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1. Ilean ocBOEHUS TUCHUILIHHBI

e ocBoenuss gucuuruinHbl  «MHpOpManimoHHOe ¥ JAOKYMEHTAIIMOHHOE
oOecrieueHre KaapoBoil paboThl»: (OpMUPOBAHME 3HAHUN, YMEHUN U HABBIKOB JJIs
yCHEemHONH Mpo(ecCHOHaNBHON NIeATeTbHOCTH BBIMTYCKHUKA B YaCTU KOMIIETCHLIUNA B
o0nacTu MHGOPMAIIMOHHOTO U JOKYMEHTAIIMOHHOTO 00ecTeueHrne KaJpoBOil paboThI.

3ajmauyaMy OCBOCHUS TUCIMIUIUHBI SBIISIOTCS:

- M3y4YeHHE  CYIIHOCTH TOHATUH  «HMH()POPMAIMOHHO-TOKYMEHTAMOHHOE
o0ecrnievueHre yrnpaBiIeHUs» U «KaJIpOBOE ACTOMPOU3BOICTBOY;

- PacKpBITUE COJEPKAHUS MpoIlecca JOKYMEHTAIMOHHOTO 00eCIieueHus1, Ha OCHOBE
pa3paboTKu ¥ BHEAPEHHUS KaIPOBON U yNPaBICHUYECKON JOKYMEHTAIMH, ONTUMHU3AIIUU
JOKYMEHTOOOOpOTa W CXeM  (YHKIHOHAJIBHBIX  B3aUMOCBSI3EH  MEXIY
MOIpa3/ICICHUSMU;

- U3Yy4YEHHME TPYAOBOIO 3aKOHOJATENbCTBA U  JIEHCTBYIOIIMX  JIOKAJIbHO-
HOPMATUBHBIX aKTOB, COJIEPKAIIUX HOPMBI TPYIOBOTO MPaBa;

- U3y4YeHHE 00eCTIeUEHU 3alUThI IEPCOHATBHBIX JAHHBIX COTPYIHUKOB;

- PACKpBITHE CYLIHOCTHU Ipoliecca KaJapoBOro AEIONPOU3BOACTBA U OpraHU3aluu
apXHWBHOTO XpPaHEHUS KaJPOBBIX TOKYMEHTOB;

- npeAcTaBlieHuE UH(POPMAIMOHHO-TOKYMEHTAIIMOHHOTO OO0ECIEeUeHusl Kak
HOJBUKHOW TEXHOJIOTUH, 00OoranaeMoil HOBBIMH (hOpMaMU, METOAAMH U CPEACTBAMU
00pabOTKH, XpaHEHUS U PACTIPOCTPAHEHUSI KAAPOBBIX TOKYMEHTOB;

- onpefienieHne PyHKIUM KaJpoBOM TOKYMEHTAIIUH,

- W3Y4YCHHE KOPIOPATHBHBIX KOMMYHHUKAIIMOHHBIX KaHAJIOB M CPEACTB Mepeaadn
uH(popmanuu, MeToA0B MH(POPMAIIMOHHOIO O0ECHeYeHHUs] MPOLIECCOB BHYTPEHHHUX
KOMMYHHKAILUH;

- PaCKpBITHE ITAMIOB COCTABICHHSI KJAPOBOW OTUETHOCTH;

- (GopMHUpOBaHHE YMEHHUS pellaTh CTaHJApTHbIE 3a7aud NPOPECCHOHATBHON
JESTEILHOCTY Ha OCHOBE WH(MOPMAIMOHHOW W OumOimorpaduueckoil KyJabTypbl C
OPUMEHEHHEM HH(POPMAIMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJOTUH M C YYETOM
OCHOBHBIX TpeOOBaHUMN MH(OPMAITMOHHON OE30MaCHOCTH;

- o0yueHue HaBblkaM JS()@PEKTUBHOTO  HCIOIB30BAHUS  KOPIOPATUBHBIX
MH(POPMAILIMOHHBIX CUCTEM MPHU PELUICHUH 3a/1a4 YIIPaBJICHUS IEPCOHAIOM.

JucuunnuHa o0ecrneyuBaeT MOATOTOBKY BBINYCKHHKA K OpraHU3allMOHHO-
yIpaBICHUYECKOMY THUITY 3a/1a4 PO(ECCHOHATBFHON AeSITEIbHOCTH.

2. Mecto nucunmiiudsl B ctpykrype OIIOII BO

Hucuumuinaa  «MHpOpManmoHHoe UM JIOKYMEHTAIllMOHHOE  oOecreueHue
KaJIpOBOM pabOThD) MPEACTABISIET COOOM AUCIUIIIINHY, OTHOCSIIIYIOCS K 00s3aTeIbHOM
yactu bioka 1 JJucuuminnasl (MOIyn).

Juctunmaa  «MadopmanmoHHoe W JJOKyMEHTAIMOHHOE  oOecIieueHue
KaJpoBOW paboThl» OaswpyeTcss Ha pe3yibTaTax OOydYeHHs, TOJYYCHHBIX TIPH
M3YYCHNN IUCLMILIAH . MeTOIbl HCCICIOBAHMI 1 IPHHSTHS PELICHHU B YIIPABICHHH

! B ckoGKax ykasaHn HOMep cemMecTpa.



nepcoHasnoM (4); DKOHOMHKA yIpaBJiIeHus epcoHanoMm (5).

Huctumuaa — «MHQOpMAIIMOHHOE ¥ JOKYMEHTAIlMOHHOE  OoOecrieueHue
KaJapoBOil pabOThD» SIBISETCS OOCCIIEUUBAIONICH ISl AWCIUILIMH. ABTOMAaTH3AIUSI
YIPaBICHUYCCKUX PEIICHUH B CHCTEME YMpaBleHHUsS mepcoHamoMm opranuzanuii (7);
KampoBerit ayauT u KOHTpOUIMHT (7); a Takke JUIs MpakTUku «» [IponsBoacTBeHHAs
(TexHosorn4ecKkas (MpOeKTHO-TEXHOJOTHYECKas ) nMpakTuka) (6); u mis «IloaroroBku
K TIPOIEAYPE 3aIIUTHI U 3aIUTHI BBITYCKHON KBaTU(PUKAIIMOHHON paboTh (8).

JucuuninHa u3ydaercsa B 6 cemecTpe.

3. Komnerenunu oOyuarwouierocsi, gopmupyemMbie B pe3y/bTaTe OCBOEHUSI
AUCHUNIMHBI

[Iponecc ocBoeHns TUCIMIUIMHBL « TpyIOyCTpOMCTBO MEPCOHANIA» HAIIPABIIEH HA
(opMUpOBaHUE CIEAYIOMNX KOMIIETEHIUI:

Kon Pe3ynpraT 00ydueHUs: HAMMEHOBaHUE KOMIIETCHITMN, HHIUKATOpa
KomIereHmu/ KOMIIETEHIIUHU
HWHJUKATOpa
VK-1 Cnoco0eH OCyHIECTBIATh MOUCK, KPUTUUYECKUN aHallu3 U CUHTE3

uH(pOpManuy, NOPUMEHSS CHUCTEMHBIM TOAXOA [UJISl PELICHUS
ITOCTABJICHHBIX 3a/1a4.

UM, | Ocymectsiuser mouck uHpopmammu 00 0OBEKTe, OINpPEACHseT
JIOCTOBEPHOCTH MOTy4YeHHOU nHOopManuu, GOpMUPYET LETOCTHOE
npencTaBiieHne 00 00bEKTE, a TAKXKE O CYITHOCTH U MOCJEICTBUSIX
ero (OyHKIIMOHUPOBAHUSI.

WU/I5,, | Pemaer mocraBieHHble 3a/1a4u, UCXO/S U3 IENOCTHOCTH OOBEKTA,
BBISIBJICHHUS MEXAHU3MOB ero (bYHKIIMOHUPOBAHUS u
MHOTOOOpa3HBIX CBSI3M BO BHYTPEHHEM U BHEIIHEH cpele
00BEKTA.

YK-4 CnocobeH OCyHIECTBIATh JI€TOBYI0 KOMMYHUKAIMIO B YCTHOU U
MMCbMEHHOM (hopMax Ha TOCYIapCTBEHHOM s3blke Poccuiickoi
@denepaliii 1 MHOCTPAHHOMY(BIX) sI3bIKE(aX).

UM, | OcymwecTBIseT ACNOBYH0 KOMMYHHKALMIO, COOJIONas ee LelH,
JICTIOBOM ATHKET, CyOOpIMHAIINIO B (JOpMaTbHBIE OTPaHUYCHUSI.

U -ﬂ‘?}{ 4 | FICTIONB3yeT 1isi yCTHOM M NUCHbMEHHOW JENI0BOM KOMMYHUKALUN
PYCCKUU U aHTJIMUCKUU SA3bIKU.

OI1K-2 Criocoben ocymecTBiIATh cOOp, 00padOTKy M aHAIU3 JAHHBIX IS
pelieHs 3a71a4 B cepe yrpaBJICHUs IEPCOHAIOM.

U5k, | OCYIIECTBIAET MOUCK NaHHBIX, 00PAOATHIBAET U AHATIU3UPYET HX,
OpoBepsAEeT MX JIOCTOBEPHOCTh U 3HAYMMOCTb A  cdepbl
YNIPaBJIEHUSI IEPCOHAITIOM.

2
U/5 5, | Pemiaer 3anaun B cepe ynpasieHus MEPCOHANOM, OCHOBBIBASACH
Ha COOpaHHBIX, 00pa0OTAHHBIX U MPOAHAIM3UPOBAHHBIX JTAHHBIX

OIIK-3 CrnocobeH pa3pabaTeiBaTh W OCYHIECTBIATH MEPONPUSTHSA,




KO,Z[ PCBYJ'II)TaT 06y‘leHI/ISI: HAaMMCHOBAHHWEC KOMIICTCHIUH, MHAWNKATOpA

KOMHCTCHHI/II/I/ KOMIICTCHIIMH

HHAWKATOpa
HaIIPaBJICHHBIC Ha pCaIn3alnIo CTpaTCrun YIIPABJICHUA
IICPCOHAJIOM, oOecrneynBaTh Hnx AOKYMCHTAIITMOHHOC
COIIPOBOKIACHHUC W OLUCHUBATH OPraHU3AlMOHHBLIC W COIWAJILHBIC
IIOCICACTBHAA.

1
U0k, Pa3pabatbeIBaeT U OCYyIIECTBIIIET MEPONPUSTHS, HAPABICHHbBIE HA
pealu3alMIO CTPATETMH YIIPABJICHHUS IEPCOHAIOM.

H-ﬂ%m{a OGecrieunBaeT  JTOKYMEHTAIlMUOHHOE CONPOBOXKJICHUE  TIPH
peanu3aluy CTpaTeTuy YIMPABJICHUS IEPCOHAIIOM M OIICHUBAET
OpraHU3allMOHHBIE Y COIMAJIBHBIE TTOCIIEACTBUSI.

OIlK-4 CrocobeH TpPUMEHSTh COBPEMEHHBIE TEXHOJOTMM U METOMbI
OTEepPaTUBHOIO yIpaBJICHUS MIEPCOHAJIOM, BECTU
JTIOKYMEHTAITMOHHOE COTIPOBOXK/ICHHE U YUET.

U5k, | [IPUMEHSAET COBpEMEHHBIE TEXHOJOIUH U METOBI ONEPATUBHOIO
YIPABJICHUS IIEPCOHATIOM.

2
o0k Bener HOK}VlMeHTauHOHHoe COIIPOBOXKACHHUE U YUE€T COBPEMEHHBIX
TEXHOJIOTMY ¥ METOAOB ONIEPATUBHOIO YIIPABJICHUS ITIEPCOHATIOM.

OIIK-5 CnocobeH  UCIHoJIb30BaTh  COBPEMEHHbIE  HMH(POPMAIUOHHBIC
TEXHOJIOTUM ¥  TPOTrpaMMHBIE  CpPEeICTBa TMpPU  PEIICHUH
po¢eCCHOHATBHBIX 3a1a4

1
U5nks 3HaeT  COBPEMEHHbIE  HMH(POPMAIMOHHBIE  TEXHOJOTUU U
NpOrpaMMHBIE  CPEACTBA,  HCHOJB3YEMBIE I  PELICHUA
MpO(ECCHOHANIBHBIX 3a/1a4.

H-ﬂ%HKS Pemaer npodeccuoHalibHbIE 3a7aud C MOMOUIBIO COBPEMEHHBIX
MH()OPMAITMOHHBIX TEXHOJIOTUH U NPOrPAMMHBIX CPEJICTB.

OIIK-6 | Cmocoben  mNOHMMATh  NOPHUHIMIBL  pabOThl  COBPEMEHHBIX
MH(GOPMAITMOHHBIX TEXHOJOTUN W WCIOJB30BATh WX IS PEUICHUs
3a/1a4 mpodeccuoHaIbHON IeITeTbHOCTH

g | [IoHMMaeT CymHOCT W NPHHIMIBI  PabOTBI  COBPEMEHHBIX
- | uHOOPMAITMOHHBIX TEXHOJIOTHI
M, Hcronp3yeT coBpeMeHHBbIC WH(OOPMAIMOHHBIC TEXHOJIOTHH IS

penieHus 3aa4 npohecCuoOHaAIbHON JeSTENbHOCTH

[Inanupyemblie pe3ynbTaThl U3YUEHUS TUCIUILTNHBI:
3HaTh:
— POJIb KaAPOBBIX JOKYMEHTOB B PEIICHUH 3a]1a4 MO YIPABJICHUIO IEPCOHAIIOM;
— COCTaB U COAEpKaHUE KaJPOBOW U yIPaBIECHYECKON IOKYMEHTALIUH;
— HOPMAaTHUBHO-METOJIMYECKHE MaTepHuajbl, periiaMeHTUpYIIue padoTy ¢
KaJIpOBBIMU JIOKYMEHTaMU;
— DTaIbl, IPUHIUIEI U (OPMBI IOKYMEHTOO00OpOTa B OpraHU3aIuu;
— pasnensl TpymoBoro kojekca, Ha OCHOBAaHMM KOTOPBIX YCTaHABIMBAETCS
MOPsIIOK 0(hOPMIICHHSI TOKYMEHTOB, OTHOCSIIITUXCSI K KaJIPOBOM CITYXkKO€;
4



— DenepanbHbIi 3aKOH, KacawoIUics padOThl C MEPCOHAIBHBIMU JAaHHBIMHU
COTPY/IHHUKOB;

— OIpeAeNieHHbIe CTaHAapThl s o(opMiIeHHs OOJBIIMHCTBA JOKYMEHTOB,
kotopeie 3akperieHsl ['OCT P 6.30-2003 (B HHMX TakKe YKa3bIBaIOTCS CpPOKHU
XpaHEHHsI BCEH JOKYMEHTALIHH );

— JIOKyMEHTBI, COJEp)Kalllie pPEKOMEHAAlMU 1O O(OPMICHUIO KaApOBOM
JOKYMEHTAIMU U paboTe ¢ Hel;

— MECTO y4eTa IepcoHayia B CUCTEME YIIpaBJIeHUS;

— CYUHOCTh W  TPUHIUIBI  pabOThl  COBPEMEHHBIX  HMH(POPMAIIMOHHBIX
TEXHOJIOTUN B KaJpoBO# paboTe.

YMerTs:

— TO0JIb30BaThCsl HABBIKAMHU IOMCKA, aHAJIM3a M MCIOJIb30BAHHUS HOPMATHUBHO-
IPAaBOBBIX JOKYMEHTOB B CBOEH MPO(HECCHOHATIBHOM J1eATENbHOCTH;

— pa3pabaTbIBaTh BHYTPEHHHUE KaJIPOBbBIE TOKYMEHTHI;

— BECTH KaJpoOBOE AEJIONPOU3BOACTBO U OPraHU30BBIBATH APXUBHOE XPAHEHUE
KaJIpOBBIX JOKYMEHTOB B COOTBETCTBUHU C JICUCTBYIOIIMMH HOPMATUBHO-IIPABOBBIMH
aKTaMu;

— o0ecneyuTs 3aluUTy MePCOHANBHBIX TAHHBIX COTPYIHUKOB.

— 3¢} @exTUBHO UCNOIB30BaTh KOPIOPATUBHBIE HH()OPMALIMOHHBIE CUCTEMBI IIPU
pELICHUH 3a7a4 YIPABJICHHS [IEPCOHAIOM;

— 3(Q(EeKTUBHO HCMOIB30BATh KOPIOPATHUBHBIE KOMMYHUKAIIMOHHBIE KaHAJIbI U
CpelcTBa nepegayu uHGpopMaluu;

— HCHOJIb30BaTh COBPEMEHHbIE HWH(OPMAIMOHHBIE TEXHOJOTMU B KAaJIpOBOM
pabore.

Bnanets:

— 3HAHUSAMM O LEJIAX KaJpOBOIO y4erTa;

— HaBbIKaMU OQOPMJIEHUS CONPOBOXKIAIOLIEH JOKYMEHTALMH MPOLELYp
IIPUEMA, YBOJBHEHHsI, IEPEBOJA W IEPEMELICHHS MEPCOHAIA B COOTBETCTBUU C
TpynoBsiM konekcoMm PD;

— HaBbIKAMH IIOMCKA, AaHajauM3a U MCHOJIb30BAHUS HOPMATHBHO-IIPABOBBIX
JIOKyMEHTOB B CBOEH MpodeCCHOHANTBHON e TETLHOCTH;

— HaBbIKaMu pabOThI ¢ BHeMIHUMH opranu3anusmu (Ilencuonnbim Gonmom PO,
@oHOM conuanbHOro crTpaxoBaHusd, DOHAOM 0053aTENBHOIO0 MEAUIIMHCKOTO
ctpaxoBanusa P®, T'ocynapcTBeHHON MHCHEKUMEH TpyAa, CIy:KOaMu 3aHATOCTH
HaCeJIeHUs U 1Ip.);

— HaBBIKAMHU COCTAaBJICHUS KaJIpOBOM OTUYETHOCTH;

— CBEJIEHUSMU O TOpsAKE, croco0ax M CpOKaX OpraHu3aluyd O3HAKOMIICHHUS
COTPYAHUKOB C JOKYMEHTALIUEW;

— HaBbIKAMH  O3HAaKOMJICHMS COTPYAHMKOB OpraHuM3alMd C  KaJApOBOU
JOKYMEHTALIMEN U IEUCTBYIOLIMMHU JIOKAJIbHBIMU HOPMATUBHBIMU aKTaMU;



— HaBbIKaMH pa6OTBI C ITPpUKIAAHBIMA  IIpOorpaMMaMHu MW  CIIPAaBOYHO-
I/IH(bOpMaHI/IOHHLIMI/I cucTeMaMU 3aKOHOIATCIIbHBIX aKTOB,

—3HaHUEM O HA3HAYEHMM W  OCHOBHBIX  3a/JadyaxXx  KOPIOPATHBHBIX
MH(POPMALIMOHHBIX CUCTEM;

— HaBBIKaMH  WH()OPMAITMOHHOTO  O0ECTEUYCHHsI TPOIECCOB  BHYTPEHHUX
KOMMYHHKALIUH;

— HaBbIKAMM TNPUMEHEHHUSI COBPEMEHHBIX MH(POPMALMOHHBIX TEXHOJOTUU JIs
penieHus 3a1a4 B KaJapoBoi padoTe.

4, O0beM TMCHUIJIMHBI M BUIbI Y4eOHOH padoThl

OOmrast TPyAOEMKOCTh AUCIUIUIMHBI COCTaBIsIeT S 3adeTHbIX eawaui, 180
aKaJIeMUYECKIX YacOB.

Bcero gacos Cemectp
Haumenosanue 5
OO6w1as TPyA0EMKOCTh JUCIMILUTMHBI 180 180
KonTaktHas pabdora: 92,5 92,5
JICKITUH 36 36
MIPAKTUYCCKHC 3aHITHS 54 54
CEMHUHAPBI - -
nabopaTopHbIe PaOOTHI - -
KypcoBO#i mpoekT (paboTa) - -
CamocrosiTenbHas paboTa CTyAEHTa 54 54
[TpomesxyTouHas aTTecTanus 36 36
KOHTaKTHasi paboTta 2,5 2,5
CaMoCTOsITeNIbHAs PadOoTa MO MOATOTOBKE K IK3AMEHY 33,5 33,5

5. Conep:xanue TUCHUIINHBI

5.1. CoorHecennsi TeM (pa3jiesioB) JAUCHMILVIMHBI W (GOPMHPYEMBbIX
KOMIIeTEeH U
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uHGOpPMALUK U CHUCTEMBI YIpPaBJICHUS. , CPC, iy y’3
Nudopmannonnas cucrema. BK ’
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Tema 2. Nudopmanmonnoe YO,
8 I13(C)
oOecrieueHre ACATEIbHOCTH. CPC , V3
JI L
Tema 3. KopropaTtusHbie ot S L R B VO,
10 I13(C)
MH(POPMAITMOHHBIE CUCTEMBI. CPC H, V3
T,
Tema 4. Pabota co + + |+ |+ |+ +
JI, 113, | YO,
CHCIMAM3UPOBAHHBIMUA  KaJpOBBIMHU | 12 cpC | 1LV3
KOMITBIOTEPHBIMU ITPOrpaMMaMH. ’
T,
Tema 5. Cucrema + | + + + J1,
YO,
JOKYMEHTAIMOHHOT O oOecmeuenns | 10 I13(C) I.V3
YIIPaBJICHHUSI. , CPC ’
JI L
Tema 6. CocraBneHue W + LI B ’ YO,
10 I13(C)
oopmieHne ciykeOHbIX TOKyMEHTOB. CPC A, VY3
J L
Tema 7. HampasieHus M 3a1auu S I B | VO,
’ 8 I13(C)
KaJIpOBOM pabOTHI HA MPEANIPUATHH. CPC A, Y3

Tema 8. Tpynosoe T T,

3aKOHOJATEIbCTBO W  MHBIE  AKTHI, SN e i ’ VO,

10 I13(C)
coliepKalllleé  HOPMBI  TPYIOBOTO CPC 1,3
IpaBa. ’

Tema 9. Kanposoe + | + + + + | JL T,
JIEIOTIPOU3BO/ICTBO: comepkanus | 8 I13(C) | YO,
TOHSATHS. ,CPC | I, V3

J T
+ |+ > ’
i H;l“;:lza e116(5)(.” JIOKyMEHTHUpOBaHNE 6 3(C) | Vo,
p p Y- ,CPC | I, V3
J T
. + |+ ) ’
KHH;E\{M 11. Odopmrnenue TpynoBoi 6 m3(C) | vo,
) ,CPC | I, V3

Tema 12. Benenne nuuHoro aeia u T,
JTUYHON KapTOYKU pabOTHUKA. YUer + | o+ | + J1, YO,
neokeHnst  kaapoB.  CocraBnenwe | 10 I3(C) | A4, Y3
KaJpOBOW OTYETHOCTH. YueT paboyero , CPC
BpPEMEHH.
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Tema 13. JlokyMeHTUpOBaHUE + + |+ JI, VO
nepeBofa COTPYAHHMKAa Ha Jpyryio | 6 I13(C) it {,3
pabory. , CPC ’
Tema 14. JIOKyMEHTHPOBAaHHE ot ot L L
’ 8 I13(C) | YO,
OTITYCKOB ¥ KOMaH/IUPOBOK. CPC | 11 V3
T
Tema 15. JIOKyMEHTHpOBaHHUE + |+ |+ JI, y’O
YBOJIbHCHUS COTPYJHUKOB u| 10 I13(C) it {,3
MePCOHAJIbHBIC JaHHBIC PAOOTHHKA. , CPC ’
JI L
Tema 16. MecTto yueTra nepcoHaina + R o VO,
12 I13(C)
B CUCTEME YIIPaBJICHUS. CPC I, Y3
Hroro 144
[IpomexyTouHas aTTecTalus 36 ]
HToro mo qucuuIimHe 180

Cokpamenusa: BK — BxogHoit koHTpons, JI — nekuwus, [13 — npaktuueckoe 3anstue, CPC —
camocTosATeNbHas paborta cryaeHTta, T — tect, YO — ycrtHbIit onpoc, [ — moknan, Y3 — ydyebHoe

3aJlaHue, O - SK3aMeH.

5.2. Tembl (pa3aenbl) TUCHUNJIMHBI U BHAbI 3aHSITHI

HanmenoBanue temsl (pa3nena Bcero
(pasnena) a1 |m3©) | ap | cpC KP
JUCIUTUTAHBI 4acoB

Pazoen 1». Ungopmayuonnoe obecneuenue 10 14 16 40
Kaopogotl pabomwl
Tema 1. UndopmanmonHbie TEXHOJIOTUH B
yrnpaBineHun. [loHstHe wuHPOpMAMK U 2 4 4 10
cucrteMbl ynpaenenus. MHpopmarmonHas
CUCTEMA.
Tema 2. UndopmanronHoe obecrieueHue
JesITeTbHOCTH. 2 2 4 8
Tewma 3. KopnopatusHsie
MH(OPMAIIMOHHBIE CUCTEMBI. 2 4 4 10
Tema 4. PabGoTa co ciennann3nupoBaHHBIMU
KaJIPOBBIMU KOMITHIOTEPHBIMH 4 4 4 12
MIpOrpaMMaMHu.




HanmenoBanwue Temsl (pazaena) Bcero

J I3(C) | JIp CPC KP

JUCIUTLIAHBI 4acoB
Pazoen 2. Jloxymenmayuonroe
obecneuenue Kaoposol pabomol 26 40 38 104
Tema 5. CucreMa TOKyMEHTAlHOHHOTO
o0ecrieyeHus yrpaBaeHHs. 2 4 4 10
Tema 6. CocraBneHue u odopMiieHHE 2 4 5 8
CIIy>KEOHBIX JOKYMEHTOB.
Tema 7. HanpaBnenusa u 3aga4u KaapoBOi 2 4 4 10

paloThI HAa MPEATIPHUSITHN.

Tema 8. TpymoBoe 3aKOHOAATEIBCTBO M
UHBIE  aKThl,  COJAEp)KALIUE  HOPMBI 2 4 2 8
TPYJIOBOTO MpaBa.

Tema 9. KampoBoe nenonpou3BoOJICTBO:

2 2 2 6
COJIEp’KaHUs OHSITHSL.
Tema 10. JlokyMeHTUpOBaHHME NpHEMa Ha 2 5 5 6
pabory.
Tema 11. OdopmueHue Tpy10BOM KHIKKH. 2 4 4 10
Tema 12. Benenue nu4yHoro aena u JIMYHOU
KapTO4YKM pabOTHHKA. YUeT JBUKEHUS 2 5 5 6
KaJIpOB. CocraBnenue KaJIpOBOM
OTYETHOCTHU. Y4eT paboyero BpeMeHH!.
Tema 13. JloKyMEHTHpOBaHHE IE€pPEBOJA 2 5 4 3
COTPY/IHUKA Ha JPYTyIo paboTy.
Tema 14. JlokymMeHTHpOBaHUE OTIIYCKOB U 2 4 4 10
KOMAaHJIUPOBOK.
Tema 15. JlIokyMEHTHpOBaHHE YBOJIBHEHUS
COTPYJHUKOB U IIEPCOHAJIBHBIE JIaHHBIE 2 4 4 10
paboTHHKA.
Tema 16. Mecto yuera mnepcoHana B 4 4 4 12
CHCTEME yIpaBJICHUS.
Hmozo 36 54 54 144
IIpomedsxcymounas ammecmayusi 36
Hmozo no oucyunnune 180

Coxpamenus: JI — nexuus, [13 — mpaktuueckoe 3ansrue, JIP — naboparopnas padora, CPC —
camocrosTenbHas pabora crynenta, KP — kypcosas padoTa.

5.3 Conep:kaHue pa3aejioB IMCHUIIMHBI

Pasznes 1. UngopmannonHoe odecneyeHne KaapoBou padoThl

Tema 1. HNudopmaumoHHble TexXHOJOrMH B ynpasieHuu. IlonsTue
uH(poOpMaLMU ¥ cUCTeMBbI ypaBieHusa. UHpopMaunoHHas cucrema

Nudopmatuzamus  obmectBa. HMHpopmanusa: CymHOCTh U OMNpeeSICHUE,
pasnuyHble acrekTsl ee o0paboTku. CucTemMa MU CUCTEMHBIA MOAXOJ B YIPaBJICHHH.
OcHOBHBIE ~ HampaBleHUs  pPa3BUTHA  aBToMaru3anuu  ynpasieHusa. Cocras
MH(POPMALIMOHHONW TeXHOJOTuM ympapieHuss. CylnHOCTh M NPUHLHUIB  PaOOTHI
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COBPEMEHHBIX HMH()OPMALIMOHHBIX TEXHOJOTHM B mporecce WH(GOPMALMOHHOTO H
JOKYMEHTAI[MOHHOTO 00ecTieueHUsI KaApOBO pabOTHI.

Tema 2. UndopmanuonHoe odecrnedeHne AesiTeJIbHOCTH

Lenu u 3amaun uHpopmanoHHoro obecrnedenus. CucreMbl HHOOPMAITMOHHOTO
obecrieuenusa. MWcrounnku wuHbopmanmu. OOpaboTka, aHaIM3 U XpaHEHUE
uH(popMaIuu. NudopmanmonHoe  obecrieueHue  MPOILECCOB  BHYTPEHHUX
KOMMYHUKAIIUH.

Tema 3. KopnioparuBHbie HHPOPMALHOHHBbIE CHCTEMBI

OcHoBHoe HazHaueHue KHMC. KoprnopaTuBHbIE KOMMYHUKAalMOHHBIE KaHaJbI.
CpenctBa nepenaun uHpopmanuu. [IpuHIUIIBI MOCTPOEHUS CUCTEMBI BHYTPEHHHX
KOMMYHHKAIlMii B OpraHuM3alud M WHGOPMALMOHHOE O0ecleueHnue IMpoLeccoB
BHYTPEHHMX KOMMYHUKAlUi B opraHuzanuu. I¢G(OEKTUBHOCTh HCIOIb30BaHUS
KOPIOPAaTUBHBIX HMH(POPMALMOHHBIX CHUCTEM IMPU PELIEHUU 3a/ad YIpaBJIEHUs
IIEPCOHAJIOM.

Tema 4. Padora co cnennaan3MpoOBAHHBIMU KaJPOBbIMH KOMIbIOTEPHBIMHU
NporpaMMamMu

OCHOBHBIE BO3MOYKHOCTH NPOTrpaMM, NPEAHA3HAYECHHBIX [JII aBTOMAaTH3alUU
KaJIpOoBO pabOTHI.

Pa3zneu 2. JlokyMeHTALMOHHOE o0eceyeHne KaapoBoil padoThl

Tema S. Cucrema JOKyMEHTALMOHHOT'0 00eCIIeYeHUs YIIPABJICHUA

CymHocTh JOKYMEHTAIMOHHOrO oOecreueHus. Jlemonpou3BoICTBO: 3aJauul U
¢ynkuuu. OCHOBHBIE TPYIIbl JOKYMEHTOB. Opranuzanus JTOKYMEHTalMOHHOTO
oOecrieueHusa. TumnoBble JOKYMEHTALIMOHHBIE omnepauuu. HopmatuBHas 06a3za
JOKYMEHTAIMOHHOTO 00eCTieueHUsl yIIpaBieHUs. DIEKTPOHHBIA JOKYMEHTOOOOPOT.

Tema 6. CocraBiieHue u opopmMiIeHHE CIIYKeOHBIX IOKYMEHTOB

Bunbel u  HazHaueHue CIyXKeOHBIX JOKYMEHTOB. OpraHu3alMOHHBIE H
pacrnopsAuTEIbHbIE JOKYMEHTHI.

Tema 7. HanpaBienusi 4 3ajaum KaJipoBoii padoThbI HA NPeINPUATHH

Kanposast monutuka opranu3anuu. 3a1auu U GyHKIUNA KaIPOBOU CITYKOBI.

Tema 8. TpyaoBoe 3aK0HOIATEIbCTBO W HMHbIE AKTHI, COAePKALIAE HOPMBI
TPY/AOBOI0 MpaBa

Uctounuku tpygoBoro mnpaBa. OCHOBbI apXMBHOIO 3aKOHOJATEIbCTBA U
HOpMAaTHBHBIE MpaBoBble akThl Poccuiicko @enepaunu, B 4YacTU BEACHUS
NOKYMEHTAIlMM 10 TMEpCOHaNly. Perucrpanus, yder, OIEpAaTUBHOE XPAHCHHUE
JOKYMEHTOB TIO NEPCOHANIY, MOArOTOBKAa K CHAY€ MX B APXMB. 3aKOHOJATEIIbCTBO
Poccuitckon denepanmnu 0 NEPCOHAIBHBIX JaHHBIX.

Tema 9. KaagpoBoe 1e10IpOU3BOICTBO: COAEPKAHUS MOHATHSA

OCHOBBI JOKYMEHTOOOOpOTa M JOKYMEHTallMOHHOTro obecmnedeHus. Kaaposoe
NEJIONPOU3BOACTBO:  OCHOBHBIE  TOHATHUS W HANpaBICHHUS  ACATEIbHOCTH.
Knaccudpukanuus kaapoBodt gokymeHTauuu. WHCTpyKUMsS MO J€JIONPOU3BOJICTBY
KaJpoBOM Cy»KObI. JIOKaJIbHBIE HOPMATHMBHBIC aKThl OPraHU3AINH, PETYIUPYIOIINe
mopsiok  0OPMIICHUST PACTIOPSIUTENBHBIX W OPTaHU3AIMOHHBIX JTOKYMEHTOB 10
nepconany. lIloctaHoBka Ha ywer oOpraHuM3auud B TOCYJAapCTBEHHBIX OpraHax.
[ToaroToBKa yBEOMIICHHIA, OTYETHON M CTATHCTHYECKOW MH(POPMAITUH IO TIEPCOHAITY.
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Tema 10. [lokyMeHTHpPOBaHMe MPpUEeMa Ha PadoTy

JIOKyMEHTBI, IIPEIBABIISIEMbIE TP 3aKIYEHUN TPYAOBOrO J0roBopa. Tpyaosoi
norosop. [Ipuka3 o npueme Ha padoTy.

Tema 11. OdopMienne TPya10BOil KHUKKH

[Topsanox odopmiieHus: Tpy10BOM KHIXKKHM MPU YCTpoHcTBE Ha padory. [IpaBuna
BEJCHUS TPYHNOBBIX KHIKEK. McrpaBneHue 3amuceld B TPYAOBOM — KHMXKKE.
DIEKTPOHHBIEC TPYIOBbIE KHUKKH.

Tema 12. Benenue JMYHOro Aesia U JUYHON KAPTOYKHM PadOTHUKA. Y4deT
ABM:KeHMs KkaapoB. CocraBjieHHe KaJpoOBOi OTYETHOCTH. Y4er padoyero
BpeMeHH

JImunoe peno pabGorHuka. Jluunas kaprouka paboTtHuka. Ilopsmox yuera
JIBUKEHUS KagpOB MW COCTaBJEHUS YCTAHOBJIEHHOW oTdyeTHOCTH. KoHTpoiib
MPUCYTCTBUS paOOTHUKOB Ha pabodyem mecTe. YueT pabodyero BpeMeH! pabOTHUKOB.

Tema 13. JlokyMeHTHpPOBaHMe NlepeBOa COTPYAHUKA Ha APYIyI0 padory

JIOKyMEHTUPOBAaHHE BPEMEHHOTO IE€PEBOAA COTPYAHMKA. J[OKyMEHTHMpOBaHHE
IIOCTOSIHHOI'O [IEPEBO/A COTPYIHHUKA.

Tema 14. JlokyMeHTHPOBaHE OTIIYCKOB M1 KOMAaHIMPOBOK

JIOKyMEHTHUpOBaHHE OTIIYCKOB. OCHOBHBIE JOKYMEHTBI, PETJIAMEHTHUPYIOIINE
OpEJOCTaBIEHUE OTIycka pabOTHUKaM. JIOKyMEHTHpOBaHHE KOMAaHIUPOBOK.
Odopmienus ciykeOHbIX KOMaHIUPOBOK.

Tema 15. /lokyMeHTHpPOBaHHE YBOJbHEHUSI COTPYAHMKOB U NEePCOHAJIbHbIE
JaHHbIE PA00OTHUKA

OdopmiieHre TOKYMEHTOB TpU YBOJBHEHUM COTpPYAHUKOB. IloaroroBka wu
oopMiIeHHE MO 3ampocy PaOOTHUKOB M JIOJDKHOCTHBIX JIMI[ KOMHUH, BBITUCOK W3
KaJIpOBBIX JOKYMEHTOB, CIOpPaBOK, HH(MOpMAlUMU O CTa)xe, JbroTax, TrapaHTHsX,
KOMITCHCALIMSIX U UHBIX CBEICHHUI O paOOTHUKAX.

Tema 16. MecTo y4yera KagpoBOH padOThHI M y4eTa MEPCOHAJNA B CHCTEMe
ylpasBJieHUsA

[enu yuera nepconana. Cucrema ydera rnepcoHasia B (pyHKIIMOHAJIBHOM pa3pese.
TexHo0rMs ydyera nepcoHaia B OpraHu3amyH.

5.4 IlpakTnyecKue 3aHATHS

Homep TemsI Tpyno-
ACIAILTHHEL Temarnka MPakKTHYECKUX 3aHATHI (CEMUHAPOB) €MKOCTb
(gacel)
1 [MpakTuueckoe 3aHsTue (cemunap) 1. Mudopmarusanms oOIIeCTBa,

noHstTue wuHGOpManMu U cucTteMbl ynpasieHusd. HMuHdopmauus wu

pas3In4HbIe acleKThl ee 00paboTku. CucTeMa M CUCTEMHBIH MOAXOJ B 4
yrpasieHuH. KonnmuecTBo u kadyecTBO HH(OOPMAITHH.

2 [TpakTuyeckoe 3ansatue (cemunap) 2. MudpopmainmonHoe odecnieueHue
yhnpaBieHus mepcoHasoM. TpeOoBaHusS K  MHGOPMALUOHHOMY 2
00€CIIeYeHHIO YIIPaBIEHYECKOH 1A TeIbHOCTH.

3 [TpakTtnueckoe 3ansTue (cemMuHap) 3. OCHOBBI M OCHOBHBIC TOHSATHUS 4

kopnopauuu u KNC. Kanan kommynukanuu (mo A.B. CokoiioBy)
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Howmep tembl
JUCLUATIIMHBI

TemaTuka NpakTUYECKUX 3aHATUN (CEMUHAPOB)

Tpyzmo-
E€MKOCTh
(dacern)

4

[TpakTueckoe 3anstue (cemuHap) 4. PacnpocTpaHeHHblE IPOrpaMMBl,
IpeJHa3HAYeHHbIE Ul aBTOMAaTH3alMM padOThl KaJpOBBIX CIIYKO
OPEINPUATHIA, OpraHU3aHid U GUpM.

4

[Ipaktnueckoe  3anstue  (cemuHap) 5. JloxyMeHTanmoHHOe
oOecnieueHne. CpoKM HCIIOJIHEHUS JOKyMeHTOB. IlocraHoBka Ha
KOHTPOJb. Cusitue JOKYMEHTa c KOHTPOJISL. Cucrema
JOKYMEHTAIlMOHHOI'O obecrieueHus. WNudopmannonso-
JIOKYMEHTAIlMOHHOE 00ecIieueHue.

[TpakTaeckoe 3ansatue (cemmnap) 6. CocrtaBieHue U OQGOPMIICHHE
CIy)KEeOHBIX  JOKYMEHTOB. BuIbl W  Ha3HaYeHUE  CIY)KEOHBIX
JOKYMCHTOB. OpFaHI/I3aIII/IOHHI)IC " pacnopAauTCIbHBIC JOKYMCHTBI.

[TpakTuueckoe 3ansaTre (ceMunap) 7. Hampasienus u 3aauu KaapoBoit
paboTel Ha npeAnpusTaU. KaxpoBasi MOIMTHKA OpraHU3aIiK. 3aa9d U
(GYHKIIMY KaJApOBOM CITYKOBI.

[Ipaktuyeckoe 3aHsTHe (cemuHap) 8. VICTOYHMKH TPYHOBOTO IpaBa.
OCHOBBI apXHUBHOI'O 3aKOHOJIATENbCTBA U HOPMATHUBHBIE IIPABOBBIE AKTHI
Poccniickoit ®enepanuu, B 4YacTHM BEACHUSA JOKYMEHTalUU 11O
nepcoHaily. Perucrpanus, yder, ON€paTUBHOE XPAHEHUE JIOKYMEHTOB
[0 NEpCcoHally, MOArOTOBKA K CAaye MX B apXWUB. 3aKOHOAATEIBCTBO
Poccuiickoii denepanyu 0 nepcoOHAIbHBIX TAHHBIX.

[Mpaktuyeckoe 3anHsatue (cemmHap) 9. Kiaccudukanums xkampoBoit
JNOKyMeHTauu. HCTPYyKIMS 10 1eIONPOU3BOJCTBY KaJAPOBOI CITyKOBI.
JlokanpHble HOPMATHUBHBIE aKThl ~OpraHU3alUU, PEryIUpYIOIINe
HnopsiIok  opOpMIIEHHST PACHOPSIAUTENIBHBIX U OpPraHU3aIMOHHBIX
JOKYMEHTOB MO mnepcoHany. IlocTaHoBka Ha ydeT OpraHM3allld B
roCcyapCTBEHHBIX opraHax. IloaroroBka yBenOMIIEHWH, OTYETHOW U
CTaTHUCTUYECKOM MH(OpMAILIMK 10 IEPCOHATY.

10

[Mpaktuyeckoe 3ansTHe (cemuHap) 10. JlokyMeHTBHI, mpeabsBIsieMble
IIPY 3aKIIOYEHUH TPYLOBOro aorosopa. Tpynosoi norosop. IIpukas o
npuemMe Ha paboTy.

11

[Tpaktuyeckoe 3ansrue (cemunap) 11. [lopsaok opopmiieHus TpyA0BOi
KHIDKKM TIpU YCTpoiicTBe Ha paboty. [lpaBmia BeneHus TpyIdOBBIX
KHIKEK. McnipaBieHue 3anucel B Tpy10BOM KHUKKE.

12

[Mpaktndyeckoe 3aHATHMe (cemmHap) 12. JluyHoe nemo pabOTHUKA.
Jlnunast kaprouka paOoTHuka. Ilopsmok y4yera IBM)KEHUS KaJpoB H
COCTABJICHUS] YCTAHOBIIEHHOM OT4YeTHOCTH. KOHTponbs mnpucyrcTBUs
pabOTHUKOB Ha paboyeM MecTe. YueT pabouero BpeMeHH paOOTHHUKOB.

13

[Mpaktudeckoe 3anstue (cemunap) 13. JlokyMeHTHpOBaHHE BPEMEHHOTO
nepeBojia COTpyAHHMKA. BpeMmeHHBI 1epeBoJ] 1O HMHHUIIMATUBE
pabOTHMKAa WJIM COIJIAIlIEHUI0 CTOpPOH. BpemeHHbIN mepeBoa 1o
uHUnuatuBe padoroxarens. OdopmiieHHe BPEMEHHOTO IEpeBOja, He
TpeOyromero corjacus paboTHuka. J|IOKyMEHTHPOBAaHHE MOCTOSHHOTO
NepeBojia COTPYAHMKA.

14

[Ipaktuueckoe 3anstue (cemuHap) 14. OcCHOBHBIE JTIOKYMEHTHI,
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Howmep tembl
JUCLUATIIMHBI

TemaTuka NpakTUYECKUX 3aHATUN (CEMUHAPOB)

Tpyzmo-
E€MKOCTh
(dacern)

perIaMeHTHPYIOIMEe  MPEJOCTaBICHHUE  OTIycka  pabOTHUKaM.
JlokymMeHTupoBanue  KOMaHAMPOBOK. OdopmieHus  ciyKeOHBIX
KOMaHIHPOBOK.

15

[IpakTtnueckoe 3anarue (cemunap) 15. OdopmieHue TOKYMEHTOB TPH
YBOJILHEHUU COTPYIHUKOB. [loaroroBka m odopmiieHHe Mo 3ampocy
pabOTHUKOB M JIOJDKHOCTHBIX JIMI] KOIHM, BBITUCOK M3 KaJIpPOBBIX
JIOKYMEHTOB, CIIPaBOK, MH(OpMamuu O CTaxe, JbroTax, TapaHTHSIX,
KOMITCHCAIVSIX ¥ MHBIX CBEJICHUN O PaOOTHHUKAX.

16

[Ipaktuueckoe 3ansitue (cemuuap) 16. Cucrema yuera mnepcoHalia B
GyHKIMOHATBHOM  pa3pe3e. TexHomorus ydera TepcoHaiia B

OpraHu3aIiu.

Hroro o gucHumimae

54

5.5 JIaGopaTopHbIii NPAKTUKYM

JlabGopaTopHBIil MPAKTUKYM y4E€OHBIM IJIAHOM HE TIPEyCMOTPEH.

5.6 CamocTosiTejibHasi padoTa

Howmep Temsl
JCIIUTUTUHBI

Bunel camoctosiTenbHOM paboThI

Tpyno-
E€MKOCTb
(dacer)

6 cemecTp

1. W3yuenue TeopeTnyeckoro wmarepuana «MHpoOpMaIoOHHbIE
TEXHOJIOTUH B ympasieHuH. [loHsTHE WH(DOPMAIMH W CHCTEMBI
ynpasienus. MHbopmannonHas cucteMa.» (KOHCIEKT JEeKIUH |
pEeKOMEH TyeMast JINTeparypa).

2. TToaroToBKa K YCTHBIM OMPOCaM U TECTHPOBAHHIO, TIOATOTOBKA
y4eOHBIX 3aaHui U TOKJIAIO0B [0 TEMAM.

Jlur.: [1-8]

1. Wsyuenme Tteopernyeckoro wmarepuana «udopmanmonHoe
obecrieueHre AeATeIbHOCTHY» (KOHCTIEKT JEKIUNA U PEKOMEHIyeMast
JTUTEPATYpA).

2. IloaroroBka K yCTHBIM ONpPOCaM M TECTUPOBAHMIO, MOJATOTOBKA
y4eOHBIX 3aJJaHUH U JOKJIAIOB TIO TEMaM.

Jlur.: [1-8]

1. H3yuenme teoperudeckoro wmarepuana «KopnoparusHsie
UH(POPMALIMOHHBIE CUCTEMbD» (KOHCIIEKT JIEKIIMH U peKOMEH1yeMast
JTUTEPATYpA).

2. IloaroroBka K YCTHBIM ONPOCaM M TECTUPOBAHUIO, MOATOTOBKA
yueOHBIX 3aJJaHUI U JOKJIAJ0B [0 TEMaM.

Jlur.: [1-8]

1. Wsyuenue Tteopernueckoro wMarepuana «WHpopManmoHHbie
OCHOBBI YIpaBJICHUA CONUAJIBHO-TEXHUYCCKNMHU CUCTEMaMMN»
(KOHCTIIEKT JIEKIIMA U PEKOMEHTyeMasi JIUTepaTypa).
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Howmep temsl Tpyno-
JHACHUATUTUHBI Buer caMocTosTenbHON paboThI €MKOCTb
(uacer)

2. IloaroroBka K YCTHBIM ONPOCaM M TECTUPOBAHUIO, MOJATOTOBKA
y4eOHBIX 3aJjaHUH U JOKJIAJI0B 110 TEMaM.
Jlur.: [1-13]
l. Nsyuenue TEOPETHUYECKOTO Marepuaia «Cucrema
JOKYMEHTAllMOHHOIO ~ O0€CIleYeHusi  yNpaBleHUs»  (KOHCIEKT

5 JEKUUI U peKOMeHAyeMasi JINTeparypa). 4
2. IloAroTroBka K yCTHBIM OIIPOCAM M TECTUPOBAHUIO, IIOJrOTOBKA
y4eOHBIX 3aJaHUN U JOKJIAJ0B 10 TEMaM.
Jlurt.: [1-8]
1. W3yuenue teopernueckoro Marepuana «CocTaBieHHEe U
oopmieHre CiIy)KeOHBIX JIOKYMEHTOB» (KOHCIEKT JIeKUMH u

5 peKoMeHayeMas JINTeparypa). 4
2. IloAroToBKa K YCTHBIM OIIPOCAM U TECTUPOBAHUIO, IIOJrOTOBKA
y4eOHBIX 3aJjaHUH U JOKJIAJ0B 10 TEMaM.
JIurt.: [1-8]
1. U3yuenue teopernueckoro marepuana «Hampasienus u 3amgauu
KaJpoBoi pabOThl Ha NPEANPUATHH» (KOHCHEKT JIEKUMH u

7 peKoMeHyeMas JINTeparypa). 5
2. IloAroTroBKa K yCTHBIM OIIPOCAM U TECTUPOBAHUIO, IIOJrOTOBKA
yueOHBIX 3aJjaHUI U JOKJIAJ0B 10 TEMaM.
JIurt.: [1-8]
1. U3yuenue Teopernueckoro matepuana « [pygosoe
3aKOHOJATEIBCTBO U UHBIE AKThI, COIEPIKALUE HOPMBI TPYLOBOTO

3 npaBa» (KOHCIIEKT JIEKLIUH U peKOMeHAyeMas JINTepaTypa). 4
2. IloAroToBKa K YCTHBIM OIIPOCaM U TECTUPOBAHMIO, TIOJrOTOBKA
yueOHBIX 3aJJaHUH U JOKJIAJ0B [0 TEMaM.
Jlur.: [1-8]
1. N3yuenne TEOPETUUECKOTO Marepuaia «Kanposoe
JIeNIOTIPOU3BOJICTBO: COAEPIKAHUS MOHATHS» (KOHCHIEKT JeKIMA U

9 peKoMeHayemas JINTeparypa). 5
2. IloAroToBKa K YCTHBIM OIIPOCaM U TECTUPOBAHMIO, TIOJrOTOBKA
yueOHBIX 3aJJaHUI U JOKJIAJ0B 10 TEMaM.
Jlur.: [1-8]
1. H3ydeHue TeopeTHdeckoro marepuana «JlOKyMEHTUPOBAHHE
npuemMa Ha paboTy» (KOHCIEKT JIeKUMH U peKoMeHayemas

10 JTUTEPATYpA). 9
2. IloAroToBKa K YCTHBIM OIIPOCaM U TECTUPOBAHMIO, TIOJrOTOBKA
yueOHBIX 3aJaHUH U JOKJIAJ0B [0 TEMaM.
Jlur.: [1-8]
1. U3ydyenue teopernueckoro Marepuana «OdopmiieHue TpyaoBoi
KHIKKI» (KOHCTIEKT JIEKIUH U peKOMeHTyeMasi TuTepaTypa).

11 2. IloAroToBKa K YCTHBIM OMPOCAM U TECTHPOBAHHIO, TIOJTOTOBKA 2
y4eOHBIX 3aJJaHUi U JOKJIAJI0B 110 TEMaM.
Jlut.: [1-8]
1. M3yueHue TeopeTrnueckoro Mmatepuania «Benenue nuuHoro aena

12 U JINYHOM KapTOUKH pabOTHHUKA. YUeT IBUKEHUS KaJpOB. 4

CocraBieHne KapoBOi OTYETHOCTH. YUeT pabovyero BpeMeHu
(KOHCTIIEKT JIEKIIM ¥ PEKOMEHIyeMasi JIUTepaTypa).
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Howmep Tembl Tpyno-
JTUCIUIIINHBI Buer caMocTosTenbHON paboThI €MKOCTbh
(dacer)

2. [TonroToBka K yCTHBIM OIPOCaM U TECTHPOBAHHIO, TIOATOTOBKA
y4eOHBIX 3aJ[aHHi U JOKJIAJIOB 10 TEMaM.
Jlur.: [1-13]

1. WsydeHue TeopeTHUECKOro marepuana «J{oKyMeHTHpOBaHHE
1epeBojia COTPYAHHMKA Ha JIPYrylo paboTy» (KOHCHEKT JEKIHA U
pEeKOMEHIyeMast INTeparypa). 5
2. [ToAroToBKa K yCTHBIM OIPOCaM M TECTHPOBAHUIO, TIOrOTOBKA
y4eOHBIX 3aaHUM U TOKJIAJO0B [0 TEMaM.

Jlurt.: [1-8]

13

1. M3yuenue TteopeTueckoro marepuaia «JlokymMeHTUpoOBaHUE
OTITYCKOB M KOMAaHJMPOBOK» (KOHCIEKT JICKIUI U peKoMeHayeMas
14 JTUTEPATYpa). 4
2. IloAroToBKa K yCTHBIM OIIPOCaM U TECTUPOBAHMIO, IIOJrOTOBKA
y4eOHBIX 3aJjaHUH U JOKJIAJ0B 10 TEMaM.

JIurt.: [1-8]

1. W3yuenue TteopeTnueckoro marepuaia «JlokyMeHTUpOBaHUE
YBOJIBHEHUSI COTPYIHUKOB U IE€PCOHAJIbHBbIC NaHHbIC PaOOTHUKA»
(KOHCIIEKT JIEKIUH 1 peKOMEH1yeMasi INTEpaTypa).

2. IloAroTroBKa K yCTHBIM OIIPOCAM U TECTUPOBAHUIO, IIOJrOTOBKA
yueOHBIX 3aJjaHUI U JOKJIAJ0B 10 TEMaM.

JIurt.: [1-13]

15

1. U3yuenue TeopeTnueckoro marepuana «MecTo ydera KaapoBOi
paboThI U y4yeTa repcoHasa B CUCTEME YIPABICHUSD (KOHCIIEKT
JIEKIMN ¥ peKOMEHIyeMasi JTUTEpaTypa).

2. [ToaroToBKa K YCTHBIM OIPOCaM U TECTUPOBAHMIO, TOATOTOBKA
yueOHBIX 3aJJaHUH U JOKJIAJ0B [0 TEMaM.

Jlur.: [1-15]
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Hrtoro mo qucuuruimae 54

5.7 KypcoBblie padoThl (IPOEKTHI)

KypcoBsie paboThI (POEKTHI) y4EOHBIM TIJIAHOM HE MPEAYCMOTPEHBI.
6 YueOHO-MeTOAMUYECKOE U HH()OPMAIMOHHOE O0ecnedeHre JUCIMILTHHbI

a) OCHOBHAs JUTEpaTypa:

1 Ab6ynamgze, JI. I. JlokymeHTaumoHHOoe ofOecrevyeHHe YyNpaBJeHUSA
MEePCOHATIOM: YUYeOHUK M TPAaKTHKYM JUIs akaaemuyeckoro Oakamaspuara / [I. T.
Abynanze, U. b. Bempspkkuna, B. M. Macnosa. — M. : U3gatensctBo FOpaiit, 2018.
— 299 c. — (Cepus : bakanaBp. Akagemuueckuit kypc). — ISBN 978-5-534-00875-3.
—  Pexum gocryma:  www.biblio-online.ru/book/8F9C2312-2C6D-48BC-87FE-
0B062BB243CE.— cBoOOAHBIN.

2 KysuenoB, WM. H. JlokyMeHTanuoHHoe oOecnedyeHne yIpaBJIeHUS.
JIOKyMEHTOOOOPOT U JAEIONPOU3BOICTBO: YUYEOHUK M MPAKTUKYM JUIsl TIPUKIAJTHOTO
Oakanapuata / M. H. Ky3nenoB. — 3-¢ uzn., nep. u gon. — M. : W3narenbcTBo
FOpaiit, 2018. — 461 c¢. — (Cepus : bakanasp. [Ipuxnagnoit kypc). — ISBN 978-5-
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http://www.biblio-online.ru/book/8F9C2312-2C6D-48BC-87FE-0B062BB243CE
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534-04275-7. — Pexxum noctyma: Www.biblio-online.ru/book/7873BF4B-A3F7-44E2-
8ECO0-1E3D6392702A.— cBOOOIHBIN.

3 Hoponuna, JI. A. OpraHu3aumss ¥ TeXHOJIOTHSl JOKYMEHTALMOHHOIO
o0ecrnieyeHusi yNpaBJIeHUSl: YYCOHMK W TPAKTUKYM JUIsI  aKaJeMUYECKOTO
OakanaBpuata / JI. A. Joponuna, B. C. UputukoBa. — M. : U3narensctBo IOpaiir,
2018. — 233 ¢. — (Cepus : bakamaBp. Axanemudeckuii kypc). — ISBN 978-5-534-
04568-0. — Pexwum moctyma: Www.biblio-online.ru/book/19DADB52-959C-40DA-
B18F-C955EFACOC1D.— cBOoOOAHBIN.

0) TONOJHUTEbHAS TUTEpaTypa:

4 JlokyMeHTAIlHOHHOEe ofecrieyeHHe YIPABJEHUS TMEPCOHANIOM: YueOHoe
nocobue/bynar P. E. - M.: HUL] MTHOPA-M, 2018. - 234 c.- 15 3k3.

5 Ilysanora, H. H. Opranm3zanmus W TEXHOJOTHSA [JTOKYMEHTAIIMOHHOIO
o0ecrnieyeHusi yHpaBJieHHUsl: YYCOHMK W TPAKTUKYM JUIsI  aKaJeMUYECKOTO
6akanaBpuata / H. H. lllyBanoBa. — M. : U3narensctBO FOpaiit, 2018. — 221 ¢. —
(Cepus : bakanaBp. Axagemuyeckuii kypc). — ISBN 978-5-9916-5843-0. — Pexxum
noctymna:www.biblio-online.ru/book/B621F068-A574-4630-BCD1-0D785C133657.—
CBOOOTHBI.

6 Kazakebuu, T. A. JlokymeHTOBeaeHHe. JIOKyYMEHTAIIMOHHBIN CepBHC:
y4eOHUK U TpaKTUKyM HJisi mpukiagHoro OakamaBpuarta / T. A. KazakeBuu, A. U.
Txkanmny. 2-e u31., uctp. u pon. — M. : U3marensctBo FOpaiit, 2018. — 177 ¢. —
(Cepust : bakanaBp. Ilpuknamnoit kypc). — ISBN 978-5-534-06273-1. — Pexum
JI0CTYyTa: www.biblio-online.ru/book/98462230-A63D-402F-A36A-
24C2D22B5BC5.— cBOOOIHBIN.

7 I'pozoma, O. C. lejionpou3BOACTBO: yueOHOE MOCOOME ISl aKaJeMUYECKOTro
6akanaspuata / O. C. I'pozoBa. — M. : U3gatensctBo FOpaiit, 2018. — 124 c. —
(Cepus : Yuausepcutetrsl Poccun). — ISBN 978-5-534-06787-3. — Pexum moctyma
‘www.biblio-online.ru/book/5077B250-DA4C-4DC2-A37A-8B2FAAT14D24.—
CBOOO/THBIM.

8 Ynpasiienue nepconajioMm. Teopusi U NMpakTukKa. AyJAUT, KOHTPOJUIUHT H
OllEHKAa pacXxo/J0B Ha mepcoHa’a : yueO. mocooue / mox pen. KubGanosa A.S.. —
Mockaa : [Ipocnekr, 2018. — 80 ¢. — 20 3k3.

9 VhpaBieHue mnepcoHANIOM: y4eOHUK W  TPAKTHKYM JUIsi  BY30B/
A. A. JlutBuHIOK [M 1p.] ; moa penakuueit A. A. JIlutBuHoka. — 2-¢ u3l., nepepad. u
non. —  MockBa: MszmarensctBo  FOpaibit, 2021.— 498 c.— (Bricmiee
oOpazoBanue). — ISBN 978-5-9916-5550-7. — Tekcr : anekrponusliii // bC KOpaiit
[caiiT]. — URL: https://urait.ru/bcode/468618 (nata ob6pamienus: 29.03.2021).

B) TIepeYeHb pecypcoB  WH(GOPMAIMOHHO-TEICKOMMYHHUKAIIMOHHON  CETH
«HTepHeT:!

10 «BKK» —  HamuoHanmbHBI  COIO3  KaJApOBUKOB  Pexxum  moctyma:
http://www.kadrovik.ru— cBo6oaHBbIA.

11Kypuan «YmopaBrnenue mnepcoHaioM». Pexum goctyma: http://www.top-
personal.ru— cBoOOIHBIN.
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r) ImporpaMMmHoOe oOecrieueHrne (JIMIEH3MOHHOE, CBOOOIHO PacCHpOCTpaHSIEMOE),
0a3bl IaHHBIX, UHPOPMAIIMOHHO-CIIPABOYHBIE U TOMCKOBBIE CUCTEMBI:
120¢unmaneueiii caiit komnanuu "Koncynbsrantllntoc" [DnekTpoHHBINH pecypc].

Pexxum noctyna: http://www.consultant.ru/ — cBoOoaHbII.
onoInoTEKa

13DnexTpoHHas

HAaY4YHBIX

yOJIMKAIAMA

«eLIBRARY.RU»

[DnexTponHsIit pecypc]. Pexum nocryna: http://elibrary.ru/ — cBoGoaHsbIi.
145 1exTpoHHO-OMOIMOTeYHas cHcTeMa U3AaTeiabcTBa «JlaHb». [DIEKTPOHHBIH
pecypc]. Pexum noctyna: http://e.lanbook.com/ — cBoGoaHBIiA.
15911eKTpOHHO-GHOIHOTeYHas cucTeMa u3zatensera «FOPAWMTY. [DnekTpoHHbI
pecypc]. Pexum nmoctyna: http://www.biblio-online.ru— cBoOoaHBbIiA.

7 MaTepl/laJIbHO'TeXHI/IquKOe o0ecrneyeHue TUCHUIIINHBI

I[J'ISI oOecreyeHus yqe6H0r0 ImponccCa U B 3aBUCUMOCTH OT BHJA IIPOBOJHNMBIX

3aHATUN HCIIOJIB3YCTCA
JUCTUITIINHEIL.

ciacayromiee

MaTCPpUAJIbHO-TCXHUYCCKOC

oOecrieueHue

HawnmenoBanme cienuaiabHBIX
IOMENIEHUH U TOMENIeHUI
JIIISI CAMOCTOSITEILHOM
paboThI

OCHAILIEHHOCTE CIIEIAAILHBIX
OOMEINIEHNI U TOMEIIEHUI I
CaMOCTOSITEIIBHOW paObOThI

[IepeyeHb JIMIIEH3MOHHOTO
IPOrpaMMHOT0 0OecTeyeHus

VYueOnas aynutopus Ne 365
HMMEHHU JI.U.H., Ipodeccopa,
YJIeHa-KOPPECIIOHICHTA
MEXyHApOAHOH akageMuu
Tpancnopra bynkuna A.K.

KomruiexT yueOHoO# MeGenu: napTsl
U CTYIbs (BMECTUMOCTB: 40
MOCA/I0YHBIX MECT).

MOK (MynpTUMETUHHBIHI
oOyuaronuii KOMILIEKC) -
KOMIIBIOTEP, IPOEKTOP, IKPaH.

MeTtoanueckuii KaOMHET
Kadeapbl UCTOPUU U
yIpaBJICHUS IEPCOHATIOM
Ne 363

KommnexT yueOHo# MeGenu: napTsl
U CTYJbs (BMECTUMOCTB: 20
MIOCA/I0YHBIX MECT).

MOK (MynpTUMEIMIHBII
oOyuaronuii KOMIUIEKC) -
KOMIIBIOTEP, IPOEKTOP, IKPaH.

Microsoft Windows 7
Professional

Microsoft Windows Office
Professional Plus 2007
Acrobat Professional 9
Windows

International

Kaspersky Anti-Virus Suite
1S

WKS u FS

Konsi- SWOT ANALYSIS
Konsi - FOREXSAL

B cooTBeTcTBHM ¢ pacEicaHWEM Y4eOHBIC 3aHATHS TaK)Ke MPOBOIATCS B IPYTHX
aAyIUTOPHSIX YHHUBEPCUTETa, B TOM YHCJE, TOTOYHBIX AyJAUTOPHSIX, OCHAIECHHBIX
o0opy0BaHNEM, AHAIOTUYHBIM 000pyTI0BaHUIO ayauTopuit 365 u 363.

Kommnerotepnsiii kinace (aya. 139) ¢ Beixogom B ceTh «HTEpHET», OCHAILIEHHBIN

KOMIIBIOTCpaMU n

OPITEXHUKOM,

obecrieynBaeT

OoOy4Jarommxcst  BO

BpeMs

CaMOCTOSITEJIbHON TOJATOTOBKM pPabOYMMU MECTaMH M JIOCTYIIOM B DJIEKTPOHHYIO
nH()OpPMAITMOHHO-00pa30BaTeNIbHYI0  cpely YHuBepcutera. Jlyis  opraHuzamnuu
CaMOCTOSTEIILHON pabOThl 00YUAIONIUXCS TAK)KE UCTIONIB3YIOTCS: OMOIMOTEYHBINA (POHT
YHuBepcuTeTa; YATATBHBIA 3a71 OMOJUOTEKH ¢ BO3MOXKHOCTBIO TIOJKITIOUCHUS K CETH
«MHTEpHETY» ® oOOecmeueHWeM JOCTyma B JJICKTPOHHYIO HWH(OPMAIMOHHO-
obOpaszoBaTenbHYyI0 cpeny YHuBepcuteTa (aya. 125).
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8 Oopa3oBare/ibHbIe U HH(POPMALHOHHBIE TEXHOJIOTHH

B pamMkax u3ydeHMs] AMCLUMIUIMHBI MPEAINONATacTCs] UCHOJIb30BaTh CIEIYIOIINE
o0Opa30BaTeIbHbIE TEXHOJIOTHH.

Bxoomnoti  kommpons TPOBOJUTCS TPENOJABATEIEM B Hadale U3YyYEHUs
JUCLMIUIMHBI C LEIbI0 KOPPEKIUH IMPOLEcCa YCBOCHUS CTYyIEHTaMHU TUIAAKTHYECKUX
€MHULL IPU U3YYEHUH 0a30BbIX AUCLUILINH.

Jlexyus cOCTaBISIET OCHOBY TEOPETHUUECKOTO 00YUEHHUs B paMKaX TUCIUIUIMHBI U
HallpaBj€Ha HAa CHCTEMATH3UPOBAHHOE W3JIO)KEHUE HAKOIUIEHHBIX M aKTyaJbHBIX
Hay4HbIX 3HaHWMU. Ha JeKuuM KOHUEHTpUpPYEeTCs BHHUMaHUE OOy4YaroIMXCAd Ha
HanOoJiee CIOXKHBIX M y3JOBBIX BONPOCAX, CTUMYJIUPYETCS WX aKTUBHas
MO3HABaTeNIbHAs JEATENbHOCTh. BeayluM METOJOM B JIEKIIMH BBICTYNAET YCTHOE
U3JI0KEHUE Yy4eOHOro MaTrepuayia, KOTOPBIM CONPOBOXAAETCS OJHOBPEMEHHOU
JEMOHCTpAIell ClaiIoB, CO3JaHHBIX B cpere PowerPoint, mpu HeobOxomumocTu
IOPUBJIEKAIOTCS. OTKPBITBIE VIHTEpHET-pecypChl, a TakXke JIEMOHCTPALMOHHBIE U
HarJIsAHO-WILTIOCTPALIMOHHBIE MaTepUalbl, BUACOMATEPUAIIbL.

Ipakxmuueckue 3anamus MO0 TUCUUIUIMHE MPOBOJATCS B COOTBETCTBUH C yYEOHO-
TEMaTUYECKUM IIJIAHOM IO OTHENbHBIM IpynmaM. Llens — 3aKpenuTb TEOpETUYECKHE
3HaHUS, NOJYYEHHbIE 00YYaIOIMMUCS HA JIEKIMSIX U B PE3YJIbTaTE CAMOCTOSITEIIBHOTO
U3yYEHUsI COOTBETCTBYIOIIEH PEKOMEHIyEeMOM JIUTEpaTypbl, a TaKkKe IpHOOpEcTH
HayaJlbHbIE TNPAKTUYECKME HABBIKK B  HAyYHO-MCCIIEIOBAaTEIbCKOM  padoTe.
PaccmarpuBaembie B paMKax MPaKTUYECKOTO 3aHATHSA MPUMEPHI U MPOOJIEMbI UMEIOT
MpO(ECCUOHANIBHYIO HAMPABIEHHOCTh W COAEPKAT 3JIEMEHThI, HEOOXOAUMBIEC s
(opMHpOBaHK KOMIIETEHIIMM B paMKax Mpo(pecCHOHAIbHON MOATOTOBKY OakaiaBpa.

Camocmosmenvras paboma cmyoenma SIBISETCSI COCTABHOM 4YacThl0 Yy4eOHOMN
pabotel. Ee oCHOBHOM 1enblo sBIIAETCS (OPMHUPOBAHUE HABBIKA CAMOCTOSITEIBHOIO
IpUOOpETEHMs 3HaHUHM MO0 HEKOTOPBIM HE 0CO00 CIIOKHBIM BOIPOCAM TEOPETUYECKOTO
Kypca, 3aKperjieHHe U YriIyOJieHue MOJyYeHHBIX 3HAHUH, CaMOCTOsATEIbHAs paboTa co
CIPaBOYHUKAMH, MEPUOINYECKUMHU U3JAHUSIMHU U HAYYHO-TIOMYJISIPHOM JIUTEpaTypoH,
B TOM YHCJI€ HAXOASIIMUMUCS B TJI00ATbHBIX KOMIIBIOTEPHBIX CETSIX.

KonTakTHas pabora cO CTyA€HTaMHM Takke MOXXET BKIJIIOYaTh MHTEPAKTUBHBIC
(GopMbl  0Opa3oBaTeNbHBIX TEXHOJOIMH. B pamkax u3ydyeHus JUCUUIUIMHBI
IpearoiaraeTcsi  HUCIOJb30BaTh  CIAEAYIOUIME  HMH(POPMAIMOHHBIE  TEXHOJOTHU:
ANIEKTPOHHBIE PECYpPChl, TEXHOJOruu Internet, 3MeKTpOHHAs MOYTA, H3AATEIHCKUE
cucteMbl (Microsoft Word), anektponnsie Tabmuusl (Microsoft Excel), Texnonoruun
mynbTUMenna (PowerPoint).

9 ®oHA OUEHOYHBIX CPEACTB /s NPOBeJAeHHs TeKyllero KOHTPOJIs
yCIIEBA€MOCTH M NPOMEKYTOYHOM ATTECTALMHU 10 UTOraM OCBOCHUS AUCHMILTUHBI

YpoBeHb M KauecTBO 3HAaHUN OOYy4YaIOIIMXCSl OLIEHUBAIOTCA IO pe3yJbTaTam
TEKYILET0 KOHTPOJS YCIIEBAEMOCTH M INPOMEKYTOYHOM aTTEeCTAlMd II0 HTOram
OCBOCHUS TUCUUIUIMHBI. TeKyInuid KOHTPOJIb YCIEBAEMOCTH O0YUaIOIUXCS BKIIIOUAET
CJIENYIOLIUE OLICHOYHBIE CPEICTBA.
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Yemuvie onpocvl IpOBOAATCA HAa NPAKTHYECKUX 3aHATUAX C LEJIBI0 KOHTPOJIA
YCBOECHHS TEOPETUYECKOTO MaTepHalla, N3J1aracMoro Ha JICKIUH.

Tecmul, BbIJaBa€Mble Ha CaMOCTOSITEIbHYIO PAa0OTY, MpECIEayIOT COOOHM Lenb
CBOEBPEMEHHOTO BBIABJIICHHS IIJIOXO YCBOCHHOIO Marepuala JUCLUIUIMHBL IS
HOCIIEAYIOUINI KOPPEKTUPOBKU WM OpraHU3aluu 0053aTeIbHON KOHCYIIbTAIIUH.

Hoknaoer (HayuHble COOOIIEHUS, BBICTYIUIEHHUS C HarjsAHON Mpe3eHTaluen
uHpopManuu) OOCYKJAIOTCA B paMKax [PaKTUUYECKUX 3aHATHM 10 Temam
nucuuIuInebL. [Ipenogasarens, Kak MPaBWIO, BBICTYNAET B POJIM KOHCYJIBTAHTA IPU
3aCIyIIMBAHUU JIOKJIAQJ0B, OCYIIECTBISICT KOHTPOJb MOJYyYEHHBIX OOYyUYaIOIUMUCS
pesynbraToB. [IpenogaBarens cneaut, 4TOObI BHICTYIUIEHHE HE CBOJUIIOCH K IIPOCTOMY
BOCIIPOU3BEJIEHUIO TEKCTA. BBICTyIIEHUE TOJIKHO CTPOUTHCS CBOOOIHO, YOS IUTEIHHO
U apryMeHTHpoBaHo. [Ipu 3ToM 0Oydaroniuiicss MOXeT 00palaThCsi K CBOUM 3aIUCSM,
IIPUBOJUTD BBIICPKKHU U3 MEPUOINYECKON IT€YATH, CAUTOB UHTEPHETA U T. .

YueOuvie 3a0anus, BbBIJABaéMble I CAMOCTOSITEIBHOTO — BBIIIOJHEHUS
00y4arolUMuUCcs, CoAepKaT TPeOOBaHUSI BBIIIOJIHUTh KaKUE-IMOO TEOPETUUECKUE WU
OpaKTHYECKUE ydeOHble NEHCTBUS. YUeOHbIEe 3a/laHusl MPENIoJiaraloT aKTUBU3ALMIO
3HAaHUU, YMEHUHN U HaBBIKOB, JIN0O — aKTyaJU3alliI0 paHee YCBOCHHOTO MaTepuaia.

IIpomexyTouHast arTecTanys 110 UTOraM OCBOCHUS JUCLUIUIMHBI IIPOBOAUTCS B
BUJE dx3amerna 6 6 cemectpe. K MOMEHTY mpoBeIeHUSI IPOMEXKYTOUHOM aTTecTalluu
JOJDKHBI OBITh YCHEIIHO MPOWEHBI NpeabLaye GopMbl KOHTpostst. [IpoMexyTrounas
aTTecTalnys MO3BOJSIET OLEHUTh YPOBEHb OCBOCHMS KOMIIETEHIMM 334 BECh IEPUOL
M3yYCHHS JHUCLMUIUIMHBI. DHIET BKIIOYAET JBAa TEOPETHYECKMX BOIIpOCAa W OAUH
MIPAKTUYECKUM BOTIPOC.

9.1 baJuIbHO-PeTUHIOBasi OLIEHKA TEKYIIero KOHTPOJIS yCeBAeMOCTH U
3HAHUM CTYACHTOB 10 AMCHUILIMHE

He npumensercs.

9.2 Metoanueckue peKOMEHIAIUM 10 MPOBEAEHHIO NMPOLEeTYPhbl OLlEeHUBAHUS
3HAHUH, YMEHH U HABBIKOB M (MJIM) ONBITA AEATEJbHOCTH, XapPAKTePHU3YHOIINX
JTanbl (POPMUPOBAHUS KOMIIETEHIMH

IIpouenypa onleHUBaHUS 3HAHWUNM, YMEHUN U HABBIKOB, XapaKTEPU3YIOLIUX dTAIIbI
dbopMHpOBaHUS KOMIIETEHIIMM, MPEeayCMaTpUBaET TEKYIIUI KOHTPOJb YCIEBAEMOCTHU
oOydJaronmxcsit ¥ NPOMEXYTOUYHYIO aTTECTAllMI0 10 WTOTaM OCBOEHUS TUCUMUILIUHBI.
[Ipu 3TOM (QOHII OLIEHOUHBIX CPEACTB BKJIKOYAET CIEIYIOLIUE OLICHOYHBIE CPEJCTBA U
LIKaJIbl OLICHUBAHUS.

OneHouHEIE IIkans! oneHUBaHUS™*
cpencTBa
Texymuit KOHTPOJIb YCIIEBAEMOCTH 00YYarOIINXCs
Tect «OTIMYHO»: IPAaBUJIBHBIE OTBETHI JaHBI HA HE MEHee 4yeM 85 % BOMpOCOB.
«Xopouo»: NpaBUIbHBIE OTBETHI 1aHbl HA HE MEHee 4eM 75 % BOIIPOCOB.
«Y IOBJIETBOPUTEIBLHOY»: NpPaBUJIbHBIE OTBETHl JaHbl Ha HE MeHee udem 60 %
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O1neHoYHbBIE

IIkans! oneHUBaHUA™

cpeacTBa
BOIIPOCOB.
«HeynoBeTBOPUTEIHHOY: TPABUIILHBIC OTBETHI JaHBI HA 59% U MeHee BOIIPOCOB.
YCTHBIH «OTIMYHO»: O0OydYaloOUIMiics 4YEeTKO U SICHO, [0 CYIIECTBY JaeT OTBET Ha
OIIpocC IIOCTaBJICHHBIN BOIIPOC.
«Xopomio»: 00yJaroIIuiCcs aeT OTBET Ha IOCTABICHHBIN BOMPOC IO CYIIECTBY U
NPaBUJIHHO OTBEYACT HA YTOYHSIOIINE BOTIPOCHL.
«Y IOBJICTBOPUTEIILHOY»: OOYYaIONIMICS HE Cpa3y Jajl BEPHBIH OTBET, HO CMOT JaTh
€ro MPaBHJILHO MPU IOMOIIM OTBETOB HAa HABOJISIINE BOIIPOCH.
«HeynoBIeTBOPUTEIHHO»: 00YJAIONINIICS OTKA3bIBACTCSI OTBEYATH HA TIOCTABICHHBIN
BOIIPOC, JIMOO OTBEYACT HA HErO HEBEPHO U MPH (POPMYIMPOBAHUH JOTIOTHUTEIBHBIX
(BcrmomMoraTeIbHbIX ) BOIIPOCOB.
Joknan «OTnHyHO»: OOyYaroIIWiCs JAenaeT [OKJIAA, IIOJIHOCTBIO COOTBETCTBYIOIIUI
TpeOOBAHUSM.
«Xopomo»: oOydJaromuics  JemaeT  JIOKIaJ, YacTUYHO  COOTBETCTBYIOLIUMN
TpeOOBAHUSM.
«Y IOBJIETBOPUTEIILHOY: o0yJaromuncs JenaeT JOKJIaJ, YaCTUYHO
COOTBETCTBYIOILIUI TPEOOBAHUSAM C HE3HAYUTEIIbHBIMU OLTHOKAMHU.
«HeynoBrneTBopuTeIbHOY»:  OOyYalOIIUiiCS  JAenaeT JOKJIaa JIMOO  YacTUYHO
COOTBETCTBYIOIIUI TPEOOBAHHSIM CO 3HAYMTEIBHBIMH ONIMOKAaMU, JIMOO MOIHOCTHIO
HECOOTBETCTBYIOIINN TPEOOBAHMSIM.
TpeOoBaHusi K JOKJIAAy ONPEACISIOTCS WHAMBHIYAIbHO WCXOIS W3 TEMbI
WCCIICIOBaHMUS.
YueOHoe «OTIUYHO»: 3aJ]aHUE BBINIOJIHEHO MOJHOCTHIO, B COOTBETCTBHH C MOCTaBJICHHBIMU
3aJjaHne TpeOOBaHUSMH; TIPH OTBETE OOYYAFOIIUICS JEMOHCTPUPYET 3HAHHE MPOTPAMMHOTO

MaTepuana; OTBET 00y4aroIerocsi apryMeHTUPOBaH U HE COAEPIKUT OIIHUOOK.
«Xopomio»: 3aJaHue BBIMOJHEHO IMOJTHOCTHIO, B COOTBETCTBUU C IMOCTABJICHHBIMU
TpeOOBaHUSMU; MPU OTBETE OOYYAIOIIMICA AEMOHCTPUPYET 3HAHUE MPOTPAMMHOIO
MaTepuaia; OTBET OOydYaromerocs apryMEHTHPOBAH, HO JaH C HE3HAYUTEIbHBIMU
omuOKamu.

«Y IOBNIETBOPUTEIIBHOY»: 3aJlaHUE BBITIOJIHEHO TIOJIHOCTBIO, B COOTBETCTBUU C
MOCTaBIEHHBIMA TPEOOBAaHUSMHU; TPH OTBETE OOYYAIOIIUKCA B HEIOCTATOYHOMN
CTENEHU JIEMOHCTPHUPYET 3HAHUE MTPOTPAMMHOTO MaTepHuaia; OTBET 00yJaromerocs B
HEJOCTAaTOYHOU CTENEHH apryMEHTHPOBAH U JIaH C HE3HAYUTEIHHBIMU OIIUOKAMHU.
«HeynoBneTBOpPUTENIbHO»: 00YyJaIONMiCAd HE BBIMOJHWI 3a/JaHHs, WIH pPe3yJbTar
BBITIOJTHEHHS] ~ 3a/laHusi HE  COOTBETCTBYET  IOCTABIEHHBIM  TPEOOBAHHSIM;
o0ydJaronuiics 1eMOHCTPUPYET HE3HAHKE MPOTPaMMHOT0 MaTepHalia; 00yJaroIIHics
HE MOXET apryMEHTHPOBAaTh CBOWM OTBET; B 3aJaHUSIX M (WJIM) OTBETaX HMEIOTCS
CYyIIIECTBEHHBIEC OIINOKH.

*K MOMEHTY MpOXOXKJIEHUSI MPOMEKYTOUHOH aTTecTaluu OOYyYarolUMiACs JOMKEH MOTYYHUTh
«OTJINYHOY, «XOPOLIO» WM «YIOBIIETBOPUTEIHHO» 3a ydyacTHe Mo KpaitHeil mepe B 50 % donna
OLICHOYHBIX CPE/ICTB.

9.3 TemMbI KypcOBBIX padoT (MMPOEKTOB) MO JMUCHHUIJIHHE

Hammcanne kypcoBbix paboT (IpOEKTOB) yueOHBIM TUIAHOM HE TIPETYCMOTPEHO.

9.4 KoHTposibHbIe BONPOCHI [JIsi MPOBeIeHUs] BXOJHOI0 KOHTPOJIA
OCTATOYHBIX 3HAHMII 110 00eCeYNBAKIINM IMCUUILINHAM
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MeTobl HCCIIeIOBAaHNIM M IPUHSATHUS PEIICHUI B YIPABICHUH TIEPCOHATIOM (4):

ko

[ToHsiITHE CUCTEMBI U €€ COCTABJISIONINX, CTPYKTYpPa CUCTEMBbI
CocrosiHue, NBIKEeHHE, PYHKIIMU U MPOIECCHI CUCTEMBbI
[ToHsiTHE U 11€JIb CUCTEMBI YIIPABIICHUS, CYITHOCTh MEXaHMU3Ma YIIPaBIICHUS
3akoH yrpaBieHus U 3P(HEeKTUBHOCTH YIIPABICHUS CUCTEMOMN
HccnenoBanue v €ro BUIbl, TOHITHE HAYYHOTO MCCIIEIOBAHUS

DKOHOMHUKA yIIpaBJIeHUsI TepcoHaIoM (5):
6. dakTopsl, BIUAIONINE HA TPYIOBbIE MOKA3ATEIH
/. XapakTepuCTHKa BHJIOB U METOJIOB aHAJIN3a TPYJAOBBIX MTOKa3aTelen
8. XapakTepucTHKa 3TaloOB aHAJIM3a TPYAOBBIX MMOKa3aTeme
9

Tpyaa

10. DddexkTuBHOCTS TpyAA.

3¢ peKTUBHOCTH TpyAa.

OCHOBHBIE TTOJXOJIBI

HaTypaJIBHBIe, CTOMMOCTHBIC M TPYAOBBLIC H3MCPUTCIIN ITPOHU3BOAHUTCIIBHOCTU

K OIIEHKE DKOHOMHYECKOU

9.5 Onncanue nmokaszarejieii M KpPUTepHeB OLEHUBAHMSA KOMIIETEHUMII Ha

PA3INYHBIX 3Tallax UX (l)OpMI/IpOBaHI/IH, OICaHueE IIKAJ ONCHUBAaHUA

[Toka3zarenu n KPUTCPHUH OLICHUBAHUA KOMHGTGHHHVI Ha pas3JIMYHbIX 3TallaX UX

dbopmupoBaHus

OTansl
(dhopmMupoBaHH
s
KOMIIETEHITHHI

IToka3arenu
OLIEHMBaHUA
KOMIIETEHIIA

v

u

Kpurepun orieHnBaHus KOMIIETEHIIUN

[IIxama
OLIEHUBaHUS

KOMIIETEHIINN
*

Ortan
(dhopmMupoBaHH
s1 3HAHUH

ITonnHoTa,
CHCTEMHOCTb,
MIPOYHOCTh
3HAHHI

— IIpuoOpeTeHHbIe 3HaHUS U3JIaraloTcs B
YCTHOH, MUCbMEHHOM Ui rpaduueckoit opme B
MIOJTHOM 00bEMe, B CHCTEMHOM BH/IE, B
COOTBETCTBHUH C TpeOOBaHUSAMU y4eOHOI
MIPOrPaMMBbl; TOMYCKAIOTCS €TUHUYHbIE
HECYIIIECTBEHHbIE OINOKH, CAMOCTOSATEIBHO
UCIpaBJIIEMbIE CTY/I€HTaMU

«S5» -
«OTJINYHO»

— IlpuobpereHHbIE 3HaHUS U3JAralTCs B
YCTHOM, MUCbMEHHOM WK Tpaduyeckoit popme B
MIOJTHOM 00bEME, B CUCTEMHOM BH/IE, C
HECYIECTBEHHBIMU OTKJIOHEHUSIMHU OT
TpeGoBaHUIl yueOHOI MpOrpaMMBbl; TOMYCKAIOTCS
€IMHUYHBIE HECYIIECTBEHHBIE OLINOKH,
HCIIPABJIIEMBIE CTYIEHTaMU NIOCIIE YKAa3aHUs
IpenojaBaTelis Ha HUX

«y -
«XOPOLIOY

— IIpuoOpeTeHHbIe 3HaHUS U3JIaraloTcs B
YCTHOM, MUCbMEHHOM U rpadudeckoit popme
HETIOJIHO WJIM HE CUCTEMHO C CYIIIECTBEHHBIMHU
OTKJIOHEHUSIMH OT TpeOOBaHUH yueOHOM
IIPOrPaMMBI; IOIIyCKAOTCS OTACIbHBIC
HECYIIIECTBEHHbIE OIINOKH, UCIPaBIIsIeMbIe
CTYJACHTAMH IIOCJIE YKa3aHUs IPENoAaBaress Ha

B3» -
«YIOBJIETBOPH
TEIHLHOY
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OTanel
¢dbopmupoBanu
1
KOMIICTCHITUH

IToxazarenu
OILICHUBAaHUA
KOMIIETEHIIN

(v

nu

Kputepuu oriennBaHus KOMIETCHIIUN

[MIxkana
OILICHHUBAHUA

KOMIETEHIINH
*

HHUX

— IIpuoOpeTeHHbIe 3HAHUS U3JIaraloTCs B
YCTHOH, MUCbMEHHOM WU Tpaduieckoit hopme
HEIOJIHO U HE CUCTEMHO C CYILIECTBEHHBIMH
OTKJIOHEHUSIMH OT TpeOOBaHUI yueOHOI
IIPOrPaMMBI; IOIIyCKAOTCS CYLIECTBCHHbIE
OLLIMOKH, HE UCIIPABIIIEMBIE CTYIEHTAMU I10CIIE
yKa3aHus IpenojasBarelisi Ha HUX

@y -
«HEYIIOBJICTBO
PHUTEIBHO

O060011IeHHOC
Tb 3HAaHUU

— CBo0oHOE IPUMEHEHUE ONEpaIfil aHAIN3a U
CUHTE3a, BBISBIICHUE PUIHMHHO-CIICICTBEHHBIX
CBsI3eii; (pOopMyIHPOBKA BHIBOJOB U 00OOIICHMIA;
CBOOOTHOE ONIEPHPOBAHUE U3BECTHBIMHU (haKTaMuU
Y CBEIICHHMSIMH C HCIIOJIb30BaHHEM UH(POPMALIUU
W3 IPYTHX MPEIMETOB

«5» -
«OTJINYHOY

— IlpumeHeHune onepanuil aHaJIM3a U CUHTE3a B
OTpaHUYECHHOM 00bEME, BBISBIICHUE TIPUINHHO-
CJICZICTBEHHBIX CBSI3CH C HECYIIECTBECHHBIMU
omuOKamMu; (OpPMYyITUPOBKA BBIBOJOB U
000011IeHHH, HO ¢ HETOYHOCTSIMHU HJIH C
HEOOJBIIMMH HEJ0YETAMH; TIOATBEPKICHHE
W3YYEHHOTO U3BECTHBIMH (DaKTaMH U CBEICHUSIMHU

«“y -
«XOPOIIOY

— TpyanocTu npu onpeneneHnu  CyIeCTBeHHbBIX
MPHU3HAKOB U3yYECHHOTO MaTepraa; BhISBICHUE
MIPUYMHHO-CJIEICTBEHHBIX CBsI3€EH C
CYIIECTBEHHBIMH OIIMOKAMH; HeYeTKast
(hopMyIMpOBKa BEIBOJIOB U 0000IIEHNUH;
M3YyYEHHBIN MaTeprai He TIOATBEPKIACTCS
W3BECTHBIMU (PAKTaMHU M CBEACHUSIMU

3» -
«yAOBIETBOPHU
TEJIHLHO»

— beccucremMHoe BbIIEIEHUE CITy9aiiHBIX
MIPU3HAKOB U3YUYEHHOT0; HEYMEHUE MPOU3BOAUTD
MIPOCTEHNIINE ONEpALlMU aHAJIN3a U CUHTE3a;
JeJIaTh 00OOIICHHS, BBIBObI

«@» -
«HEYJOBJIETBO
PHUTETBHOY

Oran
OCBOCHMS
yMEHUHI

CreneHb
CaMOCTOSTEI
BHOCTH
BBITIOJTHCHU A
JeUCTBUS

(ymeHus)

— CB00OgHOE TPUMEHEHHE YMEHHI Ha TIPAKTHKE
B PA3JIMYHBIX CUTYAIUAX (BBITOTHEHUE
HE0OXOTMMBIX JIEHWCTBUN)

«S5» -
«OTJINYHOY

— IlpuMeHeHne ymeHuli Ha IPaKTHUKE B
Pa3IMYHbIX CUTYalUsAX (BBIIOJHEHUE
HEOOXOAUMBIX JIEHCTBHIA) C HE3HAUYNUTEILHBIMU
olMOKaMu, KOTOPbIE CTYACHTHI CaMU
HCIIPABISIIOT

«y -
«XOPOLIOY

— IlpuMeHeHne ymeHuUl Ha IPaKTHUKE B
Pa3IMYHbIX CUTYalUsAX (BBITOJHEHUE
HEO0OXOIMMBIX JIEUCTBUN) TOIHKO B 3HAKOMOM
CUTYAINH, 110 33ITaHHOMY AJITOPUTMY, C OITOPOM
Ha [TOJICKA3KHU IIPENo1aBaresis

«3» -
«YIOBJIETBOPHU
TEIHHO»

— HecnocoOHOCTH POJIEMOHCTPUPOBATH
OCBOEHHE YMEHUH 1100 3HAUNTENIbHbBIE

2y -
«HEYJOBJIETBO
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OTanel
¢dbopmupoBanu
1
KOMIICTCHITUH

IToxazarenu
OILICHUBAaHUA
KOMIIETEHIIN

(v

nu

Kputepuu oriennBaHus KOMIETCHIIUN

[MIxkana
OILICHHUBAHUA

KOMIETEHIINH
*

3aTpyJHEHUS MPU TPUMEHEHUN YMEHUN
(BBIMOJIHEHUU JIEHCTBUI)

PUTEIIBHO»

Oco3Ha"HHOCT
b
BBIIOJIHEHUS
JIEeHCTBUS
(ymeHus)

— (CB000JHOE KOMMEHTUPOBAHUE BBIMOIHIEMbIX
nercTBuid (yMEHUH), MpaBUJIbHBIE OTBETHI Ha
BOIIPOCHI ITPENOJIaBaATENs

«S» -
«OTJIUYHO)

— Ilpu KOMMEHTUPOBAHUU BBITOIHIEMbBIX
NercTBUM (YMEHUI) UMEIOTCS HE 3HAYUTEIIbHBIE
MIPOIYCKH, HErpyObIe OLTHOKH,

— HeOoublIne 3aTPYAHEHUS [IPH OTBETaX Ha
BOIIPOCHI IIpenojaBaTes

«y -
«XOPOLIOY

— CyluecTBeHHbIE 3aTpyIHEHUS IPU
KOMMEHTUPOBAHHUHU BBINOJIHAEMBIX JEHCTBUI
(YMeHuii) Wi ToTyIeHHe TpyObIX OMMOOK B
OTBETaxX Ha BOIPOCHI MPENoiaBaTesl

«B3» -
«YIOBJIETBOPHU
TEJIHHO»

— HecnocoOHOCTH IPOKOMMEHTHPOBATH
BBITIOJIHSIEMbBIC IEHCTBUSI (YMEHUA) U JOIMYIICHUE
rpyObIX OMKUOOK B OTBETAX HAa BOMPOCHI
npenojaBaTesns

@y -
«HEYAOBIIETBO
PHUTETHLHOY

Ortan
OBJIAJICHUS
HaBBIKAMUA

JlemoHcTparg
sl HaBBIKA B
HE3HAKOMOM
CUTYaIuu

— JlemoHcTpanus BiajieHUs] HABBIKOM B
HE3HAKOMOH (HOBOM, HETUIIMYHOI) CUTYyaluH,
BBITIOJTHEHUE 33/1aHUH TBOPYECKOTO YPOBHS

«S5» -
«OTJINYHO»

— JleMoHCTparus BiaieHUs] HAaBBIKOM B
HE3HAKOMOMH (HOBOM, HETUIMYHOI) CUTYyalluH,
YKJIOHEHUE OT BBINOJIHEHMSI 3alaHUI TBOPYECKOTO
YPOBHSI

«4y -
«XOPOLIOY

— HeyBepeHHas neMoHCTpanus BIaACHUs
HABBIKOM B HE3HAKOMOM (HOBOI1, HETUITUYHOM )
CUTYallUH, HECAMOCTOSTEIIbHOE BHITIOJIHEHUE
3aJlaHU TBOPUYECKOTO YPOBHS

B3» -
«YIOBJIETBOPH
TEILHOY

— HeB03MOXHOCTH POJIEMOHCTPUPOBATH HABBIK
B HE3HAKOMOH (HOBOM, HETUMMYHOI) CUTYyalluH,
HECIIOCOOHOCTH BBITIOJIHUTH 33/1aHUSI TBOPUYECKOTO
YPOBHSI

«@» -
«HEYJOBJIETBO
PHUTETBHOY

Ot60p "
MHTErpalus
3HAaHUH n
YMEHHUHN IS
dbopmupoBaH
Hs1 HAaBBIKOB

— Ot00p 1 uHTErpanys 3HaHUI U yMEHUH
HCXOJIsl U3 TIOCTABJICHHBIX 1IEJIEH, TPOBEACHUE
caMOaHaJIM3a U CAMOOLIEHKU IIPU IEMOHCTPALUU
HaBbIKa

«5» -
«OTJINYHOY

— Ort06op 1 uHTErpaIys 3HAHUN U YMEHUI
HCXOJs U3 TIOCTABJICHHBIX LIEJIEH, C OIIOPOU Ha
IIPEeroiaBaTes, IPOBEJCHUE HETITyOOKOro
caMOaHaJIN3a U IOBEPXHOCTHOM CAMOOLIEHKH IIPH
JIEMOHCTPAIIMHY HaBbIKA

«y -
«XOPOIIIOY

— 3arpyaHeHwus mpu 0TOOpE W UHTErpaIlluu
3HAHUW U YMEHUHN UCXOIS U3 IOCTABICHHBIX
1IeJIei, OTCYTCTBHE CaMOAHAJIN3a U CAMOOLICHKH
MIpY JEMOHCTPALIMU HaBbIKA

B3» -
«YIOBJIETBOPH
TEIHLHOY
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Ortanel IToxazarenu [MIxkana
(hopMUPOBaHU | OIICHUBAHHUS . OLICHUBAaHUA
Kputepuu oriennBaHus KOMIETCHIIUN o
s KOMIETEHIA KOMIETEHIINH
KOMIIETEHIIUN u *
— HesepHsiit 0TO0p 1 OMIMOOYHAS HHTETPALTHS «@2» -
HECUCTEMHBIX 3HAHUW U YMEHUH UCXOMS U3 «HEYJIOBJIETBO
MOCTABJICHHBIX 1I€JIEH, OTCYTCTBUE HABBIKA PpUTEIIBHO»

*OkoHuaTenbHasl OLIEHKAa 10 «aKaJeMUYeCKON» IlIKaje OIlpeneNnsercs B pe3yjbTare
OKpYTJIEHUS! B OOJBIIYIO CTOPOHY CPEIHEW OIICHKH BCEX IOKa3aTelel OIEHMBAHUS KaKJOro dTara
(bopMHpPOBaHUS KOMIIETEHIIMH.

9.6TunoBble KOHTPOJIbHBIE 32IaHUSA IJIA NIPOBEIeHUs] TEKYIEro KOHTPO0JIsA
U IPOMEKYTOYHOM aTTeCcTAIMU 10 UTOraM OCBOEHMSI JUCHMILTUHBI

9.6.1 KoHTpoJIbHBbIC 3aJaHUs JJS NPOBEJCHUS TEKYyLIero KOHTPOJIA
ycIeBaeMoCTH
TecTsl
Tecr 1
1. Ilo xapakTepy MNpUHATHS  HOPMATHBHO-  IPABOBbIE  HMCTOYHHKHU
KJIaCCU(UILIMPYIOTCS Ha!
3aKOHBI U IOCTAHOBIICHUS, PUHUMaeMbIe [ ocynapcTBeHHOM Jlymoit;
pacniopsbkeHus U ykassl [Ipe3unienra rocyaapcersa;
nocTa”oBiieHUs [IpaBUTENBCTBA CTPaHBI;
BEPHO BCE BBILICTIEPEUYHCIIEHHOE
2. VcTOYHMKM TpPYyAOBOrO IpaBa, PEryJUpPYIOIIHE TPYIOBBIE OTHOILIEHHS BCEX
pabOTHUKOB Ha TEPPUTOPUHM KaXKJOTO PErvoHa B TOCYAApCTBE, HE3aBUCHUMO OT
OTpaciau NPUMEHEHUS TpyAa:
pPErMOHAIIbHBIE;
OTpacJeBbIE;
TEppUTOPHUAIIbHBIE (MECTHBIE U MYHULIUTIATIBHBIE);
dbenepanabHbIE.
3. HopmaTuBHO- mNpPaBOBbIE HWCTOYHUKH, [JEHUCTBYIOIIME B OINPEICICHHOM
BEJIOMCTBE HApPOJHOTO XO3SIICTBA :
pEruoHaIbHBIE;
OTpAacJEBBIE;
TEPPUTOPHUAIIbHBIE (MECTHBIE U MYHUITUTIATBHBIE);
JIOKaJIbHBIE.
4. HopmaTuBHO- IpaBOBbIE HCTOYHHMKH, KOTOPBIE JACHCTBYIOT B OTACIBHOM
cyonekte PO:
PETHOHAJIBHBIE;
OTpAacJeBbIE;
TEPPUTOPHAIIbHBIE (MECTHBIE U MYHUIIUIIATIBHBIC);
JIOKaJbHbIE.
5. HopmatWBHO- NpaBOBBIE HCTOYHHUKHM, KOTOpPBIE JEUCTBYIOT TOJIBKO JUIS
pabOTHUKOB OIPENEIECHHON OpraHU3aluK WU NPEANPUATUSL
PErMOHAIIBHBIE,
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OTpACIIEBBIE;

TEpPUTOPHAIbHBIC (MECTHBIE U MYHUITUTIATIBHBIC);

JIOKaJIbHBIE.

6. ®enepanbHbIM HCTOYHUKOM TPYAOBOTO ITPaBa SIBISETCA:

MexayHaponHblii mNakT o TpaxaaHckux mpaBax (1966 ron, B CCCP
patuduiuponan B 1976)

KoHBeHIHS 0 JIMKBUIAIMHU YIIEMJICHUS] B OTHOUIEHUU TPYIOBBIX MPAaB KECHIINH
(1979 ron, 8 CCCP parudumnuposana B 1980 romay)

KonBenmusi o0 cokpamieHnn paOouero BpeMEHH, KOTopas YCTaHOBHJIA
MeXIyHapoaHbli ctanaapt (40 yacoB) paboyero BpeMeHHU.

®3 «O Poccuiickoil TPEXCTOPOHHEN KOMUCCHHM PETYISTUBHOTO XapakTepa B
COIIMAJIbHBIX U TPYAOBBIX OTHOIIECHHUIX)

7. MexayHapoIHBIM UCTOYHUKOM TPYJIOBOTO ITpaBa SBJISETCA:

Koncturyuus PO

TpynoBoit KoJIeKC Kak KOJU(PHUIIMPOBAHHBIN IPABOBOM aKT.

3akoH «O 3aHATOCTH HacesieHus: PPy, ycTaHAaBIMBAIOIINK MMPAaBO HA 3aLIUTY OT
0e3pabOTHIIBI

MexyHapOIHbIM MAaKT O KYJbTYPHBIX, SKOHOMHUYECKUX U COLIMAIbHBIX MpaBax
yesoeka (1966)

8. Ilo HOBBIM mpaBuiaM, YCTaHOBJIEHHbIM DenepanbHbIM 3aKOHOM OT 2 MapTa
2016 r. Ne 43-®3, koTOpHIl BHEC TONPABKU B 3aKOH 00 apXMBHOM JI€J€, JOKYMEHTBI
M0 JUYHOMY COCTaBy, KOTOphble ObUIM co3daHbl HauumHas ¢ 2003 rojxa JOKHBI
XPAHUTHCA:

B TeueHue S50 JeT co OHA CO34aHUsA — B TOCOpPraHax, OpraHax MECTHOTO
CaMOYIpaBJieHUs W OpraHU3alUsAX, BBICTYIMAIOIIUX HCTOYHHUKAMU KOMILUIEKTOBAHUS
rOCYJIapCTBEHHBIX W MYHHMIUIAJIBHBIX apXUBOB apXWBHBIMU JoKymeHTamu. [locne
ucreyeHus 50 JeT MpOBOIUTCS IKCIEPTU3a LIEHHOCTH JOKYMEHTOB;

no wucreyeHus 50 ner co [OHS co3daHUA — B TOCYAapCTBEHHBIX U
MYHHULMITAJIIBHBIX apXUBaX, B KOTOPBIE MOCTYNAOT JOKYMEHTHI 110 JIMYHOMY COCTaBY
JIMKBUAUPOBAHHBIX TOCOPTaHOB, OpraHoB MECTHOTO CaMOYITPaBJICHUS,

roCy/1apCTBEHHBIX, MYHUIIMIAJIBbHBIX M HEroCyAapCTBEHHbIX opranuzamui. Ilo
ucredeHuu S0-J1eTHEero cpoka NpOBOAUTCS IKCIIEPTU3A IIEHHOCTH JOKYMEHTOB;
He MeHee 50 JeT co JHS CO37aHUs — B MHBIX OpraHU3allnsIX
BEPHO BCE BBINICTICPEUNCICHHOE
TecT 2
1. K o0mum npuHIMIaM OpraHU3aii JOKYMEHTO000pOTa MOKHO OTHECTH:
- ONEpPaTUBHOCTh  JBIWXKEHUS  JIOKYMEHTOB, €ro  IleJICHANpPaBICHHOE
peryJupoBaHUE U ONTUMAIBLHOE OCYIIECTBICHUE
- oOecrieueHrne enuHOOOpa3usi B TOPSAJKE MPOXOXKICHUS M TEXHOJOTUU
00pabOTKN OCHOBHBIX KaTETOPHl IOKYMEHTOB
- UCKJIIOYCHUE HHCTAHIMN MPOXOXKAEHUS W JECUCTBUM C JOKYMEHTAMH, HE
0OYCIJIOBIIEHHBIX JIEJIOBOM HEOOXOIUMOCTHIO
- BCE BBIIIENIEPEYUCIICHHOE.
2. IOKyMeHTOO00O0pOT- 3TO :

25



- CHCTEMAaTH3UPOBAHHBIA IEPEYCHb HANMEHOBAHWM €7, 3aBOAUMBIX B
JIEJIONIPOU3BOICTBE  OpraHU3ali, C YKa3aHHWEM CPOKOB UX XpaHEHHUs, IO
yYCTaHOBJICHHOM (hopMme;

- Ba)KHAasl OpraHU3allMOHHO-TEXHOJOTHYECKas Mpoleaypa JOKYMEHTAI[MOHHOTO
oOecrieueHus, TECHO CBSI3aHHAs C BOIPOCAMU CO3aHUsl apXHUBOB U 0a3 JaHHBIX CaMOI0
pa3IMYHOTO  HA3HAYEHMs] W PAlMOHAIBHOTO  HCMOIB30BAaHUA  JOKYMEHTHOMU
uH(pOpMAaIK B TIPOLIECCaX YIPABICHUS Pa3IMYHbIMU 3BEHbSIMHU MPEATPUSITHS;

- 3TO JBW)XEHHE JIOKYMEHTOB B OpPraHU3allMM C MOMEHTa UX CO3JaHHS WU
MOJIYYEHUS A0 3aBEPIICHUS UCTIOTHEHUS WIH OTIIPaBKH

- HET NIPAaBUJILHOTO OTBETA.

3. CucremaTtu3zanus JOKyMEHTOB- 3TO:

- CHCTEMAaTH3UPOBAHHBIA IME€PEYCHb HANMEHOBAHWM 1€, 3aBOAUMBIX B
JEJONPOU3BOACTBE OpraHM3alli, C YKa3aHHWEM CPOKOB UX XpaHEHHUsA, IO
yCTaHOBJICHHOM (hopMme;

- Ba)KHasi OPraHU3allMOHHO-TEXHOJIOTHYECKAs MpOoLEeaypa T0KYMEHTAMOHHOIO
o0ecrniedeHus, TECHO CBA3aHHAsI C BOIPOCAMU CO3JJaHUs apXUBOB U 0a3 JaHHBIX CaMOI0
pa3IMYHOrO  HA3HAYEHHUS] W  PAUHUOHAIBHOTO  KCIOJIb30BAHHUS  JTOKYMEHTHOM
uH(pOpMAaIUH B TIPOLIECCax YIPABICHUS Pa3IMYHBIMU 3BEHBSIMHU MIPEATPUSITHS;

- 3TO JBW)KEHHE JOKYMEHTOB B OpraHM3alldd C MOMEHTa MX CO3JaHUs WU
MOJIYYEHHUS 10 3aBEPIICHUS UCTIOTHEHUS WIIH OTIIPABKU

- HET NPABUJILHOTO OTBETA.

4. PaGoTa no (oopMHUPOBAHUIO JI€JT COCTOUT U3 CIAETYIOUIUX OTEpAIUii:

- pacrnpeiesieHue UCIIOJIHEHHBIX IOKYMEHTOB 110 JIeJiaMm;

- pacrnoyioKeHue JOKYMEHTOB BHYTPH JI€Na;

- opopMIieHHE O00I0KKH Jena.

- BCE BBILLETIEPEUHCIICHHOE

5. Homenknarypa nen- 3To:

- CHCTEMaTH3UPOBAaHHbI IE€pEUYCHb HAUMEHOBAaHUN JEJl, 3aBOJUMBIX B
NIEJIONPOU3BOACTBE  OpraHM3alMM, C YKa3aHWEM CPOKOB UX XpaHEHUs, IO
YCTaHOBIICHHOM (opMe;

- Ba)KHasi OPraHU3allMOHHO-TEXHOJIOTMYECKAs MpoLeaypa T0KYMEHTAMOHHOIO
oOecrnie4eHus, TECHO CBA3aHHAsI C BOIPOCAMH CO3JJaHUs apXUBOB U 0a3 JaHHBIX CaMOI0
pa3IMYHOrO  HA3HAYEHHUS] U  PALHUOHAIBHOTO  KCIOJIb30BAaHMUSI  JIOKYMEHTHOM
uH(opMaIMK B TIpoIieccax yInpaBieHUs pa3InyHbIMU 3BEHbSIMU MPEITPUSATHUS;

- 9TO JBW)XEHHE JIOKYMEHTOB B OpPraHU3allMM C MOMEHTa WX CO3JaHMs WU
MOJIYYEHHUS 10 3aBEPIICHUS UCTIONHEHUS WIIM OTIPABKU

- HET MPaBUIILHOTO OTBETA.

6. K uncny pazpabaTbiBaeMbIX KaApOBO CITYyKO0M TOKYMEHTOB OTHOCSITCSI:

- MOJI0’KEHUE 0 KOH(DUICHITUATLHOCTH

- TIOJIOKEHHE 00 OTITyCKax

- TIOJIOKEHUE O MOPSJIKE MOJIb30BAHUS MOOUIIbHON CBA3BIO

- BCE BBILLIEIIEPEUYHCIEHHOE

7. K anciy pazpabaTbIiBaeMbIX KaApOBOM CIY)OOH JOKYMEHTOB OTHOCATCS:

- IPaBUJIa BHYTPEHHETO TPYAOBOIO pacnopsika
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- MOJIO’KeHue 00 oruare Tpya

- IIOJIO)KEHUE 0 KOMMEPUYECKOM TaliHe

- BCE BBIIIETIEPEUNCICHHOE

8. K uncny pa3zpabareiBaeMbIX KaJpOBOM CIIyK001 TOKyMEHTOB OTHOCSITCSI:

-[10JI0KEHHUE O PEMUPOBAHNUU M UHBIX TOOLIPEHUAX

- MIOJIOKEHUE O 3alUTE NEPCOHAIBHBIX JAaHHbBIX

- [IOJIO)KEHHE O KOMAaHIUPOBKaxX

- BCE BBIIICTIEPEUNCICHHOE

9. Pacnopskenue — 3to:

- MPaBOBOW aKT, M3JaBAEMbId EAMHOIMYHO PYKOBOJUTENIEM KOJIIETHAIHLHOTO
OpraHa rocy/1apCTBEHHOTO YIPABICHUS B IEJSAX pa3pelIeHUs OTIePaTUBHBIX BOPOCOB.

- 00001LIEHHOE HA3BAHHUE PA3IMYHBIX MO COAEP’KAHUIO TOKYMEHTOB, CIYXaIUX
CPEICTBOM OOIIECHUS MEXAY OpraHU3alUsIMHA B TMPOIECCE OCYIIECTBICHUS UX
JESTEIbHOCTH.

- 00001LIEHHOE Ha3BaHWE PA3IUMYHBIX [0 COJEPXKAHHUIO JOKYMEHTOB,
BBIJIETISIEMBIX B CBSA3M C OCOOBIM CIIOCOOOM MeEpeadd TEKCTa: MepeAaeTcs YCTHO IO
KaHajaM TeJIe(pOHHOH CBSI3M U 3aIIUCBIBAETCS (TIEUATACTCsI) MOJTyYaTEIIEM.

- HET IPaBUJILHOTO OTBETA

10. Cnyxe0HO€ MUCHMO:

- MPaBOBOW aKT, M3JaBAaEMbli €AMHOIMYHO PYKOBOJUTENIEM KOJJIETHAIbHOTO
OpraHa rocy/1IapCTBEHHOTO YIPABICHUS B IEJSAX pa3peIICHUs OTIEPAaTUBHBIX BOIPOCOB.

-000011IEHHOE Ha3BaHUE PA3IMYHBIX MO COAEPKAHUIO JOKYMEHTOB, CIIy)KalllMX
CPEICTBOM OOIICHUS MEXIy OpraHu3alusIMHd B TPOIECCE OCYIIECTBICHUS HUX
TS TEIIHOCTH.

-0000IIIEHHOE  HAa3BaHUE  PA3JIMYHBIX 1O  COAEPKAHUIO  JOKYMEHTOB,
BBIJICTISIEMBIX B CBS3M C OCOOBIM CIIOCOOOM TEpenadyd TEKCTa: MepeAaeTcs YCTHO IO
KaHajaM TeJe(pOHHOH CBSI3U U 3aIIUCBIBAETCS (TIeUaTaeTcsl) MoIyqaTeseM.

-HET MPaBUJIBHOTO OTBETA

11. Teneponorpamma — 370:

-IPaBOBOM AaKT, W3/1aBA€MbIil €IMHOJMYHO PYKOBOIHUTENIEM KOJUJIEITHaJIbHOTO
OpraHa rocy/1apCTBEHHOTO YIPABICHUS B LIEJSAX pa3pelIeHns ONepaTUBHBIX BOIPOCOB.

- 000011IeHHOE Ha3BaHHUE Pa3IUYHbIX MO COACPKAHMIO TOKYMEHTOB, CIYXaIlIUX
CPEICTBOM OOIIECHUS MEXIY OpraHu3alusMU B TPOLIECCE OCYIIECTBICHUS UX
TS TEIIHOCTH.

- 0000UIEHHOE Ha3BaHWE PA3JIUYHBIX [0 COJAEPKAHUIO JOKYMEHTOB,
BBIJICTISIEMBIX B CBS3M C OCOOBIM CIIOCOOOM TIEpeladyd TEKCTa: MepeAaeTcs YCTHO IO
KaHajaMm TeJe(OHHOM CBSI3U U 3aMUCHIBACTCA (TI€YaTaeTCs) MOTydaTesIeM.

- HET TPaBHIILHOTO OTBETA

12. TIpuka3bl 10 OCHOBHOM AESATEIBHOCTH PETYIUPYIOT:

- JeSITeNbHOCTh CaMOW OpraHuM3allud 10  BOMpOcaM €€  CO3JaHus,
peopraHv3aluy, JIUKBUAAILMHU, €€ CTPYKTYPHBIX MOJpa3IeieHHU, KOJIerHalbHbIX
OpPTaHOB M MOPSJOK UX PaOOTHI;

- OpraHU3alMOHHO-TIPABOBOE MOJIOKEHHE COTPYIHUKOB;

- TOpSAAOK (DUHAHCUPOBAHUS, MaTEPUATBHO-TEXHHUUECKOrO obecreueHus,
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HAyYHO-TEXHUYECKYIO  TOJHUTHKY, WH(OOPMAIMOHHYID W  JIOKYMEHTAIIMOHHYIO
NeSITEBbHOCTD, COI[UAIbHBIE BOITPOCHI.

- BCE BBIILICTIEPEUYHUCIICHHOE.

Tecr 3

1. O6s13aTeNBbHBIMU YCIOBUSIMU TPYJOBOTO JI0TOBOPA SIBIISIOTCS:

Mecto paboTbl

O6 yrouHeHuH Mecta pabOThI (C yKa3aHHEM CTPYKTYPHOIrO MOApa3AeliCHUs U
€ro MECTOHAXOXJeHHUA) U (UK) 0 paboueM MecTe

O BUJIaX ¥ yCJIOBUSX AOMOJHUTEIBHOIO CTPAXOBAHUS PAOOTHHKA;

OO0 yny4IlleHUHU COIMAIbHO-OBITOBBIX YCIOBHI paOOTHUKA U YICHOB €TI0 CEMbH.

2. O0s3aTENBHBIMA YCIOBHSIMU TPYAOBOTO JIOTOBOPA SIBIISIOTCS:

O6 o00s3aHHOCTH paboTHUKA OTpaboTaTh TMOCHEe OOY4YeHHUs] HE MEHee
YCTaHOBJICHHOTO JOTOBOPOM CpOKa, €CiIu 00y4YeHHE MPOBOJAMUIIOCH 3a CUET CPEJICTB
paboromarens;

O BUJaxX U yCIOBUSIX JOTIOJHUTEIHHOTO CTPAXOBaHUS paOOTHHUKA;

OO0 yTOYHEHMH NMPUMEHUTEIHHO K YCIOBHUSM pabOThI IaHHOTO pabOTHUKA IMpaB
U o0s3aHHOCTEN paboTHMKAa U  paboTojaTelisi, YCTAHOBJICHHBIX TPYJIOBBIM
3aKOHOJIATEILCTBOM M WHBIMH HOPMATHUBHBIMHU IMPABOBBIMU aKTaMH, COJEPKAIIAMHU
HOPMBI TPYAOBOTO MpaBa.

JlaTa Hayana paOoTHI.

3. JlonoJHUTENBHBIMU YCIOBUSIMU TPYAOBOTO JOTOBOPA SBIISIOTCS:

TpynoBas ¢pyHKIMS paOOTHHKA.

JlaTa Hayana paOoTHI.

O Hepa3ralleHUW  OXpaHSIEeMOM 3aKOHOM  TalHbl  (TOCYJapCTBEHHOM,
CITy>K€OHOM, KOMMEPUECKON U UHON);

VYcnoBus omiatel TpyJa, B TOM 4YUCe pa3Mep Tapu(HOM CTaBKU WIM OKjIajaa
paboTHUKA, TOTUIATHI, HAJ0ABKU U TIOOIIPUTEILHBIE BBITIATHI.

4. YTo OTHOCHUTCS K MEPEUYHIO JIOKYMEHTOB, MPEABSBISEMbIX MPHU 3aAKIIOYECHUU
TPYZAOBOTO AOTOBOpA:

JIOKyMEHTBl BOMHCKOTO y4€Ta — JJii BOCHHOOOSI3aHHBIX W JIMII, MOJJICKAIIUX
PU3BIBY HA BOCHHYIO CITYKO0Y;

JIOKyMEHT 00 00pa3oBaHHM, O KBAIM(PUKAIUM WM HAIUYUU CIICIIMAIIbHBIX
3HAHUM — TpHW TOCTYIUICHHMH Ha paboTy, TpeOyIOIIyl0 CIENUalbHbIX 3HAHUWA WU
CcHenMalbHON NOATOTOBKHU;

COpaBKy O HaJIW4YuU (OTCYTCTBMHU) CyIMMOCTH W (WiM) (pakTa yrosoBHOTO
npeciieqoBaHuss MO0 O  TMPEeKpalleHWH  YroJIOBHOTO — MpecleOoBaHUs IO
PEadUIUTHUPYIOITUM OCHOBAHUSIM.

BEPHO BCE BBINICTIEPEUHUCICHHOE.

5. Ilpu orcyrcTBUM macnopra rpaxaanuHa P muio, noctynaroniee Ha padorty,
MOXET TMPEIbSIBUTh WHOM YJIOCTOBEPSIOIIMKA JMYHOCTH JOKYMEHT. Takumu
JIOKyMEHTaMU SIBJISTFOTCS:

BOCHHBIN OWJIET, BPEMEHHOE YJOCTOBEpEHHE, BHIIAaBAEMOE B3aMEH BOCHHOTO
Owiera, WM YAOCTOBEPEHUE JUYHOCTH (IJI JIUIl, KOTOPHIE MPOXOASIT BOEHHYIO
ciyx0y);
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BPEMEHHOE yI0CTOBEPEHHUE JTMYHOCTH IpakaanuHa PD, BeiiaBaeMoe Ha NepHOL
o(opMIIEHUS NTACTIOPTA;

JIOKYMEHT, YAOCTOBEPSIOIIMNA JIMYHOCTh TrpaxaannHa P®d, mno koropomy
rpaxxaanuH PO ocymectsisier Bbe3l B Poccuio (11t I, MOCTOSIHHO MPOXKUBAIOIIMX
3a npenaenamu Tepputopun PD);

BEPHO BCE BHINICTIEPEUHCICHHOE.

6. UTO OTHOCUTCSI K MIEPEUHIO JOKYMEHTOB, MPEIbSIBISEMbIX MPU 3aKIIOUCHUH
TPYJIOBOT'O JOTOBOpA:

NacnopT UM UHOU JOKYMEHT, YAOCTOBEPSIOIINNA TUYHOCTB;

TpyJOBas KHHXKKA, 332 HCKIIOUYEHHEM CIIy4aeB, KOrJa TPYJOBOM JIOrOBOP
3aKJIIOYaeTCsl BMEpBble WM PAaOOTHUK TMOCTymaeT Ha paboTy Ha YCIOBHUAX
COBMECTUTEIBCTBA;

CTPaxOBOE CBUAETENIBCTBO FOCYAAPCTBEHHOTO IEHCUOHHOTO CTPAaXOBAHMS;

BEPHO BCE BBILIEIIEPEUYHCICHHOE

7. B kxakoil cpok mnpuka3z paboTojaTens O INpHeMe Ha pabdoTy OOBSABISAETCS
pabOTHUKY O/ POCIIUCH:

Tpu nus

IIa1e nHEN

Henens

Mecsn

8. ITpuka3 o mpueme Ha paboTy — 3TO:

BHYTPEHHHM JOKYMEHT OPTraHU3alMH, HW31aBAa€MbId €€ PYKOBOAMTEIEM IIO
ONEpaTUBHBIM, OPTraHU3ALMOHHBIM, KaJIpOBbIM W JPYTUM BONPOCAM BHYTpPEHHEH
pabOThI PEATIPUATHS

pacnopsiIUTENbHBIN JOKYMEHT, KOTOPbIA COCTaBIsAETCA paOOTHUKOM KaApOBOMH
CITykO0BbI ¢ 1IebI0 0opMIIeHUs (paKTa mpreMa COTpYJHUKA Ha padOTy B OpraHU3aIUI0

JOKYMEHTUPOBAHHOE COTJallleHue MeXAy paboronareieM U pabOTHUKOM, B
COOTBETCTBUH C KOTOPHIM paboTOJaTENh 0053yeTCsl MPEIOCTaBUTh pA0OTHUKY padOoTy
no  OOyCIIOBJIEHHOM  TpyJAOBOM  (yHKIMH, OOECHeuuTbh  YCJIOBUS  TpYyHa,
IPEIyCMOTPEHHbIE TPYAOBBIM 33aKOHOAATEIbCTBOM M HMHBIMU HOPMAaTHBHBIMHU
PABOBBIMH aKTaMH, COJEPXKAIIMMU HOPMBI TPYIOBOTO TIpaBa, KOJUIEKTUBHBIM
JIOTOBOPOM, COTJIAIICHUSIMH, JIOKAJIbHBIMH HOPMATUBHBIMU aKTaMU U JIaHHBIM
COTJIAllIEHUEM, CBOEBPEMEHHO W B IIOJHOM pa3Mepe BHIILIaUMBaTh pPAOOTHUKY
3apaboOTHYIO TUIATy a PabOTHHUK O0S3YeTCS JUYHO BBIMOJHATH OINPEASICHHYIO 3THUM
COrJIallIeHWEeM TPYAOBYI0 (YHKIMIO, COOJI0JaTh JACHCTBYIONIME B OpraHU3alUU
paBujia BHYTPEHHETO TPYJ0BOTO pacnopsiaKa

HET NPAaBWJIBHOTO OTBETA

Tect 4

1. Kakue cBeneHuss 0 pabOTHHKE BHOCATCA HA MEPBYIO CTPAHUIY TPYIOBOM
KHIDKKH:

dbamMumusi, UMsi, OTIECTBO, JaTa POKIACHUS (HA OCHOBAaHUM IMACTIOPTa WM UHOTO
JNOKYMEHTA, YAOCTOBEPSIOIIETO JINYHOCT ),

3amuch 00 ypoBHE 00Opa3oBaHUs (HA OCHOBAaHWU JOKYMEHTa 00 0Opa3oBaHMM)
WM O HE3aKOHYEHHOM 00pa30BaHMU (Ha OCHOBaHHUH CTYJEHYECKOro OWjieTa, CIpaBKU
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U Jp. TOKYMEHTOB),

3alMuch O MPOQPEcCCMU WU CIEUUaTbHOCTH pabOTHUKA (HAa OCHOBAaHHUH
JIOKYMEHTOB 00 00pa30BaHUM )

BCE BBIIICTIEPCUHNCICHHBIE

2. TpynoBas KHM)XKKa JOJIKHA ObITh 3aBE/ICHA:

HE T03/JHEE HEeJIEbHOTO CpOKa CO AHS MpHUeMa Ha paboTy

He mo3aHee 1 Mecsiia co AHs nprueMa Ha paboTy

He TIo37Hee 3 X JTHeH co JHs mprueMa Ha paboTy

B JIEHb IIpHeMa Ha padoTy

3. B Tpya0BYIO0 KHMKKY BHOCSITCSI CBEICHUS:

pabOTHHUKE U BBIIIOJHIEMON UM padoTe

nepeBojie pabOTHUKA HA JIPYTYI0 IOCTOSIHHYIO padOTy M YBOJbHEHUHN

CBEJICHUS O HarpakJICHUSX 3a yCIEXH B paboTe

BCE€ BBILIECIIEPEUNCIEHHOE

4. B TpynOByIO KHI)KKY BHOCSTCS CIEIYIOIIME CBEACHHUS O HarpaxkJIeHUU 3a
TPYZOBBIE 3aCIyTH:

O HArpakJI€HWH TOCYJAapCTBEHHBIMM Harpajamu, B TOM YHCJIE O MPUCBOCHUU
rOCyJapCTBEHHBIX IOYETHBIX 3BaHUI, HA OCHOBAaHMU COOTBETCTBYIOIIMX YKA30B U
VHBIX PELICHUM;

O HarpaXJIeHUM MOYETHBIMU T'PaMOTaMH, IPUCBOCHUH 3BAaHUM M HATrpaXKJICHUU
HarpyAHbIMM  3HAaKaMH, 3HA4KaM{, JUIUIOMaMH, [OYETHBIMA  TPAMOTaMHU,
MIPOU3BOAMMOM OPTraHU3ALUSIMU, HAITPUMED;

O JpYrux BHJIaxX TMOOUIPEHHUS, MPEAYCMOTPEHHBIX 3aKOHOAATEIbCTBOM
Poccuiickoii ®enepanuu, a TakkKe KOJUIEKTUBHBIMH JIOTOBOPAMH, IPAaBHIAMH
BHYTPEHHETO TPYIOBOIO pAaCMOpsiAKa OpPraHU3alldd, YCTaBaMH U TOJOXKEHHUSIMHU O
TUCIUIUIMHE.

BEPHO BCE BBILIEIIEPEUHCICHHOE

5. AAaMuHMCTpalnus OpraHu3auuu oOs3aHa BbIIATh PAOOTHUKY €ro TPYIOBYIO
KHIKKY C BHECEHHOH B HE€ 3alHUChI0 00 YBOJIBHEHUU:

B JICHb YBOJIbHCHUS;

3a 3 qHS 10 YBOJIbHEHUS;

B TEYEHUU HEJEIIN MTOCIIE YBOJIBHEHUS;

HET MPaBUJIBHOTO OTBETA

6. HyXHO 1M BHOCUTHP B TPYIOBYIO KHIKKY 3aluCh O TEPEUMEHOBAHUU
OpraHu3anun?

Hy»xHo

HE HY>KHO

Ha yCMOTpeHue padoToaTens

HY)KHO TOJBKO €CJIM OpraHu3alus Mpd 3TOM CMEHWIA OpraHU3allMOHHO-
MpaBoBYIO HopMy

7. CoTpynHulla ToMeHsla (aMHUIMIO B CBSI3M C BCTymjieHHeM B Opak. Kak
M3MEHUTH (aMUJTUIO HA TUTYJIBHOM JIMCTE TPYIOBON KHIKKH?
(dbaMuIHIO UCTIPABIISITh HE HA/I0
BbIJIaTh COTPYJHULE BKJIAIBIII K TPYAOBOW KHM)KKE M BIHCATh TyJa HOBYIO
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bamunnio

3alITPUXOBATH MPEKHIOI (GaMIITUIO0 KOPPEKTUPYIONIEH )KUIKOCTHIO M HAITUCATh
HOBYIO

3a4ePKHYTh MPEKHIOK (GaMIIIUIO OJJHON YEPTOii, a psAIOM HaMKUCaTh HOBYIO

8. OCHOBHBIM JOKYMEHTOM O TpYJIOBOW JEATEIBHOCTH U TPYAOBOM CTaxe

SIBIISICTCSL:

TPYAOBOI JJOTOBOP

JUYHOE JI€10

TPYAOBasi KHIKKA

Bomnpocsl

1 Kakue cBeneHust 0 pabOTHUKE BHOCSITCS HA MEPBYIO CTPAHUILY TPYIOBOU
KHMKKA?

2 Hy>XHO 11 BHOCUTH B TPYJAOBYIO KHWXKKY 3allMCh O NEPEHMEHOBAHUU
OopraHu3anuun?

3 JIokyMeHTO000pOT — 3TO?

4 Howmenknatypa aen — 31o?

5 HazoBuTe npuHIMIBEI OpraHU3aUu JOKyMEHTO000poTa?

Y4eOHbIe 3a1aHUA

1. 3amanme: Kakue 1gOKyMeHTBI OyIyT BHECEHbl BO BHYTPEHHIOIO OIHUCH
JOKYMEHTOB, BKJIIOUYEHHBIX B JJUYHOE JI€]0 paboTHUKA? PabOTHUK KaIpOBOW CIy>KOBI
MOJIy4nJI 3a/laHue PYKOBOJUTENS KaApOBOM CIyKObI Ha 3aBeleHUE U O(opmIIeHHE
JUYHOTO JIeJla BHOBb NPHUHATOrO0 padOTHHKA. BHOBb MPUHATHIN pabOTHUK — 3TO
PYKOBOJSIINNA paOOTHHUK C BBICIIUM MPOPECCUOHAIBHBIM 00pa30BaHUEM, MTPOLLIEIIHA
MPO(PECCUOHANIBHYIO MEPENOJArOTOBKY, MOBBIINICHHE KBAIM(PUKALUH, UMEIOIUNA
YUYEHYIO CTEIIEHb, TOCYAapCTBEHHBIE HArpabl.

2. 3amanue: Omnpenenute BHUJI JOKYMEHTA, ONMMPAsACh Ha cieayronme GpparMeHThl
TEKCTAa.

Texkcr 1 B MmomenT aBapuu Ha ckiane Ne 2 g Opuia Ha o0efie, T09TOMY HE MOTJIa

MPEIOTBPATUTh BO3TOPaHUE Kabels.

Tekct 2 Ilpomy oka3aTb MHE MATEpUAIBHYIO MOMOIIbL B CBS3U C TSHKEIIBIM
MaTepUaIbHBIM MOJI0KEHUEM.

Teker 3 O0bsBUTH 3KOHOMUCTY AnekceeBoid O. M. 3ameuanue.

Teker 4 Llenb: couckaHue T0HKHOCTU CeKpeTapsi-peepeHra.

Texkct 5 ooy no Baiero cBejeHusi, 4TO BO BBEPEHHOW MHE J1abopaTopuu
0Ka3aJ0Ch HEUCITPABHBIM 000PYI0BAHUE 110 AJIKHIIOCH30ITY.

Tekct 6 IIpencenarens: K. E. Kaiiropoackuit, Cexperaps: U. T. Tumodeena

[IpucyrcTBoBanu: 17 4enoBek (CIUCOK MPUIIAraeTcs).

Tekcr 7 Ilpomry mpenocTaBUTh MHE OTITYCK 0€3 COXpaHEHHUS 3apa0O0THOMU TIaThl C
12.12.2020 mo 14.12.2020.

Tekct 8 Oreu, CumonoB Muxaun BukrtopoBuu — Boautenb. Matb, CUMOHOBa
JIronmuna ['eoprueBHa — qoMoxo3siika. CeMenHOe MOJ0KEHNE — 3aMYKEM, JI€TEN HET.
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Texer 9 BBuy cpoyHOCTH 3aKa3a MPOCUM MPHUCIATh HEOOXOAUMBIC TOKYMEHTBI JI0
10.04.2020.
Tekct 10 [Iporry yBoauTh MeHs 110 coOcTBeHHOMY skenanuto 30 mapta 2020 r.

3. 3anganue: Halimure ommoOKy, TONMYyIIEHHBIE aBTOPOM 3asBJICHUS, U UCTIPABHTE HX.
CocraBbTe MpaBWIBHO 0(DOPMIICHHBIN TEKCT 3asBICHUS.

[pesunenty ¢upmsl «Bocxom»
YBaxaeMOMy roCHOIUHY
[TaBnoBy A. B.
Ot Pykuna Il. A.,
Brinyckuuka @uHaHcoBOM AkageMuu
3ASBJIEHUE.
MpmuoroyBaxaembiii IlaBioB A. B.! fBnssch BbimyckHukoM PuHaHCOBOM AKajeMHM, MHE
BCerja xoTenoch padorars B Bameil pupme!
[Ipoury npuHATH MeHsI Ha pabOTy Ha JOKHOCTB OyXranTepa.
C yBaxxeHueM, PykuH.
25-oro mas 2020 rona

4. 3aganue: Huxe nepeyuciieHsl CBEJEHUSI 0 paOOTHUKE, BKIIOYEHHBIE B JIMYHYIO
kaprouky T-2 wu OOmepoccuiickue KiIacCU(PUKATOPBI, HUCIOJb3yeMble IS
KOJUPOBAHUS JTUX CBEICHUN. YCTAaHOBHTE COOTBETCTBHEC MEXAY HUMH: M3 KaKOTO
Kiaccupuxkaropa 0epyTcst KOJIbI 1JIsl YKa3aHHBIX HUXKE CBEICHUMN.

1. 3naHue sI3bIKA. 1. OKCO.

2. MecTto poxaeHus. 2. OKV/I.

3. CoctosiHue B Opake. 3. OKIIJTP.
4. ITpodeccusi. 4. OKTIO.

5. CreunaibHOCTb. 5. OKHH.

6. I'paxx1aHCTBO. 6. OKATO.

5. 3ananue: Haligute ommOKu B TOKJIQHOM 3aMUCKE O TepeBojie pabOTHHKA.

3AO «Apuanna I'enepansHomy aupekropy 3A0 «ApuagHay
Otnen cuabxenus PoktoBy B. M.
18.05.2012 Ne 39

JOKJIATHA A 3AIINCKA
B cBA3u c peopraHmzanmel CTPYKTYpbl YIpPaBICHHs U YKPYIHEHUEM JOJLKHOCTHBIX
00s13aHHOCTEN paOOTHUKOB MPOITy nepeBecTH nHcnekTopa KoponskoBy O. I'. Ha T10KHOCTH
BEYILIEr0 MHCIIEKTOPA U BHECTU U3MEHEHUE B IITATHOE PACIIHCAHUE.

Havansnuk otnena cuaGxenust Muponuyk Muponuyk C. B.
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6. 3amanme: Haiinure ommOku, MOMyIICHHBIE TPH O(QOPMIICHHM 3asBJICHUS O
pEeAOCTaBICHUHN OTIIyCKa 0€3 coXpaHeHUs 3apab0THOM TUIATHI.

AXO Hupexropy OO0 «Mapuipyt»
3ASBJIEHUE

01.03.2012 Ne 12
OO0 otmycke 6e3 coxpaHeHuUs
3apa0OTHOI! TIATHI

[Ipomry mpemocTaBUTh MHE OTITYCK 0€3 COepIKaHUS MPOAOHKUTEIIBHOCTHIO 6 KaJleHJapHBIX
THEH.
Boaurens C. O. bensii

B nexo Ne 05-07
01.03.2012
IlomxsxkoBa

7. 3az[aHHe: Hcxmounte uminee. Ha o0oxke JcJa IIOMCIIAarOTCs: HAMMCHOBAHUC
AcJa, IMOAIMNCh PYKOBOIUTCILA OpraHU3allu, HOMCP ACJId, YKa3aHUC CPOKOB XPAaHCHU:I,
I[Ie4aTb, HAKMMCHOBAHHUC OpPIraHU3allMd KW CTPYKTYPHOI'O IIOAPA3ACICHUsA, IICPCUYCHDb
AJOKYMCHTOB, HAXOIAIIUXCA B ACJIC.

8. 3amanue: YKaxuTe, MpaBOMEPHO JIU TpeOoBaHUE PaOOTHUKA KAJAPOBOM CITYKObI
O TPEAOCTABJICHUU BCEX BBINICTICPEUNCICHHBIX JTOKYMEHTOB B JaHHOW CUTyaluu?
Kakue nOKyMEeHTBI, 1 HA KAaKOM OCHOBaHUH MPEIBSABISAIOTCS paOOTOAATENIO JIMIIOM,
MOCTYMAMIMM Ha palboTy IS 3aKiro4eHus TpyaoBoro aoroopa? Ilpum mpueme Ha
paboTy Ha JOJKHOCTh MHXKEHEpa MO OXpaHe Tpyna (ISl 3aKJIFOUYEeHHs] TPYAOBOIO
noroBopa) B Mckutumckuit kappep OAO «HoBoCub» criennaiucT KaapoBOu CIy>KObI
notpedoBan ot CepoBoit E.M. crenyroniye JOKyMEHTbI: NacHOPT; TPYIOBYIO KHUKKY;
CIPaBKy O COCTOSIHUM 3/I0POBbS; XapaKTEPUCTUKY C MPEXKHEro MecTta padoThl;
CBHJIETEIILCTBO O MOCTAHOBKE HA YUYET B HAJIOTOBOM OpraHe (MHIMBHUAYaJbHBIA HOMED
Hanoromnarensiuka - WHH); crpaxoBoe CBUAETENBCTBO TOCYIAPCTBEHHOTO
MIEHCUOHHOTO CTPaXOBaHUS, JOKYMEHT 00 00pa3oBaHuM U (WiIH) O KBATU(UKAIINI UK
HaJIMYUU CIEUHAIBHBIX 3HAHUM; CHOPaBKy O CEMEWHOM IOJIOKEHHH; JIOKYMEHTHI
BOMHCKOTO Yy4Y€Ta; CIPaBKy O HAIWYUU (OTCYTCTBUHM) CyAuMOCTH W (win) dakra
YTOJIOBHOI'O MPECIEAOBAHMS.

9. 3apanue: Ilokazarh anroput™ odoOpMIIeHHS Ha padOTy YyKa3aHHBIX JIMIl B
COOTBETCTBUM C (peepalibHbIM 3aKOHOJIaTeNbCTBOM. Ha mpennpustusi, BXOASIIUE B
cuctemy OAO «Poccuiickue xefe3Hble TOpOruy», MPUIILIA yCTpauBaThCcs Ha paboTy
caenyromue rpaxaane Poccuiickon denepanuu:

1) Momoo¥i YenoBek B Bo3pacte 17 jeT co cpenHuM oOpa3oBaHueM (yCTpPauBaICs
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B CEPBHUCHBIHN IIEHTP MPH KEJIE3HOAOPOKHOM Bok3asne). Panee ne padboran;

2) xeHIMHAa B Bo3pacte 20meT (ycTpawBajiach B KOMOMHAT OOIIECTBEHHOT'O
nutanus OAO PX]I);

3) mykurHa 257eT (yCTpauBajcs B BaroHHOE JIETIO).

Temut ooknaoos

1. HcTopus pa3BuTHs 1e101pon3BoicTBa B Poccun.

2. Hcropust pa3BUTHS AEIONPOU3BOACTBA B MUPE.

3. Nudopmanysg U TEXHOJOTHS NPUHATHS YIPABICHUYECKUX PEIICHUN: TEOpus U
MpaKTHKa.

4, ['ocynapcTBeHHOE  pErylMpoOBaHME  JOKYMEHTAIlMOHHOTO  oOecredeHus
YIPABJIEHUS] B COBPEMEHHBIN MEPUO/I.

S. 3aKOHOIaTEIbHBIE AKTHI 00 00S3aHHOCTU JOKYMEHTHUPOBAHUS.

6. HopMmatuBHo-nipaBoBas 06a3a 3J€KTpOHHOTO JOKYMEHT00O0opoTa B Poccuu.

7. JIOKyMEHTAIlMOHHOE OOCIIy)KMBaHHE KaK OCHOBHAas (YHKIMsS oOecnedeHus
YIPABJICHHUS.

8. Opranu3zanus ¥ TEXHOJIOTUs pabOThI C TOKYMEHTaMHU B KaJpOoBOil padore.

9. KOHTpOJIb NCIIONTHEHN S YIIPABIEHYECKUX JTOKYMEHTOB.

10. OcoOGeHHOCTH J1eTT0OBOM MUCHbMEHHOU PEUH.

11. Be3noxymeHTHBII 0OMeH nHdopMaIueit B KaJipoBoii padoTte.

12. ®ysknun u 3amaun cayx0os1 JJIOY B opraHu3amnusx.

13. BHempeHune KOMMBIOTEPHBIX TEXHOJIOTUW B MPOIECCHI JOKYMEHTOOOpa30BaHUS
Y OpraHu3aiuu padoThl C TIOKYMEHTAMHU B KaJpoBOil paboTe.

14.  CucteMHBIi aHATN3 OPTaHU3AIMOHHO-PACTIOPSIIUTEIBHBIX TOKYMEHTOB.

15. ®opmupoBanune wuHpopmanunonHo-nouckooi cucrtembl (UIIC) B kaapoBoit
pabore.

16. CucreMbl fOKyMEHTalUU. Y HU(DUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIUH.

17. Opranuzanus AeJ0mMpOU3BOJICTBA IO OOPAIICHUSIM TPaXIaH.

18. OnTtumuszanusi KOHGUACHIIMAIBHOTO JIEIONPOU3BOICTBA B OpTraHU3AIIHH.

19. JlucuuniauHapHOE TMOCTPOEHHE COBPEMEHHOM HAayKH, JOKYMEHTOBEIEHHE Kak
Hay4yHas JUCHUIUIMHA, MECTO JOKYMEHTOBEACHHS B pALy JpPYyrux HAyYHBIX
JTUCITUTUTHH.

20. MexnyHapoaHas TAaTeHTHas KiaccuuKaius: €€ Ielb ©W Ha3HaueHue,
pUMEHsIeMas TEPMHUHOJIOTHSI, TPaBUIIa €€ TIOCTPOCHUS, TIOPSIOK €€ OPTaHU3aIIHH.

21. JlokymeHntHble pecypchl ApxuBHoro ¢onaa Poccuiickoit ®enepanum,
OMOIMOTEK, My3eHHBIX (DOHIIOB.

22. llopsanok pa3MelleHus: peKBU3UTOB NPH U3AAHUH CITYy>KEOHOT0 JJOKyMEHTa Ha
oymare ¢opmarta A3, popmara A4, popmara AS, popmarta A6.

23. llopsamox  dopmupoBanus pekBusuta «l'epd cyobekra  Poccuiickoi
Oenepanun», MOPSAOK (HOPMUPOBAHHS W TOPSAIOK HCIOIB30BAHHUS PEKBU3UTA B
ompeneneHHoM cyobekTe Poccuiickoit denepanuu.

24. Tlopsamox ¢hopMHpPOBAaHUS W TOPSIOK MCTOJIB30BaHUS TOBAPHOTO 3HAKa (3HaKa
oOcmyxxuBaHus1) B Poccuiickoit @enepannu.
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25. llopsimox  dopmupoBaHMsi ¥ TOPSAOK  HCIONB30BAHUS ~ OCHOBHOTO
rocyJapcTBeHHOro peructpannonHoro Homepa (OI'PH) ropuanueckoro nuna.

26. Ilopsamox ¢dhopMHpOBaHUS W TOPSAIOK HMCIOJB30BaHUS HICHTU(PUKAIMOHHOTO
HOMEpa HaJIoroIiaTebIIKa / KoJa MpUIuHbI moctaHoBkY Ha yueT (MHH/KIIIT).

27. Tlopsanok GopMUpOBaHMS U MOPSAOK UCIOIB30BAHUS KOAa POPMBI TOKYMEHTA.
28. llopsamox ¢opMHpoOBaHHMS U MOPSJOK  MCIOJB30BaHUS  HAMMEHOBAHUS
OpraHH3allH, TOJHOE W COKPAIICHHOE HAaWMEHOBAaHUE OPraHU3allHd, IOJHOE H
COKpAIICHHOE€ HAaWMMEHOBAaHWE OpraHU3alvu Ha sA3bIKax HapoJaoB Poccuiickon
@®enepanuu, MNOJHOE UM COKPALIEHHOE HAMMEHOBAHWE OPTaHMU3ALMA HA WHOCTPAHHBIX
A3BIKAX.

29. OO6mmii mopsinok odopmiIeHUS! CIyKeOHBIX ITOKYMEHTOB: (opmarsl Oymarw,
MOJISL, IUPU(THI, UHTEPBAJIbI, HyMEPALIHsI CTPAHUL JOKYMEHTA.

30. IlIpomenmypa co3maHus IOPUANMUECKOTO JIMIA, OPTaHU3aMOHHO-TTPABOBBIE
JOKYMEHTBI, HEOOXOAMMBIE JUIsl CO3/laHHA M (YHKIMOHMPOBAHUS IOPUANUYECKOTO
JULA.

31. enoBasi KOMMYHUKAIUS, €€ LETH.

32. JlenoBoii atuker. CybopanHanus 1 GopManbHbIE OrPaHUYCHHUS.

33. CymHoCTh U IPUHLHUIIBI paOOThl COBPEMEHHBIX MH(OPMALMOHHBIX TEXHOJIOTHI B
npouecce UHPOPMALMOHHOTO U IOKYMEHTAIIMOHHOTO 00eCIeUYeHUsl KaApOBO pabOoThI
(oTedyecTBEHHBIH U 3apyOeKHBIN OMBIT).

34. CoBpemeHHble HMHGOPMAIMOHHBIE  TEXHOJOTMU JJi  pEIICHHS  3aaad
PO EeCCUOHATILHOM AESITENBHOCTU B c(pepe ynpaBiieHHs IEPCOHATIOM (OTE€UECTBEHHBIN
1 3apyOEKHBIN OIBIT).

9.6.2 KoHTpoJIbHBIE BONPOCHI NMPOMEKYTOYHON AaTTECTALMH MO0 HTOram
OCBOEHUS JUCIHUIIMHBI
Teopernueckue BONpPoOCHI
1. [lonsiTre nH(pOpMaLIUK U CUCTEMBI yrpaBiieHus. THpopMalimonHas cucrema.
2. Yro Takoe uH(pOpMALUA: CYIIHOCTb U ONPEICIICHUE, Pa3IUYHbIe AaCHEeKThl €€

o0paboTku. MHpopManoHHas TEXHOJIOTHS.

3. Ilomsatne w® M™MecTo aBTOMATHU3UPOBAHHOW HWH(POPMAIIMOHHON TEXHOJIOTUU
VIPABJICHUS B CUCTEME YIIPABICHUS TEPCOHAIIOM.

4. NudopmarmornHoe obecredeHne AesATeIbHOCTH: TIENH U 3a1a9i HHHOPMAITMOHHOTO
o0ecrneveHusl.

5. CucreMbl HHPOPMAITMOHHOTO 00ECTICUCHUSI.

6. KopnopatuBHbie nHGOpMaIIMOHHBIE CUCTeMbI, OCHOBHOE HazHaueHue KUC.

7. KopropatuBHble KOMMYHHUKAIIHOHHBIC KAHATIBI.

8. CpencrtBa nepegaun HHGOPMAIIUU.

9. I[IpuHIUTIBI TOCTPOCHHSI CHCTEMBI BHYTPECHHUX KOMMYHHUKAITUH B OpraHU3aIlHH.

10. HWudopmanrionHoe oOecredyeHue MpOIECCOB BHYTPEHHUX KOMMYHHMKAlUH B
OpraHu3alMH.

11. 3ddexTBHOCTH UCTIOIB30BAHUSI KOPIIOPATUBHBIX WH()OPMAITMOHHBIX CUCTEM TIPU
pELIEeHUH 3a7a4 YIPABJICHHS EPCOHATIOM.

12. OcHOBHBIE BO3MOXXHOCTH MpOTpaMM MpEAHA3HAYEHHBIX JUIsI aBTOMATH3alUd
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KaJIpOBOM pabOTHI.

13. Cucrema TOKyMEHTAMOHHOTO 00ECIICYeHUs YIIPABICHUS.

14. CymHoCTh OKyMEHTAIMOHHOTO oOecriedeHus. Jenmonpou3BoJCTBO: 3adaud U
¢byakuuu. OCHOBHBIE TPYIIIBI JOKYMEHTOB.

15. CocraBnenne u odopMieHHE CIYyKEOHbIX TOKYMEHTOB. Buabl M Ha3HaueHHe
CITyKEOHBIX JOKYMEHTOB. OpraHu3allMOHHbIEC U PACTIOPSAIUTEIbHBIE JOKYMEHTHI.

16. Hanpapnenust u 3a7a4 KaJpoBoi padOThl HA MPEANPUITHH. 3a7a4l U (PYHKIMU
KaJIpOBOH CITY>KOBI.

17. TpynoBoe 3aKOHOAATENBCTBO M HHBIE AaKTHI, COAEPKAIIME HOPMBI TPYAOBOIO
npasa.

18. Perucrpanms, y4er, oOmepaTMBHOE XpAHEHUE JOKYMEHTOB II0 II€PCOHANY,
MOATOTOBKA K CJIaY€ UX B apXHUB.

19. 3akonogarensctBO Poccuiickon denepaniny 0 NEPCOHAIBHBIX TaHHBIX.

20. KazpoBoe 1e10Mnpon3BOACTBO: OCHOBHBIE IIOHSTHS U HAIPABIICHUS JIE€SITEIIBHOCTH.
21. Knaccudukarms KaapoBoil JOKyMEHTAIUH.

22. JlokyMeHTHpOBaHHE IpuemMa Ha padboTy. JlOKYMEHThI, MpenbsBIsSEMbIE MPH
3aKJI0YEHUU TPYAOBOIO JOTOBOPA.

23.Tpynogoii norosop. [Ipuka3 o npueme Ha paboTy.

24. Odopmienue TpyaoBoil KHWKKU. [lopsiok odopMieHHs! TPyI0BOM KHUKKH HpU
yCTpOMCTBE Ha padoTy.

25. IlpaBuna BeneHUs TPyAOBBIX KHWKEK. cnipaBieHune 3anucei B TpyJOBON KHUXKKE.
26. Benenue nuyHOTO Jiea U JIMYHOM KapTOYKHU paOOTHUKA. YUET IBUKEHUS KaJpOB.
27. CocTaBiieHHE KaJpOBOM OTUETHOCTU. YUeT paboyero BpeMeHHU.

28.  JlokyMeHTHpOBaHWE  TepeBOJa  COTPYAHHMKAa Ha  JApPYyryl0o  paboTy.
JIOKyMEHTHUpPOBAaHKHE BPEMEHHOIO MEPEBOAA COTPYIHUKA.

29. JlokyMeHTUpOBaHUE MTOCTOSTHHOTO MEPEBO/IA COTPYTHHKA.

30. JokyMEHTHpPOBAHUE OTIYCKOB U KOMaHIUPOBOK.

31. JIOKyMEHTHpOBaHUE YBOJBHEHHS COTPYJHHUKOB U TMEPCOHAIbHBIC JaHHBIC
paboTHHKA.

32. MecTo y4eta KapoBOi pabOThI U yueTa IepcoHaja B CUCTEME YIPABIICHHUS.

33. Llenu ydera nmepcoHania.

34. Cucrema ydera nepcoHana B QyHKIIMOHAIBHOM pa3pese.

35. TpaguunoHHas cucteMa y4yeTa rnepcoHaja OpraHu3aluu.

36. Nndopmannonnas 6aza ydera mepcoHana. OOepoccuiickue KiacCu(UKaTOPhI:
OKHH, OKCM.

37. Busibl 1OKYMEHTOB yJOCTOBEPSIOLINX JIMYHOCTh, Kiaccupukaropsl [leHcmoHHOro
donna Poccuiickoit dexneparuu.

38. Begenue omepaTMBHOrO W MOJHOTO ydeTa KaapoBol HHPOpMalMK B o0beMe
yHuuurpoBanHoi popmer T-2.

39. PernameHTHpOBaHHBIE OTYETHl KaJapoBoro ydera. CozgaHue TOMOITHHUTEIBHBIX
(dbopM KaJIpOBBIX OTUYETOB.

40. YyeT komaHaupoBoK. [I1aHupoBanme KaapoBbIX MEPECTAHOBOK.

41. TaGenbHbIN yueT. BouHckuii yuer paOOTHUKOB OpraHu3aluii.

42. TlepcoHn(pUIIMPOBAHHBIN yueT paOOTHUKOB OpraHU3aI[Hil.
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43.Cuctema yueTa niepcoHasna B GyHKIIMOHATHLHOM paspese.

44, XapaKTepucCTHKa CHCTEMBl YYeTa IepcoHaja B paspe3e (yHKIUOHAIBHBIX
IOJICUCTEM CHUCTEMBl YIIPAaBICHUSA NEPCOHAJIOM: IUIAHUPOBAHUE M MAPKETUHT
IEPCOHANIA, HAaeM M YYeT IEepCOHANA, TPYAOBBIX OTHOLICHUW, YCIOBUH Tpyna,
pa3BUTHA IIEpPCOHAA.

45. XapaKTepucTHKa CHCTEMBl YYeTa IepcoHaja B paspe3e (yHKIUOHAIBHBIX
IOJICUCTEM CHUCTEMBI YIIPABICHUS IEPCOHAIOM: MOTHBAUUMU W CTUMYJIUPOBAHUSA
MIEPCOHAJIA, COUUAIBHOTO Pa3BUTHUS, PAa3BUTUS OPICTPYKTYpP YIPABJICHHS, IPABOBOTO
oOecrieueHrs.  YOpaBIIEHUS  MEPCOHANIOM,  WHGOPMAIMOHHOTO  OOeCIeYCHHUs
YIPaBJIEHUS IEPCOHATIOM.

46. TexHosmorus yyera nepcoHasia B OpraHU3allnu.

47. CyuiHoCTh M NMPUHLMUIIBI pabOThl COBPEMEHHBIX MH()OPMAIIMOHHBIX TEXHOJOTUN B
MH()OPMAITMOHHOM U JOKYMEHTAIIMOHHOM 00ECTIIEUeHHH KaJApOBOM pabOTHI.

48. CoBpeMeHHble HH(OPMALMOHHBIE TEXHOJIOTMM JJs  pElIeHUs  3a4ay
npo¢heCCUOHATIBHON JAESITENIbHOCTU B c(hepe yIpaBlICHUS IEPCOHATIOM.

Meronvka (opMupoBaHUs PE3yIbTUPYIONMIEH OLEHKH B O0s3aTEIBHOM TMOPSJIKE
YUHUTHIBAET AKTUBHOCTh CTYJCHTOB HA 3aHATHUAX, MTOCEHIAEMOCTh 3aHATHI, OIIEHKH 3a
paKTUYeCKre pPaboThl, BHITOJIHEHUE CAMOCTOSITEIBHBIX 33 JaHUM.

IIpakTHYeckne BONMPOCHI
1. BHUMaTenbHO MOYUTANTE MPEACTABICHHBIE HUYKE BOMPOCHI U BAPUAHTHI OTBETOB.
OtMeTbTE IpaBUIIbHBIN, Ha Bann B3risa, BapruaHT.
[lITaTHOE pacnucaHue: a) JOJKHOCTHOM U YMCIICHHBIA COCTaB MpeanpusTs; 0) oOias
YUCJIIEHHOCTh Pa0OTHUKOB; B) HAMMEHOBAHUE TOIpa3I€JICHUI OpraHu3aluu;
JIOJKHOCTHBIE MHCTPYKLMH: a) TOJYMHEHHOCTh COTPYJIHUKOB; 0) TPYIOBOM JIOTOBOP;
B) GyHKIIUU, TIpaB au 00SA3aHHOCTH COTPY/IHUKOB;
K pacnopsinurenbHbIM JOKyMEHTaM OTHOCUTCS: a) TpuKa3; O) [OKJIanHas; B)
00BIACHUTEIBHAS,
K opranu3anMoHHbIM JOKYMEHTaM OTHOCHUTCS: a) pacropsbkeHue; O) ITaTHOe
pacImcaHue; B) pe3roMe;
BHemHuii 1OKyMEHT: a) JIOKYMEHT, OTIIPABJICHHBIM JOPYTMM OpPraHU3alMsIM WU
MOJIyYEHHBI OT HHX; O) JAOKYMEHT IS BHYTPU(UPMEHHOIO HCIOJIb30BaHUS; B)
JOKYMEHT, PUKCHUPYIOIINI BOMPOCHI 3aCETaHMUS.
2. Boeibepute U3 npaBoil KOJOHKHU OMpPEAeNICHUs, OTHOCSIIMECS K TEpPMUHAM B JIEBOU
KOJIOHKE, COOTBETCTBEHHO IPOHYMEPOBAB HX.

[MopnuaHMK To4yHOE BOCPOU3BEICHNUE TTOJJITMHHUKA

Komnus Komnus, koTtopast BelAaeTCs B Cliydyae yTpaThl NOAJIMHHUAKA WIIHA
opurnHana, oOJagaeT TOW XK€ IOPUIUYECKON CHUIION, YTO U
MOAJIUHHUK

Jybnukar Konuga wucxondiiero AOKyMEHTa, KOTOPBI OCTaeTcs B
YUPEKICHUN
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Brimucka OpuruHan  (IOKyMEHT B  OKOHYATENbHOM  pEIaKIIvH,
oopMIICHHBIN ¢ yuyeToM TpeboBanuii ['octa)

Otnyck Konus oduumanbHOro JOKyMEHTa, KOTOpas BOCIPOU3BOIUT
KaKy0-11M00 4acTh, 3aBEPEHHYIO B O(UIIMAIIBHOM HOPSAKE
ABTtorpad JIOKyMEHT, KOTOpBIM HAIlUCAH aBTOPOM OTITYCKa

3. OObBsicHUTE TEPMHUHBI «yHU(DUKAIMSI» U «CTaHAApTH3AMs» JoKyMeHTa. Kak
COOTHOCSITCSL JaHHBIE MTOHATHUSA?

4, BI)I6epI/IT€ H3 HpaBOﬁ KOJIOHKH OIIPCACIICHHUA, OTHOCAIONMUCCA K TCPMHUHAM B JIEBOM
KOJIOHKC.

1. IlltaTtHas yncinenHocts | A) IlepedeHb IOMKHOCTEN, CBEOCHUS O KOJWYECTBE
MITATHBIX E€JUHUI], JOJKHOCTHBIX OKJIaJaX, HaJl0aBKax,
MECSYHBIN (OH]T 3apILIaThl

2. lIratHoe pacniucanne | b) JlokymMeHT co3maercss i Kaxaoro CTPYKTYpHOTO
noapaszaeneHus. B HeM onpenenstorcs npaBoBOM CTaTycC,
3aja4u, PyHKINUH, paBa, 00A3aHHOCTU, OTBETCTBEHHOCTh

3. IlpaBuna BHyTpeHHero | B) VYkas3piBatoTcs B €€ CTPYKTYPHBIX MOAPA3IEICHUSIX
pacropsaka MPEANPUATHS, BBOAUMBIE JOJDKHOCTH W KOJIMYECTBO
SUHULL JUIsl KOKJIOU U3 TOJKHOCTEN

I') Orpaxaror opranuzanuio padOThl TPEANPHUATHS,

4. ITonosxenue 0 | B3aMHBIC O0S3aHHOCTH PAOOTHUKA M AIMHUHHCTpPAIIUH,
CTPYKTYypE BHYTPEHHHUM PEXKUM, KOMAaHIMPOBAHUE, MPE-TOCTABIICHHUE
noApa3eacHus OTIYCKOB

5. HNomxHoctHas | [I)  Permamentupyemoe — MOJIOKEHHE  COTPYIHUKOB
WHCTPYKITUS NPEANPUATAS W  yYCTaHABIWBaeT (YHKIWH, TIpaBa,

00s3aHHOCTH ¥ OTBETCTBEHHOCTD JOJDKHOCTHBIX JINI]

10 Meroauyeckue PpPeKOMEHIAUMH [JIA OOYYAKIIMXCH IO OCBOCHUIO

AUCUMILTHHBI
MeToanuyecKkue peKOMEHIaIUN 10 OCBOCHUIO JIEKIIMOHHBIX 3aHATHIA:

— TpU TPOYTEHUU JIEKIMH CTYACHT PYKOBOJCTBYETCS paboueld MporpamMmon
JTUCHUTUIUHBL;

— B IpoOlecCe JIKIUA PEKOMEHIYETCS BECTH KOHCIEKT, YTO I1O3BOJIUT
BIIOCJICJICTBUM BCIIOMHHUTH y4Y€OHBIM Marepuai, JONOJHUTH COJACpKaHWE TpHU
CaMOCTOSTEIILHON paboTe C JUTEPATYPO, MOATOTOBUTHCS K TEKYIIEMY KOHTPOJIO U
MIPOMEXKYTOUYHOM aTTECTALIMU IO UTOTAM OCBOCHHUS JUCIUILIIUHBI;

— 1Ieeco00pa3Ho MO UTOraM JISKIUH CHOPMYITUPOBATh KPAaTKO M JTAKOHUYIHO
BBIBO/IbI, 3aIUCATh UX;

— B KOHIIE JIeKIMU OOydYarougecs HMMEIT BO3MOXKHOCTh 3aJlaTh BOIPOCHI
PErnoaBaTeNo M0 TEME JICKIUH.

MeToanyeckue peKOMEHIANUH M0 MOATOTOBKE K MPAKTHYECKUM 3aHATHSM:
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— TOJHOTA U IIyOMHA OCBEILEHUS BOMPOCA; CHCTEMHOCTb U3JI0KEHUS;

— HaJIW4Yue AOTMOJHUTENbHOM MHGOPMAIMKM 0 BOMPOCY, MOATOTOBICHHOW IO
pe3ynbTaTaM paboThl ¢ TPAIUIIMOHHBIMU U HU(DPOBBIMU UCTOUYHUKAMU;

— o0ecreyeHue BBICTYIUICHHS MUGPOBOM  Tpe3eHTalMed, BKIIOYAIOIICH
WUTIOCTPATUBHBIA MaTepuall, mpeacTaBieHue B PowerPoint Te3ucoB cooOmieHus;
yKazaHue OuOIMorpauueckoro CHUCKa, CChUIOK Ha HWHGOPMAIMOHHBIE PECypCHI,
UCIOJIb3yeMbl€ TP MOJATOTOBKE COOOIICHNS;

— COOJII0JIeHUE PEeTIaMeHTa;

— TOTOBHOCTH OTBETUTh Ha BOMNPOCHI AyJAUTOPUHU IO H3JIara€MOMy BOIPOCY,
Y4acTBOBATh B AUCKYCCHUHU.

MeTtoauyeckue peKOMeHAANHU 10 OPTAaHNU3ALMHU CAMOCTOATEILHOMH PadoThI

CTY/I€HTOB:

— paboTa c KOHCIEKTOM JIEKIIUH B pa3HbIX (hopmax;

— pabora c Yy4eOHONM M HAy4YHO-TIONMYJISIPHOM JUTEpaTypoll Mo Temam
JTUCITUTUTUHBL;

— COCTaBJICHHE TJIOCCApUs IO TEMaM JAUCLUHUIUINHBI;

— moabdop MW cUCTeMaTH3alus HCTOYHMKOB  MaTepHalla, COCTaBJICHHE
oubmuorpaduuecKux CrMCKOB, UHTEPHET-UCTOYHUKOB 110 TEMaM JUCIUTUINHBL

— TOJIrOTOBKA K MPAKTUYECKUM 3aHATHUSM (CEMUHApam);

— BBITNOJHEHUE MEXAUCIIUTUIMHAPHBIX TPOEKTOB;

— 3aI0JIHEHHE TAOJIMI], CXEM U KOMMEHTApUH K HUM;

— CaMOTECTHPOBAHUE;

— MOATOTOBKA MPE3CHTALUN;

— TOJTrOTOBKA K yYaCTHIO B OJTUMITMAJAX, TPAHTaX, KOHKypcax U T.II.

39



Pa60qaﬂ nporpaMMa JUCLUIUIAHEL COCTABIIEHA B COOTBETCTBHH C Tpe60BaHI/IﬂMI/I
CDFOC BO o HanpaBJIeHmo HO):[I‘OTOBKI/I 38.03.03 «YIIpaBJ'IeHI/Ie IIEPCOHATIOM.
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