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1. INTAHUPYEMBIE PE3YJIbTATBI ObYYEHUA
1.1. lean v 3aaa4 AMCHUIINHBI

e ocBoenuss aucuurmmebl — «KagpoBoe — aIMMHUCTPUPOBAaHUE B
opraHuzaluun» - GOpPMHUPOBAHUE CUCTEMbI 3HAHUU W NPEACTaBICHUNA O creruduke
KaJIpOBOTO0 aJIMUHUCTPUPOBAHMS, OpraHU3alMy KaJpOBOIrO JAEJIONPOU3BOJACTBA HA
OPEIIpPUITUH, HABBIKOB JOKYMEHTAJIBHOIO O(QOpPMIIEHHS OIEpaluid IO Yy4yeTy H
JBUYKEHUIO KaJpOB.

OCHOBHBIC 32Ja4M JUCLUIUIMHBIL:
1. M3yueHume CyIIHOCTH, OCHOBONOJArarOUIMX LEJIed U 3aJad  KaJpoBOIO
aAMUHUCTPHUPOBAHUS;
2. HM3yyeHue MNpaBWJl COBPEMEHHOIO JEJIONPOU3BOACTBA, CIOKUBILETOCS OIBITA
HOJrOTOBKU, OOPMIIEHHUS U BEJCHUS BCEX BUJIOB JOKYMEHTOB C YU€TOM TpeOOBaHUM
3aKOHOJIaTEIbHBIX AKTOB U HOPMATHBHBIX JOKYMEHTOB;
3. 3HAaKOMCTBO C 3aKOHOJATEJIbHBIMU aKTaMH W HOPMAaTHBHO-METOJUYECKUMU
MaTepuaiaMH, perIaMeHTUPYIOIKUMU JASTOMPON3BOACTBO B KaIpOBOH CITyX0€;
4. IlonyuyeHue cBeJeHUN 00 OCHOBHBIX BHJIaX OPraHU3AllMOHHO-PACIOPSIUTEIbHBIX
JOKYMEHTOB M TMIpaBWJIaX COCTaBJIEHUS JOKYMEHTOB II0 BCEM HAaNpaBlICHUAM
NEeSATENbHOCTU KaJIPOBOM CITyKOBbI;
5. W3yueHnume o0coOEHHOCTEM U NpaBWJI TEKYLIETO0 W apXWBHOIO XpPaHEHUs
JOKYMEHTOB, BEJICHHSI TPYAOBBIX KHUXKEK;
6. ®opmupoBaHue y 00y4arOIUXCs MPAKTUYECKUX YMEHUN U HABBIKOB COCTABJICHUS
1 0pOpMJIEHHUSI COOTBETCTBYIOIIUX JOKYMEHTOB, B TOM YHCJE C HCIIOJIb30BAHUEM
KOMITBIOTEPHBIX TEXHOJIOTHIA.

1.2. Ilnanupyembie pe3yabTaThl 00y4eHH s

B pesynbrare ocBOEHUS NMAaHHOW IUCIUIUIMHBI Y 0Oydaromuxcs (HOpMHUPYIOTCS
CIEAYIONIUE KOMIIETEHIIUHN:

JIIK-4. CniocobeH pa3pabaThiBaTh MPEIIOKEHUS IO 00ECTICUSHUIO OpTaHU3AINH
nepcoHajaoMm, (OPMHUPOBAHMIO CHUCTEM OIEHKH, pa3BUTHS, OIUIaThl TPy/a,
KOPIOPATUBHBIM COLIUAJIBHBIM MPOrpaMMaM M COLMATBHON MOJIMTUKE OpraHU3alluy,
OCYUIECTBJIATh JIOKYMEHTAUMOHHOE O(QOpPMIIEHUE pEe3yJbTaTOB YIPABICHUECKUX
pELIEHUM.

JIIK-5. CnocobeH KOHCYJbTUPOBaTh W OKa3bIBaTh MOMOIb JIOJKHOCTHBIM
JUIIAM OpraHu3alMy M0 JUATHOCTUKE U OLEHKE CTPYKTYPhl M (DYHKIHMI CHUCTEMBI
yIPABJICHUs TIEPCOHAIIOM; pa3padaThiBaTh MPEUIOKEHUS TIO0 PA3BUTHUIO MPOIIECCOB
yIpaBJIEHUs MIEPCOHATIOM ISl JOCTHXKEHUS LIeJIed OpraHu3alni.



2. MECTO JUCIHMUILUIMHBI B CTPYKTYPE OBPA3OBATEJIBHOM
IMPOT'PAMMBI

JlucuuiuinHa BXOAUT B 4acTh, (POPMUPYEMYIO YUaCTHUKAMHU 00Pa30BaTEIIbHBIX
otHomieHuit broka 1 «Jlucuumiuasl (MOIYNH)» W SBISETCS OO0sA3aTEIBLHON IS
U3YUYCHUSI.

Hucnumuna «KaapoBoe afMUHUCTPUPOBAHUE B OpraHU3AIUN» MPEICTABISAET
co00if KOMIUIEKCHOE O0000IIeHHe 3HAHWUW, TOJYYCHHBIX B XOAC HW3YUYCHHS
JTUCHUIUIMH: «YTIpaBJICHUE Pa3BUTHEM IEpCOHANIa OpraHu3anumny, «PopMupoBaHue
KaJpOBOM IMOJUTUKHU W TJIAHUPOBAHWE TMEpPCOHANIa opraHu3anumn», «CTpaTreruyeckoe
yIpaBJICHHE B KaJpOBOM MEHEIKMEHTe», «COBpeMeHHbIC MPOOIEMbI yIpaBIeHUS B
npodeccronansHOil cdepe» KOTOpbIe 3aKiIaAblBalOT (YHAAMEHT I HM3yYCHUS
SKOHOMMYECKOTO MEXaHU3Ma B KaJ[pOBOM MEHE/I)KMEHTE Ha BCEX YPOBHSIX.

OCHOBHBIC TIOJIOKEHUSI JAWCIUIUIMHBI JIOJDKHBI OBITh  HMCTOJB30BaHBl B
NanbHelen o0pa3oBaTEIbHON AEATENBHOCTH MAarucTpaHTa IpUd  HAIHCAHUU
MarucTepCKON JUCCEPTALUU.

3. OFBbEM U COAEPXAHHUE JUCHUITJIMHBI
3.1. O0beM TUCHUILINHBI

IToka3arens 00beMa AUCIUITINHEI Komriectso wacos
OoYHas

O0BeM QUCIAIUIMHEI B 3a4ETHBIX €IUHULIAX 3

O0BeM QUCIMILIMHBI B Yacax 108
KonrakrtHas pabora 24,2
Jlexium 8!

[IpakTrueckue 3aHATHs 16’
KoHTakTHBIEC Yachl HA MPOMEKYTOYHYIO aTTECTAIIHIO: 0,2
3a4er ¢ OICHKOM 0,2
CamocrosiTenbHas pabora 76

KonTponb 7,8

dopma NpOMEKYTOUHOM aTTECTALUU: 3a4ET C OLIEHKOU B 4 ceMecTpe.

3.2. Conep:kaHue JTUCHUILINHBI

Kosau4yecTBO 4acos
HaunmeHoBaHue pa3eioB (TeM)

JHCIUIIJIMHBI ¢ KPATKHM COJep:KaHneM MpakTnueckn
Jlekuuu

€ 3aHATUSA

! Peanusyercs B (popMaTe NEKTPOHHOTO 0OYUEHHs C IPUMEHEHHEM JUCTAHIMOHHBIX 00pa30BaTeIbHbIX
TEXHOJIOTUH




Tema 1. OcHOBHbIe NOHATHS, COAepPKAHME H HOPMATHBHO-
NpaBoBOe peryjidpoBaHHe KaJApPOBOr0 aJIMUHHCTPUPOBAHUS U
JeJI0NPON3BOJICTBA

CyIIHOCTh ¥ OCHOBHBIE TOHSATHS KaJPOBOTO aIMUHHCTPHUPOBAHWSL.
[lopsimox opraHW3anyy AETONPOM3BOACTBA B OpPTraHax TOCYIapCTBEHHOM
BJIACTH, OpraHax MECTHOTO caMmoympaslieHHsa. JIOKyMEHTHpOBaHUE
YIpaBICHYECKOM WHGOpPMAITIH. Opranu3zamnus " BeJICHHE
IOKyMeHTooOOopoTa. KampoBoe  memompow3BOACTBO  Kak  (YHKITHS
KaJpOBOI'0 aAMUHUCTPUPOBAHUS.

Tema 2. Opranusanmusi KaJpoBOro aJMHUHUCTPUPOBAHHUS W
JeJIOMPOU3BOACTBA HA MPEANPUATHI

Conepkanne ®  KilaccH(UKaIMsS — KaApOBOM  JOKYMCHTAIIHH.
ConepkaHue M TOPSAOK COCTABJICHHS OCHOBHBIX JOKYMEHTOB IO y4eTy
KanpoB. JIMYHBIC JIOKYMEHTBI: TIOHATHE, TMOPSJIOK COCTABJICHUS W
XpaHeHusl. BUBl OpraHM3aliOHHBIX JIOKYMEHTOB, WX COJCpKaHHe U
MpaBWwa COCTaBJ€HUA. PacnopsauTenbHble HJOKYMEHTHI: BHABL U
coJiep)KaHue

Tema 3. OcHOBHBIE [OKYMEHTHI YNpPABJEHUS IEPCOHAJIOM.
TpeGoBaHus K pa3padoTke U 0(pOpMJIEHUIO.

Opranmszanmonnele  JokyMmeHTHl (YctaB, I[lpaBuna BHYTpEeHHETrO
TpynoBoro pacrnopsnaka, KomnekrusHsiii gorosop, llltatHoe pacnucanue,
TpynoBoit nmoroBop, llomoxeHus o mMmompa3feNeHHUsIX W HAMpPaBICHUIX
NeATETHPHOCTH, MHCTPYKIUK). PacmiopsauTenbHble TOKYMEHTHI (KaJIpOoBbIe
npukasel). MHQOpPMalMOHHO-CIIPABOYHBIE JIOKYMEHTHI (JIOKJIaHBIC WU
00BsICHUTEIIbHBIE 3aniCcKH, AKTHI, CripaBku, 3asBnenus). [Ipotokour.

Tema 4. XapakrepucTHKAa KOMILIEKCOB KaJpPOBOi JIOKYMeHTallUM.

6.1. Crpykrypa KaapoBoi HH(OPMAIIMOHHO-TOKYMEHTAI[HOHHON
CHCTEMBI.

KomMmrutekcpl kaapoBol JOKyMEHTallMd B OpraHu3alud. KomIuieKch
JOKYMEHTOB, HMEIONINE IENEeBYI NPUHAMISKHOCTh  Pa3IHYHBIM
CTPYKTYPHBIM TOAPA3ACICHUSIM 110 YUeTy pabouero BpeMeHH M PacyeToB C
[IEPCOHAIIOM TI0 OTUIaTe TPY/Ia.

6.2. HopmaruBHags ¥ HOPMaTHUBHO-CIIpaBOYHAs JIOKYMEHTAIUA.
[locranoBnenne IlpaBurensctBa P® «O  TpymOBBIX  KHHXKKax»,
WHcTpyKius o mopsake BeACHHUS TPYOBBIX KHIDKEK Ha MPEINPUATHAX, B
YUPEXKISHUSIX u OpraHu3aInsX; TapuHo-kBanmMpuKanOHHEIE
XapaKTepUCTUKU  OOIIEOTPACIeBBIX  JOJDKHOCTEW — CIOyXKamux |
obmeoTrpacieBbix npodeccuit pabounx u T.n. HopMaTHBHBIE JOKYMEHTHI,
n3naBaemble  cyObektamum P®. JlokanpHbIE HOpPMATHUBHBIE  AKTHI
opranu3anuu (00s3aTeNIbHBIC M (aKyIHbTaTUBHBIC).

6.3. [1nanoBas KaJipoBas JIOKYMEHTAIIHSL. JloKkyMeHTHI
MIEPCIIEKTUBHOTO U TEKYIETO MPOTHO3UPOBAHMUS ¥ TUTAHUPOBAHUS B YaCTH
KOMIUTIEKTOBAaHUS OPraHU3alNY KaJpaMH, YUCIEHHOTO COCTaBa Pa3InIHBIX
KaTeropuii  paboumx, CIOyXKamux, OOCIYKHBAIOUIETO  IEpCOHAa,
aJIMUHHUCTPAaTHUBHO-YIIpaBIE€HUYECKOro mepcoHada Hu T.0. CocraBieHue
IUTAHOBBIX JJOKYMEHTOB. TEXHOJIOTHS COCTABJICHUS IIAHOBBIX TOKYMEHTOB
B o00oOmenHom Bume. Ilporpamma. Ilman. CrpykTypa © ImITaTHas
yrcaenHocTs. LltatHoe pacnucanue. I'paduk OTIIyCcKOB.

6.4. OpraHu3allMOHHO - TIpaBOBas JOKyMEHTalus. TexHoIorus
COCTaBJICHHA OPraHU3aI[MOHHO-TIPABOBOM JOoKyMeHTanuu. Kowmriekc
JOKYMEHTOB TI0 KaJpaM, pPeriaMeHTHPYIOIUA TOPSIJOK TOCTPOCHUS M
(OYHKIIMOHUPOBAHUS CUCTEMBI YIPAaBICHHUS pPaOOTHUKAMHU OpTaHW3allVH.
[IpaBuna BHYTpeHHETO  TPYAOBOTO  pacHopsiAKa, TOJOXKEHUS O
CTPYKTYPHBIX TOJpAa3ACICHUSX OpraHu3anuu, o6 otnmene (yIpaBlICHUU,
ciyk0e) mepcoHana, JODKHOCTHBIE  MHCTPYKLHMH, IpPHUKa3bl O
pasrpaHUYeHAN TIOJTHOMOYHH MEXAY PYKOBOJUTENSIMH, IIpPaBHIIA,




METOAMKH IO MPOBEICHUIO COOECelOBaHUI, TECTUPOBAHUIO, aTTECTalMH,
AHKETHUPOBAHHIO MPETEHICHTOB Ha 3aHATHE JOHKHOCTH U JIp.

6.5. IlepconampHast JokyMeHTanus. Kowmmiekc mepcoHanbHbBIX
JOKYMEHTOB, HA OCHOBAaHMHM KOTOPBIX NPUHUMAETCS pEIICHHE O MpHUEME,
IIEPEBO/IC, YBOIbHEHUH PAOOTHHKA.

6.6. JloroBopHas JIOKYMEHTAIHSL. JlokymeHTanus,
perimaMeHTHpylolas I[paBoOBbIE  B3aMMOOTHOLICHHMA pabOTHUKA U
paborozmaTenst B IpoLEcCe MX COLUAIBHO-TPYIOBBIX OTHOIIEHHH.
Cornamenus. KomnexktuBHeiil gforosop. TpynoBoit norosop: ctoponsl T/I,
conepxkanue T/I, cpox T.

6.7. PacnopsimurensHas gokymeHTauus. CTpyKTypa IPHKa30B:
npoctasi U cioxkHas. [1opsimok oQOpMIICHHS M PETHCTPallu IMPHUKA30B.
CocTaBneHue TPUKA30B € y4YETOM Ppa3HOrO CpOKa  XpaHEHHs.
Yauduuuposanusie GopMbl IPUKA30B MO JUYHOMY cocTaBy. JloBenenue
IIPUKa30B 10 CBeAEHUs PaOOTHUKOB moj pocnuck. OcHOBaHUS A
U3JJaHMUsI TIPUKA30B IO JIMYHOMY COCTaBY W OCOOEHHOCTH WX XpaHEHHS B
OpraHu3aLNH.

6.8. VYdyerHas kaapoBas JOKyMEHTAIIUS. IlepBuunbie y4eTHBIC
JOKYMEHTBl - JIM4YHasg KapToyka pabOTHUKA, JIMYHAs KapTOyKa
rOCy/JapCTBEHHOI0 (MYHMLMIAIBHOTO) CIIy’XKalllero, ydeTHas KapTouka
HAay4HOTO,  HAy4YHO-IIEarOrH4eckoro  pabOTHHKA. [IponsBognsie
(BTOpUYHBIE)  yYeTHbIE  JOKYMEHTBl -  CIIPaBOYHO-KOHTPOJIBHBIE,
CIPaBOYHO-aHAIUTUYECKHE, OTUETHBIE KaJpPOBBIE JOKYMEHTHI, KHH)KHBIC
(hOpMBI perucTpanyu y4eTHbIX CBeIeHUH (anaBUThl, KHUTH y4eTa U T.I1.)

6.9. JloxymeHTamus IO y4YeTy padodyero BPEMEHH W PacieToB C
nepcoHasioM.  YHuU(HUIUpOBaHHBIE (OPMBI JOKYMEHTOB [UIS y4eTa
pabouero BpeMeHH U pacuera 3apabOTHOU MiaThl: Tabenpb ydera pabodero
BpPEMEHH, pacyeTHasl BEJJOMOCTb, JINLIEBOH CUET U Ap.

6.10. OTdeTHass M OTYETHO-CIIPABOYHAsA NOKyMeHTamus. DopMmbl,
NepuogNYHOCTh  (roa, kBapran, Mmecsan). OpraHel, B KOTOpBIE
MPENOCTABISIIOTCA  OTYETHl  (BBILIECTOSAIIAs ~ OpPraHU3alMs, OpraHbl
CTaTUCTHKH, CIIyx)0a 3aHATOCTH U T.1I.) CBSI3b IUTAHOBOW JOKYMEHTAIIUH C
OTUYETHOM, Y4YETHON HOKyMeHTauued. BHYTpEHHssI OTYETHO-CIPAaBOYHAS
JNOKyMEHTanus (CIpaBKH, CBOAKH, MEPEYHH M T.X.), HPeAOCTaBiIseMast
PYKOBOJCTBY OPTaHU3allMHU M CTPYKTYPHBIM IOAPA3ACICHUSAM.

Tema 5. Opranuszanus padorsl ¢ JokymMmeHTamu. CucreMaTu3anus
U XpaHeHHe JOKYMEHTOB KaJpPOBOii CJIYKObI

OO0mue mpaBwia OpraHW3alid JOKyMeHTooOopoTta. Perucrpanus
nmokyMeHToB. KoHTponms wucmomHeHHs mokyMmeHTa. CucTeMmaTrm3aius 1 2
JOKYMEHTOB — COCTaBJICHHE HOMEHKIATYphl M (OpMUpOBaHUE [IEl.
OkcnepTu3a LEHHOCTH JOKyMeHTOB M odopmienue gen. [lopsimox
XpaHEeHUsl JIeN ¥ TIepeiadil uX B apXHB.

Hroro: 8’ 16

4. YYEBHO-METOJJUYECKOE OBECIHEYEHUE CAMOCTOSTEJBHOM
PABOTBI OBYUYAIOIIIUXCA

Tembl a5 Koauuec DopMbl DopMbI
Metoaunueckoe
CaMOCTOATEJIBbHOT I/ISy‘laeMble BOIIPOCHI TBO CaMOCTOATEJIbHO OTYETHOCT
o obecnevyeHne

0 U3YYCHUHA qacoB H paﬁoru "
Tema 1. | CyniHocTs ¥ OCHOBHBIE MOHATHS 14 N3yuenne Y4e6HO- Omnpoc
OcHoBHBbIE KaJIpOBOI'0 aAMUHUCTPUPOBAHU. OCHOBHOH U METOINYECKOE Tect
TIOHATHSA, ITopsinox opranuzanuu JIOTIONTHUTENBHO | obecrieueHue Hoxnan
colep:KkaHHe M | JIEJIONPOM3BOJICTBA B OPraHax I IuTepartypsl, JVCLAIUIAHBI
HOPMAaTHBHO- rOCyAapCTBEHHOM BJIACTH, IIOATOTOBKA K

? Peanusyercs B popMaTe SIEKTPOHHOTO 00ydYeHHs ¢ TIPUMEHEHHEM JUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX
TEXHOJIOTUH



NpaBoBoe OpraHax MECTHOTO BBITTOJTHEHHIO
peryJupoBaHue | CaMOYIPaBIICHHUS. TECTOBBIX
KaJpoBOro JoxymeHTHpOBaHue 3aJaHNM,
aIMHHHCTPHPOB | YIpaBJIeHUECKOI HHPOPMAILINH. MOJIrOTOBKA
aHus u | OpraHuzanus 1 BeeHHe JIoKJIaga
JeJIONPOU3BOIACT | TOKyMeHTooOopoTa. KanpoBoe
Ba JIETIONIPOU3BO/ICTBO KaK (DyHKIHS

KaJpOBOr0 aIMUHUCTPUPOBAHUSL.
Tema 2. CopeprxaHue U KITacCUPUKAIIHS 14 Nzyuenue Y4ebHo- Ormpoc
Opranusanus KaJpOBOI JOKyMEHTALUH. OCHOBHOH U METOJHUYECKOE Tect
Ka/IpOBOro Conep:xaHue 1 MOPSIOK JIOTIOJTHUTEIBHO | obecrieueHne Joxman
aIMHHMCTPHPOB | COCTaBJICHHS OCHOBHBIX W UTepaTypHI, JTVCTIATUTAHBI
aHus " JOKYMEHTOB T10 y4ETy KaJpOB. MOATOTOBKA K
JAeJ0NPOU3BOACT | JIMYHBIE TOKYMEHTHI: TIOHATHE, BBITTOJTHEHHIO
Ba Ha HOPSIIOK COCTABJICHUS U TECTOBBIX
NnpeanpusTHU XpaHeHus. Buel 3aJlaHuMH,

OpraHrn3alfuOHHBIX JOKYMCHTOB, IOArOTOBKaA

UX COJIpXKaHKE U IIpaBUIIa JIoKJIaaa

COCTaBJICHUS.

PacnopsautensHble JOKYMEHTHI:

BUJIBI U COJIEPKAHUE
Tema 3. | OpraHu3anuOHHBIE  JOKYMEHTHI 14 N3yuenune VYuebHo- Omnpoc
OcHoBHBbIE (Ycras, IlpaBuna BHYTpPEHHETO OCHOBHOH H METOAMYECKOE Tect
JOKYMEHTBI TPYZIOBOTO pacropsiaka, JOTIOJTHUTEIBHO | obecrieueHne Joxman
ynpaBJeHust KonnexrusHbIi JIOTOBOD, W TUTepaTypHI, JTUCIUATUTAHBI
MepCOHAJIOM. ITatHoe pacnmucanue, TpynoBoi MIOATOTOBKA K
TpeGoBanust K | IOTrOBOp, TTonoxenus 0 BBITIOJTHEHUIO
pa3spafoTke W | IOApa3feNeHUAX " TECTOBBIX
0¢opMIIEHMIO. HaIPaBJICHUAX JIeSITENIBHOCTH, 3a/laHuH,

UHCTPYKLIUH). MOATOTOBKA

PacnopsauTenbHble  JOKYMEHTBI JIoKIaza

(xanmpoBble TIPHUKa3kI).

HHudopmamoHHO-CTIpaBOYHbIE

JOKyMEHTBl  (IOKIagHblE M|

OOBSCHHUTEIIEHBIE 3aIIHCKHY,

Axtel, CnpaBku, 3asBICHUSA).

IIpoTokon.
Tema 4. CrpykTypa KaJpOBOH 14 N3yuenue Y4ebHo- Ormpoc
XapakrepucTuk | HUH)OPMaLMOHHO- OCHOBHOH H METOAMYECKOE Tect
a KOMILIEKCOB JOKYMEHTAI[HOHHOW CHCTEMBI JOTOJHUTEIBHO | obecrieueHne Hoxman
KaJApOoBOM HopmaruBHas u HOpPMAaTUBHO- i TuTepaTypsl, JUCLUILINHBI
JOKYMeHTAIUH CIpaBOYHAs TOKYMEHTAIUSI MOJITOTOBKA K

[InanoBas KaaposBast BBIITIOJIHCHUIO

JIOKyMEHTalus TECTOBBIX

OpraHu3anuoOHHO - IIpaBOBasd 3aJJaHuMH,

JIOKyMEHTalus HOJTrOTOBKA

[lepconanbHast TOKyMEHTaLUsS JOKJIaga

JloroBopHasi JOKyMEHTaIH

PacnopsinurensHast

JOKYyMEHTALHSI

YuerHas KaapoBast

JOKYyMEHTAaLHSI

JoxymeHTanus o yuery

pabouero BpeMEHH U PacyeToB C

HEPCOHATIOM

OtueTHas ¥ OTYETHO-CIIPaBOYHAS

JOKYMEHTaIus
Tema 5. | OOmue mpaBWiIa OpraHU3aIUA 20 N3yuenue Y4ebHo- Ormpoc
Opranuzanust JIOKYMEHTOO0O0pOTA. OCHOBHOI 1 METOINYECKOE Tect
padoTsl ¢ | Perucrpanus JIOKYMEHTOB. JIOTIOJTHATEIBHO | oDecrieueHne Jloxman
JOKYMEHTAMH. Konrpons WCTIOJTHEHUS W TUTepaTypHI, JTUCTIUATUTNHBI
CucremaTu3anm | JTOKYMEHTA. Cucremartuzanus MOJITOTOBKA K




s U XpaHeHUe | JOKYMEHTOB —  COCTaBJICHUE BBITTOJTHEHUIO
JIOKYMEHTOB HOMEHKJIATYpbl 1 (POPMUPOBAHUE TECTOBBIX
KaJApOBOM e, DKcrepTu3a  [EHHOCTH 3aJaHNM,
CITYKOBI JIOKYMEHTOB U O(opMIICHUE eIl MOJrOTOBKA
[Topsimox  xpaHeHHst naen | JIOKJIaia
Iepeady ux B apXuB.
Hroro 76

5. ®OHJl OLIEHOYHBIX CPEJICTB JUIs1 MMPOBEJAEHHS TEKYLIEN U
MPOMEKYTOYHOM ATTECTALIMM IO JUCIUATIJINHE

5.1. IlepeyeHb KOMIETEHIHH ¢ yKa3aHWeM 3JTANoOB HMX (POPMHUPOBAHUA B
npouecce 0CBOCHHMS AU CUUIIIUHBI

Kon 1 HauMeHOBaHUE KOMIIETEHIIUU Oransl popMupoBaHus
JIIK-4. CrmocobeH pa3pabaTeiBaTh MPEIOXKEHUS o obOecreueHnto | 1.Pabora Ha y9eOHBIX 3aHATHIX
OpraHu3allid  IEPCOHANOM, (OPMUPOBAHMIO CHUCTEM OICHKH, | 2.CaMocTosTenbHas paboTa
pasBUTHS, OIUIATHI TPY/a, KOPIIOPATHBHBIM COLUATBHBIM IPOrpaMMaM
u COLMANIbHOMN HOJIUTUKE OpraHu3alvy, OCYILECTBIIATh
JOKYMEHTAIlMOHHOE O(OpMJICHHE pe3yJIbTaTOB  YINPaBIEHYECKHX
peLIeHu
HAIIK-5. CnocobeH KOHCYNbTHpOBaTh UM  OKasbiBaTh mNoMoINb | 1.Pabora Ha y4eOHBIX 3aHITHAX
JOJDKHOCTHBIM JIMI[AM OpPraHM3allid 10 AWarHocTuke u oueHke | 2.CamocrostenbHas paboTa
CTPYKTYpHl ¥  (QYHKUUH CHCTEMBl YNPaBICHHS IEPCOHAIOM;
pa3pabaTheIBaTh MPEIIOKEHHUS MO Pa3BUTHIO MPOLECCOB YNPABICHHUS
HNEPCOHAJIOM JJIsl TOCTMO)KEHUSI LieJIel OpraHu3alii.

5.2. Onucanue mnokasarejlell M KpPUTEPHEB OLCHUBAHMSA KOMIICTEHU M Ha
Pa3JIHYHBbIX 3Tanax ux GopMHpPOBaHHS, ONIMCAHME IIKAJ OLlCHUBAHUS

OuennBa | YpoBeHb Sran Kpurepun
eMble 0CBOEHUS . Mxana
¢opmupoBanun Onucanue nokaszaresei OLlCHMBAHU
KoMIeTe | KOMIIETeH . o OlleHUBAHUSA
HIIUH Mt
ATIK-4 [Toporoser | 1.Pabora Ha 3HaTh: Tecr [kana
7 Y4eOHBIX - OCHOBBI KaJpOBOTO Hoknan OIICHUBAHHUS
3aHATHUSIX aJIMAHUCTPUPOBAHUS Omnpoc JTOKJTaja,
2.CaMocTosTeN | - KaJIpOBYIO JOKYMCHTAITHIO, [kana
pHas pabora OCHOBHBIE METOTUICCKUE H OIICHUBaHHSA
CIpaBOYHBIC MaTEPHAFI, TecTa
- HOpPMATHBHBIEC IPABOBBIE TOKYMEHTHI [Hkana
10 KaJpOBOMY yUeTy OIICHUBAHHSA
Ymern: omnpoca
- aHaJIM3UpoOBaThb JaHHBIC 1O
KaJIpOBOM CTaTUCTHUKE,
- aHAJM3UPOBATh KaJ[POBYIO
WH(POPMALIUIO TIPU PUHITUU
YIPABICHYCCKUX PEIICHUHA
- OPUEHTHPOBATKLCS B CIiCIH(HKE
KaJpOBOU JOKyMEHTAIINN B KOHTEKCTE
KaJpOBOT'0 aIMHHICTPHPOBAHUS,
aHATM3UPOBATh OCHOBHBIE TUIIBI
JIOKYMEHTOB, PETIIAMEHTHPYIOLIIX
chepy npodeccuoHabHOM
JICSITETTBHOCTH
IIponsury | 1.Pabora Ha 3HaThb: Tect IIkama
TBHIA Y4eOHBIX - OCHOBBI KaJ[pOBOTO Joxknan OLICHUBAHMS
3aHATHAX aIMHHUCTPUPOBAHUS Omnpoc JIOKIaza,
2.CamocTosiTenl | - KaJpOBYIO JOKYMEHTAIHIO, [Hkana




bHas paboTa

OCHOBHBIE METOTUIECKUE
CIpaBOYHBIC MaTEPHAIbI,

- HOpPMATHBHBIEC IPABOBBIE TOKYMEHTHI
110 KaApOBOMY yYETY

Ymern:

- aHaJIM3UpOBATH JAHHBIC 110
KaJpOBOW CTaTUCTHKE,

- aHAJM3UPOBATh KaJ[POBYIO
UH(POPMALIUIO TIPU PUHITUN
YIpaBICHYECKUX PEIICHIH

- OPHEHTHPOBATKCS B CIIEIH(PHKE
KaJpOBOH JTOKyMEHTAIINN B KOHTEKCTE
KaJpOBOTI'0 aIMUHICTPHPOBAHUS,
AQHATM3UPOBATh OCHOBHBIE TUIIBI
JOKYMEHTOB, PETJIaMCHTHUPYIOIIUX
chepy npodeccroHaTbHON
JIeSITEIIbHOCTH

Baapers:

- MpHeMaM# KaJpOBOTrO
AJIMAHUCTPUPOBAHUS

- METOUKAMHU Pa3pabOTKH KaIpOBOM
JIOKYMEHTAITUHI

- OCHOBaMM aHalN3a HH(PpOpMAIIH O
MepcoHae Ha OCHOBE M3YYCHUS
KaJPOBBIX JOKYMEHTOB

OLIEHUBaHUS
TecTa
IIkama
OLICHUBAHUS
omnpoca

JIIK-5 IToporoBsl

nu

1.Pabora Ha
y4eOHBIX
3aHATHAX

2.CamocrosTen

bHas paboTa

3uaTh

- OCHOBHBIE
KaJpoBOTO
OpraHH3alu
- OCHOBHBIC
KaJpOBOTO
OpTaHM3aIN
YMmern

- IPUMEHATH OCHOBHBIE METOIbI
O1IeHK! 3P PEKTHBHOCTH KaAPOBOTO
aJIMHHUCTPHPOBAHHUS B OPraHH3ALUH

HNOHATHA M IOAXOJBI
aJMUHUCTPUPOBAaHUSA B

MOJCIN MOCTPOCHUA
AIMUHUCTPUPOBAHUA B

Ompoc,
JIOKJIa]

IIxama
OILICHUBAHUS
IoKJIaga
Ikana
OLICHUBAHUS
orpoca

IIponBuny
TBIN

1.Pabora Ha
y4eOHBIX
3aHATHAX

2.CamocrosTen

bHas paboTa

3HaTnL

- COBpEMEHHbBIE METO/IBI i
MHCTPYMEHTHI MTOCTPOCHHUS
3¢ dheKTUBHOTO KaJIpOBOTO
aIlMl/IHI/lCTpI/lpOBaHI/ISI B opraHmauMu
Ymernb

- KOHCYJIbTHPOBaTh W OKAa3bIBATh
IIOMOIIb IIOJDKHOCTHBIM JIMLAM
OpraHW3alliil 1O JHATHOCTHKE |
OILICHKE CHCTEMBI KaJ[poBOTO
aJIMAHUCTPUPOBAHHUS B OPTaHU3AINN
Baanernb

- HaBBIKAMU pa3pabOTKH MPeIIoKEeHUI
IO Pa3BUTHIO MPOIIECCOB KaIPOBOTO
aJIMUHUCTPUPOBAHUS B OpTaHU3AI[II
JUISL JOCTHKEHUS €€ Lienei

Ompoc,
JIOKJIa]

Ikama
OILICHUBAHUS
IoKJIaga
Ikana
OLICHUBAHUS
orpoca

[IIxaJja oneHNBaHUA J0OKJIAAA

Kpurepuu onenuBanus

banner

CreneHb PACKPBITHA TCMBI

0-3

JInunbli BKIa aBTOpa

0-3

CTpyKTypHpOBaHHOCTH MaTepuaia

[TocTpaHnnyHbIE CCHITKU

0-3
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O06beM 1 Ka4yecTBO UCIOIb3YEMBIX HICTOYHUKOB 0-2
OdopmiieHne TEKCTa U TPAMOTHOCTb Peun 0-3
3amura nokiaaga 0-3
MaxkcuMajibHOE KOJIH4eCTBO 0aJ1/10B: 20

IIIkxana oueHUBaHUSA TECTAa

Kpurepun orieHuBanus basbl
80-100% mpaBUIBHBIX OTBETOB 30-25
70-75 % npaBUIBHBIX OTBETOB 17-15
50-65 % npaBUIIbHBIX OTBETOB 14-10
MeHee 50 % npaBUIIbHBIX OTBETOB 9-0

IlIkana oneHUBAHUSA ONPOCA

Kpurepuu onieHMBaHUsI bansl
CBoOoaHOE BIaJieHNe MaTepUaIOM: 3HAaHHWE MaTepHraia, 000CHOBaHHAsI MIO3HUITUS TTO 20-18
HpOGHGMe, YMCHI/IC CChIJIAThCA Ha HepBOI/ICTO‘-IHI/IKI/I
JlocTaTouHOE yCBOCHHE MaTepuana: BlIaJeHIe TEPMUHOIOTHEH, TOMYIICHbBI 17-15
HCCYHIGCTBCHHI)IC 0HII/I6KI/I NN BOHpOC paCKpLIT JOOCTATOYHO ITIOJIHO U HpaBI/IJ'II)HO
[ToBepxHOCTHOE YCBOSHHE MaTepHala: OTBET JaH B LI€JIOM MPABUIIBHO, HO HE 10-14

IMOJIHO, AOIMYHICHBI CYIHICCTBCHHBIC OHII/I6KI/I, TCPMHWHAMH BJIaICCT HA 0azoBOM
YPOBHE, €CTb OIIIMOKH B JIOTHKE OTBETA.

HeynoBnerBoputenbHoe yCBOEHHE MaTEpHaa: BOIPOC HE PACKPHIT, CYIIECTBEHHbBIE 9-0
OLIMOKHU B OTBETE, OTCYTCTBYET JIOTHKA B U3JI0KEHUH, HE BIIaJIC€T TEPMHUHOIOTHEH
JUCITUTITUHBI.

5.3. TunoBble KOHTPOJIbHBIE 3aJaHUsI MM HHbIE MATEPHAJIbI, HEOOXOUMbIE JIJIsI
OlleHKM 3HAHMi, YMeHHWii, HaBBIKOB H (MJIH) ONBITA [eSITEJIbHOCTH,
XapaKTepU3YIIHX ITANbl (POPMUPOBAHUS KOMIIETEHIIHII B MpoLiecce 0CBOEHUs
0o0pa3oBaTeIbHOI MPOrpaMMBbI

IIpuMepHbBIE TeCTOBBIE 32IAHUA
Tect 1. TepMUHEI M ONIPEICACHUS
KaxnoMy u3 mpuUBENEHHBIX HHUXKE IOJOXKEHUH, OTMEUEHHBIX HUbpaMu, HaWIuTe
COOTBETCTBYIOIIMI TEPMUH WIIA MIOHSTHE.
A. Bxoasuiuii 1OKyMEHT.
b. Homenknarypa nen.
B. CornacoBanue 10KyMeHTa.
I'. KOpuaudeckas cuiia JOKyMEHTOB.
J1. BHemHu JOKYMEHT.
E. OpranuzaimoHHo-pacnopsaauTeaIbHas
JOKYMEHTALUS.
K. TlomyIMHHUK JOKYMEHTA.
3. JJokyMeHT.
N. Odopmiienue nen.
K. TokymMmeHTOO00pOT.
JI. Ucxopsaimmi TOKyMEHT.
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M. Jleno.

H. Perncrpanus noxymeHra.

O. IIpaBo noamnucwu.

I1. BHyTpeHHU TOKYMEHT

P. Jlenompon3BoacTBo.

C. PexBusur.

T. KagpoBas 1okyMeHTanus

VY. Obs13arenbHble KaApOBbIE

JOKYMEHTBI

@. PakynbTaTUBHBIEC KaJIPOBbIC

JOKYMEHTBI

1. JIBm>KeHHE JOKYMEHTOB C MOMEHTA CO3JAHMS WJIMU IOJIYYEHUS 10 OTIPAaBKH WIH
nepeaayu ux Ha XpaHeHHE.

2. CBOWMCTBO JOKYMEHTa OBITh IMOJUIMHHBIM JOKA3aTEIhCTBOM (DAKTOB, COOBITHH,
JCUCTBHM.

3. CoOBOKYNmHOCTh JOKYMEHTOB (B pEAKHUX ClIy4asiXx OJUH JIOKYMEHT),
c(OpPMHUPOBAHHBIX 110 KAKOMY-TMOO MPU3HAKY.

4. JIOKyMEHT, CO3JaHHbI1  NPENUPUATHEM W IPEIHA3HAYEHHBIA A
BHYTPU(PUPMEHHOTO UCTIOIb30BAHMUS.

5. [1eATenbHOCTh, OXBAaThIBAKOLIAsl COCTABIICHUE JOKYMEHTOB U OPraHU3alIHI0

paboThI ¢ HUMH.

6. Gukcamus gakra co3MaHUs WIK TOCTYIJICHUS TOKYMEHTA IMyTEM MPUCBOCHUS MY
HOPSKOBOTO HOMEpa C MOCIEAYIOIEeH 3anuchi0 HEOOXOJUMBIX CBEIEHUH O
JOKYMEHTE B )KypHaJIe, KAPTOUKE WIIM KOMIIBIOTEPE.

7. OTHeNbHbBINA 3JIEMEHT JIOKYMEHTA.

8. OTHeceHue NOKYMEHTOB K ONPENEIICHHOMY €Iy M MX CHCTEMaTH3auus BHYTPH
nena.

9. CucreMaTH3sMpOBaHHBIM CIMCOK [€J, JKypPHAaJIOB, KapTO4Y€K, 3aBOJMMBIX Ha
OPEANPUATUN C YKA3aHUEM CPOKOB UX XPaHEHHUS.

10. MarepuanbHblii 00bEKT, ¢ UHPOpMaLIMEN, 3aKPETIICHHON CO3JaHHBIM YE€JIOBEKOM
Croco0OM 11J1s ee Tiepe/iladyi BO BPEMEHH U MPOCTPAHCTBE.

11. JokyMeHT, OTIIpaBiIsi€Mblid IPYTUM OpraHU3alUsIM WIH IMOJTYyYEHHBIN OT HUX.

12. JlokyMeHTalus, co3aroascs B cepe yrnpaBieHus.

13. [TonHOMOUYME TOTKHOCTHOTO JIMIA HA MTOANUCAHUE IOKYMEHTOB.

14. TlepBsIil WK €AMHCTBEHHBIN K3eMILISIP OPHUITMATHLHOTO JOKYMEHTA.

15. IokyMeHT, NOCTYNUBILHI Ha IPEANPUITUE OT CTOPOHHEW OpraHU3ALINH.

16. JIoKymMeHT, CO3JaHHBI Ha JaHHOM MPEAIPUSATAU W OTIPABICHHBIN ajpecary,
KOIIHsI KOTOPOI'0 OCTAETCs B JEJE.

17. OO6cyxaeHue, OLIEHKAa MPOEKTa JOKYMEHTA JOJKHOCTHBIMU JIMLIAMHU WJIU
OpraHHU3aLHsAMHU.

18. JIoKyMeHTBI, COCTaB KOTOPBIX OMpeneseT paboToaaredb ¢ y4eTOM crernupuku
IIPOU3BO/ICTBA.
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19. CoBokymHOCTh (OPM, JOKYMEHTOB, (PUKCUPYIOMIUX MH()OPMALMIO O HATUYUU U
JBWKCHUH MEPCOHANIA B OPTraHU3ALMH, B PE3YJIbTATE YETO BCE KAIPOBBIE MPOLETYPBI
IpUOOPETAIOT JOKYMEHTAJIbHOE OPOpPMIICHHE.

20. JIOKyMEHTBI, HaJlM4ue KOTOPBIX MpsAMO npeaycMmoTrpeHo TpynoBeim Komexcom
Poccuiickon @enepanumu.

Tect 2. O61Me TpedboBaHus K 0hOPMIICHHUIO JIOKYMEHTOB

1. He#ictByromuit 'OCT mo odopmiieHHIO OpraHU3alliOHHO-PACTIOPSAUTEIIHBHOM
JOKYMEHTAIMH MpeycCMaTpUBAET MAaKCUMAaIIbHOE KOJIMYECTBO PEKBU3UTOB:
A)27B)29 ) 31

b) 191 30.E) 28

2. HeiuctBytonum ['OCTom mo ohopMIIeHHIO OpTaHU3AIMOHHO-PACTIOPAIUTEIHLHOM
JIOKYMEHTAIIUU SIBJISIETCS:

A)TOCT P 6.31 -98 B) TOCT P 6.30 — 2002

B)T'OCT P 7.0.97-2016T") 'OCT P 6.30 — 2003

3. Ilpu odpopmnenun rpuda yTBEp>KIEHUS CIOBO YTBEPXKAAI0 MMEET CIEAYIOIIUN
BU/I:

A) YtBepxknaro B) YTBEPXKJIAIO

b) «YTBepxknato» I') «YTBEPXIAIO».

4. JlaTo# npuKasa sBJISIETCS:

A) nara ero noanucanus B) nara ero pacchuiku

b) nara ero BcTymuieHus B cuiLy

I")nara ero nosyyeHust CTpyKTYpPHBIM MOAPA3IEICHUEM.

5. A66pesuarypa OKY J] pacmudpoBbiBaeTcs Kak:

A) otpacneBoit kogudukaTop yHUGUIUPOBAHHOMN TOKYMEHTAIIUN

b) obwmepoccuiickuii kiaccupukaTop yHU(PUIUPOBAHHOMN TOKYMEHTALUN

B) oOmepoccuiickuii knaccuukaTop ynpaBlieHYeCKON JOKYMEHTAUU

I') orpacneBoit KoaupHUKATOP YIIPABICHYECKON TOKYMEHTALIUN.

6. Tpeboanus peiictBytomiero ['OCTa mno odopmieHuo oOpraHM3allOHHO-
pacnopsaIuTEIbHON TOKYMEHTALUN PACIPOCTPAHSIOTCS:

A) TOJIBKO Ha JJOKYMEHTBI TOCY/IAPCTBEHHBIX YUPEIKICHUI

b) Ha [OKyMEHTHl OpraHu3alMi, YYPEKICHUW U NPEIIPUITHI HE3aBUCUMO OT
(dbopMbI COOCTBEHHOCTH U OpraHU3allMOHHO-IPABOBON (HOPMBI

B) Tosibk0 Ha KOMMeEpUYECKHe MPETPUITHS

I') Tonpko Ha yupexaeHus, B KOTOPBIX JI€ONPOU3BOJCTBO BEAETCS HAa OCHOBE
UH(OPMAITMOHHBIX TEXHOJIOTHIA.

7. Hata 12 maprta 2003 roga B 1oKyMeHTE OQOPMIISETCS:
A) 12.03.2003. b) 12. II1. 2003 B) «12» mapta 2003 roga

Tect 3. «Iloaroroska u opopmiieHne OJIAaHKOB JOKYMEHTOB YIIPABICHU
1. HanumuTe anropuT™ co3aaHust J000ro JOKYMEHTA YIPaBIICHUS

2. V3 nepeuncieHHOro UCKIIOUUTE JIUIITHEE:

a) oOmmit 61aHK

0) OJaHK NPOTOKOJA
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B) OJIaHK KOHKPETHOT'O BUJA JOKYMEHTa

r) OJaHK MUCHhMa

3. JIOKyMEHT J10JIKE€H UMETh MOJISL:

a) He meHee 20mu (JieBoe, paBoe, BepxHee), 10mi ( HUKHEe)

0) ne menee 20mi (BepxHee, JeBoe, HUXKHee), 10mi (mpaBoe)

B) He Oosiee 20Ma (JieBoe, BepXxHee, HbkHee), 10Mi (ipaBoe)

4. CrannaptHbiii hopmat A4 G1aHKOB IOKYMEHTOB UMEET pa3mep:
a) 148 * 210 mn

0) 210 * 297 mn

B) 297 * 420 mn

5. YcraHoBieHbl Ba BapuaHTa OJIAHKOB B 3aBUCHMOCTH OT PAaCIOJIOKEHUS
PEKBU3UTOB:

a) YIJI0BOM U AMAroHaJIbHbBIN

0) IpPOAOIBHBINA U MPON3BOIBHBIN

B) YIJIOBOW U IIPOJIOJIbHBIN

I') IMarOHAJbHBINA U MPOU3BOJIbHBIN

6. O0mMii OJaHK MCIIONB3YIOT AJIS U3TOTOBJICHHUS:

a) JIFOOBIX BUJIOB JIOKYMEHTOB

0) TOJIBKO JIJIsl UCXOSALIUX TOKYMEHTOB

B) JIFOOBIX BUOB JIOKYMEHTOB KpOME MUChMa

I') TOJIBKO JJIs1 JOKYMEHTOB, U3TOTOBJICHHBIX MAIIMHOMKUCHBIM CITIOCOOOM

Tect 4. Opranu3aliiOHHO-IPaBOBbIEC TOKYMEHTbI (OI1]])

1. Tlepeuncnute ITOKYMEHTHI OpTaHU3AIMH, OTHOCAIIMECS OPraHU3alUMOHHO-
IPaBOBBIM

2. OITH:

a) He 00s13aTeNIbHBI K UCTIOJTHEHUTO

0) 00s3aTEIBHBI K UCIIOJTHCHHIO

B) 00s13aTEIIBHBI K UCIIOTHEHUIO B 3aBUCUMOCTH OT CUTyaIluu

') 0053aTeIbHbI K UICTIOJIHCHUIO B CIIyYasX, yKa3aHHBIX PYKOBOJIUTEIEM
3. dns OIIJ] o6s13aTesibHBI B JIFOOBIX CIydasiX:

a) rpud cormacoBaHus

0) rpud yTBEepKICHUS

B) HMOJIeMa OpraHu3aluu

I') OTMETKA O KOHTPOJIE

4. OITJI nercTBYIOT:

a) 6eccpoyHO B HEM3MECHHOM BHJIE

0) 6eccpoyHO /10 MX OTMEHBI UITU 10 YTBEPKICHUS HOBBIX

B) /10 CAA4H B apXUB

I') IOATBEPKIAIOTCS €KETOTHO

5 Ilepeuncinre peKBU3UTHI, HCTIOJIb3yeMBbIe it co3nanus OIT/:
6. OII/] moryT yTBepx)aaThCs (YKaKUTE JIUIITHEE)

a) BBILLECTOSIIEH Opranu3anuei

0) pyKOBOJIUTEJIEM JTAHHOW OpTraHu3aIuu
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B) KOJUIETHAJIbHBIM OpraHoM (HarpuMep, COBETOM JTUPEKTOPOB)

I') OpraHoOM UCIOJIHUTEIBHOMN BIACTH

7. OIIJ mnpoxoasT mnpouexypy corjiacoBaHusi U oO(QOpMIICHHS PEKBU3UTA BU3
corjlacoBaHus (YKaXUTe JUIITHEE):

a) C 3aMECTUTEJIEM PYKOBOJAUTENSI OpraHU3alluu

0) ¢ PUAMYECKOMN CITyKO0M

B) C 3aMHTEPECOBAHHBIM MOPA3CICHUEM

T') C BBILIECTOSIIEH OpraHu3anueit

Tect 5. PacnopsiantenbHble 10KyMeHThI (PJ1)

1. Ilepeunciute TOKYMEHThI OPraHU3ALMN OTHOCSIIUECS K PACHIOPAIUTEIbHBIM

2. PJ:

a) 00s3aTeNbHBI K UCIIOJIHCHHUIO B 3aBUCUMOCTH OT COJICPKaHUS

0) He 00s3aTeIbHBI K HCIIOTHESHHIO

B) 00s13aTEJIbHBI K UCTIOJTHEHUIO

3. PJI moanuceiBaeT (yKakKuTe JIMIIHEE):

a) pyKOBOAMTEIb, UMEIOIINI 1TpaBo nojanucu P/ cooTBeTcTBYIOILIETO

COJICpKaHUS

0) HCMONHUTENb OO0S3aHHOCTEH PYKOBOJAUTENS B IEPUOJ €ro OTCYTCTBHUS, €CIH
MOJIHOMOYHSI UCTIOTHSIONIET0 00513aHHOCTH O(POPMIIEHBI COOTBETCTBYIOLIUM 00pa3zoM
B) paOOTHUKOM, KOTOPBIH B CHITy OOCTOSITEILCTB BHIHYK/IEH UCIIOHATH 00SI3aHHOCTH
PYKOBOJUTENS

6. [lepeuniciiure peKBU3UTHI, BKIFOUYAEMbIE B OJIAHK PACTIOPSIUTEIHHOTO JTOKYMEHTa
OpraHU3allUuU:

7.  llepeuucnure  pexBusutel PJI, I  KOTOpPBIX  NpeayCMaTpUBAKOTCS
OTPaHUYUTENIbHBIE OTMETKH JJIsl TPAHUILL 30H PACTIOJIOAKEHHUS 3TUX PEKBU3UTOB:

8. Harou PJI, npyHruMaeMoro €IMHOINYHO SABJISETCS:

a) JaTa nepeiaydu npoeKkTa J0KyMEeHTa Ha MOANUCH PYKOBOIUTEIIO

0) naTa NOJNUCAaHUs PYKOBOJAUTEIEM

B) aTa Bo3BpaTa noanucanuoro PJ[ B ciyx0y JIOY

r) Jata peructpaiuu noanucannoro P/ B cinyx6e JJOY

9. [IpoexT npukaza (pacnopsiKEHUs) COTIacOBBIBACTCS

a) TOJILKO C FOPUANYECKON CITyKO0M

0) TOJIBKO C 3aMECTUTEJIEM PYKOBOAUTEIS

B) C 3aMHTEPECOBAHHBIMU CTPYKTYPHBIMU MOJAPA3ACICHUSIMHU

I) C 3aMHTEPECOBAHHBIMU CTPYKTYPHBIMH MOAPA3JACICHUAMU U HOPUIUYECKOU
CITyk001

Tect 6. MndhopmanmoHHO-cripaBo4HbIe JoKyMeHThI (MCJI)

1. Tlepeuncnure MOKYMEHTHI OpTaHU3AIMH OTHOCSIIHECS K WHHOPMAIMOHHO-
CIIPABOYHBIM:

2.UC]

a) He 00s3aTeNIbHBI K UCTIOJTHEHUTO

0) 00s13aTeNbHBI K HCITOJTHESHHIO
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B) 00s13aTENIBHBI K UCIIOTHEHUIO B 3aBUCUMOCTH OT CUTYyaIluu

') 0053aTebHBI K UCTIOJTHCHUIO B CIIyYasX, yKa3aHHBIX PYKOBOJIUTEIEM
3. dna UCJ] oGsi3aresnieH B MOOBIX CIydyasX peKBU3UT:

a) smMOJemMa opraHu3aluu

0) anpecar

B) KO/l OpTraHU3alluu

I') OTMETKA O 3aBEPEHUU KOIUH

4. B xakom gokymente MCJl HUKOT/Ia HE MCIOJIB3YETCS PEKBU3UT «HAMMEHOBAHUE
BUJIa TOKYMEHTA:

a) aKT

0) 3asBJICHUE

B) IIUCHMO

I) cIpaBKa

5. UC]l sBasroTCA:

a) OCHOBHBIMU JJOKYMEHTAMH YIIPaBICHUS

0) BCIIOMOTaTeIbHBIMH

B) HUCXOISIIITUMHU

I') HEUTpaIbHBIMU

6. Pe3omonuto Ha MCJI Hanaraer:

a) TOJIKO MEPBBIN PYKOBOJAUTEIb

0) pyKOBOJIUTEIIb BBIIIECTOSAIINM 110 OTHOIICHHUIO K CO3/IaBIIEMY IOKYMEHT
B) PYKOBOJUTENb, YKa3aHHBIN B agpecaTe

') pYKOBOJIUTEJIb BBIIICCTOSIICH OpraHu3auu

Tect 7. OdopmiieHue nprueMa Ha paboTy

1. Hammummre oOuuii mopsiok 0opMIICHUS TOKYMEHTOB TIPH MpueMe Ha paboTy

2. JloxyMeHThI, mpeabsaBiIsieMble TIpu O(QOPMIICHHHM TpueMa Ha padoTy (yKaxuTe
JIUIITHEE)

a) macmnopT

0) Tpy10Basi KHMKKa

B) CTPaXOBOE CBHJIETEIHCTBO TOCYIAPCTBEHHOT'O IEHCHOHHOTO CTPaXOBaHUs

') JOKYMEHTBI BOWHCKOTO y4yeTa

1) TOKyMEHT 00 00pa3oBaHUU

€) XapaKTepUCTHKA C IMOCIECTHETO MeCTa PabOThI

3. Eciu paboTHUK yTpaTwi TPYJAOBYIO KHHUXKKY, OH MOXET OOpaTUThCA B
MUCBMEHHOM BHUJIE C TIPOCH00i1 0POPMUTEH HOBYIO (YKKHUTE JTUIITHEE)

a) K paboToIaTeNIO IO MOCIEAHEMY MeCTy pabOThI 3a ohopmMiIeHHEM TyOIHMKaTa

0) K paboToaaTento, K KOTOpOMY IMOCTyHaeT Ha paboTy

B) B TPYJOBYIO MHCIICKIIHIO, KyITUB HOBBIN OJaHK B Knocke Pocnieuarn

4. Kyna 3aHocsTCsl CBEICHUS O MpueMe Ha padboTy (YKaKUTE JIUIIHEE)

a) B TPYAOBYIO KHUXKKY

0) B kapTouky T-2

B) B KHUTY PETUCTPAIIMH TPYAOBBIX KHUKEK

r) B Tabesb yuera pabouero BpeMeH!
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1) Ha “TH(GOPMAITMOHHBIN CTEH]] OPraHU3alluy B BUJE MPUKa3a

5. Ilpu nmpueme Ha paboTy pabOTHUK JTOJKEH pacucaThes (YKaXKHUTE JHUIIHEE)

a) B TPYJIOBOM JIOTOBOPE

0) B mpukase

B) B XapaKTEPUCTUKE

) B KapTouke 1o ¢popme T-2

6. TpynoBasi KHIKKA MOCTIE IpreMa Ha padOTy XpaHUTHCS:

a) y paboTHUKA

0) y pyKOBOAUTEIS MOAPA3ACIICHUS, Ky/1a TPUHAT paOOTHHUK

B) B KaJIpOBOM CITyk0e

) y cekpeTraps JupeKTopa

7. Ecniu paGOTHUK IPUHHUMAETCS Ha paboTy BIIEPBBIE, TO TPYAOBYIO KHUXKKY JOKEH
opopMHTH:

a) paboToaaTenb 3a CBOU cUeT

0) paboTomarens, B ciaydae IpruoOpeTeHHs OJlaHKa TPYAOBON KHIKKH paOOTHHUKOM
CaMOCTOSITENTEHO

B) paboTO1aTENb, MOIYYUB ¢ paOOTHHUKA IJIATy 3a OJIaHK TPYAOBON KHMKKHU

8. Ilepeuncnure, ¢ KAKUMHU JIOKATHHBIMU HOPMATHBHBIMU aKTaMH PaOOTHHUK JOJDKEH
0/l POCHHUCh O3HAKOMHUTHCS NPHU TOCTYIUIEHMHM Ha paboty A0 odopmiieHus
TPYJIOBOTO J0OTOBOPA.

IIpumepHbIe TEMBI J0KJIA10B
1. XapakTtepucTuka ciy>kKObl JOKYMEHTAallHOHHOTO OOecreueHusi Ha KOHKPETHOM
IPEANPUATHH.
2. CymHOCTh M OCHOBHOE IpeJHa3HAYCHHE JOKYMEHTAIMOHHOIO OOecreueHus
YIPABJICHHUS B COBPEMEHHBIX YCIOBUSX.
3. HopmaruBHO-ipaBoBasi 0a3a JOKYMEHTAI[MOHHOTO OOECIEYEHHUs YINPABICHUS B
Poccuiickon @enepanumu.
4. Opranu3zanys AeJIONMPOU3BOICTBA HA MAJIBIX NPEINPUATHIX.
5. Cnenuduka JOKYMEHTAIIMOHHOTO OOeCreYeHHUsl YIPaBJIeHUs] B IOCY1apCTBEHHBIX
YUPEKACHUSIX.
6. Opranu3zanys IeJ0NpoOU3BOJICTBA B OpraHax roCy1apCTBEHHOM BJIACTU U MECTHOIO
CaMOYIIpaBJICHUS.
7. IlepcnieKTUBHBIE HANpaBICHUS B PA3BUTHUU JIOKYMEHTALIMOHHOTO OOECHedeHus
YIPABJICHHUS.
8. Cnenuduka opraHu3aliy JOKyMEHTallMOHHOTO 00eCIeYeH sl B CyAax.
9. IlpuMeHeHne rocyJapCTBEHHBIX CTAaHAAPTOB B OPraHU3ally JOKYMEHTALMOHHOIO
oOecrieueHus: yIpaBIICHHUS.
10. Hcnonp3oBanue 3apyOeKHOTO OMbITA B OpraHU3allMU JOKYMEHTOOO0OpOTa Ha
POCCHICKUX MPEITPUATHUSAX.
11. IlpumeHeHne METOAOB COBPEMEHHOIO MEHEDKMEHTAa B  OPraHU3alUU
JOKYMEHTAIMOHHOT'O 00eCeYeH sl yIIpaBiIeHUsI.
12. CocraB M mpenHa3HAYEHHE BHYTPEHHUX OPraHU3ALMOHHO-PACTIOPSAUTEIbHBIX
JOKYMEHTOB OpPraHHU3alMHU 110 paboTe ¢ MEPCOHAIIOM.
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13. BO3MOXHOCTH UCIIOJIb30BAaHUSI COBPEMEHHON O(UCHON TEXHUKH B ONTUMU3ALMU
JOKyMEHTO00OpOTa B OpraHU3aLUH.

14. BoO3MOXHOCTH  HCHOJB30BAHUS  CHEUUATM3UPOBAHHBIX  IPOrpaMM  JUIs
OCYULIECTBJICHUS JOKYMEHTALIMOHHOIO 000pOTa B COBPEMEHHBIX OpraHu3alusX.

15. Hcropusi CTaHOBJIEHUS U Pa3BUTUS JTOKYMEHTAlMOHHOTO OOecredeHHUs
ynpasiienus B Poccun.

16. BO3MOKHOCTH HCIIOJIb30BAaHUSI METOJIOB MAaTEMaTUYECKOTO MOJEIUPOBAHUS IS
ONTUMH3ALUU JOKYMEHTOO00pOTa Ha MPETPUITHH.

17. Cnemuduka JOKYMEHTAIMOHHOTO OOECIEYeHHUsl YIpaBIEHUS B KaJpPOBBIX
ciryx0ax.

18. CoBpemeHHBIM 3apyOEKHBIH OMNBIT OpraHU3aly  JOKYMEHTAIMOHHOTO
o0ecrneueHus.

IIpumepHbIe BONPOCHI K 3a4eTy € OLeHKOM
1. Kakoe MecTo 3aHMMAeT TOKYMEHT B KU3HH OOIIECTBA M YEJIOBEKA.
2. 3HayeHue JOKYMEHTAIMOHHOIO0 OOECHEeYeHMs YNpaBJIEHUS Il OpraHu3aluh U
JeSTENbHOCTH arlapaTa yrnpaBieHUs.
3. CoBpeMeHHbIE 3aKOHOJATENbHbIE AaKThl, PErJIaMEHTUPYIOIIUE MPOILECCHI
JOKYMEHTHPOBAHUSI.
4. HopMaTMBHO-METOJUYECKOE PEryJupOBaHUE TOKYMEHTAIMOHHOTO OOecreueHUs
yIpaBJICHUS.
5. OCHOBHBIE NOJOKEHHUS 110 JOKYMEHTUPOBAHHIO YIIPABIECHYECKOM 1ESITEIBHOCTH.
6. YHUpUKaAIU U CTaHJapTU3ALNs YIPABIEHYECKUX JOKYMEHTOB.
7. Buzibl TOKYMEHTOB U UX KJIaCCHU(PUKAIIHSL.
8. IlpaBuna odopmieHus ymnpaBieHYECKHX (OpraHU3aIMOHHO-PACTIOPSAUTEIbHBIX )
JOKYMEHTOB.
9. JlenoBoe MUCHMO B YCTIOBHSIX YHHU(PHUKAIIUH.
10. IlpaBuna odopmieHHs 1€I0BOTO MUChMA.
11. TpeGoBaHuUs K TEKCTY MMHUCEM.
12. OcobeHHOCTH coCcTaBIeHUS U O(DOPMIIEHHS] MEXTYHAPOIHBIX MTHACEM.
13. JIOKyMEHTUPOBAaHHE OPTaHU3AIMOHHON JIESITETbHOCTH.
14. TokyMEHTHPOBAHUE PACTIOPSAUTEIBHOUN €SI TENBHOCTH.
15. OcobeHHOCTH JTIOKYMEHTHUPOBAHUS JCSATEIBHOCTU KOJUJIETHMAIBHBIX OPraHOB
yIpaBJICHUS.
16. CTpykTypa T€KCTa MPOTOKOJIA, PEKBU3UTHI, ONMPEAEIISIONINE OPUANIECKYIO CHITY
PELICHUI KOJIJIErHAJIbHBIX OPTaHOB.
17. OpraHu3allMOHHO-TEXHUYECKUE MEPOIPUATUS 110 IMOATOTOBKE M IPOBEICHUIO
COBELIAHUM.
18. CtpykTypa AokiIaga u oTueTa (Ha COBEIaHuH, 3aCEAaHNN, KOH(PEPEHIIUU U T.1.).
19. TpeboBaHuUs K COCTABIECHUIO U 0()OPMIIEHHIO IIPOTOKOJIOB.
20. TpeboBaHuUsI K COCTABJICHUIO CITPABOK.
21. IlpaBuna cocTaBiaeHUs TOKJIAIHBIX U OOBICHUTEIBHBIX 3aMHUCOK.
22. OcoOEHHOCTH COCTABJIECHUS aKTOB.
23. TpeOoBaHust U 0COOEHHOCTH COCTABIICHUSI TEJIETPAMM.
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24. Tlopsiaok ohopMIIeHHS TOKyMEHTOB MO TUYHOMY COCTaBY.

25. OcoOeHHOCTH MAENOMPOM3BOACTBA MO NHUCHbMEHHBIM U YCTHBIM OOpalIeHHSIM
rpaKJaaH.

26. Peructpanus u y4yet JOKYMEHTOB: LIEJIU Y 3HAYCHUE.

27. KOHTpOJIb UCTIOIHEHUS JOKYMEHTOB, €0 LI€JIb, OCHOBHBIC 3a1a4H.

28. CpokH XpaHEHUsI JOKYMEHTOB.

29. HomenknaTypa Jei OpraHu3alyy: BHJABI, COCTaB WHGOpMAIMH, HAMpPaBIICHUS
UCIIOJIb30BAHUSI.

30. Benenue aenonpou3BoICTBA C TOMOIIBIO KOMIIBIOTEPA.

31. TpeboBaHus K A3BIKY U CTUIIO CITY>KEOHBIX JOKyMEHTOB.

32. OcoGeHHOCTH OPUITHATHHO-EIOBOTO CTUJISI TIPH COCTABIICHUU JOKYMEHTOB.

33. Ha ocHOBaHMHM KakuX JOKYMEHTOB MOXET OBITb W3/aH MPHUKA3 MO JIUYHOMY
COCTaBy.

34. TlpaBmna (GopmMupoBaHuUsl ACI W WX MOJATOTOBKA JJIs TIEpeIadyd Ha XPaHCHHUE B
apXuB.

35. Buasl paboT, BBINOJIHAEMbIE TPU padOTE C BHYTPEHHUMU JOKYMEHTAMH.

36. IlpusHaku, B COOTBETCTBUM C KOTOPBIMH OCYIIECTBISETCA Kiaccupukanus
JOKYMEHTOB.

37. TpeboBaHwus1, BUIbI U HEOOXOAUMOCTb COTJIACOBAHUS IOKYMEHTOB.

38. HeoOxoiuMble peKBU3UTHI ITPU OPOPMIICHUH CITYKEOHOTO MUChMA.

39. Pa3HOBUIHOCTH CIIyKEOHBIX MUCEM, UCIIOJIb3YEMbIX B MPAKTUKE yIPABICHHUS.

40. IlpaBuna oopmiieHUs: TOJMUCH B IOKYMEHTAaX COCTABJICHHBIX KOMHUCCHEH.

41. IlepeueHb TOKYMEHTOB, OTHOCSIIIINXCS K KAAPOBBIM.

42. Knaccudukaius JOKyMEHTOB MO Tpu]y OrpaHUYEHUs JOCTYyIIA.

43. Dramnbl ABUKEHUS U 00pabOTKH IOKYMEHTOB.

44. IlepedyeHb paboOT, BBITOIHIEMBIX IPU padOTE ¢ BXOASIIMMU IOKYMEHTaAMHU.

45. llenb pa3pabOTKU HOMEHKJIATYPHI Jiell, IPABUJIA €€ COrIaCOBAHUS.

46. CBoiicTBa JOKYMEHTA, MTPUJIAOIINAE EMY IOPUIUYECKYIO CHILY.

47. PEeKBU3UTHI, ABJISIIOLIMECS 00s3aTEIbHBIMU 151 BceX JokyMeHToB Y COP/I.

48. OOmuMe nPUHIMIB OpraHU3alMh JOKYMEHTOOO0OpOTa Ha MPEINpUSTUU, B
OpraHu3alMH.

49. lenu u 3aa4u Ccy>K0bl TOKYMEHTALIMOHHOTO 00ECIIeYeHUs yIPABIICHHUS.

50. Llenu KOHTPOJIS UCIIOTHEHUS IOKYMEHTOB.

51. Ha3HaueHue JOKyMEHTOB MO JINYHOMY COCTaBY.

52. Ilopsaok 3aBepeHuUs BBIMUCOK U3 MPHUKA30B.

53. Buapl akTOB, MOICKAIIUX YTBEPXKACHUIO.

54. OcCHOBHbBIE MOJIOKEHUS, OTpa)kaeMbple B HMHCTpyKIMM 1O JEJIONPOU3BOACTBY
KOHKPETHOT'O IIPEANPUSATHUS.

55. Knnaccudukanus 10KyMEHTOB IO FOPUIUYECKON 3HAYUMOCTH.

56. IlonsiTie ¥ BO3MOKHOCTH MPOrpaMMbl IO co3AaHui0 B Poccuiickoit Denepanun
«3JIEKTPOHHOI'O MPABUTEIbCTBAY.
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IIpuMepHBIe BONIPOCHI K OIIPOCY
1. Kakue mnpenmymiectBa IOJYyYUT MEHEIKMEHT KOMIIAHHM IIOCIE pPEeaIu3aluu
3a/1a4y JOKYMEHTALIMOHHOTO 00€ecTeueHusl yIpaBIeHHs NepCOHaIoM?
2. Ilouemy BeneHue TOKYMEHTAMOHHOTO OOECHEUEHMs YNpPaBICHUS NEPCOHATIOM
00s3aTeNbHO JUIsl BCEX OpraHu3aluil HE3aBUCUMO OT UX (POPMBI COOCTBEHHOCTH?
3. YTo BXOOUT B COCTaB HOPMATUBHO-METOJAUYECKUX JOKYMEHTOB?
4. Yro coboil mpeacTaBiIsgeT cucTeMa JOKyMEHTalun?
5. Kakyroo ponap wurparoT yHu(UKanUss U cTapaaptusauus B (HOPMUPOBAHUU
JOKYMEHTOB OpPTaHM3aLuu?
6. Kakue oTHOmIEHHUs, TpeOyrolue IOKYMEHTAIBHOTO O(OPMIICHUS KaJpOBOU
ciyxo0oii, perynupyet TpynoBoi kogexc PD?
7. KakoBa mpaBoBasi OCHOBa pEryJIMPOBaHUS IMOPSAKA JOKYMEHTALMOHHOIO
oOecrieueHus: yIpaBJICHHs IEPCOHATIOM?
8. Kakme Bompocsl cieayeT OTpa3uTb B HHCTPYKLUMM II0  KaJgpOBOMY
JETONPOU3BOACTBY?
9. Kakue rpynrmbl JOKYMEHTOB OTHOCSITCSI K KaJpOBOMY JI€JIOMPOU3BOJACTBY?
10. YUTto BXOOWT B OPraHU3allMOHHBIE U PACTIOPSAIUTENIbHBIE TOKYMEHTHI 110 Kaapam?
11. Kakue 10KyMEHTBI OTHOCATCS K YYETHBIM JOKYMEHTaM MO Kajpam?
12. B ueM 0co0eHHOCTH MH(POPMALMOHHO-CIIPABOYHBIX JIOKYMEHTOB B KaJpOBOU
pabote?
13. Kakue HOKyMEHTBI MO YIPaBJICHHUIO NEPCOHAIOM 00s3aTEJIbHO JOJIKHBI ObITh B
KOMITaHU U ?
14. Kakue JOKYMEHTBI o YIIPABIICHUIO [IEPCOHAIOM ABJISIFOTCSA
pEeKOMEHIaTEIbHBIMU ?
15. Kakue mOKyMEHTHI MO YIPaBJICHUIO NEPCOHAIOM SBISIOTCS 00s3aT€IbHBIMU IO
Mepe HEOOXOUMOCTH?
16. Yto noHnmaeTcsi 1ol HOPMAaTUBHO-IIPABOBBIMH JIOKYMEHTAMH B OPTaHU3aLUu?
17. B uem 3aKi104ar0TCsi 0COOEHHOCTH BEACHHS TPYIOBBIX KHUKEK?

5.4. Meroanyeckue MarepHuasbl, OIpelesiiomue MNpoueaypbl OLECHUBAHUSA
3HAHUM, YMEHUH, HABBIKOB M (WJIH) ONBITA AEeATEJbHOCTH, XapaKTEePHU3yOLIUX
JTranbl POPMUPOBAHUA KOMIIETCHIUH

OpHuM U3 yCIOBUH, O00ECIEUMBAIOUIMX YCIEX NPAKTUUECKUX 3aHITHUH,
SIBJISIETCS COBOKYITHOCTb OIIPEJICICHHBIX KOHKPETHBIX TpeOOBaHMIl K JOKJIajgam
CTYJEHTOB. DTU TpeOOBaHUSI JOJIKHBI OBITH TOCTATOYHO YETKHUMHU U B TO K€ BPEMsI HE
HACTOJBKO PErjJaMeHTHPOBAaHHBIMH, 4YTOOBI CKOBBIBaTb TBOPYECKYIO MBbICIb,
HACaXaTh CXEMAaTHU3M.

[lepeuenn TpeGOBaHUM K BHICTYIUICHHUIO CTY/ICHTA!

- CBS3b BBICTYIUIEHUS C NIPEIIIECTBYIOIIEH TEMON UIN BOIIPOCOM;

- PACKpBITHE CYLIHOCTH MPOOJIEMBI;

- METOJOJOTMYECKOE 3HA4YeHHE JUIsl Hay4yHOW, MNpo(ecCHOHANbHOU U
IIPAKTUYECKOM AEATEIBbHOCTH.

20



Baxxneiime TpeOOBaHUSI K BBICTYIIEHUSIM CTYAEHTOB — CAMOCTOSITEJIbBHOCTh B
noaoope (aKTUYECKOTro MaTepuana M aHAIMTUYECKOM OTHOILIEHUH K HEMY, YMEHHE
paccMaTpuBaTh MpuMepbl U (aKTbl BO B3aWMOCBS3UM U B3aUMOOOYCJIOBIIEHHOCTH,
0oTOMpaTh HauboJIee CYIIECTBEHHbIE U3 HUX.

[IpuBoAMMBIE CTYIEHTOM IPUMEPHI U (PAKThI TOJKHBI ObITh CYIIECTBEHHBIMU,
10 BO3MOYKHOCTHU MEPEKIMKATHCS C IporpaMmMoi noarotosku. Ilpumepst u3 obnactu
HayK, OJIM3KMX K TIporpaMMe IOJArOTOBKM CTyJeHTa, U3 cdepbl IO3HAHUS.
BeicTyneHue cryaeHTa JO0DKHO COOTBETCTBOBATH TPEOOBAaHUSAM JIOIMKH. YeTkoe
BBIUWICHEHHE U3JIaraeMoil mpoOsemsl, ee TouHast (pOpMyIMpOBKA, HEYKOCHUTEJIbHAS
[OCTIEI0BAaTENbHOCT ~ apryMEHTAllUM ~ MUMEHHO  JaHHOW  mpoOiembl,  0e3
HEeoIlpaBAaHHbIX OTCTYIUIGHHH OT Hee B Ipoliecce OOOCHOBaHUs, Oe3ycCiOBHas
JIOKa3aTEJIbHOCTh, HENPOTHUBOPEUYUBOCTh U IIOJIHOTA apryMEHTALUH, NPAaBWIBHOE U
COJZIEPIKATENIBHOE HCIIOJIb30BAHNUE MOHITUN U TEPMUHOB.

TecroBass cucrema mpexycMaTpuBaeT BOIPOCHI / 3aJaHusi, Ha KOTOPBIC
MarucCTpaHT JOJDKEH JaTh OJAWH MM HECKOJIBKO BAPMAHTOB IIPABWJIBHOTO OTBETA W3
PEIJIOKEHHOIO0 CHUCKa OTBeTOB. [Ipu moucke oTBeTa HEOOXOIUMO MPOSBISTH
BHUMATEIbHOCTh. lIpexne Bcero, cienyer MMeTb B BHIY, YTO B IPEIJIaracMoM
3aJlaHuyd Bcerga OyAeT OJAMH MpaBUJIbHBIA M OJMH HENpaBUJIbHBIM OTBeT. Bceex
IPaBWIBHBIX UM BCEX HEMPABUIBHBIX OTBETOB (€CJIM 3TO CHELHMAIBHO HE OTOBOPEHO
B (opmynupoBKe Bompoca) ObITh HE MOxkeT. Hepeako B Bompoce yxe COnepKUTCA
CMBICJIOBAs IOJCKAa3Ka, YTO PABUIIBHBIM SIBJISICTCS TOJIBKO OJUH OTBET, [I09TOMY IIPU
€ro HaXO0KJECHUH MPOI0JKATh NajbHEHIIne IOUCKH yKe He TpeOyeTcs.

CTpyKTypa HamucaHUsl PELEH3UU: Lelb MyOJuKallud, 0 MHEHHUIO CTYJECHTA,
XapakTep MyOnukanuu (Hay4yHas, IpUKIagHas v T.J.), HOCIeI0BaTEIbHOCTh U JIOTHKA
U3JI0KEHUS, S3bIK pPabOThl, JIOCTYIHOCTb H3JI0OXKEHHs, pPe3yJbTaThl, IMOJyYEHHBIE
aBTOPOM ITyOJIMKAIIMU, UX 0OOCHOBAaHHOCTb, JIOCTOMHCTBO ITyOJIMKALlMU, HEAOCTATKH
nyOJMKalMK, aKTYaJIbHOCTh, CTENIEHb HOBU3HBI PE3YJIbTAaTOB, 10 MHEHUIO CTY/IEHTA.

Ot marucTpanToB TpeOyeTcs IMOCEIIEHUE JIKIMH M MPAKTUYECKUX 3aHITHM,
BBINIOJIHEHUE 33JaHuM, MNPEAYCMOTPEHHBIX pabdoueld NporpaMMoON JAMCLMIUIAHBIL.
MakcumanbHOE KOJMYECTBO OajuioB, KOTOPblE MAaruCTpaHT MOXET HaOpaTh 3a
TeKyUMii KOHTposb — 60 OaiyoB. MUHMMAaIbHOE KOJIMYECTBO OajioB, KOTOpHIE
JI0JDKEH HaOpaTh MaruCTpaHT B TE€YEHHUE TEKYIEro KOHTpos — 40 6anios.

[TpomexyTouHas arrecTanus MPoBOAUTCA B (popMe 3adeTa C OLIEHKOW. 3auer ¢
OLIEHKOH MPOBOJUTCS IO OUIeTaM, B KKl U3 KOTOPBIX BKJIIOUEHBI 2 Borpoca. Ha
3ayeTe ¢ OIIEHKOW MarucTpaHT MOXeT HaOpaTh MakcuMaibHO — 20 GaioB.

TpeOoBaHus K 3a4eTy ¢ OLEHKOH

l. s MOArOTOBKM K OTBETaM Ha BONPOCHI MAarMCTPAHT JIOJKEH UCIOJIB30BATh
HE TOJIBKO KypC JEKIMH M OCHOBHYIO JIMTEPAaTypy, HO MW JONIOJHHUTEIBHYIO
JUTEpaTypy, MOKa3aTb yYMEHUE JaBaTb DPa3BEPHYTHIC OTBETHI Ha IIOCTABJICHHBIC
BOIIPOCHL.

2. OTBETHI Ha BOMPOCHI JIOJKHBI ObITh JaHBI B COOTBETCTBUH C (POPMYIUPOBKOM
BOIIPOCA M COJEPXKAThb HE TOJIBKO M3YYCHHBIM TEOPETUYECKUM Marepuajn, HO HU
cOOCTBEHHOE MOHUMAHUE TPOOIIEMBI.
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3. B OTBETaX JKEJIATEJIBHO TPUBECTH IPUMEPHI U3 ITPAKTHUKHU.

PexoMeHIaIuM MO MOATOTOBKE K 3a4€TYy C OIleHKOMH

[loaroToBKy K 3adery C OLIEHKOM HEOOXOJMMO HadaThb C MNpPOpadOTKU
OCHOBHBIX BOIIPOCOB I10 JHUCIMIUIMHE, U3y9aeMbIX B Mporiecce o0ydenus. s 3Toro
HEOOXOJMMO MPOYECTh M YSACHHUTH COJEp)KaHHWE TEOPETUUECKOTO MaTepuana o
y4eOHMKAM M Y4eOHBIM ITOCOOUSM T10 JUCIIUTIIUHE.

Oco60¢e BHMMaHUE MPH MOATOTOBKE K 3a4€Ty C OILICHKOW HEOOXOIUMO YICITUTh
TEPMUHOJIOTHH, T.K. YCIENIHOE OBJIaJICHHE J000W AUCHUILIMHON Ipearnosaraet
YCBOSHHE OCHOBHBIX MTOHSATHM, UX ITPU3HAKOB M OCOOECHHOCTH.

Takum 00pa3oM, MOATOTOBKA K 3a4ETy C OIEHKOM IO JUCIMIUIMHE BKIOYACT B
ceOs:

mMo00p MPUMEPOB U3 MPAKTUKH, WIITIOCTPUPYIOMIUX TEOPETUIECKUN MaTeprua
Kypca;

CHUCTEMATHU3AIMIO M KOHKPETU3AINIO OCHOBHBIX TIOHATHIA TUCITUTIIINHBL,

COCTAaBJICHHE MPUMEPHOTO TUTaHa OTBETA HA YK3aMEHAI[MOHHBIC BOITPOCHI.

dopMa TpoOBENECHHUS 3adeTa C OIECHKOW - BBICTYIUICHHE CTYICHTA Tepen
IperoaBaTeyieM ¢ OTBETaMH Ha BOMPOCHL. Pe3ybTaThl 03BYUHMBAIOTCS Cpasy IOCHE
oTBeTa Ha Bompochkl. OleHKa 3HAHUN CTyJ€HTa B IIPOIECCe 3adeTa C OLICHKON
MIPOBOMTCS 1O CJICAYIOIINUM KPUTECPHUSIM.

IIIxaJjia oneHNBaHHUA 3a4Y€Ta C OLEHKOM

Kputepuii oneHuBaHus banbl

CTyeHT 1EMOHCTPUPYET BBICOKME 3HAHUSI OCHOBHBIX NOHATHI U TEPMUHOB 110
M3y4aeMoW JUCIUIUIMHE. 3HaeT y4eOHBIH Marepuan, yMeeT COINOCTaBHTh €ro,
CHENaTh BBIBOJABI, YMEET NPHUBECTH MPUMEPBL, TMOATBEPKAAIOIMINE OCHOBHBIE
TEOPETUYECKUE MOJIOKEHHMSL.

26-30

CryneHT Xopowo 3HaeT y4deOHbI Marepuan, HO JOMYCKAaeT HEKOTOphIe
HETOYHOCTU NpU (POPMYJIUPOBKE MOHITUH, HE BCE TEOPETUYECKHE MOJOKEHUS 20-25
MOJKET MOATBEPIUTh COOTBETCTBYIOIIUM IPUMEPOM.

CryneHT umeeT oOlee MpeCTaBICHUe O METOJOJIOTHH M METOJaX Hay4YHBIX
UCCIICZIOBAHUM,  JAaeT  HETOYHbIE  (OPMYJIHMPOBKH  OCHOBHBIX  IOHSATHH,

10-19
BOCIIPOU3BOAUT MATCpHall, HO HEC MOKCT €Tr0 COIMOCTaBUTb, NPUMCPHI, b0 He
COOTBCTCTBYIOT TCOPUH, §195(0]0) BOO6H_I6 OTCYTCTBYIOT.
OTBeThI AaHbl HC IO CYHICCTBY IIOCTABJICHHBIX BOIIPOCOB, IMOBCPXHOCTHHI, 0-9

PAaCIlUIBIBUATEI, TIPUMCEPBI OTCYTCTBYIOT

Hrorosas mkaja mo AUNCHHUIIJINHE
Htoroas OLICHKa II0 JUCHMIIIIMHEC BBICTABIACTCA IIO HpI/IBGI[CHHOI\/'I HWKC
IIKaJeC. HpI/I BBICTABJICHUU UTOTrOBOU OLICHKH ITPCIIOAaBaTCIICM YUHUTBIBACTCA pa60Ta
MarucCTpanTa B TCUCHHUC BCCTO CpOKa OCBOCHUA AUCLHUILIMHBI, 4 TAKXKC OICHKA II0
HpOMG)KYTO‘IHOﬁ aTTCCTaluu.

KomuyectBo Oamos OneHka 1o TpaJuIMOHHOM IIKaJie
81-100 OtnnaHO

61-80 Xopo1io

41-60 Y IOBIIETBOPUTEIIHHO

0-40 HeynosnerBoputenbHoO
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6. YUEBHO-METOJUYECKOE W PECYPCHOE OBECIHEYEHUE
TV CTUTLIAHBI

6.1 OcHoBHas JMTEpPaTYypa

1. KazakeBuu, T. A. JlokymeHToBeneHue. JlIOKyMEHTALIMOHHBIN CEPBUC : YUEOHUK U
npaktukyM s By3oB / T. A. KazakeBuu, A. W. Tkanua. — 2-¢ u3a., ucmnp. u
non. — MockBa : MzmarensctBo IOpaiit, 2021. — 177 c¢. — (Bsicuiee
obpazoBanue). — ISBN 978-5-534-06273-1. — Tekct : anexkrponubii // 3bC
FOpaiit [caiit]. — URL: https://urait.ru/bcode/471512

6.2 lonosiHUTEILHAS JIUTEPATYPA

1. I'punabepr, A.C. JlokymMeHTalMOHHOE OOecTieUeHUE YIPABICHHUS [DICKTPOHHBIN

pecypc]: yueonuk / A.C. I'punbepr, H.H. 'op6aués, O.A. Myxamermmna. - M. :

IOnuTn-/lana, 2015. - 391 C. — Pexum JOCTyTa:

http://biblioclub.ru/index.php?page=book&id=115031

2. KepumoB, B.D. VYmpaBimeHueckuii yd4eT B TOCYAapCTBEHHBIX KOPIIOpaLUsAX

[DnexTponHsiii pecypc] : Mouorpadus / Kepumor B. 3., Copokuna B. B. — M.:

N3 narenbcko-toproBas kopnopauus «JlamkoB u K°», 2013. — 157 c. — Pexum

noctyna: http://znanium.com/bookread2.php?book=514521

3. KupcanoBa, M.B. Kypc pgenonpousBojacTBa [DJEKTPOHHBIM pecypc]:

JTIOKYMEHTAIIMOHHOE oOecriey. ympabi.: y4ed. mocooue /M.B. Kupcanora, FO.M.

AxkceHoB. - 6 wu3n. - M.:. UH®PA-M, 2014. - 256c. — Pexum pocrymna:

http://znanium.com/bookread2.php?book=460967

4. Poroxun, M.IO. VYmnpasienue nepcoHanoMm [DJIEKTPOHHBIA pecypc]: MpaxT.

nocobme. - M.: Jlupekr-Menma, 2014. - 309 c. — Pexmm pgocryna:

http://biblioclub.ru/index.php?page=book&id=253718

5. Ympasnendeckuit yuer s o6usnec-pemenuit / JIpypu K. - M. IOHUTU-TAHA,

2015. - 655 c. — Pexxum nocryna: http://znanium.com/bookread2.php?book=883763

6. YueT W aHanu3 B YCJIOBUAX IEHHOCTHO-OPUEHTUPOBAHHOIO YIIPABICHUS:

Momnorpadus / O.I'. T'opaeesa, T.}O. Cepedpskona. - M.: HULl UHDOPA-M, 2015. -

136 c. — Pesxxum noctyna: http://znanium.com/bookread2.php?book=485863

7. ysanosa, H. H. Opranuzaiusi 1 T€XHOJOTUS JOKYMEHTAIIMOHHOTO 0OeCIeUeHuUsI

yOpaBieHusl [DIEKTPOHHBIM pecypc|: y4eOHMK M TPaKkTUKyM g BYy30B. — M. :

Opaiir, 2017. — 221 c¢. — Pexum gpoctyma: https://www.biblio-

online.ru/viewer/B621F068-A574-4630-BCD1-0D785C133657#page/1

8. SukoBuu, 111.A. Jlenonpon3BoACTBO B KaAPOBOM CIyk0e [DIeKTpOHHBIA pecypc]:

yaeOoruk. - M.: IOuwmru-/lama, 2015. - 161 c¢. — Pexum gocryna:

http://biblioclub.ru/index.php?page=book&id=119021

6.3. ba3bl JaHHBIX, HHPOPMALIMOHHO-CIIPABOYHbIE H IOMCKOBbIE CHCTEMBbI

1. www.consultant.ru - [IpaBoBas nndopmannonnas cucrema Koncynsrantlltoc
2. www.gks.ru - ®enepanbHas c1y’k0a ToCy1apCTBEHHON CTAaTUCTUKA

3. http://www.garant.ru - [IpaBoBas undopmanronnas cucrema ['apanr;

6.4. Pecypchl nHGOPMAIMOHHO-TEJIEKOMMYHUKAIUOHHOM ceTn «AHTEepHET»
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1. www.kdelo.ru - mnpaktuueckuii xypHan «KampoBoe mpemo» mo pabore c
ePCOHAIOM

2. www.hrm.ru - Bexymuii mopTasi o KapoBOM MEHEI)KMEHTE

3. www.kadrovik.ru — caiit HamonasibHOro coro3a KaJpOBHKOB

4. www.pro-personal.ru — aJeKTpoHHas Bepcus KypHaia «CipaBOYHUK KaJpOBUKA) -
BEYIIEr0 POCCUICKOr0 XKypHajia pyKOBOIUTEINS KaIPOBOM CITyKObI

5. http://rosmintrud.ru - MUHHCTEPCTBO TpyAa U COIMAIBLHOM 3amuThl Poccuiickoii
denepauuun

6. DnekTpoHHO-OMbOIMoTeYHas cuctema Jlans https://e.lanbook.com

7. 000 «2nexkrponHoe u3narenbctBo KOpaiit» https://urait.ru

7.METOAUYECKHE YKA3AHMUS 110 OCBOEHUIO JTUCIIUITJIMHBI

1. Meroanueckue peKOMEHAALMHU MO OpPraHU3ali CaMOCTOSATEIbHON pabdoThl IO
JUCLHUATUINHAM

2. Meronnueckre peKOMEHAAUH 110 TOATOTOBKE K IMTPAKTUYECKUM 3aHATUAM

8. UH®OPMAIIMOHHBIE TEXHOJIOI'MA JIs1 OCYHMECTBJIEHUSA
OBPA3OBATEJIBHOI'O NPOLIECCA 11O JUCHUIIJIMHE

JInneH3M0OHHOE MPOrpaMMHOe obecreyeHune:

Microsoft Windows

Microsoft Office

Kaspersky Endpoint Security

NudopMmanuoHHbIe CIPABOYHbIE CUCTEMbI:
Cucrema 'APAHT
Cucrema «KoncynbrantlLiroc»

[Tpodeccronanbubie 6a3bI JAHHBIX
feosvo.ru  — Tlopram  dDenepadbHBIX — TOCYIAPCTBECHHBIX  00pa30BaTEIBHBIX
CTaHJIAPTOB BBICIIETO 00Pa30BaHUS
pravo.gov.ru - OdunmaabHbIi HHTEPHET-NOPTAJI IPABOBOM MH(MOPMAIIUH
www.edu.ru — denepanbhbiii moptan Poccuiickoe oOpazoBaHue

CBOOOTHO pacHpoCTpaHsieMOe MPOrpaMMHOE oOOecredYeHre, B TOM YHUCIE
OTE€UECTBEHHOT'O MMPOU3BOICTBA

OMC Ilneep (st Bocipon3BeAeHUST DIEKTPOHHBIX YueOHbIX Moyeit)

7-zip

Google Chrome

9. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE
JUCTIIUITIJIMHBbI

MarepuanbHO-TeXHHYECKOE 00ecIedeHne JUCITUIUTMHBI BKIIIOYAET B ceO:

- y4eOHBIE ayAWTOpPUU JUIS TPOBENCHUS Yy4eOHBIX 3aHSATHH, OCHAIICHHBIC
000pyJlOBaHMEM M TEXHUYECKUMHU CpPEICTBAMH OOyuyeHusi: y4yeOHOW Mebenblo,
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JIOCKOM, JEMOHCTPAlIMOHHBIM O00O0PYy/IOBaHUEM, TEPCOHATLHBIMU KOMIIBIOTEPAMH,
IPOEKTOPOM;

- TIOMENICHUS I CaMOCTOSATEIBbHON pabOThl, OCHAIIEHHBIC KOMITBIOTEPHOM
TEXHUKON C BO3MOXXHOCTBIO TIOJKIIIOUYCHHEM K ceTH «MHTepHeT» M oOecredeHneM
JOCTyMa K JEKTPOHHON MH(POPMAIIMOHHO-00pa30BaTEIbHON Ccpe/ie.
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