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1. HEJIM 1 3ATAYHU OCBOEHUSA JUCHUIIJIMHBI

Ilesim ocBOEHUS TUCUUIUIMHBI (MOIYJIs): AaTh CTYAEHTaM IIOJIHOE Ipe/iCTaBlIeHne 00
yIIpaBJICHUU NEPCOHAJIOM U KaJpOBOH AEATEIbHOCTH B JOKYMEHTALlMOHHOM OOECleueHUH
VIOpaBJIEHUs KaK Ba)XHOM HaIlpaBJI€HUM B pabOTe NPENNpHUATHH U YUPEXKIECHUH, O
cneurduke KaapoBOW JOKYMEHTAMM M METOJMKE paboThl C 3TOH Pa3sHOBHIHOCTBIO
JOKYMEHTOB.
3agauu:
- cdopMUpOBaTh y CTYIEHTOB KOMIUIEKC 3HaHUI 0 mpobieMax YHpaBlIEHUsS
HEPCOHAIIOM;

- JIaTh COBPEMEHHOE MMOHMMaHuE NMPOPECCUOHANBHBIX TpeOoBaHUI K mpodeccun
JOKYMEHTOBE/Ia U apXUBapHyca;

- MPOCIEAUTb OCHOBHBIE 3TaIbl (POPMUPOBAHUS U CTPYKTYPY CUCTEMBI YIPABICHUS
HEPCOHATIOM;

- 0XapaKTepU30BaTb HOPMAaTHUBHO-METOJUYECKYIO 0a3y I pacyeTa HOpMAaTHBHBIX

nokasatesneil KaJpoBoi JesTeIbHOCTH, pabOThI C KaJPOBBIMU JOKYMEHTAMU;

2. MECTO JUCIMIIVIMHBI B CTPYKTYPE OOII BO
JlaHHasl IUCUUIUINHA OTHOCUTCS K NMPO(EeCCHOHATIBbHOMY LIUKIY (BapHaTHBHAs YacCTh).
N3y4yeHne AMCUMILINHEI CBA3aHO C «/okymeHTOBeneHneM», «OpraHu3anuei 1 TEXHOJIOTHEN
JOKYMEHTALIMOHHOTO 00€ecIeueHus yrpaBieHus», «['ocy1apcTBEHHbBIMU, MyHUIIMIIAJIbHBIMU
Y BE€JJOMCTBEHHBIMHU apXuBamu», «OpraHu3anuei rocy1apcTBEHHbIX yupexaeHuil Poccum»

3. TPEBOBAHUSA K PE3YVJIBTATAM OCBOEHHUA COAEPKAHUA
JUCHHUITJINHBI

[Ipouiecc wW3ydeHWs AWCHMIUIMHBI HANpaBJeH Ha (HOPMHUPOBAHUE DSIEMEHTOB
cienyronmx komneteHuil B coorBerctBUM ¢ PI'OC BO mno pgaHHOMY HampaBieHUIO
MOATOTOBKH (CIECIIMAIIBHOCTH):

0) npodeccuonanbubix (I1K)

-CIOCOOHOCTBIO pa3pabaThiBaTh JIOKAJIbHbIE HOPMATHUBHBIE aKThl U HOPMATHUBHO-
METOJIMYECKHE  JOKYMEHThl 10  BEIEHUI0  HMHPOPMAIMOHHO-IOKYMEHTALMOHHOTO
oOecrieueHus yrnpasiaeHus u apxuBHoro nena (I11K-31);

- BIIQJICHUEM 3aKOHOJaTeIbHOMI u HOPMAaTHUBHO-METOIMYECKOU Oasoit
MH(OPMALIMOHHO-TOKYMEHTAIIMOHHOTO O0ECIeYeHHsl yNpaBlIeHUsT M apXUBHOIO Jiefia,
CIIOCOOHOCTBIO OPUEHTUPOBATHCS B MPaBOBOM Oa3e cMexkHbIx obnacrei ([1K-32);

-3HAaHUEM OCHOB TpyJ0BOro 3akoHomatenbcTna (I1K-33);

- cobmoaenneM npasmil 1 HOpM oxpanbl Tpyna (I1K-34);

-3HaHMEeM TpeOOBaHMM K OpraHu3aluu  KaJpoBOTO  JACJIONPOU3BOJICTBA U
JOKYMEHTUPOBAHUIO TPYAOBBIX OTHOUICHHUH, XpaHEHUIO JOKYMEHTOB IO JUYHOMY COCTaBY
(IIK-36);

- BIIaJICHUEM HaBbIKAMH PAOOTHI C JOKYMEHTAMH, COJEpXKAIIUMU HHGPOPMAIIUIO
orpanuueHHoro gocryna (I1K-38)



B PE3YJIbTAaTC OCBOCHUA NUCIHUIIIINHBI 06yqa10mnec;1 JOJIDKHBI:

3name:

-KOHIICTIHIO YITPABJICHUA TICPCOHAJIOM B PBIHOYHBIX YCJIOBUAX,

-IIpUHOUIIBI W MCTOJbI

OpraHu3aluu;

MMOCTPOCHHUA CHCTCMBI

YIOpaBJIEHUs TMEPCOHAIOM

-COACPIKAHNC OIICPATUBHOIO IJIaHA KaK OCHOBBI KaJIpOBOI'O INIAHWUPOBAHUA B

OpraHu3aluu;

-CIIOCOOBI 1 CpCACTBA OpraHU3alu HaliMa U 0T6opa IepcoHajia,

-npaBuiia 0popMIICHUS TOKYMEHTOB IIPU MpUeMe MepcoHana Ha pabory;
METOJIMKY yIpaBleHUsl JEJIOBOM Kapbepoil U CiyxeOHO-TpodeccroHaTbHBIM
MPOJIBMKEHUEM TTEpCOHAa;
- OCHOBBI JOKYMEHTHUPOBAHHS TOCYIAapCTBEHHOW CIYKObl B IIEHTPaJbHBIX H
MECTHBIX YUPEKJIECHUSAX JOPEBOIOIMOHHOM Poccun;
3aKOHOJATENIbHYI0O W HOPMATUBHYIO pErjaMEHTAIUI0 JOKY-
MEHTUPOBAHUSI paOOTHI C KaJpaMu;

- COBPEMEHHYIO

Ymemon:

-aHaJIM3UPOBATh YHCICHHOCTh U ABIKEHUE MEPCOHAIA;
-IJIAaHUPOBATH TIOTPEOHOCTH B TIEPCOHAJIE;
-OpraHM30BBIBATH MPOIIECC HAOOPa KaIpoB;
-TIPOBOJNTH O3HAKOMHUTEIFHOE COOECEeIOBAHNE;
-0TOMpaTh epcoHaI Ha OCHOBE JTOKYMEHTOB;
-OpraHn30BaTh ATTECTAIMIO MTEPCOHATIA;

-YIIPaBIIATh TEKYYECTHIO KAJIPOB;

B

-COCTAaBJIATb U BCCTU JOKYMCHTAIIMIO IO MEPCOHATY PA3JIMYHBIX OPraHu3aliMOHHO-

MPaBOBBIX (HOPM.

IIpuoOpecTH ONBIT AEATEIHLHOCTH:
- paboThI C KaJpamu;

4. CTPYKTYPA U COAEP KAHUE JUCHUIIJIMHBI

4.1. CTpyKTypa AUCHMILINHBI

OO6mias TpyI0EMKOCTh AUCITUIIIMHBI COCTaBIsET 8 3a4eTHBIX eAuHUIIHI (288 yaca).

Ne Paznen cemect | Hene Buner yue6HO# paboTHI, BKIIIOUAs Dopmbl TEKyLIETO
1/ p it CaMOCTOSITENIbHYIO pabOTy CTYJJ€HTOB U KOHTPOJIS
I Hucuuniaunbt ceme TPYAOEMKOCTb (B 4acax) yCHEBACMOCTH
crpa ®Dopma 3
JIEKLUH npakTud. | CaMoCTOSAT. HPOMEXKYTOTHOU
pabota aTTecTaluu
1. | Pazgen .1 6 1-2 4 4 10 CEMHUHAp

Tema 1. Yrpasnenue
IIepCOHAIOM KaK HayKa U

ydeOHas QUCITUTUIHHA.




Tewma 2. Cuctema
yIpaBJIeHHsI IEPCOHATIOM
JOY B opranuzanuu.

3-4

10

Tewma 3. Ilepconan
OpraHU3aIiy U aHAJIU3 eT0

CTPYKTYPHI.

5-7

34

Pa3zpnen 2.

Tema 4. HopmatuBHas 6a3za
yIpaBJICHUS IIEPCOHAIOM
U KaJpoBOTO
JEJI0NPOU3BOJCTBA

10

CeMHHap

Tema 5. IlnanupoBaHue
NoTpeOHOCTH B TEpPCOHAe
i(0)%

26

Paznen 3.
Tema 6. Opranuzanus
Habopa KaapoB.

10-
11

10

Tema 7. Metoapl oTOOpa
repcoHara.

12

26

TECT

Tema 8. MeToab! OLIEHKH
repcoHasa

13

20

Pa3nea 5.

Tema 9. OcHOBHEIE
MIPOIIECCHI ACSITETLHOCTH
CITYKOBI yIIpaBJICHUS
MIEPCOHAIOM

14

20

10

Tema 10. PazButue
nepcoHana

15

20

11

Tema 11. Attecranus
nepcoHana

16

20

12

Tema 12. JlokyMeHTBI 11O
MIepCOoHAIY

17

OK3aMCH

Bcero

32

32

206

18

HUtoro

288

Hist O30

/

Pazgen

JIMCIUIUTMHBI

CeMecCT
p

Hene
s
ceme

Bunpl yue6HoI paboThl, BKIIOUas
CaMOCTOSITENIbHYI0 Pa0OTy CTYIEHTOB U
TPYAOEMKOCTb (B Yacax)

DOpMBI TEKYILLETO
KOHTPOJIS
YCIIEBaEMOCTH
®dopma




cTpa

JICKITUIA

IIpaKTu4.

CamocCTosT.
pabota

IIPOMEKYTOYHOMI
aTTecTalluu

Pazpen .1

Tema 1. Yrpasnenue
[IEPCOHAJIOM KaK HayKa U
y4eOHast TUCHUTIIINHA.

20

ceMuHap

Tema 2. Cucrtema
yIpaBJIeHHUs MEPCOHATIOM
JOYVY B opranuzanuu.

20

Tewma 3. Ilepconan
OpraHu3allii U aHAJIU3 €ro

CTPYKTYPBHI.

20

Paznen 2.

Tema 4. HopmaTuBHas Oa3a
yIpaBJieHUs TEPCOHATIOM
U KaJIpOBOTO
JICTIONPOM3BOICTBA

20

CeMHHap

Tema 5. IlnmanupoBaHue
MOTPEOHOCTH B MIEpPCOHAIIC
A0Y

30

Paznen 3.
Tema 6. Opranuzamnmst
Habopa KaapoB.

20

Tema 7. Meronsl otbopa
nepcoHaia.

20

TECT

Tema 8. MeTonpl OLIEHKH
repcoHasa

20

Pa3nea 5.

Tema 9. OcHOBHEIE
MIPOLIECCHI ACSITETLHOCTH
CITYKOBI yIIpaBJICHUS
IIePCOHAIOM

20

Tema 10. PazButue
repcoHasa

10

10

Tema 11. Arrecranus
repcoHasa

20

11

Tema 12. JIokyMeHTBI 110
MepCoHAITY

10

DK3aMeH

14

Bcero

254

18

HUroro

288

4.2. Temarnyeckuii IJIAH OCBOCHUSl JUCHUILIMHBI 110

AeSITeJIbHOCTH M BHIbI CAMOCTOSITEJIbHOM (BHEAyIMTOPHOI) padoThI

BHIaM  y4eOHOIl



HaumeHoBanmue Conep:xkaHue y4ye0HOIro MaTepuaa Dopmu-
pa3aesioB U TeM (TeMBI, NepeYeHb PACKPHIBAEeMbIX BOIIPOCOB): Oo6bem | pyemble
JIEKIIUH, NPAKTHYECKHEe 3aHATUS (CEeMUHAPBI), JacoB / | koMmiie-
HHIUBUAYAJIbHbIC 3aHATHS, CAMOCTOSITeJIbHAsI padoTa 3.e. TeHLHHU
o0yuauuxcsi, Kypcosasi pa6ota (1o Teme)
1 2 3 4
7= ceMecTp
Pazgen 1. OcHOBHBIE 331241 ¥ QYHKIMH YIPABICHUS TIEPCOHATIOM
Tema 1.1.. Jlekuun: MecTo W 3HAaUYEHHE CIYXKOBl yNpaBleHUA [IK-31
VYnpasnenue MEPCOHAIIOM. 3HAYUMOCTh JOKYMEHTHPOBAHHS TPYAOBBIX 4 TIK-32
MEepCOHANIOM KakK OTHOIIIEHUW W COXPaHEHUS JOKYMEHTOB MO JMYHOMY TIK-33
HayKa 1 yuyeOHas COCTaBy. 3ajauyd MW  [OpeAMET M3Yy4eHHs  Kypca. TIK-34
JUCIUIIIIMHA. Pa3HOBUAHOCTH JOKYMEHTOB IO (YHKIUSM M 3ajadyam T1K-36
yIIpaBJIEHUs KaJpaMU: IIEPCOHAIbHbIE, YUETHBIE, [IIIaHOBBIE, ITK-38
OTUYETHO-CTaTUCTUYECKUE, OpraHU3alMOHHO-
pacnopsiAuTeNbHbIE
Jlekmmsa:  Cuctema ympasieHus Tmepconamom JJOY B
OpraHu3auu
IIpakTuyeckue 3aHATUS (CEMUHAPBI): 2
CemmHapckoe 3aHstue. KampoBoe, wuH(MOpMAIMOHHOE,
TEXHUYECKOE€ M  I[PaBOBOE  O0ECIEYEHHE  CUCTEMBI
yIpaBJIEHUs IEPCOHATIOM
2
CamocrosTensHas pabota: Mzyuenne ydyeOHOro mMatepuana
Pasnen 2. KagpoBas moquTHKa OpraHU3aIiun
Tema 2.1 Jlexuuu: Koaekc 3akoHOB 0 Tpyne P® u koMMeHTapuu K 4 IIK-31
Hopmarushas 6a3za HeMmy, (enepampHbie  3akoHBI «OO0  wWHpOpMaNHH, I1K-32
yIIpaBJICHUS WHPOPMALMOHHBIX TEXHONOTUSIX U O 3alIuTe MH(OpMALUN», I1K-33
MePCOHAJIOM U «O mepcoHaNbHBIX AaHHBIX», «OO0 apXWBHOM Jelie B I1K-34
KaJpoOBOTrO Poccutickoit @eneparnum». UHCTPYKITHS O TIOPSIKE BEICHUS I1K-36
JeJIONIPOU3BOJICTBA TPYAOBBIX KHIXEK Ha MPEANPHUSATHIX, B YUPEKIACHUAX H IIK-38
opraHuzanmsix, llepedeHb THHOBBIX YIPaBIECHYECKUX
JOKYMEHTOB, 00pa3yroIiuxcs B IPOLEcce AeITebHOCTU
rocyJapCTBEHHBIX OpraHoB, OpTraHoB MECTHOTO
CaMOYIIPaBJICHUS W OpraHU3alluil, ¢ yKa3aHHEM CpPOKOB
XpaHeHusl. JIOKyMEHTBI, PErIaMeHTUPYIOIIUE ACATEIbHOCTD
KaJpOBBIX CIyXO0: IIOJOXKEHHWEe O KaapoBOW ciyx0e,
JOJDKHOCTHBIE MHCTPYKLUM PaOOTHUKOB KaIpOBOW CIIyXKOBI.
NHdopManroHHO-CIPaBOYHbIE M IOWCKOBBIE CHUCTEMBI 6
I'APAHT, KoncynsranT ILiroc.
IIpakTudyeckue 3aHiaThS (ceMuHAphl) COCTaBUTH KPATKHAH
ClOBaph  TEPMUHOB, ~ MCIONB3YEeMBIX B KajpoBoM | ,
JIETIOIPOU3BOJICTBE M APXUBHOM JIETIE.
CamocrosTensHas pabota M3zyuenne yuebHOro Marepuania
Pazgean 3 Pabota c kanpamu
Tema 3.1 4 [IK-31
Opranuzanus Jlexnun: Oprannzanms Habopa KaapoB. J(OKyMeHTHI TIK-32




Ha0opa KaJipoB KaJpoBOr0  JCJONPOU3BOACTBA. EMUHBIN  mopsgok TIK-33
odopmeHus TPYIOBBIX [IPaBOOTHOLICHUI 6 TIK-34
(yHHQUUUpPOBaHHBIE CHUCTEMBI TIEPBUYHOW  y4ETHOM TIK-36
JIOKyMEHTAIH ). Bl KaApOBEIX TOKYMEHTOB (TPY0BOM TIK-38
JIOTOBOP, TPY/I0Basi KHM)KKA M BKJIAABIII K HEH, TPHUKA3HI O
npueMe, NepeBojie, YBOJIbHEHUU, MOOUIPEHHH, Tpaduk 2
OTITyCcKOB U 1p.).Dopmel ydeTa. Peructpanms KaapoBBIX
pacHoOpsSIANTENBHBIX JOKYMEHTOB B 3aBUCHMOCTH OT
CPOKOB XpaHEHHS.
[pakTryeckre 3aHATHS (CEMUHAPHI):
Cemmunapckoe 3anstue . [lepemenienusi, paboTa ¢ KaapOBbIM
pe3epBOM, IUIAHUPOBAHHE JETOBOM Kapbephl
Cemmunapckoe 3anastre [lombop nepconana u npodopreHTAIHS.
[Ipaktuueckas Ned. JlenoBa urpa « OTOOpOYHOE HHTEPBBIO MTPH
YCTPOMCTBE Ha paboTy»
AHanu3 YUCIEHHOCTH M JBI)KEHHUS MepcoHala
(peurenue 3amaq)
HenoBas urpa
«CrpykTypa
KaapoBoil  ciyxObI | CaMocTosTenbHas padora M3ydyenne yueOHOro MaTepuaa
PazpaboTka miaHoB
o KOHKPETHBIM
MEpOMPUATHSIM B
obmactu
yIIpaBIICHUS
TIEPCOHATIOM
Pasznen 4. JlokyMeHTHpOBaHUE KaIPOBHIX MPOIIECCOB
Tema 4.1. Jlexnun: OCHOBHBIE KaApOBBIE TOKYMEHTHI: TpPYIOBEIE 1IK17
KOHTPAaKTHl (JOTOBOPHI), MPUKa3bl MO JTUYHOMY COCTaBY, 1IK 26
YHuUUMPOBaHHAS | Tpy/oBbIe KHIKKH, JIMUHBIC KAPTOUKH (popMbl T-2, JTHIIEBBIC TIK 31
cucrema cdeTa mo 3apabortHoil miate. [IpaBuna opopmieHus u IIK 33
AOKYyMCHTAIIMH T10 CHCTEMATH3alluK KaJIpPOBHIX JOKYMEHTOB.
TIAHOMY COCTaBY [IpakTHyeckue 3aHIATHUSL (cemMuHapsbI) peuenune 2
CUTYallMOHHBIX 3aJ1a4 0
CocTaBreHue JOKYMEHTOB IO MEPCOHAITY 2
CocraBieHue ¥ aHAU3 IITATHOTO PACIHCAHUS
CamocrosTensHas pabota M3yuenne yuebHOro marepuania
Pa3gen 5 OcHOBHBIE MPOLIECCH ACATENBHOCTH CIYKObI YIpaBICHUS MEPCOHATIOM
Tema 5.1. Jlexmuu: JIOKyMEHTHpOBaHHE TPYIAOBBIX OTHOIICHUM, IIK-10
Odopmnenne BO3HHMKAIOIIMX MpU IpHeMe Ha paboTy, MepeBoje H IIK-15
TPYZOBBIX YBOJBHEHUH  pabOTHHKA: cocTaB W o(OpMIICHHE 5 MK-31
OTHOIIeHUH(TIpreMa | JOKYMEHTOB. CoBMenieHHE W COBMECTHUTEIIBCTBO. 5 [IK-32
Ha padoTy, Odopmiienne 3aMemieHus] OTCYTCTBYIOIIETO COTPYIHUKA. 5 I1K-33
IIEpEBOJA, Odopmienne Ha paboTy coBMmecTHTeNnd. V3MeHeHUs B [1K-34
YBOJILHCHUS, MOKyMCHTax B CBSI3M  CO cMeHOH  (amMmIHm. I1K-36
OTITYCKOB | T.Z.) JIOKyMEHTHpOBaHUE OIICHKU NEATCILHOCTH PaOOTHHKOB. IIK-38




[IpakTudeckre 3aHATUS (CEMUHAPBI):

pEIICHNE CUTYaIlMOHHBIX 33]a4

Cemunapckoe 3anstie [loaroroBka, mepenoaroToBka u
MOBBINICHNE KBATU(UKAIIUN TIEPCOHANA.

VYrpaxkHeHne «ATTeCTalrs MOJIOJIOTO CIICIIUATUCTAY
Cemunapckoe 3ansatue [IpodeccronanbHas u
OpraHu3aluoOHHAas aJanTalus nepcoHana.
CamocrosTenbHast padora M3ydeHune yueOHOT0 Marepuaia

[IpakTHyueckne 3aHATHS (CEMUHAPBI): PEIICHHE
CUTYAIMOHHBIX 33124
CamMmocrosTensHas padora: M3yuenue yuyeOHOTrO MaTepuana

Tema 5.2. 2

JlokanbHbBIC aKTHI, Jlexknun:  OpraHu3annoHHBIE  TOKyMeHTH  (Ycras, 8 [IK-31

pernamentupyonue | IIpaBuna BHYTPCHHETO TPYAOBOI'O pacrnopsiika, 1 I1K-32

KaJIpOBYIO KommektuBnblii  gorosop, IlltatHoe  pacnucanue, I1K-33

JIeATEILHOCTD TpynoBoit gorosop, IlojioxkeHUs O MOJApa3EICHUIX U T1IK-34

NpeANPUATUS HanpaBJICHHUIX JICATCIILHOCTH, UHCTPYKIIH). I1IK-36
PacnopsinutenbHble 1OKyMeHThbI (Kaaposble IIpuxassr). I1K-38

HNudbopMaimoHHO-CIIPaBOYHBIE JTOKYMEHTHI (IOKIIAIHBIE U
00BSICHUTEbHBIC 3aUCKH, AKTHI, CIIpaBKy, 3assBICHUA).
[IpoToxko.

[IpakTHyeckye 3aHATHUS: PEIICHUE CUTYyallMOHHBIX 3ajad
PazpaboTka HOIKHOCTHOW WHCTPYKLIUU»

CamocTrosTenpHas paboTa: M3ydeHne yueOHOro marepuania

[IpumepHast TemaTHKa KypcoBOi pabOThI

CamocrosTensHast pabota o0y4aromuxcsi HaJ KypcoBoi paboToit

Bua utoroBoro koHTpoJs (3a4er, S5k3aMeH, AU GepeHIMPOBAHHbIN 3a4eT) Okzamen

BCEI'O: | 180/5

5. OBPA3OBATEJIBHBIE TEXHOJIOI'NN

B cootBerctBUM ¢ TpeboBanusmMu PI'OC BIIO mo HampaBieHHIO TOATOTOBKH
«/lokyMeHTOBeleHME UM apXWBOBEACHHUE» peaju3alus KOMIIETEHTHOCTHOIO TOJAXO0JAa
npeaycMaTpuBaeT IIMPOKOE UCIOJIb30BaHME B Y4eOHOM TMIpollecce AaKTHUBHBIX U
WHTEPAKTUBHBIX (HOPM MPOBEICHUS 3aHSITUH.

CrpykTypa U cojaepKaHUE Kypca MpEeNoJiaraloT aKTUBHYIO HHTEJJIEKTYaJIbHYIO U
KOMMYHUKAaTUBHYIO JIEATEIbHOCTh CTYACHTOB. Kypc BBICTpOEH TakuM 00pa3oMm, 4YTOOBI
00eCTIeuuTh Pa3BUTHE COOTBETCTBYIOMIMX MPO(ECCHOHATBHBIX KauecTB y CTyAeHTOB. Kypc
JEKLHI, CEeMUHApCKUE W MNPAKTUYECKHE 3aHATHUS OTJIMYAIOTCS YCTAHOBKOW Ha CO3JaHUE
NapTHEPCKUX OTHOIICHMI, YTO HAXOAUT OTpaXkeHue B MeTofax ooydeHus. [IpuopureTHpIMU
METOJIaMU OOy4Y€HUsl SIBISIOTCA AKmMueHvle Memoosl, TIe TIIaBHOE BHUMAaHUE YIENeTCs
NPaKTUYECKOW OTPaObOTKE 3HAHUI, YMEHUI 1 HABBIKOB.

Jlexyuonnvle 3anamus MPEANONAralOT MPEJBAPUTEIBHYIO MOATOTOBKY, CBS3aHHYIO C
OCMBICJICHHEM 3asBICHHBIX NpoOJieM, U HE HCKIIOYAIOT JUAJOTHYECKOr0 OOIIEeHUS
CTYZICHTOB C MPENOJABATEIIEM.

Ha cemunapckux sanamusx ucnonab3yr0Tcs COBPEMEHHBIE METOIbI OOYUEHHUS - IEJIOBbIE
UTPBI, MUHU-KOH(EPEHIINHU, AUCKYCCUH, TIO3BOJISIIOIINE M30€KaTh MacCUBHOTO

10




BOCIIpUATUA I/IH(l)OpMaHI/II/I n MaKCHUMAJIbHO HCIIOJIb30BATh TBOpLIeCKI/Iﬁ IIOTCHO MU AJI
CTYACHTOB.

6 OLEHOYHBIE CPEACTBA JJd TEKYHWEIO KOHTPOJIA
YCHEBAEMOCTH Y TIPOMEXYTOYHOMN ATTECTAIIUA

6.1. KoHTpPOJIb 0OCBOCHUSA TUCUUIJINHBI

KoHTposib 0CBOCHMSI AUCHHUIUIMHBI MPOU3BOAUTCS B COOTBETCTBUU C [losoxkeHunemM o
IIPOBEJCHUH TEKYLIErO KOHTPOJIA YCIIEBAEMOCTH U TIPOMEKYTOYHOW aTTECTAMUCTYACHTOB
OI'bOY BO «KpacHomapckuii rocyaapCTBEHHBIM HMHCTUTYT KyJIbTypbl». [Iporpammoin
JTUCLHUIUIMHBI B LENAX IMPOBEPKA MPOYHOCTH YCBOCHHS MaTepuaja MpeayCcMaTpUBACTCS
IIPOBEJICHUE PA3IUYHBIX (POPM KOHTPOJIS.

Texywuii KoHmMpoab YCIEBAEMOCTH CTYACHTOB IO JUCLUUIUIMHE NPOU3BOAUTCS B
cienyronmx popmax:

- OLEHKH, BBICTaBIIEMBIE CTYAEHTAM Ha CEMHHApax 3a OTBETHl Ha BOIPOCHI,
COZEpKAIINECA B IJIAHAX CEMUHAPCKUX U MPAKTUYECKUX 3aHSITUM.

Pyb6eorcnbiii konmpons Ipe1ycMaTpUBAET OLIEHKY 3HAaHUM, YMEHUI U HABBIKOB CTYAECHTOB
[0 NPOWJEHHOMY MaTepHally IO JaHHOW [HWCHUIUIMHE Ha OCHOBE TEKYIIMX OILIEHOK,
MOJIYYCHHBIX MMM Ha 3aHATHSX 3a Bce BUAbl paboT. B Xxome pyOeXHOro KOHTPOJIS
WCIIOJIB3YIOTCS CIIEAYIOIIME METOIBI OLICHKHA 3HAHWM:

e YCTHBIEC OTBET;

¢ TPaKTUYECKHE PabOTHI;

IIpomesicymounvii KOHmMpob 1O PE3yJIbTaTAM CEMECTPA M0 AUCLUIIIMHE IPOXOAUT B
dbopme 3auéTa (9K3aMeHa).

6.2. OeHo4YHbIE CPeCTBA

6.2.1. Ilpumepsnl TeCTOBBIX 3aJaHUil (CUTYyaIIUil)

3ananmue 1.

Haiitn B nH(pOpMAaIImoHHO-CIIpaBOYHBIX MOUCKOBBIX cucteMax ' APAHT wmm KoncynbsranT Ilmroc
WHCTPYKIIMIO O MOPSIIKE BECHUS TPYJOBBIX KHUXKEK.

CocTaBUTh CXeMBl JOKYMEHTHPOBAHHMS CIEAYIOIINX OTHOIIEHWH: MmpuemMa Ha pabdoTy, mepeBoia
paboTHHKA Ha IPYTYIO AOJHKHOCTD, YBOJIBHEHHUS PaOOTHHUKA.

3aganue 2.

Haiitu B urdopManmoHHO-cipaBouHbIX MoUcKoBBIX cucteMax ' APAHT wunn Koncynsrant [lmtoc
yHU(GUIUPOBAHHYIO (OPMY MpUKa3a MO JUYHOMY COCTaBY (O IPEIOCTAaBICHUU OYEPEAHOTO OTIIYCKa),
YHHQUIUPOBAHHYIO (OPMY KOMaHIUPOBOYHOTO yaocToBepeHus. OGopMuUTh KaapoBYIO TIOKYMEHTAIHIO.
3ananue 3.

3aperucTpupoBaTh NOATOTOBICHHBIE paHee JOKYMEHTHI TI0 JHYHOMY COCTaBy B JKypHajax ydeTa.
3ananue 4.

[IpoBecTn sKcrepTH3y IEHHOCTH JOKYMEHTOB IO OMHCAM JOKYMEHTOB, COONIONAs MOPSIOK BKIIOYECHHUSB
OTMUCH JeJ JOKYMEHTOB C Pa3HBIMH CpPOKaMH XpaHeHUsd (IMTOCTOSHHOTO XPaHEHHS, JOKYMEHTOB IIO
JUYHOMY COCTaBY, CIIPAaBOYHOT'O 3HAUCHHS).

3ananue S.
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[ToAroTOBUTH OTBET HA 3allPOC COIMAILHO-IIPABOBOTO XapaKTepa B BHUJE apXHUBHOU CITPABKHU.
3ananue 6.

[MoaroroBeTe M 0opMUTE NPUKA3 MO JTUYHOMY COCTaBy O IIpUeMe Ha paboTy.

3ananue 7.

3anosHUTE JIMYHYIO KapTouky popmer T-2.

3ananue 8.

CocTaBbTe JOBEPCHHOCTh Ha MOJYYCHUE 3apaOOTHOW IUIATHI.

3ananue 9.

3anonanuTe GOpMY TPYIOBOM KHMXKKHU (TUTYJIBHBINA JIUCT M pasaei «CBeaeHus o padoTey).
3ananue 10.

CocTaBbTe pe3ioMe, MPeoCTaBISIEMOE TIPU TPYIOYCTPOICTBE.

6.2.2. KoHTpoJibHBIEC BONPOCHI JJIs1 MPOBEAEHUS] TEKylIero KOHTPOJIS
- KOHTPOJIbHBIN MMCBMEHHBIN OITPOC Ne 1
1 BapuaHT
JlafiTe omnpeneneHne MOHATHIO "YTIpaBiIeHUE TIEpcoOHAIOM" .
OmpexennuTe MECTO AUCITUIUIMHEI "YTIpaBIeHHUs IEPCOHAIOM" B CHCTEME COBPEMEHHBIX HayK.
Jaiite omnpeneneHre MOHATHAM PO eCcCHOHANbHAS U METOJAMYECKAsi KOMIIETEHTHOCTb.
B kakmx moxymeHTax OIpe/eNIeHbl MpaBuiia y4yeTa epconana?
Kakumu npuamHaMu MOKET OBITh 00YCIIOBIIEHO BBIOBITHE ITEPCOHANIA M3 OPTaHM3aAITIHN?
Packpotite, uTo cO00¥ TIpencTaBiIsIeT CTPYKTypa IMepCcoHaia M KaKOBEI €€ Pa3HOBHIHOCTH.
UTo 03HAYAIOT TaKWE€ MOHSTHS, KaK MPOQECCHs, CICIHMAIBHOCTD, KBATH(DUKAITHI?
Uro Takoe cucTeMa yIpaBieHHs IePCOHANIOM?
Uro Takoe KOHIEMIMs ynpasieHns? KakoBbl ee 1enu u COCTaBHbBIE YacTH?
0. Kakne nmpuHIMITEI HEOOXOMMO YUYHTHIBATh P PAa3BUTHH CHUCTEMBI YNPABICHUS TEPCOHATIOM?
2 BapUaHT
1. Yto sBigercs npeameroM "YIpaBieHue nepcoHainom"?
2. JlaiiTe XapaKTepUCTHKY CTPYKTYpe 3HAHWN HAyKH YIPABJICHUS TIEPCOHATIOM U MOKAKHUTE €€
MPaKTUYIECKYIO 3HAYHMMOCTb.
Jaiite onpeiencHre MOHATUSAM COIMANIbHAS M BPEMEHHAs! KOMITCTEHTHOCTb.
OOBsCHUTE, YTO TaKOE HOPMAaTUBHAS, CIIICOYHAS U SBOYHAS YHCIICHHOCTh IEPCOHANA.
Uro Takoe 060pOT mepcoHaza U 4eM OH 00ycIOBIeH?
C noMoIIpI0 KaKuX MOKa3aTelleil MOKHO OXapakTepH30BaTh JABIKEHHE IepcoHama?
HazoBuTe kakue CymecTBYIOT KaTErOpUH MEePCOHANa U JaiTe UM XapaKTePUCTHKY.
Ha3zoBute cocraB mojacucTeM CHCTEMBI YIPaBIIEHHs TIEPCOHATIOM M UX OCHOBHBIC (DYHKIIHH.
HazoBuTe NpUHIMITEI YIIPABICHUS IEPCOHAIIOM.
10. Kakue npuHIUIIBI HEOOXOAUMO YUUTHIBATH MPU (OPMUPOBAHUH CUCTEMbI YIPABJICHUS TIEPCOHATIOM?

e I A Gl

O X NN kW

KOHTPOJIbHBIH ITHCbMEHHBIH OITPOC Mo 2
1 BapuanT

HazoBute nenu kazpoBoil MOJUTHKH.
Kakumu ¢axTopamu ompenensTcsi KaapoBas MOJUTHKA OpraHU3aluu?
HazoBute TuIBI KagpoBOH MOIUTHKH.
Kaxue Bompocs! pemaet kapoBoe MJIaHUPOBAHKE U KaK OHO CBSI3aHO C TNIAHUPOBAaHUEM
NEeSATEIbHOCTH OPraHU3aluu B 1IEIOM?
5. C noMoImpl0 KakuxX METOJl OCYIIECTBIISIETCS KaJpoBO€e IUIaHUPOBaHUE?
6. Kakue ¢axTopbl BIUSIOT HAa MOTPEOHOCTH OPraHU3alUU B IIepcoHae?
7. Ha xaxux mpuHOUIAX OCHOBBIBAaETCS 0TOOP KaapoB?
8
0.
1

bl NS

Yro Takoe KaapoBoe cobeceJoBaHUE M KaK OHO MPOBOJUTCA?
KaxoBbl nocTouHcTBa 1 HeI[OCTaTKI/I MUCbMEHHBIX METOAOB 0TOOpa MPETeHICHTOB?
0. [atiTe onpenenenne TepMUHy "TecT" U MEPEUUCIUTE ETO BUJIBIL.
2BapUaHT
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Jaiite onpeneneHne NOHATUIO KaApoBas MOJIUTHKA.

B kakux moxyMeHTax Aekaapupyercsi U GUKCHpYeTcs KaapoBas IOJIUTHKA?
[lepeuncnure OCHOBHBIE HANpaBICHUS KaJpPOBOU MOJINUTHKH.

[lepeuncnure 3Tanel MOCTPOEHUS KaJAPOBON MOJTUTHUKH.

Kaxue nmpuHIHMIIBI J€KaT B OCHOBE KaJpOBOT0O TUIAHUPOBAHUS?

Kakumu METOJaMU OCYIIECTBIACTCA IMPUBJICYCHUC KAAPOB, B UEM HUX NOCTOMHCTBA U HC)IOCTaTKI/I?

Yro Takoe mpodeccruorpaMmma u AJsl 4ero oHa HYXHa.
[epeuncnure sTansl 0TOOpPa KaIpos.
Ha3zoBute BHABI KagpoBBIX coOeceI0BaHUI.

. HepeqnanTe KaKu€ CYHICCTBYIOT BUAbI aHKCT.

KOHTPOJIbHBIH ITHCbMEHHBIH OITPOC N 3.
1 BapuaHT
Yro coboit OpEACTaBIISCT MPOLECC OLICHKU Ka,Z[pOB?

Hepqu/Icm/ITe C MOMOIIBIO KaKUX MCTOJOB IPOBOAUTCSA KaJApPOBOC CO6CCC,I[0BaHI/IG.

Yro Takoe BBCICHUC B JOJUKHOCTH U KaK OPraHM30BaH 3TOT HpOHCCC?

[lepeuncnure OCHOBHBIE HANpaBICHUS MPO(YECCHOHATHHOTO O0yUEHHS M TOBBIMICHUS KBaTHU(UKAIIH
repcoHarna.

HazoBute ocHoBHBIE (hOpMBI 0OYICHHS HOBBIX PAOOTHHUKOB Ha IPOU3BOJICTBE.
INepeuncnure ocHOBHBIE (HOPMBI TPEHUHTA.

I[aﬁTe OIIPEACIICHNUE MMOHATUIO aTTECTAINA U IIEPCUYUCTIUTE €€ OCHOBHEBIC BUBI.

HazoBure 1ienu J1e10BOM Kapbephl ISl pa3IudHBIX JIIOJEH.
Kakwue srans! BKIIFO9aeT B ce0s1 Kapbepa?

. Ilepeuncnure TPUYMHBI PACTOPKEHUS TPYJOBOTO JOTOBOpA 110 MHHUIIHATUBE aIMHUHHUCTPAIIHH.

2 BapUaHT
KakoBbl 0cHOBHBIE 0OBEKTHI TIPOIECCa OIEHKH KaJapOB?
J1yig dero Hy»KHa aJanTanus KaJpoB 1 Kakue ee GOpMBbI CyIIeCTBYIOT?
[ToueMy BO3HHMKAIOT CTPECCHI M KaKUM 00pa3oM UX IPEO0JICBAIOT?
Uto Takoe pa3BUTHE NIEpCcOHANa U I 9eTr0 OHO HE0OX0IuMOo?
[epeuncnure GOPMBI JOTOIHUTETHHOMN MOATOTOBKH TIEPCOHAIIA.
HazoBute BHIBI 00Y4EHUS Il PyKOBOJSIIMX PAOOTHUKOB U CIICIIUAITUCTOB.

Kakum moxymMeHTOM ciemyeT pyKOBOJCTBOBATHCS MPH MPOBEICHUH aTTECTAI[MH B OPTaHU3AIINH.

Uro Takoe JenoBasi Kapbepa M KaKOBbI €€ pa3HOBHIHOCTH?
Uto Takoe ropu30HTANbHAS Kaphepa U Kakue ee (POpMBI CYIIEeCTBYIOT?

. Kaknmun metomamu ocymiecTBisieTcss aHalIu3 M KOHTPOJIb TEKY4eCTH KaapoB?

6.2.3. TemaTuka 3cce, pepepaToB, mpe3eHTALNI
AHanM3 U ONTUMU3AIMS TPYAOBBIX MPOIIECCOB B CUCTEME YIPABICHHS
AHau3 YUCICHHOCTH U ABMKCHHS MepcoHaia (Ha mpuMepe ...)
BryTpubrpMeHHBIA Ma0IUK PpUIICHIITH3 B CUCTEME YIPABICHUS MTEPCOHATIOM
Jlenonpou3BOACTBO B KaIpOBOH CITy»KOE
JIOKYMEHTBI 11O IEPCOHATTY
HNudopmarmonHoe obecriedeHue yIIpaBICHHs TIEPCOHATIOM
NudopmaiimoHHble TEXHOIOTHH B KaJpPOBOM MEHEIKMEHTE
Hcnonp3oBanne KOMIBIOTEPOB B paboTe ¢ KaapoBOH JTOKyMEHTaIueh
KanmpoBoe mrannpoBanne B opraHU3aIiu

. Kaprepa u MoTHBanusi COTpyJHUKOB OpraHU3aIHH

. Metojonornyeckre OCHOBBI YIPaBIICHHS IEPCOHATIOM OpraHU3aI|H
. MeTojpl ynpaBieHus mepcoHanoM

. OGecnieueHre COOTBETCTBHS IEpCOHANA 3aa4aM OPTraHU3aAIHH

. Omnpenenenvie TpeOOBaHUN K MEPCOHATY NIPU MPOCSKTUPOBAHUN CHCTEMBI YIIPABJICHUS OpraHu3aIiueH
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15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
27.
28.
29.
30.
31.
32.
33.

1.
2.
3.

OpranunzanoHHbie GOpMbl yIpaBieHYECKUX KOHTaKTOB

Opranu3anus 1 yCJIOBHs TpyJAa cekpeTaps-pedepenra

Opranuzanus mporecca 0Toopa Kaapos

Opranuzanus paboTsl C IEPCOHAIOM

Opranuzanus TpyAa pyKoBoAuTeNel U pacnpenaeieHue 00s3aHHOCTEN
OT10o0p mepcoHasia U yIpaBieHUE YeJOBEYECKHUMH PeCypcaMu OpraHu3aluu
[lepcneKTHBBI pa3BUTHsI PEKPYTUHTOBOI'O PHIHKA

[Touck 1 oTOOp mepcoHana: UCTOPHUS U COBPEMEHHOCTh

ITonuTHKa omyaTel Tpy/a B CUCTEME YNPABJICHHUS MEPCOHATIOM

[IpaBoBoe obecrieueHre yrnpaBieHHs [IEPCOHATIOM

[IpuBneuenue u HabOp KaapoB uepe3 MHTEpHET

[IpodeccronanbHelil 0TOOP KaapOB M ATUYECKHE HOPMBI €T0 MPOBEACHUS
CucTeMa MOBBIIICHUS KBATU(PHUKAIMN U IICUXOJOTHYecKas MepecTpoika KaJpoB
CriocoObl BO3HarpakJeHUs MepcoHana

TexHOIOrnn yIpaBleHUs! NEPCOHATIOM

VYmpasneHue 1en10BOW Kapbepoi B OpraHu3aluu

VYnpasneHue nepcoHaloM B KPU3UCHON CUTyalluu

VYnpasnenue npoecCHOHANBHON OpUEHTAalMeH U ajanTaluel mepcoHana
VYnpasneHue nepcoHAIIOM B MaJIOM OH3HEce

6.2.4. Bomnpocsl Kk 3a4eTy N0 JMCUHMILJIMHE

6.2.5. Bonpochl K 3K3aMeHY 10 JUCIHUILIHHE
IIpenmeT 1 MecTo «YTpaBiieHUsI IEPCOHAIIOM)» B CUCTEME HayK.
CtpyKTypa 3HaHUH HayKu «YTpaBlieHHE NEPCOHAIIOM» U €€ MpakTHYecKas 3HaYUMOCTb.
«YnpaBieHue epcoHaIoM» Kak yueOHast JUCUUILTHHA, IOHSITHE PO(ECCHOHATBHOM, COLMATILHOM,

METOJIMYECKON U BPEMEHHOW KOMITETEHTHOCTH.

e RN

10.
. City>x0bl IepcoHajIa U OCHOBHBIE HANpaBlIeHUS UX JIESATEIbHOCTH.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
27.
28.

N3yuenue «YmnpasneHus nepcoHanom» B Poccuun.
«YTIpaBlieHUE TIEPCOHATIOM» B UCTOPUUYECKOW MEPCIIEKTHBE.
UncneHHOCTh MepcoHana.

JIBM>KEeHME IEpCOHANIA U €T0 aHAJIHU3.

Kareropuu nepconana.

CrpykTypa nepcoHana.

Cucrema ynpaBieHHUs IEPCOHAIOM.

CoBpeMeHHbIe (D)YHKIMH CITyX0 mepcoHaa.
Mertoapl ynpaBieHUs EPCOHATIOM.
OYHKIIMU MEHEIKepa Mo MepcoHaly.
Kanposas monutuka.

Tunsl KaIpOBON MOTUTUKHU.

DTanbl TOCTPOCHUS KaJIPOBOM MOTUTHKH.
YcnoBust pa3paboOTKU KaApOBOW MOTUTHKH.
KanpoBoe mnanupoBanue nepcoHana.
Mertoabl TUTAHUPOBAHUS TIEPCOHAA.

Buael nnanoB 0o nepcoHaity.
IIpuBnedenue nepconaa.

OcHOBBI 0TOOpa MepcoHaa.

[Iponecc oTbopa nepconana.

IIpuBnedyeHne kaapoB Ha OCHOBE JOTOBOPOB I'PAXKIAHCKO-IIPABOBOTO XapakKTepa.
BeeneHue B TOJKHOCTD U €0 (DOPMBEL.
Oco0eHHOCTH ajanTaliy NepcoHara.
MeTtop! 0TOOpaA MIEepcoHaa.



29. IlonaTne M OCHOBHBIE TEHACHLIUU Pa3BUTHA MEPCOHATA.
30. Opranmzanus npodecCuoHaIbLHOT0 00YYCHUSI.
31. ®opmbl TONOIHUTEIBHON MOATOTOBKH MEPCOHANA.
32. IoBblieHHe MPOGECCHOHATHHOTO MAaCTEPCTBA MEHEKEPOB.
33. Opranmsanus mpouecca aTTecTaluy.
34. OueHka NOJYMHEHHBIX PYKOBOJIUTENIEM.
35. IlonaTue U uenu AeI0BOH Kapbephl.
36. Dransl Kapbepsl U €€ MIaHUPOBaHUE
37. I'opu3oHTaNbHas Kapbepa.
38. Pabora ¢ kKaZpOBBIM pE3EPBOM.
39. TexyuecTb KaApOB U ITyTH YNPaBIECHUS €10.
40. CnocoObl BHICBOOOKACHUS MIEPCOHANA.
41. Opranuzanus mpolecca yBOJIbHEHHUS.
42. IOKyMEHTBI, CBsI3aHHBIE C 3aKJIIOYEHHEM U MpEKpalleHHeM TPYAOBOTO J0TOBOpa.
43. JIoKyMeHTBI 10 y4YeTy KaJIpoB.
44. JIokyMeHTBI 1O TPYAY U 3apabOTHOM IL1aTe.
45. JIoKyMEeHTBI, periaMeHTHPYIOUIHE AEATEIbHOCTh epCoHaNa.
46. JIoKyMeHTBI, OTpaXkarolllie BHYTPEHHUE OTHOIIECHHUS.

6.2.6. TlpumepHasi TeMaTHKA KYPCOBBIX PadOT (eciu npedycmompeno).

7. YYEBHO-METOAUYECKOE n HHPOPMAIIMOHHOE
OBECIIEYEHUE JUCHUIIJIMHBI (MOOYJIA)

7.1. OcHOBHas1 TUTEpaTypa
Macnosa, B.M. Ynpasnenune nepconanoMm [Tekct] : y4ed. mns OakamapoB: [rpud YMO] / B. M.
Macmnoga. - 2-¢ u3a., mepepad. u gon. - M. : FOpaiit, 2013. - 492 c. - (bakamaBp. ba3ossrit kypc). - ISBN
978-5-9916-2394-0.

. Kysnenosa, T.B KampoBoe nemonpon3BoactBo [TekcT] : TpaauIlMOHHBIE W aBTOMAaTH3UPOBAHHEIC
TexHosioruu: yueO. myst By3oB: [rpud YMO] / T. B. Kysnenosa. - M. : UJI MOU, 2011. - 344 c. : umn. -
ISBN 978-5-383-00624-5

. Kubanos, A.f1. OcHOBHI ynpaBneHus iepcoHanoM [ Tekct] : yue0. / A. 1. Kubanos. - 2-e u3z., nepepad.
u jot. - M. : UHOPA-M, 2012. - 446 c. - ISBN 978-5-16-005112-3.

beikora, T.A. JlokyMeHTaIlMOHHOE oOecIieueHrEe yIpaBiaeHus (Jenonpou3BoacTBo) [Tekct] : yueb.
nocobue / T. A. brikoBa, Ky3nenosa, T.B., Cankuna, JI.B. ; mox oomr. pen. T.B. Ky3Henosoti . - 2-e usn.,
riepepad. u gor. - M. : UHOPA-M, 2013. - 304 c. - (Bricmiee o6pazoBanmne: bakaraspuar). - ISBN 978-5- 16-
004805-5

Bapmaes, D.A. JlokymentoBeaenue [ Tekcr] : yueOnuk / O. A. bapmaes. - M. : Axanemus, 2013. - 333
c. - (bakamaBpmar). - ISBN 978-5-7695-8492-3 (M3n-Bo "Axamemus")

IToxxaukoBa, H. M.IIpaktukym mo nipenmety " JloKkyMeHTBI, KOPPECTIOHASHITUS U JEIOTIPON3BOICTBO"
[Tekcrt] : yue6. mocodue / H. M. [loxkuukoBa. - M. : Axanemus, 2015. - 188 ¢. - ISBN 978-5-4468-2398-

3unoBbeBa, H.b. Opranmzanus u MeToauka paboThl C JOKYMEHTAMHU B YUPEKACHUSIX KylIbTyphl [Tekct]
: yaeOHO-MeTo. mocobue / H. b. 3unoBnesa. - Kpacnomap : KI'UK, 2016. - 184 c.
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7.2. JlonoJIHUTeIbHAS JIUTEPaTypa
1. Ansbpext b.B. HopmaTtuBHO-IpaBOBbIE U OpraHW3aMOHHO-METOANYECKHE BOMPOCH OPTaHU3aLUuU
paboThl ¢ JOKyMEHTaMu 10 JUYHOMY cocTaBy / b.B. Anbopext// Cexperapckoe neno. -2004. -Nol.
2. Aptm3oBA.H. CoxpaHeHHe U HCIIOIh30BaHNE JOKYMEHTOB IO JIMIHOMY COCTaBY: MPOIIIOE,
Hacrosmee, Oynymee/ A.H. Aptuzos, C.JI. Msxkymes // OredectBennble apxusbl. -2005. -No 4.
3. JlymaukoB A.M. 3ammura nepcoHaJbHBIX NaHHBIX padoTHHKa/ A.M. JlymHukos// [lenonpou3BoacTBo.
-2009. -No4. -C.43-48.
4. Mutpodanosa B.B. Odopmisem kampoBble JOKYMeHTHI: HacTonmpHas kaura-npakTuka./ B.B.
MuTtpodanosa. -2-¢ u3a. -M., 2009.
5.Hogeitmmii cripaBounuk kaaposuka. 2008. - M., 2008.
6.Canxunall.B. CripaBounHK 110 KaapoBomy nenonpon3Boactsy./ JI.B. Cankuna -4-¢ m3a. -M., 2006.
7.CmonbsinnHOBa M. OTBETCTBEHHOCTH 32 HENPABUIILHOE BeJICHHE, XpaHEHHE, YUET U BbIAauy TPYIOBBIX
kHIKeK / M.O. CmonbsanHOBa// J]e10mpon3BoACTBO U JOKYMEeHT0000poT Ha npeanpusatud. -2010. -No9.
-C. 64-76.

7.3.1lepnoanyeckne U3IaHUS
1. JlexonpousBoiICTBO
Jlenonpon3BOACTBO U TOKYMEHTOOOOPOT Ha MPEIIPUATHH
anaBneHI/Ie nepCcoHaIoM
7.4. UnTepHeT-pecypchbl
http://www.termika.ru/

http://www.top-personal.ru/
http://academy-document.narod.ru/org-proekt-met-mat/Org-proekt-uchebnoyeposobie.htm

7.5. MeroanuyecKue yKa3aHUus U MAaTepPHAJIbl 10 BUAAM 3aHATHI

Jlisi mOArOTOBKM K 3aHATUSM PEKOMEHIYEM HCIOJb30BaTh JJIEKTPOHHYIO 0Oa3y
JIAHHBIX II0 JOKYMEHTOBENCHHIO M JOKYMEHTOBEJYECKHUM HCCIEIOBAaHUSAM, KOTOpas
COJICP’)KUT METOJUYECKHE MaTEpHalbl IO IMOATOTOBKE K CEMHHAPCKUM, NPAaKTUYECKUM
3aHATUAM, 3a4eTy, pa3paboTKe rioccapus, MOATOTOBKE BHJICONPE3CHTALNM, BBIIIOJHEHHIO
IpYruX 3aJaHuii B paMKax CcaMOCTOSITENbHOM pPaboThl. A TakKe DIIEKTPOHHBIE
SHIUUKJIONEINH 110 IEJTONPOU3BOACTBY U APXUBOBEICHUIO
JUiss caMOCTOATENbHONM paboOThl, MOJITOTOBKE NPAKTUYECKUX (CEMMHApPCKUX) 3aHATHM,
MOATOTOBKE K TECTOBBIM UCIBITAHUSAM, a TAK)KE JJI1 HAIIMCaHUS 3cce, pedepaToB, HAYUYHBIX
JIOKJIaJIOB PEKOMEHIYETCSl CIIEYIOIIIEe:

JUis TOATrOTOBKM K TIEPEYMCICHHBIM BHJIaM pabOT MpelycCMOTPEHBbl 3aJaHMus,
pa3BUBAIOIIME HABBIKM CAMOCTOSATEILHOTO aHAJIN3a U OCMBICIICHHUS IPEATIOKEHHBIX TPo0IeM
U TeM. {7 OocBOEHHS Mpe/UIOKEHHBIX TEM, CTYJIEHTaM HEOOXOJMMO O3HAKOMHUTBCS C
NPE/UIOKEHHOW JTUTepaTypor, BBIOPaTh HEOOXOAMMBIE HMCTOYHHKH, COCTABHUTH IUIaH
npencrosime  pabotel. s pedepupoBaHHS HCTOYHHKOB CTYACHTY HEOOXOIUMO
O3HAKOMUTBCSI C TEKCTOM, CHAEJIaTh HEOOXOJHMMbIE BBINUCKU, LIUTAThl, COOTBETCTBYIOIINE
IJIABHOM Npo0GsieMe MCCIEe0BAHUs, CKOMIIOHOBATh 3TH IIUTAThI, IPOJYMaTh UX, U3JIOKHUThH
COOCTBEHHOE BMJI€HHE CBOMMHU CIIOBaMH, HAMETUTh HEOOXOIUMBIE CBSI3KU U CTPYKTYPY
Oyaymero Tekcta. PedeprupoBaHue NnepBOMCTOUHUKOB IPEAINOJIAraeT CaMOCTOSTENbHbIE
HAaBBIKM M3Y4YECHUS TEKCTA, M3JI0KCHHE IPEIJIOKEHHBIX
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TOUYEK 3pPCHHS, TepecKas, aHaJIu3 MPOOJEMHBIX BOIPOCOB, BBIJICICHUE TIIABHBIX HAYYHBIX
no3unuii aBTopoB. [y BhIMONHEHUs pedepara HEOOXOAMMO HAYWHATH C OOOCHOBAHMS
BBIOOpA TEMBI, 3aT€M MPUBECTH NIEPEUEHB KITFOUYEBBIX MIOHATUN COJEPKAHUS, TUIaH paboOTHI (0
geM paboTa, KaKue BOMPOCHI BKIIFOUEHHI), 3aT€M IEPEXOIUTh K (HOPMYITUPOBKE TE3UCOB,
MPEICTABISIONNX KPATKOE COJIEp)KaHWUE KaKIOro Bompoca TeMbl. Jlanmee, MPHBOIATCS
CTPYKTYPHPOBAHHBIE TE3WCHl (OCHOBHBIC TPYIMIBI TE3WCOB TI0 pazaeiaMm paboThl).
CrpynmupoBaB Te3UChI (OCHOBHBIC MBICIH), YCTAHOBUB MEXJIy HHMH OCHOBHBIC H
COTIOJIYMHEHHBIE CBSI3HM, COCTABUTH JIOTHYECKYIO MOJIETh Colepkanus paboThl (pedeparta).
Bo3MoxkHO TIepBOHAYAIBHO MOCTPOUTH MOJIEIH COAEpkKaHUS PabOThl M1 OCHOBHBEIX OJIOKOB
(MpICIIEl), a 3aTeM KaXAbId TE3MCHBIM OJIOK HAMONHUTh CTPYKTYPHBIM KpPaTKUM
CoJiepKaHHeM. DTO TMO3BOJIMT B TATBHEUIIIEM PaCKphIBaTh padoTy, € copepikaHnue C pa3Hou
CTETICHBIO MOAPOOHOCTH.

7.6. IlporpammMHoOe obecnieueHne
1. Adobe Master Collection CS 6

MS Windows Bepcuu XP, 7,8,10
MS office professional plus 2007 MS office professional plus 2010

l'apant

nokh »n

KoncynbTant +

8. MATEPUAJIBHO-TEXHUYECKOE OBECIHEYEHUE JUCHUIIJINHBI
MoAaYJIA)
TpeGoBaHnsi K MUHHUMAJBHOMY MATEPHAJIbHO-TEXHUYECKOMY 00ecCIe4YeHHI0
Peanuzanus mnporpamMmbl  TUCHUIUIMHBL TpeOyeT Haiauuusg ydeOHOro kaOuHeTa
«loxymeHTallMIOHHOE 00€CTIeYeHUE YITPABICHUS.
[Ipu ocBOCHMM OUCHUILUIMHBI PEKOMEHYIOTCS 1OCTyN B IHTEpHET, KOMIIBIOTEPHBIN Kiacc
JUTSl TPOBEACHUS NPAKTUYECKUX 3aHITHH.
OobopynoBanue y4yeOHOT0 KabuHeTa:
1. IlocamouHble MecTa MO KOJIUYECTBY O0YUYaAOLIUXCS.
2. Pabouee mecto mpenomaBarens.
3. MarunutHas nocka.
4.  HabGop Tabmuil, cxem, HarIsiAHBIX TTOCOOHIA.
5.  HopmaTuBHO-IIpaBOBBIE AKTHI.
TexHu4yeckne cpeacrsa 00y4eHus:
1.IlepcoHanbHble KOMIIBIOTEPHI C JIMIIEH3UOHHBIM MPOTPAMMHBIM 00ECIIEUEHUEM U
MH(POPMAIIMOHHBIMU CIIPABOYHO-TIPABOBBIMU CUCTEMaMHU.
2.Ilepucepuiinpie yCTpOICTBA: MYJIbTUMEIUNHBIA MPOEKTOP, MPUHTEPHI, CKaHEPHI,
BHEIITHUE HAKONUTEIN HA MArHUTHBIX U ONTHYECKUX TUCKAX.
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3.CpenctBa 60JbLION U MaJNON OPraHU3aIMOHHON TEXHUKH: LIpeaep, OpOoLIopoBalibHAS
MalliHa, KapTOTeUYHOe 00OpYyI0BaHUE, JIAMUHATOD, CTEILIEP, JBIPOKOJ, HyMEpaTop, pe3ax,
OCHACTKa JJisl IeYaTH U JIpyrue KaHLEeIIpCKUe MPUHAJICKHOCTH, PACXOAHbIE MAaTEPUAIIbI.
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Ipunooicenue 2

JlomoiHeHNs1 U U3MEHEHUS
K padoueii mporpaMMe y4eOHOI JUCHMILINHBI (MOLYJIs1)

Ha 20 -20__ y4. rog

B paGouyto nporpaMmy yueOHOM AMCHUIITUHBI BHOCSTCS CIEIYIOUINE U3MEHEHHUS:

[ ] N 9

[ ] N 9

JlomosHeHHsI ¥ ©I3MEHEHUS K pabodeil mMporpaMMe pacCMOTPEHBI M PEKOMEHTI0BaHbIHA
3aceqaHuu Kadeapsl

(Ha“MEHOBaHUE)
[Ipotokon Ne ot « _ » 20 1.
HcnionauTens(m):
/ / /
(ZOMMKHOCTB) (moxmucs) (®.1.0.) (mata)
/ / /
(momKxHOCTB) (moamucs) (®.1.0.) (mata)
3aBenyronuii kadenpoit
/___ . / . _ s
(HanmeHoBaHue Kadeapbr) (moamnuce) (®.1.0.) (mara)
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