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YTBEPXKJIAIO:

W. 0. nexana SKOHOMHYECKOro akyIbTeTa
[Mommxos 1O H: -

21 anpesst 2020r

PaGouas mnporpamma yd4eOHOM mucuuiuinHbl «KagpoBoe aAMHHMCTPHPOBaHHE H
JAEJONPOU3BOACTBO» COCTAaBIIeHA Ha OCHOBE I OCYyIapCTBEHHOro OOpa3oBaTeIbHOIO CTaHIapTa
BhICIIEro mpodeccrHoHanpHoro obpaszosanus ([OC BIIO) mo Hampasnenuio nmoarotosku 38.03.03
VIpaBieHne INepcoHanoM, yTBepxkaeHHoro mnpukasom MOH JIHP or 16.09.2016 r. Ne 941,
3aperncTpUpoBanEbl B Munucrepere roctuiuu  JIHP 05.10.2016 1. Ne1604; Ilopsnka
OpraHu3aIUu y4eGHOTO Tpolecca B 00pa30BaTeIbHBIX OPTaHU3aIUAX BBICIIETO NPO(YECCHOHAEHOTO
obpasopanms JloHenkoi HapomHoit PecryOnuky, yTBEPKIEHHOTO MpUKasoM MHUHHCTEpCTBA
obpasoBanms u Hayku JHP Ne 1171 or 10.11.2017 r. (¢ W3MCHCHHSMH, BHECEHHBIMH OT
03.05.2019 r. Ne567); ydeOHOro IUlaHA W OCHOBHOM 00pa30oBaTENIbHOW IPOrpaMMBbl BBICIIErO
npodecCHOHATBHOTO 06pa3oBaHus HalpaBIeHus noAroToBky 38.03.03 YpapieHHe IEPCOHATIOM.

Pazpabotuuk:

K.3.H., JOLIEHT, ﬁ,/

nouenT kapeapsr YIIudDT ey — 3. B. lllanoeanosa
V4. cTeneHsb, y4. 3BaHKE, TODKHOCTD /' Tommucs ®UO

IIporpamMma yueGHON IMCIMILIMHBL yTBEPXKICHA Ha 3ace/laHuK Kadeaps! « YIIpaBlIeHUue MepCoHaIoM
U 5KOHOMHKA TPYAa»

ITporokon Ne 8a ot «17» anpens 2020 .

TMonp#es DUO

3aB. kadenpou %///H J1. JIyKbsiHYEHKO

[IporpamMma y4eGHON IUCUMILIAHBI 0f00peHa yueOHO-METOAMIECKOH KOMHCCHEH 3KOHOMHUYECKOTO
(daxynpTera

Tparorxan No & ot «20%» anpenst 2020 rona

/ E. H. Ctpenuna

IMpencenarens YMK /
IMoanuce [)5(0)




1. OBJIACTb IPUMEHEHUS U MECTO JUCLUILJIMHBI B YYEBHOM
MPOLIECCE

VYuebHast mucummuimHa «KampoBoe aIMHHHUCTPUPOBAHWE W AEIONPOU3BOICTBO»
OTHOCHUTCSl K BapHaTHBHOW 4acTH NMPO(ECCHOHANTBHOTO 0JI0OKa 00pa30BaTeNbHON MPOTPaMMBI.
Jns w3ydeHus: JaHHOW y4yeOHOW IMCIMIUIMHBI HEOOXOIMMBI 3HAHWS, YMEHHUS W HaBBIKH,
Gopmupyemvie npeowecmsyiowumu (PyCcCKHidl SI3bIK UM KyJIbTypa peud, HH(MOPMAIIMOHHBIC
TEXHOJIOTUH U CHUCTEMBI B ’KOHOMHKE, OCHOBBI KaJpOBOM TMOJIUTHUKH, METOJIOJIOTHS U MPAKTHKA
NPUKIIAIHBIX UCCIICAOBAHUI B YIIPABICHUH IIEPCOHANIOM, OyXTadTepCKUH yUeT U aHaIH3, TIOA00p
U HaliM TIEPCOHANA) U CONYMCMBYIOWUMY OucyuniuHamy (TEXHUKA W TEXHOJIOTHS TOUCKA
pabotsl). JlaHHas OUCHWIUIMHA  561Aemcs  OCHOGOU  JUIA  TIOATOTOBKM  BBIITYCKHON
KBaJTM(DUKAIIMOHHOW pabOThI OakantaBpa.

2. CTPYKTYPA JUCHUIIJIMHBI

Xapakmepucmuka yueoHoil OucyuniuHbl

HamnpasiieHue MoAroToBKU 38.03.03 YnpasneHue nepcoHaioM
[Tpoduns moaroToBKM -
Ob6pa3zoBarenbHas IporpaMma bakanaBpuat
Kpanudukamms AkageMudecKnuil OakaiaBp
KonmgecTBo comepkaTeIbHBIX MOIYJICH B TEM 2(9

Juctumnnuza 6a30BoH / BapuaTUBHOM YacTH

. BapuaruBHnas yacthb
00pa30BaTesIbHOM pOrpamMmbl

®dopwmel kouTpouist (MK, skx3ameH, 3a4er) 1 MOAYJBHBIH KOHTPOJIb, 3a4ET B 7-M CEMECTpe
o4dHas popma 3aouHas hopma
Mokasate o0yueHHS o0yueHHs
HOpMar. YCKOP. HOpMaT. YCKOD.
CPOK CPOK CPOK CPOK
KonmuecTBO 3a4ETHEBIX €IMHUILL 4 4 4 4
KonnuecTBo yacos 144 144 144 144
T'ox moaroroBku 4 2 4 2
Cemectp 7 3 - -
KonnyectBo yacoB
- JIEKIIMOHHBIX 36 36 6 6
- IPAKTUYECKHX, CEMUHAPCKUX 18 18 6 6
- Ta0OPaTOPHBIX - -
- CaMOCTOSITEIIbHON pabOTHI 90 90 132 132
B T. 4. MHJMBUIYaJIbHOEC 3aJIaHUC
HenennrHOE KOIHMYECTBO 9acoB, B T. U.
Ay IUTOPHBIX 3 3
CaMOCTOSITEIbHON pabOThI CTyJIEHTA 5 5




3. OIMCAHHUE JUCHHUIIJIMHBI

Ienvro nuctynanssl «KagpoBoe aJMUHUCTPUPOBAHUE U JIEIONPOU3BOJCTBO» SBIISETCS
NOJArOTOBKAa CTYAEHTOB K CAaMOCTOSTENILHOW paboTe ¢ JOKYMEHTAMH, C COBPEMEHHOMU
KJaccu(uKauel JOKYMEHTOB, OCOOCHHOCTSAMH OpraHu3alMi OOLIEr0 U  CEKPETHOIo
JIEJIONPOU3BOCTBA B CUCTEME KaJpPOBOIO JEJIONPOU3BOJCTBA, JTOKYMEHTOO00pPOTa, apXUBALUH
JIOKYMEHTOB, (OpMHpPOBaHHE YMEHMH M HaBBIKOB HamMcaHUs M OQOPMIIEHUS KaJpOBBIX
JIOKYMEHTOB Pa3HbIX THUIIOB.

3a0auu — packpbITh COCTaB U COJAEP)KAaHME KaJApOBOM JOKyMEHTallMH; IOKa3aThb
OCOOCHHOCTH COBPEMEHHOM CHCTEMbI KaJpOBOW JOKyMEHTallMM U MOopsiaka paboTel ¢
JOKYMEHTaMHU [0 MEepCOHaly; HAay4UTh CTYJCHTOB TPAaMOTHO COCTaBIATh U O(OPMIATH
JNOKYMEHTBI TI0 YTPABJICHUIO TMEPCOHAIOM; OOyYHUTh MeToJaM paldoThl C  KaJpPOBBIMH
JOKYMEHTaMH; HAy4YUTb CTYAEHTOB O(GOpPMIIATH TPYIOBblE KHI)KKM M BECTHU JIMYHBIE [€Na;
I0Ka3aTb OCOOEHHOCTH JOKyMEHTOOOOpOTa B KaApOBOM CIyXkO0e; pacKpbITb HOPSA0K
cUCTeMaTH3allud KaJIpOBBIX JOKYMEHTOB Ha OCHOBE COCTaBJICHHUS U HCIHOJIb30BAHUSA
HOMEHKJIATYpPBI AeIl.

TpeGoBanuss K pe3yJbTaTaM OCBOEGHHMS JAWUCHUILVIMHBI: TIPOLIECC H3YyYEHUS
JUCLUIUIMHBL HamlpaBlieH Ha (QOpPMUPOBAHUE DJJIEMEHTOB CIEAYIOIUX KOMIETEHIWH B
coorBercTBuH ¢ I'OC BIIO no nanpasnenuto noaroroBku 38.03.03 YmpasneHue nepcoHaioM,
yrBepxkaeHHoro npukazom MOH JIHP ot 16.09.2016 1. Ne 941

oowexynomypuuix (OK):
OK-4 CriocoOHOCTBIO TIPUMEHSTH OCHOBBI TPABOBBIX 3HAHUH B PAa3IMYHBIX Ccdepax
JIESITEIbHOCTH
OK-6 CrmocobHOCTRIO  paboTaTh B KOJUICKTHBE, TOJEPAHTHO  BOCIPUHUMAS

COLIMANIbHBIE, STHUYECKHE, KOH(ECCHOHANbHbIE M KyJIbTypHBIC pa3Inyus,
HCTOPUYECKOE HACJIEUE TOCYJapCTBa

OK-8 CrocoOGHOCTHIO K a0CTPaKTHOMY MBIIIICHUIO, aHATN3Yy, CHHTE3Y, 0000IICHHIO,
BOCHPHUATHIO HH()OPMAIIMH, TTOCTAHOBKE ICJIM U BBIOOPY MyTeH €€ TOCTHKCHHS

oowenpogpeccuonanvuvix (OIIK):

OIIK-2 3HaHWEM HOPMATHUBHBIX MPaBOBBIX akTOB JloHenkoit Hapomnoi PecryOnukw,
COJepKalluX HOPMBI TPYAOBOI'O IIpaBa, IPOLEAYpPHI IpUEMa, yBOJIbLHEHHS,
nepeBojia Ha IpYryro paboTy U MepeMelleHus IepcoHana U HHbIX HOPMaTHUBHO-
IPaBOBBIX AaKTOB COLMAIBHO-TPYAOBOM c(epbl s pelIeHus MPaBOBBIX
BOIPOCOB TPYJIOBBIX OTHOLLIEHUI

OIIK-4 HaBbikamu paboThI ¢ BHEITHIMH Opranu3anusamu (MuHncTepcTBaMu, (OHIAMH
conuansHoro ctpaxoBanusi Jlonenkoit Hapomnoit PecnyOmnuku, KaapoBBIMU
areHTCTBaMU, CJIY>KOaMU 3aHSITOCTH HACEJICHUS U Jp.)

npogheccuonanvnuvix (I1K):

I1K-8 3HaHUEM OCHOB pa3pa0OTKU, BHEIPEHUS YIPABICHUECKOM U KaJpOBOM
JOKYMEHTAIlMU, ONTUMHU3ALUU JOKYMEHTO0000pOTa, cXeM (hyHKIHMOHAIBHBIX
B3aMMOCBS3EH MEX]y MOJAPa3AeICHUSIMHU, HABBIKAMU Pa3pabOTKU U BHEIAPECHHUS
OpPraHU3al[MOHHON ¥  (YHKIMOHAIBHO-IUTATHOW CTPYKTYphl, pa3pabOTKu
JIOKAJIbHBIX ~HOPMATHUBHBIX  AaKTOB, KacCalOUIUXCSA  COLMAIbHO-TPYIOBBIX
OTHOLLIEHUW U OpraHu3aliu Tpyaa

[1K-18 CrocoOHOCTBIO  B3aMMOJCHCTBOBATH CO  CIHY)KO0aMH  WH(POPMAIMOHHBIX
TEXHOJIOTHH U 3(P(PEKTUBHO UCIIOIB30BATh KOPIIOPATUBHBIC HH(OPMAIIMOHHBIC
CHCTEMBI, TPUMCHEHHEM MPOTPAMMHBIX CPEICTB O0OpabOTKH  JETIOBOU
uH(OpPMAIMK, HABBIKAMU pabOTHl CO CICHHATU3UPOBAHHBIMH KaJPOBBIMH
KOMITBIOTEPHBIMH IPOTrpaMMaMHu




B pe3yabTare n3ydyeHust yueOHOM JUCHHMIIMHBI CTYAEHT J0JIZKEH:

3Hamb:
— HOPMAaTUBHO-IIPABOBBIE AKTHI, COJEpKAIMEe HOPMBI TPYAOBOIO IpaBa, MPOLEHYPHI
npuema, yBOJbHEHUS, IEPEBOIa Ha IPYTYIO pabOTy U MepeMELICHHS TIEPCOHAA;
— OCHOBBI HaliMa TIEpPCOHANIA, pa3paOOTKH M BHEIPCHHS TPEOOBAHWH K IODKHOCTSIM,
KPUTEPHEB MOJI00PA U PACCTAHOBKH MEPCOHANIA B COOTBETCTBHH CO CTPATETUYECKUMU TUIAHAMU
OpTaHH3aIHH;

ymemp:

— MNPUMEHSATh  Ha  NPAKTUKE  MPOrpamMMbl npoQOpHEHTAIIHH, TPY/JIOBOH,
npogeccCHOHaIBHON U COLIMANBHOM afanTauy nepcoHana, paboThl ¢ KaJApOBBIM PE3EPBOM;

— MHCIIOJIb30BaTh BCE BO3MOYKHOCTH MHTEPHET-TEXHOJIOTUHN I TOMCKA CIEIMAIMCTOB Ha
BaKaHTHBIE TOJKHOCTH;

enademsp:

— HaBBIKAMHM aHallM3a ¥ MOHHUTOPHHTa KOHKYPEHTOCIMOCOOHOCTH OpraHU3allid B
obnacty moadopa v MPUBJIICYEHUS TIEPCOHANIA,

— HaBBIKAMHM TOATOTOBKM U odopmieHust [lonoxeHuil, WHCTPYKUUN, MPUKA30B,
pactopsKCHHIA, TPOTOKOJIOB, AKTOB, TTUCEM, JTIOKJIATHBIX U CITy’KEOHBIX 3aITUCOK H T. JI.

— HaBBIKaMH pabOTHI C JOKYMEHTAMH C TOMOIIbIO KOMIIBIOTEPHON TEXHUKHY,

— OCHOBaMH Pa3pabOTKH, BHCIPCHHSI YIIPABICHICCKONW U KaJPOBOM IOKYMCHTAIINH.

4. COAEPKAHME JIMCIMILIAHBI 1 ®OPMbI OPTAHM3AIIMYA YYEBHOT' O
MPOLIECCA

Juctunnuna «KagpoBoe aIMUHUCTPUPOBAHUE U JECTOMPOU3BOICTBO» MPEIyCMAaTPUBACT
ciaeayromue ¢GOpMbl OpraHHM3allMd Y4eOHOro TIpolecca: JEKIHUH, TPAKTHYECKUE 3aHATHUS,
CaMOCTOSITENIbHYIO PadOTy CTYJEHTOB.

Marepuan  u3naraeTcsi C  UCIOJB30BAaHUEM  OOBSICHUTEIHHO-UIUTFOCTPATUBHBIX,
IBPUCTUYECKUX W HUCCIIEOBAaTENIbCKMX METOJOB mpenofaBaHus. [Ipu mpoBeaeHHH NeKUUd U
HpaKTI/I‘-IGCKI/IX SaHSITI/If/’I I/ICHOJIBSYIOTCSI MYHLTHMGHHﬁHBIC Hpe3eHTaI_[I/II/I, IIOKYMGHTaHI:HBIe nu
AHUMAIIMOHHBIE BUCOPOJIMKH HAyYHO-TI0O3HABATEIILHOTO XapaKTepa, pa3laTOYHbIC MaTepHAITbI.

B yuyeOHOM mporiecce NpUMEHSIIOTCS aKTHBHBIE U WHTEPAKTHUBHBIC (DOPMBI MPOBEICHHUS
3aHATHH  (pa300p KOHKPETHBIX  CHUTyalldd, JUCKYCCHs, TIOJIEMHUKA), BHEayAUTOpHAas
CaMOCTOATECIbHAasA pa60Ta, GaHHBHO-pCﬁTHHFOBaH CUCTEMA OLICHKHU yCHCBaCMOCTI/I, JINYHOCTHO-
OPHUEHTHPOBAHHOE O0y4eHHE, MPOOIIEMHOE 00yUCHHE.

B ydeOHOM mpomecce UCHONMB3YIOTCS HWHTEPHET-PECYpPChl MO JTAHHOMY KypCy;
paccMaTpuBaKOTCSl 3a/ladyd, MaKCHUMaJIbHO TNPUOIMKEHHBIE K KOHKPETHBIM MPaKTUYECKUM
CUTYaIUsIM; TECTBI; CAMOCTOSTEeNIbHASL Pab0Ta; KOHTPOJIHHBIE PAOOTEHI.

CamocrositenpHass paboTa CTYJCHTOB MPEAYyCMAaTPUBAET MOATOTOBKY K MPAKTHYCCKUM
3aHATUAM, HOIIFOTOBKy KOHCIICKTOB IIO OTACJIIBHBIM BOHpOCﬁM I/I3y‘-IaeMI:IX TEM, I/ISy‘-IeHI/Ie
y4eOHON U METOAMYECKOM JTUTEPATYPhl, AHHOTAIIUN CTATEH, 3alTUTy MPE3CHTAINI 1 TOKJIAI0B.

TeMaTH4ecKHi MJIAH JUCIHUIIINHBI
«KaapoBoe aIMUHUCTPHPOBAaHHE U /1eJIONPOU3BOACTBO»

Tembl ‘ Kpartkoe coaep:kaHue TeMbl

Conep:kareabHblii MoayJab 1. KagpoBoe agMuHMCTPUPOBaHMeE U 1€J10NPOU3BOICTBO B
COBPEMEHHOM 0011eCTBe

Tema 1. BBenenue B npeamer. 1.1. TTonsiTue, NPUHIMITEL U GYHKINU aIMUHUCTPATUBHON

JlesnoBo€ aIMUHUCTPUPOBAHNE | JESATCIBHOCTH

KaK JesITeIbHOCTD 1.2. JIBa moaxo/aa K ynpaBIeHUIO YKOHOMUKOM:
a/IMUHUCTPATUBHO-KOMaH/IHbIA U pIHOYHO-00YCIOBICHHBIH




Tewma 2. Opranu3anus
COBPEMEHHOTO
JICTIONIPOM3BOICTBA

2.1. TloHsATHS ENOTPOU3BOICTBA, €T0 HA3HAUYCHUS U 33a]1a91
2.2. Caxyx0bl COBPEMEHHOTO JIeIONPOU3BOJCTBA
2.3. OCHOBHBIC ITPOLIEAYPHI U OTIEPAITHH JISTOIPOU3BOJICTBA

Tema 3. OpunnanbHas
JOKyMEHTalus Kak popma u
HCTOYHMK YIPABICHYECKOU
nHpopmanuu

3.1. JloxymeHTanus, ee pojb B COBPEMEHHOM 00IIIeCTBE

3.2. OdunuanbHbIi JTOKYMEHT KaK HCTOYHHK yTPaBJICHUYECKOU
uHpOpMaun

3.4. Buasl opunmanbHON JOKyMEHTAITUN

3.5. ®yHKIMH 0pHUIHATBHBIX JOKYMEHTOB

Tema 4. Opopmienue
JIOKYMEHTOB

4.1. O6s3aTenbHbIE YCIOBUS 00€CTICUCHHS IOPUINIECKOTO
HeﬁCTBHH AOKYMCHTOB pPa3JIMYHOTO HA3HAYCHUS

4.2. TpeGoBaHUs K COZIEPKAHUIO BU3 U PE30JIIOIUI Ha
JIOKyMEHTax

4.3. SI3bIKOBOI STUKET M CTATHUCTHKA JJOKYMEHTOB

Tema 5. Opranuzanust paboTsI
C JOKYMEHTaMu™

5.1. Oprann3anMOHHO-PACTIOPSIAUTENBHBIE TOKYMEHTBI
5.2. VdeTHas KaJpoBas TOKYMEHTaIUS

Conep:kareabHblii MoayJab 2. Kagposoe 1es10npon3BoACTBO U TPeOOBAHUS K €0

OpraHu3auuu

Tewma 6. Opranu3amnus
KaJpOBOTO JEJIOMPOU3BOICTBA

6.1. Homenkmiarypa z1ei 1mo KagpoBOMY IPOU3BOACTBY
6.2. CocTaB u 3HaU€HHE KaJPOBON JOKYMEHTAIH
6.3. JINYHOCTHBIEC U IEPBUYHBIC JOKYMEHTHI pa0OTHUKOB

Tewma 7. JlokyMeHTallMOHHOE
oOecrieueHue ABUKEHUI
KaJIpoB

7.1.  TocynmapctBeHHblii  kinaccupukarop  mpodeccuii,
KBaJM(HKAIIMOHHBIE CIIPABOYHHUKH U X 3HAYECHHUE, B KaJ[POBOM
JIETIONIPOHU3BO/ICTBE

7.2. IlpaBuina opOpMIICHHS THYHBIX 3asIBJICHHA.
JlokyMeHTalmoHHOoe 0(pOpMIICHUE 3aKIIOUYEHUS U
IIPEKpALLEHUE TPYIOBBIX COIVIALICHHH, a TAK)KEe BHYTPEHHUX
nepeMeleHui paboTHUKOB

7.3. IloaroToBKa NprKa3oB 1O JINYHOMY COCTaBY

7.4. CratucTuueckas OTYETHOCTB 10 KaJpam

Tema 8. Benenne MTUYHBIX el
U TPYJOBBIX KHWKEK.
CocraBnenue aBroduorpapuu
U XapaKTEPUCTUKU

8.1. OOmwmii MOpsIOK BEACHUS, UCIIOIB30BAHUS M COXPAHECHUS
JMYHBIX JIeJT

8.2. CocraB u onvcaHue TOKyMEHTOB JIMYHOTO JIea

8.3. Comeprkanue u opopMIIEHHE JIMYHOTO JINCTKA C yUeTa
KaJ[pOB M JOMOJHEHHUH 10 HETO

8.4. OdopmiieHre KON JOKYMEHTOB 00 00pa30BaHUU.

8.5. Odopmiienne norycka Kk paboTe M HHCTPYKTaXKy U3
TEXHHKH 0€30I1aCHOCTH

8.6. Benenue u coxpaHeHe TPyAOBBIX KHIDKEK. Bejenne kHUT
y4eTa JABHKEHUSI TPYIOBBIX KHIKEK

Tema 9. JlokymeHTHpOBaHUE
aTTeCTalui, HarpaXx 1CHUM,
IIOMOIIY U ITIEHCHUH

9.1. lens arrecTanuu paOOTHUKOB, TIOJTOTOBKA K aTTECTAIINH,
COCTaB aTTECTAIIMOHHBIX KOMHUCCHIA, TpaUKH MPOBEICHUS
aTTecTaluin

9.2. XapakTepHuCTUKH U aTTecTallnoOHHbIE TUCThI. OdopmieHue
aTTECTAIIMOHHBIX JIOKyMEHTOB IO Pe3yJIbTaTaM aTTECTAlluU
9.3. lokyMeHTHpOBaHNE HA3HAYCHHUSI IOMOIIU U TIEHCUI,
Harpax/JIeHU 1 HaKa3aHUI

9.4. lTopsinok oopMIIeHHS U y4eTa OTIYCKOB

*— BOIIPOCKHI UJIM TCMbI, BBIHOCHUMBIC Ha CaAMOCTOATCIIbBHOC NU3YUCHUC CTYJCHTOM




CrpykTypa amcuuminnbl «KagpoBoe aiMUHHCTPHPOBAHHE U 1€JIONPOU3BOICTBO» MO
BH/IaM y4eOHOM 1esATeJJbHOCTH

Ha3zBanus
coJep;KaTeIbHBIX MOIYJIe U TeM

KoaunuyecTBO 4acos

Ounas ¢opma

(HOpMaTHBHBII CPOK
M YCKOPEHHBIH CPOK

3aounas popma
(HOpMaTHUBHBII
CPOK M YCKOPEHHbIH

o0y4eHust) CPOK 00yueHus)
B T. 4. B T. Y.
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Copaepxaresabnsblii Moayab 1. KagpoBoe atMUHHCTPHPOBaHUE U
COBPEMEHHOM 00111eCTBe

e

OMmpou3BOACTBO B

Tema 1. Benenue B mpeamer. [enooe

16 412 |10] 16 |[05(05| 15
aIMUHUCTPUPOBAHHE KAK JIEATEIbHOCTh
Tema 2. Opranuzanusi COBpEMEHHOTO 16 4| 2|10]16|05]05] 15
JIEJIONPOU3BOCTBA
Tema 3. OdurnmanpHas ZIOKYMEHTALA KaK dbopma 16 4] 2|10 16|05|05| 15
U MCTOYHHK YIIPaBICHUECKOW MHPOpMALUU
Tema 4. OdopmieHne JOKYMEHTOB 16 4 | 2 |10| 16 |05]05]| 15
Tema 5. Opranuzanusi paboThl C TOKYMEHTaMHU 16 412 10]16 | 1 1 | 14
HToro no cogepxkareJJbHOMY MoaYJI10 1 80 20110 |50 | 80 | 3 | 3 | 74

Coaep:xaresbHbIA MOAYJIb 2. KagpoBoe 1e1011pou3BOICTBO U TPeOOBAHMS K €r0

OpraHu3aunu
Tema 6. Opranuzanus KaJpoBOro 16 4| 2|10]1605]05] 15
JIEIIONPOU3BOICTBA
Tema 7. JlokyMeHTaIIMOHHOE O0OeCcCTieYeHIE 16 a1 2 10l 16 1 11 14
JIBUKCHHSI KQJPOB
Tema 8. Begenue MUYHBIX €71 U TPYAOBBIX
kHmkek. CocraBneHue aBToonorpapuu u 16 412 |10] 16 |[05(05| 15
XapaKTePUCTUKU
Tema 9. I[OKXMCHTI/IPOBB.HI/IG aTT?CTaI_II/II/I, 16 4 > | 10 | 16 1 1 14
HarpakJIeHuH, MOMOIIU U MEHCUN
HToro no coxep:kareJJbHOMY MOAYJIIO 2 64 16| 8 |40 | 64 | 3 | 3 | 58
Bcero 1yacoB no kypcy 144 |1 36|18 | 90 |144] 6 | 6 | 132




5. TEMATHUKA JIEKIHHOHHBIX, IPAKTHYECKHUX U IABOPATOPHBIX

3AHATHUUN

TeMbl JIeKIHOHHBIX 3aHATHH

Konuuecmeo
Haszeanue memuoi uacoe

Tema 1. BBenenue B npeamer. JlenoBoe aAMUHUCTPUPOBAHUE KAK JESTEIBHOCTD 4
Tema 2. Opranuzanysi COBpEMEHHOTO JE€JIONPOU3BOACTBA 4
Tema 3. OpunmanbHas JOKyMEHTAIMs Kak (OpMa U HICTOUHHUK YIIPABICHUECKOM 4
nHdopmanuu
Tema 4. OpopmieHue JOKYMEHTOB 4
Tewma 5. Opranusaiusi paboThl ¢ JOKYMEHTaMHU 4
Tema 6. Opranuzanusi KaJpoBOro JIeJTOMPOU3BOJICTBA 4
Tema 7. JlokyMeHTaIMOHHOE 00eCTIeYeHHEe JBUKCHHS KaIPOB 4
Tema 8. Begenue nuuHbIX €71 U TPYAOBBIX KHMKEK. CocTaBieHue 4
aBTOOHOrpadMu U XapaKTePUCTUKU
Tema 9. JlokyMEeHTUpOBaHUE ATTECTAllMN, HATPAXKICHUM, MOMOIIM W IEHCUI 4

Bcero 36

Jucmanyuonnwviii Kypc «Kaoposoe aomunucmpuposanue u 0enonpou3eo0cmeo» nis
CTyAEeHTOB Hampaiienust moarotoBku 38.03.03 YmpaieHue nepcoHasoM JIOCTYIEH MO CCHUIKE
Ha mwiathopme Moodle IlenTpa qucTaHIMOHHOTO O0yYeHHsI SIKOHOMHYECKOro (akynpreta [OY

BITO «/IOHHY »: http://ef.donnu-support.ru/moodle/course/view.php?id=34

TeMbl NpakTHYECKUX 3aHATHI

Konuuecmeo
Has3zeanue memut
uacos

Tewma 1. Beenenue B npeamer. /lenoBoe aIMHUHUCTPUPOBAHUE KAK IESTEIBHOCTD 2
Tema 2. Opra"nusanusi COBpEMEHHOIO JEJIONPOU3BOACTBA 2
Tema 3. OdurmanpHas JOKyMeHTAIUs KaK (opMa ¥ HICTOYHUK YITPABICHUYECKOM 5
UHpOpMALIUU
Tema 4. OpopmaeHne JOKYMEHTOB 2
Tema 5. Opraauzanusi paboThl C TOKYMEHTAMHU 2
Tema 6. Opranuzanusi KaJpoBOro JeJ0NpPOU3BOJICTBA 2
Tema 7. JlokyMeHTalMOHHOE 00ecnieYeHHe ABUKEHUSI KaIpOB 2
Tema 8. Benenue nMUHBIX A€l U TPYI0BBIX KHMXKEK. CocTaBieHue 5
aBToOMOrpaduu U XapaKTEPUCTHKU
Tema 9. JlokyMeHTHpOBaHUE aTTeCTAIlMi, HArPAXACHHUH, TOMOIIN U TIEHCHI 2

Bcero 18

[Inanpl mHpakTHYECKUMX 3aHATHM C YKa3aHHEM pPaccMaTpUBAEMBbIX

BOIIPOCOB U

BBINIOJHAEGMBIX 3aJaHW{ TIPUBEICHBI B: MeToqUYecKHe YyKa3aHHsi K W3yYCHHIO Yy4eOHOM
mucuruHbl «KaznpoBoe agMuHHCTpHpOBaHUE U JenonpousBoactso» / D. B. Illamosanoa. —
Honenx: 'OY BIIO «IOHHVY», 2016. — 24 c. [OnekrponHslii pecypc] / Pexum nocryna:
http://ef.donnu-support.ru/moodle/mod/resource/view.php?inpopup=true&id=11441



http://ef.donnu-support.ru/moodle/course/view.php?id=34
http://ef.donnu-support.ru/moodle/mod/resource/view.php?inpopup=true&id=11441
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6. OPTAHU3AIIUSA CAMOCTOSTEJIbHOM U UHAUBUJY AJIbHOM PABOTHI

CTYJAEHTOB
Konuuecmeo
Has3zeanue memoit
uacoe

Tema 1. BBenenue B mpeamer. [lenoBoe aIMUHUCTPUPOBAHUE KaK 10
JIEITEIIHLHOCTD
Tema 2. Opranuzanysi COBpeMEHHOTO JIeJIOMPOU3BOJICTBA 10
Tema 3. OpunmanbHas JOKyMEHTAIMs Kak (opMa U HICTOUHHUK 10
yIpaBJIeHYECKON HHPOpMAITIT
Tema 4. OdopmiieHHEe JOKYMEHTOB 10
Tema 5. Opranuzanus paboThl C TOKYMEHTaMHU 10
Tema 6. Opranuzanusi KaJpoBOro JIEJIOMPOU3BOJICTBA 10
Tema 7. JlokyMeHTalIMOHHOE 00ecreYeHne ABUKEHUSI KaJIpOB 10
Tema 8. Begenue nuuHbIX €71 U TPYAOBBIX KHUKEK. CocTaBieHue 10
aBTOOHOrpad My U XapaKTePUCTUKU
Tema 9. JlokyMeHTHpOBaHKE ATTECTAllMN, HATPAXKJICHUM, MOMOIIH W IEHCUH 10

Bcero 90

ConeprxaHue CaMOCTOSATEIBHOW W HHIUBUIYAIFHONW paObOTHI IO TEMaM M METOIUYECKUE

PEKOMEH/IALIUH 110 €€ BINOJIHEHHIO NPUBEIEHB! B: MeToANYecKHe YKa3aHus K N3yYEeHUIO yueOHOM
mucuruHbl «KaznpoBoe agMuHHCTpHpoBaHUE W JenonpousBoactso» / D. B. Illamosanosa. —
Honenx: 'OY BIIO «IOHHVY», 2016. — 24 c. [OnektponHslii pecypc] / Pexum nocryna:
http://ef.donnu-support.ru/moodle/mod/resource/view.php?inpopup=true&id=11441
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7. KOHTPOJIBHBIE BOITPOCHI K MPOMEKYTOYHOM ATTECTAILIUA

CoaepixaTeJibHBIA MOAYJIb 1.
Kaaposoe atMuHuCTPHpPOBaHUeE U 1€J10NPOM3BOACTBO B COBPEMEHHOM 00111ecTBe

PexBU3NTHI TOKYMEHTOB.

Opranuzanus 1eJ0IMPOU3BOJICTBA KaIPOBBIX CIY>KO B COBPEMEHHBIX YCIOBHUSX.
ABtoOuorpadwsi, €€ peKBU3UTHI.

OcCHOBHEIE PCKBU3UTEI ITPUKA30B 110 JINYHOMY COCTaBY.

Knaccudukanuus 10KyMeHTOB.

Oramsl Pa3sBUTHA ACTOIMIPOU3BOACTBA.

JlokyMeHTanus, ee pojb B COBPEMEHHOM OOIIECTBE.

PacniopsiqurenbHble JOKYMEHTHI.

PexBusuter Windows. MHdopMaIimoHHbIe BO3MOXKHOCTH TEKCTOBBIX peaakTopoB B [IDBM.
CripaBo4HO-UH(OPMAIIIOHHBIE TOKYMEHTHI.

. JIOJ>KHOCTHAsI MHCTPYKIIMSI, €€ OCHOBHBIE Pa3zebl.

Opranu3alvoHHbIE IOKYMEHTHI.
Ctuib U A3bIK CITYKEOHBIX IOKyMEHTOB. TeKCT TOKyMEHTOB.

. XapaKTepUCTHKA U €€ PEKBU3UTHI.
. JlokyMeHTanpHOE o0OecreueHne yIpaBaeHHs KaJpaMu.
. IloaroroBka JOKYMEHTOB K JAaJbHENIIEMY XPaHEHHIO U UCIIOJIb30BAHHUIO.

OcHoBHBIE TpeOOBaHUS K OPraHU3aIUN JICTOTPON3BOICTBA.

. YCTaB NpeIpUsITHs, €70 PA3AENbl U PEKBU3UTHI TUTYJILHOTO JIUCTA.
. Knmaccudukanmst HTOKyMEHTOB 1O CIocoOy W3TrOTOBJICHHS, HOCUTETI0 HMH(POpPMAIINH,

HaUMEHOBaHHUIO.
TpeboBaHust K cofepKaHUIO BU3 HA JOKYMEHTaX.



http://ef.donnu-support.ru/moodle/mod/resource/view.php?inpopup=true&id=11441
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Coaep:xareJbHbIA MOIYJIb 2.
KaapoBoe 1e;10npou3BoACTBO U TPe0OBAHNUSA K €r0 OPraHu3auuu

21. SI3BIKOBBINA ATUKET JOKyMeHTOB. [IpaBmiia opopMIICHHS CTATUCTHYECKUX JIOKYMEHTOB.

22. TlonroToBka JOKYMEHTOB K JIaIbHEHIIIEMY XPaHCHHIO U HCIIOJIb30BaHHIO.

23. Hcnonp3oBaHNE COKPALICHHUH B ICTIOBBIX JTOKYMEHTAX.

24. OcoOeHHOCTH OpraHu3aIui pabouero Mecra B KaJipOBOM JIEJIONIPOU3BOICTBE.

25. TlpaBuiapbHOE U3JIOKEHUE TEKCTa JOKYMEHTa (MOPSIOK CIIOB B TPEUIOKCHHUSX, BHJIBI
MPEUIOKEHUH, KOHCTPYKIIUS TEKCTA).

26. 3amgaun AEIOMPOU3BOJICTBA.

27. TIoTOKM TOKyMEHTOB, YYaCTBYIOIIHE B IOKYMEHTOOOOPOTE.

28. Ilpomecc cocTaBieHUs! TOKYMEHTA, €r0 dTallbl.

29. Mepsi 3amuThl HHGOPMAIMHA OT HECAHKIIMOHUPOBAHHOTO JIOCTYIIA.

30. O6mmue u cnenuaibHbIe (PYHKIUH JOKYMEHTOB.

31. TonsTus «KIACCH(PHUKAIND» U «TUTIOJIOTH3AIMSD TOKYMEHTOB.

32. TloHsATHS TOCYIApCTBEHHON N KOMMEPUYECKOU TaifHEbI.

33. Knaccudukanus ITOKYMEHTOB TIO CTCINCHU TJIACHOCTH, HOPHUIWYECKON CHIIE, CTaJuu
CO3JIaHMSI.

34. Tlpuka3 ¥ OCHOBHBIC PEKBH3HTHI IIPHKA3a.

35. JloknamHas 3amrcka. PeKBU3UTHI TOKJIAIHOM 3aIIHCKH.

36. OpraHu3zalroHHbIE, PACTIOPSIUTEIBHBIC U CIIPABOYHO-UH(POPMAIIMOHHBIC JOKYMECHTHI.

37. TunoBble N HHAUBHUTYTHHBIC TIOJIOKCHUS, HX PEKBU3HTHL

38. OcobenHoctu odopMiIeHHUS KaAPOBOM MOKyMEHTAlUU Uil co3naHus 0a3 maHHBIX ACY
«IIepconam».

39. OOs3aTenpHbIC YCIOBHS OOCCIICUCHUS FOPUAMYECKOW CHJIBI  JOKYMEHTOB Pa3HOIo
Ha3HAYCHUS.

40. TpeOGoBaHHUs K COACPKAHUIO PE3OJTIOIMIA HA TOKYMEHTAX.

8. OBPA3EL 3AJJAHUSA MOAYJIBHOT'O KOHTPOJISA

'OV BIIO «JIOHELIKWIM HAI_[I/IOHfj\JIbeH\/JI YHUBEPCUTET»
OKOHOMUYECKNU ®AKVYIIBTET

Hamnpasnenue noarorosku: 38.03.03 «YnpaiieHue nepcoHaIoM,

[Iporpamma NOATOTOBKM: OaKaiaBpHaT

Cemectp: 7 (HOpMaTHBHBII cpok 00yueHus), 3 (YCKOpEHHBIH CPOK 00ydeHMs)
VYuyebHast qucuniuinza: «KagpoBoe aiMUHUCTPUPOBAHUE U JIETIONPOU3BOACTBOY

MOAYJIBHAA KOHTPOJIBHAS PABOTA

Bapuant Ne n
Teopernueckoe 3ajaHue:
1. IIpouecc cocTaBneHUs JOKyMEHTA, €ro ATk
2. TpeboBaHUS K COCPIKAHUIO PE3OITIOIUI HA JJOKyMEHTaX.
TecToBoe 3a7aHue:
Cpoxu xpanenust Kiaccuguxamopos oei u OOKyMeHmos.
a) TIOCTOSIHHO;

6) 10 ner;

B) 10 3aMEHbI HOBBIMU;
r) 75 nert;

o) S er.

YTBepkIeHO Ha 3aceaHuH Kadeaphl yIpaBIeHUS TIEPCOHATIOM U SKOHOMUKH TPY/Ia,
pOTOKOJT No oT 20 T.

3aB. xadeapoi n.3.4., npod. H. /1. JlykpssHueHKO
DK3aMeHaTop K.3.H., go1. J. B. IllanmoBanosa
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9. KPUTEPUU OHEHUBAHUA 3ATAHUS MOAYJBHOI'O KOHTPOJISA

MakcumarnpHasi o0mas cymMmma OaJijioB, KOTOPYIO MOXET MOJYYHTh CTYJCHT, YCIEIIHO
BBITIOJTHUB BCE BUJBI 3a/laHui, coctaBiseT 20 0amioB. MoayIbHBIH KOHTPOJb COCTOHWT U3 2-X
TEOPETUYCCKHUX M OJTHOTO TECTOBOTO 33 [aHUN.

3a KaXI0e TEOPETUICCKOE 3aJJaHUe B CIIydae MOJHOTO MPABHILHOTO OTBETa — 8§ OAILIOB;
B Clly4ae OINpEICICHHBIX HETOYHOCTEW WIIM HEIMOJHOro OoTBeTa — 5 Oaios; oTBera HeT — 0
0aJJIOB; TIOJMHBIA MPaBWIIBHBIA OTBET HA TECTOBOE 3aaaHue — 4 Oauia, B Ciiydae HEIOIHOTO
oTBeTa — 2 Oama.

10. KPUTEPUU OLIEHUBAHMS OBIIENA YCIIEBAEMOCTH

OOmiasi oleHKa 3HaHWKM CTYAEHTOB MO AMCHUIUIMHE mMpoBoguTcs mo 100—6amnpHON
IIKaJIe COTJIacHO CIEAYIOIINM KPUTEPUSIM:

ConepxaresbHbIE
Aep Bua pa6otsl Banisl
MOTYJIH
Opraamn3annoHHO-y4eOHas paboTa CTyJIeHTa B ay IUTOPUHU 15
ConepxaTenbHBbIi
Mosyh 1 CamocTosTenpHas padoTta 25
Hroro 40
OpranuzalinoHHO-yueOHas paboTa CTyieHTa B ay IMTOPUU 15
CoeprKaTebHbIH CamocTtosTenbHas paborta 15
MOJTyJIb 2 NunuBuayanpHas padoTta 10
Hroro 40
Mopay/ibHasi KOHTPOJIbHAs padoTa 20
OO0muii uTor 100

Opeanuzayuonno-yuebnas paboma cmyoeHma B ayJIUTOPUM OLICHHBAETCSI Ha OCHOBE
TaKUX KPUTEPHUEB KaK MMOCEIAeMOCTh 3aHATHI, aKTUBHOCTh BO BPEMSI TIPOBEICHUS JICKIIHOHHBIX
U TMPAKTHYECKUX 3aHATHH (BOMPOCHI JICKTOPY IO TEME JICKIIMOHHOTO MaTepuaya, y4acTHE B
00CYK/ICHUH MPOHICHHOTO MaTepraa, | T. II.).

Camocmosmenvras paboma (éxniouas evinoanenue CPC u HPC) MakcUMallbHO
oueHuBaercs B 50 OauloB TO conepKaTeIbHOMY MOMAYNO. B paspese OTOENbHBIX TeM
OILICHUBAHHE OCYIIECTBIICTCS CICIYIOIINM 00pa30oM.

OnenuBanue CPC u UPC
no aucuuniauHe «Kaaposoe aIMUHHCTPHPOBaHME U /1€J10NPOU3BOACTBO»

e HToro
- Tema CPC HUPC o
n/n
TEME

Conep:xateabHblii MOaYJb 1. KagpoBoe agMUHUCTPUPOBAHUE U [1€J10NIPOU3BOICTBO B
COBPEMEHHOM 00111ecTBe

BBenenue B MMpeaMeT. I[eJ'IOBOG AIMUHUCTPHUPOBAHUC KAK
JCATCIIBHOCTD

OpI‘aHI/ISaI_II/ISI COBPCMCHHOI'O ACJIOMPON3BOACTBA

OdunmansHas JOKyMeHTaIMs Kak (opMa U HCTOYHUK
yIpaBIeHYeCKOH HH(OpMaIIH

OdopmieHne TOKyMEHTOB

allb W N -
ool o1 o1 o1
ool o1 (o1 o1

Opranu3zanys paboThl C JOKyMEHTAMH

Hmozo no codeprcamenbHoMy Mooy 25 25
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Coaep:xaresbHbIA MOAYJIb 2. KagpoBoe 1e101pou3BOICTBO U TPeOOBAHMS K €r0

OpraHu3anuu
6 | Opranuzamus KaJpoBOro JEeIOMPOU3BOJICTBA 1 1
7 | JJokyMeHTaImoHHOE 00ecTieueHre IBIKEHUS KaIpoB 1 1
8 | Benenue nuuHBIX 1€ W TPYAOBBIX KHUXKEK. CocTaBlieHHE 1 1
aBTOOHOrpad My U XapaKTePUCTUKU
9 | JdokyMeHTUpOBaHUE aTTeCTAllui, HATPAKICHH, TOMOIIH U 5 10 12
NIEHCUI
[TonroroBka pedepara o 0IHOM U3 TeM 10 10
Hmozo no codeprcamenbHomy mooyJiio 15 10 35
Bcezo no CPC u HPC 40 10 50
Ilopsinok oneHUBaHHUS Y4eOHBIX TOCTH:KEHU 00yUYAIOMINXCS
Ouenka no OueHka 1o . Ouenka 1o
. OrneHka 1o rocyAapCcTBEHHOM IIKase .
IKane 100—-6anbpHOM . roCyJIapCTBEHHOM
ECTS LKaIe (3x3ameH, mudGepeHITUPOBAHHBINA 3a4YET) mkane (3auer)
A 90-100 5 (OTIMYHO) 3a4TeHo
B 80-89 4 (xopo1o) 3adTeHo
C 75-79 4 (xoporo) 3auTeHo
D 70-74 3 (YIOBIETBOPHUTEIBHO) 3auTeHo
E 60-69 3 (YIOBIETBOPHUTEIHHO) 3auTeHo
FX 35-59 2 (HeyIOBJIETBOPUTEIIHLHO) C HE 3a4TEHO
BO3MOYXHOCTBIO TIOBTOPHOM aTTECTaIlUU
F 0-34 2 (HeyIOBJIETBOPUTEIIHHO) C HE 3a4TEHO
BO3MOKHOCTBIO IIOBTOPHOU Cla4yH IIPH
YCJIOBUH 00s13aTeIBHOTO Habopa
JIOTIOJTHUTEHHBIX 0AJIIOB

11. MATEPNAJIBHO-TEXHUYECKOE OBECIIEYEHUE YYEBHOI'O ITPOLECCA

Jns mpoBeneHHs JEKIMOHHBIX U TNPAKTHUECKUX 3aHATHH TpeOyercss ayauTopHsl Ha
rpyriry, 000py/I0BaHHAsI MEJIOBOW WJIM MHTEPAKTHUBHOM JOCKOM, MYJIbTUMEIUHHBIM MPOEKTOPOM
U 9KpaHoM, HOyTOYK, Bbixoq B MHTepHeT, Wi-Fi gocTyn B Kopilycax yHMBEpPCHTETa, TEKCTOBBIC
W DJICKTPOHHBIE pecypchl HaydHol OMONMOTEKM YHHBEPCHTETa M JPYTUX OMOJMOTEYHBIX 0Oa3
TAHHBIX.

B npomecce oOydeHus CTyOeHTHI HMEIOT BO3MOXKHOCTH HCIOJB30BaTh Y4eOHBIE
MaTtepuansl 1o aucuummiuHe «KaapoBoe aaMMHUCTpUpOBaHME U JICJIONPOU3BOICTBOY,
pasmeiennbie Ha marGopme Moodle Ilentpa aucTaHIHOHHOTO 0OPAa30BaHUS YKOHOMHUYECKOTO
¢daxynprera ['OY BIIO «/lonHY». C ucnonb3oBanueM pecypcoB miIaTGOpMbl JUCTAHIIHOHHOTO
0o0ydeHHs TaKXKe OCYIIECTBISETCS TEKyUIHM KOHTPOJb 3HAHUM CTYJIEHTOB Ha OCHOBE
TECTUPOBAHUS, pa3MEILEHUs I IPOBEPKH PE3YIbTATOB CAMOCTOSTEIBHOM paboThI.

12. PECYPCBI JIEKTPOHHOI'O OBYYEHUSA U INCTAHIIUMOHHBIX
OBPA30OBATEJIbHBIX TEXHOJIOT U

Nzyuenne nucuurmubel «KanpoBoe agMHUHHCTPUPOBAHUE U JIEJIONPOU3BOJCTBOY» MOXKET
OCYIIECTBIIATHCS C  HWCIOJIB30BAHHMEM  OJJEKTPOHHOTO OOY4YeHHMS U JUCTAHIIMOHHBIX
00pa30BaTeNbHbIX TEXHOJIOTHA:

1. /lucmanyuonnwtii Kypc «Kaopoeoe aomunucmpuposanue u 0ei10onpou3eo0cmeo»
JUIs. CTYJIEHTOB HampaBieHus noarotoBku 38.03.03 VYmpapiieHHE MEpCOHATIOM IOCTYIEH IO
cceuike Ha 1wiathpopme Moodle IlenTpa AUCTAHIIMOHHOTO OOYYEHHS 3KOHOMHYECKOTO
daxynsTera 'OY BIIO «/JIOHHVY »: http://ef.donnu-support.ru/moodle/course/view.php?id=34

2. Obnako cepsuca mail.ru llanosanosout 3.B. Ilanka «KanpoBoe aAMUHHCTPUPOBAHUE U
nemonpousBoactBo» https://cloud.mail.ru/public/3iu6/5hMC5q6Cd



http://ef.donnu-support.ru/moodle/course/view.php?id=34

13. PEKOMEH/IOBAHHAS JIMTEPATYPA
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I[I/ICI[I/IH.TII/IHa ((KﬂIlpOBOC AAMUHUCTPUPOBAHME U ACTOMPOU3IBOACTBO»

HaumeHoBaHMe OCHOBHOM JIUTEPATYPbI

Ko-Bo
IK3EMILISIPOB
B OHOIMOTEKE

Hanunuue
3JIEKTPOHHOM
Bepcuu B IBC:

«TOHHY»

«TOHHY»

[Hanosanosa 3. B. «KaapoBoe aqgMHUHUCTpUPOBAaHUE U
JEJNOIPOU3BOACTBO)» KOHCIEKT JIEKIUHI IS CTYACHTOB
HanpasiieHus noarorosku 38.03.03 Ynpasnenue
MePCOHAJIOM JIOCTYTICH I0 CChuIke Ha matdopme Moodle
IlenTpa TUCTaHIMOHHOTO 00yUYEHHsI SKOHOMUYECKOTO
¢dakynsrera OV BIIO « JOHHVY »:

http://ef.donnu-
support.ru/moodle/course/view.php?id=34

Meronuueckue — ykazaHMs K H3YYCHHIO  y4eOHOM
muciioinabl - «KampoBoe  aIMUHHMCTpUpOBaHUE U
nenonpousBojacTeo» / . B. Illanosanosa. — Jlonenk: T'OY
BIIO «IOHHY», 2020. — 24 c. [DnekTpoHHEIH pecypc] /
Pexum nocryna:

http://ef.donnu-
support.ru/moodle/mod/resource/view.php?inpopup=true&
1d=11441

Haumenosanuii 0cnonoii iumepamyput 2

2 31eKmpoHHbIX
pecypca

HaumenoBanus IlOHOJIHHTeJIbHOﬁ JIUTEPATYPhbI

Kou-Bo
IK3eMILIAPOB
B OMO/JIHOTEKe

Hanuuue
3JIeKTPOHHOM
Bepcun B OBC:

«IOHHY»

«YHHMBepcurTere
Kas 0udInoTeKa
ONLINE»

3akoH 00 oTmyckax (¢ u3menenusimu ot 25.05.2015 r.,
19.02.2016 r.) / loneukast Haponnas PeciybOnuka. —
Honenk: OO0 «Kommanus «Merauasect», 2016. — 67 c.

JIOKyMEHTaIIMOHHOE 00ECTICYCHHE YITPABICHHS
nepconanoM: yue0. mocob. / P. E. bBynar. — M.: HUL]
NH®PA-M, 2015. - 234 c.: 60x90 1/16 + (om. mar.
znanium.com). — (Bsiciiee oOpa3oBanue: bakanaBpuar).
(neperuter) ISBN 978-5-16-010318-1, 500 k3.
(IOJTHOTEKCTOBBIN T0CTY)

Poroxxun M. FO. HoBerit cipaBounuk kagaposuka / M. O.
Poroxus. — Mocksa: [Ipocnekr, 2015. — 138 c.

CounanbHO-TPYOBbIE OTHOILEHHS, PHIHOK TPYAa U
3aHATOCTH MEepPCOHANa: y4eOHO-TIPAKTUYECKOe TTocoOue
IUIsl CTYIGHTOB BYy30B, 00y4aroUIMMCs IO CHIELUATbHOCTH
«Y1paBileHHE NIEPCOHAIOM», « MEHEIKMEHT
opranuzanumn» / [A. SI. Kubanos, JI. B. IBanosckas, E. A.
Mutpodanosa, . A. Dcaynosa]; mox pexn. A. A.
Kubanosa. — Mocksa: [Ipocnekr, 2015. — 63 c.

Cepmiok B. H. Yder 1 0T4eTHOCTH B HaJIOTOOOJI0KEHHH
yueOHUK Ais cTyaeHToB By30B / B. H. Cepmiok. — JloHelk,
2011. -434 c.



http://ef.donnu-support.ru/moodle/course/view.php?id=34
http://ef.donnu-support.ru/moodle/course/view.php?id=34
http://ef.donnu-support.ru/moodle/mod/resource/view.php?inpopup=true&id=11441
http://ef.donnu-support.ru/moodle/mod/resource/view.php?inpopup=true&id=11441
http://ef.donnu-support.ru/moodle/mod/resource/view.php?inpopup=true&id=11441
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Cenesnes B. B. Kak obpamatscs ¢ xanobamu,
3asBIeHUAMH, 3anpocamu / B. B. Cene3nes. — XapbKoB:
Omnuccent, 2010. — 255 c.

Kopx A. B. JlokymenTtoBeaenue. O0pasibl JOKYMEHTOB
npaBoAmIIOBoU cepsl: yueod. mocob. / A. B. Kopx. — M.:
KHT, 2007. - 314 c.

25

DHIMKJIONEINUs X03IUCTBEHHBIX onepanuii / M. boiitiosa,
O. Burkosckas, T. Boiitenko u ap. — XapbkoB: Dakrop,
2006.-977 c.

[Ipaktukym mno aucuumiuHe «JledoBoe oOmeHne u
aIMUHUCTPUPOBAHUE»  [DIJIEKTPOHHBIA  pecypc|:  mis
CTYJIEHTOB HaIpaBJICHUS IIOATOTOBKH 46.03.02
«/lokymeHTOBeZleHHE M apXHBOBeIEHHUE» Bcex (opm
obOyuenus / [coct. H. E. Mamenko]; Jlonenkuii Hail. yH-T,
(dak. matemaTuku 1 uHbOpM. TexHosoruii, Kad. nadopm.
cucteM ynp. — Joneuk: JonHY, 2016. — snekrpoHHBIC
nanabie (1 daiin). (MOJHOTEKCTOBBIN JOCTYII)

10

[IpakTukym 1o TUCITUTLINHE «Opranuzanus
CEKpPETapCKOro  OOCHyXHBaHUs»:  JIg  CTYJEHTOB
HanpasiieHus1 oaArotoBku 46.03.02 «JloxkymeHTOBEIEHUE
U apXWBOBEACHHE» BceX (HopMm oO0ydeHHs [DIIeKTPOHHBII
pecypc] / [coct. H. E. Mamenko]; [loHeukwii Hal. yH-T,
(hak. maTeMaTUKu U UHOOPM. TEXHOJIOTHH, Kad. HHOOPM.
cucteM ymp. — Jouneuk: JonHY, 2016. — snekrpoHHBIE
nanabie (1 daiin). (MOJHOTEKCTOBBIN JOCTYIT)

11

Posnonsckas 1. B. KaapoBbie TexHomoruu [ D1eKTpOHHBIN
pecype] / E. H. Jlpsiuxora, JI. . I'pebenuk. benropon,
2016. - 500 c. - Pexum JOCTyTIA:
http://elibrary.ru/item.asp?id=28033456. — 3armaBue ¢
JKpaHa

12

QunaroBa . B. Meroauueckue peKOMEHIALUU K
CaMOCTOSITENIbHOM ~ paboTe  CTY/AEHTOB  HAaINpaBJICHUS
MOATOTOBKH «JIOKYMEHTOBEIEHUE U apXUBOBEIECHHUE» I10
JUCHUIUIMHE «J/{OKYMEHTOBEIECHUE» OYHOM M 3a04YHOM
¢bopM oOyueHuss ¢ HOPMATHUBHBIM CPOKOM OOydYeHWs,
OYHOM U 3a04yHOW (QopM 00y4YeHHsS] C COKpallEHHbIM
cpokom oOyuenusi / 5. B. ®dunatoBa, A. B. Jlennemn;
JloHenkuii Ham. YH-T, (ak. MaTeMaTUKd © HHGDOpM.
TeXHOJOrui, kad. uHpopM. cucreM ymp. — JloHENK:
JouHY, 2016. -30c.

13

Becnun B. P. YmpasieHue 4enoBe4ECKHMMH peCcypcamiu:

Teopus u nipaktuka / B. P. Becann. — Mocksa: IIpocnexr,
2014. - 688 c.

14

Jomxenkosa 0. B. PekpyTmeHT u aganTaius nepcoHaia:
COBPEMEHHBIE KAJpPOBBIE TEXHOJOTUU [DIEKTPOHHBIH
pecypc] / FO. B. HomkenkoBa, I'. T. Pynenko. /
Momnorpadus / Mocksa, 2014. — 184 c. — Pexxum noctyna:
http://elibrary.ru/item.asp?id=26802528 Elibrary
(TOJTHOTEKCTOBBIN JOCTYM)



http://elibrary.ru/item.asp?id=28033456
http://elibrary.ru/item.asp?id=26802528
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Jlykamr FO. A. DddexTtuBHas KaapoBas MOJUTHKA Kak
cocTapisitonas obecredeHusi O0E30MaCHOCTH U Pa3BUTHS
Om3Heca. [DNEKTpOHHBIA pecypc]: ydeb. 1mocob. —
OnektpoH. gaH. — M.: ®JIMHTA, 2012. - 201 c. — Pexxum
JOCTYyTIA: http://e.lanbook.com/book/20220
(TOJTHOTEKCTOBBIN JOCTYM)

15

baxapes B. B. CoBpeMeHHbIE KaJIpOBBIE TEXHOJIOTHU:
y4e0. 1moco0. UIsi CTYICHTOB HAIPaBJICHUS MOIATOTOBKHU
OakanmaBpuata 080400 «YmpaBieHHe TMEpCOHATIOM» |
cnenquansHocT 080505 —  VmpaBneHue mnepcoHaIoOM
[DnextponHsIii pecype] / B. B. baxapes, B. I11. I'yzaupos,
I'. b. Komapnas; M-Bo o06pa3oBanus u Hayku Poccuiickoit
®enepaunn, benropoackuil roc. TEXHOJOTMYECKHM YH-T
nM. B. I'. lllyxoBa. bearopon, 2011. — 402 c. — Pexum
JOCTYyTIA: (http://elibrary.ru/item.asp?id=19981907)
(TOJTHOTEKCTOBBIN JOCTYM)

16

Jlens B. C. 3BITHICTh MiANPUEMCTBA: MAPYY. IS CTY.
17 | Bum. HaBu. 3akn. / B. C. Jlens, B. B. 'nuBenko. — Bug. 3- 26
te. — KuiB: Kapasena, 2010. — 671 c.

60
Haumenosanuii oononnumenvHoii aumepamypol 17 neuammwix
IK3EMNIAAPOB

7 371eKMPOHHBIX
pecypcos

Bcero no nucunminne «Kaaposoe aiMUHUCTPUPOBaHKE U
JeJ10TIPON3BOJACTBO»
Haumenosanuii 19

60 neuamnuix | 9 nexmponHIx
IKIEMNIIAPOB | pecypcos

14. ”AHO®OPMAIIMOHHBIE PECYPCbI

1. BecruiaTHas OMOIMOTEKa CTaHAApPTOB M HOpMaTHBOB WWW.docload.ru [DnekTpoHHBbIit
pecypc] // Pexxum moctyma: http://www.docload.ru/Basesdoc/11/11596/.

2. llpumepHBIi COCTaB JOKYMEHTOB KaapoBOW CIIy>kObl. OOpasibl JOKYMEHTOB
[Dnextponnsiii pecypc] // Pexxum noctyna: http://www.hr-portal.ru/pages/fd/fd.php.

3. TpeboBanus k odopmienuto poxkymentoB YCOPJl [Dnexkrponusiii pecypc] /
Copyright © document-ved.ru. All Rights Reserved.: caiit // Pexxum noctyna: http://document-
ved.ru/index.html.

4. Uentp VYmnpasnenus OPunancamu (Center-YF) [Onexrponnsiii pecypc]. URL:
http://www.center-yf.ru/data/Kadroviku/Podbor-personala.php.

5. OHUUKIIONE AU DKOHOMHCTA [DnEeKTpOHHBIH pecypc]. URL.:
http://www.grandars.ru/college/biznes/podbor-personala.html

15. IPOTPAMMHOE OBECIIEYEHHE

1. Windows 7 PRO (kopniopatusnas smtensus JJOHHY Ne 46484614);

2. Microsoft Office (kopnoparusnas nuriensus JJOHHY nunensust Ne 46472919);

3. Microsoft Visual Studio (nunensus mporpammbl DreamSpark mist BeICIIHX y4eOHBIX
3aBeJICHUN);

4. Jlunensun GPL pana  cBoGogHOTO mporpaMMHOro oOecreueHus: AHTHUBHPYC
Kacnepckoro, Libre Office, Adobe Acrobat Reader, xPDF, Paint.NET.



http://e.lanbook.com/book/20220
http://elibrary.ru/item.asp?id=19981907
http://www.docload.ru/
http://www.docload.ru/Basesdoc/11/11596/
http://www.hr-portal.ru/pages/fd/fd.php
http://document-ved.ru/index.html
http://document-ved.ru/index.html
http://www.center-yf.ru/data/Kadroviku/Podbor-personala.php
http://www.grandars.ru/college/biznes/podbor-personala.html
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PaGouas mporpamMMa paccMOTpEeHa M INEpeyTBEpXKJCHAa Ha 3acefaHuH Kadeapsl «YTpaBicHHE
IIEPCOHAJIOM M KOHOMHKA TPYJZla» B COOTBETCTBHU C OCHOBHOW 00pa30BaTEIbHOM MPOrpaMMOii
M y4eOHbIM IJJaHOM HampasieHuss mnoArotoBku 38.03.03 VYmpaBineHue mepcoHAIOM,
YTBEPKJIEHHOTO YUEHBIM COBETOM YHUBEPCUTETA,

pOTOKOJ Ne OT «___ » 20 1.

3aB. xadeapoi H. 1. JlykpsaHueHKO
(noanuce) (®UO)

Pabouast mporpamma paccMOTpeHa M INepeyTBepik/eHa Ha 3acelaHuu Kadeapsl «YTIpaBlieHUE
MEPCOHAJIIOM M 3KOHOMHMKA TPYy/ia» B COOTBETCTBUU C OCHOBHOW 00pa3oBaTENIbHON MporpamMmon
U yuyeOHbIM IUIaHOM HampaBieHuss noAarotoBku 38.03.03 VYmpaieHue mnepcoHaIoM,
YTBEPKIACHHOIO YUEHbIM COBETOM YHUBEPCHUTETA,

POTOKOJ Ne OT«__ » 20 1.

3aB. kadenpoit H. . JlyxkbsiHu€HKO
(moamucs) (®HO)
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