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HNnaexc

AMCUMUILINHBI
110 yueGHOMY HaumeHoBaHMe TUCUMIIIIMHBI
ILUIAHY
B1.0.05 AJIMUHUCTPUPOBAHUE U KAJIPOBBIN

JOKYMEHTOOBOPOT

Llenb nzyyenus

[ToryueHue cTyneHTaMU MarucTpaTypbl, 00yJaroIMXCs MO HaIpaBIICHUIO

JTUCHUTUTUHBI VYrpasneHue rnepcoHaioM, 3HaHUM OCHOB aIMUHHCTPUPOBAHUS U KaJAPOBOTO
JEJIONPOU3BOJICTBA, a TaKke (POpMHUpPOBAHUE MEPBOHAUATHHBIX HABBIKOB UX
MPaKTUYECKOr0 UCTIOIb30BAHMS.

Mecto JlucnumniamHa OTHOCUTCS K oOs3aTelbHOM yacth Ojoka 1. «/(ucouminHb

JTUCIHUIUIMHBI B | (MOAYJIM)» TPOTpaMMbl  MarucTparypbl. JMCIUIUIMHA OTHOCUTCS K

CTPYKTYpeE obsi3aTrenbHOM YacTh Oyioka 1. «JIUCIUIUIMHBI (MOJYJIN)» TIPOTPAMMBI

OI1OIT MarucTparypsl.

KommeTenum,

¢dbopmupyembie B

pe3yJbTaTe OIIK-3

OCBOEHUS

JUCIUILTAHBI

Copepxanue Tema 1. KagpoBoe agMUHUCTpUpPOBaHUE B OPraHU3ALMH

JTUCIUTUTUHBI Tema 2. DAEKTPOHHBIM JTOKYMEHTOOOOPOT H TOPAIOK O(OpPMIICHHS
JIOKYMEHTOB, COIMPOBOK/IAIOIINX TPYJOBbIE OTHOIICHHUS.
Tema 3. AAMUHHCTPUPOBAHUE OIMEPALMOHHOTO YIPABICHUS MEPCOHAIOM
Tema 4. AAMUHUCTPUPOBAHHME CTPATETMUYECKOTO YIPABICHHUS NEPCOHATIOM
Tema 5. DneKTpOHHBIN KaJApOBHIN TOKYMEHTOOOOPOT B YCIOBUSIX TEepexo/ia
K MOJIETIN IIU(PPOBOI SKOHOMHKH.

O061mas

TPYJAOEMKOCTb 4 3.e. 144 yaca

JUCIUIUTMHBI

®dopma

IIPOMEXYTOYHOM | 3a4eT ¢ OLEeHKOI

aTTecTaluu




COJEPKAHUE

1. Lens ¥ mepedyeHb IUIAHUPYEMBIX pE3yAbTaTOB OOYYEHHUS IO JUCIUIUIUHE,
COOTHECEHHBIX C IUNIAHUPYEMBIMU PE3yJIbTaTaMH OCBOEHHSI IPOrPaMMbl MArUCTPATYPhbI
2. Mecto aucuumiauHsel B ctpykrype OITOII MmaructpaTypsl

3. O0beM [JUCHUIUIMHBI B 3aU€THBIX EAMHMUIIAX C YyKa3aHUEM KOJIMYEeCTBa
aKaJeMUYECKHX 4YacOB, BBIJCIEHHBIX Ha KOHTAaKTHYIO paboTy oOydaroummxcs ¢
npenoaaBaresieM (10 BUAAM 3aHATHI) U Ha CAMOCTOSITEIIBHYIO paboTy 00yJaromuxcs
4. Copneprkanue TUCHUIUIMHBI, CTPYKTYPUPOBAHHOE IO TeMaM (pazfeniaM) ¢ yKa3aHHeM
OTBEJICHHOTO Ha HUX KOJMYECTBA aKaJeMUYECKIX YacOB U BUOB YU€OHBIX 3aHATHI

5. KoHTpo:b KauecTBa OCBOCHUS JUCHUTUIMHBI

6. YueOHO-MeToanyeckoe o0ecneueHue UCLUILTHHBI

7. IlepeueHb OCHOBHOW M JOTIOJHUTEIBHON Y4eOHOH TUTEpaTypbl, HEOOXOIUMON st
OCBOEHUS JUCLUIIINHBI

8. [lepeuenp pecypcoB MHPOPMALMOHHO-TEIEKOMMYHUKAIIMOHHOW cetn «VHTepHeT»,
HEOOXOAUMBIX JUISl OCBOSHHS JUCHUIUIMHBL. . ... .vueneneee..

9. Meronnyeckue yka3zaHus 1Jis 00yJaromuXcs 0 OCBOCHHUIO TUCIIUILIHHEI

10. Ilepeuenp MH(OPMAITMOHHBIX TEXHOJOTUH, HMCIIOJIB3YEMbIX IpPH OCYIIECTBICHUU
0o0pa30BaTeNpHOTO Mpollecca MO TUCHUIUIMHE, BKJIOYas IMepedeHb MPOTrpaMMHOIO
oOecrieyeHns U MHPOPMAITMOHHBIX CIIPABOYHBIX CHCTEM (IIPU HEOOXOIUMOCTH)

11. Onucanme MaTepUaTbHO-TEXHHUYECKOTO OOeCIeYeHusl, HEeO0OXOIUMOTo IS
OCYILECTBIICHHS 00pa30BaTEILHOTO MPOLIECCa MO JUCIUTUINHE

12. Ipunoxenue x PITJ]

10
10

11
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1. HEJIb U IIEPEYEHD IINTAHUPYEMBIX PE3YJIbTATOB OBYUYEHMUS 110
JUCHUIIVIMHE, COOTHECEHHBIX C INTAHUPYEMBIMHU PE3YJIbTATAMHM
OCBOEHMs TIPOTPAMMbBI MATUCTPATYPBI

Ilenbro

W3y4YCHUS

JUCLIUTIIAHBI
JIOKYMEHTOOOOpOT SBISETCS TOJy4YeHUE CTYACHTaMU MAarucTparypsl,

b1.0.05 AIMHUHHCTpUPOBAHHME U  KaJIpOBBIU

oOydJaronmxcst 1o

HAaIPaBJICHUIO YTPABJIEHUE IEPCOHAIIOM, 3HAHUH OCHOB AJMUHHCTPUPOBAHUSA WU KaJApOBOIO
JIETIOTIPOM3BOJICTBA, a Takke (OPMHPOBAHHME TEPBOHAYAIBHBIX HABBIKOB WX MPAKTHUYECKOTO

HUCIIOJIBb30BaHU.

B pesynbrate ocBoenuss OIIOII maructpatypsl

oOy4Jaronuiicss JOHKEH OBJIAJICTh

CIIEITYIOIIMMH pe3yJIbTaTaMy O0YYeHHUs 0 TUCIHUILINHE:

Koambt Pe3yabTaTsl IlepeyeHb MIAHUPYEMBIX Pe3yJbTATOB 00y4YeHUs
KOMIIETCHIM U ocsoenus OITOII 10 TUCHUILIHHE

OIIK-3.1. 3HaeT TeOpeTHUECKUE U METOJ0JIOTHUECKHU

OCHOBBI pa3pabOTKM M peanu3aldyd CTpaTerui

MOJIMTUK ¥ TEXHOJIOTHHA B 00JacTH YIpaBIICHU]
MEePCOHAIIOM B IMHAMUYHOM Ccpefie

Crniocoben OIIK-3.2. VYmeer paspabaTeiBaTh U pealn30BaT

pa3pabaThIBaTh | MeponpUATHs, HANpaBlIeHHbIE Ha  pealn3aluK

obecrnieunBaTh CTpaTeruu, TMOJUTUK W TEXHOJOTHHA YIpaBIICHU!
peaiM3aluio CTpaTeruy NepcoHasoM B TMHAMUYHOMN Cpele

nomutuk u texunonorul OIIK- 3.3. YMeer cocTaBisiTh JOKYMEHTBHI U BECT]

OITK-3 yIpaBiIeHUs IEPCOHANON JOKYMEHTOOOOPOT MO MEPOINPHUSATHSIM, CBS3aHHBIM

OpraHu3anuu
JTAHAMUYHON cpene |
OILICHUBAThHb 150
COIMAIBHYIO I
SKOHOMUYECKYIO

3¢ PeKTUBHOCTD

peanu3anyMe CTpaTerMi M IOJUTHUK YIIPaBJICHU

MEPCOHAIOM

OIIK-3.4. Bnageer  JOTUYECKMMH,  PACUETHO|
aHAJIUTUYECKUMU, CTaTUCTUYECKUMHY
MaTeMaTUYeCKUMH, SKOHOMUYECKUMH
COLIMOJIOTHYECKUMH, MICUXO0JIOTHYECKUMHU ]
CHELHUATbHBIMU  YNPABICHYECKUMU U APYTHUM]

METOJIaMH IPOTHO3UPOBAHHUS M OIIEHKU COIMATBHON ]
HSKOHOMHYECKOH  3((HEKTUBHOCTH  CTpaTerwii |
HOJIMTHK T10 YIIPABICHUIO TIEPCOHATIOM.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOIIMAT'UCTPATYPbI

Jucuummna b1.0.05 AZMUHUCTPUPOBAHHE U KaJIPOBBI JOKYMEHTOOOOPOT OTHOCHTCS K

o0s3arensHON yacTr 6moka 1. «ucuummmHbl (MOIYIIH)» MPOrpaMMBI MarucTpaTypsl [0 HAIIPABICHUIO

noaroroBku  38.04.03 VYmpasnenue mnepcoHanoMm. JluciuniauHa AJIMHUHUCTPUPOBAHHE U

KaJIPOBBIM JTOKYMEHTOOOOPOT H3y4aeTcss OOydJarommMucs oO4dHOH ¢Gopmbl oOydeHHs B 3

ceMecTpe, 3a04HON (OopMBI 00YUEHHUS — BO 2 CEMECTpe.

[Tpy u3yyeHUM NaHHON NUCUUIUIMHBI OOYYAIOLIUMNCS HUCIHOJIB3YyeT 3HAHUS, YMEHUS U
HABBIKH, KOTOPBIE CQOPMHUPOBAHBI B IMPOILECCE H3YUEHHUS MPEINICCTBYIONIUX TUCIUIUINH:
Crparterus ynpaBjieHHs Y€IOBEYECKUMHU PECYPCAMHU.

3HaHus,

YMCHUA n HaBBIKH,

MOJIYYCHHBIC npu HU3YyUCHUUA JUCHUITIIMHBI

AJIMUHHCTPUPOBAHUE U KAJAPOBBIN JOKYMEHTOOOOPOT, OyAyT HEOOXOIUMBI JJISI YIITYOJICHHOTO 1

OCMBICJICHHOT'O

BOCIIPUSATUS

JUCHUIIINH:

VHHOBallMOHHBIE  TEXHOJOTUU  pa3pabOTKH,

000CHOBaHHUS U MIPUHSTUSA KaJIPOBBIX pelieHn, OyHKIIMOHAIbHO-CTOUMOCTHOMN aHaJIu3 CUCTEMBI
U TEXHOJIOTMM YIpaBieHUsi mepcoHasioM, KopmopaTuBHas colMaibHas OTBETCTBEHHOCTb,
Crparernyeckoe yrnpapieHUE YEIOBEYECKUMHU PECYPCaMHU.
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3. OFPBEM JIUCHUIIVINHBI B BAYETHBIX EAMHUIIAX C YKA3SAHUEM
KO/INYECTBA AKAJEMHYECKHUX YACOB, BBI/IEJIEHHBIX HA KOHTAKTHYIO
PABOTY OBYUYAIOIIIUXCA C MPENOJABATEJEM (IIO BUJIAM 3AHATUN) UHA

CAMOCTOATEJIBHY IO PABOTY OBYYAIOIUXCA

OO6mast TpyaoeMKOCTh (00BEM) MUCHMIUIMHBI COCTaBIISICT 4 3adeTHble eauHHIBI (3. €.), 144
aKaJeMUYeCKHX Jaca.

3.1. O0béM TMCUMITUHBI 0 BUAAM Y4eOHBIX 3aHATHH (B Yacax)

st ouHo# popmbl 00yUeHust
OO6mmas TpyA0€MKOCTh AUCITUIUIMHBI COCTABIISIET 4 3a4€THBIC eAMHUIIBI 144 yacoB

O0béM THCHUIINHBI Bcero yacos

OO11ast TPyA0EMKOCTh TUCIIUILIHHBI 144
KonrakTHas pabora 44
AynuTtopHas pabora (BCero): 44
Jlexun 28
CeMuHAphl, TPAKTUYECKUE 3aHATUS 16
CamocrosiTenpHast paboTa o0ydaronuxcs (BCero) 100
KypcoBas pabota -

3a4yeT C OIEHKOU +

st 3a04Ho0i opmbl 00yueHust
OO6mas TpyA0€MKOCTh AUCITUIUIMHBI COCTABIISIET 4 3a4€THBIC eAMHUIIBI 144 yacoB

O0béM TMCHUIIMHBI Bcero yacos

OO11ast TPyA0EMKOCTh TUCIIUILIHHBI 144
KonrakTHas pabora 10
AynuTtopHas pabora (BCero): 10
Ulextuu 6
CeMuHapbl, IPaKTUUECKUE 3aHATHS 4
CamocrosiTenpHas paboTa oOyqaronuxcs (BCero) 130
Kypcoas pabora

3aueT c OLEHKON 4




4. COAEP) KAHUE JUCIUIIVIMHBL, CTPYKTYPUPOBAHHOE 110 TEMAM
(PA3JAEJIAM) C YKASAHUEM OTBEJEHHOI'O HA HUX KOJIMYECTBA
AKAJTEMAYECKHNX YACOB 1 BUJIOB YYEBFHBIX 3AHATHUI

4.1. Paspennl IMCOMIVIMHBI W TPYA0EMKOCTh IO BHIAM Y4eOHBIX 3aHATHH (B
aKaJeMH4YeCKHX 4acax)

HanmeHnoBaHMe TeMbl Bcero KosmuecTBo yacos
KonrakTHas paGora Bueayaur.
= padora
qf, o o Jlekuun IpakTtuyec | Camocr.
2 = S KHe pabora
Sl |l o lolo|lo] oo
218 288 28 8%
. | KagpoBoe aqMuHUCTpUPOBAHUE B )8 )8 4 5 4 ) 20 | 26
OpraHu3aIu.
DIEeKTPOHHBIN JOKYMEHTOOOOPOT U
nopsAI0K 0hopMIIEHUS TOKYMEHTOB, )8 30 6 5 5 5 20 | 26
COTIPOBOXKIAIOIINX TPYIOBbIE
OTHOIICHHUS.
. | AIMUHUCTpUpPOBaHUE
OIIEPALlMOHHOI0 yIIPaBICHUS 30 26 6 - 4 - 20 26
MEPCOHAIIOM
. | ATMUHUCTPUPOBAHUE
CTPATErnyeCcKoro ynpaBjiCHHUs 28 30 6 2 2 2 20 26
NEPCOHAIOM
DJIEKTPOHHBIN KaJpOBbBIN
. | TOKyMEHTOOOO0POT B YCIOBHUSIX 30 26 6 i 4 i 20 | 26
nepexojia K Moeu ¢ poBon
SKOHOMMKH
Bceero nmo aucumnae 144 | 140 | 28 6 16 4 | 100 | 130
KonTpoas + 4
Hroro 144 | 144

4.2. Conepkanue JMCHHUIIMHBI, CTPYKTYPHPOBAaHHOE 110 TeMaM (pa3aesam)

Tema 1. KagpoBoe aAMMHUCTPUPOBAHHE B OPTaHU3ALNH

[ToHATHIiHBIN amnmapaT KaJpoBOro aAMUHUCTpUpOBaHMs. DyHKIUU agMUHUCTPUPOBAHUS
KaJIpOBBIX TEXHOJOTUMU. PerynnpoBaHue M perinamMeHTanMs aJIMHHHACTPUPOBAHMUS KaJIpOBBIX
TEXHOJIOTMM B JEHCTBYIOIIMX HOPMATHUBHBIX IIpaBOBbIX akrTax Poccuiickonn ®denepanuu.
CraHOBIIEHHE aIMUHUCTPUPOBAHUS KaJPOBBIX TEXHOJIOTHI B Poccuu.

Tema 2. DIeKTPOHHBIH JOKYMEHTO00OPOT M NOPSIAOK O0(OpPMJIEHHS JAOKYMEHTOB,
CONPOBOKAAIIIUX TPYAOBbIC OTHOLICHH.

DJEeKTPOHHBIA KaJpOBBIH TOKyMEHTO000pOT. OCHOBHBIE XapaKTEPUCTUKU SJIEKTPOHHOTO
nokymMeHTooOopoTa. CucremMa d3JIEKTPOHHOTO JOKyMeHToobOoporta. IlpaBuma paboTel ¢
AJIEKTPOHHBIMU JOKyMeHTaMu. (Cxema IBMXXEHMsI KaapoBOHl AokyMmeHTanuu. lIpenmyinectBa
UCTOB30BaHUSl  DJIEKTPOHHOTO  JIOKyMEHTOoOOpoTa mpu  O(GOpPMIEHHH  JOKYMEHTOB,
COIIPOBOKIAIOIIUX TPYIOBbIE OTHOLICHUA. D(P(HEKTUBHOCTH 3JIEKTPOHHOTO JOKYMEHTOO00POTA.

Tema 3. AAMUHUCTPUPOBAHME ONEPANMOHHOTIO YIIPABJIEHUS MEPCOHAIOM




CopnepxaHue ONEpallMOHHOTO YIIPaBJIEHUS IEPCOHAJIOM. 3aJayd aAMHHHCTPUPOBAHUS
ONEPAallMOHHOTO  YIPABJICHUA IEPCOHAIOM. AIMMHHCTPUPOBAHME MpOILEcca  ananTaluu
nepcoHana.  AIMHUHHCTPUPOBAHHME  CHUCTEMbl  Pa3BUTHA M OOydeHHs  IEepcoHaa.
AIMUHUCTPUPOBAHUE TEXHOJIIOTMHM OLEHKM IEpcOHaNa. AJIMHUHHUCTPUPOBAHUE CUCTEMBI
MOTHBALIMH [IEPCOHAIA.

Tema 4. AIMUHMCTPUPOBAHME CTPATErMYECKOr0 YIIPABJIEHHUS NEPCOHAIOM

Crpareruss ynpaBieHUs MEpPCOHAIOM. AJMHMHHMCTPUPOBAHUE 3aTpaT Ha IMEPCOHAI.
AJMUHUCTPUPOBAHHUE IPOU3BOAUTEIBHOCTBIO Tpylda. AJIMHUHUCTPUPOBAHUE JIOSUIBHOCTH
nepcoHana. Ponb MH(OpMAIMOHHBIX TEXHOJOTMHA mpu cOope W 00paboTke HHPOPMALUHU O
JOSIBHOCTH COTPYAHUKOB. Pa3paboTka mporpaMMel J10SIBHOCTH IIEPCOHANA B OPraHU3aLUH.

Tema 5. DJIeKTPOHHBII KaJAPOBbIii JOKYMEHTO000POT B YCJOBHUSX MEPeXoAa K MOJeJIH
Hu(poBoii IKOHOMUKHU

TenaeHIMK pa3BUTHS KAJAPOBOTO JEIONPOM3BOJICTBA B paMmkax mporpammbl «Lludposas
9KOHOMHKa». [IpoeKT 1mo mosHoMacmTabHOMY BHEIPEHUIO JIEKTPOHHOTO JOKYMEHTOOOOpOTa.
@®enepanbHblil 3ak0H «O TNPOBEACHUM SKCIEPUMEHTA 110 MCIOJIb30BAHUIO 3JIEKTPOHHBIX
JIOKYMEHTOB, CBA3aHHBIX C paboToi». IloaroroBka crnennanucToB B 00JACTH 3JIEKTPOHHOTO
KaJpOBOT0 JIOKyMEHTOO0OpOTa C HCIOJb30BaHUEM OOJAaYHBIX TeXHOJOTrHi. Vcmonb3oBaHue
UCKYCCTBEHHOTO  HHTE/UIEKTa B KaJApOBOM  JOKyMeHTooOopore. PoGorusmpoBaHHas
nokyMmeHTtarus. O0s13aTeNbHOCTh MPUMEHEHUS! YCHWJICHHOW KBAaJM(DHUKAIIMOHHON 3JEKTPOHHOM
HOJITUCH.

4.3. Conep:xanue nNpakTH4eCcKUX 3aHATHH (0uHasi popma 00yueHus1)

Pa3znennl, TeMbl, TUAAKTHYECKHE eJHHUIbI

Tema 1. KaapoBoe axMuHHCTPpHpPOBaHME B OpraHu3anuu (4 yaca)

1. TloHsTHIHBINA anmapaT KaJpoBOr0 aIMUHUCTPUPOBAHUSI.

2. @YHKIUHU aIMUHUCTPUPOBAHUS KaIPOBBIX TEXHOJIOTHUI.

3. PerymupoBaHme u perinamMeHTanns AIMUHUCTPUPOBAHMS KAApPOBBIX TEXHOJIOTMH B
JEHCTBYIOIMX HOPMATUBHBIX IPaBOBBIX akTax Poccuiickon denepanuu.

Tema 2. DJeKTPOHHBIA JOKYMEHTOO0OPOT W TNOPAAOK OGopMJIeHHSI TOKYMEHTOB,
CONMPOBOXKAANINX TPYAOBbIe OTHOLIEHUH (2 yaca)

1. DNEeKTpOHHBIA KaAPOBBIH JOKYMEHTOOOOPOT. OCHOBHBIE XapaKTEPUCTUKH IJICKTPOHHOTO
JIOKyMEHTO000pOTA.

2. Cucrema 3JIEKTPOHHOTO JOKYMEHTO00O0pOTa.

3. IlpaBuiia paboThI C 3JIEKTPOHHBIMH JJOKYMEHTAMH.

Tema 3. AIMUHMCTPUPOBAHNE ONEPALMOHHOTIO YIIPABJIEHHS NepPcoHaIoM (4 yaca)
1. ConepxaHue onepaliOHHOIO YIIPaBIEHUS [IEPCOHATIOM.

2. 3ajauu aIMUHUCTPUPOBAHUS ONIEPALMOHHOTO YIIPABIECHHS IEPCOHATIOM.

3. AAMMHHMCTpPUpPOBaHUE NPOIlECcCa AAANTALUN IEPCOHAIIA.

Tema 4. AAMUHUCTPUPOBAHME CTPATErHYECKOI0 YIIPABJIEeHUSA MEPCOHAIOM (2 Yyaca)
1. Crpaterus ynpasieHHsI IEPCOHATIOM.

2. AAMUHHUCTpUPOBAHKE 3aTpaT Ha MEPCOHAI.

3. AAMMHHMCTPUPOBAHUE POU3BOAUTEIBLHOCTHIO TPYAA.

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

1. TenpeHIMM pPa3BUTHS KaJpOBOTO JAEJONPOM3BOACTBA B pamkax mnporpammbl «lludposas
9KOHOMHKa». [IpoeKT mo mosHOMacmTabHOMY BHEIPEHUIO JIEKTPOHHOTO JOKYMEHTOOOOpOTa.
2. @enepanbHblii 3aKk0H «O MPOBENEHUU 3KCIEPUMEHTA [0 MCIOIb30BAHUIO 3JIEKTPOHHBIX
JIOKYMEHTOB, CBA3aHHBIX C pabOTOI».

3. IloaroToBka CHENMAIMCTOB B OOJIACTH B3JEKTPOHHOTO KaJpPOBOTO JIOKyMEHTO0OOpOTa C
UCIOJIb30BaHUEM 00JIaUHBIX TEXHOIOTUH.




4.4. Conep:xanue caMOCTOSITeIbHON padoThl

Pa3znenbl, TeMbl, TUAAKTHYECKHE e JHHUIbI

Tema 1. KagpoBoe aAMMHUCTPUPOBAHHE B OPTaHU3ALNH

1. CraHoBiEeHME aAMUHUCTPUPOBAHUS KaAPOBbIX TEXHOIOIHMM B Poccuu.
2. OcHOBBI OpraHU3aIUH U BEJICHUS JIEKTPOHHOT'O KaJpOBOT0 YUeTa.

3. JlokymMeHTOBegueCKOoe 00pa30BaHUE B YCIOBHSIX IIU(PPOBOH S3KOHOMUKH.

Tema 2. DJeKTPOHHBIA JOKYMEHTOO0OPOT W TNOPAAOK OGopMJIeHHSI TOKYMEHTOB,
CONMPOBONKIAIIINX TPYAOBbIE OTHOLLICHUSI.

1. CxeMa BMXEHUS KaIpOBOM JOKYMEHTAIMH.

2. IlpeumymiecTBa HCIOJIB30BAHUS DIEKTPOHHOTO JOKYMEHTOOOOpOTa mpu OQOpMICHUU
JIOKYMEHTOB, COIIPOBOXKIAIOIIUX TPYJAOBbIE OTHOIICHHUS.

3. D PexTUBHOCTD INEKTPOHHOTO JOKYMEHTO00O0POTA.

Tema 3. AAMUHUCTPUPOBAHME ONEPANMOHHOTIO YIIPABJIEHUS MEPCOHAIOM
1. AIMUHUCTPUPOBAHKE CHCTEMBI Pa3BUTHS U 00YUEHUS MEpCOHAIA.

2. AAMUHHUCTPUPOBAHUE TEXHOJIOTHH OLICHKH MEPCOHAIIA.

3. AAMMHHMCTPUPOBAaHUE CUCTEMbI MOTUBAILIUU IEPCOHATIA.

Tema 4. AIMUHMCTPUPOBAHME CTPATErMYECKOr0 YIIPABJIEHUS MEPCOHAIOM

1. AIMUHUCTPUPOBAHUE JIOSIBHOCTHU MIEPCOHANIA.

2. Ponp mHGOpMAIIMOHHBIX TEXHOJIOTHH Mpu cOope u 00paboTke MHPOpPMAIUU O JIOSUTBHOCTH
COTPYIHUKOB.

3. Pa3paboTka nmporpaMMebl JIOSJILHOCTH TIEPCOHAJIA B OpraHU3aI|H.

Tema 5. DIeKTPOHHBIH KaJApOBbIi JOKYMEHTOO0OPOT B YCJIOBHMSX Iepexoaa K MOAeIH
Hu(poBoii IKOHOMUKHU

1. Ucnionb30BaHue HCKYCCTBEHHOTO MHTEIUIEKTA B KaIpOBOM JJOKYMEHTOO0OpOTE.

2. PoGoTu3upoBanHas JOKyMEHTAITHSI.

3. O0s13aTeNbHOCTh NPUMEHEHHUS] YCUIIEHHON KBAJTM(PUKAIIMOHHOMN 3JI€KTPOHHOM MOJIIHCH.

5. KOHTPOJIb KAYECTBA OCBOEHUSA JUCHUIIJINHBI

Texkymuil KOHTPOJIb U MPOMEXYTOYHAsT aTTECTAalUsl OCYLIECTBISAIOTCS B COOTBETCTBHUM C
«[lonoxxeHueM o TeKylled W TPOMEKYTOUHOW aTTecTalMH OOydarouuxcs B ABTOHOMHOM
HEKOMMepuecKoil opranmzauun «OOpa3oBaTenbHas OpraHu3alis BBICHIETO OOpa30BaHU»
«YHHUBEPCUTET SKOHOMHKH U YIIPABIICHUSI.
Bun mpomexyrounoi arrectarmuu —  auddepeHuupoBaHHbI 3adeT. Dopma MpoBeaEHUS
MIPOMEKYTOUHOM aTTECTallMU — MUChbMEHHASI.

@OoH/| OLIEHOYHBIX CPEJCTB MO TUCIUILIMHE MPUBEACH B npuiioxkeHuu k PITJI.

6. YHEBHO-METOJUYECKOE OBECIIEYEHHUE JUCHUIIJINHBI

AnmvunnctpupoBanue OC Unix : yaeOHOe mocobue. — 4-e¢ u3a. — Mocksa : HTepHeT-
Yuusepcurer Uadopmarnmonnsix Texunomoruit (MHTYUT), Aii ITu Ap Meaua, 2025. — 303 c.
— ISBN 978-5-4497-0855-7. — Texkcr : anekTponHbii // LludpoBoit 00pa3oBaTebHBIA pecypc
IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/146323.html (mara oGpamieHus:
21.01.2025). — Pesxxum goctyna: aJist aBTOPU3HP. TOJIb30BATENCH

7. NEPEYEHb OCHOBHOM 1 LZ[OI'[OJIHHTEJILHOFI YUEBHOM JIATEPATYPBI,
HEOBXOJINMOMU J1JIA OCBOEHUA JTUCHUIIJINHBI

@) OCHOGHaA Tumepamypa:
1. Kopones E.H. AamunucrpupoBanne CYB]I: yue6Hoe mocodme / Kopones E.H.,
Tumykos b.H., Manapeikun A.B. — Boponex: BopoHexckuii rocy1apcTBEHHbIN TEXHUUYECKUI
ynusepcutet, 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:
21.01.2025). — Pesxum goctyna: it aBTOPU3HP. TOJIb30BATENCH

2. Ky3nenoa, M. B. KouduaeHnmambHOE JEIONPOU3BOJCTBO M 3alllMINCHHBIN
3JICKTPOHHBINA TOKYMEHTO000pOT : yueOHoe mocodue / M. B. Ky3nenona, I'. A. Xauatpsa. — 2-¢
u3a. — Mocksa : At [Tu Ap Meaua, 2025. — 192 ¢. — ISBN 978-5-4497-3878-3. — Tekcr :
snexktpoHHed // IludpoBoii obOpazoBatenbHblli pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/145149.html (mara oGpamenusi: 21.01.2025). — Pexum moctyma:
JUTS aBTOPHU3UP. TTOJIb30BaTeINei

3. Momkos, M. E. BBeneHnue B cucteMHoe aiMHHUCTpUpoBanue Unix : yueOHOE mocooue
/ M. E. MomkoB. — 4-e¢ u3n. — MockBa : Hnateprer-YHuBepcurer MHpOpMaIMOHHBIX
Texnonoruit (MHTYUT), Ait IIu Ap Menua, 2025. — 207 c. — ISBN 978-5-4497-0906-6. —
Tekcr : anexktponnslit // L{udposoit odpazoBarensubiii pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/146338.html (mara oGpamenusi: 21.01.2025). — Pexum moctyma:
JUTS aBTOPHU3UP. TTOJIb30BaTeINei

0) Oononnumenvhan 1umepamypa

1. CrenanoBa E.H. Cuctema 371eKTpOHHOTO TOKyMEHTOOOOpoTa (00JayHOE perieHue):
yuebHoe nocobue / CrenmanoBa E.H. — Mocksa: Aii [Tu Ap Menua, 2021. — 182 c. — ISBN
978-5-4497-0767-3. — Tekcr: onektponnsiii // IPR  SMART: [caiit]. — URL:
https://www.iprbookshop.ru/101357.html (mara oGpamenus: 21.01.2025). — Pexxum pocryna:
JUTSL aBTOPHU3UP. TTOJIb30BaTelNei

8. IEPEUEHb PECYPCOB HH®OPMAIIMOHHO-TEJEKOMMYHUKAIIMOHHOM
CETU <MHTEPHET», HEOBXOAUMBbIX J1JI1 OCBOEHUA JUCHUITJINHBI

1. HudopmanmonHo-npaBoBoii moptan «l'apant»: odunuaneueii caiit. — URL:
http://www.garant.ru — TeKCT: JIEKTPOHHBIH.

2. Ludposoii obpazoBarenbHbIl pecypc «IPRsmart»: odpunmaneueii caidt. — URL:
http:// www.iprbookshop.ru/ — TekcT: 37E€KTpPOHHBIM.

3. Hayunwii sxypHan «Momogol yd4eHblit»: o¢unuaneHbelii  caidt. - URL:
https://moluch.ru/ - TekcT: aMeKTpOHHBIH

4. Poccuiickuii )KypHaJI MEHEKMEHTa: opunnanbabiid caifT. - URL: https://rjm.spbu.ru/ -
TeKCT: AIEeKTPOHHBIN

9. METOAUYECKHUE YKA3ZAHUA IJI51 OB YYAIOIIUXCSA
11O OCBOEHUMIO TN CHUIIJIMHBI

[Ipu mpoBeneHuid JEKIMHA, CEMUHAPCKHUX (MPAKTHUECKUX) 3aHATHH, CaMOCTOATENBbHON padoTe
0o0y4aroIuXxcsi NPUMEHAIOTCS WHTEpaKTUBHBIE (OPMBI IPOBEACHUS 3aHATUH C  LEIBIO
HOTPYKEHHUsSI 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 MPOOJIEMBbI, MOACIHPYIOT
CUTYALHIO.

B yuebHOM mporiecce CHOIb3YI0TCS HHTEPAKTHBHbIE (DOPMBI 3aHATHI:

- TBOpYECKOe 3ajaHue. BrplnosHeHHe TBOpYECKHUX 3aJaHuil TpedyeT oT oOyuaromierocs
BOCIIPOM3BEICHHE TIOJIYYEHHOM paHee uHpopMalu B ¢popme, ONpeaessieMoil IpernoiaBaTesiem,
U TpeOyrolel TBOPUECKOr0 MOIX0/a;

- rpymnmoBoe oOcyxnaenue. ['pymnmoBoe o00cCyxkIeHHE KOro-mubo BOIpOca HANpaBICHO Ha
JOCTM)KEHUM JIyYIIEro B3aUMOIIOHMMAHUS U CHOCOOCTBYET Jy4IlIEMY YCBOECHHUIO HM3y4aeMOro
MarepHaa.
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B xome ocBOeHHMS IUCHUIUIMHBI TPU TMPOBEACHUM KOHTAKTHBIX 3aHATHH HCIOJIB3YIOTCS
ciaenyromuye (GopMbl 00ydeHUs, CIOCOOCTBYOMHKE (HOPMHUPOBAHUIO KOMIICTCHIIMM: JICKIIUH-
TUCKYCCHM;, KEHC-METOM; pelIeHHe 3a/iady; CUTYallMOHHBIA aHAIMU3; OOCYXKIcHHE pedeparoB U
JIOKJIAJIOB; pa3padOTKa rPYIITOBBIX MPOEKTOB; BCTPEUH C MPEICTABUTEISIMU TOCYIaPCTBEHHBIX H
OOIIECTBEHHBIX OpPTraHU3aINN.

10. TIEPEYEHb HH®OPMAIIMOHHBIX TEXHOJIOT U, UCTTOJIb3YEMBIX ITPU
OCYHECTBJIEHUHU OBPA3OBATEJIBHOI'O ITPOLHECCA 110 JUCHUIIJIMHE,
BKJUIIOYASA IEPEYEHDB ITPOI'PAMMHOI'O OBECIIEYEHUA U
NHOOPMANMNOHHBIX CITPABOYHbBIX CUCTEM (ITPM HEOBXOAUMOCTHN)

B mporecce NEKIMOHHBIX W MPAaKTUYECKUX 3AHATHI HCIIONIB3YETCS CIEAYIOIIEe MPOrpaMMHOE
o0ecrieyeHue:

*porpaMMebl, 00ecTieYrBaIOINe JOCTYI B ceTh «IHTepHEeT» (Hanpumep, «Google chromey);
*IporpaMMbl, TEMOHCTPAIIMH BHIE0 MaTepualoB (HarpumMep, npourpeiBarens « Windows Media
Player);

*mporpaMMbl A7 JEMOHCTpPAllMM M CO3JaHHUs mpe3eHTanuid (Hampumep, «Microsoft
PowerPointy).

11. ONMCAHUE MATEPHAJIbHO-TEXHUYECKOI'O OBECIIEYEHMS,
HEOBXOJUMOIi /151 OCYIIECTBJIEHMSI OBPA30BATEJILHOIO MPOLIECCA
MO JUCUMUILINHE

Jlis  mpenomaBaHus —UCHUIUIMHBL HE TpeOyeTcs ChelnuadbHBIX MaTepuaibHO-
TEXHUYECKUX CPENICTB (J1a00paTOPHOTO 000PYI0BaHMSI, KOMIIBIOTEPHBIX KJIACCOB U T.I1.). OJTHAaKO
BO BpeMsl JIGKIIMOHHBIX 3aHSATHI, KOTOPhIE MPOBOAATCS B OOJBIION ayJUTOPUU, HUCIIOJIB30BATh
IPOCKTOP ISl JEMOHCTPAIMU CJIAlI0B, CXeM, TAOJHIl ¥ MPOYEro Marepuaia, HOyTOyku Asus,
Lenovo, MUKPO(OHBL.

[lepeyeHb  JTUIICH3MOHHOTO W CBOOOJHO  pAaCIpPOCTPAHSEMOrO  IPOTPAMMHOTO
oOecrievyeHrs, B TOM YHCJIE OTEYECTBEHHOTo MpousBojacTBa: Microsoft, Windows, Microsoft
Office, LibreOffice, Apxuarop 7-zip, Adobe Reader, Koncynsrantllmtoc, Kaspersky Security,
VLC, Media Player, [IpomeTeii.
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