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1. HEJIM OCBOEHMS JTNCIHUITJINHBI

Heanb:

dopmupoBaHue KoMrneTeHUun A1 3¢ (HEeKTUBHOTO UCTIOIb30BaHUS B
npoeCCHOHATBLHOMN IEATEIHOCTH 110 OPraHU3alUK CHCTEMBI KaApOBOTO
JIeJIONPOU3BOJICTBA U JOKYMEHTUPOBAHUIO TPYIOBBIX OTHOILIEHUU B COOTBETCTBUH C
JEHCTBYIOIMM 3aKOHOAATEIbCTBOM.

2. MECTO JJUCHUIIJIUHBI B CTPYKTYPE OBPA3OBATEJIbHOM
ITPOI'PAMMBbI

Jucuunnmnaa b1.0 KagpoBoe agMUHUCTpUPOBAaHUE B OpraHU3allMi OTHOCUTCS K
o0s3arenpHON yacTu bioka 1.

3. INTAHUPYEMBIE PE3YJIbTATBI OBYYEHUA 110 JMCHUIIJIMHE

KOI{ U HAMMCHOBAaHHEC
KOMIICTCHIMNH
BBIITYCKHUKA

Koa n
HaHMeHOBaHHe
WHIMKATOpPA
JOCTHKEHUS
KOMIIeTeHIU i

IInanupyemble pe3yJibTAThl 00y4eHHs 110 JUCHMILINHE

OIIK-1 - Criocoben

OIIK-1.3 - Co3pnaer

3HaTh: Ha IPOJBUHYTOM YPOBHE OCHOBBI 3KOHOMHYECKOM,

MPUMEHST TIPH pEIICHUH KOMILJICKCHBIE OpPTaHU3AIMOHHOW, YNPaBICHYECKOH, COIMOJIOTUYECKON,
MpodeCcCHOHANBHBIX 3a/1a4 CHCTEMBI 110 MICUXOJIOTHYECKOH TEOpHH, a TakKe MpaBa W MYTH HUX
3HaHM (Ha IPOJBUHYTOM yIPaBJICHHUIO MPAKTUIECKOTO MPUMEHEHHUSL.

YPOBHE) 5KOHOMHYECKOH, MIEPCOHAJIOM B

OPTAHH3AIHOHHOR, e —— VYmers: 000011aTh U KPUTHYCCKHU OLIEHUBATH
T — CYLIECTBYIOIIHE TIEPEIOBbIE TPAKTUKH.

COLIMOJIOTUYECKOH, BnaneTb: HaBBIKAMH CO3JaHHUS KOMIUIEKCHBIX CHCTEM IO
TICHXOJIOTMYECKOH TeOpUid 1 YIIPABJICHUIO IIEPCOHAIIOM B OpraHU3alllH.

mpaea, 000011aTh U

KPUTUYECKH OLICHUBATH

CYLLIECTBYIOLIHE TIEPEIOBbIC

MPAKTUKU U PE3YJIbTaThI

HaYYHBIX HCCIIEJOBAHHUNA 1O

YHPaBJICHUIO IEPCOHATIOM U

B CME)XXHBIX 00JIacTIX

OIIK-4 - Cniocoben OIIK-4.3 - 3HaTh:  TEOPUI0O M TPAKTUKY  MPOEKTHPOBAHUSA
MIPOEKTHPOBAThH Opranuzyer paboTy | OpraHU3alMOHHBIX U3MEHEHUH.

OpTaHU3allOHHBIC nepcoHana . .
HAMEHEHHS, PYKOBOHTS MOIpaseNerms YMeTb:  pyKOBOIMTH HPOEKTHOW H  IPOLECCHOM
IPOGKTHOR B IPOLECCHOM JeSITebHOCTBIO Ha YPOBHE MOIPAa3IeICHUs OpraHu3alHu.
ACATEIBLHOCTBIO U Brnaners: HaBbIKaMu OpraHm3alu padOTHl IMEpCcOHaja
nmospa3esicHIeM TIPCIPHSTHSL.

OpTaHu3aluu

IIK-2 - Criocoben IK-2.1 - 3HaTh: OCHOBBI HHGOPMAITMOHHO-aHAIUTHIECKOTO
OCYILECTBIIATh AEATENbHOCTh | Mcmonb3yer o0ecriedeHust CHCTEMBI OIIEPaLIOHHOT O u
B cepe nHPOpMaLMOHHO- TEXHOJIOTHH CTPATErHYecKOro YIpaBJiIeHUsI IEPCOHANIOM OpTraHW3allHy,
AHATTMTUYECKOTO nHPOPMALTUOHHO-




Kon n HammeHoBaHue Kon u
KOMIIETCHIIMU HaAauMEHOBaHUue
BBINYCKHHKA HHIUKATOpA IInannpyemsblie pe3yJbTaThbl 00y4eHHUs 0 TUCHHUTIIMHE
HOCTHKEHMS
KOMIIeTEeHIH I
o0ecreyeHus CUCTEMBI AHAJIUTUIECKOTO a TaKXxe KaJpoBOI'0 aJMUHUCTPUPOBAHUSL.
OTICPAIIHOHHOTO H obecrieueHUs
YMmeTs: obecreunBaTh (YHKUMOHUPOBaHUE
CTPaTEruyecKoro IIPOLIECCOB .
WHPOPMALUOHHO-aHATUTHYECKON CUCTEMBI
YIPaBJICHUS [IEPCOHATIOM KaJIpOBOTO
ONEPAaLMOHHOTO M CTPAaTETHYECKOrO  YIIPaBJICHUS
OpraHu3aluu aJMUHHUCTPHUPOBAHUSA
[IEPCOHATIOM OPTaHU3ALHH.
B OpraHu3aluu
Bnagners: TEXHOJIOTUAMU nHPOPMALIUOHHO-
AQHAJMTUYECKOT0 00eCHeyeHns: MPOLECCOB KagpOBOIO
aJIMUHUCTPHUPOBAHMS B OPraHU3aLIUH.
4. CTPYKTYPA U COAEP KAHUE JTUCHUITJIUHbI*
O0beM IUCHUIINHBI
Homep n
KaJeMH4ecKHe Yachl
HAHMEeHOBaHHe TeM (axane ecKHe Hachl)
/ Conep:xaHue TUCHUITHHBI
nnam KonrtakTHasi pa6ora
pa3ienoB/Tem
3JT | I3 JpP | CPO
Tewma 1. CraHoBIIEHHME KaapoBOrO  aAMWHHCTPHPOBAHUS B
OpFaHI/ISaHI/IOHHO- Poccun. KaI[IJOBaSI MOJIMTHKAa B  COBPEMCHHBIX
IIpaBoBOE H ycnoBusix. OpraHu3allMOHHO-TIPaBOBBIE  JOKYMEHTHI
JOKyMEHTALMOHHOe | OPTAHHM3AIHH. 3aKOHOAATENBHOE, HOPMAaTUBHO- 3 7 13
B — METO/IMYECKOE M OPTaHM3ALMOHHOE ~PEryTHpOBaHHe
paGoTHI ¢ JeSITENIBHOCTH  KaJIpoBOW CITyKObI. TpysoBoe Tpaso.
[lonsTHe 0 knaccupuKay JOKyMEHTOB.
MIEPCOHAIIOM.
JlokymMeHTHpOBaHME TPYIOBBIX OoTHOWEHNH. KanpoBbrit
JOKYMEHT0000poT opranuzanuu. Cucrema KaapoBOi
JNOKyMeHTauuu. JlOKyMEeHTbI, perjaMeHTHPYIOIIHe
yrpaBJeHne MIEPCOHATIOM Ha MPEIIPUATHH.
Odopmnenne mpoueaypsl IpuemMa Ha  padoTy.
Tema 2 Odopmnenne npoueaypbl MepeBoAa COTPYAHHUKA.
Odopmnenne mnpouenypsl YBOJBHEHHS COTPYIHHKA.
Opranuzanus
CAIPOBONO Odopmierne JOKYMEHTOB 10  CTPaTETHYECKOMY
/1P 5 pasButhio opranmzauuu. OdopmieHue akToB. YuéTHas
IOKYMEHTOO0OPOTA | i ¢hpapounas kagposast JoKyMeHTamus. COCTaBICHNE, 3 7 13
B Oprafnu3atiy n YTBEPKJICHHE W BHECEHHE W3MEHEHHH B IITATHOE
CHCTEMBL pacnucanue. JIOKyMeHTBI MO0 paboTe C IMEPCOHAIOM.
BHYTPCHHHUX [lItatHOEe pacnucanue. JloMKHOCTHasT MHCTPYKLUS.
KOMMYHHKAaIHH. Pacnipenenenne MOCTYTIMBIINX JIOKYMEHTOB.
Perucrpanus noxkyMeHToB. KOHTpONIb 32 UCHIOJHEHUEM
JNOKyMeHTOB. HWH(opManmoHHO-cIipaBouHas paboTa.
OtnpaBka AOKyMEHTOB. OnTuMH3anys KaJpoBOro
JIEJIOTPON3BOJICTBA U KAAPOBOTO YUETa B OpraHU3AIIHH.
PernmamenTanus cucreMsl BHYTPEHHUX KOMMYHUKaLUH
B OpraHM3alHY.
Tewma 3. JIOKyMEHTBI, pErIaMEHTUPYIOUIUE OPraHu3aluilo |
Opraﬂmaum Tpyda OCATCIIBHOCTD KaI[pOBOﬁ CJIy>K6LI MIPpEATIPUATHA. 4 7 13
paGOTHHKOB [lonoxenne o kaapoBoil ciyx0Oe. WHCTpykuus 1o
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CITYKOBI
JOKYMEHTAILIHOHHOT
0 obecrieueHUS
CHUCTEMBI
YIpaBJICHUSI
MEPCOHAIIOM.

OpraHU3allMOHHO-I0KYMEHTALIMUOHHOMY 00€CIICUEHHIO
KagpoBoi  pabGoTel  mpeampuAtus.  JomKHOCTHAs
HHCTPYKIUMSA pabOTHHKA KaapoBOH cCiy:kObl. OOIue
TpeOOBaHUSI K OpraHu3alud M YCIOBHUSAM TpyZAa
pabOTHUKOB CITYKOBI JIOKYMEHTAI[IOHHOTO
oOecrieyeHus] CHCTEMBl YIPAaBJICHUS IEPCOHAIIOM.
@DopMbl OpraHu3anuy AeaonpoussoacTsa. CTpyKkTypa u
(GYHKIUU CITyKOBl TOKYMEHTAIIHOHHOTO OOECTICYEeHUS
CHUCTEMBI  ympaBieHHd mnepcoHanoM. IlpaBa u
OTBETCTBEHHOCTb CITy>KOBI JIOKYMEHTallHOHHOT'O
oOecredeHus] CHCTeMbl YIPABICHUS IIEPCOHAJIOM.
[Tpuém u nepBuuHas oOpaboTka TOKyMeHTOB. JInuHoe
3asBieHue. Tpynosoil moroeop. Ilpukas o mpueme Ha
paboty. XXypHan perucTpamuu o mpreMe Ha paboTy.
[opsnok yuera kanpos. Benenue nuunbix aen. Jinunas
KapTOouKa. AndauTHast KapTOTEKa. Kypnan
peructpanui JUYHBIX nen.  llopsmox  oOpaboTku
MEPCOHANBHBIX JaHHBIX pa0OTHUKOB MPEANPHUITHS.

Tema 4. JlokanpHbIE
AKThI OpFaHI/I3aHI/II/I
T10 YIIPaBICHUIO
MIePCOHAJIOM U
OIITUMU3aA U
CUCTEMBI KaJIpOBOTO
JIEIIOTIPON3BOJICTBA
Y KaJpoBOTO y4éTa.

OpraHu3anoHHO-PacTIOPSAUTENbHAS JOKYMEHTALUS U
TpeboBanusa k e€ odopmienuro. 'OCT P6.30-2003 u
u3MeHeHHss K  HeMy. CXeMbl  pacIoJIOKEHUS
PEKBU3UTOB, TpeboBaHHsI K UX  O(OPMIICHHIO,
TpeOoBaHUS K  OJlaHKaM  JOKYMEHTOB UM  HX
odopmirenuto. DnemenTsl yHubukanuu OPJl: dhopmar

Oymarw, CITy>)keOHBIC TIOJIA, pacmojoXeHue,
COACPKaHMNE U TIIpaBuJia HCIHOJIHCHHUA PCKBU3UTOB.
Cpoxku WCIIOJIHEHUS JIOKYMEHTOB. IIpaBuna

koppektupoBku OP/I. [TuceMo. J{0MKHOCTHAS 3amKCKa.
IIpuka3. Ilporokon. OpraHuzanuoHHAs CTPYKTypa
npeanpusatus. [lomoxxenne o mepconaie. [lonoxenue o
noapaszaeneHun. TpynoBoil pacnopsnok. CoznaHue
JIOKyMEHTAINH B paboueM Impolecce.

13

Tema 5.
Opranuzanus
CHUCTEMBI XpPAHEHHUSI
JIOKyMEHTOB
TIPEATPUSITHS.

OOmme  BOMPOCHI  OpraHU3alMd  ONEPaTHBHOTO
XpaHeHus1 JoKyMeHTOB. CocTaBiieHHE HOMEHKJIATyphl
nen. ®dopmupoBanne u BeaeHue nen. OcoOeHHOCTH
oopMiieHUs €N ¢ pa3NUYHBIMUA CPOKAMH XPaHEHHSI.
[Toaroroska JIOKyMEHTOB K nepegayve B
BEJOMCTBEHHBIH  apXuB.  OJKCIEpTH3a  LEHHOCTH
JIOKyMEHTOB. AKT O BBIJCJICHHHM JOKYMEHTOB (IeJ) K
yHuuTOKeHuio. IlepeBom  JokymeHTOB (7enm) Ha
MIOCTOSIHHOE XpaHEeHHe. Tekymee XpaHeHue
JOKYMEHTOB B KaJpoBOil ciry>k0e. TpynoBble KHHKKH.
IToaroroBka aen mist cnagu B apxuB. OOmme BOMIPOCH
OpPraHM3allUM TIOCTOSHHOTO XpaHEHHA JIOKyMEHTOB.
TpeboBaHus K  OpraHu3alMM  MeCT  XpaHEHHs
IOKyMeHTOB. TpeboBaHMS K OpraHu3alui oOpalieHus
¢  nokymentamu.  OcoOEHHOCTH  OpraHH3aluu
MIOCTOSTHHOT'O XpaHEHMs TOKyMEHTOB coriacHo @3 PO
«O6 apxuBHOM gene B P®d». Cpoku BpeMEHHOTO
XpaHeHUs] JTOKyMEHTOB, OTHECEHHBIX K ApPXHUBHOMY
¢onny PD, 10 ux moctymieHusi B rocy1apCTBEHHBIE U
MYHULMINATbHBIE apXUBBI.

14

Tema 6. PazpaboTka
KOPITIOPaTHBHBIX
CTaHOApPTOB B
00J1aCTH KapoBOTO
aIMIHUCTPUPOBAHH

[IpodeccnonanbHbIl  cTaHAAPT  CIEIHUATUCT 10
YIIPaBJICHUIO MEPCOHAJIOM. Kanpossiii
JIOKYMEHTO000pOT opranuzaruu. Cucrema KaJpoBOH
JOKyMEHTaluu.  JIOKyMEeHTBI, periaMeHTHPYIOLIUE
yIpaBlieHHe MIEPCOHATIOM Ha MIPEIIPUSTHH.
Crannaptuzanus npolecca pa3paboTKu

14
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VIOpaBJICHUS]  MEPCOHAIOM:  MOJI0O0D,
MepeMeIleHUs,  pe3epB,  OOyueHue,

s, KOPIIOPATHBHBIX CTaHAAPTOB B 00JacTH KaJpOBOTO
aJMUHUACTPUPOBaHUs. TpeOOBaHUS K TOCTPOCHHIO,
H3JI0XKEHUIO, odopmIieHuIO, COJICPKAHUIO "
o6o3HaueHnto craHgapTtoB. CTaHmapTel B 00JacTH
yOpaBICHHUST  TEPCOHAJIOM  MPO(eCCHOHATbHBIE U
MOBEICHYCCKHE, B TOM 4YHCIIe B paspe3e (QyHKuuit

MOTHBAllUM, CTUMYJHPOBAaHUE,  OpraHU3ALMOHHAS
KYJIbTYpa, AETONPOU3BOJCTBO, PEKPYTHHT.

ajanTarus,
BBISIBJICHUE

KonTpoan:

36

Bcero no pucuunjanHe:

22 42 0 80

*3JIT — 3aHATHSA JEKIIUOHHOTO TUTA, [I3 — BCe BHUIIBI 3aHATHH CEMHUHAPCKOTO THIIA, KPOME JTa00PaTOPHBIX
pa6ort, JIP — naboparopusie padoTsl, CPO — camocTosTenbHas padboTa 00ydaronerocs

5. YYHYEBHO-METOANYECKOE U HTHOOPMALIMOHHOE
OBECIIEYEHUE JUCIUIIJINHBI

5.1 Pexomenayemasi Jiuteparypa

bubaunorpaguyeckoe onucanue u3aaHus (aBTop,
3arjiaBue, BUj1, MeCTO M IO/ U31aHMs, KOJI. CTP.)

JJIeKTPOHHBIE pecypchl

brikoBa, T.A. JlokymMeHTalMoHHOE 00ecrieueHrne ynpaBaeHUs
(memompoun3BoacTBO): yued. mocodue / T.A. breikona, T.B.
Kysuenona, JI.B. Cankuna; nox oomr. pen. T.B. Ky3Henooii.
— 2-e u31., nepepad. u qor. — Mocksa: UHOPA-M, 2019.
— 304 c.

https://znanium.com/read?id=338359

["opoOuoBa JL.II. JlokyMeHTHpOBaHUE YIIPABICHUECKON
NesITeIbHOCTH peanpusaTys: yueoHoe nocodue / JLII.
["opobuoBa, N.C. L{pirankos; M-Bo 00pa30BaHus U HAyKH
Poc. ®eneparun, Cankr-IlerepOyprekuii roc.
PKOHOMMUEeCKU yH-T, Kadeapa npouss. MeHEIKMEHTa U
nHHoBanuii. — Cankt-IlerepOypr: U3a-so CIIGIDY, 2015.
— 79 ¢c. —

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

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

Pasnopoxnsiii A.A. JIoKyMEHTUPOBaHUE YIIPaBICHUECKOM
nesTeNbHOCTH: YuebHoe mocobue / A.A. PaznopoxHbiit. —
Mocka: OOO "Hayuno-uznarensckuii uenrp MHOPA-M",
2018. — 304 c.

https://znanium.com/read?id=328873

Kysnernos 1.H. JlenonpounsBoictBo: Y4ueOHO-CIIpaBOYHOE
mocoowue. - 9-¢ u31., nepepad. - Mocksa: M3matenbeko-
roprosas kopriopanus «/amkos u K°», 2020. - 405 c.

https://znanium.com/read?id=358533



https://znanium.com/read?id=338359
https://znanium.com/read?id=328873
https://znanium.com/read?id=358533

5.2 IlepeyeHb JIMLEH3HOHHOTO M CBOOOIHO PACIIPOCTPAHAEMOIO
NMPOrpaMMHOro odecrne4eHusi, B T.4. 0T€4eCTBEHHOI0 POU3BOACTBA

7-Zip
Microsoft Office Professional
Microsoft Windows Professional

5.3 llepeuenb nHpopManuOHHBIX cipaBoYHbIX cucteM (UCC) n
COBpPEeMEHHbIX NMpogeccuoHanbHbIX 0a3 JanHbIX (CIIB/I)

Ne HanmenoBanue CIIB/ UCC
1. DexTponHas oubnmoreka Grebennikon.ru — www.grebennikon.ru
2. Hayunast snekrponnas 6ubinoreka eLIBRARRY — www.elibrary.ru
3. Hayunast snekrpornas 6ubnunoreka KubepJlennka — www.cyberleninka.ru
4. baza manneix [TOJITIPE] CripaBounnku — WwWw.polpred.com
5 baza manusix OECD Books, Papers & Statistics na mratgopme OECD iLibrary
' www.oecd-ilibrary.org
6 CnpaBounas npasoBas cuctema Koncynprantllintoc (MHCTaIUPOBAaHHBINA pECYPC
' CII6I' DY nunu www.consultant.ru)
7 CrnpaBounast mpaBoBas cucrema «’APAHT» (uncTarmmpoBanssiii pecype CIIOIDY nn
' Www.garant.ru)
8 HudopmanmonHo-cipaBouHas cucteMa «Kogekey (MHCTaTUIMPOBaHHBIA pecype
' CIIOI DY i www.kodeks.ru)
9. DnekTpoHHas OubnuoredHas cucrema BOOK.ru - www.book.ru
10. DnexTponnas GubmuoTeunas cuctema D5C FOPAUT — www.urait.ru
11. JekTpoHHO-OubIroTeuHas cucrema SHAHUYM (ZNANIUM) — www.znanium.com
12. JnexkrpoHHas 6ubimoreka CIIGI Y- opac.unecon.ru

6. MATEPUAJIBHO-TEXHUYECKOE OBECIIEHEHUE
JUCHHUIIJINHBI

Jlnia peanu3anuu JaHHOW AMCUUIIIMHBI UMEIOTCS CIICIIMATbHBIC TOMEIICHHUS
JUIST TIPOBEACHUS 3aHSATHU JICKIIMOHHOTO THUMA, 3aHATUH CEMHWHAPCKOTO THIIA,
KypCOBOTO MPOEKTUPOBAHUS (BBINOJHEHUS KYpPCOBBIX pabOT) TpYyNHOBBIX U
WHANBUIYAIbHBIX KOHCYJbTAIM, TEKYIIEr0 KOHTPOJA U TMPOMEKYTOYHOH
aTTeCTalllH, a TAK)Ke MOMEUIEHUS ISl CAMOCTOSITEIbHON paboTHI.

[TomemieHust ocHamieHbl OOOpPYIOBAaHUEM M TEXHMUYECKUMHU CpPEJICTBAMU
oOy4eHus.

[TomemieHust 111 CaMOCTOSITENbHOM pabOThl OOYYaAIOLIMXCS OCHAIICHbI
KOMIIBIOTEPHOU TEXHUKON C BO3MOXHOCTBIO MOAKIIOUEHHUs K ceTu "HTepHer" u
o0ecrieueHneM JocTyna B 3JEKTPOHHYI HH(OPMAalHOHHO-00pa30BaTEIbHYIO
Cpelly YHUBEPCUTETA.

HaumeHnoBanue yueOHBIX ayAUTOPHii, NepedyeHb ‘ Anpec ‘
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(MecTOMmOJ10KEHUE)
Y4eOHBIX ayIuTOPH A

Ayna. 607 Yuebuas ayautopusi (IS TPOBEACHUS 3aHATHI JIEKIIMOHHOTO THMA H
3aHATHIA CEMHHAPCKOTO THIIA, KYPCOBOTO MPOCKTHPOBAHUS (BBIMOIHEHHS KYPCOBBIX
paboT), TPyNIOBBIX W WHIWUBHIYaJIbHBIX KOHCYJbTAI[MHA, TEKYIIETO KOHTPOJS H
POMEXYTOYHOH aTTecTalun), 00opynoBaHa MYJIbTHMEAUHHBIM
komIuiekcoM.Crieranu3upoBanHas  MeOenb U 00opyaoBaHue: YueOHas MeOenb Ha
144 mocamoyHBIX MecCT, pabouee MecTO NpernoaaBaTensi, AOCKa MmenoBas 1 mirT.,
TpuOyHa, Tym0a M/MMynbTiuMeaunitablid npoekrop Panasonic PT-VX610E - 1 mr.,
Tpauncmsimmonnsidt yeunmutens ZA-1240 A - 1 mwr., DkpaH ¢ 3JEKTPOIPHBOAOM
ScreenMedia Champion 244x183cm SCM-4304 - 1 ., AKycTudeckas cucrema JBL
CONTROL 25 WH - 2 mt., HaGopb!l 1eMOHCTpanoOHHOTO 000pYA0BaHUS U YIeOHO-
HATJSITHBIX TIOCOOMH: MYIbTUMEIUNHBIC TPUIOKEHHS K JICKIMOHHBIM KypcaMm |

IMPaKTHYICCKUM 3aHATUAM, UHTCPAKTUBHBIC y‘{€6HO-HaFHH,I[HLIC IOCoOusI.

Ayna. 219 VYuebnas ayauropusi (IS TPOBENCHUS 3aHATHI JIEKIIMOHHOTO THMA H
3aHATHH CEMHHAPCKOI0 THIIA, KypCOBOTO MPOEKTUPOBAHMS (BBIIOJHEHUS KypPCOBBIX
paboT), TpynmoBBIX M WHIWBUAYaIbHBIX KOHCYJIBTallMH, TEKYIIEr0 KOHTPOJS H
IIPOMEKYTOYHOMN aTTecTalin), o0opynoBaHa MYJIbTUMEIUNHBIM
koMmIuiekcoM.Crieranu3upoBanHas MeOellb U 00opyaoBaHue: YdeOHas MeOelb Ha
40 mocaqo4YHBIX MECT, pabouee MECTO MperoaaBareis, J0cKa MeyoBas 1 mrT., TymOa
M/MMonoOnok  Acer Aspire Z1811 I5 2400s/4Gb/1T6 -
Mynsrumenunitaeiii npoekrop NEC ME402X - 1 mT., DKpaH ¢ 31eKTPONpPHUBOIOM
153x200 cm Matte White - 1 mrr., Mukiiep ycummutens Jedia TA-1120 B KoMImIekTe -
1 wr., Akycruueckas cuctema Hi-Fi PRO MASK6T-W - 2 mir.

y‘le6HO-HaFJ’I${I[HBIX

B KOMILL.: lmr.,

HabGopst

JIEMOHCTPAIIMOHHOTO o0opymoBaHus 5 IIOCOOUI:
MYJIETUMEIUAHBIC TIPUIIOKEHHS K JIEKIMOHHBIM KypcaM H MPAKTHUECKUM 3aHITHIM,

HWHTCPAKTHBHLIC y‘le6HO-HaFJ'IHI[HBI€ IOCo0OusI.

191002, 1. CaHKT-
[TerepOypr,
Ky3neunsii mep., I.
9/27, nut. A
191002, 1. Cankrt-
[TerepOypr,

Ky3neunsiit mep., 1.
9/27, mut. A

Ayn. 502 YueOnast aymutopus (JUisi MPOBEACHUS 3aHATHHA JIEKIMOHHOTO THMA U
3aHSATHI CEMHHAPCKOTO THMA, KYPCOBOTO MPOEKTUPOBAHHUS (BBIOTHEHUS KYypPCOBBIX
paboT), TpyNmoBBIX M WHIWBUAYaIbHBIX KOHCYJIBTallMM, TEKYyIIEro KOHTPOJS H
NPOMEXYTOYHOH aTTecTalnuu), O0O0OpYyJOBaHa MYJIbTUMEAUHHBIM KOMIUIEKCOM.
Criermanu3upoBanHas Mmebenb u obopymoBanne: Monobmok LENOVO ideaCentre
A310 (Intel Pentium CPU P6100 @ 2.00GHz/2Gb/250Gb)-
Mynsrumenuitaeiii npoekrop Optoma X 400 - 1 mr.,, DKpaH ¢ 31EKTPONpPUBOIOM
Draper Baronet NTSC (3:4) 213/84 - 1 .

O60py,Z[OBaHI/I$I nu y‘{€6H0-HaFHHZ[HBIX OCOOHIi: MYHBTHMGHHﬁHBIC IMPUWJIOKCHUA K

15 T,

Ha6opm ACMOHCTPALIUOHHOT O

JICKHUOHHBIM KypCaM H MPAKTUYCCKUM 3aHATUAM, HWHTCPAKTUBHBIC y‘{€6HO-

HarJsiAHbIC ocoousl.

191002, .
[erepbypr,

CaHkr-

Ky3neunsiit mep., 1.
9/27, mut. A

/. METOANYECKHE YKA3AHUSA JJIAA OBYUYAIOLLIET'OCH 11O

OCBOEHMIO JTUCHUIJIUHBI

IIpuctynasgs K H3y4EHUIO JOMCLUIUIMHBI,
O3HAKOMUTBCS CO CIEAYIOIUMHU TOKYMEHTAMU:
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— y4eOHO-METOIMUECKOM JOKYMEHTaIIUEH;

— JIOKaJIbHBIMM ~ HOPMATHUBHBIMU  aKTaMH,  PErNIAMEHTUPYIOUUMHU
OCHOBHBIE  BOIPOCHl ~ OpPraHU3allMd W  OCYIIECTBIEHUS  00pa3oBaTEIbHOMN
JEATEIIbHOCTH, B TOM YKCJI€ PETNIAMEHTUPYIOUIUE MOPSAOK MPOBEACHUS TEKYILETO
KOHTPOJISl yCIIEBAEMOCTH U MPOMEKYTOYHOM aTTECTAllMU 00y4YarOIIUXCS;

— rpaduKoM KOHCYJIbTalHi COTPYJHUKOB npodeccopcko-
MIPENOAABaTEIbCKOTO COCTABA.

YpoBeHb W riayOMHAa OCBOEHUS AUCIUIUIMHBI OMNPENEISAIOTCS aKTUBHOU U
CHUCTEMATHYECKON paboToil 00ydaromuxcs Ha JISKIIMOHHBIX 3aHSTHIX, 3aHATHIX
CEMUHAPCKOTO THIA, BBINOJIHEHUEM CAaMOCTOSATEIbHON paboOThl, B TOM YMHCIE B
YaCTH BBIJCIICHUS HanOOJIee 3HAYNMBIX M aKTyaJIbHBIX MTPOOJIEM TSl JATBHEUIIIETO
uzydeHusi. OcoObIM yCIOBHEM KAaue€CTBEHHOI'O OCBOCHHUS IUCIMIUIMHBI SBISETCS
sbdexTuBHasS opraHu3alusg TPyAa, TMO3BOJIIONIAS PACTIPENCIUTh YYEOHYIO
Harpy3Ky paBHOMEPHO B COOTBETCTBUU € IpaKoM yueOHOTro mpoliecca.

[Ipu moAroToBke K y4eOHBIM 3aHSATHUAM OOYYAIOIIMMCS MPEIOCTABIISACTCS
BO3MOXXHOCTh ~ TOCEIICHUSI  KOHCYJIbTAllud  COTPYJHHKOB  MpodeccopcKo-
npenojasarenbekoro coctaBa CIIOIDY cornacHo pacnucanuio, yCTaHOBIEHHOMY
B Irpauke KOHCYJIbTAIUH.

AynuTopHass M BHeayJIUTOpHas paboTa oO0ydaromuxcs JOJDKHA ObITh
HarpaBjeHa Ha (OpMUPOBAHUE!

— (QyHIaMEHTAJIbHBIX OCHOB MUPOBO33PEHUS o0y4Jaronmxcs u
€CTEeCTBEHHOHAYYHOT'0 TO3HAHUS,

— Oa3uCHBIX 3HAHWM, COOTBETCTBYIOIIMX HAIPABICHUIO TMOATOTOBKA U
3asABJICHHONW TIPOeCCHOHAIBHOW 001acTH, (OPMHUPYIONIUX IEJIICBYI0 U
poecCHOHANIbHYIO0 OCHOBY JIJIsl TIOJITOTOBKHU KaJIpPOB;

— npodeCcCHOHANTBHBIX KOMIETEHIIMH OPUEHTHPOBAHHBIX HA YIOBJIETBOPEHUE
NOTPeOHOCTEN phIHKA TPY/a,;

— WHIUBUIYaJbHOU TPAEKTOPHH IMOCPEICTBOM OCBOCHMS YHUKAJIBLHOTO Habopa
npo(heCcCHOHANBHBIX KOMIIETEHIMI  JOMOJHSAIOMNUX KOMIIETEHTHOCTHYIO
Mozedb  OOydaromerocs, 3a CYeT OpHEHTAlMd Ha  KOHKPETHBIE
npodeccuoHaNbHbIE CIICUANIN3UPOBaHHbIE 001aCTH 3HAHUMN, ONIpEAEIIsieMbIe
MPEJICTABUTEISIMU PBIHKA TPYAQ;

— METaHaBBIKOB 00yYarOUIMXCsl, TAKUX KaK: KOMaHJHas paboTa W JIUJIEPCTBO,
aHaJlW3 JTaHHBIX, [U(GPOBbIE HABBIKU, pa3padOTKa U peam3alus MPOEeKTOB,

MEXKKYJIbTYPHOE B3aUMOJECHUCTBUE.

8. OCOBEHHOCTH OCBOEHUSA JTUCHUIIJIMHBI 1JIs1 THBAJIN1OB
N JinL C OTPAHUYEHHBIMHA BO3MOKHOCTAMMU 310POBbSA

O6yquHe 06yanOHIHXC}I C OrpaHUYCHHBIMU BO3MOXHOCTAMH 3IO0POBbLA
Ipu H€O6XOIII/IMOCTI/I OCYIICCTBIIACTCA Ha OCHOBC aﬂaHTHPOBaHHOﬁ pa6oqel71
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IporpaMMbl  C  HWCIIOJIB30BAHUEM  CICIHAIBHBIX ~ METOJOB  OOyYEeHHsS U
TUIAKTHYECKUX  MAaTepUaloB, COCTaBJICHHBIX C  y4eTOM  OCOOEHHOCTEH
MCUXO(PU3NYECKOTO PA3BUTHSA, WHAWBUAYAJIbHBIX BO3MOXXHOCTEH W COCTOSHUS
3JI0POBBS TAKKUX 0OyUaromuxcs (00yJaronerocs).

B menmsx ocBoeHus ydeOHOW MporpamMMbl JTUCIUIUIMHBI HHBAIAIAMH W
JUIAMA  C  OTPAaHMYCHHBIMH  BO3MOXHOCTSIMH  370pPOBbS  YHHBEPCHUTET
00€ECIIEYNBAET:

— JJIS. MHBAJIMJOB M JIUIl C OTPAaHMYCHHBIMH BO3MOXHOCTSIMH 370POBbS I10
3pEHUIO: pa3MeIlIeHNEe B JOCTYIHBIX JJIs O0y4YalomUXCs, SBISIOMUXCA CIETIBIMU
WIM CIa0OBUISIIMMHE, MECTax M B aJalTUPOBaHHON Qopme crpaBoUHOM
uHbOpMAIlMU O paCHUCaHWM Y4YeOHBIX 3aHATUN; TPUCYTCTBHE aCCHCTEHTA,
OKa3bIBAIOLIETO o0yyaroremycs HEOOXOIUMYIO MTOMOIITb; BBIMTYCK
aJIbTEpHATUBHBIX (POPMATOB METOJMYECKUX MaTepUaioB (KPYHNHBIA IIPUPT WIH
aynuogansl);

— JUI1 MHBAJIXJOB U JIALl ¢ OTPAaHUYEHHBIMUA BO3MOKHOCTSMU 310POBbs I10
CIIyXY: HaJUJIeKalllUMH 3ByKOBBIMHU CPEJICTBAMH BOCIPOU3BENCHHE HHPOPMALINK;

— JUIA VMHBAJUAOB M JIMI C OIPAaHUYECHHBIMU BO3MOKHOCTSMH 300pPOBbB,
MMEIOIMX  HAPYILICHUS  OMOPHO-JABUIATEIbHOTO  armapara:  BO3MOXHOCThb
OecnpensaTCTBEHHOTO TOCTYIa 00yYaronuxcsi B ydeOHbIe TTOMEIIEHUS, TyaJleTHbIC
KOMHAThl U JApyrue momenieHust kadeapnl, a Takke MpeObIBaHHE B YKa3aHHBIX
ITOMEIIECHUSIX.

OOyuaromuecs 13 yuciaa HHBaIUI0B U jull ¢ OB3 obecrieueHbl ne4aTHBIMU
U (unm) DSIEKTPOHHBIMM  OOpa3oBaTelIbHBIMU  pecypcaMu B (opmax,
aJanTUPOBAHHBIX K OrPaHUYEHUSIM WX 370poBbs. OOpa3oBaHKHe OOYYAIOIIUXCS C
OTPaHUYEHHBIMH BO3MOKHOCTSIMH 3JI0POBbSI MOKET OBITh OpPraHM30BAaHO Kak
COBMECTHO C JpYrMMH OOYy4YaloIIMMUCS, TaK M B OTAEIbHBIX Ipylmnax HId B
OTJEJIbHBIX OpraHU3aIHsIX.
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10
11

12

13
14
15
16
17

18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
36
37

®OH/J ONEHOYHbBIX CPEACTB

1.1 KoHTpOJIbHBIE BONIPOCHI U 32/1aHNUS K IPOMEKYTOYHOI aTTeCcTAlUU

IToHsiTHE KaIPpOBOTO IETOMPOU3BOICTBA.

['ocynapcTBEHHOE peryIMpoBaHUE KaJpOBOro JEI0NPOU3BOACTBA.

Pernamenrtamus odopmienus kaapoBbix nokymeHToB B ['OCTax, yHuUUIIMPOBaHHBIX
cHucTeMax JIOKYMEHTalui, KiaaccupuKaTopaX TEXHUKO-DKOHOMHYECKOW W COIMAIbHON
unpopmarnuu, [CAOY.

CoBpeMeHHas perylaMeHTalMs CO3AaHNUs KapOBbIX JOKYMEHTOB HAa YPOBHE MHUHUCTEPCTB U
BEJIOMCTB.

NHCTpYKTUBHO-METOIUYECKHE MaTepUalibl NPEANPUSITHI U OpraHU3alMi MO CO3JAHMIO U
0(OPMIICHHUIO KaJIPOBBIX JOKYMEHTOB.

CTpyKTypa opraHM3allMOHHO-TIPAaBOBBIX TOKYMEHTOB.

Tp66OBaHI/Iﬂ K COCTAaBJICHHUIO OPraHU3allMOHHBIX JOKYMCHTOB, IIpOoLcaAYypa UX COIJIaCOBAHUA
1 YTBCPIKACHUS, IOPSJOK BHECCHHA B HUX W3MCHEHHH U I[OHOJ'IHGHI/II\/'I.

Ha3Hnauenue muaHoOBBIX JOKYMEHTOB, UX BUIbI, CTPYKTYpa.

Tp66OBaHI/Iﬂ K COCTAaBJICHHUIO INIAHOBBIX JOKYMCHTOB, IIpoHcAypa HUX COIIaCOBAHHA U
YTBCPKACHUA, TOPAIOK BHCCCHHA B HUX W3MEHEHU U I[OHOJIH@HI/Iﬁ.

Ha3naueHnue 10roBOpHbBIX TOKYMEHTOB, UX BUJIbI, CTPYKTYpA.

Tp66OBaHI/Iﬂ K COCTaBJICHUIO AOOTOBOPHBLIX AJOKYMCHTOB, IIpOLCAYpa HUX COIJIAaCOBAHUA H
YTBCPKACHUA, TOPAIOK BHCCCHHA B HUX W3MEHEHU U I[OHOJIH@HI/Iﬁ.

Paznuuus Mexay WHIUBHIYadbHBIM TPYIOBBIM JOTOBOPOM U TPaKIaHCKO-TIPABOBBIM
JIOTOBOPOM.

PacnopsinurensHas kaapoBasi TOKyMEHTAIUS, BUIbI U IPAaBIJIa COCTaBICHHUS U 0pOpMIIEHUSI.
CripaBo4HO-UH(POPMALIMOHHAS TOKYMEHTALUS, BUBI, TPABHUJIA COCTABJICHUSI.

VYderHas KaapoBasi JOKyYMEHTAIUs, BUABI, TPEOOBaHUS K 0POPMIICHHIO.

JInanoe neno coTpyaHuKa, TpeOoBaHUS K €r0 0(OPMIICHHIO.

PaGora xazpoBoil ciayxkObl MO O00ECNEUYEHHIO COXPAHHOCTH NEPCOHANBHBIX JIaHHBIX
pabOTHHKOB.

[Tomosxkenue o0 3anUTe MEPCOHAITBHBIX JAHHBIX.

Cornacue paboTHHKa 32 00paOOTKY U MCIIOJIB30BAHUE €T0 MEPCOHANBHBIX TAHHBIX.
JlomKHOCTHASI MHCTPYKIIUS COTPYIHUKA OT/IEa KaJIpoB.

Yuaudunupoanubie (OpMbI JOKYMEHTOB I10 YUYETY KaJpOB.

Odopmiienne npuema Ha padoTy.

JIMaHBIA TUCTOK W JIMYHASI KApTOYKa paboTHHKA.

Homenkmartypa aen KaapoBoi CITyKOBbI.

DopMHUpPOBAHUE AEIL.

XpaHeHHe 1en.

OKcnepTu3a UEHHOCTH JOKYMEHTOB.

Odopmnenue ne.

OO6paboTka Jien 1Mo JTUIHOMY COCTaBY.

CocraBrieHre OnUcel JINYHBIX JE.

[IpaBuia 3amosHEHHs TPYIOBBIX KHUKEK.

CocraniieHne, yTBEpKICHHE U BHECEHHE M3MEHEHNH B IITATHOE PACIIHCAHUE.

[IpaBuia opopmiieHust npuemMa CoTpyaHHKa.

[IpaBuna opopmiieHus: nepeBoga COTPYIHUKOB.

[TpaBuna oopmieHns: yBOJIbHEHUSI COTPYIHUKOB.

Odopmnenue oTiycka.

[IpaBuiia opopmiieHus: aKTOB.
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1.2 TeMbl NUCbMEHHBIX PadoT

Paboueit nporpaMMoli JUCIIMIUIMHBI HE TIPETyCMOTPEHO.

1.3 KoHTpOJIbHbIE TOYKH

Homep KoOHTpOJILHOM Tun KOHTPOJIbHOI Cnoco0 nmpoBeneHust Homepa Tem
TOYKH TOYKH
1 [pesenTanus C TIOMOMIBIO 1-6

TEXHUYECKUX CPE/CTB
1 HH(OPMAITIOHHBIX
CHUCTEM

2 KontposbHas pabota MUCHMEHHO 1-6

3 Texymuii KOHTPOJIb YCTHO 1-6

1.4 [Ipyrue 00beKThI OLICHUBAHUSA

HanMeHoBaHust 00beKkTa Cnoco0 npoBeaenust Homepa Tem
OLlEHUBAHMS

Joxuman YCTHO 1-6

1.5 CamocrosiTesqibHasi padora o0y4arouerocst

HaumeHOBaHUS CaMOCTOSATEILHONH PadOThI Homepa Tem
[MoaroToBKa K JICKIIMOHHBIM M MTPAKTHUCSCKUM 1-6
3AHATHAM
IToaroroska coOOIEHUH, JOKIIAT0B 1-6

1.6 IlIka/1a oeHUBAHUA pPe3yJIbTATA

Hkanel OlleHUBaHUS U MPOLIEAYPHl OLICHUBAHUS PE3yIbTaTOB OOyUEHUS IO
AUCHUIIMHE  pernameHTupyrorcss [lonokeHnmeM O  TEKymieM  KOHTpOJIE
yCIEBAaEMOCTH U IMPOMEXKYTOUHOM aTTECTallMM OOYYaIOUIMXCs IO MpOorpaMMam
BhICIIETO 0Opa3zoBanus u [lonoxkenneM o 6aIbHO-PEUTUHTOBON CHCTEME.

Jns  oueHku chOPMUPOBAHHOCTH PE3yibTaTOB OOYYEHHS IO JUCHUIUIMHE
UCIIOJIb3yeTCs 0AJIbHO-PETHHIOBAsI CUCTEMA YCIIeBAeMOCTH 00y4a0NXCS

@®opMOil UTOrOBOrO0 KOHTPOJISL MO AWCLHUIUIMHE SIBISETCA 3K3aMeH (Wiu
nudpepeHIMpOBaHHBIN 3a4eT), UTOroBasi OlIEHKa (OPMHUPYETCS B COOTBETCTBUU
CO IIIKAJIOM, MPUBEACHHON HUXE B TaOJIUIIE:

baibt OueHka
<=54 HEYJOBJIETBOPUTEIHHO
55-69 YJOBJIETBOPUTEIHHO
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70-84 XOPOIIO

>=85 OTJIMYHO

IlIkana oueHUBaHUA pe3yabTaTa

2 (6amr mo 54)

JemoHCTpHpyeT HeToHNMaHue TpodaemMbl. MHOTHE TpeOOBaHuSs, MPENBABISIEMBIE K
3a/IaHUI0 HE BHITIOITHEHBI.

JleMOHCTpUpyeTCs IEPBUYHOE BOCTIpUATHE MaTepraia. PaboTa He3akoHUEHA U /MK
9TO MJIaruart.

3 (6ann 55-69)

JemMoHCTpHpyeT 9acTHIHOE MOHNMaHue Tpo0eMbl. boapmmHCTBO TpeOoBaHHH,
MIPEIBSIBISIEMBIX, K 33JJaHHIO BBHITIOTHEHBI.

Bnanenue snemenTaMu 3aIaHHOTO MaTepuaia. B OCHOBHOM BEHITIOIHEHHBIN MaTepuai
MTOHATEH M HOCHT LEJIOCTHBIN XapaKTep.

4 (6ann 70-84)

JeMoHCTpUpyeT 3HaUNTENIbHOE IIOHUMaHNe Po0IeMbl 0003HAYEHHON AUCLMIUIMHON.
Bce tpeboBanus, mpeabsBisieMble K 3aJaHUIO BBITIOTHEHBI.

Copep:xaHre BBIMOJIHEHHBIX 3a/1aHU PaCKPBITO U PACCMOTPEHO C Pa3HBIX TOUEK
3pEHHSL.

5 (6an 85-100)

JleMoOHCTpHpyeT NOJTHOE TOHUMaHue IpobiieMbl. Bee TpeboBaHms, IpenbABIsSEMbIE K
3aJIaHUIO BBIIIOJHEHDI.

[TIpoaeMoHCTpUPOBAaHO YBEPEHHOE BIAJAEHUE MATEPUATIOM JUCLUILIUHBL.
BrimomHeHHBIE 33/1aHUS HOCAT IIEIOCTHBIX XapaKkTep, BHITOTHEHBI B TIOJTHOM 00beMe,
CTPYKTYPUPOBaHBI, IPE/ICTABICHBI PAa3IMUYHbIE TOYKU 3PEHUS, IIPOJIEMOHCTPUPOBAH
TBOPYECKHUHN MOJXO/I.

13




