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1. lean u 3agaun AUCHUATIHMHBI

1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:

[IK-4 CnocoOGeH opraHu30BBIBaTh PadOTy CIIyX)Obl JOKYMEHTAIIMOHHOTO OOECTeUeHUs YIPABICHHUS H

ApPXUBHOU CITY>KOBI

1.2 Tumbl 3amad mpodecCHOHATBHOW JEATETLHOCTH, K KOTOPBIM TOTOBATCS OOydYaroluecs B paMKax

OCBOCHMHA NJUCLHMITIIIMHBI:

- HAy4YHO-UCCJIEA0BATEIbCKHI

- OpraHU3alMOHHO-YIIPaBIEHYECKUI

1.3 JIucuurniauHa OpHEHTHPOBAaHA HA MOATOTOBKY OOydYaromuxcs K MpodeCCHOHAIBLHON JesSTEIhHOCTH B
cthepe: 07 AIMUHHUCTPATUBHO-YIpaBieHYeCKast U oUCHAS JAeATENBHOCTh (B cepe OpraHu3allMOHHOTO U
JOKYMEHTAI[MOHHOTO 00eCIeYeH sl YIIPABICHUS OPTaHU3aLMSIMHI )

1.4 B pesynbrare 0CBOCHHSI TUCIUILUIUHBI Y 00YYaromIMuXCsl TOJKHBI ObITH CHOPMUPOBAHBI:

O0001IeHHBIC TPYIOBBIE
(hyHKUMY / TPYAOBBIC
(GyHKUMY / TPYyZOBBIC T
npohecCHOHATLHBIC
JeUcTBUs (IPU HATUYUU
npodcranaapra)

Kox u HauMeHoBanue
komreteHIm OI'OC BO,
HeOOXOaUMOM I
(hopMHUPOBAHUS TPYOBOTO
WM podecCHOHATBHOTO
JeHCTBHS

I/IH,I[I/IKaTopLI JOCTHIXXCHUSA KOMHGTGHHI/If/’I

[1K-4 Cnocoben
OpraHU30BEIBATH PadOTy
CITYKOBI
JOKYMEHTAIIHOHHOTO
oOecrieueHus yIpaBIeHUs 1
APXUBHOU CITYXKOBI

Opraausyer JIOKyMECHTAITMOHHOE obecmieueHne
JeSITEIBHOCTH Ka/IPOBOM CITY>KOBI B OpraHU3aIIH

1.5 CornacoBanue MEXAUCITUTUTMHAPHBIX CBA3CH TUCIUTIINH, 00€CIIEYNBAIOIINX OCBOCHUE KOMITCTCHITHI:

[IK-4 CriocobeH opraHW30BBIBaTH PaldOTy CIYKObI JOKYMEHTAITMOHHOTO OOECIICYCHUS
VIpaBJICHUS H APXUBHOMN CITYKOBI

Ne
n/m

HanmenoBanmue
JIMCITUILINH,
OTIPEICIISIIOITIX
MEKIUCIUTUTMHAPHEIE
CBSA3H

dopma oOyyeHus

Ounas 3aouynHas
(cemectp) | (cemectp)

112 (3|13 ]|4

1 [JToxannHBIE CHCTEMBI
JIOKYMEHTO000pOoTa

+ +

2 |MeHemKMEHT
KauecTBa B
yIpaBICHUH
JIOKyMEHTaMHU

3 |[IpaBoBBIC OCHOBBI
yIpaBIICHUSI
JIOKYMEHTaMH U
apxXuBaMu

4 |TIpakTHka o

MOy YEHHUIO
podecCHOHATBHBIX
YMEHHH U OMbITa
npodeccrnoHaTbHON
JESTeNbHOCTH




5|CoBpeMeHHBIE + +
TEXHOJIOTHHU B
JOKYMEHTHPOBaHUH
yIpaBIICHUS
MEPCOHAIOM

6 |Cranpaptusanus + +
JIOKYMEHTAIIHOHHOTO
obecreueHust
yIpaBICHHSI

7|Ynpasnenue + +
JOKyMEHTAaIHeH 3a
pyOexoM

8 |YnpaBnenue + +
KaueCTBOM
JOKyMEHTAINN

2. MecTo nucuuiuiaiabl B cTpykrype OIl marucrparypsbi:

JucuumuinHa «/lokyMeHTalmoHHOe o0ecredeHne AesiTeIbHOCTH KaIpOBOM CIIy>KOBD» OTHOCHUTCS K 4acTH,
¢dopmMupyeMOll yd4acTHHUKaMH OOpa30BaTENIbHBIX OTHOWIEHWH, YydeOHoro riana OIl mo HampaBieHUIo
1oarotoBku 46.04.02 - JIokyMEHTOBEIEHUE U apPXUBOBEACHHUE.

HucuumnuHa «JloKkyMeHTaIlMOHHOE O0eCIeueHue AeATeIbHOCTH KaapoBOHM CIy:KObD» m3ydaeTrcs B 2, 3
ceMecTpax.

3.00beM u conepxaHHue TUCUUILITUHBI
3.1.00peM QUCIMIUIMHEL: 2 3.€.

Oumnas: 2 3.¢.

3aounas: 2 3.e.

Bun yueOHo# paboTh Qunas 3aounas
(Bcero yacoB) | (Bcero 4acon)

O0mast Tpy10éMKOCTb TUCHHUILIHHBI 72 72
KonrakTHast pabora 56 26
Jlexuuu (Jlexuum) 24 12
[Tpaktuueckue (Ilpakt. pad.) 32 14
CamocrostensHas padota (CP) 16 42
3auer - 4
3.2.Conepxanue Kypca:

No HazBanue Bun yuebnol pabotsl, yac. | ®OpMBI TEKYIIETO
TEMBI paszerna/TeMsl Jexuun | Ipakr. CP KOHTPOJIS
pao.
O|3[0|3 |03
2 ceMecTp




3aKkoHOAATENBHOE, Ormpoc;

HOPMAaTHUBHO-METO] Brinmonnenue

UYeCKoe U MPaKTUYECKUX

OpraHU3alMOHHOE 3aJjaHUN

peryinmpoBaHue

NEeSTEIbHOCTH

KaJpOBOM CITyKOBI

Mecro kagpoBou

CITy>KObI B CUCTEME

yIpaBICHHUS

MepCcoHaIOM

JlokyMeHTHpOBaHUE Omnpoc;

TPYIOBBIX Brimonnenue

OTHOILIEHUH MPAKTHYECKUX

3aJIaHH;

TecTtupoBaHue

VYueT u BeneHue Omnpoc;

CIIPABOYHOTO Brinonnenne

amnmapara KaJpoBoi MPAKTHYECKUX

CITY OBl 3amanuii; Jlokman

Texkyuiee XxpaHeHue Omnpoc

JIOKYMEHTOB B

KaJIpOBOM CITy>k0e

KoundunenuuanpHas Brinonnenue

uH(popManus B MPaKTUYECKUX

KaJpoBOi cIry)KOe 3aJaHuN

DKcrnepTusa Brinonnenue

LEHHOCTH MPAKTHYECKUX

JIOKYMEHTOB. 3aJIaHH;

ITonroroBska TecTtupoBanue

KaJpOBBIX

JIOKYMEHTOB K

MOCTOSTHHOMY U

JOJITOBPEMEHHOMY

XpaHEHUIO

DNEeKTPOHHBIN Ompoc; oknan

KaJIpOBBIN

JTOKyMEHTO000pOT

Tema 1. 3akoHonaTe/IbHOE, HOPMATHBHO-METOAMYECKOE M OPraHN3ANMOHHOE pPeryIupOBaHue
AeATeJIbHOCTH KaAPOBOi caxy0b1 MecTo KaapoBoii ciay0bl B cHCTeMe YIIPaBJIeHUs IEPCOHAJIOM
(IIK-4)

Jlexknus.
[lonatue wu ompeneneHue mporecca JAOKYMEHTAIMOHHOTO OOeCHeueHHsl YMpaBJICHUs IEPCOHATIOM
OpraHu3aLNH.
Ponp w 3amaum kaapoBoil cimyxkObl B cHCTeME ymOpaBieHuss mepcoHanoM. I[loHsTue KagpoBoro
Jenonpou3BojcTBa. OpraHu3anus KaapoBOH CIyXObl (IOJOKEHHE O TOAPa3/IeieHUH, TOHKHOCTHAsS
MHCTPYKLUSA).
KangpoBble NOKYMEHTBI KaK COLMAIbHO 3HAUYMMBIE JOKYMEHTBI OPraHU3allid, PETYIUPYIOLIME TPYLOBBIE
IIPABOOTHOLICHHS. 3aKOHOJATEIbHBIC U NHBIC HOPMAaTHBHBIE IIPABOBBIC M HOPMAaTUBHO-METOAUYECKHUE AKTHI,
peryaupyroniie 3ty oTHomeHus1. OCHOBHBIE IOHATHS U TEPMUHBI.
JlokanpHple HOpPMAaTHBHBIE aKThl OpPraHM3alMM (yCTaB, KOJIJIEKTUBHBIM JIOTOBOp, IITATHOE paclHMCAHUE,
IIpaBWJIa BHYTPEHHETO TPYAOBOIO PAaCIOPsIKa, KOJJIEKTUBHBIN JOTOBOD).



@dakynpTaTUBHBIE JIOKAJIbHbIE HOPMATUBHBIE AaKThl OpraHu3aluu (MOJIOKEHUS O CTPYKTYpPHBIX
MOpa3IeICHUSIX, TIOJIOKEeHHE 00 aTTecTaluu, 0 KOPIOPATUBHOM ITHKE, O KOMAaHIUPOBAHUU U T.IL.).
JlokanpHBIE HOPMATHUBHBIE AaKTHl OPraHU3allid, PETYIUPYIONIUE TMOPSIOK pabdOoThl C JTOKYMEHTaMH,
COJIep KAILIUMHU MTEPCOHATBHBIE JTAHHBIE.
OTBETCTBEHHOCTH 32 HAPYILIEHHUS B KQJPOBOM JIETIONPOU3BO/ICTBE.

IIpakTnyeckoe 3ansATHE.
Cemunap. [IpaBoBas 6aza, permaMeHTHPYIOIIAs JeSTEILHOCTh KaAPOBOU CITYKOBI
Bomnpocsr mst o6cyxnenus:
1. CTpyKTypa 3aKOHOJATEIbHON 1 HOPMAaTUBHO-METOAMYECKOM 0a3bl KaJpOBOU CITY>KOBI.
2. IlpaBwiia odopmiieHUs KaJpOBOM TOKyMEHTAIUK ¢ TpuMeHeHneM TpymoBoro koxekca Poccuiickoit
denepanuu.
3. PernameHTanus KaapoBOro AeJIONPOU3BOJICTBA.

3ananus AJ51 CAMOCTOSITEILHOI padoThI.
W3ydeHre HOpMAaTUBHBIX JOKYMEHTOB, PETaJIMEHTHPYIOIIUX J1eIeIbHOCTh KaIPOBBIX CIYkKO

Tema 2. /lokymeHTHpOBaHue TPYA0BbIX oTHOMeHUIT (ITK-4)

Jlekumus.
Enunenii mopsimok  odopmiieHHs TPYAOBBIX OTHomeHH. OOsi3aTenbHble yHUGUIIUPOBAHHBIE (HOPMBI
JOKYMEHTOB I10 YYETy KaJIpOB.
Odopmiienne mnpuema Ha pabory. OdopmieHue mepeBoaoB. JOKyMEHTHpOBAHHME TMOOIIPECHUMH,
JTUCHUIUTMHAPHBIX B3bICKAaHUM, OTIMYCKOB, KOMAaHIUPOBOK, YBOJIbHEHHUS. TpynoBble KHUKKH M paboTa ¢
HUMH. BeneHwe 57eKTpOHHOW TpyAoBOW KHIDKKK. OOImMe BOMpoChl MO mepexomy Ha 3¢PHEeKTHUBHBIN
KOHTAKT.

IIpakTnyeckoe 3aHsATHE.
OdopmieHre MOCTOSHHOTO NMEPEBOA COTPYAHHUKA B IPYTO€ CTPYKTYPHOE TOApa3IeICHHE
Hanamurnky o6opynoBaHust IpoOrU3BOACTBEHHOTO 1iexa A.B. JlaMImoukuHy npeioKuim nmepeBoja Ha padoTy B
11exX cObITa TOTOBBIX M3JIEIHI HA Ty K€ JOKHOCTh. C mepeBoioM oH cornaceH. YToObl H3MEHUTH TPYIOBOM
JI0TOBOP, 0OPMIIIN AOTMIOTHUTENbHOE corvlamieHne. Ha ocHoBaHMM JJOTIOIHUTENBHOTO COIVIAIlIEHUs U3AalIn
MpuKa3 o nepesojie mo yuuduiupoanaoi popme Ne T-5. 3anuck o ToM, 4TO COTPYIHUKA ITIEPEBEIN Ha
IPYTYIO JOJKHOCTh, BHECIIU B €r0 TPYAOBYIO KHIKKY U JINYHYIO KapTOUKY.
OdopmuTte Bce TOKyMEHTBI, COMPOBOXKAAIOIINE IPOLEAYPY OCTOSIHHOTO IepeBoa

3ananus AJ51 CAMOCTOSITEILHOI padoThI.
Odopmienne MOCTOSHHOTO NMEPEBOAA COTPYAHUKA HA APYTYIO TOJKHOCTD
Hanamuuky o6opymoBaHus mpou3BOACTBEHHOTO 1iexa A.B. JlaMmoukuHy npeanoXuinm nepeBo Ha paboty B
MIPOM3BOACTBEHHBIH 1I€X Ha JOHKHOCTH AJIEKTpUKa ydacTka. C mepeBo oM OH cortaceH. YToObl N3MEHUTH
TPYZIOBOI TOTOBOP, OOPMILTH JOTOIHUTENBHOE coranieHne. Ha oCHOBaHHMH JOTIOHUTEIHHOTO
COTTIAIICHUS U3AJIH MIPUKa3 O MepeBojie 1o yHuduuupoBanuoit popme Ne T-5.
3anuce 0 TOM, YTO COTPYIHUKA MEPEBEIM HA APYTYIO IOJKHOCTh, BHECIIH B €T0 TPYAOBYIO KHIDKKY U
JIu4Hyo Kaprouky, C3B-T/I.
OdopmuTe Bce TOKyMEHTHI, COMPOBOXKIAIOIINE IPOIEAYPY TOCTOSTHHOTO ITEPEBOIA

Tema 3. Yuer u BegeHHe CIPABOYHOIO anmnapara KaapoBoii ciay:k0b1 (IIK-4)
Jlexknus.

VYder u perucrpanus IOKYMEHTOB IO JIMYHOMY COCTaBY, JIMYHBIX JIEJI B KaJPOBOM Ciyk0Oe OpraHu3aiuu.
VYder nBrxeHus kaapos. JInyHas kaprouka paboTHUKA, TPeOOBAHNUS K 3aTIOJTHEHUIO M BEACHUIO.
BHenpeHne KOMITBIOTEPHBIX TEXHOJIOTMH B paboTy KaapoBOM ciyxObl opranuzamuu. Co3nanue Hu
o(opmiieHrE TOKYMEHTOB C MTOMOIIBIO0 KOMIIBIOTEPHBIX TEXHOJIOT U

IIpakTH4eckoe 3aHATHE.
IToaroroBbTE MUCHMEHHBIN 0030p COBPEMEHHBIX ABTOMAaTU3UPOBAHHBIX CUCTEM IO KaJpPOBOMY
JEJIONPOU3BOLICTBY

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.



AprtamoHoB 1. A. puHAT Ha TOMHKHOCTH Oyxranrepa B OO0 «Mupy, rae padota i Hero OyaeT OCHOBHOM.
Kakue noxymenTsl B coorBeTcTBUU ¢ TK P® 0H nomkeH npencTaBuTh B OTAET KaJlpOB OpraHu3aiuun?
Kakue 10KyMeHTBI OH MOXKET MPEJICTaBUTh ISl HOATBEPKIACHUS CBOETO MPO(EeCcCCHOHATBLHOTO YPOBHS?
JlaiiTe mopoOHbIi OTBET

Tema 4. Texkyliee xpaHeHue J0KyMEHTOB B KaapoBoii ciayxoe (ITK-4)
Jlekumus.

Howmenkuatypa nen xaapoBoi ciryxk0bl. CocTaBlieHUE 3aT0JIOBKOB /1€ M ONPECIICHNE UX CPOKOB XpaHEHUSI.
Cucremarusaliysi 3arojIoBKOB JIeI.

dopmupoBaHue, BeIeHHE U XPAaHEHUE TOKYMEHTOB I10 INYHOMY COCTaBY.
Jlmanoe neno paborarka. OcoOEHHOCTH POPMHUPOBAHUS U BEICHUS.
IIpakTnyeckoe 3aHsATHE.

PaboTHMK KagpoBOH CITy>KObI ITy4dnIT 3aJaHHE PYKOBOJIHUTENSI KaJpOBOU CITy>KObI Ha 3aBe/ICHUE U
o(opMiIeHHE TMYHOTO JieNla BHOBb PUHATOTO pabOTHUKA.

BHOBB NpUHATHIN paOOTHUK — 3TO PYKOBOISIINIA PAOOTHHUK B BHICIINM 00pa30BaHUEM, MPOLIEIIINI
poeCCHOHABHYIO MEPETIOAT0TOBKY, MOBBIIIICHUE KBATH(PUKALNU, UMEIOIINN YUCHYIO CTEIICHb,
rocyapcTBeHHbIe Harpaabl. Kakue 1oKkyMeHTHI Oy/ieT BHECEHBI BO BHYTPEHHIOIO OIUCH IOKYMEHTOB,
BKJIIOUEHHBIX B JIMYHOE JIeJI0 paboTHHUKA?

3anaHus AJ51 CAMOCTOSITEILHOI padoThI.

PaboTHuK KampoBoii ciy:k0b1 MuHHCTEPCTBAa 00pa3oBaHus H-ckoit 00acTy MOTyqrT 3a/1aHKE
PYKOBOIMTENS KaIPOBOU CIIy,ObI C(OPMUPOBATH JTUUHOE JI€JI0 KOHCYbTaHTa MUHUCTEpCTBA 00pa30BaHUs
H-ckoit o6mactu MBanosa M.1., mocTynuBIero Ha roCy1apCTBEHHYIO TPaKIaHCKYIO CIIY KOy 110 KOHKYPCY
MIOCJIE 3aBEPIUICHHSI BOCHHOM CITy»KOBbI.

Npanos N.1. umeer Briciiee 00pa3oBaHne, BOMHCKOE 3BaHKE, TOCYIAPCTBEHHBIE HATPaIbl.

[ToAroTOBUTH CIMCOK TOKYMEHTOB ISl BKIIFOUEHHUS! BO BHYTPEHHIOIO OMKCH JOKYMEHTOB JIMYHOTO JIeNa
KOHCYNbTaHTa MuHHCTepcTBa 0Opa3oBanust H-ckoit o6nactu MBanosa N.1.

Tema 5. KonpuaenunaiabHasa ungopmanus B Kaaposoii ciyxkoe (ITK-4)
Jlekumus.

[TonssitTue m ocobeHHOCTH KOHUAeHIIMaTbHONH wuHpopManuu. KoHpuAeHIMATBHOCTh TMEePCOHATBHBIX
naHHbIX. [lepconanbable qaHHBIE paboTHUKA. OCOOEHHOCTH 00PaOOTKH MEPCOHATBHBIX JaHHBIX.

XpaHeHHue TOKyMEHTOB, COAEp X AIlUX MEepCOHANbHbIE JaHHbIE Ha OyMa)>KHOM U SJIEKTPOHHOM HOCHTEIE B
TEKYyIIEeM JEIONPOU3BOICTBE.

IIpakTnyeckoe 3ansATHE.
Cemunap. PabGora xaspoBoii ci1y>k0blI C IepCOHATILHBIMU TaHHBIMU
Bomnpocsr mist o6cysxnenus
1. CocTaB nepcoHalbHBIX JaHHBIX PAOOTHHKA.
2. Tlopsimox 00pabOTKH MEPCOHATBHBIX JaHHBIX PAaOOTHHUKA.

3. OTBEeTCTBEHHOCTH paboTonaress: TUCHUIUTMHAPHAS; aIMUHUCTPATUBHAS; TPAKIAHCKO-IIPAaBOBAs;
YIOJIOBHAS.

4. Peanuzanusi Mep 1O 3aIIUTE MEPCOHATBHBIX JaHHBIX PA0OTHHKA.

5. Meronuka pazpabotku [lomoxkeHus 0 3amuTe NEPCOHANBHBIX TaHHBIX pa0OTHHKA.

6. OTBETCTBEHHOCTH 3a pa3MIalleHne TaHHBIX pa00THUKA, KOH(DUICHINATBHON HH(pOpMaLIUH.
3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.

Pazpabotka [TonoxxeHus 0 mepcoOHaANBHBIX TaHHBIX PA0OTHUKA

Tema 6. IxkcnepTH3a HEHHOCTH T0KYMeHTOB. [1oAroTroBKa KagpoBbIX TOKYMEHTOB K IOCTOSTHHOMY U
noJjiropemeHHomy xpanenunio (ITK-4)
Jlekumus.



Ortanbl  MOATOTOBKM  Jed1 K  xpaHeHuto. llonstue  "skcmeprusa  IEHHOCTH  JOKYMEHTOB'.
HopmaruBHO-MeTOqMuUECKass OCHOBAa TPOBEACHHMS AKCIEPTU3bl LEHHOCTH JOKyMEHTOB. (OCHOBHBIE
NPUHIUIBI U KPUTEPUH IKCTIEPTU3BI IEHHOCTH JAOKYMEHTOB. OpraHusanus paboThl SKCIIEPTHBIX KOMUCCHIA
(9K) yupexxnenus. [lonoxenne 00 SKCIEPTHON KOMUCCHH, OpraHu3aius ee padoThl U TOKYMEHTHPOBAaHHUE
NesITeIbHOCTH.

Otanbl MPOBEACHUS IKCIEPTU3BI LIEHHOCTH JOKyMeHTOB. Kpurepun ordopa JOKyMEHTOB Ha JJIUTEIbHOE U
IIOCTOSIHHOE XPaHECHHUE.

TpeOGoBanus kK 0OPMIICHHIO JIE] 110 JIUYHOMY COCTABY M JIMYHBIX €71 YBOJICHHBIX, IPHHUMAEMBIX B apXUB.
[TogroroBka nen K apXMBHOMY XpPaHEHHIO: HyMepalus JMCTOB, COCTaBJICHHE JIUCTA-3aBEPUTENS WU
BHYTpPEHHEH OIMUCH, MOAIIMBKA Jiea, 0popMIIeHHnE OOIO0KKH.

IIpakTn4yeckoe 3ansATHE.
Cemunap. OdopmiieHne pe3ynbsTaToB SKCIEPTH3bI IEHHOCTH JJOKYMEHTOB
Bomnpocsr nist o6cyxnenus:
1. CocraBnenue u oopMiIeHUE OMHCEHN /1€ 110 JTUYHOMY COCTABY M JIMYHBIX JIeNT YBOJICHHBIX.

2. Tlopsimox BblAENEHUS K YHUYTOKEHUIO JOKYMEHTOB BPEMEHHOTO XpAaHEHHA. AKT YHUUTOXCHHS
JOKYMEHTOB C UCTEKIINM CPOKOM XPAHEHHUS.

3. Ilepenaya nen B apXuB OpraHU3AIUY.

4. Opranuzanusi paboThl MO 3KCIIEPTU3E IIEHHOCTH, MEPEBOly Ha MOCTOSHHOE XpaHEHHE WM OTOOpY Ha
YHUYTOKEHHUE TOKYMEHTOB I10 TUYHOMY COCTaBY, CPOK BPEMEHHOI'O XPaHEHUS KOTOPBIX UCTEK.

5. Ilopsaok nepenadn aei U3 apXyuBa OpraHU3alUuy B TOCYJapCTBEHHBIN WM MyHULIUIIAJIBHBIN apXUB.
3aganus 1J151 CAMOCTOSITEJIbHOM PadoThlI.
Pazpabotka kputepreB 0T00pa KaJpoBBIX JOKYMEHTOB Ha JJIUTEIBHOE U MOCTOSTHHOE XpaHEHHE

Tema 7. diekTpoHHBI KagpoBblii nokyMeHTO0OO0pOT (ITK-4)
Jlexknus.

HopmaruBHOe peryaupoBaHue Ipoliecca MepexoAa Ha SJICKTPOHHBIM KaJpOBBIM JOKyMEHTOOOOPOT.
[lepexoq Ha 9NEKTPOHHBIA  KAJAPOBBI  JTOKYMEHTOOOOPOT: TOPSJIOK BBEIEHHUS  DJIEKTPOHHOTO
JOKyMEHTOOOOpOoTa W TmpuemMa Ha paboTy K paboTomarento, WCHONB3YIOMEMY AIIEKTPOHHBIN
JOKyMEHTOOOOpOT;  B3amMojeiictBue paborojarens U pabOTHHKA MOCPEACTBOM  AIIEKTPOHHOTO
JTOKyMEHTO000poTA.

IIpakTH4eckoe 3aHATHE.
Nzyuenue mnardopsr "Padora B Poccun"
3ananus AJ51 CAMOCTOSITEILHOI padoThI.

Nzyuenune denepanpuoro 3akoHa oT 22 Hos0ps 2021 1. N 377-D3 "O BHeceHnn n3MeHeHuid B TpymoBoit
konekc Poccuiickoit @eaeparun’

4. Konrpoab 3HaHMI 00y4alOLINXCS M THIIOBbIE OLICHOYHBbIE CPEICTBA
4.1. Pactipenenenue 0auioB:

2 ceMecTp
* mocenraemocts — 10 GamtoB
*  TEKyIHuHd KOHTPOJIbL — 70 GamioB
*  KOHTPOJIBHBIEC Cpe3bl — 2 cpe3a mo 10 6amIoB KaKabIi
* mpeMuasbHBIC OauTel — 20 6aioB

Pacnipenenenne 6aJiioB 10 3aaHHSIM:

No  [HaszBanue Ttembl | DopMbl Max. MeTtoauka mpoBeICHUS 3aHATHS U OLICHKU
Te | /BHJI y4eOHOH |TEKyIEro | KoJI-BO
MBI paboThI KOHTpoJisi | 0asuioB

/ cpe3sl




3akonomarensHo | Ompoc 5 5 OaIoB — CTYIEHT YMEET COINOCTAaBUTh TMOMYyYCHHYIO TIpH
e, MOATOTOBKE K 3aHATHIO MH(OpManuio, 4eTKO (GopMynnpoBaTh CBOU
HOPMAaTHBHO-Me BOIIPOCHI U OTBEYATh Ha 3aJjaBaeMble €My BOIPOCHI, BECTH JTUCKYCCHIO
TOAMYECKOE U C MCIIOJIB30BaHUEM COBPEMEHHOI TEPMUHOIOTUI
OpTaHU3alMOHH 3-4 Gamna - CTYIEHT yMeeT MIPUMEHSITDH MOTYyYSHHYIO TIPH MOATOTOBKE
oe K 3aHATHIO HHPOPMAIIHIO, OTBEYaTh Ha OONBLUIMHCTBO BOIIPOCOB
perynupoBaHue 1-2 Gamna — CTYOEHT BiaJeeT TEOPETUYECKHM MaTepHajioM IO TeMe
JeSITeTbHOCTH 3aHATHSI, HO 3aTPYIHSIETCSA PU OTBETE Ha BOMPOCEHI
KaZpOBOii Ecmu crymeHT He Bnazeer mpoOneMaTWKOW — 3aHATHS, HE MOXKET
ciyx061 MecTo OTBEUaTh Ha BOMPOCHI, 3aUNTHIBAECT OTBET [0 TEKCTY — OTBET OaJlIaMu
KaZpOBOii HE OLICHUBACTCS
CIryxO0BI B Brinmonne 5 5 GannoB - paboTa BBIIIOJTHEHA B 0PopMIIeHa Oe3yIIPEeYHO
CUCTCMC HUe 3-4 Ganna- UMEIOTCS OUIMOKHU B COAEPKaHUU U 0(popMIIeHUH PadOTHI
YUPABJICHHUA  (mIpaKTH4Y€EC 1-2 Gamna - paboTa BBHINONHEHAa C CYIIECTBEHHBIMU OLIMOKAMH H
NepCoOHAIOM KHX oopmiieHa HEOPEKHO
3aJaHuN
Hokymentuposa | Ompoc 5 5 OaIoB — CTYIEHT YMEET COINOCTaBUTh TMOMYyYCHHYIO TIpH
HHUE TPYAOBBIX MOATOTOBKE K 3aHATHIO MH(OpManuio, 4eTKO (opMynnpoBaTh CBOU
OTHOLICHUH BOIIPOCHI U OTBEYATh Ha 3aJjaBaeMble €My BOIPOCHI, BECTH JTUCKYCCHIO
C MCIIOJIB30BaHHEM COBPEMEHHOI TEPMUHOIOTUHI
3-4 Gamna - CTYIEHT yMeeT MIPUMEHSITDH MOMYyYSHHYIO TIPH OATOTOBKE
K 3aHATHIO HHPOPMAIIHIO, OTBEYaTh Ha OONBLUIMHCTBO BOIIPOCOB
1-2 Gamna — CTYOEHT BiaJeeT TEOPETUYECKHM MaTepHajioM IO TeMe
3aHATHS, HO 3aTPYIHSIETCSA PU OTBETE Ha BOMPOCEHI
Ecnu crymeHT He Bnazeer mpoOneMaTWKOW — 3aHATHS, HE MOXKET
OTBEUaTh Ha BOMPOCHI, 3aUNTHIBAECT OTBET [0 TEKCTY — OTBET OaJlIaMu
HE OLICHUBACTCS
Brinonne 5 5 0OamioB - paboTa BBIIOTHEHA U 0opMIleHa Oe3yTPEedHO
HUe 3-4 Ganna- UMEIOTCS OUIMOKHU B COACPKaHUU U 0popMIIeHUH PadOTHI
MpaKkTuiec 1-2 Gamna - paboTa BBHINONHEHAa C CYIIECTBEHHBIMU OLIMOKAMH H
KHX odopmiieHa HEOPEIKHO
3a1aHUM
Tectupos 10 1 6ann Hauncnsiercs 3a Kaxkable 10% MpaBHIIBHBIX OTBETOB
aHue
VYuer u Benenne | Ompoc 5 5 O0awtoB — CTYOEHT YMEET CONMOCTaBUTh TIOMYyYECHHYIO TIpH
CIPaBOYHOTO MOJTOTOBKE K 3aHATHIO MH(OpMaInuio, 4YeTKo (GopMynmupoBarh CBOU
ammapara BOTIPOCHI M OTBEYATh HA 33/JaBAEMbIE €My BOIIPOCHI, BECTH THUCKYCCHIO
KaJpoBOH C UCIOJIb30BAaHUEM COBPEMEHHOMN TEPMUHOJIOTUN
CITYXKOBI 3-4 Gata - CTYIEHT yMEeT MPUMEHSATH MOIYyUYEHHYIO IPU IMTOATOTOBKE
K 3aHSITHIO UHPOPMAIIUIO, OTBEYaTh Ha OONBIIMHCTBO BOIIPOCOB
1-2 Gamra — CTyIEHT BlafceT TCOPETUICCKUM MaTepHajioM II0 TeMe
3aHATHSA, HO 3aTPYOHIETCS IIPH OTBETE HA BOIIPOCHI
Ecnmu crymenT He BnameeT mpoOIEeMaTHKONW  3aHATHS, HE MOXKET
OTBEYATh Ha BOIIPOCHI, 3aYUTHIBAET OTBET IO TEKCTY — OTBET OajuiaMu
HE OLIEHUBAETCS
Brimonae 5 5 6aioB - paboTa BBIITOIHEHA U 0 opMIIeHA OE3YTIPEIHO
HUE 3-4 Ganma- IMEIOTCSI OITUOKU B colep kKaHUH ¥ 0(DOPMIICHUH PabOTHI
MIpaKkTH4eC 1-2 Gamma - paboTa BBITOJIHEHA C CYIICCTBCHHBIMH OIIMOKAMH U
KHUX odopMiIeHa HEOPEKHO

3aJaHuN
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Hoxman(k
OHTPOJIBH
blIii cpe3)

10

9-10 GayutoB — CTYAGHT TPaMOTHO BBICTPAMBACT JIOTUKY CBOETO
JOKJIaja o MarepuaiaM pedepara, pacKpbIBacT TEMY HCCIICIOBAHHS,
NPOJACMOHCTPHPOBAHEI ~ XOpPOLIME  OPAaTOPCKHE  CHOCOOHOCTH,
BBICTYIUICHUE  CONPOBOXKAACTCS  NpPE3CHTAIMed  IOJyYCHHBIX
pe3yabTatoB. [ paMOTHBIC OTBETHI HA TOTIOJTHUTEIBHBIC BOIIPOCHI

8-7 0amnmoB -  CTyAGHT TPaMOTHO BBICTPAWBACT JIOTHUKY CBOETO
JOKJIaja Mo MarepuaiaM pedepara, pacKpbIBacT TEMY HCCIICIOBAHHUS,
JEMOHCTPHPYET OTACIbHBIC OpPUTHHAIBHBIC HAXOAKU B PELICHUH
npoOJIeMbl, TIEPCIICKTUBBI HCCIICAOBAHMS HAMEUEHBI OTACIbHBIMH
MITPUXAMH, MPOJEMOHCTPHPOBAHBI XOporme OpaTopcKue
CIIOCOOHOCTH,  BBICTYIUICHHE  CONPOBOXKIACTCS  Npe3eHTaIHel
MOTYYCHHBIX Pe3yiabTaroB. /laHbl IpaMOTHBIC OTBETHI HA OT/ACIBHBIC
JOTIOJTHUTENILHBIE BOITPOCHI

6-5 OajutoB -  JIOTMKAa BBICTYIUIGHHS B OTICIBHBIX MECTax
HapyIIaeTcsi, TeMa WCCIEAOBAHUS PACKpPBIBACTCS, OTCYTCTBYIOT
OpPHMTMHAIIbHBIC HAXOAKH B PEIICHUH TNPOOJIEMBI, NEPCIECKTHBBI
UCCJICIOBAHUS ~ HAaMEYEHBbl  IYHKTUPHO,  TNPOAEMOHCTPUPOBAHBI
CpeIHHE OpaTOPCKUE CIIOCOOHOCTH, BBICTYILICHHUE CONPOBOXKIACTCS
Npe3eHTalMell MONYyYCHHBIX PEe3yNbTaToOB, OTBETHl HAa BOMPOCHI
TpeOyIOT yTOUHECHUSI.

4-3 Gayuta — IpeNCTaBICHHBIC PE3yJbTaThl B Macce CBOCH HE HOBHI,
OTBET MPEJCTABISCT COOOH MPOCTOE 3aYNTHIBAHUE TEKCTA, OT/ACIBHBIC
OTBETHI Ha JIOTIOJTHUTEIIbHBIC BOIPOCKHI TPEOYIOT YTOYHCHHUS

2-1 Gamn - mMpeACTaBICHHBIC PE3yNIbTaThl B Macce CBOCH HE HOBHI,
OTBET MPEJCTABISCT COOO0H MPOCTOE 3aYNTHIBAHUE TEKCTA, CTYACHT HE
MOXKET JaTh OTBETHI Ha JOTIOJHHUTEILHBIC BOIIPOCHI

Tekyiee
XpaHeHue
JIOKYMEHTOB B
KaJpoBOH
ciyx0e

Ompoc

5 OayloB — CTYIEHT YMEET COINOCTaBUTh IONYyYCHHYIO TIpU
MOJTOTOBKE K 3aHATHIO MH(OpMaInuio, 4YeTKo (GopMynmpoBarh CBOU
BOIIPOCHI U OTBEYATh HA 3aJ[aBaeMbIe €My BOTIPOCHI, BECTH JTUCKYCCHIO
C MCTOJIh30BAaHNEM COBPEMEHHON TEPMUHOIOTUN

3-4 Gata - CTYIEHT YMEEeT MPUMEHSATH MOTYyUYEHHYIO IPU ITOATOTOBKE
K 3aHSITHIO UHPOPMAIIUIO, OTBEYaTh Ha OONBIIMHCTBO BOIIPOCOB

1-2 Gamra — CTyIEHT BlafceT TCOPETHICCKUM MaTepHajioM IO TeMe
3aHSTHSI, HO 3aTPYIHAETCS IPU OTBETE Ha BOMPOCHI

Ecmu crymeHnT He BnameeT mpoOneMarwkoW — 3aHATHS, HE MOXKET
OTBEUaTh Ha BOMPOCHI, 3a4UTHIBACT OTBET [0 TEKCTY — OTBET OaJIaMu
HE OI[CHUBAETCS

Kounduneniuan
bHas
nHpopMarus B
KaJpoBOH
ciyxoe

Brmonne
HHE
MIpaKkTH4eC
KUX
3aJaHuH

5 06asioB - paboTa BBIITOIHEHA U 0opMIIeHA OE3YTIPEIHO

3-4 Ganma- IMEIOTCSL OITUOKU B colep KaHUH ¥ 0(DOPMIICHUH PabOTHI
1-2 Gamma - paboTa BBIITOJIHEHA C CYIIECTBCHHBIMH OIIMOKAMH M
odopMiIeHa HEOPEKHO

JKcrepTr3a
LIEHHOCTHU
JIOKyMCHTOB.
ITonrororka
KaJIPOBBIX
TIOKyMEHTOB K
MTOCTOSTHHOMY H
TIOJITOBPEMEHHO
MYy XpaHEHHUIO

Brmonne
HHE
MIpaKkTH4eC
KUX
3aJaHuH

5 6ajuioB - paboTa BBIITOIHEHA U 0opMIIeHA OE3YTIPEIHO

3-4 Ganma- IMEIOTCSI OITUOKU B colep kaHUH ¥ 0(DOPMIICHUH PabOTHI
1-2 Gamma - paboTa BBIITOJIHEHA C CYIIICCTBCHHBIMH OIMMOKAMH U
odopMiIeHa HEOPEKHO

Tectupon
aHue

10

1 Gamn HaumcnsieTcs 3a Kaxasie 10% mpaBHIIBHBIX OTBETOB
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7. | OnexTpOHHBIN
KaJIpOBBIN
JIOKYMEHTO000p
oT

Ormpoc

5 OaIoB — CTYIEHT YMEET COINOCTAaBUTh TMOMYyYCHHYIO TIpH
MOATOTOBKE K 3aHATHIO MH(OpManuio, 4eTKO (GopMynnpoBaTh CBOU
BOIPOCHI U OTBEYATh HA 33J]JaBAEMbIE EMY BOIPOCHI, BECTH JTUCKYCCHIO
C UCTIOJIb30BAaHUEM COBPEMEHHOM TEPMHHOJIOTUN

3-4 Gamna - CTYIEHT yMeeT MIPUMEHSITDH MOTYyYSHHYIO TIPH MOATOTOBKE
K 3aHATHIO HHPOPMAIIHIO, OTBEYaTh Ha OONBLUIMHCTBO BOIIPOCOB

1-2 Gamna — CTYOEHT BiaJeeT TEOPETUYECKHM MaTepHajioM IO TeMe
3aHATHSA, HO 3aTPyQHAETCS IIPH OTBETE HA BOIIPOCHI

Ecmu crymeHT He Bnazeer mpoOneMaTWKOW — 3aHATHS, HE MOXKET
OTBEUaTh Ha BOMPOCHI, 3aUNTHIBAECT OTBET [0 TEKCTY — OTBET OaJlIaMu
HE OLICHUBAETCS

Hoxman(k
OHTPOJIBH
blIii cpe3)

10

9-10 GayutoB — CTYAGHT T'PaMOTHO BBICTPAMBACT JIOTUKY CBOETO
JOKJIaja Mo MarepuaiaM pedepara, pacKpbIBacT TEMY HCCIICIOBAHNS,
NPOJACMOHCTPHPOBAHEI ~ XOpPOLIME  OPAaTOPCKHE  CHOCOOHOCTH,
BBICTYIUICHUE  CONPOBOXKAACTCS ~ MpPE3CHTAIMed  IOJyYeHHBIX
pe3yabTatoB. [ paMOTHBIC OTBETHI HA TOTIOJTHUTEIBHBIC BOIIPOCHI

8-7 0amnoB -  CTYyAGHT TPaMOTHO BBICTPAWBACT JIOTHUKY CBOETO
JOKJIaja Mo MarepuaiaM pedepara, pacKpbIBacT TEMY HCCIICIOBAHHUS,
JEMOHCTPHPYET OTACIbHBIC OpPUTHHAIBHBIC HAXOAKU B PELICHUH
npoOJIeMbl, TIEPCIICKTUBBI HCCIICAOBAHUS HAMEUEHBI OTACITbHBIMH
MITPUXAMH, MPOJEMOHCTPHPOBAHBI XOporme OpaTopckue
CIIOCOOHOCTH,  BBICTYIUICHHE  CONPOBOXKIACTCS  Npe3eHTaIHen
MOJTYYCHHBIX Pe3yabTaroB. /laHbl IpaMOTHBIC OTBETHI HA OT/ACIBHBIC
JOTIOJTHUTEIILHBIC BOITPOCHI

6-5 OajuloB -  JIOTMKAa BBICTYIUIGHHS B OTICIBHBIX MeECTax
HapyIIaeTcsi, TeMa WCCIEAOBAHUS PACKpPBIBACTCS, OTCYTCTBYIOT
OpPHMTHHAIIBHBIC HAXOAKH B PEIICHUH TNPOOJIEMBI, NEPCIICKTHBBI
UCCJICIOBAHUS ~ HAMEYEHBbl  IYHKTUPHO,  MPOAEMOHCTPUPOBAHBI
CpeIHHE OpaTOPCKUE CIIOCOOHOCTH, BBICTYILICHHUE CONPOBOXKIACTCS
Npe3eHTalMell MONYyYCHHBIX PEe3YyNIbTaToOB, OTBETHl HAa BOMPOCHI
TpeOyIOT YTOUHECHHUSI.

4-3 Gayuta — TpeNCTaBICHHBIC PE3YJbTaThl B Macce CBOCH HE HOBHI,
OTBET MPEICTABISCT COOOH MPOCTOE 3aYNTHIBAHUE TEKCTA, OT/ACIBHBIC
OTBETHI Ha JIOTIOJHUTEIbHBIC BOIPOCKHI TPEOYIOT YTOYHCHHUS

2-1 Gamn - mMpeACTaBICHHBIC PE3yNIbTAaThl B Macce CBOCH HE HOBHI,
OTBET MPEICTABISCT COOO0M MPOCTOE 3aYNTHIBAHUE TEKCTA, CTYACHT HE
MOXKET JaTh OTBETHI Ha JOTIOJHHUTEIBHBIC BOIIPOCH

8. ITocemaemMocTh

10

10 6amnoB — crynent nocetnn Bce 100% 3ansaTHiA

7-9 GannoB — cTyaeHT moceTus He MeHee 80% 3aHATHil
4-6 6amnoB — cTyneHT nmocetun He MmeHee 50% 3aHaTuit
1-3 Gamnma — CTyIeHT moceTHI He MeHee 25% 3aHaTuit
10 6amnoB — crynent nocetnn Bce 100% 3ansaTHiA

9. IIpemMuansHbIe OaITHI

20

IIPOABJIICHUEC AKTUBHOCTHU ITPU BBIMIOJTHCHUHU IIPAKTUYCCKUX 3aJIlaHuH

10. |MunuBunyanbHbIC 3aJaHUs,

C TMIOMOILBIO0 KOTOPBIX
MOXHO HaOpaTb
JOTIOJTHUTENIbHBIE OalTbI

50

BBITIOJIHEHUE 3aIaHUH 110 KypCy

11. HUroro 3a cemectp

100

HToroBast oueHka 1o 3a4ety BeicTaBisgercs B 100-0auibHOM 1IKane U B TPaIUIIMOHHON YeThIPEeXOaIbHOM
100-6annbHOM
YeThIpeX0aIbHYIO0 OCYIIECTBISIETCS CIEAYIOUIMM 00pa3oM:

wkaie. IlepeBon

peﬁTHHFOBOﬁ OLICHKHU 10 JUCHUITIIIMHE B TpaAUIIUOHHYIO

100-0ajuibHasg cucreMa

TpanuuonHas cucrteMa

50 - 100 6aiutoB

3ayTeHo

0 - 49 Gaiu10B

He 3auteno

12



4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS
BrinoJiHeHHe NPAKTHYECKUX 3aJaHUM

Tema 1. 3akoHOaTETLHOE, HOPMATUBHO-METOIUYECKOE U OPTraHU3AIMIOHHOE PEryJIMPOBAaHUE ACSITEIbHOCTH
KaJIpOBOM CITy>kObI MecTO KapoBOii CITy>KOBI B CHCTEME YIIPABJICHUS TIEPCOHAIOM

[TpaBoBast 6a3a, perlaMeHTUPYIOIIAsl ACITEIbHOCTD KaJPOBBIX CIYXkKO0

Tema 2. JIoKkyMEHTHpPOBaHHUE TPYILOBBIX OTHOILIEHUI
OdopmiieHre TOCTOSHHOTO MEPEBOAA COTPYAHHUKA Ha IPYTYIO TOJKHOCTb

Tema 3. Yder u BeieHrEe CITPaBOYHOTO armapara KaJpoBOu CITy>KOBI
O030p COBpEeMEHHBIX aBTOMAaTH3UPOBAHHBIX CUCTEM IO KaJJPOBOMY J€JIONPOU3BOJICTBY

Tema 5. Kondunenunanpaas uHpopMaus B KaJJpoBOi Ciryxoe
Pabota xaapoBoi Ciry)0bl ¢ IEPCOHATLHBIMU JaHHBIMH PA0OOTHUKOB

Tema 6. DxcniepTH3a LICHHOCTH TO0KyMEHTOB. [10AroTOBKa KaJpOBBIX TOKYMEHTOB K IIOCTOSIHHOMY U
JIOJIFOBPEMEHHOMY XPaHEHUIO

OdopmiteHne pe3ysIbTaTOB SKCTIEPTU3BI IIEHHOCTH KaJIPOBBIX JOKYMEHTOB
Joxnan

Tema 3. Yder u BezieHrEe CIIPaBOYHOTO arnmapara KaJpoBOu CITy>KOBI
1. ITogGop xaznpoB — hyHKIHMS yIIPABICHHUS.

2. IlpodheccronanbHO-KBAIM(PUKAIIMOHHBIN COCTaB ¥ CTPYKTypa KaapoB. JIBMKEHUE KapOB U MTOKa3aTeln
ux o0oporTa.

. IlnannpoBaHue KafpoB NPEANPUATHS U UX TTOA00P.

. OyHKIIUM KapOBOU CITY>KOBI PEIITPUATHS.

. Metozap! popMUpOBaHHS KaJpOBOIO COCTaBA.

. HopmanbHoe, cokpaiieHHoe, HEeMoIHoe pabouee Bpems. YueT pabodero BpeMeHH padoToaaresieM.
. PaboTa B HOUHOE Bpems.

0 3 N n KW

. IlpuBnedyeHne kK cBepXypoUHbIM paboTaM, B BHIXOJHBIC U IPA3THUYHBIC THU.
9. YcTaHoBIeHHE peKMMa HEHOPMHPOBAHHOTO paboydero JHs.

10. CymmHupOBaHHBIN y4eT pabodyero BpeMeHH.

11. I'paduku cMEHHOCTH.

12. I'ubxwuii rpaduk paboOTHI.

Tema 7. DneKTpOHHBIN KaJpOBBIH TOKYMEHTOOOOPOT
. JIOKyMEHTBI, IpeAbsBIIsiEMbIE COUCKATEIEM.
. IlpoBepka NOATMHHOCTH MPEJOCTABICHHBIX IOKYMEHTOB U CBE/ICHUI.
. OcHoOBaHUS U JOKYMEHTHpPOBaHHE OTKa3a B IpUeMe Ha padoTy.
. Odopmnenne npuema Ha paboTy (TPYAOBOI 10TOBOp, MpHKa3, kaprouka T-2 u T.1.).
. OcobennocT ohopmiieHHs Ha pabOTy HECOBEPIIICHHOJIETHUX PA0OOTHHKOB.
. Crannaptel 0OpMIICHUS TPYAOBOTO JOTOBOPA.
. O6s13aTenbHbIC U TONOJHUTENBHBIE YCIOBUS TPYJOBOIO 10I0BOpA.
. OCOOEHHOCTH TPYAOBOTO JOTOBOPA C COBMECTHTEIISIMH.
. OcobernocT 0(hopMIICHHS COBMEIICHUH MPOGECCHt U TOIKHOCTEH.

— O 0 3 N W KW

0. Odopmienue nepeBoaa COTPyIHUKA BHYTPH KOMIIAHHUH: TIEPEBOJ] BPEMEHHBIN U TTOCTOSHHBIN.
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11. OopmiieHne MOHUKESHUS U TIOBBIIICHHSI B IOJKHOCTH.
12. Ocobennoctu ohopmiteHHs mepeBoaa 0e3 cornacust paboTHHKA.

Omnpoc

Tema 1. 3akoHOnaTENBPHOE, HOPMATUBHO-METOAUYECKOE U OPraHU3ALMOHHOE PErYJINPOBAHUE ACSITEIbHOCTH
KaZpoBO# ciry’O0bl MecTo KaJIpoBOii CIIy:KOBI B CUCTEME yIPaBIICHU IEPCOHATIOM

. Uto coboit mpecTaBiseT OTaea KaapoB?

. Kakue BBIAETSAIOT OCHOBHBIE OpraHU3alMOHHBIE ()OPMBI COBPEMEHHBIX KaIPOBBIX CITYkKO0?
. Kakue ¢yHKIIMM BO3IIOKEHBI HA KaJIPOBYIO CITYKOY?

. UTo Takoe KaJipoBasi TOKyMEHTAIs1?

hn B W N =

. Ha xakue Tpu 6510ka MOKHO pa3ieiauTh KaJIpOBYIO JOKYMEHTALUIO?

Tewma 2. JIOKyMEHTUPOBAHUE TPYIOBBIX OTHOLLICHUI
. Kakue cymecTByioT yHupuuupoBaHusie GOpMbI IPUKA30B MO JUYHOMY COCTaBy?
. KakoBa cTpykTypa npaBuii BHyTPEHHETO TPYIOBOTO pacrnopsiaka?
. KaKI/IC 3JICMCHTHI O(bOpMHeHI/ISI Kal[pOBI:IX I[OKYMGHTOB ABIIAKOTCA 06H33TCHBHBIMI/I?
. KakoBbI 0COOCHHOCTH COCTaBIICHUS JOKHOCTHON HHCTPYKIIHH?

D AW N ==

. Kakyto cTpykrypy uMeer mojioxkeHue o noapa3aeieHuu?

Tewma 3. Yduer u BeZileHHE CIIPAaBOYHOTO anmapara KaJapoBOi CIIyxKObI
. 30HBI KOAUPOBAHUS JINYHOU KAPTOUKH.
. Kakyto undopmaruio Bkimtogaet pazaen | auanoit kapTrouku «OO0Ime cBeaeHus» ?
. KakoB cpok xpaHeHHUsI JIMYHBIX KAPTOUEK?
. Kakue BbI 3HaeTe 0COOEHHOCTH JIMYHOM KAPTOUKU TOCYJAPCTBEHHOTO CITY>Kallero?
. Kakue BbI 3HaeTe 0COOEHHOCTH TMYHON KapTOYKU HAyYHOTO M HayYHO-IIEIaroruueckoro paboTHuKa?

Dn B W =

Tema 4. Tekymiee XxpaHeHUE TOKYMEHTOB B KaJpOBOH Ciryk0e
1. Kakum 06pa3om B KapOBOH CITyK0€ OCYIIECTBIISETCS OPTaHU3AIHsI ONIEPATUBHOTO XPAHEHUS
JIOKYMEHTOB?
2. Uto Takoe HOMEHKJIaTypa Jaen?
3. Kakue mporieccel BKIto9aeT popMupoBaHue e’
4. Yto Takoe onuch jien?
5. CocTaB JOKYMEHTOB JIMYHOTO Jiejia paOOTHHUKA

Tema 7. DAEKTPOHHBINA KaIPOBBIN IOKYMEHTOOOOPOT
1. Maiite onpeaeneHue MOHATHIO AJIEKTPOHHBIN KaJAPOBBIA JOKYMEHTOO00POT
2. Kakue kapoBbIe IOKYMEHTHI HEJIb3sI TIEPEBECTH B ANEKTPOHHYIO (hopmy?

3. Kakue HOpMaTHBHBIE JIOKYMEHTBHI PacKpbIBalOT CYLUIHOCTb M YCTaHABIMBAIOT IOPSAJOK BHEAPEHUS U
OCYILIECTBIICHUS IEKTPOHHOTO JTOKYMEHTO000pOTa B cpepe TPYIOBBIX OTHOIICHUNA?

4. Kakue MOKYMEHTHI MOXXHO O(GOpPMIISTH B JIEKTPOHHOM BHIE, 0e3 TyOnupoBaHMsS Ha pacleuyaTaHHOM
Onanke?

5. IlepeuncnuTe 3TaIbl Nepexoaa Ha MEKTPOHHBIN KaJpoBbIi JOKYMEHTOOOOPOT.

TecrupoBanue

Tema 2. JIoKkyMEHTHPOBaHHUE TPYILOBBIX OTHOILIEHUI

14
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1. JIoKkyMeHTBI, MOCTyHAIoIUe OT COTPYIHUKOB OPTaHU3AIMH ISl JOHECEHHS 10 pab0TOAaTeNsl KaKUX-TO
CBEJICHUH WJIM JIMYHOTO MHEHUS U OCTYTAIOLINE OT pabOTOAATENsl, HO HE HOCAIINE XapaKTep
PacHOpsKEHUN — 370 ...

oduManbHas BHyTPEHHSS EPENncKa,

KYPHAJIBI KOHTPOJISI U yUeTa,

JOKYMEHTBI, IOATBEPKAAIOIINE TPYAOBYIO ACSITEILHOCTh PAOOTHHKA.

2. U3 kakux 4acTei COCTOUT MPOIIECC TOKyMEHTAIMOHHOTO O0SCTICUeHUs YIIPaBICHUS Kaapamu?
JOKYMEHTHpPOBaHHE YIPaBICHUS KaJpaMu,

opranm3arysi paboThI ¢ KaIPOBBIMH JOKYMEHTAMH,

COCTaBJIEHUE HOMEHKJIATYPbI J1e]1 CIY>KObI KaJApOB.

3. UTO OTHOCUTHLCS K HOPMATUBHBIM JJOKYMEHTaM IO padoTe ¢ Kaapamu?
MOJIOKEHHE 00 OT/eIe KaIpoB,

MpaBWJIa BHYTPEHHETO TPYAOBOTO PaCIOpsIKa,

JOJKHOCTHBIE MHCTPYKLHUK PaOOTHUKOB,

IIOJIOKEHHE O TIEPCOHAIIE,

rpaduK OTIIYCKOB,

Tabemb y4yera UCIOIb30BaHNus paboyero BpeMeHH .

4.Kakoii anpec yka3pIBarOT Ha OJaHKE TUChMa B MEPEMUCKE KaIPOBON CITY>KOBI?
IIOYTOBEIH,

FOPUANYECKUH.

5. Kto yTBepxkmaer CTpyKTypy U IITaTHYIO YUCICHHOCTh OTAeNa KaapoB?
TUPEKTOP MPENPUITHS,

WHCIIEKTOP TIO KaJpam,

HayaJbHUK OT/elNa KaJpoB,

Oyxranrep.

Tema 6. DkciepTU3a IEHHOCTU TOKYMEHTOB. [loAroToBKa KaJpoBbIX TOKYMEHTOB K MIOCTOSHHOMY U
JOJITOBPEMEHHOMY XPaHEHHIO

1. Hy>xHO 1T1 BECTH BCIO KJPOBYIO TOKYMEHTAIUIO UCKITIOUUTEIHHO IO YHUPUITUPOBAHHBIM (hopMam?
OTKa3 OT MPUMEHEHUS YHU(DUIIMPOBAHHBIX ()OPM SBISICTCS] HAPYIICHHEM 3aKOHOIAaTeILCTRA,

HET He 00s13aTeIbHO,

He 0053aTeNIbHO, OPraHU3alluIo He MOTYT OIITpadoBaTh 3aBEJICHUE KaIPOBOM JOKYMEHTAIIMHA B CBOOOTHOM
dhopme.

2. CaMOCTOSTEIFHOE CTPYKTYPHOE MOApa3/IelICHUE OPTaHU3aIMH, TTOJYHHEHHOE JINOO PYKOBOJUTEIIO, JTHOO
€ro 3aMECTHUTEII0, OCHOBHOHN (DYHKIIMEH KOTOPOTO SIBIISIETCS 0POpPMIIEHUE TPYAOBBIX OTHOIICHUH — 3TO ...

OT/IeN KaJpOB,
OTAC MapKCTUHIA,

MIPOU3BOJICTBEHHBIN OT/IE,

OTACI MOATOTOBKH KaJApPOB.

3. Kakue BBIZICISIFOT OCHOBHBIE (DOPMBI OCYIIECTBICHUS KaapoBOoi paboThI? (BhIOEpETE MPABUIILHBIE
BapUAHTHI)

CaMOCTOSITENIbHOE CTPYKTYPHOE MOJpa3/iesieHHE C HETTOCPEACTBEHHBIM MIOMTYMHEHUEM PYKOBOIUTEIIO HITH
€ro 3aMEeCTHUTEITIO,

BBITTOJTHEHHE (DYHKIIUN KaJPOBOH CITY)KOBI OTACIHHBIM COTPYIHUKOM,

BBITIOJTHEHHE KaJI[POBOH CITy>KOBI COTPYITHUKOM, OCHOBHBIE 00SI3aHHOCTH KOTOPOTO HE COBMAIAIOT C
BO3JIOKCHHBIMU 331a9aMH T10 KaJIpoBO padore,

CaMOCTOATCIIBHOC CTPYKTYPHOC MMOAPA3ACIICHUC C HCITOCPCACTBCHHBIM IMOAYMHCHHUEM UHCIICKTOPY I10
KaJpam.

4. JIoKyMEeHTBI, ONpEAETAIoNINe 00IIre MPUHIIUITEI paOOThl OPraHU3alUU U 00s3aTeIbHBIC ISl HCTIOTHEHUS
BCCMHU COTPYAHUKAMU OpraHu3alu, JCATCIbHOCTU KOTOPBIX OHU KACAKOTCA — 3TO ...



16
BHYTPEHHUE JIOKaJIbHbIE HOPMAaTUBHbIE aKThI,
MH(OPMAIIMOHHO-PACUYETHBIE TOKYMEHTHI,
o(umanbHas BHYTPEHHSS TIEPEHCKa.

5. lokyMeHTBI, cofieprkamue nHpopmaIuio, Ha KOTOPOl 0a3UPYyIOTCS pacueThl pa3IMYHOTO XapaKkTepa
BHYTPU OpraHU3aI1H, U/ WU CITy>Kallle JUIsl COXpaHEHHUS HeOOXOTUMBIX /17151 paboThl CBEEHUH — 3TO ...

MH(OPMAIMOHHO-PACUYETHBIE TOKYMEHTHI,
pacnopsAUTEIbHbIE JOKYMEHTHI,
BHYTPEHHUE JIOKAJIbHbIE HOPMATUBHBIE AKThI

4.3 IIpomexxyTouHast aTTeCTaIMs 110 AUCIIUIUIMHE POBOIUTCS B JopMe 3adeTa

Tunosblie Bonpocsl 3auera (I1K-4)
1. Pons 1 3a1a4n KaIpOBO# CITy>KOBI B CUCTEME YIIPABICHUS TIEPCOHAIIOM.
2. [TonsiTHE KaapOBOTO ACIONPOU3BOICTBRA.
3. Opranu3zanus KaapoBoil cIy>KObI (TIOJIOKEHUE O TIOAPA3ICICHIH, JOKHOCTHAS HHCTPYKITHS).

4. KampoBble TOKyMEHTBI KaK COLMAIbHO 3HAYMMBbIE TOKYMEHTbI OpraHu3allii, PEerylIupyloue TpyaoBbie
MIPaBOOTHOIICHHUS.

5. 3aKOHO,Z[aTeJ'II>HBIe W MHBIC HOPMATHUBHBIC IIPABOBBIC U HOPMATUBHO-METOANYCCKUC aKThl, TPYAOBEIC
IMPaBOOTHOIICHMA.

Tunosble 3axanus s 3a4era (IIK-4)
CocraBuTh MpHKa3 O JUCHUILTUHAPHOM B3bICKAaHUU
[TonroToBUTH aKT O TUCIUILIMHAPHOM MPOCTYIIKE
3anoaauTh otueT 1o Gopme C3B-T]I
3anonautk otdet no ¢opme CT/-P
3anoaauTh otueT 1o Gpopme CTJI-ITDP

Nk -

4.4. llIkana oueHMBaHUS TPOMEKYTOUHOM aTTeCTALMKI

Ouenka KoMrteTeHm Heckpuntopsl (ypOBHH) — OCHOBHBIE TIPU3HAKH OCBOCHUS (ITOKa3aTeNn
TOCTHKEHHMSI pe3ynbTaTa)
«3a4TECHO» I1K-4 B umenmom  opraHuszyer = JOKyMEHTAI[MOHHOE  oOecreueHue
(50 - 100 6anzoB) JESITeBHOCTH KapOBOM CITY>KObI B OpraHU3aIluu
«HE 3aU4TEHO» [1K-4 He opranmsyer moKyMeHTAIlMOHHOE OOECIEeYeHUE IesATEIbHOCTH
(0 - 49 6amnos) KaJpOBOM CITy>KObI B OpraHU3aIuu

5. MeTonnueckue ykazaHusi AJ1s1 00y4al0IIUXCS 110 OCBOCHUIO M CHUILTUHBI (MOLYJIs)
5.1 MeTtoandeckue yka3aHus IO OPTaHU3aIlUN CaAMOCTOSTEIBHOM PadOThI 00YUYaIOIIUXCSI:

[Ipuctynas K W3y4eHUIO TUCIUIUIMHBI, B MEPBYIO Odepelb OO0ydaromuMmcsi HEOOXOAMMO O3HAKOMHUTHCS
comepxkaHueM paboueii mporpammbl nuctuiuimabl (PITJ]), xotopas ompexaenser coaepxaHue, o0bem, a
TaKKe TMOPSAIOK U3YUCHHsI U MTPETIOaBaHus yIeOHOM TUCIUILINHEL, €€ pa3/iena, YacTu.

J171 caMOCTOSATENbHOM paboThl BaKHOE 3HaYEHHE UMEIOT paszeibl «O0beM U collepikaHnue AUCIUTITMHBD),
«YuebHo-MeTonnyeckoe U HHGOpMAIIMOHHOE 00ecTieyeHIe TUCIUIUIUHBD U «MaTepruaabHO-TEXHUYECKOe
obecrnieueHre JUCITUTUIMHBI, TPOrpaMMHOE obecriedeHue, MpodecCHoHaIbHBIC Oa3bl TaHHBIX 1
MH(OPMAIIMOHHBIE CIIPABOYHBIE CUCTEMBI».

B pazmene «O0beM u copepkaHHE AMCHUIUIMHBDY YKa3bIBAIOTCS BCE pas3leibl M TEMbl H3ydaeMoi
JTUCLMIUTMHBL, @ TAK)KE BUJIbI 3aHATHI U TUTAHUPYEMBI 00BEM B aKaJIeMUYECKHUX Yacax.

B pasgene «YdeOHO-meTomumueckoe U HH(POpMaLMOHHOE oOecleueHrne AMCHUIUIMHBDY — yKazaHa
peKoMeHayeMasi OCHOBHAs U IONOJIHUTENbHAS JINTEpaTypa.



B pazmene «MarepuanbHO-TEXHUYECKOE OOECIEUeHUE TUCIUIUIMHBL, TMPOTPaAaMMHOE OOecrieueHue,
npodeccruoHanbHble 0a3bl MaHHBIX W WH(OPMAIMOHHBIE CIPABOYHBIE CHCTEMBD» COACPKHUTCS IMEpeueHb
npodeccuoHaNbHBIX 0a3 JaHHBIX U HHPOPMAIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIUMBIX JJISi OCBOCHHUS
TACIIUATUIMHEL

5.2 Pexomennaruu o0y4aromumcs 1o padbore ¢ TeOPETHUECKUMHU MaTepHallaMu 110 TUCIUITIMHE

[Ipu uzyyennu u npopabOTKe TEOPETUUECKOT0 MaTepHana HeoOX0AUMO:

- IPOCMOTPETH elle pa3 mpe3eHTanuio Jekunu B cucreMe MOODLe, TOBTOPUTH 3aKOHCIIEKTUPOBAHHBIN Ha
JEKUMOHHOM 3aHATUM MaTepual M JOMNOJIHUTh €ro € YYEeTOM PEKOMEHJOBAaHHOM IOMOIHUTEIbHOU
JTUTEPaTyphl;

- IIPY CaAMOCTOSITEIBHOM M3yYE€HUH TEOPETUYECKOM TEMBI CAENATh KOHCIIEKT, UCIIOJIb3Ysl PEKOMEHIOBAHHBIE
B PII/] ucrounuku, npodeccruoHayibHble 0a3bl JaHHBIX U HHPOPMAIIMOHHBIE CIIPABOYHbBIE CUCTEMBI:

- OTBETUTDH Ha BOIIPOCHI JIsl CAMOCTOATEIILHON pabOoThI, TTO TeMe MpecTaBieHHbIe B myHKTe 3.2 PIT/I.

- TP IOATOTOBKE K TEKYIIEMY KOHTPOJIIO HCIIOIb30BaTh MaTepralibl (hoHa oreHouHbIX cpencts (POC).
5.3 Pexomenmanuu mo paboTe ¢ HayYHOU U y4eOHOM JIUTepaTypoit

PabGota ¢ OCHOBHOM M JONOJIHUTENBHOM JIHUTEPATYpOl SBISETCS IIaBHOM (OpMOIl caMOCTOATENbHOM
paboThl M HEoOXOoOMMa MPH MOATOTOBKE K YCTHOMY ONpPOCY Ha CEMUHApPCKUX 3aHATHAX, K Jebartam,
TECTHUPOBAaHUIO, 3Kk3aMeHy. OHa BKIIOYaeT MpopabOTKy JIEKIMOHHOTO MaTephalia M PEeKOMEHIOBAHHBIX
HCTOYHMKOB U JINTEPATYPHI 110 TEMATHKE JIEKIIUH.

KoHCHeKT JIeKInu JOJKEeH coliepKaTh pedepaTUBHYIO 3alIUCh OCHOBHBIX BOIPOCOB JICKIIUH, B TOM YHUCIIE C
ornopoii Ha pasMmeleHHsle B cucteme MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB M JIMTEPATYpPhl IO
TeMaM, BBIBOJBI MO KaXKAOMY Bompocy. KoHCIeKT MOXKeT OBITh BBITIOJIHEH B paMKax paclieuyaTKd BbIIa4uH
MPe3eHTAlUi JIGKIUH WM B OTACNBHOW TeTpaau mo mpeaMery. OH JOKeH OBITh aKKypaTHBIM, XOPOIIO
YUTAaEMBbIM, HE COAEPIKAaTh HE OTHOCALIYIOCS K TeMe UH(POPMAIUIO HITH PUCYHKH.

KoHcnieKThl HayyHOW JHUTEparypbl MPU CaMOCTOSATENBHOM IOATOTOBKE K 3aHATHUAM JOJDKHBI CONEPIKaTh
OTBETHl HA KaX/blii TOCTaBICHHBIH B TEME BONPOC, MMETh CCHUIKY Ha HCTOYHHK WH(POpPMALUU C
00s13aTeNbHBIM YKa3aHUEM aBTOpAa, HAa3BaHMS W TOJA HW3AAHUS HUCIOJIb3YeMOH HayyHOW JHMTEpaTyphl.
KoHcniekT MoOXeT ObITh ONOpPHBIM (COAEpXAaTh JHUIIb OCHOBHBIE KIIIOUYEBBIC MO3MIIMH), HO TPH 3TOM
MO3BOJISIIOIMM  JIaTh TIOJIHBIA OTBET IO BOINPOCY, MOXET ObITh MOAPOOHBIM. OO0bEeM KOHCHEKTa
OIIPENETSAETCS CAMUM CTYIACHTOM.

B nporecce paboThl ¢ OCHOBHOM U JOTIOTHUTEIIBHON JTUTEPATYPOH CTYICHT MOXKET:

- JenaTh 3allUCU IO XOAy 4YTE€HHS B BMJIE NPOCTOr0 WIM pPa3BEPHYTOrO IIaHa (co31aBaTh IEPEUYEHb
OCHOBHBIX BOIIPOCOB, PACCMOTPEHHBIX B UCTOYHHKE);

- COCTaBJATH TE3HUCHl (LMTHpOBaHHE HauOoJee BAKHBIX MECT CTaTbu MJIM MOHOTpaduu, KOPOTKOE
U3JI0KEHUE OCHOBHBIX MBICJIEH aBTOpA);

- TOTOBUTH aHHOTAIMH (KpaTKoe 000011IeHe OCHOBHBIX BOIIPOCOB PabOTHI);

- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).

5.4. PexomeH1a1iuy MO NOATOTOBKE K OTAEJIBHBIM 33aHUAM TEKYIIETO KOHTPOJISA

CobecenoBanue MpennoyaraeT OpraHu3aluio Oecelpl MpernoAaBareist co CTyAEHTaMH 10 BOIpPOcam
MPAKTHYECKOTO 3aHATUS C LIEJbI0 Oojiee OOCTOATEIHHOTO BBISBICHHUS UX 3HAHUN MO OINpeneIeHHOMY
pasgeny, Teme, mpobieme W T.I. Bce wieHbl Ipynmbl MOTYT Y4acTBOBaTh B OOCYXKIEHUH, J00aBIATH
nH(pOpMaIUIO, TUCKYTUPOBATh, 3a/1aBaTh BOIIPOCHI U T.1.

YCTHBIE OMpOC MOXET TMPUMEHATHCS B pas3audHbIX (Qopmax: (QpoHTAIbHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHBIA. OCHOBHBIE KaU€CTBA YCTHOTO OTBETA MOJIJIEKALIETO OIICHKE:

- MPaBWJIBHOCTh OTBETA 110 COAECPIKAHHUIO;

- IOJTHOTA U TIIyOuHa OTBETA;

- CO3HATEJIbHOCTh OTBETA;

- JIOTHKA U3JI0KEHUS MaTepuaa;

- PalMOHAJILHOCTh UCIIOJIb30BaHHBIX PUEMOB U CTIOCOOOB PEIlIeHUS TOCTaBIEHHONW yueOHO! 3a/1auu;

- CBOEBPEMEHHOCTh M 3((EKTUBHOCTH MCIIOIB30BAHUS HATNISIHBIX MOCOOMHA M TEXHUYECKUX CPEICTB IPH
OTBETE;

- HCII0JIb30BAaHUE JIONIOJHUTEIBHOTO MaTepraa;

- PallMOHAJIBHOCTH UCIOJIb30BAHUS BPEMEHH, OTBEICHHOIO Ha 3aJJaHUE.

17
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YCTHBIM OIIPOC MOXKET CONPOBOXAATHCS IMPE3CHTALUEH, KOTOpas IMOATOTaBIMBACTCA IO OAHOMY U3
BOIIPOCOB MPAKTHYECKOTO 3aHATHUS. [Ipy BRICTYIUIEHHH ¢ Mpe3eHTalueld HeoOXoauMo oOpamarb BHUIMaHUE
Ha TaKM€ MOMEHTBHI KaK:

- colep)KaHUE MPE3CHTAllMN: aKTYaJIbHOCTh TEMbI, MOJHOTA €€ PACKPBITHS, CMBICIOBOE COACpIKaHUE,
COOTBETCTBHE 3asBICHHOW TEMBI CONIEPIKAHHUIO, COOTBETCTBHE METOAMYECKAM TPEOOBaHUSIM (IIETTH. CCBHUTKH
Ha PeCypChl. COOTBETCTBHUE CONEPXKAHHS M JIUTEPATyphl), MPAKTHUECKasT HANPaBICHHOCTh, COOTBETCTBHE
CoZIepKaHus 3asiBICHHON (opMe, aJeKBaTHOCTD UCIIOJIb30BaHHS TEXHHUECKUX CPEICTB yUEOHBIM 3aqadam,
MOCIIEIOBATEIEHOCTD U JIOTHYHOCTb MPE3CHTYEMOTO Marepuara,

- odopMiieHHE TMpe3eHTAlMU: 00bheM (OMTHUMATbHOE KOJWYECTBO), AW3alH (YUTAEMOCTh, HAJIMYHE U
COOTBETCTBHE TpapUKd W aHUMAIMH, 3BYKOBOE OQOpMIICHHE, CTPYKTYpHpPOBaHUE WH(POPMAIIUH,
COOTBETCTBHE 3asBJICHHBIM TpPEOOBAaHUSIM), OPHUTHHAIBHOCTH OQGOPMIICHHS, ACTETHKA, HCIIOJIIb30BaHHE
BO3MO)KHOCTH ITPOTPAMMHO# CpeJIbl, COOTBETCTBHE CTaHIapTaM 0(hOpMIICHUS;

- TMYHOCTHBIC Ka4eCTBa: OPATOPCKUE CITOCOOHOCTH. COOIIONEHHIE PErIaMeHTa, SMOIMOHAIBHOCTh, YMEHHUE
OTBETHTBH Ha BOIPOCHI, CHCTEMATU3UPOBAHHBIC, TITyOOKHE 1 TIOJHBIC 3HAHUS 110 BCEM pa3JieiiaM IPOTrPaMMBI:
- COIEepKaHHWE BBICTYIUICHUS: JIOTMYHOCTh W3JIOKEHUS Marepuaia, PacKpbITHE TEeMbl, JOCTYITHOCTh
u3nokeHus, d¢pdextuBHOCT, TpuMeHeHus cpeactB  WKT, cmocoObl W yCIOBUSL  TOCTHDKCHHS
pPEe3yNBbTaTUBHOCTH W 3(P(HEKTUBHOCTH U1l BBIMIOJHEHHS 3a/1a4d CBOeH MpOo(eCCHOHAIBHOW WM Y4eOHOU
JESITeTbHOCTH, JOKA3aTeIbHOCTh MPUHUMAEMBIX PEUICHUH, YMCHHUE apTyMEHTHUPOBATh CBOW 3aKJIIOYCHUS,
BBIBOJIBI.

6. YueOHO-MeTOAUYecKOe U HHPOPMALIMOHHOE 00ecnieyeHue TUCIHIINHBI

6.1 OcHOBHas nuTEpaTypa:

1. Hoeu, . H. KagpoBoe menomnpou3BOACTBO W KAAPOBBIA ydeT : ydeOHoe mocobme. - 2031-05-27;
KanpoBoe nenonpousBoACTBO M KaapoBblil ydeT. - Taranpor: TaraHporckuii MHCTUTYT YIpaBJICHUS U
sxoHomuku, 2018. - 84 c¢. - Teker : onekrponnwii // PR BOOKS [caiit]. - URL:
http://www.iprbookshop.ru/108082.html

2. T'ycarnukoBa, /[I. E., 3axapkuna, O. MW., IlwurtoBa, M. A. Kagpomas cuyxba mnpeanpusrus.
Jlenonpou3BoACTBO, JOKYyMEHTOOOOPOT M HOpMaTHBHas 0a3a : ydueOHoe mocobwe. - Bech cpok oxpaHbl
aBTopckoro npasa; Kagposas cimyx0a npeanpustus. [lenonpons3BoacTBo, T0KyMeHT0000poT 1 . - Caparos:
Kopnopauust «/unons», 2012. - 217 c. - Tekcr : snexrponnsiii / IPR BOOKS [caiir]. - URL:
http://www.iprbookshop.ru/10555.html

6.2 JlononHUTENBHAS JIUTEPATYpA!

1. bacakoB M. U. JlokymeHTanmoHHoe obOecniedyeHue ynpasieHus: (JlernonpousBoacTBo) : ydeOHUK. - 2-¢
u3M., Wcm. W jaom.. - PocroB-na-Jlony: ®enmkc, 2013. - 352 c. - Tekct : anekrponsbii // DbC
«YHUBEpCUTETCKAS OunbIMoTeKa OHJIANH» [caitT]. - URL:
http://biblioclub.ru/index.php?page=book&id=271490

2. KubGanoB A.A., Toc. yH-T ymnpaBieHus YrpaBieHHE TIEpCOHAIOM: Teopuss W TpakTuka. OreHka
HKOHOMHYECKOI U couuaigbHOW A(PGEKTUBHOCTH  YIpPABIECHUS MEPCOHAIOM  OpraHu3aluu
y4eOHO-TIpakTHdeckoe nocodue. - M.: [Ipocnekt, 2012. - 41 c.

6.3 VHpIe MCTOYHUKU:

1. Xypnan Jlenonpou3BOACTBO U JTOKyMEHTOOOOpOT Ha mnepanpustuu. OdunuanbHeIA CcalT -
https://delo-press.ru/journals/documents/

2. DHIMKIONENUs JeIONpOn3BoICcTBa - https://olimpoks.ru/enc/

7. MaTepuaibHO-TeXHHYECKOe o0ecnedeHue M CHUILIMHBI, IPOrpaMMHOe odecrieveHne,
npodeccuoHaIbHbIe 0a3bI JAHHBIX U HHPOPMAIIMOHHBIE CTIPABOYHbIE CHCTEMbI
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I[J'DI MMPOBCACHUA 3aHATUM TI0 JUCHUITIIINHEC HGOGXO,Z[I/IMO CJICAyoHmICcC MarCpruaJIbHO-TCXHUYCCKOC
obOecrnieucHue: y‘-Ie6HI>Ie AyauTOpruun Jid TIPOBCACHUA 3aHATHI JICKHIUOHHOI'O W CCMHUHAPCKOTr0 THIIA,
rpynmnoBbIX W HWHIAWBHUAYAJIbHBIX KOHCYHLTaLII/If/’I, TCKYLICTO KOHTPOJA H HpOMe)KYTOqHOﬁ arrecranuu,
IIOMCIICHUA 1A CaMOCTOSITEIIHLHOM pa6OTI:I.

VY4eOHble ayTUTOPUN U MIOMELICHHUS JJIS1 CAMOCTOSTEILHON pabOThl YKOMIUIEKTOBAHBI CHICIIMATM3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMHU CPEACTBAMH 00yUeHHUsI, CITy>KalllMMU JJIsl TIPeACTaBIeHUs yueOHoMi nHpopManuu
OO0JIBIION ayTUTOPHH.

[TomereHust 111 CaMOCTOSITEIbHON pabOThl YKOMITJIEKTOBAHBI KOMIIBIOTEPHOW TEXHUKOM C BO3MOXKHOCTBIO
MOAKITFOYEHHUS K ceTn "UnTepuer” u obecrieueHreM JloCTyna B AIEKTPOHHYIO
MH(pOPMAITMOHHO-00pa30BaTEIBHYIO CPENy YHUBEPCUTETA.

Jlnst mpoBeieHusl 3aHATHI JICKIIMOHHOTO THIIA UCTIONB3YIOTCS HAOOPBI IEMOHCTPAIIHOHHOTO 000PYI0BaHUS,
o0ecreYnBarole TEMaTHIEeCKIE WILTIOCTPAIH (TIPOEKTOP, HOYTOYK, SKpaH/ MHTEPaKTUBHAS JOCKA).

JlnmeH3noHHOE U CBOOOHO pacIpOCTpaHsIeMOe IPOrpaMMHOE 00eCTICUeHHE:
Onepanuonnas cucrema Microsoft Windows 10
Microsoft Office [Ipodeccuonansusiii moc 2007

Kaspersky Endpoint Security ans OusHeca - Cranmaptasiii Russian Edition. 1500-2499 Node 1 year
Educational Renewal Licence

[Tpodeccuonanpubie 6a3bl JaHHBIX U MH(POPMAITMOHHBIC CITIPABOYHBIE CUCTEMBI:
1. IPR BOOKS: snextponno-6ubnnoreunas cuctema. — URL: http://www.iprbookshop.ru

2.  Springer Open (pecypcsl Springer OTKpbITOro jgocrtyma): ©6a3a ganHeix. — URL:
https://www.springeropen.com

3. Scopus: 6a3a ganHbix . — URL: https://www.scopus.com

4. Web of Science: momuremarndeckas pedepaTuBHO-OnOMHOrpadudeckas U HaykoMeTpuueckas 0Oasa
nauubixX . — URL: https://apps.webofknowledge.com

5. Hayunas snexkrponHas 6ubmorexka eLIBRARY.ru. — URL: https://elibrary.ru

6. [Ipesunentckas 6udnuorexa umenu b.H. Expiiuna. — URL: https://www.prlib.ru
7. Poccuiickas rocynapctBeHHast 6nbnuoreka. — URL: https:/www.rsl.ru

8. Poccwuiickas HarmonanbHast oOubmmoreka. — URL: http://nlr.ru

9. OBbC «KoHCyNnbTaHT CTyIEHTa»: KOUIEKUMH: MenuiumHa. 3apaBooxpaHeHue. ['ymMaHU-TapHblE HayKH
(xomrext Tam6oBckoro I'Y) . — URL: http://www.studentlibrary.ru

10. OBC «YnuBepcurerckas oubmuoreka onnaitn» . — URL: http://www.biblioclub.ru

I1. ONEKTPOHHBIN KaTajuor DyHIaMEHTaIbHON O6ubIMoTEKN TTV. — URL:
http://biblio.tsutmb.ru/elektronnyij-katalog

12. KOpaiit: snexTpoHHo-0mbauoreuHas cuctema. — URL: https://urait.ru
13. CnpaBounas npaBoBas cuctema "Koncynprant mmoc". — URL: http://www.consultant.ru

JJIeKTPOHHasi HH(POPMALIMOHHO-00pa30BaTe/IbHAA Cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz

B3aumoneiicTBue mpernopaBaTenss M CTy[JEHTa B TIpolecce OOy4eHHUs OCYLIECTBISETCS MOCPEICTBOM
MYJIBTUMEUMHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHHUKAIIMOHHBIX TEXHOJOTHUH, HUCHOJIb3YEMBIX B
ANIEKTPOHHOH MH(OPMAIIMOHHO-00pA30BATEILHON CPEe YHUBEPCUTETA.



