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ABSTRACT

Specialist’s degree in 38.03.03 Personnel management

Course title: Personnel records management

Variable part of Block 1, 5 credits.

Instructor: Sakharova Larisa Anatolievna, Candidate of Economic Sciences, Ph.D.

At the beginning of the course, a student should be able to:

- knowledge of the basics of development and implementation of the concept of
personnel management, personnel policy, the basics of strategic personnel management, the
basics of formation and use of labor potential and intellectual capital of the organization, the
individual employee, as well as the basics of intellectual property management and the
ability to apply them in practice;

- knowledge of the basics of personnel planning and controlling, the basics of personnel
marketing, the development and implementation of the strategy of attracting personnel and
the ability to apply them in practice;

- knowledge of the basics of professional development of personnel, training processes,
career management and career development, organization of work with the personnel
reserve, types, forms and methods of personnel training and the ability to apply them in
practice.

Learning outcomes:

professional competences (SPC):

— knowledge of the basics of development and implementation of personnel and
management documentation, optimization of document circulation and schemes of functional
interrelations between departments, the basis for the development and implementation of
procedures for the regulation of labor relations and accompanying documentation (SPC-12);

— ability to conduct personnel records management and organize the archiving of
personnel documents in accordance with applicable regulations, knowledge of the basics of
human resources statistics, possession of skills in the preparation of personnel records, as
well as the skills to familiarize employees of the organization with personnel documentation

and local regulations in force, the ability to protect personal data of employees (SPC-13);



— knowledge of bases of development and implementation of professional, including
corporate standards in the field of personnel management, ability to make descriptions and to
distribute functions and functional duties of employees, and also functions of divisions of
different level (maps of competences, job descriptions, regulations on divisions) (SPS-19).

Course description: The purpose of studying the discipline "Personnel records
management" is to study the theory and practice of organizing modern documentation on the
basis of scientifically based principles and methods for its improvement.

Main course literature:

1. Fundamentals of office management: textbook / A. M. Asaliev, I. Mironova, E. A.
Kosarev, G. G. Vukovich. - M.: research center INFRA-M, 2014. - 144 p.
http://znanium.com/catalog.php?bookinfo=443541

2. Kuznetsov, |I. N. Office work [Electronic resource]: Training manual / I. N.
Kuznetsov. - 6th ed., pererab. | DOP. - M: Publishing and trading Corporation " Dashkov |
K", 2013. - 520 p. http://znanium.com/catalog.php?bookinfo=414939

3. Kuznetsov, I. N. Business letter [Electronic resource]: teaching and reference manual
for bachelors / 1. N. Kuznetsov; Auth.-comp. I. N. Kuznetsov. - 5th ed. - M.: Publishing and
trading Corporation " Dashkov And Ke", 2013. - 196 p.
http://znanium.com/catalog.php?bookinfo=415309

4. Documentary support of management: textbook / E. V. gladi. - M.: RIOR CI: SIC
Infra-M, 2013. - 249 p. http://znanium.com/catalog.php?bookinfo=304633

5. Engineering controls: the Textbook / I. K. Korneev, G. N. Ksandopulo. - M.: INFRA-
M, 2010. - 200 p. http://znanium.com/catalog.php?bookinfo=187114

6. Documentary support of management (office work): Uch. POS. / T. A. Bykova, T. V.
Kuznetsova, L. V. sankina - 2 ed., pererab. | DOP. - M.: INFRA-M, 2012. - 304 p.:
http://znanium.com/catalog.php?bookinfo=238519

Form of final control; exam



AHHOTaUMs K pado4eii mporpaMMe JUCHUTINHBI

«Kaaposoe 1e101Ipou3BOACTBOY

VYuebnsiii kypc «KaapoBoe Aenonpou3BOJACTBO» NpEIHA3HAUYECH [JIsi CTYJEHTOB
HanpasieHus noarotoBku 38.03.03 YopasiieHue epcoHaIoM.

Jucrunmaa  «KaapoBoe  meompom3BOACTBO» — BKIIOYEHA B COCTAaB  00s13aTEIbHBIX
JUCIUIUIMH BapUaTUBHOM YacTu 0J10Ka «{MCIUIUIMHBI (MOTYIIN ).

OO6mrast TPyJOEMKOCTh AUCITUIUIMHBI COCTaBISET S5 3adeTHhIX eawHwmI], 180 dacos.
Y4eOHBIM TUTAHOM TPEAYCMOTPEHBI JICKITMOHHBIC 3aHATHA (36 dYacoB), MPaKTHYECKUE
3aHsATUsA (36 yacos, B ToM yncie MAO 18 vacoB), camocrosiTesbHas padora cryneHToB (81
yac, B TOM YMCJIE€ Ha MOATOTOBKY K 3K3aMeHy 27 yacoB). JlucuuruimHa peaiu3yercs Ha 3
Kypce B 6 ceMecTpe.

JNucnuminna «KagpoBoe 1emonponu3BOCTBO» OCHOBBIBAECTCS HA 3HAHUSIX JTUCHMILIMH
«Opranuzanus, periiaMeHTaluss W HOPMHUpPOBAHUE TpyAay», «YIpaBlIEHUE NEPCOHATIOM
OpraHu3alum» U MO3BOJSET MOJTOTOBUTH CTYAEHTA K OCBOEHUIO Psifia TAKUX JTUCIUIUIMH Kak
«CoBpeMeHHBIE TEXHOJIOTHUM TMOJ00pa, 0TOOpa, OLICHKU W HaiiMa mnepcoHana», «Kaaposlii
ayIUT, KOHTPOJUIMHT W KOHCAJITHUHI», a TaKXK€ K IMPOXOKICHUIO IPOU3BOJACTBEHHON
MPaKTUKH.

ConepkaHue AUCIUIUIMHBI COCTOUT U3 JICBSATU Pa3J/IeJIOB U OXBAThIBACT CICAYIOIINI
KpyT BOIIPOCOB:

1. Kommuiekc kaapoBoi gokymeHTalmu. JIOKyMEHTHpOBaHHE pabOThl C TMEPCOHAJIOM.
[Tonsarue «1okyMeHT». Ponb ToOKyMeHTa B )KU3HM YesioBeKka 1 oo1miecTBa. Kimaccuduxanus mo
npuopuTeTy (YHKIMOHAIBHO-TIENIeBOro Tpu3Haka. Kiaccudukanus —yrpaBieHYECKON
nokyMeHtauu. Kiaccupukanuu no cnoco0y JAOKYMEHTUPOBAHMS; IO  XapakTepy
UCIIOJIb3YEMbIX 3HAKOB M 3HAKOBBIX CHUCTEM; IO KaHaly BOCHPUATHS 3HAKOB; MO PEKUMY
JoCTymna; 1mo reorpaduueckomy npusHaky. Kommiekcsl nokymeHToB. KaapoBas ciyx0a kak
HAKOIMUTENTb JIOKYMEHTUPOBAHHBIX TEPCOHATBHBIX JTaHHBIX. CTPYKTypa KaJpOBOW CIIY>KOBI B
3aBUCMMOCTH  OT Tuma opranm3anud. OCHOBHBIE 33Jaud  KaJapoOBOW  CITY>KOBI.
NudopmarimoHHO-10KyMEHTAIIMOHHAS KaJIpoBasi CUCTEMA.

2. CoctaB W BHIBI JOKYMEHTAIlMU KaApOBOW CHykObl. CHCTEMBI JTOKYMEHTAIIHUU.

HopmarvBHass 1 HOpMaTUBHO-CIpaBOYHAsA JOKyMeHTaiws. [lmaHoBas kaapoBas JOKyMEHTALMsL.
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Opranu3aliioOHHO-TIpaBoBasi  JOKyMmeHTauus. llepconanmbHas nokymeHtarms.  JloroBopHas
JNOKyMeHTauusl. PacropsaurtenbHas JOKyMEHTalMs. Y4eTHas JoKyMmeHTauus. OtyerHas u
OTYETHO-CIIPABOYHAS TOKYMEHTALIUSI.

3. Knaccudukammss JOKyMEHTOB MO JMYHOMY COCTaBy. YHHU(HUIMPOBAHHBIE (POPMBI
MEPBUYHOM YYETHOM MOKYMEHTAallMd M0 Y4eTy KaapoB. IIpouecc ympaBieHusi NMEpCOHATIOM
opranmzaiuy. Benenne TpynoBbeIx KHMKEK. POPMUPOBAHKE U BEAECHUE JIMYHBIX Aeil. [logroroBka
Y [iepeaaya e B apXuB OpraHu3aliy. XpaHeHHe JIEIT CIy>KObI IEpCOHAIA B APXUBE OPraHU3ALINN.
[epedens hopM MEpBUYHON YIETHON TOKYMEHTAIIMH 110 YYETY KaJpOB.

4. IlepconanbHbIe AaHHBIC padoTHHKA. MHbOpManys, HeoOxoumast paboTOATEO B CBSI3U
C TPYZIOBBIMH OTHOLIEHUSIMH. OOpabOTKa MEPCOHATBHBIX JTAaHHBIX PaOOTHHKA. TpynoBOM KOAEKC
P® B yactu mopsinka nepeadd MEePCOHATIBHBIX JaHHBIX. OTBETCTBEHHOCTh PabOTOAATENs 3a
HapyUIeHUE MPaBUII pabOThI C IEPCOHATBHBIMU JAHHBIMU.

5. lokymMeHTupoBaHKE MpreMa Ha padoTy. JIOKyMEeHTBI, IPEAbABIIIEMbIE TIPU 3aKIFOUCHUN
TpyIOBOro joroBopa. JluyHoe 3asBieHHe paOOTHHMKAa O IpuemMe Ha padory. JloKyMeHT,
yIOCTOBEPAIONINI JTMYHOCTh. CrpaBka O HaIM4uu (OTCYTCTBHM) CYIUMOCTH M (WiM) (pakra
YIOJIOBHOTO TpEecielOBaHUs JHMOO O TIPEKPAICHUH YrojOBHOTO MpECIEeOBaHUS 110
pEAOMITMTUPYIOIIMM OCHOBaHMSM. JIOKyMeHThI 00 0Opa3oBaHMM. CIpaBKa O XapakTepe H
YCIIOBUSIX TpyJia M0 OCHOBHOMY MECTY paOOThI - MpHU NPUEME Ha TSDKETyro padoTty, paboTy ¢
BpEIHBIMU H(WJIM) OMACHBIMU YCIOBUSMHU TpyAa. CTpaxoBO€ CBUAETEILCTBO IOCYIAPCTBEHHOIO
NEHCUOHHOTO cTpaxoBaHus. OCOOEHHOCTH MOJITOTOBKM M O(QOPMIIEHUS TPYAOBOIO JIOTOBOpA.
TpynoBoii 1OrOBOp Kak OCHOBHOM CIIOCOO JOKYMEHTHPOBAHHMS TPYAOBBIX MTPABOOTHOIICHUH.
Croponsl TpyaoBoro aoroopa. CoaepkaHue Tpy10Boro 1oropopa. CylecTBEeHHbIE YCIOBUSA
TpyAoBOro naoroBopa. Cpoku, Ha KOTOPBIE 3aKIIOYaeTCsl TPYAOBOM AOToBOp. CpoOuHBIM
TpynoBoil goroBop. Ciiydaum, B KOTOPBIX 3aKJIIOYAETCA CPOYHBIA TPYAOBOU JOTOBOP.
Berynenue TpyAoBOro 10roBopa B CHITY.

3aKI04YeHUe TPYJOBOTO JOroBopa. Bo3pacT, ¢ KOTOPOro JOMYyCKAaeTcsl 3aKIOYEHUE
TPYJOBOTO JOroBopa. l'apaHTMM MNpW 3aKIIOYEHUH TPYIOBOrO J0roBopa. J(OKyMEHTHI,

peabABISIEMbIE TP 3aKIIIOUEHUH TPYI0BOTO AoroBopa. dopmMa Tpy10BOTO JOTOBOPA.



N3menenue TtpyaoBoro goroBopa. IlepeBoag Ha Jpyryr0 MNOCTOSIHHYHO palOoTy u
nepemenieHre. 3MeHeHue CyIecTBeHHbIX YCIOBHI TPyIOBOro Aorosopa. OTCTpaHeHHE OT
paboThI.

[Ipexpamenue TpyaoBoro goroopa. OOIIHe OCHOBaHHS NPEKPALICHUS TPYIOBOTO
noroBopa, cratbu TpyaoBoro kojekca P®. PacTtopkeHue TpyAOBOro J0roBopa IO
MHUIMAaTHBE pa0OTHUKA (II0 COOCTBEHHOMY >KEJaHUI0). PacTopikeHue TpyaoBOro JOroBopa
1o UHUIIMATUBE pabotoaarens. [Ipekpalienne TpyJ0BOro JOroBopa Mo 00CTOsITENbCTBAM, HE
3aBUCSILMM OT BOJU CTOpOH. OCHOBHBIE PEKBU3UTHI OJIaHKA TPyI0BOro norosopa. [Ipukas o
npueMe Ha paboTy. JInmuHas kapTouka paboTHHKA. YUeT pabouero BpeMeHH. JJOKyMEHTHI IO yueTy
paboyero BpeMeHH!.

6. JlokymeHTHpOBaHUE MepeBoja paOdOTHHKA Ha JpYryio padory. V3MeHeHue TpyaoBOro
norosopa. [Iprka3 o nepeBoze paboTHUKA Ha APYTYIO pabOTy. 3anKCh B IMYHON KapTOUKe. 3aIiCh
B TPYHOBOW KHWKKE. IIOpsIOK MOArOTOBKM INPOEKTOB IPUKA30B IO JIMYHOMY COCTaBY.
[TpaBuiia odopmieHHs] TEKCTa MpUKa3a MO JIMYHOMY cocTaBy. OCHOBAaHMS K IPHKa3aM.
Cpoku XpaHeHHUs MPUKA30B MO JUYHOMY cocTaBy. OCOOEHHOCTH O0(DOpPMIIEHHSI PUKA30B 110
JUYHOMY COCTaBy B COOTBETCTBHUM C YHU(PUIUPOBAHHBIMU (opMamMu. AnbOoMm
YHU(ULIHUPOBAHHBIX (OPM MEPBUYHON YUETHOM JOKYMEHTAIMU 10 YYETY TPYyJla €ro OIUIATHI.
Odopmiienue npukasza o npueMme Ha padoty (popmer T-1 u T-1a). Odbopmienne npukasza o
nepeBoje padotHuka (popmer T-5 u T-5a). Buasl nepeBoios.

7. Ornmyck. IlpaBuna mnpenocTtaBieHUs OTHYCKOB. Buubl ormyckoB. Esxeromnbie
OCHOBHBbIE OIUIauMBaeMble oTycka. ['papuk ortmyckoB. OdopmiieHne mnpukaza o
npeaocTaBieHuu oTiyckoB (popmel T-6 u T-6a). Buner otmyckos. Iponeaypa odpopmuenus
oTnycka. OcoOEHHOCTH 3arojHeHus YHUUImpoBaHHoi Gopmbl rpadurka oTIyckoB (popma
T-7). [Hatel yTBepxkaeHUs rpaduka OTIyCcKOB. Bo3MoxkHocTu odopmieHus aat
IpeIoCTaBIEHUs OTyCKa (ToUHas aara uiam mecsn). Cpok XpaHeHus: rpauKoOB OTIYCKOB.

8. Ilpekpamienue TpyaoBoro goroopa. JIOKyMEHTHI MO mpouexype oQopMIIeHHUs
npeKpalieHus: TpyAaoBoro nporosopa. OdopmieHue mnpukasa O MPEKpalEHUH TPYAOBOTIO
noroBopa (yBosnbHeHUH) (popMmbl T-8 u T-8a). Odopmiienne npukaza o mooupeHuu (Gopmbl
T-11 u T-11a). Buast noompennii. OpopmieHue npukasza o komanaupoaaun (popmer T-9 u

T-9a). OdopmiieHre KOMaHIUPOBOYHOTO yraoctoBepenus (dopma T-10). Ilpukaz o
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HAJOXXEHUU  JUCHUIUIMHAPHOTO  B3bICKaHUSA. Buabl JUCHUIUIMHAPHBIX  B3BICKAHMIA.
[Iponeaypa HaMOXKEHUST AUCIUIIMHAPHOTO B3bICKaHUsI. CBENIEHHS], YKa3bIBAEMbIE B MPUKA3E
0 HAJIOKEHUH JTUCIUIIIIMHAPHOTO B3bICKAHUSI.

9. OdurmanpHas BHYTpEHHsSI Tiepenucka. JKypHalbl ydeTa W KOHTPOJISA JTOKYMEHTOB.
3amaun BHyTpeHHeil mnepernucku. OcoOeHHOCTH odopmieHusi. TpeOoBaHUS K TEKCTY
nokymeHTa. Hamnbomnee Tunuynbie popMbl BHYTPEHHEN MEPEeNUCKu it oTaena kaapos. Lemu
U 337aud SKypHaJoB (KHHMI) yd4eTa U KOHTpOJsi JAOKyMeHTOB. OOmue TpeboBaHHS K
KypHajaM (KHUTaM) y4yeTa JIOKYMEHTAllUU U €€ JIBMXKCHUS TSl IPUAaHUS UM IOPUIUYECKOM
CUJIbI U BBIMOJIHEHUS TpeOoBaHui PocapxuBa Kk cpokaM UX XpaHeHUs. HopMaTUBHBIE aKThI,
peryJIUpyIOINe BEJCHNE, CPOKU XPaHEHUS KyPHAJIOB.

Heas — dbopmupoBaHue y CTYyACHTOB AJIEMEHTOB KOMIIETCHIIMM [0 OpTraHU3aIluu
COBPEMEHHOT0 JOKYMEHTAIIMOHHOTO OOecCneyYeHus KaJapoBOMl CIy:KO0H JeATebHOCTD
CTPYKTYpBI JIF0OOW OpraHM3allMOHHO-TIPAaBOBOM (opmbl oOecrieunBas pabOTy Bcex ee
CTPYKTYPHBIX MOAPA3JCICHUN Ha OCHOBE JAcHCTBYroUer B PO HOpMAaTUBHOW W TPABOBOM
0a3bl.

3amaun:

e OTIPEICIIUTH MECTO KaJIPOBOTO JEIOMPOU3BOACTBA B MPOIECCaX yIPaBICHUS,

e CIICTaTh AHAJIN3 COBPEMEHHOTO TOCYJApPCTBEHHOIO PpEryJIHpPOBaHUS KaJIpOBOTO
JEeJI0NPOU3BOJCTRA;

e PAaCCMOTPETH COBPEMEHHBIC TEXHOJIOTUHU OpraHu3aluu KaJIpOBOTO
JIEJIOTIPOU3BOICTBA U JIOKYMEHTO000POTA;

e PAaHXXUPOBATh CHUCTEMbl JIOKYMEHTAIlMU, MpaBUa COCTaBJICHUS U OQOpPMIICHUS
yIpaBIE€HYECKUX IOKYMEHTOB,;

e CUCTEMATU3UPOBATHh OCHOBBI OpPraHU3allMK KaJPOBOTO JEJIOMPOU3BOJICTBA, CIIOCOObI
JTOKYMEHTUPOBAHUS TPYIOBBIX OTHOIICHUHN U IBUKEHUSI KAJIPOB,;

e chOpPMHUPOBATh TMPAKTHUYECCKUE HABBIKM O(OPMIICHHS] JOKYMEHTOB IO JIMYHOMY
COCTaBy.

JIns  ycmemHoro wu3y4eHus JUCUUIUIUMHBL «KaapoBoe MeNIONpPOU3BOJICTBO» Yy
oOydJarormuxcsi  JOJDKHBI  ObITh  CPOPMHUPOBAHBI  CJIEAYIOIIHE  TPEABAPHUTEIILHbBIC

KOMIICTCHIIN U



e 3HAHWEM OCHOB KaJpOBOI'O IUIAHWPOBAHMS M KOHTPOJUIMHIA, OCHOB MAapKETHHIA
nepcoHana, pa3pabOTKH M peaju3alud CTpaTernyd MPUBJICUEHUS MEpCOHANa U yMEHHE
IIPUMEHSATD UX HA NIPAKTHKE;

e 3HAHMEM OCHOB HAay4YHOM OpraHM3alliM W HOPMHUPOBAaHMS TPYyAd, BIAJCHUEM
HaBbIKAaMHU IIPOBEJCHUs aHaiu3a paboT U aHainu3a padoYuX MECT, ONTHMHU3ALMU HOPM
00CTyKMBaHUSI U YUCIEHHOCTH, CIIOCOOHOCTHIO 3()(PEKTUBHO OPraHHU30BHIBATH IPYIIIOBYIO
paboTy Ha OCHOBE 3HAHUS MPOILIECCOB TPYMIOBOI JUHAMUKH U MPUHIIUIOB (POPMHUPOBAHUS
KOMaH/Ibl 1 YMEHUEM IIPUMEHSATD UX Ha MPAKTUKE;

e 3HAHMEM LIEJIEH, 3a1a4 W BUJAOB aTTECTAlMd W JAPYTMX BHUJIOB TEKYIIEW NEIOBOU
OLICHKM IIEPCOHAJIA B COOTBETCTBUMU CO CTPATETMUYECKUMM IUIAHAMH OPraHU3AllUH, YMEHUEM
pa3zpabarbiBaTh M MPUMEHATh TEXHOJOTMM TEKYLIEH [eJ0BOM OLEHKH IMepcoHana M
BJIAJICHUEM HAaBBIKAMH IIPOBEIECHUS aTTECTALUM, a TAKXKE APYTMX BUAOB TEKYIIEU JEIOBOU
OLICHKU Pa3JIMYHBIX KATETOpUH [IEpCOHANA;

e 3HAHUEM HOPMATHBHO-IIPABOBOM 0a3bl 0E€30MaCHOCTH M OXpaHbl TpyJa, OCHOB
MOJINTUKU OpPraHu3aluy Mo Oe30MaCHOCTU TPyAa, OCHOB ONTHMHU3ALUU PEXKUMOB TpyJa U
OTJbIXa C y4YETOM TpeOOBAHMUU INCUXO(U3MOJIOTUN, SPrOHOMHUKU U ACTETUKH Tpynaa Jis
PAa3IMYHBIX KATETOPUM IIEPCOHANA, BIAJCHUEM HABBIKAMHM PACYETOB IMPOJOJKUTENBHOCTH U
MHTEHCUBHOCTH pabodyero BPEMEHM M BPEMEHM OTAbIXa NEpCOHaNIa, a TaKKe BIaJCHHUE
TEXHOJIOTHSIMH YIIpaBJIeHUs 0€30MacHOCThIO TpyJa NepcoHalla U yMEHHUE NMPUMEHSTh X Ha
IIPAKTHUKE;

e BJIaJICHUEM HaBBbIKaMH pPa3pabOTKU OpPraHU3alMOHHON M (YHKIIMOHAIbHO-IUTATHON
CTPYKTYpBI, pa3pabOTKH JTOKaJbHBIX HOPMATUBHBIX aKTOB, KaCAIOUIUXCsl OpraHU3aluK TpyAa
(mpaBuWJIa BHYTPEHHETO TPYIOBOIO PAaCHOPSIKA, MOJIOKEHUE 00 OTIYCKaxX, MOJOXKEHUE O
KOMaHAUPOBKAX U Ip.);

e BJIQJICHUEM HaBbIKaMHM cOOpa MH(pOpMalMM AJI1 aHaJIW3a BHYTPEHHUX M BHEIIHUX
(bakTOpoB, BIUSIOMIMUX HA 3PPEKTUBHOCTH IEATEIBHOCTH MEPCOHANIA OPraHU3alMH, YMEHHEM
paccuuThIBaTh YMCIEHHOCTh M MPO(ECCHOHAIBHBIA COCTAaB MEPCOHANa B COOTBETCTBUU CO
CTpaTErn4eCKUMU IJIaHAMUA OPTaHU3ALNY;

e BJIAJICHUEM METOJaMU OLEHKH M MIPOrHO3UPOBAHMS MPO(ECCHOHATBHBIX PHUCKOB,

METO/JAMM aHalu3a TpaBMaTU3Ma M NpodecCUOHATbHBIX 3a00J€BaHUM, 3HAHMEM OCHOB
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OLICHKH COI[MAIbHO-3KOHOMHUYECKOH 3(P(GEKTUBHOCTH pa3pabOTaHHBIX MEPONPUATUH IO
OXpaHe TpyZa U 3A0pOBbs IEPCOHANIA U YMEHHEM NPUMEHSTh UX HA IPAKTHUKE;

e 3HAHMEM OCHOB IIOATOTOBKHM, OpraHW3allMM W IPOBEACHUS HCCIEAOBAHUIM
YIOBJIETBOPEHHOCTH NEPCOHAa padOTOM B OpPraHM3alMyd M YMEHUEM HUCIOJIb30BaTh UX Ha
IIPaKTHUKE;

e 3HAHMEM OCHOB OpraHU3allMOHHOTO NPOEKTUPOBAHHUS CHCTEMBl M TEXHOJOIHMHU
yIpaBJICHUS MEPCOHATIOM (B TOM YHUCJIE C UCHOIb30BaHUEM (PYHKIIMOHATBHO-CTOMMOCTHOTO
METOJ1a), BJIAJICHUEM METOAaMH IOCTPOEHUS (YHKIUOHAIBHBIX M OPTraHU3allMOHHBIX
CTPYKTYp YIPaBJICHHs OpraHU3alMeld M €€ NEPCOHAJIOM HCXOAS U3 LEJIed OpraHu3allvy,
YMEHUEM OCYIIECTBISATh pacupeneseHue (PyHKIHM, MOJTHOMOYMH M OTBETCTBEHHOCTH Ha
OCHOBE HX JEJIETUPOBAHUS.

B pesynbrare H3ydyeHHs MAHHOW JUCUUILIMHBI y OOydamommxcsa (OpMUPYIOTCS

cienyroime mpoecCuoHaNbHbIE KOMIETEHITUH (3JIEMEHTBI KOMIIETEHITUHN )

Kox n popmympoBka Jransl GopMUPOBAHUSA KOMIIETEHIIUH
KOMIIETEeHIIHH

[1K-12 3Hanrem ocHOB OCHOBEHI pa3pabOTKH U BHEAPEHUS KaIPOBOH yIpaBIeHICCKOU
pa3paboOTKH U BHEAPEHUS JIOKYMEHTAIIUH, ONTUMH3AIIUIO JJOKYyMEHTOO0O0POTA M CXEM
KaJI[POBOM 1 3HaeT | QYHKIMOHAIBHBIX B3aUMOCBS3EH MEKTY T10pas Ie/IeH UsIMH,
yIPaBICHYECKOMI OCHOBBI Pa3pabOTKHU U BHEAPEHUS TIPOLEAYD PETYIHPOBAHUS
JIOKyMEHTAIUH, TPY/IOBBIX OTHOLIEHHH U COMPOBOKIAIONIEN TOKYMEHTAIIUH
OHTUMHU3alNH pa3paboTarh ¥ BHEAPUTH OCHOBBI KaJPOBOM YIPaBIEHYECKOM
JIOKyMEHTO06O0pOTa 1 CXeM JOKYMEHTAIIUH, ONITHMH3UPOBATH JOKYMEHTOO0OPOT U CXEMBI
byHKImOHANbHBIX VMeer | QyHKIMOHATBHBIX B3aUMOCBSI3€H MEXKIY ITOIpa3/ICICHUsMH,

B3aNMOCBSI3EH MEKY
MOApa3AeICHUsIMU, OCHOB
pa3pabOTKH U BHEIPEHUS
MpOLIeAYp PEryIupOBaHUs
TPYIOBBIX OTHOIICHUHN 1

OCHOBBEI pa3pa60TKH " BHCAPCHUS MMPOLUCAYP PETYIUPOBAHUA
TPYAOBBIX OTHOIICHUN U conpOBomz[a}omeﬁ JOKYMCHTAallUN

OCHOBaMH pa3pabOTKH U BHEPEHUS KaJIpOBOMI
YIPaBIEHYECKON JOKYMEHTAIUH, ONTUMH3ALUEN
JIOKyMEHTO0000pOoTa U cXeM (PYHKIMOHAIBHBIX B3aUMOCBSI3eH

COIIPOBOXKAAIOLIECH Bmaneer
MEXy NOpa3/IeIeHUsIMHI, OCHOBaMU Pa3pabOTKU U
JOKyMEHTAUN .
BHEJIPEHUS MIPOLIEYP PETYJIUPOBAHUS TPYAOBBIX OTHOILIEHNUN
U COIPOBOXKAAOIIEH JOKYMEHTALUN
[IK-13 ymenuem Bectn KaJpOBOE IEIONPOU3BOJICTBO U aPXUBHOE XPAHEHUE
KaJpoBOE KaJpOBBIX JOKYMEHTOB B COOTBETCTBUU C JIECUCTBYIOIIUMU
JEJONPOU3BOJCTBO U HOPMAaTHBHO-TIPABOBBIMH aKTaMH, OCHOBBI KaJIpOBOU
OpraHU30BbIBATH APXUBHOE 3Haer CTaTUCTUKH, HABBIKU COCTABJICHUS KapPOBON OTYETHOCTH, a
XpaHEHUE KaJpOBBIX TaK>Ke€ HaBBIKM O3HAKOMJICHUS COTPYAHUKOB OPTaHHU3aIMHU C
JOKYMEHTOB B COOTBETCTBUH KaJpOBOM TOKYMEHTALMEH U JEHCTBYIOIIUMH JIOKAIbHBIMU
C IEUCTBYIOIINMH HOPMAaTUBHBIMH aKTaMHU, KaK 00€CTIeUUTh 3alUTy
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HOPMAaTUBHO-TIPaABOBBIMU
aKTaMu, 3HaHHUEM OCHOB
KaHpOBOﬁ CTaTUCTHKH,
BJIaJCHHUCM HaBbIKaMH
COCTaBJICHUA KaﬂpOBOﬁ

NEPCOHATIBHBIX JAHHBIX COTPYAHHUKOB

BECTHU KaApOBOEC ACIOIMPOU3BOJACTBO U OPraHU30BbIBATH
APXUBHOC XpaHCHUC KAAPOBLIX JOKYMCHTOB B COOTBCTCTBHUU C
HeﬁCTBYIOIHHMH HOPMATUBHO-IIPABOBBIMU dKTaAMHU,
IOJIB30BAaTHCA OCHOBaAMH KaI[pOBOfI CTaTUCTHUKH, COCTABJIATDH

YpOBHS (KapThbl
KOMIIETEHITUM,
JOJKHOCTHBIE MHCTPYKITUH,
MOJIOKEHUS O
MOApa3ACIICHUsIX )

YmMmeer
OTHCTHOCTH, a TAKKE KaJPOBYIO OTYETHOCTD, A TAKIKE 03HAKOMUTEH COTPYIHUKOB
HaBbIKAMH O3HAKOMIICHUA OpraHu3aIiy C KaJpOBOW TOKyMEHTAIUEH U JICHCTBYIOIINMU
COTPYHHHUKOB Oprafisatimn JIOKJIbHBIMU HOPMATHBHBIMHU aKTaMM, 00ECIIEYNTh 3aIUTy
C KaZIpOBOM IOKYMEHTaMCH HEPCOHANBHBIX JAHHBIX COTPYIHUKOB
¥ JIEHCTBYIONINMU
YMEHHUEM BECTH KaJPOBOE JETONPOU3BOICTBO U
JIOKaJIbHBIMU
OPraHM30BBIBATH ADXUBHOE XPAHEHHUE KaJIPOBBIX JOKYMEHTOB
HOPMATHBHBIMH AKTaMH, N
B COOTBETCTBHH C JICHCTBYIOIMMHI HOPMAaTHBHO-IIPABOBBIMH
YMEHHE 00ECTIEYHTD 3ALUTY y
aKTaMu, 3HAHMAMHU OCHOB KaJPOBO CTATMCTUKHU, HABBIKAMU
HEPCOHAIBHBIX JTAHHBIX N
COTPY THUKOB Bnajgeer | cocraBieHus KaJpoBOM OTYETHOCTH, a TAKIKE HABBIKAMU
O3HAKOMJIEHHS COTPYAHUKOB OPraHU3aIMH C KAIPOBOi
JIOKYMEHTALUEN U JEUCTBYIOIMMHE JIOKAIbHBIMH
HOPMaTHBHBIMH aKTaAMM, YMEHHEM 00ECTIEUMTD 3aAIIUTY
HEPCOHAIBHBIX JaHHBIX COTPYAHUKOB
[1K-19 3HaHMEeM OCHOB OCHOBBI pa3pabOTKU M BHEAPEHUS NPOPECCHOHATBHBIX, B TOM
pa3spaboTKU U BHEAPEHUS 3HaeT | 4yMciie KOPIOPATUBHBIX CTAHAAPTOB B 00JIACTH YIIPABIEHHS
poPECCUOHATBHBIX, B TOM HIEPCOHATIOM
UCIIC KOPTIOPATHBHBIX COCTABJIATH ONMKMCAHUS ¥ PACIPEAETIATh QYHKIUH U
CTaHIAPTOB B OOMACTH (yHKIHOHATBHBIC 00A3aHHOCTH COTPYIHUKOB, a TAKIKE
YUPABJICHU TIEPCOHATIOM, VMeer | QyHKIMHU MOapa3siesieHuii pa3Horo ypoBHS (KapThl
YMCHHUEM COCTaBJIATH KOMIIETCHITH, TOJDKHOCTHBIC HHCTPYKIIUH, TIOJIOKEHHS O
OIUCAHUS ¥ PACTIPEIEIIATH MoApa3AeeHHsX)
GyHKIIUH 1
(yHKIHOHATbHBIC 3HAHUEM OCHOB Pa3pa0OTKK ¥ BHEAPEHUS
00S3AHHOCTH COTPYTHHUKOB, POPECCHOHATBLHBIX, B TOM YUCIIE KOPIOPATUBHBIX
a TaKoKe QyHKIHK CTaHJaPTOB B 00JACTH YIPABICHHUS MIEPCOHATIOM, YMEHHEM
NOAPa3ICICHUH PA3HOTO Brageer | COCTABIATD ONMCAHMA 1 PACTIPENEIATS GyHKIHH 1

(byHKLINOHATIBHBIE 00S13aHHOCTH COTPYIHUKOB, a TAKXKe
GyHKIMY MOApa3ieeHUd pa3Horo YpoBHS (KapThl
KOMIIETEHIINH, JODKHOCTHBIE MHCTPYKIIMH, ITOJIOXKEHUS O
MoApa3IeICHUSIX )

I[J'ISI (bOpMI/IpOBaHI/IH BBINICYKA3aHHBIX KOMH@TGHHI/Iﬁ B paMKax JUCHUILIMHBI

«KagpoBoe aenonpous3BoACTBO»
MHTEPAKTUBHOIO  OOYYEHUS:

VH/IMBU1yaJIbHBIX 33JJaHUH.

aKTUBHOTO /

IMPUMCHAIOTCA

IIOArOTOBKAa JOKJIaAdOB
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|. CTPYKTYPA U COJAEPKAHUE TEOPETUYECKOM YACTH KYPCA (36
4acoB)
Paznen 1. Komimuieke kaapoBoii nokymenTamuu (4 yaca)

Tema 1. [lokyMeHTHpPOBaHHE PAGOTHI € MIEPCOHAIOM (2 Yac)

[lonsitue «aokyMeHT». Poib JOKyMeHTa B KU3HM 4YeJOBeKa U OOIIecTBa.
Knaccudukanusa mno npuopurery (QyHKIIMOHAIBHO-IIENEBOro mnpu3Haka. Kiaccudukarms
ynpaBieH4Yeckor AokymeHTanuu. Kiaccupukanuu mno cnocoOy ITOKYMEHTHPOBAHHS; IO
XapaKkTepy UCIOIb3YEMbIX 3HAKOB M 3HAKOBBIX CHUCTEM; IO KaHAJy BOCHPHUATHS 3HAKOB; IO
PEeXUMY JIOCTYTIA, MO reorpaduueckomy mpusHaky. KoMiiekcsl T0KyMEeHTOB.

Tema 2. KagpoBasi ciy:k0a KaKk HAKONMTEIb JOKYMEHTHPOBAHHBIX MEPCOHATBHBIX
JaHHBIX (2 4ac)

CtpykTypa KaapoBOW CIIy>)KObl B 3aBUCUMOCTH OT Tumna opranusauuud. OCHOBHbIE
3a/1a4M KaJpoBoi ciryk0bl. MHpOpMallMOHHO-TOKYMEHTAlMOHHASL KaIpoBasi CUCTEMA.

Pa3znes 2. CocTaB ¥ BUABI JOKYMEHTAIIUM KAJAPOBOH CIyxK0bI (2 yaca)

Tema 1. Cucrembl JoKyMeHTauu (2 Yaca)

HopmatuBHas ©  HOpMAaTUMBHO-CIIpaBOYHAs JOKyMmeHTauus. IImaHoBas — kazmpoBast
JoKyMeHTanus. OpraHn3alyMOHHO-TIpaBOBast JOKyMeHTalws. [lepcoHaipHas JOKyMEHTAIMs.
JloroBopHast noKymeHTauus. PacnopsaurenbHas JOKYMEHTaluMs. YYeTHas JOKYMEHTallusl.
OtyeTHast ¥ OTYETHO-CIIPABOYHAS JOKYMEHTALIUS.

Pazgen 3. Kitaccuukanus 10KyMeHTOB 110 JIHYHOMY COCTaBY (2 yaca)

Tema 1. YandpuuupoBanubie (OpMbI NEPBUYHON YYETHON JOKYMEHTAIMH IO Y4eTy
KaJApoB (2 yaca)

[Ipouecc ympaBneHus NEPCOHAIOM OpraHM3aUMU. BemeHwe TpyIOBBIX KHHUKEK.
@opMUpOBAHME W BEIEHHE JIMUHBIX Jel. [loaroroBka m mepemada Ji€Jl B apXUB OPraHU3aLUH.
XpaHeHue Aen cayKObl IepcoHaia B apxuBe opranuzauuu. [lepedens Gpopm nepBudHON yyeTHOM
JOKYMEHTALIMH IO YYETY KaJIpOB.

Pasnea 4. IlepconaibHbIe JaHHbIE pAa00THHUKA (2 yaca)
Tema 1. HUndopmanus, HeoOXxoaumasi padoTOnaTel0 B CBA3M C TPYAOBBIMH

OTHOLLIEHUsIMU (2 Yyaca)
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OO0paboTka MepcoHATbHBIX JaHHBIX paboTHHKA. TpynoBoi komekc PD B wactu mopsaka
nepesayl MEepCOHAIbHBIX JaHHBIX. OTBETCTBEHHOCTh pabOTOAATENs 3a HapylleHHE MpaBUIl
paboThI C MEPCOHATLHBIMU JJAHHBIMHU.

Pazneu 5. JlokymeHTHpOBaHHE NpueMa Ha padoTty (16 yacoB)

Tema 1. /IokyMeHTbI, NpeIbsiBJisieMble TPH 3aKJIOYEeHHH TPYIAOBOro aoroopa (2
yaca)

JluyHoe 3asiBIeHHWE pabOTHHKA O mTpHeMe Ha padboTy. JIOKyMEHT, yIOCTOBEPSIOIIMiA
muyHocTh. CrnpaBka 0 Hamuyud (OTCYTCTBUM) CyIMMOCTH W (WiM) (akTa YroJIOBHOTO
NPECIIENIOBAHUS JIMOO O TMPEKPAIleHUH YroJOBHOIO MPECIEOBAHUS MO peadMIMTUPYIOIM
ocHOBaHMSIM. JIoKyMeHTBI 00 0Opa30BaHMM. CIIpaBKa O XapakTepe W YCIOBHSX TpyJda IO
OCHOBHOMY MECTy paboThl - MpHU MpUEME Ha THKETylo paboTy, padoTy ¢ BpEIHBIMU H(WJIH)
OMAacHbIMHM yCHOBUsIMH Tpyaa. CTpaxoBoe CBUIETEIBLCTBO TOCYJAPCTBEHHOIO ITEHCHOHHOTO
CTpaxOBaHMsI.

Tema 2. OcodeHHOCTH MOATOTOBKH M 0hopMIIeHHsI TPYI0BOTO J0roBopa (4 yaca)

TpynaoBoil [OroBop Kak OCHOBHOM CIOCOO JOKYMEHTHUPOBAHUS TPYIOBBIX
npaBooTHoLIeHU. CTOpoHBI TpyAoBoro gorosopa. Cozaep:kaHue TpPyZOBOIO JIOTOBOpA.
CylleCTBEHHBIE YCIOBUS TPYAOBOro 10roBopa. Cpokr, Ha KOTOPBIC 3aKIIFOYAETCS TPYIOBOU
noroBop. CpouHblii TpyaoBoi mgoroBop. Ciydan, B KOTOPBIX 3aKJIIOYACTCS CPOYHBIN
TPYZIOBOM JOr0OBOp. BeTyrieHne Tpyi0BOro I0roBopa B CUITY.

3aKIIfO4eHUE TPYNOBOrO JOroBopa. Bo3pacT, ¢ KOTOPOro AOMYCKAaeTCs 3aKIIOUYCHHE
TPYIOBOrO JA0roBopa. ['apaHTMM MpU 3aKIOUYEHHH TPYAOBOTO J0ToBOpa. JlOKYMEHTHI,
IpeabABISIEMbIC TP 3aKIIFOUEHUH TPYIOBOTO AoroBopa. dopma TpyZ0BOro 10roBopa.

N3menenue TpyaoBoro goroBopa. IlepeBoag Ha Apyryro MOCTOSIHHYIO paloOTy U
nepemenieHre. M3MeHeHne CyIecTBeHHbIX YCIOBUM TPyIOBOro Aorosopa. OTCTpaHeHue oT
paboThI.

[Ipexpamenue TpyaoBoro goroopa. OOIire OCHOBaHHS NPEKpPaALICHUS TPYIOBOTO
norosopa, crareu TpynoBoro koaekca P®. PacrtopkeHue TpyIoOBOro J0roBopa mo
WHUIIMaTUBE paboTHHKA (10 COOCTBEHHOMY JKeJlaHui0). PacTopkeHue TpyJI0BOro JA0roBopa
1o uHUIMaTHUBEe paboromarens. [Ipekparierune Tpya0BOro 10roBopa Mo 00CTOATEILCTBAM, HE

3aBUCSIIIUM OT BOJIU CTOPOH. OCHOBHBIE PEKBU3HUTHI OJ1aHKA TPYAOBOTO JOTOBOpA.
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Tema 3. Ilpuka3 o npueme Ha padory (4 yaca)

Buecenue 3amucu B TpynoByr0 KHUXKY. OdopmiieHune CTpaxoBOTO CBUAETEILCTBA
roCyJapCTBEHHOIO MEHCUOHHOTO CTpaxoBaHUsA. Tpy/noBas KHUKKA KaK OCHOBHOM JOKYMEHT
O TpPYAOBOHM JAEATENbHOCTH pabdOTHHKA. VICTOpUS BO3HUKHOBEHHS TPYJOBOM KHIKKH.
HopmaTuBHBIE TIpaBOBBIE AaKThI, PETVIAMEHTUPYIOIIME BEACHUE, 3allOJHEHUE, YYET W
XPaHEHUE TPYIOBBIX KHIKEK.

OOmue TpeOoBaHMSA K 3alOJIHEHUIO TPYAOBBIX KHIDKEK. CBeleHHus, BHOCSAIIUECS B
TpyJaoBYyt0 KHUWXKY. [lopsnok odopmienus gat B TpyaoBod KHUkKe. Pazgensl TpyaoBoid
KHWKKH. [IpaBuiia u3MeHEeHUN paHee BHECEHHBIX HETOYHBIX, HENPABWIBHBIX WIIM WHBIX
IIPU3HAHHBIX HENECWCTBUTEIBHBIMA 3allUCEN B JaHHBIX pasaenax. [IpaBuna 3anomHeHus
cBelleHni o paboTtHuke. M3Mmenenust 3ammceil cBeneHuii o paboTHuke. JIOKyMEHTHI, Ha
OCHOBAHHUM KOTOPBIX MPOU3BOJIATCS U3MEHEHUS 3alHCE B TPYJIOBBIX KHI)KKaX O (paMuUIINU,
UMEHH, OTYECTBE U JJaTe POXKACHUA. 3all0JIHEHUE CcBeleHul o padote. OpopmieHue npuema
Ha paboTy. BHeceHnue cBeneHuil o paboTe M0 COBMECTHTENBCTBY. 3alUCh MPU U3MEHEHUU
HAaMMEHOBAaHUS OpraHU3aluu. 3alojJHEHUE CBEAEHUH 00 yBOJbHEHUHM (MPEKpaLEHUN
TPYAOBOIrO J10roBopa). OcoOEHHOCTH 3alloJIHEHUsI CcBeleHUM 00 yBoibHeHHH. lIponenypa
3aBEpPEHMI CBEICHUU NOMANMCHI0 padOTOJATENs] WJIM JIMLA, OTBETCTBEHHOIO 3a BEJCHHE
TPYAOBBIX KHIKEK, I€4YaThl0 OpraHu3auuu (KaJpoBOM CIyKObl) M TOJIUCHIO CaMOIo
pabotHuka. [lopsgox odopmieHus: ayOnukaTa TPyAOBOM KHIDKKK. BKIIamwiil B TPYJIOBYIO
KHWKKY. 3aloJJHEHHE CBEACHUM O HarpaxicHuu. Bplgaya TpyZoBOM KHWKKH TIpH
YBOJIbHEHUU (TIPEKpallleHud TPYAOBOIO JOrOBOpa). YUeT W XpaHEHUE TPYIOBBIX KHUKEK.
Kuuru ydera. OTBETCTBEHHOCTD 3a COOMIOAEHUE MOPSAIKA BEICHUS TPYIOBBIX KHIDKEK.

Tema 4. JInunas kapTouka padoTHuKa (2 yaca)

[lonsiTve «im4yHON KapTOUukn». PopMa JTMYHON KApTOUYKU. 3alOIHEHUE JIMYHON KAPTOUKH.
Ocobennoctr  3amoyiHeHus1  yHU(GUIMpOoBaHHOH (opmbl  nmdHOM Kaptouku ((popma T-2).
Kateropuu pabOTHUKOB, Ha KOTOPBIX 3aIOIHACTCS JIMYHAs KapTouka. JIOKyMEeHTbI, HEOOXOAUMBbIE
JUTSI 3arOJTHEHMSI TMYHOM KapTodku. KomupoBanue cBeieHrid B TMUHOM KapTouke. Cpok XpaHEHUS
JIMYHOU KapTOukH. JInunbie nemna. @opMUpPOBAHUE JIMYHBIX JCIL.

Tema 5. Yuer padouyero BpeMenu (2 yaca)
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Tabenp ydera pabouero BpeMeHru. OCOOEHHOCTH 3aMOIHEHUST YHU(PUIMPOBAHHON (POPMBI
Tabens ydera pabodero Bpemenu (popma T-13). Hasnauenne Tabenst ydera pabodero BpeMeHH.
Cpoxk xpaHeHus Tabesent yuera pabo4ero BpeMeHH.

Tema 6. [lokyMeHTBI 110 yueTy padouyero BpeMeHH (2 yaca)

[lTatHoe pacnucanue. HazHauenue mratHoro pacmnucanusi. llporuieaypa yTBepxaeHUs
mraTHOro pacnucanus. [Iprka3 o0 yTBEp)KIEHMHU IITaTHOrO pacrucanus. llpuka3z o BHeceHUn
W3MEHEHWA B IUTaTHOEe pacrucanue. (OCHOBaHUSI [UIsi BHECEHUS W3MEHEHUMH B IITATHOE
pacriucanue. Knaccudukaropbl, HUCHONb3yeMble TPU YCTAHOBJICHWH JIOJDKHOCTH B IITATHOM
pacrnimcanny. OcOOEHHOCTH 3aI0THEHUS YHU(DHIMPOBAHHOM (POPMBI IITaTHOro pacrmcanus (T-3).
Cpok XpaHEeHHUsI IITATHOTO PACIIMCAHUSL.

Pa3nea 6. JlokymMeHTHpPOBaHHUE NePeBOIa PAa0OTHUKA HA APYIYI0 padoTy (2 yaca)

Tema 1. U3MeHeHMe TPYI0BOI0 10r0BOpa (2 yaca)

[Ipuka3 o nepeBojie pabOTHHKA Ha JAPYryro paboTy. 3anuch B TMYHON KapTOUKe. 3amuch B
TPy10BOI KHIKKE. [1opsI0K TOATOTOBKY MPOEKTOB MPHUKA30B 10 JMYHOMY cocTaBy. [IpaBuna
opopMIIeHUsI TEKCTa MpHKa3za MO JWYHOMY cocTtaBy. OcHoBaHusi K mpukazaM. Cpoku
XpaHEHUs PUKA30B M0 JIMYHOMY COCTaBY.

Ocobennoctn 0QOpMIICHHS TPUKA30B MO JIMYHOMY COCTaBy B COOTBETCTBUHU C
YHUGUIUPOBAHHBIMU (popMaMu. ATLOOM YHUDUIMPOBAHHBIX (DOPM TEPBUYHON YyUETHOM
JOKyMEHTAIlMU M0 y4deTy Tpyaa ero oruatel. OdopmileHrne mpukKaza o mpueme Ha pabory
(popmer T-1 u T-1a). Odbopmnenne npukaza o nepeoge padotHuka (popmer T-5 u T-5a).
Bub! nepeBonos.

Pazngen 7. Ornyck (2 yaca)

Tema 1. IIpaBuiia npeaocTaBjieHUus OTILyCKOB (2 yaca)

Bunasr otmmyckoB. ExkeroHbie OCHOBHBIE OIIauMBaeMble OTITyCKa. I'paduK OTITYCKOB.
OdopmieHue npukasa o npenocTaBieHun oTnyckoB (dhopmel T-6 u T-6a). Buasl oTiycKoB.
[Ipouenypa odopmienust ormycka. OCOOEHHOCTH 3amOJIHEHUS] YHUDHUITMPOBAHHON (HOPMBI
rpaduka otmyckoB (popma T-7). IlaTel yTBepx)aeHus rpaduka OTIMYCKOB. Bo3mokHOCTH
opopMIieHUsI JIaT MPEAOCTaBIICHUs OTIycKa (To4Has aara wid mecsu). Cpok XpaHEHHs

rpauKOB OTIYCKOB.
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Exerogupnii  momosHuTensHBIN oTmyck. ®Popma rTpaduka otmyckoB. llpukaz o
NpeIoCTaBlIeHUN OTIycka. BHecenuss n3menenuil B rpaduk otmyckoB. [lepeHecenue umu
MPOJJIEHHE OYEpPENHOTO OTIycKa. OT3bIB U3 OTMYCKAa. 3aMEHa €KEr0JTHOr0 OIIAYhBAEMOTO
OTIIyCKa JACHEKHOW KomreHcarueil. OTimyck 6e3 coxpaHeHus: 3apabOTHON IIaThl. Y4yeOHbIe
ormycka. OTIycKa, oriaunuBaeMbI€ 3a CUET CPEACTB (POHJIa COIMATBHOTO CTPAXOBAHMUS.

Pa3znean 8. Ilpexpaienune TpyaoBoro 10ropopa (2 yaca)

Tema 1. JlokymeHTHl 1m0 mnpoueaype o¢gopMjeHHUs NPeKPALleHUs1 TPYA0BOIoO
JA0TroBOpa (2 yaca)

Odopmiierne mprKaza 0 MPEKpaIieHud TPYIOBOTO I0roBopa (yBOJbHEHHH) ((OpPMBI
T-8 u T-8a). Odopmnenne npukaza o mnooupenun (popmer T-11 u T-11a). Bunsr
nooipenuit. Odopmiienne npukaza o komauaupoanuu (popmsl T-9 u T-9a). Opopmuenue
KOMaHAUPOBOUHOrOo  yjaoctoBepeHuss  (popma  T-10). Ilpuxaz o0  HaJOKEHUH
JUCUUIUIMHAPHOTO  B3bICKAaHWs. Buael aucuurmiumHapHbiX — B3bickaHuil. [Ipouemypa
HAJIO)KEHUSI JHUCIUIUIMHAPHOTO B3bIcKaHUA. CBeAeHUs, YKa3blBa€Mble B IIPUKa3e O
HAJO0KEHUU JUCIUIUTMHAPHOTO B3bICKAHUSI.

Paznen 9. OpunmanbHasi BHyTpeHHsIs nepenucka (4 yaca)

Tema 1. )KypHaubl yueTa H KOHTPOJIs IOKyMeHTOB (4 yaca)

3amaun BHyTpeHHeM nepernucku. OcobenHoctu odopmiieHus. TpeOoBaHUS K TEKCTY
nokymeHTa. Hanbonee tunuunbie GopMbl BHYTPEHHEH MEPEMUCKH JIJIsl OT/ETa KapoB.

enu u 3amaun >KypHaAIOB (KHHUT) y4eTa U KOHTPOJIsL TOKyMEeHTOB. O01ue TpedoBaHus
K OKypHaiam (KHMraM) yd4era JOKyMEHTAllMM W €€ JABWXKCHUS [JI TPUIaHUS UM
IOPUIMYECKON CHJIBI M BBINOJHEHUs TpeOoBaHui PocapxuBa K cpokaM HMX XpaHEHHS.
HopmaTuBHBIE aKThl, PETyJIUPYIOUIUE BEAECHUE, CPOKUA XPAHEHUS )KYPHAJIOB.

Kuura ydera nBHXKEHHSI TPYIOBBIX KHWIKEK W BKJIaAbllied K HuM. [IpuxomHo-
pacxojiHasi KHUTa MO y4eTy OJIaHKOB TPYJIOBBIX KHUKEK M BKJIAJbIIeH K HUM. OCOOEHHOCTH
odopmIieHUsT TaHHBIX KHAT. CPOKU XpaHEHHUS.

KHura yuera Tpya0BbIX TOrOBOPOB, M3MEHEHHHN U JONOJHEHUN K HUM. JKypHan y4deTa
IIPUKA30B 10 OCHOBHOW JEATENbHOCTH. JKypHan ydyera NpHUKa30oB IO JUYHOMY COCTAaBY.
KHura perucrpanmy u KOHTPOJIS 3a MOCTYIMAroen gokyMeHTauuen. Kaura peructpanuu u

KOHTPOJII 3a OTIHPAaBIACMBIMH JOKYMCHTAaMMU. Knura perucTtpanun pacrnopAanTCIbHBIX H
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HOPMAaTUBHBIX TOKYMEHTOB Opranu3anui. JKypHan ydera oTiyckoB. JKypHall y4eTa JUYHBIX
kapTouek T-2. ypHan yuera BOEHHOOOS3aHHBIX U JIUI, MOAJEKAIIUX MpHU3bIBY. KypHamn
ydeTra MEpOonpHATH 1O KOHTposro. JKypHam ydera KoMaHaupoBoK. JKypHan yuera
KOMaHJIMPOBOYHBIX YAOCTOBEpeHUN. JKypHall 03HAKOMJIEHHS ¢ HHCTPYKUUEN (ITPOXO0XKICHUS
MHCTPYKTaXa) MO oxpaHe Tpyaa. KypHan yuyera MEIUIUHCKUX OCMOTPOB. CpOKH XpaHEHUs

KHUT (O)KypHAaJIOB).

Il. CTPYKTYPA U COJEP)KAHUE NMPAKTHYECKOMN YACTHU KYPCA
IpakTnueckne 3ansaTusa (36/- yacon)
Paznen 1. Komiuiekc kaapoBoii 1okymeHnTanuu (4 yaca)
Tema 1. lokymeHTHPOBaHHE PAa0dOTHI C IEPCOHAJIOM (2 Yac)
3ansaTue 1. U3yyeHnune coctaBa peKBHU3MTOB JO0KyYMeHTOB. OdopmiieHHe peKBU3HUTOB.
IHonsitue 6s1anka. I'padpuueckas Moaeb JOKYMEHTA.
3amanne 1. Ilpaktuyeckas padotra. Odopmuts mgokymeHT wu3 coctaBa OPJ]]
(pacniopspkeHue, PUKa3, yKazaHue).
3ansaTue 2. PazpaGorka u odopmieHHe NPOAOJbHBIX OJAHKOB MPHKA3a, aKTa,
MPOTOKO0JIa, YIJI0BOr0 0J1aHKa MUCbMA.

3amanue 2. Tect

I'epGoBble 0J1aHKH MOTYT C031aBAThCS

Tonbko TunorpadckuM crnocoOoM B MoJUrpapuIecKux MPeIIpUsITUSIX, UMEIOLIUX JTHLEH3UN

B nenapramenre

C moMo1b10 KOMITBIOTEpa

B tunorpadun

IIpu M3roToB/eHNHU §JIAHKOB HA HUX NMPOCTABJISIIOTCS

[ara n Bpems u3aHus

Ioanuck u pacumppoBKa ML, U3rOTABIMBAIOLIETO OJaHK

ITopsinkoBBII HOMED U cepust

Jara, nopsiiKoBbIM HOMEp, cepusl, MOANUCH

I'epOoBbIe GJIaHKH MOAJIEKAT

3aBepeHuio

Vuery

IToarBepxaeHuIO

Busuposanuto

IIpu mocTymieHNu B KypPHAJI PerHCTPANMH repOOBLIX 0J1AaHKOB 3aNUCHIBAIOT

HaumenoBanue Buza 6:1aHKa, 1aTy HOCTYIIIEHUsI, HOMEP COIIPOBOANTEIBHOTO JJOKYMEHTAa, HAUMEHOBAHUE MIPEATIPUATHS -
M3TOTOBHTEIIS], CEPHIO M HOMEp OJaHKa

HaunmMenoBanue npeanpusTHs-U3rOTOBHUTENS, CEPUIO U HOMEp OJIaHKa

HanmMenoBanue Buia OiaHka, CEpHUIO U HOMEp OJlaHKa

HanmenoBanue BHUaA 6HaHKa, JAaTy MOCTYIICHWA, HAMMEHOBAHUEC NIPCATIPUATUA-U3TOTOBUTEIIA, CEPUIO 1 HOMED OnaHka
IIpu BbITaYe B KypHAJ perucTPaluM repooBhIX 0J1aHKOB 32U CHIBAIOT

HaumenoBanne Buia 6J1aHKa, CEPUIO M HOMEP

damunmio u MHUOHAJIBI JOJDKHOCTHOIO JIMIA-TIOJIYYaATEIA, PACIIMCKY B IMOJTYUYCHUN

HaumenoBanue Buia 6:1aHka, cepuro, HoMep, GaMIINIO 1 HHUALMAIBI JOJDKHOCTHOTO JIMLA-TIONYYaTellsl, PACIIMCKY B ITOJyYeHUH
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HanmenoBanue Buza, cepuio, HoMep OlaHKa, KOTMIECTBO SK3EMIUIIPOB, HANMEHOBAHHE CTPYKTYPHOTO IOPa3ACICHUs,
(haMHIHIO M MHUIMAIBI JOIDKHOCTHOTO JIMLA-TIONYYaTels], PACIIMCKY B ITOIyYCHUH, TIPIMEYaHNe

YHuuTOXKEHHe repOOBBIX 0JIAHKOB MPOMCXOIUT

C momorrsio mpeaepa

IIpu cocraBiaenuu akra

C moMo1IBI0 pa3phiBa JOKYMEHTOB BPYIHYIO

[Ipu momo1y crenuanicToB

Ha 6:1ankax gomyckaercsi pacnoJiarathb

Ilonnuce

[NevaTn 1 mTamIrst

OrpaHn4HTENbHBIE OTMETKH B BUJIE YIOJIKOB, IITPUXOB WK IPYTUX 0003HAYCHUH AJIsl pa3MENICHUs OTJEIbHBIX PEKBH3UTOB
JlononHuTeNnbHbIE 3JIEeMEHTHI B 0pOpMIICHHH (JIMIIHKIE JIMHUHU, IITPUXH, BEH3EIIsl, IPYTHe «XYyI0KECTBEHHBICY YKPAIICHUS)
Pa3mepsl o01acTH 1/ pa3MenieHus repoa

18 MM

20 MM

15 MM

17 MM

I'ep0 pasmemaercs

Tonbko LEHTPOBBIM CIIOCOOOM

YTIJI0BBIM HJIH IIEHTPOBBIM CITIOCOOOM

TomnBpKO yIJIOBBIM CIIOCOOOM clieBa

TomnbpKO YIJIOBBIM CIIOCOOOM CIIpaBa

IIpoBepky HaIM4MsI, HCTOJb30BAHHUS U XPAHEHHUSI TepOOBBIX 0JIAHKOB MPOBOISIT

He pexe pasa B rog

He gamie pasa B monrona

Pa3z B 3 roga

He npoBogst

3ansatue 3. Kinaccupukauusas nmo npuopurery (PyHKUHUOHAILHO-LEJIEBOr0 NPHU3HAKA.
Kaaccudgukanus ynpapijieH4ecKoil JoKyMeHTanuu. KoMIiekcbl 10KyMEHTOB.

3aganue 1. Tect

1. JesiTeJIbHOCTH M0 pa3padoTKe, OMYOJIMKOBAHUIO U MPUMEHEHNIO CTAHAAPTOB — 3TO...

a) CrangapTusanms;

b) MonepHusanus;

c) Pecrasparus.

2. T'OCT P UCO 15489-1-2007 na3piBaercs:

a) Cuctema craHAapToB 10 WH(pOpMAIHU, OUOIMOTEYHOMY U H3JATEILCKOMY JIeNy. YIpaBlieHHe AoKyMeHTamu. OOrmime
TpeOOBaHUS;

b) Jenornpon3BoICTBO U apXUBHOE 1e0. TepMHUHBI U ONPEICTICHHUS;

) YHuuIupoBaHHbIE CHUCTEMBl JIOKYMCHTAIlMH. YHUQHUIMPOBAHHAS CHCTEMa OPTaHU3AIMOHHO-PACIOPIIUTEIEHON
nokyMmeHTarun. TpeboBaHuS K 0QOPMIICHHAIO JOKYMEHTOB.

3. T'OCT P UCO 15489-1-2007 perysupyer:

a) MPOLIECCHl  YIpPAaBIEHUS JOKYMEHTAaMH TOCYJapCTBEHHBIX, KOMMEPUYECKUX ¢  OOIIECTBEHHBIX OpTaHM3AIIWM,
MpeaHa3HAYCHHBIMUA 1JIs1 BHYTPEHHETO UJIKM BHCIITHETO IMOJIB30BAHUA,

b) odopMIIEHHE IOKYMEHTOB;

c) odopMIIeHHE OpraHU3alMOHHO-PACTIOPSIIUTENBHBIX JOKYMEHTOB.

4. TI'OCT P 6.30-2003 na3piBaercs:

a) Cucrtema craHaapToB mo uHpopMmaimu, OHOIHMOTEYHOMY U H3JATEIbCKOMY Jeiy. YmpaBiieHue aokymeHnTamu. OOriue
TpeOOBaHUS;

b) Jenomnpon3BOICTBO U apXUBHOE Je0. TepMUHEI U OIpe IeIICHIS,

) YHupUIUpOBaHHBIE CUCTEMBI JOKYMCHTAIlMH. YHUQUIMPOBAHHAS CHCTEMa OPTraHU3aI[MOHHO-PACIOPSIIUTEIEHON
nokyMeHTanun. TpeboBaHus K 0OPMIICHHIO JOKYMEHTOB.

5. I'OCT P 6.30-2003 conep:xurt:

a) IIpaBUia M TPeOOBAHMS, B KOTOPBIX OTPA3MIACh TPATUINA 0(OPMIIEHHUS PYCCKOTO TEKCTOBOTO TOKYMEHTa, ITPOBEPEHHAs
BpPEMEHEM W TOATBEPKICHHAS MPAKTUKON YHU(UKAIIMH U CTaHAAPTH3AINHN JOKYMEHTOB,

b) MIOJTHYIO ¥ MOHATHYIO HHCTPYKIHIO TIO0 0(POPMIICHHIO PEKBU3UTOB IIPOTOKOJIOB;

c) OTHCaHNE PEKOMEHTyeMOU MPAaKTUKN XpaHEHUs JeIOBOH M MHON MH(OpPMAINH B JIEKTPOHHOH Gopme.

6. T'OCT P 54471-2011/ISO/TR 15801:2009 na3piBaercs:
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a) CucTeMBI 3IEKTPOHHOT0 JOKYMEHT0000poTa. YTIpaBieHHe JoKyMeHTanuel. Madopmaris, coxpaHnsemMas B dIEKTPOHHOM
Buze. PexoMenmanum mo obecnedeHnio JOCTOBEPHOCTH 1 HaJIe)KHOCTH;

b) JleIoTpon3BOACTBO U apXUBHOE AETO0. TepMUHBI K ONPEIEIICHHUS;

C) YHUQUINPOBAHHBIE CHCTEMBl MOKYMECHTalMH. YHU(QHUIMPOBAHHAS CHCTEMa OPraHW3AIMOHHO-PACIOPSIUTEIbHON
nokyMmeHTarun. TpeboBaHuS K 0OPMIICHHAIO JOKYMEHTOB.

7. C3J10 — aro...

a) ABTOMATH3MPOBaHHAs  MHOTOIOJIB30BATENbCKAass CHCTEMa, CONPOBOXIAIOMIAs MPOIECC ympaBieHus paboroi
MepapXUUeCKON OpraHU3aluy C LENbI0 00eCIeYeH sl BBITOTHEHHS A TOW OpraHu3alyeil CBoux (GyHKIHHI;

b) cUcTeMa MPOIECCOB 0 00pabOTKe TOKYMEHTOB B 3JIEKTPOHHOM BUJIE;

c) JIeATEeNILHOCTB 110 pa3paboTke, OMyOIMKOBaHHIO U IPUMEHEHHIO CTaH/IapTOB.

8. DJIeKTPOHHBIN JOKYMEHTO000POT - ITO...

a) ABTOMAaTH3MPOBaHHAs MHOTOIOJIB30BATENbCKAas CHCTEMa, CONPOBOXKJIAMONIAas MpPOLECC yNpaBieHUs padoTOi
HepapXIuecKoi OpTaHU3aIiHA C IETbI0 00eCTIedeHIS BEITIOIHESHIS 3TOH OpraHu3anneii CBonx QpyHKIIHI;

b) CHCTEMa MPOIIECCOB IO 00PabOTKE JOKYMEHTOB B 3JICKTPOHHOM BHUJIE;

C) JEATENPHOCT 110 pa3paboTKe, OIyOIMKOBAaHHIO U IPUMEHEHHIO CTaHIAPTOB.

9. rcaoy - sro...

a) COBOKYIHOCTh TPHHIMIIOB U TPAaBHJ, YCTAHABJIMBAIONINX €JUHBIC TPEOOBAaHMSA K JOKYMEHTHPOBAHHIO YIIPABICHUECKOM

JEATEIIBHOCTH ¥ OpraHH3aluk pabOThl C JOKYMEHTaMH B OpraHax TOCYAapCTBEHHOTO YIPABICHHS, HA MPEINPUATHAX
(0OBenMHEHMSAX), B YUPEKICHUSIX U OOIIECTBEHHBIX OPTaHHU3AIMAX;

b) aBTOMAaTU3MPOBAaHHAs MHOTOIOJB30BaTENbCKAs CHCTEMa, COIPOBOXKJAIOIIAs IpOIlecC yNpaBieHUs paboToi
HepapXUUECKON OpraHU3alluy C LIENbI0 00eCIIeYeHUs! BBIMOIHEHHS ATOH OpraHu3alyell cCBoux QyHKUuii;

C) cUcTeMa MPOIECCOB O 00pabOTKe JOKYMEHTOB B DJIEKTPOHHOM BHJIE.

10. OcHoBHasn uean 'CIOY - 3ro0...

a) YIOpSAAOYCHNE TOKYMEHTOO00POTa, COKpAICHNE KOJIMYECTBA M MOBBIIICHUS Ka4eCTBa JOKYMEHTOB, CO3JaHUE yCIOBHHA

it 3pQEeKTHBHOTO TNPUMEHEHHS IIPOTPECCHBHBIX TEXHHUYECKHX CpEICTB W TEXHOJNOTMH cOopa, 0o0paboTkM u aHanIHM3a
nH(OpMAaLNH, COBEPIICHCTBOBaHHUE pabOTHI ammapaTa ynpaBJIeHHS;

b) oOecrieueHne BBITIOJIHEHNS OpraHU3aluel CBOMX (yHKINH;

c) PEryJIHpOBKa MPOLECCOB YIPABICHHUS TOKYMEHTAMH T'OCYAapPCTBEHHBIX, KOMMEPUYECKUX U OOIIECTBCHHBIX OpPTraHNU3aIHH,
IpefHa3HAYeHHBIMH JJIsI BHYTPEHHETO MM BHEIITHETO TOJIb30BAHUSL.

3ansaTue 4. Kommiekc kaapoBoil JAoKyMeHTanuu. J[OKyMeHTHpPOBaHHMe PadoThbI C
nepcoHasioM (2 yaca).

3amanue 1. Tect

1. CoBOKYNHOCTH B3aMOCBSI3AHHBIX JOKYMEHTOB, IPUMeHsIeMbIX B ONpeeIéHHOM cdepe AeATeJbHOCTH, - ITO:
1) cucrema IOKyMEHTaINY;

2) 00BEKT JeTOMPOU3BOJICTBRA;

3) mpeaMeT IeonpOn3BOJICTBA;

4) enuHas rOCyJapCTBEHHAS CHCTEMa JOKYMEHTAIHH.

2. JlokyMeHTanoHHoe o0ecneyeHne ynpaBJeHus - 3TO:

1) nesTenbHOCTD ammapaTa YIpaBieHHs, OXBaTBIBAIOIIAs BOIIPOCH JOKYMEHTHPOBAHUSA U OpTaHM3aIlUK paboTHl ¢ JOKYMEHTaMH B
npolLecce OCYIIECTBICHHUS UM YIIPABICHYECKUX (PYyHKIINH;

2) npaBuIbHO 0OPMIICHHBIE IOKYMEHTBI, OTPaXKAIOIINe BECh CIIEKTD YIPaBICHUECKOMN JesITeIbHOCTH MPEIIPHSTHS;

3) opranu3zanusa JOKYMEHTO000pOTa B yUpEKICHHUH;

4) KOMIIJIEKC OCHOBHBIX MOJOXEHUH, ONPENeNONNX H PEeTIaMEHTHPYIOIINX OPTaHM3alUI0 TOKYMEHTHPYEMBIX IPOIECCOB Ha
HpEeANPUSITHH.

3. CrangapTu3anus - 3T0:

1) cBepka mokyMeHTOB yupexaeHus ¢ TpedoBanus [OCT;

2) mporecc YCTaHOBJICHHS U ITPUMEHEHHMS TIPABUJI € LIENBIO YIOPSIOYEHHsS A TeILHOCTH B JIETIONPON3BO/ICTBE;

3) cBepKa JOKYMEHTOB YUPEXkAeHHs C (PaKTHIECKUM HAJIMYHUEM COOTBETCTBYIOIINX MaTepHalbHBIX OJar;

4) KOMIUIEKC MOJI0KEHHUH, ONPEIEISIONINX OPraHU3alnI0 JOKYMEHTOB Ha MPENPHUSITHH.

4, CucreMa 10KyMeHTalH, CO3AAHHAS MO eAMHbIM NPaBUJIaM M TPeOGOBAHUSAM, - ITO:

1) yaudpunupoBaHHast CHCTEMa JOKyMEHTAIIHH;

2) ETCn;

3) I'OCT;

4) 00BEKT IeONPOU3BOICTBA.

5. Cucrema 10KyMeHTAI[UH - ITO:

1) COBOKYITHOCTb B3aMOCBSI3aHHBIX JIOKYMEHTOB, IPUMEHSEMbIX B ONpeeIEHHON cepe NesTeNIbHOCTH;

2) COBOKYITHOCTH BCEX JIOKYMEHTOB, oTBeuaromux TpedbosanusimM 'OCT;
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3) COBOKYITHOCTh BCEX JIOKYMEHTOB, Co3/1aHHas B cooTBeTcTBUU ¢ EI'C/I;

4) othopmiieHrE TOKYMEHTOB TI0 €AMHBIM TIPaBUJIaM.

6. OO0BbeKT 1e10NPOU3BOJCTBA - 3TO:

1) cucrema TOKyMEHTOB, CO3aHHAsl HA OCHOBE €ANHBIX CTAHIAPTOB;

2) mpaBuna, ONpeAeISIONIe OPTaHN3AMI0 JOKYMEHTHPYEMBIX IPOIIECCOB HA MPEATIPUSATHH;
3) oopmieHNE TOKYMEHTOB, OTPAKAIOUINX BECH CIIEKTP YNPABICHYECKON AEATEIBHOCTH MPEATIPHUATHSA, a TAKXKE OPTaHHU3AIHIO
JIOKyMEHTO000pOTa B yUPEIKACHHH;

4) COBOKYITHOCTb JJOKyMEHTOB, TIPUMEHSIEMBIX B OIPE/ICIICHHOH chepe AesTeTbHOCTH.

7. YTo BKJIIOYAIOT B cedsi CIPaBoOYHbIE JaHHbIE 00 opraHnuzanuu?

1) mouToBHIi aapec u e-mail;

2) HOYTOBBIN aJpec U HoOMepa TeNe(hOHOB;

3) mouToBHIH anpec, HoMepa Tene(OHOB U JPYrHe CBEACHUS, KOTOPBIE OpraHU3allUsl CUNTAET HY)KHBIM yKa3aTb;
4) e-mail, Homepa TenedoHOB U (akca.

8. N3 4yero cocTOUT perucTpauuOHHbII HOMep AOKYMeHTa?

1) u3 mOpsIAKOBOrO HOMEPA, KOTOPHIH MOXKET OBITH JOIOJHEH 110 YCMOTPEHHIO OpPTaHHU3alHH;
2) TONIBKO U3 MOPSIIKOBOTO HOMEPA JOKYMEHTa,

3) U3 MHAEKca /ena, B KOTOPOe MOJIINBACTCA JOKYMEHT;

4) 0 yCMOTPEHHIO OPTaHU3AIIHH.

9. Kaxoii ¢popmaT Gymaru He ucnoJib3yercs 1Jst 0JJaHKOB?

1) A4;

2) AS;

3) A3;

4) A6.

10. Kakum o0pa3zom npocrasJisiercss HyMepalusi CTPAaHUL, ecJIM JOKYMEHT 3aHUMaeT 0oJiee ABYX CTpPaHuL?
1) HymMepamus IpoCTaBISIETCS C IEPBOH CTPAHUIIBL;

2) HyMepanust MPOCTaBIIETCSI CO BTOPOIT CTPaHMUIIBI;

3) cTpaHHIBI HE HYMEPYIOTCS;

4) cTpaHUIBI HYMEPYIOTCS B COOTBETCTBHH C YCTaBOM HIIH ITOJIOKEHHEM 00 OpraHn3alvy.

11. B kaxkoii yactu crpanuubl 'OCT pekomeHayeT npocTaBiasTh HOMepa cTpaHuL?
1) mocepeauHe BepXHEro Mous;

2) mocepeauHe HIDKHETO IMOJIf;

3) B HIDKHEM TIOJIE CJIEBA;

4) B HIDKHEM I10JI€ CIIPaBa.

12. BiaHkM KakUX JOKYMEHTOB MOAJIEKAT 0013aTeJIbHOMY YUéTy?

1) 6;aHKM ¢ BOCIIPOM3BEACHUEM SMOJICMbI OpraHU3aIuH;

2) OIaHKH ¢ BOCIIPOM3BEACHNEM repOoB cyobpekToB Poccuiickoit denepanny;

3) OaHKM ¢ BOCTIPOM3BENICHHEM ITOPTPETOB JOJKHOCTHBIX JIHII;

4) Bce OJaHKH.

3ansitue 5. Paznen 2. CoctaB ¥ BUAbI JOKYMEHTAIIMUA KAJAPOBOii CIy:k0bI (2 yaca)

Tema 1. Cucrembl fo0KyMeHTAIMH (2 Yaca)

3amanne 1. Ilpaktnueckass paborta: odopmieHue pestome, aBTooHorpaduu,
XapaKTEPUCTHKH, PACHIUCKH, MPE/ICTABIICHUS], PEKOMEHIAIIH

3amganue 2 Tect

1. B pe3yJibTare nNpoxoxaeHus Npoueaypbl 0TO0pa NPUHATHS HA PafoTy rpaxiaane NoAawoT ...
a) pe3rome;

0) mICEMEHHOE 3asBICHUE;

B) aHKETY.

2. 3asiBiieHHe 0 IpUéMe HA padoOTy cocTaBsieTcs ...

a) aBTOMaTH3HPOBaHHBIM CIIOCOOOM;

0) py4HBIM CIIOCOOOM;

B) BCE OTBETHI BEPHBI.

3. B 3asBienue o npuéMe Ha padoTy YKa3bIBAIOTCS CIeIyIONIUe JaHHbIE:

a) ajipecar, aBTOp, MECTO NPOXKUBAHMS, HAUMEHOBaHNE BUA JOKYMEHTA, TEKCT C YKa3aHHEM JIOJDKHOCTH;
0) azpecar, aBTOp, MECTO NPOXHMBAHWS, HANMEHOBAHUE BHJA JOKYMEHTA, TEKCT C YKa3aHWEM JOJDKHOCTH, TOAIKCH 3asBUTEIS,
JlaTa COCTABJICHIS;
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B) HET BEpPHOTO OTBETA.

4, OcHoBHOoI1 popMoii peanu3anuu MpaBa Ha TPYA ABJIsIETCS 3aKJII0UYEHUe. ..

a) IoTOBOPA;

0) TpyZIIOBOTO IOTOBOPA;

B) KOHTpAKTa.

5. OcHoBHbIEe TPeOOBAHUS K COAEPKAHMIO 10r0BOPA - ...

a) ero COOTBETCTBHE CYIIECTBYIOLIEMY TPYIOBOMY 3aKOHOAATENIBCTRY;

0) ero COOTBETCTBHE CYLIECTBYIOIIEMY TPYAOBOMY 3aKOHOAATENLCTBY U JIOKAIBLHBIM aKTaM OpTraHHU3all|y;
B) ero cootBercTBre TK P®.

6. IIpuka3 o npuéme padoTHHKa Ha padoTy HMeeT YHHGUIHMPOBaHHYIO dopmy - ...

a) T-1;

6) T-2;

B) T-3.

7. JInyHasi KapTO4YKA ABJISIETCH OCHOBHBIM Y4YETHBIM JOKYMEHTOM Pa0OTHMKA U MMeeT YHU(PUUMPOBAHHYIO (hopmy -
a) T-1,

6) T-2;

B) T-3.

8. XapakTepuCcTHKA - 3TO...

a) opHULINATBHBIA JOKYMEHT, KOTOPBIH BbIJAET aJIMUHUCTPALUS NPENNPHUITUS CBOEMY COTPYIHHMKY TPH PEIISHHH IEJOoro psjaa
BOIIPOCOB;

0) ouInanbHBIC AHKETHBIC TaHHBIC,

B) OIICHKAa MOPAJIbHBIX U JIEJIOBBIX KaYECTB.

9. JoKyMeHT, KOTOPBIil ABTOP COCTABJIAET CAMOCTOSITEIbHO - TO...

a) aBToOnorpadus;

0) pesrome;

B) aHKETA.

10. OCHOBHBIM JOKYMEHTOM, MOATBEPKIAIOIIMM TPYAOBYIO 1eSITEJbHOCTH H TPYI0BOH CTa)K PaG0THUKA, HA3BIBAETCs
a) TpyJOBast KHUKKA;

0) NTM4Has KapTOuKa;

B) TPYIOBOI TIOTOBOP.

3ansitue 6. Pasnen 3, 4. Knaccudukanusi NOKYMEHTOB IO JIMYHOMY COCTABY.
YuuduuupoBanubie (PopMbI NEPBHYHOM YYETHOM [JOKYMEHTALUMHM M0 Y4YeTy KaJpoB.
IlepcoHasbHBIE JaHHbIE PA0OTHHKA (6 YaCOB)

3amanue 1. Tect

1. 3aKoH 0 nepcoHAJBLHBIX JaHHBIX. OCHOBHYIO IPaBOBY10 0a3y B 3T0 cepe cocTraBisier:

A) Tpynooii konekc PO;

Bb) ®enepanprsiii 3ak0H Ne 152 «O mepcoHaIbHBIX JAHHBIXY;

B) Bapuants! otBetoB A U B.

2. CroenuaiabHble EPCOHAIBHbIE JAHHBIE - ITO

A) cBeneHUs, KOTOPbIE XapaKTepu3yloT (HU3HOJIOTHUECKHEe W OMOJIOTMYECKHe OCOOCHHOCTH YellOBEKa, Ha OCHOBAHUU KOTOPBIX
MOJKHO YCTaHOBHUTB €T0 JINYHOCTB;

b) nannble, kacarouiuecs: pacoBoii, HALIMOHATILHOW MPHHAJICKHOCTH, MOJUTUUECKUX B3TIISIOB, PETUTHO3HBIX WIH (HHIOCO(CKUX
yOeXKIIeHHH, COCTOSHUS 310POBbsI, THTUMHOH JKU3HHU;

B)Hu A au b.

3. BuoMerpuyeckue nepcoHaIbHbIe JaHHbIE - 3TO

A) cBeleHHUs, KOTOPhIE XapaKTepu3yIoT (U3HOJIOTHYECKHE U OHOJIOTHYECKHe OCOOCHHOCTH 4YEeIOBEKa, Ha OCHOBAHMH KOTODPBIX
MOJKHO YCTaHOBUTb €r0 JINUHOCTB;

B) mannbIe, Kacaromyecs pacoBoil, HAMOHANEHOW TPUHAUICKHOCTH, MOJUTHYCCKIX B3TJISIOB, PEITHTHO3HBIX WIH (QHIOCOPCKIX
yOeXXKAEeHMI, COCTOSIHUS 37I0POBbsI, HHTUMHOH JKH3HH;

B)Hu A vu b.
4. KoandecTBo ci1y4aeB, B KOTOPBIX corjiacue Ha 00padoTKy He Tpedyercs:
A) 6;
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b) 4;

B)S.

5. B kakoii crarbe TpyaoBoro xogexkca mpeaycMOTPEeHA OTBETCTBEHHOCTH [JIsl JIHL, KOTOPbI¢ HAPYIIAIOT HOPMBI
00padOTKHU M 3alUTHI IEPCOHAILHONH MH(pOpManum:

A) 90;

b) 120;

B) 87.

6. Buabl OTBeTCTBEHHOCTH /UISl JIML, KOTOPble HAPYIIAIOT HOPMbI 00pPa0OTKH M 3aIUThI MEPCOHATBHOM
uHpopManuu:

A) JlucuunnuHapHsle B3bICKaHUs; AIMUHHCTpaTUBHAas, MaTepuanbHas;

Bb) I'paxxnancko-mipaBoBasi; YTroJoBHas;

B) Bapuantst A u b.

7. K yroJioBHOM 0TBETCTBEHHOCTH MOKHO IIPUBJIeYb 3a:

A) Hezakonnsle aeiictust ¢ [1/] o TMIHOM KU3HU;

Bb) OTka3 nmpenocTaBuTh TOKYMEHTHI HIIH MaTepHaibl, 3aTParuBaloIlie IpaBa u CBOOOAY TpaXIaH, B Pe3ysbTaTe 4ero HHTepecam
(m3ndeckoro Juma ObUT HaHEeCeH yIepo;

B) Bapuant A u b.

3ananue 2. [IpakTrueckas padora.

Onuimre BUABI OTBETCTBEHHOCTHM M HOPMBI IpaBa 3a HApyILIEHWE IpaBui paboThl ¢
NEPCOHATBHBIMU JIaHHBIMU COIJIaCHO TpymoBoro kojekca PD B wacth mopsaka Iepenadd
NEPCOHATIbHBIX JIAHHBIX.

3ausarTue 7. Pa3gen S. [lokymeHTHpOBaHUe IpreMa Ha padoty (16 yacoB)

Tema 1. [lokyMeHTBI, IpeAbSBJIsieMbIe IPH 3aKJIYEeHUH TPYAOBOI0 10I0BOpPa

3ananue 1. [IpakTryeckas padora.

CocTaBuTh 3asBJIE€HHE O MpHEMe Ha padboTy. OnucaTh COCTaB JOKYMEHTOB C TOUKH 3PEHUS
MHCIIEKTOPA KaIPOBOM CITY>KOBI, MPUJIAraéMbIX K 3asBICHUIO.

3ananue 2. [Ipaktryeckas padora. Opopmuts nprkas «O rnpreMe Ha padoTy».

OnwcaTh NOCIIEA0BATEILHOCTh JEUCTBUN MHCIIEKTOPA KaJpOBOM CITy>KObI 0(OpMIICHUS Ha
pabory.

3ansTue 8. Tema 2. Ocob6eHHOCTH IOATOTOBKHU M 0()opMIIeHHSsI TPY/I0BOI'0 I0T0OBOPA.

3ananue 1. [IpakTudeckas pabora. OnucaTh OCHOBHBIE TyHKTHI TPyn0BOTrO T0TOBOpA.

3ausarue 9. Tema 3. IIpuxa3 o npueme Ha padoTy

3ananue 1. Ilpaktuueckas pabota. BHeceHue 3amnucu B Tpy10BYIO KHUXKKY.

3amanue 2. Tect

1. Cunraercs JIM 3aKJII09eHHBIM TPYIOBOIl J0T0BOpP, €CJH OH He COCTABJICH B NMHCbMEHHOW (hopMe, HO PaGOTHHK
NMPHUCTYNHJI K padoTe ¢ BeioMa W 10 NMOPY4YeHHI0 PadoToAaTe s HIH ero YIIOJTHOMOYEHHOI 0 Ha 3TO NMpeACTaBHTe A ?

1) Her;

2) Na;

3) Ha, mpu ycIoBHH, 9TO TPYIOBOH TOTOBOP CPOUHEII;

4) Jla, mpu yCJIOBUH, UTO TPYIOBOM JOTOBOP O€CCPOUHBIH.

2. Ipn daxTuyeckom aomyumeHuH padoTHHKA K paldoTe B TeueHHEe KAKOro BpeMeHH padoTojatesb 00s13aH
0GOpMHUTH ¢ HUM TPY/I0BOIi 10rOBOP B MMCbMEHHOI dopme?
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1) He mo3mHee Tpex pabodux qHEH co THS (aKTHIECKOTO AOIMYIIEHUs paOOTHHUKA K paboTe;

2) He mo3aHee AByx AHEH co JHS (GaKTHIECKOTO JOMYyIIeHNs paboTHHUKA K paboTe;

3) He no3Hee nsat mHEH co AHs (PaKkTHIeCKOro AOMyIIeH!s pabOTHHKA K paboTe;

4) He mo3anee cemu nHE# co qHS (HaKTHIECKOTO MOIMyIICHUS paboTHHKA K pabdorTe.

3. PadoTHuK mocTynaer Ha padoty BnepBble. KTo 10/I5keH mMOKyNnaTh 0JIaHK TPYI0BOH KHUKKH: caM PadOTHHK HJIU
padoroaartesn?

1) Cam paboTHUK;

2) Pabortonarensb;

3) Bo3moxHbI 00a BapuaHTa.

4, Hmeer m mpaBo padoroaarenb — ¢pu3nuecKoe JIMIO, He SIBJSIIOIMIACS MHINBUAYAJIbHBIM MpeINpHHUMATEIEM,
0opMIATH TPY/I0BbIe KHIKKH PA0OTHHKAM W MPOU3BOAUTD 3aMUCH B TPYAOBBIX KHHIKKAaX PAG0OTHUKOB?

1) Umeer;

2) Nmeer, ipu ycIOBHH, 9YTO pabOTOAaTENh IPUHAMAET paOOTHHUKA HA pabOTy 0 COBMECTUTENBCTBRY;

3) He umeer;

4) He nmeeT, ipu yCIIOBUH, UTO paboTonaTeNb NpUHAMAET paOOTHHKA Ha paboTy 110 COBMECTUTEILCTBY.

5. PadoTHUK MPUHAT HA OCHOBHYIO PadoTy ¢ HCNBITATEIbHBIM CPOKOM 2 Mecsua. PaGoToaaTess BHec eMy 3amuch 0
npueMe Ha padoTy nocJjie MPOXoxKIeHUs HCIIBITAHUA. 3AKOHHO JIM 3T0?

1) Her, He 3akoHHO;

2) Jla, 3aKOHHO TP YCJIOBHH, YTO MCIBITATEIBHBIN CPOK HE OoJiee 3 MecsIeB;

3) Ha, 3aK0HHO;

4) la, 3aKOHHO MPH YCIOBUH, YTO HCIIBITATSIBHBIN CPOK HE OOJiee 2 MECSIICR.

6. KoMy u3 mepeuncieHHbIX HHMKe Pa0OTHHKOB TPY/AOBOE 3aKOHOJATeJbCcTBO P@® 3ampemiaer ycraHaBJIWBaTh
HCIbITAHHE NPH MPHeMe Ha padoTy:

1) BepeMeHHBIM >KEHIITMHAM U JKCHIIIMHAM, IMEIOINX JIETeH B BO3pacTe JI0 MOJIyTopa JIET;

2) JIumam, He JOCTUTIIMX BO3pacTa BOCEMHA/IATH JIET;

3) JInnam, 3aKII0YMBIIAM TPYAOBOH JOTOBOP HA CPOK IO IBYX MECSIIEB;

4) BceM mepeducieHHBIM.

7. Mo:kHO J1M B TPYZOBOM [J0roBOpe ¢ pa0OTHHMKOM NpelycMOTPeTh eMy OKJIA/J Ha MepuoJ UCHBITAHUS B MeHbIIEeM
pa3Mepe, 4YeM YCTAHOBJIEHO B IUTATHOM PACHHMCAHMH M0 3TOM J0JKHOCTH?

1) Ha;

2) Her;

3) [a, ecnu UCTIBITaTENbHBIN CPOK HE O0Jiee OTHOTO MECAIa;

4) Jla, ecnu HCTIBITATENBHBIN CPOK HE OOJIee IBYX HEAEIb.

8. KTo M3 nepedyucJeHHBIX HHKe PA0OTHHKOB MNONIEKHMT 00513aTeJbHOMY NpeIBAPUTEIbHOMY MeIULMHCKOMY
OCMOTPY NPH 3aKJI0YeHHHU TPYI0BOro A0roopa?

1) JIuma, He mocTurmme Bo3pacTa 18 ner;

2) PaboTHUKH, 3aHATHIC Ha paboTax ¢ BPEAHBIMA W (W) OTIACHBIMHU yCIOBHSAMH Tpyna (B TOM YHCIIE Ha MOA3EMHBIX paboTax), a
Taxke Ha paboTax, CBA3aHHBIX C ABMKEHHEM TPAHCIIOPTa;

3) PaboTHnKHM OopraHM3anyii MHUIIEBOH MPOMBIIIIIEHHOCTH, OOIIECTBEHHOTO MUTAHUS U TOPTOBIIH, BOAOIPOBOJHBIX COOPYKEHNUH,
MEIUIMHCKUX OPTaHU3ALNHA U JETCKUX YUPEKICHUH;

4) Bce nepednciieHHEIE BEITIIE.

9. IIpu 3ak10YeHUMH TPYIOBOIO /I0rOBOPa CTOPOHBI B HEM He YKa3aJM CTPYKTYpPHOe Mojpa3fiesieHHe, B KOTOPOM
PadOTHUK AOJIKEH BBINOJHATH CBOI0 PadoTy. YKa3ajlM TOJbKO NOJLKHOCTb. CMoOxkeT U padoronaTeib NepeMelIaTh
padoTHUKA ¢ 0OJHOTO CTPYKTYPHOI'0 NOJApa3/ieJieHHs Ha paboTy B APyroe CTpyKTypHOe MoJpa3jejeHue, He CPAlIuBas ero
coryiacus?

1) Cmoxer;

2) He cMmoxer;

3) CmoxxeT, ecir 3TO He BIIeUET 3a C000i N3MEHEHHS ONPE/ICIIEHHBIX CTOPOHAMH YCIIOBUH TPYJOBOTO IOTOBOpA.

10. Mo:kHO JM NpH npHeMe Pa0OTHUKA NMOPYYMTh PAOOTHMKY JONOJHHUTEJbHYI0 PadoTy mo APYrod AOKHOCTH B
nopsiake cT. 60.2 TK P® (coBmewenue 10/kHOCTell) 0e3 coryiacusi padOTHUKA, HO € COOTBETCTBYIOLIEH A0MIaTOM?

1) Ha;

2) la, mpu ycIIoBUH, 4TO paOOTHHK padOTaeT He HA YCIOBUSIX COBMELICHUS;

3) Her;

4) Het, npu ycnoBum, 4to pabOTHHK pabOTaeT HE HA YCIOBUSAX COBMEIICHUS.

11. O0s3aH 1 paGOTHUK NMPM NMpHeMe Ha padoTy Mo TpefoBaHMIO padoToaaTens NMpPeAbABUTH PeKOMeHIaTelbHbIe
nuchbMa ot ObIBIIEro padoronarens?

1) Her, ecniit oH He paboTai B rocyIapCTBEHHBIX CTPYKTYpax;

2) Ha, ecnu oH He paboTai B TOCYJapCTBEHHBIX CTPYKTYpax;

3) Her;

4) Ja.

12. MokHO JM He YKa3pIBaTh pa3Mepbl OKJIaA0B B TPYAOBBIX J0roBOpax MO NPHYHMHE TOr0, YTO OHH YACTO
H3MEHSAIOTCA?
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1) MosHO, 3T0 He 00s3aTeIbHOE YCIOBHUE JJISl BKIIOUCHHS B TPYJAOBOM JOTOBOD;

2) Hemnp3s1, 3T0 00s13aTENbHOE YCIOBHE JUIS BKIIFOUEHHUS B TPYAOBOK JOTOBOD;

3) MoskHO, TIpH YCJIOBUH, YTO TPYJOBOH JOTOBOP CPOUHBIIA;

4) Mo>HO, TIpH YCIIOBHH, YTO TPYOBOI1 TOTOBOP OECCPOTHBIH.

13. B TpyaoBom koaexce P® mepeuncieH psig 00A3aTeIbHbIX JUIS1 BKIIOYEHHS B TPYAOBOii 10roBop ycaoBuii. Cpeau
HHX (BbIOepHUTE MPaBUJIbHbIE BAPHAHTHI):

1) Tpynosas pyHKuus;

2) YcnoBus onnatsl TpyAa;

3) YcnoBus Tpyna Ha pabodyeM MecTe;

4) Bce BbIlIe IEPEYHCIICHHBIC TTYHKTHI.

14. OauH 3K3eMIJISIP TPYJAOBOIO JI0TOBOPa NepenaeTcss padoTHHKY, IPYyroii xpanurcs y padoronareis. [loxydyenne
PadoTHMKOM IK3eMIIsIpa TPYA0BOro foroopa coriacHo TK P® noixHo nmoaTBep:kIaThCsl NOANMCHI0 PAGOTHHKA:

1) Ha sx3eMmuisipe TpyZOBOTO JOTOBOPA, XpaHAIMIEMCS y paboTOAATENS;

2) Obs13aTeNnbHO Ha JIBYX 3K3EMIULIPaXx;

3) D10 HE BaXKHO.

15. B TpynoBoM qoropope He MpoNHcaId ycJ0BHe 00 HCNILITAHUU Pa0OTHUKA. SIBJIsieTCs JIM 3TO HapylIeHUeM 3aK0oHa?
1) Ha;

2) Her;

3) Ha, npu ycI0BUH, YTO TPYIOBOM TOTOBOP CPOUHBINH;

4) Het, npu ycnoBuH, 4T0 TPYAOBOH JOTOBOP CPOUHBIIL.

3ansaTue 10. Tema 4. JInuHasi KApTOYKa padOTHHKA

3ananue 1. Ilpaktdeckas pabota. 3amosHeHHe OlaHKa JMYHOM KApTOUKH COTPYIHHKA
(bopma T-2).

3anstue 11. Tema S. Yuer paGoyero BpemMeHu

3ananue 1. [Ipaktudeckas padora. OdopmiieHue Tabens ydyera padouero Bpemenu (dhopma
T-13).

3anstue 12. Tema 6. /IokyMeHTbI 110 y4eTy pado4ero BpeMeH’

3amanue 1. [lpaktudeckast pabora. 3anojHeHHE YHU(DUIMPOBAHHON (POPMBI IITATHOTO
pacrcanus (T-3).

3ansrue 13. Pasznen 6. [lokymeHTHpOBaHME NepeBoOIa PA0OTHUKA HA APYIYI0 padoTy.
Tema 1. 3MeHeHMe TPYA0BOIO 10I0BOPA.

3ananue 1. [Ipaktudeckas padora. OdopmieHue npukasa o mpueme Ha padoTy (hopmsl
T-1 u T-1a). Odopmiienue mpukasa o nepeBoje padoruuka (popmer T-5 u T-5a).

3aganue 2. Tect. [locTaHOBKa HA BOMHCKUH y4ET.

1. B kakHX CTPYKTypax HCHOJHAETCA BOMHCKAsA 00513aHHOCTD rpaxiaHamMu Poccuiickoii ®enepanun?

A)toneko B Boopyxénnsix Crnnax P®D;

B)B Boopyxxennsix Cuiax P®, npyrux Boiickax, opranax u GOpMHUPOBAHHS;

B)B Boopyxénnsix Cunax P®, Bayrpennux Boiickax MB/] Poccun 1 Boiickax rpakJaHCKOH 000POHEI.

2. Y10 MOHUMAETCHA MO/l BOMHCKOI 00513aHHOCTHIO rpaxkaan Poccuniickoii ®@enepanun?

A) nou€rHbIi monr rpaxaan Poccuiickoit Memepannu ¢ OpyKHEM B PyKax 3aImuimiath cBoé OTeU4ecTBO, HECTH CIYXKO0y B psaax
Boopyxénnpix Cuil, IpoXoIUTh BHEBOWCKOBYIO ITOJIrOTOBKY M BBITIOJIHATH APYrHe CBI3aHHBIE C 000POHOH CTpaHbl 0053aHHOCTH;
B) npoxoskneHne BOeHHOW ciTyObl B MUPHOE M BOGHHOE BpeMsi, J0OpOBOJIbHASI TOJrOTOBKA K ciryx0e B Boopyénnbrx Cuitax;
B) nouérneiii nonr rpaxkaaH P® Hectn BoeHHYyI0 ciyk0y B BoopyxénHbIx CHilax B IEpHOl MOOMIIN3AIMY, BOCHHOTO TTOJIOKEHUS
U B BOCHHOE BpEMsl.

3. Yto siBJI-CSl COCTABHOM YaCTHI0 BOMHCKOM 00513aHHOCTH rpaxaan P®?
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A) BOMHCKHH y4€T;

b) BomHCKUIT KOHTPOJIB;

B) yuér BoeHHOCTY KaIINX.

4, B xaxom nopsiake rpaxaane P® npoxoasT BOeHHYIO CJIy:K0y?

A) 110 IPU3BIBY U B TOOPOBOIEHOM HOPSIIKE;

B) Tonbko 10 TIPHU3BIBY;

B) TonbKO B T0OOPOBOJILHOM HOPSIKE.

5. Kaxkue opransl BeIyT nepcoOHAIbHBIH BOMHCKHI y4éT?

A) BOEHHbIE KOMHUCCAPHATHI;

b) BoeHHO-yu€THBIE CTOJBI;

B) opraHbl MeCTHOTO caMOyIpaBICHUSL.

6. Kto ocymecTBisier mepBUYHbIH Y4éT NPU3BIBHUKOB W BOEHHOOOSI3aHHBIX, MPOKHBAIONINX HA TEPPUTOPHSX, I/e
HET BOEHKOMAaToOB?

A) opraHbl MECTHOTO CaMOYTIPaBJICHUS;

b) BoeHHO-y4ETHBIC CTOJIBI;

B) opransr oxpaHBI IPaBOIOPSIKA.

7. B xakoM cocTaBe NpeaycMOTpPeHa KOMHCCHS 10 MOCTAHOBKE IPaskKAaH HA BOUHCKUH y4éTr?

A) BOeHHBIII KOMHCCAap pailoHa WM €ro 3aMeCTHTEeNb, IIPEACTaBUTEIh MECTHOH aIMHUHHCTPAIlUH, CHCHHAINCT II0
npodeccroHaIBLHOMY IICUXOJIOTHYECKOMY 0TOOpY, CEKpeTaph KOMUCCHH, BPAaun-CIIEIUATUCTBI;

b) 3amecturens pykoBOAWUTENs] MECTHON aMUHHCTPAIMK, BOCHHBIM KOMHCCAp pailoHa, PyKOBOAUTEIh OpraHa BHYTPEHHUX eI
paiioHa, ceKkpeTapb KOMUCCHUHU, Bpauyu-CIIEUAINCThI;

B) 3amecturens BOGHHOTO KOMEcCcapa paioHa, CIIEHHUAIUCT 110 Mpod. MCUXOIOTHIECKOMY 0TOOpY, CeKpeTaph KOMHUCCHHU, BPadH-
CIELIUAIHCTHI.

8. Kakoii @3 P® onpeneasier Boiicka, BOMHCKHe (GOPMHPOBAHMSA U OPraHbl, B KOTOPbIX HCIOJIHAETCS BOEHHAasi
cay:x0a rpaxkaanamu PO?

A) "O BOMHCKOH 003aHHOCTH ¥ BOCHHOH ciryk0e";

B) "O6 o6opone";

B) "O 6e3omacHocTH".

9. B kakoii nepuoj ocyuiecTBJisieTcsi IePBOHAYAJIbHAS MIOCTAHOBKA HA BOUHCKUI YY€T rpaskiaH MYKCKOro noJja?

A) c 1 suBapst mo 31 mapTa B IO JOCTHXKEHUS] UMH Bo3pacTa 17 mer;

b) ¢ 1 suBaps no 31 mapTa B roj TOCTHKEHUS UIMH Bo3pacTa 18 ner;

B) c 1 sHBapst mo 1 ampenst B roJ TOCTIXKEHUS. UIMU Bo3pacTa 17 ner.

10. Kakne rpajkaaHe CUMTalOTCA YKJIOHMBIIMMMCH OT BOMHCKOI 00SI3aHHOCTH M NOAJIEKAT AJMHUHHCTPATHBHOM
OTBETCTBEHHOCTH B COOTBETCTBHH C 3aKOHOAATeNAbCTBOM PD?

A) sBUBIIIHECS 10 BBI30BY BOEHHOT'O KOMHUCCApUaTa C OMO3AaHUEM;

B) siBuBImIMECs O BEI30BY BOCHHOTO KOMHUCCApHaTa ¢ HapyImICHHEM yKa3aHHOTO CPOKa (OMO3IaHHEM) 10 YBAXKHUTEIEHOW MPHIUHE,
MOATBEPKIEHHOHN TOKYMEHTOM;

B) He sBHBIIHECS IO BBI30BY BOCHHOTO KOMICCAapHaTa B YKa3aHHBIH CPOK 0e3 00BsICHEHUS IIPUIHH.

3ansitue 14. Paznen 7. Ornyck. Tema 1. [IpaBuia npegocraBiieHHsi OTHYCKOB (2
yaca).

3ananue 1. [Ipaktuueckas padora. OpopmieHue nmpukasa o NpeaoCTaBICHUN OTIYCKa
(bopmnar T-6 u T-6a). Odhopmienue rpaduka ormyckos (popma T-7).

3ananue 2. CutyanuroHHas 3agada. OO0OCHOBATh BO3MOXKHbBIE JAaThl MPEAOCTABICHUS
OTImycKa paOOTHUKY, €CJIM OH MPHUCTYNui K TpyaoBod (yukmuum ¢ 12.05.2014 u He Opan
oTnyck 18 mecsieB ¢ natbl 0hOpMIICHUS.

3ansaTue 15. Pasgea 8. Ilpexpamenne Tpyaosoro porosopa. Tema 1. JlokyMeHTBI
1o npoueaype oGpopmiieHus NpeKpalieHus TPyA0BOro 10rogopa (2 yaca)

3ananue 1. [Ipaktudeckas padota. OdopmiieHune nmpukasza o NpeKkpaieHuu TPy 10BOTO

noroBopa (yBosnbHeHun) (hopmsl T-8 u T-8a).
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3anmanue 2. [Ipaktuueckas pabora. Odopmienue mpukasa o moompenuu (popmsr T-11
u T-11a). Odopmnenune npukaza o komanaupoBannu (popmer T-9 u T-9a). Opopmnenue
KOMaHJIMPOBOYHOTO yaocToBepenus (popma T-10).

3ansrue 16. Paznen 9. OpummanbHasi BHyTpeHHss nepenucka. Tema 1. KypHaubl
yyeTa ¥ KOHTPOJISA JOKYMEHTOB. Jl0/I>KHOCTHbIe MHCTPYKIIMHU (4 4aca)

3ananue 1. [Ipaktuueckas padbora. OhopMUTH 3aMUCH:
. KypHan yuera OTITyCKOB.
. KypHnan yuera nuuHbIX kapToyek T-2.
. KypHan yyera BOEHHOOOS3aHHBIX U JIULI, TOAJIEKAIIMX TPU3BIBY.
. KypHan yuera MeponpusATHA IO KOHTPOJIIO.
. KypHan yuera KOMaHIUPOBOK.

. KypHan yuera KOMaHAUPOBOYHBIX YIOCTOBEPEHHUM.

~N o o1 B~ W NP

. XKypHan o3HaKOMJIEHUS C UHCTPYKIMEH (MPOXOXKACHHUS MHCTPYKTaka) MO0 OXpaHe
Tpyaa.
8. XKypnan ydyera MEAUIIMHCKIX OCMOTPOB.

3amanue 2. Tect

1. JonxnocTHast MHCTpPYKUust 0popMIIsieTcs B ... IK3eMILISIPax

a)B2;

0)B 3;

B) B 4.

2. IepBblii 3K3eMIIAP A0TAKHOCTHOM MHCTPYKIMH HA KAajKA0T0 pA0OTHUKA XPAHUTCSH:

a) B OT/IeJIe Ka/IPOB;

0) y pyKOBOJIUTEIIS TIOIpa3eICHusI;

B) Y pabOTHHKA.

3. B kakom pa3zzgesie J0MKHOCTHOH WHCTPYKIMHM ONpPENeNSIIOTCS KOHKpPETHble 00s3aHHOCTH pa0OTHMKA W
nepevyuc/asiioTes Bee BUAbI padoT?

a) B paszaene «O0mmue noJoXeHus»;

0) B paznene «J{oDKHOCTHEBIE 00SI3aHHOCTIY,

B) B pazzene «OTBETCTBEHHOCTHY.

4. Ha ocHoBanMM mpaBuj, YCTAHOBJEHHBIX IOCYJaPCTBEHHBIMH CTAHIAPTAMH, B COCTaBe WHCTPYKIHMH T0JIKeH
NMPUCYTCTBOBATH TAKOH PEKBH3HT, KaK:

a) HoMep TeneoHa OpraHU3alHM;

0) 3ar0JIOBOK K TEKCTY;

B) Ha3BaHUE MPEATIPHUSTHSL.

5. CK0JIbKO OCHOBHBIX pPa3/iesioB B 10JZKHOCTHON MHCTPYKIMH?
a)9;

6) 8;

B) 7.

6. B 3ak/1104nTe/ILHON YaCTH JO/KHOCTHON HHCTPYKIIMU CTABHUTCH:

a) MOJIITHCH U JIaTa;
0) BU3a PyKOBOJUTEIIS;
B) PETUCTPAIIMOHHBII HHICKC.

7. I'pud yrBepikaeHus COCTOUT U3 CI0BA:
a) YTBEPXKXJIAIO;
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6) [TIPUKA3BIBAIO;

B) [IOJITNCBIBAIO.

8. Kakoii pekBU3MT BKJII0YaeT B cedsl JOJKHOCTHL M HA3BaHUE O0THeJIa PeANPHUATHA?

a) Ha3BaHHUE BU/A IOKYMEHTA;

0) Tpud coracoBaHus;

B) BH3a PYKOBOJIUTEIIS.

9. Jo/KHOCTHASI HHCTPYKIUS MOKET BBICTYNATH MPHJIOKEHHEM K ...

a) BU3€ PYKOBOJUTEIIS;

0) TpyZOBOMY JIOTOBOPY;

B) CBHJICTEJIBCTBY O mpodeccuu pabouero.

10. Kaxkoii 3Tan npeamnosiaraer yreep:aeHne A0JKHOCTHOH HHCTPYKIUH PYKOBOIUTEIeM NMPeANPHATHS:
a) MepBbIif ITarm;

0) BTOpOIi 3Tam;

B) TPETHUH dTaIlL.

11. Kakoii BapuaHT 1Ji1s1 03HAKOMJICHMS € JOJIKHOCTHOM MHCTPYKUMeil HauboJ1ee NpeAnoYTHTe/IeH, IOCKOJIbKY TOYHO
rapaHTHpYeT, YTO PAGOTHUK 03HAKOMJIEH HMEHHO € TaHHOH J0/KHOCTHON HHCTPYKIMei?

a) MOIICh Pa0OTHUKA HA JOJDKHOCTHOM WHCTPYKIIHU;

0) MrCT 03HAKOMIICHHS (OTACTBHBIN Ha Ka)KIOT0 pabOTHHKA);

B) XKypHaJl 03HAKOMIJICHHSI.

I11. YYEBHO-METOJUYECKOE OBECIIEYUEHUE CAMOCTOSATEJBbHOU
PABOTbBI OBYYAIOLHINXCA

YueOHo-MeToAu4ecKoe O0OecredeHne CaMOCTOSATEIIbHOW pPaboThl 0O0YYaIOIMIMXCS TI0
nuctuiinae «KaapoBoe Ae10npou3BoACTBOY MpeacTaBieHo B [Ipunoxkenun 1 u BKiItodaeT B
ceOs:

— MepeYEeHb 3aJlaHuH VISl 3aKPETJICHUS TTPAKTUUECKUX HABBIKOB I10 KYpCY JTUCIUTUIMHBI
Ha BBIOOpP CTyZI€HTa B paMKaxX MPUMEHEHHS TEXHOJIOTUH UHANBUYATBLHON 00pa3oBaTebHON
TPaeKTOPUH;

— XapaKTepUCTUKY 3aJaHuid ISl CaMOCTOATENIbHOM paboThl OOydJaromuxcs |
METOJUYECKUE PEKOMEH IAIINU 110 UX BBITIOTHEHUIO;

— TpeOOBaHMUS K TIPEACTABICHUIO M O(DOPMIICHHUIO PE3yJIbTATOB CaMOCTOSTEILHOMN
paboThI;

— KpUTEPUU OLICHKH BBIMIOJHEHUS CAMOCTOSITEIbHON PaOOTHI.

IV. KOHTPOJIb JJOCTUKEHUS IEJENW KYPCA
MPEICTABJIEH MEPOIIPUATUSIMUA PEUTUHI -TIJIAHA OCBOEHMUSI

JTACHUILINHBI
Ne Kourtpo Koasbl u 3Tansi OueHovHbIe CpeACTBa
n/n | JupyeMble ®opmupoBaHUA Texyummit IIpome:xyTou
pasneJibl/ KOMIIeTEeHIUI KOHTPOJIb Has
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TEMBbI

aTrecranus

Paznen 1 [1K-12 | 3naeT OCHOBBI Pa3pabOTKU U BHEAPEHHS IIpaktnueckas | Bompocsl K
KaJpOBOH YIIPABICHUECKON JOKYMEHTAluK, | padora; sK3aMeny 3, 4
ONITUMH3AIINIO JOKYMEHTOO00POTa U CXEM Tecr I1P-1
(YHKIMOHATIBHBIX B3aUMOCBSI3€H MeX1y
MOJIpa3/IeIeHUsIMHU, OCHOBBI pa3pabOTKH U
BHEJPEHHUS IPOLEAYDP PErYIMPOBaHU
TPYAOBBIX OTHOLIEHUH U CONPOBOXKAAIOIIEH
JOKYMEHTaluu
Paznen 2 Ymeert pazpaboTaTh U BHEJPUTH OCHOBBI Tecr [1P-1 Bonpocel K
KaJpOBOM YIIPaBJICHYECKON IOKYMEHTAIIUH, JK3aMeHy 5,
ONITUMHU3UPOBATH JOKYMEHTOOOOPOT U 6, 29
cxeMbl (YHKIIMOHAJIBHBIX B3aMMOCBsI3ei
MEXy OJApa3AeIECHUSIMHU, OCHOBBI
pa3pabOTKU U BHEAPEHUS NPOLEAYP
peryiupoBaHus TPYIOBBIX OTHOIIEHUN U
COIIPOBOXKAAIOIIEH JOKYMEHTAlUU
Paznen 3 Bnaneer ocnoBamu paspabotku u BHenpenus | Tect I1P-1 Bonpocel K
KaJIpOBOH YIIPaBJIEHYECKOMN TOKYMEHTALIUH, JK3aMeHy 7,
ONTHUMHU3AIMEH JOKYMEHTOO0OPOTa U CXEM 8,9, 28
(GYHKLIMOHATIBHBIX B3aUMOCBSI3€H MEXy
[10/Ipa3/IeJIEHUsIMU, OCHOBAaMH pa3pabOTKU U
BHEJPEHHUS IPOLEAYD PErYIUPOBaHUS
TPYJOBBIX OTHOILIEHUH U COIPOBOXKIAIOLIEH
JOKYMEHTaluu
Paznen 4 [1K-13 | 3Haer kagpoBOE AETOMPOU3BOICTBO U [IpakTuueckass | Bompocsl  k
apXMBHOE XpaHEHHE KaJPOBBIX TIOKYMEHTOB | paborTa; sk3ameny 10,
B COOTBETCTBHUU C JCHCTBYIOITUMU Tect I1P-1; 11,12, 13
HOPMAaTHUBHO-TIPABOBBIMU aKTAMH, OCHOBBI Tect I1P-1
KaJIpOBOM CTaTUCTUKU, HABBIKU COCTaBJICHHUS
KaJIpOBOM OTYETHOCTH, & TAKKE HABBIKU
03HAaKOMJIEHUSI COTPYJHUKOB OPraHU3alMH C
KaJIpOBOil TOKYMEHTALUEH U
JEHCTBYIOLIMMU JIOKATbHBIMU
HOPMAaTHUBHBIMU aKTaMH, KaK 00€CIeUnTh
3alUTYy NEPCOHAIBHBIX JaHHBIX
COTPYJHHUKOB
Pazpnen 5 YMeer BecTH KaapoBoe aAenonpons3BoAcTBo U | [Ipaktuueckas | Borpocsr  k
OpPraHMU30BBIBATH APXUBHOE XPAHEHUE pabora; JK3aMeHy 14,
KaJIpOBBIX JOKYMEHTOB B COOTBETCTBHH C [Ipaktuyeckas | 15, 16, 17
JEMCTBYIOIMMU HOPMATUBHO-ITPaBOBBIMU pabora;
aKTaMH, I10JIb30BaThCsSl OCHOBaMHU KajpoBol | [IpakTnueckas
CTaTHCTUKH, COCTABIIATH KaJPOBYIO pabora;
OTYETHOCTb, a TAK)KE O3HAKOMUTD [IpakTuueckas
COTPYJHUKOB OPraHU3alMH C KaIpOBOI pabora;
JOKyMEHTaMeN U JEHCTBYIOIUMU Tecr I1P-1;
JIOKQJIbHBIMU HOPMATUBHBIMH aKTaMH, [IpakTnueckas
o0ecneunTh 3alUTy NEPCOHAIBHBIX JaHHBIX | padoTa;
COTPYJHHUKOB [IpakTnueckas
paborta
Pa3nen 6 Biianeer ymeHueM BeCcTH KaapoBOe IIpaktnueckas | Bompocsl K
JIEJIOMPOU3BOJICTBO M OPraHU30BbIBATH pabora; JK3aMeHy 18,
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apXUBHOE XpaHEHHUE KaapoBhIX JokyMeHTOB | Tect [1P-1 19, 20, 21
B COOTBETCTBUU C JIEHCTBYIOIIUMU
HOPMAaTUBHO-TIPAaBOBBIMU aKTaMH, 3HAHUSIMU
OCHOB KaJpOBOU CTaTUCTHKH, HABBIKAMH
COCTaBJICHUSI KaJpPOBOW OTUETHOCTH, a
TaK)Ke HABBIKAMH O3HAKOMJICHHUS
COTPYJIHUKOB OpraHU3aIMH C KaIpOBOI
JOKyMEHTAlUeN U JEHCTBYIOLIUMU
JIOKQJIbHBIMU HOPMATUBHBIMH aKTaMH,
yMEHHEM 00eCIeUnTh 3aIUTy
MIEPCOHANBHBIX JTAHHBIX COTPYAHUKOB

7. | Pazpnen7 I1K-19 | 3naer ocHOBBI pa3paboTku u BHenpenus | Ilpakrtuueckas | Bompocer  k
po¢eCCUOHATBHBIX, B TOM gucie | paborta; JK3aMeHy 2,
KOPIOPAaTHBHBIX CTaHAApTOB B oOsactu | CuryarnuonHas | 22, 23, 27
yIpaBiIeHUs! TEPCOHAIOM 3a/a4ya

8. | Paznmen 8 YmMmeer COCTAaBJIATh ONMCaHUsA u | [Ipaktnyeckas | Bompocel
pacnpenenats GQyHKIUU U GyHKIIMOHATIbHBIE | paboTa; sK3amMeny 24,
00s3aHHOCTH  COTPYOHUKOB, a  Takke | [Ipaktuueckas | 25, 26, 30
GyHKIIMM TOapa3eNieHHl pa3HOro ypoBHs | paboTa
(xapThI KOMIICTCHITHH, JOJKHOCTHBIC
HUHCTPYKIIUH, MOJIOKEHUS 0
MOAPa3ACIICHUSIX )

9. |Paznen9 Brnazneer 3HaHueM OCHOB pa3pabOTKH U [Ipaktuueckas | Bompocsl  k
BHEPEHUS MPo(hecCHOHATBHBIX, B TOM pabora; sK3aMeny 1,
YHUCJIe KOPIIOPATUBHBIX CTAHIAPTOB B Tect I1P-1 2,31, 32

o0J1acTu ympaBJieHHs IEPCOHATIOM, YMEHHEM
COCTABJISATh OIUCAHUS U paclpesensTh
¢GbyHKIMU ¥ QYHKIIMOHAIBHBIE 00S3aHHOCTH
COTPY/HHUKOB, a TaKXe (PyHKIIUU
[10/Ipa3/IeJIEHU pa3HOro ypOBHS (KapThl
KOMIIETEHIINH, JOJDKHOCTHBIE MHCTPYKIIUH,
MIOJIOXKEHHUS O MOAPA3JIEICHHUSX )

KoHnTtponbHbie 3amanus,

MCTOOUYCCKUC MATCpHUAJIbI,

ONpENENAIONME TPOLEAYPHI

OLICHUBAHUA 3HaHHﬁ, yMCHI/Iﬁ N HaBBIKOB U (I/IJ'II/I) OIIbITAa ACATCIIbBHOCTH, @ TAKKE KPUTCPHUU U

NOKa3aTesid, HEOOXOAMMBIEC JJI OLEHKH 3HAHWM, YMEHHI, HABBIKOB M XapaKTEpU3YIOIINE

sTanbl OPMUPOBAHUST KOMIIETEHIIMI B MPOIECCE OCBOEHUSI 00pa30BaTEIIbHON MPOTPAMMBI,

npeacrasiieHsl B [Ipunoxennn 2.

V. CIIMCOK YUYEBHOM JIUTEPATYPHI © TH®OPMAIIMOHHO-

OcHoBHas JuTEpaTypa

METOINYECKOE OBECIIEYEHHUE JUCHUIIVINHBI

1. OcHOBBI Aenonpou3BojacTBa: YueOHoe mocobue / A.M. AcamueB, M.1A. MupoHosa,

E.A. Kocapesa,

I'I'.  BykoBuu. -

http://znanium.com/catalog.php?bookinfo=443541

29

M.. HUL HWNHOPA-M,

2014.

- 144

C.



http://znanium.com/catalog.php?bookinfo=443541

2. Kysnemnos, U. H. Jlemonpou3BoacTBo [DneKTpoHHBIN pecypc] : Y4eOHO-CcrpaBOYHOE
nocobue / U. H. Ky3nenos. - 6-¢ uzz., nepepadb. u jgom. - M. : U3aatenbcko-Topronas
KOpIiopanus «JlamkoB u Ky, 2013. - 520 C.
http://znanium.com/catalog.php?bookinfo=414939

3. Kysnenos, 1. H. JlenoBoe muceMo [DineKTpoHHBIM pecypc] : YueOHO-cpaBOYHOE
nocobue s 6akamaBpoB / M. H. Kysnenos; ABt.-coct. M. H. Ky3nenos. - 5-¢ uzn. - M.:
N3 parenbcko-ToproBas KOpIiopanus «JlamkoB u K°», 2013. - 196
c. http://znanium.com/catalog.php?bookinfo=415309

4. JlokyMEHTaIIMOHHOE oOecrnedueHre ynpasicHus: YdueoHoe nocodue / E.B. I'mammii. -
M.: 410 PUOP: HUII Nuppa-M, 2013. - 249 c.
http://znanium.com/catalog.php?bookinfo=304633

5. Texuuueckue cpenctra ynpasnenus: Yueonuk / M.K. Koprees, I'.H. Kcangomymo. -
M.: UH®PA-M, 2010. - 200 c. http://znanium.com/catalog.php?bookinfo=187114

6. JlokymMeHTallMuOHHOE oOOecIeueHrue YIpaBJICHHUS (JACIONMPOU3BOACTBO): Yd4. moc. /
T.A.beixoBa, T.B.Ky3nenona, JI.B.Cankuna - 2 u3z., nepepad. u gomn. - M.: UHOPA-M,
2012. - 304 c.: http://znanium.com/catalog.php?bookinfo=238519

Cnmcok 10MOJTHUTEILHOM JIUTEPATYPHI M0 KYPCY:

1. lenonpousBoactBo: Yue6. / T.A.beikoBa, JIL.M.Bsmoa wu gap.; Ilog pen.
T.B.Ky3nenoBoit - 3 wu3g., mepepad. m gom. - M.. HUIl Uudpa-M, 2013 - 364c.
http://znanium.com/catalog.php?bookinfo=395908

2. llenonpounsBoacTBo: YuedHoe nocodue / E.H. bacosckas, T.A. beikoBa, JI.M. Bsiiosa,
E.M. EmpiieBa; [Tog o6mr. pea. T.B. Kysunenonoii. - M.: ®opym: HUL] UHOPA-M, 2014. -
256 c.: http://znanium.com/catalog.php?bookinfo=430325

3. Kynses, H. H. JlokymenToBenenne [ InekTpoHHbii pecypce] : yueonuk / H. H. Kynsies,
. H. Ypanos, A. I'. ®abpuunos; of pea. npod. H. H. Kynsesa. - M.: Jloroc, 2012. - 352 c.
- (HoBas ynuBepcurterckas oudimoreka). http://znanium.com/catalog.php?bookinfo=469013

4. JlIokyMEeHTaIllMOHHOE OOecreuyeHre AesoBoro obmenus: YuedHoe mnocooue / JI.C.
Kopoo6eitnukoBa, O.M. Kynptomuna; [Tox pen. I.A. Ennosuikoro. - M.: Maructp, 2011. -
302 c.: http://znanium.com/catalog.php?bookinfo=244969

5. BacunweBa U. H., I'ankuna JI. A., I'puropoBuu /. b. Opranuzaius aeinonpou3BojcTBa
U TePCOHATIBHBIN MEHEPKMEHT: TPUMEHEHUE KOMITBIOTEPHOTO TPEHUHTA: ydeOHOoe mocodue
Ut By30B. — M.: By3oBckuit yuebnuk , 2009, 103 c.

6. TOCT P 51141-98. Jlenonpous3BoJACTBO U apXHUBHOE JIeJI0. TepMUHBI U ONIPEIACICHUS.
— Bgren. 1999-01-01. — M.: I'occranaapt Poccun: M3n-Bo crangapTos, 1998.

7. KazakeBuu T.A. JIoKkyMEHTAIlMOHHBIN CepBHUC : ydyeOHOE mocobue mjisi By30B. — M.:
Axanemus , 2010, 159 c.

8. Kapcerckas E.B. Kanposbeiii nokymeHT0000pOT. JIOKanibHbIE HOPMATHUBHBIE aKThI,
KOTOpBIE IPOBEPUT TpyoBas uHcnekuus. — M.: AiCu ['pynn, 2011, 168 c.

9. KupcanoBa M. B., AkcenoB HO.M. Jlenonpou3BoACTBO Ha MaJIOM MPEINPUATHH:
[yueO.- mpakT. mocodue]. - M.: Omera-JI, 2009, 247 c.
30
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http://znanium.com/catalog.php?bookinfo=415309
http://znanium.com/catalog.php?bookinfo=304633
http://znanium.com/catalog.php?bookinfo=187114
http://znanium.com/catalog.php?bookinfo=238519
http://znanium.com/catalog.php?bookinfo=395908
http://znanium.com/catalog.php?bookinfo=430325
http://znanium.com/catalog.php?bookinfo=469013
http://znanium.com/catalog.php?bookinfo=244969
http://www.ozon.ru/context/detail/id/6309262/#tab_person#tab_person

10.KopueeB U K., [Tmenko A.B. Ynpapienne qokyMmeHTaMu: y9eOHUK 71T By30B. — M.:
NH®PA-M, 2009, 299 c.

11.Ky3nenoB U.H. [lenonpou3BoacTBo: yueOHO-cripaBodHOE mocooue. — M.: JlamkoB u
K, 2009, 519 c.

12. MutpodanoBa B. B. Odopmisem kanpoBble AOKyMeHTHl. HacronbHasi KHHUTa
npaktuka. — M.: Anbda-IIpecc, 2010, - 320 c.

13.ITmenko A. B. JlokyMeHTalmoHHOE oOecreueHue yrnpapieHus. — M.: Akaaemus,
2009, 176 c.

14 TTmenko A. B., Joponuna JI. A. JIOKyMEHTallMOHHOE OOECIEYEHHUE YIIPABIICHHUS.
[Tpaktukym. — M.: Akagemus, 2012, 160 c.

15.Paznopoxubiii A. A. JIokyMEHTUpOBaHHE YHPABICHYECKON JEATEIBHOCTH: ydeOHOe
rmocooune. — M.: UHOPA-M , 2009, 303 c.

16.Poroxxurn M. HO. CoBpemennoe nenoBoe mucbMo. — M.: I'poccMemna: POCBYX |,
2008, 215 c.

17.Tuxomuposa JI. B., Tuxomupo M. FO. KOpuaudeckuii crpaBOYHHK MO paboTe ¢
kaapamu. — M.: U3nanue Tuxomuposa M. 10., 2012, 416 c.

18.®ununoBa M. M. JlokyMeHTHpOBaHUE YMPABICHUYECKON JEATEILHOCTH: MPAKTUKYM:
yduebHoe mocobue misg By30B. — M.: Acnekt Ilpecc, 2009, 127 c.

Ilepeyenn pecypcoB HH(OPMANMOHHO-TEJIEKOMMYHUKANUOHHOU ceTH «AHTEpHED)

1. DnexrponHas 6ubamoreka u 6a3sl qanHbIX JIBDY . http://dvfu.ru/web/library/elib

2. DrexkTpoHHO-OMOIMOTeUHas cucteMa «Jlanby http://e.lanbook.com

3. DnekTtpoHHO-OnOmmoTeunas cuctema «Hayuno-uznarensckoro nenrpa MHDOPA-

M» http://znanium.com

4. DnekTpoHHO-OMOIMOTEUHAs cucteMa bubmuoTex. http://www.bibliotech.ru

5. DJeKTpOHHBIN KaTanor HaydHol Oubmuoreku JIBDY http://ini-
fb.dvgu.ru:8000/cgi-bin/gw/chameleon

6. Hayunas 6ubnmnorexa KubdepJlenunka: http://cyberleninka.ru/

Ilepeyenb nHPOPMALTMOHHBIX TEXHOJIOTHH
U NIPOrPaMMHOI0 o0ecreYeHust

1. Microsoft Word
2. Microsoft Excel
3. Microsoft PowerPoint
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http://cyberleninka.ru/

4. Microsoft Publisher

5. Koncynerantllmoc / I'apanT

6. Microsoft Internet Explorer/ Mozilla Firefox/ Opera

VI. METOAUYECKHUE YKA3AHUSA 110 OCBOEHUIO IUCHUIIJIMHBI
Pexomenoayuu no ni1aHupoeanuo u op2anu3ayuu 6pemMeHu, O0needeHH020 Ha
u3yueHue OUCUUNJIUHb

[ImanupoBaHre — BaXKHEWINAS 4YepTa YEIOBEUECKOW JAECATEIIbHOCTH, OJWH W3
XapaKTEPHBIX, 00s3aTENIbHBIX IPU3HAKOB YEJIOBEYECKOT0 Tpy/a. [{isi opraHu3aiuu ClIoxKHOU
y4eOHOW JESATeNIbHOCTH O4YeHb J3((EKTUBHBIM SBISETCS HCIOJNb30BAaHHE CPENCTB,
HAIIOMUHAIOIIMX O CTOSIIMX NEepel HaMH 3a/adax, MX IMOCJIEeI0BATEIbHOCTH BBIMOIHEHUS.
Takumu cpeiacTBaMM  MOTYT ObITh  MOOWIIBHBIM — TeleOH, UMEIOIIUNA Mporpammy
opraHaizepa, BKJIOYAIOLIErO0 OYIWIbHUK, KaJeHAapb W CIHCOK JeJ; TalMephl,
HAallOMUHAIOIIME O BBIIOJHEHUM 33JlaHUi MO JIUCUILIMHE; KOMIIBIOTEPHBIE IPOrPAMMBI
COCTaBJICHUSI CIIMCKA JIEJ1, BBIJCIISIFOLINE CPOYHBIEC U BaXKHBIE JIETIa.

CocraBneHue crucka el — MepBblid mar K opranu3auuu BpeMeHu. CIUCOK UMEET TO
IPEUMYIIECTBO, YTO MO3BOJISIET BHJIETh BCHO KapTUHY B LEIOM. YIOPsIOYECHHE,
KJIacCU(pUKaLus el B CHUCKE — BTOPOH IIar K OpraHu3aliy BpeMeHH.

PerynsipHocTh — mepBO€ yCIOBHE MOMCKOB 0Oojiee 3PPEKTUBHBIX CHOCOOOB pPadOTHI.
Pekomenayercst BBIOpaTh OMH ACHb HEACNHU JJISl PETYJISIPHON MOATOTOBKH IO TUCIUILIMHE.
PerynsipHocTh HE MPOCTO MO3BOJISIET MOATOTOBUTHCS K JIETYy, OHA CO3/Aa€T HACTPOM Ha 3TO
JIeJ10, TI03BOJISIET BhIPaOOTAaTh MpaBUJIa BHITIOJIHEHUS Jiefia (HampuMep, cHavasia mpopabdoTka
MaTepua’a JIeKIUY, y4eOHUKa, YTeHHE IEPBOMCTOYHHKA, 3aTEM BbIACIICHUE U (PUKCUPOBAHUE
OCHOBHBIX UJIEH B TETPAIN).

Uto06b! 00J1€rYnTh BHIIOJHEHUE 33JaHH, HEOOXOIUMO ONpPEAETUTh BPEMEHHbIE PAMKH.
ExxenenenbHas mnoarotroBka Mo gucuuiuinHe «KaapoBoe nenompou3BOJCTBO» TpeOyeT
BpEMEHHBIX 3arpaT. YeTkoe QUKCHpOBaHUE MO BPEMEHHU PETYJSPHBIX JIEJ, 3aKperyieHue 3a
HUMH OJTHUX U T€X K€ YaCOB — BAXKHBIN IIIar K opranu3anuu BpemeHu. [Ipu yuere BpemeHun

HAJI0 TIOMHUTH 00 OCHOBHOM IIEJM pallMOHAIU3AIlMUd — IMOJYyYUTh HAUOONBIINN 3(DPEKT C
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HAUMEHBIIIMMHU 3aTpaTaMu. YYeT — JIMIIb CPEICTBO Uil PEUICHUS OCHOBHOW 3ajayH:
COKOHOMUTH BpeMSI.

[Io MHEHHIO CHIEUATKCTOB MO TMCUXOJOTUH, BaXKHOCTh MJIAHUPOBAHMS U BBITTOJIHEHHUS
7en 0OyCIOBIMBAETCS TaKKe TEeM, YTO y HAc HAKaIIMBAIOTCA JeNa, 3a/addl WU HUJACH,
KOTOpbIE MBI HE peajn3yeM, OTKJIa/IbIBaeM Ha IMOTOM — BCE ATO HETAaTUBHO CKa3bIBACTCS Ha
HallleM BHYTPEHHEM COCTOSIHUU B IIEJIOM.

Baxnass ponb B opraHuzanud y4yeOHOM JI€SITEIBHOCTH OTBOJUTCS Mporpamme
JTUCUUIUIMHBI, Jaromiasi MpeACTaBiIeHUE HE TOJBKO O TEMaTUYECKOM MOCIeA0BAaTEIbHOCTH
U3Y4YEeHHUs! Kypca, HO U O 3aTparax BPEMEHH, OTBOJMMOM Ha M3y4Y€HHUE Kypca. Y CHEIIHOCTh
OCBOCHMS TUCIUTIMHBI BO MHOTOM 3aBHUCHUT OT NPABMJIHHO CIUTAHMPOBAHHOTO BPEMEHU MPHU
CaMOCTOSITEJIbHON MOJrOTOBKE (B 3aBUCHUMOCTU OT CHEIUAIBHOCTH OT 2 — 3 710 5 4acoB B
HEJICIIIO).

Pexkomenoayuu no pabome c aumepamypoi

HauGonee npeanoyTuTenbHa NO3TaMHas MOCIEA0BATENLHOCTH B paboTe ¢ JIUTEpaTypoi.
Ee MOHO npe/ICTaBUTh B BUAE CIEAYIOIIEr0 NPUMEPHOIO aIropuTMa:

— O3HAaKOMJIEHHE C paboued mporpaMMor y4yeOHOW AUCIUIUIMHBI U METOIUYECKUM
COTPOBOXKICHUEM U3YyUYCHHUSI TUCIUILTUHBI,

— HW3Yy4YEHHUE OCHOBHOMW y4yeOHOH JIUTEepaTyphl;

— TpopaboTKa JAOMOTHUTENIbHOMN (Y4eOHOM U HAyYHON ) JIUTEPATYPHI.

B xone ureHus oueHb MOJIE3HO, XOTS U HE 00s3aTeIbHO, JeNlaTh KPaTKUe KOHCIEKTHI
MPOYUTAHHOTO, BBIITUCKH, 3aMETKW, BBIICIATh HESICHBIC, CIIOXKHBIC IS BOCHPHATHS
BOIIPOCHI. B 1ie/1s1X nposicCHEHUs! OCIEIHUX HYKHO 00pallaThcs K MPernojaBaTelio.

HacrositenbHO pekoMeHayeTcsi u30eraTh MEXaHWYECKOTO 3aydyuMBaHHUS y4eOHOTO
Matepuana. [IpakTuka yoeuTeabHO MOKa3bIBAET: caMbiM 3(()EKTUBHBIM CIIOCOOOM SIBIISIETCS
HEe «3yOpexka», a Tiy0oKoe, TBOPUECKOe, CAMOCTOSITEIbHOE MPOHUKHOBEHUE B CYIIECTBO
M3y4aeMbIX BOIIPOCOB.

HeobxoanmMo BeCcTHM CHCTEMATHUYECKYIO KaXKIOAHEBHYIO pabOTy HaJl JIMTEpaTypHLIMHU
ucrtounnkamu. O0beM HHPOpPMAIMKA TIO KYypCy HACTOJIBKO OOMIMPEH, YTO UM HE YHaeTCs
OBJIAJIETh B «IOCJEJAHHUE THW» TIEPE]] CECCUEM, KaK Ha 3TO MHOTJA PACCUUTHIBAIOT HEKOTOPHIE

CTYIECHTBL.
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CrnenyeT BOCIUTHIBATh B c€0€ YCTAHOBKY HA MPOYHOCThH, IOJATOBPEMEHHOCTh YCBOCHUS
3HaHWW MO Kypcy. Hajmo moMHUTB, YTO OHU MOTPEOYIOTCS HE TOJIBKO W HE CTOJBKO B XOJE
KypCOBOTO 3auera, HO — 4YTO OCOOEHHO BaXHO — B MOCIEAYIOIIeH mpodeccuoHanbHON
JESITETbHOCTH.

Jluteparypa umeeTcsi B OMOIUOTEKE YHUBEPCUTETA.

[Ipu paboTe ¢ yueOHOI U HAyYHOU JIUTEpaTypOl NPUHIIMITHAIBHO BaKHO MPUHUMATh BO
BHUMaHHEe MOMEHT pa3Butus. Kypc «KagpoBoe aenmonpons3BOACTBO», KaK U OOJIBITUHCTBO
JIPYTUX JUCLUUIUIMH, HE SBIIAETCA U HE MOXET SIBIATHCS HAOOPOM HEKUX pa3 U HaBceraa
YCTAHOBJIEHHBIX MCTHUH B IOCJEIHEW WHCTAHLIUU. B yCIIOBUSIX YCKOPSIOLIErOCS CTapEHHUS
uHpopMaluu y4yeOHbIE, BIpPOUYEM, KaK W Hay4dHbIe, U3JIaHUS, NAJICKO HE BCErja MOTYT
IIOCIIEBATH 32 HOBBIMU SIBJICHUSIMU U T€HJICHUMAMU, ITIOPOKIAEMBIMU ITPOLIECCOM MHHOBALIMH.
OuryTriMoe OTCTaBaHHUE XapaKTEPHO U JJIsl MHOTUX MyOJauKaIui, CBSI3aHHBIX ¢ KypcoM. Benp
MX HEBO3MOXKHO, Ja)Xe€ II0 YUCTO TEXHUYECKMM IIPUYMHAM, HE TOBOPS YXKE O IPYIUX,
€XKEeroJHO OOHOBIIATH U TMepeu3iaBath. B CBs3M ¢ 3TUM B JUTEpaType MO KypCy CTyJEeHTaM
MOTYT BCTPEYAThCS IMOJOXKEHUS, KOTOPBIE YK€ HE BIOJIHE OTBEYAIOT HOBBIM TEHACHIIUSM
pasBuTusA. B Takux ciydasx CleAyeT, MPOsBIAS HYKHYIO KPUTUYHOCTh MBICIIHA, OIUPATHCS
HE Ha YCTapeBIIINUE UJICEU TOTO WIH JIPYTOro U3JaHusl, Kak Obl aBTOPUTETHO OHO HU OBLJIO, a Ha
HOPMBI, BBITEKAIOIIUE U3 COBPEMEHHBIX W3JaHUK, MMEIOLIMX OTHOUIEHHE K H3y4aeMOMY
BOIIPOCY.

B 1O %€ Bpems HACTOMYMBOE MOAYEPKUBAHME MOMEHTA PAa3BUTHS BOBCE HE O3HAYAET
MOJIHOM PEBU3HHM Y4YEOHOM M HAyYHOW JUTEPATyphl, PEKOMEHIYyEeMOW IO Kypcy. 3amada
CTYAEHTAa — MPOSIBUTh JJOCTATOYHO BBICOKYIO HAYYHYIO KYJbTYpPY M HE BNACTh B KPallHOCTH
KaK OpPTOAOKCAJIBHOIO JOTMaTU3Ma, TaK W 3PSAIIHOrO HuruiamsMa. Hayka, kak W3BECTHO,
pa3BUBAECTCA HE TOJBKO HA OCHOBE OTPHULAHHSA, HO M MPEEMCTBEHHOCTH. B 3TOM
HEMPEPHIBHOM MPOLIECCE MOJEPHUBAIMU 3HAHUS €My, KOHEYHO, OyIyT OKa3bIBaTh MOMOIIb
MPErno/IaBaTeiv, MOCTOSHHO BHOCS COOTBETCTBYIOIINE M3MEHEHUSI B COJEPKaHUE YIECOHOTO
nporecca.

Hakowner, cTyzieHT 00s13aH 3HaTh HE TOJIBKO PEKOMEHIYEMYIO JINTEPATYPY, HO U HOBBIE,
CYIIIECTBEHHO BAKHBIE U3JIaHUS IO KypPCY, BBIMICAIINE B CBET MOCIIE €ro MyOJIUKaIiy.

Pexomenoayuu no noozomosxe K IK3ameny (3auemy)
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W TOroBeIM KOHTPOJEM NPU HU3YyUYECHUHU IUCHUIUIMHBI «KaapoBoe Aenonpou3BOACTBO»
ABJISIETCS dK3aMeH. [IpuMepHBIl mepedyeHb BOIPOCOB K 3k3aMmeHy conepxurcs B POC.
VYKka3zaHHbIE BONPOCHl MO JUCHUIUIMHE OOHOBIISIOTCS HA Hadalo y4eOHOro roja, 4To
CIOCOOCTBYET TMOJMy4YeHUI0 (YHAAMEHTAIBHOW M CIICIUAIBLHON IOATOTOBKA B 001acTH
YIPaBJIEHHUS IEPCOHATIOM.

Pekomennyemble yueOHUKU U CTIeIMANIbHAS JIUTEpaTypa Mpu U3yYeHUH Kypca, UMEIOTCS
B PEKOMEHJIOBAaHHOM CIHMCKE JIUTEPATyphl B paboyueil mporpaMme o JaHHOMY KypcCy, TakkKe
MX Ha3bIBAET CTYJICHTAM IIPENOAABATEIb HA IEPBOU JICKIUU.

CTyneHT B LeNAX MOJy4YeHUs KAYECTBEHHBIX M CUCTEMHBIX 3HAHUW JOJKEH HAYMHATh
MOATOTOBKY K 9JK3aMEHy 3aJ0Jr0 J0 €ro IpPOBEJACHHUS, IOCPEICTBOM BBINOJHEHUS
MEpPONPUATUIA, 3asIBIICHHBIX JJIs1 U3BMEPEHUS B PEUTUHT -IIJIAHE JUCLHUTLIAHBI.

CamocTtosiTenbHass paboTa CTyAeHTa [JIODKHA IUIAHUPOBATBCA CTYACHTOM u
CIOCOOCTBOBATH BBHITTOJIHEHHIO 3aIJTAHUPOBAHHBIX KOHTPOJIBHBIX MEPOTIPUATHMA.

Pekomenoayuu no camocmoamenvHoi pabome cmyo0eHmos

Opranuzanuss U y4eOHO-METOJUYECKOEe OOECHEYeHUE CaMOCTOSITENBHON paboThl
cryaenToB (CPC)

1. Texymas u onepexaromas CPC, HampapieHHass Ha YriyOJieHHE M 3aKperieHue
3HAHUM, a TAK)KE Pa3BUTHE MPAKTUUECKUX YMEHHI 3aKI0YAETCS B!

— paboTe CTYIEHTOB C JEKIIMOHHBIM MaTepuagoM, IMOUCKE W aHalu3e Yy4eOHOU
JUTEPaTypbl U FIEKTPOHHBIX UICTOUHUKOB WH(POPMAIINHU TI0 U3yYaEeMbIM TEMaM JTUCITUILIINHBI;

—  BBINOJIHCHUH JOMAITHUX MHAUBUIYaIbHbIX 3ananuid (M/13);

— M3Y4YEHUHU TEM, BBIHECEHHBIX Ha CAMOCTOSTEIbHYIO MPOPabOTKy, aKTUBHOE y4acTHE
B UX OOCY’KJICHUM Ha 3aHSTHUSX;

— U3Y4YEHUH TEOPETUYECKOr0 MaTrepuaja, MOATOTOBKE MPE3CHTALMN W JOoKiada C
OTIMCAHUEM KaXKJIOTO Caiijia 1o TeMe BBICTYIUJICHUS,;

— TIOMCKE MPABOBBIX AKTOB, KOMMEHTAPHUEB CIEIHAIUCTOB B CHPaBOYHO-IPABOBOI

CHCTCMC I10 TCMaM 3aHHTHﬁ, WHANUBUAYAJIbHBIX U KOJUICKTUBHBIX SaHaHHﬁ.
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VilI. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHUILJIMHBI
Jlnst mpoBeAeHUsT JIGKITMOHHBIX W TMPAKTUYECKUX 3aHATUNA HEoOXoamma ayauTopus,

OCHalllICHHAas MYHLTHMGﬂHﬁHBIM O60py,Z[OBaHI/IeM.
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IIpunoxenue 1

§

MUHUCTEPCTBO OBPASOBAHIS 1 HAYKU POCCUMCKOM OEJIEPALINN
denepanbHOE TOCYIaPCTBEHHOE aBTOHOMHOE 00pa30BaTENbHOE
YUpeKIeHUE BBICIIET0 00pa30BaHuUs

«/{aabHeBOCTOYHBIN (eepabHbIN YHUBEPCUTET»
(IBDY)

HKOJIA 9KOHOMUWKU U MEHEJIZKMEHTA

YYEBHO-METOANYECKOE OBECIIEYEHHUE
CAMOCTOSTEJIBHON PABOThI OBYYAIOIIUXCSI

no aucuuiuinie «Kaaposoe 1e10npon3BoaCTBO»
Hanpasiaenue 38.03.03 YnpasiieHue nepcoHaaioM
®opMa NOATOTOBKU: OYHAA

BaaauBocToK
2016
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ILinan-rpaduk BbINOJHEHHUSI CAMOCTOSITEIbHOI padoThl N0 TUCHUIJINHE

e Teoperu- IIpumepHbIe
I /;[ yeckuil |Bua camocrositesibHOM pad0Thl| HOPMbI BpeMeHH ®opma KOHTPOJIA
MaTepHasl HA BBINOJIHEHHE
N3ydenue TeopeTuyecKoit 3aciylmMBaHue T0KJIaJI0B U
1l p { yacTu TeMsl, noaroroska NJ13, 9 IIPOCMOTP IIPE3CHTALUY;
AACT 11 1onroToBKa TECTOB IO HacoB TECTUPOBAHHUE; BBINOIHEHUE
n30paHHON Teme MPAaKTUYECKON pabOThI
N3yuenue TeopeTnyeckon 3acnylnBaHue A0KJIAJ0B U
qyacTu Temsl, noaroroska MJ13 IIPOCMOTP IPE3CHTALINY;

2 | Paznen 2 » 110X 3, 9 yacoB P p 1p L,
IIOATOTOBKA TECTOB 110 TECTUPOBAHUE; BBIITOJIHCHUE
n30paHHOU TeMe IIPAKTUYECKON pabOThl
N3yuenue TeopeTnyeckon 3acnylnBaHue A0KJIAJ0B U
qyacTu Temsl, noaroroska MJ13 IIPOCMOTP IPE3CHTALNY;

3| Pasnen 3 ’ 73, 9 gacos P p 1p >
IIOATOTOBKA TECTOB 110 TECTUPOBAHUE; BBIITOJIHEHUE
n30paHHOU Teme IPAaKTUYECKON paboOThI
N3yuenune TeopeTnyeckon 3acnylMBaHue A0KJIAJ0B U
yacTu Temsl, noaroroska MJ13 IIPOCMOTP IPE3CHTALINY;

4| Pa3znen 4 » 10 /13, 9 gacos P p 1p LHH,
IIOATOTOBKA TECTOB 110 TECTUPOBAHUE; BBIITOJIHEHUE
n30paHHOU Teme IPAaKTUYECKON paboOThI
N3y4eHnue TeopeTndecKon 3acnylMBaHue AOKJIAJ0B U
yacTu TeMbl, noaroroska MJ13 IIPOCMOTP IPE3EHTALUH;

5| Paznmen 5 ’ A3, 9 wacos P P 1P ’
IIOArOTOBKA TECTOB I10 TECTUPOBAHUE; BBIIIOJIHEHNE
n30paHHON TeMe MPaKTUYECKON pabOTHI
N3ydeHue TeopeTndecKkon 3acnylmMBaHue A0KJIAI0B U
yacTu TeMsl, noaroroska MJ13 IIPOCMOTP IPE3EHTALUH;

6 | Paznmen 6 ’ A3, 9 wacos P P 1P ’
IIOArOTOBKA TECTOB I10 TECTUPOBAHUE; BBIIIOJIHEHNE
n30paHHOM Teme MPAKTUYECKON pabOThI
N3yuenune TeopeTnueckon 3acnyuMBaHue J0KJIAJ0B U
4yacTu Temsl, noaroroska MJ13, IIPOCMOTP IPE3EHTALUH;

7 | Pa3men 7| moAroTOBKa TECTOB 10 9 yacoB TECTUPOBAHUE; BBIITOJIHEHUE
n30paHHOU Teme MPAaKTUYECKON pabOThI; pelIeHne

CUTYallMOHHOM 3a/1a4u
N3yuenune TeopeTnueckon 3acnyuMBaHue J0KJIAJ0B U
yacTu TeMbl, noaroroska MJ13 IIPOCMOTP IPE3EHTALUH;

8 | Pasnen 8 ’ 73, 9 yacos P P 1ip ) ’
IIOATOTOBKA TECTOB 110 TECTUPOBAHUE; BBIITOJIHEHUE
n30paHHOM Teme MPAKTUYECKON pabOThI
N3yuyenue TeopeTnyeckon 3acnylmMBaHue AOKJIAI0B U
yacTu TeMbl, noaroroska MJ13 IIPOCMOTP IPE3EHTALUH;

9| Pazmen 9 ’ 75, 9 yacos p P 1P ’
[IOATOTOBKA TECTOB 110 TECTUPOBAHUE; BBIITOJIHEHUE
n30paHHOM Teme MPAKTUYECKON pabOThI

NTOI'O: - 81 vac -
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CamocTosiTeJibHast padoTa cTyaAeHTOB 1o Kypcy «KaapoBoe 1e10npon3BoacTso»
(81 4.)

CamocrosiTenbHas paboTa MPOBOAUTCS C LIETBIO:

— CHCTEMAaTH3aIliu W 3aKPEIUICHUS IMOJYYCHHBIX TEOPETHUCCKHX 3HAHWUN U MPAKTHUYCCKUX
yMEHUN 00y4aroIInXxcs;

— yrayOJieHus U paclIMpPEeHUs TEOPETUUECKUX 3HAHUM;

— (popmupoBaHUST yMEHUH HWCIONB30BaTh HOPMATHUBHYIO, IMPaBOBYIO, CIIPAaBOYHYIO
JTOKYMEHTAITUIO U CIIEIUATIBHYIO JINTEPATypPy;

— pa3BUTHUS TO3HABATENBHBIX CIOCOOHOCTEW M AKTUBHOCTU OOYYalOUIUXCS: TBOPYECKOU
WHUIIMATUBbBI, OTBETCTBEHHOCTH U OPTaHW30BAHHOCTH;

— opMHUpOBaHUS CAMOCTOATEIIBHOCTH MBIIUICHHUS, CIOCOOHOCTEM K CaMOpa3BUTHUIO,
CaMOCOBEPIIICHCTBOBAHUIO 1 CAMOPEATU3aINH.

CamocrosiTennbHasi paboTa CTYACHTOB, TNPEIYCMOTPEHHAas yYE€OHBIM IUJIAHOM,
COOTBETCTBYeT Oosiee TIyOOKOMY YCBOCHHIO H3Yy4aeMOTO Kypca, (OpPMHUPYET HaBBIKH
aHaJIM3a U OPUEHTUPYET HA YMEHUE MPUMEHSTh TECOPETUUECKUE 3HAHUS Ha MPAKTHKE.

CamocrosiTenbHasi padoTa CTYJEHTOB COCTOMT M3 TMOATOTOBKA K TMPAKTHUYECKUM
3aHITHAM, U3YYCHHS JINTEPATYPhl, HAITUCAHUS JOKJIaa U MTOATOTOBKY MPE3CHTAIINHN, & TAK)Ke
COCTaBJICHHSI TECTOB.

[TpoBepka caMOCTOATEIHLHOM TOATOTOBKH OCYIIECTBISICTCS Ha TPAKTUYCCKUX 3aHATHSX.

1) Pekomenoayuu u noixcenanusn K uzyueHuio 0moeabHovlx mem Kypca

[Ipn wu3yuenun pasgena 1 ocoboe BHUMAHUE CIEMYeT YIEIUTh KiacCUu(UKAIN
YIIPABJICHYECKON JOKYMEHTAINH, T.K. JaTbHEHIIIee N3ydeHUEe JUCITUILTMHBI OCHOBAaHO MMEHHO Ha
sroit knmaccubukarmu. I[lpu u3yueHun TeMbl «OCHOBHBIE TpeOOBaHHA K OQGOPMIICHHUIO
JOKyMEHTOBY» ocoboe BHuMaHue cienyer ynenuts ['OCT P 6.30-2003 «YHuduimpoBaHHbie
CHUCTEMBbI JOKYMCHTAIIMM. YHHU(PHUIMPOBAHHAS CHUCTEMa OPTraHU3aIIOHHO-PACTIOPSIUTEILHON
nokymeHTtarun. TpeboBanus kK 0pOpMIICHHIO JOKYMEHTOB.

[Tpu m3yueHnn pasaena 2 ciueayer oOpaTUTh BHUMaHHUE, YTO OPOPMIICHUE Pa3IMIHBIX
BUJIOB JIOKYMEHTOB ocymectisiercas B cootBerctBun ¢ [OCT P 6.30-2003
«YHUGUIMPOBAHHBIC CHCTEMBI JIOKyMEHTAIIMU. Y HU(UITUPOBAHHASI CHCTEMA OPTaHU3aIMOHHO-

pacrnopsaAuTeIbHON JoKyMeHTaluu. TpeboBaHus K 0POPMIIEHUIO JOKYMEHTOB.
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Paznenst  3-9 ocBemiaroT TEOpPETHYECKMM Marepuall, a TakKe HOPMATUBHYIO W
3aKOHOJIATENbHYIO 0a3y B 00nacTu TpyAoBoro npasa PO.

2) Pexomenoayuu no pabome c iumepamypoii

[Tpu m3yueHun kypca yaeOHON NUCIHUILIMHBEI 0c000€ BHUMAHUE CIIETyeT 0OpaTUTh Ha
caenyromux aBTopoB: Ky3nenona T.B., Auapeesa B. U., Poroxun M.IO.

3) PazvsachneHus no nogoody padbomasl ¢ mecmoeoll CUCmEMOUl Kypca

CryneHTaM TpEIJIOKEHO PENIUTh TECTOBBIC 3amaHus 1ByX (opm: 1) 3amanus ¢
BBIOOPOM OJTHOTO MPABWIIBHOTO OTBETA U 2) 3aIaHUsI OTKPBITONU (DOPMBI.

[Tpu ncronp3oBaHuU MIEpBOM HOPMBI K 3aJaHUSAM JTAIOTCSI TOTOBBIE OTBETHI HA BHIOOD —
OJINH TIPaBUJIbHBINA OTBET, OCTAJIbHbIC HEMIPABUIIbHBIE.

B 3aganusx oTKpbeITON (DOPMBI TOTOBBIE OTBETHI C BHIOOPOM HE naroTcs. McnbiTyeMbrit
JIOJDKEH caM HalucaTh OTBET, KOTOPBIM CBHUJACTEIBCTBYET O HAJIMYUM WA OTCYTCTBUU
TpeOyeMbIX 3HaHHWM. 3aaHusi OTKPBHITONH (OpMbI POPMYIUPYIOTCS B (GOpME YTBEPKICHUM,
KOTOPBIE PEBPAIIAIOTCS B UICTUHHOE BBICKA3bIBAHKUE, €CJIM OTBET MPABHIIBHBIN U B JTIO)KHOE —

€CJIM OTBET HEIPABUIIbHBIN.

IlepeyeHnb 3a1aHuil IS 3aKpeNJIEHUs] MPAKTHYECKUX HABBIKOB 10 KYPCY AUCIUNIMHBI
Ha BbIOOP CTY/JeHTA B paMKaX NPUMeHEHUs] TEXHOJIOTUM NHIAMBUAYATbHOM
00pa3oBaTe/IbHOI TPAEKTOPHUHU

CamocrosiTenbHasi paboTa CTYAEHTOB COCTOMT U3 IOATOTOBKH K TPAKTUYCCKAM
pabotam, pabOTHl HAJ PEKOMEHJIOBAHHON IUTEPaTypOM, HANMUCAHUs JOKJIAOB MO TeMe
CCMHHApPCKOI0 3aHATHA C HOI[FOTOBKOﬁ HpGSeHTaHHﬁ, pemiCcHusl CHUTYAallMOHHBIX 3aaa4,
HaIMKUCaHUs TECTOB MO M30pAHHOU TeMe.

[Ipu opraHuzanuu CaMOCTOSITENIBHOW PaOOThI TMpenojaBaTesib JOJDKEH YUUTHIBATH
YPOBCHb IIOATOTOBKH KaXXAOIro CTYACHTA MW MNPCABUACTL TPYAHOCTH, KOTOPBIC MOI'YT
BO3HUKHYTH IIPHU BBIITOJITHCHUU CaMOCTOSITEIbHON pa6OTBI. HpenonaBaTenb AacT KaKI0MYy
CTYJIGHTY WUHIUBHUAyalIbHbIC U nuddepeHmpoBannbie 3a1anusi. HekoTopeie U3 HUX MOTYT
OCYILIECTBIIATHCS B TPYyIIE (HampuMep, MOArOTOBKA JIOKJIa/la U MPe3eHTAIllUU TI0 OJHOM TeMe
MOTYT JCJIaThb HCCKOJIbKO CTYJACHTOB C Pa3JICJICHUCM CBOHX 00s13aHHOCTEN — OJHUH TI'OTOBUT

HAyYHO-TEOPETUYECKYIO YacTh, @ BTOPOU MPOBOJUT aHATIU3 MPAKTUKH).
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Bomnpoce! AJ1s1 MPOMEKYTOYHOI0 KOHTPOJIS, IPOBOAUMOrO B (popme TecTa
0 TeMaM JUCHHUIINHBI
«Kaaposoe 1es1onpou3BoacTBO»

1. Cucrema MeHEIKMEHTA KauecTBa —
A. OpraHnuzanus, Npouecchl, T0KyMEHTBI, PECYPCHI.
b. CoOBOKYIIHOCTh 3JEMEHTOB OpraHU3AlMOHHO-IITATHOM CTPYKTYpBI, CBSI3aHHBIX C
KaueCTBOM
B. CoOBOKYNHOCTh OpPraHM3allMOHHOW CTPYKTYpbI, METOAMK, IPOLECCOB M PECYPCOB,
HEOOXOAMMBIX JIJIs1 00ILIETr0 PYKOBOICTBA KAYECTBOM

['. MexayHnapoaHasi OpraHu3aius 1o CTaHgapTU3alun

2. KOpuanueckas cuja TOKyMEHTa —
A. O0513aTeNTbHOCTD €0 aJPEeCOBAHUS
b. DOrto cBoiicTBO o0¢uUIUMANbHOIO JOKYMEHTa, COOOLIaeMoe €My JAEeHCTBYIOLIUM
3aKOHO/IATEJIHCTBOM, KOMIETCHIIMEH W3JIABIIETO €r0 OpraHa M YCTaHOBICHHBIM MOPSIKOM
ohopmIIeHUS
B. Conepxanue HOpM 3aKOHOIATENHCTBA

I'. KomMmeTeHI1s Ha COOTBETCTBUE

3. Yaudwukauus —
A. Pocapxus
b. 'occrannapt Poccun
B. IIpuBeaenue yero-nubo K eauHOM cucteme, popme, eIMHOOOpa3UI0
I'. OcobenHoCcTH 00pa30BaTEIBLHON NEATENBHOCTH B 3aBUCUMOCTH OT BHJ1a 00pa30BaTEIbHON

OpraHu3aluu

4. TlopIMHHUK TOKYMEHTa —
A. Opurunan

b. IlepBas konus JOKyMEHTa
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B. IepBsiii (W11 e AMHUYHBIN) 3K3EMILISIP JOKYMEHTA, 00JIaJatonfi IOpUINUYeCKON CHIIOMN

I I[OKYMCHT, B KOTOPOM COACPIKATCS CBCACHMA, ITIOATBCPKAAOIINC €0 JOCTOBECPHOCTD

5. OpuruHan JOKyMEHTa —
A. IlogIMHHUK JOKyMEHTA
b. EqvHWYHBIN 5K3eMILISIP
B. JlokyMeHT, B KOTOPOM COJEPKATCA CBEICHUS, TOATBEPKAAIOIINE €TI0 T0CTOBEPHOCTH
I'. JIokyMeHT, cO3[aBacMbld B IEPBBIM Pa3 M MOJYYEHHBIM B PE3YJIHTATE TBOPYECKOMU
NEATETPHOCTH YeJIOBEKA TI0 3aKpEeIICHWI0O Ha MaTepHaIbHOM HOCHUTENe HWHGOpMAIIH
MEPBOMCTOYHUKA HE3aBUCUMO OT HCIOJB3YEMbIX TEXHUYECKUX CPEJCTB U CIIOCOOOB €€

3aKPpCILICHUA

6. Komnus nokymenTa -
A. JIokyMeHT, IOJTHOCTBIO BOCIIPOM3BOAAIINNA HH(POPMALIMIO TOJIMHHOTO JIOKYMEHTA U BCE
€ro BHELIHUE PU3HAKK WM YacTh UX
b. Bocnipoussenenue nndopmaiuu
B. Undopmanus, 3apukcupoBaHHas Ha MAITMHHOM HOCHUTEJE

I'. Uudopmarnus, 3apukcupoBaHHas PyKOIIMCHBIM CITIOCOOOM

7. PexkBU3UT —
A. JlokazaTenbCTBO
b. O6s3atenbHbIi 51eMeHT 0(opMIIeHHS O(DUIIMATIBHOTO JJOKYMEHTA
B. IIpouecc coznanust u ohopmMiieHUs TOKYMEHTa

I'. CBegenust opUITMATBHOTO XapaKTepa

8. Jlemonmpom3BOCTBO -
A. Tlpouiecc coznanus u 0hOpMIICHHS TOKYMEHTA
b. 3anuce nHGOpManK Ha Pa3THIHBIX HOCHTEIIIX

B. /IBm>keHue JOKyMEHTOB B anmnapare ylnpaBieHUs
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[ oTpacnp  gesTeNnbHOCTH, OOecCHeurBaOIas JOKyMEHTHpoBaHHe (oOecreueHue
CBOCBPEMEHHOTO U TMPAaBWJIBHOTO CO3JAaHMS JOKYMEHTOB) U OpraHu3aluio paboThl C

O(I)HHI/IaJIBHLIMI/I JOKYMCHTaMHU

9. ICAOY —
A. JIBuKeHue JOKYMEHTOB B aliapare yrnpaBieHus
b. Ceenenus o nuiax, npeaMerax, (akrax, COOBITUAX, SIBICHUIX U MPOIECCaX HE3aBUCUMO
OT (OPMBI UX MPEACTABICHUS
B. CoBOKymHOCTH JOKYMEHTOB, B3aUMOCBSI3aHHBIX I10 MpPU3HAKAM TPOUCXOXKICHUS,
Ha3HA4YEHUs, BUIa, CPEephl NEITCIHHOCTH, €AUHBIX TPEOOBAHUN K UX 0(DOPMIICHUIO
I'. «["ocynapcTBeHHasi cucTemMa JOKYMEHTAIIMOHHOTO obecrieueHus ynpasiaeHus. OCHOBHBIC
nonoxkenus. OOme TpeOoBaHMS K JOKYMEHTaM U ClIy0aM JIOKYMEHTAIllMOHHOIO

o0ecreyeHus»

10.ToxymeHT —
A. JloxymeHTupoBaHHas WHbopmalus — 3aQUKCHpOBaHHAs HAa MAaTepUATBLHOM HOCHUTEIE
uH(OpMaIUs C PEKBU3UTaAMU, TIO3BOJISIONINME €€ HICHTU(PHUITUPOBATH
b. 3adukcupoBanHas Ha MaTepHaJIbHOM HOCUTENE WICHTU(UIMpyemas HHPOpMaIIHs,
CO3JlaHHAasl, MOJyYEHHAass U COXpaHseMas OpraHu3allield WM 4YaCTHBIM JIMIIOM B KadyeCTBE
JI0Ka3aTeNbCTBA MPH MOATBEPKICHNHN TIPABOBBIX 003aTEILCTB WIIH JICIIOBOU IESTEIBHOCTH
B. PernmameHT HOpM 3aKOHOATEIBCTBA

I'. ®opmynsip OnaHka

11.®opmymsp 1oKymMeHTa —
A. biiank
b. HaGop pexkBu3uToB OQUIIMATLHOTO NHUCHMEHHOTO JOKYMEHTa, PAaCIOJIOKEHHBIN B
OIPEICJIEHHOM TTOCIIEI0BATEIILHOCTH
B. PerimaMeHT HOpM 3aKOHOAATENIHCTBA

I'. Uudopmarus, 3akperieHHas onpeiesieHHbBIM 00pa3oM Ha MaTepHaIbHOM HOCHUTEIEe
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12.TOCT P UCO 15489-1-2007 —
A. «/lenmonpoun3BoICTBO M apXUBHOE J€NI0. TepMUHBI U OTIPEACIICHUS)
b. «Cucrema crangaptoB 1mo HHPOpManuud, OUOIMOTEUHOMY U HU3AATEIBCKOMY JIEIy.
VYmpasnenue nokymentamu. O01ue TpedoBaHU
B. «YHudunupoBaHHbIE CHCTEMbl JOKyMEHTAallMW. YHHU(DHUIMPOBaHHAs  CHUCTEMa
OpTraHM3aIlMOHHO-PACTIOPSANTEILHON  JOKyMEHTanuu. TpeboBaHus K  O(OPMIICHHUIO
JIOKyMEHTOBY
[ «CucreMbl 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa. YIpaBieHHE JOKyMEHTaIueH.
Nudopmarus, coxpansemas B D3JIEKTPOHHOM Bujae. PekoMeHmanuu 1o 00€CTIeUueHUIO

AO0CTOBCPHOCTHU N HAACKHOCTH»

13.TOCT P 51141-98 —
A. «/lenonpon3BoJCTBO U apXUBHOE A€JI0. TepMUHBI U ONPEACIICHUS
b. «Cucrema cranmaptoB no uHpopManuu, OUOIMOTEYHOMY M HU3JATEIbCKOMY JIEdy.
VYnpasnenue nokyMeHtamu. O0mire TpedoBaHus»
B. «YHuduuupoBaHHbIE CHCTEMBbl JOKYMEHTALMU. YHUPUIMPOBAHHAs  CHCTEMA
OpPraHU3ALMOHHO-PACTIOPSAUTENIBHON  JOKyMeHTanuu. TpeboBaHusg K  0QOPMIICHUIO
JTIOKYMEHTOBY.
I «CucreMbl BJIEKTPOHHOTO JOKYMEHTOOOOpOTa. YTpaBieHHE JOKyMEHTAIUeH.
Wudopmanusi, coxpansemas B D3JIEKTPOHHOM BHjae. PekoMeHIauumu 1o 00eCleueHUro

AOCTOBCPHOCTHU K HAACKHOCTHU»

14.TOCT P 54471-2011/ISO/TR 15801:2009 —
A. «Cucrema craHmapToB 1o wuH@opManuu, OUOTUOTEUHOMY W H3JATEIBCKOMY JCIy.
VYnpasnenue gokymentamu. OO1ine TpeOGoBaHUN
b. «/lemonpons3BoacTBO U apXUBHOE 1€J10. T€pMUHBI U OIIPEICIICHUS»
B. «Cucrembpl 3J€KTPOHHOTO JOKYMEHTOOOOpOTa. YmpaBieHHE JIOKyMEHTALHEH.
Uudopmanusi, coxpansemas B DJIEKTPOHHOM BHjaE. PeKoMeHAaluu Mo 00ecneYeHuro

AOCTOBCPHOCTHU K HAACKHOCTHU»
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I «YuuduuupoBaHHbIE CHUCTEMbl JOKYMEHTAlMH. YHU(QUIMPOBAHHAsA  CUCTEMaA
OpraHM3aIMOHHO-PACHIOPSAUTEILHON  JOKyMeHTaluu. TpeboBaHus K  O(OPMIICHHUIO

AOKYMCHTOB»

15./lybnukar 1oKyMeHTa —
A. Konus gokymeHTa
b. I1oBTOpHBII 3K3EMILISIP NOMJIMHHUAKA, UMEIOIINN IOPUANYECKYIO CHITY
B. Opurunan qokymeHTa
I'. I[TognMHHUK JOKYMEHTa
11. T'epOoBblie OJaHKH MOTYT CO3aBaThCS
5)  Tompko THMOTpapCKUM CIIOCOOOM B MOJUTPAUUESCKUX MPEATNPHUITHIX, HUMEIOIIIX
JUTICH3UN
6) B nemapramenTe
7)  C nmoMoIuibio KOMITBIOTEpa
8) B tunorpadun
12.  Ilpu usrotoBieHnr OJIAHKOB Ha HUX MPOCTABIISIOTCS
5)  [lara u BpeMs U3gaHus
6) Iloamuce u pacuMdpoBKa JIMIa, H3rOTABIMBAIONIETO OTaHK
7)  TlopsiaxoBbIii HOMED U CEpHS
8)  Jlara, mopsAKOBBIA HOMEp, CEPHs, TOAMKCH
13. T'epOoBbic OJIaHKHU TTOIEKAT
5)  3aBepeHuto
6) VYuery
7) [ToaTBEpKICHUIO
8)  Busupomanwuio
14. Tlpu nocTymiieHUH B )KypHAJI PETHCTPALIU TePOOBBIX OJTAHKOB 3aIMHUCHIBAIOT
5) HaumenoBanue BuAa OjaHKa, JaTy TIOCTYIUICHHS, HOMEP COIPOBOIUTEILHOIO
JIOKyMEHTa, HANMCHOBAHHUE TIPS IITPUATUA-U3TOTOBUTEIIS, CEPUIO U HOMEp OJTaHKa
6)  HaummeHoBaHue MpeANPHUITHA-U3TOTOBUTEIIS, CEPUIO M HOMEpP OJaHKa

7)  HaumenoBanwue Buja OJaHKa, CEpHIO U HOMEP OJIaHKa
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8) HaumeHoBanme BuJa OJaHKa, ATy NOCTYIUICHWS, HAMMCHOBAaHUE TPEATPUSTHS-
W3TOTOBUTEIIS, CEPUIO U HOMEP OJTaHKa

15. Ilpwu BbIAave B )KypHAJ PETUCTPAIIMU TepOOBBIX OJIAHKOB 3alIUCHIBAIOT

5)  Haumenoanue Buia OJaHKa, CEPUIO0 U HOMED

6)  ®amMWwIMIO U MHUITUAIIBI JJOJDKHOCTHOTO JIMIIA-TIONyYaTessl, PACUCKY B ITOJTy4YCHUH

7)  HaumeHnoBanue Buja OJlaHKa, CEPHIO, HOMEpP, (PAMUIMIO U WHUIMAIBI JOJDKHOCTHOTO
JMIA-TIOJTydaTessi, PACIUCKY B MOJIy4YeHUU

8) HaumenoBanue BuJa, Cepuio, HOMEp OJlaHKA, KOJMYECTBO AIK3EMIUISIPOB,
HAaUMEHOBAaHUE CTPYKTYPHOTO TOApa3aeieHus, (PaMIINI0 U HHAIHATBI JTODKHOCTHOTO JIHUIA-
MOJTY9aTelIs, PACIIUCKY B TIOJYICHHH, IPUMEUaHUE

16. YHuuTOX€HUE repOOBBIX OJIAHKOB MIPOUCXOIUT

5)  C nmomomrslo mpeaepa

6)  IIpu cocraBicHHU aKTa

7)  C nomolibio pa3pbiBa JJOKYMEHTOB BPYYHYIO

8)  Ilpu moMoImM CrenuaarucToB

17. Ha Gmankax jomyckaercs pacnojiaraTh

5)  Ilomgmuck

6)  Ileyaru u mTamIbl

7)  OrpaHuUYMTENbHBIC OTMETKH B BHJE YTOJIKOB, IITPUXOB WM APYTUX 0003HAYCHUN IS
pa3MeIIeHHsI OTACTBHBIX PEKBU3UTOB

8)  JlomoysHUTENbHBIC 3J€MEHTHI B OGOpPMIICHUH (IMIIHHUE JIMHUH, IITPUXH, BEH3EINS,
JIPYTHE «XYI0KECTBEHHBIC» YKPAIICHUS)

18. Pa3mepsr obmactu 11 pa3MenieHus repoa

5 18 Mm
6) 20 mm
7) 15Mm
8) 17mm

19. T'ep6 paszmemaercs
5)  TosbKO HEHTPOBBIM CIIOCOOOM

6)  YIJIOBBIM WIH IICHTPOBBIM CIIOCOOOM
46



7)  TombKO YIIOBBIM CIIOCOOOM ClieBa

8)  ToabKo yriIOBBIM CITOCOOOM CITpaBa

20.  TIpoBepky HaIWM4Hs, UCIIOIB30BAHUS M XPAHCHHS TepOOBBIX OJJAHKOB MPOBOJIAT
5)  He pexe pasa B roj

6)  He yamie pa3sa B moyiroja

7) Pa3 B 3 rona

8)  He npoBoast

Kpurepuu ouenku TecToBbIX 3a1aHui

[IpoueHT Orenka pe3yabTaTa OTBETa

MPABUJIbHBIX OTBETOB

100-85 «OTJIMYHO» - MAaKCUMAJIbHBIN Oal, 3asiBJICHHBIA B PEUTHHI-IIJIAHE T10
JAHHOMY BH]ly pabOT

86-76 «xopormio» - Ha 1 Ga HMKe MaKCUMaJIbHOTO 0ajuia, 3asBICHHOTO B
pEUTHHT-IIJIaHE TIO IAaHHOMY BUAY paboT

75-51 «YZOBJICTBOPUTEIHHO» - Ha 2 Oajljla HIDKE MaKCHUMaJbHO Oallia,
3asBJICHHOTO B PEUTHHT-TUJIaHE 110 JAaHHOMY BUJTY pabOT

IIpakTnueckas padora

JlanHbI BUJ pabOTHl MPUMEHSIETCS ISl OLICHKU 3HAHUW MU YMEHHUM MO JUCHUILIUHE
MOCJIC 3aBEPIICHUS M3YYCHHS KIIOUEBBIX TeM, JIMOO HamOoJiee CIOXKHBIX I MMOHUMAaHUS
oOyJarorumucs, 100 0000 3HAYMMBIX JIJIsi YCBOSHUS JaHHOU MuctuIUIuHbL. [IpakTruueckas
paboTa, Kak MpPaBWJIO, COCTOMT M3 HEOOJBIIOTO KOJIWYECTBA Pa3HbIX IO TPYIHOCTH
BOIIPOCOB, 33/1a4 WJIM 3aJJaHUM U PACCMAaTPUBACTCS IPEIOAAaBATENIEM KAK CAMOCTOSITEIIBHO
BBINIOJIHEHHBI MUCBMEHHBIN TPy CTyJAeHTa. MoeT 3aHMMaTh 4acTh WM MOJHOE y4eOHOe
3aHSATHE C Pa300pOM MPaBWIBHBIX PEHICHUN Ha CIEAYIONIEM 3aHsATUU. PexomeHayemas
4acTOTa NPOBEJACHUS — HE MEHEE OJHOM Iepe]l KaXKI0M ITPOMEKYTOYHOU ATTECTALIUEN.

MOXHO BBIICIUTH CJIEAYIOIINE BUIBI paboOT:

— TEOPETHUYECKHUE, MO3BOJISIONINE MPOBEPUTHh HACKOJIBKO OOYYAIONIUMCS Y/1aJOoCh OCBOUTH
OCHOBHBIE TEOPETUUECKNE MMOHATHUSI, 3aKOHOMEPHOCTH
— TIPAKTUYECKHE, TTOCPEACTBOM KOTOPBIX MPENOAABATENEH MPOBEPSET YMEHUE CTYICHTOB

IMPUMCHATH IMOJIYUYCHHBIC 3HAHUS JJIsI PCHICHHUA KOHKPCTHBIX 3a/1a4,
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— KOMIUIEKCHBIE, COJEpXKallhe 3aJaHusd KAaK TEOPETHYECKOro, TaK M IPAKTUYECKOTO
Xapakrepa.

[Ipu 1npoBepke BBINOJHEHHBIX pabOT HEOOXOIMMO YyKa3blBaTh Ha KaXIylo
JOMYUIEHHYIO OIIMOKY M ONPEIEIUTh MOJHOTY U3JI0KEHHSI BOIPOCA, KAYECTBO M TOYHOCTH
YKa3aHHOTO MOHATUIHOIO ¥ TEPMUHOJIOTMYECKOTO allapara, yYuThIBasi IPU ITOM pa3BUTHE
NUCBMEHHOW pEYH, YETKOCTb U IIOCIENOBATENIBbHOCTh M3JIOKEHMS MbIcied. Bo Bpems
IIPOBEPKH U OLIEHKU BBIIIOJHEHHBIX MHUCbMEHHBIX PA0OT MPOBOJUTCS AHAIN3 PE3YJIbTaTOB UX
BBITIOJIHEHMS], BBISIBIISIIOTCS. TUIIMYHBIE OIIMOKH.

Jlna onpenenenus (aKTUYECKUX OILEHOK MO KOHTPOJIBHOW paboTe peKoMEHAYeTCs Mo
Ka)KJIOMY BOIIPOCY BBICTABJISIOTCS 0asuibl, IPUIEPKUBASCH CIEAYIOMIEH JJOTUKU:

Kpurepnu oieHKH NpakTu4ecKoil padoTbl

Bansbl peiiTUHroBOM Onenka Kpurepuu oueHku
OLICHKHU

MakcuMalIbHBIM ~ Oall, | «OTJIMYHO» Pabora COZIEPKUT [IOJIHOE,

3asiBJICHHBIA B PEUTHHT- COOTBETCTBYIOIIIEE PaBUJIBHOMY

IJIaHE 110 JAHHOMY BUJlY OTBETY COJIEp’KaHHUE, BCE TEPMUHBI

pabor MCIIOJIb30BaHbl TPAMOTHO

Ha 1 Oamn  HIXE | «XOPOIIO» PaGota COAECPKUT HEKOTOPBIE

MaKCHMAaJIbHOTO Oaiia, HETOYHOCTH B  O(QOpMIICHMHM  WJHU

3asIBJICHHOTO B PEUTHHT - 3alOJTHEHUHU JOKYMEHTA, €CTh MOJIMEHA

IJIAHE TIO JAHHOMY BUY MOHSATUMN WJIU TEPMUHOB

paboT

Ha 2 Oamna HUXKE | «ynoBieTBoput | Pabota HE COACPKUT TEPMHUHOB U

MaKCHMaJIbHOTO OaJiia, | eJIbHOY JIOKYMEHTApHOE odopmIIeHHE

3asiBJICHHOTO B PEUTHHT- HEJIOCTATOYHO YETKO ITPOIUCAHO

IJIaHE 110 JAHHOMY BUJlY

pabor

0 «aeynoBierBop | Pabora  comepxutr — HempaBWIbHBIC
UTEITLHO MTOHSATUS u HE COJICP)KUT

crienupUYECKrX TEPMUHOB

Od¢opmiieHne Npe3eHTANNH € TOKJIAJ0M 10 OJHOMY U3 BONPOCOB M30PAHHOI TeMbI

NMPAKTHYICCKOIo 3aHATUA C IPUMCHCHHUEM JOINOJHUTECJIBHOT0 MaTEpHualia,

PACKPBIBAKIIUM TeMy 0oJiee MOJIHO U IPUMEHEHHEeM KOMIIETEHTHOCTHO-

OG6mue TpeOoBaHUs K IPE3CHTAIUH:

OPMEHTHUPOBAHHOIO MOAX0/A.
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e MPE3EHTAIMs HE JOJIKHA ObITh MEHbIIIE 8 CIAl/IOB;

e TEPBBIH JINCT — STO TUTYJIHHBIA JHUCT, HA KOTOPOM O00S3aTE€IBHO JIOJDKHBI OBITh
NPE/ICTAaBIICHbI: Ha3BaHHWE MPOEKTa; (aMuius, UM, OTYECTBO aBTOpa, y4CHas CTEICHb,
y4€HOE 3BaHUE U JOJKHOCTh PYKOBOAUTENS (TIpero1aBaTers);

o CIEIYIOIINM CIIaliJIOM J0JDKHA ObITh MOCTAHOBKA 33]1a4H;

o JIM3AH-3PTrOHOMUYECKHUE TpPEOOBaHUS: COYETAEMOCTb IIBETOB, OrPAHMYEHHOE
KOJIMYECTBO OOBEKTOB HA ClIaiiJie, IBET TEKCTA;

e TOCIEIHUM CHaij MPE3EHTAUUNU — CIUCOK HCIOJIb3YEMbIX HCTOYHUKOB, BKJIIOUasd
odurmaIbHbIe 0OHOBIIIEMbIC HHTEPHET-PECYPCHI

MeToauyecKkue peKOMeHIAIUN 10 MOATOTOBKE Mpe3eHTaAIluN
1. [TepBoIii craii JOJDKEH coaepkaTh Ha3BaHue nokiana, @O u koopauHaThl (HOMEP
TPYIIbI, HAIPABJIECHUE MOJATOTOBKH, aJpec AJIEKTPOHHOM MOYTHI) BhIcTynaromero. Kax bt
Clal] JOJKEH UMETh 3ar0JIOBOK.
2. [Ipe3eHTanusa HauMHAETCSd C AHHOTALMM, TJI€ Ha OJHOM-ABYX Clailax HaeTcs
IpeACTaBlICHUE, O 4YeM TNoiaer pedb. bombiias yacTte mpe3eHTauuid TpeOyeT OrIalieHus
CTPYKTYPBL.
3. [lepexox oT cnaiiga K ciajay OpraHM3yMTe MO WIEMYKY MbIK. OnruManbHas
CKOpPOCTb MEPEKIIOUEeHUs] — OAUH chaig 3a 1-2 muHyThl. Choymiatend AOJIKHBI YCIETh
BOCIIPUHSATH MH(POPMAIIUIO U BU3YaJbHO CO Claia, U Ha CIyX. « Y HUBEpCalIbHas» OICHKA —
YUCJIO CJIAiJIOB PaBHO MPOAOJKUTEIHOCTU BBICTYIIJICHUS] B MUHYTaX.
4, Pasmep mpudra ocHoBHOTO TekcTa — He MeHee 16pt, 3aronoBku Oosnbie win 20 pt.
Hanbonee uyuTabenbHBIM U TPAAUIMOHHO UCIIOIB3YEMbIM B HAyYHBIX HCCIIEIOBAHUIX
apisietcsa Times New Roman. Odopmuisiiite Bce claidibl B €IMHOM CTHUJIC.
5. [Ipe3eHTanus SBISETCS JOMOJHEHHEM K JOKnany. Kaxknpld crailg — «IuiaKar,
MOATOMY JIOJDKEH CcoJIepaTh TaOmulbl ¢ (aKTUYECKUMU JaHHBIMU W JuarpamMmbl (C
00s13aTeIbHBIM YKa3aHUEM CCBUJIOK Ha WMCTOYHUKUA B CJIy4ae, €CIM OHH TOJTOTOBJICHBI
HECaMOCTOSITEIIbHO), MHGOPMAIINIO B BUJE CXEM U PUCYHKOB. COMPOBOIUTEIBHBIN TEKCT K
KaXJIOMy ClIaiily coXpaHuTe JIn0o B paseie 3aMeTku, 1o B daiiine MS Word.
6. He neperpyxaiite cnaiin nadopmanueit. He nenaiite mHOr0o menkoro tekcra. [pu

INOATOTOBKE IIPC3CHTAIMN PCEKOMCHAYCTCA B MaKCUMAaJIbHOM CTENEHM HCHOJIb30BaTh
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rpauKu, CXEMbI, TUarpaMMbl U MOJICTTH C UX KpaTKUM omnucanueM. @otorpadun 1 puCyHKH
JIeNal0T MPEACTABIIeMy0 HH(pOpMaIUio 0ojieeé MHTEPECHOM M TMOMOTAIOT YIEP>KUBATh
BHUMAaHUE ayJWTOpPUHU, JaBas BO3MOXKHOCTb SICHO TOHSTh CYTh IpeaMmera. J[JIMHHBIE
NEPEeYUCIICHUs] WM OoNblIue TaONUIBl C YHUCIAMH TSKEJIO BOCHPUHHUMAIOTCS, JIydllle
OCTPOUTH TpaduKy.

7. Nmeer cmbicn ObITh akKypaTHbIM. HepsuuiBo cienaHHble ciaiasl (pa3HoOoi B
mpudTax W OTCTymax, OIMMOKM W OIEYaTKH) BBI3BIBAIOT IOJO3PEHHE, YTO U K
COZIEPKATENIBHBIM BOIIPOCAM JOKJIAIUUK MOJOLIEN «CIYCTsS pyKaBa». [ 0TOBYIO MpE3EHTALINIO
HaJ0 MPOCMOTPETh BHUMATEIBHO HECKOJIBKO pPa3 «CBEKHUM» B3IJISJOM IS BBISIBJICHUS
npo0JieM ¢ 0o(popMIIEHHEM U OTIEYATOK.

8. Ecnu Bel uyBcTByeTe ceOsi XOTh HEMHOTO HEYBEPEHHO NEpell ayJIuTOpHUEH, WU
BBICTYIUICHUE OYEHb OTBETCTBEHHOE, TO HAMUIIUTE M BBIYYUTE CBOIO pPEUb HAU3YCTh.
O3ByuuBanue onHON crTpaHulsl (dpopmar A4, mpudt 14pt, TMOIYTOPHBIA HHTEpBaN)
3aHUMaeT 2 MUHYTHI. [loTpeHHnpyiiTech BBICTYNATh C Bamed mpe3eHranued. IlycTs KTo-TO
MOCHyIlIaeT U CKaxeT Bamm omuOku, BeYaTICHUE O BBICTYIUICHUH, YTO MHTEPECHO, YTO
HETMOHATHO, Kak BbI BeITIIsAIENN.

Q. Crnenure 3a BpemeHeM (periaMeHT BeicTyruieHus — 10-15 munyT).

10. Peub u cnaligpl HE MTOMDKHBI COBMAAATh, TOTAA MPE3SHTAIMS CTaHET «OOBEMHOMY.
Ctunp peuu TOJDKEH ObITh TOHSITHBIM JJIS ayIUTOPHH, UCTIOJIb3YUTE TPUMEPHI, ACCOLUALIUN
u oOpasbl. Craiiibl MOTYT cojliepKaTh OOJbIIE «TEXHUYECKUX» MOAPOOHOCTEN: (HOpMYIIbI,
cxembl, TaOnuipl, rpaduku. Bcerma mnoanuceiBaiiTe ocu (Kakas TEpEeMEHHas U €€
Pa3MEpHOCTH).

11. [lepBbie xe (pa3bl HDOHKHBI MHTpUroBaTh. Hampumep, MOXXHO CKazaTb O TOM,
HACKOJIbKO CJIO)KHOM WJIM HACKOJIbKO Ba)XHOM SIBIIAETCS JaHHAs 3aJada, WM O TOM,
HACKOJIbKO HEOXHUJAHHBIM OyJeT pelieHue — 3TO TO03BOJUT YAepkKaTh BHUMAaHUE
ciaymarened a0 KoHma. Ho Torma KOHIOBKA JEHWCTBUTENIBHO JOJDKHA —OKa3aThCA
HETPUBUAIBHOM — HMHAue CIyIIaTtelb OyneT pasoudapoBaH. 3anomuHuTe, y Bac tompko 20
CEeKyH]J| B Hayvajie JIOKJIaJa JJisg TOro, 4TOObl MpHUBJIEYb BHUMaHKE ciymiareneil. Ecimu 3a 31o
BpeMs HE TMPO3BYYUT HEUTO TOUCTUHE HHTPUTYIOIIee (WM XOTS OBl XOpolnas IIyTKa),

BEPHYTh BHUMaHUE OYJI€T OUYEHb CIIOKHO.
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12, Jlroau myyiie 3alOMUHAIOT TO, YTO YBUJEIH MOCIETHUM!

13. B cepp€3HBIX HayudHBIX TMPE3EHTAIMSAX HE CIEAyeT HCHOIb30BaTh APPEKThI
aHUMAalLMY U U3JIMILIHEE «yKpallaTelabCTBO.

14, 3apaHee MpoayMaiiTe BO3MOKHBIE TPOOJIEMBI ¢ TEXHUKOHN. 3apaHee CKOMUPYUTE Ha
paboumii cron ¢aiin c mpe3eHTalMed U IpOBEphTE, Kak OH paboTaeT, ¢ IEPBOrO J0
nocneanero ciuaiaa. O6sA3aTeabHO UMENWTE MpU ce0e KOIMUIO MPE3EHTAlMU Ha (uIdLI-KapTe.
[TpoBepbTe, HET M MPOOIEM ¢ OTOOPAKEHUEM PYyCCKUX MPUDTOB U HOpMYII.

Kpurepuu oneHky BbINOJHEHHS Npe3eHTanMu B coctase /13

Ne Kpurepmnii KoauvectBo
n/n 0aJ1J10B
1. | KonnuecTBo cinaiin He MeHee 8§ cllaid10B 2
2. | Tema paccMoTpeHa C MPUMEHEHHEM TTEPUOINICCKOM 2
JIUTEPATypPhl
3. | BoimoynHeHbI JTU3aiTH-?)PrOHOMUYECKUE TpeOOBaHMUS: 4

CO4YCTACMOCTh IBCTOB, OI'PAHHMYCHHOC KOJHNYCCTBO 00BEKTOB
Ha CHEII?II[C, OBCT TCKCTA

4, | mocnemHUM Clal Tpe3eHTAlldd — CIHCOK MCIOJIb3yEMBbIX 2
HCTOYHHUKOB, BKJIIOYast oduIHaIbHBIC OOHOBJISIEMEBIE
MHTEPHET-PECYPCHI
HUTOI'O: 10

Odopmuts cTrarbl0 1m0 HU30pPAaHHOH TeMe C NPUMEHEHHEM IONMOJHHUTEIbHOIO
Marepuajga H Cco0JJeHHeM TpPeOOBaHUIl MpeAnoJarasg ydacrue B KOH(epeHUIHH
U30paHHOro craryca (J11000ro ypoBHsi: By30BCKOI0, Me;KBY30BCKOI'0, PErMOHAJIBHOIO,
(denepasbHOr0 WM MEXKIAYHAPOAHOI0) C [JAHHOW craTtbell B ¢opMe aOoKJIaAA.
Pa3menieHne aHHO CTATbU HA HAYYHO-NONYJSIPHOM caiiTe (Ha BBLIOOP CTYy/AeHTA,

Hampumep, WWW.KOH(epEeHIINH.I'U). PeliTuHr-miiaun npeaycMarpuBaer

AOMOJIHUTENbHBIE 0A/UIBI 32 MOATOTOBKY M pPa3sMelleHHue CTATbM B MH(POPMALMOHHBIX
pecypcax.

Meroanueckiue pEeKOMEHJAMM 1O BBITOJHEHUIO CaMOCTOATENIbHOM paboThl —
0(hOpPMIICHUS CTAThH.

OdopmiieHre cTaTbM 3aBUCUT OT TPeOOBaHUM, MPEIbABIAEMbIX MyOIUKALIMOHHBIM

pecypcom (KypHaji, CalT W T.JA.), KOTOpble HE0OXoauMo coOmoaarh. I[Ipoekt cratbu
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HEOOXOJMMO COTrjacoBaTh C HAYYHBIM PYKOBOAMTENEM, KOTOPHIM B JaHHBII MOMEHT
SBIIAETCS MPETOAaBaTeNb JUCUUIUIMHBI, B paMKaX KOTOpoil (popMupyeTcs cTaThsl.

KpuTtepun onieHku opopmiieHHs CTATHH U €€ NPOJABUKEHUS B HH(OPMALMOHHBIX

pecypcax
Ne Kpurepuii ouenku KounuyecrBo
n/n 0aJ1J10B
1 | CraTes NOArOTOBJIEHA HA AKTYaJIbHYIO TEMY IO JUCLMILIAHE 10
«KagpoBoe aesonpon3BoaCcTBO»
2 | IIpy moAroToBKe CoAepkKaTEIbHON YaCTH UCIIOJIb30BAHbI 10
UCTOYHUKHU OPUIIMATIBHON HH(OPMALIUY U IEPUOTNIECKUX
HAy4YHBIX M34aHUI

CamocTtosiTenbHas padoTa mo 0ohOpMIIEHUIO CUTYaIlMOHHOM 3a/1auHu.

Cumyauusa (¢pp. — nonorcenue, 00cmano6Kka), COBOKYITHOCTb OOCTOSITEIHCTB
(BHYTpEHHHUX W BHEIIHMX), COAEp Kallasi yCJIOBHs, TPOTUBOPEUHs, B KOTOPBIX pa3BUBACTCSA
Kakas-mu0o AesATEeIbHOCTh WHJAMWBHUIA, TPYIIbI, OpraHu3aluu, TpeOyromas KOHKPETHOIO
pa3pelieHusl, HO HE HMMEIOIIAasi MTHOBEHHOIO OJIHO3HAYHOTO PEIIEHUs [JIs BBIXOAA W3
co3/aBIIerocs noyjoxenus). Takxe 3TOT MeTO1 B TuTEparype HazbiBaeTcs «Keiic-cmaouy.

Meton aHanu3a KOHKPETHBIX CHUTyalluid HacuuThiBaeT okoyio 30 moaudukarui,
OJHOW W3 KOTOpBIX sBjsieTcs Keiic-memoo (Case study). DTo TexHHKa O0OydeHUs,
MCIOJIb3YIOIIasi OMKMCAHUE PEATIbHBIX CUTYyalui (OT aHrJ. case — «ciydaid»). O0yyaromuxcs
OpOCAT MPOAHAIM3UPOBATH CHUTYallMIO, pa3o0parbcsi B CyTH MpoOJeM, MPENSIOXHUTh
BO3MOYKHBIE BApPUAHTHI PEIICHUS U BHIOpATh JTydIinii u3 HuX. Kelic-MeTo/] KOHIIEHTPUPYET B
ce0e 3HaYuTEeNbHBIE JOCTHXKEHHSI TEXHOJOTHMH «CO3JaHMe ycrexay. s Hero xapakrtepHa
aKTUBH3AIMA OOYyYalOIIUXCs, CTUMYJIMPOBAHHWE UX yCMeXa, MOAYEPKUBAHUE TOCTHKECHUMN
y4acTHUKOB. IMEHHO OINIyIIIEHHE ycliexa BBICTYNAET OJHOW W3 TJABHBIX JBUKYIIUX CHII
METOJla, CIOCOOCTBYeT (POPMHUPOBAHUIO YCTOWYMBOM TO3UTHUBHONW MOTHUBAIMU U
HapaluBaHUIO MMO3HABATEIbHON aKTUBHOCTH.

Cumyayuu oviearom:

o CMaHOapmuas (4acTo TIOBTOPSIIONIASICS CHUTyallusl MPU OJHUX U TeX IKe
00CTOSATEILCTBAX, HMEIOINIAasi OAHM U Te K€ HCTouyHMKH. (OHa MOXET HUMEeTh Kak

MOJIOKUTENIbHBIN, TaK U OTPULIATEIBHBIN XapaKTep);
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o Kpumuueckass (HETHIIMYHAs CUTyalus, paspyliaronas IepBOHAYAJIbHBIC
pacyeTsl U IUIaHbl, TpeOyromias paJuKalbHOIO BMEIIATEIbCTBA);

o 9KCmpemanvhas (YHUKalbHAs CUTyallds, HE MMEIOIIas B IMPOILUIOM aHAJIOTOB,
IPUBOJAIIAS K HETATUBHBIM U3MEHEHUSM, TI0JIEBBIE);

o CUTYallUM-OLEHKH (OMMCAaHUE KOHKPETHOrO COOBITHS M MPHUHATBIX MEp U
dbopMynupyeTcs 3aaua OLEHUTh IPUYNHBI, MEXaHU3MbI, 3HAYCHHUE U CIICACTBHE CUTYaI[UH U
IPUHATBIX MEP);

o CUTYalIMU-WIIIOCTpAaul  (Ha KOHKPETHOM IpPUMEpPE JEMOHCTPUPYIOTCS
3aKOHOMEPHOCTH WJIM MEXAaHU3Mbl COLHAJIBHBIX IPOLECCOB, MO3UTUBHAS W HETATUBHAA
NESATENIbHOCTh JINYHOCTEH U KOJUIEKTUBOB, 3((EKTUBHOCTh HUCIOJIB30BAaHUS METOJIOB U

IPUEMOB pabOThI, 3HAYEHUE KAKUX-JINOO (PAKTOPOB U yCIIOBUIA),

o KpecesbHble, 0a30BbIE U KOHKPETHBIE;

o CUTYalMU-TIPOOJIEMbI, CUTYal[UN-TPEHUHTU;

o KJIACCUYECKHE, «KHUBBIE» CUTYyallUH, pa300p KOPPECIOHACHIINU, EHCTBUE IO
aANTrOpUTMY.

HUctounuku cutTyanuii: XyJI0KECTBEHHass W MyOJIMIMCTAYECKas JIUTeparypa,
CTAaTUCTUYECKHUE JaHHbIC, HAYUYHbIE CTaThH, peajbHbIe COOBITUS MECTHOM *u3HU, HTEepHET.

Tpeboeanusa k konkpemnuoii cumyayuu (KC):

- KC nomxkHa COOTBETCTBOBAaTh COACPKAHUIO TEOPETUYECKOrO Kypca U
poecCHOHANBHBIM MOTPEOHOCTIM 00yUYaOIINXCS;

- OJKeJaTeIbHO, YTOOBl CHUTyallMsl OTpaxasja peajibHbld, a HE BBIMBIILIICHHBIN
po(eCcCUOHANIBHBIN CIOKET, B HEM JODKHO OBITh OTPAXKEHO «KAK €CTh», a HE «KaK MOXKET
OBITEY;

- clefyeT BECTH pa3padOTKy KEeHCOB Ha MECTHOM Marepuaje M «BCTPAaWBATh» UX B
TEKYIIUH yu4eOHBII MpoIiecc;

- CUTYyallusl JOJDKHA OTJIMYATHCS «JIpaMaTU3MOM» U MPOOJIEMHOCTHIO, BBIPA3UTEIBLHO
OTIPENIEIATh «CEPIIEBUHY» TMPOOJIIEMBI M COJepkaTh HEOOXOIMMOE U JIOCTATOYHOE
KOJIMYECTBO UH(POpMaIIUK;

- HY)KHO, 4TOOBI CHTYyaIlvs TTOKa3bIBaJla KaK MOJIOKHUTENIbHBIC (IyTh K YCIEeXy (hUPMBI,

OpraHu3alyn), TaK U OTPULIATENIbHbIE MPUMEPHI (IPUUUHBI HEYIA4 U TIP.);
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- KC nomxna 6bITh MO critaM 00y4daromuMces, HO B TO YK€ BPEMsI HE OUY€Hb ITPOCTOI;

- CUTyalus JOJDKHA OBITh ONMHCaHAa MHTEPECHO, MPOCTHIM U JIOXOAUYMBBHIM SI3BIKOM
(uenecooOpa3HO NPUBOANTH BHICKA3bIBAHUS, JUAJIOTH YYACTHUKOB CUTYAllUH);

- TEKCT CUTYallHOHHOT'O YIIPa)KHEHUS HE JOJDKEH COJIEPKaTh MOJICKA30K OTHOCUTEIBHO
pELIeHUs TOCTABJIEHHON MTPOOJIEMBI;

- CHUTyalMsl JOJDKHA TakKKe CONPOBOXAATbCA UETKUMU HMHCTPYKLHAMH 1O padoTe ¢
HEIO.

BMecTo moAroToBIEHHBIX TEKCTOB MOXKHO MCIIOJIb30BaTh ayAHO- WIM BHUICO3AINCH,
ra3eTHbIE CTaTbH, O(PUIMAIBHBIE JTOKYMEHTHI WM HX MOJOOPKH, PACCKa3bl, COAEpKaLIUE
ONMCAaHUS MPOU3BOACTBEHHBIX CUTYallM. YUAaCTHUKU MOTYT MPEIJIOKUTh U PaCCMOTPETh
IpUMEpPHI U3 COOCTBEHHOM NMPaKTUKH.

[Ipu 3TOM HEOOXOAUMO OUYEHBb YETKO CHOPMYIUPOBATH 3aJaHUE, YTOOBI 00yUaroIUeCs
HE MOJIATUCH JKEJIaHUIO TACCUBHO BOCIIPUHUMATh UH(DOPMALIHIO.

Ilpunyunsvr nocmpoenus KOHKpemHuupIX cumyayuii: IpodJIEMHOCTb, MOJIETUPOBAHUE
npoEeCCUOHANIBHBIX ~ CUTyallud W MX  pElIeHHW#, KOJUIEKTMBHO-WHJMBHyalbHAs
NEeSATEIbHOCTD, JUAJIOTUYHOCTh OOLICHHUS.

AHanu3 KOHKpemHoOu cumyayuu — JEATEIbHOE HCCIEJOBAaHUE PEATbHON WU
UCKYCCTBEHHO CKOHCTPYHMPOBAaHHOM CHUTyallMM JJisi BBISIBICHUS NpoOJeM M NPUYMH,
BBI3BABIIUX €€ JJI1 ONTUMAJbHOTO W OINEPATUBHOTO pa3pelieHus. ITOT METOJ MOXKET
UCIIOJIb30BAaThCA KaK B MPOLECCE YTEHUS JEKUH (BO3MOXXHBI TPU YPOBHs), TaK M Kak
CaMOCTOSITENIbHOE MPAKTUYECKOE 3aHATHE (KJIACCHYECKUIl BapuaHT, CBOOOJHBIM BapHaHT,
CMELIaHHBIN BapHaHT).

Ileny memooa ananuza KoHKpemHou cumyayuu memooa — HAYYUTh CTYACHTOB
aHaAJIM3UPOBaTh UH(POPMAIUIO, BBISBIAThH KIIOUEBbIE IPOOJIEMBbI, BBIOUPATh aJIbTEPHATUBHBIC
NyTH pEIIeHUs, OLEHWBATh WX, HAXOAWTh ONTHMAIBHBIM BapuaHT W (QOPMYIUPOBATH
MIPOrPaMMBbI JIEVCTBHM.

Cmaouu cozoanus Keiica:

- OIIpeieNIeHre TOro pasjesia Kypca, KOTOpOMYy IOCBSIIIEHA CUTYallUs;

- (hopmynupoBaHue 1enei u 3aaa4;

- onpezieNieHre TpooIeMHOM cutyanuu, GopMyIHMpOBKa MPOOIJIEMBI;
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- IOUCK HEOOXOAMMOM HH(POPMAIINH;

- CO3/JIJaHHE U ONMCAHUE CUTYAIWH.

1. AHaJIM3 CUTyalluu

Kaxnaplii U3 y4acTHHUKOB WJIM TPYIINa MPEACTABISIOT CBOM BapUaHT PEIICHUS B BHUJIEC
YCTHOTO JIOKJIaJia (perjiaMeHT yCTaHABIUBAETCS ).

2. JTan npe3eHTanum.

YMeHne mnyOnMYHO TPEACTaBUTh HMHTEIUICKTYIbHBIH TMPOAYKT, XOPOIIO €ro
POPEKIAMUPOBATh, MOKA3aTh €ro JIOCTOMHCTBA U BO3MOXHBIE HarnpaBiieHUs 3((HEKTUBHOTO
WCIIOJIb30BaHUs, a TAKXKE BBICTOATH IOJ] MIKBAJIOM KPUTUKU MPEACTABISAECTCS OYEHb IIEHHBIM
MHTETPAIBHBIM KQYECTBOM COBPEMEHHOTO CIICIUAIIACTA.

3. JTan 001eil JUCKYCCHH.

Kak mpaBuino, Bo BceX TUCKYCCHSX MPHU OOCYKJICHUM CUTYAlIMOHHBIX YIPaXHEHUM
bOopMyIUPYIOTCS YE€ThIPE OCHOBHBIX BOIIPOCA:

- [louemy cuTyanus BBITJISLAUT KaK aujieMma’?

- KTo npunuman pemenus’?

- Kakue BapuaHThI pelieHus: OH UMeJ BBUAY?

- Uto emy Hao ObLIO caenaTh?

4, JTan noaBeeHUs UTOrOB.

[IpenonaBarens IOMKEH «PACKPBITh KapTh». s KEMCOB, HAIMCAHHBIX HA IPUMEPE
pealbHbIX KOHKPETHBIX CUTYaIlUi, 3TO UH(GOpPMAIIUS O TOM, KaK ObLIU pelieHbl MPOOIEMBI,
KOTOpBIE OOCYXKIAIUCh CIyIIATeIsIMH, B peadbHON >XM3HU. 119 «KaOWHETHBIX» KeHCOB
BXXHO 000CHOBATh BepcHIo MnpernoAaBaresisa. CieayeT aklleHTUPOBAaTh BHUMaHUE Ha TOM, YTO
KEIC MOXET UMETh U Jpyrue pemieHus: «Ku3Hp 6oraue JIro00i Teopumn», a 3aTeM BBIICIUTD
JY4IlA€ PEIICHHS] W PACCTaBUTh aKIEHThl MOOIIPUTEIBHOrO XapakTepa (peuTHUHT
yCHEBAEMOCTH, PU3bI, 3apyOEIKHBIE CTAKUPOBKH).

B merozne «kelic-ctann» MOKET ObITh MCHOJIB30BaH MO3TOBOH IITYpM, KOTJa rpymnmna

3alljla B TYIIMK U 3aTPYAHACTCS IIPUHATH PCIICHHAC.
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Kputepun onenku CHUTyallHOHHBIX 32124

banabl Kpurepun oueHku 1/ 3aHeCeHUs1 B PEHTHHT
peiTUHIOBOI

OlIeHKH

100-85 6amioB | Pe3ynbrat, cogepxamuii Hanbosee MOTHBINA MPABUIIBHBIN OTBET, TOJTHOCTHIO
(MakCHUMaJIbHBIM | COOTBETCTBYIOLIUI MPOMUCAHHBIM TPEOOBAHUAM IOJIy4aeT MaKCUMAJIbHOE
Oa, KOJIMYEeCTBO 0aiyioB. XapakTepUCTHKA OTBETA — B JIOTHUECKOM PACCYKICHUU

3as1BJICHHBIN B
PEUTHHI-TUIaHE
10 JAHHOMY

U pelIeHMH HeT OWMOOK, 3a7aya pelleHa palUOHAIBHBIM CIOCOOOM.
[Tonmy4en npaBUIBHBIN OTBET. SICHO ONMHKCaH CIIOCO0 PELICHHUS.

BUY paboT)

85-76 — 6amnoB | Pesynbrar, comepkamuii HETOJHBIM TPaBUIBHBIA OTBET WIIM OTBET,
(amke Ha 1 COJIepKalllMii  HE3HAYWTEJbHbIC HETOYHOCTH, T.C. OTBET, WMCIOIIHIA
Oamn HE3HAYUTENIbHBIC OTCTYIUICHHUS OT TPEOOBAaHUI KpHUTEpHs. XapaKTePUCTUKA
MaKCHMaJIbHOTO | OTBETa — B JIOTHYECKOM PACCYKICHUHM U PEIICHUH HET OMIMOOK, HO 3a7ada
Oaia, pellieHa HEONTUMAJIBHBIM CHOCOOOM WJIM JIONYIIEHO He OoJyiee JBYX

3asIBJICHHOTO B
pPEUTHHT-TIIAHE
10 TAHHOMY

HE3HAYMUTENbHBIX OmKOOK. B paboTe mnpuCyTCTBYIOT apupmMeTuueckas
omuOKa, MeXaHHuYecKas OIIMOKa WU ONUCKAa TMpU [EePEHUChIBAHUU
BBIKJIQJIOK WJTU OTBETA, HE MCKA3UBIINE SKOHOMUYECKOE COJIepKaHUE OTBETA.

BHUJy pa0oT) SIcHo omucaH crocol pemeHus.

75-61 — Gamn Pesynbrar, conepkamuii npaBWIbHBINA, HO (parMeHTapHbIH OTBET WM
(HmKe Ha 2 OTBET, COJCp)KAIMil 3HAYMTENbHBIE HETOYHOCTH, T.C. OTBET, HMMEIOIINN
Oamna 3HAYUTENIbHBIE OTCTYIUICEHUS OT TpPEOOBaHWA KpUTEpHUs. XapaKTEpPHCTHUKA
MaKCHMAJIbHOTO | OTBETa — B JIOTHYECKOM pacCyXIEHHHM €CTh pallOHaJbHbIC 3€pHAa, HO B
Oanna, [EJIOM HCHOJB3YIOTCS HEIOKa3aHHBIE YTBEP)KICHHs, YHCIOBOM OTBET

3asIBJICHHOTO B
PEUTHHI-TUIaHE
110 JaHHOMY

IIOJIy4YEH CO 3HAUUTEIBHBIM OTKJIIOHEHUEM, HE MO3BOJIAIOLIUM MCIIOJIb30BaTh
9TOT pe3yNbTaT IS IPUHATHS PELICHUM.

BUJIy paboT)

60-50 6amtoB PesynbTar, comepkaliuii HEMpaBUIBHBIH OTBET (OTBET HE MO CYIIECTBY
(amxe Ha 3 BOIIPOCA WJIM OTCYTCTBHE OTBETA, T.€. OTBET, HE COOTBETCTBYIOIIHIA
Oana HOJHOCTBIO  TPEOOBAHUSIM. XapaKTEPUCTUKA OTBETa — OTCYTCTBYET
MaKCUMaJIbHOTO | OKOHYATEIbHBIM YHMCIEHHBIH OTBET (€CIM OH MPEIyCMOTPEH B 3ajade),
Oaa, OpaBUIBHBI OTBET YrajaH, a BBICTPOCHHOE IO HEro peIleHHe —

3as1BJIEHHOTO B
pPEUTUHI-ILIaHE
110 TAHHOMY
BHUy pa0boT)

0€30CHOBATEINILHO, PEIICHUE HEBEPHOE.
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[Tpunoxenue 2

MUHUCTEPCTBO OBPA3OBAHUSA M HAYKU POCCUMCKOM ®EJEPALIMNA

denepanbHOE TOCYIaPCTBEHHOE aBTOHOMHOE 00pa30BaTEbHOE
yupexIeHHe BhICIIEr0 00pa3oBaHusl

«/{aabHeBOCTOYHBIN (eepabHbIN YHUBEPCUTET»
(ABDY)

HIKOJIA 9KOHOMUKHA U MEHE/UKMEHTA

®OH/ ONEHOYHbLIX CPEJACTB

no aucuuiuinie «Kaaposoe 1e10npon3BoaCTBO»
Hanpasiaenue 38.03.03 YnpasiieHue nepcoHaaioM
®opMa NMOATOTOBKU: OYHAS

BaaguBocTok
2016
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IHacnopr ¢oHAA2 OLEHOYHBIX CPEACTB M0 AMCHUILIMHE

«Kaaposoe 1e101Ipou3BOACTBOY

Kox u ¢popmysmpoBka
KOMIIeTEeHIIUH

dranbl GOPMUPOBAHUS KOMIIETEHIIUN

I1K-12 3HaHuEM OCHOB
pa3pabOTKH ¥ BHEIPECHUS

OCHOBBI pa3pabOTKH U BHEAPCHUS KaJPOBOU yIPABICHUECKOM
JOKYMEHTAIUH, ONTUMHU3ALMIO TOKYMEHTOO00POTa U CXEM

KaJIpOBOH 1 3Haer | QYHKIIMOHAIBHBIX B3aUMOCBS3EH MEX Ty TOPa3ACICHUSIMH,
yIIpaBICHYECKON OCHOBBI pa3pabOTKH U BHEAPCHUS MIPOIIEYP PETYINPOBAHUS
JOKYMEHTAIUH, TPYJOBBIX OTHOIIECHUH U COMPOBOXKIAIOMICH TOKYMEHTAIIUN
OHTUMHU3alH pa3paboTarh ¥ BHEAPUTH OCHOBBI KAJIPOBOI YIIPABIECHYECKOM
JIOKYMEHTO000POTa M CXeM JOKYMEHTALUH, ONTUMHU3UPOBATH JOKYMEHTOOOOPOT U CXEMBI
(pyHKIMOHATBHBIX Vmeer | GyHKIIMOHAIBHBIX B3aUMOCBSI3EH MEX/TY MOAPA3ICICHUSMH,
B3aNMOCBA3CH MCXKIY OCHOBBI pa3pabOTKH U BHEAPEHMS IIPOLEAYP PETYIUPOBAHUS
IT0Apa3ACICHUAMH, OCHOB TPYIOBBIX OTHOIIECHHH ¥ COITPOBOXKIAIOIICH TOKYMEHTAIIUH
pa3paboOTKH U BHEAPCHUS -

OCHOBaMH Pa3pabOTKH M BHEIPECHUS KaJIPOBOI
MPOIEIYp PEryIUPOBaHUS 9 .

o YIIPaBJICHYECKOH JIOKyMEHTAIIUU, ONTHMHU3AIUEH
TPYJIOBBIX OTHOIIECHUH H .
. JIOKYMEHTO000pOTa U cXeM (DYHKIIMOHAIBHBIX B3aUMOCBSI3EH

COIIPOBOKIAOIICH Brnaneer

MEXTy TIOJIpa3IeICHUSIMHI, OCHOBAMH Pa3pabOTKH U
JOKYMEHTAIU! .

BHEJIPCHUS MIPOLIEAYP PETYIIHMPOBAHUS TPYIOBBIX OTHOIICHHUN

Y CONPOBOXK/IAIOICH JOKYMECHTAIHH

KaJIpOBOE JICJIONPOM3BOJICTBO U ApXUBHOE XPaHCHHE

KaJI[POBBIX TOKyMEHTOB B COOTBETCTBHH C JCHCTBYIONTUMHU
1IK-13 ymennem Bectu HOPMAaTHBHO-TIPABOBBIMU aKTaMH, OCHOBBI KaJIpOBOM
KazlpoBoe 3naet CTaTHUCTUKH, HABBIKM COCTABJICHUS KaJIpOBOM OTYETHOCTH, a
ACTIOIIPOU3BONCTBO U TaK)Ke HaBBIKM O3HAKOMJICHUS COTPYAHUKOB OPraHU3al1uu C
OpPraHn30BbIBATH APXHUBHOC KaJpOBOM IOKYMEHTAUHUEN U AEHCTBYIOIIMMH JIOKAIbHBIMU
XpaHCHUC KaJpPOBbIX HOPMATUBHBIMH aKTaMHU, KaK 00€CIIeYUTh 3aIIUTY
AOKYMCHTOB B COOTBCTCTBHU MEPCOHAIBHBIX JJAaHHBIX COTPYIHUKOB
C JCUCTBYIOLIUMHU

BECTH KaJpOBOE JEIOMPOU3BOJCTBO U OPTraHU30BHIBATH
HOPMAaTUBHO-TIPAaBOBBIMU

aApXHWBHOE XPAaHCHHE KaJIPOBBIX JOKYMEHTOB B COOTBETCTBHH C
aKTaMu, 3HaHHEM OCHOB .

o JEHCTBYIOIIMMU HOPMATHUBHO-TIPABOBBIMU aKTaMH,

KaJIPOBOM CTaTUCTUKH, 9

MI0JIE30BAThCS OCHOBAMH KaJIPOBOM CTATUCTUKU, COCTABIIATH
BJIaJICHUEM HaBBIKAMU Ymeer

. KaJIpOBYIO OTYETHOCTbH, & TAK)KE 03HAKOMUTH COTPYIHUKOB

COCTABJICHHA Ka/IPOBOH OpraHu3ally C KagApOBOI JOKYMEHTAIUEN U TEUCTBYIOIINMH
OTYETHOCTH, a TAK¥KE p P M yro

JIOKAJIbHBIMU HOPMATUBHBIMU aKTaMH, 00€CTICYUTh 3aIIUTY
HaBBIKAMHU O3HAKOMJICHUS

MEPCOHATBHBIX JTaHHBIX COTPYIHUKOB
COTPYJIHUKOB OpPTaHU3AINH
¢ KaZpOBOil JOKYMEHTALHEl YMEHHEM BECTH KaJIPOBOE JICTIONPOU3BOICTBO U
W IeHCTBYOLIMHY OpPraHU30BBIBATH APXMBHOE XPAHEHUE KaPOBBIX JOKYMEHTOB
TIOKAIEHEIMI B COOTBETCTBUHU C JICHCTBYIOIUMH HOPMATHUBHO-TIPABOBBIMHU
HOPMATHBHBIMU aKTaMHU aKTaMU, 3HAaHUSIMU OCHOB KaJIpOBOM CTATHUCTUKH, HABBIKAMHU

b

yMeHHe 00ecrednTb 3amury | DJ1AJACeT | COCTABICHHs KaJIPOBOl OTICTHOCTH, A TAKIKE HABBIKAMH

[IEPCOHANIBHBIX TaHHBIX
COTPY/HUKOB

O03HAKOMJICHHS] COTPYJHHUKOB OpraHU3aluu ¢ KaJpOBOM
JIOKYMEHTAUEN U ICHCTBYIOIMMU JTOKATbHBIMHU
HOPMAaTUBHBIMH aKTaMH, YMEHHUEM 00ECIEYUTh 3aIUTy
MEPCOHAIIbHBIX JAHHBIX COTPYIHUKOB
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Ne Kontpo Koab! 1 3Tanbl OueHo4YHbIE CPeCTBA
n/n | JupyeMsble ®opmupoBaHuS Texkymmit IIpomexyTou
pasnaennbl/ KOMIIeTeHIUi KOHTPOJIb Has
TeMbI arrecraums
1. | Pazmen 1 [IK-12 | 3naeT ocHOBBI pa3paObOTKH ¥ BHEIPCHHS [IpakTnueckas | Bompocel Kk
KaJIpOBOH YIIPABJIICHYECKOUN TOKyMEHTaluu, | paboTa; sK3aMeny 3, 4
ONTUMU3AIMIO JOKYMEHTO000pOTa U CXEM Tect I1P-1
(YHKITMOHATBHBIX B3aUMOCBSI3EH MEXTY
MO/Ipa3IeIeHUs MU, OCHOBBI pa3paboTKu U
BHEJIPEHUS MPOLIEAYDP PEryIupoBaHus
TPYZIOBBIX OTHOIIEHHUI 1 COITPOBOKIAOILIEH
JIOKYMEHTAIUU
2. | Paznen 2 YmMeer pa3paboTaTh W BHEIPUTH OCHOBBI Tect I1P-1 Bonpocel  k
KaJpOBOH YIIPaBIECHYECKON JOKYMEHTALIUH, JK3aMeHy 5,
ONTUMU3HUPOBATH JOKYMEHTOOOOPOT U 6, 29
CXeMbI (YHKIIMOHATHHBIX B3aUMOCBSI3EH
MEXy MOAPA3AECICHUSIMU, OCHOBBI
pa3pabOTKU U BHEIPEHUS MPOLIEAYD
peryaupoBaHus TPYAOBBIX OTHOLLIEHUN U
CONPOBOXKAAIONIEH JOKYMEHTAMU
3. | Pazmen 3 Bnaneer ocHoBamu pa3pabotku u BHeapenus | Tect ITP-1 Bompocer  k
KaJpOBOH YIIPaBIEHYECKON JOKYMEHTALUH, JK3aMeHy 7,
ONTUMHU3ALMEN JOKYMEHTO00O0POTa U CXEM 8,9, 28
(YHKITMOHATBHBIX B3aUMOCBSI3EH MEXKTY
MO/Ipa3IeICHUs MU, OCHOBAaMH pa3pabOTKU U
BHEJIPEHUS MPOLICAYP PEryITupOBaHUS
TPYZOBBIX OTHOIIEHHUI M COITPOBOKIAOILIEH
JIOKYMEHTAIUU
4. | Paznmen 4 [1IK-13 | 3naeT kaApOBOE AEIOMPOU3BOJCTBO U [Ipaktnueckas | Bompocsl  k
apXMBHOE XPAHEHUE KaJPOBBIX JOKYMEHTOB | paboTa; sk3ameny 10,
B COOTBETCTBUU C AEHCTBYIOLIUMU Tect I1P-1; 11, 12, 13
HOPMAaTUBHO-IIPAaBOBBIMU aKTaMH, OCHOBBI Tecr [1P-1
KaJIpOBOI CTaTHUCTUKHU, HABBIKA COCTaBJICHUS
KaJIpOBOM OTYETHOCTH, a TAK)KE HaBBIKU
03HAaKOMJICHHUSI COTPYJHUKOB OPraHU3alIUHU C
KaJpOBOM TOKYMEHTALUEN U
JNEHUCTBYIOIMMH JIOKATbHBIMHU
HOPMaTHUBHBIMHU aKTaMH, KaK 00€CIIeUnTh
3aIUTY IEPCOHATBHBIX JaHHBIX
COTPY/JHUKOB
5. Pazgen 5 YMeeT BecTH KaIpoBoe Aenonpon3BoactBo U | [Ipaktnueckas | Borpocel  k
OpPraHU30BbIBaTh APXMBHOE XPAaHECHHE pabora; sK3aMeHy 14,
KaJIpOBBIX JOKYMEHTOB B COOTBETCTBHHU C [Ipaktuueckas | 15, 16, 17
JEHCTBYIONUMH HOPMATHBHO-TIPABOBBIMU pabora;
aKTaMH, M0JIb30BATHCSI OCHOBaMHU KaipoBoil | [IpakTuueckas
CTaTUCTUKH, COCTABJISATH KaJIPOBYIO pabora;
OTUYETHOCTb, & TAKKE O3HAKOMHUTH [IpakTuueckas
COTPY/JHUKOB OpTraHU3aIH C KaJpOBOM paborta;
JOKYMEHTAlMEW U IEUCTBYIOIINMU Tect I1P-1;
JIOKaJTbHBIMU HOPMAaTUBHBIMU aKTaMH, [IpakTrueckas
00eCneunTh 3alUTy IEPCOHANBHBIX JaHHBIX | paboTa;
COTPY/HUKOB [TpakTrueckas
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pabora

6. | Pazmen 6 Biageer ymeHuem BeCcTH KaapoBOe IIpaktnueckas | Bompocsl K
JIEJIONPOU3BOJICTBO U OPTaHU30BbIBATH pabora; sK3aMeny 18,
apXMBHOE XpaHEHUE KaJpoBbIX AokymeHToB | Tect [1P-1 19, 20, 21
B COOTBETCTBUU C JICHCTBYIOIUMU
HOPMATUBHO-TIPABOBBIMU aKTaMH, 3HAHUSIMU
OCHOB KaJpOBOI CTaTUCTHKHU, HABBIKAMHU
COCTaBJICHHUS] KaJpOBOW OTUETHOCTH, a
TaK)k€ HaBbIKaMH O3HAKOMJICHHS
COTPY/HUKOB OpTraHU3aIU C KaJpOBOU
JOKYMEHTAaIMEH U IeHUCTBYIOINMU
JIOKQJIbHBIMU HOPMATUBHBIMU aKTaMH,
YMEHHEM 00€CTeYnTh 3aIIUTy
MIEPCOHANTBHBIX TAaHHBIX COTPYJIHHUKOB

7. | Pazmen 7 IIK-19 | 3naer ocHOBBl pa3paboTku u BHenpenus | [Ipaktuyeckas | Bompocer &
npopeccuOHaNbHBIX, B TOM  4ucie | pabora; 9K3aMeHy 2,
KOPIOpAaTHBHBIX CTaHAApTOB B obOnactu | CuryanuonHas | 22, 23, 27
yIpaBJeHUs! NEPCOHAIOM 3a/1a4a

8. | Pazmen 8 Ymeer COCTaBJIATH OIIMCAHUSA u | [Ipaktuueckas | Bompockl  k
pactpenenats GyHKIUU U (YHKIIMOHAIBHBIC | paboTa; sK3aMeny 24,
00s3aHHOCTH  COTPYOHUKOB, a  Takxke | [Ipaktuueckas | 25, 26, 30
GyHKIMM TOApa3JesieHHii pa3Horo ypoBHs | paborta
(xapThI KOMIIETEHIIHH, JOJKHOCTHBIE
WHCTPYKIIUH, TIOJIOKEHUS 0
MO/Ipa3/IeJICHUSIX )

9. | Pazmen 9 Brnaneer 3HaHueM OCHOB pa3pabOTKU U [Ipaktnueckas | Borpocsl K
BHEJPEHUS MPo(ecCHOHABHBIX, B TOM paborta; sK3ameny |1,
YHUCJIe KOPIIOPATUBHBIX CTAHAPTOB B Tect I1P-1 2,31, 32

00J1acTH ympaBlIeHHS TIEPCOHATIOM, YMEHHEM
COCTABIISITH OMUCAHUS U PACIIPEeNIeNATh
¢GyHKIMU ¥ QYHKIIMOHAJIbHBIE 0053aHHOCTH
COTPY/IHUKOB, a TaKXe (QyHKIIHA
MOJIpa3/ieNieHuil pa3HOro YpOBHS (KapThl
KOMIIETEHIINH, JOJDKHOCTHBIE HHCTPYKITHH,
MIOJIOKEHMS O MOJIPA3/ICIEHUSIX)

KOHTPOJIBHO-UBMEPUTEJIBHBIE MATEPHUAJIbI

Mo JOCTHKCHHUIO LICJIN:

1. BOITPOCHI K 9K3AMEHY

0CBOCHHMEC KypcCa TMCIUIIINHDBI «Kaz[pop.oe ACJIOIIPOMU3BOIACTBO»

Crangaptuzanus. 'OCT P MCO 15489-1-2007; TOCT P 6.30-2003. YCA.OPA. T'OCT P

54471-2011/1SO/TR 15801:2009. CucteMa 3JIEKTPOHHOTO JOKyMeHTOoOOpoTa. HaBuratop
no 'OCTawm. I'CHOY.

Knaccuduxaropsl. [lonsarue, cyninocts u npumeHenue. OKY JI; OKIIO; OKTMO.
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3. Ionstue noxkymenta. Knaccudukamnus nokymeHToB. CUCTEMBI TOKyMEHTAMU. PeKBU3UTHI
JOKYMEHTa U ux odopmieHue (MOJHbIN cocTaB). YHuduuupoBanubie GOpMbI TOKYMEHTOB.
bnank noxkymenra. ['epboBbie OJaHKH.

4. Peructpauus u XxpaHeHue JokymeHToB. HoMeHknarypa nein.

5. llonsatue opurunana noxkymeHta. Buael komwmii. JlyOnumkar. PexkBuzutr — «OtmeTka o
3aBEPEHUH KOTIUI».

6. Komrmuiekc kaapoBoii qokyMeHTaIu. JJokyMeHTHpOBaHNE pabOTHI C IEPCOHATIOM.

7. Knaccudukanuss ITOKYMEHTOB TIO JUYHOMY cocTaBy. CucTema JIOKYMEHTOB JIMYHOIO
xapakrtepa. Pestome. ABroOuorpadus. Xapakrepuctuka. Pekomenganus. [Ipeacrasnenue.

8. IlepconanbHble JaHHBIE pPaOOTHHKA. 3aKOH O COXpPAaHEHHH MEPCOHAIBHBIX NaHHBIX. OOIme
MOJIOKEHUSI O TMEPCOHANbHBIX JaHHBIX paboTHUKA. PaboTa ¢ mepcoHaIbHBIMU JaHHBIMH.
CocraBnenue [1onoxeHus: 0 IEpCOHAIBHBIX TaHHBIX PAOOTHHKA.

9. OpraHu3alMOHHO-NIPABOBBIE JTOKyMEHTHl. CHCTeMa OpraHU3allMOHHO-PACHOPSAUTEIbHON
nokymenTaiuu (OPI). [Ipuka3. Pacnopsbxkenue. Ykazanue.

10.ITmanoBbie U oTueTHbIe HOKyMeHTHI. [Iman. Otuer. [Iporpamma. CripaBoyHO-aHATUTHYECKHE
nokyMeHThl. [loknannas. OopacHuTenbHasd. Ciy:xeOHble nucbMa. Peknamanus. [lperensus.
[upkysp.

11. loxymeHTHpOBaHHAs Tpolleypa MpueMa Ha padoTy. JOKyMEHTHI, MpEeabsABIsSEMbIE TPH
3aKJIOYEHUU TPYAOBOIO JOTOBOPA.

12.TTocTaHOBKA Ha BOWHCKHH YUIET

13.TpynoBoit morosop. Ilousitue. CtopoHbl TpymoBoro goroBopa. O0si3aTenbHbIE YCIOBHS
TpyaoBoro aorosopa. OdopmiieHrne Tpy10BOTO JO0rOBOPA.

14.TIpuxa3 o npueme Ha padoty. DopMbl U opopmIICHHE.

15.BHecenue 3anucu B TPYJOBYIO KHUKKY

16.JIuunas kaprouka paboTHuka. lloHaTne «IMuHas kapTouka». dopMa JIWYHOW KapTOUKH.
[Topsimok 3amosiHeHUs JTUYHOW KapTouku. JImuHoe meno padotnuka. @opma JlndHoro nena.
(®opmbl o OKVY IT). [Topsimok BeaeHUs: TUYHON KapTOUKU U IUYHOTO Jea.
17.JlokyMeHTHpOBaHUE TIEpeBOIa pabOTHUKA HA IPYTyI0 paboTy
18./loxkymeHTupoBaHue JABMKEHUA KaapoB. OdQopmiieHne BHYTPEHHHX IE€PEBOJIOB.

Odopmienue TOMOTHUTEIBLHON pabOThI
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19. Otnyck. Buasl ormyckoB. Exeroanbie OCHOBHBIE oOIlaunBaemble OTmycka. ['padux
ornmyckoB. ®opma rpaduka ormyckoB. HroaHcel odopmiieHuss oTmycka B Mecsle C
Mpa3IHUYHBIMH JTHSIMHU.

20. 3amMeHa €Kero/IHOr0 OIUIAYMBAEMOr0 OTITYCKa AEHEKHONW KOMIIEHCALUEH

21. Otnyck 6e3 coxpaHeHus 3apab0THOM TIaThl

22. YuyeOHbIe OTITycKa

23. Otmycka, ortayuBaeMbIe 3a CYET CPeaCTB (DOHA COMMATIBHOTO CTpaxoBaHus. OTITyCK 10
POXJIEHUIO peOeHKa.

24. JIOKyMEHTHPOBaHUE MOOIIPEHUH, TUCIUIUIMHAPHBIX B3bICKAHUI U OTCTPAaHEHUS OT
paboThI

25. JloiKHOCTHBIE MHCTPYKIMU paOboTHUKOB. [1opsiiok opopmiieHrs JOTKHOCTHBIX
MHCTpYKIM. CPOKHU U JEHUCTBHE.

26. Yuet pabouero BpeMenu. Tabenpb ydera padouero Bpemenu. @opmel mo OKY /1.

27. Ilopsiiok paboTHI C TIOKATLHBIMU HOPMAaTUBHBIMU aKTaMH. Y TBEPKJEHUE U BBEJICHUE B
JENUCTBUE JIOKAIbHBIX HOPMATUBHBIX AKTOB

28. IIpaBuna BHyTpeHHETO pacnopsaka. JlokanbHble akThl CTPYKTYpHI. [IpaBuna
opopMIIEHUS U ACICTBUE.

29. OdopmileHHE CTPaXOBOr0 CBUIETEIBLCTBA TOCYAaPCTBEHHOTO IICHCHOHHOTO
CTpaxOBaHHS.

30. 3HaueHue Tpo(CcOrO3HON OpraHu3aluu B JeATEILHOCTH CTPYKTYphI. FIcTOpust pa3BuTHs
npo¢coro3Horo ABmxkeHus B Poccun. Yuer MueHus npodcoroza. OTpacieBble CorameHusl.
Otpacneas cnenuduka.

31. Tpynosoii koaekc P®. Omnara Tpyaa. I'ocy1apcTBEHHbIE TApAHTUH B OIIATE TPYAA.
MPOT. ITpuMeHeHrEe 3aKOHOIATENIbCTBA, PETYIUPYIOLIETO TPYAOBbIE OTHOLIECHUS.

32. IIpodeccuonanbubie cTanaapThl. [Ipolieaypa BBeeHUS B IEUCTBYE U IPUMEHEHUE B

po(hecCHOHATBHOM JESTENBHOCTH CTPYKTYPHI.
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KpnTepnn OLCHKH CTyJI€¢HTA HA IK3aMCHE 110 JUCHUILJINHE

«KaapoBoe 1e101pon3B0OICTBO»

(MpOMeKyTOYHAS ATTeCTANA — IK3aMeH)

Bbanasl
(perTHHTOB
O OLICHKN)

Ouenka
3ayera/
IK3aMeHa
(cranmapTHas)

TpebdoBanus K chopMUPOBAHHBIM KOMIIETEHIIUAM

86-100

«ONMJIUYHO»

O1eHKa «OTJIMYHO» BBICTABJISIETCS CTYICHTY, €CIIH OH IIyOOKO U
IPOYHO YCBOMJI IPOrPaMMHBIN MaTepuall, UCUEPIBbIBAIOLIE,
II0CJIEZI0BATENBHO, YETKO U JIOTUYECKU CTPOMHO €ro u3jaraert,
YMEET TECHO YBS3bIBATh TEOPHUIO C MPAKTHUKON, CBOOOIHO
CIIPABJIETCS C 33]a4aMu, BOIIPOCAMHU U APYTUMH BUAAMU
IPUMEHEHUs 3HaHUH, IpUYeM He 3aTPYyAHSETCS C OTBETOM IIpU
BUJOM3MEHEHUH 3a/laHUM, UCIIOJIb3YET B OTBETE MaTEpUal
MOHOTrpadUUecKOl JIUTEpaTypbl, IPABUILHO 00OCHOBBIBAET
IIPUHSTOE PEUICHHE, BIaIeeT Pa3HOCTOPOHHUMH HaBbIKaMU U
IIpYeMaMHM BbINOJIHEHUS IPAKTHUECKUX 3ajiau.

76-85

«xopouto»

Onenka «XOPpOIIO» BBICTABJIACTCA CTYACHTY, €CJIN OH TBEPAO
3HACT MaTcpuall, rpaMOTHO U IO CYHIICCTBY U3JIaract €ro, He
JA0ITYCKas CYHICCTBCHHBIX HETOYHOCTEH B OTBETE Ha BOIIPOC,
MMpaBUJIbHO NPUMCHACT TCOPECTHUYCCKUC IMOJIOKCHUSA IIPU PCIICHUN
MMPAaKTUYCCKUX BOIIPOCOB U 3aaa4, BJIaJACCT HCO6XOI[I/IMLIMI/I
HaBbIKaMM U IMTPUEMaMH UX BBIITOJIHCHHA.

75-61

«y0081emeop
UMENbHO»

OLieHKa «yAOBIIETBOPUTEIBHOY» BBICTABISAETCA CTYACHTY, €CIIH OH
MMEET 3HaHUS TOJBKO OCHOBHOI'O MaTepHalla, HO HE YCBOUI €T0
JIeTalIel, TONyCKAET HETOYHOCTH, HEAOCTATOYHO IIPABUIIbHbIE
(GbOpMYITUPOBKH, HAPYLIEHUS JTIOTUYECKON MTOCIIEI0BATEILHOCTH B
M3JI05KEHUHU TPOTPAMMHOI0 MaTepUalia, UCIIBITHIBAECT 3aTPYAHEHHUS
MIPY OTBETAaX Ha JIOMOJHUTEIbHBIE BOPOCHI.

menee 61

«Hey00e81ems
OpUMenbHO»

OneHka «HEyI0BIETBOPUTEIBHO» BBICTABIIAETCS CTYAEHTY,
KOTOPBIN HE 3HAET 3HAYUTEIBHON YaCTH MTPOTPAMMHOTO
MaTepHana, JoMycKaeT CyIleCTBEHHbIE OINOKHU, HEYBEPEHHO, C
OOJBIIMMHU 3aTPYAHEHHUSIMU BBITIOJIHAET IPAKTHUUECKHE PAOOTHI.
Kak npaBuio, olleHKa «HEYAOBIETBOPUTEIBHO» CTABUTCS
CTyJ€HTaM, KOTOpPbIE HE MOTYT MPOJOJIKUTH 00yUueHue 6e3
JIOTIOJTHUTEIIBHBIX 3aHATHH 110 COOTBETCTBYIOUIEH TUCIUIUIMHE.

OueHovHbIe cpeacTBa s TeKylel arrectauum (Tunosbie OC 1o Texkyen

TurnoBble OLICHOUHBIE CPEICTBA MO TEKylled arTectanuu no aucuuruinHe «Kaaposoe

JIEIONIPOU3BOICTBO» pa3MEIIEHbl B pasiene pabodeil ydeOHON MporpaMMbl AWCITUTUTMHBI

aTTeCTAllUM 1 KPUTCPUHA OLICHKH 110 KAKIOMY BUY aTTECTAllHH

no qucuumiuHe «Kaaposoe 1es10npou3BoacTBo»)

«Y4eOHO-MeToANuEecKOe 00eCieueHne CaMOCTOSITENIbHOM PaboThl 00yUaIOIIUXCSI .
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Kpurepuu ouenku TecToBbIX 3a1aHuid

[IponeHT mpaBUIbHBIX OueHka pe3yabpTaTa OTBETa

OTBCTOB

100-85

«OTJIMYHO» - MAaKCUMAJIbHBIN OaJll, 3asiBJICHHBIA B PEUTHHT -
IUIAHE 10 JAHHOMY BUAY paloT

86-76 «xopomo» - Ha 1 Oaml HWKE MaKCHUMaJbHOTO Oaia,
3asBJICHHOTO B PEHTHHT-TUTAHE IO JAHHOMY BHJIY padoT
75-51 «YIOBJIETBOPUTEIBLHO» - Ha 2 Oajla HUKE MaKCUMaJbHO

Oamta, 3asBICHHOTO B PEUTHHT-IUIAHE IO JAHHOMY BHUIY
paboT

Kpurepuu ouenku Ilpakruyeckoii padorsl

Bansbl peiiTHHroBOM Onenka Kpurepuu oueHku
OLICHKH
MakcuManbHBIH  OallI, | «OTIWYIHOY PaGora COACPKUT MOJIHOE,
3asBJICHHBIA B PEWUTHHI- COOTBETCTBYIOILIEE MIPAaBUJIBHOMY

TUTaHE TI0 TAHHOMY BUTY
pabor

OTBCTY COACPIKAHHUC, BCC TCPMHUHBI
HCII0JIB30BAHBI I'PAMOTHO

Ha 1 Oamr  HUXKe
MaKCHMaJILHOTO Oallia,
3asBJICHHOTO B PCUTHHT -
TJIaHE TI0 TAHHOMY BUIY
paboT

«Xopouio» PabGoTa COACPIKUT HCKOTOPELIC
HCTOYHOCTH B O(l)OpMJ'ICHI/II/I NN
34aIllOJIHCHHUN AOOKYMCHTA, CCTh IIOAMCHA
MMOHSITHH UJIN TCPMHUHOB

Ha 2 Oamma HIKE
MaKCHMaJILHOTO OaJuia,
3asIBJICHHOTO B PEUTHHI -
IJIaHe 110 JAaHHOMY BUJTY

«ynosierBopuT | Pabota He coAepXKUT TEPMHHOB U
EJIbHO» JNOKyMEHTapHOE odopmieHne
HEJOCTATOYHO YETKO IIPOIUCAHO

pabor
0 «aeynoBietBop | Pabora  comepxutr — HempaBWIbHBIC
UTEITBLHO» MOHSATHUS u HE COJICPKUT
cnenupuIecKuX TEPMHUHOB
Kpurepuu onenku BbinosHeHus Ilpesenrannu B cocrae U3
Ne Kpurepuii ouenku Kounue
n/n CTBO
0aJI10B
1. KonnuecTBo cnaii He MeHee 8 clai1I0B 2
2. TeMa paccMoTpeHa ¢ MPUMEHEHUEM MTePUOINIECKOM 2
JUTEPaTyphl
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3. BrimostHeHBI
COYETAaeMOCTh IIBETOB, OTPAaHUYCHHOE KOJIMYECTBO OOBEKTOB
Ha claije, [[BET TEKCTa

JTU3aH-3PTOHOMUYECKUE TpeOOBaHMUS: 4

4, MOCJICAHUN Claiil Mpe3eHTalMH — CIHCOK HCIOIb3YEeMbIX 2
MCTOYHHUKOB, BKJIFOYas oduiragIbHbIC OOHOBJIICMBIC
HHTEPHET-PECYPCHI
HUTOI'O: 10

Kpurepuu ouenkn opopmiienusi CtaTbu U €€ NPOABUKCHUSA B

HH(OPMALMOHHBIX pecypcax

Ne Kpurepui KosmnuyecTBo
n/n 0aJL10B
1 CraThs NOATOTOBJIEHA HA AKTYAJbHYIO TEMY MO IUCIUILUIMHE 10
«KanpoBoe 1enonpon3BoICTBO»
2 [Ipu MOATOTOBKE COJEPIKATEIHLHON YACTH UCIIOIb30BaHbI 10
WMCTOYHUKHU OPUITHATBHON HHPOPMAIIUU U IEPUOTUIECKUX
HAaY4YHBIX I/IS,Z[aHI/Iﬁ
Kputepun onenkn CuTyallHOHHBIX 32124
Banabl Kputepuu oneHkH 1Jisl 3aHeCeHUsI B peHTHHT
PEHTHHTOBOW
OIIEHKH
100-85 6amnoB | PesynbTat, cogepxamuii Hanbosee MOTHBINA MPABUIIbHBIN OTBET, TOTHOCTHIO
(MaKCUMAaITbHBIN | COOTBETCTBYIONIUI IMPOTMMCAHHBIM TPEOOBAHUSAM TOJNyYaeT MAaKCHMAIbHOE
Oai, KOJM4YeCcTBO 0aioB. XapaKTepUCTHKA OTBETA — B IOTHYECKOM PACCYKACHUH

3asBJICHHBIN B
pPEUTUHI-ILIaHE
110 TAHHOMY

U pelieHHH HeT OmHOOK, 3ajaya pelleHa palloHaJIbHBIM CIIOCOOOM.
[TonydeH mpaBUIBHBIN OTBET. SICHO omKcaH coco0 perieHusl.

BHUy padoT)

85-76 — 6ayioB | Pe3ynbraT, conepxamuii HEMOJHBIH TNPAaBUWIIBHBIA OTBET MM OTBET,
(amxe Ha 1 COZIepKAlINii HE3HAYWTENbHbIE HETOYHOCTH, T.€. OTBET, WMEIOIINN
Oamn HE3HAYUTENbHBIE OTCTYIJICHHS OT TPEeOOBAaHWI KpHUTEpHs. XapaKTepPHCTHKA
MaKCHUMAaJbHOTO | OTBETAa — B JIOTHYECKOM DPACCYXKJACHUU U PELICHUH HET OIMOOK, HO 3a/aya
Oainna, pellleHa HEONTHMMAaJbHBIM CIIOCOOOM WM [IONMYIIEHO He Oojee JABYX

3asiBJICHHOTO B
PEUTHHI-TUIaHEe
10 TaHHOMY

HE3HAUUTENbHBIX omubok. B pabore mnpucyrcTByroT apudmernueckas
omnOKa, MexaHHueckas OIIMOKa WM ONHUCKAa IpU [EepEenrChIBaHUU
BBIKJIa/IOK WJIM OTBETA, HE MCKA3MBILINE DKOHOMUYECKOE COIEP)KAHUE OTBETA.

BUJIy paboT) SlcHo onucaH crnocob pemnieHus.

75-61 — 6amn Pesynbrar, copep)kamuii NpaBUIbHBIM, HO (QparMeHTapHBIA OTBET WU
(ke Ha 2 OTBET, COJEPKAIIMN 3HAYUTEIbHBIE HETOYHOCTH, T.€. OTBET, HMMEIOIIUN
6amna 3HAYUTENIbHbIE OTCTYIUIEHUS OT TpeOOBaHMH KpUTEpus. XapaKTepUCTHKA
MaKCHUMaJbHOTO | OTBETa — B JIOTHYECKOM pACCYXJICHWU €CTh palMOHAIbHBIE 3€pHA, HO B
6asia, IIEJIOM HCHOJB3YIOTCS HEJOKa3aHHbIE YTBEP)KJIEHHs, YHMCIOBOM OTBET
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3asBJICHHOIO B | IIOJy4€H CO 3HAYMTEIIbHBIM OTKIOHEHHEM, HE MO3BOJIAIOLIUM UCIIOIb30BaTh
PEUTHHI-TUIAHE | TOT PE3YJIbTAT JUIS IPUHATHUS PEILICHUMN.
10 JaHHOMY

BUJIy paboT)

60-50 6ammoB Pesynbrar, comep)kammii HEMpPaBWIBHBIA OTBET (OTBET HE IO CYIIECTBY
(Hnxke Ha 3 BOIIpOCA WJIM OTCYTCTBME OTBETa, T.€. OTBET, HE COOTBETCTBYIOLIMH
Oamna MOJIHOCTbIO ~ TpeOOBaHMSIM. XapaKTepUCTHKAa OTBETa — OTCYTCTBYET
MaKCHMAaJbHOI'O | OKOHYATEJIbHBII YHCJIEHHBI OTBET (€CiM OH MNPEedyCMOTpPEH B 3ajiade),
Oaina, MpaBWIbHBI OTBET yrajgaH, a BBICTPOGHHOE IOJI HEro pelieHue —

3asBJICHHOTO B | 0€30CHOBATENBHO, PEIICHUE HEBEPHOE.
PEUTHHT-TIIAHE
10 TAaHHOMY
BUY paboT)

MeToanyeckue peKOMeHAaluH, ONpeesslue NpoueaIypbl OlleHMBAHHUSA
pe3yJIbTATOB OCBOCHUS AU CHUILTHHBI

Texkymas arrecranusi CTyAeHTOB. Tekylias arrecralnys CTYyJE€HTOB IO JUCLUIUIMHE
«KagpoBoe  Aenonpou3BOACTBO»  MPOBOJUTCA B COOTBETCTBUM C  JIOKAJIbHBIMH
HOpMaTUBHBIMU akTamu JIBDY u siBnsieTcs: 00s13aTeIbHOM.

Tekymas arrecranus o aucuuiuimHe «KaxpoBoe nenonpou3BoACTBO» IMPOBOAUTCS B
dbopMe  KOHTPOJIBHBIX  MEPONPUATHNA  (TECThl, MPAKTHYECKUE paboOThl, pELICHUE
CUTYallMOHHOM 3an1auu, neMoHctpauuss WMJI3) mo ouneHuBaHMIO (AKTUYECKUX PE3YIbTATOB
00y4eHHs CTYJIEHTOB U OCYLIECTBIISIETCS BEAYILIUM MIPENOIaBaTEIIEM.

OObeKkTaMy OLICHUBAHMSI BHICTYIIAIOT:

— y4eOHasi JUCHUIUIMHA (AKTUBHOCTh HA 3aHSATHSAX, CBOEBPEMEHHOCTH BBITOTHEHUS
pa3IMYHBIX BUJIOB 3aJIaHHIA);

— CTENEHb YCBOEHUS TEOPETUYECKUX 3HAHUU (AKTUBHOCTh B XOAE€ OOCYXIEHUU
MaTepHaJIOB JIEKIMH, aKTUBHOE y4aCTHE B IUCKYCCHUSIX C apIyMEHTAMH U3 JOIOJHUTENbHBIX
MCTOYHUKOB, BHUMATEJIbHOCTh, CIHOCOOHOCTHh 3a/aBaTh BCTPEYHBIE BOIMPOCHI B PAMKAX
JMCKYCCUU WJIN OOCYKIEHUS, 3aMHTEPECOBAHHOCTh NU3y4aeMbIMH MaTepraIaMu);

— YPOBEHb OBJIAJICHUS] NPAKTUUYECKUMH YMEHHMSIMH W HaBbIKAMU [0 BCEM BHUIaM
y4ueOHOM paboThl (ompenensercss Mo pe3yibTaTaM MPAKTUYECKUX padoT, MPaKTHUYECKUX
3aHSTHH, OTBETOB HA TECTHI);

— pe3yNbTaThl CaMOCTOSATEIBHON PadOTHI (3aaHUA U KPUTEPUU OIICHKH pa3MEILEHbI B

[Tpunoxenun 1).
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IIpomexxyTouHnasi arrectaumsi CTyaeHTOB. [IpoMexxyTouHasi aTTecTanusi CTYJIEHTOB
no gucuuruinHe «KaapoBoe emompou3BOACTBO» MPOBOJUTCS B COOTBETCTBUU C
JIOKaJIbHBIMA HOpMaTUBHBIMU akTamMu JIBDY u sBnsgercs o0s3aTebHOM.

Bua npomexkyTouHol aTTecTamum — 3k3aMeH (6 ceMecTp), BBICTABIIACTCSA I10
pe3yJibTaTaM peUTHHTA BBITTOJTHEHHBIX KOHTPOJIBHBIX MEPOIPUSITHH.

Kpatkas xapakrepucTuka npoueaypbl NpUMeHEHUsI UCI0JIb3yeMOro OIeHOYHOTI0
cpeacTBa. B pesynbrate mocenieHus JICKIUM, MPaKTUYECKUX 3aHIATHI, CEMUHAPOB CTYJICHT
MOCJIEI0BATEILHO OCBAaMBACT MaTepHabl JUCIUIUIMHBI U TOJIy4aeT O0ayibl, OpMHUPYsT CBOM
pedtuar. KoHTpoJib pe3ylbTaTOB OCBOCHHMS MaTepuana mo gucuuiuinHe «KaapoBoe
JIEJIOTPOU3BOJICTBO» Y CTYJEHTOB JOCTUTAETCS BHIMOJHEHUEM PEUTUHT-TNIaHA JUCHUILIAHBI.
PeiTuHr-1U1aH AUCHUTIIMHBI IPETyCMaTPUBACT COOTHOIIICHUE BUJIOB YUEOHOH NIEeATEIbHOCTH
CTyJICHTa C MPUCBOCHUEM BECOBOT0O KOd(pduIMeHTa, BEIpAXKEHHOMY B % 1O KaXKJIOMYy BUY
BBITIOJTHEHHOTO 3aJlaHus. Bce BHABI yueOHBIX 3aJlaHMi TMPEJCTaBICHBl B MaTepuasiax Jjis
npaktraeckux pa6ot B PYIIJT (IL. COAEPXKAHWE ITIPAKTUYECKOM YACTU KYPCA) u
B8 MATEPUAJIAX JIJIS1 OPTAHU3ALIMN CAMOCTOSTEJILHOW PABOTBI.

Crynent, HaOpaBmMii 10 pe3yJbTaTaM BBIMOJHEHUS peUTHHT-IUIaHa 61 %,
JOMYCKAeTCsl K MTOrOBOMY (9K3aMEH) KOHTpPOJII0. PEeHTHHI Benercs B TeUYeHHE y4eOHOTO
ceMecTpa. Pe3ynbTaT mpoMeKyTOUYHOTO UM UTOTOBOTO KOHTPOJISI YYUTHIBAETCS OTAEIIBHO.
Bce pesynbraTsl KOHTpOIIst 3aHocsATes B cuctemy WebRate IBOY.

OrieHKa BBICTABIISETCS HA OCHOBAHUHU COBOKYITHOT'O PEUTHHTOBOIrO OaJia;

86 — 100 % — omauuno;
76 — 85 % — xopowo;
61 — 75 % — yoosnemeopumenvHo.

Menee 61 % HEy10BIETBOPUTEIBHO
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