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JIner akTyanu3anuu pado4eil nporpaMmsl

Pabouas mporpamMma nepecMoTpeHa, 00CykieHa U 0100peHa 11 peanuzaruu B 2027 - 2028
y4eOHOM roly Ha 3acenaHuu kadeapsl MeHeKMEHTa U TOCYJapCTBEHHOTO YIIPaBIICHHUS

[Tporokonm o 20 . Ne

3aB. xadenpoit O.H.ﬁasapOBa

Pabouas mporpamma nepecMoTpeHa, 00cyxkaeHa u ogqoopena st peanuszanuu B 2028 - 2029
y4eOHOM roJly Ha 3aceqaHuu kadeapbl MeHeHKMEeHTa U TOCYITapCTBEHHOTO YIIPaBICHHUS

[Iporokom ot 20 . Ne
3aB. kadenpoii O.J1. Hazapona

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogoopena st peanmsanuu B 2029 - 2030
y4eOHOM roy Ha 3acenaHuu kKadeapbl MeHeHKMEHTa U TOCYJapCTBEHHOTO YIIPaBJICHUS

IIporokom ot 20 . Ne
3aB. kadeapoit O.JI. HazapoBa




1 Heau ocBOeHNS AUCHUILIHHBI (MOIYJIA)

VYriny6neHue TeOpeTHYECKUX 3HAaHUN B 00JIACTH JOKYMEHTAIIMOHHOTO 00eCIIeueHus
KaJIPOBBIX CITY>KO M KaJ[pOBOTO y4eTa, Pa3BUTHE HABBIKOB PaOOTHI C JOKYMEHTAMH,
WCIIOJIb3YEMBIMH B YIIPABICHUU MIEPCOHAIIOM OPTaHU3AINI U MPEIPUSITHH,

MOJTyYCHUE IPAKTHYECKUX HABBIKOB IO CO3/ITAHUIO M 00pa0OTKE ITUX TOKYMEHTOB.

2 MecTo JTUCUMILIMHBI (MOXYJIs]) B CTPYKTYpe 00pa3oBaTeibHOI NMPOrpaMMbl

Juctunnuna JlokyMeHTanroHHOe o0ecrieueHrne KaJipoBOil pabOThl BXOJIUT B
00s13aTeIbHYI0 YacTh YU4€OHOT0 TUIaHa 00pa30BaTEIIbHOM MPOTPAMMBEI.

JIst u3ydeHus AUCIUIUIMHBI HEe0OOXOAMMbI 3HAHUS (YMEHHUS, BIAJICHHS ),
chopMupOBaHHBIC B PE3yJIbTaTe U3YUCHUS JUCIUIUINH/ MPAKTHK:

3uanus (YMEHUs, BIQJICHNUS), IOJTYICHHBIC IPY U3yYCHUHU JAHHON TUCITUTUTHHBI
OyIyT HEOOXOIUMBI JIJTsI U3YUYEHUS TUCITUTIINH/TIPAKTHK:

OcHOBBI 6€30MaCHOCTH TPY/1a

CouunanbHO-TpyA0Bas aJanTaius nepcoHana

TexHosOrnu aTTeCTalliy U OLIEHKH [IepcoHaa

HR-anannTuka

OreHKa YKOHOMUYECKOH U COManbHOM 3 (HEKTUBHOCTHU YIIPABICHUS [IEPCOHATIOM
OpraHu3aIuu

VYyeTHbIe CUCTEMBI B KaIPOBOM JICJIONPOU3BOICTBE

[IpousBocTBEeHHAs - HAy4YHO-HCCIIEA0BaTeNbCcKas paboTa (10 TeMe BBIITYCKHOM
KBATM(UKAIIMOHHON PabOTHI)

[IpousBocTBEHHAS - MPEATUIUIOMHAS IPAKTHKA

[ToaroroBka K ciade v cavya rocy1apCTBEHHOTO YK3aMeHa

[ToaroroBka k mporeaype 3auThl ¥ 3alIUTa BBITYCKHOW KBaTU(UKAIMOHHON
paboThI

3 KomnereHuunu ody4yaromerocsi, GopmMupyemMsbie B pe3yJibTaTe 0CBOCHUA

AMCUMILIMHBI (MOAYJIs1) U IVIAHMPYeMbIe pe3yabTaThl 00y4eHHs

B pesynbrare ocBOCHUS AUCHUILTUHBI (MOyJisl) «JlOKyMEHTaIllMOHHOE oOecrieueHne
KaJpoBOH pabOThD» 00y4JaroLuiics JOKEH 001a1aTh CIeAYIOIUMU KOMIIETeHIIUAMU:

KO}I HHIUKaTopa I/IHHI/IKaTOp JOCTHIXKCHUS KOMIIECTCHIITUHN

OIIK-5 CniocobeH 1croib30BaTh COBpEMEHHbIE HH()OPMAIIMOHHBIE TEXHOJIOTUU U
IpOTrpaMMHBIE CPEJCTBA TPU PEelIeHUH NPodecCHOoHaIbHbIX 3aay.

OIIK-5.1 3HaeT 1 BEIOMpaeT COBpeMEHHbIE MH(POPMALIMOHHBIE TEXHOJIOTHH U
IIPOrpaMMHBIE CPEACTBA, IPUMEHSEMBbIE JIJISl pELIEHUS 3a/1a4
poecCHOHATLHOM eI TeThHOCTH

OIIK-5.2 [TpumeHnsieT coBpeMeHHbIe HHGOPMAIIMOHHBIE TEXHOJIOTUH U
IPOrpaMMHBIE CPEACTBA JUIsl pellleHrs] TPo(hecCHOHATBHBIX 3a7a4
OIIK-5.3 Hcnons3yeT coBpeMeHHbIE CPEACTBA IIEKTPOHHBIX KOMMYHHUKALIUN JUIsI

PCHICHUS 3a1a4 HpO(beCCHOHaHBHOﬁ JACATCIIBHOCTHU

[TK-2 Crioco6eH ocymecTBIsATh ONEPATHBHOE U CTPATETHUYECKOE YIIPaBICHUE
YeJIOBEYECKHMHU PeCypcamMy OpraHu3aluu

[1K-2.1 PazpabaTsIBaeT maHbl, TEXHOJIOTHH, HHCTPYMEHTHI M TIPOIIC Ty PBI
YIPaBJICHUS YEI0BEYECKUMHU pecypcaMu B 00acTi (GopMupoBaHUs U
HCIOJIb30BaHUs NIepcoHana (peKpyTHHIa, YIIpaBJICHUs afanTalueH,
OLICHKHU M aTTECTallMy NIEPCOHAJIA, YIIPABICHUS TPYIOBOM MOTUBALUEH U

mp.)

I1K-2.2 PazpabaTbiBaeT MiaHbl U TEXHOJOTHH Pa3BUTHS IEPCOHANA U PEaU3yeT




HX B paMKax CTpaTCruieCKoOro ymnpaBJICHHA YCIIOBECYCCKUMU pECypCaMU
opraHnu3annun

[1K-2.3

OpranuzyeT aIMUHUCTPUPOBAHKE IIPOLIECCOB ONEPALIMOHHOIO U
CTPaTErnyeCcKOro yrpaBiIeHUs YEIOBEUECKUMH PECYpCaMy OpraHu3aluu
1 paboTe CTPYKTYPHOTO MOAPA3ACICHHS




4. CTpykTypa, 00b€M U cofepKkaHMe JUCHUUILIMHBI (MOXYJIs)

OO61mas TpyJ0€MKOCTh AUCHUIIINHBI COCTABISAET 4 3a4eTHBIX equHul] 144 akas. yacoB, B TOM

YHCIIE:
— KOHTakTHast pabota — 10,9 akan. yacos:

— ayIUTOpHAas — 8 aKaJl. 4acos.;

— BHeayquTopHasd — 2,9 akaj. 4acos;

— camocTosTenpHas padora — 124,4 akaj. 4acos;

— B (popme npakTuueckoil moaroroBku — 0 akas. yac;

— [NOATOTOBKA K 3K3aMCHY — 8,7 aKaj. Jyac

d)opMa aTTeCTalluu - 5K3aMCH

AynuropHas g
KOHTaKTHas pabora g z dopma TeKyIero
Paszen/ Tema 2 (B akaj. yacax) g g Bun § KOHTPOJISt Ko
S —— = g © | camoctosTenbHoi | yemesaeMoCTHH [ o
g g paboTbI MIPOMEKY TOYHOM
Texk. mab. | mpaxT. 23 aTTeCTaluu
3aH. 3aH. O =
1. Pasnen 1. OcHOBHBIE BOIIPOCHI
JOKYMEHTAllMUOHHOI'O
obecrieyeHus yrpaBIeHHUs
TIEPCOHATIOM
- MOJITOTOBKA
JIOKJIaz1a
(cooOieHwust),
BBITIOJIHCHHE
pedepara (3cce,
HHBIX
MUCHMEHHBIX
pabor);
- peueHue
MPaKTUYCCKUX
1.1 HopmaTuBHO-IIpaBoBOE 3a/laHHH, TECTOB, OIIK-5.1,
obecrieyeHue KaJIpoBoro OTBCTRI Ha OIIK-5.2,
JIEIIOTIPOU3BOJICTBA U 0,4 0,4 12 Biinzzf;Hfﬁ | Bxognoit koHTposne | OIIK-5.3, TIK-
OCHOBHBIE HAIIPABICHUS p T 2.1, TIK-2.2,
paboThI KaAPOBOIt CITYyKOBI. - popatorka IK-2.3
KOHCIICKTOB
2 JICKITUH,
00513aTeNIbHON 1
JTOTIOTHUTETHHON
TUTEPaTypHI (C
COCTaBJICHHEM
KOHCIEKTa WIH
0e3);
- MOJITOTOBKA
MPE3CHTALIUH B
MS PowerPoint
1.2 Cucrema yrpaBieHuUs Hoil;?T;BaKa OIIK-5.1,
TIePCOHAIOM OpPTaHU3aIINH. (col(l) 61ix]ef-:nﬂ) TeKyIii KOHTPO OIIK-5.2,
JIoKyMEeHTHpOBaHHE 0,4 0,4 12 BHHOHHeHHe’ A OIIK-5.3, TIK-
yIpaBIEHYECKOH pedepara (scce, 2.1, 1IK-2.2,
JIESTEIIbHOCTH I1K-2.3
HHBIX




MUCBMEHHBIX
pabor);
- peleHue
MPaKTUYECKUX
3aJIaHNM, TSCTOB,
OTBETHI HA
KOHTPOJIbHbIE
BOIPOCHI U T.I1.;
- IpopaboTKa
KOHCIICKTOB
JIEKIIHH,
00s13aTeILHON 1
JIOTIOTHUTEIBHOM
JUTepaTypsl (C
COCTaBJICHUEM
KOHCIICKTa MU
6e3);
- IOATOTOBKA
MIPE3CHTAIIUH B
MS PowerPoint

1.3 CocTaB u BUIBI
KaJPOBBIX JTOKYMEHTOB

04

04

12

MOATOTOBKA
JOKITaaa
(coobmenws),
BBIITOJTHEHHE
pedepara (3cce,
MHBIX
HCbMEHHBIX
pabor);

- perieHne
MPaKTHIECKUX
3aJIaHUM, TSCTOB,
OTBETHI HA
KOHTPOJIbHBIC
BOIPOCHI U T.I1.;
- MpopaboTKa
KOHCIIEKTOB
JIEKIIHH,
00s13aTeNbHON U
JOTIOJTHUTENBHOM
JUTEpaTypsl (C
COCTaBJICHHEM
KOHCIIEKTa HJIH
6e3);

- IOATOTOBKA
MIPE3eHTAIINH B
MS PowerPoint

TEKYIIUH OHTPOJIb
3HaAHMUI

OIIK-5.1,
OIIK-5.2,
OIIK-5.3, IIK-
2.1, 1K-2.2,
IK-2.3

HUroro mo pazneny

1,2

1,2

36

2. Paznen 2. JlokyMeHTHpOBaHHUE
paboThI ¢ IEPCOHAIOM

2.1 CocraB u oopmiteHHE

HOCTYIUIEHUU Ha PaboTy

JIOKYMEHTOB IpH 2

04

04

12

MOJIrOTOBKA
JOKJIaa
(coobmienws),
BBIITOJTHEHHE
pedepara (3cce,
WHBIX
MTUCbMEHHBIX
pabor);

- perieHue
MPaKTHIECKUX
3aJIaHNM, TECTOB,
OTBETHI HA
KOHTPOJIbHBIE
BOIPOCHI U T.I1.;

TEKyIUI KOHTPOJIb
3HaHUH

OIIK-5.1,
OIIK-5.2,
OIIK-5.3, IIK-
2.1, 1IK-2.2,
IK-2.3




- mpopaboTKa
KOHCIIEKTOB
JICKITUH,
00s13aTeBLHON 1
JIOITOJTHUTEILHOM
JUTEPATypHI (C
COCTaBJIIEHHEM
KOHCIIEKTA HIIH
0e3);
- IIOATrOTOBKA
IIPE3EHTALUU B
MS PowerPoint

2.2 JIokyMEHTHpPOBaHHE
JBIDKEHUSI TMYHOTO COCTaBa

04

04

12

[IOATOTOBKA
JIOKJIaa
(cooOmeHwus),
BBIMOJIHCHHE
pedepara (3cce,
HHBIX
MACbMEHHBIX
pabor);
- pelieHue
MPAKTHICCKUX
3aJlaHUM, TECTOB,
OTBCTHI Ha
KOHTpOHbeIC
BOTIPOCHI  T.I1.;
- mpopaboTKa
KOHCIIEKTOB
JICKITUH,
00s13aTeIbHON U
JIOTIOJTHUTEITLHOM
JauTEepaTypsl (c
COCTaBICHHEM
KOHCIICKTa WJIN
0e3);
- IIOATrOTOBKA
MPE3eHTALUH B
MS PowerPoint

TEKyILUH KOHTPOJIb

OIIK-5.1,
OIIK-5.2,
OIIK-5.3, IIK-
2.1, IIK-2.2,
IK-2.3

2.3 JlokyMEeHTHpOBaHHE
OLICHKH JIeSITEIbHOCTH
nepcoHaa

0,4

04

12,4

JIOTIOJTHUTEILHOM

MOJIrOTOBKA
JTOKJIa/1a
(cooOieHwus),
BBITIOJTHEHNE
pedepara (acce,
WHBIX
MHChMEHHBIX
pabor);

- peleHue
MIPAKTHYECKUX
3aJaHUH, TECTOB,

OTBETHI HA
KOHTPOJIbHBIC
BOTIPOCHI U T.I1.;
- mpopaboTKa
KOHCIIEKTOB

JICKITUH,
00s13aTeNbHOI 1

JAUTEPaTypsl (C
COCTaBJICHUEM
KOHCIIEKTa WU
0e3);

- IOATOTOBKA
Tpe3eHTaln: B

TEKYyILUH KOHTPOJIb

OIIK-5.1,
OIIK-5.2,
OI1K-5.3, TIK-
2.1, TIK-2.2,
TK-2.3




MS PowerPoint

JIMYHBIX
KapToueK

2.4 TlopsimoK NOATrOTOBKH
MIPUKA30B 110 JIUIHOMY
COCTaBY M COCTaBJICHHE

0,4

0,4

13

MOJIrOTOBKA
JIoKJ1a1a
(coobmeHwus),
BBIMOJIHCHHE
pedepara (3cce,
HHBIX
MMUCHMEHHBIX
pabort);

- penieHue
NPaKTUIECKUX
3aJaHUM, TECTOB,

OTBETHI HA
KOHTPOJIbHBIC
BOTIPOCHI H T.I1.;
- mpopaboTKa
KOHCIICKTOB
JICKITUH,
00s13aTeNbHON 1
JIOTIOTHUTETBHOMN
TUTEpaTypHI (C
COCTaBJICHHEM
KOHCIIEKTA WU
0e3);

- MOJITOTOBKA
[Ipe3CHTalNH B
MS PowerPoint

TEKYIIHA KOHTPOIb
3HAHUMN

OIIK-5.1,
OIIK-5.2,
OIIK-5.3, TIK-
2.1, 1K-2.2,
IK-2.3

Hroro no pazgeny

1,6

1,6

49,4

3. Paznen 3. Opranuzanus
KaJ[pOBOTO JOKYMEHT0000pOoTa

3.1 Opranuzanus

JOKYMEHT0000pOTa H
COCTaBJICHHE HOMEHKIIATYPBI
JieT CITy>kObl KaJipoB

0,4

0,4

13

NOJArOTOBKA
JTOKITa/1a
(cooOrieHwus),
BBITIOJTHEHNE
pedepara (3cce,
WHBIX
MHChMEHHBIX
pabor);

- perreHue
MIPAKTHYECKUX
3aJaHUH, TECTOB,
OTBETHI HA
KOHTPOJIbHBIE
BOIPOCHI U T.IL.;
- mpopaboTKa
KOHCIICKTOB
JICKITUH,
00s13aTeNbHOI 1
JIOTIOJTHUTENBHOU
TUTEpaTypHI (C
COCTaBIJICHHEM
KOHCIIEKTA WITH
0e3);

- IOJTOTOBKA
NPEe3eHTAlUH B
MS PowerPoint

TEKYIIl KOHTPOJIb
3HaHUH

OIIK-5.1,
OIIK-5.2,
OIIK-5.3, TIK-
2.1, 1K-2.2,
IK-2.3

CITyKOBI KaJIpoOB K

IOopAaOK

3.2 IloaroroBka aei
apXMBHOMY XPaHEHHIO,

XpaHEeHHUs Jell U IIepeaadu B
rOCyapCTBEHHBIH apXuB

0,4

0,4

13

MOJITOTOBKA
JOKJIana
(cooOuieHwust),
BBITIOJTHECHUE
pedepara (3cce,
UHBIX

TEKYIIUA KOHTPOJIb
3HAHUHI

OIIK-5.1,
OIIK-5.2,
OIIK-5.3, IIK-
2.1, 1IK-2.2,
IK-2.3




MUCBMEHHBIX
pabor);

- peleHue
MPaKTUYECKUX
3aJIaHN, TSCTOB,
OTBETHI HA
KOHTPOJIbHbIE
BOIPOCHI U T.I1.;
- IpopaboTKa
KOHCIICKTOB
JIEKIIHH,
00s13aTeIbHON 1
JIOTIOTHUTEIBHOM
JUTepaTypsl (C
COCTaBJICHUEM
KOHCIICKTa MU
6e3);

- IOATOTOBKA
MIPE3CHTAIIUU B
MS PowerPoint

3.3 T'ocynapcTBeHHBIH
KOHTPOJIb
JIOKYyMEHTaLHOHHOTO
obecreueHus yrnpaBieHus
TPYAOBOMH JIEITEIBHOCTHIO

04

04

13

MOATOTOBKA
JOKITaaa
(coobmenws),
BBIITOJTHEHHE
pedepara (3cce,
MHBIX
HCbMEHHBIX
pabor);

- perieHne
MPaKTHIECKUX
3aJIaHUM, TSCTOB,
OTBETHI HA
KOHTPOJIbHBIC
BOIPOCHI U T.I1.;
- MpopaboTKa
KOHCIIEKTOB
JIEKIIHH,
00s13aTeNbHON U
JOTIOJTHUTENBHOM
JUTEpaTypsl (C
COCTaBJICHHEM
KOHCIIEKTa MJIH
6e3);

- IOATOTOBKA
MIPE3eHTAINH B
MS PowerPoint

OIIK-5.1,
OIIK-5.2,
OIIK-5.3, IIK-
2.1, 1K-2.2,
IK-2.3

HUroro mo pazneny

1,2

1.2

39

Hroro 3a cemectp

124,4

OK3aMCH

Hroro no JUCHUIIINHE

1244

OK3aMCH




5 O0pa3oBaTesibHbIE TEXHOJIOTHH

Ha cerogusmHuii 1eHb cTalu 04eBHIHBI IPEUMYIIECTBA UCTIOJIb30BAHUS
KOMITbIOTEpA HA JIEKLIMOHHBIX U MPAKTUYECKUX YUEOHBIX 3aHATUSAX. OOBsICHEHHE HOBOTO
MaTepHala ¢ UCIOIb30BAHUEM MPE3CHTALNH, BBIMOJIHEHHBIX C IIOMOLIBIO IPOrpaMM
Microsoft Power Point u Microsoft Front Page, BeI3bIBaeT HHTEpEC y CTYACHTOB,
CHOCOOCTBYET JIyuIlIeMy YCBOEGHHUIO MaTepuaia. Mcrnonp30BaHne KOMIbIOTepa Ha y4eOHBIX
3aHATHUAX TO3BOJISIET MPENOJaBaTe 0 SKOHOMUTh BpEMsi, ONPAIINBATh YUYALIUXCS HAa KaX/I0M
3aHATUHU, BECTH CTaTUCTUKY OIIPOCA, BBIABIATH 3allafatolive TeMbl. Takxke oqHUM U3
3 PEKTUBHBIX CPEACTB NH(POPMAIIMOHHBIX TEXHOJIOTHH SBISETCS IIEKTPOHHBIN YUeOHHK.
Hcxons u3 atoro, 6oee 20% Bcex 3aHATHN TPOBOJATCSA ¢ IPUMEHEHUEM HH()OPMAITHOHHBIX
TEXHOJIOTUM.

Jlis obecrieueHust HanOombIel 3hGekTUBHOCTH 00pa30BaTEILHOTO MPOIIECcca B
Kypce 1aHHON y4eOHOW AUCIUIUINHBI UCTIOJIB3YIOTCS B Ipoliecce 00yueHHs epeI0OBbIe
00pa3oBaTeNIbHBIC TEXHOJIOTHH:

1) TpamuimoHHbIe 00pa30BaTEIbHBIC TEXHOJIOTHH (MHPOPMAITMOHHAS JICKITHS,
MpaKkTUYeCKUe (CEeMUHAPCKUE) 3aHATHS);

2) TeXHOJOTHI MPOOIEMHOr0 00ydeHus (TpoOIeMHast JISKIHs, TPAKTUYECKUE 3aHATHS
B (hopMe MPaKTHKyMa, Kec-MeToa);

3) urpoBbl€ TEXHOJIOTUHU (POJIEBBIE U JIETIOBBIE UTPHI);

4) TeXHOJIOIMH NIPOEKTHOI'0 00yUeHHUs (TBOPUECKUI POEKT);

5) UHTEpaKTUBHBIE TEXHOJIOTUH (CEMUHAP-IUCKYCCHS);

6) nHGOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE 00pa30BaTEIIbHBIC TEXHOJIOTUH (JIEKIIUS-
BU3YyaJIM3alus], IPAKTUYECKUE 3aHATHS B (popMe IPE3CHTALIUN)

JlekumoHHbIE 3aHATHUS HApALYy € COOOIIeHnEM YUeOHON HH(POpMAIH IPEANOoIaraT
U pe-IIeHHE CIeIYIONMNX AUIAKTUYECKUX 3a/1a4: 3aMHTEPECcOBaTh CTYACHTOB U3y4aeMoil
TEMOM, Pa3pyIINTh HEBEPHBIE CTEPEOTHUIIBI, YOSAUTHh B HEOOXOIUMOCTHU TITyOOKOTO OCBOCHHS
MaTepuaia, mooyJauTh K CAaMOCTOATEILHOMY MOUCKY Y AKTUBHOW MBICIUTEIBHON
JeSTEIbHOCTH, TOMOYb COBEPIIUTD MEPEXO0]T OT TEOPETUUECKOIO YPOBHS COLIUATIBHO-
HKOHOMUYECKOTO IJIAHUPOBAHUS B MyHHIIUIIAJIbHBIX 00Pa30BaHUAX K MPUKIIAIHBIM 3HAHUSAM
B JaHHOH 00JacTH.

[IpoBenenue rpynnoBbIX (CEMHMHAPCKUX U MPAKTUYECKUX ) 3aHATHI MpeArnoiaraet
pelieHre pa3sHo0Opa3HbIX AUIAKTUYECKUX 33/1a4: 3aKpeIUIeHHE MOTyYeHHbIX 3HaHUH,
dbopMHpOBaHHE YMEHUS IPUMEHSTh UX Ha MMPaKTUKE, COBEPIIEHCTBOBAHNE YMEHUS paboTaTh
¢ undopmarmei, aHaTU3uPOBaTh, 0000IATh, TPUHUMATH U 0OOCHOBBIBAThH PEIICHHUS,
apryMEHTHPOBAHO 3alIMILATh COOCTBEHHBIE B3IJISIBI B IUCKYCCUU, B3aUMOJIEHCTBOBATH C
JPYTMMH YI€HaMU TPYyMIbl B MpoIecce pa3pemieHuss KOHQIUKTHBIX CUTYalui.

6 YueOHO-MeTO U1YECKOE 0O0ecTieYeHHe CAMOCTOATEIbLHOH padoThl 00y4aroImuXcst

[Ipencrasneno B npuaoxxeHuu 1.

7 OueHOYHbIE CPEACTBA VISl IPOBEACHUS MPOMEKYTOYHOM aTTeCTAlluN
[IpencraBieHbl B IPUIIOKEHNH 2.

8 YueOHo-MeTOAMUYECKOEe M HH(POPMALIMOHHOE OOecTieYeHHe TUCHUTLTNHBI

a) OcHoBHas1 IUTEpaTypa:

1. Bapmynn, B. B. JlokymeHTanimonHoe ooecrieueHne yrpaBieHus ;. Y YeOHHK /
B. B. Bapmynn. — 2-e uzn., nepepab.. — MockBa : PenakiimoHHO-U3/1aTeNbCKoe 00bETMHCHHE
"Hosas rocturus”, 2024. — 272 ¢. — ISBN 978-5-406-12551-9. — Tekcr : 2neKTpOHHBIH //
OopasoBarenbHas miardpopma eLIBRARY [caiit]. — URL: https://www.elibrary.ru/item.asp?
10=68481074 (nata obparenus: 26.02.2026).

2. Kysznenos, 1. H. JlokymeHTanmoHHOE 0OecriedeHre yupaBIeHUs



MIEPCOHAJIOM : yU4eOHUK | npakTukyM s By3oB / M. H. Ky3nenos. — 3-e u3z., nepepad. u
norn. — Mocksa : M3gatenbctBo FOpaiit, 2026. — 397 c. — (Bricmee o6pa3oBanue). — ISBN
978-5-534-16692-7. — Tekcr : anekTpoHHbIH // O0pa3oBaTenbHas miatdopma KOpai [caiT].
— URL.: https://urait.ru/bcode/583204 (nata obparenus: 26.02.2026).

3. IlponuH, A. A. JIoKyMEeHTaITMOHHOE 00ECIICYCHHE YIIPABICHHS | yu4eOHO-
MeTtonudeckoe mocodbue / A. A. Ilponnn. — Mocksa : lupexkr-Meaua, 2024. - 61 c. — ISBN
978-5-4499-4689-8. — Tekcr : anexTponHsIif. — URL:
https://znanium.ru/catalog/product/2243379 (nara obpamenus: 26.02.2026).

0) /lomoJiHUTEIbHAS JINTEpaTypa:

1. ITaBnoBckas, O. FO. IIpaBoBoe obecrieueHne KaapoBOTO AEIOMPOU3BOCTBA :
yaebHoe nocobue st By3oB / O. FO. ITaBnoBckas. — 2-¢ u3n., nepepad. u gorn. — Mocksa :
WznatenbctBo FOpaiit, 2024. — 288 ¢. — (Briciiee oobpazoBanue). — ISBN 978-5-534-
17518-9. — Tekcr : anexkTpoHHbIi / O6pa3oBarenbHas miatdopma FOpaiit [caiiT]. — URL:
https://urait.ru/bcode/533234 (nara oopamenus: 08.02.2024).

B) MeTonnyeckne yKazaHus:
[IpencraBneHs! B IpUI0KeHUN 3.

r) [IporpammHuoe odecnnieyenne u UHTEpHET-pecypcehl:

IIporpammHoe oGecnieyeHue

HaumenoBanue o
o Ne norosopa Cpoxk neiicTBuUS JTMLIEH3UH
MS Office 2007 |\ 135 o1 17.09.2007 GeccpouHo
Professional
7Zip cB00OOTHO pacnipocTpansemoe [10 OeccpoyHO

HpO(l)eCCI/IOHaJII)HLIe 0a3bl JaHHbIX U HH(l)OpMaIII/IOHHI)Ie CIIPaAaBOYHBLIEC CHCTEMbI

Hazpanmne kypca

Cchplika

OnektponHas 0a3a nepuoauueckux u3ganuii East View
Information Services, OO0 «MUBUC»

https://dlib.eastview.com/

HanmonaneHas "HGpOpMaMOHHO-aHATTUTHYECKAS
cucreMa — PoccuiiCKni MHIEKC HAYYHOTO [IUTUPOBAHMS
(PUHLI)

URL.:
https://elibrary.ru/project_risc.
asp

denepanbHOE rOCYapCTBEHHOE OOIKETHOE
yupexaeHue «PenepaabHblil HHCTUTYT
IPOMBIIIJICHHON COOCTBEHHOCTH

URL.: http://www1.fips.ru/

Poccuiickas ['ocynapctBennas oubnnoreka. Karanoru

https://www.rsl.ru/ru/4readers
/catalogues/

DnekTpoHHbIe pecypchl ondmmorekn MI'TY um. I'.1.
Hocoga

https://host.megaprolib.net/M
P0109/Web

®denepanbHbIi 00pa30BaTEIbHBIN OPTAT — DKOHOMHKA.

Cornmonorusa. MeHe KMEHT

http://ecsocman.hse.ru/

MexnyHapoanas pedepaTuBHas U TOTHOTEKCTOBAS
cripaBouHas 0a3a JaHHBIX HAYYHBIX U3TaHUN «Springer
Nature»

https://www.nature.com/sitein
dex

HNndopmanmonnas cucrema - HopmatusHble IpaBoBbIE
aKThl, OpraHU3alMOHHO-PACIIOPSAIUTEIbHbIE
JIOKYMEHTBI, HOPMaTUBHBIE U METOINYECKUE
JIOKYMEHTBI U IIOATOTOBJIEHHBIE POEKTHI JOKYMEHTOB
no TexHuaeckoit 3aunmre uHpopmanuu PCTIK Poccun

https://fstec.ru/tekhnicheskaya
-zashchita-
informatsii/dokumenty-tzi?
ysclid=lujknksfy724757053




Wudopmanronnas ciucrema - bank JaHHBIX yrpo3 https://bdu.fstec.ru/?
6esonacuoctr napopmanuu @CTIK Poccun ysclid=lujkqy7cnw630508962

9 MaTtepuajibHO-TEXHUYECKOe o0ecnevyeHne TUCUUIIMHBI (MOXYJIs1)

MarepuanbHO-TEXHHUECKOE 00eCTICUeHHEe AUCITUTUINHBI BKITFOYALT:

1. YuebHble ayIMTOPUH 111 IPOBEICHUS 3aHATUIN JIEKIMOHHOTO TUIIA:
MYJbTHMEIMIHBIE CPEJCTBA XPAaHEHHUs, IEpEeIavut U MPEACTaBICHUS HH)OpMaIIH

2. Y4eOHble ayIUTOPUH IS IPOBEIEHUS MMPAKTHUECKUX 3aHATHHA, TPYIIIOBBIX U
WH/IMBUYATbHBIX KOHCYJIBTAIlN, TEKYIIET0 KOHTPOJIS ¥ IPOMEKYTOUHON aTTeCTAIUU:
MYJbTUMEUIHBIE CPECTBA XpPAaHEHHUS, TIEPEeIadut U MPEACTaBICHUS HH(POPMAIIUH; KOMIUIEKC
TECTOBBIX 3a/IaHUH [T IPOBEICHUS POMEKYTOUHBIX U pyOeKHBIX KOHTPOJIEH.

3. IlomMerieHus 1I1st CAaMOCTOSTENBHOM pabOThI: 00YJaIOLINXCS: TIEPCOHAIBHBIC
komIeoTepsl ¢ makerom MS Office, Beixomom B HTEpHET U ¢ 1OCTYIIOM B 3JICKTPOHHYIO
WH(GOPMAIIMOHHO-00Pa30BATEIBHYO CPEy YHHBEPCUTETA,

4. ITomeneHus At XpaHEeHUs! U TPOPUIAKTHIECKOTO 00CTYKHUBaHUS y4eOHOTO
obopyaoBaHus: MKadbl IS XpaHSHUS yIeOHO-METOIUYECKON IOKYMEHTAIIUH, YI4eOHOTO
000py10BaHUs M y4eOHO-HATIIAIHBIX TOCOOU



NPUJIOKEHME 1
YueOHO-MeTOANYECKOE 00ecTieYeHre CAMOCTOSITeIbHOI padoThl 00y4aromuxcst

[To maHHOW AMCIUIUIMHE MO y4eOHOMY IUIaHy MPEIyCMOTpPEHa ayIUTOPHAs M BHEAyIUTOPHAs
caMocTosITelIbHasE pabota oOywaromuxcs. AyAWTOpHAash CcaMOCTOsITeNbHas paboTa CTYACHTOB
MpenoiaraeT KOHTPOJIbHOE TECTUPOBAHKE, PEIICHUE KOHTPOJIBHBIX 3a1a4 HA MPAKTUUECKUX 3aHATHIX.

Ilpakmuueckan paboma «Oghopmnenue 0OKymeHmos npu npueme Ha padomy»

JlenoBast urpa (cutyaunusi) NPOBOJUTCS C LEJIbIO 3aKPEIUICHUS TEOPETUUYECKUX 3HAHWM
CTYJEHTOB IO paccMaTpUBaeMoOW TMpoOieMe pa3BUTHS HABBIKOB KOMAaHIHOW pPabOTHI,
MEXJITMYHOCTHON KOMMYHUKAIINH, IPUHATHSI PEIICHUH, JIMIEPCKUX KaueCTB.

Lens nenoBoii urpel. [IpoBepuTh M OLIEHUTH YPOBEHb TEOPETHUYECKON IOATOTOBKU
CTYJIEHTOB, 3aKpEIUTh IPAKTUYECKUE HABBIKM B 00JacTU KaJpOBOTO JIE€JIONPOU3BOJICTBA
NESTENIbHOCTH OpraHu3aluil, NpeanpusaTuii, ¢upMm pasHbiX (OpM COOCTBEHHOCTH U BHJA
nesTeNbHOCTH. 1IOHATh posib JOKYMEHTOB M MX 3HAY€HHME, KaK IPaBOH OCHOBBI JAESITEIbHOCTU
caMoOil oOpraHu3alud, TaK M COTPYIOHHKOB, M Kak 0a3bl CO3JaHHUS PAlHUOHAIBHOTO
JIOKyMEHTAIIMOHHOTO 00eCIIeUeHUs.

HenoBas cutyanus: opopmieHue Ha padoty. Llens: GpopMupoBaHre yMeHuil 1 HaBBIKOB
paboThI ¢ JOKYMEHTaMH TPYJIOBOTO LIMKJIA - IPUEM Ha paboTy.

HenoBass urpa npoBoautcs B mnapax. OIuUH y4YacTHUK BBIIOJIHAET POJb COUCKATENs
pabotel. BTopoit — coTpynHuka otaena kaapoB. Kakaplii u3 y4acTHUKOB JOJDKEH MOOBIBATh U B
TOH U B APYTOU POJIN.

Dransl JeJI0BOM UTpPBHI.

1. JlaiiTe o0OUIyI0 XapakTepUCTUKY JEATEIBHOCTH OpraHu3alii, B KOTOpOoW BbI
OCYUIECTBIISIETE/XOTENN OBl OCYLIECTBIATH TPYAOBYIO NIE€ATEIbHOCTh (OpraHu3alys Ha BBIOOP
cTyneHTa). OnumuTe HampaBieHHs pabOThl W OCHOBHBIC 3aJaud OpTraHHU3aIH (BO3MOXKHO
oOpaiieHne K caiiTaM oOpraHu3alldid W TPeaupuUaTUd i1 XapaKTePUCTHKU OCHOBHBIX
HaIpaBJICHUN).

2. BbI coTpyIHHK OTIeNa KaapoB. BaM HE0OX0IUMO TpOBECTH OTOOP MPETEHACHTOB Ha
BaKaHTHYIO JOJKHOCTh. OmNUIIMTE STambl OTOOpPa M MPEUMYIIECTBEHHBIX XapaKTePUCTUKU
Y4aCTHUKOB O0TOOpa B COOTBETCTBHH C TpeboBaHUsAMH opranuzauuu. Couckarenb. OQPopMUTh OT
CBOETO JIMIIA 3asIBJICHUE O MIpUEMe Ha paboTy, pe3toMe.

3. Cotpyanuk otaena kaapoB. OGopMHUTE TPYIOBOM JOTOBOP (C MOAPOOHBIM OIMMCAHUEM
BCEX CYIIECTBEHHBIX YCIIOBHI JOrOBOpa), MPUKa3 O MprueMe Ha paboTy.

4. ChopmynupyiTe BEIBOIBI MO TIPOBEICHHON UTPE OT JIUIA COTPYIHUKA OT/IeIa KaJApOB 1

coucKaTelsi paboThl

IIpakTnyeckas padora «Hopmamuenaa peznamenmayus OOKyMeHMUPOBAHUA
Kaopoeoil 00Kymenmayuu»

3anonnumey madauyy

n/n HaumenoBanue Peructpanunonssie Cdepa perynupoBanus
HOPMAaTUBHOTO JIOKyMEHTa JaHHbIE
HOpPMaTHUBHOTO
JIOKYMEHTa
U
T.JI.

Pewenue xeiicos
Keiic — 3amaua Nel



IoxnroroButs npukaz OO0 «Kapbepa» 0 pa3paboTKe MOJIOKEHUS O HOBOM CTPYKTYpHOM
noapasneneHun «OTaes OleHKH U 00ydeHus». YKaXHUTe Ielb MprKas3a. B mpukase npeamnucaHo
JUPEKTOPY MO MEPCOHATY pa3paboTaTh NPOEKTHI MOJ0KEHHUS; HAYaJIbHUKAM OT/eJa MapKeTHUHTa,
IOPUIMYECKOTO OTJIeNNa, OyXTraJlTepun MpoBecTH Bu3upoBanue no 15.12.2016; Ha yTBepkIeHue
MOJIOKEHUE npeacTaBistoress B cpok g0 20.12.2016. KoHTposnnpoBaTh BBINOIHEHUE IMpPUKa3a
OyJzleT 3aM. reHepaIbHOTO TUPEKTOpa 1Mo oomuM Boripocam Muxees HO.I1.

Odopmuts mpukaz B coorBerctBum ¢ TpedboBanusMu ['OCT P 6.30-2003 co Bcemu
HEOoOXOoUMBbIMU pekBuzuTtaMu. Odopmute BbIIUCKY W3 mnpukaza. Odopmute NepBbId JIUCT
HOJIOKEHHUS O CTPYKTYPHOM nojapaszaenceHuu «OTaen OUEeHKH U 00yUSHHD».

Keiic-3agaua Ne2 «CocraBiieHue KaJgpoBoi JOKYMeHTalU)

Curyanus: Ber paboTaere B KOMIIaHUM B OT/IeJIe KaipoB. Bam HE00X01MMO TOATOTOBUTH
HPOEKTHI KaJPOBbIX JOKYMEHTOB

1. Ha ocHOBaHMUM 3aKJIIOUEHHOTO TPYIOBOIO JIOrOBOopa O mnpueme Bac Ha JOIKHOCTH
MeHeJ[Kepa 1o padoTe ¢ NepCoHaIoM B TypucTudeckyto pupmy «boH-Bosuxk» odopmute npukas
10 JINYHOMY COCTaBY O npueme Ha padoty (1o yHupuimposanuoi popme T-1).

2. CocraBbTe U 0OpMHTE 3asIBIICHUE O IIEPEBOJIE HA APYTYIO PabOTy, B KOTOPOM YKaKUTE
CTPYKTYpHOE MOJpa3/ieieHue, NOJKHOCTh, HNPU HEOOXOJUMOCTH — OCOOEHHOCTH B pabore
(HenoJsHBIN pabouuil neHb, moyacoBas omaTta). Ha ocHoBaHMHM 3asiBIEHUS] COCTaBbTE IPUKa3 10
yHUpuIMpoBaHHou popme T Ne 5.

Hnousuoyanvnour 3aoanue Nel «Ayoum Kaopoeoit OoKymeHmauyuu KOHKPEMHOU
Op2AHU3AUUUY

CTyneHT yAoCTOBepseTCs B HAJIWYMM 00s3aTeNbHBIX KagpOBBIX JIOKYMEHTOB B
OpraHu3alyy: IpaBWjia BHYTPEHHEr0 TPYJOBOTO paclopsjka, IOJ0KEHHE O 3alluTe
NEePCOHANBHBIX JTaHHBIX PaOOTHHUKOB, MHCTPYKLUMHU IO OXpaHe TpyJa, TPYIOBBIE IOTOBOPHI,
TaTHOC pacCIIMCaHUC, FpaCbI/IK OTITYCKOB, ITPHKa3bl I10 OCHOBHOH ACATCIBbHOCTH, MIPUKA3bI I10
JUYHOMY COCTaBy (TpuEM, NEPEBOJ], MPEJOCTABIEHUE OTIYCKA, YBOJBHEHHUE, HAIpPABICHUE B
KOMaHAMPOBKY, IMOOLIpeHHEe pabOTHHKA), Ju4yHas kaprouka Ne T-2, TaGenb ydera pabouero
BPEMEHM, JKypHal ydeTa IpPOXOXKIACHHWsS MHCTPYKTa)ka IO OXpaHEe TpyJAa, XypHaJl ydera
MepOHpI/IﬂTI/Iﬁ IO KOHTPOJIIO, JOJKHOCTHBIC HHCTPYKIUH.

CocraBinsieTcsa OTUET MO pe3yJibTaTaM ayAupOBaHUs KaApOBOW JOKYMEHTAIMH.

Kparkue meTonuueckue ykazaHus
MakcumansHO 3a HWHAMBUAyalbHOE 3amanue Nel MoXHO mONMy4uTh 35 OayoB.
Brinonnsercs nnauBuyansHoe 3aanue No 1 Ha KOHKpETHOM MpUMepe.

HNumuBuayanbHoe 3aaanue Ne2 «JIokajabHbI HOPMATHBHBIH aKT OPraHU3alM)

CyTh 3aaHMs COCTOMT B COCTaBJICHMHM OPraHU3aI[MOHHO-TIPABOBOTO JIOKYMEHTA,
OTCYTCTBHE KOTOPOI'O BBISIBJIEHO B pe3yjbTaTe ayAWTa KaJpoBOH JOKYMEHTAllMU. B JOKYMEHTE
OyneT oTpakeHbl TpeOOBaHUS U IPaBUJIa OJTHOM U3 QYHKIMI yIIpaBJIeHUs [IEPCOHAIOM, IIpaBHiia
JOKYMEHTHPOBaHUSI MHPOPMALMU B OpPTaHU3AIMM 10 JAHHOMY HAalpaBlIeHUIO (B MPHUIOKEHUU
00s13aTeNbHO HamMuue (GopM JOKYMEHTOB, HEOOXOIMMBIX IS TOKYMEHTHPOBAaHUS WH(POpMAIIUN
110 JAHHOMY HAITPaBJICHHIO IESATEILHOCTH KaJIPOBOM CITyKOBI).

JIOKyMEHTBI, KOTOpBIE MOTYT OBITh pa3palOoTaHbl i opranm3zauuu: llomoxenue o0
omjare TpyAa M MaTepuUalbHOM CTUMYJIupoBaHuM, [lepedeHb NOMKHOCTEH pabOTHHUKOB C
HEHOPMHPOBaHHBIM pabounM paHeM, [paduk cmenHoctu, Ilomokenme 00 aTTecranuw,
[TonoxeHue o IpeMUpPOBaAHHH.

Kpatkue Mmeronuyeckue yka3zaHus. MakcUMallbHO 32 BBINOJIHEHHE WHIUBUAYaJIbHOIO
3aJaHusl MOKHO NoiyuyuTh 20 OamioB. BeimonHseTcss nAuBHIyadbHOE 3aiaHue Ne 2 B pamkax
PAKTUKO-UHTEIPUPOBAHHOTO O0yUYEHUSI.

Tect Nel



1. KakuM 3aKoHOJATeJbHBIM JOKYMEHTOM pPeryJupylTcsi TPYAOBble NMPABOOTHOIIEHHS
padoronarensi u padoTHUKA?

a) YTonoBHBIM KoJiekcoM PD;

0) TpynoBbiM kogekcom PdD;

B) JXXuumaeiM Kosiekcom PD.

2. Kakue nepcoHajibHbIe JaHHbIe pAa0OTHHKA PYKOBOIMTE/Ib He HMeeT NPaBa moJay4arhb?
a) CemeitHOE TIOJIOKEHUE;

6) MecTo poxaeHus pabOTHHKA;

B) /laHHbIE O MOJIMTUYECKUX, PEIUTHO3HBIX U UHBIX YOSKICHUAX U YaCTHOM JKU3HU pabOTHHKA.
3. Kakue 10KyMeHTBI He TPeOYIOTCS NPH 3aK/JII04YEeHUH TPYAOBOIo A10roBopa?

a) [Tacnopr;

6) TpynoBast KHXKKa;

B) COeperaTenbHas KHUKKA.

4. C kaKkoro Bo3pacra J0IyCKaeTcs 3aKJIKYeHne TPYI0BOro 10ropopa?

a) C 13 ner;

6) C 16 ner;

B) C 18 ner.

5. KT0 He siBJIsIeTCSI CTOPOHOI TPYA0BOI0 10roBopa?

a) PaboTHuk;

0) Paboronarens;

B) ['ocynapctso.

6. Kakux ycJI0BHi1 B TPYI0BOM I0rOBOpe He CyliecTBYeT?

a) O0s3aTenbHBIX;

0) JlonomHUTENBHBIX;

B) UacTHBIX.

7. Kakux TpyA0BbIX J0TOBOPOB 10 CPOKY MX /IHICTBHSA He CyLIecTByeT?

a) beccpounsIx;

6) CpouHBIX;

B) [IpepbIBUCTBHIX.

8. Uto He siBJIsIeTCA OCHOBAHUEM [IJIsl 3aKJII0OYEHHUsI CPOYHOI0 TPYA0BOI0 10roBopa?
a) Xapakrtep MpeJCTosAIeH padOThl WIIM YCIOBHUS €€ BHITOJIHEHUS;

0) Cornamenre CTOPOH TPYJIOBOTO JOTOBOpa Oe3 ydeTa xapakTepa MpeAcTOsmeld poOOTH U
YCIIOBUH €€ BBIIIOJHEHUS;

B) HeOpexxHOCTh B 011ek /1€ paOOTHHKA.

9. KakoB MUHMMAJILHBIA CPOK CPOYHOT0 TPYAOBOIO 10rOBOpa?

a) He orpanuuesn;

0) 1 mecs;

B) 1 rox.

10. KakoBa HopMaJIbHAsI IPOXOJIKUTEIBHOCTh Pa004ero BpeMeHH! B Heleq10?

a) 30 gacos;

0) 40 Jacos;

B) 50 yacos.

11. K opranu3anoHHbIM JOKYMEHTAM OTHOCATCS (HAa3BATh HY’KHbIe BADHMAHTDI):
a) aKThl;

0) yCcTaBbI;

B) IITaTHOE PACIMCAHUE;

T') JOJKHOCTHAS! MHCTPYKITHS;

1) OTYETHI;

€) mIchMa.

12 Kakoii 0JaHK OpraHu3anuM NPUMEHSIIOT AJs o¢opMJIeHUs] TPHUKA3a MO OCHOBHOM
IeATeJbHOCTH?

a) OJIaHK TUCHhMa;

0) G1aHK KOHKPETHOTO BHJIa JOKYMEHTA;

B) OJIaHK JOJXKHOCTHOTO JIMIIA.



13. loanucpiBaeT MPUKa3bI

a) PyKOBOAUTENb CTPYKTYPHOT'O MOJIPa3ICICHNUS;
0) pYKOBOIHUTENh OPTaHU3AIINH;

B) JOJDKHOCTHOE JINI[0-COCTaBUTEIBIIPHUKA3A.

14. Kakoii pekBH3UT 00513aTeJIbHO 0(popMIIsieTCS IPH BHELIHEM COIJIACOBAHNHU 10KyMeHTa?

a) rpud coriacoBaHus;
0) BU3BI COIJIaCOBAHUS;
B) Tpu OrpaHUYEHUS IOCTYIA K JOKYMEHTY.

15.13 kakux TPEX TOKYMEHTOIIOTOKOB COCTOUT HOKyMCHTOOﬁOpOT Hpe)IHpHHTI/Iﬂ?

a) UCXOJSIIIETO;

0) BHYTpPEHHET0;

B) MIOCTOSIHHOT'O;

I') HIEPEMEHHOT0;

1) CIIy4aitHOTO;

€) BXO/JIAIIETO.

16.110 kakoii cxeme CTPOMTCH TEKCT CJIYKeOHOr0 nmucbma?
a) KOHCTAaTUPYIOIasi 4YaCTh — PAaCHOPsIUTENbHAs! YacTh;
0) BBeJIeHNE — aHAIUTUYECKAs 4aCTh — 3aKIFOUECHHUE;

B) BBOJIHAsI YaCTh — OCHOBHAsI YacTb.

17.KTo mognuceIBaeT 3asaBjieHune?

a) PYKOBOJUTENb OpraHU3aliH;

0) pyKOBOAUTEIb CTPYKTYPHOTO MOAPA3ACIICHHUS;

B) COCTaBUTEb.

18.Kakoii peKBHU3MT HYKHO OQOPMHUTH, 4YTOOBI KONHSA JAOKYMEHTa

IOPUAHYECKYIO CHITY?

a) OTMETKA O 3aBEPEHUH KOIHH;

0) oTMeTKa 00 HCIIOIHUTEE;

B) UIEHTU(UKATOP 3IEKTPOHHOU KOIUU TOKYMEHTA.

19.Kakmue 1Ba BHA COTJIACOBAHMS JOKYMEHTOB CYIIECTBYIOT?
a) BHEILIHEE;

0) BCTpEeUHOE;

B) BHYTpPEHHEE;

T') 4aCTHOE.

npuodpeJia

20.IIpouecc oTHeceHHs] [OKYMEHTOB K ONpeleJIeHHOMY Jiely H CHCTeMAaTH3alus

JAOKYMEHTOB BHYTPH HEero Ha3bIBaeTcs;
a) GopMHpOBAHUEM JIET;

0) HOMEHKJIAaTypOii Jed;

B) pETUCTpAIMel JOKYMEHTOB.

21.Kakoii 1TOKyMeHT BXOHMT B CHCTEMY PACHOPSIANTE]bHOM TOKyMeHTalun?

a) ycTas;
0) yka3zaHue;
B) OOBSICHUTENbHAS 3aIUCKA.

22.Kakoii 0J1aHK JOKyMEHTAa OPraHM3alMM NPUMEHSAIOT NpH 0(opMIIeHHH

IOKJIATHOM 3anucKu?

a) OJTaHK MHUChMa;

0) OJaHK CTPYKTYPHOTO MOAPA3/ICIICHNUS,
B) 00IIMii OaHK.

23.K kakomy BHy NPHKA30B MOKHO OTHECTH NMPHUKA3 0 IpueMe HA padoTy?

a) MpHKa3 10 OpPraHU3aIMOHHBIM BOIIPOCAM;
0) mpuKa3 M0 OCHOBHOM JCSATEIBHOCTH;
B) MPHKAa3 110 JITYHOMY COCTaBY.

24.T1o kakoii cxeMe CTPOUTCS TEKCT PACTIOPSANTEILHOI0 T0KYMeHTa?

a) BBOJIHAS 4aCTh — PACHOPSAUTEIbHAS YaCTh;
0) BBO/IHAS 4YaCTh — OCHOBHAS YaCTh;

BHYTPEHHel



B) BBOJ[HAs YacTh — aHAJIUTUYECKAsl YacTh — 3aKJIIOYUTENbHAS YaCTh

25.00mme pyHKIHMM 0(PUIHATBHBIX JOKYMEHTOB:

a) uH(opMaMoHHas (JOKYMEHT CO3AAI0T JIUIsl COXpaHEHUS HHPOPMAIIH);

0) coumanpHas (JOKYMEHT SIBJISIETCS COIHUAIBHO 3HAYMMBIM OOBEKTOM, TaK KaK CBS3aH C
OTIpeIeIEHHON COLMaIbHOM NOTPEOHOCTHIO);

B) KOMMYHHUKATHBHAas (IJOKYMEHT BBICTYNAeT CPEICTBOM CBSI3M MEXIY OpraHH3alHMsIMUA U
JPYTUMH OOLIECTBEHHBIMU CTPYKTYPaMHu);

Kpatkue MeToanyecKkue yKazaHusi

Tect Ne 1 coctout u3 6;10Ka B 25 BONPOCOB, KAXKABII IPaBUILHBIN OTBET Ha BOIPOC OLIEHUBAETCS
B 0,16 6ama. MakcumanbHO 3a TecT Nel MokHO noryuuTs 4 6ayuia. Bpemsi, otBoaumoe Ha TecT No
1, cocraBnser 10 MUHYT.



INPHUJIO’)KEHHUE 2

OueHOYHBIE CPeICTBA MPOBEAEHUS TPOMEKYTOUHON aTTeCTAIIUH

a) Ilnanupyemble pe3ybTaThl 00y4eHHUsI U OLICHOUYHbIE CPeICTBA /1 NPOBEAeHUS MPOMEKYTOYHON aTTeCTAIMHU:

Kon WNuaukatop AOCTHXKEHUS OneHouHbIE CpelicTBA
WHJIUKATOpa
OIIK-5: Cnnoco0eH ncnoib30BaTh COBpeMeHHbIe HH(OPMAINIMOHHbIE TEXHOJIOTMH U MPOrPaMMHbIE CPeCTBA NP pelieHnH NMpodeccHoHAIbHbIX
3aga4.
OIIK-5.1. 3HaeT W BBIOMpAET Keiic — 3a0aua Nel
COBpPEMEHHBIE [TonroroButs mpukaz OOO «Kapweepa» o0 pa3paboTke MOJOXKEHUS O HOBOM CTPYKTYPHOM
nH(MOPMAIIMOHHBIE nonpazaeinenun «OToen OICHKH W OOydeHHs». YKaxuTe Ielb NpuKasa. B mpukaze mpeamucaHo
TEXHOJIOTUHI U | JUPEKTOPY IO MepcoHaly pa3paboTaTh NPOEKTHI MOJIOKEHHUS; HauyaJbHUKAM OT/Aela MapKeTHHra,
MPOrpaMMHBIE  CPEJICTBA, | IOPUIUYECKOTO OTlena, OyXraaTepuu MpoBeCcTH Bu3UpoBanue 10 15.12.2016; Ha yTBepkaeHHE
MPUMEHSIEMbIC JUISL | TIOJIOYKEHHUE MPECTaBIAIOTCS B ¢pok 70 20.12.2016. KoHTpoaupoBaTh BBITIOJIHEHHE TTPHKa3a OyIeT 3aM.
peuieHus 3a/1a4u | reHepajIbHOro AupeKkTopa no oomum Bornpocam Muxees FHO.I1.
npogecCuoOHAIBHON Odopmute mpukaz B coorBercTBuM ¢ TpedoBanusimu ['OCT P 6.30-2003 co Bcemnu
NEeSATETbHOCTH HeoOxoquMbIMu pekBu3uTamMu. OGopMuTe BRIMUCKY U3 mpukaza. OPopMUTE MEPBHI JIUCT MOIOKEHUS O
CTPYKTYpHOM nozapazneneHun «OTen oueHKU U 00yUeHUs.
OIIK-5.2. [Tpumensier Keiic-3a0aua Ne2 «Cocmagnenue Kaopogoii 00KyMeHmMauuu
COBpPEMEHHBIE Curyanus: Bol pabotaere B KOMIIaHUH B OTJeNe KaapoB. Bam HE00X0/1MMO MOATOTOBUTH MPOEKTHI
nH(MOPMAIIMOHHBIE KaJIpOBBIX JOKYMEHTOB
TEXHOJIOTUHI u Ha ocHOBaHuU 3aKJIIOUEHHOTO TPYAOBOTO AOrOBOpa O nmpuemMe Bac Ha JOKHOCTH MEHEIKepa 1o
MPOrpaMMHBIE  CpeJICTBa | paboTe C MEPCOHAIOM B TypUCTHUECKYIo (pupmy «BoH-Bosixk» odopMuTe mpuka3 mo JHIHOMY COCTaBy O
TUTS pelieHus | mpreMe Ha pabdory (rmo yauduuupoBanaoi popme T-1).
poeCCUOHANBHBIX 3a]1a4 CocraBpTe W ohopMHTE 3asBIEHHE O MEPEBOJE Ha JPYryl padoTy, B KOTOPOM YKaKUTE
CTPYKTYpHOE ToJipa3fielieHue, TOMKHOCTh, P HEOOXOIUMOCTH — OCOOCHHOCTH B padoTe (HETOHBIN
pabouwii 1eHb, MovyacoBas oruiara). Ha ocHOBaHHMM 3asBIICHHS COCTABbTE MPUKA3 MO0 YHHPHUIIMPOBAHHON
dopme T Neo 5.
OIIK-5.3. Ucnonszyer 1. TloHsiTHE OPTTEXHUKHU.
COBpEMEHHBIE  CpEICTBa 2. KnaccudukamoHHbIe TPYIIIBI CPEACTB OPITEXHUKH U UX XapaKTePUCTHKA.
AIEKTPOHHBIX 3. BHyTpHOGuCHas TpaHCTIOPTUPOBKA IOKYMEHTOB.

KOMMYHHKAITUH TSt

4. BaeoducHas TpaHCIOPTUPOBKA TOKYMEHTOB.




pelieHus
npodeccroHanbHOMI
NEeSATeTbHOCTH

3a1a4

5. IMoaroroBka TEKCTOBBIX M TAOJUYHBIX JOKYMEHTOB.
6. OCHOBHBIE TEXHOJIOTUU MUKPOPHUIEMUPOBAHHUS.

7. Co3maHue «3JICKTPOHHOrO odrcay.

8. IlepcrieKTHBBI Pa3BUTHS CPEJCTB OPTTEXHHUKH.

IIK-2 Cnocooen

OCYIIECTBJIATD OIECPATHBHOC M CTPATECIrMYECCKO€ YIIPABJICHUE Y€JI0BCYCCKUMHA peCypCcaMi Opranm3alnuu

[K-2.1.

pa3pabaTbIBacT

TIJIAHBI, TEXHOJIOTHH,
WHCTPYMECHTBI u
MPOLEAYPhl  YIPaBICHUS
YeII0BEYCCKUMU

pecypcamMu B 00JacTH
(hopMupoBaHUs u
HCIIOJIb30BaHUS ITEpCOHAIA
(pexpyTuHra, ympaBieHUs

Huousuoyanvnoe 3aoanue Ne2 «/IokanvHvlii HOpMAMUGHLLIL AKM OP2AHU3AUUUY

CyTh 3aaHusi COCTOMT B COCTaBJICHUHM OPraHU3allMOHHO-TIPABOBOTO JOKYMEHTa, OTCYTCTBHE
KOTOPOT'0 BBISIBJICHO B PE3yjIbTaTe ayauTa KaJApOBOH JOKYMEHTAIlMH. B JIOKYMEHTE OYICT OTpaKEHbI
TpeOOBaHUS M TpaBWia OJHON M3 (YHKIMHA YMpaBJICHHUs MEPCOHAIOM, MpPaBHIA JOKYMEHTHPOBAHHS
nH(OpMalMK B OPraHM3alldU 10 JAaHHOMY HAIpPaBJICHUIO (B IMPHIIOKCHUU 00s3aTeIbHO Hanuue hopm
JIOKYMEHTOB, HEOOXOIUMBIX A JAOKYMEHTHPOBaHMsS HWH(OpManuM 1O JaHHOMY HaIlpaBJICHHUIO
JIeATEIILHOCTH KaJIPOBOM CITy>KOBI).

JIoKyMeHTBI, KOTOpBIE MOTYT OBITh pa3zpaboTaHbl Jij1s opranu3anuu: [lomoxxenne 06 oraTe Tpyaa
Y MaTepuajIbHOM CTUMYJIMpOBaHuH, [lepedeHs qomKHOCTEM paOOTHUKOB ¢ HECHOPMUPOBAHHBIM pabOurM

ajanrtauued, oueHku u | gHem, ['padux cmennoctu, [lonoxxenue 06 arrecranuu, [lonoxxenue o mpeMUpPOBaAHHH.
aTTecTallud  IepcoHala,
yIpaBIICHUS TPYIOBOH
MOTHUBAIIMEH U TIp.)

[IK-2.2. Pa3pabatbiBaer Huousuoyanvnoit 3a0anue Nel «Ayoum Kaopoeoit 00Kymenmayuu KOHKPEmHoU Opeanu3ayuuy
IJIaHbl U TEXHOJOTUH
pa3BUTHS TepcoHalla H CTyaeHT yJIocToBepsieTcsl B HAJIMYUU O0s3aTENbHBIX KaJIpOBBIX JIOKYMEHTOB B OpraHU3alUH:
peanu3yeT WX B paMKax | IpaBuUja BHYTPEHHEro TPYAOBOrO pacHopsKa, IOJOXKEHHUE O 3alllUTe€ MEePCOHAJIbHBIX JIAHHBIX
CTpaTEernyecKoro pabOTHUKOB, MHCTPYKIMHU IO OXpaHe Tpyda, TPYAOBHIE OTOBOPHI, IITATHOE pachucaHue, rpapuk
yIIpaBJIeHUs OTITyCKOB, IMPHUKAa3bl 10 OCHOBHOW JESTEIBHOCTH, MPHUKA3bl IO JIMYHOMY COCTaBy (MpueM, MEpeBOj,
YeJI0BEYECKUMU MpeI0OCTaBIIEHUE OTIYCKa, YBOJIbHEHHE, HAMpaBJIeHHEe B KOMaHAUPOBKY, OOIIPEHUE paOOTHUKA), THYHAS
pecypcaMu OpraHu3aluu kaprouka Ne T-2, Tabesnb yuera pabouero BpeMeHH, KypHaJl yueTa MPOX0KICHUS MHCTPYKTaXKka 10 OXpaHe

TpYIa, )KypHal y4eTa MEepOIPHUITHIA 10 KOHTPOJIIO, TOJKHOCTHBIE HHCTPYKITHH.
CocraBiigeTcst OTYET MO pe3ysibTaTaM ayJIMpOBaHUs KaJIpOBOM IOKYMEHTAIUU.

I1K-2.3. Opranmsyer 1. OnepaTuBHOE XpaHEHHUE JTUIHBIX JICII.
aJIMHHHUCTPUPOBAHUE 2. JIOKyMEHTHUpPOBAHUE YUeTa U OTUYETHOCTH TIO KaJIpaM.
MIPOLIECCOB 3. 3amuTa NepcoHaNbHBIX JaHHBIX B KaJIpOBOH CITy:K0e
ONEPaMOHHOTO 151 4. Pa3MeliieHre U opraHu3aius paboThl KaApOBOH CITYKOBI.
CTPaTErnuecKoro 5. KoMmmbrotepHbie cpeicTBa HOATOTOBKU JOKYMEHTOB.




yIpaBIICHUS 6. Komno3uironHasi CTpyKTypa TeKCTa IOKyMEHTOB.

YeII0BEYECKUMU 7. OCHOBHBIE 3TaIlbl KOMITBIOTEPHOU MOATOTOBKH TEKCTOBBIX KOMIIOHEHTOB IOKyMEHTOB.
pecypcaMu opraHu3alul 1 8. IMoxroroBka TabIUI] B JOKYMEHTAX.
pabote CTPYKTYpPHOTO 9. TexHnuyeckue cpeacTBa O(UCHON NESATEIBHOCTH.

MTOAPA3ACIICHHUS 10. Kputepuu BbiO0pa 0puCHON TEXHUKH.




0) Ilopsiniok mpoBeneHUs] MPOMEKYTOYHOH aTTeCTALIMH, MOKAa3aTeJld U KPHUTEPHH
OLICHUBAHMA:

IIpomexyToynass arrecranys I0 JUCLMILUIMHE BKIIOYAET TEOPETHYECKHUE BOIPOCHI U
NPAKTUYECKUE 3aJaHMsl, BBIBIISIIOIIME CTENEHb CHOPMUPOBAHHOCTH YMEHMH M BIAJCHUH,
IpOBOIUTCA B (hOpME SK3aMEHa.

DK3aMeH 10 JIaHHOHM AMCUMILIMHE IMPOBOJUTCSA B YCTHOM (opMe IO 3K3aMEHaLMOHHBIM
OuseraM, KaXAblil U3 KOTOPBIX BKJIIOYAET 2 TEOPETUYECKHUX BONPOCA U OAHO MPAKTUYECKOE
3a/laHue.

Ilokazamenu u Kpumepuu oyeHUBAHUSA IKIAMEHA:

— Ha oyeHKy «omauunoy (5 6annoe) — odyvarouUMiics JEMOHCTPUPYET BBICOKHM yPOBEHb
c(OPMHPOBAHHOCTH KOMIICTCHIMI, BCECTOPOHHEE, CHCTEMATHYecKoe W TIIyOOKoe 3HaHWe
y4eOHOro MaTepuasia, CBOOOJHO BBINOJIHAET IMPAKTUYECKHE 3aJjaHus, CBOOOJHO OMEpUpYeT
3HAHHUSMH, YMCHHSMH, TTPAMCHSCT UX B CUTYaIlMsIX TOBBIIIICHHON CII0)KHOCTH.

— Ha OyeHKy «xopouio» (4 6anna) — oOydaromuiics AEMOHCTPUPYET CPEIHUNA YpOBEHb
c(OPMHUPOBAHHOCTH KOMIIETCHIIMI: OCHOBHBIC 3HAHMS, YMEHHS OCBOCHBI, HO JOIYCKAalOTCS
HE3HAYUTENbHBIC OIIMOKH, HETOYHOCTH, 3aTPYTHEHUS MPU AaHATUTHUECKHUX OIEpaIHsX, IepeHoce
3HAaHUI ¥ yMEHUI Ha HOBbIC, HECTAHAAPTHBIC CUTYAIUH.

— Ha OUEHKY «yooeiemeopumenbvHo» (3 oOanna) — OOyYarOIIMIiCS TEMOHCTPUPYET
MIOPOTOBBI YPOBEHb CHOPMUPOBAHHOCTH KOMITETCHIIUH: B XOA€ KOHTPOJLHBIX MEPOIPHITHI
JOMYCKAIOTCA OIIMOKH, MPOSBISETCS OTCYTCTBHE OTACIbHBIX 3HAHUM, YMEHHUH, HABBIKOB,
00yYarOIIUICSA HWCIBITHIBACT 3HAYUTEILHBIC 3aTPYIHCHHS TPU OINCPUPOBAHWH 3HAHUSAMHU U
YMEHHSIMH MPU X MEPEHOCE HA HOBBIE CUTYAIIUU.

— Ha OUEHKY «Heyooesiemeopumenvhoy (2 6anna) — oOyJarOUIMICS JTEMOHCTPUPYET
3HaHus He Oosiee 20% TEOPETUYECKOr0 Marepuana, JOIYCKaeT CYIIECTBEHHBbIE OLIMOKH, HE
MOYKET MTOKa3aTh WHTEIUIEKTyaIbHbIC HABBIKW PEIICHHUS TIPOCTHIX 3a1a4.

— Ha OUeHKY «HeyoosremeopumenvHo» (1 6ann) — oOydaronuiicss He MOXET MOKa3aTh
3HaHUSI HAa YpPOBHE BOCIIPOM3BEICHHUS W OOBSCHEHHS WHPOPMAIWU, HE MOXKET I0Ka3aTb
WHTEIJICKTYalbHbIC HABBIKM PEIICHUS MPOCTHIX 3a/1a4.

Ilpumepnuie 6onpocel K IK3ameny
Cucrema yrpaBiaeHuUsl IEPCOHAIOM OPraHU3aluN
KanpoBast moinTuka B COBpEMEHHBIX YCIOBHSX
OpranuzalvoHHasi CTPYKTypa U QYHKIMHU CITyKObI yIIPaBIIEHUS IEPCOHAIOM
Kanposoe obecrieuenune ¢y Obl yIpaBiIeHUs IEPCOHATIOM
JIoKyMEHTUPOBaHHUE yIIPaBIECHYECKOUN NEATEIbHOCTH
[ToHsATHE NOKYMEHTUPOBAHMS
VYHubukauus u cranaapTu3anus ynpaBieHUeCKUX IOKyMEHTOB
[IpaBuna opopmieHHs yIIpaBIeHYECKUX JOKYMEHTOB
TpebGoBanusi K coAepX aHHIO, CTPYKType U CTHIIIO H3JIOKEHUS YIPaBICHUYECKHX
JIOKyMEHTOB
10. CocraB 1 BUIBI KQJIPOBBIX JOKYMEHTOB
11. Pomb KaJIpOBBIX TOKYMEHTOB B pEIIEHUH 33]a4 1O YIIPABJICHHUIO IEPCOHATIOM

CoNR~ LN E

12. HopMaTWBHO-METOIMYECKHE MaTepUANbl, pErJIaMEHTUPYIOIIHE paboty ¢
KaJIpOBBIMH JIOKyMEHTaMH

13. OpraHn3anmOHHO-PACTIOPSAIUTEIbHAS JTOKYMEHTAIINS, UCTIONb3yeMast B
JESITEIbHOCTH KaIPOBBIX CITYKO

14.  OcHoBHbIE JIOKyMEHTBI IO JUYHOMY COCTaBy,

peryaupyoue B3auMOOTHOLICHHS IPEANPUATHI ¢ paOOTHUKaMU
15. CocraB u opopmiieHHE JOKYMEHTOB MPU MpUEMe Ha paboTy
16. IIpouenypa noKyMeHTaIIMOHHOTO OGOPMIICHHS MIPHU MPUEME Ha PadoTy
17. CocraBieHue aHKETHI U aBToOnOTpadun
18. 3akirodyeHue TpyJOBOTO JOTOBOpPA
19. JloxyMeHTHpOBaHHE IBUKCHHUS TIEPCOHANIA



20.
21.
22.
23.
24,
25.
26.
27.
28.
29.
30.

KapTOyeK

31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.

KOMHUCCHA

42.
43.
44,

Knaccudukanus TOKyMEHTOB, XapaKTEPHU3YIOLIUX IBUKCHUE KaJIPOB
[TepeBox paboTHHKA HA IPYTYIO paboTy

JlokyMeHTaIus Mo 0pOpPMIICHHIO CITY)KEOHBIX KOMaHIUPOBOK

VYcnoBus U NOPSAAOK MIPEIOCTABICHUS OTITYCKOB U UX O0(hopmileHue
PacTopsxenue TpymoBoro gororopa u oopMIICHHUE YBOJIbHEHHS PaOOTHUKA
JlokyMeHTHPOBaHHUE OLIEHKH EATeIbHOCTH niepcoHana. OOime moHsITHs
[Mopsimok npoBeaeHust 1 0(HOPMIICHHS aTTeCTalUU paOOTHHUKOB
XapaKTepUCTHUKH, PEKOMEHIALINH U PEKOMEHIATEIIbHBIE INChbMa
[Moompenns 1 HaMOKEHUS JUCHUILTHHAPHBIX B3bICKaHHIA

Paspemienne Tpy10BbIX CIIOPOB

[Topsimok MOATrOTOBKM IMPHKA30B IO JMYHOMY COCTaBy W O(OPMIICHHE JUYHBIX

O0111e NoaX0/1bl K U3JaHUIO IPUKA30B

OcoOeHHOCTH OQOPMIICHUS TPUKA30B M0 JIMYHOMY COCTaBYy
Odopmiienne TUYHBIX KAPTOUEK

Benenne Tpy10BbIX KHUKEK U JIMYHBIX /1€ paOOTHUKOB
TpyioBble KHMXKKU M IPAaBUJIa UX BEICHUS

dopmupoBaHUe JTHYHBIX JIe]T pAOOTHHKOB

Opranuzanus paboTsl ¢ JOKyMeHTaMu. JIOKyMeHTO000POT
HomeHnknarypa nen: 3agauu, popma 1 cojiepxaHue
dopmupoBaHue el

Opranu3zanus XpaHeHHsl eI CIIyKObI KaJipoB

IlonroToBka KaJpoBBIX JIOKYMEHTOB K apXUBHOMY XpaHEHHUIO. OKCIepTHas

Odopmnenue nen
[Mepenaua nen Ha apXUBHOE XpaHCHHUE
CoBpeMeHHbIE CITOCOOBI U TEXHHUKA CO3JIaHUS JOKYMEHTOB



MNPUJIOKEHHE 3
MeTtoauyeckue peKOMeHAALNHU AJISl CAMOCTOSITEIbHON PaboThl CTY/1IeHTOB

B mporiecce BBIMONHEHHS CaMOCTOSATENbHOW pPAaOOTHI CTYACHTHI JOJDKHBI HAy4HUTHCS
BOCIIPMHUMATh CBEJCHUS Ha CIIyX, (UKCUpOBaTh MH(OPMALMIO B BUJE 3alUCed B TETpajsXx,
ANIEKTPOHHBIX KOHCIIEKTAX, padOTaTh C MUCbMEHHBIMH TEKCTaMH, CAMOCTOSTEILHO M3BJICKas U3
HUX IIOJIC3HBIC CBCACHUA U O(l)OpMJ'ISISI HUX B BHUAC TC3UCOB, KOHCIICKTOB, CUCTCMATU3HUPOBATH
uHGOpPMAIIMIO B BUJE 3aMOJIHEHUs TaOJHIl, COCTABJICHUA CXeM. BakKHO HAy4YUTHCS BBIICTATH
TJIaBHBIC MBICJIN B JICKIIUW MTPCIIOAaBaTCIIA J'II/I6O B IMCbMCHHOM TCKCTEC; aHAJIM3UPOBATH ABJICHUSA,
OTIPEICINIATH CBOIO MO3UIMIO K TIONYUYEHHBIM HA 3aHATHSIX CBEJICHUSM, YETKO (POpPMYITUpPOBATH €€;
APrYMCHTUPOBATHL CBOIO TOYKY 3pPCHUA: BBICKA3BIBATH OLHCHOYHLBIC CYXACHHA, OCYLICCTBJIATH
camoananu3. HeoOXoauMo y4uTbCS BIAAETh YCTHOW W MUCHMEHHOW PEYbl0; BECTH JUAJIOT;
y4acTBOBATh B JIUCKYCCHH; PACKPBIBATH COJICPKAHUE U3ydaeMOU MPOOJIEMbI B MOHOJIOTHUECKOM
peuu; BBICTYIIATh C COOOUICHUSIMU U JJOKJIAJaMU.

KoHcrnekr JICKIINU. CMBICJ'I IMPUCYTCTBUA CTYACHTA Ha JICKIIMU 3aKIH0YaCT BO BKIIIOYCHHUN
€ro B aKTUBHBIN MPOLIECC CIYIIAHUSI, TOHUMAHUSA U OCMBICIICHUSI MaTepHalia, OATOTOBIEHHOIO
MpernoiaBaTesieM. JTOMY CIOCOOCTBYET KOHCIIEKTHBHAs 3alUCh MOJYYE€HHOW WH(OpMaiuu, ¢
MOMOILIbIO KOTOPOM B JaIbHEHMIIIEM MOYXXHO BOCCTAaHOBUTH OCHOBHOE COZEpPKaHUE TPOCTYIIaHHON
JICKIINH.

JlJis yCHenrHoro BBIMOTHEHUS 3TON paboThl peKOMEHAyeTCs (yKa3aHHbIE PEKOMEHAAINN
OTHOCSTCA K BEACHUIO KOHCIICKTAa B BUJIC 3aImcel B TeTpa)m):

- IOATOTOBUTH OT/AEJIbHBIE TETPAAU ISl KXK0TO MpeaMeTa. 3anich B HUX JIyUllle BECTU Ha
OJIHOW CTOPOHE JINCTA, YTOOBI TIO3HEE HA YUCTOW CTPAHUIIC 3alUCATh JOMOTHEHUS, yTOUHEHUS,
3aMeuaHus, a Takke cOOCTBeHHbIE MBICTH. C MOMOIIBI0 PA3HOIBETHBIX PyUeK WU (IOMACTEPOB
MOXXHO 6y11€T BBIJICJIUTE 3arojIOBKH, pa3aciibl, TCPMUHBI U T.I.

- HE 3amKChIBaTh MOJPS] BCE, YTO TOBOPUT JiekTop. CrapaiiTech BHa4yalle BBICAyIIaTh U
IMOHATHE MaTCpHajl, a 3aTeM YiKC Sa(bI/IKCI/IpOBaTI) €ro, HEC YIIyCKasd OCHOBHBIX MOJIOKEHUHN U
BbIBOJIOB. CoxpaHsiiTe JOTUKy u3noxkeHus. OOparure BHUMaHHE Ha HEOOXOJIUMOCTh TOYHOMN
3aIMCH ONPEJICTICHU U TTOHSATHM.

- OCTaBHUTh MECTO Ha CTPAHHUIIE CBOOOIHBIM, €CIIA HE YCIIETT OCMBICIUTh U 3aHCaTh 4acTh
I/IHCbOpMaHI/II/I. ITo okxoH4YaHUIO 3aHATHSA C IIOMOIIBKO OJHOKYPCHHUKOB, IIp€rioaaBaTeiid HIN
y4eOHUKa Bbl CMOKETE€ BOCCTAHOBUTH YIYIIICHHOE.

- YAENATh BHUMaHKE rpaMOTHOMY odopMIieHHo 3anuceil. Hayuurecs rpaduuecku sicHo u
yA0OHO pacrmojiaraTh TEKCT: BBIWICHATH a03allbl, MOJAYEPKUBATH TJIABHBIE MBICITH, KIIOYEBBIC
CJIOBa, MOMCUIATh BBIBOABI B paMKH U T.[. HemaioBaxHoe 3HaueHHEe UMEET U YeTKas CTPYKTYypa
JEKIIMH, B KOTOPYIO BXOJUT IJIaH, JJOTUYECKU BBICTPOCHHAsI KOHCTPYKIIMSI OCBEILEHUS KaXKJ10r0
IIYHKTa IIJIaHa C apryMCHTaMH M JO0Ka3aTCJIbCTBAMU, PA3bACHCHUAMHU W IIPUMCPAMH, a TaKXKC
CITUCOK JIUTEPATYPHI [10 TEME.

- HAY4YUThCS MUCaTh pa30opunBO U ObICTPO. UTOOKI B ajbHEeIIeM HE TPaTUTh BpeMs Ha
pacmupoBKy COOCTBEHHBIX 3alHCEH, CIEAUTE 3a AKKypPaTHOCTHIO MOUYEpKa, HE IKOHOMBTE
Oymary 3a cyeT yIUIOTHeHHs TekcTa. KoHcnekTupys, mNoJab3yHTeCch OOIIENPUHATHIMU
COKpAIIIEHUSIMH CJIOB W YCJIOBHBIMH 3HAaKaMH, €CIH €CTh HE0OXOJUMOCTb, TO MPUAyManTe
COOCTBEHHBIE COKpAILIEHUSI.

- yMeTh OBICTPO U YETKO MEPEHOCUTH B TETPab rpaduveckrue pUCYHKHU U TaOMuIbl. J{is
ATHUX LIeJIeH MPUTrOTOBbTE MPO3pauHyIO JUHEHKY, KapaHaall u pe3uHky. CrapaiiTechb Kak MOXKHO
TOYHEE CKOMMUPOBATh N300pakeHne ¢ JOCKH. Eciiu HarsiHbIM MaTepuai TpyAHO BOCIIPOU3BOIUM
B YCJIOBHSIX JIEKIIMH, TO CAEJIATE €ro CJIOBECHOE OMMCaHNUe ¢ 0000IIAIOIUMHU BEIBOAAMH.

- MPOCMOTPETh CBOM 3aMMCH IOCJIE OKOHYaHUs JeKuuu. [loguepkHuTe M OTMETHTE
Pa3sHbIMU LIBETAMU quMaCTepa BAa>XHbIC MOMCHTHI B 3aIIUCAX. I/ICHpaBBTe HETOYHOCTH, BHCCUTC
HeoOXouMbIe AononHeHus. He TpaTbTe BpeMs Ha MepenuchiBaHNe KOHCIIEKTA, €CIM OH OKa3alcs
He coBceM ynauHbIM. COBEPIICHCTBYUTECH, 3aMMChIBAs MTOCICAYIOMINE JICKIIUH.

IToaroroBka K HUTOroBOii arTecTalMd IO AUCHUILIMHE. ['OTOBUThCS K HMTOTOBOK
aTTECTAIIMU HYKHO 3apaHee U B HECKOJIBKO ATaroB. /s 3Toro:



— IlpocmarpuBaiiTe KOHCHEKTHI JIEKIMH Cpa3y IMOcCie 3aHATHA. OITO TMOMOMXKET
pa306paTLcs1 C HCMIOHATHBIMU MOMCHTAaMM JICKIIUW 1 BO3HUKIIINMU BOIIPOCAMHU, ITOKA CIIC JICKIIUA
CBEXa B IMaMATH.

— berno nmpocmarpuBaiiTe KOHCIEKTHl JO Havaja CIAEAYIOIIEr0 3aHATHsS. JTO MO3BOJIUT
«OCBCIKUTH» NPCAbLAYIIYIO JICKIUIO U IMMOATOTOBUTLCA K BOCHPUATHUIO HOBOT'O MaTCpHraJia.

— Kaxnayro Henento 0TBOAUTE BpeMs ISl TIOBTOPEHUS MPOWUIEHHOTO MaTepHaa.

HemnocpeacTBeHHO Tpy MOATOTOBKE K UTOTOBOM ATTECTAIIMU IO TUCITUTUIAHE:

— YmopsoubTe CBOM KOHCIIEKTHI, 3aITHCH, 3aJaHusI.

— IlpukuHbTe BpeMs, HEOOXOAUMOE BaM JUIsl TOBTOPECHHS Kaxkaod dactu (OJoka)
MaTepuasa, BRBIHOCUMOTO Ha UTOTOBYIO aTTE€CTAIHIO.

— CocraBbTe pacIUCaHUE C YYETOM CKOPOCTH IOBTOPEHUS Marepuaia, s Yero
paszenuTe BOMPOCHl I WTOTOBOM AaTTECTAllMd HAa 3HAKOMBIE (IO JISKIMOHHOMY KypCy,
MPAaKTHKaM, KOHCIIEKTHPOBAHUIO), KOTOPHIE MOTPEOYIOT JHIb MOBTOPEHUS M HOBBIC, KOTOPHIE
MIPHUJISTCSI OCBAWBATh CAMOCTOSTENIEHO. HauHUTE ¢ TeM XOpOIIo BaM U3BECTHBIX U 3aKPEIHUTE X C
MOMOIIbI0 KOHCIIEKTa W y4eOHMKA. 3aTeM MOMOJHHUTE CBOM TEOPETUYECKHH «0araxk» HOBBIMU
3HaAHUSAMHU, 00s13aTEIHLHO BOCTIOIB30BABIINCH PEKOMEHIOBAHHON JTUTEPATYPOM.

— IlpaBuiabHO WCHOJNB3YWTE KOHCYJIBTAIMK, KOTOpPHIC TPOBOAMT IPEIOIaBATENb.
[Ipuxoautre Ha HUX C 3apaHee MPOPaOOTAaHHBIMH CAMOCTOSATEIBHO BOIpocamMu. Bel Moxkere
MOJTyYUTh Pa3bsICHECHHE TI0 IMTOBOJY CIIOXHBIX, HE JI0 KOHIIA TIOHATHIX TeM, HO HE PacCUYUTHIBANTE
BO BpeMs KOHCYJIbTAIlMU Ha UCUYEPIIBIBAIONIYI0 HH(DOPMALIUY MO0 COAECPKAHUIO BCETO Kypca.



