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1. O6mue cBeaeHus O JUCHUIUIUHE (MOJTYJIE).

[enstmu ocBoeHUsT y4eOHOW ITUCIMIUIMHBL SIBISETCA (OPMHUPOBAHUE Y
CTyACHTOB CHCTEMHOIrO TMPEJACTABICHUS O KaJpOBOM aJMUHHUCTPUPOBAHUH,
HEO0OXOIUMOTrO JIJIsl OCYHIECTBICHUS MPOo(eCCUOHATBLHON IeATeTbHOCTH, a TaKKe
HABBIKOB 110 COCTABJICHUIO U O(OPMIICHUIO CIYKEOHBIX IOKYMEHTOB B CHUCTEME
YIIPABJICHUSI YE€IIOBEUYECKUMHU PECYPCAMU.

3ajauyn AUCHUIUIMHBI — YIJIyOJICHHE W PAa3BUTHE CUCTEMHOIO MOJXO0Ja K
YIpaBIEHUIO BOOOIIE U YIPABICHUIO YEIOBEUECKUMH PECypcaMu, B YaCTHOCTH, B
TOM YHUCJIE:

- U3YYUTh OCHOBHBIE TIOJIOKEHHUS, IPUHIUIIBI ¥ OHITUS JUCHUILINHBL

- YCBOUTh OCHOBHBIC HOPMATHBHBIE IIPABOBBIE AKThI, PETJIAMEHTUPYIOLIUE
HOPSZOK U IpaBuiia pabOThI C IEPCOHATIOM;

- OCBOUTH NOPAJOK W MIpaBWiIa pa3padOTKU M BHEAPEHHUS KOPHOPATHBHBIX
CTaHAAPTOB KaJIpOBOr0 OOECHEYEHHs, a TaKXKE COCTaBICHUS M 3aIllOJHEHHS
OCHOBONOJIATAIOIINX  KAaJAPOBBIX JOKYMEHTOB, B TOM YHCIE, JIOKAJIbHBIX
HOPMAaTHBHBIX aKTOB I10 JIMYHOMY COCTaBY, OJJAHKETHBIX U JIPYTUX (POPM.

2. [Inanupyembie pe3ynbTaThl 00YYEHHS MO TUCHUILIIMHE (MOIYJIIO).

Ilepeuenp (GopmMUpyeMBIX pe3yJbTaTOB OCBOCHHUS 00Opa3oBaTENbHOU
porpamMmsbl (KOMIIETEHIIUI) B pE3yIbTaTe 00yUeHHUs 10 AUCHMILTUHE (MOIYIIO):

OIIK-5 - CrnocobeH WHCMOIB30BaTh COBPEMEHHbIE WH(MOPMAIIMOHHbBIE
TEXHOJIOTMH U IPOrpaMMHBIE CPEJICTBA IIPU PEIICHUHU MPOPECCHOHATIBHBIX 3a/1a4.;

IMIK-1 - CpoocobGeH oOCyLIECTBIATh JEATEIbHOCTh 1O O0ECHEeYEHUIO
MEPCOHANIOM, B TOM YHCIIE TUNIAHUPOBaHUE, MOUCK, OTOOP M moAdop mepcoHasa, a
TaK)Ke aJMUHUCTPUPOBAHUE TMPOILECCOB U JOKYMEHTOOOOpOoTa obecredeHus
MIEPCOHAIOM C MPUMEHEHHEM COBPEMEHHBIX WH()OPMAIIMOHHBIX TEXHOJIOTHIA.

OOyueHnue 1Mo JucIUIUInHE (MOJIYIIIO ) IPEIIoIaraeT, 4To 1Mo ero pe3yJibraraM
oOyyarommiicst Oyier:

Ymern:

- BECTH yY€T W PETUCTPAIlUI0 KaJPOBBIX JIOKYMEHTOB B MH(POPMAIIMOHHBIX
CHUCTEMAX U Ha MAaTepUAIbHBIX HOCUTEIISIX;

- OpPraHU30BbIBATh XPAHEHUE KAJIPOBBIX JOKYMEHTOB B COOTBETCTBUHU

C TpeOOBaHUSIMU TPYJOBOTO, apXMBHOTO 3aKOHOAATENbCcTBa Poccuiickoit
denepanuu U JOKAUIbHBIMA HOPMATUBHBIMU aKTaMU OPTaHU3alUY;



- 0(bOpMJIIATH yUETHBIE JOKYMEHTBI, IIPEIOCTABISEMbIE B TOCYIaPCTBEHHbBIE
oprasbl, Npo(ecCHOHANbHBIE COIO3bl M JApPyTrHe MPEACTaBUTEIbHBIE OPTaHbI
PabOTHUKOB,

- o0ecrnieunBaTh  COXPAaHHOCTh  KOH(HIEHIMANBHON  WH(pOpMAIUU
(MCKJIIOUUTH CJIOBA «IIPU MPOBEACHUN OLICHKNY);

- JaBaTb OOpaTHYIO CBSI3b [0 pE3yJibTaTaM NPONACHHBIX OLEHOYHBIX
MEPONPUATHUH;

3HaTh:

- OCHOBBI TPYAOBOTO MPABa;

- TpeOOBaHUS TOCYJAPCTBEHHBIX OPraHOB NPH MPOBEICHUU IPOBEPOK
Opra”Hu3alyi Mo BOIpocaM KaJapoOBOro aAMUHUCTPHUPOBAHUS,

- BUJIBI KaJIPOBBIX JIOKYMEHTOB, UX COJIEp>KaHUE U OCOOEHHOCTH 0(OPMIICHHUS
B 3aBUCHUMOCTH OT CUTYaIlUH;

- AJITCOPUTMBI IPOBEICHUS KaJIPOBBIX MEPOIIPUSITUH;

- OCHOBBI JIOKYMEHTOO0OPOTa U JIOKYMEHTAIIMOHHOTO 00€CIIeUeHUS;

- OpraHM3alMi0 XpPaHEHHS JIOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSIMU
TPYJ0BOIr0, apXMBHOTO 3aKOHOIaTeNIbcTBAa Poccuiickoit deaepannu;

Y JIOKaJbHBIMA HOPMATUBHBIMU aKTaMU OpraHU3alluu;

- HopsnoK mpenactaBieHus otdeTHOocTd B [IDOP, ®CC, MBJI, B cioyx0y
3aHATOCTH, HA TIopTai Pabora B Poccuu u apyrue opranbl

Baaners:

- TEXHOJIOTHSIMM, METOAAMU M METOAMKAMHU IPOBEICHMs aHalu3a U
CUCTEMATU3ALMHU JOKYMEHTOB 110 JUYHOMY COCTaBY M MEPCOHAIBHBIX JaHHBIX;

- "HaBbikaMu pabotel ¢ EK ACYTP, cepBHCHBIM MOPTaJIOM, KapbepHBIM
nopraiiom OAO «PXI», EAC/;

3. O6beM AUCITUTIIUHBI (MOTYJIs).
3.1. O6m1as Tpy10€MKOCTh AUCIUTLIAHBI (MOIYJIs).

OOmast TPyIOEMKOCTh AUCIHUIUIMHBI (MOIyJisi) coctaBisieT 4 3.e. (144
aKaJeMHYEeCKuX Jaca(oB).

3.2. O6bem guctuIuMHBl (MOAyJsl) B (opMe KOHTAaKTHOW paboThI
oOyyarommxcsi C  MeJarorM4ecKuMu  paboTHUKaMU ©  (WIM)  JIMIAMH,
MPUBJICKAEMBIMHU K peau3alii 00pa30BaTeIIbHON MPOTrpaMMbl Ha HHBIX YCIIOBHUSX,
IIPY MIPOBEJICHUYN YUCOHBIX 3aHITHI:

KonuuectBo yacos

Tum yueOHBIX 3aHATHI
Bcero | Cemectp Ne3

KonrakTHas paboTa Ipu npoBeileHUN y4eOHBIX 3aHATHH (BCEro): 80 80




B Tom uucie:

3aHATUA JTEKLIUOHHOTO TUIIA 32 32

3aHATHSI CEMUHAPCKOTO TUTIA 48 48

3.3. O06beM auCHUIUIMHBL (MOIyYJiA) B (OpMEe CaMOCTOSITENIbHOM padOThI
oOyyarommxcsi, a Takke B (opMe KOHTAKTHOH pabOThl OOydYaroOlmIUXCs C
neAarornyecKuMu pabOTHUKAMU U (WJIH) JIMIIAMU, IPUBJIEKAEMbBIMH K peaTn3aliu
oOpa3oBaTeNpbHOM MpOrpaMMbl HA HWHBIX YCIOBUSIX, TMPU MNPOBEACHUU
MIPOMEKYTOYHOM aTTECTAIIMU COCTaBIIAET 64 akaJleMHUYECKUX yaca (OB).

3.4. ITpu oOy4eHuu o UHAUBUAYATLHOMY Y4€OHOMY ILJIaHY, B TOM YHCJIE IPU
YCKOPEHHOM O0Y4YE€HHH, 00BEM JTHUCHMUILUIMHBI (MOJYJIsI) MOXKET OBITh peaIn30BaH
HOJHOCTBIO B (hOpME CaMOCTOATEIbHON pabOThl 00yJaromuxcs, a Takxke B popme
KOHTaKTHOW padOThl OOy4YaIOMIMXCA C MEJAaroruuecKuMu pabOTHUKAMHU U (WJIN)
JUIAMH, TIPUBIIEKaEMbIMH K peau3allii 00pa30BaTeIbHON MPOrpaMMbl HAa MUHBIX
YCIIOBUSIX, TP MPOBEICHUU TPOMEXKYTOUHOM aTTECTAIIHH.

4. ConeprkaHue JUCIUTUIUHBI (MOIYJIA).

4.1. 3aHITHA JTEKOIUOHHOTO THUIIA.

/ TemaTuka NTEKIIMOHHBIX 3aHATUM / KPATKOE COEPKaHNE
n/n

1 ITonsTHe AOKYMCHTAITUOHHOT'O obecreyeHus yHpaBJICHHUSA IIEPCOHATIOM
PaccmarpuBaembie BOIIPOCHL:

- MIOHATHUE TOKYMECHT.

- KIlaccu(UKays JOKyMEHTOB.

- yHUGUKAOUs ¥ CTaHJapTH3AIHS JOKYMEHTOB.

2 |OpraHu3aMoOHHO-PACTIOPSIUTEIbHAS IOKYMEHTAIIHS.
PaccmaTprBaemble BOIIPOCHI:

- TpeboBaHus K 0OPMIICHUIO PEKBU3HUTOB.

- OJIaHKM JOKYMEHTOB ¥ TPEOOBAHUS K HUM.

- JIOKaJIbHO-HOMPATUBHBIE aKThI.

- ohopMIiIeHHE IPUKA30B [0 JTUYHOMY COCTaBY

3 |CoctaB u BUIBI KaIpOBOI JOKYMEHTAITHH.
PaccmarpuBaeMble BOIPOCHL:

- OPsIIOK ohOpMIICHUS TOKYMEHTOB IIpH TIpHeMe Ha paboTy.
- TOKyMEHTHUPOBaHUE JABWKEHHS IEPCOHAIA B OpPraHU3alNH.

- JOKYMEHTHUPOBAaHUEC NPOLCAYPbl YBOJIbHCHUS pa60THm<a.

4 |Opranuzanus paboThl C JOKyMEHTaMU
PaccmarpuBaembie BOIPOCHL:

- TOKyMEHTOOOOpOT B OpTaHU3aIlnH.
- HOMEHKJIaTypa Jiejl.
- popMupoOBaHUE HCII.




/o

TemaTyka JTEKIMOHHBIX 3aHATUHN / KPAaTKOE COJIEpKAHNE

JlokyMeHTHpOBaHHE ITpreMa Ha paboTy
PaccmarpuBaembie BOIIPOCHL:

- O1eHKa TPYAOBBIX PECYPCOB.

- JlokyMeHTUpOBaHUE 0TOOpa epcoHana.

- AHanu3 JOKyMEHTOB COMCKATeIs.

JIOKyMEHTBI 10 YCTAaHOBJICHUIO TPYAOBBIX OTHOLLEHUI

PaccmarprBaeMbIe BOIIPOCHL:

- [TepBuuHBIe TOKYMEHTHI TPYIOYCTPOHCTBA (3asBICHUE, aHKETa, aBTOOHOTpadus, pe3rome).

- JlokyMeHTHpOBaHHUE IPOLIEAYP 3aKIIOYCHHs, U3MEHEHHS, IPEKPAICHHs TPYAOBOTO IOrOBOpa, y4eTa
pabouero BpeMeHH, IPEIOCTaBICHHS OTITYCKOB, HAIIPABJICHUS B CITy>KeOHBIE KOMaHIUPOBKH U CIIy)KeOHbBIE
HOC3/IKN.

- ITopsioK 3aKIIIOYEHNUS TPYIOBBIX JJOTOBOPOB C MOCTOSHHBIMY M BPEMEHHBIMU Pa0OTHUKAMH.

I[OKYMCHTI/IPOBaHI/IC OLICHKHU ACATCIIbHOCTHU II€PCOHAIIA.
PaccmaTtpuBaeMble BOIIPOCHI:

- coJiep KaHHe OLICHKH.

- METO/IbI OLICHKH. ATTECTAIs IEPCOHANA: MOPAIOK IPOBEACHHA 1 opopMIICHHE.
- TOKyMEHTHPOBAHHUE MEP MOOIIPEHHS U B3bICKAHUS.

JlOKyMEHTUpPOBaHHE yUeTa U IBUKEHUS IEPCOHAIIA
PaccmaTtpuBaeMble BOIIPOCHI:

- Yyer paboyero BpeMeHH.

- OdopmiieHue mepeBoia, epeMeIIeHHUsI, KOMaHIHPOBaHHUS PaOOTHHKOB.

- OopmiieHue oTIycKa.

- OdopmiieHue yBONbHEHHST pAOOTHHKOB.

- OTBETCTBEHHOCTh pabOTOJATENS 32 HE3AKOHHOE YBOJIbHEHUE PAaOOTHUKOB.
- BezieHue BOMHCKOTO yueTa BOGHHOOOSI3aHHBIX paOOTHHUKOB.

,Z[OKYMCHTaHBHoe B33HMOI[CI>1CTBI/IG CO CTOPOHHUMHM OpraHU3alUusIMHn
PaccmarprBaeMbie BOTIPOCHI:

- JlenoBble TUChMa.

- BzaumopeiictBue opranusaiuu ¢ ['ocynapcTBeHHOH CITy>k00#1 3aHSITOCTH, KaJIPOBBIMU areHTCTBaMH,
OpraHamH I10 Ha/I30py ¥ KOHTPOJIIO 3a COOIOIEHNEM 3aKOHOJaTeIbCTBA O TPY/IE U OXpaHe TPpyaa,
BOCHHBIM KOMHCCapUaToM, [IeHCHOHHBIM (DOHIOM U JIp.

10

Opranu3anus XpaHeHHUs1 JOKYMEHTOB B CIIyK0€ yIpaBJiIeHUs IIEPCOHAIIOM.
PaCCManI/IBaeMBIe BOIPOCHI:

- IIOATOTOBKA KaAPOBBIX TOKYMCHTOB K apXUBHOMY XPaHCHHIO.

- 9KkcriepTHast komuccnst. OpopmieHne e.

- TCXHOJIOTMHU, METOAbI U METOJUKHU IIPOBEACHUA aHAJIN3a U CUCTEMATU3ALINN JOKYMCHTOB U PIH(i)OpMaL[I/II/I;
- nepeaayda A€ Ha apXUBHOE XpaHCHUE.

11

KOHTpOJ’IB " TCKYIIEC XpaHCHUC NOKYMCHTOB

PaccmarpuBaembie BOIPOCHL:

- IlocTanoBka JOKYMEHTA Ha KOHTPOJIb.

- [IpenBapurenbHas poBepKa U PeryIHMpPOBaHUE XOJa UCTIOIHEHUS JOKYMEHTA.
- TpeGoBanust, npeIbIBISIEMBIE K 3ar0JIOBKaM JIEII.

12

ABTOMaTH3a1Us IPOLECCOB JOKYMEHTAIMOHHOTO 00ECIIeUeHNUs yIpaBICHUS
MIEPCOHAIOM

PaccmarpuBaembie BOIPOCHL:

- METOJI6I 00pPabOTKM KaPOBOH JOKMEHTAIINH.

- 001mas XapakTepUCTUKA IPOrPAMMHOTO 00ECTICUEHHSI.

- cIleraIn3upoBanHble porpaMMHusie TpoaykTel. EK ACYTP, cepBucHBIN nopTai, KapbepHH mopTal
OAO «PXK]I», EAC/I;




4.2. 3aHATHUS CEMUHAPCKOTO THUIIA.

[IpakTrueckue 3aHATHS

/o

Tematuka MPAKTUYICCKUX 3aHATHH/ KpaTKO€ COACPKAHUEC

[ToHsTHE MTOKYMEHTAIMOHHOTO 00ECTICYCHUS YIPABICHHS TIEPCOHATIOM
3amanue "CocTaBbTe IepeueHb U YKAKUTE QYHKINN OpPTraHU3aIMOHHO-PACTIPEICITHTEIEHON
JOKYMEHTAIHH, KOTOpasi UCIIONB3yeTCs B KaPOBOM JIeJIOIPOU3BOACTBE"

B pesynbTaTe BBIIOTHEHHS 3aJaHHs 00yYaloIIiecs: CHCTEMAaTH3UPYIOT H 3aKPEIUISIOT YMECHHS
o(hopMIICHHS OpTraHU3aLMOHHO-PACIIOPSAUTENBHOH JOKYMEHTalUH

OpFaHI/I3aHI/IOHHO'paCHOpHHI/ITCHBHaﬂ JOKYMCHTAL M.

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

B pe3ynbTare BRINOIHEHUS 3a/1aHus 00YYAIOIINECs OBIaICBAIOT HABBIKOM pa3paboTKu OJIaHKOB
JIOKYMEHTOB.

Oprann3alioOHHO-PACTIOPSIAUTENIbHAS IOKYMEHTAIIUS.

3ananue "CocTaBbTe NPOEKT HHCTPYKLUU 10 KaJPOBOMY JEJIONPOU3BOACTBY"

B pesynbTate BRIOTHEHHS 3aAaHIS 00yJalOIINECs OBIAEBAIOT HABBIKOM Pa3padOTKH OpTraHU3aIMOHHON
JOKyMEHTaIN

OpFaHI/ISaI_[I/IOHHO'paCHOpHI[I/ITCJ'ILHaH AOKYMCHTaI .
3ananue "[Ipoananusupyiite npodeccrnoHanbHbI cTanAapT"
B pesynbraTe BHINONHEHHMS 3a1aHKsI 00yUarOIIMecss HAyYUTCs paboTaTh ¢ Npo(ecCHOHANBHBIM CTaHAaPTOM

Opranu3aluoOHHO-PACTIOPSIAUTENIbHAS IOKYMEHTAIIHS.

3amanue "CocTaBbTe MPOEKT AODKHOCTHON HHCTPYKIIMK Ha OCHOBE MPO(ECCHOHAIBFHOTO CTaHAapTa"
B pesynbraTe BeINOTHEHHA 3a1aHHUS 00y4JalOIINecs OBIaIEBAIOT HABBIKOM Pa3paOOTKH TODKHOCTHOM
MHCTPYKTIIUH HA OCHOBE NMPO(ECCHOHATBHOTO CTaHIapTa

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

3ananue "CocTaBbTe MPOEKT MpHKa3a M0 OCHOBHOM e TEIHHOCTH"

B pe3synprare BRINOTHEHUS 3a1aHUsI 00ydJalOIINecs OBJIaIeBAlOT HABBIKOM Pa3pabOTKH PaclopsSAUTENIEHON
JOKYyMEHTaluu

Opranu3anuoOHHO-PACTIOPSIUTENIbHAS IOKYMEHTAIIUS.

3ananue "CocraBbTe NPOEKT AOKIAAHOM 3anucKu"

B pe3ynbrare BRINOTHEHUS 3a1aHUsI 00YYAIOIINECs OBIIaIEBAlOT HABEIKOM Pa3pabOTKH CIIPaBOYHO-
HHPOPMATIIMOHHON TOKYMEHTAIUN — JOKJIATHON 3aIHCKH

CocraB u BUbI KaﬂpOBOﬁ JAOKYMCHTAaIUH.

[enosas urpa "J{okyMeHTHpOBaHHE PEKPyTHHTA IepcoHana"

B PE3YJIbTATEC BBINIOJHCHUA 3alaHUA o6yqa}oumecn JOJDKHBI HAYYUTHCA COCTABJIATH U O(bOpMJ'ISITI)
JIOKYMEHTHI ITpH Io100pe IepcoHaa

Opranuzanus padoThl C TOKYMEHTaMH

3amanne "OdopMuTe B NIICEMEHHOM BHJIE OT3BIB Ha paOOTHHUKA, ITOJICIKAIIIETO aTTeCTalluH (TIpodeccHs,
JIOJDKHOCTB, TIPEINPUATHE, cepa IesITeT-HOCTH BEIOUPAOTCS IO COOCTBEHHOMY YCMOTPEHHIO)"

B PE3yJIbTATC MPAKTUYCCKOI'O 3aHATHUA CTYACHT 3aKPCIJIACT HABbIKH Oq)OpMJ'IeHI/IH npoueayp OUe€HKH U
aTTeCTAllMU IE€pCOHAJIa

10

JlokyMeHTHpOBaHHe ITpremMa Ha paboTy

3amanue "Odopmure npruem Ha padoTy"

B pe3synprare mpakTHYECKOTO 3aHATHS CTYACHT 3aKPeIUIIeT HABBIKM M YMEHUS 0(OpMIICHHS ITpreMa Ha
paboty

11

ZIOKYMCHTBI 110 YCTAaHOBJICHHUIO TPYAOBBIX OTHOIIEHUH

3aganue "OGopMUTH CPOYHBIA TPYJOBOH 1OTOBOP"

B pesynbrare npakTUUECKOrO 3aHITHS CTYAEHT 3aKPEIIsieT HaBbIKU COCTABICHUS HOMEHKJIATYPBI A€ B
OpraHu3aIuu




/o

TemaTuka MpakTHYECKUX 3aHATUI/KpAaTKOE CoJlepKaHHE

12

JIOKyMEHTBI IO YCTAaHOBJIEHUIO TPYIOBBIX OTHOLLICHHUI

3aganue "AHanu3 CTPYKTYpPbI IPaBUJI BHYTPEHHETO TPYIOBOTO pacnopsaka'

B pesynbpTaTe NIpakTHYECKOTO 3aHATHA CTYJEHT y3HAeT CTPYKTYpY NPaBUI BHYTPEHHETO TPYIBOTO
pacmopsiika OpraHu3aly U 0COOCHHOCTU COAEPKAHUSA JAaHHOTO JOKYMEHTa.

13

JIOKyMEHTBI IO YCTAaHOBJICHUIO TPYIOBBIX OTHOILLICHHI

3amanue "3amonHeHNe, BeICHUE U XPaHEHNE TPYIOBBIX KHIKEK"

B pe3yinbTaTe mpakTHYECKOT0 3aHATHUSI CTYACHT Oy/IeT 3HATh 0COOCHHOCTH 3aIOIHEHHUS, BEJCHUS U
XpaHEHHS TPYJOBBIX KHIKEK.

14

JIOKyMEHTBI 110 YCTAaHOBJICHUIO TPYAOBBIX OTHOLLEHUN

3ananue "OcoOEHHOCTH BEJCHUS NIEKTPOHHBIX TPYAOBBIX KHIDKEK"

B pe3synbpTaTe NpakTHYECKOTO 3aHATHA CTYIEHT OyeT 3HaTh 0COOCHHOCTH BeICHUS IIEKTPOHHBIX
TPYROBBIX KHIDKEK.

15

I[OKYMCHTI/IpOBaHI/IC OLCHKHU ACATCIbHOCTHU IICpCOHAJIA.

Keiic "JlenoBas oueHka nepcoxana"

B pe3ynbraTe mpakTHYECKOTO 3aHATHS CTYACHTH (POPMHPYIOT HABBIKU TOKYMEHTAIHLHOTO 0()OPMIICHUS
MPOIICIYPHI ATTECTALINH IIepCcoHala

16

JlOKyMEHTUpOBaHHE yUeTa U IBUKEHUS IEPCOHAIIA
3ananue "OdpopmuTh Tabenb yuera pabouero BpeMeHu"

B pesynbraTe npakTH4ecKOro 3aHATHA CTYAEHT ()OPMUPYIOT HaBBIKA KOHTPOJIS U yueTa paboyero BpeMeH!

17

]_IOKYMCHTI/IpOBaHI/IC yueTa U ABUKCHUS IICPCOHAIIa
3ananue "OpopMuTh rpaduk OTIyCKOB"
B pe3ysbTaTe MpakTHYeCKOro 3aHATHS CTyJCHT GOPMUPYIOT HaBBIK 0()OpMIICHHs rpadriKa OTILyCKOB

18

,Z[OKYMGHTaHBHoe B3aHMOHeﬁCTBHe CO CTOPOHHUMHM OpraHU3alUusAIMHN

3amanne "CocTaBbTE MPOCKT CIIY:KEOHOTO MrchMa"

B pesynbrate BRIOTHEHUS 3aAaHus o0y4Jaromuecs (OpMUPYIOT HABBIKHA Pa3pabOTKH U 0(OPMIICHUS
CIIy»)eOHOTO THChMa.

19

I[OKyMeHTaJ'IBHOe B3aHMO)1€I>i€TBPIe CO CTOPOHHUMHU OpraHU3alUsAMU

3amanue "OGOpMUTH TUCHMO B CIYKO0y 3aHATOCTH IO MOBOY MacCOBOTO COKpAIECHHs MepcoHaia"
B pesyibTaTe npakTHYECKOro 3aHATHS CTYACHT (OPMHUPYIOT HABBIKH IPUMEHEHHS ICTIOBOTO CTHJIS B
MHCHMEHHOM OOIICHHH CO CTOPOHHUMH OPTraHU3alUsIMU

20

Opranu3anus XpaHeHHUs! JOKYMEHTOB B CITy»K0€ yIpaBiIeHHs IEPCOHATIOM.

3amanne "OGopMUTE THYHOE JET0 COTPYIHUKA"

B pesynbraTte mpakTHYECKOTO 3aHATHS CTYACHT 3aKPEIUIseT HABBIKYM BEACHHS M XPaHEHUS JIMIHBIX JeJT
pPabOTHUKOB

21

ABTOMaTI/I3aI_II/I$I mponecCcoB JOKYMCHTALITMOHHOT'O obecneyeHus YHpaBJICHUA
NIEPCOHAIIOM

3amanue "[IpoBecTr cpaBHUTENBHBIN 0030p nporpamm no apromatusanuu JOVII"

B pesynbTaTe NIpakTHYECKOTO 3aHATHA CTYICHT (POPMHUPYET HABBIKH O(OPMIICHUS JOKYMEHTALIMH C
UCIIOJIb30BAaHUEM aBTOMAaTHU3MPOBAHHBIA cHCTEME

4.3. CamocrosiTenbHas paboTa 00y4daroImxcs.

Bun camocrosTensHO# paboThI

W3yueHune qONOIHUTENBHON TUTEPATYPBI

HO}IFOTOBKa K IPAKTUYCCKHUM 3aHATHAM.

IIoarororka k HpOMCX(YTOQHOﬁ aTTeCTaluu.




[ToaroToBka K TeKyIleMy KOHTPOJIIO.

5. llepeueHb wW3MaHUN,

OCBOCHUU JUCHUIUIUHBI (MOIYJIA).

KOTOPBIC PCKOMCHAYCTCA HCIIOJIB30BATh IIPpU

NIEPCOHAJIOM : YUeOHMK U IPaKTUKyM Juis By30B / J1. I
AGynanze, U. b. Bempsokkunaa, B. M. MacnoBa. — 2-¢

Ne

y bubnuorpaduyeckoe onucanue Mecto nocryna
II/11
1 JloKyMeHTalmoHHOE 00eCTieueHUE YIIpaBIeHUs URL:

https://urait.ru/bcode/477699
(mata obpareHus:

obecnieuenus ynpasienus Joponuna JI. A., Uputuxosa B.
C. Mocksa : UznarensctBo FOpaiit, 2021. — 233 ¢. —

u3., nepepad. u gon. — Mocksa : U3garenbctBo FOpaidr, 01.06.2024)
2021. — 370 c¢. — (Bricmiee oopazoanue). — ISBN 978-
5-534-14486-4. — TeKcT : DIEKTPOHHBIH //

O6pazoBarenbHas mnatdopma FOpaiitr A6ynanze, /. I

Mocksa : U3znarensctBo FOpaiit, 2021.

2 | JokyMeHTamOHHOE 00ECTIeYeHHE YIIPaBICHHS URL:
nepconanom Kysuenos H.M. Mocksa: M31aTenscTBo https://urait.ru/bcode/487704
IOpaiit — 393 ¢. — (Bsicwee o6pasoBanue). — ISBN 978- | (1ata odpaienns:
5-534-14830-5. — TekcT : AIeKTPOHHBIH // 01.06.2024).
O6pazoBarenbHas maaTdopma FOpaiit [caift]

3 Opranu3zanus U TEXHOJIOTHS TOKYMEHTALIMOHHOI'O URL:

https://urait.ru/bcode/468850
(marta oOpareHus:

(Briciee o6pazosanme). — ISBN 978-5-534-04568-0, — | 01.06.2024).

Tekcr : anextponHsIii / OOpa3zoBarenbHas miaTGopma

FOpaiir

6. IlepeueHb COBpEMEHHBIX MPOPECCHOHANBHBIX 0a3 JaHHBIX U

MH()OPMAIIMOHHBIX CHPABOYHBIX CHUCTEM, KOTOPbIE MOTYT HCIOJb30BATHCS MPH

OCBOCHMH TUCUUILTUHBI (MOAYJIs).
Odurmansuseiit caiit PYT (MUUT) (https://www.miit.ru/).
Hayuno-texuuueckast oudnuoreka PYT (MUUT) (http:/library.miit.ru).

Oo6pazoBatenbHas miardopma «¥Opaitt» (https://urait.ru/).

OO6mue nHpopMaIMOHHBIE, CIIPABOYHBIC U TIOMCKOBBIC CUCTEMBI

«Koncynbrant Ilmoc», «I'apan.

7. IlepeueHb  JUIEH3UOHHOTO U

CBOOO/THO

pacrpoCcTpaHsIeMOro

nporpaMmMHOIro O6€CH€‘IGHI/I${, B TOM YHCJIC OTCUCCTBCHHOI'O IIPOM3BOJCTBA,

HEO0OXOIMMOT0 JIJIsI OCBOCHMS AUCITUTIIIUHBI (MOIYJIs).

Annexc. bpaysep (unu apyroi 6paysep).
Onepatrionnas cucrema Microsoft Windows.




OducHeiii naket npunoxenud Microsoft 365 u npunoxxenus Office.

8. Omnmcanne MaTepuaaIbHO-TEXHUYECKOH 0a3bl, HEOOXOmMUMOW IS
OCYILIECTBJICHUSI 00pa30BaTEILHOTO Mpoliecca Mo TUCIUILUIMHE (MOIYJIIO).

JUia  mpoBeleHUs JIEKUMOHHBIX 3aHATUH HEOOXOAMMa ayJIuTopusl C
MyJIbTUMEANA anmnapaTypoil. Jlig npoBeneHns MPaKTUYECKUX 3aHATUN TpedyeTcs
ayIUTOpHsI, OCHAILlEHHas MyJbTuMenua anmaparypoid u IIK ¢ HeoOxomumbiM
MIPOrpaMMHBIM 00€CIIEUEHUEM, U MOAKIIOYEHUEM K CETU UHTEPHET NIl padoThI B
TUCTAaHITMOHHOM (popmare.

9. ®opma nMpoMeKYTOUHOU aTTeCTaIUU:

DK3aMeH B 3 cemecTpe.

10. OueHouHbIE MAaTEPHUAIIBI.

OueHOYHbIE MAaTEpHUAIIbI, IPUMEHSIEMBIE MPU MPOBEACHUN MPOMEKYTOUHON
aTTecTalny, pa3pabaThiBalOTCSI B COOTBETCTBUM C JIOKAJbHBIM HOPMATHBHBIM
aktom PYT (MUUT).



ABTOpBI:

CTapUIMii IpernoaBaTelb Kadenpsl
«OKOHOMHMKA TPyJa U YIIPABJICHUE

YEJIOBEYECKUMHU PECYPCAMM» B.I". Bopo6reBa
CornacoBaHo:
3aBenyromuii kadeapoit DTuYUP N.A. Enumkun

[Ipencenarens yueOHO-METOUUECKOM
KOMHCCHH M.B. Unixaggas



