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1. O6mue cBeaeHus O JUCHUIUIMHE (MOTYJIE).

L{enstMu OCBOCHHMSI TUCIUIUIMHBI (MOJTYJISI) SIBJSIOTCS:

- I3YYCHHE CTYJICHTAMHU TCOPHH W TPAKTHKH OPTaHU3aliy JOKYMEHTO000pOTa
B YIIPABJICHUH ITEPCOHATIOM PA3IMYHBIX KOMITAHHIA;

- M3YYCHHWE  CTYJCHTaMH  OCHOBHBIX  JOKYMGHTOB,  ITO3BOJISIOIIMX
aJIMUHHACTPHPOBATh MPOIIECC B YIIPABICHUH ITEPCOHATIOM.

3aauyaMu JUCITUTUTHHBI (MOJTYJIS) SIBJISTFOTCSI:

- (opMHpOBaHHEC HABBIKOB Pa3pabOTKH W MOMACPKKH (PYHKIIHMOHHPOBAHUS
CHUCTEMBbl BHYTPEHHETO JIOKYMEHTOOOOpPOTa OpraHM3allid, a TaKKe OTIACIbHBIX
IIPOEKTOB KOMIIaHWH;

- (QopMHUpOBaHHE HABBIKOB TIOJTOTOBKM OTYETOB 10 pe3yJibTaTaM
UH(POPMAITMOHHO-aHATUTHYCCKON JACSTCIIbHOCTH;

- OBJIQJICHHC METOOJIOTHEH OpraHu3alliy padOThl UCIOJHUTEICH (KOMaHJIbI
WCITOJIHUTEJICH) JIJISl OCYIIECTBIICHHS KOHKPETHBIX IMPOCKTOB, BUIOB JACATCIBHOCTH,
paboT B chepe TOKyMEHTO0O0pOTa KOMIIAaHHUH.

2. [Inanupyembie pe3ynbTaThl 00YYEHHS IO TUCHUILIINHE (MOYJIIO).

[lepeuenp (GopMUpYyEeMBIX pe3yJbTaTOB OCBOEHHMS  00pa30BaTEIbHOU
porpamMmsbl (KOMIIETEHIIMI) B pe3ysbTaTe 00y4eHHUs 10 AUCHUIUIUHE (MOAYIIO):

OIIK-2 - CrnocobeH ocymiecTBasATh cOop, 00pabOTKy M aHaIW3 AAHHBIX JIJIS
pelieHus 3a7a4 B cpepe ynpaBieHHs MePCOHATIOM;

OIIK-4 - CnocoOeH UPUMEHSTH COBPEMEHHBIE TEXHOJOTMU W METOJbI
OIEepPaTUBHOIO YIPAaBJICHHUS NIEPCOHAJIOM, BECTU JOKYMEHTALIMOHHOE
COINPOBOXK/ICHUE U YUET;

IIK-6 - CriocobGeH npuHUMAaTh yyacTHe B aAMHUHHUCTPUPOBAHUH MPOIIECCOB U
OCYILECTBIISATh OPTaHU3ALMIO IOKYMEHTOO00pOTa M0 YIIPABICHUIO IEPCOHAIIOM.

OOydenne 1O JUCHHUIUIMHE (MOAYNIO) TMpEAINoiaraeT, 4Yro TO €ro
pe3yiibTaram oOydJaromuiics OyieT:

3HaTh:

- ocobeHHOCTH (HOPMHUPOBAHUS TOKYMEHTOOOOPOTa KOMIIAHUY;

- cenUKy KaJPOBBIX H WHBIX JJOKYMEHTOB IO YIPABJICHHUIO MIEPCOHAJIOM B
KOMIIaHUSX;

- KJIFOYEBBIC JOKYMEHTBI, HEOOXOIUMBIC JUIS JCATSIBHOCTH KOMITAHUH;

- cneuuduky  opoOpMIICHHS ~ JIOKYMEHTOB B  OTJACIbHBIX  BHJAX
paboT(Hanpumep, o0OyYeHHE TMEepPCOHAIOM, OIleHKa I[epcoHalla, aTTeCTalus
nepcoHania u T.1.);



- CTAaHAAPTHI B 00JaCTH JOKYMEHTO000pOTA.

YMmern:

- NMPUMEHSTH COBPEMEHHBbIE HH(OPMAIIMOHHBIE CHUCTEMbl U IMPOrPAMMHBIE
KOMIUIEKCHI JJ1s1 pOPMHUPOBAHUS TOKYMEHTAIIUH KOMIIAHUU;

- AaHAJIM3UPOBATh CYHIECTBYIOMINI JOKYMEHTOOOOPOT KOMITAHUH;

- HAWTH COOTBETCTBYIOIIUE CUTYAI[M HOPMATUBHBIE AKThI, CTAHIAPTHI U UHBIE
JIOKYMEHTBHI, PEMVIAMEHTUPYIOIINE IEMCTBUS KOMITAHUU.

Baanern:

-  HaBBIKAMHU  PCIICHUS  OPraHU3alMOHHO-YIPABJICHYECKUX  3adady ¢
HCII0JIb30BaHUEM COBPEMEHHBIX HH(POPMAITMOHHO-KOMMYHHUKAITHOHHBIX
TEXHOJIOTHH;

- HaBbIKAMM aHaJM3a M UHTEpPOpEeTalud HWHOOPMAIMU O COCTOSHUU
JIOKyMEHTO000pOTa KOMIIAHUY;

- HaBbIKaMHU 0(pOPMIICHUS U pa3pabOTKU IOKYMEHTAIUU ¢ YYETOM TpeOOBaHU I
CTaHJapTOB U HOPMATUBHBIX AKTOB.

3. O0beM AUCIUTLIUHBI (MOIYJIs).
3.1. O6mias Tpy10eMKOCTb JTUCIUIUIMHBI (MOIYJIA).

OOmiast TpyAOEMKOCTh JUCHUUILIMHBI (MOIyJisi) cocTaBisier 6 3.e. (216
aKaJIeMUICCKHX yaca(oB).

3.2. O6bem paucuMIUIUHBL (Monaynsi) B (OpME KOHTAaKTHOW pabOThI
oOyyarommxcsi C  MeJarorM4eckuMu  paboTHUKaMU ©  (WIM)  JIMIaMH,
MPUBJIEKAEMBIMHU K peaju3alii 00pa30BaTEIbHONW MPOrpaMMbl HA MHBIX YCIIOBUSX,
IIPU MPOBEJCHUHN YUEOHBIX 3aHATHI:

KomnuectBo yacos

Tun y4eOHbIX 3aHATHI
Bcero | Cemectp Ne6

KonrtakTHas paboTa mpu npoBeieHIH yIeOHBIX 3aHATHH (BCETO): 144 144
B ToMm uncne:

3aHATHSA JIEKITMOHHOTO THITA 04 64
3aHATUS CEMUHAPCKOTO THIA 80 80

3.3. O0beM AUCHUIUIMHBI (MOIYJisA) B (OpME CaMOCTOSTENIbHON paboThI
oOyyarommxcsi, a Takke B (¢(opMe KOHTAKTHOM paboThl O0O0y4YarIIMXCs C
MeJarornaecKuMy paboTHUKAMH U (WJIH) JTUIIAMU, TIPUBJICKAEMBIMHU K peaTn3alun
oOpa3oBaTeNpbHOM  NpOrpaMMbl HAa  HHBIX  YCJIOBMSIX, TIpPU  IPOBEICHUU
MPOMEKYTOUYHOM aTTECTALIMU COCTABISAET 72 aKaJeMHYECKUX Yaca (OB).



3.4. IIpu oOy4eHnn MO UHIWBHIYATPHOMY y4eOHOMY TUIaHY, B TOM YHCIIC TIPU
YCKOPEHHOM OOYYeHHUH, 00bhEM TUCHUIUIMHBI (MOIYJISI) MOXKET OBITh pPean30BaH
MOJTHOCTBIO B (hOpME CaMOCTOATEIHHOU paboThl 00yJarommxcs, a Takke B Gopme
KOHTAKTHOM paboThl OOyYaromUXCA C MEJarornuyecCKuMU paOOTHUKAMU M (HJIH)
JUIAMH, TIPUBJICKAEMBIMH K peaU3aiiil 00pa30BaTEIHbHONW MPOTrpaMMbl Ha WHBIX
YCIIOBHSIX, TIPH MPOBECHUN TIPOMEKYTOUHOM aTTECTAIINH.

4. ConepxaHue JUCHUTIUIAHBI (MOIYJIA).

4.1. 3aHsaTHs JIEKIIUOHHOTO THIIA.

/ TemaTuka NEKIIMOHHBIX 3aHATHH / KpaTKOC COACPIKAHUC
/11

1 |AaMuHUCTPUpPOBAHHE MPOIECCOB U JJOKYMEHTO000POTA MO YUETY M JBH)KCHUIO KaJpOB
PaccmaTpuBaemble BOTIPOCH:

- TPyZIOBOM JOTOBOP;

- IMYHAS KapTOUKa,;

- IPUKAa3Bbl 110 IEPCOHAITY, CBA3aHHbIE C OTITYyCKOM, KOMaHJUPOBKAaMH, O/1aroJapHOCTSMH, B3bICKaHHAMU,
o0ydeHHeM, aTTecTallel, yBOJIbHEHUEM, IEPEBOJIOM Ha JIPYTYIO NOJLKHOCTb, TIEPEBOJIOM B JpyTrHe
OpraHH3alUH.

2 AI[MI/IHI/ICTpI/IpOBaHI/Ie MponeccoB U I[OKYMGHTOO60pOTa o IpCACTABJIICHUIO TIOKYMCHTOB

10 TIEPCOHATY B TOCY/IaPCTBEHHBIE OPTaHbI

PaccmaTpuBaemble BOTIPOCH:

- oT4eT B (heiepanbHbIi IEHCHOHHBIH (HOHT;

- oT4eT B (hOHJ 0053aTEIBHOT0 MEAUIIMHCKOTO CTPAXOBaHUS;

- BCEBO3MOXHBIE CBEJICHUS O IIEPCOHAJIE, CBSI3aHHbIE CUCIIOIHEHHEM POCCHHCKOTO 3aKOHOAATEIbCTRA.

3 |AIMHHHUCTPHUPOBAHUE MPOLECCOB U JJOKYMEHTOO00pOTa 00ecreueH s IepcoHalIoM
PaccmarpuBaemble BOIPOCHL:

- aHKeTa COMCKaTelIs;

- aHKeTa CHEIHaINCTa, IPodeccroHana, pykoBOAUTEIS;

- OJIaHK 1S CHATHS IPOGHIIS TTO3HLINH;

- 3asBKa Ha KaHJU/IaTa;

- OJIaHK NIPOBEPKH PEKOMEHIAIMH COMCKATEIIS;

- aHaJIN3 JOJKHOCTH;

- aHaJIM3 MTOTPEOHOCTH B HOBOM COTpPY/IHHKE.

4 |AIMHHHUCTPHUPOBAHHE MPOIECCOB U JJOKYMEHTOO00pOTa 0OecreueH s IepcoHalIoM
PaccmarpuBaemble BOIPOCHI:

- OI0JKET Ha TT0JI00P HOBOTO COTPYIHHKA;

- BOTIPOCHI JUIsl TIPOBE/ICHHsI COOECeI0BaHMS;

- BOTIPOCHI JUISl CHTYallHOHHOT'O HHTEPBBIO;

- rpaduK BCTped U cobeceJ0BaHNH;

- JOJDKHOCTHAsI MHCTPYKINSI HHTEPBBIOEPA;

- JOJDKHOCTHAsI MHCTPYKIHUS XeIXaHTepa;

- 3aIpoc peKOMEH Ialunii;

- 3as1BKa Ha 110100p TIEPCOHAA;

- IMCT OLIEHKH MEPCOHANA;

- OTYET O KaHAMJATaX, HE MPOIIEAMNX COOeceI0BaHNE;

- OTYCT O KaHAuJaTaX, BhIIICAIINX Ha pa60Ty.




TemaTuka JIEKIMOHHBIX 3aHATUN / KpaTKOE COJIEpKaHHE

AJMUHUCTPUPOBAHKE MIPOIIECCOB U JOKYMEHTOOOOPOTA MTPH MPOBEACHUH OLICHKH U

aTTeCcTaluu IepcoHaia

PaccmaTpuBaemble BOIIPOCHI:

- aKT aTTEeCTalluH NepCoHaNa;

- OJI0)KEHHE 00 aTTeCTAIMX IEPCOHAA;

- IpuKa3 00 aTTecTaluy epcoHaa;

- QaHKETa aTTeCTyeMOoro;

- aTTECTALOHHBIH JIUCT, aTTECTAIMOHHBIH OJaHK, aTTECTAlIMOHHAS KapTa, AaTTECTAllMOHHBIN OTYET
COTPYZIHHKA,;

- OapHO-(haKTOpPHAS MaTPHIIA;

- OJIaHK aTTeCTaluy 10 pe3yJbTaTaM HCIBITATEIFHOTO CPOKa;
- BOTIPOCHI JUIsl COOECE0BaHMUS 110 KOMITETEHIIHSIM;

- rpadMK NpOBEACHUS ATTECTAIIMN COTPYAHUKOB;

- IIPMKAa3 10 Pe3yabTaTaM aTTeCTallui COTPYIHUKOB;

- OJIaHK OLICHKW;

- OJIOKEHHE 00 OLIEHKE NepCoHaa;

- OLICHOYHBIC HHCTPYMEHTHIL.

AJMUHUCTPUPOBAHKE IIPOLIECCOB U JJOKYMEHTOO0OPOTA IIPU NMPOBEIEHUHU OLIEHKH U

arrecTaluuu rnepcoHaia

PaccmaTpuBaeMblie BOpOCHI:

- OJ1aHK aTTECTAIUHU 110 Pe3y/IbTaTaM UCIBITATENbHOIO CPOKA;
- BOIIPOCHI JUIst cOOECEeIOBAHNUS 110 KOMIICTCHIUM;

- rpadMK NpOBEACHUS ATTECTAIIMN COTPYAHUKOB;

- IPUKa3 110 pe3yabTaTaM aTTECTALUU COTPYIHUKOB.

AJMUHUCTPUPOBAHKE IPOLECCOB U JOKYMEHTO00O0POTa IO Pa3BUTHIO U

npodeccuoHanbHOM Kapbepe, 00y4eHHUI0, aanTaluy U CTAKUPOBKE IepcoHaia
PaccmarpuBaeMbie BOTIPOCHI:

- welcome! TpenwuHr;

- TOJIOKeHHEe 00 aJaNTalui COTPYTHUKOB;

- aHKeTa HOBOT'O COTPY/IHHKA;

- aHKeTa MOJIOJIOTO CIIeINAIICTA,;

- BHYTPEHHEE MOJIOKEHHUE O CTAKUPOBKE;

- NOJIOKEHHE O KaJ[POBOM PE3epBe;

- MOJIOXKeHHe 00 00YUeHNH U Pa3BUTHH MEPCOHAA,

- 3aKJIFOYCHHE 00 aJanTaIii MOJIOJIOTO CIEeIHANCTA;

- MHIMBHYJIbHBIH TUIaH a1aNTali MOJIOIOTO CIIEIHAINCTA.

AJIMUHUCTPUPOBAHKE IPOLECCOB U JOKYMEHTO0O0POTa IO Pa3BUTHUIO U

npodeccCHOHaIBHON Kapbepe, 00YIeHHUIO, alalTallii M CTAXKUPOBKE TIEpCOHaa
PaccmarpuBaemble BOIPOCHI:

- MHAVBHUAYATbHBIH TUTaH aJalTallii MOJIOJIOTO CIEIHANINCTA,

- HHCTPYKIIMHY TI0 BBEACHHUIO B TOJDKHOCTh HOBBIX COTPYIHUKOB;

- KHATa HOBIYKA KOMITAaHUH;

- JIUCT aJlalTallny;

- OT3BIB KypaTOpa-HAaCTaBHUKA O PE3yJIbTaTax aJalTalil HOBOTO COTPYIHUKA;
- OTUET COTPYJHMKA MOCIIE MPOXOXKIACHUS aJalTalluy;

- IaMSATKa HOBOMY COTPYJHUKY;

- IUTaH aJaTTaluy;

- IOJIO’KEHHE O HACTAaBHUYECTBE;

- IporpamMmMa aJlanTalyuy HOBOTO COTPYIHHKA.

AJIMUHHCTpPUPOBAHHE MPOLIECCOB U JOKYMEHTOO00POTA 110 BOIIPOCaM KOPIIOPATHBHOM




/o

TemaTuka JIEKIMOHHBIX 3aHATUN / KpaTKOE COJIEpKaHHE

COLIMAJIbHOH ITOJIUTHKU

PaCCManI/IBaeMLIe BOIIPOCHI:

- IIOJIOKEHHUE O Ka,[[pOBOfI IIOJIMTHUKC,

- [IpUKa3 O BBCACHUU B IleflCTBPIe KOpHOpaTPIBHOfI COI.II/I&J'ILHOFI TMOJIUMTUKU OpraHu3alu;
- corylacue Ha 00pabOTKy MepPCOHANBHBIX IaHHBIX COTPY/AHUKA;

- KOJUIEKTUBHBINA J0TO0BOD;,

- MEXPETHOHAIIBHOC MEXOTPACIIEBOE COTJIAICHUE.
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AJMHHHCTPUPOBAHKE MTPOIIECCOB U JOKYMEHTOO0O0POTA IO BOIPOCAM KOPIIOPATHBHOM

COLIMAJIbHOM IIOJIUTHKU

PaccmarpuBaemblie BOIPOCHI:

- IIOJIOKEHHUE O [[06pOBOJ'II>HOM MCAUIIUHCKOM CTpaxOBaHNU;

- CTpaXxOBaHUE OT HCCUACTHBIX CIIYYaACB,

- CTpaxoBaHHE BBIEIKAIOIINX 32 PYOEkK COTPYTHHKOB;

- MOJIOKEHHUE O MPCAOCTABJICHUN MMYTEBOK B JIOMa OTAbIXa U CAHATOPUH,
- MOJIOKEHHUE O MPCAOCTABJICHUUN ITYTCBOK B JCTCKUEC JIarcps;

- IOPAAOK KOMIICHCAINH IPOE3Ja K MCCTY pa6OTLI U COTOBOU CBSI3H.

11

AIMHHHCTPUPOBAHKE MPOIIECCOB U JOKYMEHTOO00POTA 110 BOIIPOCAM KOPIIOPATHBHOM

COLMAIIBHOW MOJIUTUKHU

PaccmarpuBaeMble BOIIPOCHL:

- OJIOKEHHE 00 00eCTIeUeHNH JKIITbEM OT/IENIbHBIX KaTerOpuil COTPYTHHUKOB,;
- MOJIOKEHUE O JIBI'OTHBIX KpE€AUTAax OT KOMIIAHUU,

- ITIOJIOKCHHUC O JOJICBBIX IICHCUOHHBIX B3HOCAX;

- IIOJIOKEHUE O ONOJHUTEIbHOM KOPIIOPATUBHOU [IEHCUM;

- TIOJIOXKEHHE O MOJICPIKKE HOBBIX MPOEKTOB COTPYIHHUKOB.

12

AJMUHUCTPUPOBAHKE IPOLECCOB U JOKYMEHTOOOOpOTa IO BOIIPOCAaM KOPIIOPATUBHOMN

COILIMAJILHOH ITOJIUTHKU
PaCCManI/IBaGMHG BOIIPOCHI:

- HarpaJHas 1noJruTHUKa,

- KOPIIOPaTUBHBIE NTOOILPEHNUS;

= ITOJIOKCHHUEC O HpI/ICBOCHI/II/I ITOYCTHBLIX SBaHHﬁ.

13

AJMMHHCTpUPOBAHKE MIPOLIECCOB U JOKYMEHTOOOOPOTA 10 BOIPOCAM OpTraHU3aIlluK TPpyaa

" OILIATHI MIEpCOHAJIa

PaccmaTpuBaemble BOTIPOCHI:

- IpaBWJIa BHYTPEHHETO TPYIOBOTO PAacHoOps/IKa;
- MI0JI0’KEHHE 00 oIuIaTe Tpy/a;

- JOJDKHOCTHAsI MHCTPYKIIHSL.

14

AJIMUHHCTpPUPOBAHHE MTPOIIECCOB U JOKYMEHTOO0O0POTa 110 BOIIPOCAM OpPraHU3alUK TPYAa

" OIUIATHI ME€pCOHAJIa

PaccmarpuBaemble BOIPOCHI:

- HHCTPYKIIMHU TI0 OXpaHe U 0€30IacHOCTH TPYHa;
- IU1aH padoThI;

- OTYET 110 pe3yJibTaTaM paboThl;

- NIOJI0XKEHHE O TT0/IPA3IeTICHNH.

15

AJIMUHHCTPUPOBAHHUE TIPOIIECCOB U JJOKYMEHTOOOOPOTA IO BOIIPOCAM OpPTaHU3AINH TPY/ia

" OIUIATHI ME€pCOHAJIa

PaccMaTpuBaemblie BOIPOCHI:

- Tabenp ydera pabodero BpeMeHH U pacueTa OIIaThl TPYyIa;
- [UIATeKHO-PACUETHAS] BEJOMOCTD;




/o

TemaTuka JIEKIMOHHBIX 3aHATUN / KpaTKOE COJIEpKaHHE

- pacdeTHbIC JIUCTKH;
- 3apIUIaTHBIA IPOEKT.

16

AJIMUHUCTPUPOBAHKE MPOLECCOB U JOKYMEHTOO0OOPOTa MO BOIIPOCAM OpPraHU3alMU TPyAa

H OIIIAaThI IICPCOHAJIA

PaccmaTpuBaemble BOIIPOCHI:

- rpauk pabOTHL;

- IITaTHOE PACIIICAHUE;

- IPUKA3bI O MIOOMIPEHUSX;

- IPUKA3bI O BBIIIATE MAaTePUAIBHON TOMOIIY;

- MPHUKa3bl 00 yAep KaHUAX U3 3apaO0THOH IIJIaTh.

4.2. 3aHATUS CEMUHAPCKOTO TUTIA.

Hp AKTHYCCKHUC 3aHATHA

TemaTuka IMPAaKTUICCKUX 3aHATHH/ KpaTKOC COACPIKAHUC

[IpakTruueckoe 3aanue "MapKeTUHTOBBIN IJIaH MO epcoHary"
B PEIYIBbTATC BBIMIOJTHCHUSA NPAKTUYCCKOT'O 3aJaHUs CTYACHT IMOJTYYacT HABBIKU CO3J1aHNsA MapKETUHI'OBOT'O
IUTaHa 0 EPCOHATY.

[Ipaktrueckoe 3aganue "Kaaposerit mran"
B PE3YyIbTATC BBIMNOJIHCHHUSA NPAKTUYCCKOT'O 3aJaHUs CTYACHT IOJTYYacT HABBIKU q)OpMPIpOBaHI/ISI KaapoBOT'O
IJ1aHa.

[Tpaktuyeckoe 3ananue "[Ipoduns nomxaoCTH"
B pesynbTate BBIOIHEHHS NPAKTHYECKOTO 3a/IaHHs CTYJICHT MOJIy4aeT HaBbIKH 10 (POPMUPOBAHUIO TPOPUIIS
JOJDKHOCTH.

[TpakTuyeckoe 3ananue "lIpodeccuorpamma’
B PE3YIbTATC BBINIOJIHCHHUSA NPAKTUYCCKOT'O 3aJaHUsl CTYACHT I10J1Y4acT HABBIKU 110 q)OpMHpOBaHI/IIO
poQeCcCUOorpaMMBL.

[Ipaktrueckoe 3aganue "Pa3meniennas Bakancus"
B PE3YIbTATC BBINIOJIHCHHUSA NPAKTUYCCKOT'O 3aJaHUs CTYACHT I10J1Y4acT HABBIKU 110 (1)0pMI/IpOBaHI/IIO
pa3MelnIeHHOM BaKaHCHH.

[Ipaktuueckoe 3ananue "TpynoBoii forosop"
B PEIYIBLTATE BBINIOJTHEHHUSA NPAKTUYCCKOTO 3aJaHUs CTYACHT IMOJTYy4acT HaAaBBIKU T10 q)OpMI/IpOBaHI/IIO
TPYAOBOTO JOTOBOpA.

[TpakTnueckoe 3aganue "3aganne Ha UCIBITATEIbHBIA CPOK"
B PE3YIbTATC BBIMIOJIHCHHUSA NPAKTUYCCKOT'0 3aJaHUs CTYACHT I10J1Y4acT HABBIKU I10 (1)0pMI/IpOBaHI/IIO 3alaHUsA
Ha PICHLITaTeJILHLIfI CpOK.

[IpakTnyeckoe 3aganue "Yek-IuCT UCTIBITATEIBHOTO CpoKa"
B PEIYNBTATE BBINIOJTHEHUA NPAKTHYCCKOTO 3aJaHUs CTYACHT I1OJTYy4acT HABBIKU I10 q)OpMI/IpOBaHI/I}O YCK-
JIMCTA UCIIBITATCIILHOI'O CpOKa.

[IpakTuueckoe 3ananue "[lonoxenue o6 oxpane Tpyaa"
B PE3YIbTATC BBIMIOJIHECHHUSA NPAKTUYCCKOT'0 3aJaHus CTYJACHT I10J1Y4acT HABBIKU I10 q)OpMI/IpOBaHI/IIO
TIOJIO’KEHHUS 00 OXpaHe Tpyaa.

10

[TpakTueckoe 3ananue "Ilonoxxenue o0 anantauy HOBBIX COTPYIHUKOB"
B PE3YIbTATC BBIMIOJIHCHHUSA NPAKTUYCCKOT'O 3alaHUA CTYACHT NOJY4aCT HAaBbIKU 11O (l)OpMI/IpOBaHI/IIO
MTOJIOXKEHHUS 00 aaanTanu HOBBIX COTPYIHHUKOB.

11

[IpakTuueckoe 3ananue "Tlonoxenue o6 orutare Tpyaa”
B pe3ynbrare BHIOTHEHHS IPAKTUYECKOTO 33IJaHUS CTYACHT MOJIy9aeT HABBIKH 110 (POPMUPOBAHUIO




/o

TemaTnka MpaKTHUECKUX 3aHATHI/KPATKOE COJIEpKAHNUE

TIOJIOXKEHHUS 00 OIUIaTe TPYAA.

12

[TpakTuueckoe 3ananue "Ilonoxenue ob oreHke nepconana”
B PE3YIbTATC BBIMMOJIHCHHUSA NPAKTUYCCKOT'O 3aJaHus CTYJCHT IMOJTY4acT HaBbIKU I10 (bOpMI/IpOBaHI/IIO
TIOJIOKCHU S 06 OIICHKE NIE€pCOHaa.

13

[Ipaktuueckoe 3axanue "Ilonoxenue o6 arrecranuu nepcoxana'
B pe3ynpraTe BRINOTHEHHUS MPAKTHYECKOTO 33JaHUS CTYISHT MTOy4YaeT HaBBIKU 110 (OPMHUPOBAHUIO
MTOJIOKEHHUS 00 aTTeéCTaluu IepcoHala.

14

[IpakTnueckoe 3ananue "[lonoxxeHne o kKaaApoBOW MOJUTUKE"
B PE3YIbTATC BBIMIOJIHCHUSA NPAKTUYCCKOT'O 3aJaHus CTYJCHT IMOJTYy4acT HaBbIKU I10 (bOpMI/IpOBaHI/HO
IIOJIOKCHHUSA O Kaz[posoﬁ ITIOJIUTHKE.

15

IIpaktuueckoe 3ananue "[IpaBuia BHyTpEHHET0 TPyAOBOro pacrnopsaka'
B PE3YIbTATC BBIMIOJIHCHHUSA NPAKTUYCCKOT'O 3aJaHUs CTYACHT I1OJIYYacT HABBIKU I10 q)OpMI/IpOBaHI/IIO paBuil
BHYTPEHHETO TPYAOBOI'O PacopsIKa.

16

[IpakTuueckoe 3ananue "YueHuueckuit 10rosop”
B PE3YIbTATC BBIMIOJIHCHHUSA NPAKTUICCKOT'O 3aJaHUs CTYACHT I0J1Y4acT HABBIKU I10 q)OpMI/IpOBaHI/IIO
YUYCHHUYCCKOT'O 10TOBOpA.

17

[TpakTueckoe 3aganue "llonoxxenue 06 00yuyeHUU U pa3BUTUHU NIepcoHaa"
B PEIYIbTATC BBIMIOJTHCHHUSA NPAKTHUUCCKOTO 3alaHUA CTYACHT MOJy4aCT HABbIKU 110 (bOpMI/IpOBaHI/IIO
MOJIOXKEHHUSI 00 0OYUCHUH U Pa3BUTHH IIEPCOHATA.

18

[Ipaktrueckoe 3aganue "[lonoxxeHne 0 KOPIOPATUBHON COIMAIIBHON MOTUTHUKE"
B PE3YyIbTATC BBIMIOJIHCHHUSA NPAKTUYCCKOT'O 3aJaHUs CTYACHT I1OJ1Y4acT HABBIKU I10 Q)OpMHpOBaHI/I}O
IIOJIOKCHUA O KOpHOpaTHBHOﬁ CO]_II/IEU'ILHOI‘/'I IIOJIMTHUKE.

19

[TpakTuyeckoe 3ananue "PeriaaMeHT 006 opraHu3anuy Tpyaa nepcoHana”
B PEIYIbTATC BBINIOJTHEHUSA NPAKTUYCCKOT'O 3aJaHUs CTYACHT IMOJTYy4acT HABBIKU I10 (bOpMI/IpOBaHI/IIO
periaMeHTa 00 OpraHu3alMy Tpy/aa nepcoHaa.

20

[Tpaktuyeckoe 3ananue "I'paduk ormyckos”
B PE3YIbTATC BBINIOJIHCHHUS NPAKTUYCCKOT'O 3aJaHUsl CTYACHT I10J1Y4acT HABBIKU 110 q)OpMHpOBaHI/IIO rpa(bmca
OTITYCKOB.

21

[IpakTuueckoe 3ananue "[lonoxxkeHne o pa3pemieHny TPyA0BbIX KOH(IMKTOB, CIIOPOB"
B PE3YIbTATC BBINIOJIHCHHUS NPAKTUYCCKOT'O 3aJaHUsl CTYACHT I10J1Y4acT HABBIKU 110 (1)0pMI/Ip0BaHI/IIO
TIOJIOKEHHUSI O pa3pelIeHHH TPYIOBBIX KOH(IUKTOB, CIIOPOB.

22

[Ipaktuueckoe 3ananue "[1nan kagpoBoro ayaura KOMnaHuu"
B pe3yﬂLTaTe BBIITOJIHCHUA HpaKTI/I‘IeCKOI‘O 3a1aHUs CTyI[eHT HonyqaeT HaBBIKHU 110 q)OpMI/IpOBaHI/IIO IIJIaHA
KaJIpOBOTO ayINTa KOMIIAHUHU.

23

[TpakTuueckoe 3ananue "[lonoxxeHne o CTaxxUpoBKe epcoHana"
B PE3YIbTATC BBIMNOJIHCHHUS NPAKTUYCCKOT'O 3aJaHusl CTYACHT I10JY4acT HABBIKU I10 (1)OpMI/IpOBaHI/IIO
IMOJIOKEHHUA O CTAXKMPOBKE IMEPCOHAIA.

24

HpaKTI/ILIeCKOC 3aJaHucC "[TonoxxkeHwue o BHCAPCHNU WHOBAIIMOHHBIX METOJ0B YIIPABJICHUA

nepcoHaiom"
B PEIYNBTATE BBINIOJTHEHUA NPAKTHYCCKOTO 3aJaHUA CTYACHT IMOJTYyYacT HAaBBIKU I10 Q)OpMI/IpOBaHI/I}O
TTOJIOKEHHMA O BHCAPCHU N MHHOBAIIMOHHBIX METOJI0B YIIPABJICHUA IIEPCOHATIOM.

25

[TpakTrueckoe 3aganue "OTuer B deaepanbHbIi NIEHCHOHHBIN poHT"
B pe3ynbTaTe BBIIOIHEHHS MPAKTHYECKOTO 3aJaHHUsl CTYICHT HOJy4aeT HaBbIKK O JOPMUPOBAHUIO OTYETA B
(henepanbHBIN IEHCHOHHBIH (QOHI.

26

[IpakTrueckoe 3amanue "OT4eT B HOHA 0053aTEIBHOTO METUIIMHCKOTO CTpaxoBaHUs"
B pe3ynbrare BBIMOTHEHHS TPAKTUIECKOTO 33IJaHUS CTYACHT MOJIy9aeT HABBIKH 110 (POPMUPOBAHUIO OTYETA B
(hoHm 00513aTEIILHOTO METUIIMHCKOTO CTPaXOBaHMUS.




/o

TemaTnka MpaKTHUECKUX 3aHATHI/KPATKOE COJIEpKAHNUE

27

[Tpaktuyeckoe 3ananue "llonoxenne o J06pOBOIBHOM MEIUIIMHKOM CTPaXxOBaHUH'"
B PE3YIbTATC BBIMIOJTHCHHUSA NPAKTUYCCKOT'O 3aJaHus CTYJCHT IMOJTY4acT HaBbIKU I10 (1)OpMI/IpOBaHI/IIO
IIOJIOXKCHUS O I[OGpOBOJ'H)HOM MCAUIIUHKOM CTpaxoOBaHUU.

28

[IpakTnueckoe 3ananue "[Ipukassl no nepconany"
B PE3YAbTATC BBIMIOJTHCHUSA NPAKTUYCCKOTO 3aJaHUs CTYACHT IOJTY4acT HaBbIKU 10 (bOpMI/IpOBaHI/IIO
TIPHUKA30B TI0 TIEPCOHATTY.

29

[TpakTrueckoe 3aganue "J{0IKHOCTHBIE MHCTPYKIMH"
B pe3ynpraTe BRINOTHEHHUS MPAKTHYECKOTO 33JaHUS CTYISHT MTOyYaeT HaBBIKU 110 (OPMHUPOBAHUIO
JIOJKHOCTHBIX UHCTPYKLUH.

30

[IpakTnueckoe 3aganue "[lonoxxeHne 0 NOAACPKKE HOBBIX TPOCKTOB COTPYAHUKOB"
B PEIYIbTATC BBIMIOJTHCHHUSA NPAKTUYCCKOT'O 3aJaHus CTYACHT IMOJTY4acT HaBbIKU I10 q)OpMI/IpOBaHI/IIO
IIOJIO’KEHUS O MOAJIEPIKKE HOBBIX IIPOEKTOB COTPYAHHUKOB.

4.3. CamocrosiTenbHas padoTa 00y4Yaromuxcs.

n/o

Bun camocTrositenbHOM paboThI

Pabora c nuteparypoii.

IToaroroBka k MNPAKTUYICCKUM 3aHATUSAM.

CaMOCTOSTEIIFHOE HU3YUCHUC TCM JUCHUIIJINHBI.

Boinonnenue kypcoBoii paboTBhI.

IToaroToBKa K MPOMEXKYTOYHOM aTTECTALMH.

o O] M WO N|

IToaroroBka k TCKYLIEMY KOHTPOJIIO.

4.4. ITpumepHbIN IEpeUEHb TEM KYpPCOBBIX padOT
I. Co3pmaHne KOMIUIEKTa KaApOBBIX M aJIMHHUCTPATUBHBIX JIOKYMEHTOB

kommanuu "Bektop mmoc".

2. COB)IaHI/IC KOMILUICKTa KaJApOBbIX MW AaAMHUHHUCTPATHUBHBLIX JOKYMCHTOB

KoMnaHuu " XyaHIOKKOMIIaHu".

3. CO3I[aHI/Ie KOMIUICKTa KaJpPOBBIX MW AJIMUHHUCTPATUBHBIX JOKYMCHTOB

kommanuu "MODCK".

4, CO3I[aHI/Ie KOMIUICKTa KaJpOBBIX MW AJIMUHHUCTPATUBHBIX JOKYMCHTOB

KoMItaHuu "ArponpoMOaHk".

5. Co3ganue KOMIUIEKTa KaJpOBBIX WM aJIMHHUCTPATUBHBIX JIOKYMEHTOB

komnanuu "Kysbaccyromaspaspes".

6. CO3I[aHI/Ie KOMIUICKTa KaJpOBBIX MW AJIMUHHUCTPATUBHBIX JOKYMCHTOB

koMmnanuu ""TpaHcoHmaiiH".

7. CO3I[aHI/Ie KOMIUICKTa KaJpOBBIX MW AJIMUHHUCTPATUBHBIX JOKYMCHTOB

kommauuu ""Pemenus".

8. COSI[aHI/Ie KOMILICKTAa KaJApOBbIX W aIMHUHHCTPATHUBHBLIX JOKYMCHTOB

KoMmIanuu "YpanaBaronsaBonu'.




9. Co3pnaHue KOMIUIEKTa KaJpOBBIX M aJMUHUCTPATHUBHBIX JOKYMEHTOB

komnauuu "Cumriuiexkc-1".

10. COSI[aHHe KOMIUICKTA KaApPOBbBIX W AAMHHHUCTPATUBHBIX OOKYMCHTOB

QJICKTPOACIIO ((HJIaHepHOG».

11. Co3pmanue KOMIUIEKTa KagpOBBIX WM AJMUHUCTPATHBHBIX JOKYMEHTOB

JJOKOMOTHBHOT'O JCIIO.

12. Co3paHue KOMIUIEKTa KagpOBBIX WM AJMUHUCTPATHBHBIX JOKYMEHTOB

MOTOPBAroHHOro ACIIo.

5. Ilepeuenr wu3naHui, KOTOpPHIE PEKOMEHIYETCS HCIOJIb30BaTh IPHU

OCBOCHUHU JUCHUILUIMHBI (MOIYJIA).

No

/ bubnuorpadudeckoe onvcanue
n/n

Mecto nocryna

1 Abynamze, /1. I'. JlokymeHTannonHoe obecrieuenme

534-16669-9. — TekcT : 2JIeKTPOHHBII

yIIpaBJICHUS IEPCOHAIIOM : y4eOHUK U TPAKTUKYM ISl BY30B /
1. T. Abynanze, 1. b. Bempsokkuna, B. M. Maciosa. — 3-¢
U3, mepepad. u gorn. — Mocksa : U3narensctBo FOpaiit,
2024. — 374 c. — (Bricuiee oopazoBanwne). — ISBN 978-5-

OO6pazoBaTenbHas
wiatdopma FOpaiir [caiit].
— URL:
https://urait.ru/bcode/536724
(mara oOpareHus:
10.04.2024).

2 Kysnuenos, 1. H. JlokymeHnTannonHoe odecreueHme

NznarensctBo FOpaiit, 2024. — 397 ¢. — (Briciiee
obpazoBanue). — ISBN 978-5-534-16692-7. — Tekcr :

AIEKTPOHHBIN

yIpaBIeHUS MEPCOHATIOM : YUeOHUK U MPAKTUKYM JJis BY30B /
. H. Ky3nenoB. — 3-e u3., nepepad. u gon. — Mockaa :

OO6pazoBaTenbHas
atdopma FOpaiT [caiit].
— URL:
https://urait.ru/bcode/536192
(mara oOpareHus:
10.04.2024).

3 JoponuHa, JI. A. Opranusanysi 1 TEXHOJIOTHS

— 2-e u3., nepepad. u gon. — Mocksa : 3natenscTBo

978-5-534-16016-1. — TeKcCT : 2IIeKTPOHHBIH

JOKYMEHTAIMOHHOTO 00€eCTIeyeH s yIpaBlIeH!s | yUeOHUK U
npakTukyMm Juid By3os / JI. A. Jloponuna, B. C. Uputukosa.

FOpaiir, 2024. — 270 c. — (Bricmee obpazoBanune). — ISBN

O0pa3oBarenbHas
iatdopma FOpaidT [caidt].
— URL:
https://urait.ru/bcode/536404
(mara oOpareHus:
10.04.2024).

6. IlepeueHb COBpEMEHHBIX TMPOQPECCHOHANBHBIX 0a3 JaHHBIX U

WH(OPMAIMOHHBIX CIPABOYHBIX CHUCTEM, KOTOPbIE€ MOTYT HCIOJIb30BaThCS IMPHU

OCBOCHMH TUCUHUILITUHBI (MOIYJIS).
®denepanbHbIi  00pa3oBaTENbHBIA  MOPTA
Menemxment» (http:/www.ecsocman.edu.ru/);
Kypnan «xcnepr» (http:/www.expert.ru);

«Dxonomuka. Coruosorus.

Kypuan «Kommepcant» (https://www.kommersant.ru/);

XKypnan HBR (https://hbr.org/);
[Touckoras cuctema Anaexc (http:/yandex.ru);

Hayuno-texauueckas 6ubnuoreka PYT (MUUT) (http:/library.miit.ru).



7. IlepeuyeHb  JHUIEH3UOHHOTO H  CBOOOJHO  PACIPOCTPAHIEMOTO
MPOrpaMMHOT0 OOECICYeHHUsI, B TOM YHCJIE OTEUECTBEHHOI'O IPOU3BOJICTBA,
HEO0OXOMMOTO JIJIS1 OCBOCHHMSI TUCIIUTLTAHBI (MOYJIs).

1. Microsoft Internet Explorer (v npyroii 6paysep);
2. Onepanuonnas cucrema Microsoft Windows;

3. Microsoft Office;

4. Microsoft Teams;

5. Windows Media Player.

8. OmnucaHue MarepuaJIbHO-TEXHUYECKOW 0a3bl, HEOOXOAUMOM it
OCYIIECTBJICHHUSI 00pa30BaTEIHLHOTO MPOIEcca MO AUCHUIITUHE (MOIYIIIO).

1. VYyebOHble ayauTopuu [JIsi TPOBEACHHUS 3aHATHN JIEKIIMOHHOTO THIIA,
OCHAIIIEHHbIE KOMITBIOTEPHOM TEXHUKOWM W HabopamMu JEeMOHCTPAIIMOHHOTO
o0opy10BaHUSI.

9. dopMa NMpoMeKyTOUHOU aTTECTAIUU:
3ayet B 6 cemecTpe.
Kypcogas pabota B 6 cemectpe.

10. OuieHOUHBIE MAaTEPUAIIBI.

OueHouyHble MaTepualbl, IPUMEHSEMbIE MPU MPOBEACHUU MPOMEKYTOUYHON

arrecraium, paBpa6aTI>IBaIOTC$I B COOTBCTCTBHH C JIOKAJIbHBIM HOPMATHBHBIM aAKTOM
PVT (MUUT).



ABTOpBI:

CTapIlUii penoiaBaTeb Kapeapbl
«Y1npaBiieHHE TPOU3BOACTBOM H
KaJI[poBO€ 0OecreueHue TPaHCIOPTHOTO
KOMILJIEKCA»

CorJiacoBaHo:

3aenyromuii kaheaport YITuKOTK

[Ipeacenarens yueOHO-METOIUYECKON
KOMHCCUU

O.B. Yuxupun

A.b. IlucebmenHasa

C.B. Bonoaun



