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PaGouas  nporpamma  mucrmmimmm «Kaaposoe AAMHHHCTPHPOBAHHE W
ACJIONPON3BOACTBO» /1151 00yyaIOMMXCs 110 HalpaBIeHUO moaroToBku 38.03.03 Vnpaenenue
liepconanom (IIpoduns: Yupapnenue ME€PCOHANIOM), COCTABJIEHA HA OCHOBAHHM DenepanbHoro
FOCYNIApCTBEHHOr0 00pa3oBATENLHOTO CTAHAAPTA BBICIIErO obpasoBanusi — GakamaBpuar 1o
HanpapiieHuio noarorosku 38.03.03 Ynpasnenue [ICPCOHAIOM,  YTBEPXKIEHHOTO TPHKA30M
Munucrepersa nayku u Bbicmero obpazosanus Poccuiickoii ®eaepannn or 12 asrycra 2020 r.
No 955 (¢ m3m. u om.), [Mopsiika opranuzarmy u OCyILIECTBIICHNsI 00pa30BATENLHOMN ASATENBHOCTH
0 00pa3OBaTENbHBLIM MPOTPAMMAM  BBICIIETO obpa3oBanusi — mporpamvam OakanaBpuara,
pOTpamMmMaM  CeLHaIKMTeTa, MporpamMmam MAruCTparypel,  yTBEPIKACHHOIO IPHKA30M
MunucTepeTBa HayKu 1 BhICIIErO oOpasoBanus Poceniickoii ®esepanuu ot 06 anpens 2021 . No
245 (c M3M. M J0M.), B COOTBETCTBHH C YUeOHBIM I11aHOM, YTBEPKIACHHBIM YUYEHBIM COBETOM
®I'BOY BO «Jloul'Vy s Habopa 2024 ropa.

PaspaGoryuk:

IOUCHT Ka(eaApbl YNpaBieHHs IEPCOHANOM H

IKOHOMHKH Tpy/1a, KaH/l. 5KOH. HayK, JOLECHT ‘¢/4// 9. B. llleBuenko
PaGouasi nporpamma onobpeHa Ha 3ace1aHuM Ka(epbl ypaBieH!s TePCOHATOM H SKOHOMHKH

Tpynaa
[Ipotokon ot 26.03.2024 r. Ne 9a

3aBenyrommii kapenpoit O. 10. Cepmiok
COT'JTACOBAHO:

Jekan sxoHOMMYECKOTO ¢akyibreTa 10. H. Mosmmukos
28.03.2024 r.

quGHo-MeToauqecxax KOMHCCHS 9KOHOMHYECKOTO (baxyaneTa

[Tporoxon ot 27.03.2024 r. No 7
IIpeacenarens W E. H. Crpenuna

PykoBoauTens ocHoBHOI npodeccHORANLHOI

obpasoBatenbHOIl mporpammsl,

KaHJ. 9KOH. HayK, JIO1L, 0. 10. Cepmiok
26.03.2024 .



1. MECTO JUCHUILJIMHBI B CTPYKTYPE OBPA3OBATEJBHOM
INPOI'PAMMUBI

2. TpeboBanus K npeaBapuTe1bHOU MOAr0TOBKe o0y4arommxcs,
NpeJecTBYIOIIHe H COMYTCTBYIONIME TUCHUILVINHBI, HA KOTOPBIX OCHOBBIBAETCH U3yYeHHe
JAHHOM:

JUCLMIUIMHBL TIporpamMMbl  OakamaBpuarta: «Pycckuii S3bIK M KyJbTypa peum»,
«H(popMaiMOHHBIE TEXHOJIIOTUU U CUCTEMBI B SKOHOMHKE», «OCHOBBI KaJpOBOW MOJIUTUKN,
«Merogosoruss M INPaKTHMKAa MPUKIAAHBIX HCCIECIOBAHUM B YIPABICHUU IIEPCOHAIOMY,
«byxranrepckuii yuer u ananus», «[londop u HaiiM niepcoHana.

3. JIucuuMniIMHbI, KypcoBble padoThl M MPAKTHKH, 1JIs1 KOTOPBIX OCBOCHUE JAHHOM
AUCHHUILNIMHBI He00X0MMO KaK NpeAliecTByomee:

«TexHHKa U TEXHOJIOTHS IOUCKA pabOTh», BBIITYCKHAs KBaM(UKAIIMOHHAs paboTa.

4. OIIMCAHME JUCIIUIIJIMHBI

5. OO0mas xapakTepuCTHKA

HanmMeHoBaHMe mToKa3aTens 3HavYCHHE MMOKa3aTelIs
Hazpanue o0pa3oBaTenbHON MpOrpaMMbl 38.03.03 YmpapieHue nepcoHaioM
[udp n Ha3BaHUE B COOTBETCTBUH C b1.B.JIB.3.1 «KanpoBoe aiMHUHUCTPUPOBAHKE
y4eOHBIM TUTAHOM JICIIOTIPOU3BOJICTBOY
Yacte 00pa3oBaTenbHON IPOTrpaMMbl BapuaTtuBHas yactb: BEIOOp 00ydaromerocs
KonudecTBO 3aUeTHBIX €IUHHIT / BCETO YacOB 3/108

6. Pacnpenenenne yacos no ¢popmam u nepuosam ooydeHust

OO0111€€ KOJINYECTBO YaCOB

dopma =y § CaMOCTOSI-

06YyUenHs > g JIEKLIU- nabopa- | TpaKTH- TEJLHOU BCero dopma
3 OHHBIX TOPHBIX YECKUX paboTsI + KOHTPOJIS

KOHTPOJIb
Ounaga 7 34 0 17 57 108 3a4yeT
OuHo-3a04Hasg 4 7 8 0 6 94 108 3a4eT

7. HEJU JUCIHAIIJINHBI

Ilenvro nuctumnussl «KaapoBoe aqMHUHUCTPUPOBAHUE U JICIONPOU3BOJICTBOY SIBISETCS
MOJrOTOBKA CTYACHTOB K CaMOCTOSATENIbHOW paboTe ¢ JIOKYMEHTaMHM, C COBPEMEHHOM
KiIaccuukanmeil TOKYMEHTOB, OCOOCHHOCTSIMM OpraHu3allii OOLIEr0 U  CEKPETHOTrO
JIeTIOTIPOM3BO/ICTBA B CUCTEME KaJPOBOTO JEJIONPOU3BOICTBA, TOKYMEHTO000pOTa, apXUBAIMH
JTOKYMEHTOB, (OpMHUpPOBaHHE YMEHHH W HaBBIKOB HaNHMCaHUS M O(OPMIICHUS KaJpPOBBIX
JOKYMEHTOB Pa3HBIX TUIIOB.



8. KOMIIETEHIIMA OBYYAIOIIEI'OCsA, ®OPMUPYEMBLIE B
PE3YJIbTATE OCBOEHUSI KOMIIOHEHTA OBPA30OBATEJIbLHON
MNPOT'PAMMBI, UX THANKATOPBI U IINTAHUPYEMBIE
PE3YJIBTATBI OBYYEHUA

9. KoMmnereHuuu

[1K-5. CrnocobeH oOpraHu3oBbIBaTh TPYIOBYIO JEATEIBHOCTD;

JOKYMEHTALlHOHHOE

obecrieyeHne pabOTHI C MEPCOHATIOM; 00ecrednBaTh (YHKIMOHUPOBAHUE CUCTEMbI YIPABICHUS

OXpaHOU TpyJAa B OPraHU3aLuU

10. HWuaamkaTtopbl KOMIETEHIUH

Komnerenuuu WnaukaTopsl Pesynprarel 00yueHus
IIK-5.1. IIK-5.1.1. 3HaeT 0CHOBHI JOKYMEHT0000pOTa H
JemoHcTpupyeT JOKYMEHTAIIMOHHOTO 00ecTIeYeHHsI
IIK-5. Cnocoben CIOCOOHOCTD MK-5.1.2. 3naet nopsinok opopMIIeHNUs, BEACHUS U
OpraHU30BBLIBATH O6pa6aTLIBaTI> 158 XpaHCHUA JOKYMCHTOB IO IMICPCOHAITY
TPYAOBYIO AHAIU3UPOBATH IIK-5.1.3. 3naer nokanbHbIC HOPMATUBHBIC AKTHI
JESTENBHOCTB; IIOCTYIIAKOIIY IO OpTaHHU3alry, PETYIUPYIOUINE TOPII0K OPOPMICHHUS
JIOKYMEHTAIIMOHHOE | MAOKYMEHTALMIO IO | pacHopsAAUTEIbHBIX U OPraHU3aLMOHHBIX JOKYMEHTOB
oOecrieueHue padoThI nepcoHany 10 NIEPCOHAITY
C MEPCOHAJIOM; IIK-5.1.4. YMeeT BBISIBAATE OIIHOKH, HETOYHOCTH,
o0ecreurBaTh WCTIpaBJICHHS U HEJOCTOBEPHYIO HHPOPMAIIHIO B
($YHKUMOHUPOBaHKE JOKYMEHTaX, ONPEeNATh JETUTUMHOCTh JOKYMEHTOB

CHUCTEMBI YIIPaBICHUS
OXpaHoH TpyJa B

IIK-5.1.5. YmeeT pa3pabaTeiBaTh IJIaH KOPPEKTUPOBOK
YCTAaHOBJIEHHOT'O TIOpsJKa 0(pOpPMIICHUS TOKYMEHTOB

OpraHu3anuu M0 IEPCOHANTY U pPEaIU30BHIBATh NPUHSITHIC H3MCHEHUSI
IIK-5.1.6. YMeeT pa3padbaTsiBaTh MPOEKTHI KAIPOBBIX
JOKYMEHTOB
11. HNPOI'PAMMA JUCIHHUIIJIMHBI
Tembl Kpatkoe conep:xaHue TeMbl

1

2

CoaepxaresabHblii Moayab 1. KagpoBoe aiMUHHCTPHPOBaHNeE U /1€JIONIPOU3BOICTBO B

COBPEMEHHOM 0011eCTBe

Tewma 1. Benenue B nmpeamer.
JlenoBoe agMUHUCTPUPOBAHKE
KaK J1eATeIbHOCTh

1.1. ITonaTue, npuHIUIBI U QYHKIIMHA aAMUHUCTPATUBHOMN
JeSTeIbHOCTH

1.2. JIBa noxxoa K yrnpaBiIeHHIO 3KOHOMUKOM:
aJIMUHUCTPATUBHO-KOMAaH/IHBIA U PHIHOYHO-
00yCIIOBIICHHBIN

Tema 2. Opranuzauus
COBPEMEHHOTO
JIEJIONIPOU3BOJICTBA

2.1. [loHsATHS NeNONPOU3BOJCTBA, €r0 HA3HAUYCHUS U 3a7a4l
2.2. Cyx0bI COBPEMEHHOTO JIEIONPON3BOACTBA
2.3. OcHOBHbIE IPOLIEYPHI U ONEpaLlMU JEIONPOU3BOJICTBA

Tema 3. Ouunanbhas
JOKyMEHTaIMs Kak popma u
HCTOYHMK YIPABJICHUYECKOU
uHpopMauu

3.1. lokyMeHTanus, ee poiib B COBpEMEHHOM OOIIECTBE
3.2. OpunmanbHBIN JOKYMEHT KaK HCTOYHHUK
yTpaBiieHYeCKOil nH(popMaIu

3.4. Bunb! opunmanbHON JOKYMEHTAIHH

3.5. @yHKIUHN 0pUIHATBHBIX JOKYMEHTOB




1

2

Tema 4. Opopmnenue
JTOKYMEHTOB

4.1. O0s13aTenbHBIE YCIOBUS 00€CIICUeHUS IOPUINYECKOTO
JEMCTBUS TOKyMEHTOB PA3JIMYHOTO Ha3HAYEHUS

4.2. TpeboBaHUS K COACPIKAHUIO BU3 M PE3OJIOIUIA Ha
JOKYMEHTax

4.3. SI3bIKOBOM STHKET U CTAaTUCTUKA JOKYMEHTOB

Tema 5. Opranusanus paboTsI C
JOKYMEHTaMu *

5.1. Opranu3anOHHO-PacOPSIAUTEIbHBIE JOKYMEHTBI
5.2. YyeTHas KaipoBasi JOKyMEHTaLUs

Conep:xarejbHblii MOAYJIb 2. KagpoBoe 1e101pou3BOICTBO U TPEOOBAHUS K €r0

OpraHu3anuu

Tewma 6. Opranuzanus
KaJIpOBOTO JEJIONPOU3BOACTBA

6.1. Homenknarypa e 1o kaapoBoMy IpOU3BOACTBY
6.2. CocraB U 3Ha4EHHE KaJIPpOBOM JOKYMEHTALIH
6.3. JINYHOCTHBIE U IEPBUYHBIC JOKYMEHTHI paOOTHUKOB

Tema 7. [IoOKyMEHTalMOHHOE
o0ecreyeHne ABHKCHHUS
KaJIpOB

7.1. TocynapcTBeHHBIH Kiaccudukarop npodeccuii,
KBaJM(HUKAIIMOHHBIE CIIPABOYHUKU U UX 3HAYCHHE, B
KaJIpOBOM JIEJIONIPOU3BOJICTBE

7.2. IlpaBuia opOpMIICHHS TUYHBIX 3asIBICHUH.
JIoKyMeHTaIMoHHOE 0(hopMIICHHE 3aKITI0UEHUS U
IIPEKPALLEHUE TPYIOBBIX COIVIALICHUM, & TAKXKE BHYTPEHHUX
nepeMeleHnil paOOTHUKOB

7.3. IloaroroBka NpuKas3oB MO JUYHOMY COCTaBY

7.4. CratucTuyeckasi OTYETHOCTD 110 KaJipaM

Tema 8. Begenne MTMUHBIX €T
U TPYJAOBBIX KHUXKEK.
CocraBnenue aBToOHOTrpadpuu
Y XapaKTEePUCTUKH

8.1. OOt MOpsIIOK BEACHUS, HCTIOJIb30BaHUS U
COXPaHEHUS JTUYHBIX JeI

8.2. CocTaB u onucaHue JOKYMEHTOB JJUYHOTO Jieia

8.3. Conepxanue u 0OpMIICHHE JTUIHOTO JINCTKA C yUeTa
KaJpOB U JIOTIOJIHEHHUM 10 HETO

8.4. OpopmiieHre KONHiA JOKYMEHTOB 00 00pa3oBaHUU.
8.5. Odopmienne gomycka K paboTe U HHCTPYKTaXy U3
TEXHHUKHU 0€30MacHOCTH

8.6. Benenue u coxpaneHue Tpy10BbIX KHUKEK. Benenne
KHHT y4YeTa JIBIKEHUS TPYIOBBIX KHUKEK

Tema 9. JlokymeHTHpOBaHME
aTTeCTali, HarpaXXICHUH,
HOMOIIY U IIeHCUH

9.1. llens arTrecranuu pabOTHUKOB, IOJITOTOBKA K
aTTecTallii, COCTaB aTTECTAIlMOHHBIX KOMUCCUH, TpaduKu
MPOBEICHUS aTTECTALUI

9.2. XapakTepUCTUKU U aTTECTALIMOHHBIC JIUCTHI.
OdopMieHne aTTeCTAIIMOHHBIX TOKYMEHTOB 10
pe3yJbTaTaM aTTecTaluu

9.3. JlIokyMeHTHpOBaHHE Ha3HAUYECHHS TTOMOLIU U TIEHCUH,
HarpaxxIeHU U HaKa3aHUI

9.4. Ilopsinok ohopMIICHHUS M yueTa OTITyCKOB

12.

CTPYKTYPA U COAEPKAHUE JUCIUIIJINHBI

13. ®opma o0yuenus — ouHas, Kypc — 4, cemectp — 7

HaumenoBanus COACPIKATCIIbHBIX MOI[YHCﬁ n TEM

KomnuecTBo yacoB

Jlex. | Jlabop. | [Ipakr. | CPC+K | Bcero

CopepxxatenbHblii Moayab 1. Kaaposoe atMuHHCTpHpPOBaHUE U 1eJIONPOU3BOACTBO B

COBPEMEHHOM 00111eCTBe

Tema 1. Breaenue B npeamer. [enoBoe
AIMUHUCTPUPOBAHUE KAK JIEATEIHHOCTh

3 0 2 6 11

Tewma 2. Opranuzanusi COBpeEMEHHOTO 4 0 2 6 12




JIETIONPOU3BOJICTBA
Tema 3. OdunmansHas JOKyMEHTaUuUs KaK popMa 1 4 0 2 6 12
WCTOYHHUK YIIPaBICHYECKOH HHPOPMALIH
Tewma 4. OdopmieHre JOKYMESHTOB 4 0 2 6 12
Tema 5. Opranuzauus paboTsl ¢ JOKYMEHTaMU 4 0 2 6 12
HToro no copep:xkareJbHOMY MOay.Iio 1 19 0 10 30 59

CopepxaresbHbiil Moayab 2. KagpoBoe 1e10n1pou3BOACTBO M TPeOOBAHUS K €0

OpraHu3anumn
Tema 6. Opranusanus KaJpoBOro JeJIONPOU3BOACTBA 4 0 2 7 13
Tema 7. JlokyMeHTaIlIMOHHOE 00ECTICUCHUE JIBUKCHHUS 3 0 5 6 11
KaJpoB
Tema 8. Benenue TUUHBIX 167 U TPYIOBBIX KHIDKEK.
4 0 2 7 13
CocraBnenue aBToOHOTrpadguu 1 XapakTepUCTUKH
Tema 9. HOK}v/MeHTI/IpOBaHI/Ie aTT?CTaI_II/If/i, 4 0 1 7 12
HarpakJAeHUH, TOMOIIH U IEHCHI
HToro no conep:kareJJbHOMY MOAYJIIO 2 15 0 7 27 49
Bcero no komnonenty OIIOII 34 0 17 57 108
14. ®opma o0yueHns — 04HO-3204Has1, Kypc — 4, cemecTp — 7
HawmmenoBaHus comepKaTeinbHBIX MOAYJIEH U TeM Koni1ecTBo 4acos
p Y Jlex. | Jlabop. | [Ipakr. | CPC+K | Bcero

CopepxxatenbHblii Moayab 1. Kaaposoe atMuHHCTpHpPOBaHUe U 1eJIONPOU3BOACTBO B
COBPEMEHHOM 00111eCTBe

Tewma 1. Benenue B npeamer. Jlenosoe 0.8 0 0.6 10,6 12

aIMUHHUCTPUPOBAHKE KaK JIESTEIbHOCTD

Tema 2. Oprannzanusi COBpEMEHHOTO 0.8 0 0.6 10,6 12

JeTIONPON3BOCTBA

Tema 3. OpununansHas ZIOKyMEHTalHs KaK ¢dopma u 0.8 0 0.6 10,6 12

WCTOYHHUK YIIPaBICHYECKOH HHPOPMALIIH

Tewma 4. OdopmieHre JOKYMESHTOB 0,8 0 0,6 10,6 12

Tewma 5. Opranuzanus paboThl ¢ JOKYMEHTAMH 0,8 0 0,6 10,6 12

HToro no copep:xkareJbHOMY MOoayJIio 1 4 0 3 53 60
Conep:xarejbHbIH MOaYJb 2. KagpoBoe 1e101poU3BOICTBO U TPeOOBAHMS K €r0

OpraHu3anumn

Tema 6. Opranusanus KaJpoBOro JeJIONPOU3BOACTBA 1 0 0,75 10,25 12

Tema 7. JlokyMeHTaIlIMIOHHOE 00ECTICUCHUE JIBUKCHHUS 1 0 0,75 10,25 12

KaJpoB

Tema 8. Benenue TUUHBIX 1€ U TPYIOBBIX KHIDKEK. 1 0 0,75 10,25 12

CocraBnenue aBToOHOTrpadguu 1 XapakTepUCTUKH

Tema 9. HOK}v/MeHTHpOBaHI/Ie aTTecTalui, 1 0 0,75 10,25 12

HarpakJAeHUH{, TOMOIIH U IEHCHH

HToro no copep:kareJJbHOMY MOAYJIIO 2 4 0 3 41 48

Bcero no komnonenty OINIOIT 8 0 6 94 108

15. OLEHOYHBIE MATEPHUAJBI (CPEJCTBA) JIJI51 TEKYIIEIO
KOHTPO.J151 YCOEBAEMOCTH, MTPOMEKYTOUYHOM ATTECTALIUU

16. KoHTpoJibHBIE BONIPOCHI
ConepxareJbHbIA MOAYJIBb 1.
KanpoBoe aiMuHHCTPHPOBaHUE U 1eJ10NIPOU3BOACTBO B COBPEMEHHOM 001IeCTBe
PexBU3UTBI TOKYMEHTOB.
Opranuzanys Je10Npon3BOACTBa KaJPOBBIX CIIYKO B COBPEMEHHBIX YCIOBHSIX.
ABToOuorpagusi, ee peKBU3HTHI.
OcCHOBHBIE PEKBU3UTHI IPUKA30B 10 JIUYHOMY COCTaBY.

b=




21.
22.
23.
24.
25.

26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.

39.

40.

Knaccugukarus 10KyMeHTOB.

Oransl pa3BUTHUS JIETONPOU3BOJICTBA.

JlokymeHTaIus, ee pojib B COBPEMEHHOM OOILECTBeE.

PacnopsinutenbHble TOKYMEHTHI.

PexBusutel Windows. MHpopMaIimoHHbIe BO3MOKHOCTH TEKCTOBBIX peakTopoB B [I9BM.
CrnpaBo4HO-UH(pOPMAIIMOHHBIE TOKYMEHTHI.

. J10JDKHOCTHAst HHCTPYKLUS, €€ OCHOBHBIE PA3EIIbI.

OpranuzanvoHHbIE JOKYMEHTBHI.
CTHIIb ¥ S3BIK CITY’)K€OHBIX JJOKYMEHTOB. TEKCT TOKYMEHTOB.

. XapaKTepUCTUKA U €€ PEKBU3UTBHI.
. JloxymeHTalbHOE O0eCTIieYeHHE YIIpaBICHH KaIpaMu.

IToaroroBka JOKyMEHTOB K JaJlbHEHIIEMY XPAaHECHUIO U UCIIOJIB30BAaHHUIO.
OcHOBHBIE TPeOOBaHUS K OpraHU3alUH JI€JIONPON3BOJICTBA.

. YcraB npeanpuiaTus, €ro pa3aciibl U pCKBU3UTHI TUTYJIbHOTO JIMCTA.

Knaccudukamuss TOKYMEHTOB TIO CIOCOOY H3TOTOBJICHHUS, HOCHTENIO HWH(POpPMAINH,
HaNMEHOBAHHMIO.

. TpeboBaHus K conep>kaHUIO BU3 HA JTOKyMEHTAaX.

ConepxareJIbHbIA MOAYJIb 2.

KanpoBoe nes1onpon3BoacTso u Tpe0OBaHNS K €ro OPraHu3anuu
SI3BIKOBBIN ATHKET JOKyMEeHTOB. [IpaBuia oopMIIeHUS CTATUCTUYECKUX IOKYMEHTOB.
IToaroroBka JOKyMEHTOB K JaJIbHEHIIEMY XPAaHECHUIO U UCIIOJIB30BAaHHUIO.
Hcnonbs3oBaHnue COKpAIEHUN B JEIOBBIX JOKYMEHTAX.
Oco6eHHOCTH OpraHu3ay padboyero Mecra B KaJJpoOBOM JIEJIOTIPOU3BOICTBE.
[IpaBuabHOE H3NOXKEHHE TEKCTa JOKyMEHTa (TIOPSIOK CJOB B MPEAJIOKECHUSAX, BUIBI
IPEJIOKEHNHM, KOHCTPYKIIHS TEKCTA).
3aza4yu e10IpOn3BOJCTBA.
[ToTOKM TOKyMEHTOB, YUacTBYIOIHE B IOKYyMEHTOOOOPOTE.
IIpouecc cocraBiieHUs JOKYMEHTA, €r0 Tallbl.
Mepsl 3amuThl HHGOPMAIMK OT HECAHKIIMOHUPOBAHHOT'O JIOCTYTIA.
OO6ume u cienuanbHble (QYHKIMUA JOKYMEHTOB.
[TonsTHS «KIaccu(UKALUI) U «TUIOJIOTU3ALNSD» TOKYMEHTOB.
IToHsATHSA rOCYJapCTBEHHON U KOMMEPUYECKOU TalHBI.
Knaccugukarus JOKyMEHTOB IO CTETIEHH TTTACHOCTH, IOPUANYECKOHN CUIIe, CTAJAUU CO3AaHUS.
ITpuka3 u OCHOBHBIE PEKBU3UTHI IPUKA3a.
JlokmagHas 3amucka. PeKBU3UTHI JOKIAIHOM 3aIIMCKH.
OpraHu3anroHHbIE, PACIOPSAUTENIBHBIE U CIIPABOYHO-UH()OPMAIIHOHHBIE TOKYMEHTHI.
TuIoBbIe U UHAVBUYaJIbHBIE TIOJIOKEHUS, X PEKBU3HUTHL
OcobenHoctu ohopMIICHHUS KaapoOBOM JOKyMEHTAlWu s co3manus 0a3 naHHeix ACY
«IIepconam.
OO0s3aTenbHBIE  YCIOBUSA OOECIICUECHUS IOPUAWYECKONM CHIJIBI  JOKYMEHTOB Pa3HOTo
Ha3HA4YCHMS.
TpeboBaHUs K COEPIKAHUIO PE30JIIOLUI Ha JOKYMEHTaX.

17. Tembl 1okJI210B (pedepaToB)
He npenycMmoTpeHsl porpaMmMon JUCHUTLIHHBI
18. Tembl NUCbMEHHBIX PadoT (TUIIBI 321a4)

MonysnbpHass KOHTpoOJbHas paboTa NMPOBOAMUTCS B BUAE TECTHPOBAaHUS Ha Matdopme

Moodle IlenTpa auCTaHIIMOHHOTO O0pa3oBaHMsA 3KOHOMHYecKoro (akymsrera ®I'BOY BO
«JloHl"'Y».

TectupoBanue Bkitouaet 20 TECTOBBIX 3aJaHUM.



Bpewms BeimonHenust — 30 MUHYT.
ITpumep TeCTOBOTO 3aaHMsI IPUBEACH HUXKE.
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Bbl 331K 104 uMeHeM Lileauenko Snna BaneHTuHosHa (BbixoR)

KappoBoe agMMHMCTpMpOBaHMe 1 [enonpou3BoACTEO

LAO_3® » KAID > Tectel »» Mpoiaute Tect no Moaynto Ne1 » Monkitka 1

Bcrynnenve Pesynbratbl MpocmoTtp Pepaktnposars

Mpocmotp Mpongure Tect no Moaynio Ne1

Hauatb saHoso

1% Yo npescTaensieT cob6oi BHYTPEHHMII AOKYMEHTONOTOK?
Bannos: /1
HeceT MHAOPMaLMIo, BbIPaGOTaHHYH0 NP (DYHKLMOHNPOBAHIV OpraHa YNpaBNeHus C LeMbio ee Nepeaaqu BbILECTOALMM Ui
HUKECTOSILLMM OpT Henop YUPEXAESHUAM, OBLLECTBEHHBIM Opr v ot rpaxa;

O CRYXUT ANs pelieHus 3agaqy B NpeAenax AaHHOTo annapara ynpasneHus 6es HanpasneHus WHgopMaLumm 3a ero npeaens!

BbiGepute oavH oTBeT. O

O HECeT UCXOAHYI0, NEePBUYHYI0 MHChOPMALIVIO NS UCTIONHEHUS YNpaBNeHYeCcKUX AeicTBUA

Ompasws

2% Kakoe 13 onpefieneHuit COOTBETCTBYET NOHATUIO «AOKYMEHTOOBOPOT»?

Bannos: /1
COBOKYNHOCTb PaBoT M0 A0KYMEHTUPOBAHMIO YNPABIEHYECKO [AESITENLHOCTU NPEANPUSITUIA, OPraHU3aLINiA, YUPEXAESHHIA, N0 CO3AaHMI0

1 Haanexatemy UCMosb30BaHNIo JOKyMEHTOB
O npeseHTauuy, 6asbl AaHHbIX, ECIIM UX ConepXaHue, oopMIeHIe 1 3aLliTa OTBEYaIOT NPeabsBNseMbIM TPeGoBaHNAM

BbiGepute oavH oTBeT. O

O ABWKEHWEe AOKYMEHTOB B OpraHn3aunn ¢ MOMeHTa MX CO34aHusi Unn nony4yeHnst o 3aBepLUeHNsi UCNONHEHMs UK OTNpaBkn

Yucno cnos: 2093 [ % CrieLianbHbie BO3MOXHOCTH: NPOBEpLTe pekoMeHAaLU 3 dokycuposka

IE0*e=N000600RaNE@8000 B0 mmmmn’

KPUTEPUU OHEHUBAHUA 3AJJAHUA MOAYJBHOI'O KOHTPOJIA

Buj 3ananus Koan4yecTBO 0a71710B
1 TecToBOC 3aaHKC 1
KonunuectBo TecToB 20
Bcero 20

B xome w3yueHWs JUCHMIUIMHBI CTYACHTHI TOTOBSAT WHAMBHIyaJIbHOE 3aJaHUE.
TpebGoBaHus K coaepkaHUO U O(POPMIICHHIO pabOThI, a TaKKe KPUTEPUH €ro OIEHUBAHUS
pa3MemnIarTcs B JUCTAHIIMOHHOM Kypce «KanpoBoe aAMHHUCTPUPOBAHUE U IETONPOU3BOJICTBOY

Ha [1JIO sxoHOMHYECKOTO (paKyIIbTETA.

19. PACHPEJEJEHUE BAJLIOB, KOTOPBIE MOJIYYAIOT
OBYYAIOILIUECS

OOmas oreHKa 3HaHUIM 00ydYalOUIMXCS MO TUCHMIUIMHE HpoBoauTcs o 100-0anmpHON
IIKaJe WCXOIS M3 MaKCUMyMa, IPUBEICHHOro B Tabmuie Hwke. OpraHu3alMoHHO-ydeOHas
paboTa B ayJUTOPHU OIICHUBACTCS HA OCHOBE TAKHX KPHUTEPUEB KaK MOCEIIAEMOCTh 3aHSTHIA,
CBOEBPEMECHHOE M Ka4YeCTBCHHOEC BBIMOJIHCHUE JOMAIHUX 3aJaHui, aKTHBHOCTH BO BpEMS
NPOBEJCHUS JICKIMOHHBIX M TMPAKTUYECKUX 3aHATHHA (ydacTue B OOCYKICHHH TEKYIIEro M

NPOIIEHHOTO MaTepHaia u T.I1.).



CoaepixaTeJbHbIe MOAYJIN Bun pa6orsl BaJsl
Opranu3annoHHO-yueOHas paboTa CTyIeHTa B 15
. ayJIUTOPUH
Conepxarenpubiii Moxy s 1 CamocrosrenbHas pabora 25
Hroro 40
Opranu3annoHHO-yueOHas paboTa CTyIeHTa B 15
ayIUTOPUH
ConepxxatenbHblit MOAynb 2 |CamocTosiTenbHas paboTa 15
WunuBuayanbHas pabora 10
Hroro 40
MopayJibHasi KOHTPOJIbHAs padoTa 20
OO0wmmii uror 100
CooTBeTcTBHE 0AJ1JI0B OLICHKE
KonunuecTtBo 6annoB u3 ECTS OneHka 1o NITHOAJUILHON IIKae
100 Ok3ameH, AuddepeHIpoBaHHbIH 3a4eT 3auer
90-100 A OTIIMYHO 3a4TEHO
80-89 B 3a4TEHO
75-79 C xoporo 3a4TEHO
70-74 D 3a4TEHO
60-69 5 YIOBJIETBOPUTEIIBLHO So—
35-59 FX HE 3a4TEHO
034 P HEY/IOBJICTBOPUTEIILHO P—

20. OBECIIEYEHHUE OBPA3OBATEJIBHOI'O ITPOLECCA JJI5 JINL
C O'PAHUYEHHBIMH BO3MOXHOCTAMMU 310POBbA U
HNHBAJIN10B

B xone peanuzanuu AUCHUIUIMHBI UCTIOIB3YIOTCS CIAEAYIOIINE JOTOTHUTEIbHBIE METO b
o0ydeHus1, TEKYIIEr0 KOHTPOJISI YCIIEBAEMOCTH U MPOMEKYTOYHON aTTeCTAllUU O0YJaIOIINXCs B
3aBHCHMOCTH OT UX WHANBUAYATHHBIX OCOOCHHOCTEH:

1) 1St CIIeTBIX M CITa0OBUASIIMX

— JeKiuu OQOPMIISIOTCS B BHJIE DJIEKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C TOMOIIBIO
KOMITbIOTEpA CO CIEHHUATM3UPOBAHHBIM ITPOTPAMMHBIM 00€CIIEUEHUEM;

— Q7S BBITIOJNHEHUS 3a/laHusl MPU HEOOXOIUMOCTH TPEJOCTABISETCS yBEIMYUBAIOIICE
YCTPOMCTBO; BO3MOXKHO TaK»€ UCIOJIb30BAaHNE COOCTBEHHBIX YBEIMUUBAIOLIUX YCTPOUCTB;

— THCHMEHHBIE 3aaHUS O(OPMIISIOTCS YBEITMICHHBIM IIPUPTOM.

2) Uil TIIyXHX ¥ CIa00CITBIIIAIINX

— JIeKIuu 0pOPMIISIFOTCS] B BUE SICKTPOHHOTO TOKYMEHTA;

— THCHMEHHBIE 33/IaHUS BBITIONHSIOTCS HA KOMITBIOTEPE B MUCBMEHHOU (hopMme;

— 9K3aMeH MPOBOJUTCS B MUCHbMEHHON JopMe Ha KOMITBIOTEPE; BO3MOXKHO MTPOBEICHUE B
(dbopMe TecTHpOBaHUS.

3) Iu1st U1l ¢ HapyIIEHUSIMU OTIOPHO-BUTATEIBHOTO anmnapara:

— JeKimuu OGOPMIISIOTCS B BHJIE DJIEKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C TIOMOIIBIO
KOMITbIOTEpA CO CIEHUATU3UPOBAHHBIM ITPOTPAMMHBIM 00€CIIEUEHUEM;

— THUCHMEHHBIE 33/IaHUS BBINOIHSIIOTCS Ha KOMIIBIOTEPE;

— 9K3aMeH U 3a4€T MPOBOJAATCS B yCTHOM (pOpMeE MITH BBITIOIHAIOTCS B MIUCBMEHHOH opme
Ha KOMITbIOTEPE.
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[Tpu HEOOXOIUMOCTH MTPElyCMaTPUBACTCS YBEIMUEHUE BPEMEHHU AJIS IIOATOTOBKU OTBETA.

[Iponienypa  mpoBeACHUsT  NMPOMEXKYTOYHOM  aTTecTallud Ui OOydYaromuxcs
YCTaHABIMBAETCS C YYETOM HMX HHAMBUAYAIBHBIX TCHXO(U3MYECKHMX OCOOEHHOCTEH.
[TpomesxyTouHas aTTeCTalUsl MOXKET IPOBOJUTHCS B HECKOJIBKO ITAIOB.

[IpoBenenue mpoueAypbl OLEHMBAHUS PE3yJIbTaTOB OOydYeHHUs JIOIyCKaeTrcs C
MCTOJIb30BAHUEM TUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHHA.

ObecnieunBaeTcst JOCTYI K UH(OPMAIIMOHHBIM U OubimorpaduyeckuM pecypcam B CeTH
WuTepHeT Ui Kaxkaoro oOydvarmomerocst B (opmax, aganTUPOBAHHBIX K OTPAHUYEHUSAM HUX
3JI0POBbSI U BOCIIPUATHUS MH(POPMAITUH:

1) 1St CIIeTBIX M CITa0OBUASIIIMX

— B IeYaTHOU (opMe YBEINUECHHBIM HIPUPTOM;

— B (hopMe IEKTPOHHOTO JOKYMEHTA;

2) IS TIIyXHX ¥ CIa00CTBIIIAIINX

— B Ie4aTHOU popme;

— B (hopMe IEKTPOHHOTO TOKYMEHTA.

3) nns 0O6y4aroUIMXCs C HapyIIEHUSIMH OTIOPHO-BUTAaTEILHOTO anmapara:

— B Ie4aTHOU popme;

— B (hopMe PIEKTPOHHOTO TOKYMEHTA.

21. MATEPUAJBbHO-TEXHUYECKOE OBECHEYEHUE YYEBHOI'O
MPOLIECCA

VYueOHble 3aHATHA TpoBOAsATcs B 7-M u 5-m kopmycax [Jonl'Y (r. Jloneuk,
yi1. Yemtockunies, 186; 1896). /s npoBeneHus 1a00paTOpHBIX 3aHATUN TpeOyeTcs: ayAuTopus,
00OpyJIOBaHHAsT MENOBOM WM MapKEepHOH JOCKOW, MYJIbTUMEAMUHBIA MPOEKTOP M SKpaH,
HOYTOYK, KOMIUIEKT y4eOHOH MeOenun JUIsl CTYJJeHTOB, pabouee MECTO MPeroaaBaTeis, BbIXO B
WHTepHeT — MpOBOIHOW WK C Ucnoib3oBanueM Wi-Fi.

Jiis camocTosSTeNnbHOH pabOThl HMCIONB3YIOTCSI TEKCTOBBIE M 3JEKTPOHHBIE PECypCHI
Hayunoii OMONMMOTEKM YHUBEpCUTETa U JPYTUX 3JICKTPOHHBIX OMOIMOTEYHBIX 0a3 NaHHBIX,
y4eOHO-METOIn4YecKoe obecrieueHue, NpeCTaBIeHHOEe B yUeOHO-METOJUUECKOM KaOuHeTe 7-T0
kopmyca (aya.103).

OOyuaromyecs HMMEIOT BO3MOXHOCTh  HCIIOJIb30BaTh  y4yeOHbIE MaTepualibl  I10
TMCLUIUIMHE, pa3MmelneHHble Ha riarpopme Moodle IlenTpa aucTaHIMOHHOTO 00pa3OBaHMA
sKoHOMHUecKoro dakynbrera «JonHl'Y». Ilpu wu3ydeHMHM TUCHMIUIMHBI TPUMEHSIOTCS
3JIEKTPOHHOE 00Y4YeHHE M TUCTAHIIMOHHBIE 00pa30BaTEeIbHbIC TEXHOIOTHH.

C  WCcronb30BaHMEM  pecypcoB  MIaTGopMbl  AMCTAHIIMOHHOTO  0Opa3oBaHUs
OCYIIECTBIISICTCSI TEKYLIUH KOHTPOJb 3HAHWN OOYyYalOUIMXCS HAa OCHOBE TECTUPOBAHUS U
MIPOBEPKH PE3YIIbTATOB CAMOCTOSITEIBHOIN paboTHI.

HAucmanyuonnwiii Kype «1IpoeKTHBIN aHAINA3» NI CTYACHTOB HAIIPABJICHUS MTOATOTOBKH
38.03.01 Dxonomuka, mpoduist « IKOHOMHKA TPEANPUATHIN» JOCTYIIEH IO CChUIKE Ha Matdopme
Moodle IlenTpa IUCTaHIIMOHHOTO OOy4YeHHs 3KOHoMuYeckoro (akynsreta PI'BOY BO
«douI'Y»: http://ef.donnu-support.ru/moodle/course/view.php?id=519

22.  PEKOMEHAYEMAS JINTEPATYPA

23.  OcHoBHas JquTEpaTypa

1. eBuenko O. B. «KanpoBoe aiMMHHUCTPUPOBAHUE U AEIONPOU3BOACTBO» KOHCHEKT
JIEKLUH JUIsl CTyIeHTOB HampasieHus: noarotoBku 38.03.03 YopasieHue nepcoHaioM I0CTyNeH
no cceuike Ha Mmiargopme Moodle LleHTpa IUCTAaHIIMOHHOTO OOYYEHHUS AKOHOMHYECKOTO
¢dakynsTera @I'BOY BO «lonl 'Y»: http://ef.donnu-support.ru/moodle/course/view.php?id=34
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2. Meromnueckue ykazaHMs K W3y4YeHHIO y4yeOHoOM aucummiusel - «Kangposoe
aJIMUHHUCTPHUPOBAHUE U Aenonpoun3Boactsoy» / J. B. lllepuenko. — Jlonernk: ®I'BOY BO «loH Yy,
2023. - 24 c¢. [Onexrponsbii pecypc] / Pexum pmocryma:  http://ef.donnu-
support.ru/moodle/mod/resource/view.php?inpopup=true&id=11441

3. baxapeB B. B. CoBpeMeHHBIC KaapOBbIE TEXHOJOTHU: yueld. MOCcO0. JUIsl CTYJACHTOB
HanpasieHus noarotosku Oakanaspuata 080400 «YmpasieHue NepcoOHANIOM» U CHEIHAIBLHOCTH
080505 — Ynpasnenue nepcoHasiom [DnekrponHsiid pecypc] / B. B. baxapes, B. I1I. I'y3aupos,
I'. b. Komapnas; M-Bo o0pazoBanust u Hayku Poccuiickoit @enepanuu, beraroponackuit roc.
TexHojornueckuit yH-t uM. B. I'. IllyxoBa. bearopon, 2021. — 402 c. — Pexum poctymna:
(http://elibrary.ru/item.asp?id=19981907)

24.  JlonmoJHHMTeJbHas JIUTEpaTypa

1. JlokyMeHTaoHHOE OOecleYeHne ympaBlIeHUs MepcoHaioM: yded. mocob. / P. E.
bynar. — M.: HUL] UHO®PA-M, 2015. — 234 c.: 60x90 1/16 + (Hdom. mar. znanium.com). —
(Beicmiee obpazoBanue: bakamaBpuat). (meperuier) ISBN  978-5-16-010318-1, 500 oks.
(MOTHOTEKCTOBBIN OCTYT)

2. Kopx A. B. JlokymenTtoBenenue. O0Opa3ibl JOKYMEHTOB MPaBOAUIOBON ceprl: yueod.
moco6. / A. B. Kopx. — M.: KHT, 2007. — 314 c.

3. Ilpaktukym mo aucuuiuinHe «JlemoBoe oOmeHHE W AAMUHUCTPUPOBAHHE)
[OnexkTpoHHBIM  pecypc]: I CTYJIEHTOB  HampasieHuss  noarotoBku  46.03.02
«/lokymeHToBeicHHEe W apxuBOBeAcHHE» Bcex (opm oOyuenus / [coct. H. E. Mamenko];
JloHenKuii Hall. YH-T, ¢pak. MaTeMaTuku U uHpopM. TexHosoruit, Kad. nnpopm. cucrem ymp. —
Hownenk: lonHY, 2016.

4. Poroxxun M. 1O. Hoseplil cnpaBounuk kagposuka / M. HO. Poroxun. — Mocksa:
IIpocnexkrt, 2020. — 138 c.

5. Poznonsckas U. B. Kagpossie Texnonoruu [nexkrponnsiii pecype] / E. H. [IpsiuxoBa,
J. TI. TIpebenuk. bemropon, 2019. - 500 c. — Pexum  pgocryma:
http://elibrary.ru/item.asp?id=28033456

25. HNH@P®OPMAILMNOHHBIE PECYPCbI

1. becrutatHast GubaMoTeKa cTaHAapTOB U HOpMaTUBOB www.docload.ru [DnekTpoHHbIH
pecypc] // Pexxum mpoctyma: http://www.docload.ru/Basesdoc/11/11596/.

2. llpumepHBIi COCTaB JOKYMEHTOB KaJpoBOH ciyxObl. OOpa3ubl JOKYMEHTOB
[DnexTpoHHBIH pecypc] // Pesxxum poctyma: http://www.hr-portal.ru/pages/fd/fd.php.

3. TpeboBanus k opopmienuio fokymeHToB Y COP/I [Dnexkrponnsiit pecypc] / Copyright
© document-ved.ru. All Rights Reserved.: caifir // Pexum nocryma: http:/document-
ved.ru/index.html.

4. Uentrp VYupasnenus OPunancamu (Center-YF) [Onektponnsiii pecypc]. URL:
http://www.center-yf.ru/data/Kadroviku/Podbor-personala.php.

3. OHUUKIIONEUS OKOHOMHUCTa [DnexkTpoHHBII pecypc]. URL.:
http://www.grandars.ru/college/biznes/podbor-personala.html

26. IIPOI'PAMMHOE OBECIIEYEHHE

1. Windows 7 PRO (kopriopatusnas auuen3us Joul'Y Ne 46484614)

2. Microsoft Office (kopnoparuBnas nuueH3us JJoul'Y Ne 46472919)

3. Microsoft Visual Studio (auuen3us nporpamMmel Dream Spark muist Beicmmx y4ueOHBIX
3aBeCHU)

4. AntuBupyc Kacnepckoro, Adobe Acrobat Reader, xPDF (munensun GPL, Apache,
BSD n1st cB0GOIHOTO TPOTrpaMMHOTO 00ECTICYCHHS ).



