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1. O6mue cBeaeHus O JUCHUIUIMHE (MOTYJIE).

[ensimu  ocBoeHUsST y4eOHOW TUCIUIUIMHBI SBISICTCS (POPMUPOBAHUE Y
CTYJICHTOB CHCTEMHOTO TIPEACTABJICHHUS O KaJpOBOM aIMHUHUCTPUPOBAHUH,
HEO0OXOUMOTO ISl OCYIIECTBICHUS MPO(PECCHOHATBHOM EATENbHOCTH, a TaKKe
HaBBIKOB TI0 COCTaBJICHUIO M O(OPMIICHUIO CIYKEOHBIX JOKYMEHTOB B CHCTEME
yIPaBJICHUS YEI0BEUYECKUMHU TIEPCOHAIIOM.

3amaun AUCHUIUIMHBI — YIIyOJIGHHE W Pa3BUTHE CUCTEMHOTO TOJX0Ja K
yIPaBICHUIO BOOOIIE U YITPABJICHUIO IEPCOHATIOM, B YaCTHOCTH, B TOM YHCIIE:

- I3YYHUTHh OCHOBHBIC TIOJIOKEHUS, PUHITUIIBI U TIOHSATHUS TUCIIATLINHB;

- YCBOUTH OCHOBHBIC HOPMATHBHBIC MPABOBBIC aKThI, PETIAMEHTHPYIONTHE
MOPSZOK U TIpaBUiia pabOThI C IEPCOHATIOM;

- W3yYUTh JIOKYMEHTAIlMOHHOE OOCCIEYCHHE MBIKCHHS TIepcoHaia B
OpraHu3allly;

- OCBOHUTH TOPAJOK W MpaBWiIa pa3padOTKU M BHEAPEHHUS KOPIOPATHBHBIX
CTaHJApTOB KaJIpOBOTO OOECHedYeHHsi, a TakKKe COCTaBJICHUS U 3aIllOJIHCHUS
OCHOBOIIOJIATAIOIIUX KAJAPOBBIX JIOKYMEHTOB, B TOM 4YHCJE, JIOKAJIbHBIX
HOPMATHBHBIX aKTOB I10 JIMYHOMY COCTaBY, OJJAHKETHBIX M IPYTHUX (OPM.

2. [Inanupyembie pe3ynbTaThl 00YUEHHS IO TUCHUILIINHE (MOIYIIIO).

[lepeuenp (GopMUpyeMBIX pe3yJbTaTOB OCBOCHHMsSI 00pa3oBaTEIbHOU
porpamMmsbl (KOMIIETEHIIUI) B pe3ysbTaTe 00y4eHUs 10 AUCHUILUIMHE (MOIYIIO):

OIIK-5 - Cpnoco0eH HCNOIb30BATh COBPEMEHHbIE HWH(OPMAIIMOHHbBIE
TEXHOJIOTUU Y TTPOTPAMMHBIE CPEACTBA NPU PEIICHUH MPOodeCcCHOHATBHBIX 3a/1a4.;

IIK-1 - CpoocobeH OCYyIECTBIATh JIEATCIBHOCTh 110  O0OCSCIECUYSHUIO
NIEPCOHAJIOM, B TOM YHUCJIE TUIAHUPOBAHUE, MOUCK, OTOOP U T000p TepcoHana, a
TaK)Ke€ aJIMUHUCTPUPOBAHHE TIPOIECCOB M JOKYMEHTOOOOpOTa OOECIECUCHHUS
MIEPCOHAJIOM C MPUMEHEHHEM COBPEMEHHBIX HH(POPMAITMOHHBIX TEXHOJOTHH.

OOGy4eHwue Mo JUCUUIUIUHE (MOIYJIIO) MPENOJaraeT, 4YTo Mo €ro pe3ybTaTam
oOyyarommuiicst Oyier:

Ymerb:

- BECTU YYeT U PETHCTPAIUI0 KaJIPOBBIX JOKYMEHTOB B MH(MOPMAIIMOHHBIX
CHUCTEMAX U HA MAaTEPUAIbHBIX HOCUTEIISIX;

- OpPraHU30BbIBATh XPAHEHUE KAJPOBBIX JOKYMEHTOB B COOTBETCTBUHU

c TpeOOBaHUSIMH TPYAOBOTO, ApXUBHOTO 3aKOHOAATENhCTBA Poccuiickoi
®denepanyy U JOKAUIbHBIMA HOPMATUBHBIMU aKTaMU OpTaHU3alluu;



- 0(OpMIIATH yUETHBIE JOKYMEHTBI, IPEIOCTABISIEMbIE B TOCYIaPCTBEHHbBIE
Oprasbl, Npo(eCCUOHAIBHBIE COI3bl M JApPYTrue IpPEeACTaBUTEIbHBIE OPIaHBbI
PabOTHUKOB;

- obecrnieuynBaTh  COXPAaHHOCTh  KOH(HJIEHUUAIbHONH  MH(pOpMaluu
(MCKITIOUUTBH CJI0BA «IIPU MPOBEAECHUU OLICHKN»);

- JaBaTh OOpAaTHYIO CBSI3b IO pE3yJbTaTaM MPOHIEHHBIX OLEHOYHBIX
MEpOIPUSATHH;

3HaThb:

- OCHOBBI TPY/I0BOTO IPABA;

- TpeOOBaHUS TOCYJAPCTBEHHBIX OpPraHOB IIPH IPOBEJICHHUH IPOBEPOK
OpraHu3alyii Mo BOIpOcaM KaJpoOBOro aAMUHUCTPHUPOBAHUS,

- BUJIBI KaJIPOBBIX IOKYMEHTOB, UX COJIEP>KaHUE M OCOOCHHOCTH 0()OPMIICHHUS
B 3aBUCHMOCTH OT CUTYallUu;

- QITOPUTMBI IPOBEJACHUS KaAPOBBIX MEPOTIPUSATHIA;

- OCHOBBI JOKYMEHTOO0OpOTa 1 JJOKYMEHTAIIMOHHOTO 00€CTICUeHUS;

- OpraHM3allii0 XpPaHCHHS JTOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSIMHU
TPYZ0BOTO, ApXUBHOTO 3aKOHOIaTENbCTBA Poccuiickon denepanuu;

Y JIOKQJIbHBIMA HOPMATUBHBIMHU aKTaMU OpPraHU3alNH;

- HOpsIoK mpenactaBieHus otyeTHoctd B [IOP, ®CC, MB/I, B cimyx0y
3aHATOCTH, HA TopTai Pabora B Poccuu u apyrue opransl

Baagers:

- TEXHOJIOTHSIMHM, METOJAaMHU M METOAMKAMHU TMPOBEJICHUS aHalu3a U
CUCTEMAaTU3ALMHU JOKYMEHTOB I10 JUYHOMY COCTaBY U MEPCOHAJBHBIX TAHHBIX;

- "HaBbikamMu pabotel ¢ EK ACYTP, cepBuCHBIM MOpTaJIOM, KapbepHBIM
noptaiom OAO «PXX», EAC/;

3. O6beM AUCIUTIIUHBI (MOITYJIS).
3.1. O6mias Tpy10€MKOCTh AUCIUTIIAHBI (MOTYJIs).

OOmasi TpyOEMKOCTh AMCHUIUIMHBI (MOAyJisA) coctaBiser 4 3.e. (144
aKaJeMHYeCKuX Jaca(oB).

3.2. O0bem guctUIUIMHBL (MOAYJsl) B (QopMe KOHTAKTHOM pabOThI
oOyJammmxcss ¢ MENarorTMYecCKUMH  padOTHUKaAaMU U (WIKM)  JIHUIAMH,
IPUBJIEKAEMBIMU K peain3aluy 00pa3oBaTesIbHOM MporpaMMbl Ha UHBIX YCIOBHSIX,
IIPU MPOBEJCHUHN YUEOHBIX 3aHITHI:

KonuuectBo yacos

Tun yaeOHBIX 3aHIATHI
Bcero | Cemectp Ne3

KonrakTHas paboTa Ipu npoBeIeHUN YUeOHBIX 3aHATHI (BCEro): 80 80




B tom uncie:

3aHATUA JTEKLUOHHOTO TUIIA 32 32

3aHATHS CEMUHAPCKOTO THITA 48 48

3.3. O6peM aucCHUIUIMHBL (MOAYJs) B (hOopMe CamMOCTOSITENBHOU pPabOTHI
oOydJarormuxcsi, a Takke B (opmMe KOHTAKTHOW pabOThl OOyYarOIIMXCS C
He1arornyecKuMu pabOTHUKAMU U (MJTN) JIMLIaMU, IPUBIIEKAEMBIMU K pean3aluu
o0pa3oBaTeNbHOW MPOrpaMMbl HAa HHBIX YCJIOBHUSIX, NpPU MPOBEACHUU
MPOMEKYTOUHOM aTTeCTAIlH COCTaBJIsIeT 64 akajeMuueckux yaca (oB).

3.4. ITpu oOy4eHnH 10 MHAUBUAYATLHOMY YIEOHOMY IIJIaHy, B TOM YHCIIC IPU
YCKOPEHHOM 00y4YeHWH, 00BEM JUCITUTUTHHBI (MOIYIISI) MOXKET OBITh Pealn30BaH
MOJIHOCTBIO B (POpPME CaMOCTOSITENFHOM pabOThl 00yUaIOUINXCs, a TakKe B hopMme
KOHTAaKTHOM pabOThl OOYyYalOIIUXCSl C MEAAroruHuecKuMu paOOTHUKaMU U (WIIH)
JUIAMU, IPUBIIEKAEMBIMH K peaiM3aliii 00pa30BaTEIbHOM MPOrpaMMbl Ha MHBIX
YCIIOBUSX, TIPY NMPOBEACHUHU MPOMEKYTOUYHOM aTTeCTallUU.

4. ConeprkaHue JUCIUTUIMHBI (MOIYJIA).

4.1. 3aHATHA TEKIIMOHHOTO TUIIA.

/ Temaruka JTEKIIMOHHBIX 3aHATHH / KpaTKOE COJIepIKaHUE
n/n

1 ITonsiTue AOKYMCHTAIIUOHHOT'O obecreyeHus YIIpaBJICHUSA IICPCOHATIOM
PaccmarpuBaemble BOIPOCHL:

- IOHSATHE TOKYMEHT.

- KIlaccu(UKays JOKYMEHTOB.

- yHUUKALUS U CTaHJapTH3AIHS JOKYMEHTOB.

2 |OpraHu3aiMoOHHO-PACTIOPSIUTEbHAS IOKYMEHTAIIHS.
PaccmaTpuBaemble BOTIPOCH:

- TpeGOBaHUS K 0(OPMIIEHHIO PEKBU3UTOB.

- OJTaHKU TOKyMEHTOB U TpeOOBAaHUSA K HUM.

- JIOKaJIbHO-HOMPATUBHbBIE aKThI.

- oopMIIEHHE TIPHUKA30B TI0 JINYHOMY COCTaBY

3 |CoctaB u BUIBI KaIpOBO JOKYMEHTAIIH.
PaccmaTpuBaemble BOTIPOCH:

- OPSIIOK 0(hOPMIICHUS TOKYMEHTOB IIPY TIpHEMe Ha padoTy.
- TOKYMEHTHUPOBaHHE ABIKEHHS EPCOHANA B OPraHU3alHH.
- JOKyMEHTHUPOBaHUE NPOLETyPHl YBOJIbHEHNS paOOTHHKA.

4 |Opranuzanus paboThl ¢ JOKyMEHTaMU
PaccmarpuBaemble BOIIPOCHI:

- TOKyMEHTOOOOpOT B OpTaHU3aIlny.
- HOMEHKJIaTypa AeJl.
- (opmupoBanwue ge.




TemaTuka JTEKIMOHHBIX 3aHATUHN / KpAaTKOE COJIEpKAHNE

JlokyMeHTHupOBaHHE ITpUeMa Ha paboTy
PaccmarpuBaeMbie BOTIPOCHL:

- OLieHKa TPYIOBBIX PECYPCOB.

- JlokyMeHTHpOBaHHE 0TOOpa MepcoHana.

- AHanu3 JOKYMEHTOB COMCKATEIS.

JIOKYMEHTBI 110 YCTaHOBJICHUIO TPYAOBBIX OTHOLLICHHI

PaccmarpuBaeMble BOIIPOCHI:

- [lepBruHBIe TOKYMEHTHI TPYAOYCTPOICTBA (3asBIIEHIE, aHKETa, aBTOOHOrpadus, pe3rome).

- JlokyMeHTHpOBaHHUE IPOLIEAYP 3aKITIOUYCHHS, U3MEHEHUS, IPEKPAILCHUS TPYAOBOTO I0T0OBOPA, y4eTa
pabouero BpeMeHH, IPEIOCTaBICHHS OTITYCKOB, HAIIPABJICHUS B CIy>KeOHBIE KOMaHIUPOBKH U CIIy)KeOHbIE
HOE3IKH.

- [lopsinok 3aKit04YeHus TPYIOBBIX JOTOBOPOB C TIOCTOSIHHBIMU ¥ BDEMEHHBIMHU PaOOTHUKAMH.

I[OKYMGHTI/IPOBaHI/Ie OIICHKHU ACATCIIBHOCTHU IIE€PCOHAIA.
PaCCManI/IBaeMLIe BOIPOCHI:

- COACPIKAHUEC OLCHKU.

- M€TOJbI OLICHKH. ATtTectamus NnepcoHag a: NOpsAaA0K NPOBEACHUA U Oq)OpMJ'IeHI/Ie.
- HOKYMCHTHPOBAHUC MCP MOOIIPCHUSA U B3bICKAHUS.

JloKyMEHTUpOBaHHE YyU€Ta U IBUKEHUS IEPCOHAIIA
PaccMarpuBaeMble BOIIPOCHL:

- Yuet paboyero BpeMeHH.

- OdopmIieHne nepeBoia, nepeMereHus, KOMaHMPOBaHUsl paOOTHHKOB.

- OdbopmIieHue oTIycCKa.

- OdopmIiieHre yBOJILHEHUS PAOOTHUKOB.

- OTBETCTBEHHOCTH paboTOAATEIS 32 HE3aKOHHOE YBOJIIFHEHHE PaOOTHHKOB.
- Benenrie BOMHCKOTO yueTa BOSCHHOOOS3aHHBIX PAOOTHUKOB.

I[OKYMGHTaJH)HOG B38,HMOI[CﬁCTBI/IG CO CTOPOHHHUMHM OpraHU3alUusIMn
PaccmarpuBaeMbie BOTIPOCHL:

- JlenoBble mucrMa.

- BzaumopeiictBue opranmzaiyu ¢ ['ocy1apcTBEHHOH CITy>K00# 3aHATOCTH, KaJIpOBBIMU areHTCTBaMH,
OpraHaMu 1o HaJ30py M KOHTPOJIIO 3a COOJII0/IEHHEM 3aKOHOIaTeIbCTBA O TPY/IE U OXpaHe Tpyla,
BOCHHBIM KOMHCCapHUaToM, [IeHCHOHHBIM (DOHIOM U JIp.

10

Opranu3anus XpaHeHHus! JOKYMEHTOB B CITy>KO€ yIIpaBiIeHUS IEPCOHATIOM.
PaccmaTpuBaemble BOTIPOCHI:

- IOJIrOTOBKA Ka/IpOBBIX JOKYMEHTOB K apXUBHOMY XPaHEHHIO.

- 9KcriepTHas komuccus. OpopMIeHHe ae.

- TEXHOJIOTHH, METObI U METOJMKH IPOBE/ICHNS aHAIN3a M CHCTEMaTH3aI[lK JIOKYMEHTOB 1 HH(popManuy;
- Iepefaya el Ha apXUBHOE XPaHCHUE.

11

KOHTpOJ’IB " TCKYyHICC XpaHCHUEC JOKYMCHTOB

PaccmarpuBaemble BOIPOCHL:

- [TocTaHOBKa JOKyMEHTa Ha KOHTPOJIb.

- [IpeaBapurenbHas mpoBepKa U PEryJIMpoOBaHUE X0Aa UCIIOJIHEHUS JOKYMEHTA.
- TpeGoBanust, npeIbIBISIEMBIE K 3ar0JIOBKaM JIEJI.

12

ABTOMaTH3a1Us IPOLECCOB JOKYMEHTAIMOHHOTO O0ECIeUeHus yIpaBiIeHHs
NIEPCOHAIIOM

PaccmarpuBaemble BOIPOCHI:

- METOJBI 00pabOTKM KaJAPOBOI JOKMEHTAIIHH.

- 001mast XapaKTepUCTUKA IPOTPAMMHOTO 00ECIICUEHHSI.

- CIleaIn3upoBaHHbIe porpaMMHusle IpoXykTel. EK ACYTP, cepBucHSbIi nopTai, KapsepHil mopTa
OAO «PXK][I», EAC/I;




4.2. 3aHATHUS CEMUHAPCKOTO THUIIA.

Hp AKTHYCCKHUC 3aHATHI

/o

Tematuka MPAKTUICCKUX 3aHATHH/ KpaTKO€ COACPIKAHUC

[ToHsTHE TOKYMEHTAIIMOHHOTO 00ECTICUCHHUS YIIPABIICHHSI IIEPCOHATIOM
3amanue "CocTaBbTe IepeueHb U YKAKUTE QYHKIINN OpPTraHU3alMOHHO-PaCTIPEICITHTEIEHON
JOKYMEHTAIHH, KOTOpas UCIIONB3yeTCs B KaIPOBOM JIeJOIPOU3BOACTBE"

B pesynbTaTe BBIIOTHEHHS 3aJaHHs 00yYalOUecs: CHCTEMaTU3UPYIOT U 3aKPEIUIIOT YMEHHS
o(hopMIICHHS OPraHN3aLNOHHO-PACTIOPSAAUTENEHOH JOKYMEHTa UK

OpFaHI/I3aHI/IOHHO'paCHOpHHI/ITCHBHaﬂ JOKYMCHTAIllU.

3aganne "CocraBpTe 00U OIaHK U OlaHK mucbma'.

B pe3ysbTaTe BRINOIHEHUS 3a1aHus O0YYAIOIIMECs OBIAaICBAIOT HABBIKOM pa3paboTKu OJIaHKOB
JIOKYMCHTOB.

Opranu3aliOHHO-PACIIOPSAUTENIbHAS IOKYMEHTALIUS.

3ananue "CocTaBbTe NPOEKT HHCTPYKLMH 110 KaJPOBOMY AEJIONPOU3BOACTBY"

B pesynbTaTe BRINOTHEHHS 33aHHUS 00Yy4JalOIIHECs OBIAEBAIOT HABBIKOM pa3paOOTKH OpTaHU3aAOHHON
JOKyMEHTAIN

OpFaHI/ISaI_[I/IOHHO'paCHOpHI[I/ITCJ'ILHaH AOKYMCHTaI M.
3ananue "[Ipoananusupyiite npodeccnoHanbHbII cTanAapT"
B pesynbraTe BHINONHEHHMS 3aJaHKsI O0OyUarOIIHecss HAyYUTCs padoTaTh ¢ Npo(ecCHOHANBHBIM CTaHAaPTOM

Opranu3alioOHHO-PACTIOPSIAUTENIbHAS IOKYMEHTAIIUS.

3amanue "CocTaBbTE MPOCKT JODKHOCTHON HHCTPYKIIMH Ha OCHOBE MPO(eCCHOHAIBHOTO cTaHaapTa'
B pesynbTate BRITOTHEHHS 3aAaHHS 00yYaIOIIMECs OBIAEBAIOT HABBIKOM Pa3pabOTKH JOJKHOCTHOM
MHCTPYKTIIUH HA OCHOBE NMPO(ECCHOHATBHOTO CTaHAapTa

OpFaHI/ISaI_[I/IOHHO'paCHOpHI[I/ITCJ'ILHaH AOKYMCHTaI M.

3ananue "CocTaBbTe MPOEKT MpHKa3a 0 OCHOBHOM JesTeILHOCTH"

B pesynbraTe BHINONHEHHMS 3aJaHKsI OOYUAIOIIHECs OBJIAAEBAIOT HABBIKOM pa3paboTKU pacropsIUTENbHON
JOKYMCHTallun

Opranu3aluoHHO-PACTIOPSIUTENbHAS TOKYMEHTAIIHS.

3ananue "CocTaBbTe NPOEKT AOKIAAHOM 3anucKu"

B pe3ynpraTte BRINOTHEHUS 3a1aHUsI 00YUJAIOIINECs OBJIaICBAIOT HABBIKOM pa3pabOTKH CIIPaBOYHO-
HHPOPMATIIMOHHON TOKYMEHTAIUN — JOKJIATHON 3alACKH

CocraB n BUbI KaﬂpOBOﬁ JAOKYMCHTAIUH.

[enosas urpa "JlokyMeHTHpOBaHHE PEKPYTHHTA IepcoHana"

B PEIYIbTATC BBINIOJTHCHUSA 3a1aHUA o6yqa}ouu/1ec;1 JOJIKHBI HAYUYUTHCS COCTABJIATDL U O(I)OpMJ'IHTB
JIOKYMEHTHI ITpH o100pe IepcoHaa

Opranuzanus padoThl C TOKYMEHTaMU

3aganue "OdopMuTe B MICHbMEHHOM BH/IE OT3BIB HAa paOOTHHKA, ITOJUIEXKAIIET0 aTTeCTaluH (Ipodeccus,
JIOJDKHOCTB, NPEATIPUSTHE, cdhepa JeITeTbHOCTH BEIONPAIOTCS 110 COOCTBEHHOMY YCMOTPEHHIO)"

B pesynbTaTte MpakTHYECKOTo 3aHATHS CTYACHT 3aKpeIuIsieT HaBbIKK 0pOPMIICHHS IPOLIETYP OLCHKH U
aTTeCTalMy IepcoHaIa

10

JlokyMeHTHupoBaHHE ITpUeMa Ha paboTy

3amanne "Odopmure npuem Ha padboTy"

B pesynprate mpakTHYECKOTO 3aHATHS CTYACHT 3aKpeIUIIeT HABBIKK M YMEHHUS 0(OpMIICHHS ITpreMa Ha
paboty

11

HOKyMeHTI)I 10 YCTaHOBJICHHUIO TPYAOBBIX OTHOIIEHUH

3aganue "OGopMHUTb CPOUHBIH TPYI0BOM 10TOBOP"

B pesynbTare npakTUYECKOTO 3aHITHS CTYAEHT 3aKpEeIUIAeT HaBBIKU COCTABICHUS HOMEHKJIATYPHI €1 B
OpraHu3aIuu




/o

TemaTuka MpaKTUYECKUX 3aHATUI/KpAaTKOE COlepKaHHe

12

JIOKyMEHTBI 110 YCTAHOBJICHUIO TPYAOBBIX OTHOLLECHUMN

3aganue "AHanu3 CTPYKTYpbI IPaBUJI BHYTPEHHETO TPYIOBOI0O pacnopsaka'

B pesynbTare npakTHUECKOT0 3aHATHUS CTYACHT Y3HACeT CTPYKTYpPY NPaBMW BHYTPEHHETO TPYABOTO
pacrnopsiika OpraHu3alii ¥ 0COOEHHOCTH COJCPIKaHMsI JaHHOTO JOKYMEHTA.

13

I[OKYMGHTI)I I10 YCTaHOBJICHHUIO TPYAOBBIX OTHOIIIEHUI

3amanue "3amonHeHNe, BeIEHUE U XPaHEHUE TPYAOBBIX KHIKEK"

B pesynbTate MpakTHYeCKOTo 3aHATHUSI CTYACHT OyIeT 3HATh 0OCOOCHHOCTH 3allOTHECHUSI, BEICHUS 1
XpaHEHHS TPYJIOBBIX KHIKEK.

14

I[OKYMCHTBI 10 YCTAaHOBJICHUIO TPYAOBBIX OTHOIIICHUH

3ananue "OcoOeHHOCTH BEJICHUS JEKTPOHHBIX TPYIOBBIX KHIDKEK"

B pesynbTaTte npakTHYECKOro 3aHATUS CTYACHT OYAeT 3HaTh OCOOCHHOCTH BEICHHS dJIEKTPOHHBIX
TPYJOBBIX KHH)KEK.

15

I[OKYMGHTI/IpOBaHI/Ie OLCHKU ACATCIIBHOCTU IIE€PCOHAIA.

Ketic "IenmoBas oreHKa mepcoHana"

B pe3ynbpTaTe NIpakTHYECKOTO 3aHATHS CTYACHTHI ()OPMHUPYIOT HABBIKH JOKYMEHTAJIBHOTO O(opMIIeHHS
NPOLEAYPHI ATTECTAllUK IIepCoHaa

16

JlOKyMEHTHpOBaHHE yU€Ta U IBUKEHUS IEPCOHAIIA
3ananue "OdopmuTh Tabenb yuera pabouero BpemeHn"

B pesynbpraTe npakTH4eCKOro 3aHATHA CTYIEHT ()OPMHUPYIOT HABBIKA KOHTPOJIS ¥ yyeTa paboyero BpeMeH!

17

]_IOKYMeHTI/IpOBaHI/Ie y4€Ta U ABUKCHUS IIEPCOHAIA
3ananue "Odopmuth rpaduk oTImycKkoB"
B pe3ysbTaTe MpakTHYECKOro 3aHATHS CTYICHT GOPMUPYIOT HaBBIK 0OpMIICHHs rpadrKa OTILyCKOB

18

,Z[OKYMGHTaJII)HOG B38,HMOI[CﬁCTBI/IG CO CTOPOHHHUMHM OpraHU3alUusIMn

3amanne "CocTaBbTE MPOEKT CIYKEOHOTO MUchMa"

B pesynbTate BeITOTHEHHS 3aAaHIs o0y4Jaromuecs (OpMUPYIOT HABBIKH pa3padOoTKH U 0popMIICHHS
CIIy»)eOHOTO THChMa.

19

I[OKYMGHT&]'IBHOC BSaHMOﬂCﬁCTBHC CO CTOPOHHHUMH OpraHU3alUuAIMHU

3amanue "OGopMUTH TUCHMO B CIYKO0y 3aHATOCTH IO MOBOy MAacCOBOI'O COKpallieHus repconaia”
B pesynpTate npakTHUECKOT0 3aHATHA CTYACHT GOPMUPYIOT HABBIKM IPHUMEHEHHS JIETI0OBOTO CTUIIS B
MHUCEMEHHOM OOIIEHHH CO CTOPOHHUMH OPTraHU3alUsIMU

20

Opranuzanus XpaHeHHus! JOKYMEHTOB B CITY>KO€ yIpaBiIeHHS TIEPCOHATIOM.

3amanue "OGopMUTH THYHOE JET0 COTPYIHUKA"

B pesynbTaTte MpakTHYECKOTo 3aHATHS CTYACHT 3aKpeIUIsieT HAaBbIKM BEACHHS U XpPaHEHUs JINYHBIX JIeTT
pPabOTHUKOB

21

ABTOMaTI/I3aI_II/I$I mponecCcoB JOKYMCHTAIITMUOHHOT'O obecneueHust YIpaBJICHUA

NIEPCOHAIIOM

3amanue "[IpoBecTr CpaBHUTENBHBIN 0030p nporpamm no aproMatusanuu JOVII"

B pe3ynpTaTe NIpaKTHYECKOTO 3aHATHS CTYACHT (OPMHUPYET HABBIKK O(OPMIICHHS JOKYMEHTAIUH C
UCIIOJIb30BAaHUEM aBTOMATH3UPOBAHHBII CHCTEME

4.3. CamocrosiTenbHas paboTa 00yJarommxcs.

Bun camocrosTensHO# paboThI

W3yueHune AONOIHUTENBHON IMTEPATyPhI

HO}IFOTOBK& K IPAKTUYCCKHUM 3aHATHAM.

IToaroToBKa K MPOMEXKYTOYHOM aTTECTALMH.




4 | IloaroToBka K TeKyIIeMy KOHTPOJIIO.

5. IlepeueHp wu3MaHWM, KOTOpPHIE PEKOMEHAYETCS MCIIOIb30BATh IIPU
OCBOCHUU JUCHUILIUHBI (MOYJIA).
Ne

) bubnumorpaduueckoe onucanue Mecro nocrymna
n/m
1 | JlokymMeHTaunoOHHOE 00ecreueHne yIpaBIeHUs URL:
TIEPCOHAJIOM : YUeOHHK U IPaKTUKyM st By30B / JI. I https://urait.ru/bcode/477699
Abynanze, U. b. Bemmpspkkuna, B. M. MacnoBa. — 2-¢ (nara obpamenus:
01.06.2024)

u3., nepepad. u gon. — Mocksa : U3garenbctBo FOpaiir,
2021. — 370 c¢. — (Bricmiee oopazoBanue). — ISBN 978-
5-534-14486-4. — TekcT : DIEKTPOHHBIH //
O6pazoBarenbHas mnatdopma FOpaiitr Ab6ynanze, /1. T
Mocksa : U3znarensctBo FOpaiit, 2021.

2 | lokymMeHTaIMoHHOE 00eCTIeYeHHE YIPABICHHS URL:
nepconanom Kysuenos H.M. Mocksa: M31aTenscTBO https://urait.ru/bcode/487704
Opaiit — 393 ¢. — (Bbiciee oGpasoBanue). — ISBN 978- | (1aTa obpamenmus:
5-534-14830-5. — TeKcT : 2NeKTPOHHBIH // 01.06.2024).
O6pazoBarenbHas mnatdopma FOpaiit [cailr]

3 | Opranusainus U TeXHOJIOTHS JOKYMEHTAIHOHHOTO URL:
obecrieuenus ynpasnenus Jlopornna JI. A., Mputukosa B. | https://urait.ru/bcode/468850
C. Mocksa : M3narensctBo IOpaiit, 2021. — 233 ¢. — (nara obpamenus:
(Beiciee obpasosanue). — ISBN 978-5-534-04568-0, — | 01.06.2024).

Texkcr : anexTpoHHEIH // O6pa3oBarenbHas maThopma

FOpaiir

6. IlepeueHb COBpEMEHHBIX MPOPECCHOHANBHBIX 0a3 JaHHBIX U
MH(POPMAILIMOHHBIX CIIPABOYHBIX CHUCTEM, KOTOpPbIE MOTYT HCIOJIB30BaThCS IPH
OCBOEHUU JIUCUUIUIMHBI (MOZYJIS).

Odunuaneuseiii caiit PYT (MUUAT) (https://www.miit.ru/).

Hayuno-texaunueckas onbnuorexa PYT (MUUT) (http:/library.miit.ru).

Oo6pa3zoBarenbHas miatdopma «kOpaiit» (https://urait.ru/).

OO61ure nHpopMaMOHHBIE, CIIPABOYHbBIE U TOUCKOBBIE CUCTEMBbI

«Koncynsrant [lmoc», «I'apanTy.

7. IlepeuyeHp  JUIEH3UOHHOIO H  CBOOOAHO  PACIPOCTPAHSIEMOTO
MPOTPaMMHOr0 OOECIeUYeHUsI, B TOM YHCJIC OTEUCCTBEHHOI'O IPOM3BOJICTBA,
HEO0OXOIMMOT0 /I OCBOCHUS JUCIUTIIMHBI (MOTYJIs).

Aunnekc. bpaysep (wim apyroii Opaysep).
Omneparonnas cucrema Microsoft Windows.



OducHsiii naket npunoxxenuit Microsoft 365 u npunoxenns Office.

8. OmnucaHue MaTepUaqIbHO-TEXHUYECKOW 0a3bl, HEOOXOAMMOW st
OCYILECTBJICHUSI 00pa30BaTEIbLHOTO Mpoliecca Mo TUCIUILUIMHE (MOIYIIIO).

Jlnst  mpoBeAeHUST JIGKITMOHHBIX 3aHATHHA HEOOXOIWMa ayJauTOpHs C
MyJIbTUMENA annaparypoil. Jljis npoBeneHus MpakTUYECKUX 3aHATUN TpeOyeTcs
ayIMTOpHsi, OCHAIlleHHass MylbTuMmenua anmaparypoid u I[IK ¢ HeoOXomumbiM
IPOrpaMMHBIM 00€CTIeUeHUEM, U TTOJKIIOYEHHEM K CETH UHTEPHET ISl paboThI B
JTUCTAaHIIMOHHOM (popmare.

9. ®opma nMpomMeKYyTOYHOU aTTEeCTaIUU:

DK3aMeH B 3 ceMecTpe.

10. OueHouHbIE MaTEpHUAIIBI.

OreHOYHBIE MaTepPHUANTBI, TPUMEHSIEMBIE TIPH TIPOBEICHUH TTPOMEXKYTOTHOM
aTTeCTallui, pa3padaThIBAlOTCA B COOTBETCTBUHU C JIOKAJIbHBIM HOPMATHBHBIM
aktom PYT (MUUT).



ABTOpBI:

CTapIIUi pernoaBarenb KaQeapsol
«DKOHOMHKA TPYJa U yIPaBICHUE

YeJIOBEYECKUMHU PECypcaMuy B.I'. BopoObeBa
CoracoBaHo:
3aenyrommii kaheapont DTuyYUP N.A. Enumkux

[Ipencenarens yueOHO-METOIUUECKOM
KOMHUCCHUU M.B. Unixaags



