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

1.1. OcBanBaeMbIe KOMIIETECHIINH

Jucunmmnaa b1.B./1B.02.01 «MuHOBanMu B KAJIPOBOM /1€JI0NPOU3BOICTBE» 00ecnednBaeT
OBJIajIeHHe CJIEeYIOIMMH KOMIeTEeHIIUSIMU:

Kon
Kon HanmeHnoBanue HanmeHOBaHME KOMITOHEHTA
KOMITOHEHTA
KOMIIETEHIIHH KOMIIETEHIIHH KOMITETEHIIUN
KOMITETEHIIUN
IIKc -2 Crioco0OeH OIeHNBATh KaIpOBBIH ITKc-2.2.1. Crioco06eH OCyIIeCTBIATh

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

YIPABICHYECKYIO NEATEIHHOCTh
MTOCPEJICTBOM Pa3pabOTKH 1
MIPUMEHEHUS MHHOBAITMOHHBIX
TEXHOJIOTHH B CHCTEME KaJpOBOM
JIOKYMEHTAIIUU B OPTaHU3alUU 1
B OpraHax rOCYAapCTBEHHOU U
MYHHUIUIATHHON BIIACTH

1.2. Pe3yJabTathl 00y4eHHsI

B pe3ynbraTe 0OCBOCHMS TUCHUIUIMHBI Y CTYIAEHTOB JOJKHBI OBITH CPOPMHUPOBAHBL:

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

OTO/TD
Kop srama
(pu HAJIMIMK IpoQCTaHIAPTA)
OCBOCHHS PesynbTaTel 00y4eHns
TPYZOBBIE WM POQeCcCHOHATIbHBIE
. KOMITCTEHIINU
JeHCTBYS
«CTpaTeruueckoe ynpasnenune| I1Kc-2.2.1 [HA YPOBHE 3HAHNU
[epcoHaIoM OpraHH3aLII
[TpodeccHORATBHOTO cTamapra 3HaeT COBpPEMCHHbIE HHHOBAIIMOHHBIC TEXHOJOTHH IIPH
BE/JICHUN KaJPOBOTO JEJIONPONU3BOJICTBA, HOBBIE TEOPETHIECKNUE]
«CrenuaaucTt o YIIPaBICHUIO|

11 TIPaBOBbIC OCHOBLI
IlOKyMeHTOO60pOTa

U TIPUHIUIIBI BCIACHHUA KaAPOBOIO|

HA YPOBHE YMEHIU

BrisBiser 0COOCHHOCTH WHHOBAIIMOHHOHM  YIPaBICHYCCKOU
e TENbHOCT  TOCPEACTBOM  BBEACHUS HOBBIX  KaJpOBBIX
TOKyMEHTOB B OpraHU3allid U B OpraHax rocyJapCTBEHHOIO U
MYHUITUITAJIHHOTO YIPABICHUS

HA YPOBHE HABBIKOB

[BrepsieT MHHOBAIIMOHHBIE CHCTEMBI M TEXHOJIOTHH B IIPOIIECCE
(bopMupoBaHHMS W  BENCHHA  KaIpOBOW  TOKYMEHTALUH|
MPUMEHHUTEIBHO K Ka)KAOH OTAENBHON KaTeropuu pabOTHHKOB,
MPUMEHSIECT HOBBIC KaJPOBBIC JOKYMECHTAIIIOHHBIE TEXHOJIOT U]
B CHUCTEME YIIPaBJICHUS IEPCOHAJIOM OpPraHH3alUd C YUYETOM
crenn(ukd  MPo(PEeCCHOHATLHOW JIEATCIIFHOCTH B CHCTEME)

rOCYJapCTBEHHOI0 1 MYHUIIMIIAJILHOI'O YIIPaBJICHUS




2. O0bem U MeCcTO IUCHUILTHHBI B cTpykType OIT BO

VYuebnass mucnurummHa b1.B.J[B.02.01«/HHOBarMu B KaJpOBOM JEIOMPOU3BOJCTBE
NPUHAUISKUT K OJIOKY BapHaTHBHas 4acTb, JUCIHUIUIMHBI MO BbIOOpPY. B cooTBeTcTBHM C
y4eOHBIM IUIaHOM, 10 O4YHOH (hopMe 0OydeHus: TUCIMITIIMHA OCBAaUBaeTcs B 3 ceMecTpe, olras
TPYIOEMKOCTb JUCIUTUINHBI B 3a4eTHBIX eauHuIiax cocrapiset 23E (72 gaca).

OcBoeHHE IUCIUIUIMHBI ~ONUpAaeTcs HAa MHUHUMAJIbHO HEOOXOIUMBIA  00BEM
TEOPETUYECKUX 3HAHUNA B OOJACTH SKOHOMHKH, IMCHXOJIOTUH, TOCYJAapCTBEHHOIO YIpaBJCHMUS,
IOPUCTIPYICHIINY, JOKYMEHTOBEICHHUS, a TAK)KEe HAa MPUOOPETCHHBIC paHEe YMEHUS U HABHIKU B
chepe TOCYAapCTBEHHOTO W MYHULMIAIBHOTO YIPABICHHUS, SKOHOMHYECKOH TEopuH,
COIIMOJIOTMH OpPTaHMU3alMH, YIIPABICHUS YEJI0BEUECKUMHU PECYPCAMU.

VYueonas aucrummHa b1.B.JIB.02.01 «MHHOBamuu B KaJgpoOBOM JEIONPOU3BOJICTBEY
UCIIOJIB3YEeTCsl MpU U3yuyeHUH KypcoB COBpEMEHHBIE TEXHOJIOTMH YIIPABICHUS Kapbepoil,
NudopmaninoHHbIe TEXHOJIOTHH YIIPABICHUS MEPCOHANIOM, TalitM-MEHEKMEHT

[To ouHoit Qopme 00y4YeHHS KOIMYECTBO aKAaJEMUYECKHX YacOB, BBIJACICHHBIX Ha
KOHTaKTHYIO paboTy C mpemnonaBareneM (IO BHAaM Y4eOHBIX 3aHATHH) — 28 4acoB, B T.4. 8
aexuuii, 20 ceMUHApOB, U Ha CAMOCTOSTENIbHYIO paboTy oOydaronuxcs — 44 yaca.

[To 3aounoit popme oOyueHHUs KOJUYECTBO AaKaJEMUUYECKHUX YacOB, BBIJCICHHBIX Ha
KOHTAaKTHYIO paboTy ¢ mpernojaBareieM (IO BUAAM Y4eOHBIX 3aHATHH) — 12 yacos, B T.u. 4
JIEKIH, 8 CeMHHApPOB, U HA CAMOCTOSTEIbHYIO padoTy obOywaromuxcs — 56 dacos, 4 4vaca -
KOHTPOJIb.

dopma NpoMEKYTOYHON aTTeCTAllui 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

MHaHoBanuu B KaJipoBOM
JIEIIONPON3BO/ICTBE TIPH
(hopMHUPOBaHUH TOKYMEHTOB
110 MTOKMCKY, 0TOOPY U HaliMy
nepcoHasna

10

Tpynosoit JIOTOBODP c
paboOTHUKOM: conepKaHue U
TTOPSIIIOK oopMIICHHUS.
WHHOBamMy U TEXHOJOTHH B
COBPEMEHHBIX TPYAOBBIX
OTHOIIICHUSX.

12

Jlmanoe npemo paboTHUKA:
colepKaHue H  IMOPSAIOK
odopmeHusl.

12

KHIDKKa
COJlep)KaHUe H
oopmenus.
BE/ICHUU
TPYIOBBIX

TpynoBas
paboOTHHKa:
MOPSIIOK
Hosoe B
3IEKTPOHHBIX
KHIDKEK.

11

IIpuka3pl MO TMEpPCOHATY W
OCHOBHOM JIeATeIIbHOCTH
COJiep)KaHUE W TOPSAOK
odopmiienusi. HoBoBBeieHus

12

JloKyMeHTBI 1o
OTKOMAaHJMPOBaHUIO u
OTIIyCKaM HepCoHaIa:
colepKaHue H  IMOPSAIOK
opopmienus. Ilepenucka u
CIpaBKU 10  IEpPCOHAIY:
colepKaHue H  TOPSAIOK
odopMIIeHHs, UHHOBALlMH B
perinaMeHTauu

11

IIpomexxyTouHas arrecranus

4

3auer

Bcero:

72

8 20 40

23€eT

3aou

Has ¢op

Ma 00y4eHHus

WuHOBanmu B KaApOBOM
JIEIIONPON3BOICTBE TIPU
(opMHpPOBaHUH TOKYMEHTOB
0 TIOUCKY, OTOOpY ¥ HalMy
nepcoHana

11

10

TpynoBoii JIOTOBOP c
pabOTHUKOM: COAEpIKaHUE U
TOPSIIOK oopmiteHus.
WHHOBAIMK U TEXHOJOTHU B

12




COBPEMEHHBIX TPYJOBBIX
OTHOIIICHUSX.
Jlmunoe gemo paboTHHKA: 0
3 colepXKaHue U IMOPSNOK 13 1 1 8
odopmIIeHusI.
4 TpynoBas KHUKKA
paboTHUKA: COJepXKaHHE U
MOPSTIOK odopmiteHus. 1 | | 10 0
Hogoe B BEJICHUU
3IEKTPOHHBIX TPYIOBBIX
KHIDKEK.
5 [Ipukaszel mo mepcoHanmy u
OCHOBHOM JESATEIbHOCTHU:
0
COAEp)KaHUE U  TOPAOOK 13 2 10
odopmIeHusl.
HoBoBBeneHus.
6 JlokyMeHTBI o
OTKOMaHIUPOBAHHIO u
OTITyCKaM MepcoHaIa;
COIep)KaHWE U  TOPSIOK 0
opopmiienus. Ilepenucka u 12 2 10
CIIPaBKM TI0  TEPCOHANIY:
COolep)KaHWe U  TOPSIOK
oopMIICHUS, WHHOBAllMH B
periiaMeHTaIuu
IIpomMesxyTouHas arTecTanus 4 3a4er
Bcero: 72 4 8 56 23eT

3.2 Coneprxkanue IMCHUILIMHBI (MOYJIfAA)

Tema 1. WNHHOBanmu B KaJApPOBOM [eJONPOU3BOACTBe NpH (GOpMHPOBAHMHU
JIOKYMEHTOB 110 MOMCKY, 0TOOPY M HaiiMy mepcoHaJia.

3agBneHre Ha TMOUCK W 0TOOp mepcoHana. Ksamudukaumonuele TtpeOoBaHHA K
couckaremto BakaHcuu. OOBSBICHHE O BakKaHCHHM. Pe3fomMe Kak JTOKyMeHT. TpeOoBaHMs K
pestome. Bunbr pestome. Ankera. TpeGoBanust k ankere. Jluct Oecembl C coucKareiaem
BaKaHCHUU. 3asBJIEHUE O TIpueMe Ha padory. [IpaBuna obhopmiienus 3assiennii. [IpotuBopeuns B
0X0/1ax K 0(OpMIICHHIO 3asiBIeHU. ABTOOHOTpadus.

Tema 2. Tpynosoii noropop ¢ paGlOTHHMKOM: coAepkaHHe W NOPSAOK OodopmieHHs.
NHHOBaIMM M TEXHOJIOTHH B COBPEMEHHBIX TPYAOBbIX OTHOILICHUSIX.

JIOKyMEHTBI, PEABABISAEMBIE IIPU 3aKIOYEHUU TPYAOBOIO AOroBopa. /JoroBop Kak JOKYMEHT.
Bunbr moroBopos. O01mme BOIpOCH 3aKI0UEHUs TPyA0BOro gorosopa. CoaepxaHue TpyI0BOTO
noroopa. OOsi3aTenbHbIE YCIOBHS TPYIOBOTO 10roBopa. JlOMOIHUTENbHBIE YCIOBUS TPYI0BOTO
noroBopa. OCOOEHHOCTH MOATOTOBKHU TPYJIOBBIX JOTOBOPOB, COJAEpKAIIUX CHenudUuecKue
ycnoBusi. OpopmiieHne TpyA0BOro A0roBopa.

Tema 3. JluuHoe pges0 padOTHHUKA: COJEpPKAHUE W TNOPSAOK 0(OpPMIICHHUS.
Coneprkanre ¥ opsI0K 0(hOPMIICHHS JIMYHON KapTOUKu paboTHHKa. OCOOEHHOCTH COACPIKAHUS
1 oOpMIICHUS JTMYHON KapTOUYKU TOCYJapCTBEHHOTO ciykamiero. OCOOEHHOCTH CoAepKaHUs U
oopmIIeHHS TMYHON KapTOUKHU Hay4yHOTrO (Hay4HO-TIeJarornyeckoro) paboruuka. Conepxanue
U TIOPAIOK OQOPMIICHHSI JIMYHOTO Jieia paboTHUKA. [IpaBuna XxpaHeHHs JTMYHBIX JET U JIUYHBIX
KapTo4eK pabOTHUKOB.



Tema 4. TpyaoBasi KHU:KKAa Pa0OTHHUKA: coJep:KaHUE M NOPSAAOK odopmiieHHs.
HogBoe B BeleHNH 3JIEKTPOHHBIX TPYAOBbIX KHHKEK.

Coneprkanne TpyJI0Boi KHIKKH. [Topsimok odopmMiieHUs TPyIOBOW KHMIKKH TIPH YCTPOMCTBE Ha
paboty. IlpaBuna BeneHus TpynoBbIX KHUXKEK. [lopanok odopmienus cBeneHuid o mpuéme Ha
paboty, o mepeBojae, O HarpaxaeHusX, o0 yBoibHeHHH. OdopMieHHE B TPYIOBOH KHHUXKKE
3aIuced O COBMECTUTEINBCTBE. VcnpaBiieHne 3anuceil B TPYJOBOM KHUXKKE.

Tema 5. Ilpuka3zpl M0 NEepCOHATY U OCHOBHOHM [1eATEJbHOCTH: COJdEpKAHHE H
nopsaok opopmienusi. Hopossenenus. IIpukas xak nokyment. Tunsl npukas3os. IIpukassl no
OCHOBHOI JIESTENBHOCTH U MO JIMYHOMY cocTaBy. OO1iue BOMPOCH! MOATOTOBKHM MPHKA30B IO
nepcoHany. OcoOEHHOCTH COJAEp)KaHUs U Mopsaka opOpMIIEHUS OTAEIbHBIX BUIOB IMPUKA30B
(pactiopspkeHHMi) 1O  TMepcoHany. YHUMUIHpPOBaHHBIE (OPMBI  MEPBUYHON  y4ETHOU
nokymenrtanuu. IIpukas o npueme Ha paboty. Ilpuka3 o mepeBoge coTpynuuka. Ilpukasz o6
YBOJIbHEHUH.

Tema 6. JlIoKyMeHTBI 10 OTKOMAHJAMPOBAHMIO M OTIyCKAM IEPCOHAJNA: COJep:KaHHMe U
nopsifok opopmienus. Ilepenucka M CHIpaBKH MO NMEPCOHANY: COJep:KaHHE M TOPSAAOK
opopm/IeHUsI, HMHHOBAUMH B peraameHTtanuu. Ilonstue xomangupoBku. I'apanTun
paboTHHMKaM MpH HampaBieHUN B KOMaHAUPOBKY. CiayxeOHoe 3ananue. [Iprka3 o HanmpaBieHUN
pabotHuka B KoMaHAMpoBKY. KomanmupoBouHoe ymocToBepeHue. CopepikaHue U TOPSIOK
oQopMmIIeHHS JOKYMEHTOB II0 OTKOMaHAMpoOBaHUIO mnepcoHana. CoaepkaHue M MOPSIOK
oopMIIeHHS TOKYMEHTOB 0 OTIyckaM nepconania. [lonstue ormycka. Tunsl otnyckos. [Tpuka3s
0 TIPEJOCTABJICHUH OTIycKa. ['paduk oTmyckoB. BHeceHne m3meHeHUH B rpaduK OTITYCKOB.
JlokyMeHTHpOBaHHUE OT3bIBA U3 OTIYCKA. Y YeOHBIN OTITYCK.

4. MaTtepuaJbl TeKyliero KOHTPOJIsl ycleBaeMOCTH 00y4arommXxcst

4.1. @opMbl M MeTOAbI TeKYIIEro KOHTPOJSA YCIEeBAeMOCTH OOy4Yalomuxcsi H
NMPOMEKYTOYHOM aTTecTalluu

4.1.1. B xome peamuzaumu gucuumuinael B1.B.JIB.02.02 «YmnpaBieHue KaapoBbIM
JIEJIONPOU3BOACTBOMY HCHOJB3YIOTCA clenyromue (GopMbl M METOABI TEKYIIEr0 KOHTPOJIS
yCIIEBaEMOCTH 00Y4aIOIIUXCS:

Ne n/m HaumeHoBaHue TeM (pa3iesioB) Merons1 Texymero KOHTpoIs
ycreBaeMoCTH
OuyHnas ¢popma
MHHOBaniuM B KaJpOBOM  JIENIONPOU3BOJICTBE  MpPH YcTHBIIH ompoc
Tema 1 (hopMHPOBaHUHU JOKYMEHTOB I10 TIOUCKY, OTOOPY U HaliMy
repcoHana
TpymoBoit mOTOBOp ¢ pabOTHHKOM: COACp)KaHHE U YcrHbIH onpoc
Tema 2 nopsaaok odopmiieHus. VHHOBaIMM W TEXHOJOTUU B
COBPEMEHHBIX TPYIOBBIX OTHOLICHUSX.
Tema 3 Jlmuroe nmemo pabOoTHHWKA: COAEp)KaHWE W IOPSIOK YcTHBIi ompoc
odopmIIeHUsI.
Tema 4 TpynoBass kHWKKa pabOTHHKA: COACPIKAHUE WM TMOPSIOK VYcrHsIi onpoc
odopmiieHusi. HoBoe B BeIGHUU 3JIEKTPOHHBIX TPYIOBBIX
KHUKEK.
Tema 5 Ilpukaspl 1O MEpPCOHANY M OCHOBHOM JI€ATEIbHOCTH: VYeTHbIH onpoc
coJiepKaHue U opsaoK opopmiieHus. HoBoBBeneHus .
Tema 6 JIOKyMeHTBI 1O OTKOMaHIUPOBAHMIO W  OTIOyCKaMm YcrtHbIi onpoc




MepCoHaNa: COJACPKAHWE H  TOPSIO0K  OQOPMIICHHUS.
[lepenucka W chOpaBKM O TEPCOHANY: COJACPKaHHE U
NOPSIOK 0OPMIICHHS, HHHOBAIIUY B PErIaMCHTAINN

4.2. TunoBbie MaTEePHAJIbI TEKYIIEr0 KOHTPOJISI YCIIEeBAEMOCTH 00y4ar0IIMXCS

Tema 1: MHHOBamuM B KaJpOBOM [eJIONPOU3BOACTBe NpH (OPMHUPOBAHNH JOKYMEHTOB I10
MOMCKY, 0TOOPY U HaliMy mepcoHa a

Bonpocs! pjst o0cyKneHus:

1. ns gero paspabatsiBaercsi Pernament nmonbopa nepconana?
KaxoB nopsinok ¢popMupoBaHus 3asiBOK Ha oAOOp mepcoHana?
Kak npaBuibHO COCTaBUTh OOBSBICHUE O BAKAHCUU?
[TpaBuna cocraBneHus 1 0pOPMIICHUS pE3IOME.
Kak npaBuiipHO HamMcaTh 3asBJIEHUE O pUeMe Ha padoTy?

Nk W

Tema 2: TpynoBoii 10roBop ¢ pabOTHUKOM: COJepPsKaHNe U MOPSI0K
oopMiIeHuU.
NHHOBAIMY ¥ TEXHOJIOTHH B COBPEMEHHBIX TPYAOBbIX OTHOIICHHUSIX.
Bonpocs! ajst 00cyKneHus:
1. [Tepeuncnute TOKYMEHTHI, IPEIBSIBIIEMbIC TIPH YCTPOMCTBE Ha padoTy.

2. B kakux caydasx npu npuéme Ha pabory TpeOyercs cmpaBka 00 OTCYTCTBUHU
cyaumoctu?

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

4. OxapakTepu3yite 00s13aTeNIbHbIC YCIOBHS TPYAOBOTO JIOTOBOPA.

5. Ha3oBuTE OCHOBaHUS 3aKJIIOUYEHUS] CPOYHOTO TPYJOBOTO IOTOBOPA.

6. Ompenennurte MOHATUSA «PEXKUM PAbOUYEr0 BPEMEHU» U «BpeMs OTAbIxa». Kak oHu
perynupyrotcs B TpynoBom koaekce PO?

7. OxapakTepu3ynTe JOMOJHUTEIBHBIE YCIOBHS TPYIOBOTO 1I0rOBOPA.

8. Kakue NOKyMEHTBI SBISIFOTCS OCHOBAHMEM [UId W3JAHUs NpHUKaza paboToiarens o
npuéme Ha padboTy?

Tema 3: JIuunasa (y4eTHas)) KAPTOYKA W JIMYHOE JeJ0 PA0OTHHKA NpeANPHATHA:
cojiep:KaHMe H NMOPs0K 0opMIIeHHS
Bonpocs! 17151 00CyK/1eHHS:

1. Ha xakue xareropuu paOOTHUKOB 3allOJIHSAETCS JUuHas kapTouka (popma T-2)?

2. Kakum paboTHHKaM MPUCBAUBAIOT TabEIbHBIN HOMED?
3. Kak BHOCSTCS U3MEHEHUS B JINYHYIO KapTOUKy paboTHHKA?
4. Kak hopmupyrotcs 1uuHble nena’?
5. KakoB cpok XxpaHeHus JIUYHBIX €77
6. OcobeHHOCTH (OPMHUPOBAHUS JIMYHBIX JET TOCYAApCTBEHHBIX W MYHULHUMAIbHBIX
CIyX)amx?
Tema 4: TpynoBasg KHHKKA Pa0OTHUKA NPEeINPUSTHUA: COJAeP:)KAHHE H TOPSA0K

ogopmiienusi. HoBoe B BeieHHH 3/1eKTPOHHBIX TPYAOBBIX KHHKEK.

Bomnpocsl 17151 00CY:KIeH s
1. Kro mpuobperaer OJ1aHK TPpyAOBOW KHUKKUA B OPTaHU3AIUHN?
2. Cpox U ycoBUs XpaHEHUs TPYAOBbIX KHUKEK.
3. 3anucu B TPYAOBBIX KHHUKKaX.




4. 3aueM Hy)KHa TPyAOBas KHMKKA.
5. OOGs3aHHOCTH 110 NPaBWIBHOMY BEJICHHUIO TPYAOBBIX KHUXKEK.

Tema 5: Ilpuka3dpl (pacnopsiKeHHs)) MO TEPCOHAJNY: COAepP:KAHME W TOPAIOK
opopmiaenusi. HoBoBBeaeHus.
Bomnpocsl 1151 00Cy:KaeHHs:
Jns kakux 1esied u3Jar0T IPUKa3bl M0 JIMYHOMY COCTaBy?
dopMupOBaHUE JEI ¢ IPUKA3ZAMU 110 JINYHOMY COCTaBY.
Cpoku 1 ycIIOBUSI XpaHEHUS IPUKA30B 110 JINYHOMY COCTaBY.
OdopmiieHre mpuKa3oB MO JUYHOMY COCTaBY.
Hcnons3zoBanne yHuuimpoBaHHbIX (GopM mpu ohOPMICHUHM MPUKA30B IO JTUIYHOMY
COCTaBy.

Nk W=

Tema 6: JIOKYMEHTBI 10 OTKOMAHAUPOBAHMIO M OTIIyCKAM NEPCOHAJIA:

cojiep:kaHue U NOps/10K oopmiaeHusi. UHHOBaMK B perjiaMeHTalluu
Bonpocsl pjs1 o0cyKneHus:

1. OdopmieHre KOMaHIUPOBOK.

ITpaBuna opopmieHHs O4epeHBIX OTITYCKOB.
[IpaBo Ha JONOTHUTENBHBIN OTIIYCK U OPOPMIICHUE JOKYMEHTOB.
OdopmiieHne NpoasIeHNs U IEPEHECEHUS OTIYCKa.
CocraBienue u opopmiieHHe rpaduka OTIyCKOB.

Nk WD

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

1. TlpomomkxuTe Ha3BaHHWE BHJA JOKYMEHTa, OTHOCSIIETocs K cdepe ordopa W Haiima
nepcoHana (HarpuMep: 3asiBKa Ha no0Oop nepcoHana)
a) JINCT
0) 0OBsABICHUE
B) 3asIBJICHUE
I) IpUKa3
2. Ko cocraBnsier 3asiBKy Ha 110100p MepcoHaa:
a) pyKOBOJUTEIb OpraHu3alul
0) pyKOBOJMTEIb MMOAPA3ACICHHS
B) pYKOBOIUTEINB CIyK0b1 JJOY
T') TJIaBHBIN OyXranTep
3. Kakum He TODKHO OBITH pe3roMe:
a) yHU(DUITUPOBAHHBIM
0) TaKOHHUYHBIM
B) CAMOKPUTHYHBIM
I') CTPYKTYpPUPOBAHHBIM
4. Kakum He ObIBaeT pe3rome:
a) KOMOMHUPOBAaHHOE
0) pyHKIIMOHATBHOE
B) XPOHOJIOTMYECKOE
) nmpodecCHOHATBHOE
5. Kakyro nndopmaiuio He clieayeT BKI0YaTh B aHKETY MPU IPHEeMe Ha padoTy:
a) CeMEIHOE TOJI0KCHHE
0) uepThl Xapakrepa
B) MaTEPHAIBHOE TTOJIOKEHNE
r) x000H1
Tema 2: TpynoBoii 10roBop ¢ pa0OTHHKOM: COepP:KaHHe U MOPSAI0K 0()OpMIIeHUS
1.Kakue 1oKyMeHTHI He TpeOyIOTCs IPU 3aKIIOYCHUHU TPYIOBOTO T0TOBOpa?



a) nacnopr
0) TpyoBasi KHMKKa
B) cOeperarenbHasi KHUXKA
T') TUTIIIOM
2. Kakas nH(pOpMaIus He BKIIFOYACTCS B TEKCT TPYIOBOTO TOTOBOPA!
a) 00 orutare Tpyaa
0) 0 TPyZIOBOM pacnopsiike
B) O HEMaTepUaIbHOM CTUMYIUPOBAHUU
r) 0 mpaBax pabOTHHKA
3. HaiiguTe HecylmecTBYIOIUA BU TPYJOBOIO IOFOBOpA:
a) CPOYHBIN
0) GeccpouHbIit
B) CBEPXCPOYHBIN
T') 10 COBMECTUTEIBCTBY
4. Hy>XHO JTi yCTaHABIUBATh UCTIBITATENIbHBIN CPOK JJIsi paOOTHUKA MPHU 0(HOPMIICHUH JTI0TOBOPA
Ha BpEMEHHYIO paboTy:
a) 1a
0) HeT
B) HHOTJIA
') Ha YCMOTpPEHHE paboTOoaaTENs
5. C kakoro Bo3pacTa JIOyCKaeTCs 3aKIIF0UEHUE TPYIOBOTO TOTOBOpa?
a) c 13 mer
0) ¢ 16 ner
B) ¢ 18 ner
r)c 21 rona

Tema 3: JIuyHas (y4eTHasi)) KaAPpTOYKA M JIMYHOE /(€10 PA0OTHUKA NpeANnpPUSTHSA:
coJepixaHue U NMOPsI0K opopmiieHus
1.JInunas kaprouka (Dopma T-2) 3amonnsieTcs:
a) Ha BceX pabOTHHUKOB
0) Ha aIMUHUCTPATUBHO-YIIPABICHYECKHH amnmapar
B) Ha BCEX, MPUHATHIX HA OCHOBAHWH MPUKa3a O MpueMe Ha paboTy
') Ha BCEX, C KEM 3aKJII0UeH OCCCPOUHBIA KOHTPAKT
2. Kakoii TOKyMeHT He HYXEH IPH 3aN0JTHEHUH JTUYHON KapTOUKH pabOTHUKA:
a) CHUJIC
0) macropt
B) UHH
') BOJUTEIbCKOE YI0CTOBEPEHUE
3. KoMy B opranuzaiuu nprucBanBarOT TaOEIbHBIN HOMED:
a) KaX10My paboTaromeMy
0) KaXJI0MYy YBOJICHHOMY
B) K&XXJJIOMY, pabOTaIoIeMy 110 CPOYHOMY JOTOBOPY
T') KaXJI0MY, paboTaroIiemMy 1mo 6€CCpouyHOMY TOTOBOPY
4. Ilo kakomy KnaccupuKaTOpy KOAUPYETCS Ipodeccus B TMIHON KapTOUKe?
a) OKMH
6) OKIIATP
B) OKIIO
r) OKY /]
5. Kak BHOCUTb U3MEHEHHS B TUUHYIO KAPTOUKY pabOTHUKA?
a) 3aBECTHU BTOPYIO KapTOUKY
0) 3a4epKHYTh CTapble CBEJICHHs, BHECTH HOBBIE
B) HUYETO HE MPEAIPUHUMATh



I') 3AMEHUTD CTapy0 KapTOUYKY Ha HOBYIO

Tema 4: TpyaoBasi KHH:KKa Pa0OTHHUKA TMPEINPUSITHSI: COAEPKAHUE U TMOPAI0K
oopMiIeHu
1.PaboTonarens (3a UCKIIOUeHUEM paboTonaTeneil - pu3nuecKux JmI) o0s3aH BECTH TPYAOBBIC
KHIDKKM Ha KaXJa0ro paOOTHHKA B ciiyyae, eclid paboTa B 3TO opraHu3aluu SBJISeTCs A
paboTHHKA OCHOBHOM, MPOPAOOTABIIETO B OPraHU3AIIH:

a) CBBIIIC OJTHOTO JTHS

0) CBBIIIIE MecsIIa

B) CBBIIIIC MATH JHEH

r) cBeImIe 1 roga
2. Kto momken nmpuobperaTs OJIaHK TPYAOBOM KHUKKHU:

a) pabOTHUK

0) paboTonarenb

B) BBIIIECTOSIIAS] OPTaHU3AIIHS

T') 3aKOHOM HE OTIPE/IETICHO
3. Cpok xpaHeHHsI HEBOCTPEOOBAHHBIX TPYJOBBIX KHUKEK B OPTaHU3AIIUHN:

a) 5 ner

0) 10 mer

B) 75 net

T') IOCTOSTHHO
4 Hano sm pdenmarh 3amuch B TPYNOBOM KHWIXKKE COTPYAHHMKA, pabOTaroOMIero 1o
COBMECTUTENBCTBY?

a) 00s13aTeNbHO

0) 1o keTaHnIo0 pabOTHUKA

B) T10 JKEJIAHUIO pab0TOIATENs

I') 3aKOHOM HE OTIPEIEICHO
5. Ecnu usmeHwnuch aHHble pabOTHUKA WM B TPYAOBYIO Oblla BHECEHAa HEBEpHas 3aIlucCh,
KaJ[POBHK JIOJDKEH:

a) 3aUepPKHYTh HEBEPHYIO 3aIHCh, a PSIIOM HAMKUCATh MPABUIbHYIO

0) HUYEro He MPEINPUHIMATD

B) IpU3HATh HEBEPHYIO 3aMUCh HEJIEHCTBUTEIBHON U BHECTH IPABUIIbHYIO 3aITUCh

Tema 5: Ilpuka3pl (pacnopsiKeHHs])) MO TEPCOHAJNY: COAepP:KAHME W TOPAIOK
opopMiIeHu

Bonpocs! pjst o0cyKneHus:
1.K xakomy BuJy JOKYMEHTAIlUU OTHOCSITCS PUKA3bI:

a) OpraHU3alMOHHOMN

0) pacopsIUTETLHON

B) MH(OPMAITMOHHO-CIIPAaBOYHON

') HAYYHO-TEXHUYECKON
2. JIns kakux 1eyied u31a0Tcs MPUKa3bl MO JINYHOMY COCTaBy?

a) JUIsl pelIeHUs ONIepaTUBHBIX BOIIPOCOB

0) 17151 pyKOBOJICTBA TEKYIIEH AEATEIbHOCTBIO OpPraHU3aluU

B) /ISl PETYJIUPOBAHUS TPYAOBBIX OTHOILIEHUI

T) U TOTO, YTOOBI MTOKa3aTh pabOTHUKAM, YTO O HUX JyMaeT HayallbHUK
3. MoxHo nu npu o(OpMIEHHH TMpHKa3a IO JHMYHOMY COCTaBy HE HCIOJIb30BaTh
yHU(DUIIUPOBAHHYIO popMy?

a) na

0) HeT



B) MHOTJIA
T') 3aKOHOM HE OTIPEJIEIICHO
4. Cpok XpaHeHus IPUKA30B 10 JJUYHOMY COCTaBy?
a) 5 ner
0) 10 mer
B) 75 net
I') IOCTOSTHHO
5. Kakoe u3 atux nen chopMupOBaHO MPaBUILHO?
a) IIpuka3bl TeHepaIbHOTO JUPEKTOPA [0 OCHOBHOM JEATENBHOCTH U TIMYHOMY COCTaBY
0) [Ipuka3bl reHepasbHOTO TUPEKTOPA 110 IPUEMY U IIEPEBOLY IepcoHaa
B) [Ipuka3sl reHepaIbHOTO TUPEKTOpa 10 IPUEMY, YBOJLHEHUIO U KOMaHAUPOBKAM
r) [Ipukasbl reHepanbHOr0 IUPEKTOPa MO YBOJIBLHEHUIO U OTITyCKaM

Tema 6: /lokyMeHTbI MO OTKOMAHAMPOBAHUIO H OTIYCKAM IEePCOHAJIA: COAepKaHUE H
nopsiAok opopmiieHust

1.Hago v BRIMUCHIBATh COTPYAHUKY KOMaHIUPOBOYHOE YI0CTOBEPEHUE?

a) 1a
0) HeT
B) MHOTJIA
I') Ha YCMOTPEHHE PYKOBOJCTBA OPraHU3AINH
2. OpraHu3zanus He BO3MEIaeT KOMaHIUPOBAHHOMY COTPYIHUKY:

a) orIaTy mpoesza

0) oruaty MpoXUBaHUS

B) CTOMMOCTb YKPAJI€HHBIX WJIN MOTEPSHHBIX BELIeH

I') CpeAHUi 3apaboTOK 32 BpeMsi KOMaHAUPOBKH
3. B oTHOmEHUM KaKuX KOMaHAWPOBAHHBIX COTPYIHUKOB JEHCTBYIOT BBILICTIEPEUNCIICHHBIC
KOMIIEHCAIMM U TapaHTUuu?

a) Bcex

0) 0(hOpMIICHHBIX TI0 TPYIOBOMY JIOTOBOPY

B) 0()OPMIIEHHBIX 110 COBMECTUTEIILCTBY

I') HA YCMOTpEHHE PYKOBOJICTBA OPraHU3aLUU
4. Hano mu oopMiATh city>keOHOE 3a/laHie Ha KOMaHIUPOBKY?

a) na

0) HeT

B) HHOT/Ia

I') Ha YCMOTpEHHE PYKOBOJICTBA OPTaHU3aLUU
5. Kakummu JOKyMEHTaMu MOATBEPAUTH BpeMs (PakTHUeCKOro mpeObIBaHUs paOOTHUKA B
KOMaHAUPOBKE?

a) KOMaHIUPOBOYHBIM YIOCTOBEPEHUEM

0) IpUKa30M 10 KOMaHAUPOBKE

B) CITY’K€OHBIM 3a7jaHUEM

I') IPOE3AHBIMU JOKYMEHTaMHU

MIxaJja oneHUBaAHUA

YcrHblii onpoc
YpoBeHb 3HaHUI, yMEHUI W HaBBIKOB OOYYAlOMIEroCs IPH YCTHOM OTBETE BO BpeMs
MPOBEJICHUS TEKYLIEro KOHTpouis onpenenserca Oamiamu B quanazone 0-100 %. Kpurepusmu
OLICHMBAHMsI IPU IPOBEJIEHUU YCTHOTO OIpoOca SBIAETCS JIEMOHCTpPAlUs OCHOBHBIX
TEOPETHUYECKUX IIOJOKEHUH, B pPAaMKax OCBAMBAEMOM KOMIETEHIMH, YMEHHE IPUMEHSATH



NOJyYCHHbIE 3HAHUS Ha TPAKTUKE, OBJAJCHHE HaBbIKAMM aHAIM3a W CUCTEMaTH3alHH
uHpOpMaLIUU B 00JIaCTH JOKYMEHTAI[HOHHOTO 00ECTICYECHHUSI.

[Tpu orleHMBaHUM PE3yJIHTATOB YCTHOTO OIPOCA MCTIONb3YETCs CIIEIYIOMIast IKaja OLEHOK:

100% - 90% | Yyamuiicss AEMOHCTPUPYET COBEPLUIEHHOE 3HAHUE OCHOBHBIX TEOPETUYECKUX MOJIOKECHUM, B
paMKax OCBaMBa€MOM KOMIETEHIINH, YMEET IPUMEHSTH [TOyUeHHbBIC 3HAHMUS HA IIPaKTHKE,
BJIaJIeeT HaBBIKAMU aHAJH3a U CHCTEMAaTH3allui HH(POPMAINH B 00JIACTH KaJpOBOTO
JIEeTOMPOU3BOJICTBA

89% - 75% Yyanmiicss AEMOHCTPUPYET 3HAHUE OOJIBINCH YaCTH OCHOBHEIX TECOPETHUCCKUX MOJOKCHUH, B
paMKax 0CBauBacMOI KOMIICTCHITUH, YMEET MPUMEHSTH ITOJTyYCHHBIC 3HAHUS Ha TPAKTUKE B
OTIENBHBIX c(hepax nmpodecCHoHATFHON AeATSIIFHOCTH, BIaIceT OCHOBHBIMU HABBHIKAMH aHAITN3a
W CHCTEMAaTH3aluy HHPOPMAIMU B 00JIaCTH KaJPOBOTO JIEIOMPOU3BOICTBA

74% - 60% VYyamuiicss AeMOHCTPUPYET AOCTATOYHOE 3HAHUE OCHOBHBIX TEOPETHUECKUX II0JIOKEHUH, B
paMKax OCBaMBa€MOM KOMIETEHIINH, YMEET NCIIOIb30BATh MOTyICHHBIC 3HAHUS IS pEIICHIS
OCHOBHBIX MIPAKTUIECKUX 3a]1a4 B OTACIBHBIX chepax MpohecCHOHATBHOM NesITeTbHOCTH,
YaCTUYHO BIIa/Ie€T OCHOBHBIMHU HAaBBIKAMH aHAIN3a M CUCTEMaTH3alny HH(pOopMaIuu B 001acTi
KaJpOBOTO AETIOMPON3BOJICTBA

Menee 60% yqamHﬁCH JACMOHCTPUPYCT OTCYTCTBUC 3HAHUA OCHOBHBIX TCOPCTUICCKUX HOJIO)I(GHPlﬁ, B
paMKax ocBauBaeMoi KOMIETCHINU, HC YMCCT MNPUMCHATH NMOJTYUCHHBIC 3HAHUSA HAa MMPAKTUKE, HC
BJIaACCT HAaBBIKaMM aHAJInM3a U CUCTCMaTU3allun I/IH(l)OpMaIII/II/I B o0yacT KagpoBOTO
JACJIONPOU3BOJACTBA

TecTupoBanue

YpoBeHb 3HaHUM, YMEHUIl W HaBBIKOB OOYYarOIErocsi MpH YCTHOM OTBETE BO BpeMs
MPOBEJICHUS TEKYLIETo KOHTPOJIs onpezensercs Oamuiamu B Auanazone 0-100 %. Kpurepuem
OLICHMBAHMSI IIPU IPOBEACHUN TECTUPOBAHUS, SIBJIAETCS KOJIMUYECTBO BEPHBIX OTBETOB, KOTOPHIE
Jlall CTYJIEeHT Ha Bompockl Tecta. [Ipu pacuere koiuuecTBa 6aUI0B, IOTYUYEHHBIX CTYACHTOM IO
UTOTaM TECTUPOBAHMUSI, UCIIONB3YETCs cheayromas popmya:

B:EXIOO%,
0

rac b — xonmmuecTBO 6ann013, MOJIYYCHHBIX CTYACHTOM IO UTOraM TCCTUPOBAHU,
B — xonmuuectBO BCPHBIX OTBCTOB, JAHHLIX CTYACHTOM Ha BOIIPOCHI TCCTA,

O — ofm1ee KOIUYECTBO BOIIPOCOB B TECTE.

IIpoBepka keiica

YpoBeHb 3HaHUI, yYMEHHI M HABBIKOB OOYYalOLIErocss NpU IPOBEPKE Kelca BO BpeMms
MPOBEJCHUS TEKYLIEro KOHTpouIs onpenenserca Oamiamu B quanazone 0-100 %. Kpurepusmu
OIICHUBAaHMs TPU TMPOBEPKE Keilca SBISETCS JIEMOHCTpAlUsi OCHOBHBIX TEOPETUUECKHUX
MOJIO’KEHUH, B pAMKax OCBanBaeMOM KOMIIETCHIIUU.

[Tpu orleHMBaHUM PE3yJIbTATOB PEIICHUsI Keiica HCIONIb3YeTCs CleAyromas IKaia OI[eHOK:

100% - 90% | Yyamuiicss AEMOHCTPUPYET COBEPUIEHHOE 3HAHUE OCHOBHBIX TEOPETUYECKUX MOJIOKEHUH,




MIPAKTUYCCKUX U aHATTUTUYCCKUX HABBIKOB B paMKax ocBamBaeMoOU KOMIICTCHIINH.

89% - 75%

Yyamuiicss AeMOHCTpHUPYET 3HaHHE OOJbIIEH YacTH OCHOBHBIX TEOPETHUECKUX TTOJOKEHHH,
MPaKTUYECKUX U aHAJIMTUYECKUX HABBIKOB B pAMKaX OCBaMBaeMOU KOMIIETECHIIHH.

74% - 60%

VYyamuiics 1eMOHCTPUPYET AOCTATOYHOE 3HAHNWE OCHOBHBIX TEOPETHUECKUX MOJ0KEHUH,
MPaKTUYECKUX U aHAJIMTUYECKUX HABBIKOB B pAMKaX OCBaMBaeMON KOMIIETECHIIHH.

menee 60%

anmnﬁc;l JACMOHCTPUPYCT OTCYTCTBUC 3HAHUA OCHOBHBIX TCOPCTUICCKUX HOHOX(GHHﬁ,
MIPAKTUYCCKUX U aHATTUTHYCCKUX HABBIKOB B paMKax ocBamBaeMoOU KOMIICTCHIIHNH.

Pemrenne 3agau

YpoBeHb 3HaHWH, YMEHHH ¥ HaBBIKOB OOYdYaloOmerocs MpU pPEHICHUH 3a7ad BO BpeMs
MPOBEJICHUS TEKYIIET0 KOHTpOJsl onpexaensercs Oamramu B nuanazoHe 0-100 %. Kputepuem
OLICHUBAHMSI MIPH PEILIEHUH 3ajay, SIBJISETCS KOJIMYECTBO BEPHO pelIeHHBIX 3aaa4. [Ipu pacuere
KOJM4YecTBa OasyioB, MONYYCHHBIX CTYIEHTOM II0 HMTOTaM pEIICHUs 3a7ad, HCIOIb3yeTCs

cnenyrommas Gopmyna:

5= 100%
0

rac b — xonmmuecTBO 6ann013, MOJIYYCHHBIX CTYJACHTOM I10 UTOTaM PCIICHUS 3a4a4;

B — xonuyecTBO BEpHO pELICHHBIX 3aa4;

O — o0111€ee KOIMYECTBO 3a1ay.

Pemienue cuTyaniMmoHHOM 3a1a4u

YpoBeHb 3HAHWK, YMEHUW W HABBIKOB OOYYAOIIETOCS TPH BBITOJTHEHUH CUTYallMOHHON
3aJa4d BO BpeMs IPOBEICHUS TEKYLIET0 KOHTPOJIS ompeensercs Oamuiamu B nuana3one 0-
100 %. KpuTepusimu orieHuBaHus sBiseTcs: coop u 00001eHne HeooxoauMoit nadopmaru,
IIPaBUJIBHOE BBINTOJIHEHNE HEOOXOAMMBIX PACU€TOB, IOCTOBEPHOCTh U OOOCHOBAHHOCTD
BBIBOJIOB.

[Tpu orleHMBaHUM PE3yJIbTATOB PELICHHS CUTYallMOHHOM 3a/1a4ll UCTIOIb3YETCs CIEyIoIIas
IIKaJa OLIEHOK:

100% - 90% | Yyawmuiicss AEMOHCTPUPYET COBEPUIEHHOE 3HAHUE OCHOBHBIX TEOPETUYECKUX MOJIOKEHUH, yMEET

000CHOBaHHBIE BBIBO/JIbI

89% - 75% Yyanuiicss AEMOHCTPUPYET 3HAHUE OOJIBIICH YACTH OCHOBHBIX TCOPETHUCCKUX MOJIOKCHHUM,
MOKET cOOpaTh OOJIBIIYIO YaCTh HEOOXOAUMOW UHPOPMAIINY, PACCUUTHIBACT HEOOXOIMMEIC
MOKa3aTeJH, IeJIaeT BhIBOJIbI, JOMYCKAsl [IPU 3TOM HE3HAYUTENbHbIE OIIMOKU

74% - 60% Vyamuiicss A6eMOHCTPUPYET 3HaHUE HEKOTOPOH YaCTH OCHOBHBIX TEOPETHUUECKUX TOJI0KEHUH,
MOXeT coOpaTh HEKOTOPYIO YacTh HEOOXOUMON HH(POPMAIINH, PACCIUTHIBAET HEOOXOAMMBIE
MOKa3aTeH, AeaeT BBIBOBI, JOMYCKask PU 3TOM OIMUOKH

cobupaTh 1 0600maTE HEOOXOUMYI0 HH(DOPMAIIHIO, TPABIIIBHO OCYIIECTBISIET pACUETHI, IETaeT

MeHee 60% Vyamuiicss A6eMOHCTPUPYET OTCYTCTBUE 3HAHUSI OCHOBHBIX TEOPETUUECKUX MOJIOKEHUN, YMEHUI

1 HaBBIKOB B paMKax 0CBanMBaeMOU KOMITCTCHITHH.




5. OueHoyHbIe MaTEPUAJIBI IPOMEKYTOUYHOM ATTECTANUM MO AUCHUIJIMHE

5.1. MeToasbl mpoBeleHUs 3a4eTa

3ayeT NpoBOAUTCH ¢ MPUMEHEHUEM CJIeAYIOIIHX METOA0B: METO/ YCTHOTO Ompoca Io
BOIPOCaM U3 MEePEYHs MPUMEPHBIX BOMPOCOB M3 I1.5.2.

5.2. OneHo4HbIe MaTepHAJIbI IPOMEKYTOYHOM ATTECTAIUHN

JTan 0CBOCHHUS

Ilokazarens OLICHHUBAHUA

Kpurepuii oueHuBanus

KOMIICTCHIIUH
IIKc-2.2.1 Croco6eH OCyIIeCTBIAT — XapakTepusyer
YIIPaBIEHYECKYIO IEATENHLHOCTD WHHOBAIMOHHbIE  TEXHOJOTHH B
MOCPENCTBOM Pa3pabOTKU U IPUMEHEHHS BCICHUHM KaJIpOBOM JTOKyMCHTAIMH,
WHHOBAI[HOHHBIX TEXHOJIOTHIl B CHCTEME CBA3AHHEIC C MOHCKOM H O0TOOpOM
N KaIpoB, T. €. C (OPMHUPOBAHHUEM
KaJpOBOM IOKYMEHTALIMH B OPTraHn3alin
. HOBOTO M 3((EKTHBHOTO KaapOBOTO
U B OpraHax rocyJapCTBEHHOU U TOTEHIHANA;
2
MYyHHUINIIAJIEHON BJIACTH — XapakTtepusyeT HOBOBBEACHUS B
KaJpPOBBIX YIPaBICHYCCKIX
BrIsiBIIsIET 0COOCHHOCTH MHHOBAIIMOHHBIX NeHCTBUAX o paGote ¢
KaJ[POBBIX MPOIECCOB B YACTH Pa3pabOTKH, | JOKyMEHTaMH B MPOLECCE Tpyaa
000CHOBAHMS U IPHHATHS KaJIPOBBIX (arTecTanus KazIpos, HOBOC
peluenuii pacrpeienieHie TpyIOBbIX (YHKIHNA
" ITOJTHOMOYHIHA, METOIbI
Knaccupuuupyer Aenonpon3BoACTBeHHble | IPOABIKCHMA M NICPEMEIICHHAA
WHHOBAILMOHHBIC KAJIPOBbIE TEXHOJOIUH B paboTHUKOE)
cdepe MOTUBALIMHU U Pa3BUTHS MEPCOHANA, — Xapakrtcpusyer — HOBawan B
KaJpOBBIX JOKyMEHTaX, CBSI3aHHBIC
noabopa, pacCTaHOBKH, OLICHKH .
C MEepErnoAroTOBKON U MOBBIICHUEM
nepcoHana, MIaHUPOBAHHS KapbephI C KBATHbHMKALH Ka/POB.
yueToM crienuduKy npopeccuoHaTbLHOM — XapakTepusyer KATPOBBIE
ACATCIILHOCTU B CUCTEME HOBOBBEICHUA, CBsI3aHHBIC C
rOCYAapPCTBEHHOTO M MYHHIIUITATEHOTO obecrieyeHrEM (KaJpOBBIM
YIOpaBJICHUA COHpOBO)KI[eHI/IeM) LEJICBBIX
HAYYHBIX W HAYYHO-TEXHHYECKUX
nporpaMM — Habop M TMOArOTOBKa
KaJpoB A pa3paboTKu  u
peanu3alMd  [POTpaMMbl WA
MPOEKTA.
Tunosble OLlEeHOYHbIE CPEICTBA MPOMEKYTOYHON aATTECTALUMN
Bomnpocsl k 3a4eTy 0 AMCUMIIIHHE
«/HHOBaMM B KaJPOBOM /1eJIONIPOU3BO/ICTBE)
1. TlonATHE MHHOBAIMOHHOM AEATEILHOCTH B CHCTEME YIIPABIECHHUS IIEPCOHATIOM.
2. BaxHOCTh U aKTyaJIbHOCTh BBEICHHSI HOBALlMK B CHCTEME KaJIPOBOT'0 JEIONMPON3BOICTBRA.
3. TlpuHUMIBI WHHOBALMOHHOM JEATENHHOCTM B COBPEMEHHOH CHCTEME  YIPABJIEHHS
IIEPCOHAJIOM.
4. JlokyMeHTBI 1O TOHUCKY, OTOOpy M HaliMy mepcoHana. Hopammum B cucreme
JOKYMEHTAIIUU.

5. Pestome kak gokymeHnt. TpeGoBamusi K pestome. Bumel pestome. HoBble TpebGoBanms,
NpeIbBISEMbIE K PEIOME.

6. OObeKTUBHBIE M CYOBEKTMBHBIE TNPUYMHBLI BBEIECHMS HOBAlMi B CHCTEMY KaJIpOBOTO




JIETIOTIPOU3BO/ICTBA.
7. Auxera. TpeGoBanus k ankere. COBpeMEHHEIE HOBbIE TPEOOBAHMS M UX IIPHUMHEL
Jluct Gecenpl ¢ conckareneM BakaHcHU. FIHHOBAIy B 3TOM IIporiecce.

9. 3assnenme o npueme Ha pabory. Ilpasmna odopmieHus 3assiaeHuii. [IpoTmBOpeuns B
NoJX0ax K 0(hOpMIICHHUIO 3asIBJICHHUI.

10.TpynoBoii moroBop ¢ paGOTHHKOM: COJEP)KaHWE W MOPAAOK odopmienus. Hopamun B
COJIEpKAHUU TPYJOBOTO JI0TOBOPA.

1 1.Buzsr noroeopos. OdopmiieHne TPYI0BOrO I0rOBOpA.

@

12. TpynoBas kamkka kak nokyment. Copepikanue TpyaoBol KHykkn. OGopMIeHHe TPYI0BON
KHIKKH.

13. HoBble 0cOGEHHOCTH B BEIEHNH SIIEKTPOHHOM TPYIOBO# KHIKKH. [IpaBOBOE pEryJIMpOBaHHUE.

14. JTenonpon3BoacTBO M0 TPYIOBBIM KHIKKAM: TIOJy4EHHE, yIeT, XPaHEHHE, BblIaua pabOTHUKY
IIPY YBOJIbHEHHH.

15.Jluunas (yuernas) xaprouka W JuyHOe Jeno paboTHuka npeanpustus. Comepikanue u
HOPSIOK O(OPMIICHUS JIMYHON KapTOUYKU PabOTHHKA.

16.Ocobennoctn coneprxanust 1 0GOPMIIEHHUS TMYHOM KAPTOYKH TOCYAAPCTBEHHOTO CITY/KAILIETO.
OcobeHHoCcTH cozepaHusi W O(QOpPMIICHHS JIMYHOM KapTOYKH HAYYHOro (HAY4HO-
TMIeTarOTMYECcKOro) paboTHHKA.

1'7.Conepxanne u opsiiok oGopMIIEHHS IMYHOTO Je1a PaOOTHHKA.
18.TIpukas kax mokyment. Bunpl nipukasos. [Tpasuia paboThl ¢ PUKa3amHu.

19.0co6ennoctn  comepkanuss u  mopsaka OQOPMIEHHS OTAEIBHBIX BUIOB IPUKA30B
(pacrmopsiKeHUI ) TIO TIEpCOHAITY.

20.Texnonornn wu3maHus TPHKa30B. IIpoLEmypbl OTMEHBI M AHHY/JIMPOBAHHS MPUKA30B.
XpaHeHHe MPUKa30B.

21.Conepxanne n TOPATOK OPOPMIEHHMS JTOKYMEHTOB IO OTKOMAHIMPOBAHMIO IEPCOHANIA.
TexHoIOrNs MOArOTOBKM KOMAaHIMPOBOYHBIX JOKYMEHTOB.

22 .Conepxanue ¥ TOPSAIOK O(QOPMICHHS JOKYMEHTOB IO OTIIyCKaMm IepcoHana. I paduk
oTmIyckoB. 3asBrenue 00 ormycke. [Ipukas 06 oTmycke.

23. Conepranue 1 HOpAI0K OPOPMIECHHS IIUCEM TI0 IEPCOHAITY.

24. Conepranue v OpsIOK OQOPMIIEHHS CITY)KEOHO-IENOBBIX 3aIUCOK 0 IEPCOHAIY.
25.CripaBKy 1o MepCoHaTy: COIEPIKAHKE U MOPSAIOK ODOPMIICHHSL.

26.TeXHONIOTHH PETUCTPALIMH JJOKYMEHTOB, KOHTPOJIS HCTIOTHEHHS JIOKYMEHTOB.
277 .TlocTpoeHre HOMEHKIIATYPHI JIE.

28.ApXUBHOE XpaHEHHUE TOKYMEHTOB

29.513bIK ¥ CTUIIB TIOKYMEHTOB. PelakTHpOBaHHE TOKYMEHTOB.

30.Vuaudukanus, popManusanys, CTaHAAPTU3ALMS TOKYMEHTA.

31. PaGora ¢ koHdpuIEHIMATEHON HHPOPMAIHEH

32.H€pCHeKTI/IBBI n HpOFHOSBI pa3BI/ITI/I}I HNHHOBAIIMOHHBIX TeXHOJ’IOFHﬁ B KaI[pOBOM
JIEJIONIPOU3BO/ICTRE.

MIxaJja oneHUBaAHUA

YpoBeHb 3HaHUI, yMEHUIl W HaBBIKOB OOYyYAlOIIErocs IPH YCTHOM OTBETE BO BpeMs
MPOMEKYTOUYHON  aTTeCTalud  ompenensercs  omneHkamu  «OtaugHo» /  «Xopomroy/
«Y nosierBoputenbHoy/ «HeynosnerBoputenbHo». Kpurepusmu oOLeHHMBaHHMS Ha 3adeTe C
OLICHKOW ABJIAETCA JEMOHCTPALMs OCHOBHBIX TEOPETHYECKHUX IIOJOKEHUH, B paMKax
OCBaMBaeMOl KOMIIETEHLIMH, YMEHUE NIPUMEHSATH [TOJIyY€HHbIE 3HAHUS Ha NIPaKTUKE, OBJIAJECHUE
HaBBIKAMU aHAJIM3a U CUCTEMaTH3allMyd HHPOpPMALUHU B 00JacT (PMHAHCOB.



Jns nucrumuinH, GopMoi MPOMEKYyTOUHOW aTTeCTallMd KOTOPBIX SIBJISIETCS 3a4eT C OLIEHKOIA,
IIPUHSATHI CJIECAYIOLIUE COOTBETCTBUS:

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

- meHee 60% - «HEeyTOBIETBOPUTEIHLHOY (2).

IIpu onieHMBaHUM PE3yNBTATOB YCTHOTO OIPOCA UCIIOJIB3YETCS CIENYIOIAs IKala OLICHOK:

OTanbl KOMIETEHIIUH, IPEIYCMOTPEHHBIE 00pa30BaTEeIbHOM MPOrpaMMOH,

100% = 90% chopmupoBaHbI Ha BEICOKOM ypoBHE. CBOOOHOE BlIaICHUE MAaTEPHUAaIOM, BHISIBIICHHAES
o 7use MEXKIIPEIMETHBIX CBSI3¢H. YBEpEHHOE BIIAJICHUC MOHIATUHHBIM amapaToM

(OTJ'II/I‘IHO) JAUCHUIIIINHBI. HpaKTI/I‘IeCKI/Ie HaBBbIKHU HpO(l)eCCPIOHaJ'ILHOfI JACATCIBbHOCTHU
C(l)OpMPIpOBaHLI Ha BBICOKOM YPOBHE. CriocoOHOCTE K CaMOCTOATCIILHOMY

HECTAHAAPTHOMY PCHICHUIO MMPAKTUYCCKUX 3a1av

DTanbl KOMIICTCHIINH, IPEIYCMOTPEHHBIE 00pa30BaTEIbHOMN MPOrpaMMON,

89% - 75% c(hopMUPOBAHEI JOCTATOYHO. JleTabHOE BOCIIPOU3BEACHUE YICOHOTO MaTepHaa.
[IpakTUveckue HaBBIKU MPOPECCHOHANBHON JCSITEIBHOCTY B 3HAUUTEIBHON Mepe
(xopowo) cthopmupoBansl. [IprCyTCTBYIOT HABBIKH CAMOCTOSITETIFHOTO PEIICHHUS MPAKTHIESCKIX
3a/1a4 ¢ OTAEIbHBIMU JIEMEHTaMU TBOPYECTBA.

OTanbl KOMIETEHIIUH, IPEIYCMOTPEHHBIE 00pa30BaTEeIbHOMN MPOrpaMMOH,

74% - 60% c(hopMHUpOBaHEI HA MUHUMAJIFHOM ypoBHE. Hanmune MUHIMAaIbHO TOITYCTHMOTO
YpOBHS B YCBOSHHH y4eOHOTO MaTepraa, B T.4. B CAMOCTOSITEIbHOM PEIICHUN
(yIOBIETBOPUTENLHO) MpaKTUIEeCKHX 3a1a4. IIpakTudeckne HaBBIKK MPO(HECCHOHATBHON AeATeIEHOCTH
chopmupoBaHBI HE B TIOJTHON Mepe.

OTanbl KOMIETEHITUH, IPEAYCMOTPEHHBIE 00pa30BaTENbHOM TPOrpaMMOit, He

60% chopmupoBansl. HeocTaTouHbIi YPOBEHD YCBOCHHS MTOHATHIHOTO anmapara 1
MeEHee () .
HaJIM4YKe (parMEHTAPHBIX 3HAHUH 1O TucHHIDINHE. OTCYTCTBUE MUHIUMAIBHO
(HEYIOBJIETBOPHUTEIHHO)
JIOIYCTUMOTO YPOBHS B CAMOCTOSITEIbHOM PELICHUH MIPAKTUUECKUX 33]1a4.

HpaKTI/I‘{eCKI/Ie HaBbIKHU HpO(l)eCCHOHaHLHOfI JACATCIBbHOCTU HC C(l)OpMPIpOBaHLI.

@DOH/IBI OIICHOYHBIX CPEACTB MPOMEKYTOUHOM aTTECTAlMH MO AUCLUILIIMHE MPEACTAaBIEHBI B
MpUJIOKEHUN 1.

6. MeToguuecKkue MaTepuaJibl 10 OCBOCHHUIO M CIUTIIMHbI

MeToauyeckue peKOMEHIALMHU 110 HANTUCAaHUIO pedepaToB

Pedepar aBnsercs HHIUBUAYATBHONW CAaMOCTOSITETILHO BBITIOJHEHHOW pabOTON CTyIEHTA.
Temy pedepata cTyneHT BbIOMpaeT M3 MEpedHs TeM, PEKOMEHIYEMbIX IpernojaBaTeleM,
BEAYIIUM COOTBETCTBYIOLIYIO IHCUUIUIMHY. PedepaT 1nomkeH coiepxkarh ClEAYIOLHe
CTPYKTypHbIE »ieMeHTbl: TutynbHblii auct Conaepkanue Bpenenne OcHOBHasi 4YacTh
3akmoyenne Crucok nuteparypbl Ilpmnokenust (mpu HeoOxomammoctu). TpeOGoBaHus K
odpopmiienuro pedeparon: mpudt — 14, mons — mo 2 cM, uarepBan — 1, o0bem — He MeHee 10
CTp.




PexoMenganmuu mo NJIAHUPOBAHUIO U OPraHU3allMi BPEMEHH, HQOﬁXO)lI/IMOFO Ha M3y4YceHHUue

AUCHUIIJIMHbBI
CTpyKTypa BpeMeHHU, He00X0AUMOr0 Ha N3y4YeHHe U CUUILTHHBI
dopma n3ydeHHS JUCIUATUINHBI Bpewms, 3aTpaunBaeMoe Ha H3y9EeHNUE TUCIHIUIMHEL, Yo
Wzyyenne nurepatypsl, peKOMEHIOBaHHON B yueOHOMH 40
porpaMme
Pemenue 3a1a4, mpakTHIECKUX YIPAKHEHUH H 40
CUTYallMOHHBIX IPUMEPOB
N3yuyeHune TeM, BBIHOCUMBIX Ha CAMOCTOSATEIHHOE 20
paccMoTpeHHe
HWroro 100

MeTtoauveckue peKOMeHAALMH 110 MOATOTOBKeE K NPAKTHYECKOMY (CEMHHAPCKOMY)
3aHATHIO

OCHOBHOM IIEJTBIO TIPAKTHYECKOTO (CEMUHAPCKOTO) 3aHATHS SBJISICTCS MPOBEPKA TITYOUHBI
MOHMMAHUS CTYJIEHTOM H3y4aeMOW TEeMBbI, y4eOHOro Marepualia U yMEHHUS H3JIOKHUTH €ro
COJIepKaHue SICHBIM M YETKUM SI3bIKOM, Pa3BUTHE CAMOCTOSTEIIBHOTO MBINUICHUS U TBOPYECKOMH
AKTUBHOCTH Y CTYyIEHTa, YMEHHS peliarh NpakTHYecKue 3amadd. Ha mnpakTHdecKux
(ceMHUHApCKUX) 3aHATUAX MPEAINOIaracTcsl paccMaTpuBaTh HanboJiee Ba)KHBIC, CYNIECTBECHHBIC,
CIIO)KHBIE BONPOCHI KOTOpBIE, Hawmboyiee TPYAHO YCBauWBalwTCA CcryAeHTamu. [Ipum 3TOM
TOTOBUTKLCS K MIPAKTHYECKOMY (CEMHHAPCKOMY) 3aHITHIO BCET/Ia HYKHO 3apaHee. [loaroroska x
MPAKTUIECKOMY (CEMUHAPCKOMY) 3aHSTHIO BKIIFOYAET B ceOsI Cleayroliee:

- 00s13aTeIIbHOE O3HAKOMJICHUE ¢ BOIIPOCAMH JIJIsl YCTHOTO OIpoca,

- W3YYCHHE KOHCIEKTOB JIEKIIUHA, COOTBETCTBYIOIIUX pa3elioB y4eOHHKa, y4eOHOro
OCOOMS, COJIePIKaHMSI PEKOMEHIOBAaHHBIX HOPMATHBHBIX MPABOBBIX aKTOB;

- paboTa ¢ OCHOBHBIMH TepPMUHAMH (PEKOMEHIYETCSI X BBIYUHTB);

- W3ydYeHHUE JOIOJHHUTEIBHOW JIUTEPATyphl IO TEME 3aHATHSA, Jeias IPH OTOM
HEOOXOUMBIC BHIMMCKHU, KOTOPHIE MOHAI00STCS TPU 00CYKICHUH Ha CEMUHAPE;

- (GopMyIUpOBaHHE CBOCTO MHEHHS 1O KaKIOMY BOMPOCY W apryMEHTHPOBAHHOE €ro
000CHOBaHUE;

- 3allMCh BO3HHKIIHUX BO BPEMS CaMOCTOSITCIILHOH paOOThl ¢ YyYeOHUKAMH M HAyIHOMH
JTUTEPATyphl BOIPOCOB, YTOOBI 3aT€M Ha CEMHHAPE TIOIYYUTh HA HUX OTBETHI,

- oOparnieHne 3a KOHCYJIbTAIlUeH K MPero1aBaTesio.

PexoMeHaauMu MO0 M3YYEHUIO METONYECKUX MAaTEPHAJIOB

MGTOI[I/I‘ICCKI/IG MaTepI/IaJIBI II0 JUCHHUIIJIIMHE IIO3BOJIAKOT CTyI[eHTy OIITUMAJIBHBIM
00pa3oM OpraHu30BaTh MPOIIECC U3YUCHHS JAHHOW TUCIMIUIMHBL. MEeTOInYECKUe MaTepruabl Mo
JTUCLUUIUIMHE TPU3BAaHBI MOMOYb CTYACHTY MOHSATH CIEHU(UKY H3y4aeMOro MaTepuaia, a B
KOHEYHOM HUTOT€ — MAaKCHUMaJIbHO TIOJHO M KAauyeCTBEHHO €ro OCBOWTh. B mepByo odepens
CTYIEHT IOJDKEH OCO3HATh MpPEAHA3HAYEHUE METOAUYECKUX MATEPHATIOB: CIPYKTYPY, LEIU U
3amaun. {7 3TOro OH 3HAKOMHTCS C MpeaMOyJIol, OTJIaBJICHHEM METOJUYECKHX MaTepHasoB,
I‘OBOp}I HHayc, OCYI_LICCTBJIHCT HepBI/I‘IHOC 3HAKOMCTBO C HHM. B pa3z[ene, ITOCBAIIICHHOM
METOJMYECKUM PEKOMEHJAMSAM 10 U3YYCHHUIO JUCIUIUIMHBI, TPHBOJIATCS COBETHI IO
H.HaHI/IpOBaHI/IIO nu OpI‘aHI/ISaI_II/II/I H€O6XO,Z[I/IMOFO JUTS I/ISY‘-IGHI/I}I JOUCIHUIIIINHBI BpeMeHI/I, OIINCaHUue
MOCJICIOBATEILHOCTH  JACHCTBUUA  CcTyAeHTa  («CIEHapuld  M3yYeHHs]  JAUCIUIUIMHBIY),
PEKOMEHIAIMU 0 paboTe ¢ JUTEePaTypOld, COBETHI IO MOJATOTOBKE K DK3aMEHY M Pa3bSICHEHUS
MO0 TOBOJY pabOTHl C TECTOBOM CHCTEMOW Kypca M HaJa JOMAITHUMHU 3aJaHusMH. B memom
JaHHBIE METOJWYECKHE PEKOMEHIAIMU CIIOCOOHBI OOJIErYUTh W3YYCHHE CTYACHTAMU
JTUCIUIIMHBI W TIOMOYh YCIENIHO cAaTh »JK3aMeH. B paszgene, comepkameMm ydeOHO-
METOAUYCCKUEC MaTepI/IaJIBI JUCHUIIIINHBI, COI[ep)KaHI/IG HpaKTI/I‘-IGCKI/IX BaHHTI/Iﬁ 110 JUCIIHUITJIIMHE.

PexomeHnaanmuu no caMocTosiTeIbHOI padoTe CTY/ICHTOB




Ha camocrosrensHyto pabory crymeHtoB mno juctmmnae  b1.B.JIB.02.01
«/IHHOBaLMU B KaJIpOBOM J€JIONPOU3BOJICTBE)» BBIHOCATCS CIIEIYIOIUE TEMBI:

I'y;')] Tema Bomnpocsl, BbiHocuMble Ha CPC ((;::;: 3;?);;{1:”
1 2 3 4 5
NunoBammn B kanpoBoM | IlpotuBopeuns B moaxomax K o o
JIEJIONPOM3BOICTBE npu | opopmieHIIO 3asBICHUMH.
Tema 1 | GopMupoBaHHH  gOKyMeHTOB | ABTOOHOrpadus.
M0 TIOWCKY, OTOOpY M HalMy
MepcoHalIa
TpynoBoi JIOTOBOP ¢ | OCcoOCHHOCTH TIONTOTOBKH  TPYIOBBIX 0] O
pa60THI/IKOM§ coaepKaHue " JOTOBOPOB, COACPNKAIINX CHCI_II/ICI)I/I‘-IQCKI/IC
T 5 | mopanox oopmIeHHs. | YCIOBIA. Odopmienne TPYIIOBOTO
oMa WHHOBAaIMM M TeXHOjNoruu B | AOTOBOPA.
COBPEMEHHBIX TPYIOBBIX
OTHOILICHUSIX.
Jlugnoe  neno  paboTHuUKa: | JOMOMHMTENbHBIE —YCIOBHMS  TPYAOBOIO 0] 0]
coZiep:KkaHHue u OPSITOK JA0TroBOpa. OcobennocTu IIOArOTOBKH
Tema 3 o(opMIICHHS. TPYIOBBIX  JIOTOBOPOB,  COZIEPIKAIIMX
crierupudeckue  ycnous. OdopmiieHue
TPYJIOBOTO JOTOBOPA.
Tema 4 | TpynoBas kHmwkka paOoTHuka: | OdopMicHue B TPYJOBOM — KHIDKKE 0] 0]
coZeprKkaHue u OPSAA0K 3aIltuceu (6] COBMECCTHUTCIIBCTBE.
odopmeHus. Hogoe g | cnipaBienne  3amuced B TPYIOBOM
BEJICHUH 37eKTpOHHBIX | KHIKKE.
TPYJIOBBIX KHHXKEK.
Tema 5 | IIpuka3el 1m0 mepcoHaly H [Mpuka3 o nmpueme Ha padoty. [Ipukas o o (0]
OCHOBHOM JeaTenbHOCTH: | epeBoxe  cotpyanuka.  Ilpukas 06
coJep)kaHue W TOpsIOK | YBOJIBHCHHH.
odpopmienus. HoBoBBeneHHUS.
Tema 6 | JlokyMeHTHI no | JoKyMeHTHpOBaHHE OT3bIBa M3 OTIIYCKA. 0] 0]
OTKOMAaH IUPOBAHUIO yu | Y4eOHBIii OTIyCK.
OTITyCKaM TepCcoHana:
coAep)KaHue u MOPSAAO0K
opopmirenus. Ilepermcka wu
CIIPABKU 1o TEpCOHANY:
COJZIEp>KaHue 5 TOPSAIOK
oopmIleHUs, WHHOBallMd B
perJIaMEeHTalH




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. Abynaosze, /I. I'. JIOKyMEHTAIIMOHHOE OOECTICUCHHE YIPABICHUS TEPCOHATIOM :
yueOHUK U mpakTuKyMm aist By3oB / JI. I'. Abymanze, U. b. Bemmpsokkuna, B. M. MacnoBa. — 3-e
n3a., mepepad. m gom. — Mocksa : M3zmarenbctBo [Opaiit, 2023. — 374 c. — (Bwicmee

obpazoBanue). — ISBN 978-5-534-16669-9. — Tekct : snextpoHHbId // OOpa3zoBarenbHas
wiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/531461

2. MHHOBanMOHHAS TONUTHKA : yueOHoe mocobue st By3oB / K. H. Ha3un [u np.] ;
nox penaknuert K. H. Hasuna, /1. Y. Kokypuna, C. 1. ArabexoBa. — MockBa : M3marenbcTBo
FOpaiit, 2023. — 232 ¢. — (Bricmee o6pazoBanue). — ISBN 978-5-534-10445-5. — Texer :
AJIEKTPOHHBIN /! OObpazoBatenbHas wiardopma Opaiit [caiiT]. —
URL: https://urait.ru/bcode/517470 .

7.2. lonotHUTEbHAS JTUTEPATypPa

I. Konviwkuna, T. b. ]JlenoBeie KOMMYHUKAIUH, JOKYMEHTOO0OpOT |
JIETIOTIPOU3BOJICTBO : yueOHoe mocobue st By3oB / T. b. Konsrmmkuna, U. B. lllyctuna. — 3-¢
u3n., uchnp. u jgom.— MockBa: WznmarensctBo IOpaiit, 2023. — 145 c¢c.— (Bwicmee

obpazoBanue). — ISBN 978-5-534-14216-7. — Tekct : snextpoHHbId // OOpa3zoBarenbHas
mwiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/513409

2. Anexceesa, M. b. Ananu3 WHHOBAITMOHHOW JIEATEIHHOCTH . YYEOHHK U
npakTukym s By30B/ M. b. Anekceesa, II. I1. Betpenko. — 2-e u3a., mepepab. u Jorm. —
Mocksa : M3natensctBo FOpaiit, 2023. — 337 ¢. — (Bricmiee o6pazoBanue). — ISBN 978-5-
534-14499-4. — Tekcr : snexkTpoHHbId // OOpa3oBatenbHas miaardopma FOpaiiT [caift]. —

URL: https://urait.ru/bcode/511527




7.3. HopmaTuBHBIE NPABOBbIE JOKYMEHTbI
1. Koucruryuus Poccuiickoit @enepanuu
2. ®@epepanbHblii 3aKk0H «O TOCYJapCTBEHHOM TIpaxkIaHCKoW ciyxbe Poccuiickoit
®enepauun» ot 27 utong 2004 r. Ne 79-D3.

7.4. Y4eOHO-MeTOANYeCKOe o0ecniedeHue CaMOCTOSITEIbHOIH padoThl
1. baxmueynosa, JI. b. Metonuka npodeccCHoOHATBHOTO 00y4YeHUs . y4eOHOe Mocooue s

By3oB / JI. b. Baxturynosa, II. ®. KanamuukoB. — 3-e¢ u3n., mepepad. um nom. — Mocksa :
WznarensctBo KOpaiit, 2023. — 194 c. — (Bsicmiee o6pazoBanne). — ISBN 978-5-534-10591-
9. — Teker : oanekrponHsli // OOpaszoBarenbHast 1iarpopma IOpaiit [caift]. —

URL.: https://urait.ru/bcode/517840
2. Ilyeaues, B. Il. YupaBieHue nepcoHaJoM OpPraHU3aIMM: MPAKTUKYM : yueOHOe rmocodue

s By3os/ B.II IlyraueB. — 2-e u3a., ucnp. u jpomn. — Mocksa : M3ngarensctBo FOpaidT,
2023. — 280c.— (Bwicmiee oOpazoBanue). — ISBN 978-5-534-08906-6. — Tekct
AIIEKTPOHHBIN /! O6pa3oBarenbHas iatdopma IOpaiit [caiiT]. —

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

7.5. UHTEepHET-pecypehl, CIPABOYHbIE CUCTEMBbI.

OdunmansHblil calT MUHUCTEPCTBA TPyAa U colanbHoN 3ammThl Poccuiickoit deneparmu —
http://rosmintrud.ru
1. www.nnir.ru / — Poccuiickas HanmoHaabHas OuOimorexa

2. www.nns.ru / — HartmoHanpHas 351IeKTpOHHasE OMOIHOTEeKa

3. www.rsi.ru / — Poccuiickas rocynapcTBeHHast 0nOnuoreka

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

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

6. http://www.garant.ru/ — I'apanT

7. Www.isras.rssi.ru (opunmanbHbII cauT KypHaa «Couunonoruyeckue
HCCIICIOBAHUS»)

8. www.mintrud.ru (caiT MHUHHCTEpCTBa TPYyAa U COLUAIBHOrO pa3BuTHs Poccuiickoit
denepanun)

9. www.AUP.ru (AIMUHHCTPATUBHO-YIIPaBIEHYECKNU TOPTAI)

10. www.ilo.ru (ourmanbHbIf calT MeXTyHapOAHOM OpraHU3aIluy TPYIa)

11. http://www.hrm.ru (cnenuanu3upoBanHbii caiiT st HR- MmenemxepoB)

12. http://www.jod-today.ru (cait razersl «Pabdota s Bacy)

13. http://www.personal-mix.ru  (Hay4HO-TIDaKTHYECKUH JKypHaJl IO YIPaBICHUIO
nepconaniom «Ilepconan MUKCy)

14. http://www.kadrovik.ru (anekrponHnas Bepcus xxypHaia «CIpaBOYHUK KaJIpOBUKA»)

15. www.top-personal.ru (371eKTpoHHAsI BEpCHs KypHaia «YIpaBieHHuEe TEPCOHATIOM)

16. www.uptp.ru (caiiT MexayHapoaHoro sxypHana «I[Ipobimembl TeOpuM W TPaKTUKU
YIIPABICHUS»)

17. www.chelt.ru (caiiT )xypHasa «HenoBek u Tpya»)

7.6. UHble HCTOYHUKH
1.Ka6amos C.1O., Achaugusposa WN.I'. JIemonpou3BOACTBO M apXHUBHOE JEJI0 B ONPEHEICHUAX U
TepMHHAX [DNEeKTpoHHBIH pecypc]:: yueO.mocoome / Kabamor C.JO. — M.. ®nmura, 2012.
http://e.lanbook.com/view/book/20181/pagel/. — 3aru. ¢ 3kpaHa.
2.Ky3nenor W.H. [lenonmpou3BoacTBo [DIEKTpOHHBIH pecypc]: ydeOHO-clpaBOYHOE Tocobue/
Ky3snenoB W.H.— OmnekTtpon.tekcTtoBele maHHble.— M.: JlamkoB um K, 2014.— 460 c.—
http://www.iprbookshop.ru/586
3. Kynses H.H., Ypanos J.H., ®abpuunoB A.I'.JlokymenTtoBenenue: yueonuk / Kynses H.H. — M.:
Jloroc, 2011. http://www.iprbookshop.ru/9082.— 3BC «IPRbooks».

ek-lit.agava.ru/books.htm - bubnuorexa 5KOHOMUYECKON U JIEIIOBON JIUTEPATyphl. UNTaNbHS.



8. MartepunaabHo-TeXHH4YecKasi 6a3a, ”HGpOPMaMOHHbIE TEXHOJOTHH, IPOrPaMMHoOe obecrieYeHne
HH(OPMALNMOHHBIE CIPABOYHBIE CHCTEMBI

MatepuanbHO-TEXHUYECKOE 0OecTieueHre TUCIUIUIMHBI BKIIOYaeT B ceosl:

- JIEKIIMOHHBIE ayTUTOPUU, 000PYJOBAHHBIE BUICOMPOCKIIMOHHBIM 000pYIOBAHUEM IS
Ipe3eHTalNi, CPEICTBAMU 3BYKOBOCTIPOU3BEICHHU S, SKPAHOM;

- TIOMEILEHHS TSl TPOBEACHUSI CEMHUHAPCKUX U MPAKTHYECKUX 3aHATUH, 000pYAOBaHHBIE
y4aeOHOH MeOebIo.

JlucuumimHa TOJAepkKaHa COOTBETCTBYIOMIMMH  JIMIIEH3UOHHBIMUA  TPOTPaMMHBIMH
nponykramu: Microsoft Windows 7 Prof, Microsoft Office 2010, Kaspersky 8.2, CIIC I'apanr,
CIIC KoHCynbTaHT.

[IporpamMMHBbIe cpeacTBa obecrieueHusl y4eOHOTO MpoIecca BKIIOYAIOT:

- IporpaMMBbl Iipe3eHTarMoHHoi rpaduxu (MS PowerPoint — st moAroToBKM ClaiiioB U
MpPE3eHTAaINN );

- TekcToBbie penakTopsl (MS WORD), MS ECXEL — st Tabnuir, guarpamm.

By3 obecneunBaeT Kaxa0oro o0ydarmerocs paboynuM MECTOM B KOMITBIOTEPHOM KJlacce
B COOTBETCTBHH C 00BEMOM U3Y4aeMBbIX JTUCIHILINH, 00ECIIEYHBAET BBIXO/ B C€Th MIHTEpHET.

[TomemeHust Ui caMOCTOATEIbHOW pabOThl 00YYAIOIIMXCS BKIIOYAIOT CIIETYIOIIYIO
OCHAIIIEHHOCTh:  CTOJIBI ~ AyJUTOPHBIC, CTYNbs, JOCKH ayJUTOPHbIE, KOMIIBIOTEPH C
MOJIKJIFOUEHUEM K JIOKAaJIbHOW CETH MHCTUTYTA (BKJIIOYas MPAaBOBbIE CUCTEMBI) U MIHTEpHET.

Jns  w3ydeHus  y4eOHOM  TUCHUIUIMHBI ~ UCHONB3YIOTCS  aBTOMAaTHU3HPOBAHHAS
OouOmmoTeyHas WHGOPMAITMOHHAS CHUCTEMa UM DJICKTPOHHBIE OMOJMOTEYHBIC CHCTEMBI:
«YHuBepcuterckags  Oubmmoreka ~ ONLINE»,  «OnekrpoHHO-OMONMMOTEYHass  cuUCTeMa
u3narensctBa  JIAHb», «OnektponHo-Ombnuoreunas cucremMa wu3narenbcTtBa  «HOpaitTy,
«OnexkTpoHHO-Onbmmoreunass cucrema IPRbooks», «Haywunas osnexTpoHHas Oubimoreka
eLIBRARY» u np.
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BOITPOCHI K 3AYETY

33.TloHsiTHE MHHOBAIMOHHOM JEITENLHOCTH B CUCTEME YIPABJIEHHUS [IEPCOHATIOM.
34. BaxxHOCTb U aKTyaIbHOCTh BBEICHHUS HOBALMI B CUCTEME KaIPOBOTO JIETONPOU3BOICTBA.
35.1IpuHuMNbl  MHHOBALIMOHHOM JIEATENHHOCTM B COBPEMEHHOM CHCTEME  YIPABJICHHS

IIEPCOHAJIOM.
36.JlokyMeHTBI TI0 TIOMCKY, OTOOpPY M HaiiMy mnepcoHana. HoBaumu B cucTeMe
JOKYMEHTALUU.

37.Pestome kak moxyment. TpeOoBamus K pestome. Bumel pestome. Howle TpeGopanms,
MpeabABIEIEMBIC K PE3FOMC.

38.00beKTHBHBIE U CyOLEKTHBHBIE MPUYMHLI BBEIECHMS HOBAMA B CHCTEMY KaIpOBOIO
JIETIOTIPOM3BO/ICTBA.

39. Ankera. TpeGoBanus K ankere. COBpeMEHHBIE HOBBIE TPEOOBAHMS ¥ MIX TIPUYMHBL.

40. JTuct Gecerpl ¢ coMCKaTeNneM BaKaHCHH. VIHHOBAIMU B 5TOM IPOLIECCE.

41.3asBnerne o mpueme Ha pabory. IlpaBmima opopmiieHMs 3asBieHMi. IIpoTUBOpeuns B
HOAX0/1aX K 0(hOPMIICHHIO 3as1BIICHUH.

42 .TpynoBoii 10ropop ¢ pabOTHHKOM: COAEpKaHHE W HOpsAmoK odopmieHus. Hopauuu B
COJIEpKaHUU TPYJOBOTO JOTOBOPA.

43 . Bugp! norosopos. OopMileHHEe TPYIOBOTO A0TOBOPA.

44 Tpynopas xHKKa Kak 10KyMeHT. CozepykaHue Tpya0Boil KHmkkd. OQopMIlcHHE TPyTOBOM
KHIDKKH.

45. HoBble 0COOEHHOCTH B BEICHUM SIIEKTPOHHOM TPYI0BOM KHIKKH. [IpaBoBO€ peryIMpoBaHue.

46. Jlenonpon3BoACTBO MO TPYAOBBIM KHIDKKAM: MOJTyIEHHUE, YUIET, XPAHEHHE, BblJaua paOOTHHKY
NpY YBOJIbHEHHH.

47.JInunas (ydeTHas) KapTodka M JHMYHOE Jeno paboTHmka mpeanpustus. ConepskaHue M
TOPSIIOK OPOPMIICHUS TMYHON KapTOUKU paOOTHHKA.

48.Ocobennocty copepxanus 1 0hOPMIIECHHS JTTIHON KAPTOUKH FOCYIAPCTBEHHOTO CITYKAIIETO.
OcobeHHOCTH cofiepKaHusi W O(QOPMIICHHS JMYHOW KapTOUYKH HAy4dyHOro (Hay4dHO-
MEeJATOTUIECKOr0) pabOTHHKA.

49.Coneprxanne 1 mopsaaox 0ohopMIEHHS JTUYHOTO JIeja PAOOTHHKA.
50. INpuka3 xax goxymeHT. Bupl nprkasos. [IpaBuia paGoThI ¢ IPUKa3aMH.

51.0cobennoctn  comepkanust W TOpsaKa OQOPMIEHHMS OTAENbHBIX BHIOB IPUKA30B
(pacropsiKeHUI ) TIO TIEpCOHAITY.

52.TexHonorun W3NaHus NPUKa30B. IIpolenypsl OTMEHBI W AHHYJIMPOBAHHS [PUKA30B.
XpaHeHue MPUKA30B.

53.Conepxanrie U MOPANOK O(QOPMIEHHS JOKYMEHTOB II0 OTKOMAHIMPOBAHUIO IEPCOHAJIA.
TexHoOorMs NOArOTOBKM KOMaHUPOBOYHBIX JOKYMEHTOB.

54.Conepxanrie M TOPAIOK O(GOPMIIEHHS JOKYMEHTOB II0 OTITyCKaM MepcoHana. Ipadux
OTITYCKOB. 3asiBiieHre 00 otiycke. [Tpukas 00 otmycke.

55. Coneprkanue u mopsiiok 0popMIIEHHS TIUCEM I10 TIEPCOHATY.

56. Coneprxanue 1 opsmoK 0GOpMIIEHHS CITy’KEOHO-IENOBBIX 3AIMCOK TI0 MEPCOHAIY.
577.CnipaBku 110 TIEpCOHATTY: COAEPIKAHKE U MOPSIOK OOPMIIEHHS.

58.TeXHOI0rMU PETUCTPALUK JOKYMEHTOB, KOHTPOJIS HCIIOIHEHHUS JJOKYMEHTOB.
59.TlocTpoenne HOMEHKIIATYPBI JIEI.

60. ApxuBHOE XpaHEHHE TOKYMEHTOB

61.513b1K u cTUIB TOKYMEHTOB. PeakTupoBaHne JOKYMEHTOB.

62.Yuudpukanus, GopManu3alus, CTaHIapTH3aIUs JOKyMEHTA.



63. PaGora ¢ KoH(pUIEHIMATEHON HHPOpMAIHEN

64.TlepcrieKTMBEl W TIPOTHO3bI Pa3BUTHSl MHHOBALMOHHBIX TEXHOJOTMA B KaIpOBOM
JIEJIONIPOU3BOICTBE.

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

2. TlpomomxuTe Ha3BaHWE BHJA JOKYMEHTa, OTHOCsIIErocs K cdepe orbopa W HaiiMa

nepcoHana (HarpuMep: 3asiBKa Ha no0Oop nepcoHana)
a) JINCT
0) 0OBsABICHUE
B) 3asIBJICHUE
T) IpUKa3

2. Ko cocraBnsier 3asiBKy Ha 110100p MepcoHaIa:
a) pyKOBOJUTEIb OpraHu3aluu
0) pyKOBOJMTEIb MOAPA3ACICHUS
B) pYKOBOIUTEIND CIIy:k0b1 JJOY
T') TJIaBHBIN OyXranTep

3. Kakum He TOJDKHO OBITH pe3toMe:
a) yHU(DHUITUPOBAHHBIM
0) TaKOHHUYHBIM
B) CAMOKPUTHYHBIM
') CTPYKTYPUPOBaHHBIM

4. Kakum He ObIBaeT pe3rome:
a) KOMOMHUPOBAaHHOE
0) pyHKIIMOHATBHOE
B) XpOHOJIOTMYECKOE
T) mpodecCHOHATBHOE

5. Kakyto nnopmaiuio He clieayeT BKIYAaTh B aHKETY MpU IpHeMe Ha paboTy:
a) CeMeIHOE MOJI0KECHHE
0) uepThl XapaKTepa
B) MaTepUaJIbHOE TOJI0KEHUE
) X000m

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

1.Kakue mokyMeHTHI He TPeOYIOTCS TIPH 3aKJIFOYSHUH TPYAOBOTO TOTOBOpa?
a) nacnopr
0) TpyIoBasi KHMKKa
B) cOeperarenbHasi KHUKKA
T') TUATIOM
2. Kakas uH(pOpMaIus He BKIFOYAETCS B TEKCT TPYOBOTO TOTOBOPA!
a) 00 orutare Tpyaa
0) 0 TPyZIOBOM pachopsiike
B) O HEMaTepuaIbHOM CTUMYIUPOBAHUU
r) 0 mpaBax pabOTHHKA
3. HaiiguTe HecylmecTBYIOIUA BU TPYJOBOIO IOrOBOpA:
a) CPOYHBIN
0) GeccpouHbIit
B) CBEPXCPOYHBIN
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I') 10 COBMECTUTENILCTBY
4. Hy>kHO 1M yCTaHaBIMBATh UCIIBITATENbHBIN CPOK AJIsl paOOTHHKA MPU 0(POPMIIEHUH T0rOBOpPa
Ha BPEMEHHYIO paboTy:
a) na
0) HeT
B) HHOT 1A
I') Ha yCMOTpeHHe padoToaaTens
5. C kakoro Bo3pacrta JONMyCKaeTCs 3aKJII0YeHUe TPyA0BOro Aorosopa’?
a) c 13 nmer
0) ¢ 16 net
B) ¢ 18 ner
r) c 21 rona

Tema 3: JIuunasa (y4eTHasl)) KAPTOYKa W JIMYHOE JeJ0 PA0OTHHKA NpeANPHATHA:
coJep:kaHHe U MOPSI0K 0(hopMIeHHs
1.JInunas kaprouka (Popma T-2) 3anonHseTcs:
a) Ha BCeX pabOTHUKOB
0) Ha aAMUHUCTPATUBHO-YIIPAaBICHYECKHI anmapaT
B) Ha BCEX, MPUHATHIX HA OCHOBaHUHM MPHUKa3a 0 MpuemMe Ha paboTy
I') Ha BCEX, C KEM 3aKJII0UeH OE€CCPOUYHBIN KOHTPAKT
2. Kako#i JOKyMEHT He HyXE€H IIPH 3all0JTHCHUH JINYHON KapTOUYKH paOOTHHKA!
a) CHUJIC
0) macropt
B) UHH
I') BOAUTEIHCKOE YIOCTOBEPEHNE
3. KoMy B opranusanuu npucBanBaioT TabeIbHBII HOMEp:
a) KaxJa0My paboTaronemMy
0) Ka)XIOMy YBOJICHHOMY
B) KOKJIOMY, pab0OTaIIEeMy 10 CPOYHOMY JOTOBOPY
T) KoMy, paboTaroliemMy 1mo 6eccpouHOMY JIOTOBOPY
4. Ilo kakomy KnaccupUKaTOpy KOAUPYETCS Ipodeccus B TMIHONU 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 KapTOUKY Ha HOBYIO

Tema 4: TpyaoBasi KHUKKa pPa0OTHUKA TNPeINPUATHS: coAep:KaHUe U TOPSAI0K
opopMieHUsA

1.PaboTonarens (3a UCKIIOUEHUEM paboTonaTeneil - pu3nuecKux JmI) o0s3aH BECTH TPYAOBBIE
KHIKKH Ha KaXJoro paOOTHHKa B ciydae, €ciii paboTa B 3TOW OpraHM3alldu SBISETCA IS
pabOTHUKA OCHOBHOMH, MPOPa0OTABIIErO B OPraHU3aAINH:

a) CBBIIIE OJTHOTO JTHS

0) CBBIIIIE MecsIIa

B) CBBIIIIC MATH JHEH

r) cBeImIe 1 roga
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2. KTo nomxeH npuodperarb OJIaHK TPYIOBON KHIKKH:

a) pabOTHHUK

0) paboTonarens

B) BBILLECTOAIIAS OPTaHU3AIIHS

I') 3aKOHOM HE OTIPEIEICHO
3. Cpok xpaHeHHs] HEBOCTPEOOBAHHBIX TPYJOBBIX KHMKEK B OPTaHU3ALINN:

a) 5 ner

0) 10 mer

B) 75 ner

T') IOCTOSTHHO
4.Hamo nm penath 3amuch B TPYAOBOM KHIDKKE COTPYOHHKA, paboTaromero Io
COBMECTHUTEBCTBY?

a) 00s3aTeIbHO

0) 10 >keJlaHuio pabOTHUKA

B) 110 JKEJIaHUIO paboToIaTeNs

T') 3aKOHOM HE OTIPE/IEIICHO
5. Ecnu w3MeHWIMCh aHHBIe pabOTHUKA WM B TPYAOBYIO ObLlla BHECEHA HEBEpHAas 3aIluCh,
KaJIPOBUK JIOJIKEH:

a) 3aUepPKHYTh HEBEPHYIO 3aIHCh, a PSIIOM HAMMKUCATh IPABUIILHYIO

0) HMYEeTro HE MPEeANPUHIMATh

B) IPU3HATh HEBEPHYIO 3aMUCh HEJIEHCTBUTEIBHON H BHECTH NIPABIIILHYIO 3aITUCh

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

1.K xakomy BUy JOKYMEHTAIlUU OTHOCSITCS PUKA3bI:
a) OpraHu3alOHHOMN
0) pacopsIUTETLHON
B) MH(OPMAITMOHHO-CIIPAaBOYHON
') HAyYHO-TEXHUYECKON
2. JIns kakux 1eyieid u31ar0Tcs IPUKa3bl MO JINYHOMY COCTaBy?
a) JUIsl pellIeHUs ONIepaTUBHBIX BOIIPOCOB
0) 17151 pyKOBOJICTBA TEKYIIEH AEATEIbHOCTBIO OpPraHU3alUuU
B) JJIsl PETYJIUPOBAHUS TPYAOBBIX OTHOILIEHUI
T) U TOTO, YTOOBI ITOKa3aTh PaOOTHUKAM, YTO O HUX JyMaeT HayallbHUK
3. MoxHo au npu oGQOpMIEHHH TMpHKa3a IO JHUYHOMY COCTaBy HE HCIOJIb30BaTh
yHUDUIUPOBAHHYIO popMy?
a) na
0) HeT
B) HHOT/Ia
I') 3aKOHOM HE OTIPEEICHO
4. Cpok XpaHeHUs MIPUKA30B M0 JIMYHOMY COCTaBy?
a) 5 ner
0) 10 mer
B) 75 ner
T') IOCTOSTHHO
5. Kakoe u3 3Tux z1en copMUpOBAHO MPABUILHO?
a) [Ipukasbl reHepalibHOTO IUPEKTOPA IO OCHOBHOM JI€ATEILHOCTH U INYHOMY COCTaBY
0) IIpukasbl reHepaIbHOTO JUPEKTOpA 10 MPHEMY U NIEPEBOLY MEpCOHATA
B) IIpuka3pl reHepaIbHOrO JUPEKTOpPA M0 MPUEMy, YBOJbHEHUIO U KOMaHAUPOBKaM
r) [Iprkasbl reHepanTbHOTO TUPEKTOPa MO YBOJIHHEHUIO U OTITyCKaM
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Tema 6: /JIoKyMEHTBI N0 OTKOMAHAHMPOBAHHIO M OTIYCKAM IIEPCOHAJIA: COAEPkKAHUE H
NopsAI0K oopMiIeHHUA

1.Hago v BRIMUCHIBATh COTPYAHUKY KOMaHIUPOBOYHOE YI0CTOBEPEHUE?

a) na
0) HeT
B) HHOT 1A
I') Ha YCMOTPEHHUE PYKOBOJCTBA OPraHU3alNU
2. OpraHu3zaius He BO3MEIaeT KOMaHIUPOBAHHOMY COTPYIHUKY:

a) orIaTy mpoesza

0) oruaty nMpoXUBaHUS

B) CTOUMOCTb YKPaJICHHBIX WJIH MMOTEPSHHBIX BEIeH

I') CpeaHUi 3apaboTOK 3a BpeMsi KOMaHAUPOBKH
3. B oTHomeHHH KaKuX KOMaHAWPOBAHHBIX COTPYAHHMKOB JACHCTBYIOT BBIIIETIEPEUNCICHHbBIE
KOMIICHCAIIMU U TapaHTUuu?

a) Bcex

0) 0o(hOpMIIEHHBIX 110 TPYJOBOMY JIOTOBOPY

B) 0()OPMJICHHBIX TI0O COBMECTUTEIHCTBY

I') Ha YCMOTpEHHE PYKOBOJICTBA OPTaHU3aLUU
4. Hamo mu opopminsiTh ciryxkeOHOe 3a1aHie Ha KOMaHIUPOBKY?

a) 1a

0) HeT

B) MHOTJIA

') Ha YCMOTpEHUE PYKOBOICTBA OpraHU3alluu
5. Kakumu JOKyMEHTaMu TOATBEPAUTH BpeMs (akTuyeckoro mpeObIBaHUs paOOTHUKA B
KOMaHJIUPOBKE?

a) KOMaHIUPOBOYHBIM YIOCTOBEPEHUEM

0) MpuKa3oM MO0 KOMaHIMPOBKE

B) CIIy>)KEOHBIM 3a/IaHUEM

T') IPOE3IHBIMH TOKYMEHTaMU

OTKPBITBIE 3AJIAHUSA
TeopeTnueckne 3a1aHus ¢ OTKPBITHIMH BONIPOCAMU
1 BapuaHT

1. B d4em oTnMume MHHOBAIIMOHHOTO KaJPOBOTO JIEJOMPOU3BOJICTBA OT TOKYMEHTO000OpOTa?
(YKaXXuTe KaueCTBEHHBIEC U MPOLIeTypHbIE 0COOCHHOCTH )

2. Kakue OCHOBHBIE KaJpOBBIE JOKYMEHTHl Bbl 3HaeTe Ha ypoBHe rop. Bonrorpana?
(YkaxxuTe BUIBI 1 HaMMeHOBaHue). Kakre BO3MOXHBI MHHOBAIIUU B 3TOH cdepe?

3. B ueM omnnuue KagpoBBIX JIOKYMEHTOB, H3[1aBAEMbIX OpraHaMH TOCYJIapCTBEHHOU
BIacTu cyObekra P®D OT KagpoBBIX JOKYMEHTOB, W3/IaBacMbIX OpraHaMHd MECTHOTO
camoympaBiieHus? (0OOCHYHTE TIO3MIMIO, HMCXOIs W3 TPABOBOTO PETyJHPOBAHUS
CHUCTEMBI TOCYAApCTBEHHOTO W MYHHUIIMITAJILHOTO YIIPaBJICHUS, a TaKXKe paccMaTpHuBas
OCOOEHHOCTH  JIEJIONIPOM3BOJICTBA H  BUIbI JOKYMEHTOB TOCYAApCTBEHHOTO U
MYHHITUTIAIEHOTO YPOBHS)

4. TlpaBom pa3zpabOTKH KaJpOBOW JOKYMEHTAIIMH OONaIaroT: (IOMUcaTh B COOTBETCTBUH C
HopMamu Koncrurynuu P®)
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10.

Kakue QyHKIUM BBINOJHSAET PYKOBOAMTENb OpraHU3alMd B Ipolecce KaapOBOIrO
JIeNonpon3BocTBa? (paccMOTPETh Kiaccu(ukanuio GyHKIMNA O Pa3HBIM OCHOBAHUSIM)
K 3akonam B chepe kampoBoro aenonpou3BojactBa otHocsTcs: Koncturyius PO, Ycras
Bounrorpaackoit obmactu, YcraB rop. Boarorpama, Ykasz IlpesumeHTta, akThl IJIaBbI
Bounrorpana, aktel rydepHaropa (BbIOpaTh HyKHOE M apryMEHTHPOBATD)

Kakme mnpaBa uMeeT pyKOBOIMTENb OpraHu3allud B IIPOLECCe  KaapOBOIO
JIETTOTTPOU3BOJICTBA ?

Kakue BBl 3HaeTe MPUHLUIBI COCTABIEHUA, 0QOPMIICHUS U W3JaHUsI KaAPOBOI'0 JMYHOTO
nokymeHTa? (yka3aThb U OXapaKTepH30BaTh)

B ueM cymHOCTh M Ha3HAYEHHUE KAaJPOBBIX JOKYMEHTOB, U3/1aBAEMbIX HCIIOIHUTEIbLHON
CUCTEMOM OpraHoB TOCYJapCTBEHHOM Biactu?  (IpUBECTH INpPUMEP  OpraHa
VCIIOJIHUTENIHOM BJIACTH U U3/1aBAEMBIX UM JOKYMEHTOB)

B dem pasHuna NMOHATHN: KagpOBbIE NOKYMEHTBHI YPOBHS I'OCYJAapCTBEHHOM BIIACTU U
KaJIPOBBIC IOKYMEHTHI ITyOTMYHON BJIACTH?

2 BapHaHT

Kakue cranuu npoxXoauT Kaxaplil KaApOBblii JOKYMEHT B MPOLIECCE AETONPOU3BOICTBA B
roCyJapCTBEHHOM YIIPABJICHUU U B OpraHu3auu’?

B yem oTimume KagpoBOro TOKyMEHTa OT HOCUTENS HH(pOpMaIun?

SIBASIOTCS M TOKYMEHTOM KaJpOBOTO JEJIONPOU3BOACTBA : UH()OPMALIMOHHBIE MMHCHMA,
TPYIOBbIE KHI)XKKH, TPYAOBBIE TOTOBOpa, CIYyXKEOHblEe 3amucku, akTbl [Ipe3upaenra,
JIEKINK, y4eOHWKH, 3aliCH CTYACHTOB, IepenucaHHble HOpMmbl KoHcturyrmuu PO ?
(OTBET apryMeHTHpPOBATh).

KanpoBoe /[lenonpousBoacTBO OpraHoB T'OCYJapCTBEHHOM BiacTu Boirorpaackoit
00J1aCTH M KaJpOBOE JICTONPOU3BOJICTBO OpraHoB rop. Bosrorpaga cxoxu teM, 4ro ...
(Iomucatk) U pa3IMYHbBI TEM, UTO ... (IONUCATH)

PykoBomuTenb CiykObl yrpaBiIeHHs MEPCOHATIOM KaK JIOJDKHOCTHOE JIMIIO YYacTBYET B
KaJpOBOM  JICJIONPOU3BOACTBE M H3JaeT ... (yKaXuTe KakuM O00pa3oM U BHJbI
HOPMAaTHUBHO-IIPABOBBIX aKTOB)

B xagpoBoM 1€10mpon3BOICTBE OPraHU3ALMK U3JAI0TCS CIEAYIOLIUE BUIBI JOKYMEHTOB:
(HamUIIUTE ¢ YY€TOM YPOBHEH BJIACTH)

CoTpymHHUK OpraHW3allid TOAMKCHIBAET KaKWe aKThl B OOJACTH  KaJIpOBOTO
JEJI0NPOU3BOACTBA? ( apryMEHTUPOBAHHO OTBETUTB)

Kakue pekBU3UTHI yKa3bIBaIOTCS Yallle BCETO Ha KAJAPOBBIX TOKYMEHTax?

B yem mpeumyiecTBa 3MEKTPOHHOTO JOKYMEHTO000POTa B YIIPABICHUN TIEPCOHAIOM?

. [lonusier mu pedopma I'MY u hopmupoBaHue eIUHON CHCTEMBI ITyOJMYHOMN BIIaCTH HA

KaJIpOBOE JIEIONPOU3BOJICTBO B cucteMe ['MVY? (IpoaeMOHCTpHpPOBAaTh OCOOEHHOCTH U
otiimuus MY ot myOnugHOM BIacTH)

3 BapuaHT

Kakue xaapoBble JOKYMEHTHI SIBISIOTCS OCHOBOM Ka)KIOro pabOTHHMKAa B COBPEMEHHOMN
opranuzanuu? (Ha3BaTb BHJbl, HAUMEHOBAHUS, HAa3BaHMA, AAThl BCTYIUIEHUS B CUTY H
IPUHATHUS TOKYMEHTOB)
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2. JlokyMeHTBI, ONpeAeNsIonIie TPYAOBOM CTATyC JOJKHOCTHOTO JIMIa KaK paOOTHHKA —
3TO: (yKa3aTh U IEPEUUCTUTH)

3. Crpykrypy JH0060T0 KaJpoBOTO JOKYMEHTA COCTABIISIOT: (YKAXKHUTE, KAKHE dJICMEHTHI)

4. Kakas cTtpykTypa B J000W OpraHuM3alMy, B OpraHe BIACTH 3aHUMAETCS KaJgpOBBIM
JI€IOMPOU3BOJICTBOM?

5. TI'maBHas uenp, 3afauud M (QYHKIUM KaJIpOBOTO JOKYMEHTa B OpraHu3anuu: (yKasatb,
pactudpoBaTh)

6. B coorBerctBUM ¢ DenepanbHbIM 3aKOHOM, KaKW€ BHIbI KaJIpPOBBIX JTOKYMEHTOB
UCIIOJIb3YIOTCS B TOCYIapCTBEHHOM OpraHe?

7. Kakue JOKyMeHTHI Jie)XaT B OCHOBe (opmupoBaHuss U  (yHKIMOHHPOBAHUS
COBPEMEHHOT0 KaJpOBOTr0 JIEJIOMPOU3BOJICTBA B OpPraHax MECTHOTO CaMOYyIpaBJiCHUS B
P®? (yka3aTb TOKyMEHT U €0 POJIb)

8. Msp rop. Bomarorpaga ywacTByeT B HpoLecce KaJpOBOTO JAEJIONPOU3BOJCTBA?
(apryMeHTHpYiiTe CBOIO MMO3UINIO, UCXOMS U3 MPABOBBIX HOPM U NMPUHITUIIOB)

9. PekBusutamu I000T0 KaJIpOBOrO JOKYMEHTa SIBISIOTCA (HANMUIIUTE ONpeJesieHue H
ykaxkute Bubl B cootBeTcTBUU ¢ [[OCTom P 2016 1.)

10. JlomxHOCTHAsT MHCTPYKIMS KakK KaJApOBBIA W OpPraHMW3alMOHHBIA JOKYMEHT SIBIISIETCS
JIOKYMEHTOM : (BBIOpaTh MPaBUILHBINA OTBET U 0OOCHOBATH €I0)

- MECTHOTO YPOBHS

- PETHOHAIBHOTO YPOBHS
- TOCYIapCTBEHHOTO YPOBHS

- enepaabHOTO YPOBHS

- CUCTEMBI ITyOIMYHON BIACTH
- TIOKAJIBHOTO YPOBHS

IIpakTnyeckue 3agaHus (3a1a41)

1. B coorBerctBun ¢ TpynoBeiMm koaekcom P® chopmupyiite u cocTaBbTe
IPOEKT  TPYAOBOIO  JOTOBOpa €  PYKOBOJIMTENIEM  CTPYKTYPHOTO
[I0pa3aeICHUs] OpraHu3aluu.

2. C yuerom I'OCT Poccum 2016 roma cocTaBUTh KaJIpOBBIM JOKYMEHT
OpraHU3aIMOHHO-PACTIOPSAUTENLHON TPYNIbl TOCYAApPCTBEHHOTO YPOBHS C
UCIIOJIb30BaHUEM JICHCTBYIOIIEH CHCTEMBI PEKBU3UTOB.

3. Ha caiiTe oprana MecTHOro camoyIpaBiieHUsl - Boarorpaackoii ropojackoii
JlymMpl HaWTH KagpoOBBIM JOKYMEHT paCIOPSAUTEIBHOIO XapakTepa |
ONpENEINTh  CIEAYIOUME €ro  XapaKTEepUCTHKU: 1)  CTpyKTypHOE
nojipas/iefieHue, W3/1aBllee JaHHbIA TOKYMEHT, 2) HAUMEHOBAaHUE U CTaTyC
JOKyMEHTa, 3) HaThl W3IaHMUS U IOPUIUYECKOTO JCUCTBUS TOKyMEHTa, 4)
OpPraHM3allMOHHBIE W  IPABOBbIE MOCIEICTBUS  JIEUCTBUSA  JTAHHOTO
JOKYMEHTA.
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4. Kakue cmocoObl, Mepbl M METOJbl COBEPIICHCTBOBAHUS KaJPOBOTO
JEJONPOU3BOACTBA B OpraHax TIOCYJapCTBEHHOM BJIACTH W MECTHOTO
CaMOYIPAaBJICHUSI Bbl MOJKETE€ MPEIJIOKHUTh B YCIOBHSIX COBPEMEHHOM
ONTUMHU3ALMUKA  JCATEIBHOCTA  BJIACTHBIX  CTPYKTYp B  CBSI3U  C
dbopmMupoBaHUEM €IWHOW cucTeMbl NyOnuuHod Biactu B P®. Kakwue
HOBALIMH 3/1€Ch YMECTHBI U BO3MOKHBI?
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