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1. IIEJb 1 3ATAYY OCBOEHUA TN CHUIIJINHBI

1.1 Ileab 0CBOEHHS TMCIMTIIHHBI

(hopMHpOBaHHE TEOPETHYECKUX 3HAHUHM M MPAKTHYECKUX HABBIKOB 110 pa3pabOTKe M OpraHu3aluu pabdoThl ¢
1 KaJpOBOH MOKYMEHTAI[UEH, perJaMeHTHPYIOMEH TpeOOBaHU K JOIDKHOCTSIM, (GYHKIHH, IPOIEAYPHl H METOIBI
yIpaBIIECHUsI IEPCOHAIIOM B OPTaHHU3ALNH

1.2 3aga4u oCBOCHHSA TUCHUIIIHHBI

u3ydeHHe 00BEKTa M YCIOBUIH (POPMHUPOBAHUS CHCTEMBI KaJPOBOH JOKYMEHTANH, N3YYEHUE COAEPIKAHUS U
KIacCH()MKAIMIO JOKyMEHTOB IO YNPABICHHIO IIEPCOHAIOM B OpPraHU3alUH, CHUCTEMY OPTraHH3alMOHHO-
pacnopsiAUTENILHON NOKYMEHTAlMM U WH()OPMAIMOHHO-CIIPABOYHON NOKYMEHTAllMU MO KaapaM, CTPYKTypy U
Ha3HA4YCHHE [IOKyMEHTOB, CO37aBacMbIX M (YHKIHOHHPYIOIIMX B CHCTEME YIPABICHHUS IIEPCOHAIOM
OpraHM3ayy, TPeOOBAaHUS 3aKOHOJATENBHBIX M HOPMATHUBHBIX HOPM IIpaBa, PErIaMEHTHPYIOIIUX padoTy ¢
KaJIpOBBIMH JIOKYMEHTaMH, 0011He TpeOOBaHMs K 0(OPMIICHHIO KaAPOBOW JIOKYMEHTALIUH

U3y4YeHUE TOpsAKa padoThl ¢ YHH(UIMPOBAHHBIMU (OPMaMH IEPBUYHONW YYETHOHW JTOKYMEHTALUH, IPaBHII
3allOJIHEHMS, BEJCHUS W XpaHEHUS TPYNOBBIX KHIKEK, IOpsAAKa pa3pabOTKM LITATHOTO pacIHCaHus,
o0s13aTeNnpHble paBHiIa U NPAKTHKY O(GOpMIICHHS IOKYMEHTOB, COIIPOBOXKAAIOIINX TIPHEM Ha paboTy, MepeBo.
2 | paDOTHUKOB Ha Jpyryio paboTy, NpeNoCTaBICHHE OTIyCKa, HalpaBlieHHe pabOTHHKOB B CIy)KeOHbIC
KOMaH/IMPOBKH, TOKYMEHTALIUIO 110 MOOUIPEHNI0 paOOTHUKOB M AMCIMIUIMHAPHBIM B3bICKaHHSIM, HOPMAaTHBHO-
NPAaBOBBIE OCHOBBI, 00s3aTENbHBIC NpaBHiIa W OCOOCHHOCTH JOKYMEHTAJIBHOTO O(QOPMIICHHS HpEeKpalleHHs
JICWCTBHS TPYAOBOTO JIOTOBOPA C paOOTHUKOM

OCBOCHHE HAa3HAYCHUS U MOPSAAKA pa3pabOTKH JIOKAIBHBIX HOPMATHBHBIX aKTOB IO YIPABJICHHUIO MEPCOHAIIOM,
OpTaHM3aIMi0 pabOTHl ¢ MEPCOHANBHBIMU JaHHBIMH paOOTHHKOB, IPaBHiA, MOPSIOK M IPAKTUKY Pa3pabOTKH
3 BHYTPCHHUX YHH(QHUINUPOBAHHBIX (OpPM TOKYMEHTOB IO KaJpOBBIM BOIpOCaM, pa3pabaThlBaeMbIX B CIyXOe
yTpaBIICHUs IEPCOHATIOM OpTaHW3alMy, TPeOOBaHHUS K OQOPMIICHHIO HOMEHKJIATYPHI IeJI, THOPSIOK XPaHCHUS
JIOKyMEHTOB U TIepeaady UX B apXHB

1.3 lleab BoCIMTAHUS M 32/1a4¥ BOCNIUTATEILHOI paGoThl B paMKaX AUCHUIIMHBI

[IpodeccrnoHanbHO-TPYI0BOC HANIPABICHNUE BOCIUTATEIFHON PaOOTHI

Lens mpodeccnoHambHO-TPYIOBOTO BOCIIUTAHHS — (JOPMHUPOBAHUE y OOyUArONMIMXCS OCO3HAHHOH NMpodecCHOHATbHON
OpHEHTAINM, TOHUMAaHHS OOIIECTBEHHOTO CMBICIA TPyAa M 3HAYUMOCTH €ro A ceOs JIMYHO, OTBETCTBEHHOTO,
CO3HATENBHOTO W TBOPYECKOTO OTHOWICHUS K Oyaymieil AesTeabHOCTH, NMpOoQecCHOHAIbHOW 3THKH, CIIOCOOHOCTH
Npe/IBUICTh M3MEHEHUs], KOTOpbIe MOTYT BO3HHUKHYTh B NPO(GECCHOHATIBHOW AEATEIHLHOCTH, U YMEHHIO paboTaTh B
M3MEHEHHBIX, BHOBb CO3aHHBIX YCIOBUAX TPYZa.

Llens gocTuraeTcs Mo Mepe pelleHus B €AMHCTBE CIEAYIOIUX 3a1a4:

— (popMHUpOBaHHE CO3HATEILHOTO OTHOLIEHHS K BHIOPaHHOH Mpodecchy;

— BOCIIUTAHHWE YECTH, TOPJOCTH, JIOOBH K Hpodeccuy, cO3HATENHHOTO OTHOWIEHUS K NMPOQECCHOHATBHOMY JONTY,
MOHMMAaeMOMY KaK JINYHasi OTBETCTBEHHOCTh U 00SI3aHHOCTb;

— (opMHUpOBaHHE TICUXOJIOTUH MTPO(ECCHOHAA,;

— (opMupoBaHHe MPOHECCHOHATBHON KYIbTYPBI, STHKU MPO(ECCHOHATIBHOTO OOIICHNS;

— (hopMHpOBaHKE COIMATBHONH KOMIIETEHTHOCTH M APYTHE 33ja4M, CBSI3aHHBIE C HMHDKEM NpodeccHu u aBTOPUTETOM
TPaHCIIOPTHOM OTpaciu

2 MECTO JMCIIAIIVIMHBI B CTPYKTYPE OIIOIT

2.1 TpeGoBaHusl K IpeIBAPUTEIbHOI MOATOTOBKE 00Y4aI0IIerocs

Huctumnaa  b1.B.03  «JlokyMeHTaliMoHHOe oOOecleueHrne YIOpaBIEHUS MEPCOHAJIOM» OTHOCUTCS K
BapHaTUBHON yacTu Onoka 1 W OCHOBBIBaeTCA Ha 3HAHUAX OOYYAIOIIMXCS, IMOJYYCHHBIX NPH H3YYCHHU
muciumnH: b1.6.15 «OcHoBel ynpaBienus nepconanom», b1.b.24 «OcHoBel opranuzauuu tpyna», b1.B.05
«IIponsBoacTBeHHbI MeHemkMeHT», b1.B.JIB.15.01 «HbDOpMAIIMOHHBIE TEXHOJIOTHH B YIIPaBICHUU
nepcoraiom», b1.B.JIB.15.02 «WHpOpManMOHHbIE TEXHOJOTHHA B YIPABICHUH TPYIOBBIMH PECYpPCaMUy,
B2.B.01(Y) «YueOHast - 1O TOJYYEHHUIO TMEPBUYHBIX NPO(PECCHOHANBHBIX YMEHHH U  HAaBBIKOB
(ozHakomwurenbHas)»; b2.B.02(Y) «YueOHas — M0 MOIYyYSHUIO NMEPBHYHBIX NMPOQPECCHOHATBHBIX YMEHHH U
HaBBIKOB (NPAKTUKO-OPUEHTHPOBAHHAS)

2.2 JIucuMnJMHbI, 1J151 KOTOPbIX NPOXO:KAeHHe JAHHON TUCHMILUINHBI
HEe00X0IMMO KaK MpealiecTBYIOIIee

b1.5.23 «OcHOBBI 6€3011aCHOCTH TPYAa»

b1.B.02 «MeTop! IpUHSTHS YIIPABJIECHUECKUX PEIICHUN

b1.B.16 «Opranu3zaiioHHas KyJIbTypa»

b1.B.18 «YnpaBiaeHueckud yU€T ¥ YUET IEpCOHATA»

b1.B.19 «Onnata Tpya nmepcoHaiay

b1.B.JIB.07.01 «MeHe)XMEHT KauecTBa B YIIPABICHHH EPCOHATIOM»

b1.B.JIB.07.02 «Cucrema ynpaBieHHs] KAU€CTBOM TPYJIOBBIX PECYPCOB»

XA | [W|N|—

Bb2.B.03(IT) «IIpon3BoacTBEeHHAS — MO0 MOIYYCHUIO NMPO(ecCHOHATBHBIX YMEHUH 1 OIbITa MPO(eCcCHOHATHFHON




JCATCIIBHOCTH))

B3.5.01 «3ammTa BBHIMyCKHOW KBalIM(HKAIMOHHOM palbOTHI, BKIIOYAs MOATOTOBKY K MPOLENype 3alUTHl U
IpOLEypPY 3aLIUThDY

3 IEPEYEHbD IINTAHUPYEMBIX PE3YJIbTATOB OBYUYEHUS 10O AUCHUIIJIMHE,
COOTHECEHHBIX C INTAHUPYEMbBIMU PE3YJIbTATAMU
OCBOEHMUS OBPA30OBATEJBHOM ITIPOT'PAMMBI

ITK-3: 3HaHHeM O0CHOB pPa3padOTKH U BHePEHNUs TPeGOBaAHU K JOJKHOCTSIM, KPUTEPHEB M0A00pa H
PACCTAHOBKH IEepPCOHAJIa, OCHOB HaiiMa, pa3pa00TKM H BHePEHHs POrpaMM U NPOLexyp noadopa u oréopa
NepPCoHaJIa, BJIa/IcHHEM METO/aMH /1eJIOBOi OLeHKH MepCcoHAaa NPU HaliMe U yMeHUe NPUMEHTh UX Ha
NpPaKTHKe

MuHuUMAJbHBbIH YPOBEHb OCBOCHHSI KOMIIETEHIMHU

3HATH OCHOBBI Pa3pabOTKU U BHEAPECHUS TPeOOBAaHUH K JOIDKHOCTSAM M JOJDKHOCTHBIM OOSI3aHHOCTSIM IIepcoHaja
VMers paboraTpb (i KBATU(DMKALIMOHHBIMU CIIPABOYHHKAMH U MPO(ECCHOHAIBHBIMU CTaHAApTaMU IPH pa3paboTKe
TpCGOBaHI/II/I, NpEaABbABIIACMBIX K TOJKHOCTAM
Bnanets METO/aMH OLICHKH MEPCOHAlIa ¢ YYETOM TPeOOBaHU K JOIKHOCTSAM H JOJDKHOCTHBIM OOS3aHHOCTSIM
ba3oBblii ypoBeHb 0CBOCHHSI KOMIIETEHIMHU
3HaTh OCHOBHBIE HOPMAaTHBHO-IIPABOBEIE aKTHI IIPU TOAOOPE U pAaCCTAHOBKE MepcoHaa
YMeTh pa3pabaThIBaTh JOJDKHOCTHBIC HHCTPYKLIUH MIEPCOHAIA C YIETOM TpeOOBaHUIA K JOHKHOCTSIM
Brazers )IOKyMeHTI/IPOBaHHI:IMI/I METOZHMKaMH, COMPOBOXKIAMOLIMMHU TPOLEAYPbl MoA0Opa U PAacCTaHOBKH IEPCOHANa C
Y4eTOM Tpe60BaHI/II/I K JOJDKHOCTAM
Bbicokuii ypoBeHb 0CBOECHHSI KOMIIETEHIIMH
3HaTH TpeOOBaHMs HaiiMa, pa3pa0OTKM W BHEAPCHUS MpOrpaMM M MpoIleayp mnombopa W oTOopa mepcoHana H
JOKYMCHTAIMOHHOT'O UX COIIPOBOXKACHUSA
Ymeth OPHEHTHPOBATHCS B MPAKTHKE Pealn3aliy IPOrpaMM U Ipouesyp nogbopa u oTdopa nepcoHana
Brazers HAaBBIKAMH BHC,E[p%HI/I}I mporpaMM H Tpoueayp mnomdopa u obopa MepcoHala, METOJAMH IEJOBOW OLEHKH
nepcoHajia pu HaiMe M Croco0aMu JOKYMEHTALIMOHHOTO 00eCIIeUeHHUs

IIK-11: B1ageHueM HaBbIKAMH Pa3pad0oTKU OPraHU3ANUOHHON M (PYHKIIMOHAJIbHO-IITATHOM!
CTPYKTYPBI, Pa3padoTKH JIOKAJIbHBIX HOPMATHBHBIX AKTOB, KACAIOIINXCS OPraHN3aluu Tpyaa (mpaBujia
BHYTPEHHEr0 TPY/AOBOI0 PACHOPSAKA, MOJI0KeHHE 00 OTIYCKAX, MOJ0KeHHE 0 KOMAHINPOBKAX)

MuHuUMAJbHBIH YPOBEHb OCBOCHHSI KOMIIETEHIIMHU

ocHOBBI TpyznoBoro kojgekca P® 1 HHBIX HOPMATUBHBIX NIPABOBBIX AKTOB, COJEPIKAIIMX HOPMBI TPYIOBOTO IpaBa

3HaTh
B KOHTEKCTC JOKYMECHTAIMOHHOI'O O6CCHC‘-I€HI/I$I YIIpaBJICHUA IIEPCOHATIOM

npuMeHsTs TK PO u nHble HopMaTHBHBIE IPABOBBIE aKThI IPU Pa3pabOTKe OPraHU3alMOHHON U (YHKI[OHAIBHO-

YMmertb 7
LITATHOU CTPYKTYPHI, ITPU pa3pa60TKe JIOKQJIbHBIX HOPMATHUBHBIX aKTOB OpraHu3alu

BHaﬂeTI) HaBbIKaMH pa60T1)1 ¢ TK P(D, HOpMATUBHBIMU IIPABOBBIMU aKTaMU U JIOKaJIbHBIMU HOPMATHBHBIMU aKTaMU

ba3oBblii YPOBE€HbL OCBOCHUSA KOMIIECTCHIIUU

OCHOBBI pa3pa60Tl<H JIOKaJIbHBIX HOPMATHUBHBIX AaKTOB, KaCarOlUXCs OpraHusaluu Tpyla (npaBHna BHYTPEHHETO

3uarp TPYJOBOTO PAcIOps/IKa, MOJI0KEHUE 00 OTITYCKaX, MOJIOXKEHHE O KOMaHIMPOBKaX)
v AQHAJIM3UPOBATh  COACPKAHHE OPraHM3ALMOHHBIX IPOLECCOB  MPH pa3paboTKe OpraHM3alMOHHOH U
MeTE (YHKIMOHATIBHO-IITATHON CTPYKTYPBI, U JIOKAIbHBIX HOPMAaTHBHBIX AKTOB OPTaHH3aLMH

croco0aMu W TpreMaMH pa3pabOTKH OpraHU3alMOHHOW M (YHKIMOHATBHO-IITATHOW CTPYKTYPHI, pa3paOOTKH

Brnazers JIOKaJIbHBIX HOPMATUBHBIX aKTOB, KACAIOLIMXCSl OpraHHU3alMy Tpyia
Brbicokuii ypoBeHb 0CBO€HHMS KOMIIETEHIIUH

3Hath OCHOBBI pa3pabOTKH OPraHU3aLHOHHON U (yHKIMOHAIBHO-IITATHOM CTPYKTYPBI IIPEANPUSITHS
VaeTs OpPHEHTHPOBAThCSI B cHenuduke JTamoB mpolecca pa3pabOTKH JIOKAIBHBIX HOPMATHBHBIX aKTOB H

(YHKIOHAIBHO-IITATHON CTPYKTYPBI

HaBBIKaMH pa3pabOTKH OPraHU3AHOHHON M (YHKIMOHATBHO-IITATHOW CTPYKTYpPHL, Pa3pabOTKH JTOKaIbHBIX
Bnaners HOPMAaTHBHBIX AaKTOB, KAacCalOMMXCS OpraHW3aluy TpyAa (MpaBHiIa BHYTPEHHErO TPYAOBOTO pAaCIOpPSIKa,
MOJIO’KEHHE 00 OTITyCKaxX, MOJ0KeHHEe 0 KOMaHAUPOBKaX)

ITK-12: 3HaHueM 0CHOB pPa3padoTKH M BHeAPeHUsI KAJAPOBOH H yNPaBJIeHYECKOH NOKYMEHTAMH, ONTHMH3AHHA
JOKYMEHT0000poTa 1 cXeM (PYHKIHMOHATbHBIX B3aHMOCBSI3el MekAy NoApa3ieeHHsIMA, OCHOB Pa3padoTKu 1
BHE/IPeHHs NPOLEAYP PeryJHpoBaHNus TPYAOBbIX OTHOLICHMI H CONPOBOKAAIOIIEH NOKYMEHTAIIMA

MuHUMAJIbHBII YPOBEHb 0CBOCHHS KOMIIETCHIIMH

3 OCHOBBI JOKYMCHTALlLUOHHOI'O obecreueHus MponueaAyp peryjaupoBaHusl TPYOOBBIX OTHOIIEHHH U npaBuiia
Hatb odopmIIeHHSs KaapOBOH yHpaBiIeHUSCKOH TOKYMEHTAIMH
Vmers OPHCHTHUPOBATLCS B  crelu(puKe vnoxymemaunox—moro 00eCreyeHus, COMPOBOKMAOIICH MIPOLELYPHI
PETYJIUPOBAHUSA TPYAOBbIX OTHOILICHUH
B METOAaMH pPa3padOTKU KaJApOBOW W YIPABICHYECKOH IOKyMEHTALUH, MPHEMaMH PETYIMPOBAHHUS TPYIOBBIX
JaAeTh OTHOIIICHHH B OpraHusanuu
Ba3oBblii ypoBeHb 0CBOCHUS] KOMIICTCHIIMT
cXemy OCHOBHBIX q)yHKIII/IOHaJ'II:HI)IX B3aHMOCBSI3EH MEXKIAY noApasaACICHUIMU u Opranusanuro
3Hath JIOKYMEHT0000poTa




UCIIOb30BaTh TEXHOJIOTHU JOKYMEHTAllMOHHOTO oOecHedeHHs IpU peann3alud TMpOLeAyp PperyInpoBaHHs
Ymets TPYJOBBIX OTHOILEHHUH
B HaBbIKAMM  Pa3pabOTKM, BHEIPEHUs] U ONTUMHU3AIUMM CXeM (YHKIMOHAIBHBIX B3aHMOCBSI3eH MEXIy
JanCTh HoApa3eIeHUAMH
Bbicokuii ypoBeHb 0CBOECHHSI KOMIIETEHIIMU
3Hathb OCHOBBI Pa3pabOTKH 1 BHEIPEHMS KaJpOBOH M yIPaBIeHUECKOH JTOKYMEHTAIINN
pa3pabaThIBaTh KaJpOBYIO U YIPaBICHYECKYIO JOKyMEHTAalUIO, ONTHMH3HPOBATh KAAPOBBII M yIPaBIeHYECKUH
Ymets JIOKyMEHTOOOOPOT M CXEMBI B3aUMOICHCTBHS MEXKIY NOAPA3ICTCHUIMH
B MeToJaMH  pa3pabOTKH  KaJpoBOM ¥  YNPaBICHYECKOH  JOKyMEHTAlW{, METOJaMH  ONTHMH3ALUH
TAnCTh JOKYMEHT0000pOTa B KOHTEKCTE YIPABICHNUS IEPCOHAIOM

IK-13: YMEHUEM BECTH Ka/IPOBO€ ACJI0IPOU3BOACTBO U OPraHU30BbIBATH APXHUBHOC XPAHCHHUE KAAPOBbIX
JAOKYMEHTOB B COOTBCTCTBHUMU C HeﬁCTBleHIHMH HOPMATHBHO-NIPABOBbLIMHU aKTaMH, 3SHAHUEM OCHOB Kanponoﬁ
CTATUCTUKH, BJIAJCHUECM HABBIKAMHA COCTABJICHUSA KalIPOBOﬁ OTYCTHOCTH, A TAK/KC HABBIKAMHA O3HAKOMJICHHUSA

COTPYAHHMKOB OPraHu3anvm ¢ KalIPOBOﬁ IIOKyMeHTaIIMeﬁ H lIQﬁCTBy]OIIIHMH JIOKQJIBbHBIMM HOPMATUBHBIMHA

AKTaMH, YMCHHE o0ecneYnTh 3AIMUTY NMEPCOHAJTBHBIX TAHHBIX COTPYAHUKOB

MuHnMaJbHBII YPOBE€Hb OCBOCHUS KOMIIETCHIIUHA

3HaTh

OCHOBBI KaJIpOBOI'0 ACJIOIIPOU3BOACTBA U OpraHu3allui apXUBHOI'O XpaHCHUS KaIPpOBbIX TOKYMEHTOB

YMmertb

BECTH KaJpoBOE JIEJONpPOU3BOACTBO, CHUCTEMATU3UPOBATH KaJpOBYIO JTOKYMEHTAIMI0 M OpPUEHTHPOBATHCS B
cnenuduKe mporecca 03HAKOMIICHHS COTPYJHHUKOB € KaIpOBOH JOKYMEHTAIMeH U JEHCTBYIOIINMHE JOKATbHBIMH
HOPMATHBHBIMU aKTaMH

Bnanets

CIOCOOHOCTBIO BECTH KaZPOBOE IEIONPON3BOICTBO M OPraHU30BATh APXMBHOE XPAHEHHE KAIPOBBIX JTOKYMEHTOB
B COOTBETCTBHU C ICHCTBYIOIIMMH HOPMAaTHBHO-PABOBBIMHU aKTAMHU

ba3oBblii YPOBC€HbL OCBOCHUS KOMIICTCHIIMHN

3HaThL

OCHOBBI KaZ[pOBOﬁ CTaTUCTHUKHU U OpTaHU3AlUIO pa6OTLI C KaApOBLIMU JOKYMCHTaMHU

YMeTh

OPUCHTHUPOBATLCSA B CHCL[I/I(bI/IKe COCTaBJICHUSL KaZ[pOBOfI OTYETHOCTHU, IPUMEHATH Z[efICTByIOIHHe HOpMAaTUBHO-
IpaBOBLIE€ AKThI WU 3HAHUSI OCHOB CTATUCTUKHU JI1 OpraHu3alui KaJApOBOI'0 ACJIONPOU3BOJACTBA U apXHUBHOTO
XpaHCHUSA JOKYMEHTOB

HAaBBIKAMH BCICHHA Ka,[[pOBOfI CTaTUCTUKHA M COCTaBJICHUA KaHpOBOﬁ OTYETHOCTH, a TaKXC HaBbBIKAMH

Bnaners O3HAKOMJICHUSI COTPYJHUKOB OpPraHH3AlMM C KaApOBOIl MOKyMEHTalWell M [AeHCTBYIONIMMH JIOKAaJIbHBIMU

HOPMAaTUBHBIMHU aKTaMHU

Brbicokuii ypoBeHb 0CBOEHHS KOMIIETEHIIHH

3HaThL

OCHOBHBIE IIPAaBOBBIC JIOKAJIbHBIE HOPMATHBHBIC aKTHI, OOECHEYHMBAIOIIME 3aIIUTy HEPCOHAIBHBIX JAHHBIX
COTPYAHUKOB

YMmertb

MPUMCHSATh MPaBWJIa COCTABIICHUS W O(GOPMIICHHS KaJpPOBOW JOKYMEHTAIIMH, CAMOCTOSTEIHLHO OCYIICCTBIATH
Be/ICHHE KaJIpOBOW TOKyMEHTaluH. [IpOBOANTH 3KCIIEPTU3Y IEHHOCTH JTOKYMEHTOB H HCIIOJIB30BaTh TEXHOIOTHU
3aIIUTHl NEPCOHATBHBIX TAHHBIX COTPYJIHUKOB

CIIOCOOHOCTBIO CUCTEMATU3UPOBAThL U OPraHU30BBIBATH TIOJTHBIA ITHKIT pa6OTI>I C KaIpOBBIMHU NOKYMCHTaAMH U

BHaHeTB JOKYMCHTaAMH, COACPXKAIIUMU TEPCOHAIIBHBIC MTaHHBIE COTPYAHHUKOB, B COOTBCTCTBHUH C ,HCfICTByIOHIPIM

3aKOHOJAaTCJIbCTBOM

B pe3yjbTaTe 0CBOCHUSA IUCHUIIIMHBI oﬁyqamumﬁm JOJI2KE€H:

3HaTh

| TpeOOBaHUSA HaiiMa, pa3palbOTKHM W BHEOPEHHWS NpPOTpaMM H Tpouexayp mnoxbopa u oTdopa TMepcoHana u
JIOKYMEHTAIL[MOHHOTO UX COIPOBOXKICHHS

2 OCHOBBI pa3pabOTKH JIOKaJbHBIX HOPMATHBHBIX aKTOB, KACAFOLIMXCSl OpraHU3alliy TpyAa (IpaBuiia BHYTPEHHETO TPYAOBOTO
pacnopsiaka, oJjokeHue 00 OTIyCKax, MOJ0KeHNEe 0 KOMaHIMPOBKaX)

3 OCHOBBI pa3pabOTKH OPraHU3aLMOHHON U (DYHKIMOHAIBEHO-IITaTHON CTPYKTYPBI IPEANPUATHS

4 OCHOBBI Pa3pa0OTKU M BHEIPEHHS KaJJPOBOH M YIPaBICHYECKOH JOKYMEHTALMH

5 OCHOBBI KaJIpOBOH CTaTHCTHKY M OPTaHU3aLMI0 PaOOTHI C KaPOBBIMH JOKYMEHTAMH

6 OCHOBHBIE PaBOBBIE JIOKAILHbIE HOPMATHBHBIE aKThI, 00ECIICYMBAIOIIVE 3ALIUTY IEPCOHATBHBIX TaHHBIX COTPYIHHKOB

Ymerh

1 OpPHEHTUPOBAThCSl B MpPaKTHKE peaTH3alyK I[porpaMM M Mpouexyp moadopa, oTbopa mHepcoHama W pa3paboTKu
JOJDKHOCTHBIX MHCTPYKINH

2 npuMensaTh TK PO 1 uHbIe HOpMaTHBHBIE IPABOBBIC aKTHI IIPH pa3pabOoTKe OPraHU3aLMOHHON U (yHKIMOHAIBHO-IITATHOH
CTPYKTYPBI, PH pa3paboTKe JOKAIbHBIX HOPMATHBHBIX aKTOB OPraHH3aluH

3 pa3pabaTeiBaTh KaJpOBYH0 WU YHPABICHYECKYIO  IOKYMEHTAIUIO, ONTHMH3HPOBATH KaJpOBBI ¥  yNpaBJIeHYCCKHI
ﬂOKyMeHTOO60pOT 1 CXEMBI B3aUMOJACUCTBUA MEXKAY TOAPa3ACIICHUAMMA

4 aHAIN3UPOBATh COJEPIKAHHE OPraHM3AIMOHHBIX IPOIECCOB MPH  pa3paboTKe OpPraHMW3alMOHHOW M (YHKIMOHAIBHO-
ITATHOU CTPYKTYPBHI, U JIOKAJIbHBIX HOPMATHUBHBIX aKTOB OpraHU3aliuu
BECTH KaJpPOBOE JIENONPOM3BOJCTBO, CHCTEMATH3UPOBATh KaJPOBYIO JOKYMEHTALMIO M OPHEHTHPOBAThCSA B CHELU(UKE

5 mporiecca O3HAKOMIICHHS COTPYAHHMKOB C KaJpOBOW JIOKYMEHTalHeidl M JCHCTBYIOIMMH JIOKaJbHBIMH HOPMATHBHBIMH
aKTamu

6 NIPOBOAUTDH SKCIEPTU3Y HEHHOCTU JOKYMEHTOB U UCII0JIB30BaTh TEXHOJIOIMHU 3aIIUThI IIEPCOHAIBHBIX JaHHBIX COTPYAHUKOB

Baagern




JOKYMEHTHPOBAHHBIMH METOJIUKAMH, CONPOBOXKIAIOIIUMHU IPOLELYPhl MOAOOpPa M PAacCTAHOBKH IEPCOHANA C y4eTOM

1 TpeOOBaHUI K JOJDKHOCTSIM

> HaBBIKAMHM BHEIPEHHS [POrpaMM M HPOLEAYp moabopa U 00opa MepcoHaia, METOAAMHU IeI0BOi OLCHKH IIepCoHaNa IpH

HaliMe U CIToco0aMu JOKYMEHTAIIMOHHOT'O obecreueHus
3 HaBbIKaMH pa6OTI)I ¢ TK P(D, HOPpMAaTUBHBIMU IIPABOBbIMU aKTaMHU U JIOKAJIbHBIMU HOPMATUBHBIMU aKTaMH
HaBBIKaMH pa3pabOTKH OPraHU3ANNOHHON 1 (YHKINOHAIBHO-IITATHOW CTPYKTYPHI, pa3pabOTKH JOKAJIbHEIX HOPMAaTHBHBIX

4 aKTOB, KAaCaroIIUXCs OpraHu3aluu Tpyna (TpaBmwia BHYTPCHHETO TPYJIOBOTO PACIOpsKa, IMOJOXKEHHE 00 OTIyCKax,
IIOJIOXKCHHUC O KOMaHHHpOBKaX)

5 METOAaMH  Pa3padOTKH KaApPOBOW M YIPaBIEHYECKOW JOKYMEHTAIlMM, METOAAaMHU ONTHUMHU3AIMH JOKYMEHTO00OpOTa B
KOHTEKCTE YITpaBJICHHs IePCOHATIOM
6 CIIOCOOHOCTEIO CUCTEMATU3UPOBATL W OPraHU30BLIBATH TIOJTHBIN ITHUKII pa6OTI)I C KaJApOBbIMU JOKYMCHTaMU U
JOKYMCHTaMH, COACPKAIIUMU NEPCOHAJIbHBIC TaHHBIC COTPYAHUKOB, B COOTBETCTBHUU C I[eflcTByIOH.[HM 3aKOHOIATCIIbCTBOM
4 CTPYKTYPA U COAEP)KAHUE INCHUIIJINHbI
YueOHasn

Kon HaumeHoBaHUe pa3aesioB U TeM Kona JuTepaTrypa
3aHs Cemectp | Yacsl >
st /Bua 3aHATHS/ KOMIIETEHIIHH | pecypchl CeTH
«HAHTepHeT?

1.0 Pazges 1. OCHOBBI JIOKYMEHTAIMOHHOTO 00ecnieyeHns ypaBJIeHus

1.1 | Tema 1. OcHOBHBIE NOHATHS U TOCYIAPCTBEHHOE 5 2 [K-3 JL1.1,J1.1.2,
peTyIMpoBaHUEe TOKYMEHTAIIMOHHOTO OOCCIICUCHHUS TIK-11 J.1.3, J1.2.2,
YIIpaBIEHUS. TIK-12 JI12.3,J1.2.4,
1.1 Lenu, 3a7a9u ¥ cOAEpIKAHUE TUCITUTUTMHBI TIK-13 2.2,633.1,
«JIOVYII». 6.3.32
1.2 OcHOBHBIE TEPMUHBI U TIOHATHUS JUCIUILTAHBL.

1.3 Knaccudukanms 10KyMEHTOB.

1.4 3akoHO#aTeNbHAs U HOPMATUBHO-METOANYECKAS
0a3a JOKYMEHTAI[HIOHHOTO 00eCIICYCHHUS
yIpaBJIeHUS.

/Jlek./

1.2 Tema 1.1 OcnoBuble nonstua JOVII, cymHoCTb U 5 2 TIK-3 TIK-11 JI1.2.1,J1.2.5,
Ha3HaueHHUE JOKyMeHTa ((QpyHKIwm). [K-12 J1.3.1, 9.1,
Mp./ IK-13 6.4.1,64.2

1.3 Tema 1.1 OcnoBuble nonatusa HOVYII, cymHocTs 5 3 TIK-3 TIK-11 J1.4.1,5.2,
Ha3HaueHHUE JOKyMeHTa ((QyHKIHH). [K-12 6.3.3.1,
/Cp./ IIK-13 6.3.3.2,6.4.1,

6.4.2

1.4 | Tema 1.2 'ocynapcTBeHHOE pEryIHpPOBaHHE 5 2 I1K-3 JI.2.1,J1.2.5,
JOKYMEHTAI[HOHHOTO 00eCIIeueHUs yIpaBICHUS IK-11 JI.3.1, O.1,
IIEPCOHAJIOM. [IK-12 6.4.1,6.4.2
Mp./ I1K-13

1.5 | Tema 1.2 I'ocyapcTBEHHOE PETYIMPOBAHKE 5 3 IK-3 J1.4.1,2.2,
JOKYMEHTAI[HOHHOTO 00eCIIeueHus YIpaBICHUS IK-11 6.3.3.1,
[IEPCOHAIOM TIK-12 6.3.3.2,64.1,
/Cp./ IK-13 6.4.2

1.6 Tema 2. Bugpl kaIpoBOi JOKYMEHTAIIH U OOIIHE 5 2 T1K-3 JI.1.1, J1.1.2,
TpeOoBaHUs K €€ 0pOpPMIICHHUIO. [K-11 JI.1.3, J1.2.2,
2.1 PernameHnTanusi 1OKyMEHTaLlMOHHOTO T1IK-12 JI12.3,J1.2.4,
oOecrieueHHs yIIPaBICHUS IEPCOHATIOM. IIK-13 2.2,6.3.3.1,
2.2 Bujapl KaJipoBOM JOKyMEHTAIUH 6332
2.3 YHubUKaAIUs 1 CTaHIapTA3AINS
YIPaBJICHYECKUX JOKYMEHTOB.

2.4 TIpaBuna opopMIICHHUS YTIPaBICHUECKUX
(OpraHU3aIMOHHO-PACTIOPSIIUTETHHBIX )
JIOKYMEHTOB.

/Jex./

1.7 Tema 2.1 PernameHnranust JOKYMEHTAIIHOHHOTO 5 2 T1K-3 JIL.2.1,J1.2.5,
oOecriecueHHs yIPaBIICHUS IEPCOHATIOM U BHJIBI TIK-11 JIL.3.1,2.1,
KaJIpOBON JTOKYMEHTAIIUH. TIK-12 64.1,64.2
Mp./ IK-13

1.8 Tema 2.1 PernameHnrauusi JOKYMEHTAIIMOHHOTO 5 3 T1K-3 J14.1,2.2,
oOecrieueHHs1 yIpaBJICHHs IIEPCOHAIIOM U BUIBI IK-11 6.3.3.1,
KaJIpOBOU JJOKYMEHTAIIUH. TIK-12 6.3.3.2,64.1,




/Cp./ IIK-13 6.4.2

1.9 Tema 2.2 YHuuKanms u cTanaapTU3anus IK-3 J1.2.1,J1.2.5,
YIPaBIEHYECKUX JOKYMEHTOB U IIpaBUIa IIK-11 JI.3.1, 2.1,
oopMIICHHS YIIPAaBICHUYCCKUX (OPraHU3aIMOHHO- IIK-12 6.4.1,6.4.2
pacnopsauTeIbHbIX) TOKYMEHTOB. IIK-13
Mp./

1.10 | Tema 2.2 YHu(UKaUMs 1 CTaHAAPTU3ALNS I1K-3 J1.4.1,3.2,
yIpaBJIEHYECKUX JOKYMEHTOB U NpaBUiIa IIK-11 6.3.3.1,
0o(hOopMIICHHS YIIPABIICHYECKUX (OpraHU3aIIMOHHO- TK-12 6.3.3.2,6.4.1,
PacOPSAUTEIBHBIX ) TOKYMEHTOB. TIK-13 6.4.2
/Cp./

1.11 Tema 3. OCHOBHI JOKYMEHTAIITHOHHOTO TIK-3 JI.1.1, JI1.1.2,
obecrieueHns YIpaBICHUS IEPCOHATIOM IK-11 JI.1.3, J1.2.2,
3.1 HopmaTtuBHO-MeTOqIYeCcKas Oa3a TIK-12 J12.3,J1.2.4,
JOKYMEHTAIIIOHHOTO 00eCIIeYeHus YIPaBICHUS [K-13 2.2,633.1,
MIEPCOHAIOM. 6.3.3.2
3.2 CocTaB JOKyMEHTAIMU IO YIIPaBICHUIO
MIEPCOHAIOM.

3.3 IlpaBuna coznanus U 0OPMIICHUS KaAPOBBIX
JIOKYMEHTOB.
/Jex./

1.12 | Tema 3.1 HopmatuBHO-MeTOIMYECKas Oa3a TIK-3 JI1.2.1,J1.2.5,
JIOKYMEHTAITMOHHOTO 00ECTIICUCHHUS YIIPaBICHHS TIK-11 JI.3.1,3.1,
niepconanioM B OAO «PXKI». TIK-12 6.4.1,64.2
Mp./ MK-13

1.13 | Tema 3.1 HopmaTuBHO-MeTOIMYECKas Oa3a TIK-3 J1.4.1,3.2,
JIOKYMEHTAITMOHHOTO 00SCTICUCHHUS YIIPaBICHHS TIK-11 6.3.3.1,
TIePCOHAJIOM. TIK-12 6.3.3.2,64.1,
/Cp./ IIK-13 6.4.2

1.14 | Tewma 3.2 CocTraB TOKYMEHTALUH 110 YIPABICHUIO I1K-3 JI.2.1,J1.2.5,
MIEPCOHATIOM, MPaBUiIa CO3MaHUs U 0hOpMIICHHUS TIK-11 JIL.3.1,2.1,
KaJIpOBBIX IOKYMEHTOB. TIK-12 64.1,64.2

Mp./ [IK-13

1.15 | Tema 3.2 CocTaB JOKyMEHTAIUHU IO YIIPABICHUIO I1K-3 J1.4.1,3.2,
MePCOHAJIOM, TPaBHiIa CO3AaHUs U 0(OPMIICHHS IK-11 6.3.3.1,
KaJpOBBIX JOKYMEHTOB. [IK-12 6.3.3.2,6.4.1,

/Cp./ MK-13 6.4.2

2.0 | Pazgen 2. [IoKyMeHTHPOBaHHE KA/IPOBbIX MPOLIECCOB

2.1 Tema 4. OCHOBHBIE TOKYMEHTHI, TIK-3 JI.1.1, JI1.1.2,
perilaMeHTHPYIOUINE YIPaBJIeHUE IEPCOHATIOM B IIK-11 JL1.3, J1.2.2,
OopraHu3auu TIK-12 JI2.3,J1.2.4,
4.1 OcHoBHEIE TpeOOBaHUS K COCTABICHUIO U IIK-13 2.2,6.3.3.1,
0(pOPMIICHHIO JJOKYMECHTOB. 6.3.3.2
4.2 Obs3aTenbHbIE JIOKYMEHTHI 110 YIIPaBICHHUIO
MIEPCOHAJIOM U TPaBHiIa UX O(OPMIICHHS.

4.3. PexomeHIyeMble JOKYMEHTHI 110
YIpaBJIEHHUIO IIEPCOHAJIOM U TTPaBHIIa UX
oopMIICHHSI.

/Jlex./

2.2 Tema 4.1 OcHOBHBIEC TPEOOBAHHS K COCTABICHHUIO I1K-3 JI1.2.1,J1.2.5,
1 ohopMIiIeHUIO TOKYMeHTOB. OO0s3aTelbHbIE IIK-11 JIL.3.1,2.1,
JIOKYMEHTBI 110 YIIPABJIICHUIO IIEPCOHAIOM. [K-12 6.4.1,64.2

/Mp./ MK-13

2.3 Tema 4.1 OcHoBHEIE TPeOOBaHUS K COCTABJICHUIO IK-3 J1.4.1,32.2,
1 0(OpMIIEHHIO TOKyMeHTOB. OOs3aTenpHbIe IK-11 6.3.3.1,
JIOKYMEHTBI 110 YIIPABJICHUIO IEPCOHAJIOM . [K-12 6.3.3.2,6.4.1,

/Cp./ MK-13 6.4.2

2.4 Tema 4.2 OcHoBHEIE TPeOOBaHUS K COCTABJICHUIO IK-3 JL.2.1,J1.2.5,
1 0OPMIICHHUIO TOKYMEHTOB. PexoMeHayeMblie TK-11 J1.3.1,9.1,
JOKYMEHTHI IO YTIPABJICHHIO TTEPCOHATIOM. [IK-12 6.4.1,6.4.2

Mp./ IIK-13

2.5 Tewma 4.2 OcHOBHBIC TPeOOBAHUS K COCTABICHHIO T1K-3 J1.4.1,D2.2,




1 0(OpPMIIEHHIO JOKYMEHTOB. PekomeHmyembie IK-11 6.3.3.1,
JOKYMEHTBI IO YTIPABIICHHUIO IEPCOHATIOM. IK-12 6.3.3.2,6.4.1,
/Cp./ IIK-13 6.4.2

2.6 | Tema 5. [Topsmpok ohopMIIEHUS TOKYMEHTOB TIPU 5 IIK-3 JL1.1,J1.1.2,
npuemMe Ha pabory. IIK-11 JI.1.3, J1.2.2,
5.1 TunoBas mpoueaypa nprema Ha padoTy. [IK-12 J12.3,J1.2.4,
5.2 CocTaB U XapaKkTepUCTUKA IOKyMEHTOB, IIK-13 2.2,6.3.3.1,
MIPeIbABISIEMBIX IIPU IIpHeMe Ha padoTy. 6.3.3.2
5.3 CocTaB 1 XapaKTEPHUCTHKA TOKYMEHTOB,
oopMIIIEMBIX OpraHU3anueH IpH MprueMe Ha
pabory.

/Jlex./

2.7 | Tema 5.1 TumnoBas npouexaypa npruemMa Ha padoTy. 5 [K-3 J1.2.1,J1.2.5,
CocraB U XapaKTepHUCTHKA JOKYMEHTOB, IK-11 J1.3.1, 9.1,
NIPEABSBISIEMBIX IIPH TIpHEMe Ha paboTy. [IK-12 6.4.1,64.2
Mp./ MK-13

2.8 | Tema 5.1 Tunosas npoueaypa nmpuemMa Ha padoTy. 5 IK-3 TIK-11 J1.4.1,2.2,
CocrTaB 1 XapakTepUCTUKa JOKYMEHTOB, IIK-12 6.3.3.1,
MIpeIbABISEMBIX IPU IIpHueMe Ha paboTy. [IK-13 6.3.3.2,6.4.1,
/Cp./ 6.4.2

2.9 | Tema 5.2 Tunosas mporeaypa npuemMa Ha padoTy. 5 IK-3 J1.2.1,J1.2.5,
CocTaB 1 XapaKTepUCTUKA JOKYMEHTOB, IIK-11 J1.3.1, 2.1,
0pOpMIIIEMBIX OpraHU3aIiel IpH MpreMe Ha IIK-12 6.4.1,6.4.2
pabory. IK-13
Mp. /

2.10 | Tema 5.2 TumoBas mporeaypa nprueMa Ha padoTy. 5 [K-3 J1.4.1,2.2,
CocTaB 1 XapaKTepUCTUKA JOKYMEHTOB, TIK-11 6.3.3.1,
0opOpMIIIEMBIX OpraHU3aIel IPH IpHeMe Ha [IK-12 6.3.3.2,6.4.1,
pabory. IIK-13 6.4.2
/Cp./

2.11 | Tema 6 JlokyMeHTHpOBaHUE IBUKEHUS ITepCOHAIa 5 I1K-3 JI.1.1,J1.1.2,
B OpraHu3amnuu. JJokyMeHTUpOBaHUE Mep IK-11 JI.1.3, J1.2.2,
MOOIIPEHHUS U B3bICKaHUS. TIK-12 J12.3,J1.2.4,
6.1 JlokymMmeHTHpOBaHHE MIEPEBOJIOB HA JAPYTYIO IIK-13 2.2,6.3.3.1,
paboTy, OTITyCKOB M KOMaHAUPOBOK. 6.3.3.2
6.2 JIokyMEHTHpPOBaHHE NPOLEAYPHI YBOJIbHEHMUS.

6.3 JlokyMEeHTHpOBaHHE MOOUIPEHUN U
JUCIUTUTMHAPHBIX B3BICKAHMH.
/J1ex/

2.12 | Tema 6.1 JlokyMeHTHpOBaHUE IEPEBOIOB Ha 5 [K-3 JL.2.1,J1.2.5,
JIpYyTyIo paboTy, OTITyCKOB M KOMaHIHUPOBOK . IIK-11 JI1.3.1, 2.1,
Mp./ [IK-12 6.4.1,64.2

MK-13

2.13 | Tema 6.1 JlokyMEeHTHpOBaHUE NIEPEBOOB HA 5 I1K-3 J1.4.1,3.2,
IpyTyIo paboTy, OTIyCKOB M KOMaHINPOBOK. IK-11 6.3.3.1,
/Cp./ [IK-12 6.3.3.2,6.4.1,

MK-13 6.4.2

2.14 | Tema 6.2 JIoKyMEHTHPOBAHHE TPOLEIYPHI 5 I1K-3 JI.2.1,J1.2.5,
YBOJIbHEHUSI. TIK-11 JI.3.1,0.1,
JIOKyMEHTUpOBaHHE TMOOLIPEHUN U [K-12 6.4.1,64.2
JUCHUITMHAPHBIX B3bICKAHUH. . T1IK-13
Mp./

2.15 | Tema 6.2 JlokyMEHTHPOBAHUE TMPOLETYPHI 5 IK-3 J1.4.1,3.2,
YBOJIbHEHUS. IK-11 6.3.3.1,
JIOKyMEHTUpOBaHHE TMOOLIPEHUNA U [K-12 6.3.3.2,6.4.1,
JMCUUTITMHAPHBIX B3bICKAHUM. TIK-13 6.4.2
/Cp./

3.0 | Pazgea 3. Opranu3anusi KaJJpoBOro J0KyMeHT0000poTa

3.1 | Tema 7 Opranmzanus TOKyMeHTO000pOTa B 5 IK-3 JL1.1,J1.1.2,
KaJIpoBoOH ciryx0e. TIK-11 JIL1.3, J1.2.2,
7.1 O6mue TpeGOBaHUS K OpraHU3aINuN [IK-12 J12.3,J1.2.4,
JIOKYMEHT0000pOTa U periaMeHTUPYIOIINe [IK-13 2.2,63.3.1,




HOPMAaTHBHBIC AKTHI.
7.2 TlopsAoK U NPUHIUIEI OPraHU3aLUU
JIOKYMEHTO0O0pOTA.

7.3 Cucremaru3zanusi JOKyMEHTOB U HX YUeT.
/Jlex/

6332

3.2 | Tema 7.1 OGmue TpeOOBaHMs K OpraHU3aN 5 2 [1K-3 J1.2.1,J1.2.5,
JOKyMEHTO000pOTa U periiaMeHTHPYIOIINe IIK-11 JI.3.1, 9.1,
HOpPMATHUBHBIE aKTHI. [K-12 6.4.1,6.4.2
Mp./ IK-13

3.3 | Tema 7.1 O0mue TpeOOBaHUS K OpraHU3AINN 5 3 [K-3 J1.4.1,3.2,
JOKYMEHTO000POTa U periaMeHTUPYIOIINE MK-11 6.3.3.1,
HOpPMATHUBHBIE aKTHI. TIK-12 6.3.3.2,6.4.1,
/Cp./ IK-13 6.4.2

3.4 | Tema 7.2 CuctemaTu3aiysi JOKYMEHTOB U UX yUeT. 5 2 [K-3 J1.2.1,J1.2.5,
Mp./ IK-11 J1.3.1,3.1,

[K-12 6.4.1,6.4.2
MK-13

3.5 | Tema 7.2 CucremaTusanus 10KyMEHTOB U UX y4erT. 5 3 IIK-3 J1.4.1,2.2,

/Cp./ IIK-11 6.3.3.1,
MK-12 6.3.3.2,6.4.1,
MK-13 6.4.2

3.6 | Tema 8§ KagpoBas craTucTHka. 5 2 I1K-3 JL1.1,J1.1.2,
8.1 CratucTu4ecKue OTYETHI 10 YIPABICHUIO IIK-11 J.1.3, J1.2.2,
[IEPCOHAJIOM. TIK-12 JI2.3,J1.2.4,
8.2 TpaguuuoHHBIE U cieH(UYECKIe TOKAa3aTeIH T1K-13 2.2,0.3,
KaJpOBON CTATUCTUKH. 6.3.3.1,6.3.3.2
8.3 Cnenuanu3upoBaHHbIE IPOrpaMMHbIE
MIPOXYKTHI B KaJPOBOM JIETIOIPONU3BOJICTBE.

/Jlex/

3.7 | Tema 8.1 CraTucTHYECKHE OTUYETHI IO YIIPABIECHUIO 5 2 IK-3 JL2.1,J1.2.5,
TIEPCOHAJIOM. TIK-11 JI.3.1,D.1,
Mp./ [IK-12 6.4.1,64.2

MK-13

3.8 | Tema 8.1 CraTucTHYECKHE OTYETHI TIO YIPABICHHUIO 5 3 IK-3 J1.4.1,2.2,
MIEPCOHAIOM. IK-11 6.3.3.1,
/Cp./ [IK-12 6.3.3.2,6.4.1,

MK-13 6.4.2

3.9 Tema 8.2 TpaguIMOHHEIE U CTICTU(PUIECKUE 5 2 T1K-3 JI1.2.1,J1.2.5,
[I0Ka3aTeIu KaJpoBOU CTATUCTUKH. TIK-11 JI.3.1,05.1,
Mp./ MK-12 6.4.1,6.4.2

MK-13
3.10 | Tema 8.2 TpaaurrioHHBIE U cIeIU(UICCKHE 5 3 T1K-3 J1.4.1,3.2,
[I0Ka3aTeIu KaJpoOBON CTATUCTUKH. TIK-11 6.3.3.1,
/Cp./ [IK-12 6.3.3.2,6.4.1,
MK-13 6.4.2

4.0 | Pa3znen 4. KoHTpOJIb M NOATOTOBKA KAPOBbIX IOKYMEHTOB K APXMBHOMY XpPaHEeHHUI0

4.1 | Tema 9 Opranuszanus apxuBHOTO XpPaHEHHS 5 2 I1K-3 JI.1.1,J1.1.2,
KaJpOBBIX JOKYMEHTOB M TOCYJapCTBEHHBIN IK-11 JI.1.3, J1.2.2,
KOHTPOJIb. TIK-12 J12.3,J1.2.4,
9.1 OcHOBHBIE TIpaBMIJIa OPTAHU3AINY APXUBHOTO [IK-13 2.2,2.3,
XpaHEeHHs KaJAPOBBIX JOKYMEHTOB. 6.3.3.1,6.3.3.2
9.2 T'ocyiapCTBEHHBIM KOHTPOJIb BEICHUS
KaJpOBOW TOKYMEHTALIUH.

9.3 AynuT KagpoBBIX JOKYMEHTOB.
/J1ex/

4.2 | Tema 9.1 OcHoOBHBIE IPaBUIa OPraHU3ALIH 5 2 IK-3 JL2.1,J1.2.5,
apXUBHOI'O XPaHEHUs KaIPOBBIX JOKYMEHTOB. IK-11 J1.3.1, 9.1,
Mp./ [K-12 6.4.1,6.4.2

MK-13

4.3 | Tema 9.1 OcHOBHBIE TIpaBHUIa OPTaHU3ALINN 5 3 IK-3 J1.4.1,2.2,
ApXMBHOTO XPaHEHUS KaJAPOBBIX JOKYMEHTOB. IK-11 6.3.3.1,
/Cp./ MK-12 6.3.3.2,6.4.1,




IIK-13 6.4.2
4.4 | Tema 9.2 T'ocynapcTBEHHBIN KOHTPOJIb BEJCHUS 5 2 IK-3 J1.2.1,J1.2.5,
KaJIpOBOU JOKyMEHTALMH U ayJUT KaJpPOBBIX IIK-11 JI.3.1, 2.1,
JIOKyMEHTOB. IIK-12 6.4.1,64.2
Mp./ IIK-13
4.5 | Tema 9.2 'ocynapCTBEeHHBIH KOHTPOJIb BEACHHUS 5 3 IIK-3 J1.4.1,2.2,
KaJpOBOM TOKYMEHTAllUU U ayIUT KaJpOBBIX IK-11 6.3.3.1,
JIOKYMEHTOB. TIK-12 6.3.3.2,6.4.1,
/Cp./ IK-13 6.4.2
4.6 | ®opma MPOMEKYTOUHON ATTECTALINH — IK3AMEH 5 36 [K-3 JI.1.1,J1.1.2,
IK-11 J.1.3, J1.2.2,
IK-12 JI12.3,J1.2.4,
IK-13 32.1,2.2,
6.3.3.1,6.3.3.2

5 ®OH/] OLIEHOYHBIX CPEJCTB /151 TIPOBEEHMA
TEKYIEITO KOHTPOJISI YCIIEBAEMOCTH Y IPOMEKYTOYHOM ATTECTALIUM
OBYYAIOIIMXCS MO JUCIHUATLINHE

(DOHIL OLICHOYHBIX CPEACTB AJIsA NPOBCACHNA TCKYIICTO KOHTPOJIA YCIEBAEMOCTH U HpOMe)KyTO‘-IHOﬁ aTTeCTall

MO JMCIMIUIMHE opopMileH B BHIE MpuiioxeHus Ne 1 k paboueii nporpamMme JUCLMIUIMHBI ¥ pa3MelIeH B 3JICKTPOHHON
nHPOPMAIMOHHO-00pa30BaTeIbHON cpene MIHCTUTYTa, JOCTYIMHOM 00y4aroneMycst 4epe3 ero JNYHbIH KaOnHeT

6 YYHEBHO-METOJUYECKOE U TH®OPMAIIMOHHOE OBECIIEYEHUE

JANCIHUIIVIMHBI

6.1 YueOHas aureparypa

6.1.1 OcHoBHas InuTEpPaTYpa

Kon-Bo 3x3.
B
e et | i
100%
OHJIAlH
Macnosa
B.M,,
Abymnanse JlokyMeHTaIoHHOe 0becIieueHue yIpaBIeHUs] M.: Opaiir,
JL1.1 49
AT, MEPCOHAIOM 2016
BoinpspokkuHa
W.b.
JlokyMeHTannoHHOe oOecTieueHe ypaBIeHus OpeHGypr
ITonoBuy HTEPEOHaTOM OpenOyprekuit 100%
1.2 E.A [SnexTporHsIii pecype: TOCYHHUBEPCHUTET online
o https://biblioclub.ru/index.php?page=book red&id=259328 2014 ’
(nmara obpamenus: 18.05.2022)
JlokyMeHTallMOHHOE 00ecTIeYeHUEe YIIPaBICHHS Mockaa,
13 Poroxxun [DnexTpoHHEIH pecypc]: Bepnun: 100%
o M.IO. http://biblioclub.ru/index.php?page=book&id=253705 Hupexr-Meaua, online
(nara obpamenus: 18.05.2022) 2014
6.1.2 lonoJIHUTEIbHAS JIUTEPATypa
Komn-Bo 3x3.
B
e e, | Guomores
100%
OHJIAHH
JlokyMeHTalMOHHOe o0ecriedeHue yIpaBiIeHus: yueOHo-
MIpaKTHYECKOe Iocodne .
J1.2.1 Apacnarosa [OnexTponHBIi pecypc]: M.: Jlpexr- 1(1).0%
B.A. http://biblioclub.ru/index.php?page=book&id=137706 Menua, 2013 onine
(nara obpamenus: 18.05.2022)
Jlenonpou3BoCTBO B KaIpOBOH CITykOe Mockaa,
1122 Poroxxun [DnexTpoHHBIH pecypc]: Bepimun: 100%
o M.IO. http://biblioclub.ru/index.php?page=book&id=253703 Jupexr-Menua, online
(mara obpamenus: 18.05.2022) 2014




MoJ1 pel. .
J1.2.3 Al Jlemonpou3BoICTBO B KaAPOBOH cryx0e M.: Tpocmex, 30
2015
Kubanosa
Jlapuonosa
J1.2.4 Py}aﬁﬁ}/’ma JlokyMeHTallMOHHOE 00ecTedeHUe YIIPpaBiIeHHs NePCOHAIOM M"zqg?gyM’ 20
JLA.
CrnpaBOYHHUK KaJIpOBHKA: IPAKTHYECKOE TI0COOUE Mockaa,
1125 Poroxxun [OnexTponHSBIt pecypc]. - bepmun: 100%
- M.IO. http://biblioclub.ru/index.php?page=book&id=253715 Jupexr-Menna, online
(mara obpamenus: 18.05.2022) 2014
6.1.3 Metoanueckue paspadoTkn
W3narenscTBoO, Koma-Bo 3k3.
roj u3nanus/ B
co?:aTl;)IfTL;m 3arnaBue JInunbrit oubnuoreke/
KaOWHET 100%
obydJaromerocs OHJIAHH
JIoKkyMeHTaIMOHHOe 00eCIIeYeHNE YIPaBICHUS Uprra: 3a6VDKT,
TIEPCOHAIIOM: 2017/
JIroOuna Y4eOHOe mocobue I MPaKTHICSCKUX 3aHATHIA . 100%
JIL.3.1 . JInunbrit .
B.A. [QnexTponHsIii pecypc]: <aBuHET online
http://lib.zab.megalink.ru/viewer.pl?book id=20507.pdf 6
(mara obpamenus: 18.05.2022) obyHaroterocs
6.1.4 IlepeyeHb y4eOHO-MeTOAUYECKOI0 00ecneyeHusl I CAMOCTOSITeJIbHOM padoThI
00y4YaoImMXCcsl M0 AUCUMUILIMHE
M3naTenscTBO, Komn-Bo 3k3.
roj u3nanus/ B
CO?:::IETL;M 3arnaBue JInanbrit oubnuorexe/
KaOWHET 100%
00yJaroIerocs OHJIAMH
JIoKyMeHTaIMOHHOE 00ECTICUCHUE YIIPABICHUS Uprra: 3a6VIKT.
MepCOHAIOM: MeToquuecKue yKa3aHus s 2017/
JIrobuna CaMOCTOATENHHOHN PabOTHI . 100%
JL.4.1 . JInunbrit .
B.A. [DnexkrponHsIii pecypcl: <aBuHeT online
http://lib.zab.megalink.ru/viewer.pl?book id=22450.pdf 6
(mata obpamenus: 18.05.2022) obyHaroterocs
6.2 IlepeyeHb pecypcoB HH(OPMALMOHHO-TEJEKOMMYHMKAIIMOHHOH ceTu «MHTEepHET»
2.1 | ACY bubnuoreka 3a0MXKT http://zabizht.ru
0.2 | OBC "YuuBepcurerckas 6udmamoreka Online" http://biblioclub.ru/

6.3 Ilepevyenb HHGPOPMALMOHHBIX TEXHOJIOTUH, HCI0JIb3yeMbIX PH OCYLLECTBIEHUH 00Pa30BATEILHOTO
npouecca no JHCHUIINHE, BKJIIOYAs epeyeHb NPOrpaMMHOro obecreyeHus

H PlHq)OpMa[II/lOHHbIX CIIPABOYHBIX CUCTEM

6.3.1 Ilepeuenn 0230B0OT0 MPOrpaMMHOI0 00ecTeYeHU s

6311 Microsoft Windows 7 Professional, suriensust Ne 49156201, rocynapcrsennblii koutpakt ot 03.10.2011 r. Ne
T 139/53-0AD-11
Microsoft Office 2007 Standard, nuuensust Ne 45777622, rocynapctBennsiii koHTpakT oT 10.08.2009 r. Ne
6.3.1.2 | 64/17-OA-09; Microsoft Office 2007 Standard, suuensust Ne 44718393, rocyaapcTBeHHbIH KOHTPaKT OT
18.10.2008 r. Ne 29/32A-08
6.3.2 TlepeyeHb cnenuaJu3NPOBAHHOIO MPOrPAMMHOI0 o0ecneyeHus
6.3.2.1 I He mpenycmotpen
6.3.3 IlepeyeHb MH(POPMALHOHHBIX CIPABOYHBIX CHCTEM
6.3.3.1 | MadopmarnmoHHO-CcTipaBovHas cuctema «["apanT»
6332 Kypuan «Jlenonpou3BoAcTBO © JTOoKyMeHTOOOOpoT Ha mpeanpustan». OO0 «/emosas Ilpeccay/
T http://Podpiska@delpress.ru (nata obpamenus: 01.06.2021)
6.4. IIpaBoBbIe M HOPMATHBHBIC JOKYMEHThI
TpynoBoii xoneke Poccuiickoit @eneparmu ot 30.12.2001 Ne 197-®3 (pen. ot 28.06.2021) (¢ u3M. u 1or.,
6.4.1
BeTym. B cuity ¢ 01.09.2021)
6.4.2 | T'ocynapcrBennsiii cranaapt 'OCT P 7.0.97-2016




7 OMIUCAHUE MATEPHAJTBHO-TEXHUYECKOM BA3BI,
HEOBXOJUMOIi 1J151 OCYIIECTBJIEHUSI OBPA3OBATEJILHOI'O ITPOLIECCA MO
JUCUMUILINHE

YueOHblit 1 nadoparopuslil kopryca 3a0MKT Upl'YIIC naxonsates no anpecy: 672040, 3abaiikanbCkuii Kpaw,
ropoa Ywura, ynuua MaructpanpHas, gom 11

VYuebHas aymuropus 315 ans mpoBeneHWs 3aHATHH JIGKIMOHHOTO THITA, CEMHHAPCKOTO THUIIA, TPYMIOBEIX H
WHIUBHIYalIbHbIX KOHCYJBTAIIMH, TEKYIIETO KOHTPOJS M IIPOMEXYTOUHOH aTTecTallHd, yKOMIJICKTOBAHHAs
CTHEIUATN3NPOBAHHON MEOENbI0 M TEXHWYECKUMH CpEICTBaMH OOydeHHS (MyJNbTHMEAHUAIPOEKTOpP, SKpaH,
HOYTOYK (IIEpEHOCHOM), MHTEPAKTUBHAS CHCTEMa), CIy>KAIllMMH JJIS TPEACTaBICHUS ydeOHONH WHpOpMAamun
6ouspiol ayauTopuu. Jlis MpoOBENCHUS 3aHATHH JIEKIMOHHOTO THIIA MMEIOTCS Yy4eOHO-HAIIAJHbIE MOCOOMsS
(Ipe3eHTanuy, IIaKaThl), 00ECIICUNBAIONINE TEMATHUECKIE MILTIOCTPALNH COJACP/KaHUs TUCIUTLTHHBI

ITomemennst sl caMOCTOATENBHOM pabOTBI OOYYArONIMXCSI OCHAIIEHB! CHEHUATM3UPOBAHHOW MEOEIbio |
KOMITBIOTEPHOH TEXHUKOH, TOAKIIOUYCHHONW K WH()OPMaMOHHO-TEIEKOMMYHUKAIMOHHOH cetn «HTepHeT»,
obecrieueHbl JOCTYTIOM B 3JICKTPOHHYI0 HH(pOopMannoHHo-00pa3oBarensHyto cpexy 3a0VIXKT UpI VIIC.
[omerenust it caMOCTOSTEIbHON pabOThl 00YYaIOIINXCS:

- YATAJILHBIN 341

-3.24,4.15.

IMomemenne 3.25 s XpaHeHHST W NPOQHIAKTUYECKOTO OOCHyXHMBaHHs y4eOHOro 00OpyIOBaHHMSI.
4 OCHAIIIEHHOCTb! KOMIIBIOTEPBl, PYYHOH CJIECAPHBIA HMHCTPYMEHT, JJIEKTPOTEXHUYECKUN MHCTPYMEHT,
NPUHAJISKHOCTH JUIS NalK1, MeOelb, yueOHO-HATIISIHBIC TTOCOOHSL.

8§ METOAUYECKHE YKA3ZAHUA JJI51 OBYYAIOIIUXCS 11O OCBOEHHUIO
JANCHUITVIMHBI

Bun yuebHOI

ESITONBHOCTH Opraamzanus ya9eOHOH AeATeIFHOCTH 00yJaroerocs

W3yyenne pucumIuinHbl «J{oKyMeHTalMOHHOE oOecreueHne YIpaBIICHHS IIEPCOHATIOM»
HAINpaBJCHO HAa MOHMUMaHHE CYTH (YHKIMOHHPOBAHUS COBPEMEHHBIX OpraHH3aluii, yrpaBiIeHHEe
KOTOPBIMH OCYIIECTBIISICTCS] B CJIOKHON NTUHAMHYHO U3MEHSIOIIEHCs cpee. JJoKkyMeHTalMoHHOe
oOecrieueHne yMpaBieHUsl IEPCOHAIOM II03BOJISIIOT BOCIPOM3BOAMTH M Pa3BUBATH TPYIOBOM
pecypc oOpraHMzalMM C 3apaHee 33/laHHBIMH  XapaKTEPUCTUKAMM, HEOOXOAMMBIMH IS
JOCTHYKEHHS CTPATETHUECKHX LIeJIeii OpraHu3aliH.

VYeneniHoe 0cBoeHHE Kypca «JOKyMeHTAaIlMOHHOEe oOeclieueHUE YIPaBICHUS IIEPCOHATIOM)
npenroyaraeT aKTUBHOE, TBOPYECKOE y4YacTHe OOYYarolIerocss Ha BCEX OJTalax ee OCBOCHUS
MyTeM IUIAHOMEPHOM, TOBCEJHEBHOM pabOThI.

B xome nekuuii mpenojaBaTeNb W3JIaraeT W pasbiACHSIET OCHOBHBIC, HamOoOJee CJIOXKHBIC
TOHATHS TEMBI, a TAKXKE CBA3aHHBIC C HEW TEOPETHYECKHE W IPAaKTHYSCKHE MPOOJIEMBI, JaeT
PEKOMEHAIMH HA MIPAKTUYSCKUE 3aHATHE U YKa3aHHUs Ha CAMOCTOSATENbHYIO padoTy.

B Xone JeKIMOHHBIX 3aHATHH O0Oyd4aroumieMycsi HEOOXOJUMMO BECTH KOHCHEKTHPOBAaHHUE
yueOHOro Mmarepuaiia, oOpamiath BHHUMaHHE Ha KaTeropuH, (OPMYIMPOBKH, PACKpPBIBAIOIIUE
COJIep)KaHWEe TeX WIIM HHBIX SIBIEHHH M MPOLIECCOB, HAayuYHblE BBIBOJBI W IPAKTHYECKHE
pekoMeHaanuK. JKenarenbHO OCTaBUTh B PadOYMX KOHCIIEKTAaX MOJIs, HAa KOTOpPbI€ BBIHOCHTH
MOMETKH U3 PEKOMEHJOBAaHHOM JINTEPATYPbI, JOIOJHSIOIME MAaTepHUal IPOCITYIIAHHOM JIEKIIUH, &
TaKKe NOTYCPKUBAIOIINE OCOOYIO BAYKHOCTD TEX WM MHBIX TEOPETHUYCSCKHUX MONOKESHHHN, 3a1aBaTh
NPErnoJaBaTeNl0 yTOYHSIONIME BONPOCHl C ILENBI0 YACHCHHS TEOPETHYSCKUX IOJIOKEHHI,
pa3pelieHus CIIOPHBIX CHTYalHUi

Jlexuusa

Llenpro TpakTHYECKUX 3aHATHI SBISETCA YIIyOJeHHE W 3aKpeluleHHe TEOPETHUECKHX
3HAHMH, TOJyYEHHBIX OOyJarONMMHUCS Ha JEKIMSIX U B IIPOIECCE CAMOCTOSTEIHFHOTO M3Y4YEHHS
yueOHOro Marepuana, a, CJIel0BaTeNIbHO, ()OPMHPOBAHWE y HHUX OIPEJENCHHBIX YMEHHH H
HaBBIKOB.

Jlis Toro 94ToOBI MPaKTHYECKHE 3aHATUS MPUHOCHIN MAKCHMAIBHYIO MOJB3y, HEOOXO0ANMO
ITIOMHUTH, 9TO 3aHATHUS MPOBOMATCS 10 BEIYNTAHHOMY Ha JIEKIUSX MaTe€pHaly M CBA3aHBI, Kak
MIPaBHJIO, C JIETAIBHBIM Pa300poOM OTICIBHBIX BOMPOCOB JIEKIIMOHHOTO Kypca. Toipko mocie
YCBOEHUS JIGKIIMOHHOTO MaTepHaja C ONpeNesIEHHONH TOYKM 3pEHHs OH OyJeT 3aKperuIaThes Ha
MIPAKTUIECKHUX 3aHATHAX KaK B pe3ysibTaTe 00CYKIACHUS W aHAJTN3a JEKIIMOHHOTO MaTepHaia, Tak
1 C TIOMOIIBIO PeIIeHus MpoOIeMHBIX cuTyanuii. [Ipu 3THX yCIoBHAX OOyYaroUiiics HE TOIBKO
XOpOULIO YCBOUT MaTepuall, HO U HayuuTCs NPUMEHSTh €ro Ha IpPaKkTUKEe, a TaKKe IMOJIy4yuT
JIOIIOJIHUTENBHBIN CTUMYJI JUISl aKTUBHOM MPOPaOOTKH JIEKIINH.

K kaxknomy 3aHATHIO OOydaroliuecs TOTOBSTCS 3apaHee, HEOOXOJMMO HAIHCcaTh KPaTKUH
KOHCIEKT Ha BCE BONPOCHI, BHIHOCUMBIE JUIsl 00CY>KACHHS Ha NpakTHdeckue 3anaTus. [To kaxmon
TEME JIOJDKHBI OBITH JOKJIAQTYMKH C COOOIIEHMEM W mpe3eHTauued. JloKnaauuky ciemayer
IIOJITOTOBUTH MPAKTUYECKHE NMPHMEPHl W/WIHM CUTYallMOHHBIC 3a/Ia4M /sl CiIymaTeneil mo Teme

IIpakTuueckoe
(cemuHapcKOE)
3aHATHEC




coero  coobmienus. Co3maHme W pelICHWE  CHUTYallMOHHBIX  3aJad  OIIEHUBAeTCA
JOTIOJTHUTEIEHBIMH OajIaMu.

BakHbIil KpUTEpHUil YCBOEHHSI TEOPETHUECKOTO MaTepualia — YMEHUE pellaTh MPOoOJIeMHBIC
CUTYallUH U IIPOMTH TECTUPOBAHKE IO MPOIICHHOMY MaTepuaiy.

Ecnu B mpornecce paboThl Ha U3yYeHUEM MaTepuaia y 00y4aronerocsi BO3HHKAIOT BOIPOCHI,
pa3peIuTh KOTOphle CaMOCTOSTEIFHO HE yNaeTcsi, He0OOXOIUMO OOpaTHTBCS K MPEroaBaTelio
IUISL TIOJIyYEHHS y HEro pa3bsICHEHHI WM ykasaHuid. OOydaromuiics JOJDKSH YeTKO BBIPasHTh, B
9YeM OH HCIIBITHIBACT 3aTPYAHCHUS, XapaKTep 3TOr0 3aTPyIHCHUSL.

KoHTponmb Tekymieidl ycreBaeMOCTH OOYYaloIIMXCS OCYLIECTBISICTCS IperojaBaTeseM,
BEeYIIUM IPaKTUYECKUE 3aHATHS, 110 CICAYIOLINM MOKa3aTeIsIM:

— [0CENIaeMOCTb NPAKTHYECCKUX 3aHATHIH;

— 3 PEeKTHBHOCTH pabOTH 00YJAIOIIETrOCs B ay INTOPHU;

— IIOJIHOTA BBITIOJIHEHHMSI IOMAIIHUX 3aJaHuil;

— pe3yJbTaThl TECTUPOBAHHMS 110 BCEM pasJiesiaM AUCIUTUINHbI

CamocTosTenbpHast
pabora
obOydJaromuxcs

CamocrosiTennbHasgs paboTa o00y4aroUIMXcs SIBISETCS BaKHEWIIEH COCTAaBHOM 4YacThiO
yueOHoro mponecca. OHa mHpeAcTaBiIsieT coOOH OCO3HAHHYIO TO3HABATENbHYIO JESTENLHOCTD
oOyyaromuxcsi, HalpaBJIeHHYIO Ha PElICHHE 3a/1a4, ONPEECIICHHBIX NPEIo1aBaTeIeM.

OCHOBHOW 3afadeli TpHM M3YYEHMH Kypca SBISETCS HE CTOJBKO INPHOOpETeHHUE
poQeCCHOHANBHBIX  HABBIKOB, CKOJBKO OOy4YeHHE ONPEAECNEHHOMY THITY  MBIIIICHUS,
(opMHpOBaHUE ONpENEIEHHBIX YCTAHOBOK — IPO(ECCHOHAIBHBIX INPHUHIMIIOB, LEHHOCTEH H
HOPM - MOJIEJICH MBIIIICHUS] 1 OPTaHU3AI[OHHOTO TOBEACHMS. [[yIsl caMONpOBEpKU M ITOATOTOBKH
K TPaKTHYEeCKUM padoTaM ¥ JK3aMEHy pEKOMEHIYeTCsS CaMOCTOSTEIbHOE ONMCAHHE |
XapaKkTepucTuka OOy4aroMMHUCS AOCTYIHBIX I HHUX OpPraHH3alUi-O0BEKTOB C ITOMOIIBIO
N3y4YaeMBbIX AaHAJTUTHYECKUX METOJIOB M CXEM.

B xoze camocTosATenbHON pabOoThl 00YYAIONIUICS pelIaeT CIeAYIOIINE 3a1a4H:

- CaMOCTOSITENILHO MpPHUMEHSET B IIpolecce C€amMooOpa30BaHUs yueOHO-METOJMYECKUI
KOMIUIEKC, CO3/aHHBIH MpodeccopcKo-NpernoiaBaTelblcKuM COCTaBOM HMHCTUTYTa B ITOMOIIb
oOyyaroniemycsi;

- Hu3y4aeT Y4eOHYIO0 JHTepaTypy, yIIyOiseT M paclMpsieT 3HaHWA, IOJy4YeHHBIE Ha
JIEKIUSX;

- OCYIIECTBIIAET ITOMCK OTBETOB Ha 0003HAYCHHBIE NTPENOAABATENIEM BOIIPOCH! U 3aa4H;

- CaMOCTOSTEJFHO M3Y4aeT OTAEIbHBIC TEMbI U pa3Aeibl yueOHBIX AUCIUIUINH;

- CaMOCTOSITEJFHO ITAHUPYET IPOLECC OCBOSHHS MaTepualia B CPOKH, MPEAyCMOTPEHHbIE
rpadukoM yueOHO-3K3aMEHAIIMOHHBIX CECCUI Ha ouepetHol yueOHbIi rox;

- COBEPLICHCTBYET YMEHHE aHAIM3HPOBATh M 0000IaTh TOJIyYeHHYIO HH(POPMAIIHIO;

- pa3BHMBaeT HAaBBIKM HAyYHO-HCCIIEI0BATEIbCKON pabOTHI.

CamocrostenpbHas pabota oOydaromierocss BKIIOYAET BCE €€ BUJBI, BBITIOJHSAEMbIE B
cooTBeTcTBUH ¢ DenepaabHBIM TOCYJapCTBEHHBIM 00pa30BaTeNbHBIM CTAHAAPTOM BBICIIETO
oOpazoBanust U pabOYMM YUEOHBIM IIJTAHOM.

VYcuseHue ponu CcaMOCTOSTENIbHOW pPabOThl OOYYarOIIMXCSl O3HAYAeT pa3BUTHE YMEHUS
yuuThCs, (OpMHpOBaHME Yy OOYHYAIOIIErocs CIOCOOHOCTH K CaMOpPa3BUTHIO, TBOPYECKOMY
TIPUMEHEHHMIO MOJTyYEHHBIX 3HaHUH, crocobaM ajanTanuy K npoecCHOHATBHON NeITeIbHOCTH B
coBpeMeHHOM Mupe. CamocTosTenbHas paboTa peaansyercs:

1) HemocpenCTBEHHO B IPOIECCE ayAWTOPHBIX 3aHATHH — HA JIGKOUSAX, NPAKTHYECKUX H
CEeMHMHApCKHX 3aHATHAX, P BHIOJIHEHHH KOHTPOJIBHBIX PadoT;

2) B KOHTaKTe C TPEeToJiaBaTelieM BHE PaMOK PACIMCaHUs — Ha KOHCYJIBTALUX MO y4eOHBIM
BOIIPOCAM, B X0/I€ TBOPUYECKNX KOHTAKTOB, IIPH JIMKBUJIAIINH 33/10JDKEHHOCTEH, MIPU BBITIOJIHEHUN
WHAMBHIYANbHBIX 3aJaHUH U T.11.;

3) B OuOiMoTEeKe, AOMa, B OOINSKUTHH, Ha Kadenpe INpU BBINIOJHEHHH OOYyYaroUMMCs
y4eOHBIX U TBOPUECKHUX 33]1a4.

AKTHBHasI CcaMOCTOSITeNbHAsE paboTa oOydaromuxcs BO3MOXHA TOJNBKO MPHU HAIHYUH
CepbE3HON 1 ycToW4IMBO MoTHBanMK. CaMbIil CHIBHBIM MOTHBHPYIOIIHNH ()aKTOp — MOATOTOBKA K
nanbHeimen 3¢ dexTuBHON npodeccnoHaANBEHOMN eI TeNLHOCTH.

Bunpr BHeaynutopHOi CPC pa3zHOOOpa3HBI: MOATOTOBKA M HAIMCAaHHE HWHIMBUAYaJIbHBIX
TBOPUYECKHUX PadOT JIOKJIA0B M JIPYTHX MHUCbMEHHBIX paboT Ha 3aiaHHbBIe TeMbl. OOyyaroniemycs
TIPEIOCTaBIISIETCS TIPaBO BBHIOOpA TEMBI M JaXKe PyKOBOJMTEINSI pabOThI; BHIIOJIHEHHE JOMAIIHUAX
3aJaHUi Pa3HOOOPa3HOro Xapakrepa. JTO — MoAOOp M U3Y4YEHHE JIMTEpPaTypHBIX HCTOYHUKOB;
pa3paboTka M COCTaBJICHHWE pPA3IMYHBIX CXEM; NPOBEACHHE pacyeToB M Jp.; BHINOJIHEHUE
WHAWBHYANbHBIX 33JaHUH, HAIIPAaBICHHBIX HA Pa3BUTHE Y 00ydJarOMINXCA CAMOCTOSTEIFHOCTH U
MHUIIAATHBBHI

Kommekc y4e6HO-METOANYECKHX MaTepHaloOB MO0 BCEM BHIAM y4YeOHOW HEATENbHOCTH, NMPETyCMOTPEHHBIM
pabodyeil mporpaMMoi AMCHIWIUIMHEI, pa3MelieH B 3JIEKTPOHHON MH(pOpMarmoHHO-00pa3oBarenbHOl cpene 3a0lKT
NpIl'YIIC, noctynHoi 00ydarmeMycs 9epe3 ero JIMIHbINH KaOHMHEeT




JIuct perucrpanuu 10NOJHEHUN U U3MEHEHUH pabodel mporpaMmbl JUCIUIUIMHBI

Ne
/1

Yactb TCKCTA, IIOJJICKABIICTO
N3MCHCHHIO B TOKYMCHTC

OO011iee KOJIMUECTBO CTPAHUI]

Ne paznena

Ne
MYHKTa

Ne
MOy HKTA

JI0 BHECEHHUS
H3MEHCHHI

rmocJjie
BHECEHUS
H3MCHCHUIN

OcHoBaHue
I BHECEHUS
H3MEHEHNS,
Ne noxymenra

Jlara

1.3

13

14

IIpuka3 pexropa
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Ne 79

07.06.2021

6.1

13
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IIpuka3 pexropa
ot 07.06.2021
Ne 79

07.06.2021

6.1

13

14

IIpuka3s pexropa
ot 07.06.2021
Ne 79

07.06.2021

6.3

6.3.3

13

14

IIpuka3s pexropa
ot 07.06.2021
Ne 79

07.06.2021

13

14

IIpuka3 pexropa
ot 07.06.2021
Ne 79

07.06.2021

1.3

14

14

IIpuka3 pexropa
ot 17.06.2022
Ne 77

17.06.2022

6.1

14

14

IIpukas pexropa
ot 17.06.2022
Ne 77

17.06.2022

6.1

14

14

IIpuka3 pexropa
ot 17.06.2022
Ne 77

17.06.2022




IIpuio:xkenue 1 k padoueil nporpaMme TUCHHUILIAHBI
Bb1.B.03 «/lokymMeHTallHOHHOE o0ecneyeHne YIPaBJIeHUs IePCOHATIOM»

(ounas popma)

®OHA OHEHOYHbLIX CPEJICTB
JJIS1 IPOBEIeHNUS TEKYILIEero KOHTPO.Isl YCIIeBaeMOCTH
U IIPOMEKYTOYHOM aTTeCTAlMHU 10 JUCHHUILINHE

b1.B.03 lokyMeHTAallMOHHOE O0ecIieYeHHe YIIPABJICHUS MEPCOHATIOM



1 [lepeyeHb KOMIEeTEHIMI C YKA3aHUEM 3TANOB UX (P)OPMHUPOBAHUS
B Ipolecce 0CBOCHHUsI 00Pa30BaTeJbHON MPOrpaMMbl

Hucummumaa b1.B.03  «JlokymeHTanmonHoe OOECIeYeHHe YIpaBJICHUS TEPCOHATIOM»
y4acTByeT B (POPMUPOBAHUHM KOMIIETEHIHI:

IIK-3: 3HaHueM OCHOB pa3pabOTKU U BHEIPEHHUs TPeOOBaHMU K JTOJDKHOCTSM, KPUTEPUEB
noadopa M pacCTaHOBKM II€pCOHANa, OCHOB HaiiMa, pa3pabOTKM W BHEAPEHHs] NPOrpaMM U
nporenyp noadopa u otdéopa mepcoHana, BIaJeHUEM METOJaMH JEJIO0BOI OLEHKH IepcoHaia Mpu
HallMe U yMEHHE IIPUMEHATh UX Ha IIPAKTUKE;

IIK-11: BiageHneM HaBBIKAMU pa3pabOTKH OPraHU3aAUOHHON M ()YHKIIMOHAIBHO-IITaTHON
CTPYKTYpbI, Pa3pabOTKU JIOKaJIbHBIX HOPMATHBHBIX AKTOB, KAaCAIOIIMXCS OpraHu3aluu TpyJa
(mpaBWsia BHYTPEHHErO TPYIOBOTO paclopslKa, IOJOXKEHHE OO0 OTIyCcKaX, IOJOXKEHHUE O
KOMaHIUPOBKax);

IIK-12: 3HaHWeM OCHOB pa3pabOTKU W BHEAPEHUS KaapOBOM H  yIpaBIEHYECKOU
JOKYMEHTAaLUH, ONTUMHU3ALIH JOKYMEHTO000pOTa U CXeM (DYHKI[MOHAJIbHBIX B3aUMOCBS3EH MEKIY
NOJIpa3/IeJICHUsIMUA, OCHOB pa3pabOTKU M BHEAPEHUS MpOLEAYp pEryJUpOBaHUS TPYIOBBIX
OTHOLICHHUH U CONIPOBOXAAIOIIEH JOKYMEHTALINH;

IIK-13: ymeHueM BeCTH KaJpOBOE JIEJIONPOU3BOJACTBO U OpPraHU30BBIBATH APXUBHOE
XpaHEHUE KaJIpOBBIX JOKYMEHTOB B COOTBETCTBUU C JECHCTBYIOIIMMU HOPMAaTHBHO-IPAaBOBBIMU
aKTaMH, 3HAHUEM OCHOB KaJpOBOW CTaTHCTUKH, BJaJICHUEM HaBbIKAMM COCTABJIEHUS KaJIpOBOI
OTUETHOCTH, a TaKKE€ HaBbIKAMM O3HAaKOMJICHHS COTPYJHUKOB OpraHM3allud C KaJpoBOH
JIOKyMEHTalMel M JEeHCTBYIOIIMMU JIOKAJIbHBIMM HOPMATHBHBIMU aKTaMH, YMEHHUE OOECIeuuTh

3alIUTYy NCPCOHAJIBHBIX NaHHBIX COTPYAHHUKOB.

Tadauua Tpaekropuii GopMupoBanus y 00y4aomuxcs KOMIeTeHIHii
IK-3, I1K-11, I1K-12, I1K-13 npu ocBoeHun 00pa3oBaTeibHOM NPOrPaMMBbl

Wnpexc 1 HanMeHOBaHUE NUCLUILINH, Oransl
Kon Cemectp
HaumenoBanue MIPAKTHK, (bopMupoBaHUs
KoMITe- H3yYCHHS
KOMIIETCHIINN YYacTBYIOUINX B OPMHUPOBAHUH KOMIIETEHITNH
TEHIUN JUCTIATUIMHBI
KOMIMETEHIINU
IK-3 3HaHueM OCHOB pa3paboTtku |b1.5.24 OcHOBBI Opranu3aiuu Tpyaa 3 1
u BHeJpeHus TpeboBanuii Kk |b1.5.15 OcHOBBI ynpaBieHus 4 >
JIOJDKHOCTSIM, KpUTEPHUEB EePCOHAIOM
1o100pa U PacCTaHOBKU B52.B.02(Y) Yue6Has — 10 HOIyYEHHIO
[IepCOHana, OCHOB HAMa,  (MepBUYHBIX POPECCHOHAIBHBIX YMEHHA 4 2
pa3pabOTKU U BHEIPEHHUS Y HaBBIKOB (IIPaKTHKO-OPHUEHTHPOBAHHAS)
HPOrpaMM 1 IIPOUENYP b1.B.03 [lokyMeHTaIlIOHHOE 5 3
nozbopa u ot6opa o0ecriedeHre YIIPaBICHHS TIEPCOHAIOM
HEpPCOHANA, BIaACHUEM .
p ’ M b3.5.01 3amuTa BbITyCKHOM
METOJAMU JI€NI0OBOH OLIEHKU a6
. KBaJIU(UKALIMOHHOM pabOThI, BKIOYAs
nepcoHana npu HauMe 1 (1) 1 p ’ 8 4
yYMEHHe pUMEHsT ix Ha  |TOATOTOBKY K IPOLENyPE 3allHTEI 1
npaKTHKe MPOLETYPY 3alIUThI
BJIaICHUCM HaBbIKaMH b1.B.05 IIpousBoaCTBEHHBII 4 1
paspaboTku MEHEJDKMEHT
OpraHu3alMOHHON U
YHKIHOHATBHO-IITATHOI b1.B.03 JokyMeHTallHOHHOE 5 5
CTPYKTYpBI, pa3paboTKu obecrieyeHne yrpasJieHuUs IEPCOHAIOM
[IK-11 | okanbHBIX HOPMATUBHBIX  [5].B.08 YmpaBieHHe TPOSKTAMH C 5 5
aKTOB, KaCaromMXCs OCHOBaMH MpeANPUHUMATENLCTBA
OpraHu3alyy Tpyaa
(IpaBHIA BHYTPEHHETO b1.B.08 YnpaBneHnue npoekramu ¢ 6 3
HOBAaMU MPEeANPUHUMATENbCTBA
TPYAOBOrO pacrnopsika, OCHO pearp c
nonoxenue 06 ornyckax, |b1.B.16 OpranusanuonHas KyneTypa 6 3




HOJIOKEHHE O
KOMaH/IMPOBKaX)

Bb2.B.03(IT) «IIpousBoacTBeHHas — 0O
TMIOJTY9EHHIO TPO(ECCHOHATBHBIX YMEHUH
U onbITa NpohecCHOHATLHOM
JIeSITeIbHOCTH

Bb1.B.18 YnpaBnenueckuil y4€t u y4ér
IepcoHana

Bb3.5.01 3amuTa BeITyCKHOM
KBaTM(UKAIMOHHOI pabOThI, BKIOYAs
MIOJTOTOBKY K IIPOLEAYPE 3aLIUTHI U
MIPOLEAYPY 3AIIUTHI

TIK-12 | snannem ocHOB pasp a6UOTKH Bb1.B.IB.15.01 MudpopmarronHsie
H BHEAPCHUA KANPOBOM I .oy yonornu B ynpaBieHun
YIIpaBJICHYECKOH
JOKYMEHTALUM, b1.B.JIB.15.02 UudopmanuonHsie
ONTHMHU3AIHH TEXHOJIOTUH B YIIPABICHUH TPYIOBBIMU
JIOKYMEHTO000pOTa U cxeM |PeCypcaMu
‘byHKuHOHaﬂ‘:HHX B2.B.01(Y) YueGHast - 10 MOIyUCHHUIO
B3aMMOCBA3CH MCIKIY MIEPBUYHBIX TPOPECCHOHATBHBIX YMEHHI
HOAPa3ACICHUAMH, OCHOB |y aBRIKOB (03HAKOMHUTEIBHAS)
pa3pabOTKU 1 BHEAPCHHUS
TIPOIEyp PETyINPOBAHHUS b1.B.03 JlokyMeHTallHIOHHOE
TPYIOBBIX OTHOIICHHIT i obecrieueHre yrpapJieHuUs IEPCOHATIOM
;((;EI}JIS/IB;;I):;L?II/IOHMGH b1.B.19 Omnara tpyzaa nepcoHana
Bb2.B.03(I1) [Ipon3BoacTBeHHAS — IO
MOJTyYESHHIO PO ECCHOHATIBHBIX YMEHUN
U OIIBITa IPO(ECCHOHATIBHON
JeSATEIEHOCTH
Bb1.B.02 MeTtoab!l MpUHATHS
YIPaBJICHUYECKUX PEIICHUI
Bb1.B.JIB.07.02 «Cucrema ynpaBieHUs
Ka4eCTBOM TPYJIOBBIX PECYPCOBY
b3.5.01 3amuTa BITyCKHOM
KBaTU(PUKAIIMOHHOHN pabOTHI, BKITFOYAs
MOATOTOBKY K HPOLIEAYPE 3aIUKUThI K
HPOLEYPY 3alUThI
IIK-13 |ymeHHeM BeCTH KaJpoBOe Bb1.B.03 [/lokyMeHTaI[HOHHOE

JIEIIONIPOU3BOJICTBO U
OpraHU30BBIBATH APXHUBHOE
XpaHEeHHE KaJpOBbIX
JIOKyMEHTOB B COOTBETCTBUH
C IEUCTBYIOLIMMU
HOPMAaTUBHO-TIPaBOBBIMU
aKTaMH, 3HAHHEM OCHOB
KaJIpOBOM CTaTUCTUKH,
BJIaJICHUEM HaBBEIKAMU
COCTaBJICHUS KaJpOBOil
OTYETHOCTH, a TAKIKE
HaBBIKAMU O3HAKOMJICHHS
COTPYIHUKOB OPTaHHU3AINH C
KaJIpOBOM JIOKYMEHTAaIueH u
JIEACTBYIOIIMMHU
JIOKaJIbHBIMU HOPMAaTUBHBIMHU
aKTamu, yMeHHE 00eCTIeUnTh
3alUTY NEPCOHAIBHBIX
JIAHHBIX COTPYJIHHUKOB

o0ecriedeHre yIpaBIeHHs IePCOHAIOM

b1.B.[1B.05.01 ABTOMaTu3upoBaHHOE
pabouee mecto «Kampbm»

b1.B.[1B.05.01 ABTOMaTH3upoBaHHOE
pabouee mecTo «MeHeKep»

b1.5.23 OcHoBbI 6e30macHOCTH TPYJa

Bb2.B.03(I1) [Ipon3BoacTBeHHAS — 1O
HOJIyYSHHUIO MTPOPECCHOHATIBHBIX YMEHUM
U OmbITa MpoecCHOHATbHON
JIeSTeIbHOCTH

Bb1.B.18 YnpaBnenueckuii y4€t u y4éT
TepcoHaa

Bb3.5.01 3amuTa BEITyCKHOM
KBaIM(HUKAIMOHHOHN pabOThI, BKIOYAs
MIOJITOTOBKY K ITPOLIEAYPE 3alUThI 1
MIPOLIEAYPY 3AIIUTHI




Tabuauna coorBercTBUs ypoBHeil ocBoeHust komnerenuuii IIK-3, IIK-11, ITK-12, I1K-13

IUIAHUPYEMBbIM pe3yJabTaTaM 00y4eHust

[Tnarupyemble pe3yabTaThl

Kon HanmenoBanus YposHH o0ydeHus
HaunmeHoBanne
KOMIIe- paszenos OCBOCHHUS (TTOKa3aTeny JOCTHKEHUS
KOMITETEHIINN
TEHIUN JVCIUTITHHBI KOMITCTEHIIHT 3aJJaHHOTO YPOBHS OCBOCHHUS
KOMITCTCHITHH )
3HaTh OCHOBHI pa3paboTKu U
BHEAPCHUSA TpeOoBaHUIA K
JOJDKHOCTSIM U JIOJDKHOCTHBIM
00513aHHOCTSIM IIEpCOHaa
YmMmers paboTath c
KBaJIN(UKALMOHHBIMU
. CIPaBOYHHKAMHU u
MunuManbHbINA
npoQecCUOHATBHBIMH
YPOBEHb
CTaHiapTaMH IIpu  pa3paboTKe
TpeOOBaHUH, TPEOBABIAEMBIX K
JOIDKHOCTSIM
Paspien 1. Bnagerp  METOJAMH  OIICHKH
OcHoBbI MepcoHaa ¢ y4eToM TpeOOBaHMIT
JIOKyMEHTaI[-OHHOTO K JOJDKHOCTSAM ¥ JOJDKHOCTHBIM
3HAHHEM OCHOB
5 o0ecreyeHus 0053aHHOCTAM
a3pabOTKH U
pasp yHpaBJIEHMUS. 3HaThb OCHOBHBIE HOPMATHUBHO-
BHEJIPEHUS
. NPaBOBBIE AaKTHl MpU TMopbope u
TpeOoBaHUIt K
paccTaHOBKE IlepcoHaIa
JIOJHDKHOCTSIM, Paznen 2.
Ymets pa3pabaTbIBaTh
KpUTEpHEB M0100pa U JlokyMeHTHpO-
JIOJDKHOCTHBIE HUHCTPYKIHU
PacCTanoBKH BATIHC KAAPOBBIX ba3zosslii IepcoHana ¢ y4eToM TpeOoBaHUI
MEPCOHANA, OCHOB HPOLIECCOB. p y Tp
o YPOBEHb K JIOJDKHOCTSIM
I1K-3 Haiima, pa3paboTku u
P 3 Bnaners  1OKYMEHTHPOBAaHHBIMHU
BHEJ[PEHHS IPOTpaMM azgen 3.
METOJIMKaMH, COIPOBOXKIAIOLINMH
U TIpOIIeAyp Hoadopa Opranuszanus n » COIp ; Aaront
TIPOLIEAYPHI noabopa u
1 oTOOpa NepcoHaa, KaJpOBOTO pouenyp A0Op
ACCTaHOBKH MEPCOHAJTA C yYETOM
BJIAJACHUEM METOJaMHU IlOKyMeHT006O-pOTa. p . p Y
. TpeOOBaHUH K JOHKHOCTSIM
JIETIOBOH OLICHKH =
. P 4 3HaTh  TpeOoBaHUS Haiima,
TepcoHana nNpu HauMe aszien 4. 5
W YMEHHE PHMEHATD KoHTpOJIb 1 pa3paboTku u BHCZépeHI/Iﬂ
WX HA MPAKTHKE IOJTOTOBKA npgrpaMM W mpoueayp mnojadopa u
KAIPOBBIX otbopa HepcoHasa "
JIOKYMEHTOB K JIOKyMEHTaI[HOHHOTO ux
APXUBHOMY XPAHEHUIO CONPOBOKACHMS
YMmers OPUEHTUPOBATHCS B
. NpaKTHKE peaju3alli MporpaMm
Beicoxuii I/Ipl'l oue,up n0}16lz> a Hp 0Tp6o a
YPOBEHb P yP P P
nepcoHana
Bnaners HaBbIKaMHM  BHEAPEHUS
MIporpamMM M Ipoueayp mnojadopa u
obopa  mepcoHalla, METOAAMH
JITIOBOH OLIGHKM NEpCcoHana HpH
Haiime n criocobamu
JIOKyMEHTaI[HIOHHOTO
obecrieueHus
BJIaJICHUEM HAaBBIKAMHU Pazpgen 1. 3HaTh OCHOBBI Tpyn0OBOro KoJeKca
pa3paboTku 5 OCHOBEI P® wu wuHBIX HOpPMAaTHBHBIX
OPraHM3ALMOH-HOH 1 | v\ eprarmmon-HOro NPABOBBIX aKTOB, COJIEPIKAILIMX
Q)yHKunE)HanBHo- 0B eCIICUCHILS " § HOPMBI ~ TPYZIOBOrO IpaBa B
[IK.1] | WTaTHOi CTPYKTYpE, yTIPABIICHHS. HWHUMAJTbHBIH KOHTEKCTE  JOKyMEHTAI[HOHHOTO
pa3paboTku YPOBEHb obecrnieueHus YIIPaBJICHUS
JIOKAJIbHBIX IEePCOHAIOM
HOPMATUBHBIX aKTOB, Paznen 2. YMmers npumensat TK PO u nnble
Kacaromuxcs HoxymeHTUpO-BaHue HOPMATUBHBIC IIPABOBBLIC  aKThI

OpraHM3aliy Tpyaa

KaJApOBbIX TPOLECCOB.

pu paspabotke




(mpaBuia
BHYTPEHHETO
TPYIOBOTO
pacropsiaka,
MOJI0KEHKE 00
OTITyCKaX, MOJIOKCHHE
0 KOMaHIUPOBKaX)

Paznen 3.
Opranuzanus
KaJIpOBOTO
JIOKYMEHT0000-poTa.

Paznen 4.
KonTpons u
MIOJTOTOBKA

KaJpOBBIX

JOKYMEHTOB K
apXMBHOMY XPaHCHHUIO

OpTraHU3aI[UOHHON u
(YHKIIMOHAIBHO-IITATHON
CTPYKTYpBl, —TpH  pa3paboTke
JIOKJIbHBIX HOPMATHBHBIX aKTOB
OpraHM3aIiy

Bnaners HaBeikamu pabotsl ¢ TK
P®, HOpMaTuUBHBIMH NPAaBOBLIMU
aKTaMH u JIOKAJIbHBIMU
HOpPMAaTHBHBIMU aKTaMU

bazoBrrit
YPOBEHb

3HaTh OCHOBBI pa3paboTku
JIOKaJbHBIX HOPMATHBHBIX aKTOB,
KacalolUXcs OpraHHu3aluy TPyAa
(IpaBmMJIa BHYTPEHHETO TPYIOBOTO
pacriopsiika, — IMOJOXKEeHHEe 00
OTIyCKax, TIOJIO’KEHHE 0
KOMaH/IMPOBKaX)

Ymetn aHaJU3UpOBaTh
colep)KaHWE  OpPraHU3ALMOHHBIX
IIPOLIECCOB npu  paspabotke
OpraHu3alMOHHOMN u
(HhyHKIMOHATHHO-IITATHOM

CTPYKTYPBI, u JIOKaJIbHBIX

HOPMATHUBHBIX aKTOB OpraHHU3alun

Brnanets crocobaMu u mpuemMaMu
pa3pabOTKH OpraHM3allMOHHON |
(YHKIIMOHATBHO-IITATHON
CTPYKTYDBI, pa3paboTku
JIOKJILHBIX HOPMAaTHBHBIX aKTOB,
KacaroIlnuXcs OpraHu3aIly Tpyaa

Bricoknii
YPOBEHB

3HaTh OCHOBBI pa3paboTku
OpraHu3alMOHHOMN U
(YHKIIMOHATBHO-IIITATHOM
CTPYKTYPBbI IPEANPUATUS

YMmers OPUEHTUPOBATHCS B
crneuduke ITamoB  mporecca
pa3paboTku JIOKAJIbHBIX
HOPMAaTHUBHBIX aKTOB u
(YHKIIMOHATBHO-IITATHOM

CTPYKTYPBbI

Brnagers HaBBIKaMH pa3pabOTKH
OpTaHU3AITHOHHON u
(YHKIMOHAIBHO-IITATHON
CTPYKTYDHI, pa3paboTKu
JIOKAJIbHBIX HOPMATHBHBLIX aKTOB,
KacalolIMXCsl OpraHu3alul TpyJa
(paBuna BHYTPEHHETO TPYIOBOTO
pacmopsiika,  TOJIO)KeHHE 00
OTITyCKaX, MIOJIOXKCHHE 0
KOMaHIUPOBKaX)

[K-12

3HaHUEM OCHOB
pa3paboTKu U
BHEJIPEHHSI KaJPOBOH
U yIpaBlIeHIECKON
JIOKyMEHTAIIHH,
ONITHMU3ALMN
JOKYMEHT0000poTa 1
cxeM
(hyHKITMOHATTLHBIX
B3aUMOCBSI3EN MEXIY
MoApa3eICHUAMMU,
OCHOB pa3pabOTKU
BHEJIPEHHSI IpOLIEyp

Paznen 1.

OCHOBBI
JIOKYMEHTAI[U-OHHOT O
obecrieueHus
YIpaBIeHUS.

Paszgen 2.
JlokyMeHTHpO-BaHUE
KaJ[POBBIX MTPOIECCOB.

Pazpgen 3.
Opranuzanus

MunuManbHBIR
YPOBEHB

3HaTh
JIOKYMEHTaIUOHHOTO
obecrieueHus
peryJIMpoBaHHS
OTHOIICHHUI u MpaBHiIa
oopMIIeHHS KaJIpOBOM
YIPaBJIEHYECKONH JOKYMEHTaUU

OCHOBBI

npoueayp
TPYIOBBIX

YMmers OPHUEHTUPOBATHCS B
cnenuduke IOKyMEHTAI[HOHHOTO
obecrieueHns, COMPOBOKAAOIIEH
IIPOLEAYPBI peryiaupoBaHus
TPYJIOBBIX OTHOLLEHUI

Brnagers MeTomamMu  pa3paboOTKH




peryJInpOBaHus
TPYAOBBIX
OTHOUICHUH U
COIPOBOKJAOLLIEN
JIOKyMEHTallUH

KaJpOBOTO
JIOKYMEHT0000-poTa.

Pazgen 4.
KonTtpons u
MOJIrOTOBKA

KaJpOBBIX

JOKYyMEHTOB K
ApXMBHOMY XPaHCHUIO

KagpoBOH U  yIpaBIEHUYECKOH
JOKyMEHTaluH, npreMamMu
peryJiupoBaHus TPYHOBBIX

OTHOIICHUI B OopraHm3anuun

3HaTh cxemy OCHOBHBIX
(YHKIMOHAJIBHBIX  B3aHMMOCBSI3EH
MEXKAy  TOApa3NeNICHUIMH U
OpTaHM3AIMIO JOKYMEHTO000pOTa

VMeTh HCHOJIB30BaTh TEXHOJIOTHH

o JIOKYMEHTallHOHHOT O
bazoBnlii
obecrieyeHnsT TPU  peaTH3alun
YPOBEHb
npouenyp PperyaupoBaHus
TPYAOBBIX OTHOIIEHUH
Brnagers HaBbIKaMH pa3pabOTKH,
BHEJIPEHUSI U ONTHUMM3ALUU CXEM
(YHKIIMOHATTBHBIX ~ B3aUMOCBS3EH
MEXIY NOoJpa3aeiaeHUsIMU
3HaTh OCHOBBI  pa3pabOTKH U
BHEIPEHUSL KaJpoBOH u
YIPaBJIEHYECKON JOKYMEHTaUU
YMmeTh pa3pabaTeiBaTh KaApOBYIO
u YIIPaBJIECHYECKYIO
JIOKYMEHTALMIO, ONTUMU3UPOBATH
KaZpoBbId W  yHpPaBIECHYECKUI
Bricokuit JOKYMEHTOOOOPOT M CXEMBI
YPOBEHb B3aUMOJICHCTBUS MEXIY
NOAPa3IEICHUSIMHU
Bnagers mMeTomamMm  pa3paboOTKu
KaZpoBOW M  YIpPaBJICHYECKOU
JIOKyMEHTallUH, MeToJaMu
ONTUMM3AINH JOKYMEHTO000pOTa
B KOHTEKCTE YIIPaBJICHUS
IEPCOHAJIOM
YMEHUEM BECTH 3HaTh OCHOBBI KaJIpOBOT'O
KaJIpoBoe JIEJI0NIPOU3BOJICTBA u
JIEJIONIPOU3BOJICTBO U OopraHusanuu ApXUBHOTO
OpraHU30BbIBATh Paznen 1. XpaHEHUs KaIpOBbIX JOKYMEHTOB
apXUBHOE XpaHEHUE OCHOBEI Ymers BECTH KaJpoBoOe
KaJIpOBBIX JIOKYMEHTAI[H-OHHOTO JIeJIONPOU3BOJICTBO,
JIOKYMEHTOB B P — CHCTEMATU3UPOBaTh KaJIpOBYIO
COOTBETCTBHH C yIIpaBIIeH. JIOKYMEHTaIAI0 u
JNENCTBYIOIIUMU OpUCHTHUPOBATECS B  CIEIUpUKE
HOpPMaTHBHO- MuHUMAaIbHBINA nporecca O3HAKOMJIEHUS
NPaBOBBIMHU aKTaMH, Pazpnen 2. YPOBCHb COTPYJAHHUKOB c KaJipoBOM
3HAHUEM OCHOB JloKyMeHTUpO-BaHue JIOKyMEHTaluen u
KaJIpoBOH KaJpOBBIX IIPOLIECCOB. JIeUCTBYIOIUMH JIOKQJIbHBIMHU
CTaTUCTHUKH, HOPMaTUBHBIMHU aKTaMH
[IK-13 | BnameHueM HaBbIKAMH Paznen 3. Biagers CHOCOOHOCTBIO  BECTH
COCTaBJICHUSA Opranuzanus KagpoBOE€ JICJIONIPOMU3BOACTBO H
KaJpoBOH KaJIpoBOTO OpraHru30BaTh apXUBHOE XpaHEHUE
OTYETHOCTH, a TAKIKE JIOKYyMEHTO0000-pOTa. KaJpOBBIX JIOKYMEHTOB B
HaBbIKaMHU COOTBETCTBUU C JICHCTBYIOIIUMHU
03HAKOMJIEHUS Paznen 4. HOPMaTUBHO-IIPAaBOBbIMU aKTaMH
COTPYAHHUKOB Kowntposib u 3HaTh OCHOBBI KaJpoBOH
OpraHM3aluu C NOATOTOBKA CTaTUCTHUKH Hu OpraHM3aluIo
KaJIpoBOM KaZIpOBBIX pa60TLI C KaJgpOBBIMU
HOIfyMeHTauMeI?I " HOKYMCHTOB K P JOKYMEHTaMH
ACUCTBYIOLUMHU ApXUBHOMY XPaHCHHUIO YPOBEHD YMmers OPUEHTUPOBATHCS B
JIOKaJIbHBIMU crienuduke COCTaBJICHUS
HOpMaTHUBHBIMH KaJIpOBOM OTYETHOCTHU, IPUMEHSTh
aKTaMu, yMEHUE JIeACTBYIOIIHNE HOPMATHUBHO-

o0ecreynTh 3alIUuTy

IMMPaBOBbLIC AKTHI W 3HAaHUA OCHOB




NEPCOHATIBHBIX
JAaHHBIX COTPYAHUKOB

CTAaTUCTUKH U1  OpraHu3aluu
KaJIpOBOTO JEJIONPOU3BOACTBA U
ApPXMBHOT'O XPaHEHUS JOKYMEHTOB
Bnagers  HaBhlKaMu  BeJEeHUSA
KaJpoBOi CTaTUCTUKU u
COCTaBJICHUS KaJpOBOU
OTYETHOCTH, a TaKXXe€ HaBBIKAMU
O3HAKOMJICHUS COTPYJHHUKOB
OpraHu3anuu c KaJpOBOH
JIOKyMEHTaluen u
JEHCTBYIOIIIMU JIOKaJIbHBIMH
HOPMAaTHBHBIMHU aKTaMH
3HaTb  OCHOBHBIE MpaBOBBIC
JOKaJIbHBIE HOPMATHBHBIC aKTHI,
obecrnieynBaronye 3aIIUTy
MEePCOHANBHBIX JaHHBIX
COTPYAHUKOB
YMeTb  NpUMEHSTh  IpaBUiIa
cocTaBieHUss ¥ O(hOpPMIICHUS
KaJIpOBOHI JIOKyMEHTalWH,
CaMOCTOATENIbHO ~ OCYIIECTBIISAT
BEZICHUE KaapOBOH
JOKyMEHTAIHH. ITpoBoanTs

. SKCHEPTU3Y LICHHOCTH

Bercowuii JOKyMEHTOB M  HCIOJB30BaTh

YpOBEHb
TEXHOJIOTHH 3aIIUTHI
MEPCOHAIIBHBIX JaHHBIX
COTPYAHHUKOB
Bnanets CHOCOOHOCTBIO
CHCTEMaTH3UPOBATh
OpraHn30BbIBATH TOJIHBII KT
paboThI c KaJJpOBBIMU
JOKYMEHTaMHU W JOKYMCHTaMH,
coZiep KaluMu TIepCOHAJIbHBIC
JTaHHBIE COTpPYTHUKOB,
COOTBETCTBHM C JICHCTBYIOIINM
3aKOHOJIaTEIbCTBOM

IIporpamMma KOHTPOJILHO-OLIEHOYHBIX MEPONIPUATHI
3a MepUo/ U3yYeHH S AUCUHIITUHbI

Ne Henens HaumenoBanue HaumenoBanue
OOBEKT KOHTPOJIS
KOHTPOJIHHO- OILIEHOYHOTO
(monsATHSA, TeMa / pa3aen AUCIMILUINHEI,
OLICHOYHOTO cpeacTBa
KOMITCTEHIIMS, U T.1.)
MEPOLPUSITUS (popma npoBeneHMs)
S cemecTp
1 2 3 4 5 6
1 1,2 Texyumit kouTpons | Tema 1. OcHOBHBIE TOHATHS U I1K-3 PasHoypoBHEBBIE 3a1aun
roCyJapCTBEHHOE MK-11 (3amanust) (MMCHMEHHO).
peryJiupoBaHue TK-12
JIOKYMEHTaIlMOHHOTO TIK-13
o0ecriedeHns yIIpaBIeHHS
2 34 Texkymuil KOHTPOJIb Tema 2. Bugs! kanpoBoit IK-3 PasHoypoBHEBBIE 3a1aun
JIOKyMEHTAaIlUU ¥ 001I1e TIK-11 (3amanwms)
TpeOoBaHUs K €€ 0(POPMIICHUIO IIK-12 (TIHCBEMEHHO)
IK-13
3 5,6 Texymuit KOHTPONIb Tema 3. OcHOBBI IK-3 WnnuBuayansHoe
JIOKYMEHTallHOHHOT O TIK-11 TBOPYECKOE 3aJaHue,
obecrieyeHns1 ynpaBJIeHUs [K-12 (McpMeHHO).
IIEPCOHAIOM IK-13
4 7,8 Texymmii koHTponb | Tema 4. OcHOBHBIE JOKYMEHTHL, IK-3 Pa3HoypoBHEBBIE 331241




perilaMeHTUpyouue IK-11 (3amanus)
YIPaBJIEHUE IEPCOHAIOM B IK-12 (MMcEMEHHO).
OpraHu3anuu TIK-13 Keiic-3amaun
(IUCBMEHHO)
5 9,10 Texymwmii kontpons | Tema 5. [Topsinok odopmiienus I1K-3 PasHoypoBHEBBIE 3a1auu
JIOKYMEHTOB IIpU IIpHEME Ha TIK-11 (3aganust) (MUCHMEHHO)
paboty [IK-12
IK-13
6 11,12 Tekymuii KOHTPOJIb Tema 6. JlokyMEeHTHpPOBaHHUE [K-3 PasHoypoBHEBBIE 3a1aun
JIBIDKCHUS TIepcoHalia B TK-11 (3aganus) (MMUCHMEHHO).
OpTaHU3aIHH. TIK-12 Keiic-3agaua
JlokyMeHTHpOBaHHE Mep [K-13 (TTCBEMEHHO)
MOOLIPEHNUS U B3bICKAaHUS
7 13,14 Texymmii KOHTPOJIb Tema 7. Opraanzamus IK-3 PasHOypOBHEBBIE 331241
JIOKYMEHTO000pOTa B KaZIpOBOH TK-11 (3amanms) (MTUCHMEHHO)
ciryx0e IK-12
IIK-13
8 15,16 Texymmit kouTpons | Tema 8. Kagpoas ctatuctuxa I1K-3 PasHoypoBHeBbIE 3a1auu
IIK-11 (3amanus) (MMCEMEHHO)
MK-12
[IK-13
9 17,18 Tekyuii KOHTPOJIb Tema 9. Opranuszanus IK-3 PasnoypoBHeBbIE 3a1aun
ApXMBHOTO XPaHEHMsI KaIpOBBIX TIK-11 (3amaHus)
JIOKYMEHTOB H TK-12 (TTMCBMEHHO).
TOCYIapCTBEHHBIH KOHTPOJIb TIK-13
10 20-22 [IpomexxyTounast Pasnen 1. T1K-3 CobecenoBanne
aTTecTauus — OCHOBBI JOKYMEHTAIL[HOHHOTO TIK-11 (ycTHO), TecTHpOBaHHE
3K3aMEH o0ecrieueHHs yTIPaBIICHIS. IIK-12 (KOMITBIOTEpHBIE
Pazpen 2. JlokyMeHTHpOBaHUE IIK-13 TEXHOJIOTHH)
KaJ[POBBIX MIPOIIECCOB.
Paznen 3. Opranuszanus
KaJJpOBOI0 JJOKYyMEHTO000pOTA.
Paznen 4.
KonTpomns 1 noaroroska
KaJPOBBIX JOKYMEHTOB K
ApPXMBHOMY XPaHEHHUIO

2 Onucanue noKa3arejen u KPUTEPHUEB OLICHUBAHUSA KOMIIeTeHIIM i
Ha PAa3s/IMYHBIX dTanax ux (l)OpMI/IpOBaHI/Iﬂ, OIMMCaHHE IIKAJ OHCHUBAHUA

KoHTponb kauecTBa OCBOCHHUSI JUCIUIUIMHBI BKIIOYAeT B Ce0S TEKYIIMH KOHTPOJb
YCIIEBAEMOCTH M MPOMEKYTOUHYKO AaTTECTAUMIO. TEeKyIMid KOHTPOJb YCIEBAEMOCTH U
MIPOMEKYTOUHAsI aTTECTAIUsl OOYYaIOIIUXCSl TMPOBOMASTCS B IENIAX YCTAHOBJICHHUS COOTBETCTBUSA
JOCTHKEHUI  O0y4arommxcs TMO3TamHbIM —TpeboBaHUsSM 00pa3oBaTeNbHON MpOrpamMmbl K
pe3ynbrataM oOydeHus U GOpMUPOBAHUS KOMITETEHITHH.

Texkymmil KOHTPOJIb YCIIEBAEMOCTH — OCHOBHOM BMJI CUCTEMAaTHYECKOW NPOBEPKHU 3HAHUMU,
YMEHUW, HABBIKOB OOYYaIOIIUXCSA. 3ajada TEKYIIEro KOHTPOJISI — OINMEpPaTUBHOE U PETYJISPHOE
yOpaBlieHHE YyueOHOW JesATENbHOCThIO OOydYaloIIMXCsl HAa OCHOBE OOpaTHOW CBSI3U W
KOPPEKTUPOBKH. Pe3ylbTaThl OLIEHUBAHUS 3aHOCATCS IPENOAABATENIEM B )KYpPHAJI U YUYUTHIBAIOTCA B
BHJIE CPEIHEN OLIEHKH IIPU MPOBEAEHUU IIPOMEKYTOYHOM aTTECTALlMN

st oueHWBaHUS Pe3yJbTAaTOB OOYYEHHS HCIONB3YeTCS dYeThIpexOaluipbHas —IIKaja:
COTIIMYHO», «XOPOLIO», «YIOBIETBOPUTEIBHO», «HEYIOBIECTBOPUTEIILHOY.

[TepedyeHn OIEHOYHBIX CPEACTB CHOPMHUPOBAHHOCTH KOMITETCHIIMH MPECTABICH B TAOJIHIIE.



HanmenoBanue
OLICHOYHOT'O
cpencTBa

Kparkas xapakrepucruka
OLIEHOYHOI'O CPEJCTBA

IIpencraBnenue
OLIEHOYHOTI'O CPEJICTBA B
DOC

Tekyluii KOHTPOJIb YCIIeBAEMOCTH

MunuBuayansHoE
TBOPUYECKOE 3aJaHHE

YacTHUHO perjiaMeHTUpOBAaHHOE 3ajJaHue, HMeIollee
HECTaHJapTHOe pelieHue u H03BOJIAIOIIEE
JMarHOCTHPOBAaTh  yMEHMs, WHTEIPHPOBATH  3HAHUS
pa3nuuHbIX oOyacTeil, apryMeHTHpPOBaTh COOCTBEHHYIO
TOYKY 3pEHHA. MOKET BBIIOJHATHCS B HHAWBHIYaJIbHOM
mopsiike WM Tpymmnod oOydaromuxcsa. Moxer OBITh
UCIIONB30BAHO U OLCHKH 3HAHWH, HABBIKOB W (WMIIN)
OIIBITA JICATEIBHOCTH 00yYaloImuxcs

TeMbI rpyIIOBBIX W/WIH
WHIUBUAYaTbHBIX
TBOPUYECKUX 3aJaHUU

PasHoypoBHeBbIC
3a1a4u (3a1aHus)

PaznuuaroT 3a1auu U 3a1aHUSA:

- PEnpOAYKTHBHOTO YPOBHS, IMO3BOJIAIONINE OLICHWBATh
JMarHOCTHPOBAaTh 3HaHWE (HAKTHYECKOTO MaTepuana
(Oa3oBble TMOHSATHS, AITOPUTMBI, (aKThl) U YMEHHE
NPaBWJIBHO WCIIOJB30BaTh CIENUAIbHBIE TEPMHUHBI |
MOHATHS, Yy3HaBaHME OOBEKTOB M3YYCHUs B paMKax
OTIpEIeNIEHHOT0 pa3/ieia AUCITUIIINHEI,

- PEKOHCTPYKTHBHOTO YPOBHSI, HIO3BOJISIOLIIE OLICHUBATh
" JMarHOCTUPOBATH yYMEHHS CHHTE3HPOBATh,
aHAITN3UPOBATh, 0000mmaTe (axTaeckuit u
TeOpeTHYecKnii  Mmarepuan ¢ (HOpMYyJIMPOBaHUEM
KOHKPETHBIX ~ BBIBOJIOB, YCTA@HOBJICHHEM IPHIMHHO-
CJIC/ICTBEHHBIX CBf3€il; MOXKET OBITh HCIIOJIB30BAHO IS
OLICHKW 3HAaHWH, YMEHHWH, HaBBIKOB M (WJIM) OIBITA
JIeSITEIbHOCTH 00YYaroIuxcs;

-TBOPUECKOTO ypPOBHA, TIO3BOJIAIONINE OLIGHUBATh U
JMarHOCTUPOBaTh  yMEHMs, HHTEIPHPOBATH  3HAHUS
pa3nuuHbIX oOyacTeil, apryMeHTHpOBaTh COOCTBEHHYIO
TOYKY 3pEHUsI; MOXKET OBITh HCIIOJBb30BAHO IS OLEHKH
3HaHWH, YMEHU, HABBIKOB M (MJIM) OMbBITA AEATSIHLHOCTH
00yJaromuxcs

Kommmekr
Pa3HOYPOBHEBEIX 33134 H
3aJaHUI UIIH KOMILIEKTBI

3a7a4 U 3a0aHuN
OTIpENICIICHHOTO YPOBHS

Keiic-3amaua

[IpoGnemuHoe 3amaHue, B KOTOPOM OOydaromemycs
MPEe/IaraloT OCMBICINTh PEaJbHYI0 MpodeccHoHaNbHO-
OPHEHTHPOBAHHYIO  CHUTYyallMi0, HEOOXOAMMYIO I
pemIeHust JaHHOH poOIeMBl.

Moxer OBITh WCHONB30BAHO JUIS OLEHKHM 3HAHWH,
YMEHHH, HAaBBIKOB M (WJIM) ONBITA JEITEILHOCTH, a TAKKe
OTJCNIbHBIX KOMIETEHINH (B paMKaxX JUCIUIIINHBI)

3amaHus A1 penIeHus
Kelic-3a1auu

Tect

Cuctema TecTOBBIX 3amaHuii crenuduueckoi Gopmsl,
no3BoJisitoiast 3G(HEeKTUBHO M3MEPUTh YPOBEHb 3HAHMIA,
YMEHHH, HaBBIKOB U (WIH) ONbBITa JEATEIbHOCTU
oOy4Jaromuxcsi.

Tectel hopmupyroTCsi M3 0aHKa TECTOBBIX 3aJlaHUN O
JUCTIATUTHHE.

TectupoBaHHe MOXET OBITH HCIOJB30BAHO B KadecTBE
TEKyIIET0 KOHTpoJs oOydarommxcst (10 OKOHYaHHU
W3yYeHHs pa3JieNia JUCIUTUINHBL, 3alIUTHl JTa00paTOpHOU
paboTel W T.A.), TPOMEXYTOUHOWH aTTecTaluu WIN
JIOIyCKa K Hel (110 OKOHYaHWIO M3yUYeHHUS TUCLUILUIMHBI),
WIH B TEYEHWE TOAa [0 3aBEpIICHUIO W3Y4YCHUS
JUCTIAIUTAHEI (KOHTPOJIB/TIPOBEPKA OCTaTOYHBIX 3HAHHH).
MoeT ObITh HCIOJIB30BAHO JUISI OLICHKH 3HAHMWIH,
YMEHHH, HaBBIKOB H (WIM) ONBITa JAEATEIBHOCTH
o0yJaromuxcs

Bank TecToBBIX 3amaHMi
(bT3)

HpOMe)KyTO‘lHafl aTrecranus

DK3aMeH

CpenctBo, MO3BOJISIIONIEE OIEHUTh 3HAHWSA, YMEHHS H
BIIQJICHHUS 00YJarOIIerocs Mo JTUCITUTUINHE.
Pexomenayercs [1sl OLlEHKU 3HAHUM, YMEHHUM U BIIaJeHUI
HaBBIKAMHU O0YJAFOIIIXCS

Kommnnekr Teopernueckux
BOIIPOCOB I10 pa3zeiaM u
MPAKTUYECKUX 3aJaHUH K

JK3aMEHY




Kputepnu u mkajbl OHeHUBAHUSI KOMIIETEHIUH B pe3y/bTaTe H3y4YeHHUs JUCIHUIIIHHbI
NP NPOBeIeHNH NPOMEKYTOYHOM aTTecTannu B (popme 3Kk3aMeHa (B KOHIE SAITOTO
ceMecTpa), a TaKAKe MIKAJIA JJIsl OeHUBAHUS YPOBHS OCBOCHMS KOMIIeTeH il

IIxana orneHUBaHU

YpoBeHb
Kputepuu onienuBanust OCBOCHHUSA
KOMITETEHIIUM

«OTIUYHO

OOyuaronuiicsi TMpaBWIBHO OTBETWJI Ha TEOPETHYECKUE
Borpockl. [loka3an OTIMYHBIE 3HAHMS B paMKax y4eOHOTO
Mmarepuana. [IpaBUIIbHO BBIIOJHWI NPAKTHYECKUE 3aJaHusl.
[Tokazan OTIMYHBIE YMEHHMS W BIAJCHHS HABBIKAMH Beicoknit
NPUMEHCHHUS TIOMYYCHHBIX 3HAHUA W YMEHUWH NPH pelIeHHN
3amad B pamMKax ydeOHoro marepmaia. OTBeTHI Ha Bce
JIOTIOJTHUTENBHBIE BOIPOCHI

«XOopomo»

OOyuatontuiicss ¢ HEOOJIBITUMHI HETOYHOCTSMH OTBETHII Ha
TEOpeTHYeCcKue BOMPOCHl. [lokas3anx Xopolire 3HAHUS B
paMkKax  y4eOHOTO MaTepuana. C HEOONBIINMU
HETOYHOCTSIMH BBIMOJIHWII MpaKTUueckue 3amanus. [Tokasan
xopoume yMeHI/Iﬂ U BJIAACHUA HaBbBIKAMU HpI/IMeHeHI/IH
IIOJIyYEHHBbIX 3HAaHUI M YMEHUH IpU pEUICHMHM 3a1a4 B
pamkax ydeOHoro marepuana OTBETHJI Ha OOJBIIMHCTBO
JOIIOJTHUTCIIbHBIX BOHpOCOB

ba3osBbrit

«YAOBJICTBOPUTCIILHO»

OOyuaronuiicst ¢ CyluieCTBEHHBIMA HETOYHOCTSIMU OTBETHII
Ha TeopeTH4yeckue Bompochl. [lokaszan ynoBIeTBOPUTENbHBIE
3HaHUS B paMKax ydeOHOro marepuana. C CylIeCTBEHHBIMH
HETOYHOCTSIMH BBIMIOJIHWII MpaKTUUecKue 3amanus. [lokasan
Y/IOBICTBOPUTENILHBIC YMEHUS M BJIAJCHUS HABBIKAMHU
MPUMEHEHHUS MOYYSHHBIX 3HAHUI M YMEHUI MPH PElICHUH
3a7ad B paMKax ydeOHoro martepuana. JlOmycTHI MHOIO
HETOYHOCTEH MPU OTBETE HA JOMOJIHUTEIBHBIE BOIPOCHI

MuHUManLEHBII

«HCYIOBJIETBOPUTECIILHO»

OOyyaronuiicss P OTBETE HA TEOPETHYCCKHE BOIPOCH H
pu BBITIOJIHEHU U MPaKTUYECKUX 3aJaHui
MPOJIEMOHCTPUPOBANI HEJOCTATOUHBIA ypoOBeHb 3HaHuid W | KowmmereHiuu He
YMEHUI TIpU PEIIeHrH 3a/1ad B paMKax yueOHOTro MaTepuarna. c(hopMUpPOBaHBI
[Tpu oTBeTax Ha JOMOTHUTEIHHBIE BOMPOCH OBLIIO JOMYIIEHO
MHOXECTBO HEMPaBUJIbHBIX OTBETOB

Kpurtepun u mkaJjbl oueHMBaHUs Pe3y/JbTATOB 00y4eHUs NPHU NMPOBeAeHUN

TBOp‘lCCKOG 3aaHUC

TEKYLIEro KOHTPOJIA YCII€EBACMOCTH

IIIkana oneHUBaHUS

Kpurepun onieHnBaHus

«OTIIUYHO)

OOyyaromuiicst TpaBUIBHO BBITIOJIHIII HHIMBHAyalIbHOE TBOpUecKoe 3ajanue. [Tokazan
OTIMYHBIE BIAJCHHUS HABBIKAMHM NPUMEHEHUs NOIYYEHHBIX 3HAHMM M yMEHUHl Npu
pemieHnH NpOoQeCcCHOHANBHBIX 33Jad B paMKaX YCBOGHHOTO Y4eOHOro Marepuaa.
IIpencraBnenHas paboTa AEMOHCTPUPYET TOYHOE NMOHUMAaHME 3aJaHHUS U IMOJTHOE eMy
COOTBETCTBHE. Marepualibl M3JI0KEHbI JIoTHuHO. Pabora u (opma eé npencraBieHus
BKJTIOYAET HCIIONB30BAaHUE PAa3IMYHBIX IMPHMEPOB, B TOM YHCIE€ BHICO U JAPYTHX
MyJIBTHMEINHHBIX BO3MOXKHOCTeH. Tekct He wn30bITOUeH Ha ciaiage, HE WMeEeT
opdorpadhuIecKnux U peueBbIX OMHUOOK

«XOpOoLIo»

ITpencraBnenHast paboTa JEMOHCTPUPYET TOHUMaHKE 3a/aHus. B paboTy BKIOYarOTCS
KaKk Marepualil, MMEIOIIMEe KaK HEIOoCPEeJCTBEHHOE OTHOUIEHHE K TeMe, Tak |
MaTepualisl, He MMerone oTHomeHus K Hed. ConepkaHue pabOTHI COOTBETCTBYET
3aJ[aHUIo, HO HE BCE acIleKThI 3aJJaHus PACKPHITEL. B paboTe ecTh AyieMeHTHI TBOpUYECTBa.
Hcnonb3yroTcst OAHOTHUITHBIE MYJIbTUMEAUHHBIE BO3MOXHOCTH, OCHOBHBIE TPEOOBaHUS
K TpPEe3eHTAllMu COOJIOJEHBI, HO OTCYTCTBYET BBINOJHEHHE TpeOOBaHUHM MO0 K
oopmiiennto, ymbo K conepkaHWI0. TekcT Ha cnaiiie He W30BITOYEH, HO IUIOXO
YUTAETCSI, HECKOJIBKO HEYAAYHBIX PEUEBBIX BBIPAKECHUIT

«YHOBJICTBOPUTCIILHOY

B pabory BrmoueHa coOpaHHas oOydarommMcs HH(poOpMamusa, HO OHa He
aHATM3UPYETCs W HE OICHWBaeTcs. HapylneHune JOTMKM B H3JIOKEHHH MaTepHala.
OObluyHas, craHmapTHas paboTa, DSJIEMEHTHl  TBOpYECTBAa  OTCYTCTBYyIOT. He




HCIOJIB3YHOTCA I/I306pa)KeHI/I$I, BUACO, ayAUO U JPpYyTrue MYHBTHMGHHﬁHLIe BO3MOX>KHOCTH,
WIM WX HCHOJIb30BaHHE OTBICKaeT BHuUMaHue. He CO6J'IIOHCHBI Tpe6OBaHI/I$I K

«HCYOOBJICTBOPUTECIILHO»

odpopmiiennto  mpesenranuu. CIHIIKOM MHOTO  TEKCTa, WIA peYeBble U
opdorpaduueckue OMmoOKu
I[lpy  BHIMOJHEHWM  WHIMUBHIAYAJbHOTO  TBOPYECKOTO  3aJaHUs  CTYIEHT

MIPOJIEMOHCTPUPOBA HEIOCTATOUHBIN YPOBEHb BJIaJCHUS YMEHUSIMH U HaBBIKAMHU MPU
pelieHNE MPO(GECCHOHANBHBIX 3aJad B paMKax YCBOGHHOTO Y4eOHOro MaTepuaa.
Jony1ieHno MHOKECTBO HETOUYHOCTEH

Ketic-3agaun

IIIkama orieHMBaHUS

Kpurepun onieHnBanust

OOyuJaronmiicss W3JIaraeT Marepuayi JIOTUYHO, TIPaMOTHO, Oe3 oOmuOOK; CBOOOJHO
BJajieeT Mpo(eCCHOHANIBLHON TEPMHUHOJIOTHEH; YMEET BBICKAa3bIBATh U 000CHOBATH CBOU

«OTIUYHO o o =
CYXXKACHUA; HNAaCT YCTKHUU, MOJIHBIU, NPABUJIBHBIM OTBET HAa TCOPECTUUYCCKUC BOIIPOCHI;
OpraHn3yeT CBA3b TCOPUU C HpaKTHKOﬁ
06yqa}0m1/11710$[ TpaMOTHO H3JIara€T Marepuajl; OpUCHTHUPYCTCA B MaTCpHUaJiC; BJIaACCT
HpO(beCCHOHaﬂLHOﬁ TepMHHOJ’IOFHeﬁ; OCO3HAHHO MNPHUMCHICT TCOPECTUUCCKUC 3HAHUA
«XOopomo» JUT peIICHU S Kel‘/ica, HO COACpKaHUEC U (bopMa OTBCTA UMCIKOT OTACJIBHBIC HCTOYHOCTH.

OtBer 06yqarou_{erocx HpaBHJ’IBHBIﬁ, HOHHLIﬁ, C HEC3HAYUTCIbHBIMU HECTOYHOCTAMHU HUIIN
HCIOCTATOYHO TTOJTHEIN

«YAOBJICTBOPUTCIILHO»

O6yqa10m1/11710$[ n3jarac€t Marepuaia HCHIOJHO, HCHOOCICAOBATCIbHO, HOIIyCKacT
HETOYHOCTHU B ONPCACICHUH HOH?ITI/Iﬁ, B IPUMCHCHHUU 3HAHUHI AJIA peHICHUA Keﬁca, HEC
MOXET O0Ka3aTCJIbHO 000CHOBaTh CBOU CYKACHUS, O6Hapy)KI/IBaeTCH HCIO0CTAaTOYHO
FJ'Iy6OKO€ IMOHMMAaHHEC N3YYCHHOI'0O MaTcpuajia

«HCYAOBJICTBOPUTCIILHO»

BeicraBnsercss  oOywaromemMycss B cIydae HEBEPHOTO ONPENENICHHS IPUYHH
BO3HHKHOBEHHS IIPOOJIEMBI, OTIMCAHHON B Ke¥ice, OTCYTCTBHU BaAPHAHTOB €€ PEIICHHS, 1
B IEJIOM HE BBINOJHEHUs TPeOOBaHUU, COTJIACHO KPUTEPUSM OLIEHKH pPe3yJbTaToB
IIPOBEJIEHUS Kelca

Pa3zHoypoBHEBBIE 3a/1a4u

(3aganust)

IIIkana oneHUBaHUS

Kpurepuu oneHnBanus

OOy4aronuiicsi MOJHOCTBI0 M MPABUJIBHO BBIMONHWI 3afaHus. [lokasan OTIMYHBIC
3HaHUSA, YMEHHM U BJIA/ICHUS HaBbIKaMU NPUMEHEHUS UX IPH PEIICHHUH 33]1a4 B paMKax

COTIIMIHO»
YCBOEGHHOTO yueOHOro Matepuana. Pabora odopmieHa akkypaTHO U B COOTBETCTBHH C
MIPEABSBISIEMBIMU TPEOOBaHUSIMH
OOyyaromumiicst BEITOIHWII 33aHUsI ¢ HEOOMbIIUMH HeToYHOCTAMHU. [lokaszan xopomre
«XOPOILIO» 3HAHMS, YMEHHUS U BIIJCHUS HaBBIKaMU IPUMEHEHUs X IPH PEIICHUH 33/1a4 B paMKax

YCBOEGHHOTO yueOHoro Matepuana. Ecte HepoctaTku B 0(hopMIICHUHN PabOTHI

«YHAOBJICTBOPUTCIILHO»

OOyuwarommiicst BBIONHWI 3aJaHUsl C CYLIECTBEHHBIMH HeTOYHOCTSIMH. [lokazan
yJIOBIIETBOPHUTENbHBIC 3HAHUS, YMEHHUS M BIIaJICHUS HaBBIKAMHM NPUMEHEHHS HMX IPH
pELIeHNH 33ja4 B paMKax yCBOGHHOro y4deOHOro marepuana. KauectBo odopmienus
paboThl MMEEeT HEAOCTATOYHBIH YPOBEHb

«HCYIOBJIETBOPUTECIILHO»

[lpu BbINONHEHWH 3aJaHUil O0O0y4arOUIMHCS IPOJAEMOHCTPUPOBAJ HEIOCTATOYHBII
YPOBEHb 3HaHUH, yMEHUM U BJIAJICHUS UMU IIPYU PELICHUU 33134 B paMKax YCBOCHHOI'O
y4eOHOro MaTepuaia

Tect — npomexyTouyHas arTecTaius B hopMe IK3aMeHa:

[IIxana oneHUBaHUS

Kpurepuu onieHUBaHUs

«OTIIMYHO»

Ob6yuatommuiicss BepHO oTBeTIII HA 90 — 100 % TecTOBBIX 3aaHUI MPH MPOXOKICHUN
TECTUPOBaHHUS

«XOPOLIO»

OO6yuatommuiicss BepHOo oTBeTHII Ha 80 — 89 % TECTOBBIX 3aJaHUN NPH MPOXOKICHUU
TECTUPOBaHHUS

«YZOBJIETBOPUTEIIHHOY

OO6yuatommuiicss BepHO oTBeTHII Ha 70 — 79 % TECTOBBIX 3aJaHUM NPH MPOXOKICHUU
TECTUPOBaHHUS

«HE YAOBJICTBOPUTCIHHOY

OO0y4atommiicss BEpHO OTBETHII Ha 69 % M MeHee TECTOBBIX 3aJaHUH IPU IPOXOKIACHUH
TECTUPOBAHUS




3 TunoBble KOHTPOJIbHbIE 3aJaHUS WU MHbIE MATEPHUAJIbl, He00X0AUMbIE
JJIS1 OLIEeHKY 3HAHMI, YMEHUIl, HABBIKOB U (WJIN) ONbITA 1eATEJIbHOCTH,
XapaKTepU3yWIIMX 3TANbl (POPMUPOBAHUS KOMIIETEHIUM
B Ipoliecce 0CBOEHNsI 00Pa30BaTe/bHOI NMPOrpaMMbl

3.1 TunoBbie KOHTPOJIbHbIE 32JaAHUSA IJIS BHINIOJTHEHUS
HHAUBHAYAJBHBIX TBOPYECKHUX 3aIaHUI

BapuanTel MHAMBHIyalbHBIX  TBOPYECKMX  3aJaHUM  BBUIOKEHBI B  AJIEKTPOHHOMU
uH(popManmonHo-o0pazosarensHoOi cpene 3a0MKT Upl'YIIC, moctymHoii oOyuaromemMycs depe3
€ro JIMYHBIA KaOuHeT.

Hwxe mnpuBenen oOpasell THIMOBBIX BapHaHTOB 3aJaHUi, MPEIyCMOTPEHHBIX paboueit
MPOTPaMMOii.

OGpa3zer TUIIOBOrO BapUaHTa MHIUBU1YaJIbHOIO TBOPUECKOTO 3aJaHUs
o Teme: « [Topsiiok oopMiteHus: JOKyMEHTOB IIPH IIpUEeMe Ha PadoTy»

3ananme 1: HeoOxoaumo odopMuUTh IPUKa3 0 IpreMe Ha paboTy COTIacHO BApHAHTY.

PexkBu3nTHI Oprann3anuu nNpeacTaBieHbl B Tadbuuue 1.

JIn4yHbIE CBEJCHUS TEHEPAIBHOTO TUPEKTOPa, FOPUCKOHCYIIBTA, HaYa bHUKA OT/eNa KaapoB
npeicTaBieHbl B Tabmuie 2. BH3bl MpOCTaBISIOTCS WIM B HIDKHEH YacTH TIOCIETHEro JIMCTa
npuKasa (IocJe moAnucei ), Wi Ha 000POTHON CTOPOHE MOCIIEAHEro JIMCTa MOUIMHHUKA TIPUKa3a.

PacnipeneneHne BapuaHTOB MPEJICTABICHO B TabauIe 3.

Ha pucynke 1 mpuBenena ¢opma mpukasa o mpuMe Ha paboTy, Ha PUCYHKE 2 TpPHUBEICH
npuMep odopMIIEHHS TIPUKa3a O IpueMe Ha padoTy, Ha PUCYHKE 3 MpHUBeIeH IpuMep 0POpPMIICHHS
BU3 COTJIACOBAHUSL.

Taomuma 1
VcxoaHble JaHHBIC IS 3a7aHMs 10 BapHaHTaM
Bapuant Nudopmanus 0 koMmmaHuu Cdepa nesrenpHOCTH ™
1 2 3
1 OOmiecTBO ¢ OrpaHMYEHHON OTBETCTBEHHOCTHIO | [Ipom3BoacTBO TOTOBBIX

"MAIICTPOU-II" (OO0 "Maructpoit-IT") 440061, | MeTaInaeckux u3ieuit
r. Uura, yn. IIponerapckas, 5

Tenedon/dakc: (8412) 49-03-92

OKIIO 81934115, OI'PH 1075834004190,
WHH/KIIIT 5834039678/583401001

2 3akpeiToe akuuoHepHoe obmectBo "TpancTex" | Opranuszarus [IEPEBO30K
(BAO "TpancTex") TPy30B

249400, r. Yura, yn. ®okuna, 1. 21

Tenedon: (4844) 46-59-04, daxc: (4844) 46-31-57
OKIIO 79897312, OI'PH 1064024013844,
WHH/KIIIT 4024008905/402401001

3 3akpeiToe akmuonepHoe obmectBo "COKO3" (3AO | Po3nuynass ~ ToproBis B
"COIO3"), HEeCTIeIIMATN3UPOBAHHBIX
443090, r. Yura, yn. I'actrenno, 1. 33 MarasmHax

Tenedpon/daxc: (9272) 02-22-77
OKIIO 75167574 OI'PH 1046300581766,
WHH/KIIIT 6316096860/631601001

4 3akpbiToe akiuoHepHoe obuiectBo "CKOPOXO/" | Kypbepckas nesiTenbHOCTb
(3A0 "CKOPOXOA")
420111, r. Yura, yn. baymana, 1. 17




Tenedon: (843) 236-06-31, Pakc: (843) 292-59-97
OKIIO 70885336, OI'PH 1031621021300,
WHH/KIIIT 1655076669/165501001
5 OOmiecTBO ¢ OrpaHMYEHHOM OTBETCTBEHHOCTHIO | CTpaxoBaHHe
"ABUKOC" (OOO "ABUKOC") OTBETCTBEHHOCTH
196105, r. Yura, nep. SAAkoBneBckui, 1. 6
Tenedomn: (812) 385-05-55
OKIIO 13810321, OI'PH 1037821057779,
WHH/KIIIT 7810283110/781001001
6 3akpeiTOe akimuoHepHoe o00mecTBo "ApeHnaABTo" | ApeHna JIETKOBBIX
(3AO "ApenngaABto") aBTOMOOMIIECH
127287, r. Mocksa, [lerpoBcko-Pa3zymoBckuii np., 1.
21
Tenedon: (495) 733-95-20
OKIIO 71987062, OI'PH 1037789038704,
WHH/KIIIT 7713515735/771301001
* manHas rpada gaHa IS BEIOOpA JIOTOTHIIA
Tabnuna 2
BapuaruBHbie 1aHHBIE 71 COCTaBICHUS JOJKHOCTHOW UHCTPYKLUU
Bapn- JloipKHOCTB T'encpabHELi Hatab i KOpuckoHncynpT
JUPEKTOP oTJie1a KaJpoB
aHT
1 Memnemxkep o padore ¢ | Ozepo ['eopruit KpotoB Anekcert | 3emnuna Mapus
KJIMEHTaMU [TaBmoBUY MuxaitioBud IletpoBHa
2 Menemxep no npoaaxe | CuHuubIH MatBei I'oBopun Cepreii | Jlonaruna
TPAHCIIOPTHBIX YCIIyT I'enHagbEBUY AHJpeeBnY Exarepuna
AHaToJIbEeBHA
3 [Tomonauk menemxkepa | Akynos Iletp [Tonmmmyk Annpeit | Myp3aeB AHTOH
Hropesuu MBanoBu4 Bukroposuu
4 Menemxep o padore ¢ | XKykos Ilasen Mapunux CrpyeBa AHHa
KJIMEHTaMHU EBrenneBnu Anekcanap JAmutpreBHa
BangumoBuu
5 ITomomnuk Menemkepa | KpacHos Pr16un Urops XoryHnen Enena
Anexkcanap ITerpoBuu [TaBiiOBHA
['eoprueBnu
6 Menempxkep o padore ¢ | Mammun Cepreit Apucros Ilerp Pyxuna Hpuna
KJIMEHTaMHU JIbBOBHY MuxaitioBua BukTtopoBHa




Ta0numna 3
CI/ITyaLII/IOHHI:Ie 3ada4uu JId COCTAaBJICHUS HpI/IKaSa 110 J'II/I‘IHOMy COCTaBy

Bapuant CuTyaniMoHHbIE 321241

1,4 Curyanus 1

15 cents6pss 2015 roma Obln 3akmrodyeH TpyaoBoil goroBop Ne 9 ¢ IIumkuHON
Enenoit HukomnaeBnoii. Ee Opaiu Ha JOMHKHOCTh MEHEKEpa 1Mo paboTe ¢ KIIMEHTaMU
B OTzen mo paboTe ¢ KJIMEHTaMH OpraHu3aiuu Ha cpok ¢ 21 centsiops 2015 r. mo 21
ceHTsiopst 2016 1. 6e3 ucIBITaTENBHOTO CpoKa ¢ okiagoM B 30 ThIC. py0. ¥ HamOABKOU
15 ThIC.pyO. [Iumkunoi E.H. 6p11 mpucBoen tabensubiii Homep 0057. [Ipuka3 mo
JUYHOMY cocTaBy Obl1 m3man 16 centsabps 2015 1. 3a HOMepoMm 28-K,
3aBU3UMPOBAHHBIM HAYaJIBHUKOM OTela 1o paboTe ¢ KIMeHTaMu PorokxuHbim
Maxkcumom FOpreBudem u ropuckoHcynbToM opranuzanuu (PO cM. u3 3aganus 1o
JOJKHOCTHOM MHCTPYKIIMU) M JIaH MOJ] pacnucky 21 ceHTsaops

2,5 Curyaunus 2

4 mast 2015 ronma Obln 3akioueH TpynoBoil moroBop Ne 3 ¢ MoposoBeiM [1ebom
BukropoBuuem Ha JOMKHOCTH MOMOINHHMKA MeHemxkepa B OTnen MapKeTHHra
opranu3anuu ¢ S mag 2015 r. ¢ ucnpITaTeIbHBIM CPOKOM B 1 Mecsil ¢ okiazgom B 20
ThIC. py0. ¥ HanbaBKo# 5 ThIC.py0. Mopo3oBy I'.B. ObL1 iprcBoeH TabenbHBIN HOMED
0032. Ilpuka3 no nauuHoMy coctaBy Obul uznan 4 mas 2015 r. 3a Homepom 12-k,
3aBU3MPOBAHHBIA HAYaJbHUKOM OTENa KaJIpOB M IOPUCKOHCYJIHTOM OpTaHU3AINU
(®UO cwm. u3 3a1aHus O JOJHKHOCTHOM MHCTPYKITMHK) U JIaH O] PACIIHCKY S5 Mast

3,6 Curyanus 3

6 utons 2015 roga Obut 3akmoyeH TpyaoBoi nporoBop Ne 5 ¢ Kynarunoit Hanexmoit
BrnanuMupoBHO#l Ha JOMKHOCTH HMHCHEKTOpa 1o kaapam B OTtaen Kaapos
opranuzanuu ¢ 9 utosst 2015 r. ¢ UCHBITATEILHBIM CPOKOM B 2 Mecslla ¢ OKJIaJIOM B
25 ThIC. py0. 1 HagOaBkou 10 Teic.py0. Kynarunoit H.B. Obu1 ipricBoeH TabenbHBIN
nomep 0048. Ilpuka3 mo nuyHOMY cocTaBy ObuT u3gaH 6 uronst 2015 r. 3a HOMepom
23-K, 3aBHU3UPOBAHHBIA HAYAIBHHUKOM OTeJla KaJapoB H  HOPHUCKOHCYJIHTOM
opranmzanuu (OO cMm. U3 3amaHusg MO JOMKHOCTHOM WHCTPYKIIMH) M JIaH TOJ
pacniucky 10 urosst
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FOpuckoncynst
Toonuce K.H. ITonos
20.09.2017
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Toonuce H.A. ConoBreB
20.09.2017

['maBHbII OyxranTep
Iloonuce T.B. Kporosa
20.09.2017

Puc.3. I[Ipumep odopmiieHrs BU3 COTTIACOBAHUS



3.2 TumnoBbie pa3HOYpPOBHEBbBIE 3a1a4H (3a1aHUS)

BapuanTsl pa3HOYypOBHEBBIX 3a/lad (3aJaHUii) BBUIOKEHBI B AJIIEKTPOHHON MH(OPMAIIMOHHO-
obpazoBarensHoi cpene 3a0VDKT HpI'VIIC, noctymHoi oOywaromemycsi 4depe3 €ro JIMYHbBIN
KaOUHET.

Hwxe mnpueaen oOpasell THUMOBBIX BapHAHTOB 3aJaHUil, MPEIyCMOTPEHHBIX paboueit
MIPOTPaMMOii.

OOpazer1 TUIIOBOTO BapyUaHTa 3aJJaHUsl PEKOHCTPYKTUBHOTO YPOBHS
1o TeMe «OCHOBHBIE MOHATUS ¥ TOCYJIAPCTBEHHOE PETYJIUPOBAHUE JOKYMEHTAI[MOHHOTO
o0ecrieueHus ynpaBIeHUs »

3apanue 1: HeoOxonumo cocTaBuTh 00mMiA OjaHK (ITPOIOJIBHBIA BapUaHT PACIOJIOKCHUS
PEKBHU3UTOB) U OJIaHK MUChMa (YTJIOBOM BapUAHT PACIIONIOKEHUS PEKBU3UTOB) ISl JAbHEHIIIETO X
WCIIOJIb30BAaHUS TPHU TOATOTOBKE OPraHU3alMOHHO-PACTIOPAIUTENBHBIX W HWH(POPMAIMOHHO-
CIIPABOYHBIX IOKYMEHTOB B KaJpOBOH CITyKOe.

PexBHU3HUTHI OpraHU3anuy T1aHbl IO BapuaHTaM B Tabiume 1.

Tabmua 1
VcxonHble JaHHBIC IS 3aaHHSI 10 BApHAHTAM
Bapuant HNudopmanus 0 koManuu Cdepa nesreapHOCTH
1 2 3
1 OOIIeCTBO ¢ OrpaHUYCHHON OTBETCTBEHHOCTHIO | I[Ipon3BOACTBO TOTOBBIX

"MAIICTPOU-II" (OO0 "Maructpoii-IT") 440061, | MeTaImaeckux u3emuit
r. Yura, ya. IIponerapckas, 5

Tenedon/dakc: (8412) 49-03-92

OKIIO 81934115, OI'PH 1075834004190,
WHH/KIIIT 5834039678/583401001

2 3akpeiToe akuuoHepHoe obmectBo "TpancTex" | Opranuszarus [IEPEBO30K
(BAO "TpancTex") TPy30B

249400, r. Yura, yn. ®okuna, 1. 21

Tenedon: (4844) 46-59-04, daxc: (4844) 46-31-57
OKIIO 79897312, OI'PH 1064024013844,
WHH/KIIIT 4024008905/402401001

3 3akpeiToe akiuonepHoe obmectBo "COKO3" (3AO | Po3nnynas ~ ToproBis B
"COIO3"), HEeCTeIUATU3UPOBAHHBIX
443090, r. Yura, yn. I'actenno, 1. 33 MarasuHax

Tenedon/daxc: (9272) 02-22-77
OKIIO 75167574 OI'PH 1046300581766,
WHH/KIIIT 6316096860/631601001

4 3akpeiToe akuuoHepHoe obmectBo "CKOPOXO/" | Kypbepckas nesTenbHOCTh
(3BA0 "CKOPOXO/")

420111, r. Yura, yn. baymana, 1. 17

Tenedon: (843) 236-06-31, Dakc: (843) 292-59-97
OKIIO 70885336, OI'PH 1031621021300,
WHH/KIIIT 1655076669/165501001

5 OOmiecTBO ¢ OrpaHMYEHHON OTBETCTBEHHOCTHIO | CTpaxoBaHHe
"ABUKOC" (OOO "ABUKOC") OTBETCTBEHHOCTH
196105, r. Yura, nep. SAkoBneBckui, a. 6

Tenedon: (812) 385-05-55

OKIIO 13810321, OI'PH 1037821057779,
WHH/KIIIT 7810283110/781001001




6 3akpeiToe aKIUoHepHOe o001mecTBo "ApeHnaABTo" | ApeHna JIETKOBBIX
(3A0 "ApengaABTo") aBTOMOOMIICH

127287, r. Mockaa, [lerpoBcko-Pa3zymoBckuit mp., A.
21

Tenedon: (495) 733-95-20

OKIIO 71987062, @ OI'PH 1037789038704,
WHH/KIIIT 7713515735/771301001

* nanHas rpada maHa st BBIOOpa JIOTOTHUIIA

3.3 [lepeuenn keiic-3a1a4

BapuanTs! kelic-3a7a4 BBUIOKEHBI B AJIEKTPOHHOU WH(OPMAIMOHHO-00pa30BaTeIbHOM cpejie
3a6MKT UpI'VIIC, nocTymnHO#M 00yuaromeMycst 4epe3 ero JIMYHbIN KaOuHET.

Hwxe mpuBeneH oOpaser] TUMOBOIO BapHaHTa Keic-3aadu MO TeMe, MPEeayCMOTPEHHOU
paboueli mporpaMMoi.

OO6pa3zel] TUIIOBOTO BapuaHTa Kelc-3a/1aun
110 TeMe «OCHOBHBIE JOKYMEHTBI, PETJIaMEHTUPYIOIINE YIIPaBICHUE IEPCOHATIOM B OpraHU3aLin»

3aganue 1: Heo6x0auMo cOCTaBUTh TOJKHOCTHYIO HHCTPYKLIMIO COTJIAaCHO BapUAHTY.

JIOJDKHOCTHYIO MHCTPYKIMIO HY)XKHO 0()OpMUTH Ha 0oOIIeM OJlaHKe OpraHu3anuu (B3STh W3
3aJIaHMsI 110 OJIAaHKaM).

VTBepKkaaeT WHCTPYKUMIO ['eHepanbHbIA JUPEKTOP OpPraHu3alud, MOAMUCHIBAET —
HayaJIbHUK OTJEeJa KaJpoB. BHU3y corimacoBaHus JOKyMEHTA CTaBUT FOPUCKOHCYJBT OpraHU3alMU
(mpumep odopMIIEHUS BH3 COTIIACOBAHMS ITOKa3aH HA PUC. 3 B MPEABIIYIIEM 3aJaHHH).

JlomxkHocTHas HHCTpYKIMs yTBepxkaeHa 01 oktaops 2017 r. 3a Ne 15.

PexBu3uTHI Opranuzaiuu 6epeM 13 npeapayiero 3aaanus (tadm. 1.).

HanmeHnoBaHue OMKHOCTH, HA KOTOPYIO HY’KHO COCTAaBUTh JIOJDKHOCTHYIO MHCTPYKIUIO, a
Takke JOKHOCTH U D.J1.0. OCHOBHBIX JOJKHOCTHBIX JIUI] 110 BapMaHTaM IIPUBEIEHBI B TabuuLe 2.

OO6o0meHHass XapakTepUCTUKa JOJDKHOCTH JJIsi BCEX BapUAHTOB, HeoOXoaumas s
HAIlOJIHEHUSI pa3J/ieioB JODKHOCTHOW MHCTPYKUMHU MpuBefeHa B Tabmuue 2. Heobxoaumo
aJanTUPOBaTh YKa3aHHbIE IYHKTHI (BBIOpAaTh TOJBKO T€, KOTOpbIE MOAXOMAT JUIS «Ballei»
JIOJDKHOCTHOM WHCTPYKIIMH) M J00aBUTh HMX B COOTBETCTBYIOIIME PAa3eibl JOJKHOCTHOM
WHCTPYKIHUU.

Tunosas CTpyKTypa JOJDKHOCTHOM MHCTPYKLMU IIPUBECHA HA PUCYHKE 1.

Tab6muna 1
BapuatuBHbIe TaHHBIE 11 COCTABIECHUS JOKHOCTHON MHCTPYKIUU
Bapu- JoJKHOCTB FencparbHEri Hatranb i IOpuckoHncynpT
JTUPEKTOP oTzena KaJapoB
aHT

1 Menemxep 1o padote ¢ | O3epos ['eopruit Kporos Anekceit | 3emsinHna Mapus
KIIMEHTaMHU ITaByioBHY Muxainosuu [TerpoBHa

2 Menenxep no npoaaxe | CunuubiH Matsei I'oBopun Cepreii | Jlonaruna
TPAHCHOPTHBIX YCIIYT I'ennanpeBUY AnpapeeBny Ekarepuna

AHaToJbEBHA
3 ITomomHuk MeHekepa | Akyinos [letp [Tonmumyk Annpeii | Myp3aeB AHTOH
Hropesuu MBanoBuu Bukroposuu

4 Menemxep o padore ¢ | XKyxos IlaBen MapunnH CrpyeBa AHHa

KJIMEHTAMH EBrenbeBuy Anekcanap JMutpuesHa




BamgumoBuu

ITomomauk MeHemxkepa | KpacHoB Pe16un Urops Xorynern Enena
Anexkcanap ITerpoBru [TaBnoBHa
['eoprueBny
Menemxkep o padore ¢ | Mamun Cepreit Apucros Ilerp Pyxuna Hpuna
KJIMEHTaMHU JIbBOBHY MuxaitioBua BukTtopoBHa
Tabnuua 2

O0001IeHHAsT XapaKTePUCTHKA TIOJDKHOCTH IS BCEX BapUAHTOB




JlomxHocTh. MeHemkep 1o padore ¢ KJIMEeHTAMHU

JomxHocTs. MeHemKep 1o Npoaaske TPAHCHOPTHBIX YCJIyT
JomxHocTs. [lomomHMK MeHeKepa

MeHnenskep ... OTHOCUTCS K KATErOPUM PyKOBOJUTEIEH.

IToMomHUK MeHeIKepa OTHOCUTCS K KAaTETOPUU TEXHUYECKUX UCIIOTHUTEIEH.

Ha nomxHOCTP MeHemkepa.../OMOIIHUKA MeHeJIKepa Ha3HayaeTcs JIMLO, UMEIoLIee
npodeccuoHalIbHOE (IKOHOMHYECKOE) 00pa3oBaHue (BBICIIEE, CPEITHEE)

Menemkep .../IOMOIIHMK MEeHeIKepa J0DKEH 3HATh:

3aKkOHBI M HOPMATHBHBIE IIPAaBOBbIE JOKYMEHTBI, PEIJIaMEHTUPYIOIIUE OCYIIECTBIECHUE
MpeIPUHUMATEIBCKON U KOMMEPUECKOH 1eATeIbHOCTH.

PbIHOYHYIO SKOHOMUKY, TPEITPUHUMATEIHCTBO U OCHOBBI BeJICHUS Ou3Heca.

KoHBIOHKTYpY pbIHKA.

AcCCOpPTUMEHT, Kiaccu(UKALUIO, XapaKTEPUCTUKY U Ha3HAYCHHE TOBAPOB

[Topsiok 11eH000pa30BaHMsl, ONITOBBIC M POSHUYHBIE [IEHBI HA TOBAPHI.

OCHOBBI TEOPUHU MEHEKMEHTA, MAaKPO— U MUKPOIKOHOMHUKH, JI€JI0BOI0 a/IMUHUCTPUPOBAHUS.
ITopsimok KOMMEPUYECKUX YCIOBUH COIVIAIICHHUM, TOTOBOPOB, KOHTPAKTOB.

[lcuxo0JIOTHIO M TIPUHITUIIBI TPOIAK.

DTHUKY JI€TTOBOTO OOIICHUSI.

[TpaBuiia ycTaHOBJIEHUS JEIOBBIX KOHTAKTOB.

OCHOBBI COLIMOJIOTHH, ICUXOJIOTHMH U MOTUBAILIMU TPYJA.

Metoasl 00paboTku WHGOPMALMKM C KCIONb30BAHHEM COBPEMEHHBIX TEXHHUYECKHX CPEICTB
KOMMYHHUKAIIUU U CBS3HU, KOMIIBIOTEPA.

WMHOCTpaHHBIN SA3BIK.

OcHOBBI MapKeTHHIa (KOHLEMNIMI MapKETHHIa, OCHOBBI YIIPABJIEHUS MapKETUHIOM, CIOCOOBI U
HAIPaBIICHUS UCCIICJIOBAHUM PBHIHKA).

[TpaBuiia ycTaHOBJIEHUS JEIOBBIX KOHTAKTOB.

Metonpl 00paboTku WHMOpPMAIMKA C HCIONIH30BAHUEM COBPEMEHHBIX TEXHHUYECKHX CpPEIICTB
KOMMYHHUKAIIUU U CBSA3HU, KOMIIBIOTEPA.

Ha3zHaueHnne Ha JOKHOCTh MeHeHXkKepa.../MOMOIIHMKA MeHel:Kepa U OCBOOOXJEHUE OT
JIOJKHOCTH TIPOU3BOAUTCS MPUKA30M PYKOBOJUTENSI OPraHU3aLuH.

MeHeqkep... /IIOMOIIHUK MeHeJepa TOAYUHSAETCS HEMNOCPEJCTBEHHO KOMMEPYECKOMY
JUPEKTOPY OpraHu3aliu.

Ha Bpems oTcyTCTBHUSI MEHEIKepa... /TOMOIIHUKA MEeHekepa (KOMaHAUPOBKA, OTIYCK, OOJIe3Hb,
mp.) ero 00sS3aHHOCTH BBIMOJHSET JIMI0, HA3HAYEHHOE B YCTAaHOBIEHHOM mopsjake. J[aHHoe nuiio
pUOOpETaeT COOTBETCTBYIOIINE MpPaBa U HECET OTBETCTBEHHOCTh 3a HEHAJJIEXkalllee UCIIOJIHEHNE
BO3JIO)KEHHBIX Ha HET0 00s3aHHOCTEH.

MeHeqkep.../MOMOIIHMK MeHe/IKepa:

OcymiectBisieT coop uH(pOpMaIMU O CIIPOCEe HA TOBApPhI, MPUUMHAX €T0 U3MEHEHUS (TOBBIIICHUS,
TIOHMKCHUS ).

OcymecTBIsIeT MOUCK TMOKymnaTenei (ONTOBBIX M PO3HUYHBIX TOPTOBBIX MPEINPHUATHA, HWHBIX
MOCPEAHUKOB, TP.) U YCTaHABJIMBAET JIEJIOBbIE€ KOHTAKTHI.

VYcTaHaBnMBaeT KOHTAKThl C KIMEHTaMH (TPYIION KIHMEHTOB) MO MOPYYEHHUIO MEHeIKepa I0
MPOJIaXKaM.

[IpoBOUT MEpPEroBOPHI C KIMEHTAMU T10 YCIOBHIM MPOJIaXKU TOBAPOB U OKAa3aHUS COMYTCTBYIOLIUX
YCIIYT.

Pa3pabartbiBaeT npeaioroBOpHyI0 JOKYMEHTAIHIO.

3axiro4aeT OT UMEHH MPEANPHUATHS JOTOBOPHI (KYTLTU-TIPOAAKHU, TIOCTABKHU, AP.).

Opranu3yeT 10CTaBKy UM OTTPY3KY TOBAPOB MOKYIATEISIM 10 3aKIIOYEHHBIM JOTOBOPaM.
KoHTponupyer onjaTy noKynarejasiMd TOBapOB MO 3aKJIIOYEHHBIM JI0TOBOPaM.




Ocy1ecTBIsieT KOHTPOJIb 33 COOJIIOIEHHEM CPOKOB MCTIOIHEHHSI YCIOBUM 10TOBOPOB.
OcymiectBisieT coop nHGOPMAIMHU OT MOKYIATEICH:

— 0 TpeOOBaHUAX K KAYECTBEHHBIM XapaKTEPUCTUKAM TOBAPOB (CPOKE CIY>KOBI, TIpaBHIIaX
M0JIb30BAHUSA, YIIAKOBKE, JIp.);

— 0 TpeOOBaHUAX K MOCIETIPOJAKHOMY 00CTYKHBAaHHUIO TOBAPOB;

— 00 obbeMax U TeMmnax MpoJak TOBapOB KOHEUYHBIM MOTPEOUTEIISIM.
Benet yder nperensuii nokynaresnei Mo UCIOJHEHHUIO 3aKIIOYECHHBIX IOTOBOPOB.
BrisiBisieT mpUuMHBI HApyIIEHUH YCIOBUN JOTOBOPOB, MPUHUMAET MEPHI M0 UX YCTPAHEHUIO U
MpEAYNPEKACHUIO.
Y4acTByeT B TPOBEIACHUH MEPONPHATHA 1O (POPMHUPOBAHUIO CIIpOCa Ha TOBApPHI (PEKIAMHBIX
aKIUAX, IPE3eHTAlUAX, SPMapKax, BBICTABKAX, IIp.).
Cobupaet nHPpOpPMAIHIO O MOKYNATEIIX U 00ECIIEUUBAET €€ BBOJI B AJIEKTPOHHBIEC 0a3bl JaHHBIX.
[ToaroraBnUBaeT OTYETHI O MPOACIAHHONW paboTe, a TAKKE AHATUTHUYCCKHE JTOKJIAJbI, CIIPABKH I10
MOPYYEHUIO0 MEHEKepa 10 MpoaakaM.
BrinomnusieT ciy:xe0Hble OpyUeHUs: MEHeIKepa Mo (PYHKIIMOHAIBHBIM HAPABICHUSIM.
Memnemxep .../OMOIIHMK MeHeIKePa NMEET MPaBO:
CaMoCTOATEIBHO OMpeAeisaTh (GOPMBI pabOThI C KIUCHTAMH, CIHOCOOBI YCTAaHOBIICHUS JCIOBBIX
CBSI3EH.
PacniopsixaThcsi BBEpeHHBIMHU eMy (PMHAHCOBBIMU CPEICTBaMH (Ha MPEICTABUTEILCKHE PACXO/bI).
[ToanuceiBaTh U BUSUPOBATH TOKYMEHTHI B IIPEEIax CBOCH KOMIETCHIIHH.
3HAKOMUTBCA C JOKYMEHTaMH, OMpPENeISIIONIMMU €ro IMpaBa M OO0sI3aHHOCTH MO 3aHMMAaeMOi
JOJKHOCTH, KPUTEPUH OL[EHKU KayecTBa UCIIOJIHEHUS JOHKHOCTHBIX 0053aHHOCTEH.
3anpammBath OT PYKOBOJACTBA U CHEIHAIMCTOB MOAPA3JCICHUN Mpeanpuartus UHGOPMAILUI0 U
JIOKYMEHTBI, HEOOXOTUMBIC IS BRITIOJTHEHUS €T0 TOJDKHOCTHBIX 00S3aHHOCTEH.
TpeboBaTh OT PyKOBOJCTBA MPEANPUITHS OOSCIICUCHUST OPTaHN3AIMOHHO-TEXHHUECKUX YCIOBUH 1
O(QOpPMIICHHUS YCTAaHOBIIEHHBIX JOKYMEHTOB, HEOOXOAMMBIX JJisi HCIOJIHEHUS OJKHOCTHBIX
00s13aHHOCTEH.
3HAKOMUTHCS C JIOKYMEHTaMH, OMNPEACTSIONIMMH €ro IpaBa U OOS3aHHOCTH M0 3aHUMAaeMOMU
JOJKHOCTH, KPUTEPUH OI[EHKU KayecTBa UCIIOHEHUS JOHKHOCTHBIX 0053aHHOCTEH.
3anpamrBarh JUYHO WM MO MOPYYEHHUIO HEMOCPEICTBEHHOTO PYKOBOAMTENS OT PYKOBOAMUTENIEH
MOApa3ACICHUN TPEANPUATHS U CICIHAIMCTOB UHPOPMALIUIO U JOKYMEHTBI, HEOOXOIUMBIE ISt
BBITIOJTHEHHSI €T0 TOJKHOCTHBIX 00S3aHHOCTEH.
BHocuTh Ha paccMOTpeHHE PYKOBOJCTBA MPEIOKEHHS IO COBEPIICHCTBOBAHUIO paOOTHI,
CBSI3aHHOM C MPETyCMOTPEHHBIMU HACTOSIIICH HHCTPYKIIHEH 00SI3aHHOCTIMH.
TpebGoBaTb OT pyKOBOACTBA TOPTOBOTO MPEANPUATHSI 00ECIICUEHUsT OPraHU3aIIMOHHO-TEXHUYECKUX
ycIoBHM W O(QOpPMJICHHST yCTAaHOBJICHHBIX JOKYMEHTOB, HEOOXOIWMBIX JJisi HCIIOTHEHUS
JOJIKHOCTHBIX 00SI3aHHOCTEH.
Menenxep .../MOMOIIHMK MeHeI:KepPa HECET OTBETCTBEHHOCTD:
3a HeHaaNexallee WCHOTHEHHE WM HEHCIOIHEHWE CBOMX JOJDKHOCTHBIX OO0S3aHHOCTEH,

MPEAYCMOTPEHHBIX HACTOSIIEH JOKHOCTHOW HMHCTPYKLUHEW, — B TMpeAesiax, YCTaHOBJIEHHBIX
JIEUCTBYIOIIUM TPYIOBBIM 3aKOHOIaTeNbCTBOM Poccuiickoi denepanni.
3a mpaBOHapylLIeHMs, COBEpPUICHHBbIE B TMPOLIECCE CBOEW MAEITEIbHOCTH, — B Ipejaenax,

YCTAQHOBJIEHHBIX  JEUCTBYIOIIMM  aJMUHUCTPATUBHBIM,  YIOJOBHBIM U  TPAKIAHCKUM
3akoHoJaTenbcTBOM Poccuiickont denepanmm.

3a NpUYMHEHNE MaTepuaIbHOro yiiepoa TOproBoMy NpEeANpUsATUIO — B MpeeaxX, yCTaHOBICHHbIX
JIEMCTBYIOIIUM TPYIOBBIM U TpaXAaHCKUM 3aKoHoAaTenbcTBOM Poccuiickoit deneparumn.

B mpomecce cBoeil neATETRHOCTH MeHeI:Kep .../MOMOIIHMK MeHeI:Kepa OOMEHUBaeTCs
uH(popMallell C COTPYJHUKAMU OpPraHHW3alMd B COOTBETCTBHH C TMPUHSATHIMH JIOKAIbHBIMHU
HOPMAaTUBHBIMH aKTaMH O6HIGCTB3, IMpHUKa3saMH1 IrCHEPAJTIbHOI0O IUPEKTOPA U UHBIMHU JOKYMCHTaMH,
perIaMeHTHPYIOIKUMHU JesiTenbHOCTh O0IecTBa
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3.4 TunoBbie KOHTPOJIbHBIE 32]aHMS JJISl IPOBEIeHUSI TECTUPOBAHUS

bank TecToBBIX Sa,Z[aHI/Iﬁ M0 JUCHUIINIMHE COACPKHUT TCCTOBBIC 3aJaHUsA, PACIIPECACIICHHBIC I10
pasaciiaM u T€MaM, C YKa3aHUCM X KOJIMYCCTBA U THUIIA.

CrpykTypa 6aHKa TECTOBBIX 3a/IaHU TIO JUCITUILINHE

«Z[OKYMGHTaHI/IOHHOC obOecrieueHue ypaBJICHUA IIEPCOHAIIOM)

KomnuecTtBo
Pa3nen nucHumminHel Tewma pasznena TECTOBBIX 3aJaHUM,
tunsl T3
Tema 1. Tema 1. OcHOBHBIE TOHATHUS U
13 —tun OT
TOCYJapCTBEHHOE PETYIUPOBAHUE 13 — tun 3T
JIOKYMEHTAITMOHHOT'O 00CCIICYCHUS YIIPABICHHUS
Pazpen 1. OCHOBBI JOKYMEHTALIHOHHOTO .
A HOKY H Tema 2. Buabl kaipoBoi JOKyMEHTalUU U 14 — tunn OT
obecrieueHHs yTIpaBICHUS i
o01re TpedoBaHus K e 0(hOPMIICHHIO 14 — tum 3T
Tema 3. OCHOBBI JOKYMEHTALIHOHHOTO 13 —tun OT
oOecrieyeHHsl yIpaBJICHUS IEPCOHAIOM 13 —Tun 3T
Tema 4. OCHOBHBIE TOKYMEHTBI
eTrIIaMEHTHPYIO I/Ié[ ny aBJIeHI:Ie TIEPCOHATIOM B 14 =un OT
P PyIotitie yrp p 14 — 1un 3T
OpTraHU3aINH
Pasnen 2. JlJokymeHTupoBanue kaaposeix | 1ema 5. Iopsgok opopmieHus JokyMeHTOB Npu 13 —tun OT
IIPOLIECCOB mpueMe Ha paboTy 13 —tun 3T
Tema 6 JIokyMEHTHpOBaHHUE IBUKEHUS IEPCOHAa 13 — 75m OT
B OpraHu3anuu. JJOKkyMEeHTHPOBaHUE Me
P . Z0KyMEHTHp P 13 — 1un 3T
MTOOIIPEHUS U B3BICKAHUS
Tema 7 Opranmzanus TOKyMeHTO000pOoTa B 13 —tun OT
KaJpoBOH ciyx0e 13 — Tt 3T
Paznen 3. Opranusaius KaapoBOro AP y
JIOKYMEHT0000pOTa
’ ’ Tema 8 Kaaposas craTuctuka 14 =1un OT
o 14 — un 3T
Paznen 4. KoHTpoJIb M TOATOTOBKA Tema 9 Opranusanusi apxMBHOTO XpaHEHUS 13 — 1um OT
KaJIpOBBIX TJOKYMEHTOB K apXUBHOMY KaJIpOBBIX TOKYMEHTOB M TOCYapCTBEHHBIN 13 — tun 3T
XPaHEHUIO KOHTPOJIb
ABTop: Hroro 240:
Jro6una B.A. 120 — tumr OT
120 — tunn 3T

CprKTypa HUTOroBOI'0O TECTA IO AUCHUIIIIMHEC

((HOKYMGHTaHI/IOHHOe o0OecrieueHue YHpaBJICHUA IIEPCOHATIOM




KomnuuecTtso
Paznen aucuuruHb Tema paznena TECTOBBIX 3aJlaHHH,
tunsl T3
Tema 1. Tema 1. OCHOBHBIEC TOHATHUS U
1 —Ttun OT
roCyIapCTBEHHOE PEryIUpOBaHUE 1 — tun 3T
JIOKyMEHTAI[IOHHOTO 00eCIeYeHus] yIpaBIeHUS
Paznen 1. OCHOBBI TOKyMEHTAIIUOHHOTO Tewma 2. Buasl kagpoBoil TOKyMEHTALUU U 1 — 1o OT
obecrieueHuns yrpaBieHUs o0mmue TpedoBanus K e€ oopMIICHHIO 1 —tun 3T
Tema 3. OCHOBBI JOKYMEHTAIIHOHHOTO 1 —Ttun OT
oOecrieueHHsl yIpaBJIEHUS IEPCOHAIOM 1 —tun 3T
Tema 4. OCHOBHBIE TOKYMEHTEI,
1 —tun OT
PETIaMEHTHPYIOIINE YIPaBICHUE IEPCOHATIOM B 1 — 1t 3T
OpTaHU3aAINH
Pasnen 2. JlJokymeHTupoBanue kaaposeix | 1ema 5. [lopsamok opopMiteHns J0KyMEeHTOB pu 1 — tum OT
HpPOLECCOB npueMe Ha paboTy 1 — o 3T
Tema 6. JlIokyMEHTHpPOBaHHUE IBUKEHUS ITepCcoHaIa ———
B OpraHu3anuy. JJokyMeHTHUpOBaHUE M€
p . Jloky P P 1 —Ttun 3T
MOOIPEHUS U B3BICKAHUS
Tema 7. Opraru3anus TOKyMEHTO000pOoTa B 1 —Ttun OT
KaJpoBOH cIryk0e 1 —Tun 3T
Pazpen 3. Opranuzanus KagpoBOro
JIOKYMEHT0000pOTa
Tema 8. KagpoBas cratuctuka I =mun OT
- halp 1 —tun 3T
Paznen 4. KoHTpoJIb ¥ TOATOTOBKA Tema 9. Opranuzarust apXuBHOTO XpaHEHUS | — tun OT
KaJpOBBIX JOKYMEHTOB K apXUBHOMY KaJPOBBIX JOKYMEHTOB M TOCYJapCTBEHHBIN 1 — 1t 3T
XPaHEHHUIO KOHTPOJIb
ABTop:! HUroro 18:
Jlrobuna B.A. 9 —tun OT
9 —tun 3T

bT3, kpurepun ¥ IIKajga OLEHUBAHUS, KOJMYECTBO BOIPOCOB B TECTOBOM 3aJaHUU
cootBeTcTBYIOT ®OC nUCUMIUIMHBI, BBICTABJICHHOMY B 3JEKTPOHHOM HH(OpMalMOHHO-
obpaszoBatensHOl cpene 3a0VDKT HpI'VIIC, noctynmHoi oOywaromemycss depe3 €ro JIMYHbIN
KaOUHET.

Hwxke mnpuBeneH oOpasel] THIIOBOTO BapHaHTa HWTOrOBOTO TECTa, IPEIyCMOTPEHHOTO
paboueil mporpaMMoil TUCIUTUIUHEI.

OOGpa3zelr TUTIOBBIX BAPUAHTOB TECTOBBIX 3aIaHHM,
MPEeIyCMOTPEHHBIX pabodeil mporpaMMoit




1. BeiGepuTe npuka3zbl, OTHOCALIMECS K IPUKA3aM 10 TUYHOMY COCTaBY:
1) mpukas o mocraBke 000py10BaHUS

2) nmpukas o nmpueMe Ha padboTy

3) npuka3 0 KOMaHAMPOBAHUU

4) npuka3 00 yTBEpP)KICHUU MOJIOKEHUS O IIEPCOHAsIe

5) nmpuka3 o co3/1aHUM KOMHUCCHU TI0 TIPOBEpPKE

2. BeiOepuTe npuKasbl, OTHOCAILINECS K IPUKa3aM IO OCHOBHOM JIEATEIILHOCTH:
1)mpuka3 06 yBOJIbHEHUHN

2)npukas o mpueme Ha paboTy

3)npukas 0 KOMaHAUPOBAHUH

4)npuka3 00 yTBEp:KICHUH MOJIOKEHHSI O CTPYKTYPHOM TOAPA3eICHIH
5)npukas o co3aHNU KOMUCCHH IO BHYTPECHHEMY ayTUTY

3. Kakue /1Ba JOKyMEHTa COCTaBJISAIOT PH 0(OPMIICHUH MTOOIIPEHHsI paOOTHHUKA!
1)3asiBnenue

2)npeacTaBiIeHHue O MOOIIPEHUN

3)npuka3s o MOOMPEHUN PAOOTHHKA/PAOOTHUKOB

4)noknaaHas 3anucka

5)o0BsICHUTENIbHAS 3aITHCKa

4. BcraBurth IPONYIIEHHOE CJIOBO. OCHOBaHMSIMA JUIA HW3IAHUS IIpuKasa 0 JUCHUINIMHAPHOM
B3BICKAHHUU IBIIETCH < > 3aIlHMCKa

5. BcraButhk mpomymieHHOE ca0BO. JlaToil MOJKHOCTHOW HMHCTPYKIHMHU SBIsSETCS narta e&
< >

6. BcraBurh mnpomyiieHHOE CIOBO. YKakuTe (OpMBI OpraHu3alMy JIENONPOU3BOJACTBA HA
OPSANPUATHH < >

7. BBLAETSIOT CleayIoIe OCHOBHBIE TOKYMEHTOMOTOKHU:
1)Bxoasuit

2)CpOUHBIH

3)OT4EeTHO-CTATUCTUUCCKUN

4)pacniopsSANTENbHBIH

8. BcraButh MMPOMYIIEHHOC CJIOBO. I[OKYMeHTBI, MOCTYIIAOMIUEC B OPraHU3alu0 U3BHE, HA3bIBAOTCS
< >

9. BcTtaBuTh mporyiieHHOE ClTOBO. JJOKYMEHTHI, HalpaBisieMble U3 Ballledl OpraHu3aluu B JIIOOYIO
JIPYTYI0, Ha3bIBAKOTCS < > .

10. BcTaButh MMPpOMyIEHHOC CJIOBO. I[OKYMCHTLI, CO31aBaCMbIC BHYTPHU OpTaHU3allUH, HA3bIBAOTCA
< > .

11. BcraButh mnpomnymieHHOE CcJI0OBO. JIOMKHOCTHOE JIMII0, KOTOPOE MPOCMATPUBAET MPOEKT
JOKYMEHTa Ha TpeIMeT BO3MOXKHBIX OIIMOOK B paMKax CBOEH KOMIIETEHIIMH, Ha3bIBaeTCA
< > JIALO .

12. BcraButh mpomyiieHHOE CI0BO. JIOMKHOCTHOE JIMIO, OO0JamaroIiee MOJHOMOYHSAMHU st
MOAIMCAHUS JOKYMEHTOB, HAa3bIBAETCS < >,




13. BcraButh mpomymieHHOe clIoBO. PaOOTHHMK, Ha3HAYEHHBIH PYKOBOICTBOM ISl BBITIOJHEHUS
3aJaHusd 0 JOKYMEHTY, Ha3bIBAeTCA < >,

14. Kakue pasmepbl MPUPTOB PEKOMEHAYETCS HCIOIb30BaTh MpU OPOPMIICHUU JTOKYMEHTOB
coriacao 'OCT P 7.0.97-20167?

1)Ne 12, Ne 13, Ne 14;

2)Ne 12, Ne 14, Ne 16;

3)Ne 11, Ne 12, Ne 14.

15. Hudpooii mwim 6yKBeHHO-IIUPPOBON MACHTH(DHUKATOP TOKYMEHTA, BKIFOYAIOIINN TOPSIAKOBBIN
HOMEp, JOMOJHSAEMBIA IO KEJIAHWI0 HHICKCAMH COTJIaCHO HCIOJB3YEeMBbIM KiacCU(pUKATOpaM,
Ha3bIBaeTCA < > JNOKyMCHTa

16. Perucrpauuu noanexar:

1)TOABKO JOKYMEHTBI, CO3/IAl0LIMECs OpraHu3alen

2)TOJIBKO JOKYMEHTBI, OCTYMAIOIINE U3 IPYTHX OpraHU3aIui

3)Bce JOKYMEHTBHI, CO3/Ial0IIIECs B OpraHU3alUK U TOCTYIAIOIINE U3 IPYTUX OpraHu3alui U oT
YaCTHBIX JINI]

4)TONBKO TOKYMEHTBHI, TOCTYMAOLINE OT YACTHBIX JIHI]

17. YcTaHOBUTE COOTBETCTBHE MEXY CHCTEMaMH U BHJIAMHU OPraHU3allMOHHO-PACTIOPSIUTEILHON
JOKYMCHTAllUU:

1)Opranu3annoHHO-TIPaBOBasi<|>YUYpeAUTEIbHBIN JOTOBOP, MOJOXKECHUE O MEPCOHAJIC, HHCTPYKIUS
0 JETIOTIPOU3BOICTBY

2)Kanpoasi<|>KoJJIeKTHBHBII TOTOBOD, JINYHASL KAPTOUKA, TPYIOBas KHUKKA
3)CnpaBouno-uadpopmarronHas<|>IIpoToko, 1e1oBoe MUCbMO, OOBSICHATEIbHAS 3aITUCKa

18. Vkaxure 1OCIENOBAaTENbHOCTh 3TallOB pabdOThl € BHYTPEHHUMHU OpraHU3allMOHHO-
pacopsAUTEIbHBIMUA JOKYMEHTAMHU:

1) CocraBneHue HCHOJHUTENEM MpoeKkTa JokyMmeHTa<|[>IIpoBepka mnpaBUIbHOCTH O(OpPMIIEHUS
nokymeHnTta<|>Iloanucanue JOKyMeHTa pyKOBOAMTEIEM OpraHu3auu<|>Peructpamus 10KyMeHTa

2) VYkaxuTe MOCIEeN0BaTeIbHOCTh 93TAaNoOB paboOThl € BHYTPEHHHMMH OpIraHU3alMOHHO-
pacnopsAUTEeNbHBIMU TOKYMEHTAMU:

3) CocraBieHue UCIOJHUTENEM MpoeKTa AoKyMeHTa<[>CoriacoBanue nokymeHnta<>Ilonnucanue
JIOKYMEHTa PyKOBOJUTEJIEM OpraHu3auuu<|>Perucrpauus 10KyMeHTa

3.5 IlepevyeHb TeopeTHYECKHUX BONPOCOB K IK3aMeHY
(U1t OLIEHKH 3HaHUIN)

Pasnen 1. OcHOBBI JOKYMEHTAIIHOHHOTO 00eCIIeYeHHs] YIIPABJICHHUSA

1. CymHoCTbh, coAepKaHWE€ W OCHOBHOE Ha3HA4YCHHE JOKYMEHTAI[MOHHOTO OOeCredeHus
yIpaBJieHUsI.

2. CyuHocTh, co/iep)KaHHe U OCHOBHOE Ha3HAu€HHUE JOKYMEHTHUPOBAHUS YIpaBlIE€HUYECKON
JESATEIIBHOCTH.

3. IlonsTHe, BUABI U HA3HAYCHUE JOKYMEHTA.

4. Ponb 1o0KyMeHTa B paboTe yIpaBJIeHUYECKOTro anmnapara.

5. IlonsTre o TOKyMeHTax U crnoco0ax JOKyMEHTHPOBAHHUS.

6. IlonsTne yHudUKaLuu TOKyMEHTOB, €€ OCHOBHBIE LIEJIM U 3Tallbl.

7. llonsiTue, coaepxkaHue CTAaHAAPTU3ALMU JOKYMEHTOB M €€ OCHOBHBIE 1IEJTH.

8. 3akoHomaTtenbHas W HOPMaTHUBHO-MeTOAMYecKas  0a3a  JOKYMEHTALMOHHOTO
oOecrnieyeHus ynpaBaeHUs.



9. T'ocyagapCTBEHHBIN KOHTPOJIb BECHUS KaIPOBOM JOKYMEHTAIWH.

10. Hcropus pazButus aenonpousBoicTsa B Poccun.

11. OcobGeHHOCTH OpraHU3allii COBPEMEHHOTO JCIIONPOU3BOACTBA B PD.
12. T'ocyapcTBEHHOE peryjaupoBaHue JI€I0NpoU3BoICcTBa B PO.

13. PexBH3UTHI TOKYMEHTOB, IIpaBuia opopmMiIcHHS.

14. Brnanku J1OKyMEHTOB, BUABI OJaHKOB.

15. ®opmynsip-obpazels OpraHM3aMOHHO-PACIOPATUTEIEHOTO TOKYMEHTA.
16. IOpuanueckas cuina JOKYMEHTA.

17. TlonsTHE TOKYyMEHTOOOOPOTA, TOKYMEHTOIIOTOKOB.

18. Opranuszanus 10KyMEeHTO000pOTa Ha MPEANIPUATHH.

Pa3znea 2. [lokymMeHTHPOBaHHE KAJAPOBbIX MPOLECCOB

19. OcobenHocTy OpraHu3anuy KaJpoBoro AeJ0NpPOU3BOACTBA HA IPEIIPUITHN.

20. Opranuzanronssie GOPMbI OCYIECTBIEHUS KaAPOBOM paboThI Ha MPEANPHUATHH.

21. CoctaB U BHUJIbl pEKBU3UTOB JJOKYMEHTOB.

22. TpeboBanus Kk 0OPMIICHUIO PEKBU3UTOB.

23. IlpaBuna opopmMiieHUs U COCTABICHUS OPraHU3AIMOHHBIX JIOKYMEHTOB.

24. CoctaB U BU/Ibl OPraHU3aLMOHHBIX JTOKYMEHTOB.

25. TlpaBuna oOopMIIEHUS U COCTABICHUS PaCIOPAIUTEIbHBIX JOKYMEHTOB.

26. CoctaB U BUJIbl paCOPSAUTEIbHBIX TOKYMEHTOB.

27. Tlopsanok u npaBuia 0QpOpMICHHUS JOKYMEHTOB 10 IHNYHOMY COCTaBY

28. CoctaB U BUJIbl JOKYMEHTOB IO JUYHOMY COCTaBY.

29. IlpaBuna oOpMIIEHHUS U COCTABIECHUS CIIPABOYHO-MH(POPMALIMOHHBIX TOKYMEHTOB.

Paznen 3. Opranusanusi KagpoBoro 10KyMeHT000opoTa

30. JlokyMeHTaIus 1o y4eTy KaJpoB Ha MPEIIpUsTHH.

31. JlokymMeHTHpOBaHHE JUYHOTO COCTaBA IPEIIPUSIITHSL.

32. Opranusanus JOKyMEHTOO00pOTa Ha MPEANPHUATHH.

33. IloaroToBka Jen K apXUBHOMY XPaHEHHIO.

34. Oco0GeHHOCTH PeUyeBOro XkaHpa CIIy)KeOHBIX JOKYMEHTOB.

35. KoHTpOJIb UCTIOJTHEHUS! IOKYMEHTOB.

36. Cucremaruszanus JOKyMEHTOB U UX XpaHEHHUE.

37. Twunoas mpoiienypa npueMa Ha padboTy.

38. CocTaB U XapakTepuUCTHKa JIOKYMEHTOB, IpeAbsABIseMbIX pu mpueMe Ha padory (TK
PD).

39. CocTaB U XapaKTepUCTHKA JJOKYMEHTOB, OOPMIIIEMBIX OpraHU3aliel Npu nprueMe Ha
paboty (TK PO).

40. Tunosas mpolietypa NpeKparieHus Tpy10BOi 1eATeIbHOCTH (YBOJIbHEHNU).

41. CocrtaB U XapaKTepUCTUKA JOKYMEHTOB, O(OPMIIIEMBbIX IPH YBOJBHEHUU C PabOTHI
(TK POD).

42. Tunossle npouexypsl ABUxkeHUS nepconana B opranuzauuu (TK PO).

43. JlokyMeHTHpOBaHHUE MepeBoA0B Ha apyryto padoty (TK PD).

44. JlokymMeHTHpOBaHUE OOUIPEHNUI U TUCHUTNIMHAPHBIX B3bICKAaHUM.

45. Tlonoxenue o cayx0e mepcoHana.

46. JIoJKHOCTHBIE MHCTPYKIIMH COTPYIHHUKOB CITy>KOBI TIEpCOHAIA.
47. Cocrapienne u 0hOpMIICHHE TPYIOBOTO JOTOBOPA.

48. Tpynoas nqucuuiuivHa. [IpaBuia BHyTpeHHET0 TPYAOBOTO pacropsKa MpeaArnpHsITUs.
49. OdopmieHne JOKYMEHTOB MPHU B3bICKAHUSX.

50. OdopmiieHre JOKYMEHTOB MPH MOOLIPEHUSIX.

51. Bpewms otapixa. OpopmMieHre oTmycKa.

52.  JIoKkyMeHTOO0O0POT 10 0(OPMIIEHUIO OTITYCKOB.

53. JlokyMeHTHpOBaHHE KOMaHAMPOBAHUS pabOTHUKA.

54. JIokyMeHTO00OPOT 110 0POPMIICHHIO CIYXKEOHBIX KOMAaHAUPOBOK.
55.  JlokyMeHTOO0O0pOT Mo 0OPMIICHUIO YBOJIbHEHUS PAOOTHUKOB.



Pa3znea 4. KOHTPOJIb M MOATOTOBKA KAAPOBBIX JOKYMEHTOB K APXUBHOMY XPaHEHHU IO

56. Jluynas kaptouka opmsl Ne T-2 paboTHHKA.

57. Benenue TUYHOTO Jieja pabOTHUKA.

58. BeneHue u yyeT TpyJOBBIX KHUXKEK.

59.  KoHTpoJib HCTIOJIHEHUS IOKYMEHTOB.

60. IlpaBuna coctaBieHUs U BEACHHUSI HOMEHKJIATYPBI AEII.

61. IlpoBeaeHue F3KCHIEPTU3BI LIECHHOCTH JOKYMEHTA.

62. IlpaBuia XxpaHeHUsl JOKYMEHTOB.

63. Ilepenaua nen Ha apXMBHOE XpaHECHUE.

3.6 IlepeyeHb THNOBBIX NPOCTHIX MPAKTHYECKUX 3aJaHUI K IK3aMeHY

(11 OIIEHKHW YMEHHU )

3aganue 1. CocTaBUTh BHYTPEHHIOIO JOKJIAJHYIO 3aMUCKy COIJIACHO BapuUaHTy (HOMEp
BapHaHTa TOT € YTO U B 3aJIaHUU 110 OJIaHKaM).

JloknanHyro 3anucky odopmisieM Ha aucte ¢popmara A4.

AJlpecaToM JIOKJIQHOM 3amuCcKu OyJeT TeHepalbHbIA JaupekTop opranuzanuu (OHUO
reHepaIbHOro JUPEKTOpa OepeM U3 3a/laHus MO JOJKHOCTHOM MHCTPYKIIUN).

Cumyayusn 1

Havanenuk otnena xaapos Hamed kommanuu (PO GepeM w3 3a1aHus MO JOHKHOCTHOU
WHCTPYKIIMK) HampaBwi reHepaibHoMy aupekropy (PUO Gepem u3 3amaHust 1Mo AODKHOCTHOU
MHCTPYKLHMHU) JOKIAJAHYIO 3alKCKy, B KOTOPOH JOBOAMI JO €ro CBEJIEHUS, 4TO pabouue BTOPOTo
nexa JIL.A. Ilpoknos, I1.A. JIpo3noB, E.M. [IpyHuH TOCTOSHHO oOma3AbIBalOT Ha padbory. OH
MOSICHSUI, YTO WM, KaK HA4YaJbHUKOM OTJeNa KaApOB, ObLI MPUHAT PSI MEp, HAMpPaBICHHBIX Ha
MOBBILICHUE JUCLUIUIMHBI YKa3aHHBIX pabo4MX: IPOBEIEHBI Oecebl, BbISICHEHBI OOCTOSTEILCTBA
omo3laHuii Ha paboTy, coOpaHbl OOBSACHUTENbHBIC 3alUCKU C HapyIIUTENed TpPyAOBOi
JUCLUIUIMHBL, OJIHAKO, OMO3JaHUsI PErYJISIPHO MPOI0JIKAIOTCS.

[looToMy HayanbHUK OTHENa KagpoB TMPOCUT TEeHEPaIbHOIO JAUPEKTOpa HaKazaTh
HapyLIUTENIEH TPYI0BOM JUCIUILIMHBL, JIUILIUB UX IPEMUHU 3a 4yeTBepThIil kBapTan 2016 roxa.

3apanue 2. Jlate ompeneneHue JAOKyMeHTooOopoTa mnpennpusitus. CrenaTe aHaIU3
OpraHM3aly JOKYyMEHTOOOOpoTa (Ha TpUMepe KOHKPETHOTO TMPEANpHUSATHS, Ha KOTOPOM
NPOXOIWIN MpakTuKy). IlpencraBute uHGOpMaNuUI0 O MNOAPA3/IEICHUHU, KOTOPOE BBIOJIHSAET
GYHKIIUM 10  JIeNOMPOU3BOJICTBY; €ro YHCICHHBIA COCTaB; oOOpa3oBaHHE, CTaXXK pPabOThI
COTPYAHHKOB, BBITTIOJIHACMBIC UMU q)YHKHI/II/I

3aanue IpeCTaBUTh B BUE pedepara U 3aciyliaTh Ha MPAKTUYECKOM 3aHSITHH.

3aganue 3. Ha ocHOBaHMM KOHKPETHBIX NpPEeINpUITHNA I'. UUTHI clenaTh aHauu3 KaJpoBOU
paboTh! (00s13aTENBHO yKa3aTh HANMEHOBAHUE CTPYKTYPHOTO IMOJPA3/EICHUs, OCYIECTBISIOLIETO
KaJpOBOE JEJIONPOU3BOJCTBO, YUCIECHHBIM COCTAaB NOJPA3ACiICHUsl, HAMMEHOBAHHUE JIOJKHOCTEH,
o0Opa3oBaHue, CTaxX pabOThI U BBINOIHSAEMbIE QYHKIUH).

3anaHue NpeJCcTaBUTh B BHJIE pedepaTta U 3aciIyllaTh Ha MPAKTUYECKOM 3aHATHH.

3aganue 4. Ha ocHOBaHMM JaHHBIX KOHKPETHOIO MPEANPUATHS MPEJOCTABUTH
uH(popMaLrio 0 POPMUPOBAHUU U XPAHEHUIO KaJIPOBBIX TOKYMEHTOB.

WNudopmanuio NpeaocTaBUTh B BUJAE JIOKJIAJa, 3aciyllaTh Ha MPAaKTUYECKOM 3aHATHH U
BBISIBUTH TOJIOKUTENbHBIE M OTPHUIIATEIIbHBIE CTOPOHBI B (DOPMHUPOBAHMM U XPAHEHUU KaapOBOM
JOKYMEHTALUU Ha IIPEANPUATHH.



3.7 IlepeyeHb THUNOBBIX MPOCTHIX MPAKTHYECKUX 3aaHUH K IK3aMeHYy
(7151 OIIEHKU HABBIKOB M (WJIM) OIBITA JAESITEIIbHOCTH)

3aganue 1. 3anonHeHUE TPYJOBON KHUKKH.

3anoIHUTh TUTYJIBHBIA JINCT TPYAOBOM KHIDKKM M BHECTH 3allCh B Paslell TPYIOBOH
KHIDKKH «CBeneHus 0 paboTey.

HanmenoBanue opraHu3aiyy, B KOTOpYIO paOOTHHK ITPUHUMAETCS Ha paboTy, U Ipyrue
HEO0XOIMMBIE IaHHBIE YKa3bIBAIOTCSI CAMOCTOSTEIBHO.

o B a5
2% TpynoBas KHWKKA

& TK-IINe 0595535

damunusa
Wmsa
OT4yecTBO

Jata poxaeHunsa
(4ncno, mecsay, rog)

O6pa3oBaHue

[Ipodeccus, cnenuaabHOCTD

JlaTa 3amoJIHEHUS «___» 20_r.
(umcno, mecsy, roa)

[Moanuch Baazeblia KHIKKH

[lognuce sKMila, OTBETCTBEHHOIO 3a BeJleHUe
TPYAOBBIX KHUXEK
M.II.

(pas6opuuso)

Puc.1. TuTynpHBIN JIUCT TPYOBOM KHUKKH



Ne 3anucu Jara CaezeHus o npueMe Ha paboTy, IepeBojie Ha HaumenoBanue, nata

YHCIIO MecCsII] roJ JPYTYIO MIOCTOSIHHYIO paboTy, KBaTU(UKAIIHY, ¥ HOMEp JOKYyMEHTAa,
YBOJbHEHUH (C YKa3aHHUEM MPUIHH U CO Ha OCHOBaHUH
CCBUTKOM Ha CTaThIO, MYHKT 3aKOHA) KOTOpPOTO BHECEHA
3ammch
1 2 3 4

Puc. 2. Pa3Bopot paznena TpyaoBoil kHMKKU «CBeeHHs O ITpHeMe Ha padoTy, epeBoie Ha
JPYTYIO MIOCTOSTHHYIO paboTy, KBanu(pHUKanu, yBOJIbHEHUN
(c ykazaHMeM IPUYMH U CCBUIKOM Ha CTAThIO, IIHKT 3aKOHA)»
3aganme 2 . [loarorouts npukaz OO0 «Kapbepa» o pa3paboTKe MONOXKEHUS O HOBOM
CTPYKTYypHOM nojpazaeneHun «OTaen oneHKU U oOyueHus». YKaxkuTe Lenb npukaza. B npukase
HOpPEANUCcaHo AUPEKTOPY MO MEepCoHATy pa3paboTaTh HMPOEKTHI MOJIOKEHUs; HayaJbHUKAM OTella
MapKEeTHHIa, IOPUIUYECKOro OT/AeNa, OyXraiaTepuu NpoBecTH Bu3upoBaHue 1o 15.12.2021; Ha
YTBEPKACHHUE TMOJIOKEHHUE MpeacTaBisatoTcs B ¢pok 10 20.12.2021. KoHTpoarpoBaTh BBIOIHEHHE
npuKasa OyJeT 3aM. FeHepalbHOro JUPEKTOopa 1o oomuM Bonpocam Muxees O.I1.
Odopmute mpuka3 B cootBercTBUU ¢ TpeboBanusmu ['OCT P 7.0.97-2016 co Bcemu
HEOOXOJUMBIMU PEKBU3UTAMHU.

3apanue 3. CocTaBUTh TPOTOKOJ CTYACHYECKOTO coOpaHus, 4TOObI OH oO0maman
IOpUANYEcKoi cuoil. B mokymeHTe yka3aTh oOs3aTenbHBIE BOCEMb pEKBH3UTOB. HeoOxomumyro
UHPOPMAIIHIO yKa3aTh CAMOCTOSTEIBHO.

Komnuto qokyMeHTa npeocTaBuTh AJis TPOBEPKU MPETIOAaBaTEIIO.

3ananne 4. PazpaGotate ¥ odopmMHTh Ha BbIOOp [JBa JOKyMEHTAa U3 TPYIIbI
OpraHM3al[MOHHBIX JOKYMEHTOB. OOpaTuTh BHMMAaHHE Ha O(OPMIIEHHE THUTYJIBHOTO JIMCTA U
oopmieHns He0OX0IUMBIX peKBU3UTOB. HeoOXxonumyro nHpopMalnio yka3arb CaMOCTOSATEIBHO.




4 MeTonnyeckue MaTepHaJibl, ONpe/esilolne NPoleAypPy OlleHUBAHUSA
3HAHMii, yMEHUI1, HABBIKOB U (HJIH) ONBITA AeATEJIbHOCTH, XapAKTEePU3YOIIHNX
Tanbl GopMHUPOBAHNS KOMIIETeH NI

B Tabnuue naHo omucanue mpouUeAyp MPOBEIEHUS KOHTPOJIbHO-OLIEHOYHBIX MEPONPUSITHIA,
COOTBETCTBYIOIIUX paboyeil mporpaMMe AWCHUIUIMHBI, U TPOLEAYpP OICHWBAHUS PE3yJIbTaTOB
00y4eHHs C TIOMOIIbIO CINTAHUPOBAHHBIX OLIEHOYHBIX CPEJICTB.

Haumenosanue
OLEHOMHOTO OnucaHus NpoLeaypsl MPOBEAECHUS KOHTPOJIbHO-OLIEHOYHOTO MEPOIIPUATHS U
MIPOLIEAYPHI OLICHUBAHHUS PE3YIIHTATOB 00yUYEHNUS
cpeicTBa p yp pesy. y
WnpuBuayanbHble TBOpPYECKHME 3aJaHUsl BBINAIOTCS Ha IPAKTUUECKUX 3aHATHSX,
MPEIIECTBYIOMIMX H3YUEHUIO MpelaraeéMoi TeMbl. 3a/laHus BBUIOKEHBI B 3JIEKTPOHHOU
nH(pOpMaMOHHO-00pa30BaTeNbHON cpene 3a0MXKT HpI'VIIC, JIOCTYIIHOU
o0ydaromieMycsl 4epe3 ero JUYHbIH KabuHeT. VIHauBHyallbHbIE 3a/laHusl JOJDKHBI OBITh
WNupuBuayansHOE YHaIoMeMy P AMBHILY A A

BBITIOJIHEHBI B YCTAHOBJICHHBIH IPETIOaBaTENIeM CPOK M B COOTBETCTBUH C TPEOOBAHUSIMH
K odopmieHHI0 (TEKCTOBOH ® Tpaduueckoi dacteilt), chOpMyIHPOBaHHBIMH B
[Momoxennn «TpeboBaHus K OQOPMIICHUIO TEKCTOBOW M Ipaduueckoil JOKyMEHTAlUH.
HopMOKOHTpOIIB» B MOCIEAHEH peqakiuy. BrIoMHEHHbIC 3a1aHNs B HA3HAYCHHBIH CPOK
CIIAFOTCS Ha MPOBEPKY

TBOPYECKOEC 3aJaHUE

IIpenogaBaTens He MeHee, YeM 3a HENENI0 10 CpOKa pEeUIeHHs KeWc-3a7ad JIOJKEH
Keiic-3amaua JIOBECTH JI0 CBeleHUs OOydaromuxcsl MpejasiaraeMmble Kehc-3amaun. PerneHHble Kekc-
3a/1a4y B Ha3HAUEHHBIN CPOK CIAIOTCS HAa POBEPKY NPENOAABATEIIO

BrimonHeHne 3ajaHuil  pPEeKOHCTPYKTHUBHOTO ypPOBHA, MPEIYCMOTpEHHBIE paboueit
NIPOrpaMMOM JUCLUILIUHBL, IPOBOJATCS BO BpeMs NPAKTUYECKUX 3aHATUH. BapuaHtoB
3aJlaHuil [0 TeMe HE MeEHee IIITH. Bo BpeMs BBINOJHEHUS 3aJaHuil I0JIb30BaThCS
yueObHukaMu. CIpaBOYHHMKAMH, KOHCHEKTAMM JICKIUM, TeTpaasiMH A8 MPaKTUYECKUX
3aHATUH He paspeaercs. IIpenogaBarens Ha IPaKTUUYECKOM 3aHATUM, NPEALLIECTBYIOILIEM
3aHATHIO TTPOBEJICHUS KOHTPOJIS, JOBOAMUT O OOyJarOUIUXCS: TEMY, KOJIMUECTBO 3alaHUN
U BpeMs1 BBIOJIHEHHUSI 33 JaHUI

PasnoypoBHeBbIE 3a1aun
(3amanus)

TGCTI/IpOBaHI/Ie MPOBOAUTCH IO PE3yJbTaTaM OCBOCHUS PA3JACIIOB AUCHUIIIIMHBI BO BpEMA
MPAKTUYICCKUX 3aHATHH. Bo BpEMsA  IIPOBCACHHA  TCCTUPOBAHUA  MOJb30BATHCA
y‘IG6HI/IKaMI/I, CIIPABOYHUKAMHU, KOHCICKTAMU HCKHHﬁ, TEeTpaAIMU U1 TIPAKTUYCCKUX
Tect 3aHATHH HE Pa3peuICHO. HpCHO,Z[aBaTGJ'IL Ha MPAKTUYCCKOM 3aHATUH, NPEALNICCTBYIOMICM
3aHATUIO TIPOBCACHUA TCCTA, NOBOAUT 1O O6y‘IaIOH.[I/IXC$[Z TEMBI, KOJIMYECTBO SaI[aHI/Iﬁ B
TECTC, BpPEMSA BbIIIOJHCHU. PeSyJ'H)TaTI)I TECTUPOBAHUA BHUIHBI o6yqa}omeMyc;1 Ha
KOMITBIOTEPE Cpady HOCJIC MTPOXOKIACHUA TECTA

Jns opraHM3alMd WM TIPOBENCHHS] NPOMEXKYTOUYHOW arTecTanud B ¢GopMe DIK3aMeHa
COCTaBJIIIOTCSL TUIIOBBIE KOHTPOJIbHBIE 33JjaHUsl WJIM MHbIE MaTepHajibl, HEOOXOAUMBbIE IJIsi OLEHKU
3HaHWH, YMEHWH, HaBBHIKOB U (WJIM) OMBITa JEATEIFHOCTH, XapaKTePU3YIOIUX OJTambl
(dbopMHpOBaHUs KOMIIETEHIIUI B MPOLIECCe OCBOEHHS 00pa30BaTeIbHOM MPOrpaMMBl:

— MepeYeHb TEOPETUYECKHIX BOIIPOCOB K SK3aMEHY ISl OLIEHK! 3HAHHA;

— MepeyeHb TUIOBBIX MPOCTHIX MPAKTUYECKUX 3aJaHUH K SK3aMeHY (JUIsl OLIEHKH YMEHUH);

— MEepPEeYeHb THUTIOBBIX MPOCTHIX MPAKTHYECKUX 3aJaHUN K dK3aMeHY (IUIs OIIEHKH HaBBIKOB M
(unu) ombITa ACSITENEHOCTH).

[lepeyeHb TEOPETUYECKUX BOIPOCOB W TEPEYHU THITOBBIX NMPAKTHUECKUX 3aJaHUN Pa3HOTO
YPOBHSI CIIO)KHOCTH K 9K3aMEHY 0OydJaroluecs MoJy4yaroT B Hayalle CeMecTpa yepe3 dJIEKTPOHHYIO
uH(popMalnoHHo-o0pa3oBarenbHyto cpeay 3a0VKT Upl'VIIC (muunblit kabuHeT 00y4daromerocs).

Onucanue npoueayp NpoBeAeHUs MPOMEKYTOYHOM ATTeCTALIUM B (pOpMe IK3aMEeHa
1 OLICHMBAHUS Pe3yJIbTaTOB 00y4eHHs

HpOMC)KYTOQHaH arrecranus B (I)OpMC 9K3aMCHa MPOBOJAUTCA IMYTEM YCTHOT'O CO6CCC,Z[OB3HI/I$I
Mo OujieraM. BHIIETHI COCTaBJIEHBI TaKHM O6p2130M, 49qTO B Ka)K)IBIﬁ W3 HHX BKJIIOYal B ceOs
TCOPCTUUICCKHUEC BOIIPOCHI U NPAKTUYICCKHUC 3a/JaHH.




buner comepxut: 2 TEOPETUYECKUX BONPOCA JIA OIEHKH 3HAHWUM, TEOPETUUYECKUE BOMPOCHI
BBIOMPAIOTCS M3 TIEPEUHS BOIIPOCOB K AK3aMEHY; 2 MPAKTUYECKHX 3a/1aHusl.

Pacrnipenienienrie  TeopeTHYECKMX BOMPOCOB MO AK3aMEHALIMOHHBIM OWJIETaM HAXOIUTCS B
3aKphITOM s oOyuarommxcst jgocryne. Pa3paboTaHHblii kKoMIiekT OuieroB (25 OuieroB) He
BBICTABJISIETCSA B DJIEKTPOHHYIO HMH(OpManmoHHO-o0pa3oBatenbHyto cpeay 3a0llXKT Hpl' VIIC, a
xpanutca Ha Kadenpe-paspaborunke POC Ha OymaxkHom Hocutenre B coctae DPOC mo
JTUCIUIINHE.

Ha sk3amene oOyuaromuiicss 6eper Owier, JUisl MOJATOTOBKM OTBETa HA AK3aMCHAIIMOHHBIN
ouer o0yuaroemMycs OTBOJUTCS BpeMs B ripenaenax 45 munyT. B mporiecce oTBera o0yuaromnierocs
Ha BOIIPOCHI U 3aJlaHusI OMJIeTa, IPenojaBaTeib MOXKET 33/1aBaTh JIOTIOJTHUTEIIbHBIE BOTIPOCHI.

Kaxnpiii Bompoc/3ajanue Ouiiera OLIEHHMBAETCS MO 4YeThIpexOajulbHOM cucTteMe, a jalee
BBIUUCIISICTCS CpellHee apHU(METHYECKOE OIEHOK, MOJYYCHHBIX 3a KaKIbld BOMPOC/3aJaHHE.
Cpennee apumMeTHUECKOE OLIEHOK OKPYTIISETCS JI0 LIEJIOro M0 MpaBUiiaM OKPYTJICHHUS.

Oo0pa3sen 3k3aMeHAIIMOHHOT 0 OHuJIeTa

155@:7535 VYTBEPXIAIO
JK3aMeHAUMOHHBbIN OniteT Ne 1 3aB. xadenpoii
3a6MKT UpI'VIIC 10 JUCLMIUIMHE «J{OKyMEHTallMOHHOE «YTIIT» 3a01KT
/ obecrieueHre ypaBiIeHHs TIEPCOHATIOM M.U.KonoBanosa
y4eOHBIH TOJ 5 cemecTp

1. CylHOCTh U KIIHOYEBbIE MOHSTHS JOKYMEHTAIIMOHHOIO 00ECIIeYeHHs YIIPaBJICHUS IEPCOHATIOM

2. TunoBas npoueaypa npueMa Ha paboTy

3.CocTaBbTe MOKJIAJHYIO 3alUCKy Ha HMMsI JUPEKTOpa MPEANpUSATHS O TOM, YTO B CBSI3U C
IPOM3BOJICTBEHHON HEOOXOJUMOCTBIO IPOCUTE KOMAaHIUPOBaTh BEAYyILEro crenuaivcra Bamiero
OTJieNa B TOJIOBHOE yupexjeHue. HanMmeHoBaHuE NpeqnpUsTHs U OCTAJbHBIE JaHHBIE YKaKUTE
CaMOCTOSITENILHO

4.3a1no0JHUTh TI/ITYHBHblﬁ JUCT pr,HOBOﬁ KHUKKH 1 BHECTU B HECTO UCITPABJICHUS.
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HOAHI/ICI} JIMIa, OTBETCTBEHHOTI'O 3a BE€JJEeHHE
TPYAOBBIX KHUXEK

M.II.
(pas6opuuso)

Cocmasun: Jloouna B.A.







