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1. EJIA U 3AJIAYA OCBOEHUSI TUCIUATLINHBI

Ileau ocBOCHUS TUCITUTIIMHBI (MOAYJISA): JaTh CTYIGHTaM ITOJTHOE TIPEACTABICHHE 00
YIIPaBJICHUH TIEPCOHAJIOM U KaJPOBOU JCSATEIBHOCTH B IOKYMEHTAIIMOHHOM O0OECIIeYeHUU
VIOpaBJICHUS KaK BaXHOM HAMpaBJICHUH B PabOTe MPEANPHUATHH W YUPESKICHUH, O
cnenuduKe KaapoBOW IJOKYMEHTAIIMM M METOIUKE padOThl C 3TOH Pa3HOBUIHOCTHIO
JIOKYMEHTOB.
3agaum:
- chopMHupOBaTh y CTYJIEHTOB KOMIUIEKC 3HAaHUH O IpobiieMax yIpaBieHUS
IIepCOHAJIOM,

- JlaTh COBPEMEHHOE MOHMMaHuE MPOGEeCCUOHABHBIX TpeboBaHUN K mpodeccuu
JOKYMEHTOBE/Ia U apXUBapuyca;

- MPOCTEAUTh OCHOBHBIC ATabl (HOPMUPOBAHUS U CTPYKTYPY CUCTEMBI YIIpaBJICHUS
MIepCOHAJIOM,

- 0XapakTepu30BaTb HOPMATUBHO-METOJMUYECKYIO 0a3y JJIsl pacueTa HOPMATUBHBIX
MoKa3aTeseld KaJpoBOil 1eATeIbHOCTH, paldOThI C KaJpOBBIMUA JOKYMEHTAMU;

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII BO
JlaHHass OUCHMIUIMHA  OTHOCUTCA K MNpodeCCHOHANIBbHOMY UMKy (BapuUaTHBHAS
9acTh). M3ydeHWe AUCIHMILIAHBI CBA3aHO ¢ «JloKyMeHTOBeaeHHeM», «OpraHu3anueii u
TEXHOJIOTHEH JOKYMEHTAIIMOHHOTO OOecmedueHus ymupaBieHus», «[ocynapcTBEHHBIMH,
MYHUIUTIAIBHBIMA U BEJIOMCTBEHHBIMU apXuBammuy», «OpraHuzanyer rocyaapcTBEHHBIX
yupexzaeHuii Poccuny»

3. TPEBOBAHMSI K PE3YJBTATAM OCBOEHHSI COJEPKAHUS
JUCHUIIIAHBI

[Ipomecc w3ydeHHMs NWCIUIUIMHBI HampaBieH Ha (OpMHUpPOBAHHE DJIEMEHTOB
cieayronmx komnereHiuid B cooTrBeTcTBUM ¢ PI'OC BO mno maHHOMY HampaBiEHUIO
MOATOTOBKH (CHEIIMATLHOCTH):

0) npodeccuonanbubix (ITK)

[1K-1 CocraBnenue u opopMieHuE ypaBIeHIECKON JOKYMEHTAIINH,

[IK-2 Opraamzainus paboThl C JOKYMEHTAaMU B YCJOBHUSIX TPATUIIMOHHOTO H
AJIEKTPOHHOTO IOKYMEHTO000POTA;

B pesynbTaTe 0CBOCHUS JUCHUIUIUHBI 00YUYaIOIIUECS JOJKHBI:

3namo:

-KOHIICTIIINIO YIIPaBJIEHUS IEPCOHAJIOM B PHIHOYHBIX YCIIOBUSIX;

-IPUHIUIIBL M METOAbl IOCTPOEHUS CHUCTEMBI YMPABJICHUS TMEPCOHAJIOM B
OpraHu3alluy;

-COJIEpKaHUE OIMEPATUBHOIO IUIAaHA KaK OCHOBBI KaJpOBOTO IUIAHHUPOBAHUS B
OpraHu3alluy;

-CTIOCOOBI ¥ CPEICTBA OPTaHU3AIMY HaliMa U 0TOOpa MEepPCOHAIA;



-npaBuiia 0OpMIIEHUS TOKYMEHTOB MPHU MIpUEME TIEpCcoHaa Ha padoTy;
METOJMKY YIIpaBJICHUS JEJIOBOM Kapbepoil U Ciy)XKeOHO-PO(ECCHOHATBHBIM

IMPOABUKCHHUCM IICPCOHAJIA,

- OCHOBBI JOKYMEHTHUPOBAHHUS TOCYJApCTBEHHOM CIIyXObl B LEHTPAIbHBIX H

MECTHBIX YUPEKICHUAX TOPEBOIIOIUOHHON Poccnu;

- COBPEMEHHYIO 3aKOHOJATEIbHYI0 M HOPMATUBHYIO PErJaMEHTalUi0 JOKY-

MEHTHUPOBaHUs pabOTHI C KalpaMu;

Ymemn:

-aHAJIM3UPOBATH YUCIECHHOCTh U JIBUKEHHUE TIEPCOHAIA;

-TUTAaHUPOBATh MOTPEOHOCTH B TIEPCOHAIE;

-OpraHM30BBIBATH MPOIECC HabOpa KaIpoB;

-IIPOBOJIUTHh O3HAKOMUTEIIBHOE COOECEI0BaHMUE;

-0TOMpAaTh MepcoHa Ha OCHOBE JOKYMEHTOB;

-OpraHn30BaTh ATTECTAILINIO MIEPCOHANA;

-yIPaBIATh TEKYUYECTHIO KAJPOB;

-COCTaBJISITh U BECTH JOKYMEHTALMIO IO MEPCOHANY Pa3IMYHBbIX OPraHU3alMOHHO-

MPaBOBBIX (PopM.

IIproOpecTn ONBIT AEATETLHOCTH:
- paboTHI C KaApaMH;

4. CTPYKTYPA U COAEP) KAHUE JUCIIUIIJIMHbI

4.1. CTpyKTypa IMCUMILINHBI

OO01mmas TpyA0eMKOCTh TUCIUIUIMHBI COCTaBIISICT 8 3a4eTHBIX eauHMIIbI (288 vaca).

Jns O30
Ne Pasnen cemect | Hene Bunp! yueGHOI paboTHI, BKIIIOYast DOpMBI TEKYLIETO
n/m p s CaMOCTOSITENbHYI0 pabOTy CTYJIEHTOB U KOHTPOJIS
Jucuyniussl ceMe TPY10EMKOCTH (B 4acax) YCIIEBAEMOCTHU
ctpa dopma §
JIEKIU I npaktud. | CamMocCTosIT. HPpOMEXKYTOTHOU
pabora aTTecTalyn
1. Paznen .1 6 1 1 20 CEeMHHAp
Tema 1.
Ynpasnenue

NIEPCOHAJIOM KakK
Hayka 1 yueOHas
JUCIUILINHA.

Tewma 2. Cuctema 6 1 1 20
yIpaBIeHUS
nepconanom JIOY B
OpraHu3aluu.

Tema 3. [lepconan | 6 1 1 20
OopraHu3aluu 1
aHaJIN3 ero

CTPYKTYpBI.




Pasznen 2. 6 1 1 20
Tema 4.
HopmartuBHas 6a3a
yIIpaBJICHUSA
IICPCOHAJIOM H
KaJ[pOBOTO
JICTTONPOU3BO/ICTBA

ceMHUHap

Tema 5. 6 1 1 30
IInanupoBanue
MOTPEOHOCTH B
nepconaiie JI0Y

Pasnen 3. 7 1 1 20
Tema 6.
Opranuzanus
Habopa KaJIpoB.

Tema 7. MeToabl 7 1 20
oT0opa nepcoHaa.

TCCT

Tema 8. MeToabl 7 1 20
OIICHKH MEepCOHAIA

Paspnexn 4. 7 1 20
Tema 9. OcHOBHEBIE
IIPOIIECCHI
JIEATEIbHOCTH
CITyKObI
yIpaBICHUS
MIEPCOHAIOM

Tema 10. Pazsutrue | 7 1 10
nepcoHasa

10

Tema 11. 7 20
AtTrectanus
nepcoHasa

11

Tema 12. 7 34
JIOKyMEHTBI 110
EPCOHAILY

DK3aMeH

14

Bcero 6 10 254

18

Hroro

288

4.2. TemarHnyeckKuii ILUIAaH OCBOCHHMSI JUCIHHUILIHHBI

Mo BHIAM Yy4eOHOH

AESITeJIbHOCTH M BUJBI CAMOCTOSATE/IbHON (BHEAYAMTOPHOM) padoThI

HaumeHoBaHue Conep:kanue y4e0OHOro MaTepuasa
pa3aesoB U TeM (TeMBl, NepeYeHb PACKPBIBAEMbIX BOIIPOCOB):

JIEKIIUHU, MPAKTHYECKHE 3aHATHA (CEMHHAPBHI),
HHIMBHUAYAJbHbIC 3AaHATHS, CAMOCTOSITeIbHASA
padora o0y4aromuxcs, KypcoBasi padora

Dopm
"-
O0bem | pyem
yacoB / ble
3.e. KOMII
e-
TEHII




1

6-7 cemecTp

Pa3zpea 1.

OcHoBHBIE 331a4¥ U QYHKIIMH YIPABICHUS EPCOHATIOM

Tema 1.1..
VYnpasnenue
IIEPCOHAJIOM KaK
HayKa U yueOHas
JTUCIUIIAHA.

Jlekimu: MecTo W 3HA4YeHHUE CIY>KOBI YIpaBlICHUS
IIEPCOHAJIOM. 3HaYUMOCTh JIOKYMEHTUPOBAHUS
TPYOBBIX OTHOILIECHUM U COXPAaHEHHUs JTOKYMEHTOB I10
JUYHOMY COCTaBy. 3aJaud M IpeIMEeT HU3y4YeHUus
Kypca. Pa3HOBUIHOCTH NTOKYMEHTOB MO (DyHKLIUAM U
3aJayaM  yOpaBJICHUS  Kagpamu: IE€PCOHAIBHBIC,
yYY€THbIE,  IUJJAHOBBIE,  OTYETHO-CTATHCTHUYECKHUE,
OpraHU3alMOHHO-PACIIOPAAUTENIbHBIE

Jlexkums: Cucrema ynpasieHus: nepcoHaiom JJOY B
OpraHu3alLNH

IIpakTyeckue 3ausaTud (CEMHUHAPEL):

Cemunapckoe 3anstue. KampoBoe, nHpopmanmonHoe,
TEXHUYECKOE M TMPaBOBOE OOECIIEUEHUE CHUCTEMBI
YIPABJICHHS TIEPCOHATIOM

CamocrodrenbHas pabora: M3yuenue yueOHOro
MaTepuaia

40

[K-1
[1K-2

Pasnen 2. Kaaposas

MOJIMTHKA OpraHu3anuu

Tema 2.1
HopmartuBHas 0aza
yTIpaBJICHUS
HEPCOHAJIIOM U
KaJpOBOTO
JIeNIOTIPOU3BO/ICTBA

Jlexnmu: Kogexkc 3akoHOB 0 Tpyae PO wu
KOMMEHTapuu K HeMmy, ¢enepaibHble 3aKOHbI «O0
nH(popMaluy, UHPOPMAIIMOHHBIX TEXHOJIOTUSIX H O
3ammre uHpopMaum», «O MepCOHANbHBIX JTaHHBIXY,
«O6 apxuBHOM gene B Poccuiickoit deneparum».
WHCTpyKIMS 0 MOpsAIKE BeICHHS

TPYAOBBIX KHIKEK Ha MPEINPUATHIX, B YIPEIKICHUIX
u OpraHu3aIusix, [Tepeuenn THUIOBBIX
YOPaBJIEHYECKUX JOKYMEHTOB, 0Opasylolmxcs B
IIPOLIECCE NIEATENBHOCTH T'OCYJapCTBEHHBIX OpIaHOB,
OpPraHOB MECTHOT'O CaMOYIPAaBJIEHUS M OpraHU3alui,
C YKa3aHMEM CpPOKOB XpaHeHus. JlOKyMeHTHI,
perJaMeHTHPYIOIINE NeSTeIbHOCTh KaJPOBBIX CITYKO:
MOJIOKEHHE O KaJpoBOH ciyk0e, TOJKHOCTHBIE
MHCTPYKLHUU PAOOTHUKOB KaJIpOBOM CITY>KOBI.
WHpopmannoHHO-CIIPaBOYHbIE U TOMCKOBBIE CUCTEMBI
['"APAHT, KoncynsTanT Ilnroc.

IIpakTHYecKHUe  3aHATHS (CCMI/IHaDBI) CocTaBUTH
KpaTKI/Iﬁ CJIOBapbr TCPMHUHOB, HCIIOJIb3YEMBIX B
KaJJpOBOM JCJIOITPOU3BOACTBC U aPXUBHOM JICJIC.

40

CamocrosTennHas pabora M3yuenue yue6GHOTO
MaTtepuana

[K-1
[1K-2

Paznen 3 PaGora

C KaJipamMu

Tema 3.1

Opranuzanust

Jlexiu: Opranu3anus Habopa KagpoB. JJOKyMEHTHI

[IK-1
I1K-2




Habopa Ka/JpoB KaJIpOBOr0 JEJIONPOU3BOACTBA. ENUHBIN MOpAIOK
oopmienus TPYZAOBBIX IIPABOOTHOUICHUN
(yHHpHUUIHMPOBAaHHBIE CHUCTEMBI MEPBUYHONW Y4YETHOU
JOKyMeHTaluu). Bunabl KaapoBbIX JIOKYMEHTOB
(Tpy10BOI OTOBOP, TPY10Basi KHUKKA M BKJIabIII K
HEeH, NpUKa3pl O MpHUEME, NEPEBOJE, YBOJIBHEHUH,
HOOILPEHUH, TPadUK OTITYCKOB U 1ip.).DopMEI yueTa.
Perucrpanus KaJpPOBBIX pacnopsAUTEIbHBIX
JIOKYMEHTOB B 3aBUCUMOCTH OT CPOKOB XPaHEHHS.

40

HenoBas wurpa «CrTpyKkTypa KaIpoBOM  CIy»Obl
Pa3pa0oTka miaHOB 110 KOHKPETHBIM MEPONPUATHSIM B
00J1aCTU ynpaBJIeHHsI IEPCOHATIOM)

CamocrodrenbHas pabora M3ydyenue yueGHOro
MaTepuaia

Paznen 4. JlokymeHTHpOBaHUE KaIPOBBIX IIPOLIECCOB

Tema 4.1. Jlexiuu: OCHOBHBIE KaJpPOBBIE TOKYMEHTBI: TPYJIOBbIE
KOHTPAKThl  (JIOTOBOpBI), TMPHKA3bl MO JHUYHOMY
YHUDUUMPOBAHHAS | cocTaBy, TpYHOBbIE KHIDKKH, JIMUHBIE KApTOUKHU
cucrema dopmer T-2, auneBble cuera IO 3apaOOTHOM ILIaTe.

AOKYMEHTALUU 110 | TIpaBmia oOpMIICHUS U CHUCTEMAaTH3aIluU KaJIPOBBIX

JIHYHOMY COCTABY | ;o vnvrenrop.

[IpakTuyeckre  3aHATHS  (CEMHUHApbl)  pEIICHUE
CUTYyallMOHHBIX 3aJ1a4

CocraBjieHHE JIOKYMEHTOB IO MEPCOHATY
CocraBjieHHE ¥ aHAJIN3 [ITATHOTO PACITUCAHHUS
CamocrosrenbHas pabora M3yyenne yaeOHOTO
Mmarepuaa

-

40

[K-1
[1K-2

Pa3nes 5 OcHOBHBIE NPOIIECCHI IEATENBHOCTH CITYKOBI yIPaBICHUS IEPCOHATIOM

Tema 5.1. Jlexuyu: JIOKyMEHTHpPOBaHUE TPYAOBBIX OTHOLIEHUH,
Odopmaenue BO3HUKAIOIIMX MU MIpueMe Ha paboTy, NepeBoje U
TPYIAOBBIX YBOJbHEHUH pabOTHUKA: COCTaB M OQOpMIICHHE
oTHomieHui(npueMm | 1oKkyMeHTOB. (CoOBMEIIEHHE U COBMECTHTEILCTBO.
a Ha pabory, Odopmienue 3aMeIIEHUS OTCYTCTBYIOILIETO
nepeBo/a, corpyaauka. OdopmiieHne Ha pabOTy COBMECTHTEIS.
YBOJIBHEHUS, W3MeHeHns B JIOKyMEHTax B CBA3M CO CMEHOHU
OTITYCKOB U T.[I.) ¢dbamunuu. JloKkyMEHTUPOBAaHUE OLIEHKH JI€ATEIbHOCTH
pabOTHHKOB.

IIpakTnyeckue 3ausaTUd (CEMHUHAPEI):

pEellIeHNEe CUTYallMOHHBIX 3a/1a4

Cemunapckoe 3anstue [loaroroska, mepenoaroToBka
Y TIOBBIIIICHUE KBATH(PUKALIUY TTIEPCOHAIA.
VYopaxkHeHue « ATTecTalys MOJIOAOTO CHEIHAINCTa
Cemunapckoe 3anstie IlpodeccuonanbHas u
OpraHM3alMOHHAs aJanTanus NepcoHaa.
CamMocrosTenbHas pabota M3ydenue yueOHOTO
MaTtepuaia

IIpakTrueckue 3ausaTUd (CEMHUHAPEL): PELICHUE

20

[K-1
[1K-2




CUTYaIlMOHHBIX 3a/1a4
CamocrosTenbHas pabora: M3yuenue yueGHOTo

Marepuaia
Tema 5.2. 1
JlokanbHble akTsl, | Jlekuuu: OpraHu3zaluoHHblE JOKyMeHTHl (YcCTas, IK-1
pernmamentupyron | [IpaBuna  BHYTPEHHEro TPYZOBOIO PacHoOpsKa, 74 I1K-2
€ KaJpoBYyIO KonnektuBnpiii  goroop, IlltatHoe pacnucanue,
JIeITEILHOCTh TpynoBoii norosop, Ilonoxenuss o noapasaeneHusIxX
PE TP THS W HampaBJCHUSAX JCITCIIBHOCTH, WHCTPYKIUH).
PacniopsiqurensHble JOKYMEHTBI (xagpoBble
[Tpukassr). HNudopmaninoHHO-CcripaBOYHbIE

JOKYMEHTHI  (IOKJIagHBIE W OOBSICHUTEIhHBIC
3anucku, AkTbl, CipaBky, 3asBienus). [Iporokon.

[IpakTHyecKue 3aHITUS: PEIICHUE CUTYAIIHOHHBIX
3amaq

Pa3paboTka JOIKHOCTHOW MHCTPYKIIMN
CamocrosTenbHas pabora: M3ydeHue yaeOGHOTO
Mmarepuaia

[IpumepHas TeMaTuKa KypcoBOW pabOThI

CamocrosiTenbpHas paboTa 00yJaronmxcst HaJl KypcoBOi paboToi

Buj uToroBoro KOHTpoOJIs (3a4er, sx3aMeH, AuQepeHIIMPOBAHHBIN 3a4ET) Ok3a
MEH

18

BCEI'O: 288

5. OBPA3OBATEJIBHBIE TEXHOJIOTI'UA

B coorBerctBun ¢ TtpedoBanusmMu PI'OC BO 1o HanmpaBieHUIO MNOATOTOBKH
«JlIOKyMEHTOBEIECHHE W apXUBOBEACHUE» pean3alrsd KOMIIETEHTHOCTHOTO MOJIXO0Aa
MpeaycMaTpuBaeT IIMPOKOE MCIOJIb30BAHME B Y4YEOHOM MpOLECCe AaKTUBHBIX U
MHTEPaKTUBHBIX (POPM MPOBEACHUS 3aHATUM.

CrpykTypa U coaep:KaHue Kypca MNPEANoJaraloT aKTUBHYIO HMHTEIUIEKTYAJIBHYIO H
KOMMYHUKAaTHBHYIO JIE€ATE€IbHOCTh CTYyAE€HTOB. Kypc BBICTpOEH TakuM 0Opa3oM, 4TOOBI
o0ecneunTh pa3BUTHE COOTBETCTBYIOIIMX MPO(ECCHOHATBHBIX KAayeCTB Yy CTYACHTOB.
Kypc nekuwmii, cemMuHapCcKkne€ M NPAKTUYECKUE 3aHATHUS OTJIMYAKOTCS YCTAaHOBKOM Ha
CO3/IaHHE€ TMAPTHEPCKUX OTHOILICHHWM, YTO HAXOJUT OTPAXKEHHE B METOAAaX OOYyYCHHs.
[IpropUTeTHBIME MeTOJaMU OOYYEHHs SIBISIOTCA aKmMueHvle Memoobl, TIE TIaBHOE
BHUMAHHE YCISIETCS MPAKTUIECKON 0TpabOTKe 3HAHUM, YMEHUI U HaBBIKOB.

Jlexyuonnvie 3anamusa TPEANONATralOT IPEABAPUTEIBHYIO IOATOTOBKY, CBA3aHHYIO C
OCMBICJICHUEM 3asBJICHHBIX MpoOJeM, W HE HCKIIOYAIOT AUAJIOTHYECKOro OOILIEHUs
CTYJEHTOB C IIPENOIABATEIIEM.

Ha cemunapckux sanamusx WCHONB3YIOTCSI COBPEMEHHBIE METOAbl OOy4YeHUS -
JIEJIOBbIE WUTPbl, MUHU-KOH(EPEHIINH, TUCKYCCUH, MO3BOJIAIONIME M30€kKaTh MAaCCUBHOIO
BOCHPUATUS HMHPOPMALMM M MAKCUMAJIbHO HCIIOJIb30BAaTh TBOPYECKUW MOTEHIIMAI
CTYJEHTOB.

6 OHEHOYHBIE CPEACTBA JJIsI TEKYIEIO KOHTPOJIAA
YCIIEBAEMOCTHU U TIPOMEXKXYTOYHOU ATTECTAIIUN



6.1. KoHTpOJIb OCBOCHUS TUCUMILJIMHBI

KoHTponpe ocBOEHNs TUCUMIUIMHBI IIPOU3BOAUTCS B COOTBETCTBUU ¢ IlonoxxeHuem o
IPOBEJCHUHA TEKYIIETO KOHTPOJS YCHEBAEMOCTM M INPOMEKYTOYHOM aTTecTaluuu
ctyneatoB ®I'bOY BO «KpacHomapckuil rocyAapCTBEHHBIA HHCTUTYT KYJIbTYPBD».
[IporpamMmMoOil JIHCUMIUIMHBI B LEJSIX HIPOBEPKHM MPOYHOCTH YCBOEHUS MaTepualia
MIpEeAyCMaTPUBAETCA MPOBEACHUE PA3IMYHBIX (DOPM KOHTPOJIS.

Texywuti KoHmpo.b YCHEBAEMOCTH CTYACHTOB II0 JUCUUIUIMHE IPOU3BOJUTCS B
CIIEYIOIUX popMax:

- OLEHKM, BBICTABJSIEMBIE CTYJEHTAaM Ha CEMHMHApax 3a OTBETHl HAa BOIPOCHI,
coJep Kalrecs B INIAHAX CEMUHAPCKUX U MPAKTUYECKUX 3aHATUN.

Py6eoicnviti  konmponv TpenycMaTpuBaeT OLEHKY 3HAHUM, yYMEHHH U HaBBIKOB
CTYJICHTOB II0 MPONJAECHHOMY MaTepuady MO JAHHOW JIHCLUILIMHE HAa OCHOBE TEKYIIMX
OLICHOK, MOJyY€HHBIX MMU Ha 3aHATHUSAX 32 BCe BHUJIbI paboT. B Xo1e pyOexHOro KOHTpOJIs
HCTIOJNB3YIOTCS CIEAYIOIINE METOIBI OLIEHKH 3HAHWM:

o YCTHBIE OTBET;

o TMPAKTUYECKHE PAOOTHI;

IIpomedicymounwvitl KOHMpPOb TIO pe3yJbTaTaM CEMECTpa 10 NUCLUILINHE IPOXOAUT B
dbopme 3auéra (IK3aMeHa).

6.2. OueHouyHbIe cpeacTBa

6.2.1. [Ipumepsbl TECTOBBIX 3aaHuil (CUTYyaIUIi)

3aganue 1.

Haiitu B unpopmarmonto-crpaBouHbix mouckoBbix cuctemax 'TAPAHT nnu Koncynbrant Ilmoc
MHCTPYKLIHIO O MOPSAKE BENECHUS TPYAOBbIX KHIKEK.

CocTtaBUTh CXeMbl JOKYMEHTHUPOBAHUS CIEIYIOIIMX OTHOUIEHWH: IpHemMa Ha paboTy, IepeBoja
pabOTHHKA Ha IPYTYIO IOJKHOCTb, YBOJIbHEHUS paOOTHHKA.

3ananme 2.

Haiitu B uHpopmanmonHo-cipaBouHblx mouckoBbix cucremMax ['TAPAHT win KoncynbranT Ilmroc
yHUGUIUPOBaHHYIO (OopMy IMpHKa3a MO JIMYHOMY COCTaBy (O NMPEAOCTaBICHUM OYEPEIHOr0 OTITYCKa),
yHU(PUIIIPOBaHHYIO (POPMY KOMAaHIMPOBOYHOTO yAOCTOBepeHus. OPopMuUTh KaJpOBYIO TOKYMEHTAIIHIO.
3aganue 3.

3aperucTpupoBaTh IOArOTOBJIEHHBIE paHEE JOKYMEHTHI 110 JIMYHOMY COCTaBy B JKypHajax yderTa.
3aganue 4.

[IpoBecTu 3KCTIEPTU3Y LIEHHOCTH JOKYMEHTOB IO OIMHUCSIM JOKYMEHTOB, COOJIIO1asi MOPSAOK BKIIFOUEHUS
B ONKUCH JIeJ JOKYMEHTOB C pa3HbIMU CPOKaMHU XpaHeHHUs (IOCTOSIHHOTO XpaHEHHUs, JOKYMEHTOB IO
JUYHOMY COCTaBY, CIIPABOYHOI'O 3HAYECHHUS).

3aganue S.

IToAroToBUTE OTBET Ha 3aIIPOC COLMAIBHO-IIPABOBOIO XapaKTepa B BUJI€ apPXUBHOM CIIPAaBKH.

3aganue 6.

[ToxroroBbTe M 0OGOpPMHUTE MPUKA3 IO TUYHOMY COCTaBY O IpHEME Ha paboTy.

3aganue 7.

3anoyHUTE TMYHYIO KapTOuKy opmbl T-2.

3aganue 8.

CocraBbTe TOBEpPEHHOCTDH Ha MOJIy4YeHUE 3apaO0THOI IIaThl.
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3aganue 9.

3amonauTe HOpMy TPYAOBOI KHIKKH (TUTYJIBHBIA JTUCT U pa3aen «CBeaeHUs 0 padboTey).
3aganue 10.

CocraBbTe pe3toMe, IPeIoCTaBIsieMOe IPU TPYA0yCTPONUCTBE.

6.2.2. KOHTpOJILHLIe BOIIPOCHI IJISI IPOBEACHUA TCKYIIEI0 KOHTPOJIA

ROoOo~NoGO~LNE

1.
2.

0.

- KOHTPOJIbHBIN [TMCbMEHHBIN OITPOC Ne 1

1 BapuanT

Jaiite onpenenenue noHsATUIO "YpasieHue rnepcoHaaom".

Onpenenure MECTO AUCUMILIMHEI Y TIpaBiIeHUsI IEPCOHATIOM" B CHCTEME COBPEMEHHBIX HayK.

JaiiTe onpezeneHre NOHATUAM NPo(hecCHOHaIbHAs U METOANYECKast KOMIETEHTHOCTb.

B kakux 1oKyMeHTax OIpeJlelIeHbl paBuja y4eTa nepcoHana’?

Kakumu npuurHaMu MOXXeT ObITh 00YCIIOBICHO BBIOBITHE NIEPCOHATIA U3 OPraHU3ALUU?

PackpoiiTe, 4To c000ii MpeaCTaBIsSET CTPYKTypa MepcoHaia U KaKOBbI €€ pa3HOBHIHOCTH.

UYro 03HAYaIOT TaKKe MOHATHUS, KaK Npodeccusi, CeluaibHOCTb, KBaTHpuKanus?

UYro Takoe cuctema ynpaBieHUs [I€PCOHANIoOM?

Yro Takoe KoHIenuus yrnpasiaeHus? KakoBbl ee 1€ U COCTaBHbIC YacTu?

Kaxue npuHIunel He00X0UMO YUUTHIBATh NPU PA3BUTUU CUCTEMBI YIIPABICHUSI IEPCOHATIOM?
2 BapMaHT

Uro sBisiercst mpeameroM "YpapieHue nepcoHaniom"?

JlaiiTe XapakTepUCTUKY CTPYKType 3HAHUN HAyKU YIPABICHUS IEPCOHATIOM M ITOKAXKUTE €€

IIPAKTHYECKYIO 3HAYMMOCTb.

ROONOOA~®

HROONoOOUOH N E

NoookownE

0.

Jaiite onpeesieHne NOHATUAM COLIMANIbHAS U BPEMEHHAs! KOMIIETCHTHOCTb.

OO0BbscHUTE, UTO TAKOE HOPMATUBHAs, CIIUCOYHAs U SIBOYHAs YMCIEHHOCTh NIEPCOHAIA.

UYro Takoe 060pOT MepcoHaia U 4eM OH 00ycIIoBIeH?

C nmomolIbI0 KakuX MoKa3aTesiell MOKHO 0XapaKTepU30BaTh JIBUKEHUE IepcoHana?

HazoBure kakue CylmecTByOT KATETOPUH NIEPCOHANA U JAWTE UM XapaKTEPUCTUKY.

HazoBute coctaB moJIcUCTEM CUCTEMBI YIIPABIEHUS IEPCOHAIOM U UX OCHOBHBIE (DYHKIUH.
HazoBuTe nprHIUIEI yIpaBIEHUS IEPCOHATIOM.

Kaxue npuHIunel He00X0JMMO YUYUTHIBATh MPU (OPMUPOBAHUN CUCTEMBI YIIPaBJICHUS [IEPCOHATIOM?

KOHTPOJIbHBIH ITHCBMEHHBIH OITPOC M 2.
1 BapuanT
Ha3oBute nienu kaapoBoi NOJUTHKH.
Kakumu ¢pakropamu onpenensrcs: KaapoBas NOJUTHKA OpraHU3aluu?
Ha3oBute THIBI KaAPOBOM MOJNUTHKH.
Kaxkue Bonpocs! pemaer kaJpoBoe MIIaHUPOBAHNE U KaK OHO CBA3aHO C INIAHUPOBAHUEM

eATEeTLHOCTH OPTaHU3allUH B 1IEJTOM?

C nomouIpr0 KakMX METOJ] OCYILECTBIISIETCS KaJpoOBOE IUIAHUPOBaHKE?

Kakue gakTopsl BIusOT Ha NOTPEOHOCTh OpraHU3aluy B IepcoHasie?

Ha xakux mpuHIMIIax OCHOBBIBAETCS OTOOP KaapoB?

Yro Takoe KaJIpoBoe coOeceJOBaHNE U KaK OHO IIPOBOJUTCA?

KakoBbI JOCTOMHCTBA U HETOCTATKU MUCbMEHHBIX METOI0B OTOOPA MPETEHIEHTOB?

. laitTe onpenenenyrie TEpPMUHY "TECT" U NEPEUNCIUTE €r0 BUJBI.

2BapuaHTt
JlaiiTe onpeneneHne MOHITHIO KapoBas MOJUTHKA.
B kakux 10KyMeHTax JeKjIapupyercs U GUKCHPYETCs KaJpoBasi MOJIUTHUKA?
Ilepeuncnure OCHOBHBIE HAIIPABJICHUS KaIPOBOM MOJIUTHKH.
Ilepeuncinre 3Tanbl NOCTPOCHUS KaIPOBOU MOJIUTHUKHU.
Kaxue npuHIUIBI 1€KaT B OCHOBE KaJpOBOTO MJIaHUPOBAHUA?
Kakumu Metogamu oCyLIECTBIISIETCS IPUBJICUEHHUE KaIPOB, B YEM MX JOCTOMHCTBA U HENOCTATKU?
Yro Takoe npogeccuorpamMma u Juisi 4ero OHA Hy’KHa.
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8. Ilepeuncnure sTamsl 0TOOpPA KaIpOB.
9. HazoBute BHUIIBI KAIPOBBIX COOECEIOBAHMIA.
10. [epeuncnure KaKue CyIIECTBYIOT BUIbI aHKET.

KOHTPOJIbHBIH ITHCbMEHHBIH OIIPOC M 3.
1 BapuanT
UTto coboli mpeACTaBISIET MPOIECC OIICHKU KaIpoB?
[lepeuncnure ¢ NIOMOILIBIO KAKUX METOOB IIPOBOAUTCS KaJpoBOE COOECEI0BaHUE.
Yro Takoe BBEJICHHUE B JOJDKHOCTh M KaK OPraHU30BaH 3TOT Mpouecc?
[lepeuncnnte OCHOBHBIE HANIPABICHUS TPOPECCUOHATHHOIO 00YUCHHUS U MOBBIIICHNS KBATH(PHUKAIIUN
IepcoHaa.
Ha3zoBure ocHoBHBIE (popMbI 00yUeHHS] HOBBIX paOOTHUKOB Ha MTPOU3BOJICTBE.
Ilepeuncaure ocHOBHbIE (POPMBI TPEHUHTA.
Jlaiite onpe/iesieHne MOHATHIO aTTECTALMS U IEPEUUCIIUTE €€ OCHOBHbBIE BUJBI.
Ha3zoBute 1ienu 1€10B0i Kapbepsbl AJIs pa3IMUHBIX JIHOACH.
Kaxkue stansl BkItouaet B ce0st kapbepa?
. Ilepedncnure MpUUUHBI PACTOPKEHUS TPYAOBOIO JOTOBOPA MO0 MHULIMATHBE aAMUHUCTPALIH.
2 BapuaHT
KakoBbI OCHOBHBIE OOBEKTHI ITPOLIECCa OLIEHKU KaapOoB?
Jljig yero Hy»Ha ajanTalus KaJapoB U Kakue ee (popMbl CyLIECTBYIOT?
[TouemMy BO3HMKAIOT CTPECCHI U KAKUM 00pa3oM UX MIPEOI0JIEBAOT?
UYro Takoe pa3BUTHE IIEPCOHANIA U JUJIsl YEr0 OHO HEOOXOAUMO?
[lepeuncaure GopMbl JONOTHUTENBHOM TOATOTOBKH [IEPCOHATIA.
Ha3zoBute Buabl 00y4eHus sl PyKOBOISAIIMX pAOOTHUKOB U CIICIIHATINCTOB.
KakuM JO0KyMEeHTOM ciielyeT pyKOBOACTBOBAThCS MIPU MPOBEIEHUH aTTECTAIlMM B OpPraHU3aIUH.
Uro Takoe JesnoBasi Kapbepa U KaKOBbI €€ Pa3HOBUIHOCTH?
UYro Takoe ropu30HTalIbHAsI Kapbepa 1 Kakue ee pOpMbI CyIIECTBYIOT?
0. KakuMu MeTo1aMH OCYIIECTBIISIETCS] aHAIM3 W KOHTPOJIb TEKY4YeCTH KaJipoB?

el A

©oN O

=
o

ROoo~NoGO~LNE

6.2.3. TemaTuka 3cce, pepepaToB, pe3eHTALN A
AHanmm3 1 ONTHMHU3ALHUS TPYIOBBIX IPOIIECCOB B CUCTEME YITPABIICHHS
AHanu3 4YMCICHHOCTHU M JBM)KEHUS TepcoHalia (Ha mpumepe ...)
BuyTpudupmeHHsblii mabiuk puiieliIH3 B CUCTEME YIPaBICHUS IEPCOHATIOM
Jlenonpou3BOICTBO B KaJJpOBOH CITyKOe
JIOKyMEHTBI 10 MepCOHATY
WNudopmannonHoe obecrieueHne ynpaBieHus: IepCOHAIOM
WNudopmanmoHHbIe TEXHOJIOTHH B KaJpOBOM MEHEKMEHTE
Vcnonb30BaHne KOMITBIOTEPOB B paboTe ¢ KaJipoBOil TOKyMeHTauuei
KanpoBoe miiaHnpoBanue B OpraHu3auu
0. Kapbepa u MOTHBAIMs COTPYIHUKOB OpraHU3AIUH
11. Metopoiornyeckre OCHOBBI YIIPABICHHS NIEPCOHATIOM OpTraHU3aIHN
12. Metob! ynpaBiieHUs IEPCOHATIOM
13. OGecnieueHre COOTBETCTBHS IMEPCOHANA 3a/1a4aM OPTaHU3aAIHH
14. Onpenenenue TpeOOBaHUI K EPCOHATY IPU MPOESKTUPOBAHUH CUCTEMBbI YIIPABJICHUS OpraHU3aluen
15. Opranuzanuonssie GopMbl YIIpaBICHYECKUX KOHTAKTOB
16. Opranuzanus u ycioBus Tpyda ceKperaps-pedepeHra
17. Opranuzanus mpoiiecca 0TOopa KaJapoB
18. Opranuzanus paboThI ¢ IEPCOHATIOM
19. Opranuzanus Tpya pyKOBOJIUTEICH U pacrpeieieHHe 00s3aHHOCTEH
20. OT60p nepcoHana u yrnpapieHHE YeJI0BEYECKMMHU PECypcaMH OpraHNu3aluu
21. IlepcieKTUBBI pa3BUTHS PEKPYTUHTOBOTO PHIHKA

RBOoo~NooGa~WONE
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22.
23.
24,
25.
26.
27.
28.
29.
30.
31.
32.
33.

1.
2.
3.

[Touck u oTOOp MepcoHansa: UCTOPUS U COBPEMEHHOCTh

[TonuTuka ormuiaTel TpyJa B CUCTEME YIPABIICHUS IEPCOHATIOM

[IpaBoBoe oOecnieueHre ynpaBieHHs IEPCOHATIOM

[TpuBneuenue u Habop KaapoB uepe3 MuTepHeT

[Ipodeccrnonanbuplii 0TOOP KaIpOB U ITUUYECKHE HOPMBI €T0 MPOBEICHUS
Cucrema MOBBINICHUS KBAUTH(DUKAIMY U TICUXOJIOTHYECKask TePeCcTporiKa KaJipoB
CriocoObl BO3HArpaXKAeHUsI IepcoHaa

TexHOJI0TUH YIPABJICHUS IEPCOHATIOM

VYnpapneHue 1e10B0ON Kapbepoil B OpraHu3aiiu

VYrpaieHue nepcoHanoM B KPU3UCHOM CUTyallun

VYnpasnenue npodeccHoHAIbHON OpUCHTAIMEH U aanTalyued mepconana
VYnpasieHre nepcoHaIoM B MAJIOM Ou3Hece

6.2.4. Bonpochl K 3a4eTy N0 JUCIUIIHHE

6.2.5. Bonnpocsl k dk3aMeHY M0 JUCHHUILIMHE
[Ipenmer u MecTo «YpaBiieHUs: IEPCOHAIIOM» B CUCTEME HAYK.
CrpykTypa 3HaHMI HayKu «YIIpaBICHHUE IEPCOHAIOM» U €€ MPAKTUYECKas 3HAYMMOCTb.
«YTpaBieHHe IepPCOHANIOMY KaK yueOHasi IUCIUIUINHA, TIOHATHE MPO(ECCHOHATEHON, COIIMAILHOM,

MGTOﬂHqGCKOﬁ u BpeMeHHOﬁ KOMIICTCHTHOCTH.

= i

0.
1.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.

N3yuenne «Ynpasnenus nepconanom» B Poccnn.
«YnpaBlleHHE IEPCOHATIOM» B UCTOPUUYECKON MEPCIIEKTUBE.
HucneHHOCTh EpCOHAIA.
JIBrKeHue nepcoHalla U €ro aHajus.
Kareropuu nepconana.
CrpykTypa nepconana.
Cucrema yripaBieHHs IEPCOHATIOM.
CayxObl mepcoHaja 1 OCHOBHbIE HAIIPABJICHUS UX AEATEIbHOCTH.
CoBpeMeHHbIe QYyHKIIMH CITy>KO TTepcoHara.
MeTtoap! ynpaBieHuUs IEPCOHATIOM.
DyHKINH MEHEKEPa 110 ITEPCOHAIY.
Kanposas nonurtuxa.
Tunel KagpOBOM NOJIUTHKH.
Dransl OCTPOSHUSI KaJIpOBON MOJIUTHKH.
VYcnoBust pa3pabOTKU KaJAPOBOH MOJIUTHKH.
KanpoBoe nianupoBanue nepcoHana.
MeToabl IIaHUPOBAHUS IIEPCOHANIA.
Buael mianoB o nepcoHany.
IIpuBneuenue nepcoxana.
OcHoBBI 0TOOpa TIepCcoHaa.
ITpornecc or6opa nepconana.
[IpuBneueHune kaJpoB Ha OCHOBE JOTOBOPOB IPAXKIAHCKO-TIPABOBOTO XapaKTepa.
BBenenue B 1OIKHOCTD U €70 (POPMBI.
Oco0eHHOCTH aanTaluy nepcoHana.
Mertobl 0TOOpa nepcoHana.
[ToHsiTHE U OCHOBHBIE TEHJCHIIMH PA3BUTHS MTEPCOHAA.
Opranuzanus npoQecCuoHaNTbHOTO 00y4eHusl.
®OopMBbI IOTIOTHUTEIBHON MOJATOTOBKH MEPCOHAIA.
[ToBbIieHue nMpohecCHOHAIBEHOTO MAaCTEPCTBA MEHEIKEPOB.
Opranusanus rnpoiecca arTecTaluH.
OneHka NOJYMHEHHBIX PYKOBOIUTEIEM.
35. [lonsiTHE W TIEH 1ETTOBOM Kaphephl.



36. Drtambl Kapbephl U €€ TIIaHUPOBAHUE

37. T'opusoHTanbHAs Kapbepa.

38. PaboTa ¢ KaApOBBIM PE3EPBOM.

39. TexyuecTb KaapoB U IyTH yIPABICHUS €10.

40. CiocoObI BRICBOOOXK/ICHHUS ITEPCOHAA.

41. Opranuszanus nporecca yBoJbHEHUS.

42. JIokyMEHTBI, CBSI3aHHBIE C 3aKJIFOUEHUEM U MPEKpaIlleHueM TPYI0BOTO 10r0BOPA.
43. JIOKyMEHTBHI 110 Y4eTy KaJIpOB.

44, JIoKkyMeHTHI 110 TPYAy U 3apaOOTHOM IjIaTe.

45. JIoKyMEHTBI, perjlaMEHTUPYIOLIUE IEATENbHOCTh IEPCOHAIA.
46. JIoKkyMEeHTbI, OTpa)Karolie BHYTPEHHUE OTHOIICHHUS.

6.2.6. IlpumepHasi TeMaTHKa KYPCOBBIX Pa0OT (eciu npedycmompeno).

7. YYEBHO-METOAUYECKOE n NHOOPMALIMOHHOE
OBECIIEYEHHUE JUCHUIIJIMHBI (MOAYJIA)

7.1. OcHoBHas JauTEpPaTypa
Macnosa, B.M. VYnpasnenne nepconaiom [Tekct] : ydeb. mis OakamaBpos: [rpud YMO] / B. M.
Macnosa. - 2-e uza., nepepad. u gomn. - M. : FOpaiit, 2013. - 492 c. - (bakanasp. ba3ossiii kypc). - ISBN
978-5-9916-2394-0.

Kysnemnora, T.B  KagpoBoe aenompousBoactBo [TekcT| : TpaAWIIMOHHBIE U aBTOMATU3HPOBAHHBIE
TexHoJoruu: yued. ans By3oB: [rpup YMO] / T. B. Ky3nenona. - M. : UJI MOU, 2011. - 344 c. : un. -
ISBN 978-5-383-00624-5

KubanoB, A.fl. OcHoBbl ynpaBnenusi nepconanom [Tekcr] : yue6. / A. 5. Kubanos. - 2-e¢ u3m.,
nepepabd. u gon. - M. : THOPA-M, 2012. - 446 c. - ISBN 978-5-16-005112-3.

brikoBa, T.A. JlokyMeHTallmoHHOE oOecredeHne ympaBieHHs (Ienonpou3BoiacTBO) [Tekct] : yueO.
nocobue / T. A. beikoBa, Ky3uerora, T.B., Cankuna, JI.B. ; mox o6m1. pex. T.B. Ky3nemnogoii . - 2-e u3n.,
nepepad. u gorm. - M. : UHOPA-M, 2013. - 304 c. - (Beiciiee oOpa3oBanue: bakanaspuar). - ISBN 978-5-
16-004805-5

bapmaes, D.A. JlokymenTtoBenenue [Tekct] : yueOHuk / 3. A. bapmaes. - M. : Axanemus, 2013. - 333
c. - (bakanaBpuar). - ISBN 978-5-7695-8492-3 (131-Bo "Akanemus")

[MoxxuukoBa, H. M.IIpakTrkym mo npeamety "JIOKyMEHTbI, KOPPECTIOHACHITUS U JCIONPOU3BOICTRBO"
[Tekcr] : yue6. mocobue / H. M. Tloxnaukosa. - M. : Akagemus, 2015. - 188 c. - ISBN 978-5-4468-2398-

3unoBbeBa, H.b. Opranuzanus u Meronuka padoThl ¢ TOKYMEHTaMU B YUPEXKACHUAX KynbTyphl [Tekcr]
: yaue6HO-MeTo 1. mocobue / H. b. 3unosneBa. - Kpacnomap : KUK, 2016. - 184 c.

7.2. JlonoJIHUTEJIbHAS JIUTEPATYypPa
1. Ans6pexT b.B. HopMaTuBHO-TIpaBOBbIE M OPTaHU3AIMOHHO-METOIUYECKUE BOITPOCHI OpTraHU3aIiN
paboThI ¢ JOKyMeHTaMH 110 TuaHoMY cocTaBy / b.B. Ans0Opext// Cexperapckoe aeno. -2004. -Nol.
2. AptuzoBA.H. CoxpaHeHune 1 UCIOJIb30BaHUE JOKYMEHTOB 10 JJUYHOMY COCTaBY: MPOIILIOE,
Hacrosee, Oyaymiee/ A.H. Aptuzos, C.J[. Mskymes // OteuectBennsie apxusbl. -2005. -No 4.
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3. JlymaukoB A.M. 3amnuTa nepcoHaabHbIX JaHHBIX pabdoTHuka/ A.M. JlymHukos// Jlenompon3BoacTBo.
-2009. -No4. -C.43-48.

4. Mutpodanosa B.B. Odopmiisiem kaapoBeie 7oKyMeHThI: HacTonbHas kaura-npakruka./ B.B.
Murpodanona. -2-e uzz. -M., 2009.

5.Hogeiimmuii cipaBoyHuk kagaposuka. 2008. - M., 2008.

6.Cankunall.B. CipaBounuk 1o kaapoBomy jaenonpou3Bojactsy./ JI.B. Cankuna -4-¢ uzn. -M., 2006.
7.CmonbsinuHOBa M. OTBETCTBEHHOCTH 32 HEMPABUILHOE BEJICHUE, XpaHEHHUE, YUET U BbIaYy TPYIOBBIX
kamwkek / M.O. CmonbsiHuHOBa// J1e101Iponu3BOICTBO U JOKYMEeHT0000poT Ha npeanpustuu. -2010. -No9.
-C. 64-76.

7.3.Ilepuoauyeckue U3aaHusl
1. Jlenonpous3BOACTBO
Jlenonpou3BoACTBO U JOKYMEHTOOOOPOT Ha NMPEANPUATUI
YnpasiieHuEe nepcoHaIoM
7.4. UuTepHeT-pecypcehl
http://www.termika.ru/

http://www.top-personal.ru/
http://academy-document.narod.ru/org-proekt-met-mat/Org-proekt-uchebnoyeposobie.htm

7.5. MeToauyeckne yKazaHusi 1 MaTepHAJIbI 10 BUIAM 3aHATHIA

JUIsl MOATOTOBKHM K 3aHATHSAM PEKOMEHIYEM HCIOJb30BaTh 3JIEKTPOHHYIO 0a3y
NAHHBIX II0 JOKYMEHTOBEIAEHUIO W JOKYMEHTOBEIYECKUM HCCIENOBAaHUSAM, KOTOpas
COJIEPKUT METONMYECKHE MaTEpHaNbl IO IMOArOTOBKE K CEMHUHAPCKUM, IMPAKTUYECKUM
3aHATHUSAM, 3a4€Ty, pa3pabOTKe riioccapusi, MOJrOTOBKE BUACONPE3EHTALN, BBIMOIHEHUIO
IpYruxX 3aJaHuil B paMKax CaMOCTOATENbHOM paboThl. A TakkKe  DJIEKTPOHHbBIC
SHUHUKJIONEANH 1O IETONPOU3BOJICTBY U APXUBOBEICHUIO
Jlist camocToATeNnbHOM PabOThl, TMOJATOTOBKE MPAKTUYECKUX (CEMUHAPCKUX) 3aHATHIA,
HNOJATOTOBKE K TECTOBBIM HCHBITAaHUSM, a TaKXkKe JUIs HalucaHusi 3cce, pedeparos,
Hay4HBIX JOKJIAJ0B PEKOMEHIYETCs CIIEAyIOLIee:

Jlis MOATrOTOBKM K MEpPEYMCIECHHBIM BHUJaM paOOT MNpeayCMOTpPEHbl 3a/laHusl,
pPa3BUBAIOIME HABBIKM CAaMOCTOSITEIIBHOIO AHAJIM3a W OCMBICICHUs IPEIJIOKEHHBIX
npobieM u TeM. [l OCBOEHUS MPENJIOKEHHBIX TEeM, CTYACHTaM HE0O0X0AUMO
O3HAaKOMHTBCSI C MPEAJIOKEHHON JUTEepaTypol, BBIOpaTh HEOOXOAMMBIE HCTOYHHKH,
COCTaBUTh IUJIaH mpejacTosmed padbotel. s pedepupoBaHUS HCTOYHHKOB CTYACHTY
HEOOXOIMMO O3HAKOMUTBCA C TEKCTOM, CHAENaTh HEOOXOIHWMbIEC BBINUCKH, IUTATHI,
COOTBETCTBYIOIIME TIJIABHOW MpoOJieMe HCCIEN0BAHMS, CKOMIIOHOBATh ATH IUTAThl,
OpoayMaTh HUX, U3JI0XKHUTh COOCTBEHHOE BHUIEHUE CBOMMH CJIIOBAMH, HAaMETUTh
HE0OXOIUMBbIE CBSI3KM U CTPYKTYpy Oynyiiero tekcra. PedeprpoBanre nepBOMCTOYHUKOB
NPEANOJIATaeT CaMOCTOSTENIbHBIE HABBIKM M3YUYEHHUs TEKCTA, U3JI0KEHUE MPEIIOKEHHBIX
TOUYEK 3PEHUs, NepecKa3, aHaIu3 MPOOJEMHBIX BOIPOCOB, BbIICICHUE TJIaBHBIX HAYYHBIX
nmo3unuii aBTopoB. Jlyisi BeIMoNHEHUs pedepara HEOOXOAUMO HAYMHATH C OOOCHOBAHUS
BbIOOpA TEMBbI, 3aTE€M MPUBECTU MEPEUCHb KIIOUEBBIX MOHATUH CONEpKaHus, IIaH padOThI
(0 yem paboTa, Kakue BOIPOCHI BKJIIOUEHBI), 3aT€M NEPEXOIUTh K (DOPMYITHPOBKE TE3UCOB,
MIPEACTABIIIIOIIMX KPATKOE COAEPKAHUE KaXJOro BoIpoca Temsl. Jlamee, mpuBoasTCA
CTPYKTYPUPOBAHHBIE TE3UChl (OCHOBHBIE TPYyNIbl TE3UCOB IO pasaenam padoThl).

15


http://www.termika.ru/
http://www.top-personal.ru/
http://academy-document.narod.ru/org-proekt-met-mat/Org-proekt-uchebnoyeposobie.htm

CrpynnupoBaB Te3UChl (OCHOBHBIE MBICIM), YCTaHOBUB MEXJIy HUMH OCHOBHBIE U
COTIOYMHEHHBIC CBSI3H, COCTABUTH JJOTHYCCKYIO MOJIEh COAEepKaHuUs padoThl (pedepara).
B03MO0XHO nepBOHaYaIbHO NOCTPOUTH MOJENb COAEPKAHUS pAa0OTHI U OCHOBHBIX OJIOKOB
(MbIciei), a 3aTeM KaXIbld TE3UCHBIM OJNOK HAMOJHUTh CTPYKTYPHBIM KpPaTKUM
colepKaHUEM. ODTO IMO3BOJUT B JaJbHEUIIEM pacKpbIBaTh paboTy, €€ coaepixaHue ¢
pa3HOi CTENEHBIO MOIPOOHOCTH.

7.6. IlporpamMHoe oOecriedeHue
1. Adobe Master Collection CS 6

2. MS Windows Bepcuu XP, 7,8,10

3. MS office professional plus 2007 MS office professional plus 2010
4, T'apaHT
5

KoncynbranT +

8. MATEPUAJIBHO-TEXHUYECKOE OBECIHEYEHUE JUCHOUIIJIMHBI
MOAYJIs)
TpeOoBaHus K MUHMMAJIbHOMY MAaTEPHAIBLHO-TEXHUYECKOMY 00ecCeYeHH 0
Peanuzauuss nporpaMmbl  IUCHMIUIMHBI TpeOyeT Haauuusg Y4yeOHOro kaOuHeTa
«JlokyMeHTamOHHOE 00ECTICUEHHE YITPABICHUS.
[Ipn 0cBOEHMHM OUCHUIUIMHBI PEKOMEHAYIOTCS AOCTYIl B IHTEpHET, KOMIIBIOTEPHBIN KIacc
JUISL IPOBEICHUS NPAKTUYECKUX 3aHATHMN.
O6opynoBaHnue y4e0HOro Ka0uHeTa:
1. Ilocamounble MecTa O KOJIMUYECTBY 00YyUarOIIUXCS.
2. Pabouee mecTo npenoaasarens.
3. MaruurtHas nocka.
4. Habop Tabmnui, cxem, HarjasIHbIX ITOCOOHUH.
5. HopMaTtuBHO-TIpaBOBBIE aKTBHI.
TexHuveckue cpeacTsa 00y4eHus :
l.IlepcoHanbHble KOMIBIOTEPHI C JUIEH3HMOHHBIM MPOrPAMMHBIM O0O€CIIEUEHUEM U
UH(OPMAIMOHHBIMU CITPABOYHO-TIPABOBBIMHU CUCTEMaMHU.
2.Ilepudepuiinble yCTpOMCTBA: MYJbTUMEIUUHBIN MPOEKTOpP, MPUHTEPHI, CKaHEPHI,
BHEIIIHNE HAKOMUTENIM HA MAarHUTHBIX U ONITUYECKUX TUCKaX.
3.Cpencta O0JbILION U MaJIOW OPraHU3allMOHHON TEXHUKU: LIpeaep, OpOoIIopoBabHAS
MalIlHa, KApTOTEYHOE 000PYyI0BaHKE, JAMHUHATOP, CTEIUIEP, ABIPOKOJI, HyMepaTop, pe3ax,
OCHACTKa JUIA [1I€YaTH U IPyTHe KAHLEIAPCKUE IPUHAIIEKHOCTH, PACXOHBIE MATEPUAIIBI.
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JlonmoTHeHus1 M U3MEHEeHH s
K pado4eil mporpaMMe y4e0HOM IMCHUILTHHBI (MOXYJIsSA)

Ha 20 -20_ y4.rox

B pabouyto mporpammy y4eOHON AUCIUIUIMHBI BHOCSTCS CIEAYIONINE U3MEHEHUS:

JlononHeHus: U U3MEHEeHHsI K paboydeil mporpaMme pacCMOTPEHbI U PEKOMEHI0BaHBI
Ha 3ace/laHuu Kadeapsl

(HauMeHOBaHUe)
IIporokoi Ne OT «__ » 20 r
Ucnonuurens(u):
/ / /
(TOMKHOCTB) (moxmuck) (®.1.0.) (mara)
/ / /
(TOMKHOCTB) (moxmuch) (®.1.0.) (mata)
3aBenytomuii kadenpoit
/ / /
(HaumeHoBaHHe Kadeapbl) (moanuce) (®.1.0.) (nara)

17



