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[Iporpamma cocrasiena B coorBercTBur ¢ @I'OC BO no nanpasnenuto 38.03.03
YpaBiieHHE IEPCOHAIIOM .

Astop H.A. Benoboponosa

PaGouas mporpamma o6cykaeHa 1 YTBEPKICHA HA 3aceTaHuH KadeaIpbl
TOCY/IapCTBEHHOTO YIPABJICHUS M YIPABIICHUS YJIOBCUCCKHMH PECYPCAMHU



1. ey n3yyeHust JMCHUIIHHBI

Lenpto oOcBOeHUS AUCHUIUIMHBI «JlOKyMeHTalmoHHOe obecrnieueHue paboThl ¢
HEepCOHANIOM» sIBIsieTCs (OPMUPOBAHME 3HAHWUI M HABBIKOB [0 OpraHM3aldd pPadOThHl C
OpPraHU3aIMOHHO-PACTIOPSAUTENBHON ¥ MH(QOPMAILIMOHHO-CIIPABOYHOM  JTOKYMEHTAallUEeH,
perIaMeHTHPYIOLIEH AEeITeIbHOCTh JODKHOCTHBIX JIMIl OpPTaHU3aliH, (GYHKIUU U TPOLETYPHI
YIPABJICHUS IEPCOHATIOM B OpraHU3alIUH.

2. IlepeyeHb MIIaHNPYeMBbIX Pe3yJIbTATOB 00y4eHHs M0 JUCHUILINHE (MOAYJIIO),
COOTHECEHHBIX € IJIAHUPYEMbIMHU Pe3yJIbTATAMH 0CBOCHHS 00pa30BaTeJbHOI MPOrpaMMbl

KoMnerennuu 06yqalomer0csl, (])opanyeMbIe B pe3yJibTaTe 0OCBOCHUSA

JUCHMILINHBI
Kon
KOMIIETEHILIUH I10 KoMnerenmus
®I'OC BO
OITK-4 CriocoOeH MPUMEHSITh COBPEMEHHBIC TEXHOJIOTHH M METOIbI ONIEPATUBHOTO
yIpaBJICHUS] IEPCOHATIOM, BECTH JIOKYMEHTAIIMOHHOE COMPOBOKICHHUE U YUET

CTpyKTypa KOMIETCHIIHH
Komnerenuus dopmupyembie 3YHbl
3. 3HaTb COBPEMEHHBIE TEXHOJIOTUU U METO/IbI OIIEPATUBHOTO
YIIPaBJICHHS IIEPCOHATIOM, COCTAB U COJEP/KaHUE TOKYMEHTOB,
COIPOBOXKAAIOIINX ONEPATUBHOE YIIPABICHUE IIEPCOHAIIOM,
3HATH METOJBI Y4€Ta IICpCOHAIIA
Y. YMeTb 000CHOBAaHHO BBIOMPATh TEXHOJIOTUN U METO/IbI
OIIEPaTUBHOTO YIPABIEHUS IIEPCOHAIOM H y4eTa IIEpCOHAIa,
COOTBETCTBYIOIIHE PO ECCHO-HATBHBIM 3a/1a4aM, U
ONPEIEIATh COCTAB JOKYMEHTOB JUJISl UX COIIPOBOKICHUS
H. BriageTs HaBbIKaMU MCIIOJIB30BaHMs Oa30BbIX
COBPEMEHHBIX TEXHOJIOTUHA U METOA0B OIIEPATUBHOIO
yIIpaBJIEHUs IEPCOHAIOM, UMETh HaBBIKU O(OpMIIe-HUS
TOKYMEHTOB, COITPOBOKIAIOIIMX ONEPATUBHOE YIIPaBICHUE
[IEPCOHAJIOM, HABBIKAMM y4€Ta IEpCOHAJIA

OI1K-4 CnnocobeH NpUMEeHSITh
COBPEMEHHBIE TEXHOJIOTUH U
METO/IbI ONIEPATHBHOTO
yIIpaBJIEHUS IEPCOHAIOM, BECTH
TOKYMEHTAI[MOHHOE
COIIPOBO’KICHUE U YUeT

3. MecTo AUCHUILIHHBI (MOYJIsI) B CTPYKTYpe 00pa3oBaTe/ibHOM NPOrpaMMbl

[Mpunamnexxnocts  muctumuiuael - BJIOK 1 JUCHUIUVIMHBI  (MOAYJIN):
O0s3aTenbHast 4acTh.

[IpenmecTByromye TUCHUIUIMHBI (OCBOCHHE KOTOPBIX HEOOXOAMMO ISl YCIENIHOTO
ocBoeHus AaHHoM): "MHpopmannoHHble TeXHOIOTUN"

4. O0bemM AUCHMILIMHBI (MOYJI51) B 3a4€THBIX eIUHULAX C YKa3aHHEM KOJIH4eCTBa
aKajgeMHYecKHMX YacoB, Bbl/leJIeHHbIX HA KOHTAKTHYI0 padoTy 00y4aroimuxcs ¢
npenojaasaresieM (110 BUAaM yUeOHbIX 3aHATHII) 1 HA CAMOCTOSITEJILHYIO PadoTy
o0yJaromuxcs

OO01mast Tpy10€MKOCTh TUCIUIUTHHEBI COCTaBIsIeT 4 3a4. e.,144 Jacos.

Bun yuebHol paboThl KonnuecTBo yacos
KonrtakTHasi(ayauTopHas) pabora

Jlexknuu 36
[TpakTnaeckue (cem, 1ab.) 3aHATHUS 0




CamocTosTenbHas pa60Ta, BKJIIOYas MOoATOTOBKY K 5K3aMCHaM U
3adcTamM

108

Bcero uacos

144

5. Conep:kanue JTUCHUILUINHBI (MOYJIs1), CTPYKTYPHMPOBAaHHOE 110 TeMaM (pa3gesiam) ¢
YKa3aHHeM OTBeJeHHOI0 HAa HUX KOJIUYeCTBA aKaJeMHUYeCKHX YaCOB U BH/I0B Y4eOHBIX

3aHATHH

5.1. Conep:xanue pa3iesioB TUCUUIIIMHBI

Cemunap| Camo- |B unTepa-| ®opMbl TEKYILIETO
Ne Pa3zgen u Tema Ceme-| JIek- P p“ P ym
Jlabopar.| cTofIT. | KTUBHOM KOHTPOJIA
n/n JUCHHUILINHDI CTp | UMHU
IIpakTnu. pao. popme yCIeBaeMOCTH
BBenenue B Kypc.
[lonsTHe
TOKYMEHTAIlMOHHOT'O
0OeCIICUCHHS
TIpaBJICHUS CaMocTrosTeabHas

1 PP 32 | 4 0 8
MIEPCOHAIOM. pabora 1
TpeboBanus,

MPEIbABISIEMBIC K
0(hOPMIICHHUIO
TOKYMEHTOB

b CocTaB ¥ BUJIBI 32 3 0 ] CamocrosTensHas
KaJ[POBOH JIOKYMCHTAIINU pabota 2
JIokanbHbBIC
HOPMATUBHBIC aKTHI TI0 CaMocTogTeIbpHas

TIPaBJICHUIO abora 3.

3 PP 32 | 3 0 8 p
MEePCOHATIOM: CaMocTogTebHas
TpeOOBaHUS K pabora 4
0(hOpMIICHUIO
3amuTa mepCcoHaIbHBIX

g PO p 32 | 2 0 6 Tecr 1
NaHHBIX paOOTHHKA
["ocynapcTBeHHAs
MHCIIEKIINS T

HHA TPy A H CamocrosiTenbHas

S |mpouenypa npoBEAEHUS 32 3 0 6 aGoTa 5
MPOBEPOK JIOKYMCHTAIINN p
KaJIPOBOH CITy>KOBI
dopmupoBanne u

6 PMHDP 32 | 2 0 6
BeACHNE JTHYHBIX A€

7 lnuynas kapTouka 32 2 0 6

CamocrosTenpHas
JloKyMEeHTHUPOBaHUE
pabora 6.

8  |[MpOLECCOB ABUKECHUS 32 8 0 6

KAIPOB CamMocTosTeabpHas

P pabota 7. Tect 2
Odopmienue

K
JIOKYMEHTOB TpH CamocrosTenbHas
9 |[moowmpeHuu u 32 2 0 6
pabota 8

MTUCITUTIIMHAPHBIX
B3BICKAHHUI
Benenue TpyIoBBIX CaMocrosTenbHas

10 oA pyA 32 | 4 0 6
KHIDKCK U pabora 9




Pa3nen u tema
JTUCIUIIINHBI

Camo-
CTOST.
pao.

B unrepa-
KTUBHOH

dopme

DopMbI TEKYLIETO
KOHTPOJIA
ycleBaeMOCTH

Cemunap
JlaGopar.
IIpakTny.

Jlek-
119707

CeMme-
CTp

(dbopMupOBaHHE B
PIIGKTPOHHOM BHUJIC
uH(pOpMAaILIUU O
TPYAOBOU JCATEITBHOCTH
U TPYIOBOM CTaKe
Ka)XJI0ro pabOTHHKA

11

CucreMaTu3anus u
XpaHEHHE JJOKYMEHTOB
KaJIpOBOM CITY>KObI

CamocrosTenpHas

32 pabora 10

NTOI'O

36 72

5.2. JlekunoHHbIE 3aHATHS, UX COJEpP/KaAHHE

No
n/o

HanmenoBanue
pa3aesoB U TEM

Conepxanue

Beenenue B Kypc.

10

TOKYMEHTOB TIPU
[MOOLIPEHUU U
TACIIUTUTMHAPHBIX
B3LICKAHHU I

Ilonsarue
NTOKYMEHTAI[HOHHOT'O
T OO1ee mpeacraBieHue Kypca. HazHaueHue u cofiepkanue Kypea.
ABJCHIS CBs3b Kypca ¢ yu4eOHBIMU JUCIUTUIMHAMA. 3HAUYCHUE Kypca B
| Z{ngOHaHOM [OJI'OTOBKE CICIIMAIMCTOB IO YIIPABJICHUIO TIEPCOHAIOM.
P ) 3aKoHOaTeNbHAS U HOPMATUBHO-METOIUYECKAs PErIaMEeHTAIIHS
TpebGoBanusl, .
KaJIPOBOH JIeATEILHOCTH
MPEIbABISIEMBIC K
oopmienuro
ITOKYMEHTOB
Odopmiienue

[ToHsTHE M BUBI JUCIMIUVIMHAPHBIX B3bICKAHUMU, TOPSAIOK

o opMIIeHUS TOKYMEHTOB TIPH OOBSBIICHUN 3aMEYaHHUs, BRITOBOPA,
yBonbHEeHUs. [Iprka3 o moorpeHuu, 0coOEHHOCTH COCTABIEHUS
COITPOBOXKAAIONIECH TOKYMEHTAIIMU

11

BeneHne Tpy0BbIX
KHUDKEK
(dhopMupOBaHUE B
HIIEKTPOHHOM BHUJIE
nH(pOpMAaIUU O
TPyIOBOM
NesTeIbHOCTH U
TPYZAOBOM CTaKe
Ka)XJI0r0 pabOTHUKA

[lonsiTHE TPYNOBOM KHMKKH. DOpMa TpyIOBOM KHHMKKH.
HopmatuBHO-MeToMuecKas 0a3a, peraaMeHTUpPYoIas MOpsIoK
BEJICHUSI, 3aIlI0JTHEHUSI TPYAOBBIX KHUKEK, 00eCTIeYeHUSI UMU
paboTonaTene.

3anoiHeHnEe CBEICHU 0 pabOTHUKE. 3aM0JIHEHUE CBEICHUN O
pabote. 3anoIHEeHNE CBEICHUI O HAarpaKJIeHUHU. 3aroIHEeHUe
CBeJICHN 00 YBOIbHEHUH (TIPEKPAIICHUH TPYIOBOTO JOTOBOPA).
OCOOEHHOCTH 3aIlOJTHEHHUs CBe/IEHUH 00 YBOJILHEHUH U ITpUEME Ha
paboTy B CBS3M C TIEPEBOJIOM PabOTHHUKA.

BHeceHne N3MEHEHUI U JOTIOJTHEHUH B TPYAOBYIO KHHKKY.
Jly6nukaT Tpy1oBOi KHIKKH. Bbigaua Tpy10Boil KHUKKH MpU
YBOJIbHEHUU (TIPEKPAIEHNHN TPYI0BOTO 10roBopa). Bkiaabl B
TPYJOBYIO KHHKKY.

Y4eT u XpaHEeHue TPYJOBBIX KHIKEK. JlOKyMeHTalus 10 y4eTy
OJIaHKOB TPYIOBBIX KHIKEK (IIPUXOIHO-PACXOHAS KHUTA IO YUETy
OJTAaHKOB TPYIOBBIX KHMKEK M BKJIAJBIIIEH K HUM, KHUTA y4yeTa
NIBYDKEHUS TPYJOBBIX KHMKEK U BKJIAJIBIILIECH K HUM).
OTBETCTBEHHOCTH 32 COOJIOICHUE TTOPSIKA BEICHUS TPYAOBBIX

KHHXCK.




/o

HaumenoBanue
pa3liesioB U TEM

Conepxanue

CBeZicHUs O TPYIOBOM ACATEIBHOCTH, OpMUpYyEeMbIC B
HJIEKTPOHHOM BHJIE: BUJIbI CBEJICHUM, UX COJEPIKAHKE, CIIOCOObI
dbopmupoBanus. CBOEBPEMEHHOCTh HAIIPaBJICHUS CBEJCHUH O
TpyAoBoil AesitenbHOCTH B [1D PD. Tlopsanok nonyyeHus CBEICHHI
0 TPYJOBOH JEATEILHOCTH PAOOTHUKOM.

12

Cucremaru3zauus u
XpaHCHUE JIOKYMEHTOB
KaJJpOBOM CITY>KOBI.
HomeHnknarypa aen
KaJ[POBOH CITY>KOBI

[lonsiTe HOMeHKIIAaTyph! Aeil. [lopsanok cocraBneHus
HOMEHKJIATYpPHI /1] KaApoBoii cirykOb1. TpeGoBanus,
MPEIbIABISIEMBIE K 3aT0JIOBKAM JIEJI. DJIIEMEHTHI 3aT0JIOBKOB JIEII.
[IpaBuia rpynmupoBKH JOKYMEHTOB B Jie1a, 0)hOopMIICHHS
3aroJI0BKOB jiei. [Ipu3Haku rpynnmupoBKY JOKYMEHTOB B J€Ta.
[TopsiI0K MOATOTOBKH JJOKYMEHTOB K apXHBHOMY XPaHEHUIO.
Knaccugukaius TOKyMEHTOB IO CpoKaM XpaHeHus. TpeboBaHus,
NpebsIBIsIEMbIE ADXUBHBIMU CIY)KOaMH K IOKYMEHTaM,
CAaBaCMbIM B apXHUB. OpFaHI/IBaIII/ISI IMPOBCACHUA SKCIICPTU3BI
[ICHHOCTH JJOKYMEHTOB.

YactuuHoe u noHoe opopmienue aen. [lopsaok opopmiueHus
00JIOKEK JIeJT TIOCTOSIHHOTO ¥ BPEMEHHOTO CPOKOB XPaHEHHS.
Cocrasnienue u opopmiienue onuceit aen. CocraBiieHne
3aBEpUTEIIHHON HAIIKCH JIeNa.

AIIMI/IHI/ICTpaTI/IBHaSI OTBCTCTBCHHOCTD 3a HAPYIICHHUC
NeHCTBYIOIIETO 3aKOHOAATENILCTBA 110 APXUBHOMY JIEITY.

DNEKTPOHHBIN
2 |kaxpoBsiii CoBpeMEeHHbBIE TEXHOJIOTUU B JJOKYMEHTAIIHOHHOM 00eCTieYeHUN
YIIpaBJeHUS EPCOHATIOM
TOKYMEHTOO0OPOT
[ToHATHUS «TOKYMEHT», «JOKYMEHTOO0OPOT», «JOKYMEHTALIMOHHOE
oOecrieueHrne yrpaBiIeHUsS».
[TonsTHE U 3HAUeHUE KaipoBOM JokymeHTanuu. Knaccupukaus
KaJIpOBOM ToKyMeHTauuu. OTINYUS KaApOBOM U yIIpaBiIeHUECKON
nokyMeHTalui. OCHOBHBIE BU/IbI JOKYMEHTOB KaJpOBOM CITyXOBbI,
Kanposast 0COOEHHOCTH MX COCTaBIICHUS.
NMOKyMeHTalus: cocTaB(OCHOBHBIE TPEOOBaHUS, IPEAbABIEMbIE K 0(OPMIICHUIO
1 BUJIbI; TPEOOBAHUS K |IOKYMEHTAIMH, IPElyCMOTpEHHbIE [ 0cyAapcTBEHHOM crucTeMoi
3 |odopmienuto NTOKYMEHTAIlMOHHOT0 oOecrieueHus ynpasieHus. [lopsaok
TOKYMEHTOB; 00pabOTKU U perucTpaly JT0KYMEHTOB, X UHIEKCAIIUH.
TIBIDKEHUE B Perucrparmonnslie GopMbl U UX 3anonHeHue. KoHTpob
OpraHu3aIu VCIIOJTHEHUS TOKYMEHTOB. OCHOBHBIE OTJIMYHS B IOJITOTOBKE
MPOCTHIX U CJIOXKHBIX IPUKA30B. YUET CHEUPUKH
pacopsiANTEIHLHOTO IEHCTBHS MPU COCTABICHUH NMPUKA30B I10
pruemMy, MepeBo/ly, YBOJIbHEHUIO paOOTHHUKOB.
[Topsiok BU3MPOBAHUSI IPUKA30B 0 JTUYHOMY COCTaBY, X
erUCTpaIiH
[[ITatHoe pactucanue (ct. 57 TpynoBoro Kogekca P®)— dopma
[ITaTHOTO pacnucanus. [IpaBuia BHyTpEHHETO TPYAOBOTO
Ploraise CoRCpeTIINp oI TOpATOK PEryIIApOBaAIS KIoTeBHX
4 [MOPMATHBHDIC AKTHITIO BOIIPOCOB COIMAIBHO-TPYIOBBIX OTHOIIIEHUI Ha MPEATNPUSATHH.
YTIDABICHITIO OO MOPSAOK MOJTOTOBKU JOKYMEHTA B COOTBETCTBHH CO CT.
[1EPCOHAIOM

190 TK P®. OcobernHoctu ohopMIICHHS MPABUJI BHYTPEHHETO
TPYJIOBOTO pacropsiika, CoepKaHue BOIPOCOB, KOTOPHIE
OTPaKAIOTCSI B ITPABHJIAX BHYTPEHHETO TPYAOBOTO PACIIOPsIKa.




/o

HaumenoBanue
pa3liesioB U TEM

Conepxanue

OcoOeHHOCTH 00palleHus ¢ TePCOHATBHBIMU JaHHBIMU
PaOOTHUKOB B COOTBETCTBUU C MOJIOKeHUsIMU TJ1aBbl 14 TK PO.
TpeboBanus kK 00pabOTKE MEPCOHATBHBIX JaHHBIX PaOOTHHUKA.
[TpaBuia nepegauu nH(GOpMAINK, COAepKAIICH CBEACHHUS O
paboTHHUKe, TpeThbUM JiniaM. OTBETCTBEHHOCTD JTOJKHOCTHBIX JIMII,
BUHOBHBIX B HAPYIICHUU HOPM, PETYIUPYIOIIUX MMOTYICHHE,
00paboTKy U 3aIUTy NEPCOHANBHBIX JaHHBIX paOOTHUKA.
WHCTpYKIIKS IO JOKYMEHTAIIMOHHOMY 00€CIIeUeHUIO YIPaBICHUS
nepcoHanioM npeanpuatua. CTpyKTypa U coliep:KaHue pa3/iesion
nmanHoro nokymenTa. [lonoxenue 06 otmyckax. [lonoxenue o
KOMaHJIHPOBKAX.

Samura
MepCOHATBHBIX
TAHHBIX PaOOTHHUKA

[ToHsITHE TIEPCOHAIBHBIX JAHHBIX, COJICPKAHUE TTEPCOHATBHBIX
maHHbIx. O0mKe TpedoBaHus Mpu 00paboTKe MePCOHATBHBIX
TaHHBIX PAa0OTHUKA U TAPAHTHH WX 3AIIUTHI. XPaHCHHUE U
MCIIOJIb30BaHUE MTEPCOHANIBHBIX TaHHBIX Pa0OTHUKOB. [lepenayua
MEePCOHATBHBIX JaHHBIX paboTHUKA. [IpaBa pabOTHUKOB U
OTBETCTBEHHOCTb Pa0OTOMATENS B IIEIISX 00CCIICUYCHUS 3alUThI
MEePCOHAIBHBIX JAaHHBIX, XPAHAIIUXCS Y padOTOIaTEIs.

["ocynapcTBeHHas
WHCIEKUHA Tpyaa U
poueaypa
MMPOBEICHUS TTPOBEPOK
TOKyMEHTAIUU
KaJpOBO CITYKOBI

[TotHOMOUMS rocynapcTBeHHON uHcnekuuu Tpyaa. I[lponenypa u
[IpaBUJIA IPOBEACHUS IIPOBEPOK COOIIONEHUS IEHCTBYIOIIErO
3aKoHOJaTeabcTBA. Bubl nposepok. [lopsiiok odpopmienus
MEPOIIPUATHH 110 KOHTPOJIIO.

CocTaB JOKYMEHTOB, TpeOyeMbIX OpraHaMu HaJ30pa U KOHTPOJIS
[IPU NIPOBEICHUU MPOBEPOK.

OTBETCTBEHHOCTh paboToAATENS 32 HApYyLIEHUE AeHCTBYIONIETO
3aKOHOJATEIbCTBA O TPYJE U HErpaMOTHOE O(hOpMIIEHHE KaApOBOI
IOKyMeHTaluu, Bodsaraemas TpynossiM Konekcom PO u
KoznexcoMm 00 aIMUHUCTPATUBHBIX IPABOHAPYIICHHUSIX.

DopMupoOBaHUE U
BEJICHUE JTUNYHBIX JEII

JInuHoe 1en0 paboTHUKA KaK OCHOBHOM JJOKYMEHT IEpCOHAIBHOTO
ydeTa, B KOTOPOM XPaHsTCsl HanboJiee TOTHbIE CBEACHUS O
COTPYAHUKE U €T0 CIIy)KEOHOH /1eATeIbHOCTH.

CocTaB 1 TIOCIIEI0BATENIFHOCTD JOKYMEHTOB JIMYHOTO JIeTa.
OCOOEHHOCTH COCTaBIIEHUS JOKYMEHTOB JINYHOT'O JIeNa: IMYHOTO
JIMCTKA TIO y4eTy KaJpoB, JOTOJHEHH K JTMYHOMY JIUCTKY,
aBTOOMOrpaduu u T.1.

[TpaBuiia BbIIA4YM JTMYHOTO JiejIa BO BPEMEHHOE MTOJIb30BaHHeE.
[Topsiiok cocTaBieHus ONKMCH JIMYHOTO fiena. [lepenaya nuaHOro
nena Ha apxuBHOE XpaHeHue. CocTaBlIeHNe 3aBePUTEIEHON
Ha/IMMCH JIMYHOTO JIeJia.

JInunas kapTouka

JInuHast KapToYKka KaK OCHOBHOM JOKYMEHT MEPCOHAIBHOTO y4eTa

paOOTHUKOB OpraHu3auu. JJokyMeHTbI, HA OCHOBAaHUHU KOTOPBIX

3arnoJHsAeTca Ju4yHas kapTodka. [Iopsaok KogupoBaHUs CBEACHUI

B JIMYHOM KapTouke. 3anoIHeHHe TUYHOM KapTouku. [lopsiok

BHECEHMS MCIIPABJIICHUI 1 U3MEHEHH B JINYHYIO KAPTOUKY
abOTHUKA.

JIOKyMEHTUPOBaHUE
[IPOLIECCOB JIBUKECHUS
KaJpOB

JIOKyMEHTHPOBaHUE TIPOIecca IBMKCHUS KaAPOB Ha MPEANPUATHI
KaK BaKHEWIas GyHKIH OTAeNa KaApoB. Buabl nBrKeHUs
kapoB. CxeMbl IpueMa, IepeBo/ia, YBOJIbHEHUST paOOTHHKOB.
Odopmnenue npuema paboTHUKOB. COCTaB IOKYMEHTOB,

TpeOyeMbIX MpHU NpreMe Ha paboTy B cOOTBETCTBUU ¢ TpynoBbIM




Ne HaumenoBanue

Conepxanue
/1 pa3esioB U TeM

Konexcom PO.

[TopsiOK 3aKITFOYEHUS TPYJIOBBIX IOTOBOPOB C MIOCTOSTHHBIMU H
BPEMEHHBIMU PaOOTHUKAMH.

OCOOEHHOCTH COCTaBIICHUS YHU(PULIIMPOBAHHBIX (HOPM MPUKA30B
10 JINTYHOMY COCTaBY, Kacaromuxcs rnpuema (dpopma T-1, T-1a).
OdopmiieHne nepeBoia, IepeMenieHns, KOMaHIUPOBAHUS
paboTHHKOB. OcO6eHHOCTH 0OPMIICHUS K OCHOBAHUS Pa3IMYHbIX
BUIOB IIepeBo/ia (IIEPEeBO/I Ha IPYTYIO paboOTy Ha TOM XKe
[peIPUATHH; IEPEBOJI HA paboTy Ha APYroe NpeanpusTue;
MepeBo]] Ha paboTy B APYTyr0 MECTHOCTh). OCOOCHHOCTH
cocTaBIeHUS] YHU(DULIIUPOBAHHBIX (POPM MPUKA30B MO JTUUHOMY
cocTaBy, Kacarommxcs nepesoaa (popma T-5, T-5a),
koMaHaupoBanus (popmel T-9, T-9a, T-10, T-10a).

Odopmnenue ornycka. [IpaBmia u cpoku moAroTOBKU rpaduka
otyckoB (popma T-7). OcoGeHHOCTH COCTaBIEHUS
VHHU(PHUITIPOBAHHBIX ()OPM TPUKA30B I10 JINYHOMY COCTABY,
Kacaromuxcs otnycka (¢popma T-6, T-6a).

OdopmieHne noonpeHnii U B3bICKaHUMN.

Odopmnenue yBosibHeHUs paOOTHUKOB. OCHOBaHUS MPEKPaIICHUS
TPYZOBOTO JIOTOBOPA B COOTBETCTBHH C HOPMAMHU TPYIOBOTO
MpaBa; npaBuia oGOpMIICHHS MPEKPAIICHUS TPYAOBOTO JOTOBOPA.
OTBETCTBEHHOCTh pab0TOAATEINS 32 HE3AKOHHOE YBOJIHHEHUE
PaOOTHHKOB.

OcoOeHHOCTH cOoCcTaBleHUS! YHU(ULIMPOBAHHBIX (POPM MTPUKA30B
M0 TUYHOMY COCTaBY, KacalolINXCs YBOJbHEHHUS paOOTHUKOB
(popmbr Ne T-8, T-8a).

[TopsioK perucTpanuu NpuKa3oB Mo JHYHOMY COCTABY.

5.3. Cemunapckue, NpaKTHYECKHE, J1a00paTOPHBIE 3aHATHS, X COACPIKAHUE

6. ®oHI OLEHOYHBIX CPeICTB /UIA MNpPOBeJeHHs] MPOMEKYTOYHOH AaTTeCTAUMH IO
AUCHHUILINHE (MOJTHBIH TEKCT NPUBEACH B NPUIOKEHHHU K padoyeil mporpamme)

6.1. Tekyumuii KOHTPOJIb

KOHTPOHLHBIB 3aJaHus WJIN
HHbIEC MaTepHaJIbl, Onucanue
3T3Hbl HeOﬁXg}]ﬂMble ﬂu.l'lﬂ OLICHKH noKazaTeeii u
MHDOBAHMS 3HaHUH, YMEHHH, HABLIKOB KDHTEDHER
¢dopmup T Mepeuens (3YHBI: u (Wau) onbITa prrep
KoMIeTeHIuii esrTeTLHOCTH OteHHBarn
Ne QopMupyeMBbIX (3.1...3.n, A ’ KOMMeTeHIHii Ha
(Tema u3 N XapaKTePU3YIOUIMX ITAIbI
n/n N KOMIIeTeHIMi Y.1...¥.n (opmmpoBanus Pa3JIMUYHBIX dTaNax uX
paboueii ? pMHp (dopmupoBanus
no ®I'OC BO H.1...H.n) KoMIeTeHIHii B pouecce >
nporpamMmmal elecelle . ONMCAaHHE KA
OCBOCHUSA Oﬁpa3OBaTeJ'll>HOl/l 100
AUCHHILTAHBI) HporpavMMbi ouenusanns (no 100-
0aJUILHOI 1IKaJIe)
(HaumenoBanue
OLEHOYHOI'0 cpe}ICTBa)
1. Beeaenne B Y. YMeTh 000CHOBAaHHO OneHuBaeTcst
kypc. [Tousitre BBIOUPATH TEXHOJIOTHH MPaBUIBHOCTD U
TOKyMEHTAI[MOHHO 1 METOZbI CamocTosiTenbHast MOJIHOTA OTBETOB
1 OIIK-4
ro oOecriedeHHsI OTIEpAaTUBHOTO pabora 1 Ha BOTIPOCHI,
yIIpaBiIeHuUs yIIPaBICHUS MaKCHMAJTbHbIH
[IEpCOHANOM. [IEPCOHATIOM U yueTa 6amn - 10 (10)




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

Heo0XoauMbIe 1Sl OLeHKH Onucanue
OTansl on /Lt oxt nokasarejei u
MHUDOBAHUS . 3HAHUH, YMCHHH, HABBIKOB KpHTepHeB
¢dopmup . Iepeuenn (3YHLI. H (WIK) onbITa
Nt KOMIIETCHII NN 3.1...3 JIeATeJIbHOCTH OMCHHBAHII
e (popmupyembix ( .d...2.n, i KoMIeTeHIuii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
n/n . KOMIIeTeHIIMH V.1...¥.n, dopMuEpoBanus Pa3IHYHBIX ITANAX HX
paboyeit ®roc BO . (dopmupoBanus,
mno H 1 H n) KOMIIETCeHIIHH B mpouecce
HporpaMMbI oelloce . .~ OIMUCaHHUEe IIKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - onenusanus (no 100-
0aJIILHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
TpeboBanus, repcoHana,
[IpeabsBIsEMbIEC K COOTBETCTBYIOILILE
0 OpPMIICHHIO po¢heCCHO-HATBHBIM
TOKYMEHTOB 3amayam, U ONpeaessTh
COCTaB JOKYMEHTOB JIJIs
X COMPOBOXKJICHUS
3.3HaTh COBpeMEHHbIE
TEXHOJOTHUH U METOIBI
OIEPaTUBHOTO
YIIpaBJICHUS
[1EpCOHAJIOM, COCTaB U [IpaBunbHOCTH
2. CocTaB U BUOBI COJIEp>KaHuE 3aII0JTHCHUS
. CamocTosTenbHast
2 |[KkaapoBOi OIIK-4 TOKYMEHTOB, aGoTa 2 TaOTUIIBI
TOKYMEHTaIU! COMPOBOXKAAIOIIUX P OIICHUBAECTCS B 5
OTIEpAaTUBHOE 6aisoB (5)
yIpaBlieHUE
[IepCOHANIOM, 3HATh
METOJIbI ydeTa
repcoHaia
H.Bnagets HaBBIKAMU
HMCII0JIb30BAHUS
0a30BBIX COBPEMEHHBIX
TEXHOJIOTHUI 1 METOJIOB
3. JIokajabHEIC
ONEePaTUBHOTO .
HOpMaTUBHBIE Bce Haiinennbie
yIpaBJIeHUS
AKTBI TI0 OIIIMOKH B
MEPCOHAIOM, UMETh CamocTosTeIbHAS
3 |ympaBieHUIO OIIK-4 IITAaTHOM
HaBbIKK opopmite-HuUsl  [padoTa 3
[1EPCOHAJIOM: pacnucanui - 5
TOKYMEHTOB,
TpeboBaHus K 6asoB (5)
COTPOBOXKIAFOIIHNX
0(OpPMIICHHIO
OTIEpaTUBHOE
yIpaBlieHUE
[epCOHANIOM, HaBbIKaMH
ydera nepcoHasia
V.YMeTh 000CHOBaHHO
BEIOMPATH TEXHOJIOTHU
1 METOIbI
ONEePaTUBHOTO
TIpaBJICHUS .
ZlepcorlanOM nydera |(CamMoOCTOSTEIIbHAS Bee naitnermbie
4 OTIK-4 HepCOHaHa e e omm6kn B TIBTP -
p : P 5 Gamos (10)
COOTBETCTBYIOIINE
npodeccro-HaTbHBIM
3amagam, U OTpeAesiTh
COCTaB JOKYMEHTOB JIJIs
X CONPOBOXKJICHUS
3.3HaTh COBpEMEHHbIE .
Kaxx it
TEXHOJIOTUH ¥ METO/IbI .
4. 3ammura NpaBUJIbHBIN
[epCOHANTBHBIX OTEPATUBHOTO OTBET Ha BOIPOC
5 P OIIK-4 YIIpaBJICHUS Tecr 1 p
TaHHBIX TecTa
[IepCOHAIOM, COCTaB U
paboTHHKa conepsKaHe orneHnBaercs B 1
p 6an (10)

JTOKYMCHTOB,




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

Heo0XoauMbIe 1Sl OLeHKH Onucanue
OTansl on /Lt oxt nokasarejei u
MHUDOBAHUS . 3HAHUH, YMCHHH, HABBIKOB KpHTepHeB
¢dopmup . Iepeuenn (3YHLI. H (WIK) onbITa
Nt KOMIIETCHII NN 3.1...3 JIeATeJIbHOCTH OMCHHBAHII
e (popmupyembix ( .d...2.n, i KoMIeTeHIuii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
n/n . KOMIIeTeHIIMH V.1...¥.n, dopMuEpoBanus Pa3IHYHBIX ITANAX HX
paboyeit ®roc BO . (dopmupoBanus,
mno H 1 H n) KOMIIETCeHIIHH B mpouecce
HporpaMMbI oL oee . .~ OIMUCaHHUEe IIKAJ
0CBOEHHSI 00pa30BaTeILHOI onenuBasms (00 100-
JUCUMILIHHBI) NpPOrpaMMel u »
0aJIILHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
COMPOBOXKAAIOIINX
OTEepaTUBHOE
yIpaBiicHUE
[IepCOHANIOM, 3HATh
METO/bI yueTa
repcoHana
3.3HaTh COBpeMEHHbIE
TEXHOJOTHUH U METOIBI
s OIEPaTUBHOTO
; TIPaBJICHUS
["'ocynapcTBeHHas Yip OuenuBaeTcs
MHCIICKITHS TPYIa [[CPCOHATIOM, COCTaB 1 apryMeHTHPOBaHH
W IIPOLIC]T Zpy COAICpIKAHIE CaMocCTOsSTeIbHAS I;())c}::[ i HOEHOTa
6 P yp OIIK-4 TOKYMEHTOB,
[POBEICHUS pabora 5 OTBETOB Ha
COMPOBOXKAAIOIIUX
[IPOBEPOK KOHTPOJIbHBIE
OTIEpAaTUBHOE
IOKyMEHTalluu Bomnpockl (10)
N yIpaBlieHUE
KaJJpOBOM CITY>KOBI
[IepCOHANIOM, 3HATh
METOJIbI ydeTa
repcoHaia
H.Bnagets HaBBIKAMU
HMCII0JIb30BAHUS
0a30BBIX COBPEMEHHBIX
TEXHOJIOTHUI 1 METOJIOB [IpaBuibHO
ONEePaTUBHOTO ONpPEICIICHHBII
8. yIpaBJIeHUS TIOPSIIOK
7 JlokyMeHTUpOBaH OITK-4 MEPCOHAIOM, UMETh CamocTosTeIbHAS ohopMIeHHS
1€ IIPOLIECCOB HaBbIKK ohopmite-HUsL [paboTa 6 JIOKyMEHTOB IIpH
IBUKEHHSI KaJIPOB TOKYMEHTOB, npueMe Ha padoTy
COIPOBOXKIAIOLINX orienuBaercs B 10
OTIepaTUBHOE 6asutoB (10)
yIpaBlieHUE
[epCOHANIOM, HaBbIKaMH
ydera nepcoHasia
V.YMeTh 000CHOBaHHO
BEIOMPATH TEXHOJIOTHU
1 METOIbI
ONEePaTUBHOTO
YIIpaBJICHUS Bce HalinenHble
] OTTK-4 rmepcoHanoM u ydeta  |{CaMoCTOsITeNIbHAS OIITMOKHU
repcoHaa, pabora 7 orieHnBaroTcs B 10
COOTBETCTBYIOIIHE 6arutoB (10)
npodeccro-HaTbHBIM
3amagam, U OTpeAesiTh
COCTaB JOKYMEHTOB JIJIs
X CONPOBOXKJICHUS
3.3HaTh COBpEMEHHbIE .
Kaxx it
TEXHOJIOTUH ¥ METO/IbI .
NpaBUJIbHBIN
OTICpATHBHOTO OTBET Ha BOIPOC
9 OIIK-4 yIIpaBJIEHUS Tect 2 recra P
[IepCOHAIOM, COCTaB U
. oleHuBaeTcs B 1
p 6an (10)

JTOKYMCHTOB,




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

3Taﬂbl HeOﬁXOHl/lMLle JJISE OIICHKH “02:::;1?::; -
MIDOBAHMS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHEB
¢dopmupo " Iepeyenn (3YHLI: o (WJIM) ONbITA purep
Nt KOMIIETCHIIUH 3.1...3 JesITeTbHOCTH. OMCHHBAHII
e (popmupyembix ( .d...2.n, i KoMIeTeHIuii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
11/[[ . KOMIICTCHIINHN Y.l .. .Y.n dopMuEpoBanus Pa3JIMYHBIX ITanax X
paGoueii ? PMHPC ¢dopmupoBanus,
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce
IIpOI‘paMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - onenusanus (no 100-
0aJIILHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
COMPOBOXKAAIOIINX
OTEepaTUBHOE
yIpaBiicHUE
[IepCOHANIOM, 3HATh
METO/bI yueTa
repcoHana
H.Bnanets HaBbIKaM#
MCTIOIh30BAHUS
0a30BBIX COBPEMEHHBIX
TEXHOJIOTH U METOJIOB
OTIEPATHBHOTO
9. Odopmierne P
YIIpaBJICHUS
TOKYMEHTOB IpHU ITomHoTa OTBETA
[epCOHAIOM, UMETh CamocTosTEIbHAS
10 |moourpenuu u OIIK-4 OLICHUBAETCA B 5
HaBBIKK oopmite-HUs  [paboTta 8
TUCITUTUTMHAPHBIX 6aisoB (5)
. TOKYMEHTOB,
B3BICKaHHI
COMPOBOXKAAIOIIUX
OTIEpAaTUBHOE
yIpaBlieHUE
[epCOHANIOM, HaBbIKAMH
lydeTa nepcoHana
Y. YMeTh 000CHOBAaHHO
10. Benenne BEIOMPATH TEXHOJIOTHH
TPYJIOBBIX KHUKEK 1 METOJIbI Bce naiinennsie
1 pOpMHPOBaHUE ONEePaTUBHOTO OINNOKH,
B 3JIEKTPOHHOM yIpaBJIeHUS JIONYLIEHHbIE IpU
BHUIE HHPOPMALIHT rnepcoHasioM u yuera  |[CaMocTosiTebHas BHECEHMH 3ammucein
11 OIlK-4
0 TPYIOBOM nepcoHaa, pabora 9 B TPYAOBYIO
eATeIbHOCTH U COOTBETCTBYIOIINE KHIDKKY.
TPYJIOBOM CTake npoQecCcro-HaIbHBIM OIICHUBAIOTCS B 5
KaKJI0TO 3ajagam, U OTpeaessTh 6asoB (5)
paboTHHKA COCTaB JIOKYMEHTOB IS
X CONPOBOXKJICHUS
Y. YMeTh 000CHOBAaHHO
BEIOMPATH TEXHOJIOTHH
1 METOIbI
OTIEPATUBHOTO
11. P [TonHoTa M
yIpaBJIeHUS
CuctemaTuzaius MPaBUJIBLHOCTh
rmepcoHanoM U ydeta  |{CaMoCTOsITeNIbHAS
12 |u xpaHeHune OITK-4 OTBETOB
[epcoHana, pabota 10
TOKYMEHTOB oriennBaercs B 10
. COOTBETCTBYIOIINE
KaJpOBOM CITy>KOBI 6arutoB (10)
npodeccro-HaTbHBIM
3amagam, U OTpeAesaTh
COCTaB JOKYMEHTOB JIJIs
X CONPOBOXKJICHUS
HTtoro 100

6.2. IIpomMe:KyTOYHBIH KOHTPOJIb (3a4eT, IK3aMeH)

PaGouum yuyeOHBIM IJIAHOM NPEAYCMOTPEH JK3aMeH B cemecTpe 32.




BOITPOCHI JIJI51 ITIPOBEPKU 3HAHUI:

1-ii Bompoc Oumera (40 OamroB), BuA Bompoca: Tect/mpoBepka 3HaHui.  Kputepwuii:
OrneHuBaeTCs MPaBUIBLHOCTh OTBETA HA BOIMPOC. 32 KaXJIbIH MPaBHIBHBIA OTBET Ha TeCT - 2
Oasna.

Komnerenuusi: OIIK-4 CnocoGeH npuMeHATH COBpPeMEHHbIE TEXHOJOTHMM W MeTOJbl
OIIePATHBHOI0 YIPABJICHHSA IEPCOHATOM, BECTH JAOKYMEHTALMOHHOE CONPOBOXKICHHE H
yuer

3HaHue: 3HATh COBPEMEHHBIE TEXHOJIOTMHM M METOJbI OIEPATUBHOIO YIPABICHUS MEPCOHANIOM,
COCTaB U COZIEpKaHHUE JOKYMEHTOB, COIIPOBOXAAIOIINX ONEPATUBHOE YIPABICHUE [IEPCOHAIIOM,
3HAThb METO/Ibl y4eTa IIepCoHala

1. AnMuHHCTpaTHBHAsE OTBETCTBEHHOCTh 33 HAapYyIIECHUE JEHCTBYIOIIETO 3aKOHOAATEIbCTBA I10
apXUBHOMY JEIy.

2. Benenue nuunbIx kaprouek. [IpaBuia BHeceHUs UCTIPaBIEHUI B INYHbIE KAPTOUKHU.

3. Brigaua ny0nukaTa u BKJIablla TPYAOBOW KHUKKH.

4. Knaccuukanus KapoBbIX JOKYMEHTOB.

5. Ha3zHaueHHe MHCTPYKIMH [0 JOKYMEHTALIMOHHOMY OOECIIEYEHUIO YIIPABICHUS N1EPCOHATIOM.
CocraB pa3zienos.

6. Opranuzanys NpoBeJEHUS SKCIEPTU3bI LIECHHOCTH JOKYMEHTOB.

7. OcobeHHOCTH pa3pabOTKX U COCTABJICHHS IITATHOTO PACITUCAHUS.

8. OTBeTCTBEHHOCTh paboTojaTelis U (GU3NYECKUX JIML Ha HEHA/IJIeKalllee COCTOSIHUE KaJpOBOii
JIOKYMEHTaI1U.

9. Odopmrnenue oTmycka.

10. OdpopmiieHne niepeBoia pabOTHUKOB Ha JIPYT'yIO paboTy

11. Ocdopmnenue npuema paboTHHKOB. COCTaB JOKYMEHTOB, TpeOyeMbIX NpH IpUeMe Ha
pabory.

12. Oopmiienue npoueaypsl yBoJIbHEHNUS PAOOTHUKOB

13. Tlepconanbuble JaHHBIE pabOTHUKA: COOP, XpaHEHHE, OTBETCTBEHHOCTD 3a JJOCTOBEPHOCTH U
HE3aKOHHOE PaclpOCTPaHEHHUE.

14. Tlonatue HoMeHKIaTypbl ned. Ilopsok cocTaBieHHs HOMEHKJIATypbl A€l KaapOoBOK
CITYKOBI.

15. Tlonsitue cHUCTEMBl JOKYMEHTAIlMOHHOTO OOECIEeUYEHUs YIpaBJICHUS IEPCOHAIIOM.
TpeboBanus1, npeabsBisieMble K 0QOPMIICHUIO PEKBU3UTOB KaJPOBOM TOKYMEHTALIUH.

16. Tlopsinok BHECEHUs 3amuceil O MOOUIPEHNUU paOOTHUKOB B TPYAOBYIO KHUKKY

17. Tlopsinok odopMiIeHHS TOOLIPEHUN U B3BICKAHUI

18. Tlopsinok odopmieHus TPyI0BOH KHMKKU paboTHHKY. CocTaB pa3/ieioB

19. IlopsinoK MOATOTOBKH JOKYMEHTOB K apXUBHOMY XPaHEHHUIO.

20. Iopsaok popmupoBanus aen. [IpuzHaku rpynnupoBKU JOKYMEHTOB B Jieja.

21. IpaBuna BHYTpEHHETO TPYAOBOTO PACHOPsAKA: Ha3HAYCHUE U MOPSAAOK 0(pOpMIIeHHUS.

22. IlpaBuna odopmiieHusT TPYIOBBIX KHHMKEK, BHECEHMs JOIMOJHEHUS W HCIpaBICHUHA B
HENPAaBWJIbHO BHECEHHBIE 3aIMCH.

23. IIpocTble 1 cIoKHbIE TPUKa3bl: 0COOEHHOCTH 0(OPMIICHUS.

24. CocraBnenue u ohopMIIeHUE OIHCEN .

25. TpeGoBaHus, MPEIBIBIIEMBIE K 3ar0JIOBKaM JIEJI. DJIIEMEHTHI 3ar0JIOBKOB JIEII.

26. YueT IBUKEHUS TPYAOBbIX KHWKEK U BKJIAABINIEH K HUM.

277. ®opMHUpOBAHUE U BeIeHUE TUYHBIX Jie]. COCTaB JOKYMEHTOB JIMYHOTO JIEJIa.

TUITOBBIE 3AJIAHUS J1J151 IIPOBEPKM YMEHUU:

2-i Bompoc Omiera (30 6amioB), Bun Bompoca: 3ananue Ha ymenue. Kpurepuit: OneHuBaercs
NPaBUWIBHOCTh PEIICHHS MTOCTABICHHOW B CHTYallU 331aHUH.



Kommnerennusi: OIIK-4 CnocoGeH npuMeHSITb COBPeMEHHBbIE TEXHOJOIrHM W MeTOIbI
ONepaTUBHOIO YNPaBJEHUS INEPCOHATIOM, BECTH JOKYMEHTALIMOHHOE CONPOBOXKICHHE W
y4der

VYMeHne: YMeTb 000OCHOBAHHO BBIOMpAaTh TEXHOJIOIMHM M METOJbl ONEPAaTHUBHOIO YIPaBIICHUS
NEpCOHAJIOM M YydYeTa IepCOHalla, COOTBETCTBYIOIIME MPO(eccCHO-HaIbHBIM 3ajadyaM, u
OIpeNeNIATh COCTaB JOKYMEHTOB JJIsl X COIPOBOXKIECHUS

3anaya Ne 1. 3aganue Ha 3a0IHEHUE TUTYIBHOTO JIUCTA TPYAOBON KHUKKU

3agava Ne 2. 3ajaHue Ha COCTABJIECHUE KaJpOBOr0O JOKYMEHTA

TUITOBBIE 3ATAHMA UL ITPOBEPKN HABBIKOB:

3-i1 Borpoc Ousera (30 GayioB), BUA Bompoca: 3ajianue Ha HaBblkH. Kpurtepuii: OnieHUBaeTCs
MPABWJILHOCTH PEIICHUS TOCTABICHHOW B CUTYAllUU 33/IJaHUH.

Komnerennusi: OIIK-4 Cnoco0eH npUMEHATh COBPeMEHHbIe TEXHOJOTHHM M MeTObl
ONEePAaTUBHOIO YNPAaBJIEHUS] MEPCOHAJIOM, BECTH JOKYMEHTAIIMOHHOE CONMPOBOXKIEHHE U
yuer

HaBpik: BnaneTs HaBbIKaMU HCIIOB30BAHMS 0a30BBIX COBPEMEHHBIX TEXHOJOTHH W METO/OB
OMEpPAaTUBHOTO  YIPABICHUS IMEPCOHAIOM, HMETh HaBBIKHM O(OpMIIe-HUS JIOKYMEHTOB,
COIPOBOKAAIOIIMNX OIEPATUBHOE yIIPaBJIEHHUE [IEPCOHATIOM, HaBbIKaMH y4eTa IlepcoHaia
3amanne Ne 1. 3amaHue Ha OLEHKY MPABUIBHOCTH IOATOTOBKH JOKYMEHTOB K apXHMBHOMY
XpaHEHUIO

3ananue Ne 2. 3ajanue Ha pa3paboTKy JTOKAIbHOIO HOPMATUBHOTO aKTa

OBPA3EIL] BUJIETA

Hanpagnenue - 38.03.03 Ynpasnenue
MUHHCTEPCTBO HAYKH M BBICIIETO 0Opa30BaHUSA

Pocertickoli MepCOHAIOM
occuiickoi Penepanun
deepanbHOE FOCYIaPCTBEHHOE GI0KETHO® [Tpo¢uins - Texnonorun ynpasneHus
O6pa3OBaT€J'IBHO€ yYapeiKaCHUEC HepCOHaJ-IOM
N BHICIETO 00pa3osaHu . Kadenpa rocymapcTBeHHOTO yIpaBJICHUS U
«BAUKAJIBCKUU T'OCYJAPCTBEHHBIN
VHUBEPCHTET yIPaBJICHUS YEIOBEUCCKUMHU PECYpCaMu
(®TBOY BO «BI'Y») JlucuunnuHa - JIOKyMEHTallnOHHOE

oOecrieyeHre paboThl C IEPCOHATIOM
3K3AMEHAIIMOHHBIN BUJIET Ne 1

1. Tect (40 GamoB).
2. 3amaHue Ha COCTaBJICHUE KaApoBoro qokymeHTa (30 6amioB).
3. 3aganue Ha pa3pabOTKy JOKATbHOTO HOpMATUBHOTO akTa (30 6amioB).

CocraBurenp H.A. Beno6oponosa

3aBemyronuit kKadeapoi b.K. Tarapos

Padounm y4yeOHbIM mi1anom npeaycmorpena Kype.pa6. B cemectpe 32. IIpumepHble
TEMBbI:
[ToBbrmienue 3¢ (HeKTUBHOCTH KaJIPpOBOTO JEIONPOU3BOICTBA. .
CoBeplIeHCTBOBAHUE KaAPOBOT0 JOKYMEHTOO00pOTa HA MIPEAIPUATHH. .
Ay,Z[I/IT JIOKAJIbHBIX HOPMATHUBHBIX dKTOB OpraHU3aluu..
CoBeplIeHCTBOBAHNE MPOLIEAYPHI COCTABICHUS I'paKa OTIYCKOB..



[ToBbImIeHHE POJIH KAAPOBOIO JEIONPOU3BO/ICTBA B PEIICHUH 33]1a4 YIIPABJICHUS IEPCOHATIOM..
Pa3zpaboTka cucTeMbl KaJIpOBOM TOKYMEHTAIIUA OpPTaHU3aIiy. .

Pa3pabotka mraTHOrO pacnucaHusl..

JlokyMeHTanbHOE o0ecrieueHre AeSITeIbHOCTH KaIpOBOM CITy:KObl KOMMEPUECKONH OpraHU3aIHH. .
OreHKa MPaBUIIBHOCTH XPaHEHUSI U CHCTEMAaTU3aluU JOKYMEHTOB KaJIpOBOU CITYKOBI..

OneHka NpaBUJIBHOCTH BEICHUS M XPAHEHUS TPYAOBBIX KHIDKEK OpraHu3aluu. .

AyauT KaapoBOW JOKYMEHTAIIMU OpraHU3AIIHH. .

AynuT yBOJbHEHUH MepCoHaa..

AHanmu3 CcoOMIOJEHUS HOPM TPYAOBOTO 3aKOHOJATENhCTBA MpPH O(GOPMIIEHUH TPOLETYPHI
JBUKECHHS KaJpOB.

Pa3zpaboTka HOMEHKIIATYPBI J1eJ KaJpOBOU CITY>KOBI..

AHanu3 conepkanusi ¥ 0QopMIIEHUS TPYIOBBIX JOTOBOPOB OpraHU3aIUH. .

[TpaBuiia BHYTPEHHETO TPYIOBOTO paCHOpsAKa: OCOOCHHOCTH OGOpMIICHHUS W TpeOOBaHUS K
COJIePKaHUIO..

CoBeplIeHCTBOBAHNE JOKYMEHTAIIMOHHOTO O0ECTIEYeHHS 3aIUThl M 00pabOTKH MEePCOHAIBHBIX
JTAHHBIX pAOOTHUKOB..

OcobeHHOCTH BEACHUS BOMHCKOIO Yy4yeTa B OpraHu3allid, COBEPIICHCTBOBAHHE €r0
JIOKYMEHTAIMOHHOTO 00eCIIeUeHUsI.

JIOKyMEHTaIlMOHHOE O0CCIICUeHUE B3aUMOJICHCTBUS KaapOBOM CIY)KOBI C BHEIIHEH cpemoun
(ITencuonnsiM  oungom PD, Donmom couuanbHOro crpaxoBaHusi, Ciyxk00i 3aHATOCTH
HaceJIeHUs U 1Ip.), pa3paboTKa NpeUI0KEHUN 110 €ro COBEPLIEHCTBOBAHHUIO. .

AHanu3 coOJoJeHNsT HOPM TPYAOBOTO 3aKOHOAATENhCTBA MPH O(GOPMIIEHHUU MPOLETYPHI
IIPEIOCTABIIEHUS OTIIYCKA pAOOTHUKAM..

AHanu3 coOII0JeHUsT HOPM TPYAOBOTO 3aKOHOJATENbCTBA MpPH O(GOPMIIEHHUH MPOLETYPHI
nepeBo/ia pabOTHUKOB Ha JPYTyIO paboTy..

OcoOenHocTH 0OPMIICHUS TUCIUILTUHAPHBIX B3BICKAHUH.

OcoOeHHOCTH 0OPMIIEHHS KaJIPOBBIX JTOKYMEHTOB MPU MOOIIPEHUN paOOTHUKOB.

OcoOenHocTy 0pOpMIICHHS KaIPOBBIX IOKYMEHTOB MPU COBMEIIEHUU TPOGECCHH (JOMKHOCTH).
OcobenHoct 0(hOpPMIICHHUSI COBMECTHTEIIbCTBA. .

OcoOenHocTu yueTta pabouero BpeMeHu. Begenne tabens yuera paboyero BpeMeHH . .
Oco06eHHOCTH TOKYMEHTAIIMOHHOTO OOPMIICHUS TIPOLIEYPHI aTTECTAI[UU TIEPCOHATIA. .
CoBeplIeHCTBOBaHHUE TMPOLEAYP PEryJupoBaHUsl TPYAOBBIX OTHOLUIEHUWH B OpraHU3alud U
CONPOBOXKAAIOIIEH TOKYMEHTAIIHH. .

Opranuzaiys apXuBHOTO XpaHEHUS TOKYMEHTOB KaJApPOBOU CITYKOBI..

CoBepIlIeHCTBOBAaHUE  JIOKYMEHTAlIMOHHOTO OO0ECTeUeHUs] KaJapOBBIX TIPOLECCOB  (HaAWM,
oOydeHue, orjara Tpyaa, MOTHUBAIUS Tpyaa U JIp.)..

7. llepeyeHb OCHOBHOI1 1 10NIOJHUTEJIbHOI y4eOHOM JUTepaTypbl, HEOOX0AMMOM A5
OCBOECHUS TMCUHMILUINHBI (MOYJIs1)

a) OCHOBHAs JIUTEepaTypa:

1. Ky3uenoBa H. B. Haranes BuktopoBHa Ayaut kaapoBoil JoKyMeHTaluu. [yued. mocobue]/
H. B. Ky3nenoga.- Upkyrck: M3n-so BI'YJII, 2010.-288 c.

2. KysnenoB U. H. JlokymeHTanMoOHHOE OOecreueHne YIpaBleHUsl MepcoHaloM. pek. YMO
BbICIL. 00pa30oBaHMs. YYEOHHUK U MPAKTUKYM JUIs NIpuKiaaHoro 6akanaspuata/ M. H. Ky3nenos.-
M.: FOpaiit, 2015.-520 c.

3. Kysnenosa W.B., Xawarpsn I.A. JlokyMeHTallMOHHOE OO€CIEYeHHE YIPaBICHUS
nepcoHanoM. yueOHoe rmocobue. JnekTponnslii pecype/ I'.A. Xauatpsas.- Mocksa: [lamkoB u K,
At [Tu Op Menua, 2017.-220 c.

4. bproxora O.10. KaipoBoe aJIMHHHCTPUPOBAHUE M SICKTPOHHBIA JOKYMEHTOOOOPOT : KypC
nekimii / bproxosa O.1O., Tumoxuna A.C.. — ExarepuHOypr : YpajabCKHil ToCyAapCTBEHHBINA
yHUBepcuTeT mnyTed coobmienus, 2023. — 200 ¢. — Texkcr : snekrponHbit // IludpoBoit
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00pa3oBaTeabLHBIN pecypc IPR SMART : [caiiT]. — URL.:
https:// www.iprbookshop.ru/149703.html (mara ob6pamienus: 07.05.2025). — PexuM JgocTyia:
g asropusup. Iloap3oBarenei

5. Kysuenos, M. H. JlokymeHTallMOHHOE O0OecleUeHHEe YIPaBJICHU IIEPCOHATIOM : YUYCOHHMK U

npaktukyM Juis By3oB / M. H. Ky3nwenos. — 3-e u3a., mepepab. u jgon. — MockBa :
UsparensctBo [Opaiit, 2026. — 397 ¢. — (Briciiee oopasosanue). — ISBN 978-5-534-16692-
7. — Tekcr : nnekrpoHHbll // QOpaszoBarenpHas 1wiardopma [Opavit [canr]. — URL:

https://urait.ru/bcode/583204 (mara obopamntennsa: 12.05.2026).5uguyenko, B. JI. HayyHoe Hacienue
B 00JIaCTH METOAMKHU OPEHOIABAHUS PYCCKOrO S3bIKA HOCJIEIHEH TpeTHu XX BEKA — YUUTEIIM-
ciioBecHuKaM : MoHorpadwusa / B. J. Sxuenko ; nox pemakumeii A. J1. Jelikunoil. — 3-e u3g. —

MockBa : MOCKOBCKHI NEIaroru4ecKuii rocyaapcrBeHubll yausepceurer, 2024. — 168 ¢. —
ISBN 978-5-4263-0469-7. — Texkcr : anexrpousbiii // Lludposoii oOpazoBarenbublii pecypc IPR
SMART : [caiit]. — URL: https://www.iprbookshop.ru/146114.html (mara oOpateHus:

17.05.2025). — PexxuM ocTyma: Uil aBTOPU3UP. I10IL30BaTEIEH

6. Kysuenosa 1.B. JIoOkyMeHTaIlIMOHHOE 00ECIIEUEHUE YIIPABICHHUS IEPCOHAIOM [ DIEKTPOHHBIN
pecypc] : yuebHoe mocodue s Oakamaspos / M.B. Ky3nenosa, I'.A. XauarpsH. — DIeKTPOH.
TekcTOBble maHuble. — M. : Jlamkos u K, A ITu DOp Memna, 2017. — 220 ¢. — 978-5-394-
02325-5. — Pexxum pocrymna: http:// www.iprbookshop.ru/57135.html

7. JJankosa, A. I'. JIOKyMEHTaIIMOHHOE 00€CICUCHUE YIIPABICHHUS IEPCOHAIIOM : TPAKTUKYM / A.
I'. JlankoBa. — Omck : OMCKUN TOCYIapCTBEHHBIA TEXHUUECKHH yHUBepcuTeT, 2020. — 54 C.
— ISBN 978-5-8149-3016-3. — TekcT : snekTpoHHbli // 1ludpoBoii 00pa3oBaTelbHbIIN pecype
IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/115470.html (zaTa oOGpaleHus:
08.06.2022). — Pesxum gocTyma: Juis aBTOPU3HP. IOJb30BATENIEN

0) 1OMOJIHUTE/IbLHAS JINTEpaTypa:

1. Jlemompou3BoACTBO B KaapoBoil ciyxoOe. pexk. Coetom YMO 1o ob6pa3oBaHUIO B 00JI.
MEHE/KMEHTa. y4eOHOo-TpakT. mocodue mans By3oB/ M. B. JloueBa, E. H. 'ankuna, E. B.
I'yposa.- M.: [Ipocnekt, 2012.-78 c.

2. SuxoBuu II.A. Jlenmonpou3BoACTBO B KaapoBOil ciykOe. yueOHUK. DIEKTPOHHBIN pecypc/
III.A. SlakoBud.- MockBa: FOuuTH-/lana, 2012.-160 c.

3. Poroxun M. FO. Jlenonpon3BoAcTBO B KaapoBoil ciyx0e. 3-e u3f., nepepad. u gom./ M.IO.
Poroxwun.- M.|bepnun: Iupext-Menua, 2014.-783 c.

4. SAaxosuu L. A. JlenonpousBoJcTBO B KaipoBoii ciyxoe/ III.A. SnkoBud.- Mocksa: FOHuTH-
Hana, 2015.-161 c.

5. Aunzpeesa B. U. [lenonpou3BoJCTBO: OpraHM3alus U BeJACHUE. peK. YueO.-MeTo/l. LEHTPOM
"Kiaccuueckuit yueOHuk". yuel.-mpakt. mocobue ajst By30B. 3-e¢ u3., nepepad. u mom./ B. W.
Amnpgpeesa.- M.: KnoPyc, 2010.-294 c.

6. Kysnenosa W.B., Xawarpsn I.A. JlokyMeHTallMOHHOE OO€CIEYeHHE YIPaBICHUS
nepcoHanoM. yueOHoe mocobue. DnekTpoHHsblid pecype/ I.A. Xauatpsas.- Mocksa: [lamkoB u K,
Aii ITu Op Menana, 2014.-220 c.

7. llonoBuu E. E. JlokymeHnTannonHoe obecrnieueHue ynpasieHus nepconainom/ E. ITomosuu.-
Openoypr: OI'Y, 2014.-112 c.

8. bepesoBckas, E. A. Pabora ¢ cepBucom OusHec-aHanutuku Yandex Datal.ens : ydeGHoe

mocobue / E. A. bBepesosckasa, C. B. Kprokos. — Pocros-Ha-/lony, Taraapor : M3aareascTBo
IOxHOrO0 dhenepanpHoro vausepcurera, 2022. — 92 ¢. — ISBN 978-5-9275-4119-5. — Tekcr :
snexktpoHHbd // Iudposoit oOpaszoarenbublii pecypc IPR  SMART : [canr]. — URL:

https://www.iprbookshop.ru/127096.html (mara obparenns: 25.05.2026). — PexuM gocrTyia:
JUI ABTOPHU3HUDP. OJIL30BaTEIeH

9. JIOKYMEHTAIIMOHHOE 00OecleyeHne yOpaBJeHHUs .  YYeOHHK JUIL CTYIEHTOB _BY30B,
00YYaIOIIMXCsA 10 HampaBIEHUIM «DKOHOMHKA» M «MEHEHKMEHTY, CIENHMAILHOCTIM
«Mudopmarukay, «JIOKYMEHTOBEIEHHE M AOKYMEHTALMOHHOE OOECIIEUYECHHE YIPABICHUSY,
«ABToMaruzanus U yopasiacHue» / A. C. I'punbepr, H. H. T'op6aués, H. H. I'op6aués, O. A.
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Myxamermnaa. — Mocksa : JOHUTU-JAHA, 2017. — 391 c. — ISBN 978-5-238-01770-9. —
TekcT : snekTpoHHbId // DaexkrporHo-o6ubanoreunas cucrema IPR BOOKS : [caiit]. — URL.:
https://www.iprbookshop.ru/71213.html (mara oOpamenus: 31.05.2021). — PexuMm jgocTyma:
JUISL aBTOPU3HUP. I10JI30BATENIEH

8. Ilepeuens pecypcoB HH(POPMAIUOHHO-TEJIEKOMMYHHKANMOHHOI ceTn «MHTepHETY,
He00XO0IUMBIX /IJIsl OCBOCHHUS IMCHHUILIMHBI (MOAYJIsl), BKJIIOYasi nmpodeccuoHaIbHbIe 0a3bl
JAHHBIX U HHGOPMAIMOHHO-CIPABOYHBIE CHCTEMbI

Jlis  ocBOGHHS AMCHMILIUHBI O0ydYaromeMmycsi HeOOXOIMMBI CIIEAYIOIIUE PECYpCh
UH(POPMALIMOHHO-TEIEKOMMYHHUKAIIMOHHON ceTn «HTepHeT»:
— Caiit BaiikanbCckoro rocy1apcTBEHHOr0 YHHBEpCUTETA, ajpec AocTyma: http://bgu.ru/, noctyn
KPYIJIOCYTOYHBIM HEOTpaHUYEHHBIN U3 000 Toukn HTEepHeT
— HR-moptan (coobmiectBo npodeccruoHano), aapec mpocryna: http://www.hr-portal.ru. moctyn
HEOrPaHUYEHHbIN
— UBUC - YuuBepcansubie 0a3bl JaHHBIX, aapec aoctymna: http://www.dlib.eastview.ru/. noctyn
KpPYIJIOCYTOYHbIA HEOIpaHWYEHHBINH M3 J1000M Touku VMHTEpHET mpu yCIOBUM pErucTpanyy B
bBI'y
— Caiit ns HR-MenemkepoB, aapec nocryna: http:/ www.hrm.ru. 1ocTym HeorpaHHYEHHBIN
— CropaBOYHHMK MO MPaBOMHCAHHIO, TPOU3HOIICHUIO, JIUTEPATYPHOMY PEIaKTHUPOBAHHIO, aIpec
nocryna: http://evartist.narod.ru/text1/20.htm. qocTyn HeorpaHUYCHHBIH
— DnexTpoHHO-OubMMoTeyHas cucrema [PRbooks, anpec gocryma: https://www.iprbookshop.ru.
JIOCTYII HEOI'PaHUYEHHBIN

9. MeToauveckne yKa3aHus A 00yYAOLIUXCS 110 OCBOCHHUIO JUCHUILIMHBI (MOAYJIs1)

W3yuaTh OUCHUIUIMHY PEKOMEHIYEeTCS B COOTBETCTBHH C TOW IOCIIEIOBATEIHLHOCTHIO,
KOoTOpass o0Oo3HaueHa B ee cojJepXkaHuW. J[Is yCHemrHoro ocBOEHMsS Kypca oOydaroluecs
JOJDKHBI MIMETh TNI€PBOHAUYAIBHBIE 3HAaHMA B OOJACTH WH(POPMALIMOHHBIX TEXHOJOTHA,
MH(POPMALIMOHHBIX TEXHOJIOTUI B MEHEIPKMEHTE, YIIPaBJICHUs IEPCOHATIOM OpraHU3alHH.

Ha nexmnusx mpenojaBarenb 03ByYHBAECT TEMY, 3HAKOMHUT C IEPEYHEM JIUTEPATYPHI 110
TeMe, OOOCHOBBIBAET MECTO M pPOJIb 3TOW TeMbl B JAaHHOM JMCLUUIUIMHE, PAacKpbIBaeT ee
NpakTUYecKoe 3HaueHue. B Xoje JeKknuid CTyAeHTYy HEeOOXOAWMO BECTH KOHCHEKT, (GUKCHUpys
OCHOBHBIE MTOHATHS U MPOOIIEMHBIE BOIIPOCHI.

[IpakTryeckne (CEeMHHAPCKHE) 3aHATHS 110 CBOEMY COJCPIKaHUIO CBSI3aHBI C TEMATUKON
JEKIMOHHBIX 3aHATHH. HaunHaTh MOATOTOBKY K 3aHATHIO 1eIeCO00pa3HO ¢ KOHCIIEKTa JICKIUH.
3ajaHre Ha TMPaKTUUECKoe (CEMHUHAPCKOE) 3aHsATHE COooO0IaeTcss oO0ydarmuMmcs N0 €ro
npoBeneHus. Ha ceMuHape mpemnojaBarenb OpraHu3yeT OoOCYXJIEHHE STOW TeMbl, BBICTYyMas B
Ka4ecTBE OpraHW3aTopa, KOHCYJIbTaHTAa M HKCIEpTa Y4eOHO-TIO3HABATEIBHOW ESITeIhbHOCTH
oOyuatorerocs.

N3ydyenne quctuminHel (MOIyJisl) BKIIOYAET CaMOCTOSATENbHYIO paboTy 00ydaroIerocs.

OCHOBHBIMHU BHUJJAMH CAaMOCTOSITEIILHON pabOThI CTYAEHTOB C y4acTHEM IperoiaBaTeneit
SIBIISTFOTCSL:

* TEKYyI[UE KOHCYJIbTALIUY;

* IpUEM U pa300p JOMAIIHUX 3aJaHUH (B 4achl MPAKTUYECKUX 3aHITHI);

* BBITIOJIHEHUE KYpCOBOI paboTHI (PyKOBO/ICTBO, KOHCYIBTUPOBAHHUE U 3alIUTa KYpPCOBBIX
paboT B yackl, IPETyCMOTPEHHbIE YUEOHBIM IJIAHOM) U JIp.

OCHOBHBIMHU BHJIaMH CaMOCTOSATEIbHON pabOThI CTYJEHTOB 0€3 ydJacTusi MpenojaBares
SIBIISTFOTCSL:

* (hopMupoBaHKE U YCBOCHUE COACP)KaHUS KOHCIIEKTA JICKIUI Ha 6a3e peKOMEH/1I0BaHHOM
y4eOHOW JHUTEpaTyphl, BKIOYass WHPOPMaIMOHHBIE 00pa30BaTEIbHBIE PECYPCHI (IJIEKTPOHHBIE
y4eOHUKH, HIIEKTPOHHbIC OMOIMOTEKH U Jp.);

* CaMOCTOSITENIbHOE H3yY€HHUE OTIENbHBIX TEM WM BOMPOCOB IO Yy4YeOHUKAM WIIU
y4eOHBIM TTOCOOHSIM;
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* IOJITOTOBKA K CEMUHApaM U JIaOOpaTOpHBIM paboTam;
* BBINIOJIHCHNE IOMANIHUX 33/IaHUI B BUJIE PEIICHUS CUTYAIlMOHbIX 3a/1aHuil (keiic-Study)
10 OTJENIBHBIM Pa3JieiaM COACp KaHus AUCIUILTUH U Jp.

10. Ilepeyenb nHGOPMANMOHHBIX TEXHOJIOTHA, MCIIOJIb3yEeMbIX IPH OCYIIEeCTBJIEHUH
00pa3oBaTe/ILHOIO Mpolecca Mo JMCHUILIHNHE (MOAYJ110), BK/II0Yasi lepeyeHb
MPOrpamMMHOro odecrneyeHust

B yuebHOM mporiecce UCIONb3yeTcs CIeayolee MPOrpaMMHOE 00ecieueHue:
— MS Office,
— Koncynprantllmoc: Bepcus [Ipod - nndopmanronnas crpaBoyHasi CUCTEMA,

11. Onucanue MaTepuaJIbHO-TEXHUYECKOM 0a3bl, HEO0X0AMMOM VIl OCYLIeCTBJICHUSA
00pa3oBaTe/ILHOIO Mpolecca Mo JMCHUIIMHE (MOY.110):

B ydeGHOM mpoliecce UConab3yeTcs cieaytomiee 000pyI0BaHKeE:
— IlomenieHus 17151 CaMOCTOSITENILHOM pabOThl, OCHAILIEHHBIE KOMIIBIOTEPHON TEXHUKOM €
BO3MOYKHOCTBIO TIOJIKITFOUeHHS K ceTH "MHTepHeT" 1 00ecnieueHrneM J0CTyIa B AJICKTPOHHYIO
nH(}OpPMaILMOHHO-00pa30BaTEeNbHYIO CPEAyY BY3a,
— Y4eOHble ayIUTOPUH IS IPOBEACHUS: 3aHATHI JIGKITMOHHOTO TUIIA, 3aHATHH CEMUHAPCKOTO
TUIIA, MPAKTUYECKUX 3aHITUIA, BBIMOJIHEHHS KYPCOBBIX pabOT, IPYNIOBBIX U UHIUBUIYATbHBIX
KOHCYJIBTAIIMH, TEKYIIETO KOHTPOJIS ¥ MPOMEXKYTOYHOM aTTeCTAlMH, YKOMIIJIEKTOBAHHbIE
CHEIHUAIN3UPOBAaHHON MEOETBIO0 U TEXHUYECKUMU CPEACTBAMH O0YUYCHHS,
— KoMnbroTepHsii Kiacce,
— Habops!l 1eMoHCTpalimoHHOTO 000pyI0BaHuUs U Y4eOHO-HATJISIHBIX TOCOOU



