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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
TPYIJOBBIMH H IPO(YECCHOHATBHBIMA
o KOMITCTEHIINU
JeHCTBHAMH

«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 YEI0BEUECKUMH PECYPCAMH.

VYueonas mucummumnaa b1.B.J[B.02.02 «YmnpaBnenue kaapoBBIM JEIOMPOU3BOICTBOM)
UCIIOJIB3YETCSl TpU H3ydyeHUM KypcoB (COBpEMEHHBIE TEXHOJIOTMM YIIPaBJIECHUS Kapbepoi,
NudopmaninoHHbIe TEXHOJIOTHH YIIPABICHUS MEPCOHANIOM, TaliM-MEHEKMEHT

[To ounHoit (opme 0O0ydeHHS KOJIMYECTBO AKAJEMHUYECKHX YacoOB, BBIICJICHHBIX Ha
KOHTaKTHYIO paboTy C mpemnonaBareneM (IO BHAAM Y4eOHBIX 3aHATHH) — 28 4acoB, B T.4. 8
nexiuii, 20 ceMUHApOB, U Ha CAMOCTOSTENbHYIO paboTy oOydaronuxcs — 44 yaca.

[lo 3aounoit popme oOyueHHUs KOJIUYECTBO AaAKaJEMHUYECKHUX YacOB, BBIJCJICHHBIX Ha
KOHTAaKTHYIO paboTy ¢ mpernojaBareieM (IO BUAaM Y4eOHBIX 3aHATHH) — 12 yacos, B T.4. 4
JEKIH, 8 CeMHHApPOB, U HA CAMOCTOSTEIbHYIO padoTy obOywaromuxcs — 56 dacoB, 4 4vaca -
KOHTPOJIb.

dopma NpoOMEKYTOYHON aTTeCTallul 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

11

1 2 8

0

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

12

0

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

13

TpynoBas KHUKKA
paboTHHKA: coAepkaHHEe |
NOPsIIOK 0OpPMIICHHUS

11

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

13

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

12

IIpomexxyTouHas arrecranus

3auer

Bcero:

72

8 20 44

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
paOOTHHKA: 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 n0oropop ¢ 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) MaTepUaAJIbHOE TOJI0KEHUE
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.

[Ipy HeoOXOmUMOCTH TMperycMaTpUBAaeTCsl YBEIMYEHHWE BPEMEHHM Ha TIOATOTOBKY K
MPOMEXKYTOUHOM artectanuu. llpomenypa mnpoBeaeHHS NPOMEKYTOUYHOM aTTeCTaluu IJIst
06yqa101unxc;1 C OrpaHUYCHHBIMU BO3MOXHOCTAMU 3I0POBbA H 06yan0mec;1 HNHBAJIN 0B
YCTaHABIMBACTCS €  y4ETOM  WHAMBHUAYAIbHBIX  ICHUXO(QU3UYECKHX  OCOOECHHOCTEH.
HpOMe)KYTO‘-IHa}I arTeCTallud MOXCT NPOBOAUTHCA B HECKOJIBKO 3TAIlOB.

5.2. OneHoOYHbIE MATEPHUAJIbI IPOMEKYTOYHOM ATTECTALMHU

DTarn 0CBOEHHUS IToka3aTens olleHUBAaHUS Kpurepuii ouenuBanus
KOMITETEHIUN




ITKc-2.2.2 Criocob6eH OCyIIeCTBIAT
YIPaBICHYECKYIO ACATEIBHOCTh
MOCPEACTBOM pa3pabOTKU U BEACHHS
KaJpOBOY JIOKYMEHTAIINU B OpPTaHU3aIUN
U B OpraHax rocyJIapCTBEHHOH U
MYHHUITUITATHHON BIACTH

— XapakrepusyeT BUABI KaApoBOil

JIOKYMEHTAIUH, CBS3aHHBIC  C
TIOUCKOM U OTOOpPOM KaJpoB, T. €. C
(dhopMupoBaHHEM HOBOTO 7
s pexTrBHOTO KaJI[pOBOTO
MTOTEHIINAA;

— Xapaxrepusyer KaJIpoOBbIE

yIpaBIeHYeCKHe  OEHCTBHA IO
paboTe ¢ JOKyMEHTaMH B IIpoIecce
Tpyzna (arrecrauusi KajpoB, HOBOE
pacripeeneHe TpyA0BbIX (QyHKIUH
u TIOJTHOMOYHH, METO/IBI
NPOJBIDKCHHUST M HEepeMelleHHs
pabOTHHKOB)

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

— Xapaxrepusyer KaJpOBBIC
JIOKYMEHTEI, CBsI3aHHEIE C
MEPENOrOTOBKOM M IMOBBIIICHUEM
KBaTH(DUKAITIH KaJIpOB.

Krnaccudumumpyer genonpon3BoICTBEHHBIC
KaJIpOBBIE TEXHOJIOTUH B cepe
MOTHBAIUH U Pa3BUTHS MEpPCOHANIA,
noabopa, pacCTaHOBKH, OLICHKH
MePCOHANA, TNTAHUPOBAHUS Kapbephl C
y4eToM crienudpuky npodeccuoHaTbLHOMN
NIESITETFHOCTH B CUCTEME
TOCYJapCTBEHHOTO W MYHHUIIUIIATHHOTO
YHOpaBJICHUS

— Xapakrepuzyet KaJIpOBBIC
HOBOBBEJICHUS, CBsI3aHHBIC c
obecrieueHreM (KapOBBIM
CONPOBOXICHHEM) L[ETIeBBIX
HAYYHBIX W HAyYHO-TEXHHYECKUX
nporpaMM — Habop U MOArOTOBKa
KaIpoB UL pa3pabOTKH U
peanM3alMd  IPOrpaMMBl WU
IPOEKTA.

Tunosble olleHOYHBIE CPEICTBA MPOMEKYTOYHOM aTTeCTAIIUM

Bonpocsl k 3a4eTy 0 AUCHUIINHE
«YnpasJieHHe KaJAPOBbIM 1eJ0NPOU3BOACTBOM

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

2. PesromMe kak noKymeHT. TpeGoBanus K pe3tome. Bujisl pesrome.

3. Ankera. TpeGOBaHMsI K aHKETE.

4. Jlucr Gecelipl C COMCKATENEM BAKAHCHH.

5. 3Basenenue o mpueme Ha pabory. IIpaBunma odopmieHus 3assiaeHuil. IIpotMBOpeuns B
HOX0/1aX K 0(hOPMIICHHIO 3as1BIICHUH.

6. TpynoBoii JOroBOp ¢ pabOTHUKOM: COAEPKAHUE U MOPAIOK OPOPMIIEHHS.

7. Bugmpl gorosopos. OopMIIEHHE TPYIOBOTO J0rOBOPA.

8. TpynoBas KHIKKa Kak jokymeHT. CojeprkaHue TpyaoBoi KHKKU. OdopMiIeHHe TPYI0BOM

KHWXKH.

9. JlenonpousBoacTBoO 10 TPYIOBBIM KHIKKAM: TIONYYEHHE, yIeT, XPAHEHHE, BblIada paOOTHUKY

IIPY YBOJIbHEHUH.

10.JTuunas (ydeTHas) kaprouka ¥ JU4HOE fAei0 paboTHuKa npeanpuatus. ComepikaHue U

TOPSIIOK OPOPMIICHUS TMYHON KapTOUKU paOOTHHKA.

11.Ocobenroctu comepxanust u 0hOPMIIEHHS IMIHON KAPTOUKU IOCYIAPCTBEHHOTO CITY KAIIIETO.
OcobeHHOCTH cofiepaHuss W O(QOPMIICHHS JIMYHOW KapTOUYKH HAy4dyHOro (Hay4dHoO-

HEeAarorn4eckoro) paboTHHKA.

12.Conepxanne n nopsiiok oopMIIEHHS IMYHOTO JeIa PaOOTHHKA.




13.TIpukas kax gokyment. Buspl ipukasos. [Tpasuia paboThl ¢ PUKa3amu.

14.0co6ennoctn  comepkanuss M mopsaka OQOPMIEHHS OTAEIBHBIX BUIOB IPUKA30B
(pacriopsiKeHUI ) TIO TIEpCOHAITY.

15.Texnonorun wm3nanus mpukasos. I[lpouemypbl OTMEHBI W aHHYJIMPOBAHUS IIPHKA30B.
XpaHeHHe MPUKA30B.

16.Conepxanre u mopsimok 0GOPMIEHHS JTOKYMEHTOB I10 OTKOMAHIMPOBAHHMIO ITIEPCOHANIA.
TexHoOrNs NOArOTOBKM KOMAaHIMPOBOYHBIX JOKYMEHTOB.

17.Conepxanvie u mopsiiok oQopMIIeHHsT JOKYMEHTOB II0 OTIYCKaM mepcoHana. I paduk
oTIycKoB. 3asBrenue o0 ormycke. [Ipukas 06 oTmycke.

18. Conepxanne n nopsok oOpMIICHHS ITHCEM IO TIEPCOHATY.

19. Conepsxanue u nopsmok oGopMIICHHS CITy’KeOHO-IENOBbIX 3aHUCOK II0 HEPCOHAIY.
20.Cripaku 1o nepcoHaty: CoepKaHue U MOPSAIOK OPOPMIIEHHSL.

21.TexHonoruu perucTpanuu J0OKyMEHTOB, KOHTPOJIS HCTIONHEHHUS TOKYMEHTOB.
22 .TlocTpoeHre HOMEHKIIATYPEI €.

23.ApXxuBHOE XpaHEHHUE TOKYMEHTOB

24 SI3bIK ¥ CTUIIL TOKYMEHTOB. PeqakTupoBanue T0KyMEHTOB.

25.Yundukanus, popmanuzanys, CTaHIaAPTU3ALKUS JOKYMEHTA.

26. Pa6ota ¢ KOHQHAEHIMATBHOM HHOpMaLKEit

MIxaJja oneHUBaAHUA

YpoBeHb 3HAHWI, YMEHMA M HaBBIKOB OOYyYaOIIErocs IPH YCTHOM OTBET€ BO BpeMs
MPOMEXKYTOUHOM  arrecTamuu  ompenensercs omneHkamu  «Otmugro» /  «Xopomioy/
«Y nosnerBoputenbHoy/ «HeynoBneTBoputTenbHO». KpurepusimMu oOlLleHUBaHUS Ha 3adyeTe C
OI.IGHKOﬁ ABJIICTCA  ACMOHCTpAalsd OCHOBHBIX TCOPECTUUYCCKUX HOHO)KGHHﬁ, B paMKax
OocBaMBaeMOW KOMIETEHIIUH, YMEHUE IPUMEHSTH MOJIyYeHHbIE 3HAHUS Ha MPaKTUKE, OBJIa/ICHHE
HaBBIKAMH aHAJIM3a U CUCTEMAaTU3ai HHGOpMAIK B 00JaCTH (PUHAHCOB.

Jns pucrumuinH, GopMoil MPOMEKyTOUHOW aTTECTallMd KOTOPBIX SBJISIETCS 3a4eT C OLIEHKOI,
IIPUHSATHI CIECAYIOLINE COOTBETCTBUS:

- 90-100% - «oTauuno» (5);
- 75-89% - «xopomioy (4);
- 60-74% - «ynoBieTBOpUTEILHOY (3);

- MeHee 60% - «HeyIOBIETBOPUTEILHOY (2).

IIpu onieHUBaHUM PE3yNBTATOB YCTHOIO OIPOCA UCIIOJIB3YETCs CIENYIOMAs IKala OLICHOK:

OTanbl KOMIETEHIINH, IPEAYCMOTPEHHBIE 00pa30BaTeIbHOM MPOrpaMMOH,

100% - 90% chopmupoBaHbl Ha BEICOKOM ypoBHE. CBOOOHOE BlIaJICHUE MaTEPHUAaIOM, BHISIBICHHAE
0" 0 MEKIIPEMETHBIX CBSI3eH. Y BEpEHHOE BJIaJIcHNE MOHATUWHBIM aIapaToM

(oTmmano) TUCTAIUTAHEL [IpakTideckre HaBBIKU MPO(ECCHOHATFHON IeATeIFHOCTH

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




OTanbl KOMIETEHIINH, IPEIYCMOTPEHHBIE 00pa30BaTEeIbHOM MPOrpaMMOH,

89% - 75% c(hopMHUpPOBaHEI JOCTAaTOYHO. JleTabHOE BOCIIPOM3BEACHNE YIEOHOTO MaTepHaa.
[TpakTudeckre HaBBIKH MPO(HECCHOHATBLHON IEATEIHHOCTH B 3HAUUTEIBHON Mepe
(xopomwo) cthopmupoBassl. [IprCyTCTBYIOT HABBIKH CAMOCTOSITETIFHOTO PEIICHHUS MPAKTHIECKIX

3aJa4 ¢ OTACIbHBIMH 3JICMCHTAMU TBOPYCCTBA.

OTarsl KOMIETEHINH, TIPEyCMOTPEHHBIE 00pa30BaTENbHON IIPOrPaMMOH,

74% - 60% c(hopMHpOBaHbl HA MUHUMAJIEHOM YpOBHE. Hamune MUHIMAaIbHO JOIYCTHMOTO
YPOBHS B yCBOCHUH y4eOHOTO MaTepHaa, B T.4. B CAMOCTOSTEILHOM PEIICHUH
(ymoBneTBOpHUTENBHO) NpaKkTHYeCKNX 3aaa4. [IpakTndyeckue HaBbIKK MPO(ecCHOHANBHOMN NeITeIbHOCTH
c(hopMHpOBaHEI HE B ITOJTHOM Mepe.

DTaIkl KOMIIETCHI U, TIPCAYCMOTPCHHBIC 06paSOBaT€J'ILHOI7[ nporpaMMoﬁ, HC

60% C(l)OpMPIpOBaHI)I. He[lOCTaTO‘-IHLIi;I YPOBCHb YCBOCHUA MMOHATUHHOTO amnmapara 1
MCHCC 0

HaJIM4Ke (pparMeHTAPHBIX 3HAHUH 10 TUuCIHIDIHHE. OTCYTCTBHE MUHIUMATIBHO
(HEYIOBJIETBOPHUTEITHHO)

JIOITyCTHMOTO YPOBHS B CAMOCTOSITETIHHOM PEIICHUH MTPAKTHYECKIX 3a/1a4.
[IpakTrdyeckue HaBBIKK TPOPECCHOHANBHON A TEIBHOCTH He CHOPMUPOBAHEI.

@DOH/BI OIIEHOYHBIX CPEJICTB NMPOMEKYTOUHOW aTTECTAIMH IO JUCIUIUIMHE IpPEJCTABICHBI B
TIPIIIOKEHUH 1.

6.MeToauyeckue MaTepraJsibl 0 OCBOCHHUIO IMCHUIIIMHBI 00y4al0 UMM CSI

MeToan4yeckne peKOMEHIAIUN 10 HANMCAHUIO pedpepaToB

Pedepar aBnsercs HHIUBUAYATBHOW CAaMOCTOSITETILHO BBITIOJHEHHONW pabOTON CTyIeHTa.
Temy pedepata cTyqeHT BbIOMpaeT M3 MEpedHs TeM, PEKOMEHIYEMbIX IIpernojaBaTelieM,
BEAYIIUM COOTBETCTBYIOLIYIO JHCUUIUIMHY. PedepaT 1nomkeH coiepxkarh CIEAYIONIHe
CTPYKTypHbIE »yeMeHThl: TutynbHbiii auct Coxpepkanue Bpenenne OcCHOBHasi 4YacThb
3akmoyenne Crucok nuteparypbl Ilpmnoskenuss (mpu HeoOxoaumoctu). TpeOGoBaHus K
opopmiieHuro pedeparon: mpudt — 14, mons — mo 2 cM, uatepBan — 1, o0bem — He MeHee 10
CTp.

PexoMenganuu mo NJIAHUPOBAHUIO U OPraHU3allMi BPEMEHH, HGOﬁXO)lI/IMOFO Ha M3y4YeHuUue

AUCHMUIIJIMHBI
CTpyKTypa BpeMeHHU, He00X0AUMOr0 Ha N3y4YeHHe U CUMILTHHBI
dopma u3ydeHHS JUCIUTUIAHBI Bpewmsi, 3aTpaunBaeMoe Ha H3YYCHUE TUCIHUILUIHHEL, %o
N3ydyenune nutepaTypbl, pEKOMEHIOBAHHOW B yIeOHOM 40
MpOrpaMme
Pemrenue 3a1a4, mpakTHIECKUX YIPAKHEHUH H 40
CUTYAIIMOHHBIX IIPUMEPOB
N3yuyenue TeM, BBIHOCUMBIX Ha CAMOCTOATEIbHOE 20
paccMoTpeHue
Hroro 100

MeTtoanveckue peKOMeHAAMH 110 MOATOTOBKeE K NPAKTHYECKOMY (CEMHHAPCKOMY)
3aHATHIO

OCHOBHOM 1EJIBIO MTPAKTUYECKOTO (CEMUHAPCKOT0) 3aHSATHUS SIBJISETCS MPOBEPKA TITyOHHBI
NOHUMAaHMsl CTYIAEHTOM H3y4aeMOW TeMbl, y4eOHOro Marepuajga W YMEHHUS W3JI0KUTh €ro
COJIEp’KaHUE SICHBIM M YETKUM SI3bIKOM, PA3BUTUE CaMOCTOSTEIBHOI'O MBILUIEHHUS U TBOPYECKOMN
aKTUBHOCTH y CTYAEHTa, YMEHHMs pelarbh IMpakTHdeckue 3anaud. Ha mpakTuueckux
(ceMHHApCKUX) 3aHATUSAX MPEIOIaraeTcsi paccMaTpUBaTh Hanbosee Ba)KHBIC, CYLIECTBEHHBIE,
CJIO)KHBIE BOIPOCHI KOTOpble, Haubojiee TPYJHO YCBAMBAIOTCA CTyJeHTamu. IIpu 3ToM




TOTOBUTKCS K IPAKTHUECKOMY (CEMHUHAPCKOMY) 3aHITHIO BCET/Ia HYKHO 3apanee. [loaroroBka k
MPaKTUYECKOMY (CEMHUHAPCKOMY) 3aHATHIO BKJIIOYAET B CeOsI ClIeyromee:

- 00s13aTENIbHOE O3HAKOMIIEHUE C BOIIPOCAMHU JIJIsl YCTHOTO OTIpoca,

- W3y4YeHHE KOHCIIEKTOB JIEKIIMi, COOTBETCTBYIOUIMX pa3JelioB ydeOHWKaA, Y4eOHOTO
nocoOusi, coiepkaHusl pEKOMEHI0BAaHHBIX HOPMAaTHBHBIX ITPABOBBIX AKTOB;

- paboTa ¢ OCHOBHBIMH TEPMUHAMH (PEKOMEHIYETCSI UX BBIYUHTH);

- H3YYCHHUC HOHOHHHTCHBHOﬁ JIMTCPATYpbl IO TEMEC 3aHATUA, MACJIad IHIpU I3TOM
HEO0OXOMMBIC BBIITUCKHU, KOTOPBIE IIOHATO00SITCS TIPHU 0OCYKIECHUN HA CEMUHAPE;

- (popmynupoBaHHEe CBOEr0 MHEHHS IO KaXXJIOMy BOIIPOCY W apryMEHTHPOBAHHOE €ro
000CHOBaHHE;

- 3alKCh BO3HUKIIMX BO BPEMsSl CaMOCTOATENBbHON paboOThl ¢ yuyeOHMKaMU W HAyIHOMH
JUTEPaTyphl BOIIPOCOB, YTOOBI 3aTEM Ha CEMUHAPE TTOIYYNUTh HA HUX OTBETHI;

- oOparieHne 3a KOHCYJbTAIlUel K Mperno1aBaTeio.

PexoMeHaanMu 10 M3YYEHUI0 METOANYECKUX MAaTEPHAJIOB

Meroauyeckue Marepuanbl IO JUCLUUIUIMHE IO3BOJISIIOT CTYACHTY ONTHUMAJIBHBIM
00pa3oM OpraHu30BaTh MPOIECC U3YUEHHs TaHHON AUCIUILTUHBI. MeToJuUeCcKue MaTeprasl o
JTUCLUIUIMHE TPU3BaHbl NOMOYb CTYAEHTY MOHATh CEeUU(UKY H3ydaeMoro MaTepuaia, a B
KOHEYHOM HUTOI€ — MAaKCHUMaJbHO IIOJHO M KAaueCTBEHHO €ro OCBOWUTb. B mepByro odepens
CTYIEHT JOJDKEH OCO3HaTh IPEJHA3HAYCHHE METOAMYECKHX MAaTEPUAJOB: CTPYKTYpy, LIEIU U
3agaun. [lyig 3TOro OH 3HAKOMHTCS C MpeaMOyIloi, OryIaBIeHHEM METOJIUYECKUX MaTepHalloB,
rOBOpsl MHade, OCYIIECTBIISIET INEPBUYHOE 3HAKOMCTBO C HHMM. B pasnene, NOCBAIICHHOM
METOAMYECKUM PEKOMEHAAUMAM [0 U3YYCHHUIO JUCLUIUIMHBI, IPUBOIATCS COBETHI 110
IUTAHUPOBAHUIO M OPraHU3alii HE0OXO0AUMOro JUIsl U3y4eHUs JUCLUIUIMHBI BpDEMEHHU, ONUCaHHE
IIOCNIEA0OBATEIbHOCTH  JEWCTBUHM  CTyJeHTa  («CLIEHapuil  M3ydeHUs  JAMCLUIUIMHBIY),
peKoMeHAauu 1o paboTe ¢ JIUTEpaTypoi, COBETHI 10 MOATOTOBKE K SK3aMEHY U Pa3bsCHEHUS
Mo MOBOAY pabOTBI C TECTOBOHM CHCTEMOW Kypca W HaJ JOMAITHUMHU 3aJaHusiMH. B 1enom
JAHHbIE METOJUYECKHE DPEKOMEHJAIMM CIIOCOOHBI OOJIErYUTh M3Y4YEHHE CTYAECHTaMH
JUCUMIUIMHBL M TIOMOYb YCIENIHO CcJaTh SK3aMeH. B  pasgene, coaepkaiieM ydeOHO-
METOJUYECKUE MATEPHAIIbI TUCLHUIUIMHBI, COACPKAHUE TPAKTUIECKUX 3aHATUN 110 JUCLIUILINHE.

PexomeHgauum mno caMocTosITeJIbHOM padoTe CTYIEeHTOB
Ha camocroarensHyto pabory cryneHtoB mno gucimmianae b1.B.J1B.02.02
«YnpaBieHue B KaJIpOBOM JIEJIONPOU3BOJICTBEY BBIHOCATCS CIEIYIOIUE TEMBI:

Ne Ounas | 3aouHas
Tema Bonpocsl, BeiHocuMBbIe Ha CPC
n/n ¢opma dopma
1 2 3 4 5
JloKyMeHTBI o noucky, | Ilporusopeuns B noaXoJax K 0] 0]
Tema 1 oTOOpY M HaliMy TTepcoHaa 0(pOpMIICHHIO 3asIBJICHUM.
ABToOmorpadus.
TpynoBoi JIOTOBOP ¢ | OcoOCHHOCTH  TIONTOTOBKH  TPYIOBBIX 0] O
Tema 2 pa60THI/IKOM§ coaepKaHue Hu JOTOBOPOB, COACPNKAMINX CHCI_II/ICI)I/I‘-IGCKI/IC
TIOPSAIOK O(OPMIICHHS. YCJIOBHSI. Odopmnenne TPYJOBOIO
JIOTOBODA.
JIuunoe  meno  paOoTHHKA: | JONONHHTENBHBIE YCIOBHA —TPYAOBOTO 0 0
COJIEPIKAHUE u HOPSIIOK | AOToBOpA. OCco0eHHOCTH  TOATOTOBKHU
Tema 3 0(hOpMICHHS. TPYMOBBIX  JIOTOBOPOB,  COJEPKAIKX
cnenuduyeckue ycnosus. OdopmieHue
TPYAOBOTO JJOTOBOpA.
Tema 4 | TpynoBas kHKKa paboTHuKa: | Obopmienne B TPYIOBOH — KHHIKKE 0 0
CoJZIcpKaHue u opsO0K 3anucen 0 COBMCCTHUTCIILCTBE.
odopMIIeHHS Hcnpasnenne 3amuced B TPyAOBOH




KHUXKKC.

Tema 5 | Ilpuka3sel 1m0 mepcoHaly H [Mpuka3 o nmpueme Ha padoty. [Ipukas o 0 (0]
OCHOBHOH NESTEILHOCTH: | IEPEBOLIE  COTPY/IHHUKA. IIpukaz 006
coJieprKaHue Hu HOpAA0K | YBOIBHCHHH.
odopmiteHUs

Tema 6 | JIOKyMEHTHI no | JlokyMeHTHpOBaHUE OT3bIBAa M3 OTITyCKa. (0] (0]
OTKOMAaHIMPOBAHHIO u | Y4eOHslil oTmyck.
OTIIyCKaM IepcoHama:

collepKaHUE H  TOPSAOK
opopmienus. Ilepermcka wu
CIOpaBKM MO  MEPCOHAIY:
Collep)KaHUE H  TOPSAOK
o opMIICHUS

HeotrbemiembIM 371€MEHTOM Y4eOHOrO Mpoliecca SBISETCS CaMOCTOsITeNbHAas paboTa
cryneHta. [lpm camocTosTenbHONW paboTe JOCTHTaeTcsi KOHKPETHOE YCBOCHHE Y4eOHOTO
MaTepuaia, pa3BUBAIOTCA TEOPETUYECKUE CIOCOOHOCTH, CTOJb Ba)KHBIE A COBPEMEHHOMN
MOJTOTOBKU CIIENUATUCTOB. DOPMBI CaMOCTOSTENFHOW PAa0OTHI CTYAEHTOB IO TUCITUILIAHE:
HalMcaHhe KOHCIEKTOB, MOJArOTOBKAa OTBETOB K BOINpOCAaM, HamucaHue pedeparoB, pelieHue
3a/1a4, uccienoBaTeNbekas pabora.

3amaHusi JUIsi CaMOCTOATEIbHOM pabOThl BKJIIOYAIOT B CeOsl KOMIUIEKC aHATUTHUYECKUX
3a/laHuil BBIMOJTHEHHUE, KOTOPBIX, MPEAINOIaracT THIATENbHOE W3YYCHHE HAydYHOW U ydeOHOU
JUTEPATyphl, TEPUOAUYECKUX W3JIAHMM, a TakKe 3aKOHOAATENIbHBIX W HOPMAaTUBHBIX
JOKYMEHTOB TIpeajaraeMbix B I.6 «YueOHas nuTeparypa M pecypchl HH(DOPMAIMOHHO-
TEJIEKOMMYHUKAIIMOHHOU ceTu "UnaTepner”, y4e0HO-METOTUUECKOE obecrieueHne
CaMOCTOSITENILHOM paboThl OOydaOUUXCS MO AUCIUILIAHEY». 3aJaHus MPEIOCTABISIOTCS Ha
IIPOBEPKY B IIEYaTHOM BHJIE.
Pexomengaunu mo padore ¢ auTepaTrypoit
[Ipn wm3ydyeHun Kypca y4eOHOW MHMCIHMIUIMHBI 0CO00O€ BHUMAHHE CIIEIYyeT OOpaTHTh Ha
PEKOMEHIYEMYIO OCHOBHYIO M JIONIOJIHUTENbHYIO JTUTEPATYPY.
BaxHbIM 3JIEMEHTOM MOATOTOBKH K CEMHHAPY SIBISETCS TTYOOKOE M3ydeHHE OCHOBHOU M

JIOTIOJIHUTEIbHOM JINTEpATyphl, PEKOMEHIOBAHHON 110 TEME 3aHATHUSA, 4 TAK)KE IEPBOMCTOUYHUKOB.
IIpu 5TOM MOJIE3HO MPOUYUTAHHYIO JIUTEPATYPY 3aKOHCIEKTUPOBATh. KOHCIIEKT JOJIKEH OTBEYATh
TpeM TpeOOBaHUAM: OBITh COJACPKATEIbHBIM, IO BO3MOXKHOCTU KPAaTKUM U TPAaBUIIBHO

0(OpMIICHHBIM.
ConepkaTenbHBIM €r0 CIIEAYeT CUMTaTh B TOM CIydae, €cli OH IepelaeT BCe OCHOBHBIE
MBICIH aBTOPOB B IIEJIOCTHOM BHJE. V3IOXKHUTh TEKCT KpaTKO — 93TO 3HAYUT TMepenaTb

COJIEp/)KaHME KHHTH, CTaTbU B 3HAYUTEIBHOM Mepe cBoMMHM cioBamu. [Ipu 3TOoM cienyer
NPUIEPKUBATHCS MPAaBUJIA - 3alMCBIBATH MBICIL aBTOpa pabOTHI JMIIb TOCIE TOro, Kak OHa
XOpouIo noHsTa. B TakoM ciy4yae moctaBieHHas 1enb OyaeT AocTurHyra. LlutupoBars aBTopoB
U3y4aeMbIX padoT (¢ 00s3aTeNbHON CCHUIKOM Ha MCTOYHHUK) CIENyeT B TeX CIIydasiX, €CIU HaJo
3aMMCBIBaTh OYEHb BAYKHOE ONpeeTICHNE MU TOJI0KEeHHEe, 00001I1aromuii BEIBOI.

BaxHo u BHemHee odopmiieHHE KOHCIIEKTa. B ero Hauasie Hao ykaszarh TeMy CeMUHapa,
JaTy ~ HamWCaHWs,  Ha3BaHWA  JIUTEPAaTYpHBIX  HCTOYHHMKOB,  KOTOpBIE  OymyT
3aKOHCHEKTHPOBaHbl. ['mybokas camocTosiTenbHas paboTa HaJl HUMHU OOECIIEYHUT YCIEIIHOE
YCBOCHHUE N3y4aeMOW AUCIHUITIHHBL

OnHuM U3 BaXHEMIIMX  CPEICTB  CEphE3HOTO  OBJAJCHHUS  TEOpUeH  SBIIETCS
KOHCHEeKmuposanue nepeoucnoYHuKos.

JInst cocTaBieHUs] KOHCIIEKTa PEKOMEHAYETCsl CHayalla MPOYUTaTh padoTy IETMKOM, YTOOBI
YACHHTH €€ 00Imuii CMBICT U copepxkanue. [Ipr 3ToM MOKHO clienaTh MOMETKH O €€ CTPYKType, 00
OCHOBHBIX TIOJIOKECHHUSAX, BBIBOJAX, HAA0 CTApaThCsl OTIMYATh B TEKCT€ OCHOBHOE OT
BTOPOCTEIIEHHOTO, BBIBOJBI OT apryMEHTOB U JJOKa3aTeJbCTB. ECiM eCTh HEMOHATHBIE CIIOBA, HAJI0




B SHIUKJIONEMYECKOM CII0Bape HAlTH, YTO 3TO CIOBO 0003HAUaeT. 3aKOHYMB YTeHHe (maparpada,
[JIaBbl, CTaThU) HAAO 33/4aTh cebe BOMpPOCHl Takoro pona: B ueM riaBHas mbiciab? KakoBbl
OCHOBHBIE 3BEHbsl JOKa3zarenbcTBa ee? UYUTo BbITeKaeT U3 yTBepxkaeHud asropa? Kak 3t0
COTIJIACYEeTCsI ¢ TeM, UTO YK€ 3HAeTe O MPOUUTAHHOM M3 IPYTUX UCTOUYHUKOB?

SICHOCTP 1 OTYETIIMBOCTH BOCHPUATHS TEKCTA 3aBUCUT OT MHOT'Or'0: OT COCPEIOTOYEHHOCTH
CTYJEHTa, OT TEXHUKHU YTEHMs, OT HACTOMYMBOCTH, OT SPKOCTH BOOOpaKEHHUS, OT TEXHUKHU
(UKCUPOBaHMUA TNPOYUTAHHOIO, HAKOHEI, OT OJPYIUIUH — oOmIei U B KOHKPETHO
paccmatpuBaeMoil npobieme.

Pe3ynpTaToM nepBOHAYaIbHOIO YTEHHUS JOJDKEH OBITh MPOCTOM miam mexkcma u wemrkoe
npeocmaenenue 0 HeACHBIX Mecmax, OTMEUYEHHbIX B KHure. [locne mnpeaBapuTenbHOrO
03HAKOMJIEHHUS, [P IIOBTOPHOM YTEHHMH CIEAYET 6bl0EIUNb OCHOGHbIE MOBIC/IU A6MOPa U UX
pa3BUTHE B MPOU3BEICHUH, OOpaTUTh BHUMaHUE Ha OOOCHOBAaHUE OTAENbHBIX IMOJOXKEHHH, Ha
MeTonbl W (OpMBI JOKa3aTenbcTBa, Haubonee spkue NpuMepbl. B xoze 3Toil paboThI
OKOHYATEJIbHO OTOMpaeTcss MaTepuain Ui 3aluCd U OIpenesseTcs] €€ BUJI: HJIaH, Mme3Uchl,
KOHCheKm.

[Iman 3TO KpaTKuii, MOCIIENOBATEIbHBIA IEPEYEHb OCHOBHBIX MBICIECH aBTOpa. 3amuch
IPOYNTAHHOTO B BUJIE TE3MCOB — 3HAUUT BBIABUTH U 3alIUCATh ONOPHBIE MBICIN TeKCTa. Pa3Huia
MEXy IJIAHOM W Te3ucaMH 3aKjo4aeTcs B CIEIYIOIIeM: B IJIaHE MBICIb Ha3bIBaeTcs (CTaBb
BCErJa BOMPOC: O 4YeM TOBOpUTCs?), B Te3ucax — (GopMyiaupyercs — (4T0 UMEHHO 00 3TOM
roBoputTcsa?). 3amuch OMOPHBIX MBICICH TEKCTa BaKHA, HO TIOJIHOTO TMPEACTABICHHUS O
POYNTAHHOM Ha OCHOBAaHHHM IOJ00HOM 3alycu HE COCTaBUIIb. BaXXHO OCMBICIHUTH, KaK aBTOP
JOKa3bIBa€T CBOIO MBICHIb, KaK YOEXJaeT B HCTHMHHOCTH CBOUX BBIBOAOB. TaK BO3HHKAeT
KOoHcreKT. Dopma 3amucu, Kak Mbl yXe OTMETHIIH, YCIOXHSETCS B 3aBUCHMOCTH OT IeJiel
paboTHI: TIJIaH — O YeM?; TE3UChl — 0 4eM? YTO UMEHHO?; KOHCIIEKT — O YeM? 4TO UMEHHO? Kak?

KoHcnekT 3To0 KpaTkoe TIOCIIeNoBaTeNbHOE M3J0XKEeHUe coaepkaHus. OCHOBY ero
COCTaBJsieT IUIaH, TE3UChl W BBINUCKUA. HemocTaTku KOHCHEKTUPOBAHUS: MHOTOCIOBHE,
IIUTUPOBAHUE HE OCHOBHBIX, @ CBA3YIOIIMX MBICIEH, CTPEMJICHUE COXPAHUThH CTHIUCTUYECKYIO
CBSI3aHHOCTH TEKCTa B yIIEpO €ro JIOTH4YecKoil cTpoiHoCTH. [IprucTynaTh K KOHCIIEKTHPOBAHHUIO
HEOOXOMMO TOTJa, KOTJA CIIOKWJIMCh HABBIKM COCTABJICHMS 3allUCH B BUJE Pa3BEPHYTOTO
MOAPOOHOTO IJIaHa.

@®opma 3amMcu MpPH KOHCIEKTUPOBAHMM TpeOyeT 0co0Oro BHHMAHUS: BaXXHO, YTOOBI
COOCTBEHHBIE YTBEPKICHUS, Pa3MBIIUICHUS HAJ MPOUYUTAHHBIM, YETKO OTACISIINCH MPHU 3alHCH.
PazymHee BBIHOCHUTH CBOM TOMETKH Ha LIMPOKHE IOJIS, 3alMChIBAaTh HA HUX JOMOJHHUTEIbHbIE
CIIPaBOYHbBIE JJAHHBIE, IOMOTAIOLINE YCBOCHUIO TEKCTA (aTa COOBITUS, YIIOMSIHYTOTO aBTOPaMU;
CBEICHMSI O JIMLIE, HA3BaHHOM B KHUI€; TOUHOE COJEp)KaHHUE TepMUHA). Eciau KoHcIeKTupyercs
TEKCT BHYIIUTEIHHOTO 00beMa, HE0OOXOJUMO YKa3bIBaTh CTPAHMIIBI KHUTH, KOTOPHIE OXBAaThIBAET
Ta WM MHAs 9aCTh KOHCIEKTA.

Jnsa ynoOcTBa TMONB30BaHHUS CBOMMH 3alMCSIMHU BaKHO O3arjaBUTh KPYMHBIE YacTH
KOHCIIEKTa, IOAYEpKUBas 3a20n06ku. CleqyeT NOMHUTb O Ha3HAUEHUU KpPACHOM CTPOKH,
CTPEMHUTBhCS K 4YeTKOHN rpaduke 3amuceld - ycTymamu, KoJOHKamH. M3maraTh rjiaBHbBIE MBICIU
aBTOpa M HX CHUCTEMYy apryMEHTOB - HEOOXOJUMO TMPEUMYIIECTBEHHO CBOUMH CIIOBaMH,
nepepadaTbiBas TakuM 00pa3oM HHGPOpPMAIHIO,— TaK MPOXOAHWT YSCHEHHE €€ CyTH. MBICIb,
(bpasbl, MOHATHIE B KOHTEKCTE, MOTYT IIproOpecTu 6osiee mpocTpaHHOe U3JI0KeHHe B 3amucu. Ho
TEKCT OpUTHMHANIa CBEPTHIBAE€TCA, U CTYACHT, OTpabaThIBasi JIOTMYECKOE MBIIUICHUE, YYUTHCS
BBIJICJIATh TJIaBHOE M 000011aTh OJHOTUIHBIE CYXJAEHUs, onHOponHble (akTbl. Kpome Toro,
Jienas 3a1yucy CBOMMHU clloBaMH, 0000111asi, CTYACHT YUYUTCS TUCbMEHHON peyH.

3HaHue oOIIel cTpaTeruu YTeHUs, TEXHUKU COCTABJICHUE IUIAHA U TE3UCOB OIpEneIsieT U
TEXHOJIOTHIO KOHCTIEKTUPOBAHUS

— BHuMaTenbHO uYMTaTh TEKCT, MONYTHO OTMeEuash HEMOHSTHBIE MECTa, HE3HAKOMBIE
TEPMUHBI U NIOHATUS. Botnucame nHa noaa 3Ha4eHNE OTMEUEHHBIX ITOHATHI.

— Ilpu mepBoM dYTEeHHWH TeKCTa HEOOXOAMMO COCTaBUTb €ro HpOCHmOU NaH,
HocJieI0BaTeNbHBIN NIepedeHb OCHOBHBIX MBICIIEH aBTOpA.



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

— 3aKIOYUTENbHBI 3Tam  paboThl C TEKCTOM COCTOMT B OCMBICICHMM 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 Hajg TEPBOMCTOYHHUKOM BaXKEH YMENbId omoop wyumam.
Heob6xonuMo y4uThIBaTh, HACKOJIBKO SIPKO, OPUTHHAIBHO, CKAaTO M3JI0XKeHa MBICHb. L{luTnpoBarth
HEOOXOUMO Te CYXJCHHsI, Ha KOTOpbIE BIOCIEICTBUN BO3MOXKHA CChUIKA KaK HA aBTOPUTETHOE
M3JI0’)KEHUE MHEHMSI, BBIBOJIa IO TOMY WJIM HHOMY BOIIPOCY.

KoncnektupoBath 11eecoodbpa3Ho He Ha OTACIBLHOM JIUCTE, a B OOIIeH TeTpaau Ha OJTHOM
crpanune jaucta. OOOpPOTHAs CTOpPOHA JIUCTa MOXKET OBITh HCIIONB30BaHA Uil JIONIOJHEHUH,
HEOOXO/MMOCTh KOTODPBIX BBIICHUTCS B JAajbHelmeMm. [Ipy KOHCHEKTHpPOBAHUHU JIUTEPATyphI
ClleflyeT OCTaBUTh IIMPOKUE MO, YTOOBI 3amucaTh Ha HUX IUIaH KoHcrekTa. [lons Moryt ObITh
WCIIOJIb30BaHbl TAKXeE JUIsl 3allUCU CBOMX 3aME4YaHUM, JOIMOJIIHEHUH, BOnpocoB. IIpu BeicTymieHnn
Ha CEMHHAape CTYIEHT MOXET TMOJb30BaTbCs CBOMM KOHCIIEKTOM Ui LUTUPOBAHUSA
MEPBOMCTOYHMKA. Bce yuacTHUKM 3aHSATHS BHUMATEIbHO CIYLIAIOT BBICTYIUICHHS TOBapHUILEH MO
TpyIIie, OTMEUYAIOT CIOPHbIE WM OIIMOOYHBIC TIOJIOKEHUS B HUX, BHOCST TIONPABKH,
NPE/ICTABISIOT CBOU pelleHHs 1 000CHOBAaHUS 00CYKIaeMbIX IPOOIIEM.

B koHI1e ceMrHapa, Korja npernogaBareib 3aHITHS OABOJUT UTOTH, CTYJIEHTHI C YY4ETOM
PEKOMEHIalM TPENnoAaBaTelisi U BHICTYIUICHUH COKYPCHUKOB, IOMOJIHSIIOT WM UCTIPABIISIOT
CBOM KOHCIIEKTHI.

PexoMeHaanmnu 1J1s1 NOATOTOBKH K IK3aMeHY

IIpy mDoAroToBke K DOK3aMEHY CTYAEHT BHHUMATEIbHO IIPOCMATPUBAET BOIIPOCHI,
MpeayCMOTPEHHBIE pabodeil mporpaMMoil, W 3HAKOMHTHCS C PEKOMEHIOBAHHOW OCHOBHOM
autepaTypoil. OCHOBOM 11 cAauu HK3aME€Ha CTYACHTOM SIBJIISIETCS H3Y4YEHHME KOHCIIEKTOB
JeKIUH, TPOCIYIIaHHBIX B TEUEHUE ceMecTpa, WHGOpMalus, MOJIyueHHas B pe3ynbTare
CaMOCTOSITENIbHOI pabOThI B TEUEHHUE CEMECTPA.

7. Y4yeOHas JuTepaTrypa M pecypchbl HH(OPMALMOHHO-TEJCKOMMYHHMKAIMOHHOH CeTH
HNurepuer

7.1. OcHOBHas qUTeEpaTypa

1. Abynaoze, JI. I'. JIokyMeHTallMOHHOE OOECIEUYCHHUE YIIPABICHUS TIEPCOHAIIOM :
y4eOHMK ¥ TipakTukyM s By30B / JI. I'. AGymanze, U. b. Bempspkkuna, B. M. MacnoBa. — 3-¢
u3n., nepepadb. u nmon. — MockBa : M3marensctBo HOpaiit, 2023. — 374 c.— (Bricmiee

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

2. Kysueyos, U. H. JIoKyMEHTAITMOHHOE OOECIEeYCHUE YIPABICHHUS TEPCOHAIIOM :
yueOHUK u mpakTukym aisi By3oB/ WM. H. Ky3nenos. — 2-e u3n. — Mocksa : U3narenscTBo
FOpaiit, 2023. — 393 ¢. — (Bricmee o6pazoBanue). — ISBN 978-5-534-14830-5. — Texer :
AJIEKTPOHHBIN /! OObpazoBatenbHas wiardopma Opaiit [caiiT]. —
URL: https://urait.ru/bcode/511202

7.2. lonoJTHUTEIbHAS JIUTEPATypa



1. Ky3neyos, U. H. JIoKyMeHTallMOHHOE oOecrieueHne yIpaBJICHHUS.
JIOKyMEeHTOOOOpOT W  JETONMPOW3BOJACTBO : YYEOHHK U TPAKTHUKYM JUISI  CPEIHETrO
npodeccuonanbHoro oopazosanus / 1. H. Ky3nenos. — 4-e uzn., mepepad. u gomn. — Mocksa :
M3narensctBo FOpaiit, 2023. — 545 ¢. — (IIpodeccuonanpHoe oOpazoanue). — ISBN 978-5-
534-16004-8. — Texkcr : anektponHsid // OOpa3oBarenbHas miaTdopma IOpaiiT [caidt]. —
URL: https://urait.ru/bcode/523613

2. Yypunos, A. IO. FOpuaudeckoe neIONMpPOU3BOACTBO : ydeOHOE Tocodue s
cpenHero mnpodeccuoHaabHOro obpaszoBanus / A. FO. UypuinoB. — 3-¢ H31., UCIpP. U JOI. —
Mocksa : U3marensctBo FOpaiit, 2023. — 285 c. — (Ilpodeccuonanbroe oOpa3zoBaHue). —
ISBN 978-5-534-15583-9. — Tekcr : anekrponusiid // OOpazoBatenbHas miaardopma HOpaiit
[caiiT]. — URL: https://urait.ru/bcode/518430

3. Iasnosckas, O. IO. TlpaBoBoe oOecnedueHre KaJapOBOTO AEIOMPON3BOICTBA :
yaeOHoe nmocodue s By3oB / O. 0. [TaBnoBckas. — Mocksa : U3narensctBo IOpaiit, 2023. —
213 ¢. — (Briciiee obpazoBanme). — ISBN 978-5-534-11565-9. — Tekct : 3neKTpOHHBIA //
O6pazoBarenpHas miaTdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/518436

7.3. HopmaTHBHBIE IPABOBbIE JOKYMEHTHI U HHasl IPaBoBasi HH(popManus

1. Koncruryuus Poccuiickoit @enepanum.

2. ®@epepanbHblii 3aKk0H «O TOCYyIapCTBEHHOM TIpaxkIaHCKoW ciyxbe Poccuiickoit
®enepanun» Ne 79-D3.

7.4. UnTepHeT-pecypchl, CHPABOYHBbIE CHCTEMBI.

OdunmansHblil caiT MUHUCTEpPCTBA TPyAa U colanbHol 3ammThl Poccuiickoit deneparmu —
http://rosmintrud.ru
1. www.nnir.ru / — Poccuiickas HamoHaabHas OuOImoTexa

2. www.nns.ru / — HartmoHanpHas 351eKTpoHHas OMOIMOTEeKa

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

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

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

6. http://www.garant.ru/ — ['apanT

7. Www.isras.rssi.ru (opunmanbHbII cauT KypHaia «Couunonoruyeckue
HCCJICIOBAHUS»)

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

9. www.AUP.ru (AIMHUHHCTPATUBHO-YIIPaBIEHYECKNUN TOPTAI)

10. www.ilo.ru (ourmansHbIA caiT MeXTyHapOAHOM OpTaHU3aIlud TPYIa)

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

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

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

14. http://www.kadrovik.ru (anekrponHnas Bepcus xxypHana «CIpaBOYHUK KaJpOBUKA»)

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

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

17. www.chelt.ru (caiiT )xypHaya «4enoBek u Tpya»)

7.5. UHBIE HCTOYHUKH



1. Baxmueynosa, JI. b. Metonuka npodecCHoOHATBHOTO 00y4YeHUs . y4eOHOe Mmocooue s

By3oB / JI. b. Baxturynosa, II. ®. KanamuukoB. — 3-e¢ u3n., mepepad. um nom. — Mocksa :
WznparensctBo KOpaiit, 2023. — 194 c. — (Bsicmiee o6pazoBanne). — ISBN 978-5-534-10591-
9. — Tekcr : oanekrponHsld // OOpa3zoBatenbHast 1iarpopma IOpaiit [caiit]. —

URL.: https://urait.ru/bcode/517840
2. Ilyeaues, B. Il. YupaBieHue nepcoHaJoM OpPraHU3aIMH: MPAKTUKYM : yueOHOe rmocodue

s By3oB/ B.II IlyraueB. — 2-e u3ad., ucnp. u jpom. — Mocksa : M3ngarensctBo FOpaidT,
2023. — 280c.— (Bwicmee obOpazoBanue). — ISBN 978-5-534-08906-6. — Tekct
AIIEKTPOHHBIN /! O6pasoBarenbHas iatdopma IOpaiit [caiiT]. —

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

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

MarepuanbHO-TEXHHUECKOE 00ecTieYeHre JUCIUIUINHBI BKIIOYaeT B ceO0sl:

- JIGKIIMOHHBIE ayAUTOPUU, 0OOPYAOBAHHBIE BUICOMPOCKIIMOHHBIM 000pYIOBAaHUEM IS
IPE3eHTAlHi, CpPeJICTBAMH 3BYKOBOCIIPOU3BEICHH S, SKPAHOM;

- TIOMEUIeHUs JJi MPOBEACHUSI CEMUHAPCKUX U MPAKTUYECKUX 3aHATHIl, 000py10BaHHBIE
yueOHOI MeOenbIo.

JlucuumiuHa ToJAepkKaHa COOTBETCTBYIOIIMMH JIMIEH3UOHHBIMUA IPOrpaMMHBIMU
npoayktamu: Microsoft Windows 7 Prof, Microsoft Office 2010, Kaspersky 8.2, CIIC I'apanr,
CIIC KoHcynbTaHT.

ITporpammMHBbIe cpencTBa obecreueH s yueOHOTo Mpolecca BKIIOYAIOT:

- IporpaMMmBbl npe3eHTanuonHon rpaduku (MS PowerPoint — 1151 mOATOTOBKYM ClaiiI0B 1
Mpe3eHTalU );

- rekctoBbie pegakTopsl (MS WORD), MS ECXEL — st Tabmutt, auarpamu.

By3 ob6ecrieunBaer kaxxoro odydaromierocsi pabounM MeCTOM B KOMITBIOTEPHOM KJlacce
B COOTBETCTBUU C 00bEMOM H3yUaeMbIX AUCLUILINH, 00eCIIeYMBaAET BHIXO/ B ceTh VIHTEpHET.

[TomerieHust Ansi CaMOCTOSTENbHOW pPaOOTHI OOYYAIOMIMXCS BKJIIOYAIOT CIIEAYIOIIYIO
OCHAIIIEHHOCTh:  CTOJIbI ~ ayAUTOpPHBIE, CTYJbsi, JOCKH ayAUTOPHBIE, KOMIIBIOTEPHl C
MOJKJIIOYEHUEM K JIOKAJIbHON CeTH MHCTUTYTA (BKJIIOYAasi IPaBOBBIE cHCTEMBbI) U VIHTEepHeT.

Jng  u3ydeHus  y4eOHOM  TUCHUIUIMHBI ~ UCHOJB3YIOTCS  aBTOMAaTHU3UPOBAHHAs
O6ubnuoreyHas WHPOPMALMOHHAS CHUCTEMa M JJIEKTPOHHBIE OMOIMOTEYHBIE CHCTEMBI:
«YuauBepcuterckas  OmOmmoreka  ONLINE»,  «DmekTpoHHO-OMOIMOTEUHass  cuUcTeMa
uznarensctBa  JIAHb», «OnexkTtpoHHo-OnbimoreuyHass cucremMa wuzgatenscrBa  «HOpaiTy,
«OnexkTpoHHo-OnOmmoreyHass cucremMa IPRbooks», «Hayunas osnexkrponHas OuOimoTeka
eLIBRARY» u ap.

ObecnieunBaeTCcs BO3MOXKHOCTh OECHPENSATCTBEHHOTO JIOCTYIA O0YyJaromuXcs MHBAIHJIOB
B ayAWTOpUH, TyaJeTHble W Jpyrue IOMEIIEHHUs, a TaKkkKe HMX NpeObIBaHHs B YyKa3aHHBIX
NOMEIICHUAX (HAIWYKe MaHIyCOB, MOPYYHEH, paCIIMPEHHBIX ABEPHBIX MPOEMOB, TU(PTOB, MPH
OTCYTCTBUHM JHU(TOB ayAUTOpPHUS pacrojiaraercs Ha MEPBOM JTake, HAIWYHE CHEelHaIbHbBIX
Kpeces U APYTruX NpUcrnocoOIeHuit).

VY4eOHble ayIUTOPUH Il BCEX BUAOB KOHTAKTHOW M CAMOCTOSITENIbHON paboThl, Hay4YHas
OuOIMOTeKa M MHBIC MOMEIICHHs sl 00y4eHHsl OCHAIIEHBI CIEIMaTbHBIM 000pYyIOBaHUEM U
y4eOHBIMM MECTaMH C TEXHHYECKHMMM CpEACTBaMU OOy4eHHs i1 OOyYaromuXcsi C
OTPaHUYEHHBIMU BO3MOXKHOCTSIMHU 37I0POBbSI U OOyYalOIIMXCS WHBAIMJOB C Pa3HBIMH BHUIAMH
OTpaHUYEHUI 310POBbSI:

- C HApYIICHUSIMH 3PEHUSL:

[TpunTep bpaitns braille embosser everest-dv4
DJNeKTPOHHBIN pyuHO#l Buneoyseneuntesb CAHDJ]



- C HApYIICHUSAMH CIyXa:
cpencTBa OecnpoBonHOM nepenaun 3Byka (FM-cucremsr);

aKyCTUYECKHUI YCUIIUTENh U KOJIOHKHU;

TudIodIeImIUIeephl, PaIuOKIACCH.

- C HAPYIICHUSIMHA OTIOPHO-JBUTATEIHHOTO ariapara:

MePEBUKHBIC, PEryupyeMble dPrOHOMUYECKHE MApThl C MCTOYHUKOM IHTAHUS IS
WHIUBUIYAIbHBIX TEXHUYECKHUX CPE/ICTB;

KOMITBIOTEpHAS TEXHUKA CO CIEIHAIbHBIM MPOTPAMMHBIM 00€CTICUeHUEM;

aJIFTEpPHATUBHBIC YCTPOICTBA BBOAA HH(POPMAIINH;

JIPYTUX TEXHUYECKUX CPEACTB MpueMa-miepenayn yueOHOH MHGOpMAIMK B JOCTYITHBIX
dbopmax /i CTYIEHTOB C HAPYIICHUSIMH OTIOPHO-IBUTATEIHHOTO arapara.

Hoctyn k nHpOpMAIMOHHBIM U OHOIMOTrpaduUecKuM pecypcam B ceTr HTepHET I KaXKI0ro
oOyyaromnierocsi UHBajJIKMAa WKW OOydYalolIerocss ¢ OrpaHUYEHHBIMH BO3MOXKHOCTSIMHU 3JI0POBBS
o0ecriedeH MpeaoCTaBICHUEM €My He MEHEee YeM OJHOr0 yueOHOro, METOAMYECKOTO Me4aTHOro
W/WIM BJIEKTPOHHOTO M3AAaHMSI M0 aJanTallMOHHOM NUCHUIUIMHE (BKJIOYas SJIEKTPOHHBIE 0a3bl
NepUOINYECKUX U3HaHMi), B (opMax, aJanNTHUPOBAHHBIX K OrPAHUYEHUSM HX 3I0pOBbI U
BOCHpUATHS UH(DOpMALIUU:
Jis oOyuaronuxcsi ¢ HapymeHUsIMU 3pEHHUS:

e B 1ie4aTHOW (hopMe YBETMUEHHBIM HIPUPTOM;

¢ B (hopMe PIIEKTPOHHOTO TIOKYMEHTA;

¢ B popme aynuodaiina;

e B nieyatHo (opme mpudTom bpaiins.
Jlyist 0Oyuaronmxcsi ¢ HapyImeHUsIMU CITyXa:

e B rieyatHo popme;

¢ B (hopMe PIIEKTPOHHOTO TIOKYMEHTA;

¢ B popme ayauodaiina.
Jiist 0Oyuaronmxcsi ¢ HapyInIeHUsIMU ONIOPHO-/IBUTATEILHOTO anmapara:

e B rieuatHo opme;

¢ B (hopMe PIIEKTPOHHOTO TIOKYMEHTA;

¢ B popme ayauodaiina.
ConmepkaHue aJanTallMOHHOW JUCUUIUIMHBI pa3MelIeHO Ha caiite WH(OPMAIMOHHO -
KOMMYHHKaIMoHHOM cetu MuTepHet: Cebuika: http://vlgr.ranepa.ru/sveden/education/.

Wudopmanmonteie cpeictBa oOydeHUs, aTalNTHPOBAHHBIE K OTPAHUYCHUSM 3I0POBbS
o0yJaronmxcsi:

JNIEKTPOHHBIC YYEeOHUKH, ydeOHBIC (GWIBMBI 10 TEMaTHKE IHCIUILIMHBI, IPE3CHTAINH,
UHTCPAKTHBHbIC YyueOHbIE M HArSIHBIC MOCOOMS, TEXHHUYECKHE CPEICTBA MPEAbsBICHUS
nHopManuH (MyJIbTHMEINITHBIA KOMIUIEKC) U KOHTPOJIS 3HAHUH (TECTOBBIC CUCTEMBI).
3BbC «Aiibyke», UHpopManmonHo-nipaBoBbie 0a3bl qaHHBIX («KoHCcynpTanT [lmtocy, «"apanTy).

MyabTUMEAUITHBIN KOMILIEKC B JIEKIIMOHHOMN ayIUTOPHUH.
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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) Ui 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(UIITPOBaHHYIO (hopmy?
a) na
0) HeT
B) MHOTJIA
T') 3aKOHOM HE OTIPE/IEIICHO
4. Cpok XpaHeHus IPUKA30B 10 JJUYHOMY COCTaBy?
a) 5 ner
0) 10 mer
B) 75 net
T') IOCTOSTHHO
5. Kakoe u3 atux nen chopMupoBaHO MPaBUILHO?
a) [Ipukasbel TeHepalbHOTO TUPEKTOPaA IO OCHOBHOM JIEATEIHHOCTH U IMYHOMY 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 OpraHU3alluu
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 kazpoBOro 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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