OEJIEPAJIBHOE AT'EHTCTBO XEJIE3BHOJJOPOXHOI'O TPAHCIIOPTA
®enepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00pa30BaTEIbHOE YUPEKICHUE
BBICIIETO 00pa30BaHUs
«MpKyTCKUI TOCYJapCTBEHHBIN YHUBEPCUTET My TEH COOOIICHHS
(®T'BOY BO UpI'YIIC)
3a0aiikajabCKUil HHCTUTYT KeJIe3HOAOPOKHOI0 TPAHCIIOPTA —
¢mman @eneparbHOTO rocy1apCTBEHHOTO OI0KETHOTO 00pa30BaTEIBHOTO YUPEKACHUS

BhICIIero oOpa3zoBanus «MpKyTCKU TOCYIapCTBEHHBIN YHUBEPCUTET MyTEH COOOIICHUSDY
(3a6MKT UpI'YIIC)

YTBEPXJIEHA
MIPUKA30M H.0. pEKTOpa
ot «07» nrous 2021 r. Ne 79

b1.B./IB.17.01 [lokyMeHTallMOHHOE O0ecredyeHre YIpaBjJeH s
MEePCOHAIOM

pabouas mporpaMma JUCHMUILIAHBI
Hanpasnenue noaroroBku — 38.03.03 YopaBieHue nepcoHaioM
[Mpodws — YpasiieHrne nepcoHaIOM OpTraHU3aIiH
KBanudukarus BeIyCKHUKA — OaKagaBp
®dopma 1 cpok o0ydenust — 4 rosa ouHas hopma, 4 roa 8 Mec. 04HO-3a0uHast opma
Kadenpa-pazpaboTunk nporpamMmsl — Y IpaBlieHHE IPOIIECCAMU MTEPEBO30K

OO01as Tpy10eMKOCTb B 3.€. — 4 @®opMbl TPOMEKYTOUHOU aTTECTAlMK B CEMECTPaX:
Yacos o yuebHomy miany (YII) —144 ouHasi popMa 0OyUeHHUS: IK3aMEH 5 CEMECTp
B ToM umcie B popme mpakTHueCcKOi OYHO-3a04Has (popMa 00yUyeHHs: SK3aMeH 6 ceMecTp

noarotoBku (I1IT) — 4/4 (ounast/o4uHO-3204HAas)

Ounas popma 00y4eHust PacnpenesieHne 4acoB JUCHMILIMHBI 110 CEMeCTPaM

Cemectp 5 Hroro

Yucno Henenb B ceMecTpe 17
Bun zanaruit Yacos no VII Yacos no YII
AyauTopHasi KOHTAKTHAas padoTa Mo BHAAM Y4eOHBIX 3aHATHII/ 68/4 68/4
B T.4. B hopme ITIT"
— JIEKIUHI 34 34
— IPAKTHYCCKUE 34/4 34/4
— J1abopaTopHbIe - -
CamocTosiTe1bHasi padoTa 40 40
IK3aMeH 36 36
Hroro 144/4 144/4

OuHo-3204Has popma o0yUeHH sl Pacnpeaesienne 4acoB AMCHUILIMHBI 110 CEMeCTPaM

Cemectp 6 Hroro

Uwncno Henennb B ceMeCcTpe 17
Bup 3anaruit Yacos no VII Yacos no YII
AyIuUTOpHAs KOHTAKTHAasA padoTa Mo BUAaM y4eOHbIX 3aHATHII/ 34/4 34/4
B T.4. B (hopme ITIT"
— JIEKIIUH 17 17
— IIPaKTUYECKHE 17/4 17/4
— J1ab0opaTopHbIC - -
CamocTosiTe1bHasi padoTa 83 83
IK3aMeH 27 27
Hroro 144/4 144/4

“B ¢opme II1 - B popMe NPaKTHIECKOH MOATOTOBKH

qUTA
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Pabouass mporpamMma AWCHMILIUHBI pa3paboTaHa B COOTBEeTCTBUU ¢ DenepanbHbIM
rOCy/IapCTBEHHBIM 00pa30BaTeIbHBIM CTAHJAPTOM BHICIIETO OOpa3oBaHus — OakamaBpHaT IO
HarnpaBieHuto 38.03.03 VmpaieHue mnepcoHATIOM, YTBEPXKIACHHBIM IpUKazoM MUHHUCTEpCTBA
obpasoBanus u Hayku Poccuiickoit @eaepanmu ot 12.08.2020 1. Ne 955.

[TporpaMMy COCTaBHII:
K.T.-M.H., JIOIICHT B.A. JIrobuna

PaGouas mporpamMmma paccMOTpeHa U 000peHa Ui UCIIOIb30BaHUs B y4eOHOM Ipoliecce Ha
3aceqanuu kKadenpsl «YTpaBleHHE TPOIECCaMH TEPeBO30K», MpoTokon oT «03» wmions 2021 .
Ne 10.

3aB. kadenpoii, K.T.H., JOIEHT M.H. Konosanosa



1 IEJIW U 3AJAYM JUCOUTIJIVHBI

1.1 Ilesin npenogaBaHMA JUCHHUIINHBI

(dbopMupoBaHUE 3HAHWH, yMEHUH W HAaBBIKOB aJMHHUCTPHPOBAHUS M JOKYMEHTAIIHOHHOTO COIPOBOKICHMS
MEpONpUSTUH, HAIIPABJICHHBIX HA ONpe/ieleHUe NePCIeKTUBHON U TeKyIed MOTpeOHOCTH B Kaapax

pa3paboTka JIOKAaJbHBIX HOPMATHBHBIX AaKTOB, HAMpaBIEHHBIX Ha IPUBJIEYEHHE TPYIOBBIX PECYPCOB B
OpraHu3aluIo, C Y4ETOM LEJIEBBIX OPUEHTUPOB TPYAOBOIO U COLMAIBHOIO Pa3BUTHUS IEpCOHAIIA

1.2 3agaum JMCHMIIHHEI

1 c(hopMHUpPOBATh 3HAHHMS 0 Pa3pabOTKE JOKAIHHBIX HOPMATHBHBIX aKTOB OpPraHHU3aluu
5 chopMUpOBATh YMEHHUS MO pa3paboTKe JOKYMEHTOB MO KaIPOBOW MOJHMTHUKE M KaJPOBOMY ILIAHUPOBAHHUIO
OpraHu3aluu

c(OopMUPOBATh HABBIKM aJMHHUCTPUPOBAHUS M JOKYMEHTAIIMOHHOT'O COINPOBOXJIEHHS MEPONPUSTHH 10
paboTe ¢ mepcoHaIoM

1.3 ].[em; BOCIIUTAHMS M 321a4i BOCIIUTATEIbHOM paﬁOTLI B paMKax JTUCHUIJINHbI

IIpodeccuoHAIBLHO-TPY/A0BOE BOCTIMTAHNE 00YYAOUIUXCS

e npodeccroHaIbHO-TPY/I0BOTO BOCIHUTaHUS — GOPMHUPOBAHKE Y 00yUarONIMXCsl 0CO3HaHHOM NpodeccroHanbHON
OpHUCHTAllUN, TOHUMaHUA O6LlIeCTBeHHOFO CMBICJIa TpyAda U BHAYUMOCTH €T0 JJIA ce6;1 JIMYHO, OTBETCTBCHHOTIO,
CO3HATEJILHOTO U TBOPYECKOT'O OTHOIICHHUS K OyayIiei NesTeIbHOCTH, TPOPECCHOHANBLHON ITHKH, CIIOCOOHOCTH
Npe/IBUICTh N3MEHEHHSI, KOTOPBIE MOT'YT BO3HUKHYTh B IPO(ECCHOHAIIBHOM NeSTeIbHOCTH, U YMEHHUIO paboTaTh B
M3MEHEHHBIX, BHOBb CO3/IaHHBIX YCIOBHUSIX TPY/A.

Lenp mocTUraercs Mo Mepe pelieHns B €IHHCTBE CIIEYIOINX 3a1a4:

— (hopMupoOBaHUE CO3HATEIBHOIO OTHOIICHUS K BEIOpAaHHOH Ipodeccuy;

— BOCIIUTaHUE YECTH, TOPJIOCTH, JIIOOBU K MPO(EeCCHH, CO3HATEIILHOTO OTHOUICHHS K TPO()ECCHOHAIBHOMY JIOJITY,
MOHMMAaeMOMY KaK JINYHasi OTBETCTBEHHOCTh U 00SI3aHHOCTD;

— (hopMupoBaHUE NCUXOIOTHHU NPOdeccuoHana;

— GopmupoBaHue NPodhecCHOHATILHON KYJIbTYPBI, STHKH IPO(ECCHOHAILHOTO O0IICHHST;

— (GopMUpOBaHHE CONMAIBLHOIN KOMIIETEHTHOCTH U JIPYTUE 3a]ja4l, CBSI3aHHbBIE C MIMUJDKEM NPOPECCUH U aBTOPUTETOM
TPaHCIOPTHOM OTpaciu

Haqu0-06p23OBaTeJﬂ>H06 BOCIIMTAHHUC oﬁyqamumxca

Henb Haquo-o6pa303aTeanoro BOCIIMTAaHUSA — CO3JaHUEC yCHOBI/Iﬁ JJId peajin3aiuu Haquo-o6pa303aTeanoro
IoTCHIMala 06yqaloumxc;1 B (bopMe HAaCTaBHUYECTBA, TBIOTOPCTBA, HAYYHOTO TBOPYECTBA.

Lenp gocturaercs no Mepe peleHns B €AMHCTBE CIeTYIOIUX 3a1au:

— (OpMHUpPOBaHNE CHCTEMHOTO U KPUTHIECKOTO MBIIUICHHS, MOTUBALIMH K O0YUIEHHIO, Pa3BUTHE HHTEpEca K
TBOPYECKON HAyYHOU AEATENbHOCTH;

— CO3/1aHME B CTYACHYECKOH cpene aTMoc(hepbl B3aUMHON TpeOOBATEIbHOCTH K OBJIAJCHUIO 3HAHMAMH, YMEHUAMH 1
HaBBIKAMU;

— HOMyJISIpU3aIHsl HAyYHBIX 3HAHUH cpeau 00ydaronuxcs;

— COJIeiCTBHE MOBBIIICHUIO IPUBJIEKATEIILHOCTH HAyKH, MOJAEP)KKAa HAyYHO-TEXHUYECKOT0 TBOPUECTBA;

— CO3/1aHHE YCIIOBUH IS TIOJTyYEeHHUS 00y4aroLUMMHUCS JOCTOBEPHOM HH(OpMAaLK O NePeIOBIX TOCTHKECHUSX U
OTKPBITUSIX MUPOBOW M OTEUECTBEHHOW HAYKH, TIOBBIICHHSI 3aMHTEPECOBAHHOCTH B HAYYHBIX ITO3HAHUAX 00
yCTpO#CTBE MHpa U 0OIIECTBA;

— COBEPILCHCTBOBAHNE OPTaHU3aLNH U JIAHUPOBAHHS CAMOCTOSATETILHON pab0ThI 00yJalomuxcst Kak 00pa3oBaTesIbHON
TEXHOJIOTHH ()OPMUPOBAHUS OYAyIIEro CHENHAINCTa IyTeM HHIUBUAYaIbHON O3HABATEILHOM 1 HCCIIEI0BATENBCKOM
JESITEIbHOCTH

2 MECTO JUCIIMIIVIMHBI B CTPYKTYPE OIIOII

Burox/gacte OITOTT | biox 1. ductmmmuasl / YacTh, GopMupyemast y4acCTHHKaMH 00pa30BaTEIbHBIX OTHONICHHI

2.1 TpeOoBanus K npeJBapuTeJbHOI NOATOTOBKE 00y4YaloLIerocs

—_—

b1.B.ZIB.19.01 Opranusamus ciry>k0bl yIpaBJIeHUs] IEPCOHAIOM

2 b1.B.J1B.19.02 Kaaposas ciry>x0a mpenpusThs

2.2 IMCUMILUIMHBI M PAKTUKH, 1JISl KOTOPBIX M3yYeHHe TaHHON JUCHUININHBI
He00X0IMMO KaK MpeAlIecTBYoIIee

b1.B.J1B.03.01 OcHOBBI KaipOBOM MOJIUTHKHU U KaJIPOBOTO TUIAHUPOBAHHMS

b1.B.J1B.03.02 Pa3zutne kaapoBOro NoTeHIMAlIa OpraHu3aluu

b1.B.JIB.06.01 Puck-MeHEPKMEHT B YIIpaBJIEHUHU MTEPCOHATIOM

b1.B.JIB.06.02 YnpaBieHue KaApOBbIMU PUCKAMH

b1.B.JIB.10.01 TlpoektrpoBaHue B KapOBOM MEHEIKMEHTE

b1.B.JIB.10.02 IlpoekTHbIH MOAXOM K YIPABJICHHUIO IEPCOHAJIOM

b1.B.JIB.13.01 OcHOBBI yIIpaBiIeHYECKOTO KOHCYJIbTHPOBAHUS

XA [N [N [ [|WIN|—

b1.B.J1B.13.02 KaapoBblii KOHCAJITUHT




9 b1.B.JZIB.16.01 Ynpasnenue 3hGeKTHBHOCTHIO ITEPCOHATA

10 b1.B.JIB.16.02 O1eHka 4e10BE4YE€CKOT0 KanuTalla U TPYJIOBOTO MOTEHIIMaJIa B OpraHu3aluu

11 b52.0.04 (T1xn) TTpon3BoacTBeHHAs — MPESATUIIIOMHAS IPAKTHKA
12 b3.01(J1) ITonroToBKa K MpOIEeAYpe 3aIMTHI BRITYCKHOW KBATH()HUKAITMOHHON paOOThI
13 b3.02(J1) 3amuTa BRITYCKHOM KBATM(HKAITMOHHOW PabOTHI

3 IIJTAHUPYEMBIE PE3YJBTATHBI OBYUYEHUA ITO INCIUIIJIMHE,
COOTHECEHHBIE C TPEBOBAHUAMMU K PE3YJIBTATAM OCBOEHUA
OBPA3OBATEJIBHOM ITPOT'PAMMBI

KOZI U HAMUMCHOBAHHEC
KOMIIETCHIIUH

Kox 1 HammeHoBaHue
HHIUKATOPA
OCTHKEHHs

KOMIIEeTeH I

Ilnanupyemblie pe3yJibTaThl 00y4eHust

[IK-2. Criocoben
OCYIIECTBIISTH
aJIMUHHCTPUPOBAHHE U
JOKyMEHTaI[IOHHOE
COIPOBOXKACHHE
MEPOIPUATHH,
HarpaBJeHHbIX Ha
oIpeieNneHue
MEePCIEKTUBHON U
TeKyIIel MoTpeOHOCTH
B KaJpax,
pa3pabaTbIBaTh
JIOKaJIbHBIC
HOPMAaTHBHBIC aKTHI,
HarpaBJIeHHbBIE Ha
MPUBJICUCHHUE TPYIAOBBIX
pecypcoB B
OpraHM3alHIo, C yYETOM
L[EJIEBBIX OPUEHTUPOB
TPYIOBOTO U
COLMAILHOTO Pa3BUTHUS
nepcoHana

[IK-2.1. ®opmupyet
JIOKaJIbHBIE HOPMaTHBHBIE
aKTBI OPraHU3alNH, B TOM
YHCIIE TI0 IIPUBIICYECHHIO
TPYIOBBIX PECYPCOB B
OpraHU3aIHUIO

3HaTbh: OCHOBEI I[OKyMCHTOO60pOTa 1 JOKYMCHTALIMOHHOI'O
06CCHC‘IGHI/I}I; TPYAOBO€ 3aKOHOAATCIIBCTBO W HWHBIE aKTHI,
CoAepIKAIE HOPMBI TPYAOBOTO IpaBa; OCHOBBI apXUBHOT'O
3aKOHOJATEIILCTBA W HOPMATUBHBIC ITPABOBBIC AKTBI PO B
YaCTHU BEACHUA TOKYMCHTAIIUHU 110 IICPCOHATY

YmMmerb: 00ecrieunBaTh JOKYMEHTAIIMOHHOE COMPOBOXKICHNE
BBIXO/Ia KaH/IWjaTa Ha padOTy W NepeMelleHHs NepcoHaa;
oQopMIIITH  TOKYMEHTBI 10  BOMpocaM  OOecCreyYeHHUs
KaJIpOBBIMHU PECypcaMu, HEOOXOUMBIC JIJIsl IPEIOCTABICHHUS
B TOCYJAapCTBEHHBIC OpraHbl; OPraHU30BBIBATH XPaHCHHE
JIOKYMEHTOB B COOTBETCTBUU C TPEOOBaHUSIMH TPYIOBOTO,
apXHMBHOTO 3aKoHojaTenbcTBA PD W JOKAIBHBIMH aKTaMH
OpraHu3alu

Baapers: HaBbIKaMU aHaJIn3a IIPOLIECCOB
JOKyMEHTO000pOTa, JIOKaJIbHBIX JOKYMEHTOB IO BOIIPOCAM
obecrieueHns] IEPCOHATIOM; HAaBBIKAMH JIOKYMEHTALHOHHOTO
COIPOBOXKICHUSI IEPCOHANIA HA PA3JIMUYHbIX 3Tanax paboTsl B
OpraHu3alyy; HAaBBIKAMU COIIPOBOXIEHUE JOTOBOPOB II0
00ECIEUEHNIO  OPraHU3allUd  [EPCOHAJIOM,  BKIIOYas
IIPEIBAPUTEIIbHBIE IPOLIELYPHI 110 UX 3aKJIFOUEHUIO

4 CTPYKTYPA U COAEP KAHUE JUCHHUIIVINHBI

Kon

HaumeHoBaHue pa3aejosB,
TEM U BU/10B paﬁOTbl

OuHnas gopma

OuHo-3a04Hasi popma

Cemectp

Yacel

Jlek

Op | Jlad

CP

Cemectp

Yacpl

Jlex | Hp | JIad

CP

*Kona
HHIHKATOpa
JIOCTHIKEHH S

KOMITETEHI[HH

1.0

Paszgen 1. OcHOBBI
JTOKYMEHTAIHOHHOT O
ob0ecrneyeHus
ynpaBJIeHHsA

14

14/1

10

6 7 771

35

K-2.1

1.1

Tema 1.
OpraHu3zaiioHHbIe
OCHOBBI
JOKyMEHTallMOHHOTO
obecriedeHus1 ynpaBIeHHs
MEPCOHAIIOM.

1.1 Ucropus pa3Butus
JOKyMEHTalHOHHOTO
obecrieueHNs ypaBiIeHUS.
1.2 TpeboBanus
3aKOHOJIATENbCTBA B
obyactH
JOKyMEHTHPOBAHUSL.

1.3 Pomp
UHPOPMAIIMOHHOTO
obecriedueHns B 00acTH
JOKyMEHTallHOHHOTO
obecrieueHus1 ynpaBJeHHs

TK-2.1




4 CTPYKTYPA U COAEP KAHUE JUCHHUITVINHBI

Kon

HaumeHoBaHue pa3aejosB,
TEM U BU/10B paﬁOTbI

OuHnas gopma

OuHo-3a04Hasi popma

Cemectp

Yacel

Jlek

Op | Jlad

CP

Yacel

Cemectp Jlex | Hp | JIab

CP

*Kona
HHIHKATOpa
JIOCTHIKEHH S

KOMITETEHI[HH

1.2

Tema 2. IIpenmer,
coZiepXKaHKe U 3a1aui
JHCIHATUTHHBI
«JloKkyMeHTalMOHHOE
obecrieueHne yIpaBIeHUs
MEPCOHAIOMY.

2.1 CymHocTs 1
Ha3HaueHUE AUCUUITINHEL.
2.2 OCHOBHBIE TEPMUHBI U
HOHSTHUS AUCIUTUIMHBL.
2.3 llenu u 3amauun
JOKyMEHTAllHOHHOTO
obecrieueHNs yrpaBIeHUs
MEePCOHANIOM.

2.4 IlpaBoBble PpyHKIHU
JOKyMEHTallMOHHOTO
obecriedeHns1 ynpaBIeHHs
HEepPCOHAIOM

TK-2.1

1.3

Tema 3. Cucrema
JOKyMEHTallHOHHOTO
obOecrieueHus yrpaBicHHs.
3.1 Bujpl JOKyMEHTOB 1
UX KIacCH(UKAIMS, B TOM
qgucie B OAO «PX/».
3.2 CriocoObI co3/tanus
JIOKyMEHTOB (CIIOCOOBI
JIOKYMEHTHPOBAHHS ).

3.3 Ha3znauenne
JIOKyMEHTA U €ro
(hyHKINH.

3.4 TToaxonasl K
OpraHu3anuu
JIOKYMEHTAIIMOHHOTO
obecrieueH s ypaBIeHUS

2/1

TK-2.1

1.4

Tema 4.
JloxymeHTarmoHHOe
COIIPOBOKICHHE
NIeSITeIbHOCTH KaJpOBBIX
CITyxO0.

4.1 IlpaBoBBIE OCHOBBI
JIOKYMEHTHPOBAHUS
JIESITEIbHOCTH KaJIPOBBIX
CIryxO0.

4.2 AnMuHHCTpUPOBaHHE
MPOIIECCOB OPTaHU3AIHN
KaJIpOBOM CITyKOBI.

4.3 Knaccudukarms
KaJ[pOBOii JIOKYMCHTAIIUH

TK-2.1




4 CTPYKTYPA U COAEP KAHUE JUCHHUITVINHBI

Kon

HaumeHoBaHue pa3aejosB,
TEM U BU/10B paﬁOTbI

OuHnas gopma

OuHo-3a04Hasi popma

Cemectp

Yacel

Jlek

Op | Jlad

CP

Yacel

Cemectp ek

Ip

JIa6

CP

*Kona
HHIHKATOpa
JIOCTHIKEHH S

KOMITETEHI[HH

1.5

Tema 5. Pernamenranus
JIOKYMEHTAIIMOHHOTO
obecrieueH s ypaBIeHUS
MIEPCOHAIIOM.

5.1 Yaudukanus u
CTaHIAaPTHU3AIASL
YIPaBIEHYECKUX
JIOKYMEHTOB.

5.2 JIokyMeHTHI U
perucTpanuoHHbie HOpMBbI
MO JIOKyMEHTAIIHOHHOMY
00eCreueHUIO YIIpaBJICHUS
MIEPCOHAIIOM.

5.3 HopmaruBHo-
MeToAuYecKas 0asza
JIOKYMEHTAIIMOHHOTO
obecrieueH s ypaBlIcHUS
MEePCOHATIOM

TK-2.1

1.6

Tema 6.00u11e HOPMBI 1
mpaBuiIa 0POpPMIICHHS
YIPaBICHISCKHX
JIOKYMEHTOB.

6.1 SI3BIK U cTHIIb
cIry)eOHOM
JIOKYMEHTAIHH.

6.2 IlpaBuia opopmieHHs
YIpaBIEeHISCKUX
JIOKYMEHTOB.

6.3 TunmuHble OMIMOKH
pu opopMICHUN
JIOKYMEHTOB

TIK-2.1

1.7

Tema 7. Ilopsanok u
npasmiia 0opMITCHUS
PEKBU3HUTOB JOKYMEHTOB.
7.1 TpebGoBanust K
0(OPMIICHHIO PEKBU3UTOB
JIOKyMEHTOB B
cootBetctBuu ¢ 'OCT P
7.0.97-2016.

7.2 baHku JOKyMEHTOB U
TpeOOBaHUS K HIM.

7.3 ®opmynsp-o0pasiibl
JOKYMEHTOB U HOPSIIOK MX
COCTaBJICHUSI

TK-2.1

2.0

Pazaen 2. JlokyMeHTBI 1O
CONPOBOKICHHIO
TPYAOBOIi 1eATEIbHOCTH

13

nK-2.1




4 CTPYKTYPA U COAEPKXAHMUE JUCHUIIJIMHDBI

Kon

HaumeHoBaHue pa3aejosB,
TEM U BU/10B paﬁOTbI

OuHnas gopma

OuHo-3a04Hasi popma

Cemectp

Yacel

Jlek

Op | Jlad

CP

Yacel

Cemectp Jlex | Hp | JIab

CP

*Kona
HHIHKATOpa
JIOCTHIKEHH S

KOMITETEHI[HH

2.1

Tema 8. Cucrema
OpraHU3aIMOHHO-
TPaBOBO JTOKyMEHTAIHH.
8.1 Ha3nauenue u
KIIacCHU(pUKAIISL
OpTaHM3alMOHHO-
MPaBOBBIX JTOKyMEHTOB.
8.2 IIpaBuna opopmieHHs
OpTaHN3alMOHHBIX
JIOKyMEHTOB: YCTaB,
MOJIO’KEHHE, ITaTHOE
pacrucaHuie, HHCTPYKIHS,
JIOTOBODP.

8.3 Ponp
OpTaHM3aIMOHHBIX
JIOKyMEHTOB B
COBEPIICHCTBOBAaHUHI
aJIMIHUCTPUPOBAHUS
HOPeANpUATUH U
YUpeKIeHUI

TK-2.1

22

Tema 9. Cucrema
pacropsiIuTeNbHOM
JTIOKYMEHTALIH.

9.1 Ha3nauenue u
KJIacCU(UKAIHS
pacropsIUTEIbHBIX
JIOKYMEHTOB.

9.2 IlpaBuna opopmiieHus
pacropsAUTEeNbHBIX
JIOKYMEHTOB: NIPUKa3,
MOCTaHOBIICHUE, YKa3aHUE,
pacropsiKeHue, pelicHue).
9.3 Ponb
pacropsAUTEIbHBIX
JIOKYMEHTOB B
COBEPIICHCTBOBAHUU
AJIMUHHUCTPUPOBAHUS
MpeInpUITUi U
YUpeKIESHUH

TK-2.1




4 CTPYKTYPA U COAEP KAHUE JUCHHUITVINHBI

Kon

HaumeHoBaHue pa3aejosB,
TEM U BU/10B paﬁOTbI

OuHnas gopma

OuHo-3a04Hasi popma

Cemectp

Yacel

Jlek

Op | Jlad

CP

Yacel

Cemectp ek

Ip

JIa6

CP

*Kona
HHIHKATOpa
JIOCTHIKEHH S

KOMITETEHI[HH

23

Tema 10. Cucrema
CIIPaBOYHO-
MH()OPMaMOHHON
JOKYMEHTAIHH.

10.1 Haznauenue u
KIIacCHU(pUKAIISL
CIIPaBOYHO-
MH(OPMaMOHHBIX
JIOKyMEHTOB.

10.2 TIpaBuna
odopmIIeHHS CIIpaBOYHO-
MH(POPMATMOHHBIX
JOKYMEHTOB: aKT,
MPOTOKOJI, CIIPaBKa,
JOKIafHas 1
OOBSICHUTEINbHAS 3aITUCKY,
CITy’)keOHOE MTUCHEMO,
Tenerpamma, 3asiBJieHue,
pacmmcka, JOBEepeHHOCTb.
10.3 Ponb cripaBoyHO-
MH(POPMAMOHHBIX
JOKYMEHTOB B
COBEPIIEHCTBOBAHUHI
aJIMIHUCTPUPOBAHUS
HOPEANpUATUH U
yUpexKAeHUH

TIK-2.1

3.0

Pazpnen 3.
JloKyMeHTHpOBaHHe
MPOLECCOB TPYAOBOii
JesITeJIbHOCTH
padoTHHKA

8/3

15

4/3

20

nK-2.1

3.1

Tema 11. OcHOBHEIE
JIOKYMEHTBI,
perIaMeHTUPYFOIIIE
yIpaBJICHHE TIEPCOHATIOM B
OpraHu3anuy.

11.1 Ctpykrypa u
HITaTHAS YHCIEHHOCTb.
Mertonst pacuéra, moabopa
W PACCTAaHOBKH KaJ[pOB.
11.2 KonnexkTuBHBIH
JIOTOBOP.

11.3 IlpaBuna
BHYTPEHHETO TPYJOBOTO
pacropsiika.

11.4 Ionoxxenwre o
nepcoHare.

11.5 [onoxenHue o 3amure
MEePCOHABHBIX JIAHHBIX

TK-2.1




4 CTPYKTYPA U COAEPKXAHMUE JUCHUIIJIMHDBI

Kon

HaumeHoBaHue pa3aejosB,
TEM U BU/10B paﬁOTbI

OuHnas gopma

OuHo-3a04Hasi popma

Cemectp

Yacel

Jlek

Op | Jlad

CP

Yacel

Cemectp

Jlex | Hp | JIab

CP

*Kona
HHIHKATOpa
JIOCTHIKEHH S

KOMITETEHI[HH

32

Tema 12. Ilopsnox u
npaBmiIa 0popMIICHUS
JOKYMEHTOB TpH IMpuéMe
Ha pabory.

12.1 TunoBas mpoueaypa
npuéMma Ha paboTy.

12.2 CocraB u
XapaKTepHCTHKA
JIOKyMEHTOB,
MPEABABISIEMBIX MTPU
npuéme Ha paboTy.

12.3 CocraB u
XapaKTepHCTHKA
JIOKyMEHTOB,

0 opMIIIEMBIX
OpraHu3anuel npu npuéme
Ha paboTy

2/1

TIK-2.1

3.3

Tema 13. Ilopsok
JIOKYMEHTHPOBaHHUS
JIBIDKCHUS TIEPCOHANA B
OpraHu3anuy.

13.1 JlokyMeHTHpOBaHUE
MEepEeBOIOB Ha APYTYIO
pabory.

13.2 JlokymeHTHpOBaHUE
NPEeOCTaBICHNE OTITyCKa
Y KOMaHTUPOBKH.

13.3 JlokyMeHTHpOBaHUE
mpoIiecca PacTOPKeHUs
TPYAOBOTO JIOTOBOpA C
pabOTHUKOM (YBOJIBHEHHS)

2/1

TK-2.1

3.4

Tema 14.
JlokyMEeHTHpOBaHHE Mep
MOOIIPEHHS U B3BICKAHUS.
14.1 lokyMeHTHpOBaHUE
Mep MOOIIPEHUN.

14.2 JlIokyMeHTHpOBaHUE
JTUCHUTLTHHAPHBIX
B3BICKaHUI.

14.3 'ocynapcTBEeHHBIH
KOHTPOJIb BEICHHS
KaJ]pOBBIX JIOKYMCHTOB

2/1

TK-2.1

4.0

Pazaen 4. Opranuzanus
PadoThI ¢ JOKYMEHTAMHU

15

IIK-2.1

4.1

Tema 15. Opranuzanus
JOKyMEHT0000poTa B
Ka/IpoBOii cityx0e.

15.1 O6mue TpeGoBaHuUs K
OpraHn3anuH
JIOKyMeHT0000pOTa B
OpraHHU3alHuH.

15.2 Peructpanmus u yuét
JIOKYMEHTOB.

15.3 Opranuzanus
KOHTPOJIS 32 UCTIOJHEHHEM
JOKyMEHTOB.

15.4 DnexTpoHHBbIH
JOKyMEHTO000pOT U
OCHOBHBIE TPEOOBaHUS K
€ro OpraHu3aluH

TIK-2.1




4 CTPYKTYPA U COAEP KAHUE JUCHHUITVINHBI

OuHnas gopma OuHo-3204Has popma

*Kona

HaumenoBaHue pa3aesios, Yacsl Yacsl

HHAUKATOpa

Kon TeM M BHAOB PadoThl Cemect Cemecr]
P Pl e Op | Jad | CP Pl Jrex HOp | Jla6 | CP

JAOCTHKCHUSA
KOMIECTCHITMA

Tema 16. Opranuzanus
OIIEPaTUBHOTO XPAaHEHHS
Ka/IpOBBIX IOKyMEHTOB.
16.1 OcHOBHBIE IpaBHIIA
OpraHM3alUH
OTIEpaTUBHOTO XPaHEHHS
KaJIpOBBIX JOKyMEHTOB.
4.2 | 16.2 HomeHnknatypa aein. 5 2 2 2 6 1 1 5
16.3 OcHoBHEBIE
TpeOOBaHHUS K
COCTaBJICHUIO
HOMEHKJIATyPBI JIETI.

16.4 Ocobennoctn
(hopMHpOBaHHA ¥ BEACHUS
JIMYHBIX JIe]1 paOOTHUKOB

TIK-2.1

Tema 17. KonTtpois u
MOATOTOBKA KaJIPOBBIX
JOKYMEHTOB K apXHBHOMY
XPpaHEHHIO.

17.1 OcHOBHBIE TIpaBHIIA
OpraHU3aluK apXUBHOTO
XpaHEeHHMs KaJpOBBIX
JIOKYMEHTOB.

17.2 Dkcneprusa
IIEHHOCTH JIOKYMEHTOB.
17.3 Iopsanok nepenauu
JIeTI B apXUBHOE XpaHEHHe

43

TIK-2.1

dopma NPOMEKYTOUHOM
aTTECTAINH - SK3aMEH

5 36 6 27

TIK-2.1

* KOI[ HWHAWKaTOpa JOCTUKECHUA KOMIIETCHIIUU IPOCTABIIACTCS UJIN IJIA BCETO pasaciia, Uitk JJist Ka)K,I[Oﬁ TEMBI, WJIN OJIA

Ka)XToro BHIa PabOTHL.

[Tpumeuanne. B pa3znene uepe3 KOCyI0 4epTy yKa3bIBaIOTCS 9achl, pean3yeMble B (JOpMe NPaKTHIECKON TOATOTOBKH.

5 ®OHJ ONEHOYHBIX CPEACTB JJIs TPOBEAEHUSA

TEKYIIETO KOHTPOJISI YCIIEBAEMOCTH U TIPOMEXYTOYHOM

ATTECTAIIMA OBYYAIOIIIUXCSA IO JMCIIUIIVIMHE

@DOHJ| OLICHOYHBIX CPEJACTB JUIS IPOBEJCHUS TEKYIIEr0 KOHTPOJI YCIIEBAEMOCTH U IIPOMEKYTOUHOM aTTECTALIUU
N0 JMCUMILIMHE oopMIIeH B Bue npuiokeHus Ne 1 k paboueil mporpaMme TUCHUIIIMHBI U Pa3MEILeH B AJIEKTPOHHOMN
nH(opManmoHHO-00pa3oBarTesbHOM cpene MHcTHTYTa, JOCTYNHOW 00yyaroneMycs 4epe3 ero JIMYHbIH KaOMHEeT

6 YYHEBHO-METOANYECKOE U TH®OPMAIIMOHHOE OBECIIEYEHHUE

TV CHATIIAHBI

6.1 YueOHas quTepatypa

6.1.1 OcHoBHas JuTEpaTypa

Ko:-Bo 3k3.
Bubnmuorpagudeckoe onmcanme B Oubnmorteke/
OHJIAHH
Kysremnos, 1. H. [lenonpousBoactro: yaebHoe mocodue: [16+] / N. H. Ky3nenos. — 10-e
u3g. — Mocksa: Jlamkos u K°, 2021. — 406 c.: Tabn. — Pexxum noctyna: mo moAnucke. —
6.1.1.1 | URL: https://biblioclub.ru/index.php?page=book&id=684221. — bubmuorp.: c. 312-323 — OHJIAMH
ISBN 978-5-394-04152-5. — TexcT: 31eKTPOHHBII
(nata obpamenus: 18.05.2023)
Aobymanse, [I.I. JlokyMeHTaIIMOHHOE 00SCIICUEHHE YIPABICHHSI IEPCOHATIOM: YICOHHUK U
6.1.1.2 npakTUKyM Juist GakanaBpuara / JI.I'. Abynanze, 1.b. Boimpsokkuna, B.M. Macnosa. — 49

M.: U3patenbctBo FOpaiit, 2016. — 299 c. ISBN 978-5-9916-6137-9




Poroxwun, M. 1O. JlokyMeHTalIMOHHOE 00ECTIeYeHNE YIIPABICHHS: IPAaKTHIECKOe TTocodne
/ M. 1O. Poroxwun. — Mocksa; bepmua: dupexr-Meana, 2014. — 400 c.: mi. — Pexxum
nmocryma: o moanucke. — URL: https://biblioclub.ru/index.php?page=book&id=253705. —
Bubmmorp. B kH. — ISBN 978-5-4475-1869-1. — DOI 10.23681/253705. — Tekcr:
3JIEKTPOHHBIN
(mara obpamenus: 18.05.2023)

6.1.1.3 OHJIAliH

SAuxoBny, 1. A. Jlenonpon3BoACTBO B KapoBoii ciryxoe : yueonuk / 1. A. SlakoBHd. —
Mocksa: FOuutu-/lana, 2017. — 161 c.: cxem, Tabi1. — Pexxum 1ocTymna: 1o momucKe. —
6.1.1.4 URL.: https://biblioclub.ru/index.php?page=book&id=685463 (n1ara obparieHus: OHJIAMH
24.04.2023). — bubmumorp.: c. 112. — ISBN 5-238-01076-1. — TekcT: 3eKTPOHHBIN
(nata obpamenus: 18.05.2023)

6.1.2 JlonoJiHuTEIbHAS JIUTEPATYpa

Kon-Bo k3.
Bbubnuorpapuueckoe onncanue B Oubmnoreke/
OHJIANH
ApacnanoBa, B. A. JlokymeHTanmoHHOE 00ecriedeHne yrpaBJeHus: yueOHo-
npakTrieckoe mocobue / B. A. ApacmanoBa. — MockBa: Jupexr-Menwna, 2013. — 240 c. —
6.12.1 Pexxum nocrtyna: no noanucke. — URL: R
o https://biblioclub.ru/index.php?page=book&id=137706. — ISBN 978-5-4458-2253-0. —
DOI 10.23681/137706. — TekcT: 3MeKTpOHHBII
(mara obpamenus: 18.05.2023)
I'punbepr, A. C. JlokyMeHTaIIHOHHOE oOecIieueHue yrpaBineHus: yaeoHuk / A. C.
I'punbepr, H. H. I'op6aués, O. A. Myxameriuna. — Mocksa: IOnutu-/lana, 2017. — 392
c. : Tabm., rpad., wi., cxembl — Pexxum poctyna: mo momamucke. — URL: .
6.1.2.2 OHJIAMH

https://biblioclub.ru/index.php?page=book&id=684757 (nata obpamenus: 24.04.2023). —
bubnuorp.: c. 382-383. — ISBN 978-5-238-01770-9. — TekcT: a1eKTpOHHbII
(nata obpamenus: 18.05.2023)

Jlapuonosa, T. M. JlokyMeHTaIIHOHHOE 00OECIICUCHUE YIIPABICHHUS IEPCOHAIIOM : YueOHOe
6.1.2.3 mocobue / T. M. Jlapuonosa, JI. A. Pymbiauna. — Mocksa: ®OPYM, 2012. —416 ¢. — 20
ISBN 978-5-91134-550-1

Poroxun, M. 0. CripaBouHHK KagpoBHKa: MpakTrdeckoe mocodue / M. FO. Poroxun. —

Mocksa; bepnun: Jupekr-Meaua, 2014. — 399 c.: un. — Pexxum noctyna: 1o noginucke. —

6.1.2.4 | URL: https://biblioclub.ru/index.php?page=book&id=253715. — bubmmorp.: c. 189-190. — OHJIAMH

ISBN 978-5-4475-2574-3. — DOI 10.23681/253715. — TekcT: 3I€KTPOHHBIN
(mara obpamenus: 18.05.2023)

Bynar P. E. JlokymeHTanmmoHHOE 00ecrieueHre yIpaBIeHUs IIepCOHAIOM: yaeOHOe
nocobue / P. E. bynmat. — Mocksa : UHOPA-M, 2019. — 234 c. + [lon. MaTepHaisl
[DnexTponnslii pecypc]. — (Bricuiee oOpa3oBanue: bakanaspuat). - ISBN 978-5-16-

010318-1. - Teker : anexkrponnsiid. - URL: https://znanium.com/catalog/product/1007087).
— PexuM JocTyna: no noJanucke
(nata obpamenus: 18.05.2023

OHJIaMH

6.1.2.5

6.1.3 YueOHo-MeTOqHYEeCKHE PA3PA0OTKHU (B T. Y. 1JIsl CAMOCTOAITEILHOMH PadoThI 00y4alomxcsi)

Kon-Bo 3Kk3.
Bbubnuorpaduueckoe onucanue B Oubmnoreke/
ornaita/9MO0C
JIrobuHa B.A. JlokyMeHTalIMOHHOE 00ecIieyeHHe YIpaBIeH!s IIePCOHAIOM: Y4eOHoe
6.1.3.1 | mocoOue 1yt MPaKTUYECKUX 3aHATHI CTYICHTOB HAaIPaBJICHUS IOATOTOBKH « Y IIpaBlICHUE PYKOIIHChH

NIEPCOHATIOM»

Jlrobuna B.A. JlokyMeHTaIImOHHOE 00eCIICUeHIE YIIPaBICHNU TEPCOHATIOM: YueOHOe
6.1.3.2 mocoOue TSI BEITIOTHEHUS] CAMOCTOSITEIEHON U KOHTPOJIBHOM paboT CTyAeHTaMH pyKOIMCH
HaNpaBJICHUs TOJTOTOBKH «YTIpaBJIeHUE IIEPCOHATIOM)

6.2 Pecypcbl HHGOPMALMOHHO-TeJIeKOMMYHHKALIMOHHOM ceTH «MHTepHeT»

6.2.1 ACY bubimmorexa 3a0MKT http://zabizht.ru

6.2.2 | OBC "YHuBepcurerckas 6udsmoreka Online" http://biblioclub.ru/

6.2.3 OBC UznatenberBo «3HaHMyM» https://znanium.com/

6.2.4 Caiit s HR-Menepkepos http:// www.hrm.ru

6.3 IlporpamMmmHoe o0ecnieyeHre U MH(POPMALMOHHBIE CIIPABOYHbIE CHCTEMbI

6.3.1 ba3oBoe nporpaMmMHoe obecrieyeHue

Microsoft Windows 7 Professional, munensus Ne 49156201, rocynapctBenHbIit KoHTpakT oT 03.10.2011 r.

6.3.1.1 Ne 139/53-0AD-11




6.3.1.2

Microsoft Office 2007 Standard, mumensus Ne 45777622, rocymapctBeHHBIH KoHTpakT ot 10.08.2009 r.
Ne64/17-OA-09; Microsoft Office 2007 Standard, numensus Ne 44718393, rocymapCTBeHHBIH KOHTPAKT OT
18.10.2008 . Ne 92/32A-08

6.3.1.3

SAupexc. bpaysep. IlpuxnagHoe nporpamMmHoe obecrieueHne odmero HazHaueHus,, O(UCHBIE MPUIIOKEHNS,
JMIEH3HS — CBOOOIHO paclpocTpaHsieMoe IporpaMMHoe obecriedenue no suneHsun BSD License

6.3.14

ACY «bubnuoteka», CBHICTENBCTBO O TOCYAapCTBEHHOW pEerHcTpalud mporpamMmsl i OBM
Ne 2009611107, 3apeructpupoBano B Peectpe nporpamm s 9BM 19.02.2009

6.3.1.5

Bl ACY «bubnmuoreka», CBHICTETHCTBO O TOCYAApPCTBEHHOW pETHCTpaldd MporpaMMmbl it OBM
Ne 2009620102, 3apeructpupoBano B Peectpe nporpamm s 9BM 27.02.2009

6.3.2 CnenuaiM3upoOBaHHOE IPOrPpaMMHOe obecrnieyeHne

6.3.2.1

He npenycmoTpeno

6.3.3 UndopmanuoHHble CIPABOYHBIE CHCTEMbI

6.3.3.1

WubopmanmoHHO-cIIpaBodHas cuctema «I apaHT»

6.4 IlpaBoBble M HOPMATHBHbIE JOKYMEHTbI

6.4.1

He npexgycmoTpeHsl

7 OUCAHUE MATEPUA/IbHO-TEXHHUYECKOIA BA3BI,
HEOBXOJIUMOW JJIs1 OCYIIECTBJIEHMS YYEBHOTO MTPOIIECCA
MO JUCHMUILINHE

Yuebnsiit u mabopatopusiii xkopmyca 3a0MKT HpI'VIIC maxomsarcs mo ampecy: 372040 3abaifkaimbCKuid
Kpaii, ropoa Yura, ynuua Maructpaibsas, 1om 11

VYuebHas aymuropus 315 mis TpoBemeHWS JEKIMOHHBIX M MPAKTHYECKUX 3aHATHH, TPYIHOBBIX H
VHJIMBUAYaJbHBIX KOHCYJIBTAINI, TEKYLIErO0 KOHTPOJS U MPOMEXKYTOUHOW aTTeCTallud, YKOMILIEKTOBAHHAs
CHCIHANTM3UPOBAHHON MEOCNbI0 M TEXHUYECKUMH CPEACTBaMU OOydeHHUs (MHTEPAKTHBHAS CHCTEMA),
CITy’)KalllUMH JIJIsl TIPEJICTaBJICHUS yueOHOH uH(opMaiuu O0ombiioi ayauropuu. s mpoBefeHUs 3aHSTHI
JICKIIMOHHOTO THIIA HMMEIOTCS Y4eOHO-HAIISAAHbIC MOCOOMs (MpPEe3eHTAlUH, IJIaKaThl), 00CCIICUHBAIOIIIE
TEeMaTUYECKUE WLIIOCTPALMH COJIepKaAHU JUCIUILINHBI

VYuebOnast ayauropus 4.33 sl NpOBENCHUS NPAKTHYECKUX 3aHATHI, JlabopaTopHbIX padoT, KypcoBOro
NPOEKTUPOBAHMS (BBIIOJIHEHUS! KYPCOBBIX Pa0OT), IPYNIIOBBIX M WHIUBHIYAJIbHBIX KOHCYJIbTAlUH, TEKYIIETro
KOHTPOJISI W IPOMEXYTOYHOH aTTeCTAllMM, YKOMIUIEKTOBAHHAs CIEIUAIN3UPOBAHHON MeOenpio u
TEXHHYECKUMH CPEJICTBaMK 00ydeHHsI (MHTEPAKTUBHASI CUCTEMA), CITYKAIIMMH JJISI TIPEJICTABICHHS yIeOHON
uHpopManuKu OoNbIION aynuTopuH. [ MpOBEACHUS MPAKTUYECKUX 3aHATHH MMEIOTCS y4eOHO-HarJIsIIHbIC
nocobusi  (TMpe3eHTAluM, IUIAKaThl), OOECHEYMBAIOIINE TEMAaTWYECKHE WIIIIOCTPAMK  COAEpKaHUs
JMCIHUIITHHBI

TMomereHust sl CAMOCTOSITENILHON pabOThl 00YYAIOIIMXCS OCHAIICHBI CHEUATH3UPOBAHHONW MeOelbio U
KOMITBIOTEPHOW TEXHHUKOH, MOAKIIOYCHHONW K MH(MOPMAIMOHHO-TEICKOMMYHUKAIIMOHHOW ceTn VHTepHeT ¢
BBIXOJIOM B 3JICKTPOHHYIO HH(OPMAIIMOHHO-00pa3oBarenbhyo cpeny 3a0MKT UpIl ' YIIC.

[Tomerenus 1t CaMOCTOSTEbHOM pabOThl 00yYaIOMINXCS:

— YUTANBHbIN 347,

—3.24,4.15

IMomemenne 3.25 s XpaHeHHs W TPOMUIAKTHIECKOTO OOCITYKMBAaHUS Y4eOHOro 00OpPYyIOBaHMS.
OCHAIICHHOCTh: KOMIBIOTEPHI, PYYHOH CIIECAPHBIH WHCTPYMEHT, JJIEKTPOTEXHUYECKUH HHCTPYMEHT,
NPUHAJICKHOCTH JUIS TalKH, MeOellb, yaeOHO-HATIIsTHbIE TOCO0HS

8§ METOANYECKHE YKA3AHUSA IS OBYYAIOIIUXCSA 11O OCBOEHUIO

JACIATITAHBI

Bun yue6HOM
JIEATEILHOCTH

Opraam3anus ya9eOHOH AeATeIHOCTH 00ydaroIerocs

Jlexnus

Ha nekiusx oOydaromqgecss MOMy4YarOT camble HEOOXOIUMbIC JaHHBIE, BO MHOIOM
JIOTIOJIHSIOIINE U KOPPEKTUPYIOIIHE YYeOHUKH. YMEHHE COCPEJOTOYEHHO CIyIIaTh JICKIIWH,
AKTHBHO, TBOPYECKH BOCIIPHHUMATH U3JIaraeMble CBEACHHUS SIBIISIETCS HEPEMEHHBIM YCIOBHUEM UX
riIyGOKOTO M MPOYHOTO YCBOCHUSI, a TAK)KE PA3BUTUSI YMCTBEHHBIX CIIOCOOHOCTEH.

Jlexmmst (0T maTUHCKOTO «lection» — YTeHUe) — BUI ayJUTOPHBIX YUeOHBIX 3aHATHH. JIekius:
3aKJIQJIBIBACT OCHOBBI HAyYHBIX 3HAHUH B CHCTEMAaTH3MPOBAHHOW, MOCICI0BATEIBHOM,
000011eHHON (hopMe; PACKPBIBACT COCTOSHHE M TEPCICKTUBBI PA3BUTHS COOTBETCTBYIOIICH
001acTH HAayKH U TEXHHKH, KOHICHTPHPYET BHUMAaHHE OOYYAIOIIMXCS HA HAWOOJee CIIOKHBIX,
y3JI0BBIX BOIPOCAX; CTHUMYJUPYET IMO3HABATECIbHYIO aKTHBHOCTH OOydJarommxcsi. Bo Bpewms
JICKIIMOHHBIX 3aHATHUH OOYyYaloONUiiCS JOJ/DKEH YMETh CKOHIICHTPHPOBATh BHUMAaHHC Ha
U3ydaeMbIX IpoOJieMax M BKIOYHTH B Pa0OTy BCE BHUJBI MaMATH: CJIOBECHYIO, OOpa3HYH H
MOTODHO-BHTaTebHY0. JlJIsI 3TOro BeCh MarTepuaj, M3JIaraéMblii  IIPEroIaBaTelieM,




o0ydatoremMycsi HeOOX0MMO KOHCIIEKTHPOBATb.

Crnymanne W 3amuch JICKIMH — CIIOXHBIE BUABI paboTel. BHuMarenpHOe citymianue u
KOHCIIEKTUPOBAHUE JIEKIMH  TPEJIoJiaraeT HMHTCHCHUBHYIO yMCTBEHHYIO J€ATEIBHOCTB
oOyuatommerocs. Ciymmasi TeKIUH, Hall0 OTBJICYLCS IPH 3TOM OT IIOCTOPOHHMX MBICIEH M yMaTb
TOJBKO O TOM, YTO H3JIaraeT MpenojaBaresb. KpaTKue 3alucH JIEKIUH, KOHCIIEKTHPOBAaHHUE WX
MIOMOTaeT YCBOUTh MaTepuai. BHUMaHNe dyeaoBeKa HEYCTOHUMBO. TpeOyroTcsl BOJIEBbIE YCHIIHS,
4TOOBI OHO OBLIO COCPCAOTOUYCHHBIM. KoHcIekT sBseTCs IMOJIC3HBIM TOorJa, Koraa 3arumcaHo
caMoe CyIIECTBEHHOE, OCHOBHOE. JTO JOJDKHO OBbITh CenaHo camMuM oOyudarommmca. He Hamo
CTPEMUTHCS 3alUcaTh JIOCIOBHO BCIO JIEKIHMIO. Takoe "KOHCIEKTHpOBaHMe" MPHUHOCUT OOJbIiIe
BpeZa, 4yeM 1oJib3bl. HekoTopble 0Oyuaromuecs: MpocaT HHOT/a JIEKTOpa "4uTaTh noMeieHHee".
Ho JICKIIUA HE MOKET MPEBPATUTHCA B JICKIHUIO-TUKTOBKY. ITO OYEHb Bpe€AHasd TCHACHIUA, nbo B
9TOM cilyyae OOy4YaroIuiics MEXaHWYEeCKH 3alMChIBaeT OOJBIIOE KOJMYECTBO YCIBIIIAHHBIX
CBEJICHNH, HE Pa3MBIIIIISIA HaJl HUMH.

3amnuch JNeKIUH PeKOMEHIYETCSl BECTH 10 BO3MOXXHOCTH COOCTBEHHBIMHU (DOPMYITNPOBKAMHU.
XenarenpHO 3amuch OCYHIECTBIATh HAa OIHOW CTpPaHWIE, a CIEIYIONIyI0 OCTaBIATh IS
NpopabOTKH y4eOHOro Marepuaia CaMOCTOSTENBHO B JOMAIIHUX yClIoBHAX. KoHcHekt mydrre
MOApa3/eNATh Ha IyHKTHI, maparpadsl, codmrogas KpacHylo CTpoKy. IIpuHIMIHUanbHBIE MecTa,
orpezeneHus, GopMyIbl cleIyeT CONPOBOXKAATh 3aMEUAHUSIMHU: «BAXKHOY», «OCO00 BayKHO» M T.II.
l/IH(bOpMaLIl/IIO, HO M aKTUBHO BKIIIOUUTHCA B OTKPBLITUEC HEU3BCCTHOT'O JJIA ce6$1 3HaHUA.

OO6ume u yTBepAMBIINECS B TPAKTHUKE MpaBUia U NPUEMBbl KOHCHEKTHPOBAHUS JIEKIUIH:
KOHCIICKTUPOBAHUEC J'leKIlI/Iﬁ BCICTCA B CIICHIUAJIBHO OTBeﬂeHHOﬁ U1 3TOTr0 TETpaaiu, Ka)i(l[blﬁ
JIMCT, KOTOpOﬁ JOJDKEH HMCTh I10Jid, Ha KOTOPLIX ACJIAI0TCAd NOMETKU U3 peKOMeHI[OBaHHOﬁ
JIUTEPATyphl, JONOJHAIOIIAE MaTepHual IPOCIYIIAHHOM JIEKLMH, & TaKXe [0JYEPKUBAIOLINE
0c00y10 BaXKHOCTh T€X WJIM MHBIX TEOPETUYECKUX MONOKeHHH. HeoO0XxoauMo 3anmceBaTh TeMy H
TUTaH JIEKIUH, PEKOMEHIYEMYIO JIUTEPaTypy K TEME.

3amucu pas/ienioB JIEKIUX JTOJDKHBI HMETh 3ar0JIOBKH, 110J[3aT0JIOBKH, KpacHble CTpoku. Jlist
BBIZICTICHUS Pa3zelioB, BBHIBOAOB, ONPEICICHUH, OCHOBHBIX HJICH MOKHO HCIIOJIb30BaTh IIBETHHIC
KapaHgamy 1 Graomactepsl. HasBaHHbBIE B JIEKIMHU CCBUIKH HA IEPBOMCTOYHUKHI HAJO IOMETHTH
Ha MOJISX, YTOOBI IPH CaMOCTOATEIBHON paboTe HANTH U BIHCATh UX.

B KOHCHeKTe IOCIIOBHO 3alMCBHIBAIOTCS OINPENENICHHs] TOHATHH, KAaTeropuil M 3aKOHOB.
OcrajibHOE — JIOJDKHO OBITH 3aIlCaHO CBOMMH ciloBaMu. KaxknoMy oOyuatomemycst HE0OX0IuMO
Bpra6OTaTI) 1 UCIOJIb30BATh AOIYCTUMBIC COKpAIICHUA Ha1/16onee pacrnpoCTpaHCHHbIX TEPMUHOB
Y IOHATHUH.

B KOHCHeKT cnenyeT 3aHOCHTh BCE, 4YTO IPENoAaBaTelb IHUIIET Ha JOCKE, a TaKXke
PEKOMCHAYEMBIC CXEMBI, Ta6JII/ILI]>I, JAuarpaMmbl U T. 1.

Hanucanne koHCHeKTa JIEKIMH: KPaTKO, CXEMaTH4HO, IIOCIENOBATEIbHO (HHKCHPOBATH
OCHOBHBIC TOJIOKCHHMS, BBIBOJBI, (HOpMysHpoBKH. OO0OIIEHHS; MOMEYaTh Ba)KHBIC MBICIH,
BBIJICTATh KITIOYEBBIE CJIOBA, TepMuHbBL. IIpoBepka TEpMHHOB, MOHATHI C MOMOIIBIO
SHIUKIIONEANH, CIOBapeii, CIPaBOYHNKOB C BBIMMCHIBAHWEM TOJIKOBAHUH B TeTpaab. O003HAUNTD
BOIIPOCHI, TEPMHHBI, MaTepPHa, KOTOPHIH BBI3BIBAECT TPYIAHOCTH, IOMETUTH U NOTMBITATHCS HAUTH
OTBET B PEKOMEHIyeMoi mureparype. Eciam caMocTOSATENHHO HE yHaeTcsi pa3o0parhCsl B
Mmarepuane, TO HEOO0XOIUMO c(hOpPMYJIHUpOBaTH BONPOC W 3a4aTh IIPENOJABaTeNI0 Ha
KOHCYJIbTAllMH, Ha JA00OPaTOPHOM 3aHATHH

[IpakTuueckoe
3aHsTHE

IIpaktuueckoe (CeMUHApCKOE) 3aHITHE — BHJ AayJIUTOPHBIX YYEOHBIX 3aHATHH,
HejeHanpasiieHHas (opma opraHuzalnuM y4eOHOro mpolecca, IMpH peaM3alud  KOTOPOH
obydaromuecss 0 3aJaHUI0 M I0J PYKOBOJCTBOM MpENOAaBaTelsl BBINOJHSIOT MPaKTUUECKUE
3anmanus. [IpakTHuecKue 3aJaHus HAMPaBICHBI HA YIIyOJIeHHEe HAYYHO-TEOPETHUCCKUX 3HAHUN U
OBJIaJIEHUE OMPENIEICHHBIMU METOJaMH PabOThl, B MPOIECCE KOTOPHIX BHIPAOATHIBAIOTCS YMEHUS
Y HABBIKHU BBITIOJHECHUS TEX WM MHBIX YYCOHBIX JIeHCTBUI B naHHOM cdepe Hayku. [IpakTudyeckue
3aHATHUS Pa3BUBAIOT HAYYHOE MBIIUICHUE U PEYb, MIO3BOJIIIOT TIPOBEPUTH 3HAHUS OOYJaIOIIHXCS,
BBICTYTIAIOT KaK CpEICTBAa OMNEPAaTHBHON OOpaTHOW CBS3WM; IIeTh MPAaKTUYECKUX 3aHATHH —
YTIyOJIsATh, paCIIUPSATH, NETATU3UPOBATE 3HAHUS, TIOJTydYeHHBIC Ha JICKIINH, B 00001IeHHOH hopme
1 COIeHCTBOBATh BEIPa0OTKE HABBIKOB MPO(ECCHOHATBHON NeSTEITFHOCTH.

Lenpro mpakTHUECKUX 3aHATHH SBISETCS YIIyOJIeHHE M 3aKpeIUICHHE TEOPETHYECKHUX
3HAHWM, MTOJYYCHHBIX OOYYarolIMMUCA Ha JIEKIHUSAX M B MPOLECCE CAMOCTOSITEILHOTO H3yUeHUSs
y4eOHOro Mmarepuana, a, CJIeJOBaTelibHO, (OPMHUPOBAHME Yy HUX OINPEACICHHBIX YMCHUN U
HaBBIKOB.

st Toro droObl TMpakTUYECKHE 3aHATHUS MPUHOCHIM MAaKCHUMAalbHYIO IIOJIB3Y,
HEOOXOUMO MOMHHTB, YTO 3aHATHS TMPOBOISTCSA IO BBIYMTAHHOMY Ha JICKIMSIX MaTEpUATy W
CBsI3aHBI, KaK IMPAaBHJIO, C JCTalIbHBIM Pa300pPOM OTICIBHBIX BOIMPOCOB JICKIIMOHHOTO Kypca.
Tonpko TOCIIE YCBOGHHWS JEKIMOHHOTO MaTephalia C OIpPENeNIeHHONW TOUYKM 3peHHs oH Oyner
3aKpeIUIATECS HA TPAKTHYECKHX 3aHATHAX KaK B pe3ynbraTe OOCYXIEHHS U aHalu3a
JICKIIMOHHOTO MaTephasia, TaKk M C TOMOIIBI0 peMIeHHsl mpoOieMHbIX cutyanuid. [Ipm stmx




YCIIOBHUSIX OOYYarOIIMICS HE TOJBKO XOPOIIO YCBOWT MAaTE€pHall, HO W HAYUYHUTCS NMPUMEHATH €T0
Ha MPaKTHUKE, a TAKXKE MOTYyYNT JOHMOIHUTENBHBINA CTUMYJI JUIS aKTUBHOM NMPOPaOOTKH JICKIUN

Ha mpaktudecknx 3aHATHSAX MOAPOOHO PAacCMAaTPUBAIOTCS OCHOBHBIE — BOIIPOCHI
JUCLUIUIMHBI, Pa30MpaloTCS OCHOBHBIE THIBI 3ajad, cuTyanud. K KakIoMy NpakTHYecKOMY
3aHATHIO CJIEQyeT 3apaHee CaMOCTOSTENBHO BBINIOJIHUTH JIOMAllHEE 3aJaHWe W BBIYYUTb
JIEKIMOHHBIM MaTepuan K ciefytomeii Teme. CucTeMaTnieckoe BBIMOJTHEHHE JOMAIIHUX 3aJaHuH
00s13aTeNbHO M SIBJISETCS BAXHBIM  (DAaKTOPOM, CIIOCOOCTBYIOIIUM YCIHENIHOMY YCBOEHHIO
JUCLUTUINHBL

Ocoboe BHIMaHHE Clie/lyeT 00palars Ha ONpe/ieeHue OCHOBHBIX MOHSATHH AUCIMIUINHEL.
OOyuaronuiicst JOJDKEH MoAPOOHO pa3oupaTh MPUMEPHI, KOTOPHIE MOSCHSIIOT MOHSTHSI.

K xaxxnomy 3aHaTHIO O0ydaroliuecs IOTOBSTCSA 3apaHee, HEOOXOAMMO HAIMUCAaTh KPaTKHM
KOHCIIEKT Ha BCE€ BOIPOCHI, BIHOCHMBIE /I 0OCYKICHHUS Ha TpaKTHdeckue 3aHsaTus. [lo xaxmon
TeMe JOJDKHBI OBITh JOKITAAUUKK C COOOLICHWEM M mpe3eHTanmeil. Jloxmamumky ciemyer
MOATOTOBUTH MPAKTHYECKHE MPUMEPHI W/HWIM CUTYAI[OHHBIC 3aJadl AJSI CIyIIaTeNed Mo Teme
cBoero  coobmienns. Co3maHWe W peNIGHHE  CHUTYalMOHHBIX  33/a4  OLIEHWBAeTCS
JIOTIOJTHUTENBHBIME OaJIaMu.

BaxHbIll KpUTEpUil YCBOSHHSI TEOPETHYECKOTO MaTepHana — yMEHHE PeIIaTh MPOOJIeMHBIE
CHUTYaIlH ¥ IPOUTH TECTUPOBAHKE IO MPOIHICHHOMY MaTepHalry.

[IpakTryeckas moaroToBka — opma opraHuzanuy o0pa3oBaTeIbHON JESTENBHOCTH NPU
OCBOCHMU  00pa30BaTEJIBHBIX MPOTPaMM B YCJOBHMSX BBIIOJHEHUS OOY4YarOLIMMHUCS
OIpe/IeJIeHHBIX BUAOB paboT, CBS3aHHBIX C Oyaylieil npodeccHoHaNbHON NEesTENbHOCTBIO U
HanpaBjeHHBIX Ha (OPMHUpPOBaHHE, 3aKpEIUICHHE, pa3BUTHE NPAKTUYECKUX HABBIKOB U
KOMIIETEHIIMH 10 Npodrirto cooTBETCTBYOLIEH 00pa3oBaresbHOI porpaMMel. OOpa3oBareibHast
JEeATeNIBHOCTh B (hOpME IMPAKTUIECKON MOJIOTOBKH MOXET OBITh OPraHW30BaHA IIPU pEeATTM3aALUH
y4eOHBIX TPEIMETOB, KypCOB, MAWCHUIUIMH (MOZyJei), MpPaKkTHKH, WHBIX KOMIIOHEHTOB
00pa30BaTEeNbHBIX TPOTPAMM, IPETYCMOTPEHHBIX YUIE€OHBIM IIITAHOM.

[IpakTHyeckass MOATOTOBKA TPH pealu3aldy JUCHUIUIMHBI OpPTaHU3yeTcs IyTeM
NPOBEICHUST NPAKTHYECKUX 3aHATHH, MPEAyCMaTPUBAIONIMX ydacTHe OOydaromuxcs B
BBINIOJTHEHUH OTAENBHBIX 3JIEMEHTOB pPadOT, CBS3aHHBIX C OyAymieidl mnpodeccHoHaIbHON
JeSITeTbHOCTBIO.

IIpakTudyeckass MOATOTOBKA, BKJIIOUaeMass B NPAaKTUYECKHUE 3aHATHA, IpearnojaraeT
BBITIOJIHEHHE O0YYaroUIMMCsl OTAEIBHBIX 3JIEMEHTOB padoT MO COBEPIICHCTBOBAHHIO MPOIECCOB
Ka/IpOBOTO aIMUHUCTPHUPOBAHUSI, CBSI3aHHBIX C OyylIeil mpodeccHoHaNbHON JIesITeNbHOCTBIO.

CaMocTosTeNnbHas
pabota

OOyueHne 1O JMCUMIUIMHE MpPEAyCMaTpHBAaeT aKTHBHYIO CaMOCTOSTENIbHYIO paboTy
oOyuaromerocsi. B pasznmene 4 paboueil mporpammbl, KOTOpbI HasbiBaeTca «CTpyKTypa H
COACPIKAHUEC ANUCHUILUIMHBDY, BCC YaChbl CaMOCTOSITEILHON pa60T1>1 pacnmcCanbl Mo TEMaM U
BonpocaM. OOydaromuiicss HM3y4yaeT y4eOHBIH MaTephaj] W eCJIM, HeCMOTpS Ha W3YYCHHBIH
MaTtepHall, 3aJlaHus BBIIIOJIHATH HE yIaeTcs, TO B 00A3aTEIbHOM MOPSIKEe HEOOXOAUMO IOCETHTD
KOHCYJIbTAIIMIO IIpPErofaBarTelisi, BEOyLIero IPAaKTHYECKUE 3aHATUS W/WIM  KOHCYJIBTALHUIO
JeKTOpA.

CamocrosiTenbHasi pabota OOydYaromierocs sBJISETCS OCHOBHBIM CPEICTBOM OBJIAJCHUS
y4eOHBIM MaTepHaioOM BO BpeMs, CBOOOJHOE OT O0O0s3aTCIbHBIX YYCOHBIX 3aHATHI.
CamocrosiTenbHass paboTa 0OOydYaromerocst HaJl YCBOCHHEM YydYeOHOro Marepuaia MOMKET
BBIIIOJIHATHCA B 6I/I6HI/IOTGKC, AyIUTOPUAX IJIA CaMOCTOSTEIIbHOM pa6OTLI, a TaKXKE B JOMAaIIIHUX
yCIIOBUAX. YUeOHbIM MaTepHan JUCHUIUIMHBL, NPEAyCMOTPEHHBIN y4eOHBIM IUIAHOM, IS
YCBOEHUSI 00YUaIONIMMCS B IIPOLECCE CAMOCTOSTENEHON paboThl, BBIHOCHTCS HA IIPOMEXKYTOYHYFO
aTTeCTAlMI0 Hapsly ¢ y4eOHBIM MaTepHaloM, KOTOPBIH pa3pabaThIBajcs NpPU ITPOBEACHHU
Y9eOHBIX 3aHATHH.

CozxepxaHue CaMOCTOSTENIBHOW  paboTel  oOywaromerocsi —ompenensiercs y4eOHOM
NpPOrpaMMOil  IUCUMIUIMHBI, METOAWYECKHMH MaTepHalaMM, 3aJaHHsIMH U  YKa3aHHAMH
HpernoaBaTes.

CamocrosiTenbHas padota 00ydYaroIIMXCsl OCYIIECTBISCTCS B ayAUTOPHON U BHEAYAUTOPHOM
dhopmax

Komruieke y4eOHO-METOMYECKUX MAaTepualoB M0 BCEM BHJAM Yy4eOHOM IesTeNbHOCTH, MPELyCMOTPEHHBIM
paboueii mporpaMMol JUCIUILIUHBI, Pa3MEINIeH B AJICKTPOHHON HH(OpMAIMOHHO-00pa3oBarenbHoil cpene 3a0lKT
UpIl'VIIC, noctynHOM oOyuaroneMycs 4epe3 ero JUYHbIA KaOMHEeT




Hpunoxenune Ne 1 k padoueid nporpamme

®OHJA OHEHOYHbLIX CPEIACTB
JJIA IMPOBEAECHUSA TEKYILIero KOHTPOJIs yCIeBaeMOCTH
U IIPOMEKYTOYHOM aTTecTalluu



1 O01Me moJ1oKeHus

@OH/ OLIEHOYHBIX CPEICTB SIBISETCSA COCTABHOM YAcThbI0 HOPMATHBHO-METOJUYECKOTO
o0ecreyeHns CUCTEMBI OLICHKH KayecTBa OCBOEHUs 00yUaroIUMuUCs 00pa3oBaTeIbHON MPOrPaMMBl.

@OHABI OIEHOYHBIX CPEACTB MpeJHAa3HAueHbl JUIS HCIOJIB30BaHUS  OOYYaIOIIMMUCH,
npenojiaBaTes M, aJMUHUCTpauued WHCTUTyTa, a Takke CTOPOHHUMH 00pa30BaTEeIbHBIMU
OpraHu3alusIMK JUI OLIEHUBAHMs KayecTBa OCBOCHMS OOpa30BaTENbHOW MPOTPaMMbI U YPOBHS
c(OPMHPOBAHHOCTU KOMITETEHIIMN Y 00yUaromuxcs.

B cooTBeTcTBHU ¢ TpeOOBaHUSMU JEHCTBYIOLIETO 3aKOHOAATENbCTBA B chepe 0Opa3zoBaHus,
OLIEHOYHbIE cpezcTBa npecTapistoTes B Buae POC ans npoBeieHUs IPOMEXKYTOYHOM aTTecTalun
o0yyJaromuxcs 1Mo ITUCHMIUINHE, pakTuke. C yyerom neiictByromero B Mactutyre Ilonoxenus o
dopmax, MEPHUOAUYHOCTH M TOPAJKE TEKYLIEro KOHTPOJI YCIIEBAEMOCTH M IPOMEXYTOYHOMH
aTTecTaluu odyuaromuxcs (Bbiciiee 0Opa3oBaHue — OakajgaBpHar, CIEUAIUTET, MATUCTPaTypa), B
cocraB ®OC pns mpoBeeHMs MPOMEKYTOUYHOM aTTecTallMM MO JAWCLUUIUIMHE, NPaKTHUKE
BKJTIOYAIOTCS OIICHOYHBIE CpPEICTBA JUIS TPOBEIACHUS TEKYIIEro KOHTPOJS YCHEBaeMOCTHU
oOyyJaronuxcs.

Zamauamu ©OC gaBasgroTCs:

— OIIEHKA JIOCTH)KEHUH 00YyJaIOLINXCs B MPOLIECCE N3YUCHUS TUCIUILTNHEI;

— oOecrieueHHWEe  COOTBETCTBUSL ~ pe3yslbTaToB  OOyueHMs  3ajadam  Oynayuie
npoeCCHOHATLHON JeSITeIBbHOCTH Yepe3 COBEPIICHCTBOBAHHE TPAJAWUIIMOHHBIX W BHEAPEHHE
MHHOBAIIMOHHBIX METOJJ0B 00yueHHs B 00pa30BaTeNbHbIH Mporecc;

— CaMOIIO/ITOTOBKA M CAMOKOHTPOITb 00YYaIOIIUXCS B IIpoLiecce 00ydeHHsl.

@®OoH/ OLIEHOYHBIX CPEACTB CPOPMUPOBAH HA OCHOBE KIIFOUEBBIX NPUHIUIIOB OLICHUBAHUS:
BaJINTHOCTh, HaJIE)KHOCTh, 00bEKTHBHOCTh, d3PPEKTUBHOCTD.

JIns OLeHKH YpOBHS C(HOPMHPOBAHHOCTH KOMIIETEHIIMH MCIOJIB3YETCs TpPEeXypOBHEBas
cucrema:

— MUHUMAJIbHBI YPOBEHb OCBOEHMsI, 00513aTENIbHBIN JUIsl BCeX 00yYaroIuXcs MO 3aBEpPLICHUI0
ocoenus OIIOII; naet oOuiee npeacTaBieHnEe O BUAE AE€ATEIbHOCTH, OCHOBHBIX 3aKOHOMEPHOCTSIX
(YHKIMOHUPOBAaHUS OOBEKTOB MNpPO(ECCHOHANBHOM NeATeNIbHOCTH, METOJO0B U aJIrOPUTMOB
pelIeHus MPaKTHYECKUX 3a/1ay;

— 0a30BBIi  ypOBEHb  OCBOEHMs,  IPEBBIIEHUE  MHUHUMAJIBHBIX  XapaKTEPUCTHUK
c(OPMHPOBAHHOCTH  KOMIIETCHIIMK; TIO3BOJISIET  peIlaTh THUIIOBBIE  33/a4d, IPUHUMATD
npoeCCHOHATbHBIE U YIPABICHUECKUE PELICHHWs MO HW3BECTHBIM alIrOpUTMaM, IpaBHiIaM U
METOUKAM;

— BBICOKUH YPOBEHb OCBOCHMS, MAKCHUMAaJIbHO BO3MOKHAs BBIPQXKEHHOCTb XapaKTEPUCTHK
KOMITETEHIIHIA; MTPe/IojaraeT rOTOBHOCTh pelIaTh MPAKTHYECKUE 3aa4l TOBBIIICHHOMN CIIOKHOCTH,
HETUIIOBBIE 3aJ[aud, NMPUHUMATh NMPO(ECCHOHANbHbIE U YNPaBIEHYECKUE DPELICHHUS B YCIOBHIX
HETOJIHOM ~ OINpEeNeNIEHHOCTH, TPU  HEJAOCTaTOYHOM  JIOKYMEHTAJIBHOM, HOPMAaTHBHOM U
METOANYECKOM O0ECTIEUEHHH.



2 IlepeyeHb KOMIIETEHIUI ¢ YKA3aHUEM ITANOB UX (POPMHUPOBAHUA.
Iloka3aTe/ i OLleHUBAHUSA KOMIIETEHIUI, KpUTEPHUH OLICHKH

dbopMUPOBAHUY KOMIIETSHIINH:

IK-2.

Crocoben

OCYILECTBIIATh

aAMUHUCTPUPOBAHUE

JucuumimHa «JlokyMeHTallMOHHOE OOECIeueHue YIpaBJIEHUs IEPCOHAJIOM» YYacTBYET B

n AOKYMCHTAIIMOHHOC

CONPOBOXKACHUE MEPONPUATUM, HAMPABICHHBIX Ha OIpPEACIICHHE MEePCHEKTUBHOM M TEKyllel
NOTPEeOHOCTH B KajJpaX, pa3padarbiBaTh JIOKAIbHBIE HOPMATHBHBIC AaKThl, HAIMPABJICHHBIE Ha
MIPUBJICYEHUE TPYIOBBIX PECYPCOB B OPraHU3AIMIO, C YYETOM IIEJIEBBIX OPUEHTHUPOB TPYAOBOIO U
COLIMAJILHOTO Pa3BUTHS NIEPCOHAIIA.

HporpaMMa KOHTPOJBHO-0ICHOYHBIX MCPOHPHHTHﬁ

ouHasi popma 00yueHusn

Haumenosanue Kon
HaumenoBanue
KOHTPOJIBHO- OOBEKT KOHTPOJIS WHJUKaTopa
Ne OIIEHOYHOTO CPEeACTBA
OIIEHOYHOTO (Tema/pa3zen IUCIHTLIIHEL) JTOCTIKEHUS %
(dpopma mpoBeeHUT*)
MEpPOIPHUSITHS KOMIETEHITHH
5 cemecTp
1 5
2 3 4
PazHoypoBHeBbI€ 3a1aun
MHCbMEHHO), TECTUPOBaHUE
. Paznen 1. OcHOBBI ( ): P
1 Texymmii (KOMTIBIOTEPHBIE TEXHOJIOTHH).
JIOKyMEHTallMOHHOTO 00ecTieueHUs IK-2.1 f
KOHTPOJIb B pamkax IIII " TBopueckue
yIpaBIeHUs
3a7aHust (MMCbMEHHO/YCTHO)
TBopueckoe 3aganue
o Pa3znen 2. JlokyMeHTHI IO p A
2 Texymmmii . (MICBEMEHHO/YCTHO),
COIIPOBOKIEHHIO TPYIOBOU MK-2.1
KOHTPOJIb TECTHPOBaHUE
eI TeTFHOCTH
(KOMIIBIOTEPHBIE TEXHOJIOTHH)
TBopueckoe 3aganne
MUCBMEHHO/YCTHO
N Paznen 3. JlokymeHTHpOBaHUE ( M ),
3 Texymmii N TECTUPOBaHUE
IIPOLECCOB TPYAOBOU EATEIHHOCTH MK-2.1
KOHTPOJIb (KOMTIBIOTEPHBIE TEXHOJIOTHH).
paboTHuKa ok
B pamkax IIII": pemenue
Kelic-3a/1a4 (MMCEMEHHO)
. TBopueckoe 3ananue
Texymuii
Paznen 4. Opranusanust paboThI ¢ (MUCHEMEHHO/YCTHO),
4 KOHTPOJIb MK-2.1
JIOKyMEHTaMHU TECTHPOBaHUE
(KOMIIBIOTEPHBIE TEXHOJIOTHH)
Pasnen 1. OcHOBBI
JIOKYMEHTaIHOHHOTO 00ECTIeYCHHUS
yIpaBJiIeHUS
Pa3znen 2. JlokyMeHTHI IO
. JKk3aMeH — cobeceoBaHUE
HpOMG)I(yTOIIHaH COIMPOBOXKJIACHUIO TPYAOBOU (yCTHO)
6 aTTeCTALHs eI TESILHOCTH MK-2.1 >

Paznen 3. JlokymeHTHpOBaHUE
MPOLIECCOB TPYAOBO 1€ATEIbHOCTH
paboTHuKa

Paznen 4. Opranusaiust paboThI ¢
JTIOKYMEHTaMHU

DK3aMeH - TECTUPOBaHUE
(KOMITBIOTEpHBIE TEXHOJIOTHN)

*dopMma MpOBEICHUS] KOHTPOJIBHO-OL[EHOYHOTO MEPOIIPUSATHS: YCTHO, TUChbMEHHO, KOMITBIOTEPHBIE TEXHOJIOTHH.
**1I1: mpakTH4ecKas MOArOTOBKa




HporpaMMa KOHTPOJBHO-0ICHOYHBIX MCPOHPHHTHﬁ OYHO-3a04YHast (])opMa oﬁyqe}mﬂ

Haumenosanue Kon
HaumenoBanue
KOHTPOJIBHO- OOBEKT KOHTPOJIS MHJIMKaTopa
No OIICHOYHOT'O CPEJICTBA
OIIEHOYHOT'0 (Tema/paznen JUCUUILIMHBI) JIOCTHKEHUSI A
(popma mpoBenenus*)
MEpOIPHUSITHS KOMITETEHIIMH
6 cemecTp
Pa3noypoBHeBbI€ 3a1aun
MHCBMEHHO), TECTUPOBaHHE
N Paznen 1. OcHOBHI ( ): P
1 Texymnii (KOMIIBIOTEPHBIE TEXHOJIOTUN).
JIOKYMEHTAIUOHHOTO 00CCIICYCHHUS IIK-2.1 *
KOHTPOJIb B pamkax I1II " pemenue
yIpaBJiIeHUS .
TBOPYECKHX 3aJaHUI
(IMCHMEHHO/YCTHO)
TBopueckoe 3amanne
MUCEMEHHO/yCTHO
. Paznen 2. JlokyMeHTBI IO ( \,y ):
2 Texymmii . pelreHne kKelc-3amaq
CONPOBOKIECHUIO TPYIOBOM [K-2.1
KOHTPOJIb (TMCHEMEHHO/YCTHO),
JIeSITeIbHOCTH
TECTUPOBAaHUE
(KOMITBIOTEpHBIE TEXHOJIOTHN)
TBopueckoe 3ananue
MTMCbMEHHO/yCTHO
. Pazpnen 3. JlokyMmeHTHpOBaHUE ( M ),
3 Texymmii N TECTUPOBaHUE
MIPOLIECCOB TPYAOBOM JIEATEILHOCTH IIK-2.1
KOHTPOJIb (KOMIIBIOTEPHBIE TEXHOJIOTUN).
paboTHHKa o .
B pamkax IIIT: pemenue keiic-
3a/1a4 (MMMCbMEHHO)
N TBopueckoe 3amaHme
Texymumii
Pasnen 4. Opranu3zarus paboTsl ¢ (TMCHEMEHHO/YCTHO),
4 KOHTPOJTH IK-2.1
JOKYMEHTaMH TECTHPOBaHUE
(KOMIIBIOTEPHBIE TEXHOJIOTHH)
Pasznen 1. OcHOBBI
JOKYMEHTAITHOHHOTO 00eCIIeYeHUS
yIpaBieHUs
Paznen 2. JlokyMeHTBI IO
Hoky N DKk3aMeH — cobeceioBaHNe
IIpoMexyTouHasi | COIPOBOXIEHHIO TPYJIOBOM (yCTHO)
6 arTecTanus JIeSITEIBHOCTH IK-2.1 Y ’
OK3aMeH - TECTUPOBaHHE
Paznen 3. JlokymeHTHpOBaHUE
N (KOMITBIOTEpHBIE TEXHOJIOTHN)
MPOIIECCOB TPYAOBOH AEATEIEHOCTU
paboTHHKa
Pasnen 4. Opraru3zarus paboTsl ¢
JIOKYMEHTaMH

*dopMma MpOBECHHUS] KOHTPOJIBHO-OL[CHOYHOTO MEPOIIPUSATHS: YCTHO, TUChbMEHHO, KOMITBIOTEPHBIE TEXHOJIOTHH.
**1I1: mpakTU4ecKas MOArOTOBKa

Onucanue nokasarejei u KPUTEPUEB ONCHUBAHUA KOMIIeTeHIIMH.
Onucanme mKaj OICHUBAHUA

KouTponb kauecTBa OCBOCHHS AMCHMUIUIMHBI BKJIIOYaeT B ce0s TEKyIIUH KOHTPOIb
YCIIEBAEMOCTH M  MPOMEKYTOUHYK) AaTTECTAUMIO. T[EeKymuid KOHTPOJIb YCIEBAEMOCTH U
MPOMEXKYTOUHAsl aTTecTalysl OOydYaroluXcs MPOBOJSATCS B IENSAX YCTAHOBJICHHS COOTBETCTBUSA
JOCTYIKEHUH  OOyYarommxcs TMO3TalHBIM —TpeOoBaHUSAM 00pa3oBaTENbHON MpPOTpamMMbl K
pe3ynbratam o0yueHus: 1 GOpMUPOBAHUS KOMIIETEHIIUH.

Tekymmii KOHTPOJIb YCIEBAEMOCTH — OCHOBHOWM BHJI CUCTEMATHYECKOW MPOBEPKH 3HAHUMU,
YMEHHH, HaBBIKOB OOywaromuxcs. 3ajaya TEKYIIero KOHTPOJII — ONEPAaTUBHOE U PETYISIPHOE
yhnpaBieHue Yy4eOHOW JesITeIbHOCThIO OOYYalOIIMXCS Ha OCHOBE OOpaTHOM CBSI3M W
KOPPEKTUPOBKHU. Pe3ynbTaThl OlIEHUBAaHUSI 3aHOCATCS MPENOAABATENEM B KYPHAI U YUUTHIBAIOTCS B
BHJIE CPEIHEHN OLIEHKHU IIPU IPOBEAECHUH MPOMEKYTOYHOM aTTECTAIUU.

Jlnsg  oueHuBaHMS Pe3yJlbTaTOB OOYYEHHs] HCIIONIb3YeTCS ueThlpexOasibHas —IIKana:
COTIIMYHO», «XOPOILIO», «YIOBJIETBOPUTEIBHOY, «HEYOBIECTBOPUTEIIHHOY.




[lepeueHb OICHOYHBIX CPEJNCTB, WCIOJB3YEeMbIX [UIsl OIICHUBAHWS KOMIECTCHIIMA Ha
pa3IMYHBIX dTanax uX GOPMHUPOBAHUS, a TAK)KE KpaTKas XapaKTePUCTHKA ITHX CPEJCTB MPHUBEICHBI
B Ta0JIHIlE

HanmenoBanue [IpencraBnenue
Kparkas xapakTepucTruka
Ne OILIEHOYHOT'O OIIEHOYHOTO CPEeACTBa
OIIGHOYHOTO Cpe/ICTBA
CcpeacTBa B ®OC
YacTuyHo peTIaMEeHTHPOBAHHOE 3aJlaHHE, HAMEIOIIEe

HECTAaHAApPTHOE peIIeHHEe W IO3BOJIIIONIEe JUArHOCTHPOBATH
YMEHHS, HMHTETPUPOBATH 3HAHUSA Ppa3IUYHBIX  OOJacTeH,
apryMeHTHPOBaTh COOCTBEHHYIO TOYKy 3peHHA. MosxkeT | OOpa3zer] TBOPUECKIX
BBITIOJHATHCS. B WHAMBUAYAJIbHOM TMOPSIKE WIM TPYNNOW | 3aJaHUi
obyuJaromuxcsi.

MoskeT OBITH HMCIOJNB30BAHO JUIS OLIEHKHU 3HAHHM, HABBHIKOB U
(1JTH) OTIBITA AESATEIILHOCTH O0YYAROIHXCS

1 | TBopueckoe 3aianue

Pasnuyaror 3agaun:

— PpEIpOLYKTUBHOI'O YPOBHS, IIO3BOJIAIOIIUME OLIEHUBATL U
JMarHOCTHPOBaTh 3HaHHE (aKkTHYecKoro marepuana (0asoBble
MOHATUS, alNrOPUTMBI, (aKTel) W YMEHHE IPaBHIBHO
UCIIONIb30BaTh CIENNAbHbIC TEPMHUHBI W TOHSTHS, Y3HaBaHHUC
O00BEKTOB M3YUYEHUs B paMKax OIPEAEICHHOTO pasjena

JVCIUIUINHBI;
MOXET OBITh HCIIOJIB30BAHO JUIS OLEHKH 3HAHWN M yMEHHI
obyyaromuxcs;
- CKOHCTPYKTHBHOI'O OBHs1, IIO3BOJIAOIIMWE OLCHUBAThL H Tumnossie
Pa3noypoBHeBbIE P Py yp ’
2 3aa4n JAUArHoCcTupoBaTb YMCHHA CHHTE3UPOBATh, aHAJIM3UPOBATH, | Pa3HOYPOBHEBBIC

0000mare (akTUYEeCKUH W TEOPETHYECKHH Marepuan C | 3aja4u
(opMyJIMpOBaHHEM KOHKDPETHBIX BBIBOJOB, YCTaHOBIICHHEM
MPUYUHHO-CIIEJICTBEHHBIX CBA3EH;

MOXET OBITh WCIOJB30BAaHO MJIsI OLECHKHM 3HAaHUH, yMEHWH,
HaBBIKOB M (MJIN) OTBITA AESTEIbHOCTH 00YJaIOMNXCS;

— TBOPYECKOTO YPOBHS, IIO3BOJIIIOIIME OLCHWUBATh M
JMarHOCTHPOBATh YMEHHMS, MHTETPUPOBATh 3HAHUS Pa3ITHUHBIX
obuacTeil, apryMeHTHPOBaTh COOCTBEHHYIO TOUKY 3PCHUS,;
MOXET OBITh WCHOJB30BAaHO MJIsI OLECHKHM 3HAaHUH, yMEHWH,
HaBbIKOB M (MJIM) ONBITA ISSITEIbHOCTH 00YYaIOIINXCsl

IIpobnemHOe 3amaHKe, B KOTOPOM OOYYAOIIEMYCsl IPEJIararT
OCMBICITUTh PEANbHYI0 MPOo(eCCHOHAThHO-OPHUEHTHPOBAHHYIO
CUTYaIIMI0, HEOOXOUMYIO JUISl pelIeHUs JaHHOW TPOOJIEMBI.
MoskeT OBITH HCIONB30BAHO [UIsl OLIEHKH 3HAHWUH, YMEHMHIA,
HABBIKOB U (WJIM) OMBITA AEATEIHHOCTH, a TaKXKe OTAETbHBIX
KOMITETCHITMH (B paMKaX JUCITUILIAHBI)

3 | Keiic-3amaua Tumnosas keic-3amada

Cucrema CTaHAapTU3NPOBAHHBIX SaﬂaHHﬁ, TIO3BOJIAOIIAA

TectupoBanue ABTOMATH3MPOBATH IPOIIE W3MEpeHUs] YPOBHS 3HaHUH H
p N P poueaypy P yp DoHI TECTOBBIX
4 | (KOMIIBIOTEpHBIC YMeHHH 00y4aronerocs. sanammii
TEXHOJIOTHH) MoskeT OBITh HWCIONB30BAHO U OICHKH 3HAHWM, YMCHHH,
HaBBIKOB ¥ (MJIM) OTIBITA NESITEIHHOCTH O0YJAFOIINXCS
Ilepeuenn
TEOPETUIECKUX
BOIIPOCOB U
CpencTBO, MO3BOJISIONIEE OLIEHUTh 3HAHUS, YMEHUS U BIIaJICHUS TumoBoe(ie)
oOy4aroIerocs Mo JUCIUTUINHE.
5 | Ox3ameH IpakTudeckoe(ue)

Pexomennyercss a1 OUEHKM 3HAaHUN, YMEHUH M BIAaJCHUI

3a1aHue(s) K
HaBbIKaMU 00y4aloluXcs

sK3aMeny (obpaserr

9K3aMEHAIIMOHHOTO
Owmrera)
CucremMa  aBTOMATU3UPOBAHHOTO  KOHTPOJS  OCBOCHHS
Tect — KOMNETEHINA (4acTH KOMIIETCHIMK) OOyJaromuMcs 1o
G | mpoMexRyTOUHAs JICIIUTLITHE c HCIIOJIb30BaHHEM nHpopMalmoHHO- | DOHJT TECTOBBIX
aTrecraius B popme KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH. 3aJJaHui
9K3aMeHa MoxeT ObITh HCHOJNB30BAHO JUISi OLCHKHM 3HAHUHN, yMEHHH,

HaBbIKOB M (MJIM) OIBITA IESITEIbHOCTH 00YYaIOIINXCsl




Kputepun u mkaJibl OleHUBAHUS KOMIIETEHLIMI B pe3y/ibTaTe H3y4YeHHs U CHUIITUHBI IPH
NMPOBeAeHUN MPOMEKYTOYHOI aTTecTalMU B (popMe IK3aMeHa.
Ikana nJis1 OeHUBAHUSA YPOBHS OCBOCHUSI KOMIIETEHIIM

IIIkama orieHUBaHUS

YpoBeHb
Kpurepun onieHrBanust OCBOCHUS
KOMIIETeHIUN

«OTJIMYHO»

OOyuatonuiics MpaBUIBLHO OTBETWJI HAa TEOPETUYECKHE BOMPOCHI.
Ilokazan oTiHMYHBIE 3HAHWS B paMKax ydeOHOTO MaTepHaa.
IIpaBunbHO  BBIMONHWII — IpakTHdeckne 3amaHus.  Ilokaszan
OTIWYHBIE YMEHHMA W BIAJCHHUA HABBIKAMH IPHMEHEHHS Beicokni
MOIYYEHHBIX 3HAHUM M YMEHHI NpHU PEHICHHH 3aJad B paMKax
y4eOHOTo MaTepuana.

OTBeTn Ha BCe JOMOIHUTENBHBIE BOPOCHI

«XOpOoLIO»

OOyyatommiicss ¢ HEOONBIIMMH HETOYHOCTSIMH OTBETHJI Ha
TeopeTuueckue Bompochl. [lokazan xopoline 3HaHHA B paMKax
yuebnoro matepuana. C HEOOJBIIUMH HETOYHOCTSIMHU BBITIOTHHI
npaktuueckue 3ananus. llokasan xopouide yMeHHs] W BIlaJIEHUS BbazoBbiii
HABbIKAMU TPUMEHEHHs TOJYYEHHbIX 3HAHUH W YMEHUH Mpu
pelieHnd 3ajad B paMKax ydeOHoro Marepuana. OTBeTHS Ha
OOJBIIMHCTBO IONOJHUTEIBHBIX BOIPOCOB

«YAOBJIETBOPUTEIILHO»

OOyuaroniicss ¢ CyUIeCTBEHHBIMH HETOYHOCTSMU OTBETHJI Ha
TeopeTndeckue BOMpochl. [Tokas3an yaoBIETBOPUTEIHHBIC 3HAHUS
B paMmkax ydeOHoro Martepmama. C  CyIIECTBEHHBIMH
HETOYHOCTSIMH BBHITIONIHWI TpakTHYeckue 3amaHus. [lokazan
VIOBIETBOPUTEIbHBIE  YMEHHS W  BIAQJCHUS  HaBBIKAMHU
TMPUMEHEHHS MMOJTyYeHHBIX 3HAHUW W YMEHHH TIPU PEIICHUHN 3a/1a9
B paMKax yueOHOro marepuaina. J[omycTHI MHOTO HETOYHOCTEU
IPU OTBETE Ha JIONOJIHUTEIbHBIE BOIPOCHI

MuHUMaNLEHBIN

«HCYAOBJIECTBOPUTEIHLHO»

OOyuaronuiicss Mpu OTBETE Ha TEOPETHUYECKHE BOMPOCHI U MpPHU
BBIMOJIHEHUM  TNPAKTHYECKHX  3aJaHUi  MPOAEMOHCTPHUPOBAI
HEJOCTaTOYHbIM YpPOBEHb 3HAaHMKW M ymeHuil. IIpu orBerax Ha
JIOTIOJTHUTENbHbIE  BONPOCHI  OBLIO  JIOMYIEHO  MHOXECTBO

Komnerenuuu ne
c(hOpMHUPOBAHEI

HCTIPAaBUJIBHBIX OTBETOB

Tect — mpoMeKyTouHasi arTecTalus B popMe IK3aMeHa:

IIxana oneHuBaHus

Kputepuu onieHuBaHus

«OTIIUYHO

OOyuaromuiicsi BepHo oTBeTHa Ha 90 — 100 % TecTOBBIX 3aJaHMH NPU NPOXONKICHUU
TECTUPOBAHUS

«XOopomo»

OOyuaromuiicsi BepHo orBeTHs Ha 80 — 89 % TecTOBBIX 3aJaHMN NIPH MPOXONKICHUU
TECTHPOBAHUS

«YAOBJICTBOPHUTCIILHO»

OOyuaromuiicss BepHo oTBeTHa Ha 70 — 79 % TecTOBBIX 3alaHMN NIPH MPOXOXKICHUU
TECTUPOBAHMUS

«HEYIOBJIETBOPUTECIBHO)

OOyuaromuiicss BEpHO OTBETHJI Ha 69 % W MeHee TECTOBBIX 3a/IaHHMi NPU MPOXOXKICHUU
TECTUPOBAHMUS

KpuTtepun u mkaJjibpl oueHUBaHNUs Pe3y/JbTATOB 00y4eHUsI MPHU MPOBeAeHUN

TBopueckoe 3a1aHue

TEKYLIECT0 KOHTPOJIA YCIIEBAEMOCTH

[IIxana onieHUBaHUS

Kpurepuu onieHuBaHus

«OTIUYHO»

IIpencraBnennas pabota AEMOHCTPUPYET TOYHOE MOHUMAHUE 3aJaHUS M IOJHOE eMY
cooTBeTcTBHE. PaboTe MpUBOAATCS KOHKPETHBIC (DaKThl U MPUMEPHI.

Martepuan u3j0oKeH JIOru4Ho. Pabota u opma e€ nmpecTaBIeHUs SBIISIETCS aBTOPCKOiA,
BBITIOJTHEHA  CAMOCTOSITEIBHO M COJEPXKUT  OOJIBIIIOE  YHMCIO  OPUTHHAIBHBIX,
n300peTaTeNbHBIX IPUMEPOB.

O¢ddexktuBHOE  WCTONMB30BaHME ~— W300paKeHWH, BHACO, aymuo M APYTHX
MYJBTHMEAUHHBIX BO3MOKHOCTEH, YTOOBI MPEICTABUTH CBOIO TEMY U BEI3BaTh MHTEpEC.
[IpeseHTamnusi WMeeT Bce HEOoOXOAWMBIC pa3leNbl, MaHHbIE 00 aBTOpe, CCBUIKM Ha




UCTOYHHKHU, OopOopMIIeHA B OJHOM cThiie. TeKCT He M30bITOYEH Ha craiifie, He UMeeT
opdorpaduaecKux u peueBhIX OMMUOOK

«XOopomo»

[pencraBnenHas paboTa IEMOHCTPUPYET TIOHUMAaHUE 3aMaHus. B paGoTy BKIHOYAIOTCS
KaK MaTepualbl, HWMEIOIIHe KaK HEMOCPENCTBEHHOE OTHOIIECHHE K TeMe, TaK |
MaTepuaisl, He WMeoIne OTHOImeHns kK Heit. Comepanue pabOTHI COOTBETCTBYET
3aJIaHHI0, HO He BCE ACTIEKTHI 33IaHMs PACKPHITHL. B paboTe ecTh dIIeMEHTHI TBOPUECTRA.
Vcrosb3yroTest OJHOTHITHBIE MYJIbTHMETUHHBIE BO3MOKHOCTH, OCHOBHBIE TPeOOBaHHS K
NpE3eHTallud  COOJIIOJICHBI, HO OTCYTCTBYET BBINMOJHEHHE TpeOoBaHWi JHOO K
odopmiieHHIO, JIMOO K cojepkaHuio. TekcT Ha ciaiific He HW30bITOYEH, HO ILIOXO
YUTACTCS, HCCKOJIbKO HCYJAYHBIX PCUCBLIX Bpra)KeHl/Iﬁ

«YJOBJIETBOPUTEJILHO

B paborty BritoYeHa coOpaHHas o0y4aromumcs nHpopMalys, HO OHa HE aHaJIM3UPYeTCs
U He oueHuBaercs. HapymieHue I5orukM B U3JOXKEHHHM Marepuana. OObIYHas,
CTaHgapTHas paboTa, DIEMEHTHI TBOpPYECTBA OTCYTCTBYIOT. He HCMONB3yrOTCS
I/I306pa)KeHI/Iﬂ, BUACO, ayaAuOo U Opyrue MyﬂbTHMe[[HﬁHLIC BO3MO>XHOCTH, HWJIN HUX
UCIIOJIB30BaHME OTBJIEKaeT BHMMaHHe. He coOmomeHbl TpeOoBaHHS K OGOPMIICHHUIO
npeseHTanyy. CIHMIIKOM MHOTO TEKCTa, WM JBe U Ooiiee ophorpadu4ecKux OmHubOK,
WM peueBbie M opdorpaduaeckre ommuoOKu

«HEYIOBJIETBOPUTECIBHOY

IIpu BBIITOJTHEHAH WH/INBUAYaIEHOTO TBOPYECKOTO 3aaHAs CTYICHT
MIPOIEMOHCTPUPOBAN HEIOCTATOYHBIH YPOBEHB BIIAJICHUS YMEHHUSMH W HAaBBIKAMH TPHU
pemeHrH TPO(ECCHOHANBHBIX 3aZad B paMKaX YCBOSGHHOTO YYEeOHOTO MaTepHaia.
JonyIieHo MHOXKECTBO HETOYHOCTEH

Pa3H0yp0BHeBHe 3aJa4n

IIIkama oreHUBaHUS

Kpurepun oneHnBaHMA

O6y‘IaIOH.lI/II\/'IC$I IOJITHOCTBIO W TIPABHUJIBHO BBIIIOJHWI 3aJdaHUS. Ilokazan oTiMYHBIE
3HaHUs, YMCHUA U BJIaJICHUA HaBbIKaMU MPUMEHCHUA UX MPU PCHICHUM 3aJlad B paMKax

«OTJINIHOY»
YCBOEHHOT0 y4eOHOro marepuana. Pabora oopmieHa aKkKypaTHO ¥ B COOTBETCTBUH C
PeIbIBISIEMBIMI TPEOOBAHUSIMU
OOyuaronuiicsi BBITOIHIII 3aJaHusl ¢ HEOOJIBLIMMU HeTouHOCTAMH. [Tokazan xopouime
«XOopouio» 3HaHUs, YMCHUA U BJIaJICHUA HaBbIKaMU MPUMEHCHUA UX MPU PCHICHUM 3a/lad B paMKax

YCBOCHHOT0 yueOHoro Matepuana. Ectb HenocTaTky B 0hopMIIeHUH PabOThI

«YJOBJIETBOPUTEIILHO

OOydJaroluiicss BBIMOJHMI 3aJaHUs] C CYIIECTBCHHBIMH HETOYHOCTsAMHU. [lokazan
YAOBIETBOPUTENbHbIE 3HAHUS, YMEHUS M BIAJCHUS HABBIKAMHU MPUMEHEHHS] UX IPH
pelleHn: 3aja4 B paMKax yCBOGHHOro y4yeOHoro marepuana. KauectBo odopmiieHus
pabOoTHI HMEeT HeTOCTATOYHBIN YPOBEHb

«HEYIOBJIETBOPHUTECIBHO)

ITpn BbIMONHEHNMH 3aJaHUl OOYYAIONIMHCS TNPOAEMOHCTPHUPOBAT HEAOCTATOUHBII
YpOBEHb 3HaHWH, YMEHHH W BIAJCHUS UMH IPH PEIICHUH 3a/1a4 B PAMKaX YCBOCHHOTO
y4eOHOro MaTepHaia

Keitic-3amaua

IIIkama orieHUBaHUS

Kpurepun oneHnBaHus

KOTJIUYHO»

OOyuaroniuiicss u3jaaraeT MaTepuan JIOTUYHO, TPaMOTHO, 0e3 OmHUOOK; CBOOOIHO
BJIajieeT NpoheCcCHOHAIbHON TEPMHHOJIOTHEH; YMeeT BbICKa3bIBaTh 1 0O0OCHOBATH CBOH
CY)KJECHUS; JacT YETKUW, IOJIHbIM, IPAaBUIbHBIA OTBET HAa TEOPETUYECKHE BOIIPOCHI;
OpTaHU3yeT CBSI3b TEOPUU C MPAKTUKOMN

«Xopomo»

OOyuaronuiicst rpaMOTHO M3JIaraeT MaTepUall; OPUCHTUPYETCA B MaTepualle; BlajeeT
npodeccHOHAIBHON TEPMUHOJIOTHEH; OCO3HAHHO TPHMEHSET TCOPETHYECKHE 3HAHHA
JUISL pelIeHns Kelca, HO cojiepkaHue U (hopMa OTBETa UMEIOT OTIEIbHBIE HETOUHOCTH.
OtBeT 00yUaromerocs: NpaBUIbHBIN, TOTHBIH, C HE3HAUYUTEIBHBIMI HETOYHOCTSMH HIIH
HEJIOCTATOYHO MOJTHBINA

«YAOBJIETBOPUTEIILHO»

OOyyatonmiicss W3/araeT MaTephal HETONHO, HENOCIeA0BaTeFHO, JOIyCKaeT
HETOYHOCTHU B OIIPEJICIICHUH TOHATHH, B IPUMEHEHUN 3HAHUH U pelIeHus Kekca, He
MOJKET J0Ka3aTeNbHO O0OCHOBaTh CBOWM CYXKICHHS;, OOHAPYKHBAETCS HEAOCTATOYHO
riIy0oKoe NOHMMaHHe M3YUYEeHHOro Marepuasa

«HCYAOBJIECTBOPUTEIILHO»

BricTaBnsiercs  oOyuaromeMycst B Cllydyae HEBEPHOTO  OMNpEJENICHHS MNPUYUH
BO3HWKHOBEHHMS IIPOOJIEMBI, ONIMCAHHOW B Kelce, OTCYTCTBHM BapHaHTOB €€ PELICHUs,
U B ICJIOM HE BBITIOJHEHUS] TPeOOBAHUM, COIVIACHO KPUTEPUSAM OICHKH PE3yJIbTaTOB
IPOBEJCHUS Kelca




TecTupoBaHue — TEKYIUNA KOHTPOJIb:

IIIxana oneHuBaHus

Kpurepuu oneHuBaHus

OO6yuatonuiics BepHO oTBeTHaI Ha 90 — 100 % TecTOBBIX 3ajaHHN NPHU MPOXOXKICHUU
COTIIMYHOY»
TECTUPOBAHUSI
CXODOLLION OO6yuatonuiics BepHo oTBeTHaI Ha 80 — 89 % TecTOBBIX 3alaHUM MPU MPOXOXKICHUU
P TECTUPOBAHUSI
(Y IOBIETBOPHTENBHOY OO6yuatomuiics BepHOo oTBeTHaI Ha 70 — 79 % TecTOBBIX 3alaHUM MPU MPOXOXKICHUU
Y P TECTUPOBAHUSI
OOyuatomuiics BEpHO OTBETUI Ha 69 % M MeHee TEeCTOBBIX 3aJaHUH MPHU MPOXOXKICHUU

«HCYIOBJIETBOPUTECIILHO»

TECTUPOBAHUS




3 TunoBbie KOHTPOJIbHbIE 32IAHUA WJIN HHbIE MATEPUAJIbI, HEOOX0UMbIE
JJIS1 OIl€HKM 3HAHM A, YMEHH i, HABBIKOB M (WJIN) ONBITA J1eATEJIbHOCTH

3.1 O6pa3en TBOPYECKOr0 3aJaHUS

TBopueckue 3aaHus BBUIOKEHBI B AJICKTPOHHONW WH(OPMAIMOHHO-00Pa30BaTEILHON cpejie
3a6MKT UpI'VIIC, nocTymHOM 00y4aromeMycst 4epe3 ero JIMYHbIN KaOUHET.

Hwxe npuBegen oOpazeny MHAMBUAYATBHOTO  TBOPYECKOTO  3aJlaHUsl 1O  TEMe,
pelyCMOTPEHHOM paboueil mporpaMMon JUCIUILTUHBL.

OOpa3ser; TBOPYECKOTO 3a/laHUs
no teme: « [Topsiiok 1 mpaBuiIa opOpMIICHHS JOKYMEHTOB TP IpHeMe Ha paboTy»
BBINOJIHAEMOTO B PaMKax MPaKTUUYECKOM MOJrOTOBKH

3aganue 1: HeoOxoauMo ohopMHUTE ITPHKa3 O MpUEMe Ha pabOTy COIIACHO BapHUaHTY.

PekBU3NTHI OpraHu3aiyuu npecTaBleHbl B Tadmie 1.

JlnuHble (BapyaTHBHBIC) CBEJCHUS MeHEPATBLHOTO AUPEKTOPA, IOPHUCKOHCYIIBTA, HadaIbHUKA
OTJIeNa KaJIpOB MPeJICTaBICHBI B TabIuUIE 2.

Bu3bl IPOCTABIAIOTCS WIIM B HIKHEH 9acTH TOCJISIHETr0 JINCTA MprKasa (Tocje moanmcei),
WK Ha 00OPOTHOW CTOPOHE MOCIIEHETO JTUCTA MOITUHHUKA TIPHUKa3a.

PacrnipenesieHre cuTyalMOHHBIX 3aJaHHIA 110 BapUaHTaM MPEACTABICHO B Ta0IHIIE 3.

Ha pucynke 1 npuBeneH nmpumep opopMIICHHS MPUKa3a 0 IpueMe Ha paboTy, Ha pUCYHKE 2
MPHUBEJICH TpUMep 0(POPMIIEHHUS BU3 COTJIACOBAHMS.

Tabnuna 1
VcxoaHble JaHHBIC NI 3aJaHMs 10 BapHAHTaM

Bapmant MuadopManus o KoMIaHHH Cdepa nestenpHOCTH™

1 2 3

1 OGIIECTBO ¢ OrPaHHUEHHON OTBETCTBEHHOCTHIO "MAIIICTPOM- | ITpomusBoacTBo TOTOBBIX
1" (OO0 "Marmmcrpoit-IT") METaJUTHICCKUX U3IIETHI

440061, r. Ywura, yn. IIpomerapckas, 5. Tenedon/daxc: (8412)
49-03-92

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

2 3akpeiToe  aknuoHepHoe — obmectBo  "TpancTex"  (3AO | Opranuzanus nepeBo30K rpy30B
"TpancTex")

249400, r. Yura, yn. ®okuHa, 1. 21

Tenedon: (4844) 46-59-04, daxc: (4844) 46-31-57

OKIIO 79897312, OI'PH 1064024013844,  WHH/KIIIT
4024008905/402401001

3 3akpeiToe akuoHepHoe obmectso "COKO3" (3A0 "COIO3"), Po3nnunas TOProBIIA B
443090, r. Yura, yn. 'actemno, a. 33. HeCHEeUUAIN3UPOBAaHHBIX Mara3uHax
Tenedpon/dPaxc: (9272) 02-22-77

OKIIO 75167574 OI'PH 1046300581766, MHH/KIIIT
6316096860/631601001

4 3akpeiToe aknumoHepHoe obmectso "CKOPOXOH" (3AO | Kypsepckas nesTenbHOCTh
"CKOPOXO/")

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

Tenedomn: (843) 236-06-31, Daxc: (843) 292-59-97

OKIIO 70885336, OI'PH 1031621021300,
WHH/KIIIT 1655076669/165501001

5 ObmectBo ¢ orpanmdeHHON oTBeTcTBeHHOCTEI0O "ABUKOC" | CTpaxoBaHHe OTBETCTBEHHOCTH
(000 "ABUKOC")

196105, r. Yura, nep. SIkoBneBckui, 1. 6

Tenedon: (812) 385-05-55

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




6 3akpeiToe  akmuoHepHoe — obmiectBo "ApeHmaABTo"  (3AO | ApeHna IETKOBBIX aBTOMOOMIEH
"ApernaABTo")
127287, r. Mockga, IlerpoBcko-PazymoBckuii mip., 1. 21
Tenedon: (495) 733-95-20
OKIIO 71987062, OI'PH 1037789038704,
WHH/KIIIT 7713515735/771301001
* manHas rpada gaHa JuIst BEIOOpa JIOTOTHITA
Tab6uia 2
BapI/IaTI/IBHBIG JaHHBIC JJIA COCTAaBJICHUA I[OH)KHOCTHOﬁ HHCTPYKIIUA
Bapu- JlomkHOCTh I'enepanbHbIil 1UpeKTOp Hasanbrux otrena IOpuckoncynbT
KaJpoB
aHT
1 Menemxep o padboTte ¢ O3epos ['eopruii Kpotos Anexceit 3emsinHa Mapust
KJIMEHTaMH ITaBnoBuu MuxaiinoBuy IleTtpoBHa
2 Menenxep no npoaaxe CununbiH Matseii T'oBopun Cepreit Jlonatuna Exarepuna
TPAHCHOPTHBIX YCIYT I'enHaspeBUY AHppeeBuu AHaTonbeBHa
3 ITomo1HUK MeHeKEpa Axynos Ilerp Uropesuu | ITonumykx Anapeit Myp3zaeB AHTOH
MBanoBuy Buxkroposuu
4 Memnemxep no pabote ¢ Kyxos IlaBen Mapunun Anekcanap | CrpyeBa AHHa
KIIMEHTAMU EBrenbeBuu Banumosuu JMutpueBHa
5 ITomo1HUK MeHEKEpa KpacuoB Anekcannp Pr16un Urops Xotynen Enena
I'eopruesuu IIerpoBuu ITaByoBHA
6 Memnemxep no pabote ¢ Mamun Cepreit Apucros Iletp Pyxuna Npuna
KJIMEHTaMU JIpBOBHY MuxaiinoBuy BukroposHa
Tabnuua 3

CI/ITyaI_[I/IOHHLIe 3a/laHuA 110 BapruaHTaM JIsI COCTABJICHUS ITPHKa3a 110 JIMYHOMY COCTaBYy

Bapuant

CHTya[IHOHHLIe 3aJavanu

1,4

Curyanus 1

15 cents6ps 2020 roma ObL1 3aKmoueH TpyAoBoit morosop Ne 9 ¢ Ilumkwunoit Enenoit HukomaesHo#. Ee
Opasy Ha TOJDKHOCTH MEHeKepa 1o padoTe ¢ kiueHTaMu B OTes no padboTe ¢ KIMEHTaMHU OpraHu3annu
Ha cpok ¢ 21 centsops 2020 1. mo 21 centsiOps 2021 r. 6e3 HCHBITATETHHOTO CpoKa ¢ OkIanoM B 30 THIC.
py6. u HambaBkoi 15 Teic.py0. Iumxwraoit E.H. 6sm1 mpucBoen TabensHBI HOMep 0057. Ilpuka3 mo
JMYHOMY cocTaBy ObUT m3maH 16 ceHtsOps 2020 r. 3a HOMepoM 28-K, 3aBU3MPOBAHHBIN HaYaIIbHUKOM
ortena 1o pabore ¢ kianeHTamu PoroxuHbsiM MakcumoM FOpbeBHUYeM M FOPHCKOHCYJIBTOM OpPTaHH3aLlUH
(®UO cMm. u3 3a1aHus 10 TOHKHOCTHOW MHCTPYKIIMH) U JIAH MOJ PACIUCKy 21 ceHTs0ps

2,5

Curyanus 2

4 mas 2020 roga Obur 3axioueH TpynoBoit noroBop Ne 3 ¢ MopozoBsiM [ebom BuxropoBnuem Ha
JIOJDKHOCTh TIOMOIIIHMKAa MeHemkepa B Otaen MapkeTuHra opraHusamuu ¢ 5 mas 2020 1. ¢
UCTIBITATEIbHBIM CPOKOM B 1 Mecs ¢ okiagoM B 20 Thic. py0. u Hajg0aBKoit 5 ThIC.py0. Mopo3sosy I'.B.
Obu1 mpucBoeH TabenbHbld HOMep 0032. Ilpuka3 no nmuHOMY cocTtaBy Obul u3naH 4 mas 2020 r. 3a
HOMepoM 12-K, 3aBU3UPOBAaHHBIA HAYAILHUKOM OTeJNia KaJpoB U IOPUCKOHCYIbTOM opranuzanuu (GO
CM. U3 33J]aHusl 110 JOJDKHOCTHON MHCTPYKIMH) U JaH MO/ PACIIUCKY 5 Mast

3,6

Curyauus 3

6 wronst 2021 roga ObLT 3aKMIOYeH TpyHoBoid moroBop Ne 5 ¢ Kymarunoit Hagexmoit BimagumupoBHoii Ha
JIOJDKHOCTh MHCIIEKTOpa 1o KajpaM B Otaen kaapoB opranuzauuu ¢ 9 uronst 2021 r. ¢ ucnbITaTeIbHBIM
CPOKOM B 2 MecsIa ¢ OKIagoM B 25 Teic. py0. u Hagbaskoi 10 Teic.py6. Kymarunoit H.B. O6bu1 iprcBoeH
tabenpHbI HOMep 0048. IIpuka3 mo muaHOMY coctaBy ObuT m3gaH 6 mrons 2021 r. 3a HOMepoMm 23-K,
3aBU3MPOBAHHBIA HAYAJIILHUKOM OTEeJa KaJIpOB M IOPUCKOHCYIbTOM opranuzanuu (PO cMm. u3 3amaHus
M0 JOJDKHOCTHOM MHCTPYKIIMM) M JJaH N0 pacnucky 10 urons




r(E01.2004 Mo L

Fopura o DKV
JaKpBIMee AKUBTHEPHO. ecmeg idamazy o DHIID

€ odu
[ EAFNEHDEAHEGE 0T SEED ALHE]

Vi mapenumn dopra Ni T-1
Vrpapams Themasoenamen [oeuemones Pomsec

Fon

oaniood

81934115

| Homep goxyaesta | Jata rocTapmenna |

ITFHKAS | dix | 15022014

(pacmopssxermie)
o rpueme paboTHEKa Ha paboTy

Hara
[IpHHATE Ha padoTy | C 01.03.2014
o 0103 2013

T b emEb I HOME
Herpacosy Mapzapumy Konemanmunosny 2635

[ anrome, Fouw, omerTE])

B nadopamoprio Ne 1

[CIpT¥TYPHDE P AST=Te;
nadoparm

[0 FZHED CTH (CIELHAITEHO TS, TTPO SR, PASpRT, HIACe [ FaTETCPELL) JE Al FEXAIHE)

T 2 pabo pabo )
¢ 7apHpEOA CraBROH (DETagCn) 10 000 py6. 00 xom
Timfpaned
HiADasK0E - py. — xom
(odraned
 MCITBTEHMEM HA Cf0E odun MECFITAL BE]
DcHoEammE:
Tovaoec goroecp ot 24 7 espana 0 e 3

il

TR TOHE,

PryssBomuress o raMMIaNMH [ oy epatenwil duperim = B4 Momuanos
_ Emm_p—)—ap—m T )] Tpaenmhpazica e

C IIp HK 25001 (PAcTi P AUKeHHED) pati THHE 03HAK IMIeH T T8 7 mapma dli4d r

Puc. 1. [Ipumep odopmiieHus nprkasza o mpuemMe Ha paboTy

FOpuckoHcybT
Iloonuco K.H. IToros
20.09.2021

HauanpHuK OTAeIa MapKeTHHTa
Tloonuce H.A. ConoBreB
20.09.2021

['maBHBIN OyxTanrep
Iloonucw T.B. KpotoBa
20.09.2021

Puc.2. IIpumep odopmiteHrs BU3 COTIIACOBAHHUS

3.2 TunoBbie pa3HOYPOBHEBBIE 32124




Pa3HoypoBHEBBIE 3a/a4d BBUIOXKEHBI B 3JEKTPOHHON HH()OPMAIMOHHO-00pa30BaTEIbHOM
cpene 3a0KT Upl'YIIC, noctymHoi 00yJarommeMycs uepe3 ero JNIHbIH KaOUHET.

Hwke mpuBezeH oOpaserl pa3HOYPOBHEBOHM 3agaud MO TeMe, MPEIyCMOTPEHHOH paboueit
IIPOrpaMMON TUCLMILIAHBI.

O6pa3zerr pa3HOYpOBHEBOM 3a/1a4u
o Teme «[Topsiiok U nmpaBuiia 0hOpMIICHUST PEKBU3UTOB IOKYMEHTOB)

3aganue: HeoOxoaumo coctaBUTh OOmMi OnMaHK (IPOJOJIBHBIA BapUaHT PACIIONIOKEHHS
PEKBH3UTOB) ¥ OJlaHK THChMa (YIJIOBOH BapUaHT pACIOJOKEHUS PEKBU3UTOB) W OJIaHK
KOHKPETHOTO BUJA JOKyYMeHTa (MpHKasa) AJs JalbHEHIero WX HMCIOJIb30BaHMS MPH MOATOTOBKE
OpTaHU3AIMOHHO-PACTIOPSAUTENFHBIX U HH(POPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB B KaJpOBOU
ciyx0e. PekBU3UTHI OpraHu3aIiy IaHbl 110 BapuaHTaM B Tabmuie 4.

Tabauma 4
I/ICXO,I[HLIe JaHHBIC JJIA BBIIIOJTHCHUA SaHaHI/II/Iﬁ 110 BapuaHTaM
BapuanTt Wudbopmariiys 0 KOMIaHUU Cdepa nesrenprocTu™®

1 2 3

1 O0uiecTBO c OTpaHUYEHHOU OTBETCTBEHHOCTHIO | IIpomsBoacTeo TOTOBBIX
"MAILCTPOU-II" (OO0 "Mamctpoii-IT") 672000, r. Yuta, | MeTamMyecKux u3aeiuii
ya. [Iponerapckas, 5.
Tenedon/dakc: (83022) 41-03-92
OKIIO 81934115, OI'PH 1075834004190, WHH/KIIII
5834039678/583401001

2 3akpeiToe  akinuoHepHoe oOmectBo  "TpancTex" (3AO | Opranuzainus nepeBo30K Ipy30B
"TpancTex")
101000, r. Mocksa, yin. @okuna, 1. 21
Temedon: (495) 465-59-04, paxc: (495) 46-31-57
OKIIO 79897312, OI'PH 1064024013844, MHH/KIIII
4024008905/402401001

3 3akpriToe aknuonepHoe odmectso "COIO3" (3A0 "COIO3"), | Po3nmunas TOPTOBIIS B
672040, r. YuTa, yn. ['opOyHosa, a. 33 HeCHEeUaIN3UPOBaHHBIX
Tenedpon/daxc: (3022) 41-22-77 MarasuHax
OKIIO 75167574 OI'PH 1046300581766,  MHH/KIIII
6316096860/631601001

4 3akpbiToe aknuonepHoe obmectBo "CKOPOXO/[" (3AO | Kypbepckas 1esiTeinbHOCTD
"CKOPOXOAI")
672000, r. Yura, yn. baymana, n. 17
Tenedon: (3022) 21-06-31, Paxc: (3022) 21-59-97
OKIIO 70885336, OI'PH 1031621021300,
WHH/KIIIT 1655076669/165501001

5 ObmectBo ¢ orpanuueHHON oTBercTBeHHOCTHI0 "ABUKOC" | CTpaxoBaHHE OTBETCTBEHHOCTH
(OO0 "ABHKOC")
196105, r. Yura, nep. SAxkoBneBckui, 1. 6
Tenedon: (3022) 38-05-55
OKIIO 13810321, OI'PH 1037821057779,
WHH/KIIIT 7810283110/781001001

6 3akpeiToe akiuoHepHoe oOmecTBo "ApennaABto" (3AO | ApeHjaa nerkoBbIX aBTOMOOUIIEH
"ApennaABTo")
127287, r. Mocksa, IletpoBcko-Pa3zymoBckwuii mip., 1. 21
Tenedon: (495) 733-95-20
OKIIO 71987062, OI'PH 1037789038704,
WHH/KIIII 7713515735/771301001

* manHas rpada maHa Ul BEIOOpa JIOTOTHIIA

3.3 Tunosble Kkelc-3a1a49u



Keiic-3a1aun BBUIOYKEHBI B AJICKTPOHHON MH(GOPMAIIMOHHO-00pa3oBarenbHol cpene 3a0 KT
NpI'VIIC, noctymHoi o0y4aromemMycst 4epe3 ero JUYHbINH KaOuHeT.

Huxe mnpuBeneHsl THIOBBIE KeWc-3a7jaud 1O  TeMaw,
POrpamMMOi TUCIUIIUHEI.

MPeIyCMOTPEHHBIM  paboyeit

OG6pa3zerr TUTIOBOH Kelic-3a1auun
1o TeMe «Ilops1ok JOKYMEHTUPOBaHUS ABM)KCHUS IEPCOHANIA B OPraHU3aLun»,
BBIIIOJIHSIEMOM B paMKax IPAaKTUYECKOM MMOATOTOBKU

Heo6xonmuMo opopMHTH TakeT JOKYMEHTOB 00 YBOJIbHEHHH paOOTHHKA C paboTHI 1O
WHUIIMATUBE OpPTaHM3alliy (COKpAaIlleHWE IMTaTHOW eauHuIbl). [lepeueHb OCHOBHBIX JIOKYMEHTOB,
0 OPMIISIEMBIX TTPH YBOJIBHEHHN YCTAHOBUTE CAMOCTOSTEIHHO.

PexBu3utel opranmzaruu: OTkpeiToe akmuoHepHoe obmiectBo OAO «PXy, Hupekius
Tsaru. 672000 , r. Yura, yin. baymana, 1. 17, kopm. 1. Tenedon: (843) 236-06-31, ®Dakc: (843) 292-
59-97 . OKIIO 70885336, OI'PH 1031621021300, MHH/KIIII 1655076669/165501001.

Jlnunbie naHHBIC HAYATbHUKA AUPEKIIUU TATH, FOPUCKOHCYJIbTA, HAYAJIbHUKA OT/ENa KaJIpOB
MPUAYMANTE CaMOCTOSITEIBHO.

OO6pa3zerr TUIIOBOH Kelc-3a1auun
o Teme «Cucrema opraHu3allMOHHO-TIPABOBOM IOKYMEHTAIIUM)

3aganue 2. HeoOXx01MMO COCTaBUTH JIOJPKHOCTHYIO HHCTPYKLIMIO COTJIaCHO BapHAHTY.

JIOTKHOCTHYIO MHCTPYKITUIO HY)KHO OQOpPMUTH Ha o0mieM OJaHKe OpraHu3auu (B3ATh W3
3a/1aHMs TI0 OJIaHKaM).

VYTBepkAacT HMHCTPYKLUHIO ['€HepalbHBIM JUPEKTOP OpraHU3alu, IOJIUCHIBAET —
HayalbHUK OTJIeNa KaJpoB. Bu3y cornmacoBaHust JOKYMEHTa CTaBUT IOPUCKOHCYJIbT OpraHU3alUH.

JlomkHOCTHast UHCTpYKIMs yTBepkaeHa 01 okrsaops 2021 r.

HanmeHnoBaHMe TOJKHOCTH, HAa KOTOPYIO HYXKHO COCTaBUTH JIOJDKHOCTHYIO MHCTPYKLHUIO, a
Takke J0JKHOCTH U @.J1.0. OCHOBHBIX JOJKHOCTHBIX JIUIL 10 BapMaHTaM IIPUBEIEHBI B Ta0IHLIE 5.

Tab6auia 5
BapI/IaTI/IBHBIG JaHHBIC JIA COCTaBJICHUA Z[OJ'DKHOCTHOI\/JI HHCTPYKIUHA
JlomKHOCTD JUIla AJ1st
Bapu- COCTAaBJICHUS JODKHOCTHOM | I'eHepanbHbIil AUPEKTOD Havansnuk otaena IOpuckoHCcynpT
KaJpoB
aHT HHCTPYKIHUU
1 Menemxep 1o padboTte ¢ O3epos ['eopruii Kpotos Anekceit 3emsinHa Mapust
KJIIMEHTaAMU ITaBnoBuu MuxaiinoBud IlerpoBHa
2 Menemxep no npogaxe CunuubiH Matseit T'oBopun Cepreit Jlonaruna Exatepuna
TPAHCHOPTHBIX YCIYT I'enHasbeBUY AHppeeBuu AHaTonbeBHa
3 ITomo1HUK MeHEKEPa Axynos Ilerp Uropesuu | ITonumyx Anapeit Myp3aeB AHTOH
MBanoBuy Buxkroposuu
4 Memnemxep no pabote ¢ Kyxos IlaBen Mapunun Anekcanap | CrpyeBa AHHa
KIIMEHTAMU EBrenbeBuu Banumosuu JmutpueBHa
5 ITomo1HUK MeHEKEPa KpacuoB Anekcannp Pr16un Urops Xotynen Enena
I'eopruesuu IIerpoBuu ITaBoBHA
6 Memnemxep no pabote ¢ Mamun Cepreit Apucros Iletp Pyxuna Npuna
KJIMEHTaMU JIpBOBHY MuxaiinoBuy BukroposHna

OO0o01IeHHasT XapaKTePUCTHKA JIOJDKHOCTU JJII BCEX BAapUAHTOB, HeoOXomumas st

HATIOJTHEHUS Pa3fIeNioB TOJKHOCTHOM MHCTPYKIMH TMpHBeneHa Hibke. HeoOxomumo aiantupoBath
yKa3aHHbIE TYHKTHI (BBIOpaTh TOJIBKO T€, KOTOpBIE MOJIXONAT JJIsl «Balleil» JOKHOCTHOM
WHCTPYKUHUHU) U T00ABUTh UX B COOTBETCTBYIOIIHNE Pa3/IeIibl IOJDKHOCTHON HHCTPYKITHH.



O000IEHHASI XapAKTEPUCTHKA JOJKHOCTH JUIS BCEX BAPDHAHTOB

HomxkHocTs. MeHeaKep 1o padore ¢ KIAMeHTaAMH

JomxHocTs. MeHemkep 1o Npojaske TPAHCHOPTHBIX yCJIYT

HomxnHocTs. [loMOIIHMK MeHeaKepa

Meneaaxep ... OTHOCUTCS K KATETOPUU PYKOBOJIUTEIEH.

IMomomHMK MeHeIKepa OTHOCUTCS K KATETOPUU TEXHUYECKUX MCTIOIHUTEIEH.

Ha oonxcnocms MeHeqKepa.../IOMOLIHUKA MEHeIKePa Ha3Hayaemca Juyo, umeroujee
npogheccuonanvroe (IKoHomuueckoe) oopazoeanue (evicuiee, cpeonee)

Menem:xep .../OMOIIHUK MeHeIKepa JOJDKEH 3HATh:

— 3aKoHBI M HOPMATHBHBIE NPaBOBBIE JOKYMEHTHI, PETIAMEHTUPYIOIIME OCYLIECTBICHUE
IPEANPUHUMATENIBCKON U KOMMEPUYECKON IeATEIbHOCTH.

— PbIHOUHYIO P5KOHOMUKY, IPEATNPUHUMATENIBCTBO U OCHOBBI BEICHUsI OM3HECA.
KOHBIOHKTYpY pBIHKA.

ACCOPTHMEHT, KJlacCU(hUKALINIO, XapaKTEPUCTUKY U Ha3HAUEHUE TOBAPOB

— Tlopsimok ieHooOpa3oBaHus, ONTOBBIE U POSHUYHBIE IIEHBI HA TOBAPHI.

OCHOBBI ~ TEOpUHM  MEHEIKMEHTa, MaKpo- M  MHUKPOIKOHOMHKH,  JEJIOBOIO
aJMMUHHCTPUPOBAHUS.

— Ilopsaok KOMMEpPUYECKHMX yCIOBHUM COIVIAIIEHUH, JOTOBOPOB, KOHTPAKTOB.

— Ilcuxonoruio u NPUHLHUIIBEI TPOJAXK.

— DTHKY JIeJIOBOTO OOIICHUS.

— IlpaBuia ycTaHOBIEHUS €TIOBBIX KOHTAKTOB.

— OCHOBBI COLIMOJIOTUH, ICUXOJIOTUN U MOTUBALIUU TPY/Ia.

— Meronsr 00paboTku HHGOPMALIMM C HCIONB30BAHHUEM COBPEMEHHBIX TEXHUYECKUX
CPEJCTB KOMMYHHUKAIIMH U CBSA3H, KOMIIBIOTEPA.

— HHoCTpaHHBIN SA3BIK.

— OCHOBBI MapKeTUHIa (KOHLENIMI0 MapKETHHra, OCHOBBI YNPABICHUS MapKETHUHIOM,
CIocoObI M HANIPaBJICHUSI UCCIIEIOBAaHUI PHIHKA).

— IlpaBuna ycTaHOBIEHUS JEIOBBIX KOHTAKTOB.

— Meronbr 00paboTkn WHGOPMALIMU C HCIONB30BAHHUEM COBPEMEHHBIX TEXHUYECKUX
CPEICTB KOMMYHHUKAILIMM U CBSI3U, KOMIIBIOTEPA.

Ha3snauenue na 00151cHocms MeHeIKepa.../IOMOIHUKA MEHeKepa U 0c8000xucoeHue om
00J1ICHOCIU RPOU3EOOUMCA NPUKAZOM PYKOBOOUMEA OP2AHU3AYUU.

MeHnemkep... /OMOIIHUK MeHeAKepa IOJUMHSIETCS HEMOCPEICTBEHHO KOMMEPYECKOMY
JUPEKTOPY OpraHu3aliu.

Ha Bpems oTcyTcTBHS MeHel:Kepa... /MOMOIIHMKA MeHelKepa (KOMaHAMPOBKA, OTIIYCK,
00Je3Hb, Mp.) €ro OO0S3aHHOCTU BBHIMOJHSIET JHUIO0, HAa3HAYEHHOE B YCTAHOBIIEHHOM TMOPSIJIKE.
JlanHOE JIUII0 IPUOOPETAET COOTBETCTBYIONIUE MIPaBa U HECET OTBETCTBEHHOCTh 332 HEHAJIEKAIIee
UCIIOJTHEHUE BO3JIO)KEHHBIX HA HETO 0053aHHOCTEH.

MeHne:kep.../IOMOIHUK MeHeIKepa:

— OcymiectBisier c6op uMHGOpMAIMK O CIPOCE Ha TOBAphHl, NMPHUYMHAX €r0 HW3MEHEHUS
(TIOBBIIICHUST, TTOHMKCHHUS ).

— OcymiecTBasieT MOUCK MOKymnaTesneld (ONTOBBIX UM PO3HUYHBIX TOPTOBBIX MPEANPHITHA,
MHBIX TIOCPETHUKOB, IIP.) U YCTaHABJINBAET JAEIOBbIE KOHTAKTHI.

— VYcraHaBiIMBAaeT KOHTAKThI C KJIIMEHTaMH (FPyNION KJIMEHTOB) MO MOPYYEHHUIO MEHEKepa
10 MPOJAXKaM.

— IIpoBoauT mneperoBopbl € KIWEHTAMHM [0 YCJIOBHSIM NPOJAXH TOBAPOB M OKa3aHUs
COITYTCTBYIOIIUX YCIYT.

— PazpabatpiBaeT npenoroBOpHyI0 TOKYMEHTAIIHUIO.

— 3akioyaeT OT UMEHHU MPEIIPUSITHS TOTOBOPHI (KYIUIM-ITPOJAKH, TOCTABKH, 1Ip.).



— Opranusyer JOCTaBKY WIH OTTPY3KY TOBapOB MOKYIATENSIM 10 3aKJIFOYEHHBIM JOTOBOPaM.

— KonTtponupyer omiary nokymnaTeiasiMi TOBapOB 0 3aKJIFOUYEHHBIM JIOTOBOpaM

— OcyuiecTBisieT KOHTPOIIb 32 COOIOACHNEM CPOKOB HCTIOJIHEHHS YCIIOBHHA JOTOBOPOB.

— OcymiectBnsiet cOop nHGOPMALIUK OT MOKYTIATEICH:

e 0 TpeOOBaHUAX K KaU€CTBEHHBIM XapaKTEPUCTUKAM TOBAapOB (CPOKE CIIyKObl, paBUiIax
MOJIb30BAaHUS, YIIAKOBKE, JIP.);

e 0 TpeOOBAHMIX K MMOCIEIPOJAKHOMY 00CTY>KUBAHUIO TOBAPOB;

e 00 oObemMax M TeMIlax MpoiaXk TOBAPOB KOHEYHBIM MOTPEOUTETISM.

— Bener yuer npeTeH3uii MOKyIaTeaeH o UCIIOIHEHUIO 3aKII0YEHHBIX J0TOBOPOB.

— BriaBnger npuuyMHBI HApYyIIEHUWH YCJIOBUHM JOrOBOPOB, NPUHUMAET MeEpbl IO UX
YCTPaHEHUIO U MPEIYNPEKISHUIO.

— VYyacTByeT B NpPOBEICHUH MEPONPHUIATHNA MO (HOPMHPOBAHUIO CIIpOca Ha TOBaphI
(pexIamMHBIX aKIUAX, IPE3CHTALMIX, IPMapKax, BHICTaBKax, Ip.).

— CobOupaetr uHGOpPMAIHIO O TIOKYIATEISIX U 00ECIeYMBACT €€ BBOJ B JJEKTPOHHBIC 0a3bl
JTAaHHBIX.

— IlogroTtaBnuBaer OTYETHl O MPOJEIAHHON paboTe, a TakkKe AHAIUTUYECKUE TOKIIAJBI,
CIPABKU IO MOPYYEHHUIO MEHEIKEPA 10 MPOIaXKaM.

— Brmonaser ciyxeOHble MopyYeHHs MEHeKepa 1Mo (PyHKIIMOHATBHBIM HAIIPABJICHHUSM.

MeHnexep .../MOMOIIHUK MeHeAKepa UMEET IPaBo:

— - CaMoCTOSTENBHO OMpeneisaTh (OPMBI PabOTHI C KIMEHTAMH, CIIOCOOBI yCTaHOBIICHHS
JIEJIOBBIX CBS3EH.

— Pacnopsixatbess BBepeHHBIMH €My (DMHAHCOBBIMU CpPEIICTBaMU (Ha TMpEACTaBUTEIbCKUE
pacxoipl).

— TloanuceiBaTh M BU3MPOBATH JOKYMEHTHI B IIPE/I€TaX CBOEH KOMIIETEHIUH.

— 3HAKOMHUTBCS C JIOKyMEHTaMH, OIPEICISIONIMMH €ro TIpaBa M OO0S3aHHOCTH IO
3aHMMAaeMOH TOJKHOCTH, KPUTEPUH OLIEHKH KaueCTBa UCTIOIHEHHS! IOJKHOCTHBIX 00S3aHHOCTEH.

— 3ampammBaTh OT PYKOBOACTBA U  CIEHUANIKNCTOB MOJApPA3ICiICHUN IpeanpUsITHS
UH(POPMALIUIO U IOKYMEHTBHI, HEOOXOAMMBIE ISl BBITTOJIHEHHSI €T0 JTOJDKHOCTHBIX 005S3aHHOCTEH.

— TpeboBaTh OT PyKOBOACTBA MPEANPHUATHS OOECHEUCHHs OpPraHU3alMOHHO-TEXHUYECKUX
yCIoBUA M OQOPMIICHHSI yCTAHOBJIEHHBIX JOKYMEHTOB, HEOOXOIUMBIX IJIsi HCIIOJHEHHS
JOJIKHOCTHBIX 00S3aHHOCTEH.

— 3HAaKOMHUTBCS C JIOKYMEHTAMH, OINPEACNAIONIMMUA €ro TmpaBa U O00S3aHHOCTH TIO
3aHMMaeMOH JTOJHKHOCTH, KPUTEPUN OLIEHKH Ka4eCTBa MCIIOIHEHHUS JOJDKHOCTHBIX 0053aHHOCTEH.

— 3anpammBaTh JIMYHO WIM 10 TOPYYEHHIO HENOCPEICTBEHHOTO pPYKOBOIUTENS OT
PYKOBOIUTENEH MOApa3feieHni MpeAnpusaTHs U CHEIHATUCTOB HHQPOPMAIMI0 U JOKYMEHTHI,
HEO0OXOAUMBIE JIJIs1 BBITIOJHEHHUS €T0 JIOJKHOCTHBIX 00s13aHHOCTEH.

— Bnocuthk Ha paccMOTpeHHE PYKOBOJCTBA MPEIOKEHHS 110 COBEPLIEHCTBOBAHUIO PAaOOTHI,
CBSI3aHHOM C MPEAYCMOTPEHHBIMU HACTOSIIEH HHCTPYKIUEH 0053aHHOCTAMU.

— TpebGoBaTh OT PYKOBOJACTBA TOPTOBOTO MPEANPUSTHUS OOECTeYeHUs OpraHU3allOHHO-
TEXHUYECKUX YCIOBUH ¥ O(OPMIICHHS YCTAHOBJIEHHBIX JOKYMEHTOB, HEOOXOIUMBIX JUIS
MCIIOJTHEHUS TOJDKHOCTHBIX 00sS3aHHOCTEH.

Mene:kep .../MOMOIIHNK MeHeAKepa HECET OTBETCTBEHHOCTD:

— 3a HeHajaJexalllee UCIOJIHEHNE WIM HEHCIIOJIHEHWE CBOUX JOJDKHOCTHBIX OOS3aHHOCTEM,

IPEIYyCMOTPEHHBIX HACTOSILIEH NODKHOCTHOM HHCTPYKIMEH, — B IpeJesax, yCTaHOBJIEHHBIX
JEHCTBYIOIIKUM TPYIOBBIM 3aKOHOAATENbCTBOM Poccuiickor @enepanuu.
— 3a mpaBOHApYILEHUs, COBEPILICHHBIE B IPOLIECCE CBOEH IEATENbHOCTH, — B IpElENax,

YCTAHOBJIEHHBIX  JEUCTBYIOIIMM  aJMHHHMCTPATUBHBIM,  YIOJOBHBIM M  T'PaXXJIaHCKUM
3aKoHo1aTesbcTBOM Poccuniickoit denepanmm.

— 3a MpUYMHEHHWE MAaTEepPHAILHOTO yIIepda TOProBOMY MPEANPHUSATHIO — B Mpejaenax,
YCTAHOBJICHHBIX JICMCTBYIOIIMM TPYJIOBBIM M TPaXJAHCKUM 3aKOHOJATEIbCTBOM Poccuiickoit
denepanuu.



B npouecce ceoeii deamensnocmu MeHeaxKep .../NOMOIIHUK MeHeIKepa OOMEHHUBACTCS
uH(popMaliel ¢ COTpyAHUKAMHU OPTaHU3allUK B COOTBETCTBUU C MIPUHATHIMU JOKATbHBIMU
HOpPMaTUBHBIMU akTamu OOIIecTBa, MPUKa3aMu TeHEPATBHOTO TUPEKTOPA U MHBIMHU IOKYMEHTaMH,
perJaMeHTHPYIOIIUMHU JesTenbHOoCTh O0IecTBa.

Tunosas cmpykmypa 001:4CHOCHIHOU UHCMPYKYUU RPUBEOEHA HA PUCYHKE 3.
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Pucynok 3 - TunoBas cTpyKTypa JOJPKHOCTHOM MHCTPYKIIMHU

3.4 TunoBbie KOHTPOJIbHBIE 32aHMS JIJIS1 IPOBEIEHUS] TECTUPOBAHUS



CDOHII TCCTOBBIX 3aI[aHI/Iﬁ Mo JUCHUILIMHE COACPIKUT TCCTOBLIC 3aJaHH A, PACIIPCACICHHBIC 1O
pasaciizaM U TEMaM, C YKa3aHUEM UX KOJIMYCCTBA U TUIIA.

CrpykTypa GoH1a TECTOBBIX 3aJIaHUH 1O JUCITUTUTHHE 1O TUCITUTIIINHE

Konuuectso
WNupukatop T
ema XapaxkTepucTuka TECTOBBIX
JIOCTHKEHUS N
B cootBeTcTBUU ¢ PII]] COJIEPKATEIILHOI0 AJIEMEHTA | 3aJaHuM, TUIIBI
KOMIIETEeHIIUU 3
Tema 1. OpraHu3anioHHbIE OCHOBBI 3 1-0T3
JOKYMEHTAI[HIOHHOTO 00ECIIeUeH s YIIPaBICHHS HaHue 1-3T3
MEePCOHAIOM 1-0T3
Ymenue 1 -3T3
1-0T3
HeiictBue 1-313
3HaHue 1-0T13
1-3T3
Tema 2. [Ipenmer, copepikanue U 3agadu 1-0T3
JICIUILTHHEI «J[oKyMeHTanmoHHoe obecnieucHne | YMeHHe 1-3T3
YTIPABJIEHHS TIEPCOHATIOM) —
o 1-0T3
JleiicTBue 1-3T3
Tema 3. CucremMa JOKYMEHTAIIHOHHOTO 3 1-0T3
obecrieueHus ypaBIcHUS HaHHE 1 -3T3
1-0T3
Ymenne 1-3T3
. 1-0T3
JleiictBue 1 -3T3
Tema 4. JToKyMEHTaIHOHHOE COTIPOBOKICHUE 3 1-0T3
JIESITENIbHOCTH KaJIPOBBIX CITYKO HaHue 1 -3T3
1-0T3
Ymenue 1 -3T3
[IK-2.1. ®opmupyet
JIOKAJIbHBIE JleficTBHE 11 B (??:FF??
HOPMATHBHBIE aKTHl  ———— —
OpraHW3AIH, B TOM ema 5. PermameHTanus 10OKyMEeHTallHOHHOTO Snanme 1-0T3
obecriedeHns1 ynpaBJeHHs IIepCOHAIOM 1-3T3
YuCIe 1o
MIPUBJICYEHUIO VMeHue 1-0T3
TPY/IOBBIX PECYPCOB 1-3T3
B OpPTaHH3ALUIO JleficTBHE 11 N (;:ll:;
Tema 6.00111e HOPMBI ¥ TIpaBuiIa 0(HOPMIIEHUS 3 1-0T3
YIPaBIEHIECKHUX JOKYMEHTOB HaH1C 1-3T3
Ymenue I-0T13
1-3T3
. 1-0T3
JleiicTBue 1-3T3
Tema 7. Tlopsiiok u npaBuiia 0hOPMIICHUSE 3 1-0T3
PCKBU3UTOB IOKYMECHTOB HaHHe 1-3T3
YMenue 11 __ g,}:??
o 1-0T3
JleiicTBue 1 -3T3
Tema 8. Crucrema OpraHM3aIlMOHHO-TIPABOBON 3 1-0T3
JOKyMEHTallH HaHNC 1 -3T3
YMenue i__g:ll:g
o 1-0T3
JleiicTBue 1 -3T3
Tema 9. Cucrema pacnopsaauTeNbHON 3 1-0T3
JIOKyMEHTaIuu HaH1E 1-3T3
YMmenue 1-0T3




1-3T3

. 1-0T3

JleiicTBue 1 -3T3

Tema 10. Cucrema cripaBOYHO-UH(POPMALTMOHHON 1-0T3
JOKyMEHTaLuu 3Hanne 1-3T3
1-0T3

Ymenue 1 -3T3

. 1-0T3

JleiicTBue 1 -3T3

Tema 11. OcHOBHBIE IOKYMEHTHI, 1-0T3
PETJIAMEHTHPYIONIUE YIIPABJIEHHUE MEPCOHATIOM B 3uanue 1-3T3
OpraHu3aluK 1-0T3
Ymenue 1-3T3

JleiictBue 1-0T13

1-3T3

Tema 12. Tlopsinok u npaBuia 0HOpMIIEHUSE 1-0T3
JIOKyMEHTOB TIPH TIPUEME Ha paboTy 3Hanne 1-3T3
Ymenue 1-0T13

1-3T3

JleiictBue 1-0T13

1-3T3

Tema 13. Tlopsiiok TOKyMEHTHPOBAHUSI 1-0T3
JIBUKEHHS TIEPCOHANA B OPraHHU3aluK SHanue 1-3T3
1-0T3

Ymenue 1-3T3

. 1-0T3

JleiicTBue 1 -3T3

Tema 14. JIoKyMEHTHPOBAHKE MEp TIOOLIPEHHS U 1-0T3
B3BICKAHUSI 3namne 1 -3T3
1-0T3

Ymenue 1 -3T3

. 1-0T3

JleiicTBue 1 -3T3

Tema 15. Opranuzanust J0KyMEHTO000pOTa B 1-0T3
KaJpoBO# ciryxOe 3nanue 1-3T3
1-0T3

Ymenue 1-3T3

JleiictBue 1-0T13

1-3T3

Tema 16. Opranu3zanusi OepPaTHBHOTO XPAaHEHHS 1-0T3
KaJJPOBBIX JOKYMEHTOB 3nanue 1-3T3
1-0T3

Ymenue 1-3T3

JleiictBue 1-0T3

1-3T3

Tema 17. KOHTPOJIb U IOJrOTOBKA KAJPOBBIX 1-0T3
JOKYMEHTOB K apXMBHOMY XPaHEHHIO 3uanue 1-3T3
1-0T3

Ymenue 1 -3T3

. 1-0T3

JleiicTBue 1 -3T3
51-0T3

Hroro 51-3T3

[Tomapii komruiekT DT3 XpaHUTCS B 3JIEKTPOHHON MH(DOPMAITMOHHO-00pa30BaTEIBHON cpefie
NpI'VIIC u obyuarouuiicss vMeeT BO3MOYXKHOCTb O3HAKOMHUTBCS € IEMOHCTPALlMOHHBIM BapUaHTOM
OT3.

Hwxe npuBeneH o0pasel TUIIOBOTO BapHaHTa UTOTOBOTO TECTa, MPEILyCMOTPEHHOTO paboueit
IPOrPaMMOM TUCITUTUIUHBI.




OO0pa3ell TUTIOBBIX BAPUAHTOB TECTOBBIX 3a[aHHH,
MPeyCMOTPEHHBIX paboyeil mporpaMMoit

1. Tlo cpokam XpaHEeHHs JOKYMEHTHI KilacCHPUIUPYIOT: ( , , ) XpaHCHHSI.
(Bcmasums 3 cnosa)

2. BeiOepure U3 nepeyrcieHHbIX JOKYMEHTOB T€, KOTOPhIE OTHOCATCS] K OpraHU3aIllMOHHBIM:
1) ycraB opranuzanuus;

2) IOCTaHOBIIEHUE;

3) moJ0XKEeHUE O CTPYKTYPHOM TMOpa3ieieHHH;

4) ciyxe0HOe MUCHMO;

5) MOJKHOCTHAS MHCTPYKILMS pabOTHHKA.

3. Ha3oBuTE TOKYMEHTBI OPTaHU3aINH, KOTOPBIE HE MOJIEKAT PETUCTPAIUU: , ,
. (Bcmasumv 3 naumenosamuis)

4. BeibepuTe U3 CIMCKa JOKYMEHTBI OpPraHU3aIliH, KOTOPBIE MOJIEKAT PETUCTPAIIH:
1) mucemo;

2) no3apaBUTENIbHBIE a/Ipeca;

3) mpukas;

4) pacropsKeHUE;

5) mepuoanyeckas revars.

5. Kakoit JOKYMCHT ABJIACTCA JOKYMCHTOM - OCHOBAHHECM JIA U3JAaHUA IIPpHUKa3a O
AUCHUIITIMHApHOM B3BICKAHUHN? . Bnucams cnoso.

6. BpiOepuTe U3 MepevncICHHBIX IOKYMEHTOB T€, KOTOPBIE OTHOCSTCS K CIIPAaBOYHO-
uH(GOPMaIMOHHBIM:

1) moxnaaHas 3anucka;

2) TOCTaHOBJICHUE;

3) moJsiokKeHUE 0 CTPYKTYPHOM TMOAPA3ACIICHUH;

4) cnyxxe0HOE TUCHMO;

5) pacnopsikeHue.

7. Ha kakoM U3 NMepeyrCIeHHBIX JOKYMEHTOB HE YKa3bIBAaCTCSI HAMMEHOBAHUE BHIA
JIOKyMeHTa? . Bnucamw cnoso

8. Z[OKYMGHTaI_[I/IOHHoe obOecrieueHue YIIPaABJICHHA IICPCOHAIIOM 3TO OTpaACIb ACATCIbHOCTH,
O6€CH€‘-H/IB3.IOHI3.$I , C JAOKYMCHTaMMU. Bnucamo mpu ciosa

9. B TeueHne kakoro cpoka 3aBOJIUTCA TPY/I0Basi KHUKKA Ha JIUI], BIEPBBIC MOCTYTUBIIUX
Ha paboty? He mo3mnee CpoKa mociie Hadayia paboThl. Bnucams c1o6o

10. JlokyMeHT, periaMeHTUPYIOLIHI JIESITELHOCTD COTPY/THUKOB OPTraHM3ali 3TO
. Bnucamy dea cnoea.

11. IToxaxkute mpaBuIbHO opopmieHHBIN «[ pud yTBep)ACHUS JOKyMEHTa»?

1) YTBEPXJIAIO
I'enepanbubliil nupextop OO0 «Jlyu»
ILII TletpoB




01.09.2021

2) YTBEPXAIO:
I'enepanbubiii qupexkTop OO0 «Jlyu»
[LILIIeTpoB

01.09.20217
3) «YTBEPXXJAIO»
I'enepanbubiii qupexkTop OO0 «Jlyu»
ILILIIeTpoB
01.09.2021 r.

12. Kak XpaHsTCsl IpUKa3bl 110 TUYHOMY COCTaBY?
1) B TMYHOM JieTIe COTPYAHUKA,

2) BMecTe C IpYTUMH KaJIpOBBIMU JOKYMEHTaM;
3) rpynnupyroTcs B OTAEIBHOE JIEN0;

4) BBIIAIOTCS HA PYKH COTPYAHHUKY;
5) BMecTe ¢ IpUKa3aMy [0 OCHOBHOM AESITEIbHOCTH.

13. IIpu opopmiIeHIH OTMETKH O IPUIIOKEHUH K TEKCTY CITY)KEOHOT'O THCbMa KOJTMYECTBO
JIMCTOB IIPUJIOKEHUS HE YKA3bIBACTCA, €CIIHU MPUIIOKEHUE . Bnucams cnoso.

14. Kak XxpaHsTCsl IpUKa3bl 110 TUYHOMY COCTaBY?
1) B TMYHOM Ji€Tie COTPYAHUKA,

2) BMecTe C IpYyTUMH KaJIpOBBIMU JOKYMEHTaM;
3) rpynnupyroTcs B OTAEIBHOE JIEN0;

4) BbIIAIOTCS HA PYKH COTPYIHUKY;
5) BMecTe ¢ IpUKa3aMU [0 OCHOBHOM AESITEIbHOCTH.

15. Iucemo, nmeroniee GUHAHCOBBIE U FIOPUIMUECKUE MTOCIEICTBUS TOJIKHO OBITH
MOAIKICAHO Bcmasumo cnoso.

15. OdopmuTte npaBUIHLHO PEKBU3UT KOTMETKA O 3aBEPEHUU KOITUN:

1) BepHo: nHCTIEKTOp OT/ENA KaIpOB  (JTMYHAS TIOJIITHUCH) M.N.MBaHnoBa
01.09.2021

2) «BepHo»
WNHcnekrop oTnena kaapoB  (JIMYHAsI MOATIKCH) M.N.NBanoBa

01.09.2021r.

3) BEPHO
WHcniekTop oT/ena KaapoB (JTMYHAS TOJIITHUCH) M.U. NBaHnoBa

01.09.2021

16. OCHOBHOH pacnopsAUTENbHBIN TOKYMEHT, U3JaBa€Mblil Ha IIPaBax €AMHOHAYAIINS,
Ha3bIBACTCS . Bnucams cnoso.

17. HalimuTe cooTBeTCTBHE MEX Ty (DOPMON TOKYMEHTA M IaTOH 0(pOpMIICHUS TOKYMEHTA

1) mucbmMo A) naTa coObITHS

2) nmpuKas B) nara 3acenanus

3) npoToKOa C) mara peructpauuu
4) akT D) narta noanucanus




18. Ykaxure mocineaoBaTeabHOCTh ATANOB PabOTHl C BHYTPEHHUMH OpraHU3allMOHHO-

pacnopAaAuTCIbHBIMA JOKYMCHTAMM

1) cocTaBneHre UCIIOTHUTENIEM IPOEKTa JOKYMEHTA;

2) corilacoBaHue JOKYMEHTa;

3) moanucaHue JOKYMEHTa pyKOBOJIUTEIEM OpTaHHU3allnu;
4) peructpanusi JOKYMEHTa;

5) mpocTaBiieHHE OTMETKH 00 HUCIIOTHEHUH;

6) MOAIINBKA JOKYMEHTA B JIEJIO.

3.5 IlepevyeHb TeopeTHYECKHUX BONIPOCOB K IK3aMeHY
(15 OTIEHKH 3HAHUI)

Paznen 1. OCHOBBI JOKYMEHTAIIMOHHOTO O0ecreYyeHUusl yIpPaBJIeHUus
1. CymHocTh, copepkaHHe M OCHOBHOE Ha3HAUYEHHE JTOKYMEHTAIIMOHHOTO O0ecredeHus

yIpaBIeHUS.

2. CylHoCTh, COIEpKaHUE U OCHOBHOE Ha3Hau€HUE JOKYMEHTHUPOBAHHUS YIPaBIECHUYECKOU

JACATCIIbHOCTH.

3. IlonsTue, BUabl 1 HA3HAYEHHUE JOKYMEHTA.

4. Ponb noKyMeHTa B paboTe yIpaBlIeHUYECKOro anmnapara.

5. IlonsTre o TOKyMEeHTax M crioco0ax JOKyMEHTUPOBAHHUS.

6. IlonsaTne yHudUKanum 10KyMEHTOB, €€ OCHOBHBIC LIE€JIH U 3TaIlbL.

7. 1loHATHe, coAepKaHNUE CTAaHIAPTU3ALNUHA JOKYMEHTOB U €€ OCHOBHBIE IIEJIH.

8. 3akoHonaTtenbHass W HOPMaTUBHO-MeTOAMYEcKas  0a3a  JJOKYMEHTALMOHHOTO

oOecrnieueHus ynpaBiaeHUs.

PD).

9. T'ocyagapCTBEHHBIM KOHTPOJIb BEJICHUS KaIPOBOM TOKYMEHTAIIUH.

10. Hcropust pa3Butus aenonpou3BojcTBa B Poccun.

11. OcobGeHHOCTH OpraHU3allid COBPEMEHHOTO JCIIONPOU3BOACTBA B PD.

12. T'ocynapcTBEHHOE peryjaupoBaHue JeI0Npon3BoicTBa B PO.

13. PexBHU3UTHI TOKYMEHTOB, IpaBuiIa O(hOPMIICHHUS.

14. bnaHku JOKYMEHTOB, BUJbl OJIAHKOB.

15. ®opmynsp-obpazelr opraHU3aMOHHO-PACTIOPSTUTENIHHOTO TOKYMEHTA.

16. IOpuanueckas cuina JOKYMEHTA.

Pa3znen 2. JlokyMeHTBI 11O CONPOBOKIAECHUIO TPY/10BOii 1eITeJIbHOCTH

17. OcobeHHOCTH OpraHU3alMK KaJpoBOIo JAEIONPOU3BOACTBA HA IPEIIPUITHH.

18. OpranuzanuoHHbie GOPMBI OCYIIECTBICHUS KaIpOBOIl paOOThI HA MIPEANPHUATHH.
19. CoctaB 1 BUJbI PEKBU3UTOB JIOKYMEHTOB.

20. TpeGoBanus Kk 0pOPMIICHUIO PEKBU3UTOB.

21. IlpaBuna opopmiieHUSI U COCTABICHHS OPraHU3ALMOHHBIX IOKYMEHTOB.

22. CoctaB U BH/Ibl OPraHU3ALNOHHBIX IOKYMEHTOB.

23. IlpaBuna opopmiieHUS U COCTABICHUS PACTIOPSIAUTEIHHBIX TOKYMEHTOB.

24. CoctaB U BU]Ibl pacCOPSIAUTEIBHBIX T0KYMEHTOB.

27. Ilopsiaok u mpaBuiia 0oPOPMIICHUS JOKYMEHTOB 10 JIMYHOMY COCTaBY

25. CoctaB U BUJIbI JOKYMEHTOB T10 JUYHOMY COCTaBY.

26. IlpaBuna oopmiieHUs U COCTaBICHUS CIPABOYHO-UH(DOPMALIMOHHBIX TOKYMEHTOB.
27. JloxymMeHTauus 1o y4eTy KaJpoB Ha NPEANpUITHH.

Pa3znen 3. [lokymMeHTHpPOBaHHE NPOLECCOB TPYAOBOM 1eATEJIbHOCTH PA0OTHUKA

28. Twunosas mpoiieaypa npueMa Ha padboTy.

29. CocTaB M XapaKTEPUCTHKA JOKYMEHTOB, IPEABIBIIEMBIX TIpH npreme Ha padoty (TK

30. CocTaB u XapakTepUCTUKA JOKYMEHTOB, OOPMIISIEMBIX OpraHH3aluell Mpu npuemMe Ha

paboty (TK P®).



31. Tunoas mpoiieaypa NpeKkpaeHus TPya0BOH AeSTEIbHOCTU (YBOJIBHEHHUS).
32. CocraB M XapaKTepUCTHKA JTOKYMEHTOB, O(pOpPMIIIEMBIX MPH YBOJIBHEHUU C PabOTHI
(TK PO).
33. TumnoBsle MpoIEaYyphI IBMKEHHS TIepcoHana B opranuzanuu (TK PO).
34. JloxymeHTHpOBaHMeE I1epeBo0B Ha Apyryto padoty (TK PD).
35.  JIoKyMeHTHpOBaHHE MOOUIPSHUH U TUCIUIUTMHAPHBIX B3bICKAHHIA.

36. Ilonoxenue o coyx0e mepcoHarna.
37. JlomKHOCTHBIE HHCTPYKIIMU COTPYIHUKOB CITY>ObI IIepCcOHana.
38. CocraBnenue u 0OpMIICHHE TPYIOBOTO JOTOBOPA.
39. TpynoBas nucuurnHa. [IpaBuia BHyTpEHHETO TPYAOBOTO pacoOpsIKa IPETPHUITHSL.
40. OdopmieHne TOKyMEHTOB IIPU B3BICKAHHSIX.
41. OdopmieHue TOKYMEHTOB IPHU MOOIIPEHUSX.
42. Bpewms otasixa. OdopmiieHne OTITycKa.
43. JIokyMeHTOOO0OpOT 10 0(hOPMIICHHIO OTITYCKOB.
44. JlokyMEHTHpOBaHUE KOMAaHIUPOBaHUs PAOOTHHKA.
45. JIokyMeHTOOOOPOT MO OPOPMIICHHUIO CITY>KEOHBIX KOMaHIUPOBOK.
46. JIokyMeHTOOOOPOT 1O OPOPMIICHHIO YBOJIBHEHUS PAOOTHHKOB.
47. Jlnuynas xaprouka ¢popmbl Ne T-2 paboTHUKA.
48. Benenue nuuHOTO Aena pabOTHHKA.
49. BeneHue U ydeT TPYJOBbIX KHUKEK.
Pasnen 4. Opranuszanus paéoTsl ¢ JIOKyMEHTAMU
50. IToHsiTHE JOKYMEHTOOOOPOTA, TOKYMEHTOIIOTOKOB.
51. Opranuzanust JOKYMEHTOO00POTa Ha IPEATNPUITHH.
52. Opranuzaius 10KyMeHTO000poTa Ha MPEeANPUSATHH.
53. IloaroToBka /ea K apXMBHOMY XpaHEHHUIO.
54. OcoOGeHHOCTH PEeYeBOro KaHpa CIYKEOHBIX TOKYMEHTOB.
55. KOHTpOJIb UCIIONHEHUS JOKYMEHTOB.
56. CucremaTtu3zauus J0KyMEHTOB U UX XpaHEHUE.
57. IlpaBuna cocTaBiieHUS U BEACHUS HOMEHKIIATYPHI JEII.
58. Ilepenaya nen Ha apXUBHOE XpaHEHHUE.

3.6 TunoBble NpaKTHYECKHUE 32IaAHUS K IK3AMEHY
(17151 OLIEHKH YMEHMUI)

Pacnipenenienre npakTHUECKMX 3aJaHUM K DK3aMEHY HAaxOJIUTCS B 3aKpbITOM JUId
oOydaromuxcsi goctymne. PazpaboTaHHBI KOMITJIEKT THUIIOBBIX MPOCTHIX MPAKTUYECKUX 3aJaHHUM K
9K3aMEeHY HE BBICTABIISIETCS B 3JEKTPOHHYIO MH(OPMAIMOHHO-00pa3zoBareibHylo cpeny 3a0lKT
HpI'VIIC, a xpanutcs Ha kadeape-pazpadorunke B cocraBe @OC 1o TUCIUTUIAHE.

Huxe npuBeneH oOpasel TUIIOBBIX MPAKTUYECKUX 3a/1aHU K SK3aMEHY .

OO6pa3zelr TUTIOBBIX MPAKTUUECKUX 3aJaHUH K SK3aMEHY

3aganue 1. CocTaBUTh BHYTPEHHIOIO JOKJIAJHYIO 3allMCKy COIJIACHO BapHUaHTy (HOMEp
BapHaHTa TOT XK€ UTO U B 3aJIaHUU 10 OJIaHKaMm).

JloknaaHyro 3anucky odopmisieM Ha aucte hopmara A4.

AJnpecaToM JTOKJIQTHOW 3alMCKU OyJIeT TeHEepalbHbIH aupekTop opranmzanuu (OHO
TeHepaTbHOTO AUPEKTOPa OepeM U3 3alaHHsl 10 TOTHDKHOCTHOW WHCTPYKIIUN).

Cumyayusn 1

Hawansnuk otnena kaapoB Hamrel kommanuu (PO Gepem W3 3alaHus MO JTOMKHOCTHOM
MHCTPYKILMHU) HampaBWi reHepaibHoMy aupektopy (PUO Gepem u3 3amaHusl MO JOMKHOCTHOM
MHCTPYKLMHN) JOKJIAJAHYIO0 3alKiCKy, B KOTOPOM JAOBOAMII JIO €0 CBEJIEHHUS, YTO paboune BTOPOro
nexa JI.A. Ilpoknos, I1.A. JIpo3noB, E.M. JIpyHMH TIOCTOSHHO oma3asiBatoT Ha padory. OH



HOSICHSUI, YTO WM, KAaK HA4YaJbHUKOM OTJEela KaApoB, ObUI NMPUHAT PsiA MEp, HAIpPaBJICHHBIX Ha
MOBBILICHHE TUCIUIUIMHBI YKa3aHHBIX pabOYMX: MPOBEIEHBI Oecellbl, BBIICHEHBI 00CTOSTENHCTBA
omo3faHuii Ha paboTy, coOpaHbl OOBSCHHUTEIbHBIE 3alUCKH C HapyImIUTeNnell TpyaoBoU
JTUCIUILIMHBI, OTHAKO, OMO3JJaHUs PErYJISIPHO MPOJA0IIKAIOTCA.

[ToaToMy HayagpHUK OTHENa KagpoB NPOCUT TEHEPAJbHOTO JUPEKTOpa Hakas3aTb
HapymuTeaen TpyA0BOM AUCIUIIIMHBI, JTUIIUB UX TPEMUH 32 4eTBEpThIA kBapTai 2016 rona.

3aganme 2. Jlate onpeaencHWe JIOKyMEeHTOOOOpoTa mpeanpustus. Craenatb aHaIu3
OpraHm3aly JOKYMEHTOoOOOpoTa (Ha TpUMepe KOHKPETHOTO TMPEANPHUSATHS, Ha KOTOPOM
NPOXOAWIM TPaKTUKY). [lpeacraButh wHPOpPMANMIO O TOJpPa3JCICHHH, KOTOPOE BBITIOIHSET
GYHKIIUM 110 JIEJIONPOM3BOJICTBY; €r0 YHCIEHHBIM COCTaB; oOpa3oBaHHWE, CTaX pPabOTHI
COTPYAHHUKOB, BBIITOIHSIEMbIC UMU (YHKIINH.

3aaHue IpeICTaBUTh B BUJIEC pedepaTta v 3aCiIylIaTh HA MPAKTHYECKOM 3aHSITHH.

3aganue 3. Ha ocHOBaHMM KOHKPETHBIX MpPeanpHUsATHi . YUThl caenaTh aHAIN3 KaapOoBOU
paboThl (00sA3aTeNbHO yKa3aTh HAUMEHOBAHHUE CTPYKTYPHOTO MOAPA3/IEICHUS], OCYIIECTBIISIIONIETO
KaJpOBOE JIEJIONIPOU3BOJICTBO, YHCICHHBIA COCTaB IMOApA3JeNeHHsI, HAMMEHOBAaHUE JOJDKHOCTEH,
o0pasoBaHue, CTaX PabOTHI M BBIMOJTHSAEMbIE (QYHKIIUHN).

3amaHue npeCcTaBUTh B BUJIE pedepaTta U 3aciIylIaTh Ha MPAKTHYECKOM 3aHSITHH.

3ananue 4. Ha ocCHOBaHMM [JAHHBIX KOHKPETHOTO MPEANPUATUS TMPETOCTaBUTH
uH(pOopMaIKio 0 POPMUPOBAHUU U XPAHEHUIO KAIPOBBIX IOKYMEHTOB.

Nudopmanuio mperocTaBuTh B BUAC JOKIAAa, 3aciyllaTh Ha MPAKTHUYECKOM 3aHSATHU H
BBISIBUTH TOJIOKUTEIbHBIE U OTPHUIATENFHBIE CTOPOHBI B (JOPMUPOBAHUU U XPAHEHHH KaJPOBOM
JOKYMEHTAIMW Ha IPEATNPUATHH.

3.7 TunoBble NpaKTHYECKHE 32JaHUS K IK3AMEHY
(17151 OTICHKH HABBIKOB M (WJIN) OTIBITA JCSITEIIBHOCTH)

Pacnpenenenne mnpakTUYECKUMX 3aJaHUM K SK3aMEHY HaXOOUTCA B 3aKPBITOM JJIA
oOydaromuxcs gocTyre. Pa3paboTaHHBI KOMIUICKT THIIOBBIX MPAKTUYECKUX 3a/IaHUN K dK3aMEHY
HE BBICTABJISIETCS B SJIEKTPOHHYIO HHPOpMaIMOHHO-00pa3oBaTenbHyo cpeay 3a0VKT Upl'VIIC, a
XpaHuTcs Ha kadenpe-paspadorunke B coctae POC 1o IUCHHUILTHHE.

Huxe npuBenen oOpasell THIOBBIX MPAKTUYECKUX 3a/IaHUi K DK3aMEHY .

O6pa3eu THUITOBBIX ITPAKTUYCCKHUX SaHaHI/Iﬁ K 3K3aMCHY

3ananme 1. 3anojgHeHHE TPYJIOBOM KHUKKH.

3anoJHUTh TUTYJBHBIA JUCT TPYJOBOM KHUKKA M BHECTH 3alUCh B pa3fiell TPYAOBOU
KHIKKH «CBelieHus 0 paboTey.

HaumeHnoBanme opranu3aiiuy, B KOTOPYO pabOTHUK MPUHUMAETCS Ha paboTy, U JIpyrue
HEO0OXOAMMBIC JTAaHHBIE YKA3BIBAKOTCSI CAMOCTOSTEINBHO.



TpyaoBas KHMKKa
TK-IINe 0595535

damunusa

HNmsa

OT4yecTBO

JlaTta poxaeHust

(4mcIo, MecsiL, Tox)

O6pasoBaHue

[Ipodeccus, cennaJbHOCTh

(umcio, Mecs1l, To1)

[Moanuchk Baajie/blia KHHXKKU

TPYAOBBIX KHUXEK
M.II.

(paz6opunso)

JlaTa 3amo/JIHEHUS «  » 20

Iloanuck auLa, OTBETCTBEHHOrO 3a BeJleHUe

T.

Puc.1. TUTYIbHBIN JUCT TPYAOBON KHUKKU

Ne zanucu Jara CaeneHus o npueme Ha padoTy, nepesosie Ha | HammeHoBaHue, 1aTa
YHCJI0 | Mecsl roa APYTYI0 NOCTOSIHHYIO padoTy, U HOMeEP JOKYMeHTa,
KBaJM(PUKALMH, YBOJIbHEHUH (C YKa3aHHeM HA OCHOBAHMU
MPUYHUH U CO CCHUIKOI Ha CTATHIO, MYHKT KOTOPOro BHECEHA
3aK0HA) 3aluch
1 2 3 4

Puc. 2. PazBoport pa3zaena TpynoBoil KHIDKKN «CBelleHus 0 mpuemMe Ha padoTy, IepeBojie Ha

JIPYTYIO MOCTOSIHHYIO padoTy, KBANU(DUKAIINH, YBOJIbHEHUU

(c yKa3aHMeM MPUYMH U CCbUIKOW Ha CTaTbhlO, ITYHKT 3aKOHA)»




3aganue 2 . IlogroroButs npukaz OOO «Kapbepa» 0 pa3paboTke MOJOKEHUS O HOBOM
CTPYKTYypHOM TozpazaeneHuu «OTaen oleHKd U 00ydeHus». YKaxuTe 1elb mpukasa. B mpukase
NPEINUCaHo AUPEKTOPY IO MEPCOHATY pa3padoTaTh MPOEKTHI MOJIOKEHUS; HadaJbHUKAM OTJIeNa
MapKeTHHTa, OPHJIMYECKOro OTjAeNa, OyXraaTepuu TpoBecTH Bu3upoBanue g0 15.12.2021; nHa
YTBEPKACHHUE TMOJIOKEHHUE MpeAcTaBisaoTcs B cpok 10 20.12.2021. KoHTponupoBaTh BHIIIOJIHEHHE
npuKasa OyJeT 3aM. FeHepaIbHOro JUPEKTOopa 1o oomumM Bonpocam Muxees FO.I1.

Odopmuts mpuka3 B coorBercTBUU ¢ TpedoBanmsimu ['OCT P 7.0.97-2016 co Bcemu
HEOOXOUMBIMU PEKBU3UTAMHU.

3aganme 3. CocTaBUTh HPOTOKOJ CTYAEHYECKOro coOpaHMs, 4TOObl OH oOnajain
IOpUINYEcKoil cuinoil. B nokymeHTe ykasaTh 00s3aTelbHbIE BOCEMb PEKBH3UTOB. HeoOxoammyto
UH(POPMALIMIO yKa3aTh CAMOCTOSATENBHO.

Komnuro nokymeHTa npeocTaBuTh Uil IPOBEPKH MPEIIOAABATEINIO.

3aganme 4. PaszpaGotate u odopmuTh Ha BBIOOp JBa JOKYMEHTAa U3 TPYIIIBI
OpPraHM3allMOHHBIX JOKyMeHTOB. OOpaTWTh BHMMaHHE Ha OQOPMIICHHE TUTYJIBHOTO JHCTa H
oopmieHns He0OXOIUMBIX peKBU3UTOB. HeoOXonmumyro nHpOpMaIHIo yKa3zaTh CAaMOCTOATENBHO.



4 Meroauyeckue MaTepUaJibl, ONpeaeJaonue Npoueaypy oOlleHUBAHUSA
3HAHUH, YMEeHHUI, HABBIKOB U (MJIH) ONBITA AeSITeJILHOCTH

B rtabimiie maHO omucaHWE MPOIEAYp MPOBEACHHS] KOHTPOIHHO-OIIEHOYHBIX MEPOPHSITHIA,
COOTBETCTBYIOIIUX paboueil mporpamMme TUCIUIUIMHBI, U TPOLEAYpP OLEHUBAHUS pPE3YyJIbTaTOB
00y4eHUs C TOMOIIBIO CTUIAHUPOBAHHBIX OIEHOYHBIX CPEJICTB.

HanmenoBanue
OLEHOMHONO OmnwcaHus MPOLEAYPHI MPOBEACHNS KOHTPOIEHO-OIIEHOYHOTO MEPOTIPUSATHS U MIPOIETYPHI
OIICHUBAHUSI PE3YIbTaTOB O0yUEHUS
cpeJlcTBa

TBopueckue 3aJaHusi BBLIAIOTCS HAa NPAKTHYECKUX 3aHITUSAX, MPEIIECTBYIOMINX
W3YYEHUIO Npe/iaraeéMoi TeMbl. 3aJlaHusl BBUIOKEHBI B AJIEKTPOHHON MH(OpMalMOHHO-
obpazoBarenbHoit cpene 3a0MXKT UpI'VIIC, nmocrymHoit oOyuwaromemycs 4depe3 ero
JUYHBIA  KaOuHeT. VIHAuBUIyanbHble 3aJaHUsS  JOJDKHBI  OBITh  BBINIOJIHEHBI B
YCTaHOBJICHHBIH MPENoiaBaTeeM CPOK U B COOTBETCTBHH C TPEOOBAHUSIMH O(POPMIICHHIO
(TexcToBOil M rpaduyeckoit yacteil), copmynupoBaHHbIME B «lIpaBuiax odopmiieHus
TEKCTOBBIX M TIpapUYecKHX JOKyMeHTOB. HOPMOKOHTpONIb» B IOCIEAHEH peIaKiuu.
BrInosiHeHHBIE 3aJaHNs B HA3HAUYCHHBII CPOK CIAIOTCS HA TPOBEPKY

TBopueckoe 3ananue

BemmonHeHne 3amaHWi  PEeKOHCTPYKTHBHOTO  YPOBHS, IIPEyCMOTPEHHBIE pabouei
MPOrpaMMOil TUCLUIUIMHBI, IPOBOAATCS BO BpeMs NPAKTHYECKUX 3aHATHH. BapmanTos
3aJaHUi MO TeMe HE MEHee ISITH. Bo BpeMs BBIIOJHEHHS 33JaHUN IOJIB30BATHCS
PazHoypoBHeBbIe 3a1aun | yueOHMKamu. CIpaBOYHHKAMH, KOHCHEKTAMH JICKIWH, TETPaasMHU A NPAKTHYECKUX
3aHATHH He pas3pemraercs. [IpenonaBaTens Ha MPAKTHUECKOM 3aHITUH, MPEAIIECTBYIOMEM
3aHATHIO MTPOBEJICHUS] KOHTPOJIS, OBOJMT JI0 OOYYAIOIIUXCS: TEMY, KOJIMYECTBO 3aJaHui
U BpeMsl BBIIOJTHEHHUS 3a1aHU

IIpenopgaBaTens He MEHee, 4eM 3a HEIENI0 JO CPOKa pELIeHMs Kelc-3a1a4 JOJDKECH
Keiic-3anaua JIOBECTH JI0 CBEJACHHUs OOydYarommMxcsli TIpejaraeMbie Keiic-3amaun. PemeHHble Keiic-
3a/1a4 B Ha3HAYEHHBIH CPOK CIAIOTCS Ha MPOBEPKY IPENOABATEIIO

TectupoBaHue NMPOBOAUTCS IO Pe3yabTaTaM OCBOEHUS TEM WIHM PA3AeiiOB JUCLUILUIMHBI
WIM 10 OKOHYAHUIO €€ HU3Y4eHHMs BO BpeMs I[PAKTUYECKUX 3aHATHHA. Bo Bpems

TeCTI/IpOBaHI/IC TIPOBEACHUSA TECTHPOBAHUS I10JIB30BATHCSA y‘le6HI/IKaMI/I, CIIpaBOYHUKAMH, KOHCIIEKTaMHU
(KOMHBIOTepHLIC HCKHI/Iﬁ, TETpALsIMH U TIPAKTUYCCKUX 3aHATHA HE pa3peueHo. Hpeno;[aBaTenL Ha
TCXHOHOFI/II/I) TNPAKTUYECCKOM 3aHATHUHU, NPEAIICCTBYIOMIEM 3aHATUIO NPOBEACHUSA TECTa, HOBOIUT 0

06yqa}0mnxc;1: TEMBI, KOJIUYCCTBO SaﬂaHI/Iﬁ B TE€CTE, BPEMSA BBINOJTHEHUS. PeByHLTaTH
TCCTUPOBAHWA BUIHBI 06yqa}0meMyC${ Ha KOMIBIOTEPE CPa3y MOCIC MPOXOXKIACHUA TECTA

Jlisg opraHu3alvid U TPOBEACHUS MPOMEKYTOYHOM aTTeCTalid COCTaBISIOTCS TUIIOBBIE
KOHTPOJIbHBIC 3a/IaHUsl WJIM HWHBIE MaTepualibl, HEOOXOIUMBbIE Jis OLICHKH 3HaHUM, yMEHUH,
HABBIKOB U (MJIM) OMBITA JIEATEIBHOCTH, XapaKTePU3YIOMIUX dTarnbl (OPMUPOBAHUS KOMIIETEHIUI B
IIPOLIECCE OCBOEHUS 00Pa30BaTEIbHON POrPAMMBI.

[lepeuenp TeOpeTHUECKUX BOMPOCOB U THUIIOBBIE MPAKTUYECKHE 33JaHUS PA3HOTO YPOBHS
CJIOKHOCTH JJII TPOBENIEHUSI MPOMEXKYTOYHON arTecTanuu oOydaromuecsl TOIydaloT B Hadale
ceMecTpa dYepe3 JJIEKTPOHHYK HWH(popMannoHHO-00pa3oBaTenbHyo cpeny 3a0lKT Hpl VIIC
(JTUIHBINA KaOMHET 00yJaroIIerocs).

Onucanue npoueayp nNpoBeaeHusi MIPOMEKYTOYHOM aTTecTalluu B popme IK3aMeHA
U OLlEHMBAHUS Pe3yJbTATOB 00y4YeHUSs

ITpomesxyTouHas aTTectanus B (popMe 3K3aMeHa MPOBOJUTCS IyTEM YCTHOTO coOece10BaHMs
no Owuneram. buierbl cocTaBieHbl TakMM 00pa3oM, YTO B KaXJbli M3 HHUX BKJIIOYald B cels
TEOPETUUECKHUE BOIPOCHI U MPAKTUYECKOE 3aJaHuE.

busier conmepKUT dYeThIpe 3aJaHUs: J1BA TEOPETUYECKMX BOIPOCA I OLICHKUA 3HAHWM.
Teopernueckne BONPOCH! BHIOMPAIOTCA W3 MEPEUYHs BONPOCOB K 3k3aMeHy. OJHO NMpakTHYecKoe
3aJaHue 7Sl OLIEHKU YMEHHI (BBIOMpAETCsl U3 TIepeyuHs TUIIOBBIX MPOCTHIX MPAKTUYECKUX 3a/laHUH
K 9K3aMEHY); BTOpO€ MPAKTUUECKOE 3aJaHNe - JUIsl OLIEHKH HABBIKOB U (MJIM) OMbITAa AEATEIbHOCTH
(BBIOMpAOTCS U3 TIEPEYHS THUIIOBBIX MPAKTHUECKUX 3aJJaHUN K IK3aMEHY).




Pacnipenenenne TeopeTHUECKUX BOMPOCOB M MPAKTHUECKUX 3aJaHUU MO IK3aMEHAIMOHHBIM
OuyieTaM HaxOJUTCS B 3aKPHITOM I O0YYarOIUXCs 1ocTyre. Pa3paboTaHHBI KOMILIEKT OHIIETOB
(25-30 OuneToB) HE BBICTABISETCS B JJEKTPOHHYIO HH(DOPMAIMOHHO-0O0PA30BATEIBHYIO CpEdy
3a0MKT UpI'VIIC, a xpanutcs Ha kadenpe-pazpadotunke ®OC Ha OyMaXHOM HOCHUTEJIE B
cocrase @OC 110 TUCHUIUIMHE.

Ha sx3amene oOydvaromuiicst Oeper OWIIeT, ISl TIOJATOTOBKM OTBETa Ha dK3aMEHAIIMOHHBIN
owier oOyuwaroleMycsi OTBOAUTCS BpeMss B mpeaenax 45-60 munyTt. B mpomecce orBera
o0yuJaromierocsi Ha BOIPOCHI U 3aJjaHusi OUJIeTa, MPEeroiaBaTellb MOKET 33]1aBaTh JIOTIOJTHUTEIBHBIC
BOTIPOCHI.

Kaxnplii Bompoc/3amaHue Ousera OIEHUBACTCS IO YEThIpeXOATbHONH cHCTeMe, a jajiee
BBIUUCIISIETCS CpelHee apHU(PMETHYECKOe OIEHOK, MOJYYCHHBIX 3a KaXKIbli BOMPOC/3aJaHHE.
Cpennee apudMeTHIECKOE OIICHOK OKPYTIISIETCS JIO 1EJI0T0 110 TPaBUIaM OKPYTJICHUSI.

[Ipu mpoBeneHUM MPOMEXKYTOUHOM aTTecTanud B (HOpME KOMITBIOTEPHOTO TECTHUPOBAHUS
BapHUaHT TECTOBOTO 3amaHus Gopmupyercs u3z OT3 mo IUCHMILIMHE CIydallHBIM 00pa3oM, HO C
ycnoBueM: 50 % 3amaHuil TOMKHBI OBITh 3aJJaHUSAMHU OTKpBITOro THNA U 50 % 3amaHuil — 3aKPBITOTO
THUTIA.



Oo0pa3zen 3K3aMeHALMOHHOT0 O1JIeTa

rd 2 [3/aj6/n/] T}

3a6KT Upl'YIIC
/

Y4eOHBIA TOJ

obOecrieueHune YIIPpABJICHHA IICPCOHAIIOM)

DK3aMeHaAIHOHHBIN OnyieT Ne 1
110 JUCIIUITJIINHE «I[OKYMGHTaIII/IOHHOG

YTBEPXAIO
3aB. kadenpoii
«YTIIT» 3a6MKT
M.N.KonoBanoBa

1. CyHIHOCTB 1 KIITFOYCBBIC TOHATHA JOKYMCHTAMOHHOI'O obecrieueHHs YHpaBJICHUA IICPCOHAJIOM

2. TunoBas npouenypa npueMa Ha paboTy

3.CocTaBpTe MOKJIAJHYIO 3alUCKy Ha HMMs JUPEKTOpa MNPEANpUATHS O TOM, YTO B CBS3H C
IPOM3BOJICTBEHHON HEOOXOJUMOCTBIO MPOCUTE KOMaHIMPOBaTh BEAYyIEro crenuaiucra Bamiero
OTJieNa B TOJIOBHOE yupexjaeHue. HanMmeHoBaHUE NpeanpUsTHs U OCTAJIbHbIE JAaHHBIE YKaXHUTE

CaMOCTOATCIIBHO.

4.3amoJIHUTh TI/ITYJIBHLII;'I JIUCT pr,HOBOI\/'I KHH)XKHW U BHCCTHU B HCT'O UCITPABJICHH.

damunusa

TpyaoBas KHMKKa
TK-IINe 0595535

HNmsa

OT4yecTBO

JlaTta poxaeHust

(4mcIo, Mecsil, Tox)

O6pa3oBaHue

JlaTa 3amo/JIHEHUS «  »

TPYAOBBIX KHUXEK
M.II.

[Ipodeccus, criennaJbHOCTh

(umcio, Mecs1l, Toj1)

[Moanuchk Baajie/iblla KHHXKKU

Iloanuck auLa, OTBETCTBEHHOrO 3a BeJleHHe

(pa3Gopunso)
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Cocmasun: Jlrobuna B.A.




