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ABSTRACT

Specialist’s degree in 38.03.02 Personnel management

Course title: Personnel records management

Variable part of optional, 1 credits.

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

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

- ability to communicate orally and in writing in Russian and foreign
languages to solve problems of interpersonal and intercultural interaction;

- ability to work in a team, tolerant of social, ethnic, religious and cultural
differences.

Learning outcomes:

professional competences (SPC):

— ability to carry out business communication (public speaking, negotiations,
meetings, business correspondence, electronic communications) (SPC-9);

— knowledge of principles and bases of formation of system of motivation
and stimulation of the personnel (including compensation), the order of application
of disciplinary sanctions, possession of skills of registration of results of control of
labor and Executive discipline (documents on encouragement and penalties) and
ability to apply them in practice (PC-8).

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. I 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 MePenucKu»

VYyeOnslii kypc «HaBblkM [€710BOM MEpEeNUCKW» MpEeIHA3HAYEeH IS
CTyZI€HTOB HarpasiieHusI noaAroToBku 38.03.03 «YmpaBieHue mepcoHaIom.

JucuunnuHa «HaBblku A€MOBOM NEPENHCKW» BKIKOYEHA B COCTaB
BapUATHUBHON YaCTH AUCIHUILUIMH 10 BBIOOPY (dakynbTaTuBbl (OT/I).

OO611ast Tpy10€MKOCTh COCTaBIsIeT | 3a4eTHYIO €IMHUILY, 36 4acoB.
Y4yeOHbIM  TJIaHOM  MPEAYCMOTPEHBI  JIGKIMOHHBIE 3aHsATUS (9  yacoB),
npakTuyeckue 3aHsaTus (9 yacon), camocrosiTenbHas padoTa cTyaeHToB (18 dyacoB).
JucuunnrHaa peanusyercs Ha 4 Kypce B 7 ceMecTpe.

JucuunnrHa «HaBblku A€N0BOM NEPENHUCKW» OCHOBBIBACTCS HA 3HAHUSX,
YMEHUSIX M HABBbIKAaX, MOJYYEHHbIX B pE3yJbTaTe€ W3YYEHUS JUCHMUILIAHBI
«Pyccknil A3bIK M KyJnbTypa peun», « ITHKA JEJIOBBIX OTHOLIEHUI» W IO3BOJISIET
MOATOTOBUTH CTYAEHTOB K OCBOEHHUIO psAJla TAKUX JUCHUHUILIUH KakK «JlesTeIbHOCTh
CIIY>KObI ympaBJeHUS TEPCOHAJIOM opraHuzanuu» M llpakThka Mo MOJYYEHUIO
npodeCCUOHANIBHBIX YMEHHMU W OmbliTa MNpo(ecCHOHATBHON JeaTeabHOCTH (B
OpraHU3alMOHHO-YPABIECHYECKON u HKOHOMHYECKOMN JEATEIIbHOCTH),
«IToaroToBka u 3amuTa BHITYCKHOW KBATM(PUKAITMOHHON pabOThI».

ConepxaHvue NUCIUIUIMHBI COCTOMT W3 JBYX MOJYJIEM M OXBaTbIBA€T
CJIEIYIOIIAN KPYT BOIIPOCOB:

1. Cucrema OpraHu3allMOHHO - PACIOPSAUTEIBHOM TOKYMEHTAIUM, MOHSITHE
JOKYMEHTA; KJIacCU(HKAIMU JTOKYMEHTOB;, OCHOBHBIE TpeOOBaHHS K O(OPMIICHHIO
JOKYMEHTOB; ~ CHCT€Ma  OpraHW3allMOHHO-TIPABOBOM M PacCIoOpsSIUTEIHHON
JIOKYMEHTAIIMH; CUCTeMa MH(POPMAITMOHHO-CIIPABOYHOM JTOKYMEHTAIIHH.

2. CoctaB ¥ BUBI JOKYMEHTAIIMM KAJPOBOW CITY>KObI; BHYTPEHHHUE JIOKAJTHHBIC
HOpPMAaTHUBHBIE aKThl; OCOOEHHOCTH TIOJATOTOBKU U O(OPMIICHUSI TPYJIOBOTO JOrOBOPa;
0COOCHHOCTH O(OPMIICHHUSI W 3allOJHEHHS TPYJOBBIX KHIDKEK W BKJIQJIBIIICH K HHM;
OCOOCHHOCTH  MOJIOTOBKM U O(QOpMIIEHHSI ~ PACHOPSIIUTENBHOW  KaJpOBOU

JAOKYMCHTAIHU; OCOOCHHOCTH IIOATIOTOBKHM H 0(1)0pM.TICHI/I}I I/IH(I)OpMaHI/IOHHO-
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pacyeTHOM KaJ[pOBOM TOKYMEHTAINW; O(UITHaIbHAS BHYTPSHHSS IEPEITUCKA; YKYPHAITBI
y4deTa ¥ KOHTPOJIS JOKYMEHTOB.

Heas - ¢dopmupoBaHHe y CTYAEHTOB OJJIEMEHTOB KOMIIETCHITUN TIO
KOMMYHHUKAIIMM B YCTHOW M MUCBMEHHOW (hopmMax Ha PYyCCKOM U WHOCTPAHHOM
A3bIKaX JUISI  pElIEeHHs  33aJa4  MEXJIMYHOCTHOTO U MEXKKYJIBTYPHOTO
B3aUMOJICUCTBUA.

3apaun:

- PELINUTBH 3aa4U MEKIMYHOCTHOTO U MEXKYJIbTYPHOTO B3aUMOJACHCTBUS

- mpopaboTaTh KOMMYHHUKAIlMd B YCTHOM W MHChMEHHOW (Qopmax Ha
PYCCKOM M HWHOCTPAHHOM SI3bIKax JJId PEUIEHUs 3a7ad MEXKIMYHOCTHOIO U
MEXKYJIbTYPHOT'O B3aUMOJICCTBUS

- chopMHpoBaTh CIOCOOHOCTh K KOMMYHHUKAIIMU B YCTHOW W NMUCbMEHHOMN
dopmMax Ha PYCCKOM H HMHOCTPAaHHOM sI3bIKax JUIA pEHIeHHs  3ajad
MEXJIMYHOCTHOTO ¥ MEKKYJIBTYPHOTO B3aUMOJCHUCTBHS.

Jlns yenemHoro u3ydeHust JUCHUIUIMHEBL « HaBbIKM E€I0BOM MEPENUCKN Y
o0y4Yarommxcsi JOJDKHBI OBITh CPOPMUPOBAHBI CIEAYIOIIUE MPEIBaAPUTEIbHBIC
KOMITETCHIIH:

- CHOCOOHOCTh K KOMMYHHUKAIIMM B YCTHOM M THChMEHHON (opmax Ha
PYCCKOM M MWHOCTPAHHOM S3bIKax JUIsl PEIICHUS 3aJlad MEXJIMYHOCTHOTO U
MEXKKYJIBTYPHOI'O B3aUMOJICVCTBUS;

- CIOCOOHOCTh paboTaTh B KOJJIEKTUBE, TOJIEPAHTHO BOCIPUHHMAS
COIMaJIbHbIE, STHUYECKHUE, KOH(ECCHOHAIBHBIC U KYJIbTYPHBIE Pa3Iuyusl.

B pesynabraTte u3ydeHHS JaHHOW JUCHUIUIMHBI Y  OOYYaromuxcs

dbopMUpYIOTCS CEAYIONIME 00IenpodecCuOHaIbHBIE KOMIIETCHIIMU (3JIEMEHTBI

KOMIIETEHITUH):
Kon u ¢popmyiupoBka Jranbl GOpMHPOBAHUSA KOMIIETEHIIMHU
KOMIIETEeHIIHH
OI1IK-9 criocoOHOCTH OCHOBBI JIEJIOBOTO OOIICHUS (TTyOJIMYHbBIE
OCYIIIECTBIISITh ICTIOBOE | SHAET BBICTYIUICHHUS, IEPETOBOPHI, IPOBEACHHIE COBEIIAHUM,
O6H.I€HI/IC (HYGJH/ILIHBIC ACJI0BadA NEPCIKUCKa, SJICKTPOHHBIC KOMMYHI/IKaHI/II/I)
BBICTYIUICHHUS, Ymeer OCYIIECTBIIATH JIeTI0BOE oOLIeHHe (TyOIMYHbIe
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MIEPErOBOPHI,

BBICTYIUICHHUS, IEPETOBOPHI, IPOBEACHHUE COBEIAHUMT,

MOOIIPEHUAX U
B3BICKaHUAX) U
YMEHUEM MPUMEHSTh
UX Ha MPAKTUKE

HPOBEJICHHE JI€TI0Bast TIEPENKCKA, DIEKTPOHHBIE KOMMYHHUKALIUH)

COBEILAHUIA, e710Bast

Hepenucka, CIIOCOOHOCTBIO OCYILECTBIIATH JEI0BOE OOLIEHUE

SJICKTPOHHBIC (myOJIMYHBIC BHICTYILICHUS, IEPETOBOPHI, IIPOBEACHUE

KOMMYHUKAI[IH) Brageer | coBemianmii, Ae10Bas MEPENUCKA, HICKTPOHHBIE
KOMMYHUKAITUH)

[1K-8 3HanuneM IPHMHIIUIIBL ¥ OCHOBBI (JOPMHUPOBAHHUS CHCTEMBI

NPUHIUIIOB ¥ OCHOB MOTHBAIIMU U CTUMYJIMPOBAHUS [IEPCOHAA (B TOM

(bopmMupoBaHus YKCIIe OIIATHI TPY/IA), MOPAI0K IPUMEHEHUS

CHCTEMBI MOTHBALIMK M | 3HAET JMCIMIUTMHAPHBIX B3BICKAHUM, O(OPMIICHUS

CTUMYJIMPOBAHUS pe3yJIbTaTOB KOHTPOJIS 3a TPYAOBOM U

nepcoHana (B ToM MCIIOJIHUTENIbCKON AUCUUIIIIMHON (JIOKYMEHTOB O

YHUCIIe OIUIATHI TPY/IA), HOOIPEHUSIX U B3bICKAHUSIX )

HOpsAZKA IIPUMCHCHUS 0(OPMIIATE Pe3yIbTaThl KOHTPOJIS 38 TPYA0BOM U

AUCHUAILIHHAPHBIX UCITOJTHUTEIbCKOM JUCIMIUIMHON (JJOKYMEHTHI O

B3bICKAHMI, BiasieHne | YMECT HOOIIPEHUSX U B3BICKAHMAX) U IIPUMEHATH UX Ha

HaBBIKAMU HpaKTHKE

odopmiteHHS

pesyIbTaTOB KOHTPOJIA HPUHIUIIAMA ¥ OCHOBaMH (DOPMUPOBAHHUSI CHCTEMBI

satpyrosomu MOTHUBAIMU U CTUMYJIMPOBAHMS TIEPCOHANA (B TOM

MCHOIHHTCILCKON YHCIIe OIUIATHI TPY/IA), OPSAKOM IIPUMEHEHHS

AUCHHUIITINHON JUCLUILIMHAPHBIX B3BICKAHUM, BiIaZieHUE HAaBbIKAMU

(TOKyMEHTOB O Braneer

odopmIIeHUS pe3yIbTaTOB KOHTPOJIS 32 TPYAOBOM 1
WCTIOTHUTENbCKON AUCIUIIITNHON (IOKYMEHTOB O
MOOIIPEHUSAX U B3BICKAHUSIX ) U YMEHUEM ITPUMEHSTh
WX Ha MIPaKTHKE

st bopmMupoBaHMs BIIIEYKa3aHHON KOMIIETEHIIMM B PaMKax JUCIUTIIIMHBI

«HaBbIkHn I[GHOBOﬁ MNEPEIUCKN» MPUMCHAIOTCA CIICAYIOIMUC METOAblI dKTHBHOIO /

WHTEPAKTUBHOTO  OOyUYCHUS:

IIOATrOTOBKA JOKJIag0B C HCIIOJIb30BaHUCM

MYJIbTUMEUA PCCYPCOB, BBITIOJIHCHUC MHANBUAYAJIBbHBIX SaﬂaHHﬁ.

I. CTPYKTYPA U COJAEPXKAHUE TEOPETUYECKOM YACTHU KYPCA

(36 yacoB)



MOAYJb 1. Cucrema OpraHu3aniOHHO PacnopsIMTeIbHOI
noxymenrTamun (16 yac.)

Tema 1. Ilonsitne noxkymenrta. Knaccupukanum noxkymeHTOB. OCHOBHBIE
TpedoBaHus K 0()OPMJIEHHIO IOKYMeHTOB (2 yac.)

[lonstue «7oKyMeHT». Poib JOKyMEHTa B JKM3HM 4Ye€JIOBEKa M OOIIECTBA.
Knaccudpukanms mo  mpuopurery  (GyHKIIMOHAIBHO-IIEIEBOIO  MPHU3HAKA.
Knaccudukanus ynpaeneHueckol TokymeHTauuu. Knaccudukanuu mno crnocoOy
JOKYMEHTUPOBAHMS; IO XapaKTEPy UCIOJb3YEMBIX 3HAKOB M 3HAKOBBIX CHCTEM; I10
KaHaJly BOCHPUATHS 3HAKOB, MO PEXUMY JOCTyIa; IO TIeorpaguueckomy
IIPU3HAKY.

CoctaB u mpaBuna O(OpPMIIEHHS PEKBU3UTOB  OpPraHU3alMOHHO-
pacropsauTENbHbIX TOKYMEeHTOB. [lonsatne «pexkBusut» nokymenra. ['OCT P 6.30-
2003 «YHupuuupoBaHHbIE CUCTEMbI JOKYMEHTAMU. Y HU(UIUPOBAHHAs CUCTEMA
OpraHU3alMOHHO-PACTIOPSAUTEILHOU JIOKYMEHTALUH. TpeboBanus K
0(OPMIICHUIO TOKYMECHTOBY.

Cxembl  pacHoiOKE€HUSI  PEKBU3UTOB.  MEXKCTPOUHBIA  WHTEpBAL,
UCIONIb3yeMblid Tpu odopmiieHnd pekBU3UTOB. Llpudrthl, ucnonb3yembie s
oOopMIICHUST PEKBU3HUTOB.

[lonsitue «OnaHk AoKyMeHTa». TpeOoBaHus K OJlaHKaM JTOKYMEHTOB.
Knaccuduxkanus 61ankoB qokymeHToB. O0mumii 01aHk 1okymeHTa. biank mucsma.
brnank kKoHKpeTHOTO BHJa MOKyMeHTa. [IpomonbHbIl OJaHK JOKyMEHTA. YTIIOBOM
OJJaHK JTOKyMEHTa. YTJIOBOM OJIaHK C (PJIaroBBIM PAaCIIONIOXKEHUEM PEKBU3UTOB.
YrioBoit OMaHK C TEHTPUPOBAHHBIM PACIOJOKEHHEM PEKBU3UTOB. biaHk
opraHusauuu. biank cTpykTypHOTO noapaszaeneHusd. biaHk TOIKHOCTHOTO JIMIA.
®dopmart OsaHka fokymeHTa. Pazmepsl nosieit. Hymepaius ctpaHwuil.

Tema 2. Cucrema OpPraHM3alMOHHO-TIPABOBOM M PaCHOPSANTEIbLHOM
noKyMeHTanuu (4 gac.)

Oco0eHHOCTH TOATOTOBKH W OGOPMIICHHS OpPTraHWU3alMOHHO-TIPABOBBIX
JNOKyMeHTOB. Ha3HaueHne W coCTaB OpraHM3allMOHHO-TIPABOBOM JIOKYMEHTALIHH.

CocraBieHue u O(I)OpMJIeHI/IG OTACJIBbHBIX BHAOB OpPraHU3allMOHHO-IIPABOBLIX
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nokymeHToB. YctaB. [lonoxkenne o0 oprammszamuu. IlltatHoe pacnucanue.
Nuactpykunu. J1oroBopsl.

OcoOeHHOCTH  MOATOTOBKM UM OQOPMIIGHHS  PaCIOPAIUTEIbHBIX
NOoKymMeHToB. Ha3HaueHme M cocTaB  pacHnopsIUTENbHON  JTOKYMEHTalUU.
[Ipouienypa u3ganust pacopsIMTEIbHBIX IOKYMEHTOB B YCIOBHUSAX €IUHOJIMYHOTO
npuHATUS pemieHuil. Ilpouenypa u3gaHus paclopsIUTENbHBIX JIOKYMEHTOB B
ycioBusiX — kojuiernanbHOCTH. CoctaB U 0dOpMIIEHHE PacCHOPSIUTEIbHBIX

nokyMeHTOB. [Ipuka3. Pacniopsikenue. Ykazanue. Pemenue. [locranoBieHue.

Tema 3. Cucrema uagoOpMaHOHHO-CIPABOYHOI JOKYMeHTAINH (2 Yac.)
Oco0eHHOCTH MOArOTOBKH U 0(opMIIeHHS UH(OPMAIIMOHHO-CITPABOYHBIX
IO0KyMeHTOB. Ha3zHaueHue u cocTaB CripaBOYHO-UHGOPMAITMOHHON TOKYMEHTAIIHH.
CocraBieHue u  0QOpMJICHHE CIPABOYHO-WUH()OPMALMOHHBIX JTOKYMEHTOB.
Jokmanaeie, CchayxeOHble W OOBACHUTENbHBbIE 3amucku. [lpemmoxenwue.
[IpencraBnenne. 3asBiaenue. AkT. CnpaBka. Bumgel mumcem. OcobGeHHOCTH

MOATOTOBKY U 0OpMIIEHUSI TPOTOKOIA. BUIBI IPOTOKOJIOB.

MOZJAYJIb 2. CocTaB 1 BUIbI JOKYMEHTAIIMH KAPOBO CJIyKObI
Tema 2.1. BHyTpeHHMe JIOKAIbHbIE HOPMATHBHBIE aKThI (4 yac.)

[IpaBuia BHyTpeHHEro TpynoBoro pacnopsaka. Onpexaenenue. TpyaoBoi
Koznekc PP o mpaBuiiax BHYTPEHHErO TPYJIOBOrO pacropsiaka. Pazmensr mpasuil.
Oranbl pazpabOTKH MPaBUIl BHYTPEHHETO TPYAOBOIO PacopsIKa.

[TonoxxeHue mo 3aiuTe NMEPCOHANBHBIX JaHHBIX. [[oHATHE MEPCOHAIBHBIX
JTaHHBIX paboTHUKA. COCTaB MOJOKEHUS 1O 3aIIUTE TEPCOHATBHBIX JTAHHBIX.

NucTpykuuss mo oxpaHe Tpyaa s opucHbIX paboTHUKOB. CTpyKTypa
WHCTPYKIIMM TI0 OXpaHe Tpyda Uil OQUCHBIX pabOTHUKOB. Bpews
pEerIaMeHTUPOBAHHBIX [EPEPHIBOB B 3aBUCUMOCTH OT MPOJOJIKUTEIBHOCTH
paboueii cMeHBI, BUJa U KaTErOpUU TPYAOBOU ACATEIHHOCTU C TMEPCOHATHHBIM

KOMIIBIOTCPOM.



HomkHnoctHast ~ uHCTpykums.  Ompenenenune.  KanuduxanuoHHsi
CIIPAaBOYHUK JOJDKHOCTEW PYKOBOAMTENEH, CHEHHAINCTOB U JIPYTHX CIIyXKaIllUX.
Paznenst  pgomxHOCTHOM MHCTpyKiuu (OOmue monoxkenus. JloJKHOCTHBIE
obs3anHOCTH. [IpaBa. OTBeTCTBEHHOCTH. B3anMooTHOIIEHNS).

KomnektuBHbiii goroBop. CTpykTypa U COJEpkKaHUE KOJUIEKTUBHOIO
I0roBopa. Buabpl HakazaHus 3a HapylIeHHs NOPOLEAYPHl  3aKIIOYEHUS
KoJuIeKTUBHOTO foroBopa (Kogekc 06 aiMUHUCTPATUBHBIX MPABOHAPYIICHUSX ).

Homenknarypa nen. Onpenenenue. Ilpusnaku 3aBenenus paen. Llemm
CO3JIaHMsI HOMEHKJIATYphl JIe)l. PacronokeHue pas3iesioB U A€l B HOMEHKIATYpE.

OdopmiieHre HOMEHKIIATYPBhI JElI.

Tema 2.2 OcoGeHHOCTH MOATOTOBKH U 0(hopMIIEHHS TPYI0BOI0 10T0BOPA
(4 gac.).

TpyaoBoil AOroBop Kak OCHOBHOM CHOCOO JOKYMEHTHUPOBAHHS TPYIIOBBIX
npaBooTHOIIEHU. CTOpOHBI TpyaoBoro porosopa. CoxaepxkaHUE TPYAOBOIO
noroBopa. CylIECTBEHHbIE YCIOBUS TPYAOBOro J0roBopa. CpokH, Ha KOTOpPbIE
3aKJIr04aeTcss TpyAoBoM noroBop. CpouHbl TpyaoBoul gorosop. Ciydan, B
KOTOPBIX 3aKJII0YaeTCS CPOYHBIM TPYAOBOW JOTOBOp. BceTyruieHwe TpyaoBoro
JIOTOBOpA B CHILY.

3aKJIF0OYEHHE TPYJIOBOrO J0ToBopa. Bo3pacT, ¢ KOTOpPOTro JI0MycCKaeTcs
3aKJIIOUYEHHE TPYAOBOrO JOTOBOpa. l'apaHTUM TpU 3aKIIOUYEHUU TPYAOBOTO
noroBopa. JIOKyMeHTbI, NpeIbsBIsEMbIE MPU 3aAKIIOYEHUH TPYIOBOTO JOTOBOPA.
dopma TpyAOBOTO I0TOBOPA.

[Topsinok odopmileHHs] TOKYMEHTOB MpU MpuemMe Ha padoty. JJOKyMeHTHI,
NpeabsaBIsieMble MPU 3aKIOYEHUH TpyAoBoro nporosopa. llpouenypa mnpuema.
HcnibITaTenbHBINA CPOK MpHU TIpUEME Ha padoTy.

HN3menenue tpymoBoro nporosopa. llepeBoxg Ha ApYryr0 NOCTOSAHHYIO
paboty u mnepemenieHue. V3MeHeHHE CYHIECTBEHHBIX YCJIOBHHA TpPYIOBOIO

norosopa. OrcrpaHeHue oT paboThI.
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[Ipexpamenue TpyaoBoro noroBopa. OOIire OCHOBaHUS TMPEKpalleHUs
TPYJIOBOTO J0roBopa, cTaThl TpymoBoro kojekca P®D. PactopxkeHue TpyaoBoro
JIOTOBOpa 0 MHUIIMATUBE pabOTHUKA (M0 COOCTBEHHOMY KellaHuIo0). PacTopxkenue
TPYJOBOTO JOroBopa No HMHHMIMaTHBE pabotomarens. lIpekpaiieHue TpyaoBOro
JIOTOBOpA MO OOCTOATENbCTBAM, HE 3aBUCSIIMM OT BOJU CTOPOH. OCHOBHBIE

PEKBU3UTHI OJJaHKA TPYJIOBOTO JOTOBOPA.

Tema 2.3 Oco0eHHocTH O(pOpMIICHUSI U 3ANOJHEHHS] TPYAOBBIX KHHMKEK W
BKJIaJbIIIeH K HuM (2 Jac.)

TpynoBas KHMKKa KaK OCHOBHOW JOKYMEHT O TPYIAOBOWM IEATEIBHOCTH
pabotHuka. VcTopus BO3HUKHOBEHMS TpPYyAOBOW KHWKKH. HopmaruBHbie
IIPaBOBBIE AKThI, PETJAMEHTUPYIOIIHNE BEICHHE, 3alOJHEHUE, YUET U XpaHEHHE
TPYJOBBIX KHMKEK.

OO6mume TpeOoBaHMS K 3alOJHEHUIO TPYAOBBIX KHIKEK. CBeneHus,
BHOCSIIMECS B TPYyNOBYIO KHIXKKY. llopsgok odopmienus naT B TpyAOBOM
KHWXKKe. Pasnensl TpynoBoi KHWKKU. [IpaBuna W3MeHEHMI paHee BHECEHHBIX
HETOYHBIX, HEMTPABUJIbHBIX WM MHBIX MPU3HAHHBIX HEJACHCTBUTEIbHBIMU 3aMKCEN
B JJAaHHBIX pa3jenax.

[IpaBuna 3amosiHeHHs] cBeleHMM O padoTHHKe. M3MeHeHus 3amnmceit
CBeCHUA O paboTHUKe. JIOKYMEHThI, HAa OCHOBAaHUU KOTOPBIX MPOU3BOASITCS
U3MEHEHUs 3alKcel B TPYAOBbIX KHIDKKaX O (pamMuIIMU, UMEHH, OTYECTBE U JaTe
POXKJICHUS.

3anonHenue cBeneHuir o padore. OdopmieHue mnpuema Ha pabdoTy.
Bhecenne cBeaeHuii 0 paboTe MO COBMECTHUTENLCTBY. 3alKCh MPU W3MEHEHUU
HAaMMEHOBaHUS OpraHU3aliu.

3anonHeHrne CBeAeHW 00 yBOJIbHEHUH (TpEKpalleHud TPyAOBOTO
noroopa). OCOOEHHOCTH 3arlojHEHUsI CBEACHUH 00 YyBOJIBHEHHH. 3aBepKa
CBEJCHUI MONMUCHI0 padoTojaTeNs WIM JUIa, OTBETCTBEHHOTO 3a BEJCHHE
TPYAOBBIX KHMKEK, NE€YaTbl0 OpraHu3aluu (KaapoBOW CiIy>KObl) M HOJIHUCHIO

caMoro pa6OTHI/IKa.
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[lopsamox odopmnenus nyOnuMkaTta TpyAOBOM KHIDKKH. Bxiaapim B
TPYIOBYIO KHUXKKY.

3anoJIHEHUE CBEJICHUM O HarpaxJacHuHU.

Belgaya TpyZoBOWM KHWKKH IPH YBOJBHEHUHU (IIPEKPALIEHUH TPYIOBOrO
JI0TOBOpa). YUeT U XpaHEeHHEe TPYIOBBIX KHIKEeK. KHuru ydera. OTBETCTBEHHOCTD

3a COOJIIO/ICHHE MOPSAKA BEACHUS TPYIOBBIX KHIKEK.

Tema 2.4 OcoGeHHOCTH TOATOTOBKU U O(OPMJIEHHS] PACHOPSIUTETHLHON
Ka/IpoBoii JokyMeHTamun (2 4ac.)

[Tops0ok MOATOTOBKU MPOEKTOB MPUKA30B MO JIMYHOMY cocTaBy. [IpaBuna
oopMIIeHUSI TEKCTa MpHUKa3a IO JUYHOMY cocTaBy. OCHOBaHMS K MpHUKa3aM.
Cpoxu XpaHEeHHUsI PUKA30B MO JIMYHOMY COCTaBY.

OcoOenHoctn  OpopMIIEHHST TPUKA30B IO JIMYHOMY COCTaBy B
COOTBETCTBUM C YHU(UUUPOBAHHBIMH (GopMamMHu. ANbOOM YHUDHUIIMPOBAHHBIX
dbopM MEpBUYHON YYETHOW JOKYMEHTAallMM IO YYeTy TpyAa €ro OIuJaThl.
Odopmiienne nprkasza o npueme Ha padoty (popmsl T-1 u T-1a). Opopmnenue
npukaza o mnepeBoje pabotHuka (dopmbel T-5 u T-5a). Bunel nepeBoaos.
OdopmiieHne npukasa o MpeaocTaBieHnu oTnyckoB (dhopmbl T-6 u T-6a). Bunbt
ornyckoB. Ilpouenypa odopmnenus ornycka. OdopmieHue mnpukaza o
MpEeKpalieHn TpynoBoro joroBopa (yBoibHeHun) (dopmbr T-8 u T-8a).
Odopmiienne npukasza o noompeHuu (popmer T-11 u T-11a). Buasr noompenui.
Odopmiienne npukaza o komanaupoBanuu (popmel T-9 u T-9a). Opopmnenue
KOMaHIupoBouHOTO ynocToBepenuss (dopma T-10). Ilpukaz o HajmoxxeHun
JTUCIMIUTMHAPHOTO B3bICKaHUS. Buabl quciumivHapHbBIX B3bickaHuil. [Iporemypa
HAJIOKCHUSI JUCIUIUTMHAPHOTO B3bICKaHUs. CBEICHUS, YKa3bIBaeMbIe B MPUKA3E O

HaJIOXKCHHUHU JUCHUIIMHAPHOI'O B3bICKAHUA.

Tema 2.5 OcobOenHocTH NOATOTOBKH W ogopMiieHHss UHGOPMAMOHHO-

pacyeTHOM KaJApoBoii JoOKyMeHTanuu (2 Jac.)
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IltatHoe pacnucanve. HazHaueHnue mratHoro pacnucanus. [Ipouemypa
YTBEPKJICHUSI IITaTHOro pacnucanus. [Ipukaz 00 yTBEpKIEHUU IITAaTHOTO
pacnucanus. [Ipuka3 o BHECEHMM U3MEHEHUH B IITaTHOE pacnucanue. OCHOBaHUS
JUIS BHECEHUSI M3MEHEHHHl B ImTaTHOe pacnucanue. KiaccudukaTopsl,
UCIIOJIb3yeMble TMPU YCTAHOBJICHUM JIOJDKHOCTH B IITATHOM PACHUCAHUU.
Oco0eHHOCTH 3anOTHEHHS] YHU(PUITUPOBAHHON (HOPMBI IITAaTHOTO pacnucanus (T-
3). Cpok XpaHEHHUs ITATHOTO PACIIUCAHMUS.

OcobOeHHOCTH 3aMoHeHNs] YHUGUIUPOBAHHON (POpMBI rpadrika OTITYCKOB
(bopma T-7). Hatel yTBepxkAcHUA rpadrka OTIyCKOB. Bo3aMokHOCTH 0dopMIIeHUS
JaT TPEAOCTaBICHHUs OTHycka (TouHas pnata wid Mecsi). Cpok XpaHCHHs
rpauKOB OTIIYCKOB.

Oco0eHHOCTH 3aloNHEHHs] YHU(UIHMPOBAHHON (QopMbI Tabenss ydera
pabouero Bpemenu (¢popma T-13). HazHaueHnue Tabens yuera pabodyero BpeMeHHU.
Cpok xpaHeHus Tabeneit yuera pabouero BpeMeHH.

Oco0eHHOCTH 3amOJIHEHUS YHUPUITUPOBAHHONW (POPMBI JTUYHON KapPTOUKU
(bopma T-2). Kareropuu paOOTHHKOB, Ha KOTOPBIX 3arOJHSICTCS JIMYHAS
KapTouka. JlOKyMEHTbI, HEOOXOJMMbIE JUIsl 3alOJIHEHUS JHMYHOM KapTOUKH.
KonupoBanue cBeeHuil B IMYHON KapTouke. CpoOK XpaHEHUs INYHOM KapTOUYKH.

JInuneie nena. PopMUPOBAHUE JIMYHBIX JIET.

Tema 2.6 OduuuanbHasi BHyTpeHHsisi mnepenucka. KypHaiabl ydera u
KOHTPOJIsI IOKYMeHTOB (2 4ac.)

3anaun BHyTpeHHeH nepenucku. OcodbenHoctu oopmiuenus. TpedboBanus
K TEeKCTy JAokyMmeHTa. Hanbosee TunmnyHbie HOpMBI BHYTPEHHEH MEPETUCKHU IS
OTJIeJa KaJapoB.

[enu u 3amauun )XypHaJIOB (KHUT) yueTa U KOHTPOJIS JOKyMeHTOB. OO01ue
TpeOOBaHMs K KypHaiaMm (KHUTAM) ydeTa JOKYMEHTAIMU W €€ JBWDKCHHS ISt
NpPUAAHUS UM IOPUJIMYECKOM CHJIbl M BBIMOJHEHUs TpeOoBaHuii PocapxuBa K
CpoKaM uX XpaHeHUs.. HopMaTHBHBIE aKThl, PETYJIUPYIONIUE BEIACHUE, CPOKH

XpaHEHHUs )KyPHAJIOB.
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Knura yyera nABWKEHHs TPYyHOBBIX KHM)KEK M BKIAIBIIIEH K HUM.
[TpuxonHO-pacxoaHast KHUTA 110 y4eTy OJIaHKOB TPYAOBBIX KHMKEK M BKJIAJbIIICH
K HUM. OcoOeHHOCTH 0(OPMIIEHUS JaHHBIX KHUT. CpOKH XpaHEHHUS.

Knaura yyera TpyaoBBIX JOTOBOPOB, U3MEHEHUM W JTOINOJHEHUN K HUM.
Kypran ydera npuka3oB IO OCHOBHOM JesATeNbHOCTH. JKypHan ydera NpuKa3oB
[0 JINYHOMY cocTaBy. KHHra perucrpamum M KOHTPOJIA 3a HOCTYIAOLIEH
nokymeHTtanued. KHura perucrpauum HM - KOHTpPOJIA 34 OTHPABIISIEMBIMU
JNOKymMeHTaMu. KHHra perucrpauuym pacnopsIuTEIbHBIX W HOPMaTHUBHBIX
JOKYMEHTOB opranu3anuu. KypHan yyera OTmycKoB. JKypHall ydera JUYHBIX
kaptouek T-2. XKypHan yuera BOCHHOOOSI3aHHBIX U JIMII, MOJIEKAIIUX MPU3BIBY.
Kypnan ydera meponpuaTHil MO KOHTposro. KypHalm ydera KOMaHIMPOBOK.
KypHan yuyera KOMaHAMPOBOYHBIX YAOCTOBepeHMU. JKypHan O3HAKOMIIEHHS C
MHCTPYKUUEH (MPOXOXKIEHUS MHCTpyKTaxka) 1o oxpane Tpyna. JKypHan yuera

METUIUHCKUX OCMOTPOB. CPOKM XpaHEHUs KHUT (KYpPHAJIOB).

II. CTPYKTYPA U COJIEP’)KAHUE MPAKTHYECKOM YACTHU KYPCA
IpakTnyeckue 3ansaTus (36 yac.)

3ansatue 1. M3ydyenume coctaBa pPEKBU3HTOB JOKYMEHTOB. OdopmieHue
OTIICTLHBIX BUJIOB PEKBU3UTOB.

3anstue 2. Pazpabotka u opopmieHre mpoIoibHBIX 0JaHKOB MpPUKa3a, aKTa,
MPOTOKOJIA, YTIIOBOTO OJIaHKa MUChMa.

3anstue 3. Pazpabotka u opopmMiieHre mpukasa o OCHOBHOM JI€STEILHOCTH,
pacropsHKEHUS.

3anstue 4. Pa3zpaboTka M oQopMieHHE aKTa O HapYLIEHUU TPYIOBOI
JTUCITUTIIMHBL, TTIPOTOKOJIa COOPaHMSI KOJIJICTHAIBHOTO OpTraHa.

3anstue 5. PazpaboTka u opopmiieHre JOKHOCTHON HHCTPYKITUH.

3ansitue 6. PazpaboTtka u opopmiieHHE TPYIOBOTO JOTOBOPA.

3anstue 7. OhopmieHne u 3aNI0JHEHNE TPYIOBON KHUKKH.

3ansTue 8. [loaroroBka u opopmMiieHHE TPUKA30B 10 JIUYHOMY COCTaBY.

3anstue 9. [loaroroska u ohopmiieHUE TUIHON KapTOUKu T-2.
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I1l. YYHEBHO-METOANYECKOE OBECHHEYEHHUE
CAMOCTOATEJBHOU PABOTHI OBYUYAIOIIIUXCSA

VY4eOHO-MeToInYECKOe o0ecrnieueHue CaMOCTOATEIbHON paboThI

06y‘IaIOHII/IXCH 110 AUCHUIIIIMHC «HaBbIkn HCHOBOﬁ IICPCIIUCKU) IIPCACTABJIICHO B

[Tpunoxxenuu 1 u BKIIIOYaET B ceOs:

- HJIaH-Fpa(I)I/IK BBIIIOJTHEHHMSI CaMOCTOSITCIIbHOU pa6OTBI 110 AUCHUIIIIMHC, B

TOM YHCJIC IIPUMCPHBIC HOPMBI BPCMCHHU HA BBIIIOJIHCHHUC I10 KAKIOMY 3a/IaHUIO,

- XapaKTEepHUCTHUKA 3aJaHUil Il CAaMOCTOSATEIbHON paboThl 00y4YalOIUXCA U

MCTOANYICCKUC PCKOMCHIAIINH 110 UX BBIIIOJIHCHUIO,

- TpeboBaHUS K

MPEJCTABICHUIO U

CaMOCTOATENbHON pabOThI;

- KPUTCPHUHU OLCHKHU BLIIIOJTHCHUA CaMOCTOSITEJIbHOM pa6OTLI.

o(OpPMIICHUIO  PE3YJIbTAaTOB

IV. KOHTPO.JIb JOCTUXXEHUS HEJEA KYPCA

Ne | KonTponu Ko u popmynupoBka KomreTeHIInu/ OneHouHble CpeacTBa
n/ | pyembie Oranbl HOPMUPOBAHUS KOMITETEHIIUH TEKYIIUH MIPOMEKYTOU
n | paszgenst/ KOHTPOJIb Has
TEMBI aTTecTauus
JUCLIUILIN
HBI
1. | 3ansarus: 3HaeT colep)KaHue Koncnexr | Bonpocsl  k
nexuuu 1- ONEPALMOHHON (T1P-7), JK3aMeHy 3,
2; (TIpOU3BOACTBEHHONA) 4
MpaKTH4ec JeSITeIbHOCTH OpraHu3alui
KHe Y TEXHOJIOTUYECKUE,
3aHATHUS 2 MIPOJYKTOBbIE NHHOBAIIUU
WM OpraHU3alllOHHbIE
M3MEHEHUS
K-8 YMeeT 10KyMEHTAIBHO Koncnexr | Bompocsl  k
0(QOpMIISITH pellIeHus B (TIP-7), JK3aMeHy 3,
YIpaBJICHUH ONEPALUOHHOMN cobecenoBan | 6, 29
(TPOM3BOJICTBEHHOI) ue (YO-1),
JESTEIIBHOCTH OpraHu3alui JUCKYCCHSI
IPY BHEJPCHUU (YO-4)
TEXHOJIOTHYECKHUX,
IPOAYKTOBBIX NHHOBAIMH
WA OPTaHU3aIMOHHBIX
WU3MEHECHUN
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Bnaneet HaBBIKAMU Koucnekr Bomnpocer  k
JOKYMEHTAJIBHOTO (T1P-7), 9K3aMeHy 7,
odopMIIeHUS pelICHUH B cobecenoBsan | 8,9, 28
yIIPaBJICHUU OTEPALlMOHHON ue (YO-1)
(TpOM3BOICTBEHHOM )
JIeATEIbHOCTH OpraHU3aLun
NIPU BHEIPCHUU
TEXHOJIOTUYECKUX,
MPOJTYKTOBBIX MHHOBAIIHIA
WA OPTaHU3aIMOHHBIX
W3MEHEHUN
2. | 3ansTus: 3HaeT nHGOPMAIIHIO O Koncnekr | Bompocsl  k
TeKIUH 2- (yHKIIMOHUPOBAHUU (T1P-7), sKk3ameny 10,
3; CUCTEMbI BHYTPEHHETO cobecemosan | 11,12, 13
MPaKTHYeC JOKYMEHTO000pOTa ue (YO-1),
KHE OpraHu3aiu u 0a3bl JaHHBIX | JIUCKYCCHUS
3aHATUA 10 Pa3JINYHbIM [10Ka3aTesIM (YO-4)
34,5 YMeer aHanu3upoBaTh Koncnexr | Bompocsl  k
uHpopMaIuo o (ITP-7), sK3ameny 14,
(GYHKIIMOHUPOBAHUHT cobecenosan | 15, 16, 17
CHUCTEMBbI BHYTPEHHETO ue (YO-1),
JIOKYMEHTO000pOTa JTUCKYCCHS
OIIK-9 OpraHu3aliy U BeieHuH 0a3 (YO-4)
JAHHBIX TI0 PA3TUIHBIM
nokaszaressim
Brnaneer HaBblkamMM aHaln3a Koncnekr Bomnpocsr k
uH(pOpMaIU O (T1P-7), aK3aMeHny 35,
(bYHKIIHOHUPOBAHUU cobece10BaH 36
CHCTEMBI BHYTPEHHETO ue (YO-1),
JIOKYMEHTO0000poTa JICKYCCHSI
OpraHu3alliy, BeJeHus 0a3 (YO-4)

JAaHHBIX IO pa3JINYHbIM
IIOKa3aTCiIsIM

Tumnossie KOHTPOJIbHBIC 3alaHNs, MCTOAUYICCKUC MAaTCPHUaAJIbl, OIIPCACIIAIOIMINC

MIPOLETYPBI

OLICHMBAHUS 3HAHUM,

YMEHHA U HaBBIKOB M (WIM) OIbITa

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

3HAHMU,
KOMIIETCHIIUH

YMEHUU,

B

HaABBIKOB
nporiecce

OCBOCHUA

npeacrasiieHsl B [Ipunoxenun 2.

U XapaKTepHU3YIOIIUE

OTaIllbl

oOpazoBaTeabHON

dbopMHpoBaHUs
IPOTPaMMBI,

V. CIIMCOK YUYEBHOM JIUTEPATYPbI U UH®OPMAIMOHHO-
METOJUYECKOE OBECIIEYEHHUE JUCHUIIJINHBI
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OcHoBHas JuTEpaTypa
1. OcHOBBI jenonpou3BojicTBA: YueObHoe mocobue / A.M. Acammes, N.N.
Muponogsa, E.A. Kocapesa, I'.I'. BykoBuu. - M.: HUL] THOPA-M, 2014. - 144 c.
http://znanium.com/catalog.php?bookinfo=443541

2. Kysnenosn, 1. H. JlenonpousBoactBo [DaekTpoHHBIA pecypc]| : YyeOHO-
cupaBounoe mocooue / M. H. Kysnemnos. - 6-e¢ u3n., mepepab. u gom. - M. :
N3parenbcko-TtoproBas kopmnopamusa «JlamkoB u  K°, 2013. - 520 c.

http://znanium.com/catalog.php?bookinfo=414939

3. Kysnuemnos, . H. JlenoBoe mmchMo [DneKTpoHHBIA pecypc] : YdeOHo-
cupaBouyHoe mocooue mns OakamaBpoB / M. H. Kysnemosn; Ast.-coct. U. H.
Ky3nenos. - 5-e u3a. - M.: U3narenscko-ToproBas kopnopauus «Jlamkos u K°»,

2013. - 196 c. http://znanium.com/cataloq.php?bookinfo=415309

4. JlokyMeHTallMOHHOE obOecreueHue yrnpapiieHus: YueOHoe mocooue / E.B.
Imagmit. - M.: ML PHUOP: HUL[ MHWudpa-M, 2013. - 249 c.
http://znanium.com/catalog.php?bookinfo=304633

5. Texuuueckue cpencrtBa ynpasienus: YueOnuk / M.K. Kopuees, I'.H.
Kcannonyo. - M.: NH®OPA-M, 2010. - 200 C.
http://znanium.com/catalog.php?bookinfo=187114

6. JloxymeHTaImoHHOE OOECIEUYCHHE YIpaBIeHUS (IEIONMPOU3BOACTBO): YHU.
noc. / T.A.beikoBa, T.B.Ky3nenona, JI.B.Cankuna - 2 uza., nepepad. u jgor. - M.:
HNH®PA-M, 2012. - 304 c.: http://znanium.com/catalog.php?bookinfo=238519

JlonoTHUTEILHAS JJUTEpPaTypa
(neuammnwie u snexmporHHbIe U30aHUs)
1. lenonpousBojictBo: Yue6. / T.A.beikoBa, JI.M.BsmoBa u np.; Ilox pen.
T.B.Ky3nemnoBoii - 3 uzn., nepepad. u gom. - M.: HUIl Uudpa-M, 2013 - 364c.
http://znanium.com/catalog.php?bookinfo=395908

2. llenonpounsBoacTBo: Yuebnoe mocobme / E.H. bacosckas, T.A. brikoBa,

JLM. Bsnosa, E.M. EwmsiieBa; ITox o6m. pen. T.B. Ky3nenosoii. - M.: @opym:
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H. Kynses, /1. H. Ypanos, A. I'. ®abpuunos; nox pexn. npod. H. H. Kynsera. - M.
Jloroc, 2012. - 352 ¢ - (Homas yHuBepcuTeTrckas OubIMOTEKA).

http://znanium.com/catalog.php?bookinfo=469013

4. JIokyMEHTaIlMOHHOE OOeCIeueHre JCIOBOro oOIeHus: YdueOHoe mocoodue /
JI.C. KopobeiinukoBa, O.M. Kynprommuna; [log pen. J.A. Engosuikoro. - M.:
Marwuctp, 2011. - 302 c.: http://znanium.com/catalog.php?bookinfo=244969

5.BacunseBa UW. H., Tankuna JI. A., I'puropoBuu JI. b. Opranuzamnus
JIEJONPOU3BOJICTBA U MEPCOHANBHBIA MEHEI)KMEHT: IPUMEHEHHE KOMITBIOTEPHOTO
TpEHUHra: yueOHoe rnocodue s By30B. — M.: By3oBckuii yuebnuk , 2009, 103 c.

6. TOCT P 51141-98. Jlenonpou3BOACTBO U apXWUBHOE Jei0. TepMHHBI U
ompeneneHuss. — Bsaem. 1999-01-01. — M.: Toccrammapt Poccuu: W3a-BO
cTtanaapToB, 1998.

7. KazakeBuu T.A. JIOkyMeHTaIlMOHHBIN CEPBUC : ydeOHOE TTOCOOUE ISl BY30B.
— M.: Akagemus , 2010, 159 c.

8. Kapcerckas E.B. Kaaposeiit mokymenToo60pot. JIokanbHble HOpMaTHBHbBIC
aKTbl, KOTOpBIE IPOBEPUT TpynoBas nHcnekuus. — M.: AiCu I'pynn, 2011, 168 c.

9. KupcanoBa M. B., AkcenoB .M. Jlenonpous3BoAcTBO Ha MajoM
npeanpusTiu: [y4ed.- npakt. nocodue]. - M.: Omera-JI, 2009, 247 c.

10.Kopuees M.K., ITmenko A.B. YmnpaieHue NOKyMEHTaMH: YYEOHUK IS
By30B. — M.: UTHOPA-M, 2009, 299 c.

11.Ky3nenoB M.H. Jlenonpou3BoAcTBO: yueOHO-CIIpaBOYHOE mnocodue. — M.:
Hamkos u K, 2009, 519 c.

12.MutpodanoBa B. B. Odopmiusem kampoBbie q0KymMeHTH. HacrompHas
KHUTa npakTtuka. — M.: Anbda-Ilpecc, 2010, - 320 c.

13.ITmenko A. B. JloxymeHTanmoHHOE oOecmedeHue ympaBieHus. — M.:

Axanemus, 2009, 176 c.
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yrpasieHus. [Ipaktukym. — M.: Akanemus, 2012, 160 c.

15.Pa3gopoxssiii A. A. JIOKyMEHTUPOBAHUE YIPABICHUYECKON JESTEIBHOCTH:
yaebHoe nocodue. — M.: UHOPA-M , 2009, 303 c.

16.Poroxun M. HO. CoBpemeHHoe paenoBoe mnucbmo. — M.: I'poccMenma:
POCBYX, 2008, 215 c.

17.Tuxomuposa JI. B., Tuxomupo M. 0. Opuaudeckuid crpaBOYHHUK I10
pabore ¢ kaapamu. — M.: U3nanue Tuxomupona M. 0., 2012, 416 c.

18.@ununoBa U. M. JloKyMeHTHUpOBaHHE YIPABJICHUYECKON AEeSATEIHHOCTH:

MpaKkTUKyM: yueOHoe nmocobue aiig By3oB. — M.: Acnekrt [Ipecc, 2009, 127 c.

Ilepeyens pecypcoB HHGPOPMALMOHHO-TEJIEKOMMYHUKAIUOHHOM CeTH
«AHTepHeT»

1. DnexrtponHas 6ubinoTeka u 6a3bl JaHHBIX JJBOY .

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

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

3.  DnexTpoHHO-O0MOIMoTeuHas cuctema «HaydHo-u3marensckoro meHrpa

NH®PA-M» http://znanium.com

4. DnexTpoHHO-OMOMMOTEeYHas cuctema bubnuoTex.

http://www.bibliotech.ru

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

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

Ilepeyenb nHGPOPMALUOHHBIX TEXHOJIOT UM
U MIPOrpaMMHOI0 odecredyeHust

Microsoft Word
Microsoft Excel
Microsoft PowerPoint
Microsoft Publisher

A w e

19


http://dvfu.ru/web/library/elib
http://e.lanbook.com/
http://znanium.com/
http://ini-fb.dvgu.ru:8000/cgi-bin/gw/chameleon
http://ini-fb.dvgu.ru:8000/cgi-bin/gw/chameleon
http://cyberleninka.ru/

5. Koncynperantllmoc / I'apanT

6. Microsoft Internet Explorer/ Mozilla Firefox/ Opera

VI. METOANYECKHUE YKA3AHUA
1O OCBOEHUMIO IUCHUITJIMHBI

B cootBercTBUM ¢ y4yeOHBIM IIJIaHOM IO HampaBieHHIO «MeEHEIKMEHT»
npoduib. «YmpaBieHHE IepcoHaJoM» Mo naucuuiuimHe «HaBbiku genoBoi
MEPENUCKN»  HUCIOJIb30BaHUE  METOAOB  akTHUBHOro  oOyuenus (MAO)

peaycMOTpeHo 18 yacos.

PexoMenganum 1no NJAHMPOBAHMI0O W  OPraHM3alMd  BpPEMEHH,
OTBE/JI€HHOI'0 HA U3yYeHHe TUCHUILTUHBI « HaBbIKM [1€JI0BOW MepenucKm»:

Juctunnuna paccuntana Ha 180 ayauTopHBIX YacoB (M3 HHUX: JIeKIUU - 36
yac., MpakTUYecKue 3ausATus - 36 yac.), camocrosarenbHas padora — 108 yac.

OOy4JaromuMes cleayeT yAeauTh OONbIIOe BHUMAaHHE IUIAHUPOBAHUIO U
OpraHW3allid BPEMEHW MPU TOATOTOBKE K MPAKTHYCCKUM 3aHATHAM JTaHHOU
JUCHUTUIMHBL  (MUHUMYM 3 4aca CaMOCTOSITEIbHOM paboOThI), Tak Kak
caMOCTOsITeNIbHAs paboTa SBISETCS HEOThEMIIEMBIM aTPUOYTOM 00pa30BaTEIHLHOTO
nporiecca. Bece mpaktudeckue 3aHATHS CHOPMUPOBAHBI TaKUM 0Opa3oM, 4TOOBI
MaKCUMAaJIbHO KOMIUIEKCHO M3YYUTh BOMPOCHI TEOPUU U MPAKTUKA COBPEMEHHOTO
JOKYMEHTHUPOBAHUS. PEKOMEHAYETCS BECTH KOHCHEKT KAXKIOW MPOUAECHHONW TEMBbI
C JOTIOJHUTEIHLHOM TPOPAOOTKONW W HM3YYCHHEM HOPMATHBHBIX M FOPUIUYCCKUX
aCTIEKTOB.

Onucanue 1MNOCJAEA0BATEJILHOCTH  JeCTBMH  O0y4Yamwoumuxcs, WIH
AJITOPUTM M3YUYeHUs1 TUCHUIINHBbI « HaBbIKM [1€10BOI MepenucKm»:

ANTOPUTM HW3YYCHUS AAaHHOW IHUCIUILIMHBI TOCTPOCH HA COYCTAaHUHU TpPEX
00s13aTEIHHBIX KOMITOHEHT: JICKIIUW, MPAKTUYECKUE 3aHSATUS U CaMOCTOSITEIbHAS
pabota. IMEHHO 3TH TpHM HEOTIEIMMBIX KOMITOHCHTA ITO3BOJIIOT KaUYeCTBEHHO U

MOJIHOLEHHO YCBOMUTh M3ydaemblii MaTepuas. OHU HEOTAENUMBI APYT OT Jpyra u
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B3aMMOCBSA3aHbI, TOATOMY OakajaBpaM CJEAyeT BHUMATEIbHO OTHECTHUCHh K
K10 13 0003HaYE€HHBIX KOMIIOHEHT U YJIEISATh UM JJOCTATOYHO BPEMEHHU.

Pexomenaanuu nmo padore ¢ JuTEepaTypoii:

[Ipu pabote ¢ nurepaTypoit no qucuuiuiiHe « HaBbIKu 1€710BOM MEepenucKm»
OakanaBpam cienyeT B 00s3aTeIbHOM TIOPAJIKE O3HAKOMUTHCA CO BCEMH
VMCTOYHUKAMU B CIIMCKE OCHOBHOHM JsnTepaTypbl. ClenyeT BECTH pPYKOIHCHBIE
KOHCIIEKTBI 10 TE€MaM H3y4aeMOW IUCUUIUIMHBI C 00s3aTeNIbHOM MPOpPabOTKOM
IIEPBOMCTOYHHUKOB.

Kpome »sToro, pexkoMmenmyercss OOpaTUTbCS K CIUCKY JOMOJHUTEIbHOU
JUTEPATYPBI, KOTOpas MO3BOJIUT IIOJIHOLEHHO IIOATOTOBUTBCA K  PsAy
MPaKTUYECKUX 3aHSITHI TUCUUILIAHBI.

PexoMeHganum 1o nNoAroToBKe K 3K3aMeHY:

B xozxe noaroroBke K 3adery no aucuurimHe «HaBbIkH 1€710BOH ITEpENUCK»
CTYJ€HTaM PEKOMEHJIyeTCSl M3Y4YUThb BCE MPEIJIOKEHHBIE BONPOCHI B CIIHCKE.
CrnenyeTr BHUMATENIbHO MPOYNUTATh HEOOXOAUMBIE Pa3eiibl IEPBOMCTOYHUKOB, IIPH
HEOOXOAMMOCTH C(POPMUPOBATh MNHUCHBMEHHBIM PYKOMUCHBIM KOHCHEKT IS
MOJATOTOBKM K KaXKJIOMY KOHKpPETHOMY Bompocy. Kpome 3Toro, xemarenbHo
O3HAKOMHUTCA C COBPEMEHHBIMU IIPUMEpPaMH [0 BOIPOCAM TEOPETHYECKOTO
MaTepuana Kypca, a Takke IOCMOTPETh HOBbIE HOPMATUBHBIE U 3aKOHOJATEIIbHbBIE

AKTHhI.

VIl. MATEPUAJIbHO-TEXHUWYECKOE OBECNIEYEHUE
JUCHUTIINHBI

MaTtepuallbHO-TEXHHUECKOE O0eCleuYeHne IUCUUIUIMHBI BKJIIOYAeT B ce0s
HaJIM4Me MyJIbTUMEAUMHOTO 000pynoBaHus, MpenoctaBieHHoro BY3om nmns

JICMOHCTpAIMK y4eOHO-HATIAIHBIX HHTEPAKTUBHBIX Mpe3eHTarmii (Power Point).

[Tpunoxenue 1
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§

MMHHUCTEPCTBO OBPA3OBAHMS 1 HAYKU POCCUNCKON ®EJEPALIUM
denepanbHOE rocy1apcTBEHHOE aBTOHOMHOE 00pa30BaTeIbHOE YUPEKICHHUE
BBICIIET0 00pa30BaHUs
«/laIbHEeBOCTOYHBIN (eepabHbII YHUBEPCUTED)

(ABDY)

IIKOJIA D KOHOMUKHU U MEHE/I’KMEHTA JIB®Y

YUYEBHO-METOJUYECKOE OBECIIEYEHUE CAMOCTOSATEJBHOU
PABOTBI OBYYAIOLHINXCA

MO JUCHUTIINHE

«HaBbIKM 1€I0BOM MEPETTUCKI)
Hanpasaenue noaroroku 38.03.03 YnpanJienue nepcoHajiom
dopma NOArOTOBKYU OYHAS

r. Bmagusoctox 2017
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IInan-rpa¢guk BHINOJTHEHHUSA CAMOCTOSATEJIbHONH PadOThI MO IMCHMILINHE

Ne Bun IIpumepHusbie | PopMa KOHTPOJISA
n/n . CaMOCTOSITeILHOMI HOPMBI
Teoperuveckuii
MaTepua padoThI BpeMeHHU Ha
BBINOJIHEHHE
(4acoB)
1 Teoperuko- 3 3 coobmenust B hopme
TUINOJIOTUYECKU I JIOKJIaJla Ha
aHaJIN3 MOA00PKHU MPAKTHYECKUX
Paznen 1 MEePUOIUYECKON 3aHATHUAX
JUTEPaTypHI 1O
M3y4aeMon
JUCITUILINHE.
2 CocrasieHue 3 OdopmieH mo
Pasnen 2 rI10ccapus TEPMHUHOB mpuHUMIy
10 U3y4aeMoi pedepaTuBHOIT pabOTHI
JUCITUTUINHE
3 Hanmcanue pedepara 3 OdopmiteHHBII
1o u3bpaHHON Teme pedepar HampaBieH Ha
Paznen 3 aHaJIW3  OJHOW  WIH
HECKOJIbKUX paboT
4 IToaroroska 3 [Ipe3enranus Ha
IIpE3EeHTalNN c n30paHHYIO TEMY
HCIIOJIb30BaHNEM
Paznen 4 .
MYJIETUMEIUIHOTO
o0opynoBaHusl.
5 [TpakTnyeckas pabora 6 Odopmiienne pereHus
Paznen 5 1o ohopMIIEHHUIO 3a/IaHU I
JJOKYMEHTOB
NTOI'O: - 108 yac -

PexomeHaanuu Mo caMoOCTOATEIbHOM padoTe CTYACHTOB
[Tpu n3yuenun Moayns 1 ocoboe BHUMaHHUE CICIyeT YACIUTh KIacCH(pUKAITIH
YIIPaBJICHYECKON JTOKYMEHTAINH, T.K. JaJbHEHIIIee N3yYeHUE JTUCIUILIMHBI OCHOBAHO
UMEHHO Ha 3Toi Kiaccuukarmm. [Ipu m3yuenun tembl «OCHOBHBIE TPeOOBaHUS K
oopmIieHHIO TOKyMEHTOB» oco0oe BHUManue cienayet yaenuts [OCT P 6.30-2003
«YHUDUIMPOBAHHBICE CHUCTEMBbI JOKYMEHTAIlMHM. YHHU(PUIIMPOBAHHAS CHUCTEMa
OpraHU3aIMOHHO-PACTIOPSIUTEIIBHON JTOKyMeHTarmu. TpeOoBaHus K OGOPMIICHUIO

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
OpraHU3aIMOHHO-PACTIOPSIUTEIIFHON JTOKyMeHTarmu. TpeOoBaHus K OGOPMIICHUIO
JIOKYMEHTOB.

2) Pexomenoauuu no pabome c 1umepamypoii

[Ipu u3ydyenun kKypca yueOHON NHUCHMIUIMHBI 0CO00€ BHHMAHHUE CIIETYyET
oOpatuth Ha ciaeayromnmx aBTopoB: Kysnemnona T.B., Anapeesa B. U., 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 — OIMH MPABWIBHBIN OTBET, OCTAIbHBIC HETIPABUIIBHBIC.

B 3amanusix OTKpbITOM (POPMBI TOTOBBIE OTBETHI C BHIOOPOM HE JAKOTCS.
HcnbiTyeMblii TOJDKEH caM HalucaTh OTBET, KOTOPBIA CBUACTEILCTBYET O HAJTUUUU
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.

3ajanus I CAaMOCTOSITEILHOIO BHITIOJIHEHHSI
1. TeopeTHKO-TUMOJOTUYECKUA  aHAIW3  TOMOOPKH  TEPUOAMYECKOM
auTepaTypbl Mo wu3ydaeMod aucuuiuinHe. [lo mpopaGoTaHHOMY MaTepualty
JIOJDKHBI OBITh TOATOTOBJIEHBI 3 COOOIIEHUSI B CEMECTpP, KOTOPhI€ BKIIFOYAIOTCS B
oOmTUi pEUTUHT AUCITUTUIHHBI.
2. CocraBieHue Tioccapusi TEPMUHOB M0 U3y4aeMOMN JUCHUTUIUHE.
3. Hamucanue pedepara mo Teme, MPEIIOKEHHON MpernojaBaTesieM WU

CaMOCTOATCIBHO BBI6paHHOﬁ CTYACHTOM H COTJIaCOBAHHOM C npenogaBaTciICM.
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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.
I'moccapuii nomkeH ObITh OGOPMIIEH MO MNPUHIUIY pedepaTuBHON pabOTh, B
00s3aTENbHOM MOPSAKE MPUCYTCTBYET TUTYJIBHBIM JIUCT U HyMepauusi CTpaHUL.
O06beM paboThl KoiKeH cocTaBisaTh 10-15 crpanun. TmarenbHO mpopaboTaHHBIN
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

MPEIJIOKEHHUS.

MeToanuecKkue 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
CTYyICHTOM TipoOjieMa H3ydaeTcss U aHAJIM3UPYETCs Ha OCHOBE OJHOTO WJIU
HECKOJBKMX HCTOYHHKOB. B OoTiaM4me oT KypcoBOil paOOThI, MpeACTaBIISIONIEH
co0Ol KOMILUIEKCHOE HCCIelIoBaHME MpoOieMbl, pedepar HampaBieH Ha aHAIW3
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

- HAy4YdThb CTYJEHTAa MaKCUMaJIbHO BEPHO MEpeaaTh MHEHUS aBTOPOB, Ha
OCHOBE pabOT KOTOPHBIX CTYACHT MHIIIET CBOU 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 pPacKphITHE KOTOPOM BO3MOMKHO OCYIIECTBUTh TPHU HAIMKUCAHUU
KypCOBOW pabOThI WJIA JUIIIIOMA;

- YSICHUTH JUTsI CeOsl M M3JI0KUTh MPUYUHBI CBOETO COTJIacHsl (HECOTacus) 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 pgomyckaioTcs OTCTpaHEHHBIE pPACCYXACHUSA, HE CBs3aHHBIE C
aHanu3upyemon mpoodiemoit. Coneprkanue pedepara JOKHO ObITh KOHKPETHBIM,
UCCIIEIOBAThCS JOJDKHA TOJBKO O/IHA TpodiieMa (JOMyCKaeTCsl HECKOIbKO, TOIBKO
€CIM OHM B3auMOCBs3aHbI). CTyIEHTY HEOOXOIMMO CTPOTO MPHIACPKUBATHCS
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 cBoel cmpyxmype 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 IOCJIEOBATEIBHO PACKPBIBAECTCA U30paHHAas
TeMa. B oTinune oT KypcoBoit paOoThl, OCHOBHOM TEKCT pedepara mpenanonaraet
pasneneHue Ha 2-3 maparpada 0e3 BeimeneHus riaB. [Ipu HEOOXOAUMOCTH TEKCT
pedepara MOKET AOMOMHATHCA WUTIOCTpAIUsIMU, TabauIamMu, rpadukaMu, HO MU
HE CIeayeT "MmeperpyKarb" TEKCT;

4.3aknrouenusi, TA€ CTYACHT (POpPMYJIMPYET BBIBOJIBI, CACIAHHBIE 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
J1000M cllydae HE JOJDKEH TpeBbimath 15 crpanun. Matepan — 1,5, pasmep
mpudra — 14, nons: neBoe — 3cm, npaBoe — 1,5 cM, BepxHee U HUKHEE —
1,5cMm.. CTpaHuIbsl JOJKHBI OBITh TPOHYMEPOBaHbI. AO3alHBIN OTCTYIl OT Hayajia
CTPOKH paBeH 1,25 cMm.

Iopsiaok cnaum pedepara u ero oneHkKa

Pedepar mnumercs cTyaeHTamMM B TEUYEHHME CE€MECTpa B CpOKH,
yCTaHaBJIMBAaE€MbIE IPENOAABATEIEM I10 KOHKPETHOM IHCLUILIMHE, W CHAeTCs
MPEnoIaBaTesto, BEAYIEMY JUCHUTLIUHY.

[Io pe3yapTaTaM NpPOBEPKH CTYAEHTY BBICTABISIETCS  ONPEACIICHHOE
KOJIMYECTBO 0asuioB, KOTOpPOE BXOJUT B OOIIee KOJIUYECTBO OAJIJIOB CTYJEHTA,
HAaOpaHHBIX MM B TedeHue Tpumectpa. IIpu oueHke pedepara ydUTHIBAIOTCS
COOTBETCTBHE COJEpKAaHUS BHIOpAHHOW TeMe, YETKOCTh CTPYKTYpbl pPaloTHI,
yMeHue paboTaTb € HAYYHOM JUTEpaTypod, YMEHHE CTaBUTb NpoOieMy U
aHaJIM3UPOBaTh €€, YMEHHUE JIOTMUECKHU MBICINUTD, BIaJCHHUE MPO(ecCHOHATBHOM

TEPMUHOJIOTHEN, FPAMOTHOCTb O(POPMIICHUSI.
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TemaTuka pedepaToB Ha BBLIOOP CTYJAEHTOB C MNpeIBAPUTEILHBIM
o0cy:/IeHHeM ¢ BeAyIIUM IMpenogaBaTeyeM.

B «3agaHusix» 1Mo Kypcy BKJIIOYEHBI MPAKTUUYECKHUE 3aJaHUsl U 3aJa4u IO
OTIIETTBPHBIM TEMaM Kypca, TemaTuka pedeparoB, crmucok murepaTypbl. OHuU
MpeIHa3HAYEeHBI JJII CAaMOCTOSITENIbHOTO M3ydeHus: Kypca. [IpakTuueckue 3agaHus
MOMOTAIOT JIY4Ill€ YCBOUTh TEOPETUUYECKUI MaTepuall, OBJIAJIETh TEPMUHOJIOTUEH,
HAyYUTHCSI UCIOJIb30BAaTh MOJIYYCHHbIC 3HAHUS ISl PEIICHUs] KOHKPETHBIX 3a/ad.
BolmoniHsIsT  MpakTUYEeCKuWEe  3aJlaHus, CTYACHTbl  NPUOOPETalOT  HaBBIKU
SKOHOMHMYECKHUX pacyeToB, Yy4daTcsi pEajlu30BbIBAaTh IIOJIYYEHHbIC 3HAHUS B
MPAKTUYECKOMN JEATETbHOCTH.

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

B pasmen «KoHTposbHbIe pabOThD» BKIIOYEHBI TECThI, IO3BOJIIOIINE
OMPENIeNIUTh YPOBEHb 3HAHUM CTYJeHTOB. OTBETHI OIIECHUBAIOTCS MPENOjiaBaTeIeM
0 MATHOAILHOM IIKaJIe.

B paznene «Tembl pedepatoBy n3N0KeHB TPEOOBaAHUS K UX HAMUCAHUIO U

0(OpMIICHHUIO.

Kpurepuu oieHk# BbINOJHEHHUS CAMOCTOATEIbHOI PadoThI:

Bbanabl Ouenka

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

OLIEHKN)

OmleHKa «OTJIMYHO» BBICTABISIETCS CTYICHTY, €CIH OH
rIy0OOKO W TPOYHO YCBOMJ MPOTPAMMHBIA  MaTepuai
KOHKPETHOW TEMBbI, HCYEPIIBIBAIOIIE, IOCIIE0BATEIbHO,
YETKO W JIOTUYECKH CTPOMHO €ro M3Jlaraer, yMeeT TECHO
100-85 YBSI3BIBATH TEOPHUIO C MPAKTHUKOW, CBOOOIHO CIPABIISIETCS C
«omauuHo» | 3ajaYaMM, BOTPOCAMHM M JIDYTUMH BHJAMH TIPHMEHECHUS
3HaHWH, TMPaBHWJIBHO OOOCHOBBIBAET TIPUHITOE PEIICHHE,
BIaJICET Ppa3HOCTOPOHHUMH HAaBBIKAMH U TpPUEMaMH
BBITIOJTHCHHA MPAKTHYCCKUX 3ada4.
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84-76

«xopouo»

O1eHKa «XOpOIlI0» BBICTABIISETCS CTYACHTY, €CJIU OH TBEPAO
3HAEeT MaTepHuall, TPaMOTHO U 110 CYLIECTBY M3J1araer €ro, He
JIOIyCKasl CYIIECTBEHHBIX HETOYHOCTEH B OTBETE, IPABUIILHO
IPUMEHSAECT TEOPETHUUECKUE IIOJIOKCHUSA IIPU  PELIECHUHU
IIPAKTUYECKUX BOIIPOCOB U 3ajay, BJIAJEET HEOOXOIUMBIMU
HaBBIKAMU U IIPUEMAMM UX BBIIIOJIHEHHUS.

75-61

«y0081€meop
UMENbHOY

OneHka «yIOBJIETBOPUTEIBHO» BBICTABISETCS CTYIEHTY,
€CJIM OH UMEeT 3HaHUs TOJIbKO OCHOBHOI'O MaTepuasa, HO He
YCBOMJI €r0 AETajeH, JOIyCKaeT HETOYHOCTH, HEAOCTATOYHO
npaBWIbHBIE  (OPMYIMPOBKH, HApYIICHUS JIOTMYECKON
IIOCJIEAOBATEIBHOCTH B H3JIOKEHHH  IPOrPaMMHOIO
MaTepuana, HCIBITBIBACT 3aTPyJHEHUs IIPU BBIIOJHEHUH
HPAaKTUYECKUX padoT.

60-50

«Heyoosema
OpUMENbHO»

OreHKa «HEYIOBICTBOPUTEIBLHO» BBICTABISCTCS CTYICHTY,
KOTOPBIIi HE 3HAaeT 3HAYUTEIBHOW YaCTH MPOTrPaMMHOTO
marepuara, JIOITyCKaeT CYIIICCTBCHHBIC OINOKH,
HEYBEPEHHO, C OOJBIIMMHU 3aTPYJHCHUSMHU BBIOJIHSCT
MPAKTUYECKHEe  PaOOTHI. Kak  mpaswuio, OLIEHKa
«HEYIIOBIIECTBOPUTEIBHO» CTABUTCS CTYACHTaM, KOTOpPbIC HE
MOTYT TPOAODKHTH OOydeHHue 03 JIOMOJHUTEIBHBIX
3aHSATHI 110 TUCIUTUIAHE.

29




[Tpunoxenue 2

MMHUCTEPCTBO OBPA30BAHMS 1 HAVKH POCCUNICKOI ®EJIEPAITN

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

HIKOJIA 9dKOHOMUKHA U MEHE/UKMEHTA

®OH/I ONEHOYHbLIX CPEJACTB
10 JMCHUIIHHE

«HaBbIKM 1€I0BOM MIEPETUCKI)
Hanpasaenue noaroroku 38.03.03 YnpanJienue nepcoHajiom
dopma NOArOTOBKYU OYHAS

BaaauBocTok
2017
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MMacnopt ®OC no nucuMIINHE
«HaBbIKH 1€10BOH NEePEeNUCKID)

Koa u ¢popmysiupoBka
KOMIIETeHIIH U

Jdranbl (OPMUPOBAHUS KOMIIETEHIIUU

BJIaACHHUCM HAaBBIKaMH

COJICpKAHUE OTEPAIMOHHON (TIPOU3BOICTBEHHOM)
JIeATEIbHOCTH OPraHU3alui U TEXHOJIOIMYECKUE,

AOKYMCHTAJIbHOI'O 3Haer MPOJYKTOBBIC HHHOBAIIMHU WJIK OPTaHU3allMOHHBIC
o(hopMIIEHHS PEIICHU 3MEHEHMUS
B YIIpaBJIE€HUH
onepanvoOHHON
. JOKYMEHTAJIBHO OPOPMIIATE PEIICHHS B YIIPABICHUH
(IpOU3BOACTBEHHOM ) . .
OIepaMOHHOM (POU3BOICTBEHHON) JAEATETBHOCTH
JEATETBHOCTH N
N OpraHM3auil Py BHEAPCHUN TEXHOJOIHYECKUX,
OpraHM3aIfii Ipu Vmeer o
HPOJYKTOBBIX MHHOBALIMI MIIM OPraHU3aIlnOHHBIX
BHEJIPCHUU .
U3MEHEHUI
TEXHOJOTHYECKHUX,
HPOIYKTOBBIX
MHHOBALMI MK HaBBIKAMH JIOKYMEHTAIBLHOTO OPOPMIICHHUS PEIICHHI
OPraHHU3aLUOHHBIX B YIIPABJICHUH ONEPAIMOHHON (ITPOU3BOCTBEHHOM)
wsmenenmit (ITK-8) Braseer | IesATeNbHOCTH OPraHU3aIKi [IPU BHEIPEHUN
TEXHOJIOTMYECKHUX, IPOAYKTOBBIX MHHOBALIUI UK
OpraHu3alMOHHbIX H3MEHEHUI
UH(OPMAIHIO O PYHKIMOHUPOBAHUH CHCTEMBI
BJIaJCHHEM HaBbIKamMy | SHACT BHYTPEHHETO JJOKYMEHTOO0OPOTa OpraHU3aIiH U
AHATI32 HH(OPMATIHHT 0a3bl ITAHHBIX TI0 PA3JIMYHBIM TTOKA3aTENAM
0 (PYHKIIMOHMPOBAHUH AHAJIM3UPOBATh HHYOPMAIIHIO O (PYHKIIMOHUPOBAHUH
CHCTEMBI BHYTPEHHETO CHCTEMBI BHYTPEHHETO JOKYMEHTOO00pOTA
JTOKyMEHTO000pOTa Vmeer OpraHu3alliy 1 BeJeHUH 6a3 JaHHBIX 110 Pa3IHYHBIM
OpraHM3aIliH, BEICHHSI IOKa3aTelsaM
0a3 TaHHBIX O
Pa3ITIHBIM HaBBIKAMH aHaJIN3a WHPOPMAIHHU O
nokazarensm (ITK-11) Braneer (YHKIIMOHMPOBAHUH CHCTEMBI BHYTPEHHETO
JIOKyMEHTO000pOTa OpraHu3aluy, BeieHus 6a3
JIAHHBIX 110 Pa3JIMYHBIM [TOKA3aTENSIM
BIIaJICHIEM HABBIKAMH OpraHU3alMOHHbIE ¥ PACTIOPSIUTENBHBIE JOKYMEHTHI,
TIOATOTOBKY 3HaeT HEOOXOIMMBIE JUISI CO3aHMsT HOBBIX
OpraHM3AIHOHHBIX 1 IpEIIPHHAMATENBCKUX CTPYKTYP
PacIopsANTENLHBIX HOATOTOBUTH OPraHU3al[MOHHBIE U
JIOKYMEHTOB, Ymeer paciopsIUTENbHBIE JOKYMEHTBI, HEOOXOAUMBIE ISt
HEOOXOMMBIX IS CO3/1aHKsI HOBBIX TPEANPUHUMATEILCKHX CTPYKTYP
CO3TaHHA HOBBIX HaBBIKAMH TIOJATOTOBKH OPraHU3AIIMOHHBIX
HPCANPUHAMATCIBECKAX | Biraieer | pacHoOpsAAMTENBHBIX JOKYMEHTOB, HEOOXOMMBIX JIIst

crpyktyp (ITK-20)

CO31aHUA HOBBIX MMPCANIPUHUMATCIBCKUX CTPYKTYP
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Onucanue KpUTEepUueB M NoKasaresei popMUpPOBaHUA KOMIIETEHLUH 110
pucuuiuie « HaBbIkH 1e710B0M NEepenucKn»

Ne | KonTposu Kox u popmynupoBka KomrereHum/ O11eHOYHbIE CPEJICTBA
n/ | pyemble Oransl GOPMHUPOBAHUS KOMIIETCHIIMN TEKYIIHH IIPOMEKYTOU
n | paszmensl/ KOHTPOJIb Hast
TEMBI aTTecranus
JTUCLUILITN
HBI
1. |3amsarus: | 1IK-8 3HaeT colep)KaHue Koncnekr Konrtposbna
JeKIuu 1- OTIEPAIIMOHHOMN (TTP-7), s pabora 1
2; (TIpOU3BOACTBEHHOM ) (TTP-2)
MIpaKTHU4ecC JESITEIIbHOCTH OpraHu3aiui
KHe ¥ TEXHOJIOTHYECKHE,
3aHATUA 2 MPOJYKTOBbIE MHHOBAIIUU
WA OPTaHU3aIIOHHBIC
U3MEHEHUS
YMeeT 10KyMEHTaJIbHO Koncnekr KonTpoasna
0OpPMIIATH perIeHNs B (T1P-7), s pabora 1
yIpaBIeHUH ONEPAIMOHHOM cobeceoBaH (I1P-2)
(TpOM3BOJICTBEHHOI) ue (YO-1),
JeSTEIIbHOCTH OpraHu3anui JTUCKYCCHSI
IPY BHEJPCHUU (YO-4)
TEXHOJIOTHYECKHX,
MPOJTYKTOBBIX MHHOBAIIHIA
WA OPTaHU3alMOHHBIX
U3MEHEHUN
Bianeer HaBbIKaMu Koncnekr Kontponbna
JIOKYMEHTaJIbHOTO (TIP-7), g pabota 1
odopmIleHUs pelieHuN B cobecenoBaH (TTP-2)
yIpaBJIEHUU ONEPALIIOHHON ue (YO-1)
(pOU3BOACTBEHHON)
JeSITeIbHOCTH OpraHu3aIil
NIpY BHEIPEHUN
TEXHOJIOTUYECKUX,
MPOJTYKTOBBIX WHHOBAIHHA
WA OPTaHU3aIMOHHBIX
U3MEHEHUHN
2. | 3amstus: | OIIK-9 3HaeT uHpopMaIHIO O Koncnekr KonTpoasna
TeKIUH 2- (GyHKIIMOHUPOBAHHUH (TIP-7), g pabota 1
3; CHUCTEMbI BHYTPEHHETO cobecenoBad (ITP-2)
MPaKTHYEeC JOKYMEHTO000pOTa ue (YO-1),
KHe OpraHu3aluy U 6a3bl JaHHBIX | JIUCKYCCHUS
3aHATHUS 10 Pa3JIMYHBIM TTOKA3aTEeIsIM (YO-4)
34,5 YMeer aHanu3upoBaTh Koncnekr Kontponbna
UHPOPMALIUIO O (T1P-7), g pabora 1
(GYHKIIHOHUPOBAHUU cobecenoBaH (TTP-2)
CHCTEMBI BHYTPEHHETO ue (YO-1),
JIOKYMEHTOO00pOTa JTUCKYCCHS
OpraHu3aIliy U BeJICHUH 0a3 (YO-4)
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JIAHHBIX 110 PA3JTMYHBIM

MOKA3aTeNsIM

Bnaneer HaBblkaMu aHAJIN3a Koncnekr KonTponbHa
uHpOpMaLnU O (T1P-7), g pabora 1
(G YHKIIMOHUPOBAHUHT cobecenoBaH (TTP-2)
CHCTEMbI BHYTPEHHETO ue (YO-1),
JIOKYMEHTOO000pOTa TUCKYCCHS

OpraHu3alluy, BeJcHus 0a3 (YO-4)

JIAHHBIX 110 Pa3TMYIHBIM

MOKA3aTeIsIM

MeToauueckue peKOMeH1alluu, onpeaeasionie npoueaypbl OlieHUBaHUS
’
pe3yabTaToB OCBOCHHUA TUCIHUIIJINHBI

Texkymass arrecranusi CcTyJeHTOB. Texkymas arrecrauys CTYyACHTOB IO
aucuuiuinHe «HaBplkyn 1€0BOM NEpPENUCKU» IMPOBOAUTCA B COOTBETCTBHM C
JIOKaJIbHBIMM HOpMATUBHBIMU akTamMu [IBDY u sBisercs o0s3aTenbHOM.

Tekymas arrecrauus o JucUUIUIMHE «HaBbIKM [1€7I0BOM IIEPENUCKU»
IPOBOAUTCA B (QOpME KOHTPOJIBHBIX MEPONPHUITHI (3alIUThl KOHTPOJIBHOMN
paboThI, YCTHOTO OINpOCa) MO OLICHUBAHUIO (PAKTUUECKHX PE3yJIbTAaTOB OO0YUYEHUS
CTYJIEHTOB U OCYILECTBIISIETCS BEAYILUM IIPEIOJaBATEIIEM.

OObeKkTaMu OLICHUBAHUS BBICTYIAIOT:

— yuyeOHas JUCUUIUIMHA (AKTUBHOCTh Ha 3aHATHSIX, CBOEBPEMEHHOCTb
BBIIIOJIHEHUS PA3JIMYHBIX BUJIOB 3aJaHUM, ITOCELIAEMOCTh BCEX BUIOB 3aHATUHU 110
aTTECTYyEeMOM JUCIUIUIMHE);

— CTENEHb YCBOCHHUs TEOPETHUUECKUX 3HAHUM;

— YPOBEHb OBJIAJICHUs NPAKTUYECKUMU YMEHHSIMH U HABBIKAMHM IO BCEM
BUJIaM y4eOHOM palboThI;

—  pe3yNibTaThl CAMOCTOSITEIbHON PabOTHI.

IIpomexxyTouyHasi arrecranms cTyaAeHTOB. [Ipomexxyrounas arrecranus
CTYJEHTOB MO JucuuIIuHe «JleHbru, KpeauT, OaHKW» MPOBOJIUTCA B
COOTBETCTBUM C JIOKaJbHBIMU HOpMaTuUBHBIMU akTtamu J[B®D®Y wu saBisercs
oOsi3arenbHOU.  IIpemycmatpuBaer  peMTHHrOBYIO  OLEHKY 1O  y4eOHOi

JUCHUIUINHE - 3a4erT.
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OueHOYHBbIE CPeACTBA ISl MPOMEKYTOUYHOI aTTecTaluu
[TuceMenHbIe PabOTHI: KOHTpOJIbHAs padoTa (ITP-2).
[IpeacTaBneHne OEHOYHOTO CpeACTBA B (POHIIE TTO KOHTPOIBHBIM paboTam

(ITP-2):

3aiaHus I KOHTPOJIbHBIX padoT

B pamMkax w3ydeHus [UCUMIUIMHBI «HaBBIKM [€JIOBOM NEPENUCKNY,
CTYJIEHTHI JOJIKHBI BEINOMHUTE TectoBbie 3amanus (T-1), U3 (MuauBugyansHbIe
samaaus  YO-1), IIpesentammu (YO-2), Ilpaktuyeckyro padory (I1P-2),
BKJIFOYAIOLIYI0  pELICHWE  NPAKTUYECKUX  3amaHuil.  Kaxnaeli  BapuaHT
IPTAaKTUYECKONM pabOThl BKIIOYAaET B ce0d TEOPETHYECKUH BONPOC IIO
OINPENEICHHOMY pa3Jiely IUCLHUIUIMHBI. TeopeTndeckrue U NpakTUYECKUE BOITPOCHI
ABIIIETCS 00s13aTENbHOM YacThblO KOHTPOJbHOW paboThl. [lpum moxaroroBke
IPaKTUYECKOM pabOThl  CTYAEHT MOKET BOCIIOJIB30BAaThCA  CIPABOYHBIMU
npaBoBeIMM cucteMaMu «l'apaHT», «KOHCynpTaHT+», pecypcaMu HHTEpHET.
Cnucok HCHOJB30BAHHOW JIUTEPATYphl MPU HAMMCAHWUA KOHTPOJIBHOW pabOThI
JIOJDKEH COCTOSITh HE MEHEE, YeM W3 TPeX HCTOYHUKOB, BKIIOYAs JIEHCTBYIOLINE
HOPMATHBHBIE [TPABOBBIE AKTHI.

OueHo4vHbIe cpeAcTBA AJs TEKYyLeH aTTecTalun

Kputepun oneHkr (IMCbMEHHOTO/YCTHOTO JIOKJIaja, COOOIICHHS, B TOM
Y1CJIe BBINOJHEHHBIX B (hOpMe Mpe3eHTaLHH):

v/ 100-86 GamioB BBICTABISIETCS CTYACHTY, €CIIH CTYAEHT BBIPA3WI CBOE
MHEHHE 10 c(hopMynHpoBaHHOW mpodiemMe, apryMeHTHpPOBal €ro, TOYHO
OTIPEJIENIMB €€ CoJIep KaHue U cocTaBistonue. [IpuBeneHbl JaHHbIE OTEYECTBEHHOM
U 3apyOeXHOM  JNHUTEepaTypbl, CTaTUCTHUYECKHUE CBEIEHUs, UHOOpMaIus
HOPMATHBHO-IIPaBOBOrO xapakrepa. CTyIeHT 3HaeT W BIAJEET HaBBIKOM
CaMOCTOATEILHOM MCCIIEI0BATENLCKOW padOThI 0 TEME UCCIEI0BAHUS;, METOIAMU
Y [pUEMaMU aHAIM3a TEOPETUYECKUX W MPAKTHYECKUX ACHEKTOB H3y4aeMOM
obnactu. dakTuueckux OMIMOOK, CBSI3aHHBIX C MOHUMAaHUEM MPOOJIEMBbI, HET;

rpaduyecku padora odhopmieHa TPaBUILHO
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v 85-76 - GawioB - paboTa XapakTEpU3yeTCs CMBICIIOBOU IIEILHOCTHIO,
CBSI3HOCTBIO U MOCIEA0BATEIbHOCTHIO U3JI0KEHHUSI; JOIMYyIIeHO He OoJiee 1 ommOKu
npu OOBSCHEHUU CMBICIA WM coAepxaHus mpoOnemsbl. [l apryMeHTanuu
IPUBOJISTCS JTaHHbIE OTEYECTBEHHBIX u 3apyOeKHBIX aBTOPOB.
[Ipo/IeMOHCTPUPOBAHBI HCCIEAOBATENIbCKUE YMEHHMSI U HaBbIKU. DaKTUYECKUX
OIMOOK, CBS3aHHBIX C IMOHUMAHUEM TMpPoOJIeMbl, HeT. JlomylieHsl O/aHa-IBE
omuOKu B 0hOpMIIEHUU PAOOTHI

v 75-61 Gamn — CTYIEHT MPOBOAUT JOCTATOYHO CAMOCTOSTEIBHBIN aHaIn3
OCHOBHBIX STallOB M CMBICIOBBIX COCTABIIIONMINX MPOOIEMBI; MOHUMAeT 0a30BbIe
OCHOBBl W TEOpPETUYECKOE O0OOCHOBaHME BbIOpaHHOW TeMbl. [IpuBiedeHsl
OCHOBHBIE HCTOYHMKH IO paccMaTpuBaemMoil Teme. JlomyiieHo He Oosee 2 ommodok
B CMBICJIE WJTM COJIEpKaHUU MPoOsIeMbl, 0POpMIIEHUU pabOTHI

v 60-50 GamioB - eciu paboTa HPEACTaBISET COOOM IMepecKa3aHHBIM WM
MOJHOCTBIO TEPENUCAHHBI HMCXOJIHBIA TEKCT 0€3 Kakux Obl TO HHU OBLIO
KOMMEHTapueB, aHanu3a. He packpelta CTpyKTypa U TeOopeThdeckas
cocraBistonas TeMel. JlomymeHo Tpu win 6oiee Tpex OMMOOK B CMBICIIOBOM

COJIEp>KaHUM PACKPhIBAEMOM MPo0IeMbl, B 0popMIIeHUH pabOTHI.

Kpurepuu oueHku (IMCbMEHHBINH 0TBET)

v 100-86 GamioB - eciid OTBET IOKA3bIBAET IIIyOOKOE M CHCTEMATHYECKOE
3HAHME BCETO MPOrPaMMHOIO Marepuana U CTPYKTYpPbl KOHKPETHOI'O BOIIpOCa, a
TaKX€ OCHOBHOI'O COJEP’KaHUS W HOBALMW JIEKIMOHHOTO Kypca IO CPABHEHHUIO C
yueOHoi nuteparypoid. CTyIOEHT IEMOHCTPHPYET OTYETIIMBOE M CBOOOIHOE
BJIAJCHUE KOHIIENTYaJbHO-TIOHSITUMHBIM  amapaToM, HAYYHBIM SI3BIKOM U
TEPMUHOJIOTHEH COOTBETCTBYIOIIEH Hay4HOM 00jsacTd. 3HAaHHE OCHOBHOM
JUTEPATYPHl U 3HAKOMCTBO C JOMNOJHUTEIBHO PEKOMEHIOBAHHOW JMTEPATYPOIl.
Jlornyecku KOPPEKTHOE U YOSAUTEIIbHOE U3JI0)KEHHE OTBETA.

v 85-76 - GamioB - 3HAHWE Y3JIOBBIX IPOOJEM IPOrPaMMbl U OCHOBHOIO
COJEpKaHMUS JICKMOHHOIO KypCa; YMEHHE II0JIb30BaThCSl KOHUENTYAJIBbHO-

MOHSITUHHBIM armapaToM B IIPOHOECCE aHallrM3a OCHOBHBIX HpO6JIeM B paMKax
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JAHHOW TEMBbI, 3HAHWE BAXHEHIMX pabdOT W3 CIUCKAa PEKOMEHIOBAHHOU
auTepaTypel. B 1enoM JOrMYecKkd KOPPEKTHOE, HO HE BCerja TOYHOE U
apryMEHTHPOBAHHOE M3JI0KECHHE OTBETA.

v 75-61 - Gamn — ¢parMeHTapHbIe, MOBEPXHOCTHBIC 3HAHUS Ba)KHEUIIINX
paszesoB MporpamMmbl M COJAEPXKAHUSA JIEKIIMOHHOTO Kypca; 3aTpyJIHEHUs C
UCIIOJIb30BAaHUEM HAyYHO-TIOHSATUIHOTO ammapata W TEPMHHOJOTHH y4eOHOMH
JUCHMIUIMHBL, HEMOJIHOE 3HAKOMCTBO C PEKOMEHJOBAaHHOM JIMUTEpaTypou;
YaCTUYHBIE 3aTPYJHEHUS C BBINOJIHEHUEM IPEIyCMOTPEHHBIX IPOTrPaMMOM
3aJjaHUi; CTpPEMJICHHE JIOTUYECKH OIPENeIeHHO W MOCIEAOBATEIbHO H3IIOKUTH
OTBET.

v 60-50 6amnoB — He3HaHHE, MO0 OTPHIBOYHOE IMPEACTABICHUE O TAHHOMN
npobiieMe B paMKax yuyeOHO-TIPOrpaMMHOTO MaTepHuaia; HEyMEHHE MCIOIb30BaTh

MOHSITUHHBIN alriapar,; OTCYTCTBHC JIOTMYECKOM CBSI3U B OTBETE.

Kpurepuu onenku (yCTHbII 0TBET)

v/ 100-85 6amtoB - eciu OTBET IMOKa3bIBaCT IMPOYHBIC 3HAHHS OCHOBHBIX
MPOIIECCOB U3y4aeMOU MpeAMETHON 007acTH, OTIMYAeTCsl TITyOUHOU M TOJTHOTOM
PACKPBITHSI TEMBI; BJIaJICHUE TEPMUHOJIOTUYECKUM almapaToM; yMEHHE OObSICHATh
CYIIIHOCTb, SIBJICHUH, MPOIECCOB, COOBITUM, AeNaTh BBIBOABLI U 0000IICHUS, 1aBaTh
apryMEHTUPOBAHHBIE OTBETHI, NPHUBOAUTH MPUMEPHI, CBOOOJHOE BIAJCHHE
MOHOJIOTUYECKOW PEUYbl0, JOTUYHOCTh U TMOCIEAOBATEILHOCTh OTBETA; YMEHHUE
MIPUBOJINUTH MMPUMEPHI COBPEMEHHBIX MPOOJIEM U3ydaeMOM 00JIacTH.

v 85-76 - GajuloB - OTBET, OOHAPYKMBAIOIIUI MPOYHBIE 3HAHUS OCHOBHBIX
MPOIIECCOB U3y4aeMOU MpeAMETHON 00JacTH, OTIMYAETCsl TITyOUHOU M TOJTHOTOM
PACKpBITHS TEMBI; BIaJICHHEC TEPMHUHOJOTHYECKHUM aIlllapaToM; YMEHUE OOBSICHATH
CYIITHOCTb, SIBJICHUM, MPOIECCOB, COOBITUH, JIeTIaTh BHIBOJLI U 00OOIIEHUS, 1aBaTh
apryMEHTUPOBAHHBIC OTBETHI, IPUBOAWTH IPUMEPHI, CBOOOJHOE BJIAJCHHE
MOHOJIOTUYECKOW PEYbl0, JIOTHYHOCTh M TIOCIIEOBATEIBHOCTh OTBeTa. OmHAKO

AOITYCKAa€TCA OoaHa - ABC HCTOYHOCTHU B OTBETC.
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v 75-61 - Gamn — OLEHUBAETCS OTBET, CBHAETEILCTBYIOUIMIA B OCHOBHOM O
3HAHUM  TIPOLIECCOB  HM3y4aeMOM  MpeaMeTHON  o0yacTh,  OTIUYArOUIUICS
HEJOCTATOYHOW TITyOMHOM M TMOJHOTOM PACKPBITHS TEMbl; 3HAHHEM OCHOBHBIX
BONPOCOB TeOpuH; ciaabo cHOpMHUPOBAHHBIMU HaBBHIKAMU AaHANU3a SIBJICHUH,
MIPOIIECCOB, HEIOCTATOYHBIM YMEHUEM [1aBaThb apryMEHTHUPOBAHHBIE OTBETHI U
IPUBOJUTH TPUMEPHI; HEJOCTATOYHO CBOOOJHBIM BJAaJICHUEM MOHOJOTHYECKOMN
peYbl0, JJOTHYHOCTBIO U TMOCIEA0BATEIbHOCThIO OTBETA. [OMyCKaeTcsi HECKOJIBKO
OLIMOOK B CO/IEPKAHUU OTBETA; HEYMEHHE MPUBECTU MPUMEP Pa3BUTHSI CUTYalUH,
IIPOBECTH CBSI3b C IPYTUMU aCIIEKTAMH U3y4yaeMOoi 00JIacTH.

v 60-50 GamioB — OTBET, OOHAPYKUBAIOIIUNA HE3HAHWE MPOIIECCOB
U3y4aeMoil TpeIMETHOM O00JACTH, OTIMYAIOLIMICS HErTyOOKMM pacCKpPbITUEM
TE€Mbl; HE3HAHUEM OCHOBHBIX BOIIPOCOB TE€OPHUH, HEC(HOPMUPOBAHHBIMU HaBbIKAMU
aHalIM3a SBJICHUM, MPOLECCOB; HEYMEHHEM J1aBaThb APIYMEHTHPOBAHHBIE OTBETHI,
ca0bIM BJIAJICHUEM MOHOJOTMYECKOM pEeYbl0, OTCYTCTBUEM JIOTUMHOCTH H
nociea0BaTeabHOCTH. JlomycKatoTcs cepbe3Hble OLIMOKM B COACpPKAaHUHM OTBETA;

HE3HAHHE COBPEMEHHOM MpPOOIEeMaTHKN U3y4aeMOi 00JIacTu.
CnHcok BONPOCOB /1JIsl OATOTOBKH K IK3aMeHY

1. Ponbp gokymMeHTa B JKM3HM 4eJioBeKa W oOmiecTBa. Buabl kiaccudukanui
JIOKYMEHTOB.

2. CoBpeMeHHOE roCyAapCTBEHHOE PETYIMPOBAHUE JETIONPOU3BOACTBA.

3. OcobeHHOCTH TOATOTOBKM M O(QOpPMIIEHUS OpPraHU3alUOHHO-TIPABOBBIX
JOKYMEHTOB.

4. OcoOGeHHOCTH MOATOTOBKH U 0(OPMIICHUS PACTIOPSIUTEIbHBIX JOKYMEHTOB.

5. OcobeHHOCTH TOATOTOBKM M OGOpMIIEHUS HWH(OPMAIMOHHO-CIIPABOYHBIX
JOKYMEHTOB.

6. Ilouarue "goxymentoobopot". CTpykTypa u oOmas XapakTepUCTHKa
JIOKYMEHTOIIOTOKOB.

7. OpraHuzauus XpaHeHHUs! JOKYMEHTOB. POpMHUpPOBaHUE AEIL.
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8. 3akoHOmaTensCTBO B chepe kaapoBoro J0KyMmeHTo000poTa. TpynoBoit kogekc PO
U JIOKyMEHTHPOBAHUE JIBUKECHUS KaJIPOB.

9. CoctaB pEKBU3UTOB JOKYMEHTOB. TpeOoBaHUS K OQPOPMIICHHIO PEKBU3UTOB
TOKyMeHTOB. TpeOoBaHus K OJlaHKaM JIOKYMEHTOB.

10.Buzpl ¥ pa3HOBUAHOCTY KaJPOBOM TOKYMEHTAIUH.

11. BHyTpeHHUE JIOKAJIbHbIE HOPMAaTUBHBIE AKTHI.

12. JIOKyMEeHTBI, TOATBEPKIAIOIINE TPYIAOBYIO IESITETLHOCTh PAOOTHUKOB.

13.T1pukaspl MO TUYHOMY COCTAaBY.

14. MudopmaiiioHHO-pacyeTHAasl KaJIpoBast JOKYMEHTAIHSL.

15.KypHasbl ydyera u KOHTPOJISt TOKYMEHTOB.

16.TpynoBoii 1OroBOp Kak OCHOBHOW CIOCOO JOKyMEHTHPOBAHUS TPYIOBBIX
IIPABOOTHOILICHUH.

17.0dbopmnenre npuemMa Ha paboTy. 3asBlieHHE O TMpueMe Ha padoTy.
HcnbiTatenbHbIA CPOK MPU MpUEMeE Ha padoTy.

18.TpynoBasi KHM)KKa KaK OCHOBHOW JIOKYMEHT O TPYJIOBOW JEATEIbHOCTU
paboTHuka. O0mIKe TpeOOBaHMS K 3a0THEHUIO TPYAOBBIX KHUKEK.

19.0dopmienre THIHOW KapTOUYKH.

20.Cranmaptuzanua. ['OCT P HMCO 15489-1-2007; T'OCT P 6.30-20083.
YCA.OP/. T'OCT P 54471-2011/1SO/TR 15801:2009. Cuctema 31€KTPOHHOTO
nokymeHToobopota. Hasurarop mo 'OCTam. [CHOY.

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

22.Ilonsarue noxkymenta. Knaccudukamnus 1okyMeHTOB. CHCTEMBI JJOKYMEHTAITHH.

23.1lepconanbHble AaHHbIE paOOTHHMKA. 3aKOH O COXPAaHEHHUU MEPCOHABHBIX
naHHbIX. OOIIMe MONTOXKEHHUS O MEePCOHANBHBIX JaHHBIX paboTHHKa. Paborta c
nepcoHanbHbiMU  AaHHbIMHA. CocrtaBrneHue [lojokeHus 0 TEpPCOHATBHBIX
JTAHHBIX paOOTHHUKA.

24 Knaccudukamusi TOKyMEHTOB 1O JUYHOMY cocTaBy. CucremMa TOKYMEHTOB
JUYHOro  xapakrtepa.  Pestome.  ABrtoOuorpadus.  XapakTepucCTHKa.

Pexomennanus. [Ipeacrasienue.
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25.0pranu3alroHHO-TIPaBOBbIE  JOKyMeHTHl.  Cucrtema  OpraHum3alnudoOHHO-
pacniopsinurensHoit nokymentauuu (OP/T). Ilpukas. Pacniopspkenue. Yka3anue.

26.ITnanoBeie 1 oTueTHbIe MOKyMeHTHI. [lman. Otuer. Ilporpamma. CrpaBouHO-
aHaNUTHYEeCKHE JOKyMeHThl. JloknmagHas. OObscHutenbHas. CiyxeOHble
nucbma. Pexnamanus. [perensus. LHupkymsp.

27 .JInunas kapTouka pabotHuka. [loHsTHE «IMyHAs KapTOukay. PopMa JIUYHOU
kapTouku. [lopsaok 3amonHeHus JIMYHON KapTouku. JInuHoe aeno paboTHUKA.
®dopwma JInanoro nena. (Gopmel o OKY ). [Topsaaok BeaeHUs TUIHOM
KapTOYKH U JINYHOTO JIENIA.

28.Ilonatue opuruHaiza JgokymMeHTa. Buael komwmii. JlyOnukar. PexkBusutr —
«OTMETKa 0 3aBEPEHUH KOIHID.

29.ITopsmox paboOTHI C JIOKaJbHBIMA HOPMATUBHBIMH aKTaMH. YTBEpPXKICHUE U
BBEJICHHE B JICHCTBHE JIOKAJIbHBIX HOPMATUBHBIX aKTOB.

30.TpynoBoit kogexke P®. Omnarta Tpyna. ['ocynapcTBeHHbIE rapaHTUU B OILIATE
tpyaa. MPOT. IlpuMeHeHHE 3aKOHOJATEJIbCTBA, PETYJIHUPYIOIIETO TPY/IOBbIC
OTHOILICHMUS.

31.Ilpodeccuonanvupie cTranmapthl. llpomemypa BBemeHuss B JCWUCTBHE W
IpUMEHEHUE B IPO(ECCUOHATIBHON eI TEIbHOCTU CTPYKTYPHI.

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

33.0dopmieHue BHyTPEHHUX TIEPEBOJIOB.

34.BHecenue 3anucu B TPYIOBYIO KHIDKKY. OpopMiieHHEe BKIIA IbIIIA.

COOTHOILIEHHE HOKA3ATEJVIEI71 YYEBHbIX I[OC'II/I)KEHI/Iﬁ
CTYAEHTA, YYUTBIBAEMbBIX B PEUTHUHI'E 10 JAHHOU JUCHUIIJIMHE

[TokazaTenu yueOHBIX TOCTHKEHUHN CTY/ICHTA, Beca noka3zarenen B peUTHHIE,
YUYUTBHIBAEMBIE B PEUTHHIE %
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[TocemaemocTh 10

Jlpyrue Busbl yueOHBIX paboT 90

Cymma 100

MAKCHUMAJIBHO BO3MOXHBIE BAJIJIBI 3A
BUJIbl KOHTPOJIMPEMOM JEATEJBHOCTHU CTYJAEHTA,
YUYUTBIBAEMBIE B PEUTUTE
(ITpumepHBIi TEpeyeHb)

Ennuuna MaxkcumanbHoe
U3MCPCHUA KOJINUYECTBO
Bux KOHTpOIMpyEMOii 1eATEIbHOCTH paboThI Garnios 3a
EIUHULLY
BBIITOJIHEHHOM
paboThl
1. ITocemaemocTn 1 3aHaTHE 1
2. IIpakTnyeckoe 3aganue 1 3aanne S
3. Tect 1 Tect 10

I11. KAJIEJJAPHBIH ITAH JUCIHUATIJIAHBI C YKABAHUEM
MAKCHUMAJIBHOI'O KOJIMYECTBA BAJIOB, IOTEHIIUAJIBHO
JOCTYIHBIX CTYAEHTY HA KAXK/IOM 3AHATUN

Bun xouTpoimpyemoi Make.

No Harta HaszBanue temsl, pa3aena POIPY KOJINY.

JIESITENILHOCTH
6amioB
Hlonamue «/[oxymenm». Hcmopus
aseumuisi CyHch 0enonpoussoo0cmed 8
b ‘ P IMoceraemMocTh 6
Poccuu. Cnocobwl u cpeocmsa

1 | cenmabpo [MpakTHueckoe 3aganne 3)
O0oxkymenmupogarus. Tpebosanus k
mexcmy ookymenma. Knaccugpurayus
ookymenmos. I'OCT 3 6.30-2003
OpeanuzayuonHo-npasosas,

P y P IMoceraemMocTh 6
PacnopsoumenbHas 00KyMeHmayusi.

2 | oxmsabpo I[pakTHyeckoe 3a1aHne 10
Hngpopmayuonno-cnpagounas Tect 10
ookymenmayus. [lpomokonul.

Opeanuzayus 00KyMenmoo6opom u

Xpanerus 00KymeHmos. Buowi 6
. ITocemaemocts

O0OKYMEHMO8 KaOpOoBOU CIYHCObL.

3 HOA0OPb [pakTHYeCcKOE 3aaHKe 10
Brympennue noxanbHble HOpMamueHvle
axmol. Ogopmaenue mpyoooco
002060pa.

Tpyoosvie knudicku. Ilpuxasvt no 6
[Tocemaemocts
oekabpw, | auunomy cocmasy. Hnghopmayuonno-

4 [IpakTryeckoe 3a1anue 10

AH6apb | pacuemmuas OOKymenmayus. Kypnanvl Tect 10
yuema u KOHMPOJsi OOKYMEHMO8.
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