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Conepxxanue

1.IlepedueHb KOMIETEHIIMN C YKa3aHUEM 3TAloOB UX (OPMHUPOBAHUS B MPOIIECCE OCBOCHUS
00PA30BATEIIBHOM ITPOTPAMMBDBL. . ..« e eteatete et ettt et e eaeeaeeae et et e e et eeeneenaeenees

2. OnucaHue nokazaresieil 1 KpUuTEpHeB OLIEHUBAHUS KOMIIETEHUIMI Ha Pa3IMYHbIX dTanax
uX (HOPMUPOBAHMS, OTIUCAHUE HIKAT OLIEHUBAHMSL. . . . e v et eneeneateneeneeneeneeneeneanennene,

3. KoHTpoiibHBIE 3aJaHUs WM MHBbIE MaTepuaibl, HEOOXOAUMBIE Ui OLUEHKH 3HAHUMH,
YMEHHM, HABBIKOB U (WJIH) OTIbITA ACSITEIbHOCTH, XapaKTEPU3YIOLIUX dTarbl POPMUPOBAHUS
KOMIIETEHIIM B MPOLIECCE OCBOSHUSI 00pa30BaTEIbHOM MPOTPAMMEI. . ...

4. Meroanueckue MaTepualbl, ONpeaesonue Npoueaypbl OLICHUBAHUS 3HAHUI, YMEHU,
HaBBIKOB W (WJIM) ONbBITA JEATENBHOCTH, XapaKTEpU3YIOLIUX ATanbl (HOPMHUPOBAHMS
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®OH/] OLIEHOYHBIX CPEJCTB 5 MPOBEJEHUS TEKYIIEN U MPOMEXYTOYHOM

ATTECTAIMHA ITO JUCHUIIJIMHE

1. llepeyenb KoMIeTeHIMII ¢ YKa3aHHEM ITANoOB UX (JOPMHUPOBAHUSA B Mpolecce OCBOEHHs 00pa3oBaTebLHOM

NMpoOrpamMmsl

KO)I 1 HAMMCHOBAHHUEC KOMIICTCHIIH

Oransl HOPMUPOBAHUS

YK-5. CriocoOeH aHaIM3upoBaTh U YUUTHIBATH pa3HOOOpa3ue KyJibTyp B

MPOLIECCE MEKKYIbTYPHOT'O B3aUMOJICHCTBHSI

1. PaboTa Ha y4eOHBIX 3aHATUAX

2. CamocrosTenbHas padoTa

CIIK-3. CriocobeH pa3pabaTbIBaTh U pyKOBOJNUTH peau3aliiell CTpaTeriu

OpraHmu3zanuun

1. PabGota Ha y4eOHBIX 3aHATHSIX

2. CamocrosTenbHas paboTa

5.2. Onucanne nmokasaresjieli ¥ KpUuTepueB OLECHUBAHUS

¢hopMupoBaHusi, oNUCaAHHE HIKAJ OLlEHUBAHUSA

KOMIIeTeHIIMI Ha PA3JIUYHBIX J3Talmax HX

Ouenn | YpoBeHb Jran Onucanue nokasareJsei Kpurepuu Mxana
BaeMbl | chopmupoB | dpopmupoBaHus OLeHHBAHHS OLeHHBAHUS
e AHHOCTH
KoMmeT
eHIMH
VK-5 Ioporoseiit | 1. Pabora Ha 3HaTh: YcrHblid [Mlxana
Y4EOHBIX 3aHSTHIX orpoc, OLICHMBAHUSA
- o0mernpogeccHoHaIbHBIE
KOHCIIEKT B ompoca,
2. TEOPETHYCCKUE M METOAUYCCKIE
20C, IIKaja
CamocrositenbHas OCHOBBI Ka/IpOBOTO JEJIONPOU3BOACTBA
pabora ¥ apXHMBOB JOKYMEHTOB I10 IHYHOMY aHHOTalNA OLCHMBAHHS
COCTaBy, TPYIOBOIO IpaBa, cnenuduky | TEKCTa B 90C, | xoucrekTa B
paboThI ¢ JIOKJIa1 B 20C, mkana
90C, OILICHUBAaHUS
JOKYMEHTAMH I10 ITYHOMY COCTaBY; MPE3CHTAIHA B | AHHOTAIHH
- 0COOCHHOCTH XPaHEHHUsI TOKYMEHTOB 20C TeKcTa B
90C, nikana
Ymern: OLICHUBAHUS
JIoKJIaaa
- BBITIOJIHATE paboTy B o6iacTu
90C, mkana
Ka/IpOBOTO JICIIOMPOU3BOICTBA U
JIOKyMEHTUPOBAHUS TPYIOBBIX OLCHUBAHHS
OTHOLIEHHMI; Npe3CHTalun
B D0C

- OPraHU30BBIBaTh XPAHEHUE
JIOKyMEHTOB 110 JIJUMYHOMY COCTaBY,
JIOKYMEHTAJIBHO 0(OPMIITh TPYAOBBIE
OTHOLICHUS,;




- ¢popMupOBaTH U OPOPMIIATE JTHIHBIC
Jieia COTPYIHUKOB OpraHH3aluu

Iponsunyr | 1. PaGora Ha 3HaTh: YcrHbIi [lxana
BI y‘-Ie6HBIX 3aHATHAX orpoc, OLICHHUBAaHU
- o0menpodeccHoHaNbHBIC
KOHCTICKT B ompoca,
2. TEOPETHYECKUE U METOIMIECKHUE
20C, IIKaJIa
CamocrosiTenbHast OCHOBBI KaIpOBOT'O JICJIONPOU3BOICTBA
pabota 1 apXHUBOB JJOKYMEHTOB IO JINIHOMY aHHOTAlNA OLCHUBAHMS
cocTaBy, Tpy10BOro npasa, cremuduky | TekeTa B OOC, | KOHCMeKTa B
paboTsI ¢ JIOKJIaz B D0C, mkana
20C, OLICHUBaHUS
JIOKYMEHTaMH TI0 JINYHOMY COCTaBY; NPE3EHTAINS B | AHHOTAIHH
- 0COOEHHOCTH XpaHEHHs JOKYMEHTOB 90C TeKCTa B
90C, mkana
YMmerb: OLIEHHUBAHUS
JIOKJIa]a
- BEIIOJTHATE paboTy B 00NacTh
90C, mkana
KaJIpOBOTO JICJIOIIPOU3BOICTBA H
JOKYMEHTHPOBAHUS TPYIOBBIX OLCHNBAHN
OTHOILICHUI; Mpe3eHTaluu
B D0C
- OPTraHU30BBIBATE XPAHCHUE
JIOKYMEHTOB 10 JINYHOMY COCTaBY,
JIOKyMEHTaJIbHO 0(OPMIISITH TPYAOBBIE
OTHOIICHMUS,
- hopMHUpOBATE U OPOPMIISATE JTUIHBIE
Jieia COTPYIHUKOB OpraHH3alliK
Baagersn:
- 00mIenpo(heCcCHOHAILHBIM 3HAHUAMU
TEOPUH M METOUKH, HABHIKAMH B
00JIacTH KaJ[poBOTO
JIeTIOTIPOU3BOICTRA,
JOKYMEHTUPOBAHUA TPYAOBBIX
OTHOMeHHﬁ, XpaHCHHUA TOKYMEHTOB 110
JIMYHOMY COCTaBY, METOJIAMH PacueTa
YHCJIEHHOTO M JIOJDKHOCTHOTO COCTaBa
KaJIpOBOH CITy>KOBI
CIIK-3 | IMoporoBsiii | 1. Pabora Ha 3HaTh: YcrHbli [xana
y9e0HBIX 3aHATHAX ompoc, OILICHUBAHUS
- obmenpodeccrnoHaIbHBIE
KOHCTIEKT B ompoca,
2. TEOPETUYECKUE U METOIUIECKUE
20C, IIKaJia
CamocrostenbHas OCHOBBI KaJIpOBOT'O JIEJIONPOU3BOJICTBA
pabora U apXHUBOB JJOKYMEHTOB I10 JTUYHOMY aHHOTAlN OICHUBAHMS
COCTaBY, TPYLOBOTO MPaBa tekcta B DOC, | KOHCIIEKTa B
JTIOKJIa]I B 20C, mxana
Ymern: 20C, OLICHUBAHUS

aHHOTaluu




- IPUMEHSATH TIOJYICHHbBIC 3HAHUS B Ipe3cHTaluud B | TEKCTa B
MPAKTUYECKOM 1eATeIbHOCTH 250C QOC, mKaiga
OLICHMBAaHUS
JoKJaaa
D0C, mkana
OLICHMBAaHUS
npe3eHTaluu
B D0C
Ipoasunyr | 1. Pabora Ha 3HaTh: YcrHblit [xana
BIA lee6HLIX 3aHATHUAX orpoc, OLICHUBAHU
- obmenpoeccroHaNbHBIE
KOHCIIEKT B orpoca,
2. TEOPETUYECKUE U METOIUYECKUE
20C, IIKaJIa
CamocTrosTenbHas OCHOBBI KaJIpOBOTO JIEIOMPOU3BOICTBA
pabota 1 apXUBOB IOKYMEHTOB IO TUYHOMY aHHOTalHA OLCHUBAHMS

COCTaBYy, TPYAOBOTO MpaBa Tekcra B 50C,

KOHCIICKTa B

JIoKIazd B 90C, mkana
Ymern: 20C, OLICHUBAHUS
NpEe3eHTalYs B | aHHOTALUU
- IPUMCHATH NOJYYCHHBIC 3HAHNS B
MPaKTHUYECKOU N1eATEeIbHOCTH 250C TCKCTa B
90C, mkana
Biagers: OLICHUBAHUSA
JIOKJIaza
- HABBIKAMHU B O6J'IaCTI/I KaZaApoBOIo
90C, mkana
ACJIONPOU3BOACTBA, ITPAKTUICCKOT'O
IIPUMEHEHHSI HOPM TPYIOBOTO OLCHUBAHMS
3aKOHOJATEIHCTBA Ope3CHTAlNU
B DOC
IlxaJja oueHUBaAHUS ONPOCA
YpOBEHb OLICHUBAHUS Kputepuu onieHuBaHus bainsbl
YcTHEI onpoc CB00OIHOE BJIaJICHUE MAaTEPUAIOM 5
HocraroyHoe ycBO€HHE MaTepuaia 4
[ToBepxHOCTHOE YCBOEHUE MaTepuaa 3
HeynoBneTrBopuTenbHOE YCBOSHHE MaTepHaia 2
IIIkaja oneHnBaHus aHHOTAINM TekeTa B DOC
YpoBeHb OLICHUBAHUS Kpurepuu ouenuBanus Bamnsl
AHHOTAIMA TEKCTA TodYHOCTE B BRISIBJICHIUH OCHOBHBIX HJCH aBTOpa; IMOKa3aHa 10
3HAUUMOCTh pealli3aliy JaHHO! Uaeu, MOAX0/1a; Xy10KECTBEHHAs




BBIPA3UTEIBHOCTD U3JIOKEHUS;, TOTHYHOCTh U3JI0KECHHUS; aHHOTAIHS
C/IaHa B CPOK

To4HOCTh B BBISIBICHUU OCHOBHBIX UJEH aBTOpa; MOKa3aHa
3HAYUMOCTH Pean3aliy JAHHOHN HJIeH, TOIX0/1a; OTCYTCTBYIOT
JIOTUYHOCTh U XYJI0’KECTBEHHAS BBIPA3UTEIHLHOCTD U3JI0XKCHUS;
aHHOTAITUS CIaHa B CPOK

To4HOCTH B BBISIBICHUU OCHOBHBIX UJCH aBTOpa; HE MOKa3aHa
3HAYUMOCTH peaH3aliy JaHHOM HJIEH, ITOIX0/]a; OTCYTCTBYIOT
JIOTUYHOCTh U XyJI0’KECTBEHHAS BBIPA3UTEIBLHOCTD U3JI0XKCHUS;
AHHOTAIIUS CIaHa B CPOK

HeTtouHOoCTh B BBEISIBICHUN OCHOBHBIX HJCH aBTOpa; HC [TOKa3aHa
3HaAYUMOCTDb peain3aliun JTaHHOM naeu, rnoaxoga; OTCyTCTBYOT
JIOTUYHOCTDb M XYJOKECTBEHHAs BbIPA3UTECIIBHOCTD U3JIOKCHUA,
AHHOTalu:A HE CJaHa B CPOK

IIxana oueHuBanuda noxjaaga 8 0C

YpoBeHb

OILICHUBAHUS

Kpurepuu oueHuBanus

Bamnsr

Joxkmnan

CooTBeTCTBHUE CONIEPKAHUS TEME JOKII1a; TTyOnHa MPOpaboTKH
MartepHala; TpaMOTHOCTb M IOJHOTA UCIIOIB30BaHUS HCTOYHHKOB;
IPaMOTHOCTh PEUH U BIIaJICHUE TEKCTOM JIOKJIaj1a

10

CooTBeTcTBHE COAEPIKAHUS TEME JIOKIIaa; TITyOnHA IPOPadOTKH
MaTepuana; UCIOIb30BaHO HEIOCTATOYHOE KOJIHMYECTBO UCTOYHHUKOB;
TPaMOTHOCTh PEYH U BJIaJICHUE TEKCTOM JIOKIIaaa

CooTBeTcTBHE COACPIKAHUA TEME NOKJIa/a; HC JOCTATOYHAA I‘J'IY6I/IHa
HpOpa6OTKI/I Marepualia; UCII0JIb30BaHO HEAOCTATOYHOC KOJIUYCCTBO
HNCTOYHUKOB,; T'PaAMOTHOCTE P€YU U BIIAACHHUC TCKCTOM JOKJIaaa

HecootBeTcTBHE coacpiKaHrdg TEME JOKIIaza;, HE JOoCTaTOYHasd
l"J'Iy6I/IHa HpOpa6OTKI/I Matepuaja; UCIOJIb30BAHO HEJOCTATOYHOC
KOJIMYECTBO HCTOYHHUKOB, HCJOCTATOYHOC BJIaJICHUEC TCKCTOM AOKJIazga

IlIkana onennBanus npesenraunu B 0C

YpoBeHb

OLICHUBAaHUA

Kpurepuu oneHnBanus

bamner




COOTBETCTBHUE COMIEPKAHUS TEME; MPABUIIbHAS CTPYKTYPUPOBAHHOCTD 10
UHGOPMAIUH; SCTETHYHOCTH O(DOPMIICHHS

CooTBeTCTBUE COAEPKAHUS TEME; IPaBUIIbHAS CTPYKTYPHUPOBAHHOCTD 7
MH(QOPMAIIK; HEA0CTATOUHAs SCTETUYHOCTh B 0(OPMIICHUU

IIpesenranus :
CooTBeTCTBUE COACPKAHUSA TEME; OTCYTCTBYET CTPYKTYPHPOBAHHOCTD 4

nH(pOpPMAINH; HEJJOCTATOYHAS ICTETUIHOCT B 0(hOpPMIICHUN

HecooTBeTcTBHE COACPIKAHUS TEME; OTCYTCTBYET 0
CTPYKTYPHUPOBAHHOCTh HH(POPMAIIMH; HETOCTATOYHAS SCTETHIHOCTD B
odopmiIeHUU

5.3. TunoBbie KOHTPOJIbHbIE 3aIaHUSI UJIM MHbIE MAaTePUAJIbI, HEOOXOAUMBbIEe IJIsi OLEHKH 3HAHUIA,
YMeHUii, HABBIKOB U (MJIH) ONBITA JAeATEJbHOCTH, XAPAKTEPU3YIOIIMX JTAnbl (POPMHUPOBAHUA
KOMIIEeTEHIIUI B Mpoiecce 0CBOEHUs1 00pa30BaTeIbHOI MPOrpaMMbl

IIpumepHBbIe 3a1aHus 1JIs1 ONPOCOB

1. OO11ee NOHATHE AETONPOU3BOACTBEHHOTO 00ECIIEYCHHUS CUCTEMBI YIIPABICHHS IEPCOHAIOM

2. 3akoHoaarenbHble akTel P®D, VYka3zel u pacnopsokenus llpesunenta P®, IloctanoBienus
IIpaBurensctBa P®, permameHTHpYOIMNE CO3JaHNE KOHKPETHBIX KaJPOBBIX JOKYMEHTOB

3. PernamenTanust opopmieHust kaapoBbix AokymeHTOoB B ['OCTax, yHH(UIMPOBaHHBIX CHCTEMax
JTOKYMEHTAIIHH, KJIacCHu()UKATOpax TEXHUKO-IKOHOMHYECKOH 1 connainbHoi nHpopmamnmu, 'CAOY

4. CoBpeMeHHass pernaMeHTalusl CO3JaHMs KaJpOBBIX NOKYMEHTOB Ha YpOBHE MHHHCTEPCTB U
BEJIOMCTB.

5. WHCTpyKTUBHO-METOOUYECKHE MaTephalbl MNPEeJNpUATH W OpraHu3aluid 10 CO3JaHUI0 H
0 OPMIICHUIO KaJPOBBIX JIOKYMEHTOB

6. VYHaudukanus KaIpoBbIX JOKYMEHTOB

7. TpeboBanus k GopMaTy JOKYMEHTa, MOJISIM, PEKBU3UTAaM, TEXHUUYECKHE TPEOOBaHMUS K KaIApOBHIM
JOKYMEHTaM

8. TpeboBaHus K TEKCTaM KaJIpOBBIX AOKYMEHTOB, HCHOJIb30BAaHMS COKPALICHUH, NpaBKa KaIpOBBIX
JIOKYMEHTOB

9. Jatp ompeneireHre KOMITJIEKCY OPTaHM3AalMOHHO-TIPABOBBIX JOKYMEHTOB YUpEXKIEHUS U
MIEPEYUCIIUTE €ETO COCTAB

10. CTpyKTypa OpraHM3allMOHHO-NIPABOBBIX JOKYMEHTOB, TPEOOBaHHS K COCTaBJICHHIO, MPOIEAYpa UX
COTJIACOBAHMSI U YTBEPKICHUS, TOPSOK BHECEHUS B HUX U3MEHEHHI U TOTIOJTHEHUI

11. Ha3HaueHnne MI1aHOBBIX M JOTOBOPHBIX JOKYMEHTOB, IEPEYHCIUTH UX BH]IBI

12. CTpyKkTypa 3THX JOKYMEHTOB, Tpe0OBaHHsS K COCTaBJIICHHIO, IMpOIEIypa WX COTJIACOBAHUS U
YTBEPKACHHUS, TIOPSIOK BHECEHHSI B HUX U3MEHEHUH U JOMOJHEHUM

13. Haznauenne paciopaauTensHON KaJpOBOM JOKYMEHTAINN, TIEPEYUCIUTH BU/IBI ATHX TOKYMEHTOB

14. CrpykTypa, TpeOoBaHHS K COCTaBJICHHIO, IMPOLEAypa COINIACOBAaHUS M YTBEPXKIACHHUS, MOPSAIOK
BHECEHUS U3MEHEHUI U JTOTIOJIHEHUH B 3TH IOKYMEHTBI

15. Ha3zBaTh nepedeHs y4eTHBIX KaJpOBBIX JJOKYMEHTOB H TPEOOBaHHS K UX 0(hOPMIICHHIO

16. [IpaBuna xpaneHus 1 0QPOPMIICHHUS 3alIUCEN B TPYLOBBIX KHIKKaX. 3. [lepeuncinuTs KypHaibl yueTa

KaJapoBOTI'o opraHa



17. VYHn¢unuposaHHsie HOPMbI JOKYMEHTOB MO YUYETY ¥ HCHOJIB30BAHUIO pad0vero BpeMeHH. MeTo bl
ydeTa HCIOJIb30BaHHOTO Pabouero BpeMeH!

18. YcnosHble 0003HaYCHNUS BUJOB 3aTpaT pabouero BpeMeH!

19. JIOKyMEHTBI, MOATBEPKIAIONINE OTCYTCTBHE HA padO4eM MecTe IO YBAKUTEIbHOW IPHUMHE.
[Nopsimox odopmieHHsI TOKYMEHTOB, yIOCTOBEPSIIOIINX BPEMEHHYIO HETPYAOCIOCOOHOCTh. llpaBmia moxacuera
CTPaxOBOI'0 CTaXxa U ONpeJeIeHUs pa3Mepa Hocoous

20. HampaBienue nepconana B KOMaHIMPOBKU. KOMaHIMPOBOYHbIE YIOCTOBEPEHUS

21. [epconn¢unupoBaHHbI MEHCHOHHBIN y4eT: BelleHHE aHKETHBIX JAHHBIX [0 COTPYIHHKAM IS
MEHCHOHHOTO y4eTa; BeICHNe JOKYMEHTOB Ha BbIIady JyOJMKaTa M Ha 0OMEH CTPAaXxOBBIX CBUJICTEIBCTB; TOrOTOBKA
WHIWBUAYaIbHBIX CBEACHUI O CTPAXOBOM CTa)K€ M HAUYHCJICHUH CTPAaXOBBIX B3HOCOB Ha 00s3aTENIbHOE IEHCHOHHOE
cTpaxoBaHue; popMupoBanue nauek J0kyMeHToB B [IOP 1 0T4eTOB Ha MAarHUTHBIX HOCUTEISIX

22. OOs3aTenbHOE MEIMIMHCKOE CTPaxOBaHME: BEJCHHE AaHKETHBIX JaHHBIX IO COTPYAHUKAM JUIS
BBIJIAYX TIOJIMCOB 0053aTEILHOIO METUIIMHCKOTO CTPaXOBaHUs; BeJICHUE JOKYMEHTOB Ha BblAayy AyOJiMKara M Ha
00MEeH MEeMIIMHCKHX TOJINCOB

23. JIOKyMEHTHI IO BOMHCKOMY Y4Y€Ty MepcoHala

24, OdopmieHne T0BEepeHHOCTEH, CIIPAaBOK ¢ MecTa padoThl, 00XOJHBIX JIUCTOB

25. OdopMmieHne JOKYMEHTOB 0 PEKPYTHHTY (HaOOpy) MepcoHalia: Ha JTare MOWCKa: OOBSBICHHE O
BaKaHCHUH, KBaJ’II/I(bI/IKaHI/IOHHLIC Tpe6OBaHI/I$1 K BaKaHTHOM JOJDKHOCTH Ha 3Talle 0T60pa: IaKEeT 3asaBHUTCIIBHBIX
JTOKYMEHTOB

26. [Topsnok odopmieHns AOKYMEHTOB Ha NPEICTABICHHE K OTPACIeBBIM M TOCYIapCTBEHHBIM
Harpajzam

217. JIoKyMeHTHI IO OXpaHe Tpyaa

28. OcHoBHad 3a7jaya KaJpoBOro JOKYMEHTO000pOTa U €ro MPHHLIUIIBI

29. KoMmoHeHTsl KapoBOTO TOKYMEHTOOOOPOTa: BHYTPEHHHE JOKYMEHTBI M TEXHOJIOTHS paboTHI C

HUMH, TOCTYMAIOIIUE JOKYMEHTBI W TEXHOJOTHS pPabOThl C HUMHM, OTIpABIISIEMBbIE KaapOBbIE JOKYMEHTHI U
TEXHOJIOTHSI pabOThI C HUMH

30. KoHTpoib 32 UCTIOTHEHNEM KaJpOBBIX JOKYMEHTOB. THITOBBIE CPOKH MCIIOJIHEHHS TOKYMEHTOB IO
KaJipam

31. CucremaTn3anus 10KyMeHTOB. HOMeHKIaTypa Jen KaapoBoi CIy Okl

32. OO6mue npuHUKITEL HOPMHUPOBAHMS KaPOBBIX AT

33. OrneHka 3HaYMMOCTH KaJPOBBIX IOKYMEHTOB U CPOKOB MX XpaHEHUS

34. Odopmiienne nen uist onepaTuBHOTO XpaHeHus. OhopMIIeHUE e K YHHUYTOKSHUIO

35. OpraHu3anioHHOE U I0pUANIEcKOe 0pOpPMIIEHHE CITYKOBI.

IIpumepHasi TeMaTHKA I0KJIA10B

1. Odopmrenne Ha pabOTy HHOCTPaHHbBIX PabOUHX

2. Odopmiienne Ha paboOTy BaXTOBBIM METOJIOM

3. Odopmiienne Ha pabOTy HaTOMHUKOB

4. HopmartuBHO-TIpaBoBasi perjamMeHTanus IMpueMa Ha pabdoTy MO - COBMECTUTENIBCTBY.
[Topsanox odpopmiienus

5. Cosmentenne. Buapl. ITopsaok odopmieHus: MUCHMEHHOE COIJIAIIEHUE, OIUlaTa, CPOK,
byHKIIHA

6. Odopmiienre OOJBHUYHBIX JUCTOB pabOTHHKOB. Ponp KoMuccuu ymoiaHOMOYEHHBIX IO

COUAJIBHOMY CTPAaxXOBAaHWUIO B HAYUCIICHUU U CBO@BpeMeHHOﬁ BBIIJIATE TMOCOOHMI IO COMAJIBHOMY
CTpaxOBaHHIO



7. [Iporerypsl mpoBEpKH MU IpHUEME Ha pabOTy Ha BOZMOXKHYIO TUCKBAIHU(DUKALINIO

8. JIOKyMEHTUPOBAHHE HAMpPaBJICHUS B KOMAHIUPOBKH, IMOPSIOK y4deTa U OQOpMIICHHUE
OTUYCTHBIX MAaTCPHAJIOB O KOMAHIAUPOBKC

9. Pucku pabortomareneil mpu COBEpIICHHH OUIMOOK B KaJIPOBOM JIEJIONPOU3BOJCTBE IMPH
npreMe Ha paboTy

10.  Pucku paboromaTeneil MpHU COBEPIICHUH OMMOOK B KaJPOBOM JEJIOMPOM3BOACTBE B
mporecce padoThI

11.  Pucku paboronareneil Mmpu COBEpIICHHH OMIMOOK B KaIPOBOM JIEJIONPOU3BOJCTBE IMPH
YBOJILHCHHUH.

ITIpumepHas TeMaTUKA NMpe3eHTALMIMA:

1. MarepuanbHasi OTBETCTBEHHOCTh pAOOTHUKOB H €€ JJOKyMEHTaJIbHOe 0(pOpMIICHHE

2. [Noxazarenn 3¢ heKTUBHOCTH CITy>KOBI yIIPaBICHUS IEPCOHATIOM

3. MeTobl 1 cTIOCOOBI 3alIUTHI IEPCOHANBHBIX JaHHBIX MPU 00paboTKe NX B MH()OPMAIIMOHHBIX
cHCTeMax

4. MeTobl 1 CTIOCOOBI 3alUTHI IEPCOHANBHBIX JaHHBIX MPU 00paboTKe UX 0€3 HCIOIB30BaAHUS
CpEACTB aBTOMATH3AINH

5. Pexomenmanuu o opopMIIEHHUIO THIHBIX AEI

6. [Nopsimox pa3pabOTKK HOMEHKIIATYPHI A€ KaJpOBOH CIyKObI

7. HopmaTuBHO-TIpaBOBas periiaMeHTanus 00ecIieueHNs] COXPAaHHOCTH JOKYMEHTOB 110 THIYHOMY
COCTaBy

8. JIoKyMeHTOO00O0pOT KaJIpOBOH CITyHKObI

9. KazpoBble TOKyMEHTHI BpeMEHHOTO CPOKa XPaHEHHUS U OpraHu3anus padoThl ¢ HUMH

10. [epeveHs TOKYMEHTOB ITPH KOHTPOJIMHTE TIEPCOHANIa U UX XapaKTepUCTHKA

11. JlokyMeHTHpOBaHHE POTAIMH TIEpCcOHAa

12. Bunet kaipoBbIX TiprKa3oB 1Mo HeyHu(pHUIMpoBaHHOH hopMe U ux odopMIIeHHE

13. Kanposblie 1okyMeHTBI, 0OopMIIsieMble PYKOTTHCHO

IIpuMepHBIe BONPOCHI K 3a4eTy

1. IIpenmer, 3anaun kypca. XapakTepUCTUKA COBPEMEHHON CUCTEMBI KaIpOBOM TOKYMEHTALIMH

2. TpynoBoil konekc P® kak 0CHOBHOM IPaBOBOM aKT, ONPENEISIOIUN COCTaB U MOPSIOK
o(opMiIeHHUs] TOKYMEHTOB IO YCTAHOBJICHHUIO U TPYJOBBIX OTHOIIECHHH, ¥ TPYIOBOI AesTEIbHOCTH pabOTHHKA

3. 3akoHoAaTeIbHBIE aKTHl PD 0 TOKyMEHTUPOBAHUH OT/EIBHBIX CTOPOH PA3JINYHBIX KaTErOpHi
pabotHukoB. [locTaHoBEeHNs U pacniopsbKkeHus paBuTesibCcTBa PO, ykas3sl npe3uneHTa

4. HopmatuBHBIE 1 HOPMAaTHBHO-METOAMYECKHE aKThl, HEOOXOIUMEBIE B pa0OTe CITyKOBI KaIpOB

5. Pazpabotku ['ockomcrata PO o yandukanum ¢popm nNepBUIHON yHETHONW JOKYMEHTALIUU

6. OpraHu3anoOHHO-TIPABOBBIE TOKYMEHTBI OpraHu3alHy (YyCTaB OpraHU3alni, KOJUIEKTUBHBIN
JIOTOBOP

7. OpraHu3anoOHHO-TIPABOBBIE TOKYMEHTHI OpraHU3ali1 (COTIalleHus], TPaBrUila BHYTPEHHETO

TPYZOBOTO PacOpsIKa, ITATHOE PaclUCaHuE)

8. 3amaun u QYHKIMH KaJIpoBoit ciayxObl. [TonokeHus 00 oTAele KaJApoB KaKk OCHOBHOMN
HOPMAaTUBHBIN JOKYMEHT PabOTHI 3TOTO MOAPa3IeICHIS

9. JIOIDKHOCTHBIE MHCTPYKIIMH KaK OCHOBHOUM HOPMATHUB 10 OpraHU3aIlH TPYJia paOOTHUKOB
KaJIpOBO# CITy»KObI



10. CTpyKTypHI KaapoBbIX ciryk0. JloKHOCTHO# cocTaB. HopMaTHBEI BpeMeHH Ha pabOTHI 110 yUETy

KaJpoB

11. CocraB KaJIpoBO#i CITy>KObI. XapaKTepUCTHKA CUCTEMbI KaJpOBOM TOKYMEHTALIH.

12. OpraHu3anoHHbIe JOKYMEHTHI: IITATHOE PACIHCaHNe, CTPYKTypa U IITaTHAsl YUCIEHHOCTS,
rpad UK OTIIyCKOB

13. PacnopsimutenbHble JOKYMEHTHI-IPUKA3bl (PaCOPsKEHHS) IO TIMYHOMY cocTaBy. O0mune
TpeOoBaHUA K OOPMIICHHUIO M CPOKaM ITOATOTOBKH

14. HNHudpopmaimoHHO- cipaBOYHbIE TOKYMEHTHI- 3asiBICHHS, TIPEACTABICHHS, YBEAOMIICHHS, aKThI,
TOKJIAIHBIC ¥ OOBSICHUTEIBHBIC 3aITUCKH

15. VYuerHsle GOpMBI U UX HA3HAYCHHUS

16. JokymeHTHpoBaHUe premMa Ha paboty. CocTaB mepcoHaIbHBIX JOKYMEHTOB IMOCTYMAIOMIETO Ha
paboty. 3asBnenue. JIMIHBIN JIUCTOK 1O YYETY KaJApPOB

17. Tpynosoii noroeop. [Ipuka3 o mpueme Ha pabOTy

18. OdopmiieHHe TIEpPEBOIOB

19. Buner otmryckos. [lopsamok mo odopmiernto

20. [Nopsinok odopmieHus KoMaHAUPOBKHU. COCTaB IOKYMEHTOB, COJIEPIKAaHUS, TOPSIOK IMOATOTOBKU
IpUKa3a 0 KOMaHIUPOBKE

21. Buner moonipenus. Coctas, copepikaHue, MOPSIOK MOATOTOBKH U O(hOPMIICHHS ITPUKA30B O
MOOMIPEeHUH paboTHHKA

22. Buyel quctuuimHapHbIX B3bIcKaHHR. CocTaB, cosepkaHue, MOPSI0K IOATOTOBKH U 0(pOpMIICHHE
MPUKA30B O B3bICKAHUIX

23. [Topsnok mpoBeeHHs aTTeCTal PAOOTHUKOB B opranu3anuu. Cocras, CofepKaHue, MOPsI0K
MOJIrOTOBKU ¥ 0OPMIICHHE MTPUKA30B 00 aTTecTaluu

24, Pacropxenue Tpynosoro gorosopa. Cocras, cojep>kaHue, IOPSI0K MOJTOTOBKY U opopMiieHue
MPUKa30B 00 YBOIbHEHUH

25. Bujpl yueTHBIX JOKYMEHTOB, COCTaB, HH()OpMAIIs, OPSIO0K 3aI0OTHEHHS U BeJICHHS.

26. HopmaTuBHas v ipaBoBasi periiaMeHTaIHs OpsAKa BeIeHNs IMYHbIX aen. OpopMmiieHre U BeIeHNe
JUYHBIX JieT paOOTHUKOB

217. TpynoBast KHWKKa paOOTHHKA KaKk OCHOBHOM JOKYMEHT O TPY/IOBOM CTa)e pabOTHHKA

28. Perucrpamyst JOKyMEHTOB 110 THYHOMY COCTaBY

29. Oco6eHHOCTH JJOKYMEHTHPOBaHUS B Jielia TIOKYMEHTOB T0 JINYHOMY COCTaBYy

30. [MpaBuia cucTeMaTH3aMK PACIIOPSIUTENBHBIX TIOKYMEHTOB, YYE€THBIX JIeJl, TPYJOBBIX KHIKEK

31 Homenxuarypa nen kaapoBoi ciryKObl

32. JKcrnepTr3a HEHHOCTH JIOKYMEHTOB KaJIpOBOM CITy>KObI, €6 HOpMAaTHBHO-METOINYECKasi OCHOBA,

OpraHH3alHs U TIOPSIIOK MTPOBEICHHUS
33. CocraB TOKYMEHTOB KaJI[pOBOH CITy»ObI, OAJIKAIIMX Tiepeiade B apxuB. [IpaBuiia moroToBKu
JOKYMEHTOB T10 JINYHOMY COCTaBY K Iepeade B BEJOMCTBEHHBIN apXuB
34. CoctaB 1 0popMIICHHE OTUCH JOKYMEHTOB T10 JMYHOMY COCTaBY. [1ops/I0K yHUUTOKEHUS
JOKYMCHTOB C UCTCKIINMHU CPOKaMU XpaHCHUSA



5.4. Meroauyeckne MaTepuasbl, ONpedeJfAONINe MPOUeIYPbl OLEHMBAHHUS 3HAHMHA, YMEHMI,
HABBIKOB M (WJIN) ONBITA 1eATEJIbHOCTH, XaPAKTEePU3YIOIIUX 3TaMbl (JOPMUPOBAHUA KOMIIETEH U

OCHOBHBIMH (POPMaMHU TEKYIIETO KOHTPOJIS SIBIISTFOTCS OLICHKA COCTABICHUE KOHCIIEKTOB, YCTHBIE OIPOCHI,
AHHOTHPOBAHUE TEKCTOB, MOATOTOBKA JOKJIAIOB U TIPE3CHTAIIHH.

Joxnan — myoimyHoe cOOOIICHHE Ha ONPE/ICIICHHYO TEMY, B TIPOIIECCE MOJTOTOBKH KOTOPOTO CTYICHT
WCTIONB3YET TE YT MHBIE HaBBIKW MUCCIIEA0BATENbCKON paOboThL. [1oroTOBKA TOKIIa 0B MPEAIonaraeTcs mo
coJIepIKaIuMCs B paboueii mporpaMMe TUCIUTUIMHBL TEMaM.

Hammcanne koHcnekTa (CTaTby, MOHOTpaduu, yaeOHUKA, KHUTH U TIP.) PEICTABIAET COOOH AeSITETFHOCTh
MarucTpaHTa 1o co3[aHuio 0030pa nHpopMaIyu, coaepKaileiics B 00beKTe KOHCIIEKTUPOBaHHUs, B 00JIee KpaTKOH
(dopme. B KOHCIIEKTE JTOJKHBI OBITH OTPaKEHBI OCHOBHBIE MPUHITUITHATBHBIC TIOJI0KEHUS ICTOYHUKA, TO HOBOE, UTO
BHEC €T0 aBTOpP, OCHOBHBIC METO0JIOTHUCCKUE TTOJI0KECHUS PabOThI, apTyYMEHTBI, ATAIlbl JIOKA3aTeIbCTBA U BHIBOJIBI.

AHHOTHPOBaHHUE TEKCTA (AaHHOTALMS — KpaTKasi XapaKTePUCTHKA TEKCTa, KHUTH, CTAaThH, PACKPBIBAIOIIAs
coaepxanue). DUKCUPYIOTCS OCHOBHBIE TPOOIIEMBI, 3aTPOHYTHIE B TEKCTE, MHEHHSI, OLICHKH, BBIBOJIBI aBTOPA.

IIpe3enTauns — popMa TEKyIIEro KOHTPOJIs, I'ie, KpoME YMEHUs paboTaTh ¢ HHPOPMALMEH, HCIIOIb3YIOTCS
MPaKTUYEeCKNUE HABBIKH 10 HATJISJTHOMY IPOCTPaHCTBEHHOMY €€ OTOOPaKEHHUIO.

MakcumanbHOe KOINYeCTBO 0aIoB, KOTOPOE MOKET HaOpaTh MarCTPAHT B TEUEHUE CEMECTPa 3a
TEKYILUI KOHTPOJIb, paBHsieTcs 80 Gaymiam.

MuHUMaIEHOE KOJTMYECTBO OAJIOB, KOTOPbIE MArUCTPAHT J0JDKEH Ha0paTh B TEUECHHE CEMECTpa 3a
TEKyIINA KOHTPOIlb paBHseTcs 40 Gammam.

MakcuManbHas cyMMa 0aiioB, KOTOPblE MAarHCTPAaHT MOYKET MOJIYYUTh Ha 3a4eTe, paBHseTcs 20 Gamiam.

DopMoii TPOMEKYTOYHOH aTTECTALIMU ABJISCTCS 3a4ET, KOTOPBIC IPOXOAUT B (JOPME YCTHOTO
co0eceioBaHMsI 110 BOIIpOcaM B OuiIeTe.

IIIxana oneHUBaHU 3a4Y€eTa:

Basbl Kpurtepuu oueHuBanus

20-16 MarucTtpaHT IpOYHO YCBOUJI MPEAYCMOTPEHHBIHN MPOrpaMMHBIA MaTepHall; IPaBUILHO U
apryMEHTHUPOBAHO OTBETUII Ha BCE BOMPOCHI C IPUBEIECHUEM IPUMEPOB; TIOKa3al
r1yOOKHe CHCTEMAaTU3UPOBaHHbIEC 3HAHUS, BIIAJEET IPUEMaMH PACCYKACHUS U
COIOCTABJISIET MaTepUAall 3 Pa3HBIX UCTOYHUKOB; TEOPHUIO CBSI3BIBAET C TPAKTHKOM,
JPYTUMH TEMaMH JJaHHOT'O Kypca.

15-11 MarucTpaHTt NpoYHO YCBOWI NPENYCMOTPEHHBIN TPOrPaMMHBINA MaTEpUAIT; HO HE BCEraa
apryMEeHTHPOBAaHO OTBEYAJ Ha BOMPOCHI C IPUBEIEHUEM ITPUMEPOB; IMOKA3all

CUCTEMATHU3MPOBAHHBIC 3HAHKWA, HE BCCTIa BJIIAACCT IpUEMaMU pPaCCYKICHUA U




COMOCTABIIAECT MAaTEPHAN U3 PA3HBIX UICTOYHUKOB; TCOPUIO CBSA3BIBACT C MPAKTUKOM,
JIPYTHMH TEMaMH JaHHOTO Kypca.

10-6

MarucTpaHT He TOCTaTOYHO MPOYHO YCBOMII PETYCMOTPEHHBIN IPOrpaMMHBII
MaTepHai; HO He BCErla apryMEHTHPOBAaHO OTBEYAN Ha BOIPOCH! C IPUBEICHUEM
MIPUMEPOB; MTOKa3ajJ HEJOCTaTOYHO CUCTEMAaTU3UPOBAaHHBIE 3HAHUS, HE BCET1a BIAJCET
IpUeMaMH PacCy>KICHUS U COTIOCTABISIET MaTeprall U3 pa3HbIX HCTOUYHUKOB; HE
CBSA3BIBAET TEOPUIO C MPAKTUKOM.

5-0

MarucTtpaHTt He yCBOWI IPELyCMOTPEHHBIN IPOrpaMMHBIN MaTepua; He OTBETUII Ha
OOJBIIMHCTBO BOMPOCOB MPEIIOIABATEIsI, HE CBA3BIBACT TCOPHUIO C MMPAKTUKOM.




HTorosas mkajga oneHUBaHMS Pe3yabTaTOB OCBOCHUA JUCHUIIJIHHBI

Bamner OueHnuBaHue 10 CHCTEME «3a4YTEHO / HE 3aYTEHO»
100-41 3a4TEHO
40-0 HE 3aYTE€HO




