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Kaaposslii ayauT U 1€J1011IPOU3BOACTBO
pabouast mporpamma JAUCUUIUIMHBI (MOTYIIS)

Hanpasnenue noarorosku 38.03.02 MeHe>KMEHT
Hanpasnennocts (npoduis) YrpasieHue 4enoBeYECKUMH pecypcaMu

Krammduxamms Bbakanasp
®opma 0OyueHUs 04YHO-3209HasI
OO6mas TpyI0eMKOCTh 33ET
YacoB 1o yaeOHOMY IIaHy 108
Bunpl koHTpONs B cemecTpax:
B TOM YHCIIE:
3auer 4
ayAUTOPHBIE 3aHATH 32
camocTrosTenbHas paboTta 76

Pacnpeneﬂeﬂue YaCcoB JUCHHUILIMHBI ITO0 CeMECTpaM

Cemectp

(<Kypc>.<Cemectp 4(2.2)
Ha Kypce>) Hroro
Henens 16 3/6
Bun 3arsaTait v | PO | vmo PIT

Jlexunn 16 (16 |16 |16
IMpakruaeckue 16 (16 |16 |16
B tom uncne uHT. 8 8 8 8
Uroro ayn. 32 132 |32 (32
KonraxrHas padora |32 |32 (32 |32
Cam. pabota 76 |76 |76 |76
HUroro 108 | 108 | 108 | 108




[Iporpammy cocTaBui(u):
KAHO. KOH. HAYK, 00Y., Cmepxosa Hamanus I'ennaovesna

[pu pa3paboTke pabouei mporpaMMbl QTUCIUIUTHHBI (Moay st) "KagpoBeiii ayquT U AETONPOU3BOACTBO" B OCHOBY MOJIOKEHEI:

1. denepanpHBIIl TOCYIapCTBEHHBIN 00pa30BaTeNbHBIN CTaHAAPT BBICIICTO O0pa3oBaHHs - OakalaBpHAT MO HAIPABICHUIO
moxrotoBku 38.03.02 MenemxmenT (npruka3 MunoopHayku Poccun ot 12.08.2020 1. Ne 970).

2. Yuebnsiii tan: Hanpasnenue noarorosku 38.03.02 MeHemKMEHT
HanpasnenHocts  (mpoduib) VYrpaBieHHWE 4YeENOBEYECKMMH —pecypcamu, onoOpeHHbld YuenbiM coBerom @PIBOY BO
Uysamckuit 'AY ot 20.02.2026 r., npotokon Ne 09.

PabGouast mporpamma JIUCHUIUIMHBI (MOIYJSI) TPOXOJMUT COTJIACOBAHME C HCIIOJB30BAHHEM WHCTPYMEHTOB JJIEKTPOHHOU
nHPOPMAIIMOHHO-00pa30BaTENILHOM Cpe/ibl Y HUBEPCUTETA.

COI'JTACOBAHO:

3aBenyromuii kadeapoit Adpocumona M.C.

3aBexyromuii BeIycKatomen kadgeapoit A6pocumona M.C.
[Ipencenarens MeToanyeckoir koMuccnu Qaxynprera Tamanosa H.B.

Jupexrop HaydHO-TeXHHYecKoi onbnmmorekn Bukroposa B.A.



1. HEJIX OCBOEHUSA JUCIIUITJINHBI

1.1 |ocBOEGHHE TEOPETUYECKMX 3HAHUKM IO OCHOBHBIM BOIPOCAaM JOKYMEHTUPOBAaHUS YINPABICHYECKOM OEATENbHOCTH,

HpO(i)eCCPIOHaJ'ILHLIX HAaBBIKOB KaJApOBOI'0 ayauTa.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OOII

Huxn (pa3gen) OITOIT: b1.B

2.1 | TpeGoBaHus K NpeABAPUTEILHON MOATOTOBKE 00yYaIOLIEerocs:

2.2 | JMCHMIUTMHBI M NPAKTHKH, /I KOTOPBIX OCBOEHHE JAHHOW THCHUILIHHBI (MOIYJ/Is1) HEOGX0MUMO KaK
npealIecTByOIee:

3. KOMIIETEHIIUY OBYYAIOIIET OCSl, ®©OPMUPYEMBIE B PE3YJILTATE OCBOEHMSI JUCLUILJINHbBI
(MOJY.JIS)

YK-4. CnocobeH ocymecTBIATh AETOBYIO KOMMYHHKAIUIO B yCTHOHM M MHCBMEHHOH (hopMax Ha TOCYHapPCTBEHHOM SI3BIKE
Poccuiickoit denepanuuy 1 THOCTPAaHHOM(BIX) A3bIKe(ax)

YK-4.1 3HaeT: mpUHIUIBI IOCTPOEHHS YCTHOTO M MICHMEHHOTO BBICKA3bIBAHHS Ha PYCCKOM M HHOCTPAHHOM SI3BIKaX, IPaBUIa U
3aKOHOMEPHOCTH [I€JIOBOM YCTHOM M NMCbMEHHON KOMMYHHUKALIUU

VK-4.2 YMeer: IpUMEHATh Ha MPAKTUKE JIIOBYI0 KOMMYHHKAIIHIO B YCTHOH M MUCEMEHHOM (popMax, METOIbI i HABBIKU JICTIOBOTO
OOIIEHUS Ha PYCCKOM M MHOCTPAHHOM SI3BIKaxX

VYK-4.3 Mimeet HaBBIKK: YTEHHS U MIePEBOJIa TSKCTOB HA HHOCTPAHHOM SI3BIKE B IIPO(ECCHOHAIEHOM OOIIeHNN

[IK-8. Criocoben Y4aCTHIO B OPraHU3allMOHHBIX MEPONPHUATHAX 11O IIPOBCACHHUIO OLICHKU U aTTCCTAllUX NIE€PCOHAIa AJIsd
peanunsanuu nponuecca AAMUHUCTPUPOBAHNA B OPraHU3alnN

ITK-8.1 3HaeT: OCHOBBI TPYIOBOTO 3aKOHOJIATENHCTBA, TOKYMEHTOO00POTa B JJOKYMEHTAIIMOHHOTO 00ECIICUCHUS aTTECTAIHOHHBIX
1 OLEHOYHBIX MPOLIEAYp MepCoHaNa

[IK-8.2 YMmeer: opraHH30BBIBaTh, IPOBOJUTE OICHKY, ATTECTAIHIO IEPCOHANIA U OCYIIECTBIATh OpPraHU3aI[OHHO-
UH(pOpPMaALMOHHOE COIIPOBOXK/EHUE aTTECTALIMOHHBIX M OLIEHOUHBIX IPOLETYP

ITK-8.3 MimeeT nmpakTHYeCKHii ONBIT: 00paOOTKH PEe3yNbTaTOB MPOBEACHHS OLCHKH U aTTECTAIHH IIEPCOHAIIA C IIOATOTOBKOM
MpeIIOKeHNH 110 3¢ (HEKTUBHOMY TIPUHSTHIO YIIPABICHYSCKUX PEIICHUH W PeaH3aliy Mpolecca KaJpoBOro aIMUHICTPUPOBAHH

ITK-9. Crioco0eH K y4acTHIO B MEPOTIPHATHAX MO PAa3BUTHIO MPO(ECCHOHATBHBIX HABBIKOB IIOCTPOCHUS Kaphepsbl,
OpHEHTHUPOBAHHBIX Ha PEeajIM3aIIHIO MPOIECCOB KAJAPOBOTO aIMHUHUACTPUPOBAHHUS

ITK-9.1 3HaeT: 0OCHOBHI MPO(ECCHOHATBHOTO Pa3BUTHS, MPOIIECCOB OOYUCHUS, YIIPABICHUS Kaphepol U CITy)KeOHO-
Mpo¢eCCHOHATBHBIM MPOIBIKEHUEM TIEpCOHATA

[1K-9.2 YMmeer: onpenenaTs BeIylre MIOTPEOHOCTH IEPCOHANA; INTAHUPOBATh 00ydIeHNEe U Pa3BUTHE IEPCOHATA OPTaHU3alNY;
OpraHH30BaTh paboTy C KaApPOBBIM Pe3epBOM; (GOPMYIIMPOBATH MPEIUIOKEHHUS 110 PA3BUTHIO IIEPCOHANA U TIOCTPOCHHUIO
npodeccHoHaTBHOM Kapbephl

ITK-9.3 MmeeT mpaKTHYECKUH OMBIT: aHATUTUIECKOHN pabOoTHI IO OIICHKE YPOBHS OOIIEro pa3BUTHS M KBATH(UKAIINN TIepCOHANa ¢
MOJITOTOBKOW IMPOEKTOB JOKYMEHTOB U Pa3padO0TKON KapheporpamMM IO MOCTPOSHHIO MPO(ecCHOHATBFHON Kaphephl

B pe3ysbTare ocBOeHUsI AMCUMILJIMHBI 00YYaIOIIUIACS 10/KEH

3.1 (3HaTh:

3.1.1 | HOpMaTHBHO-METOANYECKYO Oa3y neronpousBoacTsa B Poccuiickoii deneparyu;

3.1.2 | 0cOOEHHOCTH SI3bIKA M CTHJISI COCTABJIECHUSI CITY)KEOHBIX TOKYMEHTOB;

3.1.3 | cnenuduKy opranu3anuy KaAPOBOTO ayIHTa;

3.1.4 | TpeboBanHus K OIaHKaM CITy)kKeOHOTO JJOKyMEHTA,

3.1.5 [ cocTaB peKBU3UTOB OPraHU3AIIOHHO-PACTIOPAIUTEIHHON JOKYyMEHTA-IIUN H TIPaBHIa UX 0(OPMIICHHS;

3.1.6 | Ha3HAYCHHE, CTPYKTYPY U COJCP)KaHUE CHCTEMBI OPraHH3allMOHHO -PACIOPSAUTEIBHON JOKYMCHTALIUH;

3.1.7 | yaupuuupoBaHHbie (POPMBI OPraHU3AIIMOHHO-PACTIOPSIUTENBHBIX 0-KYMEHTOB;

3.1.8 | HOpsIIOK, 3Tamnbl ¥ OCHOBHBIE MTPOLIEAYPHl OpraHU3aluy PabOThI C JOKYy-MEHTaMu;

3.1.9 | aTans! ABIKEHHS JOKYMEHTOB B OpTaHHU3AIMHU B IIPOIIECCe JOKYMEHTO-000pOTa U MOPSIIOK UX PETUCTPALIHH;

3.1.10 | mpaBmIa pabOTHI C BXOAAIINMH, HCXOIAIINMHA 1 BHYTPEHHUMH JTOKy-MEHTaMH;

3.1.11 | ocobeHHOCTH PaOOTHI ¢ KAAPOBEIMHU JJOKYMEHTaMH, C 00paIeHUsIMI

3.1.12 | rpaxxnaH.

3.2 | YMeTh:

3.2.1 | opraHM30BBIBATH JOKYMEHTOOOOPOT U JOKYMEHTAILHOE COMPOBOXKIECHHE pabOTHI B OpraHax roCyJapCTBEHHON U
MYHHULUNAILHON BIACTH U MHBIX OpraHU-3a1MsX;

3.2.2 | opopMISITH OpraHU3alMOHHbIE, PACIOPSIINTENbHbIE, CIIPABOYHO--UH(POPMALIMOHHBIE BUABI JOKYyMEHTOB, JOKYMEHTHI 110
JIMYHOMY COCTaBY;

BBIPA0OTaTh IPAKTHYECKUE HABBIKM COCTaBJICHHMS JOKYMEHTOB M OpraHM3allud JOKyMEHTOOoO0OpoTa, NpuodpereHHne




323

OpraHU30BBIBATH JOKyMEHTOIIOTOKH B CHCTEME JOKYMEHTO000pOTa, MapIIPyTHl IBIDKCHHUS JOKYMEHTOB B OpraHHU3AIIH,
IOJArOTOBKY JI€]l K IIEpelaye PEruCTPUPOBATh JOKYMEHTHI B OPraHU3aLHH1 110 IIEPCOHAILY;
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OpraHu30BbBIBATH pa60Ty C BXOIAIIUMHU U C UCXOAAIINMU JOKYMEHTaAMU,
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MOJArOTABIUBATH JOKYMEHTHI K IIEpelaue Ha XpaHEHUE B apXUB.

33

HmMeTh HABBIKH M (MJIM) ONBIT AeATEJIbHOCTH:

3.3.1

-COCTaBJICHU, 00pabOTKH U pabOTHI C JOKY-MEHTAIHEH Pa3IMYHOTO YPOBHS U HANPABJICHUH;

332
pacnopsIUTENbHON JOKYMEHTALNY;

-COCTaBJICHUS, IPABKU U PEAAKTUPOBAHNA BUAOB JOKYMCHTOB, BKITIOYEHHBIX B CUCTEMY OpTraHU3allMOHHO-

333

-COCTaBJICHUSA HOMCHKIIATYPBI ACI I1I0 KaaApaM;

334

-popmupoBaHus U 0POPMIICHHUS J1eNa, ONTUCH JAEI.

4. CTPYKTYPA U COJEPKAHUE JUCLOUILIAHBI (MOAY.IS)

HaumeHnoBaHue pa3eoB U TeM /BH] Cemectp / | HacoB | Kommneren- | Jluteparypa | Unte | llpak. | Ilpumeuanne
3aHsaTus/ Kype 107071 pakT. | moar.
Pazpgean 1.
Tema 1. CymHoCTb 3a1a41 ¥ OCHOBHbBIE 4 2 IMK-9.1 TIK- | JI1.1 JI1.2 2 0 poOieMHas
HaIIPABJICHUSA aylNTa IIEPCOHAJIA B 9.21IK-9.3 JI1.3712.1 JIEKLIHA
opranuszamuu /Jlex/ YK-4.1 VK- 2.2
4.2 VK43 31
Tema 1. CymHOCTb 32/1a4u 1 OCHOBHBIE 4 2 MK-9.1 TIK- | JI1.1 J11.2 0 0
HaIpaBJICHUs ayquTa IepcoHala B 9.21IK-9.3 JI1.3J712.2
opranuzaruu /IIp/ YK-4.1 VK- 91
4.2 VK43
Tema 1. CymHOCTb 32/1a4u 1 OCHOBHBIE 4 16 [K-9.1 TIK- | JI1.1 JI1.2 0 0
HaIpaBJIeHUs ayauTa IepcoHala B 9.21IK-9.3 JI1.3J12.2
opranusaruu /Cp/ YK-4.1 VK- 31
4.2 YK-4.3
Tema 2. Aynut pabounx MecT v HaliMa 4 2 TIK-9.1 TIK- | JI1.1JI1.2 2 0 rpoOieMHast
pabOTHHUKOB B opraHu3aruio /JIex/ 9.2 TIK-9.3 JI1.3J12.2 JICKITAS
YK-4.1 VK- 31
4.2 YK-4.3
Tema 2. Aynut pabounx MecT u HaliMa 4 2 TIK-9.1 TIK- | JI1.1JI1.2 0 0
paboTHHKOB B opranu3anuto /I1p/ 9.2 TIK-9.3 JI1.3J12.2
YK-4.1 VK- 31
4.2 YK-4.3
Tema 2. Aynut pabounx MecT 1 HaliMa 4 16 TIK-9.1 TIK- | JI1.1 JI1.2 0 0
paboTHHKOB B opranu3anmto /Cp/ 9.2 TIK-9.3 JI1.3J12.2
YK-4.1 VK- 31
4.2 YK-4.3
Tema 3. OpranuzaniioHHO- 4 2 NK-9.1 IIK- | JI1.1J11.2 0 0 npobinemMHas
pacnopsiiuTe bHbIe JIOKYMEHTBI, IPaBHJia UX 9.2 TIK-9.3 JI1.3J12.2 JIEKIHS
cocraBieHus /Jlex/ VYK-4.1 VK- €|
4.2 VK-4.3
Tema 3. OpranuzaiioHHO- 4 2 TIK-9.1 TIK- | JI1.1 JI1.2 0 0
pacnopsiiuTesIbHbIe JIOKYMEHTBI, IPaBHJIa UX 9.2 TIK-9.3 JI1.3J12.2
cocrasnienus /IIp/ YK-4.1 VK- 31
4.2 VK-4.3
Tema 3. OpranuzanioHHO- 4 6 T1K-9.1 IIK- JI1.1 J11.2 0 0
pacnopsiiuTesIbHbIe JIOKYMEHTBI, IPAaBHJIa UX 9.2 TIK-9.3 JI1.3J12.2
cocrasnenus /Cp/ YK-4.1 VK- 31
4.2 VK43
Tema 4. HpopMaIMOHHO — CIIpaBOYHBIE 4 2 MK-9.1 TIK- | JI1.1 J11.2 0 0
JIOKYMEHTBI, 0OCOOCHHOCTH UX COCTABJICHUS U 9.2 I1K-9.3 JI1.3J12.2
opopmnenns /Jlex/ YK-4.1 VK- 21
4.2 VK43
Tema 4. a(OopMaLIIOHHO — CLIPaBOYHBIE 4 2 IK-9.1 IIK- | JI1.1J11.2 0 0
JIOKyMEHTBI, 0OCOOCHHOCTH MX COCTaBJICHUS U 9.2 I1K-9.3 JI1.3J12.2
odpopminenns /Tlp/ YK-4.1 VK- 21

4.2 VK-4.3




Tema 4. H(opMaLIHOHHO — CLIPaBOYHBIE 4 10 | MIK-9.1TIK- | JI1.1JI1.2 0 0
JIOKYMEHTBI, 0OCOOCHHOCTH UX COCTABJICHUS U 9.2 I1K-9.3 JI1.3J12.2
odpopmnenus /Cp/ YK-4.1 VK- 21

4.2 VK43
Tema 5. Ha3znauenue, knaccuukanms 4 2 T1K-9.1 TIK- JI1.1J11.2 0 0
CITy’KeOHBIX IHCEM, 0COOEHHOCTH UX 9.2 TIK-9.3 JI1.3J12.2
cocrasieHus /JIex/ YK-4.1 VK- 31

4.2 VK43
Tema 5. Ha3nauenwne, kiaccudukanms 4 2 IIK-9.1 IIK- | JI1.1J11.2 2 0 KeHChl
CIIyKeOHBIX TTHCEM, 0COOEHHOCTH UX 9.2 TIK-9.3 JI1.3J12.2
cocrasnienus /TTp/ YK-4.1 VK- 31

4.2 VK43
Tema 5. Ha3nauenwne, kiaccudukanms 4 10 IIK-9.1 IIK- | JI1.1J11.2 0 0
CITy’KeOHBIX THCEM, 0COOEHHOCTH UX 9.2 TIK-9.3 JI1.3J12.2
cocraiyienus /Cp/ YK-4.1 VK- 31

4.2 VK43
Tema 6.0pranmsanust paboTHI ¢ 4 2 IIK-9.1 IIK- | JI1.1J11.2 0 0
nokymeHTamu /JIex/ 9.2 I1K-9.3 JI1.3J12.2

VK-4.1 VK- 31

4.2 VK43
Tema 6.0pranu3zarust paboThI ¢ 4 2 TIK-9.1 IIK- JI1.1J11.2 2 0 JIeTIOoBasl Urpa
noxymentamu /Ip/ 9.2 TIK-9.3 JI1.3J12.2

VK-4.1 VK- 31

4.2 VK43
Tema 6.0pranmsanus padoTHI ¢ 4 10 | IIK-9.1IIK- | JI1.1JI1.2 0 0
nokymentamu /Cp/ 9.2 TIK-9.3 JI1.3J12.2

VK-4.1 VK- 91

4.2 VK-4.3
Tema 7. CocraBnenue u opopMIIeHHE 4 4 IIK-9.1 IIK- | JI1.1J11.2 0 0
JIOKyMEHTOB I10 INYHOMY cocTaBy /JIex/ 9.2 TIK-9.3 JI1.3J12.2

YK-4.1 VK- 31

4.2 YK-4.3
Tema 7. CocraBnenue u opopMIIeHIE 4 4 IMK-9.1 TIK- | JI1.1 JI1.2 0 0
JIOKyMEHTOB I10 TMYHOMY cocTaBy /I1p/ 9.2 TIK-9.3 JI1.3J12.2

YK-4.1 VK- 31

4.2 YK-4.3
Tema 7. CocraBienue U ohopMIICHHE 4 8 MK-9.1 TIK- | JI1.1 J11.2 0 0
JOKYMEHTOB TI0 JITYHOMY cocTaBy /Cp/ 9.2 TIK-9.3 JI1.3J12.2

YK-4.1 VK- 91

4.2 YK-4.3
3aver /3auét/ 4 0 IMK-9.1 IIK- | JI1.1JI1.2 0 0

9.2 TIK-9.3 JI1.3J12.2

YK-4.1 VK- €|

4.2 YK-4.3

5. ®OHJI OHEHOYHbBIX CPEJICTB

5.1. IlpumepHBIil NepedyeHb BONPOCOB K 3a4eTy

1. OCHOBHBIE «TEPMHUHEI», «HIOHATHM» KaIpOBOTO ayauTa

2. Hcropus craHOBIEHUs pa3BUTUS KaJpoBoro ayauta B Poccuu

3. Buzbl ayquTOpCcKOro 3aKIOueHUs

4. KampoBelit aynuT Ha TpeanpusTUsIX

5. Crenmduka yrpasieHHsS IIepPCOHAIOM

6. OCHOBHBIE 3Tambl IIAHUPOBAHUS ayIUTa

7. braHku JOKYMEHTOB: MOHSTHUE, BUIBI U X PEKBU3UTHI

8. PexBH3NTHI TOKyMEHTOB: MOHSATHE, COCTAB M IPaBHJIa X O(QOPMIICHHS

9. YT110BOE ¥ IPOTOJIBHOE PACIIONIOKEHHE PEKBH3UTOB HA JOKYMEHTaX

10. Knaccudurkarys u GyHKUIHH JOKYMEHTOB

11. CocraB ynpaBJIeHUECKUX JOKYMEHTOB TPEANPHUSITHIA

12. TekcT JOKyMeHTa, ero CTpyKTypa W TPeOOBaHHS K €ro COCTABICHHIO

13. PacniopsauTensHble JOKYMEHTHI, W37aBaeéMble HA NPHUHIUIIAX KOJUICTHATBHOCTH: BHJBI, PEKBU3UTHI U MIPaBHIIA UX
odopmIIeHUs

14. PacmiopsianTenbHBIe TOKYMEHTHI, H37[aBaeMble B YCIOBUSAX €AMHOHAYANMS: BHIBI, PEKBH3UTHI, IIPaBWiIa UX O(GopMIICHASA
15. JIoKyMeHT0000pOT: MOHATHE, KIACCH(UKALUS U €r0 OpraHW3aIs Ha TMPEeAIPHATHH

16. [Mopsmok paboThl ¢ BXOAALIMMHU, UCXOAALUIMMU U BHYTPEHHUMH JOKYMEHTaMU




17. Perucrpanys JOKyMEHTOB: BUIBI U IOPSAAOK PETUCTPALUK BXOIAIIMX, UCXOSAIIUX U BHYTPEHHUX JOKYMEHTOB

18. HomeHwiaTypa nen: MOHATHE, BUABI, PEKBU3UTHI, (POPMHUPOBaHHE M 0(GOPMIICHUE /el

19. OpraHu3anoHHbIe JOKyMEHTHI: MOHSATHE, Ha3HAUCHHE, BUIBI M IpaBUiIa MX O(QOPMIICHHS

20. HudopmannoHHO-CIIpaBOYHbIE JOKYMEHTHI: BHIBI, HA3HAUEHHE, OCHOBHBIC PEKBH3HTHI, IIPABHIA X O(GOpPMIICHHS
21. CrnyxeOHble (IeNoBble) MHChMa: Ha3HAUEHUE, BUABI MTUCEM, PEKBU3UTHI, MpaBUia UX OPOPMIICHHUS

22. ITpoTokousl coBemanui, COOpaHUil U 3acefaHuil: BUIbI, COCTAB PEKBU3UTOB M MOPSIOK UX O(QOPMIICHHS

23. JIOKyMEHTHI 1O JTHYHOMY COCTaBY IPEIIPHATHS: Ha3sHa4eHHE, COCTaB, 0COOCHHOCTH PadOTHI C KaJpPOBBIMH
JOKyMEHTaMH

24. Ipykasbl 10 JIMYHOMY COCTaBY: BHJBI U OCOOCHHOCTH MX OQopMmieHHs

25. Bupsr 1 mopsiiok paboThl ¢ THCEMaMH U 0OpAaIIeHUIMH TPpaXIaH

26. CoBpeMeHHBIE TeXHOJIOTHH JOKYMEHTAIMOHHOTO O0OECHEUECHUs YIPaBICHIECKOH IeITeIbHOCTH

5.2. IlpuMepHBIi NepedyeHb BONMPOCOB K IK3aMeHY

HE IPeIyCMOTPEHO

5.3. TeMaTHKa KypCcOBbIX PadoT (KypPCOBBIX IPOEKTOB)

HE TIPeIyCMOTPEHO

5.4. ®OHA OLEHOYHBIX CPEACTB JJIS NPOBeJCHUS TEKYLIero KOHTPOJISI

Tembl TOKITag0B

1. AyauT pacdeToB ¢ IepCOHAIOM IO OIIaTe TPya.

2. YupaBieHYeckHi y4ET KaKk OCHOBA KOHTPOJUIMHTA [IEPCOHAA.

3. JIlnarHOCTHYECKHE METO/IBI NCCIICIOBAHNS IPOOIIEM OpTaHU3aIMH-KINCHTA B TIPOIiecce KOHCAITHHTA.
4. Aynut cuctembl YBOJIbHEHHI B OpraHU3aluy.

5. OcHOBHBIE HaIlPaBlIEHNsI KOHCYIBTUPOBAHUS IO MPOOIEMaM YIpPaBIEeHHs IEPCOHAIOM.
6.} opMannoHHO-CIIPaBOYHEIE TOKyMEHTEL.

7.PexBu3uThl fOKyMeHTOB. O0s3aTenbHbIC U (haKyIbTaTHBHEIE.

8.PexBU3UTHI 1aTa, IOAMNCH B POCCUIICKOM U 3apyOeKHOM JOKYMEHTOBEICHHH.

9. DTHKETHBIC aCIEKTHI eJI0BOTO MHUCEMa.

10.2)KaHpBI MHCHMEHHOTO JISTIOBOTO OOIIEHUS.

11. 3aronoBok 1 Ha3BaHWE BUJA JOKyMEHTA.

12.ConpoBoAUTEIHLHOE TUCHMO K JIOKYMEHTAM.

13.1IupKyssipHBIE IUCHMA.

14.ITpukassl.

15.ITucbMo-nI0ATBEPIKIACHHE.

16.TenedonorpamMma.

17.brnanku.

18.Tpadapetsl, hopMynspbl, I1a0IOHEI.

19. TlpereH3uoHHAs MEepernrcKa.

20. Kommepueckuii 3anpoc.

6. YA EBHO-METOJANYECKOE U UTH®OPMAIIMOHHOE OBECIIEYEHHUE JUCIIUMIIIIMHBI (MO1Y JIS)

6.1. Pexomenayemas auteparypa

6.1.1. OcHoBHas JIUTEpaTypa

ABTOpBI, COCTaBUTENHN 3arnaBue UznarensctBo, ron | Komny-Bo
JI1.1 | Kpyrukosa B. B. KanpoBas monutrka v KaJpoBbIi ayUT OpraHu3aluu: yueOHoe Boponexc: DINEKTPOH
nocobue MugypuHCKII HBII
rAv, 2020 pecypc
JI1.2 |Hcmarunosa X. H., Jlenonpon3BoACTBO: yueOHUK Yoa: YTHTY, OnexTpoH
Kosanepa U. b., 2022 HBIN
Cyneiimanosa A. K. pecypc
JI1.3 | Kotnsposa JI. 1. Jlenonpon3BoICTBO U TOKYMEHTOOOOPOT: MPAKTUKYM: yIeOHOE noc. KapaBaeso: DNeKTpoH
rnocooue KI'CXA, 2020 HBII
pecype
6.1.2. JlonosiHuTEIBHAS IUTEPATYpPa
ABTOPBI, COCTaBUTEITH 3araBue W3patenscrBo, rox | Konna-Bo
JI2.1 |M.T. Macunosa Kagposelit ayout: yueOHoe nmocodue BnagusocTok: DINEKTPOH
BI'YDC, 2019 HBIH
pecype
JI2.2 | Eropos B. I1,, Jlenonpon3BOICTBO U PEKUM CEKPETHOCTH: YIEOHHK Cankr-IlerepOypr: | Dnekrpon
CnunbskoB A. B. Jlans, 2024 HBIA
pecype

6.2. Ilepeuens pecypcoB HH(POPMAIHOHHO-TEJIEKOMMYHHKAIMOHHOM ceTn "MHTepHeT"

91 | Kypnan "denonpoun3soacrso”




6.3.1 IlepeyeHb MPOrpaMMHOro o0ece4eHust

6.3.1.1

OC Windows XP

6.3.1.2

SuperNovaReaderMagnifier

6.3.1.3

Access 2016

63.14

Project 2016

6.3.1.5

Visio 2016

6.3.1.6

VisualStudio 2015

6.3.1.7

Office 2007 Suites

6.3.1.8

GIMP

6.3.1.9

MozillaFirefox

6.3.1.1

MozillaThinderbird

6.3.1.1

7-Zip

6.3.1.1

CrpasouHas npaBosas cucrema Koncynsrantllnroc

6.3.1.1

ONEeKTpOHHBIH nepuoaudeckuil cripapoyHuk «Cucrema I'apanT»

6.3.1.1

OfficeStandard 2010

6.3.1.1

OfficeStandard 2013

6.3.1.1

LibreOffice

6.3.1.1

OC Windows Vista

6.3.1.1

OC Windows 7

6.3.1.1

OC Windows 8

6.3.1.2

OC Windows 10

6.3.1.2

Ubuntu (Mint)

6.3.1.2

Project Expert 7 Holding

6.3.1.2

OpenOffice 4.1.1

6.3.1.2

1C: IIpennpusitue 8. Cenbckoe x03siicTBO. KoMIutekT as1st 00ydeHus B BHICIIUX U CpeqHUX Y 3.

6.3.1.2

«ITanopama 3EMJIEJIEJTUE»

6.3.1.2

MenuanpourpsiBarens VLC

6.3.2 IlepeyeHb HHGOPMALMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1

DJeKTpOHHBIH epuoarueckuii cipaBouHuk «Cucrema 'APAHT». [TomHOTEKCTOBBIHN, 00HOBIsAEMBIi. JlocTym Mo
JIOKaJbHOM ceTu akaJeMUuu

6.3.2.2

OnexTpoHHas GnOINOTEYHAs CHCTeMa H3aaTenbeTBa «JlaHby. [loMHOTEKCTOBAs AIEKTpOHHAs ONOIHOTEKA.
WHnuBHuayanbHBIN HEOTpaHIMUCHHBIN JOCTYN Yepe3 GUKCHpOBaHHBIN BHeNHNMI [P anpec akagemMun HEOTpaHUUYCHHOMY
KOJIMYECTBY MOJIb30BaTENCH U3 JII000W TOUKH, B KOTOPOI nMeeTcst nocTy k cetn MuTtepHer.http://e.lanbook.com

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIIMHBI (MOAY JIS)

Aynutopus Bun pabot Haznauenwne OcHaIEHHOCTh

35a

Cron mpenogasatens (1 mr.), cromsr (30 mrT.), crynbs (60 mit.), cTyn
npenonasatens (1 wmr.), nocka aynutopHas (1 wr.), Tpubyna (1 mr.),
Jlex YueOHast ayauTopust JEMOHCTpallMOHHOe  oOopynoBanue (Oenmast JakoBas  MAarHUTHO-
MapkepHass focka (1 mr.), mpoekrop Toshiba (1 mT.) m ydebHO-
HaIISLIHBIE TTOCOOUS




JeMoHcTpallmoHHAsT  TexHUKa  (MHTepakTHBHas  Jocka  Hitachi
Starboard FX-63 D (1 mrt.), HOyrOyk Acer Asp T2370 (1 mrt.),
npoekrop Toshiba (1 mrT.)), crom mnommpoBaHHBIH (3 INT.), CTOX
yaenudeckuit (7 mr.), cron xommbloTepubli (11 mrt.), ctyn (20 mr.),
CTYNbsl, KOMITBIOTEPHAsT TEXHHKA C BO3MOXKHOCTBIO IOJKIIOUCHUS K
cetn "HUuTepHer" wu obOecrieueHWEeM JIOCTya B  JICKTPOHHYIO
nHPOPMAIIMOHHO-00pa30BaTeNbHyI0 cpeny opranu3anuu (10 mrT.)

ITomemienne st

236 CP .
CaMOCTOATETIBHON PabOTHI

KoMmbrotepHass TEXHHKAa C BO3MOXHOCTBIO IOAKIIOYEHHS K CETH
"Untepuer" u  obecneyeHWeM  JOCTyla B DJIEKTPOHHYIO
[Homemenue qist nHPOPMAIMOHHO-00pa30BaTeNbHYI0  cpexy opraHu3anuu(l9 mr.),
CaMOCTOATEIbHON paboThl | CTOMBI (17 IIT.), KOMIBIOTEPHBIH CTONX 6-M MECTHBIM (3 IUT.), CTYIbs
yuenuueckue (34 wmT.), cryaes w/m (18 mT.), cremnmaxu ¢
nuTeparypoii, Buaeoysennuutens Optelec Wide Screen (1 mir.)

123 CP

CCron mpenoaaBatens (1 mrt.), mapta 3-xMecTHas co ckameiikoit (10
mr.), cTyabst (5 mT.), ctyn mpemoxasatens (1 mr.), mocka (1 mmir.),
Sla VYueOHas ayquTopus Tpubyna (1 1mT.), HOEeMOHCTpamHOHHOEe oOopynoBaHue (DkpaH c
anekrporpuBoaoM Electric Screen (1 mT.), mpoekrop Toshiba (1 mmrt.),
HOyTOYK Acer Asp T2370 (1 mt.)) M yueOHO-HATIIATHBIE TOCOONS

Cron mpenomaBatens (1 mrt.), cTosel ydeHwdeckue (23 ImT.), CTYIbA
(53 wr.), cryn npenogaBarenst (1 mr.), mocka (1 mrt.), TpudyHa (1
57a YueOHast aynuTopust IIT.), JIEMOHCTPAIlMOHHOE O0OpyHOBaHHE (IIPOCKIMOHHBIA 3KpaH
LUMIEN (1 mrT.), mpoekrop Acer (6 mrT.), MOHOONIOK Acer Aspire
C22-963 (1mt.)) n yueOHO-HATIISIHBIE TOCOOUS

Cron mpenogasatens (1 mr.), cronsl (16 mrt.), crynbs (30 wmit.), cTyn
66a YueOHast ayauTopust npenogaBatens (1 mrT.), mocka (1 mr.), TpubOyna (1 mr.), DxpaH
pyIOHHBIA HacTeHHBIH (1 mmT.)

Cron mpenogasarens (1 mr.), cromer (17 mrT.) (3-XMecTHBIX - 6, 2-
XMecTHBIX - 11), crynbsa (38 mwr.), cTyn mpenonasatens (1 mrT.), Jocka
38a VYueOHast aynuropust (1 mT.), TpuOyna (1 mT.), IEMOHCTpaMOHHOE O00OpyIOBaHHE (IKpaH
pynoHHBIA HacTeHHBIH (1 mmT.), mpoekrop Acer (1 mT.), HOyTOyk Acer
(1 T.)) ¥ yaeOHO-HATIISITHBIE TOCOOHS

Cron mpenopaBatens (1 mrt.), mapra 4-xMecTHasi co ckameikoit (9
wT.), ctyaess (12 mr.), cryn npenoxasarenst (1 mr.), mocka (1 mmir.),
50a YuebHast ayauTopust JIEMOHCTPAIIMOHHOE 000pyJIOBaHUe (DKpaH PYJIOHHBIA HacTeHHBIA (1
mrt.), npoekrop Acer (1 mrt.), MmoHoOmOK Acer Aspire C22-963 (1
IT.)) ¥ y4eOHO-HATIIATHBIC TTIOCOOMS

8. METOIMYECKHUE YKA3AHUA 1JISA OBYYAIOIUXCA ITO OCBOEHUIO JUCIHHUIIJIMHBI (MOAY JISA)

Meronyka n3ydeHus: Kypca NpemycMaTpuUBaeT Hapsly € JICKUMSAMH W NPAKTHYECKUMHU 3aHATHAMH, OPraHH3aIMI0 CAMOCTOSTENBHOM
paboOTHl CTYICHTOB, NPOBEICHHUE KOHCYIBTAIMH, PYKOBOACTBO JOKIAJaMH CTYAEHTOB JUIA BBICTYIUICHHS HAa HAayJIHO-TIPAKTHYECKHUX
KOH(EPEHIHAX, OCYIIECTBICHHE TEKYIIET0, TPOMEXYTOYHOTO (HOPM KOHTPOJIA.

Cucrema 3HaHuid 1o gucuuiimHe «KaJapoBblif ayquT M JEIONPOU3BOACTBO» (OPMHUPYETCS B XOJE ayIUTOPHBIX M BHEAYJMTOPHBIX
(camocTOsITENbHBIX) 3aHATHH. MCIONb3ys JICKIMOHHBIH MaTepHan, YIeOHHKH W ydeOHbBIE IOCOOWS, NOTOIHUTENBHYIO JUTEpaTypy,
TPOSIBIISISL TBOPUECKHH MOAXOJ, CTYACHT TOTOBHTCS K MPAKTHYECKIM 3aHATHAM, pacCMaTpHBas MX KaK IOIMOJHEHHE, YIIIyOJIeHHE,
CHCTEMAaTH3aLNIO CBOUX TEOPETHUECKNX 3HAHMIA.

Jnst OCBOCHYSL AUCIUIUIMHBI CTYAEHTaMH HE00X0JUMO:

1. Ilocemarsp neKMH, Ha KOTOPBHIX B CKaTOM M CHCTEMHOM BHJC H3JIAaraloTCs OCHOBHI IHCIMIUIMHBL: JTAIOTCS OMNpENeNICHHUS
HOHSATHH, 3aKOHOB, KOTOPBIC IOJDKHBI 3HATHh CTYAEHTBI; PACKPHIBAIOTCS 3aKOHOMEPHOCTH MOBEICHUS KOHOMHUYECKHX CyOBEKTOB.
CTyaeHTy Ba)KHO MOHSTH, YTO JIEKUHUSI €CTb CBoeoOpas3Has TBopueckas (opma camocTosTenbHOH paboTsl. Hamo meiTatbes craTh
AKTHBHBIM COYYACTHHKOM JIEKIHH: JyMaTb, CPaBHUBATh U3BECTHOE C BHOBbB NOJTY4aCMBIMH 3HAHHSMH, BOWTU B JIOTHKY H3JI0KCHUS
MaTepuaia JIEKTOPOM, CIEUTh 33 XOJIOM €ro MBICIIEeH, 3a €ro apryMeHTalueldl, HaXoIuTh B Hell kaxymuecs BaM ciaboctu. Bo
BpeMsl JIEKLMM MOXKHO 3a/iaTh JIEKTOPY BOIPOC, JKENATENIbHO B MHUCbMEHHOH (opMme, 4TOOBI HE MEIIaTh M HE HApyIaTh JIOTUKA
npoBeneHus Jekuun. Ciymasi JISKIMIO, cleayeT 3a(UKCHpPOBaThH OCHOBHBIC MJEH, MOJIOXKEHHMs, 0000mieH s, BbIBOAbl. Pabora Haz
3aIlUCBI0 JICKIIMH 3aBepIuaercss nomMa. Ha cBexylo ToioBy (IOKa emie JIeKIHs B IIaMATH) Hag0 YTOYHHTH TO, YTO 3aIHCaHo,
000TaTUTh 3aIUCh TE€M, YTO HE YAaJoCh 3a(UKCHPOBATh B XOJE JIEKIUH, 3aMHCaTh B BHAE BOIPOCOB TO, YTO HAJO MPOSICHUTH, 10
KOHLIA TIOHATHh. BakKHO COOTHECTHM MaTepuaj JIEKIMH C TEeMOW Y4eOHOM NHpOorpaMMbl M YCTAHOBHTB, KAaKHE €€ BOIPOCHI HAlUIH
OCBEIlIEHNE B MPOCIYIIaHHOH Jiekiuu. Torna moje3Ho oOpamaTbes U K ydeOHUKY. JIekius M ydeOHMK HE 3aMEHSIOT, a JOIOJHSIOT
Apyr Apyra.

2. Iocemate mpakTUYECKHE 3aHATHS, K KOTOPBIM CleIyeT TOTOBHThCA M AaKTHMBHO Ha HUX paboTaTh. 3agaHue K MPAKTHIECKOMY
3aHATHIO BBIIACT IPENoJaBaTelb. 3aJaHMe BKIOYaeT B ceds OCHOBHBIC BOIPOCHI, 33Jaud, TECThl M pedepaTsl Ui
CaMOCTOSATENBHON paboThl, IHuTeparypy. IIpakTHdeckie 3aHATHS HAYMHAIOTCS C BCTYIUTENBHOTO CIIOBA IIPENOJAaBaTeNs, B KOTOPOM
Ha3bIBAIOTCSA I€b, 33Ja9M M BOIPOCHI 3aHATHSA. B mpomecce mpoBeAeHMS 3aHATHH TIPENojaBaTeNb 3aJaeT OCHOBHBIC U
JIOIIOJIHUTENNbHBIE BONPOCHI, OpraHu3yer uX oOcyxkaeHue. Ha npakTHyeckux 3aHATUSX pEIIAIOTCS KOHKPETHBIE 3aJadu 110
JICIIOTIPOU3BOCTBY, Pa30MPAIOTCS TECTOBBIC 3aJaHMSI M 3aJaHus, BBIIAHHBIC JUII CAMOCTOSATENBHOH paboThI, 3acIylIMBAIOTCS
pedepaTuBHBIE BBICTYIUICHUS. CTyNeHTH, NPOMYCTHBIINE 3aHATHE, I HE MOATOTOBUBINMECS K HEMy, IPHITANIAIOTCS Ha
KOHCYIbTallMI0 K MpenojaBaTento. [IpakTudeckoe 3aHATHE 3aKaHYMBACTCS IIOJBEICHMEM HTOTOB: BBIBOJAMHM IO TeMe U
BBICTaBJICHHEM OLICHOK.




3. CucremMaTHueckd 3aHHMAThCS CaMOCTOSITENBHON pPaboTOH, KOTOpas BKIIOYAaeT B ceOs M3ydeHHE HOPMATUBHBIX JOKYMCHTOB,
MaTepHalioB Y4eOHMKOB M CTaTeil M3 SKOHOMHYECKOH JIMTEpaTyphl, pelIeHHEe 3ajad, HalucaHue JOKIaloB, pedeparos, 3cce.
3aaHus AT CAMOCTOSATENIFHOW pabOTHI BEIIAIOTCS TIPENOIaBaTeIIeM.

4. Tlom pyKOBOACTBOM TIPEIOJABATENS 3aHMMAThCS HAYIHO-HCCIENOBATCIBCKON paboTOH, YTO MpeAmojaraeT BHICTYIUICHHS C
JOKIalaMH Ha HAYYHO-IIPAKTUYECKUX KOH(EpeHIUIX U MyOIHKAIUIO TE3UCOB U CTaTel 10 UX Pe3yIbTaTaM.

5. IIpu BO3HHMKAIONMX 3aTPyAHEHUSAX NPH OCBOCHMM AMUCHUIUIHHBI «KaapoBblli ayquT M AENONPOU3BOACTBOY, IS HEYCIEBAIOIIUX
CTYJCHTOB M CTYAEHTOB, HE IOCEUIAIOIIUX 3aHATUS, IMPOBOAATCS CKEHEACIbHbIE KOHCYJIbTAllUM, HAa KOTOpBIE IIPUIVIAINAIOTCS
HEYCIIEBAIOIHE CTYIEHTHl, a TAaloKe CTYIACHTHI, HCHBITHIBAIOIME IOTPEOHOCTh B IOMOINM IIpeHojaBaTens NpH H3ydeHHU
JUCLUIUIAHBI.

IMpu n3ydennn qucnuiuinHbl « KaqpoBEIi ayuT U AEITOTIPOM3BOACTBOY CIEIYET YCBOMTE!

- JOKYMEHTHPOBaHHOE 00ecnedeHIe MPEANPHATHIA 1 OpTaHU3aIii;

- COCTaB PEKBU3UTOB JOKYMEHTOB U IIpaBUiIa UX O(opMIIeHuS;

- OpraHM3alIOHHO-PACHIOPAAUTENbHBIE TOKYMEHTBI, IPAaBUIIA UX COCTABIICHNUS;

- OpraHu3auio paboThl C TOKYMEHTAMHU.

IIPUJIOXEHNA




JOMNOJIHEHUS U U3BSMEHEHUS
B20 /20 y4eOHOM roay

AxTryanu3upoBaHHas paboyas mporpaMma paccMOTpeHa M ofo0peHa Ha 3acelaHuH
oT

3aBeAyromuUii BRITYCKAIOMICH Kadempoit

JOINOJTHEHUS U USMEHEHUSA
B20__ /20 yueOHOM roay

Axryanu3upoBaHHas pabodas mporpaMma pacCMOTpeHa W OJ0OpeHa Ha 3aceIaHhd
oT

3aBenyroluii Belyckaroreil kadgenpoi

JONOJIHEHUSA U U3SMEHEHU S
B20__ /20__ y4eOHOM ropy

AxTyanu3upoBaHHas pabodvas mporpamMma pacCMOTPeHa W OMOOpeHa Ha 3aceIaHHU
oT

3aBeAyromuii BRITTYCKAIOMIeH Kadempoit

JONOJIHEHUSA U UBSMEHEHUSA
B20__ /20 y4eOHOM roay

Axryanu3upoBaHHas pabodas mporpaMma pacCMOTpeHa W O0OpeHa Ha 3aceIaHHd
ot

3aBenyromuii BelTycKaroreit kadenpoi

JOHNOJIHEHHUA 1 U3BMEHEHUA
B20 __ /20___ y4eOHOM roay

AKTyanuzupoBaHHas pabodasi mporpaMMa pacCMOTpeHa M 0JI00peHa Ha 3acelaHuu
oT

3aBeyrOIUi BBITYCKAIOMICH Kadempoit

JONOJIHEHHUSA U U3SMEHEHUSA
B20_ /20 yueOHOM romy

AxTyanuzupoBaHHass pabodasi mporpaMMa paccCMOTpeHa M 0JI00peHa Ha 3acelaHuu
oT

3aBe/yroIUi BBITYCKAIOMICH Kademapoit

BEIITycKaromei kadempsl, mpoTokon Ne

BBIITycKaromei Kadempsl, mpoTokon No

BBIITycKaromieil kadeapsl, mpoTokoa Ne

BBIITycKarommei Kadeapsl, mpoTokon Ne

BBIITycKaromieil kadeapsl, MpoTokoa Ne

BBIITycKaromieil kadeapsl, mpoTokoa Ne



