MMHUCTEPCTBO OFPA3OBAHUS 1 HAYKU POCCUMCKOM ®EJIEPAIIUN
denepanbHOE TOCYAAPCTBEHHOE aBTOHOMHOE 00pa30BaTEIbHOC YUPESIKACHUE
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KOHTPOJIbHBIE Pa0OTHI (KOJIHYECTBO) —
KypcoBasi paboTa/KypCOBOii IPOSKT —
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CocraButenu: KaH/I. IICUXOJ.HAYK, gotieHT Jpo3mos 1. H.



OoopoTHas cTOpoHa THTYJILHOTO Jtucta PITY /1

I. PaGouasi mporpaMMa nepecMoTpeHa Ha 3aceTaHuu Kadeapsbr:
[potokoi ot «1 1» centsiops 2017 r. Ne 7/2

| e

3aBemyrormii Kadeapoit ['moroBa E.A.

(ToATIHCH) (N.0O. ®amumms)

1. Paboyas nporpaMma nepecMOTpeHa Ha 3aceJaHuU Kadeaphl.

I[TpoTokon oT « » 20 . Ne

3aBemyrormii Kadeapoit

(moxmuchk) (N.0. Gamunust)

111. Pabouas nporpamma nepecMOTpeHa Ha 3aceJaHuu Kageaphbl:

I[TpoTokon oT « » 20 . Ne

3aBemyrormii kadeapoii

(moxmuch) (N.0. Gamunust)

V1. PaGouasi nporpaMma nepecMoTpeHa Ha 3aceIaHnu Kadeaphbl:

IIpoTokoi oT « » 20 r. Ne

3aBeyrommii kadenpoit

(Tozmvch) (N.O. damumms)

V. Pabouasi nporpaMma nepecMOTpPeHa Ha 3acelaHny KageIpbl

ITpoTokon oT « » 20 1 Ne

3aBemyrommii kadempoit

(moxrmch) (1.0. damums)



ABSTRACT

Specialist’s degree in 38.03.02 Management. Personnel management

Course title: Personnel records management

Variable part of Block 1, 1 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):

— 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-11);

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 I K°", 2013. - 520 p. http://znanium.com/catalog.php?bookinfo=414939
3. Kuznetsov, I. N. Business letter [Electronic resource]: educational and reference
manual for bachelors / I. N. Kuznetsov; Auth.-comp. I. N. Kuznetsov. - 5th ed. -
M.: Publishing and trading Corporation " Dashkov and K°", 2013. - 196 p.
http://znanium.com/catalog.php?bookinfo=415309

4. Documentary support of management: textbook / E. V. Gladiy. - 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. -
Moscow: INFRA-M, 2010. - 200 p.
http://znanium.com/catalog.php?bookinfo=187114

6. Document management (records management): Ouch. village / T. A. Bykov, T.
V. Kuznetsova, L. V. sankina - 2nd ed., pererab. | DOP. - M.: INFRA-M, 2012. -
304 p.: http://znanium.com/catalog.php?bookinfo=238519



AHHOTaUMs K pado4eii mporpaMMe JUCHUATLINHBI

«HaBbIKM 1€710BOM MEePenucKu»

VYueonslii kypc «HaBbIKM [€70BOM MEPENHUCKW» MpPEIHA3HAYEH IS
CTyJICHTOB HampaBjieHus moAroroBkd 38.03.02 MenemkmMeHT, TpoQuim:
«MapkeTHHr», «YOpaBi€HHE MaJbiIM OW3HECOM», «YIpaBJICHUE IPOEKTAMNY,
«DUHAHCOBBI MEHEHKMEHTY.

HNucunmuinHa «HaBbIKM  [1€TOBOM NEPENUCKW» BKJIKOYEHA B  COCTaB
BapuaTUBHON YacTu ¢akynbTatuBoB (DOT/I).

OO611ast Tpy10€MKOCTh COCTaBISIET | 3a4e€THYIO €IMHUILY, 36 4acoB.

Y4yeOHbIM IUJIaHOM MPEeAyCMOTPEHBbI JIEKIIMOHHBbIE 3aHsATUsA (9 yacoB),
npakTU4ecKkue 3auatus (9 yacoB), caMocTosiTeNbHas pabota cTyAeHTOB (18 yacoB).
JucuunHa peanusyercs B 6 cemecTpe Ha 3 Kypce.

Jucuunnuaa «HaBblku [€10BOM NEPENUCKW» OCHOBBIBACTCS HA 3HAHUSAX,
YMEHHUSIX M HAaBBbIKAaX, MOJYYEHHBIX B peE3yJbTaTe€ U3YYEHUS IUCLUILUIMHBI
«/lokyMeHTHpOBaHUE yIPaBICHYECKON NEATEIbHOCTH» U MO3BOJIAET MOATOTOBUTH
CTYJIEHTOB K OCBOEHMIO psAJa TaKMX JUCLUMIUIMH Kak [IpakTuka mo moaydyeHuro
npo(eCcCHOHANBHBIX YMEHUW M OmbITa MPO(EecCHOHATBHOW NeATeabHOCTH (B
MH(OPMAIMOHHO-aHATUTUYECKOM; TPOEKTHOW JnedarenbHocTH), llonroroBka u
3aIlMTa BBHITYCKHOM KBATU(DUKAITMOHHON PabOTHI.

ConepxaHne [UCHUILUIMHBI COCTOMT W3 JBYX MOIYJEHM M OXBaTbIBAET
CJHEYIOIINI KPYT BOIPOCOB:

1. Cucrema OpraHu3alMOHHO - PACHOPAAUTEIBHOM JTOKYMEHTAIMH; TOHSATHE
JNOKYMEHTa; KJacCU(pUKALMU JTIOKYMEHTOB; OCHOBHBIE TpeOOBaHUS K O(OPMIICHHIO
JOKYMEHTOB; ~ CHCTEMa  OpPraHW3allMOHHO-TIPAaBOBOM W paclopsiIUTEIbHOM
JOKyMEHTAIIMH; cCUcTeMa HH(POPMALMOHHO-CTIPABOYHOM JTOKYMEHTALIUH.

2. CoctaB 1 BUZbI JOKYMEHTAIIMM KaJPOBOW CITy>KObI, BHYTPEHHHUE JIOKAJIbHbIE
HOPMaTHBHBIE aKThl; OCOOEHHOCTH MOJATOTOBKU U O(OPMIIEHUS TPYIOBOTO JAOTOBOPA;
O0COOEHHOCTH O(OPMJICHUSI U 3aNOJHEHMS TPYJIOBBIX KHIDKEK M BKJIAJBIIIEH K HHUM;

OCOOEHHOCTH  MOJTIOTOBKM U O(DOpMIIEHHSI  PACHOPSIIUTENBHOW  KaJpOBOU

-~



JOKyMEHTAIlMK; OCOOCHHOCTH TMOJTOTOBKM U opopmiIeHHS HH(OPMAIMOHHO-
pacyeTHOI KapoBOii TOKyMEHTAalNK; OHIHAIbHAs BHYTPEHHSI TIEPEMNUCKa; Ky PHAIIBI
ydeTra U KOHTPOJISl JOKyMEHTOB.

Heabp - ¢dopmupoBaHue y CTYACHTOB DSJIEMEHTOB KOMIICTEHIMI 10
KOMMYHUKAIIMM B YCTHOH M NMHCbMEHHON (opMax Ha PyCCKOM U HMHOCTPAHHOM
A3bIKaX ~ JUIS  peUIeHWs  3aJad4  MEXKJIMYHOCTHOTO U MEXKKYJIbTYPHOTO
B3aUMO/ICHCTBUS.

3apaum:

- OCBOHUTH CHCTEMBbI BHYTPEHHETO JOKYMEHTOOOOpOTa OpTraHM3aluu; 0azbl
JaHHBIX IO pa3JIMYHBIM IIOKa3aTelsiM U HUHGPOpPMAlMOHHOE o0ecredeHne
YY4aCTHUKOB OPTaHU3AIIMOHHBIX MPOCKTOB,

- TpoaHANM3WpOBaTh HHPOpPMAIMIO O (PYHKIMOHUPOBAHUU CHUCTEMBI
BHYTPEHHET0 IOKyMEHTO000pOTa OpraHu3allnY;

- copmupoBaTh 0a3bl JAHHBIX 1O pPa3IHYHBIM TOKAa3aTesIM M|
MH(POPMaLlMOHHOE 00ECIICUEHNE YYACTHUKOB OPraHU3alMOHHBIX IPOEKTOB

JI7is yCHEeIHOTO M3YYeHUS NUCHUIUTMHBI «HaBBIKM JI€TOBON MEPEemHCKN» Y
o0yJaromuxcs JODKHBI OBITh CHOPMHPOBAHBI CIEAYIONIUE IPEIBAPUTEIBHBIC
KOMIETEHIINH:

- BIIaJICHHEM HaBBIKAMHU MTOMCKA, aHAJIN3a U UCIIOIH30BaHMsI HOPMATUBHBIX U
IIPABOBBIX JOKYMEHTOB B CBOEH MPO(HECCHOHAILHOU e TEIbHOCTH;

- CHOCOOHOCTBIO HAaXOJUTh OPraHU3AIMOHHO-YIIPABJICHUYECKUE PEIICHUS U
TOTOBHOCTBIO HECTH 32 HUX OTBETCTBEHHOCTb C MO3HIIUN COIMATLHON 3HAYMMOCTH
IIPUHUMAEMBIX PELICHUMU.

B pesynmpraTe wW3yueHUs JAHHOM JUCHUIUIMHBI Y  OOydYaromuxcs

dbopMUpYIOTCS CIEAYIOIIME 00nenpodpecCuoHaIbHbIe KOMIETEHIIMU (3JE€MEHThI

KOMITETCHITUMN ):
Koa u popmysmpoBka Jranbl GopMHUPOBAHUA KOMIIETEHINH
KOMIICTCeHIIUH
IIK-11Bnanenue 3naer CHCTEMBI BHYTPEHHET 0 JIOKyMEHT0000poTa
HaBbIKaMU aHaI3a opraHu3anuy; 0a3bl JAHHBIX [0 Pa3IUYHBIM




nHpopManuu o MoKazaTessiM 1 HHGOPMAaIIMOHHOE o0ecrieueHne

(GYHKIMOHUPOBAHUI YYaCTHUKOB OPraHU3alMOHHBIX IPOEKTOB
CHCTEMBI BHYTPCHHCTO AHAJIM3UPOBATh HHAOPMAIIKIO O (PYHKIMOHUPOBAHMH
JIOKYMEHTO000poTa CHCTEMBI BHYTPEHHETO JOKYMEHTOO00pOTA
OpraHM3alny, BEICHUA v OpraHu3aluy, BECTH 0a3bl JAHHBIX 10 Pa3InyHbIM
0a3 JaHHBIX 10 MeeT

HI0Ka3aTeNsaM U GOPMHUPOBATh HHPOPMALMOHHOE
PasIHIHBIM o0ecrieyeHre Y4aCTHUKOB OpraHU3al[MOHHBIX
MIOKA3aTeNIsAM U HPOEKTOB
dhopmMupoBaHHS

HaBBIKAMU aHaJIN3a WHPOPMAIMHU O
MH(POPMAIIMOHHOTO
OBeCeCHILS (YHKLIMOHMPOBAHUH CHCTEMBI BHYTPEHHETO

JIOKYMEHTO000pOTa OpraHHU3alluy, BeAeHUs 6a3
YYaCTHHUKOB Bnaneer

JAHHBIX 110 PA3JIMYHBIM [OKA3ATENAM U
OpraHM3alMOHHBIX

dhopmupoBanus HHGHOPMAIIMOHHOTO 00SCTICUCHHS
IPOEKTOB

YYaCTHHUKOB OpraHU3allMOHHBIX ITPOCKTOB

I[J'ISI (bOpMI/IpOBaHI/IH BBImCYKaBaHHOﬁ KOMIICTCHIWH B paMKax JHCHHIIIMHbBI
«HaBbIkHN IIGJIOBOﬁ MMCPCIIUCKU» IIPUMCHAIOTCA CIACAYIOIIHC MCTOAbI dKTHUBHOI'O /
HHTCPAKTUBHOIO O6y‘{eHI/IHI IIOArOTOBKA JOKJIag0B C HCITIOJBb30BaAHUECM

MYJIbTUMCHA PCCYPCOB, BBIITOJTHCHUC HHANBUAYAJIbHBIX SaﬂaHHﬁ.

|. CTPYKTYPA U COJJEP’)KAHUE TEOPETUUYECKOM YACTHU KYPCA
(9 yacos)

MOAYJIb 1. Cucrema OpraHu3zalliOHHO -  PACHOPSAUTEILHOM
nokymenrTamum (4 gac.)

Tema 1. Ilonsitue noxkymenra. Kiaccupukanumu nokymeHToB. OCHOBHBIE
TpedoBaHus K 0()OPMJIEHHIO IOKYMeHTOB (2 Jac.)

[Tonsatue «aokymeHT». Poib OKyMeHTa B KM3HHM YeJIOBEKa U OOIIECTBA.
Knaccudukanms 1o  npuoputety  (GyHKIHMOHAJIBHO-IIEIEBOTO  MPU3HAKA.
Knaccudukanusa ynpaBiaeHueckoil gokymeHTanuu. Knaccudukanuu no crnocody
JIOKYMEHTUPOBAHUSL; 110 XapaKTePy UCIOIb3yEMbIX 3HAKOB M 3HAKOBBIX CUCTEM; 11O
KaHAJly BOCTHPUSTHS 3HAKOB, IO PEXHMY JOCTyIa; IO Teorpaguaeckomy
MIPU3HAKY.

CoctaB u mpaBwia oO(OpMIICHHS PEKBU3UTOB OpPraHU3aIUMOHHO-
pacnopsauTenbHbIX JOKyMEHTOB. [lonsaTne «pekBu3ut» nokymenra. ['OCT P 6.30-

2003 «YHupuuupoBaHHbIE CUCTEMBI JOKYMEHTAIIMHU. Y HU(PUIIMPOBAaHHAS CUCTEMA

/



OpraHu3alMOHHO-PACTIOPSIANTEIBHON JIOKYMEHTALUU. TpeboBanus K
O(QOPMIICHUIO TOKYMEHTOBY.

CxeMmbl  pacHOJOXKEHUSI  PEKBU3UTOB.  MEXCTPOUHBIMH  WHTEpBA,
UCIIOJIB3yeMbIld Tipu  odopmiieHnu pekBu3nuToB. LllpudThl, Mcmomb3yembie s
oopMIIEHUSI PEKBU3UTOB.

[Tonsitne «OmaHK AOKyMeHTa». TpebOoBaHus K OJaHKaM JTOKYMEHTOB.
Knaccuduxanus 61ankoB 1okymeHToB. O0mumii 01aHk 1okymeHTa. biank nucsma.
brnank koHKpeTHOro BUJa JOKyMeHTa. [IpoaonbHbIi OJaHK JOKyMEHTa. YTJIOBOMN
OaHK JMTOKyMEHTa. YTJIOBOW OJlaHK C (PJIaroBBIM PACIIONIOKEHHUEM PEKBU3HUTOB.
VYrioBoit OMaHK C€ UEHTPUPOBAHHBIM PACIHOJIOKEHHUEM PEKBU3UTOB. briaHk
opranu3aiuu. biaaHk CTPpyKTYpHOTO MOApa3ieiicHusd. biaHK JOJKHOCTHOIO JIMIA.
dopmart Osanka gokymeHTa. Pazmepsl noseit. Hymepaius ctpanuil.

Tema 2. Cucrema OpPraHM3alMOHHO-TIPABOBOM M PaCHOPSAMTEIbHON
nokymenrtanuu (1 gac.)

Oco0eHHOCTH TOATOTOBKH M OGOPMIICHUS OpraHU3alMOHHO-TIPABOBBIX
JTOKyMeHTOB. Ha3zHaueHue u COCTaB OpraHu3allMOHHO-TIPABOBOWM JOKYMEHTAIIUH.
CocraBieHue u OQOPMIICHHE OTIEIbHBIX BHUJOB OPraHU3alMOHHO-TIPABOBBIX
nokymeHToB. YctaB. Ilonoxkenue o0 opranmzanuu. lllratHoe pacnucanue.
NHuctpykiuu. JloroBopsl.

OcoOeHHOCTH ~ TOATOTOBKM W O(GOpMIICHHS  pacHOpSAUTEIBHBIX
JOKYMEHTOB. Ha3HaueHue # C€OCTaB pacnopsAUTEIbHOW  JOKYMEHTALMH.
[Ipouenypa uznanus pacCnopsAUTEIIbHBIX JOKYMEHTOB B YCIIOBUSAX €AUHOIUYHOTO
npuHATHs pewieHuid. lIpouenypa u3gaHus pacnopsiAMTENBHBIX JOKYMEHTOB B
yCIOBUSIX KoJieruaidbHOCTH. CocTaB u  OQOPMIICHHE PaCHOPSIUTEIbHBIX

nokyMeHTOB. [Ipuka3. Pactiopsoxenune. Ykazanue. Pemenne. [locranoBnenue.

Tema 3. Cucrema ungopManHOHHO-CIPABOYHOI ToKymMeHTanuu (1 gac.)
Oco6eHHOCTH MOATOTOBKH U 0(opMIIeHUsS WHHOPMAITMOHHO-CITPABOYHBIX
JOKyMeHTOB. Ha3zHaueHue u cocTaB CripaBOYHO-UH(GOPMAITMOHHON TOKYMEHTAIIHH.

CocrtaBnenue u OQOpMJIEHHE CHPABOYHO-MH(GOPMAIMOHHBIX  JIOKYMEHTOB.

o



Jloknamnapie, chmyxkeOHble ©  OOBACHUTENbHBIE 3amucku. [IpenmokeHwue.
[IpencraBnenne. 3aspnenue. Axr. CnpaBka. Buael nmcem. OcoOGeHHOCTH

MOJIFOTOBKU U O(hopmiieHus: MPOTOKOJIa. BHUIBI MPOTOKOIOB.

MOAYJIb 2. CocTaB u BUIbI JOKYMEHTAIIUM KATPOBOM CJIyKObI
Tema 2.1. BHyTpeHHHe JIOKAIbHbIE HOPMATHBHBIE aKThI (5 yac.)

[IpaBuna BHyTpeHHEro TpynoBoro pacnopsaka. Onpexnenenue. TpynoBon
kojekc P® o mpaBuiax BHYTPEHHETO TPYAOBOIrO pacnopsiaka. Pazmensl mpaBuil.
Otansl pa3pabOTKH MpaBUI BHYTPEHHETO TPYJOBOTO PacIopsiiKa.

[TonoxeHue no 3ammre MepCOHANbHBIX JaHHBIX. [IoHsATHE NTEpCOHANBHBIX
JaHHBIX paboTHUKA. COCTaB MOJIOKEHHUS 10 3aIUTE NEPCOHATBHBIX JaHHBIX.

WNucTpykuust 1o oxpaHe Tpyda Mg Oo(pHCHBIX paOOTHUKOB. CTpyKTypa
UHCTPYKIIMM TI0 OXpaHe Tpyda Jis OQHUCHBIX paboTHUKOB. Bpewms
pErJIaMEHTUPOBAHHBIX IEPEPHIBOB B 3aBUCUMOCTH OT MPOAOJIKUTEIBHOCTH
pabodeil cMeHbI, BUJa M KAaTErOpUH TPYAOBOM NEATEIBHOCTH C INEPCOHAJIbHBIM
KOMITBIOTEPOM.

HomxHoctHass ~ uHCTpykuus.  Onpenenenue.  KBanu@ukannoHHBIHI
CIPABOYHUK JOJDKHOCTEM PYKOBOIUTENEH, CHELUANIMCTOB M APYIHX CIIYKAIIHX.
Paznenst  pomxHOCTHOM MHCTpyKiuu (OOmue mosnoxkenus. JloJDKHOCTHBIE
o0si3anHOCTH. [IpaBa. OTBETCTBEHHOCTH. B3auMooTHOIIEHUS).

KomnektuBHbi poroBop. CTpyKTypa W COJEpKAHUE KOJUIEKTUBHOIO
JIoroBopa. Buabpl HakazaHus 3a  HapylIeHHs MPOLEAYPHl  3aKIIOYEHUS
KOJUIEKTUBHOTO 0roBopa (Koxekc 06 afMUHUCTPATUBHBIX PABOHAPYIICHUSIX ).

Homenknarypa nen. Onpenenenue. IlpusHaku 3aBenenus nen. Llemm
CO3JaHusl HOMEHKJIaTyphl Jied. PacnosnoxkeHue pa3fenoB U €1 B HOMEHKJIAType.

OdopmiieHre HOMEHKIIATYPHI JIe]I.

Tema 2.2 OcoGeHHOCTH MOATOTOBKH U 0(popMIIEHHS TPYI0BOI0 10T0BOPA

(2 gac.).



TpynoBoil AOroBOop Kak OCHOBHOHM CHOCOO JAOKYMEHTHPOBAaHUS TPYIOBBIX
npaBoOoTHOIIEHU. CTOpPOHBI TpyaoBOro morosopa. ConepkaHHE TPYLOBOIO
noroBopa. CylIEeCTBEHHbIE YCIIOBUS TPYAOBOro Joroopa. Cpoku, Ha KOTOpPBIE
3aKI0YaeTcss TpyaoBoil goroBop. CpouHslii TpyaoBou nporosop. Ciydau, B
KOTOPBIX 3aKJIKOYAeTCsd CPOYHBIA TPYyAOBOM JOTOBOp. BceTymieHue TpyAaoBoro
JIOTOBOPA B CHITY.

3akio4eHue TPYyAOBOTO AOroBopa. Bospact, ¢ KOTOpOro I0OmMycKaeTcs
3aKJIIOYEHHE TPYAOBOTO [JOTOBOpa. ['apaHTHUM TIpU 3aKIOYEHUU TPYAOBOTO
n0roBopa. JloOKyMeHTBI, NPeIbsABISAEMbIE MPU 3AKIOYEHUH TPYIOBOIO JOTOBOPA.
dopmMma TpyZ0BOro 10roBOpa.

[Topsimok odopmileHHs] TOKYMEHTOB MpU MpUeMe Ha padoTry. JJOKyMeHTHI,
NpeabABISIEMbIE TPU 3aKIIOYEHUH TpyAoBoro naorosopa. Ilpouenypa mnpuema.
HcnpiTaTenbHbIN CPOK IpU IPUEME Ha padoTy.

N3menenne TpynoBoro poroBopa. llepeBony Ha JApyryr0 MOCTOSTHHYIO
paboty u mnepemeunieHue. V3MeHEHHME CYIIECTBEHHBIX YCIOBHM TPYyI0BOrO
norosopa. OTrcTpaHeHue ot paboThI.

[Ipekpaimenue TpyaoBoro jgoroBopa. OOIIHe OCHOBaHMS TMPEKpaIleHUs
TPYAOBOI'O JOroBOpa, cratbu TpynoBoro kojekca P®. Pactop:kenue TpyaoBOro
JIOTOBOPA 10 MHUIIMATUBE pa0OTHHKA (M0 COOCTBEHHOMY *kelaHuto). Pactop:kenue
TPYAOBOI'O JOrOBOpa IO HMHULIMATUBE paboroaarens. lIpekpalieHue TpymoBOTO
JIOTOBOpa MO OOCTOSITENIbCTBAM, HE 3aBHUCSIIMM OT BOJU CTOPOH. OCHOBHBIE

PEKBU3UTHI OJIaHKa TPYJOBOIO JIOTOBOPA.

Tema 2.3 Oco0eHHocTH 0(pOpMIICHUSI U 3ANOJTHEHMS TPYAOBBIX KHMKEK
BKJIajbImei kK HuM (1 gac.)
TpynoBass KHMKKa KaKk OCHOBHOM JIOKYMEHT O TPYIOBOM JIESATEIBHOCTH
pabotHuka. Mcropusi BO3HHMKHOBEHHUS TPYIOBOM KHIKKU. HopmaTuBHBIE
IIPABOBBIE AKThl, PEIVIAMEHTHPYIOIHUE BEACHUE, 3allOJIHEHUE, YYeT U XpaHEHHe

TPYIOBBIX KHUXKEK.
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OOmue TpeOoBaHMS K 3alOJHEHUIO TPYIOBBIX KHIKEK. CBeneHus,
BHOCSIIMECS B TPYyNOBYIHO KHIXKKY. llopsgok odopmieHus naT B TpyAOBOH
KHWKKe. Pasnensl TpynoBou KHWKKU. [IpaBuna M3MeHEHMN paHee BHECEHHBIX
HETOYHBIX, HEMTPABUJIbHBIX WJIM HUHBIX NPU3HAHHBIX HEACHCTBUTEIBHBIMH 3aIUCEN
B JJaHHBIX pa3jenax.

[IpaBuna 3amosiHeHHsI CBeleHMM O padoTHHKEe. M3MeHeHus 3amnmcei
CBECHUA O paboTHUKE. JIOKYMEHTbI, HAa OCHOBAaHHUU KOTOPBIX IPOU3BOASITCS
U3MEHEHUS 3alKcell B TPYAOBBIX KHIDKKaX O (paMHMiIuM, UMEHH, OTYECTBE U JaTe
POKIEHUS.

3anonHeHue cBeaeHUl o paborte. OdopmiieHne mnpuema Ha padoTy.
Buecenne cBeaeHHil 0 paboTe€ MO COBMECTHUTENBCTBY. 3alKCh MPU HW3MEHEHUU
HAaMMEHOBaHUS OpraHU3aluu.

3anonHeHne CBeAeHMM 00 yBOJIbHEHUHM (TpEKpalleHud TPyAOBOIO
noroopa). OCOOEHHOCTH 3amlOJHEHUs CBEACHUH 00 YBOJBHEHHH. 3aBepKa
CBEJCHUI MOJNHUCHIO paboTojaTeNss WIM JHUIa, OTBETCTBEHHOI'O 3a BEJCHHE
TPYJOBBIX KHI)KEK, ME€YaThi0 OpraHu3auuu (KaapoBOW CIY>KObI) W MOANHCHIO
caMoro pabOTHHUKA.

[Topsimok odopmneHuss aydnukata TpPYyJAOBOM KHWKKH. Bkiameimr B
TPYJOBYIO KHHXKKY.

3anoJHEHUE CBEAEHUIN O HarpaKICHUN.

Belgaya TpyZOBOW KHWKKHM TIPHU YBOJBHEHUHU (IIPEKPALICHUH TPYAOBOIO
JIOTOBOpa). YUeT U XpaHEeHHUE TPYAOBbIX KHIKEK. KHuru ydera. OTBETCTBEHHOCTh

3a COOJTIO/ICHHE TTOPSAKA BEICHUS TPYIOBBIX KHIKEK.

Tema 2.4 OcoGeHHOCTH MOATOTOBKH M O()OPMJIEHHS] PACIOPSIUTEILHOI
Ka/ipoBoii JokymeHnTamuu (1 4ac.)

[Topsmok MOATOTOBKM MPOEKTOB MPUKA30B MO JIMYHOMY cocTaBy. [IpaBuia

oopmileHHsI TEKCTa MpUKa3a MO JUYHOMY cocTaBy. OCHOBaHHUS K IpHKa3aM.

Cpoku XpaHEeHHS TTPUKA30B T10 JIMYHOMY COCTaBY.
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Ocobennoctn  odopMIICHHSI TPUKA30B MO JIUYHOMY COCTaBy B
COOTBETCTBUM C YHUGUUUPOBAHHBIMH GopMamMu. AnbOOM YHUDHUIIMPOBAHHBIX
dbopM TEPBUYHONW YYETHOW JOKYMEHTAallUd 1O YYEeTy Tpyda €ro OIUIaTHI.
Odopmiienne npukasza o npueme Ha padoty (dpopmer T-1 u T-1a). Opopmuenue
npukaza o mnepeBoie pabotHuka (dopmbl T-5 u T-5a). Bumgbl mnepeBojos.
Odopmiierne npukasa 0 MpeaocTaBieHnn OTIycKoB (dhopmbl T-6 u T-6a). Bumbt
orimyckoB. [lponenypa odopmiienus ortnycka. OdopmieHne Tmpukaza o
MpEeKpallleHuy TpyJaoBOro Jgoropopa (yBosnbHeHuw) (popmer T-8 u T-8a).
Odopmitenne npukasza o moompeHuu (Gpopmer T-11 u T-11a). Buasr moompenuii.
Odopmiienne npukaza o komanaupoBanuu (popmel T-9 u T-9a). OdopmieHue
KOMaHAUpOoBOouHOTrO yaoctoBepeHus (dpopma T-10). Ilpuxaz o HamoXKeHUU
JTUCITUTIIMHAPHOTO B3BICKAHUS. BUIBI AUCIMIUITMHAPHBIX B3bICKaHUU. [Iporemypa
HAJIOXKEHUS JUCIUIUIMHAPHOTO B3bICKaHUs. CBeNIEHUs, YKa3bIBa€MbIE B TIPUKA3E O

HAJTOXCHNH JUCHUIINIMHAPHOT'O B3BICKAHUWAA.

Tema 2.5 OcoGeHHOCTM NOATOTOBKH H O(OpPMIeHHST HHE(OPMALHOHHO-
pacyeTHo# KaapoBoii JokyMeHTanuu (1 Jac.)

[lltatHoe pacnmcanue. Haznauenue mratHoro pacnucanus. IIpouenypa
YTBEPXKACHHUS INTAaTHOTO pacnucanus. [Ipukaz 00 yTBEpKIEHWH IITATHOTO
pacnucanus. [Ipukas o BHeCeHMM M3MEHEHU B mTaTHOE pacnucanue. OCHOBaHUS
JUIs BHECEHUS M3MEHEHUl B ITarHoe pacnucanue. KiaccudukaTopsl,
UCTIONb3yeMble TIPH YCTAHOBICHHHM JOJDKHOCTA B IITAaTHOM PACHUCAHHU.
OcobeHHocTH 3amoyiHeHNs] YHUGUIIUPOBAHHOM QopMbl mTaTHOrO pacnucanus (T-
3). Cpok XpaHEeHHs IITATHOTO PacIyCaHMUs.

Oco0eHHOCTH 3amoHEeHNs] YHU(UUUPOBAHHON (POpMBI Ipadrika OTIYCKOB
(popma T-7). Hatel yTBepxkAcHUS Tpaduka oTmyckoB. Bo3amoxHOCTH 0opMiIeHUS
JaT TPEAOCTAaBICHHs OTHMycKa (TouHas pnata wid Mecsl). Cpok XpaHEHHs

rpauKoOB OTITYCKOB.
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OcoOeHHOCTH 3amoJHEHHs YHU(PHUIMPOBAHHOW Qopmbl Tabens yuera
pabouero Bpemenu (popma T-13). HazHaueHue Tabesns yuyera pabodyero BpeMeHHU.
Cpox xpaHeHus Tabeneit yaera pabo4yero BpeMeHH.

OcoOeHHOCTH 3amOJHEHUs] YHU(PUIUPOBAHHON (HOPMBI JTUYHON KapTOUKU
(bopma T-2). Kareropuum paOOTHUKOB, Ha KOTOPBIX 3aMOJHACTCS JIMYHAS
KapTouka. JlOKyMeHTBI, HEOOXOIMMBIC MJii 3alOoJIHCHHUS JUYHONH KapTOUKH.
KoaupoBanue cBeieHuil B InuHOM KapTouke. Cpok XpaHEHUS JIMYHON KapTOUKH.

JInuHkIe Acia. cDO]:’)MI/IPOBH,HI/IG JJUYHBIX JCJI.

Il. CTPYKTYPA U COAEP)KAHUE IPAKTUYECKOMN YACTH KYPCA
IpakTuueckue 3ansarus (9 yac.)

3anstue 1. M3ydyeHue cocTaBa pPEKBUBUTOB JOKYMEHTOB. OdopmiieHue
OTJICJIbHBIX BUJIOB PEKBU3UTOB.

3ansatue 2. PazpaboTka u oopmiieHue MpOaOIbHBIX OJaHKOB MPHUKAa3a, aKTa,
MIPOTOKOJIA, YTIIOBOTO OJIaHKa MUChMa.

3anstue 3. Pazpabotka u opopmMiieHre mpukasa o OCHOBHOM /€S TEILHOCTH,
paciopsKEHUSI.

3ansatue 4. PaspaboTka u odopmMiIeHHE aKTa O HApPYIICHUU TPYIOBOM
JUCUUIUIMHBI, TPOTOKOJIa COOpaHUs KOJUIErHalbHOIO OpraHa.

3anstue 5. Pa3zpaboTka u opopmiieHre JOKHOCTHON HHCTPYKITUH.

3ansTtue 6. PazpaboTka u opopmMieHue Tpya0BOro 10roBopa.

3anstue 7. OpopmiieHre 1 3a10JHEHUE TPYJOBON KHUKKH.

3ansTue 8. [loaroroBka n opopmMiieHHE TPUKA30B 10 JUYHOMY COCTaBY.

3ansartue 9. [loaroroBka u opopmiieHne TMIHON KapTouku T-2.

I11. YYEBHO-METOAUYECKOE OBECIIEYEHUE
CAMOCTOATEJBHOU PABOTHI OBYUYAIOIIIUXCSA

Y4ebHO-MeTOAMUECKOe oOecrieueHue CaMOCTOSITEIIbHON paboTHI
00y4YaroIuXxcs Mo JUCIHUILINHE «JIOKyMEHTaIlMOHHOE 00ECIIeUeHUE YITPaBICHUS
npeactaieHo B [Ipunokenuu 1 u BKIIOYaeT B ceOs:
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- TIaH-TpaduK BBIIOJHEHUS CAaMOCTOSATEIbHONW PabOThl MO JUCIHIUIMHE, B

TOM YHCJIC IIPUMCPHBIC HOPMbI BPEMCHHU HaA BBIINTOJIHCHHUC 110 KAKJIOMY 3a/I[aHU1IO,

- XapaKTCPpUCTHUKA Sa,ZIaHI/Iﬁ JJIA CaMOCTOSITEJIbHOM pa6OTI)I OGY“I&IOHII/IXC}I 151

MCTOANYICCKUC PCKOMCHIAIINH 110 UX BBIIIOJIHCHUIO,

- TpeboBaHUSA

CaMOCTOSITCJIbHOM pa60TI)I;

IMpCaACTaBJICHUIO u

- KPUTEPUU OLIEHKH BBIITOJIHEHHS CAMOCTOSITEIbHOM paOOTHI.

Oo(QOpMIICHUIO  pE3YJIbTATOB

IV. KOHTPOJb JOCTHKEHMS LEJEN KYPCA

Ne | Konrposu

Kon u hopmynupoBka KomreTeHInu/

O1neHOYHBIC CPEACTBA

n/ | pyembie Oranbl GOpMUPOBAHUS KOMIICTCHIIUN TEKYIIUN MIPOMEKYTOU
n | paszmensl/ KOHTPOJIb Hast
TEMBI aTTecTanus
JTUCIUILITN
HBI
1. | 3ansrus: 3Haet nHpOpMALIUIO O Koncnekr | Bompocsl Kk
TeKIUH 2- (yHKIIMOHUPOBAHUU (T1P-7), sk3ameny 10,
3; CUCTEMbI BHYTPEHHETO cobecemosan | 11, 12,13
MPaKTUYeC JOKYMEHTO000pOTa ue (YO-1),
KHe OpraHu3ay U 0a3bl IaHHBIX | JTUCKYCCHS
3aHATHS 3 10 Pa3JINYHbIM I10Ka3aTeNsIM (YO-4)
YMeer aHanu3upoBaTh Koncnexr | Bompocsl  k
uHpopMaIuio o (ITP-7), sK3ameny 14,
(GYHKITMOHUPOBAHHUH cobecemosan | 15, 16, 17
CHUCTEMBbI BHYTPEHHETO ue (YO-1),
JIOKYMEHTOO00pOTa JTUCKYCCHS
IK-11 OpraHu3aIy U BeJeHUH 0a3 (YO-4)
JAQHHBIX 110 PA3TNIHBIM
MOKa3aTeNsIM
Bianeer HaBbIkaMu aHanmu3a Koncnekr Bomnpocsl k
uH(pOpMaIIUU O (TIP-7), JK3aMeny 35,
(GYHKIMOHUPOBAHUHT cobecenoBaH 36
CHCTEMBbI BHYTPEHHET O ue (YO-1),
JIOKYMEHTOO000pOTa JTUCKYCCHS
OpraHu3aIyy, BeaeHus 6as3 (YO-4)

JAaHHBIX IO pa3JIMYHbIM
IIOKa3aTCJIsIM

TunoBbie KOHTPOJIBHBIC 3alaHN, MCTOAUYCCKUEC MAaTCpUAJIbI, OITPCACIATOINC

MPOLETYPHI

OLICHUBAHUA

3HAHMHU,

YyMEHUH W HaBBIKOB M (WJM) OIbITa

ACATCIIBHOCTHU, a TaKXC KPUTCPHHM M I10KA3aTCIIu, HGO6XO)II/IMBI€ JJI1 OLCHKHU

3HAHMH,

YMEHUH,

HAaBBIKOB
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KOMIETEHIIM B  MPOLIECCE  OCBOCHHMS  OOpa30BAaTENbHOW  MPOTPaMMBbl,
npecrasieHsl B [Ipunoxxenun 2.

V. CIUCOK YUYEBHOM JIUTEPATYPbHI © UHOOPMAIIMOHHO-
METOIUYECKOE OBECIHHEYEHHUE JUCHUIIJINHBI

OcHoBHas JuTEeparypa

1. OcHoBBI jenonpou3BoJicTBa: YueOHoe mocodue / A.M. Acammen, W.I.

MuponoBa, E.A. Kocapesa, I'.I'. Bykosuu. - M.: HUILl UTHOPA-M, 2014. - 144 c.
http://znanium.com/catalog.php?bookinfo=443541

2. Kysnenos, 1. H. Jlemonpou3BojicTBO [DIeKTpoHHBIM pecypc] : YueOHo-
ciupaBoyHoe mocobue / M. H. Ky3nenon. - 6-¢ usn., mepepad. u mom. - M.
WN3patenscko-ToproBast kopmopauusa «lamkoB u  K°, 2013. - 520 c.
http://znanium.com/catalog.php?bookinfo=414939

3. Kysnenos, U. H. [enoBoe mucbMo [DnekTpoHHBIH pecypc] : YueOHO-
cripaBouyHoe mocobme ajsa OakamaBpoB / WM. H. Kysuemos; ABt.-coct. U. H.
Ky3nenos. - 5-e u3a. - M.: U3narenscko-ToproBas kopnopauus «Jlamkos u K°»,
2013. - 196 c. http://znanium.com/catalog.php?bookinfo=415309

4. JlokyMeHTallMOHHOE obOecredeHne ympapieHus: YdeOHoe mocooue / E.B.
Imammit. - M.: HWI PHUOP: HUI[ Hadpa-M, 2013. - 249 c.
http://znanium.com/catalog.php?bookinfo=304633

5. Texuuueckue cpenctBa ympasienus: YueOnuk / WM.K. Kopuees, I'.H.

Kcangomyro. - M.: NHOPA-M, 2010. - 200 C.
http://znanium.com/catalog.php?bookinfo=187114

6. JlokymMeHTallMOHHOE OOECIIeUeHHUE YIPAaBJICHUS (IEIO0NMPOU3BOICTBO): YU.
noc. / T.A.beixoBa, T.B.Ky3nenona, JI.B.Cankuna - 2 uza., nepepad. u jgor. - M.:
MH®PA-M, 2012. - 304 c.: http://znanium.com/catalog.php?bookinfo=238519

JlonoJHUTeIbHAS JIUTEPATypa
(newammvle u snexmponHble U30aHUs)
1. lenonpousBoyictBo: Yue6. / T.A.beikoBa, JI.M.BsmoBa u np.; Ilox pen.

T.B.Ky3nemnoBoii - 3 uzn., nepepad. u gomn. - M.: HUIl Uudpa-M, 2013 - 364c.
http://znanium.com/catalog.php?bookinfo=395908

2. lenonpounsBoacTBo: YuebHoe mocobme / E.H. bacosckas, T.A. brikoBa,
JLM. Bsnosa, E.M. EmbimieBa; [Tog o6m. pea. T.B. Ky3nemnosoii. - M.: @opywm:
HUILL MTH®PA-M, 2014. - 256 c.: http://znanium.com/catalog.php?bookinfo=430325
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http://znanium.com/catalog.php?bookinfo=238519
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3. Kynses, H. H. JlokymenToBenenne [DneKTpoHHBINA pecypc] : yueOnuk / H.
H. Kynses, /1. H. Ypanos, A. I'. ®a6puunos; noxa pea. npod. H. H. Kynsesa. - M.

Jloroc, 2012. - 352 ¢ - (HoBas yHuBepcuTerckas OuOIMOTEKA).
http://znanium.com/catalog.php?bookinfo=469013

4. JIokyMEeHTAIIMOHHOE OOECIICUCHHE JCIOBOTO OOMIeHHI: YueOHoe mocooue /
JI.C. KopooGeitnukoBa, O.M. Kynprommuna; Ilox pen. J.A. EngoBunkoro. - M.:
Maructp, 2011. - 302 c.: http://znanium.com/catalog.php?bookinfo=244969

5.BacuneseBa UW. H., Tl'ankuna JI. A., I'puropoBuu JI. b. Opranuzanus
JEJIOTPOU3BOJICTBA U TIEPCOHATIBHBIA MEHEKMEHT: IPUMEHEHUE KOMIIBIOTEPHOTO
TpEHUHTa: yueOHoe rmocooue s By30B. — M.: By3oBckuii yueonuk , 2009, 103 c.

6.TOCT P 51141-98. Jlenonpou3BOACTBO U apXHBHOE JAeN0. TepMHUHBI U
ompeaenenusi. — Bsex. 1999-01-01. — M.: Toccranmapt Poccuu: U3a-Bo
cTaHjapTos, 1998.

7. KazakeBuu T.A. JIokyMeHTallMOHHBIN CEPBUC : Y4EOHOE MOCOOHUE AJI BY30B.
— M.: Akagemus , 2010, 159 c.

8. Kapcerckas E.B. KaapoBsiii nokymeHT0000pOT. JIOKanbHbBIE HOPMATHBHBIE
aKTbl, KOTOpBIE IPOBEPUT TpynoBas nHcnekuus. — M.: AuCu I'pynn, 2011, 168 c.

9.KupcanoBa M. B., AxkcenoB .M. Jlenonpou3BojgcTBO Ha MajoM
npeanpusThu: [y4eb.- npakt. nocoodue]. - M.: Omera-JI, 2009, 247 c.

10.Kopuee UK., [Tmenko A.B. YmpaBrneHue nOKyMEHTaMH: YYECOHUK IS
BYy30B. — M.: UTHDOPA-M, 2009, 299 c.

11.Ky3uenor M.H. [emonpon3BoicTBO: y4ueOHO-CIIpaBOYHOE Tocobue. — M.:
HamixoB u K, 2009, 519 c.

12.Mutpodanosa B. B. Odopmisem kaapoBble AoKyMeHTHI. HacTtompHas
KHUTa npaktuka. — M.: Anbda-Ilpecc, 2010, - 320 c.

13.ITmenko A. B. JlokymeHTarmoHHOe oOecTeUeHHe ymhpaBiaeHUs. — M.:
Axanemus, 2009, 176 c.

14.TTmenxko A. B., Hoponmna JI. A. JlokyMeHTalluOHHOE OOECIEeYeHUE
ynpasienus. [Ipaktukym. — M.: Axkanemus, 2012, 160 c.

15.Paznopoxubiii A. A. JIOKyMEHTHpOBAaHHE YNPABIECHYECKOW NI€SITEIbHOCTH:
ydueoHoe nocobue. — M.: UHOPA-M , 2009, 303 c.

16.Poroxxun M. 1O. CoBpemennoe nenoBoe mucbmo. — M.: I'poccMenmna:
POCBYX, 2008, 215 c.

17.TuxomupoBa JI. B., Tuxomupor M. lO. KOpuandeckuil cupaBOYHUK MO
pabote ¢ kanpamu. — M.: U3znanue Tuxomuposa M. 0., 2012, 416 c.

18.®ununoBa M. M. JlokyMeHTHpOBaHHE YIPABICHYECKON AEsTEIbHOCTH:
NMpaKkTUKyM: yueOHoe nocobue aig By30B. — M.: Acnekr I[Ipecc, 2009, 127 c.
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Ilepeyens pecypcoB HH(POPMALUOHHO-TEICKOMMYHUKAIMOHHON ceTH
«HTEepHET»

1. DnexkrtponHas 6ubimoTeka u 6a3bl JaHHBIX J[BOY .

http://dvfu.ru/web/library/elib

2. DiekTpoHHO-OMOIMOTEeUHas cucteMa «Jlauby http://e.lanbook.com

3.  DnexTpoHHO-O0MOMMOTeuHas cuctemMa «HaydHo-n3marensckoro meHTpa

NH®PA-M» http://znanium.com

4.  DnexTpoHHO-OMOMMOTEeYHas cuctema bubnuoTex.

http://www.bibliotech.ru

5.  DIeKTpOHHBIN KaTalor HaydHo# oudmuoreku JBDY http://ini-
fb.dvgu.ru:8000/cqi-bin/gw/chameleon

6. Hayunas 6ubmuoreka KubdepJlenunnka: http://cyberleninka.ru/

Ilepeyenb MHGPOPMALUOHHBIX TEXHOJIOTI I
U IPOTPaMMHOI0 o0ecrevYeHust

Microsoft Word
Microsoft Excel
Microsoft PowerPoint
Microsoft Publisher

Koncynbrantllntoc / 'apanT

L e A

Microsoft Internet Explorer/ Mozilla Firefox/ Opera

VI. METOANYECKHUE YKA3AHUSA
1O OCBOEHUIO JTUCHUII/IMHbI

PexoMeHnganum 1no NJAHMPOBAHMI0O W  OPraHM3alMUd  BPEMEHH,
OTBEJEHHOI0 HA M3yYeHHe TMCUMILIUHBI «/lokyMeHTanuoHHoe olecnedyeHue
yIpaBJIeHUD .

JucnuninHa paccuntana Ha 36 ayTUTOPHBIX YacoB (M3 HUX: JIEKIUH - 9 yac.,

MpaKTUYECKUE 3aHATU - 9 "ac.), camocTosITebHas paboTa — 18 yac.
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OOyuaromuMcst CleyeT yAeauTh OOJIbIIOE BHUMAHHWE IUTAHUPOBAHUIO U
OpraHu3allid BPEMEHU MpPU TOJATOTOBKE K MPAKTHUYECKUM 3aHATHUAM JaHHOU
TUCIUTUIMHBL  (MUHUMYM 3 d9aca CaMOCTOSTEIBHOW pPabOThI), TaK Kak
caMOCTOsITeNIbHAs paboTa ABISETCA HEOThEMIIEMBIM aTPUOYTOM 00pa30BaTEIHLHOTO
npoiiecca. Bece npaktudeckue 3aHATHS CHOPMUPOBAHBI TaKUM 0Opa3oM, 4TOOBI
MaKCHUMaJIbHO KOMIUIEKCHO M3YYUTh BOMIPOCH TEOPUHU U TPAKTHUKUA COBPEMEHHOTO
JIOKyMEHTUPOBaHUs. PekoMeHyeTcsl BECTH KOHCIEKT KaKI0W MPOUJIEHHON TeMbl
C JOTIOJHUTEIBHOM MPOpPaObOTKOW M HM3yYEHHEM HOPMATHBHBIX M IOPUIUYECKUX
aCIIeKTOB.

Onucanue MOC/IEIOBATEIbHOCTH  JAeWCTBHI  00y4amOIIMXCHA, WIH
AJITOPUTM  M3YYeHHs] JUCHMILUIMHBI «JlOKyMeHTalMOHHOe olecreyeHne
ylpaBJIeHUD .

ANTOPUTM HU3Y4YEHHUS JaHHOW NUCUUIUIMHBI MOCTPOCH HAa COYETAaHUU TpPeX
00s13aTEIPHBIX KOMITOHEHT: JICKIIUW, MPAKTUYECKUE 3aHATUS U CaMOCTOSTCIIbHAS
pabota. VIMeHHO 3TH TpU HEOTJEIUMBIX KOMIIOHEHTA MO3BOJISIIOT KaY€CTBEHHO U
TIOJTHOIIEHHO YCBOWTHh M3y4aeMblid MaTepuai. OHH HEOTIAEIUMBI IPYT OT JApyra u
B3aMMOCBSI3aHbl, MO3TOMY OakajaBpaM CJEAyeT BHUMATEIbHO OTHECTUCHh K
KaKJI01 13 0003HaYE€HHBIX KOMIIOHEHT U YJIEJSTh UM JJOCTATOYHO BPEMEHHU.

Pexomenmxanuu no padore ¢ Jqureparypoii:

[Ipu pabotre c gnuTeparypol TO JUCHUIUIMHE «JloKymMeHTaImoHHOE
oOecrieueHue ympaBleHUs» OakalaBpaMm CIEAyeT B OO0sA3aTEIILHOM TMOPSIKE
03HAKOMUTBHCSI CO BCEMU UCTOYHUKAMU B CIIMCKE OCHOBHOU JuTeparypsl. Cienyet
BECTU PYKOMHUCHBIE KOHCHEKTHI IO TEeMaM M3y4aeMOl JUCHUIUIUHBI C
o0si3aTeNIbHON MPOPaOOTKOM MEPBOUCTOUHUKOB.

Kpome »sToro, pexkomeHayercsi oOOpaTUTbCS K CIHUCKY JOMOJHUTEIbHOU
JUTEPATYphl, KOTOpas TO3BOJMT IIOJIHOIEHHO TOJATOTOBUTHCA K  PSAY
MIPAKTUYCCKUX 3aHITHH TUCIHUTLIAHBI.

PexoMeHaanum no noAroToBKe K 3K3aMeHY:

B xome moaroroBke K 3a4eTy IO AMCIUIUIMHE «J[OKyMEHTallMOHHOE

oOecrieyeHUe  yOpaBJICHUS»  CTYJIEHTaM  pPEKOMEHAYEeTCS  M3y4yuTh  BCE
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MNpCIOKCHHBIC  BOIIPOCBI B CIIMCKC. CJIGI[yeT BHUMATCJIIBHO IMPOYUTATH
HCO6XO,ZIHMI>I€ pa3acibl IICPBOUCTOYHUKOB, IIPH HGO6XOI{HMOCTI/I C(i)OpMI/IpOBaTI)
MHUCHbMEHHBIN pYKOHI/ICHblﬁ KOHCIICKT AJII IIOATI'OTOBKHM K KaAXKIOMY KOHKPCTHOMY
BOIIPOCY. KpOMe 9TOr'0, KCJIATCJIbHO O3HAKOMHUTCS C COBPCMCHHBIMU IMPHUMCPAMU
IO BOIIpOCaM TCOPCTUYCCKOI'O MaTCpHalla KypCd, a4 TAKKC IIOCMOTPCTb HOBLIC

HOPMATUBHBIC U 3aKOHOAATCIIbHBIC dKThI.

VIl. MATEPHUAJILHO-TEXHUYECKOE OBECIIEYEHUE
T CHUILIAHBI

MarepuanbHO-TEXHUYECKOE O0€cleUeHHe IUCHUILUIMHBI BKJIIOYAET B CeOs
HaJIM4Me MYJIbTUMEAUMHOTO 000pylnoBaHus, mpenoctaBieHHoro BY3om s

JIEMOHCTpAIIMH yIeOHO-HATJISTHBIX HHTEPAKTUBHBIX Npe3eHTanui (Power Point).
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[Tpunoxenue 1

§

MMHHCTEPCTBO OBPA30BAHUS U HAYKH POCCUNCKOM ®EJIEPAIIN
denepalibHOE rOCYAaApPCTBEHHOE aBTOHOMHOE 00pa30BaTEIbHOE YUPEKICHUE
BBICILIETO MTPO(HECCUOHATIBEHOTO 00pa30BaHus

«/1aJIbHEeBOCTOYHBIN (eepabHbIN YHUBEPCUTET»
(ABDY)

< IIKOJIA SKOHOMUKHN U MEHE/IZKMEHTA JIB®Y>

YUYEBHO-METOJUYECKOE OBECIIEYEHUE CAMOCTOSATEJBHOM
PABOTbBI OBYYAIOIIUXCA

MO JUCLUITJIMHE

«HaBBIKM 1€JI0BOM MTEPETTUCKI)
Hanpasienue noarorosku 38.03.02 «MeHexxMeHT
npouiid «YpaBieHHE MAJIbIM OU3HECOM
«YnpaBiaeHue MPOEKTAMMU»
«MapkeTtuHr»
dopma NOArOTOBKYU OYHAS

r. BnagusocTok
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IInan-rpa¢guk BHINOJHEHHUSA CAMOCTOATEIbHONH PadOThI MO JMCHMILIMHE

Ne Bun IIpumepHusbie | PopMa KOHTPOJISA
n/n . CaMOCTOSITeILHOMI HOPMBI
Teoperuveckuii
MaTepua padoThI BpeMeHHU Ha
BbINOJIHEHHE
(4acoB)
1 Teoperuko- 28 3 coobmeHust B hopme
THIIOJIOTUYECKUN JIOKJIaJla Ha
aHaJIN3 MOA00PKHU MPAKTUYECKHUX
Paznen 1 MEePUOIUYECKON 3aHATHUAX
JUTEPaTypPHI MO
M3y4aeMon
JUCIUILINHE.
2 CocranieHue 20 Odopmren mo
Pasnen 2 [I10ccapus TEPMHUHOB mpuHUMIy
10 U3y4aeMoi pedepaTuBHOIT pabOTHI
JUCITUTUINHE
3 Hanmcanue pedepara 20 OdopmiteHHBII
1o u3bpaHHON Teme pedepar HampaBieH Ha
Paznen 3 aHaJIW3  OJHOW  WIH
HECKOJIbKUX paboT
4 IToaroroska 20 [Ipesenranus Ha
IIPE3CHTALNN c n30paHHYIO TEMY
HCIOJIb30BaHUEM
Paznen 4 .
MYJIbTUMEIUIHHOTO
00opynoBaHusl.
5 [TpakTuyeckas pabora 20 Odopmiienne pereHus
Paznen 5 1o ohopMIIEHHUIO 3a/IaHU I
JIOKYMEHTOB
NTOI'O: - 108 yac -

PexomeHaanuu Mo caMoOCTOATEIbHOM padoTe CTYACHTOB
[Tpu n3zyyenun Moaynsi 1 ocoboe BHUMaHUE CIEAYeT YACTUTh KIacCU(PUKAIIH
YIPaBJICHYECKON JOKYMEHTAMH, T.K. JaJbHEWIIEe U3YyYeHNUE TUCLUIUIMHBI OCHOBAHO
MMEHHO Ha 3Toi Kiaccuukarmu. [Ipyu m3ydenun tembl «OCHOBHBIE TPeOOBaHUS K
oopMITeHHIO TOKYMEHTOB» 0co0oe BHUMaHue cienyet yaeauTs [OCT P 6.30-2003
«YHUDUIMPOBAHHBICE CHUCTEMBbI JOKYMEHTAIlMHM. YHHU(PUIIMPOBAHHAS CHUCTEMa
OpraHU3AIMOHHO-PACTIOPATUTENILHON JTOKyMEeHTaluu. TpeboBaHus K o(opmIIEHUIO

JAOKYMCHTOB).
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[Ipn w3yueHun pasnerna 2 cieayeT oOpaTUTh BHHUMaHHUE, YTO O(OPMIICHUE
pPa3JIUYHBIX BUJIOB JTOKYMEHTOB ocyuiecTBisieTcss B cootBeTcTBUU ¢ ['OCT P 6.30-
2003 «YHuduIMpoBaHHBIE CHCTEMbI JOKYMEHTAlMU. YHHU(UIIMpOBaHHAS CHCTEMa
OpraHU3aIOHHO-PACTIOPSITUTEIbHON AOKyMEHTalu. TpeOoBaHusl K O(pOPMIICHUIO
JIOKYMEHTOB.

2) Pexomenoauuu no pabome c 1umepamypoii

[Ipu u3ydyenun kKypca yueOHON NHUCHMIUIMHBI 0CO00€ BHHMAHHUE CIIETYyET
oOpatuth Ha cieayromnmx aBTopoB: Kysnemora T.B., Anapeesa B. W., Poroxun
M.IO.

3) Pazvachenusn no noeoody padbomul ¢ mecmogoii Cucmemoil Kypca

B rmaBe 4 Hactosmero kommuiekca BaM IpeaioKeHO pemuTh TECTOBBIE
3amanust IByX ¢opm: 1) 3amaHus ¢ BBIOOPOM OJHOTO MPABWIBHOTO OTBETA U
2) 3a1aHUsT OTKPBITON (POPMBI.

[Ipu ucnonp3oBaHUM NEPBOI (HOPMBI K 3aJJaHUSIM JJAIOTCSI TOTOBBIE OTBETHI HA
BBIOOP — OJIMH MPABWIBHBIN OTBET, OCTAIbHBIC HETIPABUIIbHBIC.

B 3amanusix OTKpbITOMl (POPMBI TOTOBBIE OTBETHI C BHIOOPOM HE JAIOTCH.
HcnbiTyeMbli TOJDKEH caM HaIllUCcaTh OTBET, KOTOPBIM CBUAETEILCTBYET O HATMUUU
WM OTCYTCTBUHU TpeOyeMbIX 3HAHUHU. 3alaHUs OTKPBITOM POPMBI (HOPMYITUPYIOTCS
B ¢dopMe YTBEpPXKICHHI, KOTOphIE MPEBPAIAIOTCS B HCTUHHOE BBICKA3bIBAHUE,

CCJIN OTBCT HpaBHHBHBIﬁ H B JIOXKHOC — C€CJIN OTBCT HeraBHHBHBIﬁ.

3amaHus Il CAMOCTOSITEILHOTO BHINOJIHEHUSI
1. TeopeTHKO-TUMONOTUYECKUM  aHAIW3  TOJOOPKH  MEPUOANYECKOM
auTepaTypbl Mo wu3ydaeMod aucuuiuinHe. [lo mpopaGoTaHHOMY MaTepuaty
JIOJKHBI OBITh TOATOTOBJIEHBI 3 COOOIIEHUSI B CEMECTpP, KOTOPbIC BKIIFOYAIOTCS B
oOmTUi pEUTUHT AUCITUTUIHHBI.
2. CocraBieHue Tioccapusi TEPMUHOB M0 U3y4aeMOMN JUCHUTUIUHE.
3. Hamucanue pedepara mo Teme, MPEIIOKEHHON MpernojaBaTesieM WU

CaMOCTOSITEJIEHO BBIOPAHHOM CTY/IEHTOM U COTJIaCOBAHHOM C ITPENOJaBaTENIEM.
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4. TloarotoBka mMpe3eHTAlMi C MCHOJB30BAHUEM  MYJIbTUMEIUMHOTO
000py10BaHUS.

5. CamocrosTensHoe 0hOPMIICHHE YITPABICHUYECKOW TOKYMEHTAITUH.

Meroanyeckue yKa3aHusi K COCTABJIEHHMIO IJI0CCAPHUS

['moccapuif  oxBaThiBaeT BCE€  Y3KOCHEIMAIM3UPOBAHHBIE  TEPMHHBI,
BCTPEUAIOIIMECS B TEKCTE. | JToccapuil TOJKEH coepKaTth He MeHee S0 TEpMUHOB,
OHHM JIOJKHBI OBITh TIEPEUHCIICHBI B aI(paBUTHOM TMOPSIKE, COOIII0IeHa HyMepalusl.
['moccapuii nomkeH ObITh OGOpPMIIEH MO MpUHLUIY pedepaTUBHON paboThI, B
00513aT€TTbHOM TOPSJIKE MPUCYTCTBYET THUTYJBHBIN JIUCT W HyMEpalus CTpaHUI.
O6beM paboThl HoikeH cocTaBisaTh 10-15 crpanuun. TmarenabHO mpopaOOTaHHBIHN
rioccapuil moMoraeTr n30exarhb pa3HOYTEHUH U YIIYUIIATh B LEJIOM Ka4yeCTBO BCEl
JOKyMEHTauuu. B riooccapuy BKIIIOYAOTCS CaMble YAaCTOTHBIE TEPMHUHBI U (Ppasbl,
a TaK)K€ BCE KIIFOUEBBIE TEPMHUHBI C TOJIKOBAaHUMEM MX CMbICIA. I Toccapuu mMoryr
CoJiepKaTh OTIEIbHBIE CJIOBa, (Ppa3bl, aOOpEeBUATYPHI, CIOTaHbl U JaXe IEIbIC

MMpCaAJIOKCHUAI.

MeToanuyecKue yKa3aHUIO K BbINOJHEHUIO pedepara
eau u 3axauu pedepara

Pedepar (ot nat. refero — poknaapiBato, cooOIal0) MPEACTaBISET cO0O0M
KpPaTKOe M3JI0’KEHHUE TTPOOIEMBbI TPAKTUYECKOTO MIIM TEOPETUUYECKOTO XapaKTepa C
bopMyIIMPOBKOI ONPEICIICHHBIX BBIBOJIOB IO paccMaTpuBaeMoii Teme. M30pannas
CTYICHTOM TIpoOJjieMa H3y4aeTcss U aHAJIM3UPYETCS Ha OCHOBE OJHOTO WJIU
HECKOJbKMX HCTOYHHMKOB. B OTiM4Me OT KypcoBOW palOThI, MPEACTABIISIONICH
co00Oli KOMIUIEKCHOE HCCleoBaHuEe MpoOseMbl, pedepar HampaBlieH Ha aHaJU3
OJIHOW WJIM HECKOJIbKUX HAyYHBIX PadoT.

L]ensamu vancanus pedepara sBISTFOTCS:

e pa3BUTHE Yy CTYJACHTOB HaBBIKOB TIOMCKA aKTyaJdbHBIX MpOOIEM

COBPCMCHHOI'O 3aKOHOAATCIIbCTBA,
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e Da3BHUTHE HABBHIKOB KPATKOTO W3JIOKCHHS MaTepuaia C BBIICICHUEM
JUIIb CaMbIX CYIIECTBEHHBIX MOMEHTOB, HEOOXOJUMBIX JUIsl PACKPBITHS CYTH
POOJIEMBI,

e Da3BHUTHE HABBIKOB aHAJIM3a M3yUYEHHOTO Marepuaja u (HopMyIupOBaHUS
COOCTBEHHBIX BBIBOJIOB 10 BBIOpAaHHOMY BOINpPOCY B MNHCbMEHHOW (opme,
HAyYHBIM, TPAMOTHBIM SI3BIKOM.

3aoauamu HanvcaHus pedepara sBISIOTCS

- HAy4dTh CTYJEHTAa MaKCUMaJIbHO BEPHO MEpeAaThb MHEHUS aBTOPOB, Ha
OCHOBE pabOT KOTOPBIX CTYACHT MUIIIET CBOM pedepar;

- HAy4dTh CTyJ€HTa TpaMOTHO WH3Jaratb CBOK  MO3HIHUIO0 IO
aHanu3upyeMou B pepepare npobdieme;

- TOATOTOBHUTH CTYyJICHTa K JaJdbHEHIIEMYy YYacTHIO B HAy4YHO —
MPAKTUYECKUX KOH(DEPEHIUAX, CEeMUHApaxX U KOHKypcax;

- TOMOYb CTYJICHTY ONPEACIUTHCS C HHTEPECYIOUIEH €ro TEeMOM,
JanbHEHIIee pacKpbITHE KOTOPOM BO3MOXKHO OCYIIECTBUTh TMPHU HAIMKUCAHUU
KypCOBOW pabOThI WJIA JUIIIOMA;

- YSICHUTB JUTsI CeOsl M M3JI0KUTH MPUYUHBI CBOETO COTJIacHsl (HECOTIacus) C
MHEHHEM TOTO WJIM MHOTO aBTOpa Mo JaHHOU mpobiieMe.

OcHoBHBbIE TPE0OOBAHUA K COAEPKaHUIO pedpepaTa

CTyleHT NOJDKEH HCIONb30BaTh TOJIBKO T€ MaTepualbl (HAay4dHbIE CTaThH,
MOHOTpaduu, MOcoOus), KOTOPhIE UMEIOT IMPSAMOE OTHOIICHHUE K HM30paHHOU MM
teMe. He fdomyckarOTCs OTCTpaHCHHBIC pACCY)KICHHS, HE CBSI3aHHBIE C
aHanusupyemon mpooOiemoii. Conepskanue pedepara JOMKHO ObITh KOHKPETHBIM,
UCCIIEIOBAThCS JOJDKHA TOJBKO O/HA MpobiiemMa (JOMyCKaeTCsl HECKOIbKO, TOIBKO
eClM OHM B3auMOCBsi3aHbl). CTyIEHTY HEOOXOIMMO CTPOTO TPHACPKUBATHCS
JIOTUKW W3JIOKEHUS (HA4aTh C OMPEJCNICHHs W aHaju3a MOHITHH, MEeperTH K
MIOCTAHOBKE TPOOJIEMBI, TpOaHAJIU3UPOBATh IYTH €€ peHICHUS M ClelaTh
COOTBETCTBYIOIINE BBIBOJIBI). PedepaT HOMKEH 3aKaHYMBATHCS BBIBEICHHUEM
BBIBOJIOB I10 TEME.

1o cBoeli cmpykmype pedepar COCTOUT U3:
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1. TutynsHOrO NKCTA;

2.BBenenus, rae cTyaeHT GopMyIupyeT npodieMy, MoAIeKallylo aHaIu3y U
MCCJIEI0BAHMIO;

3.OCHOBHOI'O TEKCTa, B KOTOPOM IOCJIEIOBATEIBHO PACKPBIBAECTCA U30paHHAas
TeMa. B oTinune oT KypcoBoit paOoThl, OCHOBHOM TEKCT pedepara mpenanonaraet
pasneneHue Ha 2-3 maparpada 0e3 BeimeneHus riaB. [Ipu HEOOXOAMMOCTH TEKCT
pedepara MOKET AOMOMHATHCA WUTIOCTpAIUsIMU, TabauIamMu, rpadukaMu, HO MU
HE ClIeyeT "Meperpyxartb" TEKCT;

4. 3axmroueHusi, rae CTyAeHT (GOpPMYJIHUPYET BBIBOJBI, CIEIAHHbIE HA OCHOBE
OCHOBHOI'O TEKCTA.

5.Crrcka UCTOJIb30BAaHHOM JIMTEPATYPHI. B TaHHOM CIIMCKE HA3BIBAIOTCS KaK
T€ UCTOYHUKH, Ha KOTOPBIE CCBUIAETCS CTYAEHT MpU MOATrOTOBKE pedepara, Tak U
UHbIE, KOTOPbIE OBUIM U3YYEHBl UM MPU NOArOTOBKE pedepaTa.

O0beM pedepata coctaBisger 10-15 cTpaHuil MaTMHOMKUCHOTO TEKCTa, HO B
Ar000M cilydyae He JOJDKEH mpeBblmath 15 crpanun. MurtepBan — 1,5, pasmep
mpudra — 14, nons: neBoe — 3cm, npaBoe — 1,5 cM, BepxHee U HUKHEE —
1,5cMm.. CTpaHuIpl JOJKHBI OBITH TPOHYMEPOBaHbI. AO3alHBIN OTCTYIl OT Hayajiga
CTPOKH paBeH 1,25 cMm.

Iopsiaok cnaum pedepara u ero oneHkKa

Pedepar mnumercs cTyaeHTamMM B TEYEHHME CE€MECTpa B CpOKH,
yCTaHaBJIMBAaE€MbIE IPENOAABATEIEM I10 KOHKPETHOM IHCLUILIMHE, W CHAeTCs
MPENoIaBaTelNto, BEAYIIEMY JUCHUIUIHY.

[Io pe3yapTaTaM NpPOBEPKH CTYAEHTY BBICTABISIETCS  ONPEACIICHHOE
KOJIMYECTBO OajyuioB, KOTOPOE BXOJUT B OOIIEe KOJIMYECTBO OAJIJIOB CTYJEHTA,
HaOpaHHBIX UM B TedyeHue Tpumectpa. llpu oueHke pedepara ydUTHIBAIOTCS
COOTBETCTBHE COJEpKAaHUS BHIOpAHHOW TeMe, YETKOCTh CTPYKTYpbl pPaloTHI,
yMeHue paboTaTb € HAYYHOM JUTEpaTypod, YMEHHE CTaBUTb NpoOieMy U
aHaAJIM3UPOBAaTh €€, YMEHHUE JIOTHUYECKU MBICIHUTD, BIaJCHHUE NMPO(eCcCHOHATHHON

TEPMUHOJIOTHEN, TPAMOTHOCTb O(POPMIIEHUSI.

25



TemaTuka pedepaToB Ha BBLIOOP CTYJAEHTOB C MNpeIBAPUTEILHBIM
o0cy:/IeHHeM ¢ BeAyIIUM IMpenogaBaTeyeM.

B «3agaHusix» 1Mo Kypcy BKJIIOYEHBI MPAKTUUYECKHUE 3aJaHUsl U 3aJa4u IO
OTIIETTPHBIM TEMaM Kypca, TemaTuka pedeparoB, crmucok nurepatypbl. OHU
MpeIHa3HAYEeHBI JJII CAaMOCTOSITENIbHOTO M3ydeHus: Kypca. [IpakTuueckue 3agaHus
MOMOTAIOT JIY4Ill€ YCBOUTh TEOPETUUYECKUI MaTepuall, OBJIAJIETh TEPMUHOJIOTUEH,
HAyYUTHCSI UCIOJIb30BAaTh MOJIYYCHHbIC 3HAHUS ISl PEIICHUs] KOHKPETHBIX 3a/ad.
BolmonHsis  MpakTUYEeCKUWEe  3aJlaHus, CTYIEHTbl  MNPUOOPETAIOT  HABBIKU
SKOHOMHMYECKHUX PAcCyYeTOB, Yy4daTcsi PEaJIU30BbIBATh IIOJIYYEHHbIC 3HAHUS B
MPAKTUYECKOMN JEATETbHOCTH.

«3amaHus» COCTOSIT M3 JIBYX pa3lieIoB — KOHTPOJbHBIE PabOThl U TEMBbI
pedeparos.

B pasmen «KoHTposnbHble pabOThD» BKIIOYEHBI TECThI, IO3BOJISIOIINE
OMPENICNIUTh YPOBEHb 3HAHUM CTYJEeHTOB. OTBETHI OILICHUBAIOTCA MPENOjaBaTeieM
1o MATHOATIILHOM IITKaJe.

B paznene «Tembl pedepatoBy u3N0KEHBI TPEOOBAHUSA K UX HAMUCAHUIO U

0(hOPMIICHHUIO.

Kpurepuu oieHk# BbINOJHEHHUS CAMOCTOATEIbHOI PadoThI:

Bbanabl Ouenka

. . Tpe6oBanus Kk chpopMUPOBAHHBIM KOMIIETEHIUSAM
(pedTHHTOBOM |(cTaHmapTHAs)

OLIEHKN)

OueHKa «OTJIMYHO» BBICTABISIETCS CTYICHTY, €CIH OH
ITyOOKO ¥ TIPOYHO YCBOWJ TPOTPAMMHBIA  MaTepHal
KOHKPETHOW TEMBbI, HCYEPIIBIBAIOIIE, IOCIIE0BATEIbHO,
YEeTKO W JIOTUYECKH CTPOMHO €ro M3Jlaraer, yMeeT TECHO
100-85 YBSI3BIBATH TEOPHUIO C TMPAKTUKOW, CBOOOIHO CHPAaBISIETCS C
«omauuHo» | 3aJjaYaMM, BONPOCAMHM M JIPYTUMH BHJAMH TIPHMEHEHUS
3HAHWH, TPABUIBHO OOOCHOBBIBACT TIPUHSITOE pPEIICHHUE,
BIaZICET pa3HOCTOPOHHUMH HaBBIKAMH W  TpPHEMaMH
BBIMTOJTHEHUS MTPAKTUYECKUX 3a/1a4.
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84-76

«xopouo»

O1eHKa «XOpOILI0» BBICTABIISETCS CTYACHTY, €CIIU OH TBEPJO
3HaeT MaTepHuall, [PaMOTHO U IO CYLIECTBY M3JaraeT ero, He
JIOIyCKasl CYIIECTBEHHBIX HETOYHOCTEN B OTBETE, IIPAaBUIILHO
IIPUMEHSET TEOPETHYECKHE IIOJIOKEHHUsS IIPU  PEIICHUU
NPAaKTUYECKUX BOMPOCOB U 3a/1a4, BJIAJECET HEOOXOAMMBIMU
HABBIKAMU U NIPUEMaMH UX BBIIIOIHECHHUS.

75-61

«y0081€meop
UMENbHOY

OneHka «yIOBJIETBOPUTEIBHO» BBICTABISETCS CTYICHTY,
€CJIM OH UMeEeT 3HaHUs TOJIbKO OCHOBHOI'O Marepuasia, HO He
YCBOMII €r0 AETajeH, JOIyCKaeT HETOYHOCTH, HEAOCTATOYHO
npaBWIbHBIE  (OPMYIMPOBKH, HApYIICHUS JIOTMYECKON
IIOCJIEAOBATEIBHOCTA B H3JIOKEHHHU  IPOrPaMMHOIO
MaTepuaia, HCIHBITBIBACT 3aTPyJHEHUs IIPU BBIIOJHEHHUH
IPAaKTUYECKUX padoT.

60-50

«Heyoosema
OpUMENbHO»

OlnieHKa «HEYAOBJIETBOPUTEIHHO» BBICTABIISIETCS CTYICHTY,
KOTOpBIM HE 3HAeT 3HAYUTENBHONW YacTH MPOrpaMMHOIO
MaTepuana, JIOITYCKaeT CYIIIECTBEHHBIC OIINOKH,
HEYBEPEHHO, C OOJBIIMMU 3aTPYJHEHUSMHU BBINOIHSET
MPaKTUYECKHE paboTHI. Kak  mpaswuiio, OLICHKa
«HEYAOBIETBOPUTEIBHO» CTaBUTCS CTYJEHTaM, KOTOpbIE HE
MOTYT TPOAODKHTH OOydeHHue 03 JIONMOJHUTEIBHBIX
3aHATUN N0 TUCIUILTUHE.
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[Tpunoxenue 2

MMHUCTEPCTBO OBPA30BAHMS 1 HAVKH POCCUMCKON ®EJIEPAITN

@enepaanoe TroCyaAapCTBEHHOC aBTOHOMHOC O6pa3OBaTeJ'II)HOG YUpPCKACHUC BBICIICTO 06pa3OBaHI/IH
«/laIbHEeBOCTOYHBIN (eepabHbII YHUBEPCUTED)
(ABDY)

HA3BAHHME HIKOJIbI (PUJINAJIA)

®OH/ ONEHOYHbLIX CPEJACTB
10 JMCIHUILIHHE

«HaBbIKHY 1€I0BOM MEPETTUCKI)

Hanpaaenue noarorosku 38.03.02 «MeHexxMeHT»
npoduan « YIpaBiaeHUE MPOSKTaAMI; « YTIPaBICHHUE MaJIbIM OU3HECOMY,
«MapkeTtuHr»
dopma NOATOTOBKYU OYHAS

BiaaaguBocTok
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MMacnopt ®OC no nucumnIVINHE
«/lokymMeHTAlIMOHHOE O00ecreyeHne YIpaBJaeHUus

Koa u popmysnupoBka
KOMIIETeHIIH U

Jdranbl (OPMUPOBAHUS KOMIIETEHIIUU

BJIaJICHUEM HaBBIKAMU
aHanM3a uHdopmanun
0 pyHKIIMOHUPOBAHUY
CHCTEMbI BHYTPEHHETO
JOKYMEHT0000poTa
OpraHH3alliK, BEICHHS
0a3 TaHHBIX IO
pa3IUYHBIM
nokasaresnsm (ITK-11)

3Haer

uHpopMannio 0 PyHKIHOHUPOBAHUU CHCTEMBI
BHYTPEHHETO IOKYMEHTO000pOTa OpraHu3alyu 1
0a3bl TaHHBIX MO PA3JIMYHBIM MTOKA3ATEIAM

VYwmeer

aHATM3UPOBATh HH(POPMALIHIO O PYHKIIMOHUPOBAHUH
CHCTEMbI BHYTPEHHETO JOKyMEHTO000poTa
OpraHu3aliy 1 BeJIeHUH 0a3 JaHHBIX 110 Pa3IMYHBIM
MIOKa3aTelsIM

Bnaneer

HaBBIKAMU aHaJIM3a HH(OpPMAIIH O
(YHKIIMOHHUPOBAHUU CHCTEMBI BHYTPEHHETO
JIOKyMEHTO000pOTa OpraHu3aluy, BeeHus 0a3

JaHHBbIX I10 PA3JIMYHBIM IIOKAa3aTCIIAAM

Onucanue KpuTepues M nmokazaresaeil GopmMupoBaHus KOMIIETEHIUN 110
AUCHUILINHE «/[0OKyMeHTaMOHHOe o0ecliedyeHue yIPaBJIeHHU D)

Ne | KonTposu Kox u hopmynupoBka KoMreTeHIIH#H/ OueHoYHbBIE CpEACTBA
n/ | pyembie Oranbl HOPMUPOBAHUS KOMITETEHIIMH TEKYIIUH MIPOMEKYTOU
n | paszgenst/ KOHTPOJIb Hast
TEMBI aTTecTanus
AUCIHUATLIA Bnaneer HaBbIKaMu Koucnekr KonTposbna
HBI JIOKYMEHTaJIbHOTO (TIP-7), g pabota 1
odopmIIeHUs pelieHu! B cobecenoBaH (TTP-2)
yIpaBJIEHUU ONEPAIIIOHHON ue (YO-1)
(MpoU3BOACTBEHHOM)
JeSITeIbHOCTH OpraHu3aIil
NIPY BHEIPCHUN
TEXHOJIOTUYECKUX,
MPOJTYKTOBBIX MHHOBAIIHIA
WA OPTaHU3alMOHHBIX
W3MEHEHUHN
3ansrus: | [IK-11 3HaeT nHpOpMaIHIO O Koncnekr Kontponbna
JeKIUH 2- (bYHKIIMOHUPOBAHUHT (T1P-7), g pabora 1
3; CHCTEMBI BHYTPEHHETO cobece0BaH (TTP-2)
MpaKkTU4ec JOKYMEHTO0000poTa ue (YO-1),
KHe OpraHu3aIuy U 0a3bl JaHHBIX | JTUCKYCCHS
3aHATHS 3 0 PA3JIMYHBIM [TOKa3aTeIIM (YO-4)
YMeer aHaTU3UPOBATh Koncnekr Kontponbsna
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UHPOPMAILIHIO O (TTP-7), s pabora 1
(bYHKIIMOHUPOBAHUHT cobecen0BaH (TTP-2)
CHUCTEMBI BHYTPEHHETO ue (YO-1),
JIOKYMEHTO00O0pOTa JTUCKYCCHS

OpraHu3aIluy 1 BeJAcHUU 0a3 (YO-4)

JAHHBIX 110 PA3INIHBIM

oKa3aressimM

Bianeer HaBbIkaMu aHanu3a Koncnekr Konrtposnbna
nHpopManuu o (TTP-7), s pabora 1
(bYHKIIMOHUPOBAHUHT cobecenoBaH (TTP-2)
CHCTEMBI BHYTPEHHETO ue (YO-1),
JIOKYMEHTO000pOTa JUCKYCCHS

OopraHu3aIu, BeJAcHUs 0a3 (YO-4)

JAHHBIX 110 PA3INIHBIM

oKa3aTessim

MeToanueckune PEKOMEHIAIUNA, OIIPECACIAIOIINE ITPOUCAYPbI OLICHUBAHUA
pe3yabTaToB OCBOCHHUA TUCIHHUILJINHDI

Texkymasi arrectanmusi CTyJeHTOB. Tekylias arTecTauus CTYACHTOB IO
JTUCHUIUIMHE «J{OKyMEHTaIlmoHHOe OoOecTeueHUue YMpaBiICHUS» IPOBOIUTCI B
COOTBETCTBUM C JIOKAJIbHBIMM HOPMAaTUBHBIMU akTamu J[B®Y wu sBusgercs
00s13aTEILHOM.

Tekymas arrecranus Mo IUCHMIUIMHE «JlOKyMEHTaIIMOHHOE oOecredeHue
yOpaBieHUs» MPOBOAUTCA B (OpME KOHTPOIBHBIX MEPONPUATUM (3alUThHI
KOHTPOJILHOM  paloThl, YCTHOIO OMNpOca) MO OLEHUBAHUIO (PAKTUUECKUX
PE3YIbTATOB O0YUCHHS CTYJACHTOB M OCYIIECTBIISICTCS BEAYIITUM MPEIO/IaBaTeIIeM.
OOBeKkTamMu OIIEHUBAHUS BHICTYIIAOT:

— y4yeOHas MOWCIUIUIMHA (AaKTUBHOCTh Ha 3aHATHSAX, CBOEBPEMEHHOCTH
BBITOJIHEHUS PA3JIUYHBIX BUJIOB 33/IaHUM, MOCEIIAEMOCTh BCEX BUJIOB 3aHATUM IO
aTTECTyEeMOU JUCHUILINHE);

— CTENEHb YCBOCHHUS TEOPETUUECKUX 3HAHUM;

— YpPOBEHb OBIIQJICHHUSI MPAKTUYECKUMU YMEHUSMHU M HaBBIKAMHU 10 BCEM
BUJIaM y4eOHOM pabOoThI;

—  pe3yNibTaThl CAMOCTOSITEIbHON PabOTHI.

HpOMe)KYTO‘IHaH aTrecranusa CTyJACHTOB. HpOMe)KYTO‘-IHaH arreccranuui
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CTYIEHTOB 1O JjuciuimHe «JleHbrn, kpeawt, OaHKW» TPOBOJUTCS B
COOTBETCTBUM C JIOKAJIbHBIMU HOpMAaTUBHBIMH akTamMu JIBOY u sBasercs
oOsBatenpHOU.  [IpegycmaTpuBaeT  pPEUTHMHTOBYIO  OICHKY TI0  y4eOHOM
JTUCHUIUIMHE - 3a4eT.
OueHo4YHbIE CPeACTBA IS POMEKYTOUYHOM aTTecTauuu
[TucbmeHHbIe pabOThI: KOHTpOJIbHAS padoTa (ITP-2).
[IpeacTaBieHre OLEHOYHOrO CpeACTBa B (DOHE MO KOHTPOJIBHBIM paboTam

(ITP-2):

3ajanus 1JIsI KOHTPOJIbHBIX PadoT

B pamkax wu3ydeHHs IUCUUILIMHBI «JlOKyMEHTAIllMOHHOE O0ecreYeHue
YIOPABJICHUS», CTYJIEHTHI JTOJKHBI BBIMOIHUTH TectoBbie 3amanus (T-1), U3
(MunuBunyansHble 3amanus Y O-1), [pesentanuu (YO-2), [IpakTrueckyro padoTy
(ITP-2), BKIIOYAIOLIYIO pEUIeHWE MpakTUYecKuX 3afaHuil. Kaxnplii BapuaHT
OPTAaKTUYECKON paboThl BKJIIOYAET B ce0S TEOPETUYECKUH BOMPOC IO
OINPENEICHHOMY pa3Jiely IUCHUIUIMHBI. TeopeTnyeckrue U MpakTHYEeCKUE BOIPOCHI
ABJIAETCSI 0053aT€NbHOM YacThl0O KOHTPOJIbHOM paloTel. Ilpu moarotoske
IPAKTUUECKOM pabOThl CTYIEHT MOET BOCIIOJIB30BAThCS  CIPABOYHBIMU
npaBoBeIMM cucteMaMu «['apant», «KoHCynbTaHT+», pecypcaMu HMHTEpHET.
Crucok MCHOJIb30BAaHHOW JUTEpaTyphl MPH HANMHMCAHUU KOHTPOJIBHON paboOThI
JIOJDKEH COCTOSITh HE MEHEE, YeM W3 TPEX HCTOYHMKOB, BKIIIOUYAs JIEHCTBYIOLIHE
HOPMATHUBHBIE TPABOBBIE AKTHI.

OueHoyHbIe cpeAcTBA Al TEKyLIEeH aTTecTAluN

Kpurepun oueHku (MUCbMEHHOIO/YCTHOTO JOKIJIaJa, COOOIIEHHS, B TOM
YHUCJI€ BHIMOJTHEHHBIX B (POpPME MPE3EHTALIHI):

v 100-86 0GaiioB BBICTABISETCS CTYAEHTY, €CIM CTYAEHT BBIPa3HJI CBOE
MHEHHE TI0 CcQOpPMYJIUPOBAHHON mMpodiieMe, apryMEHTUPOBaJI €ro, TOYHO
OIPEIENINB €€ COJIep>KaHUE U cocTaBiisAromMe. [IpuBeneHbl JaHHbIE OTEYECTBEHHOM
U 3apyOeXHOM  JHUTeparypbl, CTaTUCTUYECKUE CBeleHUs, HuHDopmanus

HOPMATUBHO-TIPABOBOr0 xapakrepa. CTyIeHT 3HAaeT W BIAJEET HABBIKOM
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CaMOCTOATEILHOM MCCIIEI0BATEILCKONM pa0OThI 0 TEME MCCIIEIOBAHUS, METOIAMH
U TpUEeMaMU aHallu3a TEOPETUYECKUX U MPAKTUYECKHX AaCIEKTOB H3y4aeMoil
obnmactu. dakTUYECKUX OMIMOOK, CBSI3aHHBIX C TOHWUMAaHUEM MPOOJIEMBI, HET;
rpadudecku padbota opopmiieHa MPaBUIBHO

v 85-76 - GawioB - paboTa XapakTEPU3YETCS CMBICIOBOU IENLHOCTHIO,
CBSI3HOCTBIO U MOCJIEAOBATEIHOCTHIO U3JI0KEHHUS;, JOMYIICHO He Oojee 1 ommOku
npu OOBSICHEHHWH CMBICIA WU cojaepkaHusi mnpoOiemsbl. s aprymeHTaruu
MPUBOJSITCS JTAaHHBIE OTE€UYECTBEHHBIX U 3apyOeKHBIX aBTOPOB.
[TpoieMOHCTPUPOBAHEI HCCICAOBATEILCKUE YMEHHSI W HaBbIKA. DaKTHYECKUX
OIIMOOK, CBSI3aHHBIX C IOHMMAaHHWEM TpoOsieMbl, HeT. JlomymieHbl OJHa-IBE
OIIMOKH B 0D OPMIIEHHH PabOThI

v 75-61 Gam1 — CTyIEHT HMPOBOIMT JOCTATOYHO CAMOCTOSATEIILHBIN aHaJIN3
OCHOBHBIX 3TallOB U CMBICIOBBIX COCTABJIAIONIMX MPOOJIEMbl; TOHUMAET 0a30BbIC
OCHOBBI UM TEOPETHYECKOE OOOCHOBaHHME BbIOpaHHOW TeMbl. IlpuBiieueHsbI
OCHOBHBIE HCTOYHMKH IO paccMmaTpuBaemoit Teme. Jlomyiieno He Oosee 2 ommbok
B CMBICJIC UJTU COZCPKaHUU TTPOOIEeMbI, OPOpMIIEHUHN PabOThI

v 60-50 GamnoB - ecnm paboTa MPEACTaBIIET COOOM IMEpECKa3aHHbIA MM
MOJTHOCTBIO TIEPENMCAHHBIM HMCXOJIHBIH TEKCT 0€3 Kakux Obl TO HH OBLIO
KOMMEHTapHeB, aHamm3a. He packpelTa CTpyKTypa W  TeOpeTHYecKas
coctapisitonias Tembl. JlomymieHo Tpu wim 0oljiee TpeX OIIMOOK B CMBICIIOBOM

CoJIep>KaHUH pacKpbIBaeMOM MPo0sIeMbl, B 0(hOpMIICHUN PAOOTHI.

Kpurepuu onenku (IMCbMeHHBbIN 0TBET)

v/ 100-86 6amioB - eciii OTBET IMOKA3bIBACT TIIyOOKOE M CHCTEMaTHUYECKOE
3HaHWE BCETO MPOTPAMMHOIO MaTepuajia U CTPYKTYphl KOHKPETHOTO BOMpoca, a
Tak)K€ OCHOBHOTO COJIEp>KaHHsI U HOBAllMH JIEKIIMOHHOTO Kypca MO CPaBHEHHIO C
yuebHol smreparypoil. CTyOEHT IEMOHCTPHPYET OTUYETIIMBOE M CBOOOIHOE
BJIAQ/ICHUE KOHIIENITyaJIbHO-TIOHSATUIHHBIM  anmapaToM, Hay4YHbIM S3bIKOM U

TEPMUHOJIOTHEN COOTBETCTBYIOIIEH Hay4HOM 00jacTh. 3HaHHE OCHOBHOM
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JUTEpaTyphl U 3HAKOMCTBO C JOIOJHUTEIBHO PEKOMEHJOBAHHOM JHUTEpaTypOU.
Jlornuecku KOppEeKTHOE U YOEeIUTENbHOE U3JI0KEHUE OTBETA.

v 85-76 - GamIoB - 3HAHWE Y3JOBBIX MPOOJEM MPOrPaMMBI U OCHOBHOTO
COJEpKaHUsl JIEKIIMOHHOTO Kypca; YMEHHE IOJIb30BAThCAd KOHIENTYalIbHO-
HNOHATUMHBIM aIlapaToM B IPOLECCE aHajdu3a OCHOBHBIX IPOOJIEM B paMKax
JAHHOW TEMbl; 3HAHUE BAXHEUIIMX pabOT U3 CIHUCKAa PEKOMEHJIOBAaHHOU
auTepaTypel. B 1enoMm JorMyeckd KOPpPEKTHOE, HO HE BCEerja TOYHOE U
apryMEHTHPOBAHHOE U3JI0KEHHE OTBETA.

v 75-61 - Gamn — ¢parMeHTapHbIe, MOBEPXHOCTHBIC 3HAHUS BaKHEUIIINX
paszenoB MporpaMMbl M COJAEP)KAHUS JIEKIIMOHHOTO Kypca; 3aTpyJIHEHUs C
UCIIONb30BaHUEM HAyYHO-TIOHATUHHOTO amnmapata W TEPMHUHOJOTHUH y4eOHOM
JTUACIUIUIAHBI, HEMOJIHOE 3HAKOMCTBO C PEKOMEHIOBAHHOM JIUTEPATYpPOU;
YaCTUYHBIE 3aTPYJHEHUS C BBINOJIHEHUEM IPEIyCMOTPEHHBIX IPOTrPaMMOM
3aJjaHUil; CTPEMJICHHE JIOTUYECKH OIPENEICHHO U TOCIEIOBATEIbHO H3IOKUTh
OTBET.

v 60-50 6amoB — He3HaHHE, MO0 OTPHIBOYHOE IMPEACTABICHAE O JaHHOM
npobiieMe B paMKax yuyeOHO-TIPOrpaMMHOTO MaTepHuaia; HEyMEHHE MCIOIb30BaTh

MOHATUMHBIN arapar; OTCYTCTBHUE JIOTUUECKOU CBSI3U B OTBETE.

Kpurepuu onenku (yCTHbII 0TBET)

v/ 100-85 0amioB - ecid OTBET IOKa3bIBAET IPOYHBIE 3HAHHMS OCHOBHBIX
MPOIIECCOB U3y4aeMOM MpPeaMETHONW 00JacTH, OTIMYAeTCsl TTyOUHOM M MOJHOTOM
PACKPBITHSI TEMBI; BJIaJICHUE TEPMUHOJIOTUYECKUM almapaToM; yMEHHE OObSICHATh
CYIIIHOCTb, SIBJICHUH, MPOIECCOB, COOBITHIA, AEaTh BHIBOJBI U 0000IIEHMS, 1aBaTh
apryMEHTHUPOBAHHBIE OTBETHI, MPUBOAUTH MPUMEPBI; CBOOOJHOE BIAJCHUE
MOHOJIOTUYECKON pEeUbl0, JOTMYHOCTh W TOCJENOBATEIbHOCTh OTBETA; YMEHUE
MPUBOJIUTH MPUMEPHI COBPEMEHHBIX ITPOOJIeM U3ydaeMoil 00JIacTH.

v 85-76 - GaiuIoB - OTBET, OOHAPYKMBAIOIINN MPOYHBIE 3HAHUSA OCHOBHBIX
MPOIIECCOB U3y4aeMOil MpeAMETHON 00acTH, OTJIMYAETCS TIYOMHOW M MOJTHOTOM

PACKPLITHUA TEMbI; BJIaJICHUC TCPMHUHOJIOTHYCCKUM allllapaToM; YMCHHUC OOBSICHSTH
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CYIITHOCTb, SIBJICHHUH, MPOIECCOB, COOBITUH, JIeTIaTh BHIBOJLI U 00OOIIECHUS, 1aBaTh
apryMCHTUPOBAHHBIC OTBETHI, IIPHBOJHUTH IPUMEPHI, CBOOOJHOE BJIAJCHHE
MOHOJIOTHYECKONW PEUYbl0, JIOTHYHOCTh W TOCJIENOBATEILHOCTh OTBeTa. OIHAKO
JIOTYCKAETCs OJTHA - IB€ HETOYHOCTH B OTBETE.

v 75-61 - Gajmn — OLIEHMBAETCS OTBET, CBHICTEILCTBYIOLIMI B OCHOBHOM O
3HAHMM  MPOLIECCOB  HM3Y4aeMOM MpEeAMETHOM  00JIacTH,  OTIMYAOLIHICS
HEJOCTaTOYHOW TJIyOMHOH M IOJHOTOH PAcCKPBITHS TEMbl; 3HAHHEM OCHOBHBIX
BOIIPOCOB TeOpuH; ciabo cPOopMUpPOBAaHHBIMM HABBIKAMHM aHajdW3a SBJICHUH,
MPOIIECCOB, HEAOCTATOYHBIM YMEHHWEM JaBaTh apryMEHTUPOBAHHBIC OTBETHl M
MPUBOJUTh TPHUMEPBI, HEJOCTATOYHO CBOOOJHBIM BJIQJICHUEM MOHOJOTHYECKOMN
peYblo, JIOTHYHOCTBIO M TOCJIEI0BATEILHOCTRIO OTBETa. JlomycKaeTcs: HECKOJIBKO
OIMOOK B COJEPKAHUU OTBETA; HECYMECHHE IPUBECTH MIPUMEDP PA3BUTHS CUTYyAITHH,
MIPOBECTHU CBSA3b C IPYTHMMHU aCIIEKTaMH U3y4aeMoOu 00JIacTH.

v 60-50 GamioB — OTBET, OOHAPYKWBAIOIIWKA HE3HAHWE MPOIECCOB
M3y4yaeMoOW TpeAMETHOH 00JacTH, OTIWYAIOIMIMICSA HETJIYOOKHM pPaCKphITHEM
TEMBbI; HE3HAHUEM OCHOBHBIX BOIIPOCOB TE€OpHH, HECHOPMHUPOBAHHBIMI HaBBIKAMU
aHanw3a SBJICHUH, MPOIECCOB; HEYMECHHEM J1aBaTh apryMEHTHPOBAHHBIC OTBETHI,
caObIM BIIAJICHUEM MOHOJIOTHYECKOH pPEYbl0, OTCYTCTBHEM JIOTUYHOCTH |
MOCJICIOBATEILHOCTH. JIOMYCKAOTCSI CEPhEe3HbIC OIMMOKHA B COJCPKAHUU OTBETA,

HE3HAHHE COBPEMEHHOM MPOOIEeMAaTUKN U3y4aeMOi 00JIaCTH.
Cnucok BONPOCOB VISl MOATOTOBKH K IK3aMeHY

1. Ponp nmokymMeHTa B JKM3HM 4YelOBeKa M oOmiecTBa. Buapl kimaccubukaiui
JIOKYMEHTOB.

2. CoBpeMeHHOE TOCYIapCTBEHHOE PETyIMPOBAHHE ACTIOMPON3BOJICTBA.

3. OcobeHHOCTH TIOATOTOBKM #  OGOPMIICHUS OPTaHU3aIMOHHO-TIPABOBBIX
JOKYMEHTOB.

4. OcoOeHHOCTH MOATOTOBKH U 0(OPMIICHUS PACTIOPSIUTEIBHBIX JOKYMEHTOB.
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5. OcoOeHHOCTH TMOATOTOBKM U OGOpMIIEHHUS HWH(GOPMALMOHHO-CIIPABOYHBIX
JIOKYMEHTOB.

6. [lonsatue "mokymentoobopotr". CTpykTypa U oOmIIas XapaKTEpUCTUKA
JTIOKYMEHTOTIOTOKOB.

7. Opranuzanus XpaHeHusi JoOKyMeHToB. @opMUpOBaHUE A€

8. 3akoHOmaTensCTBO B chepe KaapoBoro J0KyMeHTo000poTa. TpynoBoit kogekc PO
Y TOKYMEHTHPOBAHUE JIBUKEHUS KaJPOB.

9. CocraB pEKBU3UTOB JOKYMEHTOB. TpeOoBaHUS K OQPOPMIICHUIO PEKBU3UTOB
TOKyMeHTOB. TpeOoBaHus K OJlaHKaM JTOKYMEHTOB.

10.Bunibl 1 pa3HOBUIHOCTH KaIpOBOW TIOKYMEHTAIHUU.

11.BHyTpeHHUE JIOKAJIbHbIE HOPMAaTUBHBIE AKTHI.

12. JIoKyMEHTBI, TOATBEPIKJAIOIINE TPYIOBYIO JESITEIEHOCTh PAOOTHUKOB.

13.T1pukaspl MO TUYHOMY COCTAaBY.

14. lupopmaliuoHHO-pacyeTHask KaJpoBasi JOKyMEHTALIHS.

15.KypHasbl yuera 1 KOHTPOJISt TOKYMEHTOB.

16.TpynoBoii JOroBOp Kak OCHOBHOW CMOCOO JOKYMEHTHPOBAHHS TPYIOBBIX
IIPABOOTHOILICHUH.

17.0dopmnenrie npuemMa Ha paboTy. 3asBleHHE O TMpueMe Ha padoTy.
HcnbiTaTenbHbINA CPOK MPH MIpHEME Ha paldoTy.

18.TpynoBasi KHM)KKa KakK OCHOBHOW JIOKYMEHT O TPYJIOBOW JEATEIbHOCTU
paboTtHuka. OO01IHe TpeOOBaHMS K 3aIIOTHEHUIO TPYIOBBIX KHIKEK.

19.0dopmierre THIYHOM KApTOUYKH.

20.Crapmaptuzaniusi. [OCT P HCO 15489-1-2007; T'OCT P 6.30-2003.
YCA.OP/. T'OCT P 54471-2011/1SO/TR 15801:2009. Cuctema 31€KTPOHHOTO
nokyMeHtoobopora. Hasuratop no 'OCTam. I'CHOY.

21 Knaccudukaropsl. Ilonstue, cymuocts u mnpumenenue. OKVY]; OKIIO;
OKTMO.

22 .Ilonstue nokymenta. Knaccuduxanus noxkymeHToB. CuctemMbl JOKYMEHTAIUH.

23.1lepconanbHble AaHHbIE PaOOTHHMKA. 3aKOH O COXPAaHEHHUU IMEPCOHAIBHBIX

naHHbIX. OOIIME TMOJOXKEHUSI O MEePCOHATBHBIX JIAHHBIX paboTHUKA. Paborta ¢
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nepcoHanbHbIMU  AaHHBIMH. CocrtaBineHue [lojokeHHsT O NepCOHANBHBIX
JAHHBIX pabOTHUKA.

24 Knaccudukanus AOKYMEHTOB IO JHUYHOMY cocTaBy. CHcCTeMa JOKYMEHTOB
JUYHOTO  xapakrepa.  Pestome.  ABrtoOuorpadms.  XapaxkTepucTuka.
Pexomennanus. [Ipeacrasienue.

25.0pranu3airoHHO-TIPaBOBbIE  JOKyMeHTBHl. ~ Cucrtema  OpraHu3aluoHHO-
pacnopsinurensHoit nokymentauuu (OP/1). [Ipuka3. Pacnopsbkenue. Ykazanue.

26.I1nanoBbie 1 oTtyeTHbie NOKyMeHTHI. [lman. Otuer. Ilporpamma. CrpaBouHo-
aHaNUTHYEeCKHEe JOKyMeHThl. JloknmagHas. OObscHutenbHas. CiyxeOHbIe
nuceMa. Pexnamanus. [perensus. Hupkysp.

27 .JInunas kapTouka pabotHuka. [loHsTHE < IMYHAs KapTOukay. Dopma TUIHON
KapTouku. [lopsaok 3anoaHeHust TMYHON KapTouku. JInuHoe neno paboTHUKA.
®dopwma JInanoro nena. (®opmel o OKY ). [Topsanok BeaeHUs TUIHOM
KapTOYKH U JINYHOTO JIENIA.

28.1lonatue opuruHanza JokymMeHTa. Buael komwmii. [lyOnmukar. PekBuszutr —
«OTMETKa 0 3aBEpPEHUH KOIHID.

29.ITopsmox paboOTHI C JIOKaJbHBIMA HOPMATHUBHBIMH aKTaMH. Y TBEpPXKICHUE U
BBEJICHHE B JICHCTBHE JIOKAJIbHBIX HOPMATHBHBIX aKTOB.

30.TpynoBoit kogexkce P®. Omnarta Tpyna. ['ocynapcTBeHHbIE TapaHTUU B OILUIATE
tpyaa. MPOT. IlpuMeHeHHE 3aKOHOJATENIHLCTBA, PETYJIUPYIOIIETO TPY/IOBBIC
OTHOILICHMUS.

31.Ilpodeccuonanvupie cranmapThl. llpomemypa BBemeHuss B JCWUCTBUE W
IpUMEHEHUE B PO(ECCUOHATIBHON eI TEIbHOCTU CTPYKTYPHI.

32.JIOKyMEHTUpOBaHWE  TIOOMIPEHUH,  IUCHUIUIMHAPHBIX  B3BICKAHUH |
OTCTpPaHEHUs OT pabOTHI.

33.0dopmieHue BHyTPEHHUX TIEPEBOJIOB.

34.BHecenue 3anucu B TPYIOBYIO KHIDKKY. OQopMiieHHEe BKIIA IbIIIA.
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COOTHOILIEHHE HOKABATEJJEﬁ YUYEBHbIX ﬂOCII/I}KEHI/Iﬁ
CTYJAEHTA, YYUTBIBAEMbIX B PEUTUHI'E 110 JAHHOU JUCIHUIIVINHE

[TokazaTenu yueOHBIX TOCTHKEHUMN CTY/ICHTA, Beca nokazarenei B pelTUHTE,
YYUTHIBAEMBIC B PEHTHHTE %
[TocemaemocTh 10
Jlpyrue Buabl yaeOHBIX paboT 90
Cymma 100

MAKCHUMAJIBHO BO3MO’KHBIE BAJLJIBI 3A
BUJIbI KOHTPOJIMPEMOM NESATEJbHOCTH CTYJIEHTA,
YUYUTBIBAEMBIE B PEUTUTE
(ITlpuMepHBIii IEpeYEHb)

Ennnnma MaxkcumannLHOe
HU3MCPCHUA KOJINYECTBO
Buj1 KOHTPOJMPYEMOii IEATETLHOCTH paboTI OaioB 32
CANHULY
BBIIIOJITHCHHOU
paboThI
1. ITocemaemocTnb 1 3aHaTHE 1
2. IIpakTHyeckoe 3a1aHne 1 3amaHue 5
3. Tect 1 Tect 10
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