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HNnaexc

AUCHHUILINHBI
HaumeHoBaHue AU CHUILIMHBI
1o y4eOHOMY
IJIAHY
ELO.05 AJIMUHUCTPUPOBAHUE U KAJIPOBBII

JAOKYMEHTOOBOPOT

Lenb nzyyenust

[TonyueHue cTylneHTaMH MarucTparypbl, OOYYaroIIMXCs [0 HAIpPaBIICHUIO

JUCLUILINHBI VYipasieHre nepcoHaoM, 3HaHUI OCHOB aJIMUHUCTPUPOBAHUS U KaJPOBOTO
JIeJIONPOU3BO/ICTBA, a TaKke (OPMUPOBAHUE NIEPBOHAYATIBHBIX HABBIKOB UX
IIPAKTUYECKOI0 MCIOJIb30BaHUS.

Mecto JlucuunianHa OTHOCUTCS K oOs3aTellbHOM 4acTth Ojoka 1. «/lucHmIuimHb

JUCHUIUIMHBL B | (MOAYJM)» TPOrpaMMbl  MarucTparypbl. JIUCHMIUIMHA OTHOCUTCS K

CTPYKType oOsi3arenbHOM wactu Onoka 1. «JlucuumuimHel (MOAYNH)» HPOrpamMMbl

OI1OIT MarucTpaTypshl.

KommeTenmum,

(bopmupyemMbie B

pe3yJibrare OIIK-3

OCBOEHUS

JUCLUIUIMHBI

Conepxanue Tema 1. KagpoBoe agMUHUCTpUpPOBaHUE B OpraHU3alMU

JTUCLUTUIMHBI Tema 2. DNEKTPOHHBIH JOKYMEHTOOOOPOT U HOPSAOK OdopMiIeHUs
JIOKYMEHTOB, COIIPOBOXK/IAIOLIUX TPYAOBbIE OTHOILIECHUS.
Tema 3. AAMHUHUCTPUpPOBaHME ONEPALMOHHOTO YIPABJICHUS IHEPCOHAIOM
Tema 4. AAMUHHUCTPUPOBAHUE CTPATEIMUYECKOIO YIPAaBJIEHMS IEPCOHATIOM
Tema 5. DneKTpoHHBIN KapOBBIA TOKyMEHTOOOOPOT B YCIOBHUSX Mepexona
K MOJIETIU IIU(PPOBOM SKOHOMHKH.

Oomas

TPYJOEMKOCTh 4 3. e. 144 yaca

JMCLUTUIMHBI

®opMma

IIPOMEXYTOYHOM | 3a4yeT ¢ OLEeHKOI

aTTeCcTalluu




COJEPKAHUE

1. Lenp ¥ mnepeyeHb IUIAHUPYEMBIX pE3yJIbTaTOB OOyYEHUsS 10 JIUCLUIUIMHE,
COOTHECEHHBIX C IUNIAHUPYEMBIMU PE3yJIbTaTaMH OCBOEHHSI IPOrpPaMMbl MArUCTPaTyphI
2. Mecto aucuumiuHsel B ctpykrype OITOII Maructpatypsl

3. O0beM [UCHUIUIMHBI B 3a4eTHBIX €JMHULAX C YKa3aHHEM KOJH4YecTBa
aKaJeMUYECKNX YacoB, BBIJICJICHHBIX HA KOHTAaKTHYIO paboTy oOydarommxcs C
npernoaaBaresnieM (10 BUAaM 3aHITHI) U Ha CAMOCTOSITENIbHYIO Pa00Ty 00 yUJarouxcst
4. CopepxaHue JUCHUIUIMHBI, CTPYKTYPUPOBAHHOE 110 TeMaM (pa3jiesiaM) ¢ yKazaHueM
OTBEJICHHOTO Ha HUX KOJMYECTBA aKaJeMUYECKIX YacOB U BUIOB YU€OHBIX 3aHATUI

5. KoHTpoJib KauecTBa OCBOEHUS TUCLIUIIIIMHBI

6. YueOHO-MeToanuyeckoe 00ecreyeHue JUCLUILIMHBI

7. IlepeueHb OCHOBHOW M JOTIOJHUTEIBHON yueOHOH IUTEepaTyphl, HEOOXOIUMOMN IS
OCBOGHUS JUCIUILITUHBI

8. [lepeuenp pecypcoB WH(GOPMAIMOHHO-TEIICKOMMYHUKAITMOHHON cetn «HTepHETY,
HEOOXOUMBIX JJIS1 OCBOCHUS AUCHUTUTHHBL. . ... .eueennenne.n.

9. Meroanueckue ykazanust 111 00y4aronuxcsi 0 OCBOCHHUIO JUCIUTIIIUHBI

10. Ilepeuenb MHGOPMALMOHHBIX TEXHOJOTUH, MCIONb3YyEMbIX IPU OCYIIECTBICHUU
0o0pa3oBaTeNLHOrO IHpolecca IO JUCHMIUIMHE, BKIIOYas IepeueHb MPOrpaMMHOIO
oOecnieueHrs U UH(GOPMALIMOHHBIX CIIPABOYHBIX CUCTEM (IpU HEOOXOUMOCTH)

11. Onwucanne MaTepHaIbHO-TEXHUYECKOr0 OOECIeYeHus, HEOOXOJUMOro JUIs
OCYIIIECTBIIEHUS! 00Pa30BaTEIBLHOTO MPOLIECcca MO AUCLUIIIMHE

12. Tlpunoxxenue x PITJ]

10
10

11
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1. HEJIb U IIEPEYEHD IINTAHUPYEMBbIX PE3YJIBTATOB OBYUYEHUS 11O
JUCIHUIIVIMHE, COOTHECEHHBIX C INTAHUPYEMBIMU PE3YJIbTATAMMU
OCBOEHMUSA TPOI'PAMMBI MAT'UCTPATYPbBI

Henpto  u3ydenuss gucuuiuimHel  51.0.05  AJAMUHUCTPUpOBaHME U KaJIPOBBIH
JIOKYMEHTOOOOpOT SBISETCS TOJy4YeHHE CTYAEHTAaMU MAarucTparypbl, OOy4arommxcs II0
HaIpaBJICHUIO YTpaBJCHUE IMEPCOHAIOM, 3HAHWW OCHOB AJMHUHUCTPUPOBAHUS M KaJpPOBOTO
JEJIONPOU3BOJICTBA, a Takke (HOpPMHUpPOBAHHE NEPBOHAYATIBHBIX HABBIKOB HX MMPAKTHYECKOIO
UCII0JIb30BAHUS.

B pesympratre ocBoenus OIIOIl maructparypsl 0OydYarouuics JOJKEH OBJIAJIETh
CIICYIOIIMMHU PE3yJIbTaTaMH 00yUYCHUS 110 AUCIUILINHE:

Koambt PesyabTaTsl Ilepedyenn niIaHNMpyeMbIX pPe3yJIbTATOB 00y4eHH s
KOMIIeTCHIIUH ocsoenus OITOII 10 JMCUHUIIIHHE
OIIK-3.1. 3HaeT TeopeTHUECKUE U METOJOJIOTHUECKU
OCHOBBI pa3padOTKU M pealn3aludu  CTpaTerui
MOJINTUK M TEXHOJOTWH B 00JacTU yIpaBieHU]
IIEPCOHAJIOM B IMHAMUYHOMU cpelie
Crnocoben OIIK-3.2. VYmeer pa3pabaTeiBaTh M pPEAIN30BaTI
pa3pabarbIBaTh | MEpONIPUATHSA,  HAIpPaBICHHBIE HA  pEaJN3alUK
obecrieunBaTh CTpaTeruy, IMOJUTUK U TEXHOJOTH YIpaBlleHU]
pean3alMio CTpaTeruy NepCcoHAIOM B TMHAMUYHOM Cpele
nomutuk u Texuosorul OIIK- 3.3. YMeer cocTaBisTh JOKYMEHTHI U BECTH
OITK-3 YIIPABJICHUS IEPCOHAIION ,Z[OKYMGHTOOU6OpOT [0 MEpONPUATHAM, CBASAHHBIM
OpraHu3aluu peasiv3anMe CTpaTeruié M IOJUTUK YIPaBJICHU]
JUHAMUYHOM cpene 1 MepCOHAIOM
OLICHUBATh n) OIIK-3.4. Bmageer  JOTMYECKUMH,  PacdeTHO
COLIMAJIbHYIO | aHATMTUYECKUMH, CTaTUCTUYECKUMU
SKOHOMMYECKYIO MaTeMaTHYeCKUMH, AKOHOMHUYECKUMHU
3¢ EKTUBHOCTD COLIMOJIOTMYECKUMH, MICUXOJIOTMYECKUMU I
CHEIMAIbHBIMU  YIPABIEHYECKUMH U APYTUMY

METOJIaM1 IIPOrHO3UPOBAHMSI U OLIEHKU COLIMAIbHOM J
SKOHOMMYECKOM  3(Q(PEeKTUBHOCTH  CTpaTeruil |j
MIOJINTUK IO YIPABIECHUIO NEPCOHAJIOM.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOIIMATUCTPATYPBI

Juctunnuna 51.0.05 AAMUHHCTPUPOBAHUE U KaJIPOBBIN JTOKYMEHTOOOOPOT OTHOCHTCS K
o0s3aTenbHON yacTH 670Ka 1. «Aucuumiuuabl (MOLYIN)» TpOrpaMMbl MarCTpaTypbl 110 HAIIPABJICHUIO
noaroroBkn 38.04.03 VYmpasnenue mnepconanoMm. JucuuniaumHa AJAMHHHCTPUPOBAaHUE U
KaJpOBBI JTOKYMEHTOOOOPOT H3ydaeTcsi OOydarolmMMucs O4HOM ¢Gopmbl 0o0ydeHuss B 3
ceMecTpe, 3a09HON (hOpMBI 00yUEHHUS — BO 2 ceMecTpe.

HpI/I HN3YUCHUU HaHHOﬁ JAUCIHHUITIIMHBI 06yqarouml7lc;1 HUCIOJIB3YCT 3HAaHHA, YMCHUA U
HaBbIKHM, KOTOPLIC C(i)OpMI/IpOBaHI)I B IIpoHecce HU3YUCHHUA MNPCAMICCTBYIOIHUX IUCHHUILIIUH:
CTpaTCFI/ISI YIIpaBJICHUA YCJIOBCUCCKUMU PECYPCAMMU.

3HaHMS, YMEHHUS U  HaBBIKM, T[OJY4YEHHbIE MpPU  U3YYEHUU  JTUCHUIUIMHBI
AJMUHHCTPUPOBAHHE U KaJPOBBIN JOKYMEHTOOO0POT, Oy IyT HEOOXOAUMBI ISl YIIIYOJIEHHOTO U
OCMBICJIICHHOTO ~ BOCTIPHUSITUSl  JUCUMIUIMH: VIHHOBallMOHHBIE TEXHOJOTHMH  pa3pabOTKH,

000CHOBaHHUSA U MPUHATHS KaAPOBBIX pelieHni, OyHKIIMOHAIbHO-CTOMMOCTHOM aHAIN3 CHCTEMBI
U TEXHOJIOTUU YIpPaBICHHA IepcoHanoM, KopnopaTuBHas conuanbHas OTBETCTBECHHOCTD,
Crparerndeckoe ynpaBieHUE YEIOBEYECKUMU PECYPCAMHU.
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3. OBBbEM JUCHUIIINHLI B 3AUETHBIX EJMHULIAX C YKA3AHUEM
KOJIMYECTBA AKAJIEMUYECKHUX YACOB, BBIJIEJTEHHBIX HA KOHTAKTHYIO
PABOTY OBYYAIOIINXCS C IPENOJABATEJIEM (IIO BUJIAM 3AHSITHIN) M HA

CAMOCTOSITEJIbHYIO PABOTY OBYUAIOLUXCSI

OO6mas TpyaoeMKOCTh (00BbEM) MUCHMIUIMHBI COCTaBJIIeT 4 3adeTHble eAuHUIBl (3. e.), 144
aKaJIeMUYECKHX Yaca.

3.1. O0béM TMCUMITMHBI 0 BUAAM YUeOHBbIX 3aHATHI (B Yacax)

st ounoii popmbl 00yueHust
OO0wast TpyA0EMKOCTh AUCHUIIMHBI COCTABIISAET 4 3a4éTHbIC eMHUIbI 144 yacoB

O0béM TUCHHUIINHBI Bcero yacos

OO611ast Tpy10€MKOCTh JTUCIUTIITUHBI 144
KonrakTHas pabora 44
AynautopHas pabora (Bcero): 44
Jlekuun 28
CeMuHapbl, NPaKTUYECKUE 3aHATHS 16
CamMocTosiTenbHas paboTta o0yyaronuxcs (BCero) 100
Kypcoas pabora -

3adeT ¢ OLIEHKOHI +

st 3a04HOi (popMBI 00yUeHH S
O6mas TpyA0€MKOCTh AUCHHUIUINHBI cocTaBiseT 4 3auéTHble enuHulbl 144 yacoB

O0BbEéM JUCHUTIIHHBI Bcero yacoB
OO611ast TPy10€MKOCTh JTUCITUTITUHBI 144
KonTtakTHas paboTa 10
AynuropHas paboTa (Bcero): 10
Ulexnm 6
CeMuHapbl, NPaKTUYECKUE 3aHATHS 4
CamocrosTenbHas paboTta o0ydaronmxcs (BCero) 130
Kypcosast pabota -
3aueT ¢ OLEHKOMN 4




4. COAEP) KAHUE JUCIUIIVIMHBL, CTPYKTYPUPOBAHHOE 110 TEMAM
(PA3AEJIAM) C YKASAHUEM OTBEJAEHHOI'O HA HUX KOJIMYECTBA
AKAJTEMAYECKHNX YACOB 1 BUJIOB YYEBHBIX 3AHATUI

4.1. Pa3gennbl AUCHMIUVIMHBI M TPYIAOEMKOCTh MO BHJAaM Y4YeOHBIX 3aHATHH (B
aKaJeMH4YeCKHX 4acax)

HanmeHoBaHHE TEMBI Bcero KoandecTBO 4acoB

KonrakTHas paGora Bueayaur.

3 pabora
=

3 o o Jlekuun Ipaktuyec | Camocr.

s = & KHe pabora

17l lslglslgls

g 518|888

1. |K
AJ[POBOC a/IMHHHCTPHPOBAHNC B 28 | 28 | 4 | 2 | 4 | - | 20 | 26
OpraHI/I3 aluu.

2. | DJIEeKTPOHHBIN JOKYMEHTOOOOPOT U
NopsAI0K 0hopMIIEHUS TOKYMEHTOB,
COTMPOBOXKIAIOIINX TPYIOBbIE

28 30 6 2 2 2 20 | 26

OTHOLICHHA.

3. | AIMUHUCTpPUPOBAHHE

OTICPAITMOHHOTO YIIPABJICHHUS 30 26 6 - 4 - 20 26
IEPCOHAIOM

4. | ATMUHHUCTpUPOBaHHE
CTPaTEernyecKoro yrnpaBJieHUs 28 30 6 2 2 2 20 26
HEPCOHAIOM
ONEKTPOHHBIN KaJpOBBIN

5. | TOKyMEHTOOOOpOT B YCIOBUSAX 30 26 6 i 4 i 20 26
nepexoaa K MoJiesiu uQpoBoit
HKOHOMHKH
Bcero mo aucuuminnae 144 140 28 6 16 4 100 | 130
KoHTpoib + 4
Hroro 144 | 144

4.2. Conep:xaHue THCUMILINHBI, CTPYKTYPUPOBAHHOE MO TeMaM (pa3aejiam)

Tema 1. KaapoBoe aAMMHHCTPUPOBaHUE B OPraHU3aALMHU

[TonATHIHBIN annapar KagpoBOro0 aJIMHHHMCTpHUpOBaHUA. DyHKIHHM aJIMHUHHCTPHUPOBAHUS
KaJIpOBBIX TEXHOIOTMH. PerynmpoBaHue M periiaMeHTanus agMUHUCTPUPOBAHUS KaJpPOBBIX
TEXHOJIOTMII B JEHCTBYIOIIMX HOPMAaTHBHBIX NPaBOBBIX akTax Poccuiickoil Penepannu.
CraHOBIIEHHE aAMUHUCTPUPOBAHUS KaJpOBBIX TEXHOJIOTUH B Poccun.

Tema 2. DIeKTPOHHBIH JOKYMEHT0000POT M MOPSAOK 0(QOPMJIEHUS [OKYMEHTOB,
CONPOBOKAAIIINX TPYAOBbIE OTHOLLICHUS.

ONEKTPOHHBIM KaJpOBbIH TOKYMEHTOOOOPOT. OCHOBHBIE XapaKTEPUCTUKH 3JIEKTPOHHOTO
JNoKyMeHTooOopoTa. Cucrema 53IEKTPOHHOrO JOKyMeHTooOopoTa. IlpaBuma paboTel ¢
AJNIEKTPOHHBIMH JIOKYMEHTaMH. (CxemMa JBH)KEHMsS KaapoBOMl nokymeHTauuu. [Ipemmymiectsa
UCTIOJIb30BaHUSl  DJIEKTPOHHOTO  JIOKyMEHTOoOOpoTa Tpu  O(GOpPMIEHHH  JOKYMEHTOB,
COTIPOBOKAAIOIINX TPYIOBbIE OTHOLIEHUS. DPPEKTUBHOCTD 3JIEKTPOHHOTO JOKYMEHTO000pOTA.

Tema 3. ATMMHHCTPHPOBAaHME ONIEPALMOHHOIO YIIPABJICHHS MEPCOHAJIOM




CopnepxaHue ONEpPallMOHHOTO YIPABJIEHUS IE€PCOHAJIOM. 3aJaud aAMHHHCTPUPOBAHUS
ONEPALIMOHHOTO  YIpPABJIEHUS MNEPCOHAIOM. AJMUHUCTPUPOBAHME IIpollecca  aJalTaluu
nepcoHasa.  AJIMMHHUCTPUPOBAaHUE  CHCTEMbl  pa3BUTHA U OOydyeHUs  IEepcoHaa.
AJMUHUCTPUPOBAaHHE TEXHOJOIMHM OLEHKH IepcoHana. AJMHHUCTPUPOBAHUE CHCTEMBI
MOTHBALIMH [IEPCOHAA.

Tema 4. AAMUHMCTPUPOBAHME CTPATErHYECKOI0 YIIPABJIECHUS MEPCOHAIOM

Crpateruss ynpasieHUs NEpPCOHAIOM. AJMHUHHUCTPUPOBAHUE 3aTpaT Ha IE€PCOHAI.
AJMUHUCTPUPOBAHHE IPOU3BOAUTENBHOCTBIO TPyAa. AJMHUHUCTPUPOBAHME JIOSIBHOCTU
nepconana. Ponb uHOpMAIMOHHBIX TEXHOJOTHUA NpH cOope u 00paboTke HHPOPMALUH O
JOSTIBHOCTH COTPYAHUKOB. Pa3paboTka nporpaMmsl JIOSUIBHOCTH IIEPCOHAIIA B OpraHU3alHH.

Tema 5. DyIeKTPOHHBII KaAPOBbIii JOKYMEHTO000POT B YCJIOBHUSIX lepexoAa K MoJe/H
u(poBoii IKOHOMUKHU

TenaeHIMK pa3BUTHS KAJAPOBOTO JEIONPOM3BOJICTBA B pamkax mporpammsbl «Lludposas
9KOHOMHKa». [IpoeKkT 1Mo mosHoMacmTabHOMY BHEIPEHHUIO 3JEKTPOHHOIO JOKYMEHTO0OOpOTa.
@®enepanbHblil 3ak0H «O MpPOBEAEHUM SKCIEPUMEHTA [0 HCIIOJIB30BAHUIO 3JIEKTPOHHBIX
JIOKYMEHTOB, CBA3aHHBIX C pa0oToil». [loaroroBka crenuagucToB B 00JACTH 3JIEKTPOHHOTO
KaJIpOBOT0 JIOKYMEHTOO0OpOTa C MCIOJIb30BAaHUEM O0OJAaYHbIX TexHojioruil. Mcnonp3oBaHue
UCKYCCTBEHHOI'O  HHTE/UIEKTa B  KaJpoBOM  JOKyMeHTooOopoTe. PoboTusmpoBaHHas
nokymeHTtarus. O0s3aTeNbHOCTh MPUMEHEHUS! YCHIIEHHOW KBaTM()UKAIIMOHHOW SIEKTPOHHOU
HOJIHCH.

4.3. Conep:kaHue NPaAKTHYECKUX 3aHATHII (0uHasi popma 00yuyeHus )

Pa3z[e.m)1, TEMbI, JHJAKTHYCCKHC ¢INHUIbI

Tema 1. KaapoBoe agiMHMHHCTPpUPOBaHUE B opranu3anuu (4 yaca)

1. IToHsTHITHBIN anmapaT KaJApoBOro aAMUHUCTPUPOBAHUS.

2. @YHKIMY aIMUHUCTPUPOBAHUS KaJIPOBBIX TEXHOIOT .

3. PerymupoBanume M periameHTanus aJMUHUCTPHUPOBAHUS KaJpPOBBIX TEXHOJOTUH B
JICHCTBYIOIMX HOPMATHUBHBIX IPABOBBIX akTax Poccuiickoit Penepanum.

Tema 2. DJIeKTPOHHBIA [JOKYMEHTOOOOPOT MW MOPSAAOK OGOpMJICHHS JAOKYMEHTOB,
CONPOBOKAAIO KX TPYAOBbIE OTHOLIEHUH (2 yaca)

1. DneKTpOHHBIA KaJgpoBBIH TOKYMEHTO000pOT. OCHOBHBIE XapaKTEPHUCTUKU HIIEKTPOHHOIO
JIOKyMEHTO000poTA.

2. Cuctema 311eKTPOHHOT0 IOKyMEHT0000poTa.

3. IIpaBusia paboThI C 3EKTPOHHBIMU JOKYMEHTaMH.

Tema 3. ATMMHHCTPHPOBAaHNE ONIEPALMOHHOIO YIIPABJICHHUS NEPCOHAIOM (4 yaca)
1. ConeprkaHue ONEepaLlMOHHOTO YIIPABJIECHUS IIEPCOHAIIOM.

2. 3aja4n aIMUHUCTPUPOBAHUS ONIEPALMOHHOIO YIIPABJIEHUS IEPCOHATIOM.

3. AIMUHHCTPHPOBAHUE MPOLIECCA AAANTAIMH IEPCOHAA.

Tema 4. ATMMHHCTPHPOBAaHME CTPATETHYECKOI0 YIIPABJICHHUS NEPCOHAJIOM (2 yaca)
1. Ctparerus ynpaplIeHHs IEPCOHATIOM.

2. AIMUHHUCTpPUPOBAHUE 3aTPAT HA IEPCOHAI.

3. AAMHHHCTPUPOBaHUE MPOU3BOAUTEIHLHOCTHIO TPYAA.

Tema 5. DIeKTPOHHBIH KaJApOBBbIH JOKYMEHTO0000POT B YCJOBHSIX INepexoa K MoJeH
un¢poBoii IKOHOMUKH (4 1yaca)

1. TenaeHMU pa3BUTHSA KaJIpPOBOTO JIEJOMPOM3BOJACTBA B pamkax mporpammbl «lludpoBas
9KOHOMHKa». [IpOEKT MO MOJHOMACIITAOHOMY BHEIPEHHIO JJIEKTPOHHOTO JOKYMEHTOO0OOpOTA.
2. ®epepanbHbll 3aK0H «O MTPOBEAEHUH SKCIEPUMEHTA IO MCIOIb30BAHUIO JJIEKTPOHHBIX
JIOKYMEHTOB, CBSI3aHHBIX C pabOTOI».

3. TloaroroBka CHENHUATIMCTOB B OOJACTH 3JIEKTPOHHOTO KAJIPOBOTO JOKYMEHTOOOOpOTa C
MCIIOJIb30BaHNEM OOJIAYHBIX TEXHOJIOTUH.




4.4. Conep:xaHue caMOCTOSITeIbHON padoThl

Pa3z[e.111>1, TEMbI, JUJAKTHYCCKHEC ¢ANHHUIbI

Tema 1. KagpoBoe aAMMHUCTPUPOBAHUE B OPraHU3ALNHU

1. CraHoBiieHUE aIMUHUCTPUPOBAHMSI KaJPOBBIX TEXHOJOrUM B Poccun.
2. OCHOBBI OpraHU3aIUH U BEICHUS SJIEKTPOHHOTO KaJpPOBOr0 yUeTa.

3. JlokyMeHTOBeJueCKOe 00pa30BaHUE B YCIOBHSIX IIM(PPOBON SIKOHOMUKH.

Tema 2. DJIeKTPOHHBIA JOKYMEHTOOOOPOT M MNOPSAAOK O(opMJIeHHS [TOKYMEHTOB,
CONPOBOKAAIOIIUX TPYAOBbIC OTHOLLICHHS.

1. Cxema nBUKEHUS KaJApOBOM TOKYMEHTAIUH.

2. IlpeumymiecTBa HUCHOJB30BAHUS AIIEKTPOHHOIO JOKYMEHTOOOOpOTa mpu o(opMIeHUN
JIOKYMEHTOB, COIIPOBOXKIAIOIIUX TPYAOBbIE OTHOILICHUSI.

3. D¢ (heKTUBHOCTB IEKTPOHHOTO JOKYMEHTOO0OPOTA.

Tema 3. AAMUHMCTPUPOBAaHME ONEPANMOHHOIO YIIPABJIECHUSA MEPCOHAIOM
1. AnMuHHCTpUpPOBAaHUE CUCTEMBI Pa3BUTHUS U O0yUYEHUS IIEPCOHAIA.

2. AIMUHHCTPUPOBAHUE TEXHOJIOTUU OLIEHKH MEepPCOHaA.

3. AIMUHUCTPUPOBAHKE CHCTEMBI MOTHBAIIMH NEPCOHAIA.

Tema 4. ATMUHHCTPHPOBAHHE CTPATErNYECKOT0 YIIPABJIECHHS EPCOHAIOM

1. AnMuHHCTpHpPOBaHHE JIOSIIBHOCTH [IEPCOHAA.

2. Ponb MHpOPMAIIMOHHBIX TEXHOJIOTHHA NMpU cOope u 00paboTke MHGOPMAIMHU O JIOSJILHOCTH
COTPY/AHHUKOB.

3. Pa3zpaboTka mporpamMmsl JIOSJILHOCTH IIEPCOHAJIA B OPraHU3aIlNH.

Tema 5. DIeKTPOHHBIH KaJApOBBIH JOKYMEHTO0000POT B YCJOBHMAIX Iepexoga K MOJeJH
u(poBoii IKOHOMUKHU

1. Ucnonp30BaHnEe UCKYCCTBEHHOT'O MHTEIVIEKTa B KaJIpOBOM JJOKYMEHTOO0OpOTE.

2. PoGoTu3upoBaHHast JOKYMEHTAIUSI.

3. O6s13aTeIbHOCTh MPUMEHEHHS YCUIIEHHON KBaTU(PUKAIIMOHHON 3JIEKTPOHHOMN MOJIHUCH.

5. KOHTPOJIb KAYECTBA OCBOEHUSA JUCIUITJIMHBbI

Texymui KOHTPOJIb U NMPOMEXKYTOYHAS aTTECTALUSA OCYLIECTBISAIOTCS B COOTBETCTBUH C
«IlonoxeHnnem o TeKylled M TNPOMEXKYTOYHOM aTTecTaluyd OOydaroIuxcsi B ABTOHOMHOM
HEKOMMepueckoi opranuzanuu «OOpa3zoBaTenbHas OpraHM3alUs BBICIIETO OOpa30BaHMSI»
«YHHBEPCUTET SKOHOMHKH U YIIPABICHUS.
Bua npomexyrounoil arrectaunu —  audd@epeHurpoBaHHbI 3auer. dDopMa NpOBENCHUS
IIPOMEKYTOUYHOM aTTECTalMU — IMCbMEHHASI.

@oHI OLIEHOYHBIX CPEICTB 10 AUCLUIUIMHE IIPUBEJEH B IpuioxeHuu Kk PIT/I.

6. YYHEBHO-METOJNMYECKOE OBECIIEYEHUE JUCIUIIJINHbI

AnvunuctpupoBanre OC Unix : yueOHOe ocobue. — 4-e¢ uzn. — Mocksa : UHTepHeT-
VYausepcurer Madopmanmonnsix Texuonornit (MHTYUT), A#t [In Ap Menuna, 2026. — 303 c.
— ISBN 978-5-4497-0855-7. — Texkcr : anmekTpoHHbI# // LludpoBoii 00pa3oBaTenbHbBIN pecypc
IPR SMART : [caiiT]. — URL: https://www.iprbookshop.ru/146323.html (mara oOparmeHus:
21.01.2026). — Pesxxum moctyna: it aBTOPU3HP. MOJIb30BaTEICH

7. IEPEYEHb OCHOBHOM U g[OHOJIHI/ITEJILHOﬁ YUEBHOW JIUTEPATYPHI,
HEOBXOJIUMOM IJIs1 OCBOEHU S JUCLUIIJIAHBI

a) ocHoéHaA Tumepamypa:
1. Kopones E.H. AamunuctpupoBanne CYBJl: yde6HOe mocobue / Kopones E.H.,
TumykoB b.H., Manapeikun A.B. — Boponex: BopoHeKCKUil TOCYy1apCTBEHHBIA TEXHUYECKHUI
yausepcuret, ObC ACB, 2021. — 156 ¢. — ISBN 978-5-7731-0947-1. — TeKcT: 37eKTPOHHBIH




// TPR SMART: [caiit]. — URL: https://www.iprbookshop.ru/118629.html (mara oGpameHus:
21.01.2026). — Pekum mocTyma: A1 aBTOPHU3HP. MTOJIb30BATEICH

2. Kysnuenoa, M. B. KonbuneHuaaibHoe ICIONPOU3BOJICTBO M 3alIUIICHHBIHA
3JICKTPOHHBINA IOKYMEHTO0000pOT : yueOHoe mocodue / 1. B. Ky3nenona, I'. A. XauaTpstH. — 2-¢
u3n. — Mocksa : Al [Tu Ap Menua, 2026. — 192 c. — ISBN 978-5-4497-3878-3. — Tekcr :
anextpoHHed // IludpoBori obpazoBarenbhblii pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/145149.html (nara oGpamienus: 21.01.2026). — Pexxum poctymna:
JUTsL aBTOPU3UP. TOJIb30BaTENEH

3. Momikos, M. E. BBeneHnue B cucteMHoe aiMHUHHCTpUpoBanue Unix : yueOHOE mocooue
/ M. E. MomkoB. — 4-e¢ u3n. — MockBa : HuatepHer-YHuBepcurer HMHpOpMaIMOHHBIX
Texunonoruit (MHTYUT), Aii [Tu Ap Menua, 2026. — 207 c. — ISBN 978-5-4497-0906-6. —
Tekcr : anexkrponusiit // I{udposoit odpazoBarenshbiii pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/146338.html (mara oGpamienus: 21.01.2026). — Pexxum poctymna:
IUTsL aBTOPU3UP. TOJIb30BaTENEH

0) OononHumenvHan aumepamypa

1. CrenanoBa E.H. Cucrema 31eKTpOHHOTO JOKYMEHT00OOpoTa (001ayHOE pelleHue):
yuebnoe nocobue / CremanoBa E.H. — Mocksa: Aii [Tu Ap Menua, 2021. — 182 c. — ISBN
978-5-4497-0767-3. — Texkct: onektponnbii // IPR  SMART: [caiit]. — URL:
https://www.iprbookshop.ru/101357.html (mata obpamenus: 21.01.2026). — Pexum pocryma:
JUTSL aBTOPU3UP. TIOJIb30BaTENEH

8. IEPEYEHb PECYPCOB UH®OPMAIIMOHHO-TEJJEKOMMYHUKAIIMOHHOM
CETU «<MHTEPHET», HEOBXOJAUMBIX JIs1 OCBOEHUSA JUCIHUITJIMHbI

1. WudopmammonHo-npaBoBoii moptan «lapant»: odunuansHelii caiit. — URL:
http://www.garant.ru — TekcT: 3JIeKTPOHHBII.

2. ludporoii obpazoBatenbHbil pecypc «IPRsmarty: odunmaneusiii caitt. — URL:
http:// www.iprbookshop.ru/ — TekcT: 31eKTpOHHBII.

3. Hayunwni xypHan «Mosnogoit yueHsli»: odunuaneHbli caiit. -  URL:

https://moluch.ru/ - Tekct: 3MeKTPOHHBII
4. Poccuiickuii )ypHaI MeHeKMeHTa: odunnanbubii cait. - URL: https://rjm.spbu.ru/ -
TekcT: ANeKTPOHHBII

9. METOAUYECKHUE YKA3AHUSA VIS OBYYAIOIIIUXCS
1O OCBOEHUMIO I CIIMITJIMHBbI

[Tpu npoBeaeHM JEeKUUH, CEMUHAPCKUX (IPAKTMUYECKUX) 3aHATHI, CaMOCTOATEIbHOW padoTe
o0yyaroImuxcst TNPUMEHSIOTCS HWHTEpaKTHBHbIE (OPMBI MPOBEAEHUS 3aHATHH C 1LEJIbI0
HOTPYKEHUsT 00yJaroIUXCs B pealbHyI0 atMoc(epy MpodhecCHOHAIBHOTO COTPYIHHYECTBA 110
paspelIeHnio npolieM, ONTUMaIbHOM BEIPAaOOTKH HABBIKOB M Ka4eCcTB OYAYILEro CrernuanucTa.
WnTepakTuBHBIE (hOPMBI IPOBEACHUS 3aHATHI MpeanonaraoT oOydyeHue B coTpynHndectse. Bee
YYaCTHUKH 00pa30oBaTeIbHOIO Ipoliecca (MpernoaaBaTelib U 00yJaronmecs) B3auMOACHCTBYIOT
Ipyr ¢ Opyrom, oOMEHHMBAIOTCAd MH(POpPMAaLUeH, COBMECTHO PELIAOT MPOOJIEMBI, MOAEIUPYIOT
CUTYALHIO.

B yueGHOM mpoliecce UCTIOIb3YIOTCSl HHTEPAaKTUBHBIE (POPMBI 3aHATHI:

- TBOpYECKOE 3aJaHMe. BrlmomHeHHWe TBOpUECKUX 3aJaHMi TpedyeT oOT oOydvaromerocs
BOCIIPOU3BEICHNE TIOJIYYEHHONW paHee nH(popManuu B GpopMe, onpeaensieMol MpenoaaBaTeieM,
U TpeOyroleil TBOpYECKOro MoaX0/1a;

- rpynnoBoe oOcyxaeHue. ['pynmoBoe oOCykIeHHE KOro-imbo BOIpoca HalpaBiIeHO Ha
JOCTMDKEHUH JIYUYIIEro B3aUMOIIOHMMAHHS M CHOCOOCTBYET JyYIIEMY YCBOEHHUIO HM3Y4aeMOro
MmarepHaa.
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B X04€ OCBOCHUSA MOUCHUIUIMHBI TIpHU TIIPOBCACHHUUN KOHTAKTHBIX 3aHATUN HCIOJIB3YIOTCHA
ciaenyromue (GopMbl 00ydeHHs, CIOCOOCTBYIOMMUE (GOPMHUPOBAHUIO KOMITETCHIIMMA: JICKITUH-
JMICKYCCHH;, KeMC-METOM; pelIeHHe 3a]ad; CUTYAllMOHHBIA aHaiu3; oOcyxkaeHue pedeparoB U
JIOKJIAJIOB; pa3pabOTKa IrPYyIIOBBIX POSKTOB; BCTPEUYH C MPEJACTABUTEIISIMU TOCYIapCTBEHHBIX U
OOLIECTBEHHBIX OpraHU3alui.

10. IEPEYEHb HH®OPMAIIMOHHBIX TEXHOJIOT U, UCTTIOJIb3YEMBIX ITPH
OCYHECTBJEHUU OBPA30OBATEJIBHOI'O IPOLUECCA 11O JUCIUIIVIMHE,
BKJUIIOYASA HIEPEYEHB ITPOI'PAMMHOI'O OBECIIEYEHUA U
NHOOPMALNMNOHHbBIX CITPABOYHbIX CUCTEM (ITPUM HEOBXOJINMOCTH)

B mporiecce NEKIMOHHBIX U MPAKTUYECKUX 3aHATHI HCIOJIB3YETCs CIEIYIOIIee MPOrpaMMHOE
oOecrieueHue:

*mporpaMMel, obecrieunBaroiie 10ctyn B cetb «aTepHeT» (Hanpumep, «Google chromey);
*IporpaMMebl, IEMOHCTPAIMH BHIEO MaTepuaoB (HarpumMep, npourpeBarenb « Windows Media
Playery);

*mporpaMMbl AUl JEMOHCTpPAllMM M CO3JaHUS mpe3eHTanmid (Hampumep, «Microsoft
PowerPointy).

11. ONMCAHHUE MATEPHAJIbHO-TEXHUYECKOTI'O OBECIIEYEHMS,
HEOBXOJIUMOI JJ151 OCYIECTBJIEHUS OBPA30OBATEJIBLHOI'O ITPOLIECCA
MO JUCHUIJIMHE

I[JISI npenoaaBaHusa JUCHUITIINHBI HC TpCGyCTCﬂ CIICIIUAJIbHBIX MaTCpHraJIbHO-
TEXHUUYECKUX CPEACTB (1a00paToOpHOTro 000pyI0BaHUS, KOMIIBIOTEPHBIX KJIACCOB U T.11.). OIHAKO
BO BpPEMs JICKIMOHHBIX 3aHﬂTHfI, KOTOPBIC IPOBOAATCA B 60HBHIOI>1 AyaAUTOPUH, HUCIIOJIL30BATH
MMPOCKTOP AJII AEMOHCTpAllun CJI@.IZI[OB, CXEM, Ta6J'II/II_I " IpoYero Marepuaia, HOYT6YKI/I ASUS,
Lenovo, MUKpOQOHBL.

Hepequb JIMOCH3UOHHOT'O u CBO60)1H0 paciapoCcTpaHiaICMoro porpaMMHOTO
obecrieueHrs, B TOM YHCJIe OT€YECTBEHHOrO Mpou3BoacTBa: Microsoft, Windows, Microsoft
Office, LibreOffice, Apxusatop 7-zip, Adobe Reader, KoncynsrantILitoc, Kaspersky Security,
VLC, Media Player, TTpomeTeii.
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