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1. O6mue cBeaeHus O JUCHUIUIUHE (MOJTYJIE).

[{enssMu OCBOCHMS TUCIIMIUIAHBI (MOYJISI) SIBJISTFOTCSI:

- W3y4YeHUE  CTyJECHTaMM TEOpUM W  TPAKTUKU  OpraHU3aluu
JOKYMEHTOOOO0pOTa B YIIPABJICHUU TIEPCOHATIOM PA3IMYHBIX KOMITAHUM;

- U3y4YEHHE CTYJCHTaMH OCHOBHBIX JIOKYMEHTOB, IO3BOJISIOIIUX
aIMUHUCTPHUPOBATH MIPOIIECC B YIIPABICHUH TIEPCOHATIOM.

3agayamMu JUCHUILIIMHBI (MOMYJIs) SIBIISIFOTCS

- (hopmupoBaHHE HABBHIKOB Pa3pabOTKH M MOMICPKKN (HYHKIIMOHUPOBAHUS
CHUCTEMBbI BHYTPEHHEro JOKYMEHTOOOOpOTa OpTaHM3aIliu, a TaKKe OTACIbHBIX
IPOEKTOB KOMIIAaHUY;

- (opMupoBaHME HaBHIKOB TMOJATOTOBKM OTYETOB TIO pe3yjbTaTam
UH(OPMAITMOHHO-aHATUTHYECKOU IeATeTbHOCTH;

- OBJIQJICHUE METOIOJIOTUEN OpraHu3aluu padboThl UCTIOJHUTENCH (KOMaH bl
WCITOJTHATEIICH ) TSl OCYIIIECTBICHUS KOHKPETHBIX IPOSKTOB, BUIOB JICSITCIIBHOCTH,
paboT B chepe TOKyMEHTOOOOpOTa KOMIIAaHUH.

2. [Inanupyemsble pe3yJbTaThl 00y4eHUs 10 AUCIUIUIMHE (MOAYJIIO).

[lepeuenb GopmMuUpyeMBIX pe3yJbTaTOB OCBOCHUS 00pa3oBaTEIbHOU
porpamMmsbl (KOMIIETEHLIU) B pe3yIbTaTe 00yUYeHHUs 10 AUCHMILTMHE (MOYIIO):

OIIK-2 - CriocobeH ocymiecTBIsATh cOOp, 00pabOTKy M aHaNU3 AaHHBIX TS
penieHus 3a1a4 B cepe yrpaBieHUsI IEPCOHATIOM;

OIIK-4 - CnocoOeH TPUMEHSTh COBPEMEHHBIC TEXHOJIOTHH M METOJIbI
OTEpPaTHUBHOTO  YIPaBJICHHUS  TEPCOHAIIOM,  BECTH  JOKYMEHTAI[MOHHOE
COTIPOBOXKJICHHUE U YYET;

IIK-6 - CnocobeH npuHUMAaTh y4acThe B aIMUHUCTPUPOBAHNUHN MTPOIIECCOB H
OCYIIECTBIISATH OPTAHU3AIHIO TOKyMEHTO000pOTA 10 YIIPABICHUIO MTEPCOHATIOM.

OO0yueHnue 1Mo JUCIUIUTHHE (MOTYJII0 ) IPEIOIaraeT, 4YTo 1Mo ero pe3yJIbTaraM
oOyyarommiicst Oyier:

3Harth:

- 0c0O0EHHOCTH (POPMHUPOBAHUS TOKYMEHTOOOOPOTa KOMIIAHUU;

- crienuUKy KaJIpOBBIX M MHBIX JOKYMEHTOB I10 YITPABJICHUIO IEPCOHATIOM B
KOMTaHUSIX;

- KJIFOUEBbIE IOKyMEHTbI, HEOOXOIUMBIE JIJIsl IEATEIbHOCTH KOMITAHUU;

- crneunduky oQopMIEHHS ~JOKYMEHTOB B  OTHEIbHBIX  BHAAX
paboT(Hanpumep, oOydeHHE TMEpPCOHAIOM, OILIEHKa [epCOHaa, aTTecTalus
nepcoHana u T.1.);



- CTaHJIapThI B 00J1aCTU JOKYMEHTOOOOPOTA.

YMmern:

- TIPUMEHSTh COBPEMEHHBIE WH()OPMAIMOHHBIC CHCTEMBI M IPOTPAMMHBIC
KOMIUIEKCHI [Tl JOpMUPOBaHUS JOKYMEHTAIINHN KOMIIAaHUY;

- AaHAJIM3UPOBATH CYIIECTBYIOIIUH JOKYMEHTOOOOPOT KOMITAHHH;

- HalTH COOTBETCTBYIOIIHME CHUTYyallMM HOPMATUBHBIC aKThI, CTaHAAPTHl U
WHBIE JOKYMEHTHI, pETJIaMEHTUPYIOIINE TCHCTBUSI KOMITAaHHUH.

Baaners:

- HaBBIKAMH PEUIEHHUS OPraHW3alMOHHO-YIPABICHUYECKUX 3adady ¢
HCIIOJIb30BAaHUEM COBPEMEHHBIX UH()OPMAITMOHHO-KOMMYHHUKAITMOHHBIX
TEXHOJIOTHUH;

- HaABBIKAMHM dHAJIKM3a W HHTCPIIPCTALIU I/IH(l)OpMaHHH O COCTOsIHHNHU
IIOKYMCHTOO60pOTa KOMIIaHHH,

- HaBbIKaMH O(l)OpMJ'IeHI/IH )51 p33pa60TKI/I JOKYMCHTAIIlMK C Y4YCTOM
Tp€6OBaHI/H>’I CTaHIapTOB U HOPMATHUBHBIX dKTOB.

3. O0beM AUCIUTLIUHBI (MOIYJIs).
3.1. O6mias TpyI0eMKOCTb JUCIUILUIMHBI (MOTYJIS).

OO6mast TPyJOEMKOCTh AUCIHUILIMHBI (MOIyJsl) cocTaBisier 6 3.e. (216
aKaJeMUYEeCKUX yaca(oB).

3.2. O6bem pguctuIuMHbBl (MOAyJsi) B (opMe KOHTAaKTHOW paboTh
oOydJarommxcss ¢ MENarorTMYeCKUMH  padOTHUKAMU U (WIKM)  JIHUIAMH,
MPUBJICKAEMBIMHU K peau3aiui 00pa3oBaTeIbHON MPOTpaMMBbl Ha MHBIX YCIIOBUSX,
TIPY MIPOBEJICHUHN YUCOHBIX 3aHITHI:

KomnuectBo yacos

Turm yueOHBIX 3aHITHI
Bcero | Cemectp Ne6

KonTtakTHas paboTa mmpu npoBeieHNH yUeOHBIX 3aHATHH (BCET0): 144 144
B tom uncne:

3aHATHSA JIEKIHOHHOTO THIIA 64 64
3aHATUS CEMUHAPCKOTO THIA 80 80

3.3. O06bemM mucHUIUIMHBI (MOIYJiA) B (OpME CaMOCTOSITENIBHONW pabOThI
oOydJaroruxcsi, a Takke B (opMe KOHTAKTHOW pabOThl OOyYarOMMXCS C
nearoruaecKuMy paboTHUKAMHK U (WITH ) JIMIIaMU, IIPUBJICKACMBIMH K peaTU3aIliH
oOpa3oBaTeNpHON TIpOrpaMMbl HA HWHBIX YCIOBUSAX, TP  IPOBCICHUU
IPOMEKYTOUHOM aTTECTAIIMK COCTABIIACT 72 akaJleMHUECKUX Jaca (OB).




3.4. ITpu oOy4eHnu o UHAUBUAYAJTLHOMY YY€OHOMY ILJIaHY, B TOM YHCJIE IPU

YCKOPEHHOM 00Yy4YeHUHU, 00BEM JUCITUTUTHHBI (MOIYJIsI) MOXKET OBITh peain30BaH
MOJIHOCTBIO B (POpPME CaMOCTOSITENFHOM pabOThl 00yUaIOUINXCs, a TakKe B hopme

KOHTaKTHOW padO0Thl OOy4YaIOMIMXCA C MEJAroru4ecKuMu pabOTHUKAMHU U (WJIN)

JIMLaMH, IPUBJICKACMBIMHA K PCAJIN3allUH O6pa3OBaTGHBHOﬁ IIporpaMmMbl Ha MHBIX

YCII0BHAX, ITPHU ITPOBCACHUN HpOMe}KYTOqHOﬁ aTTcCTaluu.

4. ConepxaHue JUCUUIUIAHBI (MOIYJIA).

4.1. 3aHsaTus JIEKIIUOHHOTO THIIA.

/o

TemaTnka JEKIMOHHBIX 3aHATUH / KpaTKO€ COACPIKAHUC

AJMHHHCTPUPOBAHKE MTPOIIECCOB U JOKYMEHTOO00POTA 110 YUETY U JIBIKEHHIO KaIpOB
PaccmaTprBaemble BOTIPOCHI:

- TPyZIOBO JOTOBOD;

- IMYHAS KapTOUKa,;

- IIPUKAa3Bbl 110 IEPCOHAITY, CBA3aHHBIE C OTITyCKOM, KOMaHJUPOBKaMH, O/1arolapHOCTSIMH, B3bICKaHHAMU,
o0ydeHHeM, aTTecTaliel, yBOJIbHEHUEM, IEPEBOJIOM Ha JIPYTYIO JOJLKHOCTb, TIEPEBOJIOM B JPYyTHE
OpraHHU3alUH.

AI[MI/IHI/ICTpI/II)OBaHI/Ie IIpouecCCcoOB U I[OKYMGHTOO60pOTa 10 IpCACTABJIICHUIO JOKYMCHTOB

10 TIEPCOHAY B TOCY/IapPCTBEHHBIE OPTaHbI
PaccmaTprBaemble BOTIPOCHI:

- oT4eT B (pepepanbHbIi IEHCHOHHBIH (HOHT;

- oT4eT B (POHJ 0053aTEIBHOTO MEAUIIMHCKOTO CTPAXOBaHUS;

- BCEBO3MOJKHBIE CBEJICHUS O IIEPCOHAJIE, CBSI3aHHbIE CHCIIOIHEHHEM POCCHHCKOTO 3aKOHOAATEIbCTRA.

AJMMHHCTpUPOBaHKE MPOLIECCOB U JOKYMEHTOO00pOTa 00ecreueH s epcoHalIoM
PaccmarpuBaembie BOIPOCHL:

- aHKeTa COMCKaTelIs;

- aHKeTa CHEIHAINCTa, IPodeccroHana, pykoBOAUTEIS;

- OJIaHK ISl CHATHS TIPOQUIIS TTO3HIIUH;

- 3asBKa Ha KaHJU/aTa;

- OJIaHK IIPOBEPKH PEKOMEHIAINI COMCKATEIIS;

- aHaJM3 JIOJDKHOCTH;

- aHaJIM3 MOTPEOHOCTH B HOBOM COTPY/IHHKE.

AJMMHHCTpPUPOBaHHE MPOLIECCOB U JOKYMEHTO000pOTa 00ecreueH s IepcoHalIoM
PaccmarpuBaembie BOIPOCHL:

- OI0JKET Ha TTOJI00P HOBOTO COTPYTHHUKA;

- BOTIPOCHI ISl TIPOBE/ICHHsI COOECeI0BaHMS;

- BOTIPOCHI JUIsl CHTYaIIHOHHOT'O HHTEPBBIO;

- rpadK BCTped U cobeceJOBaHNH;

- TOJDKHOCTHAsI MHCTPYKIUSI HHTEPBBIOEPA;

- TOJDKHOCTHAsI MHCTPYKIHUS XeIXaHTepa;

- 3aIPOC PEKOMEHAIIHIA;

- 3as1BKa Ha MoI00p TepcoHana;

- JINCT OLIEHKH MepCOoHaIa;

- OTYET O KaHJMJaTax, He MPOILIEeAINX cobece0BaHue;

- OTYCT O KaHAWJAaTaxX, BRIIICAINNX Ha pa60Ty.




/o

TemaTyka JTEKIMOHHBIX 3aHATUHN / KPAaTKOE COJIEpKAHNE

AJMUHUCTPUPOBAHKE MIPOIIECCOB U JOKYMEHTOOOOPOTA MPH MPOBEACHUH OLICHKH U

aTTeCTaluu IepcoHaia

PaccmarpuBaembie BOIIPOCHL:

- aKT aTTeCTalluH epCoHaa;

- IIOJI0KEHHE 00 aTTeCTalK IEPCOHAA,;

- IpuKa3 00 aTTecTaluy NepcoHaa;

- aHKETa aTTeCTyeMOTro0;

- aTTECTAI[OHHBIN JINCT, aTTECTA[OHHBIN OaHK, aTTECTAI[MOHHAS KapTa, aTTECTAl[MOHHBIN OTYET
COTpPYTHHKA;

- ObapHO-(haKTOpPHAS MaTPHIIA;

- OJIaHK aTTECTAINH 110 Pe3yNIbTaTaM UCTIBITATEIbHOTO CPOKA;
- BOIIPOCHI JUIsl COOECEI0BaHMS 110 KOMITETEHIIHSIM;

- rpad¥K NPOBEACHUS ATTECTALIMN COTPYAHUKOB;

- IIPUKa3 10 pe3yIbTaTaM aTTECTAllMH COTPY IHHUKOB,

- OJIaHK OLIEHKH;

- OJIOXKEeHHE 00 OIIEHKE IepCoHaa;

- OIIGHOYHBIE HHCTPYMEHTBHI.

AJMUHUCTPUPOBAHKE IIPOLECCOB U JOKYMEHTOO0OPOTA IIPU NMPOBEIEHNUHN OLIEHKH U

arrecTalnuu rnepcoHaia

PaccmarpuBaembie BONPOCHL:

- OJIaHK aTTECTaIMHU 110 Pe3yJIbTaTaM UCIBITATEIbHOIO CPOKA;
- BOIIPOCHI ISl COOECEI0BaHMUS 110 KOMITETEHIIHSIM;

- rpad¥K NpOBEACHUS ATTECTAIIMN COTPYAHUKOB;

- IIPUKa3 110 pe3yabTaTaM aTTECTALlMU COTPYIHUKOB.

AJMHHUCTPUPOBAHHE MPOIIECCOB U JOKYMEHTOOO0POTA MO Pa3BUTHIO U

npodeccuoHanbHOM Kapbepe, 00y4eHHnI0, aanTallli U CTaKUPOBKE NepcoHaia
PaccmarprBaeMbie BOTIPOCHI:

- welcome! TpenwuHr;

- TIOJTO’KEHHE 00 aJanTaliui COTPYTHUKOB;

- aHKeTa HOBOT'O COTPY/HUKA;

- aHKeTa MOJIOJIOTO CIIeIINAIINCTA,;

- BHYTPEHHEE MOJIOKEHHUE O CTAKUPOBKE;

- MIOJIOKEHHE O KaJ[POBOM PE3epBe;

- TI0JIOXKeHHe 00 00yUeHHH U Pa3BUTHH MEPCOHATA,

- 3aKJIIOYCHHE 00 aJanTaIii MOJIOJIOTO CICIHANCTA;

- MHANBHUIYATbHBIN TUTaH aJalTallii MOJIOJIOTO CICIIAANHCTA.

AJMUHUCTPUPOBAHKE IPOLECCOB U JOKYMEHTO00O0POTa IO Pa3BUTHUIO U

npodeccCHOHaIBHON Kapbepe, 00YUYEeHHUIO, alalTallii M CTA)KUPOBKE IIEpCOHaa
PaccmarpuBaembie BOIPOCHL:

- MHAVBHUIYaTbHBIH IUTaH aJalTallii MOJIOJIOTO CIEIIHANINCTA,

- MHCTPYKIIMH TI0 BBEACHHUIO B TOJDKHOCTh HOBBIX COTPY/IHUKOB,

- KHATa HOBMYKA KOMITAaHUH;

- IUCT aJlalTallny;

- OT3BIB KypaTOpa-HaCTaBHUKA O Pe3y/ibTaTax aJalTalii HOBOTO COTPYAHUKA;
- OTYET COTPYJHMKA MOCTIE MPOXOXKIEHUS alalTaluy;

- MaMsATKa HOBOMY COTPYJHHUKY;

- IUIaH aJanTaluy;

- TIOJIO’KEHNE O HACTABHUYECTBE;

- IporpamMmMa afanTtauyd HOBOTO COTPYIHHKA.




/o

TemaTyka JTEKIMOHHBIX 3aHATUHN / KPAaTKOE COJIEpKAHNE

AJMHHHCTPUPOBAHHE MPOIIECCOB U JOKYMEHTOO00POTA 110 BOIIPOCaM KOPIIOPATHBHOM

COHI/IaHLHOﬁ ITOJIMTHUKH

PaccmarpuBaembie BOIIPOCHL:

- TIOJIO’KEHHE O KaJpOBOH MOJIUTHKE;

- IPUKa3 O BBEICHUH B JIEUCTBUE KOPIOPATHBHOHN COIMAIbHOMN MOJUTUKU OpraHU3aluy;
- corylacue Ha 00pabOTKY MepPCOHANBHBIX IaHHBIX COTPYAHUKA;

- KOJUIEKTHUBHBIN 10TOBOP;

- MEXXPETHOHAIFHOE MEXXOTPACIIEBOE COTIIAIICHHE.
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AJMHHHCTpPUPOBAHHE MPOIIECCOB U JOKYMEHTOO00POTA 10 BOIIPOCaM KOPIIOPATHBHOM

COLIMAJIbHON ITOJIMTUKU

PaccmarpuBaembie BOIPOCHL:

- MIOJI0KEHHE O TOOPOBOJILHOM MEIUIIMHCKOM CTPaXOBaHHUH;

- CTpaxOBaHHE OT HECYACTHBIX CIIy4acB;

- CTpaxOBaHHE BBIEIKAIOIINX 32 PYyOEkK COTPYIHHUKOB;

- MOJI0KEHHE O TIPEOCTABICHUH IIyTEBOK B JIOMa OTAbIXa U CAHATOPHH;
- TIOJIOXKEHHE O TIPEJOCTABICHUH IyTEBOK B AETCKHE JIareps;

- IOPSIIOK KOMITEHCAIIMH MTPOE3/1a K MECTy PabOThI U COTOBOII CBSI3H.

11

AJMHHHCTPUPOBAHKE MPOIIECCOB U JOKYMEHTOO00POTA 110 BOIIPOCaM KOPIIOPATHBHOM

COLMAIIBHOW MOJUTUKHU

PaccmaTtpuBaeMble BOIIPOCHI:

- MOJI0KEHHE 00 00eCTIeUeHNH JKIITLEM OT/ICNIbHBIX KaTerOpuil COTPYIHUKOB;
- IOJIOKEHUE O JIBI'OTHBIX KpE€AUTax OT KOMIIAHUU,

- ITIOJIOKCHHUC O JOJICBBIX IICHCUOHHBIX B3HOCAX;

- TIOJIOKEHUE O NOIOJHUTEIBbHOM KOPIIOPATUBHOU [IEHCUM;

- TIOJIOXKEHHE O MOAJEPIKKE HOBBIX MPOCKTOB COTPYIHUKOB.

12

AJMUHUCTPUPOBAHKE MIPOLECCOB U JOKYMEHTO00O0POTa IO BOIIPOCAM KOPIIOPATUBHOM

COLMAIIBHOW MOJUTHUKHU

PaccmarpuBaembie BOIPOCHL:

- HarpajaHas 1noJIMTUKa,

- KOPIIOPATHBHBIE TIOOIIPEHHUS;

- TIOJIOKEHUE O MPUCBOCHUUN MMOYETHBIX 3BaHUH.

13

AI[MI/IHI/ICTpI/IpOBaHI/Ie MponecCcoB U I[OKYMeHTOO60p0Ta 110 BOIIpOCaM OpraHu3aluun

Tpy/Zla ¥ OIUIATHI IEPCOHANA
PaccmaTprBaemble BOIIPOCHI:

- IpaBWJIa BHYTPEHHETO TPYI0BOTO PAacHops/IKa;
- IIOJIOXKEHHE 00 oruIaTe Tpy/a;

- TOJDKHOCTHASI MHCTPYKIIHS.

14

AIIMI/IHI/ICTpI/IpOBaHI/IG MpoLeCCoOB U IIOKy'MCHTOO60pOTa I10 BOIIpOCaM OpraHu3anuu

TpyAda U OIUIATHI IIEpCOHAJIa
PaccmarpuBaembie BOIPOCHL:

- HHCTPYKIIMH 110 OXpaHe ¥ 0e30MacHOCTH TPYAa;
- IU1aH paboTHI;

- OTYET I10 pe3yJibTaTaM paboTbl;

- MIOJIOKEHHE O TI0/IPA3/IeTICHNH.

15

AIIMI/IHI/ICTpI/IpOBaHI/IG MpoLeCCOB U IIOKy'MCHTOO60pOTa I10 BOIIpOCaM OpraHu3anuu

Tpyda U OIUIATHI IIEpCOHAJIA
PaccmarpuBaembie BOIPOCHL:
- Tabenpb yuera pabodero BpeMeHH U pacueTa OIIaThl TPYaa;




/o

TemaTyka JTEKIMOHHBIX 3aHATUHN / KPAaTKOE COJIEpKAHNE

- INIATE)KHO-paCcYCTHASA BEAOMOCTD,
- paCUCTHBIC JIMCTKU,
- 32[pHJ'IaTHLII7[ IMPOCKT.

16

AI[MI/IHI/ICTpI/IPOBaHI/Ie IIpoLeCCOB U I[OKYMGHTOO60p0Ta I10 BOIIpOCaM OpraHu3alun

TpyZa U OIIaThI IICPCOHAIIA
PaccmarpuBaeMbIe BOIIPOCHL:

- rpaduk paboTHL;

- IITATHOE PACIIICAHUE;

- IPHUKA3bI O IIOOMIPEHUSX;

- IPHUKA3bI O BBIIIATE MAaTePUAIBHON TOMOIIY;

- IPUKa3bl 00 yepKaHUAX U3 3apaOO0THOH IJIaTHI.

4.2. 3aHATHS CEMUHAPCKOTO THUIIA.

[IpakTrueckue 3aHATHS

/o

Tematuka MPAaKTUICCKUX 3aHATHH/ KpaTKOC COACPIKAHNC

[IpakTuueckoe 3ananue "MapKeTUHIOBBIN IUIaH 10 NepcoHany"”
B PE3YJIbTATC BBIMMOJIHCHUSA NPAKTUYCCKOTO 3aJaHUs CTYJCHT IOJTYyYacT HaBbIKU CO3JaHU
MAapKETUHI'OBOI'O IUIaHA 11O NIEPCOHATTY.

[Ipaktrueckoe 3aganue "Kaaposerit muran"
B PE3yJbTATC BBIMIOJIHCHUA NPAKTUYCCKOTO 3aJaHUs CTYACHT I10JIYy1acT HABBIKU (I)OpMI/IpOBaHI/IFI KaapoBOI'O
IJ1aHa.

[Tpaktnueckoe 3ananue "[Ipoduns nomkaocTH"
B PE3YJIBbTATE BBIMIOJTHEHUA NPAKTUYCCKOTO 3aJaHUs CTYJCHT MOJIYyYacT HAaBBIKU T10 q)OpMI/IpOBaHI/IIO
MpOoGHISA TOMKHOCTH.

[Ipaktrueckoe 3amganue "[Ipodeccuorpamma”
B PE3yJbTATC BBINIOJIHCHHUA NPAKTUYCCKOTO 3aJaHUs CTYACHT I10JIYy4acT HABBIKU 110 q)OpMI/IpOBaHI/IIO
poQeCcCUOorpaMMBL.

[Ipaktrueckoe 3aganue "Pa3meniennas Bakancus"
B PE3YJIbTATE BBIMIOJTHEHUSA NPAKTUYCCKOTO 3aJaHUs CTYJCHT MOJIYyYacT HABBIKU I10 ¢)OpMI/IpOBaHI/IIO
pa3MenIeHHOM BaKaHCHH.

[Ipaktuueckoe 3ananue "Tpynosoil norosop"
B PEIYJIBbTATE BBIMIOJTHEHUA NPAKTUYCCKOTO 3aJaHUs CTYJCHT MOJTYy4YacT HaAaBBIKU T10 q)OpMI/IpOBaHI/IIO
TPYAOBOTO JOTOBOpA.

[IpakTuueckoe 3aganue "3ananue Ha UCHBITATEIbHBIA CPOK"
B PE3yJbTATC BBINIOJIHCHHUA NPAKTUYCCKOTO 3aJaHUsl CTYACHT I10JIYy1acT HABBIKU 110 Q)OpMHpOBaHI/IIO
3aJ1aHuA Ha HCIbITATEIIbHBIN CpOK.

[IpakTnueckoe 3aganue "Yek-IuCT UCTIBITATEILHOTO CpoKa"
B PE3YIBTATE BBIMIOJTHEHUA MPAKTHYCCKOTO 3a1aHUA CTYACHT ITOJIY4a€T HABBIKU 110 (pOpMI/IpOBaHI/I}O YCK-
JIMCTA UCIIBITATCIILHOI'O CpOKa.

[Ipaktuueckoe 3ananue "[lonoxenue 06 oxpane Tpyaa'"
B PE3yJbTATC BBIMIOJIHEHHUSA NPAKTUYCCKOT'O 3aJaHUs CTYJCHT I0JIYy4acT HaBbIKU 110 (1)0pMI/IpOBaHI/IIO
TIOJIO’KEHHUS1 00 OXpaHe TpyJa.

10

[TpakTueckoe 3ananue "llonoxxenue 06 ajanTay HOBBIX COTPYIHUKOB"
B PE3YIBTATE BBIMIOJTHEHUA NPAKTUYCCKOTO 3aJaHUA CTYACHT ITOJIYy4acT HABBIKU I10 ¢)OpMI/IpOBaHI/IIO
MIOJIOXKEHHUS 00 aJanTaIiii HOBBIX COTPYIHUKOB.
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11

[Ipaktuueckoe 3ananue "Ilonoxenue 06 omnare Tpyna”
B PE3YyJIbTATC BBIMIOJTHCHHUSA NPAKTUYCCKOTO 3aJaHUs CTYJCHT IOJIYy4acT HaBbIKU 10 (bOpMI/IpOBaHI/IIO
[OJI0’KEHHUS 00 OIlIaTe TpyAaa.

12

[TpakTuueckoe 3ananue "Ilonoxenue ob oreHke nepconana”
B PE3YyJIbTATC BBIMIOJIHCHHUSA NPAKTUYCCKOTO 3aJaHUs CTYJCHT MOJIYy4acT HaBbIKU 10 (bOpMI/IpOBaHI/IIO
OJIOXKEHUA 00 OLICHKE II€pCOHAaJIa.

13

[Ipaxtuueckoe 3axanue "Ilonoxenne o6 arrecranuu nepcoxana’
B pesynpraTe BRINOIHEHUS MPAKTHYECKOTO 3aJaHUs CTYICHT MOTydaeT HaBBIKU 110 (POPMHUPOBAHUIO
MTOJIOKEHHUS 00 aTTeCTaluu IepcoHala.

14

[IpakTnueckoe 3ananue "[lonoxxeHne o kKaaApoBOW MOJUTUKE"
B PE3YyJIbTATC BBIMIOJIHCHHUSA NPAKTUYCCKOTO 3aJaHUs CTYJCHT IOJIYy4acT HaBbIKU 10 (bOpMI/IpOBaHI/IIO
IIOJIOKCHHUSA O Kaz[posoﬁ ITIOJIUTHUKE.

15

[IpakTuueckoe 3ananue "[IpaBuiia BHyTpEHHETO TPYAOBOIO pacrnopsjaka”
B PE3yJbTAaTC BBIMIOJIHCHHUA NPAKTUYCCKOTO 3aJaHUs CTYACHT I0JIYy4acT HABBIKU 110 (I)OpMI/IpOBaHI/IIO
MIPaBUJI BHYTPEHHETO TPYIOBOTO pacnopsiKa.

16

[IpakTuueckoe 3ananue "YueHnueckuit 10rosop”
B PE3YJIbTATC BBIMIOJTHEHUSA NPAKTUYCCKOTO 3aJaHUs CTYJCHT OJIYy4a€T HABbIKU 11O (I)OpMI/IpOBaHI/IIO
YYEHHYECKOTO I0TOBOPA.

17

[TpakTueckoe 3aganue "llonoxxenue 06 00yueHUU U pa3BUTUU IIepcoHaa"
B PE3YJIbTATC BBIMIOJTHCHUSA NPAKTUYCCKOTO 3aJaHUs CTYACHT IMOJIYy4YacT HaBbIKU I10 q)OpMI/IpOBaHI/IIO
ITOJIOKEHUSI 00 O6y‘{€HI/II/I " pa3BUTUH IICPCOHAIA.

18

[Ipaktrueckoe 3aganue "[lonoxxkeHne 0 KOPMOPATUBHON COIMAIIBHON MOUTHUKE"
B PE3yJbTAaTC BBIMIOJIHCHHUSA NPAKTUYCCKOTO 3aJaHUs CTYACHT I1OJIYy4acT HABBIKU 110 (I)OpMI/IpOBaHI/IIO
ITIOJIOXKCHUA O KOpHOpaTPIBHOﬁ COHI/IaJILHOﬁ IIOJIMTHUKE.

19

[TpakTrueckoe 3aganue "PernmameHT 00 opraHuzanuu Tpyja nepconana"
B PE3YJIBbTATE BBIMIOJTHEHUSA NPAKTUYCCKOTO 3aJaHUs CTYJCHT MOJTYyYacT HAaBBIKU T10 q)OpMI/IpOBaHI/IIO
periaMeHTa 00 OpraHu3alKy TPy/ia nepcoHaa.

20

[IpakTuueckoe 3ananue "I'paduk oTmyckos”
B PE3yJbTATC BBINIOJIHCHHUA NPAKTUYCCKOTO 3aJaHUs CTYACHT I0JIYy4acT HABBIKU 110 q)OpMI/IpOBaHI/IIO
rpaduka OTIIyCKOB.

21

[IpakTuueckoe 3ananue "[lonoxxeHre o pa3penieHuu TPyA0BbIX KOHQIMKTOB, CIOPOB"
B PE3YJIbTATE BBIMIOJTHEHUSA NPAKTUYCCKOTO 3aJaHUs CTYJCHT IOJIYy4acT HABBIKU T10 (1)OpMI/Ip0BaHI/IIO
TIOJIOKEHHUSI O pa3pelIeHHH TPYAOBBIX KOH(QIUKTOB, CIIOPOB.

22

[Ipaktuueckoe 3ananue "l[1nan kagpoBoro ayaura komnaHuu"
B peSynLTaTe BBIITOJIHCHUA HpaKTI/I‘IeCKOI‘O 3a1aHUs CTyI[eHT HonyqaeT HaBBIKHU 110 q)OpMI/IpOBaHI/IIO IIJIaHA
KaapOBOT'O ay/iuTa KOMIIAHWH.

23

[Ipaktrueckoe 3aganue "[lonoxkeHne o CTAXKUPOBKE MepcoHana"
B PE3yJbTATC BBIMIOJIHEHHUSA NPAKTUYCCKOT'O 3aJaHUs CTYJCHT I0JIYy4acT HaBbIKU 110 (1)0pMI/IpOBaHI/IIO
IMOJIOKEHHUA O CTAXKMPOBKE MEPCOHAIA.

24

HpaKTI/ILIeCKOC 3aJaHucC "[TonoxxkeHwue o BHCIPCHNU WHOBAIIMOHHBIX METOJ0B

yIpaBJIeHUs TIEPCOHAIOM"
B PE3YIBbTATE BBIMIOJTHEHUA NPAKTUYCCKOTO 3aJaHUA CTYACHT ITOJIYy4acT HABBIKU I10 q)OpMI/IpOBaHI/I}O
TTOJIOKEHHMA O BHCAPCHU N MHHOBAIIMOHHBIX METOJI0B YIIPABJICHUSA IIEPCOHATIOM.

25

[TpakTueckoe 3aganue "OTuer B denepanbHbI NIEHCHOHHBIN poHT"
B pesyibTaTe BEIIOIHEHUS IPAKTHIECKOTO 3a/IaHNs CTYICHT IIOTydYaeT HaBbIKK 110 GOPMHPOBAHHUIO OTYETA
B (heqiepasibHbIH IEHCHOHHBIN (QOHI.
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26

[Ipaktudeckoe 3amanue "OTtuer B HOHA 00s13aTEIBHOTO MEIUIIMHCKOTO CTPaxOBaHUs"
B PE3YyJIbTATC BBIMIOJTHCHHUSA NPAKTUYCCKOTO 3aJaHUs CTYJCHT IOJIYy4acT HaBbIKU 10 (bOpMI/IpOBaHI/IIO oT4yeTa
B (l)OHZ[ 0053aTEILHOTO MCINIHUHCKOI'O CTpaxOBaHMs.

27

[TpakTuueckoe 3ananue "[lonoxenne o 100pPOBOTFHOM MEIUIIMHKOM CTpaxoBaHUU"
B PE3YyJbTATC BBIMIOJIHCHHUSA NPAKTUYCCKOTO 3aJaHUs CTYJCHT IOJIYyYacT HaBbIKU 10 (bOpMI/IpOBaHI/IIO
TIIOJIOKCHHSA O ,HO6pOBOJIbHOM MECIUITUHKOM CTanOBaHI/II/I.

28

[IpakTuueckoe 3ananue "IIpukasbl no nepconany"
B pesynbprare BRINOTHEHHUS MPAKTHYECKOTO 33JaHUS CTYIEHT MTOy4YaeT HaBBIKU 10 (OPMHUPOBAHUIO
MIPHUKA30B TI0 TIEPCOHAITY.

29

[IpakTnueckoe 3ananue "{0mKHOCTHBIE HHCTPYKIIMK"
B PE3YyJIbTATC BBIMIOJIHCHHUSA NPAKTUYCCKOTO 3aJaHUs CTYJCHT MOJIYy4acT HaBbIKU 10 (bOpMI/IpOBaHI/IIO
JOJIDKHOCTHBIX HHCT‘pyKHPIﬁ.

30

[IpakTuueckoe 3ananue "[lonoxxeHne o nMoaep>KKe HOBBIX IPOEKTOB COTPYIHUKOB"
B PE3yJbTAaTC BBIMIOJIHCHHUSA NPAKTUYICCKOTO 3aJaHUs CTYACHT I0JIYy1acT HABBIKU 110 q)OpMI/IpOBaHI/IIO
MOJIOKEHHUA O MMOAACPIKKEC HOBBIX MIPOCKTOB COTPYAHUKOB.

31

HOMGHKHaTypa ACT 1 CUCTEMA apXHUBHOT'O XpaHCHHA KaAPOBBLIX JOKYMCHTOB B

TpaHCHOpTHOﬁ KOMITaHNHN

Ha npakTuyeckoM 3aHATHUH paccMaTpUBaeTCs NpoLece pa3padOTKH U BEJACHUSI HOMEHKIIATYPBI /el
KaJpoBoH cirykO0bl. V3yuarorcs mpaBuiia GopMHUpOBaHHUS 1e) ¥ NPUHIUIIBI TOJrOTOBKH JTOKYMEHTOB K
apXUBHOMY XPaHEHUIO (3KCIEPTH3a LIEHHOCTH, ONUCH), C yI€TOM CPOKOB XpaHEHHUS Pa3IMUHBIX KaTeropuit
JIOKYMEHTOB. B pe3ynbTaTe NpakTHUECKOIro 3aHATUS CTYEHT [10J1y4aeT HaBbIK CUCTEMATU3ALUU KaJApOBOro
JOKyMEHTO0000pOTa, 00eCIIeYeHNSI COXPAHHOCTH 1 OIIEPATUBHOTO MOMCKA JOKYMEHTOB, IIOJATOTOBKH UX K
nepenaye B apXus.

32

Pa3pabotka cucremsl KPI s ciennanucToB 1o kaaApoBOMy aIMUHUCTPUPOBAHUIO B
TPAHCIIOPTHOM KOMITAHUH

[TpakTHyeckoe 3aHATHE MOCBSILEHO ONPEISNICHNIO KIIIOYEBbIX Moka3zaTelnei 3G dhekTHBHOCTH paboThI:
KOJIN4eCTBO 00pabOTaHHBIX JOKYMEHTOB 0e3 OIMO0K, COOMI0EHNE CPOKOB, OTCYTCTBHE 3aMEUaHHUH 1O
MIPOBEPKaM, YIOBIETBOPEHHOCTh BHYTPEHHUX KIHEHTOB (pyKoBoauTeeil). B pesynpraTte mpakTH4ecKoro
3aHATHUS CTYJIEHT IPHOOPETaeT HaBBIK OOBEKTUBHON OIIEHKH 3((HEKTUBHOCTH CBOEH pabOTHI M pabOTHI
MOAYUHEHHBIX, UcTioJib30BaHus KPI 11715 NOCTOSHHOrO yydllleHHs POLECCOB.

33

AYyTCOPCHHT KaJpOBbIX aIMUHUCTPATUBHBIX (PYHKIIUH B TPAHCIIOPTHON KOMITaHUU
[IpakTHueckoe 3aHsATHE MOCBAIIEHO aHaN3y 3¢ dexkTHBHOCTH nepenaun GyHKIMH (pacdeT 3apIuiaThl,
BEJ/ICHHE KaJI[POBOT'0 JIEJIONPON3BOJICTBA) HA AyTCOPCHHT. PaccmarpuBaloTes KpuTepun BeIOOpa
MOAPSITINKA ¥ KOHTPOJIb Ka4ecTBa. B pe3ynbpTare MpakTHUECKOTo 3aHATHS CTYICHTHI IOJydaT HaBBIK
NPUHATUSL 000CHOBAHHBIX PELICHHH 0 niepenaye GyHKINI 1 HABBIK YIIPaBJICHHS B3aUMOOTHOIICHUSIMH C
BHEUIHUM IIPOBAIEPOM.

34

ynpaBHCHI/Ie KaJApOBbIMH PUCKAMU YCPE3 AIMUHUCTPUPOBAHUC ITPOLCCCOB
TpaHCHOpTHOﬁ KOMITaHUH

Ha MPAaKTUYCCKOM 3aHATUU PACCMATPUBACTCS IPOLECC HHGHTH(bHKaHHH PUCKOB B TpaHCHOpTHOﬁ
KOMITaHUH (HeHOJ’IHHﬁ IMaKeT JOKYMEHTOB, IPOITYyCK CPOKOB, OIIMOKH B pacquax). CTyHeHT y4uuTcsa
BCTpauBATb KOHTPOJIbHBIC TOUYKH U YCK-JIUCTHI B PETJIAMCEHTBI TPOUECCOB AJI1 UX MUHUMMU3ALINU. B
pe3yibTare pa6OTLI Ha NPAKTUYCCKOM 3aHATUHN CTYJACHT NOJYHYa€T HABBIK IIPOAKTUBHOI'O BBIABJICHHUSA U
HUBCJIMPOBAHUS OIICPALUMOHHBIX KaJAPOBbIX PUCKOB B TpaHCHOpTHOﬁ KOMIIaHHWH.

35

AIIMI/IHI/ICTpI/IpOBaHI/IG 9JICKTPOHHOI'O apXuBa U obecrneucHUe COXPAaHHOCTH NOKYMCHTOB
B TpaHCHOpTHOﬁ KOMIIaHNU

Ha MMPaKTUYCCKOM 3aHATUHU PACCMATPUBAIOTCA NPUHIIAIIBI OPraHU3alui XPaAaHCHUA CKaHOB U OPUTMHAJIOB
OJICKTPOHHBIX TOKYMCHTOB, CII0COOBI BEJICHUA CUCTCMBbI PE3E€PBHOI'O0 KOMMPOBAHUA. KpOMC TOTO,
CTYACHTAMU U3YYACTC MPOLECC CO3/IaHusA pETIaMEHTa A0CTYIla U IpaBUjia obecreueHus IOpH,Z[H‘lCCKOﬁ
CHJIBI DJICKTPOHHOI'O apXHBa Ha NPOTKEHUUN BCETO CPOKA XPAaHCHUA. B pe3yabTaTe pa60TBI Ha
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QJICKTPOHHOI'O apXHBa, rapaHTI/Ipy}omeﬁ COXpPaHHOCTb U HCUBMCHHOCTb JTOKYMCHTOB.

TMPAKTUICCKOM 3aHATHU CTYJACHT ITOJTYYa€T HABBIK IIOCTPOCHUA 1 A AMUHUCTPAINA HaACKHOH CHCTEMBI

36 [YmopaBieHue U3MEHEHUSIMH B KaJPOBBIX MPOIeccax TPAHCIOPTHOM KOMITAHUU

Ha npaxTuueckoM 3aHSITHH pacCMaTPUBAIOTCS METOOJIOIHMH BHEIPEHUSI HOBBIX PErjlaMEeHTOB U NPOLECCOB
B TPAHCIOPTHOI KoMIauuu. V3yyaercst npouecc paboThl ¢ CONPOTHBIEHUEM IIEPCOHANIA, KOMMYHUKAIUU
W3MEHEHHH, 00y4IeHUs] HOBBIM TpolieypaM. B pe3ynpTrare paboThl Ha IPAKTUYECKOM 3aHATHU CTYJCHT
MOJTy4YaeT HaBBIK INIAHUPOBAHMS M PealM3allii N3MCHEHHH B aJMUHICTPATHBHBIX IpoIeccax
TPaHCIIOPTHOH KOMIIAHUH ¢ MUHUMAJIbHBIMHU TTOTEPSIMH U1 3(D(HhEKTUBHOCTH PabOTEHI.

4.3. CamocrosiTenbHas padboTa 00y4arOImuXCs.

Ne
Bua camocrositensHOM paboThI

n/m

1 |PaGota c nurepatypoi.

2 |[ToaroroBka K MPaKTUYCCKUM 3aHSATHSIM.

3 |CamocTosTensHOE U3yYeHHE TeM AUCIUILTHHBIL.

4 | BrlnonHeHue KypcoBoil paboThlI.

5 | [loaroroBka K MpoOMeKyTOYHOU aTTECTALIUU.

6 | [loaroroBka Kk TeKyeMy KOHTPOJIIO.

4.4. ITpumepHbIN IEpeUEHb TEM KYPCOBBIX padOT

1. Co3manne KOMIUIEKTAa KaIpOBBIX M AJMUHHUCTPATHUBHBIX

kommanuu "Bekrop miroc".

2. Co3maHue KOMITIEKTa KaJpOBBIX
KOMNaHuM " XyaHJIOKKOMIIaHU".

3. Co3maHve KOMILUIEKTa KaJpOBBIX
komnanuu "MOODCK".

4. Co3naHue KOMIUIEKTa KaJpOBBIX
KoMranuu "ArponpoMOaHk".

5. Co3nmaHue KOMIUIEKTa KaJpOBBIX
komnanuu "Kysbaccyroaspaspes".

6. Co3maHne KOMIUIEKTa KaJpOBBIX
komnanuu "TpaHcoHmaitH".

7. Co3maHve KOMIUIEKTa KaJpOBBIX
Kommanuu "Pemenus".

8. CozlaHne KOMIUIEKTa KaJpOBBIX
KOMIIaHuM "YpanaBaroH3aBos'.

9. Co3maHne KOMIUIEKTa KaJpOBBIX
kommianuu "Cummnexc-T".

AJIMHUHUCTPATUBHBIX

AIMUHUCTPATHBHBIX

AIMUHUCTPATHBHBIX

AJIMHUHUCTPATUBHBIX

AIMHUHUCTPATUBHBIX

AIMUHUCTPATHUBHBIX

AIMUHUCTPATHUBHBIX

AIMHUHUCTPATUBHBIX

JOKYMEHTOB

JOKYMEHTOB

JIOKYMEHTOB

JIOKYMEHTOB

JOKYMEHTOB

JOKYMEHTOB

JOKYMEHTOB

JOKYMEHTOB

JOKYMEHTOB



10. Co3naHue KOMIUIEKTa KaJpOBBIX W aJMUHHMCTPATUBHBIX JOKYMEHTOB
anexrpoaeno «Ilimanepuoey.

11. Co3manne KOMIUIEKTa KaJpOBBIX M aJIMHHHCTPATUBHBIX JOKYMEHTOB
JIOKOMOTHBHOTO JIETIO.

12. Co3maHue KOMIUIEKTa KaJpOBBIX M AaJIMHHHMCTPAaTUBHBIX JOKYMEHTOB
MOTOPBAroOHHOIO JIETIO.

5. Ilepeuenp wu3aHMM, KOTOpPHIE PEKOMEHAYETCS MCIOJIB30BaTh IIPH
OCBOEHUU JUCHUIUIUHBI (MOAYJIA).

11\/{?[ bubnmorpaduueckoe onucanue Mecro nocryna

1 Aoymamgze, . I'. lokymeHTaIlmoHHOE 00ecTIcUeHHE O6pa3oBarenbHas
yIOpaBlIeHUS IEPCOHANIOM : YYEOHUK U IPAKTUKYM JUIS mardopma FOpaiir [caiit].
By30B / JI. I'. Abynanze, U. b. Beimpsixkuna, B. M. — URL:
MacnoBa. — 3-e u3j., nepepad. u gorn. — Mocksa : https://urait.ru/bcode/536724
W3narensctBo KOpaiit, 2024. — 374 ¢. — (Briciiee (1%332 ;?)I;ZI)HCHMZ
obpaszoBanue). — ISBN 978-5-534-16669-9. — TexkcrT : o '
AJIEKTPOHHBIN

2 Kysznenos, 1. H. JlokymenTannonHoe odecnedeHme OO0pa3oBaTenbHas
yIOpaBlIeHUs IEPCOHANIOM : YYEOHUK U IPAKTUKYM JUIS miardopma FOpaiir [caiit].
By30B / U. H. Ky3nenoB. — 3-e u3na., nepepad. u 1om. — — URL:
Mocksa : U3natensctBo IOpaiit, 2024. — 397 c. — https://urait.ru/bcode/536192
(Biciiiee 06pasoanie). — ISBN 978-5-534-16692-7. — | (AaTa oOpamenus:

. 10.04.2024).

Tekcr : 27IeKTpOHHBIN

3 Hoponuna, JI. A. Opranu3anus u TeXHOJOTUS Oo0pasoBatenbHast
JIOKYMEHTAI[MOHHOTO obecrieueH s yrpasienus : yueouuk | mardopma FOpaiir [caiit].
U pakTukym Juis By30B / JI. A. Jloponuna, B. C. — URL:
WputukoBa. — 2-e u3n., nepepad. u gon. — Mocksa : https://urait.ru/bcode/536404
N3znarensctBo FOpaiit, 2024. — 270 ¢. — (Briciiee (1IC[)a(T)Z c;g};i;ueﬂm:
oOpa3zoBanue). — ISBN 978-5-534-16016-1. — TexkcrT : o '
AJIEKTPOHHBIN

6. IlepedyeHbp COBpeMEHHBIX MPOQPECCHOHANBHBIX 0a3 JaHHBIX U
WH()OPMAITMOHHBIX CIPABOYHBIX CHUCTEM, KOTOPHIE MOTYT HCIOJIB30BATHCS MIPH
OCBOEHUU JUCUUILIAHBI (MOAYJIA).

[Touckoseie cuctemnl Yandex, Mail (http:/yandex.ru/, http:/mail.ru/);

denepanbHBIl  00pa3oBaTENbHBIA TIOpTAT «IKOHOMHUKA. CoOlMONOTHS.
Meunemxment» (http:/ www.ecsocman.edu.ru/);

Hayuno-texuuueckas oudnuoreka PYT (MUUT) (http:/library.miit.ru);

AJIMUHHUCTPATUBHO-YIIPABICHYCCKUN nopran
(http://www.aup.ru/books/i002.htm);

Accornmarus KOHCYJIbTaHTOB 110 SKOHOMUKeE | yrpasienuto (http://akeu.ru).



7. llepedyeHb  JNHUIIEH3MOHHOTO W  CBOOOJHO  PaCHpPOCTPAHSIEMOTO
MpOrpaMMHOr0 OO€CTe4YeHus, B TOM YHCJIE OTEUECTBEHHOI'O MPOU3BOJICTBA,
HEO0OXOMMOTO JIJIS1 OCBOCHHMSI TUCTIUTUTAHBI (MOIYJIs).

1. Microsoft Internet Explorer (unu apyroit 6paysep);
2. OnepanuonHas cucrema Microsoft Windows;

3. Microsoft Office;

4. Microsoft Teams;

5. Windows Media Player.

8. Ormucanue MaTepHAIbHO-TEXHUUECKON 0a3bl, HEOOXOAUMON IS
OCYILIECTBJICHUSI 00pa30BaTEIbLHOrO Mpoliecca Mo JUCIHUILTHHE (MOJIYJIIO).

1. YdueOHble ayauTOpuu JUIsi TPOBEACHUS 3aHSITHH JIEKIIMOHHOTO THIIA,
OCHAII[CHHbIE KOMITBIOTEPHOM TEXHUKOW U HabopaMu JE€MOHCTPAIlMOHHOTO
000pyT0BaHUS.

9. ®opma pOMEKYTOUHOM ATTECTALINU:

3auer B 6 cemecTpe.
KypcoBas pabota B 6 cemectpe.

10. OuleHOUHBIE MAaTEpUAIIBI.

OreHOYHBIE MaTepHUANIBI, TPUMEHSIEMBIE TIPH TIPOBEICHUN MPOMEKYTOTHOU
aTTECTaIlMU, pa3padaThIBAIOTCSI B COOTBETCTBHH C JIOKAJIBHBIM HOPMATHBHBIM
aktrom PYT (MUUT).
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