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1. Henu, 3a1a4u ¥ IJIaHUPYyeMble Pe3yJbTAThl 00y4eHHs N0 AUCHUIIIHHE

Lenv oucyunnunvl: GOpMHPOBAHUE U PA3BUTHE Y 00yUYAIOIIUXCS JIMYHOCTHBIX U TIpodeccro-
HAJIbHBIX KAYeCTB B COOTBETCTBHUHU C HAIPABJICHUEM MOJATrOTOBKH, HABBIKOB ITPABHILHOTO COCTABJIC-
HUS 1 0()OPMIICHUS TOKyMEHTOB TI0 YIIPABICHUIO TIEPCOHAIOM B OPTaHU3AIINHU, a TAK)KE MTOATOTOBKA
00yJaromuXcst K ICATEIILHOCTH B COOTBETCTBUH C KBATM(UKAIIMOHHON XapaKTEPUCTUKOW OakaIaBpa
10 HAMPaBJICHUIO «YTIPABJICHUE MIEPCOHAIIOM» B TOM YHCIIe (POPMHUPOBAHHE YMEHUH O pa3paboTke
JOKYMEHTAIIUH, COTPOBOXKIAIOIICH YIIPABICHHE TPYIOBBIMHU IPOLIECCAMH.

3adauu oucyuniunol:

- U3YYHTH IPABUIIA CO3JIAaHUS M OPOPMIICHHS PA3IMYHBIX BHIOB IOKYMEHTAIINH, Y4eTa U 00pa-
0O0TKH, KJIaCCU(UKAIIMN U CHCTEMATU3aIIUU KaJAPOBOK U yIPABICHYCCKON JOKYMEHTALIVH;

- IO3HAKOMUTKCS C TEXHOJIOTUAMH (DOPMHUPOBAHUS, KOHTPOJISL U XPAHCHHS JIEJIOBOM JTOKYMEH-
TaIu;

- U3yYUTh METOJUKH Pa3pabOTKU JOKYMEHTOB, PErIAMEHTUPYIOIIUE AeITeIbHOCTh OpraHu3a-
IIUH B IICJIOM H €€ KaJpOBOH CITy>KObI B YACTHOCTH.

OOydveHne 1Mo quCHMIUIMHE «J{OKYMEHTAI[MOHHOE OOEeCIeueHHE YIPABJICHHS IEPCOHAIOM)
HAMpaBJIeHO HA (OPMHUPOBAHUE Y O0YUAIOIINXCS CIEAYIOIIX KOMITETCHITUHA:

Kox m nHanumenoBanue
KOMIIETeHIHIi

I/IHHHKaTOpr JOCTHKCHUA KOMIICTCHIIUN

OIIK - 3. Criocoben pa3pabaTsi-
BaTh U OCYHUICCTBJIATL MCPOIIpHA-
TW, HAIIPABJICHHBIC HA peajin3a-
U0 CTPATETUH YIIPABIICHUS TIep-
COHAJIOM, 00eCIIeYnBaTh UX JIOKY-
MEHTAIIMOHHOE COMIPOBOXKJICHHUE U
OIICHUBATh OPTaHU3AlMOHHEIC U
COIMANTLHBIE TMTOCIIEICTBUS

HOIIK-3.1. 3HaeT: OCHOBHBIE TEXHOJIOTHH Pa0OTHI C TOKyMEH-
TaMU, X CHCTEMAaTU3aINEH U TTPaBUIIaMH XPaHEHS; OCHOBHEIE
MpaBuiia JOKyMEHTAIMOHHOTO 00ECIICUCHHUS YIIPABICHYSCKUX
MIPOLIECCOB;

HOIIK-3.2. YMeeT: opueHTHPOBaThCS B CIIOCO0AX IOKYMEHTAIH-
OHHOT'O COIIPOBOXKICHUS YIIPABICHUECKHIX MPOIIECCOB B OpraHm3a-
1007071

NOIIK-3.3. Bnaneer: HaBbIKAMU COCTABJICHHSI OCHOBHBIX JOKY-
MEHTOB B 00JIaCTH YIIPaBJICHHS IIEPCOHAIOM;

OIIK - 4. CiocoOeH npuMeHsITh
COBpEMEHHbIE TEXHOJIOTHH U Me-
TOJIBI OTIEPATHBHOTO YIIPABIICHUS
MIEPCOHAIIOM, BECTH IOKYMEHTa-
IUOHHOE COTPOBOXKICHUE U YUET;

HOIIK-4.1. 3HaeT: OCHOBHBIE TEXHOJIOTUH, METObI X1 METOIUKH
MPOBEICHUS aHaJIK3a U CHCTEMATH3alM1 TOKYMEHTOB 1 HH(OP-
Maly{; OCHOBHBIE BHJIbI JOKYMEHTALMH B 00JIACTH yNPaBICHUS
MIEPCOHAIIOM U TIpaBHiIa 0(OPMIICHHS OCHOBHBIX IOKYMEHTOB B
00JIaCTH YIIPaBICHYECKOH ESITEBHOCTH; OCHOBBI Pa3pabOTKU 1
BHE/IPEHUS KaJpOBOH U yIPaBJIEHUYECKON JOKYMEHTALUH;
NOIIK-4.2. YMeeT: NpUMEHATH TEOPETHYECKUE 3HAHUSA TTPH CO-
CTaBJICHUHU U 0()OPMIICHUH yNIPaBICHYECKON IOKYMEHTAINH;
NOIIK-4.3. Bnaneer: HaBbIKaM# 0OPMIICHHUS YIPaBIEHUIECKON
JOKYMEHTaluu

2. MecTOo AUCHMILVIMHBI B CTPYKTYpe 00pa30BaTe/IbHOM MPOrpaMMbl
JlucuurauHa OTHOCUTCS K 00s3aTeNibHON YacTu 6110ka b1 «/luciurummabl (MOTyITH )».

JucnumnnHa «JlokyMeHTalMOHHOE 00eCIieueHHe yNpaBJIeHUs! IIEPCOHATIOM) B3aHMMOCBs3aHa
JIOTHYECKH U COJIPKATEITHHO-METOIUYECKU C IPYTUMHU TUCIUILTMHAMHU Y4eOHOT0 TU1aHa, (hopMupy-
IOIIMMHU KOMITETeHIIMK OyayImux 6akanaBpoB no HanpasieHnuto 38.03.03 Ynpasiienue nepcoHagoM.

3. CTpykTypa U coaep:KaHue TUCHHUIINHBI
OO011ast TpyA0EeMKOCTh AUCIMILTMHBI COCTaBIsIeT 3 3aueTHbIe enuHuIlbl (108 gacos).

3.1  Buabl yueOHO# padoThl U TPYA0EMKOCTH
3.1.1. Ouno-3a04Has popma 00yUeHUs



Ne . KonnuectBo CemecTtpsl
Bup y4eOHoii padoThI
n/n 4acoB
1 | AyaruropHble 3aHATHSI 36 8
B ToM gucne:
1.1 | Jlexuuu 18 8
1.2 | CemuHapCKue/IPaKTUYECKHE 3aHATUS 18
2 | CamocTosiTesibHasi padoTa 72 8
B ToM gucne:
2.1 | IlogroToBKa K MPaKTHYECKUM 3aHITHSIM 27 8
2.2 | 3yueHue nurepatypsl 20 8
2.3 | IloaroToBka K JIOKJIaTy 10 8
2.4 | IlogrotoBka K 3a4eTy 15 8
3 | IIpomeskyTouHasi aTTecTAlUs
3ayeT 8
HTtoro 108
3.2 TemaTuyeckuii NJIaH U3y4YeHHs TUCHUNIHMHBI
3.2.1. OuHo-3a04Has ¢popma 00yUeHUS
TpyroeMkocTh, 4ac
AynuTopHas padora -
.| &
BB
o= =
Ne Pasnenanl/TeMbl o - % “ =
n/n JTUCIUIIINHBI 3 .E.:r = S 5
/M > T o )
g Ef | g
o = =
O % §
=&
1 | Pa3nen 1. BBenenne B JIOKyMEHTALIMOHHOE 12 2 2 8
o0ecrnevyeHue YNpaBJeHHs EPCOHAIOM
1.1 | Tema 1. JIOKYMEHT U CUCTEMBI IOKYMEHTAIIUH. 6 1 1 4
1.2 | Tema 2. CocraB u coqiep:kaHue KaapoBOil TOKY- 6 1 1 4
MEHTAIH, OCHOBHBIC JIOKYMEHTHI, peTrJlaMeHTH-
pYIOIIKE YIIPaBICHHUE IEPCOHATIOM OPTaHU3AINH
2 | Pa3nen 2. OdopmiieHne KapoBoii JOKyMeHTa- 72 12 12 48
U
2.1 | Tema 3. IIpaBuna ohopMIIeHHUS TOKYMEHTOB U 3a- 12 2 2 8
MOJIHEHUS THUIOBBIX (hopM
2.2 | Tema 4. ITopsimok opopmiieHUsT JOKYMEHTOB IPH 24 4 4 16
npueMe Ha padoTy W MOPSJIOK yUeTa KaJIpoB.
2.3 | Tema 5. Ilopsigok odopMiIeHHS TOKYMEHTOB MIPH 24 4 4 16
NepeBO/Ie, PACTOPKEHUH TPYIOBOTO JOTOBOpa
(koHTpakTa), [TonroToBKa MPUKA30B MO JTUYHOMY
COCTaBy.
2.4 | Tema 6. TpynoBast KHWXKa (CBeA€HUS O TpyIoBoi | 12 2 2 8
JESITeILHOCTH) U JIMYHBIC JeJIa.




3 | Pa3men 3. Opranu3anusi 10KyMeHT0000pOTa 1 24 4 4 16
XpaHeHHe TOKYMEHTOB

3.1 | Tema 7. Opranuszanus J1o0KyMeHTooO0OpoTa, cucte- | 12 2 2 8
MaTH3alus JOKYMEHTOB, HOMEHKJIATypa JJIsl HX
(bopMHUpPOBaHUS U XPAHEHHUSL.

3.2 | Tema 8. CoBpeMeHHBIE CITIOCOOBI M TEXHUKA CO- 12 2 2 8
3/1aHUsl JOKYMEHTA

Hroro | 108 18 18 72

3.3 Conep:xxaHue TUCUUILIAHBI

Paznen 1. BBegeHue B TOKyMeHTAIlHOHHOE o0ecrieyeHHe YIPaBJIeHHs MePCOHATIOM

Tema 1. JIoKyMEHT U CHCTEMBI IOKyMEHTAIIUH.

Knaccugpuxayus ooxymenmos. Ilonamue cucmemvl 0OKymMeHmayuu u YHUDUYUPOBAHHASL CU-
cmema ookymernmayuu. OpeaHu3ayuoHHo-npagossie 0okymenmol. Cucmema niaHo8oU 0OKyMeHma-
yuu. Cucmema pacnopsoumenvHoti doxymenmayuu. Cucmema omuemnotl Ooxkymenmayuu. Cucmema
ungopmayuonno-cnpasoyrotl ookymenmayuu. Cucmema 002080pnou doxymenmayuu. Cucmema 0o-
KyMeHmayuy obecneyusaujeco mund.

Tema 2. CocraB U coziep)kaHue KaJApOBOH JOKYMEHTAIIUH, OCHOBHBIC JJOKYMEHTBI, PeTJIaMCH-
TUPYIOIIUE YIIPABJICHHUE IEPCOHAIIOM OpPTaHU3alINH.

Ionuamue kaoposoii doxymenmayuu. Cocmas u knaccughuxayus kaoposou 0oxymenmayuu. /o-
KYMEHMbL NO TUYHOMY COCMABY VHUDUYUPOBAHHOU CUCMEMbL OP2AHUZAYUOHHO-PACNOPAOUMENbHOU
ooxymenmayuu (YCOP/]). [lokymenmul yHUDUYUpOBAHHOU CUCmeMbl NEPEUYHOU YUemHOU 00K)-
meumayuu (YCIIV]]). Xapakmepucmuka 0CHOBHbIX OOKYMEHMO8, Pe2laMeHmupyowux ynpasienue
NePCOHANOM U 0esAMeNbHOCIb KAOPOBbIX CYHCO.

Pa3nea 2. Odopmiienne KaapoBoii JOKyMeHTAHH

Tema 3. IIpaBuiia ohopMiIeHUS JTOKYMEHTOB U 3aNIOJTHEHUST THITOBBIX (DOpM.

T'OCT P 6.30-2003. Cocmas pexeuszumos 0okymenmos. buanku doxymenmos. [Ipasuna oghopm-
JIeHUsl peKeu3umos 0okymenmos. Tabenv yHuguxayuu 0oxymenmos. Anvbom Gopm O00OKyMeHmos
npeonpusmus. Xapaxmepucmuxa munosvix ¢popm Kaoposvix 0OKyMeHmos.

Tema 4. [lopsiiok opopmiieHUs: JOKYMEHTOB IPU IpUEME Ha pabOTy U MOPSIIOK yUYeTa KaJpoB.

Texnonozus npuema (OOKymeHmuposanus) npuema epaxcoar na pabomy. Cocmas 00KymMeH-
mMos, HeoOX0OUMbIX O/ peulenus 60npoca o npueme Ha pabomy. Konmpons docmoeeprocmu nep-
COHANbHBIX 00KYMeHmOo8. OpopmaeHue Kaoposvix OOKYMeHmMO8 npu npueme Ha pabomy. JJononnu-
mebHble OOKYMEHMbl, CONPOBOACOAIOuUe NPoYecc npuema Ha pabomy pykogooumeret, Cneyuaiu-
CMOB, HAYYHBIX U OPY2UX NOOOOHBIX pabOMHUKO0S. [[oKyMeHmuposarue cobecedosanull ¢ KAHOUOA-
mamu Ha 0oaxcHocms. Ilopsaook npunamus pewenus o npueme Ha pabomy. 3akiouenue mpyoo-
6020 002060pa. M30anue (oghopmnenue) npuxasa o npueme Ha pabomy. Popmuposarue y4emHulx
maccueos ungopmayuu. Buovl émopuunwix yuemnuvix kapmouex u kapmomex. ObHog1eHue (6ede-
HUS1) Y4emHbIX UHGOpMayuoHHblx maccusos. CocmasieHue peiameHmupo8aHHol OmyemHocmu
8b10a4lU CNPABOYHOU U CNPABOYHO-AHAIUMUYECKOU UHpOpMaAYUU.

Tema S. [Topsiiok opopmiieHUsT JOKYMEHTOB IPU NIEPEBOJIE, PACTOPKEHUHU TPYIOBOTO JOTO-
Bopa (KoHTpakTa), [loaroroBka mprukazoB 1o JMYHOMY COCTaBY.

Texnonozcusa oghopmaenus nepeeooa compyoHuKos. JJoKymeHmuposanue uHuyuamussl o nepe-
800e Ha Opyayto pabomy. [lokymenmuposanue peuienus o nepegooe Ha opyeyio pabomy. JJoKymeH-
mupoganue npoyedypuvl y8oIbHeHUs N0 UHUyUamuge pabomuuxa uiu pabomooamens. Cocmase-
Hue npuxaza o6 ygonvhenuu pabomuuxa. OcobenHocmu oghopmuenus OmHouieHull ¢ pabomHuUKamu,




00.1a0arwUMU 3HAHUAMU KOHOUOSHYUAIbHOU UHGOpMayuu opeanusayuu. Buovl npukazos no auy-
HOMY COCMAagy U ux yHUQuyuposauHvle opmvl NPUKa306 no auyHomy cocmasy. Ilpasuna oghopmie-
HUSL NPOEKMA NPUKa3a no audHomy cocmasy. llopsadok pecucmpayuu u XpaneHust NPUKAa3oe.

Tema 6. TpynoBasi KHIKKA (CBEIEHUS O TPYAOBOM J€ATEIbHOCTH) U JIUYHBIE JIeNa.

Obwuii nops0ok eedenus mpyoosvix Krudcek. Oghopmnenue mpyooeou KHUNCKE paOOMHUKY,
NpUHAMOMY Ha pabomy enepevle. Bnecenue 3anuceii o npueme Ha pabomy. 6HeCeHue 3anUcu o nepe-
800e Ha Opy2yio pabomy, 00IHCHOCHb 8 MOLL Jice KOMNAHUU, NPUCBOeHUe pa3pada u m. n. Brhecenue
3anucu o Hazpaxcoenuu (noowpenuu). Buecenue 3anucu 06 ygonrvuenuu. Boioaua mpy0ooeot KHUNCKU
npu ysonvnenuu. OcobeHnocmu 6HecenHus 3anucu o pabome no cosmecmumenvcmsy. [[yonuxamol
mpyoosbvix KHudiceK. Bkaaoviuw 6 mpyooeyio Knudicky. Brhecenue ¢ mpy0ogyro KHUJICKY UCnpagumes-
HbIX 3anucel U pasiuyHuIX usmeHeHuu. Inexkmpontnvle mpyooeguvie kuuxcku (CT/H-P, C3B-T]]). Co-
cmas uuno20 dena. OnepamugHnoe xpanenue JTUYHbIX Oell.

Paspnen 3. Opranusanusi J0KyMeHTO000pOTA M XpaHeHHE JOKYMEHTOB

Tema 7. Opranu3zanus 10KyMeHT0000pOTa, CUCTEMATU3ALUs IOKYMEHTOB, HOMEHKIJIaTypa JUIs
uX (POPMHUPOBAHUS U XPAHCHHUSL.

Tonamue 0okymenmoobopoma, €20 KOIU4eCmeeHHble U Ka4ecnmeeHHble XapaKmepucmuKi.
Texnonoeuu 06pabomku NOCMynarOwWux 0OKyMenmos. BHympenHuii 00KyMeHmoooopom. Kyibmypa
mpyoa ¢ 0oKymenmamu Ha pabouux mecmax. Oopabomxa omnpasisiemoul koppecnonoenyuu. One-
pamugnoe xparnerue 0okymenmos. Odwue nonodxcenus: o Homenxknamype. Popmuposanue oen. I1oo-
20MOBKA OOKYMEHMO8 K NOCedyouemy XpaHeHuro u ucnov3osanuro. Ogopmenue 0OKyMeHmMos u
0ell K YHUUMONCEHUIO U HA OUmeNbHoe U NOCMOSIHHOe XpaHeHue. ApxusHoe xpanenue 0OKYMEHMO8.

Tema 8. CoBpemeHHbIe cIOCOOBI M TEXHUKA CO3AaHUS JIOKYMEHTA.

OcHosHbie Memoobl cO30aHUst OOKYyMeHmos. Tpaouyuonusle memoovl 0opabomku Kaoposotl 00-
KyMeHmayuu. Asmomamusayus co30anus OOKymeHmos. Texuuxa co30anus 31eKmpoHHbIX 00KV MeH-
moe.

3.4 TemaTuka CeMUHAPCKUX/MPAKTHYECKHUX 3aHATHI
3.4.1. CemuHapcKue/MpakTUICCKUEC 3aHATHUS
Ipakmuueckoe/cemunapckoe 3ansmue 1. JJOKkyMeHT U ccTeMbl JOKyMeHTalun. . CocTaB U co-
JiepKaHue KaJpOBOI TOKYMEHTAIIUU, OCHOBHBIC JIOKYMEHTBI, PETJIAMEHTUPYIOIINE YIIPABICHHE
NePCOHATIOM OpraHU3aIuU
Ilpaxmuueckoe/cemunapcroe 3anamue 2. IlpaBuiia ohopMIIeHHS TOKYMEHTOB W 3aITOJTHEHUS
TUIOBBIX POPM
Ilpaxmuueckoe/cemunapckoe sanamue 3,4. Ilopsiiok ohopmieHUs: JOKYMEHTOB IPH TIPHUEME
Ha paboTy ¥ MOPSAIAOK yueTa KaJpoB
Ilpaxmuueckoe/cemunapckoe 3anamue 5,6. ITopsiiok opopmieHUss JOKYMEHTOB IPU NIEPEBOJIC,
pacTOpKEeHUHU TPYIOBOTO J0TOBOpa (KOHTpakTa), [loAroToBKa MPUKA30B 110 TUYHOMY COCTABY.
Ilpaxmuueckoe/cemunapckoe 3anamue 1. TpynoBasi KHUXKKA (CBEICHUS O TPYJIOBOM JIEATEIb-
HOCTH) U JIMYHBIE JIeTIa.
Ipaxmuueckoe/cemunapcroe 3ansimue 8. Opranuzanus TOKyMEHTO000pOTa, CUCTEMATH3aIUs
JIOKYMEHTOB, HOMEHKJIATypa JUIsl X (POPMUPOBAHUS U XPAHEHUS
Ipaxmuueckoe/cemunapckoe 3ansimue 9. COBpeMEHHbIE CTIOCOOBI M TEXHHKA CO3/IaHUS JIOKY-
MEHTA.

3.5 TemaTrnka KypcoBbIX NP0OEKTOB (KYPCOBBIX padoT)
He npenycMoTpeHO y4eOHBIM TUIAaHOM



4, Y4eOHO-MeTOAMYECKOEe U MH(POPMALIMOHHOE O0eceyeHue
4.1 HopmatusHbie 1o0kyMeHTbI 4 'OCThI

— Koncrutynus Poccuiickoit @enepanun: npuHsATa BCEHApOAHBIM rosiocoBanuemM 12.12.1993.

— Tpynosoii koaekc Poccuiickoit ®enepaunu ot 30.12.2001 N 197-03

— Kopexc Poccuiickoit @enepannn 06 aIMUHUCTPATUBHBIX MpaBoHapymenusx ot 30.12.2001 N
195-®3

— ®epepanbubiil 3ak0H 0T 01 urons 2005 r. Ne 53-@3 «O rocynapcTBeHHOM s3bIke Poccuiickoi
denepaunrn»

— ®enepanbhbrii 3akoH oT 06 anpenst 2011 r. Ne 63-D3 «O06 37eKTPOHHON MOAITUCH.

— @epnepanbHbiil 3aK0H OT 21 urons 1993 1. No 5485-1 «O rocynapcTBeHHON TaliHE»

— ®enepanbHbiii 3aK0H 0T 22 oKTI0pst 2004 1. No 125-D3 «O6 apxuBHOM jene B Poccuiickoit de-
nepauum» (¢ u3MeHeHusiMu Ha 28 nexadps 2017 r.).

— ®epaepanbhblii 3aK0oH 0T 27 utoiist 2006 r. Ne 149-D3 «O0 undopmaiuu, THGOPMaIMOHHBIX TEX-
HOJIOTHSIX U 0 3amuTe nHpopmauum» (¢ usmenenussmu Ha 03 anpens 2020 r.).

— ®epnepanbhblii 3ak0H 0T 27.12.2002 Ne 184-D3 «O TEXHUUYECKOM PEryIUPOBAHUN

— ®epnepanbubliii 3ak0H 0T 29 utonst 2004 r. Ne 98-D3 «O koMMepuecKoil TaiiHe»

— Vka3 [Ipesunenta P® ot 06 mapta 1997 r. Ne 188 «O06 yTBepKAeHNN NEPEUHs CBEICHUN KOH-
(bureHIMATBHOIO XapaKTepa

— Vka3 [Ipe3uaenta PO ot 30 HosOps 1995 . Ne 1203 «O06 yTBepKIAeHUU TIEPEUHS CBEICHUH,
OTHECEHHBIX K I'OCYIapCTBEHHOMN TalHE»

— IlocranoBnenue IlpaBurenscTBa ot 15 utons 2009 r. Ne 477 «O06 yrBepxkaenun [IpaBun nerno-
HPOM3BOJICTBA B (DeZiepalIbHBIX OpraHax MUCIOJHUTEIbHOMN BIACTH».

— Ilocranosnenue IlpaButensctBa PO ot 04 centsiOps 1995 r. Ne 870 «O6 yrBepxaenuu [Ipa-
BUJI OTHECEHHUSI CBEJIEHUH, COCTABIISIFOIIMX TOCYIaPCTBEHHYIO TaiiHy, K Pa3JIMYHbIM CTEIEHSIM CeK-
PETHOCTH

— Ilocranosnenue IIpaButensctBa P® ot 13 aBrycra 1997 r. Ne 1009 «O6 yrBepxxaenuu [1paBun
MOJIrOTOBKA HOPMAaTUBHBIX MPABOBBIX aKTOB (efiepaibHbIX OPraHOB HCTIOIHUTEIHHON BJIACTH U UX
rOCyAapCTBEHHOW PETUCTPALIUN»

— Ilocranosnenue [IpaBurensctBa PO ot 16 ampesnst 2003 1.Ne 225 «O TpyAOBBIX KHUKKaX»

— IlocranoBnenue [IpaButensctea P® ot 16 anpens 2003 roga Ne 225 «O Tpy10BBIX KHUKKAX).

— IlocranoBnenue [IpaButensctBa P® ot 18 mapra 2023 r. Ne 413 "O npoBeneHnu s3xcnepu-
MEHTa 0 UCTIOJIb30BAHUIO 3JIEKTPOHHBIX TOKYMEHTOB B KaJJpOBOH paboTe OTAEIbHBIX (eaepalb-
HBIX OPTaHOB UCIIOJHUTEIBHOM BIacTH"

— Pacnopspxenue IlpaBurensctBa PO ot 05 stuBaps 2005 r. Ne 5-p «O06 yTBepKaeHUM NTepeuHen
(benepanbHbIX TOCYJAPCTBEHHBIX YUPEXKAECHUHN U (efepabHbIX FOCY1apCTBEHHBIX YHUTAPHBIX
IIpEeANPUATHN, ToABEeAOMCTBEHHBIX PocapxuBy, PockynbeType n Pocrieuatny»

— Pacnopspxenue IIpaButensctBa PO ot 21 mapta 1994 r. Ne 358-p «O coXpaHHOCTH JJOKYMEHTOB
0 JIMYHOMY COCTaBY BBICBOOOXK/1a€MBIX PAOOTHUKOBY.

— Ilocranosnenue IIpaBurensctBa PO ot 27 nekabps 1995 r. Ne 1268 «O6 ynopsao4eHnu U3ro-
TOBJICHHUS, HCIIONb30BaHUS, XpAaHEHUS! U YHUUYTOXKEHUS IeyaTel u OJaHKOB C BOCIPOM3BEICHHEM
['ocynapcrBennoro rep6a Poccuiickoit deneparnm»

— Ilocranosnenne Muntpyzaa Poccun ot 10 oktsi6pst 2003 1. Ne 69 «O06 yrBepxxaennu UHCTpyK-
IIUU 110 3aII0JIHEHUIO TPYIOBBIX KHIKEK).

— IlocranoBnenne Muntpyna P® ot 10 oktsa6ps 2003 roga Ne 69 «O0 yTBepk A€HUNU HHCTPYK-
LIUU 110 BEJCHUIO U 3alI0JHEHUIO TPYIOBBIX KHUKEK).

— IlocranoBnenne Muntpyaa Poccuu ot 25 Hos6pst 1994 1. Ne 72 «O06 yTBep:KICHUN MEKOTpac-
JIEBBIX YKPYIHEHHBIX HOPMAaTUBOB BPEMEHHU Ha pabOThI [0 JOKYMEHTALIMOHHOMY 00€CIIeYEeHUIO
YIPaBIECHUS

— Ilocranonenne I'ockomcTara Poccun ot 05 ssuBaps 2004 r. Ne 1 «O6 yTBepx)aeHUN YHUPHIIN-
pPOBaHHBIX (HOPM NEPBUYHOM yUeTHON TOKYMEHTAIMU IO YYETy TpyJa U €ro OIuaTh»



— TlocranoBnenue I'ockomcrara P® ot 05.01.2004 Ne 1 «O06 yTBepkaeHHH YHUDHUITUPOBAHHBIX
($hopM MEepBUYHON YUETHON JOKYMEHTAITI.

— IlocranoBnenune denepaabHOW KOMUCCUH 110 PBIHKY LIEHHBIX OyMar ot 16 uronst 2003 r. Ne 03-
33/nc «O0 yTBepxkaeHuu [lonoxxeHus 0 mopsiIke ¥ CPOKAX XPaHEHUs JOKYMEHTOB aKI[MOHEPHBIX
0011eCTB»

— [Ipuka3z Munguna Poccuu ot 22 nexadbps 2003 r. Ne 1171 «O TpyI0BBIX KHUKKAX».

— Ilpuka3 Pocapxua ot 20.12.2019 Ne 236: onpenenseT CpoOKH apXUBHOT'O XPAHEHUS Pa3HbIX J0-
KYMEHTOB.

— ITucemo Muntpyaa ot 12.01.2023 Ne 14-6/00I'-97 «O BeaeHUu 3IIEKTPOHHOTO KaJpOBOTO J0-
KyMEHTO0000pOTa»

— Meroanyeckue peKOMEHIalUH 110 BEICHUIO BOMHCKOI'O yYeTa B OpraHU3alMsIX YTBEPKICHHbIE
['enmrradom Boopyskennsix cuit PO ot 11.07.2017

— T'OCT 17914-72 «O010KKH 1€ JUIUTENbHBIX CPOKOB XpaHEHUs. THIIbI, pa3Mephl U TEXHUYE-
CKHE TPeOOBAHUSI.

— TI'OCT 6.10.4-84 «YaupuuupoBaHHbIe CUCTEMbI JOKyMeHTauuu. [Ipunanue opuindeckoi
CWJIBI IOKYMEHTaM Ha MalllMHHOM HOCHUTEJIE U MalllMHOTpaMMe, CO3/1aBa€MbIM CPEJICTBAMU BbIUYHC-
JUTENBbHON TeXHUKU. OCHOBHBIE MTOJIOKEHUS.

— TI'OCT 6.10.5-87 «Yau(uuupoBaHHbIE CUCTEMbI TOKYMEHTALUHU. Tpe6oBaHus K TOCTPOCHUIO
dbopmysipa-oopasia.

— T'OCT P 34.10-2012 «Madopmanmnonnas texnosorus. Kpunrorpaduyeckas 3ammra nHpopmMa-
. [Iponeccsr hopMupoBanust ¥ MPOBEPKU dIIEKTPOHHOH U(POBOI MOATUCH.

— T'OCT P 50922-2006 «3amuta nadpopmarun. OCHOBHBIE TEPMHUHBI H OTIPEICTCHUSD.

— T'OCT P 7.0.8-2013 «Cucrema ctanmapToB 1o uHGopmarmu, OMOINOTEeIHOMY U U3/1aTelb-
CKOMY Jeiy. [lenonpon3BoaCTBO U apXUBHOE J1€710. TepMUHBI U ONIPEAEIEHUS.

— T'OCT P 7.0.97-2016: onpenensier cocTaB peKBU3UTOB JOKYMEHTOB U IpaBHiia UX opopmiie-
HUSL.

4.2  OcHoBHas JInTepaTypa

1. AGynamze, [. I'. JlokymeHTannoHHoe oOecrieueHHe YIpaBieHHs NEePCOHAIOM: YUeOHHUK U
npaktukyMm 1utst By30B / [I. I'. AGymanze, U. b. Bempsokkuna, B. M. MacnoBa. — 3-¢ u3n., mepepad.
u gomn. — Mocksa : MzmarensctBo [Opaiit, 2023. — 374 c.— (Boicmiee o0Opa3oBaHue). —
ISBN 978-5-534-16669-9. — Tekcr : anexTponHbIii // Obpa3zoBatenbHas miatdopma KOpaiit [caiT].
— URL: https://urait.ru/bcode/531461

2. Kysnenos, U. H. JlokymMeHTanmMoHHOE 0OecTieueHne yIpaBIeHUs IEPCOHAIIOM : YYeOHHK U
npaktukym s By30B / W. H. Ky3HenoB. — 3-¢ u3., nepepad. u gorn. — Mocksa : M3gaTenbcTBO
IOpaiiT, 2023. — 397 c. — (Bricmiee oopazoBanue). — ISBN 978-5-534-16692-7. — Tekcr : amek-
TpoHHbIH // Obpa3oBarenbHas miatdopma FOpaiit [caiir]. — URL.: https://urait.ru/bcode/531538

4.3 JlonoJHUTEIbHAS JUTEpPATYypa
1. ITaBnosckas, O. FO. IIpaBoBoe obecneueHne KapoBOro AeNONPOU3BOJCTBA : yueOHOE MOCO-
oue mst By3oB / O. FO. ITaBnoBckast. — Mocksa : M3garensctBo HOpaiit, 2023. — 213 ¢. — (Beic-
mee oOpaszoBanue). — ISBN 978-5-534-11565-9. — Tekcr : anexTpoHHbIN // OOpa3oBarenbHas
miatdopma HOpaiit [caiir]. — URL: https://urait.ru/bcode/518436

4.4  JjaexkTpoHHBbIE 00pa3oBaTeIbLHbIE PeCypPChl
https://online.mospolytech.ru/course/view.php?id=12564



https://urait.ru/bcode/531461
https://urait.ru/bcode/531538
https://urait.ru/bcode/518436
https://online.mospolytech.ru/course/view.php?id=12564
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4.5 JluneH3HOHHOE W CBOOOJHO pacHpocTpaHsieMoe NMPOrpaMMHoOe odecreyve-
HHE

1. Onepannonnas cucrema, Windows 11 (um Hioke) - Microsoft Open License

2. Oducusie npuinoxenus, Microsoft Office 2013 (unm Hioke) - Microsoft Open License

4.6 CoBpemeHHble npogeccHoHAIbHbIE 0a3bl JAHHBIX U MH()OPMALMOHHBIE
CIIPABOYHbIE CHCTEMbI

1. CnpaBouHo-koHCYynbTanoHHast 6a3za Koncynprant [lmoc (HekomMmepueckas Bepcus)
http://www.consultant.ru/cons/cgi/online.cqi?req=home&utm csource=online&utm cmedium=button

S. MarepuajbHO-TEXHHYECKOe o0ecredeHue
Aynuropuy, OCHAlLEHHbIE Y4eOHOM MeOeNbl0 U NMEePEHOCHBIM (CTallMOHAPHBIM) MYJIbTHME-
JMAHBIM KOMIUIEKCOM (IIPOEKTOp, HOYyTOYK (Kommbiorep) win SMART nocka).

6. MeToanyeckue peKOMeHIalu

6.1 Meroanueckue peKOMeHIAIUM ISl IPenogaBaTeis 0 OPraHu3amnum ody-
YyeHusd

OCc00EHHOCThIO TaHHOHM y4eOHOW MUCIUIUIMHBI SBJISICTCS €€ BBIPAKEHHBIN MPAKTHYCCKUI Xa-
pakrep. [loaToMy Ha JEKIUAX CTYACHT JOJIKEH OCBOMTH OCHOBHBIE TEOPETHUUECKUE ACIIEKThI TEM, a
Ha MPAKTHYECKUX 3aHATHUAX MOKa3aTh HE TOJBKO 3HaHHME OOIIHMX TEOPETHUYECKUX BOIPOCOB M3ydae-
MO TE€MBI, HO M OTPa0O0TaTh MPAKTUKY MPUMEHEHUS MOJTyYCHHBIX 3HAHUH JIJIsl PeIICHUS KEHCOB, OC-
HOBaHHBIX Ha pealbHBIX cuTyanusax. [lepen npakruueckum (CEMUHAPCKUM) 3aHITHEM HEOOXOIUMO
MIPOAHAIIM3UPOBATH AKTYaJIbHBIE ACIIEKTHI KaJIPOBOTO JIETOMPOU3BOJICTBA.

[TosTOMY B mpo1iecce MmoAroToBKM K CEMUHAPCKOMY 3aHSATHIO KENaTeIbHO 03HAKOMUTBCS C 110-
CIICTHUMU TCHJICHITUSIMU B 00J1aCTH JCIONPON3BOICTBA, & TAKKE CAMOCTOSATEIHHO MOI00paTh MaTe-
puan u3 npodeCCHOHANBHBIX JKYPHAIOB, M3aBAa€MbIX MO Pa3HBIM acleKTaM JOKYMEHTHPOBAHHS
yIIpaBiICHUS IEPCOHATIOM.

TpeboBaHMS K JTCKIIUHU:

- HAYYHOCTh U MTHPOPMATUBHOCTH (COBPEMEHHBIN HAYYHBIN YPOBEHB), JOKA3aTEIBHOCTh U ap-
T'YMEHTHPOBAHHOCTb, HAJIMYUE JOCTATOYHOTO KOJIMYECTBA SIPKUX, YOCIUTEIbHBIX MPUMEPOB, (hak-
TOB, 000CHOBAHUH, JOKYMEHTOB U HayYHBIX JOKA3aTEIbCTB;

- aKTUBHU3AIMS MBIIUICHUS CIIyIIATeNIe, TOCTAaHOBKA BOTPOCOB IS Pa3MBIIUICHUS, YETKas
CTPYKTYpa U JIOTUKA PACKPBITHS MOCIE0BATEIHHO U3JIara€MbIX BOIIPOCOB;

- pa3bsACHEHHE BHOBb BBOJIMMBIX TEPMHUHOB U Ha3BaHUH, (POPMYyJIMpPOBAHNE TJIABHBIX MBICIICH
Y TIOJIOKEHUH, TOTYEPKUBAHNE BHIBOJIOB, TOBTOPEHHUE UX;

- SMOIIMOHATBLHOCTH (POPMBI U3TIOKECHHMS, TIOCTYITHBINA U SCHBIN S3BIK;

- MPUMEHEHNE UHTEPAKTUBHBIX METOJIOB OOYUCHHSI.

B mporecce oOydeHuss 00ydaromierocsi UCMOJIb3yIOTCS Pa3IuYHbIC BHJIBI YUYEOHBIX 3aHITHI
(ayIMTOPHBIX U BHEAYAUTOPHBIX): JICKIIUH, MPAKTHUECKUE 3aHATUA, KOHCYJIbTannu. Ha nepBom 3a-
HATHUU TI0 JJAHHON YYeOHOW AUCITUIUITMHE HEOOXO0IUMO O3HAKOMHUTH O0YYAIOIIETOCs C IMOPSIKOM €€
U3YUYEHUsI, PACKPBITh MECTO U POJIb TUCIMUIUIUHBI B CHCTEME HayK, €€ MPaKTHYECKOe 3HAaUeHHE, TOBE-
CTH 70 oOyuaromerocsi TpeboBaHus Kapeapbl, OTBETUTHh Ha BOIIPOCHI.

[Ipu moAaroToBKe K JIEKIIMOHHBIM 3aHATHSIM MO Kypcy «JlOKyMeHTalMOHHOE oOecredeHue
YIpaBJICHUS MEPCOHATIOM» HEOOXOJIMMO MPOAYMATh IJIaH €ro MPOBEACHUS, COACP)KaHUE BCTYIIH-
TEIBLHOMH, OCHOBHOM M 3aKJIIOYUTEILHON YaCTH JEKIUU, 03HAKOMUTLCS C U3MEHEHUSIMU U JOIIOJIHE-
HUSMH B JICHCTBYIOITIEM TPYJIOBOM 3aKOHOIATEIHCTBE, HOBUHKAMH yU4€OHON M METOIUUECKON JTUTE-
paTypsl, MyOIUKAIMSIME TEPUOUICCKON TIEYaTH TI0 TEME JIEKIIMOHHOTO 3aHSITHS, OTPEACIIUTE CPel-
CTBa MaTepPHATBHO-TEXHUYECKOTO 00€CIIeUeHHUs JCKIIMOHHOTO 3aHATHS U TTOPSIIOK MX MCIOJIb30Ba-
HMSA B XOJI€ YTCHUS JICKIIHH.


http://www.consultant.ru/cons/cgi/online.cgi?req=home&utm_csource=online&utm_cmedium=button
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B xo/1€ IeKIIMOHHOTO0 3aHTHS MTPETIOIaBaTelb JJOKEH Ha3BaTh TEMY, Y4eOHBIE BOTIPOCHI, 03HA-
KOMUThH 00YyYaromierocsi ¢ mepeyHeM OCHOBHOW U JIOMOIHUTENBHOMN TUTEpaTyphl 10 TeMe 3aHATHUS.
Bo BcTynuTenpHOM YacTu JIEKIUH 000CHOBATh MECTO M POJIb U3y4aeMON TeMbI B YUeOHOU JWCITH-
IUTMHE, PACKPBITh €€ MpaKTH4ecKkoe 3HadeHue. Eciu yntaercs He mepBas JEeKIus, TO HEOOXOAHUMO
yBSI3aTh €€ TeMY C IpebIyIeH, He Hapyluas JIOTUKHU U3JI0KEeHHs yueOHOoro Marepuaa. PackpsiBas
coJiepKaHue y4eOHBIX BOIIPOCOB, aKI[EHTUPOBATh BHUMAaHHUE 00YYarOLIErocsi Ha OCHOBHBIX KaTero-
pusiX, IBJICHUSIX U MPOIIEccax, OCOOEHHOCTAX UX MPOTEKaHUs. PacKpbIBaTh CYIIHOCTD U COAEpKAHHUE
Pa3INYHBIX TOUEK 3PEHHS M HAYUHBIX [TOJIX010B K 00bSICHEHHIO TEX WM UHBIX SIBJICHUH U IPOLIECCOB.

Crnenyet apryMEeHTHPOBAHO 0OOCHOBATH COOCTBEHHYIO MO3HUITUIO TIO CIIOPHBIM TEOPETUUECKUM
Bornpocam. [IpuBoauTe npumepsl 0popMIIeHUS KaJIpOBOM JOKYMEHTAIMU. 3a/1aBaTh 110 XOAY H3JI0-
JKEHUS JIEKIIMOHHOTO MaTepHajia BOIPOCHl M CaMOMY J1aBaTh Ha HUX OTBET. DTO CIIOCOOCTBYET aKTH-
BU3AILIUN MBICIUTEIHON JEATEIIbHOCTH 00YYarolerocs, MOBBIIIEHUI0 UX BHUMAaHUS U MHTEpeca K
MaTepuaiy JIEKIHH, ee coaepkanuio. [IpenogaBaTens 10KeH pyKOBOIUTH paboToi oOydaroerocs
10 KOHCIIEKTUPOBAHHUIO JIEKLIMOHHOT'O MaTepHasa, MoA4epKUBaTh HEOOXOAUMOCTb OTPAaXKEHUS B KOH-
CIIEKTaX OCHOBHBIX IMOJIOKEHUH U3y4aeMOM TeMbI, 0C000 BBIACISIS KaTerOpHAIbHBIN ammapart. B 3a-
KJIFOUUTEJIBHOM YaCTH JIEKIIMK HEOOX0MMO c(hOpMyITUPOBaTh OOIIKE BHIBOJIBI IO TEME, PACKPBIBAIO-
1€ COAEpKAHUE BCEX BOIIPOCOB, IOCTABJICHHBIX B JIEKIMU. OOBSIBUTH TEMY OUEPEAHOIO JIEKLIUOH-
HOTO 3aHSTHS, 1aTh KPAaTKUE PEKOMEHAAIMH 1O MOATOTOBKE.

Ha nexuun HE0OX0QMMO aKIIEHTHPOBATh BHUMaHUE Ha OOIIMX BOMPOCAX, YKa3bIBaTh Ha 0CO-
OeHHOCTH IPO(ECCUOHATFHON 3TUKU CIIEUAINCTa 10 yIpaBiIeHUIo nepcoHanoM. CpeacTaa, momMo-
rarolye KOHCIEKTUPOBAHUIO, - AaKIICHTUPOBAHHOE U3JI0’)KEHUE MaTepuaa JEKIHH, T.€. BbIICICHUE
rojI0cOM, MHTOHAIIMEH, TOBTOPEHHEM HamOoJjee BaKHOM, CyIIeCTBEHHON MH(OpMAaIIUU, UCTIONb30-
BaHUE I1ay3, 3allUCU Ha JOCKE, IEMOHCTPALMHU WIIOCTPAaTUBHOIO MaTepHala, CTpOroe coOIoieHue
perjiaMeHTa 3aHsATUH.

HckyccTBO JEKTOpa MOMOTAET XOPOLIeH OpraHu3auy paboThl 00y4Jaromerocs Ha JEKIUH.

ConeprxaHue, Y4eTKOCTb CTPYKTYPBI JIEKIIH, IPUMEHEHHE IPUEMOB MOIepKAaHUS BHUMAaHUS
— BCE ATO aKTHUBHU3UPYET MBIIIIEHHE U pabOTOCIOCOOHOCTH, CITOCOOCTBYET YCTAaHOBJICHUIO TIE/1aro-
TMYECKOr0 KOHTAaKTa, BHI3IBAET Y 00yUYaIOIIErocs YMOLIMOHANIBHBIN OTKJINK, BOCIIUTHIBAET HABBIKU
TpyAomoOus, opMUpyeT HHTEPEC K MPEAMETY.

6.2 MeToauveckne yKa3aHus 11 00yYAKOIIMXCH MO OCBOCHHIO JUCHHUILIUHBI

Memoouueckue ykazanus 015 padonvl HA0 KOHCNEKIMOM JIeKYULl 80 8peMsl NPOBEOeHUs IeKUU.

Jlexkuus — cucreMaTnyeckoe, Mocie10BaTeIbHOE, MOHOJIOTHUECKOE U3JI0’KEHHE MPEernojaBare-
JeM y4eOHOTo MaTepualia, Kak MpaBuiio, TEOPETUIECKOro xapakTepa. [Ipu moAroToBKe JIEKIUH Mpe-
MO/IaBaTENh PYKOBOJICTBYETCS pabodeii mporpaMMoi TUCHIUILIMHEL. B Tiporiecce Jiekiuii peKoMeH1y-
€TCSl BECTH KOHCIIEKT, YTO TTO3BOJIUT BIOCEICTBUM BCIOMHHUTD U3YUYCHHBIN y4eOHBIH MaTepual, 10-
MIOJIHATH COZICPKaHUE TIPH CAMOCTOSTEIHLHON paboTe ¢ IUTEepaTypoH, MOATOTOBUTHCA K 3aueTy. Cre-
IyeT Takke oOpaiiath BHUMaHUE Ha KaTeropuu, GopMyIUPOBKH, PACKPHIBAIOIIHNE COJEPKAHUE TEX
WJIM UHBIX SBJICHUH W TIPOIIECCOB, HAYYHBIC BHIBOJIBI M MIPAKTUIECKHE PEKOMEH AN, TTOJIOKHUTETh-
HBII OTBIT B OPaTOPCKOM HCKycCTBE. JKenarenbHO OCTaBUTh B pa0OYMX KOHCIIEKTAX MOJisA, Ha KOTO-
PBIX Je7aTh TOMETKH U3 PEKOMEHIOBAHHOM JIUTEPATYPHhI, TOMOJHSIONINE MaTEPHa MPOCTYIIaHHON
JISKIIMH, a TAKXKE MOTYEPKUBAIOIIIE 0COOYI0 BaXKHOCTh TEX HIIM MHBIX TEOPETUYECKUX MOTOKEHHIA.
BBIBOIBI 110 JIEKITUHM MOBITOKMUBAIOT PAa3MBIIIJICHUS TIPEToIaBartesis o yueOHsiM Bompocam. [lpe-
M0/1aBaTeNb MPUBOIUT CIIMCOK UCIOIb3YEMBIX U PEKOMEHAYEMbIX UCTOYHUKOB JJIs1 U3YUEHUS! KOH-
KpeTHOU TeMbl. B KoHIIe ek o0yyaronuecss UMEIOT BO3MOKHOCTh 33J1aTh BOIPOCHI MPENo/1aBa-
TEJIIO 110 TEME JICKIUU.

Memooduueckue ykaszanus npu pabome Ha ceMUHAPCKOM/NPAKMUYECKOM 3AHAMUU.

CeMUHapBI/TIPAKTUYECKHE 3aHATHS PEaTH3yIOTCSI B COOTBETCTBUH ¢ pabOYNM Y4eOHBIM IIa-
HOM IIpY NOCIEN0BATEIbHOM M3YYEHUU TEM JUCLUIUIMHBL. B X0[1€ moAroTOBKM K HUM PEKOMEHTy-
€TCsl IOBTOPUTH KOHCIEKT JIEKIIUH, U3YYUTh OCHOBHYIO U JOTOJHUTEIBHYIO JUTEPATYPY, O3HAKO-
MUTBCSI C HOBBIMU ITyOJTMKAIUMSIMU B IEPUOIMYECKUX U3/IAaHUAXK: KypHaiax, razerax u T.1. [Ipu stom
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CJIEZIyeT Yy4ecTh PEKOMEHJIAINH IMPEToIaBaTelisi U TpeOoBaHMs y4eOHOH mporpaMMel. PekomeHy-
eTcs TaKkke AopabaThIBaTh CBOM KOHCIIEKT JICKIUH, JIeasi B HEM COOTBETCTBYIOIIHE 3aHCH U3 JIUTE-
paTypbl, pEeKOMEHI0OBaHHOH TpenogaBaTeieM u MpeIyCMOTPEHHOH yueOHo# porpamMmmoii. Cremyer
MOJATOTOBUTH TE€3HCHI JIJIS1 BBICTYTICHUH 11O BCEM Y4eOHBIM BOIIPOCaM, BBIHOCHMBIM Ha CEMUHap. 3a-
KaHYHMBATh TIOATOTOBKY CJIETyeT COCTaBICHUEM IUIaHa (KOHCIIEKTa) IO M3ydyaeMoMy MaTepHaiy (Bo-
pocy). TO NO3BOJISIET COCTABUTH KOHLIEHTPUPOBAHHOE, CXKATOE MPECTABICHUE 110 U3Y4aeMbIM BO-
npocam. [10CKOJIbKY aKTHBHOCTH 00YyYalOMIETOCs Ha CEMHUHAPCKUX 3aHATHSIX SBISCTCS MPEIMETOM
KOHTPOJIs €0 MPOJIBUKEHUS B OCBOCHUHU Kypca, IMOJIrOTOBKA K CEMUHAPCKUM 3aHITUSAM TpeOyeT OT-
BETCTBEHHOT'O OTHOIICHUS. HeoOXonmmMo NpoaHaM3upoBaTh JACHCTBYIONIEE 3aKOHOAATENBCTBA B
paMKax TeMbl CEMUHAPCKOTO/TIPAKTUYECKOTO 3aHATHSL.

Memooduueckue ykazanus 011 00V4arOuuxcs N0 0C80EHUI0 CAMOCMOAMENbHOU padOmbL.

CamocrosTenbHas paboTa sBIseTCs 0053aTeNbHOM Ul KaX10ro 00yJaromnerocs, ee 00beM 1o
JVICIIATUTMHE OTIPEIENSIeTCS] TEMaTHIeCKUM TutaHoM. JlaHHOE BpeMsi HEOOXOIUMO MTOCBATUTH H3yYe-
HUIO COOTBETCTBYIOLICH TEMbI, IOATOTOBKE CEMHUHAPCKOMY/TIPAKTHUECKOMY 3aHATHIO (3a4€Ty), BbI-
MIOJIHEHUIO 3a/IaHuH, BbIIaBaeMbIX MpernojaasareneM. [lpu camocTodrenbHol paboTe oOydaromunics
B3aUMOJICHCTBYET C PEKOMEHJOBAHHBIMU MaTepHalaMy MPU MUHUMAJIBHOM Y4YacTUHU IPErnojaaBa-
TEJIS.

Memooduueckue pexomendayuu Ha cocmasieHue U 8biCIMynieHue ¢ 00KIA0OM.

Jloknaz, Kak BU CaMOCTOSATENIBHOM paboThl B yueOHOM Ipolecce, ClIoco0CTBYeT (hOpMUpOBa-
HUIO HABBIKOB MCCJIEI0BATEIbCKOM PaboThl, pacuIpseT NOo3HaBaTeIbHbIE UHTEPECHI, YUUT KPUTHYE-
CKU MBICTUTG. [Ipy HanMcaHuu AOKJIa1a 1o 3aJaHHOM TeMe CTYIEHTY He00XO0AMMO COCTAaBIISACT ILJIaH,
no100paTh OCHOBHBIE HCTOUHUKH. Kak mpaBuio, mpu pa3paboTKe J0KJIaaa UCIOIb3yeTCs He MeHee
8-10 paznuuHBIX HCTOYHUKOB. B mporecce paboThl C HICTOYHUKAMH HY)KHO CHCTEMaTU3UPOBATH TO-
Jy4yeHHbIE CBEJIEHUS, CIeNaTh BBIBOABI U 0000meHus. OOmas TeMaTuka JI0KIaI0B OIpeaesieTcs
npernojaBaTesieM, HO B ONPEACICHUN KOHKPETHON TeMbl MHUIIMATUBY MOKET MPOSBUTH CTY/CHT.
[Ipexxae yem BBIOpATh TEMY JI0KJIa/1a, aBTOPY HEOOXOAMMO BBISIBUTH CBOM HHTEPEC, OMPENEIUTh, Hal
Kakoil mpo0seMoii oH xoTen Obl MopaboTaTh, OoJee rITyOoKo ee U3yuuTh. KaXkaplil JoKIam JomKeH
HAUYMHATHCSA ¢ BBeJIeHHsI. BBeieHe - 3TO BCTyNUTENbHAS YaCTh HAyUYHO-UCCIIEI0BATENbCKONM paOOTHI.
ABTOp JTOJIKEH NMPUIOKHUTH BCE YCHIIUS, YTOOBI B 3TOM HEOOJBIIOM 1O 00BEMY pa3Jiesie moKas3arhb
AKTyaJIbHOCTh TEMBI, PACKPBITh €€ MPAKTUYECKYI0 3HAUUMOCTb.

B oCHOBHOM 4acTH IOKJIaJa pacKpbIBacTCs €ro coaepxkanue. Kak npaBuio, OCHOBHas 4acTh
COCTOHUT M3 TEOPETUYECKOTO U MPAKTUUYECKOTO pa3aesoB. B TeopeTnueckoM paszene pacKpbIBaloOTCs
UCTOPUS ¥ TEOPUS HCCIETyEMOU MPOOIEMBI, TaeTCs KPUTUIESCKHA aHATTU3 JINTEPATYPhl M MOKa3bIBa-
I0TCS TIO3UIIMK aBTOpa. B mpakTuyeckoM paszzesne u3nararoTcsi METObI, XO/I, U Pe3yJIbTaThl CAMOCTO-
ATEIBHO MPOBEIEHHOT0 SKCIIEPUMEHTa WU (hparmMeHTa. B OCHOBHOI 4acTH MOTYT OBITH TaKXKe Tpe/-
CTaBJICHBI CXEMBI, IMarpaMMbl, TAOIUIIbI, PUCYHKH U T.1I. B 3aK1r0ueHnn OABOASTCS UTOTH PabOTHI,
BBIBOJIbI, K KOTOPBIM TPHUIIIE]T aBTOP, M PEKOMEHIAIH. 3aKJII0YeHHE JOIDKHO OBITh KPAaTKUM, 005132~
TEIbHBIM M COOTBETCTBOBATH MOCTaBICHHBIM 3aaauyaM. [Ipy MOArOTOBKE YCTHOTO BBICTYIUICHUS
HY)XHO YUHUTBIBATh €T0 periaMeHT - He 6oiee 10 MuHyT. BecbMa BBIMTPBILITHBIM SBIISIETCS IPECTAB-
JICHHE JTOKJIaJia, COMPOBOXKIAIOIIEECs MPe3eHTalueH.

Paboma c numepamypoii.

CamocTosTenbHas paboTa ¢ yueOHHUKaMU, yueOHBIMU TOCOOUSIMU, HAYYHOM, CIIPaBOYHOM U IO~
MyJISIPHOM JIUTEPATYypOW, MaTeEpUaiaMu MEPUOJUYECKUX M3AaHui U MHTEepHEeTa, CTaTUCTUYECKUMU
JTaHHBIMU SBJIsIeTCs Hanboee 3 (HEeKTUBHBIM METOJIOM MOTyUEHUs 3HAHUH, TO3BOJISIET 3HAYUTEIHHO
aKTUBH3MPOBATH IMPOIIECC OBIAJCHUS WHPOpPMAIMEH, CriocoOCTByeT Oosiee TIIyOOKOMY YCBOCHHIO
U3y4aeMoro martepuaina, GopMUpyeT Yy 00y4aroImuXcsi CBO€ OTHOIIEHHE K KOHKPETHOU Mpoldieme.
N3yuas MmaTepual 1o yueOHo# kHure (yueOHUKY, yaeOHOMY 1TOcOOHI0, MOHOTpaduH, U JIp.), CIETyeT
MEPEXOJIUTh K CIEAYIOIIEMY BOMPOCY TOJBKO IMOCIE MOTHOTO YSCHEHHS MpeAbIAyIero, Gukcupys
BBIBOZIBI M BBIYUCIICHHSI, B TOM YHCIIE T€, KOTOPHIE B Y4EOHUKE OIMyIICHBI WIIA HA JICKIIUU JaHbI IS
CaMOCTOSITENILHOTO BhIBOAA. Oco00e BHUMaHKUE O0YUYaIOIIUICs TOJKEH 0OpaTUTh Ha OmpeesieHue
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OCHOBHBIX TMOHATHH Kypca. Hamo moapo6Ho pa3oupats npuMepsl, KOTOPHIE MOSICHSIOT OMPEICIICHHS.
[Tone3HO COCTaBIATH OMOPHBIC KOHCIIEKTHI.

BBIBOJIBI, TIOJTydeHHBIC B pe3yJIbTaTe H3yUeHUS yUeOHOU TUTEPATypPhl, PEKOMEHIYETCS B KOH-
CIIEKTE BBIIEIATh, YTOOBI IPU TMEPEUNTHIBAHUN MaTepualia OHH JIydllle 3alloMUHAIUCK. [Ipu camo-
CTOSITEIILHOM PEIICHUH 337249 HY>)KHO 00OOCHOBBIBATH KXKIBIM ATAIl PEIICHUS, UCXO/IS U3 TeOpeTHIC-
CKHUX MOJOXEHUH Kypca. Bompockl, KOTOphIe BBI3BIBAIOT y 00YUAIONIEToCs 3aTPyAHCHHUE TIPH MTOATO-
TOBKE, JIOJKHBI OBITh 3apaHee c(hOPMYITHPOBAHBI M O3BYYCHBI BO BpeMsl 3aHATHI B ayTUTOPHH IS
JIOTIOTHUTEIHLHOTO Pa3bsICHEHHSI MIPEIO/IaBATEIIEM.

Memoouueckue pekomenoayuuu no no020MosKe K mecmuposaHuio

TectupoBanue sBrusercs GOpMOI MPOMEKYTOUHOTO, a TAKKE MTOTOBOTO KOHTPOJS 3HAHUI
CTyJeHTOB. TecTupoBaHHWE CTUMYJIUPYET CHUCTEMATHUYECKYI0 paboOTy CTYIACHTOB B TEUCHHUE
BCEro MEepUo/ia U3YYCHUs AUCIMILIUHBI, YTO IMOBBIIIAET MO3HABATEIHLHO-TBOPUYECKYIO HAMpPaBJICH-
HOCTh caM000pa3oBaHus. [Ipy MOATOTOBKE K TECTUPOBAHUIO HEOOXOAMMO HAPSTy C OCHOBHOU yueo-
HOM IUTEPATypOi CIIOIB30BATh KOHCIIEKTHI JICKIIHH, TOMOTHUTEIbHYIO TUTEPATyPy WM MaTePHAIIbI
U3 CIIPABOYHBIX (KOHCYJIbTALMOHHBIX) 0a3.

Memoouueckue pekomeroayuuy cmyoeHmam 0is no020mosKy K 3ayemy .

[ToaroToBKa CTYyIEHTOB K 3a4ETy BKIIOYACT TPU CTATUU:

- caMOCTOsTENIbHAsI padoTa B TCUECHUE YICOHOTO CeMecTpa;

- HETIOCPEICTBEHHASI MOATOTOBKA B JTHU, MPEAIISCTBYIOIINE 3a4eTy;

- c/Jla4a 3a4era.

[ToAroToBKY K 3a4eTy IeIeCO00pa3HO HAYaTh ¢ U3YYCHHS U POPaOOTKH HOPMATHBHO-TIPABO-
BBIX HCTOYHHKOB M JINTEPATyphl. IIpexae Bcero, cienyeT BHUMATEIbLHO MePEeYUTaTh YICOHYIO ITPO-
rpaMMy M MPOTPAMMHBIE BOIPOCHI /ISl TIOJTOTOBKY K 3a4€Ty, YTOOBI BBIICTUTH M3 HUX HAMMCHEE
3HaKoMbIe. Jlanee MOJKEeH ClieZloBaTh Tall MOBTOPEHHS BCEro MporpaMMHOro marepuaia. Ha sty
paboTy 1enecoo0pa3HoO OTBECTH OOMBIINYIO YAaCTh BpeMeHH. CIIeIyIONIIM 3TAIOM SIBIISIETCS CAMOKOH-
TPOJIb 3HAHUS M3YYECHHOIO MaTepHaia, KOTOPBIM 3aKIII0YaeTCs B YCTHBIX OTBETaX Ha MPOrPaMMHBIE
BOTIPOCHI, BEIHOCUMEIE Ha 3a4eT. Te3uchl OTBETOB Ha HAHOOJIee CIOKHBIC BOITPOCHI KEIATEIbHO 3a-
mUcaTh, TaK KaK B MPOIECCE 3alMCH BKIIIOYAIOTCS JIOTIOJIHUTEIbLHBIE MOTOPHBIC PECYPCHI IMAMSTH.
[IpennoxxeHHass METOIMKA HEMTOCPEACTBEHHON MOITOTOBKY K 3a4€Ty MOXKET OBITh M M3MeHeHa. Tak,
JUTSL CTYZICHTOB, KOTOPBIE CYMTAIOT, YTO OHU YCBOWJIM MPOTPAMMHBIN MaTepHaj B MOJHOM 00bEME H
YBEPEHBI B MPOYHOCTH CBOMX 3HAHWU, TOCTATOYHO OETIIOro MOBTOpEHUs yueOHoro matepuaia. Oc-
HOBHOE BPEeMsI OHH MOT'YT YCIUTh YIIIyOJEHHOMY M3yUEHHUIO OTICIIBHBIX, HAaH00JIee CII0KHBIX, JTHC-
KYCCHOHHBIX mpo0iemM. JIutepaTtypa AJis MOATOTOBKH K 3a4eTy yKa3aHa B yueOHoO# nporpamme. Oj-
HO3HAYHO CKa3aTh, KAKUM MMEHHO YYeOHHUKOM HYXHO IOJIb30BaThCSA IS MOJTOTOBKH K 3aueTy,
HEJB3s1, IOTOMY YTO YUYCOHHUKH MHIITYTCS PAa3HBIMHA aBTOPAMHU, MPEICTABIISIONUME CBOIO, MHOT/IA OT-
JUYHYIO OT JPYTHX, TOUKY 3PEHUs MO Pa3IMYHBIM HAyYHBIM mpobiemaM. [103ToMy IS MOJTHOTHI
y4eOHOM HHPOPMAIH U €€ CPaBHEHUS JTydIlle UCTIOIh30BaTh HE MEHEE JIBYX yUCOHHKOB (Y4EOHBIX
nocoOwuit). CTyIeHT caM BIpaBe NMPHICPKUBATHCS JIFO0O0H M3 MPEICTaBICHHBIX B YYCOHHKAX TOYCK
3peHus MO CIIOPHOU MpobiieMe (B TOM YHCIIE OTIUYHON OT IMO3UIIUN MPEToaBaTelisi), HO MPHU yCIIo-
BHU JIOCTATOYHOW HAYYHOM apryMEHTAIIHH.

OCHOBHBIM MCTOYHHKOM ITOATOTOBKH K 3a4€Ty SBJISICTCS KOHCIIEKT JICKITUH. Y4eOHbIi Mate-
pHall B JICKIIUH JTa€TCSA B CUCTEMATH3MPOBAHHOM BHJIE, OCHOBHBIC €T0 TIOJIOKEHUS JICTATU3UPYIOTCS,
MOJIKPETUISIFOTCS. COBpEMEHHBIMH (DaKTaMH M HOPMATHBHON HMHQOpMAIUEil, KOTOphIe B CHIIy HO-
BH3HBI, BO3MOYHO, €Ill¢ HEe BOILIM B ONMyOJMKOBAaHHBIC MEYaTHBIC UCTOYHUKHU. [IpaBUIBLHO COCTaB-
JICHHBIH KOHCIIEKT JICKIIUH COMEPIKUT TOT ONTUMAIBHBIA 00beM HH(pOpMAIHK, Ha OCHOBE KOTOPOTO
CTYJIEHT CMOXKET IPEJCTaBUTh cebe Bech yueOHbIN MaTepuan. CiaeayeT TOUHO 3alIOMUHATh TEPMUHBI
U KaTerOpUH, MOCKOJBKY B UX OINPEACICHUSIX COICPIKATCS MPHU3HAKH, ITO3BOJISIONINE YSICHUTH MX
CYIIHOCTh ¥ OTJIMYUTH 3TU MOHATHUS OT APYTHX. B X0/1e MOATOTOBKH K 3a4eTy HE0OX0AMMO 00paIiaTh
BHUMaHUE HE TOJILKO Ha YPOBEHB 3alIOMUHAHUS, HO ¥ HA CTCTICHb TIOHUMAaHUs KATETOPUH U PealTbHBIX
IOPUINYECKUX MTPOOJIEM. A 3TO IOCTUTAETCS HE IPOCTHIM 3ay4YHBaHUEM, & YCBOCHUEM MPOYHBIX, CH-
CTEMAaTH3UPOBAHHBIX 3HAHWN, aHAIUTUYCCKUM MbIIUIeHHEM. CIeIoBaTebHO, HETOCPEICTBEHHAS
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MMOArOTOBKA K 3a4Y€Ty AOJIKHA B PA3YMHBLIX HPOMOPHUAX COYCTATh M 3allOMUHAHUC, U TTIOHUMAHUC
porpaMMHOI0 MaTepuala. B aTor NIEpruoa MOJIC3HBIM MOXKET OBITE O6H_ICHI/I€ CTYACHTOB C IIperoaa-
BAaTCIIIMU IO AVUCHUIIMHEC HAa KOHCYJIbTalUAX.

1. DoH/ OLIEHOYHBIX CPEICTB
7.1  MeToabl KOHTPOJISI U OLIEHUBAHUS Pe3YJIbTATOB 00y4eHUsI
Texkymuit KOHTPOJIb (paboTa Ha MPAKTHYECKUX/CEMUHAPCKUX 3aHITHIX ).
- YCTHBIE OIIPOCHI
- TECTUPOBaHUE
- peleHue 3aaay
- IOKJIa
[IpomexKyTOYHBIN KOHTPOJIb
- TECTUPOBaHUE

7.2 IllIkana u KpUTEPUHU OLEHHBAHUSA Pe3yIbTATOB 00yUeHH S
Ycemuuwii onpoc

Pa3BepHyTHI OTBET CTyA€HTA JOJDKEH MPEACTABIATH COOOM CBSI3HOE, IOTHYECKH MTOCTIEI0BATEIb-
HOE COOOIIEHNE Ha 3a/IaHHYI0 TeMYy, IIOKa3bIBaTh €r0 YMEHHE MPUMEHATH ONPE/ICICHHUS, TPaBUia B
KOHKPETHBIX CITydasXx.

Tokazamenu oyeHueanust:

1) moaHOTa M MPAaBUIIBHOCTH OTBETA;

2) cTerneHb OCO3HAHHOCTH, TOHUMAaHUSI H3yYCHHOTO;

3) s13bIKOBOC O(OPMIICHUE OTBETA.

Kpumepuu oyenusanus ycmuoeo onpoca:

5 6ans10B CTaBUTCS, €CJIM CTYACHT IOJIHO U3JlaraeT Marepuai (OTBEYaeT Ha BOIPOC), JAeT mpa-
BUJIBHOE OTIpE/ICJICHHE OCHOBHBIX TIOHSTHIA, 00HApY)KMBAET MOHMMaHUE MaTepuaia, MOXXeT 000CHO-
BaTh CBOU CYXXICHHS, NMPUMEHUTH 3HAHWS Ha MPAKTUKE, MPUBECTH HEOOXOJHMMEBIC MPUMEPHI HE
TOJILKO U3 yU4eOHUKA, HO M CAMOCTOSITEIILHO COCTAaBJICHHBIE; H3JIaraeT MaTepual MocIeI0BaTeIbHO U
NPaBWIBHO C TOYKHU 3PEHUST HOPM JIUTEPATYPHOTO S3bIKA.

4 6ajJia CTaBUTCS, €CIIM CTYJCHT JIaeT OTBET, YIOBJICTBOPSIONIUI TEM K€ TPEOOBaHHSIM, UYTO U
Juist 5 0aiioB, HO JIoMycKaeT 1—2 ommOKH, KOTOphIE caM e UCHpaBisieT, U -2 Hepovera B mocie-
JIOBAaTEIILHOCTH | SI3BIKOBOM O(DOPMIICHUHU M3JIaraeMoro.

3 0aJu1a CTaBUTCS, €CJIM CTY/IEHT OOHApYXKMBAET 3HAHHE M MOHMMAaHHE OCHOBHBIX IMOJIOKEHUN
TEMBI, HO U3JIaracT MaTepHall HEMOJHO M JIOIYCKAaeT HETOYHOCTH B OTPEICIICHUN TOHATHIH Win (op-
MYJIMPOBKE TIPABUIT, HE YMEET JOCTATOYHO TTyOOKO M JI0Ka3aTelIbHO 00OCHOBATH CBOM CYXKACHUS U
NIPUBECTH CBOU MPHUMEPHI; H3JIaraeT MaTepuall HeMOCIeI0OBATEIbHO U JIOMYCKAECT ONIMOKU B S3BIKO-
BOM 0()OPMIIEHUH U3JIaraeMoro.

2 Gajs1a CTaBHUTCS, €CIIU CTYJICHT OOHAPYKUBACT HE3HAHUE OOJIBIIEH YaCTH COOTBETCTBYIOIIETO
BOIIPOCA, JIOMYCKAaeT OMMOKH B (POPMYIHPOBKE ONpECTICHUIA U MPaBHJI, HCKAXKAIOIINE X CMBICI,
OecIopsI0YHO M HEYBEPCHHO M3JIaraeT MaTepuall.

Tecmuposanue (mexywiuii U nPOMeHCymouYHblil KOHHPO.ib)
10 51% - HEYTOBJIETBOPUTENILHO (HE 3aYTEHO)
51%-80% - y10BIETBOPUTEIHHO (3aYTEHO)

81% - 90% - xoporio (3a4TeHO)
91% - 100% - oTyiMYHO (3a4TEHO)

0K1a0
5 6a/1510B 11pY BHITIOJIHEHUH CIEAYIOIINX YCIOBHIA:
1. B packpbIThI ceayIOIe BOIPOCHI:
- CYTh pacCMaTPUBAEMOTO aCMeKTa U MPUIUHY €Tr0 PACCMOTPEHHUS,
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- OIIMCaHME CYIIECTBYIOIIMNX AJIs JAHHOTO acleKTa Mpo0JeM U MpeajaraeéMple IMyTH UX PELICHUS.
2. CobmnroieHue periaaMenTa MpH MpeIcTaBIeHUH JOKIIaa.
3. IIpencraBienue, a HE YTEHUE MaTepUaa.
4. Hcnonb30BaHNE aKTyaJbHBIX HOPMATUBHBIX, MOHOTPA(QHUUECKUX U MEPUOTUIECKUX UCTOYHU-
KOB JIUTEPATYPBHI.
5. UeTKOCTh AUKIMUU.
6. [IpaBHIIBHOCTH U CBOEBPEMEHHOCTh OTBETOB Ha BOIIPOCHI.
7. JJokiiam conpoBOXKAAETCS PE3CHTalUen
4 0aJs1a: HEBBINIOJHEHHE JIFOOBIX JIBYX U3 YKa3aHHBIX YCIOBUH.
3 0aJuIa : HEBBINOJIHEHHE JIOOBIX TPEX U3 yKa3aHHbIX YCIOBUH.
2 DaJ1a: HEBBINIOJHEHUE JIFOOBIX YEThIPEX U3 YKa3aHHBIX YCIOBUM.

Peuwienue 3a0au

5 6a/u10B CTaBUTCA, €CIIM 3aJ]a4a pellieHa MOJHO U MpaBuiibHO. O0yvaronuiicst BEISIBUI BCE ac-
MIEKThI, IMCIOINE 3HAUCHUE IS penicHus 3amadd. [IpuBeeHbl yKa3aHUs HOPMAaTHBHO-TIPABOBBIX
aKTOB, Ha OCHOBAaHUU KOTOPBIX MPUHUMAJIOCH pemieHue. OTBET ABJISETCS JOTUYHBIM U MOCIEA0Ba-
TEBHBIM, BCE APIYMEHTBI OCHOBBIBAIOTCSI HA HOPMax IpaBa.

Ecnu pemenne 3agaum pacXouTcs ¢ YKa3aHHBIM B KPUTEPHUSAX OLICHKUA OTBETOB, OHO TAK)KE MOKET
OBITh OIIEHEHO Ha OICHKY «OTIMYHOY, €CIIU MPE/II0KEHHBI BAPHUAHT PEUICHUS SBIISICTCS JIOTUYHBIM,
THIATETFHO 0OOCHOBAHHBIM U OCHOBAH Ha JICHCTBYIOIIMX HOPMaXx IpaBa..

4 GaJju1a cTaBUTCS, €CIM 3ajlaya pelleHa JIOCTATOYHO IMOJIHO W MPaBUIbHO. ABTOpP BBISIBUJI BCE
OCHOBHBIE aCIIeKThI, UMEIOIINE 3HAUYCHUE TSI perieHus 3aaa4u. [IpuBeneHpl yka3zanust HOpMaTUBHO-
MIPABOBBIX aKTOB, HA OCHOBAaHUH KOTOPBIX MPUHUMAIIOCH perieHne. [IponyieH ps BaKHBIX JeTaien
WM YACJICHO BHUMAaHKE TTIOCTOPOHHHUM acriekTaM. JlomyIeHo HeCKOJIbKO HE3HAYNTEIbHBIX OITHOOK. .

3 6ass1a cTaBUTCS, OOYYAIONIMIICS BBISBHII BCE OCHOBHBIE aCTICKThI, UMEIOIIUE 3HAYCHHE JIJIS Pe-
IICHUS 3a7a9M. 3a/1aua perieHa B 1eJI0M IPaBUILHO, OJTHAKO HETIOJIHO UJTH C CYIIECTBEHHBIMH OIINO-
kamu. Jloruka paboThl HETOCTATOYHO XOPOIIO BRICTPOEHA.

2 faJ1a CTABHUTCS, €CIIM OTBET OTCYTCTBYET MOJHOCTHIO. OTBET HE COOTBETCTBYET COJICPIKAHHIO
3aJ1a4¥l WM HEMPABWILHO OMPE/IEIICHBI MPUMEHUMbBIC HCTOYHHUKH TpaBa. OTAenbHbIe (parMeHTap-
HbIC MMPAaBWIbHBIE apTYMEHTBI U CCHIJIKM HAa MCTOYHHUKHU HE MO3BOJISIOT OIEHUTH BHITIOJHEHHYIO pa-
00Ty MOJNOKUTEIBHO.

7.3  OueHo4HbIe cpeCTBA
7.3.1. Texyuuii KOHTPOITb

Ilpumepnole memol 07151 n0020MOEKU QOKNA008

1. Opranuzanus paboThl KaJpoBOii CiTyKObl OpraHu3aIUH.

2. HopmaTuBHOE perilaMeHTHPOBAaHHUE CTAHIAPTU3AIUHN U YHU(UKAITUN JOKYMEHTOB OpTraHU3a-
1.

3. Pa3paboTka JOKyMEHTAIlH, perilaMeHTUPYIOMICH AeITEIbHOCTh KaApOBOH CITy»KOBI OpraHu-
3allUU U TIPOLIECChI YIPABJICHUS TIEPCOHAIOM.

4. Anp60M GHopM JOKYMEHTOB MPEATIPUATHS.

5. Meronuueckre OCHOBBI pa3pabOTKU HOPMATHUBHBIX IOKYMEHTOB KOMITAHUU (CTaHIapTOB Op-
TaHMU3ALINH, TTOJIOKEHUH O MOIPa3AeICHUSAX, JODKHOCTHBIX HHCTPYKIIHH).

6. CocraBienue 1 0pOpMIICHHE IITATHOTO PACIMCAHUS, CTPYKTYPBI ¥ IITATHOW YMCIEHHOCTH,
NpaBWJI BHYTPEHHETO TPYIOBOTO PAaCHOPsIKa, TIOJI0KEHNE O TIEpCOHAIE.

7. Pa3paboTka MHCTPYKLUH 110 KaJIpOBOMY JA€I0Npon3BoACTBY. COoCcTaB M pacroyokeHUue peKBU-
3HUTOB.

8. CocraBieHue npukasa 00 yBOJbHEHUU paOOTHHKA.

9. Bupl MprKa3oB 10 JUYHOMY COCTaBY M MX YHH(HUIIMpOBaHHBIE (POPMBI TPUKA30B IO JIHY-
HOMY COCTaBYy.

10. Pa3pabotka O6JlaHKOB JOKYMEHTALMU KOMITAaHHH.




11.
12.
13.
14.
15.
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[TpaBuia opopmiieHHs MPOEKTa MPUKa3a 10 JINYHOMY COCTaBY.

TexHosorus opopmIIeHHS TIEPEeBOIa COTPYIHUKOB.

JIOKyMEHTUpOBaHNE MHUIIMATHUBEI O IEPEBOJIE HA JPYTYIO paldoTy.

OnTuMH3aIUs TEXHOIOTUYECKOM 1IeTTOYKH MOATOTOBKH TOKYMEHTa

OcobeHHocTH OpraHu3aiuu Tpyaa padoTHUKA 00J1a1al0IIero 3HaHeM KOHPUACHITHATBHOM

UH(POPMALIUU OpraHU3allyu.

16.
17.
18.
19.
20.
21.
TeJIs.
22.
23.
24,
25.

Opranmzanus paboThI CICIHAIKICTA C TOKyMEHTaMU

Opranuzaius ciy)eOHOM MepenucKy.

JIOKyMEHTHPOBaHHE PELICHHS O MIEPEBOJIC Ha IPYTYIO padoTy.

Opranu3zaiys paboThl C MUCBMEHHBIMHU U YCTHBIMU OOPAIEHUSIMU TPAKIaH.
Opranu3zaiys perucTpanyy ¥ y9eTa MOCTYAIONINX B OPTraHU3aIHi0 JOKYMEHTOB.
JIoKyMeHTupOBaHUE MPOIEAYPhl YBOIBHEHHSI 10 HHUIIMATHBE PaOOTHHKA WM paboToda-

Opranuzanus KaapoBoro J0KyMEHTO000pOTa B OpraHU3aI1H.

Opranu3zanus paboThl C TPYIOBBIMU KHMKKaMU paOOTHHKA.

Opranuzanus ynpasiaeHUs JOKyMEHTAlUEH KOMIIaHUH.

CoBepilIeHCTBOBaHUE CUCTEMBI PETUCTPALIMU KaJIPOBBIX JOKYMEHTOB C UCIIOJIb30BAHUEM OC-

HOBHBIX PErHCTPAIIIOHHBIX (GOPM.

26.
217.
28.
29.
30.
31.
32.
33.

OpFaHI/I3aHI/ISI KOHTPOJIA UCITOJIHCHHUA JOKYMCHTOB.

CucreMaTn3alys TOKyMEHTOB KaJIpOBOIi CIIyKOBI.

[ToaroroBka JOKyMEHTOB K MOCJICIYIONIEMY XPAaHEHHIO U HCIIOJIb30BAHHMIO.

OdopmieHue U BeieHHE JIMYHBIX JE]1.

ApPXHMBHOE XpaHEHHE JOKYMEHTOB.

CoBepIleHCTBOBAaHUE MPOLIETY Pl MOATOTOBKH JJOKYMEHTOB K apXHBHOMY XPaHCHHIO.
O06paboTka OTIpaBIIIEMOI KOPPECTIOH ICHIIHH.

[TpumeHenre HHGOPMAIIMOHHBIX TEXHOJIOTHIA TP CO31aHUU KaPOBBIX JOKYMEHTOB Opra-

HU3alluu.

34.

Tpe6OBaHI/I${ K IOKYMCHTAaM, U3IroTaBJIMBACMbIM C ITIOMOIIbIO IICYATHBIX YCTpOﬁCTB Hn ux

HOPMATUBHOC 3aKPCIIJICHUC.

35.
36.
TaiiHy.
37.
38.
39.
HUSL.
40.
41.
42.
43.
44,
45.
HUE.
46.
47.

[IpoxokaeHre BHYTPEHHUX IOKYMEHTOB U OpTaHU3alis KOHTPOJIS 32 UX UCTIOTHEHHEM.
Opranuzaius padoThI C TOKYMEHTaMH, COACPKAITUMU KOMMEPUYECKYIO (TOCYapCTBEHHYIO)

CocraBnenune u ohopMIIEHUE PUKA30B: 110 JINYHOMY COCTaBY, [0 OCHOBHOM AESITEIbHOCTH.
CocraBnenue u ohopmiieHUuEe 0OOBSICHUTETBHBIX 3aITUCOK, TPOTOKOJIOB, AKTOB.
CocraBnenue u opopmiIeHUE UHCTPYKIIHI, CIIPaBOK, TOKYMEHTOB JINYHOTO ITPOUCXOXKIE-

I[OKYMCHTOO60pOTa, €ro HOHSITHfIHI)IC, KOJIMYCCTBCHHBIC U KAUCCTBCHHBIC XapPaKTCPHUCTUKU.
[TonsiTie «I0KyMeHTO0000poT». OCHOBBI OpraHU3aIMU TOKyMEHTO000POTa.

BHyTpeHHHI TOKyMEHTOOOOPOT.

OO011¥e oJI0KEHHsT 0 HOMEHKIIAType.

CocraBiieHre HOMEHKJIATYPHI JIeJT OpraHu3aIn.

OdopmiieHre TOKYMEHTOB U JIeNl K YHUYTOXKCHUIO U Ha JUTUTEIBHOE U MOCTOSIHHOE XpaHe-

[TonsiTHe KaAPOBO TOKYMEHTALIUH.
XapakTepucTKa OCHOBHBIX JIOKYMEHTOB, PETJIaMEHTUPYIOIIMUX YIPABICHUE MMEPCOHAIOM U

ACATCIIbHOCTb KaJIPOBBIX CJ'Iy>K6.

Ilpumepnwie sonpocuvl no memam

Tema 1. /Jokymenm u cucmembi 00OKyMeHmMayuu.
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1. B kakuX HOpMaTUBHO-TIPABOBBIX aKTaX 3aKperjieHa TEPMUHOJIOTHUS, UCTIONIb3yeMast IIPH pa-
60Te ¢ JOKyMeHTaMu?

2. Kak cBsizaHbl My cOOOM MOHATUS «TOKYMEHT» U «UH(POpMaLUs»?

3. Yto BKIIIOYAET B c€0sl MOHIATHE «PEKBUUT»?

4. Kakue ciocoObl TOKyMEHTUPOBAaHUSI CYIIECTBYIOT B HacCTOsLIee BpeMsa?

5. Kakue Buzbpl HocuTenel MH(popMauy HCHOIb3YIOTCS A cO3aHus JoKyMeHToB? [laiite nx
KpPaTKyl0 XapaKTEepPUCTHUKY.

6. Kakumu 0CHOBHBIMU CBOWCTBaMM 00J1aJ1a€T JOKYMEHT?

Tema 2. Cocmas u codepoicanue Kaopogoul OOKyMeHmMayuu, OCHO8Hble OOKYMEHMbl, pe2laMeHmu-
pyiowue ynpagienue nepcoHaiom OpeaHu3ayuu.

1. Maiite onpezenenne JOKYMEHTAIIMOHHOTO 00eCTIeYeHHs YIPaBIEHUS TIEPCOHATIOM

2. C xaKoi eNbI0 ¥ KAKUMH OPTaHAMH OCYIIECTBIISIETCS] TOCYAAPCTBEHHBIM KOHTPOJIb BEACHHS
KaJIpOBOM IOKyMEHTaluuu?

3. HazoBuTe OCHOBHBIE TPU3HAKHU KIACCU(DUKAIINN KaIPOBBIX JOKYMEHTOB

4. Ha3zoBuTE pEeKBU3UTHI PHKa3a [0 OCHOBHOM JESATEIbHOCTH.

5. W3 kakux yacTeil COCTOUT TEKCT MPUKa3a [10 OCHOBHOMU AESITEIbHOCTU?

6. Kak 3aBepsieTcs BhIIMCKA U3 MpUKa3za?

7. st uero HeOOX0IMMa MPoLIeIypa COrIacCOBaHUs (BUZUPOBAHKS) TPOCKTOB PACTIOPSAUTEIb-
HBIX JOKYMEHTOB?

8. Kakue nmpukasbl IPUHATO OTHOCUTH K MPUKA3aM M0 JINYHOMY COCTaBy?

9. Kak paznuyaroTcs puKassl 110 JUYHOMY COCTABY U IO OCHOBHOM JESATEIBHOCTH 110 CUCTEME
UX UHACKcauuu?

10. IlepeuncnuTte peKBU3UTHI U MOPSAOK pa3pabOTKHU IITATHOTO PACIHCAHUS.

11. TlepeuncnuTe TOKyMEHTBI, OTHOCSIIUECS K CIIPABOYHO-UH(POPMAIMOHHBIM.

12. B uem oTinu4Me CIIpaBKU OT JOKJIATHBIX U CITY>KEOHBIX 3aITUCOK?

Tema 3. IIpasuna opopmnenus OOKyMeHMO8 U 3aNOIHeHUs MUNOBLIX PopM.
1. Kakre HOpMaTUBHO-TIPaBOBBIE AKTHI PETIIAMEHTUPYIOT 0(OPMIIEHHE JOKYMEHTOB?
2. Yto Ttakoe I'OCT u kakyro pojib OH UTPaET B KaAPOBOM JICJIONPOU3BOCTBE?
3. Uto u3 cebs mpeacTaBiseT yHUPUIIMPOBAHHBIEC JOKYMEHTHI?
4. JlaiiTe XapaKTepUCTHKY aTbOOMy TOKYMEHTOB MPEIIPUSITHS.
5. Ilepeuncnute u oXapakTepu3yiTe yTBEpKICHHBIE TUTIOBBIE (POPMY KaJpOBOM JOKYMEHTAIUH.

Tema 4. ITopsiook oghopmaenuss 00OKyMeHmo8 npu npueme Ha pabomy u nopsi0ox yuema Kaopos.

1. HazoBuTe 1OKYMEHTBI, KOTOpbIE pabOTHUK 00s13aH (coraacHo cT. 65 TK PD) npenssaButh pa-
0oTozarento Npu TPyA0yCTPONUCTBE.

2.IlepeuncnuTe TOKYMEHTBI, KOTOpPBIE TOKEH 0()OPMUTH pabOTOAaTeNs MpPU MpUEME Ha pa-
00Ty, U YKaXHUT€ TOCIIEI0BATEILHOCTh UX O()OPMIICHUSI.

3.Pacckaxkute 0 mopsiIKe COCTaBIEHUS, COrTIAaCOBaHMsI MPUKa3a (paclopsuKeHus) 0 IpreMe pa-
0oTHHKa Ha padoTy.

Tema 5. Ilopsioox oghopmaenus 00OKymMenmos npu nepesooe, pacmopiceHu’ mpyooso2o 002080pa
(konmpaxmay), [lo0comoéka npuxkazoe no TUYHOMY COCMas).

1. Ha xako# cpok MOKHO BpEMEHHO MEePEeBECTH pabOTHUKA Ha JPYTyI0 paboTy 0e3 ero coria-
cus?

2. BHOCsATCS 111 CBEZIEHUSI O BpEMEHHOM IepeBoie pabOTHHKA Ha JIPYTryI0 paboTy B TPYJIOBYIO
KHIDKKY U B TIHYHYIO KapTOUKY paOOTHUKA?

3. Kakumu 1okymeHTaMu opopMIIsieTcs epeBo/l pabOTHUKOB € OJJHOM JOJKHOCTH Ha IPYTyro?
KakoBbI TpeOOBaHUS K UX COCTaBICHUIO U 0OPMIICHHIO?

4. Kakumu 1okyMeHTaMHu 0(OpMIISIETCS YBOJIbHEHUE paOOTHUKOB?
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5. KakoBbI OCHOBHBIE TPEOOBAaHHUS K COCTABICHUIO M OOPMIICHHIO ITPUKA30B IO JTMYHOMY CO-
cTaBy?
6. Kak ¢popmynupyercs 3anmuch 00 YBOJIBHEHUH COTPYIHUKA?

Tema 6. Tpyoosas knudicka (c6edenusi 0 mpyoogou 0esimeabHOCmu) U TudHble 0ed.
1. KakuMu HOpMaTUBHBIMU JJOKYMEHTAMHU PYKOBOZCTBYIOTCSI IIPU BEJICHUU TPYIOBBIX KHUKEK?
. Onumure od1Me npaBuia 3ar0IHEHHS TPYIOBBIX KHHKEK.
. Kakue pasnensl Bkintoyaet B ceOs TpynoBast KHHXKKa?
. [IpuBeauTe mpumepsl GOpMyITMPOBOK 3amuceil B TPYAOBBIX KHIDKKAX.
. Uto u3 ce0s mpeACTaBisieT AIEKTPOHHAs TPYAOBask KHIKKA U KaK OHa BeleTcs?
. OnummuTe MopsAAOK yueTa ABMKEHUS TPYIOBBIX KHI)KEK U TEXHOJIOTHH X XPAHCHUSI.
. Kakue npouenyps! BKirodaeT B ce0st OPSAIO0K BbIIAYH TPYA0BOW KHUXKKH ITPHU YBOJIbHEHUU?
. Haznauenue nuanoro aeno paboTHUKA.
. KakoB nopsi1ox pacnonoxeHusi J0KyMEHTOB B JIMYHOM Jiejie pabOTHUKA.
10. Kakue CymecTByIOT paBWJIa BEACHUS U XPAaHEHUS JIUYHBIX JIE]T.
11. OnuimuTe NOps 0K BHECEHHSI U3MEHEHHH B JOKYMEHTBI JTJMYHOIO JeIa.
12. Yto takoe CT/I-P, C3B-T/I.

O 00N L B W

Tema 7. Opeanuzayus 0oKymeHmoobopoma, cucmemamu3ayusi OOKYMeHmo8, HOMEHKIAmypa Ois ux
Gopmuposanus u xpanerus
1. OnummTe crocoObl CUCTEMATH3AIMHA JJOKYMEHTOB
. Uto Takoe HOMEHKJIaTypa e, A7 4Yero OHa UCIIOJIb3yeTcs?
. KakoBsl 001m11ie TpeOGoBaHUsI K HOMEHKIJIATYpe e’
. HazoBute Bubl U cofepxane HOMEHKIATYp JIe.
. KakoB mopsiiok cocraBiieHdss HOMEHKJIATYPbI J1e?
. Kakue TpeboBaHus MpeabsABISIOTCS K 3ar0JIOBKaM Jei?
. Kak opopmiisieTcst HOMEHKIaTypa A€ U ONPEeNsIFOTCS CPOKU XpaHEHUs Jien?
. Uro nonumaeTtcs nog GopMUpOBaHUEM JIeT?

03O\ W A~ WIN

Tema 8. Cospemennvie cnocobvl u mexnuka co30anusi OOKymenma.

1. Ilepeuncnure criocoObl CO3/1aHNs JOKYMEHTOB

2. OnuumuTe OCHOBHBIE KOMITBIOTEPHBIE KaJJpOBbIE IPOTrPAMMBI

3. MoryT 11 TOKyMEHTHI 0(OpMIIATHCS 0€3 MPUMEHEHHs KOMIBIOTEPHBIX TexHonoruit? Ecnu na,
TO Kakue?

4. OnuImuTe TEXHUKY CO3AaHUS dIIEKTPOHHBIX JOKYMEHTOB.

5. JlaiiTe oOu1yI0 XapaKTepUCTUKY OCHOBHBIM aBTOMaTU3UPOBAaHHBIM CHCTEMAaM KaJpOBOTIO J10-
KyMEHTO000poTa

Ipumepnasa hopma mecmogoix 60npocos

Y4eTHBIM KaApPOBBIM J0KYMEHTOM SIBJISIETCH. ..
a) MUChMO-TIpUTTIANIEHHE Ha pa0boTy K Apyromy paboTtojaTtento  0) JMYHOE JIEI0 COTPYIHUKA
B) U3BELICHHE C IPOCHOOM SBUTHCS AJI1 O3HAKOMIIEHHUS C IPUKA30M T) IPEACTaBJICHUE O MTOOLIPEHNUN

CKo0/1bK0 BpeMeHHU J0/KHbI XPAHUTHCH JIMUYHbIE /1e/Ia PYKOBOAUTe/Ieii opranuanum’?
a) MOCTOSIHHO 0) 50 et B) 75ner I') OoNpeeseT KaJpoBblil paOOTHUK

KTo npuanMaer penieHue o BblieJIeHUH KAIPOBBIX TOKYMEHTOB K YHUUTOKEHUIO?
a) HAYaJIbHUK OTJIeJIa KaJIpoB 0) IUPEKTOP MO TIEPCOHATY
B) PYKOBOJIUTEIb OPraHU3aIHH T') DKCTIIEPTHASI KOMHUCCHUS

Heo06xoquMocTh 0opMIiIeHHs JTHYHBIX /IeJ] pA0OTHHKOB perjiaMeHTHPOBaHA:
a) OKY/l 6) OcHOBHBIMU TTpaBUIIaMHU paOOTHI ApXUBOB OpraHU3AIHNA
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B) [IpaBusiaMu BHyTpEHHETO TPYIOBOTO pactopsiaka
r) [lepeuneM TUIOBBIX yHpPaBICHYECKHX JOKYMEHTOB, 00Pa3yIOIIMXCS B AESITEIbHOCTH OpraHnu3alui,
C YKa3aHHEM CPOKOB XpPaHEHUS

K cnpaBo4yHo-MH(OPMANTUOHHBIM JOKYMEHTAM OTHOCSITCS:
a) npukas;  0) aKT; B) JIOKJIa/IHAsI 3AIMCKa; T) YCTaB; 1) HTHCTPYKIIHSI.

Ilpumepnule 3a0auu 0na pewienusn
1. PaGoTHuK KaapoBO Cy>KObI TTOJIYYIIT 3aJJaHUE PYKOBOJIUTENSI KAJAPOBOM CITy»KOBI Ha 3aBe-
neHue U ohopmIIeHUE JTUYHOTO JIela BHOBb MPUHATOrO PabOTHHKA. BHOBBH MPHUHSATHINA paOOTHUK —
3TO PYKOBOASIINNA paOOTHUK C BBICIIUM IPO(decCHOHANBHBIM 00pa30BaHueM, IPOLIeIIIHHI npodec-
CHOHAJIbHYIO TIEPENOATOTOBKY, MOBBIIICHHE KBaNU(UKALIUN, UMEIOLIUI YUEeHYI0 CTENeHb, TOCyaap-
CTBEHHbBIE Harpapbl.
Onumure npornenypy. Kakue mokymMeHThl OyayT BHECEHBI BO BHYTPEHHIOIO OMUCH JOKYMEH-
TOB, BKJIIOUEHHBIX B JIMUHOE A€o padotHrnka? Kak oprannzoBarh Xxpanenue jqudHoro jaena? Kakwue
HOPMAaTUBHO-TIPaBOBBIC aKThl Bbl OyIeTe UCIIOIB30BATh ISl OTBETA HA MTOCTABIEHHBIE BOIIPOCHI?

2. Cucremublii agMuHHCTpaTop HH(pOpMamuoHHO-TexHHYeckoro otaena OO0 «Temexkom»
Connaro Bnanumup VMBanoBuu 3¢ dekTuBHO paboTan B MHTepecax Ha3BaHHOW opranuzanuu. [lo
uTOoraM paboThI 3a MEPBBIN KBapTall HadyalbHUK OTAena Maiiopos W.W. 5 anpens 2015 r. HanpaBun
nupektopy OO0 «Tenexkom» ['enepanoBy B.B. npencrasienue o noompennn Congaroa B.U. npe-
MUeH B pazMepe 5 ThIC. py0. 32 JOOPOCOBECTHOE UCTIONHEHUE PAOOTHUKOM TPYAOBBIX 00sI3aHHOCTEH
(3a IOCTHKEHHUE BBICOKUX MOKa3aTellel B Tpyae).

KakoBa mpornenypa 10OKyMEHTallMOHHOTO o0ecTedeHns: TaHHOH mponenypsl? Kak npaBuibHO
3anoJaHuTh yHUHUIHpoBaHHYy0 dhopmy T-11? Kakne HopmatuBHO-ipaBOBBIC akThl Bel Oynere uc-
M10JIb30BAaTh JJIs OTBETA HA IIOCTABJICHHBIE BOIIPOCHI?

3. IIpu npueme Ha pabOTy Ha TOJDKHOCTH HHXKEHEPA TI0 OXpaHe Tpyaa (s 3aKITI0YCHHS TPYI0-
Boro jgoroopa) B OO0 «JlxecT» cnenuaiucT KaapoBoi ciryk0bl moTpedoBas ot MiBanoBoii M.M.
CJIETyIOIINE JOKYMEHTBI:

- TacCIopT;

- TPYJIOBYIO KHIIKKY;

- CIIPaBKy O COCTOSTHUH 37I0POBbSI;

- XapaKTEPUCTHKY C MPEKHETO MecTa padoThI,

- CBUJIETEIILCTBO O IMOCTAHOBKE Ha Y4YeT B HAJOTOBOM OpraHe (MHAMBHIyalbHBIM HOMEp HalIOoro-
miatensinuka — UHH);

- CTPaxoBO€ CBUJIETENIHCTBO IOCYJAPCTBEHHOTO MIEHCUOHHOTO CTPaXOBaHMUS;

- TOKyMeHT 00 00pa3zoBaHuM U (WIH) O KBaTH(PUKALINY WM HATMYUH CIICIIHATBHBIX 3HAHU;,

- CIIPaBKy O CEMEHHOM MOJIOKEHUU;

- TOKyMEHTBHI BOMHCKOTO yUeTa;

- CIIPaBKy O HAIMYUU (OTCYTCTBUHU) CYAUMOCTH U (WJIH) (haKTa yrOJIOBHOTO MPECiIeI0OBaHUs.

VYkaxuTte, mpaBOMEpHO JIM TpeOOBaHUE paOOTHHKA KaPOBOU CITY>KOBI O MPEJOCTABICHUH BCEX
BBIIICTIEPEUNCIICHHBIX IOKYMEHTOB B JJaHHOM cutyanuu? Kak mpaBuibHO 0OpMHUTH 3aIIpOC JOKY-
MEHTOB OT couckarensi. Kakue TOKyMeHTHI, 1 Ha KAKOM OCHOBAHUU MPEABSIBISIIOTCA Pab0TOIATEIIO
JIUIIOM, TOCTYTAIOMIUM Ha padoTy IS 3aKII0UEeHUs TpyAoBoro norosopa? Kak opranuszoBath Xpa-
HEHHE MPE/ICTaBICHHBIX JOKyMeHTOB? Kak obecrieunTs 3amuTy nHGOpMAIUU, COCTABISIONICH Tep-
COHaJNbHBIC JaHHBIC paboTHHKA. Kakre HOpMaTUBHO-TIpaBOBbIe akThl Bbl OyieTe NCHOIB30BaTh AJIs
OTBETa Ha TIOCTaBJIICHHBIE BOIIPOCHI?

7.3.2. [IpomexxyTouHas aTTecTalus
[TpomexyTouHas aTrTecTanys MOXET IMPOXOANUTH ITOCPEICTBOM TECTHPOBAHMS WM ITOCPEN-
CTBOM OTBETa Ha 3a4ETHBIN OUJIET.
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[Ipu mpoBeneHNH TPOMEKYTOYHON aTTeCTallui B (JOpPME TECTUPOBAHUS TECT JOJDKEH OXBa-
TBIBAaTb BCE TEMBI Kypca.

IIpumepnwiii popmam mecmosvix 60npocos:.
Yro caeayer aeJaTh ¢ HCIIOPYEHHBIMH IIPH 3aM0JIHEHUH 0JIAHKAMHU TPYAOBBIX KHHKeK?
a) OcTaBUTb B OT/ENE KaIPOB. 0) Ilepenath Ha XpaHEHUE B APXUB.
B) CriucaTh MO aKkTy U YHUUYTOKUTh B IPUCYTCTBUH YICHOB KOMUCCHH.

IIpu opopMiIeHNH TPYIOBBIX MPABOOTHOIIEHUH 0053aTeIbHBIM TOKYMEHTOM, PerjiaMeHTHpY-
OIIMM 00513aTeIbCTBA CTOPOH, SBJISIETCS:

a) 3asBJICHHE O IIpUeMe Ha paboTy 0) KOJJIEKTUBHBIN TOrOBOP

B) TPYZOBOE COTJIALICHNE I') TPyIOBOH J10TOBOP

Kakas ynupuuupoBannasi popma, yreep:kaeHHasi nocranopjennem I'ockomcerara, nucnojib3y-
eTcsl MPHU 3aN0JTHEHHH MPHKAa3a 0 nmepeBojie Ha APYryio padory?
a)T-1. 6) T-5.8)T-6.

OdopMmiieHue peKBU3MTOB OCYIIECTBJISAAETCH HA OCHOBAHUM:
a) 'OCToB; ©0) nmpukasa 1o JeJI0NPOU3BOJICTBY; B) HHCTPYKIIUH; I) aKTa.

KaxkoBbl 00111e npaBuJia opopMiieHHs JOKYMEHTOB?
a) TpeboBanus k 0OPOPMIICHHIO PEKBU3UTOB JOKYMEHTOB. T) Mcnonp30BaHHEe CTaHIAPTOB.
6) Mcnonb3oBanue 01aHKOB TOKyMeHTOB.  B) [Ipon3BosnbHOE 0OpMIICHHE JOKYMEHTOB.

LIpu nposedenuu npomescymouHou ammecmayuu nOCpeoCmeomM YyCmHoO20 omeema Ha ouiem.

B kasrcoom buneme oondicro 6vime no 2 éonpoca.
Ilepeuenb 6onpocos 011 n0020mMoeKU K 3a4emy.
[ToHsATHE TOKYMEHTOOOOPOTA, €0 KOJINYECTBEHHBIE U KaUeCTBEHHBIE XapaKTEPUCTUKH.
[TpaBuna opopmiieHHsI pEKBU3UTOB KaJPOBBIX JOKYMEHTOB.
TexHonorun o6pabOTKH NOCTYAIOMIUX TOKYMEHTOB. BHYTpeHHUIT TOKyMEHTOOO0POT.
JIoKyMeHTBI yHU(DUITUPOBAHHOMN CHCTEMBI y4eTa IePBUYHON JOKYMEHTAIUH.
ITpaBuna opopmiieHHs MpoeKTa MpUKa3a 1Mo JINYHOMY COCTaBY.
VYcTaB opranusanuu: coiep:kaHue, OCHOBHbIE TpeOOBaHUS K €r0 0(hOpPMIIEHUIO.
[TososxeHnE O CTPYKTYpHOM NOAPA3IEICHUHA OpraHU3aly: Ha3HauYEHUE, COIEPIKaHne, opsi-
MOJTOTOBKH, ODOPMIICHHUS M YTBEPIKICHHSL.
HNHudpopmannoHHO-CIIpaBOYHbIE JOKYMEHTHI, HEOOXO0AUMBIE 111 pabOTHI C KaJpaMH.
XapakTepuUCTUKa CUCTEMBI TUIAHOBOM JOKYMEHTAIUH.
0. Cucrema 10KyMeHTallMU 00eCTIeYMBAONIET0 TUIIA
1. CocraB u ki1accuukanus KaapoBon JOKyMEHTAIUH.

12. BepneHue MUYHBIX KapTOUEK: Ha3HAUEHHE, IPABUIIA 3allOJHEHUS, XPAHEHUS.

13. Buapl npuKa3oB 1o JUIHOMY COCTABY, MOPSAIOK UX MOJTOTOBKH U O()OPMIICHUSI.

14. Buapl, mopsA0K COCTABIECHUS U YTBEPKICHHSI, OCHOBHbBIE PEKBU3UTHI TPYIOBOI'O 1OIOBOpA.

15. JIokyMeHTBHI, NpeIbsBIsEMbIC TP 3aKIIFOUEHUH TPYA0BOTO IOTOBOpA.

16. JlokyMeHTHI, ciy>Kalliue OCHOBaHUEM [yl IPUKA30B MO JIUYHOMY COCTaBY.

17. JlokyMeHTHpOBaHUE MTpUEMa TpaxkaH Ha padoTy.

18. VYuerHble KapTOUKH.

19. Ha3naueHme SKCEpTHONH KOMHUCCHUH, €€ 3a/1a4H U CPOK JICHCTBUS B OPTaHU3AIIHH.

20. Buapl npukasoB MO JIMYHOMY COCTaBY.

21. JIOKyMEHTHI TI0 KOMaHAMPOBAaHUIO paOOTHUKOB. OCHOBHBIE PEKBH3UTHI KOMAHIUPOBOYHOTO
YAOCTOBEPEHUS.

22. 3amauu ¥ POpMBI CTAXKUPOBKH PAOOTHUKOB, BBIIBUTAEMBIX B COCTAaB KaJJpOBOTO Pe3epBa.

J0
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23.

3aIlMH,

24,

21

OcCHOBHBIE TOKYMEHTBI, HEOOXOAUMBIE ISl PEIOCTABICHUS OTITYCKOB pa0OTHHUKAM OpTaHu-
MOCIIE0BATEIBHOCTD U MOPSA0K UX 0(hOpMIICHUS.
OcHOBHBIE JTOKYMEHTBI, HCOOXOAMMBIE I TTPOBEICHUS M 0(hOPMIICHUS PE3yIhbTaTOB aTTe-

CTalluu pa6OTHI/IKOB.

25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
IINATEI.
38.
39.
40.
41.
42.
43.

JIoKyMeHTupOBaHuE NPOLeAyPbl YBOIbHEHUS [10 HHULIMATUBE PA0OTHHKA.
JIOKyMEHTUpPOBaHHE MPOLIETyphl YBOJIBHEHUS 110 MHUIIMATUBE pabOTOIaTeNs.

VYyer TpynoBbIx KHIDKEK. [opsiok Beinaun 1yOauKaTa U BKJIabIILIEH.

Odopmiienne TpyA0BOM KHUKKH paOOTHUKY MPUHATOMY Ha paboTy BIIEpBBHIE.

BueceHnue 3amnuceit o mpreme Ha padoTy.

BHeceHne 3anucu o Harpax1eHuu (MOOIPEHUH) B TPYAOBYIO KHUXKKY.

[Topsok BeIIaYM TPYIOBBIX KHUKEK MPU YBOJIbHEHHUH.

Jy6mukaTsl Tpy10BbIX KHIKEK. [Topsaok opopmiieHns BKIaAbIa B TPYJOBYIO KHIKKY.
Oco0eHHOCTH BHECEHHS 3aIUCH O Pa0OTE IO COBMECTHUTEIILCTRY.

DNEKTPOHHBIE TPYOBbIE KHUKKU.

BaeceHue B Tpy10BYI0 KHUKKY HUCIIPABUTENIbHBIX 3alUCEH U PA3IIUYHBIX U3MEHEHUII.
TexHuka co3gaHust 3JEKTPOHHBIX JOKYMEHTOB.

[lepconanbHble 1aHHBIE PAOOTHUKA: TIOHATHE, TpeOOBaHUs pU 00pabOTKe, TApaHTUHU UX 3a-

[Mopsimok opopmieHus nepeBoia pabOTHUKA BHYTPH OpraHU3alllu.

XapakTeprucTuKa OCHOBHBIX METOJIOB CO3/IaHUs JOKYMEHTOB.

Bupl BTOpHYHBIX YUETHBIX KAPTOUEK U KapPTOTEK.

TabGenb yHuduKanum J0KyMEHTOB.

[TonsaTue u knaccuuKamus T0KyMEHTOB

OcHoBHbIE pacnopsiAUTENbHbIE JOKYMEHTHI B OpraHU3aluy, UX MOAroToBKa, opopmiieHue u

XpaHEHHUe.

44,
45.
46.
47.
48.
49.

Cocras nmuyHoro gena. OnepaTUBHOE XpaHEHUE JINYHBIX JIE.

OpraHu3alilnOHHO-TIPaBOBasl CUCTEMA JIOKYMEHTALINH.

Ocy1ecTBieHre KOHTPOJIS JOCTOBEPHOCTH MEPCOHAIBHBIX JOKYMEHTOB.

Jlena ocTOSSHHOTO ¥ BPEMEHHOTO XPaHEHHS.

OnepatuBHOE XpaHEHHE JOKYMEHTOB.

[Tops1ok MOATOTOBKM KaJpOBBIX TOKYMEHTOB K apXMBHOMY XpaHEHHI0. OCHOBHBIE ITpaBUIIa

XpaHCHUA OCII.

50.
51.
52.
53.
54.
55.
56.
57.
58.
59.
60.
61.
62.
63.

OdopMieHre TOKyMEHTOB | JIe] K YHUUTOXKCHHIO.

[Topsmok opraHu3anyy U IPOBEAEHHs SKCIIEPTU3bI LIGHHOCTH JOKYMEHTOB.

OCHOBHBIE IOKYMEHTBI, PETYJIUPYIOUTUE TPYAOBbIE MPABOOTHOIIEHUS B OPTaHU3aI1H.
ApXUBHOE XpaHEHHE JOKYMEHTOB.

JIoKyMeHTBI, HEOOXOUMBIE MPU HAMIPABJIECHUHU HA CTAXKUPOBKY U M0 €€ OKOHYAHHUIO.
[ToaroroBka JOKYMEHTOB K MOCIEAYIOLIEMY XPaHEHHUIO U UCTIOJIb30BAHUIO.
Homenknarypa nen B kagpoBoil ciryx0e.

TpeGoBaHMs K COCTAaBICHHIO 3aT0JIOBKOB JIEI.

[TonsiTne MOKyMEHTOOOOPOTA, €T0 KOJIMUECTBEHHBIE U KAU€CTBEHHBIE XapaKTEPUCTUKH.
Opranu3zaliioHHbIE JOKYMEHTHI B KaJJpOBOil CITy:K0€ MpeanpusTus.

TexHomorun 006pabOTKM MOCTYNAIOIINX JOKYMEHTOB.

JlokyMeHTupoBaHue coOeceIoBaHus O IpHeMe Ha padoTy.

OdopmiieHre TOKYMEHTOB | JIeJ1 Ha JUIUTENIbHOE U MIOCTOSTHHOE XpaHEHHeE.
Odopmrnenne cTpyKTypsl U ITaTHOHN unciaeHHOCTH. ColepikaHue U MopsAaoK odopmieHus

ITAaTHOT'O paCliuCaHusA.

64.
65.
66.

Anp60oM GopM TOKYMEHTOB.
[Topsimok perucTpanuy u XpaHeHHUs IPUKA30B.
JIOKyMEHTHI TI0 TMYHOMY COCTaBY YHHU(PHIUPOBAHHON CUCTEMBI OpraHU3AIIMOHHO-PACTIOPS-

nutenbHoU nokymentanuu (Y COPJI).
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67. 3HayeHHe KaJAPOBOTO JICIONPON3BOJICTBA B YIIPABICHUH IIEPCOHAIOM OPTaHU3AINH.

68. JlokyMeHThl yHU(DHUIUPOBAHHON cUCTEMBI TEpBUUHON yueTHOH nokymenTauuu (Y CITY JI).

69. OOmiue moyIoKeHust 0 HOMeHKIaType. DopMupoBaHue LI

70. 3HaueHME TOKYMEHTAIIHOHHOTO O0ECIICUCHHS YIIPABICHUS IEPCOHAIIOM OpPTaHH3aLIUH.

71. XapakTepHCTHKa OCHOBHBIX IOKYMEHTOB, PETJIAMEHTUPYIOMINX yIPaBJICHUE MTEPCOHATIOM U
JeSITebHOCTD KaJPOBBIX CITYXkO.
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