





PABOYAS ITPOI'PAMMA JUCIIAII/INHBI
JOKYMEHTAIIMOHHOE OBECITEYEHUME YITPAB/IEHUVS ITEPCOHAJIOM

Paspensl paboyeii mporpaMmsI

1. HEJIN OCBOEHUSA JNCHUITIINMHBI

2. MECTO INCLHUIIIIMHBI B CTPYKTYPE OOII BO

3. CTPYKTYPA 1 COOEPXXAHWE NUCLIAITJINHBI

4. ®OPMbBI KOHTPOJIA OCBOEHUMA ANUCLIUITIMHBI

5. YYEBHO-METOIMYECKOE 1 UTHOOPMAILIMOHHOE OBECITEYEHUWE OVCLUITIIHBI
6. MATEPUAJIBHO-TEXHMUYECKOE OBECITEUEHWE OVUCHUITJIMHBI

ITpusoxeHusi K padouyeii mporpaMme JUCIMILUIHHBI

o Tlpunoxkenue 1. AHHOTaLMsI paboueli IpOrpaMMbl
¢ TIpunoxenue 2. TeXHOTOTUU U GOPMBI 00yUeHUSA
o [Ipunoxenue 3. OHABI OLIEHOUHBIX CPEJCTB



1. OE/IM OCBOEHUSA JUCILUIIVIMHbBI

Lenbto 0CcBOEHUS AUCLUILIVHEI SIB/IsieTCst (POPMUPOBAHUE CIeAYIOIMX KOMITeTeHLUI:

IICK-1.1 — crocoOHOCTh BeCTU OPraHM3al[MOHHYH) U PACMOPSAUTENbHYIO JTOKYMEHTALUIO TI0 TIepPCOHAITY,
a/IMUHUCTPUPOBATh TPOLIECCHI U IOKyMeHTO000pOT 00ecrieueHyst IepCOHAIOM

OIIK-2 — criocoGHOCTh TIPUMEHSITh KOMIUIEKCHBIM TOAX0J K COOpy AaHHBIX, TPOJBHHYTBbIE METOABI MX
06paboTKu 1 aHanM3a Mpy pelleHU! yrpaBleHuecKUxX U UCCefoBaTebCKUX 3aau
OTIK-5 — crnoco6HOCTh HCIMO/Mb30BaTh COBPEMEHHbIE WH(OpPMAI[MOHHbIE TEXHOJOTHM U TIPOrPaMMHbIE

CpeacCTBa IpU pereHnumn HpOCl)ECCI/IOHaJ'H:H]:IX 3aaa4

®OpMUPOBAHHIO KOMITETEHI[HI C/TY)KUT AOCTIKEHUE C/IeYIONUX pe3y/IbTaToB 00pa3oBaHus:
IICK-1.1

3HAHUSA:

MeTofil COOpa, aHanM3a M CTPYKTyphl HH(OpMad 06 0COOEHHOCTSX phIHKA TPyJa, BK/IOYast
TIPe/IJIOKEHUS OT MPOBA/IepOB YCYT M0 MOKMCKY, TIPUBJIEUEHHI0, TT0A00PY U 0TOOpY MepcoHaa.;

YMeHUsi:

T10/Tb30BaThCsl TIOMCKOBBIMM CUCTEMaMH ¥ MH(OPMAaI[MOHHBLIMU peCypCcaMu /il MOHUTOPUHTA pbIHKA
TPy/ia, TPXXJAHCKOTO 1 TPYAOBOTO 3aKOHO/aTe/ibcTBa Poccutickor denepaiuy;

HAebIKU:

MeToflaMi pa3pabOTKH M peanu3aliid MapKeTHHIOBBIX MPOrPaMM B YIPaB/IEHWU I1EPCOHAIOM,
METO/IaMU aHa/Ii3a IKOHOMHUECKOH U COL[HaIbHOM 3B (eKTUBHOCTH

JiesTe/IbHOCTH TIO/pa3/ie/ieHrH 10 YTIPaB/IeHHIO TIePCOHAJIOM.

OIIK-2

3HAHUSA:

MeToAbl cOopa, aHa/lvM3a M CTPYKTYphl MHGOpMAIMd 00 OCOOEHHOCTSIX OpraHu3aluu paboT Ha
Pa3/IMUHBIX yJacTKaxX MPOM3BO/JCTBA M HAa KOHKPETHBIX PabOuMx MecTax C yueToM ILiesiel, 3ajiau, TUIaHOB W
CTPYKTYPbI OpraHH3a1iu;

YMeHUsi:

dopmrpoBaTh TpeOOBaHWS K BaKaHTHOW AO/DKHOCTH (Tpodeccuu, CreljuaJbHOCTH) W OMpeAeNaTh
KpUTEPHH 10A00pa MepcoHaa;

HA8bIKU:

TeXHOJIOTHUSIMH, MeTOlaMd W MEeTOJUKaMM TPOBeJieHUsI aHajnM3a U CHCTeMaTH3alid [IOKYMEHTOB U
WH(OPMAILIWH, TIOPSITKOM OTpe/ie/ieHus] MePCIeKTUBHON U TeKYIIel MoTpeOHOCTH B KaZipax.

OIIK-5

3HAHUS:

MeTo/pl cbopa, aHa/aM3a U CTPYKTYpbl MHGOPMAaIu 06 0COGEHHOCTIX W BO3MOXKHOCTSX KaJpPOBOTO
TOTeHIMasia OpraHu3aliuy;

YMeHUsi:

BHOCHTb KOPDEKTHPYIOI[ie CBe/leHHsi B TpeOOBaHHMs K KaHAWJaTaM Ha BaKaHTHBbIE [IO/DKHOCTH
(mpodeccum, crierUanbHOCTH);

HABbIKU:

OOIIMMM TeH/eHI[USIMU Ha PhIHKe TPyZa U B OT/e/IbHOI 0Tpac/ii, KOHKPeTHO# mnpodeccuu (Jo/KHOCTH,
CIeLMaibHOCTH), METOJAMH Pa3pabOTKY U peasu3aljii CTPAaTeTryi yripaB/ieHust IepCOHAIOM.



2. MECTO ANCIIMIIVIMHBI B CTPYKTYPE OOII BO

HJucuynmiaa JOKYMEHTALIIMOHHOE OBECIIEYEHUE YITPAB/IEHUSA ITEPCOHAJIOM
SIBISIETCS JUCLIUTIIMHOM 00s13aTe/IbHOM YyacTH 6;10Ka 1 mporpaMMbl IOATOTOBKY 110 HarpasieHuto 38.04.03
YnpaseneHue nepcoHanom.

CogepxaHue [UCLMIUIMHBL SB/ISETCA JIOTUYeCKUM Tpogo/vkeHneM gucuuiuvivH: YIIPAB/JIEHUE
ITEPCOHAJIOM OPTAHN3AIIUMN.

CoziepkaHie JUCIMIUIMHBI  SBASETCS OCHOBOM fyisi  ocoenust gucyurmH:  KATPOBBIN
IIOTEHIIUAJI PA3BBUTUSI OPTAHU3AILIUN.

Hpe,aBapHTeanble KOMIIeTeHLIH, C(I)OPMI/IPOBEIHHI:IE y 06yqa}01ueroc51 A0 HadaJ/la u3yueHud JUCLHUTIIIMHBI:

e OIIK-3 — CniocobeH pa3pabarbiBaTh 1 00eCIIeurBaTh peayr3alio CTpaTeruu, TOMUTHK U TeXHOIOT U
yTipaB/ieHus IepCOHa/IOM OpraHM3al{ii B JUHAMUYHOM Cpejie U OLleHHBaTh UX COLMaIbHYI0 U
5KOHOMUUeCKY10 3()(heKTUBHOCTD

e TICK-1.2 — CniocobeH pa3pabaTbiBaTh CUCTEMY OMEPALIMOHHOTO 1 CTPATerMueCKOro yIpaB/ieHus
TepPCOHAIOM OpraHu3aluu



3. CTPYKTYPA U COAEPXKAHUE JUCIIUII/INHBI

3.1. Copeprxanue (JUAAKTHKA) JHCLUATUTHHBI

OO0111as TPY/I0EMKOCTh JUCITUTUTUHBI COCTaB/sieT 3 3.e., 108 u.
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Pazpen 1. Opranu3sanus KajpoBoro Ae10npou3BoAcTBa. OpraHusaryst Cyx6sl
P 3 repcoHasa Ha npeAnpuaTHU. JJOKyMeHTBI, perlaMeHTHpYoL1e yripaBieHue 36 1 1 35 30 30 30
riepcoHaioM. OCHOBHbIe TpeboBaHust K 0(OpMIEHHIO
OpraHyu3alMOHHOPAaCIIOPSAUTE/IbBHBIM JOKYMEHTaM.
P 3 Paszpen 2. Z[oxyMefrrbl 10 epPCOHA/Ty NPeANPHATHA. [IOKyMeHTbI, CO3/jaBaeMble B 35 1 1 34 40 40 40
TipoLiecce TPYAOBOH flesTeIbHOCTA PpabOTHUKOB.
Paspen 3. OcHOBHBIE JOKYMEHTHI 110 IlepcoHa/Ty npeanpuaTus. [lopsifok
2 3 o(hopMIeHHs JOKyMEHTOB TIPH YBOJIbHeHHH PaboTHHKOB. POPMUpOBaHUE U 37 2 2 35 30 30 30
XpaHeHHe KaJpOBbIX TOKYMEHTOB.
Bcero 3a 3 cemecTp 108 4 4 104 100 100 100
Bcero no gucuuninHe 108 4 4 104 100 100 100
3.2. AyAuTOPHBII NPAKTUKYM
Homep u
p Oo0nemMm,
Ne HauMeHOBaHHe
TemMa npakTU4YeCKOro 3aHATUA ayp.
n/n pasjena
4acoB
JAUCIUILIUHbI
Pazgen 1.
Obranmzars Opranusanysi cy>X0bl epcoHana Ha TpeAnpUsaTid. [IOKyMeHThI,

1 Kap osorc? perfaMeHTHpYIOIIKe YIpaBaeHue epcoHasoM. OCHOBHbIE TpeOOBAHUS 1
Aeﬁg HPOH3BOAICTBA K 0(OPMJIEHHIO OPTaHU3alIMOHHOPACTIOPSIUTE/TEHBIM IOKyMEHTaM
Pazgen 2.

7 L OKyMeHTBI 110 [ OKyMeHTRI, CO3ZlaBaeMble B TIPOIieCce TPYAOBOH AesITeTbHOCTH 1
repcoHany pabOTHUKOB
TIpeSIpUsaTHs.

Pazgen 3. OcHOBHbIE

3 JIOKYMEHTBI 110 ITopsifok odopmiieHNs JOKYMEHTOB TIPH YBOJIbHEHUH PaOOTHUKOB. 9
TepcoHany DopMHUpOBaHKE U XpaHEHHe KaJPOBbIX JOKYMEHTOB
TIpeAIpUsITHUS.

Bcero 3a 3 cemecTp 4
3.3. CamocTonTenbHas padora crygenta (CPC)
Homep n
Ne HauMeHOBaHHe Oo0nemMm,
Cojep)xaHue yueGHOro 3ajaHus
n/n pasjena 4acoB
JUCLUTTAHBI
Pazgen 1. OpraHu3anys C1y>KObI TepcoHasia Ha MpeAnpUsITHN. [JOKYMEHTHI,

1 Opranuszanus perniaMeHTUpPYIOIUe yIipas/jieHre repcoHaaoM. OCHOBHbIe 35
KaJipoBOr0 TpeboBaHUA K 0(hOPM/IEHHIO OPraHU3aIlMOHHOPACTIOPSTUTETbHBIM
Je/IONpOM3BOACTBA.  |LOKYMeHTaM
Pasgen 2.

7 JOKyMeHTbI 0 JOKyMeHTBI, CO34aBaeMble B IpoLiecce TPYAOBOH AeTeTbHOCTU 34
TepCcoHaTy pPabOTHUKOB
peAIpUsTHs.

Paspen 3. OcHoBHBIE

3 JOKYMEHTHI I10 IMopsifok odopmieHNs JOKYMEHTOB TPU YBOJIbHEHUH PabOTHUKOB. 35
rnepcoHany @®opMHUpOBaHKE U XpaHEHUE KaJPOBbIX JOKYMEHTOB
MpeArnpusTys.

Bcero 3a 3 cemectp 104
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4. ®OPMbI KOHTPOJII OCBOEHUSA TNCLHUIIVINHBI

CEMECTP HEJAEJ/IN CEMECTPA
1(2|3| 4 |5/ 6 |7(8] 9 10 (1112|1314 (15| 16 17
3 Tect P Tecr | AP P Bonp. 3ay, 3au.

YcnoBHbIe 0003HAYEHUS:

P — nuarHocTUueckasi paboTa;
Tect — TecT;

Bonp. 3au — BOIpPOCHI K 3a4eTy;
3ad. — 3aYeT.

TeKyIui KOHTPO/Ib YCIIeBAEMOCTH CTY/[€HTOB TIPOBOJUTCS B JUCKPETHBIE BpeMeHHbIe NHTEPBAJIBI B
cnenyronumx hopMax:
e HArHOCTUYECKasi paboTa;
* TeCT;
¢ BOIPOCHI K 3aYeTy.

IIpomMesxyTouHasi arTecTanusi IIPOBOAUTCS B popMax:
e 3auerT.
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5. YYEBHO-METOJIMYECKOE 1 THO®OPMAIIMOHHOE OBECIIEUEHUE
TCIUATUIVHBI

5.1. OcHOBHas JiMTeparypa no JUCLUILIMHE:

1. Y. H. Ky3Hew0B. . [JoKyMeHTaLIMOHHOe 00ecrieueHue yrpaBieHus nepcoHaaoM. Mocksa: FOpaiir, 2019,
1. pec.

2. W. H. Ky3HenoB. . [loKyMeHTaIlMOHHOE 00ecIieueHue yrpasjieHus. [JJokyMeHToo00poT 1
Jlenorpou3BoAcTBo. Mockga: FOpaiit, 2022, 351. pec.

3. O. A. Topnenko, [. B. Epoxun, T. I1. MoxaeBa. . YripaBjieHHe niepcoHanioM. Mocksa: FOpaiit, 2022, 3.
pec.

5.2. [lorionHUTe/bHAs IUTepaTypa Mo AUCLUIIINHE:
He TpebyeTcsl.
5.3. [lepnogrueckue u3aHus:
1. CoymasnbHble U F'yMaHUTapHble 3HaHUSI.

5.4. IlepeueHb peCcypcoB MHPOPMALIOHHO-TeIeKOMMYHUKALIMOHHOM ceTH "VIHTepHeT", He0OXOAUMBIX /IS
OCBOEHUS1 JUCLIMIUIMHEI, 3/IeKTPOHHBIE OMO/THOTeYHbIe CUCTEMBI:

1. https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-personalom-487121 —
OOKYMEHTALIMOHHOE OBECIIEUEHME YTIPAB/IEHUS ITEPCOHAJIOM 2-e u3p., Tiep.  JO1L.
YuebHUK 1 ipakTUKyM A1t CIIO</title> <meta name="viewport" content="width=device-width">
<title>/ JOKYMEHTALIMOHHOE OBECITEYEHUE YTIPABJIEHVA ITEPCOHAJIOM 2-e u3g., Tiep. u
Jor. YueOHUK ¥ TpakThkyMm Ayisi CI10;

2. http://library.voenmeh.ru/jirbis2 — ®yHngamenrtanbhas 6ubnuoreka BI'TY «BOEHMEX» um. 1.0.
YcTuHOBa.

CoBpeMeHHBIe MpodeccroHabHbIe 0a3bl JAHHBIX:
1. https://rusneb.ru — HaijuoHansHas 3/ekTpoHHas 6ubmoreka (HOB);
2. https://cyberleninka.ru/ - HayuHast anektpoHHast 6ubnmoreka «KubeprieHuHKa»;

http://www.rfbr.ru/rffi/ru/library - ITonHoTekcToBas 371ekTpoHHas 6ubaoTeka Poccutickoro oHza
dbyHIaMeHTaTbHBIX UCC/IeI0BaHMIA.

VHdopMaLioHHbIe CrIpaBOYHbIE CHCTEMBI:
1. Texakcriept — VTHGOPMaLIMOHHBIN TIOPTaI TEXHUYECKOTO peryavpoBaHusi: HopMmel, ipaBuia, CTaHAApTHI
P®;
2. http://library.voenmeh.ru/jirbis2/index.php?option=com_irbis&view=irbis&Itemid=457 - b1 TOCToB
cobcrBenHoi reHepauyu BI'TY "BOEHMEX" um. []. ®. YcTHHOBa;
3. http://www.consultant.ru/- KoncynsrautIntoc- nHbOpMalOHHbBIN TTOpTasl ITpaBoBoi HHGOpMaI[UH.
5.5. TIporpamMMHoe obecrieueHue:
He Tpebyercsl.

5.6. H(dopmaloHHbIe TeXHOJIOTUU:

B3anMogeiicTBre ¢ obyuarouumucs nocpegcrsom SMOC Moodle BI'TY « BOEHMEX» um. [J.®. YctuHOBa.



6. MATEPUAJ/IBHO-TEXHUYECKOE OBECIIEYEHUWE JUCITUII/INHBI

6.1. IlpakTHYecKue 3aHATHUA:

1. IIpoekTop;
2. VlHTepakTHBHAas JOCKA.

6.2. IIpouee:

1. pabouee MeCTO TIpernofiaBare/isi, OCHAIIlEHHOe KOMITBEOTEPOM C JOCTYroM B VIHTepHeT;
2. paboume MecTa CTy/IeHTOB, OCHAIL|eHHbIe KOMITbIOTEpaMH C JOCTYIIOM B VIHTepHeT, rpeiHa3HaueHHbIe
[71s1 pabOThI B 3/IEKTPOHHOI 00pa30BaTe/IbHOM Cpefie.



ITpunoxenue 1
K paoueii mporpaMme AMCLUILIHHbI
JAOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPAB/IEHH S IIEPCOHAJIOM

AnHoTanusa paboueii nporpaMMsl

Ouctuminia JOKYMEHTAIIMOHHOE OBECIIEYEHUWE YIIPAB/IEHUS TITEPCOHAJIOM
ABJISIETCS JUCLIUIJIMHOM 00s13aTe/IbHOM YacTH 0/ioKa 1 rporpamMmel TOATOTOBKM I10 Haripae/ieHuio 38.04.03
Ynpaenerue nepconasom. JucCivIMHa peanu3yercs Ha (akynbreTe P MeXXIyHapOAHOTO MPOMBIIIIEHHOTO
MeHemkMeHTa 1 kKommyHuKai BI'TY "BOEHMEX" um. [1.®. YctunoBa kadeapoit P1 MEHEDKMEHT
OPTAHU3ALUMN.

JucrunivHa HatjesieHa Ha hopMHpOBaHHe KoMhemeHYuli:
IICK-1.1 criocoOHOCTL BECTU OPraHU3alMOHHYI0 W PaCHoOpPAWTENLHYIO JOKYMEHTAI[MI0 [0 TIepCOHAY,
a/IMUHUCTPUPOBATh TIPOLIECCHI U IOKYMEHTO000POT 0becreueH st iepcoHasom;
OTIK-2 crnocoOHOCT, TIPUMEHSTh KOMITIEKCHBIM TOAX0A K COOpYy JAaHHBIX, TMPOJBHUHYTbIE METOABI HX
00paboTKM U aHa/M3a NPy PellieHNH YIIpaBieHueCKUX 1 UCCiieJoBaTebCKUX 3a/1auy;
OITK-5 crioco6HOCTh UCI0JIb30BaTh COBPEMEHHbIE MH(OPMAI[MOHHBIE TEXHOJIOTUH U MPOrpaMMHbBIE CPe/ICTBa
TIpU pellieHNH TIPodeCCUOHAIBHBIX 3a/1au.

CojeprkaHue AUCIUIUIMHBI OXBaThIBAET KPYT BOIPOCOB, CBSA3aHHBIX C (DOPMUPOBAHUEM HABLIKOB W 3HAHHWU 00
OCHOBHBIX TOJIOKEHUSAX JOKYMEHTHDOBAHUSI U O3HAKOMJIEHHWST C Teopuell U TIPaKTHUKOM paboThl C
JIOKYMEHTUPOBAaHHON WH(OpMal[iel, opraHusaiied paboTbl C pa3IMUHBIMM BUJAMM  JOKYMEHTAl[UH
(opranu3aroHHO-pacopsIIuTeIbHON, HWH(MOPMALIMOHHO-CIIPABOYHOM), H3yueHWeM COBPEMEHHBIX IIpaBUJI
JIOKYMEHTUPOBAHUSI THUIIOBBIX CHUTyallMii W OpraHu3alu paboThl C JIOKYMEHTaMH, perjaMeHTHPYHOUUMU
(hyHKUIMY ¥ TIpOLieIyp YITpaBJieHuUs TIepCOHAIOM B OpraHW3allvy.

[TporpamMmoii JUCHUITIMHEI TTPelyCMOTPEHBI CJleIyIOIIYie BHABI KOHTPOJIA:

TeKyuil KOHTPO/Ib YCIIEBAEMOCTH CTY/[eHTOB TIPOBOJJUTCS B JUCKPETHbIE BpeMeHHbIe NHTEPBAJIBI B
cnenyromumx dhopMax:
e MArHOCTHYECKas paboTa;
e TECT;
¢ BOMPOCHI K 3aYeTy.

IIpomMeskyTouHasi arTecTamus IIPOBOAXUTCS B popMax:
e 3auer.

OO01jas  TPy/I0EMKOCTh OCBOEHHUSI AUCLUIUIMHBI cocTaBiaseT 3 3.e., 108 u. TIporpamMMo# AWCIUITUHBI
TpeyCMOTPEHBI MPaKTUUeCKUe 3aHsIThsA (4 u.), camocTosTe/IbHast pabota cTygenTta (104 u).
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TEXHOJ/IOI'U 1A ®0O

IIpunoxenue 2

K paoueii mporpaMme AMCLUILIHHbI
JAOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPAB/IEHH S IIEPCOHAJIOM

PMbI OBYYEHIA

PekoMeH/Jaliiy 110 0CBOEHHIO JUCHUILTHHBI /I CTyAeHTa

TpynoeMKOCTb OCBOEHMS JUCLMITIMHEI cocTaBigeT 108 4., U3 HUX 4 4. ayAUTOPHBIX 3aHATUH, U 104 u.,

OTBeZIEHHBIX Ha CaMOCTOSITE/IbHYIO PaboTy CTyzeHTa.

PekoMeHzIalIK  TI0  pacripe/ie/ieHHI0  yueOHOTO BpeMeHU M0 BHJ]AM CAMOCTOSITE/TbHOM paboThl M

pasjeniam JVCIUI/IMHLI TIPUBE/IeHbI B TabTHIIE.

KoHTponb 0CBOeHUMs! AWUCLMIUVIMHBI IIPOM3BOAWUTCS B COOTBeTCTBUM C IlonokeHHMeM O TeKylleM,
py6eKHOM KOHTPOJIe YCIIeBaeMOCTH U TIPOMEKYTOUHOM aTTecTariiy 00yJarouxcsl.

®opMBbl KOHTPOJISI M KPUTEPUH OLIeHUBAHUs TIPYBe/ieHbl B TPUIOKeHHH 3 K Paboueii mporpamme.

HaumeHoBaHue paboThI

PexkomeHpyemMasi IMTeparypa

TpyRoeMKOCTB,
Jac.

Pazgen 1. OpraHuzanusa KafipoBoro /e/I0Nnpou3Bo/ACTBa.

Opranu3anysi CIy>KObI epcoHaa Ha TIpeIpUsITHH.
[ OKyMeHTBbI, perflaMeHTHPYHOLLMe yIIpaB/ieHre
nepcoHanioM. OCHOBHbIe TPeOOBaHHUS K O(OPMIIEHUIO
OpraHU3al[MOHHOPACIIOPSAUTETHEHBIM [JOKYMeHTaM

O. A. Topsnienxo, II. B. EpoxuH, T.
I1. MoxaeBa. . YripaBneHue
riepcoHasiom: Mocksa: FOpaiiT, 2022
(€]

M. H. KysHe1oB. .
loKyMeHTaLIOHHOe obecrieueHue
ynpaBreHus mepcoHanoM: MockBa:
FOpaiir, 2019 (1)

. H. Ky3HeL0B. .
IokymMeHTaI[ioHHOe 0becrieueHre
yrnpaeieHusi. [IokyMeHTo060pOT U
Jlesonpou3BoACcTBO: MocKBa:
FOpaiir, 2022 (1)

35

Wroro no pasgeny 1

35

Pazpgen 2. [IoKyMeHTHI [0 MEPCOHATy Tpe/pPUsTH.

[ oKyMeHTBI, co3/jaBaeMble B ITPOLiecce TPYJ0BOi
JesITeTbHOCTH PabOTHUKOB

O. A. Topsnienxo, II. B. EpoxuH, T.
I1. MoxaeBa. . YripaBneHue
riepcoHasiom: Mocksa: FOpaii, 2022
2
M. H. KysHe1oB. .
ToKkyMeHTaLIOHHOe obecrieueHue
yrpaB/eHus mepcoHanom: MockBa:
FOpaiir, 2019 (2)

. H. Ky3HeL0B. .
IokymMeHTaIioHHOe 0becrieueHve
yrnpaeieHusi. JIokyMeHTo060pOT U
Jlenornpou3BoACcTBO: MocKBa:
FOpaiir, 2022 (2)

34

Wroro no pasgeny 2

34

Pasnen 3. OcHoOBHbIE AOKYMEHTHI 10 IePCOHA/Iy NNPEeANIPUATHA.

[Mopsimok odopmiieHNs OKYMEHTOB TIPU YBOJIbHEHUHU
paboTHHKOB. ®OpMHUPOBaHUE U XpPaHEHHUE KaJPOBBIX
JIOKYMEHTOB

O. A. T'opsnienxo, [I. B. EpoxuH, T.
I1. MoxaeBa. . YipaBneHue
riepconasiom: Mocksa: FOpaii, 2022
&)

. H. KysHenos. .
JToKkymeHTaIIOHHOe obecrieueHue
ynpassenusi. JlokymeHTo060pOT 1

JlenonpousBoAcTBo: MockBa:

FOpaiir, 2022 (3)

M. H. KysHeros. .

35
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ITokyMeHTaI[oHHOe 0becrieueHre
yTIpaBJ/IeHus1 epcoHaaoM: MocKBa:
FOpaiiT, 2019 (3-4)

Wroro no pasgeny 3

35
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IIpunoxenue 3
K paoueii mporpaMme AMCLUILIHHbI
JAOKYMEHTAIIMOHHOE OBECIIEYEHUE YITPAB/IEHUS ITEPCOHAJIOM

®OH/JbI ONEHOYHbBIX CPEACTB

®DOoH/IBI OL[EHOUHBIX CPE/CTB, TIO3BOJISION1E OL[eHUTh pe3y/IbTaTbl 00yueH s 10 JaHHOM AUCIUIIHHE,
BKJIFOUAKOT B Ce0s:

e UarHocTUYecKas paborta

* TecCT;
e BOTPOCHI K 3aUeTy;
e 3aUeT.

Kputepuu oneHuBaHus

Juarnocruyeckas pabora
[uarHocTtrueckast pabora mpoBogutcs B popme Tecta B SMOC Moodle:

e IIpU NIPaBWJILHOM OTBeTe MeHee yeM Ha 60% BOIPOCOB - He aTTeCTallys;
¢ TIpU MpaBUILHOM OTBeTe Ha 60% BOTIPOCOB U OoJiee - aTTecTarysl.

Tect

NToroBoe TecTHpoBaHWe TIPOBOAUTCS 10 TeMaM paszienioB 1, 2, 3 aucturuivHbl. B Tecte no 20
BOTIPOCOB.
KpuTepuu olleHUBaHUsI: TP BEPHOM OTBETe Ha BOIPOC TeCTa NMpocTasfseTcs 1 6amui, npu HeBepHOM — 0
6a/110B.
MaxkcumaabHOe KOJTMUeCTBO OasljioB 1o TecTaM cocTtasiseT 60.

Bompocsl K 3auety

1.YTo BK/IIOYAET B CEOS MOHATHE «/1e/IOTTPOU3BOICTBOY.
2.C ueM CB$13aHO TOsIBJIEHUE TIOHSATHUS «JO0KYMEHTAIIMOHHOe oDecrieueHre
yTpaBleHus».
3. Kakue crioco0bl JOKyMeHTHPOBaHUS (3areuaT/ieHust UH(pOpPMal[ii) BaM U3BECTHBI.
4. Yro Takoe «CHUCTeMa JOKYMeHTAlu» U «YHU(PULIMPOBaHHASI CUCTeMa OKYMEeHTALUN».
5. Kakue 3Tamnsl pouuio pa3BUTHe 0TeUeCTBEHHOTO [e/I0IPOM3BO/CTBA.
6. B uem 0coOOEHHOCTH TIPUKA3HOTO /1e/I0NTPOX3BO/ICTBA.
7. B ueM 0COGEHHOCTH KOJIJIEXKCKOTO Aenorpor3BoacTtia (X VIII B.).
8.HazoBuTe 0CHOBHBIE 3aKOHO/ATe/IbHbIE aKThl, OIpeie/IsiBIINe TIOPSiI0K COCTaBIeHusI U 0OpMJIEHHS
IOKYMeHTOB B yupexxaeHusix X VIII B.
9. B ueM 0COOEHHOCTH OpraHU3alvM Je1ornpon3soacTea B XIX B.
10.Kakymu nyTMHU 110 pery/IMpOBaHue [e/I0NPOM3BO/CTBA B IlepBble I'O/bl
COBETCKOH B/IaCTH.
11.Kakue TpeboBaHMs K JOKYMEHTaM M3/I0’KeHbI B 3aKOHO/|aTe/TbHBIX aKTax.
12.Kakue BOTIPOCH! paboThI C JOKyMEHTaMH PeryiaMeHTHPYHOTCS 3aKOHOaTeTbHBIMUA aKTaMHu.
13.Kakoti ¢hopmar Oymary pekoMeH/I0BaH /it 0popMIeHHs C/Ty>KEOHBIX JOKYMEHTOB.
14. HazoBUTE OCHOBHBIE BU/IbI OJIAHKOB, MPUMEHSIEMBIE B YUPEXK/IEHUSX.
15. YkaxkuTe 3Tansl MOATOTOBKYU JOKYMEHTa.
16. Kakue o011iie TpeOGOBaHUS MPEABABIAIOTCS K TEKCTY JOKYMEHTA.
17. Kak oopmsieTcsl B TEKCTe CChbUIKA Ha JPYrod JOKYMEHT.
18. B ueM mpeumyIiiecTBa cocTaBaeHus U 0opM/IeHHs JOKyMEHTOB Ha KOMIIbIOTepe.
19. Kakue nporpammel MOTYT UCII0/Ib30BATLCS IIPU MOATOTOBKE JOKYMEHTOB Ha
KOMIIbIOTEpe.
20. Kakwuie iperMy1ijeCTBa JjaeT KOMIBbIOTED B 0(OPMJIEHUH TEKCTa.
21. Kak cJiefiaTh TeKCT JIOKYMEHTa MOHSTHBIM U YOeAUTETbHBIM.
22. Kakoe 3HaueHHe UMeeT TOPSJJOK CJIOB B C/TyKeOHbIX JOKYMeHTaXx.
23.Kakuie TpebOBaHMs TIPEIBSIBISIOTCS K KOMITO3ULUU CITyKeOHBIX JOKYMEHTOB.
24.Ha3oBuTe BBl OPraHU3aMOHHBIX JOKYMEHTOB U YKa)KuTe 0COOEHHOCTH
HX COCTaB/ieHUs U 0(hopMIeHHsI.
25.Ha3oBuTe BUIbI PaCMOPSIUTENBHBIX JOKYMEHTOB U YKaKUTe 0COOEHHOCTH
WX COCTaB/IeHUs U 0(popMIIeHHsI.

3auet
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OOyuaroumiicss UMeeT TPaBo Ha MO/TydeHre MUHUMAJTbHOM TTOJIOKUTE/TBHOU OL|eHKH TTPH YC/IOBHN
YCIELTHOTO MPOXOKEHHSI TEKYIIIero KOHTPOJIS yCIIeBaeMOCTH B )OpMe TUarHOCTHUeCKOW paboThI B
COOTBETCTBUM C IrpaMKOM paszena 4.

OneHoyHbIe TpebOBaHUS K 3aueTy:

OlleHKa «3auTeHO» BbICTaB/ISIETCS], eC/IU OTBET JIOTMUeCKU U JIeKCUUeCKU IPaMOTHO U3/10’KeHHbIH,
Coflep)Kare/ibHbIM M apryMeHTHPOBaHHbII OTBET, NOAKpeIlIeHHbl! 3HaHUeM JIMTepaTypbl U UCTOUHUKOB I10 TeMe
3a/laHusl, yMeHYe OTBeuaTh Ha J0TO0/IHUTEe/IbHO 3a/laHHbIe BOTIPOCH;

OneHKa «He3auTeHO» BBICTAB/ISIETCS], €C/I B OTBETe JOMYILEeHO CYLeCTBeHHOE HapyllleHHe JIOTUKY U3/10KEeHHS
MaTepHasa, CUCTeMaTUUeCKOe MCII0/Ib30BaHle Pa3rOBOPHOMN JIeKCHMKH, HellpaBU/IbHbIE OTBETHI Ha
JIOTIOJIHUTEJTBHO 3a/laHHble BOMPOCHI.
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[MacriopT doHa OLIEHOUHBIX CPeJICTB
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Paspen 1. Opranusanys KajpoBoro Boripocer
2 | 3 Aen 2. Lp 1WAt Kanp 36 | 1 1 | 35 | 30 | 30 | 30 |k sauery,
JeJI0TIPOU3BO/ICTBA.
Tect
Pa3zgen 2. [loKyMeHTbI 110 NepCoHAJI Boripocer
2 | 3 AL 2. FAOKYM P Y135 | 1 1 | 34 | 40 | 40 | 40 |« sauery,
npeIpUATHS.
Tect
Paspen 3. OcHOBHBbIE JOKYMEHTHI 110 Boripocer
2 | 3 ACT 3. AOKYM 37 | 2 2 | 35 | 30 | 30 | 30 |ksauery,
nepcoHasy NpeAnpUsITHA. T
ecT
Bcero 3a 3 cemecTp 108 | 4 4 104 | 100 | 100 | 100
Bcero no guciuinHe 108 4 4 104 | 100 | 100 | 100
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