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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 JICKIMOHHBIC 3aHATHS (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). JlucIuiiMHa peanusyercs Ha 3
Kypce B 6 ceMecTpe.

JNucnuminna «KagpoBoe 1emonponu3BOCTBO» OCHOBBIBAECTCS HA 3HAHUSIX JTUCHMILIMH
«Opranuzanus, periiaMeHTaluss W HOPMHUpPOBAHUE TpyAay», «YIpaBlIEHUE NEPCOHATIOM
OpraHu3alum» U MO3BOJISET MOJTOTOBUTH CTYJEHTA K OCBOCHHIO PsJIa TAKUX AUCUUILINH KaK
«CoBpeMeHHbIE TEXHOJOTHUU ToJ00pa, 0TOOpa, OLICHKM W HaliMa nepcoHanay», «Kaapoblit
ayIUT, KOHTPOJUIMHT W KOHCAJITHUHI», a TaKXK€ K IMPOXOKICHUIO IPOU3BOJACTBEHHON
MPAKTHUKHU.

ConepxaHue AUCIUIUIMHBI COCTOUT M3 JICBSITU PA3JIeJIOB U OXBATHIBACT CICAYIOIIUI
KpyT BOIIPOCOB:

1. Kommuiekc kampoBoi gokymeHTalmu. JIOKyMEHTHpOBaHHE pabOThl C TMEPCOHAIIOM.
[Tonsarue «1okyMeHT». Ponb ToOKyMeHTa B )KU3HM YesioBeKka 1 oo1miecTBa. Kimaccuduxanus mo
npuopuTeTy (YHKIMOHAIBHO-TIENIeBOro Tpu3Haka. Kiaccudukanus —yrpaBieHYECKON
nokyMeHtauu. Kiaccupukanuu mo cnoco0y JOKYMEHTUPOBAHMS; IO  XapakTepy
UCIIOJIb3YEMbBIX 3HAKOB M 3HAKOBBIX CHCTEM; IO KaHally BOCIPHUATHS 3HAKOB; MO PEXKUMY
JoCTymna; 1mo reorpaduueckomy npusHaky. Kommiekcsl nokymeHToB. KaapoBas ciyx0a kak
HAKOIMUTENTb JIOKYMEHTUPOBAHHBIX TEPCOHATBHBIX JTaHHBIX. CTPYKTypa KaJpOBOW CIIY>KOBI B
3aBUCMMOCTH  OT Tuma opranm3aiud. OCHOBHBIE 3aJaud  KagpOBOM  CITYXKOBI.
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 nokymeHtaiws.  JloroBopHas
JNOKyMeHTauusl. PacropsaurtenbHas JOKyMEHTalMs. Y4eTHas JoKyMmeHTauus. OtyerHas u
OTYETHO-CIIPABOYHAS TOKYMEHTALIUSI.

3. Knaccudukammss JOKyMEHTOB MO JMYHOMY COCTaBy. YHHU(HUIMPOBAHHBIE (POPMBI
MEPBUYHOM YYETHOM NOKYMEHTAallMd M0 Y4eTy KaapoB. IIpouecc ympaBieHusi MEpCOHATIOM
opranmzaiuy. Benenne TpynoBbeIx KHMKEK. POPMUPOBAHKE U BEAECHUE JIMYHBIX Aeil. [logroroBka
Y [iepeaaya e B apXuB OpraHu3aliy. XpaHeHHe JIEIT CIy>KObI IEpCOHAIA B APXUBE OPraHU3ALINN.
[epeudens hopM MEpBUUHON 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 mopsiaka nepeadd MEepCOHATBHBIX JIaHHBIX. 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,
yIOCTOBEPSIONINI JTMYHOCTh. CrpaBka 0 HaIM4uu (OTCYTCTBHM) CYIUMOCTH M (W) (pakra
YIOJIOBHOTO TpEecielOBaHUs JHMOO O TIPEKPAICHUH YrojOBHOTO MpECIEeOBaHUS 110
pEAOMITMTUPYIOIIMM OCHOBaHMSM. JIOKyMeHThI 00 0Opa3oBaHMM. CIpaBKa O XapakTepe H
YCJIOBUSIX TpyJia MO0 OCHOBHOMY MECTY paOOThI - MpHU MPUEME Ha TSDKEMyro padoTty, paboTy ¢
BpEIHBIMU H(WJIM) OMACHBIMU YCIOBUSMHU TpyAa. CTpaxoBO€ CBUAETEILCTBO IOCYIAPCTBEHHOIO
NEHCUOHHOTO cTpaxoBaHus. OCOOEHHOCTH MOJITOTOBKM M O(QOPMIIEHUS TPYAOBOIO JIOTOBOpA.
TpynoBoii 1OTOBOP KaK OCHOBHOM CHOCOO JOKYMEHTHPOBAHUS TPYAOBBIX TPABOOTHOIICHH.
Croponsl TpynoBoro aorosopa. CoaepxaHue Tpy10BOro 1orosopa. CyiecTBEHHBIE YCIOBHUS
TpyAoBOro naoroBopa. Cpoku, Ha KOTOPBIE 3aKIIOYaeTCsl TPYAOBOM AOToBOp. CpoOuHBIM
TpynoBoil paoroBop. Ciiydaum, B KOTOPBIX 3aKJIKOYAETCAd CPOYHBIA TPYAOBOM JOTOBOP.
Berynienue TpyAoBOro 10ropopa B CHILY.

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

peabABISIEMbIC TP 3aKJIFOUEHUH TPYIOBOTO JoroBopa. dopma TpyA0BOro J1I0roBoOpa.



W3menenue TpynoBoro noroBopa. llepeBoax Ha Jpyryro MOCTOSHHYIO paboTy u
nepemenieHre. 3MeHeHue CyIecTBeHHbIX YCIOBHI TPyIOBOro Aorosopa. OTCTpaHeHHE OT
paboThI.

[Ipexpamenue TpyaoBoro goroopa. OOIIHe OCHOBaHHS NPEKPALICHUS TPYIOBOTO
noroBopa, cratbu TpynoBoro kozaekca P®. PacropkeHue TpyaoBOro Jorosopa IO
MHUIMAaTHBE pa0OTHUKA (II0 COOCTBEHHOMY >KEJaHUI0). PacTopikeHue TpyaoBOro JOroBopa
1o UHUIIMATUBE pabotoaarens. [Ipekpalienne TpyJ0BOro JOroBopa Mo 00CTOsITENbCTBAM, HE
3aBUCSILMM OT BOJU CTOpOH. OCHOBHBIE PEKBU3UTHI OJlaHKA TPy10BOro gorosopa. IIpukas 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. Hanbonee tTunuunsie popMbl BHYTPEHHEN NMEPENUCKU JIsl OTAeNa KaapoB. [lenu
U 337aud SKypHaJoB (KHHMI) yd4eTa U KOHTpOJsi JAOKyMeHTOB. OOmue TpeboBaHHS K
KypHajaM (KHUTaM) y4yeTa JIOKYMEHTAllUU U €€ JABWKCHUS JIJIsl PUJAHUS UM IOPUIMYECKON
CUJIbI U BBIMIOJIHEHUS TpeboBaHu PocapxuBa k cpokaM ux xpaHeHus. HopMaTuBHBIE aKThI,
peryJIUpyIOINe BEJCHNE, CPOKU XPaHEHUS KyPHAJIOB.

Heas — dbopmupoBaHue y CTYyACHTOB AJIEMEHTOB KOMIIETCHIIMM [0 OpTraHU3aIluu
COBPEMEHHOT0 JOKYMEHTAIIMOHHOTO OOECIeUYeHus KaJIpoBON CIyKO0U eATeIbHOCTh
CTPYKTYpBI JII0OOW OpraHU3alMOHHO-TIPaBOBOM (opmbl oOecrieunBas pabOTy BCeX ee
CTPYKTYPHBIX MOAPA3JCICHUN Ha OCHOBE JAcHCTBYroUer B PO HOpMAaTUBHOW W TPABOBOM
0a3bl.

3amaun:

e OTIPE/ICIIUTH MECTO KaJPOBOTO JEIONPOU3BOCTBA B Mpolieccax yIpaBICHHUS;

e CIICTaTh AHAJIN3 COBPEMEHHOTO TOCYJApPCTBEHHOIO PpEryJIHpPOBaHUS KaJIpOBOTO
JEeJI0NPOU3BOJCTRA;

e PAaCCMOTPETH COBPEMEHHBIC TEXHOJIOTUHU OpraHu3aluu KaJIpOBOTO
JIEJIOTIPOU3BOICTBA U JIOKYMEHTO000POTA;

e PAaHXXUPOBATh CHUCTEMbl JIOKYMEHTAIlMHU, TpaBUJia COCTaBJIEHUS U OdopMIeHUs
yIpaBIE€HYECKUX IOKYMEHTOB,;

e CUCTEMATU3UPOBATH OCHOBBI OpPraHU3allMU KaJAPOBOTO JIEJIOMPOU3BOJICTBA, CIIOCOOBI
JTOKYMEHTUPOBAHUS TPYIOBBIX OTHOIICHUHN U IBUKEHUSI KAJIPOB,;

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

JIns  ycmemHoro wu3y4eHus JUCUUIUIUMHBL «KaapoBoe MeNIONpPOU3BOJICTBO» Yy
oOydJaromuxcsi  JOJDKHBI ~ ObITh  CQOPMHUPOBAHBI  CJEAYIONIME  TPEIBApUTEIHHBIC

KOMIICTCHIIN U



e 3HAHMEM OCHOB KaJpOBOI0 IUIAHUPOBAHHS W KOHTPOJUIMHIA, OCHOB MapKETHHIa
nepcoHana, pa3pabOTKH M peaau3aluy CTPAaTerHd MPUBICYCHHUS IEpCOHaja M yYMEHHUE
MPUMEHSTH UX HA MPAKTUKE;

e 3HAHHMEM OCHOB HAy4YHOW OpraHu3alid W HOPMHUPOBAHUS TpyJa, BJIaJCHUEM
HaBBIKAMM TPOBEACHUS aHaliM3a padOT M aHaiu3a padOouYMX MECT, ONTHUMHU3ALMU HOPM
00CITy’>KUBaHUSI U YUCIECHHOCTH, CIIOCOOHOCTHIO 3((HEKTUBHO OPraHM30BLIBATH T'PYMIIIOBYIO
paboTy Ha OCHOBE 3HAHUS MPOILIECCOB TPYMIOBOI JUHAMUKH U MPUHIIUIOB (POPMHUPOBAHUS
KOMaH/Ibl U YMEHUEM MTPUMEHSTh UX Ha MPAKTUKE;

e 3HAHMEM LIEJIEH, 3a1a4 W BUJAOB aTTECTAlMd W JAPYTMX BHUJIOB TEKYIIEW NEIOBOU
OILICHKU MEpPCOHAJIa B COOTBETCTBUU CO CTPATETMYECKUMH IUIAHAMH OpPraHU3alUd, YMEHUEM
pa3zpabarbiBaTh M MPUMEHITh TEXHOJOTMM TEKYLIEH [1€J0BOM OLIEHKM IepcoHana u
BJIQJICHUEM HaBBbIKAMH IIPOBEJCHMS aTTECTAl[MU, & TAKXKE JAPYTUX BHUJIOB TEKYIIEH J1€TOBOU
OLICHKHU Pa3JIMYHbIX KaTErOpUil IIEpCOHANa;

e 3HAHUEM HOPMATHBHO-IIPABOBOM 0a3bl 0E€30MaCHOCTH M OXpaHbl TPyJa, OCHOB
NOJINTUKU OpPraHu3aluy Mo Oe30MaCHOCTH TpyAa, OCHOB ONTHMHU3aLUU PEXKHMOB Tpyda U
OTJbIXa C y4YETOM TpeOOBAHMUU INCUXO(U3MOJIOTUN, SPrOHOMHUKU U ACTETUKH Tpynaa Jis
pa3IMYHBIX KATErOpUid MepcoHala, BIAJEHUEM HAaBBIKAMH PACYETOB MPOJOJIKUTEIBHOCTH U
MHTEHCUBHOCTH pabodyero BPEMEHM M BPEMEHM OTAbIXa NEpCOHaNIa, a TaKKe BIaJCHHUE
TEXHOJIOTHSIMHU YIIpaBJIeHHUs 0€30IacHOCTBIO TpyZa MepcoHalla U YMEHHUE MPUMEHTh X Ha
PaKTHUKE;

e BJIaJICHUEM HaBBbIKaMH pPa3pabOTKU OpPraHU3alMOHHON M (YHKIIMOHAIbHO-IUTATHON
CTPYKTYpBI, pa3pabOTKH JIOKAJbHBIX HOPMATUBHBIX aKTOB, KAaCAIOUIUXCSl OpraHU3aluK TpyAa
(mpaBuWJIa BHYTPEHHETO TPYAOBOIO PACHOPSAIKA, MOJIOKEHHE 00 OTIYCKaxX, MOJOXKEHUE O
KOMaHAUPOBKAX U Ip.);

e BJIQJICHUEM HaBbIKaMHM cOOpa MH(pOpMalMM AJI1 aHaJIW3a BHYTPEHHUX M BHEIIHUX
dakTopoB, BiHAOMUX Ha Y3PHEKTUBHOCTH ICITEILHOCTH TIEPCOHAIA OpPTraHU3AINHA, YMEHUEM
paccuuThIBaTh YMCIEHHOCTh M MPOGECCHOHAIbHBIA COCTAaB MEPCOHANa B COOTBETCTBUU CO
CTpaTernyeCKUMH IJIAaHAMHU OpTaHU3allNH;

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-?KOHOMHUYECKOH 3(P(GEKTUBHOCTH pa3pabOTaHHBIX MEPONPUSATUH IO
OXpaHe TpyJa U 310pOBbs MIEPCOHANA U YMEHUEM IPUMEHATh UX Ha MPAKTHKE;

e 3HAHMEM OCHOB TIOATOTOBKM, OpraHU3allil M MPOBEIACHUS HCCIICAOBaHUI
yIIOBJIETBOPEHHOCTHU IepcoHajia paboToN B OpraHM3allid U YMEHHUEM HCIOIb30BaTh UX Ha
NPaKTUKE;

e 3HAHMEM OCHOB OPIaHU3AIMOHHOTO MPOCKTHPOBAHUS CHCTEMBI M TEXHOJOTHH
yIpaBJICHUS MEPCOHATIOM (B TOM YHUCJIE C UCHOIb30BaHUEM (PYHKIIMOHATHHO-CTOMMOCTHOTO
METO/a), BIAJCHUEM METOAaMU TOCTPOCHHUA (YHKIMOHAIBHBIX M OpraHU3allMOHHBIX
CTPYKTYp YIpaBJICHHUS OpraHM3aIell W ee MEpPCOHAJIOM HCXOJs M3 IeNiel OpraHu3aluu,
YMEHHEM OCYIIECTBIATh pacrlpesesieHne (yHKIUH, MOTHOMOYMNA M OTBETCTBEHHOCTH Ha
OCHOBE UX JICJIETUPOBAHUS.

B pesynprare wu3ydeHHWs NaHHOW MUCUMUIUIMHBI y oOydarommxcs (QopMupyroTcs

cienyroiye mpoecCuoHaTIbHbIE KOMIIETEHIIUH (3JIEMEHTBI KOMIIETEHITUHN )

Kox n popmympoBka Jransl GopMUPOBAHUSA KOMIIETEHIIUH
KOMIIETEeHIIHH

[1K-12 3Hanrem ocHOB OCHOBBI pa3pabOTKH U BHEAPEHUS KaIPOBOH YIIPABICHUYCCKOM
pa3paboOTKH U BHEAPEHUS JIOKYMEHTAIIUH, ONTUMH3AIIUIO JJOKYyMEHTOO0O0POTA M CXEM
KaJI[POBOM 1 3HaeT | pYHKIMOHAIBHBIX B3AUMOCBSI3EH MEKTY T10Ipa3 IeIeHUIMH,
yIPaBICHYECKOMI OCHOBBI Pa3pabOTKHU U BHEAPEHUS TIPOLEAYD PETYIHPOBAHUS
JIOKyMEHTAIUH, TPY/IOBBIX OTHOLIEHHH U COMPOBOKIAIONIEN TOKYMEHTAIIUH
OHTUMHU3alNH pa3paboTarh ¥ BHEAPUTH OCHOBBI KaJPOBOI yIIpaBIeHUECKOM
JIOKyMEHTO06O0pOTa 1 CXeM JOKYMEHTAIIUH, ONITHMH3UPOBATH JOKYMEHTOO0OPOT U CXEMBI
byHKImOHANbHBIX VMeer | QyHKIMOHAIBHBIX B3aUMOCBSI3€H MEXK/TY MOIPa3/Ie/ICHUSIMH,

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 (PYHKIIMOHAIBHBIX B3aUMOCBSI3el

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 KaJIpOBBIX JOKYMEHTOB B COOTBETCTBUU C IEUCTBYIOIIUMHU
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€CIIeUUTh 3aIIUTY
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HOPMAaTUBHO-TIPaABOBBIMU
aKTaMu, 3HaHHUEM OCHOB
KaHpOBOﬁ CTaTUCTHKH,
BJIaJCHHUCM HaBbIKaMH
COCTaBJICHUA Ka,[[pOBOﬁ

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, & TAKKE KaJIPOBYIO OTYETHOCTh, @ TAKIKE 03HAKOMUTE COTPYIHUKOB
HaBbIKaMH O3HAKOMJICHUA OpraHu3aluy ¢ KaApOBOH JOKYMEHTAIMER U JEHCTBYIOIIUMH
COTPYHHHUKOB Oprafisatimn JIOKAJIbHBIMU HOPMATUBHEIMU aKTaMH, 00€CIIEYHTh 3aIIUTY
C KaZIpOBOM IOKYMEHTaMCH [EPCOHAIBHBIX JTAHHBIX COTPYAHUKOB
U IEACTBYIOMIUMU
YMEHHUEM BECTH KaJPOBOE JETONPOU3BOICTBO U
JIOKaJIbHBIMU
OPraHM30BHIBATH APXMBHOE XPAHEHHE KAJPOBBIX JOKYMEHTOB
HOPMAaTHBHBIMH aKTaMHU, N
B COOTBETCTBHH C JICHCTBYIOIMMHI HOPMAaTHBHO-IIPABOBBIMH
YMEHHE 00ECTIEYHTD 3ALUTY y
aKTaMH, 3HAHMSAMH OCHOB KaJIPOBOW CTATMCTUKH, HABBHIKAMHU
[EPCOHATBHBIX JAHHbIX N
COTPY THUKOB Bnajgeer | cocraBieHus KaJpoBOM OTYETHOCTH, a TAKIKE HABBIKAMU
O3HAKOMJIEHHS COTPYAHMKOB OPraHHM3alluy C KaJpOBOi
JOKYMEHTALUEN U JIEUCTBYIONIMMH JIOKAIbHBIMH
HOPMAaTHBHEIMHU aKTaMH, YMEHMEM OO€ECIIEUUTD 3aIUTY
HEPCOHAIBHBIX JaHHBIX COTPYAHUKOB
[1K-19 3HaHMEeM OCHOB OCHOBBI pa3pabOTKU M BHEAPEHUS NPOPECCHOHATBHBIX, B TOM
pa3pabOTKH U BHEAPEHHS 3HaeT | YMciIe KOPIOPATUBHBIX CTAHAAPTOB B O0JIACTH YIIPABJICHUS
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
YMCHHEM COCTaBIIATD KOMITETEHIHIA, IOJUKHOCTHBIE HHCTPYKIIUH, [TOJI0KEHHS O
OIMCAHUS M PACTIPEIETIATH MoApa3AeeHHsX)
GyHKIIUH 1
byuKuHOHaNbHBIE 3HAHMEM OCHOB Pa3pabOTKU M BHEIPEHUS
00SI3aHHOCTH COTPY/HHUKOB, npo(eCCHOHATBHBIX, B TOM YUCIIE KOPIOPATUBHBIX
a TaKoKe QyHKIHK CTaHJaPTOB B 00JACTH YIPABICHHUS MIEPCOHATIOM, YMEHHEM
ITOAPAa3ACICHUN Pa3sHOI'o Braxcer COCTaBIIATH ONMKMCAHMS M PACIIPEAENIATH QYHKIMU U

(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
XapaKTepy MCIOIb3YEMbIX 3HAKOB M 3HAKOBBIX CHUCTEM; IO KaHAJy BOCIPHUATHS 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
JnokyMeHTanus. OpraHn3alyMOHHO-TIpaBOBast JOKyMeHTalws. [lepcoHaimpHas 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 MepcoHANbHBIX 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, NpeIbsiB/isieMble TPHU 3aKJIIOYEHHH TPYIOBOro a0roBopa (2
yaca)

JluyHoe 3asiBIeHHWE pabOTHHKA O mpHeMe Ha padboTy. JIOKYMEHT, YIOCTOBEPSIOIIMIA
muyHocTh. CrnpaBka O Hamuyuud (OTCYTCTBUM) CyOUMOCTH W (WiM) (akTa YroJIOBHOTO
NPECIIENIOBAHUS JIMOO O TMPEKPAIleHUH YroJOBHOIO NPECIEIOBAHUS MO peadMIMTUPYIOIM
ocHOBaHMSIM. JIOKyMeHTBI 00 00pa30BaHMM. CIpaBKa O XapakTepe M YCIOBHAX Tpyda IO
OCHOBHOMY MECTy paboThl - MpHU MpUEME Ha THKETylo paboTy, padoTy ¢ BpEIHBIMU H(WJIH)
OMAacHbIMHM ycHOBUsIMH Tpyaa. CTpaxoBoe CBUIETENIBLCTBO TOCYJAPCTBEHHOIO ITEHCHOHHOTO
CTpaxOBaHMU.

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
o UHULMATUBE pabotoaarens. [Ipekpanienne TpyJ0BOro J0roBopa no 00CTOsATeNbCTBAM, 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 3aIOIHEHUST 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)

[lTarHoe pacnucanue. HazHauenue mratHoro pacmnucanusi. llporuieaypa yTBepaeHUs
mraTHOro pacnucanus. [Iprka3 o0 yTBEp)KIEHMHU IITaTHOrO pacrucanus. llpuka3z o BHeceHUn
W3MEHEHU B MTaTHOE pacnucaHue. OCHOBaHMS JUIl BHECEHHWS WM3MEHEHHWH B ILTaTHOE
pacriucanue. Knaccudukaropbl, HUCHONB3yeMble TPU YCTAaHOBJICHWH 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 10r0BOpPa (2 yaca)

[Ipuka3 o nepeBojic pabOTHHKA Ha JPYryro paboTy. 3anvch B TMYHON KapTOUKe. 3aruch B
TPyAOBOM KHIKKE. [TopsS 0K MOATrOTOBKY MPOEKTOB PUKA30B 10 JUYHOMY cocTaBy. [IpaBuna
opopMIIeHUsI TEKCTa MpHKa3za MO JWYHOMY cocTtaBy. OcHoBaHusi K mpukazaM. Cpoku
XpaHEHUS PUKA30B 10 TUYHOMY 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
(bopmer T-1 u T-1a). Odbopmnenue mpukasza o nepeoae padorauka (hopmer 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.
OdopmiieHne npukasza o npeaocTaBieHU oTnyckoB (popmbl T-6 u T-6a). Buasl oTmyckos.
[Ipouenypa odopmienust ormycka. OCOOEHHOCTH 3amOJIHEHUS] YHUDHUITMPOBAHHON (HOPMBI
rpaduka otmyckoB (popma T-7). IlaTel yTBepx)aeHus rpaduka OTIMYCKOB. Bo3mokHOCTH
opopMIieHUsI J1aT MPEAOCTaBIICHUs OTIycKa (TouHas nata wian 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 OYEPENHOTO OTIycKa. OT3bIB U3 OTIYCKAa. 3aME€HA €KETOJHOr0 OIIa4MBaEMOrO
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¢gopMieHHUsI NPeKpPalleHUusi TPYAOBOIO
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. Odhopmiienne npukasza o koManaupoBanuu (hopmel T-9 u T-9a). Opopmienue
KOMaHAUPOBOUHOrOo  yjaoctoBepeHuss  (popma  T-10). Ilpuxaz o0  HaJOKEHUH
JUCUUIUIMHAPHOTO  B3bICKAaHWs. Buael aucuurmiumHapHbiX — B3bickaHuil. [Ipouemypa
HAJOKEHUs JHUCLHUIUIMHAPHOTO B3bICKaHUA. CBeAcHMS, YyKa3blBaEMble B IIPUKa3e O
HAJO0KEHUU JUCUUIUIMHAPHOTO B3bICKAHUA.

Paznen 9. OpunmanbHasi BHyTpeHHsIs nepenucka (4 yaca)

Tema 1. )KypHajbl y4eTa H KOHTPOJIs IOKyMeHTOB (4 yaca)

3amaun BHyTpeHHeM nepernucku. OcobenHoctu odopmiieHus. TpeOoBaHUS K TEKCTY
nokyMeHnTa. Hanbosnee Tunuunbie GopMbl BHYTpEHHEN NMEPENUCKH IS OTAENa KaIpOB.

Lenu u 3anaum *KypHaIoB (KHUT) y4eTa U KOHTPOJIA TOKyMeHTOB. O01iue TpeboBaHus
K OKypHaiam (KHMraM) yd4era JOKyMEHTAllMM W €€ JABWXKCHUS [JI TPUIaHUS UM
IOPUIMYECKON CHJIBI M BBINOJHEHUs TpeOoBaHui PocapxuBa K cpokaM HMX XpaHEHHS.
HopmaTtuBHBIE aKThl, PETYIHPYIOLUIUE BEIEHNUE, CPOKH XPAaHEHUS )KYPHAJIOB.

Kuura ydera nBHXKEHHSI TPYIOBBIX KHWIKEK W BKJIaAbllied K HuM. [IpuxomHo-
pacxojiHasi KHUTa MO y4eTy OJIaHKOB TPYJIOBBIX KHUKEK M BKJIAJbIIeH K HUM. OCOOEHHOCTH
odopmiieHns JaHHbIX KHUT. CPOKH XpaHEHUS.

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) Jenonpon3BoICTBO U apXUBHOE 1e0. TepMUHEI U ONIpEe ICIICHIS,;

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

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

a) IIpaBUja M TPeOOBAHMS, B KOTOPBIX OTPA3MIACh TPATUINA 0(OPMIIEHHS PYCCKOTO TEKCTOBOTO TOKYMEHTa, TPOBEPEHHAs
BpPEMEHEM W TOATBEPKICHHAS MPAKTUKON YHU(UKAIIMH U CTaHAAPTH3AINHN JOKYMEHTOB,

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

c) OTHCaHNE PEKOMEHTyeMOU MPAaKTUKN XPaHEHUs JeIOBON M WHON MH(OpPMAIHH B 3JIEKTPOHHOHN 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 I€T0. TepMUHBI M ONPEICIICHHS;

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

7. C3J10 — aro...

a) ABTOMATH3MPOBaHHAs MHOTOMNOJIB30BATENbCKAass CHCTEMa, CONPOBOXJIAIONIAasl IPOLECC YIpaBlieHHss padoToi
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. DJIeKTPOHHBIH T0OKYMEHTO000POT - ITO...

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

b) CHCTEMa MPOIECCOB MO 00PabOTKE JOKYMEHTOB B 3JIEKTPOHHOM BHJE;

C) JEATENPHOCT 110 pa3paboTKe, OIyOIMKOBAaHHIO U IPUMEHEHHIO CTaHIAPTOB.

9. rcaoy - sro...

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

JEATEIIBHOCTH ¥ OpPTraHH3aluk pabOThl C JOKYMEHTaMH B OpraHax TIOCYJapCTBEHHOTO YIPABJICHHS, HA MNPEANPHUITUAX
(0OBenMHEHMSAX), B YUPEKICHUSIX U OOIIECTBEHHBIX OPTaHHU3AIMAX;

b) aBTOMAaTU3MPOBAaHHAs MHOTOIOJB30BaTENbCKAs CHCTEMa, COIPOBOXKJAIOIIAs IpOIlecC yNpaBieHUs paboToi
HepapXUUECKON OpraHU3allky C LENbI0 00eCIeYeH!s! BBIMOIHEHHS ATOH Opranu3anueil cBoux 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 MPOTPECCUBHBIX TEXHHUYECKHX CPEIACTB W TEXHOJIOTMHA cOopa, 0oOpaboTKM M aHaiIm3a
nH(OpMAaLNH, COBEPIICHCTBOBaHHUE pabOTHI ammapaTa ynpaBJIeHHS;

b) oOecrieueHne BBITIOJIHEHNS OpraHU3aluel CBOMX (yHKINH;

c) pEryJIHpoBKa MPOLECCOB YIPABIECHHUS JOKYMEHTAMH T'OCYAapPCTBEHHBIX, KOMMEPUYECKUX M OOLIECTBEHHBIX OpTaHU3aINH,
IpefHa3HAYeHHBIMH JJIsI BHYTPEHHETO MM BHEIITHETO TOJIb30BAHUSL.

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

3amanue 1. Tect

1. CoBOKYNHOCTH B3aMOCBSI3AHHBIX JIOKYMEHTOB, IPUMeHsIeMbIX B ONpele/IéHHOI cdepe qeATeJbHOCTH, - ITO:
1) cucrema IOKyMEHTaINY;

2) 00BEKT JeTOMPOU3BOJICTBRA;

3) mpeaMeT IeonpOn3BOJICTBA;

4) enuHas rOCyJapCTBEHHAS CHCTEMa JOKYMEHTAIHH.

2. JlokyMeHTanoHHoe o0ecneyeHne ynpaBJeHus - 3TO:

1) nesTenbHOCTD ammapaTa YIpaBiIeHHs, OXBAaThIBAIOIIAs BOIPOCH! JOKYMEHTUPOBAHMSA M OPTaHU3allMU PabOTHl ¢ JOKYMEHTaMH B
npolLecce OCYIIECTBICHHUS UM YIIPABICHYECKUX (PYyHKIINH;

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

3) opranuszanus JOKyMEHTO000pOTa B YUPEKICHHUH;

4) KOMIUTEKC OCHOBHBIX MOJIOKCHHM, OMPENCISIFONINX W PETIAMEHTHPYIONIMX OPTaHU3aIMi0 TOKYMEHTUPYEMBIX MPOIECCOB Ha
HpEeANPUSITHH.

3. CrangapTu3anus - 3T0:

1) cBepka mokyMeHTOB yupexaeHus ¢ TpedoBanus [OCT;

2) mporecc YCTaHOBJICHHS U ITPUMEHEHHMS TIPABUJI € LIENBI0 YHOPAI0YEHHS AeS TeLHOCTH 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 NPaBWJIAM U TPeOOBAHUSM, - 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) COBOKYITHOCTb BCEX JIOKYMEHTOB, oTBedatomux tpedosanusim 'OCT;

19



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, ONpeeISIONINe OPTaHU3aIMI0 JOKYMEHTHPYEMBIX IIPOLIECCOB HA MPEATIPUATHY;
3) oopmieHNE TOKYMEHTOB, OTPAKAIOUINX BECH CIIEKTP YNPABICHYECKON AEATEIBHOCTH MPEATIPHUATHSA, a TAKXKE OPTaHHU3AIHIO
JIOKyMEHTO000pOTa B yUPEIKACHHH;

4) COBOKYITHOCTb JJOKyMEHTOB, IPUMEHSIEMBIX B OIPE/ICIICHHON cepe Aes TeNbHOCTH.

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, HomMepa TeneoHOB 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) Mo yCMOTPEHHIO OPTaHU3AIIH.

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 IPOCTABIISETCSI CO BTOPOI 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 OIS,

3) B HIKHEM TI0JIE CIICBa,;

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 ¢ BOCTIPOM3BEICHUEM MTOPTPETOB JOJKHOCTHBIX JIHII;

4) Bce OJaHKH.

3ansitue 5. Paznen 2. CoctaB ¥ BUABI JOKYMEHTAIIMU KAJAPOBOil CJIy:K0bI (2 yaca)

Tema 1. Cucrembl fo0KyMeHTAIMH (2 Yaca)

3amanne 1. Ilpaktnueckas paborta: odopmiieHue pestome, aBTooHorpaduu,
XapaKTEPUCTUKH, PACHIUCKH, IPEJICTABIICHUS], PEKOMEHIAIINH

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, HOAIKCH 3asBUTEI,
JlaTta COCTaBIICHUS;
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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 3aKOHOAATENBCTRY;

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 YYéTHBIM JOKYMEHTOM Pa0OTHMKA U MMeeT YHH(PHUMPOBAHHYIO (hopmy -
a) T-1,

6) T-2;

B) T-3.

8. XapakTepuCcTHKA - 3TO...

a) opHULINATBHBIA TOKYMEHT, KOTOPBHIA BbIJAET aJAMHUHUCTPALUS HPEANPUITHAS CBOEMY COTPYIHHKY IPH PEILICHHH LEJOro psja
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, MOATBEP:KAAIOIHUM TPYAOBYIO JeSITEIbHOCTh M TPYAOBO# CTaK padOTHHKA, Ha3bIBaeTCs
a) TpyJOBast KHUKKA;

0) NTM4Has KapTOuKa;

B) TPYIOBOI TIOTOBOP.

3ansitue 6. Pasnen 3, 4. Knaccudukanusi NOKYMEHTOB IO JIMYHOMY COCTABY.
YuuduuupoBanubie (popMbI NEPBHYHOM Y4YETHOM [JOKYMEHTALMM M0 YYeTy KaJApoB.
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. CroenuanabHble EPCOHAIBHBIE TAaHHBIE - ITO

A) cBefleHUs, KOTOPBIC XapaKTepU3YIOT (U3MOJOTHUCCKUE U OHMOJOTHMYSCKHEe OCOOCHHOCTH YeJIO0BEKa, Ha OCHOBAHHUH KOTOPBIX
MOJKHO YCTaHOBHUTB €T0 JINYHOCTB;

b) nannble, kacarouiuecs: pacoBOi, HALIMOHAJILHOM MPHHA/IJICKHOCTH, TMOJUTHYECKUX B3IIISI0B, PETUTHO3HBIX HIH (GHUIOCOPCKUX
yOeXKIIeHHH, COCTOSHUS 30POBBSI, HHTUMHON KU3HU;

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, HAIMOHATIBHOMN MPUHAMICKHOCTH, TOJATHYSCKUX B3TIISI0B, PETUTHO3HBIX HITH (GHIOCOPCKUX
yOeKAeHMI, 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 kogexkca mnmpegycMoOTpeHa OTBETCTBEHHOCTH VIS JIMI, KOTOPbIe HAPYIIAIOT HOPMBI
00padoOTKHU M 3alUTHI EPCOHATbHON MH(pOpMaLK:

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) Bapuante A u b.

7. K yroJioBHOM 0TBETCTBEHHOCTH MOKHO IIPUBJIeYb 3a:

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

Bb) OTka3 nmpenocTaBuTh TOKYMEHTHI HIIM MaTepHalbl, 3aTparuBaloIlie paBa U CBOOOAY TPaXKIaH, B pe3ylbTaTe 4ero HHTEpecaM
(u3ndeckoro Juma ObUT HaHEeCeH yIepo;

B) Bapuant A u b.

3ananue 2. [IpakTrueckas padora.

Onuimre BUABI OTBETCTBEHHOCTHM M HOPMBI IpaBa 3a HApyILIEHWE IpaBui paboThl ¢
MEPCOHATBHBIMU JIaHHBIMU COIJIaCHO TpymoBoro kozekca PP B yactu mopsiaka Iepenadu
MEPCOHATIBHBIX JAHHBIX.

3ausarue 7. Pa3nen S. [lokymeHTHpOBaHUe IpreMa Ha padory (16 yacos)

Tema 1. [lokyMeHTBI, IpeAbABJIsieMbIe IPH 3aKJIYEHUH TPYAOBOI0 10I0BOpPa

3ananue 1. [IpakTryeckas padora.

CocraBuTh 3asBJI€HUE O MpreMe Ha paboTy. Onucars COCTaB JIOKYMEHTOB C TOUKU 3PEHUS
WHCIIEKTOPA KaIPOBOM CITY>KOBI, MPUJIAraéMbIX K 3asBICHUIO.

3ananue 2. [Ipaktrueckas padora. Odhopmuts rpukasz «O npueme Ha padoTy».

OnwcaTh NOCIIEA0BATEILHOCTh JEUCTBUN MHCIIEKTOpPA KaJpOBOM CITy>KObI 0hopMIICHHUS Ha
pabory.

3anstue 8. Tema 2. Oco0eHHOCTH NOATOTOBKH M 0(popMIIeHUSI TPYIOBOI0 10T0BOPA.

3ananue 1. [IpakTudeckas pabora. OnucaTh OCHOBHBIEC TyHKTHI TPyn0BOTrO TOTOBOpA.

3ausaTue 9. Tema 3. Ilpuxa3 o npueme Ha padoTy

3ananue 1. [IpakTudeckas paborta. BHeceHue 3anucu B TpyAOBYIO KHUKKY.

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, YTO TPYIOBOI TOTOBOP CPOUHBIN;

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 pabouynx qHEH co AHS (aKTHUECKOTO JOMYyIIeHUS pabOTHHKA 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 nHEd co mHA pakTHaeckoro nomymeHms paboTHHKA K padoTe.

3. PadoTHuK mocTynaer Ha padoty BnepBble. KTo 10/keH mokynaTh 0J1aHK TPYA0BOH KHHKKH: caM PaOOTHUK WJIH
padoroaartesn?

1) Cam paboTHUK;

2) Pabortonarensb;

3) Bo3moxHbI 00a BapuaHTa.

4, HWmeer 1 npaBo padoroaarens — ¢u3nyecKoe JIMIO, He SIBJSIIOIIMIICS MHINBUIYAIbHBIM NpeANpHHAMATeEEM,
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 umeeT, ipu yCIIOBUH, 4TO paboToAaTeNs IPUHIMAaET pabOTHHKA Ha PabOTy MO0 COBMECTHTEIBCTBY.

5. PadoTHUK MPUHAT HA OCHOBHYIO PadoTy ¢ HCNBITATEIbHBIM CPOKOM 2 Mecsua. PaGoToaaTess BHec eMy 3amuch 0
npuemMe Ha padoTy nocJjie MPoOXokIeHUSI HCILITAHUA. 3AKOHHO JIU 3T0?

1) Her, He 3akoHHO;

2) Jla, 3aKOHHO TIpH YCJIOBHH, YTO UCIIBITATEIbHBINA CPOK HE Ooliee 3 MecsIeB;

3) Ha, 3aK0HHO;

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

6. KoMy u3 mepeuyncieHHbIX HHMKe Pa0OTHHKOB TPY/AOBOE 3aKOHOJaTeJbcTBO P® 3ampemaer ycTraHaB/IMBaTh
HCIBbITAHKE 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 mepedncieHHBIM.

7. Mo:kHO J1M B TPYJOBOM J0roBOpe ¢ padOTHMKOM IPeAyCMOTPeTh eMy OKJIaJl HA NepHoJ] UCNBLITAHUS B MeHbIIEM
pa3Mepe, 4YeM YCTAHOBJIEHO B IUTATHOM PACHHMCAHMH M0 3TOM J0JKHOCTH?

1) Ha;

2) Her;

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

4) Jla, ecniu UCTIBITATENBHBIN CPOK HE OOJiee TBYX HEAECIb.

8. KTo M3 mnepedyucjeHHBIX HHKe PAGOTHHKOB MHOMIEKHMT 00513aTeJbHOMY NpeIBAPUTEIbHOMY MeIUIMHCKOMY
OCMOTPY NPH 3aKJI0YeHHHU TPYI0BOro A0roopa?

1) JIuma, He mocTurmme Bo3pacTa 18 ner;

2) PaboTHUKH, 3aHATHIE Ha paboTax ¢ BPEAHBIMH U (WIIM) OMACHBIMH YCIIOBHSIMH TPyZa (B TOM YHCJE Ha TOA3EMHBEIX padorax), a
Taxke Ha paboTax, CBA3aHHBIX C ABMKEHHEM TPAHCIIOPTa;

3) PaboTHnKHM OopraHM3anyii MHUIIEBOH MPOMBIIIIIEHHOCTH, OOIIECTBEHHOTO MUTAHUS U TOPTOBIIH, BOAOIPOBOJHBIX COOPYKEHNUH,
MEIMIMHCKUX OPTaHU3AINH U JETCKUX YUPEKICHHH;

4) Bce nepednciieHHBIC BEIIIE.

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 ¢ OJJHOT0 CTPYKTYPHOI'O NMOJpa3/iesieHdsi Ha padoTy B pyroe cTPyKTypHoe MoApa3aesieHle, He CIPAIINBasi 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 NpM npueMe PadOTHMKA NMOPYYHTH PAGOTHUKY JONOJHUTENbHYI0O padoTy MO APYroid AOJKHOCTH 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 ycroBum, 4To pabOTHUK pabOTaeT HE Ha YCIOBHSIX COBMEIICHHS.

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) Ia, eciit OH He paboTai B TOCYAapPCTBEHHBIX CTPYKTYPax;

3) Her;

4) Ja.

12. MoxHO JM He YyKa3bIBaTh pa3Mepbl OKJIAJ0B B TPYAOBBIX J0r0BOpax N0 NPHYHHE TOr0, 4YTO OHH YACTO
H3MEHSAIOTCA?
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1) MosHO, 3T0 He 00s3aTeIbHOE YCIOBHUE JJISl BKIIOUCHHS B TPYJAOBOM JOTOBOD;

2) Henp3s1, 3T0 00s3aTEIHHOE YCIOBHUE JIJISI BKIIIOYSHHS B TPYJOBOW JOTOBOD;

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

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

13. B TpynoBom koaexce P® mepeuunciieH psig 00a3aTeIbHBIX I BKIKOYEHHs B TPYAOBOii 10roBop ycjaoBuii. Cpeaun
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 forosopa coryacuo TK P® romkHo moarBep:RIaThCs MOANKUCHIO Pa00THHKA:

1) Ha sx3eMmuisipe TpyZOBOTO JOTOBOPA, XpaHAIMIEMCS y paboTOAATENS;

2) Obs13aTeNnbHO Ha JIBYX 3K3EMIULIPaXx;

3) D10 HE BaXKHO.

15. B TpyaoBoM qoropope He MpoNHcaIu ycJoBHe 00 HCIIBITAHUM Pa00THUKA. SIBJIsieTcs 1M 3TO HApPyLIEeHHeM 3aKOHAa?
1) Ha;

2) Her;

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

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

3ansaTue 10. Tema 4. JInyHasi KapTOYKa pa0OTHHKA

3apanue 1. Ilpaktdeckas pabota. 3amosHeHHe OlaHKa JMYHOM KApTOUKH COTPYIIHHKA
(bopma T-2).

3ausarue 11. Tema S. Yuer padouero Bpemenu

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

3anstue 12. Tema 6. /IokyMeHTbI 110 y4eTy pad0o4yero BpeMeH!

3amanue 1. [lpaktuueckas pabora. 3anojHeHHe YHU(MUIIMPOBAHHOW (DOPMBI IITATHOTO
pacrcanus (T-3).

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

3ananue 1. Ilpaktnueckas pabora. OopmieHue npukasza o npueMe Ha padboty (hopmbl
T-1 u T-1a). Odopmiienue nmpukasa o nepeBojae padoruuka (popmer T-5 u T-5a).

3aganue 2. Tect. [locraHOBKa HA BOMHCKUU y4ET.

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

A)tonbko B Boopyxénnsrx Crnax PO;

B)B Boopyxxennsix Cuinax 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) mou€TtHbIN JoaT rpaxaaH Poccuiickoii Deneparu ¢ opyXHeM B pykax 3ammuimaTrh cBo€ OTeuecTBO, HECTH CIYKOy B psaax
Boopyxénnpix Cuil, IpoXoIUTh BHEBOWCKOBYIO ITOJIrOTOBKY M BBITIOJIHATH APYrHe CBI3aHHBIE C 000POHOH CTpaHbl 0053aHHOCTH;
B) npoxoskneHne BOeHHOW ciTyObl B MUPHOE M BOGHHOE BpeMsi, J0OpOBOJIbHAS MOJIrOTOBKA K ciryx0e B BoopykéHubIx 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) BomHCKMiT 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 IPaBOTIOPSIKA.

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, Bpauu-CIIEIUATUCTBI;

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

B) 3amecturens BOGHHOTO KOMEcCcapa paioHa, CIIEHHAIUCT 110 Mpod. MCUXOIOTHYECKOMY 0TOOpY, CeKpeTapb KOMUCCHH, BpadM-
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 ocyniecTBJ/isieTcs IePBOHAYAJIbHAS MIOCTAHOBKA HA BOUHCKUM YYET IpaskiaH MYKCKOro noja?

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 JOCTHKEHUS MU Bo3pacTa 17 yer.

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 KOMHUCCAapHaTa ¢ HapyIICHHEM YKa3aHHOTO CPOKa (OIO3AaHUEM) IO YBAKUTEILHOW MTPHYNHE,
MOATBEPKIEHHOHN TOKYMEHTOM;

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

Bansitue 14. Paznen 7. Ornyck. Tema 1. [IpaBuia npegocraBieHHsi 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. ZKypHaubl
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;

26



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.

I1l. YYEBHO-METOJUYECKOE OBECIIEYUEHUE CAMOCTOSATEJBbHON
PABOTbBI OBYYAIOIIUXCA

VY4eOHo-MeToAMYECKOE O00€CIeYeHHE CaMOCTOSITENIbHOM paboThl OOyyaromuxcs o
muctumnHe «KanpoBoe genonpon3BoactBoy npeactasieHo B [Ipunokennn 1 u BKimtoyaeT B
ceost:

— IepeyeHb 3aJaHui ISl 3aKPETICHUs TPAKTUUYECKUX HABBIKOB 10 KypCy AUCLUIIINHbBI
Ha BBIOOp CTY/ACHTa B paMKaX MPUMEHEHHs TEXHOJIOTUN WHIANBUAYAIBHON 00pa30BaTebHOM
TPACKTOPHH;

— XapaKTEepPUCTUKY 3aJaHUi 11 CaMOCTOSITENIbHOW paboThl 00yYaroluxcsi U
METOUYECKIE PEKOMEH/IAINHY TI0 UX BBITTOJIHEHUIO;

— TpeOOBaHUsI K NPEJICTaBICHUIO U O(OPMIIEHUIO PE3yJIbTaTOB CaMOCTOATEIbHOU
paboThI;

— KPpUTCPHUH OLICHKH BBIIIOJIHCHHA CaMOCTOSITEJIbHOM pa6OTBI.
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IV. KOHTPOJIb JOCTUXKEHUS LEJIEH KYPCA
MPEICTABJIEH MEPOIIPUATUSIMUA PEUTUHI -TIJIAHA OCBOEHMUSI

TV CHUILIAHBI

Kontpo
JIMpyeMble
pasaeinl/
TeMblI

Koabl 1 yTansl
DopMUPOBaAHNS
KOMIIeTeHIINH

OueHoYHBIE CPeICTBA

Texymmit
KOHTPOJIb

IIpomexyTou
Has
arrecraums

Pazmen 1

Pazgen 2

Paznen 3

I1K-12

3HaeT OCHOBHI pa3pabOTKU U BHEAPEHUS
KaJIpOBOM YIIpaBJIIEHYECKOH TOKYMEHTALIUH,
ONTUMHU3ALNIO IOKYMEHTOO00pOTa U CXEM
(YHKIMOHATBHBIX B3aMMOCBSI3€H MEX1y
MO/Ipa3IeICHUs MU, OCHOBBI pa3paboTKu U
BHEJPEHUS IPOLEAYP PETYIUPOBAHUS
TPYZIOBBIX OTHOIIEHUI W COITPOBOKIAOILIEH
JIOKYMEHTalluu

[IpakTrueckas
pabora;
Tecr I1P-1

Bonpocel  k
sK3ameny 3, 4

YmeeT pazpaboTaTh U BHEIPUTH OCHOBBI
KaJpOBOM YIIPABICHYECKOW IOKYMEHTALIUH,
ONTUMU3HPOBATH IOKYMEHTOOOOPOT U
cXeMblI ()YHKIIMOHABHBIX B3aMMOCBSI3EH
MEXy MOapa3AeIeHUSIMHU, OCHOBBI
pa3paboOTKU U BHEAPEHUS TPOIICAYP
pEryIupoBaHus TPYIOBBIX OTHOIICHUN U
CONPOBOXKAAIONIEH JOKYMEHTALMU

Tect I1P-1

Bompocer  k
3K3aMeHy 5,
6, 29

Brnazneer ocHoBaMu pa3pabOTKU U BHEIPEHHUSI
KaJpOBOM YIIPABICHYECKOW TOKYMEHTAUH,
ONTUMHU3ALMEH JOKYMEHTO000POTa U CXEM
(YHKIMOHATBHBIX B3aUMOCBSI3€H MEXTY
MO/Ipa3IeIeHUsIMUA, OCHOBaMH pa3pabOTKU U
BHEJIPEHUSA IPOLENYD PETYIUPOBAHU
TPYZIOBBIX OTHOIIEHUI U COMTPOBOKIAOILIEH
JOKYMCHTAIUU

Tect I1P-1

Bompocer  k
3K3aMeHy 7,
8,9, 28

Pasnen 4

Paznen 5

I1K-13

3HaeT KaJpoBOE JEIONPOU3BOACTBO U
APXUBHOC XPaHCHUC KaJPOBbIX JOKYMCHTOB
B COOTBETCTBUH C JCHCTBYIOIUMU
HOPMAaTUBHO-IIPABOBBIMU aKTaMH, OCHOBEI
KaJpOBOI CTATUCTUKHU, HABBIKA COCTaBJICHUS
KaI[pOBOfI OTYECTHOCTH, a TAK)XXC HaBbIKU
O3HAaKOMJICHHUsI COTPYJHUKOB OPTaHU3aLUHU C
KaJpOBOM TOKYMEHTALUEN U
JNENCTBYIOLIUMH JIOKaIbHBIMHU
HOPMAaTUBHBIMH aKTaMH, KaK 00eceunTh
3aILUTY IIEPCOHAIBHBIX JaHHBIX
COTPYJIHUKOB

IIpaxTrueckas
pabora;

Tect I1P-1;
Tect I1P-1

Bompocer  k
sk3ameny 10,
11,12, 13

YMeer BecTH KaJpoBO€E ACIONPOU3BOACTBO U
OpraHU30BBIBATh APXUBHOE XPAHECHUE
KaJIpOBBIX JJOKYMEHTOB B COOTBETCTBUHU C
JNEUCTBYIOIMMH HOPMAaTUBHO-TIPABOBBIMU
aKTaMH, [10JIb30BaThC OCHOBAMHU KaJIpOBOM
CTaTUCTUKH, COCTABJIATH KAIPOBYIO

IIpaxTnueckas
pabora;
IIpaxTnueckas
pabora;
[IpaxTrueckas
pabora;

Bonpocer  k
JK3aMeHy 14,
15, 16, 17
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OTYETHOCTD, 4 TAKXKXEC O3HAKOMUTDH

[IpakTnueckas

COTPYZHUKOB OpTaHU3aIH C KaJpOBOH pabora;
JOKYMEHTAaIMEH U IeHUCTBYIOINMU Tect I1P-1;
JIOKaJIbHBIMU HOPMATHUBHBIMU aKTaMH, [IpakTuueckas
00ecneunTh 3alUTy NEPCOHAIBHBIX JaHHBIX | padoTa;
COTPYIHUKOB [IpakTnueckas
pabora

6. | Pasmen6 Bnaneer ymenuem Bectu KajpoBoe [Ipaktuueckas | Borpocsl  k
JEJIONPOU3BOJICTBO U OPraHU30BbIBATh pabora; sK3aMeHy 18,
apXMBHOE XpaHEHUE KaJpoBbIX AokymeHToB | Tect [1P-1 19, 20, 21
B COOTBETCTBUU C ACHCTBYIOLIUMU
HOPMAaTUBHO-TIPABOBBIMU aKTaMH, 3HAHUSIMU
OCHOB KaJpOBOM CTaTUCTUKU, HABBIKAMH
COCTABJICHHUS KaJpOBOW OTUETHOCTH, a
TaKKe€ HABbIKAMU O3HAKOMJICHUS
COTPY/ZHUKOB OpTraHU3aIH C KaJpOBOU
JOKYMEHTAUMEW U IEUCTBYIOIUMU
JIOKaJIbHBIMU HOPMAaTHBHBIMU aKTaMH,
yYMEHHEM 00€CIIeYUTh 3aIIUTY
MEPCOHAJIBHBIX TAHHBIX COTPYTHUKOB

7. | Paznmen7 [IK-19 | 3naer ocHOBbI pa3zpabotku u BHenapenus | [Ipaktuueckas | Bompocelr  k
npo¢eCCHOHATIBHBIX, B TOM  yucie | pabora; 9K3aMeHy 2,
KOPIOPaTHBHBIX CTaHAApTOB B obOnactu | CuryanuonHas | 22, 23, 27
YIIpaBJICHUS] IEPCOHATIOM 3a/1a4a

8. | Pazmen 8 Ymeer COCTaBJIATH OIIMCAHUS u | [Ipaktuueckas | Bompockl  k
pactpenenats GQyHKIUU U (YHKIIMOHAIBHBIC | paboTa; JK3aMeHy 24,
00s3aHHOCTH  COTPYOHUKOB, a  Takxke | [Ipaktuueckas | 25, 26, 30
GyHKIMK TOApa3JesieHHii pa3HOro ypoBHs | paborta
(xapThI KOMITIETECHIIHH, JOJKHOCTHBIE
WHCTPYKIIUH, MTOJIOKEHUS 0
MO/Ipa3/IeNICHUSIX )

9. | Pazmen 9 Brnazneer 3HaHnEeM OCHOB pa3pabOTKH U [Ipaktnueckas | Borpocsl K
BHEJPEHUS MPo(decCHOHATBHBIX, B TOM paborTa; sK3aMeny |1,
YHUCJIe KOPIIOPATUBHBIX CTaHAPTOB B Tect I1P-1 2,31, 32

00JIaCTH yIpaBJIeHUs IEPCOHAIIOM, YMEHUEM
COCTABIISITh OMUCAHUS U PacIIpeieNsiTh
¢GbyHKIMU ¥ QYHKIIMOHAJIbHBIE 00S3aHHOCTH
COTPY/IHUKOB, a TaK)Ke (QyHKIIHA
MOJIpa3/ieNieHuil pa3HOro YpOBHS (KapThl
KOMIIETEHIIHH, JOJDKHOCTHBIE HHCTPYKITHH,
MIOJIOKEHMS O MOJIPA3/ICIEHUSIX)

KonTposibHble 3anaHus,

MCTOJUYCCKHUEC MaTCpHUallbl,

OIIPENEIAIOINE TPOLEAYPBI

OIICHUBAaHUS 3HAHWUW, YMEHHUI U HABBIKOB U (MJIM) OMbBITA IESITEIBLHOCTH, & TAK)KE KPUTEPUU U

ITOKAa3aTCJIn, H€O6XOI[I/IMBIC JJIA OOCHKH 3HaHHﬁ, YMGHHﬁ, HABBIKOB H XapPaKTCPHUIYIOIIHC

aTarnbl GOPMHUPOBAHUS KOMIIETCHIIMI B MPOIIECCE OCBOCHUS 00pa30BaTEIbHOW MPOTrpaMMBI,

npeacTasiieHbl B [Ipunoxenuu 2.
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V. CIIMCOK YYEBHOM JINTEPATYPHI U TH®OPMAIIMOHHO-
METOANYECKOE OBECIIEYHEHHUE JUCIHUIIIINHBbI
OcHoBHas JuTeparypa

1. OcHOBHI AenONpPOU3BOACTBA: YueOHOe mocobue / A.M. AcamueB, M.1I. MupoHoBa,
E.A. Kocapesa, I'I. BykoBmu. - M.:. HHUI][ HNHOPA-M, 2014. - 144 c.
http://znanium.com/catalog.php?bookinfo=443541

2. Kysnenos, U. H. JlenonpousBoactBo [DneKTpoHHBIN pecypc] : YueOHO-cripaBOYHOE
nocobue / U. H. Ky3nenos. - 6-¢ uzz., mepepad. u jgom. - M. : U3garenbcko-Toproas
KOpIiopanus «JlamkoB u K, 2013. - 520 C.
http://znanium.com/catalog.php?bookinfo=414939

3. Kysnenos, 1. H. JlenoBoe muchMo [DIeKTpoHHBIM pecypc] : YueOHO-cpaBOYHOE
nocobue s 6akamaBpoB / M. H. Kysnenos; ABt.-coct. M. H. Ky3nenos. - 5-¢ uzn. - M.:
N3 natenscko-Topronas Koprioparus «JlamkoB u K®», 2013. - 196
c. http://znanium.com/catalog.php?bookinfo=415309

4. JlokyMeHTaIlMOHHOE oOecIieueHue ympaBlieHusA: YdeOoHoe mocooue / E.B. I'maguii. -
M.: 410 PUOP: HUI] Nudpa-M, 2013. - 249 c.
http://znanium.com/catalog.php?bookinfo=304633

5. Texuuueckue cpencta ynpasinenus: YueOnuk / M.K. Kopuees, I'.H. Kcanpomnyno. -
M.: UHO®PA-M, 2010. - 200 c. http://znanium.com/catalog.php?bookinfo=187114

6. JlokymMeHTallMOHHOE OOeCIieueHue YIpaBJICHHUS (ICIOMPOU3BOACTBO): YdU. moc. /
T.A.beixoBa, T.B.Ky3uenona, 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: Yueb6. / T.A.beixkoBa, JI.M.Bsmoa wu gp.; Ilog pen.
T.B.Ky3nenoBoit - 3 wm3x., mepepad. m mom. - M.. HUL[ Huadpa-M, 2013 - 364c.
http://znanium.com/catalog.php?bookinfo=395908

2. llenonpounsBoacTBo: YuedbHoe nocodue / E.H. bacosckas, T.A. beikoa, JI.M. Bsiiosa,
E.M. EmsbiieBa; [Tog o6mr. pen. T.B. Kysuenosoii. - M.: ®opym: HULl 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'. ®a6puunos; ox pea. npod. H. H. Kynsesa. - M.: Jloroc, 2012. - 352 c.
- (HoBas yauBepcureTckas oubmuoreka). http://znanium.com/catalog.php?bookinfo=469013

4. JlokyMeHTaIlMOHHOE oOOecreueHue JAenoBoro ooéOmeHus: YdedbHoe mnocodbue / JI.C.
KopooGeiinukoBa, O.M. Kynprommna; Ilox pen. Jd.A. EnnoBuukoro. - M.: Maructp, 2011. -
302 c.: http://znanium.com/catalog.php?bookinfo=244969

5. BacunwseBa U. H., I'ankuna JI. A., I'puropoBuu /. b. Opranuzanus 1enonpou3BoicTBa
U MEPCOHAIIBHBIM MEHEIKMEHT: MPUMEHEHNE KOMIBIOTEPHOI'O TPEHUHTa: yueOHOe ocooue
11 By30B. — M.: By3oBckuit yuebnuk , 2009, 103 c.
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6. TOCT P 51141-98. Jlenonpous3BOACTBO U apXUBHOE Je0. TepMUHBI U ONPEICICHHUS.
— Bgen. 1999-01-01. — M.: T'occranaapt Poccuu: MU3n-po crangaptos, 1998.

7. KazakeBuu T.A. JIoKyMeHTalIMOHHBIN CEpBUC : ydeOHOE mocoOue sl By30B. — M.:
Axanemus , 2010, 159 c.

8. Kapcerckas E.B. KanpoBeiii g0kymMeHTOOOOpOT. JloKalnbHbIE HOPMATHBHBIE AaKThI,
KOTOpPBIE IPOBEPUT TpyoBast uHcnekuus. — M.: AiiCu I'pynm, 2011, 168 c.

9. KupcanoBa M. B., AkcenoB HO.M. Jlenonpou3BoJACTBO Ha MaJIOM MPEINPHUSTUH:
[yueb.- mpakT. mocobue]. - M.: Omera-JI, 2009, 247 c.

10.Kopuees U K., [Tmenko A.B. YnpaBienne qokymMmeHTaMu: y9eOHUK IS BYy30B. — M.:
NH®PA-M, 2009, 299 c.

11.Ky3nenos W.H. Jlenonpon3BoAcTBO: yueOHO-cIipaBO4HOE mmocodue. — M.: JlamkoB u
K, 2009, 519 c.

12.MutpodanoBa B. B. Odopmusiem kaapoBble AOKyMeHTH.. HacTonmpHas KHHra
npaktuka. — M.: Ansda-Ilpecc, 2010, - 320 c.

13.ITmenko A. B. JlokyMeHTannoHHOe oOecrieueHue ympaBieHus. — M.: Akaaemus,
2009, 176 c.

14.TTmenxo A. B., Jloponuna JI. A. JlokyMeHTallMOHHOE OOeCIeUYCHUE YIIpPaBIICHHUS.
[IpakTukym. — M.: Axkanemus, 2012, 160 c.

15.Pa3nopoxksbiii A. A. JIOKyMECHTUPOBAHHUE YIIPABICHUYCCKON JCATCIBHOCTH: YUCOHOE
rmocooue. — M.: UIHOPA-M , 2009, 303 c.

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

17.Tuxomupona JI. B., Tuxomupor M. lO. IOpuguueckuii cnpaBOYHUK MO padoTe ¢
kaapamu. — M.: U3ganue Tuxomupona M. 1O., 2012, 416 c.

18.®ununoBa M. M. JIokyMEeHTHPOBAaHHUE YMPABICHUYECKOW ACSITEILHOCTH: MPAKTUKYM:
yuebHoe nocobue aiist By30B. — M.: Acnekt IIpecc, 2009, 127 c.

Ilepeyennb pecypcoB HH(OPMANMOHHO-TEJIEKOMMYHUKANUOHHOU ceTH «AHTEpHED)

1. DaexrponHas OubiroTeka u 0a3bl JanHbix IBDY . hitp://dvfu.ru/web/library/elib

2. DnekTpoHHO-OMOIHMOTEeUHas cucteMa «Jlanwy http://e.lanbook.com

3.  DOnextpoHHO-OMOMMOTEUHas cuctema «Hayuno-uznarensckoro nenrpa MHOPA-

M http://znanium.com

4.  DnekTpoHHO-OMOMMoTeuHas cucrema bubdanoTex. http://www.bibliotech.ru

5. DIekTpoHHBIN KaTaJoT HaydyHOU Onbmmoreku JIBDY http://ini-
fb.dvgu.ru:8000/cqi-bin/gw/chameleon
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http://dvfu.ru/web/library/elib
http://e.lanbook.com/
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6. Hayunas 6ubnmnorexa KubepJlenmnka: http://cyberleninka.ru/

Ilepeyens HH(POPMALTMOHHBIX TEXHOJIOIHH
U MPOrPaMMHOI0 o0ecreYeHnst

Microsoft Word
Microsoft Excel
Microsoft PowerPoint
Microsoft Publisher

Koncynerantllntoc / 'apanT

o ok w0 D

Microsoft Internet Explorer/ Mozilla Firefox/ Opera

VI. METOANYECKHUE YKA3AHUS ITO OCBOEHUIO TUCHUIIJIMHBI
Pexomenoayuu no nianupoeanuio u Op2anu3ayuu 6pemeHu, 0needeHH020 Ha
u3yueHue OUCYUNIUHbI

[ImanupoBaHre — Ba)XKHEWINAsI 4YepTa YEIOBEUECKOW JAECATEIIbHOCTH, OJWH U3
XapaKTEepHbIX, 00513aTENbHBIX MPU3HAKOB YEJIOBEUECKOT0o TpyAa. [ opraHu3auy clioXHON
y4eOHOH JESATENbHOCTH OYeHb J(P(EKTUBHBIM SBISETCA HCIOJIb30BAHUE CPEACTB,
HAMTOMUHAIONIMX O CTOSIIMX TEepel HaMM 3ajJadax, MX IOCJIeI0BATEIbHOCTH BBIMOIHEHUSI.
Takumu cpeacTBaMM  MOTYT ObITh  MOOWIIBHBIM — TeleOH, UMEIIUNA Mporpammy
opraHaizepa, BKJIOYAIOLIErO0 OYIWJIbHUK, KajJeHAapb W CHHCOK JeJ; TalMephl,
HAlIOMUHAIONIME O BBIMOJHEHUW 3aJaHU 10 AWCIHUIUIMHE, KOMITBIOTEPHBIC MPOTPaMMBbI
COCTaBJICHUSI CIIMCKA JIEJ1, BBIJCIISIIONINE CPOUYHBIEC U BaXKHBIE JIETIa.

CocraBiieHue cnucka Jiel — MepBbI 1mar K opraHu3ainuu BpeMeHH. CIUCOK UMEET TO
OPEUMYIIECTBO, YTO TIO3BOJIIET BHUJAETh BCIO KapTHMHY B LEJIOM. YTOPSIOYEHUE,
KJ1accu(ukanus e B CUCKE — BTOPOM 1Iar K OpraHU3alui BpEMEHH.

PerynsipHocTh — mepBoe yciioBHE TMOMCKOB Oojiee 3(PGEKTUBHBIX CHOCOOOB PaOOTHI.
PexomMenayeTcst BRIOpaTh OMH JACHb HEACTH NIl PEryJSIPHON MOATOTOBKH IO TUCITUTLIAHE.
PerynsipHocTh HE MPOCTO MO3BOJISIET MOATOTOBUTHCS K NIy, OHA CO3/1a€T HACTPOM Ha ATO

JIeJ10, TI03BOJISIET BBIPA0OTATh MpPaBUJIa BHITIOJIHEHUS Jiefia (HampuMep, CHavajia mpopabdoTka
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MaTepuaa JIeKIUY, y4eOHNKa, YTeHHE IEPBOMCTOYHHKA, 3aTEM BhIACNICHUE U (PUKCUPOBAHUE
OCHOBHBIX UJIEH B TETPaan).

UtoOBI 00JIErYnTh BBHIMOJIHEHUE 3a/1aHUI, HEOOXOJUMO ONPEIETUTh BPEMEHHBIE PAMKHU.
ExeHenenpbHass NOArOTOBKa Mo AucuuiuinHe «KaapoBoe [nenonpou3BOJCTBO» TpeOyeT
BpEMEHHBIX 3aTpaT. YeTkoe QuKCHpOBaHUE MO BPEMEHHU PETYJSPHBIX €], 3aKperyieHue 3a
HUMH OJHUX M TE€X K€ YAaCOB — BAXKHBIM IIar K OpraHu3anuu BpemeHu. lIpu yuere BpeMeHH
HA/J0 TTIOMHHUTH 00 OCHOBHOMW IEIM paIllMOHATU3ALMU — TOJYYUTh HAHOONbLINI >PPeKT ¢
HAaUMEHBIIMMHU 3aTpaTaMd. YUYeT — JIMIIb CPEACTBO JJISI PELICHHUS OCHOBHOW 3a/1auu:
COKOHOMUTH BpEMSL.

[Io MHEHHIO CHIENUANTKMCTOB MO MCUXOJOTUH, BaXKHOCTh IJIAHUPOBAHMS U BBIITOJIHEHHUS
nen oOyCIIOBIMBAETCA TAaKXKE TEM, YTO y HAC HAKAIUIMBAIOTCA Jiela, 3aJaydl WIM HJIEH,
KOTOpBIE MBI HE peajn3yeM, OTKJIAJIbIBAEM Ha IMOTOM — BCE 3TO HETaTUBHO CKa3bIBA€TCS Ha
HallleM BHYTPEHHEM COCTOSIHUU B LIEJIOM.

Baxnass ponp B opraHuzanuu y4eOHOW JESTENBHOCTH OTBOJUTCS Mporpamme
JUCUUIUIMHBI, JAIOIIAsl MPEACTaBICHUE HE TOJBKO O TEMAaTUYECKOM MOCIEA0BATEIbHOCTU
M3YUYEHHUs Kypca, HO U O 3aTpaTax BPEMEHH, OTBOJMMOM Ha M3Y4YEHHE Kypca. ¥ CIEIIHOCTh
OCBOEHHMSI TUCUUILIMHBI BO MHOTOM 3aBUCUT OT IPABUJIBHO CIUIAHUPOBAHHOI'O BPEMEHU MpU
CaMOCTOSITENIbHOM MOJATOTOBKE (B 3aBUCHUMOCTH OT CHELHMAIbHOCTH OT 2 — 3 710 5 4yacoB B
HEJISTTIO).

Pexomenoayuu no padbome c r1umepamypoi

Haubosnee npeanouTuTenbHa MOdTAITHAS TOCIEI0BATEILHOCTH B pabOTe C JIUTEpaTypoOH.
Ee M0OHO npe/icTaBUTh B BUAE CIEAYIONIEr0 NPUMEPHOI0 aIropuTMa:

— O3HaKoOMJICHHE ¢ pabouel mporpaMMmoil y4eOHOW JUCHUIUIMHBI U METOJANYECKUM
COIIPOBOKJICHUEM U3YUYEHUSI TUCIUIUINHBI,

— HW3Yy4YEHHUE OCHOBHOMW yueOHOH JIUTEepaTyphl;

— npopaboTKa JOTOJHUTEIIBHOU (Y4eOHOM 1 Hay4YHOM ) JTUTEPaTypPHI.

B xone uTeHus oueHb MOJIE3HO, XOTS U He 00s3aTelIbHO, JeNlaTh KPaTKUe KOHCIEKThI
MPOYUTAHHOTO, BBIMUCKH, 3aMETKH, BBIIEIATh HESICHBIC, CIOXHBIE I BOCHPUSTHUA

BOIPOCHI. B 11e15X nposiICHEHUS MOCTAETHUX HY>KHO 00paIiaThCs K MpernoiaBaTeio.
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HactoarensHO pexoMmeHIyeTcss u30eraTh MEXaHWYeCKOro 3ay4yduBaHUs y4eOHOro
matepuana. [Ipaktuka yoeuTenbHO MOKa3bIBACT: cCaMbiM 3(PGEKTHBHBIM CIIOCOOOM SIBIISICTCS
HEe «3yOpexka», a TiyO0oKoe, TBOPUECKOe, CAMOCTOSITEIbHOE MPOHUKHOBEHUE B CYIIIECTBO
U3y4aeMbIX BOIIPOCOB.

HeobxoanmMo BeCTHM CHCTEMATHUYECKYIO KaXKJIOJAHEBHYIO pabOTy HaJl JUTEpaTypHBIMU
ucrtounukamu. O0beM HH(pOpPMalUU MO KYypCy HACTOJIBKO OOMIMPEH, YTO UM HE yAaeTcs
OBJIAJIETh B «IIOCJIETHUE JHU» TIEPE]] CECCUEl, KaK Ha 3TO MHOT/Ia PACCUUTHIBAIOT HEKOTOPHIE
CTYJICHTBI.

CrnenyeT BOCIUTHIBATh B ce0€ YCTAaHOBKY Ha MPOYHOCTb, JOJITOBPEMEHHOCTh YCBOCHUS
3HaHUU 1o Kypcy. Hamo moMHUTB, 4TO OHU TOTPEOYIOTCS HE TOJIBKO M HE CTOJBKO B XOJI€
KypCOBOTO 3aueTa, HO — 4YTO OCOOEHHO BaKHO — B MOCIEAYIOIIEH NpoQecCHOHANIbHON
JeSITEIBHOCTH.

JlutepaTtypa umeercs B OMOIMOTEKE YHUBEPCUTETA.

[Tpu pabote ¢ yueOHOM U HayYHOM JTUTEPATypPON MPUHIMIIUAIBLHO BaKHO IPUHUMATh BO
BHUMaHue MOMeHT passutus. Kypc «KaapoBoe nenonpou3BoACTBO», KaK M OOJBITHHCTBO
IpYTUX AMCLUMIUINH, HE SIBJIETCS U HE MOXET SIBISTbCS HAOOpOM HEKUX pa3 M HaBcerja
YCTaHOBJICHHBIX MCTUH B TOCJEIHEH WHCTAHIMH. B yCIOBHSX YCKOPSIOIIETOCS CTapeHUs
uHpopMaluu ydeOHbIe, BIOPOYEM, KaK M HayyHble, M3JaHMs, JAJIEKO HE BCErJa MOTYT
MIOCTIEBATH 32 HOBBIMHU SIBJICHUSIMU M TEHJEHIUSIMH, TOPOKIaEMbIMH IPOLIECCOM UHHOBALIUU.
OmyTrMoe 0TCTaBaHHWE XapaKTePHO U JUISI MHOTHX IyOJIHMKaINii, CBSI3aHHBIX C KypcoMm. Benap
UX HEBO3MOXKHO, Ja)X€ IO YHCTO TEXHUYECKUM MpPUYMHAM, HE TOBOpPS YK€ O JAPYrux,
€KEToTHO OOHOBIIATH M Mepen3aaBaTh. B CBA3M ¢ 3TUM B JUTEpaType MO Kypcy CTyIAeHTaM
MOTYT BCTpPEYATHCS TMOJIOKECHHSI, KOTOPHIE YK€ HE BIIOJHE OTBEYAIOT HOBBIM TEHCHIUSM
pa3Butusa. B Takux cimyuasix cienyer, MpOsBIsis HYXXHYIO KPUTUYHOCTb MBICIIH, OMHPATHCS
HE Ha YCTapeBIIUE UJIEH TOTO WJIM IPYroro W3/1aHus, Kak Obl aBTOPUTETHO OHO HU OBLIO, a Ha
HOPMBI, BBITEKAIOUINE W3 COBPEMEHHBIX HW3JIaHUM, WMEIOIIMX OTHOUICHHE K H3Yy4aeMOMY
BOIIPOCY.

B TO xe BpeMs HaCTOWYMBOE MOJYCPKUBAHMEC MOMEHTA Pa3BUTHS BOBCE HE O3HAYaeT
NOJHOW peBM3MM y4eOHOM M HAy4dHOM JMTEpaTypbl, PEKOMEHIyeMOH Mo Kypcy. 3anada

CTyJ€HTa — IPOSIBUTH TIOCTaTOYHO BBICOKYIO HAYYHYIO KYJIbTYPY M HE BIACTh B KPalHOCTH
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KaK OPTOJOKCAJIBHOTO JOTMAaTh3Ma, TaK M 3pAIIHOIO HHUruium3ma. Hayka, Kak H3BECTHO,
pa3BUBAETCSI HE TOJIBKO HAa OCHOBE OTPHUIAHUS, HO U NPEEMCTBEHHOCTH. B »TOoM
HEIMPEPHIBHOM MPOIIECCE MOACPHU3AIMU 3HAHUSL €My, KOHEUHO, OyJIyT OKa3bIBaTh MOMOIIIb
npenojaBaTeiiv, MOCTOSHHO BHOCS COOTBETCTBYIOIIUE U3MEHEHUSI B COJIEpKaHHE yueOHOIO
npoiiecca.

Hakonet, ctygeHT 00s13aH 3HaTh HE TOJIBKO PEKOMEHIYEMYIO JIUTEPaTypy, HO U HOBBIE,
CYIIIECTBEHHO Ba)KHBIC M3/JaHUSI IO KYpCY, BBIIIEAIINE B CBET MOCIE €ro MyOJuKaIuu.

Pekomenoayuu no noozomogke K Ik3ameny (3auemy)

W TOroBeIM KOHTPOJEM NPH HU3YyUYCHUHU IUCHUIUIMHBI «KaapoBoe Aenonpou3BOACTBO»
ABJISIETCA DK3aMeH. [IpuMepHBI mepedeHb BONPOCOB K dK3aMeHy coxaepxkurcs B POC.
VYKkazaHHbIE BONPOCHl MO JTUCHUIUIMHE OOHOBIISIOTCS HA Hadalo y4eOHOro roja, 4To
CIIOCOOCTBYET MOJY4YCHUIO (PYHIaMEHTAIBHONW M CHENUAIbHOM MOJATOTOBKA B 00JIacTH
YIPABJICHUS IEPCOHATIOM.

Pekomennyemble yueOHUKU U CTIeIMANIbHAS JIUTEpaTypa Mpu U3y4eHUH Kypca, UMEIOTCS
B PEKOMEHJIOBAaHHOM CIMCKE JUTEPaATyphl B paboyeil mporpaMme mo JaHHOMY KypcCy, TakKe
WX HAa3bIBAECT CTYJEHTaM IIPENojaBaTelb Ha IEPBOM JICKIIUH.

CTyneHT B LeNAX MOJYyYeHUs KAYECTBEHHBIX M CUCTEMHBIX 3HAHUW JOJKEH HAaYMHATh
NOATOTOBKY K 53K3aMEHy 3aJ0Jro 10 €ro IMpOBEIAEHHUS, IOCPEICTBOM BbIINOJHEHUS
MEPOTIPUATUMN, 3asIBJICHHBIX I U3MEPEHUSI B PEUTUHT-TIJIaHE TUCIUTUTAHBI.

CamocTtosiTenbHass paboTa CTyA€HTa JOJKHA IUIAHUPOBAThCA CTYACHTOM "
CIOCOOCTBOBATH BBHITIOJIHEHHIO 3aIJIAHUPOBAHHBIX KOHTPOJIBHBIX MEPOTIPUITHMA.

Pexomenoayuu no camocmoamenabHoil pabome cmyoeHmos

Opranuzanusi u y4eOHO-METOJUYECKOEe OOECHEeYeHUE CaMOCTOSITEIBHON paboThl
cryaenToB (CPC)

1. Texymass u onepexaromas CPC, HampapieHHass Ha yriyOJieHHE M 3aKperieHue
3HAHWH, a TAK)KE PA3BUTHE MPAKTUICCKUX YMEHUN 3aKITIOYAETCS B:

— paboTe CTYyIEHTOB C JEKIIMOHHBIM MaTepuajoM, TMOUCKE W aHaln3e Y4eOHOU
JUTEPATYPHI U DJICKTPOHHBIX HCTOYHHKOB MH(OPMAITMH 110 U3y4aeMbIM TeMaM JTUCIUILIAHEI;

—  BBINOJIHEHUU JOMAIIHUX UHAUBUYaIbHbIX 3ananuid (U/13);
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— HW3y4YCHUH TEM, BHIHECEHHBIX Ha CAMOCTOSTEIBHYIO MTPOPAOOTKY, AaKTHBHOE y4aCTHE
B WX OOCY)KJICHUH Ha 3aHATHUSX;

— H3YYEHUH TEOPETHUYECKOTO Marepualia, IMOATNOTOBKE IMPE3CHTAMKA U JOKJIajaa C
OIMCAHUEM KAXKJIOTO CJIalJia MO TEME BBICTYIUICHUS,;

— IIOMCKE MPAaBOBBIX AKTOB, KOMMEHTApHUEB CIICLIMAJIMCTOB B CIPABOYHO-IPABOBOU

CHUCTCMC 110 TCMaM BaHSITHﬁ, HWHAUBUAYAJIBHBIX 1 KOJUICKTHUBHBIX 3aﬂaHHﬁ.

Vil. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JIUCIUIIJINHBI
JUia mpoBefeHUsl JEKUMOHHBIX U IPAKTUYECKUX 3aHATUH HEO0OXoAuMa ayJuTopHs,

OCHalllICHHAas MYHLTHMGHHﬁHBIM O60py,Z[OBaHI/ICM.
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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 «KaapoBoe 1e10npou3BoacTBO»
Hanpasaenue 38.03.03 YnpasieHue nepcoHaaiomM
®opMa NOATOTOBKU: OYHAA

BaaauBocToK
2017
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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 73, 9 gacos P p 1p L,
IIOATOTOBKA TECTOB 110 TECTUPOBAHUE; BBIITOJIHCHUE
n30paHHOU TeMe IIPAKTUYECKON pabOThl
N3yuenue TeopeTnyeckon 3acnylnBaHue A0KJIAJ0B U
yacTu Temsl, noaroroska MJ13 IIPOCMOTP IPE3CHTALNY;

3| Pasnen 3 ’ A3, 9 gacos P p 1p >
IIOATOTOBKA TECTOB 110 TECTUPOBAHUE; BBIITOJIHEHUE
n30paHHOU Teme IPAaKTUYECKON paboOThI
N3yuenune TeopeTnyeckon 3acnylMBaHue A0KJIAJ0B U
qyacTu Temsl, noaroroska MJ13 IIPOCMOTP IPE3CHTALINY;

4| Pa3znen 4 » 1102 A3, 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 gacos P P 1P ’
IIOArOTOBKA TECTOB I10 TECTUPOBAHUE; BBIIIOJIHEHNE
n30paHHON TeMe MPaKTUYECKON pabOTHI
N3ydeHue TeopeTndecKkon 3acnylmMBaHue A0KJIAI0B U
yacTu TeMsl, noaroroska NJ13 IIPOCMOTP IPE3EHTALUH;

6 | Paznmen 6 ’ A3, 9 gacos 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 yacos TECTUPOBAHUE; BBIITOJIHEHUE
n30paHHOU Teme MPAaKTUYECKON pabOThI; pelIeHne

CUTYallMOHHOM 3a/1a4u
N3yuenune TeopeTnueckon 3acnyuMBaHue J0KJIAJ0B U
yacTu TeMbl, noaroroska NJ13 IIPOCMOTP IPE3EHTALUH;

8 | Pasnen 8 ’ 3, 9 yacos P P 1ip ) ’
IIOATOTOBKA TECTOB 110 TECTUPOBAHUE; BBIITOJIHEHUE
n30paHHOM Teme MPAKTUYECKON pabOThI
N3yuyenue TeopeTnyeckon 3acnylmMBaHue AOKJIAI0B U
yacTu TeMbl, noaroroska NJ13 IIPOCMOTP IPE3EHTALUH;

9| Pasgen 9 ’ 713, 9 yacos p P 1P ’
[IOATOTOBKA TECTOB 110 TECTUPOBAHUE; BBIITOJIHEHUE
n30paHHOM Teme MPAKTUYECKON pabOThI

NTOI'O: - 81 vac -
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CamocrosiTenbHasi padoTa cTyIeHTOB 1o Kypcy «Kaaposoe 1ej10npou3BoACTBO»
(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;

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

CamocrosiTennbHasi paboTa CTYACHTOB, TNPEIYCMOTPEHHAas yYE€OHBIM IUJIAHOM,
COOTBETCTBYeT Oosiee TIyOOKOMY YCBOCHHIO H3Yy4aeMOTO Kypca, (OpPMHUPYET HaBBIKH
aHaJIKM3a 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 TPAKTUICCKUX 3aHATHSX.

1) Pekomenoayuu u noixcenanusn K uzyueHuio 0moeabHovlx mem Kypca

[Ipn wu3yuenun pazgena 1  ocoboe BHUMAHUE CIENYET YIEIUTh KiIacCUu(UKAIU
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 ciaeayeT oOpaTUTh BHUMaHHWE, YTO OPOPMIICHUE Pa3IMYHBIX
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. [lepBas 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 COJEPKATCSA CBEACHUS, TOATBEPKAAIOIINE €r0 I0CTOBEPHOCTD
I'. JIokyMeHT, cO3[aBacMbld B IEPBBIM Pa3 M MOJYYEHHBIM B PE3YJIHTATE TBOPYECKOMU
NEATETPHOCTH YeJIOBEKA TI0 3aKpEeIICHWI0O Ha MaTepHaIbHOM HOCHUTENe HWHGOpMAIIH
MEPBOMCTOYHUKA HE3aBUCUMO OT HCIMOJb3YEMbIX TEXHUUYECKUX CPEJCTB U CIOCOOOB €€

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 MAlTMHHOM HOCHTEIE

I'. Uudopmarnus, 3apukcupoBaHHasi 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 0hOpMIICHUS TOKYMEHTA
b. 3anuce nHGOpManK Ha Pa3THIHBIX HOCHTEIIIX

B. /IBm>keHue JOKyMEHTOB B anmnapare ylnpaBieHUs

42



[ oTpacnp  gesTeNnbHOCTH, OOecCHeurBaOIas JOKyMEHTHpoBaHHe (oOecreueHue
CBOCBPEMEHHOTO U TMPAaBWJIBHOTO CO3JAaHMS JOKYMEHTOB) M OpraHu3alHio padoThl 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.JoxymeHT —
A. JloxymeHTupoBaHHas WHbopmalus — 3aQUKCHpOBaHHAs HAa MAaTepUATBLHOM HOCHUTEIE
uH(OpMaIUs C PEKBU3UTaAMU, TIO3BOJISIONINME €€ HICHTU(PHUITUPOBATH
b. 3adukcupoBanHas Ha MaTepHaJIbHOM HOCUTENE WICHTU(UIMpyemas HHPOpMaIIHs,
CO3JaHHAasl, MOJyYEHHAass U COXpaHseMas OpraHu3aldeld 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, PACIOJIOKEHHBIN 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 mo uHpoOpManuu, OUOIMOTEUHOMY U HU3AATEIBLCKOMY JIEIy.
VYmpasnenue nokymentamu. O01ue TpedoBaHU
B. «YHudunupoBaHHbIE CHCTEMbl JOKyMEHTAallMW. YHHU(DHUIMPOBaHHAs  CHUCTEMa
OpTraHM3aIlMOHHO-PACTIOPSANTEILHON  JOKyMEHTanuu. TpeboBaHus K  O(OPMIICHHUIO
JIOKyMEHTOBY
[ «CucreMbl 3JEKTPOHHOTO 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
JIOKYMEHTOBY.
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, OHOTUOTEUHOMY 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. PekoMmMeHaanuu Mo 00eCreYeHHUro

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 NOJJIMHHUAKA, 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
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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 «OTJIINYHOY» - MAaKCUMAJIbHBIN Oally, 3asBJICHHBIN B PEHTHHT-TUIAHE 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,
3asIBJICHHOTO B PEUTUHT-IIJIAHE 10 JAHHOMY BUIY paboT

IIpakTnueckas padora

JlanHbI BUJ pabOTHl MPUMEHSIETCS ISl OLICHKU 3HAHUW MU YMEHHUM MO JUCHUILIUHE
MOCJIC 3aBEPIICHUS M3YYCHHS KIIOUEBBIX TeM, JIMOO HamOoJiee CIOXKHBIX I MMOHUMAaHUS
oOyyJarorumucs, 1100 0c000 3HAUMMBIX JIJIsi YCBOCHUS JAaHHOU TUCHUTUINHBL. [IpakTrueckas
paboTa, Kak NpaBWIO, COCTOMT M3 HEOOJBIIOrO0 KOJUYECTBA Pa3HBIX MO TPYIHOCTU
BOIIPOCOB, 33/1a4 WJIM 3aJJaHUM U PACCMAaTPUBACTCS IPEIOAAaBATENIEM KAK CAMOCTOSITEIIBHO
BBINIOJIHEHHBI MUCBMEHHBIN TPy CTyJAeHTa. MOXKeT 3aHMMaTh YacTh WJIM MOJIHOE y4yeOHOe
3aHSATHE C Pa300pOM MPaBWIBHBIX PEHICHUN Ha CIEAYIOIIEM 3aHsATUU. PekomeHayemas
4acTOTa NPOBEJACHUS — HE MEHEE OJHOM Iepe]l KaXKI0M ITPOMEKYTOYHOU ATTECTALIUEN.

MOHO BBIICJIUTH CJIEAYIOIINE BUIbI paOoOT:

— TEOPETHUYECKHUE, MO3BOJISIONINE MPOBEPUTHh HACKOIHKO OOYYAIOIIMMCS YIAJIOCh OCBOWTH
OCHOBHBIE TEOPETUUECKNE MMOHATHUSI, 3aKOHOMEPHOCTH
— TIPAKTUYECKHE, TTOCPEACTBOM KOTOPBIX MPENOAABATENEH MPOBEPSET YMEHUE CTYACHTOB

IMPUMCHATH IMOJIYUYCHHBIC 3HAHUS JJIsI PCHICHHUA KOHKPCTHBIX 3a/1a4,
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— KOMIUIEKCHBIE, COJEp)Kalllue 3aJaHus KaK TEOPETHYECKOro, TaK M IPAKTHYECKOIrO
Xapakrepa.

IIpu 1npoBepke BBINOJHEHHBIX pPaOOT HEOOXOOUMO YKa3blBaThb Ha KaXIyHO
JOMYUIEHHYIO OIIMOKY M ONPEIEIUTh MOJHOTY U3JI0KEHHS BOIIPOCA, KAYECTBO M TOUYHOCTh
YKa3aHHOTO MOHATUIHOIO U TEPMHUHOJIOTMYECKOTO alapara, y4UTbIBas Py 3TOM pa3BUTHE
NUCBbMEHHOW pEYH, YETKOCTh U IIOCJIENOBATENBbHOCTh MH3JIOKEHHUS MbIcied. Bo Bpems
MIPOBEPKHU U OIICHKH BBIMOJIHEHHBIX MUCbMEHHBIX PabOT MPOBOJUTCS aHAIHU3 PE3yIbTaTOB UX
BBITIOJIHEHMS], BBISIBIISIIOTCS. TUIIMYHBIE OIIMOKH.

s onpenenenus (GaKTUYECKUX OILEHOK MO KOHTPOJIBHOW paboTe peKoOMEHAyeTCs 1Mo
Ka)KJIOMY BOIIPOCY BBICTABJISIOTCS 0asuibl, IPUIEPKUBASCH CIEAYIOMIEH JJOTUKU:

Kpurepnu oieHKH NpakTu4ecKoii padoTbl

Bansbl peiiTUHroBOM Onenka Kpurepuu oueHku
OLICHKHU

MakcuMalIbHBIM ~ Oall, | «OTJIMYHO» Pabora COZIEPKUT MOJIHOE,

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 - 3aMOJTHEHUH JIOKYMEHTA, €CTh IMOJIMEHA

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
UTEIIBHOY TTOHSTHUSA " HE COJICP)KUT

crienupUYECKrX TEPMUHOB

Od¢opmiieHne Npe3eHTANNN € JOKJIAJ0M 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.

48




o TPE3CHTAIMS HE IOJDKHA OBITh MEHBINE 8 CIAIOB;

e TEPBBIA JIUCT — 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 J0JKHA ObITh MOCTAaHOBKA 33/1a4H;

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

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

MeToauyeckue peKOMeHIAIUN 10 MOATOTOBKE Mpe3eHTAllUuN
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, TI€ Ha OJHOM-ABYX Clailax aaeTcs
IpeACTaBlICHUE, O 4YeM TNoiaer pedb. bombiias yacTte mpe3eHTauuid TpeOyeT OrIalieHus
CTPYKTYPBL.
3. [lepexox oT cnaiiga K ciajay OpraHM3yMTe MO WIEMYKY MbIK. OnruManbHas
CKOpPOCTh MEPEKIIOUECHHUS] — OJIUH ciaig 3a 1-2 MuHyThl. Chayliatend 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 Oosbie win 20 pt.
Hanbonee uyuTabenbHBIM W TPAAUIMOHHO UCIOJIb3YEMbIM B HAyYHBIX HCCIIECIOBAHUIX
apisietcsa Times New Roman. Odopmuisiiite Bce claidibl B €IMHOM CTHUJIC.
5. [Ipe3eHTanus SBISETCS JOMOJHEHHEM K JOKnany. Kaxknpld crailg — «IuiaKar,
MOATOMY JIOJDKEH CcoJiepaTh TaOauibl ¢ (aKTUYECKUMHU JaHHBIMU W AuarpamMmsbl (C
00s13aTeIbHBIM YKa3aHUEM CCBUJIOK Ha WMCTOYHUKUA B CJIy4ae, €CIM OHH TOJTOTOBJICHBI
HECaMOCTOSITEIIbHO), MHGOPMAIINIO B BUJE CXEM U PUCYHKOB. COMPOBOIUTEIBHBIN TEKCT K
KOKJIOMY Claily coxpaHute Jubo B pazaene 3aMeTku, 1uoo B (aitne MS Word.
6. He neperpyxaiite cnaiin nadopmanueit. He nenaiite MmHOr0o menkoro tekcra. [lpu

INOATOTOBKE IIPC3CHTAIMN PCEKOMCHAYCTCA B MaKCUMAaJIbHOM CTENEHM HCHOJIb30BaTh
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rpauKu, CXEMbI, TUarpaMMbl U MOJICTTH C UX KpaTKUM omnucanueM. @otorpadun 1 puCyHKH
JIeNal0T MPEACTaBIIeMyl0 HHQOpMAIMio 0ojieeé MHTEPECHOW M TOMOTaloT 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. HepsuuivBo cienaHHble crnaiibpl (pa3HOOOHW 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
npobJieM ¢ 0pOpMIICHUEM 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 MuUHYTHI. [loTpeHHnpyiTech BBICTYNAaTh C Bamed npe3eHtanuen. [lyctes 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 cnalinpl He MOJDKHBI COBITQJIaTh, TOTJA MPE3CHTAIMSA CTaHET «OOBEMHOMY.
Ctunp peuu TOJDKEH ObITh TOHSITHBIM JJIS ayIUTOPHH, UCTIOJIb3YUTE TPUMEPHI, ACCOLUALIUN
u oOpasbl. Craiiibl MOTYT cojliepKaTh OOJbIIE «TEXHUYECKUX» MOAPOOHOCTEN: (HOpMYIIbI,
cxembl, Ta0Onuipl, rpaduku. Bceerma mnoamuceiBaiiTe ocu (Kakas TEepeMEHHas U ee
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 — 23TO TO03BOJUT yAepXaTh BHUMAaHHE
ciaymarened a0 KoHma. Ho Torma KOHIOBKa JEWCTBUTENBHO JOJDKHA —OKa3aThCs
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 HEUYTO MOUCTHHE HMHTpUTYOmIee (WM XOTsS Obl XOpolas 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 poayMaiTe BO3MOXKHbBIE POOJIEMBI C TEXHUKOW. 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 C OTOOPAKEHUEM PYCCKUX MPUPTOB U hopmy.

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 TU3aH-?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 crarbl0 1m0 H30paHHOH TeMe C NPUMEHEHHEM IONMOJHHUTEIbLHOIO
Marepuajga H Cco0JJeHHeM TpPeOOBaHUIl MpeAnoJarasg ydacrue B KOH(epeHUIHH
U30paHHOro craryca (J11000ro ypoBHsi: By30BCKOI0, Me;KBY30BCKOI'0, PErMOHAJIBHOIO,
(denepasbHOr0 WM MEXKIAYHAPOAHOI0) C [JAAHHOW craTtbheili B d¢opme HdOKJIAAA.
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 pPa3sMelleHHe CTATbM B MH(OPMALMOHHBIX
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 €€ MPOJABUKEHHUSA 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 0OydeHUs,
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 YCTOMYMBOM TO3UTHUBHOM MOTHUBAllUU MU
HapaluBaHUIO MMO3HABATEIbHON aKTUBHOCTH.

Cumyayuu oviearom:

o CMaHOapmuas (4acTo TIOBTOPSIIONIASICS CHUTyallusl MPU OJHUX U TeX IKe
00CTOSATEILCTBAX, HMEIOIIAs OJHWM U Te K€ HUCTOYHMKH. (OHa MOXKET UMETh Kak

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

o 9KCmpemanvhas (YHUKalbHAs CUTyallds, HE MMEIOIIas B IMPOILUIOM aHAJIOTOB,
IPUBOJAIIASL K HETATUBHBIM NU3MEHEHUSIM, TIOJIEBBIE);

o CUTYallUM-OLEHKH (OMMCAaHUE KOHKPETHOrO COOBITHS M MPHUHATBIX MEp U
dbopMynupyeTcs 3aa4a OLEHUTh TPUYUHBI, MEXaHU3MbI, 3HAYCHUE U CIIEJICTBUE CUTYallUU U
IPUHATBIX MEP);

o CUTYaLIMU-WUIIOCTpauu  (Ha KOHKPETHOM IpUMEpEe JAEMOHCTPUPYIOTCS
3aKOHOMEPHOCTH WJIM MEXAaHU3Mbl COLHAJIBHBIX IPOLECCOB, MO3UTUBHAS W HETATUBHAA
NESATENIbHOCTh JINYHOCTEH U KOJUIEKTUBOB, 3((EKTUBHOCTh HUCIOJIB30BAaHUS METOJIOB U

IPUEMOB paldOThI, 3HAYEHUE KAKUX-JINOO (PAKTOPOB U yCIOBUIA),

o KpecesbHble, 0a30BbIE U KOHKPETHBIE;

o CUTYaluU-TIPOOJIEMbI, CUTYal[UN-TPEHUHTU;

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

Uctounuku cutTyanuii: XyJO0KECTBEHHass W MyOJIMIMCTHYECKasl JIMTEparTypa,
CTAaTUCTUYECKHUE JaHHbIC, HAYYHbIE CTAThH, pealbHbIE COOBITHS MECTHOM KU3HH, IHTEepHET.

Tpeboeanusa k konkpemnuoii cumyayuu (KC):

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

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

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

- CUTyallus JOJDKHA OTJIMYATHCS «JIpaMaTU3MOM» U MPOOJIEMHOCTHIO, BHIPA3UTEIHLHO
OTIPENIEIATh «CEPIIEBUHY» TMPOOJIEMbI M COJAEPKAaTh HEOOXOAMMOE U JOCTAaTOYHOE
KOJIMYECTBO UH(POpMaIIUK;

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

OpraHu3alln), TaK U OTPULIATENIbHBIE TPUMEPHI (IPUYUHBI HEYAAY U TIp.);
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- KC nomxna ObITh MO criiaM 00y4aromuMcs, HO B TO € BpeMs He 0UY€Hb MPOCTOM;

- CUTyalus JOJDKHA OBITh ONMHCaHAa MHTEPECHO, MPOCTHIM U JIOXOAUYMBBHIM SI3BIKOM
(uenecooOpa3HO NPUBOANTD BBHICKA3bIBAHUS, IUAJIOTH YYACTHUKOB CUTYALUHN);

- 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 ayAMO- WJIM BHUICO3ANMCH,
ra3eTHbIE CTaTbH, O(PUIMAIBHBIE JTOKYMEHTHI WM HX MOJOOPKH, PACCKa3bl, COAEpKaLIUE
ONMCaHMUs MPOU3BOACTBEHHBIX CHUTYyallUld. YYAaCTHUKH MOTYT MPEMJIOXKHTb U PACCMOTPETH
IpUMEpPHI U3 COOCTBEHHOM NMPaKTUKH.

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

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

AHanu3 KOHKpemHOu cumyayuu — JEATEIbHOE HCCIEJOBAaHUE PpEaTbHON WU
UCKYCCTBEHHO CKOHCTPYMPOBAaHHOM CHUTyallMUM JJisi BBISBJICHHUS NpoOJeM U MpPHUYUH,
BBI3BABIIUX €€ JJI1 ONTUMAJbHOTO W OINEPATUBHOTO pa3pelieHus. ITOT METOJ MOXKET
UCIOJIb30BAaThCA KaK B MPOIECCE YTEHHUS JEKUHMM (BO3MOXXHBI TPU YPOBHS), TaK M Kak
CaMOCTOSITENIbHOE MPAKTUYECKOE 3aHATHE (KJIACCHYECKUIl BapuaHT, CBOOOJHBIM BapHaHT,
CMELIAHHBIN BapHAHT).

Ileny memooa ananuza KoHKpemHou cumyayuu memooa — HAYYUTh CTYACHTOB
aHaAJIM3UPOBaTh MH(POPMAIUIO, BBISBIAThH KIIOUEBbIE POOJIEMBbI, BBIOUPATh aJIbTEPHATUBHbBIC
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;

- onpenieNieHre npooieMHoM cutyanuu, GopMyIupOBKa IPOOIEMBL;
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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 myOIMYHO TPEACTABUTh WHTEIICKTYAIbHBIA TPOAYKT, XOPOIIO €ro
POPEKIAMUPOBATh, MOKA3aTh €ro IOCTOMHCTBA U BO3MOXKHbIC HampaBieHHs d(PPEKTUBHOTO
WCIIOJIb30BaHUs, a TAKXKE BBICTOATH IOJ] MIKBAJIOM KPUTUKU MPEACTABISAECTCS OYEHb IIEHHBIM
WHTETPaJIbHBIM Kau€CTBOM COBPEMEHHOTO CIEIUAIIUCTA.

3. JTan 001eil JUCKYCCHH.

Kak mpaBuino, Bo BceX TUCKYCCHSX MPHU OOCYKJICHUM CUTYAlIMOHHBIX YIPaXHEHUM
bopMyIMPYIOTCS YEThIPE 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, HAIMCAaHHBIX HA HpUMEpE
pealbHbIX KOHKPETHBIX CUTYaIlUi, 3TO UH(GOpPMAIIUS O TOM, KaK ObLIU pelieHbl MPOOIEMBI,
KOTOpbIE OOCYXKIAIUCh CIyIIATeIsIMH, B peadbHON >XM3HU. 111 «KaOWHETHBIX» KEWCOB
BXXHO 000CHOBATh BepcHIo MnpernoAaBaresisa. CieayeT aklleHTUPOBAaTh BHUMaHUE Ha TOM, YTO
KEIC MOXET UMETh U JApyrue pemeHus: « Ku3znp 6oraue 11000 Teopum», a 3aTEM BBIICIUTD
JY4IlA€ PEIICHHS] W PACCTaBUTh aKIEHThl MOOIIPUTEIBHOrO XapakTepa (peuTHUHT
yCHEBAEMOCTH, PU3bI, 3apyOEKHBIE 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
(MaKCHUMaJbHBIM | COOTBETCTBYIOLIUI MPOMUCAHHBIM TPEOOBAHUAM IMOJIy4aeT MaKCUMAaJIbHOE
Oa, KOJIMYEeCTBO OaiyioB. XapaKTepUCTHUKA OTBETA — B JIOTHUECKOM PACCYKICHUU

3as1BJICHHBIN B
PEUTHHI-TUIaHE
10 JAHHOMY

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

BUTY paboT)

85-76 — 6anmnoB | Pesymprar, comep)kamuii HEMOJHBIA MPaBUIBHBIM OTBET WJIH OTBET,
(amke Ha 1 COJIepKallliii  HE3HAYWTEIbHBIE HETOYHOCTH, T.€. OTBET, WMCIOIIUI
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 Ooliee JBYX

3asIBJICHHOTO B
pPEUTHHT-TIIAHE
10 TAHHOMY

HE3HAUUTENBHBIX OMmMOOK. B pabore mnpucyrcTBYIOT apupmeTHuecKas
omnOKa, MeXaHWdyeckas oOmMOKa WM OIUCKAa HpU [EpenuchbiBaHUU
BBIKJIAJIOK MJIM OTBETA, HE UCKA3UBIINE SKOHOMUYECKOE COJIEpKaHUE OTBETA.

BUJTY paboT) SlcHo omucaH crocod penieHusl.

75-61 — Gamn Pesynbrar, conepkamuii npaBWIbHBINA, HO (parMeHTapHbIH OTBET WM
(HMXxe Ha 2 OTBET, COACPXKAIMI 3HAYUTEIbHBIE HETOYHOCTH, T.€. OTBET, UMCIOIIUHN
Oamna 3HAYUTENIbHbIE OTCTYIUICGHUS OT TpPeOOBaHWH KpHUTepHs. XapaKTepHCTHKa
MaKCHUMaJbHOTO | OTBETa — B JIOTHYECKOM PACCYXKICHUU €CTh DPAallMOHAJbHBIC 3€pHA, HO B
Oaa, [EJIOM HCHOJB3YIOTCS HEIOKa3aHHBIE YTBEP)KICHHs, YHCIOBOM OTBET

3as1BJICHHOTO B
PEUTHHI-TUIaHE
110 JaHHOMY

IIOJIy4YEH CO 3HAUUTEIBHBIM OTKJIIOHEHUEM, HE MO3BOJIAIOLIUM MCIIOJIb30BaTh
9TOT pe3yibTaT I IPUHATHS PELICHUN.

BUJY paboT)

60-50 6amioB Pesynbrar, copepkamuii HeNpaBUIbHBI OTBET (OTBET HE IO CYLIECTBY
(HrKe Ha 3 BOTIpOCa WJIM OTCYTCTBHE OTBETa, T.€. OTBET, HE COOTBETCTBYIOIIHUI
Oamna MOJTHOCTBIO ~ TpeOOBaHMSIM. XapaKTepUCTHKAa OTBETa — OTCYTCTBYET
MaKCUMaJIbHOTO | OKOHYATEIbHBIM YHMCIEHHBIH OTBET (€CliM OH MPEeayCMOTpPEH B 3ajade),
6ama, NpaBUIBHBI OTBET yrajaH, a BBICTPOCHHOE TIOJ] HEro peuleHue —

3as1BJIEHHOTO B
pPEUTUHI-ILIaHE
110 TAHHOMY
BUAY paboT)

0€30CHOBATEINILHO, PEIICHUE HEBEPHOE.

56




[Tpunoxenue 2

MUHHUCTEPCTBO OBPA3SOBAHNS U HAYKU POCCUMCKON OEJNEPALINN
denepanbHOE TOCYIaPCTBEHHOE aBTOHOMHOE 00pa30BaTENbHOE
YUpeKIeHUE BBICIIET0 00pa30BaHuUs

«/laibHEeBOCTOYHBIH (peepaibHbI YHUBEPCUTET»
(ABDY)

HKOJIA 9KOHOMUWKHU U MEHEJIZKMEHTA

P®OH/J ONEHOYHbLIX CPEIACTB

no aucuuiuinie «Kaaposoe 1e10npon3BoacTBO»
Hanpasaenue 38.03.03 YupasJiieHue nepcoHajiom
®dopMa NOATOTOBKHU: 0YHAA
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HacnopT (bonna OLCHOYHBLIX CPEACTB MO0 TUCHUIIJIUHE

«KaapoBoe 1eJ101Ipou3BOICTBOY

Kox u ¢popmysmpoBka
KOMIIeTEeHIIUH

dranbl GOPMUPOBAHUS KOMIIETEHIIUN

T1IK-12 3HaHuEeM OCHOB
pa3paboTKu U BHEAPCHUS

OCHOBBI pa3pabOTKU U BHEAPEHUS KaJpOBOil yIpaBlieHYeCKOU
JIOKYMEHTAIlM{, ONTUMHU3ALIUI0 JOKYMEHTO000POTa U CXEM

KaJIpOBOH U 3HaeT | (QYHKIMOHANBHBIX B3aUMOCBS3EH MEXAY MOApa3AeICHUSIMH,
yIpaBIEHYECKON OCHOBBI pa3pabOTKH U BHEAPEHUS POIEAYDP PETYIHPOBAHUS
JOKYMEHTAIUH, TPYJOBBIX OTHOILIEHUI U COMPOBOXKIAIOIICH TOKyMEHTALUN
ONTHMH3AINH paspaboTarh ¥ BHEIPHTH OCHOBBI KAIPOBOIi YIIPABIEHUECKOM
JIOKYMEHTO000POTa M CXeM JOKYMEHTALUH, ONTUMHU3UPOBATH JOKYMEHTOOOOPOT M CXEMBI
(byHKIMOHATBHBIX vy =
> MeeT | (GYHKIIMOHAJIBHBIX B3aUMOCBSI3EH MEXY MOAPa3ICICHUSIMH,
B3aUMOCBA3CH MEKIY OCHOBBI pa3pabOTKU M BHEAPEHUS NPOLEAYP PETYIMPOBAHUS
1IOAPasACICHUAMHA, OCHOB TPYIOBBIX OTHOIIEHHUM ¥ CONPOBOKIAIOMIEN TOKYMEHTAIIMI
pa3paboTKu U BHEAPEHUS »
OCHOBaMH Pa3pabOTKH M BHEIPECHUS KaJIPOBOI
MPOIIETyp PeryIupOBaHUS 9 .
o yIpaBIeHYECKON JOKYMEHTAIUH, ONTHMH3AIUeH
TPYJOBBIX OTHOILIEHUH U .
. JIOKyMEHTO000pOTa U cXeM (DYHKIIMOHATBHBIX B3aUMOCBSI3eH
COIIPOBOKIAOIIEN Bnaneer
MEXy MOopa3ieIeHUsIMU, OCHOBaMH pa3paboTKu U
JOKYMEHTAaIluu .
BHEJIPCHUS MIPOLICAYP PETYIHPOBAHUS TPYIOBBIX OTHOIICHUN
U COIMPOBOXAOIIEH JOKYMEHTAIIMH
KaJI[pOBOE JIEJIOMPOU3BOJICTBO U APXHUBHOE XPaHEHHE
KaJ[POBBIX TOKYMEHTOB B COOTBETCTBHH C JACHCTBYIONTUMHU
1IK-13 ymennem Bectu HOPMAaTHBHO-TIPABOBBIMU aKTaMH, OCHOBBI KaJIpOBOM
KaZlpoBoe 3nact CTaTHUCTUKH, HABBIKM COCTABJICHUS KaJIpOBOM OTYETHOCTH, a
ACTOIIPOU3BONCTBO U TaK)Ke€ HaBBIKM O3HAKOMJICHUS COTPYAHUKOB OPraHU3alMU C
OpPraHn30BbIBATH APXMBHOC KaJpOBOW TOKYMEHTALMEN U JEHCTBYIOIIUMH JIOKAIbHBIMU
XPpaHCHUC KaJPOBBIX HOPMAaTHBHBIMU aKTaMM, KaK 00€CIIeYUTh 3aLIUTy
AOKYMCHTOB B COOTBCTCTBHH MEePCOHAIBHBIX JaHHBIX COTPYIHUKOB
C JCUCTBYIOLIUMHU
BECTH KaJJpOBOE JICJOMPOU3BOJICTBO U OPTaHU30BHIBATH
HOPMAaTUBHO-TIPAaBOBBIMU
ApXMBHOE XpaHEHHE KaPOBbIX TOKYMEHTOB B COOTBETCTBHH C
aKTaMu, 3HaHHEM OCHOB .
o JEHCTBYIOIMMH HOPMATHBHO-TTPABOBBIMU aKTaMH,
KaJIPOBOM CTaTUCTUKH, .
MOJIb30BAaThCS OCHOBAMH KaJPOBOI CTaTUCTUKHU, COCTABIISTh
BIIa/ICHHEM HaBbIKAMU Ymeer
. KaJIPOBYIO OTYETHOCTH, & TAKIKE 03HAKOMHUTH COTPYIHUKOB
COCTABIICHHA Ka/pOBOH OpTraHMU3aINH C KaJIpOBOM JOKYMEHTAIMEH U AEUCTBYIOIUMHU
OTYETHOCTH, a TAK¥KE p P M y
JIOKQJIbHBIMU HOPMATHBHBIMU aKTaMH, 00C€CIICYUTH 3aIIUTY
HaBBIKAMHU O3HAKOMJICHUS
MEPCOHANBHBIX JaHHBIX COTPYAHUKOB
COTPYJTHUKOB OpPTaHU3AINH
¢ KaZpOBOil JOKYMEHTAIHEl YMEHHEM BECTH KaJpOBOE JIEJIOMPOU3BOJICTBO U
¥ JIeliCTBYIOmMUMH OpPTraHW30BBIBATH APXHUBHOE XPAHCHHE KAIPOBBIX JOKYMEHTOB
TIOK AL HEIMA B COOTBETCTBUU C JICHCTBYIOIIMMH HOPMATUBHO-TIPABOBBIMU
HOPMATHBHBIMH aKTaMH aKTaMU, 3HAaHUSIMU OCHOB KaJIPOBOW CTATHUCTHKH, HABBIKAMU
b
yMeHHe 00ecrednTh 3amury | DJIJCeT | COCTABICHHS KaApOBOil OTYCTHOCTH, 4 TAKIKE HABBIKAMH

[IEPCOHANIBHBIX TaHHBIX
COTPY/HUKOB

O3HAKOMIJICHHS COTPYJIHUKOB OpraHu3aluu C KaHpOBOfI
HOKYMeHTaHHCﬁ n ﬂeﬁCTBYIOMHMH JJOKAJIbHBIMHU
HOPMAaTUBHBIMU aKTaMH, YMCHHEM 00ecneynTh 3aIInuTy
MEPCOHAJIBHBIX NAHHBIX COTPYAHHUKOB
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Kontpo
JHpyeMble
pasaeinl/
TeMbI

Koanl v yTansl
D opMUPOBAHNS
KOMIIeTeHIINH

OueHoYHBIE CPeICTBA

Texymmii
KOHTPOJIb

IIpomexkyTou
Hasl
arrecTanus

Pasnen 1

Pasnen 2

Pasnen 3

[1K-12

3HaeT OCHOBHI pa3pabOTKH U BHEAPEHUS
KaJpOBOM YIPaBICHUECKOW JOKYMECHTAIUH,
ONITUMH3AINIO JOKYMEHTOO00POTa U CXEM
(GYHKIIMOHATILHBIX B3aUMOCBSI3EH MEXKITY
MOJIpa3/IeIeHUsIMHU, OCHOBBI pa3pabOTKH U
BHEJIPEHHUSI MTPOIIEIYp PEryINPOBaHUS
TPYJIOBBIX OTHOIIEHUH U COIIPOBOKIAIOLIEH
JTOKYMEHTAIUH

[IpakTnueckas
pabora;
Tect I1P-1

Bonpocer K
sK3aMmeny 3, 4

YmMmeer pazpaboTarth U BHEIPUTH OCHOBBI
KaJpOBOY yIIPaBICHUECKOW TOKYMEHTAIIUH,
ONITUMHU3HPOBATH IOKYMEHTOO0OPOT H
cxeMbl ()YHKIIMOHAIILHBIX B3aMMOCBSI3EH
MEXTy TIOIpa3ICICHUSIMH, OCHOBBI
pa3pabOTKU U BHEPEHUS MPOLICAYD
pEeryJIMpOBaHusl TPYAOBBIX OTHOLIEHHUIN U
COITPOBOKAAIOMICH TOKYMEHTAIIUU

Tect I1P-1

Bonpocer K
JK3aMeHy 5,
6, 29

Bnaneer ocHoBamu pa3paboOTKu ¥ BHEAPEHUS
KaJIpOBOH YIIPaBJICHYECKOM TOKYMEHTAIIUH,
ONTUMHU3ALMEN JOKYMEHTOO0OPOTa U CXEM
(YHKIIMOHATBHBIX B3aUMOCBSI3EH MEXY
[10/Ipa3/IeJIEHUsIMU, OCHOBAaMH pa3pabOTKU U
BHEJPEHUS MIPOLEAYDP PErYTUPOBAHUS
TPYZIOBBIX OTHOIIEHUI U COITPOBOKIAIOIIEH
JIOKYMEHTaIluu

Tect I[1P-1

Bonpocer  k
3K3aMeHy 7,
8,928

Pasnen 4

Paznen 5

I1K-13

3HaeT KaJIpoBO€E JEJIONPOU3BOJCTBO U
apXMBHOE XPaHEHUE KaIPOBBIX JOKYMEHTOB
B COOTBETCTBUH C JEHUCTBYIOLIUMU
HOPMAaTUBHO-IIPABOBBIMU aKTaMH, OCHOBBI
KaJIpOBOM CTATHUCTUKHU, HABBIKA COCTABJICHUS
KaJIpOBOI OTYETHOCTH, a TAKIKE HaBBIKU
O3HAKOMJICHHsI COTPYJHUKOB OPTaHU3aLUH C
KaJpOBOIl TOKYMEHTALUEH U
JENCTBYIOIMMH JIOKAJIbHBIMHU
HOPMAaTHUBHBIMU aKTaMH, KaKk 00eCIeUnTh
3aIIUATY IEPCOHATIBHBIX JaHHBIX
COTPYAHHUKOB

[IpakTnueckas
pabora;

Tect I1P-1;
Tect I1P-1

Bonpocer K
sk3ameny 10,
11, 12,13

YMeer BeCTH KaJpoBO€E ACIONPOU3BOACTBO U
OpPraHU30BBIBATH APXUBHOE XPAHECHUE
KaJIpOBBIX JJOKYMEHTOB B COOTBETCTBHH C
JNEUCTBYIOLIMMU HOPMATUBHO-IIPABOBBIMU
aKTaMH, [T0JIb30BaThCS OCHOBAMHU KaJIpOBOM
CTaTUCTUKH, COCTABJIATH KAIPOBYIO
OTYETHOCTB, a TAKKE O3HAKOMHUTH
COTPYAHMKOB OpraHU3aliu C KaJpOoBOU
JOKYMEHTalUeN U JEHCTBYIOIUMHI
JIOKaJIbHBIMU HOPMATHBHBIMU aKTaMH,

IIpaxTrueckas
paborta;
[TpakTnueckas
paborta;
[TpakTrueckas
paborta;
[TpakTrueckas
paborta;

Tect I1P-1;
IIpaxTrueckas

Bompocer  k
JK3aMeHy 14,
15, 16, 17
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00ecCIeunTh 3aINUTy EPCOHATBHBIX JaHHBIX | paboTa;

COTPYIHUKOB [IpakTnueckas
pabora
6. | Pazmen 6 Brnaneer ymeHuem BecTu KaapoBoe [Ipaktuyeckass | Bompocbl K
JIeJIOTIPON3BOCTBO U OPraHU30BbIBAThH pabora; ’K3aMeHy 18,
apXMBHOE XpaHEHUE KaJpoBbIX AokymeHToB | Tect [1P-1 19, 20, 21

B COOTBETCTBHUU C JACHCTBYIOITUMU
HOPMAaTUBHO-TIPABOBBIMU aKTaMH, 3HAHUSIMH
OCHOB KaJIpOBOM CTaTUCTHUKH, HaBBIKAMH
COCTaBJICHHUS KaJpOBOW OTUETHOCTH,
Tak)Ke HaBLIKAMHU O3HAKOMJICHUS
COTPY/ZHUKOB OpTraHU3aIH C KaJIpOBOH
JOKYMEHTaIMeH U IeCTBYIOINMU
JIOKaJIbHBIMU HOPMATHUBHBIMU aKTaMH,
yMEHHEM 00CCTICUHUTh 3aITUTY
MEPCOHAJIBHBIX TAHHBIX COTPYIHUKOB

7. | Paznmen7 [IK-19 | 3naer ocHOBbl pa3pabotku u BHenapenus | [Ipaktuueckas | Bompocelr K

po¢eCCUOHATIBHBIX, B TOM  yucie | pabora; JK3aMeHy 2,
KOPIOPAaTUBHBIX ~CTaHAApTOB B obOnactu | CuryanuonHas | 22, 23, 27
YIpaBJICHUS] IEPCOHATIOM 3a/1a4a

8. | Pazmen 8 Ymeer COCTaBJIATH OIIMCAHUSA u | [Ipaktuueckas | Bompockl  k
pactpenenats GQyHKIUU U (YHKIIMOHAIBHBIC | paboTa; JK3aMeHy 24,

00s3aHHOCTH  COTPYOHUKOB, a  Takxke | [Ipaktuueckas | 25, 26, 30
GyHKIMM TOApa3JelieHNii pa3HOro ypoBHs | paborta

(xapThl KOMIIETEHIIHH, JOJPKHOCTHBIE
UHCTPYKLUH, I0JIOXKEHHUS 0
10JIpa3/IeICHUSX )

9. | Pazmen 9 Brnaneer 3HaHueM OCHOB pa3pabOTKU U [Ipaktnueckas | Borpocsl K
BHEAPEHUs IPO(PECCUOHATIBHBIX, B TOM pabora; ’K3aMeHy 1,
YHUCJIe KOPIIOPATUBHBIX CTAHAPTOB B Tect I1P-1 2,31, 32

00J1aCTH yIpaBJIeHUs IEPCOHAIIOM, YMEHUEM
COCTABIISITh OMUCAHUS U PACTIPEIEISTh
¢GbyHKIMU ¥ QYHKIIMOHAJIbHBIE 00S3aHHOCTH
COTPY/IHUKOB, a TaKXe (QyHKIIHA
MOJIpa3/ieNIeHuil pa3HOro YpOBHS (KapThl
KOMIIETEHIIHH, JOJDKHOCTHBIE HHCTPYKITHH,
MIOJIOKEHMS O MOJIPA3/ICIEHUSIX)

KOHTPOJIBHO-UBMEPUTEJIBHBIE MATEPHUAJIbBI

o JOCTHKCHHUIO LICJIN:
0CBOCHHMEC KypcCa TMCIUIIINHDBI «Kaz[pop.oe ACJTOIIPOMU3BOACTBO»

1. BOITPOCHI K 9K3AMEHY

1. Crangaptuzanus. 'OCT P UCO 15489-1-2007; TOCT P 6.30-2003. YCA.OPA. T'OCT P
54471-2011/1SO/TR 15801:2009. Cuctema 3JIeKTPOHHOTO TOKyMeHTooOOpoTa. HaBurarop
no 'OCTawm. I'CZIOVY.
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2. Knaccuduxkaropsl. [lonstue, cymuocts u npumenenune. OKY J[; OKIIO; OKTMO.

3. Ionstue noxkymenta. Knaccudukanus nokymeHToB. CUCTEMBI TOKyMEHTAlMU. PeKBU3UTHI
JOKyMeHTa U uX odopmieHue (MoaHbIM cocTaB). YHUPUIIMPOBaHHBIE (DOPMBI IOKYMEHTOB.
bnank nokymenta. ['epOoBbie Oi1aHKU.

4. Peructpanus u xpaHnenue qokymeHToB. HoMeHkmnarypa nen.

5. llonsatue opuruHana noxkymeHta. Buael komwmii. JlyOnumkar. PekBuszutr — «OTMmeTka o
3aBEPEHUU KOTIUID.

6. Kommiiekc kaapoBoit JoKkyMeHTaluu. JJokyMeHTUpOBaHUE pabOThI C IEPCOHATIOM.

7. Knaccudpukanuss JOKYMEHTOB IO JHMYHOMY cocTaBy. CucTeMa JOKYMEHTOB JHYHOTO
xapakrepa. Pestome. ABroouorpadus. Xapakrepuctuka. Pekomennauus. [lpencrasienue.

8. IlepconanbHble JaHHbIE PaOOTHHKA. 3aKOH O COXPAaHEHHM MEPCOHAIBHBIX JaHHBIX. O0mue
MOJIOKEHUSI O TEPCOHAIBHBIX NAaHHBIX pa0oTHHKA. PaboTa ¢ MepcOHATbHBIMU JaHHBIMH.
Cocrasnenue IlonoxeHust 0 mepcoHaNbHBIX JaHHBIX pAOOTHHUKA.

9. OpraHu3alMOHHO-NIPABOBBIE JTOKyMEHTHl. CHCTeMa OpraHU3allMOHHO-PACHOPSAUTEIbHON
nokymenrtaruu (OP/]). [Tpuka3. Pacniopsbkenue. Ykazanue.

10.ITnanoBbie U oTueTHbIe NOKyMeHTHI. [Inan. Otuer. [Iporpamma. CripaBOYHO-aHATUTUYECKUE
nokymeHThl. [Joknaanas. O0bscautenbHas. CinyxeOHble nucbma. Pexkiamanus. [lperensus.
Hupxynsp.

11. loxymeHTHpOBaHHAsT Tpolleypa MpueMa Ha paboTy. JlOKyMEHTBI, MpEabsABIsSEMbIE TPH
3aKJIFOUYEHUH TPYAOBOTO JOTOBOPA.

12.TlocTaHOBKa Ha BOMHCKHM y4eT

13.TpynoBoit morosop. Ilonstue. CTopoHBI TpymoBoro moroBopa. OOsi3aTeIbHBIC YCIOBHS
TpyaoBoro aorosopa. OdopmiieHrne Tpy10BOTO JOrOBOpA.

14.TIpuka3 o npueme Ha paboTy. PopMbl 1 opopmIICHHE.

15.BHecenue 3anucu B TPYJOBYIO KHIKKY

16.JInunass kapTouka paborHuka. [loHsaTue «imuyHas kKaproukay. dopma JTUYHOW KAPTOUKH.
[Topsimok 3amosiHeHUs JTUYHOW KapTouku. JImuHoe neno padbotnuka. @opma JlmuHoro nena.
(®opmel o OKY [I). Iopsinok BeneHus: TMYHON KApTOUKHU U JIMYHOTO JIeNa.

17.JlokyMeHTHpOBaHUE TIEPEBOIa pabOTHUKA HA IPYTYIO paboTy

61



18./lokymenTupoBaHue JABMKEHUS KaApoB. OdopmiieHue BHYTPEHHUX MEPEBOJIOB.
OdopmiieHre TOTOTHUTETHLHOU PaOOThHI

19. Ornyck. Buasl ormyckoB. Exeromnble OCHOBHBIE oOIUIauyMBaeMble OTmycka. ['paduk
ormyckoB. Popma rpaduka oTmyckoB. HroaHcsl odopmiieHuss OTmycka B MecsIe ¢
Mpa3IHUYHBIMH JTHSIMHU.

20. 3aMeHa eKEerOqHOTO OIUIAYMBAEMOr0 OTITYCKa JEHEKHOM KOMIIEHCAlUEn

21. Otmyck 6e3 coxpaHeHUs 3apab0THON TIIaThI

22. YueOHbIe OTITycKa

23. Otmycka, oItayuBaeMble 3a CYET CPeICTB (DOHIA COMMMATBHOTO cTpaxoBaHus. OTITYCK 1O
pPOXKACHUIO peOCHKa.

24. JIokyMEHTHPOBaHUE MOOLIPEHU, TUCIUILUIMHAPHBIX B3bICKAHUI U OTCTPAHEHUS OT
paboThI

25. JIOmKHOCTHBIE HHCTPYKIMH paOOTHUKOB. [lopsimok odopMiieHus JOTKHOCTHBIX
uHCTpyKUMil. CpOKU U JEHCTBHE.

26. Yuer pabouero BpeMeHnu. Tabenb yuera padbodero Bpemenu. @opmsl o OKY /1.

27. Ilopsiiok paboThI C TOKAJTLHBIMU HOPMATUBHBIMU aKTaMH. Y TBEPKJEHUE U BBEJICHUE B
NEeUCTBUE JTOKATbHBIX HOPMAaTUBHBIX AKTOB

28. IIpaBuna BHyTpeHHETO pacnopsaka. JlokanbHble akThl CTPYKTYpHI. [IpaBuna
odopMIICHUS U ICHCTBHE.

29. OdopmiieHHE CTPAXOBOIO CBUJIETEIBCTBA TOCYJAPCTBEHHOTO TIEHCHOHHOTO
CTpaxOBaHUA.

30. 3HaueHue Tpo(CcoOrO3HON OpraHu3aluu B JeATEILHOCTH CTPYKTYphI. FIcTOpust pa3BuTHs
npodcoro3noro AsmxkeHus: B Poccun. Yuetr MueHus npodcoroza. OTpacieBbie COrIalleHus.
Otpacneas cnernuduka.

31. Tpynosoii koaekc P®. Omnara Tpyaa. 'ocy1apcTBEHHbIE TApAHTUH B OIIATE TPYyAa.
MPOT. IIpumeHeHne 3aKOHOATENbCTBA, PETYJIUPYIOIIET0 TPYAOBbIE OTHOLLIEHUS.

32. Ilpodeccronanvubie cranmapthl. [Ipomenypa BBeieHUS B JCHCTBYE U TPUMEHEHUE B

po(ecCUOHANBHOMN IESITEIbBHOCTU CTPYKTYPBI.
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KpuTtepum o1ieHKH CTyJeHTa HA IK3aMeHe M0 JUCIUIINHE

«KaI[pOBOC ACJTOIIPOU3IBOACTBO»

(MpOMeKyTOYHAS ATTeCTAMA — IK3aMeH)

Basbl
(perTHUHrOB
O OILICHKH)

Onenka
3avyera/
3K3aMeHa
(cranpmapTHas)

TpedoBanus Kk cpOpMHUPOBAHHBIM KOMIIETEHIMAM

86-100

«ONJIUYHO»

OneHka «OTJIMYHO» BBICTABIISIETCS CTYIEHTY, €CJIM OH INIyOOKO 1
IIPOYHO YCBOWJI POTrPaMMHBIN MaTepuall, HCUEPIbIBAOILE,
II0CJIEI0BATENNBHO, YETKO M JIOTHUECKU CTPOMHO €ro U3Jiaraer,
YMEET TECHO YBS3bIBaTh TEOPHIO C MPAKTUKOMN, CBOOOIHO
CIaBJISIETCS C 33JjauaMy, BOIPOCAMU U IPYTHMHU BUJIaMHU
IPUMEHEHHUS 3HAHUN, IPUYEM HE 3aTPYIHSIETCS C OTBETOM IIPU
BUJIOM3MEHEHUH 33/1aHU, HCIIOJIb3YET B OTBETE MaTepHall
MOHOI'paUUECKON TUTEPaTyphl, IPABUILHO OOOCHOBBIBAET
IPUHATOE PELIeHUE, BJIa/IeeT pa3HOCTOPOHHUMH HaBbIKAMU U
IIPYEMaMHU BBIIIOJHEHUS MPAKTUYECKUX 3a/1a4.

76-85

«xopowio»

Onenka «XOPpOIIO» BBICTABJIACTCA CTYACHTY, €CJIIM OH TBEPAO
3HACT MaTcpuall, rpaMOTHO U IO CYHIICCTBY U3JIaract €ro, He
JA0ITYCKas CYHICCTBCHHBIX HETOYHOCTEH B OTBETE Ha BOIIPOC,
MMpaBUJIbHO NPUMCHACT TCOPECTHICCKUC IMOJIOKCHUSA IIPU PCIICHUN
MMPAaKTUYCCKUX BOIIPOCOB U 3a1a4, BJIaJICCT HCO6X0)II/IMBIMI/I
HaBbIKaMM U IMTPUEMaMH UX BBIITOJHCHUS.

75-61

«y00671emeop
UMenbHO»

OLieHKa «yAOBJIETBOPUTEIBHOY» BBICTABISAETCA CTYACHTY, €CIIH OH
MMeEET 3HaHUS TOJIBKO OCHOBHOTO MaTepHalla, HO HE YCBOUJ €T0
JIeTallel, TONyCKAET HETOYHOCTH, HEJOCTATOYHO IPABUIIbHbIE
(bOpMYITUPOBKH, HAPYIIEHUS JJOTUYECKON TTOCIIEIOBATEIFHOCTH B
W3JI05KEHUHU TPOTPAMMHOI0 MaTepUalia, UCIIBITHIBAECT 3aTPYAHEHHUS
MIPY OTBETAX HA JIOMOJHUTEIbHBIE BOIPOCHI.

menee 61

«Hey00e81ema
OpUmMenbHO»

OneHka «HEyI0BIETBOPUTEIBHO» BBICTABIIAETCS CTYIEHTY,
KOTOPBIN HE 3HAET 3HAYUTEIBHON YaCTH MPOTPAMMHOTO
MaTepHaia, J0MyCcKaeT CyIleCTBEHHbIE OINOKH, HEYBEPEHHO, C
OOJBIIMMH 3aTPYAHEHHUSIMU BBITIOJIHAET IPAKTUUECKHE PAOOTHI.
Kak npaBuio, olleHKa «HEYAOBIETBOPUTEIBHO» CTABUTCS
CTyJ€HTaM, KOTOpbIE HE MOTYT MPOJOJIKUTH 00ydeHue 0e3
JIOTIOJTHUTEIIBHBIX 3aHATHH 110 COOTBETCTBYIOUIEHN TUCHUIUIMHE.

OueHovHbIe cpeacTBa s TeKylel arrectauum (Tunosbie OC 1o Texkyen

TurnoBble OLICHOYHBIE CPEJICTBA MO TEKylIeld aTrrectanuu mo aucuuruinHe «KaapoBoe

JIEIOTIPOU3BOICTBO» pPa3MEIleHbl B pasnene pabodeil ydeOHON MpOrpaMMbl JUCIUTLIAHBI

aTTeCTAllUM 1 KPUTCPUHA OLICHKH 110 KAKIOMY BUY aTTECTAllHH

no aucuuiuinHe «Kaaposoe 1eJ10npou3BOACTBO»)

«Y4eOHO-MeToAnuecKOe 00eCieueHrne CaMOCTOSITENIbHOM PaboThl 00yUJaIOIIUXCSI.
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Kpurepuu ouenku TecToBbIX 3aaHuid

[IponeHT mpaBUIIbHBIX Onenka pe3yabTara OTBETa

OTBCTOB

100-85

«OTJIMYHO» - MAaKCUMAJIbHBIN OaJl, 3asiBJICHHBIA B PEUTHUHT -
TJIaHe MO JaHHOMY BHY paOoT

86-76 «xopomo» - Ha 1 Oaml HWKE MaKCHUMalbHOTO Oaia,
3asIBJICHHOTO B PEUTHHI-TUIAHE 110 TAHHOMY BUY paboT
75-51 «yIOBIECTBOPUTENIbHO» - Ha 2 Oaijia HIKE MaKCHUMAaJIbHO

Oasa, 3asSBICHHOTO B PEUTHHT-TUIAHE TIO JAHHOMY BHUIY
paboT

Kpurepun ouenku Ilpaktudyeckoii padoTsl

Banssl peiiTUHroBOM Onenka Kpurepuu oueHku
OLICHKHU
MakcuMalIbHBIM ~ Oall, | «OTJIIMYHO» Pabora COZIEPKUT [IOJIHOE,
3asBJICHHBIA B PEUTHHT- COOTBETCTBYIOLIEE IIPaBUJIIBHOMY

TUTaHE TI0 TAHHOMY BUTY
pabor

OTBCTY COACPIKAHHUC, BCC TCPMHUHBI
HCII0JIB30BAHBI I'PAMOTHO

Ha | Oamn  HmKE
MaKCHMaJILHOTO Oaia,
3as1BJICHHOTO B PEUTHHI -
IJIaHe M0 JaHHOMY BUJY
paboTt

«XOpOUIO» Pabota COJIEPKUT HEKOTOpbIE
HETOYHOCTH B  OQOPMIIEHUH  WIIU
3aM0JHEHUU JTOKYMEHTa, €CTh MOJMEHa
MOHSATUHN WM TEPMUHOB

Ha 2 Oamia  HIDKE
MaKCHMAaJbHOro 0Oajia,
3as1BJIEHHOTO B PEUTHHT -
IJIaHe 110 JaHHOMY BUJTY

«ynosierBoputT | Pabota HE COAEpKUT TEPMHHOB U
€JIBHO» JIOKYMEHTapHOE odopmieHue
HEJIOCTATOYHO YETKO MPOMUCAHO

pabor
0 «aeynoBietBop | Pabora  comepxutr — HempaBWIbHBIC
UTEITLHO MTOHSATUS u HE COJICP)KUT
crienuPpUYECKrX TEPMUHOB

Kpurtepuu onenku BbinoiHeHus Ilpesenrtannu B cocrape U/13
Ne Kpurepuii ouenku Kounue

n/m CTBO
0aJ10B

1. KonnuecTBo cnaii He MeHee 8 clai1I0B 2
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2. Tema paccMoTpeHa ¢ MPUMEHEHUEM MEePUOANYECKOM 2

JUTEPATYPHI

3. BrimostHeHBI
COYETAaEMOCTh IIBETOB, OTPAaHUYCHHOE KOJHWYECTBO OOBEKTOB
Ha claije, [[BET TEKCTa

JTU3aiH-3PTOHOMUYECKHE TpeOOBaHMUS: 4

4, MOCJCAHUN Claii Mpe3eHTalMH — CIHCOK HCIOJIb3YEMbIX 2
HCTOYHHUKOB, BKJIFOYas oduiragIbHbIC OOHOBJIICMBIC
HHTEPHET-PECYPCHI
UTOI'O: 10

Kpurtepun onenku opopmiienuss CtaTby U ee NPOABHKEHHS B

HH(OPMALMOHHBIX pecypcax

Ne Kpurepui KoumnuyecrBo
n/n 0a/J10B
1 CrtaThs NOATOTOBJICHA HA AKTYaJbHYIO TEMY MO JUCIUTLIMHE 10
«KanpoBoe 1e101npon3BOJICTBO
2 [Ipu TOArOTOBKE COAEPKATEIBHON YACTH UCTIOJIB30BAHBI 10
HMCTOYHUKH OPUITMaTbHON HHPOPMAITUU U TIEPUOTNIECKUX
HAYYHBIX U3JAHUHN
Kpurepuu ouenku CUTyaunMoOHHBIX 32124
banabl Kpurepun ouneHku 1/ 3aHeCeHUsI B PEHTHHT
pelTHHIOBOM
OLIEHKH
100-85 6amtoB | Pesynbrat, comepxamuii HanOosee MOTHBINA MTPABMIIBHBIN OTBET, TTOJTHOCTHIO
(MakCUMAaJIbHBIN | COOTBETCTBYIOIIUI TMPOMUCAHHBIM TPEOOBAaHUSAM IOJy4aeT MaKCHMAaIbHOE
Oa, KOJIMYECTBO OAJTOB. XapaKTEePUCTHKA OTBETA — B JIOTHYECKOM PACCYXKICHUH

3a9BJIEHHLIN B
PEUTHHI-TUIaHEe
10 JAHHOMY

U pelIeHHH HeT OIMOOK, 3ajjaya pelleHa pallMoOHAJIbHBIM CIHOCOOOM.
[Tonyden npaBuIbHBIN OTBET. SICHO onKcaH cocod peleHusl.

BUJY pa0boT)

85-76 — 6ayioB | Pe3ynbraT, conepamuii HEMOJHBIH TNPAaBUWIIBHBIA OTBET MM OTBET,
(amxe Ha 1 COZepKalINii HE3HAYWTENbHbIE HETOYHOCTH, T.€. OTBET, WMEIOIIUI
6amn HE3HAYUTENIbHBIE OTCTYIJICHUS OT TpeOOBaHUM KpuTepus. XapaKTepUCTHKA
MaKCHUMaJbHOTO | OTBETa — B JIOTHYECKOM PACCYKJICHHUU U PEHICHWH HET OIMOOK, HO 3a/ava
6ama, pelieHa HEONTUMAIbHBIM CHOCOOOM WJIM JIONYIIEHO He Oosiee JBYX

3asBJIEHHOTO B
PEUTUHI-IUIaHE
110 TAHHOMY

HE3HAYUTENbHbIX OIKOOK. B pabore mnpucyrcTByroT apudmernyeckas
omnOKa, MeXaHW4yeckas OmMOKa WM OIUCKAa NpU TepenuchbiBaHUU
BBIKJIa/IOK UJIM OTBETA, HE MCKA3MBILINE IKOHOMUYECKOE CO/IEP)KaHUE OTBETA.

BUY paboT) SIcHO onmcaH cnoco pereHus.

75-61 — 6amn Pesynbrar, copepkamuii NpaBUIbHBIM, HO (QparMeHTapHBIA OTBET WU
(ke Ha 2 OTBET, COJEpP’KAIIMN 3HAYUTEIbHBIE HETOYHOCTH, T.€. OTBET, HMMEIOLIUN
Oamia 3HAYUTENIbHbIE OTCTYIUIEHUS OT TpeOOBaHMM KpUTEpUs. XapaKTepUCTHKA
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MaKCHUMAaJIbHOI'O | OTBETa — B JIOTMYECKOM PACCYXICHUU €CTh PalMOHAJIbHBIE 3€pHA, HO B
Oaa, LIEJIOM MCHOJIB3YIOTCS HEJOKAa3aHHBIC YTBEPXKICHMS, YHCIOBOM OTBET
3asBJICHHOIO B | IIOJy4E€H CO 3HAYUTEIILHBIM OTKIOHEHHMEM, HE IO3BOJIAIOLIUM UCIIOIb30BATh
PEUTHHI-TUIAHE | TOT PE3YJIbTAT JUI IPUHATHUS PELLICHUMN.

10 JaHHOMY

BUY paboT)

60-50 6amtoB Pesynbrar, comep)kammii HENpPaBWIBLHBIA OTBET (OTBET HE IO CYIIECTBY
(Huxke Ha 3 BOIIpOCA WJIM OTCYTCTBME OTBETa, T.€. OTBET, HE COOTBETCTBYIOLIMH
Oamna MOJIHOCTbIO ~ TpeOoBaHMsIM. XapaKTepUCTHKa OTBETa — OTCYTCTBYET
MaKCHMAaJbHOI'O | OKOHYATEJIbHBII YMCIEHHBIA OTBET (€CIM OH MPEJyCMOTPEH B 3ajadye),
Oaina, MpaBWIbHBI OTBET yragaH, a BBICTPOGHHOE IOJI HEro pelieHue —

3asBJICHHOTO B | 0€30CHOBATENBHO, PEIICHUE HEBEPHOE.
PEUTHHT-TIIAHE
10 TAHHOMY
BH]Ty paboT)

MeToanyecKkue peKOMeHAaluu, ONpee/solue Npouea1ypbl OlleHMBAHHUSA
pe3yJIbTATOB OCBOCHUS AU CHUIITUHbI

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

Tekymas arrecranus o aucuuiuimHe «KaxpoBoe nenonpou3BoACTBO» IPOBOIUTCS B
dbopMe  KOHTPOJIBHBIX  MEPONPUATUNA  (TECThl, MPAKTHYECKUE padOThl, pELICHUE
CUTYallMOHHOM 3an1auu, neMoHctpauuss WJI3) mo ouneHuBaHMIO (AKTUYECKUX PE3yIbTATOB
00y4eHHs CTYJIEHTOB U OCYLIECTBIISIETCS BEAYILIUM MPENOIaBaTeNIEM.

OObeKkTaMu OLICHUBAHUS BBICTYIIAIOT:

— y4eOHasi JUCHUIUIMHA (AKTUBHOCTh HA 3aHSATHSAX, CBOCBPEMEHHOCTH BBIOJTHEHUS
pa3IMYHBIX BUJIOB 3aJIaHHIA);

— CTENEHb YCBOEHUS TEOPETUYECKUX 3HAHUU (AKTUBHOCTh B XOAE€ OOCYXIEHUUN
MaTepHaJIOB JIEKIMH, aKTUBHOE y4aCTHE B IUCKYCCHUSX C apIyMEHTAMH U3 JOINOJHHUTEIbHBIX
MCTOYHUKOB, BHUMATEJIbHOCTb, CHOCOOHOCTH 3aJaBaTh BCTPEUHBIE BOMPOCHI B pPaMKax
JMCKYCCUU WJIM O0CYKJIEHUS, 3aMHTEPECOBAHHOCTh NU3y4aeMbIMH MaTepUaIaMu);

— YPOBEHb OBJIAJICHUSI NPAKTUUYECKUMH YMEHHMSIMH W HaBbIKAMU [0 BCEM BHUIaM
y4ueOHOM paboThl (ompenensercss Mo pe3ysbTaTaM MPAKTUYECKUX padoT, MPaKTHUYECKUX
3aHSTHH, OTBETOB HA TECTHI);

— pe3yabTaThl CAaMOCTOSITEILHOM pabOTHI (3aaHUsI U KPUTEPUU OIICHKH Pa3MEIEHBI B
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[Tpunoxenun 1).

IIpome:kyTouHast arrecTanuMs CTyAeHTOB. IIpoMexyTouHas aTTecTalusi CTYJEHTOB
no gucuuiuinHe «KaapoBoe IelONpOM3BOJACTBO»  INPOBOJUTCS B COOTBETCTBHM  C
JIOKaJIbHBIMH HOpMATUBHBIMU akTaMu [IBDY u saBisercs o0s3aTebHOM.

Bua npome:xyTouHoii arrecranum — 3Kk3aMeH (6 cemecTp), BBICTABISIETCS IO
pe3yibpTaTaM pEUTHHIa BBIIIOJHEHHBIX KOHTPOJIBHBIX MEPOIIPUATHI.

Kparkas xapakrepucTuka npoueaypbl IPUMEHEHHUS] UCIOJIb3YeMOI0 OLEHOYHOTI O
cpeacTBa. B pe3ynbpTaTe NMOCEIICHUs JIEKIUM, TPAKTUYECKUX 3aHATHA, CEMUHAPOB CTYACHT
MOCIIEI0BAaTEIbHO OCBAUBAET MaTeprasbl JUCHUIUIMHBI U MOJTydaeT 0amibl, GopMHUpYs CBOM
peutuHr. KOHTpOJIb pe3ynbTaTOB OCBOECHUS MaTepuana Io aucuuiumHe «Kanxposoe
JEJIONPOU3BOACTBO» Y CTYAEHTOB JOCTUIAaeTCs BBIIIOJHEHUEM PEUTHHT-IUIaHA JUCLUIUIVHBIL.
PelTHUHIr-TUIaH TUCHMIUIMHBI TPETyCMaTPUBAET COOTHOLIEHUE BUJIOB YUEOHOM J€ATEIbHOCTH
CTYJICHTa C NMPUCBOCHHUEM BECOBOr0 KO3(p(ulMeHTa, BRIpaXKEHHOMY B % MO KaKJOMY BUAY
BBINIOJIHEHHOTO 3a/iaHus. Bce BUAbI yueOHBIX 3aJaHMil NMpEeACTaBlIEHbl B MaTepuaiax Jis
npaktHaeckux pabor B PYTIJT (II. COJEPXKAHWE ITPAKTUYECKOM YACTU KYPCA) u
B MATEPHUAJIAX JUISI OPTAHU3AITM CAMOCTOSITEJIBHOM PABOTHI.

Cryaent, HaOpaBIIMU 1O pe3yibTaTaM BBINOJHEHUA pelTuHr-maHa 61 %,
JIOTIYCKAeTCsl K UTOrOBOMY (9K3aMeH) KOHTpOJItO0. PeHTHHr Benercs B Te€UeHHE Y4EOHOIO
ceMectpa. Pe3ynbrar mpoMexyTO4HOIO UM UTOTOBOTO KOHTPOJISI YYUTBIBAETCS OTIAEIBHO.
Bce pesynbraThl KOHTpOJIs 3aHOCSTCs B cucteMmy WebRate JIBOY.

OrneHka BbICTABIISIETCS. HA OCHOBAHUU COBOKYITHOTO PEHTHUHIOBOro Oasuia:

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

Menee 61 % HEy10BIETBOPUTEIBHO
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