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Penensenrsr;

OpnoBa MapesiHa EBrenbeBHa, KaHIuMIaT SKOHOMHYECKHUX HAYK, AOLEHT
Kadeapsl OyXrajaTepckoro ydera, aHajlu3a u ayIuTa

Yeprkammna [Onus HuxonaeBHa, kKaHIUIAT MenarorHyeckux Hayk, JOLIEHT
Kadepbl MapKeTHHTa

Pabouas mporpamma aucuurmiubesl 51.B.JIB.10.1 «Ynpasnenune xaaposoit
nesrensHocTRION [Texcr] / coct. A.B. Mopnosun; Pernonanbubiil puHaHcoBo-
IKOHOMHYECKMU HHCTUTYT. — Kypck, 2015. — 47 c.

PaGouass mnporpaMma cocTaBleHa B COOTBETCTBHH ¢ DejepaibHBIM
rocy/lapCcTBEHHBIM 00pa3oBaTe/NbHBIM CTAaHAAPTOM BBICHIETO 00pa30BaHUs 110
HanpasjieHuio noArotoBku 38.03.01 DOxoHoMuKa, yTBEpPXKJEHHOTO IIPHKA30M
MunncrepcTBa oOpazoBaHus M Hayku Poccuiickoii ®enepanuu ot 12 HosGps
2015 r. Ne 1327, ¢ yuerom nipouns « DUHAHCH U KPETUTY.

PaGoyas nporpamMma mnpenHasHaueHa I METOJUYECKOro oOecreyeHus
JUCUUIUIMHBL  OCHOBHOH IPO(ECcCHOHANBHON 00pa3oBaTesibHON  MPOTPaMMBI
BBICIIIEr0 0Opa3oBaHHs 110 HampaBieHHo moaroToBkud 38.03.01 DxoHoMuKa,
npoduiab «@UHAHCH! U KPeaUT.

«l1» nexabps 2015 .

CocraBurels: Mopaosun Apxanuii BnagneHoruu,

[ %/{f"— KaH[IUJAT 9KOHOMUYECKUX HAYK,
NOLIeHT Kadenphl MeHeKMEHTA

© Mopnosun A.B., 2015
© PernoHanbHbIN (MHAHCOBO-IKOHOMHYECKUH HHCTUTYT, 2015



JIner corsiacoBaHusi padoyeil NporpaMmmel
AHCUHUILUINHBI «Y IPaBJIeHHe KaPOBOii 1esITeJIbHOCTbIO»

Hanpasnenue nonrorosku; 38.03.01 Dxonomuxka
[Tpocuns: GuUHAHCH U KpeaUT

KBanudukanus: bakaizasp

dakynpTeT 5JKOHOMUYECKUI
Ounas u 3a04Has Gopmel 00yueHus

2015/2016 y4ebHbBIN T

PabGouast mporpamma yTBep)kJeHa Ha 3aceaHUM KadeIpbl MeHeIXKMEHTa,
npotokos Ne 4 ot 11 nexabpst 2015

U.o. 3aB. Kadenpoii %ﬂrﬂw)mm__“ A IL IapmuHa

CoCTaBUTEIH: [ ’%% — _ A.B. Mopaosun

CoriacoBaHo:

[/
F’” [O.B. Kynuna, «11» nexabps 2015 r.

Havaneauk YMVY

3aBey il OT/IEIIOM KOMIUIEKTOBAHUS HAYYHOH OUOIHOTEKH
O.H. HoBuxosa, «11» nexadps 2015 r.

[Tpencenarens METOAMYECKONH KOMUCCHH IO TIPOQHUIIO
%/ C.A. BayronsHukos, «11» nexabps 2015 r.

/




N3menenust B padoueil mporpamme
JAMCHUIINHBI «YIIPaBJIeHHE KAJAPOBOM 1eITeJIbHOCTHIO)
Ha 2016 — 2017 y4. rox

YTBEepKIALO
JlekaH PKOHOMHYECKOTO (haKyJIbTeTa

< wz——"/  TO.N. Ilerpenko
et «29» aBrycra 2016 r.

Pabouas nporpamMmma yTBep:kieHa 0€3 U3MEHEHHUIA.

Pabouas mporpamma yTBep>kKJl€eHa Ha 3aceaHuM KadeIpbl MEHEIKMEHTa
rpotokoi Ne 1 ot «29» aBrycra 2016 1.

3aB. kadeapoit ,/[_(4{4«,;&, M.T". Cepreena

CoracoBaHo:
Havanpauk YMY

10.B. Kynuna, «29» aBrycra 2016 r.

[Ipeacenarens METOAMYECKOW KOMUCCUU IO TPOQPUITIO

A7~ MB. AGymrenkoBa, «29» asrycra 2016 .




N3meHenust B padoueil mporpamme
AUCUUILIMHBI «YTIpaBJjieHHEe KAAPOBOM 1eATeJIbHOCTHIO»
Ha 2017 — 2018 yu4. rox

YTBEepKIALO
JlekaH PKOHOMHYECKOTO (haKyJIbTeTa

< wz—"—"/  TO.N. Ilerpenko
et «28» aBrycra 2017 r.

B paGouyro nporpaMMmy BHOCSATCS CIEAYIONIUE U3MEHEHUS:
1) BHECEHBI U3BMEHEHUS B IEPEUYCHBb BOIIPOCOB K 3a4YETY

Pabouas mporpamma yTBEp>kKI€Ha Ha 3acefaHUM Kapeapbl MEHEIKMEHTA,
rpotokoi Ne 1 ot «28» aBrycra 2017 r.

3aB. Kadeapoit N/ eI/ M.T. Cepreesa
T

CoracoBaHo:
Havanpauk YMY

10.B. Kynuna, «28» asrycra 2017 r.

[Ipeacenarens METOAMYECKON KOMUCCUU IO TPOPUITIO

L/Z/ M.B. AGymenkoBa, «28» aBrycrta 2017 r.




COJAEPKXAHHUE
[TOSICHUTEJIbHAS 3ATTMCKA 5
1. Llens 1 3a1a4u U3yUeHUS JTUCIIUILIHHBI 5
2. IlepeyeHs MIaHUPYEMBIX PE3YNBTATOB O0YUESHHS 110 AUCIMITIHHE,
COOTHECEHHBIE C [UIAHUPYEMBIMHU Pe3yJIbTaTAMUA OCBOEHHSI OCHOBHOM

npodeccruoHanbHON 00pa3oBaTeIbHON ITPOrpPaMMbl S
3. Mecto pucuuruinael B ctpykrype OITOIT BO 6
COJIEPXXAHUWE NMCLMITJIMHEBI 8

4. ConeprxaHye JUCUUIUIMHBI, CTPYKTYPHPOBaHHOE IO TeMaM (pazjenam) ¢
yKa3aHHUEM OTBEJIEHHOI0 Ha HUX KOJUYECTBA aKaJeMHUYECKHX HITH

aCTPOHOMMYECKHX YacOB U BUAOB YHUeOHBIX 3aHATUN 8
Cxewma pacripeseneHus yaeOHOTO BpeMeHH 10 BUaM yueOHO# paboThI 8
ConepskaHue JUCHMUIUIMHBI 11
5. Ilepeuenp yyeOHO-METOAMUECKOTO 0OecredeH sl I CaMOCTOSTeIbHOW paboTh
00yYaroUUXCs 110 JUCLIMIITUHE 18
6. @OoH/I OIIEHOYHBIX CPEJICTB [JI IPOBEJICHUS IPOMEKYTOUHON aTTeCTAI[UH

00y4aroIUXCs N0 JUCLUILIUHE 24
7. IlepedyeHs OCHOBHOM U JIOMIOJTHUTEIBHOM JIUTEPATYPbI, HEOOXOIUMOMN ISl

OCBOEHUS AUCITUTIIUHBI 23
OcHoBHas IUTepaTypa 25
JononuurensHas ureparypa 25

8. IlepeueHs pecypcoB HHPOPMALHOHHO-TEIEKOMMYHUKALIMOHHOH CeTH
«HMurtepuer» (nanee — cets «MHTEpHETY), HEOOXOUMBIX JIsi OCBOCHMS
JTUCIUTIIIUHBI 27
9. MeTomuyecKkre yKa3zaHus JiJisg 00yqarommXcs 110 OCBOCHHUIO JUCIUILTHHEI 28
10. Ilepeuens nHPOPMALIMOHHBIX TEXHOJIOTHUH, UCIIOIB3YEMBIX IIPH
OCYILIECTBIIEHUH 00pa30BaTEeILHOrO Ipollecca Mo JUCIUILINHE, BKIII0Yas epedeHb

[IPOrPAMMHOI0 O0ecTieYeHus U UH(MOPMAITUOHHBIX CIIPABOYHBIX CHCTEM 28
11. Onucanue MaTepUanbHO-TEXHHUECKOH 0a3bl, HEOOXOTUMOH 15l
OCYIIECTBICHUSA 00pa30BaTeIILHOTO MpoIlecca 1Mo JUCIUTUIMHE 47



MOSACHUTEJBHAS 3AIIMCKA

1. esn 1 32724y H3yYeHHS TUCHUNIHHBI
[[eabl0 OCBOCHHUS OUCLHMIUIMHBEL «YIpaBleHHE KaApOBOH MESITENBHOCTHIOM
ABJIAETCA NMPUOOPETEHHEe 3HAHMN M HABBIKOB, HEOOXOIUMEIX JUIsl (hOPMUPOBAHHS
[EJIOCTHOIO IIPEJCTaBICHUsT O KaJApPOBOM IeJIONPOU3BOACTBE KaK OJHOTO W3
HEOOXOJMMBIX 3JIEMEHTOB CHUCTEMBl YIIPABICHHS IPEAIPUATHEM, a TaKKe
pasBUTHE HaBBLIKOB BEJIECHHSA KaJpoBOH [JOKYMEHTAlMM, KaK OJHOro U3
OCHOBOII0JIATAIOLIUX IPOPECCUOHAIBHBIX KAYeCTB.
3ajauy M3y4eHUsI TUCIIUTIHHEIL:
— O3HAKOMJIEHHE OOy4alolUXcsl ¢ 3aKOHOJATENbCTBOM, PETYIUPYIOLIHM
KaJPOBYIO IeSITeIbHOCTH OpPraHu3alliH,
— M3y4YeHHME OCHOBHBIX IIPHEMOB yYIIPABJIECHUs KaJIPOBOH AeATEIbHOCTRIO;
— OCBOEHHE ClIylaTeasiMd OCOOEHHOCTeH JOKYMEHTOB NpH paboTe B OTHENe
KaJpOB M MPABOIUCAHUS TIPH UX COCTABICHHH.

2. Ilepeyens NIAHHPYEMBIX Pe3yJIbTATOB O0yYeHHsI M0 AUCHHILIHHE,
COOTHECEHHBIE C VIAHHPYEeMBIMH pe3yJibTATAMH OCBOEHHS OCHOBHOI
npogeccuonaabHoi 06pa3oBaTebLHOH NPOrpaMMbl

IIpouecc wM3ydeHHss OUCUMILIMHBI  HalpaBleH Ha  (OpPMHpPOBaHHE
CJIEIYIOIIUX OOIIEKYIBTYPHBIX U TPOGECCHOHATBHBIX KOMITETEHIIMA:

- CIIOCOOHOCTH HCIOJIB30BaTh OCHOBBI SKOHOMMYECKHUX 3HAHWH B Pa3IMUHBIX
cepax nesrensuoctd (OK-3);

- cpmocobHocTh paboTraTh B KOJUIEKTHBE, TOJEPAHTHO BOCIPUHHMAS
CoLMalIbHBIE, STHUYECKHE, KOH(ECCHOHATbHBIE U KyNbTypHBIe pazmuuust (OK-5);

- CcHocoOHOCTh HCIOJB30BaTh OCHOBBI IIPABOBBIX 3HAHUH B PA3IMYHBIX
ctepax nearensHoctd (OK-6);

- CIIOCOOHOCTH K cCaMOOpraHu3anuu u camoodpazosanuio (OK-7);

- CIOCOOHOCTH  pelaTh  CTaHJAapTHble 3a7add  MpodeCCHOHAIBHON
NeATeIbHOCTH Ha OCHOBE MH(OpMaIMOHHON U Oubnuorpaduyueckoi KyJabTypsl ¢
IpUMEHeHHeM HH(OPMAlMOHHO-KOMMYHHKAIIHOHHBIX TEXHOJIOTHH H C Y4ETOM
OCHOBHBIX TpeboBaHHH HHpopMaMoHHoH 6ezonacHocTu (OITK-1);

- CIIOCOOHOCTH OCYILIECTBISTL CcOOp, aHamu3 U 00paboTKy JaHHBIX,
HeoOXOAMMBIX JJIs pelleHus nmpodeccruonanbHbIX 3aaa4 (OITK-2);

- CIIOCOOHOCTB, HCIIONIB3Ysl OTEUECTBEHHBIE U 3apyOeXHBIE WCTOYHHUKU
uHpopManuy, coOpaTh HeoOXonuUMBble TaHHBIE MPOAHAIW3UPOBATH HUX U
NOArOTOBUTH MH(OPMALIMOHHBIH 0030p n/unu aHammThyeckuit oryet (TTK-7);

- CIOCOOHOCTH  HCIOJB30BATh  JUIS  PEHICHUS  aAHAIMTHYECKHX U
UCCIIEIOBATENICKUX  3aZlad  COBpPEMEHHBIE  TEeXHWYECKHE  CpejcTBa |
nHpopManuoHHsle TexHomoruu ([1K-8);

- CIIOCOOHOCTh OPraHU30BaTh AEATENBHOCTE MATOM TIPYIILI, CO3MAHHON IIs
pealn3aluy KOHKPEeTHOT0 SKkoHomudeckoro npoekrta ([1K-9);

- CIOCOOHOCTH HCIIONIB30BATh [UIS pEIIeHHMsT KOMMYHHMKATHBHBIX 3ajauy
COBpEMEHHBIE TEXHUYECKHE CpelicTBa U HHPopMaloHHklie TexHoaoruu (ITK-10);




- CIHOCOOHOCTb  KPUTHYECKM  OLIGHUTh  IpelajaraeMble  BapHaHTBHI
YIIpaBJIEHYECKUX pPEIleHUHd M pa3paboTaTb W O0OOCHOBATH MPEIJIOKEHHUS 10 HX
COBEPIIEHCTBOBAHUIO C  Y4YeTOM  KpPUTEpHEB  COLMAIBHO-3KOHOMHUYECKOM

3(1)(1)6KTPIBHOCTI/I, PHCKOB W BO3MOKHBIX COIIHAIbHO-OKOHOMHYCCKHX HOCHeﬂCTBHﬁ
(TTK-11).

B pesynbTaTe uzydeHus JUCHUIUIMHBI 00YHarOIITUHCS JOJDKEH:

3HaTh:

— HOPMaTHUBHO-IIPABOBYIO 0a3zy KaJpoBoro jeionpou3soactsa B PO (3-1);

— TOCYJapCTBEHHBIE CTaHIApPThl, PErJIAMEHTHPYIOIIHE BOIPOCH CO3JIaHus,
TEXHOJIOTHIO 00pabOTKU U XpaHeHUs KaApoBOH JoKyMeHTanuH (3-2);

— OCHOBBI OpraHu3aluyu J1oKyMeHTooboporta (3-3);

— OCHOBHBIE IIpaBMJa M IOAXOJbl K IIOCTAHOBKE TEKYLIEro W apXHBHOIO
XpaHeHUs] JOKYMEHTOB 110 TUYHOMY cocTaBy (3-4);

— TepCHeKTHBHbIE TEHAGHIWH palMOHANHM3AIMH M  KOMITBIOTEPH3ALMH
COBPEMEHHOM CHUCTEMBI ayJMTa YeJOBEUEeCKUX PEeCcypcoB U ITUATHOCTHKH
OpraHu3allMOHHON KyJIbTYpHI (3-5).

YMeTh:

— pa3padaTbeiBaTh H 0QOPMIISTE KaIpOBYIO AJOoKyMeHTaluo (Y-1);

— BECTH JIOKYMEHTAIUIO 110 JUYHOMY COCTaBy, TPYJAOBBIM OTHOIIEHHAM (Y-2);

— aHAJIM3UPOBaTh MW CHCTEMATH3UPOBATh MHPOPMALMIO [0 OpraHU3aALUH
XpaHEHUs JOKYMEHTOB, COJE€palluX MepcoHalbHbIe AaHHbIe, COOJI0IAThH
OCHOBHBIE TpeboBaHus HH(OPMaAIHOHHOH Oe3omacHocTH (V-3);

— CaMOCTOSATENIEHO pa3padaThiBaTh HOPMATHUBHO-METOIUYECKHE JOKYMEHTEI
apXHBOB I10 TUYHOMY cocTaBy (Y-4);

— OCYILECTBJISTbH W OPraHHU30BBIBATH TeKylllee XpaHeHHe JIOKYMEHTOB II0
JUYHOMY COCTaBy, SKCIIEpTHU3Y ILEHHOCTH, MOJAIOTOBKY K AapXHBallMU H
JIpyrHue BUIBI paboT 10 KaJpOBOMY JEIONPOU3BOJACTBRY (Y-5);

— €aMOCTOSITEJIbHO COCTaB/ISTh U paboTaTh C HAyUHO-CIIPABOYHEIM AIapaToM
110 KapoBOH JesTenbHOCTH (Y-6).

Braners:
— TEOPETUUECKHUM MHCTPYMEHTAPUEM KaJIpoBOTO Jejomnpou3Boactea (B-1);

— TEPMHHOJIOTMYECKUM HHCTpYMEHTapHeM KaJpOBOro JeJIONpou3BoacTsa (B-
2);
— COBPEMEHHBIMH TEXHOJOTHSIMH yIIpaBieHus nepcoHanom (B-3).
3. MecTto aucuuniaunsl B cTpykrype OIIOIT BO

JucuuiuiiHa  ABlseTcsl AMCLUILIMHOM 1O BBIOOPY BapHATHBHOH YacTH
OITOIT BO.



K wucxomupiM TpebGoBaHUAM, HEOOXOMMMBIM ISl M3YYEHHS AUCLIMILIHHEI
«Y1paBlieHHue KaJpOBOi esTeNbHOCTBIO», OTHOCSTCS 3HAHHS, YMEHHS U HABBIKH,
chopMUPOBAHHEIE B X0J1€ U3YYeHUs! TUCHUILTHHBI « TpynoBoe mpasoy.

3HaHus, TOJIy4eHHbIE B pe3yibTaTe U3y4YeHUs NaHHOH AUCIHUILUTMHEI, OYAyT
MONEe3Hbl NI MpOoQeCcCHOHAIBHOW HesATeNbHOCTH OyAyIlero crenuajmucra M
MTO3BOJIUT €My OCYIIECTBISITh KBAIU(PUUUPOBAHHBIC MACHCTBHS W TNPHHHUMATH
000CHOBaHHBIE PELIeHHs B pa3iHUYHbIX cdepax, CBSI3aHHBIX C MPOQeCcCHOHATbHOM
JeSITeIBHOCTBIO.



COJEPKAHME JUCIUTLINHEI

4. Coaep:xaHue JHCUHNIHHBI, CTPYKTYPHPOBAHHOE 1O TeMaM (pa3aenam) ¢
yKa3aHueM OTBeIeHHOI'0 HA HUX KOJIHYeCcTBA aKaJeMHUYeCKHX HITH
ACTPOHOMHYECKHX YACOB H BHAOB yUeOHBbIX 3aHATHH

Cxema pacnpeneneHust yueOHOro BpeMeHH 10 BHAAM y4eOHOI padoThbI

Obmas Tpy10eMKOCTh JUCIHUIUIMHBI IPU 0YHOW dopMe oO0ydeHHs — 3 3adeTHEIE
enunHuIs (108 akajeMuyeckux 4yacoB)

Ob1ast TpyJ10€MKOCTh TUCHUILUIMHEI IPH 3a04HOU dhopMe oOyueHHs: —3 3ayeTHBIe
equuuIp! (108 akajeMUyecKnX 4acoB)

Cxema pacnpeaejacHus yqeﬁnoro BPEMECHH IO CEMeECTpaM H Kypcam

Oumnas popma o0yueHus

TpynoemkocTs, Yyac
Bunab! yuedHoii paboTnbi 8 con. Beero

Oo6mas Tpy10eMKOCTh 108 108
AyauTopHas pabota 60 60
B TOM YHCJIE!
JIeKITHH 30 30
IPAKTHYECKHE 3aHSTHS 30 30
CamocTtosiTeibHasi paboTa 48 48
IIpome:kyTOUYHAs aTTecTalus (3a4eT) + +

3aounas gopma oOyyeHusn

TpynoemkocTs, yac
Bujabl yueOHoi padoTsl Sy Beero

Obmas TPy10eMKOCTh 108 108
AyautopHas pabota 8 8
B TOM YHUCIIE!
JIEKIUH 4 4
MPaKkTUYEeCKHE 3aHATUS 4 4
CamocToniTe/ibHAs pabora 96 96
IIpomerxxyTounas arrecTaums (3a4der) 4 4




TemaTnueckuii niian
Ounasn ¢popma oOyueHus

O6masn B Tom unciie Camocr | [Ipomesx

Ne Pazgennt u TemMbl TPy/0eM AYAHTOPHBIX OATEJL | YTOYHAHA

n/n AUCHHILTHHBI KOCTBh, | BCEro U3 HHX: Hast aTrecTan

Hac JeKIl. | mpakr. | pabora us
OcuosHrle MOHATHS

I. | ynpaBnenus KaJ[pOBOH 8 4 2 2 4
JEATEIBHOCTBIO.

Mecto kajpoBoit cinyxObl B
cucreme YIpaBJICHUS
MIEPCOHATIOM.

3ajaun KanpoBOH CIyxOBI B

2. | HOKyMEHTallHOHHOM 8 g 2 2 =
obecrieueHHH yIIpaBICHUS
epCOHAJIOM. lonsTHe
KaJIPOBOTO
JIEJIONIPOM3BOJICTRA.

VuuduimpopanHass cucTeMa

3. | nokymenramuu. Odopmiienne 10 6 2 4 i
CITy»eOHBIX JJOKYMEHTOB.

4 Opranuzanus CIy OBl 3 4 ) 5 4
JIEJIOITPOM3BOICTRA
Cucrema pacropsIuTesIbHOH

5. | JOKyMEHTAI1H, ee 10 6 . 2 4
Ha3HAYEHHE U COCTaB.

6. Jlenonpor3BoaCTRO 10 12 6 ) 4 6
JHYHOMY COCTaBY.

Tabenb Gpopm JIOKYMEHTORB 110

- | TMUOBBIM  YNPaBJIEHYECKHM 12 6 ) 4 6
curyanusM.  [lonstue o
JIOKYMEHTO000pOTE.

Xapakrepucruka

8. | KOMILIEKCOB KaJIpOBOH 10 6 4 2 4
JIOKYMEHTALHH.

Jlorosopnas,

g | pacmopsmTeNbaas, ydernasi, 2 g 4 4 4
OTYETHAas KaapoBast
JIOKYMEHTAIUSI.

JlokyMeHTHpOBaHUE

10. KaJIpOBO# NesITeIbHOCTH, 10 6 4 5 4
[lepconansHas
JIOKYMEHTAITHSI.

11. | TpylioBBIE KHHIKKH. 8 4 2 2 4
ITpomeskyTouHast arTecTarus " "
(3auger)

Hroro 108 60 30 30 48 +




3aounas popma oGyueHus

Ob6masn B ToM umnciie Camoct | IIpomex

Ne Pazgennt u Tembl Tpy1oem ayIHTOPHBIX oSITeJIbL | YTOUHAS

n/n AHCIHTLIHHBI KOCTb, | BCEro H3 HHX: Has aTrecTan

Jac JIeKNl. | mpakT. | pabora ust
OcHOBHEIE HOHATHSA

1. | ynpaBienus KaJIpOBOit . 2 L
JEeSTENbHOCTBIO.

Mecro kanpoBoii cinyxObl B
cucreMe yIIpaBlieHUst
[IEPCOHAJIOM.

3ajaun KajpoBOM CIyKObl B

2. | JOKyMEHTallHOHHOM . &
obecrieyeHnn yIpaBlIeHUS
[IEPCOHATIOM. [TousTtue
KaJpoBOTO
JIeJIONIPOM3BOICTRA.

YHupHIHpoBaHHas —cHcTeMa

3. | nokymentaii. OdopmiieHue 10 10
CI1yKEOHBIX JIOKYMEHTOB.

4 Opranuzanus cIry0bl 8 8
JIeJIOIPOU3BO/ICTBA
CucreMa pacropsiIuTeNILHOM

5. | JOKyMEHTaIUH, ee 8 8
Ha3Ha4yeHHE U COCTaB.

6. Jlenonpou3BoicTBO 1o 12 5 5 10
JINYHOMY COCTaBY.

Tabeis GpopM JIOKYMEHTOB TI0
7 THIIOBBIM  YIIPaBJICHYECKUM 12 ) 5 10
" | curyaumsMm.  [lonsitwe o
JIOKYMEHTOO00POTE.
XapakrepucTuka 9 g

8. | KOMIUIEKCOB KaJpoBOi
JOKYMEHTALHH.

JlorosopHas,

g | pacmopaumTenbias, yderHas, 8 8
OTUeTHas KaJpoBas
JIOKYMEHTAIIHS.

JlokymeHTHpOBaHUE

10. KaJpoBOH eI TeIEHOCTH. 10 ’ ) 8
[lepconanbhas
JOKYMEHTAIHSI.

11. | TpynoBsie KHHUKKH. 8 8
ITpomexyTouHas arrecTaius 4 4
(3auer)

Beero 108 8 - 4 96 4




Coaep:xanne THCHHITHHBI

1. OcHOBHBIE MOHSITHS YIIPABJIeHUS KAIPOBOM AeATEIbHOCTLIO
MecTo DUCHMIUIHHBI «YTIpaBIeHHE KaJpPOBOH NESATENHHOCTH» B y4eOHOM IIIaHe
cpeau apyrux KypcoB. CojliepkaHue OCHOBHBIX IOHATHH HTOKYMEHTAIHOHHOIO
obecriedyeHMss yIpaBIEHHUS: AEIOMPOU3BOJCTBO, IOKYMEHT, JOKYMEHTHPOBAHHE,
JokyMmeHTtooOopoT. Texnonorus paboTel ¢ mokymeHTamu. HOpuaumueckas cuia
noxkymenTa. Ilogmuaauk noxymenTa. Konust noxkymenrta. Cuctema JTOKYMEHTALIHH.
OpraHu3aiOHHO-PACIIOPS AU TENBHBIE JIOKYMEHTBI.
JIureparypa:
OcHoBHasg — 15
HonomuurensHas — 1, 3,4, 5, 9,10, 11, 13.
Hurepuer-pecypc:
http://students.rfei.ru/a/students/library.jspx;
http://pravo.gov.ru;
http://www.consultant.ru;
http://www.edou.ru.
®opmupyemsie komnerenuuu: OK-5; OK-7; OIIK-1, OT'IK-2.
O6pazoBaTenbHbIe pe3yasTaThl: 3-2, 3-3, V-1, V-2, B-1

2. MecTo KaipoBOi ¢j1y:k0bI B cHCTeMe yIpaBJeHHsl NepcoHaIoM. 3aga4un
KaJpOBOii ¢/1yk0bl B JOKYMEHTAILHOHHOM o0ecre4eHHH YIPaBJIeHHS
nepconasoM. [loHsiTue KagApoBOro AEJIONPOU3BO/ACTBA.

ITondarue U ompeneleHHMe IMpolecca JOKYMEHTAIMOHHOTO  o0ecIeyeHus
yIOpaBJeHUs MePCOHAIOM OpraHW3ally, POJb JOKYMEHTOB B YIIPaBJIeHUECKOM
nesTenbHOCTH. Ponk M 3amaun  KanpoBoM CHyxOBl B cHCTEMe YIpaBlIeHHS

nepconaioM. [Toapaznenenus kagpoBoid cyXOBbL.

KanpoBble JIOKYMEHTBl Kak COLMaIbHO 3HAYMMBIE JOKYMEHTBI OpraHH3allvy,
peryiupyloide TpyAOBble NPaBOOTHOWIEHMS. HopMmaTuBHBIE TOKYMEHTEHI,
perynupymouire 3Tu oTHoleHus: Tpynosoii kogeke PO, OenepanbHbiil 3aKoH «O06
uH(popManuy, HWHOOPMALMOHHBIX TEXHOJNOTHIX W O 3alIuMTe HMH()OpMAIHHY,
HMucTpykums 1o BefeHUIO TPYyHOBBIX KHMXKEK, [leHcHOHHOE 3aKOHOTATENBCTBO,
Ilonoxenue o MenepanbHoil cityxbe 3aHsTOCTH POoCccuy, YCTaBBI U MOJIOKEHUS O
IUCLUIUTMHE (Ha JKele3HOJAOPOKHOM, BOJHOM, BO3IYLIHOM TPAHCIOPTE W Jp.).
OCHOBHBIE ITOHSITHS U TEPMUHBI.

Jluteparypa:

OcHoBHast — 1 —35

HomonuurensHas — 1, 3,4, 5, 9,10, 11, 13.

HNnrepuer-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

®opmupyembie kommereHuun: OK-5; OK-6; OK-7; OI'IK-1, OI'IK-2; ITK-7.
O6pazoBatenbHble pe3yibTaThl: Ne-1, 3-2, 3-3, V-1, V-2, B-1



3. Yundpunuposannas cucrema qokymentauun. Qdopmiienue cirykeGHbIX
JOKYMEHTOR.

Odopmienne cnyxeOHBIX TOKYMEHTOB B COOTBETCTBHU ¢ TpeboBaHusamu I'OCT P
6. 30-2003. IIpaBoBBIe OCHOBBI perylaMEHTAL[MH BOIIPOCOB O(OPMIIEHUS CITYKEOHBIX
nokymenroB. Xapaxrepuctuka I'OCT P6. 30-2003. TpeGoBanust K peKBH3MTaM
CIIy»eOHBIX JoKyMeHTOB. COCTaBIeHHEe TEKCTOB CIIy)KEeOHBIX JOKYMEHTOB. S3bIK U
CTUJIb CIyKeOHBIX NOKyMeHTOB. OcoOeHHOCTH O(HIMAIBHO-IEI0BOTO CTHIIS.
Ynorpebnenue TPOMUCHBIX W CTpouHbIx OykB. COOCTBEHHBIE HMEHA.
['eorpauyeckue  Hassanusa. Haspanus  rocynapcTtB,  aIMHHHCTPATHBHO-
TEPPUTOpPHANIbHBIC HaMMEHOBaHUsA. HavMeHOBaHWE TMpa3HUKOB, MMAMATHBLIX AT,
NaMATHUKOB CTapUHBI, IPOM3BENEHWH WCKYCCTBA, JIMTepaTypbl. EmwHOOGpasue
[IPUHLIKAIIOB ¥ GOPMEI cokpaleHui. Mcnoib3oBanue ucer.
JIureparypa:
OcHoBHas — 1 —5
Jlonmonmuurensuas — 1, 3, 4, 5, 9,10, 11, 13.
WurepHer-pecypc:
http://students.rfei.ru/a/students/library.jspx;
http://pravo.gov.ru;
http://www.consultant.ru;
http://www.edou.ru.
Oopmupyemble komnereHnun: OK-5; OK-6; OK-7; OIK-1, OIIK-2; ITK-7.
OOpazoBarenbHble pe3ynabraTel: 3-1, 3-2, 3-3, V-1, V-2, B-1

4. Opranmsanusi  cjay:k0b1  JejonpousBojacrsa. (OCHOBHbIE JIOKYMEHTHI
ynpasJienusi nepconanom. TpeboBanus K paspadoTke H 0hopMJIEHHIO.
Cucrema OpraHu3allMOHHO-NPABOBON JOKYMEHTAllMW, €€ Ha3HAYe€HHWe U COCTaB.
CocraBnenne u oGQoOpMIEHHE OTHACNBHBIX BHJIOB OPraHH3allMOHHO-IIPABOBBIX
JIOKYMEHTOB.  Y4YpeIHTeNbHBIE JOKYMEHTBI: JOoroBop, ycraB. CTpykTypa
YIPEIUTENBHBIX JIOKYMEHTOB, IIOPAJIOK MX COCTaBJIEHHUS H O(OpPMIICHHS.
[Tonoxkenne 006 yupexaeHUH (OpraHU3ALMM), €r0 pPa3Jeibl, XapaKTepHCTHUKA,
nopaok opopmiieHus. [TonoxeHnne o CTPyKTYPHOM MOApa3Aee U , ero pas/ielsl,
XapaKTepUCTHKA, IOPAN0OK opopmieHus. Jlo/KHOCTHAS HHCTPYKIHS, ee pasJielsl,
nopsnok odopmienus. IlltatHoe pacnucanme. YHuHUMpoBaHHAs (GopMma
mrTarHoro pacnucaHus. llopsgox pa3paGoTku u  OQOpPMIIEHHS  [ITATHOIO
pactiucanus. HMHCTpyKIus, ee CTpyKTypa, Nopsnokx odopmienus. Ilpasuna,
MIOJIOKEHHUSI.

JIureparypa:

OcHoBhast — 1 —35

JlonoauutensHas — 1, 3, 4, 5, 9,10, 11, 13.

HurepHeTt-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.



@opmupyemsle komnereHimu: OK-3; OK-5; OK-6; OK-7; OIIK-2; ITK-9; TTK-10;
TIK-11.
ObpazoBatenbHble pe3yasTaTel: 3-1, 3-2, 3-3, V-1, V-2, B-1, B-2

5. Cucrema pacniopsiIuTe/ILHONH JOKYMEHTAIlHH, ee HAa3HAYEHHE H COCTAB.
Jlenenue pacrnopsiIMTENbHBIX JTOKYMEHTOB C Y4YeTOM cQepbl HeHCTBHA.
JIOKyMeHTBI, H3JaBaeMbleé B YCIOBHAX KOJUIETHAIBHOCTH. JIOKYMEHTEL,
M3/1aBaeMbl€ B YCIIOBUSX €IMHOJIMYHOIO NIPUHATHS pelueHui. [Iponenypa n3manus
nokyMeHToB. [Iponeaypa usjganus B ycloBUSX KoJjulernanbHOCTH. CoCTaBlIeHHE H
o(OpMJICHUE IIOCTAHOBICHHMS, peulleHus. [lpolenypa H3JaHWs B YCJIOBHSIX B
YCIOBHSIX €IMHOJHMYHOrO MPHUHSTUS pellleHruid. Buapl npHKa3oB, UX COCTABJIEHHE
u opopmitenue. Pacnopspkenue, yKkazaHue.

Jlureparypa:

OcHoBHasg — 1 — 5

HononuurensHas — 1, 3, 4, 5, 9,10, 11, 13.

WutepHer-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

®opmupyemsle komnereHuu: OK-5; OK-7; OI'K-1; OI'K-2; ITK-8; TTK-10.
Obpa3zoBatenbHble pe3yiabTarsl: 3-1, 3-2, 3-3, V-1, V-2, V-3, V-4, B-1, B-2

6. [le10npou3BOACTRO MO JIHYHOMY COCTABY.
Opranuzanonnbie  ¢GopMbl  pabOTel ¢ JOKyMEHTaMH: [IEHTPaJH30BaHHas,
JeleHTpalu30BaHHas, CMellaHHas. [UIIOBblE OpPraHW3ALHOHHBIC CTPYKTYPBI
CITy>K0BI JISNONIPOM3BOJCTBA. 3aJaud U (YHKIHUH CIYKObI JeOIPOH3BOICTBA.
DOYHKUMM CTPYKTYPHBIX MOJpa3/ie/ieHHud Aenonpou3BoacTBa. JlOMKHOCTHON H
YUCIICHHBIM COCTaB Cly>KObl JenonpousBoacTBa. HopMaTtuBHas periamMeHTaIlHs
CIIy’kOBI  JIeJIONIPON3BO/ICTBA. IlonoxxeHue o ciuyxbe HeNoNpOM3BOJICTBA.
HomxHocTHass MHCTPYKIUs. MHCTPYKUHUS MO JOKYMEHTAHOHHOMY O0eCIeueHuIo
YIIpaBIIeHHs], ee CTPYKTYpa.

Jlureparypa:

OcHoBHast — 1 —35

Homnonuurensnas — 1, 3,4, 5,9,10, 11, 13.

Nutepuer-pecype:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

dopmupyemble komnerenuuu: OK-5; OK-6; OK-7; OIIK-1; OITK-2; ITK-9.
ObpazoBarenbHble pe3ynbTaTel: 3-1, 3-2, 3-3, 3-4, V-1, V-2, V-3, V-4, B-1, B-2



7. TaGeab (popM JOKYMEHTOB [0 THIOBBIM YIPABJIEHYECKHM CHTYAIHSIM.
IlonsiTne 0 nokymenTooGopoTe.
PasButre opranmzanuu JoKymeHTooOopora. OCHOBHBIE TMpaBUia OpraHH3ALMH
NOKyMeHToOoOOpoTa B yupekJeHuH. JIOKYMEHTOMOTOK. Pa3sHOBUIHOCTH
noxkymenrornoroka. Ilpuem u nepeuuHas o6paboTka moKymeHTOB. I[IpaBmia
nepBU4YHOW  00paboTrkm  pokymeHtoB. llepemaua  nmoxymenrtoB. Ilopsimok
HamnpaBIeHUs [OKyMeHTa Ha HcIoiHeHue. [lopsiok paboThl HCHOIHHUTENS C
noxkymeHTamu. Buyrpennme poxymentol. Mcxomsimime noxymeHTsl. [Ipasuia
00paboTKM UCXOASIIUX JIOKYMEHTOB.
JIureparypa:
OcHoBHast — 1 — 5
Hononuurensnas — 1, 3,4, 5, 9,10, 11, 13.
HuTepHer-pecypc:
http://students.rfei.ru/a/students/library.jspx;
http://pravo.gov.ru;
http://www.consultant.ru;
http://www.edou.ru.
D®opmupyemsle komnetenmu: OK-5; OK-6; OK-7; OIK-1; OITK-2; I1K-7; TTK-10.
ObpazoBaTenbHble pe3ynbratel: 3-1, 3-2, 3-3, 3-4, V-1, V-2, V-3, V-4 B-1, B-2
8. XapakTepHCcTHKA KOMILIEKCOB KAJPOBOil IOKYMEHTALMH.
Crpykrypa KaapoBoii HH(pOPMANHMOHHO-IOKYMEHTANHOHHOH  CHCTEMBI.
Kommnekcel kaipoBOH NOKYMEHTAllMH B OpraHu3alud. Komruiekcsl JOKYMEHTOB,
MMeIoIllie  I[eJIeBYI0  IIPHHAUIEKHOCTH  pasluYHBIM CTPYKTYPHBIM
nojpas/ie/leHdsiM 10 ydeTy pabodero BpeMEHH H pacyeToB C IEPCOHATIOM II0
omare Tpyaa.
HopmaTuBHasi H HOpMATHBHO-cOpaBOYHAasl JOKyMeHTauHs. IlocTaHoBIeHHe
ITpasutensctea PO «O TpynoBeix KHUXKKax», MHCTPpYKIUS 0 MOpsaKe BeJeHHS
TPYAOBBIX KHMKEK Ha IPEANPHUATHAX, B YUPEKIEHUIX U opranusauusx; TapuhHo-
KBaNN(QHUKallMOHHbIE XapaKTePUCTUKH OOIIEOTPACIeBBIX IODKHOCTEN CIYKAIUX
U oOweorpacieBslx npodeccuit pabounx u T.n. HopmaTWBHBIE JOKYMEHTHI,
u3aBaemble cyobekramMu PO®. JlokanbHble HOpMAaTHBHBIE aKThl OpraHU3alluu
(obs3aTenbHble M (akyiapTaTHBHBIE). [lnaHoBasi kajapoBasi HOKyMeHTAIHs.
JOKyMEHTBI NEPCIIEKTUBHOTO M TEKYLIET0 MPOrHO3UPOBAHHUS U INIAHUPOBAHHUS B
4acTH KOMIUIEKTOBaHMS OPraHM3alud KaJpaMH, YUCIEHHOTO COCTaBa Pa3IHYHBIX
KaTeropui pabouux, CIIy>KalllkX, 00CITyKUBAIOIIEr0 nepcoHaa,
aJIMMHHUCTPAaTUBHO-YIIPaBIEHYECKOTO IepcoHana U T.a1. CocTaBleHue IJIaHOBBIX
JIOKYMEHTOB. TE€XHOIOTHsl COCTAaBJIEHUS TUIAHOBBIX JOKYMEHTOB B 00OOILEHHOM
Buge. IIporpamma. IDman. Crpyktypa u mTaTHas 4ucieHHocTs. LlltaTtHoe
pactiucanue. I'paduk ormyckoB. OpraHM3allMOHHO-NPAaBOBasi AOKYMEHTALMS,
Texnonorus cocTaBieHUss OPraHU3AIMOHHO-IIPABOBOM HoKyMeHTanud. Kommuieke
JAOKYMEHTOB [0 KaiapaM, periaMeHTUPYIOIMH TOpSIOK IOCTPOEHHUS u
(GyHKIMOHMPOBAHMS CHCTEMB! YIpaBleHHs pabOTHHKaMU opranuszauuu. IlpaBuna
BHYTPEHHEr0  TPYIOBOTO  pacmopsika, IONOXKEHHA O  CTPYKTYPHBIX



MOJpAa3/eJICHUsIX OpraHusauuu, o0 otraene (ynpaBleHHH, CIyx0e) MepcoHana,
JOJDKHOCTHBIE HMHCTPYKIMU, MPUKa3bl O pa3TpaHHYeHUH IOJHOMOYHM MEeXIy
PYKOBOJOUTENSIMH, IIpaBUiIa, METOJMKM [0 TMPOBeIeHHIO cobecenoBaHuM,
TECTUPOBAHMIO, AaTTeCTAllMM, AHKETUPOBAHWIO TMPETEHAEHTOB HA  3aHSATHE
IOJKHOCTH U 1.

Jlureparypa:

OcHoBHast — | — 5

Hononuurenshas — 1, 3,4, 5,9,10, 11, 13.

Hureprer-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

®opmupyemsbie komnerenuun: OK-5; OK-6; OK-7; OIIK-1; OI'K-2; I'K-8; ITK-9.
O6pazoBarenbHble pe3ynprarsl: 3-1, 3-2, 3-3, 3-4, 3-5, V-1, V-2, V-3, V-4, V-5, V-
6, B-1, B-2, B-3.

9. orosopHas, pacriopsiiuTe/1bHAasl, y4eTHasl, OTYETHAs KaJApoBast
JOKYMEHTALMS.

JloroBopHasi JokymMeHTanusl. JloKyMeHTalMs, perjaMeHTHpYIoulas IpaBoOBbIe
B3aMMOOTHOILIEHUs] pabOoTHHKA W paboTomaTedst B TIPOIECCEe WX COLHAIBHO-
TpyoBbIX oTHOleHUWH. Cornamenus. KomiextuBueii  gororop. Tpynosoi
norosop: croponsl T/l, comepxanume TJI, cpox T/I. PacnmopsiaurennbHas
poxkymentanusa. CrTpykTypa @IpHKa3oB: IpocTas M cinoxkHas. [lopsiok
odopMieHus U peructpaluu npukazos. CocTtaBneHUue MPUKA30B ¢ YYETOM Pa3HOTO
cpoka XpaHeHUs. YHUDUIMpOBaHHBIE (OPMBI MPHUKA30B 1O JTHYHOMY COCTaBY.
JloBefeHre NPUKA30B 1O CBeAeHHs pabOTHHUKOB 1oj pocruck. OcHOBaHUS IS
M3JaHUsl TPHUKA30B 10 JIMYHOMY COCTaBy M OCOOCHHOCTH HMX XpaHEeHHUS B
OpraHu3alyy. Y4YeTHass KaJapoBasi [JAoOKyMeHTauusi. [lepBUuUHBIE YyueTHEIE
JNOKYMEHTHI - JIM4YHas KapTo4dka pabOTHHKa, JIMYHAas KapTouyKa I'OCYAapCTBEHHOTO
(MyHHLMIIAIBHOTO) ~ CIy’Kalllero, ydeTHas Kaprodyka HAy4YHOTO, HAy4HO-
nejaroruyeckoro padornuka. [IpousBoanbie (BTOpUYHEIE) YIeTHBIE TOKYMEHTEI -
CIIPaBOYHO-KOHTPOJbHLIE, CIPAaBOYHO-aHAJIUTHYECKHE, OTYETHBIE KaJpOBBIE
JOKYMEHTBI, KHUXKHbIE (OPMbl PETHUCTPALMM YUYETHBIX CBeJeHWH (anhaBUTH,
KHHTH y4deTa | T.II.)

JokyMeHTAaUMsl MO y4eTy paboyero BpeMEHH H pacyeTroB ¢ IEePCOHAJIOM.
YHupuuupoBanHele (POPMbI JOKYMEHTOB [JIs ydeTa pabouero BpeMeHH! U pacyera
3apa0oTHON IuIaThl: Tabenb ydera paboyero BpeMEHHM, pacueTHas BeIOMOCTb,
JULEBOM CYET U Ap.

OTyeTHast M OTYETHO-CIIPABOYHAS AOKyMeHTAmus. DopMbl, MepHOIUYHOCTH
(rom, xBaptas, Mecdu). OprasHbl, B KOTOPBIE TMPEIOCTABIAIOTCS OTYETHI
(BBIIECTOSAIAs OpPraHM3allUs, OpPraHbl CTATUCTUKH, CIy»k0a 3aHSITOCTH U T.I.)
CBs3p IIAHOBOM JIOKYMEHTAallMd C OTYETHOM, YYETHOH JTOKyMEHTAIIHEH.
BHyTpeHHsiss 0TY4ETHO-CIIpaBOYHAs AOKyMEHTALUs (CIpPaBKU, CBOJIKH, MEPEYHH H



T.J1.), TpemocTaBiseMas  pPYKOBOACTBY  OpraHu3alldd M  CTPYKTYPHBIM
OJIpa3aeIeHHUSM.

Jluteparypa:

OcHoBHast — 1 —5

Honomuurensnas — 1, 3, 4, 5, 9,10, 11, 13.

HuTepHeT-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

®opmupyemeie komnerenuuu: OK-3; OK-5; OK-6; OK-7; OIIK-2; ITK-8; TTK-9;
[TK-10; TIK-11.

O6pazoBartenbHble pesynprarsl: 3-1, 3-2, 3-3, 3-4, 3-5, V-1, V-2, V-3, V-4, V-5, V-
6, B-1, B-2, B-3.

10. loxymenTHpoBaHHe KaApoBoii AesiTeabHOocTH. [lepconannuas

AOKYMEHTALHS.

[Topsaok odpopmiieHns, U3MEHEHHS, NPEKPAIICHHS TPYIOBBIX OTHOIIEHHUH (TprueM

Ha paboTy, mepeBOJ Ha IPYryl0 paboTy, yBOJBHEHHE); MOPSIOK OQOPMIIEHHS

MOOIIPEHHH M HArpaXkKJACHMH, HaJIOXKEHUS B3bICKAHHWH, OTIYCKOB, PE3yILTATOB

arrecraiuu. OdopmieHue aen KagpoBoil ciryxObl COrNIaCHO HOMEHKIATYpe el

opranuzauuu. Mx texylnee U apXxuBHOE XpaHEHHE.

Komrieke mnepcoHanbHBIX JOKYMEHTOB, Ha OCHOBAHHUH KOTOPBIX MPHHHMAETCS

peuieHye o npueMe, IepeBoie, YBOJIbHEHUH paboTHUKA:

1. DOKyMEeHTEHI, BBIJaHHbBIC rpak/iaHam COOTBETCTRYIOIIMMHU
rOoCyJJapCTBEHHLIMM  OpraHaMH, OpraHM3allMsIMH M IOPHIAWYECKH
IOJATBEPXKAIOIME Te CBEAEHHUs, KOTOpble IpakaaHe cooOIalT o cebe
(macmopT, [OOKyMeHT 00 00pa30BaHWHM, BOEHHBIA OWIIET, JIUCTOK
HETPYAOCIIOCOOHOCTH, MEJMIIMHCKAs CIPaBKa, ITOBECTKA W3 BOCHKOMATa H
T3

2. TpyJoBas KHMXKa: COJIEpP)KaHHE pa3/lelioB, MOPSAIOK 3aIl0JHEHUS, BeJEHM,
ydeTa, XpaHeHHs, BbIIauH.

3. IOKyMEHTEHI, BblJaBaeMble paOOTHMKaM OpraHu3alueidl, B KOTOPOH OH
pabGoTaer, NI IMOATBEPXKIEHHUS pa3lIW4YHBIX IPaBOBBIX (AKTOB (KONMUM
NPUKa30B, TPYIOBBIX KHMKEK, pa3jM4yHble CIIPAaBKH, ITOATBEPIKIAIOLHE
MECTO paboTel, MOIDKHOCTb, 3apabOTHYIO TIINary, KOMaHIHPOBOYHEIE
YAOCTOBEPEHHS, MIPOIYCK, IIOYETHEIE IPAMOTHI M YIOCTOBEPEHHUS O HArpaax
U Jp.);

4. JIOKYMEHTBI, COCTaBIE€HHBIE Ipax</[aHaMH, pabOTHHKAMH W HaIlpaBiseMble
MMH paboToMaTeNO UK B IIPOPCOIO3HBIE OPraHEl, KOMHCCHIO 110 TPYI0BEIM
cmopaM ¢ [ENbI0  HM3MEHEHHs  MIM  IPeKpPalleHHUs  TPYIOBIX
NIPABOOTHOLIEHUH (pe3loMe, peKOMeHIaTelbHbIe MHChMa, XapaKTEPUCTHKH,
JUYHBIE 3asBJIEHUS, OOBSICHUTENbHBIE B3aIHUCKH, Xal00bl, IUCbMEHHBIE
oOpareHus u Jp.);



5. ciyxeOHbIe TOKYMEHTBI, XapaKTepu3ylolire mpodeccrHoHaNbHEIE, JIeOBEIE,
MOpaJIbHBIE, JIMYHbIE KauyecTBa pabOTHUKA, KOTOPEIE He MpeHa3HAYEHbI IS
BbIIaud  eMy  (IpeacTaBleHHME K  HA3HAYEHWI0 HA  JOJDKHOCTE,
aTTeCTal[MOHHBIN JIUCT, IPOTOKOJ NMPOBeeHUsT cobece10BaHMtsl, Pe3yILTAThI
TECTUPOBAHUS M AHKETHPOBAHHS, MPOTOKONBI U PEIICHHS KOHKYPCHBIX U
aTTeCTAlMOHHBIX  KOMHCCHH, JUCCEPTALIMOHHBIX, YUY€HBIX COBETOB,
3acelaHui MpaBleHu, coOpaHuii aKIIMOHEPOB | JIp.).

Jlutepatypa:

OcHoBHast — 1 —5

Homonuurensnas — 1, 3, 4, 5, 9,10, 11, 13.
Hurtepuer-pecypc:
http://students.rfei.ru/a/students/library.jspx;
http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

®opmupyemsle komnerenunu: OK-5; OK-7; ITK-7.
OO0pa3zoBartenbHble pe3yabTarsl: 3-1, 3-2, 3-3, 3-4, 3-5, V-1, V-2, V-3, V-4, V-5, V-
6, B-1, B-2, B-3.

11. TpyaoBbie KHHKKH.
W3 ucTtopuu BO3HUKHOBEHMS TPYIOBBIX KHIKEK. [leficTByromue HOpMaTHBHBIE
JOKYMEHTBI 1O TPYIOBbIM KHHXKKaM. OOpasupl OJaHKOB TPYMOBBIX KHIKEK.
Crpykrypa u copep:kanue TpynoBoi kumxkku. OO1iue mpaBuiia BeIeHUS 3arucei B
TPYIOBBIX KHIKKaX. TuTynsHEIH HucT. CBeneHus o pabdote. [IpaBuiia 3anucu far,
Ha3BaHUM OpraHu3aluii, CBeJICHUN O MpueMe, MmepeBojie, KBaTu(GUKaIUUA. 3aucu
0 paboTe MO COBMECTUTEIBCTBY. 3amucu 00 yBOJNbHeHHH. CBeleHus O
HarpaxJaeHusx (moompeHusx). JlyOmukar TpymoBOHl KHIKKW. Brxiamsim B
TPYLOBYIO KHIDKKY. BHeceHue McrpaBieHHH U M3MEHEHHH B TPYHAOBYIO KHIDKKY.
Vet u XxpaHeHHe TPYIOBBIX KHHKEK.
Jlureparypa:
OcnoBrasg — 1 —25
JononuurensHas — 1, 3, 4, 5, 9,10, 11, 13.
HHurepHer-pecypc:
http://students.rfei.ru/a/students/library.jspx;
http://pravo.gov.ru;
http://www.consultant.ru;
http://www.edou.ru.
®opmupyemsie komnerenunu: OK-5; OK-6; OK-7; TTK-7.
O0pazoBatenpHble pe3ynbraTsl: 3-1, 3-2, 3-3, 3-4, 3-5, V-1, V-2, V-3, V-4, V-5, V-
6, B-1, B-2, B-3.



5. Ilepeyenn y4eOHO-MeTOAHYECKOr0 o0ecnedeHHs AJIsl CAMOCTOSITE/bHOM
paboThI 00y4YAKOIMHUXCS 1O THCHHILIHHE

1. Pazpen, tema: OcHoBHBbIE OHATHS YIPABJIEHHsI KA{POBOi 1eATEIbHOCTLIO.

Coaepaanue caMOCTOSITeNIbHOH pabdoOThI: [aiiTe KpPaTKyI0 XapaKTepHCTHKY
OCHOBHBIM TIOHATHUAM YIIPaBIICHHs KaJpOBOH aesrellbHOCThIO. OxapakTepusyiite
OCHOBHBIE HOPMAaTHBHO-TIPABOBBIE HCTOYHHUKHU TOJOXKEHHWE OpPTaHU3AlMOHHO-
MpaBOBBIX JIOKyMeHTOB. Haitnute u u3yyure 00pasusl yupeauTelbHBIX
JIOKYMEHTOB HEKOMMEPYECKUX OpraHu3alii U X03sIHCTBEHHBIX 00ILIECTB.
JIutepatypa:

OcHoBHasg — 1 —35

Jomnonuurensuas — 1, 3, 4, 5, 9,10, 11, 13.

Wurepuer-pecype:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

®opmupyemsbie komnerenuun: OK-5; OK-7; OI'IK-1, OI'TK-2.

ObpazoparensHbie pe3ynbratel: 3-2, 3-3, V-1, V-2, B-1.

®opMbI KOHTPOJIISL, OLIEHOYHBIE CPEJICTBA: ONpoc, pedepar.

2. Pazpen, Tema: MecTo KagpoBoi ¢1yx0bl B cHCTeMe yIpaBJIeHHs
NepcoHaIoM. 3aga4u KaapoBoH ciyK0bl B JOKYMEHTAIIHOHHOM O0ecneYyeHu
ynpasJjeHHs nepcoHajioM. IlonsiTHe KagpoBOro e/I0NPON3BOACTBA.

Copepskanne caMOCTOATEJBbHOH pabGoThbI: OXapaKTepu3yiHTe poJib W 3aJaqyu
KaJpoBOil CiyxObl B cucreMe ynpaBieHus rnepconanoM. ONUIIHTE OCHOBHEIE
IIOHATHS U TEPMHUHBI KaJIPOBOI0O JIEJIONPOU3BOICTRA.

Jluteparypa:

OcHoBhast — 1 —5

HononuureneHas — 1, 3, 4, 5, 9,10, 11, 13.

Hureprer-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

®opmupyemsie komneteHuun: OK-5; OK-6; OK-7; OI'IK-1, OITK-2; ITK-7.
Ob6pazoBaTenbHbIe pe3yasTatel: 3-1, 3-2, 3-3, V-1, V-2, B-1.

®opMBI KOHTPOJISI, OLIEHOYHBIE CPEJICTBA: OIPOC, TECT.



3. Pazpen, tema: YuuguuupoBaHHasi cuctemMa qoKyMmenTtanuud. Odopmiienue
CJIYKeOHBIX TOKYMEHTOB.

Conep:kanne caMocTOATeIbHON paboOTBI: ONpeleNuTe IPaBOBLEIE OCHOBBI
perlaMeHTalMK BOIIPOCOB O(OPMIICHHS CITY>KeOHBIX JJOKYMEHTOB.
JIureparypa:

OcHoBHasg — 1 — 5

Homonuurensnas — 1, 3,4, 5, 9,10, 11, 13.

Wutepret-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

®opmupyemsbie komnetenunu: OK-5; OK-6; OK-7; OIIK-1, OITK-2; TTK-7.
ObpazoBarensHble pe3yasTaTsl: 3-1, 3-2, 3-3, V-1, V-2, B-1.

D®opMbI KOHTPOJISI, OLIEHOYHBIE CPE/ICTBA: ONPOC, TECT, KelC-U3MePUTEb.

4. Pazpen, tema: Oprannzanus cJiy:x0bl gejionpou3BoacTa. OCHOBHbIE
AOKYMEHTBLI ynpaBsjieHus nepconajom. TpebGoBanusi Kk pazpaborke
oopmiieHH]IO.

Conepxanne caMmocToATe/JbLHOH PaboThI: ONMUIIATE CUCTEMY OpPraHM3alHOHHO-
NpaBOBOH [OKYMEHTAallUH, €€ Ha3HaueHWe M COCTaB, a TakKKe CTPYKTYpy
YUYPEUTENbHBIX JOKYMEHTOB, MOPSAA0K UX COCTABICHHUS H 0(OPMIIEHH.
JIutepartypa:

OcHoBHast — 1 —5

Jomomnuurensnas — 1, 3,4, 5,9,10, 11, 13.

Hurepuer-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

®opmupyemsle komnerenuu: OK-3; OK-5; OK-6; OK-7; OIIK-2; ITK-9; T1K-10;
ITK-11.

OOpazoparensHble pe3ynasTaTsl: 3-1, 3-2, 3-3, V-1, V-2, B-1, B-2.

DopMBI KOHTPOJIS, OLIEHOYHBIE CpENCTBA: OIPOC,  TECT, KeWC-M3MEPUTEIb,
pedepat/nokma.

5. Pazpes, tema: CucreMa pacnopsiiHTe/JbHON J0OKYMEHTAIIHH, €€
Ha3HAYeHHe H COCTAB.

Coagep:kanme  caMOCTOSITeNIbLHOH  paGoThbl:  MPOAHATM3UPYHTE  JeleHHe
pacropsAUTENbHbBIX JOKYMEHTOB ¢ y4eTOM cdephl IeiCcTBHUS.



Jlureparypa:

OcHoBHast — 1 —5

HononmuurenesHas — 1, 3, 4, 5, 9,10, 11, 13.

MurtepHeT-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

Dopmupyemsie komrereHimun: OK-5; OK-7; OI'K-1; OITK-2; ITK-8; ITK-10.
Ob6pazoBarenbHble pe3yasTathl: 3-1, 3-2, 3-3, V-1, V-2, V-3, V-4, B-1, B-2.
@®opMBl KOHTpOJIS, OLIEHOYHBIE CpEICTBA: OMNpPOC, Ipe3eHTalus, TecT/ Keic-
U3MEPHUTETb.

6. Pal’.lle.l'l, TemMa: ,Z[eJ]OHPOHfiBO,[ICTBO 10 JIMYHOMY COCTaBY.

Conep:xanne CaMOCTOSATE/IbHOM paGoThI: oToOpazute OCHOBHBIE
opraHuzanvoHHble (GopMbl paboThl ¢ JHokyMmMeHTaMH. OINWIINTE THIIOBEIE
OpraHu3allMOHHBIE CTPYKTYPBI CITY>KOBI 1eJI0MPOU3BO/ICTBA.

Jlureparypa:

OcHoBHast — 1 — 35

Hononuurtenenas — 1, 3,4, 5,9,10, 11, 13.

WutepHer-pecype:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

®opmupyemsblie komneteHuu: OK-5; OK-6; OK-7; OIIK-1; OIlK-2; TTK-9.
O6pa3zoBatenbHble pesyibsTartel: 3-1, 3-2, 3-3, 3-4, V-1, V-2, V-3, V-4, B-1, B-2.
@opMBI KOHTPOJI, OLECHOYHBIC CpEACTBA: OIPOC,  TecT, KeHC-U3MepUTEelb,
pedepar.

7. Pazpen, tema: Ta0esb popm JO0KYyMEHTOB 110 THIIOBBIM YIIPABJIEHYECKHM
cutyauusam. Ilouarue o fokymeHToo60poTe.

Cojepxxanue caMOCTOATE/IbBHONH paGoThl: ONMIIMTE 3TAllbI IIEPBUYHON 00paboTKH
JIOKYMEHTOB.

Jureparypa:

OcHoBHasg — 1 —5

JononnurtensHast — 1, 3,4, 5,9,10, 11, 13.

WurepHer-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.



Dopmupyemble komneTeHuun: OK-5; OK-6; OK-7; OIIK-1; OITK-2; TTK-7; TIK-10.
Ob6pazoBatenpHble pe3yasTathl: 3-1, 3-2, 3-3, 3-4, V-1, V-2, V-3, V-4 B-1, B-2.
®opMbl KOHTPOIIS, OLEHOYHBIE CPE/ICTBA: ONPOC, TECT, KeHC-H3MEPUTETD.

8. Paanen, TeMaA: XapaKTepHCTl/ll(a KOMIIJIEKCOB Kanponoﬁ AOKYMEHTAUHH.

Copnep:kanne caMoCTOATeIbHOH pPabOThI: MPEJICTABTE CXEMATUYHO CTPYKTYPY
KaJIpOoBOH NH()OPMALIMOHHO-TIOKYMEHTALIMOHHOH CHCTEMBI.

JIuteparypa:

OcHoBHasg — 1 —35

HononuurensHas — 1, 3,4, 5, 9,10, 11, 13.

HHuTepHer-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

®opmupyemsie komreteHuun: OK-5; OK-6; OK-7; OIIK-1; OITK-2; ITK-8; TTK-9.
ObpazoBarenbubie pesynbratel: 3-1, 3-2, 3-3, 3-4, 3-5, V-1, V-2, V-3, V-4, V-5, V-
6, B-1, B-2, B-3.

dopMbl KOHTPOJIA, OLIEHOYHBIE CPEJICTBA: OIIPOC, TECT, KeHAC-U3MepUTEb.

9. Pazpnen, Tema: /loropopuas, pacnopsiiuTe/ibHasi, y4eTHAasl, OTYETHAS
KaJApoBas I0OKyMeHTaL M.

Conepxanne caMocTosiTeNbHOH PpabdOThI: TPOJODKUTE CXEMY CTPYKTYpHI
KaJpOBOH MHPOPMAIIMOHHO-TOKYMEHTAIIUOHHOM CHCTEMEL.

Jluteparypa:

OcHoBHast —1 —35

Jononuurensnas — 1, 3, 4, 5, 9,10, 11, 13.

Hntepruet-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

@opmupyemsle koMmrerenuuu: OK-3; OK-5; OK-6; OK-7; OIK-2; IIK-8; ITK-9;
[TK-10; TIK-11.

OOpazoBarenbHble pe3ynpratsl: 3-1, 3-2, 3-3, 3-4, 3-5, V-1, V-2, V-3, V-4, V-5, V-
6, B-1, B-2, B-3.

@DopMBI KOHTPOJIS, OLIEHOYHBIE CPEICTRA: ONPOC, TECT, KeHC-H3MEPHTEIIb.

10. Pa3ges, Tema: JlokyMeHTHPOBaHUE KAAPOBOii 1eATeILHOCTH.
IlepconanbHasi JOKyMeHTAIIHS.
Copep:xanue caMoCTOATENLHOH padoThI: pacCKaXUTe O Nopsake ohopMIIeHHS,
U3MEHEHUs, [IPEKpalleHus TPYJOBBIX OTHOIICHUH (MpueM Ha paboTy, nepeBoj Ha



Ipyryio  paboTy, YBOIBHEHHE); TOPAIOK OGOpMIICHHS IIOOLIPEHHH U
HarpaxIeHUH, HAJIOKEHHUS B3bICKAHWH, OTITYCKOB, PE3YITATOB aTTECTAIINH.
Jluteparypa:

OcHoBHass — 1 — 5

HononuurensHas — 1, 3, 4, 5, 9,10, 11, 13.

MuTtepueTt-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

©®opmupyemsle komnerennuu: OK-5; OK-7; TTK-7.

ObpazoBarenbHble pesynbTatel: 3-1, 3-2, 3-3, 3-4, 3-5, V-1, V-2, V-3, V-4, YV-5, V-
6, B-1, B-2, B-3.

MDopMBI KOHTPOJIS, OLEHOYHBIE CPEJICTBA: OIPOC, TECT, KeHC-U3MEPHTEITD.

11. Paznen, tema: TpyaoBbie KHHKKH.

Coaep:kaHHEe C€AMOCTOSTE]IbHONH PpaGoThI: ONHWINUTE IIOJHOE COJAEPIKAHUE
TPYAOBOH KHMXKKM. PacckaxkuTe 0 JIONOJHUTENBHBIX TIpoleccax paboTel ¢
TPYAOBOH KHHXKKOM.

Jlureparypa:

OchoBrast — 1 — 5

HomonnurensHast — 1, 3, 4, 5, 9,10, 11, 13.

Hurepuert-pecypc:

http://students.rfei.ru/a/students/library.jspx;

http://pravo.gov.ru;

http://www.consultant.ru;

http://www.edou.ru.

®opmupyemsle komnerenuun: OK-5; OK-6; OK-7; TTK-7.

OoOpa3zoBarenbHble pe3ynbTarthl: 3-1, 3-2, 3-3, 3-4, 3-5, V-1, V-2, V-3, V-4, V-5, V-
6, B-1, B-2, B-3.

@®opMBl KOHTPOJS, OLEHOYHBIE CpEJICTBA: OIPOC, TEeCT, KeHC-U3MepPUTENb,
pedepar/oxnan, mpe3eHTaIms.

BOl'lpOCbl AJIsl CAMOKOHTPOJIA MO CAMOCTOSAATE/IBHO H3YYEHHLIM TeMaM

I. CocraB HOpMaTHBHO-METOAMYECKOH Oa3bl KaJpoBOrO JEJIONPOHM3BOACTBA.
3akoHosmartenbHble akThl Pocculickoit @epepanuu B chepe nubopManuu u
JIOKyMEHTALIUH (ypoBHH roCy1apCTBEHHOU perimaMeHTalyn
NOKYMEHTHPOBaHUS, KiIacCH(UKALKs 3aKOHOHATENBHBIX, I[IPABOBBIX MU
HOPMAaTHBHBIX aKTOB, HOPMaTUBHO-METO/IMYECKHUX JIOKYMEHTOB,



D W

rOCyJapCTBEHHBIX  CTaHAAPTOB IO  OT/JEJBHBIM  HAalpaBIEHHIM
peryiMpoBaHHs TOKYMEHTHPOBAHMSI U JOKYMEHTAHOHHOTO 0becrederus).
YHUPHUUUPOBAHHBIE CUCTEMBI JJOKYMEHTAIHH.

Cucrema yvera KaJJpOBbIX JIOKYMEHTOB.

Texuosiorus y4era U XpaHeHUs! KaJIPOBOM JOKYMEHTALMH.

3alKTa I[epCcOHANBHBIX JaHHBIX paboTHHKa. OTBETCTBEHHOCTh 3a
HapyLIEHHEe HOPM, PETYIMPYIOIMX 00pabOTKy M 3aIIUTy MepCOHAIBHBIX
IaHHBIX pabOTHHKA.

Opranu3alMOHHO-NIPAaBOBEIE,  PACHOPSAUTENbHBIE  (YHUDHIIMPOBAHHBIE
(GopmBbl), HH(POPMAITHOHHO-CIIPABOYHBIE JJOKYMEHTBI, IIPOTOKOJL.
CopepxxaHue TPyIOBOTO JIOTOBOpA.

[Topsinox odopMiaeHHs M3MEHEHHs, MpeKpalleHusl TPYAOBBIX OTHOIIEHHIL;
NOpSiIOK  OQOpPMIIEHHS  IOOMIPEHWH W HarpaKIeHUH, HalloKeHHs
B3BICKaHWMH, OTIIYCKOB, pe3yJIbTaTOB aTTEeCTAIlHH.

KonTposib KafpoBo#l JOKyMeHTauuu GenepaTbHOW HWHCIEKUHEH Tpyna,
npo¢coro3aMu, MPOKypaTypoH.



6. Donp OLICHOYHBIX CPEeICTB AJIs NMPOBCACHHSA ﬂpOMe}RYTO‘IHOﬁ aTrecTalu
OﬁyanOIJIHXCH Mo JHCHHILIHHE

Cwm. Ilpunoxenne Nel x pabouyeit mporpamme.



7. IlepevyeHb OCHOBHOI 1 IONOJIHATEILHOMH JIHTEPATYPbl, HEOOXOAUMOH 415

('S

OCBOCHHA JHCIHHILIHHBI

OcHoBHas JIHTEpaTypa

. 3axaposa T.M. Jlenompou3BoncTBo B KaJapoBo#l ciyx0Oe: yueGHO-

METOUYeCKui KoMIuleke / 3axaposa T.u. — M., M. ueatp EAOU, 2010 —
276 c. [351eKTpOHHBIHA pecypc: noctyn depe3 ibooks.ru]

Kysnenos M. H. [lenonpoussojcteo: YyebHo-crpaBounoe mocobue / M. H.
Kysnenos. — 6-e u3n., nepepad. u gomn. — M.: Uznarenscko-Topronas
kopropanus «/lamkos u K°», 2014. — 460 c.[anekTpoHHBIN pecypc: JOCTYI
yepes 1books.ru]

. Kysnennos M.H. [JlokymeHTaumnoHHoe oOecrieueHHe YIIpaBlIEHUS H

nenonpoussoacTBo: yuebuuk/ M.H. Ky3uenos. - M.: KOpaiir, 2012. - 576 c.
[3J1eKTPOHHBIN pecypc: poctyn uepes lib2.rfei.ru]

YnpaBneHHe  KaJpoBOH  JCSATENBbHOCTBIO:  y4eOHUWK;, PernoHaibHbIHA
(UHAHCOBO-IKOHOMMYECKUH  WHCTHTYT. — Kypck, 2015. — 246
C.[2MeKTPOHHBIH pecypc: mocTym yepes lib2.rfei.ru]

. YIpaBneHue KaJpoBOH [eATeNLHOCTBIO: TMPaKTHKYM ; PervoHanbHbIH

(GUHAHCOBO-?KOHOMHYECKHH  mHCTUTYT. — Kypek, 2015. — 79
c.[anexTpoHHBIA pecypc: goctym yepes lib2.rfei.ru]

JonoJIHuTeIbHAS JTHTEpaTypa

. bacakos M.UM. JlenonpousBoacto. KoHcnekT nekimii. YueGHoe mocobue.

Pocros n/]1: ®enuxc, 2011.

bacakoB M.HM. Ilpuka3 1 penoBoe nmuceMo (TpeGoBaHusS K OQOPMIIEHHIO U
obpa3ubl gokyMeHTOB corimacHo ['OCT P 6.30-2003). KoHceKT JIeKIHid.
YuebHoe nocodue. Poctos /1 ®enukc, 2009.

. Bacuna [O.A. bonbwoit cnpaBounuk kagpoBuka. C ydeToM NOCIEIHUX

W3MEHEHHMH B 3aKoHojiaTeNnbCcTBe. - MHnexcMemua, 2007. - 792 c.

Hemun IO.M. [lenonpoussonctso. IloaroroBka ciiy’keGHBIX JOKYMEHTOB:
Yuebnoe nocodue. — CII6.: [Tutep, 2010.

Kanposoe 1en0npon3BoICTBO: HAUUHAEM C HYJIA. AYIUT CBOMMH CHUJIAMH. -
M.: THOPA-M, 2010. - 184 c. + CD-R. - ( b-xa xypu. "Tpynosoe mpago
Poccuiickoit @enepaunu”. Bein.7(194)).

Murpodanosa B.B. KagpoBoe nenonpons3BoicTBO B KOMMEpPYECKOH
opranuzaiuu. — M.: M3narensctBo «Ik3ameny, 2006. - 144 c.

Hosprii  KBanu@ukallMoOHHBIN CHpPaBOYHUK TOJDKHOCTEW PYKOBOIUTEIEH,
CIELMAINCTOB U APYTUX ciyxanmx. — M.: Dxemo, 2009.

. Porosxun M.IO. Jlenonpoussoactso. OpraHu3anus apxuBa IpeaIpUsTHs. —

CII6.; TTurep, 2005.
Poroxxun MLIO. JlokymeHTanMoHHOe obecrieueHue yrpasieHus. - M.: TK
Benbu, M3n-po Ilpocmekr, 2010. - 384 c.

10.Poroxun M.IO. CipaBOYHHK IO AETOIPOU3BOCTRY. 2-€ U3Jl., 0OHOBJICHHOE

(+ CD). - CII6.: [Tutep, 2011. - 176 ¢.: w1
25



11.Tpynosoit koneke Poccuiickoit deneparmm.

12. TpycoB A. ®@. byxrantepckuif, HaJOrOBEIH yYeT W JEJONPOH3BOJACTBO Ha
Excel nns manoro 6usneca  (+CD). — CII6.: ITurep, 2008. — 224 c.: un.
— (Cepust «...Ha KOMIIBIOTEpPE»). [3JIEKTPOHHBIH pecypc: MOCTYI Hepes
ibooks.ru]

13.Tpyxanosua  JIL.B., Illyp dJI. CopaBoyHuUK 10  KagpoOBOMY
JeNIOTIPOM3BOJICTBY. - /-€ W3JaHue, nepepad. u mom., - M.: M3gatenscTBo

«Jleno u cepBucy, 2010.



8. Ilepeyennb pecypcoB nHGOPMALHOHHO-TEJIEKOMMYHHKALIHOHHOH CeTH
«HUnrTepuer (nanee — cerb «MHTEpHET?), HEOOXOAUMBIX /ISl OCBOCHHS
AHCHHILIHHBI

1. DnekTponnas 6ubnuorexa PernoHaasHOro GUHAHCOBO-I9KOHOMUYECKOTO
HHCTUTYTA
http://students.rfei.ru/a/students/library.jspx;
2. OdunuansHBI HHTEPHET-II0PTAJ IIPaBOBON NH(QOPMALIHH.
[ocynapcTBeHHast cucTeMa IPaBoBOi HH(OpMauu
http:// pravo.gov.ru/
3. CnpasouHo-nipaBoBas cuctemMa «KoncynpranTl Imocy
http://www.consultant.ru/
4. LleHTp KOMIIETEHIMH 10 BOIIPOCAM JIOKYMEHTALIMOHHOI0 00eceueHMs
yIIpaBIeHHUS
http://www.edou.ru/
5. bubnuorteka 31eKTpOHHBIX y4eOHBIX KypcoB MUOI1
http://e-college.ru/education/lib/abe.html
6. OdwuimanbHeli cailT )xypHana «Cekpetapb-pedepeHT»
http://profiz.ru/st/
7. ®enepanbHbli nopran «Poccuiickoe obpazoBaHue»
http://www.edu.ru/
8. Poccuiickas ["'ocynapcTennas bubimorexa
http://www.rsl.ru/
9. Hayunas anekTpoHHast OudnuoTexa
http://txt.elibrary.ru/
10.Hay4nas 6ubnmrorexa MOCKOBCKOI0 rOCy/1IapCTBEHHOIO YHUBEpCUTETA
uMm. M.B.JTomoHocOBa
http://www.lib.msu.su/index.html
11.Hayunas 6ubnuorexka CaHKT-eTepOyprekoro rocy1apcTBeHHOIo
YHUBEPCUTETA
http://www.lib.pu.ru/
12. ®ynnamenTansHast ondimorexa CIIOITIY
http://www .unilib.neva.ru/rus/lib/
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9. METOI[I/[‘leCKﬂB YKa3aHudA OJ1s oﬁyqamluuxcn IO OCBOCHHIO JHCHHIIJIHHBI

Meronuyeckre ykaszaHUs I0 U3YyYEHUIO JUCUMILIUHBI TPEICTABISIOT OO0
KOMIIJIEKC ~ peKOMEHJalUuWiH ¥ 0ObACHEHMH, MO3BOJSIOLIMX  OakajaBpy
ONTHMAJILHBIM 00pa30M OPraHH30BaTh MPOLECC U3YYEHHUS NAHHOM AMCIUIIIHHEL
WsBecTHO, 4TO B CTPYKTYpe y4eOHOro IUlaHa 3HAYUTENEHOE BPEMs OTBOIMTCS Ha
CaMOCTOSATE/IbHOE HM3ydeHHe NUCLUIUIMHBL B paboumx mporpammax JUCHMIUIAH
pasMelaercs MpUMEPHOE paclpejelleHHe YacoB ayIMTOPHOW UM BHeay UTOPHOM
Harpy3KH 0 pas3/IMYHbIM TeMaM JIAHHON JUCIIUTLINHEL.

Jlst ycrienHoro ocBoeHUs QUCHHILUIMHEI OaKaliaBp JOJIKEH:

1. ITpocnymaTe Kypc JeKUMH 110 JUCITUILIHHE,

2. BBIIOTHUTE BCe 3a/laHusl, paccMaTpUBaeMble Ha MPAaKTHYECKUX 3aHSATHIAX,
BKJIIOYasl peleHue 3a1ad.

3. BeInmonHUTE BCe JOMaIlTHUE 3aJaHus, TI0TydaeMble OT IIPeIoaaBaTes.

4. PemuTh BCe INpPUMEpHbIE MPAKTHYECKHE 3aJlaHWsl, pPACCUUTAHHLIE HA
MOArOTOBKY K IPOMEXXYTOYHOM aTTecTaluu.

IIpu noAroToBKe K MPOMEXYTOYHOH aTTeCTallud 0c000e BHUMAHHE ClIE/yeT
0o0paTUTh Ha CJIeIYIOIIHEe MOMEHTHI:

1. BelyuuTs onpezienieHus BceX OCHOBHBIX ITOHSITHIA.

2. IloBTOPUTH BCE 3aaHMs, pacCMaTpUBaeMbIe B TCYEHUE CEMECTpA.

3. IIpoBepHUTh CBOU 3HAHUS C ITOMOIIBIO TECTOBBIX 3a/IaHHA.

Jns  Gonee  riyOOKOro  yCBOGHHS  CTYJGHTOM  IIpeAMETa  MOXKHO
OPEKOMEH/I0BATh CJIeIyIOIIIEe:

— paboTa ¢ ydeOHMKAMM U CIIeLHaJbHOM JINTepaTypoil, usydeHue myonukamnmii
B HayuyHBIX >OKypHaynax (Hampumep, «IIpobrmemer Teopum u NpakTHKH
ynpasieHus», «MenemxmenT B Poccum u 3a pyOexom», «HR - Human
Resources», «Oxcnepr», «bBOCCy», «3KO», «Cexper dupmbl», «Bompock
OKOHOMMKMY, «Jlenoseie BecTh», «KommepcanT», « DKOHOMHUCTY, «Bompockl
yTIpaBlIeHus penpustuemM», «HoBblit MeHeIKMeHT», «BnacTe» u ap.);

— npu paboTe ¢ NUTEpaTypod cliefyeT BECTH 3alMCh OCHOBHBIX IOJIOXKEHMUI
(KOHCIIEKTHPOBATh OTHAENBHbIC pa3/elbl, BBIMTUCHIBATH HOBbIE TEPMHHBI M
PacKphIBaTh UX COJICPKAHUE);

— HEeoOX0AMMO NMpopaboTaTh PsiJl JUTEPATYPHBIX UCTOUHUKOB U, NPEXK/E BCEro
y4eOHbIE  1OocOOMs, B  KOTOpbIX Hauboliee IIOJIHO  OTPaXKeHBl |
CUCTEMaTU3UPOBAHBI Y3JI0BbIE BOMPOCH! Kypca.

M3yyenue OUCLMILIAHBI JOJDKHO 3aBEPIUUTHCS OBIIAIEHHEM He00XO0MMBIMH
npoQeccuoHaTbHBIMU 3HAHHAMH, YMCHUSIMH ¥ HABBIKAMHU. DTOT Pe3yJbTaT MOXKET
OBITE JOCTHIHYT TOJIGKO I[10CTI€ BechbMa 3HAUHTENBHBIX yCWIMi. Ilpw 3ToM
B&XXHBIMH OKaXyTCs HE TOJILKO CTapaHHe M CIIOCOOHOCTH, HO W XOPOLIO
NpoJlyMaHHasi OpraHusalus TpyJaa cTyAeHTa. B nepByro odepenb 3T0 npaBuibHAs
opraHusanus BpeMeHH. [Ipu w#3ydyenuM IUCLUIUIMHBI HAWUMEHBIIHE 3aTPAThI
BpeMEHHU OOEeCTIeYMT CJIeyIomas 110c/e/j0BaTeNbHOCTh nelicTBuil, [Ipexkae Beero,
HeoOX0/JMMO CBOEBPEMEHHO, TO €CTh IIOC/Ie CAa4d 3K3aMEHOB M 3a4eTOoB 3a
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[PEALIECTBYIONIMA CeMeCTp, BBISICHUTH, Kakoi 00beM HH(pOpMaIMuU Clemayer
YCBOHUTh, KaKHMe€ YMEHHs NPHOOpPEecTH JUIsl YCHEIIHOrO0 OCBOEHHS MUCIIHUIUIUHEL,
KaKve 3aJaHMs BBINOJNHHUTE JUIL TOrO, YTOOBI IMONYYHMTH HOCTOMHYIO OIIEHKY.
PerynmgpHoe moceuieHde JeKUMA W TPAKTHIECKHX 3aHATHH HE  TOJBKO
CIIOCOOCTBYET YCIICIIHOMY OBIAQJCHHIO MPO(ECCHOHANBHBIMUA 3HAHMAMH, HO M
IIOMOTaeT HAWIy4YlIUM 00pa3oM OpraHH30BaTh BPeMsi, T.K. BCE BHJbI 3aHSATHII
pacmpenieleHsl B CeMecTpe IIJIaHOMEPHO, C YYETOM HeOOXOMMMBIX BpPEMEHHBIX
3arpar.

VY4eOHUK, IpU BCel ero BaKHOCTH JJIA TIpollecca H3YUeHHs! JUCIUIUIAHDI, KaK
IPaBUJIO, CONEPXKHT JHIIb MHUHUMYM HEOOXOJHWMBIX TEOPETHYECKUX CBENCHMIA.
Bysosckoe obpasosanue npenonaraer donee riyboxoe 3HaHue npeamera. Kpome
TOI'0, OHO TIpeJiiojiaraeT He TOJIBKO YCBOeHHe MH(pOpMalUH, HO U (GOPMHpOBaHUE
HaBBIKOB HCCJIeN0BaTeNbCKOM paboTel. s 3TOro HeoOXomauMo H3ydYaTh H
CaMOCTOSITENILHO aHAU3UPOBaTh CTAThU NEPUOJUYECKUX H3maHuHd u MHTepHer-
pecypchl.

Pabory mnoO KOHCHEKTHPOBAHMIO CJIEyeT BBIMOJIHATE, MPEABAPHTEIHHO
U3YyYHUB IUIAHLI NPAaKTHYECKUX 3aHATHH U TE€Mbl KOHTPOJIBHBIX padoT. B astom
cllyqae HUYero He OyIeT yIIyILEHO M CTYAEHTY He NPHACTCS KOHCIEKTHPOBAThH
HCTOYHUK IIOBTOPHO, TPATH HA 3TO AparoleHHoe Bpems. [IpaBunbHas opranu3amus
paboTBI, 4eMy JIOJIKHBI CIIOCOOCTBOBATH JaHHbIE BBILIE PEKOMEHIAIMH, TIO3BOJIUT
CTYJICHTY CBOEBPEMEHHO BBINOJIHHMTH BCE 3alaHus, IOIYUYUTh JOCTOHHYIO OIICHKY
1 130eKaTh, TAKMM 00pa3oM, HEOOXOIUMOCTH TPATHTh BPeMs Ha IE€PENOAr0TOBKY
U Tiepecaady rpeamMera.

PBKOMe]l,IlaIlHl/l Ino pa60’re Ha JICKIITHOHHOM 3aHATHH
Ha nexnmusx npernonaBareyib U3jara€t v paszbiaCHACT OCHOBHEBIEC, HanOosee
CJIOKHBIE TIOHATHUS TEMBbl, a TaKXe CBA3aHHbIE C HeH TCOPETUYCCKHEC U
[MPaKTHYCCKHUC l'[pO6.H€MbI, JAaeT PEKOMEHIAallMH Ha CEMHUHapCKOE 3aHATHE U
YKasaHusd Ha CaMOCTOATEIIBHYIO pa60Ty. B X0J€ JICKIIUH 6aKanaBp JOJIXKEH
BHUMATEJIEHO CIIYIIAThL U KOHCIIEKTHPOBATD JIEKLIMOHHBIH MaTtepHal.

Pexomenaauum Ui caMOCTOSITENIBHOM paGoThI

CaMocrosTensHas pabdora (akalaBpoB — IUIAHUpyeMas ydeOHas, Hay4HO-
MccenoBarenbckas paboTa, BEIIOIHAEMas BO BHEAYJUTOPHOE BPeMs [0 3a1aHHI0
M Ipd  METOAMYECKOM  pYKOBOJCTBE  IperojaBareis, HO 0e3  ero
HEMOCPEeICTBEHHOTO YYacTHS.

Llens camocToATENsHONW paboThl OakamaBpa — HAYUYHUTHCS OCMEICIIEHHO W
CaMOCTOATENBHO paboTaTh CHayala ¢ y4eOHBIM MaTepualioM, 3aTeM C Hay4HOM
uH(popMaLel, U3ydHUTh OCHOBBI CaMOOPraHH3AalMKA H CAMOBOCIIMTAHHA C TEM,
4yTOOBI B JabHEHIIIEeM HEIPEPhIBHO MOBBILIATH CBOIO KBATH(DUKAIIUIO.

Ilenpro caMoOCTOATENBHON paboThl OakanaBpoB IO AMCHMIUIMHE SBISETCA
oBJIaJieHHe (PyHIaMEHTalbHBIMU 3HAHUAMHU, NPOPECCUOHATBHBIMA YMEHUSAMH H
HaBbIKAMH pEIICHHS 3alad ¥ TeOPeTHYeCKHM MAaTEepHAOM IO JUCLHIIIHHE.
CamocrodrensHas pabora  cIIOCOOCTBYET  Pa3BUTHIO  CAMOCTOSTENLHOCTH,
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OTBETCTBEHHOCTH M OPraHM30BaHHOCTH, TBOPYECKOTO TMOAXOHA K pelleHHI0
pasIMYHBIX Po0sIeM.

B 3aBHCMMOCTH OT KOHKPETHBIX BHJOB CaMOCTOSITENILHOHW paboTHI,
UCIIOJIB3YEMBIX B  KaXKJOH KOHKpeTHOH pabouell mporpamMme, CleayeT
IIPUIEP)KUBATHCS CJIETYIOIINX PEKOMEH AU,

Onnoii 13  QopM TeKyLero KOHTPOJIsS 3HAHHH CTYJEHTOB SBJIAETCH
KoHTposbHasA pabora. KoHTpompHast pabora mnoapasymeBaeT 3HAKOMCTBO C
OCHOBHOM M JOIOJHUTEIBHOH JUTEpaTypoM, BKJIOYas CIPaBOYHBIE M3/IaHUs,
3apyOejKHble HMCTOYHHKH, KOHCIIEKT OCHOBHBIX IIOJIOKEHHH, TPeOyIOUUXCS s
3allOMHMHAHHUs U ABJISIOLIMXCS OCHOBOIIONAralOIUMHU B 3TOH TeMe.

BEINOIHAS KOHTPOIBHYIO paboTy, He0OXOMMO BHHUMATEIbHO O3HAKOMUTBCS
C YCIOBHSMH 3aJaHMil M HanMcaThb pPa3BepHYTHII U apryMeHTHPOBAHHBIA
CChUIKAMM HAa HOpPMaTMBHBIE aKThl M JIMTepaTypy oTBeT. [lpu Hamumcanuw
KOHTPOJIbHONH pa0oThl HEOOXOAMMO IPOAHAIM3MPOBATH HAYYHYIO W yd4eOHYIO
CIELMANIBHYIO  JIUTEparypy, JAeHCTBYIOUIME HOPMATHBHO-TIPABOBBIE  AKTHI,
nmyOauKaluy B IEepUOJUYECKON MevyaTH, CyHeOHYH NPaKTHKY, CTATHCTHYECKHE
naHHble. B mporecce BBINONHEHHS pabOThl HEOOXOMMMO TOATBEPIKIATH CBOH
BBIBOJIbI IM(POBBIMH ITPUMEPaMH, MPEACTaBISHHEIMU B BHJle TAOJIHII, IHarpaM,
rpaduKoB, a Takke NpuMepamMu cyaeOHo# npakTuku. Kak npaBuio, KOHTPOJILHEIE
paboThI IPOBOAATCS HA CEMUHAPCKOM 3aHSITHH.

Iloaroroska k HamMcaHWIO pedepara NpenrnoyiaraeT MOUCK JIUTEPATYPhl M
COCTaBJIEHUE CIIMCKA MCIIOJIbL3yEeMbIX MCTOYHHUKOB, U3JI0)KEHHE MHEHHUs aBTOPOB U
CBOEro CyXKJEHHMs II0 BBIOpaHHOMY BOIIpOCY; (OPMYIMPOBAHHE OCHOBHEIX
aCIIeKTOB IIPOOIIEMBI.

KomnokBuym mpexncrasinsger coboid omHy W3 ¢opM ydeOHBIX 3aHSATHI,
OPHEHTHUPOBAHHYIO Ha OIpeJelieHre KadecTBa paboThl ¢ KOHCIEKTOM IEKIIHH,
IOJArOTOBKM OTBETOB K KOHTPOJIBHBIM Bompocam H Jp. KoJTokBHYMBI, Kak
IPaBHJIO, TMPOBOJAATCA B (OpME MHUHH-DK3aMeHa, HMEIOIIEero LEJbI0 OIEHUThH
TEKYUMH YPOBEHb 3HaHUN OakalaBpoB.

IIpy mnoxroroBke K mpakTHKyMy/llabopaTtopHoii pabore GakanaBpam
IpearaeTcs BBINOTHUTE 3aJaHusi, I[OATOTOBUTH TMPOEKTHI, COCTABJIEHHbIE
nperojaBaresieM 110 Kaxa0i yueOHOH QUCHUTLIHHE.

PexomMenaanuu mo noAroroBKe K NpakTHYeCKOMY (CEMHHAPCKOMY) 3aHATHIO

Cemunapckoe 3aHsiTHe TNpexacraBiseT coboil Takyro (opmy oOyueHus B
VUpPEKIEHMSAX BBICIIEro 00pa3oBaHMs, KOTOpas INpeJOCTaBiIsIeT CTyAeHTaM
BO3MOXKHOCTH IJIsi OOCYXKIE€HUS TEOPETUYECKUX 3HAHUN C LIENBI0 OTpefiesieH s uX
MPaKTHYECKOI0 TNPHUMEHEHHs, B TOM YHCIE CPEACTBAMH MOJCITHPOBAHHS
npodeccHoHanbHOR  AedTenbHOCTH. CeMHHApCKWe 3aHsSTHs — CIIyKaT  Jjis
3aKpEIUIeHMs M3Yy4YEeHHOro MaTepuana, pa3BUTHUS YMEHHWH M HaBBIKOB MOATOTOBKH
JI0KaJ10B, COOOIIEHHH, TPHOOPETEHHS OITbITA YCTHBIX MyOIMYHEBIX BBICTYIJIECHHIH,
BeJIeHUs] MQUCKYCCHHM, apryMeHTallMd M 3alllUThl BBIABHUTAEMBIX I1OJIOJKEHUH, a
TAKKe UL KOHTPOJIS MperojaBarelieM CTENeHM IOATOTOBIEHHOCTH OakaraBpoB
0 U3y4yaeMo¥ AuCUHUIUIMHE. [IpyM HanWMYUKM NpakTUYeCcKUX 3aJaHui 110 H3yvaeMoii
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JMCLMIIIMHE OakajaBp BBIIONHAET BCE YIPAKHEHMS M 3aJadM, MOArOTOBIEHHBIE
npenonasareneM. Llenpro NMpakTUYECKOro 3aHATHA SBSETCS Oojiee yriayOleHHOe
U3ydeHHe  OTAENbHBIX TEM [NUCLUUIIMHBI W NPHUMEHEHHE  IOJYYEHHBIX
TEOPETUYECKUX HABLIKOB Ha MPAaKTHKE.

CemHHaApcKoe 3aHATHE HE CBOJUTCA K 3aKPEIUIEHHIO WM KONHMPOBAHHUIO
3HaHWH, IOJIy4eHHBIX Ha JIeKUMU. Ero 3ajadm 3HAYUTENBHO MIHMpe, CIOKHEE H
uHTepecHee. CemuHapckoe 3aHATHE OJHOBPEMEHHO peau3yeT ydeOHoe,
KOMMYHHUKAaTUBHOE M MpoQeccHOHANbHOe IMpeJHa3HadeHue. Iloaroroska K
NpakTH4YeCKOMY (CeMHHApCKOMY) 3aHATHUIO HA4YHHAETCS C  TINATEILHOIO
O3HAKOMIIEHHS C YCIIOBHAMH IIPEJCTOsIIeH paboThl, T. . ¢ oOpaleHus K MiaHam
CEMHUHAPCKUX 3aHATHH.

ITonroroBka K NpPakTUYECKHM 3aHATUSM JOJIKHA HOCHTh CHCTEMAaTHYECKHI
XapakTep. OTO II03BOJIUT OakajaBpy B IIOJHOM o0OOBEME€ BBITIOJIHUTE BCE
TpeOOBaHMS MPeroaBarels.

TiarenbHas MOArOTOBKA K CEMHUHAPCKUM 3aHITHSIM, KaK U K JIEKIIMAM, NUMEeT
onpeJieldiollee 3HaYeHHe: CeMUHAp MPONAET TakK, Kak ayJUTOPHS TOATOTOBMIACH
K €ro NpoBeAeHHIO.

CamocrosTensHas padoTa — CTOINI, Ha KOTOPOM JIEPYKUTCS BCSA MOATOTOBKA T10
u3ydaeMoMy Kypcy. ['OTOBSICE K NPaKTHYECKHUM 3aHSATHSAM, CIIelyeT aKTHBHO
MOJB30BATLCA  CIIPABOYHOM  JIMTEpaTypoil:  DHIMKIONEAMSIMH, CIOBapsSMH,
ansboMamMu cxeM M Jp. BrnaneHune NOHATHHHBIM ammapaToM H3y4aeMoOro Kypca
ABNSAETCS HEOOXOIUMOCTEIO.

IIppy moaroroBke K ceMHHapy OakalaBpbl HMEIOT  BO3MOXHOCTE
BOCITOJIL30BAThCA  KOHCYJILTAllMAMU IpenonaBarenss. KpoMe yKazaHHBIX TeM
OakanaBpsl BIpaBe, 110 COIVIACOBAHHIO C IIpernojaBareiieM, W30UpaTh U JIpyTHe
HHTEPECYIOIIHNE UX TEMBI.

OnpenenuBuiMch ¢ IpobiieMoO, NpuBIeKarolleli HaubOoJsblllee BHUMAaHUE,
clieilyeT oOpaTUThCs K peKoMeHayeMol nureparype. CiefyeT UMeTh BBUY, YTO B
CEMHHApe y4JacTBYET BCS TPYIIa, a [MOTOMY 3aJaHHe K NPaKTHYEeCKOMY 3aHSTHIO
CIIeJlyeT paclpe/ieIiTh Ha BeCh KOJUIEKTHB. 3aJaHHe NOJKHO OBITH OXBadeHO
IOJJHOCTBIO M PEKOMEHIIOBAaHHAs JIMTEpaTypa JOJKHA OBITh OCBOEHA IPYIIIOH B
MIOJIHOM 00BEME.

JLJ1s1 [TOJTHOLIEHHOM MTOATOTOBKH K MPAaKTUYECKOMY 3aHITHIO YTEHUs yueOHMKa
KpaliHe HENOCTaTOYHO — B  y4eOHBIX II0COOHSX  M3JaraloTcss  TOJBKO
IIPUHLIMITHAIBHBIE OCHOBEI, B TO BPEMS KaK B MOHOIpa(usx U CTaThiX HA Ty WIH
MHYIO TEMY IIOJHHMAaeMBId BOIIPOC PACCMATPUBAETCA C Pa3HBIX PaKypCOB HIIH
paKypca OIHOTo, HO B JIIOOOM cllydae JO0CTaTOYHO MOAPOOHO U riayGoko. TeMm He
MeHee, IUI1 TOTO, YTOOBI OJKHBIM 00pa3oM COPHEHTHPOBATHCS B CYTH 3aJaHMHI,
CHayala CleAyeT O3HAKOMHUTBHCA C COOTBETCTBYIOLIMM TEKCTOM y4eOHHKa — BHE
3aBUCUMOCTH OT TOTO, IPEeAyCMOTpPEHA M JICKLMS B JIOMOJHEHHWE K JaHHOMY
ceMuHapy uind HeT. OLEHUB 3a7aHue, BEIOpaB TOT MIIM HHOU CHOKET, U Moaobpas
COOTBETCTBYIOULYIO JIMTEPATYPY, MOXXHO IPUCTYyNaTh COOCTBEHHO K IOATOTOBKE K
cemunapy. Jlnsa nonyuenus Gonee rnyOOKHX 3HaHUI OakanaBpaM peKOMEHJyeTcs
U3y4aTb JIONOJIHUTENbHYIO JuTepaTypy. Creayer akTHBHO I10Jb30BaThCs
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CIIPaBOYHOHN JIUTEPATYPON: SHLUMKIONEAUIMH, CIIOBAPSIMU, anb0oMaMu CXeM M Jp.
Bnagenue — MOHATHHHBIM  anmapatoM — M3y4aeMoro  Kypca  SIBISETCS
HeoOXonuMOcThI0. B Xozme paboThl CTyIeHT JoMKeH MPUMEHUTh MPHOOpeTeHHEBIE
3HaHWs TpH OOOOIIEHHH TEOPEeTHUECKOT0 U IMPAaKTHYECKOro MaTepuala,
IPOAEMOHCTPUPOBATE HABBIKM [PAMOTHOIO M3JI0KEHMS CBOMX MEICIEH C
HCIOJIb30BaHUEM 001LEeNpaBOBOi U OTPACIeBO TEPMHUHOJIOTHH.

CemuHap (mpakTHueckoe 3aHsATHE) IpeAnosiaraeT CcBOOOAHBIH 0O0MeH
MHEHHUSIMHU o u30bpaHHo# TemaTtuke. [IpenomaBarens GopMyITHPYET LENb 3aHITHS
MU XapaKTepU3yeT €ro OCHOBHYIO MpoOIeMaTHKy. 3aciylIHBAalOTCS COOOIIEHHS
OakamaspoB. OOcyxkzaeHne cooOILIeHUss COBMEIAETCs C  PaccMOTPEHHEM
HaMe4yeHHBIX  BompocoB. KpoMe  Toro  3acimyliMBarOTCS  COOOIIEHHS,
NpeAnoiaraloliie aHalu3 IIyOJMKalMid IO OTAEIbHBIM BOIPOCAM CEMHHapa.
Iloompsiercss  BBIABMXKEHHE U OOCY)KJIEHHE  albTEPHATHBHBIX  MHEHHIA.
[lpenonasaresib  MOABOJAMT  HTOI'M  OOCYXKICHHS U  OOBABISET  OIEHKH
BBICTYNaBIIMM OakanaBpaMu. B 1ernsx KOHTpoJsS MOATOTOBIEHHOCTH OakallaBpoB
U TIPUBHUTHUS UM HABBIKOB KpPAaTKOI'O0 IMCHBMEHHOIO H3JIOKEHUS CBOUX MBICIIEH
IperojaBaTeib B XOAE CEMHHAPCKUX 3aHSATUH MOXKET OCYIIECTBIISTH TEKYIUW
KOHTPOJIb 3HAHWH B BUJIE TECTOBBIX 3aJ[aHHH.

Ha cemunape uaér He nposepka Balle MOArOTOBKU K 3aHATUIO (ITOJATOTOBKA
ecTh HeoOXOIMMOE YCJIOBHE), HO CTeleHb MPOHUKHOBEHHS B CYTh MarepHaa,
obcyxmaemoit mpoOiemsbl. [losTomy Oecema OyneT WATH He IO COJEPIKAHHIO
NPOYUTAHHBIX paboT; mpenojasaTeils OyIeT CTaBUTH NPOOJIEMHBIE BOTIPOCHI, HE
BCE M3 KOTOPBIX MOTYT IPSIMO OTHOCUTHCS K 00paboTaHHOM BaMH JIUTEpaType.

B xonme mpakTHdecKMx ~—3aHATHH  OakalaBphl MOA  PYKOBOACTBOM
nperojasarelsi MOIYT PAacCMOTPETh paszjIMyHble METOJbl pelleHHs 3aaa4 o
nucuuiivee. [IpoAoJKUTEeNbHOCTh TOATOTOBKM K  MPAKTHUYECKOMY 3aHSITHIO
JOJDKHA COCTaBlIATH HE MeHee TOro obbema, 4TO OIpe/eNeHO TeMaTHYeCKUM
IJIaHUpOBaHUEM B paboueil nporpamme. [IpakTudeckue 3aHATHS MO AUCUHILIMHE
MOTYT IPOBOAUTHCS B Pa3IUYHBIX (popMax:

1) ycTHble OTBETHI Ha BOIPOCHI IIpenojiaBareis MO TeMe 3aHATHS, 2)
NUCbMEHHbBIE OTBETHI Ha BOIPOCH! MpernoaBaTens; 3) rpynnoBoe o0CykIeHue Toi
WJIX HMHOM mpoOGiieMbl IO PYKOBOACTBOM H KOHTpOJIeM IperojaBarens; 4)
3aCIyIUMBAaHKUS U 00CYXIeHHE KOHTPOIBHONW paboThl; 5) pelieHue 3aaay.

IIpu paboTe HeoOXOAMMO He TONBKO IpUBIeYb Hauboliee MIUPOKHE Kpyr
JIUTEpaTyphl, HO U CyMETh Ha €€ OCHOBe pa30o0paThcsi B CTENEHU HU3YYEHHOCTH
TeMbl. CTOWT BBISBUTE JIMCKYCCHOHHBIE BOIPOCHI, HEpeIleHHBIe IPOOIIEeMBI,
IONBITaTECA BBICKA3aTh CBOE OTHOIIEHWE K HUM, IMPHUBECTH U apryMeHTHPOBATEH
CBOIO TOYKY 3PEHHS HJIM OTMETHTb, KaKOH M3 MMEIOIIUXCS B JUTEPATYPE TOUEK
3peHus 110 JaHHOMU MpobiIeMaTHKe NPUAEPKUBAETCS aBTOP U [TOYEMY.

Pexomenganuu no paéore ¢ JuTEpaTypoi
M3yuenue muTepaTyphl OYeHb TpyAOeMKas U OTBETCTBEHHAas 4YacTh
MOJArOTOBKH K CEMHHAPCKOMY 3aHATHIO, HAllUCAHHUIO dcce, pedepara, TOKIana u
T.11. PaboTa Hax nurepaTypoM, CTaThs M 3TO HIIH MOHOTpadws, COCTOUT U3 TPEX
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3TaloOB — YTeHUs padoThl, ¢€ KOHCNEKTUPOBAHHUS, 3aKIIIOUHTEILHOI0 0000IeH s
CYTH U3y4yaeMo# paboThI.

Pabota ¢ muTepaTypo#, Kak TpaBHIIO, COIPOBOXKAAETCS 3allUCIMH B
cienyromux popmax:

— KOHCIIEKT — KpaTKas CXeMaTHyecKas 3allich OCHOBHOTO COJIEPIKAHUSA
Hay4yHOH pabotbl. Llenbio KOHCIEKTHPOBAHUS SBIISETCSA BBISBIIEHHE JIOTUKH,
CXEMBI JI0Ka3aTeIbCTB, OCHOBHBIX BHIBOJIOB IMPOHU3BENECHHS;

— muaH — KpaTkasg ¢(opMa 3alliCH TPOYMUTAHHOrO, IE€peYeHb BOIPOCOB,
paccMaTpUBAEMBIX B KHUIE, CTaThe, COCTaBICHHE TJIaHA PACKPBLIBAET JIOTHKY
NPOU3BEEHHMs, CIIOCOOCTBYET OPUEHTALIMHU B €0 COAEPIKAHUH;

— BBIIMCKM — JIMOO LIMTATHl M3 NMPOMW3BENCHHS, JTHOO IOCIOBHOE H3JIOKEHHE
MECT M3 MCTOYHHMKA, CIOCOOCTBYIOT Oonee TIIIyOOKOMY IOHHMAHHIO
YHUTAEMOI'0 TEKCTA;

— TE3UCbl — CXKATO€ M3JIOKEHHE OCHOBHBIX MBICIEH W IIOJIOMKEHUH
IPOYUTAHHOTO MaTepHaa;

— aHHOTalHs — OYeHb KPAaTKOe M3JI0KEHUE COJIepIKaHusl IPOYUTAHHON paboThl,
COCTaBIISIETCs TIOCIIE TTOJTHOTO MPOYTEHUS U OCMBICITHBAHUS paboThI;

— pe3loMeé — KpaTKas OILIEHKAa IPOYUTAHHOTO ITPOM3BENEHHUs, OTpa)kaeT
HauOoJIee 0011Ke BBIBOJIBI U MTOJIOKEHUS pabOThI, €¢ KOHLENTYalbHBIE HTOTH.
IIpexae, yeM OpaTbesi 32 KOHCIIEKTHPOBAHHUE, CKa)KeM, CTaThbH, CIIEIyeT eé

XOTsI ObI OJTHAX/Ibl IPOYUTATH, YTOOB! COCTABUTH O HEH MpeaBapUTeIbHOE MHEHHE,
1IOCTapaThCsl BBINEIHUTh OCHOBHYIO MBICIBE WM HECKOJBKO ©Oa30BBIX TOYEK,
OIMpasich Ha KOTOPbIE MOKHO Oy/ieT B JajbHeleM paboTaTh C TEKCTOM.

KoHcniektupoBanue — €0 O4YeHb TOHKOE M TPYIOEMKOEe, B oOlIeM BuUIE
MOXET OBITH OIpe/IeNIeHO KaK (GUKCALMS OCHOBHBIX ITOJIOMKEHHUH M OTIIMYHATENBHBIX
9YepT paccMaTpUBaeMOIo Tpyda BKyIle ¢ TBOpYECKON mepepaboTKoM ujei, B HEM
cotepkammxcsi. KoncnexkTupoBanue — oAnH U3 3 GEKTHBHBIX CIIOCOO0B YCBOCHHUS
[IMCBMEHHOIO  TeKcTa. XOTd  caMO  KOHCIEKTHPOBAHUE YK€  MOJKET
paccMaTpuBaThCsi Kak o0000IeHHe, TeM He MeHee €eCTh CMBICI BBIJEIUTh
nocneaHee OCOOHMIIEH, MOCKOJBKY B XOJ€ 3aKIIOYHTENBHOr0 O0OOLIEHHs HIeH
H3y4aeMoil paboThl OKOHYATENIbHO YTBEPIXKIAIOTCS B CO3HAHWH H3Y4alolIero.
JIOCTOMHCTBOM 3aKJIIOYHMTENILHOTO OO0OOIIEHUs] KaK CaMOCTOSTENLHOTO HTara
paboTBl C TEKCTOM SBISIETCS TO, YTO 3JeCh YWTaTeNlb, OYIy4H aBTOPOM
000011IeHMH, oTaenseT ce0a OT CTaThU, YTO SABISETCS TapaHTHEH HE3aBUCHMOCTH
YUTATEISI OT TEKCTA.

Ecnu nporpamma 3aHsTys IpeaycMaTpuBaeT padoTy ¢ HCTOYHUKOM, TO 3TOM
CTOPOHE MOJArOTOBKM K CEMMHApy cliefyeT YIeIUTh MpHUCTAIbHOEe BHMMaHHe. B
CYIIHOCTH, pa30op MCTOYHMKA He OTIHYAETCS OT PabOThI C JIMTEPATYPOH — TO Ke
YTeHHUE, KOHCTIIEKTUpOBaHue, 00o0IIeHue.

Pexomenpanuu k Hanucanuio pedgepara

Hcnone3oBanre pedepata B KadecTBE IIPOMEKYTOUYHOTO HIIM HMTOTOBOTO
OTYETA CTYIEHTa O CaMOCTOSATENIBHOM H3YYEHHMH KaKoH-THOO TeMBl yueGHOro
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Kypca IpearoJiaraeT, IpexKae BCero, yCTaHOBJIEHHE ILieJied M 3a1ad JaHHOH
paboTel, a TakKe ero (GyHKIIMOHANBFHON Harpy3KH B IIpoliecce 00y4deHHus.

Peghepam — 3170 KOMIIO3UIIMOHHO-OPraHU30BaHHOE, 0000IEHHOE U3IOKEHHE
COIEp:KaHMUsI MCTOYHMKA uHHpopmanuu (B y4eOHOW cHUTyaluu — cTarTeH,
MoHorpa(Hii, MaTepHaloB KOHGePeHIHH, ODUIHATBHBIX JOKYMEHTOB H JIp., HO He
y4eOHMKa o AaHHOW aucuuIuiuHe). Tema pedepara MoxeT OBITH MpelIOXKeHA
npenojaBarejeM  WJIM  BeIOpaHa  CTyA€HTOM M3  pabodeil  mporpamMel
COOTBETCTBYIOIIEH TUCIUIUIIMHEIL.

Bo3MmoxkHO, IOcne KOHCYIbTAlMM C TpenojaBaTeieM, OOOCHOBaHHE H
(GopMynupoBanue cOOCTBEHHON TEMBI.

Tema pepepama onxHa oTpaxkars podieMy, KOTopas JOCTATOYHO XOPOIIIO
rccnenoBana B Hayke. Kak npaBuio, BHyTpH Tako# MpoOiieMbl BEIOWpaeTcs it
aHaJIM3a KaKoi-Tub0 eIMHUYHBIN aceKT.

TemMarTuka MOKeT HOCUTB Pa3IUYHBIN XapakTep:
MEXKIIPEIMETHBIMN,

— BHYTPHIPEIMETHBIH,

— HHTErpaTHBHBIN,

— OBITH B paMKaxX MpOrpamMMbl JUCIHIUIAHBEI WM PAaCIIUPATh €€ COAepKaHHe
(paccMOTpeHHE HCTOPUM NpPOOJIEMBl, HOBBIX TEOPHH, HOBBIX AaCIEKTOB
poOIeMBl).

Ilenvio pegpepama sBIsSeTCA WU3I0KEHUE KAKOro-JMOO BONpOCAa HAa OCHOBE
00001IeHNs], aHAJIM3a M CHHTE3a OJHOI0 WJIM HECKOJIbKHUX II€PBOMCTOYHHKOB.
Hpyrumu cinoBami, pedepaT oTBedyaeT Ha BONPOC «Kakas wWHMopMars
COJIEPKUTCS B IIEPBOMCTOYHUKE, UTO U3JIaraeTcs B HeM?».

[IppHuMas Bo BHUMaHMe, 4TO pedepar — ojHa U3 (HOpM HHTepIIpeTarun
HCXOJHOIO TEKCTa OJHOTO MM HECKOJBKMX II€PBOMCTOYHHMKOB, CJEIyeT
chopMyIupoBaTh 33/a4y, CTOSIIYIO Mepel CTyJAeHTaMM: CO3JaTh HOBBIM TEKCT Ha
OCHOBE MMEIOIUXCS TEKCTOB, T.e. TEKCT O Tekcre. HoBU3HA B JMaHHOM cCllydae
noJpasyMeBaeT COOCTBEHHYIO CHUCTeMATH3alMIO MaTepuaja MpH COIMOCTABJIEHUH
pPa3iIMYHBIX TOYEK 3PEHHs aBTOPOB U H3JIOXKEHUH Haubojiee CylIeCTBEHHBIX
NOJIOJKEHUH U BBIBOJIOB pedepupyeMbIX HCTOYHHKOB.

1. Tpebosanus k pepepamanm.

IIpexxne Bcero, cliegyeT IIOMHHTB, 4YTO pedepaT He OJKEH OTpakaTh
CyOBEeKTHBHBIX B3TJIANOB pedepeHTa (CTYACHTA) Ha U3jIaraeMblil BOMPOC, a TAKKe
NaBaTh OLIEHKY TEKCTY.

OcHOBHBIMY TpeOOBaHUSIMU K pedepaTy CUUTAIOTCS:

l. wuHOpMaTUBHOCTE U  IOJHOTA  M3JIOXKEHHS  OCHOBHBIX  HIeH
NEPBOUCTOYHUKA;

2. TOYHOCTb H3JIOXKEHUS B3IJISJIOB aBTOpa — HEHCKaKeHHOE (HUKCHPOBAHME
BCEX ITOJIOKEHHM NIEPBUYHOIO TEKCTA,

3. OOBEKTMBHOCTH — pedepaT [TOKEH  pACKpbIBAThL  KOHLEIIHUH
HNEPBOUCTOYHMUKOB C TOUKU 3PEHUS UX aBTOPOB;

4. W37I0)KEHUE BCEro CYLIECTBEHHOTO — «YTOOBI YMETH CXBATUTH HOBOE U
CyILLeCTBEHHOe B counHeHusx» (M.B. JlomoHoCOB);
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5. HU3JIOKEHWEe B JIOTMYECKOH TMOCIeI0BAaTEIbHOCTH B COOTBETCTBHH C
0003HaYEHHOHN TEMOH U COCTABJIECHHBIM ILJIAHOM;

6. coboieHre eUHOTO CTHIIS — HCIIOJIB30BaHUE JIUTEPATYPHOTO A3LIKA B €r0
HAY4HO-CTUJIEBON Pa3HOBUIHOCTH;

7. KOPPEKTHOCTh B XapaKTePUCTHKE aBTOPCKOTO M3JI0KEHHUS MaTepHaa.

2. Buowt pegpepamoe.

[lo xapakTtepy BOCIpou3BeleHUs UWHGOPMAIMH pa3HyaroT pedepars
pPenpoayKTHUBHBIE U TIPOyKTHBHEIE.

PenponykTuBHBIE pedepaTbl BOCHPOU3BOIAT COAEPIKAHHE TEPBHYHOTO
TEKCTa:

— pedepar-KOHCIIEKT COAEepkKUT B 0000UIeHHOM BHAe (akTorpapHuecKyo
UHpOpPMaALMIO, WUIIOCTPATUBHBIM — MaTepuana, CBEIeHHsS O MEeTojax
UCCIIeIOBaHNUs, O TMOJYYEHHBIX pe3ynbTaTaX M  BO3MOXKHOCTAX  HX
PUMEHEHHS;

— pedepar-pe3roMe IPUBOIUT TOJIHKO OCHOBHEBIE TIOJIOKEHHS, TECHO CBSI3aHHEIE
C TEMOH TEKCTA.

IIponykTuBHBIe pedepaTsl MpearonaraloT KPHTHYECKOE WM TBOPYECKOE
OCMEBICJICHHE JIUTEPATYPHI:

— pedepar-0030p oxBaThIBa€T HECKOJBKO IEPBHYHBIX  TEKCTOB, JIaeT
COIIOCTaBJIEHUE Pa3HBIX TOYEK 3pEHHs [0 KOHKPETHOMY BOIIPOCY;
pedepar-nokian  jgaetT  aHanu3  MHOpMAaIMHM, — NPUBEIEHHOW B
IEPBOUCTOYHHKAX, U OOBEKTUBHYIO OLIEHKY COCTOSIHUS MPOOJIeMBI.
ITo xonuuecTBy pedeprupyeMbIX HCTOYHHKOB;
— MOHOrpaduiecKkue — OJIMH NePBOUCTOYHHK;
0030pHBIe — HECKOJIBKO MIEPBUYHBIX TEKCTOB OTHOW TEMAaTHKH.
[To unTarenbckoMy Ha3HAYEHHIO:
— oburre — xapakTepUCTUKa CoJepKaHUs B LEJIOM; OPUEHTAINS Ha MIHPOKYIO

ayJIUTOPHIO;
— CHelHAIM3UPOBAHHbIC — OPUEHTALIUS HA CIIeLIUATIMCTOB.

3. Omanol pabomost Hao pedhepamonm.
. Beibop Temel.
. I3y4yeHne 0CHOBHBIX HCTOYHMKOB I10 TEME.
. CocTaBnenue obudnnorpadpuu.
. KoncrniektupoBanue HeoOX0IMMOro MaTepuaia Uik COCTaBIeHHE TE3HCOB.
. CucremaTtuzanms 3apMKCHPOBAHHON U OTOOpaHHOU MH(POPMAIIHH.
. OnpesiesieHHe OCHOBHBIX ITOHSATHUH TEMbI U aHATTU3UPYEMBIX MTPOOIIEM.
. PazpaboTka noruxku uccienoBaHus NpoOIeMbl, COCTABIICHHE II1aHa.
. Peanusanus mana, Hanucanue pedepara.
. Camoananus, npeanonararlMii OleHKY HOBWU3HBI, CTEMEHH PaCKPBITHS
CYLIHOCTH IpOOJIeMbl, 000OCHOBAaHHOCTH BBIOOpa MCTOYHUKOB W OIEHKY 00BeMa
pedepara.

10. IlpoBepka oopMIeHHs CIIUCKA TUTEPATYPEL.
11. Penakropckas mpaBKa TeKCTa.

O OO~ Oy B W —
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12. Odopmnenue pedepara 1 NpoBepKa TEKCTA C TOUYKH 3PEHHS IPAMOTHOCTH
¥ CTHJINCTHKH.

4. Cmpykmypa peghepama.

B crpykType pedepara BBIIENSIOTCS TPU OCHOBHBIX KOMIIOHEHTA:
oubnuorpaduyeckoe onucanue, cCOOCTBEHHO peepaTUBHBIA TEKCT, CIIPABOYHBIH
anrapar.

bubnuorpaduueckoe onucanue npeanosiaraeT XapakKTePUCTHKY WMEIOIIMXCS
Ha 9Ty TeMy paOoT, Teopuii; uCTOpHOrpaduo BoIpoca; BhIJeNEHHE KOHKPETHOIO
BoIlpoca (IpeaMeTa HCCIeOBaHHs); 0OOCHOBAHHE HCIONB30BaHU HM30paHHBIX
IIEPBOMCTOYHUKOB.

CobOcmeento peghepamuensiit mekcm:

BBeneHne — 000CHOBaHUE aKTYalIbHOCTH TEMBI, TPOOJIEMBI; IPEAMET, HETH U
3a7a4u pedepupyeMoit paboTsl, peaBapuTebHOe (OPMYITHPOBAHHE BEIBOIOB.

OcHOBHasg 4YacTb — CcoOJepaHHe, IpeAcTaBisioniee coOOH OCMEBICIIEHHE
TEKCTa, aHaJIUTHKO-CHHTETHYECKOEe npeobpazoBaHue UHhOpMaIuy,
COOTBETCTBYIOLIIEH Teme pedepara.

OCHOBHYIO 4YacTb pEKOMEHIyeTCs pa3lesIMTh Ha JBa-TPH BoIpoca. B
3aBHCUMOCTH OT CJIOKHOCTH W MHOIOIPAaHHOCTH TEMbI, BOIIPOCEI MOXKHO
pasaenuTs Ha naparpagsl. UpesmepHoe ApoOieHUe BOMPOCOB HITH, HA00OPOT, MX
OTCYTCTBHME IIPHUBOJAT K IIOBEPXHOCTHOMY H3IIOXKEHUI0 MaTepuana. Kaxuprii
BOIIPOC JIOJDKEH 3aKaHYUBATHCS MPOMEKYTOYHBIM BEIBOJOM U YKAa3bIBATh Ha CBSA3b
C MOCIIEAYIOMHAM BOIIPOCOM.

3akmodeHne — 0000LIeHHEe BBIBOJOB aBTOpa, 00J1acTh MpPHUMEHEHHS
pe3yJbTaTOB pabOTHI.

Cnpasounsiii annapam:

Crnucox suTepaTypbl — CHUCOK HCIIOJIB30BAHHBIX aBTOPOM pedepara padbor
(MOKeT COCTOAT U3 OJHOTO U DoJiee H3TAHUM).

IIpunoxeHus (HeoOs3aTenbHas dYacTb) — TaOJMIBL, CXeMbl, TpaduKH,
dbororpaduu u T.1.

Pedhepam kak obpazey nucomeHHOI HAYUHOT peuu

1. KauecTBa Hay4HOH pedn.

DyHKUMOHAIBHBIE CTUIH Pa3IMYaroTCs:

— XapaxkTepoM MpeaBaeMoil HH(OpMaLUY;

— cdepoii GQyHKIIMOHUPOBaHHS;

— aJipecaToM;

— HCIOJIB30BaHUEM S3BIKOBBIX CPEJICTB Pa3IHYHBIX YPOBHEM.

['maBHOM KOMMYHHMKaTHBHOM 3ajadeil pedepata SBISETCS BBIpAKEHHE
HAYYHBIX OHSITUH U yMO3aKIIOYeHHH.

Pedepar noskeH ObITh HaNMCaH HAYYHBIM CTUJIEM, YTO MPEATIOJIaraeT:

— nepejfady HH(GOpMaIMK HAYYHOT'O XapaKTepa;

— (DyHKIMOHMPOBaHME B 00pa3oBaTeILHON cpee;
B Ka4yecTBe ajipecaTa IIperojiaBarelis, T.e. ClelualucTa, Wik CTYJIeHTOB,
— 3aMHTEPECOBAHHBIX B MOJYUYEHUU JAHHOU MH(OPMAIIHH;
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OEMOHCTPALIMIO  XapakTePHBIX  SA3BIKOBBIX OCOOCHHOCTEH MHCBEMEHHOM
PasHOBHUJHOCTH Hay4YHO-y4eOHOro NMOJICTHIIS JIUTEPATYPHOTO S3BIKA.
Hayunpnii cTuinbs 00/1afiaeT psioM 3KCTPATMHIBHCTUYECKHUX XapaKTEPUCTHK,

HJIA Ka4YECTB.

TOYHOCTb — CTPOTO€ COOTBETCTBHE CJIOB 00O03HA4aeMBIM I[IpeJMEeTaM U
ABJICHUAM [EHCTBUTENBHOCTH (3HAHME IIpeAMera MU yMeHHe BBLIOMpPATh
HEOOXOMMYIO JIEKCHUKY);

NOHATHOCTL — [JOCTYIIHOCTH peYd JUIi TeX, KOMy OHa ajpecoBaHa
(mpaBUIIBHOE UCIIOJB30BaHUE TEPMHUHOB, WHOCTPaHHEIX CJIOB,
poheCCUOHAIM3MOB);

JIOTHYHOCTB, IIOCIENOBATEIBHOCTh — YETKOe CJIeHOBAaHWE B H3JI0KEHUH
JIOTHKE M TOPSJIKY CBsA3EH B NEHCTBUTEIBHOCTH (IIEPBOMCTOUYHHUKE);
O00BEKTHUBHOCTE — OTCYTCTBUE CYOBEKTHUBHBIX CYKIEHHM U OILEHOK B
U3JI0KeHUH HH(OpMAIUH;

abCcTpakTHOCTE ¥ 00OOIIEHHOCTh —  OTBIEYEHHOCTh OT  YACTHBIX,

HECYIIeCTBEHHbIX IPU3HAKOB,
npeoOiiajlaHie  pacCyKIeHHs KakK THUIA peYd HaJ ONHCAHHEM |
[I0BECTBOBAHUEM;

rpaduyeckas HHGOPMaLKMs HaIMYKe cXeM, rpaduKoB, Tabnuil, GopMyIl U T.II.
2. OcobeHHOCTH MUCHLMEHHOM HAyYHOH peun

ITucbmenHas peds, B OTIIMYUE OT YCTHOM, MOJIpa3yMeBaeT:

OIIpEeIeJIEHHYIO CTENEHb MTOITOTORIEHHOCTH K paboTe;

BO3MOYKHOCTB MCIIPABIEHUS U IOPAOOTKH TEKCTa,;

HaJIM4Me KOMIIO3UIIMH CTPOEHHS, COOTHOIIEHUS ¥ B3aUMHOI'O PACIIOIOKEHHS
yacTell pedepara;

BBIIEPKAHHOCTL CTHUJI M3JIOKEHUS; CTPOroe ClefOBaHHE JIEKCHUYECKUM H
rpaMMaTHYECKHM HOpMaM.

Homunupyomum (QakTopoM OpraHH3alUH S3BIKOBBIX CPEJCTB B HAyYHOM

CTHJIE sBJSETCS HX OOOOIIEHHO-OTBICUEHHBIH XapakTep Ha IIEKCHYECKOM H
IrpaMMaTHYECKOM YPOBHSIX SI3bIKOBOH CHCTEMBI.

Jlexcuueckuit ypoBeHb Ipejroaraer:

MCII0JIb30BaHUe aOCTpaKTHOM JIEKCHKH, Ipeodiiaiaroiieil Hax KOHKPETHOIL:
MBILIEHHE, OTPAKEHHE, H3MEHAEMOCTh, IpeodpazoBaHue, IeMOKpaTH3aLHs 1
T.IL.;

OTCYTCTBHE  E€AMHHUYHBIX TIOHATMH M  KOHKPETHBIX 00pasoB, 4TO
MOTYEPKUBACTCA YIIOTPEOIIEHHEM CIIOB OOBIYHO, TOCTOSHHO, PErYIISPHO,
CUCTEMaTHUYEeCKH, KaXbIH U T.I1.;

npeodilafaHue TEPMHMHOB pa3iUYHBIX OTpaclieldl HayKW: JIEKCHKOJOTHS,
KOMMYHHMKAIMs, DMIUPH3M, THOCEOJIOTHS, aJlariTalysl U T.I1.;

MCIIOIb30BAaHUE CIIOB OOILEHAy4yHOro YroTpeOneHus: (yHKIHs, KadecTso,
3HAaYEHHUE, DJIEMEHT, IIPOLECC, aHANIM3, JOKA3aTebCTBO U T.I1.;
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yInoTped/ieHHe MHOTO3HA4YHBIX CJIOB B OJHOM (peke IBYX) 3HAYEHMSX:
TIpearnonarats (CUHTaTh, J0MYCKATh); OKOHYAHHE (3aBEpIIEHHE), pACCMOTPETh
(pazoOpath, 00 1ymMaTh, 0OCYIHMTE) U T.I1.;

HaJIuyue  CrenupuUeckuX  (pa3eosorH3MOB:  palMOHAIBHOE  3€pHO,
neMorpapHyecKuii B3pbIB, MarHuTHas Oypst U T.11.;

KIIMIIUPOBAHHWE: NPEACTaBiIAeT cO00ii..., BKItoUaeT B ceb4..., OTHOCUTCH K...,
3aKJIIO4aeTCs B... U T.IL;

npeoOiajaHie OTBJICYEHHBIX CYIIECTBHTENBHBIX HaJl OJHOKOPEHHLIMH
rJ1aroJlamu: B3aUMO/ICHCTBHE, 3aBUCHMOCTB, Kiaccu(uKarus,
CHUCTEMAaTH3alMs U T.IL.

['paMMaTHUECKUN YPOBEHb:

UCIIONB30BaHUE AHAJIUTHYECKOM CTEIEeHM CpaBHEHUs: OoJee CIOKHBIH,
Haubollee NMPOCTOM, MEHEe U3BECTHBIM M T.II. B OTIIHYKME OT SMOLMOHAIBHO
OKpalleHHbIX: HANBAKHEHUIIINH, CIIOXKHEHIIWH, OJIMKalUIuN U T.11.;
IPEeUMYILECTBEHHOE YIIOTpeOIeHHe I1aroioB 3 JTulla €. X MH.4Y. HaCTOSIIETO
BpeMeHH (pexe | gmma Oyaymiero BpeMeHH CpaBHHUM, PACCMOTPHUM):
UCCIIEAYIOTCH, IPOCMAaTPUBAETCs, MOIpa3yMeBaeTcs, JIOKa3bIBAeT U T.I1.;
aKTUBHOCTb COIO30B, MPEIJIOTOB, MPEUIOKHBIX COYETaHHH: B CBS3H..., B
COOTBETCTBHH..., B KAYECTBE..., B OTHOLLICHHUHU..., CDABHUTENBHO C ... ¥ T.IL.;
npeobyafaHie ITacCUBHBIX (CTpaJaTeNbHBIX) KOHCTPYKLHUI: PacCMOTPEHBI
BOIIPOCHI,

OIMCaHbI ABJIEHHUS, CACIAHbI BBIBOABI, OTPAYKEHBI MPOOIEMBI U T.IT.;
BBIPAYKEHHE YETKON CBA3H MEXKJy YacTAMU CIIOXKHOTO MPEJUIOKECHHUS: CIeIyeT
CKa3aThb, 4TO...; HAOIIOEHHUS MTOKa3bIBAIOT, YTO..., HEOOXOIUMO MOAYEPKHYT,
Lo e vy

YyCUJIEHHAs CBA3ylomlas (QYHKUMS Hapeuud M HapeuHBIX BBIPAYKEHHI:
I03TOMY, UTaK, TAKUM 00pa3oM, HAKOHEIl... H T.II.;

OCJIO’)KHEHHE NpeIoKeHUH 000co0IeHHBIMU KOHCTPYKLIHSIMH:
«CTpeMJIEHHEM K CMBICJIOBOI TOYHOCTH U MH(MOPMATHBHOCTH 00YCIOBIEHO
yrnorpeOJeHre B Hay4YHOW pedy KOHCTPYKIUI C HECKOJBKMMHM BCTaBKaMH U
NOSICHEHHUSIMH, YTOUHSIIOIIUMHU coliep;kaHue BBICKa3bIBaHUS,
OrpaHUYHMBAIOIIMMH €ro 00BbeM, YKa3bIBAIOUIMMH HCTOYHUK HH(OOPMALHUU U
T H P

O06o0mas oTINYUTeNbHBIE S3BIKOBBIE OCOOCHHOCTH MUCBMEHHOI0 HAyYHOIO

CTHJIA, MOJKHO CKa3aTh, YTO OH XapaKTEePHU3YETCA.

YIHOTpeOJIeHHEeM KHM)KHON, HeHTPaNbHOH U TEPMHUHOJIOTHYECKON JIEKCUKH;
npeoOafaHHeM a0CTPAaKTHOW JIEKCUKH HaJl KOHKPETHOI;

YBEJIMYEHHEM [IOJIM HHTEPHALIMOHAIN3MOB B TEPMUHOJIOTHH;

OTHOCHTEJIBHOH OJJTHOPOIHOCTBIO, 3aMKHYTOCTBIO JIEKCHYECKOI'0 COCTABa;
HEyIOTPeOUTEIbHOCTRIO PA3rOBOPHBIX M IPOCTOPEYHBIX CIIOB] CJIOB ¢
SMOLIMOHATIBHO-3KCIPECCUBHOMN M OLIEHOYHOH OKPaCKOM;

HAJIMYUEeM CHHTAKCHYECKHUX KOHCTPYKLIMH, MOJYEPKUBAIOIIMX JIOTHYECKYIO
CBSI3b U IOCJIEJIOBATEIBHOCTE MBICTIEH.
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Odopmnenue pehepama. Kpumepuu oyenku.
IIpaBuna odpopmnenus pedepara pernamenTrpoBanbl. OobeM — He Gonee 10-
15 crp. MammHONMCHOrO Tekcra, HarewyaranHoro B ¢opmate Word 7,0, 8,0;
pasmep wpudra — 14; wunrepan — 1,5, dopmar Oymarm A 4, cHOCKH
NOCTpaHH4YHBIE, CIUIOIIHBIE; IOoNle (BEepxHee, HWXXHee, JIeBOoe, IpaBoe) 2 MM,
BLIpaBHHUBaHUE — I10 LIMPUHE; OpHEeHTalMsl KHiKHas; mpudT Times New Roman
Cyr.
Pabora poikHa WMeTh NOJS; KaXIbl pasznen odopmiseTcs ¢ HOBOM
CTpaHHIbI.
TutynsHbIH 1UCT 0OPMIIETCS B COOTBETCTBHH C YCTAHOBIICHHOM (hOPMOA.
Ha nepBoii crpanuie meuvaraercss mjiaH pedepara, BKIIOYANOIIHA B celds
oubnuorpaduyeckoe onucaHue; BBeJEHHEe, pazlensl W mnaparpadsl OCHOBHOM
4acTH, pacKphIBaIOIIMe CYTh paboOTHl, 3akKIIOYEHHE; CIIMCOK JIHTEPaTypHl;
IPUITIOKEHHUS.
B xoHue pedepara npejcraBisieTcs CIHMCOK UCIOJNB30BAHHOMN JTUTEPATYPHI C
TOYHBIM yKa3aHHEM aBTOPOB, HA3BAHUsI, MECTA M IoJia ee W3/IaHMs.
Kpurepuu onenku pedepara.
1. Crenens pacKpbITUs TEMBI TIPEIIONATaeT:
— COOTBETCTBHE IJIaHa TeMe pedepara,
— COOTBETCTBHE COJEpKaHMS TeMe U IJaHy pedepara;
— TIOJHOTY W TNIyOWHY PacKpPBITHS OCHOBHBIX IMOHSTHIA,
— 00OCHOBAaHHOCTH CIIOCOOOB M METOOB PabOTHI C MATEPHAIIOM;
— yMeHHe paboTaTh ¢ JHUTEpaTypoil, CHCTEMaTH3UPOBATh H CTPYKTYpPHUPOBAThH
Marepua;
— yMeHHe 0000111aTh, eN1aTh BBIBOJIbI, COIMIOCTABIISATH PA3JIHYHbIE
— TOYKHU 3PEHMUs 10 paccMaTpUBAEMOMY BOIIPOCY.
2. O00CHOBaHHOCTH BBIOOpA HCTOYHUKOB OLIEHHBAETCS:
— IIOJHOTOM MCIOJIB30BaHUs paboT 1o npobieme;
— MpHBIEYEHHEM Hauboylee H3BECTHBIX M HOBeHIIMX paboT mo mpobieme
(>kypHanbHBIC yOIUKALKMK, MaTepUalibl COOPHUKOB HAYYHBIX TPYIOB U T.J1.).
3. Cobmronienue TpeboBaHUl K 0GOPMIICHHIO OTIPEIEIISIETCS
— IPaBUIBHBIM O(QOPMIIEHHEM CCBUIOK Ha MCIOJIB3YEMYIO JINTEPATYPY;
— OILIEHKOU IPpaMOTHOCTU U KYJIBTYPBI H3JIOXKEHUS;
— BJIaZIcHHEM TepMUHOJIOTHEH U MOHATHIHBIM anliapaTtoM MpoOIeMEl;
— cobmonenueM TpeboBaHu# K 00beMy pedepara;
— KYyIbTypoi oopMIeHHUs.
3awguma peghepama
Pecdeparbl 00BIYHO NpeACTaBIAIOTCS Ha 3aKIIOYUTENLHOM 3TAle H3YYEHHS
IUCLMIIMHBL KaK pe3yJbTaT UTOTOBOH CaMOCTOSITENbHOW paboOThl CTYHEHTA.
3amura pedepaTa  OCYILIECTBISIETCS WIM Ha  AyJUTOPHBIX  3aHATHIX,
NpeAyCMOTPEHHBIX y4YeOHBIM IUIAHOM, WJIM Ha 3a4eTe KaK OIHH M3 BOIPOCOB
Oueta (mocneHee onpeenseTcs MpernoaBaTenem).
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Ecnu pedepaT moapasymeBaeT MyONHUHYIO 3alMTy, TO BBICTYIAIOIIEMY
ClleyeT 3apaHee IIOJArOTOBUTBCS K  pedepaTUBHOMY  COOOIIEHHIO, a
IperogaBareto U BO3MOKHBIM ONIIOHEHTaM — 03HAKOMHTBCS C pabOTOH.

PedepaTtuBHOe coollieHHe OTIHYaeTcsi OT camMoro pedepara Mpexkae BCEro
00BEMOM U CTHJIEM H3JIOKEHHSI, T.K. YYUTHIBAIOTCS OCOOEHHOCTH YCTHON HAyuHOi
pedd U MyOIMYHOro BBICTYIUIEHHS B IeJIOM. B pedepaTHBHOM COOOILEHUH
cofiepkaHue pedepara npeacTapiIsieTcss ToApoOHO (MM KpaTKo) M, Kak MPaBMIIo,
BHE OLEHKHM, T.e. M3l0KeHHe NpuoOpeTaeT OO30pHBIA XapakTep M pelaeTt
KOMMYHMKaTHBHYIO 3a1ady (mepenare B yCTHOH (opme mHbopMaImio, KoTopas
JIO/KHA OBITh BOCIIPUHSITA CIyLIATENSIMH). YUMTHIBas IyONMYHBIN XapakTep
BBICKA3bIBAHUMI, BBICTYAIOLIAMN JOIKEH:

— COCTaBHUTH IJIaH U T€3UCHI BBICTYIUICHHS;

— KpaTKoO MpeCTaBUTh Npo0IeMaTHKy, 11elb, CTPYKTYPY H T.IL.;

— ofecreunTs NOPIUOHHYIO 110J]a4y MaTepHaja He B COOTBETCTBHH C YaCTIMH,
paszenamu M naparpadamu, a cerMEHTHPOBATH B 3aBUCHMOCTH OT HOBH3HBI
HHpOPMAIIHH;

— cOOJII0IaTh YETKOCTh ¥ TOYHOCTH BBIPAXKEHMMH, UX MPOM3HECEHHE; 00paIarh
BHUMAaHHWE Ha UHTOHALMIO, TEMII, FPOMKOCTb U T.Il. 0COOCHHOCTH MyOJIHIHOIO
BBICTYIJICHHUS;

—~ JIEMOHCTPUPOBATh [TOATOTOBICHHBIH XapaKTep BhICKA3bIBAHUIA, TOIYyCKasl, KaK
B JTII000# Ipyroi yCTHOMH pedH, CIIOBECHYIO UMITPOBH3AIIHNIO.

PexoMeHnganuu mo HANKHCAHHUIO 3CcCe

Icce — cpeiCTBO, MO3BOJISIOLIEE OLIEHUTh YMEHHE 00yJaroIIErocs MUCEMEHHO
U3jlararb CyTh IIOCTABICHHOM NpoOJeMbl, CaMOCTOSTENBbHO MPOBOIUTEL AHAJIH3
3TOM  mnpobiieMbl ¢  HCHOJB30BAHMEM  KOHIENIMHA W aHaJWTHYECKOIO
UHCTPYMEHTApUsl  COOTBETCTBYIOLIEH  NHUCHMIUIMHBI,  JieJaTh  BBIBOJIEI,
o0ob11atone aBTOPCKYIO MO3ULHIO 110 ITOCTaBIeHHOM podiieMe.

Ilens >cce COCTOUT B Pa3sBUTUM TaKMX HAaBBIKOB, KaK CaMOCTOSTENBHOE
TBOPYECKOE MBIIIJICHUE U THCbMEHHOE M3JI0KeHHEe COOCTBEHHBIX MBICIIEH.

Cmpykmypa 3cce onpefiensieTcs MpeIbsBIsieMbIMUA TPeOOBAHUAMHU:

— MBICIIM aBTOpa 10 npobiemMe uznaratorcs B GopmMe KpaTKHX TE3UCOB.
— MBICJIb JIOJIKHA OBITH ITOJKPEIieHa T0Ka3aTeIbCTBAMHU — MIO3TOMY 3a TE3UCOM

CIEOYIOT apIryMEHTEI.

AprymMeHTbl — 93TO (aKThl, SBIEHHS OOIIECTBEHHOW JXH3HH, COOBITHS,
’KM3HEHHBIE CUTYallMM W >KM3HEHHBIN ONBIT, HAYYHBIE JI0Ka3aTENbCTBA, CCHUIKU Ha
MHEHUE YYeHBIX H JIp.

Jcce 0OBIYHO MMEET KOJIBLIEBYIO CTPYKTYPY (KOJMYECTBO TE3UCOB U
apryMEeHTOB 3aBUCHT OT T€MBI, U30paHHOTO IJIaHa, JIOTHKH Pa3BUTHS MEICITH):

— BCTYIUICHHE

— TEe3UC, apTryMeHTEI
— TE3HUC, apTyMEHTEI
— Te3UC, apryMEeHTHI
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— 3aKJIIOYeHHue.

[Ipy HanmMcaHuM 3cce HAO YYUTBIBATh CISAYIONIee:

Berynnenue u 3akmodeHue TODKHBE! (OKYCHPOBATH BHUMaHHe Ha mpoblieme
(BO BCTYIUIEHHH OHa CTaBUTCS, B 3aKIIIOUYEHHH — PE3FOMHUPYETCSs MHEHHE aBTOpPa).

Heobxonumo  BelieneHue  ab3aneB, KpPacHBIX CTPOK, YCTAHOBIIEHHE
JIOTHYECKOi CBsA3HM ab3aleB: TaKk JOCTHTAETCS IIeIOCTHOCTH paboTEhI.

Cmunb U3TLOICEHUS SMOLMOHAIBHOCTb, HKCIIPECCUBHOCTD,
XYJA0KECTBEHHOCTb.

Ilpasuna nanucanusa scce:

— U3 (hopMabHBIX MTPABUI MOXHO Ha3BaTh TOJBKO OJIHO — HAJHYKE 3aroj0BKa;
— BHYTPEHHSSI CTPYKTypa MOXKET OBITb MPOU3BOJBHOH. [TocKoNBKY 5TO Majast
¢bopma nuceMeHHOH paboThl, To He Tpebyercss 00s3aTelIbHOE MOBTOPEHHE

BBIBOJIOB B KOHIIE, OHH MOTYT OBITH BKJIFOYEHBI B OCHOBHOH TEKCT WM B

3aroJioBOK;

— apryMeHTalHs MOXET TIIpelllecTBOBaTE  (DOPMYIHPOBKE  MPOOIIEMBEI.
®opmyarpoBKa MpobdlieMbl MOXKET COBIAIATH C OKOHYATEIBHBIM BBIBOIOM.

B xauecTBe mpuMepa MOXeTe MO3HAKOMHUTECS C IIMPOKO H3BECTHBIMH 3CCE
N.A. Bynuna («Henoctatku coBpeMennoit nmoasum»), J1.C. Mepexxkosckoro («O
NpUYMHAX yIaJKa U HOBBIX TEUCHHUSX COBPEMEHHOH pyCCKOH nutepaTypsi»), K. /1.
baneMoHTa («2OnemMeHTapHBIe CIOBa O CUMBOJUYECKOH mo33umn»), B.SI. Bprocosa
(«Kmroum Ttaite»), Bsiu. MBanoBa («CHMBOJIM3M Kak MMpOTIOHMMaHHE»), A.A.
bnoka («O nupukey).

YueGHo-MeTOoANYEeCKHE YKA3AHNS K BHINOJHEHHIO TECTOBBIX 3aaHHI

TecToBbIi KOHTPOJIb OTIMYAETCS OT APYTHMX METOIOB KOHTPOJNS (YCTHBIE M
NUCbMEHHBIEe HJK3aMeHBI, 3a4eThl, KOHTPOJIbHBbIE padOThl W T.I.) TeM, YTO OH
npencTaBisieT CcoOOH  cIleUabHO MOATOTOBIEHHBIH KOHTPOJBHBIN  Habop
3aJIaHUH, TTO3BOJISIIOLIME HaIEKHO U aJIeKBAaTHO KOJMYECTBEHHO OILIEHHTH 3HAHUS
oOy4arolmxcsi NOCPeJCTBOM CTaTUCTUUECKUX METOOB.

Bce Bollleyka3zaHHBIE MPEUMYIIECTBA TECTOBOTO KOHTPOJS MOIYT OBITH
JTOCTUTHYTBI JIMIIB IIPYU MCIIOIb30BAaHUH TEOPUH MEeIarorHYecKuX TECTOB, KOTOpas
CIIOKUIIaCh Ha CTBHIKE I€JaroruKd, MCUXOJIOTHH U MAaTeMaTHYeCKOM CTaTHCTHKH.
OCHOBHBIMH JOCTOMHCTBAMU NPUMEHEHUS TECTOBOI'O KOHTPOJIS SBIISIFOTCS:

— OOBEKTHBHOCTb pe3yJbTaTOB IMPOBEPKH, TaK KaK HaJU4He 3apaHee

OIIpPEIeIEHHOr0 dTalloHa OTBeTa (OTBETOB) KaXKABIN pa3 MPHUBOJIUT K OJHOMY

1 TOMY )K€ pe3yNbTary;

— HOBBINIEHHE (PPEKTUBHOCTH KOHTPOIUPYIOUIEH NEeATENFHOCTH CO CTOPOHBI

TperojiaBaresisd 3a CYeT yBeIUYeHHUs €€ YaCTOThl U PETyJISIPHOCTH;

— BO3MOKHOCTb aBTOMATH3alMM NPOBEPKH 3HAHWM yYaIMXCs, B TOM YHCIIE C

HCII0JIL30BaHUEM KOMITBIOTEPOB;

— BO3MOHOCTB UCITOJIB30BAHMS B CHUCTEMAaX JUCTAHIIMOHHOTO 00pa30BaHUS.

Tecm — WHCTPYMEHT, COCTOSIIMH H3 CHCTeMBI TECTOBBIX 3aJaHHi ¢
ONHMCAaHHBIMM CHCTeMaMH O00pabOTKM M OLEHKH pe3ynbTaTa, CTaHIapTHOM
IpoUeAypbl IPOBEACHMUS W NPOLENYPBl I8 HU3IMEPEHHS Ka4vyeCcTB M CBOMCTB
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JTUYHOCTH, H3MEHEHHE KOTOPBIX BO3MOXHO B IIpOllecCe CHCTEMATHYECKOIo
o0y4eHus.

[IpeMMyUIeCTBO TECTOBOrO KOHTPOJSI COCTOMT B TOM, 4YTO OH SBIISIETCS
Hay4yHO OOOCHOBaHHBIM METOJOM O3MITMPHYECKOTO HCCIEJOBAHUS U B
OIIpeJlelIeHHON cdepe IM03BOJSET NMPeoN0JIeTh YMO3PHTENbHbIE OLEHKHA 3HAHUI
cryneHros. Caegyer OTMETUTh, HYTO 3aJlaHHsl, HCIIOJIb3YEMbIE MHOTUMHU
npenojaBaTelssMi M Ha3blBaeMble MMM TECTOBBIMHM, Ha CaMOM Ji€Jle TaKOBBIMH
BOBCE He sABIAIOTCA. B oTiiMuMe oT OOBIYHBIX 3a/1ay TECTOBBIE 3aJaHHS HMMEIOT
YETKUH OJHO3HAYHBII OTBET M OLEHWBAIOTCS CTAHIAPTHO HAa OCHOBE IEHHHMKa. B
caMOM IMIPOCTOM Cllydae OLEHKa CTyJeHTa ecTb CyMMa 0ayuloB 3a NpPaBHJIBHO
BBITMIOJIHEHHBIE 3a7aHusA. TecToBble 3alaHus JOJKHBI OBITh KPAaTKUMH, SCHBIMH U
KOPPEKTHBIMH, He  JOIyCKalIIMMH  JBYCMbICIeHHOCcTH. CaMm  Ke  TecT
npeacTaBisieT cobol cucTeMy 3a/jlaHMi BoO3pacTaiomedl TpyaHOCTH. TecToBbId
KOHTPOJIb MOJKET IPUMEHATHCA KaK CPEACTBO TEKYIIEero, TeMaTHYECKOro W
pyOeKHOro KOHTPOJISI, @ B HEKOTOPBIX CIydasiX U HTOrOBOTO.

Tekyiee TecTupoBaHHe OCYUIECTBISIETCS ITOCIIE U3YYEHHUS OTHEJILHON TeMBI
WIM Ipynnsl TeM. Tekylllee TeCTHpOBaHHUE, NMPEXKIES BCEro, SBISETCS OJHUM W3
9JIEMEHTOB CaMOKOHTpPOJIS M 3aKpeIuleHUsl ClyllareiaeM IpPoHAeHHOro y4eOHOro
Marepuana.

Buowst mecmoegoix 3a0anuii

Tecrosoe 3ananne (T3) MoxeT OBITH MPEICTABICHO B OJHON W3 CIEAYHOIUX
CTaHAapTU3UPOBAHHEIX (OPM:

— 3akpeitoe T3, npenmonararomiee BBIOOP OTBETOB (MCIBITYEMBIH BHIOHMpPaET
[paBUIBHBII OTBET (OTBETHI) U3 YKCIA TOTOBBIX, TIPEAJaraeMbIX B 3alaHHN
TecTa);

— oTkphiToe T3 (ucnbiTyeMblit caM (GOpMyIHpyeT KpaTKuil WM pa3sBEepHYTHI
OTBET);

— T3 Ha ycTaHOBIEHHE NPABHILHON MOCIIEI0BATEIEHOCTH;

— T3 Ha ycTaHOBJIEHHE COOTBETCTBHS MEXAY SJIEMEHTAMMU JIBYX MHOXKECTB.
3akpeimoe mecmogoe 3a0anue
3akpeiToe T3 COCTOMT U3 HENONHOIO TECTOBOTO YTBEPHKJIEHUS C OJHUM

KIIIOYEBBIM 3JIEMEHTOM M MHOXKE€CTBOM JOMYCTHUMBIX BapHAHTOB OTBETOB, OJHH
WA HECKOJIBKO W3 KOTOPBIX SABJIAIOTCA IPaBWIBHBIMU. TecTHpyeMBIil CTymeHT
OTIpENIeISIET NPaBUJILHLIE OTBETHl U3 JaHHOTO MHOXecTBa. PexomeHmyeTcss msaTh
WA IIECTh BapMaHTOB OTBETOB, W3 KOTOPBIX JIBa WJIH TPH SBISAIOTCS
[IPaBUJIbHBIMH.

Omkpvimoe mecmosgoe 3adanue

OrtkpeiToe T3 ¥MeeT BUJ HENOJHOTO YTBEPKAEHHS, B KOTOPOM OTCYTCTBYET
OUH WU HECKOJIBKO KIFOYEBBIX DJIEMEHTOB W TpebdyeT caMOCTOSTENLHOM
(GopMyIMpOBKM OTBeTa TeCTUPyeMoro. B kauecTBe OTCYTCTBYIOIIMX KIIFOUEBBIX
5JICMEHTOB MOTYT OBITh: uHCIO, OykBa, CIOBO WIH cJOBOcodeTanue. Ilpu
GopMynHMpoBKe 3alaHUSI HA MECTE KIFOYEBOrO dJIEMEHTA HEOOXOAUMO ITOCTABHUTE
IIpOYEPK UM MHOTOTOYHE.

Tecmosoe 3adanue Ha ycmanosieHue NpaguibHOU NOCIE006amMe bHOCINU
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T3 Ba ycTaHOBIeHHME IPaBUIILHON IIOCIIENOBATENILHOCTH COCTOMT W3
OMHOPOJHBIX 3JIEMEHTOB HEKOTOPOM IPYNIBI U YETKOH (OPMYJIHUPOBKH KPHUTEPHS
YHOPSA0YEHHUS DTUX JIIEMEHTOB.

Tecmogoe 3adaHue Ha YCMAHO8IEeHUe COOMBEMCMBUS

T3 na ycraHoBneHHE COOTBETCTBHS COCTOHT M3 ABYX IPYIII 3JIEMEHTOB U
4eTKOH (OPMYJIHMPOBKHM KPHUTEpHs BBIOOpA COOTBETCTBUS MEKIY HUMH. BHyTpu
KaKJ10# I'pyIIIbI 2JIEMEHTHI JOJDKHBI OBITh OJHOPOAHBIMU. KosmdecTBO 3/1eMEHTOB
BO BTOPOM IPYIIIE JOJDKHO IIPEBBIIATH KOJIUYECTBO 3JIEMEHTOB TIEPBOM T'PYIIIEI,
HO He OoJlee yeM B 2 paza. MakcUMalbHO JOIYCTUMOE KOJTHYECTBO DJIEMEHTOB BO
BTOPOM Ipynne He J1o/ukHo npesbimath 10. KonugecTso e 351eMEeHTOB B MepBoi
rpyIie JOJDKHO OBITh HE MeHee JIBYX.

Tpebosanus Kk mecmosvim 3a0aHUAM

Jns obecneueHust aleKBaTHOCTH OLIEHKU 3HAHMI TECThl JIOJKHBI 00J1afaTh
CJICIYIOLLIMMU CBOMCTBAMM:

— TeCT MJONMKeH OBITh penpe3eHTATHBHBIM C TOYKHW 3PEHUS H3Y4aeMOro
mMaTepuana (OTBETbl Ha BOINPOCHI, IOCTABJIEHHBIE B TECTe, HE MOJHKHBI
BBIXOJIUTE 34 IpeJiesibl JaHHOH yueOHOH NUCIHUILIHHEI);

— TECT JIOJIKEH OBITh YMECTHBIM: (JOPMYJIMPOBKA U COCTAB BOIIPOCOB JIOJIYKHEI
COOTBETCTBOBATbL OCHOBHOH Ie/IM JUCHUIUIMHBI (IIPH TECTHPOBAHHH TIO
OTIpeIe]IeHHON TeMe BOIIPOCHI TO/KHBI COOTBETCTBOBATE OJHOM M3 OCHOBHEIX
3aJa4 AUCIUIUIMHBL, YIIOMSHYTBIX B [IporpaMMe Kypca);

— TeCT JoJKeH OBbITh OOBeKTHBHBIM, YTO 3aKII0YaeTCS B HEW30EKHOCTH
BplOOpa MPaBUIBLHOTO BapHaHTA OTBETA PAa3JIMYHBIMHM O3KCIIEPTAMH, a He
TOJIBKO IIperoiaBaresieM, OCTABUBIIIHUM TECT;

— TecT HOJDKEH OBbITh cneuu(pUYHBIM, T.€. B TECTE HE IOJIKHO OBITH TaKHX
BOIIPOCOB, Ha KOTOpbIE MOI Obl OTBETHUThH HEIIOBEK, He 3HAFOUIUI JTaHHOM
JUCUMIITMHBIL, HO 00J1aaloui JOCTATOYHOMN 3Py IULIHUEH;

— TECT JOJKEH ObITh ONepaTHBHBLIM, YTO MPEIyCMATPHUBAET BO3MOMKHOCTH
OBICTPOro OTBETA Ha OT/ENIBHBIN BOIIPOC, IIOATOMY BOMPOCH! HOPMYITUPYIOTCS
KOPOTKO M IIPOCTO M HE IOJDKHBI BKIIIOUATH PEAKO HCIIOJIb3yeMBbIE CIIOBA,
KOHEYHO, €CIIA 3TH CJI0Ba HE SABIIIOTCS IOHATUSAMH, 3HAHUE KOTOPBIX
IpeayCMOTPEeHO B yueOHOW TUCUMIIUHE.

[lepeuucnennoie ceoucmea  mMecmoevix  3a0aHull  obecneuusaiom
Heobxo0uMblll KauecmeenHulll Ypo8eHb NPOBLOSHUS UMO208020 KOHMPOs, K
KOMOpoMY Npedbaenaiomcsl credyioujue mpeboeanus.

IIpouiecc TecTHpoBaHUs HODKEH OBITH BaJHAHBIM (3HAYMMBIM), KOTrIa
pe3ynbTaThl  MOATBEP)KAAIOT KOHKPETHBIE HaBBIKM M 3HAHHWA, KOTOPBIE
NoJApa3zyMeBaeTcs IPOBEPHUTh.

Tectuposanue sBNseTCs 00BLEKTHBHBIM, €CIM PE3YJIbTATEl HE OTPAXKAIOT
MHEHUS UM CHUCXOIUTEIIBHOCTh IIPOBEPSIOIIETO.

Ybenutbcs B HaZeKHOCTH TECTUPOBAHUS MOXHO, €CJIM PEe3YJILTATEI
IIOBTOPHO ITOATBEPXKAECHEI IIOCIEIYOIIUMH KOHTPOJIBLHBEIMH MEPONPUATHAM.

JpPeKTHBHOCTL TECTUPOBAHUSA OIpeHeNIseTcs, €Clld ero BEBIIOJHEHHE H
OLIEHHMBaHUE He 3aHUMaeT OoJblile BpeMeHH WK JeHET, YeM He0OX0J1UMO.
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TectupoBanne MOXKHO CUMTaTh HNpPHEMJIEMBbIM, €CIH CTYIEHTb WU
MpernojaBaTed BOCIPUHUMAIOT KOHTPOJIBHOE MEpPOIPHUATHE ajJeKBAaTHO €ro
3HAYUMOCTH.

M3ydyeHnne AMHAMHMKH IIpollecca MPOBEPKH 3HAHHN C IOMOIIBID TECTOB
MO3BOJIIET YCTAHOBUTH MHJIMBHJIyalbHOE BpeMsS TECTHPOBAHHUS JUIS KaKJOro
KOHKpeTHOoro Habopa TecTOBBIX 3amaHuid. Hepemko Bpemsi tecTUpoBaHUs st
Pa3sIUYHBIX JMCUMIUIMH yCTaHABIMBAETCS OAMHAKOBBIM Ha OCHOBAaHHH HEKOTOPOTO
CTaH/apTa, He IPMHUMas BO BHUMaHHUe CrelU(PpUKY KOHKPETHOH IMCIUIUIMHEL U ee
paszena.

Yxazanusi N0 NOATOTOBKE K 3a4eTy

@opMOI UTOrOBOrO KOHTPOJS 3HAHUH M YMEHHWM, IOJIyYeHHBIX B IIpOLIecce
U3Y4YEeHUs JUCLIUIIIIMHEI SIBJISIETCS 3a4erT.

3ader gaeT BO3MOXKHOCTh IperoJaBaTeio:

— BBIACHHTH  YPOBEHb  OCBO€HHUs  CTyIHEHTaMH y4yeOHOH  mporpaMMel
JUCIUTIIAHBI;

— OLEHUTH (POPMUPOBAHME Y CTY/IEHTOB ONpPESICHHBIX 3HAHUM U HaBBIKOB UX
WCIONB30BAaHUsA,  HEOOXOAWMBIX M JOCTATOYHBIX Uil  Oymyluei
npodeCCHOHAIBHON A TETLHOCTH;

— OLEHUTH YMEHHE CTYJEHTOB TBOPYECKH MBICIUTH W JIOTMUECKH MPaBHIBHO
U3JIaraTb OTBETHI Ha II0CTaBJIEHHBIE BOIIPOCHI.

IIpy nmoaroToBke K 3adeTy HEOOXOIMMO OPHMEHTHPOBATBCH HA KOHCIIEKTEHI
JIEKIUH, peKOMEHAYyeMYI0 uTepartypy U ap. Cnada 3adera mperionaraeT mojHoe
[IOHMMaHue, 3allOMUHAaHuE U NPUMEHEHWEe U3YYEeHHOI'0 MaTepuasa Ha IpakTHKe.
JUis  ycnemHOM  IMOJArOTOBKM K  IPOMEXKYTOYHOM aTTecTallii  CTyIEHTaM
HEoOXO0JMMO BHOBb OOpaTUThCS K MpoiaeHHOMY Matepuany. Jlureparypa s
TIOJrOTOBKH K 3a4eTy peKOMeHJyeTcs IperojasareneM, 1M00 ykazaHa B paboueii
IIporpamMMme I10 TUCLIUILINHE.

IIpy moaroToBke K IPOMEXKYTOYHOM arTecTallMd B KadecTBE OPUEHTHUPA
CTYJIGHT MOXKET HCIOJb30BaTh IlepeueHb KOHTPOJIBHBIX BOIPOCOB  JUIA
caMmoInpoBepkH. IloaroToBka oTBETOB Ha 3TU BOIIPOCHI TTO3BOJIHUT:

— BBISICHUTE YPOBEHB OCBOCHMS CTYJACHTaMH Y4eOHBIX MPOTpamMMm;

— OLICHUTH (POPMHUPOBAHUE Y CTYJCHTOB ONpPE/eJICHHBIX 3HAHMHA U HABLIKOB MX
UCIIONIb30BAaHMs,  HEOOXONMMBIX M JOCTATOYHBIX I Oynyiuei
Npo¢ecCHOHAIBHOMN NeATeNbHOCTY;

— OLIEHUTh YMEHHE CTYIEHTOB TBOPYECKH MBICIIMTH W JIOTUYECKH NPaBHILHO
u3jaraTh OTBETHI HA IIOCTABIIEHHBIE BOIIPOCHI.

OueHka 3HaHWH CTYIEHTOB [JOJDKHA OINMUPAThCS HA CTPOro OOBEKTUBHBIE
KpUTEpPUH, Hay4YHO 0OOCHOBAHHBIE ITeJarOTUKON U 00s3aTeIbHbIE I BBITOIHEHMS
BCEX IIpernojgaBaTesiei.

Cpeau Takux KpUTEPUEB BaXXKHEHIIMMU SBIISIOTCS TMPUHIMIEL MOIX0Aa K
oueHke. B Haubosiee oO0ImeM BHIE O3TH NPUHIMIIBI MOXHO IPEACTABUTE
CIIeAYIOIMUM 00pa3oM:
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— ray0oKMe 3HaHU M MOHMMaHHe CyILIecTBa BONPOCa, HO HE BCEX €ro JeTalei,
a JIMIIb OCHOBHBIX;

— CTeINEeHb CO3HATENBHOI'0 U TBOPYECKOI0 YCBOCHHUS U3yHaeMbIX HAyK Kak 0a3bl
JIMYHBIX YOXXIEHUH U MOJIe3HBIX 00ILECTBY AHCTBHUIA;

— MOHMMaHME CYUIHOCTH HayKH, MeCTa KaXJIO TeMbl B OOIIEeM Kypce W eé
CBSI3H C NIPEABIIYLIHMH U MOCIEAYIOIUMHA TEMAMH;

— BBIJIEJIEHHE KOPEHHBIX MPoOjeM HayKW W YMEHHE NMPaBHJILHO HCIIONB30BATh
5TO 3HAHWE B CAMOCTOSTENIbHOM HAYYHOH JEesATeNbHOCTH WIH MPaKTHYECKOH
paboTe 1Mo CHeHaTBHOCTH.
3a4eT MOXET MPOBOJUTLCS B YCTHOM, MUCBMEHHON (hopMe U ¢ IPUMEHEHHEM

TECTOB. 3a4yeT NPOBOJAMTCA IO BOIPOCAM, OXBATHIBAIOIIAM BeCh IMPOMAEHHBIH
marepuan. llo oKoHYaHHIO 3ayeTa IIPENoaBaTeNlb MOXET 3aJaTh CTYAEHTY
JIOTIOJTHUTEJIBHBIE ¥ YTOYHSIOIIHE BOIIPOCHI.
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10. ITepeuens ungopManHOHHBIX TEXHOJIOTHi, HCIOJIb3YEMBIX MPH
OCyIlecTB/IeHHH 00pa30BaTEJbHOIO NMpoecca no JNCHHIVIHEE, BKIKYAas
nepeyeHb NPOrpaMMHOro obecneyeHus: H HHGOPMANHOHHBIX CIIPABOYHBIX
cHcTeM

[lpu ocyumecTsnenun o00pa3oBaTENbHOrO Ipoliecca HCIONB3YETCA  psifl
HH(OOPMAIIMOHHBIX ~TEXHOJOTHH oOecredeHus: JUCTAHIMOHHOIO O0O0y4YeHHs,
BKJIIOYAIOIIMHM, HO HE HMCYEPHBIBAIOILIMNCS, TEXHOJIOTUAMH OHIaiH U oddraiin
pacnpocTpaHeHHs 00pa3oBaTelbHON HH(OPMaLKHK (ITOYTOBas PACChIIKA IIeYaTHBIX
MaTepuasioB M OJIAHKOB  TECTUPOBAHUS  WIM  3JIEKTPOHHBIX  BEPCHi
oOpasoBaTebHbIX MaTepHalIOB Ha (H3MYECKUX HOCHTEISIX, JIM00 MHTEPAKTUBHEIA
JOCTYNl K MarepHajaM dYepe3 HHTEpPHET, JNOCTYN K DJIEKTPOHHO-OHOIHOTEUHBIM
CHCTEMaM  MHCTUTYTA M CTOPOHHMX  ITOCTAaBIHUKOB),  TEXHOJIOTHSAMHU
B3AaUMOJEHCTBUS CTYJICHTOB C IIpenojaBaTelleM (BHACO-JIEKIMH W CEMHHApHI,
IPYIINOBbIC U MHAMBUYaNbHble KOHCYIbTALlUN Yepe3 UHTCPHET, UHIUBHYAIbHbIE
KOHCYNIBTAllMM 110  TeNe(oHy), TEXHOJOTHAMH 00pa3oBaTe/IbHOTO KOHTPOJA
(MHTepaKTUBHBIE OHJIAWH TECTHl B MHTEpHET, 0 (IaiiH TeCThbl ¢ UCIOJIL30BAHHEM
NEePCOHAJIBHBIX MEeYaTHBIX OJIAHKOB).

Hns  peanusanMy  yKa3aHHBIX  TEXHOJIOTHH  Hcrionbzyercs — Habop
IPOrpaMMHOro obecreyeHuss 1 UHPOPMALMOHHBIX CHCTEM, BKIIIOYAIOIIKN, HO HE
OTpaHUYHUBAIOLIHUNACS, CIETYIOIIHM CITHCKOM.

® onepanuoHHkle cuctembl Microsoft Windows (pa3iu4HbIX Bepcui);

e onepaunonHas cucrema GNU/Linux;

e cBoOoaublil GpucHbI nmaket LibreOffice;

® cucTema yIpaBleHHs IpoueccoM oOyuenust «Lete e-Learning Suitey

(cobcTBeHHas pa3paboTka);

e cucTeMa  MHTEpakTUBHOTO  OHJAMH  TecTHpoBaHHs  (coOcTBeHHAs
pa3paboTka);

e cucrema TeJe)OHHONH MOMNEPXKKH M KOHCYNBTALMH COTPYIHMKAMHU KOJII-
nenrpa «LlenTpanbHas ciryx6a nouepxxku» (cobcTBeHHas pa3paboTka);

e cucreMa oHJaiH Buaeo koHdpepermuit Adobe Connect;

® DJJIEKTPOHHO-OMOIIMOTEYHAs cucTeMa «AHOYKCy;

® 5JIeKTPOHHO-OMOIMOTEe Has cucteMa «M3marenseTBa «Jlanby;

® uHTepHeT-Bepcus cnpaBouHuka «Koncynerantllimocy;

® JIpHIOXEHHE I MOOHIIBHBIX yCTpoﬁCTB «KoHcyneTauTMAC: CTyaeHT;

e wunHele MCC.
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11. Onucanne MaTepHaILHO-TEXHHYECKOH 6a3bl, HEOOXOAUMOI 115
ocyllecTBIeHdsl 00pa30BaTe/IbHOIO Npolecca Mo JAUCHHILTHEE
AynuropHas 6a3a (NIeKIMOHHas ayAWTOpHs, ayIUTOPUS I [POBEICHHMS
NPAaKTHYECKUX 3aHATHH, BUPTyallbHblE KIACCHBIE KOMHAThl Ha IOpTaje

POON)

OpraHu3alnMOHHO-TEXHUYECKHUE CPEICTBA M ayAHOBU3YAIbHBIH (DOHIOBBIN
MaTtepual, MyJIbTUMe AN HOe 000pyI0BaHUE.

Kommnnexkrsl BuAaeoQUIBMOB, ayauokHur, CD-muckoB mo mpobiemam
JNUCLIUIITIAHEL.

WuTepner.
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Ilpunoscenue 1

YIIPABJEHUE KA/IPOBOW AESITEJbHOCTBIO

®OH/I OLIEHOYHBIX CPE/ICTB

1. NEPEYEHb KOMIIETEHLUHI U STAITbI
Ilepeuenb KomMmeTeH Ui

OK-3 - cnocoOHOCTH HCIONB30BATH OCHOBLI JKOHOMHYECKHX 3HAHHH B
pasIMYHbIX cdepax NesaTebHOCTH;

OK-5- cnoco6HocTe paboTaTh B KOJUIGKTHBE, TOJEPAHTHO BOCIIPUHUMAS
CoLMabHbIE, STHUYECKHE, KOH(DECCHOHATBHBIE U KYJIbTYPHBIE Pa3IUUMsL,

OK-6- cnocoGHOCTb HCIIOIB30BATh OCHOBBI MPABOBBIX 3HAHMH B Pa3zIUUHBIX
cepax IesTeTbHOCTH;

OK-7- criocobHOCTh K CaMOOpPTraHU3aIliK U caMO00pPa30BaHHIO;

OIIK-1- crocoGHoCTE pelath CTaHZapTHBIE 3a4a4M  NpodeccHoHaNbHON
JeATeIbHOCTH Ha OCHOBE WMH(MOPMALHOHHON M OHONMOrpaduuecKol KyIbTyphl C
PUMEHEHUEM HH()OPMALHOHHO-KOMMYHHUKAIMOHHBIX TEXHOIOTUH M C y4EeTOM
OCHOBHBIX TpeOoBaHUH HH(DOPMAITMOHHOM OE30I1aCHOCTH;

OIIK-2- cnocoGHOCTh OCYIIECTBIST, cOOp, aHauu3 ¥ 00pabOTKY IaHHBIX,
HEOOXOIUMBIX JUIS pelieHus Ipo¢ecCHOHAIbHEIX 3a/1a4;

IIK-7- crocoOHOCTB, MCHOJB3Ysl OTEYECTBEHHEBIC M 3apy0elKHbIe HCTOYHHKH
MHpOpMaLUK, coOpaTh HeOOXOIUMBbIE aHHBIE TPOAHAIM3UPOBATh UX U TIOTOTOBHUTh
MH(GOPMAIMOHHBIN 0030p U/MITM aHATUTHYECKUH OTYET;

ITK-8- cnocobGHOCTh HCHONB30BaTH JUIS  pEIIeHHS  aHAJIUTHYECKUX |
UCCIeI0BaTeILCKIX 3amad COBpPEMEHHblE  TeXHHYECKHE cpeacTBa U
MH(pOPMaIIMOHHBIE TEXHOIOTHH;

IIK-9- crmocobHoCTh OpraHu30BaTh HESTeNIEHOCTH MalOH TPYIIIBL, CO3JaHHOM
JUTsl pealii3aliMi KOHKPEeTHOTO SKOHOMHYECKOTO IPOEKTa;

IIK-10- croco6HOCTh HCIONIB30BATh ISl PEIeHUs KOMMYHHMKATHBHBIX 3a1ay
COBPEMEHHBIE TEXHHYECKHE CPEICTBA U HHPOPMAITHOHHBIE TEXHOJIOTHH;

ITK-11- cmocoOGHOCTE  KPUTHYECKM OLGHMTH MpeiaraeMble  BapHaHTEI
YIPaBJICHYECKUX pELIeHUH U pa3zpaboTaTh U OOOCHOBATH MPENJIOKEHHS [0 HX
COBEPLIECHCTBOBAHUIO  C  YYETOM  KpPHUTEpPHUEB  COLMAIBLHO-3KOHOMUYECKOH
(P GEKTUBHOCTH, PUCKOB U BO3MOXHEBIX COIMATBHO-3KOHOMUYECKHUX TTOCIIEICTBHIA.

Komnerenuun Jtansl ocsoenus OIIOII BO
Hazpanue 3Tana CemecTp

OK-3 [TpomexyTouHbIH 8

OK-5 I IpoMesKyTOYHEIH 8




OK-6 ITpOMeKyTOUHBIH 8
OK-7 [ TpoMe)Ky TOUHBIH 8
OIIK-1 I TpoMe)Ky TOUHBIH 3
OIIK-2 [IpoMeXxyTOUHBII 8
MK-7 [TpoMexyTO4HBIH 8
K-8 [TpomeKkyTOUHBI# 8
1TK-9 [ IpoMexyTOUHbIN 8
TK-10 [TpoMeKyTOUIHBIH 8
IK-11 [TpoMeKyTOUHBII 8

MopmupoBanne KoMnereHuuii B npounecce ocsoenusi OINOII BO

OueHoYHBIC CpeacTBA
ITokaszarenu
< ®opmupyem
No Pasnennt o TexHo10rHH M KpHTEepUH
H TeMbl (popmupoBanusn OLEHKH
n/m KOMITETEHIH . CpeacTBa
AHCHHIITHHBI KOMIICTEeHUHIH topmupyemo
H i OLEHUBAHHUS
KOMITeTeHIH
u (3¥YB)

1. OcHOBHBIE IOHATHS OK-5,7; Jlexumu, 3-2, 3-3, V-1, | onpoc, pedepar.
YIpaBJIeHUA KaJIpoBoH OHK-l,Z NpakTHYECKUE Y-2, B-1
NeATENLHOCTRIO. 3aHATHA,

caMOCTOATENIbHas
pabota
CTYJIeHTa

2. MecTto kanpoBoii ciy:x0b 0K-5,6,7; Jlexunu, 3-1, 3-2, 3-3, | onpoc, TecT.
B CHMCTEME YIIPABJIEHUSA OlIK-1,2: MpaKkTHYECKHE V-1,¥-2,B-1
[IEPCOHAJIOM. 1K-7 3AHATHA,
3anauu xa1poBoi CaMOCTOATeNILHAS
CITY)KOBI B pabora
JOKYMEHTaLHOHHOM CTyIeHTa
obecreyeHny ynpasjieHus
nepcoHanoM. [ToHsaTue
Ka/IpOBOTO
JCIONMPOU3BOICTEA.

3. YauhuuupoBaHHas 0OK-5,6,7; Jlekim, 3-1, 3-2, 3-3, | onpoc, Tect, Kefic-
cucTeMa IOKYMEHTALIMH. OIIK-1.2: MpaKTHYECKHE V-1, V-2, B-1 | uzMepureis.
Odopmnenne ciykeOHbIX HK-"; ’ 3AHATHS,

JTOKYMEHTOR. CcaMOCTOATENbHas
paboTa
CTYIEHTa
4. OpraHuzanus cinyx0bl 0K-3,5,6,7; Jlexiun, 3-1, 3-2, 3-3, | ompoc, TecT, Keiic-
NENIONPOH3BOICTBA OHK-2; NpakTHYeCKue V-1, V-2, B-1, | usMepures,
I1K-9,10,11 3aHATHA, B-2 pedepar/nokna.
caMOCTOsITeNIbHAs
pabota
CTYNEHTa

5. Cucrema OK-5,7; Jexkuyn, 3-1, 3-2, 3-3, | ompoc,
pacropsAuTe]IbHOMH OI1K-1,2; NPAKTHHECKUE V-1, V-2, V-3, | npe3enrauus, tect/
JIOKYMEHTAllHH, e¢ TK-8.10. 3AHATHA, V-4, B-1, B-2 | kelic-u3aMepures.
Ha3HauYeHHe M COCTaB. > CaMOCTOATeNbHAsI

pabora
CTyIeHTa




6. Jlenonpou3BoaCTRO MO 0OK-5,6,7; Jlexuuu, 3-1, 3-2, 3-3, | onpoc, rect, keiic-
JIMYHOMY COCTaBY,. OITK-1,2; [PaKTHYECKHE 3-4, V-1, V-2, | usmepurelis,
TTK-9 3aHATHA, V-3, V-4, B-1, | pedepar.
' caMoCTOATeNIbHAs B-2
pabora
CTyZeHTa
7. Tabens Gopm 0OK-5,6,7; Jlexumm, 3-1, 3-2, 3-3, | onpoc, Tect, Kefic-
JOKYMEHTOB 110 TUIOBBIM | ()TTK-1,2; NpaKkTHYeCKUe 3-4, V-1, ¥-2, | usmepurens.
YIIPaBICHIECKUM TK-7 1’0 3AHATHA, V-3, V-4, B-1,
cutyauusiM. [Tonstue o ? caMocroATeNnbHas | B-2
JOKyMeHToo0opoTE. pabota
CTYIEHTa
8. XapakTepucTHKa OK-5,6,7; Jlexmun, 3-1, 3-2, 3-3, | onpoc, Tect, Keiic-
KOMITIEKCOB KaIpoBOii OIIK-1,2; NpakTHYeCKue 3-4, 3-5, V-1, | uzsmepHresb.
JNOKYMEHTALIMH, TTK-8.9 3aHATHS, V-2,V-3, V4,
2 caMOCTOATENIbHas V-5, V-6, B-1,
pabota B-2, B-3.
CTy/IeHTa
9, JHoroeopHas, 0K-3,5,6,7; Jlekmn, 3-1, 3-2, 3-3, | onpoc, Tect, Keiic-
pacnopsaauTensHas, OIK-2; MpaKTH4YecKHe 3-4, 3-5, V-1, | uamepures.
y4eTHasd, OTHeTHas 1K-8.9.10 3aHATHS, V-2,V-3, V-4,
KaapoBast IOKYMEHTALIHS. e CaMOCTOATEThHAS V-5, ¥Y-6, B-1,
11 pabora B-2, B-3.
CTy/leHTa
10. JoxymMeHTHpOBaHHE OK-5,7; Jlexnun, 3-1, 3-2, 3-3, | onpoc, TecT, Keiic-
KaJpOBOMH JEATE/IbHOCTH. TR NpakTHYeCKUe 3-4, 3-5, V-1, | u3MepuTeNs.
ITepconansuas 3aHATHA, Y-2,V-3, V-4,
JIOKYMEHTALHS. caMmocToATelIbHasA Y-5, V-6, B-1,
pabora B-2, B-3.
CTYIeHTa
11. TpynoBble KHHXKKH, 0K-5,6,7; Jlexuuun, 3-1, 3-2, 3-3, | onpoc, TecT, Kelic-
TIES MpakTHYECKUE 3-4, 3-5, V-1, | usmepurens.
3aHATHA, ¥-2,V¥-3, V-4, | pedepar/noknan,
caMOCTOATENbHAs V¥-5, V-6, B-1, | npezenrauus
pabora B-2, B-3.
CTYAEHTA
2. OITIMCAHUE KPUTEPUEB U ITOKA3ATEJEN OLNEHUBAHUSA
KOMIIETEHIIUHA
Iloka3aTe/iH OLIEHUBAHUSA KOMIIeTEH U
B pe3yibTare U3y4YeHHS TUCITHIIIIAHBI 06yqa}0u11/1171051 JOJIKEH:
3Harh:

- HOPMaTHBHO-TIPABOBYIO 0a3y KaJpoBOIo [esonpou3Boactea B PO (3-1);

roCy/1apCTBEHHbBIE

CTangapThl,

perIaMeHTHPYIOIIHE

BOIIPOCEHI

TEXHOJIOTHIO 00pabOTKU U XpaHeHHUs KapoBO# JoKyMeHTanuu (3-2);
- OCHOBBI OpTraHU3allMK 10KyMeHTooOopoTa (3-3);

- OCHOBHBIC IIpaBHJIa M IMOAXO/bl K ITOCTAHOBKE TEKYLIETO M apXHBHOTO XpaHCHHSA

JIOKYMEHTOB I10 TUIHOMY cocTaBy (3-4);

- HCPCIICKTUBHBIC TEHACHIIHMH PallHOHATN3allluHd U KOMIIbIOTCPHU3aLIMH COBpeMeHHOﬁD

CHCTCMBI ayouTa 4YeJIOBEHECKHX PEeCypCOB H JHarHOCTHKH OpFaHHBaI_[I/IOHHOﬁ

KyasTypsl (3-5);

CO3IaHus,



Ymers:

- pazpabaTbIBaTh U 0O(POPMIILTE KaIpOBYIO JJoKyMeHTaIruio (Y-1);

- BECTH JOKYMEHTALMIO 110 JINYHOMY COCTaBY, TPYIOBBIM OTHOIEHUsAM (Y-2);

- AHaJM3MpOBAaTh U CHCTEMAaTU3HPOBATh MH(YOPMALMIO 110 OpPraHU3allMM XpaHEeHHUs
JIOKYMEHTOB, COJEpIAaIlMX [MEepPCOHANbHbIE JaHHble, COONIONaTE OCHOBHEIC
TpeboBanus HHPOpMaIHOHHOH 6e3omacHocTH (V-3);

- CaMOCTOATENBHO pa3pabaThiBaTh HOPMATHBHO-METOANYECKHE NOKYMEHTHI apXHUBOB
1o JUYHOMY cocrtaBy (Y-4);

- OCYILECTBJISITh M OPraHU30BLIBATh TEKYIIEe XPAHEHHE JIOKYMEHTOB 10 JINYHOMY
COCTaBY, DKCIIEPTHU3Y LEHHOCTH, NOATOTOBKY K apXHBaIlUM M APYTHe BUIBI paboT 110
KaJIpOBOMY JEJIOIPOU3BOICTBRY (Y-5);

- CaMOCTOSITEJILHO COCTaBIATH M paboTaTb ¢ HAy4YHO-CIIPABOYHBIM allllapaToM II0
KaJIpoBOH AesTenbHOCTH (V-6).

RRENES
- TEOPETHYECKUM HHCTPYMEHTAPHEM KaJpOBOro Jieonpou3BoacTsa (B-1);

- TEPMUHOJIOTHYECKUM HHCTPYMEHTapUeM KaJIpoBOTO Jelonpou3BocTsa (B-2);
- COBPEMEHHBIMH TEXHOJIOTHSAMH yIIpaBlieHus nepcoraom (B-3).

Kpurepuu oneHnBaHuS KOMIIETeH U

YpoBeHb 3naunmus YMmenus Buagenus
MunUMaTbHBIN 3-1,3-2,3-3 V-1,V-2 B-1
Bazosrrit 3-1,3-2,3-3,34 | V-1,V-2,V-3, V4 B-1, B-2
[ToBBIIIEHHBII 3-1,3-2,3-3,34, | V-1,¥-2,V-3, V- B-1, B-2, B-3
3-5 4,VY-5,V-6

3. TAIIOBBIE KOHTPOJIbHBIE 3AJAHUS 1 UHBIE MATEPHUAJIBI,
HEOBXOJAUMBIE JJISI OHEHKHW 3HAHUU, YMEHHWHU, HABBIKOB U
(MJIN) ONIBITA AEATEJIBHOCTHU

TecTnl AJis1 TEKyLIEro # HTOrOBOro KOHTPOJISI 3HAHHMI
Teer 1. Tepmunsl 4 onpeneaeHus

1. Kaxaomy 13 npuBeeHHbIX HHIKe NOJIOMKEHHH, 0TMeYeHHBIX mudpamu,
HaHIHTe COOTBETCTBYIOIHMI TEPMHH HJIH MOHATHE.

A. Bxopsamiuii TOKyMEHT.

b. HomeHnknartypa zen.

B. CornacoBaHue JoKyMeHTA.

. FOpunueckas cuiia 1OKyMEHTOB.

J1. BHEIIHMI TOKYMEHT.

E.Oprann3aliMoOHHO-pacnopsiMTeNbHAS JOKYMEHTALIHS.

AK. TlopnmuHHMK JOKYyMEHTA.



3. JIOKyMeHT.

H. Opopmienue mem.

K. JoxymeHTO000pOT.

JI. Ucxonsiimii IOKYMEHT.

M. Jleno.

H. Perucrpanust nokymeHra.

O. IlpaBo monmucwu.

[1. BHyTpeHHUH JOKYMEHT

P. Jleronpou3BoicTRoO.

C. PexBu3ur.

T. KanpoBas nokymeHTarus

V. O6s3arenbHble KapOBble JOKYMEHTHI
@. DakynbTaTUBHBIE KaJPOBBIE TOKYMEHTEI

1. [IBmXeHue JOKYMEHTOB C MOMEHTA CO3JlaHHs WM TONYYeHUsS 1O OTIPABKH
WUIH TTepe/iaym UX Ha XpaHeHHeE.

2. CBONCTBO JIOKyMeHTa OBITH IMO/UTMHHBIM J0KA3aTeIbCTBOM (aKTOB, COOLITHI,
JNeACTBUH,.

3. CoBOKyNHOCTH JOKYMEHTOB (B pEIKHX Ciy4as OIMH  JOKYMEHT),
c(opMHPOBAHHEIX 10 KAKOMY-JTHOO TIPH3HAKY.

4. JlokyMeHT, CO3/JaHHBIA  [OPEANPUATAEM W  IpeIHa3sHAYEHHBIH Ui
BHYTPU(DUPMEHHOTO UCTIONB30BaHH.

S. JledATenpHOCTh, OXBaThIBAIOLAsl COCTABIEHHE JOKYMEHTOB M OpPraHH3aI[HIO
paboTBI ¢ HUMHU.

6. Duxcauus gakra co3zgaHHUs WIM MOCTYIUICHHUS JTOKyMEHTA IIyTeM IPUCBOECHMUS
eMy IIOpsJIKOBOIO HOMeEpa C IOCHeAYIoNeH 3amuchio HeOOXOIMMBIX CBEAEHUI 0
JIOKYMEHTE B XypHaJje, KapTOUKe HIIM KOMITbIOTepe.

7. OtnenbHbIA 2JIEMEHT JOKyMEHTA.

8. OrHecenne NOKyMEHTOB K OIIpeJeIeHHOMY ey ¥ UX CHCTEMAaTU3al[is BHYTPH

Jena.

9. Cucremaru3upoBaHHBIN CITHCOK JIEJ, )KYPHAIIOB, KAPTOUYEK, 3aBOJJMMbIX Ha

IPEIIPHUATHH C YKa3aHHEeM CPOKOB X XpaHEHHS.

10. MarepuanbHbIit 00BeKT, ¢ HHPOPMALHEH, 3aKPETUIEHHOW CO3JaHHbIM

4eJI0OBEKOM CII0CO0OM /I ee Tepefiadd BO BPEMEHH W TIPOCTPAHCTBE.

11. JlokyMeHT, OTIIpaB/IsieMbli ApYyTrUM OpraHU3alysIM WK TOJYYEHHBIA OT HUX.

12. JloxymeHTamus, co3naromascs B cepe yrpaBieHus.

13. ITomHOMOYME TOJXKHOCTHOTO JIMIA HA MOANKMCAHHE JOKYMEHTOB.

14. TlepBblii U €IMHCTBEHHBIH 3K3eMILIAP 0(MUIIHATBEHOTO TOKYMEHTA.

15. JlokymenT, moCTyNMBIIKH Ha NPEANPUATHE OT CTOPOHHEH OpraHU3alIHH.

16. JloxymenT, co3nanHblii Ha JaHHOM NPETPHITHH W OTIIPABICHHBIN afpecary,

KOIIHS KOTOPOTO OCTaeTcs B Jele.

17. ObcyxxneHne, oLeHKa NPOEKTA JOKYMEHTa JOJKHOCTHBIMH JIMIIAMH WM

OpraHH3aIHUsIMH.

18. JlokyMeHTEI, COCTaB KOTOPAIX ONpeerseT padoTogarellb C yIeTOM CIeHU(pUKH

MPOU3BOJICTBRA.

19. CoBokynHOCTE (hOpPM, JOKYMEHTOB, (DUKCHPYIOLIHUX HHMOPMALMIO 0 HAIUIUH



1 IBHJKEHHH TTepCOHAaa B OpraHu3alliy, B pe3ylbTare 4ero Bce KaJIpoBele
IpoLEyphl IPHOOPETAIOT JOKYMEHTAIbHOE 0(hOpMIICHHE.

20. /loxyMeHTBI, HalM4Ke KOTOPBIX NPIMO TpeaycMotpeno Tpynossim Komexcom
Poccuiickoit ®enepanuy.

Teer 2. O6mue TpeGoBanus K 0pOPMIEHHIO JOKYMEHTOB

1. Hewiereytomuii TOCT no oopMiaeHHI0 OpraHu3alHOHHO-
pacnopsiiuTe/1bHOH JOKYMEHTAIIHH NIPelyCMAaTPHBAET MAKCHMAJIbLHOE
KOJIHYeCTBO PEKBH3HTOB:

A) 27

b) 19

B) 29

I") 30.

2. leiicteyromum I'OCTom no ogopmiieHHI0O OpraHH3aAHOHHO-
PacNoOpsiANTENbLHOM JOKYMEHTAIUN ABJISIETCH:

A)TOCTP6.31 -98

B)'OCT P 6.30 — 99

B)T'OCT P 6.30 — 2002

[)T'OCT P 6.30 — 2003

1) 31

E) 23

3. Ilpu opopmitennn rpuda yrBep:KIeHusl CJIOBO YTBEPKIAI0 HMEET CJIeAy 0 H i
BH/:

A) YTBepxkmaro

b) «YTBepixnaio»

B) YVTBEPXJAIO

[') «<YTBEPXKXJIAIO».

4. laToii mpuKa3a siBJISIeTCHA:

A) nara ero noJAnMcaHus

b) nara ero BCTyIuleHUs B CHITY

B) nara ero paccruiku

I')nara ero nony4eHus CTPYKTYPHBIM TOJIpa3 e IeHUEM.

5. A6opesunatrypa OKVY/ pacuiudgpoBbiBaeTcs Kak:

A) orpacneBoil koupuKaTop YHUGHUITHPOBAHHON TOKYMEHTAIIMH

b) obmepoccuiickuii knaccupurarop yHUGUIUPOBAHHOM JOKYMEHTALIN

B) obmepoccuiickuil knaccupukarop yrnpapieHYECKOH JOKyMEHTAUH

I") oTpacieBoil KoTupUKATOP yIpaBIEHYECKOM JOKYMEHTAIIH.

6. Tpebosanus neiicTeyromero I'OCTa no ogopmiiennio opranuzanuoHHO-
PacnopsAaUTe1bHON JOKYMEHTAHH PACTIPOCTPAHAIOTCS

A) TOJIBKO Ha JOKYMEHTBI TOCYIapCTBEHHBIX YUPEXkK ICHHM

b) Ha 1OKyMEeHTB! OpraHu3aIuii, yIpesxJAeHUH U MPeANPUATAN He3aBUCUMO OT
(GopMBI COOCTBEHHOCTH B OPTraHM3aLHOHHO-TIPABOBOM (HOPMEI

B) Tonpko Ha KOMMepUYECKHE TIPeANPUSTHS

') TonbKO Ha yupeXIeHHs, B KOTOPBIX JIeJONPOH3BOICTBO BEIETCS HAa OCHOBE



UH(pOPMAILIMOHHBIX TEXHOIOTHIA.

7. Hata 12 mapra 2003 roga B 1okymenTe odopmiasercs:

A) 12.03. 2003.

B) 12. 111, 2003

B) «12» mapra 2003 rona

') 12. 03. 2003

J1) 12.03.2003 r.

8. DyieMeHTHI OYMTOBOTO aJpeca YKa3LIBAIOTCH B NOC/I€10BATE/ILHOCTH:

A) crpana, o6nacTh, Kpaii, pecry6irka, HaCeJIeHHDIN MTyHKT, YIIUIa, HOMEp J0Ma,
HOMEp KBapTHUPbl, HAUMEHOBAHHE ajipecara

b) ranmeHoBaHue afipecara, HaCeNeHHbIN MYHKT, 06J1acTh, Kpaii, pecrybuka, yauna,
HOMED JIoMa, HOMEp KBapTHUPHI, CTpaHa

B) HaumeHoBaHHe afpecara, yIula, HOMep IoMa, HOMep KBapTHPBI, HaceJleHHbIH
IIyHKT, o0J1acTh, Kpai, peciyoiinKa, CTpaHa.

9. Ecin Ha JOKYMEHTe 3aroToBJIeHA OANHCh HAYAIbHHKA MOAPAa3Ie/eHus, a
NOANHCHLIBAET JOKYMEHT €ro 3aMecTHTe/lb, TO NPaBHJILHO OyaeT:

A) JoriedaTars Ipesior «3ay mepell JODKHOCTRIO HadallbHUKa

b) HanmcaTs OT pyKH HIPEIIOT «3ay Iepejl J0JKHOCTLIO HadalbHHUKA

B) nmocraBuTh KOCYIO 4epTy nepejl J0/KHOCTRIO HadalbHUKa

I') ucripaBUTh M yKa3aTh: H.0., IOJDKHOCTH OTCYTCTBYIOIIETO PYKOBOUTEN,
HACTOSAIIYIO JO/KHOCTD U (DaMMITHIO TMLA, TIOJMUCABLIEr0 JOKYMEHT.

10. IIpn odopmitennu rpaga coryiacoBaHHUsi CJIOBO COIIACOBAHO HMeeT
cJIeAYIOLIHH BU/L:

A) COTJTACOBAHO

b) Cormnacosano

B) «COI'JTACOBAHO»

I") COTTTACOBAHO:

11. OTMeTKa 0 KOHTpOJIE NPOCTABJISIETCSH

A) Ha BCe JOKYMEHTEHI

b) Ha ucxogsiiue JOKyMEHTBI

B) Ha BHyTpeHHME TOKYMEHTBI

") Ha JIOKyMEHTEI 110 YKa3aHUIO PYKOBOIUTEIS.

12. Eciin B pe30JilolHH pyKOBOAHTEJISI YKA3aHO HECKOJIbKO hamMuIHii
pPaGoOTHHKOB, TO OTBETCTBEHHOCTh 32 OPraHH3aNHUI0 HCIIOTHEHUS JOKYMEHTOB
JIEKHT:

A) Ha Bcex yKa3aHHBIX pabOTHHKAX

b) Ha moceTHEM MO CITUCKY

B) Ha miepBoM 110 CITHCKY

13. PexBu3nT «3aro/ioBOK K TEKCTY» — 3TO:

A) caMOCTOSITeIBHBIN, He CBSI3aHHBIH C JIPYTUMH, PEKBU3UT

b) pexBHU3HUT, TeCHO CBA3aHHBINA I'PAMMATHYECKH | 10 CMEICITY ¢ HAUMEHOBaHHEM
BUJIa TOKYMEHTa

B) pekBU3UT, TECHO CBA3aHHBIH IPaMMATHYECKH M 110 CMBICTY ¢ HAUMEHOBAHHEM
BHUJ1a IOKYMEHTa, KpoMe MUChbMa

14. OTMeTKa 0 HAJITMYHH NPHIIOKEHHS HMeeT BH/:



A) Ilpunoskenwue: npuaaraercs

b) TIPMJIOXKEHME — 2 npunoxeHust HA JBYX JIACTAX

B) Ilpunoxxenue: otuer o padore opranusanuu Ha 2 1. B 1 3K3.

15. Ileuarnsio 3aBepsieTcst:

A) TeKcT IoKyMeHTa

b) nokyment, co3nanHeIil Ha OaHKe OpraHu3alyu

B) nomimmHHOCTh NOANKCH JOMIKHOCTHOTO JIMIA HA OKYMEHTAX, MPEyCMOTPEHHbIX
CHeLHalbHBIMA HOPMaTHBHBIMH aKTaMH, YIOCTOBEPSIOLINX [IpaBa ML,
(UKCHPYIOIIUX (haKTHI.

16. OTmeTKa 00 HCMoONIHHUTE/IE HMEET BH/L:

A)Bueceno MiBaHOBEIM

334 34 35

b) ucnonuurens: .M. Banos

34-34-35

B) ucn. MBanos 334-34-35

I') U.W. MBanos 334 34 35

nu4Has noanucek M.0O.

nuaHas noamnuck M.O.

Tecr 3. «Iloaroroska n opopmiieHUe OJIAHKOB JOKYMEHTOB yNpaBJIeHHS

1.HanumuTe a1ropuT™ CO31aHHs JI000r0 JOKYMEHTA yIIpaBJIeHHsI
2. M3 nepey4HCIeHHOTO HCKJIIOUHTE JIHIIHEE:

a) o0 6naHk

©) O;maHK MpoTOKOJIA

B) OJ1aHK KOHKPETHOTO BU/a TOKyMEHTa

r) 6;1aHK MUCcbMa

3. JIOKYMEHT J0JIZKEH HMETH IOJIs:

a) He meHee 20Mn (J1eBoe, paBoe, BepxHee), 10mMi ( HHKHEE)

0) e Mmenee 20mn (BepxHee, JeBoe, HIKHee), 10mi1 (mpaBoe)

B) He Oonee 20Mmi (1eBoe, BepxHee, HIDKHEe), 10Mi (paBoe)

4. CranpaptHeiii popmar A4 6/1aHKOB XIOKYMEHTOB HMEET pazMep:
a) 148 * 210 mn '

6) 210 * 297 mn

B) 297 * 420 mn

5. YeraHoB/ieHbI 1Ba BapUMaHTA (JIAHKOB PEKBH3HTOB:

a) yIJIIOBOM U JHaroHaIbHbIH

©) MpOIONBHEIN U TPOU3BOIBHEII

B) YITIOBOH W MPOJOJIBEHBIH

I') IMAroHaJILHBIA M [TPOU3BOJIBHEIM

B 3aBUCUMOCTH OT PACIIOJIOKEHUS

6. Pazmemenue peKBH3HTOB 3ar0JIOBOYHOM YaCTH JOKYMEHTA OCYIECTBJISIOT
CJIEAYIOLIHUM CIIOCOOOM:

a) LIEHTPOBAHHBIM

0) ¢uaroBeiM



B) IIEHTPHPOBAHHBIM

r) YHUQUIMPOBAHHBIM

7. Homepa Ha BTOpOIi M NOCJeIyIONIHX CTPAHHLAX JOKYMEHTA NPOCTABJISIOT:
a) B BEpXHEM MPaBOM YIJIy JIMCTa

0) mocepeuHe MoJsl TOKyMeHTa

B) IOCepe/IMHe HWKHETO TTOJISI JINCTA

I') HocepeauHe BepXHEro MmoJist TUCTA

8. O6muii GyIaHK HCHOJIBL3YIOT AJIST M3TOTOBJICHHSI:

a) IFOOBIX BHIOB JJOKYMEHTOB

0) TOJNBKO I UCXOIAIINX JOKYMEHTOB

B) JIIOOBIX BUIOB TOKYMEHTOB KpOME ITHChMA

T') TOJIBKO JJIsl JOKYMEHTOB, U3rOTOBJIEHHBIX MAIlIMHOTIMCHBIM CIIOCOOOM

9. U3 mepeuHc/IeHHBIX PEKBH3HTOB BbIOepHTE Te, I KOTOPLIX B O/IaHKaX
NHCEMa MOIYT ObITh NPeIYCMOTPEeHbI OTPAHHYHTENbHbIC OTMETKH

03, 04, 035, 06, (07,08, 09, 10, 11, 12,15, 14, 15, 16, 17,18, 19, 20,21, 22

10. BeiOepuTe peKBH3HTHI, KOTOPbIe BKJIIOYAET B ce0s o0uuii GJianK:

03, 04, 05, 06, 07, 08, 09, 10, 11, 12, 13, 14, 15

Tecer 4. OprannzanuoHHo-npaBpoBbie NoKyMeHThI (OTI]T)

1. IlepeuncianTe NOKYMEHTBI OPraHH3aIHH, OTHOCSIIHECS OPraHU3aHOHHO-
NpaBOBBIM.

2. OII1:

a) He 00s3aTeJIbHBI K HCTIOJTHEHHUIO

0) 00s13aTEBHBI K HCITOTHEHHIO

B) 00s13aTeIbHBI K HUCIIOJIHEHUIO B 3aBUCHMOCTH OT CUTYalluH

r) 00s13aTeIIBHBI K HCITOJHEHHIO B ClIy4asiX YKa3aHHbIX PYKOBOJUTEIEM

3. Insa OIL/] o6s13aTe/IbHBI B JIIOOBIX CTy4YasiX:

a) rpud coriacoBaHus

©) rpud yTBEepKIACHUS

B) sMOJieMa opraHu3aIiu

) OTMETKa O KOHTPOJIe

4. OII 1 peficTBYI0T:

a) 6beccpodyHO B HEM3MEHHOM BUJIE

0) 6eccpouHO 10 MX OTMEHBI UK J10 YTBEPKICHHS HOBEIX B) [I0 CJIaUd B apXUB
I') OATBEPKIAAIOTCS €HKEroqHO

S. IlepeunciauTe pEKBH3HTBI, HCNOJIb3yeMble s cozganus QI

6. OIII moryT yrBep:kIaThest (YKazKuTe JUIIHEe)

a) BBIIIECTOSIIEeH opraHu3aluen

0) pyKoBOIHTEIEM JAHHON OPraHU3al[|iK

B) KOJIIETHaJbHBIM OPraHOM (HalpHMep, COBETOM JUPEKTOPOB) I') OpraHOM
VICIIOJIHUTEJILHOMN BJIACTH

7. OIIJ] npoxoasiT npoueaypy coriacoBaHus H 0(popMiIeHHsI peKBH3HTa BH3
coryiacoBaHud (yKaskuTe JIMIIHee):

a) ¢ 3aMeCTHUTeNIeM PyKOBOAUTEIS OpraHH3aliH 0) ¢ FOPUIMYECKO CITy )60



B) C 3aMHTEPECOBAHHEIM IT0/pa3/ielieHHEM
T') ¢ BBIIECTOSIIEH OpraHu3alluei

Tecr 5. Pacnopsiguresnbabie nokymMenTs (P/1)

1. IlepeuncauTe JOKYMEHTbI OPraHH3AUHH OTHOCSIIIHECS K PACTIOPAANTE/ILHBIM
2.PI:

a) 00s43aTeNbHBI K UCIIOTHEHHIO B 3aBUCHMOCTH OT COAEPIKAHUS

0) He 00sI3aTeNbHBI K HCIIOTHEHHIO

B) 00s3aTe/IbHBI K UCITOJTHEHHIO

3. P/I noanuceiBaeT (YKaKUTe JHINHEE):

a) pyKOBOJAHUTEIb, HMEIOIUH MpaBo MoAnucu PJ] coOTBETCTBYIOIIETO CONEpKAHUS
0) ucnonHUTENs 00SI3aHHOCTE PYKOBOIUTENS B TIEPHUOL €T0 OTCYTCTBHUS, €CIIH
[IOJITHOMOYHMsl UCTIOJIHSIOIIEro 00s3aHHOCTH 0(OPMIIEHBI COOTBETCTBYIOIIUM 00pa3oM
B) paOOTHUKOM, KOTOPBIH B CHIIy 00CTOSTEIECTB BBIHYKIEH UCIIONHATE 00S3aHHOCTH
PYKOBOJTUTEIIS

4. MokHO JIH HCI0JIL30BATh 00HIMIT OJIaHK A0OKYMEHTA OPraHUu3auHu s
co3nanus P/;:

a) HEeNb3s

0) TonBEKO OJaHK MpHKa3a

B) MOYKHO

5. IlepeuncauTe peKBH3UTHI, BK/JIKOYaeMble B GJIAHK PacnopsiinTeILHOr0
JOKYMEHTA OpraHu3alHH.

6. Ilepeunciaure pexBU3UTHI PII, 1151 KOTOPBIX NpeaycMaTPHBAIOTCS
OrpaHu4YMTe/IbHble OTMETKH JJIsi TPAHHI 30H PACHOJI0KEHHS ITHX PEKBH3UTOB.
7. Aaroii PII, npuHHMaeMOro eIHHOJIHYHO SABASIETCH:

a) nara rnepejady poeKTa JOKyMEHTa Ha [OITHCh PyKOBOJUTEIIIO

0) nata nmoAnuCcaHUs PyKOBOJIUTEIEM

B) Jara Bo3Bpara nojamnucadxoro PJI B ciyx6y J10OY

r) jara peructpauuu noxnucautoro P B cnyx6e JIOY

8. laroii PII, npuHIMaeMOro KoJLIeraajibHo, ABJIsIeTCs:

a) para npoBefieHUs coOpaHus (coBelanusi, KoH(EePeHIIHHN)

0) nata MPUHSTHS PelleHHS

B) Jlata IOAIKUCAHMS [IPOTOKOA NpeiceaareseM coOpanus

r) nata oopMIIEHUS IPOTOKOJIA CeKpeTapeM

9. IlpoekT npuka3a (pacnopsizkeHusi) COIJIAaCOBbIBAETCS

a) TOJIBKO C IOPUIHYECKOH CITyKO0i#

©) TONBLKO C 3aMECTUTENIEM PYKOBOIUTENS

B) C 3aMHTCPECOBAHHBIMU CTPYKTYPHBIMH [TOApa3eIcHUAMU

I') C 3aMHTEPECOBAHHBIMU CTPYKTYPHBIMH TOAPA3AEIeHUIMH U FOPUIMYECKO
cinyx0ou

Tect 6. Undopmannonno-cnpaBounbie nokymenTnl (MCJI)

1. IlepeuncauTe JOKyMeHThI OPraHH3alHH OTHOCALIHECH K HH(OPMALHOHHO-



CIIPABOYHBIM.
2. UC

a) He 00s13aTeNbHBI K UCITOJTHEHHIO

0) oOsi3arenbHbI K UCITOIHEHHIO

B) 00s13aTeJIbHBI K HCIIOJTHEHHIO B 3aBUCHMOCTH OT CHTYal[UH

I) 00s13aTeNbHbI K HCTIOJIHEHHIO B CITydYasX YKa3aHHBIX PYKOBOIHTENIEM
3. Ina UCJ obsi3aTesieH B JIIOOBIX CJIy4asiX PpEKBH3HT:

a) sMOJieMa opraHu3aluy

0) agpecar

B) KOJl OpraHMU3aIiu

I') OTMETKa 0 3aBePEHUH KOTIHU

4. B kakom gokymenTe MC/I HHKOra He HCIIOJB3YETCS PEKBH3HT
«HAaHMEHOBaHHE BH/IA JJOKYMEHTa):

a) aKT

0) 3asiBlIeHHE

B) MUCHMO

I') clipaBKa

S. IlepeynciiuTe peKBH3UTHI, HCHOJAb3yeMble 115 co3aanns MCJI
BHYTPEHHHX

BHCIIHHUX

HUC/ aBasiroresi:

a) OCHOBHBIMHU JOKYMEHTAMHU yIIPaBJIEHHUSI

0) BcrioMoraTeIbHBIMU

B) HUCXOJSIIIUMHU

') HeUTpalbHBIMH

7. Pezomwonuio na UCJI nanaraer:

a) TOJILKO TIEPBBIA PYKOBOIUTEID

0) pyKOBOIMTENb BBIIIECTOSIIIHH [T0 OTHOIIEHHIO K CO3J[@BIIEMY JOKYMEHT
B) PYKOBOJIUTEIb, YKA3aHHBIH B ajipecare

I') PYKOBOJIUTEJIb BBIIIECTOSIIEH OpraHu3alun

Tect 7. ®opmupoBaHue e

1. B gesio nomeniaroT:

a) MPOEKThI TOKyMEHTOB;

0) UCTIOTHEHHBIE TOKYMEHTHI;

B) UCTIOJIHEHHBIE JOKYMEHTBI C IIOMETKOW 00 MCIIONHUTENE U HaIMChio «B memo»
2. B pesio rpynnupyioTcs JOKYMEHThI:

a) pa3HbIX JIeT;

0) omHOrO KaJeHIapHOTO roa;

B) B XPOHOJIOTHYECKOM TIOPSIJIKE;

I') HOPSIIOK PACIIOIOKEHHUS HE MMEET 3HAUCHUS;

1) CPOK XpaHEHUsI He MMeeT 3Ha4YeHHUS; €) OTACNIBHO TIOCTOSIHHOTO U BPEMEHHOTO
XpaHeHUs.

3. B neJ10 00beAuHAIOTCS TOKYMEHTDI:



a) 110 pa3HBIM BOIIPOCaM;

0) TOJIBKO TI0 OJJHOMY BOTIPOCY;

B) C OFPaHUYCHHBIM JIOCTYIIOM U 0€3 OTpaHHuYeHus JIOCTYIIA;
I) ¢ OrpaHMYEHHBIM JTOCTYIIOM H 0e3 OrpaHMYeHUs T0CTya GOPMHUPYIOTCS B Pa3HbIE
nena;

4. IOKyMeHTbI 10 JINYHOMY COCTABY (hOpPMHPYIOTCS:

a) 110 JaTe npuema Ha padory;

©) 1o rony npuema Ha paborty;

B) 10 andaBUTy GaMHJIUH pabOTHHUKOB.

5. Mesio He TOJIKHO NpeBbIIATD:

a) 100 nucros;

0) 250 nucTos;

B) 350 nucros;

r) 500 nucros.

6. le;10 He TOJKHO NPEBBLIATEL TOJMUHHBI:

a) 2 cMm;

0) 2,5 cM;

B) 3,5 cMm;

r) 4 cm.

1) Scm.

7. Cpok XpaHeHHs [1eJia onpe/esisieTcs:

a) MMPUKa30M PYKOBOJIUTEIIS;

B) 9KCIIEPTHOI KOMHCCHEH;

I') COTIIACHO I'OCYIapCTBEHHOMY WIIM OTPAC/IEBOMY IEPEYHIO THITOBBIX JIOKYMEHTOB.

Teer 8. Odopmiienue npuema Ha paGory

1. HanumuTe o61uii nopsiiok oopmiieHusi J0OKYMEHTOB NPH NpHeMe Ha
pabory.

2. JIokyMeHTbI, NpeAbsBsieMble IPH 0(pOPMIIEHHH NpHeMa Ha paboTy (YKaxaTe
JIMIIHee)

a) macmopT

0) TpymoBas KHIXKKA

B) CTPaXOBOE CBUJICTEIBECTBO I'OCY/IapPCTBEHHOTO TIEHCHOHHOTO CTPaxOBaHMs

I') JOKYMEHTBI BOWHCKOTO y4eTa

1) TOKyMeHT 006 00pa3zoBaHUH

€) XapaKTepHCTHKa C ITOCIIeIHEro MecTa paboThI

3. Eciin paGoTHHK yTPaTHJ TPYAOBYIO KHHIKKY, OH MOKET 00pPaTHThLCH B
NHCbLMEHHOM BH/E ¢ IPOch00i 0(pOpPMHTEL HOBYIO (YKAKHTE JIHIIHEE)

a) kK paboTojareio 1o nocjeHeMy MecTy paboTsl 3a ohopMiIeHHEM TyOIUKaTa
0) x paboTonarento, K KOTOPOMY IIOCTYIAeT Ha paboTy

B) B TPYIOBYIO HHCIIEKIIHIO, KyIIHB HOBBIH OaHK B KMOocke Pocreuary.



4. Kyna 3anocsitesi cBeleHHsI 0 IpHeMe Ha padoTy (YKa:KuTe JIMIIHee)

a) B TPYAOBYIO KHIKKY

©) B kaprouky T-2

B) B KHUTY PETHCTPALIUU TPYAOBBIX KHUKEK

r) B Tabenb ydera pabouyero BpeMeHH

1) Ha “UHGOPMALIMOHHBIN CTEH] OPTaHU3ALMK B BUJIE [IPHKA3a

S. Ilpu npueme Ha paGoTy paGOTHHK JIOJKEH pacnucaTbes (YKasKuTe JIMIIHee) a)
B TPYI0BOM /10Tr0OBOpe

©) B mpuKase

B) B XapaKTEPUCTHKE

r) B Kaprouke o gopme T-2

0) no rony nmpuema Ha paborTy;

B) 1o andaButy HaMmuiui

6. TpynoBasi KHHKKA MOCJIe IPHEMAa HAa PaGoTy XPAHHTLCS:

a) y paboTHHKA

0) y pyxoBoauTes oApasieNeHus, Kya NPUHIT pabOTHHUK B) B KaJpOBOH ciryx0e

I) y cekpeTaps JUpeKTopa

7. Eciin paGoTHHK NpUMHHEMaeTcsl Ha paboTy BlepBbIe, TO TPYIOBYI0 KHHKKY
J10JI2KeH 0(pOpPMHTh:

a) paboTonaresns 3a CBOI cUeT

0) pabotozares, B cirydae npuodpeTeHus 6JaHKa TPYIOBOM KHUKKH PabOTHUKOM
CaMOCTOSITEIIEHO

B) paboToaresb, MOIy4uB ¢ paOOTHHKA ATy 3a ONaHK TPYI0BON KHIKKH

8. IlepeuncanTe, ¢ KAKHMH JIOKAJIbHBIMH HOPMATHBHBIMH AKTAMH PaGOTHHK
JIOJZKeH  MOJ  POCHHMCHh O3HAKOMHTBLCSI TIPH MNOCTYIUIEHHM Ha paGory o
opopmiieHHsI TPYAOBOIO A0roBOpAa.

Tect 9. Odopmirenne nepesoga Ha Apyryio paéory

1. Hanmumure o6muii nopsigok opopmMaeHns1 A0KYMEHTOB [IPU NepeBoje Ha
APYryio padory.

2. B kakue y4eTHbIe JOKYMEHTBI 3aHOCSTCS CBeJleHHUsI O ePeBOIe HA JAPYTYI0
padoTy (ykazkuTe JHIIHeE)

a) B TPYLOBYIO KHMKKY

0) B kaprouky T-2

B) B KHUTY PETUCTPALUU TPYAOBBIX KHHUKEK

r) B Tabenb ydyera pabodero BpeMeHH

3. BosmoskeH Jin McnBITATEILHBIH CPOK NIPH NepeBojie Ha APYryIo paboTy
a) BO3MOIKEH

0) He mpelycMOTpPEeH 3aKOHOIATEBECTBOM

B) 10 COIVIALICHHIO CTOPOH TPYAOBOTO OrOBOpa

4. TpeOyeTest I JOKYMEHT O NMPOXOXKIAEHHH MEIHIIHHCKOIO
OCBHAETEJILCTBOBAHHS,

ecJii pabOTHHK NepPeBOAUTCS HA paboTy ¢ BPeAHBIMH HJIH ONACHBIMH



YCJIOBHSIMH TPyAa
a) He TpedyeTcs

0) Mo comaleHuIo CTOPOH TPYIOBOTO AOT0BOpa

B) TpebyeTcs

5. IIpu mepesosie paboTHHKA HA HOCTOSIHHYIO patoTy U3 APYroif OPraHu3alHu
(ot aApyroro pa6orogareisi) TpeGyeTcst JIK coracue paGoroaaresisi, 0T KOTOPOro
HAMeEPEeH NnepelTH paboTHHK

a) Tpedyercst

0) He Tpedyercsi, XOTS MPEAYCMOTPEHO 3aKOHOM

B) He [PeyCMOTPEHO 3aKOHOM

r) TpedyeTcs, XOTs He IIPEIYCMOTPEHO 3aKOHOM

6. 3anocuTes 1M 3aNHCh 0 BPEMEHHOM IIepeBo/ie B TPYIOBYIO KHHIKKY

a) 3aHOCHUTCS

0) He 3aHOCHTCH

B) Ha YCMOTpeHHe pabOoTHHKA

7. llepeBoa MoxkeT OBITH (YKAXKHTE JIHIIHEE):

a) 10 MHULMATHBE PabOTHUKA

0) no unuIMaruee paboTonares

B) MEXIyHAPOIHBIM

T') BHEIIHUM

J1) BHYTPEHHUM

€) B COOTBETCTBHUU C METUIIMHCKUAM 3aKJIFOUEHUEM

Tect 10. Odopmienne pacTop:keHHs TPYIOBOIO J0roBOpPa

1. Hannmure o0muii nopsiok opopmMiaeHns A0KyMeHTOB IIPH YBOJILHEHHH I10
HHHIIHATHBE paboTHHKA:

2. Kaknm J0KyMEHTOM J10/1:KeH paloTHHMK NpeaynpeluTs paGoTogaresisi 0 CBOeM
JKeJJAHHH YBOJIUTHCSH:

a) TenedoHOTPaMMOit

0) mOKITaIHO 3aIUCKOit

B) 3asBJIEHHEM

3. 3a cKko0JILKO AHEl 10 NPeAnoJiaraeMoro yBoJbHeHHsl PaGOTHHK 10JI3KeH
npeaynpeIuTsh padorogaresisi 0 CROEM KeJAHUM:

a) 3a MecsIl

0) 3a aBe HeaeIH

B) 3a TPH HElEH

4. Hanumure o6muii nopsitok opopmiieHHsI JOKYMEHTOB NPH YBOJbHEHHH 110
HHHLHATHBe padoTogarTe/is

S. Kakoii 10KyMEHT J0JIzKeH Ipe/IcTABHTh paGoToaaTe b B NPopcoI03HbIii
opras, Korjga Heo0XoIMMO 110 3aKOHOAATEJbLCTBY YYHTHLIBATE MHEHHE 3TOr0
npodgoprana npu yBoJibHeHHH PaGOTHHKA:

a) TOKJIaIHYIO 3aIKCKY

©) nuceMo

B) aKT



r) puKas

6. Kaknm 1okymeHTOM padoTojareib H10/KeH MpeaynpeIuTs paboTHHKA 0 ero
YBOJIbHEHHH 110 NPHYHHE COKPAIEHHs] IITATA:

a) IOKJIaTHOH 3aImiCKoi

0) MUCEMOM

B) aKTOM

I) pacropsikeH1ueM

7. Bo Bcex Jin eay4asix I0/IKHO BBIIIAYMBATHCS BLIXOJAHOE Nocobue NpH
pacTop:KeHHH TPY/AOBOro J0roBOpa N0 HHHIHATHBE padoToaaTens:

a) BO Bcex 0e3 UCKITIOUeHUs

0) npM coKpalieHHUH YUCIEHHOCTH WITH LIITaTa

B) NIPH CTUXUHHOM OEICTBHH MM KaracTpode

r) Heu30paHue Ha JOJDKHOCTh

8. Uro siBnsieTcs OCHOBAHHEM /IJIst BHECEHHS B y4eTHbIE JOKYMEHTbI paboTHHKA
cBe/IcHUIT 00 YBOJILHEHHH:

a) 3asBIIEHHE

0) npuxkasz

I) JOKJIaJHas 3alucKa

1) aKT

Keiic-u3zmepuren.

1. PaccmoTpuTe npeacTaB/ieHHbIH o0pasen 6ianka. Qupeaendre OMUGKH B €ro

oopMJIEHHH.

ITPHUKA3

TEHEPAJIbHOI'O JIUPEKTOPA F'OCYJIAPCTBEHHOTI'O HAYYHO —
UH®OPMAILTMOHHOI'O LITEHTPA

Ot

2. HavaabHuk KaHoeasapum ¢pupmel «Auasga» B.JO. AnuMoBa mcenoab3oBaga
¢bupmennbiii 6JaHK NMCbMA /IS COCTABJICHHSI MHCHMA JIHYHOIO COAepKAHMS B



aAMHHHCTpaUuIO ropoaa, KOTopoe ¢camMa H noanucaJaa.

[TpaBomepusr nu pgeifctBust B.JO.Anumosoit? Msyuure 1. 13 Komexca PD 06
aMUHHUCTPATHBHBIX IPAaBOHAPYIUEHUSX. YCTAHOBUTE, HApyLIEHHE KAKUX HOPM
IIPOU30LIO U KAKOBAa MePa OTBETCTBEHHOCTH (HUPMBI?

3. B orkpbiToM aknuonepuom obmectse «I'PAHT» paspabGoraHo monoxeHue o6
otaene kaapos. [IpoananusupyiiTe 3arogoBoYHYI0 U O(GOPMIMIOIIYIO CBA3b YaCTH
3TOr0 JIOKYMEHTa, HalauTe OWHOKM B odopMieHHU. JOMUIIUTE Ha3BaHUA
HEJIOCTAIONINX Ppas3fNelloB B COJAEPXKATEJbHOW YacTH OpPHEHTHPYSCh HA THIIOBOM
Gopmynsap momnoxenus. Kro jomken moanucars u yrBepauTh nonoxkeHue? Kakue
JOOJDKHOCTHBIE JIMIIAa MOTYT 3aBU3UPOBATh JAHHOE ITOJI0KEHHE?

Otrnen kagpoB

«YTBepKIaI0» HavanpHux
ITOJIOXKEHHME otnena kaapos Ocunos A.b.
00.00.0000 No 00

COI'JTACOBAHO:

FOpuckoncyngr

Crtpykrypa Tekcra

1. O61me moI0XKeHUS

2. Ilenu u 3amauun

3.7

4. TIpaBa 1 0653aHHOCTH
5.7

6.B3anMoOTHOWIEHUS! ¢ IPYTUMHU CTPYKTYPHBIMH [TOJPa3/ieIeHUSIMH

HavaneHuK oTena kaapon Ocurmnos
A.b.

4. 3anosHHTE MPONYCKH.

JIOJKHOCTHBIE HHCTPYKIIMM Ha paOOTHHKOB KaJAPOBOM CIIyKOBI:
a) paspabarbiBaeT
0) moANUCHIBaET
B) JIOJIKHBI OBITH COTIACOBAHBI
I) yTBEpKIaeT
1) BBOASTCS B JICHCTBHE




€) MOoUIekKaT NePecMoTPy

5. IlpoananusupyiiTe 3aro/I0BOYHYI0 H COAEPKATEJBLHYI0 YACTH JOJKHOCTHOI
HHCTPYKUMH MEHeI:Kepa 10 NepcoHajJy ofmecTBa ¢ OrpaHHYeHHOI
OTBETCTBEHHOCTHIO «bajTbiM», HaliiHTe OIMOKH B O(OPMJIEHHH, JONMMIIUTE
HAHUMEHOBAHHA HEeJOCTAIOIIMNX pa3e/ioB.

6. W3 mnpeaokeHHBIX BAPHAHTOB BbIOepHTE TOT, B KOTOPOM MpPaBHJbHO
c(popMyJIHPOBAHO pacHopsiAHTEbHOE IelicTBHE:

a) Haganenuky cmyx0bl ynpasinenus nepconanom B.®. CoMoBo#i npencTaBuTh Ha
YTBEPXKIeHHEe TPadUK €XKeroJHbIX OIUIAYMBAEMBIX OTIYCKOB pabOTHUKOB (DUPMEI
15.12.0000.

0) Hauanbuuky ciykObl yIpaBlIeHUs IIEPCOHAIIOM OpPraHM30BaTh pa3paboTKy H
yTBEPKIEHHE rpa(uka OTIYCKOB paOOTHUKOB (hUPMEL.

B) ComoBoii B.®D. He mo3nHee BTOPOH JieKa bl JeKaOpsi TEKYILETO rofia MpeACTABUTD
rpaduK OTITYCKOB.

7. OdopmuTe pacnopsizkeHHe, UCTIONb3Ys CIEIYIONIYIO CUTYALIMIO:

B 3A0 «Ctpourensy» 3amMecTUTeNb TUPEKTOpa MO0 COOCTBEHHOM MHUIIMATHBE U31AJ
pacropsbkeHre 00 U3MEHEHUH peXXuMa paboThl OTAeNa mo paboTe ¢ KiveHTamH. 11o
3TOMY pPAacIOpsS KEHHIO paOOTHHMKHM OTAella HauyuMHAIOT cBol pabotry ¢ 9.00 u
3akaguuBaroT B 21.00. Otxen paboraer 0e3 BHIXOAHBIX THEH IO CMEHHOMY rpauKy
pabotel. Paszpaborare M KOHTpOJAMpOBaTh paboTy MO STOMY rpaduKy, MOpy4eHO
HavalbHUKY oT/ena. PacnopsskeHHe COITIacOBAaHO C IOPUIMYECKO# ciyx0oit u
OTJIeJIOM KaJpOB.

8.0Ompenennre, kakue yHupUUHPOBaHHBbIE (OPMBI NPHKA3OB HEOOXOTUMO
HCNONb30BATE B CJAEAYIONHMX Cay4asix:

IIpu npuemMe Ha pabory paboTHHKA
ITpu nepesoje Ha Apyryro paboTy HECKOIBKIX PaOOTHHKOB
Ilpy  odopmneHun  eXErogHOro  OIUIAYMBAEMOrO  OTIYCKAa  HECKOJIBKUM
paboTHHKaM

I1pn odopMIEHUH YBOJIBHEHHS paboTHUKA
ITpu odopmireHnu nootpeHuss paboTHUKAM

9. IIpoananu3zupyiiTe Npeao:KeHHbI 00pa3en J0KYMEHTa M HaliAHTe OIHOKH B
ero oopmMJIeHHH B COePKAHUH.

| IETIAPTAMEHT UHBECTHI[MOHHBIX
ITPOI' PAMM
JTOKJIATHASI 3AITHCKA JIOHLIOBY B.H.

B cBa3u ¢ nepepacnpenenesueM QyHKUUNE paOOTHUKOB MPOIILY TIEPEBECTH
Topmocosy M.IO. u Teneycosy P.JI. B ienrapTraMeHT TOProBIH MOTPEOHTENBCKUMH




TOBapaMH M BHECTH ITOCJIC UX IIEPEBOJa U3MEHEHHS B LITATHOC pacllMCaHue.

I
\/HauansHuk nemapramenra JLIT, (A.T. PeytoB)




IIpumepHbIie TeMbI pedepaToB H I0KI210B

Tema: OcHoBHBIE IOHATHS YIIPABJIEHHS KAJAPOBOii 1eATEIbHOCTHIO
e Pomb JOKYMEHTOB B JIESTENBLHOCTH OPTaHU3AIINH.
e [lonsaTHe nenomnpou3BOACTBA.
e [loHsTHE KaJpOBOU NeATEIEHOCTH

Tema: Opranusanus cJIyKObI 1eJIONPOU3BOACTBA
e lcropus 1el0npoU3BO/ICTRA.
e Poub 1e710MPOU3BO/ICTBA B OpraHU3aIIHH.

Tema: Jdesonpon3BoacTBO 110 JHYHOMY COCTABY
e TunoBoil KaJpOBBIi COCTAB OpraHU3alUH.
e CTpyKTypHasi Hepapxusi B OpraHu3almH.
e JIM4HEBII cocTas.
e Bumael cucteM JOKYMEHTALWH.

Tema: TpynoBble KHHKKH

e @OYHKIIHOHAIBHOE Ha3HAUYCHHUE TPYIOBOH KHIKKH.
e CTpyKTypa U COiepiKaHUE TPYIOBON KHUKKH.
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Hay4yno-ucciienoBaresbckas paéora
1. Pazzes, rema: OcHOBHBIE MOHSITHSI YIPABJIEHHS KAAPOBOI AesITeIbHOCTHIO

Coneprkanne pabotsl: ITOATOTOBKA pedepara, T0KIaaa.

®opmupyemsle komrerenimn: OK-5; OK-7; OINK-1, OITK-2.
OO0pazoBarenbHble pe3ynbrarel: 3-2, 3-3, V-1, V-2, B-1.

@opMBI KOHTPOJIS, OLIEHOYHBIE CPe/ICTBA: 3aIuTa pedepara, TOKIal.

2. Pazgen, rema: Opranusanusi cJ1y:K0bl 1€ I0NPOU3BOACTBA

Coneprxanue paborsl: ITOANOTOBKA pedepara.

®opmupyemsele koMmrniereHuun: OK-3; OK-5; OK-6; OK-7; OITK-2; ITK-9; TTK-10;
TTK-11.

Ob6pazoBarenbsHble pe3ynsrarsl: 3-1, 3-2, 3-3, V-1, V-2, B-1, B-2.

D@opMbI KOHTPOIIS, OLIEHOYHBIE CPEJICTBA: 3allliTa pedepara.

3. Pazges, Tema: [{eJionpou3BOACTBO MO JHYHOMY COCTABY

Conepxanue paborsl: I10JTOTOBKA JIOKJ14/1a.

Popmupyemblie komrereniuu: OK-5; OK-6; OK-7; OI'TK-1; OITK-2; TTIK-9.
ObpazoBarensHble pe3ynsratel: 3-1, 3-2, 3-3, 3-4, V-1, V-2, V-3, V-4, B-1, B-2.
@opMBI KOHTPOJIS, OIIEHOYHBIE CPEJICTRA; JIOKIIA/L.

4. Pazges, tema: TpynoBble KHHIKKH

Conepranne paborbl: IIOJIFOTOBKA pedepara/mpe3eHTaIi .

D®opmupyemblie komrereHuu: OK-5; OK-6; OK-7; T1IK-7.

O6pazoBarenbHble pesyasrarsl: 3-1, 3-2, 3-3, 3-4, 3-5, V-1, V-2, V-3, V4 V-5 V-
6, B-1, B-2, B-3.

®opMBl KOHTPOJIS, OLIGHOUHBIE CPe/ICTBA: 3alliuTa pedepara, Mpe3ecHTaLNH.
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IIpumepneIii mepevens BONPOCOB K 32a4eETy

[—

[lonsiTHE KapOBOTO AEIONPOH3BOJICTRA.

['ocynapcTBeHHOE pery/MpoBaHHe KaIpOBOTO AETONPOU3BOICTEA.

3. Permamenranusa odopMmieHHS KaApoBeix goKyMeHToB B ['OCTax,
YHU(UUMPOBAHHBIX CHCTEMax JOKYMEHTALHWi, Kiaccu(puKaTopax TeXHHKO-
KOHOMHUYECKOH U conranbHoi nHpopmaruu, ['CIOY.

4. CoBpemeHHas perIaMeHTAIMsl CO3JIaHus KaJPOBBIX JIOKYMEHTOB Ha YPOBHE
MUHHCTEPCTB U BEJOMCTB.

S. VIHCTPYKTHBHO- METOIMYECKHE MaTepHalibl MPEANPHATHH M OpraHu3aluil

10 CO3/IaHUI0 U O()OPMIICHHIO Ka/JIPOBLIX JOKYMEHTOB.

CTpykTypa opraHu3alHOHHO-TIPABOBBIX JTOKYMEHTOB,

Tpebosanus x cocTaBneHHIO OPTaHU3AHOHHBIX JOKYMEHTOB, TPOLIELYPa UX

COITIAaCOBAaHMS W YTBEPXKICHHS, IOPSJI0K BHECEHHUS B HHX H3MEHEHHUH H

JIOTIOJTHEHUH.

Hasnauenue miaHoBBIX JOKYMEHTOB, HX BHIBI, CTPYKTYpA.

9. TpeboBanuss K COCTABIEHUIO IUIAHOBBIX [OKYMEHTOB, IIpOLlELypa HX
COINIacOBaHMsl M YTBEP)KIEHHUS, MOPSJAOK BHECEHHS B HUX WM3MEHEHUN U
JIOTIOJIHEHMH.

10.Ha3nauenue 10roBOpHBIX JOKYMEHTOB, HX BUJIbI, CTPYKTYpA.

11.TpeboBanus K COCTaBIEHHWIO JIOTOBOPHBIX IOKYMEHTOB, MpoLEeaypa MX
COIIAaCOBAaHUA U YTBEPKJEHMs, NOPSAOK BHECEHHS B HHUX HM3MEHEHHUH M
JIOTIONTHEHUH.

12.Pazjuyus MeKITy MHAMBHAYalIbHBIM TPYIOBBIM IOTOBOPOM M I'Pa)kAaHCKO-
TIPaBOBBIM JIOTOBOPOM.

13.PacnopsjiutenbHas KagpoBas JOKyMEHTaIMsI, BUIbI U IIPABMIIA COCTABICHUS
1 0(hOpMIICHUSI.

14.CnpaBouyHo-uHGOpMAIIHOHHAS JIOKyMEHTAIHsI, BH/IBI, rpaBuIa
COCTaBJIEHUSI.

15.Vuernas kanpoBas JoKyMeHTalUsl, BAbI, TpeOOBaHHS K 0()OPMIIEHHIO.

16. JInunoe geno coTpyaHuKa, TpeOOBaHUS K €10 0(POPMIIEHHIO.

17.Pabora KanpoBoii ciryObl 10 00ECIEUSHUIO COXPAHHOCTH MEPCOHATBHBIX
JaHHBIX pabOTHHKOB, IlomoXkeHHe O 3amMTe MEPCOHANBHBIX JaHHBIX,
cornacue paboTHuKa 32 00pabOTKy M MCIIOIb30BAHHE €0 MEPCOHATBHBIX
TAHHBIX.

18.Vauduuuposanusle (HOpPMBI TOKYMEHTOB 10 Y4e€Ty M MCIIOJIB30BAHMIO
paboyero BpeMeHH. MeTOJIbI yueTa UCIONb30BAaHHOTO Paboyero BpeMeHH .

19. YcnosHble 0603HaueHHsI BUJIOB 3aTpaT pabo4ero BpeMeHH!.

20./loxyMeHTEl, TOATBEPXKJAIOIIHEe OTCYTCTBHE Ha pabodeM MecTe [0
YBaKUTEIIBHOU MMPUYHHE.

21.ITopstnok  oopmICHUs.  TOKYMEHTOB, YJIOCTOBEPSIOMIAX  BPEMEHHYIO
HETPYAOCIIOCOOHOCTB.

22.KanipoBeIil 1OKYMEHTOO00POT.

23.HomMeHkuaTtypa /1ei1 KaapoBOoro moapasieeHus.

24.Cpoxu  XpaHeHMs KaJApOBBIX JOKYMeHTOB. (OcoGeHHOCTH paboTHl ¢

b

N

@
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JOKYMEHTaMHU KpaTKUX CPOKOB XpaHEHHH .
25.0opmMupoBaHHe el U OIlepaTHBHOE XpaHEeHHUE KaJpOBBIX JOKYMEHTOB.
26.ITonroToBKa KaJpoOBBIX IOKYMEHTOB K Clade B BEJOMCTBEHHBIH apXuB,

CIPaBOYHO-TIOMCKOBAS CUCTEMA 110 KaJIPOBBIM JJOKYMEHTaM B apXHBe.
27.TpeboBanua apXHMBHOIO 3aKOHOJATENbCTBA K O0ECIEYeHHI0 COXPAHHOCTH

JNOKYMEHTOB I10 JITYHOMY COCTaBY.
28.YpaBiieHue apXUBHBIM XpaHEHHEM JIOKYMEHTOB.
29.I1paBuiia 3aMoHEHHS] U XPAHEHHUS TPYIOBBIX KHIKEK.
30.ITaxkeT 1OKYMEHTOB IPH MPOBEJEHUH OLIEHKH ITepCcoHala.
31.Ilepeyenr NOKyMEHTOB H MOPSOOK HX OQOPMIIEHHS Ha HarpakiacHue

OTpacleBbIMHU U I'OCYIapCTBEHHBIMU HArPaaMH.
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4. METOAUYECKUE MATEPHUAJIBI, OIIPEJAEJSIOIUE
MPOLUEXYPbI OUEHUBAHUS 3HAHUM, YMEHUI U HABBIKOB U
(MJIN) ONBITA JESTEJIBHOCTHU, XAPAKTEPU3YIOIINUX DTAIIBI

CpencrBa TeKyero KOHTPOJIs

CobecenoBanue, ompoc — CpPeICTBO  OIIGHHBAaHUSA  KOMIIETEHIIMY,
OpraHM30BaHHOE KakK creluanbHas Oecela NpernojasaTelis ¢ 0OydYaroUMCs Ha
TEMBI, CBA3aHHBIE C H3y4aeMOH AUCHUIUIMHOM, M PACCYUTAHHOE Ha BhIACHEHHE
oObema 3HAHMH 0OydaroIErocs IO ONpeleleHHOMY pasfieny, Teme, npobneMe u
T,

Ikaj1a oneHKH:

- U TIOJTyYeHUs OUEHKH «OMJIUYHO)», COOTBETCTBYIOUIEH TOBBIIICHHOMY
YPOBHIO OCBOEHHs KOMIIETEHLMH, CTYIEHT JOJDKEH JIaTh HCUYEPITBIBAIOIIHE
000CHOBaHHBIE OTBETHI Ha BOTIPOCHI MPETIOiaBaTeisi;

- JUIS TIOJTyY€HUsI OLEHKH «XOpOouL0», COOTBETCTBYIOLIEH 0a30BOMY ypOBHIO
OCBOEHHSI KOMIIETEHIMH, CTYIEHT MJO/DKEH 1aTh OOOCHOBAaHHbBIE OTBETHI Ha
OCHOBHBIE BOIIPOCHI IIpernojaBarelis, OTBETHTh Ha JOIOJHUTEIbHbIE |
YTOUYHSIIOIINE BOTIPOCHI;

- JUId TIOJIy4eHHMs OLEHKH «y0061emeopumenbioy, COOTBETCTBYIOIEH
MHUHHMaJIbHOMY YPOBHIO OCBOEHHsI KOMIIETEHILIMH, CTYIEHT MOJDKEH JaTh OTBETHI
Ha OCHOBHBIE BOIIPOCHI ITPEIojaBaresis, J0NyCKaloTCs HEKOTOPhIE HEMOCTATKH 110
IIOJJHOTE U COJIEPKAHUIO OTBETA, OTBETUTL HE MEHEe, YeM Ha 2/3 JONOJIHUTEIbHBIX
U YTOYHSIOIIMX BOITPOCOB.

Tecr — cucreMa CTaHAAPTU3UPOBAHHBIX 3aMaHWM, TMIpPEIONararomas
HECKOJILKO BapDUAHTOB OTBETa Ha IIOCTAaBIIEHHBIH BOIIPOC.

IIxana oneHku:

- IS TIOJLyYEHHs] OLIEHKH «OMUIUYHO», COOTBETCTBYIOLIECH IMOBBILIEHHOMY
YPOBHIO OCBOCHHSI KOMIIETEHLMH, CTYIEHT MOJIKEH BBINOJHUTEL He MeHee 90%
TECTOBBIX 3aaHUMH;

- JUISL TIOJTyYEHMsI OLIEHKH «XOPOUi0», COOTBETCTBYIOIEH 6a30BOMY YPOBHIO
OCBOEHMS KOMIIETEHIWH, CTYACHT JOJDKeH BBIMOTHUTE OT 80 ;0 89% TecToBBIX
3alaHUN;

- Ul TIOJIyYEHHUS OLCHKH «Y0081emEOPUmMEIbHO0», COOTBETCTBYIOIEH
MHHHMMAJIbHOMY YPOBHIO OCBOCHHSI KOMIIETEHITUH, CTYIEHT JIOJUKEH BBITOJIHUTH OT
70 no 79% TecToBBIX 3aIaHHIA.

Pedepar — npoaykr caMmocrosTelbHOH paboTHI CTyAEHTa, IPECTaBISIOLIMNA
co0Ol KpaTKoe H3JI0KEHHEe B IIHCEMEHHOM BHJE IOJYyYEHHBIX pE3yIBTaTOB
TEOPETHYECKOI0 aHalln3a OINpPEEIeHHON Hay4YHOH (y4eOHO-HcciIeqoBaTellCKoM)
TEMBI, IJI¢ aBTOP PACKPBIBAET CYTh HCCIEAYEMON TPOOIEMBl, IPUBOJUT Pa3InYHbIE
TOUYKH 3PEHHS.

IIIxana oneHKH:

- JUIsl TIOJYYCHHS OLEHKH «OMJIUYMHO)», COOTBETCTBYIOILEH [OBBIIIEHHOMY
YPOBHIO OCBOEHHMsS KOMIIETEHIIUH, pedepar CTylaeHTa [JO/DKEH OTBeYarh
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CIEAYIOIMM TpeOOBaHUAM: TIpoOIeMa PAcKpPhITAa MOJHOCTHIO, MPOBEAEH aHAIM3
MpoOIeMbl  C  HCTIOJIL30BaHUEM JIOIONHHTEIBHONW JIMTEpaTyphl, WH(OPMALHS
nocyjenoBaTe/ibHa W JIOTHYECKH CBfA3aHa, NpEACTaBICHHBIE BHIBOJ 00OCHOBAHBI,
UCTIONB30BaH0 Oosee 5 mpodeccHoHaNnbHBIX TePMHUHOB; pedepaT IpencTaBleH ¢
MCIIOJIB30BaHMEM KOMITBIOTEPHBIX TexHomorui (Power Point u 1p.); orcyrcTByIor
OIMOKK B MpeJcTaBlseMoll MHGOpMAIMK; OTBETH HA YTOYHSIOIME BOIPOCHI
JIaHBl C IIPUBEAEHUEM ITPUMEPOB U MMOSCHEHUH.

- JUISI TIOJIyYCHHUS OLIEHKH (XOPOUL0», COOTBETCTBYIONIEH 0a30BOMY YPOBHIO
OCBOCHHs KOMIIETEHIMH, pedepar CTyoeHTa IOJDKeH OTBeYaTh CIENYIOLUM
TpeboBaHusAM: MpobjeMa pacKpbiTa, MPOBENEH aHaiu3 6e3 IPUBICYCHHS
JOTIOJTHUTEIbHON JINTEpaTypel; HE BCE BBIBOABI CHIEIAHBI WM 00OCHOBAHBI;
MH(pOpMaLUs TOCIeoBaTeNlbHa W JIOTHYECKU CBA3aHA; MCIIONbL30BaHO Gojee 2
npodecCHOHANBHBIX TEPMHUHOB; pedepar MpeAcTaBleH C HCIONB30BaHHEM
KOMITBIOTEPHBIX TexHonorui (Power Point u nip.); ponyuieno e 6omnee 2 omuboK B
IpeJcTaBasieMoi HH(pOPMALUK; OTBETH HA YTOUHSIOIINE BOIPOCH! MONHBIE H/HITH
YaCTUYHO TOJHEIE.

- I TIONYYEeHHs OLIEHKH «Y0061emeopuUmenbHo», COOTBETCTBYIOLIEH
MHHHMaJIbHOMY YPOBHIO OCBOEHHS KOMIIETEHLMH, pedepar cTymeHTa IOIDKEH
OTBeYaTh CIEAYIOIUM TPeOOBaHUAM: IPOOIeMa PACKPHITA He MOIHOCTEIO; BBIBOb]
He CcJeNnaHbl WIM He O00OCHOBaHBI; MH(pOPMAlMs He CHCTEMATH3MPOBAaHA;
HCIONIBb30BaHo  1-2 mpodeccHoHaNBHBIX TepMHHA; pedepar NpejacTaBleH 6e3
MCIIOJIb30BaHMs  KOMIIBFOTEPHBIX TEXHOJOTWH; MONyIleHsl 3-4 OwWuOKM B
IPEICTABISIEMO HH(GOPMALIMH; OTBETHI HA JIIEMEHTAPHBIE YTOYHSIOIHE BOIPOCEHL.

Kelic-uzmMepuTeTu - OCHOBaHBI Ha UCIIOJIb30BaHUH MPOOIEMHBIX 3aJaHHAl, B
KOTOPBIX 00y4arolMMCsl IpearaloT OCMBICIUTE PealbHyI0 IpodheccCHOHAILHO-
OPHEHTHPOBAHHYIO CHTYallHIO, COAEPIKAIYIO B ceOe HeoOXOIUMYIO, HO HEIOIHYIO
MH()OPMAIHMIO 171 peUIeHUs 3aJaHHOH MPOOIeMEI.

IIxana oueHkKH:

- VLS. TIOJIYYCHHUST OLCHKH «OMUJIHYHO», COOTBETCTBYIOIIEH ITOBBILIEHHOMY
YPOBHIO OCBOEHMS KOMIIETEHIIMH, paboTa CTyleHTa TOJDKHA COOTBETCTBOBATH
CJIEAYIOIUM KPUTEPUSIM: MPABUIIbHBIE, HCYEPIIBIBAIOIINE, KOHKPETHBIE OTBETEI Ha
BCe TIOCTaBI€HHBIE B KOHTPOJBHOM paboTe BOIPOCHI, XOpOINEee BIlajeHHUE
TEPMHUHOJIOTHEN; OTCYTCTBHE IPUHLIUITHAIBHBIX OIIMOOK B OTBETAX;

- U1 TIOJTyYeHHS OLUEHKH (XOpOuio», COOTBETCTBYIOIIEH 6a30BOMY YPOBHIO
OCBOCHHSI KOMITETEHIMH, paboTa CTyleHTa NOKHA COOTBETCTBOBATE CJIEAYIOMIUM
KpUTEpUAM: Oe3yKOpU3HEHHBIE OTBETHI Ha BOMPOCHI IIPH HAIMYMH OIHOTO
HEINPAaBUJIPHOTO OTBETa HIIM HPH OTCYTCTBHM OTBETA HAa OIMH BOIIPOC; IPyObie
HETOYHOCTH M OIIMOKM B KaKOM-TO OHOM OTBETE, HAllU4He OJHOIo
JIBY CMBICTIEHHOTO WUIH MPEJIENEHO 0000IIEHHOI0 OTBETA Ha BOIIPOC;

- U1 TIONyY€HHUS OLCHKH «)006/1eme0pumesibHo», COOTBETCTBYIOLIEH
MHMHHUMAJIBbHOMY YPOBHIO OCBOEHHS KOMIETEHLMH, paboTa cTymeHTa [JOJKHA
COOTBETCTBOBATL CICHYIOIIUM KPUTEPUsAM: Haludyhe B OTBeTax OGojee JByX
NPHHIHITHAIBHBIX OIIMOOK; IOBEPXHOCTHBIH Xapakrep WH(OPMALMM B OTBETE;
HECOOTBETCTBHE WH()OPMALMK OTBETOB MOCTAHOBKE BOIPOCOB; HEKOHKPETHOCTB,
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ABYCMBICIIEHHOCTE pAlla OTBETOB Ha BOITPOCHI.

Hoknan, ycrHoe BbICTYIJICHHe, HH(pOpPMAUHOHHOE coo0meHHe,
CPaBHHTENbHBIN aHAJIU3 — paboTa CTyIeHTa, IPU KOTOPOM OH CaMOCTOSTENILHO
TOTOBHMT CBOE BBICTYIUIEHHE B COOTBETCTBHHU C TPEOOBAaHUSIMHU U HOPMAMHU TOTO HIIH
MHOTO BH/Ia YCTHOTO BBICTYILJICHHSI.

Hlkana oueHkH:

- VIl TIOJTyY€HHs OUEHKH «OMJIHYHO0», COOTBETCTBYIOIIEH MOBBIIIEHHOMY
YPOBHIO OCBOEHUS KOMITETEHIIUH, paboTa CTy[eHTa J0JDKHA OTBEYATh CIIEAYIOIINM
KpUTEpUAM: TeMa [OK/IaJa WM BBICTYIUICHHS COOTBETCTBYET W3y4aeMOM
TUCUUIUIMHE M SBIAETCA aKTyaJlbHOH B paMKaX M3y4yaeMO# IUCIMIUIMHEL,
MCIIOJIB30BAHUE COBPEMEHHBIX KOMIIBIOTEpHBIX cpenctB (Power Point u ap.);
IPUBE/IEHBI JIOTIOJIHUTENBHBIE UCTOYHUKH 10 MCCIeNyeMoM mpobneme; caesaHsl
000CHOBaHHbIE BBIBOABI [0 MpoOJIeMe; MdaHbl HCYEPIBIBAIOIINE OTBETH Ha
JAOTIONTHUTENBHBIE WM YTOYHSAIOIIME BONPOCHl  ay[IUTOPUH; IIPOH3BEAEHHBIN
CPaBHHUTEJIbHBIN aHAJIN3 JIOTHYEH, BEIBOJIBI YETKHE M 000CHOBAaHHEIE;

- IS TIOJTYyY€HHMs OLIEHKH (XOPOui0», COOTBETCTBYIONIEH 6a30BOMY YPOBHIO
OCBOCHHMSI KOMIIETEHLIUH, padoTa CTyleHTa JO/DKHA OTBEYaTh CleAyIOLIHM
KPUTECPHUSM: TeMa JOKIaja WIM BBICTYIUVICHHS COOTBETCTBYET H3y4aeMOoii
JUCIIUIUIMHE W ABISIETCS AaKTyaJbHOM B paMKaX H3yYaeMOM IMCLIAILIHHEL,
MCTIONIb30BAHME COBPEMEHHBIX KOMIIBIOTEPHBIX cpeacTB (Power Point u mp.);
OTCYTCTBYIOT JIOIIOJTHUTEIBHBIE HCTOUHHUKH I10 MCClenyeMoil mpobieMe; cienaHbl
000CHOBaHHBIE BBIBOIBI IO MpOOIEMe; JaHbl OTBETHI HE MEHEe, YeM Ha JIBE TPeTH
JOTIOJIHATENIBHBIX W YTOYHSIOIIMX BOIPOCOB  ayJAUTOPUH; IIPOU3BEIECHHBIN
CPaBHUTENILHBIM aHAIU3 JOTUYEH, HO BBIBOJIBI HEMOJHEIE, HEAOCTATOYHO YETKHUE U
000CHOBaHHEIE;

- JUIsL  TIOJyYEHHUsS OLEHKH «(Y006/1emeopumeibHo», COOTBETCTBYIOIIEH
MUHHMMaJIbHOMY YPOBHIO OCBOEHHS KOMIIETeHLMH, paboTa CTymeHTa JO/rKHA
OTBEYATh  CIIEAYIOIIMM  KPHUTEpUsAM: TeMa JOKJIala WIH  BBICTYIUIEHHS
COOTBETCTBYET M3yYaeMOH JMCLMIUIMHE, SBISETCS aKTyaJbHOM B  paMkax
H3Yy9YaeMOM JIUCIMILIMHBI;, YaCTUYHOE MCIOIB30BAHUE KOMIIBIOTEPHBIX CPEJICTB
(Power Point 1 zip.); OTCYTCTBYIOT JOIONHUTEIILHBIC UCTOYHHUKH 110 HCCIIELyeMOi
npobneMe; cHAelaHHBIE BBIBOALI [0 mpobieMe He OOOCHOBaHbBI U He
NOATBEPKJIEHBI;, JaHbl OTBETHl HE MEHee, YeM Ha TOJIOBHHY JOIOJHUTENBHBIX W
YTOUHSIOIIMX BOIIPOCOB ayIUTOPHH; MPOU3BEICHHBIH CPaBHUTENLHEIN aHAIU3 He
BIIOJIHE JIOTUYEH, BBIBOABI HETMIOJIHEIE, HEJIOCTATOYHO YeTKHE U 000CHOBAHHEIE.

ITpesenTauus - HaboOp cnaiioB U cremPGGexToB (CIaii-1I0y), a TaKKe
pasnarovHBId  Marepuan A aygUTOPMM, XpaHsIuuics B oOHOM  (aiine,
pejiHasHadena Ui CooOIIeHHs HyKHOM MH(opMaiuu 06 o6bexTe B yi06HOIH ams
noayyaress ¢popme.

Illkana oneHku:

- AUl TIONTYyYCeHUsS] OLEHKH (OMJIUYHO», COOTBETCTBYIOLIEH MOBLIIIEHHOMY
YPOBHIO OCBOEHHMs KOMIETEHIWH, padoTa cTyleHTa JI0JDKHA COOTBETCTBOBATDH
CJICITYIOIMM KPUTEPUSM: KOIMYECTBO CJIAHJIOB COOTBETCTBYET COIEPIKAHMIO H
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IPOJIOJKUTENIBHOCTH  BbICTymieHus  (anst  10-MHHYTHOTO — BBICTYIUICHHA
peKOMeHyeTCsl UCIOJIb30BaTh He Oonee 12 cnaiifioB); mpeseHTALMsS CONEPIKUT
[CHHYIO, TIOJHYI0, IMOHATHYI0 MH(OPMaUUIO IO TeMe IMPOeKTa, TeKCT Ha ciaiijie
IpejcTaBisieT CoOOH ONOPHBIM KOHCIEKT, HJUIFOCTPAIMM XOPOIIEro KadecTsa
IIOMOTAIOT HamboJiee MOJHO PAcKpHITh TEMy, HE OTBJIEKAIOT OT COAEpPKAHMUS
MCTIONB3YIOTCS TPA(UKH, CXEMBI, TaONUIBl; TEKCT MPE3EHTALMM YUTACTCS JIETKO;
Mpe3eHTalus He IeperpyxeHa 3¢ ¢eKTaMu; BBICTYMAIOMKUNA CBOOOIHO BiIajeer
COIepXKaHUEeM;  OJICKTPOHHAs  NPE3eHTalMs  CIY)KUT  WUIIOCTpalued K
BBICTYIUICHHUIO, HO HE 3aMEHSIET ero;

- 1711 OMYyYeHHs] ONEHKH «XOPOUi0», COOTBETCTBYIONIEH 6a30BOMY YpPOBHIO
OCBOCHHsI KOMIIETEHIMH, paboTa CTy/leHTa JIOJDKHA COOTBETCTBOBATH CIEMYIOLINM
KPUTEPHSIM: KOJINYECTBO claiioB HEMHOT0 He COOTBETCTBYET
NPOJIOJDKUTENIPHOCTH  BBICTyIUIeHHs (st 10-MMHYTHOTO — BBICTYIUICHHUSA
PEKOMEH/yeTCsl UCIO0JIb30BaTh He Oonee 12 cnaiifoB); mpe3eHTalMs COHEPIKUT
LICHHYIO, TOJHYI0, IMOHATHYIO MH(OPMAUUIO MO TeMe MPOEKTa; TeKCT Ha ciaiije
npencrasnsier coOOH ONMOPHBIM KOHCIEKT; WJUTIOCTPALUM XOPOIIEr0 KadyecTBa
IOMOTAIOT HauOoJIee MOJNHO PACKPLITH TE€My, HE OTBIEKAIOT OT COIEPKAHMS;
MCIIOJIB3YIOTCS IpapUKH, CXeMbl, TaONUIBI; TEKCT MPEe3eHTALUH YUTAETCS JIETKO;
Mpe3eHTalMss HE neperpykeHa 3@QeKTaMu; MTPUCYTCTBYIOT OIMOKA B
ohopMIIEHMM ClaloB M Tojgade WH(GOpPMAalWM; BLICTYNAIONMHA BlameeT
COJepKaHueM;  DJIEKTPOHHAs  IpPE3eHTalUs  CIYKHT  WUIFOCTpanued K
BBICTYIUICHHIO, HO HE 3aMEHSIET €ro;

- A7l TIONYYEHHsl OLIEHKH «y008/1eme0pUmesibHo», COOTBETCTRYIOIIEH
MUHUMAJIBHOMY YPOBHIO OCBOEHMs KOMIICTEHIMH, paboTa CTy[eHTa IOoJDKHA
COOTBETCTBOBATH CIIEAYIOIIUM KPUTEPHSAM: KOJIHYECTBO CIIAH/IOB HE COOTBETCTBYET
COZIEPIKAHUIO W/WIIM NPOJIOKATENEHOCTH BBICTYIUICHHS; [IPE3EHTALUS CONEPIKUT
HEHHYIO, TIOJHYIO, ITOHATHYIO MH(OPMALHMIO 10 TeMe MPOeKTa; TEKCT Ha cilaiije
Mpe/CTaBISET COOON TEKCT BEICTYIUICHHS; IPUCYTCTBYIOT OLIMOKH B 0(OpMIEHHUH
CJIaWI0B U Toj1a4e HH(DOPMALIMK; BBICTYNAIOIIIH CBOOOIHO BIaJ€eT COAEPKAHIEM;
3JIEKTPOHHAsI [TPe3eHTallMs 3aMEHSIET BBICTYIICHUE.

CpezcTBa IpOMeKyTO4HOr0 KOHTPOJISI COMIACHO Y4eOHOMY IIaHy

3ayer — npoueaypa, NPOBOAMMAs IO YCTAHOBIEHHBIM IIpaBUIaM JIs
OIICHKH 3HaHWH, YMEHHUN U KOMIIETCHIIMH CTyIeHTa 10 Y4eOHOM QUCLIUITTHHE,

I kaa oneHkHy:

- IJIs TIONyYeHHE OLICHKH «(3A4MmeH0)», COOTBETCTBYIOLIEH MHHHUMATEHOMY
YPOBHIO OCBOCHHS KOMIIETEHIMH, CTYIEHT AOJDKEH BBIIIOJHHUTE He MeHee 70%
3aJlaHHUH K 3a4erTy.
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