpou3BOACTBO» OTHOCHTCS K JMCUMIUIMHAM Oa30BOif dacTH yueOGHOrO
miaHa. llpeamecTBylomMMH  JHCHMIUIMHAMH, HAa KOTOPBIX HEIOCPEACTBEHHO Oasupyercs
aucnuiuinHa - «[lenonpousBoncTBo»,  saBisitores:  «Pycckuil  sI3BIK M KYNBTypa  peum»,
«MukposkoHoMHKay. Jlucuuniauna ssiasercss 0a3oM [JI8 M3Y4YeHHUsS TaKUX JIMCHMILUIMH Kak
«YnpaBneHuecKuit yu4€T U KOHTPOJIb», «KanpoBelil ayauT mnepcoHaia», « IKOHOMHYECKHE METOJIbI
YIPAaBJICHHS IEPCOHATIOM» H Ip.

3. KOMIIETEHIHH OBYYAIOUWEI'OCsl, POPMUPYEMBIE B PE3YJIBTATE
OCBOEHMs JTUCIIUITJIMHBI

IIpouecc m3yueHHs QUCLUIUIMHBI HalpaBlieH Ha (OPMUPOBAHHE Y CTYAEHTOB CJIENYIOMIMX
KOMIIETEHIIHHN:

1) OIIK-9 - cnocoGHOCTh OCYIIECTBISITh JeNOBOe OOlIeHHe (MyOaMYHBIE BHICTYIICHHS,
MEPEroBOPEI, IPOBEIEHHE COBELIAHHIH, JIEJ0BAs IEPENHCKA, JIEKTPOHHBIE KOMMYHHKAIIHH);

2) IIK-12 - 3HanMe OCHOB pa3pabOTKH M BHEJPEHHS KaJpOBOH M YIpPaBIEHYECKOi
JOKYMEHTAIIMH, ONITHMH3AIHH JOKYMEHTO000pOTa H CXeM (YHKIIHMOHAIBHBIX B3aHMOCBSI3EH MEXKIY
MOJpa3AeICHHAMH, OCHOB pa3pabOTKH W BHEIPEHHS IPOIEIYpP pPEryJHpOBaHHs TPYIAOBBIX
OTHOILIEHHH ¥ COIIPOBOM/IAIOIIEH JIOKYMEHTAIIMH;

3) IIK-13 ymeHueM BeCTH KaJpoBOE JCIONPOM3BOACTBO M OPTraHH30BHIBATH APXMBHOE
XpaHEHHE KaJIPOBBLIX JOKYMEHTOB B COOTBETCTBHH C JCHCTBYIOUIMMH HOPMATHBHO-IIPABOBBLIMH
aKTaMH, 3HAHHEM OCHOB KaJpOBOW CTAaTHCTHUKM, BIAJIE€HHE HABBIKAMU COCTABJIECHHS KaapoBOii
OTYETHOCTH, @ TaK)Ke HAaBBIKAMH O3HAKOMJEHHS COTPYIHHKOB OpraHH3allid C KaJpoBOM
JOKYMEHTAIlMeH M JCHCTBYIOIIUMH JIOK&JIbHBIMH HOPMAaTHBHBIMH aKTaMH, YMEHHEM OOECIEeYHTh
3alIMTY NEPCOHATBHBIX JTAHHBIX COTPYIHHKOB;

B pesynbraTe OCBOEHMS IHMCHHMIUIMHBI CTYJEHT IOJDKEH IEMOHCTPHPOBATH ClIEIYIOLIHE
pe3ynbTaThl 00pa3oBaHuUs:

1) 3uars:

" OCHOBHBIC HOpMBI Jie10Boi nepenucku (OITK-9)

" OCHOBBI pa3pabOTKH H BHEIPEHHs KaJpOBOH H yIpaBieH4YecKoi nokymentanuu (I1K-12),

" JICHCTBYIOIIHE TIOCY/IapCTBEHHBIE M JIOKAIbHBIE HOPMATHBHBIE AaKTBI, PEryJIHPYIOLIHE
nenonpoussonacTro (ITK-13)

2) YmeTth:

* OpraHM30BBIBAaTh IIOArOTOBKY H IPOBE/CHHE COBeLIanuii u neperoropos (OITK-9)

* BecTH KaapoBoe JenonpoussoacTso (1IK-13),

* (opMHpOBaTH apXMBHOE XPaHCHHE K4IPOBBIX JOKYMEHTOB B COOTBETCTBHH C
AEHCTBYIOIMMH HOPMATHBHO-IPaBOBbIMH akTamu (I1K-13),

" 00ecmevuTh 3alHTy NepCOHATBHBIX JaHHbIX coTpyaHukoB (ITK-13),

" ONTHMH3HPOBATE MOKYyMeHTO0O0pOT mpeanpustus (ITK-12)

3) Baagers:

* HaBBIKaMH JeJ0BOH komMMyHuKaluu (OITK-9)

" METOJaMH COCTaBJICHHUs KaapoBoi oTyeTHocTH (ITK-13),

" HAaBBIKAMH O3HAKOMJICHHA COTPYIHHKOB OpraHH3allid C KaJpOBOW JOKyMEHTalHeH u
ICHCTBYIOIMMH JIOKaJIbHBIMH HOPMaTHBHBIME akTamu ([TK-13),

® CHOCOOHOCTBIO Pa3spabOTKH KaJPOBOro JOKyMEHTOOG0POTA HPEANPHSTHS (IIK-12)



4. CTPYKTYPA U COAEPKAHUE JUCHUILINHBI

O61ast TPYI0EMKOCTh MUCIMIUIHHBI COCTABIIACT 3 3a4eTHBIX ¢JIMHHIIBI, 108 wyaca.

. Obnem
Bunp! yueGHo# paboTbl, BKIOYas yueGHON Dopmel
CaMOCTOATENBHYIO paboTy CTYACHTOB PaGOTHI, TeKyIIEro
E U TPYJ0EMKOCTE (B Hacax) & KOHTPOI
E_ 51 NpPHUMEHEHH YyCNneBaeMOCTH
Ne Tema (Tema) 3 § » & . eM (no Hedenam
n/n JMCLIMITIHHBI F = = g = z HHTEPAKTH cemecmpa),
©| 8| 5| & 8 g = E Bl e & BHBIX (dopma
2 | £| E=x| §8| 28| &| =| meromo | npomexyTouHO
T| 8| 5| gz| 28| B8] ©O| 5
= S 48 S8 & & | (Byacax/ aTTecTalllu
e E‘ = 2 %) (no cemecmpam)
15
COfsHane 2 |1 |2 2 4 2/50
JIETOTIPOU3BOICTBA
2. | DieKTpOHHEIE
AQKFMEHTH B 2 |2 ) 2 2/100
3JIEKTPOHHBIH
JIOKYMEHT0000pOT
3. | TpeboBauus K
0(hopMIIEHHIO 2 |32 2 4 2/ 50
JOKYMEHTOB
4. | Opumuyeckoe
3HAYEHHUE U SA3BIK 5 | a 5 5 —
CIIyKeOHBIX
JIOKYMEHTOB.
5. | OpraHH3allHOHHO-
pacnopsaauTenbHas 215 |2 2 4 2/ 50
JIOKYMEHTallUs
6. | TToaroToBKa u
oopmnenue -
CHTHHI —
OpraHU3aIHOHHO- 216 2 % ol KoHTpOL Nel
[IPAaBOBBIX
JOKYMEHTOB
7. | IIpaBuna pa3zpaboTKu
U 0OpMIICHHUS
ACTIOPSUTEIBHBIX
p PAA 2172 2 4 2/ 50
¥ HHGOPMAIMOHHO-
CIPAaBOYHBIX
JOKYMEHTOB
8. | CocraBienue u
odopMIleHHE
nH(pOpMaLIMOHHO- 2|8 2 2 2/100
CIIPaBOYHBIX
JIOKYMEHTOB
9. | Nenopasi nepenucka | 2 | 9 | 2 2 4 2/50
10. | OcHOBBI IOATOTOBKH
¥ TIPOBEICHHS
JEeIOBBIX 2|10 2 2 2/100
[IEPErOBOPOB H
COBCHIaHHH
1. | OcHoBHEIE
2 (11 ] 2 2 4 2/50
IIPHHIUIBL paboThI C




JOKYMEHTaMH.
12. | CucremaTuzamus
JIOKYMEHTOB M UX 12 2 2 2/100
XpaHeHHe
13. | Opranmsanus
KaJpoBOTO 2 |13 2 2 4 2/50
JIETIONIPOH3BOICTBA
14. | Obecneuenue
3aIIHTHI
IIePCOHANBHBIX 14 2 2 2/100
JAaHHBIX
COTPYJAHHKOB

15. | JlokymeHTHpOBaHHUE
TPYAOBBIX
OTHOILIEHUH MpU
[puemMe Ha pabory.
16. | JlokyMeHTHpOBaHHE
IOOIIPEHHH,
OTIIYCKOB,
KOMaH/IHpOBaHHSI
I7. | JlokymeHTHpOBaHHUE
TPYAOBBIX
OTHOILEHUH IIPH g |17 |2 2 4 2/ 50
[IepeBoJIE U
YBOJIbHEHHH
18. | OnTumusanus
JOKYMEHTO000pPOTa B 18 2 2 2/100
OpraHu3aluH
Beero 18 | 18 36 54 36/ 67 ayer

Pe#tunr-
KOHTpOJb Ne2

2|15 2 2 4 2/ 50

16 2 2 2/100

Peiirunr-
KOHTpOJIL Ne3

5. OBPA3OBATEJIBHBIE TEXHOJIOI'HHA

B cootBerctBuu ¢ TpebopanusmMu ®I'OC BO mo manpasnenmio moxrotosku 38.03.03
«YIpaBJIeHHE MEPCOHANIOM» KOMIIETEHTHOCTHBIH IMOIXOM JHCIIHILIHHEI «JlemonpousBoacTBO»
peallu3yeTcsa IIyTEM IIPOBCACHHSA JICKIIHOHHBIX H HNPAaKTHYCCKHX 3aHATHH C HpHMEHeHHeM
MYJIbTUMEIUHHBIX TEXHOJIOTHIA.

Jlekunonnbl  Kypc — obecmeyeH — KOMIUIEKTOM  INPE3EHTALHOHHBIX MaTepHaJIOB,
IIPE/ICTABIIAEMBIX CTyICHTAM C IIOMOLIBIO [IPOEKTOPA B 000PYN0BaHHOM ayIMTOPHH.

OcBoenue MUMCIUIUTHEBI «J[eIONPOU3BOACTRBO» IIPEAIIOAraeT HCIOJIB30BAHME CIIEYIOLIHX
AKTHBHBIX H HHTE€PAKTHBHBIX ()OPM IPOBEICHHS IPAKTUHYECKUX 3aHSITHIL:
- MO3rOBOH IUTYPM - ONEPATHBHBII METO[ pEIeHHs NpoGieMbl HA OCHOBE CTUMYJTHPOBAHHSI
TBOPYECKOH ~aKTHBHOCTH CTYNEHTOB, IIPH KOTOPOM YYaCTHHKAM OOCYIKICHHS [pe/IararoT
BBICKA3bIBATE KAK MOXHO OoJIbliee KOMMIEeCTBO BapuaHToB pemtenus (Temsr 1,13,18)
- KpyIJIbIE CTONBI (IMCKyCCHsl, 1€0aThl) - IeIeHANPABICHHBI H YIOPSIOYEHHEH 0OMeH HJIesaMH,
CYAZICHHAMH, MHCHHSMH B IPYIIIe paad (OPMHPOBAHMA MHEHHS K&KIbIM YIACTHHKOM HIHM MOHMCKA
ucTuHEI (Temsr 4,11,12)
- Case-study (aHaMM3 KOHKPETHBIX CHTYyalHii) - TeXHHMKA 00y4yeHHs, HCIONB3YIOMAs OMHUCAHHE
PCUILHBIX  SKOHOMHYCCKHX, COIMAIBHBIX W  OusHec-cuTyaumit. OOywarommecs  JIOJDKHBI
NPOAHATTH3UPOBATH CHTYALHIO, Pa300paThCsl B CYTH IPOGJIEMEI, IPEUIOKHTD BO3MOKHBIC pELIeHHs U
BbIOpATh JTydlllee U3 HUX. (TeMbl 5- 9,14)
- JICJIOBBIE HIPBI - (JOpMa BOCCO3/[aHMS IPEMETHOTO H COLMATBHOTO CoZIepKaHus POhECCHOHAILHO
ACATCIILHOCTH, MOJCIHPOBAHUS CHCTCM OTHOLICHHH M YCIOBHIl NMPO(eCCHOHATLHOM NesTeBHOCTH,
aCIEKTOB YEJIOBEYECKOM aKTUBHOCTH M COLMAIBLHOTO B3aUMOIEHCTBHSL. (Temsr 7,10,15)



- HHGOpPMALHOHHEIE TEXHOJIOTHH - NpPHMEHEHHe CTaHJIapTHHIX naketoB Microsoft Office ¢ mensio
CO3JaHHs, KOPPEKTUPOBKH M BOCIIPOM3BE/ICHHs pa3padaTbiBaeMbIX B IpoLecce 00yUeHHS JOKYMEHTOB
(Temsr 2,3,5-9,15-17)

6. OHEHOYHBIE CPEACTBA JJISI TEKYUIEIO KOHTPOJIS
YCIIEBAEMOCTH, TIPOMEKYTOYHOM ATTECTAIIMU 110 UTOTAM
OCBOEHUSA JTUCHHUIIJIMHBI U YYEBHO-METO/JIUYECKOE
OBECIEYEHUE CAMOCTOSTEJBHOM PABOTBI CTYIEHTOB
KoHTponb OCBOCHHS [UCUMIUIMHBI IIPOM3BOAMTCS B COOTBETCTBHM C IIOJOMKEHHEM O
PEHTHHIOBOM CHCTEMe KOMILIEKCHOM OlleHKH 3HaHuit crynenToB ®TBOY BO Bal'V.
Texymumit KOHTPOJIL TPOXOAUT B HOpPME PEHTHHT-KOHTPOJIEH.
[IpoMexyTouHas arrectals IO HTOTAaM OCBOCHHUS JMCHHMILIMHBEI «J[€I0IPOM3BOACTROY
HanpapjieHa Ha 3aKPCIUICHHE OCHOBHBIX JJIEMEHTOB TEOPETHHYECKOrO M IMPaKTHYECKOTO Kypca M
IPOBOMTCS B HPOPME KOHTPOJISA ITAIIOB BEIMOJIHEHHS KOHTPOJIBLHOM paboThl 1 3a4éTa.

IIpumepHbIe TecTOBLIE 3a1aHHA K Pl THHI-KOHTPOII0 Ne 1
1. Otpacib gesrensHOCTH, obecneunBaomas J0KyMEHTHPOBAHKE M OPTaHH3aIMIO PabOTHI ¢
OdHIHATBHEIMH JJOKYMEHTAMH — 3TO
A) NIOKyMEeHTallHOHHOE OOeceYeHHE YIIpaBICH s
b) noxymenroobopor
B) oTpacnb 1okyMeHTHpOBaHMS
2. Bompockl IOKyMEHTaIIHOHHOTO 00eCIIeYeH s YIIPABIEH S PEryIHPYIOTCS:
A) TOJIBKO rOCyapCTBEHHBIMH H OTPAC/IEBBIMH CTaHIapTaMH
B) sakonamu P®; rocynapcTBeHHBIMH H OTPAC/IEBBIMU CTaHIaPTaMHU; 00IIEePOCCHITCKUMH
KJIacCH(HKATOPaMH; rOCY1apCTBEHHEIMH H OTPACIIEBBIMH HHCTPYKLHAMH 110 JIETONPOH3BOJICTBY;
HHCTPYKIHSMH II0 JEJIONPOH3BOJICTBY KOHKPETHOIO NPENPHATHS
B) 3axonamu npasutenscTBa H cyOBhexToB P®; rocy1apcTBEeHHBIMH M OTPACIIEBBIMHU CTaHJapTamu;
roCy/IapCTBEHHBIMH H OTPAC/ICBBIMH HHCTPYKIIHAMH TI0 JI€TONPOU3BOJICTBY
3. 3adukcrpoBaHHas Ha MaTePHATEHOM HOCHTENE HH(QOPMAIHS ¢ PeKBH3UTAMH, MO3BOJISIOMHMH
€€ HACHTHQHLHUPOBATH — HTO
A) bnank
b) dopmynsp-obpasen
B) nokyment

IIpamepHBIe TECTOBBIE 3a1aHHS K PEHTHHI-KOHTPO.TI0 No 2
1. JIoKyMeHTBI, B KOTOPEIX (PHKCHPYIOT pellleHus aIMHHHCTPATHBHBIX U OpraHU3aluOHHBIX
BOIIPOCOB, & TaK)Ke BONPOCOB YNPABJICHHs, B3aUMOJEHCTBHSI, 00eCIIeUEeHH s H PETYIHPOBAHHS
ACATENIbHOCTH OPraHOB BJIACTH, NPEANPHATHH, OpraHU3al|ii ¥ JOJKHOCTHBIX JIHI] — 9TO
A) PacniopsaiutenbHble JOKYMEHTHI
B) OpraHu3annoHHO-TIpaBOBbIE JOKYMEHTBI
B) Opranu3saunoHHO-paciopsauTeIbHbIE JOKYMEHTbI
2. K opranu3allHOHHO-TIPABOBBIM JIOKYMEHTAM HE OTHOCHTCS:
A) ycraB
b) akT
B) npasuna
3. IlpaBoBoii aKT, onpeneNsOuIunii paBa, (yHKIHH, CTPYKTYpPY Opranusauuu B chepe
rOCYIapCTBEHHOH, KOMMEPYECKO# HIIH 0OINECTBEHHOH IS TeIbHOCTH -
A) ycraB
B) nonoxenne
IIpamepubIe Bonpoce! K pelTHHr-KOHTPOII0 Ne3
1. OcHOBHEBIE BHJIBI IOKYMEHTOB IO THYHOMY COCTABY IpEANPHUSITHS.

2. Cocrapnenne 1 0(popMIIEHHE IPHKA30B II0 JIMYHOMY COCTaBY.



3. TlpaBuia BeneHus 1 0QOPMIICHHS TPYIOBBIX KHIKEK.
4. Cocras 1 nops ok GOPMUPOBAHUS JIHYHOTO Jejla PabOTHHKA.

IIpuMepHbIii epeYeHb BONPOCOB K 3a4€Ty
1. OcHOBHbIE NOHATHS JUCIHILTHHBL (IETONPOH3BOICTBO, (IOKYMEHTHPOBAHHEY,
«OpraHu3aius paboTHI C IOKYMEHTAMI», «IOKYMEHT», «bopMyIsp-o6pasery, «GIaHky.
Knaccudukarus 1okyMeHTOB
HopmartuBHO-MeTOIMY€eCKas 0CHOBA JIEIONPOH3BOICTBA
3anaun cmyKObI J1€JI0IPOU3BOICTRA
Obsi3aTebHBIE PEKBU3UTEI, 00ECIeUHBAIOIINE IOPHIHYECKOE 3HAUYCHHE JOKYMEHTOB
Opranu3sanuonHble 10KyMeHTEL. [ToHATHE, BHIDL
Pacnopsanurensubie nokymenThl. [ToHATHE, BU/IBL.
NHpopManoHHO-cIIpaBoYnEIe JOKyMEHTHL. [T0HATHE, BUIEL.
Oco0eHHOCTH A3bIKa CITYKeOHBIX JJOKYMEHTOB.
10. IlpaBuna opopmireHHs OpraHU3alMOHHBIX J0KyMeHTOB. (Ycrassl [TonokeHus. Huctpykinn)
11. IlpaBuna opopmieHHs pacIIOPsAHTEBHBIX T10KyMeHTOB. ([IpHKasbL. Pacnopsokenust. Pemenus)
12. Ilpasuna opopmiienns HHGOPMALHUOHHO-CIIPABOYHEIX JOKYMeHTOB. [ToHsTHE, BH/IbI, paBUjIa
odopmnenus. (ITpotokost. [Tucema. AkTel. CrysKeGHbIE 3aIIHUCKH)
13. OcHoBHBIE IPHHIHITBI pAGOTHI C JJOKYMEHTAMH.
14. IlpaBuna GopMHUPOBaHKS M XPAHEHHS JIEIT.
15. OcHoBHbIE BU/IBI IOKYMEHTOB 10 JIMYHOMY COCTABY TIPEJIIPHSTHS.
16. Cocrasienue 1 opopmIleHHe IPHKa3a 10 THYHOMY COCTABY.
17. Benenune u oopMmiieHHE TPYIOBBIX KHHIKEK.
18. CocraB H nopsinox GopMHPOBAHHS JTHYHOTO €A paboTHHKA.
19. OcHOBHbIE BH/IBI TMYHBIX JOKYMEHTOR 10 IEepCoHANy.
20. Cocrasienue 3asBieHHil, pe3iome, aBToGHOrpad .
21. TlpaBuia cHcTeMaTH3ALMH JOKYMEHTOB
22. CocraBieHHEe HOMEHKIATYPHI e
23. TlpMHIMIIBI aDXHBHOTO XpaHEHHE JOKYMEHTOB
24. TlpaBuia BeseHHS IEPErOBOPOB
25. IlpaBuia HOArOTOBKH K COBEIIAHHAM

00N LR W

CamocrosiTenbaas pabora

CamocTrositensnas pabora CTYyAEHTOB ABJIAETCS BayKHEHIIHM KOMIIOHEHTOM
o0pa3oBarenbHOrO Tpouecca, (GOPMHPYIOMMM JTHYHOCTE CTyAEHTa, €ro MHPOBO33pPEHHE H
KYIbTYpY, pa3sBHBas €ro CHOCOOHOCTH K CaMOOOYYEHHIO W TOBBILCHHIO NpOoQeCCHOHAILHOTO
ypoBHs. Llenbio camocrostensHolf  paGoTHl  siBiseTCS ¢opmupoBanre cnocobuocTel K
CaMOCTOATC/IPHOMY TI03HaHHIO H O00y4eHHIo, 000OIIEHHIO, OQOPMIIEHHIO u IIPE/ICTABICHUIO
TIOTy4CHHBIX PE3y/IbTATOB HCCIICAOBAHHUSA H HX KPHTHIECKOMY aHATH3Y.

CamocTrositenbHass paGoTa CTyJEHTA 3aKiouaeTcs B H3YYCHHH OTIENBHBIX T€M Kypca,
IICPHO/IMYCCKAX  M3JaHMH M HOPMATHBHO-TIPABOBOH JIMTEpaTyphl M IMOATOTOBKE 5cce  C
IIPEACTABJIEHUEM IIPE3CHTALIMH PE3YJILTATOB HCCIIEJOBAHMS HA 3aHATHH.

IIpumepnas TemaTHKa 3cce IS CAMOCTOATEILHOI padoTbI
1) TI'enesnc KaapoBOro AeNOMPOH3BOACTBA.
2) Wcropus KaapoBOro JelonpoH3BOACTEA B yupexaeHusx Poccuu.
3) TocymapcTBeHHOE KampoBoe ACTOTPOH3BOACTBO B COBETCKYIO 3OXY.
4) OCHOBBI COBPEMEHHOTO KaJ[POBOTO JeJIOIIPOHU3BOICTBA.
5) 3akoHOmATeNLHOE PEryIHpPOBAHHE KaJIpOBOTO JIEJIONPOU3BOICTBA.
6) TpynoBoii Kojekc: perylaMeHTarus TPYAOBBIX TIPaB H 00A3aHHOCTEH PaGOTHHKOB.
7) Opranusanus paboThl HHCIIEKTOPA 110 KaJpam.
8) 3akoHOIaTeNbHBIE OCHOBHI HCIIOIB30BAHMS HH(pOPMAIIHH O [IEPCOHATBHBIX JAHHbIX
pabOTHHKOB.



9) T'ocynapcTBeHHBIE CTaHAAPTHI B 00IaCTH AEI0IMPOU3BOACTBA, IPHMEHIEMBIC IPH
oopMIIeHHH KaIPOBO#t IOKYMEHTAIHH.

10) YcnoBus tpynaa B oduce

11) Opranuzanus pabodero Mmecta pabOTHHKOB O(HCA.

12) Opranusanus pado4ero MecTa pyKOBOIHTEIIS.

13) Opranuzauus paGodero Mecta cekperaps (oduc-MeHeKepa).

14) Opranu3zanus npuema noceTuTeneH, MpUeMOB U IIpe3eHTaIHH

15) PaboTa ¢ BU3HTHBIMH KapTOYKaMH.

16) Opranu3zanus 1en0BBIX BCTPEY H COBEINAHMUI,

17) BuneokoHdepeHus Kak pa3HOBHIHOCTE BHIEOCBS3H

18) TpeboBanus k pacopsaaxy A paboTHHKOB oduca.

19) TpeGoBanus K pactopsaKy JHs PyKOBOIHUTES.

20) IpaBuna nonp30BaHHUs U STHKET CIYKeOHOI 37€KTPOHHOM MOYTHL.

21) IIpaBuna nonp3oBanus cryxeOHbM MaTepHETOM

22)3aTpaThl BpeMEeHH Ha JIOKyMEHTAIlHOHHBIE PabOTEL

23) TexHuyeckue Cpe/ICTBA IIOArOTOBKH, TPAHCIIOPTHPOBAHHS, PETMCTPAIIHH, KOHTPOJIS 38
HCIIOJTHEHHEM JIOKYMEHTOB.

24) Texnuueckue cpeacTBa GOPMHUPOBAHUS U HCIIO/IB30BAHHS JET.

25) Ocobennoctu ciyskeGHBIX JOKYMEHTOB B paboTe ¢ HHOCTPAHHBIMH ITapTHEPAMH

7. YYEBHO-METOJHYECKOE U HHOOPMAIIMOHHOE OBECIIEYEHHE
TACHUILIMHBI

OcHoBHasi iMTEepaTypa

1. OcmoBer genonpoussoacTsa : yued. mocodue / A.M. Acanues, .M. Muponosa, E.A.
Kocapesa, I'.T". BykoBu4. — 2-e u3j., uenp. u gom. — M. : UTHOPA-M, 2017. — 146 ¢. —
(Bercmiee o6pasosanme: bakanaspuar). — www.dx.doi.org/10.12737/24426.

2. Kype nenonpoussosicTsa: JOKyMEHTALHOHHOE OOecIeueH e yIpaBneHus: Yue6. noc. /
M.B.Kupcanosa, F0.M.AkceHOB - 6 u311., ucnp. u gom. - M.: HUL] UTHOPA-M, 2014-256¢.:
60x90 1/16 + ( on. mar. znanium.com). - (BO: Bakanaspuar). (1) ISBN 978-5-16-006789-
6, 1000 k3.

3. Jlenonpou3BoACTBO: TOKYMEHTAHOHHOE 00eCIeYeHHe YIIpaBiIeHus: YueGHoe nocooue /
Ianacenko 0.A., - 3-e u3n. - M.:PUOP, UHOPA-M, 2016. - 112 ¢. - (BO: bakanaepuar)

HdononnureabHas IuTEpaTypa

1. JlokymeHTanMoHHOE obecreYeHne yIpaslIeH s (nenonpou3BoaCTBO): yueh. nocodue / T.A.
Brikosa, T.B. Ky3nenosa, JI.B. Cankuna. — 2-¢ u3j., nepepad. u gon. — M. : UHOPA-M,
2017.— 304 c. + Jlon. MaTepHas! [D1eKTpOHHBIH pecype; Pesxum JIOCTyTa
http://www.znanium.com]. — (Bsicuree o6pazopanue: bakanaepuar)

2. KonbunennuanpHoe AeI0NpOM3BOACTBO : yued. mocobue / T.A. I'yryesa. — 2-e u3j.,
nepepad. u gon. — M. : UIHOPA-M, 2017. — 199 ¢. — (Beiciee obpazoBaHue:
bakanaspuar). — www.dx.doi.org/10.12737/23514.

3. [lenosas nepenucka: Y4e6HO-IIpaKTHYECKOE TOCOGHE / Kupcanosa M.B., Anomuna H.H.,
Axcenos I0.M., - 3-e uzza. - M.:HUL] UH®PA-M, Cub. coriL, 2016. - 136 c¢.: 60x90 1/16. -
(Beiciiee o6pasosanue: bakanaspuar) (O6moxka. KBC) ISBN 978-5-16-009918-7

4. CoBpeMeHHOE IeNONpPOU3BOACTBO: YueGHoe mocobue / M.B. Kupcanosa; Poccuiickas
Axkaniemus roc. ciyx6n1 npu [Ipesunente PO (PATC). - 4-e u3z. - M.: HUI] UHOPA-
M,2014 - 312c¢.: 60x90 1/16. - (Boiciee o6pa3zopanue: bakanasp.). (i) ISBN 978-5-16-
004491-0

5. Kanposoe senonpounssoncteo: Haunnaewm ¢ HyJId. Ayaut cBoumu cuiiamu / U.B.
JKypasnesa, M.B. XKypasiesa. - 2-¢ u3z. - M.: HUIL] WHOPA-M, 2014. - 184 c.: 60x88
1/16 + ( lon. mar. znanium.com).-(ITpocro, KpaTko, ObIcTpo). (0) ISBN 978-5-16-008986-7



[lepuoauvecKkue H3AaHHUA
Kypnan «Poccuiickuii 5koHOMIYECKHH KypHAI (Bal'Y)

Kypuan «IIpo6reMbl TeOpHH B IPAKTHKHM yripasaeHus» (Bal'V)
XKypuai «JxoHoMuKa U ynpagjienuey (Bal'Y)

Kypuan « Tpynosoe mpaso»

Kypnuan «Kaaposas cinyx0a U ynpapjeHHEe IIEPCOHATIOM TPEANPHATHS»

i = e b

CunpaBo4HoO-npaBoBasi cHCTEMA
1. Koncynsranr [lnroc

IIporpammuoe obecnedenne n MuTepuer-pecypcenl
[IporpamMmHoOe obecreyeHne JUCIUIUTHHEL BKIIOYaeT B cebs nakeT nporpamm MS Office
(Word, Excel, PowerPoint), Adobe Reader.
L http://delo-press.ru/journals.php - Caiit sxxypHana «Jlenonpou3BoACTBO H JOKYMEHTOOO0POT
Ha TIPeAIPUSTHI
2 http://e.deloprost.ru/ - Caitt xypHana «CoBpeMEHHBEIE TEXHOJIOTHH JEJIONPOU3BOJICTBA M

JOKYMEHTOO0OpOTaY
3 http://www.termika.ru/ - Caiit xoHcanTHHroBoii rpynnsl « TEPMHWKA»

2. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JIJMCITUITIJIMHBI

1. JIeKuMOHHBIE 3aHATHSA:

® KOMIUIEKT 3JIeKTPOHHBIX IIPE3eHTALUM;

®  ayJUTOpHS, OCHAIEHHAs MYJIBTHMEIUIHBIM 000pY10BaHHEM (CTALlMOHAPHBIH MPOEKTOp Acer
PD 527WDLI, sxpan HacTeHHEIH ¢ anekrponpusogoM LMC-1001116) u HacTeHHOH T0CKO#H

e HOyTOyK ¢ nakeramu 1O obuero nHaznagenus: Microsoft Word, Microsoft Excel, Microsoft

PowerPoint.

. IIpakTHyeckue 3aHIATHS:

e KOMIUIEKT TEKCTOBOTO Pa3laTOYHOTO MarepHasa

® ayIUTOpHs, OCHALIEHHAs MYJILTHMEIUHHBIM 00opyaoBanueM (mpoekrop BenQ MX 660, sxpan
Projecta macTeHHBIH pyJIOHHEI) U HacTeHHOI mockoi, 10 cranmmii Kraftway Credo KC51 ¢
naketamu [10 o6imero Hazuayenus: Microsoft Word, Microsoft Excel, Microsoft PowerPoint

e noyrOyk ¢ makeramu 10 oOmero Haznavenus: Microsoft Word, Microsoft Excel, Microsoft
PowerPoint.

[S9]



IIporpamma coctaBnena B cooTBeTcTBHH c tpedosanusMu ®I'OC BO 1o HaIlpaBJIeHHIO
38.03.03 «VYmpaeneuue IIEPCOHATIOM» npocp/(ﬁq TIO/ITOTOBKM ~ «YIIpaBJIeHHE  MEepCoHAIOM

OpraHu3aIlHuy.
Pabouyio nporpammy cocrasun % JoneHT kad.OY WU M.B.Paxosa

Perensent “‘///

IIporpamma pacemotpena u 0/100peHa fHa 3acesanuu Kadeapsl « DIKOHOMHKA | yIpaBlieHHe
HHBECTHITHAMH U HHHOBALIMSIMHY
npotokon Ne or_ KO3 /F ron.

3aBeyronmii Kadeapoit ma.3.H. npodeccop dgéwz/ O.A Jounuesn

Pabouass nporpamma PaccMOTpeHa M 0100peHa Ha 3aceflaHHH  YYeBHO-MEeTONHUECKOi
KOMHCCHH HarnpaBJieHHs 38.03.03 «Yupasienue nepcoHasomy

npotokon Ne 7/ or H.O%/¥ rona.
Ipencenarens xoMmuccuu J.3.H. mpodeccop 0.A.Jlonuuen




