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

Llenpio w3yueHuss aucHUMILIMHBL «KagpoBoe 1eloNnpou3BOACTBO Ha TOCYJAPCTBEHHON WU
MYHUIUIATIBHON CITy)KOe» sBiisieTcss (popMUpOBaHKME y CTYAEHTOB, OYAyIIUX CIENUAINCTOB B
00JIaCTH yIpaBJIEeHHUs] TIEPCOHATIOM, KOMIUIEKCA COBPEMEHHBIX 3HAHWW, YMEHUH M HaBBIKOB,
HEOOXOMUMBIX I  BEJCHHWS KaJpPOBOTO JISJONMPOW3BOJACTBA HA TOCYAApCTBEHHOW U
MYHUIIMTIAJIBHON CITyKOe

3anauv N3yyeHus TUCIUILIMHBL:

- W3YYUTh IMOHSATHE W CTPYKTYpY MEPCOHATBHBIX JAHHBIX; - WM3YYUTh [PUHAIIEKHOCTH
NIEPCOHAJIBHBIX [TAaHHBIX: COOCTBEHHUWK, JepXkaTelb, MOTPeOMTEeNb; - W3YyYUTh TPeOOBaHUS K
00pabOTKE TMEPCOHATbHBIX JaHHBIX: IOJyYeHHE, XpaHeHHWe, KOMOWHHMpOBaHHE, Tepeaya,
aKTyanm3anms, OJIOKMpOBaHWE, 3alWTa, YHUUYTOXKEHWE. - M3YYWTh MpaBa M OOS3aHHOCTH
pabOTHMKA OTHOCHMTEJBHO IMEPCOHATBHBIX JAHHBIX; - W3Y4YWTh IMOHATHE W 3a/Ja4d KaJpOBOrO
ACJIONPOU3BOACTBA; - U3YUYUTDH HOpMaTI/IBHO-CHpaBOqHOﬁ AOKYMECHTALMK I10 BOIIpOCaAM BEICHUA
KaJIpOBOTO JICJIONPOU3BO/ICTBA; - WU3YYHUTh OOIIMA COCTaB U BHIbl KaJpOBOH NOKYMEHTALIUH; -
U3YyUUTh KaJpOBYIO HWH(MOPMALMOHHO-IOKYMEHTAIMOHHYI0O CHUCTEMY; - HW3YyUUTh IUIAHOBYIO
KaJIPOBYI0 JIOKYMEHTAIMIO; - M3YYUTh OPraHM3alMOHHO-TIPABOBYIO JOKYMEHTAIMIO; - H3YUYHTh
NEPCOHAJIBHYI0  JOKYMEHTAIIMI0; - WM3Y4YUTh JIOTOBOPHYIO JOKYMEHTAIMI0; - H3Yy4uTh
PaCropsAANTEIbHYI0 JIOKYMEHTAIMsI; - W3YYUTh YUHU(UIMPOBAHHbIE (DOPMbBI TMPUKA30B 10
JIMYHOMY COCTaBy; - HM3Y4YUTb YUCTHYIO OJOKYMCHTALWIO; - HW3YUYUTb OJOKYMEHTALHWIO IO YUYCTY
paboyero BpEeMEHHM M PacyeTOB C IMEPCOHAIOM IO OIIaTe TpPyAa; - W3YYUTh OTYETHYIO U
OTUYCTHOCITIPABOYHYIO JOKYMEHTALUIO; - U3YUYUTb JOKYMCHTHI 110 IPUEMY, YBOJILHEHUIO, IEPEBOAY U
OTITyCKaM COTPYJHHUKOB; - WM3YYUTh MMOPSAOK M3MEHEHHE aHKETHO-OMOrpapuuecKux JaHHBIX
pabOTHUKA; - U3yUUTh Tporiecc (POPMUPOBAHUS M BEJCHHUS JIMYHBIX AEJ; - U3YYUTh OCOOCHHOCTH
3aKJI0YeHUss W O(OPMIICHHsT TPYIAOBOrO [OroBopa (KOHTPAKT); - H3YyYMTh OCOOCHHOCTH
oopmiieHHsI, BEAEHUS M XPaHEHUs TPYIOBBIX KHIKEK; - OIEHKa JesATeJbHOCTH PaOOTHHKA:
JOKYMEHTHPOBAHUE MPOLIEYPbI MOOIPEHUS U paOOTHUKA; - U3YUHUTh MPOIIECC TOKYMEHTHPOBAHKS
arrecrauysd IMNEpCoOHAla B  OpraHu3alvyv; - HU3YYUTb JOKYMEHTBI O MaTepMaanoﬁ nu
AIMMHUCTPATUBHOM OTBETCTBEHHOCTH; - M3Y4YMTh IMPOLIECC [JOKYMEHTUPOBAaHWUs ydeTa U
OTUYCTHOCTH I10 KaJApaM; - U3YYUTHb MMPOLCCC 3allIUThI IEPCOHAIbHBIX JAHHBIX B KaIIpOBOﬁ CJIy)K6e; -
U3YYUTh OCOOEHHOCTH XpaHEHUs [AOKYMEHTALMA KaApOBOW CIIYXObI, - HU3YYUTh MOPSIOK
pa3MellieHde W OpraHu3alisi padOThl KaApOBOH CIYXKObI, - H3Y4dTh pErIaMEHTUPYIOIIUE
JOKYMEHTbI KQJIPOBOM CITYKOBbI; - U3YUUTh MOPSIIOK PAOOTHI C MOCETUTENSIMHU B KaJIPOBOH CITyKOe; -
U3YUYNTh TMOPSIOK HaOopa MepcoHada i padOThl B KaJpOBOW CIyXOe; - M3Y4dTh MOPSIOK
OpraHu3alyh KaJpoBOro JEJONMPOM3BOACTBA C HYJIS; - M3YYMTh TMOPAIOK ayAuTa KajpoBOro
JeJIOTPOU3BO/ICTBA; - U3YUUTh ITPOrpaMMHOE oOecTiedeHre B padoTe KaIpOBBIX CITYXO.

1.2. MecTo qucuuminHabl (MoayJisi) B cTpykrype OII

Hucrtmrmiaa «KagpoBoe J1e0npor3BOICTBO HA TOCYJAPCTBEHHON M MYyHUITUTIAJIBHON CITykKOe»
BXOOUT B BapuatuBHyl0 vactb b1.B.15 nwmkna guctmmima ®I'OC BIIO no HanpapieHUIO
«["ocymapcTBeHHOE ¥ MYHUIMITAJIBHOE yIIpaByieHUe». [IUCIUIUTNHA ABJIAETCS 00S3aTeIbHOU IS
CTyJJCHTOB OYHO-3a0YHOW (hopMbl OOy4YeHUsI M U3ydaeTcs UMHU B 5 cemectpe. Teoperuueckue



3HAHWSI U TIPAKTUYECKUE HABBIKM, IOJYYEHHbIC CTY/JIEHTaMHU NpU e¢ W3yYeHUH, OJDKHBI OBbITh
UCTIONIb30BaHbl B TIPOLIECCE M3YYEHHS IMOCIENyIOIMX AUCIUIUIMH MO Y4eOHOMY IUIaHy, IpH
MOATOTOBKE KYPCOBBIX paOOT M BBHITYCKHOW KBAJIM(PUKAIMOHHON paOOThI, TPU BHITOJHEHUH
CTYJIEHYeCKON HayJHO-UCCIIeIOBATEIbCKON paOOTHI.

1.3. O6beM qUCHUAILINHBI (MOIYJIsI) ¢ YKa3aHHEM TPYJA0€eMKOCTH BCeX BH/IOB YU4eOHOM
pPadoThI
OO011ast TpyI0EMKOCTh JIUCHMUIUIMHBL (MOJIYJIsI) COCTaBJIsIeT 2 3a4yeTHbIX(bie) eauHUII(bI), 72

4acoB.
Bunp! 3ansTUI Cemectp 4 Bcero vacos
OO01mas TpyI0eMKOCTb 72
AyIUTOpHbBIE 3aHATHUS, B T.U. 32 32
Jlekmmonnsle (JIK) 16 16
IIpakTrueckue (ceMUHApPCKUE) 16 16
I13, C3)
Jla6opaTopusie (JIP) 0 0
CamocrositenbHas padora 40 40
cryaentoB (CPC)
dopma mpomMeRyTOUHOU 3auer 0
aTTeCTalliu B CEMEeCTpe
KypcoBas padota (kypcoBoit
npoekT) (KP, KIT)

2. [IepedyeHb IIAHHPYEMBIX Pe3yJIbTAaTOB 00yUYEeHHS MO JUCIUILINHE, COOTHECEHHBIX C
IUIAHUPYEMBIMH Pe3yJbTaTaMH 0CBOEHHsI 00pa30BaTeJbLHON MPOrPaMMbl

[Tnanupyemble pe3yJibTaThl OCBOCHHUsI 00pa30BATEILHON [Tnanupyemble pe3yabTaThl

BJIACTU, MOTUBALIUH,
JIMJEPCTBA, CTPATETMYECKOTrO
yIpaBJIEHUsl, OPraHU3alUH;
cnietnu@uKy MpoOIECCOB
IPYIIOBON TUHAMUKU

MIPOrpamMmbl 00yueHHUs 1O TUCLUILIUHE
Kon u WNuavkatopsl JOCTUXKEHUS JlecKpunTopkl: 3HAHUS, YMEHUS,
HauMEHOBaHMe KOMITeTEeHIuH, (hOPMHUpPYEMbIE B HABBIKU U (WUJIM) OTIBIT JEATETbHOCTH
KOMITETeHIIUU paMKax JUCHUTLIMHBI
IIK-3 [IK-3.1. 3Harth: 3HAET TEOPETUYECKUE
3HaeT OCHOBBI TEOpUi ACTIEKThI CTPaTeruyeckoro

YIpaBJICHUA OpraHru3allliv, TCOpUU
BJIACTH U JINACPCTBA

YMeTb: MpOrHO3MpPOBATH MPOLIECCHI
IPYNIOBON TUHAMUKHU




BraneTs: TeXHONIOrMSIMU MOTHBAIMA
HiepcoHaa

IK-3 IK-3.2. 3HaTh: TEOPETHUYECKHE  AaCHEKThI
YwMmeer onpeaensrb TUTAHUPOBAHUS u
CTpaTeruyecKue Lesu. KOMaHI000pa30BaHU IBUJIBI u
®dopmupoBaTh KOMaHYy. YPOBHU OTBETCTBEHHOCTH
Onpenenars BUbl U YPOBHU
OTBETCTBEHHOCTH. YMeTh: CTaBUTh CTpaTerMyecKue
e
Braners: TEXHOJIOTMEN
(popmupoBaHMS KOMAHBI
IK-3 [IK-3.3. 3HaTh: TEXHOJIOTUM pacrpeaeeHusI
Bnageer metogamu u U peau3alid OTBETCTBEHHOCTH 3a
WHCTPYMEHTaAMU CTPATErun4eCKroro IPUHATHIC PEHICHUA
aHanm3a,
AJUArHOCTUKHN YwmerTs: AUArHoCpoOBaThb
OpraHU3aIMOHHOM KYJIBTYPBI; OPraHU3alMOHHYIO KYJIbTYPY
TEXHOJIOTUAMU
pacripefiesieHus: u Brnanets: METOAaMU u
peanuzanuu MHCTPYMEHTaMU  CTPATErunyecKoro
OTBETCTBEHHOCTH 32 aHaJm3a
IIPUHATLIE PELIEHUs,
pe3yJIbTaThI.
[1IK-6 I1K-6.1. 3Harp: 3HaeT 3aKOHOIATEJIbHBIE

3HaeT 3aKOHOAATE/IbHBIE U
HOPMAaTHBHBIE TIPABOBBIE
aktbl Poccuiickon
®deneparmu B cpepe
JOKYMEHTAIIMOHHOTO
oOecrieueHus! yrpaBJieHUs,
COCTaB JIOKAJbHBIX HOPMATHUBHBIX
aKTOB

opraHu3zalum,
(pyHKLIMOHATbHBIE
0COOEHHOCTH CHCTEMBI
3JIEKTPOHHOTO
JOKYMEHTOOOO0pOTa
OpraHu3aIvuy; TPUHITUTIBI U
npaBuia paboThI C
HOPMAaTUBHO-METOANYECKON
JOKYMEHTaIue;
TEOPETUYECKHE OCHOBBI
MPOIIECCHOTO YIIPABJIECHHUS;
KPUTEPUU OTpe/IeIeHISI
LEHHOCTH JIOKYMEHTOB.

akThl B cdepe  KaJpoBOro
JEJIONpOU3BOACTBA B OpraHax
rocyJapCTBEHHOIO

VYmMetb: paboTaTb ¢ HOpPMATUBHO-
METOIMYECKON JIOKyMEHTAlluel u
OTpeIeJIATh IEHHOCTh JJOKYMEHTOB

Bramets: cHCTEMOR 3J€KTPOHHOIO
JOKYMEHTOOO0OpOTa




I1IK-6

I1IK-6.2. Ymeer arperupoBatb
1 00001maTh COOpPaHHYIO
uHpopMauio;
OpraHU30BBIBAThH
JOKYMEHTOOOOPOT U
JeI0NPOU3BOICTRBO,
BBITIOJTHSATH 321244 T10
(popmupoBanmio n
COJEPKAHUIO APXUBHBIX
(hoHI0B B Opranax BJjacTH,
OpraHu3anusx,
pean3yIONuX
rocyiapcTBEHHbIe/MYHUIIUIIA
JbHBIE (DYHKIIUM W TIOJIHOMOYMS, B
UHBIX

OpraHM3alusIX,
OCYIIECTBIISIONINX
COIMaJIbHbBIE,
yIpaBjieHYeCKHe WU UHbIe
0O0IIIECTBEHHO MOJIE3HBIE

3nate:  [lopsimok  opraHuzamu
JOKYMEHTOOO0OpOTa "
JeJIOTPON3BO/CTBA

Vmerb:  O0600marh  coOOpaHHYIO
MH(pOPMaLUIO

Bnanets: TexHosnorue conepxkaHust
apXUBHBIX (DOHJIOB B OpPraHax BJIACTU

pyHK1IIM.

[TK-6 [TK-6.3. 3Harth: Kak MOBBICUTD
Brianeer meTogukamMu a¢pdexTuBHOCTD KaJpOBOTO
MIPOBEJICHUSI SKCTIEPTU3bI JIEJIONPOU3BOJICTBA B OPraHU3alN
LIEHHOCTH JIOKYMEHTOB B
COCTaBE IKCIIEPTHOU VYwmerTs: PaspabaTbiBath
KOMHCCUM OpraHU3alii; a/IMUHUCTPATUBHBIE  PETJIAMEHTHI
pa3padoTku nojipa3Jie/ieHun OpraHu3alui,
a/IMUHUCTPATHUBHBIX COCTaBJISITh M BECTH KaJpOBbIE
pErIaMeHTOB NOgpa3IeIeHUuI JOKyMeHTHl B IMY
OpraHu3alum; MpeI0KeHUNI
10 MOBBILIEHUIO Brnaners: Metoaukoil onpeaesieHust
a¢ppekTuBHOCTH mporiecca LIEHHOCTH JIOKYMEHTOB
NoJipa3/Jie/IeH!sl OpraHu3aluu
WIW aIMUHUCTPATUBHOTO
perjameHTa nojapasieieHust
OpraHu3aliK; COCTABJIEHUS 1
BEJICHUS KaJIPOBbIX
JTOKyMeHTOB B MYV

3. Conep:xanne qUCHUNIAHBI
3.1. Pa3zgeqan! quCOUILINEBI H BUABI 3 aHATHH
3.1 CTpykTypa JUCHHMIJIHHBI IS 0YHO-3209HOH (POpPMBI 00yUeHHs
Moayns | Homep |HaumeHnoBanue Tembl pazaena Bcero | Aymutopus | C
pazzaena paszmena YacoB | e 3aHATUs P




Imijg|cC
3 [P
(C
3)
1.1 ITepconanbhbie | [lepcoHasibHbBIE TaHHBIE U 24 4 (0 120
JaHHBIE U UX [ | WX JOKYMEHTHUPOBaHUE
OKYMEHTHPOBa
HUE
1.2 OcHoBHbIE OcHOBHbIE MOJIOKEHUS A0 24 4 10 [20
TMIOJIOKEHUS 10 KYMEHTAI[MOHH Or0
KYMEHTAIlMOHH | oOecrieueHus ynpaBjieHUs
oro
obecreyeHnst
yIpaBJieHUs
1.3 JlOKyMEHTHPOB JIOKyMEHTHPOB aHuE 36 5[0 [31
aHue yIpaBJeHUs TIEPCOHATIOM
yIpaBJieHUs
MePCOHATIOM
14 HoKymeHTarmo OO01WMIi cOCTaB U BUIbI 24 4 10 |20
HHBII KaJIpOBOW JOKYMEHTAIUH.
MeHekMeHT B | KagpoBas nngopmaimon
KaJIpoBOU HO-JTOKyMEHTalIMOHHAs
padote cHcTeMa: TJTaHOBas

KaJIpOBYIO IOKyMEHTAIIUS;
OpraHU3allMOHHO-
MpaBoOBasi JOKYMEHTAIIHSI;
NepCOoHAJIbHAS
JOKYMEHTAIUS;
JOrOBOpHasi
JOKYMEHTAIUS;
pacropsiiuTesbHas
JOKYMEHTAIUS;
YHUPUIIMPOBAHHBIE
opmbl prKa3oB Mo
JIMYHOMY COCTaBY;
y4eTHasi TOKyMEeHTallsI;
JOKYMEHTAIUsI 1O yUeTy
paboyero BpeMeHu U
PacyeToB C MepCOHAIOM
10 oruIaTe TPy/a;
OTYETHasl U OTYETHO-
CHpaBOYHAS
nokymenTtanus. [Ipouecc
(popmupoBanus u
BEICHUSI JIMUHBIX JEJ1.
OcobeHHoctn




0(pOpMJIEHHUS, BEAEHUS U
XpaHEeHUsl TPYAOBBIX
KHIKeK. OcoOeHHOCTH

oopMmIIeHUsT TPYIOBOTO
J0roBopa (KOHTPAKT).
OueHka 1edaTenbHOCTH

JOKYMEHTHPOBaHUE
[IPOLIE Ay PHI IMOOIIPEHUA U
padotHuka. ITpouecc
JOKYMEHTHPOBAHUA
aTTecTalys NepcoHasa B
opranu3auuu. JJOKyMeHTbI

3aKJII0YCHUA U

padoTHUKA:

0 MaTepUaJIbHOUN U

QIMUHUCTPATUBHOM
OTBETCTBEHHOCTH.
Uroro 108 0 |17 10 |91
3.2. Conep:xkaHnue pa3jaesoB JUCHUILIMHBI
3.2.1. JIekinoHHbIE 3aHATHA, COJEPKaHNEe H 00beM B Yacax
Moayns | Homep Tema Copepxanue TpynoemMKocTb
paszena (B 4acax)
3.2.2. [IpakTU4YecKHe 3aHATHA, COAepPrKaHNe H 00beM B yacax
Mopyns | Homep Tema Copepxanue TpynoemMKocTb
pasnena (B yacax)
1 1.1 [lepconanbubie | I[loHATHE M CTPYKTypa MEPCOHAIBHBIX 4
JaHHbIE U UX [ naHHbIX. [IpuHagIeKHOCTD
OKYMEHTHPOBA | TMepcoHabHBIX IJAaHHBIX: COOCTBEHHUK,
HUE aepikartenb, noTpedurtess. TpedoBaHUs
K 00pabOTKe MePCOHAIBHBIX JAHHBIX:
MOJIyYeHUe, XpaHeHue,
KOMOWMHHMpOBaHWe, repeaya,
aKTyasnu3aius, OJOKMpPOBaHKE, 3aIIUTA,
yHuutoxenue. [IpaBa u 00s3aHHOCTH
padoTHUKA U paboToAaTeNst
OTHOCHUTEJIBHO M.
1.2 OcCHOBHBIE [ToHaTue u 3agaumn KagpoBOro 4
TIOJIOKEHUS 10 nesornpousBoacTsa. HopmatusHo-
KYMEHTaIlMOHH CHpaBOYHAsA JOKYMEHTAIUS 1O




oro

BOIIPOCaM BE€ACHUA KaAPpOBOT'o

obecrieueHust JeJIOTPOU3BOICTBA.
yIIpaBJICHUS
1.4 [Mepconanbubie | TloHATHE U CTPYKTYpa MEPCOHATBHBIX 4
JaHHbIE U UX 1 naHHbIX. [TpuHaIIEKHOCTD
OKYMEHTHPOBa MIEPCOHATIbHBIX TAHHBIX
HUE COOCTBEHHUK,IepKaTesib, TOTPEOUTETb.
TpeboBanus k 00padOTKe
MIEPCOHAJIbHBIX JTaHHBIX: TIOJTyYEHHE,
XpaHeHre, KOMOUHUPOBaHHE,
nepesiava,ak TyasTn3anus,
OJIOKMpOBaHUeE, 3aIUTa, YHUUTOKEHUE.
[TpaBa 1 00sA3aHHOCTH PaOOTHHUKA W
padoTomaTesiss OTHOCUTENILHO
TIePCOHAJIBHBIX JIAHHBIX
3.2.3. JlabopaTopHble 3aHATHSA, COJIEPKaHNe H 00beM B Yacax
Mopyns | Homep Tema Copepxanue TpynoemMKocTb
paznena (B acax)

3.3. Conep:xanue MaTepuaoB, BLIHOCHUMBIX HA CAMOCTOSATEJbHOE H3yYeHue

Moayns | Homep | Coaepxanue MaTepualioB, Bupapl camoctositennbHOI TpynoemMKocThb
pasgena BBIHOCMMOTI'O Ha IEeATETIBHOCTH (B yacax)
CaMOCTOSITEIbHOE
U3y4yeHue
1 1.1 [lepconanbubie ganHbie 1 |IloaroToBKa K KOHTPOJIBHON 20
UX JJOKYMEHTUPOBaHUE padore
1.2 OCHOBHBIE TTOJIOKEHUA OO IToaroroBka JOKJIAad0B C 20
KYMEHTAIIMOHH OTO Mpe3eHTAIUSMU
oOecrieueHus! yIpaBIeHUst
1.3 JIOKyMEHTUPOB aHKE [TogroroBka npoeKTHOrO 31
YIPABJICHUS IEPCOHAIIOM 3aganus 1 u 2
1.4 JlOKyMeHTaIMO HHBIA Yernbint onpoc [oaroroeka 20

MEHE)KMEHT B KaJIpOBOM
padore

AOKJIa0B C MMPE3CHTALIUAMUA

4. ®oH/ OLIEHOYHBIX CPEJACTB /IS NPOBeeHNUs TeKYyIel U NPOMeKYTOYHOMH
aTTecTanyu 00yJaomuxcs no JUCIHUIIHHE

®OHJ OLIEHOYHBIX CpP€ACTB TEKYILIETO KOHTPOJIA U HpOMG)KyTO‘IHOﬁ aTTeCTaluu I10 HUTOraM




OCBOCHUSA NJUCHUIUIMHBI ITPEACTABJICH B IPHUJIOKECHUM.

DoH OLIEHOYHBIX CpEeICTB

5. Yue6HO-MeTOAMUeCKO€e 1 HH(OpMAIIOHHOE O0ecneyeHne JHCIUIIIHHbI
5.1. OcHoBHas Jureparypa
5.1.1. IleuaTHbIE N3 aHUA

1. 1.1. 3axapkura Onbra MBanoBHa. KanmpoBasi ciyx0a TpeAnpusATHs: IeTOTPOU3BOJCTBO,
JOKYMEHTOOOOPOT M HOpMaTuBHas 0Oa3a: mpakTtud. nocoowe / 3axapkuna Ojpra VBaHOBHa,
I'ycaraukosa Hapes EpumosHna. - 3-e uza., uctp. - Mocksa: Owmera-JI, 2008. - 261 c. 2. OcHOBHI
JeJIONPOU3BOJCTBA: MeToandeckue ykazanus / coct. O.A. Makaposa. - Yuta: 3a0l'Y, 2015. - 116
c. 3. KupcanoBa Mapus BnagumupoBHa. Kypc [nenonpousBoACTBa: JTOKYMEHTAIMOHHOE
obecrieyeHre ynpasieHus: y4ued. mocooue / KupcanoBa Mapus Brnagumuposna, Akcenos FOpuit
MuxaiioBud. - 6-e usm., ucnp. U gomr. - Mocksa: UH®PA-M ; HoBocubupck: Cubupckoe
cornamenue, 2010. - 367 c.

5.1.2. U3panua n3 DBC

1. 1.1. JoxymenroBenenue: yueonuk / JI. A. [Joponuna [u np.] ; nox pen. JI. A. lopoHUHON. —
2-e u31., mepepad. u gor. — M.: UznatensctBo KOpaiit, 2017. — 309 c. Pexwum goctyna: https://bi
blioonline.ru/book/237A19A3-EAE7-44AE-88 A7-2DF4FBOCS59CC?utm_source=biblioonline_sh
are

2.

5.2. JlonoHUTeEJILHAS JJUTEpaTypa
5.2.1. IleuyaTHbIE N3 JaAHUA

1. 1. BacakoB M.U. [IlenonponsBoactso [[JoKyMeHTalMOHHOe oOecTieueHne yrpasieHus]: yueo. /
M. U. Bacakos, O. W. 3amsitikosa. - 13-e uzf., crep. - PocroB-Ha-ony: ®enukc, 2014. - 376 c. 2.
2. CankoB Bnagumup BanentuHoBud. MHGOpMAlIMOHHBIE TEXHOJOTMM M KOMIbIOTEPHU3ALMS
nenonpou3BojcTBa: yued. mocoome / CankoB Bmagumup BamentuHOBWY. - 4-e w3fd., cTep. -
MockBa: Akagemus, 2008. - 288c.

5.2.2. I3panua n3 DBC

1. 1. Kompiikuaa T. B. [lenoBbie KOMMYHHMKAIMU, JOKYMEHTOOOOPOT M JIEJIOMPOU3BOJICTBO :
yueOHoe rmocodue s npukiaanoro OakanaBpuara / T. B. Konpnmkuna, Y. B. llyctuna. — 2-e
u31l., uctp. u gon. — M. : U3patensctBo IOpaiit, 2016. — 164 c. Pexum gocryna: https://biblioon
line.ru/book/566B7ED9-0CA0-4BF8-B601-A462B298CI9BF ?utm_source=biblioonline_share 15
2. KysuenoB U. H. JlokymeHTamoHHOe obecrieueHre ynpaBieHus nepconaiom: yuyeonuk / 1. H.
KysnenioB. — M.: MzparensctBo IOpapnit, 2017. — 520 «c¢. Pexum pocryna:
www.biblioonline.ru/book/BDE14AC8-BFC6-4C18-BBDF-ADO6E453A417 3. Illysanosa H. H.
OcHOBBI AeONPON3BOACTBA. 3Bk ciy)eOHoOro mokymenta: yueOnuk / H. H. Illysanosa, A. IO.
WeanoBa ; nox oom. pex. H. H. llyanoBoit. — M.: UsnarensctBo Opaiit, 2017. — 375 c.


http://work.zabgu.ru/fos/18/18.4/%D0%A4%D0%9E%D0%A1%20%D0%BA%D0%B4%20%D0%B2%20%D0%B3%20%D0%B8%20%D0%BC%20%D1%81%D0%BB%20%D0%B1%D0%B0%D0%BA%20%D0%93%D0%9C%D0%A3%2021.pdf

Pexum pocryna: https://biblioonline.ru/book/637B2EB3-A677-40E5-A6D6-42CD7974A7E3ut
m_source=biblioonline_share

5.3. Ba3nl JAAHHDbIX, I/IH(t)OpMaHI/IOHHO-CHpaBO'-IHI)Ie H IMMOMCKOBbBI€ CHCTEMbI

Haszsauue Ccruika

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

6. [lepeyeHsb NpOrpaMMHOro od0ecnevdeHust
[TporpammHoe obecnieuenue odmero HazHaueHus: OC Microsoft Windows, Microsoft Office,
ABBYY FineReader, ESET NOD32 Smart Security Business Edition, Foxit Reader, AUBC
"Merallpo".
[IporpamMmmHoOe obecrieueHre CrenuaibHOrO Ha3HAUSHUS:

1) CAOud ]I «eno»

7. MaTepuajabHO-TeXHHYECKOEe 00ecnevyeHne U CIUNINHBI

HaumeHnoBanue noMeIieHui st mpoBeIeHU s
y4eOHBIX 3aHATUHA W JUIA CAMOCTOSTEIbHOW
padoThl 00yYAOIIUXCS

OCHAILIEHHOCTD CIIE[UAILHBIX [IOMEILIEHUNA U
TIOMENICHUH JIJIST CAMOCTOSITEJIbHOW PadOTHI

V4eOHble — ayAUTOpUU
NPaKTUYECKUX 3aHATUH

JJIA MMPpOBCACHU A

VyeOHble ayguTOpuM AJis MPOMEXYTOUHOM
aTTecTaluu

CocraB 000py10BaHU s M TEXHIUECKHUX CPEICTB
oOy4yeHMsl yKazaH B Hacropre ayIuTOpPUH,
3aKPEIJICHHOW paclMCaHueM M0 (paKyIbTETy

VyeOHBlE  ayaWTOpUU  JUISI  TIPOBECHUS
IPYIIOBBIX ¥ UHAUBUAYAIBHBIX KOHCYJIbTALIUI

V4eOHble ayTUTOPUM JIJIs1 TEKYIIe aTTeCTalluu

CocraB 000py/IOBaHU S M TEXHMUECKHX CPEIICTB
oOyueHHs] yKa3aH B TACMOpTe ayAUTOPHH,
3aKpeIJIeHHOW paclucaHueM 1o Kadepe

8. MeToanueckue peKOMeH/Jaliy M0 OPraHu3anuy U3y4eHus1 U CIUTIINHBI

Jlexumn

[Tpn HarmMcaHUM KOHCTIEKTA JIEKIIMA KPaTKO, CXeMaTUYHO, TTOCTIeI0BATEIbHO (DUKCUPOBATh
OCHOBHBIE TIOJIOKEHUSI, BHIBOIbI, (DOPMYJIMPOBKH, 000OIIIEHN ST, TOMEYaTh BaXKHBIE MBICIIH,
BBHIJICJIATH KJTIOUEBBIE CJIOBA, TepMUHBL. [IpoBepka TepMUHOB, MMOHATUH C IIOMOIIBIO SHIIMKJIONEINH,
CJIOBapey, CIIPaBOYHUKOB C BBIMMCHIBAHUEM TOJIKOBAHUH B TeTpaab. OO03HAYUTH BOIIPOCHI,
TEPMUHBI, MaTepHaJl, KOTOPBIN BHI3BIBAET TPYIHOCTH, TOMETUTH U MOMBITATHCS HAWTH OTBET B
pekomeHayemoi utepatype. Eciiu caMocTosITeIbHO He yaaeTcs pa3o0parhcsi B MaTepuale,
HEoOX0IuMO chOpPMYJIMPOBaTh BOIIPOC M 337aTh MPENoJaBaTe 0 Ha KOHCYJIbTAIUH, JIMOO Ha

IMTPAKTUYCCKOM 3aHATHU.
HpaKTI/I‘IeCKI/Ie 3aHATUA

3HAaKOMCTBO C OCHOBHOU 1 HOHOHHHT@HLHOﬁ HHTepaTypOﬁ, BKJIIOYas CIIPaBOYHBIC U3JaHW S,
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3apyOekHble UCTOYHUKYU. PUKCHPOBaHNE OCHOBHBIX TOJIOKEHHI, TEPMUHOB, CBE/ICHUH,
TpeOYyIOIUX /7151 3ATIOMUHAHMS U SBJISIONIMXCS. OCHOBOTIOJIATAIOIIMME B 9TOH TEMe.
KoHcnektipoBaHye UCTOYHMKOB MO paccMatpuBaeMol Teme. PaboTa ¢ KOHCIEKTOM JIEKITHH,
IOATOTOBKA OTBETOB HA KOHTPOJIbHBIE BOITPOCHI.

CamocrosrenpHas padoTta

HpI/I HallMCaHUHN KOHCIICKTAa KPATKO, CXEMATUYHO, IMOCJIEA0BATEIbHO (l)I/IKCI/IpOBaTb OCHOBHBIC
TIOJIOKEHMSI, BBIBOIBL, (POPMYJIMPOBKH, 0OOOIIEHHST; TOMEYaTh BaKHbIE MBICJIH, BBIICTATH
KJIIOYEBbIE CJIOBA, TepMUHBI. [IpoBEepKa TEPMUHOB, TOHATHI C TTIOMOIIBIO SHITUKJIONE U,
CJIOBapei, CIIPaBOYHUKOB C BbIITMCHIBAHMEM TOJIKOBAaHUM B TeTpa/ib. OOO3HAUYMTh BONPOCHI,
TEPMUHBI, MaTCpPHUAJI, KOTOprfI BbI3BIBACT TPYAHOCTU, IOMETHUTD U ITOIBITATHCA HalTH OTBET B
pekoMeH tyeMoii utepatype. Ecim camocTosiTesbHO He yaaeTcsi pa3o0parbCsi B MaTepHale,
HEeo0XoauMo chOpMyYIMPOBATH BONIPOC U 337aTh IPENoJaBaTeN o Ha KOHCY/IbTAllUH, TMOO Ha
NPaKTUIECKOM 3aHSTHUH.
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Pazpaboturk/rpynma pa3paboTIYMKOB:
Mapuna AnekcanaposHa [lonytoBa

Tunosas nporpamMma yTBep:KJeHa

CornacoBana ¢ BblITycKalwollen kadeapoi
3aBenyommii kKadeapou
«__» 20
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