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AHHOTAIUA

WNnpnexc
JAMCUUILIMHBI 11O
yueOHOMY IUTaHy

HanmenoBanne QUCHUITIMHEI

b1.0.05

AJIMUHHACTPAPOBAHUE U KAJIPOBBIA JOKYMEHTOOBEOPOT

Henb n3yuenns

HonyquHe CTYACHTAMH MAarucCTparypsl, o6yqa}01]mxc;[ 10 HaIIPaBJICHUIO

JUCITIIINHBI «YnpaBlieHHE T[EPCOHAIOM», 3HAHUH OCHOB AJIMHHUCTPUPOBAHUSA U
KaJIPOBOTO JIEJIOMPOU3BOJICTBA, a Takke (OPMHUPOBAHHE IMEPBOHAYATBHBIX
HaBBIKOB UX NPAKTUYECKOI'0 UCIIOJIb30BAHUS.

MecTto JucuunnuHa oTHOCUTCS K 00s13aTeNbHON yacTu 070Ka 1. «ucuuminHel (MOZYIIN)»

JUCHUILIINHBI B

mporpaMmMbl MaruCTpaTypbl. I[I/ICI_[I/IHIII/IHEI OTHOCHUTCS K 00sI3aTeILHOM YacTH 0JI0Ka

CTPYKTypE 1. «/IuCTUIUTHHEI (MOYJTH )» TTPOTPaMMBI MarHCTPATYPHI.
OI1OIT
Komnerenmuu, OIIK-3

dhopmupyembic B

pe3yiabTare

OCBOCHUS

JUCTUITIITHNHBI

Conepxanue Tema 1. KagpoBoe agMUHUCTpUpPOBAaHUE B OPraHU3ALMH

AWCUUIIIAHBI Tema 2. DIEKTpPOHHBIH TOKYMEHTOOOOPOT M TOPANOK odopMieHUs
JIOKYMEHTOB, COITPOBOXK/IAFOIINX TPYIOBbIE OTHOIIEHUS.
Tema 3. AIMHHUCTPUPOBAHHME OINEPALMOHHOTO YIPABICHUS MEPCOHATIOM
Tema 4. AIMUHUCTPUPOBAHHUE CTPATETHUYECKOTO YIPABICHUS MEPCOHATIOM
Tema 5. DneKTPOHHBINA KaJAPOBBI TOKYMEHTOOOOPOT B YCIOBHX Iepexoa
K MOJIETH IIU(PPOBOI SKOHOMHKH.

OOmas

TPYAOCMKOCTb 4 3. e. 144 yaca

UACIIUTLIINHBI

®dopma

IPOMEXKYTOYHOH | 3a4eT ¢ OLEHKOU

aTTecTaluu




Conepxanue

1. Lenp u mnepeyeHb IUIAHUPYEMBIX pPE3YyJIbTAaTOB OOYYEHHUS [0 JIUCLUUIUIMHE,
COOTHECEHHBIX C INTAHUPYEMBIMH PE3YyJIbTaTaMU OCBOCHHUS IIPOrPaMMbl MaruCTPaTyphl
2. Mecto aucuummmnsbl B cTpykType OITOII maructparypsi

3. O0beM [UCHUIUIMHBI B 3aUeTHBIX EAWHMUIIAX C YyKa3aHUEM KOJIMYECTBa
aKaJIeMUYECKHX 4YacOB, BBIJICIICHHBIX Ha KOHTAaKTHYIO paboTy oOydJarommxcs ¢
npernoaaBaresnieM (1o BUAAM 3aHITHI) U Ha CaMOCTOSATENbHYIO PaboTy 00ydaroImuxcs
4. CopeprkaHue TUCIHHILIMHBI, CTPYKTYPUPOBAHHOE IO TeMaM (pazfesiaM) ¢ yKa3aHHeM
OTBEJICHHOTO HAa HUX KOJMYECTBA aKaJJEMUICCKIX YacOB U BUJOB YUCOHBIX 3aHSATHI

5. KoHTpoJib KauecTBa OCBOEHUS TUCIUIIIIUHBI

6. YuyeOHO-MeToanYecKoe o0eceueHne JUCIUIUITNHEI

7. IlepeyeHb OCHOBHOM U JIOMIOJIHUTEIILHON y4e€OHOM JUTepaTyphl, HEOOXOIUMOM MJIst
OCBOCHHUSA NUCHUITIIINHBI

8. Ilepeuenp pecypcoB nH(PpOPMAITMOHHO-TEIEKOMMYHHUKAITMOHHOU ceTn «HTEepHETY,
HEOOXOUMBIX JUISI OCBOCHHS TUCIUIUTMHBL. .. ...veeeneenenne.

9. Metoauueckue yka3aHus sl 00y4JaronuXcs M0 OCBOCHUIO TUCIUTIIHHBI

10. ITepeyenr WMHPOPMAIMOHHBIX TEXHOJIOTHUH, WCIOJB3YEMBIX IMPH OCYIIECTBICHUH
00pa30BaTeNbHOTO TpoIlecca MO TUCHUIUIMHE, BKIOYas TEPeYeHb MPOTPAMMHOIO
obecrieueHnst © ”HPOPMAIIMOHHBIX CIIPABOYHBIX CUCTEM (TIPH HEOOXOIUMOCTH )

11. Omnwmcanue MaTepuaIbHO-TEXHUYECKOTO OOCCICUeHUsl, HEOOXOAUMOro s
OCYIIIECTBIIEHUSI 00Pa30BaTEILHOTO Mpoliecca MO JUCIUILINHE
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1. esb 1 mepevyeHb MJIAHUPYEMbIX Pe3yJbTATOB 00y4eHHUs MO JUCHUILIHHE,
COOTHECEHHBIX € IVIAHUPYEMbIMH Pe3yJIbTATAMH OCBOCHHS POrPaMMbl MATUCTPATYPbI

Henpto  u3ydyeHus  gucuumuiiHael  B1.0.05 «AIMUHHUCTPUPOBAHUE W  KaJAPOBBIN
JIOKYMEHTOO0OPOT» SIBJISETCSA IOJYYEHUE CTYJCHTAMH MAarucTpaTypbl, OOYyYaroluxcs II0
HarpaBJeHUI0 «YTIpaBJICHUE MEPCOHATIOM», 3HAHUW OCHOB aJIMHUHHCTPUPOBAHUS M KaJAPOBOTO
JIEJIONPOU3BOJICTBA, a Takke (HOPMHUPOBAHHE TEPBOHAYATBHBIX HABBIKOB WX IMPAKTUYECKOTO
HCIIOIb30BaHUS.

B pesynbrare ocBoenus OITOII maructparypsl 00ydaronuiics AODKEH OBIAJIETh CIETYIOIIMMU
pe3yabTaTaMy OOy4YEeHUS IO TUCITUTLTHE:

Koanl Pe3yabTaTsl IlepeyeHb MUIAHUPYEMBIX Pe3yJbTATOB 00y4YeHUSs
KOMIIETEHIINH ocsoenus OIIOII 10 TMCIUIIINHE

OIIK-3.1. 3naeT TeopeTUUECKUE U

Criocoben METO0JIOIMYECKHE OCHOBBI Pa3pabOTKH
pa3pabaTbiBaTh U [pean3aly CTpaTeruii, NOJUTUK U TEXHOJIOTHH B
oOecrieunBaTh 00JIaCTH yIpaBJICHUS TIEPCOHANIOM B TUHAMUYHON
peann3aluio CTpaTeruy, [cpene

OIIK-3 nonuTuk u TexHojoruii [OITK-3.2. ¥Ymeet pa3pabarbiBaTh U peain3oBaTh
yIIpaBJIEHUS MEpONPUATHS, HAllPaBJIEHHBIE HA PEATH3ALHIO
[IEPCOHATIOM CTpaTEeruH, MOJUTHUK U TEXHOJIOTHIA yIpaBIICHUS
OpraHu3aluy B [IEPCOHAJIOM B IMHAMHYHOMN Cpefie
TMHAMUYHOM Cpeae U OI1K- 3.3. ¥YMmeeT cOCTaBIIATh TOKYMEHTHI U BECTH
OLIEHUBATh UX ITOKYMEHTOOOOPOT 110 MEPOIIPUSTHUSAM, CBA3AHHBIM C
COLUAIIBHYIO U [peanu3alnyel CTpaTeruil ¥ MOJUTUK YIIPABICHUS
PKOHOMHUYECKYIO [IEpCOHATIOM
A (HEKTUBHOCTD. OI1K-3.4. BaaaeeTr 10ru4ecKUMH, pacyeTHO-

AHATUTHYECKIMH, CTATUCTUIECKUMH,
MaTeMaTHUYeCKUMHU, SKOHOMUYECKUMH,
COIIOJIOTUYECKIMH, TICUXOJIOTHYECKUMH U
CTeUATbHBIMU YIIPABICHYECKUMU U IPYTUMHU
METOIaMH IPOTHO3WPOBAHNUS M OLIEHKH COLUATLHOM
1 5KOHOMUYECKOH 3(pPEKTUBHOCTH CTpATETHH U
[IOJTUTHK T10 YIIPABICHUIO TIEPCOHATIOM.

2. Mecro nucuumiuHbl B cTpykrype OIIOII Marucrparypsl

Hucuummmba 51.0.05 «AIMUHHCTPUPOBAHME M KaJIpOBBIA JOKYMEHTOOOOPOT» OTHOCHTCS K
o0s3aTenbHON yacTH 670Ka 1. «AucHumiuabl (MOLYIN)» IpOrpaMMbl MarHCTPATyphl 110 HAIIPABJIECHUIO
noarotoBku 38.04.03 «Ympasienue mnepcoHaiom» npoduiab «CHenuanucT MO YIpaBICHUIO
MEePCOHAIIOM OpraHH3aLuiiy. Hucuuninna «AIMUHHUCTPHUPOBAHUE U KaJpOBbIU
JTIOKYMEHTOO00POT» M3ydaeTcsi 00yJaroIMMHCs 09HON (popMbI 00yueHus B 3 ceMecTpe, 3a09HOM
dbopmbl 00YUIEHUST — BO 2 CEMECTE.

[Tpu u3yyeHUM NaHHOM NUCHUIUIMHBI OOYYalOUIUIiCS HCMOJb3YeT 3HAHMS, YMEHHS M HaBBIKH,
KOTOpBbIE COPMHUPOBAHBI B MPOIECCE M3YUYCHHS MPEANISCTBYIOMUX MUCHUILINH: «CTpaTerus
YIPABJICHUS YEJTOBEYECKUMH PECYPCAMHU.



3HaHMsI, YMEHUS U HABBIKH, [TOJIyYE€HHbIE IIPU U3YUYEHUU TUCLUIUIMHBI «AJIMUHUCTPUPOBAHUE U
KaJIPOBBIM JTOKYMEHTOOOOPOT», OYyAyT HEOOXOAUMBI i YIIAyOJEHHOTO W OCMBICIEHHOTO
BOCIIPpUATUSA JUCHUIIIINH: ((I/IHHOBaLII/IOHHBIe TEXHOJIOTUHU p3.3pa6OTKI/I, O6OCHOBaHI/I$I " NPUHATUA
KaJpOBBIX peEIIeHH», «DyHKIIMOHAILHO-CTOMMOCTHONW aHaJdW3 CHUCTEMBl W TEXHOJOTHH
yIpaBlIeHUs nepcoHanoMy, «KoprmoparuBHas conmnanbHasi OTBETCTBEHHOCThY, «CTpaTernyeckoe
yIIPaBJICHUE YEIIOBEUCCKUMHU PECYPCaAMM».

3. O0beM AUCHUNJIMHBI B 324€THBIX ¢IMHUIAX ¢ YKA3aHUEM KOJIUYeCTBA aKaIeMHUYeCKUX
4YacoB, BbIIeJIeHHbIX HA KOHTAKTHYI0 pa0oTy o0y4aloluxcs ¢ npenojaasaresieM (1o BUIamM
3aHATHH) M HA CAMOCTOSITEJILHYIO Pad0Ty 00y4arommXxcs

OO0mast TpyA0eMKOCTh (00beM) AHMCHUIUIMHBI COCTaBIsSeT 4 3adeTHhIE eIUHUIEI (3. €.), 144
aKaJIeMUYECKHX Jaca.

3.1. O0béM TMCUMIIMHBI 0 BUAAM Y4eOHBbIX 3aHATHH (B Yacax)

st ounoii popmbl 00yUeHus1
OO6mast TpyA0€MKOCTh JUCIUIIINHBI COCTaBIseT 4 3a4éTHbBIC enuHUIbl 144 gacoB

O0béM THCHUIINHBI Bcero yacos

OO11ast TPYA0EMKOCTh TUCIUIIIHHEI 144
KonrakTHas pabora 44
IAynuTtopHas pabora (BCero): 44
Jlexun 28
CeMuHAphl, TPAKTUYECKUE 3aHSATUS 16
CamocrosiTenpHast paboTa o0yqaronuxcs (BCero) 100
KypcoBas pabota -

3aueT c OLEHKOMN +

st 3a0uHo0i opmbl 00yueHust
OO6mmas TpyA0€MKOCTh AUCITUIUIMHBI COCTABIISIET 4 3a4€THBIC eAMHUIIBI 144 yacoB

O0béM TMCIUIIMHBI Bcero yacos
OO11ast TPYA0EMKOCTh TUCIUIIIHHEI 144
KonrakTHas pabora 10
AynuTtopHas pabora (BCero): 10
Ulexkimm 6
CeMuHapbl, IPaKTUYECKUE 3aHATHS 4
CamocrosiTenpHas paboTa oOyqaronuxcs (BCero) 130
Kypcoas pabora -
3aueT c OLEHKON 4

4. ConepskaHue IMCHUIVIMHBI, CTPYKTYPUPOBAaHHOE 110 TeMaM (pa3jaeiaM) ¢ yKa3aHueM
OTBEJCHHOI0 HA HUX KOJMYeCTBA aKaJeMUYeCKUX YaCOB U BHI0B Y4eOHBIX 3aHATHI

4.1. Pa3mennl AMCHHMILVIMHBI ¥ TPYAOEMKOCTb IO BHAaM y4eOHbIX 3aHATHI (B
aKaJeMHU4YeCKHX 4acax)

# HaunMeHoBaHMe TEeMbI Bcero ‘ KoaunuyecTBO 4acoB




KonTakTHas padora Bueayaur.

padora
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aJIpoBO€ aIMUHUCTPUPOBAHUE B 73 )% 4 ) 4 ) 20 26

OpraHu3aIuu.

DIIEKTPOHHBIN TOKYMEHTOO00POT 1
opsAI0K 0hopMIIEHUS TOKYMEHTOB,
COTPOBOXKIAIOIINX TPYIOBbIE
OTHOIICHHUS.

28 30 6 2 2 2 20 | 26

AJMUHUCTPUPOBAHKE
ONEPALMOHHOIO YIIPABICHUS 30 26 6 - 4 - 20 26
NIEPCOHAIOM

AJMUHUCTPUPOBAHKE
CTPATEruYeCKOro ynpaBjiCHUs 28 30 6 2 2 2 20 26
NIEPCOHAJIOM

DJIEKTPOHHBIN KaJpOBBIN
JIOKYMEHTOOOOPOT B YCIIOBUSAX

. 30 26 6 - 4 - 20 26
nepexojia K Mo mugpoBoi
3KOHOMHUKHA
Bceero mo qucuumimne 144 | 140 | 28 6 16 4 100 | 130
KonTposb + 4
Hroro 144 | 144

4.2. Coagepxxanmne TUCUMILIMHBI, CTPYKTYPUPOBaHHOE 110 TeMaM (pa3esiam)

Tema 1. KagpoBoe aAMMHUCTPUPOBAHHE B OPTaHU3ALNH

[ToHATHIiHBIN anmapaT KagpoBOro aAMUHUCTpUpOBaHUsA. OYHKIUU aJMUHUCTPUPOBAHNS
KaJIpOBBIX TEXHOJOTMU. PerynnpoBanue M perinamMeHTanMs aIMUHHACTPUPOBAHMUS KaJIpOBBIX
TEXHOJIOTMM B JEHCTBYIOIIMX HOPMATHBHBIX IIpaBOBbIX akTax Poccuiickonn ®enepanuu.
CraHOBIIEHHE aIMUHACTPUPOBAHUS KaJPOBBIX TEXHOJIOTHI B Poccuu.

Tema 2. DJeKTPOHHBIA JOKYMEHTOO0OPOT W TNOPAAOK OGopMJIeHHSI JTOKYMEHTOB,
CONPOBOKAAIOIIUX TPYAOBbIC OTHOLICHHS.

DNEeKTPOHHBIN KaJpOBBIM JTOKYMEHTO000pOoT. OCHOBHBIE XapaKTEPUCTUKH AJIEKTPOHHOTO
JIOKyMeHTooOopoTa. CucreMa 3JIEKTPOHHOIO JOKyMeHTooOopoTa. IlpaBuima pabGoTel ¢
JNIEKTPOHHBIMU JTOKyMeHTaMu. CxeMa [BIKEHHUS KaJIpoBOoW nokyMmeHTanuu. [Ipenmyriecta
UCTIOJIb30BAaHUSl  DJIEKTPOHHOTO  JIOKyMEHTOOOOpoTa Tpu  O(GOpPMICHHH  JOKYMEHTOB,
COTIPOBOXKAAIOIINX TPYIOBbIe OTHOLIEHHS. D(P(HEKTUBHOCTh JIEKTPOHHOTO IOKYMEHTO000pOTAa.

Tema 3. AAMUHUCTPUPOBAHNME ONEPANMOHHOIO YIIPABJIEHUS MEPCOHAIOM

CopnepxaHue ONEpPALMOHHOTO  YINPABICHHWS MEPCOHAIOM. 3ajadd  aAMHHHCTPUPOBAHUS
OMEpAIMOHHOTO  YIPABJICHUS MEPCOHATOM. AJIMHUHHCTPUPOBAHUE TMpollecca aJanTaluu
nepcoHana.  AIMHUHHCTPUPOBAHHME  CHUCTEMbl  Pa3BUTHA M OOydyeHHs  IEepCcOHaa.
AIMUHUCTPUPOBAHWE TEXHOJIOTUM OLEHKH TMepcoHana. AJIMUHUCTPUPOBAHUE CHUCTEMBI
MOTHUBAIMU ICPCOHAJIA.




Tema 4. AIMUHMCTPUPOBAHME CTPATErMYECKOr0 YIIPABJIEHUS NEPCOHAIOM

Crparerus  ynpaBjie€HHs IEPCOHAIOM. AIMHHHMCTPUPOBAHHE 3aTpaT Ha  MEPCOHAI.
AJZIMUHHCTPUPOBAHUE TPOU3BOJUTENBHOCTRIO TPyZHa. AIMUHHCTPUPOBAHHE JIOSIBHOCTH
nepcoHana. Ponb uH(OpMAIMOHHBIX TEXHOJOTMH mpu cOope W 00paboTke HHPOPMALUU O
JOSUTEHOCTH COTPYIHHUKOB. Pa3paboTka mporpaMMsl JIOSITBHOCTH TIEPCOHANIA B OPTaHU3aIHH.

Tema 5. JJIeKTPOHHBII KaAPOBbIH JTOKYMEHTO000POT B YCJOBHMSIX Iepexoaa K MOIeIH
HU(PPOBOIl IKOHOMHUKHU

TenneHunn pa3BUTHS KaJpOBOIO JENONPOM3BOACTBA B paMkax mporpammel  «lludposas
9KOHOMHKa». [IpOEKT 1O MOJHOMACIITA0HOMY BHEIPEHHIO SJEKTPOHHOTO JOKYMEHTOO00OpOTa.
®enepanbHblii 3aKOH «O TPOBEICHHM HKCIEPUMEHTA MO HCIOJIb30BAHUIO 3JIEKTPOHHBIX
JIOKYMEHTOB, CBSI3aHHBIX C paboToii». IloAroToBka CHEUANIKMCTOB B 00JACTH AIEKTPOHHOTO
KaJpOBOTO JIOKYMEHTOO0OpOTa C HCMOJIb30BaHUEM OOJIAYHBIX TexHojoruil. Vcmonb3oBaHue
UCKYCCTBEHHOTO  HMHTEIUIGKTa B  KaapoOBOM  JOKyMEeHTOooOopoTe. PoOoTm3upoBaHHas
nokymeHTanusa. OO0s3aTeNbHOCTh MPUMEHEHHUS! YCWJICHHOW KBaTU()UKAIMOHHOW 3JIEKTPOHHOMN
OAIINUCH.

4.3. Coagepxanne NPaAKTHYECKUX 3aHATHI (04Hast popma 00yUeHus1)

Tema 1. KagpoBoe aiMUHUCTPUPOBaHME B opranusauum (4 yaca)

1. IToHsITHITHBIN anmapaT KaJApoBOro aAMUHUCTPUPOBAHUS.

2. OyHKUHMHU aAMUHUCTPUPOBAHUS KAJPOBBIX TEXHOJIOTHIA.

3. PerynupoBanue u peryiaMeHTalusi aJIMUHHCTPUPOBAHUS KAJPOBBIX TEXHOJIOTHM B
JIEUCTBYIOIUX HOPMATUBHBIX MPaBOBbIX akTax Poccuiickoit dexneparumu.

Tema 2. DJeKTPOHHBIA JOKYMEHTOO0OPOT W TNOPAAOK OGopMJIeHHSI JTOKYMEHTOB,
CONMPOBOXKAAIINX TPYAOBbIe OTHOLIEHUH (2 yaca)

1. DNEeKTpOHHBIA KaAPOBBIH JOKYMEHTOOOOPOT. OCHOBHBIE XapaKTEPUCTUKH IJICKTPOHHOTO
JIOKyMEHTO000pOoTA.

2. Cucrema 3JIeKTPOHHOTO JOKYMEHTO00O0pOTa.

3. IlpaBuiia paboThI C 3JIEKTPOHHBIMH JJOKYMEHTAMH.

Tema 3. AIMUHMCTPUPOBAHNE ONEPALMOHHOTIO YIIPABJIEHHS NePCcoHaIoM (4 yaca)
1. ConepxaHue onepaliOHHOIO YIPaBIEHUS [IEPCOHATIOM.

2. 3ajauu aIMUHUCTPUPOBAHUS ONIEPALMOHHOTO YIIPABICHHS IEPCOHATIOM.

3. AAMMHHMCTpPUPOBaHUE NPOIlECcCca aAaNTALUN IEPCOHAIIA.

Tema 4. AAMUHUCTPUPOBAHME CTPATErHYECKOI0 YIIPaBJIEeHHUSA MEPCOHAIOM (2 Yyaca)
1. Crpaterus ynpaBieHHsI IEPCOHATIOM.

2. AAMUHHUCTpUPOBAHKE 3aTpaT Ha MEPCOHAI.

3. AAMMHHMCTPUPOBAaHUE POU3BOAUTEIBLHOCTHIO TPYAA.

Tema 5. DIeKTPOHHBIH KaJApOBbIi JOKYMEHTOO0OPOT B YCJIOBHSX Iepexoaa K MOJAeIH
uu¢poBoii IKOHOMUKH (4 yaca)

1. TenpeHIMM pPa3BUTHS KaJpOBOTO JAETONPOM3BOACTBA B pamkax mnporpammbl «lludposas
9KOHOMHKa». [IpoeKT mo mosHoMacmTabHOMY BHEIPEHUIO JIEKTPOHHOTO JOKYMEHTOOOOpOTa.
2. @enepanbHblii 3aKk0H «O MPOBENEHUU 3KCIEPUMEHTA [0 MCIOJIb30BAHUIO 3JIEKTPOHHBIX
JOKYMEHTOB, CBA3aHHBIX C pabOTOI».

3. IloarotoBka CHENHMATIMCTOB B OOJIACTH D3JEKTPOHHOTO KaJpPOBOTO JIOKyMEHTO00OpOTa C
UCIOJIb30BaHUEM 00JIaUHBIX TEXHOIOTUH.

4.4. Conep:kanue caMOCTOSATEIbHON padoThI

Tema 1. KaapoBoe agiMMHHCTPHPOBAHHE B OPraHU3allUH
1. CraHoBJIeHUE AAMUHUCTPUPOBAHUS KaJIPOBBIX TEXHOJIOTHH B Poccum.
2. OCHOBBI OpraHM3alH U BEJICHUS JIEKTPOHHOI'O KaJpOBOr'0 YUeTa.




3. JlIokyMeHTOBeTYeCKOE 00pa30BaHNE B YCIOBUIX MU(PPOBOH SKOHOMHUKH.

Tema 2. DJIeKTPOHHBI [JOKYMEHTOOOOPOT W TMOPSAOK O(QOPMJICHHUSI JOKYMEHTOB,
CONPOBOKAA X TPYAOBbIE OTHOLLICHUSI.

1. Cxema BMKEHUS KapOBOM TOKYMEHTALIUN.

2. IlpenmymiecTBa HCIOJIB30BaHUS 3JIEKTPOHHOIO JIOKYMEHTOOOOpOTa MpHU OPOPMICHUH
JIOKYMEHTOB, COIIPOBOXK/IAIOLIUX TPYJAOBBIE OTHOIIECHNUS.

3. D hHEeKTUBHOCTH MIEKTPOHHOTO JJOKYMEHTOO0OpOTA.

Tema 3. ATMMHHCTPHPOBAaHHE ONIEPALOHHOIO YIIPABJICHHUS NMEPCOHATIOM
1. AIMUHUCTPUPOBAHUE CUCTEMBI PAa3BUTHSI U 00YUEHHUS MTEpPCOHAIA.

2. AIMUHHUCTPUPOBAHNE TEXHOJIOTUH OLICHKH IEpCOHAaJa.

3. AAMUHUCTPHUPOBAHUE CUCTEMbI MOTHBAIIMU NIEPCOHAIA.

Tema 4. ATMMHUCTPHPOBAHHE CTPATErNYECKOI0 YIIPaBJIeHHS MEPCOHAIOM

1. AaMuHHUCTpHUpPOBaHUE JOSUTBHOCTH MTEPCOHAA.

2. Ponp mHGOpPMALMOHHBIX TEXHOJOTUH MpH cOope U 00paboTke MHPOPMALUU O JOSAIHHOCTH
COTPYIHHUKOB.

3. Pa3paboTka nporpaMMsl JOSUIbHOCTH EPCOHATIA B OPraHU3aIUH.

Tema 5. JJIeKTPOHHBII KaAPOBbIH JTOKYMEHTO00OPOT B YCJOBHMSIX Iepexoaa K MOIeIH
HU(PPOBOIl IKOHOMUKHU

1. Ucnonp30BaHKEe UCKYCCTBEHHOT'O MHTEIJIEKTA B KAAPOBOM JTOKYMEHTOOOOPOTE.

2. PoboTusupoBaHHas TOKyMEHTAITHS.

3. O06s13aTeIPHOCTD MPUMEHEHHUSI YCUIICHHON KBATM(DUKAITMOHHOM 3JIEKTPOHHOM MOJITHCH.

5. KoHTpoJib KayecTBa 0CBOCHHA THCHUIIIHHBI

Texymuii KOHTpOJIb M IPOMEKYTOYHAsl AaTTECTalUsl OCYILECTBISIOTCS B COOTBETCTBHM C
«ITomoskeHMEM O TEKYIIEH W TMPOMEKYTOYHOM aTTecTalu OOyJaromuxcsi B ABTOHOMHOM
HEKOMMepueckoil opranuzamun «OOpa3oBaTelnbHas OpraHM3alys BBICHIETO O00Pa30BaHUM»
«YHHUBEPCUTET JKOHOMMKH U YIIPABICHUS».

Bun mpomexyrouHoit arrectaumu —  auddepeHnupoBaHHBIH 3aueT. DopMa MpoOBENCHUS
IIPOMEXXYTOYHOM aTTeCTalluy — IUCbMEHHAs.

@OH/ OLIEHOYHBIX CPEICTB 10 AUCLUIUIMHE IPUBEIEH B NpuioxeHuu K PIT/I.

6. YueOHO-MeTOAMYECKOE o0eceyeHue U CIMIIINHEI

Ky3pmuuoB A.B JlenoBoe anMuHuctpupoBaHue: ONOpHBIM KOHCIEKT JIEKIMH. -
Cumopeponons: AHO «OOBO» «YDVY», 2018. - 263 c. 13k3.

7. IlepeyeHb OCHOBHOM M JONOJHUTEJIbHOHI y4eOHOH JUTEPATYypPbl, HEO0X0AMMOM A5
OCBOCHMS JUCIHUIIIMHBI

@) OCHOGHaA TUumepamypa:

1. Kopones E.H. AamunucrpupoBanne CYB]I: yue6Hoe mocodme / Kopones E.H.,
Tumykos b.H., Manapeikun A.B. — Boponex: BopoHexckuii rocy1apcTBEHHbIN TEXHUUYECKUI
yausepcutet, 9bC ACB, 2021. — 156 c. — ISBN 978-5-7731-0947-1. — TekcT: 3J1IeKTpOHHBIN
// TPR SMART: [caiit]. — URL: https://www.iprbookshop.ru/118629.html (mara oGpameHus:
16.10.2023). — Pexxum nocTtyma: ajisi aBTOPU3UP. TOJIb30BaTeNIeh

0) oonoanumenvHan a1umepamypa
1. CremanoBa E.H. Cucrtema 3eKTpOHHOTO TOKYMEHTOOOOpOTa (00JIadyHOE pelIeHHE):
yaebnoe nmocobue / CrenanoBa E.H. — Mocksa: Aii [Iu Ap Meaua, 2021. — 182 c¢. — ISBN




978-5-4497-0767-3. — Tekct: oanekrponnsii // IPR  SMART: [caiir] — URL:
https://www.iprbookshop.ru/101357.html (mara obpamenus: 16.10.2023). — Pexum moctyma:
JUIsL aBTOPU3UD. MI0JIb30BaTENEH

8. Ilepeuenb pecypcoB HHGOPMAIMOHHO-TEJIEKOMMYHUKAIIUOHHONH  CeTH
«HHTEepHeT», HEOOXOAMMBIX VISl OCBOCHUS JUCHHUILINHBI

1. Hudopmanmonno-npaBoBori moprtan «lapant»: odumumansubeii cait. — URL:
http://www.garant.ru — TeKcT: 371eKTPOHHBIH.

2. Iudporoii obpazoBatenbHbIl pecypc «IPRsmarty: odunmaneuseiii caiitt. — URL:
http:// www.iprbookshop.ru/ — TekcT: 37eKTpOHHBIH.

3. Hayunwni xypHan «Monogoii yueHbli»: odumuaneHeii  caiit. - URL:
https://moluch.ru/ - TekcT: 3meKTpOHHBII

4. Poccuiickuii )XxypHAJI MEHEeDKMeHTa: odurmansabiid cailT. - URL: https://rjm.spbu.ru/ -
Tekcer: 2IeKTpOHHBIN

9. Meronuyeckue YKa3aHUs 1l 00y4al0IUXCH
110 OCBOCHHIO TUCIHUILINHEI

[Ipu nmpoBeneHuid JEKIMHA, CEMUHAPCKHUX (MPAKTHUYECKUX) 3aHATHH, CaMOCTOATENBbHON paboTe
0o0y4aroIuXxcsl MPUMEHAIOTCS WHTEPaKTUBHBbIE (OPMBI IPOBEACHUS 3aHATUH C  LEIBIO
HOTPYKEHUsSI 00y4aloIUXCs B pealbHyI0 aTMocdepy NpodecCHOHANIBHOTO COTPYIHUYECTBA IO
pa3pelieHnIo IpooaeM, ONTUMAIbHON BBIPAOOTKM HABBIKOB M KauecTB OYyyIIEro CHelUaInucTa.
WnuTepakTuBHbIC (POPMBI IPOBEICHUS 3aHATHI MPENONIaraloT 00y4eHue B COTpyiHu4ecTBe. Bee
YY4aCTHUKHA 00pa3oBaTesbHOTO Tpoliecca (mpernogaBaTenb U 00yJaronuecs) B3auMOIeHCTBYIOT
Jpyr ¢ Opyrom, oOMEHHBAIOTCA MH(pOpPMaLKel, COBMECTHO PELIAIOT MPOOJIEMBbl, MOACIHPYIOT
CUTYALHIO.

B yuebHOM mporiecce UCHOIb3YI0TCS HHTEPAKTHBHBIE (DOPMBI 3aHATHIA:

- TBOpYECKOe 3ajaHue. BelnosHeHHe TBOpYECKHUX 3aJaHuil TpebdyeT oT oOyuaromierocs
BOCIIPOM3BEICHHE TIOJIYYEHHOU paHee uHGopMaIu B ¢popme, ONpeaessieMoil IpernoiaBaTesiem,
U TpeOyrolel TBOPUECKOr0 OAX0/a;

- rpymnmoBoe oOcyxnaenue. ['pynmoBoe o0cCyxkIeHHE KOro-mubo BOIpOca HANpaBICHO Ha
JOCTH)KEHUH JIyYIIEro B3aUMOIIOHMMAHUS M CHOCOOCTBYET Jy4YIlIEMY YCBOECHHUIO HM3y4aeMOro
MarepHaa.

B Xxozme ocBOeHMS IUCHMIIMHBI HpPU NPOBEIECHUM KOHTAKTHBIX 3aHATUH MCHOJIb3YHOTCA
cienyiomme (HopMbel 00yueHHs, CIOCOOCTBYMOIUE (OPMHUPOBAHUIO KOMIIETEHIUH: JIEKIUH-
TUCKYCCHM; KeHc-MEeTOA; pellleHHe 3a/ad; CUTYallMOHHBIH aHaiu3; oOcykaeHue pedeparoB U
JIOKJIA/IOB; pa3pabOTKa rPyIMIOBBIX MPOEKTOB; BCTPEUYH C MPEICTABUTEISMHU IOCYJapCTBEHHBIX U
0O0IIECTBEHHBIX OPraHU3aIH.

10. ITepeyennb HH(POPMAIIMOHHBIX TEXHOJIOT U, HCIIO0JIb3YEeMbIX IIPH OCYIIECTBJICHUH
o0pa3oBaTeIbHOIO MpoLecca Mo JMCUUILVINHE, BKJIYas epedyeHb IPOrpaMMHOro
olecrieyeHnst 1 HHPOPMAIMOHHBIX CIPABOYHBIX CHCTEM (IIPH HEOOXOAMMOCTH)

B mporecce NEKIMOHHBIX M MPAKTUYECKUX 3aHATUN HCIOJB3YeTCs CIEAyIolIee MpOorpaMMHOE
obecrneyeHue:

*mporpaMmel, o0ecrieuynBaroIye 10cTyn B ceTh «MHTepHeT» (Hanpumep, «Google chromey);
*MporpaMMBbl, IEMOHCTPAIUKA BUIEO MaTepHalioB (HarpuMmep, mpourpeiBatenb «Windows Media
Player»);


http://www.garant.ru/
https://www.iprbookshop.ru/
https://moluch.ru/
https://rjm.spbu.ru/

*mporpaMMbl A7 JEMOHCTpPAllMM M CO3JaHUs Tpe3eHTanuid (Hampumep, «Microsoft
PowerPoint).

11. Onucanue MaTepuaIbHO-TEXHUYECKOT0 o0ecneyeHnsl, He00X0AUMOM ISt
ocylIecTBJIeHHs 00Pa30BaTeIbLHOIO MPOIEecca M0 JUCHUILINHE

I[.HSI npenoaaBaHvsl AJUCHUIIIIMHBI HE Tpe6yeTc;1 CIICHUAJIBHBIX MAaTCPpHUAIIbHO-TCXHUYICCKUX
CpencTB (J1abopaTOpHOTO OO0OPYAOBAaHMS, KOMIBIOTEPHBIX KJIaccoB H T.I.). OgHAKO BO BpeMs
JICKOUOHHBIX BaHHTHﬁ, KOTOPBIC MPOBOAATCA B 60JII:HIOI>'I AyAUTOPUH, UCIIOJIB30BATL ITPOCKTOP
JUISL IGMOHCTpALMK CIIalI0B, CXeM, TaOJWIl U Mpodero marepuana, HOyTOyku Asus, Lenovo,
MHUKPO(OHBI.
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