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1. HEJIM OCBOEHUSA JUCHUITJINHBI

Heasb:

®opmupoBaHue KOMIETSHIUH T 3((HEKTUBHOTO HCIIOJIb30BAaHUS B
podeCCHOHATILHOM 1eATEILHOCTH 110 OpraHU3allii CUCTEMBbI KaJpOBOI0
JEJIONPOU3BOJICTBA U JOKYMEHTUPOBAHUIO TPYAOBBIX OTHOLIEHUH B COOTBETCTBUU C
JEHCTBYIOIIUM 3aKOHOATEIbCTBOM.

2. MECTO JUCHUIIJIUHBI B CTPYKTYPE OBPA3OBATEJIbHOM
ITPOT'PAMMBbI

Huctunnuna b1.0 KaapoBoe aAMUHUCTPUPOBAHUE B OPraHU3aLMU OTHOCUTCS K
o0s3arenpHOM yactu biioka 1.

3. IVIAHUPYEMBIE PE3YJIBTATbBI OBYUYEHMUS 110 JUCHUIIJINHE

Koa n HaumMeHoBaHue
KOMIIeTeHIINH
BBINTYCKHUKA

Koa n
HaMMeHOBaHHe
HHAUKATOPA
JOCTHKEHHST
KOMIeTeHIINii

Ilnanupyemble pe3yJibTaThl 00y4eHHUs 0 TUCHUTIMHE

OIIK-1 - Cnocoben
NpUMEHAmMb npu
peuternuu
npopeccuonanbHvlx
3a0ay 3HaHus (Ha
NPOOBUHYMOM YPOBHE)
IKOHOMUYECKOU,
OpP2aHU3AYUOHHOL,
YNpasneHyecKol,
COYUONI02UYECKOL,
NCUXONOSUYECKOU
meoputl u npaaa,
0bobwams u
KpUmMuy4ecKku
oyenusamn
cywecmsyowjue
nepeoosvie NpaKmuKi
U pe3yibmamol
HAYYHbIX
uccnedosanuii no
VIPABIEeHUIO
NepPCOHANOM U 8
CMEACHBIX 00AACMAX

OIIK-1.3 - Co30aem
KOMNJIEKCHbIE
cucmemsl no
VIPAGTICHUIO
NEPCOHANIOM 8
opeanuzayuu

Ha
IKOHOMUYECKOL,

3name: NPOOGUHYMOM — YPOBHE 0CHOBbI
OP2aHU3AYUOHHOL,  YNPABIEeHYECKOl,
COYUONIO2UHECKOU, NCUXON02UYECKOU meopuli, a maxoice

npaea u nymu ux npakmu4eckKkoco npumeHerusl.

Yumemsv:  Obobwamv u  Kpumuuecku
cywecmeyroujue nepeoosvie NPAKMUKU. .

oyeHueanbv

Bnaoems: Hasvlkamu co30anusi KOMIJIEKCHbIX CUCHEM NO
ynpaeieHuro nepcoraiom 6 opeanusayuu..

OIIK-4 - Cnocoben
NPOEeKmuposams
OpeaHU3aAYUOHHbIE
usMenenus,
PYKOBOOUMb

OIIK-4.3 -
Opeanuzyem pabomy
nepconana
noopazoenemuis

3nams:  Teopuro u  npakmuxy
OP2aHU3AYUOHHBIX USMEHEHUI].

npoekmuposanus

NPOEKMHOU U NPOYECCHOL
ypogte noopasoenenus

Ymemw:  Pyxkosooums
OesimenbHOCMbIO Ha




npOeKmHol u
npoyeccHoll
0esAmenbHOCMbIO U
noopasoeneHuem
opeanuzayuu

opeanusayuu..

Braoemv: Haevixamu opeanusayuu pabomvl nepcoHand
npeonpusimus. .

IIK-2 - Cnocoben
ocyuecmensimo
oesimenbHOCmb 6
cghepe
UHpopmMayuonHo-
AHAIUMUYECKO20
obecneyenus
cucmembl
ONepayuoHHo20 U
cmpame2uyecKoeo
VIpaeieHus
nepcoHanom
opeanuzayuu

1IK-2.1 -
Hcnonvzyem
MexHoN02UuU
uHpopmMayuorHo-
AHATIUMUYECKO20
obecneuenus
npoyeccos
Kaopoeozo
AOMUHUCMPUPOBAHUS
8 opeanuzayuu

3namo: OcHogvl MH@OPMCII/;MOHHO'ClHaJZleulleCKOZO
obecneuenust cucnembsl onepayuoHHoco u
cmpamecudecKozco ynpaesienus nepCconalom opeanusayui,

a makace KaopoBo2o AOMUHUCTHPUPOBAHUSL.

Ymems: Obecneyusams @yukyuonuposanue
UHPDOPMAYUOHHO-AHATIUMUYECKOL cucmemol
ONepPayuoHHo20 U  CHPAMezsuyecKko2o  YNpaeieHus
NEePCOHANIOM OP2SAHUZAYULL. .

Braoemy: Texnonozusamu uHpopmayuoHHo-

AHAIUMUYECcKo20 obecnedeHus npoyeccos K(l()pOGOZO
admuﬂucmpupoeaHuﬂ 6 opeaHuzayuu. .

4. CTPYKTYPA U COAEP) KAHUE JUCIIUAITIJIMHbI*

O0BneM THCIHUTLINHEI
HaHMi{l:)(::}:l:l:e TeM (akageMu4YeCKUe 4achl)
Conepskanue QU CHHITHHBI
u/niu KourakrHasi pagora
pasaenoB/Tem
3JIT 3 JIP CPO
CraHoBieHHe KaJpoBOro
angmuHuctpupoBanuss B Poccun. Kangposas
Tema 1. MONU-THKA B  COBPEMEHHBIX  YCIIOBHSIX.
OpraHMsalMOHHO- | Oprapy3aHOHHO-TIPABOBELE JIOKYMEHTEI
TpaBoBOC 1 OpraHu3aIuH. 3aKOHOJATENBHOE, | 3 7 13
AOKYMEHTALMOHHOC | 4\ aTHBHO-METOIUYECKOE u
obecnieuenne paboThl | o yrayysanonHoe peryJanupoBaHue
¢ ICPCOHATIOM. JIeATeNbHOCTH KaJgpoBOil CiIyxkObl. TpymoBoe
npaBo.  Ilomstme o0  Kkiaccudukanum
JIOKyMEHTOB.
JIOKYMEHTUPOBAHUE TPYIAOBBIX OTHOIIEHHMIA.
KanpoBblii 10KyMeHTOOOOPOT OpraHu3alvu.
Cucrema KaJpOBOM JIOKYMEHTAIIUH.
Tema 2. JIOKYMEHTHI, peraMeHTHPYIO-TIHE
Oprannsanms yOpaBieHHe MEePCOHATIOM Ha TMPEANPHUSITHH.
KazpoBOTro OdopmieHne nporeypsl Ipue-Ma Ha paboTy.
JIOKyMEHTOO00POTA B | ydhopmteHHe IPOLELYPHI nepesoja | 3 7 13
OpraHusatii cotpynauka.  OdopmieHne  TpOIemaypsI
;E;E“e’flmx yBONIbHEHHsT  coTpyanuka.  Odopmienue
. JIOKyMEHTOB IO CTPATErMYE-CKOMY Pa3BUTHUIO
KOMMYHHMKALHH. opranuzaiun. Odopmienue akToB. YuéTHas u
ClIpaBouYHas  KaapoBas  JOKyMEHTAIHUSL.
CocTaBlieHHe, YTBEPKICHHE W  BHECEHHE
W3MEHEHWH B IUTATHOE  PACIHUCAHME.
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JlokymMeHTBl 10 paboTe C TEepCOHAJIOM.
[IITaTHOE pacnuca-Hue. JomkHOCTHas
UHCTpYyKIMsA. PacnpeneneHue MOCTYMUBLINX
JTOKYMEHTOB.  Pe-ructpamusi  J1OKyMEHTOB.
KonTposnb 3a HCHOIHEHHMEM JOKYMEHTOB.
Wudopmanin-oHHO-CIIpaBOYHas paborta.
OrtmpaBka JIOKYMEHTOB. Onrumusanus
KaJIpOBOT'0 JIe-JIOMPOU3BOJICTBA M KaJpPOBOTO
yu€Tta B OpraHuszauuu. PernameHrtanus
CUCTEMBl BHYTPCHHHX KOMMYHHKAIUid B
OpraHu3aIi.

Tewma 3.
Opranuzanus Tpyaa
pabOTHHUKOB CITYKOBI
JOKYMEHTAIIHOHHOTO
o0ecrieyeHust
CHUCTEMbI
yIIpaBIE€HUS
MIEPCOHAIIOM.

JIOKyMEHTHI, periiaMeHTHPYIOIINe
OpraHu3alMI0 W JIEATETBHOCTh KaJpOBOU
cyxObl  mpeanpusatus.  [lonoxenwe o
KaIpoBol  ciyxo0e. Wuctpykuusa 1o
OpraHU3alMOHHO-T0OKYMEHTAIIHOHHOMY

o0ecredeHuno KaJIpOBOI paboThl
npeanpuatus.  JloJDKHOCTHass — WHCTPYKIHS
paboTHHMKA KaapoBoil  ciayxObl.  OOmue
TpeOOBaHMS K OpraHW3alMM U YCJIOBHUSIM

Tpyaa pabOTHHUKOB CITYKOBbI
JOKYMEHTALMOHHOTO O0ECHEeYCHUsI CHCTEMBI
yIIpaBIICHUS MIEPCOHAJIOM. Dopmbl

opraHusanuu JenonpousBoicrtsa. CTpykTypa
U QYHKIUH CIYyXKObl JOKYMEHTAllMOHHOTO
o0ecrieueHus CUCTEMBI YIIPaBJICHUS
nepcoHasioM. IIpaBa ¥ OTBETCTBEHHOCTH
CIIy’)KObl JTOKYMEHTAllUOHHOTO 00ecreueHus
CUCTEMBI yIpaBieHUs mepcoHanoM. IIpuém u
nepBuyHas o0paboTka AOKyMeHTOB. JInuHoe
3asgBieHue. Tpynosoi norosop. Ilpukas o
npueme Ha paboty. XXypHan perucrtpanuu o
npueme Ha paboty. Ilopsaok yuyera kajapos.
Benenne nuunHbIXx aen. JIndHasg Kaprodka.

AndasutHas KapTOTEKaA. Kypnan
perucrpanmu  JMYHBIX  gen.  [lopsaok
00paboTKH HEepCOHAIBHBIX JTAHHBIX

pabOTHUKOB NPEIPUSTHUS.

13

Tema 4. JlokansHbIE
aKTBl OpraHU3aIuu
110 YIIPaBJICHUIO
MEePCOHAIOM U
ONTUMHM3ALIHS
CHUCTEMBI KaJpOBOTO
JIEJIOTIPOU3BOACTBA U
KaJpOBOro y4éra.

OpranuzalroHHO-PACIIOPIUTENbHAS

JOKyMEHTaluss u  TpeOoBaHui K €€
0hOpMIICHHUIO. I'OoCT  P6.30-2003 u
U3MEHEHUs K HeMmy. CXeMbl pacronoXeHHs
PEKBU3UTOB, TPeOOBAaHUSA K MX O(OPMIIEHHIO,
TpeOoBaHusl K OJaHKaM JOKYMEHTOB U HX
odopmuenuro. DnemenTsl yHudukauun OP/I:
dbopmar Oymarwu, CITyXeOHBIE 0TS,
pacrojoXeHUe, COAEp)KaHWE W IpaBHIIa
UCIIOJTHEHUS peKBU3UTOB. CPOKU MCIOTHEHUS
nokyMmeHToB. [IpaBuna xoppextupoBku OP/I.
ITucemo. J[omxHocTHas 3anmcka. [Ipukas.
IIporokon.  OpraHuM3alMOHHas  CTPYKTypa
npennpusatus. IlomoxkeHne o mepconaine.
Ilonoxenue o mnoxapasneneHun. Tpynosoit

13
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pacnopsiiok. Co3naHve JOKyMEHTaluu B
paboueM mporecce.

Tema 5.
Opraam3anus
CUCTEMBI XPaHCHUS
JIOKYMEHTOB
NPEAIPUATHSL.

OO011re BONpOChl OpraHU3aluy ONEPaTUBHOTO
XPaHEHUs JOKYMEHTOB. Co-craBnenue
HOMEHKJIATypbl  Jen. DopMupoBaHue U
BeieHue zien. OcoOeHHOCTH OQOpMIICHUS el
C  Ppa3IMYHBIMU  CPOKAMHU  XPaHEHUS.
ITonroroBka [OKyMEHTOB K IIiepefadye B
BEJJOMCTBEHHBII apXuB. OkcnepTusa
LIEHHOCTU JOKYMEHTOB. AKT O BBIICICHUU
JIOKYMEHTOB (z1e71) K yHuuTOoXeHuto. [lepeBos
JIOKYMEHTOB (J1€]1) Ha MOCTOSHHOE XpPaHEHHE.
Tekymniee XpaHeHHE NOKYMEHTOB B KaJIpOBOU
ciyx6e. Tpynossle kHWKKU. [loaroroBka nen
s cnadd B apxuB.  OOmie  BOIPOCHI
OpraHu3anuu IIOCTOSIHHOTO XpaHEHUs
JOKyMeHTOB. TpeOoBaHuS K OpraHuzanuu
MECT XpaHEHMs JOKyMEHTOB. TpeboBaHus K
OpraHu3anuy oOpameHuss ¢ JTOKyMEHTaMH.
OcoOeHHOCTH ~ OpraHu3allMd  MOCTOSHHOIO
XpaHeHHs JOKyMeHTOB corjacHo @3 PO «O06
apxuBHoM Jziene B P®». Cpoku BpeMEHHOro
XpaHEHUsT  JJOKYMEHTOB, OTHECEHHBIX K
ApxuBHoMy Gonay P®, 1o ux nocryrieHus B
rocyJ1apCTBEHHbIE U MYHULIUIIATIbHbIE
ApXUBBI.

14

Tema 6. Pa3paborka
KOPIIOPAaTUBHBIX
CTaH/IapTOB B
o0JacTH KagpoBOro
aJIMAHUCTPUPOBAHHUSI

[IpodeccuoHanbHbIl  CTaHAAPT CHEHUATUCT
[0 yIhpaBieHUI0 TnepcoHanoM. Kaapossiit
JIOKyMeHTO000opoT opranuzanuu. Cucrema
KaJpoBOH  JOKyMeHTauuu.  JlOKyMeHTHI,
perIaMeHTHPYIOIIHE yIIpaBlieHUE
NEPCOHAIOM Ha HPENPUATHH.
Cranmaptuzanusi  mporecca  pa3paboTKu
KOPIIOPAaTHBHBIX ~ CTaHAApPTOB B  00jacTu
KaJIpOBOT0 aJIMUHUCTpHUpOBaHus. TpedoBaHUs
K TOCTPOEHUIO, H3JI0KEHHUI0, O(opMIieHHIO,
COJICpKAHUI0O W OOO3HAYCHHIO CTaHIApPTOB.
Crapmaptel B o0JacTd  ympaBieHUs
MIePCOHAIIOM npoQeCCHOHAIbHBIC u
MOBEJICHUECKHE, B TOM 4MHCIE B pa3pese
GbyHKIUI yrnpaBiIeHUs] MEepPCOHAIOM: MOJ00D,
ajlanTanus, nepeMenieHus, pe3eps, o0ydeHue,
BBIABJICHUE MOTHUBaIWU, CTUMYJIMPOBAHHE,
OpraHHU3aIuoOHHAs KyJIbTYpa,
JIEJIOTIPOU3BOJICTBO, PEKPYTHHT.

14

KonTpoas:

36

Bcero no xucuuniinHe:

23

42

80

*3JIT — 3aHATHS JIEKITMOHHOTO THTA, [13 — Bce BUABI 3aHATHI CEMHUHAPCKOTO THITA, KpoMe J1ab0paTopHBIX
pabort, JIP — nabopatopusie pabotsl, CPO — camocTosTenbHAA paboTa 00yJaromerocs




5. YYEBHO-METO/JNMYECKOE N UTHOOPMALINMOHHOE
OBECIIEYEHMUME JUCIUITJINHbI

5.1 Pexomenayemasi JiutTeparypa

bubéanorpadguyeckoe onucanue u3ganus (aBTop,
3arjiaBue, B/, MeCTO W o U3AaHusl, KOJ. CTP.)

DJIeKTPOHHBbIE Pecypchl

brikoBa, T.A. JIoOkyMEHTAITMOHHOE 00ECTICUCHHE
YIIpaBJICHUS (IE€TOMPOU3BOICTBO): yuel. mocodue /
T.A. beikoBa, T.B. Ky3nenona, JI.B. CankuHna; nosa
o6mr. pexn. T.B. Ky3nenooii. — 2-¢ u3f., nepepad. u
imon. — Mocksa: UH®PA-M, 2019. — 304 c.

https://znanium.com/catalog/document?pid=10

16098

["opo6uosa JL.II. JlokymeHTHpOBaHuE
YIIPaBJICHYECKOH IS TEILHOCTH MPEAPUATHS:
yaeoHoe mocobue / JL.IL. 'opo6roBa, U.C. L{pirankos;
IM-Bo oOpazoBanus u Hayku Poc. @eneparu, CaHkT-
[lerepOyprckuii roc. skoHOMUYeCKut yH-T, Kadenpa
MPOM3B. MEHEKMEHTA M MHHOBaNui. — CaHKT-
[TeTepOypr: U3a-Bo CIIGIDY, 2015. — 79 c. —

http://opac.unecon.ru/elibrary ...

B5%D1%81%D0%BA%D0%BE%D0%B9.pdf

Pa3nopoxubiii A.A. JlIoOkyMeHTHpOBaHUE
YIIpaBJIEHYECKOH eI TeNbHOCTH: Y4yeOHoe mocobue /
A.A. Paznopoxusiil. — Mocksa: OOO "HayuHo-
n3narensckuil neHtp MHOPA-M", 2018. — 304 c.

http://znanium.com/go.php?id=969585

Kysnenos 1.H. JlenonpousBoactBo: YuebHo-
cIpaBoyHOE nocoOue. - 6-e u3., nepepad. u J01. -
Mocksa: M3narenbcko-ToproBast KOpropaus
«JamkoB u K°», 2013. - 520 c.

http://znanium.com/go.php?id=414939

5.2 IlepeyeHb JTUIEH3HOHHOTO ¥ CBOOO/IHO PACTIPOCTPAHAEMOIO

IPOrpaMMHOI0 odecneyeHus, B T.4.

- 7-Zip
- Microsoft Office Professional
- Microsoft Windows Professional

OTCYECCTBCHHOI'O MMPOU3BOACTBA

5.3 llepeuenb nunpopmannoHHbIX cipaBouHbIX cucreMm (UCC) u
coBpeMeHHbIX npodeccuoHaabHbIX 0a3 naHHbIX (CIIB/I)

Ne HaumenoBanue CIIb/ UCC

DekTponHas oubnmmoreka Grebennikon.ru — www.grebennikon.ru

Hayunast anekrponnas ouoimoreka eLIBRARRY — wwwe.elibrary.ru

Hayunast anektponHas oubnmmnoreka KubepJlennka — www.cyberleninka.ru
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https://znanium.com/catalog/document?pid=1016098
https://znanium.com/catalog/document?pid=1016098
http://znanium.com/go.php?id=969585
http://znanium.com/go.php?id=414939
http://www.grebennikon.ru/

4.  |baza nannbix I[IOJITTPE]] CripaBounuku — Www.polpred.com
basa nanaeix OECD Books, Papers & Statistics xa miardopme OECD iLibrary

> www.oecd-ilibrary.org

6 CnpaBouHas nipaBoBas cuctema Koncynpraatlnroc (MHCTANIMPOBAHHBIN pecypc
© |CIIGIDY mnm www.consultant.ru)

; CnpaBounas npaBoBas cuctema «I’APAHT» (uactammupoBanssiii pecype CII6I DY
" um www.garant.ru)

8 NudopmanmonHo-cnpaBodHas cuctema «Kojeke» (MHCTaNTMPOBaHHBIN pecypc

CIIOI' DY umm www.kodeks.ru)

9. Pnexrponnas oubmmoreunas cuctema BOOK.ru - www.book.ru

10. [DnexrtponHas 6ubanoTeunas cucrema D5C FOPAWIT — www.urait.ru
DneKkTpoHHO-OnbmmoTeunas cuctema 3SHAHUYM (ZNANIUM) —
WWW.znanium.com

12.  [Dnextponnas 6ubmmoreka CIIOI DY— opac.unecon.ru

11.

6. MATEPHAJILHO-TEXHUYECKOE OBECIIEYEHUE
TV CHUTILIAHBI

JUts peanu3anuy TaHHOM JTHCUMIUIMHBI HMEIOTCS CHEUAIbHBIE TTOMEIIECHHUS
JUIsL TIPOBEACHMS 3aHATHUN JIEKIMOHHOTO THIIA, 3aHATHNA CEMHHAPCKOTO THIIA,
KypCOBOTO MPOEKTUPOBAHUS (BBIIOJHEHUS KYpPCOBBIX pPabOT) TpyHHOBBIX U
WHIUBUIYAIbHBIX ~KOHCYJIbTallMd, TEKYIIEr0 KOHTPOJSI M MPOMEXKYTOUYHOH
aTTeCTalllH, a TAK)KE MOMEUIEHUS AJI1 CaMOCTOSITENIbHOU PabOThI.

[TomenieHus: ocHallleHbl OOOPYAOBAaHUEM M TEXHMUYECKHUMH CpPEJICTBAMU
oOy4eHus.

[TomenieHuss s CaMOCTOATENBHOM padOThl OO0YYAIOIIMXCS OCHAIIEHBI
KOMIIBIOTEPHOW TEXHUKON C BO3MOXHOCTBHIO MOAKIIOUEHUs K ceTu "HHTepHer" u
o0ecrieueHneM JocTyna B 3JIEKTPOHHYIO HH(OPMalMOHHO-00pa30BaTEIbHYIO
Cpelly YHUBEPCUTETA.

HaunMeHoBaHue yueOHBIX ayIMTOPHIl, IepevYeHb Anpec
(MecTOMO/I0KEHHUE)

Y4eOHBIX ayTUTOPH A

Aya. 607 VYueOnas ayautopusi (mnsi nposeneHus 3anstuil | 191002, r.
JEKIIMOHHOTO THMAa W 3aHATHUA CeMUHApckoro Tuma, | CaHKT-
KypCOBOT'O MPOEKTUPOBaHUs (BBINOJHEHUS KYpCOBBIX pador), | [letepOypr,
IPYNIOBBIX M HMHAWBUIYAJIbHBIX KOHCYJbTalui, Tekymiero | Kysneunsiii mep.,
KOHTPOJII M MPOMEXYTOUHOH arrectanuu), obOopyaoana | A.9/27, mut. A
MYJIBTUMEAUNHBIM KomIuiekcoM. Criennanu3upoBaHHas
Mebenr u obopynoBaHue: VYueOHas MeOenbr Ha 144
MOCaJOYHBIX MECT, pabouyee MecTO NpernoaaBaTesis, J0CKa
menoBasg | 1mT., TpuOyHa, Tym6a M/MMynbTUMETUNHHBIN
npoekrop Panasonic PT-VX610E - 1 wmr., TpaHCasLMOHHBIH
yeunutenab ZA-1240 A - 1 ., DKkpaH ¢ 3IEKTPONPUBOIOM
ScreenMedia Champion 244x183c¢cm SCM-4304 - 1 mir.,
Axyctudeckas cucrema JBL CONTROL 25 WH - 2 mr,,
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Habopbl neMOHCTpallMOHHOTO OO0OpYyIOBaHHMS H Y4eOHO-
HATJISTHBIX TIOCOOMI: MYJIbTUMEIUNHBIE TPHIOKEHUS K
JEKIMOHHBIM ~ KypcaM W TMPAKTHYECKUM  3aHSATHUSM,
WHTEPAKTHUBHBIC YUeOHO-HATJISAHBIC TTOCOOUSI.

Aya. 219 VueOnasa ayautopus (mns nposeneHus 3aHsatui | 191002, T.
JCKIIMOHHOTO THMAa W 3aHATHA CeMUHApcKkoro Tuma, | CaHKT-
KypCOBOTO TPOCKTUPOBaHUs (BBIMOJHEHUsI KYypCOBBIX pador), | [letepOypr,
TPYNIIOBBIX W HWHAWBHUIYATbHBIX KOHCYJbTallui, Tekymiero | KysHeunsii mep.,
KOHTPOJII M TPOMEXKYTOYHOH arrecranuu), obopymoBaHa | a.9/27, mut. A
MYJTbTUMEIUHHBIM KomIutekcoM. Criennann3upoBaHHas
Mebenbr W oOopyaoBaHue: YdyeOHas wmebOenb Ha 40
MOCaJOYHBIX MECT, paboyee MeCTO MpernoaaBaTens, J0CKa
menoBas 1 mrt., Tym6a M/MMonoO0k Acer Aspire Z1811 B
kommut.: 15 2400s/4Gb/1T6 - 1lmr.,, MynbTuMeIUAHBINA
npoektop NEC ME402X - 1 mT., DKpaH ¢ 3JEeKTPOIPHBOIOM
153x200 cm Matte White - 1 mr., Mukmep ycunutens Jedia
TA-1120 B komrutekre - 1 mT., Akyctudeckas cucrema Hi-Fi
PRO MASKGT-W - 2 mr. HaGopsl 1eMOHCTPAIMOHHOTO

00opyaOBaHUS u yueOHO-HaTrJIsTHBIX MOCOOUH:
MYJIbTUMEIUMHBIC TPUIOKEHUS K JICKIIMOHHBIM KypcaMm H
NPAKTUYECKUM  3aHSATUSIM,  MHTEPAKTUBHBIE  Y4eOHO-

HarJIsAIHbIE TTOCOOUS.

/. METOAUWYECKHUE YKA3ZAHUA JJIs1 OBYUYAIOLIETI'OCs 11O
OCBOEHMHIO INCIUAIIJIMHBI

[Mpuctynas K W3YYCHHIO JUCHUIUIMHBI, OOydJaronmeMmycss He0O0XOIHMMO
O3HAKOMUTBCS CO CIECTYIOIUMH TOKYMEHTAMHU:

— y4eOHO-METOIMUECKON JOKYMEHTAIIUEH;

— JOKaJbHBIMH  HOPMATHBHBIMH  aKTaMH,  pErJaMeHTUPYIOIIUMU
OCHOBHBIC  BOMPOCHl OpPTaHM3AIMA M  OCYIIECTBICHHUS 0Opa30oBaTEeIbHOM
JCSITETBHOCTH, B TOM YHCJIC PErJIAMEHTUPYIOIINE MOPSIOK MPOBEICHUS TEKYIIETO
KOHTPOJISl YCIICBAEMOCTH U MPOMEXYTOYHOM aTTECTAIUMU 00YYarOIIUXCs;

— rpaduKom KOHCYJIbTAIUH COTPYJIHUKOB npoeccopcko-
IPEeroIaBaTeIbCKOTO COCTABA.

VYpoBeHb W TIIyOMHAa OCBOCHHS IMCUMIUIMHBI OMPEACISIOTCS AKTUBHOU U
CHCTEMATHUYECKOW paboTOl 0O0ydarommxcsi Ha JICKIIMOHHBIX 3aHSTHX, 3aHSATHIX
CEMHHAPCKOTO THUIIA, BBIMOJIHEHUEM CaMOCTOSATEIBHON pabOThl, B TOM 4YHCIC B
9YacTH BBIJICTICHUSI HAanOOoJIee 3HAYUMBIX U aKTYaIbHBIX MTPOOJIEM ISl JATbHEHIIETO
u3ydeHus. OcoObIM yCIIOBHEM KaueCTBEHHOTO OCBOCHUS JAMCUUIUIMHBI SIBISETCS
3p¢eKTUBHAs OpraHu3alys Tpyla, IO3BOJIONIAS PpaCHpPEAETUTh Y4eOHYIO
Harpy3Ky paBHOMEPHO B COOTBETCTBHUHU C TpauKoOM yueOHOro mporecca.



[Ipy moArotoBke K y4eOHBIM 3aHATHSIM OOYYArOIIMMCS MPEIOCTABISIECTCA
BO3MOXKHOCTh ~ TOCEIICHUS  KOHCYJbTAlMH  COTPYOHHKOB  MPOodeccopcKo-
npenojasarenbekoro cocrapa CIIOI DY cornacHo pacnucaHuio, YCTaHOBIEHHOMY
B Tpadyike KOHCYIbTALNH.

AynutopHas W BHeayIMTOpHas paboTa oOydarolmuxcs AO0DKHA OBITh
HampaBlieHa Ha pOpPMHUpPOBAHUE!

— (yHIaMEHTaIbHBIX OCHOB MHUPOBO33PEHUS o0yyaroImuxcst U
€CTeCTBEHHOHAYYHOTO IMO3HAHMUS;

— O0a3UCHBIX 3HAHWN, COOTBETCTBYIOUIMX HAIMPABICHUIO IOATOTOBKH U
3agBJICHHOW TIpo(decCHOoHaNbHOW 001acT, (OPMUPYIOUIUX IIEJIEBYIO |
npo¢eCCUOHATIBHYIO OCHOBY Il HOJATOTOBKH KaIpOB;

— mpodeccuoHANbHBIX KOMIIETEHIIMH OPHEHTUPOBAHHBIX Ha YIOBJIETBOPEHHE
noTpeOHOCTEH phIHKA TPYIa;

— UHAMBHUIYaJbHON TPACKTOPHU MOCPEICTBOM OCBOSHHS YHUKAIBHOTO Habopa
npoeCCUOHANBHBIX  KOMIIETCHIIMK  JTOTIOJHSIOUINX KOMIETEHTHOCTHYIO
Mozedb  OOydarolerocs, 3a CYeT OpHUEHTAlUM Ha  KOHKPETHBIE
npodeccuoHabHbIE CTIEUANIN3UPOBAHHbIE 00IACTH 3HAHUHN, OIpeiesieMble
NPEJICTABUTEIISIMUA PBIHKA TPY/Q,;

— METaHaBbIKOB OOYyYaIOIUXCs, TAKMX KaK: KOMaHAHas paboTa M JHUIEPCTBO,
aHaN3 JaHHBIX, HU(PPOBBIC HABBIKK, Pa3pabOTKa W peau3alys IPOeKTOB,
MEXKYJIBTYPHOE B3aUMOJICHCTBHE.

8. OCOBEHHOCTHU OCBOEHUSA JUCHUIIJIMHBI JIJIs1 UTHBAJIMIOB
N JInLl C O'PAHNYEHHBIMHA BO3MOKHOCTAMMU 310POBbAA

OOyuenue o0OydYaroIIUXCsi C OrPAaHUYEHHBIMU BO3MOXKHOCTSIMH 37I0POBbS
Ipyu HEOOXOJIMMOCTH OCYIIECTBISIETCS HAa OCHOBE aJalTUPOBaHHOW paboueit
OporpaMMbl  C  KCMOJb30BAaHUEM  CIELHMAJIbHBIX  METOJOB  OOy4YyeHUs U
TUIAKTUYECKUX  MaTepualioB, COCTaBJICHHBIX C  Y4E€TOM  OCOOEHHOCTEH
NCUXO(U3NUECKOTO PA3BUTHS, WHIAMBUAYAIBHBIX BO3MOXKHOCTEH M COCTOSHUS
3JI0POBbsI TAKWX 00yUaromuxcs (00ydaromierocs).

B 1mensx ocBoeHMsl ydeOHOW MporpamMMmbl JUCIHMIUIMHBI WHBAIHIAMU W
JUIIAMH C  OTPAaHWYCHHBIMH  BO3MOJXKHOCTSMHM  3JIOPOBBS Y HUBEPCUTET
00€eCIIeYnBaET:

— JIUISl UHBAJIUJIOB | JIMI] C OTPAHWUYCHHBIMU BO3MOXKHOCTSIMH 37I0POBBSI TIO
3pEHHUI0: pa3MEIICHUE B JOCTYIMHBIX JJIS OOYJaroNIuXcCs, SBISIONIUXCS CICITBIMU
WM  CIa0OBUIAIIMMHU, MeECTaX H B aJanTHUPOBaHHOW (opme CIpaBOYHOMN
uHPOpMAIIMM O paCHUCAaHWM Y4YeOHBIX 3aHATUN; TIPUCYTCTBHE aCCHCTEHTA,
OKa3bIBAIOIIETO oOyuJaroremMycs HEO0OXOIUMYIO MTOMOIIIb; BBITTYCK
QTBTEPHATUBHBIX (POPMATOB METOIUYECKUX MATEpUATIOB (KPYyHHBIA MIPUDT WA
aynuodaitinl);
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— JI1 UHBAJIWJI0B U JIMI C OTPAHWYCHHBIMH BO3MOKHOCTAMH 30POBbBA 110
CIIyXy: HAJIC)KAIIUMHU 3BYKOBBIMH CPCACTBaAaMU BOCIIPOHU3BEACHUC I/IH(bOpMaHI/II/I;

— I MHBAJHWIOB W JIMII C OTPAHUYCHHBIMH BO3MOXKHOCTSMHU 3/I0POBBS,
UMEIONNX  HApYIICHHWs  OMOPHO-IBUTATEILHOTO  ammapaTa:  BO3MOXHOCTH
OecTpensaTCTBEHHOTO TOCTYIa 00yJaronuXxcsi B y4eOHbIE TIOMEIICHUS, TyaJeTHBIC
KOMHATBhl M Jpyrue TmoMenieHusi kadenpsl, a Takxke MpeOblBaHHE B yKa3aHHBIX
MTOMETIICHUSX.

OOyuaromuecs u3 unciia nHBaiIUaA0B u aul ¢ OB3 obecrieueHbl ne4aTHHIMU
u  (WaM) DOIEeKTPOHHBIMH  OOpa30oBaTeIbHBIMH  pecypcamMu B ¢opMax,
aJlalTUPOBAHHBIX K OTPaHUYEHUSIM UX 3710poBbsi. OOpa3oBaHHe OOYYAIOIIUXCS C
OTPAaHUYECHHBIMH BO3MOXKHOCTSAMH 37I0POBbSI MOXET OBITh OPraHU30BaHO Kak
COBMECTHO C JPYTMMHU OOYYalOIUMHCS, TaK U B OTIEIbHBIX TpYyINIax WU B
OTHEJIbHBIX OpTraHU3alUsX.
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®OH/JI OLIEHOYHBIX CPEJICTB

1.1 KoHTpOJIbHBIE BONIPOCHI U 32/1aHNUS K IPOMEKYTOYHOI aTTeCcTAlUU

1. TlonsTHe KaAPOBOTO JIEIONPOU3BOICTBA.
2. T'ocymapcTBeHHOE peryJnpoBaHHe KaJpOBOIo JIeJI0IPOU3BOICTBA.

3. Pernamenranus opopmiieHus: kaapoBbix 10KkyMeHTOB B 'OCTax, yHUPHUIIMPOBAaHHBIX CHCTEMaX
JIOKYMEHTAITNH, KITAaCCU(PUKATOPAX TEXHUKO-IKOHOMUIECKOU U colnaibHOi nHpopmanuu, ['CIOY.

4. CoBpeMeHHas perjaMeHTalMs CO3JaHHsA KaJpPOBHIX JOKYMEHTOB Ha YPOBHE MHUHHCTEPCTB H
BEJIOMCTB.

5. HHCTPYKTHBHO-METOJMYECKHE MAaTepuasibl MPEeNNpHsITUA W OpraHu3allii MO CO3JAaHUI0 U
o(opMIIeHHIO KaAPOBBIX JOKYMEHTOB.
6. CrpykTypa OpraHu3aliOHHO-TIPABOBbIX JOKYMEHTOB.

7. TpebGoBaHMs K COCTABIECHUIO OPraHU3aLMOHHBIX JOKYMEHTOB, MPOLEAYPa MX COINIACOBAHUS U
YTBEPXKACHHUS, IOPSAOK BHECEHUS B HUX U3MEHEHUM U JOIOJHEHUH.

8. Hasnauenue miaHOBEBIX JOKYMCHTOB, UX BUJbI, CTPYKTYpa.

9. TpeboBaHuS K COCTaBIEHHMIO IUIAHOBBIX [JOKYMEHTOB, IpOLIEAypa HX COIVIACOBAaHUSA MU
YTBEPXKACHHUS, IOPSAOK BHECEHUS B HUX U3MEHEHUH U JONOJIHEHU.

10. HasnayeHue TOTOBOPHBIX TOKYMEHTOB, UX BUIBI, CTPYKTYpa.

11. TpeOGoBaHuss K COCTAaBJICHHIO JOTOBOPHBIX [JOKYMEHTOB, IpOIEIypa HX COIVIACOBAHUS MU
YTBEPIKJCHHUS, OPSAJOK BHECEHHSI B HUX U3MEHEHUH U JJOTIOJTHEHUH.

12. Paznuuus MeXIy HWHIWBUAYAIbHBIM TPYIOBBIM JOTOBOPOM U  TPaXKAaHCKO-TIPABOBBIM
JIOTOBOPOM.

13. PacnopsiaurenbHas KaJpoBasi JOKYMEHTALUs, BUBI M [IPABUJIa COCTABICHUS U 0hopMIIeHHSI.
14. CnpaBouHO-MH(pOPMAIIMOHHAS JOKYMEHTAIMS, BU/IbI, IPABUJIa COCTABICHHUS.

15. VYwuerHas kaapoBas JOKyMEHTAlUs, BUIbI, TpEOOBaHUS K 0(hOPMIICHHIO.

16. JIuunoe neno coTpynHuKa, TpeOOBaHUS K €ro 0(hOpMIICHHIO.

17. PaGota kaapoBoii c1y)0bI IO 00ECTIEYEHUIO0 COXPAHHOCTH MEPCOHANBHBIX JaHHBIX PAOOTHHKOB.
18. TlonoxkeHue o 3aIIUTE NEPCOHANBHBIX TAHHBIX.

19. Cornacue paboTHuKa 32 00pabOTKY M UCTIOIB30BaHUE €r0 MEePCOHATBHBIX JAHHBIX.

20. JlomKHOCTHAst MHCTPYKIIUS COTPYTHUKA OT/ENa KaIpOB.

21. VuudunupoBanHsie GOPMBI JOKYMEHTOB 110 Y4ETy KaJIpOB.

22. OdopmieHne npuema Ha padoTy.

23. JIM4HBINA TMCTOK U JIMYHAS KAPTOUKA PabOTHHUKA

24. HomeHknaTypa J1eJ1 KaJpOoBOi CITy>KObI.

25. ®opmupoBaHHE eIl

26. XpaHeHwue jaed.

27. DxcnepTu3a LEHHOCTH JOKYMEHTOB.

28. Odopmienue aei.

29. OO6paboTKa J1en 1Mo JINYHOMY COCTaBY.

30. CocraBneHue OnMUCe JIMYHBIX JIE.

31. IIpaBuna 3amosHEHHS TPYIOBBIX KHIKEK.

32. CocrapneHue, yTBep)KICHUE U BHECCHUE N3MEHEHHH B ITATHOE PACTIMCAHUE.

33. IlpaBuna oopmieHUs npuemMa COTpyIHHKA.

34. TlpaBuna odopMIICHHS TTEPEBOIA COTPYIHUKOB.

35. IlpaBuna oopmiieHNS YBOJIbHEHHS COTPYAHUKOB.

36. OdopmiteHune oTIycka.

37. TlpaBuna odopMIICHHS aKTOB.
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1.2 Tembl NUCbMEHHBIX PadoT

Paboueit nporpaMMoli JUCIMIUIMHBI HE TIPETyCMOTPEHO.

1.3 KoHTpOJIbHBIE TOYKHU

Homep KOHTpOJILHOM Tun KOHTPOJIbHOI Cnoco0 nmpoBeneHust Homepa Tem
TOYKHU TOYKH
1 Ipezenmayus C NOMOUWBIO 1-6

MEeXHUYEeCKUX CPeOCma
U UHOPMAYUOHHBIX
cucmem

2 Koumponvnas paboma | nucomenno 1-6

1.4 JIpyrue 00beKThI OLICHUBAHUSA

PaGoueii mporpamMMoi TUCHUIUTMHBI HE TIPEYCMOTPEHO.

1.5 CamocrosiTesqibHasi padoTa 00y4aroumerocst

HaunMeHOBaHUSI CAMOCTOSITEIbHOM PadoThI Homepa Tem
Tloozomoska Kk 1eKYUOHHBIM U NPAKIMUYECKUM 1-6
3aHAMUAM
Iloozomoska coobwenuil, 00K1a008 1-6

1.6 llIkana oeHUBAHUA pPe3yJIbTATA

[lkanel olleHUBaHUS U MPOLEAYPHl OLICHUBAHUS PE3yJIbTaTOB OOyUEHUS IO
AUCHUIIMHE  perinameHTupyrorcss  [lonokeHneM O  TEKylleM  KOHTpOJIE
yCIIEBAEMOCTH U TMPOMEXKYTOYHOM aTTECTallMM OO0YYaroUIMXCs IO MpOorpaMMam
BhICIIETO 0Opa3oBanus u [lonoxkenneM o 6amIbHO-PEUTUHTOBON CHCTEME.

Jns  oueHku cHOPMUPOBAHHOCTH PE3yJIbTaTOB OOyYEHHS IO JUCHUIUIMHE
UCITIOJIb3yeTCs 0AJIBHO-PETHHIOBAsI CUCTEMA YCIIeBAeMOCTH 00y4ar0NXCH !

@®opMOil UTOrOBOIO KOHTPOJSL MO AMCHMIUIMHE SIBISETCA JK3aMeH (Ui
nudpepeHIMpOBaHHBIN 3a4eT), UTOroBasi OlIEHKa (OPMHUPYETCS B COOTBETCTBUU
CO IIIKAJIOM, MPUBEACHHON HUXE B TaOJIUIIE:

basuiel Onenka
<=54 HEYJOBJIETBOPUTEIHHO
55-69 YAOBJIETBOPUTEIHHO
70-84 XOpOLIO
>=85 OTJINYHO
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IlIkana oueHUBaHUA pe3yabTaTa

2 (6amr mo 54)

JemoHCTpHpyeT HeTIoHNMaHue TpodaemMbl. MHOTHE TpeOOBaHus, MPENBABISIEMBIE K
3a/IaHUI0 HE BHITIOTHEHBI.

JleMOHCTpUpyeTCs IEPBUYHOE BOCTIpUATHE MaTepraia. PaboTa He3akoHUEHA U /WK
9TO MJIaruar.

3 (6ann 55-69)

JemMoHCTpHpyeT 9acTHIHOE MOHNMaHue Tpo0seMbl. boapmmHCTBO TpeOoBaHHH,
MIPEIBSIBISIEMBIX, K 33JJaHHIO BBHITIOTHEHBI.

Bnanenue snemeHTaMu 3aIaHHOTO MaTepuaia. B OCHOBHOM BEHITIOJIHEHHBIN MaTepuai
MTOHATEH M HOCHUT LEJOCTHBIN XapaKTep.

4 (6ann 70-84)

JemMoHCTpHpyeT 3HAaYNTENbHOE TIOHUMaHUEe TPOOIIeMbl 0003HAYEHHOW JUCIIATUTHHOM.
Bce TpeboBanus, IpeIbsIBIIEMbIC K 32JIaHUIO BBIITOJIHCHBI.

CopeprkaHue BBITIOJHEHHBIX 33/IaHUN PACKPBITO M PACCMOTPEHO C Pa3HBIX TOUEK
3peHwusl.

5 (6ann 85-100)

JeMoHCTpHpYeT NOoTHOE MOHUMaHue pobiieMbl. Bee TpeboBaHus, IpenbABIsSEMbIE K
3aJIaHUIO BBIIIOJHEHDI.

[TIpoaeMoHCTpUPOBAaHO YBEPEHHOE BIAJACHUE MATEPUATIOM JUCUUTUIAHBIL.
BrimomHeHHBIE 33/1aHUS HOCAT IETIOCTHBIX XapaKkTep, BHITOIHEHBI B TIOJTHOM 00beMe,
CTPYKTYPHUPOBaHbI, IPEJICTABICHBI PAa3IMYHbIE TOYKH 3PEHUS, IIPOJIEMOHCTPUPOBaH
TBOPYECKUHN MOJXO/I.
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