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1. HJIAHUPYEMBIE PE3YJBTATBI OBYYEHUSA
1.1. Hean u 321244 AW CHUANIUHBI

[[eqIbl0 OCBOEHMSI CTYyJIEHTaMHM JUCUMIUIMHBI «KagpoBoe 1enonpou3BOACTBO M y4ET
NepCOHaNa» SBISETCS IMOJNyuyeHHEe OOYYaroIIMMHUCS OCHOB IO OpPTraHU3aIlMH y4yeTa MepcoHala U
CUCTEMHOM MPEJCTAaBICHUA O KaJpOBOM JOKyMEHTauuH B Poccum Kak HEOThEMJIEMOM YacTH
IpoLecca yIpaBJIeHUs.

3ajjayaMy OCBOEHUS CTYJACHTAMM JUCUUIUIMHBI «KaapoBoe 1em1onporn3BOACTBO U yUET Iep-
COHaJjia» SBJISIOTCA:

- U3y4YEHHE TEOPETUYECKUX U METOJUUYECKIX OCHOB JESITEIbHOCTU KaJIPOBBIX CIIyXk0;

- OCBOGHHUE HABBIKOB cOOpa, 00001IeHNs, CUCTEMaTH3AIMY U aHaIn3a (PaKTHIECKUX JTAaHHBIX
B CHCTEMaXx JesITeIbHOCTU KaJIPOBBIX CIYXkO0;

- cucTeMaruzanus HMHPOPMALMK MO  PEIICHHIO  COLHUAIBHO-TPYAOBBIX  MpolieM
OpraHu3alyu.

1.2. InanupyemMble pe3ybTaThbl 00y4eHHS

B pesynbraTe ocBOEHMS AMCLUILUIMHBI Yy o0ydaromuxcs GOopMHUPYIOTCS CIEAYIOIINE KOMIIe-
TCHIIUU
OIIK 1-CriocobeH npuMeHsSTh 3HaHUs (Ha IPOMEXYTOYHOM YPOBHE) SKOHOMUYECKOH, OpraHu3aly-
OHHOM, YIPABIEHYECKON, COLIMOJIOTUYECKON U ICUXOJIOTHYECKON TEOPUM, POCCUMCKOIO 3aKOHO/1a-
TEJIbCTBA B YAaCTU PAOOTHI C EPCOHAIOM IIPH PELICHUH PO ECCHOHATIBHBIX 3a/1ay;

OIIK 3-CnocobeH pa3pabaTbiBaTh U OCYIIECTBISITH MEPOIIPHUATHS, HAIIPABICHHBIE HA PeaTH3aIUI0
CTpaTerHH YIPABIICHUS TEPCOHAIOM, OOECIeUMBATh HMX JOKYMEHTAI[HOHHOE COMPOBOXKICHUE U
OLICHUBATh OPTaHU3AIMOHHBIE U COIIMANILHBIC TTOCIIEACTBHUS;

OIIK 4-CriocobeH NpuUMEHSTh COBPEMEHHbIE TEXHOJIOTMH M METOJbl ONEPATUBHOTO YIPAaBJICHUS
MIEPCOHAJIOM, BECTH JIOKYMEHTAIIMOHHOE COTIPOBOXKICHHE U YUET;

JIIK 1-CriocoGeH Ha OCHOBE 3HaHHM TPYAOBOIO 3aKOHOJIATEIbCTBA U MHBIX HOPMATHBHBIX IIPaBoO-
BBIX aKTOB, COJIEpKAIlUX HOPMBI TPYAOBOTO MpaBa, HOPM THKH U JEIOBOIO OOIIEHUS, OCYIIECTB-
JSATHh BEACHUE JOKYMEHTAIIMH 10 TIEpCOHANTY, TPUHUMATh y4acThue B aJIMHHUCTPHPOBAHUH TIPOIIEC-
COB M OCYULIECTBJISTh OPraHU3aLHUIO JOKYMEHTO000pOTa MO YIIPaBIEHHUIO IEPCOHATIOM

2. MECTO JUCIHMUILIMHBI B CTPYKTYPE OBPA3OBATEJIBHOM
IHPOI'PAMMBI

JlucuumirHa BXOAUT B 00s13aTeNbHY0 YacTh biioka 1 «/lucuuniaussl (MOLyn)» U sIBISETCS
00s13aTeNTbHON ISl U3YUYECHHUSI.
B3aMMOCBSI3aHa C TAKUMH JUCHUIUIMHAMH KaK: KaJpoBas MOJIMTHKA U KaJpPOBOE IUIAHUPOBAHUE,
KaJIpOBBIM ayUT U KOHTPOJUIMHT IIEPCOHAIIA U Jp.
N3yuenne Kypca HEOOXOIMMO /s JaTbHEHUIIEero YCIEeIHOT0 MPOXO0KICHUs TPOU3BOACTBEHHON
NPaKTHKH (TPOEKTHO-TEXHOJIOTMYECKOI) 1 BBITOJHEHUS BBIMTYCKHOM KBaTU()UKAIIMOHHOW paOOTHI.

3. OFbEM U COAEPKAHUE JUCHUIIJINHbI

3.1. O0beM TUCHUIIINHBI

Ioxa3aTesb o0beMa JUCHMIIIMHBI dopma o0yyeHust
Ounas ‘ Ou4Ho-3204YHAA
O0BeM IUCIHUIIIMHBl B 3aYETHBIX €IUHU- 2
max
O0BeM QUCIUILIMHLI B Yacax 12




KonrakrHas pabora: 42.2 20,2
Jlexun 14 6
[IpakTnueckue 28 14
KoHTakTHBIE Yackl Ha MPOMEKYTOUHYIO 0,2 0,2
aTTECTAIHIO:

3auer 0,2 0,2
CamocrositenbHas paboTa 22 44
KonTponb 7.8 7.8

dopma IpoOMEKYTOUHOM aTTECTallMK — 3a4eT B 6 cemecTpe.

3.2. Cogepxanue TUCUUNIMHBI




ITo ounoit hopme 0OyueHus:

HaumeHoBaHue pa3jiesioB (TeM)
AUCHHUIIMHBI ¢ KPATKHM CO/lepPKaHNeM

KoaunuyecTBO 4acosB

Jleknuu

3aAHATUA

IpakTuyeckun
e

Tema 1. CymHOCT, U NPUHIHUNBI KAAPOBOro y4dera [loHsTue u BUBI
KaJIpOBOTO yueTa, MPUHIIMIBI ero opranu3anuu. Llenu u 3amaun kaapoBoro
ydeta. KagpoBblil yueT Kak 2JIEMEHT CHCTEMBI yueTa B OpraHu3aluy.

SN

Tema 2. 3akoHoaaTe/IbHOE PeryJJMpOBaHie KaJPoOBOro y4yera
COBOKyHHOCTL KaJJpOBbIX JOKYMCHTOB. 3Hauenue KaJApOBbIX JOKYMCHTOB.
Bunber kanpoBbix gokymeHToB. Dopwmbl ydera. Perucrpanus KagpoBbIX
pacmopsiAUTENbHBIX JOKYMEHTOB B 3aBUCUMOCTH OT CPOKOB XPaHEHHS.
TexHOJI0rus y4eTa M XpaHeHUs1 KaIpOBOM TOKYMEHTALNH

Tema 3. JlokymMeHTHpOBaHWe KaaApoBoii AeaTeabHocTH [lopsiiok
oopMIIeHUS, U3MEHEHUS, TPEKPAIICHHUS TPYJIOBBIX OTHOLICHUH (IIpueM Ha
paboty, mepeBoa Ha APYryto paboTy, YBOJIBHEHHE); MOPAIOK O0(HOpPMIICHUS
MNOOUIPEHUH U  HArpakICHWH, HAJIOXKEHUS B3bICKAHUH, OTIIYCKOB,
pe3yabpTaTtoB arrectanuu. OdopmiieHne e KaapoBOH CIyXKOBbI.

Tema 4. Opranuzanus padoTbl ¢ KaaApoBbIMU A0KyMeHTamu [IpaBuna
co3naHus 1 0ohopMIICHHUS KaJpOBBIX JTOKYMEHTOB. [/IBI)KEHUE TOKYMEHTOB B
OpraHu3aluu. JlokyMeHTO000pOT: OCHOBHBIE MIOHATHUS u
pEerIaMEHTHPYIOIIMEe HOpPMATUBHbIE aKThl. [lOpsSAoK W NPUHIMUIIBI
opraHu3aiuu kaapoBoro yudera. CucreMmaruszanusi JOKYMEHTOB U UX Y4YerT.
Kanposas cratucruka.

Tema 5. CucremaTn3anus ¥ XpaHeHHe JOKYMEHTOB KaPOBOii C1yKObI
OpFaHI/ISaIII/Iﬂ APXWBHOTI'O XpaHCHUA KaJApOBBIX JOKYMCHTOB. OcHOBHBIE
OpaBUiIa CO3JAHMS, LEeNd, 3aJaud U (YHKIMHM apXUBOB OpraHMU3allUU.
HGHHOCTI) JOKYMCHTOB OpraHu3alu: OSKCICPTHU3a W CPOKH XPaHCHHA.
[Topsimok coctaBnenus u odopmienue onuceit aen. [loaroroBka KaJapoBbIX
JIOKYMEHTOB K apXMBHOMY XpaHEHHIO, JOpMUPOBaHUE JIE]I.

Tema 6. ABTOMaTH3anUs KAAPOBOI0 Y4eTa B OPraHU3alUHA

3apyOexnble aBTromatusupoBanHele HR — cucrembr: SAP HR Management
System, Oracle HR Analyzer, Scala HR, Axapta HR Management u apyrue.
Poccuiickue HR- CHUCTEMBIL: HaKeT «bOCC-kaapoBuK»,
aBTOMATH3UPOBAHHOE paboyee MECTO «YTIpaBJIeHUE TIEPCOHATIOMY CUCTEMBbI
«Pnarman», MOIYyJb «YIpaBieHUuEe nepcoHaioMm» CHCTEMBI 3JIEKTPOHHOTO
nokymenToobopora N.System, 1C 3apniata v Kaapsl ¥ Ipyrue

Hroro

14

28




[To ouno-3a04HOM (hopme OOyUeHHUS:

HaumeHoBaHue pa3jiesioB (TeM)
AUCHHUIIMHBI ¢ KPATKHM CO/lepPKaHNeM

KoaunuyecTBO 4acosB

Tema 1. CymHOCT, U NPUHIHUNBI KAAPOBOro y4dera [loHsTue u BUIBI
KaJIpOBOTO yueTa, MPUHIIMIBI ero opranu3anuu. Llenu u 3amaun kaapoBoro
ydeta. KagpoBblil yueT Kak 2JIEMEHT CHCTEMBI yueTa B OpraHu3aluy.

Tema 2. 3akoHoaaTe/IbHOE PeryJJMpOBaHie KaJPoOBOro y4yera
COBOKyHHOCTL KaJJpOBbIX JOKYMCHTOB. 3HayeHue KaJApOBLIX JOKYMCHTOB.
Bunber kanpoBbix gokymeHToB. Dopwmbl ydera. Perucrpanus KagpoBbIX
pacmopsiAUTENbHBIX JOKYMEHTOB B 3aBUCUMOCTH OT CPOKOB XPaHEHHS.
TexHOJI0rus y4eTa M XpaHeHUs1 KaIpOBOM TOKYMEHTALNH

Tema 3. JlokymMeHTHpOBaHWe KaaApoBoii AeaTeabHocTH [lopsiiok
oopMIIeHUS, U3MEHEHUS, PEKPAIICHUs TPYJAOBBIX OTHOLICHHH (IIpueM Ha
paboty, mepeBoa Ha APYryto paboTy, YBOJIBHEHHE); MOPAIOK O0(HOpPMIICHUS
MNOOUIPEHUH U  HArpakICHWH, HAJIOXKEHUS B3bICKAHUH, OTIIYCKOB,
pe3yabpTaTtoB arrectanuu. OdopmiieHne e KaapoBOH CIyXKOBbI.

Tema 4. Opranuzanus padoTbl ¢ KaApoBbIMU AOKyMeHTamu [IpaBuna
co3naHus 1 0ohopMIICHHUS KaJpOBBIX JTOKYMEHTOB. [/IBI)KEHUE TOKYMEHTOB B
OpraHu3aluu. JlokyMeHTO000pOT: OCHOBHBIE MIOHATHUS u
pEerIaMEHTHPYIOIIMEe HOpPMATUBHbIE aKThl. [lOpsSAoK W NPUHIMUIIBI
opraHu3ainuu KaapoBoro yuera. CucreMaruszanusi JOKYMEHTOB M UX Y4YeT.
Kanposas cratucruka.

Tema 5. CucremaTn3anus ¥ XpaHeHHe JOKYMEHTOB KaPOBOii C1yKObI
OpFaHI/ISaIII/Iﬂ APXWBHOTI'O XpaHCHUA KaJApOBBIX JOKYMCHTOB. OcHOBHBIE
OpaBUiIa CO3JAHMS, LEeNd, 3aJaud U (YHKIMHM apXUBOB OpraHMU3allUU.
HGHHOCTI) JOKYMCHTOB OpraHu3alyn: OSKCIICPTH3a W CPOKH XPaHCHMUA.
[Topsimok coctaBnenus u odopmienue onuceit aen. [loaroroBka KaJapoBbIX
JIOKYMEHTOB K apXMBHOMY XpaHEHHIO, JOpMUPOBaHUE JIE]I.

Tema 6. ABTOMaTH3anUs KAAPOBOI0 Y4eTa B OPraHU3alUHA

3apybexnbie aBTromarn3upoBanabie HR — cucremer: SAP HR Management
System, Oracle HR Analyzer, Scala HR, Axapta HR Management u apyrue.
Poccuiickue HR- CHUCTEMBIL: HaKeT «bOCC-kaapoBuK»,
aBTOMATH3UPOBAHHOE paboyee MECTO «YTIpaBJIeHUE TIEPCOHATIOMY CUCTEMBbI
«Pnarman», MOIYJb «YTpaBieHUue nepcoHaioMm» CHCTEMBI 3JIEKTPOHHOTO
nokymenToobopora N.System, 1C 3apmiaTa U Kaapsl ¥ Ipyrue

Hroro
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4. Y4EBHO-METOJMUYECKOE OBECIIEYEHUE CAMOCTOSTEJIBHOM

PABOTbBI OBYYAIOIIIUXCA
ITo ounoit hopme 0OyueHus:
HN3yyaembie Kounue- ®opmbl ca- | Meroauue- DopMbI
TeMmsbl 1714 ca- BOIIPOCHI CTBO Ya- | MOCTOfITEJb- | CKHe 00ec- | OTYETHOCTH
MOCTOSITEIb- COB HOIl padoTHI neYeHus
HOI'0 U3y4e-
HUS
1 2 3 4 3) 6
Tema 1. Cymi- |[lonsitue u BUzbI 7 [ToaroroBka k |[Iporpamma |Ompoc
HOCTBb M IIPUH- |KaJPOBOIO yyeTa, MPaKTUYECKUM |Kypca, yueO- |Tect
MBI KAAPOBO- |IPUHIUIIBI ET0 Opra- 3aHATUAM, U3Yy- |Has auTepa- |[oxman
ro yuera Huzanuu. Kagposbiii YyeHue Jutepa- |Typa o auc- |[Ipesenranus
y4EeT KaK 3JIEMEHT Typbl, IOATO-  |LUIUIMHE
CUCTEMBI yyeTa B TOBKa K TECTY,
OpraHu3alMH. MOJITOTOBKA
JIOKJIazaa, mpe-
3€HTaluu
Tema 2. 3ako- |Dopwmsl yuera. Peru- 7 [ToaroroBka k |[Iporpamma |Omnpoc
HOAATEJbHOE  |CTpalus KaJIpOBbIX MPAaKTUYECKUM |Kypca, yueO- |Tect
peryJiupoBaHue | pacropsIuTeIbHbBIX 3aHATUAM, U3y- |Has auTepa- |[oxman
Ka/JpOBOro y4e- | JOKyMEHTOB B 3aBU- YyeHue JuTepa- |Typa no auc- |[Ipesenranus
Ta CHUMOCTH OT CPOKOB Typbl, IOATO-  |LUIUIMHE
xpaHeHnus. TexHoio- TOBKA K TECTY,
TSl y4eTa U XpaHe- MOJITOTOBKA
HUS KaJpOBOH JIOKY- JI0KJIaja, mpe-
MEHTaIuU 3€HTalluu
Tema 3. loky- |Ilopsnok odopmie- 8 ITonroroBka k |IIporpamma |Omnpoc
MEHTHPOBAaHMe |HUsI, IPEKPALLECHUS IIPaKTUYECKUM |Kypca, yueO- |Tect
Ka/POBOii 1es1- |TPYJOBBIX OTHOILIE- 3aHATUAM, U3y- |Has autepa- |[oxman
TeJIbHOCTH Hul (mpuem Ha pa- YyeHue JuTepa- |Typa no auc- |IIpesenranus
00Ty, mepeBo]] Ha Typbl, IOATO-  |LUIUIMHE
IpyTryio padorTy, TOBKa K TECTY,
YBOJIBHEHUE); MTOPSI- MOArOTOBKA
JIOK HaJIO’KEHUS JIOKJIaza, mpe-
B3BICKaHMM, OTITyC- 3€HTaluu
KOB, PE3YyJIbTaTOB
aTTeCTallUU.
HUroro: 22
ITo ouHO-3a0uHOM (popMe 0OyUeHUs:
HN3yyaembie Koimnue- ®opmbl ca- | Meroauue- ®opmbI
TeMsbl 1714 ca- BOIIPOCHI CTBO Ya- | MOCTOSITEJb- | CKHe 00ec- | OTYETHOCTH
MOCTOSITEJIb- COB HOI padoTHI neyeHus
HOI'0 M3y4Ye-




HUS
1 2 3 4 3) 6
Tema 1. Cym- |Ilonsitue u BUbI 14 [ToaroroBka k  |IIporpamma |Omnpoc
HOCTb W PUH- |KaJpOBOIO y4eTa, NpakTUYEeCKUM |Kypca, yueo- |Tect
MBI KaAPOBO- | [IPUHLUIIBI €T0 Opra- 3aHATUAM, U3Y- |Has autepa- |Jloknan
ro y4yera Husanuu. Kagpossiii YeHHue JIuTepa- |Typa 1o auc- |[Ipesenranus
Y4eT KaK 3JIEMEHT Typbl, HOATO-  |LUIUIMHE
CUCTEMBI yUeTa B TOBKA K TECTY,
OpraHU3alMH. IIOJITOTOBKA
JIOKJIazaa, mpe-
3eHTaluu
Tema 2. 3ako- |Dopwmsbl yuera. Peru- 14 [ToaroToBka k |I[Iporpamma |Omnpoc
HOJATEJIbHOE | CTpalus KaJApOBBIX NpakTUYeCKUM |Kypca, yueo- |Tect
peryJiMpoBaHMe | paciopsIUTEIbHbIX 3aHATUAM, U3Y- |Has autepa- |Jloknan
Ka/IpOBOro y4e- | JOKyMEHTOB B 3aBU- YyeHue JuTepa- |Typa no auc- |IIpesenranus
Ta CUMOCTH OT CPOKOB Typbl, HOArO-  |LUIUIMHE
xpaneHnus. TexHoo- TOBKa K TECTY,
rUsl ydera u XpaHe- MOATOTOBKA
HHUS KaJIpOBOM JTOKY- JIOKJIaja, Tpe-
MEHTalUH 3eHTALMU
Tema 3. oky- |Ilopsinox opopmite- 16 [TonroroBka k |IIporpamma |Omnpoc
MEHTHPOBAHME |HUS, IPEKPALICHUS MPaKTUYECKUM |Kypca, yueO- |Tect
Ka/IPOBOii 1es1- |TPYJOBBIX OTHOIIIE- 3aHATUAM, U3y- |Has auTepa- |[oxman
TeJbHOCTH HU# (mpuem Ha pa- YeHHe JIUTepa- |Typa no auc- |IIpesenranus
00Ty, IepeBoj Ha Typbl, IOATO-  |LUIUINHE
Apyryio padory, TOBKA K TECTY,
YBOJIbHEHUE); TOPS- MOJITOTOBKA
JIOK HAJIOKEHUS JI0KJIaja, mpe-
B3BICKaHMM, OTITyC- 3eHTaluu
KOB, PE3YyJIbTaTOB
aTTecTalluu.
Hroro: 44

5. ®OHJ] OIIEHOYHBIX CPEJCTB JIJIsI TPOBEJAEHUSA TEKYIIEA U MTPOMEXY-

TOYHOM ATTECTAIIAU MO JAUCHUILINHE

5.1. IlepeyeHb KOMIeTeHIHI ¢ YKa3aHMeM 3TAnoB UX (GOpMHUPOBAHUS B Mpolecce 0CBOCHHUS

o0pa3oBaTe/IbHON NPOTrPAMMBI

KO}I H HAUMCHOBAHHUEC KOMIICTCHIINHU ‘

Jrtansl GopMHUPOBAHHUS

1

2

OIIK 1-CriocobeH npuMeHsATh 3HaHUs (Ha IPOMEKY-
TOYHOM YPOBHE) HSKOHOMHYECKOH, OpTraHH3allOH-
HOW, YIIPABJICHUYECKOM, COLUMOJIOTHUYECKON U TICUXO-
JIOTUYECKOW TEOpHUid, POCCHUUCKOTIO 3aKOHOJATEIb-
CTBa B 4acTH pabOTHl C MEPCOHAJIOM NIpPU PEUIICHUU
po¢eCCHOHANIBHBIX 33714,

1. PaGota Ha yueOHBIX 3aHATHIX
2. CamocTosiTenbpHas padboTa

9




OIIK 3-Cnocoben pa3pabarbiBaTh M OCYIIECTBISTH
MEpOTIPUSTHSI, HAPABJICHHBIC HAa PEaM3aIhi0 CTpa-
TETHH YIPABIICHUS TEPCOHAIOM, O0eCleYnBaTh HX
JOKYMEHTAITMOHHOE COIPOBOKIACHUE M OIICHUBAThH
OpraHU3aIMOHHBIC U COLMATBHBIC TIOCTICICTBHUS,

1. PaGota Ha yueOHBIX 3aHATHIX
2. CamocrosTenbHas padota

OIIK 4-CnocobGeH mpuMEHSATh COBPEMEHHBIE TEXHO-
JIOTUM U METObl ONEPATUBHOTO YMPABIICHUS MEPCO-
HAJIOM, BECTH JOKYMEHTAI[MOHHOE COMPOBOXKICHUE
U y4ET;

1. PaGoTa Ha y4eOHBIX 3aHATHSIX
2. CamocTosiTenbHast paboTa

JIIK 1-CrocobeH Ha OCHOBE 3HAHHU TPYAOBOTO
3aKOHO/IATENIbCTBA M HHBIX HOPMATHBHBIX MPaBO-
BBIX aKTOB, COJEPKAILUX HOPMBI TPYJOBOTO IMpaBa,
HOPM DTHKHU U JICJIOBOTO OOIICHUS, OCYIIECTBIISITH
BeJICHHE JOKYMEHTAIUH IO MepPCoHaNy, IPUHUMATh
y4acThe B aJIMUHUCTPUPOBAHUU TPOLIECCOB U OCY-
[IECTBIISATh OPTaHU3AIMIO JOKYMEHTOOOOpOTa IO
YIPaBJICHUIO TEPCOHATIOM

1. PaGoTa Ha yueOHBIX 3aHATHSIX
2. CamocTosTenbHas paboTa

5.2. Onucanue noka3arejeil 1 KpUTEPHEB OIEHMBAHNS KOMIETEHIIUI HA Pa3IMYHBIX 3Tanax
UX (p)OPMUPOBAHUS, ONIMCAHUE IKAJ OLlEHUBAHHUS

Oue-
YpoBeHb
HUBae- Oran Kpurepun
chopmu- Onucanue [Mkana
MbIE dhopmupoBa- . OLICHUBA-
POBaHHO- MoKa3aTene OILICHUBAHUS
KOMIIE- HUS HUS
CTH
TEHIINU
1 2 3 4 5 6
OIIK-1 | IToporo- 1. PabGora Ha | 3HaTb: crocoOb!  a”anu3za | Ompoc,
BBIi y4€OHBIX 3aHA- | COUAIBHO-DKOHOMUYECKHX Hoxman
THUSIX npobieM W TPOIEecCoB B | 3a4eT
2. Camocros- OpraHu3aIuy,
TenbHas pado- | YMeTh:  MAEHTU(DHMIUPOBATH 41-
Ta JaHHbIe, WHGOPMAIMIO W 3Ha- 60 GayoB
HUS B OpraHu3aIuy;
Brnamers: HaBBIKAMH HCIOIb-
30BaHMsI UMEIOIUXCA TEXHO-
JIOTUH KaJAPOBOH pabOTHI
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1 2 3 4 &) 6
[IponBu- 1. Pabora Ha | 3HaTh: MeToabl ympasieHus | Onpoc
HYTBIH y4eOHBIX 3aHs- | IEPCOHAIIOM, Hoxnan
THSIX YMerTs: onpexnenTs | Tect
2. Camocros- | mapameTpbl kauectBa | [Ipesen-
TelabHas pabo- | yIPaBICHUYECKUX pEIICHUNH | | Tarus
Ta OCYIIIECTBJICHUS 3auer
AIMAHHUCTPATHUBHBIX 61-
MPOIIECCOB, BBISIBIISTD 100 Gamnnos
OTKJIOHEHHUSI W TMPUHHUMATH
KOPPEKTUPYIOIINE MEPHI;
Brnaners: crnocoOHOCTBIO OMpe-
neniath 3(PQPEKTUBHOCTh Kapo-
BOTO JICJIOTPOU3BOJICTBA B Op-
raHu3aluu
OIIK-3 | IToporo- 1. Pabora na | 3HaTh: OCHOBBI  KajpoBoii | Ompoc,
BBIi y4eOHBIX 3aHs- | pabOTHI; Joknan
TUAX YMeTh: IPUMEHSATh METO/IbI 3auer
2. CamocTosi- | OLIEHKH [IepCOHaNa B pa3iny-
TEJIbHAsI pa6o— HBIX CUTyalusIX, 41-
Ta Bnanets: HaBpIKaMu TpUMEHE- 60 6aJIoB
HUS TEXHOJIOTHI U METOJIOB
KaJpOBOW pabOTHI
IIponsu- 1. PabGora Ha | 3HaTh: OCHOBBI HOpMaTHBHBIX | Ompoc
HYTBIN y4eOHBIX 3aHs- | MOJXOJ0B K pa3paboTKe u Hoxnan
THUSAX BHEJPEHUIO KaJPOBOU JJOKY- Tect
2. CamocTos- | MEHTAIHH, [Ipesen-
TenbHas pabo- | YMeTh: OpraHu30BaTh apXuB- | Talus
Ta HOE XpaHEHHE KaIpOBBIX J0- 3auer 61-
KYMEHTOB; 100 Gannos
Bnagers: HaBblKaMu cucTema-
TU3AIUH U XPaHEHUs JI0KY-
MEHTOB Ka/IpOBOM CITyKObI
OIIK-4 | IToporo- 1. Pabora Ha | 3Harth: ¢opmbl  KagpoBoro | Ompoc,
BBIN y4eOHBIX 3aHA- | yyera. Hoxnan
TUAX YmeTs: perucTpupoBarh | 3auer
2. CaMoCTOs- | KaJIpOBBIE PACTIOPSAAUTEILHBIE 41-
TenbHas pado- JOKYMEHTbI B 3aBUCUMOCTH OT 60 6
aJlJIoB
Ta CPOKOB XpaHEHHUS.
Bnaners: HaBBIKaMH
aBTOMAaTH3ALUA KaJpoBOro
ydeTa B OpraHu3aluu
[IponBu- 1. Pabora Ha | 3HaTh: 3aKOHOJATEIBHOE pe- Omnpoc
HYTBIN y4eOHBIX 3aHs- | TYJIMpOBaHUE KaapoBoro yuera | Jlokmazg 61-
TUAX YMetb: coctaBiiTh U opopm- | Tect
100 6amnoB
2. CamocCTOs- | 1ITh ONUCH JIET. IIpesen-
TesnbHas pabo- | Bragers: HaBbIKaMu 0 opM- Tanus
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TCXHUYCCKOTO KOHTPOJIA HaA
JAOKYMCHTAaMH Ha BCCX JTallax
X JKU3HCHHOT'O ITHUKIJIA,

2 3 4 3 6
Ta JICHUS 1€ KaJAPOBOM ciykObl. | 3auer
JIIK-1 | IToporo- 1. Pabora Ha | 3HaTh: npuHimisl | Omnpoc,
BBII y4eOHBIX 3aHs- | OpraHu3aluu kaapooro | JJokmazg
TUAX ydera 3auer
2. Camocrtosi- | YMeTb: ONTUMHU3HPOBATH MPO-
TelabHas pabo- | HeAypbl KagpoBOTO JEJIOIMpPO-
Ta M3BOJACTBA BO  M30ekKaHUE 41-
Ei(})(};lh{;j( CUTyaluui c pabot- 60 GaLIoB
Brnagerts: COBPEMEHHBIMH
HaBBIKAMHU COCTAaBJICHUS Ka/l-
POBBIX JIOKyMEHTOB C HCIIOJb-
30BaHUEM KOMITBFOTEPHBIX
TEXHOJIOTHI
[Iponsu- 1. Pabora Ha | 3HaTh: mopsaok opopmieaus | Ompoc
HYTHII y4eOHBIX 3aHs- | OOMIPEHUI U HarpaXXACHUIA, Hoxman
THIX HaJ0XCHUS B3BICKAHHH, OT- Tect
2. Camocrosi- | mycKOB, pe3yipTaToB artecta- | [Ipesen-
TenbHasg pabo- | HH. Tanus
Ta YmMmeTh: paspabareiBaTh Ipo- | 3auer
rpaMMbl  JJIS  TPOXOKICHHS
UCIBITAaHUSA TpH TNpuémMe Ha
pabory. 61-
Bnaners: HaBbIKaMH MPaBOBO- 100 6annoB
ro, aIMUHUCTPATUBHOTO,
Hay4yHOTO, (UHAHCOBOTO U

5.3. TunoBbie KOHTPOJIbHBbIE 32JaHUA WJIH UHbIE MATEPHUAJIbI, HE00X0AUMBbIE [IJIsl OLlEHKH 3Ha-

HHMH, YMEHHNIi, HABLIKOB U (MJIM) ONBITA JeSITeIbHOCTH, XapaKTePHU3YIOIIMX 3Tanbl Gop-
MHPOBaHHMS KOMIIETEHIUI B IIpoLecce 0CBOEHHUS 00pa30BaTe/bHOI NPOrpaMMbl
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IIpumepsbl TeCTOBBIX 32JJaHUI MO UCIUTIJINHE

1. JIoKyMEeHTOM, B KOTOPOM H3JIO)KEHBI MPHUHIMIBI, 33Ja4d M MOJHOMOYUs (enepanbHON
MHCHEKLUYU TPYAa, BISETCS:

a) Konekc Poccuiickoit deneparuu 06 aIMUHUCTPATUBHBIX MPABOHAPYIICHHSIX;

0) TpynoBoit konekc Poccuiickoit deneparumy;

B) I'paxxnanckuii kogekc Poccuiickoit denepanuu.

2. Opranel ['UUT npoBoasT cieayrouue BUAbI IPOBEPOK:

a) CMEIIaHHYO;

0) KOMIUICKCHYIO;

B) TEMaTUYECKYIO;

r) IIJIAaHOBYIO;

) IEJIEBYIO.

3. Wucniekrop ['MT MoxeT /He MOXET U3BATh TPYAOBbIE KHIKKA B pPaMKax HpPOBEICHUS
MEPOIPHUITHIA 110 KOHTPOJIIO:

a) J1a, MOJKET;

0) HET, HE MOJKET.

4, Paznuuarot cnenyromue Buabl ayuTa KaJpoBoi JOKYMEHTALUH:

a) CMEIIaHHBIH;

0) 0030pHBI;

B) 0O0IIIH;

r) LIEJIEBOM.

5. KanpoBblil ayauT NpOBOAUTCS € LENbIO:

a) YHOPSAAOYUTH KaJPOBYIO TOKYMEHTALIUIO;

0) 00y4uTh paOOTHUKOB KaJIPOBOM CITYKOBI;

B) IIOATOTOBUTHCS K NpoBepke opranamu ['UT.

6. AyIuT KaJIpOBBIX IOKYyMEHTOB 0053aTEJIbHO HY>KHO/HE HYKHO MPOBOJUTH B OPraHU3aIMU:
a) J1a, HYKHO;

0) HET, HE HY>KHO.

7. [Tposepke opranamu ['MIT 00s13aTeNIbHO TOJIKHBI ITOIBEPIaThCs:

a) rOCy/apCTBEHHBIE YUPEIKICHUS;

0) KOMMEpUYECKHe KOMIIaHUH;

B) BCE OpraHM3anuu 1000 GopMbl COOCTBEHHOCTH.

8. JloKkyMeHTOM, B KOTOPOM YyKa3aH MOpPSJA0K 00KajJOBaHUS JIEHCTBUN TOCYNapCTBEHHBIX
MHCIIEKTOPOB TPYyJa, SIBISAETCS:

a) TpynoBoii kogekc Poccuiickoit @enepanuu;

0) Koneke Poccuiickoii @enepanun 06 aAMUHUCTPATUBHBIX IPAaBOHAPYLICHUSAX;

B) I'paxxnanckumii konekc Poccuiickoit @enepannm.

9. [TpaBuiibHass MOCIIENOBATENBHOCTh JTAllOB apXWBHOI'O XPAaHEHUS B  OpraHU3alMH
JOKYMEHTOB I10 KaJpaM TaKoBa:

a) y4eT JOKYMEHTOB, COCTOSIIIIMX HA XPAaHEHUU;

0) HCIIOJIb30BaHUE IOKYMEHTOB B ITPOLIECCE XPAHEHNUS;

B) IIPUEM U Pa3MEILEHNE JOKYMEHTOB B apXUBE;

r) KOMIUIEKTOBAHHUE apXMBa HOBBIMU JOKYMEHTaMHU.

10. I'maBHBIM HOpPMATHBHBIM IIPaBOBBIM aKTOM, pETYJIHPYIOIIUM OTHOIIEHUs B cdepe
OpraHM3ally XPaHEHUS apXUBHBIX JOKYMEHTOB, SBJISETCS:

a) ®enepanbHblil 3ak0H «O0 apxuBHOM fene B Poccuiickoit @eneparum;

0) Tpynosoit koaexc Poccutickoit denepanumy;

B) Konekc Poccuiickoii @eneparuy 06 aAMUHUCTPATUBHBIX IPABOHAPYICHHUSAX.
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IIpuMepHbIe BONPOCHI ISt OIIPOCa

KakoBbI mpaBuiia co3aanus, HeH, 3aa4i U (GyHKIIMH apXHBa OpraHu3aluu?

Kakue ycraHOBIIEHbBI CPOKM XpaHEHHUs KaAPOBBIX JOKYMEHTOB?

Urto 03HayvaeT 3KCHepTr3a HEHHOCTU JOKYMEHTOB?

KakoB nopsi10k npoBeeHHsI 3KCIEPTU3bl HEHHOCTH JOKYMEHTOB?

Kak opopmitsitoTcst pe3yabTaThl SKCIIEPTU3bI IEHHOCTH TOKYMEHTOB?

Kakoii neficTByeT nopsoK MOJArOTOBKH JOKYMEHTOB K ApXUBHOMY XPAHEHHIO?

Kakue cymiectByroT TpeGoBanus K (POPMUPOBAHUIO JET?

KakuMm nomkeH ObITh TOPSIOK PacIONOXEHUs TOKYMEHTOB B jese?

KakoBbl OCHOBHBIE TpeOOBaHHS K OOPMIICHHIO JIEJT AJISl C/IA4YX B apXHB?

0. Yro Takoe yacTU4HOE U MOJIHOE OopMIIeHUE J1e1?

11. KakoB nops10k nepeaadn JOKYMEHTOB B apXUB OpraHu3auuu’?

12.  Kaxumu nmpaBuiamMu pyKOBOJCTBYIOTCS IPH BblAaye JOKYMEHTOB U3 apXxuBa?

13. Jlnsa 9ero npoBOIUTCS MPOBEPKA HAIMYHS U COCTOSHUS IOKYMEHTOB B apXHBE OPTaHU3AIIH?
14. Kakas ycTaHOBJIEHa OTBETCTBEHHOCTh 3a HapyIIEHUE 3aKOHOIaTENILCTBA 00 apXUBHOM Jiene?
15. Kakumu HOpMaTHBHBIMH JOKYMEHTaMH PETJIaMEHTHUPYETCS IeATeNIbHOCTh TOCYJapCTBEHHOM
MHCIIEKIIUU Tpyia?

BOoo~NoOOR~WNDE

Tembl 1J151 TOKJIA0B (MPe3eHTANNH).

1. PernameHTtauus 1en0npou3BOJCTBA KaJApOBOU CIIyObl B 3aKOHOIaTENIbHBIX akTax Poccuu.

2. OG30p poccuiickux MHTepHeT-pecypcoB B cdepe aBTOMAaTHU3aLUU JESATEIbHOCTH KaIpOBOM
CITYKOBI.

3. CtpykTypa v pyHKUIMU KaapoBOil ciy>KO0bI (Ha MpuMepe KOHKPETHONH OpraHU3aIlHH).

4.  CoBpeMmeHHbIE  IpOoOJIEeMbl ~ HOPMATHBHOM  pEerJIaMEHTAlMd  aBTOMAaTHU3UPOBAHHOIO
JIeTI0NIPOU3BO/ICTBA.

5. Opranuzanys aBTOMaTU3UPOBAHHOTO JTIOKYMEHTOOOOpOTa KaJpoBOM CiIyKObl yupexnaeHus (Ha
KOHKPETHOM IPHUMEpPE) U OCHOBHBIE HAIIPABIICHUS €r0 COBEPIICHCTBOBAHHUS.

6. AHanmM3 TOKyMEHTO000pOTa C HCIOIF30BAaHHEM aBTOMATH3HPOBAHHBIX CHCTEM

7. ABTOMaTH3alMs PETUCTPALUU TOKYMEHTOB.

8. ABTOMaTH3MpPOBAHHBIE CUCTEMBI KOHTPOJIS 32 HCIIOJTHEHUEM JIOKYMEHTOB.

9. Opranu3zanusi aBTOMaTU3MPOBAHHON PabOTHI C KaIPOBBIMU JOKYMEHTAaMHU

10. Metoauka BbIOOpa MPOrpaMMHOTO 00ECTICYESHUS IS KJPOBOM CITyKOBI

11. ITpob6aembl 3KCTIEpPTU3bl ABTOMATU3UPOBAHHBIX CUCTEM KaJPOBON CITY>KOBI.

12. KnaccupukanyoHHBIE CHPAaBOYHUKKA B KaJpOBOM JICJOTPOM3BOJCTBE: NPOOIEMBI UX
aBTOMaTH3aluU

13. OmbIT Opranu3anuy aBTOMAaTU3HPOBAHHON PAOOTHI ¢ KaIPOBBIMHU JIOKYMEHTAMH 3a pyOexom

14. HoBble nH(pOopMaIMOHHBIE TEXHOJIOIUN 00paOOTKH KaJIPOBbIX JOKYMEHTOB

Bomnpocsl k 3auery
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VYuer Haiima niepcoHana

VYuer TpyAOBBIX B3aMMOOTHOILLIEHUHN U YCIOBUH TPY/Ia.

CojeprkaHuie 1 OCHOBHBIE 3JIEMEHTHI YUeTa pa3BUTHs MIEpCcoHaa.
CyILIHOCTB U COAEPKAHUE yUeTa MOTUBAIIUU U CTUMYJIMPOBAHUS [IEPCOHATIA.
@opMBI OTUETHOCTH B yU€Te IIEPCOHANIA

HcTounuku nHGOPMAILIMU ¥ OPraHU3alUs aHAIH3A.

3amyTa nepcoHaNbHBIX JaHHBIX paOOTHHKA.

Cucrema KaJgpoBOH JOKYMEHTAIMH.

WCooNoGkwWNE

. O0muii coctaB u BUABI KaJIPOBOM TOKyMEHTALIUH.

10 Opranu3zanvoHHbIe JOKYMEHTBI, 0COOCHHOCTH U TIOPSAIOK X 0POpMIICHUS.
11.PacniopsaurenbHble JOKYMEHTBI KaIPOBOM CITyKObL.
12.inpopmanmoHHO-CrIpaBOYHbIE JOKYMEHTHI, 0COOEHHOCTH M HOPSAI0K X 0QOPMIICHUS.
13.Tpynopas kHUKKa: BefieHHe, XPAHEHHE, BbIIA4a IPU YBOJIbHEHHH.

14 .Tlpouecc mOKyMEHTHPOBaHMS ydYeTa M OTYETHOCTH II0 KaapaM: cragusi (OpMHUPOBAHHS
YUETHBIX MAacCHUBOB, CTajusi OOHOBJICHHUS, BHECEHHMs W3MEHEHMH M JOINOJHEHUH, cTaaus
COCTaBJICHHS OTYETHOCTH, BBIJJa4X CIIPAaBOYHON HH(OpMAIIH.

15.KoHTpons 10CTOBEPHOCTH IEPCOHANBHBIX JOKYMEHTOB.

16.Texnonornueckas 1emnoyka npuemMa rpaxad Ha paboTy.

17.Texnonornueckas 1emnovka JOKyMEHTHPOBAHHUS TIEPEBO/IA pAOOTHUKA Ha IPYTYIO paboTy.
18. JoxymenTupoBanue NpoleLyphl OOIIPEHHs pabOTHHUKA.

19. loxymenTupoBanue mpoueaypsl MPUMEHEHHS JIUCUUILIMHAPHOTO — B3BICKAHHMS  PH
COBEpLIECHUH PAOOTHUK.

20.JoxyMeHTHPOBaHUE NPOLELYPHI TIPEIOCTABIECHUS PA3THYHOrO BU/IA OTITYCKOB.
21.JloxyMeHTHpOBaHHUE MPOLELYPHI HANPABIEHUs pabOTHUKA B KOMaHIMPOBKY.

22.TexHonornueckas LeNodyka JOKYMEHTHPOBAHHUs MPOLEAYPhl YBOILHEHHS 110 MHUIMATHBE
paboTHUKA.

23.TexHonornueckasi 1enoyka IOKyMEHTHPOBAHUS IPOLENYPhl YBOJIBHEHHS MO UHUIMATHBE
paboTomaTes.

24.HOp$II[OK Oq)OpMJ'ICHI/ISI KaZApOBBIX HACH COINTAaCHO HOMCHKIIATYpE€ HACJ, HX TCEKYHICC U
APXHUBHOC XpaHCHUC.

25.0¢opmnenue e IS Iepefaul B apXUB OPraHU3aIUHU

5.4. MeToanyeckue MaTepuaibl, onpeaesiioine nNpoueIypbl oOleHUBAHUS 3HAHMI, YMEHHI,

HABBIKOB M (MJIM) ONBITA [JEATEJBbHOCTH, XapaKTepU3yKWIUUX J3Tanbl (POPMHPOBAHUA
KOMIIeTeHI M

OcHOBHBIMU (hOpMaMU TEKYIIETO KOHTPOJS SBISIOTCS. OMPOC, JOKIAM, Mpe3eHTaIus, TeCT,

3a4CT.

CooTHomenue Buaa padoT ¥ KOJIM4ecTBa 0aJUI0B B paMKax NpPoLeAypPbl OLleHUBAHHUS

Buja paGoTsl KOJHYECTBO 0AJIJIOB
Onpoc 10 10 6ayoB
ITocemaemocTs 1o 10 6amnos
[Ipe3enTanms 10 15 6anos
Tect 1o 15 6amnos
Jloxman 1o 20 oamwoB
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| 3auer | 10 30 6asioB

5.4.1.Hanucanue mecma ouenuBaetcs no mkane ot 0 no 15 6amnos. OcBoeHHe KOMIETEHIUH 3a-
BUCUT OT pe3yibrara HanmucaHus Tecra: 13-15 6amioB (80-100% mnpaBUIBHBIX OTBETOB) - KOMIIE-
TEHI[UU CUUTAIOTCS OCBOSHHBIMU Ha BBICOKOM ypoBHE (oreHKa oTiau4dHo); 10-12 6amnos (70-75 %
MIPABWJIBHBIX OTBETOB) - KOMIIETEHIIMU CUMTAIOTCSI OCBOCHHBIMU Ha 0a30BOM YpOBHE (OLIEHKa XO-
poio); 7-9 6amnos (50-65 % mpaBUIBHBIX OTBETOB) - KOMIETEHIIMU CUUTAIOTCS OCBOCHHBIMHM Ha
YAOBJIETBOPUTEIBHOM YpOBHE (OLIEHKa yIOBIETBOpPHUTENbHO); 0-3 GaisioB (menee 50 % mpaBuib-
HBIX OTBETOB) - KOMIIETEHIIMU CUUTAIOTCS HE OCBOCHHBIMU (OlIEHKA HEY/IOBIETBOPUTEIIHHO).

5.4.2 Hammcanue oOokrada oueHuBaercs 1o mkaie oT 0 mo 20 0amnoB. OcBOeHHE KOMIIETEHITUI
3aBUCHUT OT pe3yJibTaTa HamucaHus doxnaoa. 17-20 6amioB - KOMIETEHIIUU CUUTAIOTCS OCBOCHHBI-
MU Ha MPOJBUHYTOM YPOBHE (OIIEHKA OTJINYHO); 13-17 GarioB - KOMIIETEHIIMHA CYUTAIOTCS OCBOCH-
HBIMH Ha 0a30BOM ypOBHE (OIleHKa X0po10); §-12 0anioB - KOMIIETEHIIUN CYUTAIOTCS OCBOEHHBIMU
Ha yJOBJIETBOPUTEIHLHOM YPOBHE (OIICHKA YIOBJIETBOPUTENHHO); 0-7 OAJIOB - KOMIETEHIIUUA CUU-
Tal0TCA HE OCBOEHHBIMU (OLIEHKA HEYIOBIETBOPUTEIHHO).

Kputepun oneHuBanus Wurepsan onenu-

BaHUs

1. CreneHb paCKpBITUS TEMbI 0-4

2. JInuHbld BKIAJ aBTOpPA 0-3

3. CTpyKTypupOBaHHOCTh MaTepualia 0-2

4. TlocTpaHHYHBIEC CCHLIKU 0-2

5. OO0OBeM M KauecTBO UCIOJIb3yEMbIX HCTOUHUKOB 0-2

6. Odopmienue TekcTa ¥ TPaMOTHOCTh peun 0-3

7. 3amura dokiada 0-4

5.4.3. IlIkana OIEHKHU MOCEIIaeMOCTH

NMoCenaeMocThb, % 100 [ 90 | 80 70 60 50 | 40 | 30 | 20 | 10 0

B 0aJ/1ax 10 10 9 8 7 6 5 4 3 2 0

5.4.4 Vemuoui onpoc ouenuBaercs ot 0 1o 10 6amnoB. OcBoeHne KOMIIETEHIIMI 3aBUCHUT OT pe-
3yJnbTaTa HamucaHus ycmuoeo onpoca. 9-10 6amioB - KOMIETEHIIMH CUUTAIOTCSI OCBOCHHBIMM Ha
BBICOKOM ypOBHE (OLIEHKa OTJIMYHO); 6-8 0aIOB - KOMIETEHLIUH CYUTAIOTCSI OCBOEHHBIMU Ha 0a30-
BOM YpOBHE (OLIEHKa XOpoIo); 3-5 OaiioB - KOMIETEHIIMNA CYMTAIOTCS OCBOCHHBIMM Ha YIOBJIE-
TBOPUTEIILHOM YPOBHE (OIICHKa YJOBIETBOPHUTEIHHO); 0-2 OaIOB - KOMIIETCHIIMU CUYUTAIOTCS HE
OCBOCHHBIMH (OLIEHKA HEY/I0BJIETBOPUTEIHHO).

Kpurtepun ouennBanus HNuTepBaj ouenu-
BaHMSA
1. CamocTosATEIbHO U aPTYMEHTHPOBAHO JIeNaTh aHaJIu3, 000011aTh, BHIBOJIBI 0-2

2. CaMOCTOﬂTeJ'ILHO, YBCPCHHO U 0e30mn00YHO MMPUMCHSCT IMMOJIYUCHHBIC

0-2
3HAHUS B PEIICHUH MPOOJIEM Ha TBOPUYECKOM YPOBHE

3. YMeeT cOCTaBUTh MOJHBII U MIPAaBUIBHBIM OTBET HA OCHOBE U3YYEHHOTO
MaTepHaa; BbIACIATH [NIABHBIE MIOJI0KEHUS, CAMOCTOATEIBHO MOATBEPKIATh 0-3
OTBET KOHKPETHBIMH ITpUMEpamMu, (pakTaMmu
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4. TloHuMaHuE CyIIHOCTH pacCMaTPUBAEMBbIX OHITHUM, SIBICHUI U 3aKOHO-

. . . 0-3
MEpHOCTEH, TeOpHil, B3aUMOCBsI3ei

5.4.5 BreimosiHeHue npezenmayuu orieHuBaeTcs 1o mkaie ot 0 go 15 6amnoB. OcBoeHHE KOMIIETECH-
[UA 3aBUCHUT OT pe3yibTara HamucaHus npeszenmayuu. 13-15 6anmoB - KOMIIETEHIIUN CYHTAIOTCS
OCBOCHHBIMH Ha BBICOKOM YpOBHE (OIlleHKa OTIu4HO); 10-12 GayuioB - KOMIETEHIIUA CUUTAIOTCS
OCBOCHHBIMH Ha MPOJIBUHYTOM YpPOBHE (OIIEHKA OTJIMYHO); 7-9 GaJJIOB - KOMIIETCHIIUUA CUUTAIOTCS
OCBOCHHBIMH Ha 0a30BOM ypoBHE (oreHka Xxopomio); 11-15 OanaoB - KOMIETEHIIMU CUUTAIOTCS
OCBOCHHBIMH Ha YOBJIETBOPUTEIHHOM YPOBHE (OILIEHKA yIOBIETBOPUTENHHO); 0-10 GayoB - KoM-
METEHIIMHA CYUTAIOTCSI HE OCBOSHHBIMH (OIIEHKA HEYIOBJICTBOPUTEIIHHO).

HNuTepBaj ouenu-
Kpurtepuu oneHnBanus
BaHMS
1. CreneHb pacKpbITUS TEMbI 0-3
2. JlnuHbBIA BKJIaJ aBTOpa 0-3
3. CTpyKTypHpOBaHHOCTH MaTepuaia 0-1
4, TlocTtpaHWYHBIC CCHUIKH 0-1
5.  OO0beM u KauecTBO UCHOIb3YEMBIX HCTOUHUKOB 0-1
6. OdopmieHue TekcTa M TPaMOTHOCTD PEUH 0-3
7. 3amuTa npe3eHTauu 0-3
5.4.5 llkana oueHUBaHUs 3auema
Kpurtepuu onennBanus HuTepBa oueHu-
BaHHS
CTYJEHT OBICTPO U CaMOCTOSITENIbHO TOTOBUTCS K OTBETY; IIPH OTBETE MOJIHO- 21-30

CTBIO PacKpbIBAET CYIIIHOCTb [TOCTABIEHHOTO BOMPOCA; CIIOCOOEH MPOMILITIO-
CTpUPOBATh CBOI OTBET KOHKPETHBIMU NPUMEPAMHU; IEMOHCTPUPYET MTOHU-
MaHHe IpoOIeMbl U BEICOKUN YPOBEHb OPUEHTHPOBKH B HEl; GOpMyIHUpyeT
CBOM OTBET CAaMOCTOATEIbHO, UCIIOJB3YS JIUCT C MUCbMEHHBIM BapUaHTOM
OTBETA JIMIIb KaK ONOPY, CTPYKTYPHUPYIOIIYIO X0 PaCCYXICHHUS

CTYJEHT CaMOCTOSITEIbHO TOTOBUTCS K OTBETY; IIPH OTBETE PACKPBIBAET OC- 13-20
HOBHYIO CYIIHOCTb IIOCTaBJIEHHOT'O BOIIPOCA; JIEMOHCTPUPYET MOHUMaHHUe
pOOJIEMBI M JOCTATOYHBIH YPOBEHb OPUEHTHPOBKH B HEH, IPU 3TOM 3aTpy/I-
HSIETCS B IPUBEJICHUH KOHKPETHBIX IPUMEPOB.

CTYJEHT FTOTOBUTCS K OTBETY, MpuOeras K HEKOTOPOM MOMOIIH; IIPU OTBETE 6-12
HE B MTOJIHOM 00BbEMe PACKPBIBAET CYIIHOCTh MOCTABIEHHOTO BOIIPOCa, OJIHA-
KO, IIPY ATOM, JIEMOHCTPUPYET NOHUMaHUE IPOOJIEMBI.

CTYJIEHT WCIIBITHIBAET BHIPAXKEHHBIE 3aTPYIHEHHUS IPU MTOATOTOBKE K OTBETY, 0-5
MBITAETCS] BOCTIOJIb30BAThHCS HEJOMYCTUMBIMU BHIaMU TTOMOIIIH; TIPU OTBETE
HE PacKphIBa€T CYLIHOCTh OCTABIEHHOI'O BOIPOCA; HE OPUEHTUPYETCA B
paccMmarpuBaeMoii mpo0ieme; oka3blBaeMasi CTUMYJIMPYIOIasi IOMOIIb U 3a-
JaBaeMble YTOUHSIOIINE BOMPOCHI HE CIIOCOOCTBYIOT 00JIee PO TyKTUBHOMY
OTBETY CTY/ICHTA.

HeynosnerBoputenbHO#l cnauel 3auema cUUTAaeTCs SK3aMEHAIIMOHHAS COCTABIISAIOIIAs Me-
Hee win paBHas 10 Gamiam (Ipu MakCHMaJIbHOM KOJMYECTBE 0Oa/LIOB, OTBEACHHBIX Ha 3auem 30).
[Tpu HEey#OBIETBOPUTENBHON craue 3auema (MeHee win paBHO 10 GayiaM) Wi HEsIBKE 1O HEyBa-
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KUTEIBHON MPUUYUHE Ha 3auem SK3aMCHAIMOHHAS COCTAaBIISIONIAs MpupaBHUBaeTcs K Hyiio (0). B
ATOM CJTy4ae CTyJCHT B YCTAHOBJICHHOM B Y HUBEPCUTETE MOPSIIKE 00s13aH IepecaaTh 3auent.

[Tpu nepecnaye 3auema UCTIONB3YETCSI CIEAYIONIEE PABUIIO Jisi (GOPMUPOBAHUS PEHTUHTO-
BOW OLICHKH:

- 1-1 mepecnava — ¢akTUUecKass peHTHHIOBas OLICHKA, MOJIyuYeHHAsl CTYJACHTOM 3a OTBET,
munyc 10 6aos;

- 2-1 mepecnava — (aKTUYECKash pEHTHHIOBas OLICHKA, MOJyYeHHast CTYJACHTOM 3a OTBET,
MuHyc 20 Gaios.

YpoBeHb c(hOPMUPOBAHHOCTH KOMITETEHIINH OLIEHUBAETCS B COOTBETCTBHM ¢ Tabmureit 1.

Ta6mmma 1
JUist 04HOM M 04HO0-3204HOM (hopM 00yUeHuUs
No  |®UO Cymma 0amioB, HAOpaHHBIX B CEMECTPE
n/m Onpoc |[Tocemaemocts|[Ipesentanus| Tect Jloka 3ager | UTOI'O
10 30 6an- | 100 6an-
1m0 10 | mo 10 6amnos |mo 15 6amnos| mo 15 | mo 20 Gan- JIOB J10B
OaytoB OayIoB JIOB
1 |2 3 4 5 6 7 8 9
1.

6. YAEBHO-METOJUYECKOE U PECYPCHOE OBECIIEYEHUE
JUCLMUIIIUHBI

6.1. OcHoBHas JqUTEpaTypa

I'po3oBa, O. C. [emonpousBoAcTBo : yueObHoe mocodbue mis By3oB / O. C. I'po3oBa. —
Mocksa : U3narensctBo FOpaiit, 2021. — 124 c. — (Bricuiee o6pazoBanue). — ISBN 978-5-534-
06787-3. — Tekcr : anextponnsiii // DBC Opaiir [caiit]. — URL: https://urait.ru/bcode/472841
VYnpasiieHue nepcoHangoM : y4eOHUK U MPakTUKYM ais By30B / A. A. JluTBuHiok [u 1p.] ; mox pe-
nakiuedr A. A. JlutBuHIOKa. — 2-€¢ u3.., mepepadb. u gomn. — Mocksa : UsnarensctBo FOpaiir,
2021. — 498 c. — (Bricmiee oopazoBanue). — ISBN 978-5-9916-5550-7. — TekcrT : 31eKTpOHHBIN
/I OBC HOpaiit [caiit]. — URL: https://urait.ru/bcode/4686186.2. lonoinuTe/bHasK JIHTEPAaTYpa

1. UadopmManmoHHbIe TEXHOJIOTHH B JIOKYMEHTAIIMOHHOM OOECIIEYeHUH YIIPABICHHS H ap-
XMBHOM Jene : yueOHuk i By3oB / H. H. Kynaes, T. B. Konnpamosa, E. B. Tepentsena, A. T
®abpuynoB / mox obm. pen. H. H. Kynsesa. - Mocksa : Jloroc, 2020. - 408 c. - ISBN 978-5-
98704-786-6. - Tekcr : anexkrponnslid. - URL: https://znanium.com/catalog/product/1211641 (nara
oOpamienusi: 23.05.2021). — Pexxum gocTyrma: 1mo moamnucke.

2. CaBenbeBa, E. A. Pernamenranusi 1 HOpMHUPOBaHNE COBPEMEHHBIX TPYIOBBIX MPOIIECCOB :
yuebnoe nocooue / E.A. CasenreBa. — Mocksa : UH®PA-M, 2021. — 383 c¢. — (Bricmee o6pa-
3oBanue: bakanaspuar). — DOI 10.12737/1003918. - ISBN 978-5-16-014766-6. - TekcT : 37ek-
tpoHHBIA. - URL: https://znanium.com/catalog/product/1003198 (nata o6pamenwns: 23.05.2021). —
Pexum gocTyna: mo noamnucke.

6.3. ba3bl JaHHBIX, HHPOPMAIHOHHO-CIPABOYHbIE U IONCKOBbIE CHCTEMbI

1. http://www.budgetrf.ru - MoHUTOpPHHT SKOHOMHYECKUX MTOKa3aTeCH;

2. http://lwww.businesspress.ru - JlenoBas npecca;

3. http://www.garant.ru - I'apanr;

4. http://www.nta —rus/ru - HaronaibHast TOProBast acCOIHAIINS;

5. http://www.rbc.ru — PocbusuecKoncantunr (MaTepraisl aHATUTHYECKOTO © 0030pHOTO
XapakTepa);

6 .http://www.rtpress.ru - Poccuiickast TOproBiis;

7. http://www.torgrus.ru - HoBocTu ¥ TEXHOJIOTHU TOPTOBOTO OM3HECA;
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8. http://lwww.torg.spb.ru — Toprosiist u pecTOpaHHBIH OH3HEC;
9. www.md-hr.ru

6.4. Pecypchbl HHGOPMAITHOHHO-TEJIEKOMMYHUKAIMOHHOI ceTH « UHTEepHeT»

1. www.kdelo.ru - mpaktudeckuii xypaan «KaapoBoe 1em0» mo padboTe ¢ nepcoHalIoM

2. Www.hrm.ru - BeayIuii mopTaji 0 KaJpOBOM MEHEPKMEHTE

3. www.kadrovik.ru — caiit HarimoHaapHOTO cOK03a KaIpOBUKOB

4.  www.pro-personal.ru — sasiektpoHHas Bepcus KypHaia « ClpaBOUYHHK KaJIpOBHKa» -
BEJIYIIETO POCCUUCKOTO KypHaJIa PyKOBOAUTEIIS KaAPOBOM CITYKObI

5. http://rosmintrud.ru - MuHHCTEPCTBO TPYyAa M COLMAIBHOM 3alUThl Poccuiickoi
®denepauun

6. www.consultant.ru - IIpaBoBas undopmanmonnas cucrema Koncynprantlintoc

7. www.gks.ru - deaepanbHas ciyx0a rocyJapcTBEHHON CTaTUCTUKA

\‘

. METOANYECKHUE YKA3AHUS 11O OCBOEHHUEIO IMCIIUIIJTIMHBI

1. Meroanyeckre peKOMEHJAMU 110 TOArOTOBKE M MPOBEICHUIO MTPAKTUYECKUX 3aHATUH O AUC-
[UIUTHHAM, PEaT3yeMbIM Ha SKOHOMHYECKOM (DaKyIbTeTe;

2. Meroauueckue peKOMEHJAlMU 10 MOATOTOBKE U MPOBEIEHHIO JIEKLIMOHHBIX 3aHATHH MO AucC-
[UIUTHHAM, PEaTM3yeMbIM Ha SKOHOMHYECKOM (haKyIbTeTe;

3. Meroauueckue peKOMEHJAMU 110 OpraHU3alMd CaMOCTOATENbHOM paboThl MO JUCLMITIIMHAM,
peann3yeMbIM Ha SKOHOMUYECKOM (PaKyJbTeTe;

4. Metoauueckue peKOMEHIALNU TI0 BBINOJHEHUIO TECTOBBIX 33JaHUM MO AUCLUIUIMHAM, peau-

3yEMBIM Ha JKOHOMHUYECKOM (haKyJIbTETE.

8. THOOPMAIIMOHHBIE TEXHOJIOT'UM IS OCYIHIECTBJIEHUS
OBPA3OBATEJIBHOT'O ITPOLHECCA ITIO AUCIHUIIJIMHE
JIMIIeHZWIOHHOC nmporpaMmmMHoe¢ odecreuenme:

Microsoft Windows

Microsoft Office

Kaspersky Endpoint Security

I/IH(])OpMaIII/IOHHI)Ie ClIPpaBOYHLIC CUCTEMbI:

Cucrema 'APAHT

Cucrema «Koncynprantlntoc»

IIpodeccnonanbubie 6a3b1 JAHHBIX:

fgosvo.ru pravo.gov.ru

www.edu.ru

9. MATEPUAJIBHO-TEXHUYECKOE OBECIHHEYEHUME JUCHUIIJIMHBI
MarepuanbHO-TEXHHUECKOE 00eCTIeYeHNE TUCITUTUTNHBI BKITFOYAET B CEOS:

- y4eOHbIC ayAUTOPUH sl IPOBEACHUS 3aHATUH JIEKIIMOHHOTO U CEMHMHAPCKOI0 THUIA, KypCOBOIO
MIPOEKTUPOBAHUS (BBITIOJHEHUSI KYPCOBBIX pa0OT), TPYNIIOBBIX W HHIUBUAYATFHBIX KOHCYJIbTAIHH,
TEKYILEro KOHTPOJISI U MPOMEXYTOYHON aTTeCTallu, YKOMIUIEKTOBaHHbIe y4eOHOI Mebenbto, 10c-
KO, IEeMOHCTPAIIMOHHBIM 000pY/I0BaHHEM.

- TIOMEIICHUS TSI CAMOCTOATENbHOM paboThl, YKOMIIEKTOBaHHbIE Y4eOHOM Mebenbio, IepCoHab-
HBIMH KOMITBIOTEPaMHU C TIOJKITIOYeHUEM K ceTn MHTepHeT U obecneueHreM JOCTyMa K JIEKTPOH-
HBIM OMOJIMOTEKAaM U B AJIEKTPOHHYIO HH(OPMAIIMOHHO-00pa3zoBarebHyto cpeny MI'OY;

- TIOMEUIeHMs JJIsl XpaHeHUs U NpO(UIAKTHYECKOro OOCITyKHMBaHUA Y4eOHOro 0OOpyHOBaHUS,
YKOMILJIEKTOBaHHBIE MeOembIo (IKadbl/cTe/axu), HAbopaMu JEMOHCTPALIMOHHOTO 000PYA0BaHHS
U y4eOHO-HarIsIIHBIMUA TOCOOUSMH.
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http://www.kadrovik.ru/

