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1. HEJIM X 3AJAYU OCBOEHUSA JUCIHUITJIMHbI

Lleaun ocBOEHUS TUCHMILTUHBI (MOYJIsA): AaTh CTYy/I€HTaM MOJIHOE MPEACTaBICHUE 00
yIpaBIECHUH MEPCOHATIOM U KaJIPOBOM JESITEIbHOCTU B JOKYMEHTAIMOHHOM 00€CIEeUeHUN
yIOpaBlIEHUS KaK BaXXHOM HaIpaBiICHUU B paboTe MPEeaNpUATHNR M YUpPEXKIECHUH, O
cnenu@uKe KaapoBOM TOKYMEHTAlMW U METOAMKE paboThl ¢ 3TOW Pa3HOBHUIHOCTHIO
JOKYMEHTOB.
3agaum:
- copMupoBaTh y CTYJEHTOB KOMIUIEKC 3HAaHUW O mpobiemMax yhpaBlIeHUS
IIEPCOHAJIOM;

- JlaTb COBPEMEHHOE MOHUMaHue MnpodeccHuoHaIbHBIX TpeOoBaHUU K mpodeccuu
JOKYMEHTOBE/IA U apXUBapHUyCa;

- MPOCIEIUTh OCHOBHBIE 3Tanbl (POPMHUPOBAHUS U CTPYKTYPY CUCTEMBI YIPABIICHUS
IIEPCOHAJIOM;

- 0XapaKTepu30BaTb HOPMATHUBHO-METOJMWYECKYIO 0a3y AJisi pacueTa HOPMATUBHBIX

nokasaresen KaJlpoBOi AeSITeIbHOCTH, pabOThl C KaJPOBBIMH IOKYMEHTAMU;

2. MECTO JUCIHAIIJIMHBI B CTPYKTYPE OIIOII BO
JlaHHas IUCHMIUIMHA  OTHOCHUTCA K MPodeCCHOHAIBPHOMY LMKy (BapHaTHBHAS
yacTh). M3ydeHue aucHMIUIMHBI CBsSI3aHO C «JlokyMeHTOBeaeHueM», «OpraHu3anued u
TEXHOJIOTUEH JOKYMEHTAIIMOHHOTO OO0EeCleueHHs yIpaBlieHUs», «l ocyaapCTBEHHBIMH,
MYHHUIUIIAIBHBIMA M BE€IOMCTBEHHBIMH apxuBaMu», «OpraHuszalnueil rocyJapCTBEHHBIX
yupexaeHuit Poccun»

3. TPEBOBAHMSI K PE3VJLTATAM OCBOEHUSI COJEPXKAHUS
T CTUTLIAHBI

[Ipouiecc wW3yuyeHUs AUCHUIUIMHBI HampaBieH Ha (HOpMUPOBAHHE BJIEMEHTOB
ciaenyromux komnereHd B cootBeTcTBUU ¢ PI'OC BO mno gaHHOMY HanpaBiICHHIO
MOJATOTOBKH (CIEIUATIBHOCTH):

0) npogeccuonanbubix (ITK)

[1K-1 CocraBnenue u opopmieHue yrnpaBieHYECKON JOKYMEHTAIINH;

[IK-2 Opranuzanus paboTbl C JOKYMEHTaMH B YCJIOBHUSX TPAJULHUOHHOTO U
AIIEKTPOHHOIO JJOKYMEHTO000pOTa;

B pPE3yJIbTaTC OCBOCHUA JUCHUIIINHBI 06yan01uHec>1 JOJIDKHBI:

3namep:

-KOHIICTIIINIO YIIPaBJIECHUS MEPCOHAIOM B PHIHOYHBIX YCIOBUSX;

-IPUHIATIBL ¥ METOJbI TOCTPOCHHUS CHUCTEMBI YIIPaBJIECHUS TIEPCOHAJIOM B
OpraHU3aIlNH;

-COJIep’)KaHWE OIEePAaTUBHOTO IUIaHA KaK OCHOBBI KaJIpOBOTO TUIAHUPOBAHUS B
OpraHU3aINH;

-CTIOCOOBI U CPEICTBA OPTaHU3AIMN HaiiMa U 0TOOpa MepCOHAa;



-npaBuiia 0hOpMIIEHUS TOKYMEHTOB MpH MpUEMe NepcoHasa Ha padoTy;

METOJUKY YIpaBJICHUS JEJIOBOM Kapbepoil U CiIy)XeOHO-pOQecCHOHATbHBIM

IMPOJABUKCHHUCM IICPCOHAJIA,

- OCHOBBI JIOKYMEHTHPOBAHHS TOCYAAPCTBEHHOM CIyX Obl B ILIEHTPAJIbHBIX U

MECTHBIX YUPEKICHUAX JTOPEBOIIOIUOHHON Poccnu;

- COBPEMEHHYIO0 3aKOHOJATEIbHYI0O M HOPMAaTUBHYIO PErJaMEHTalHI0 JIOKY-

MEHTHPOBaHUs PabOTHI C KaJpaMu;
Ymems:
-aHaJTM3UPOBATh YHCIEHHOCTD U JABIKCHUE TIEpPCOHAIA;
-IJIAaHUPOBATh OTPEOHOCTH B MEPCOHAJIE;
-OpraHu30BbIBATh MPOIlecC Habopa KaJapOB;
-IPOBOJIUTH O3HAKOMUTEIILHOE coOeceI0BaHNUE;
-0TOMpaTh MEPCOHAN HAa OCHOBE IOKYMEHTOB;
-OpraHu30BaTh aTTECTALMIO IEPCOHAIA;
-YIPAaBJIATh TEKYUYECThIO KaJIPOB;

-COCTaBJIATh U BCCTH JOKYMCHTAIIMIO IIO IICPCOHAIY PA3JIMYHBIX OpraHU3alMOHHO-

MPaBOBBIX (HOPM.
IIpuoOpecTH ONBIT JeSATEIHLHOCTH:
- paboTHI C KaJapamu;

4. CTPYKTYPA U COAEP KAHUE JUCHUIIJINHBI

4.1. CTpyKTYypa IMCHUTIIHHBI

OO6mr1ast Tpy1I0€MKOCTh TUCIUTIIIMHBI COCTABIISICT 8 3a4eTHBIX enuHUIIBI (288 daca).

Hns O30

Ne Paznen cemect | Henme Bunpl yueOHO# paboThI, BKITIOUast DOopMBI TEKYILEro

1/ P s CaMOCTOSTENIbHYIO Pa0OTy CTYJCHTOB U KOHTPOJIs

o Jvcuuninael ceme TPY/I0EMKOCTB (B H4acax) yCIIEBaEMOCTH

crpa ®opma
JEeKIUH npaktud. | CaMocCTosIT. NPOMEXKYTOUHOH
pabora aTTeCTallN
1. | Pasmen .1 6 1 1 20 ceMUuHap

Tema 1. Ynpasienue
MEPCOHAIOM KaK HayKa H
yaeOHasl TMCIHUILIMHA.

Tema 2. Cucrema 6 1 1 20
YIPaBJICHUS TIEPCOHATIOM
JAOYVY B opranuzaiuu.

3. | Tema 3. [Tepconan 6 1 1 20
OpraHHM3aliy U aHaJU3 ero
CTPYKTYPBHI.
4. | Pazneu 2. 6 1 1 20 CEMUHAp

Tema 4. HopmaTuBHast 6aza




yIpaBiIeHUsS MEPCOHATIOM
U KaJpOBOTO
JIEJIONPOU3BOJICTBA

Tema 5. [InanupoBanue
NoTpeOHOCTH B MIEPCOHANIE

JIOY

30

Paznean 3.
Tema 6. Opranuzanus
Habopa KaJIpoB.

20

Tema 7. Meroas! ot6opa
NepCcoHaIa.

20

TECT

Tema 8. MeToOb!I OlLIEHKHU
nepcoHasa

20

Paznen 4.

Tema 9. OcHOBHBIE
HPOLIECCHI EATEIEHOCTH
CITY’KOBI YIIPaBICHUS
HepCOHAIIOM

20

Tema 10. PazButue

10

nepcoHaia

10

Tema 11. Arrecramnusa

nepcoHaia

11

HIepCOHATY

Tema 12. JIOKyMeHTHI 11O 7 34

DK3aMeH

14

Bcero

6 10 254 18

Hroro

288

4.2. Temarnyeckmii ILUIAaH OCBOCHHS JHUCIHHILIMHBI

NAeSITeJIbHOCTH U BU/IbI CAMOCTOAITE/IbHOI (BHEAyIMTOPHOI) padoThI

o BHAAM Y4eOHOI

HaunmeHoBaHue Coaeprxanue yueOHOTo MaTepuaa Dopmu-
pa3aesioB U TeM (TemMbl, MepeYeHb PACKPbIBAEMbIX BOIIPOCOB): Oo0bem | pyemble
JICKIMH, MPAKTHYECKHe 3aHATHS (CEeMUHAaPBI), yacoB/ | komme-
UHIUBHIYAJIbHbIE 3aHATHS, CAMOCTOSAITE/IbHASA padoTa 3.e. TeHIUH
o0yyawuuxcsi, Kypcopasi pabora (1o Teme)
1 2 3 4
6-7 cemecTp
Paznea 1. OcHoBHBIE 33124 U QYHKIIMK YIPABICHUS EPCOHATIOM
Tema 1.1.. Jlekimn:  MecTto W 3HaYEHWE CIIYXKOBI  yIPABJICHHS 1 ITK-1
VYpasnenue NIEPCOHANIOM. 3HAUYMMOCTh JTOKYMEHTHPOBAHMS TPYAOBBIX I1K-2
MIEPCOHAJIIOM KakK OTHOLICHUA U COXpPAHEHUs JIOKyMEHTOB IO JIMYHOMY
HayKa U yueOHas cocTaBy. 3ajauyd U  NOpPEeaMET  HU3Y4YEeHHd  Kypca.
JUCLUIUIMHA. Pa3HOBHIHOCTH JOKYMEHTOB IO (YHKIMSAM M 3ahadam

YIPaBJICHUS KaApaMH: IEPCOHAIbHBIC, YUECTHBIE, IUNIAHOBBIE,




OTUYETHO-CTaTUCTUYECKHUE, OpraHHU3alOHHO-
pacnopsuTeIbHbIE

Jlexkmusa:  Cucrema ynpasieHus nepcoHaiom J[OY B
OpraHu3aIuu

[IpakTryeckue 3aHATHs (CEMUHAPHI):

Cemunapckoe 3anstue. KampoBoe, uH(popManmoHHoe,
TEXHHYECKOE W  MpaBoBO€  O0OECIEYeHHE  CHCTEMBI
yIpaBieHUs! IEPCOHATIOM

CamocrosTensHas pabora: M3ydenne yueOHOro MaTepuana

40

Pazgen 2. KagpoBas nmonutuka opranu3aiuu

Tema 2.1
HopmaruBHnas 6aza
yIIpaBICHUS
MIEPCOHAJIIOM H
KaJpOBOTO
JIeTIOTIPON3BOICTBA

Jlekuun: Konmekc 3akoHOB 0 Tpyne P® u KoMMeHTapuu K
HeMy, (enepanbubie  3akoHBl  «O0  mHpOpMauy,
MH(OPMALIMOHHBIX TEXHOJOTHUAX U O 3alIUTe UH(DOpMALIUNY,
«O mepcoHaNBHBIX JaHHBIX», «0O0 apxXuBHOM Jene B
Poccuiickoit @eneparuny». MHCTpyKIMS 0 OPSIAKE BEACHUS
TPYIOBBIX KHIDKEK Ha MPEINPUATUAX, B YUPEKACHUSIX U
opranmzanusax, IlepedeHb THUIOBBIX  YHpaBIEHYECKHX
JIOKYMEHTOB, OOpa3yIOImUXCsl B TpOIecce IesSTEIBHOCTH
roCy/1apCTBEHHBIX OpI'aHoB, OpraHoB MECTHOTO
CaMOYTIpaBJiEHUs M OpraHu3aluii, ¢ YyKa3aHUEM CpPOKOB
xpaHeHus. JIOKyMEeHTBI, perIaMeHTHPYIONINE AeSITebHOCTD
KaJ[pOBBIX CIYy’KO: TIONIO)KEHHWE O KaJpOBOW CIykKOe,
JOJKHOCTHBIE MHCTPYKIUU PAOOTHUKOB KaJIPOBOM CITY>KOBI.
NudopmaninoHHO-CIPABOYHBIE M MOUCKOBBIE  CHCTEMBI
I'"APAHT, KoncynperanT Ilroc.

IpakTtuyeckne 3aHATUS (cemuHapbl) COCTaBUTH KpaTKUi
CIIOBaph ~ TEPMHMHOB,  MCIIOJIB3YEMBIX B  KaJpOBOM
JEJIONPOU3BOJICTBE U APXUBHOM JIETIE.

40

CamocrodrenbHas pabora M3ydyenue yueOHOro MmaTepuana

ITK-1
I1K-2

Pa3zgen 3 PaGora ¢

KaJpaMu

Tema 3.1
Opranuzanus
Habopa KaapoB

Jlekiu: Opranuzanust Habopa KaapoB. JIOKYMEHTHI
KaJIpOBOI0  JCJIONPOM3BOACTBA.  EnuHBIN  MOpALOK
oopmienus TPYAOBBIX IIPABOOTHOLICHUN
(yHHQHULIMPOBAaHHBIE  CHCTEMBl NEPBUYHOH  y4eTHOU
JOKyMEHTaluu). Bubl KaApoBhIX TOKYMEHTOB (TPYAOBOM
JIOTOBOP, TPYAOBasi KHM)KKA M BKJIAJBIII K HEH, IPUKa3bl O
npuemMe, MEepeBO/e, YBOJIBHEHHM, MOOIIPEHUH, TIpaduk
OTIyCKOB U Jip.).Popmbl ydera. Perucrpauust kKagpoBbIX
pacloOpsAOUTENBHBIX JOKYMEHTOB B 3aBUCUMOCTH  OT
CPOKOB XpaHEHHS.

40

Henosast urpa «CTpyKkTypa KaapoBoil ciayxObsl Pa3zpaborka
IUIAHOB 10 KOHKPETHBIM MEpONpPHATUSAM B 00JIacTu
YIPaBJICHUS TIEPCOHATIOM»

CamocrosTenbHas pabora M3ydenue yueOGHOTO MaTepraia

IK-1
I1K-2

Pa3znea 4. JlokyMeHTHpPOBAHUE KAIPOBBIX MTPOIIECCOB




Tema 4.1. Jlexnmu: OCHOBHBIE KaJgpOBbIE JIOKYMEHTBI: TpPYAOBBIE IK-1
KOHTPAKThl (JOTOBOPHI), TPHKA3bl IO JUYHOMY COCTaBY, [1K-2
YHu¢umposaHHas TPYAOBBIE KHUXKKH, TNYHBIE KapTOuKH popmbl T-2, nmurieBbie
cucTeMa cueta mo 3apabotHoit muare. IlpaBunma odopmieHus u
AOKYMCHTALHMH 110 CHUCTEMAaTH3aINH KaJIPOBBIX IOKYMEHTOB.
TIHHOMY cOCTaBy IIpakTryeckue 3aHATUSA (ceMuHapbI) peuieHue 1
CUTYAIlMOHHBIX 3a/1a4 2
CocrapneHue JOKyMEHTOB O MEPCOHATY 40
CocTaBlieHHE U aHATIU3 IITATHOTO PAaCIUCAHUS
CamocrodrenbHas pabora M3ydyenue yueOHOro MmaTepuana
Pa3nen S OcHOBHBIE MTPOIIECCHI ACATEIHLHOCTH CITYKOBI YIIPaBICHUSI IIEPCOHATIOM
Tema 5.1. Jlekuuu: JIOKyMEHTHpPOBAHME TPYIOBBIX  OTHOIICHUH, ITK-1
Odopmienue BO3HHUKAIOIIMX MpU TMpHeMe Ha paboTy, TmepeBoae H I1K-2
TPYIOBBIX YBOJIbHEHUHW  pabOTHWKA: cocTaB W odopmicHHUe
OTHONICHUK(TIpreMa | TOKYMEHTOB. CoBmelienue U COBMECTHUTENBCTBO.
Ha pabory, OdopmiieHre 3aMelIeHnss OTCYTCTBYIOIIETO COTPYIHUKA.
nepesoa, Odopmnenne Ha paboty coBmecTuTens. V3MeHEHUs B
YBOJIbHEHUS, JOKYMEHTaX B  CBSI3M  CO  CMeHOW  (amMuium.
OTITYCKOB H T.1I.) JIOKYMEHTUPOBaHHUE OLICHKH JIEATEIHHOCTH PAOOTHUKOB.
[IpakTuyeckue 3aHATHUs (CEMUHAPHI):
pelIeHre CUTYAIMOHHBIX 3a/1a4 é
CemuHnapckoe 3anstue [loaroroBka, nepenoaroToBka u 20
MOBBIIIICHUE KBATH(PUKAIIUY TIEPCOHATIA.
VYnpaxkneHue «ATrectaius MOJOA0TO CIEINATNCTa»
Cemunapckoe 3ansitue IlpodeccuonanbHas u
OpraHM3alOHHAas aIanTalus NepcoHaIa.
CamocrodrenbHas pabora M3ydyenne yueOHOro MaTepuana
[IpakTryeckue 3aHATHs (CEMUHAPBHI): pEIICHUE
CUTYAIlMOHHBIX 3a/1a4
CamocrosTenbHas paboTa: M3yuenue yuebHOro matepuania
Tema 5.2. 1
JlokanbHbIE aKTHI, Jlekimn:  OpraHuzanvoHHble — JOKyMeHTHl  (YcTaB, IK-1
pernamentupytomue | IIpaBuna  BHyTpeHHEro - TpyZOBOIO  pacnopsjka, 74 I1K-2
KaJIPOBYIO KomnexktuBnslit  norosop, IlltatHoe  pacnucanue,
NEATENILHOCTD TpynoBoii morosop, llonoxkenuss o moapasaeneHUsIXx H
IPEATPUSTHS HATPABIICHUSIX NESITEIIbHOCTH, UHCTPYKITUH).
PacnopsimutenbHble  1OKyMeHTHl (KaapoBbie [Ipukassr).
HNudopmannonHO-ClIpaBOYHBIE TOKYMEHTHI (JIOKIaIHBIE U
0OBSICHUTENbHBIC 3aniCKH, AKTBI, CripaBKH, 3asBICHUSN).
IIpoTokou.
[TpakTuyeckue 3aHATH: PEIICHUE CUTYAIlMOHHBIX 3a/1a4
Pa3paboTka TOJKHOCTHON MHCTPYKITHI
CamocrogrenbHas pabora: M3ydyeHne yueOHOro Mmarepuasia
ITpumepHas TeMaTHKa KypcoBOil paboThI
CamocrosiTenpHas paboTa 00yJaronmxcsi HaJ KypcoBOi paboToi
Buna uroroBoro KoHTpoJIsi (3a4UeT, 3K3aMeH, Tu¢GhepeHITMPOBAHHBIN 3a4eT) Oxzamen
18




BCEIO: | 288 |

5. OBPA3OBATEJIBHBIE TEXHOJIOT'UHU

B coorBerctBun ¢ TtpeboBanmsmMu PI'OC BO 1o HampaBieHUIO ITOATOTOBKH
«JlOKyMEHTOBEIECHUE W APXHMBOBEACHUE» peah3alMsl KOMIIETEHTHOCTHOIO IMOJIXO0Aa
OpenycMaTpUBaeT I[IUPOKOE HCIOJIb30BaHHE B Yy4eOHOM TMpOIECCE AaKTUBHBIX U
MHTEPAKTUBHBIX (OPM MPOBENCHUS 3aHATUH.

CrpykTypa U colepKaHue Kypca NpPEANoJiaraloT aKTUBHYIO) HHTEJUICKTYyaIbHYI0 M
KOMMYHUKATUBHYIO J€ATEIbHOCTh CTYAEHTOB. Kypc BBICTpOEH TakMM 00pa3omM, 4TOObI
00ecreynTh pa3BUTHE COOTBETCTBYIOIIMX MNPOGECCHOHANBHBIX KaueCTB Yy CTYACHTOB.
Kypc nekuwmii, ceMHHapCKMe M MPAKTUYECKUE 3aHATHUS OTIMYAKOTCS YCTAHOBKOW Ha
CO37laHUE TMAPTHEPCKUX OTHOIICHHWA, YTO HAXOIUT OTPAKEHHE B METOJAaX OOYYCHHS.
[IpuoputeTHEIMU MeETOJaMU OOYYEHHS SIBISIIOTCS AKMUBHble MemoOvl, TAE TIaBHOE
BHUMAaHHE YEISIETCS MPAKTUIECKON 0TpaOOTKE 3HAHWUN, YMEHHUI 1 HABBIKOB.

Jlekyuonnvie 3ansamus MPEANOIATaIOT MPEABAPUTEIIBHYIO NOATOTOBKY, CBS3aHHYIO C
OCMBICIICHUEM 3asBICHHBIX MPOOJeM, W HE HCKIIOYAIOT JUAJIOTHYECKOTO OOIIEHUS
CTYAEHTOB C IIPEIOaBaATEIIEM.

Ha cemunapckux 3anamusx WCTONB3YIOTCS COBPEMEHHBICE METOABI OOydeHUS -
JIEJIOBbIE WUTPbl, MUHU-KOH(EPEHLINH, TUCKYCCHUHU, MO3BOJIAIONINE H30ekKaTh MAaCCUBHOIO
BOCHPUATUS HMHPOPMALlMU M MAKCUMAJIbHO HCIOJIb30BAaTh TBOPYECKUNA MOTEHIIHAI
CTYJIEHTOB.

6 OLEHOYHBIE CPEACTBA U1 TEKYIIEI'O KOHTPOJIA
YCIIEBAEMOCTHU U TIPOMEXKXKYTOYHOU ATTECTALIUN

6.1. KoHTpoJIb 0OCBOCHUS JUCUMUIIJINHbBI

KoHTponpe ocBOEHNS TUCHUIUIMHBI POU3BOAUTCSA B COOTBETCTBUHU € [lomokeHueM o
MMPOBEJCHUH TEKYIIETO KOHTPOJS YCHEBAEMOCTH M IMPOMEKYTOUHOM AaTTecTaluuu
ctyneatoB ®I'bOY BO «KpacHogapckuil TrocydapCTBEHHBIM HHCTUTYT KYJIBTYPBD».
[IporpaMmoil OUCHMIUIMHBL B LEJIAX MPOBEPKUM IMPOYHOCTH YCBOCHHUS MaTepualia
MpeycCMaTpuBaeTCsl MPOBEACHHUE Pa3IMUHbIX (POPM KOHTPOJIS.

Texywuti xKoHmpolb YCIEBAEMOCTH CTYACHTOB IO JUCUUIUIMHE IPOU3BOJUTCS B
cnenyromux Gpopmax:

- OLICHKM, BBICTaBIIEMBIE CTYyACHTAM Ha CEMHMHapax 3a OTBETbl Ha BONIPOCHI,
COJZIEpIKAIMECS B IJIAHAX CEMUHAPCKUX U NPAKTHYECKUX 3aAHATUU.

Pyb6eoicuvtii konmpons TpeaycMaTpUBaeT OIICGHKY 3HAaHWM, YMEHUHW W HaBBIKOB
CTYyIEHTOB IO NPOWJICHHOMY MaTepuajy IO JaHHOW AUCUUILIMHE HAa OCHOBE TEKYIIHUX
OLICHOK, TIOJIyYeHHbIX UMHU Ha 3aHATHUAX 3a BCe BUIBI paboT. B xo1e py0exHOro KOHTpoJIs
UCIIOJIB3YIOTCS CHEAYIOIIME METObI OLICHKN 3HAHUN:

e YCTHBIE OTBET;

¢ TMPAKTUYECKHE PAOOTHI;

Ilpomedrcymounwiii KoHmpoasb 1O PE3yJIbTaTaAM CEMECTPA MO NUCLUIUIMHE MPOXOINT B
dbopwme 3auéra (9K3aMeHa).



6.2. OeHo4YHbIE CPeICTBA

6.2.1. Ilpumepsnl TeCTOBBIX 3aIaHU (CUTYaLMi)

3aganmue 1.

Haiitu B nHpOpManmoHHO-cTipaBouHbIX MOMCKOBBIX cucteMax ['APAHT wimm KoncynbranT [1nroc
MHCTPYKLHUIO O MOPSAKE BEAECHUS TPYAOBBIX KHIKEK.

CocTaBUTh CXEMBbl JOKYMEHTHPOBAaHHUS CJIEIYIOIIMX OTHOIIEHWH: mpuemMa Ha paboTy, NepeBoa
pabOTHHKA Ha IPYTYIO TOJKHOCTD, YBOJILHEHUS! paOOTHHKA.

3aganue 2.

Haiitu B undopmarnmonHo-cipaBoyHbiX mouckoBbiX cucreMax ['APAHT wmm Koncymbrant Ilmoc
YHU(DUIIMPOBAHHYIO (OpMYy TpHKa3a MO JUYHOMY COCTaBY (O MPEAOCTABICHUH OYEPEIHOTO OTIYCKa),
yHU(PUIIIPOBAaHHYIO (OPMY KOMAHIUPOBOYHOTO yA0cTOBEpeHUsI. OPOPMUTE KaAPOBYIO TOKYMEHTAIIHIO.
3aganue 3.

3aperucTpupoBaTh IOATOTOBJIEHHBIE paHEE TOKYMEHTHI 110 JIMYHOMY COCTaBY B JKypHajlaX ydera.
3aganue 4.

[TpoBecTu 3KCTIEpPTU3Y LEHHOCTH JOKYMEHTOB IO OMHUCSIM JOKYMEHTOB, COOJIOast HOPSIOK BKIIOUEHUS
B ONHCHU JET JOKYMEHTOB C Pa3HBIMH CPOKAMU XPaHEHMs (IIOCTOSHHOTO XPaHEHMs, JOKYMEHTOB IO
JUYHOMY COCTaBY, CIIPAaBOYHOI'O 3HAYECHUS).

3aganue 5.

IToAroToBUTH OTBET Ha 3aIIPOC COLMAIBHO-IIPABOBOIO XapaKTepa B BUJIE apXUBHOM CIIPaBKH.

3aganue 6.

[ToaroroBbTe M 0GOpPMHUTE MPUKA3 MO IMYHOMY COCTaBY O IpHEMe Ha padoTy.

3aganue 7.

3anosHuTe TMYHYIO KapTOuKy ¢popmbl T-2.

3aganue 8.

CocrtaBbTe TOBEpPEHHOCTH Ha MOIy4YEHHUE 3apaO0THOM IJIaThI.

3aganue 9.

3anonuuTe HopMy TPYAOBOM KHUKKH (TUTYJIBHBIN JTHUCT U pa3aen «CBeaeHus o padbore»).

3aganue 10.

CocraBbTe pe3rome, IPENOCTABIAEMOE PU TPYA0YCTPONUCTBE.

6.2.2. KoHTpoabHBIE BONPOCHI 1JIsI MPOBEACHHUA TEKYILEro KOHTPOJIsI
- KOHTPOJIbHBIN [TMCBMEHHBII OITPOC Ne 1
1 BapuanT
Jaiite onpeneneHue NoHATUIO "YIpaBieHue nepcoHanom".
Onpenenure MECTO AUCUMILIMHEL Y TIpaBIeHUS IEPCOHATIOM' B CHCTEME COBPEMEHHBIX HayK.
Jlaiite onpesenenue NOHATUAM ITpodeccuoHanbHas U METOAMYECKas KOMIETEHTHOCTb.
B kakux nqoxkymeHTax orpejesieHbl IpaBuiia yyeTa nepcoHana?
Kakumu npuunHamMu Mo>xkeT ObITh 00YCIIOBJIEHO BBIOBITHE MTEPCOHANA U3 OpraHUu3alun’?
PackpoiiTe, 4To c000ii MpeacTaBIsSeT CTPYKTypa MepcoHaia U KaKOBbI €€ pa3HOBUIHOCTH.
Uro 03HaualoT Takue NOHATHS, Kak podeccus, CHeHalIbHOCTb, KBATU(pUKAIH?
Yro Takoe cuctema ynpaBieHHUs IEPCOHANIOM?
Uto Takoe KoHIENUHUs ynpaBieHua? KakoBbl €€ 1[eJ1 U COCTaBHBIE YacTH?
0. Kakue npuHIMIIBI HEOOXOUMO YUUTHIBATH MPU PA3BUTHH CUCTEMBI YIIPABICHUS TIEPCOHATIOM?
2 BapHMaHT
1. Yo sBnsercs npeameroM "YipasieHue nepcoHaiom"?
2. JlaiiTe XapakTEepUCTUKY CTPYKTYpE 3HAHUN HAYKH YIIPABJICHUS MEPCOHAIOM U MOKAXKHUTE €€
MPAKTUYECKYIO0 3HAYUMOCTb.
3. JlaiiTe onpeaesieHue MOHATHSIM COLUANIbHAS U BPEMEHHAs! KOMIIETEHTHOCTb.
4. OOBsICHUTE, YTO TAKOE HOPMATHBHAsI, CIIMCOYHAS M BOYHASl YHCIEHHOCTh MIEPCOHAIA.

e S A O e
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Urto Takoe 000pOT MmepcoHaa U 4eM OH 00yCIIOBJIEH?

C moMoIIpI0 KaKuX MoKa3aTelield MOKHO OXapaKTepU30BaTh JABIKEHUE TIepcoHasa’?
Ha3zoBuTe kakue CymecTBYIOT KaTerOpuH MepCOHaNIa M TATe UM XapaKTePUCTHUKY.
Ha3zoBute cocTaB MojCUCTeM CUCTEMBI YIIPABJICHUS MIEPCOHAIIOM U UX OCHOBHBIE (DYHKITUH.
Ha3zoBuTe NpUHIUIIBI YIIPABICHUS IEPCOHATIOM.

. Kakue npuHIMnIb He00X0AMMO YUUTHIBAThH MPU (POPMUPOBAHUY CUCTEMBI YIIPABJICHUS TIEPCOHATIOM?

KOHTPOJ/IbHBIH ITHCbMEHHBIH OITPOC Me 2.
1 BapuanT
Ha3oBute nienu kaapoBoy NOJIUTHUKH.
Kakumu ¢pakropamu onpenensrcs KaapoBas NOJUTHKA OpraHU3aluu?
Ha3oBute THIIBI KaAPOBOM MOJUTUKH.
Kaxue BOIpocs! pemaer kaIpoBoe INIAHUPOBAHNE U KaK OHO CBA3aHO C IUNIAHUPOBAaHUEM

CATCIIBHOCTU OpraHu3aliu B L[G.HOM‘.7

C moOMOIIBIO KaKUX METOJ] OCYIIECTBISIETCS KapOBOE IUTaHUPOBaHUE?

Kakue (akTopsl BIUSIOT Ha TOTPEOHOCTH OPraHU3aIlH B IIepcoHase?

Ha kakux nmpuHIMIaX OCHOBBIBAETCS 0TOOP KaapoB?

Yro Takoe KaJpoBoe coOeceIOBaHNE M KaK OHO POBOJUTCA?

KakoBbI 10CTOMHCTBA M HEJOCTATKN IMHUCBMEHHBIX METO/IOB OTOOPA MPETEHACHTOR?

. Jaiite onpenenenue TepMuHy "TeCT" U EPEUNUCIUTE €TO BUJIBI.

2BapHMaHT
JlaiiTe onpeneneHue NOHATHIO KaapoBas IIOJIUTHKA.
B kakux 1okyMeHTax Aekjiapupyercs U GUKCUPYeTCcsl KaapoBas NOJUTHKA?
IlepeunciiuTe OCHOBHBIE HAIIPABJICHUS KaIPOBOU ITOJIUTUKU.
[lepeuncnure 3Tanbl NOCTPOCHUS KaAPOBOU MOJUTUKH.
Kaxue npuHIune! jgexaTt B OCHOBE KaJpOBOTO MJIAHUPOBAaHUs?
Kakumu MetogamMu oCynieCcTBIIETCS IPUBIICYCHUE KaIPOB, B YEM MX JOCTOMHCTBA U HENOCTATKHU?
UYro Takoe mpogeccruorpamMma 1 JUIsi 4ero OHa Hy>KHa.
Ilepeuncaure 3tanel 0T60pa Kapos.
Ha3zoBute BuaBI KaIpOBBIX cOOEce0BaHUI.

. [lepeuncnure Kakue CymecTBYIOT BUAbI aHKET.

KOHTPOJIBHBIH ITHCbMEHHBIH OITPOC Mo 3.
1 BapuanT
Urto coboli mpeACTaBIsIET MPOIECC OIICHKU KaJapOB?
[Tepeuncnure ¢ TOMOIIBIO KAKMX METOJIOB IMPOBOJUTCS KaAPOBOE codece0BaHuUE.
UTto Takoe BBeCHHUE B JOHKHOCTh M KaK OPTaHU30BaH 3TOT poiiecc?
[lepeuncnnte OCHOBHBIE HANIPaBICHUS MPOPECCUOHATHLHOTO 00YUECHHUS U MOBBIICHUS KBATH(PHUKAIIUN

MepcoHaa.

A

=0 X W

HazoBute ocHoBHBIE (pOpMBI 00yueHUSI HOBBIX pAOOTHUKOB Ha MPOU3BOJICTBE.
[epeuncnure ocHOBHBIE (POPMBI TPEHUHTA.

JlaiiTe onpeieieHre MOHATHIO aTTECTALUs U IEPEUUCIUTE €€ OCHOBHBIC BUJIBI.
HazoBure 1ienu aenoBoit Kapbephl A1l pa3InyHbIX JTIOACH.

Kakwue stamns! Bkirodaer B cedst kapbepa?

. [lepeuncnure NMpUYMHBI PACTOPKEHUS TPYIOBOTO TOTOBOPA IO MHUIIUATUBE aIMUHUCTPALIUH.

2 BapuaHT
KakoBbI 0cCHOBHBIE 00BEKTHI TTPOIIECcCa OIEHKH KaapoB?
Jlnist uero Hy)KHa aJlanTaiys KaJpoB U Kakue ee pOpMbI CYILIECTBYIOT?
[Toyemy BO3HUKAIOT CTPECCHI M KaKUM 00pa3oM HX MPEO0JIEBAOT?
Yro Takoe pa3BUTHE MIEPCOHATA U JJIS UEeT0 OHO HE00X0auMo?
[lepeuncnure hopMbl TONOTHUTENBHOM MOATOTOBKH IEPCOHAJA.
HazoBute Buabl 00yueHUs A PYKOBOASIIUX PAOOTHUKOB U CIICIIUATICTOB.
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1.
2.
3.

Kakum nokymMeHTOM ciieyeT pyKOBOACTBOBATHCS MPH MPOBEIECHUH aTTECTAlUU B OPTaHU3alIHH.
Urto Takoe JenoBasi Kapbepa U KaKOBbI €€ pa3HOBUIHOCTH?
UTto Takoe ropu3OHTaNIbHAS Kapbepa U Kakue ee (OpMbI CYIIEeCTBYIOT?

. Kakumu meTogamu ocymiecTBiIsieTCs: aHaIu3 U KOHTPOJIb TEKY4eCTH KaJpoB?

6.2.3. TemaTuka 3cce, pepepaToB, npe3eHTAN I
AHanu3 ¥ ONTUMU3ALNS TPYAOBBIX IIPOLIECCOB B CUCTEME YIPABICHUS
AHanM3 YMCIEHHOCTH | JIBHXKCHHS TIepcoHasa (Ha mpuMepe ... )
BuyTpudupMmeHHbIil mabnuk puaeHInH3 B CUCTEME YIIPaBICHUS IIEPCOHATIOM
Jlenonpon3BOACTBO B KaJIPOBOM ciTyk0e
JIOKyMEHTBI 110 IIEPCOHAILY
Nudopmanimonnoe odecrieueHre yrnpaBieHUs IIEPCOHATIOM
WudopmanoHHbIe TEXHOJIOTUH B KaJIpOBOM MEHEKMEHTE
Hcnonbs3oBanne KOMIBIOTEPOB B PabOTE C KaApPOBOU JOKYMEHTAITUEH
KanpoBoe miannpoBanue B Opranu3aluu

. Kapbepa n MoTHBanus COTpyJHUKOB OpraHU3aluN

. Merononornyeckre OCHOBBI YIIpaBJICHUs IEPCOHAIOM OpraHU3aIU

. MeTroasl ynpaBlIeHHs IEPCOHATIOM

. ObBecnieueHne COOTBETCTBHUS IEPCOHANA 3a]]auaM OpraHu3aluu

. Onpenenenue TpeOOBaHMI K EPCOHATY TP MPOSKTUPOBAHUHN CUCTEMbI YIIPABIICHUSI OpraHU3aIie
. OpranuzanuonHbie (OPMBI YIPABIEHYECKIX KOHTAKTOB

. Opranuzanus u yciaoBus TpyJa cekperaps-pedepeHra

. Opranuzanus nporecca 0T6opa Kaapos

. Opranuzanus paboThl ¢ IEPCOHATIOM

. Opranuzanus Tpyaa pyKoBOJUTENCH U pacipeneicHne 00si3aHHoCTeH

. OT60p nepcoHana u yrnpapjieHHe YEIOBEYECKUMU PECYpCcaMy OpraHU3aIul
. [lepcniekTUBBI pa3BUTHUSL PEKPYTUHTOBOTO PbIHKA

. [Touck u 0TOOp MepcoHana: UCTOPUS U COBPEMEHHOCTh

. [lonuTuka omatel TpyAa B CUCTEME YIPABICHUS TIEPCOHATIOM

. [IpaBoBO€ oOecnieueHre yrnpaBiaeHHsl IEPCOHATIOM

. IlpuBneuenne u Habop KaxpoB uepe3 MHTepHET

. [IpoheccuonanbHplif 0OTOOP KapOB U ITUUECKHE HOPMBI €T0 MTPOBEICHUS

. CucreMa NOBBITIICHUS KBATH(DUKAIIIHN U TICUXOJIOTHYECKAasl IEPECTPOKa KaapoB
. CriocoObl BO3HArpaXkKJIeHHs epcoHana

. TexHosoruu ynpasjieHus: IEPCOHATIOM

. YipaBieHue 1eJ10BOM Kapbepoil B OpraHu3aluu

. YIipaBieHue nNepcoHagIoM B KPU3UCHOU CUTYaIluu

. YrpaBnenue npodecCHoHAIbHONW OpPUEHTAIMEH U aanTaluel mepcoHana

. YipaBieHue nepcoHajoM B MajioM OH3Hece

6.2.4. Bonpocel K 3a4eTy 1O AUCHUIIIMHE

6.2.5. Boripochl K 3k3aMeHy 0 JUCHHUIJIMHE
[Ipenmet u MmecTo «YIpaBieHHs IEPCOHATIOM» B CUCTEME HaYK.
CtpykTypa 3HaHUH HayKu «YTIpaBICHUE IIEPCOHATIOM) U €€ MPAKTUIECKasi 3HaYUMOCTb.
«YTpaBieHrne IEPCOHATIOM» KaK yuyeOHasi TUCIUILINHA, OHATHE MPOodecCHOHaIbHON, COLUAIbHOM,

METOANYECKON U BPEMEHHOU KOMIIETEHTHOCTH.

4.
5
6.
7

N3yuenue «YnpasieHus nepcoHaiom» B Poccum.
«Y1paBiieHHE NTEPCOHAIIOM) B UCTOPUUECKON MEPCIIEKTHUBE.
UucneHHOCTh MEpCoHaA.

JIBr>KeHUE TepcoHalla U €ro aHaju3.
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10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.

Kareropuu nepconana.
Crpykrypa nepcoHnana.
CucreMa ynpaBlIeHUS IEPCOHATIOM.
Cny»0bl IEpcOHaNIa ¥ OCHOBHBIC HATIPABIICHUS UX JEATEIILHOCTH.
CoBpeMeHHbIe (YHKIIMH CITYKO TTepcoHaia.
Meroabl ynpaBlieHHs IEPCOHATIOM.
OyHKIMHM MEHEDKepa 10 TepCoHaly.
Kanposas nmonurtuxa.
Tunbl KaaApOBOW MOJUTUKH.
DTanbl NOCTPOEHUS KaIPOBOU MOJUTUKH.
YcnoBus pazpaboTKH KaapOBOW MOJTUTHKH.
KanpoBoe miiannpoBanue nepcoHaia.
MeTob1 IIaHUPOBAHUS TIEpCOHANIA.
Buel miianos o nepconany.
[IpuBnedenue nepcoHana.
OcHoBBI 0TOOpa MepcoHaa.
[Ipouecc orbopa nepconana.
[IpuBneyenune KkaapoB Ha OCHOBE JOTOBOPOB I'PAKIAHCKO-IIPABOBOTO XapaKTepa.
BBenenue B JOKHOCTB U €r0 (YOPMBI.
OcobeHHOCTH alanTalyy epcoHaIa.
Mertoas! 0TOOpa mepcoHana.
[loHsiTHe ¥ OCHOBHBIE TEHJICHLIUU PA3BUTHS IIEPCOHATIA.
Opranm3anus npopecCuOHATBHOTO 00yUEHHUS.
@OopMBI IOMTOTHUTEIBHON MOATOTOBKH MIEPCOHAIIA.
[ToBrIIeHNE TPOPECCUOHANTBHOIO MAaCTEPCTBA MEHEIKEPOB.
Opranuzanus npoiecca arTecTaiu.
OneHka NOTYMHEHHBIX PYKOBOAUTEIEM.
35. IloHsATHE U LIETH 1E€T0BOM Kapbephl.
36. DTanbl Kapbephl U €€ MIIaHUPOBAHUE
37. T'opu3oHTalIbHAS Kapbepa.
38. PaboTa ¢ KapOBBIM PE3EPBOM.
39. TexkydecTb KaipoB U IIyTH YIPABIEHUS €1O.
40. CriocoObI BBICBOOOXKICHHS TIEpCOHAIA.
41. Opranu3zanus npouecca yBoJIbHEHUS.
42. JIOKyMEHTBI, CBI3aHHBIE C 3aKJIIOYEHUEM M ITPEKPALIEHUEM TPYIOBOTO 10rOBOPA.
43. JIokyMEHTBI IO yYETY KaJpOB.
44. JIOoKyMEHTHI 110 TPYAY U 3apaboTHOH miate.
45. JIoKyMEHTBI, periIaMEHTUPYIOLIHUE EATEIbHOCTD IEPCOHAIIA.
46. JIoKyMEHTBI, OTpaKarole BHYTPEHHUE OTHOIIEHUS.

6.2.6. IlpumepHasi TeMaTHKa KyPCOBBIX PA0OT (eciu npedycmomperno).

7. YYEBHO-METO/JINYECKOE n NHPOPMAIIMOHHOE

OBECIIEYEHME JUCIUIIJIMHBI (MOYJIS)

7.1. OcHOBHas JMTEpaTypa

1. Macnosa, B.M. Vnpasnenune nepconanom [Tekct] : yued. mis OakamaBpos: [rpud YMO] / B. M.
Macrnoga. - 2-e u3f., nepepad. u gom. - M. : FOpaiit, 2013. - 492 c. - (bakanaBp. ba3osrrit kypc). - ISBN
978-5-9916-2394-0.
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Kysnenona, T.B  KangpoBoe nenonpousBojctBo [Tekcr]| : TpaJuLUHUOHHBIE U aBTOMATHU3UPOBAHHBIC
TexHosoruu: y4ue6. mis By3oB: [rpud YMO] / T. B. Ky3nenona. - M. : UJI MOU, 2011. - 344 c. : un. -
ISBN 978-5-383-00624-5

. KubanoB, A.SI. OcHoBbl ympasnenust nepconanom [Texcr] : yue0. / A. 5. Kubanos. - 2-e u3n.,
nepepad. u gor. - M. : UTHOPA-M, 2012. - 446 c. - ISBN 978-5-16-005112-3.

beikoBa, T.A. JlokymeHTanmoHHoe obecrieueHue ympasieHus (naemornpoun3BoactBo) [Tekcr] : yueO.
nocobue / T. A. beikoBa, Ky3uenona, T.B., Cankuna, JI.B. ; mox o6mr. pea. T.B. Ky3nenonoii . - 2-e u3sn.,
niepepad. u gor. - M. : UHOPA-M, 2013. - 304 c. - (Briciiee obpazoBanue: bakamaspuar). - ISBN 978-5-
16-004805-5

. bapnaes, D.A. [lokymenroBenenue [Tekcr] : yuebnuk / 3. A. bapaaes. - M. : Akagemus, 2013. - 333
c. - (bakanaBpwuar). - ISBN 978-5-7695-8492-3 (U3n-Bo "Akagemus'")

[ToxuukoBa, H. M.Ilpaktukym no npeamery "J[oKyMeHTBI, KOPPECIIOHJACHIIUS U JEIOMPOU3BOICTBO"
[Teker] : yue6. mocobue / H. M. Tloxuukosa. - M. : Akagemus, 2015. - 188 c. - ISBN 978-5-4468-2398-

3unoBbeBa, H.b. Opranuzamus 1 MeToiuka paboThl ¢ JOKYMEHTaMH B YUPEXJIECHUSIX KynbTypsl [Tekcr]
: yaeobno-meroa. nocodbue / H. b. 3unoBseBa. - Kpacnomap : KI'UK, 2016. - 184 c.

7.2. JlonoJIHUTEIbHASA JIUTEPATypa
1. Ans6pext b.B. HopmaTtuBHO-IIpaBOBbIE M OpraHU3allMOHHO-METOIUUYECKHE BOIIPOCH OPTaHU3aINH
paboTHI C TOKYMEHTaMH 1o JudHoMy coctaBy / b.B. Ans0pext// Cexperapckoe nemno. -2004. -Nol.
2. Aptu3oBA.H. CoxpaHeHue 1 UCII0Ib30BaHUE JJOKYMEHTOB I10 JIMYHOMY COCTaBY: MPOIJIOE,
Hacrosiee, Oyaymee/ A.H. Aptuzos, C./]. Mskymes // OteuectBeHHble apxuBsbl. -2005. -No 4.
3. JlymaukoB A.M. 3anmra nepcoHaIbHBIX JaHHBIX pabdoTHHKa/ A.M. JlymHukos// Jlenonpoun3BoacTBo.
-2009. -No4. -C.43-48.
4. Mutpodanosa B.B. Odopmisiem kanpoBbie JokyMeHTbI: HacTonbpHas kHura-npaktuka./ B.B.
Murpodanona. -2-e¢ u3a. -M., 2009.
5.Hogeimmii cipaBounuk kagposuka. 2008. - M., 2008.
6.Cankunall.B. CripaBouHuK 110 KagpoBoMy nenonpon3BoactBy./ JI.B. Cankuna -4-e uzn. -M., 2006.
7.CmonbsiHuHOBa M. OTBETCTBEHHOCTH 32 HENPABUIBHOE BEJCHUE, XPAHEHHUE, YUET U BbIJAUy TPYAOBBIX

kHkeK / M.O. CMmonbsiHnHOBa// Jenonmpon3BoICTBO U JOKYMEHTOO00pOT Ha npeanpustuu. -2010. -No9.
-C. 64-76.

7.3.1lepuoanyeckue U3TaHUS
1. lenonpou3BoACTBO
Jleonpon3BOACTBO M JOKYMEHTOOOOPOT Ha MPEAIPHUITHI
VYipasieHue epcoHaIoM
7.4. UnTepHeT-pecypchbl
http://www.termika.ru/

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

7.5. MeToauyecKkue yKa3aHusl M MaTepHaJIbI 10 BUAAM 3aHATHH
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JIs TOATOTOBKHU K 3aHSTHSIM PEKOMEHIYeM HCIIOJb30BaTh JJEKTPOHHYIO 0a3y
JAQHHBIX 1O JOKYMEHTOBEJACHUI0O M JOKYMEHTOBEIUECKHM WCCJICIOBAHMUIM, KOTOpas
COJICPKUT METOJNYECKUE MAaTepUajbl MO TMOATOTOBKE K CEMHHAPCKUM, MPAKTUYECKUAM
3aHATHSAM, 3a4€Ty, pa3pabOTKe TIIoccapus, MOJATOTOBKE BUACOMPE3CHTAINH, BHITIOJTHEHUIO
IpYTUX 3aJaHuil B paMKaxX CaMOCTOATEIHHOM paboThl. A TakkKe  DIEKTPOHHBIC
SHIUKIIONIEANH TI0 JCIIOMPOU3BOICTBY U APXUBOBEICHHUIO
Jlist camocToATEeNbHOM PabOThl, TOJATOTOBKE MPAKTUYECKUX (CEMUHAPCKUX) 3aHATHM,
MOJATOTOBKE K TECTOBBIM HCIBITAHMSAM, a TaKXKe JJId HalMcaHus 3cce, pedepaTos,
Hay4YHBIX JIOKJIaJIOB PEKOMEHAYETCS CIEeAYIOIIee:

JInsi TONTOTOBKM K TEPEYMCIICHHBIM BHJAaM paldOT MPEayCMOTPEHBI 3ajaHus,
Pa3BUBAIOIINE HABBIKM CaMOCTOSTEIbHOTO aHajdW3a M OCMBICIICHHS IPEIIOKCHHBIX
mpobdiaeM wu TeMm. JlIS OCBOGHHMSI TPEMIOKCHHBIX TEM, CTYyACHTaM HEO0OXOIMMO
03HAKOMHTHCSI C TIPESIOKCHHOW JIUTEpaTypoil, BBIOpAaTh HEOOXOIUMBIC HCTOYHUKH,
COCTaBUThH IUJIAaH TMpejacTosmeid padotel. Jlyig pedepupoBaHus HCTOYHUKOB CTYICHTY
HEOOXOJAMMO O3HAKOMHUTHCA C TEKCTOM, CJeiaTh HEOOXOAMMbIC BBIMUCKH, IUTATHI,
COOTBETCTBYIOIIME TJIABHOM mMpoOJieMe WCCIeAOBaHUs, CKOMIIOHOBATh 3TU IIUTATHI,
MpolymMaTh WX, HW3JIOKUTh COOCTBEHHOE BHJICHHE CBOMMH CJIOBaMH, HAMETHUTh
HEOOXOJIUMBIC CBS3KH U CTPYKTYPY OyayIiero Tekcra. PedepupoBanue nmepBoMCTOUHUKOB
MIPEANOIaraeT CaMOCTOSITEIbHbIE HABBIKA U3YYEHHUS! TEKCTa, M3JI0KEHUE TPEITI0KEHHbBIX
TOYEK 3pEHUs, MepecKas3, aHaIu3 MPOOJEMHBIX BOIPOCOB, BBIJICJICHUE TJIABHBIX HAYUHBIX
mo3unuii aBTopoB. Jlyisi BeIMoNHEeHUs pedepara HEOOXOOUMO HAYMHATHL C OOOCHOBAaHHMS
BBIOOpA TEMBI, 3aT€M MPUBECTH NIEPEUCHD KITIOYEBBIX TOHITHHN CoepKaHus, TIaH PaboThI
(0 yeM paboTa, Kakue BOTIPOCHI BKIIFOUCHBI), 3aTeM NEPEXOAUTH K (DOPMYITHPOBKE TE3UCOB,
MIPEACTABISIIONINX KpPaTKOE COJAEp)aHWE KaKIOro BoIpoca Tembl. Jlamee, mpuBomATCS
CTPYKTYPHUPOBAHHBIC TE3UChI (OCHOBHBIC TPYNIBI TE3UCOB IO pasaeiaM padoThI).
CrpynmupoBaB Te3UChI (OCHOBHBIE MBICIH), YCTAaHOBHB MEXIy HHUMH OCHOBHBIC U
COTIOJYMHEHHBIE CBSI3H, COCTABUTH JIOTUYECKYIO MOJIETh CoAepKaHus padoThl (pedeparta).
Bo3MoxHO nepBoHaYaIbHO MOCTPOUTH MOJIENb COAECpKaHUs PabOThl U OCHOBHBIX OJIOKOB
(MBICHTEH), a 3aTeM KaXIbli TE3WCHBIM OJIOK HAIOJIHUTh CTPYKTYPHBIM KpaTKUM
CoJIep)KaHMEeM. DTO TIO3BOJIUT B JAJbHEUIIIEM pacKpbiBaTh padoTy, €€ cojaep)KaHHe C
Pa3HOM CTENEHbIO OAPOOHOCTH.

7.6. IlporpamMHoOe 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'apanTt
5

Koncynbrant +
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8. MATEPUAJIBHO-TEXHUYECKOE OBECIHHEYEHUE JUCHUIIJIMHBI
MOAVYJIs)
TpedoBanuss K MUHUMAJIbHOMY MATEPHAJIbHO-TEXHMYECKOMY 00ecrie4YeHU 0
Peanuzamuss mnporpamMMmbl TUCHUIUIMHBI TpeOyeT Haiuyus Y4eOHOro KaOuHeTa
«/lokymeHTalmoOHHOE 00eCIIeYeHNE YyIPABICHU.
[Ipu ocBOeHUYM AMCUUILIMHBI PEKOMEHAYIOTCS JocTyn B HTEpHET, KOMITbIOTEPHBIN KJlacc
I IPOBEJICHUS IPAKTUUECKUX 3aHATHIA.
O0opynoBanue y4eOHOro Ka0uHeTa:
1. IlocamouHble MecTa O KOJIMYECTBY OOYUArOIIMXCS.
2. Pabouee MecTo nmpenogaBaTels.
3.  MarnurtHas nocka.
4.  Habop Tabnui, cxem, HaTrJISAHBIX TTOCOOMIA.
5. HopmaTtuBHO-IIpaBOBbIE AKTHI.
Texnuyeckue cpeacTBa 00y4eHus :
1.IlepconanbpHble KOMIBIOTEPHI C JIMIEH3UOHHBIM MNPOTPAMMHBIM OOECHEYEHHEM H
MH(OPMALMOHHBIMU CIIPABOYHO-IIPABOBBIMU CHCTEMAaMHU.
2.Ilepudepuiinple yCTpOICTBA: MYJIBTUMEIUIHBIA MPOEKTOP, MPHUHTEPHI, CKAHEPHI,
BHEUTHHE HAKOIUTEIN HA MATHUTHBIX U ONTHYECKHUX JHCKaX.
3.CpenctBa 60bIION U MaJION OPraHU3alIMOHHON TEXHUKU: HIpeep, OpOoIIopoBaIbHas
MaIIlHAa, KAPTOTEYHOE 000PYI0BaHKE, JAMHUHATOP, CTEIUIEP, ABIPOKOJI, HyMepaTop, pe3ax,
OCHACTKa JUIs [1e4aTH U APYrue KaHUEIPCKUE IPUHAIIEKHOCTH, PACXOAHbBIE MATEPHAJIbI.

Ilpunoscenue 2

JlonoiHeHus 1 U3MEHEeHN s
K pa0oueii nporpamMme y4e0HOM TMCUUIIIIMHBI (MOTYJIA)

Ha 20 -20_ y4.ron
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B pabouyto mporpammy y4eOHOM TUCITUTIIIMHBI BHOCATCS CIICTYIOIINE H3MECHCHUS

5

.
5

JlomoTHeHUsT 1 U3MEHEHUS K paboueil MporpaMMe pacCMOTPEHBI M PEKOMEHIOBAHbI
Ha 3acenanuu Kadeapbl

(HaMMeHOBaHME)
[IpoTokoi Ne OT«__ » 20 T
Ucnomuurens(n):
/ / /
(IOMKHOCTB) (momck) (®.1.0.) (mata)
/ / /
(TOMKHOCTB) (moxmuce) (®.1.0.) (mata)

3aBenytronuii kadenpoit
/ / /

(nanmeHoBaHue Kadeapsr) (moamucek) (©.11.0.) (mara)
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