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1. Ilepeyenb MJIAHUPYEMBIX Pe3yJIbTATOB 00y4eHH S MO JUCHUININHE, COOTHECEHHBIX €
IUVIAHMPYEeMbIMH Pe3yJ1bTATAMM 0CBOEHHUSI 00pa30BaTe/JbHOMH MPOrpaMMbl

1.1. OcBanBaeMbIe KOMIIETECHIINH

JAucunmimnaa 651.B.J1B.02.02

«YnpasieHue

Ka/POBBbIM AeJIONPOU3BOACTBOM»

o0ecmeynBaeT OBJIAICHUEC CJICAYIINUMHA KOMICTCHIIUAMM:

Kon
Kon HanmeHnoBanue HanmeHOBaHME KOMITOHEHTA
KOMITOHEHTA
KOMIIETEHIIHH KOMIIETEHIIHH KOMITETEHIIUN
KOMITETEHIIUN
IIKc -2 Crioco0OeH OIeHNBATh KaIpOBBIH [IKc-2.2.2

MOTEHIMAN, HHTEIUIEKTYaJIbHBIM KaluTall
MepCOHAIa U OPraHU3ALUH B IIETIOM,
OTIPEZICTATh HAIIPABICHUS U
(hopMyIHpOBaTH 334aUH IO PA3BUTHIO
CUCTEMBI U TEXHOJIOTUHU YIPaBICHUSA
MIEPCOHATIOM I'OCYAapPCTBEHHON CITYKOBI
U Kopropauui

Crioco06eH OCyIIeCTBIAT
YIPaBICHYECKYIO ACATEIBHOCTD
MTOCPEJICTBOM Pa3pabOTKH 1
BEJICHUS KaJpOBOMH
JIOKYMEHTAIIMU B OpPTaHU3alUU 1
B OpraHax rOCyJIapCTBEHHOU U
MYHHUIUATHHON BIACTH

1.2. Pe3yJabTathl 00y4eHHsI

B pe3ynbraTe 0OCBOCHMS TUCHUIUIMHBI Y CTYAEHTOB JOJIKHBI OBITH CPOPMHUPOBAHBL:

OT®/T®

nepcoHaiom» (YTBepxkaeH I[lpukazom
MuHHCTEpCTBAa TpyAa W COLMAJILHOM]
BamuTel Poccuiickoit ®enepanuu  oT
«06» oxTs0pst 2015 1. Ne 691H)

Kop srama
(pu HAJIMIMK IpoQCTaHIAPTA)
OCBOCHHS PesynbTaTel 00y4eHns
TPYIOBBIX U IIPO(YECCHOHATBHBIX
o N KOMITCTEHIINU
JeHCTBUH
«CTpaTeruueckoe ynpasnenune| I1Kc-2.2.2 [HA YPOBHE 3HAHNU
[epcoHaIoM OpraHH3aLII|
[TpodeccHORATBHOTO cTamapra 3HaeT OCHOBHEIE BUJIBI JOKYMEHTOB Ka/IpOBOTO
eTIONpON3BOICTBA, TEOPETHYECKHE W IIPAaBOBBIE OCHOBHI N
«CrenuaaucTt o YIIPaBIECHUIO|

IMPUHIUIIBI BEACHUS KaJPOBOT'O LlOKyMCHTOO60pOTa

HA YPOBHE YMEHIU

BEIIBIISCT 0COOEHHOCTH praBJ’IeH‘IeCKOﬁ JACATCIBbHOCTH]
MMOCPEACTBOM BBCJACHHSA HOBBIX KaJAPOBBIX JOKYMCHTOB B
OpraHnu3anumn u B opraHax rocyaapCTBEHHOI'O b4l
MYHUIUIIAJILHOT'O YyIIPaBJICHUS

HA YPOBHE HABBIKOB

[Knaccuduimpyer kKagpoByro TOKYMEHTAWIO TPUMEHHTEIBHO K

KOKIOW OTHEIbHOW KaTeropuu pabOTHUKOB, TPHUMEHSET
KaIpOBBIC JTOKYMCHTAIIHOHHBIE TEXHOIOTHH B  CHCTEME
YIIpaBJICHUS] TIEPCOHAIOM OPTaHM3alM{ C y4eTOM CHenn(uKy
npodeccHOHATBHOM eI TETFHOCTH B CHCTEME

rOCYJapCTBEHHOI0 1 MYHUIIMIIAJILHOI'O YIIPaBJICHUS




2. O0bem U MeCcTO IUCHUILTHHBI B cTpykType OIT BO

VYuebnas aucrumuimHa b1.B.J1B.02.02 «YnpaBieHue KaJpoBbIM AEIONPOU3BOJACTBOMY
NPUHAUISKAT K OJIOKY BapHaTHBHas 4acTb, JUCIHUIUIMHBI MO BbIOOpPY. B cooTBeTcTBHM C
y4eOHBIM IUTaHOM, 110 O4YHOH (hopMe 0OydeHus: TUCIMITIIMHA OCBAaUBaeTcs B 3 ceMecTpe, o0ras
TPYIOEMKOCTh JUCIUTUINHBI B 3a4eTHBIX eauHuIax cocrapiset 23E (72 gaca).

OcBoeHne JUCHMIUIMHBI ~ OMHMpAeTCs Ha MUHUMAIbHO  HEOOXOIUMBIH  00beM
TEOPETUYECKUX 3HAHUNW B OOJACTH 3KOHOMHKH, TMCHXOJIOTUH, TOCYJAapCTBEHHOI'O YIpaBJICHMUS,
IOPHUCIIPYACHIIUH, TOKYMEHTOBEACHNUS, a TaK)Ke Ha MpUOOpETeHHbIE paHee YMEHHUS U HaBBIKU B
chepe TOCYAapCTBEHHOTO W MYHULMUIAJIBHOTO YIPABICHHUS, SKOHOMHMYECKOH TEOopuH,
COLIMOJIOTMM OpraHU3alliy, YIPaBJIECHUS YEI0OBEUECKUMH PECYPCAMH.

VYuebnas mucummumnaa b1.B.J[B.02.02 «YmnpaBnenue kaapoBBIM JEIOMPOU3BOICTBOM)
UCIIOJB3YETCSl TpU H3ydyeHUH KypcoB COBpEMEHHBIE TEXHOJIOTMM YIIPaBJIECHUS Kapbepoi,
NHudopmanimoHHbIe TEXHOJIOTHH YIIPABIEHUS MEPCOHANIOM, TaliM-MEHEKMEHT

[To ouno#t (opme 00ydeHHUS KOJIMYECTBO AKAJEMHUYECKMX YacOB, BBIICICHHBIX Ha
KOHTaKTHYIO paboTy C mpemonaBareneM (IO BHAAM Y4eOHBIX 3aHATHH) — 28 4acoB, B T.4. 8
aexiuii, 20 ceMUHApOB, U Ha CAMOCTOSTENIbHYIO paboTy oOydaronuxcs — 44 yaca.

[To 3aounoit popme oOyueHHs KOJIMYECTBO AaKaJEMHUUYECKHUX 4YacOB, BBIJCJICHHBIX Ha
KOHTAaKTHYIO paboTy ¢ mpemnojaBareieM (IO BUAAM Y4eOHBIX 3aHATHH) — 12 yacos, B T.u. 4
JEKIH, 8 CeMHHApPOB, U HAa CAMOCTOSTEIBHYIO paboTy obOywaromuxcs — 56 dacoB, 4 4vaca -
KOHTPOJIb.

dopma NpoMeKYTOYHON aTTeCTAallui B COOTBETCTBUH C yU€OHBIM IUIAHOM — 3aueT.



3.Conepxanue U CTPYKTYpPa AU CHHUIIIMHBI

3.1. CTrpykTypa M CHHUILIHHBI

HaumenoBanue TeM
W/MJIH pa3aesioB

O0bem TUCUUIIMHBI (MOTYJIs),

qac.

Pabora oOyuarommxcsi mo
BH/JIaM Y4eOHbIX 3aHATHI

Bcero

A/30, [ W30, | .,
JOT | JOT

dopma
TeKyLIero
KOHTPOJISA
yCIeBaeMoOCTH,
MPOMEKYTOYHO
i aTTecTanuu

QOunas popma o0yueHust

JIOKyMEHTBI 10 MOUCKY,
oTOOpY W HaliMy IepcoHasa

10

1 2 7

0

Tpynosoii JIOTOBOD c
paboOTHUKOM: conepKaHue U
MOPSITOK 0(OPMITCHUS.

12

0

Jlmarnoe gpmemo paboTHUKA:
CONICpP)KaHUE U TOPSIOK
o(opmIIeHUsI.

12

TpynoBas KHUKKA
paboTHHKA: coAepkaHHEe |
NOPsIIOK 0OpPMIICHHUS

11

Ilpukassl 1O TEpcoHANY U
OCHOBHOM JIeATeIbHOCTH:
colepXaHUEe U  TMOPSAOK
odopmIIeHUS

12

JlokyMeHTBI o
OTKOMAaHIPOBaHHIO u
OTITyCKaM MepcoHana;
COJiep)KaHUEe W TOPSAOK
opopmienus. Ilepemucka u
CIpaBKd 1O  TEepPCOHANY:
COJCp)KaHUE U TOPSIOK
odopmIIeHHUS

11

IIpomexxyTouHas arrecranus

4

3auer

Bcero:

72

8 20 40

23€eT

3aou

Has ¢op

Ma 00y4eHHusI

JIOKYMEHTBI TIO TIOHCKY,
oTOOpPY M HaliMy ITepcoHala

11

1 1 10

TpynoBoii JIOTOBOP c
pabOTHUKOM: COACpKaHUE U
MOPSAZ0K O(OPMIICHUSI.

12

Jlmarnoe npmemo paboTHUKA:
COJlep)KaHUE W TOPSAOK
odopmIieHusl.

13

TpymoBas KHIKKA
pabOTHHKA: COACpXKAHHE U
MOPSTOK 0OPMIICHUS

11

10

IIpuka3pl MO TMEpPCOHATY WU
OCHOBHOM JCSITEITBHOCTH:
COZIep)KaHWE U  TIOPSIOK
o opmIIeHUS

13

JloKyMeHTBI 1o
OTKOMAaHJMPOBaHUIO u
OTIIyCKaM HepCoHaIa:

12

COJCPIKAHUC u MopAa0K




opopmiienus. Ilepenucka u
CIpaBKH T0  MEPCOHATY:
COJep)KaHUE U TOPSIOK
odopmIIeHUS

IIpomexxyTouHnas arrecrauus 4 3a4er
Bcero: 72 4 8 56 23eT

3.2 Conepxxanue IMCUUILTHHBI (MOXYJIA)

Tema 1. lIokyMeHTBI IO MOUCKY, 0OTOOPY M HaliMy NepcoHasa. 3asBICHUE HA MTOUCK U
otbop mepconana. KBanudukanmonHsie TpeOOBaHUS K COMCKaTeato BakaHCHU. OOBSIBICHUE O
BakaHcHH. Pe3tome kak nokymeHT. TpeboBanus k pestome. Buabl pestome. Ankera. TpeGoBanus
K aHkere. Jluct Oecenpl ¢ coMCKaTelaeM BaKaHCHU. 3asiBIIEHHWE O mpueMe Ha padoty. [IpaBuia
opopmnenus 3asBieHuid. [IpoTuBopeunss B moaxomax K OGOPMIICHHUIO — 3asBICHUIL.
ABtoOuorpadus.

Tema 2. Tpynosoii noropop ¢ paGlOTHHMKOM: coAepkaHHe W TNOPSAOK OdopmieHHs.
JIOKyMEHTBI, IPEeABABISEMbIE IPU 3AKIOYEHUU TPYAOBOrO AOroBopa. /JoroBop Kak JOKYMEHT.
Bunpr moroBopos. O01mme BOIpOCH 3aKI0UEHUs TPyA0BOro gorosopa. CoaepxaHue TpyI0BOTO
noroBopa. OOsi3aTenbHbIE YCIOBHS TPYIOBOTO 10roBopa. JlOMONHUTENbHBIE YCIOBUS TPYI0BOTO
noroBopa. OCOOEHHOCTH MOATOTOBKM TPYIOBBIX JOTOBOPOB, COAEpKAIIUX crHenuduueckue
ycnoBusi. OpopmiieHne TpyA0BOro A0roBopa.

Tema 3. JluunHoe pges0 padOTHUKA: COJepPKAHUE W TNOPSAOK 0(OpPMIICHHUS.
Coneprkanre ¥ opsI0K 0(hOPMIICHHS JIMYHON KapTOUKu paboTHHKa. OCOOEHHOCTH COACPIKAHUS
U 0pOpPMIICHHS JIMYHON KapTOUKH TOCYAapCTBEHHOTO ciyxariero. OcoOeHHOCTH COAepKaHUs U
oopmIIeHHs TMYHON KapTOUKHU Hay4yHOTrO (Hay4HO-TIeJarornyeckoro) paboruuka. Conepxanue
U TIOPAIOK OQOPMIICHHSI JIMYHOTO Jieia padoTHUKa. [IpaBuna XxpaHeHHs JTUYHBIX JEN U JIUYHBIX
KapTo4eK pabOTHUKOB.

Tema 4. TpynoBass KHM:KKa pa0OTHHKA: coAepKaHUe M NOPSAOK 0(OpPMJICHHS.
Copneprxanue TpynoBoil KHWKKH. [Topsnok odopmieHus: Tpy1oBOH KHUKKU IIPU YCTPOHCTBE HA
paboty. IlpaBuna BeneHus TpynoBbIX KHMXKEK. [lopanok odopmienus cBeneHuid o mpuéme Ha
paboty, o mepeBojie, O HarpaxiaeHusx, o0 yBoibHeHHH. OdopmiieHHe B TPYIOBON KHIIKKE
3amuce 0 COBMECTUTENLCTBE. VicnipaBiieHUe 3anucel B TpYJ0BON KHUKKE.

Tema 5. Ilpuka3zpl N0 NEepPCOHATY M OCHOBHOHM [1€ATEJNbHOCTH: COJAEpPKAHHE H
nopsaaok ogopmienus. Ilpukaz kak noxkymeHt. Tunmbl npuka3oB. IIpukaszel mo OCHOBHOM
NESATENIbHOCTH U T0 JINYHOMY cocTaBy. OOIine BOIpOChl MOATOTOBKH MPUKA30B MO MEPCOHAITY.
OcoOeHHOCTH  coAepKaHHMSI H TMOpsiAka O(OpPMIIEHUS OTHENBHBIX BHUIOB  IPUKA30B
(pactiopspkeHHMi) 1O  TMepcoHany. YHUDUIHMpPOBaHHBIE (OPMBI  TMEPBUYHON  y4ETHOU
nokymenrtanuu. [Ipuka3z o mpueme Ha pabory. [lpuka3z o mepeBome corpyanuka. [Ipuka3 o6
YBOJIbHEHUH.

Tema 6. JIOKyMeHTBHI 0 OTKOMAHJAWPOBAHMIO U OTIYCKAM IepPCOHAJA: COJep:KaHUue U
nopsiaok opopwiieHus. I[lepenucka M CHIPpaBKM MO NMEPCOHANY: COAEP:KAHME W TMOPSA0OK
opopmiieHusi. [loHsiTHE KOMaHIUPOBKU. ['apaHTUWM paOOTHUKAM TIPM HAMpaBICHUHU B
KoMaHAupoBKy. CnyxeOHoe 3amanue. [Ipuka3 o HampaBieHUU paOOTHUKA B KOMAaHIUPOBKY.
KomanaupoBounoe ynocroBepenue. CopaepkaHue U MOPSIOK O(OpMIIEHUS JTOKYMEHTOB IO



OTKOMaHAMpoBaHUIO mepcoHana. ConepxkaHue M MNOPAAOK O(GOPMIIEHHS JOKYMEHTOB IIO
oTmyckam nepconana. llonstue ornycka. Tunsl orimyckoB. [Ipuka3 o npenocTaBiaeHUn OTITYCKA.
I'padux ormyckoB. BHecenne u3meHeHnuil B rpaguk oTmyckoB. JIOKyMEHTUPOBAHHE OT3bIBA U3
OTITyCKa. YUeOHBIH OTITYCK.

4. MartepuaJjbl TeKylIero KOHTPOJIS yCIeBAeMOCTH 00yYar0 M XCS

4.1. @opMbl M MeTOAbI TeKYIIEr0o KOHTPOJA YCIEeBAeMOCTH OOy4YaloImuxcsi H
NMPOMEKYTOYHOM aTTecTalluu

4.1.1. B xome peammzaumu gucuumuinael B1.B.JIB.02.02 «YmnpaBieHue KaapoBbIM
JIEJIONPOU3BOACTBOMY HCHOJB3YIOTCA clenyromue (GopMbl M METOABI TEKYIIET0 KOHTPOJIS
yCIIEBaEMOCTH 00Y4aIOLIUXCS:

Ne n/m HaumeHnoBaHue TeM (pa3iesioB) MeTons1 Texymero KORTpost
YCneBaeMoCTH
OuHnas ¢popma

Tema 1 JIoKyMeHTBI 10 TOHCKY, OTOOPY M HaltMy nepcoHasa VcTHsI onpoc

Tema 2 TpymoBoit mOTOBOp ¢ pabOTHHKOM: COACp)KaHHE U YcrHbIH onpoc
MOPSAZ0K O(OPMIICHUSI.

Tema 3 Jluanoe neno paOoTHHMKA: COJCpXKAHWE H  TOPSIOK Verblit onpoc
odopmIIeHUSI.

Tema 4 TpymoBass KHIWKKa paOOTHUKA: COIEP)KaHWE W TIOPSIOK YeTHBIi ompoc
o opmIIeHUS

Tema 5 IIpuka3zpl 1o mepcoHany M OCHOBHOH JESITEIbHOCTH: VYernblit onpoc
coJlep’KaHue U MOPSAAOK 0OpPMIICHHUS

Tema 6 JIOKyMEeHThl 10 OTKOMAaHJUPOBAaHHUIO M  OTIyCKaMm VYT onpoc
nepcoHana: COJICp)KaHUE U TOPAIOK OGOPMIICHUS.
Ilepenucka u cmpaBKM MO MEPCOHANY: COACPKAaHUE U
TTOPSITOK 0OPMIICHUS

4.2. TunoBbie MaTepHAJIbI TEKYIIEr0 KOHTPOJISA YCIIEBAEMOCTH 00y4aIOIIUXCS

Tema 1: JIOKyMeHTBI 110 MOMCKY, 0TOOPY M HaliMy IepcoHaJIa

Bonpocs! pjst o0cyKneHus:

1. ns gero pazpabatsiBaercsi Pernament nmonbopa nepconana?
KaxoB nmopsiok ¢popMupoBaHus 3asiBOK Ha oAOOp rnmepcoHana?
Kak npaBuiibHO COCTaBUTH OOBSBICHUE O BAKAHCUU?
[TpaBuna cocraBieHus 1 0pOPMIICHUS pE3IOME.
Kak npaBuipHO HammcaTh 3asiBICHUE O IpUeMe Ha paboTy?

SNk WD

Tema 2: TpyaoBoii 10roBop ¢ pa0OTHHKOM: COJepKaHHe U MOPAIO0K 0(pOPMIICHHSA
Bonpocs! pist o0cyKneHus:

1. Ilepeuncnure TOKyMEHTHI, IPEABSABIsIEMbIEC IPU YCTPOHCTBE HA paboTy.

2. B kakux ciydasx npu npuéme Ha pabory TpeOyercs cmpaBka 00 OTCYTCTBUHU
cyaumocTtu?

3. Ilosicaure, nouemy TK P® 3amnpemaeT 3aki0u€HUE CPOUHBIX TPYAOBBIX JONOBOPOB?

4. OxapaktepusyiTe 00s13aTeIbHbBIE YCIOBHUS TPYI0BOTO JOTOBOPA.

5. Ha3oBuTE OCHOBaHUS 3aKIIOUYEHUS] CPOYHOTO TPYJOBOTO JIOTOBOPA.



6. Onpenenure MOHATUS «PEXKUM pabodero BpeMEeHH» M «Bpems oTabixa». Kak onu

perynupytorcs B TpynoBom koaekce PO?

7. OxapakTepu3yiTe JOMOIHUTEIbHBIE YCIOBHS TPYI0OBOTO JOTOBOPA.
8. Kakue HNOKyMEHTHI SBISIIOTCS OCHOBAaHMEM Ul M3JAaHUS NpHUKa3za padboTomarens o

npuéme Ha padboTy?

Tema 3: JIuyHas (y4eTHasi)) KaApTOYKA M JIMYHOE /€10 PA0OTHUKA NMpeANnpPUSTHSA:

coJepixaHue H NMOPsI0K opopmiieHus
Bonpocs! pjst o0cyKneHus:

1. Ha xakue xateropuu paOOTHUKOB 3aIlOIHAETCS JTUuHas kapTouka (popma T-2)?

2. Kakum paboTHHKaM PUCBAUBAIOT TabEIbHBIN HOMED?

3. Kak BHOCSTCS U3MEHEHHUS B JIMYHYIO KapTOUKy paboTHHKA?

4. Kak hopmupyrorcs nuuHble nena’?

5. KakoB cpok XxpaHeHus JIMYHBIX €77

6. OcobeHHOCTH (OPMHUPOBAHUS JIMYHBIX /€T TOCYAApCTBEHHBIX W MYHULHUIMAIbHBIX

CIyX)aumx?

Tema 4: TpynoBasg KHHKKA Pa0OTHUKA NPEeINPUSTHUA: COJAeP:)KAHHE H TNOPSA0K
opopMiIeHUsA

Bonpocsl 17151 o6cy:kneHus:

1.

Nk W

Krto npuobperaer 61aHK TPYAOBOM KHIKKU B OpraHU3aIuu?
Cpok 1 yCIIOBHSI XpaHEHUS TPYIOBBIX KHIDKEK.

3anucu B TPYAOBBIX KHM)KKAX.

3adyeM Hy)XHa TPYAOBask KHUXKKA.

O0s3aHHOCTH IO IPABUIIBLHOMY BEICHUIO TPYIOBBIX KHUKEK.

Tema 5: Ilpuka3dpl (pacnopsiKeHHsl)) MO TEPCOHAJNY: COAepP:KAHME W TOPAIOK

opopMiIeHu
Bomnpocsl 1151 00Cy:KaeHHs:

Al

JIns kakux 1esie u3Jar0T IPUKa3bl M0 JIMYHOMY COCTaBy?

@opMupOBaHUE JEII ¢ IPUKA3ZAMU 110 JINYHOMY COCTaBY.

Cpoku 1 yclIOBUSI XpaHEHUS PUKA30B 110 JINYHOMY COCTaBYy.

OdopmiieHre mpuKa3oB MO JUYHOMY COCTaBY.

Hcnons3zoBanne yHupuiupoBaHHbIXx (GopM mpu ohOpPMICHUH MPUKA30B IO JTUIYHOMY
COCTaBy.

Tema 6: JIOKyMeHTBI 110 OTKOMAHAUPOBAHHUIO H OTIIYCKAaM IIEPCOHAJIA:
coJep:KaHue U MOPAA0K 0(pOPMJICHUA

Bonpocs! pjst o0cyKneHus:

1.

Nk w

OdopMmieHre KOMaHIUPOBOK.

[TpaBuia opopMIIEHHUS OYEPEAHBIX OTITYCKOB.

[IpaBo Ha JONOTHUTENBHBIN OTITYCK U O(POPMIICHUE JOKYMEHTOB.
Odopmirenre TpoUIeHNs U TIEPEHECEHUS OTITyCKa.

Cocrasienue u opopmiieHHe rpaduka OTIyCKOB.

TemaTrnuyeckue TecThbl

Tema 1: JIOKyMeHTBI 110 OMCKY, 0TOOPY M HaliMy IepcoHaJIa

1.

[MpomomkuTe Ha3BaHWE BHAA JOKYMEHTa, OTHOCAIIErocs K cdepe oTOopa M Haiima
nepcoHana (Harpumep: 3asiBKa Ha no0Oop nepconana)

a) JINCT

0) 0OBsABICHUE



B) 3asIBJICHUE
T') MPUKa3
2. Kto cocraBiser 3asBKy Ha MoA0o0p mepcoHana:
a) pyKOBOJUTEIb OpraHU3aul
0) pyKOBOAMTENb MOIPA3/ICICHUS
B) PYKOBOJUTENH CIIy)O0b1 JJOY
I') TTIaBHBIN OyXranTep
3. Kakum He 1OKHO OBITH pe3roMe:
a) YHU(UIUPOBAHHBIM
0) TaKOHUYHBIM
B) CAMOKPUTUYHBIM
') CTPYKTYPUPOBAHHBIM
4. KakuM He ObIBaeT pe3rome:
a) KOMOMHUPOBAHHOE
0) GyHKIMOHATBEHOE
B) XpPOHOJIOTHYECKOE
r) npodeccrnoHaIbHOe
5. Kakyto nndopmanivio He cieayeT BKIOYATh B aHKETY MpU IpHeMe Ha paboTy:
a) ceMeitHOe MOJI0KEHHE
0) uepThl XapaKTepa
B) MaTepUaJIbHOE T0JI0KEHUE
r) X000m
Tema 2: TpynoBoii 10roBop ¢ pabOTHHKOM: COJepKaHHe U MOPAIO0K 0()OPMIICHHSA
1.Kakue mokyMeHThI He TPeOYIOTCS TIPH 3aKJIFOYSHUH TPYAOBOTO TOTOBOpa?
a) nacnopr
0) TpyoBasi KHMKKa
B) cOeperarenbHasi KHUXKA
T') TUTIIIOM
2. Kakas uH(pOpMaIus He BKIFOYACTCS B TEKCT TPYIOBOTO TOTOBOPA!
a) 00 orutare Tpyaa
0) 0 TPYZIOBOM pacIopsiKe
B) O HEMaTepuaIbHOM CTUMYIUPOBAHUU
r) 0 mpaBax pabOTHHKA
3. HaiiguTe HecylmecTBYIOIUA BU TPYJOBOIO IOrOBOpA:
a) CPOUHBIN
0) GeccpouHbIit
B) CBEPXCPOYHBI
T') 10 COBMECTUTEIBCTBY
4. Hy>XHO JTi yCTaHABIUBATh UCTIBITATENIbHBIN CPOK JJIsi paOOTHUKA MPHU 0(HOPMIICHUH JI0TOBOPA
Ha BpEMEHHYIO paboTy:
a) 1a
0) HeT
B) MHOTJIA
') Ha YCMOTpPEHHE paboTOoaaTENs
5. C xakoro Bo3pacra JI0IyCKaeTcs 3aKII0YeHNEe TPYJ0BOTO 1oropopa?
a) c 13 mer
0) ¢ 16 ner
B) ¢ 18 ner
r)c 21 rona

Tema 3: JIuunasa (y4eTHas)) KAPTOYKa W JIMYHOE JeJ0 PA0OTHHKA NpeANPHATHA:
cojiep:KaHMe H NMOPsI0K 0popMIICHHS



1.JInunas kaprouka (Popma T-2) 3anonHseTcs:
a) Ha BCEX paOOTHUKOB
0) Ha aIMUHUCTPATUBHO-YIIPABICHYECKUN anmapar
B) Ha BCEX, MPUHATHIX HA OCHOBaHUHM MPHUKa3a O MpuemMe Ha paboTy
T') Ha BCEX, C KEM 3aKJII0UeH OE€CCPOUYHBIN KOHTPAKT
2. Kako#i TOKyMEHT He HyXEH IIPH 3aMl0JTHCHUH JIMYHON KapTOUYKH paOOTHHKA!
a) CHUJIC
0) macropt
B) UHH
T') BOAUTEIHCKOE YIOCTOBEPEHUE
3. KoMy B opranusanuu npucBanBaioT TabeIbHbBII HOMEp:
a) KaXxJa0My paboTaromemMy
0) Ka)XIOMy YBOJICHHOMY
B) KOKJIOMY, pab0Ta0IIEeMy 10 CPOYHOMY JOTOBOPY
T) KaXXJI0MYy, paboTaroiemMy 1o 6eccpouHOMY JIOTOBOPY
4. Ilo kakomy KinaccupUKaTOPy KOAUPYETCS Tpodeccus B TMIHON KapTOUKe?
a) OKMH
6) OKIIATP
B) OKIIO
r) OKY /]
5. Kak BHOCUTB U3MEHEHUS B TMUHYIO KAPTOUKY paOOTHUKA?
a) 3aBECTHU BTOPYIO KapTOUKY
0) 3a4epKHYTh CTapble CBEJICHHs, BHECTH HOBBIE
B) HUYETO HE MPeJIPUHUMATh
I') 3aMEHHUTD CTapyl0 KapTOUKY Ha HOBYIO

Tema 4: TpyaoBasi KHH:KKa Pa0OTHHUKA TMPEINPUITHSI: COAEPKAHUE U TMOPSAI0K
opopMiIeHuA
1.PaboTonarens (3a UCKIIOUeHUEM paboTonaTeneil - pu3nuecKux JmIi) o0sS3aH BECTH TPYAOBBIC
KHIDKKM Ha KaXJa0ro paOOTHHKA B ciiyyae, eclid paboTa B 3TOM opraHu3aluu SBJISETCS A
paboTHHKA OCHOBHOM, MPOPAOOTABIIETO B OPraHU3aINH:

a) CBBIIIIE OJTHOTO JTHS

0) CBBIIIIE MecsIIa

B) CBBIIIIC MATH JHEH

r) cBeIlIe 1 roga
2. Kto momken nmpuobperaTh OJIaHK TPYAOBOM KHUKKHU:

a) pabOTHUK

0) paboTonarenb

B) BBIIIECTOSIIAS] OPTaHU3AIIHS

T') 3aKOHOM HE OTIPE/IEIICHO
3. Cpok xpaHeHHsI HEBOCTPEOOBAHHBIX TPYJOBBIX KHUKEK B OPTaHU3AIINHN:

a) 5 ner

0) 10 mer

B) 75 ner

T') IOCTOSTHHO
4. Hago nm [fenaTh 3amuch B TPYJOBOM KHUXKKE COTPYIHHUKA, paboTaromero 1o
COBMECTHUTEBCTBY?

a) 00s3aTeIIbHO

0) 10 keJTaHuio pabOTHUKA

B) 110 JKEJIaHUIO paboToIaTeNs

T') 3aKOHOM HE OTIPE/IEIICHO



5. Ecnu u3MeHWIUCh NaHHbIE paOOTHHKA WM B TPYIOBYIO Obljla BHECEHA HEBEepHas 3aINCh,

KaJ[POBHK JIOJKCH:
a) 3aUepPKHYTh HEBEPHYIO 3aICh, a PSIZIOM HAMCATh IPABUIIbHYIO
0) HMYETro HE MPEeANPUHUMATh

B) IIpU3HATh HEBEPHYIO 3aIMCh HEJIEHCTBUTEIBHON U BHECTU IIPABUIIBHYIO 3aIIUCh

Tema 5: Ilpuka3dpl (pacnopsiKeHHs])) MO TEPCOHAJNY: COAepP:KAHME W TOPAIOK

opopMiIeHUA

Bonpocs! pjst o0cyKneHus:
1.K xakomy Buy JOKYMEHTAIlUU OTHOCSITCS PUKA3bI:
a) OpraHu3aluOHHOMN
0) paciopsIIUTETLHON
B) MH(OPMAITMOHHO-CIIPAaBOYHON
') HAYYHO-TEXHUYECKON
2. JIns kakux 1eyied u31a0Tcs MPUKa3bl MO JINYHOMY COCTaBy?
a) JUIsl pelIeHUs OTIepaTUBHBIX BOIIPOCOB
0) 11 pyKOBOJICTBA TEKYIICH NESTEIILHOCTHIO OpTaHU3aIiH
B) JJIsl PETYJIUPOBAHUS TPYAOBBIX OTHOLLIEHUI
T) U TOTO, YTOOBI MTOKa3aTh pabOTHUKAM, YTO O HUX JyMaeT HayallbHUK
3. MoxHOo nu mnpu oQOpMICHHUH TMpHKa3a IO JHUYHOMY COCTaBy He
yHUDUIIUPOBAHHYIO popMy?
a) na
0) HeT
B) HHOT/Ia
T') 3aKOHOM HE OTIPEJIEIICHO
4. Cpok XxpaHeHus IPUKA30B 10 JIMYHOMY COCTaBy?
a) 5 ner
0) 10 mer
B) 75 net
I') IOCTOSTHHO
5. Kakoe u3 atux nen chopMupOBaHO TPaBUILHO?

HCIIOJIB30BaTh

a) [Ipukasbl reHepaIbHOTO IUPEKTOPA IO OCHOBHOM I€ATEIBHOCTU U INYHOMY COCTABY

0) [Ipukasbl reHepaIbHOTO JUPEKTOpPA 10 MPHEMY U TIEPEBOLY MTEPCOHATA

B) IIpuka3pl reHepaIbHOro JUPEKTOpaA 110 IPUEMY, YBOJBHEHHUIO U KOMaHAUPOBKaM

r) [Ipukasbl reHepanbHOr0 IUPEKTOPa MO YBOJIBLHEHUIO U OTITyCKaM

Tema 6: JJoKkyMeHTBHI MO OTKOMAHIAMPOBAHUIO W OTIYCKAM MePCOHAJa: coAep:KaHHe W

nopsiaAok opopmieHust

1.Hago v BRIMUCHIBATh COTPYAHUKY KOMaHIUPOBOYHOE YAOCTOBEPEHUE?

a) na
0) HeT
B) MHOTJIA
') Ha YCMOTPEHHE PYKOBOJCTBA OPraHU3AINH
2. OpraHu3zanus He BO3MEIAaeT KOMaHIUPOBAHHOMY COTPYIHUKY:

a) orIaTy mpoesza

0) oru1aty nMpoXXUBaHUS

B) CTOMMOCTb YKPaJICHHBIX MJIM MOTEPSHHBIX BEUeH
I') CpeAHUi 3apabOTOK 3a BpeMsi KOMaHAUPOBKH



3. B oTHOmEHUM KaKuX KOMaHAWPOBAHHBIX COTPYIHUKOB JEHCTBYIOT BBILIETIEPEUNCICHHBIC
KOMIIEHCAIIH U TapaHTUH?

a) Bcex

0) 0(hOpPMIICHHBIX TI0 TPYIOBOMY JIOTOBOPY

B) 0()OPMIIEHHBIX 110 COBMECTUTEIILCTBY

') Ha YCMOTpPEHUE PYKOBOICTBA OpraHU3aluu
4. Hayno mu opopMiATh city>keOHOE 3a/laHie Ha KOMaHAUPOBKY?

a) na

0) HeT

B) HHOT/Ia

I') Ha YCMOTpEHHE PYKOBOJICTBA OPTaHU3aLUU
5. Kakumu [OKyMEHTaMH NOJATBEPAUTH BpeMsl (aKTUYECKOro mnpeObiBaHUs pPaOOTHHKA B
KOMaHAUPOBKe?

a) KOMaHJUPOBOYHBIM YIO0CTOBEPEHUEM

0) mpUKa30M 10 KOMaHAUPOBKE

B) CITY)K€OHBIM 3aJjaHUEM

I') IPOE3AHBIMU JOKYMEHTaMHU

HIxaJjia oneHUBaHUA

YcrHblii onpoc

YpoBeHb 3HaHUI, yMEHUI W HaBBIKOB OOYyYAlOIIErocs IPH YCTHOM OTBETE BO BpeMs
MIPOBEJICHUS TEKYLIEro KOHTpouis onpenenserca Oamiamu B quanazone 0-100 %. Kpurepusmu
OLICHMBAHMsI IPU IPOBEJEHUU YCTHOTO OIpoca SBISAETCS JIEMOHCTpAlUs OCHOBHBIX
TEOPETUYECKUX II0JOKEHUH, B pPaMKaxX OCBaWBAa€MOM KOMIIETCHIIMM, YMEHHE IIPUMEHSATH
IIOJIyUEHHBbIE 3HAHWS Ha IPAKTHKE, OBJIAJCHME HaBbIKAMM aHaIW3a U CHUCTEMaTH3aluu
uHpOpMaLUU B 00JIaCTH JOKYMEHTAI[HOHHOTO 00ECTICYEeHHUSI.

[Tpu orleHMBaHUM PE3yJIHTATOB YCTHOTO OIPOCA MCTIONb3YETCs CIIEIYIOMIast Kaja OLEHOK:

100% - 90% | Yyamuiicss AEMOHCTPUPYET COBEPLIEHHOE 3HAHUE OCHOBHBIX TEOPETUYECKUX MOJIOKECHUM, B
paMKax OCBaMBa€MOM KOMIETEHIINH, YMEET IPUMEHSATH [TOyUCHHbBIC 3HAHMUS Ha IIPaKTHKE,
BJIaJIceT HABBIKAMU aHAJH3a U CHCTEMATH3alui HH(POPMAINH B 00JIACTH KaJpOBOTO
JIeTOMPOU3BOJICTBA

89% - 75% Yyanuiicsi AEMOHCTPUPYET 3HAHUE OOJIBINCH YaCTH OCHOBHBIX TCOPETHUCCKUX MOJOKCHUH, B
paMKax 0CBauBacMOI KOMIICTCHIIUH, YMEET MPUMECHSTh ITOJTy4YCHHBIC 3HAHUS HA TPAKTUKE B
OTIENBHBIX c(hepax nmpodecCHoHALHON ACATEIILHOCTH, BIaICCT OCHOBHBIMU HABBIKAMH aHAITN3a
U CHCTeMAaTU3alui HHPOPMAIIMU B 00JIACTH KaJPOBOTO JCIONPOU3BOJICTBA

74% - 60% VYyamuiicss A6eMOHCTPUPYET AOCTATOYHOE 3HAHUE OCHOBHBIX TEOPETHUECKUX II0JIOKEHUH, B
paMKax OCBaMBa€MOM KOMIETEHIINH, YMEET NCIIOIb30BATh MOYICHHBIC 3HAHNS IS pEIICHUS
OCHOBHBIX MIPAKTHIECKHX 3a/1a4 B OTACIBHBIX chepax MpodecCHOHATBHOM NesTeIbHOCTH,
YaCTUYHO BIIAJICCT OCHOBHBIMU HABBIKAMH aHAIIN3a M CUCTEMaTH3alMK HH(pOopMaIuu B 001acTi
KaJpOBOTO AEJIOMPON3BOJICTBA

Menee 60% yqamHﬁCH JACMOHCTPUPYCT OTCYTCTBUC 3HAHUA OCHOBHBIX TCOPCTUYCCKUX HOHOX(GHHﬁ, B
pamMKax ocBamBaeMoi KOMIICTCHIINHU, HC YMECT IPUMCHATH IOJTYUYCHHBIC 3HAHUA HAa MMPAKTUKE, HC
BJIaACCT HABBIKAMH aHAJIN3a U CUCTCMaTHU3alun HHd)OpMaHHH B o0JIacT KagpoBOTO
JACJIONPOU3BOJACTBA




TecTrupoBanue

YpoBeHb 3HAHWI, YMEHUW W HABBIKOB OOYYAIOIIETOCS MPH YCTHOM OTBETE BO BpeMs
MPOBEJICHUS TEKYIIET0 KOHTPOJIs onpeensercs Oamiamu B auamazone 0-100 %. Kpurepuem
OLICHMBAHMS MIPHU MPOBEACHUN TECTUPOBAHUS, SIBISAETCS KOJIMUECTBO BEPHBIX OTBETOB, KOTOPHIE
JIaJl CTYJIEHT Ha Bompockl Tecta. [Ipu pacyere koimdecTBa 6aUI0B, TOTYUYEHHBIX CTYACHTOM IO
UTOTaM TECTUPOBAHMUS, UCTIONB3YETCS cleayromas hopMya:

B:EXIOO%,
0

rac b — xonmuecTBO 6aJ'I.HOB, MOJIYYCHHBIX CTYACHTOM IO UTOraM TCCTUPOBAHU,
B — xonmmuuectBO BCPHBIX OTBCTOB, JAHHLIX CTYACHTOM Ha BOIIPOCHI TCCTA,

O — o011ee KOJIMYECTBO BOTIPOCOB B TECTE.

IIpoBepka keiica

YpoBeHb 3HAaHWI, YMEHUW W HaABBIKOB OOYydYalomerocs Ipu TPOBEpKE Keiica BO BpeMs
MPOBEJICHUS TEKYIIEro KOHTPOJIS onpenensercs Oamramu B quana3one 0-100 %. Kputepusmu
OLICHMBAHMS TPU TPOBEpKe Keilca ABIAETCS JIEMOHCTPALUs OCHOBHBIX TEOPETUYECKUX
MIOJIOKEHUH, B PAMKaX OCBaMBa€MON KOMITETEHIINH.

[Tpu orleHMBaHUM PE3yJIbTATOB PEHICHUsI Keiica HCIONIb3YeTCs Clleqytolas IKana OI[eHOK:

100% - 90% | Yyamuiicsi AeMOHCTPUPYET COBEPUICHHOE 3HAHUE OCHOBHBIX TEOPETUYECKUX MOJIOKECHUIH,
MPAKTUICCKUX W aHATUTHICCKIX HABBIKOB B PAMKaX OCBAaMBACMOI KOMIICTCHITHH.

89% - 75% VYyammiicss AEMOHCTPUPYET 3HAHUE OOJIBIIEH YaCTH OCHOBHBIX TEOPETHUECKUX MOJIOKCHHUH,
MPaKTUYECKUX U aHAJIMTUYECKUX HABBIKOB B pAMKaX OCBaMBaeMOW KOMIIETECHIIHH.

74% - 60% Vyamuiicss AeMOHCTPUPYET AOCTATOYHOE 3HAHHE OCHOBHBIX TEOPETHUECKHUX TOJIOKEHUH,
MPaKTHYECKUX U aHAMTUYECKUX HABBIKOB B PAMKaX OCBaMBAEMOM KOMIICTCHIINH.

MeHee 60% VYyamuiicss AeMOHCTPUPYET OTCYTCTBHUE 3HAHUSI OCHOBHBIX TEOPETUUECKUX MOJIOKEHUH,
MIPaKTUYECKUX U aHAJIMTUYECKUX HABBIKOB B pAMKaX OCBaMBaeMOW KOMIIETCHIIHH.

Pemenue 3anau

YpoBeHb 3HAHWK, YMEHHA M HaBBIKOB OOYYArOIIETrOCs IPU PEIICHWH 33ajlad BO BpeMs
MPOBEJICHUS TEKYIIET0 KOHTpOJsl omnpexaensercs Oamramu B nuanazoHe 0-100 %. Kpurepuem
OLICHMBAHMSI MIPH PEIIEHUH 3ajay, SIBISIETCS KOJIMYECTBO BEPHO peleHHBIX 3aaa4. [Ipu pacuere
KOJM4YecTBa OalioB, MONYYCHHBIX CTYIEHTOM II0 HMTOTaM pEIISHUs 3a7ad, HCIOIb3yeTCs
cnenyrommas Gopmyna:

B:EXIOO%,
0

rac b — xonmmuecTBO 6aJ'I.HOB, MOJIYYCHHBIX CTYACHTOM I10 UTOTaM PCIICHUS 3a4a4;

B — xosnuecTBO BEpHO pEIIEHHBIX 33/a4;




O — o0111ee KOIMYECTBO 3a1ay.
Pemrenue cuTyauMmoHHOM 3a1a4u

YpoBeHb 3HAHWI, YMEHUW W HABBIKOB OOYYAOIIETOCS TPH BBITOJTHEHUH CUTYallHOHHON
3aJaud BO BpeMs IPOBEICHUS TEKYLIET0 KOHTPOJIS ornpeensercs Oamuiamu B auana3one 0-
100 %. KpuTtepusimu orieHUBaHUS sBiIsieTcs cOop 1 060011eHne Heo0X0uMol nHpopManuy,
IMPaBUJIbHOC BBITIOJIHCHUC HCO6XO,Z[I/IMBIX pacuycToB, JOCTOBECPHOCTH U O6OCHOBaHHOCTB
BBIBOJIOB.

[Tpu orieHMBaHUM PE3yJIbTATOB PELICHHS CUTYallMOHHOM 3a/1a4yl UCTIOIb3YETCs CIEYIOIIas
IIKaJa OLIEHOK:

100% - 90% | Yyamuiicsi A€eMOHCTPUPYET COBEPUICHHOE 3HAHUE OCHOBHBIX TEOPETUYECKUX MOJIOKEHU, yMEeT
cobupath 1 00001aTh HEOOXOIUMYI0 HH(QOPMAIIHIO, TPABUIBHO OCYIIECTBISICT PACUETHI, ICIaCT
000CHOBaHHBIE BBIBO/IbI

89% - 75% VYyammiicss AEMOHCTPUPYET 3HAHUE OOJIBIIEH YaCTH OCHOBHBIX TEOPETHUECKUX MOJIOKCHHUH,
MOXeT coOpaTh OOJIBITYIO0 YaCTh HEOOXO0AMMOHN MH(POPMAITUH, PAaCCUUTHIBAET HEOOXOIUMBIC
MOKa3aTely, AeIacT BBIBOBI, OMyCKask IPY 3TOM HE3HAYHUTEIILHBIC ONTHOKA

74% - 60% Vyamuiicss AeMOHCTPUPYET 3HaHUE HEKOTOPON YaCTH OCHOBHBIX TEOPETHUECKUX TOJI0KEHUH,
MOJKET cOOpaTh HEKOTOPYIO YaCTh HEOOXOAMMOW HHPOPMAILINH, PACCIUTHIBAECT HEOOXOTIMMEIC
MOKa3aTesH, IeJIaeT BhIBOJIbI, IOMYCKAasl IIPU 3TOM OILIMOKH

MeHee 60% VYyamuiicss AeMOHCTPUPYET OTCYTCTBHUE 3HAHUSI OCHOBHBIX TEOPETUUECKUX MOJIOKEHUN, YMEHUI
Y HaBBIKOB B paMKax OCBaMBAaeMOW KOMIIETECHIIHH.

5. OueHouyHbIe MAaTEPHAJIBI IPOMEKYTOUYHOM ATTECTANUM MO AUCHUIJIMHE

5.1. MeToasbl mpoBeieHU 3a4eTa
3a4yeT NpoBOAMTCS ¢ MPUMEHEHHEM CJIeAYIOIIMX MeTOI0B: METO/I YCTHOTO OIIpoca Mo
BOIPOCaM U3 MEePEYHs MPUMEPHBIX BOIPOCOB M3 I1.5.2.

5.2. OneHo4HbIe MaTepHAJIbI IPOMEKYTOYHOM ATTECTALUHN

Drar 0CBOCHUS IToka3arens oLeHUBaHUS Kpurepuii oniennBanust
KOMIIETEHIIH
[IKc-2.2.2 Crioco0eH OCyIIeCTBIATh — XapakTtepu3yeT BUABI KaJpPOBOi
YIPABJIEHYECKYIO AEATENHHOCTD AOKYyMCEHTalNH, CBSI3aHHBIC C
MOCPEICTBOM Pa3pabOTKU U BEACHHS TIOMCKOM M OTOOPOM KajpoB, T. €. C
KaJpOBOH TOKyMEHTAIINN B OpPTaHU3ALNN (bopmupoBanuem HOBOTO "
N s pexTruBHOTO KaJI[pOBOTO
1 B OpraHax rocyapCTBEHHOH H .
: MOTCHIIMANIA;
MYHHIHITIEHON BITACTH — Xapaxkrepusyer KaJlpoBbIe

yrOpaBieHUYEeCKHe  JACWCTBUA 1O
paboTe ¢ JOKyMEHTaMH B TpoIiecce
TpyAa (arrecramus KaapoB, HOBOE
pacmpenerneHne TpyI0oBbIX QYHKINH
" MMOJTHOMOYHH, METOIbI
MPOIBMKEHUSI W TMePEeMEIICHHUs
pabOTHHUKOB)




BrisBirseT 0coGeHHOCTH KaApOBBIX
MIPOIIECCOB B YaCTH pa3pabOTKH,
000CHOBaHMSA U IPUHATHS KaJAPOBBIX
pereHui

— Xapaxrepusyer KaJpOBBIC
JIOKYMEHTEI, CBSI3aHHEIE ¢
MEPENOrOTOBKOM W MOBBIIICHUEM
KBaTH(DUKAITIH KaIpOB.

Krnaccudumupyer genonpon3BoICTBEHHBIC
KaJIpOBBIE TEXHOJIOTUH B cepe
MOTHBAIUH U Pa3BUTHS MEpPCOHANIA,
noabopa, pacCTaHOBKH, OLICHKU
MePCOHANA, TNTAHUPOBAHUS Kapbephl C
y4eToM crieudpuKy npodecCuoHATBLHOM
NIESITETFHOCTH B CUCTEME
TOCYJapCTBEHHOTO W MYHHUIIUIIATHHOTO

— Xapakrepusyet KaJIpOBBIC
HOBOBBEJICHUS, CBsI3aHHBIC c
obecrieueHreM (KapOBBIM
CONPOBOXICHHEM) L[ETIeBBIX
HAYYHBIX W HAyYHO-TEXHHYECKUX
nporpaMM — Habop U TMOArOTOBKa
KaIpoB UL pa3pabOTKH U
pealM3alMd  IPOrpaMMBl WU
IPOEKTA.

YHOpaBJICHUS

Tunosble olleHOYHBIE CPEICTBA MPOMEKYTOYHOM aTTeCTAIIUM

Bonpocs! Kk 3a4eTy 0 AUCHUIINHE
«YnpasJjieHHe KaJAPOBbIM 1eJ0NPOU3BOACTBOM

1. JoxymeHTBI O MOMCKy, 0TOOPY ¥ HaliMy IIEPCOHANA.

2. Pesrome kak noKymeHT. TpeboBanus K pestome. Bujisl pesrome.

3. Ankera. TpeGOBaHMsI K aHKETE.

4. Jlucr Gecepl ¢ COMCKATENEM BaKaHCHH.

5. 3Basenenue o mpueme Ha pabory. [IpaBuma odopmieHus 3assiaeHuii. IIpoTtMBOpeuns B
MOJX0/1aX K 0(hOPMIICHHUIO 3asIBIICHUI.

6. TpynoBoii JOroBOp ¢ pabOTHUKOM: COAEPIKAHUE M MOPATOK OPOPMIICHHS.

7. Bugpl gorosopos. OdopMIIEHHE TPYIOBOIO I0rOBOPA.

8. TpynoBas KHIKKa Kak jokymeHT. CojeprkaHue TpyaoBoi KHKkU. OdopMmiIeHHe TPy I0BOi
KHVDKKH.

9. JlenonponsBoacTBoO 10 TPYIOBBIM KHIKKAM: TIONYYEHHE, yIeT, XPAHEHHE, BblIada paOOTHUKY
NpY YBOJIbHEHHH.

10.JTuunas (ydeTHas) kaprouka ¥ JU4HOE fAei0 paboTHuka npeanpustus. ComepikaHue U
TOPSIIOK OPOPMIICHUS TMYHON KapTOUKU paOOTHHKA.

11.Ocobenroctr comeprxkanust u 0hOPMIIEHHS IMIHON KAPTOUKU IFOCYIAPCTBEHHOTO CITy KAIIIETO.
OcoOeHHOCTH cofiepKaHuss W O(QOPMIICHHS JMYHOW KapTOUYKH HAy4dyHOro (Hay4dHoO-
MeJATOTUIECKOr0) pabOTHHKA.

12.Conepxanne n nopsiok oGopMIIEHHS IMYHOTO JeIa PaOOTHHKA.
13. Ipukas xax noxyment. Buapl npukasos. [IpaBuia paGoThI ¢ IPUKa3aMH.

14.0cobennoctn  comepskanust W TopsaKa OGOPMIEHHMS OTAENbHBIX BHIOB IPUKA30B
(pacriopsKEeHHUI ) TIO TIEpCOHAITY.

15.Texnonornn wm3nanus npukasos. IIpolenypbl OTMEHBI W aHHYJIMPOBAHHMS IIPHKA30B.
XpaHeHue MPUKA30B.

16.Conepxanre u mopsmok opOPMIEHHS IOKYMEHTOB II0 OTKOMAHIMPOBAHUIO IEPCOHAJIA.
TexHonorus MoJArOTOBKM KOMaHAMPOBOYHBIX IOKYMEHTOB.

17.Conepxanre u mopsmok odopMIIEHHS JOKyMEHTOB II0 OTIYCKaM mepcoHana. Ipadmuk
OTITYCKOB. 3asiBiieHue 00 otiycke. [Tpukas 00 otiycke.

18. Coneprxanue 1 nopsnox oGopmIeHHs IUCEM TI0 TIEPCOHAITY.
19. Coneprxanue u nopsmok oGopMIIeHHs CITy’KeOHO-IENOBBIX 3AIUCOK TI0 EPCOHAIY.




20.Cripaku 1o nepcoHaty: CoaepKaHue 1 MOpSIOK 0QOPMIIEHHSL.

21.TexHonoruu perucTpaiyy JOKYMEHTOB, KOHTPOJIS HCIIOJHEHHS JOKYMEHTOB.
22.TlocTpoeHre HOMEHKIIATYPHI JIEI.

23.ApXuBHOE XpaHEHHUE TOKYMEHTOB

24 . SI3bIK ¥ CTUIIB IOKYMEHTOB. PelakTHPOBAHHE TOKYMEHTOB.
25.Yundukanus, popmanuzanys, CTaHIaAPTU3ALKUS JOKYMEHTA.

26. Pa6ota ¢ KOHQHAEHINATBHOM HHOpMaLKEit

HIxaJjia oneHUBaHUA

YpoBeHb 3HAHWI, YMEHHMA M HaBBIKOB OOYyYalOIIErocs NPH YCTHOM OTBET€ BO BpeMs
MPOMEXKYTOUHOM  arrecTamuu  ompenensercs oneHkamu  «Otmugdo» /  «Xopomioy/
«Y nosnerBopurenbHo»/ «HeynoBneTBopuTenbHO». KpurepusiMu oOlLleHMBaHUS Ha 3adyeTe ¢
OI.IGHKOﬁ ABJIICTCA  ACMOHCTpalMsd OCHOBHBIX TCOPECTUUYCCKUX HOHO)KGHHﬁ, B paMKax
OCcBaMBaeMOW KOMIETEHIIUH, YMEHUE MIPUMEHSTH MOJIyYeHHbIE 3HAHUS Ha MPaKTUKE, OBJIa/IeHNE
HaBBIKAMH aHAJIM3a U CUCTEMAaTU3aIi HHGOpMAIiK B 00JacTH (PUHAHCOB.

Jns pucrumuinH, GopMoil TPOMEKYyTOUHOW aTTECTallMd KOTOPBIX SBJISIETCS 3a4eT C OLIEHKOIA,
IIPUHSATHI CJIECAYIOLINE COOTBETCTBUS:

- 90-100% - «otamaHo» (5);
- 75-89% - «xopoto» (4);
- 60-74% - «ynoBueTBOpUTEILHOY (3);

- meHee 60% - «HEeyTOBIETBOPUTEIHLHOY (2).

IIpu onieHMBaHUM PE3yNBTATOB YCTHOTO OIPOCA UCIIOJIB3YETCS CIIEAYIOIas IKala OLICHOK:

OTanbl KOMIETEHIINH, IPEIYCMOTPEHHBIE 00pa30BaTeIbHOM MPOrpaMMOH,
100% - 90% chopmupoBaHBI Ha BEICOKOM ypoBHE. CBOOOHOE BIIaJICHUE MAaTEPHUAaIOM, BHISIBIICHHAE
0" 0 MEKIIPEMETHBIX CBSI3eH. Y BEpEHHOE BJIaJICHHE MOHATUWHBIM aIapaToM

(OTHI/I‘-IHO) JAUCHUIIIIUHBI. HpaKTI/I‘IeCKI/Ie HaBbIKHU HpO(i)eCCPIOHaHLHOfI JACATCIBbHOCTU

C(l)OpMPIpOBaHI)I Ha BBICOKOM YPOBHE. CriocoOHOCTB K CaMOCTOATCIIbLHOMY
HECTAHAAPTHOMY PCHICHUIO MMPAKTUYCCKUX 3aJ1av

DTanbl KOMIICTCHIIMH, IPEIYCMOTPEHHBIE 00pa30BaTEeIbHOMN MPOrpaMMON,

89% - 75% c(hopMUpPOBaHEI JOCTATOYHO. JleTabHOE BOCIIPOU3BEACHUE YIEOHOTO MaTepHaa.
[IpakTUyeckre HaBBIKU MPOPECCHOHANBHOM JCSITEIBPHOCTY B 3HAYUTEIBLHON Mepe
(xopouo) cthopmupoBansl. [IpUCYTCTBYIOT HABBIKK CAMOCTOSTECIBHOTO PEIICHUS MPAKTHYCCKIX
3a7a4 C OTAENbHBIMA 3JIEMEHTaMH TBOPYECTBA.

DTanbl KOMIICTCHIIUY, IPEIYCMOTPEHHBIC 00pa30BaTEeIbHOMN MPOrpPaMMON,

74% - 60% c(hopMHUpOBaHEI HA MUHUMAJIFHOM ypoBHE. Hanmune MUHIMAaIbHO TOIYCTHMOTO
YpOBHS B YCBOSHHH y4eOHOTO MaTeprala, B T.4. B CAMOCTOSITEIbHOM PEIICHUN
(YIOBIETBOPUTENBLHO) MPaKTUIEeCKHX 3a1a4. [IpakTndeckne HaBBIKH MPO(ECCHOHATBFHON AeATeIEHOCTH
chopmupoBaHBI HE B TIOJTHON Mepe.

MeHee 60% Dramnbl KOMIIETEHITUH, TPETYCMOTPEHHBIE 00pa30BaTEILHOM MPOTPAaMMON, He
(HEYIOBIIETBOPUTENHHO) chopmupoBansl. HemocTaTouHbI# YPOBEHD YCBOCHHS MTOHATHIHOTO anmapara u
Hajugre pparMeHTapHbBIX 3HAHUN 110 quciuIuinHe. OTCYTCTBHE MHHUMAILHO




JIOITyCTUMOTO YPOBHS B CAMOCTOSITETIHHOM PEIICHUH MTPAKTHYESCKIX 3a/1a4.
[IpakTryeckue HaBBIKK MPOPECCHOHANBHON A TEIBHOCTH He CHOPMUPOBAHEI.

@DOHIBI OLICHOYHBIX CPEJICTB MPOMEKYTOUHOM aTTeCTallud IO JUCHUIUIMHE NPEICTaBICHBI B
MpUJIoXKeHuu 1.

6. MeToanuyecKkue MaTepHuaJbl 10 OCBOCHUIO TUCIHUIIINHBI

MeToanuyeckne peKOMEH AU 10 HANIMCAHUIO pedpepaToB

Pedepar sBnsercs nHIUBUIYaIBHOW CaMOCTOSTEIIBHO BBITIOJHEHHON pabOTON CTy/EHTA.
Temy pedepata CTyOeHT BBIOMpaeT M3 MEPEYHS TEM, PEKOMEHIYEMbIX IpernojaBaTeiieM,
BEJYUIMM COOTBETCTBYIOIYIO AWCUMIUTUHY. Pedepar nmomkeH coaepkaTh cleqyrolne
CTpyKTypHBbIe dneMmeHThl: TurynbHbiii nuct Cogepkanue Bsenenme OcHOBHAs YacTh
3akmouenne Crucok nurepatypbl [lpunoxenus (mpu HeoOxomumocTtu). TpeGoBaHus K
oopmnenuto pedepatos: mpudpt — 14, monsg — no 2 cm, uarepsai — 1, oobem — He MeHee 10
CTp.

PexoMenganuu mo NJIAHUPOBAHUIO U OPraHU3allMi BPEMECHH, HGOﬁXO)lI/IMOFO Ha M3y4YeHHUue

AUCHUIIIIMHBI
CTpyKTypa BpeMeHHU, He00X0AUMOr0 Ha M3y4eHHe U CUMILIHHBI
®dopma u3ydeHHs TUCIUTUIAHBI Bpewmsi, 3aTpaunBaeMoe Ha W3YYCHUE TUCIHUILUIHHEL, Yo
N3yuenune muTepaTypbl, pEKOMEHIOBAHHOW B yIeOHOM 40
nporpamme
Pemenue 3a1a4, MpakTHIECKUX YIPAKHEHUH H 40
CHTYAaI[OHHBIX ITPUMEPOB
N3yuyeHune TeM, BBIHOCUMBIX Ha CAMOCTOSATEIHHOE 20
paccMoTpeHue
Hroro 100

MeTtoanveckue peKOMeHAAIMH 110 MOATOTOBKE K NPAKTHYECKOMY (CEMHHAPCKOMY)
3aHATHIO

OCHOBHOM IIEJTBIO TIPAKTHYECKOTO (CEMUHAPCKOTO) 3aHATHS SBJISICTCS MPOBEPKA TITYOUHBI
MOHMMAHUS CTYIEHTOM HM3y4aeMOW TEeMBbI, y4eOHOro Marepualia U yMEHHUS H3JI0OKHUTH €ro
COJIep)KaHue SICHBIM M YETKHUM SI3bIKOM, Pa3BUTHE CaMOCTOSTEIIBHOTO MBIIUICHUS U TBOPYECKOMH
AKTUBHOCTH Y CTYyIEHTa, YMEHHS pelarh NpakTHYecKue 3amadd. Ha mpakTHdeckux
(ceMHUHApCKUX) 3aHATUAX MPEAINOIaracTcsl paccMaTpuBaTh HanboJiee Ba)KHBIC, CYNIECCTBECHHBIC,
CIIOKHBIE BONPOCHI KOTOpBIE, Hawmboyiee TPYOHO YCBauWBalwTCA CcrTyAeHTamu. [Ipu 3TOM
TOTOBUTKLCS K TMIPAKTHYECKOMY (CEMHHAPCKOMY) 3aHITHIO BCETIa HYKHO 3apanee. [loaroroska x
MPAKTUIECKOMY (CEMUHAPCKOMY) 3aHSTHIO BKIIFOYAET B CeOsI Cleayroliee:

- 00s13aTeIIbHOE O3HAKOMJICHUE ¢ BOIIPOCAMH JIJIsl YCTHOTO OIpoca,

- W3YYCHHE KOHCIEKTOB JIEKIIUHA, COOTBETCTBYIOIIUX pAa3elioB y4eOHUKa, y4eOHOTO
OCOOMS, COIePIKaHMSI PEKOMEHIOBAaHHBIX HOPMATHBHBIX MPABOBBIX aKTOB;

- paboTa ¢ OCHOBHBIMH TepPMUHAMH (PEKOMEHIYETCSI X BBIYUHTB);

- W3ydYeHHWE JOIOJHHUTEIbHOW JIUTEPATyphl IO TEME 3aHATHSA, Jeias IPH ITOM
HEOOXOUMBIE BHIMICKHU, KOTOPHIE MIOHA00STCS TPU 00CYKICHUH Ha CEMUHAPE;

- (GopMyIUpOBaHUE CBOCTO MHEHHS 1O KaKIOMY BOIPOCY W apryMEHTHPOBAHHOE €ro
000CHOBaHHE;

- 3allUCh BO3HHKIIHUX BO BPEMS CaMOCTOSITCIILHOH paOoThl ¢ Yy4eOHUKAMH M HAyIHOH
JUTEPATypPhl BOIIPOCOB, YTOOBI 3aT€M Ha CEMHHAPE TIOTYYUTh HA HUX OTBETHI,

- oOparieHne 3a KOHCYJIbTAIlUeH K MPero1aBaTelio.

PCKOMeH[laIH/II/I M0 U3YYCHHUI0 METOAUYECCKUX MAaTEPHAJIOB




MGTOI[I/I‘ICCKI/IG MaTepI/IaJIBI 10 JUCHHUIIJIINHE IIO3BOJIAKOT CTyI[eHTy OIITUMAJIBHBIM
00pa3oM OpraHu30BaTh MPOIIECC U3YUCHHS JAHHOW TUCIHUIUIUHBI. MEeTOInYeCKre MaTepruabl Mo
JTUCLUUIUIMHE TPU3BAaHBI MOMOYb CTYACHTY IMOHATH CHEHU(UKY H3y4aeMOro MaTepuaia, a B
KOHEYHOM HUTOT€ — MAaKCHUMaJIbHO TIOJHO M KAauyeCTBEHHO €ro OCBOWTh. B mepByo odepens
CTy,Z[eHT JOJIDKEH OCO3HAaThb Hpe,Z[HaSHa‘-IGHI/IG METOANUYCCKUX MaTepI/IaJIOBI CprKTypy, neian n
3amaun. {7 9TOro OH 3HAKOMHTCS C MpeaMOyJiol, OTJIaBJICHHEM METOJIUYECKHX MaTepHasioB,
I‘OBOp}I HHayc, OCYI_LICCTBJIHCT HepBI/I‘IHOC 3HAKOMCTBO C HHM. B pa31[ene, ITOCBAIIICHHOM
METOJMYECKUM PEKOMEHJAMSAM 10 U3YYCHHUIO JUCIUIUIMHBI, TPHUBOJIATCS COBETHI IO
H.HaHI/IpOBaHI/IIO nu OpI‘aHI/I3aI_II/II/I H€O6XO,Z[I/IMOFO JUTA I/I3Y‘-IGHI/I}I JOUCIHUIIJINHBI BpeMeHI/I, OIINCaHUue
MOCJICIOBATEILHOCTH  JACHCTBUUM  CcTyAeHTa  («CIEHapuid  M3yYeHHs]  JAUCIUIUIMHBIY),
PEKOMEHIAIMU 0 paboTe ¢ JTUTEepaTypOold, COBETHI IO MOJATOTOBKE K IK3aMEHY M Pa3bSCHEHUS
M0 TOBOJY pabOTHl C TECTOBOM CHCTEMOW Kypca M HaJa JOMAITHUMHU 3aJaHusMH. B memom
JaHHBIE METOJWYECKHE PEKOMEHIAIMU CIIOCOOHBI OOJIErYuTh W3YYCHHE CTYACHTAMU
JUCIUIIMHBI W TIOMOYh YCIEIIHO cAaTh »dK3aMeH. B paszgene, conepkameMm ydeOHO-
METOAUYCCKUEC MaTepI/IaJIBI JUCHUIIIINHBI, co;nepxcaHHe HpaKTI/I‘-IGCKI/IX BaHHTI/Iﬁ 110 JUCITHUITJIMHE.

PexomeHnaanmuu no caMocTosiTeIbHOI padoTe CTY/ICHTOB
Ha camocrostenpHyro  paboty crymeHtoB mo aucuumiumHe  b1.B.J[B.02.02
«YHpaBHeHI/IG B KaIpOBOM ACTIOMPOU3BOACTBE» BHIHOCATCA CIICAYIOINEC TEMBbI:

Ne Tema Bomnpocsl, BbiHocuMble Ha CPC Ounas | 3aounas
n/n dopma dpopma
1 2 3 4 5
JIOKyMEeHTBI I10 moucky, | IlpotuBopeuns B noaxonax K 0] 0]
TeMa 1 0T60py u HaﬁMy IepcoHana O(l)OpMHeHI/HO 3asIBICHUM.
ABTo6uorpagus.
Tpynosoit JOroBop ¢ | OcobeHHOCTH  HOATOTOBKU  TPYIOBBIX o (0]
Tema 2 pa60THI/IKOM2 coAcp;KaHue Hu JAOTOBOPOB, COACPIKAIINUX CHCIII/I(i)I/I‘ICCKI/Ie
TIOPSIIOK OGOPMIICHHS. YCIIOBHUSL. OdopmiieHue TPYJIOBOTO
JIOTOBOPA.
Jluanoe  meno  paOoTHHKA: | JOMOJHWUTENbHBIE —YCIOBHS  TPYJOBOTO [0) (0]
coZiep:KaHHue u OPSITOK JA0TroBOpa. Ocobennoctu IIOATOTOBKH
Tema 3 odopMIIeHHSL. TPYIOBBIX  JOTOBOPOB, coziepIKaIux

crierupuieckue  ycnous. OdopmiieHue
TPYJIOBOTO JOTOBOPA.

Tema 4 | TpynoBas kHmwkka paOoTHuka: | OdopMmicHue B TPYJOBOM  KHIDKKE 0] 0]
coZepKaHue u OPSAOOK 3aITuCEH 0 COBMECCTHUTCIILCTBE.
odopmerus Hcnpasnenne  3ammced B TPYAOBOM
KHIDKKE.
Tema 5 | IIpukasel 1o mepcoHany wu | lIpukas o npueme Ha paboty. Ilpukas o 0] 0]
OCHOBHOM NesTenbHOCTH: | epeBoxe  cotpynmmka.  Ilpukas 06
ColepKaHUe W TOpsAoK | YBOJIBHCHHUM.
o opMITCHUS
Tema 6 | JIOKyMEHTHI no | JlokyMeHTHpOBaHUE OT3bIBa M3 OTITyCKa. 0] 0]
OTKOMAaH IUPOBAHUIO yu | Y4eOHbIii OTIyCK.
OTIIyCKaM IepcoHaa:

COlepXKaHWe W TOPSIOK
opopmrnenus. Ilepemucka u
CIpaBKd MO  TEPCOHANY:
COlepXKaHWe W TOPSIOK
odopmireHUS




HeorbemieMbIM 35IeMEHTOM y4eOHOTO Mpolecca SBISETCS CaMOCTOsTeNbHas paloTta
ctyneHta. Ilpu camocTosiTenbHONH paboTe JOCTHraeTcsi KOHKPETHOE YCBOGHHE Y4eOHOro
MaTepHalia, pa3BHUBAIOTCS TEOPETUYECKHE CIIOCOOHOCTH, CTOJb BaXKHbIE JJIsI COBPEMEHHOM
MOJATOTOBKU CIEeUUaIucToB. POpMbl CaMOCTOSTENBHOM pPabOTHI CTYAEHTOB IO TUCIUILIMHE:
HalMcaHUue KOHCIIEKTOB, MOATOTOBKAa OTBETOB K BOIIPOCAM, HamUCaHuE pedepaToB, pelieHHe
3aJa4, UcclieoBaTenabckas padoTa.

3amaHusi UIsI CaMOCTOSITETTbHOM pabOThI BKIIOYAIOT B CEOSI KOMIUIEKC AHATUTHYECKHX
3aJJaHUI BBIIIOJIHEHUE, KOTOPBIX, MpENAIoyiaraeT THIATEIbHOE W3YYeHHE HAaydyHOU U yueOHOMU
JUTEPaTyphl, MEPHOAUYECKUX W3JIaHWUH, a TaKkKe 3aKOHOJATeNIbHBIX W HOPMATHUBHBIX
JOKYMEHTOB IpeajaraeéMbix B 1.6 «YueOHas nuTeparypa M pecypchl HH(DOpPMALMOHHO-
TEJIEKOMMYHHUKAIIMOHHOH  CETH "Unrepuer",  yueOHO-MeTOoaMUeckoe  oOecrieueHue
CaMOCTOSITENIbHOM paboThl OOyyaromuxcsl MO AUCHUILIMHE». 3aJaHusl IMPEIOCTaBISIIOTCS Ha
MPOBEPKY B MIE€YATHOM BHUJIE.

Pexomenganum no padore ¢ Jureparypoit

[Ipu u3ydyeHum Kypca ydyeOHON AMCUMIUIMHBI 0CO0O€ BHUMaHHME cilenyeT oOpaTuTh Ha
PEKOMEHIYEMYIO OCHOBHYIO U JOMIOJIHUTENBHYIO JTUTEPATYpYy.

BakHbIM 3J1eMEHTOM MOATOTOBKHM K CEMHHApy SIBISETCS TIyOOKOe M3ydeHHE OCHOBHOU M
JOTIOTHUTEIFHOU JTUTepaTyphl, PEKOMEHJOBAHHOMN MO TeME 3aHATHUS, 4 TAK)KE IEPBOMCTOYHHUKOB.
[Ipu 5TOM MOJIE3HO MPOYUTAHHYIO JTUTEPATYPY 3aKOHCIIEKTHPOBATh. KOHCIIEKT JOKEH OTBEYATh
TpeM TpeOOBaHUSAM: OBITh COACPKATEIBHBIM, IO BO3MOXXHOCTH KpPaTKHUM W TMPaBUIBHO
0(OPMIICHHBIM.

CopepKaTenbHBIM €ro ClielyeT CUMTaTh B TOM cCilly4yae, €Cil OH MepeAaeT BCe OCHOBHbBIE
MBICTU aBTOPOB B IIEJIOCTHOM BHJE. V3I0XKUTH TEKCT Kparko — O3TO 3HAYUT TMepeaaThb
coJlep’)kaHue KHUTH, CTaThbU B 3HAYUTENbHOM Mepe cBoumH cioBamu. [Ipm sTom cremyer
IPUIEPKUBATbCA MpaBUila - 3aMUChIBaTh MBICIbL aBTOpa pabOThl JUIIL MOCIE TOro, Kak OHa
XOpo1lIo MOHsTAa. B TakoM ciiydae mocTaBieHHas 1enb OyAeT AocTuruyTa. LlutupoBaTs aBTOpOB
U3ydaeMbIX paboT (C 00s3aTenbHON CCHUIKOM Ha UCTOYHHK) CIEAYET B T€X CIydasX, €CIH HaJo
3aMMChIBaTh OYEHb BAXKHOE ONpeeTIeHNUE MU TOJI0KeHNe, 00001Iaromuil BHIBOI.

Baxxno u BHemHee opopmiieHne KOHCIIEKTa. B ero Hauane Hajo yka3aTh TEMY CEMUHApa,
naTy ~— HANUCaHWs,  Ha3BaHUS  JIMTEPATYPHBIX  HCTOYHUKOB,  KOTOpBIE  OyAyT
3aKOHCIEKTUPOBaHbI. [ 1yOokass camocTosiTenbHass paboTa HaJg HAMH OOECHEYHUT YCIEITHOE
YCBOEHHE N3Y4aeMON AUCIUTUINHBL.

OnHuM W3 BaXHEWIIMX  CPEICTB  CEPhE3HOTO  OBJAJCHUS  TEOpPHUEH  SIBIISIETCS
KOHCnEeKmupoeanue nepeoucmoyHuKos.

Jlnst cocTaBieHHs] KOHCIIEKTa PEKOMEHYeTCsl CHadaia MpoYuTaTh padoTy LENUKOM, YTOOBI
YACHUTD €€ 0O CMBICT U cofepkanue. [Ipu 3ToM MOXKHO clienaTh IOMETKH O €€ CTPYKTYpe, 00
OCHOBHBIX TIIOJIO)KEHUSIX, BBIBOJAX, HAJO CTaparbCsi OTIMYaTh B TEKCTE OCHOBHOE OT
BTOPOCTEIIEHHOT0, BBIBOJBI OT apryMEHTOB U JJOKa3aTeJIbCTB. ECiM eCTh HEMOHATHBIE CIIOBA, HAJI0
B DHITUKJIONIETUIECKOM CJIOBape HANTH, YTO ATO CJI0BO 0003HA4YaeT. 3aKOHUMB uTeHHE (raparpada,
TNIaBbl, CTaThU) HAJO 3a/JaTh ce0e BOMPOCHI Takoro ponaa: B deM riaBHas Mbiciab? KakoBwI
OCHOBHBIE 3BEHbsI JI0OKa3aTenbCcTBA ee€? YTo BbITEKaeT W3 yTBepxkAeHUM aBTopa? Kak 310
COTJIaCYETCs C TEM, UTO YK€ 3HAeTe O MPOUYUTAHHOM U3 JPYTHX UCTOYHUKOB?

SICHOCTP 1 OTYETIMBOCTh BOCHIPUATHS TEKCTa 3aBUCUT OT MHOTOT0: OT COCPEIOTOYEHHOCTH
CTYIEHTa, OT TEXHUKH YTCHHs, OT HACTOHYMBOCTH, OT SPKOCTH BOOOpaKEHHUS, OT TEXHUKHU
¢uKcUpoBaHMUS TPOYUTAHHOTO, HAKOHEL, OT OJPYAULHH — OOIIel U B KOHKPETHO
paccmaTpuBaeMoi mpoodieme.

Pe3ynbratom mnepBOHAuaIbHOTO YTEHUS JOJDKEH OBITH NMPOCTON maam mexkcma u uemkoe
npeocmasnenue 0 HeACHHIX Mecmax, OTMEUYCHHBIX B KkHure. Ilocie mpenBapuTenbHOTO
03HAKOMJICHHUS, MTPU OBTOPHOM YTEHHH CIICAYET 6blOeIUmb OCHOGHbIE MBIC/IU A6mMopa N X
pa3BUTHE B MPOU3BEACHHUH, OOPATUTh BHUMaHHE HA OOOCHOBAHHUE OTMAEIHHBIX IMOJIOKCHHM, HA



MeTonbl W (OpMBI JOKa3aTenbcTBA, Hauboiee spkue NpuMepbl. B xoze 3Toil paboThI
OKOHYATEJIbHO OTOMpaeTcss MaTepuain Ui 3aluCd U OIpenessieTcs] €€ BUI: HJIaH, Mme3Uchl,
KOHCheKm.

[Iman 3TO KpaTKWii, MOCIIENOBATEIbHBIA IEPEYEHb OCHOBHBIX MBICIECH aBTOpa. 3amuch
IPOYUTAHHOTO B BUJE TE3UCOB — 3HAUUT BBIIBUTH U 3alMCaTh ONOPHBIE MBICIHM TeKcTa. PazHuia
MEXy IJIAHOM W Te3ucaMH 3aKjIlo4yaeTcs B CIEIYIOIIeM: B IJIaHE MBICIb Ha3bIBaeTcs (CTaBb
BCErJa BOMPOC: O 4YeM TOBOpUTCs?), B Te3ucax — (opMyiaupyercs — (4To0 UMEHHO 00 3TOM
roBoputcsa?). 3amuch OIMOPHBIX MBICICH TEKCTa BakKHA, HO TIOJIHOTO TMPEACTABICHHUS O
IPOYNTAHHOM Ha OCHOBAaHHHM I0J00HOM 3aluCcCH HE COCTAaBUIIb. BaXXHO OCMBICIHUTH, KaK aBTOP
JOKa3bIBa€T CBOIO MBICHIb, KaK YOEXJaeT B HCTHMHHOCTH CBOUX BBIBOAOB. TaK BO3HHKAeT
KoHCcHekT. dopmMa 3amucu, Kak Mbl YK€ OTMETHIIH, YCIOXHSETCS B 3aBUCUMOCTU OT IieJei
paboTHI: TIJIaH — O YeM?; TE3UChl — 0 4eM? YTO UMEHHO?; KOHCIIEKT — O YeM? 4TO UMEHHO? Kak?

KoHcnekT 3TO0 KpaTkoe TIOCIe0oBaTeNbHOE U3JI0XKEeHHe coaepkaHus. OCHOBY ero
COCTaBJISIET IUIAH, TE3UChl M BBIMHCKU. HenocTaTkM KOHCIIEKTUPOBAHMS: MHOTOCIIOBHE,
LUTUPOBAHUE HE OCHOBHBIX, a CBA3YIOLIUX MBICIEH, CTPEMIIEHHE COXPAHUTH CTHIIMCTHYECKYIO
CBSI3aHHOCTH TEKCTa B yIIEpO €ro JIOTH4ecKoil cTpoiHoCcTH. [IprucTynaTh K KOHCIIEKTHPOBAHHUIO
HEOOXOMMO TOTJa, KOTJAa CIIOKWIMCh HABBIKM COCTABJICHMS 3allUCH B BHJE Pa3BEPHYTOTO
MOAPOOHOTO IJIaHa.

®opma 3amMcu MpH KOHCIEKTUPOBAHMM TpeOyeT 0cOo0Oro BHHMAHUS: BaXXHO, YTOOBI
COOCTBEHHBIE YTBEPKICHUS, Pa3MbIIUICHUS HAJ MPOUYUTAHHBIM, YETKO OTACISIINCH MPHU 3alHCH.
Pa3symMHee BBIHOCHTH CBOM IOMETKHM Ha IIMPOKHUE OIS, 3allUCHIBATh HA HUX JONOJIHUTEIbHBIC
CIIPaBOYHbBIE JJAHHBIE, IOMOTAIOLINE YCBOCHUIO TEKCTA (1aTa COOBITUS, YIIOMSIHYTOTO aBTOpaMU;
CBEICHMSI O JIMLIE, HA3BaHHOM B KHUI€; TOUHOE COJEp)KaHUE TEpMHUHA). Eciau KoHcIeKTupyercs
TEKCT BHYIIUTEIHHOTO 00beMa, HE0OOXOJUMO YKa3bIBaTh CTPAHMIIBI KHUTH, KOTOPHIE OXBAaTHIBAET
Ta WM UHAs 4acTh KOHCIEKTA.

Jlnsg ynoOcTBa TMONB30BaHHUS CBOMMH 3alMCSIMHU BaKHO O3arjiaBUTh KPYMHBIE YacTH
KOHCIIEKTa, IOAYEPKUBas 3a20n06ku. CleqyeT NOMHUTh O Ha3HAUEHUU KpPACHOM CTPOKH,
CTPEMHUTBhCSA K 4YeTKOH rpaduke 3ammceld - ycTymamu, KoJOHKamH. M3maraTh rjiaBHbBIE MBICIU
aBTOpa M HX CHUCTEMYy apryMEHTOB - HEOOXOJUMO TNPEUMYIIECTBEHHO CBOUMH CIIOBaMH,
nepepadaTbiBas TakuM 00pa3oM HHGOPMAIHMIO,— TaK MPOXOAHWT YSCHEHHE €€ CyTH. MBICIb,
(bpasbl, MOHATHIE B KOHTEKCTE, MOTYT IIproOpecTu Oosiee NpocTpaHHOe U3JI0KeHHe B 3amucu. Ho
TEKCT OpUTHMHANIa CBEPTHIBAE€TCA, U CTYACHT, OTpabaThIBasi JIOTMYECKOE MBIIUICHUE, YYUTHCS
BBIJICJIATh TJIaBHOE W 000011aTh OJHOTUIHBIE CYXJAEHUs, onHoponHble (aktel. Kpome Toro,
JieNias 3alucy CBOMMHU clloBaMH, 0000111asi, CTYACHT YUYUTCS TUCbMEHHON peyH.

3HaHue oOIIel cTpaTeruu YTeHUs, TEXHUKU COCTABJICHUE IUIaHA U TE3UCOB OIpEneIsieT U
TEXHOJIOTHIO KOHCITEKTUPOBAHUS

— BHumarenpHO 4yMTaTh TEKCT, NMONYTHO OTMEYas HENOHSTHBIE MECTa, HE3HAKOMBIE
TEPMUHBI U NIOHATUS. Botnucame nHa noaa 3Ha4eHNE OTMEUEHHBIX ITOHATHI.

— Ilpu mepBoM dYTEHHWH TEKCTa HEOOXOAMMO COCTaBUTb €r0 HpOCHmOU naH,
MIOCJIEIOBATEIbHBIN NEPEYEHb OCHOBHBIX MBICJIEN aBTOpA.

— Ilpy MOBTOpPHOM YTEHMM TEKCTa BBIACIATH CUCHIEMY OOKA3ameabCmeé OCHOBHBIX
MOJIOXKEHUH paboThI aBTOpA.

— 3aKIOYUTENbHBI 3Tam  paboThl C TEKCTOM COCTOMT B OCMBICICHHM paHee
OTMEUYEHHBIX MECT M UX KPaTKOW MOCIIEI0OBATEIBHOM 3aUCH.

— Ilpu KOHCHIEKTUPOBAHUM HYXHO CTPEMUTBHCSA 6bIPA3UMIL MbICIb AGMOPA CEOUMU
cnoeamu, HTo TIOMOTaeT 0oJiee TIIyOOKOMY YCBOEHHUIO TEKCTA.

— B pamkax pabGoTbl Haj TEPBOMCTOYHHKOM BaKEH YMENbId omoop wyumam.
Heo6xoauMo y4uThIBaTh, HACKOJIBKO SIPKO, OPUTUHAIIBHO, CKATO U3JI0’KEHA MbICTh. LluTupoBaTsh
HEOOXOUMO Te CYXJCHHsI, Ha KOTOpbIEe BIOCIEICTBUN BO3MOXKHA CChUIKA KaK HAa aBTOPUTETHOE
M3JI0’)KEHUE MHEHMSI, BBIBOJIa IO TOMY WJIM HHOMY BOIIPOCY.

KoncnektupoBath 11eecoodpa3Ho He Ha OTACIFHOM JIUCTE, a B OOIIeH TeTpaau Ha OTHOM

cTpanuie yucta. OOOpPOTHAsE CTOpPOHA JHCTa MOXKET OBITh HWCIOJB30BaHA HJISI JIOTIOJHEHHIHA,



HEOOXOAMMOCTh KOTOPBIX BBIICHHTCS B JaibHeWmnieM. [Ipy KOHCIEKTHPOBAaHHU JINTEPATYPHI
CJICAYCT OCTABUTH HIMPOKUC I10JIA, LITO6I:.I 3alUcaTh HA HUX INIAH KOHcHekTta. Ilons MOT'yT 6BITB
HUCIIOJIB30BaHbI TAKXKE HJIA 3allMCU CBOUX 3aMe‘-IaHHﬁ, I[OHOHHCHHﬁ, BOIIPOCOB. HpI/I BBICTYIIJICHUU
Ha CEMHHApC CTYACHT MOXCET II0JIb30BATHCA CBOMM  KOHCICKTOM UII OUTHPOBAHUSA
MEPBOUCTOYHHKA. Bce YYaCTHUKU 3aHATHA BHUMATCIIBHO CIIYIIAIOT BBICTYIIJICHUA TOBapI/IH_[eﬁ 10
TpyIIe, OTMEYAT CIIOpHBIE WM OIIMOOYHBIC TIONOKEHHWS B HHUX, BHOCIT TIONPAaBKH,
MIPEJICTABIISIFOT CBOU PEIICHUS U 00OCHOBaHUS 00CYKIAEMBIX TIPOOIIEM.

B kon1e cemunapa, Korja nmperno/iaBaTteib 3aHsATUS TOJABOIUT UTOTH, CTYACHTHI C YUETOM
pEeKOMEHIalNi MpenoaBaTeis U BRICTYIUIEHUH COKYPCHUKOB, TOTIOJIHSIOT WIIM UCTIPABISIOT
CBOM KOHCIIEKTHI.

PexoMeHaanuu 1J1s1 NOATOTOBKH K IK3aMeHY

[Ipy DOArOTOBKE K SK3aMEHY CTYAEHT BHHUMATEIbHO IPOCMATPUBAET BOMIPOCHI,
MPeIyCMOTPEHHBIE pabodell MporpamMMoil, W 3HAKOMHUTHCS C PEKOMEHJOBAaHHOW OCHOBHOM
auteparypoil. OCHOBOM I CHAuM 3K3aMEHa CTYIEHTOM SIBJISIETCS HM3YYEHHE KOHCIIEKTOB
JeKIUH, TPOCIYIIAHHBIX B TEUEHHWE CceMecTpa, WHGOpMaIllvs, MOJIyYeHHAss B pe3yibTare
CaMOCTOSITENILHOM pabOThI B TEYCHHE CEMECTPA.

7. YdyeOHasi JjguTeparypa M pecypcbl HH(POPMAIMOHHO-TEJEKOMMYHMKAIIMOHHON CeTH
NuTepHuer

7.1. OcHoBHas1 JUTEpaTYpa

1. Abynaose, J].I'. JIOKyMEHTallMOHHOE OOECIEYCHUE YNPABICHHUS MEPCOHAJIOM :
yueOHUK U mpakTuKyMm aist By3oB / JI. I'. Abymanze, U. b. Bemmpsokkuna, B. M. MacnoBa. — 3-e
u3a., mepepab. m gom. — Mocksa : UznmarensctBo FOpaiit, 2024. — 374 c.— (Bwicuiee

obpazoBanue). — ISBN 978-5-534-16669-9. — Tekct : snexkrpoHHbld // OOpazoBaTenbHas
iatdopma FOpaiir [caiit]. — URL: https://www.urait.ru/bcode/536724

2. Kysneyos, U. H. JIokyMeHTallHOHHOE OOECIICYCHUE YIIPABJICHUS TIEPCOHAIIOM :
yaeOHMK W TpakTukyMm s By30oB/ U. H. Ky3nenos. — 2-e u3n. — Mocksa : M3gaTenbcTBO
Opaiit, 2023. — 393 ¢c. — (Bwicmee obpazoBanue). — ISBN 978-5-534-14830-5. — Tekcr :
AJICKTPOHHBINA /! O6pazoBaTenpHas maTdopma Opaiit [caiiT]. —
URL: https://urait.ru/bcode/511202

7.2. lonoJTHATEILHAS JIUTEPATypa

1. Ky3neyos, U. H. JIoKyMeHTallMOHHOE obecrieueHne yIpaBJICHHUS.
JIOKyMEHTOOOOpOT W  JETONMPOW3BOJACTBO : YYEOHHK U TPAKTHUKYM JUISE  CPEIHETrO
npodeccuonanbHoro oopazosanus / 1. H. Ky3nenos. — 4-e uzn., mepepad. u gomn. — Mocksa :
WzparensctBo FOpaiit, 2023. — 545 ¢. — (IIpodeccuonanbHoe ooOpazoBanue). — ISBN 978-5-
534-16004-8. — Texkcr : anektponHsii // OOpa3oBarenbHas miaTdopma IOpaiit [caidt]. —
URL: https://urait.ru/bcode/523613

2. Yypunos, A.IO. HOpuaudeckoe NeIOMpPOU3BOACTBO : ydeOHOE Tocodue s
cpenHero npodeccuoHaabHoro obpaszoBanus / A. HO. UypuioB. — 3-¢ H31., UCHpP. U JOI. —
Mocksa : U3zmarensctBo HOpaiit, 2023. — 285 c. — (IIpodeccuonanbroe oOpa3zoBaHue). —
ISBN 978-5-534-15583-9. — Tekcr : snekrponusiid // O6pazoBatenbHas miaardopma HOpaiit
[caiiT]. — URL: https://urait.ru/bcode/518430

3. Iasnosckas, O. FO. llpaBoBoe oOecrneueHHe KaJpOBOTO JEJIONPOU3BOJICTBA :




yuebHoe mocobue st By30B / O. FO. [TaBnoBckas. — Mocksa : M3garensctBo FOpaiit, 2023. —
213 c. — (Boicmiee obpazoBanme). — ISBN 978-5-534-11565-9. — TexkcT : aneKTpoHHBIA //
Obpa3oBarenbHas iatdopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/518436

7.3. HopmaTuBHbIE IPaBOBbIE JOKYMEHTHI U MHASI IPaBOBasi HH(poOpMaIUs

1. Koncrurynus Poccuiickoit denepanun.
2. ®@enepanbHblii 3ak0H «O TOCYIapCTBEHHOW TpaKIaHCKOW ciyx0Oe Poccuiickoit
Oepnepaunny Ne 79-D3.

7.4. UuTEpHET-pecypChl, CIPABOYHbIE CUCTEMBbI.

OdunmanpHbIii calT MUHHCTEPCTBA TPYNA U COITMATBHOM 3anuThl Poccuiickoit deneparnuu —
http://rosmintrud.ru
1. www.nnir.ru / — Poccuiickas HaoHaIbHas OnOIHoTEKa

2. www.nns.ru / — HaronanbHas >JIeKTpoHHasi OubIoTeKa

3. www.rsi.ru / — Poccuiickas rocynapcTBeHHast OnOimoTeka

4. www.busineslearning.ru / — Cucrema TUCTaHIIMOHHOTO OM3HEC 00pa30BaHUs

5. http://www.consultant.ru/ — KoncynsraaT mitoc

6. http://www.garant.ru/ — ['apanT

7. Www.isras.rssi.ru (ourmanbHBIHA cauT KypHaja «Cormoornueckne
UCCIICIOBAHUS»)

8. www.mintrud.ru (caiir MuHHCTEpCTBa TpyAa M COIHAIBHOTO pa3BUTUsA Poccuiickoit
depnepanun)

9. www.AUP.ru (AIMUHHCTPAaTUBHO-YIIPABICHUYCCKUH TTOPTA)

10. www.ilo.ru (ounmanbHelii caift MexxayHapoIHOM OpraHu3aluy TpyAa)

11. http://www.hrm.ru (cnennanusupoBanubiii caiiT ;i1 HR- Mmenemkepon)

12. http://www.jod-today.ru (caiit razetsr «Pabota ns Bacy)

13. http://www.personal-mix.ru (Hay4HO-IPAKTHYECKHH IKypHaI TIO YIPaBICHUIO
nepconanioM «Ilepconan MUKCy)

14. http://www.kadrovik.ru (anexTponHas Bepcus xypHana «CrpaBOYHUK KaJIPOBHKA)

15. www.top-personal.ru (351eKTpOHHas Bepcus KypHaia «YIpaBlIeHHE IEPCOHATIOM)

16. www.uptp.ru (cadiT MexayHapogHOro xypHaia «[IpoOsembl TeOpuH W TMPAKTHKH
YIPABICHUS»)

17. www.chelt.ru (caiiT )xypHana «HemoBek u Tpy1»)

7.5. UHBIE HCTOYHHUKH

1. Baxmueynosea, JI. b. Metoauka npodeccnoHabHOTO 00ydeHus : yaeOHOe mocoOue Jyist

By3oB / JI. b. Baxturynosa, II. ®. KanamuukoB. — 3-e¢ u3n., mepepad. um nom. — Mocksa :
WznparensctBo KOpaiit, 2023. — 194 c. — (Bsicuiee o6pazoBanme). — ISBN 978-5-534-10591-
9. — Tekcr : oanekrponHsld // OOpa3zoBatenbHast 1iarpopma IOpaiit [caift]. —

URL: https://urait.ru/bcode/517840
2. Ilyeaues, B. Il. YrupaBieHue epCOHAIOM OPTaHHU3alUU: MMPAKTHKYM : ydeOHOE rmocoodne

s By3oB/ B.II. IlyraueB. — 2-e u3a., ucnp. u nom. — Mocksa : M3marensctBo IOpaiit,
2023. — 280 c.— (Bwicmee o6pazoBanue). — ISBN 978-5-534-08906-6. — Tekcr
AJICKTPOHHBIN /l O6pazoBaTenpHas maTdopma Opaiit [caiiT]. —

URL: https://urait.ru/bcode/516032




8. MaTepl/IaJ'leO-TeXHl/I‘leCKaﬁ 6333, I/lH(l)OpMalII/IOHHbIe TEXHOJOI'HH, IPOrpaMMHOE odecrevyeHne u
l/IH(l)OpMalII/IOHHbIe CIIPAaBOYHbIC CUCTEMbI

MarepuanbHO-TEXHHUECKOE 00ecTieyeHre JUCIUIUINHBI BKIIOYAeT B ce0sl:

- JIGKIIMOHHBIE ayAUTOPUU, 0OOPYAOBAHHBIE BUICONPOCKIIMOHHBIM 000pYIOBaHUEM IS
IPe3EHTAIN, CpPeJCTBAMH 3BYKOBOCIIPOU3BEICHHS, SKPAHOM;

- TIOMEUIeHUs JJI MPOBEACHUSI CEMHUHAPCKUX U MPAKTUUYECKUX 3aHATHIl, 000py10BaHHBIE
yueOHOI MeOenbIo.

JlucuumiuHa ToJAepkKaHa COOTBETCTBYIOIIMMH JIMIEH3UOHHBIMU IPOrpaMMHBIMU
npoayktamu: Microsoft Windows 7 Prof, Microsoft Office 2010, Kaspersky 8.2, CIIC I'apanr,
CIIC KoHcynbTaHT.

ITporpammMHBbIe cpeacTBa oOecreueH s yueOHOTo Mpolecca BKIIOYAIOT:

- IporpaMMmBbl npe3eHTanuonHon rpaduku (MS PowerPoint — 1151 mOATOTOBKYM ClaiiIoB U
Mpe3eHTalU );

- rekcToBbie pegakTopsl (MS WORD), MS ECXEL — st Tabauti, auarpamu.

By3 ob6ecrieunBaeTr kaxxoro o0ydaromierocsi pabounM MeCTOM B KOMITBIOTEPHOM KJlacce
B COOTBETCTBUU C 00bEMOM H3yUaeMbIX AUCLUILINH, 00eCIIeYMBaET BHIXO/ B ceTh VIHTEpHET.

[TomerieHust A CaMOCTOSITENFHOW pPabOThI OOYYAIOMIMXCS BKJIIOYAIOT CIIEAYIOIIYIO
OCHAILIIEHHOCTh:  CTOJIbI ~ ayAUTOpPHBIE, CTYJbsi, JOCKH ayAUTOPHBIE, KOMIIBIOTEPHl C
MOJKJIIOYEHUEM K JIOKAJIHbHON CETH MHCTUTYTA (BKJIIOYAasi IPaBOBBIE cUCTeMBbl) U VIHTEepHeT.

Jnsa  u3ydeHus  y4eOHOM  TUCHUIUIMHBI ~ UCHOJB3YIOTCS ~ aBTOMAaTHU3UPOBAHHAs
O6ubnuoreyHas WHPOPMALMOHHAS CHUCTEMa M JJIEKTPOHHBIE OWOIMOTEYHBIE CHCTEMBI:
«YuuBepcuterckas  OmOmmoreka  ONLINE»,  «DmekTpoHHO-OMOIMOTEUHass  cuUcTeMa
uznarensctBa  JIAHb», «OnexktpoHHO-OnbimoreuHass cucremMa wuzfgatenbcrBa  «HOpaiTy,
«OnexkTpoHHo-OnOmmoreyHass cucrtemMa I[PRbooks», «Hayunas osnexkrponHas OubOimoTeka
eLIBRARY» u ap.
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BOITPOCHI K 3AYETY

277. JIOKyMEHTBI 110 TIOUCKY, 0TOOPY ¥ HaliMy IepCcoHana.

28. PesroMe kak noKyMeHT. TpeGoBanus K pestome. Bujisl pesrome.
29. Arkera. TpeOOBaHNs K aHKETE.

30. JIuct Gecenpl ¢ concKaTeIeM BaKaHCHMU.

31.3asBnenne o mpueme Ha paGory. IlpaBuma odopwmienus 3asBienuit. [IpoTuBOpeuns B
HOAX0/1aX K 0(hOPMIIEHHIO 3asBIICHUI.

32.TpynoBoii JOroBop ¢ pabOTHUKOM: COAEPKAHKE U TOPAN0K O(POPMIICHHUS.
33.Bust gorosopos. OpopMiIeHHE TPYIOBOTO JOrOBOPA.

34, Tpynosas kHKKa Kak JoKyMeHT. Conep:kaHue TpymnoBoi KHKKH. OpopMIIeHre TPYI0BOM
KHIDKKH.

35. J1enonpon3BoACTRO MO TPYIOBBIM KHIKKAM: TIOJy4EHHE, yIET, XPaHEHHE, BblIaua pabOTHUKY
NI YBOJIbHEHHHU.

36.JInunas (ydeTHas) KapTouKa M JIMYHOE J€N0 paboTHMKa mpeanpustus. CopepikaHue u
TOPSIIOK OPOPMIICHHS TMYHON KapTOUKU paOOTHHKA.

37.0cobennocTr conepskanus 1 0GpOPMIICHHS THYHOM KapTOYKH TOCYAapPCTBEHHOTO CITyKAILETO.
OcobeHHOCTH cozepaHusi W OQOpPMIICHHS JIMYHOM KapTOYKH HAYYHOro (HAY4HO-
TMIeTarOTMYECcKOoro) paboTHUKA.

38.Coneprxanue 1 mopsAaoK oGoOpMIIEHHS JIMYHOTO Jiefa pabOTHUKA.
39. INpukas xax goxKymeHT. Bupl nprkasos. [IpaBuia paGoThI ¢ IPUKa3aMH.

40.0cobennoctr  comepkanus W TOpsAAka O(GOPMIEHHS OTAENBHBIX BHIOB IIPHKA30B
(pacropsiKeHUI ) TIO TIEpCOHAITY.

41.Texuonornu wu3manus NpuKa3oB. IIpomeaypsl OTMEHBI W AHHYIMPOBAHHS IPHKA30B.
XpaHeHHe MPUKA30B.

42.Conepxanue ¥ MOPAIOK O(OPMIEHUS IOKyMEHTOB MO OTKOMAHIMPOBAHHUIO IEPCOHANA.
TexHoMOrMs NOArOTOBKM KOMaHUPOBOYHBIX JOKYMEHTOB.

43.Conepxanne ¥ TOPAIOK O(QOPMIEHHS JOKyMEHTOB IO OTIyCKaMm mepcoHana. I'paduk
oTIycKoB. 3asBrenue o0 ormycke. [Ipukas 06 oTmycke.

44 Coneprxanne 1 mopsaaox ohOPMIEHHS IACEM TI0 TIEPCOHAIY.

45. Conepxanue U IOPSAI0K 0POPMICHHS CITyKEOHO-IEI0BBIX 3aIIICOK 10 IEPCOHATY.
46.CripaBKy 110 TIEPCOHAITY: COJIEPYKAHKE U TTOPSAIOK OGOPMITCHHSL.

47 . TexHONOTMH PETUCTPALMU JOKYMEHTOB, KOHTPOJIS HCIIOJIHEHHS TOKYMEHTOB.
48.TlocTpoeHre HOMEHKIATYPEI el

49. ApxuBHOE XpaHEHHE JOKYMEHTOB

50.513bIK 1 cTUIB TOKYMEHTOB. PelakTMpOBaHne JOKYMEHTOB.

51.Vuudukanus, popManusanys, CTaHAAPTU3ALMS JOKYMEHTA.

52. Pa6ora ¢ KoH}puUAEHIMATEHONH HHpOpMAIHEH

TECTOBBIE MATEPHUAJIBI
Tema 1: JIOKyMeHTBI 110 MOMCKY, 0TOOPY M HaliMy IepcoHaJIa

2. Ilpomomxwute Ha3BaHME BHUAA JOKYMEHTa, OTHOcsmlerocs kK cdepe orbopa u Haiima
nepcoHasa (Hampumep: 3asBKa Ha no0Oop nepcoHana)
a) JIUCT
0) oOBsIBICHUE
B) 3asIBJICHUE
T') MPUKa3



2. Kto cocraBiser 3asBKy Ha moA00p mepcoHana:
a) pyKOBOJUTEIb OpraHU3aI[ul
0) pyKOBOAMTENb MOIPA3/IEICHUS
B) PYKOBOJUTENH CIIy)O0bI [JOY
T') TTIaBHBIN OyXranTep
3. Kakum He 10KHO OBITH pe3roMe:
a) YHU(UIUPOBAHHBIM
0) TaKOHUYHBIM
B) CAMOKPUTUYHBIM
') CTPYKTYPUPOBaHHBIM
4. KakuM He ObIBaeT pe3rome:
a) KOMOMHUPOBAHHOE
0) GyHKIMOHATBEHOE
B) XpPOHOJIOTHYECKOE
r) npodeccnoHaIbHOe
5. Kakyto nndopmanirio He cieayeT BKIOYATh B aHKETY MpU pHeMe Ha paboTy:
a) ceMeitHOe TMOJI0KEHHE
0) uepThl XapaKTepa
B) MaTepUaJIbHOE TOJI0KEHUE
r) X000m

Tema 2: TpynoBoii 10roBop ¢ pa0OTHHKOM: COepP:KaHHe U MOPSAI0K 0()OpMIIeHUS

1.Kakue moKkyMeHTHI He TPeOYIOTCS TIPH 3aKJIFOYSHUH TPYAOBOTO TOTOBOpa?
a) nacnopr
0) TpyIoBasi KHMKKa
B) cOeperarenbHasi KHHKKA
T') TUATLIOM
2. Kakas nH(pOpMaIus He BKIFOYACTCS B TEKCT TPYIOBOTO TOTOBOPA!
a) 00 orutare Tpyaa
0) 0 TPyZIOBOM pacnopsiike
B) O HEMaTepUuaIbHOM CTUMYIUPOBAHUN
r) 0 mpaBax pabOTHHKA
3. HaiiguTe HecylmecTBYIOIIUA BU TPYJOBOIO JIOrOBOpA:
a) CPOUYHBIN
0) GeccpouHbIit
B) CBEPXCPOYHBIN
T') 10 COBMECTUTEIBCTBY
4. Hy>XHO JTi yCTaHABIUBATh UCTIBITATENIBHBIN CPOK JJIsi paOOTHUKA MPHU 0(HOPMIICHUH JI0TOBOPA
Ha BpEMEHHYIO paboTy:
a) 1a
0) HeT
B) HHOTJIA
') Ha YCMOTpPEHHE paboTOoaaTENs
5. C kakoro Bo3pacTa JIOIyCKaeTCs 3aKIIF0UEHUE TPYIOBOTO TOTOBOpa?
a) c 13 mer
0) ¢ 16 ner
B) ¢ 18 ner
r)c 21 roma

Tema 3: JIuunasa (y4eTHasl)) KAPTOYKA W JIMYHOE JeJ0 PA0OTHHKA NpeANPHATHA:
cojiep:KaHMe H NMOPsI0K 0popMIICHHS
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1.JInunas kaprouka (Popma T-2) 3anonHseTcs:
a) Ha BCEX pabOTHUKOB
0) HA aIMUHUCTPATUBHO-YIIPABICHYECKUI anmapar
B) Ha BCEX, MPUHATHIX HA OCHOBaHUHU MPHUKa3a 0 MpuemMe Ha paboTy
I') Ha BCEX, C KEM 3aKJII0OUeH OE€CCPOUYHBIN KOHTPAKT
2. Kako#i JOKyMEHT He HyXE€H IPH 3aMlOJTHCHUH JINYHON KapTOUYKH pabOTHHKA!
a) CHUJIC
0) macropt
B) UHH
') BOAUTEIHCKOE YIOCTOBEPEHNE
3. KoMy B opranusanuu npucBanBaioT TabeIbHbBII HOMEp:
a) KaxJa0My paboTaronemMy
0) Ka)XIOMy YBOJICHHOMY
B) K&XJIOMY, pab0OTaIIeMy 10 CPOYHOMY JOTOBOPY
T) KaxXJI0My, paboTaroliemMy 1mo 6eccpouHOMY JIOTOBOPY
4. Ilo kakomy KkinaccupuKaTOpy KOAUPYETCS Ipodeccus B TMIHON KapTOUKe?
a) OKMH
6) OKIIATP
B) OKIIO
r) OKY /[
5. Kak BHOCUTB U3MEHEHHS B TMUHYIO KAPTOUKY paOOTHUKA?
a) 3aBECTHU BTOPYIO KapTOUKy
0) 3a4epKHYTh CTapble CBEJICHHs], BHECTH HOBBIE
B) HUYETO HE MPeJIPUHUMATh
I') 3aMEHHUTD CTapyl0 KapTOUKYy Ha HOBYIO

Tema 4: TpyaoBass KHHMKKA PpPa0OTHHKA MNPEeINPUATHA: COAEP:KAHHME M TMOPSAIOK
opopMiIeHuA

1.PaboTomarens (3a uckimoueHueM paboroaareneit - Gpuznyeckux Jmir) o0s3aH BECTH TPYAOBBIS
KHIDKKH Ha KaXJI0To pabOTHHWKA B ciydae, eclid paboTa B 3TOM OpraHM3aIfy SBISETCS s
pabOTHHKA OCHOBHOM, MPOPa0OTABIIETO B OpraHU3aIUH:

a) CBBIIIIE OJTHOTO JHS

0) cBBIIIIE MecsIIa

B) CBBIIIIE MATU THEH

r) cBhimie 1 roma
2. KTo nomxkeH npuodperars 0JIaHK TPYIO0BON KHIKKH:

a) pabOTHHUK

0) paboTonarens

B) BBILLECTOAIIAS OPTaHU3AIIHS

I') 3aKOHOM HE OTIPEIEICHO
3. Cpok xpaHeHHs] HEBOCTPEOOBAHHBIX TPYJOBBIX KHUKEK B OPTaHU3ALIUN:

a) 5 ner

0) 10 mer

B) 75 net

T') IOCTOSTHHO
4 Hano sm fenmarth 3amuch B TPYNOBOM KHWXKKE COTPYAHHKA, pabOTAroOMIero Io
COBMECTUTENBCTBY?

a) 00s13aTeNbHO

0) 1o keTaHnIo0 pabOTHUKA

B) T10 JKEJIAaHUIO pabOTOIATENS
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I') 3aKOHOM HE OTIPEIEICHO
5. Ecnu u3meHwnuch naHHble pabOTHUKA WM B TPYAOBYIO Oblila BHECEHAa HEBEpHas 3aIlucCh,
KaJIPOBUK JIOJKEH:

a) 3aUepKHYTh HEBEPHYIO 3aMHCh, a PSIIOM HAMKUCATh MPABUIbHYIO

0) HHUYEero He NPEANPUHIMATh

B) IIpU3HATh HEBEPHYIO 3aMHUCh HEJIEHCTBUTEIBHON U BHECTH IPABUIIBHYIO 3aITUCh

Tema 5: Ilpuxkasbl (pacnopsikeHHsi) MO NEPCOHANY: COJep:KaHUEe W TMOPSAOK
opopMiIeHUs

1.K kakomy BUy JTOKYMEHTAIIUU OTHOCSITCSI IPUKA3bI:
a) OpraHU3aIMOHHOMN
0) pacnopsIIUTENbHOM
B) HH(OPMAITMOHHO-CIIPABOYHOM
I') HAyYHO-TEXHUUECKON
2. JIng kakux 1eeil u31arTca MPUKa3bl M0 JUYHOMY COCTaBy?
a) JUTs pEIICHUs OTICPAaTUBHBIX BOIIPOCOB
0) 111 pyKOBOJCTBA TEKYIIEH NeSTEIIbHOCTHIO OpraHU3aliu
B) JUUISl PETYJIUPOBAHUS TPYIAOBBIX OTHOIIEHUI
T') U1l TOTO, YTOOBI TTOKa3aTh paOOTHUKAM, YTO O HUX JyMaeT Ha4aJIbHUK
3. Moxno nu mnpu oOG(OpPMIEHHUH TMpHKa3a IO JHUYHOMY COCTaBy HE HCIOIb30BaTh
yHU(UIIEPOBaHHYIO (hopmy?
a) 1a
0) HeT
B) MHOTJIA
T') 3aKOHOM HE OTIPE/IEIICHO
4. Cpok XpaHeHus IPUKA30B 110 JIUMYHOMY COCTaBy?
a) 5 ner
0) 10 mer
B) 75 ner
T') IOCTOSTHHO
5. Kakoe u3 atux nen chopMupoOBaHO MTPaBUILHO?
a) [Ipukasbel TeHepaIbHOTO TUPEKTOPA IO OCHOBHOM JIEATEIHHOCTH U TIHMYHOMY COCTaBY
0) [Ipuka3bl reHepasIbHOTO TUPEKTOPA 110 IPUEMY U IEPEBOTY IepcoHaia
B) [Ipuka3sl reHepaIbHOTO TUPEKTOpPA M0 MPUEMy, YBOJLHEHUIO U KOMaHAUPOBKAM
r) [Iprkasbl reHepanbHOrO TUPEKTOpa MO YBOJIBHEHHUIO U OTITyCKaM

Tema 6: JIoOKyMeHTHI MO OTKOMAHAHPOBAHUIO M OTIYCKaM MEPCOHAJIa: COAep:KaAHHE W
nopsiaAok opopmiieHust

1.Hano nu BeIUCHIBATH COTPYAHUKY KOMaHAMPOBOYHOE YI0CTOBEPEHUE?

a) na
0) HeT
B) MHOTJIA
I') Ha YCMOTPEHHE PYKOBOJCTBA OPraHU3AINH
2. OpraHu3zanus He BO3MeIIaeT KOMaHIUPOBAHHOMY COTPYIHUKY:

a) orIaTy mnpoeszia

0) oruaTy MPOKUBAHUS

B) CTOUMOCTb YKPaJI€HHBIX WM NTOTEPSHHBIX BElIEH
T') cpeaHui 3apaboTOK 3a BpeMsi KOMaHIUPOBKH
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3. B oTHOmEHUM KakuX KOMaHAMPOBAHHBIX COTPYIHUKOB JEHCTBYIOT BBILIETIEPEUNCIICHHBIC
KOMIIEHCAIIH U TapaHTUH?

a) Bcex

0) 0(hOpMIICHHBIX TI0 TPYIOBOMY JIOTOBOPY

B) 0()OPMIIEHHBIX 110 COBMECTUTEIILCTBY

') Ha YCMOTpPEHUE PYKOBOICTBA OpraHU3aluu
4. Hano mu oopMiaTh ciry>keOHOe 3a/1aHie Ha KOMaHAUPOBKY?

a) na

0) HeT

B) MHOT 1A

I') Ha YCMOTpEHHE PYKOBOJICTBA OPTaHU3ALUU
5. Kakumu [OKyMEHTaMH NOJATBEPAUTH BpeMsi (aKTUYECKOro mnpeObiBaHUs pPaOOTHHKA B
KOMaHAUPOBKE?

a) KOMaHJMPOBOYHBIM YIOCTOBEPEHUEM

0) IpUKa30M 110 KOMaHAUPOBKE

B) CITy’K€OHBIM 3a7jaHUEM

I') IPOE3AHBIMU JOKYMEHTAaMHU

OTKPBITBIE 3AJAHUSA
TeopeTnueckne 3aJaHus ¢ OTKPHITHIMH BONIPOCAMU
1 BapuaHT

1. B yem oTimunMe KaapoBOro MACJIONPOM3BOACTBA OT JOKYMEHTO00OpoTa? (yKaXuTe
KaueCTBEHHBIC U MIPOIIETYPHBIE OCOOCHHOCTH)

2. Kakue OCHOBHBIE KaJpOBbIE JOKYMEHTHl Bbl 3HaeTe Ha ypoBHe rop. Bosrorpanma?
(YkaxuTe BUIBl 1 HANMECHOBAHHE)

3. B ueM omnnuue KagpoBBIX JIOKYMEHTOB, H3[1aBAEMbIX OpPTraHaMH TOCYJIapCTBEHHOU
BIacTu cyObekta P® OT KaJpOBBIX IOKYMEHTOB, H3aBacMbIX OpPraHaMH MECTHOTO
camoyrpapieHus? (00OCHYHTE TO3WIMIO, HUCXOAS U3 IPABOBOIO PETYIUPOBAHHS
CHUCTEMBbI TOCYAapCTBEHHOTO W MYHHUIIMIAIBHOTO YIpaBJICHUsS, a TaKXkKe paccMaTpuBas
OCOOCHHOCTH  JENONPOM3BOACTBA U  BHJBI JOKYMEHTOB TIOCYIJapCTBEHHOTO U
MYHUILIUTIAJILHOTO YPOBHS)

4. TlpaBoMm pa3paOOTKH KagpOBOW TOKYMEHTAIIMU O0JIaaloT: (IOMUCATh B COOTBETCTBHUH C
HopMmamu Konctutynuu PO)

5. Kakue ¢GyHKIUU BBINOJMHSET PYKOBOAMTENh OpraHU3alldd B MPOLEcce KaapOBOTO
JIeNonpon3BocTBa? (paccMOTPETh Kiaccu(ukanuio GyHKIMNA O Pa3HBIM OCHOBAHUSIM)

6. K 3akoHam B cdepe KaapoBOro nenonpousBojcTBa oTHocATcs: Koncturymus PD, Yeras
Bounrorpaackoit obnactu, YcraB rop. Boarorpama, Ykas IlpesumeHTta, akThl TJIaBbI
Bonrorpana, aktel ry0epHaTropa (BEIOpaTh HY’)KHOE M apTyMEHTHPOBATH )

7. Kakue mpaBa uUMeeT pyKOBOAUTENb OpraHH3alid B MpoIecce KaJIpoBOIo
JIETTOTTPOU3BOJICTBA ?

8. Kakue BbI 3HaeTe MPUHIMIIBI COCTABJICHUS, OQOPMIICHUS U U3AaHUS KaJpOBOT0 JUYHOTO
nokymeHTa? (yka3aThb U 0XapaKTepH30BaTh)

9. B yem cymHOCTb M Ha3HAUYEHHUE KAJPOBBIX JOKYMEHTOB, U3/IaBAEMbBIX HCIIOTHUTEIbHOU
CUCTEMON  OpraHoB TOCYAapCTBEHHOM  BiacTu?  (MPUBECTH NpUMEp OpraHa
WCIIOJIHUTENIbHON BJIACTU U U3/1aBAEMbBIX UM JIOKYMEHTOB)
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10.

B uem pa3Huna MOHATUMN: KaApOBbIE JOKYMEHTHI YPOBHS I'OCYAAapCTBEHHON BIACTH U
KaJ[pOBBIE IOKYMEHTHI ITyOJIMYHOM BiacTu?

2 BapuaHT

Kakue cranuu npoxoauT KaKAblii KaJpoBbIi JOKYMEHT B MpoIiecce JIEeIO0MPOU3BOJICTBA B
roCy/IapCTBEHHOM YIPAaBJIEHUU U B OpraHu3aluu’?

B 4yeMm oTimnume kKazpoBOro JOKyMEHTa OT HOCUTENST HHPOpMauu?

SIBNsAtOTCS M JOKYMEHTOM KaJIpOBOTO JIEJIOMPOU3BOJCTBA | MH(OPMAIIMOHHBIE MMHCHMA,
TPY/ZOBBIE KHIDKKH, TPYAOBBIE JIOTOBOPA, CIyxeOHbIe 3amucku, akTbl llpesunenra,
JEKINH, Y4eOHMKH, 3alMCU CTYJEHTOB, NepenucanHble HOpMbl Konctutymuu PO ?
(OTBET apryMeHTHPOBATH).

KagpoBoe [lemonpou3BoACTBO OpraHoB TOCYAapCTBEHHOW BiacTu Boarorpaackoit
o0JyacTu U KaJpoBOE JIEJIONPOU3BOJICTBO OPraHoB rop. Bonrorpaga cxoxu Tem, 4To ...
(omucaTk) ¥ Pa3IMYHbBI TEM, UTO ... (IOITHUCATH)

PykoBoauTens ciykObl yrpaBlieHHs] IEPCOHATIOM KaK JOJDKHOCTHOE JIMIIO y4acTBYET B
KaJpOBOM  JEJONPOU3BOJACTBE M H3AaeT ... (YKaXUTE KaKuM OO0pa3oM M BHJIBI
HOPMAaTHUBHO-TIPABOBBIX aKTOB)

B xazpoBoM [1€10IIPON3BOICTBE OpraHU3alUU U3JAK0TCS CIEAYIOIINE BUIbI JOKYMEHTOB:
(HanmuIIMTE ¢ yYETOM YpOBHEH BJIACTH)

CoTpyIHUK oOpraHu3alMy TOANKMCHIBAET KaKuWe aKThl B 00JacTH  KaJIpOBOTO
Jeonpoun3BoicTBa? ( apryMEHTHPOBAHHO OTBETHUTD )

Kaxue pekBU3UTHI yKa3bIBAIOTCS Yallle BCETO Ha KaIPOBBIX TOKYMEHTaXx?

B yem npeumyiecTBa 3€KTPOHHOTO JOKYMEHTO000POTA B YIIPABJIEHUU NTEPCOHAIIOM?

. Hosnusier mu pepopma I'MY u popmupoBanue eTuHON CUCTEMBI ITYOJUYHOM BIACTH HA

KaJ[poBOE JENIONPOU3BOACTBO B cucteMe I'MVY? (poaeMOHCTpHpPOBAaTh OCOOCHHOCTH H
otianuust MY ot nmy6nu4HOi BiacTn)

3 BapuaHT

Kakue xaapoBble JOKYMEHTHI SIBISIFOTCS OCHOBOM Ka)KIOro pabOTHHMKAa B COBPEMEHHOMN
opranm3anuu? (Ha3BaTh BHUJbI, HAUMEHOBAHUS, Ha3BaHUs, JATHl BCTYIUICHHUS B CHUTY U
NPUHSITHS TOKYMEHTOB)

JIOKYMEHTBI, OIpEIEISIONe TPYAOBOH CTaTyC NOJHKHOCTHOTO JIMIA Kak pabOTHUKA —
3TO: (yKa3aTh U EPEUNUCTUTH)

CtpykTypy JTH000TO KaIpOBOT0 TOKYMEHTA COCTABJISIOT: (YKaXUTE, KAKUE DJIEMEHTHI )
Kakas crpykrypa B m000i oOpraHusanuy, B OpraHe BIAcTH 3aHMMAETCS KaJpOBBIM
JIETTOTTPOU3BOICTBOM?

I'maBHas 1enpb, 3a7aud U QYHKIUM KaJpOBOrO JAOKYMEHTa B OpraHuzauuu: (ykas3aTb,
pacudpoBatp)

B coorBerctBUuM ¢ Denepa’dbHBIM 3aKOHOM, Kakue BHUABI KaJpPOBBIX JOKYMEHTOB
UCIIOJIb3YIOTCS B TOCYIapCTBEHHOM OpraHe?

Kakue nokyMmMeHTBI Jiexar B oOcCHOBe (opmupoBaHuss U  (YHKIIMOHHPOBAHUS
COBPEMEHHOT0 KaJIpOBOTO JEJIONPOU3BOACTBA B OpraHaXx MECTHOI'O CaMOYNpPaBIEHUS B
P®? (ykazaTh TOKYMEHT U €ro POJib)
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8. Map rop. Bonrorpaga ydacTByeT B MpoIEecCe€ KaapOBOTO JEJIONPOU3BOJACTBA?
(apryMeHTHpYITE CBOIO MMO3ULINIO, UCXOAS U3 MIPABOBBIX HOPM U NPUHIIUIIOB)
9. PexBusuramu J1000T0 KaApOBOTO TOKYMEHTA SBIAIOTCA (HAIHIIUTE OIpEaesieHHe U
ykaxute BUJbl B coorBerctBuu ¢ 'OCTom P 2016 1.)
10. lo;mKkHOCTHAsT MHCTPYKLUS KakK KaJpOBBIH M OPraHU3aLMOHHBIA JOKYMEHT SIBJISAETCS
JIOKYMEHTOM : (BBIOpaTh MPaBUIIBHBIA OTBET U 00OOCHOBATH €I0)
- MECTHOTO YPOBHS

- PErHOHAJIBHOTO YPOBHS

- TOCYIapCTBEHHOTO YPOBHS

- (penepanbHOTO YPOBHS

- CHCTEMBbI TyOJINIHOM BIACTH
- JIOKQJIbHOTO YPOBHS

IIpakTuyeckne 3a1aHus (3a1a4u)

1. B coorBerctBUM ¢ TpymoBeiM kKoaekcoM PD chopmupyiite u cocTtaBbTe
MPOEKT  TPYAOBOIO  JIOTOBOpa €  PYKOBOJIMTEIEM  CTPYKTYPHOTO
NOAPA3AECICHUS OPTaHU3ALUH.

2. C yuetom I'OCT Poccum 2016 roma cocTaBUTH KaApPOBBIM JTOKYMEHT
OPTraHU3allMOHHO-PACHOPSAUTEIBHON TPYIIbl TOCYAAPCTBEHHOTO YPOBHS C
VCIIOJIb30BAaHUEM JIEUCTBYIOLIEN CUCTEMBI PEKBU3UTOB.

3. Ha caiiTe oprana MeCTHOTrO caMOyIpaBjeHUs - Boarorpajackoi ropoackoi
Jymbl HaWTH KagpOBBIM JOKYMEHT paCHOPSOUTEIBHOIO XapakTepa u
ONpPEACNIUTh  CJICAYIOUIME €ro  XapakTepUCTUKU: 1)  CTPYKTypHOE
nojApas3eiaeHue, U3aaBliee AaHHbII JOKYMEHT, 2) HAUMEHOBAaHUE U CTaTyC
JOKyMEHTa, 3) AaThl U3IaHUS U IOPUJIMYECKOTO JIEUCTBUSA JAOKyMeHTa, 4)
OPTaHU3allMOHHBIE W  IPABOBBIE MOCIEACTBUS  JIEUCTBUS  JAHHOIO
JIOKYMEHTA.

4. Kakue cmocoObl, Mepbl M METOJbl COBEPUICHCTBOBAHUSA KaJpOBOTO
JEJONPON3BOACTBA B OpraHax TIOCYJapCTBEHHOM BIIACTH M MECTHOTO
CaMOYIPAaBJICHUSI Bbl MOJYKETE€ MPEIJIOKHUTh B YCIOBHSIX COBPEMEHHOMN
ONTUMHU3ALMKA  JESATEIBHOCTA  BJIACTHBIX  CTPYKTYp B  CBSI3U  C
dbopMUpOBaHUEM €IMHOW CUCTEMBI yOJUYHOM BllacTu B PO.
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