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Conep:xanue

1. TlepeueHb IMIAHUPYEMBIX PE3YJIbTATOB OOYUYEHHUS 110 AUCHUIUIMHE (MOYJI0), COOTHECEHHBIX C IUIAHUPYEMBIMH Pe3yJIbTaATaMU
ocsoenus OIIOIT BO

2. Mecro pucuuruidasl (MoayJist) B crpykrype OITOIT BO

3. O0beM AUCLMIUTHHBL (MO/YJIsI) B 3a9YETHBIX €OUHULIAX C YKa3aHHEM KOJIMIECTBA YacOB, BbIICICHHBIX HA KOHTAKTHYIO paboTy
00yUaIIMXCs C TpernoaBareseM (1o BuiaM YUeOHbIX 3aHSATUN) ¥ HA CAMOCTOSITENIbHYI0 paboTy 00y4YaloIIuXcst

4. CopeprkaHue TMCUMIUTMHBL (MOJIYJIs1), CTPYKTYPUPOBAHHOE MO TeMaM (pa3fesam) ¢ yKa3aHHeM OTBEJEHHOrO Ha HHX
KOJIMYECTBA aKaJEMUUYECKUX YacOB M BUIOB YUEOHbBIX 3aHATHIA

4.1. CTpyKTypa ¥ TeMaTUYECKHI IJIaH KOHTAKTHOW U CAMOCTOSTEIbHOM pabOThI MO TUCIUILTHHE (MOJIYJII0)

4.2. CopepxaHuie AUCIUTLTAHBI (MOJTYJIs1)

5. TlepeueHpb yueOHO-METOAMUYECKOTO 00eceYeHH s /ISl CAMOCTOSATEIbHOM paboThl 00YYAOIIMXCS O JUCIUILTMHE (MOJYJIIO)

6. ®OH/1 OIIEHOUHBIX CPEACTB MO AUCIUILTIHE (MOYJTIO)

7. TlepeueHb UTEPaTyphl, HEOOXOJUMOM [J151 OCBOCHHS JUCHUILIMHBL (MOYJIs1)

8. IlepeueHnb pecypcoB HH(POPMAIIOHHO-TEJICKOMMYHHUKAIIMOHHON ceTr "VIHTepHeT", HEOOXOAUMBIX TSI OCBOCHUS AUCLIATUTAHBI
(Mopyns)

9. Meroauueckue yKazaHusi JUist 00Y4YaOIUXCsl TI0 OCBOESHUIO JTUCIMIUTUHBI (MOJIYJIs1)

10. Iepeyenb HMPOPMALIMOHHBIX TEXHOJIOTHIA, UCTIONB3YEMbIX MTPU OCYIIECTBIEHUH 00pa30BaTe/IbHOTO MpoLiecca 1o
JMCLUILIMHE (MOJYJII0), BKJIIOUAs MepedeHb MPOrpaMMHOro oOecrieveHrst 1 MH(POPMALIMOHHBIX CIIPABOYHBIX CHCTEM (TIpH
HEOOXOJUMOCTH)

11. Onucanue MaTepuaibHO-TEXHUYECKOUN 0a3bl, HEOOXOIUMOM JIIsl OCYILECTBIEHHS 00pa30BaTeIbHOTO MPOIIecca Mo
JUCLIUIUIAHE (MOAYJIIO)

12. CpeactBa agantanyy npenojaBaHust AUCHUIUIMHBL (MOAYJIs) K TIOTPEOHOCTSIM 00YYaIONIMXCsl UHBAJIMIOB U JIUL] C
OrpaHMYCHHBIMU BO3MOKHOCTSIMU 3[J0POBBS

13. ITpunoxenue Nel. PoHJ OLIECHOUHBIX CPEICTB
14. Tpunoxenune No2. [lepeueHsb uTepaTypbl, HEOOXOAUMOM /ISl OCBOSHUSI TUCHMIUIUHBI (MOJ1YJIs1)

15. TIpunoxenue Ne3. IlepeyeHs HH(MOPMALIMOHHBIX TEXHOJIOTUIA, UCMIOJIBb3YEMBIX AJI1 OCBOEHHS JUCLMILIAHBI (MOAYJIA),
BKJIIOYAsI TIepeveHb IIPOrpaMMHOT0 oOecriedeHHs 1 MH(POPMAIMOHHBIX CIIPABOYHBIX CHCTEM

3AE
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[IporpamMmy auCHUTUTMHEL pa3padoTaii(a)(u): JoIeHT, K.H. (momeHT) Kykymkuna O.10. (kadenpa ynpasieHus 4eTI0BEYSCKUMHI

pecypcamu, THCTUTYT ynipaBiieHus, 5KOHOMUKU U (puHaHcoB), kukushkina.oy@gmail.com ; Oguniosa O JleonnnosHa ;
Tepexoa TarbsiHa AnekcaHapoBHa

1. IlepeyeHb MIAHNPYEMBIX Pe3yJIbLTATOB 00YYEHHs MO JUCIHHUILIAHE (MOIYJII0), COOTHECEHHBIX ¢ IVIAHUPYEeMbIMHI
pe3yabTatamu ocsoenusi OIIOII BO

OO6yyarnImuiics, OCBOUBIINE QUCIUIUTUHY (MOIYJIb), JOJIKEH 001a1aTh CIICAYIONMMA KOMITETCHITASIMU:

Mudp PacuudpoBka
KOMIeTeHIIN npuodperaeMon KOMIeTeHIINH

OIIK-4 CriocoGeH IPUMEHSATh COBPEMEHHbIE TEXHOJIOTHH U METOABI ONIEPaTUBHOTO yIpaBJIeHNs

IIEPCOHAJIOM, BECTH JOKYMEHTAIIMOHHOE COITPOBOXKIACHUE U YUET;

OO0yyarnInuiics, OCBOUBIINI TUCIMIUIAHY (MOJIYJIb):

JloJKeH 3HATh:

OCHOBBI IIPABUJIHOTO ¥ TPAMOTHOTO COCTaBJICHHUS X O(DOPMIIEHHSI KaJPOBBIX M YIPABJIEHUYECKHUX JOKYMEHTOB
OCHOBBI Pa3pabOTKU M BHEAPEHHs KOPIOPATUBHBIX CTAHAAPTOB B 00JIACTH YIPABJIEHHSI IEPCOHAIOM

JloKeH yMeTh:

BECTU KaAPOBOE EJIONPOMU3BOACTBO B COOTBETCTBHUU C IleﬁCTByIOI.L[PIMH HOPMAaTUBHBIMH IIPaBOBbBIMU aKTaMU

HCIIOJIb30BATh HOPMATHUBHBIC ITPABOBBIC dAKThI IIPU BEACHUU KaAPOBOI'0 ACJIONPOU3BOACTBA U KOHTPOJIMPOBATH UCTTOJTHEHUE
JIOKAJIbHBIX HOPMATUBHBIX aKTOB, KaCAlOUINXCs OpraHn3aliuv Tpyaa

JlomxeH BlIafeTh:

HaBBIKaMM O(IJOPMJ'IEHI/IH KaJAPOBbLIX U YIIPABJIECHYCCKHUX JOKYMEHTOB, O3HAKOMJICHHUA COTPYJHUKOB OpraHru3aliyuu ¢ KaHpOBOﬁ
,HOKyMEHTaHI/Ieﬁ n HeﬁCTByIOHIPIMH JIOKAJIbHBIMA HOPMATUBHBIMU dKTaMU,

TOTOBHOCTBIO HECTH OTBETCTBEHHOCTD 3a OPraHU3alnI0 JOKYMEHTALIMOHHOT'O obecrieueHuns ynpaBJIEHHA TIEPCOHATIOM U
CJIEAUTDH 3a UBMEHEHUAMU B HOPMATHUBHBIX ITPABOBBIX aKTax

JloyKeH IeMOHCTPUPOBaTh CIOCOOHOCTh 1 TOTOBHOCTb:

JloJkeH 1eMOHCTPHPOBATh CIIOCOOHOCTh M TOTOBHOCTb!

- OCBaMBaTh TEXHOJIOTMH aBTOMATU3MPOBAHHON 00pabOTKH JOKYMEHTAINH;
- UCIIOJIb30BaTh YHU(PUIIMPOBAHHBIE (DOPMBI JOKYMEHTOB;

- OCYLIECTBJIATh XpaHEHHE, MOUCK JOKYMEHTOB

2. Mecro gucunmimasl (MoayJist) B ctpykrype OIIOII BO

Hannaast qucrmruiHa (MOIyJb) BKMoYeHa B paszaen "B1.0.25 [ucnurumast (Momym)" 0CHOBHOH MpodecCHOHANHOMN

obpazoBartenpHOI porpammbl 38.03.03 "Ympasienue nepcoraaom (VpaBieHre IEPCOHATIOM OPTaHU3aIiK)" ¥ OTHOCUTCS K
oOs3arensaON yactu OITOIT BO.

OcBauBaetcs Ha 3 Kypce B 5 cemecTpe.

3. 06bem JAUCIIITIJINHbI (MO,Illefl) B 3QY€THLIX €/IMHUIAX ¢ YKa3aHUEM KOJINYE€CTBA YaCOB, BbI/1€JICHHBIX HA

KOHTAKTHYIO Pa0oTy 00y4awIuxcsa ¢ npemnogasaTeieM (0 BHAAM YUeOHbIX 3aHATHII) H HA CAMOCTOSTEIbHYIO
padoTy odyuarommxcsa

OO0111ast TPYIOEMKOCTh AUCIMILIMHBI COCTaBIsAeT 3 3a4eTHhIX(bie) enuHuIl(bl) Ha 108 vaca(oB).

KonraktHast pabota - 48 yaca(oB), B TOM umclie JeKiun - 12 yaca(oB), mpakTHIEeCKHe 3aHsITUs - 36 yaca(oB), JabOpaTOpHbIE
padoTs! - 0 gaca(oB), KOHTPOJIb CAMOCTOSTEIFHOMN padoThl - O yaca(oB).

CamocrositesibHast pabota - 60 yaca(oB).
KonTposns (3auér / x3amen) - 0 yaca(oB).

Popma MpoMeRyTOYHOTO KOHTPOJISI JUCLUIUIMHBL: 3a4eT B 5 ceMecTpe.

4. Conep:xaHue QUCHHUILIAHBI (MOIYJIsI), CTPYKTYPHPOBaHHOE 10 TeMaM (pa3/ejaM) ¢ yKa3aHieM 0TBeJeHHOro Ha
HUX KOJIHYECTBA aKaeMHY€eCKHX YaCOB U BH/IOB y4eOHbIX 3aHATHI

4.1 CTpyKTypa B TeMaTH4eCKHil IJIaH KOHTAKTHOH H CaMOCTOSITeJbHOM Pa®oThl 0 JUCHUILINHE (MOIYJIIO)
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Buasl u yachl KOHTaAKTHOI PadoTHI, Camo-
HX TPYA0EMKOCTh (B Yacax) CcTOS-
N Pazmeant qucuumimnnb / Ce- Iexmun,Texmmu|lIpakTu-[IIpaktu-/Iadopa-/Iadopa-| Teab-
Mo ayJist MECTP| Bcero | B3J. | 4YecKHe | YyecKHe |TOpPHBIE |TOpPHbIe | Hasd
¢dopme BaHaTHsA,| B 3J. |[pabdoThL,| B3I pa-
Bcero | cdopwme | Bcero | ¢popme | 00Ta
1 Tema 1. Cucrema ympaBiieHHs IEPCOHATIOM 5 2 0 2 0 0 0 2
OpraHu3anuu
2 Tema 2. JIOKyMEHTUPOBAHUE YIPABICHUYECKOM 5 > 0 > 0 0 0 4
JesITeTbHOCTH
3 Tema 3. CocTtaB U BUIBI KAJPOBHIX JOKYMEHTOB 5 > 0 4 0 0 0 6
4. Tema 4. Coctas u ohopmiieHre JOKYMEHTOB ITpU 5 2 0 2 0 0 0 6
rpreMe Ha padoTy
5 Tema 5. [lIokyMeHTHpOBaHKE IBHKEHUS MIepcoHaIa 5 0 0 4 0 0 0 6
6. Tema 6. JJokyMeHTHpPOBaHUE OLIEHKU JIEATEIbHOCTH 5 0 0 4 0 0 0 6
TepcoHaia
Tema 7. Ilopsnok MOArOTOBKY MPUKA30B 110
7. [nmyHOMY cocTaBy U 0(hOpMIIEHHE JTNIHBIX 5 0 0 6 0 0 0 6
KapTodek
3 Tema 8. Beaenrie TpyJOBBIX KHUKEK U JIMUHBIX JIEJT 5 0 0 4 0 0 0 6
pabOTHHUKOB
9 Tema 9. Opranu3zarus paboThl ¢ JOKYMEHTaMH 5 0 0 4 0 0 0 6
10. Tema 10. Opranuzanysi XpaHeHUs JeJ CIIyKObl 5 4 0 4 0 0 0 12
KaJpoB
Toro 12 0 36 0 0 0 60

4.2 Coaep:xaHue JUCHUIIMHBI (MOYJIs1)
Tema 1. CucTema ynpaBjeHHs I€PCOHAJIOM OPraHN3auN
KazpoBasi moinTrKa B COBpEMEHHBIX YCI0BUsIX. OpraHu3aliMoHHast CTPYKTYpa v (DyHKIMHU CITyXKObl YIIPABJICHUsI IEPCOHAIOM.

KanpoBoe obecrieuenue ciyxObl yIIpaBIeHUs epcoHaIoM. Posib KapoBBIX iy )0 B CHCTEMax YIPaBJICHUS MIEPCOHATIOM.
OcHOBHbIE poJIM MEHEAKepa 1o nepcoHaty. MonenrpoBaHue podecCHOHaNbHBIX KOMIIETEHIUI MepCoHaNa 1

PabOTHHKOB KaJJPOBBIX CITykO.
Tema 2. [lokymMeHTHpPOBaHHE yIPAaBJeHYECKOI JesATeJbHOCTH

IToHATHE NOKYMEHTHPOBaHUA. YHUDUKALMA U CTaHAAPTU3ALMs YIIPaBJIeHYeCKUX A0KyMeHToB. [IpaBuiia odopmieHns
YIIpaBJIEHYECKUX JOKYMEHTOB. TpeOoBaHus K COAEPKAHUIO, CTPYKTYPE U CTHIIIO U3JIOKEHHSI YIPABIEHYECKUX JOKYMEHTOB.
[IpuumHbl c1260r0 COOTBETCTBUS OTEUYECTBEHHBIX Ka/IPOBBIX CIIYXO COBPEMEHHOM MTPAaKTHKE YIPaBJIEHH EPCOHAIOM.

Tema 3. CocTaB u BUIbI KaAPOBBIX I0OKYMEHTOB

Poutb kKaipoBBIX JOKYMEHTOB B PEILIEHUH 33/1a4 10 YIPaBJICHUIO NepcoHanioM. HopMaTUBHO-MeTOqMYECKUE MaTepHAIIbI,
perjaMeHTUpyoIHe padoTy ¢ KaAPOBBIMU JOKyMeHTaMu. OpraHu3allMOHHO-PACTIOPSAUTENbHAS IOKYMEHTALIUS, UCTIOJIb3yeMast
B J€ATCJIbHOCTHU KaJPOBbIX C.)'ly)K6. OCHOBHble JOKYMEHTHI 110 IMYHOMY COCTaBYy, PEryJupyromue B3auMOOTHOIICHU A
NPEeIIPUITUIA C paOOTHUKAMH.

Tema 4. CocTaB u ocpopMiieHHe JOKYMEHTOB NPU NpueMe Ha padoTy

[pouenypa NOKyMeHTaMOHHOTO OpOpMIIeHHUsI TIpK TiprieMe Ha padoty. CocTaBiieHHe aHKeThl U aBToOMorpaduu. 3akioueHue
TPYAOBOIO JI0roBOpa: 6a30Bbie HIOAHCHI TIPH 32aKJTIOUEHUH I0TOBOpa. Bupl Tpy1oBbIX 10roBopoB. CIIMCOK JOKYMEHTOB,
KOTOpBbIE MPEAOCTABIISIET COUCKATENb TIPH TPYIOYCTPOiCcTBe. MEIUIIMHCKUIA OCMOTP: OCHOBHBIE MTPOQ)eCCUU, KOTOPHIM
TpedyeTcsi MeIoCMOTP.

Tema 5. [lokymeHTUpOBaHNe ABHKEeHUS NepCcoHAIA

Kiaccuukanus 1oKyMeHTOB, XapaKTepU3YIOIHX JABHKEHUE KaJpOB: IIPUeM, IepeBO M YBOJIbHEHHE PaOOTHHKOB,
NpeIOCTaBJIeHUe OTITyCKOB, KoMaHaupoBaHue. [lepeBo paboTHHKA Ha ApYyryio padoty. JlokyMeHTalus o ohopMIIEHHIO
CITy)X€OHBIX KOMaHIMPOBOK. Y CJIOBHSI U MOPSI/IOK MPEIOCTABIEHHUS OTITYCKOB M MX odopMiieHHe. PacTopkeHue TpyJ0Boro
JOroBopa 1 opopMyIeHHe YBOJIbHEHUsT paOOTHHUKA.

Tema 6. [lokyMeHTHPOBaHIEe OLEHKH /IesITeJILHOCTH NepcoHaNa
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Oo6mmme nonsTus. [Topsamok nposeaeHus U 0pOpPMIICHUS aTTecTaluu pabOTHUKOB. [ToJokeHre 00 aTTecTaluy epcoHaIa.
Kareropuu coTpyIHMKOB, MOJJIekKAIIMX U HE TOJJIeKAIIUX aTTeCTallMy NIepCcoHaa. XapakTepUCTUKY, PEKOMEH AU U
pexomeHaTesbHbIe cbMa. [Toompenns u HaJlokKeHu sl JUCUUILUIMHAPHBIX B3bICKaHU. Pa3peliieHne Tpy10BbIX CIIOPOB

Tema 7. Ilopsag0K NOATOTOBKY NPUKA30B M0 JUYHOMY COCTABY H 0hopMIIeHHE JHYHBIX KAPTOYEK

O61mme noIXo/bl K M3aHUI0 MpruKa3oB. OcodeHHOCTH 0hOpMIIEHHSI TPUKA30B 10 JTUYHOMY COCTaBy. PeKBU3UTHI ITpuKasa mo
JIMYHOMY COCTaBY: HaMEHOBaHME OPraHU3alluu - aBTOpa JOKYMEHTa, HAMMEHOBaHue BUa fokyMeHTa - "[Ipukas”, nara u
HOMEp MpUKa3a, MeCTO U3JaHus

3aroJIOBOK K TEKCTY,TeKCT (pacropsiIUTeIbHAs YaCTh ¥ OCHOBAHUE M3JaHH s ),[IO/IIUCh, BU3bl COTTIACOBaHMSI, OTMETKA 00
O3HAKOMJICHUH C MPUKa30M pabOTHUKA, OTMETKA 00 UCIIOJHEHNH JIOKYMEHTa U HampaBieHuu ero B aeno. Ogopmiienne
JIMYHBIX KapTOYeK.

Tema 8. Begenne Tpy/10BbIX KHHKEK U JUYHBIX J€J pa00THUKOB

TpynoBble KHWKKH U TIPaBIJIa UX BefeHus. PopMupoBaHue JIMYHBIX e paboTHUKOB. [Ipukas munTpyaa Poccun ot
19.05.2021 N 320H "O06 yrBep:xaeHIU (POPMBIL, OPsIAKA BEICHHUS U XpaHEHHUs TPYLOBBIX KHIKEK" (3aperucTpupoBaHoO B
Mumiocte Poccun 01.06.2021 N 63748): ®opma TpyaoBoi kuuxkku,CBesienus o padore,CBe/IeHUs O HAarpaxIeHUH

dopma BKIa/IbIIA B TPYJOBYIO KHHXKKY, [IOpsIIOK BeeHHsI U XpaHEeHUs TPYJOBbIX KHMKeK, OOIIue HoIoKeH s
II. 3anonHeHMe cBeAeHMA O paOOTHUKE

II1. 3amosiHeHUe cBelieHUE 0 padoTe

IV. 3anonHeHne cBeeHUI 0 HArpaKIeHUN

V. OcoOeHHOCTH 3all0JIHeHUsI AyOJIMKaTa TPYAO0BOM KHIKKY

VI. Bkiagplil B TPYAOBYIO KHHKKY

VII. Boinaya Tpy10BOM KHUKKU PaOOTHUKY

VIII. V4yeT u XxpaHeHHe TPyIOBBIX KHIUKEK

Tema 9. Opranu3anus pad6oThl ¢ JOKYMEeHTaAMH

JoxymeHtoo6opot. HomeHknarypa nen: 3aiaun, popma u cojepxanue. [1opsaok yTBepkAeHNsI HOMEHKJIATYpPhI JIeJT
opranm3auuy. OTBETCTBEHHbIE 3a COCTaBJIEHIE HOMEHKJIATY I Jiesl. PopMupoBaHue [esl. cxeMa chcTeMaTh3aluy jaei. Tunosas
Y IpUMEepHasi HOMEHKJIATypa JieJl. MHIUBU/lyalbHasi HOMEHKJIATypa Jesl. 3aroJoBKH Jies ¥ IpaBria UX (pOpMHUPOBAHMSL.

Tema 10. Opranu3amnusi XpaHeHHs JeJI CJOYKObI KaJpOB

IToaroroBka KagpoBbIX JOKYMEHTOB K apXUBHOMY XpaHeHu10. CpOKHM XpaHEeHHs KaJpOBbIX JOKYMeHTOB B 2021r.. DkcnepTHas
komuccusi. Ocpopmitenue pen. [epenaua gen Ha apxuBHoe XxpaHenue. [lonoxenne 06 apxuse opranuzauu. [lTpadst 3a
HapylleHHe PaBUI XpaHEeH!s JOKYMEHTOB ISl IOJDKHOCTHBIX M fopuandeckux jmi mo KoAIl.HopmaruBHoe perynnpoBaHue
TIPaBIJI XpaHEeH!s JOKyMEeHTOB, 00o3HaueHHoe PesiepaibHbIM 3aKkoHOM OT 22.10.2004 1. Ne 125-03 "O06 apxuBHOM zerne B
Poccuiickoit ®enepanun’; [lepeunem, yreepxaeHHbIM npruka3oM Pocapxusa ot 20.12.2019 Ne 236 (HOBbIA JOKYMEHT!);
[paBunaMu opraHu3anvy XpaHeH!sl, KOMIUIEKTOBAaHM s, y4eTa ¥ MCIIOJIb30BaHMUsI IOKYMeHTOB ApXuBHOTo (porga Poccuiickoit
denepanuy 1 APYrux apxMBHBIX IOKYMEHTOB B OpraHax rocy/JapCTBEHHOH BJIACTH, OpraHax MECTHOTO CaMOYITIPaBJICHUS 1
OpraHM3aLusX, YTBeP:KAEHHBIMU NPpUKa30M MuHKYIbTYphl Poccun ot 31.03.2015 1. Ne 526.

5. lepedeHb y4eOHO-METOUYECKOTO 00€CIEeYEHHS UIA CAMOCTOSITEJbHOM Pa60ThHI 00yJalOMIXCs MO
JUCHUIINHE (MO/LYJII0)

CamocrosiTesnbHasi padoTa 00yJalomMXCsl BBITIOJIHSIETCS M0 3aJaHHI0 U ITPYU METOIMUYECKOM PYKOBOJICTBE ITperoiaBaresisi, Ho 6e3
€ro HerocpeacTBeHHOro yyactust. CamocrosTenbHas paboTa HoipasaensieTcss Ha CaMOCTOSATENbHYIO paOOTy Ha ayIMTOPHBIX
3aHSTHSX U Ha BHEAYAUTOPHYIO CAMOCTOSITENIbHYIO paboTy. CamocTosTesbHas paboTa 00yYaloMXCs BKIIIOYAET KaK ITOJHOCTHIO
CaMOCTOSITEJIBHOE OCBOEHHE OTIEJbHBIX TeM (pa3/esioB) JUCHMIUIMHB, TaK U MIPOpadOTKY TeM (pa3JiesioB), OCBaUBAEMbIX BO
BpeMsI ayJUTOPHOM paboThl. Bo BpeMs caMOCTOsITEIbHOM paboThl 00YYaIOIMEcs] YUTAIOT U KOHCTIEKTUPYIOT YUeOHYI0, HayqHYIO
Y CIIPAaBOYHYIO JIMTEPATYPY, BHIIOIHSIOT 33/1aHKs1, HATIPABJIEHHBIE Ha 3aKPeTUIeHNe 3HAHWI M OTpabOTKY YMEHHI U HaBBIKOB,
FOTOBATCS K TEKYLEMY U POMEKYTOYHOMY KOHTPOJIIO MO AUCLIUIUIUHE.

OpraHu3anys caMOCTOSITETbHON padoThl 00yUAIOIIMXCS perJlaMeHTHPYeTCss HOPMaTHBHBIMH JIOKyMEHTaMHU,
y4eOHO-METOIMYECKOH IMTepaTypoOil M SJEKTPOHHBIMI 00Pa30BaTEIbHBIMK PECYPCaMHU, BKIIIOYASL:

INopsok opraHU3aLUK 1 OCYIECTBICHHS 00pa30BaTEIbHOM AeSATEIFHOCTH IO 00pa30BaTEIbHBIM ITPOrpaMMaM BBICIIIETO
o0pa3oBaHus - IporpaMmam OakajaBpuaTa, IporpaMMaM CHelUaIMTeTa, IporpaMMaM MarkucTpaTypsl (YTBEPAIEH IPUKA30M
MuHucTepcTBa HayKH 1 Bhiciero oopaszoBanus Poccuiickoii @enepanyu ot 6 anpesst 2021 roga Ne245)

IMucemo MunuctepeTBa odpasoBanust Poccuiickont Peneparmu Nel4-55-9961un/15 ot 27 Hos16ps 2002 1. "O6 akTUBU3ALNN
CaMOCTOSITENILHOW pabOThI CTY/ICHTOB BHICIIIMX YIeOHbIX 3aBe/ieHuit"

VYcraB (eepanbHOrO rocyIapcTBEHHOTO aBTOHOMHOTO 0Opa3oBaTesbHOro yupexaenus "Kazanckuii (ITpuBomKCKii)
(penepasbHbIil yHUBEpCUTET"

[IpaBuia BHyTpEHHEro pacrnopska (efepaabHOro rocy1apcTBEHHOr0 aBTOHOMHOTO 00Pa30BaTENIbHOTO YUPEKJEHHs BBICLIIETO
npodeccuonanbHoro oopazosanus "Kazaunckuii ([TpuBomkckuit) gpenepaibHblii yHUBepcUTeT"

JlokanbHble HopMmaTHBHBIE akThl Kazanckoro (IlpuBosskckoro) deaepaibHOro yHUBEpCUTeTa
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6. ®OH/] OLIEHOYHBIX CPeICTB M0 JUCIUILIHHE (MOIYJII0)

DoHJ OIIEHOYHBIX CPEACTB M0 AUCHUIUIMHE (MOJIYJTI0) BKJIIOYAET OLIEHOYHBbIE MaTepHaJIbl, HAIIPaBJIEHHbIE Ha IPOBEPKY OCBOECHUS
KOMIIETEHIIHI, B TOM YMCIIe 3HAHUI, YMEHUI U HABBIKOB. POH/I OLIEHOUHBIX CPEJCTB BKJIIOUAET OLIEHOUHBIE CPEICTBA TEKYILEro
KOHTPOJISI ¥ OLICHOYHbIE CPE/ICTBA IIPOMEKYTOYHOM aTTeCTallly.

B (oHIe o1IeHOYHBIX CPENICTB COAEPKUTCS CIeAyoInas HHPOPMAITHS:

- COOTBETCTBHME KOMIIETEHIIMH [VIAHUPYEMbIM pe3yJIbTaTaM 00yueHusI 110 AUCLUILIMHE (MOJYJI0);

- KpUTepHH OlleHUBaHUS C(DOPMUPOBAHHOCTU KOMITETEHITHIA;

- MeXaHu3M (POPMHUPOBAHMS OLIEHKH M0 JUCHUIUTUHE (MOIYJIO);

- OTIMCaHWE MOPsIIKA IPUMEHEHUS | TIPOIIEAYPHI OIIEHIUBAHUS JITS KAKIOTO OICHOYHOTO CPE/ICTRA;
- KpUTEpHH OLIEHUBAHUS JJTs1 KaXJJOr0 OLIEHOYHOTO CPEJICTBA;

- COACPIKAHME OLUECHOYHBIX CPEACTB, BKJIIOYaA TpeéOBaHI/IH, MMPEeAbABIACMBIC K HeﬁCTBHHM 06yqa10u11/1xc5{, AE€MOHCTPUPYEMbBIM
pe3yJjibTaTaM, 3alaHuA pa3IMYHbIX TUIIOB.

DOH/1 OLIEHOYHBIX CPEACTB N0 AUCUMILIMHE HaxonuTcs B [Ipunoxenun 1 kK mporpaMMe AUCUMILIMHBL (MOIYJIIO).

7. IlepedeHnb JUTEPATYPhl, HEOOXO0JUMOM JJIsT 0CBOEHHS U CIUILINHBI (MO TyJIs)
OcBoeHMe TUCITUILIMHBL (MOJYJIsl) TIPEIOoIaracT u3y4YeHne OCHOBHOM ¥ JOMOTHUTEILHON yueOHO! TuTepaTypsl. JlutepaTypa
MOKeT OBITh IOCTYITHA 0OYJAOIIUMCS B OJTHOM U3 JIBYX BAPHUAHTOB (JIOO B OOOMX U3 HUX):

- B 9JIEKTPOHHOM BHUJIE - Y€pe3 JIEKTPOHHbIE OMOIHMOTEUYHbIE CUCTEMBI HA OCHOBAHUHM 3aKToueHHbIX KDY norosopos ¢
MPaBOOOJIAJATEISIMHU;

- B mevyaTHOM Bujie - B HayuHoit 6ubmmoreke um. H.U. JlobaueBckoro. OOydJaromiyecs mojy4yanT yIeOHyI0 JUTepaTypy Ha
aOOHEMEHTE IO YMTATEILCKUM OMJIeTaM B COOTBETCTBHU C TIPABHJIAMHK T0JIb30BaHUsI HaydHO! OHOINOTEKON.

DJIeKTPOHHbIE U3AHUSI JOCTYIHbI AUCTAHIIMOHHO U3 JII0OOH TOUKH MPU BBEJEHUH 00YYAIOIIMMCSI CBOETO JIOTHHA U [apoJisi OT
JIMYHOTO KaOuHeTa B cucteMe "DNeKTPOHHBbIH yHUBepcuTeT" . [Ipu HCoNb30BaHIM TEYATHBIX U3AaHUN OMOIMOTEUHbIN (hOH/T
JIOJDKeH OBbITh YKOMILIEKTOBAaH UMUK U3 pacuera He Menee 0,5 sx3emiuisipa (uist o0ydaonmxcs o PI'OC 3++ - He menee 0,25
9K3eMIUIAPa) KakKIOTO U3 U3JaHNI OCHOBHOM JIUTEPaTyphl M He MeHee 0,25 3K3eMIUIspa JOTIOHUTEIFHOM JIUTEpaTyphl Ha
KaXJ0ro 00y4aroierocsi U3 Ynclia Jull, OJHOBPEMEHHO OCBAaMBAIOIINX JAHHYIO AUCIUILIAHY.

[epeueHb OCHOBHOI M OTIOJHUTENBHON YUeOHOM IMTEpaTypbl, HEOOXOIMMOW ISl OCBOSHUS JUCIAIUTMHBI (MOJLYJIs), HAXOIUTCS
B [Ipunoxennu 2 k pabovel mporpamMmMe UCHMILTMHBL. OH MOJIEKUT OOHOBJICHHIO TPY N3MEHEHUH YCIIOBUiA 10roBopoB KOV ¢
npaBooOJIaAaTe sIMU JIEKTPOHHBIX M3/IaHWI U IPU U3MEHEHNH KOMIUTeKToBaHus (hoHnoB HayuHoi 6uommorexn KOV,

8. Ilepeuennb pecypcoB HH(POPMAIMOHHO-TEJEKOMMYHHUKANHOHHOI ceTH ""VIHTepHeT'', HE0OX0AMMBIX JIJIsI
OCBOEHHUS JUCITHILIAHBI (MO TyJIsT)

Busnec-py (mopran) - https://www.business.ru/article/3037-deloproizvodstvo-i-dokumentooborot
JOKYMEHTHI - http://www.edou.ru/
Cucrema ["apanrT - http://www.garant.ru/

9. MeToauyecKne yKa3aHus /st 00y4arouXxcs M0 0CBOEHUI0 JUCIHUILIMHBI (MO TyJis1)

3AE
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Bujg paéor

MeToanuyeckue peKOMeHIalu

JICKOKU

Tepen kax 0¥ JIEKIMEH MPOCMaTPUBATh PabOUYI0 MPOrpaMMy TUCITUILIHHBIL, YTO MO3BOJUT COKOHOMHUTH BPeMst
Ha 3allMCbIBAHKE TeMbI JIEKIINU, €€ OCHOBHBIX BOIPOCOB, PEKOMEHIyeMOM TUTepaTypbl. OCHOBHBIM UCTOUHUKOM
TTOJITOTOBKY K 9K3aMEHY (3aUeTy) SIBJISIeTCS] KOHCIEKT JIEKITUI. Y YeOHBI MaTeprall B JISKITIH IAeTCS B
CUCTEMATU3UPOBAHHOM BUJIE, OCHOBHbBIE €TI0 MOJI0KEHUs AETAIUZUPYIOTCS, TOJKPEIUISIOTCS] COBPEMEHHBIMU
(pakTamu ¥ HOpMATUBHOU MH(pOPMaLIMEN, KOTOPBIE B CUJTYy HOBU3HBI, BO3MOXHO, €I1le HE BOIIUIU B
OITyOJIMKOBAaHHbIE TIeYaTHbIe UCTOYHUKH. [IpaBUIBHO COCTABIEHHBIN KOHCIIEKT JIEKIIUI COIePKUT TOT
ONTUMAJTEHBIA 00beM HH(OPMAIIHHI, HA OCHOBE KOTOPOTO CTYICHT CMOXKET MPE/ICTABUTH ceOe BeCh yUeOHbIN
MaTepHal.

CiieiyeT TOYHO 3alIOMUHATh TEPMUHBI U KATETOPUH, MIOCKOJIBKY B UX ONPEAETICHUSIX COIEPKATCs MPU3HAKH,
TO3BOJISIIOIINE YSICHUTD UX CYIIHOCTb Y OTJIMYUTH 3TU MOHATHUS OT APYTUX.

B xo/e MoAroTOBKM K 9K3aMeHy (3a4eTy) CTy/IeHTaM HeOOXOIUMO 0OpaIaTh BHUMaHKE He TOJILKO Ha YPOBEHb
3aIOMUHAHWS, HO U Ha CTENIeHb IOHUMAHU s KATETOPUIN U PEaTbHBIX I0PUIUUECKUX MPOOJIeM. A 9TO TOCTUTACTCS
HE MPOCTHIM 3ayYMBaHKUEM, a YCBOEHHEM MTPOYHbIX, CUCTEMATU3UPOBAHHBIX 3HAHUI, AaHATTUTUYECKUM
MblieHueM. CieoBartenbHO, HEMOCPEeICTBEHHAs MOJATOTOBKA K 9K3aMeHY (3a4eTy) JOJKHA B Pa3yMHBIX
MPOIOPIUSAX COUETATh U 3aIIOMUHAHUE, U TIOHUMaHKUe IPOrPaMMHOI0O MaTepuaa.

B 3TOT neprio]1 mosie3HBIM MOKET OBITh OOIIEHUE CTYICHTOB C MPEToJaBaTelIsIMU 110 JUCIUIUIMHE Ha TPYIITIOBBIX U
VH/IUBUTYJIbHBIX KOHCYJIbTAITHSIX.

IMPaKTUYIECKUE
3aHATHA

PekoMeHzaImu 1o MOArOTOBKE K MPAKTUYSCKUM (ceMHUHApCKuM) 3aHATHsIM CTyIeHTaM CIeAyeT: IPUHOCUTD C
c000¥1 PEKOMEHIOBAHHYIO IPEHOJABATENCM JIMTEPATYPY K KOHKPETHOMY 3aHSTHIO; 10 OYSPEIHOTO
MPaKTUYECKOrO 3aHSTHsI 10 PEKOMEHIOBAHHBIM JINTEPATYPHBIM: HCTOYHHUKAM POPadOTaTh TEOPETHIECKUI
MarepHa, COOTBETCTBYIOIICH TEMBI 3aHATHS. DTarlbl IOATOTOBKH K MPAKTHYECKOMY 3aHSTHUIO: - OCBEXKHTE B
MaMSTH TEOPETUYESCKHE CBECHNS, IOy IeHHBIC Ha JICKLHSIX M B IIPOLIECCE CAMOCTOSITEILHON paboTHI, -
noadepute HEOOXOANMYIO yUEOHYIO M CIIPABOYHYIO JIUTEpATypy (COOPHUKH COIEpIKAIIME ONMCAHUE U METOIUKY
NPUMEHEHHUS] IUATHOCTHIECKUX METOIMK MM COMCPIKALIME OMICaHNe yrpaxHeHuit). Ha mpakTiyeckux 3aHATHAX
MPOBOISATCS IMCHMEHHbIE X KOHTPOJIbHBIE PA0OTHI, 00CYKIAIOTCS HAYYHBIE JOKJIA/IbL.

€aMocCTOsI-
TeJbHas padoTa

CamocrosiTesnbHasi paboTa 00yJaroIMXcst BBITTOJHSIETCS 10 3aJaHHIO0 U [TPU METOJMYECKOM PYKOBOJICTBE
Tperno/aBaTessi, Ho 6e3 ero HermocpeacTBeHHOro ydactust. CamocTosiTenbHast paboTta noapasessiercs: Ha
CaMOCTOSITENIbHYI0 PabOTY Ha ayIMTOPHBIX 3aHATHUSAX M Ha BHEAYJUTOPHYIO CAMOCTOSITEIbHYIO paboTy.
CamocrosiTenpHasi paboTa 00yJalomuXcsl BKII0YAET KaK MOJHOCTHI0 CAMOCTOSITEEHOE OCBOSHUE OT/IENIbHBIX TEM
(pa3nesnoB) AMCUMILINHEL, TaK U MPOpabOTKy TeM (pas3ziesioB), OCBAMBAEMbBIX BO BpeMsl ayJUTOPHOH paboThl. Bo
BpeMsI CAaMOCTOSITEJIbHON padOThl 00yYaIoIIMeCst YATAIOT U KOHCHIEKTUPYIOT YIeOHYI0, HAYUHYIO U CIIPABOYHYIO
JIMTEpaTypy, BHIIOJIHSIOT 33/1aHNsI, HAIIpaBJIEHHbIE Ha 3aKpeTUIeHne 3HAHUI 1 0TpabOTKY YMEHHUH U HaBBIKOB,
TOTOBSTCS K TEKYIEMY M TPOMEKYTOUHOMY KOHTPOJIIO IO JUCIUIUIMHE.

3a4€T

INoaroToBKy HEOOXOMMO HayaTh C ITAHWPOBAHUSA U NOAO0Pa HOPMATHBHO-IIPABOBBIX UCTOYHHKOB
smTepartypsl. [Ipexe Bcero cielyetT BHUMATEIbHO IIePeurTaTh YUEOHYI0 TPOrpaMMy M IIPOrpaMMHBIE BOTIPOCHI
JU1S1 IOATOTOBKH K 9K3aMeHy (3a4eTy), YTOOBI BBIIEIUTh U3 HUX HalMeHee 3HaKoMble. [laee 10JIkeH CcreioBaTth
3TaIl IOBTOPEHUsI BCETo MPOrpaMMHOro Matepuana. Ha sty paboTy nesnecoo6pa3HO OTBECTH OOJIBILYIO YacTh
BpeMeHu. CIIeayIonyM TaroM sIBJISETCS] CAMOKOHTPOJIb 3HAHN ST M3YUEHHOTO MaTepHaa, KOTOPhIN 3aKJII0YaeTCs
B YCTHBIX OTBETaX Ha MPOrPaMMHBIE BOIIPOCH, BBIHOCHMBIE Ha 9K3aMeH (3aueT). Te3ucel OTBETOB Ha HanOosiee
CJIO)KHBIE BOITPOCHI JKEJIATEIbHO 3aMiCcaTh, TAK KaK. B IPOLIECCE 3aIIMCH BKJIIOYAIOTCS JOTIOJHUTEIbHbIE MOTOPHBIE
pecypchl HaMsATH.

10. ITepeyenb nHQ OPMAIMOHHBIX TEXHOJIOTHIA, HCIOJIb3yEeMbIX MPH OCYIIECTBJIEHHN 00Pa30BaTeJLHOTO0 NMPoIecca
o TUCHHILIIHE (MOIYJII0), BKJIHYAs MepedeHb MPOrpaMMHOTo odecrnedeHnss 1 HH(OPMAMOHHbBIX CIPAaBOYHbIX
cucTeM (IIpH HEO00XO0JUMOCTH)

[NepeueHb MHPOPMAIIMOHHBIX TEXHOJIOTUH, UCIOJIb3YEMBIX IIPY OCYIIECTBIEHUH 00pa30BaTEILHOTO MPOoLecca MO TUCIMILTIHE
(Momyn0), BKJII0Yas MepedeHb MpOorpaMMHOro odecrieueHns: 1 MH(POPMALIMOHHBIX CIIPABOYHBIX CUCTEM, MPEACTABIIEH B
[punoxennu 3 k paboueil mporpamme JUCHMIUIAHBI (MOYJIST).

11. OnucaHne MaTepuaIbHO-TEXHHYECKOM 0a3bl, HEOOX0UMOTI JJIsI OCYIIECTBJIEHHs 00Pa30BaTeJbLHOT0
npouecca no JUCIHUILIHHE (MOIYJII0)

MartepuaibHO-TeXHHUECKOe 00ecredeHre 00pa3oBaTeIbHOrO MPOoIecca Mo AUCIUILIHHE (MOLYJIO) BKIIOUAET B ceOs1 CleqyoIIne

KOMITOHCHTHI:

[NomemnieHust 4151 caMOCTOSTENBHOM PaboThl 00YJAIOIIMXCs, YKOMIUIEKTOBAHHBIE CIIEIIMATM3UPOBAHHON MeOeJbIo (CTOBI 1
CTYJbsI) ¥ OCHAIIIEHHbIE KOMITBIOTEPHOM TEXHHUKOM C BO3ZMOKHOCTBIO OAKIIIOUeHNs K ceTn "MHTepHeT" U odecriedeHreM JocTyra
B 9JIEKTPOHHYI0 MH(OPMALIMOHHO-00pa3oBaTebHylo cpeny KOV.
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YueOHble ayqUTOPUH /TSI KOHTAKTHOHM padOoTHI € MPenoaBaTesieM, YKOMIIEKTOBAHHbBIE CIIEIUaIN3UPOBAaHHON MeOebio (CTOJIBI
U CTYJIbS).

KomrbioTep 1 IprHTEp AJIs1 paclevyaTKy pa3JaTOYHbIX MaTepUasioB.
MynsTMeauiHas ayAUTOPHUS.

12. CpencrBa aganranuy npenoaaBaHusl JHCIHILUIMHBI K MOTPEeOHOCTSM 00yUJaomuxcs HHBAJINI0B M JIHIL ¢
OrpaHHYeHHBIMH BO3MOJKHOCTSIMHU 3/I0POBbSI

HpI/I HeO6XOZlI/IMOCTI/I B O6pa3OBaTeHLHOM mpouecce MpUMEHAIOTCA CIICAYIONIME METOAbl U TEXHOJIOIMH, 06ﬂ€F‘{aIOH_II/IC
BOCITPUATHE I/IHCl)OpMaI_[I/II/I O6y‘{a}OHlI/IMI/ICH HWHBAJIMAAMU U JIMIAMU C OI'PAaHUYEHHBIMU BO3MOKHOCTAMU 3J0POBbA:

- CO3/J]aHKe TEKCTOBOW BEPCUHM JIDOOTO HETEKCTOBOTO KOHTEHTA [IJIs1 €0 BO3MOXKHOTO NMPeo0pa3oBaHusl B albTePHATHBHBIC
(opmbl, y1OOHBIE /1JTs1 PA3IMYHBIX MTOJIb30BATENEH;

- CO3/]aHKe KOHTEHTa, KOTOPBI MOXHO MPEJCTaBUTh B Pa3JIMYHBIX BUAX Oe3 MOTepH JAAHHBIX WM CTPYKTYPHI, PEIyCMOTPETh
BO3MOKHOCTb MaclITaOMpOBaHMs TEKCTA U M300pakeHuit 6e3 MoTepu KayecTBa, MpelyCMOTPETh JOCTYITHOCTD YIIpaBJIeHHSI
KOHTEHTOM C KJIAaBHATYPBI;

- CO3/IaHMe BO3MOKHOCTEH ISl 00YYAaIOIIMXCsl BOCHPHHUMATD OJIHY U TY ke MH(GOPMALIMIO 13 Pa3HbIX HCTOYHUKOB - HAIIpHMep,
TaK, YTOOBI JINLA C HAPYIICHUAMH CJTyXa MOJTy4Yad HH(POPMALMIO BU3YaJIbHO, C HAPYIICHUSMH 3PEHUS - ayJUaIbHO;

- IPUMEHEHHE MPOrPaMMHBIX CPE/ICTB, 00ECIIEYMBAIOIINX BO3MOKHOCTh OCBOCHHS HABBIKOB U YMEHHH, (DOPMUPYEMBIX
JMCLIMIUIMHOM, 32 CYET AJIbTEPHATUBHBIX CIIOCOOOB, B TOM YHMCJIe BUPTYJIbHBIX JJAOOPATOPHUI U CUMYJISILIMOHHBIX TEXHOJIOTHH;

- IPUMCHEHUC JUCTAHIIMOHHBIX 06pa3OBaTCHbeIX TEXHOJIOTUI UL Tiepeiavn I/IH(I)OpMaHI/II/I, OpraHu3alv pa3janvHbIX (bOpM
HHTepaKTI/IBHOﬁ KOHTaKTHOM pa6OTI)I 06yqa10mer0051 C IpernogaBarejieM, B TOM 4UCJIE BC6I/IHapOB, KOTOPBIC MOTYT OBITH
HCIOJIb30BAHbI 1JI IPOBEACHUA BUPTYAJIbHbIX JIeKHI/Iﬁ C BOBMOJXHOCTBIO BSaHMOHCﬁCTBHH BCEX YYACTHUKOB JUCTAHINMOHHOI'O
O6y‘ICHI/IH, MNpOBEACHUA CEMUHAPOB, BBICTYIUICHUA € JOKJIalaMU U 3allIUThI BBITIOJTHECHHBIX pa60T, MMpoBEACHUSA TPCHUHI'OB,
OpraHu3anuun KOJIJIEKTUBHOMR pa6OTI>I;

- IPUMEHEHHe JIMCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTHH Il OpraHu3aluy GopM TEKYIIEro U MpoMeKyTOUYHOro
KOHTPOJIS;

- YBEJIMYCHUE TPOAOJLKUTEIIbHOCTU CIaYn O6y‘laIOHII/IMCH HWHBAJIMAOM WJIA JIMIIOM C OI'PaHUYCHHBbIMU BO3MOKHOCTAMUA 3J0POBbA
(I)OpM HpOMC)KyTO‘-IHOﬁ aTTeCTAalluU 110 OTHOIICHUIO K YCTaHOBHGHHOﬁ MMPOAOJIKUTEIIbLHOCTU UX CAAYN:

- MIPOJOJIKUTENIBHOCTY CAA4M 3a4€Ta WM 9K3aMeHa, IPOBOMMOro B MMCbMEHHOM (hopMme, - He Oosee YyeM Ha 90 MUHYT;

- MPOJIOJIKUTETBHOCTHY TIOATOTOBKYU 00YYAIOIIErocst K OTBETY Ha 3auéTe WM 9K3aMeHe, IIPOBOJIMMOM B YCTHOM (hopMme, - He
6osee yem Ha 20 MUHYT;

- IPOZIOJIKUTENBHOCTH BBICTYIICHUS 00YyYaloLIerocst Ipy 3aliyTe KypcoBoi paboThl - He OoJiee yeM Ha 15 MUHYT.

Iporpamma cocrasiieHa B cootBetctBuu ¢ TpedboBanusiMu PT'OC BO u yueOHbIM ruianoM 1o Harpasienuo 38.03.03
"Vnpasnenue nepcoHanom” U NpouiIio NOATOTOBKY Y IpaBjieHHE NEPCOHATIOM OpraHu3aluu’ .

SAEKTPOHHBH
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Tpunoosicernue 2
K paboueii npozpamme OUCUUNAUHbL (MOOYASL)
F1.0.25 Jlokymenmayuonnoe obecneuenue YynpasaeHust NePcoHaNoM

IlepeyeHs JurepaTypbl, He0OX0UMOI ISl 0CBOEHHUS JUCIUILUITHHBI (MO /TyJjIs1)

Hanpasnenue nogrorosku:_38.03.03 - VrpapieHre nepcoHaiom
ITpodunb noarotoBKy:_YipapieHye NePCOHANIOM OpraHu3auu

Kpanu¢ukanus BeITyCKHUKA:_OaKanaBpp

dopma 0OydeHust: 0UHOe

SI3bIK OOyUEeHMS: PYCCKMiA

Ton Havana o0yueHus1 Mo o0pa3oBaTesibHON nporpamme: 2024

OcHoBHas JuTepartypa:

1. PaznopoxHsii, A. A. [IokyMeHTHpOBaHUE YIPaBJIEHUECKOH AeATebHOCTH : yueO. mocodue / A.A. Pa3noposxssiil. - Mocksa :
NHOPA-M, 2018. - 304 c. - (Boiciee odpasoBanue: bakanaspuat). - ISBN 978-5-16-011744-7. - TekcT : 91€KTPOHHBIN. -
URL: https://znanium.com/catalog/product/969585 (maata obparmenus: 13.01.2024). - Pexum gocrymna: 1o mogmmcke.

2. Bynar, P. E. JlokymeHTaIioHHOE oOecriedeHre yrpasieH!s epcoHaioM : yuedHoe nocodue / P. E. Bynar. - Mocksa :
NH®PA-M, 2019. - 234 c. + omn. Matepuansl [DnekTpoHHbI pecypc]. - (Boiciiee oOpa3zoBanue: bakanaBpuar). - ISBN
978-5-16-010318-1. - Tekcr : anekTpoHHsit. - URL: https://znanium.com/catalog/product/1007087 (aaTa obparueHus:
13.01.2024). - Pexum ocTyna: 1o MojfucKe.

3. ITanacenko, 10.A. [lenorpon3BocTBO: JOKYMEHTAIMOHHOE 0OecrieueH e yrpasieHus: Y yebHoe rmocodbue / 10.A.
INanacenko. - 3-e uzn. - Mocksa: PUOP, UIHOPA-M, 2016. - 112 c. - (BO: bakanaBpmar). - ISBN 978-5-369-01054-9. -
Texcr: anektponnsIi. - URL: https://znanium.com/catalog/product/542773 (nara o6pamenus: 11.01.2024). - Pexum pocrymna:
TIO TTOJITINCKE.

JomoJHuTEIHbHAS IUTEPATypa:
JloroHUTeIbHAS IUTEpaTypa:

1. InpopManioHHbIe TEXHOJIOTUH B IOKYMEHTAIIMOHHOM OOECTICUeHUH YIIPABJIEH!sI U apXUBHOM Jiejie: y4YeOHUK Jist BY30B /
H.H. Kynaes, T.B. Kongpamosa, E.B. Tepentsepa, A.I'. ®adpuunos / nox oom1. pea. H.H. Kynsesa. - Mocksa: Jloroc, 2020. -
408 c. - ISBN 978-5-98704-786-6. - Tekct: anexTpoHHbIi. - URL: https://znanium.com/catalog/product/1211641 (aarta
ooparenus: 11.01.2024). -Pexum gocTymna mo nofaIucKe.

2. OCHOBBI IEJIONPOU3BOJCTRA : yueOHoe mocodue / A.M. Acanues, .. MuponoBa, E.A. Kocapesa, I'.I". BykoBuu. - 2-e u3j.,
uctp. u o1 - Mocksa : UHOPA-M, 2024. - 146 c. - (Beicee o6pazoBanue). - DOI 10.12737/24426. - ISBN
978-5-16-019135-5. - Tekcr : anexTponHsIid. - URL: https://znanium.com/catalog/product/2036546 (naTa oOpamieHus:
13.01.2024). - Pexum goctyna: o NOIIHCKE.

3. Ky3ssernos, U. H. [Ienonpoussoactro : yuedHo-cripaBouHoe nocodue / . H. Ky3nenos. - 12-e usn. - Mocksa :
N3patenscko-Toprosas kopnopaus 'Hamkos u K-', 2023. - 405 c. - ISBN 978-5-394-05261-3. - TekcT : 3JI€KTPOHHBIH. -
URL: https://znanium.com/catalog/product/2082504 (mata odpamenust: 13.01.2024). - Pexum goctyrma: Mo MOAIUcKe.

4. Kabamos, C. 0. DiekTpoHHOE MPaBUTEIBCTBO. DIEKTPOHHBINA JOKYMEHTO000pOT. TepMUHBI U orpeneneHus : yaeOHoe
nocodue / C.10. Kabamos. - Mocksa : UHPPA-M, 2024. - 320 c. - (Beiciuee oOpa3oBanue: bakanaspuar). - ISBN
978-5-16-019274-1. - Tekcr : anexTponHbiid. - URL: https://znanium.com/catalog/product/2103130 (naTa oOpamieHus:
13.01.2024). - Pexum goctyna: no NOJHCKE.
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IMporpamma auctuinHb " [JokyMeHTaMOHHOe oOecrieueHue yrpasienus nepconanom'; 38.03.03 "Ynpasienne nepconanom".

Tpunoosicenue 3
K paboueii npozpamme OUCUUNAUHbL (MOOYASL)
F1.0.25 Jlokymenmayuonnoe obecneuenue YynpasaeHust NePcoHaNoM

IIepevyens nH( OPMAMUOHHBIX TEXHOJIOTHIl, HCI0JIb3YE€MBIX /IJISI 0CBO€EHHUS JUCHUILUIHHBI (MOIYJIs), BKIIOYAsI
nepevyeHb NPOrpaMMHOrO 0OecneyeHns1 U HH(OPMAIMOHHBIX CHPABOYHBIX CHCTEM

Hanpasnenue nogrorosku:_38.03.03 - VrpapieHre nepcoHaiom
ITpodunb noaroroBKy:_YipapieHye NeEPCOHANIOM OpraHu3aluu

Kpanuukanus BeITyCKHUKA:_OaKanapp

dopma obydeHust: 0UHOe

SI3bIK OOyUEeHMS: PYCCKMiA

Ton Havana o0yueHus1 Mo o0pa3oBaTesibHON nporpamme: 2024

OcBoeHye JUCLUIUIHBL (MOYJIs1) MIPeAoaraeT HCIOJIb30BaHKE CIEAYIOIIEro IPOrpaMMHOrO 00ecreueH s 1
MH(POPMALIMOHHO-CITPABOYHBIX CHCTEM:

Oneparmonnas cucrema Microsoft Windows 7 Ipodeccnonansaast wim Windows XP (Volume License)

IMaket ocucHoro nporpammuoro odecrneuenust Microsoft Office 365 nnu Microsoft Office Professional plus 2010
Bpayzep Mozilla Firefox

Bpayzep Google Chrome

Adobe Reader XI umu Adobe Acrobat Reader DC

Kaspersky Endpoint Security ains Windows

Y4ebHO-MeToqruecKas JIMTepaTypa Uit JaHHOW JUCIUTUIMHBI UMEETCS! B HAJIMYUH B 3JIEKTPOHHO-OMOIMOTEYHON CHCTEMe
"ZNANIUM.COM", noctyn k kotopoii npenocrasiieH ooydaommmest. 95C "ZNANIUM.COM" conep:xuT Npou3BeaeHHs
KPYIMHENIINX POCCUIICKUX YUYEHBIX, PyKOBOJUTEJIEH FOCY JapCTBEHHBIX OPTraHoB, MperoAaBaTesiel BeIyIUX By30B CTPaHsbI,
BBICOKOKBAJIM(PUIIMPOBAHHBIX CIIEMAJIMCTOB B pa3IuuHbIX cpepax 6uzHeca. Ponp 6ubmmorekn chopMrpoBaH C yIeTOM BCEX
M3MEHEHNI 00pa30BaTeNIbHBIX CTAH/IAPTOB 1 BKJIIOYAET YIeOHNKH, YUeOHbIe TOCOOuSs, yUeOHO-METOANYECKHE KOMILIIEKCHI,
MoHorpacuu, aBTopedeparTsl, JUCCEPTALUN, SHIUKIONENH, CIOBAPH U CIIPABOYHNKH, 3aKOHOAATEIbHO-HOPMAaTUBHBIE
JOKYMEHTHI, CIIeLIaJIbHbIE TIEPHOINYECKUE U3AaHUS U U3aHN, BHITyCKaeMble M3/1aTeIbCTBaMU By30B. B HacTosiee BpeMs
3BbC ZNANIUM.COM cooTBeTcTBYeT BCeM TpeOoBaHUSIM (hefiepalIbHBIX TOCYJAPCTBEHHBIX 00pa30BaTeIbHBIX CTAHJAPTOB
Bhiciiero oopasoanust (PI'OC BO) HOBOTO MOKOJICHUSI.

VuebHO-MeToanYeCcKas IUTepaTypa 1jisl JaHHON AUCLMIUIMHBI UIMEEeTCs] B HUIMYMH B 3JIeKTPOHHO-ONOINOTEYHON CHCTEMe
WznarenscrBa "Jlanp" , mocTyn K KOTOpo# npepocTanieH ooydaonmmcs. 9bC NUzparenscta "JlaHp" BKIOYaeT B ceOst
3JIEKTPOHHBIE BEPCUU KHUT U31aTesibcTBa "JaHp" ¥ ApYrUX BeIyIIUX U3[aTeIbCTB YUeOHOM JIMTEpaTyphl, a TAKXKE SJIEKTPOHHbIE
BEPCUM MEPUOANIECKUX U3AaHUN 10 €CTeCTBEHHBIM, TEXHUYECKUM 1 ryMaHuTapHbeIM Haykam. 9BC U3narenscta "Jlanp"
obecrieynBaeT AOCTYI K HAYYHOMH, y4eOHOM JIMTepaType ¥ HayYHBIM IEPUOIMYECKUM U3aHUAM 110 MAKCUMAJIbHOMY KOJIHMUYECTBY
NpoUIBHBIX HAIPABJIEHHUH ¢ COOTIOAEHNEM BCEX aBTOPCKHUX M CMEKHBIX TPaB.

VuebHO-MeToqMUeCcKast IMTepaTypa JUist JAHHOW JUCIUIUIMHBI UMEETCS! B HAJIMYUH B 3JIEKTPOHHO-OMOIMOTEYHON CHCTEME
"KoHcy bTaHT cTyzieHTa", JOCTYII K KOTOPOH MpeaocTaBiieH o0yyatomumMcsi. MHOronpouibHbI 00pa3oBaTesIbHbIN pecypc
"KoHcy bTaHT cTyzieHTa" SIBJISIETCS 3IeKTPOHHOM 6ubimoreynoit cucremoit (5C), npenocTasisionieit JOCTYII Yepes3 ceTh
WHtepHeT K y4yeOHOM JIMTepaType U IONOIHUTEIbHBIM MaTepranam, IIPHOOPETEHHBIM Ha OCHOBAHHH ITPSIMBIX IOTOBOPOB C
rpaBooOagaressiMu. [10JHOCTBIO COOTBETCTBYET TPEOOBAHUAM (peaepatbHBIX TOCYIapCTBEHHBIX 00pa30BaTE/IbHBIX CTAHIAPTOB
BBICIIIEr0 00pa30BaHMUsI K KOMIUIEKTOBaHHIO OMOIMOTEK, B TOM UKCIIE IEKTPOHHBIX, B YacTH (popMUpoBaHus (POHIO0B OCHOBHOM
U JIOTIOJTHUTEJILHOM JIUTEepaTyphl.
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