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1. Oprann3anuoHHO-MeTOAUY€eCKUH pa3eJt
1.1 ey 1 3aga4u AU CIUIINHBI (MOTYJIA)
Lenb u3yueHus: AUCHUILTAHBL:

Llesnbio M3yyeHus TUCUMILIMHBL «KaapoBoe aMUHUCTpUpPOBAaHUE» SBIIsAETCS (DOPMUPOBAHUE Y

CTYAEHTOB, OyAylIIMX CHEIMAINCTOB B OOJACTH YHpaBJIEHUs IMEPCOHAIOM, KOMILIEKca
COBPEMEHHBIX 3HAHWI, YMEHMI W HAaBBIKOB, HEOOXOAUMBIX JJIs1 BEAEHHS KajJpOBOrO
JeJIONPOU3BOACTBA.

3a11aq1/1 N3y4YCHUA TUCHUIIIINHBI:

- W3YYUTh MOHATHE M CTPYKTYPY MEPCOHAJBHBIX [aHHBIX; - W3YYUTh IPUHAJIEKHOCTh
NIePCOHAIBHBIX JaHHBIX: COOCTBEHHHUK, IepKaTelb, MOTPeOUTEeNb;, - W3YyYUTh TPEOOBaHUSI K
00paboTKe TMEePCOHANBHBIX JAaHHBIX: TMOJNlydeHHE, XpaHeHHWe, KOMOMHMPOBAHUE, Iepeaaya,
aKTyajqM3anysi, OJIOKMpPOBaHWE, 3allUTa, YHUYTOXKEHUE. - M3YYUTh NpaBa M OOSI3aHHOCTH
paOOTHMKAa OTHOCHTENIbHO TEPCOHATBHBIX JIAHHBIX; - W3YYUThb JOKYMEHTBl TI0 TIpHEMY,
YBOJIbHEHUIO, MEPEBOJLY M OTIIyCKaM COTPYJHMKOB; - M3Y4YUTb INOPAJOK M3MEHEHUE AHKETHO-
ouorpauyeckux JaHHBIX paOOTHHKA; - U3YYUTh Ipoliecc (POPMUPOBAHUS U BEJJCHUS JINIHBIX €T,
- U3Y4YUTh OCOOEHHOCTH 3aK/II0UeHUs] U 0pOpMIIEHUS TPYAOBOIO JOrOBOpa (KOHTPAKT); - U3YyUUTh
ocoOeHHOCTH OOPMIICHUS, BEIeHUs] W XPAaHEHUs TPYIOBBIX KHIKEK; - OIEHKa JesTeIbHOCTH
pabOTHUKA: JOKYMEHTHPOBaHUE MPOLEAYpPHl MOOUIPpEHHUs] U paOOTHHMKA; - W3YyYUTh IPOLECC
JOKYMEHTHPOBAaHUsl aTTecTalsl [epcoHaJa B OpPraHM3aluu; - W3YYUTh JOKYMEHTHl O
MaTepUaIbHOM U aAMUHUCTPATUBHON OTBETCTBEHHOCTU

1.2. MecTo aucuuniannsl (MoayJsi) B crpykrype OII

JI1s1 yCIIeNHOrO OCBOEHMS JTUCUUIUIMHBI CTYJEHT JOJDKEH MMeTh Oa30BYI0 MOATOTOBKY IO
«Pycckomy s13bIKY», «JluTepatype», «cropun», «MHpOopMaTHKe» B 00beMe MpOorpaMMbl CpeIHen
mkoabl. Takxke IJisl YCHENIHOro OCBOEHUS AWUCHUILIMHBI HEOOXOAMMO HMMETh MOJATrOTOBKY IO
IUCIMIUTMHAM  «/JOKyMeHTaluss M JIeJ0mpou3BOCTBO» U «JlOKyMEHTAaIMOHHOE oO0ecrieueHne
yhpasJjieHus1 TnepcoHanoM». ucuuruimHa «KagpoBoe aJAMMHUCTPUpPOBAaHME» BXOAUT B YacCTb
Bb1.B.[1B.03.01 - QucturumHsl o BeiOopy mpoduis - 11 «/JokymeHTanmonHoe obecrieueHre u
yuet niepconana» GPI'OC BO no HampapieHHI0 «YTIpaBieHUe NePCOHAIOM» U SIBJIsIeTCsl 0a30BOM
st yenierHoro ocBoenust aucturuind @PIOC BO 6akanaBpuaTa 1o HalpaBJIeHUIO «YTIpaBJlieHHe
nepcoHangoM». JucuuruiHa siBAsieTcsl 00sI3aTeNbHOM [AJisl CTYAGHTOB OYHO-320YHOW (hOPMBI
ooyuerus nmpoduis - I «[lokymeHTaIMoHHOe o0ecTieYeHre W yUeT MepcoHala» U U3ydaeTcst UMU
B 7 cemectpe. TeopeTnueckre 3HaHUS U MPAKTUYECKHUE HABBIKHU, [TOJIyYEHHBIE CTYJEHTAMHU MPU €€
W3yUYEeHUH, JTOJUKHBI OBITh KCIOJIB30BAHBI B TPOIECCe M3YYEHUs MOCIEAYIUX IUCHUIUIMH MO
y4eOHOMY TUIaHy, MPH MOJATrOTOBKE KYPCOBBIX pabOT U BBHITYCKHOM KBAIM(UKAIMOHHON padoTHl,
I BBITIOJTHEHUH CTYJIEHUECKON HAayYHO-UCCIIeOBATEeNIbCKOM padoTHI.

1.3. O6beM qUCHUAILINHBI (MOIYJIsI) ¢ YKa3aHHEM TPYJA0€eMKOCTH BCeX BH/I0B YUeOHOM
pPadoThI
OO61as TpyaOEMKOCTb JTUCIMIUIMHBL (MOAYJIsI) cocTaBisieT 4 3aueTHbIX(ble) equHull(bl), 144
YacoB.



Buanl 3agatuit Cemectp 7 Bcero yacos
OO11ast TpyI0EMKOCTb 144
AyJIUTOpHBIE 3aHATHA, B T.4. 18 18
Jlektmonnsie (JIK) 9 9
[IpakTrueckue (CEeMUHAPCKUE) 9 9
(I13, C3)
Jlabopatopusie (JIP) 0 0
CamocrosiTesibHas padoTa 90 90
cryaenroB (CPC)
dopma mpoMeKyTOUHOM DK3aMeH 36
aTTecTalllu B CEMeCTpe
KypcoBas padora (kypcoBoi
nipoekT) (KP, KIT)

2. IlepeyeHb IUIAHUPYEMBIX Pe3yJIbTATOB 00YUEeHHsI 0 JUCIHILINHE, COOTHECEHHBIX C
IUIAHUPYEMbBIMH Pe3yJIbTaTaMH 0CBOEHHsI 00pa30BaTeJbLHOM NP OrPaMMBbI

[Tnanupyemble pe3ysbTaThl OCBOSHHs 00pa30BaTeIbHOM

[Tnanupyemble pe3yJibTaThl

pOrpaMMBbl 00yueHUsI IO JUCIUTUIHE
Kog n NHauKaTopel AOCTUKEHUS JleCKpUIITOPBL: 3HAHUS, YMEHU,
HavMEHOBaHME KOMITeTeHIIuH, (hOpMHUpyeMbIE B HABBIKU U (MJIM) OIIBIT AESATEJIbHOCTH
KOMITETEHIIUH paMKax JUCIUILIAHbI
VK-1 VK-1.1. 3naer npuHimnbel coOopa, | 3HaTh: mpuHIMITEI cOopa, 0TOOpa U
orbopa u 0000111eHr s nH(pOpMAaLIU
00001IeHUAMH(GOPMAIIH, METOTUKH
CHCTEMHOT'O YMmeTs: cobnpatb
roaxonaa IUTA pemeHus | oTouparh U 0600mAaTh NHGOPMAITUIO
popecCMOHANIBHBIX 3a4au.
BrazieTs: METOOMKOM CHCTEMHOTO
NOAXOAA AJIsl peleHH
s1 IpoeCCUoH
QJIBHBIX 3a/1a4.
YK-1 VK-1.2. YMmeer aHanu3upoBaTh U 3HaTh: NPUHLIMIBI AHAIN3A U

CHCTEMATU3UpPOBaTh  Pa3HOPOJHBIE
JAHHBIE,

OIUPAsACh Ha UCTOYHUKU
uH(pOpMaLHy,

AJ€KBATHBIC ITOCTABJICHHBIM 3aJa4aM
n

COOTBETCTBYIOIIIUC HAay4YHOMY

cucreMaTu3alun
Pa3HOPOJIHBIX JaHHbIE

YMeTs: aHaIM3upoBaTh U
CHCTEMaTU3UPOBaTh  Pa3HOPOHBIE
JIAHHBIEC,

onupas




MHPOBO33PCHUIO.

Cb Ha UICTOYHUKHN I/IH(I)OpMaLII/II/I

Bnanets: HAayYHOM MHPOBO

33pEHUEM
YK-1 YVK-1.3.Bnageer HaBbIKaMU | 3HATh: TPUHIUIIBI HAYYHOTO
HAYYHOTO MOUCKA U MOKCKA U KPUTUYECKOTO aHa/Iu3a
TIPAKTHYECKOM padoTsI c
MH(OPMAIMOHHBIMU VYMeTb: NpOBOIUTh KPUTHUUECKUI
MCTOYHUKAMU; METOJAMU | aHAJIU3,
KPUTUYECKOTO aHAJIN3a, CUHTE3a
CHHTE3a ¥ CUCTEMHOTO MOJIX0/1a. Y CUCTEMHOTO M0/IX0Aa
Bnanets:  HaBbIKAMHM ~ HAY4YHOTO
MOKCKa 1
MPaKTUIECKOU
padoThl ¢ UH(POPMAITMOHHBIMU
UCTOYHUKAMU
YK-2 YK-2.1. 3Haer HeoOXoauMble | 3HATh: TEOPETUYECKUE U
TEOPETUYECKUE U OCHOBBI
METOAOJIOTUYECKHe OCHOBBI | MPOEKTHO
MIPOEKTHOM JEATEIbHOCTH
JesITeIbHOCTH, IPABOBbIE HOPMBI,
onpeaesionme VYMeTb:  NpUMEHSITh  IPaBOBbIE
u peryiupymoiiue cdepy, B KOTOpoil | HOpMbI, OIpeesisioliye
OCyIIIECTBIIsIETC  pa3paboTka | | u perynupyiomue chepy, B KOTOPOr
peanu3anus OCYIIECTBIIsIETCSI ~ pa3paboTka |
MIPOEKTOB. peasizaius
MIPOEKTOB.
Bragets: MeTo1010rMuecKuMu
OCHOBAaMH ITPOEKTHOM
JeSITeIbHOCTU
VK-2 VK-2.2.Ymeer paspabarbiBaTh | 3HaTh: TEXHOJOTHIO Pa3pabOTKH
JMPEKTUBHBIE JMPEKTUBHBIX
JOKYMEHTHI, UCXO[IA U3 | JOKYMEHTOB

JEeMCTBYIOIIMX IIPABOBBIX

HOPM, IUIaHbI, ONpPENesATh LieeBble
3Tansl U

OCHOBHBIE  HalpaBlieHUss  padoT,
00OCHOBBIBATH

BBIOOP ONTUMAJIBHOIO PELIeHUsl U3
UMEIOIINXCS

QIbTePHATUB Ul JOCTHKEHUS
HaMeUEeHHbIX

pe3yJIbTaToB

YMertb: pazpabaThiBaTh

JUPEKTUBHBIE

JOKYMEHTHI, HUcxoas 3
JENCTBYIOIIUX MPaBOBBIX

HOpM

Biajieth: TeXHOJIOTHEN OTIpe e/ IeHH ST
LICJIH,

9TAMoOB U

OCHOBHBIX  HampaBJieHUd pador,
000CHOBBIBaTh




BBIOOp ONTUMAILHOTO pelleHUs U3
MMEIOIINXCS
aJbTEPHATUB I JOCTUXKEHUSA
HaMeYeHHBIX

pe3yJbTaToB
VYK-2 VK-2.3. Buageer Meroaukamul | 3HaTh: METOAMKHU
pa3pabOTKH eI 1 pa3padOTKH 1IeJI U
3aJa4 [IPOEKTa; METOJAMH OLIEHKU 3aJa4 IpoeKTa
MPOIOJIKUTEILHOCTH, CTOMMOCTU U
PHUCKOB YMeTh: pazpadaThiBaTh
MIPOEKTa, MMEIOIIUXCS PECypcoB M | uenu u
OrpaHUYCHUH, 3aJa4H, MPOIOJIKUTETBHOCTD,
YUUThIBasi JEUCTBYIOIME MPABOBBIE | CTOMMOCTb M PUCKU IPOEKTA
HOPMBI
Biagers: MmeTogamMu
OLIEHKHU
MPOAOJIKUTEBHOCTH, CTOMMOCTU U
PHICKOB
MPOEeKTa
VYK-4 VK-4.1. 3Haer NPUHLMIBL | 3HATh: NPUHLMUIIBL  [IOCTPOCHUS
MOCTPOEHHUSI YCTHOTO U YCTHOTO U
NUCbMEHHOTO  BBICKA3bIBAHUSI HA | MMCbMEHHOTO
roCy/1apCTBEHHOM BBICKA3bIBAHUSI
Y THOCTPAHHOM $I3bIKaX; TPeOOBaHUS
K JeJIOBOU YMeTh: TOArOTOBUTD
YCTHOM u MUCbMEHHON | YCTHOE u MMCbMEHHOe
KOMMYHUKAIIUU BBICKa3bIBAaHHEHA
roCy/1IapCTBEHHOM
Y MTHOCTPAHHOM SI3bIKaX
Brnanets: TpeboBaHUAME K
NEJIOBOU
YCTHOM U
MUCbMEHHON KOMMYHHUKAIIUU
VK-4 VK-4.2.Ymeer npumeHATh  Ha | 3HaTh: OCHOBaMHU

IIPAKTUKE YCTHYIO U
IIUCbMEHHYIO
KOMMYHUKALIUIO.

ACJIOBYIO

YCTHOM U
MMCbMEHHOMU
JIeJIOBOM KOMMYHHUKAIIH

VMeTb: NpUMEHATh Ha NPAKTUKE
YCTHYIO

"
NMCbMEHHYIO
KOMMYHHUKALIUIO

ACJIOBYIO

Bnagers: MeTogukamMu npuMeHEHUs
Ha




NPAaKTUKE YCTHON

5
MCEMEHHON TIEJTIOBOU
KOMMYHUKAIIUU
YK-4 YVK-4.3.Bnageer METOIUKON | 3HATh: METOIBI
COCTaBJICHHS COCTAaBJICHMS
CyXKJIEeHUs B  MEXJIMYHOCTHOM | CyXIaeHHs
JIEJIOBOM OOILIEHUH B MEXJMYHOCTHOM  JEJIOBOM
HaTOCYIapCTBEHHOM M MHOCTPAHHOM | OOIICHUN
A3BIKAX, C HAaTOCYIapCTBEHHOM U MIHOCTPAHHOM
MIpUMEHEHUEeM aJeKBAaTHBIX | A3BIKAX
SI3BIKOBBIX (hOpM 1
CPEICTB. VYMeTh: cOCTaBIISTh
CYXJECHUS B MEKJIMIYHOCTHOM
JIEJIOBOM OOLLIEHUHA
c
MpUMEHEHHEM aJeKBaTHBIX
SI3BIKOBBIX (hOpM U
CpeICTB
Branmers: MeTonuKom
COCTaBJICHMS
CyXJIEeHHUS B  MEXJIMIYHOCTHOM
JIEJIOBOM OOILIEHUH
Ha
rOCy/IapCTBEHHOM U HHOCTPAHHOM
a3bIKax, C
pUMEHEHNeM aJIEKBATHBIX
SI3BIKOBBIX (hopM 1
CpeICTB
[1IK-6 TIK-6.1. ObecnieurBaeT | 3HATh: MPUHIIMIIBI
OpraHu3aluIo oOecrieunBaHUsI OpraHU3aIuu
KaJpaMu CIIeIMaIMCTOB TpeOyeMon | Kajpam
KBaJIM(UKALINY, HEOOXO/IMMOT'0 | U CrienuaIncToB TpedyeMoin
YPOBHS KBaIM(UKAIUN

" HAIIPaBJICHHOCTHU IMOATOTOBKU

Ymers: obecrieunTsb

OpraHU3aInio

KaJpaMH CIelUaIMCTOB TpeOyeMon
KBaM(UKAIMU, HEOOXOIUMOTO
YPOBHA

Y HANpaBJIeHHOCTH MOATOTOBKH

Bnagers: MeToauKon odecrneveHust
OpraHu3aluu

KaJIpaM{ CHEUATICTOB TpeOyeMOoi
KBaJIM(pUKAIINY, HE0OXO0AUMOro
YPOBHsI




" HAITPaBJICHHOCTHU IMMOATOTOBKU

I1K-6 [TK-6.2. OcymectBisier 3HaTh: NPUHLIUIIBI
JOKYMEHTAIMOHHOE U AOKYMEHTAIIMIOHHOTO 1
OPraHU3alMOHHOE COMPOBOXICHUE | OpraHM3allMOHHOIO
CTPaTEerMyecKoro yrnpanjeHusl COIPOBOXKAEHUS YIIPaBJICHUS
MIEPCOHATIOM M pabOThI CTPYKTYPHBIX | MIEPCOHATIOM
noJipa3/ieIeHni

YMeTb: ocylecTBIsIeT
JAOKYMEHTAI[MIOHHOE U
OpPraHU3alMOHHOE COITPOBOXK/IEHUE
CTPaTErMuecKoro yrnpanjieHus
NIEPCOHAJIOM
Bnanets: Metoaukoit
AOKYMEHTAIIMIOHHOTO 1
OPraHU3alMOHHOTO COMPOBOXKIECHUS
padOThI CTPYKTYPHBIX
nojipa3Jie/ieHuin
3. Conep:xanne qUCHUNLIAHBI
3.1. Pazgeqnl U COUILINHBI H BUABI 3 aHATHH
3.1 CTpykTypa JHCHHMIIHHBI I 0YHO-3209HOH DOPMBI 00yUeHHA
Mopyns | Homep |[HaummeHnosanue Tewmsb! pazgena Bcero | Aymutopnsl | C
pasgena pasgena 4acoB € 3aHATUSA P
C
JU |11 [ JI
K |3 |P
(C
3)
| 1.1 Ilepconanbubie | IlepconaspHble NaHHBIE U 48 4 14 [0 [40
JAaHHBIE U UX [ | KX J OKYMEHTUPOBA HUE
OKYMEHTHUPOBA
HUE
1.2 OcHoBBI JloKyMeHTUpOBaHUE 60 515 10 [50
KaJIpOBOTO aiM MPOIIECCOB HAOOpa
MHHUCTPUPOBAH noadopa nepcoHana;
usi JOKYMEHTHUPOBAaHUE
npoliecca aganTanuu
NEPCOHAA;
JOKYMEHTHPOBaHUE
Trpoliecca aTTecTaluu
MepcoHasa B
OpraHu3aluy;
JOKYMEHTHPOBaHUE




mpoiriecca OleHKHU
nepcoHana;
JNOKYMEHTHPOBaHUE
nporiecca 00y4IeHHs
MepCoHaa;
JOKYMEHTHPOBaHUE
MpoLeIypbl HAKa3aHUS U
MOOIIPEHKS ¥ paOOTHUKA;
JOKYMEHTBI IO TIPUEMY,
YBOJIbHEHUIO, TIEPEBOTY 1
OTITyCKaM COTPY/IHUKOB;
MOPAIOK U3MEHEeHNE
aHKETHO-
OororpauIecKrx TaHHBIX
PabOTHHUKA; TIpOILIECC
(popmupoBanus u
BEICHU S IMUHBIX JeT;
0COOEHHOCTH 3aKTI0YCHUSI
1 opopMIIeHUS TPYIOBOTO
J0roBopa (KOHTpAkKT);
0COOEHHOCTH
odopmIieHuUs, BeJIeHUS U
XpaHEeHUsI TPYAOBBIX
KHUXKEK; TOKYMEHTHI O
MaTepUaIbHOW U
QIMUHUCTPATUBHOM
OTBETCTBEHHOCTH
COTPY/IHUKOB.

Hroro 108 9 {9 [0 |90

3.2. Conepxkanue pa3jesioB JUCHUILUINHBI

3.2.1. JIekiuoHHBIE 3aHATHSA, COJePKaHNE H 00beM B yacax

Mopyns | Homep Tema Copepxanue TpynoemMKocTb
paznena (B yacax)
1 1.1 [Tepconanbubie | [loHATHE M CTPYKTYpa MEPCOHAIbHBIX 4
JAHHBIE U UX ] naHHbIX. [TpuHaanexHOCTD
OKYMEHTUpPOBa | MEpCOHATbHBIX AaHHBIX: COOCTBEHHHK,
HUE AepKkarenb, moTpeduTtess. TpedoBaHuUs

K 00pabOTKe MepCOHATbHBIX JaHHBIX:
HOJIy‘IeHI/Ie, XpaHeHI/IC,
KOMOMHHUPOBaHHUE, Niepeaaya,
aKTyaiu3arusi, OJJOKMPOBaHKeE, 3allUTa,
yHUuTOXeHue. [IpaBa 1 00s13aHHOCTH
padoronmaTesiss U paOOTHHKA
OTHOCHUTEJIbHO MEPCOHAbHBIX JaHHbIX




1.2

OcCHOBBI
KaJpOBOTO a/IM
WHHUCTPUPOBAH
us

JlokymeHTHpoBaHKe MPOIeccCoB Habopa
¥ riog0opa mepcoHaa;
JOKYMEHTHPOBaHUE Mpoluecca
a/lanTalyy MepcoHaa;
JOKYMEHTHPOBaHUE Mpoluecca
aTTeCcTalluy MePCOHANA B OPraHu3alvu;
JOKYMEHTHPOBaHUE MpoLiecca OLIEHKU
MepCOHasa; JOKYMEHTUPOBAHHE
nporiecca 00y4eHus MepcoHaa;
JIOKYMEHTHUPOBAHUE TTPOLIE T PbI
HaKa3aHWs U TOOIIPEeHHs U paOOTHHUKA;
JOKYMEHTHI TI0 TIPHEeMY, YBOJIbHEHHMIO,
NepeBO/Iy U OTIIyCKaM COTPYIHUKOB;
MOPS/IOK M3MEHEHNe aHKETHO-
ouorpaduyecKkux JaHHBIX paOOTHUKA;
riporiecc (POPMUPOBAHUS U BEJIEHUS
JIMYHBIX [IeJ]1; 0COOEHHOCTH 3aKJII0UYEHHUSI
1 opopMIIEHUS TPYIOBOIO I0r0BOpa
(KOHTPAKT); 0COOEHHOCTU O(POPMIICHUS,
BEJICHUS W XpaHEHHU S TPYIOBbIX
KHUKEK; JIOKYMEHTBI O MaTepUalibHOIN U
a/IMUHHUCTPATUBHON OTBETCTBEHHOCTH
COTPYJHUKOB.

3.2.2. IlpakTHYecKHe 3aHATHS, COJdepP KaHue H 00’beM B yacax

Mopynb

Homep
pazznena

Tema

Conepxanue

TpynoemMKocThb
(B yacax)

4

1 1.1

[TepconanbHbie
JAaHHBIE U UX ]
OKYMEHTHPOBa
HUE

[TonATHE M CTPYKTYpa NEPCOHAIBHBIX
naHHbIX. [TpuHaIEKHOCTD
MNEPCOHAJIbHBIX JAHHbIX: CO6CTB€HHI/IK,
aepKareb, morpeduTtesn. TpedoBaHuUs
K 00pabOTKe MepCOHATbHBIX TAHHBIX:
NoJTyueHre, XpaHeHue,
KOMOMHHpOBaHUe, riepeaaya,
aKTyasm3aius, OJIOKMpOBaHUe, 3allUTa,
yHuuroxenue. [IpaBa u 0053aHHOCTH
PabOTHHUKA OTHOCHTEIILHO
TMEPCOHAJIBHBIX JAHHBIX

1.2

OCHOBHI
KaJIpoOBOTO aaM
WHUCTPUPOBAH

us

JIoOKyMeHTHUpOBaHHUE MPOIECCOB HAOOpa
1 oadopa MepcoHana;
JIOKYMEHTHPOBAHHUE MpoIecca
aJlanTalyy rmepcoHala;
JIOKYMEHTHPOBAHHUE MpoIecca
aTTeCcTalluy MEPCOHANA B OPraHu3allvu;
JTOKYMEHTHPOBaHUE Tpoliecca OIIeHKU

NEPCOHAJIA; AOKYMEHTUPOBAHUC




nporiecca 00y4eHus MepcoHaa;
JOKYMEHTHPOBAaHUE MPOLIEAYPbI
HaKa3aHUs U TOOIIPEeHHs U paOOTHHUKA;
JOKYMEHTBI 10 IPUEMY, YBOJIbHEHUIO,
NepeBOIy U OTIIyCKaM COTPYIHUKOB;
MOPsJOK U3MEHEHUE aHKETHO-
ouorpaduyecKkux JaHHBIX paOOTHUKA;
riporiecc (POPMUPOBAHUS U BEJIEHUS
JIMYHBIX JeJ1; 0COOEHHOCTH 3aKJII0YEHU s
1 opopMIIEHUS TPYIOBOIO I0r0BOpa
(KOHTPAKT); 0COOEHHOCTU O(POPMIICHUS,
BEJICHUS U XpaHEHU sl TPYAO0BBIX
KHUKEK; JIOKYMEHTBl O MaTepUaIbHOM U
a/IMAHUCTPATUBHON OTBETCTBEHHOCTHU
COTPYJHUKOB.

3.2.3. JlabopaTopHbIe 3aHATHSA, COJEPKaHNe H 00beM B Yacax

Mopynb

Homep
pazzaena

Tema

Conepxanue

TpynoemMKocTh
(B 4acax)

3.3. Coep:xanne MaTepnajIoB, BLIHOCHMbIX HA CAMOCTOSITEJIbLHOE H3yUeHHe

Mopnynb

Homep
pasgena

Copep:xaHnue MaTepuaos,
BBIHOCMMOTI'O Ha
CaMOCTOSITEJIBHOE
W3y4YeHHE

Buanl camocrosTenbHON
IEATEILHOCTU

TpynoemMKocTb
(B yacax)

1.1

ITonsiThe u cTpykTypa
MePCOHAJIbHBIX JIAHHBIX.
[IpunannexHocTh
MePCOHAJIbHBIX JIAHHBIX :
COOCTBEHHUK, JiepKaTeJib,
notpedutens. TpedoBanus
K 00paboTKe
MePCOHAJIbHBIX JIAHHBIX :
MOJTyYeHre, X paHeHue,
KOMOMHHMPOBaHHKE,
niepesiava, akTyaan3anus,
OJIOKMpOBaHUeE, 3aIlUTA,
yHuutoxeHue. [Ipasa u
00513aHHOCTH PaOOTHHUKA
OTHOCHTEJILHO
MEPCOHAITBHBIX JaHHBIX

YCTHBIA OMPOC

40

1.2

OCHOBBI KaApOBOTO
a/IMUHUCTPUPOBAHUSA

AOKJIa[bl C MPE3CHTALUAMUA

50
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4. ®oHI OLIEHOYHBIX CPE/ICTB /ISl IPOBe/1eHUs TEeKYIeH 1 MPOMeKyTOYHOM
aTTecTanni 00yJarIHUXCs M0 U CIUILINHE

CI)OH,I[ OLICHOYHBIX CPEACTB TEKYIIEIO KOHTPOJIA U HpOMC)KYTOLIHOIL/'I aTrecranyuy 1o urTroram
OCBOCHUA NUCHUIIIMHBI ITPEACTABJICH B IIPHUJIOKCHUM.

POH/I OLIEHOYHBIX CPEJICTB

5. Yue6HO-MeTOqMUECKO€E H MH(OpMAIIOHHOE 00ecreuyeHne JHCIUIIIHHbI
5.1. OcHoBHas JuTeparypa
5.1.1. IleuaTHble U3 JaHUA

1. 1. KupcanoBa M.B. Kypc nenonpousBocTBa: JOKyMEHTallMOHHOE 00eclieueHre YIpaBIeHHs
yue0. mocobue / KupcanoBa Mapus BragumupoBna, Akcenos lOpuit Muxaitnosuu. — 6—e u3n.,
ucnp. u gon. — Mocksa : UH®PA-M ; HoBocubupck : Cubupckoe cornamenue, 2010. — 367c¢. 2.
Poroxun Muxann IOpbeBud. [JokyMeHTAIMOHHOE OOeCIieYeHre YIPaBJIeHHS : YIeOHO—TIPAKTHY.
noco6ue / Poroxun Muxaun IOpeeBuu. — Mocksa : TK Ben6u : ITpocnekr, 2008. — 384 c.

5.1.2. U3panua n3 DBC

1. 1. I'po3oBa, O. C. [enonpousBoactBo : yueOHoe mocodme/ O. C. I'posoBa. — M. :
MzpatensctBo  KOpaiir, 2017. - 124 c¢. Pexum  gocryma:  https://biblio-
online.ru/book/6DB48F40-313C-4188-BDB3-20F1C14E87287utm_source=biblioonline_share 2.
HokymeHntoBeneHue : ydeOHuk u mnpaktukym/ JI. A. oponwna [m ap.] ; mom pea. JI. A.
HopoHuHoO#. — 2—e u3M., nepepad. u pom. — M. : M3patensctBo FOpaiit, 2017. — 309 c. Pexum
JOCTYyTIa: https://biblio-
online.ru/book/1EA80884-1921-4C37-9E62-95BDB09046F0?utm_source=biblioonline_share 3.
[lysanosa H. H. Opranuzaius ¥ TEXHOJOTHS JOKYMEHTAIIMOHHOTO OOCCIIEYCHUS] YIPABICHUS:
yueOHUK ¥ MPaKTUKyM s akagemuueckoro OakamaBpuata / H. H. IlyBamoBa. — M. :
Mzpatenscteo  KOpaitr,  2017. — 221 ¢.  Pexum  pgocryma:  https://biblio-
online.ru/book/FD022E9E-9360-4B29-8 AAB-E77DE65CCF147utm_source=biblioonline_share

5.2. JlonoHUTeEJILHAS JUTEpaTypa
5.2.1. IleyaTHBIE N3 JaAHUA

1. 1. OcHOBBI Je1ONpPOU3BOACTBA : MeToauveckue ykazanus / coct. O.A. Makaposa. - Yura :
3a0l'y, 2015. - 116 c. 2. [TonyroBa M.A. JlIokyMeHTaITMOHHOE OOecrieueHre YIIPaBJICHUS: METO/I.
ykazanus / [lomyrosa Mapuna AnekcanaposHa. - Yura :Yutl'Y, 2011. - 54c.
5.2.2. U3panua n3 DBC

1. 1. KazakeBuu T. A. JlokymeHToBeieHue. [JOKyMEHTAIIMOHHBIN CEPBUC : YIEOHUK U MPAKTUKYM

IUTst IpUKJTagHoro OakanaBpuata / T. A. KazakeBu4, A. . Tkamm4. — 2—e u3z., ucnp. u jon. — M. :
N3patensctBo IOpaiir, 2017. — 161 c. Pexum pocryna: https://biblio-online.ru/book/16E65DFF-
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/local/working_program/modules/typical_programs/PDF/fos.php?file=18/18.4/%D0%A4%D0%9E%D0%A1%20%D0%9A%D0%90%D0%B4%D1%80%20%D0%B0%D0%B4%D0%BC%D0%B8%D0%BD%20%D0%B1%D0%B0%D0%BA%2022.pdf

AF58-482C-9A4C-0A2B72ED8C3A?utm_source=biblioonline_share 2. Ky3nenob HW. H.
JloKyMeHTaIlIMOHHOe OOeclieYeHre YIpaBJIeHUSI TIEPCOHAIOM: YYeOHWMK W TIPAKTUKYM IS
npukiagHoro Oakanaspuara / M. H. Kysneuos. — M. : UzpatensctBo FOpaiit, 2017. — 520 c.
Pexum JOCTYTIA: https://biblio-online.ru/book/BDE14AC8-BFC6-4C18-BBDF-
ADO6E453A417?utm_source=biblioonline_share 3. [ysanoBa H. H. OCHOBHI
JeJIONPOU3BOACTBA. SI3BIK CiTy:keOHOro JoKyMeHTa : yueOHMK 1 npaktukym/ H. H. IllyBasnosa, A.
10. WBanoga ; non o6m. pen. H. H. IllyBanoBoit. — M. : UzpatensctBo FOpaiit, 2017. — 375 c.
Pexum JOCTYyTIa: https://biblio-
online.ru/book/637B2EB3-A677-40E5-A6D6-42CD7974A7E3?7utm_source=biblioonline_share

5.3. ba3bl JaHHBIX, HH( OPMAIHOHHO-CIIPABOYHbIE 1 OUCKOBbIE€ CHCTEMbI

HazBanue Cchuika

Koncynpsranr-ITnoc http://www.consultant.ru/

6. IlepeyeHb MpOrpaMMHOI0 o0ecreyeHns

[TporpammHoe oOecnieuenue oOmero HazHaueHus:: OC Microsoft Windows, Microsoft Office,
ABBYY FineReader, ESET NOD32 Smart Security Business Edition, Foxit Reader, AUBC
"Merallpo".
[TporpaMMHOe oOecnieyeHne CrielMaIbHOrO Ha3HAYCHUS:
1) 1C-burpukc: Kopnoparusseii nopran - Kommnanusa 1C: Ilpennmpustue 8. Komrmuiekt nms
o0y4eHUs1 B BBICIIMX U CpeJHUX yueOHbIX 3aBeqeHusx 7-Zip ABBYY FineReader Adobe Audition
Adobe Flash Adobe In Design Adobe Lightroom Adobe Photoshop

2) CAInd]1 «Jlemo»

3) CIIC "KoncynbranT [Lmoc"

7. MaTepHajbHO-TEXHHYECKOEe 00ecnevYeHne U CIUNIMHBI

HanmenoBaHue nomernieHui s nposeieHnss |  OcCHAIEHHOCTh CHENUAIbHBIX TIOMEIIECHUH 1
y4eOHbIX 3aHATUI U IJI1 CaMOCTOSATENIbHON | MOMEIEHHH /ISl CAMOCTOSITENIbHOM PadoThI
padoTHl OOYJAIOIIUXCS

VueOuble aymuropuu ans  npoBeneHus | CocraB 000pyIOBaHMS M TEXHUUECKHUX CPEICTB
3aHATUM JIEKLIMOHHOTO TUIIA oO0y4yeHHs1 yKazaH B TMacropre ayIuTOpUH,
3aKPEIJIEHHOU PACIIMCAHUEM IO (PAKYJIBTETY

V4yeOHble  ayaWTOpUW IS TIPOBEICHUS
MPaKTUYECKUX 3aHATUI

VyeOHble ayguTOpUM [AJisi MPOMEXKYTOUHOM
aTTecTalyu

VueOnble aymuropuu ans  npoBeneHus | CocraB 000pyIOBaHMS M TEXHUUECKHUX CPEICTB
TPYMIIOBBIX YU MHAVBUIYAJIbHBIX KOHCYJIbTAIIMM | OOy4YeHHsl yKa3zaH B TaclopTe ayIuTOpPUH,
3aKPEIJIEHHOM PACIIMCAHUEM 110 Kaeape
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V4eOHble ayTUTOPUM JIs1 TEKYILEH aTTecTalu

8. MeToanueckue peKOMeHJalli 0 OPraHu3aud N3y4eHUus1 JUCIUILINHBI

Jlexuyn

[Ipy HanucaHuM KOHCHEKTa JIEKUMI KpaTKO, CXEMaTU4HO, IOCJIEeJOBATENbHO (PUKCUPOBATh
OCHOBHBIC TIOJIOKEHUS, BBIBOIBI, (DOPMYJIMPOBKH, OOOOIICHUS; TMOMEYaTh BaXKHbIE MBICIIH,
BBIJEJIATh KJIIOYEBHIE CJIOBA, TepMUHBL. [IpoBepKka TEpMUHOB, NOHATUN C TOMOILBIO SHIMKJIONEUH,
CJIOBapel, CIPABOYHUKOB C BHIMMCHIBAHUEM TOJKOBAaHWI B Terpagb. (OO0O3HAUUTH BOIPOCHI,
TEPMUHBI, MaTepuall, KOTOPbI BBI3BIBAET TPYJHOCTH, IIOMETUTb U IOMNbBITATbCSI HAWTHU OTBET B
pekoMeHyeMoll smTeparype. Ecim camocTtosiTenbHO He yjaaercss pa3o0paThCsi B MaTepHalie,
HeoOxoaumMo copMyIMpoBaTh BOIPOC M 3aJaTh IMPENoJaBaTeNi0 Ha KOHCYJbTAIMM, JHOO Ha
MIPAKTUYECKOM 3aHATHUU.

[IpakTryeckue 3aHATUA

3HAKOMCTBO C OCHOBHOM M JOIOJIHATENBHOM JIMTEPATypOW, BKJIIOYAs CIPABOYHbIE W3/IaHUS,
3apyOexHble HUCTOYHUKH. QPUKCHPOBAHME OCHOBHBIX IOJIOKEHWH, TEPMHUHOB, CBEICHUM,
TpeOyIIUX I 3alOMUHAHUS W SBJISIOIIMXCS  OCHOBOMOJIATAIONIMMH B 3TOH  TeMe.
KoHcnekTrpoBaHre MCTOYHMKOB MO paccMaTpuBaeMoil Teme. PaboTa ¢ KOHCIIEKTOM JIEKIIWH,
MOJrOTOBKA OTBETOB HA KOHTPOJIbHBIE BOIIPOCHI.

CamocrosiTenpHas padoTta

[Ipy HanMcaHMM KOHCIEKTa KPAaTKO, CXEMAaTU4YHO, MOCJIENOBAaTEbHO (PUKCUPOBATH OCHOBHBIE
NOJIOKEHUSI, BBIBOABL, (POPMYJIMPOBKHM, OOOOIIEHHUsS; IMOMEYaTh BAXHBIE MBbICIH, BBIACATD
KJIOYEBBIE CJIOBA, TepMUHBL. [IpoBepka TEpMMHOB, MNOHATHI C MOMOILIBID SHIMKJIONEIUM,
CJIOBapei, CIPABOYHUKOB C BBHIMMCHIBAHMEM TOJKOBAHWI B TeTpagb. (OO03HAUUTH BOIPOCHI,
TEPMUHBI, MaTepUajl, KOTOPBIM BbI3bIBAET TPYJHOCTH, NOMETUTh W MOMNBITATHCS HAUTU OTBET B
peKoMeHyeMol JmTepaTtype. Ecim caMocTosATeNbHO He yaaeTcsl pa3oOparbCsi B Marepuale,
HeoOxoaumMo chopMyJIMpPOBaTh BOIPOC M 3aJaTh IMPENOJaBaTeNi0 Ha KOHCYJbTAIlMU, JHOO Ha
MPaKTUYECKOM 3aHATUU.
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Pazpaboturk/rpynma pa3paboTIYMKOB:
Mapuna AnekcanaposHa [lonytoBa

Tunosas nporpamMma yTBep:KJeHa

CornacoBana ¢ BblITycKalwollen kadeapoi
3aBenyommii kKadeapou
«__» 20
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