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1.  IEJb ¥ 3AJJAYM JUCHUATIINHBI

Heanb nucuumimHbl: GOpMHUPOBAHNE KOMIETEHITUHN 17151 9P PEKTUBHOTO HC-
M0JIb30BaHUs B MPO(HECCHOHATFHON AESITEILHOCTH 10 OPraHU3aI[il CUCTEMBI Ka-
POBOTO JIEONPOU3BOJICTBA U TOKYMEHTUPOBAHUIO TPYJIOBBIX OTHOLIEHUU B COOT-
BETCTBHHU C JIEHCTBYIOIMM 3aKOHOIaTEILCTBOM.

3ajavyu IMCUMUIIMHBI:

o O3HAKOMJICHUE C aKTyaJbHBIMH TPEOOBAHMSIMHU 3aKOHOJATENbHBIX U
HOPMATHUBHO-TIPABOBBIX aKTOB, PEIVIAMEHTHPYIOIIUMHU paboOTy C KaJapOBOH IOKY-
MEHTaIlMeH o JINYHOMY COCTaBy OpraHHU3alluu;

o M3Yy4YEHUE MPABUJI COCTABJICHUS JOKYMEHTOB, OTPAXKAIOUIUX TPYIOBBIE
OTHOUIEHUS pa0OTHUKA U pabOTOATEINS, U JOKYMEHTOB 110 IMYHOMY COCTaBY Opra-
HU3AIUY;

L HN3yUYCHHUC HOPM H 0COOCHHOCTEH HCIOIL30BaHUS I/IH(i)OpMaHI/IOHHI)IX
TEXHOJIOT UM HJI1 KaApOBOI'O ACIIOIIPOU3BOACTBA U yqéTa KaapoB,

L N3YUCHHUC IIPABHII U IMOPAAKA KaAPOBOI'O aIMUHUCTPHUPOBAHUA B Opra-
HU3alluu,

L4 Pa3BUTHUC HABBIKOB ONTHUMHN3alIUN CUCTCMBI KaAPOBOT'O ACIOIIPONU3BO/I-

CTBA U KaJPOBOTI'0 y4€Ta, a TAKKE CUCTEMbI BHyTPEHHUX KOMMYHHUKAIIUA B OPTaHHU-
3a1uuy,;

o (opMupOBaHUE 3HAHUN O TIOPSAAKE Pa3pabOTKH KOPIIOPATUBHBIX CTaH-
JapTOB B 00J1aCTH KaIpOBOT0 aIMUHUCTPUPOBAHUSI.

2. MECTO JUCIHUILIMHBI B CTPYKTYPE OBPA3OBATEJIBHON
IHPOI'PAMMBI

Hucrumunaa b1.B.J1B.02.01 «KaapoBoe amMuHUCTpUPOBAHKUE B OpraHU3a-
IIUW» OTHOCHUTCS K BBIOOPHBIM JUCIUIUIMHAM bioka 1, u sBiseTcst 00s3aTebHON
JIJIs OCBOEHHS 00Y4JaroIUMCsl OCIIe UX BBIOOpA.

3. TUIAHAPYEMBIE PE3YJIbTATHI OBYUEHMS MO
TV CHUTIINHE

[Inanupyemble pe3yIbTaThl 00YUEHHS MO JUCHIUIUIMHE, COOTHECEHHBIE C TTa-
HUPYEMBIMH pPe3yjbTaTaMH OCBOCHHS O0pa30BaTEIIbHOM MPOTrPaMMbI, MPEJCTaB-
JieHbl B Tadnuie 3.1.

Ta6nuna 3.1 — [tanupyemsie pe3ynbTaThl 00YUEHHS 110 AUCIUILIINHE, COOTHECEH-
HBIE C TUIAHUPYEMBIMH pe3yJibTaTaMU OCBOCHHS 00pa30BaTEIbHON TPOTrpaMMBbl

Koa n nanmmenoBa- YpoBensb [nanupyemsbie pe3yJbTaThl 00yUeHUsI/ HHANKA-
HHE KOMIIeTeHI[HH OCBOEHMSI TOPBI TOCTHKEHUs] KOMIIeTeHIIN i
BBINMYCKHUKA KOMIETEeHI[HH (moka3aTesid 0CBOEHHUsI KOMIIETEHIINH)

3namsb: nopaodox pazpabomku KOpHOPAMUSHLIX CHIAH-
oapmos 6 oonacmu ynpaegnenus nepcoranom 3 (I1K-10)
Ymems: paspabamvieams kopnopamusnvie cmanoapmol
6 obracmu ynpaenenus nepconanrom Y (ITK-10)
Bnademy: nagvikamu enedpenusi KOPpROPAMUEHbIX CIAH-
oapmos 6 obracmu ynpasienus nepconaiom B (ITK-10)

1IK-10. ¥Ymenuem paspa-
bamoeieams U 6HeOPAMb
KOpNnopamueHvle CmaH- 1IK-10
dapmel 6  obaacmu
VApasneHus nepcoHanom




TIK-19. Braoenuem
HABLIKAMU ~ OYEHKU CO-
CMOSIHUSL U ONMUMU3A-
Yuu Kaoposozo 0enonpo-

3name.: mexnono2uio OYenKu cOCMOosIHUAL KA0pP08o2o Oe-
JIONPOU3800CMBA U KAOPOBO2O Yyema 8 op2aHusayuu 3
(TIK-19)

Ymems: onmumuzuposams cocmosmue kaopoeo2o oeno-

damens U NepCcoHan op-
eanuzayuu o npaeax u

U3600CmMea u Kaopogo2o [IK-13 npouzsoocmea 6 opzanusayuu Y (ITK-19)

yuema Bnaoemy: nagvikamu oyenKu COCMOsIHUSL U ONMUMUZAYUU
Kaopoeozo 0eionpou3800cmed u Kaopogo2o yyema B
(T1K-19)

1IK-20. Vmenuem onpe- 3namov. 3a0auu U NPUHYUNBL NOCMPOEHUS CUCHEMbL

denams U opmyaupo- snympennux kommynuxayuil 3 (I1K-20)

6amv  3a0a¥u U NPUH- Ymems: onpedenamo u hopmynuposamo 3a0auu u npun-

YUnvl NOCMPOEHUsL ClU- YUnvl NOCMPOEHUsL CUCEMbL GHYMPEHHUX KOMMYHUKA-

cmembl GHYMPEHHUX yuu Y (IIK-20)

KOMMYHUKAYUL, KOH- Bnaoemy: nasvikamu KOHCyTbmMuUposanus pabomooa-

CyILmuposams pabomo- 1IK-20 mesis U NepcoHAna OpP2aHu3ayul o0 npaeax u 00SA3AHHO-

CMSX, BOZHUKAIOWUX 6 Pe3YTibmame 3aKIo4eHust mpyoo-
6020 docosopa B (ITK-20)

00513aHHOCMISX, 603HUKA-
Iowux 8 pesyiomame 3a-
KIOYeHUsL  mpyo0602o
002060pa

4, OBBEM U CTPYKTYPA JUCIHHUIIJIMHBI

TpynoeMKOCTh TUCIMIUIMHEI COCTABIIAET 3 3a4€THBIC enuHuIbl, 108 gacos.

dopma MPOMEKYTOUHOMN aTTecTalluu: ouggepenHyuposarHvlli 3auém (3auém
¢ oyeHKoll) — 2 cemecmp.

Pacnpenenenue poHma BpeMeHH MO TeMaM JIUCHUIUIMHBI IO OYHOU (hopme
oOyueHus MpeICTaBIeHbI B Ta0I. 4.1.

Ta6nuna 4.1 — Pacnipenenenue poHaa BpeMeHHU M0 TeEMaM JAUCITUTIIIUHBI

OO0BbeM IUCIUTIINHEI
(ak. yachl)
Howmep u HamMeHOBaHUE TEMBI KonTakTtHas pa-
Oora CPO
3JIT | 113 | JIP

Tema 1. OpraHu3zaliOHHO-TIPAaBOBOE U JOKYMEHTAIIMOHHOE 3 5 i 10
oOecnieueHre paboThl C IEPCOHATIOM
Tema 2. Opranuzanusi KaJpoBOro J0KyMEHTO0OOpOTa B opra- 3 5 i 10
HU3AIMW U CUCTEMBI BHYTPECHHUX KOMMYHHKAITHHA
Tema 3. Opranuzanus Tpyaa paboTHHUKOB CITy>KObI JOKYMEHTa- 3 5 i 10
IIMOHHOT'O 00ECTICYCHUSI CUCTEMBI YIIPABJICHHSI IEPCOHATIOM
Tewma 4. JIokanpHBIE aKThl OPraHU3alUy 110 YIPABIECHUIO TEep-
COHAJIOM U ONTHUMH3ALINS CUCTEMBI KaJIpPOBOTO JEJIOMPOU3BO/I- 3 5 - 10
CTBA U KaJpOBOI0 y4yéTa
Tema 5. Opranuzanusi CUCTEMBI XpaHEHUS TOKYMEHTOB TPe/I- 3 5 i 10
TIPUSITHS
Tema 6. Pa3paboTka KOpPHOpaTUBHBIX CTAaHAAPTOB B 00IaCTH 3 5 i 10
KaJIPOBOTO a/IMHHUCTPUPOBAHUS

Bcezo 3a cemecmp: | 18 30 - 60
Bcero nmo gucumMmniinHe: 18 30 - 60

*3JIT — 3aHsTHS JIEKIUOHHOTO THIIA, [13 — BCe BHJIBI 3aHATHH CEMUHAPCKOTO THIIA, KPOMe JTab0opaToOpHBIX
pabort, JIP — maboparopusie padoTsl, CPO — camocTosiTebHast padoTa 00y4aromerocs



5.  COJEPKAHUE PA3JIEJIOB Y TEM JUCIUTLINHBI

Tema 1. OprannzauoHHO-NIPABOBOE U JOKYMEHTAIIMOHHOE 00ecneyeHue
padoTHI C MEPCOHATIOM

CraHoBNIeHHE KaJpoBOro aaMUHUCTpupoBaHus B Poccun. Kagposas monu-
THUKa B COBPEMEHHBIX YCIOBUAX. OpraHu3allMOHHO-IIPABOBHIE JOKYMEHThI OpraHu-
3alMd. 3aKOHOAATEIbHOE, HOPMAaTUBHO-METOANYECKOE U OPraHU3alMOHHOE PETy-
JMPOBAHKE ACATEIBHOCTH KaApOBOM ciryk0bl. TpynoBoe mnpaso. [lonsTue o knaccu-
(¢uKauuy JOKYMEHTOB.

Tema 2. Opranuszanusi KapoBoro J0KyMeHT0000poTa B OPraHu3anum u
CUCTEeMbl BHYyTPEHHUX KOMMYHHKALMI

JIOKyMeHTHUpOBaHUE TPYAOBBIX OTHOIICHHH. KaapoBeiii JOKYyMEHTOOOOpOT
opranu3anud. Cuctema KaJpoBOi JOKyMeHTaluuu. [JOKyMEHTBI, periiaMeHTUPYIO-
1€ yIpaBjeHUE NepCcoHaIoM Ha npeanpuatur. OpopmieHue npoueaypsl npuema
Ha paboty. OgopmieHue nmpoueaypsl nepeBojia corpyaauka. OpopmieHue npoiie-
Iypbl YBOJBHEHUS cOTpyAHHMKA. OdopmileHHne TOKyMEHTOB IO CTPAaTErHueCKOMY
pasButuio opranuzauuu. OpopmiieHue akToB. YUETHasI U ClIpaBOYHas KaJipoBast 10-
kyMeHTanusa. CocTaBleHHUE, YTBEPKIACHUE U BHECCHUE U3MEHEHHI B IITATHOE pac-
nucanue. JJokymeHTsl 1o padote ¢ nepconanom. lllrarnoe pacrnucanue. JlomKHOCT-
Hasg MHCTpyKLMs. Pacnipenenenue nocTynuBIImnX JOKYMEHTOB. Perucrpanus n0Ky-
MeHTOB. KOHTpOJIb 32 MCIIONHEHHEM JTOKyMEHTOB. MH(pOopMaIroHHO-ClIpaBOYHas
pabora. OtmpaBka AOKYMEHTOB. ONTHMH3alUsa KaJgpOBOTO JIEIONPOU3BOJCTBA U
KaJpOBOro y4€Ta B Opranusanuu. PermaMenTanus cucreMbl BHYyTPEHHUX KOMMYHH-
Kalliii B OpraHU3alnH.

Tema 3. Opranusanusi Tpyia padOTHUKOB CJIYKObI JOKYMEHTALIMOHHOT O
o0ecrneyeHNs CHCTEMBI YIIPABJIECHHUS MEPCOHAIOM

JIOKyMEHTBI, perJIaMeHTUPYIOIIUE OPTraHU3alUI0 U JIEITEIbHOCTh KaJpOBOil
ciyx0bl npeanpusaTus. [lonoxenue o kaapoBoil ciayxx6e. MHCTpyKIus 10 OpraHu-
3alIMOHHO-I0KYMEHTAllHOHHOMY OO0€CIEeUYeHHUI0 KaJApOBOM pabOThl MPENNPHUSATHUS.
JloJKHOCTHAsT MHCTPYKIMS paObOTHUKA KaApOBOHM ciaykObl. OOIIKe TpeOOBaHUS K
OpraHu3alliy ¥ YCIOBUSM TPyJa paOOTHUKOB CIY>KObI TOKYyMEHTAlMOHHOTO 00ec-
MEYEHUS] CUCTEMBI yIIpaBiIeHUs nepcoHanoM. GopMbl OpraHU3aluu JEI0NPOU3BO-
ctBa. CTpyKTypa U QyHKIMH CIIy>KObI JOKYMEHTAIIMIOHHOT'O 00ECTIEUeHHS CUCTEMBbI
yhIpaBiieHHs nepcoHanoM. [IpaBa 1 OTBETCTBEHHOCTH CITYKObI JOKYMEHTAIUOHHOTO
oOecrieueHusi CUCTEMbI yrpaBiieHus nepconanom. [Ipuém u nepBuyHas o6padoTka
nokymeHToB. Jlmanoe 3asBnenue. TpynoBoit morosop. [1pukas o mpueme Ha padoTy.
Kypnain peructparuu o npueme Ha padory. [lopsmok yuera kaapos. Benenne nud-
HbIX Aen. JInunas kaprouka. AndaBuTHas kapToreka. KypHan perucTpanuu Jud-
HBIX Jei. [Topsimok 00paboTKH MepCOHANBHBIX TAHHBIX PAOOTHUKOB MPEITPUSATH.

Tema 4. JlokajibHbIE AKTHI OPraHU3AIUM 10 YIIPABJIEHHUIO MIEPCOHATIOM H
ONTHMM3AIUS CHCTEMBbI KA/IPOBOTO /1eJ10MPOM3BOICTBA M KaJPOBOI0 y4éTa

OpraHu3almoOHHO-PACIOPAIUTENIbHAS JTOKyMEHTalusd U TpeboBaHUs K €&
odpopmienuto. 'OCT P6.30-2003 1 nzmenenus k Hemy. CXeMbl pacToIOKESHHS PEK-
BU3UTOB, TPEOOBaHMSI K UX 0(DOPMIICHHIO, TPEOOBaHUS K OJJaHKaM JOKYMEHTOB U MX
oopmiienuto. Dnementsl yaupukauuu OPJl: ¢popmaTt Oymaru, ciykeOHbIe MO,

5



PaCIIOJIOKEHHUE, COACPIKAHUE U ITpaBUIa UCIIOIHEHUS PEKBU3UTOB. CPOKHU UCIIOJIHE-
Hus J0KyMeHTOB. [TpaBuna koppektupoku OP/]. ITucemo. JIomKHOCTHAS 3aUCKa.
[Tpukas. IIporokon. OpranuszanuoHHas cTpykTypa npeanpustus. [lonoxxenue o
nepconaie. [Tonoxenue o noapazneneHuu. TpynoBoit pacnopsaaok. Co3nanue J10-
KyMEHTaluu B paboyeM mporLecce.

Tema 5. Opranu3anmsi cucTeMbl XpaHEeHUsI JOKYMEHTOB NPeInpusATHs

OO61mue BONpPOCHl OpraHU3alMKM OMEPAaTUBHOTO XpaHEeHUs JoKyMmeHToB. Co-
CTaBJICHHE HOMEHKJATyphl nei. dopmupoBaHue u BeaeHue aen. OcoOeHHOCTH
oopMIICHUS AEN ¢ Pa3TUIHBIMA CpOKaMH XpaHeHus. [loaroTroBka JOKYMEHTOB K
nepeaye B BEJOMCTBEHHBIN apXuB. DKCIIEPTU3a [IEHHOCTU TOKYMEHTOB. AKT O BbI-
JIEJICHUU TOKYMEHTOB (J1eJ1) K yHuuToXeHuto. [lepeBoi TOKyMEHTOB (J1e1) Ha To-
CTOSIHHOE XpaHeHHe. Tekylee XpaHeHne JOKyMEHTOB B KaapoBoi ciyxoe. Tpymo-
Bble KHWKKU. [ToaroroBka nien st cnauu B apxuB. OOIIME BOMPOCH OpraHu3aluu
MOCTOSIHHOTO XpaHEHHUs JTOKYMEHTOB. TpeboBaHMs K OpraHU3alli MECT XpaHEHUs
JOKyMEeHTOB. TpeboBaHMs K OpraHu3aluu oopaieHus ¢ JokymeHTamu. Oco6eHHo-
CTH OpTaHMU3aIMU MOCTOSHHOTO XpaHEHUsl JOKYMEHTOB corjacHo P33 PO «O6 ap-
XUBHOM Jiesie B POy». Cpokn BpEMEHHOIO XpaHEHUs JOKYMEHTOB, OTHECEHHBIX K
ApxuBHomy (ouay PD, 10 UX MOCTYIJIEHUS B TOCYAapCTBEHHBIC U MYHMIIUITAIb-
HBIE aPXHBBI.

Tema 6. Pa3paboTka KOPNOPATUBHBIX CTAHIAPTOB B 00J1ACTH KaJPOBOI0
aJIMHHHCTPUPOBAHUSA

[TpodeccnonanbHplif cTaHAAPT CHEUUATUCT MO0 YHPABICHUIO MEPCOHAIOM.
KanpoBblil 1okymMeHTo000poT opranuzanuu. Cuctema KaJpoBOH JTOKYMEHTALUU.
JIOKyMEHTBI, pEerjIaMeHTUPYIOIIHUE YIPABICHUE I[EPCOHAIIOM Ha MPEAIPHUATHH.
Cranpaptuzanus npoiecca pazpabOTKU KOPIOPATUBHBIX CTaHIApTOB B 00JacTu
KaJIpOBOT'0 aAMUHUCTPUPOBaHus. TpeOoBaHMs K TOCTPOCHUIO, U3JI0KEHHIO, 0POpM-
JIEHHIO, COJIEP’KaHUI0 M 0003HAYEHHIO cTaHAapTOB. CTaHapThl B 00J1aCTH yIIpaBJie-
HUS NIEPCOHAJIOM NPO(ECCUOHATIBHBIE U TOBEIECHUYECKUE, B TOM YHUCIE B pa3pese
GyHKUMNA yOpaBieHHs MEPCOHANOM: MOAOOp, aganTainus, NepeMeIleHUs, Pe3epB,
oOyudeHue, BbISIBIIEHUE MOTUBALUH, CTUMYJIMPOBAHNUE, OPraHU3alMOHHAs KyJIbTYpa,
JEJONPONU3BOACTBO, PEKPYTHHT .

6. SAHATUA CEMUHAPCKOI'O TUITIA

Tabmuua 6.1 — [Ipakruueckue 3anarust / Cemunapckue 3anarus / JlaboparopHsbie
pabOTHI

Ne Bup 3ausatus / OueHoyHoe
Tema 3angarus
TEMBI CPEACTBO
1 2 3

1. |Opranu3aioOHHO-TIPABOBBIE TOKYMEHTHI OpraHuzanuu. 3a-|I13: komioksuym, Keic-Tex-
KOHOJIATEJIbHOE, HOPMATUBHO-METOANYECKOE U OpraHU3aLK- |HOJIOTHI

OHHOE PETyJIUPOBaHUE AEATEIbHOCTH KAJPOBOH CIYXObI
2. |[dokyMeHTHpOBaHWE TPYIOBBIX OoTHOIICHHUNA. Kaaposlid mo-|I13: kommoksuym, kekc-Tex-
KyMeHTO000poT opranmzanuu. CuctemMa KaJpoOBOW TOKY-|HOJOTUH

MEHTalHH. JIOKYMEHTBI, PErJaMEHTUPYIOIINE YIPABICHHE
IIEPCOHAJIOM Ha IPEINPUATHH.




3. |doKyMeHTHI, periaMeHTHPYIOIINE OPraHU3aluIo U JesTeib-|[[3: KoIIoKBIyM, Kelic-Tex-
HOCTh KaJIpOBO# CiTy>KObI mpeanpustus. [lomoxxenue o kaj- |HOTOTHH

poBoii ciyx0e. MHCTpyKIus IO OpraHu3aliiOHHO-JOKyMEH-
TAallMOHHOMY O0OECIEYeHHIO KaJpOBOW pabOThHI IMpearnpus-
Tus. JIOJKHOCTHAsT MHCTPYKIMS paOOTHUKA KaJIpOBOM
ciyx0b1. O0mue TpeOboBaHUs K OpraHU3alluu U YCIOBUSIM
TpyAa pabOTHUKOB CITYKObI JOKYMEHTAI[HOHHOTO obecrneye-
HUS CUCTEMBI YIIPABJICHUS IEPCOHAJIOM.

4, |OpraHu3aIoHHO-PACTIOPSANTENbHAS JOKyMEeHTAUs U Tpe- [[13: KOMIoKBuyM, Kekc-Tex-
o6oBanus k e€¢ opopmienuro. [OCT P6.30-2003 u u3meHe- |HOTOTHH, ETOBAS UTPa

HUS K HEMY. DJIeMEHThI YHU(DUKAIIUY OPTaHU3aIIHOHHO-Pac-
MOPSIAUTENIbHON JOKYMEHTALIMU

5. |Tekyuiee XxpaHeHUE TOKyMEHTOB B KaJpoBoii ciyxk0e. Tpy-|II3: komokBuym™m, Keiic-Tex-
JoBbIe KHIDKKH. [ToaroToBka nen ayis caauu B apxus. O01ue [HOJIOTHH

BOIIPOCHI OPTaHMU3alMU MOCTOSSHHOT'O XPaHEHUs JIOKYMEH-
TOB. TpeboBaHMs K OpraHU3alUd MECT XPaHEHHsI JOKYMEH-
ToB. TpeboBaHus K OpraHu3anui OOpameHus ¢ JTOKYMEH-
taMu. OcoOEHHOCTH OPraHU3AIMK MOCTOSHHOTO XPaHEHUS
nokyMeHTOB coriacHo @3 PD «O6 apxuBHoM jeie B PDy.
OO611re BOIpoCkl OpraHU3aIui ONIEPATUBHOTO XPaHEHUS J10-
KYMEHTOB

6. |Cranmaptuzauusi mpouecca pa3paboTku KopropaTuBHBIX |[13: KoiokBuyM, Kewc-Tex-
CTaHJApTOB B 00JACTH KaJpOBOTO aIMHHUCTPUPOBAHHSL. |HOJIOTHH, NIENI0BAs UTPA
TpebGoBaHMs K MOCTPOEHUIO, U3II0KEHHUI0, 0OPMIIEHUIO, CO-
JIEp>KaHUI0 U 0003HAUYEHHUIO CTaHIapTOB.

* 113 — mpakTuueckue 3ausatus, C3 — cemunapckue 3anstust, JIP — maboparopHbie paboThl

7. METOJINYECKHUE YKA3ZAHUA JJISA OBYYAIOIINXCA

7.1.MeToanyeckune yKa3aHus 1l 00y4aronerocsi o 0CBOEHHUIO IMCIHHIIIHHbI

Jiist bopMupOBaHMs YETKOTO MPEACTaBICHUS 00 00beMe U XapaKTepe 3HAHUM
¥ YMEHUH, KOTOPBIMH HaJl0 OyJEeT OBJIaIeTh MO AUCLUILIMHE B CAMOM Havalie yueo-
HOTO Kypca 00y4aromuiics JOIKEH 03HAKOMUTBCS ¢ Y4eOHO-METOUYECKOM JTOKY-
MEHTAIUEN:

— paboueil mporpaMMoil JUCHUIUIMHBL C LEISIMU U 3aJa4aMH JUCIH-
IUTMHBI, €€ CBSA3SMU C APYTUMHU AUCIUIUIMHAMHU 00pa30BaTEeNbHON IPOrpaMMBbl, I1e-
pEYHEM 3HAaHUW U YMEHHI, KOTOPBIMH B IIPOLIECCE OCBOEHUS JUCLUIIIMHBI TOJKEH
BJIQJIETh 00yYarOITuiCs,

- HNOPSAJIKOM MPOBEACHUS TEKYIIETO KOHTPOJIS YCIEBAEMOCTH M IIPOME-
’)KYTOUYHOM aTTECTAIlUU;

- rpauKoOM KOHCYJIbTALMIA NpenoaaBaTenen kadeapsl.

CucrematruecKkoe BINOJHEHUE YUeOHON padOThl Ha 3aHATUAX JIEKIIMOHHBIX
Y CEMHHApPCKUX THUIIOB, a TAK)KE BBIMOJHEHUE CAMOCTOSITENIbHONU pabOThI MO3BOJIUT
YCHENIHO OCBOUTH AUCLMILINHY.

B mpouiecce ocBoeHUs! AUCHUTIIMHBI 00YUYaIOLTUMCS CIIEAYET:

- CJIyLIaTh, KOHCIIEKTUPOBATh U3JIaracéMblid ITPENO1aBaTesIeM MaTepuall;

— CTaBUTb, OOCYKJATh aKTyaJlbHbIE MPOOJEMBI Kypca, ObITh aKTUBHBIM
Ha 3aHATHSIX;

- 3a/laBaTh MPENOJABATEN0 YTOUHSIONIME BOMPOCH C LIENbIO YSICHEHUS




TEOPETUUYECKUX MOJIOKEHUH;

— BBIIIOJIHATH 3a/IaHMSI MPAKTHYECKUX 3aHSATHI MOJHOCTHIO U YCTAHOB-
JIEHHBIE CPOKH.

[Ipu 3aTpyAHEHUSIX B BOCIPHUATHH MaTepHala caeayeT oOpaTUThCs K OCHOB-
HBIM JINTEPATypHBIM UCTOYHUKaM. Eciii pazobpaThcsi B MaTepuaie He yIaloch, TO
oOpaTtuTcs K JieKkTopy (1o rpaduKy ero KOHCYJNbTAIMi) UK K IPernojaBaTeo Ha
3aHSATHSIX CEMUHAPCKOIO THUIIA.

OO0yuaromumcest, MPOMYCTUBIIUM 3aHATUS (HE3aBUCUMO OT MPUYHH), HE UMeE-
IOIMM MUCBMEHHOTO PElICHUs 3a/1a4 WM HEe TOJATOTOBUBIIMMCS K JaHHOMY 3aHs-
THIO0, PEKOMEHIYETCSl HE M03KEe, YEM B 2-HEJICNIbHBIN CPOK SIBUTHCS Ha KOHCYJbTa-
MO K MPENoAaBaTeN0 U OTYUTATHCS MO TEME.

7.2. Oprasauzanms caMoCTOSITeIbHOI padoThI

[Tox camocTosiTenbHON pabOTONM 00yYarOMMXCsl MOHUMAETCS IJIaHUpyeMas
pabora oOydarouuxcs, HampaBjieHHas Ha (OPMUPOBAHUE YKa3aHHBIX KOMIIETEH-
L[MH, BBINIOJIHAEMAasl BO BHEAYAUTOPHOE BpPEMS IO 3aJIlaHUI0 U MPU METOJUYECKOM
PYKOBOJICTBE MpEINOAABATENs, 0€3 €ro HEMOCPEACTBEHHOIO YYaCTH .

Metoauueckoe o0ecreueHre caMOCTOSITEIbHON paboThl MPU HATMYUU 00Y-
YAIOIIMUXCS JIML C OFPaHUYEHHBIMU BO3MOKHOCTAMHU IpEJCTaBiIsIeTCcsl B (popmax,
aJanTUPOBAHHBIX K OTPAHUYEHUSAM UX 310POBbSI.

Bunel camoctosiTennbHON paboOThl IO AUCHUILIMHE MIPEICTaBICHBI B Ta0IMLE

7.2.1.
Tabnuma 7.2.1 — Opranu3aiys caMoCTOsITEIbHOM paboThl 00yYaromerocs
Ne Tembl Bun camocrosiTenbHOI paboThI
1. ITonroToBka K ayAUTOPHBIM 3aHATUAM (3aHATHAM JIEKLIUOHHOTO U CEMUHApPCKOTO
tuna). Hanucanue TeMatnyeckux JOKIAI0B M MOATOTOBKA MPE3eHTalU
2. ITonroToBKa K ayAUTOPHBIM 3aHATUAM (3aHATHIM JIEKLIMOHHOTO U CEMHHAPCKOTO

tumna). Pa36op u aHanu3 npoOIeMHBIX U CUTYallMOHHBIX 33/1a4, kelicoB. Hanucanue
TEMaTUYECKHX JIOKJIAaI0B U TIOArOTOBKA ITPE3eHTalMi. BrinonHenne 3aganuii, BXo-
JSIIIMX B KOHTPOJIbHBIE MEPOTIPUSITUS OAJUIBHO-PEUTUHIOBOM CHCTEMBI

3. ITonroToBka K ayAUTOPHBIM 3aHATUAM (3aHATHIM JIEKLIMOHHOTO U CEMHHAPCKOI0
tumna). Pa3dop u aHanu3 npoOaeMHBIX U CUTyallMOHHBIX 3a7a4, KEHCOB
BrinonHenue 3a1aHuii, BXOIAIIMX B KOHTPOJbHBIE MEPONPHUATHUS OalIbHO-pEi-
THHIOBOM CUCTEMBI

4. ITonroToBka K ayAUTOPHBIM 3aHATHUAM (3aHATHAM JIEKLIMOHHOTO U CEMHHAPCKOT0
tumna). Pazdoop 1 aHanu3 npoOaeMHBIX U CUTYallMOHHBIX 3a/a4, KEHCOB
BrinonHenue 3agaHuii, BXOJIAIIMX B KOHTPOJbHBIE MEPONpUATUS OalsibHO-pei-
THHTOBOM CUCTEMBI

S. [ToaroroBka kK ayTUTOPHBIM 3aHATHUSAM (3aHSTHUSIM JIEKIIMOHHOTO U CEMHHAPCKOTO
tuna). Pa3dop u ananu3 npoOieMHBIX U CUTYallMOHHBIX 337124, KEHCOB
BrimonHenue 3amanuii, BXOIANIUX B KOHTPOJIBHBIE MEPOTPUSITHS OATITEHO-PE-
TUHTOBOM CHCTEMBI

6. [ToaroroBka kK ayTUTOPHBIM 3aHATHUSAM (3aHSTHUSIM JIEKIIMOHHOTO U CEMHHAPCKOTO
tuna). Pazdop u ananus npoOieMHBIX U CUTYallMOHHBIX 337124, KEHCOB
BrimonHenue 3amanuii, BXOIANUX B KOHTPOJBHBIE MEPONPHUATHS OAJITEHO-PEi-
TUHIOBOM CHCTEMBI

Kaxnpiit Bug CPO, ykazaHHblil B Tabsmie 7.2.1 obecriedeH MeTOIMYeCKUMU
MaTepuagaMH.




8. OBPA3OBATEJIBHBIE TEXHOJIOI'MH

B npenogaBanun aucuuiuinHbl « KaapoBoe aMUHUCTPUPOBAHHUE B OPraHH3a-
UM KUCIIOJIb3YIOTCA pa3HOO0pa3Hbie 00pa30BaTENbHBIC TEXHOIOTUN KaK TPAAHIIN-
OHHBIE, TaK U C IPUMEHEHUEM aKTUBHBIX U HHTEPAKTUBHBIX METOJ0B O0YUYEHUSI.

AKTHBHBIE 1 UHTEPAKTUBHBIE METObI O0YUEHUS:

- kKosnoxkeuym (TeMbl 1-6)

- ketic-mexnonocuu (TeMbl 1-6)

- Oenosas uepa (tema 4, 6)

Ketic-mexnonoeuu — TexHuKa 00y4eHHsl, UCIIOJIb3YIOIAsl OUCAHHUE PEaTbHbBIX
HKOHOMHUYECKHUX, COLIMATIBHBIX U OM3HEC-cuTyaluil. O0yyaronyecs JOHKHbI UCce-
JI0BaTh CUTYalUIO, pa300paThCsl B CyTH MPOOJIEM, IPEIJIOKUTh BO3MOKHBIE pelie-
HUS U BBIOPATH JTyulliee U3 HuX. Kelchbl OCHOBBIBAIOTCS HA PEAIbHOM (PaKTUYECKOM
MaTepuase UM k€ TPUOIMKEHBI K pealbHON CUTYaIUH.

/lenosas uepa MO3BOJIAET HA MPHUMEPE KOHKPETHBIX OpraHU3aLMA OIEHUTh
MOJIeJIM TTOBEACHUSI PyKOBOAUTENICH ¢ MO3ULUN: MOTHUBALUH, JIOSIIBHOCTH, KOMIIE-
TEHTHOCTH.

Konnokeuymul ABISIIOTCS AKTUBHOM (POPMOIT CEMUHAPCKUX 3aHSATUI; OHU CIIO-
COOCTBYIOT yriyOJICHHOMY M3YUYEHHUIO HAauOoJiee CI0KHBIX MPOOIEM U CITyKaT OC-
HOBHOM (pOpMOI1 TOABEACHHSI UTOTOB CAMOCTOATENBbHOM padoThI cTyAeHTOB. L{ens —
OLICHKA 3HAHWW MAaruCTPaHTOB MOHATHMHOIO amnmapara; Ol€eHKa YMEHHUH MO BbIpa-
00TKe COOCTBEHHOM MO3ULIMU WM METOJa PEIICHUsl IpOoOJIeMbl; OLIEHKAa HABBIKOB
HKOHOMUYECKOTO MBIIUICHUS, aHaINU3a, 00O0OIIEHUS; CAMOCTOATEIBHOTO MOUCKA,
cbopa u 06paboTKU HEOOXOAMMOM HH(POPMAITUH.

9. PECYPCHOE OBECIIHEYEHHUE JUCIHUITJINHBI
9.1. VYu4eOHOo-MeTOAUYECKOE M HH(POPMAIIMOHHOE 00ecTieYeHHe TUCIUTIIMHBI

Tabnumna 9.1.1 — YueOHO-MeToAMYECKOE M UHPOPMAIIMOHHOE 00eCTIeYeHUE AUCIIH-
TUTUHBI

Bubmmorpadudeckoe onrcanue nu3gaHus (aBTop, OcHoBHas/ 10- KuurooGecnedeHHOCTH
3arjaBuc, BUa, MCCTO U IoJi U3JjaHus, KOJ. CTp.) IIOJTHUTCJIbHAsA KoI-BO. 5K3. B 3J'ICKTpOHHLIG
JTeparypa oo pecypcehl
CII6I DY
beikoBa, T.A. JlokyMeHTallMOHHOE 0OecIIeueHUe yIpaB-
neHus (1emonpou3BoACTBO): yueb. mocodue / T.A. B+ 9bC
koBa, T.B. Ky3suenoga, JI.B. Cankuna; moma obmr. pea| OCHOBHas - ZNANIUM
T.B. Ky3nenoBoii. — 2-¢ u3a., mepepald. w JOM. —
Mocksa: THOPA-M, 2019. — 304 c.
["opo6mosa JI.II. /lokymeHTHpOBaHUE YIIPaBICHYECKOM
NesTeIbHOCTH NpennpuaTus: yueonoe nocoodue / JLII.
['opobmoBa, W.C.I{pirankoB; M-Bo oOpa3zoBaHus ¥ 5B
Hayku Poc. (Dfnepam/m, Cankr-IlerepOyprckuii roc. OCHOBHAS 55 OPAC.UN
pKOHOMUYeCKni yH-T, Kadenpa npouss. MeHeHKMEHTA ECON.RU
1 naHoBanwmii. — Cankrt-Ilerepoypr: Uzn-so CIIGIDY, =
2015. — 79 c. — CBeneHus JOCTYIHBI Takxke 1o VH-
[TEpHETY: opac.unecon.ru



http://znanium.com/go.php?id=1016098
http://znanium.com/go.php?id=1016098
http://opac.unecon.ru/elibrary/2015/ucheb/%D0%94%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%B8%D1%80%D0%BE%D0%B2%D0%B0%D0%BD%D0%B8%D0%B5%20%D1%83%D0%BF%D1%80%D0%B0%D0%B2%D0%BB%D0%B5%D0%BD%D1%87%D0%B5%D1%81%D0%BA%D0%BE%D0%B9.pdf
http://opac.unecon.ru/elibrary/2015/ucheb/%D0%94%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%B8%D1%80%D0%BE%D0%B2%D0%B0%D0%BD%D0%B8%D0%B5%20%D1%83%D0%BF%D1%80%D0%B0%D0%B2%D0%BB%D0%B5%D0%BD%D1%87%D0%B5%D1%81%D0%BA%D0%BE%D0%B9.pdf
http://opac.unecon.ru/elibrary/2015/ucheb/%D0%94%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%B8%D1%80%D0%BE%D0%B2%D0%B0%D0%BD%D0%B8%D0%B5%20%D1%83%D0%BF%D1%80%D0%B0%D0%B2%D0%BB%D0%B5%D0%BD%D1%87%D0%B5%D1%81%D0%BA%D0%BE%D0%B9.pdf

Pasnopoxusiii A.A. JIOKyMEHTHpOBaHUE yIpaBIEHYE-
CKOU IesATeapHOCTH. YueOHoe mocooue / A.A. Pasmo-
poxHbIi. — MockBa: OOO "HayuHo-u3nartenbckuii
ueatp MHOPA-M", 2018. — 304 c.

OCHOBHas

ObC
ZNANIUM

Kysunenos 1.H. Jlenonpou3Boactso: YueOHO-CIIPaBOY-
HOe mocooOwue. - 6-¢ u3., nepepad. u gom. - Mocksa: 13-

naTenbCcKo-ToproBast koprnopauus «/lamkos u K,
2013. - 520 c.

JOITIOJITHUTCIIb-
Hasda

9bC
ZNANIUM

MomnonabkoBa, D.b. JlokymMeHTanmoHHOE 00ecreveHue
KaJpoBO# paboThl: yueb. mocodue / D.b. MononbkoBa,
B.C. TectoBa; M-Bo oOpa3zoBanus u Hayku Poc. dene-
paruu, C.-Ilerep0. roc. yH-T S5KOHOMUKU U (DUHAHCOB,
Kad. coumonoruu u ynp. nepconaiom. — Cankrt-Ile-
repOypr: Uzn-Bo CIIOI'YD®D, 2010. — 84 c.: nim. —
CBeneHusi  JOCTYyNHBI  Takxke 1o  uTepHerty:

opac.unecon.ru.

JOITIOJITHUTCIIb-
Hasda

67

9b
OPAC.UN
ECON.RU.

Tabnuma 9.1.2 — [Tepeyens coBpeMeHHBIX npodeccuoHanbHbIX 0a3 nanubix (CI1BJ1)

No HaumenoBanue CIIB]]

Onekrponnas oubiamnoreka Grebennikon.ru — www.grebennikon.ru

Hayunas sniekrponnast oudanoreka eLIBRARRY — www.elibrary.ru

Hayunas snekrponnas 6ubanoreka KubepJlennka — www.cyberleninka.ru

baza nansbix [TOJIIPE/] CnpaBounuku — www.polpred.com

AP IWN |-

www.oecd-ilibrary.org

baza manneix OECD Books, Papers & Statistics ma mmarpopme OECD iLibrary —

Tabsmua 9.1.3 — [lepeuens nHGopManroHHbIX cripaBo4YHbIX cucteM (MCC)

Ne Haumenosanue UCC

CII6I™DY wmmu www.consultant.ru)

1 | CopaBounas mnpaBoBas cucrema Koucynbrantllioc (MHCTaUIMPOBAaHHBIN —pecype

WWW.garant.ru)

2 | CnpaBounas npaBoBas cucrema «I'’APAHT» (uncTammpoBanusiii pecype CIIOI DY wmm

i WWW.Kodeks.ru)

3 | UadopmanmonHo-cipaBouHas cucrema «Komeke» (nHcTaimmmpoBanHsiid pecype CIT6IDY

DnexkTponHas oubmmoreunas cucrema BOOK.ru - www.book.ru

DnekTpoHHas 6ubanoreunas cucrema D5C FOPAMT — www.urait.ru

OnekrpoHHo-0nOmoreunas cucrema SHAHUYM (ZNANIUM) — www.znanium.com

~N| oo~

OnektponHas 6ubmanorexka CII6I' DY - opac.unecon.ru

9.2. MarepuajbHO-TEXHHMYECKOE O0ecneuyeHue yueOHOro npouecca

Jlna peanuzanuu JaHHOW AUCIHUILIMHBI UMEIOTCA CHEMUAIbHBIE TTOMENICHUS
JUISl TPOBEACHUS 3aHATUN JIEKYUOHHO20 MUNA, 3AHAMUL CEMUHAPCKO20 MUna, 2pyn-
NOBbIX U UHOUBUOYATIbHBIX KOHCYIbMAYUL, MeK)UWe20 KOHMPOJSL U NPOMENCYMOUHOU

ammecmayuu).

Tabmuna 9.2.1 — Ilepeuens nporpammuoro obdecneuenus (I10)
e Haumenosanue 10
n/m

1 | Microsoft Windows Professional (KOHTPAKT Ne 244/20 «26» utons 2020 r.
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http://znanium.com/go.php?id=969585
http://znanium.com/go.php?id=969585
http://znanium.com/catalog.php?item=goextsearch&title=%D0%B4%D0%B5%D0%BB%D0%BE%D0%BF%D1%80%D0%BE%D0%B8%D0%B7%D0%B2%D0%BE%D0%B4%D1%81%D1%82%D0%B2%D0%BE&title=%D0%B4%D0%B5%D0%BB%D0%BE%D0%BF%D1%80%D0%BE%D0%B8%D0%B7%D0%B2%D0%BE%D0%B4%D1%81%D1%82%D0%B2%D0%BE&page=2#none
http://znanium.com/go.php?id=414939
http://znanium.com/go.php?id=414939
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=592&TERM=%D0%9C%D0%BE%D0%BB%D0%BE%D0%B4%D1%8C%D0%BA%D0%BE%D0%B2%D0%B0,%20%D0%AD%D0%BB%D0%B5%D0%BE%D0%BD%D0%BE%D1%80%D0%B0%20%D0%91%D0%BE%D1%80%D0%B8%D1%81%D0%BE%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
http://opac.unecon.ru/elibrary/elib/351614519.pdf
http://opac.unecon.ru/elibrary/elib/351614519.pdf
http://opac.unecon.ru/elibrary/elib/351614519.pdf
http://opac.unecon.ru/

2 | Microsoft Office Professional (KOHTPAKT Ne 244/20 «26» utons 2020 r.)

3 | 7-Zip (freeware)

10. OCOBEHHOCTHY OCBOEHMUS JJUCHUILIVHBI 15
WHBAJIUIOB U JIMI[ C OTPAHUUYEHHBIMHY BO3MOKHOCTSIMU
310POBbSI

OO6yuenne 00yJaronmxcsi ¢ OrpaHUYEHHBIMU BO3MOYKHOCTSIMH 3I0POBBS TIPH
HEOOXOJMMOCTH OCYIIECTBISIETCSI Ha OCHOBE aJalTUPOBAHHOW pabouel mpo-
IpaMMBbl C HCIIOJIb30BAHUEM CIELMATIbHBIX METO/I0B OOYUYEHUS U UIAKTUYECKUX
MaTEpUajIOB, COCTABICHHBIX C YYETOM OCOOEHHOCTEW NMCUXO(U3NUECKOIO pa3BU-
TUS, UHAUBUAYAIbHBIX BO3MOKHOCTEH M COCTOSTHUS 3/10pPOBbsl TAKUX 00YyUarOLINXCs
(oOyuarorerocs).

B nensx ocBoeHus y4yeOHOH MpOrpaMMbl JUCUMILIMHBI MHBAIWIAMHU U JIH-
LJaMH C OI'PaHUYEHHBIMH BO3MOXKHOCTSMU 3/I0POBbSl Y HUBEPCUTET OOECIICUNBAET:

— JUTSl MTHBAJIUIOB M JIMI[ C OTPAHMYEHHBIMU BO3MOKHOCTSIMU 3/10POBBSI
10 3PEHUIO: Pa3MELIEHUE B JOCTYIHBIX I 00YYarOIUXCS, ABISIOIMXCS CIENbIMU
WIM CIIA00BUISIIMME, MECTaX U B aJallTUPOBAHHON (popMe cripaBOUHOM HH(OpMa-
MM O PacCIUCaHUU YUYEOHBIX 3aHITHI; MPUCYTCTBUE ACCUCTEHTA, OKAa3bIBAIOLIETO
oOyyaroniemMycsi HeOOXOAUMYIO MTOMOILIb; BBIYCK albTEPHATUBHBIX ()OPMATOB Me-
TOAMYECKUX MATEPUANOB (KPYIHBIN WIPUPT WK ayuodaiibl);

— JUTSl THBAJIUAOB M JIUL[ C OTPAHMYEHHBIMU BO3MOYKHOCTSIMHU 3/10POBbS
0 CITyXY: Ha/JIe)KaIllMMU 3BYKOBBIMU CPEJICTBAMHU BOCIIPOU3BEIeHNE HH(POpMAIIUY;

— JUI UHBAJIUJIOB U JIUI] C OTPAHUYEHHBIMU BO3MOKHOCTSIMH 3/10POBbB,
UMEIOLINX HapylLIeHHUs OMOPHO-IABUIATEIbHOIO almapara: BO3MOXKHOCTh Oecrpe-
HSATCTBEHHOTO JOCTYyNa OOydaroluXcsl B yueOHbIE MOMEIICHUS, TyaJeTHbIE KOM-
HaThI U JIpyrue MoMelleHus Kadeapsl, a Takxke npedbIBaHNEe B YKa3aHHBIX MIOMEIlIe-
HUSX.

OO6pazoBanue 00y4arolmUXCs ¢ OrPAHUYCHHBIMU BO3MOXKHOCTSIMU 3JI0POBBS
MOKET OBITh OPTaHU30BAHO KaK COBMECTHO C JPYTUMHU 00yYarOUIMMUCS, TaK U B OT-
JeNbHBIX TPYNNaxX UM B OTAEIbHBIX OpraHu3aIMsX.

11. ®OHJ OLEHOYHBIX CPEJICTB J/Is1 IPOBEJEHHS TEKYIIEN
U NPOMEXXYTOUYHOM ATTECTALIUU OBYYAIOLIMXCS MO
TV CHUTIINHE

@DOHJT OLIEHOYHBIX CPEJICTB JJIsl IPOBEACHMS aTTECTAI[MU YPOBHS CPOPMUPO-
BAaHHOCTU KOMIIETEHIIMM O0y4YaroMMXCs MO0 JUCHUILIMHE 0(POPMIISETCA OTACIbHBIM
JIOKYMEHTOM U SIBJISIETCS MPUIJIOKEHUEM K paboueld mporpaMme JUCHUIIUHBL (MO-

Ty Jist).
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