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yIpaBieHUs IepCOHAIOM) pa3padoTaHa Ha OCHOBAHUU!

— (henepanbHOro rOCYAAPCTBEHHOTO 00Pa30BaTEIBLHOTO CTAHAPTa BHICIIETO 00pa30BaHUS —
OakanaBpuaT 10 HampaBieHur0 mnoArotoBku 38.03.04 T'ocymapcTBeHHOE W MYHUIMNAIBHOE
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— yueOHOro IUIaHAa MO OCHOBHOM Mpo(ecCHOHATBFHOW 00pa3oBaTeNbHON MporpamMme
BbIcIIero oOpa3oBaHus l'ocygapcTBeHHOE M MYHMIMIIAIBHOE YIPABICHHE IO HaNpaBICHUIO
noarotoBku 38.03.04 ['ocyiapcTBEHHOE U MYHHUIIMTIAIBHOE YIIPABJICHHE,

— KBaJTU(UKAIMOHHBIX TpeOOBaHUM K MPO(ecCHOHATBHBIM 3HAHUSAM, YMEHUSM U HaBbIKaM,
HEOOXOAUMBIM JUISI HCTIOTHEHHS TOJKHOCTHBIX 00s3aHHOCTEH (enepatbHBIMU TOCYIapCTBEHHBIMH
TPaXJAAHCKUMH  CIYXAIlUMH, TOCYJApCTBEHHBIMH TPaXTAHCKUMH  CIYXAllUMU CyOBEKTOB
Poccuiickoit denepanuy 1 MyHUIMIIAIBHBIMY CIIYKAIUMH.

PaGouas nmporpamma nucuUIUIMHBL (MOYIs) pa3paboTaHa:
Abakaposa [1.M. — k.3.H., TOIEHT Kadeapbl SIKOHOMUKH U YIPABICHUS
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eBuenko b.U., 1.3.1., mpodeccop kadenpbl IKOHOMUKH U YIIPABICHUS
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1.3.H., Ipodeccop Hanames A.3.
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1. Heau u 321241 JUCHUNJIMHBI (MOAYJIs1)

Ilenpto  W3ydeHUs OUCHMIUIMHBI  «JloKyMeHTanmmoHHOe oOecreueHrue  yIpaBJICHHS
MEPCOHATIOM» (Jajiee — AUCIUILINHA) SIBJIICTCSI OCBOCHHUE OOYUAIOIIMMUCS TEOPSTUYCCKUX 3HAHUN U
MPAaKTUYECKUX HABBIKOB B 00JIACTH JIOKYMEHTAIIMOHHOT'O 00ECTICUCHUsI YITPaBJICHUS IIEPCOHATIOM.

3amayn QTUCHHUILIMHBIL:

— copmMupoBaTh TEOPETUYECKHE 3HAHMUS M MPAKTUYCCKUE HABBIKM JOKYMEHTHPOBAHHS Ha
OCHOBE COBPEMEHHBIX TPEOOBAHUI K COCTABICHUIO U O(POPMIICHHUIO YIIPABICHYCCKUX JTOKYMEHTOB;

— chopmupoBaTh 3HAHHS TIO OPTraHM3AllMd W TEXHOJIOTMH Pa0OThI C JOKYMEHTaMH IO
YIPABJICHUIO TIEPCOHATIOM;

— TMOJYYUTh TMPAKTUYECKHUE HABBIKM pPa3paOOTKH OpPraHU3AI[MOHHBIX IPOCKTOB CHCTEMBI
yIPaBICHUS TIEPCOHAIOM, MPAKTUYECKUX HABBIKH 10 OCHOBHBIM HAIPABICHUSAM JTOKYMEHTAIMOHHON
paboTHI;

— OpHUCHTHPOBATh OOYYAIOIIMXCS HA peIIeHHWEe MpoOJIeM YIpaBleHUS JOKYMEHTAIMCH B
COBPEMEHHBIX YIPABICHUYECKUX CTPYKTypax.

2. MecTo qucuumimHbl (Moay.si) B crpykrype OIIOII
JucuurinuHa OTHOCUTCS K JUCIUIUIMHAM IO BBIOOPY YacT, (pOPMHUPYEMOM ydaCTHUKAMU
oOpa3oBaTenbHbIX OTHOMICHHH Onoka bl. Jucuumnuael (Moaynu) ydueOHOro IjiaHa MO OCHOBHOM
npodeccnoHabHOM 00pa30oBaTeNbHON IMpOrpaMMe BBICHIETO 0Opa3oBaHUs [ocymapcTBEHHOE U
MYHULUIIAJBHOE YIIpaBlieHWE 10 HanpasieHuro mnoArotoBku 38.03.04 ['ocynapcTBeHHOE U
MYHUIIUIIATIEHOE YIIPaBIEHUE.

3HaHI/I$I, YMCHHS, HABBIKM U KOMIICTCHIIUU, ITOJIYUCHHBIC O6y‘IaIOH_II/IMI/IC$I IIprU HU3y4YCHUU

JTaHHOM JUCIUILINHEI,

HaxXoJsAT NPUMEHEHHE B TBOPUYECKOM U Hay4yHO-HCCIEIOBATEIbCKOM

NesITeIbHOCTH, IIPU MOATOTOBKE KYPCOBBIX paOOT U BITYCKHON KBaTM(PUKALIMOHHOMN padOoThI.
Jucunrmmna u3ydaercss Ha 4 Kypce B 7 cemecTtpe Mo o4HOW (opme oOydeHus u B 8
CeMecTpe 10 OYHO-3a04HOM opme 00yueHus, hopma MPOMEKYTOUHOM aTTECTAllUU — 3a4eT.

3. IlepeyeHb IUIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHS MO0 JUCHUILIHHE (MOAYJII0), COOTHECEHHBIX
¢ IVIAHMPYEeMBbIMHU pe3yJIbTaTaMH 0CBOEeHHsI 00pa3oBaTe/IbHOM NPOrpaMMbl

B pesynbrare ocBoeHMsI y4eOHON IUCHMIUIMHBI OOYy4YaroOUIMics TOJDKEH IeMOHCTPHPOBATH

CIIEAYIOIINE PE3YJIbTaThI:

Kon n Konx n HaumeHnoBaHue
Kareropus Kon u HaumMeHoBaHue pe3yaprara
. dbopmyTupoBKa WHJIUKATOpa JOCTUKEHUS
KOMIIETEHITUH oOyueHus
KOMITETECHITUH KOMIIETEHITUH

I1K-3 Criocoben
BECTH
JEIIONPOU3BOJICTBO U
JTOKYMEHTOOOO0POT B
opranax

[1K-3-U-1. YuacTByer B
o0ecreyeHnn BeIeHUs
JIeTTOTIPOU3BOICTBA U
JIOKYMEHTO000pOTa B
opraHax

[1K-3.11-1.3-1. 3naer ¢popmbl
BEJICHUS 1€TIONPOU3BOICTBA

I1K-3.11-1.3-2. 3HaeT cocras
yIpaBIeHYECKUX JOKYMEHTOB U
obmue TpeOboBaHMs K

rocyJaapCTBEHHOM roCyJapCTBEHHOM 0(OPMIICHHIO IOKYMEHTOB.
BJIACTH, OpraHax BJIACTH, OpraHax [IK-3.1-1.Y-1. Ymeer

MECTHOTI'O MECTHOI'O (dbopMHUPOBATh TOKYMEHTATbHBIN
camMOyIpaBJIeHUs caMOyIpaBJIeHuS, (boH OpraHu3aIn.

OpraHM3alusiIX 10
peanuzauuu GyHKUUN U

[1K-3.1-1.V-2. Ymeer
OCYILECTBIISATh YUET U

TIOTHOMOYHH pErucTpanui HOPMaTUBHBIX
rOCyIapCTBCHHBIX U IIPAaBOBBIX AKTOB, 0(OPMIIATH
MYHHIUIIAIBHBIX PEKBU3HUTOB JOKYMEHTOB
OpraHoB

B pesynbrare 0CBOGHUS AUCHUILTUHBI O0YYaIONIUICS JOKEH:

3HATh.

— OCHOBBI Pa3padOTKU W BHEAPEHHS] KOPHOPATUBHBIX CTAHJAPTOB B OOJIACTH YIPABICHHS

IIEPCOHAIIOM;




— OCHOBBI Pa3pabOTKH M BHEAPEHHUS NPOLEYP PETYIMPOBAHUS TPYIOBBIX OTHOLICHUN H
COIIPOBOXKAAIOIIEH JOKYMEHTAIUH;

— OCHOBBI KaJIpOBOM CTaTUCTHKH;

— TpeOoBaHUsI 110 0OECIEUEHUIO 3aIUThI IEPCOHAIBHBIX JaHHBIX COTPYAHUKOB;

YMETh:

— BECTH KaJIpOBOE JENONPOU3BOICTBO;

— OpraHu30BaThb AapXUBHOE XpaHEHHE KAJApPOBBIX JOKYMEHTOB B COOTBETCTBUU C
NEHCTBYIOIMMU HOPMATUBHBIMU ITPABOBBIMH aKTaMH;

BJIQJIETh!

— HaBbIKaMd O(OpMJICHUS PE3yJIbTaTOB KOHTPOJISI 3a TPYIOBOM M HCHOJHUTEIbCKOU
JUCLUIUIMHON (COCTaBIEHUE JOKYMEHTOB O ITOOLIPEHUSAX U B3bICKaHUSIX);

— HaBBIKAMHM O3HAKOMJICHHUS COTPYJHUKOB OpraHMU3alMM C KaJAPOBOM JOKYMEHTAlMel u
NEMCTBYIOIMMHU JIOKaJIbHBIMU HOPMAaTUBHBIMU aKTaMU;

— HaBBIKAMH COCTABJICHUS KaJIpOBON OTYETHOCTH;

— HaBbIKaMH MO 00ECIEYEHHUIO 3alllUThl IEPCOHAIbHBIX JaHHBIX COTPYAHHUKOB. BhinonHenne
MIEPEYUCIICHHBIX TPeOOBaHUI1 MO3BOJIUT MOBLICUTH YPOBEHb TEOPETHUECKON MOJITOTOBKU CTYJICHTOB
B 00JIACTH JOKYMEHTAI[MOHHOT'O O00ECIIEYeHHs YIPABICHUS MIEPCOHAIOM, a TAaKXKE WX MPAKTUIECKOH
TOTOBHOCTH K PEIIEHUI0 KOHKPETHBIX 3a/1a4 paObOThI ¢ IEPCOHAIIOM KOMITAHUH.

4. O0beM auCHUIIMHBI (MOAYJISA) M BUIbI y4eOHOH padoThl (pa3aensiercs no popmam
00yueHus)
OO0r11ast TPyJI0EMKOCTh TUCHUILUTUHBI cocTaBisieT 3 3aueTHble enuuuibl (108 vacos). dopma
MIPOMEXKYTOYHOM aTTEeCTAI[UN — 3a4eT.
OuHnasi popma 00yueHHus

Bup yueoHoii padotnl Bcero CemecTpbl
4acoB 7

AyIuTOpHBIC 3aHATHS (KOHTAKTHas1 padoTa) 34 34
B ToMm unce: - - - -
Jlexumm (JI) 16 16
ITpaktnyeckue 3anstus (I13) 18 18
Cemunaps! (C)
JlaGopartopusbie pabotsl (JIP)
CamocrosiTesibHas padora (Bcero)* 74 74
By npomeXyTo4HOU aTTeCTalluy 3ayem
OO61mas TpyA0€MKOCTb: 4achl 108 108

3a4eTHBIE €IUHUALEI 3 3

O4Ho-3204Hast popma 00yueHHus
Bup yuyeoHoii padoThI Bcero CemecTpsbl
4acoB 8

AyauTOpHBIE 3aHATHS (KOHTAKTHAs padoTa) 20 20
B ToM gnce: - - - -
Jlexrum (JI) 8 8
[Ipaktuueckue 3ausarus (I113) 12 12
Cemunapsl (C)
JlaGoparopusbie paboTs! (JIP)
CamocrosiTesibHas padora (Bcero)* 88 88
By npomeXyTo4HON aTTecTalluy 3ayem
OO01mas Tpy10€MKOCTb: 4achl 108 108

3aUETHBIC €IMHUIIBI 3 3

* JJIA 06yqafomnxca o HWHIAWBUAYAJILHOMY y‘{C6HOMy IJIaHy KOJIM4E€CTBO YaCOB KOHTAaKTHOI U




CAMOCTOSITENBHON paGOThl YCTAHABIMBACTCS HHAHBUIYaIbHBIM YICOHBIM [IAHOM .

JlucuuiiiiHa — peanu3yeTcsl TOCPEACTBOM MPOBENCHUs Y4YeOHBIX 3aHATHH  (BKIIOYast
MPOBEACHUE TEKYIIETO KOHTPOJIS YCIEBAEMOCTH M MPOMEKYTOUYHOW aTTecTanuu oOydaromuxcs). B
COOTBETCTBHUH C paboYeil MporpaMMoi U TEeMaTUYECKUM TUTAHOM M3yUeHUE AUCIHUILTUHBI IPOXOIUT B
dbopMe KOHTAKTHOM pPabOTHI OOyYarONIUXCS C TPENoJaBarejeM M CaMOCTOATEIbHOW paboThl
obOyuatomuxcs. [lpu peanuzanuy AUCHUILINHBI MPETYCMOTPEHA ayIUTOpHAsS KOHTAKTHAs padoTa u
BHEAYJIUTOPHAs KOHTAKTHas paboTa MOCPEACTBOM SJIEKTPOHHOM WH(OPMAITMOHHO-00pa30BaTEILHOM
cpenpl. YYeOHBIM MpoIecC B ayAUTOPUH OCYIIECTBISACTCS B (OpMe JNEKIUHA U TPAKTHUYECKUX
3aHATUH. B JEKIUAIX pacKpbIBarOTCS OCHOBHBIE TEMBI, KOTOPBIE BXOAT B pabouyto mporpammy. Ha
MPAKTUYECKUX 3aHATUAX Oojee MOAPOOHO U3ydyaeTcss NPOTPAMMHBIA MaTepual B IIOCKOCTH
OTpabOTKHU MPAKTHYECKUX YMEHHM U HaBBIKOB U YCBOEHHUS TeM. BHeayuTopHas KOHTakTHast paboTa
BKJIFOYAET B ce0s MPOBEJCHUE TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH B 3JIEKTPOHHON MH(POPMAITMOHHO-
o0OpasoBartesbHOU cpejie.

5. Coepskanme IMCHUILIHHBI (MOTYJIA)
Pa3nesibl IMCUMIVIMHBI M TPYA0EMKOCTh N0 BHIAM Y4eOHbIX 3aHATHI
(B akajleMHYeCKHX Yacax)
Ounasn ¢popma odyuenusn

Buapl yueOHoi padoThl, aKaJgeMHUYeCKUX YACOB
= KonTakTHasi padoTa ody4yarommuxcs ¢
% npemnoaaBaTeem
= - o =] )
Pa3neu, Tema = c 5 s S 2
v ] =) = = o =R
2 £ & 2 = 2 g =
0 Q) e E < = = ;
S 2 = = = E E =
= m g = 2 <
S e 5 g7
= o =
Tewma 1. IIpeamer, conepxanue u
3a/1a4u JUCLUIUINHBI
AT et 20 16 4 2 2
«JloKyMeHTaIMoHHOE o0ecreyeHre
YIPaBJICHUS] IEPCOHATIOM»
Tema 2. Knaccuduxanus
JIOKYMEHTOB 110 YIIPaBICHUIO 20 14 6 2 4
IIEPCOHAIOM
Tema 3. CoctaB 1 OpsAIOK
(hopMHpOBaHUS TOKYMEHTAIUH 110 20 12 8 4 4
YIPABJICHUIO IEPCOHAIIOM
Tema 4. Opranusanus KaapoBoro
p LA Kalp 24 16 8 4 4
JOKYMEHT0000poTa
Tema 5. KOHTpOJIb M TOATOTOBKA K
apXUBHOMY XPaHEHHIO KaJIPOBBIX 24 16 8 4 4
JIOKYMEHTOB
KOHTpOJ’lB, MPOMEKYTOUYHAS
aTTecTanuga
O0muii 00LeM, YaCcOB 108 74 34 16 - 18

JUIL 00YYaroIUXCs 10 HHIVBHUIYaIbHOMY Y4eOHOMY IUIaHY — YYeOHOMY IUIaHY, 00ECICUYHNBAIONIEMY OCBOCHHE
COOTBETCTBYIOIIEH 00pa3oBaTeNbHONW MPOrpaMMBI Ha OCHOBE WHIWBHIyaldH3allMd €€ COACP)KAaHHS C YYeToM
ocoOeHHOCTE M 00pa3oBaTEeNbHBIX MOTPEOHOCTEH KOHKPETHOrO OOydaromierocsi (B TOM YHCIE HPH YCKOPEHHOM
00yUYeHNH, JUTS 00YJIAIOIIUXCS ¢ OTPAHHYCHHBIMH BO3MOKHOCTSIMHU 3I0POBbsI 1 WHBAIUIOB, JUIS JIUI, 3aYHCICHHBIX IS
MIPOJIOJKCHHSI O0yUIeHHSI B COOTBETCTBHH C YacThio 5 crathul 5 PexmepanbHoro 3akoHa ot 05.05.2014 Ne84-d3 «O06
OCOOCHHOCTSIX MPABOBOTO PEryJIMPOBaHUS OTHOUICHHW B cdepe oOpa3oBaHHS B CBSA3HM C NPHUHATHEM B Poccuiickyro
Oenepanuro Pecniyonmku Kpeim 1 oO6pa3zoBanueM B coctaBe Poccuiickoit denepariin HOBBIX CYOBEKTOB — PecmyOmnuku
Kpem m Toponma denepamsHoro 3HaueHuss CeBacTomoisi W O BHECeHMH H3MeHeHud B DenepanbHbiii 3akoH «0O0
oOpazoBanuu B Poccuiickoit @enepaunmy).
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®opMa MPOMEKYTOYHOI aTTeCTAMA 3ayer
Ouno-3aounasn popma odyuenusn
Buabl yueOHoii paboThl, akaieMUYeCKUX YaCOB
= KonTakTHast padoTa odyyarommxcs ¢
g npenojaBaTejieM
wa
= ° =) )
o
Pa3nen, Tema S g E g e Z
o &3 = Z o 5
O S'S ° = QO = S =
= 5 = S S E & E B &
= < = F = F 2 s
< % = ® M
Q é o 2
Q =
Tema 1. [Ipeamer, conepxanue u
3a/1a4d JUCLUILINHBI
A AHEH 20 17 3 1 2
«JlokyMeHTalmoHHOE o0ecrieueHue
YIPABJICHUS] IEPCOHATIOM)
Tema 2. Kimaccudukarus
JOKYMEHTOB T10 yIIPaBJICHHUIO 20 17 3 1 2
MIEPCOHAIOM
Tema 3. CocTaB u opsiJ0K
(dbopMHUpOBaHUS JOKYMEHTAIHH I10 20 16 4 2 2
YIPABJIECHUIO IEPCOHATIOM
Tewma 4. Opranuzanus KagpoBOro
P HHL KaAp 24 18 6 2 4
JOKYMEHT0000pOoTa
Tema 5. KOHTpOJIb ¥ IOJATOTOBKA K
apXMBHOMY XPaHEHHIO KaJpOBBIX 24 20 4 2 2
JIOKYMEHTOB
KouTtpoab, npoMe:xyTouHast
aTTecTaius
O06uuii 00beM, 4acoB 108 88 20 8 - 12
dopMa NPOMeKYTOUHOM aTTeCTALNHU 3a4er

Conep:kanue TUCHUIINHBL, CTPYKTYPHPOBAaHHOE 110 pa3ieiaMm (TeMam)

HaumenoBanue pazzienos (Tem)
JUCIUTLTAHBI

Copepxanue pazzena (Tem)

Tema 1. IIpeamer, conepxanue
Y 3a/1a41 JUCLUIIINHBI

CymHOCTh AUCHUTUIHHBI «Jl0OKyMEHTAaIlMOHHOE O0ecTieueHue
yIpaBJIeHHUs TepcoHaaom». OCHOBHbIE TEPMHUHBI U TIOHSATHS

«JloOKyMeHTaIlMOHHOE JUCUUIUTMHEL [IpaBoBBIE BOIIPOCH! JOKYMEHTAIIMOHHOTO
o0ecrniedyeHune yrnpaBieHUs obecrnieyeHus ynpaBIeHUs IEPCOHATIOM.
MIEPCOHATIOM)

Tewma 2. Knaccuduxanms
JOKYMEHTOB 110 yIIPaBJICHHUIO
[IEPCOHATIOM

PernamenTanus 10KyMeHTallMOHHOTO 0OeCTIeYeH s YIIPaBICHUS
nepcoHasioM. Buabl kaapoBoil tokymeHTanuu. Opraiu3aoHHO-
pacrnopsiAuTeNabHas TOKyMEeHTalus. Y4eTHas JOKYMEHTAIIHsL.
HNudopmaninoHHO-cipaBoYHast JokyMeHTaius. AkT. CrpaBka.
Hoxnannas 3amucka. OObICHUTENbHAS 3amucKa. JemoBoe
nucbeMo. [Iporokoi. 3assnenue. JJoBepeHHOCTb. ABTOOHOTrpadus.
XapakTepucTruka

Tewma 3. CoctaB 1 OPSIOK
(dbopMHpOBaHUS TOKYMEHTAlUU
0 YIPaBJIEHUIO MEPCOHATIOM

CocraB IOKyMEHTAallUHU 110 YIIpaBJIeHUto nepcoHanoM. [Ipasumna
co3aaHus U 0OPMIICHUS KaJIPOBBIX TOKYMEHTOB.

O06s13aTenbHBIC TOKYMEHTHI 110 YIPABICHUIO IEPCOHATIOM.
[IpaBuia BHyTpeHHETO TPYI0BOrO pacnopsiaka. [lonoxenue o
3alIMTE NePCOHANBHBIX JaHHBIX paOOTHUKOB. TPyaOBOIi OTOBOP.
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[ITatHoe pacniucanue. JInuHas kaprouka paboTHuka. Tabemnnb
ydera pabouero Bpemenu. ['paduk ormyckoB. [Ipukassi
(pacniopsikenust). Tpynoast kauxka. Kuura yuera nBrxeHust
TPYIOBBIX KHM)KEK U BKJIAJIBIIIECH B HUX.

PexkoMeHyeMble TOKYMEHTSHI 110 YIIPaBJIEHUIO IEPCOHATIOM.
KonnexktuBnsiii norosop. IlosoxeHnue o CTpyKTypHOM
noapasnenenun. [lonoxxenne o0 orare Tpyaa U IPEMUPOBAHUH
paboTHHKOB. [TookeHue 00 aganTaruu pabOTHUKOB.
ITonoxenue o nepconane. [JJ0JKHOCTHAS UHCTPYKIIUA.
[Tonoxxenue o0 arrecranuu nepconana. [lonoxenue o
MOBBIIIIEHUH KBanupuKauu paboTHukoB. [lomoxxenue o padore ¢
KaJIPOBBIM PE3€PBOM.

KanpoBbie TOKyMEHTBI, 00s13aTeIbHBIE B CBSA3H C OCOOCHHOCTSIMU
koMmrtanud. [lonoxxenne 06 oXxpaHe KOMMEPUYECKOW TalHEI.
I'paduk cmenHoctu. [lepeyens nomxHOCTENH paOOTHUKOB €
HEHOPMHUPOBAHHBIM PAOOYHNM JTHEM.

IToHsiTHE KOPIOPATUBHOIO CTAHAAPTA.

Tema 4. Opranuzanus
KaJIpOBOTO JOKYMEHTO0OOpOoTa

JIBuKeHre JOKyMEHTOB B Opranusanuu. JJokyMeHTo000pOT:
OCHOBHBIE TTOHATHS U PErJIaMEeHTHPYIOIINE HOPMAaTUBHBIC aKTHI.
[Tops0K ¥ PUHIUIIBI OPraHU3AIMH JOKYMEHTO000pOTA.
I'paduk moxymeHTOOOOpOTA OPraHU3ALINH.

CucremaTtu3zaiys JOKYMEHTOB U UX ydeT. HoMeHkiaTypa aen kak
METOAMYECKasi OCHOBA JIOKyMEHTAJILHOTO (DOHJIa OpTraHU3aIHH.
[Topsimok cocTaBieHUs U BEICHUS I€T B COOTBETCTBHH C
HOMEHKJIaTypOH.

Kanposas cratuctuka. CTaTUCTUYECKUE OTYETHI 110 YIIPABICHUIO
nepconanom. [lokazaTenu KapoBOil CTATHCTUKU KaK

3¢ (deKTUBHBINA MHCTPYMEHT yIpaBieHus. TpaaIulluoOHHbIE U
cnenuduyeckre moka3areian KaJpoBOi CTATUCTHKH.
KomnbroTepHble TEXHOIOTUHU B KaIpOBOM JIEJIONPOU3BO/ICTBE.
[TpukaHbIe TPOTPAMMBI JUISI aBTOMATH3AIMH KaJpOBOTO
JIeJIOTIPOU3BOICTBA

Tema 5. KoHTpous n
IIOATOTOBKA K apXUBHOMY
XPAaHCHUIO KaJPOBBIX
JOKYMEHTOB

Opranuzanys apXvBHOTO XpaHEHHsI KaJIpOBBIX IOKYMEHTOB.
OcCHOBHBIE TIpaBUJIa CO3/IaHMs, LIEJIH, 3a/1a41 U PYHKLIUU apXHUBOB
opranu3zanuu. LleHHOCTh TOKYMEHTOB OpraHU3alllU: SKCIIePTH3a
U cpoku xpaHeHus. [lopsiiok cocraBnenus u opopmieHue onucen
nein. [TonroroBka KaJpoBbIX JOKYMEHTOB K apXUBHOMY
XpaHeHuto, popmupoBanue ren. OdopmiieHre el A1 cauu B
apXuB: OCHOBHbIE TpeOOBaHus U npaBuia. Beigaua gen u peBusus
JIOKYMEHTOB apxuBa. OTBETCTBEHHOCTb 3a HAPYyILLIEHUE
3aKOHO/ATEIhCTBA B cpepe apXUBHOTO Jiena.

["ocynapcTBeHHBINH KOHTPOJIb (HAA30p) Ha/l COOIIOICHUEM
TPYIOBOTO 3aKOHOIaTenbcTBa B Poccuniickoit denepanum.
®enepanpHas HHCIEKLUSA TPyAa: 3a/1a4M, TOJIHOMOYHS,
obs3anHocTH. [Iponenypa (Mopsiiok) IPOBEACHUS U BUJIBI
npoBepok. Cpoku npoBeieHns U 0(hOpMIIEHUE PE3yIbTaTOB
IIPOBEPOK.

AynuT KagpoBbIX JOKyMEHTOB. CyIIHOCTb U BUBI ayqUTa
KaJIpoBO# nokyMeHTanuu. KagapoBbie TOKyMEHTHI, TpeOyrome
aynuTa

6. CamocrosiTesqibHasi padora cryaenToB (CPC)

8




6.1 Buabl caMocTOATEIbHOM Pa00ThI 00y4YAOIIMXCS 110 AUCUHUILIMHE

Nunekc
. KomnuyecTBo yacoB
WHJIMKaTopa Bunpl camocTosTeabHOM
Tema/Pasnen bopmupyemoit paboTel 0OydarOIUXCst
KOMITETECHILINH 020 0320
Tema 1. [Ipeamer, [ToaroroBka K JEKIIMOHHBIM
coJiepKaHue U 3aJ1a4i Y TIPAKTUYECKUM 3aHSATHIM
JHUCIHUIUIMHBI 10 BOIIPOCaM YCTHOTO
«/loxymeHTannonHnoe TK-3-1-1. ompoca 16 17
obecrneucHUe IloaroroBka mokjana
yIpaBICHUS IToaroroBka k
MIEPCOHATIOM» TECTUPOBAHUIO
Brimonuenue 3aganui
Tema 2. IToaroroBka K JEKIMOHHBIM
Knaccudukanms Y TIPAKTUYECKHUM 3aHATHIM
JIOKYMEHTOB TI0 10 BOIIPOCaM YCTHOTO
yIPaBICHUIO ompoca
MEePCOHAIOM TK-3-11-1. IToaroroBka mokjana 14 17
IloxroroBska k
TECTUPOBAHUIO
BrinonHeHnue 3agaHuii
Tema 3. CocTaB u IToaroroBka K JIEKIIMOHHBLIM
MTOPSIIOK Y TIPAKTUYECKHUM 3aHATHIM
(hopMUpOBaHHS 10 BOIIPOCaM YCTHOTO
JOKYMEHTAIIH 110 TK-3-1-1. ompoca 12 16
YIIPaBJICHUIO IToaroroBka mokjaaa
IIEPCOHATIOM [Tonroroska k
TECTUPOBAHUIO
Brimonnenue 3aganui
Tewma 4. Opranuzanus [ToaroToBka K JIEKITMOHHBIM
KaJIpOBOTO Y MPAKTUYECKUM 3aHATUAM
JIOKyMEHTOO00O0pOTa 10 BOIIPOCaM YCTHOTO
MK-3-U-1. oripoca 16 18
IToaroroBka goknanga
IToaroroska k
TECTUPOBAHUIO
Brimonnenue 3aganui
Tema 5. Kontpons u IToaroroBka K JIEKITHOHHBIM
IIOJITOTOBKA K Y MIPAKTUYECKUM 3aHSATUAM
apXUBHOMY XPaHECHUIO 10 BOIIPOCaM YCTHOTO
KaJIpOBBIX MK-3-1-1. omnpoca 16 20
JIOKYMEHTOB IToaroroBka gokiana
IToaroroska k
TECTUPOBAHUIO
Brimonnenue 3aganui

6.2.Meroanyeckue yKasaHHus M0 OPraHU3ALMU CAMOCTOATE]IbHON PadOThI CTYIEHTOB
CamocrosarenbHass paboTa CTYAEHTOB — O3TO TPOLECC AaKTHUBHOTO, IIEJIeHAIPaBICHHOTIO

MPUOOPETEHUsI  CTYJIEHTOM

HOBBIX

3HaHUMH,

yMmMeHuii  0e3

HEIMMOCPCACTBEHHOI'O

y4acTHst

MperoiaBaTeNsi, XapaKTepU3yIOLUIHICs TPEIMETHON HANPaBlIeHHOCTHIO, 3()(HEKTUBHBIM KOHTPOJIEM H
OLIEHKOM pe3y/bTaToB JESITEIbHOCTH 00yUaroIerocs.

Llenu caMOCTOSTEIBHO

it paboTHI:

— CHUCTeMaTu3alusad MW 3aKPCIUICHUEC ITOJYYCHHBIX TCOPETHUYCCKUX 3HAaHUM | IMPAKTUYCCKUX
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YMEHUH CTYJICHTOB;

— yriyOJieHUE U pacIiupeHne TeOPEeTUIECKIX 3HAHUM;

— (opMHUpOBaHME YMEHUH HCIOJB30BATh HOPMATHBHYIO M CIIPABOYHYIO JIOKYMEHTALHUIO,
CHELHUATIbHYIO JIUTEPATYPY;

— pa3BUTHE TMO3HABATEIbHBIX CIOCOOHOCTEH, AKTHMBHOCTH CTYIEHTOB, OTBETCTBEHHOCTH H
OpraHU30BaHHOCTH;

— (opMHpOBAHUE CAMOCTOSATEIIEHOCTH MBILUICHUS, TBOPYECKON MHUIIMATHBBI, CIIOCOOHOCTEN K
CaMOpa3BUTHIO, CAMOCOBEPIIEHCTBOBAHUIO U CAMOPEAIN3aLINH;

— pa3BUTHE UCCIIEI0BATEILCKMX YMEHUN U aKaJeMUUYECKUX HABBIKOB.

CamocTosiTenbHas paboTa MOKET OCYHIECTBIATHCS UHAUBUAYAIBHO WJIM TPYNIIAMU CTYACHTOB
B 3aBUCUMOCTH OT LIEJIH, 00beMa, YPOBHSI CI0KHOCTH, KOHKPETHON TEMaTHKH.

TexHonorus opraHu3zali CaMOCTOSITENIbHON pabOThl CTYAEHTOB BKIIIOYAET HCIIOJIb30BaHHE
MH(OPMAIIMOHHBIX M MaTEPUAIbHO-TEXHUYECKHX PECYPCOB 00Pa30BATEIBHOIO YUPEHKICHHS.

[lepen  BhIMONHEHHEM  OOYYaIOUIMMHCS  BHEAYAMTOPHOM  CaMOCTOATEIBHOW  pabOThbI
IpenojaBaTesib MOXKET IPOBOJUTh HHCTPYKTaXX 110 BBIIOJHEHUIO 3aJaHus. B HHCTpyKTax
BKJIFOYAETCS:

— 11eJIb U COJIEpYKaHUE 3a/1aHus;

— CPOKH BBINOJHEHUS;

— OPUEHTUPOBOYHBINA 00BEM PabOTHI;

— OCHOBHBIE TPeOOBaHUS K pe3ybTaraM padOThl U KPUTEPUH OLEHKU;

— BO3MO’KHbIE TUITMYHbBIE OUTMOKH NP BBINOJIHEHUU.

KoHTponb pe3ynbTaroB BHEAyJUTOPHOM CaMOCTOSATENbHOW pPabOTBHl CTYACHTOB MOXKET
MIPOXOJUTh B MUCbMEHHOH, YCTHON WJIM CMEIIAaHHOHN (opMe.

CTyneHThl JOMKHBI MOJXOJUTh K CAaMOCTOSATEIbHON paboTe Kak K HauBaKHEHIIEMY CPEACTBY
3aKpEIJICHUS] U Pa3BUTUSl TEOPETHUUECKUX 3HAHUM, BBIPAaOOTKE €IMHCTBA B3IJIAJOB Ha OTIEIIbHBIE
BOIIPOCHI Kypca, MPUOOpPETEHHs ONpEeACNIEHHbIX HABBIKOB W HCIOJIb30BaHUS MPOQecCHOHAIBHON
JIUTEPATYPHI.

[Tomemienuss a7 CaMOCTOATENIbHOM pabOThl OOY4YaIOLIMXCS OCHAIIEHbl KOMIBIOTEPHOMH
TEXHUKOM C BO3MOXKHOCTBIO NOJKIIOUEHHS K ceTu «VIHTepHeT» M obecrneueHueM JA0CTyna B
JIEKTPOHHYIO HH(POPMALIMOHHO-00pa30BaTEIbHYIO Cpe/ly OpraHU3allly.

[Ipu camocTosaTensHOM TPOpPabOTKE Kypca 00ydaromuecs T0KHBIL:

— IpOCMaTpUBaTh OCHOBHBIE OIIpeeNIeHUs U (DaKThI;

— MOBTOPUTH 3aKOHCIEKTUPOBAHHBIM HA JIEKIIMOHHOM 3aHSITHHU MaTe€pHall U JOMOJIHUTH €ro C
Y4ETOM PEKOMEHI0BAHHOM I10 TaHHOM T€ME JINTEPATyphI;

— M3YYHUTh PEKOMEHJIOBAaHHYIO JIUTEPATypy, COCTABJIATH TE3HUCHI, AHHOTAI[MM M KOHCIIEKTbI
HaunboJiee BaKHBIX MOMEHTOB;

— CAMOCTOSITEIILHO BBINIOJHSATH 3aJ[aHMsl, aHaJIOTMUHbIE MTPEIJIaraeéMbIM Ha 3aHITHIX;

— MCIIOJIb30BAaTh Il CAMOIPOBEPKU MaTepHasbl (POH/A OIIEHOUHBIX CPENICTB;

— BBINOJIHSTH JOMAIIHUE 33JaHUS 110 YKa3aHHIO MPENoiaBaTesl.

7. Y4eOHo-MeToAMYecKOe U MH(OPMAIIMOHHOE o0ecTiedeHne JUCIUNINHBI (MOIYJIs)
a) OCHOBHas JIuTeparypa
Abynamze, JI. I'. JlokymeHTanmoHHOe oOecriedeHHne YIpaBJIEHUs MEPCOHAJIOM : YYEOHHK U
MPAKTUKYM AJIs cpeaHero npodeccuonansHoro oopazosanus / . I'. AGynanze, U. b. Beimpsixkkuna,
B. M. MacnoBa. — 3-¢ u3j., nepepad. u mon. — Mocksa : M3natenbcrBo FOpaiit, 2024, — 374 ¢. —
(ITpodeccuonanproe obpazoBanue). — ISBN 978-5-534-16657-6. — Tekct : 3MeKTpOHHBINA //
OopasosarenbHas wiathopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/538144

0) TOTOTHUTETBbHAS JTUTEPATYPA

Kysnenos, 1. H. JlokymMeHTaniMOHHOE OOecIieueHne yIpaBiIeHUs MEPCOHATIOM : Y4eOHUK U
npaktukyMm st By30B / U. H. Ky3nenoB. — 3-e¢ u3z., nepepad. u gon. — Mocksa : M3gaTenbcTBO
Opaiit, 2024. — 397 c. — (Boicmee obpazoBanue). — ISBN 978-5-534-16692-7. — Tekcr :
aNeKTpoHHBIH // OOpa3oBarenbHas miardopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/536192
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B) IpOrpaMMHOE 0OecriedeHrE

B mpouecce u3yueHHMs AUCHUIUIMHBI HMCHONB3YIOTCS oducHbli maker MicrosoftOffice
(MicrosoftOffice Word, MicrosoftOffice Excel, MicrosoftOffice PowerPoint) mporpamma s
npocmotpa u ureHus ¢aitnos PDF AdobeAcrobatReader, mporpamma a1 Bocnpoun3BeaeHus (iami-
anuManuu B Opaysepax AdobeFlashPlayer, Opay3zepsr Google Chrome, Opera, AHTHBUpPYC
Kacnepckoro m DrWeb, mnporpamMma KoMmbloTepHOro TectupoBanus 3HaHui MyTestXPro,
porpamMma Jijisi Co3aanus 3J1eKTponHoro yuebuuka SunRavBookOfficeSunRav TestOfficePro.

r) 6a3bl TaHHBIX, THPOPMAILIMOHHO-CIIPABOYHBIE U TOMCKOBBIE CHCTEMBI:

[ O6pazoBarenpHas matdopma FOpaiit urait.ru

[l Madopmanronnas cucremMa "EnmHoe OkHO gocTyna K oOpa3oBaTeiabHBIM pecypcam' —
http://window.edu.ru/

[ CepBep opranoB rocyaapcTBeHHO# Biactu Poccuiickoit deneparuu — http://www.gov.ru/

[ Bospmast MOJTHOTEKCTOBAs OoubIMoTeKa IIPaBOBOA JTUTEPATYPHI -
https://naukaprava.ru/http://www.hr-zone.net/ — caiiT, MOCBSIICHHBIA BOMPOCaM YIPABJICHHS
[ICPCOHAIIOM.

1 http://www.iteam.ru — caiit, MOCBSIIICHHBIN TEXHOIOTUSAM KOPIIOPATUBHOIO YIIPABICHHS.
U] http://www.eup.ru/ — 6ubimoTeka yrpaBiIeHYECKON U SKOHOMHUYECKON JINTEPATYPHI

1 OHnaiiH-cpaBOYHUK «DHIMKIIONEANs Kapbepbl» — https://planetahr.ru/

] TTopran mo Bompocam yrpasieHus nepconainom — http://hrmaximum.ru/

8. MaTepunajibHO-TeXHHYeCKoOe ofecniedeHue TUCHUTIMHBI (MOTYJIs1)

WHCTUTYT pacrnionaraetT mOMEUICHUSIMH, KOTOpPbIE MPEICTaBISIIOT cO00H ydeOHbIe ayIuTOpUn
JUIS IPOBEJEHUST Y4eOHBIX 3aHATUH, MPELYCMOTPEHHBIX MPOrpaMMoi OakajaBpuara, OCHAIlCHHbIE
000pyIOBaHUEM M TEXHUYECKUMHU CPEICTBAMU O0yUEHUSI.

[Tomemienust AJis caMOCTOSATENbHONM pabOThl OOy4YarOIIUXCsl OCHAIIEHbl KOMIBIOTEPHOMN
TEXHUKOH C BO3MOXKHOCTBIO MOJKIIOYEHHs K ceTH «MHTepHeT» M obecnedeHueM JocTyma K
AJIEKTPOHHOU MH(OpPMAIMOHHO-00pa3oBaTenbHOM cpeae MHcTuTyTa.

HNuctutyr oOecnieyeH HEOOXOIUMBIM — KOMIUIEKTOM  JIMIIEH3MOHHOTO M CBOOOJHO
pacnpocTpaHseMoro NporpaMMHOIro 00ecrevyeHtsl, B TOM YUCJIe OTE€YECTBEHHOTO TPOU3BO/ICTBA.

[Tpu ucnonb30BaHNM B 00pa30BaTEILHOM IMIpOLecce MEeYaTHBIX U3aHui OnOIMoTeuHbIH HOoHT
YKOMIUIEKTOBAaH MEYAaTHBIMM M3JaHUsIMM M3 pacdyera He MeHee 0,25 sk3eMIuisipa KaxJIoro H3
U3JIaHUH, yKa3aHHBIX B pabouyux MporpaMmax AUCHMILIMH (MOAyJei), mporpammax IMpakTHK, Ha
OoJlHOr0 oOyuarolierocss M3 4YHclIa JHI, OJHOBPEMEHHO OCBAMBAIOIIUX COOTBETCTBYIOIIYIO
JUCLUHUIUIMHY (MOAYIb), MPOXOIAIINX COOTBETCTBYIOIIYIO TPAKTHKY.

OO6yuarommmcst odecrieueH A0CTyM (yAaJeHHbIA JOCTYI), B TOM YKCJE B CIy4ae MPUMEHEHUS
AJIEKTPOHHOTO O0YYeHUs, JUCTAHIIMOHHBIX OOpa30BaTENbHBIX TEXHOJOTHH, K COBPEMEHHBIM
npodeccnoHanbHbIM 0a3aM JaHHBIX U MH(QOPMAIIMOHHBIM CIIPABOYHBIM CHUCTEMAaM, COCTaB KOTOPBIX
orpejensercss B padoyux MporpamMmax TUCHMIUIMH (MOJyJei) W MOJJICKUT OOHOBJIEHHIO (IIpU
HEOOXOUMOCTH).

OOyyarommecs w3 uuciaa uHBanuAoB u jun ¢ OB3 obecriedeHpl medaTHBIMH U (WIIH)
ANEKTPOHHBIMU 00pa30BaTeNbHBIMU pecypcamMH B (Qopmax, aJalTHPOBAHHBIX K OTPaHUYEHUSM HX
3J10pOBBSI.

MartepuanbHO-TEXHUYECKOE 00eCIIeuYeHUE JUCITUTUTHHBI:

KabuHer 1OKyMEHTallMOHHOTO 00eCTIeYeHUs YIPABICHHS
(IUTSt TpOBEICHMS JIEKIIUH M TPAKTHYECKUX 3aHITHN, TPYNIIOBBIX ¥ WHAWBHYaTbHBIX KOHCYJIbTAIIHA,
TEKYILETro KOHTPOJISA, TPOMEXYTOYHOM aTTeCTallH)

54 y4yeOHBIX MecTa, pabouee MECTO MpenoaaBaTess, MyJIbTUMEIUNHBIN POEKTOP, HOYTOYK,
WHTEpaKTHBHAs JIOCKa, yuyeOHas J10CKa, SKpaH, HarJIsAgHble y4deOHbIe MOCOOMS MO TUCIMILIMHE,
IJIaKaThl, AUJTAKTUYECKUE CPEACTBA 00YUCHHUS
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Office Professional Plus 2016 Russian OLP NL AcademicEdition (MS Word, MS Excel, MS
Power Point, MS Access), ocnoBanne Akt npenoctaBieHusi npaB Ne Tr035773 ot 22 uronsa 2016
roga, AO «CodtJlaitn Tpeiia»

[Iporpamma kommbrOTEpHOTO TecTUpoBaHus 3HaHMN MyTestXPro — akT npemocTaBiieHUs
npaB Ne IT168538 or 01.10.2013

Google Chrome — Hurepuer-6paysep. CBobdoanoe I10 // 6eccpouno

Opera — UnTepuer-6paysep. Croboauoe I10 // 6eccpouno

AdobeAcrobatReader DC — ITporpamma npocmoTtpa (aiinos B popmare PDF Co6oaroe T10
// 6eccpovHO

7-ZIP — apxuBarop. Coboanoe I10 // 6eccpouno

YuranbHbIN 3a5
(17151 MPOBEICHUS CaMOCTOSITEILHON pabOTHI CTY/IE€HTOB)

30 y4eOHBIX MecT,

5 HOYTOYKOB C BBIXOJIOM B HHTEPHET

OfficeProfessionalPlus 2016 Russian OLP NL AcademicEdition (MS Word, MS Excel, MS
PowerPoint, MS Access), ocHoBanue AKT npeaoctaBinenus mnpaB Ne Tr035773 ot 22 wurons 2016
rona, AO «CodrJlaitn Tpeiin»

[Iporpamma koMmnbroTepHOro tectupoBanus 3HaHuih MyTestXPro — akt npegocraBieHus
npaB Ne IT168538 or 01.10.2013

GoogleChrome — NUuTeprer-6paysep. CBodoaHoe 10 // 6eccpouno

Opera — UuTepuer-6pay3ep. Croboauoe I10 // 6eccpouno

AdobeAcrobatReader DC — IIporpamMma npocmoTtpa daiiioB B popmare PDF Coboaroe ITO
// 6eccpovHO

7-ZIP — apxuBatop. CBoboanoe I10 // 6eccpouno

Kabuner unpopmaruxu
(17151 MPOBEICHUS CaMOCTOSTENBHON Pa0OTHI CTY/IE€HTOB)

16 yueOHbIX MecT, pabodee MecTO MnpemnojaBarens, 14 NepCOHANBHBIX KOMIBIOTEPOB C
BBIXOZIOM B UHTEPHET, MarHUTHO-MapKepHas J0CKa, MYJIbTUMEAHMHBIA TPOEKTOp, HOYTOYK,
MIPUHTEP, IKPaH, HATJIATHBIC YIeOHBIC ITOCOOUS 10 JUCIUILINHE, TUIAKATHI, TUJAKTHICCKUE CPECTBA
oOyueHus

WindowsProfessional 7 RussianUpgradeAcademic OPEN, OCHOBaHHE:
MicrosoftOpenLicense Jlunensuss Ne 49155852, aBTOpM3allMOHHBIA HOMEp JUIEH3WAHTA
6912395877E1310

WindowsProfessional 8.1 RussianUpgrade OLP NL AcademicEdition, AKT mipenoctaBieHus
mpaB Ne Tr017554 ot 30.03.2015, AO "CodtJlaiin Tpeita"

WindowsRemoteDesktopServices CAL 2012 Russian OLP NL AcademicEditionUser CAL,
ocHoBanue AT npenocrasienus npas Ne Tr017554 ot 30.03.2015, AO "Cod¢rJlaitn Tpeiin"

Office Professional Plus 2013 Russian OLP NL AcademicEdition (MS Word, MS Excel, MS
Power Point, MS Access), ochoBanme AkT mpenoctasienus npas Ne Tr017554 or 30.03.2015, AO
"CodrJlaitnTpeiin"

[Iporpamma kKommnbrOTEpHOTO TecTUpoBaHUs 3HaHUN MyTestXPro — akT npemocTaBiieHUs
mpaB Ne IT168538 or 01.10.2013.

GoogleChrome — Uurepuer-6paysep. Coboanoe I10 // 6eccpouro

Opera — UuTepuer-6paysep. CBoboauoe I10 // 6eccpouno

AdobeAcrobatReader DC — ITporpamma nipocmoTpa ¢aitnos B popmare PDF Co6oanoe T1O
// 6eccpouHO

7-ZIP — apxuBatop. CBoboanoe I10 // 6eccpouno

9. O6pa3oBaTejibHbIE TEXHOJIOTHU
Y4eOHBI Tmpollecc MpU MPEnojJaBaHUU Kypca OCHOBBIBAC€TCS HAa HCHOJIB30BaHUU
TPAJAMIMOHHBIX, HHHOBAIIMOHHBIX M  HWH()OPMAIMOHHBIX  O0pPA30BATEIBHBIX  TEXHOJOTHH.
TpaI[I/II_[I/IOHHLIC 06pa3OBaTCHLHBIe TCXHOJIOTUKN MPCACTABJICHBI JICKIUAMHU HW CCMHUHAPCKUMU
(HpaKTI/I‘IeCKHMI/I) 3aHATUAMU. I/IHHOBaHI/IOHHLIC OGpaSOBaTeHBHBIe TCXHOJIOTHUU HCIOJIB3YIOTCS B
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BHUJIE IIMPOKOTO TPHUMEHEHUS AaKTUBHBIX W WHTEPAKTUBHBIX (OpM TpoOBEACHUS 3aHSATHH.
Nndopmannonnsle  oOpa3oBaTeibHble  TEXHOJIOTUHM  PEATU3YIOTCSl  MYyTeM  aKTUBH3ALUU
CaMOCTOSITENIbHON PabOThI CTYACHTOB B MH(OPMAIIMOHHON 00pa3oBaTeIbHON cpere.

JIeKMOHHBIN KypC MPEAnoiaraeT CHUCTEMaTU3MPOBAHHOE H3JI0KEHHWE OCHOBHBIX BOIIPOCOB
y4eOHOr0 II1aHa.

Ha mepBoii jekuuu JeKTOp 00s3aH MpPEeAyNnpeluTh CTYIEHTOB, MPUMEHUTEIbHO K KaKOMY
6a30BoMy y4eOHHKY (ydeOHUKaM, yUeOHBIM TOCOOUAM) OyaeT MPOYUTaH KypC.

JlekMoOHHBIN KypC JIO/DKEH AaBaTh HaUOOJIBIINNM 00beM HHGOpMaIuu 1 obecrieunBaTh Oojee
riIyOOKOe MOHUMAHKME y4eOHBIX BONPOCOB MPH 3HAYUTEILHO MEHBIICH 3aTpare BPEMEHHU, YeM 3TO
TpeOyeTcst OOJNBIIMHCTBY CTYJEHTOB Ha CAMOCTOSITENIbHOE U3yUeHHE MaTepHaa.

CemuHapckue (MPaKTHYECKUE 3aHATHSA) MPEJCTABISIOT COOOW JETaTM3aIUI0 JICKIIMOHHOTO
TEOPETUYECKOr0 MaTepuaa, MPOBOJSATCS B IEJIAX 3aKPEIJICHHUS Kypca U OXBaThIBAIOT BCE OCHOBHbBIE
pazaensl.

OcHoBHOH (popMOl ITPOBECHUS CEMUHAPOB U MPAKTUYECKUX 3aHATUN ABIISETCS 00CYKIECHUE
Hanbosiee MPOOIIEMHBIX U CIIOKHBIX BOIPOCOB IO OTACIHHBIM T€MaM, a TaK)Ke pelIeHHe 3a1ad U
pa3bop MpuUMEpOB U CUTyallul B ayAHTOPHBIX YCIOBHUSX. B 00sf3aHHOCTH mpemojaBaTels BXOISAT:
OKa3aHWE METOIMYECKON TOMOIIHM U KOHCYJIBTHPOBAHHE CTYJECHTOB IO COOTBETCTBYIOIIUM TEMaM
Kypca.

AKTHBHOCTb Ha MPAKTUYCCKUX 3AHITHSIX OLIEHUBACTCS TIO CIICYIOIIUM KPUTEPHSIM:

— OTBETHI Ha BOIPOCHI, IIpe/jIaraeMble MpernogaBaTesieM;

— y4acTHe B JUCKYCCHSIX;

— BBINOJIHEHHE MTPOEKTHBIX U MHBIX 33/1aHUN;

— aCCHUCTHPOBAHUE MPETIOAABATEINIO B IPOBEICHUH 3aHITHH.

Jlokiianel ¥ ONMOHMPOBAHME JAOKIAIOB MPOBEPSIOT CTENEHb BIAJACHUS TEOPETHUECKUM
MaTepHaJioM, a TAKXKe KOPPEKTHOCTh M CTPOTOCTh PACCYKICHUH.

OneHuBaHue MPAKTUYECKUX 3a/1aHUN BXOJUT B HAKOIUICHHYIO OLICHKY.

B cmemannoM o0ydennu ¢ mpuMeHeHueM JIOT cTyaeHTB MOTYT y4acTBOBATh B CHHXPOHHBIX
3aHATHUSIX CEMHHAPCKOTO THIMA B (popmare BeOMHAPOB W/WIIK BUICOKOH(DEPEHITHIA.

B cmemannom o6yuenuun ¢ mpumenenueM [JOT cTyneHThI MOTYT OCBaWBaTh JEKIIMOHHBIN
MaTepual B AaCHHXPOHHOM pEXHME, TOTOBUTh BOINPOCH K CHHXPOHHBIM CEMHUHAPCKUM
(MpakTUYECKUM) 3aHATHSIM.

J171st acHHXpOHHBIX 3aHATHI IPUMEHSIETCS CIeYIoIIasi METOAUKA!

— IOBTOPEHME U 3aKpeIUICHNE PeIbIyIlel TeMbl (pasnena);

— u3ydeHWe ©0a30BOH U JOMOJHUTENBHOM pPEKOMEHIYyeMO#l JHTepaTyphl, MPOCMOTP
(mpocymuBaHKe) MeIMaMaTepuaioB K HOBOM TeMe (pa3feny);

— TE3UCHOE KOHCIEKTUPOBAHUE KITIOYEBBIX MOJOKEHHH, TEPMUHOJIOTHH, aITOPUTMOB;

— CaMOCTOSITENIbHAS TPOBEPKA OCBOCHUS MaTepHalia Yepe3 HHTEPAKTUBHBINA (DOH/] OIEHOUHBIX
CPEICTB (TECTHhI);

— BBIITOJTHCHHE PEKOMEH TyeMBIX 3a/IaHU;

— ¢uKcalus BO3HUKAIOIINX BOIIPOCOB U 3aTPYIHEHUH.

10. Ouenounsbie cpeacrsa (0OC)
10.1 Onucanue UCmoJIb3yeMbIX 00pa30BaTEIbHBIX TEXHOJIOIMI M OLIEHKH YPOBHeil
pe3yJabTaToOB 00y4eHHs

Nunukarop \ O06pa3oBaTeIbHBIN pe3yIbTaT \ Crnioco6 n3MepeHus

[TK-3 Crioco6eH BecTH AeNOMPOU3BOACTBO U IOKYMEHTOOOOPOT B OpraHax rocy1apCcTBEHHON
BJIACTH, OpraHaX MECTHOT'O CaMOYITPABJICHUS

[1K-3-U-1. YyactByeT B ITK-3.1-1.3-1. 3naetr ¢hopmbl YcerHblit onpoc
oOecIieueHny BeACHUS BEJICHUS JIETONPOU3BOJICTBA Hoxman ¢ mpe3eHTanuen
JEJIONPOU3BOJICTBA U TectupoBanmue
JOKYMEHTOO00OpOTa B OpraHax [1IK-3.1-1.3-2. 3naer cocTaB VeIl onpoc
roCy/IapCTBEHHOW BIIACTH, YIPABJICHYCCKUX JOKYMEHTOB U Jlokuan ¢ npe3eHTanuei
opraHax MECTHOTO o0rrre TpeboBaHuUs K TectupoBanue
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CaMOYIIPaBJICHUS, OpraHu3aluAaX
o peanu3anu GyHKIUNA 1
ITIOJIHOMOYMH TOCYIapCTBEHHBIX U
MYHHUITUTIATEHBIX OPTaHOB

0()OPMIICHUIO TOKYMEHTOB.

IIK-3.1-1.Y-1. Ymeer

(hopMUPOBATH TOKYMEHTATBHBIN

(hoHJ OpraHu3aIni.

TectupoBanue,
Brimonnenwne 3amanuit

TIK-3.1-1.Y-2. YMmeer
OCYIIECTBIIAThH YUET U

pEerucTpaln HOPMaTUBHBIX
MIPaBOBBIX AKTOB, OPOPMIISITD
PEKBU3HUTOB JOKYMEHTOB

TectupoBanue,
Brimonnenune 3amanuit

10.2 KpuTepuu ¥ mKaJjJbl HHTErPUPOBAHHOM OlleHKH YPOBHS ¢(hOPMUPOBAHHOCTH

KOMIIeTEeHIM I
Kpurepun [lkana ypoBHS c)OpMUPOBAHHOCTH KOMIIETEHIIMN
Onenka HE 3aYTECHO 3aYTEHO 3a4TE€HO 3a4YTEHO
Ilonnota 3Hanuii | YpoBeHb 3HAaHUN | MHUHUMAaJIBHO YpoBeHb 3HaHUH B YpoBeHb 3HaHUH B

HWXKE

JIOIIyCTUMBII YPOBEHb

00BEMeE,

00BéMeE,

MUHHUMAaJIbHBIX 3HaHu#. /[onymieHbl He | COOTBETCTBYIOLIEM COOTBETCTBYIOLIEM
TpeOOBaHMIA. rpyObIe OIIHOKH. porpaMmme mporpamme
Nmerot mecto MOJITOTOBKH. MOATOTOBKHU
rpyOble OIIMOKH JomnymeHsl
HEKOTOpbIE
MIOTPEIIHOCTH.
Hanuuue ymenuii | Ilpu pemenun IIponemoncTpuposansl | [IponemoncTpupoBan | IIpoxeMoncTpupoB

CTaHJapTHHIX
3a1a4 He
IPOIEMOHCTPHPO
BaHBI OCHOBHBIC
yMmeHus. Umerot
MECTO TpyObIe

OCHOBHBIC YMCHI/ISI.
Pemensr TummoBsie
3a/1a4¥ ¢ HETPyOBIMU
OILINOKaMH.
BrImoHeHs! Bce
3aJaHus, HO HE B

bl BC€ OCHOBHbIC
yMmeHusl. Periensl Bce
OCHOBHBIE 337a4H C
HEKOTOPBIMHU
MOTPEIIHOCTSMH.
Brimonnens! Bce

aHbl BCE OCHOBHBIE
yMeHus. PeneHsl
BCE OCHOBHBIC U
JIOTIOTHUTENbHbIE
3a7a4u 0e3 omnboK
Y MOTPEIIHOCTEN.

OIINOKH. MOJTHOM 00BEME. 3aJIaHus B IIOJTHOM BrimonHeHs! Bce
00BEME, HO 3a7aHus B TIOJTHOM
HEKOTOPBIE C obwveme 0e3
HEJ0YeTaMHU. HEJI0YETOB.
Hanuuue HaBpikoB | Ilpu pemenun Nmeetca IIponemonctpupoBan | [IpogemoHcTpupoB

(BasieHuE OMBITOM) | CTaHJAPTHBIX MUHHMMAJIBHBIA HA00p | bl 0230BBIC HABBIKH aHbI BCE OCHOBHBIE
3a1a4 He HaBBIKOB JUIS PELICHUS] | P PELLICHUN ymeHus. Periens
MPOJAEMOHCTPUPO | CTAaHJAPTHBIX 337a4 C | CTAHAAPTHBIX 33/1a4 C | BCE OCHOBHBIE U
BaHbI 0a30BbIE HEKOTOPBIMHU HEKOTOPBIMHU JIOTIOTHUTENbHBIE
HaBBIKU. MIMeIOT | HemoueTamu. HEJI0YeTaMH. 3agauu 0e3 omMOoK
MeCTO TpyObIe Y IIOTPELTHOCTEN.
OIINOKHU IIponemMoHcTpHpOB
aH TBOPUYECKUI
MOJIXOJ K PELICHHIO
HECTaHIaPTHBIX
3aja4.
Xapaktepuctuka | KomnereHnus B ChopmMupoBaHHOCTD CdhopMupoBaHHOCTD CdopmupoBaHHOCT
c(OPMHUPOBAHHOCTH | TIOJIHOW Mepe HE | KOMIIETCHIH KOMITETEHIINH B [EJIOM | b KOMITETEHIIH
KOMITETeHIINN chopmMrpoBaHa. COOTBETCTBYET COOTBETCTBYET MTOJIHOCTBIO
Umerommxcs MUHUMaJIbHBIM TpeOOBaHHSM. COOTBETCTBYET
3HAaHUH, YMEHUH, | TPeOOBaHUSIM. Umeromnxcs 3HaHul, | TpeOOBaHUSIM.
HaBBIKOB Hmeronuxcst 3HaHNH, YMEHH, HABBIKOB U HNmeronuxcst
HEJ0CTaTOYHO YMEHHH, HaBBIKOB B MOTHBAILIUHU B LIEJIOM 3HAHWH, YMEHHH,
JUTSI peIIeHus L[EJIOM JIOCTaTOYHO I | AOCTAaTOYHO JUIsS HaBBIKOB U
HPaKTUYECKUX peLeHus peleHus MOTHUBAIIUU B
(mpodeccroHans | MPaKTHYECKUX CTaHIAPTHBIX MIOJIHOM Mepe
HBIX) 33/1a4. (mpodeccronanbHbIX) | MpodecCHOHATBHBIX JIOCTaTOYHO JJIs
Tpebyercs 3amad, Ho TpeOyeTcs 3a/1ad. peIIeHHS CIIOKHBIX

14




TMOBTOPHOE JIOTIOJTHUTEIbHAS po(heCCHOHATBHBI
o0ydecHUS. MPAKTHKA T10 X 3a7a4.
OOJIBIIMHCTBY
podeCCHOHATTLHBIX
3a/1a4.
YpoBeHb Husknii MuHHUMaNBHO Cpennuit Bricokuii
c(hOpMUPOBAHHOCTH JIOITyCTHUMBIN
KOMITCTCHITHIA (TIOpOTOBBIIT)
10.3. OueHo4HbIE CpeCcTBA IS MPOMEKYTOYHOM aTTeCTAMU
Kon u HaumeHoBanue
Oransl
Konx u conepxxanue WHJMKaTopa
Pesynbrarel o0yuenus dbopMupoBaHUs
KOMITETCHIIUHT JIOCTH>KCHUS .
KOMITETEHLIUI
KOMIIETCHIINH
ITK-3 Crniocoben [MK-3-U-1. Yuactyer B | [IK-3.11-1.3-1. 3naer ¢hropMbl Oran
BECTH o0ecrieueHn BeJIeHUsI | BEJICHUS JEIONPOU3BOICTBA dbopMupoBaHus
JIEJIONIPOU3BOJICTBO U | JIEJIOTIPOU3BOJICTBA U 3HaAHUHN
JOKYMEHTOOOOPOT B | JOKYyMEHTO00O0pOoTa B [1K-3.1-1.3-2. 3naet cocTaB 35
Tar
opraHax opraHax ABJIEHYECKUX JJOKYMEHTOB
P . P . yrp AOKYM dbopmupoBaHus
rocyaapCTBEHHOM rocyJapCTBEHHOM u oOure TpeboBaHus K .
3HaHUUI
BJIACTH, OpraHax BJIACTH, OpraHax 0 OPMIICHHIO TOKYMEHTOB.
MECTHOI'O MECTHOI'O [IK-3.1-1.Y-1. Ymeer 35
Tar
caMOyTIpaBJieHUS CaMOYTIpaBJICHUS, (bopmupoBarb
. dbopMupOBaHUS
OpraHu3allMAX 110 JOKYMEHTAJIbHBIN (OH]T N—
peanu3anuu QYHKIUH ¥ | opraHu3alum. Y
IIOJTHOMOYHM I [1K-3.1-1.Y-2. Ymeer
rocyarapCTBCHHbBIX U OCYHIECTBJISITH YUCT U Oran
MYHUIIMTNIAIBHBIX perucTpany HOpMaTUBHBIX dopmupoBaHus
Opranos MIPaBOBBIX AKTOB, OPOPMIISIT yMEHUHN
PEKBU3HUTOB TOKYMEHTOB
[lepeueHb BOIPOCOB K 3a4ETy
3auer — (¢dopma TmpoBepkH |y oOydarommuxcs CPOPMHUPOBAHHOCTH  OOIMMX H

npoeCCHOHANBHBIX KOMIIETEHIIMH WM HMX COBOKYIMHOCTH, IOJYYEHHBIX B COOTBETCTBHUHM C
y4eOHBIMU IJIAaHAMH B [IEPHOJ] TEOPETUUECKOr0 00YUEeHHsI M B X0JIe yueOHON MpakTUKU. Pe3ynbrarsl
C/1aydl 3a4€TOB OLIEHHWBAIOTCS OTMETKON «3aUTE€HO» WUJIU «HE 3aYTEHO». 3a4eT MOXKET MPOBOJUTHCS
Kak B (hopmaTe, aHAJOTMUYHOM HNPOBEIEHHUIO 3K3aMEHA, TaKk U B ApYrux (opmax, OCHOBaHHBIX Ha
BBIITOJIHEHUY WHAWBUAYAJIbHOTO WM TPYIIIOBOTO 3a/1aHHUS, ITO3BOJIIOIIETO OCYIIECTBUTE KOHTPOJIb
3HaHUH U MOJyYECHHBIX HaBBIKOB.

1. CYH_IHOCTB JAUCIHHUITIINHBI ((ﬂOKy'MCHTaLII/IOHHOC obecrneucHue YIIpaBJICHUSA IIEPCOHATIOM
2. OcHOBHEBIE TEPMHUHBI W TIOHATHA AOWCHUILIWHBI «HOKYMGHTaHI/IOHHOQ o0OecrieueHne
YIIpaBJICHUSA IICPCOHATIOM

AKT

©OoNo kAW

. CnpaBka

10. JToxnamgHas 3ammckKa
11. OOwscHUTETbHAS 3aIMUCKA
12. JlenoBoe MUCHMO

15

[TpaBoBBIE BOMPOCHI TOKYMEHTAIIMOHHOTO 00€CTICUeHUsI YITPABICHUS TIEPCOHATIOM
PernaMenTarus JOKyMEHTAIIMOHHOTO 00ECTICYEHUS YIIPABICHUS IEPCOHAIOM

Buael kagpoBoil JOKyMEHTAIIUU
Opranu3aloOHHO-PACIOPSIANTENIbHAS TOKYMEHTALIHS
VYyeTHas JOKyMeHTaIus




13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45.
46.
47.
48.
49.
50.
51.
52.
53.
54.
55.
56.
57.
58.
59.
60.
61.
62.
63.
64.

IIpoTokon

3asiBICHHE

JloBepeHHOCTh

ABtobuorpadus

XapakTepucTuka

CocTtaB JOKyMEHTAIMH 10 YIIPABJIECHHUIO IEPCOHAIOM

[IpaBuna co3nanust 1 0POPMIICHHUS KaIPOBBIX TOKYMEHTOB
IIpaBuna BHyTpEHHErO TPYIOBOI'O paclopsiaka

[TonoxeHue o 3auMTe NePCOHANBHBIX TaHHBIX PAOOTHUKOB
TpynoBoi 10roBop

[IIratHOE pacniucanue

JInuHast kapTOUKa pabOTHHUKA

Tabens yuera pabouero BpeMeH!

I'paduk oTyckoB

[Ipuxka3ssl (paciopsiKeHust)

TpynoBas kKHMXKKa

Kuura ydyera nqukeHus TpyIOBBIX KHUKEK M BKJIabIILIEH B HUX
KosnekTuBHBIN 10T0BOP

[TonoxxeHne o CTPYKTYpPHOM HOJpa3ACICHUN

[Tonoxenue o6 oruiare TpyJa U NPEMUPOBAHUN PAOOTHUKOB
[Tonoxenne 00 amanTanuu pabOTHUKOB

[Tonoxenue o nepconasne

JIOJDKHOCTHAs! MHCTPYKIUSA

[Tonoxenue o0 arTecTaluy nepcoHaa

[TonoxxeHne o MOBbILIEHUU KBATU(PUKALUU PAOOTHUKOB
[Tonoxenue o pabore ¢ KaJpOBBIM PE3EPBOM

[Tonoxxenne 00 oxpaHe KOMMEPUECKOM TalHbI

I'paduk cmeHHOCTH

[lepeuens nomKHOCTEN PAOOTHUKOB C HEHOPMHUPOBAHHBIM paOOYMM JTHEM
[ToHsTHE KOPIIOPATUBHOIO CTaHAAPTA

JIOKyMEHTOOOOPOT: OCHOBHBIE MOHATHUS U PErJIaMEHTHPYIOIINE HOPMAaTUBHBIE aKThI
[Topsii0K ¥ MPUHLIKIIBI OPraHU3ALMH JOKYMEHTO000pOTa
I'paduk 1oKyMEHTOOOOpPOTA OpraHU3aluU

HOMCHKHaTypa ACII KaK MCTOANYCCKAsA OCHOBA JOKYMCHTAJIbHOT'O CI)OH,Z[a OopraHu3anun

[Topsiox cocTaBieHus U BEAEHUS /1€ B COOTBETCTBUHM C HOMEHKIATYpPOil
CraTucTudeckyre OTYETHI IO YIPABIECHUIO IEPCOHAIOM

[Tokazarenu kaJpoBOW CTATUCTUKH KaK AP(EKTUBHBII HHCTPYMEHT YIIPaBJICHUS
TpaauumoHHbIe U crienUpUUECKUE TOKA3aTeNN KaJpOBOil CTaTUCTUKU
KomMmmbroTepHble TEXHOIOTUH B KaJIpOBOM JIEJIONIPOU3BO/ICTBE

IIpuknanHble IporpaMMBbl 111 aBTOMaTU3aLMK KaIpOBOT0 JAEJIONPOU3BOICTBA
OcHoBHbIE MpaBUjIa CO3/IaHUs, 1IeH, 33/1a4U U QYHKIIMYU apXHUBOB OpraHU3alNH
[leHHOCTH TOKYMEHTOB OpPraHU3alUN: SKCIIEPTU3a U CPOKU XPAHEHUS

[Topsnok cocraBienust u opopMIICHHE OIUCEH e

[TonroToBka KaJpoBBIX JOKYMEHTOB K apXMBHOMY XpaHEHUIO, JOPMHUPOBAHUE JEIT
Odopmrenue aen uist caud B apXyB: OCHOBHbBIE TPEOOBaHUS U TIpaBUiia
Brigaua nen v peBu3ns JOKyMEHTOB apXUBa

OTBETCTBEHHOCTH 32 HapyllleHHE 3aKOHO/1aTeNIbCTBA B c(hepe apXUBHOTO Jea
denepanbHas HHCTIEKLIUS TPyaa: 3a/1a4M, HOTHOMOYHS, 00S3aHHOCTH
[Ipouenypa (mops10K) NpOBEAECHUS U BUBI TPOBEPOK

Cpoku npoBeieHus! 1 0POPMIICHHE PE3YIIbTaTOB MIPOBEPOK

CyIIHOCTh M BU/IBI ayIUTa KaIpOBOM JOKYMEHTAIlUU

KanpoBssie 1oKyMeHTHI, TpeOyromue ayaura
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6) Kpurepuu onieHuBaHMsA:

— MPaBWIBHOCTH OTBETA HA BOIPOC;

— [IOJIHOTA OTBETA;

— CTeTeHb TIOHUMAaHUS COJIEPXKAHUS MTPEIMETa;

— JIOTUKA ¥ apTyMEHTHUPOBAHHOCTD M3JI0KECHUS MaTepHaa,

— JIOTHKA ¥ apT'yMEHTUPOBAHHOCTD U3JI0KECHHUS,;

— IPUBEJCHHUE NTPUMEPOB, IEMOHCTPUPYIOIINX YMEHHUE U BIIaICHUE TOTYYEHHBIMU 3HAHUSMH

10 TEMaM AW CHUIIIMHBI B PaCKPBITHH IMOCTABJICHHBIX BOIIPOCOB,

— KyJIbTypa OTBETA.

B) OnucaHue MIKaJbl OLIEHUBAHMSL:

OrneHka «3a4TeHO0» CTaBUTCS, €CIIU:

— 3HAHMS OTJIMYAIOTCS TIIyOMHOM M COJepKaTeIbHOCTbIO, TAETCs MOJHBIN HCUEpPIBIBAIOLINH

OTBCT, KaK Ha OCHOBHBLIC BOIIPOCHI 6I/IJI€Ta, TaK M1 Ha JOIIOJITHUTCIBHBIC,

— CTYACHT CBOOOJHO BJIa/IeeT HAyYHOU TEPMUHOJIOTHEIH;

— JIOTUYHO M J0Ka3aTEIBHO PACKPBIBACT MPOOIeMy, IPEUIOKEHHYIO B OHIIETE;

— OTBET XapaKTepU3yeTcs INIyOUHOM, MOTHOTON U HE COAEPKUT (PAKTHUECKUX OIIUOOK;

— OTBET WUIIOCTPUPYETCS MPUMEPAMHU, B TOM YHCII€ U3 COOCTBEHHOW MPAKTUKH;

— CTYJIEHT JEMOHCTPUPYET YMEHHE apI'yMEHTHUPOBAHO BECTU AUAJIOT U HAYYHYIO JUCKYCCHIO.
OlieHKa «HE 3aU4TE€HO» CTaBUTCS, €CIIU:

— 00HapyKEHO HE3HAHUE WJIM HEMOHUMAaHUE CTYACHTOM CYIIHOCTHOM YacTH UCTOPUU;

— COJIEpKaHWEe BONPOCOB OMiieTa HE PACKPBITO, OMYCKAIOTCA CYIIECTBEHHBIE (haKTHUYECKUE

OI_HI/I6KI/I, KOTOPBIC CTYACHT HE MOXKCET UCIIPABUTH CAMOCTOATCIIBHO,

— Ha 6OJ'II)IHYIO YaCTb AOMOJHHUTCIBHBIX BOIIPOCOB CTYACHT 3aTPYAHACTCA OAaTbh OTBET UJIU HC

Aac€T BEPHBIX OTBCTOB.

TemaTtuka KypcoBBIX padoT
KypcoBas paboTa 110 TUCHUILIMHE HE IPEIyCMOTPEHA yICOHBIM IJIAHOM.

10.4 OueHouHbIe cpeICTBA AJsl OLIEHKH TeKYIel yCcreBaeMOCTH CTY/1eHTOB
Xapaktepuctuka OC 1st obecrieyeHus TeKYIero KOHTPOJIs 0 JUCIUILINHE

HNunexe
WHJIMKaTOpa
Tema/Paznen pa oC Copnepxxanue 3a1aHus
dbopmupyemoit
KOMITETCHIINH
Tema 1. [Ipeamer,
coIepKaHuE U 3aa49u YcrHbIi onpoc Bomnpoce! ycTHOTO 0mpoca
JTUCHUTUTUHBI Hoxnan [TogroroBka noknana
«/loxyMeHTanmoHHoe [1K-3-U-1. Tect TectupoBanue
obecrnieueHue [IpakTrueckue BrlinonHeHnne npakTH4ecKux
yIpaBiIeHUS 3a/IaHus 3aTaHu I
MIEPCOHATIOM»
Tema 2. YcTHBIM onpoc Bomnpoce! ycTHOTO 0mpoca
Knaccudukanus Hoxnan [ToaroroBka noknana
JIOKYMEHTOB T10 [IK-3-1-1. Tect TectupoBanue
YIPABJICHUIO [IpakTrueckue BrlinonHeHnne npakTH4ecKux
TIEPCOHAIIOM 3a7aHus 3aJaHuH
Tema 3. CocraB u .
TODSLIOK YcrHBIM onpoc Bomnpocs! yctHOTO 0ompoca
(bop MHDOBAHIS Hoxnan [TogroroBka nokinana
PMHP [1K-3-1-1. Tect TectupoBanue
JIOKYMEHTAIUH T10
[IpakTrueckue BrinosiHeHNE TPaKTHYECKUX
YIPABJICHUIO .
3a/laHust 3a/IaHui
MIEPCOHAIOM
Tema 4. Opranuzauus MK-3-1-1 YcrHBIM onpoc Bomnpocs! ycTtHOTO 0ompoca
KaJpOBOrO ' Joxmnan IloaroroBka mokiana
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JOKYMEHT0000poTa Tect TectupoBanue

[IpakTrueckue BrinosiHeHnE MpakTHYECKUX
3aaHus 3alaHUI

Tema 5. Koutpois u VYcrHblii onpoc Bomnpock!l ycTHOTO 0Ompoca

IMOATOTOBKA K Jlokman IloaroroBka gokiaama

ApXUBHOMY XPaHEHUIO [1K-3-U-1. Tect TectupoBanue

KaJpOBBIX [IpakTrueckue BellnonHEHNE PAKTUYECKUX

JIOKYMEHTOB 3a/1aHUs 3aIaHUI

Ilepeuens BOIPOCOB K YCTHOMY OIIPOCY

YcTHBI onpoc mpu3BaH CPOPMHUPOBATH 3HAHMS MO AUCHUILTHHE. [I0IroTOBKAa K YCTHOMY
OIIPOCY OCYIIECTBIISIETCS B XOZ€ CAMOCTOSATENbHOM pabOThl U BKIIIOYAET B ce0s U3yUYeHUEe MaTepuasia
II0 BOIPOCaM IPEIACTOAIIEro ompoca. IIoMMMO OCHOBHOrO Marepuana CTYACHT NOJDKEH H3Yy4UTh
PEKOMEHJIOBAaHHYIO JIUTEpaTypy M HMH(OpPMALUIO IO TeMe, B TOM YHUCIE C HCIOJIb30BAHUEM
Wutepuer-pecypcoB. Omnpoc mnpeamnonaraeT YCTHbI OTBET Ha OCHOBHOM U HECKOJBKO
JIONIOJTHUTENBHBIX BOIIPOCOB IpenojaBaTelis WM Ipynnbl. OTBET JOJDKEH NPEACTaBiIATh cO00i
pa3BEPHYTOE, CBA3aHHOE, JIOTUYECKU BBICTPOCHHOE COOOLLEHHE.

Uro coboii mpencTaBisieT JOKYMEHTAMOHHOE 00ECTIeYeHHE YITPaBIICHHs IEPCOHATIOM?

[lepeuncnure 33124 JOKYMEHTALMOHHOTO 00eCHeueH sl yIpaBIeHUs IEPCOHAIOM

HazosuTe ocHOBHEIE (1)YHKIII/II/I ACJIOIMPONU3BOACTBA CUCTCMbI YIIPABJICHUS ICPCOHAIIOM

Kakue mnpeumymiectBa MHOJYyYUT MEHEKMEHT KOMIIAHMM IIOCIE peaju3alMu  3ajgad
JOKYMEHTAI[MOHHOT0 00EeCIIeueHus yIpaBIeHUsI IepCcoHaIoM?

[Touemy BeneHHE JOKYMEHTALMOHHOTO OOECIIEUeHUs YIPABIEHHS MIEPCOHATIOM 00s3aTeIbHO
IUTSL BCEX OpTaHU3aIMi HE3aBUCHMO OT UX ()OPMBI COOCTBEHHOCTH?

YTo BXOOUT B COCTaB HOPMATUBHO-METOAUYECKHUX JOKYMEHTOB/

Uto co60ii nmpeacTaBiIsieT CUCTEMA JOKYMEHTAINHN 7

Kakyto ponp wurparoT yHUHUKANUs W CTaHAapTH3alus B (OPMHUPOBAHUU JIOKYMEHTOB
opraHu3aiuu?

Yrto coboit MpeaCTaBIAIOT JOKaIbHbIE HOPMAaTUBHBIE aKThl KoMnaHuu? [IpuBenuTte npumepsl
JIOKAJIbHBIX HOPMATHBHEBIX aKTOB

Kakue orHomeHus, TtpeOyromue TOKYMEHTAIbHOIO O(OPMIIEHUS KaJpOBOM CityXkO0o0ii,
perynupyet TK PO?

KakoBa mpaBoBas OCHOBa peryJMpoOBaHHUs MOpPsJIKa JOKYMEHTAIMOHHOTO oOecredYeHus
ynpasieHus nepconanom? IlpuBeaure npumMepbl HOPMATUBHBIX IPABOBBIX AKTOB.

Kakwue BOIpochl cienyeT OTpasuTh B MHCTPYKIMH 110 KaAPOBOMY J€JIONPOU3BOACTBY?

[Tepeuncnure rpynisl J0KYMEHTOB, KOTOPbIE OTHOCATCS K KapOBOMY J€JIOIIPOU3BO/ICTBY.

YTo BXOJUT B OpPraHU3aIMOHHBIE M PacTIOpsIUTEIbHbIE JOKYMEHTHI IO KaapaM?

Hazosute YUYETHBIC TOKYMCHTEI 110 KaapaM.

B yem ocobenHocTH MH(DOPMAIIMOHHO-CIIPABOYHBIX IOKYMEHTOB B Ka/IpoBOii padoTe?

BrisgBute HpO6J’IeMHBIe 00JacTH B KaJapOBOM MCHEIPKMCHTC KOMITAHHUH.

Onpenenure nepBOOYEPEIHBIE MEPHI IO COBEPLUIEHCTBOBAHHUIO JOKYMEHTAI[MOHHOTO
oOecniedeHus pabOTHI C IEPCOHATIOM Ha JAHHOM TOPTOBOM MPEANPUSATHH.

Kakue 10KyMeHTBI IO yIpaBJIEHHIO IEPCOHAIOM 0053aTeIbHO JOHKHBI OBITh B KOMIAHUN?

Kaxwue AOKYMCHTHI 110 YIIPaBJICHUIO IICPCOHAIOM ABJIAKOTCSA peKOMeHJIaTeJ'IBHBIMI/I?

Kakue 10OKyMEHTBHI MO YNPaBJICHUIO IEPCOHANOM SBISIOTCS 00s3aTelIbHBIMH IO Mepe
HeoOxoumocTu?

Yro moHUMaeTcs Mol HOPMAaTUBHO-TIPABOBBIMH JIOKYMEHTAMHU B OpraHU3aun’?

B yem 3akmtogaroTcsi 0cOOEHHOCTH BEJIEHUS TPYIOBBIX KHHUXKEK?

[Tepeuncnure yHUGHUIMPOBaHHBIE (POPMBI PUKA3Z0B 110 IUYHOMY COCTABY.

OnumuTe CTPYyKTYpY NPaBUJl BHYTPEHHETO TPYJOBOTO pacopsiIKa.

Kakue snemMeHThI 0OpMIICHHSI KaIPOBBIX JTOKYMEHTOB SIBJISIFOTCS 00s13aTeIbHBIMU?

Ha3zoBute 0cOOEHHOCTH COCTaBIEHUS T0JKHOCTHON MHCTPYKIMH.
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Kakyro cTpyKTypy UMEET MOJI0KEHHUE O MOAPA3IEICHUN?

Kakoii komIuiekc JOKyMEHTOB 00s3aTelIbHO HY>KHO BKJIIOUATh B COAEP)KaHHE MOJIOKEHUsI 00
aTTecTaluu pabOTHUKOB?

Ha kakoii mpaBoBoil ocHOBe Oa3upyeTcsi MepeueHb MTOJIKHOCTEH ¢ HEHOPMHPOBAHHBIM
pabounm HEM?

Kakue ortambl cienyer mnpeaycMOTpeTb Hpu (OPMHUPOBAHUHU TIOJOKEHUS O KaIpOBOM
pesepse?

UYro BKIIIOYAET B ce0sl MOHATHE KOPIIOPATUBHOTO cTaHaaprTa’?

Urto Takoe JOKyMEHTOOO0OPOT KaIpoBOi CiTyk0bi? KakoBbI €0 OCHOBHBIC ATaIbl?

Yro co0oil mpeAcTaBisIOT JTOKYMEHTONOTOK U IUIOTHOCTh JIOKYMEHTOIOTOKa KaJpOBOM
CITY>KOBI IPEATIPUATHSA?

KakoBa cTpykTypa JOKYMEHTOO00pOTa KaIpOBOM CITY:KOBI IPEeAIPUATHS?

Kakue stamnsl npeaycmMaTpuBaeT ONTUMHU3AIMS JOKYMEHTO000pOTa KaIpOBOM CITyKOb1?

HazoBuTe 0CHOBHBIE MOJIOKEHUS, IPUHLUIIBI U TOPSAIOK IOKYMEHTOO00pOTAa.

Uro coboil mpeAcTaBiseT MOPSAAOK OOpPaOOTKH ¥ JBHIKEHUS BXOJSAIIMX, HCXOMISIIAX H
BHYTPEHHUX JOKyMEHTOB OpraHu3aiun?

Kakue orambpl BKIIOYaeT Mpolecc MPEeABAPUTENIBHOIO PACCMOTPEHUSI M PErucTpanuu
JIOKYMEHTOB?

Kakue peructpanmoHHble HOMEpa WIM PErHMCTPALlMOHHBIE MHAEKCHl MOTYT IPHUCBAUBATHCS
JOKyMeHTam?

Kak npoucxoautr paccMOTpeHHE BXOIALIUX JOKYMEHTOB PYKOBOJIWUTEIEM M HAJIOKEHUE
pe3oJironun?

[lepeuncinure 0COOEHHOCTH JOKYMEHTOOOOPOTa BHYTPEHHHX JTOKYMEHTOB KOMITAHUH.

HazoBuTe cpoku 1 crmocoObl OTIPABKH UCXOISAIINX JOKYMEHTOB.

Kakue oCHOBHbBIE 3Tambl MPOXOAAT MPOEKTHl HUCXOIAUIMX JOKyMeHToB? KakoB mopsnox
pErUCTpaly UCXOIAIIMX (OTIPABISAEMBIX) TOKYMEHTOB?

Uto coboil mpencTaBiser 00beM JOKYMEHTO000pOTa KaapoBou ciy:kOb1? JIJisi Kakux 1enen
YUUTBIBAETCA ITOT NOKA3aTENb?

B uem 3akirodaercs CyTh W KaKOB HOPSJOK IOCTAHOBKM JOKYMEHTa Ha KOHTpoib? Kakue
OBIBAIOT CPOKU KOHTPOJIsi? Kakue CyIecTByIOT perucTpalioHHble yueTHbIe (OpPMBbI?

Kak yuutThiBaeTcs pe3ynapTaT KOHTPOJS (TEXHOJOTHSI KOHTPOJIs) M OQOpMIISeTCs
VCIIOJIHEHHBIN JOKYMEHT?

Jnsg uyero HeoOXOIMMO COCTaBIATh TIpaduK JOKyMeHTooOopoTa opranuzanuu? Kakos
MOPSAOK CO3/1aHus rpaduka JOKyMEHT0000poTa7

Uto coboii nmpeacTaBiIseT cucTeMaTu3aus 10kyMeHToB? Uto Takoe aemno?

Kak nporcxoauT rpynnmupoBKa J0KYMEHTOB B IEPBUYHBIE KOMIIJIEKCHI?

CpaBHuTe mnOpuHUUIB (GOpMHpPOBAHUS €1 HOMHHAJIBHBIA, IPEIMETHO-BOINPOCHBIMH,
aBTOPCKHI, XpOHOJIOTUYECKUH, reorpaduuecKuif, SKCIIePTHBIMN.

Yro Takoe HOMEHKIATypa Jed KaapoBoil ciyxOb? KakoBbl ee CymIHOCT, U 3HaueHHE?
Kakumu 1oKyMeHTaMM periaMeHTHPYEeTCsl MOPSAIOK €€ CO3JJaHNus U (YHKIIMOHUPOBAHUS?

KakoB nopsitok pa3paOoTKH U YTBEPKIEHUSI HOMEHKIIATYPHI JIeJI OpraHnu3aIuu ?

Kakue cymecTByroT THUIIBI HOMEHKIATYpbI Jen? KakoB MOpsSAOK COCTAaBICHMS U BEIEHUS JIEN
B COOTBETCTBUM C HOMEHKJIATYPO1?

Jns xakux 1eneil Bedercs KaJapoBas cTaTHCTUKa opraHuzanuu? Uto coOoii mpeacTaBisioT
cnenuduueckue moKazaTenu KaapoBou cTaTucTUKU? Kakue cBeneHHs] OTHOCATCS K TPaJAUIIMOHHBIM
noKazaTensim?

Kakue ocHOBHBIE OTYETHI 00s13aHBI OPTaHU3aUU TIPEACTABISTE it Poccrara?

KakoBo 3HaueHne HH(OPMAIIMOHHBIX TEXHOJOTHH Ui paboOThl CIYKObl YHpaBiIeHHUS
nepcoHanoM? Kakue npukiaaHbie mporpaMmbl 00€CIEUUBAIOT JI€ATEIbHOCTh CUCTEMBI YIPaBICHUS
nepcoHanom?

Kakue 3amaum ympaBieHHs MEPCOHAJIOM HEOOXOOUMO U BO3MOXHO aBTOMATHU3HPOBATH?
Kakoit mporpaMMHBI MIPOAYKT MO YHPABICHUIO IEPCOHATIOM BbI Obl BBIOpAJH JUIsl CBOSH KOMITaHUH,
UCXO0/4 U3 €ro (PYHKIIMOHAIBHBIX OCOOCHHOCTEN?
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KakoBel mpaBuia co3panus, ey, 3a1a41 U (PYHKIIMK apXUBa OpraHu3aluun?

Ha3zoBure Ccpokum XpaHEHHs KaJIpOBBIX AOKYMEHTOB. KakuMm OKyMEHTOM YyCTaHOBJIEHBI
JaHHBIE CPOKU?

Yro 03HAUaeT 3KCNEpPTHU3a LIEHHOCTU JOKYMEHTOB? KakoB MOpPsIOK MPOBEIEHUS SKCIEPTU3bI
LEHHOCTH JOKYMEHTOB? Kak oopMIIstoTCst pe3ysbTaThl SKCIIEPTH3bI IICHHOCTH JIOKYMEHTOB?

Kakoii neiicTByeT nops0K NOArOTOBKH JOKYMEHTOB K apXUBHOMY XPaHEHHIO?

Kakue cymecTByroT TpeOOBaHUS K (POPMHUPOBAHUIO J1€77

KakuMm nomkeH ObITh MOPAJOK PacioIoKEHHs JOKYMEHTOB B Jiesie?

[Tepeuncnure OcHOBHBIE TpeOOBaHUS K ODOPMIICHHUIO A€ U CAaYU B ApXUB.

CpaBHMTE YaCTMYHOE U MOJIHOE OPOpPMIICHHE AEI.

KakoB nopsiiok nepegaun JOKyMEHTOB B apXUB OpraHuzanun’?

KakuMu npaBuiaMu pyKoBOJACTBYIOTCS IIPU BblJjaue JOKYMEHTOB U3 apxuBa?

JUJ1s1 9ero mpoBOJMUTCS POBEPKA HAIMYUS U COCTOSHUS IOKYyMEHTOB B apXHUBE OPraHU3aIuH ?

Kakas ycTaHOBI€Ha OTBETCTBEHHOCTD 32 HapyLIEeHHE 3aKOHOAATENbCTBA 00 apXUBHOM Jesie?

Kakumu HOpMaTHUBHBIMU JOKYMEHTAaMHU PETIAMEHTUPYETCS JAESITENbHOCTh IOCYAapCTBEHHOM
MHCIEKIUU Tpyaa?

B dem 3akiouaroTcsi OCHOBHBIE 33]1a4H TOCYIapCTBEHHON MHCIICKIIUU Tpyaa?

KakuMu noaHoMouYMsIMM HaJieJIeHbl OpraHbl TOCYAapCTBEHHOM nHcnekuu Tpyaa? Kakue onn
OCYIIECTBISIOT (POPMBI IIPOBEPOK?

Odopmure Tabauily, yKka3aB OCHOBHBbIE IpaBMJIa MPOBEACHUS OpraHaMH roCyIapCTBEHHON
MHCHEKUMU TpyJa IUIAHOBBIX, BHEIUIAHOBBIX, JOKYMEHTAPHBIX M  BBIE3JHBIX IPOBEPOK
paboToaaTelei.

Kakue ycTaHOBI€HBI CpPOKHM Il NPOBEACHMSI IPOBEPKH OpraHaMu TIOCYJapCTBEHHOM
MHCIIEKIUU Tpya paboToaarenel - FOpUANYECKHX JIMI U MHAWBUIYAIbHBIX IpeApUHUMAaTeNneii?

Uro Takoe kanpoBblii aynuT? KakoBsl ero nenu u 3agaun’?

Kakue cymectByroT Bubl kajgpoBoro ayaura? Kakossl ux ocodenHoctu? Kakue 10KyMeHTHI
IIPOBEPSIOTCS B IIPOLIECCE KaJAPOBOro ayaura’?

Kpurepuu oneHuBaHus:

1) moNMHOTA M MPaBUIIBHOCTh OTBETA,

2) cTeneHb OCO3HAHHOCTH, IOHUMaHUS U3y4YEHHOT0;

3) s13IKOBOE OPOPMIICHHE OTBETA.

Onucanue mKasabl OLIEHUBAHUS:

OrneHka «OTJIMYHO» CTaBUTCS, €CIH 00yUYaIOIMNCS:

— JIa€T YETKUH, MOJHBIM U IPABUIIBHBIN OTBET 110 BOIIPOCAM, 33/IaHHBIM Ha JI0M;

— JIaeT MCYEPIIBIBAIOLINE OTBETHI HA JOTIOJHUTEIbHBIE BOIPOCHI ITPENOAABATEN U ayIUTOPUN
B paMKax 00CYXJIEHUs;

— JEMOHCTPHUPYET BBICOKHI ypOBEHB BIIaJICHUS] MaTEepUAJIOM IO TeME OTBETa U 00CYKAEHUs,
MIPEBOCXOJIHOE YMEHHE (POPMYITHPOBATH CBOIO MMO3ULIUIO;

— MOET MPOJIEMOHCTPUPOBATH CBS3b TEOPUH U C MIPAKTHUECKUMHU ITPOOIIEMaMHU.

OrneHka «XOpoIl0» CTaBUTCS, €CIIU 00yJaronuiics:

— JJaeT YETKUW W TIOJIHBIM OTBET, HO HEIOCTATOYHO IOJIHBIE OTBETHl HA JOINOJHUTEJIbHbBIE
BOIPOCHI MIpernojaBaTesis U ayJUTOPUHU B paMKax 0OCYKICHHUS;

— JEMOHCTPHUPYET HE CTOJb BBICOKMM YpPOBEHb BJIAJEHUS MaTepHaloM IO TEME OTBETa U
oOcyxaeHus, popMynupyeT CBOK MO3UIMIO HEJOCTaTOYHO YETKO, Pa3MbITO, HE MOXET B IMOJHOU
Mepe OTCTauBaTh €€ B CIIOPE;

— UCTIBITHIBAET CIOKHOCTHU MPU JEMOHCTPALUN TPAKTUUECKUX MPUMEPOB;

— IIOHUMAET CYTh UCNOJb3YEMBIX TEPMUHOB.

OneHka «y0BIETBOPUTEIBHO» CTAaBUTCS, €CIIU 00yYaronuiics:

— J1aeT KpaTKUM OTBET, HE PACKPBIBAIOINI OCHOBHBIE aCIIEKTHI MaTepHala 0 TEME;

— IEMOHCTPUPYET HU3KHUI YPOBEHB BIIAJICHHUS MaTEpUAIOM IO TEME OTBETA M 0OCYKIECHHUS, HE
TOTOB OTBEYaTb HA JIOMOJHUTENbHBIE BOMPOCHI, (HOPMYIUPYET CBOIO TO3UIUIO Pa3MBITO,
IIOBEPXHOCTHO, HE MOYKET OTCTOSITh €€ B CIIOPE;
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— HE MOXET MOJAKPETUTh CBOM OTBET MPAKTUYECKUMU MPUMEPAMH.

O1eHKa «HEYIOBICTBOPUTEIIBHO)» CTABUTCS, €CIIU 00 yJarONTUICS:

— nmaet cnalblii OTBET MO TeMe, HE PACKPHIBAIOIIMN CYTh BONPOCA U OCHOBHBIC ACIICKTHI
MaTepuaa 1o TeMe;

— HE MOXET OTBETUTh HA JIOTIOJHHUTEIbHBIC BOMPOCHI MO TEME WIH MPHUHATH Y4acTHE B
00CYX/ICHHH;

— HE BUJIUT CBSI3H TEOPUU C MPAKTUYECKUMU TPOOIEMaMH;

— HE BJIaJICET TCPMHHOJIOTHECH.

TeMbI DOKIIAIOB

Jlokiian ¢ mpe3eHTanMeil — MOATOTOBIEHHOE CTYACHTOM CaMOCTOSITEIBHO ITYyOJIUYHOE
BBICTYIUICHHE TI0 TIPEACTABJICHUIO Y4EOHO-TIPAKTHYECKOTO BOIMPOCA WJIM MOJYyYEHHBIX PE3yJIbTaTOB
pElICHUs ONpeIeTeHHON Y4eOHO-HCCIIeI0BATENBCKOM TPOOJIEMbI (B COTIPOBOKICHUH IJICKTPOHHON
MIPE3CHTAIIHH ).

[Ipy BBIMOMHEHWM JOKJIaga CTYACHT JOJDKEH IPOJEMOHCTPUPOBATh TJIABHBIC KauyecTBa
UCCIIeIOBATENsl: YMEHHE TMPOBECTH HCCIEIOBAaHUE, YMEHHE TIPernojHecTd (TPe3eHTOBAaTh)
PE3YNIbTAThl UCCIICIOBAHUS CIYIIATEIISIM MPU TIOMOIIH MPE3SHTAIMA U YMEHHUE KBATU(UIIMPOBAHHO
OTBETUTH Ha BOIIPOCHI.

Vcropus pa3BUTHSA AETONPOU3BOCTBA.

CoBpemeHHast cucTeMa OpraHoB TOCYJapCTBEHHOTO yripaBieHus Poccun

HopmartuBHo-MeToMueckas 0a3a JOKyMEHTAllMOHHOIO 00eCTIeYeH s yIIPaBICHHs

3akoHoarenbHbIe akThl PO B cepe nHpopmanmm U TOKyMEHTALUN

CucreMbl TOKyMEHTalUU

IToaroToBKa TOKyMEHTOB

Odopminenue cnykeOHBIX JOKYMEHTOB B cO-OTBeTCTBUH C¢ TpeboBanusimu ['OCTa P 7.0.97-
2016

CrnyxeOHble THChMa

['pynnel nepenucku

MesxayHapoiHble CTaHJapThl IO O(POPMIIEHUIO JOKYMEHTOB

Cnyx0bl JOKYMEHTAI[MOHHOTO O0ECIIeUeHUs yIIPaBICHUS

CyIHOCT TOKyMEHTAIlMOHHOTO 00ecieueHus YIpaBIeHUs

3anaun U QyHKIHUH CITY>KOBI JOKYMEHTAIIMOHHOTO 00€CTICUeHUsI YITpaBICHUS

[TpaBa 1 OTBETCTBEHHOCTH CIYKObI JOKYMEHTAITUOHHOTO 00ECIEYeHHs YIIpaBICHUS

JlokyMeHTOOOOpOT OpraHU3aINH

XapakTepHuCTUKa KOMILJIEKCOB KaJIpOBOW JOKYMEHTAlU!

HopmartuBHas u HopMaTHUBHO-CIIpaBOYHAs! TIOKYMEHTALIHS

[TnanoBas kagpoBasi JOKyMEHTALUs

OpranuzalvoHHO-TIPaBOBast JOKYMEHTAIUs

[TepconanbHasg OKyMeHTaLuUs

JloroBopHasi JOKyMEHTAaLMs

PacniopsurenbHas JOKyMeHTaus

VYHuuuupoBanHubie GOpMBbI TPUKA30B O JUYHOMY COCTaBY

VY4eTHas JOKyMeHTalus

JlokyMeHTamus no yueTy pabo4ero BpeMeHHU U pacueToB C IePCO-HAJIOM 10 OIlIaTe Tpyia

Ot4eTHas U OTYETHO-CIPABOYHASL JOKYMEHTALUS

TpynoBeie TOTrOBOPBI

JIOKYMEHTBI 110 INYHOMY COCTaBy

[Tpouecc oopmiieHUs 1 BeI€HUS JTUUHBIX AeI

OrneHka 3HaYMMOCTHU JOKYMEHTOB

[ToaroToBka JOKYMEHTOB Ul CAAYM B apXUB

ObecneueHne COXpaHHOCTHU JIOKYMEHTOB
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TpeboBanus k popme npeacTaBiIeHUss THPOPMALUH B TOKIIAC.

1. B noknane ciaenyer pa3bICHUTh TEPMUHBI U CUMBOJIBI IIPY IEPBOM YIIOMUHAHUU B TEKCTE.

2. Nnmroctpanuu ¥ TaOJIMLBI MCIIONB3YIOTCS B JIOKJIAA€ TOJBKO B TEX ClydasX, €CIM OHHU
IIOMOTAIOT PACKPBITh COJIEPKaHNE UCTOYHUKA.

3. Ilpu moAroToBKe J0OKIaga ciaelyeT n30eraTb JUIMHHBIX, 3aITyTAHHBIX MPEATI0OKESHUN, O0IINX
¢bpa3, IOBTOPEHUI, JIMIIHUX CJIOB U CIIOBOCOYETAHUH, 3aTPYAHSAIOLINX YTEHHE U BOCIIPUATUE TEKCTA.

4. HeoOxomuMo wu30erarp INTAMIIOB M KaHLEIAPU3MOB BpOJIE «3a0CTPHUTH BOIPOCH,
«BCJIEJICTBUE HAIUYMSI», «B CBETE», «UMEET MECTO», «(PAKTUUECKH», «ITPAKTUUECKU» U T.II.

5. HeobGxomumo cTporo cobmojaTh €IuHOOOpa3re TEePMHHOB, 0003HAYCHUM, YCIOBHBIX
COKpAIllEHUH U CUMBOJIOB.

6. Hayto uzberarp 4acToro moBTOPEHUS CIIOB, YHOTPEOICHUS OJJUHAKOBBIX CIIOBOCOYETAHUN U
000pOTOB, IBOWHOIO YIIOMUHAHUS MOHATHH B OJTHOM (paze.

B 3akimouennu aenaroTcs o0IIre BIBO/IBI.

[TpezenTanust — 310 ¢ailn ¢ HeOOXOAUMBIMU MaTepHajIaMy JOKJa/la, KOTOPBIA COCTOUT U3
MIOCJIE0BATENBHOCTU Ciaii1oB. CTYAEHTY HEOOXOAMMO YMETh paclpeesaTh MaTepuai B Ipeaesnax
CTpaHMILIbI M T'PaMOTHO pa3MellaTh OTAeNbHbIE OOBEKTHl. B 3ToM emy mnomoskeT 1enblii Habop
TOTOBBIX O0OBEKTOB (MMUKTOTPAMM, TEOMETPUIECKUX (PUTYpP, TEKCTOBBIX OKOH H T.JI.).

TpeboBaHusI K Ipe3eHTALUH

OpnHOlf M3 OCHOBHBIX INPOrpaMM JJIs CO3/IaHUs NIpPE3eHTAUMN SBISETCs HporpamMma MS
PowerPoint. IlepBblii craiia HpPe3eHTALMH IODKCH COICpKATh TeMy paboOThl, (GaMUIIUI0, HUMS U
OTYECTBO MUCHOJIHHUTENS, MU(P y4eOHOM TPyMIIEl, a Takke (HaMUINI0, UMS, OTYECTBO, TOJDKHOCTD U
YUYEHYIO CTelleHb npenojasaress. Ha BropoM cnaiine nenecooOpa3Ho MpeACcTaBUTh Leb U KpPaTKoe
cojepkanue npeseHtauuu. llocienyromue ciaiiibl HEOOXOAUMO PAa3OUTh Ha paslienibl COIVIACHO
IYHKTaM IUIaHa Jokjaaaa. Ha 3akimrounTenbHbIN ciaiii BBIHOCUTCS caMO€ OCHOBHOE, TJIaBHOE U3
CoJIepKaHusl IIPE3EHTALINN.

Kaxplii cnaii 10omKeH coliepkaTh 3aroJIoBOK. B 3aroioBkax J0ikeH ObITh OTPAXKEH BBIBOJ
U3 TpEACTaBIEHHON Ha cnaige uHpopMmanuu. [lpu mobaBieHMH PHUCYHKOB, CXEM, JIHUarpaMM,
CHMMKOB 3KpaHa (CKpPHUHIIOTOB) HEOOXOJMMO IPOBEPUTh TEKCT 3TUX 3JIEMEHTOB Ha HaJIW4ue
OLIMOOK.

Kpurepun onieHnBaHus:

OcHOBHBIMU  TpeOOBaHUSMU K JOKJIAAy, IO KOTOPBIM IPOMCXOJUT  OLICHUBAHUS
BBITTOJIHEHHON pabOTHI, SIBISIOTCS:

— COOTBETCTBHE COJAEpX aHUS JOKJIaJa TEeME HCCIeAOBaHUsA, €€ IeJd U IOCTaBICHHBIM
3a/1a4aM;

— aKTYaJIbHOCTh U MPaKTUYECKasi 3HaYMMOCTh TEMBbI, B3aUMOCBSI3b MPEAMETA UCCIIEI0BAHUS C
POOJIEMHBIMH BOIIPOCAMHU HAYKHU M MTPAKTHUKH;

— aHaJIM3 CTENEeHU Hay4YHOH pa3pab0TaHHOCTU U30paHHOM TeMbI UCCIIEA0BAHNUS;

— JIOTMYECKas IOCJIE0BATEIbHOCTh W3JIOKEHUs MaTepuana, 4eTKas LeJieBas OpHUEHTalus
paboThl, ee 3aBEpIIEHHOCTD;

— aKTyaJbHOCTb, JOKa3aTelIbHOCTb M JIOCTOBEPHOCTh NPEACTABICHHOTO B paboTe
SMIUPUYECKOTO MaTepuaa, apryMeHTHPOBAHHOCTh 1 0OOCHOBAHHOCTD BBIBOJIOB M MPEJIOKEHUHN 110
uccliieyeMol npodiemMe, COOTBETCTBYIOIIMX ITOCTABICHHBIM 33/jauaM MCCIIeIOBAHNUS;

— CaMOCTOSITeNIbHOE M TBOPUYECKOE BBHIMOJIHEHHE PabOThl, HAIMYUE y aBTOpa COOCTBEHHBIX
CYXXJIEHHH 110 MPOOIEMHBIM BOIIPOCAM TEMBI;

— JIJaKOHUYHOE U TPaMOTHOE M3JI0)KEHHE MaTepuraa,

— BJIaJICHUE aBTOPOM MAaTEPUAJIOM IIPH 3alLUTE JOKJIAAA C UCIIOIb30BAaHUEM IIPE3ECHTALIUH.

Onucanue mKasabl OLICHUBAHUS:

OneHka «OTJIIMYHOY CTaBUTCSI, ECIIH:

— coJlep)KaHue JOKJIaJa C Ipe3eHTalueld COOTBETCTBYET TEME HCCIIEOBaHUS, €€ LeNsM U
IIOCTABJIEHHBIM 33]1a4aM;

— TeMma akTyalbHas M TPAKTUYECKH 3HA4YMMa, BBIPA)KEHAa B3aMMOCBS3b IpeaMeTa
UCCIIEIOBaHMS C TIPOOIEMHBIMU BOTIPOCAMH HAyKH U IPAKTUKU;
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— TPOBEJICH Ha BBICOKOM YPOBHE aHAIMU3 CTENEHU pa3pabOTaHHOCTH BBIOPAHHOW TEMBI
UCCIICIOBaHMS;

— NIPUCYTCTBYET JIOTUYECKAs MOCJIEI0BATEIbHOCTh U3JI0KEHUsI MaTepuaia, 4eTKas liejieBas
OpHeHTalus paboThl, €€ 3aBEPLUICHHOCTD;

— aKTyaJIbHOCTb, JOKa3aTE€IbHOCTb U JOCTOBEPHOCTb IIPEACTABIECHHOIO B padoTe
SMIMPHUYECKOr0 MaTepualla, apryMEeHTUPOBAaHHOCTb U 00OCHOBAaHHOCTb BBIBOJIOB U MPEAJIOKEHUN 1O
UcclieyeMol mpodiieMe, COOTBETCTBYIOIIMX ITOCTABJICHHBIM 33aja4aM HCCIIeIOBAHNUS;

— MPOJEMOHCTPUPOBAHO CAMOCTOSTEIILHOE M TBOPYECKOE BBINOJIHEHHE PAa0OThl, HAJUYUE Y
aBTOpa COOCTBEHHBIX CYXKJICHHH IO MPOOIEMHBIM BOIIPOCAM TEMBI;

— JIJAKOHNYHOE U TPaMOTHOE HU3JI0KCHHE MaTepraa,

— CTYZEHT IPOJIEMOHCTPUPOBAJ BBICOKUI YPOBEHb BJaJICHUS MaTepHalloM, OTBETUJ Ha BCE
BOIIPOCBI.

OrneHka «XopoI0» CTaBUTCS, €CIIH:

— COJEprKaHue TOKJIa/a ¢ IPE3CHTAlUEN COOTBETCTBYET TEME UCCIIEIOBAHU;

— c1abo BBIpaKEHA B3aUMOCBS3b NPEAMETa HCCIEAOBAHHS C MPOOJIEMHBIMH BOIPOCAMH
HAyKH U IPaKTUKU;

— IIPOBEJICH aHAIN3 y4eOHOM JIUTEepaTypbl 0€3 CChUIKM Ha HAyYHYIO JIUTEPATYPY;

— HapyIlEHAa JIOTHYECKasl [TOCJIEN0BATEIbHOCTD U3JI0KEHUS MaTEpUAa;

—  HEJOCTAaTOYHAas  HMIHpHYECKas 0a3a  WCCIENOBaHMA: HE  IMPOAHAIM3UPOBaHA
IIPaBONIPUMEHUTEINBHAS IPAKTUKA, CTATUCTUYECKHUE JaHHbIE U T.I1.

— HEI0CTaTOYHAsl apryMEHTAlMsI CJICIIaHHbBIX BBIBOJIOB;

— CTYJEHT IPOAECMOHCTPUPOBAII HE CTOJIb BHICOKHI YPOBEHb BJIAJICHUS MaTEPUAIIOM, OTBETHII
HE Ha BCE BOIIPOCHI.

OneHka «yA0BIETBOPUTENIBHO» CTABUTCS, €CIIU:

— COJeprKaHUe JI0KJIa/la C IPe3eHTaluel He pacKpbIBAET TEMY UCCIIEIOBAHMS;

— He BbIpa)XE€HA B3aMMOCBS3b IIPEIMETA MCCIEJOBAHUS C MPOOJIIEMHBIMU BOIPOCAMHU HAYKU U
MPaKTUKU;

— HE IPOBEJIEH aHaJIM3 CTENeHU Pa3pabOTaHHOCTU TEMBI UCCIIEI0BAHMS;

— MaTepuall U3JI0)KEH HENOoCIe10BaTEIbHO U HEJIOTUYHO;

— OTCYTCTBYET JOCTAaTOYHAs HIMIHUpHUEcKas 0a3a;

— HEeT COOCTBEHHBIX BBIBOJIOB, HE ITPOJIEMOHCTPUPOBAHA CAMOCTOATEIBHOCTD CYXACHUI;

— CTYACHT IIPOJEMOHCTPUPOBAJI HU3KUHI YPOBEHD BIIaJICHUS MaTEPUAIIOM.

OneHka «HEey/10BIETBOPUTEIILHOY CTaBUTCS:

— paboTa He ImpeJCTaBlieHa JMOO HE COOTBETCTBYET BCEM 3asBICHHBIM KpPUTEpPUSM,
BBITNIOJIHEHA C HAapYIIEHUEM TpeOOBaHU, CTY/IEHT HE BJIAJEET MaTEPUATIOM.

IIpumepHBIE TECTOBBIE 3aaHUS

Tect — 3TO cucTeMa KOHTPOJIbHO-U3MEPUTENFHBIX MaTepHajoB CIEUPUUECKOr (OpMBI,
ONPENIETICHHOTO COJIepKaHUs, YIOPSAJOUYECHHBIX B PaMKaxX ONPENEICHHON CTPAaTEeTruu MpEeabsIBICHUS,
MO3BOJISIFOIIASE KAYECTBEHHO OLIEHUTH CTPYKTYPY U 3PPEKTUBHO U3MEPUTH YPOBEHb 3HAHUN, YMEHUN
Y HaBBIKOB MO y4e€OHOM JUCIUIUIMHE. TeCcTHpOBaHUE SIBISIETCS OJHOW M3 (HOPM TEKYIIEro KOHTPOJIS
Y TIO3BOJIIECT MPOBEPUTH C(HOPMUPOBAHHBIN YPOBEHb 3HAHUIA MO TUCITUTUINHE.

TecTbl MOTYT BKJIIOUaTh B CEOSI:

— BOIIPOCHI C €IMHCTBEHHBIM BHIOOPOM;

— BOIMIPOCHI C MHOKECTBEHHBIM BBIOOPOM;

— BOIIPOCHI HA COOTBETCTBHUE;

— BOIIPOCHI, CBSI3aHHBIE TOTIOJIHEHHEM KOHTEKCTA U T.1I.

Tema 1. Ilpeamer, conepaHWe © 3aJa4d JUCIHIUIHHBI «JlOKyMeHTanMOHHOE o0ecredeHue
YIpaBIEHUS TIEPCOHATIOM

1. K 3amagam cucTeMbl TOKyMEHTAIIMOHHOTO 00ecTieueH s YIIpaBiIeHHs IIEPCOHATIOM HE OTHOCUTCSL:

Br106epuTe 0MH WM HECKOJBKO MPAaBUIIBHBIX OTBETOB

odopmIIeHUE TOKYMEHTOB I10 IICHCHOHHOMY CTPaXOBaHUIO

OpraHM3anys pacdeTa 3apabOTHON TUIATHI
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OpraHu3alys y4era JIMYHOTO COCTaBa

opraHuszanus y4yera pabouero BpeMeH!

o0ecriedeHne BeJICHUS 1 XpaHEHUS TPYAOBBIX KHIKEK

BbIJIa4a CIIPABOK O IPOLUION TPYJOBOM AEATENbHOCTH PAOOTHUKOB

2. lokyMeHTanoOHHOE O0ecTieueHIe YIIPaBICHHS TEPCOHATIOM 00S3aHbI BECTH:

TOCY/IapCTBEHHBIE YUPEKICHUS

KOMMEPUYECKHE CTPYKTYPHI

TOJIbKO WHANBUAYaJIbHbIE IPEAIPUHUMATEIH

opranuszanuu J1o00i GopMel COOCTBEHHOCTH

3. Peanuzauusi 3amad4 JAOKYMEHTAlMOHHOTO OOCCIEUEHHs YIPABICHUS MEPCOHAIOM MO3BOJIUT
MEHEDKMEHTY KOMIIaHHU:

Bribepute oarH UM HECKOIBKO MPaBUIBHBIX OTBETOB

€037aTh paunoHanbHyt0 cuctemy JOVII

HOBBICUTH J1OXOJ KOMIIAHUH

YBEJINYUTH KOHKYPEHTOCIIOCOOHOCTh KOMIIAHUU

MOBBICUTH KOPIIOPATUBHYIO KYJIbTYPY KOMIaHUU

4. B cucremy JOKYMEHTAIlMOHHOTO O0eCTIeueH sl YIIPaBIeHHsI IEPCOHATIOM BXOJHUT:

OpraHu3anysi JOKyMEHTOO000pOTa KOMIIAHUH B LIEJIOM

BEJICHUE U COCTABJICHHE O(UIMATBHBIX CITYKEOHBIX JOKYMEHTOB, a TAK:Ke HX 00padOTKa M XpaHEHUE

BeJICHHE JJOKYMEHTOB IO KaJpaM U YIPaBIEHUIO IEPCOHATIOM KOMIIaHUU

5. Cpenn mpaBOBBIX JOKYMEHTOB OCHOBOIIOJATaroIUM MJIsi JOKYMEHTAIlMOHHOTO O0eCIeUeHHS
yIpaBJIeHUsI IEPCOHAIOM SBJISIETCSI:

Konekc P® 06 anMHUHUACTPATUBHBIX TPABOHAPYIICHUSIX

JIOKaJIbHbIM HOPMATUBHBIA aKT

I'paxxnanckuit kogexkc PO

Tpynosoii kogexkc PO

6. Cuctema TOKyMEHTAITUH MPEJCTaBISACT COOOM:

COBOKYITHOCTh B3aMMOCBSI3aHHBIX U B3aUMOACHCTBYIOIINX JOKYMEHTOB

COBOKYITHOCTb JIeJl B OpraHU3aIiy;

MOPSAZIOK IMOATOTOBKU TOKYMEHTOB

COBOKYITHOCTh HOPMaTHBHO-METOINYECKUX JOKYMEHTOB

7. TepMuHBI ¥ OTIpeIeNICHUs IO AETOMPOU3BOACTBY 0003HAUCHBI B CIIEAYIOIIEM IOKYMEHTE:

I'OCT P 6.30—2003

Enunblil kBanu(UKAIMOHHBIN CIPAaBOYHUK JOJDKHOCTEH PYKOBOIMUTENEH, CIELHATUCTOB U APYTHX
CITy>Kalux

I'OCT P 7.0.8—2013

Tpynosoii kogexkc PO

8. HanmeHoBaHue TOKYMEHTa OINPEeNsieTcs:

BUJIaMH TOKYMEHTOB, IpeaycMoTpeHHbIXx OKY J]

HOMEHKJIATypOH Je1

I'OCT P 7.0.8—2013

NPUHATHIM B OPTaHU3alNU IEPEYHEM JOKYMEHTOB

TpynoBeiM KojiekcoM PO

9. Kakoit 7okyMeHT ompenensier 00beM paboT 1o JIETIONPOU3BOICTBY?

NPUKa3 PyKOBOAUTEISI KOMIAHUN

Hopmbr BpemeHrn Ha pabOThI MO JOKYMEHTAIIMOHHOMY OOECIIEUEHHIO YIIPABIEHYECKUX CTPYKTYpP
(henepanbHBIX OPTaHOB MCTIOJIHUTEIBHOM BIACTH

KBaJIM(PUKALMOHHBIN CIIPaBOYHHK JTOJDKHOCTEH PYKOBOAUTEIEH, CIEUAIIMCTOB M APYTHX CIYXKaIHX

TpynoBoii kogekc PO

COOTBETCTBYIOIINN ITpUKa3 MHUHKUCTEPCTBA TPyJa U COLUAIBHOM 3aIlUThI

Tewma 2. Kiaccudukarus TOKyMEHTOB I10 YIIPABIECHHUIO TIEPCOHATIOM

1. JlokymeHTanuioHHOe oOecliedeHrue YIrpaBlieHWs B OpraHW3alldil CBs3aHO C obecredeHueM
JESTebHOCTH CITY>KOBI yIIPaBICHUS IEPCOHATIOM IO CIIETYIOIINM acTIeKTaM:

Br16epuTe 0MH WM HECKOJIBKO MPAaBUIIBHBIX OTBETOB

MPOU3BOJICTBEHHBIN

MPaBOBOM

OpraHU3alMOHHBII
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KaJpOBBIN

TEXHUYECKUH

2. MHCTpYKIMS 10 KaAPOBOMY JIEIONPOU3BOICTBY HPEACTaBIISET COOOM:

HOPSIIOK NEHCTBUI ¢ JOKYMEHTaMH B COOTBETCTBHH C JCHCTBYIOIMMHA HOPMaMH U IpaBUIaMU

JOKYMEHT, COZIEp KAl HOPMbI U IIPAaBUJIA, PETYIUPYIOLINE AEATEIbHOCTh KapOBO CIIy>KOBI

CIPaBOYHHK, COACPKAIINHI EPeYeHb UCTIONb3yEMBIX TJOKYMEHTOB

JOKYMEHT, COJIepKaI1il HOPMbI, IPAaBWJIA, €MHBIE TPeOOBAHUS K TOKYMEHTAM B OpraHU3allH

3. OmHa u3 knaccupuKanyii KaApOBHIX AOKYMEHTOB IPEAINOJIaraeT MX [AENECHHE Ha CIEOYIOLIHNe
TPYIIIIBL:

o0s3aTeNbHBIE JOKYMEHTHI, JOKYMEHTHI, BEI€HHE KOTOPHIE 3aBUCHT OT CIECUU(HKH OpraHu3alui;
JOKYMEHTHI, HE SIBJIAIOLINECS 00s3aTeIbHBIMU

o0miye TOKyMEHTHI; JOKYMEHTBI 110 BHAM JCSTEeIbHOCTH

KaJpOBble JOKYMEHTHI; (PMHAHCOBBIC TOKYMEHTHI; OyXranTepcKas TOKyMEHTaIHSI

4. lllTaTHOE pacnycaHUE yCTaHABIMBAET:

rpa¢uK OTILyCKOB IITaTHBIX COTPYIHUKOB

pacrucanye BEIX0/1a Ha Pa0OTy IITATHBIX COTPYAHUKOB

YUCJIEHHOCTh CTPYKTYPHBIX MOAPA3JEICHUNA B COCTAaBE OPraHU3allH, JAOJKHOCTHOM M UYMCIICHHBIN
cocTaB pabOOTHHUKOB

MOPSIOK pabOThI BCEX COTPYTHUKOB OpTaHU3aINN

5. UTo u3 mepeuncIeHHOr0 He OTHOCUTCS K OPTraHU3aIlMOHHBIM JJOKYMEHTaM I0 KajapaM (TiepcoHary)?

MIOJIOKEHHUE O MOAPA3ACICHIH

TPYZIOBOIl 1OrOBOP

HITATHOE PaclUCaHue

JOJDKHOCTHAsI MHCTPYKLIUS

JOKJIaHasl 3aM1cKa

6. UTo W3 MepevncIeHHOro He OTHOCUTCS K pacTIOpsANTENbHBIM JJOKYMEHTaM 110 Kaapam?

BI)I6CpI/ITC OJWH WX HECKOJIBKO MMPAaBUJIbHBIX OTBETOB

NPUKa3 O BHECCHUHU U3MEHEHUH B TPYLOBYIO KHIKKY

pacropsbkeHUe PYKOBOAMTES TOIpa3/IeieHus

MIOJIOXKEHHUE O TOIPa3IeIICHIH

NpUKa3 o preMe Ha padoTy

7. IlacTy KaKuX IIBETOB JIOITyCKAETCs UCIOIb30BaTh ISl 3aI0JIHEHHS Ky pHaa (KHUTH) y4eTra?

BBI6epI/ITe OIWH WM HECKOJIbKO MMPAaBUJIIbLHBIX OTBETOB

KpPacHOTo

3€JICHOTO

CHUHETO

YepHOTO

LIBET MACThl 3HAYECHUS HE IMEET

8. UTo M3 mepeyrcIeHHOro He OTHOCUTCS K MH(POPMAIMOHHO-CIIPABOYHBIM JIOKYMEHTaM B KaJpOBOMH
pabote?

Bribepure oarH UM HECKOIBKO IPaBUIBHBIX OTBETOB

JMYHBIE KAPTOUKH

aBToOmorpadun

XapPaKTCPUCTUKU

MPOTOKOJIBI

JIeJIOBBIE MTUChMA

AKThI

9. BBOJIHYIO M KOHCTaTUPYIOLIYIO YaCTH BBIIEJSIOT B CICIYIOLIEM JOKYMEHTE:

XapaKTepUCTUKA

MPOTOKOI

aKT

JIOBEPEHHOCTb

JIEJI0OBOE TMHUCHMO

10. «[doBoxy mo Bamero cBemeHus, uro 27.07.2019 r. crapmmuM MeHEIKEpPOM OTJeNna TMPOJax
WpanoseiM B. W. O6bu10 gomymieHo HEKOPPEKTHOE MOBEACHUE B aJlpec 3aMECTHTEIN TIaBHOro OyxranTepa A.
b. CunopoBoii». B kakoMm TOKyMEHTE MOXET OBITh TIOIOOHBIN TEKCT?

JIOKJIa/IHasl 3aM1CKa

00BSICHUTENIbHAS 3aIIHCKa
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MIPOTOKOI

XapaKTepUCTHUKA

3asBJICHNE

CIpaBKa

11. loxmagHas 3amucKa sBISIETCS] JOKyMEHTOM, B KOTOPOM:

MOSICHSIIOTCS OTACTIbHBIC MOJ0KESHHUS BHIIOMHEHHOH paboThI

M3JIaraeTcs MpeaioKeHNe TOHKHOCTHOMY JIHITY

OTIMCHIBAIOTCS WITH TIOATBEPKIAIOTCS pa3TUIHbIe (DaKThI U COOBITHS

PYKOBOIMTENS OpPraHM3alMd WJIM CTPYKTYpHOTO ToOApasieicHus HHPOPMHUPYIOT O pa3iuYHbIX
COOBITHSIX MJTH CIIOKUBIINXCS CHTYaIUSIX

COJIEPKUTCS paCTIOPSDKEHUE 110 KaJAPOBBIM BOIIPOCAM

12. JIokyMeHT, B KOTOpOM He TpeOyeTcs yKa3blBaTh €ro HAMMCHOBAHUE!

JOKJIaHas 3aMucKa

00BSCHUTENBHAS 3aMrCKa

aKT

aBToOmorpadus

IUCbMO

CIpaBKa

13. Kak nHayve Ha3bIBAIOT TAKOM THUII JICJIOBOTO MKUChMa, Kak odepra?

IMUCbMO-TIOATBEPKACHUC

MUCHMO-TIPEIUIOKEHIE

MUCHMO-3aITPOC

rapaHTUHHOE MHUCbMO

14. OT™MeThTE TUCHMA, KOTOPBIE OTHOCATCS K KOMMEPUYECKHM:

Bri0epuTe oauH WM HECKOIBKO MPAaBUIIBHBIX OTBETOB

MUCBMO-3a1pocC

COIIPOBOUTEIHHOE MTUCHMO

MUCHMO-TIPOCH0a

rapaHTUHHOE MHCbMO

IMUCbMO-TIPETCH3UA

15. Ykaxunre BUA JOKYMEHTA, KOTOPBIH COAEPIKUT YaCTh TI0J] HA3BAHHEM «IIOBECTKA JTHSD):

JIOTOBOP

MPOTOKOI

CIpaBKa

aKT

JOKJIa/THAs 3aMncKa

16. Ilepenaya onpesie/ieHHBIX MIPaB JTOBEPUTEINS KOMY-THO0 3aKPEIIAETCS B TAKOM JIOKYMEHTE, KaK

Beenure Ha MecTe mpoIrycKka TeKCT (PErucTp He YIUTHIBASTCS)

17. CBeeHus 0 ceMbe COTPYIHUKA yKA3bIBAIOTCS:

BI)I6epI/ITe OIWH WM HECKOJIbKO MMPAaBUJIIbHBIX OTBETOB

B IIPOTOKOJIE

B 3a5IBJICHUH

B aBTOOMOTpadun

B XapaKTEPUCTHUKE

B JIOBEPEHHOCTHU

B aKTe

18. «3a Bpemsi pabOThI MPOSABUI ce0s1 KaK KBATU(UIIMPOBAHHBIN CIICIUAIKCT. SIBJISIETCS HACTOSIIMM
npodecCHOHANIOM, YMENO PYKOBOAUT BBEPEHHBIM €My IIOApa3AeieHUEM, IOJb3yeTCsl 3aciTy>KEHHBIM
YBaKEHHEM Cpelld COTPYIHUKOBY. Kakol TOKyMEHT MOXeT coAepikaTh MoJ00HOe onucaHue?

aBToomorpadus

MPOTOKOI

JIOBEPEHHOCTb

JIOKJIa/THAs 3aIrcKa

XapaKTepUCTHKA

Tema 3. CoctaB 1 OpsIoK (hOPMHUPOBAHUS JOKYMEHTAIWH IT0 YIIPABICHHUIO TIEPCOHATIOM
1. YaudummposanHyto GopMy UMEIOT CISAYIOMUE JOKYMEHTHI:
Br10epuTe 0MH WM HECKOJBKO MPAaBUIIBHBIX OTBETOB
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HPUKa3bI

Tabenb yueTra pabovero BpeMeH!
JMYHAast KapTOUKa
KOJUICKTHBHBII TOTOBOP
JIOJDKHOCTHASI HHCTPYKITHS

2. PacnpeﬂeﬂHTe YKa3aHHbIC KaIpOBbIC JOKYMCHTEI 10 COOTBCTCTBYIOIIIUM I'pYIIIIaAM.

MOJIOKEHHUE O TIePCOHATC ITo Mepe HEOOXOAUMOCTH
TTOJIOXKEHHE 00 OXpaHe KOMMEPUYECKOM TalHbBI O0s3arenbHbBIe
rpaduK OTITyCKOB Pexomenmyembie

KOJUICKTUBHBIN JJOTOBOP

JOJDKHOCTHASI MHCTPYKITHSI

MpaBuJia BHYTPSHHETO TPYAOBOTO paclopsiaka
JINYHAS KapTO4YKa paOOTHUKA

rpaduK CMEHHOCTH

3. Ha xakoii cpok MOXKEeT 3aKIIF04aThCs TPYIOBOH TOTOBOD?

BI)I6CpI/ITC OJWH WM HECKOJIbKO MMPAaBUJIIbHBIX OTBETOB

Ha CPOK, KOTOPBIN onpezesieTcs: paboTronaTenem

Ha HEONpeCICHHbIN

Ha OIpPEIEIEHHBIN

4. TTo yaudurmpoBanuoit ¢popme Ne T-13 cOCTaBISIFOT CACAYIOIINIM JOKYMEHT:
Tabenp yueTra pabodero BpeMeH!

rpaduk oTIycKOB

JUYHYIO KapTOYKy pabOTHHKA

IITaTHOE PAaCIACaHUE

5. KakoB HOpMaTHBHBIN CPOK XpaHEHUS rpaduKa OTIYCKOB?

1 rox

5 ner

2 roga

3 roma

noJIroza

6. Ilpuka3s, ecu oH 0o)OpMIIEH B TIPOU3BOJIBHOI popme, Oyaer:

HEIeWCTBUTEIbHBIM

JIEUCTBUTENIbHBIM

JIEHCTBUTETHHBIM, €CIT B HEM YUYTECHBI Bce TpeOOBaHMs K 00s13aTeIbHBIM PEKBU3UTAM
7. Odopmienue Ha pabOTy 110 COBMECTUTENBCTBY B TPYAOBYIO KHIXKKY:
3alUChIBACTCS BCET/Ia

3aIUCHIBACTCS 10 JKEJAHUIO PaOOTHHKA

HE 3aIICHIBAETCS

3aIMCHIBAETCA B 0053aTEIBHOM MOPSJIKE TOIBKO HAa TOCYJAPCTBEHHBIX MPEATPUATHIIX
8. Bompockl, KOTOpbIE 3aTparuBarOTCs B MOJIOXKEHUH O TepCOHANe, MOTYT OBITh OTPaXKEHBI B 3TOM

HOKYMCHTC (TCM CaMbIM HeO6XOZ[I/IMOCTI: B OTACJIIbHOM ITOJIOKCHUU O IEPCOHAJIC OTHa,I[eT)I

KOJJIEKTUBHBINA JOrOBOP

MOJIO’KEHUE O CTPYKTYPHOM IOAPA3IEICHUN

MOJIOXKEeHHe 00 oIuIaTe TpyAa U MPEeMUPOBAHUN PAOOTHUKOB
JTOJKHOCTHAsI HHCTPYKLUS

9. YkaxuTe JOKyMEHT, KOTOPBIN Il KOMMEPYECKOH OpraHu3aIiiil HOCUT He00sA3aTeNbHbIN XapaKTep:
MOJIO’KEHHUE O 3aIINUTE TIEPCOHATBHBIX JAHHBIX COTPYJHUKOB

rpauK OTIYCKOB

JIOJKHOCTHAsI HHCTPYKLUS

BCE TIEPEYHCIICHHBIE IOKYMEHTHI UMEIOT 003aTeIbHBIA XapaKTep

10. Kakast nHpopMaIus He MOJUIeKHUT OXpaHe Kak KOH(DUAeHIaIbHas?
Bribepute oarH UM HECKOIBKO IPaBUIBHBIX OTBETOB

JIOKYMEHTBI O TUIATEKECITOCOOHOCTH

COJICPKAHUE PETUCTPOB OyXIaJITepPCKOro yuera

UACHTH(PUKAIUOHHBIN HOMEp HAJIOTOILIATENIbIINKA

CBE/ICHUS O COCTOSIHUU 0aHKOBCKOI'O CUeTa

HOY-Xay

11. KopriopaTuBHBIN cTaHAAPT HpEACTABIET COOOM:
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MpaBujIa BHYTPEHHETO TPYIOBOTO PACIIOPSIKA

JIOKYMEHT, PErIaMEHTUPYIOIIUI BOIPOCH KOMMEPUYECKOM TalHbI

CBOJI MIPABUJI, IPEMUCHIBAIOLINI ONPEACIICHHBIE IEUCTBUS B TPYIOBBIX CUTYAIUSIX
JIOKYMEHT, PETJIaMEHTHPYIOLINH Ipecc-KOJl OpraHn3aIllnu

Tema 4. Opranuzanus KaapoBoro JOKyMEHTO000pOTa

1. OcHOBY TOKyMEHTOO00POTa KaAPOBO CITYKOBI OTIpeAeIseT:

MOJIO’KEHHUE O JIOKYMEHTO000POTE KaJPOBOH CITyKOBI

MOJIOKEHHUE O IOKYMEHT0000pOTE OpraHu3aluu

MOJIOKEHHUE O KaJIpoBO ciiyxbe

2. OT™MeTbTE TPU OCHOBHBIX IIOTOKA JOKYMEHTOB OpraHU3alliH:

Bribepute oarH UM HECKOIBKO MPaBUIBHBIX OTBETOB

JOKYMEHTBI BBILIECTOAIICH OpraHu3alum

BHYTPEHHHE JOKYMEHTHI

UCXOJSIIINE TOKYMEHTBI. 5KaJI00bI U 3asBICHUS

BXOJAIIIME TOKYMEHTEI

TMEPBUYHBIC TOKYMCHTLI

3. JIoKyMEHT CHUMAETCsI C KOHTPOJIS B CiIyvae, ecllu:

3aJjaHe BHITIOJTHEHO

3aJjaHue BBITIOJHEHO U Pe3yJIbTaThl COOOIIEHBI 3aMHTEPECOBAHHBIM JINLIAM HJIM OPraHU3aUsIM

OH OTIPABJICH HUCIIOJHUTEIIO

4. TUMoOBBIE CPOKU MCIIONHEHUS TOKYMEHTOB YCTaHABIUBAIOTCS:

aZIMI/IHI/ICTpaHI/Ieﬁ opranuvsanuvun

MPUKa30M PYKOBOJUTEINS OpraHU3aLuu

AKTaMH BBICIIMX OPTaHOB FOCYIApCTBEHHON BJIACTH U YIPAaBIICHUS

PYKOBOJMTENIEM KaJIPOBOM CITyKObI

5. I/IHILI/IBI/IILyaHBHI:Jﬁ CPOK UCTIOJIHCHHUA JOKYMCHTOB B OpraHHU3allui YCTAaHABJIUBACT:

PYKOBOJUTENb OpraHU3aun

PYKOBOJIUTEIH KaIpOBOU CITYKOBI

BBIIICCTOAIIAA OpraHnu3anus

TJIaBHBIN OyXrantep opraHu3anuu

6. B uncno J0KyMeHTOB OpraHu3aluy, HE MMOUIEKAINX PETUCTPALUU, BXOIIT:

BBI6epI/ITe OIWH WM HECKOJIbKO MMPAaBUJIIbLHBIX OTBETOB

NO3JpaBUTENILHBIE apeca

nUCcbMa

pacrnopsbKeHus

co00IIeHHUs 0 BCTpeuax

KaTaJIoTH

7. Pa3zpaboTKa mepBUYHBIX TOKYMEHTOB OpPTraHU3aI[UH BO3JIOKEHA:

Ha OyXTaJITepHIo

Ha KaJpoOBYIO CIIyKO0y

Ha FeHEePaJIbHOTO TUPEKTOPa

Ha IUIAHOBBIN OTIEN

8. HomeHkmatypa Jien opraHu3anuy MpecTaBiseT co0oit:

aHaJIN3 KaueCTBEHHOT0 COIepKaHu MHPOPMALMH O NIEpCOHaIe

IIEPCOHAIIBHBIN y4yeT

JIOKYMEHTAJIBHBIA (OH/T OpraHu3aIun

BHYTPEHHHH JTOKYMEHT KOMIAHWH, OTPaXKAIOUIMH B3aMMOOTHOLICHHUS TPYIOBOTO KOJUIEKTHUBA C
aJIMUHHCTpaLuen

9. HomeHkJaTypa Jiein MOKET OBbITh

Bribepute oarH UM HECKOIBKO IPaBUIBHBIX OTBETOB

TUIIOBOM

CHUCTEMAaTUYECKON

WHJIUBUAYAJIbHOU

MpUMEpHOH

MEPUOJUYECKH COCTABIISIEMOMN

10. basoii 114 onpeneneHus CTPYKTypbl HOMEHKIIATYPbI JEJT CIIYKHT:

TIOJIOKEHUE O CTPYKTYPHOM MOJpa3aeNIeHUN
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IITAaTHOE pacIiCcaHue
MIOJIOKEHHUE O MEePCOHae

KOJIJIGKTUBHBIN TIOTOBOP

Tabenp yyeTta pabodero BpeMeH!

11. Kakyro OT4eTHOCTh KOMIIaHHS 00s3aHa CaBaTh B OPTaHbl CTATUCTHKHU?
Bribepute oarH UM HECKOIBKO NPaBUIBHBIX OTBETOB

JIeKaIHbIE OTYETHI

KBapTaJIbHBIE OTYCTHI

MECSIYHBIE OTYETHI

eKeHeIeNbHBIC OTYETHI

TO/IOBBIE OTYETHI

BCE MEPEUYHCICHHBIC OTYETHI

12. OcHOBaHMEM AJIsl COCTaBJICHHSI TOAOBOTO OTYETa CITY)KHUT:

NpHUKa3 Ha9aIbHUKA KaJIPOBOH CITyKOBI

NpUKa3 HaYaJIbHUKA OTJEJICHHUS HAJIOTOBOM CITY>KOBI

MpHKa3 TJIaBHOTO Oyxranrepa

NPUKa3 TeHEPaTbHOTO AUPEKTOPa

Tema 5. KoHTpOIb ¥ IOATOTOBKA K apXMBHOMY XPaHCHUIO KaJIPOBBIX JOKYMEHTOB

1. BpICTpouTE MNPaBWIBHYIO IOCIIEAOBATEIBHOCTh STAllOB aApXUBHOTO XPAaHEHUS B OpraHU3alluu
JOKYMEHTOB TI0 KaJipaM. UCIIOJIb30BaHUE IOKYMEHTOB B TIPOIIECCE XPaHCHUS

KOMITJICKTOBAaHHE apXHBa HOBBIMHU JIOKYMEHTaAMU

y4eT JIOKYMEHTOB, COCTOSIIMX Ha XpaHECHUU

2. be3 QopMupoBaHHs OTAETHLHOIO TOMAa MAaKCHMAJBLHBIH O0BbEM MPUIOKCHHUS K JOKYMEHTY
COCTaBIISICT MAKCHMYM:

100 aucToB

150 aucToB

50 mucToB

200 gucToB

250 aucToB

3. CucremaTu3anys 1ej 0 BUAaM U Pa3HOBHUIHOCTSM JJOKYMEHTOB OCYIIECTBIISIETCS HA OCHOBE 3TOTO
MPUHIIMIIA!

KOPPECHOHICHTCKOTO

(GYHKIIUOHATEHOTO

CTPYKTYPHOT'O

HOMHHAJILHOT'O

Kpurepuu oneHnBaHus:

OcHOBHBIM KpuTepueM 3()(PEKTHBHOCTH YCBOCHMS YYaIlUMHUCS COJEpXKaHHUS Yy4eOHOro
MaTtepuaga cuuTaercsd Kod(pQUIUEHT YCBOEHHUS Y4eOHOro marepualia, KOTOPbIH Ompenensiercs Kak
OTHOIIICHHE PAaBUJIbHBIX OTBETOB yJaluxcs K o0I1eMy KOJIUYECTBY BOIIPOCOB.

Onucanue mkasabl OLICHUBAHUS:

— OLIEHKA «OTJIMYHOY CTAaBUTCS MU BHINOJIHEHUH HE MeHee yeM 80% 3ananHuii;

— OIIEHKA «XOPOIII0Y CTABUTCS MPH BBHIOTHECHUH HE MeHee ueM 70% 3amanuif;

— OLIEHKA «YJOBJIETBOPUTEIBHO» CTABUTCS IIPH BBIIIOJHEHUH HE MeHee ueM 60% 3ananui;

— OLIEHKA «HEY/IOBJIETBOPUTENIHO» CTaBUTCS MPHU HENMPaBMWIBHOM OoTBeTe Oosiee ueM Ha 40%
BOIIPOCOB TeCTa WM HEBBINONHEHUH Oosee ueM 40% 3anaHuii.

[IpakTrueckue 3aganus

IIpakTueckoe 3ajaHle OCHOBAHO HA MPAKTHUYECKU 3HAYMMBIX CUTYallHUsIX U HAIPAaBICHO Ha
dhopMHUpOBaHHE y CTYACHTOB MPOPECCHOHAIBHBIX YMEHWW W HaBBIKOB, YMEHHUS JICMCTBOBATh B
yCIOBUSIX Oyaymiei mpodeccHoHanbHON NesTenbHOCTH. [Ipu pemieHun 3afaHusl CTYACHT IOJDKEH
YUUTBIBaTh, UTO 33JJaHUE COJACPKUT JBE YACTU: OMHUCAHHUE U CIEIHabHbIE BOMPOCHI, GOPMUPYIOLTHE
HEOoOXOMUMBIE YMEHHsS M HaBbIKU. [IpekIe uYeM MNPUCTYNUTh K PEHICHUIO 3a/laHusi, CIeAyeT
BHHUMATEIbHO O3HAKOMHUTHCA C coiepxaHueM. HeoOXoaumMo ySICHHUTh CMBICT 3aJadd U YCJIOBHS,
HCXOJs U3 KOTOPBIX, HY?>KHO JaTh OTBETHI HA ITOCTABJIEHHBIE BOIIPOCHI.
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OOuMii aNropuT™ peleHNs 3aJa4i MOXKHO M3JIOKUTH CIIETYIOLIM 00pa3oM:
— IIPOYMTATH U MOHATH TEKCT 3a7a4u;

— OIIPEAEIUTh TEMY, Pa3/iell, BOIPOC 110 KOTOPOMY COCTaBJIEHA 33/1a4a;

— IPOBECTH aHAJN3 CUTYalluH, ONMCAaHHOU B 3aJ1a4e, U Pa3pelInuTh NpolIemy.

3aganue 1. XapakTepucTHKa OpraHu3alMu: HOpOQHIb JAEATEIBHOCTH - TOPrOBOE
npeanpusaTie; ObITOBast TEXHUKA; YUCICHHOCTh nepcoHana — okoso 100 yenoBek; cpok paboTsl Ha
POCCHICKOM phIHKE — 12 JIeT.

OO6mas cutyauus. Bbl BO3riiaBuiIM BHOBB CO3AaBaeMylo ciyk0y nepconana. [Ipu nepsom
3HaKOMCTBE C IpeanpuaTueM Oblaa BbIABIEHa ciefyromas cutyauus. B Teuenwe 12 ner
CYLIECTBOBAHMSI KOMIIAHUS 3aHMMAeT YCTOMUYMBOE IIOJIO)KEHHE B COOTBETCTBYIOLIEM CEIMEHTE
pbiHka. CopmupoBaHa AMIIEpCKast CETh, IUIAHUPYETCsl paclIMpeHue KaHajioB cObiTa. OpHako B
IIOCJICIHEE BpeMsl ~ TeMIbl  pOCTa  Haydalu CHUKATbCA, OLYIIAETCsl ~ HeXBaTKa
BBICOKONPO(ECCHOHANBHBIX KaipoB. ['J1aBa KOMIaHUM — XapuU3MaTH4yecKasl JUYHOCTb, IPUHUMAET
pemieHust OBICTPO W EAMHOJIUYHO. B TO e Bpems PYKOBOOUTEIh HE NPUBBIK OOCYXIATh CBOM
peleHus, MO3TOMYy JAake Onmkailiee OKPY)KEHHE CMYTHO IIPEJCTaBIseT ceOe NepCreKTUBbI
pa3BUTHs KOMIIAHWH, a Y TIEPBOTO JIUIA BCEra KaTacTpOPHUECKH HE XBAaTaeT BpeMeHH. MHOTHE U3
4lClla PyKOBOJCTBA BBIPOCIM B KOMIIAHMM C CaMbIX HU30B. OJHAaKO I'paHULbI OTBETCTBEHHOCTH
PYKOBOAMTENECH TOApA3ICICHUN OmpeeieHbl He4eTKO. YacTo OHM paboTaroT Kak CIEIHUATUCTHI,
BBINOJIHASL HE CBOMCTBEHHBbIE UM (YHKIMM, MO3TOMY y HHMX HE XBaTaeT BPEMEHHU 3aHUMAaTbCs
COOCTBEHHO YNpaBJICHYECKHUMH 3a/ladaMu. B menom atmocdepa B KOJJIEKTHBE J00OpOXKenaTeIbHasl.
PykoBomuTenu mponoBeAyrOT CTHIb «OTKPBITBIX [BEpPE», 4acTO HIEH PAJOBBIX COTPYIHHUKOB
aKTUBHO IMOJJIEPKUBAIOTCA. [J1aBa KOMIAHUM 3apakaeT KOJUIEKTUB CBOMM »3HTy3ua3MoMm. B
KOMIIAaHUU MPAKTUYECKU HE ObIBAeT NMPEeMUM, TOIbKO OKIabl. O BeIMYMHE OKJIaJJ0B PYKOBOJIUTEID B
WHIUBUAYAJIBHOM HOPSAJKE JOroBapUBaeTcs ¢ pabOTHUKOM IpU mpueme Ha padory. Kakux-mmubdo
CHCTEMaTUYEeCKHX IE€PeCMOTPOB 3apabOTHON IIaThl HEeT. TeKydecTb KaJpoB B MOCIEIHEE BpeMs
yBeIMUMiIach. PykoBoauTenu moapas3iefeHuil caMu 3aHUMAlOTCS MOA00pOM IepcoHaa, Tak Kak
OTJIeNna KaJipoB HET. BorpocaMu nepcoHasna 3aHUMAETCsl OJJUH YEJI0OBEK — MEHEIDKED 110 IEPCOHAILY,
KOTOpBIM BEJET B OCHOBHOM YYETHYIO KaJpOBYIO TJOKYMEHTaLHI0, O)pOpMIISET TPYIOBBIE IOTOBOPHI.
B komnanuum He pa3paOoTaHbl JOKYMEHTBI, pErIaMEHTHPYIOIIUE KaJpOBYK NOJUTHUKY, U BCe
BOIIPOCHI PEIIAlOTCsl B pabouyeM MopsIKe.

1. BeisiBuTe npoGieMHbIe 00JIaCTH B KaJpOBOM MEHEPKMEHTE KOMIaHHH.

2. Ompenenute NEPBOOYEPEIHbIE MEpPHI MO COBEPIIEHCTBOBAHHUIO JOKYMEHTAI[MOHHOTO
obecrieyeHus: paboThI € MIEPCOHAIOM Ha JAaHHOM TOPTrOBOM MPEANPHUITHH.

3ananue 2. ApramonoB U. A. npunaT Ha n1omxHOCTE Oyxrainrepa B OOO «Mupy, rae padbora
11 Hero Oyznet ocHoBHOM. Kakue nokymenTsl B cootBeTcTBUH ¢ TK P® 0H f0/KeH npeacTaBuTh B
otnen kaapoB Komnanuu? Kakue JOKYMEHTBI OH MOXET MPEACTaBUTH JUJISl OATBEPKICHHUI CBOETO
npodeccnonansHoro ypoBHsa? Jlaiite moapoOHBIi OTBET.

3ananue 3. Kakue n3 nepedyrcieHHbIX JOKYMEHTOB HYXKIAOTCs B epeodopMiieHnH, 3aMeHe,
BHECEHUH W3MEHEHUI: CBUIETENbCTBO 0053aTENbHOTO MEHCHOHHOTO CTPAaxOBaHUS; TPYAOBOM
JIOTOBOP; TOJIUC 00S3aTEIbHOTO MEIAMIIMHCKOTO CTpaxoBaHUs; rpa@HUK OTIYCKOB; Talenb ydeTa
pabodero BpeMeHM; JIM4HAs KapTouka pabOTHHKa; TpynoBas kHuxkka? JlaliTe MHOsSCHEHHE IO
KaKJOMY JIOKYMEHTY.

3ananue 4. [logymaiite, YTO MOKET CTaTh 30HOM KOH(MIMKTOB MEX1y PAOOTHUKAMH CITY>KObI
KaJIpOB U TEPCOHAJIOM IOPUAMYECKON CIyXObl B Mpoliecce pa3pabOTKH JOKaJIbHBIX HOPMATHUBHBIX
akToB. [Ipemnoxxure myTu pasperieHuss KOHQIUKTHBIX cuTyauuid. Kakue c10KHOCTH B aHAJIOTMYHON
CUTyallud MOTYT BO3HUKHYTb Y paOOTHHUKOB KaJIpOBOH CIy>KObl BO B3aMMOOTHOILEHUSX C
JMHENHBIMU PYKOBOJUTEISAMU?

3ananue 5. YnpapieHHIO EepPCOHATIOM KOMITAHUK MOPYUYEHO pa3paboTaTh U MPEACTaBUTh Ha
YTBEP)KICHHE PYKOBOJIUTEIIO MOJIOKEHUE 00 aTTecTannu paboTHUKOB. [loce Bcex coriacoBaHuii u
JI0pabOTOK TEKCTa, TOKYMEHT FOTOB K YTBEPXKIECHUIO PYKOBOAMTEIEM OpPraHU3alllM, HO HadyaJbHUK
yIIpaBJIEHUS] MIEPCOHATIOM, KOTOPBHIH JODKEH ObUI ero moamucarh, 3abonen. Kak BeiitH U3 3TOM
CUTYyallud ¥ BOBPEMS MPEJCTABUTH MOJIOKEHUE 00 aTTeCTalli PYKOBOJUTEII0 KOMITAHUH?
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3ananue 6. CocraBbTe NMPUMEPHOE MOLIATOBOE PYKOBOJCTBO (MHCTPYKIIMIO) MO IOCTAHOBKE
KaJpOBOro Jiejia B OTKPHIBAIOIIEHCS KOMITAHUHU C YUCIEHHOCThIO COTPYIHUKOB 600 4eoBexk.

3anmanue 7. B mporecce pabOTHI B IMYHOM KapTOYKEe paOOTHUKA OKA3aJICs 0 KOHIIA 3aMOJTHEH
paznen «Otmycka» (WM Kakoi-To apyroi pasmen). Onpenenurte MadbHEHIIHN MOPSIOK 3aIMCEH
pabOTHUKOM KaJPOBOM CITYKOBI CBEICHUI IO pa3/iesiaM B TMYHON KapTOUKE.

3ananue 8. B Oousploil opraHu3anuu €cTh JAOHKHOCTH CTapIIero MHCIEKTopa MO YYeTy U
OpOHHPOBAaHUIO BOEHHOOOS3aHHBIX. BOCHHO-y4eTHBIN OTAEN BBIBEACH M3 COCTaBa OT/eNa KaapoB U
MPUCOEANHEH K MOOMIM3AIIMOHHOMY OTAeny. Bo3Hukia mnpobiema: ciiy:x0a KaJpoB OTKa3bIBAETCS
IIPEIOCTABIIATh BOEHHO-YUYETHOMY OTJIENY CBEIEHUS O IIpUeMe, IEpPEBOJE€ U YBOJbHEHUU
COTPYIHUKOB, MOTUBUPYS CIIOIO MO3MIIMIO TE€M, YTO B MPHUKA3aX COACPKUTCS KOH(UIEHIUAIbHAS
uHbOpMaNKsA U YKa3bIBAECTCS YPOBEHBb 3apabOTHOM MIIATHI, a TAKXKE TEM, YTO ATO JOMOJHHUTEIbHAS
uig HUX pabora. Takum 00pa3oM, y BOGHHO-YYETHOTO OTJIeNa HEeT JOCTyIa K MpUKa3aM I0 Kajapam;
YBOJIbHSEMBIE COTPYIHUKHA B 3TOT OTJEN HE MPHUXOIAT; MPO MEPEeBOABI MH(POpPMAIMU TOXE HET.
[IpuHATHIE COTPYAHUKH MPHUXOAST B BOGHHO-YYETHBIN OT/EJ, HO OTCIEAUTH MO MpUKa3aM, BCE JIU
HNPUILIM U O()OPMUIIUCH, MET BO3MOXHOCTU. BoeHHO-yueTHOMY OTIeny HeoOX0IuMO MojaBaTh B
BOCHKOMATBHI CIIUCKU MPHUHATHIX M yBOJEHHbIX. Kak HanaIuTh JOKYMEHTAIbHOE B3aHMOJCICTBHE C
otaenoM kanapos? IIpennoxure nyTu pemeHus npooieMsl.

3amanue 9. IlogymaiiTe, MOXXHO 1M, KaK M paHbIIe, UCHOIb30BaTh YHU(DUIIMPOBAHHBIE
(hopMBI, YTBEpKACHHBIE TIOcTaHOBIIeHHEM [ 'ockomcTara Poccun ot 5 stuBapst 2004 r.

3amanue 10. Mecsn 3akoHumics (ampens 2021 r.), HacTynuiu Npa3IHUKU U Hepabodue
npa3aHuyHbie aHU. Tabens 3akpeiT 30 anpens. Kakyro mnocrtaBuTh naty B rpade «J/lara
COCTaBJICHUS», €clii | Mast — mpa3IHUYHBIN A€Hb U 10 5 Mas MbI oTAbIXxaeM? OOOCHYITE CBOM OTBET.

3ananue 11. B opranuzanuu noAroToBUIIM J€ja IO JIMYHOMY COCTaBY K I€peiaye B apXuB
elle B MPOLUIOM roay. Yepe3 HEKOTOpOE BpeMs CTall COCTaBISATh OMUCH U OOHAPYKUIIH, YTO HE
XBaTaeT OJHOM manku. Jleno yucnures no HOMEHKIaType Aeil. PaboTHUKM moapa3aeneHus: XopoIio
MOMHST, YTO TPOBEPsUIM, KaK OHO C(HOPMHPOBAHO, W OTKJIAABIBAIM HAa OTHCIBHYIO MOJIKY IS
nocneayrwouei nepenaun B apxuB. OHaKo Temepp Jes10 He MoryT HailTh. Kak mocTynuThk B Takoit
CUTyauuu?

3amanue 12. 1o corilacoBaHuIO ¢ pyKOBOJICTBOM OPTaHHM3AINHU OTACIbHBIC COTPYIHUKN OBLIH
MIPUBJICYEHBI K paboTe BO BpeMsi HOBOTOJAHHMX KaHHUKYJ. AJIMUHUCTPALUS TUIAHUPYET OIJIATUTh UM
3TH JHU B ABOWHOM pa3mepe. OHAKO HEKOTOPbhIE COTPYIHUKH PEIIMIIN OpadboTaTh B Mpa3JHUYHBIE
JHU 10 COOCTBEHHOM MHHUIIMATUBE, U OHU TOXKE PACCUMTHIBAIOT MOJIYYUTh OIUIATY, KaK 3a paboTy B
npa3gHuuHble 1HU. KakoBbl BO3MOXKHbBIE JAEHCTBUSI PyKOBOJCTBA opraHu3anuu? Kakue TOKyMEHTHI
HE00XO0AMMO MOATOTOBUTh HA CIy4aid MPOBEPKU KOMITAHUU OpraHaMH TOCY1apCTBEHHOW MHCHEKIUH
Tpyaa u oOHapyxkeHus 3toro ¢akra? Kakue Mepbl HakazaHUS MOXKET IMOHECTH OpPTraHU3alMs, €CIU
JTOKYMEHTBI OyyT 0(hOpMIIEHBI HEPABUIBHO?

3amanue 13. Ilpennpusitue npeaocTaBmiio pabOTHUKY OTITYCK. [10CKOJIBKY 3asiBI€HHE OBLIO
MOJIaHO paOOTHMKOM 3a JIBa JIHS JI0 MPEINoiaraeMoro Hadaia OTIycKa, TO paboToaarenb HE MOr
BBITUIATUTh OTITYCKHBIE, Kak Toro TpeOyer cT. 136 TK P®, 3a Tpu nHs 10 Hayana ormycka. JleHbru
paOOTHUKY OBUIM TEpeuuclieHbl MaKcUMalbHO ObicTpo. Kakme pgeicTBUS JOJDKHA COBEPIINUTH
opranusainus, 4roObl He ObITh OIITpa(OBaHHOI B Cilydyae MPOBEPKH OpraHaMH TOCYAapCTBEHHOM
WHCTIEKIUU Tpyaa?

Kpurepuu onieHuBaHuA:

[Ipu oneHuBaHuM YpOBHS C(HOPMHPOBAHHOCTH KOMIIETEHIUI YUHUTHIBA€TCS MPABHIBHOCTD
pelieHusi, MOJHOTa OTBETA, UCIOIb3YEMbIE MCTOYHHKHU, CTPYKTYPUPOBAHHOCTh OTBETA U BIIAJICHUE
TEPMUHOJIOTHEH, OTBET Ha BOIMPOCHl K 3ajade, BHINOJHEHHE 3aJaHul. PermieHue M0KHO OBIThH
CaMOCTOSITENILHBIM ¥ TONHBIM. OTBETHl Ha BOMNPOCHI JIOJDKHBI OBITH  Pa3BEPHYTBIMU H
apFYMeHTI/IpOBaHHI)IMI/I, BBIBOJbI JIOTUYHBI 1 TOYHO C(i)OpMy.]'II/IpOBaHI)I.

OHI/IcaHI/Ie HIKAaJIbI OOICHUBAHUA

OlleHKa «OTJIMYHO)» CTaBUTCS, €CJIM 00yUYaIOIIUNCS:

— IIPaBWJIBHO PELINII 3aa4y,

— J1aJl OTBETHI Ha KXKIBIN U3 MOIBOMPOCOB, 0OOCHOBAB MPU ITOM XOJ] CBOCTO PEIICHUS;
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— IPaBWJILHO BBIMIOJHUI BCE 3aaHUS K 3a1a4e (TIpY HATUYUH),

—  XOpOIIO  CTPYKTYpPHpOBaJl ~ OTBET, BBIOpaJ HYXHYIO HHPOPMAIMIO, OTCESB
HenH(OMATHBHBINA MaTepHAaT,

— MPaBUJILHO KUCII0JIb30BaJl TEPMUHOJIOTHUIO.

O1eHKa «XOPOIIOY» CTABUTCS, €CITU 00YJAIOLTHIACS:

— MPaBUJIBLHO PEIINT 33/1a4y;

— Jla]l KpaTKUE OTBETHI HAa KaKIBIN U3 MOABOIPOCOB, HO TPU 3TOM HE 0OOCHOBAII XOJI CBOETO
pelIeHus;

— 000CHOBAJI pelIeHue 3a/1a41, HO OCTaBWJI 0€3 BHUMAHHUS OJIMH U3 TIOJBOIIPOCOB 3a/IaHMsI, HE
PackpbL1 €ro;

— BBINIOJTHIJI HE BCE 3a/IaHUS K 3a/1a4€ JTMO00 BBIMOIHUI C OIIMOKaMu (IIpH HAIUYHHN);

— nmo00pan Marepuall, KOTOPBIM He 3aTparuBaeT TEMbI 3aJ]a4l UM HE JAaeT MPeACTaBICHUE O
IIO3ULIUHU aBTOPa;

— UCTOJIb30BaJ TEPMHUHOJIOTHIO C OIIMOKaMH.

OrieHKa «yAOBJIETBOPUTEIBHOY» CTABUTCS, €CITU O0YyYAIOIIHICS:

— J1aJl OTBET HE Ha BCE MOJIBOMPOCHI 3a/1aHUS;

— Jajm OTBET Ha BCE IOJBONPOCH, HO OOJBIIMHCTBO OTBETOB HEOOOCHOBAaHHBIC WIIH
OIIHOOYHEBIE;

— HE MpeACTaBUII BBINOJIHEHHOI'O 3aJjaHusl K 3a7aue (Mpu HaAJIM4YKH);

— HE CMOT C/IeNlaTh JOJDKHBIE BBIBOJBI HA OCHOBE UMEIOIIETOCsS MaTeprara;

— HE HUCII0JIb30BaJl TEPMUHOJIOTHUIO UJTH MCTIONIb30BaJl C OLIMOKaMH.

OreHKa «HEYI0BIETBOPUTEIBHOY» CTABUTCS, €CIIU O0y4YaroUIHiics:

— HE pelu 3a1auy;

— Jlan KpailHe KOpPOTKUH OTBET, PELI HEKOTOphIE MYHKTHI 33Jayd, MPH 3TOM HUKAK HE
000CHOBAJI CBOE pEIICHUE, HE BHITIOIHIII 331aHUSI.

11. Opranuszanusi 06pa3oBaTeIbLHOIO Mpolecca JJIs JUI ¢ OTPAHUYEHHBIMHM BO3MOKHOCTSMH

OOydeHue Mo IUCHUIIIMHE OOYy4aroIUXCs C OIpPAaHMYEHHBIMH BO3MOXKHOCTSMH 370POBbS
OCYILIECTBIISIETCSI C Y4YE€TOM OCOOEHHOCTEH TICUXO(PU3NUECKOTO Ppa3BUTHUS, WHIUBUIYATbHBIX
BO3MOKHOCTEH U COCTOSIHUS 370POBBS TAKUX 00YHaIOLIHXCS.

Conepkanrie oOpa3oBaHMsI UM YCIOBUSA OpTraHU3alud OOydeHHs OOydaromHMXcs C
OTpaHUYEHHBIMH BO3MOXHOCTSIMM 370POBBSl OINpPENENAIOTCS aJanTHPOBAaHHON 00pa3oBaTebHON
MpOrpaMMoii, a /s HHBAJIUAOB TaKXe B COOTBETCTBUU C WHIUBUAYAIBHOM MPOrpaMMOit
peabunuTay UHBAIUAA.

OcBoeHME AMCLUUIUIMHBI OOYYalOIIMMHUCA C OTPAaHMYEHHBIMU BO3MOKHOCTSMHU 370POBbS
MOXKET OBITh OPraHW30BaHO KaK COBMECTHO C JPYTMMH OOYYalOIIUMHUCS, TaK U B OTAEIbHBIX
rpynnax. IIpeanonaratorcs cnenuaibHble YCIOBUS IS MOJydYeHUs: 00pa3oBaHMs 00Y4arOIUMUCS C
OTrpaHUYEHHBIMUA BO3MO>KHOCTSIMH 370POBbSI.

[Ipodeccopcko-Tieqarornyeckuii  COCTaB  3HAKOMHTCSI C  TICUXOJIOTO-(DHU3UOJIOTHIECKUMHU
0COOEHHOCTSIMH O0Y4YaIOLINXCs MHBAJIUAOB U JIML[ C OTPAaHUYEHHBIMH BO3MOXHOCTSIMU 3]I0POBbS,
MHIUBUAYAIBHBIMHU [IPOrpaMMaMy peabMIMTalluy WHBAIUAOB (1pu Hanuuuu). [lpu HeoOxoaumocTu
OCYUIIECTBJISICTC  JOMOJHUTENbHAA TMOJAEpPKKA MPENoJaBaHus ThIOTOPAMH, IICHUXOJOTaMHU,
COLIMAJIbHBIMU PaOOTHUKAMHU, ITPOLIEAIIMMYU OATOTOBKY aCCUCTEHTAMH.

B cooTBercTBHM C METOAMYECKUMH peKoMeHIanusmMu MunobpHayku P® (yrB. 8 ampens
2014 1. Ne AK-44/05BH) B Kypce TMpeamnoJiaraeTcsi HCIONIb30BaTh COIUAIBLHO-aKTUBHBIE H
pedieKkCUBHBIE METOAbl OO0YYEHHs, TEXHOJIOTMH COLMOKYJIBTYpPHOW peadHIuTallud C LEeJIbIo
OKa3aHUsl TIOMOIIM B YCTAaHOBJIEHUHU TOJHOLEHHBIX MEXJIMYHOCTHBIX OTHOIIEHUH C JIpyrumMu
CTY/IEHTaMH, CO3/IaHUH KOM(pOPTHOTO IICUXOJIOTMYECKOr0 KJIMMara B cTyieHdeckoii rpynme. Ilogdop
U pa3paboTka y4yeOHBIX MaTepUajoB MPOU3BOJATCS C YYETOM IPEJOCTaBIEHUS MaTepuajia B
pasnu4YHBIX (QopMax: ayquallbHOM, BU3YaJIbHOH, C HMCIOIB30BAHUEM CIEIUAIBHBIX TEXHUYECKUX
CpeICTB U UHPOPMAIIMOHHBIX CUCTEM.

Menuamarepuanbl  TakkKe  CleAyeT MCHOJIb30BaTh M aJalTUpPOBaTh C  YYETOM
WHIUBUAYAIBHBIX OcOOeHHOCTEelH 00yueHus ymi ¢ OB3.
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OcBoenne aucuumiauHsel Junamu ¢ OB3 ocymecTBisieTcs € HCHOJB30BAHUEM CPEACTB
oOy4yeHHs1 O0IIET0 W  CHEIMAIbHOTO Ha3Ha4YeHHs (NMEPCOHATBHOTO H  KOJUIGKTHBHOTO
UCTOJIBb30BaHus). MaTepHalbHO-TEXHUUECKOEe OOecreueHne IpelycMaTpUBaeT MPUCTIOCOOICHUE
ayauTopuil Kk Hyxaam jui ¢ OB3.

®opma NpoBeNEHUs aTTECTALUU s CTYAECHTOB-UHBAIMJIOB YCTaHAaBJIMBAECTCAd C YYETOM
UHIUBUAYAIBHBIX Tcuxodusznyeckux ocodenHocteil. s crynentoB ¢ OB3 mpenycmarpuBaetcs
nocTymHas popMa mpeaoCcTaBICHHs 3aJaHI OLIEHOYHBIX CPEJICTB, @ HMEHHO:

— B II€YaTHOM WJIM 3JEKTPOHHOU dopMme ([ UL ¢ HapYHICHUSIMH OMOPHO-BUTATEIHLHOTO
amnmnapara);

— B meyaTHOW (¢opMe WIH DIEKTPOHHOH ¢opMe C yBEIMYEHHBIM UIpUdTOM H
KOHTPACTHOCTBIO (U151 JIUL] C HAPYLIEHUSIMU CIIyXa, peUH, 3pEHUs);

— METOJIOM YTE€HHSI aCCUCTECHTOM 3aJaHus BCIIyX (JIs1 JIUIL C HAPYIICHUSMU 3pEHUS).

CryneHTaM C UWHBJIUJHOCTBIO YBEJIMYMBAETCS BpEMs Ha IIOJArOTOBKY OTBETOB Ha
KOHTPOJbHBIE BOOpOChl. JlJIs TakuMX CTYIEHTOB MpeaycMaTpuBaeTcsi JAOCTymHas (opma
IIPEIOCTABIIEHUSI OTBETOB Ha 33/1aHUS, & UMEHHO:

— MUCHbMEHHO Ha Oymare WM HaOOpOM OTBETOB Ha KOMIBIOTEpE (IJIs JHUI] C HAPYIICHUSIMU
cityxa, peumn);

— BBIOOPOM OTBETa U3 BO3MOXKHBIX BAPUAHTOB C UCIIOJIb30BAHUEM YCIIYT aCCUCTEHTA (IJIs1 JIHII
C HapyILLIEHUSIMU OIIOPHO-/IBUTaTEIbHOIO anapara);

— YCTHO (IJ1s1 JIUI] C HAPYUICHUSIMH 3PEHHUS, OTIOPHO-IBUTaTEIBHOTO anmnapara).

[Ipu HeoOxomumocTH i OOYYAIONMIUXCA C WHBAJIMIHOCTBHIO TPOLEAypa OICHUBAHMS
PE3yNbTAaTOB O0YUYEHHS] MOXKET MPOBOJUTHCS B HECKOJIBKO ATAIOB.
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12. JIuct perucTpauuu u3MeHeHuii

Jarta
Ne PexBu3uThl 1O0KyMEeHTa 00 BBEJCHUS B
ConepskaHre U3MEHEHUS 9
n/n YTBECPKACHUUN USMCHCHUA JCHUCTBHC
/u3meHeHus
VYTBepk/ieHa U BBeICHA B JICUCTBUE PEIICHUEM
Kaeapsl TOCYJapCTBEHHOTO M MyHUITUTIAIEHOTO
yIpaBieHUs Ha OCHOBaHUHU (pesiepaabHOro [Iporokoun 3acenanus
rOCyJapCTBEHHOTO 00pa30BaTEIbHOTO Kadeper
| | crannapra Beicuiero o0Opa3oBaHus — roCy/1apCTBEHHOTO U «30» utons
" | OakayaBpuaT 1Mo HAIPABIECHUIO TOITOTOBKU MYHHULIMIIAJIBHOTO 2021 roga
38.03.04 'ocynapcTBEHHOE M MYHUILIMTIATIBLHOE yrnpasienus Ne 10 ot «30»
YIIPABJICHUE, YTBEPKACHHOIO IIPUKA30M utond 2021 rona
MuHmCTEpCTBA HAYKU U BBICILIEI0 00pa30BaHUs
P® ot 13 aBrycra 2020 r. Ne 1016
AKTyanu3upoBaHa U BBE/ICHA B JCHCTBHE
pemeHreM Kadeapsl TOCyJapCTBEHHOTO U
MYHUIIUINIAJILHOTO YIIPABICHUS HA OCHOBAHUU [Iporokoun 3acenanus
(denepanbHOIro rocy1apCTBEHHOIO Kadenpsl
9 00pa30BaTeNbHOTO CTaHJapTa BHICIIETO rOCy/IapCTBEHHOTO U «30» utons
" | oOpa3zoBaHus — OaKanaBpHar MO HAIPABJICHUIO MYHUILIMIIAJILHOTO 2022 rona
noarotoBku 38.03.04 I'ocynapcTBeHHOE U ynpasienus Ne 10 ot «30»
MYHHUIHUIIAJIBHOE YIIPABJIEHUE, YTBEPKIAECHHOIO utoHs 2022 roga
MpUKa30M MHUHHCTEPCTBA HAYKU U BBICIIETO
oOpazoBanust PO ot 13 aBrycra 2020 . Ne 1016
AKTyanu3upoBaHa U BBE/ICHA B JCCTBHE
perieHreM Kadeapbl SKOHOMUKH U yIIPaBICHUS
Ha OCHOBaHMH (PeIepaIbHOTO rOCYAapCTBEHHOTO
(enep yAap [Iporokoun 3acenanus
00pa30BaTeNbHOTO CTaHIAaPTa BHICILIETO
Kadeapbl SIKOHOMHUKH U «30» urons
3. | obpa3oBaHus — OakanaBpHar Mo HAMPaBICHUIO
ynpasieHus Ne 10 ot «30» 2023 rona
noarotoBku 38.03.04 'ocynapcTBeHHOE U
utoHs 2023 roga
MYHUIUIIAJIBHOE YIIPaBJIEHUE, YTBEPKIECHHOTO
puKa3oM MHHHCTEPCTBA HAYKU U BBICIIETO
oOpaszoBanust P® ot 13 aBrycra 2020 r. Ne 1016
AKTyanu3upoBaHa U BBE/ICHA B JieiCTBHE
penieHrneM Kadeapbl SJKOHOMUKH U yIIPaBICHUS
Ha OCHOBaHUH (e/iepalibHOTO roCyAapCTBEHHOTO
(benep yAap [Iporokon 3aceganus
00pa30BaTEeNILHOTO CTaHJapTa BHICILIETO
kadenpsl dKOHOMUKH U
4. | oOpazoBaHus — 6aKayaBpHaT 1O HAMPABICHUIO 22.05.2024 1.
noaroroBku 38.03.04 I'ocynapcTBeHHOE 1 ynpassieria Ne 10 or
2 yAap 22.05.2024 1.
MYHUIIUTIAJIbHOE YIIPaBJICHHE, YTBEPKIACHHOTO
MPUKa30M MHUHHUCTEPCTBA HAYKH U BBICILIETO
oOpazoBanust PO ot 13 aBrycra 2020 . Ne 1016
AKTyanu3upoBaHa U BBEJCHA B JCCTBUE
penieHneM Kadeapbl SKOHOMUKH U yIIPaBICHUS
Ha OCHOBAaHHUH (elepaIbHOT0 rOCYAapCTBEHHOTO
(enep yAap [Iporokoun 3acenanus
00pa30BaTeNbHOTO CTaHJapTa BHICILIETO
Kadeapbl IKOHOMUKH U
5. | oOpa3oBanus — 6akagaBpuaT 10 HAIIPABICHUIO 22.05.2025 .

noarotoBku 38.03.04 ["'ocynapcTBEHHOE U
MYHUIIMIIAJILHOE YIIPABJIEHUE, YTBEPKACHHOIO
pUKa3oM MHHHCTEPCTBA HAYKU U BBICIIETO
obpaszoBanust PO ot 13 aBrycra 2020 r. Ne 1016

ynpasneHus Ne 10 ot
22.05.2025 1.
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