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Astop H.A. Benoboponosa
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TOCY/IapCTBEHHOTO YIIPABJICHUS M YIPABIICHUS YCJIOBCUCCKHMH PECYPCaAMHU
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1. Hesn n3yyeHns JMCHUIIHHBI

Ienbto ocBoenus aucuuiuinHbel «l{udpoBusanus KaapoBOro JOKyMEHTOOOOPOTa»
sBsieTcs (OPMHUPOBAHME 3HAHWN M HABBIKOB ayJaUTa KaJpOBOW JOKYMEHTAIIMH OpPTaHU3aIH,
O3HAKOMJICHHE CTYICHTOB C TEXHOJOTMEH IPOBEACHUSA ayauTa KaJpoOBOM [NOKYyMEHTAalluH,
npaBWiIaMd pa3paboTKu B O(QOPMIICHHS JTOKYMEHTOB KaJIpOBOH CIIyObI, OCHOBAMH ydYeTa U
0o0paboOTKM, CHCTEMaTH3allUd W XPaHEHUS KaJpOBBIX JIOKYMEHTOB B COOTBETCTBUU C
JEHCTBYIOIUM TPYIOBBIM 3aKOHOIATEIbCTBOM.

2. [lepeyeHb MIIAHUPYEMBIX Pe3yJbTATOB 00y4YeHHsI 10 U CHUILINHE (MOAYJII0),
COOTHECEHHBIX € IVIAHUPYEMbIMH pPe3yJIbTATAMHU 0CBOEHHS 00pa30BaTeIbHOM IPOrpaMMBbl

Komnerenuun ody4daronierocsi, opmupyembie B pe3yJibTaTe 0CBOEHMSI

JUCIHIIINHBI
Kon
KOMIIETEHIIMH 11O Kommerenmus
®dI'OC BO

CriocoOeH oCyIecTBIATh aHAIN3 3aTpaT Ha MEePCOHAlI, a TaKkKe UPPOBOH
I1K-5 KaJpOBBIN JJOKYMEHTOOOOPOT B CTPYKTYPHBIX MOJIpa3ACICHUSIX U OpTaHU3alUuH
B IIEJIOM C II€TIbIO OIIEHKU COIMAIbHO-IKOHOMHUYECKOro 3 dexTa

CTpyKTypa KOMIETCHIIHH
Komnerenuus ®opmupyemsbie 3YHbl
3. 3HaTh OCHOBBI aHAJIM3a 3aTpaT Ha IEPCOHAI, a TAKXKE
[IPUHITUIIB OPTaHU3AMN TH(PPOBOTO KaAPOBOTO
TOKYMEHTO000pOTa B CTPYKTYPHBIX MOAPA3IEICHUSIX U
OpraHu3alUH B LEIOM
Y. YMeTh MpoBOAUTH aHAIM3 3aTPAT HA MIEPCOHAI, a TAKKE
[peain30BbIBaTh UG POBOI KaJApOBBIA JOKYMEHTOOOOPOT B
CTPYKTYPHBIX IOJPA3ACICHUAX U OPraHU3aL1H B LIEJIOM C
[[€]1bI0 OLIEHKH COIIMaIbHO-3KOHOMHYECKOTo 3 dekTa
H. Bnazners HaBpIKaMM OCYILECTBIICHHS aHAIN3a 3aTpaT Ha
[epCoHal, a TAK)KE HaBbIKaMU BEJEHUS LIM(PPOBOTO
KaJJpOBOT'0 JOKYMEHTOOOOPOT B CTPYKTYPHBIX
[10J{pa3/I€ICHUAX U OPTaHU3aIMH B LIEJIOM C LIEIbI0 OLEHKU
COLIMAJIbHO-9KOHOMHYECKOTr0 3¢ dekra

[1K-5 CriocobeH ocyecTBIsATh
aHaJIU3 3aTpaT Ha IIEPCOHA, a
Takxke HU(pPOBOM KaJpOBBIi
TOKyMEHTO00O0pOT B
CTPYKTYPHBIX IIOJIPA3JECIICHUSAX U
OpraHU3alUK B LIEJIOM C LIEIIBIO
OLICHKH COLMAJIBHO-
HPKOHOMUYECKOTO 3P deKTa

3. MecTo AUCHUILIHHBI (MOYJIsI) B CTPYKTYpe 00pa3oBaTe/ibHOM NPOrpaMMbl

[Mpunamnexxnocts muctumiuael - BJIOK 1 JUCHUITJIMHBI (MOAYJIN): Yacts,
dbopMupyemasi yuacTHUKaMHU 00pa30BaTeIbHbIX OTHOILIEHUH.

[IpenmecTByromye IUCHMUILIMHBI (OCBOGHHE KOTOPBIX HEOOXOIUMO JUIsl YCHEIIHOTO
OocBOeHUs AaHHOM): "TpyaoBoe 3aKOHOIATEILCTBO B YIIPABJICHUU MTEPCOHAIOM"

4. O0beM AMCUMILIMHBI (MOYJI51) B 3a4€THBIX eIUHULAX C YKa3aHHEM KOJIH4eCTBa
aKajgeMHYecKHX YacoB, BblJleJIEHHbIX HA KOHTAKTHYI0 padoTy 00y4aromuxcs ¢
npenojaasareseM (110 BUAaM y4eOHbIX 3aHATHII) 1 HA CAMOCTOAITEJILHYIO padoTy
o0yJaromuxcs

OO01mast Tpy10€MKOCTh TUCIUIUTHHBI COCTaBsIeT 3 3a4. ef.,108 uacos.

KomanuectBo yacos | KonmnuecTBo yacos

Bun yueGHoit pabotsl (ounas ©O) (3ao4nas ©O)




KonTtakTHas(ayauTopHas) pabora

Jlexuun 0 28
ITpakTrueckue (cem, 1ab.) 3aHATUS 28 0
CamocTosTenbHas paboTa, BKII0OYast MOATOTOBKY K 20 20
PK3aMeHaM U 3a4eTam
Bcero yacos 108 108

5. Coneprkanue IMCHUIIMHBI (MOAYJIs1), CTPYKTYPHUPOBAHHOE 110 TeMaM (pa3aejam) ¢
YKa3aHUEM OTBEJEHHOI0 HA HUX KOJIMYEeCTBA aKaJeMUYeCKUX YaCOB U BUI0B Y4eOHBIX
3aHATHH

5.1. Conep:xanue pa3ieioB M CHUIITAHBI

3aounas popma 00yyeHUs

Cemunap| Camo- |B unrepa-| ®opmMbl TeKylIero
Ne Pa3gen u Tema Ceme-| JIek- p pu p ym
JlaGopart.| cTOAT. | KTUBHOM KOHTPOJIA
n/n AUCHUTLTMHBI CTp | UMu
IIpakTHy. pad. popme yCneBaeMoCTH
AyauT KagpoBOn
KYMCHTAIINU; KontposnbHas
| [AOKyMeHTal 2 6 0 3 OHTpPOJIbHA
CYILIIHOCTb, METOJIUKA pabota
MIPOBEICHUS
[IpoBeneHne SKCIEPTU3HI
POBEA p Tect. KonTponbhas
2 |cocraBa u opopmiteHus | 22 4 0 8 aGora
KaJpOBOM JTOKYMEHTAIIUU P
[Ipouenypa npoBeaeHus
MPOBEPOK JIOKYMEHTALIUU
KaJIPOBOM CITY>KObI .
3 AP Y 22 2 0 8 Tecr. Ketic-study
KOHTPOJIHO-
Ha/I30PHBIMH OpTaHAMH.
I'!IT u ee monmHOMOUMS
AyIUT JTOKAJIBHBIX Tecr. Keiic-study.
4  |HOPMAaTUBHBIX aKTOB 22 2 0 8 KoHnTponbsHas
[paboTonarens pabota
Ayt popMHpOBaHUS U
5 [AYAUT Qopmp 2 | 2 0 8 Tecr
BCJICHUS JIMIHBIX JIEIT
AyIUT JTAYHBIX
KapTOUEK. HKa
6 [caprouck. Oue 2 | 2 0 8 Tect
COCTOSTHHSI KaJ]pOBOTO
yaera
AHanu3 coOJIIoIeHns
HOPM JEHUCTBYIOLIETO
TPYJIOBOTO .
7 [PYA 22 6 0 16 Tecrt. Keiic-study
3aKOHOATENHCTBA MPU
0(popMIIEHUN TTPOLEAYPBI
TBHKEHUS KaJPOB
AVIIT TOYIOBBIX Tect. Ketic-study.
8 YAUT TPYA 22 2 0 8 0 KoHnTponsHas
KHIDKEK
pabora
OneHka IpaBUJIBHOCTH
9 |BedeHus, 22 2 0 8 Tecr. Ketic-study
CUCTeMAaTHU3AINH U




e Pasien 1 TeMa Ceve-| Tek- Cemunap| Camo- |B WHTepa- ®opMbI TEKYILIETO
wn e — crp | mum Jlabopart.| cTOAT. | KTUBHOM KOHTPOJIA
IlpakTu4. pa6. popme yCneBaeMoCTH
XpaHEHUsl JOKYMEHTOB
KaJIPOBOM CITY>KOBI
NTOI'O 28 80
Ounas popma o0yueHust
Cemunap| Camo- |B unTepa-| ®opMbl TeKyLIEro
13‘;21 I;?:if;ﬂ‘:];ixf C:Tni)e_ JIII::;_ Jlabopar.| cTOSAAT. | KTUBHOM KOHTPOJIA
IIpakTnu. pao. popme yCIeBaeMOCTH
AyIUT KaJpoBOil
| [AOKyMEHTauum: 71 0 6 ] KonTponbHas
CYILIIHOCTb, METOJIUKA pabota
[POBEJCHUS
[IpoBeneHne SKCIEPTU3HI
2 |cocraBa u opopmIIeHUS 21 0 4 8 Teer. KOngOHLHaH
KaJpOBOM TOKYMEHTAIIUU pabota
[Ipouenypa npoBeaeHus
MPOBEPOK JIOKYMEHTALIUU
3 [@ApoBon CTyROEL 21 0 2 8 Tecr. Keiic-study
KOHTPOJIBHO-
Ha30pHBIMU OpraHaMH.
I'IT u ee nonHOMOUMS
AyIUT JIOKAJIbHBIX Tecrt. Keiic-study.
4  |[HOpMAaTUBHBIX aKTOB 21 0 2 8 Kontponbhas
aboTonares pabota
s Aynut (opMHUPOBAHUS U 1 0 ) 3 Teer
BEJICHHS INYHBIX JIEN
AyIUT JTAYHBIX
¢ [€apTouex. Onenka 1 0 ) ] Tecr
COCTOSTHUS KaJpOBOTO
ydera
AHaiIu3 coOMI0ACHUS
HOPM JEHCTBYIOLIETO
7 ['PynoBoro 21 0 6 16 Tecrt. Keiic-study
3aKOHO/IATENbCTBA MPU
0(popMIIEHUN TTPOLEAYPBI
TBHKEHUS KaJPOB
A Tect. Ketic-study.
8 YT TPYHOBEIX 21 0 2 8 0 KoHnTponbsHas
KHIDKEK pabota
OLieHKa NPaBUILHOCTH
BEJICHMS,
9 [cucreMaruzanuu u 21 0 2 8 Tecrt. Keiic-study
XpaHEHUsl JOKYMEHTOB
KaJJpOBOM CITY>KObI
UTOI'O 28 80

5.2. JlekunMoHHbBIE 3aHATHS, UX COJEPKAHUE




/o

HaumenoBanue
pa3liesIoB U TEM

Conepxanue

BBenenue B Kypc.
AyIUT KaapoBOn

Oowiee npencrasiaeHue Kypca. Haznauenue u cogepxanue Kypea.
CBs3b Kypca ¢ y4eOHBIMH TUCIMIIMHAMU. 3HaUYeHHE Kypca B

[10JIFOTOBKE CHEIMAIMCTOB 10 YIPaBJIeHUI0 nepcoHanoM. Lenu u
coJiepKaHue ay/IuTa KaJpoBoil JokyMeHTauuu. OOBEKTHl ay/IuTa

1 froxkymenTaiyi: Ka/JpoBO# noKyMeHTauuu. Buasl aynura. CymecTByronue
CYLIIHOCTb, METOJUKA .
HpoBeIeHNs [10/IXO/IbI K IPOBE/ICHUIO ay/ITa KaJAPOBOH NOKYMEHTALHUH.
TexHonoruu npoBeneHus ayiuTa KaJJpoBOi JOKYMEHTALUH.
[{udpoBu3zaius KagpoBOro T0KyMEHTO000poTa
OO0111e BOMPOCHI MPUIAHUSI JOKYMEHTaM FOPUIUUECKON CUIIBI.
OcHOBHBIE TPEOOBAHMSL, TIPEIBABISIEMBIE K O()OPMIICHUIO
nokyMeHTanuu, npeaycmorpenusie ['OCT P 7.0.97-2016 .
[IpoBeneHue [Topsimox 00pabOTKK M PETUCTPALIH JJOKYMEHTOB, UX WHACKCALIUH.
PKcnepTu3bl cocrana U [[loHaTue 1 3HaYeHne KaipoBoil fokymeHTauuu. Knaccudukanus
2 |odhopmueHus KaJIpoBOM JoKyMeHTauuu. OCHOBHbBIE BUBI JOKYMEHTOB KaJpOBOM
KaJpOBOH CI1y>KObl, 0COOEHHOCTHU UX cocTaBiieHUs. HopmaTuBHO-1IpaBoBas
TOKYMEHTallu1 0asa, peraaMeHTHpYolas pa3paboTKy KaJpOBbIX TOKYMEHTOB.
Oco6eHHOCTH MPOBEICHHSI SKCIIEPTU3bI COCTaBa U 0POPMIICHUS
KaJpoBOil JokyMeHTanuu. CocTaBiIeHHE TaOIUIbI CBEPKHU
KaJpOBBIX TOKYMEHTOB.
[losiHOMOYMST KOHTPOJIbHO-HAI30PHBIX OPraHOB IPH MPOBEACHUN
[Tpouenypa [IPOBEPOK JOKYMEHTAIMK KaJpOBOM CIIyKObl. 3a1auu U
[IPOBEJCHUS POBEPOK [IOJTHOMOYMSI TOCYAapCTBEHHOM nHcnekuuu Tpyaa. Ilpouenypa u
TOKYMEHTaLluU [IpaBUjIa IPOBEACHUS IPOBEPOK COOIIOACHUS IEHCTBYIOIIETO
KaJIpOBOH CITy>KOBI 3akoHoAarenscTBa. Buabl nposepok. [lopsaok odhopminenus
3 [KOHTPOJIbHO- MEPOIPUATHH 110 KOHTPOJIIO.
Ha/30pHBIMU CocTaB 10KyMEHTOB, TpeOyeMbIX OpraHaMH HaJ30pa U KOHTPOJIS
OpraHaMH. [IPY NIPOBEIECHUU IIPOBEPOK.
["ocynapcTBeHHas OTBETCTBEHHOCTh paboTOAATENS 32 HApYyILIEHUE IEHCTBYIOIIETO
WHCIIEKLINS TPYJla U €€ 3aKOHOJATeIbCTBA O TPY/AE U HErpaMoTHOE opopMIIeHHE KaapOBOi
[TOJTHOMOYMS noxymeHTauuu, Bosnaraemas Tpynoseim Konekcom PO u
Konekcom 06 aAMUHUCTPATUBHBIX IPABOHAPYIICHHUSIX.
JloKyMeHTUpOBaHuE Mpolecca JBUKEHHSI KaJIpOB Ha MPEANPUATHH
Kak BakHeWas pyHKIMS OT/AeNa KaJpoB. Buisl ABMKEHUS
kasipoB. [lopsanok odpopmiienus: npuema, nepeBoa, yBOJIbHEHUS
pabotHHKOB. Oopmienue npuema paboTHuKOB. CocTas
TOKYMEHTOB, TpeOyeMbIX MpHU IIpreMe Ha paboTy B COOTBETCTBUU C
Tpynoeim Konekcom PO (ct. 65). [Topsaiok 3akmtoueHus
AHanu3 COONIOACHUS (TPYAOBBIX IOTOBOPOB C MOCTOSHHBIMHU M BpEMEHHBIMU
HOpM JieiicTBytoIIero [paborHukamMu. OCOOEHHOCTH COCTaBIECHUS! YHU(DHUIIMPOBAHHBIX
TPYZOBOIO (hopM IpHUKaA30B MO JUYHOMY COCTaBY, KacarolIuXcs mprueMa
4 BakononatenscTBa mpu|(popma T-1, T-1a). Oopmienue nepeBoaa, nepeMeneHus,

odopmIIeHUH
MPOLEAYPHI ABHKCHUS
KaJIPOB

KOMaHIUPOBaHUS paboTHUKOB. Oco0eHHOCTH 0pOpMIIEHUS U
OCHOBAHHS PA3MYHBIX BUJIOB IepeBo/a (IepeBol Ha APYTyIo
paboTy Ha TOM ke TPEANPHUATHH; IEPEBOT Ha paboTy Ha Apyroe
[peInpusTHE; IEpeBO1 Ha paboTy B IPYTYI0 MECTHOCTB).
Oco0eHHOCTH cocTaBeHUs! YHU(ULIMPOBAHHBIX (DOPM MTPUKA30B IO
TUYHOMY COCTaBY, Kacarouuxcs nepesojaa (popma T-5, T-5a),
koMmanaupoBanus (popmer T-9, T-9a, T-10, T-10a). Odopmienue
otmycka. [IpaBumna u cpoku moAroToBKH rpaguka oTnyckoB (hopma

T-7). OcOOCHHOCTH COCTaBJICHHUSI YHU(PUITUPOBAHHBIX (HOpM




Ne HammenoBanmne
/1 pa3esioB U TeM

Conepxanue

[IPUKA30B M0 JJMYHOMY COCTaBYy, Kacaromuxcs otiycka (popma T-6,
T-6a). Odbopmienue yBonbHeHHS pabOTHUKOB. OCHOBaHUS
[pEKpaIIeHUs] TPYJA0BOTO IOTOBOPA B COOTBETCTBUH C HOPMAaMU
TPYZOBOTO IIpaBa; MpaBuiIa 0pOpMIICHHUS PEKPAIIEHUS TPYAOBOTO
noroBopa. OTBETCTBEHHOCTh PadOTOIATENs 32 HE3aKOHHOE
yBOJIbHEHUE paOOTHUKOB. OCOOCHHOCTH COCTaBICHHUS
YHUDUITUPOBAHHBIX ()OPM MPUKA30B 110 JTUIHOMY COCTaBY,
KaCcaloIINXCsl YBOJIbHEHUS paO0THHKOB ((popmbl Ne T-8, T-8a).
[Topsiiok perucrpanuy NPUKa3oB 10 JUIHOMY COCTABY.

OueHka
[IPABUJIBHOCTH
BE/ICHUS,
CUCTEMATHU3aLNU U
XpaHEHUs JJOKYMEHTOB
KaJIpOBOH CITy>KOBbI

AHalM3 HOMEHKJIATYpHI fei. [Topsiok cocTaBaeHus
HOMEHKJIATYphI J1eJ1 KaApoBOH cirykObl. TpeboBaHus,
[IPEIbSBIIIEMBIE K 3aT0JIOBKAM JIeJI. DJIIEMEHTBI 3aI0JIOBKOB JIEI.
[IpaBuia rpynnupoBKU JOKYMEHTOB B Jie1a, 0()OpMIICHUS
3aroJ0BKOB jei. [Ipu3Haku rpynmupoBKH JOKYMEHTOB B Jielia.
[Topsi10K NOArOTOBKU JOKYMEHTOB K apXUBHOMY XPaHEHHUIO.
Kitaccugukanys JOKyMEHTOB 110 CpoKkaM XpaHeHus. TpeboBaHus,
[IpebsIBIIIEMblEe APXUBHBIMHU CIIY’KOaMM K JJOKYMEHTaM,
craBaeMbIM B apxuB. OpraHu3anus IpoBeIeHHs SKCIIEPTU3EI
[IEHHOCTH JJOKYMEHTOB. YaCTHUHOE U MOJIHOE OPOPMIICHUE AEI.
[lopsiox opopmiieHns: 00I0kKeEK J€J1 TOCTOSHHOTO ¥ BPEMEHHOIO
cpokoB xpaHeHHsl. CocTaBieHne U 0popMIIEHHE ONUCEH JIell.
CocraBieHre 3aBEPUTEIFHON HAAMMUCH JeNa. A TMHHUCTPAaTUBHAS
OTBETCTBEHHOCTb 3a HapyIIEHUE IeHCTBYIOLIETO 3aKOHO1AaTEeIbCTBA
[10 ApXUBHOMY JIEITy.

5.3. Cemunapckue, NpaKTHYECKHE, J1a00paTOPHBIE 3aHATHSA, X COACPKAHUE

Ne paznena u
TEMBbI

Coneprxanue u GOpMbl IPOBEICHUS

AyIUT KaJJpOBOM JOKYMEHTAIIUH: CYITHOCTh, METOIMKA TpoBeaeHus. [IpoBoauTrcs
B (hopMe MPAKTUUYECKOTO 3aHATHS, IPE/IoaraeT aHaju3 CUTYalluOHHbIX 3aJJaHUH.
0030p U CpaBHUTEIBHBIN aHAJIN3 CYILIECTBYIOIIMX METOUK MTPOBEICHUS ayuTa
KaJpOBOM JTOKYMEHTAIIUH.

00630p pbIHKA KOHCAJITUHTOBBIX YCIIYT B 00JIACTH ay/IUTa KaJpOBOi
TOKYMEHTalluU

3uakomcTBO ¢ KCC "Cucrema Kazpel", ee BO3MOXKHOCTSMU IIPU MOJATOTOBKE
KaJpOBBIX JOKYMEHTOB. [IpoBoanTCs B popMe MpakTHUECKOTO 3aHATHS,
MpeJroiaraeT aHaJIU3 CUTYallMOHHBIX 3aJJaHUH.

OcHOBHBIE KJIacCU(UKAIINH KaJIPOBBIX JTOKYMEHTOB.

(00630p HOPMATHUBHO-TIPABOBOI 0a3bl IOKYMEHTAIIMOHHOTO 00€CTICUeHUS
ynpasiaenuss. ['OCT P 7.0.97-2016 .

[ToHsiTve peKBU3UTA JOKYMEHTa, TpeOOBaHUs, PeAbsIBIsIEMbIe K 0(pOpPMIIEHUIO
PEKBU3UTOB U MX PACIOJI0KEHHUIO Ha OJIaHKE JTOKYMEHTA.

[IpunaHue TOKYMEHTY IOpUINYECKON CUIIBI.

CutyaronHoe 3afanue «Omuoku B 0(OpMIIEHUH JOKYMEHTOB
CutyallMOHHOE 3a/laHue «AHaIU3 KaJpOBOM TOKYMEHTAIUHU M0 QYHKIUSAM
YIIpaBJICHUS TIEPCOHATIOM)

["ocynapcTBeHHas MHCIIEKLINS TPpyAa U MpoLEeaypa MPOBEACHUS TPOBEPOK.

[TpoBoauTcst B popMe MPaKTUIECKOTO 3aHITHSI, TPEIOJIaraeT aHAIN3




Ne paznena u
TEMbI

Copneprxanue u GOpMBbI IPOBEACHUS

CUTYallMOHHBIX 3a7aHuii Ha Temy "['oTroBuMca k mpoBepkam ['UT"

AyIUT JTOKaJTbHBIX HOPMATUBHBIX akTOB paboronatens. [IpoBoautcs B popme
[IPAKTUYECKOI0 3aHATHS, PEAIOJIAraeT aHalIu3 CUTYallMOHHBIX 3a/laHU.
CuryanroHHoe 3aaHue «OmMOKY B IITaATHOM PacliMCaHUN»

CuTyaliuoHHOE 3a7jaHne «AYIUT IPABUII BHYTPEHHETO TPYIOBOIO PACHOpsAKa»
Cutyarmonnoe 3afganue «llonoxenne 06 00pabOTKe MEPCOHANBHBIX TaHHBIX.
Kakum emy ObITH?»

Pa3paboTka TOKYMEHTOB, KaCaIOIIUXCs 3aIIUThHI HEPCOHANBHBIX JAHHBIX
COTPYAHUKOB OpraHU3alUH

AymuT (popMupoBaHUs U BeAeHUS JIMYHBIX aei. [IpoBonutcs B hopme
[PAKTUYECKOT0 3aHATHUS, TIPEIOIaraeT aHallu3 CUTYallMOHHBIX 3aJaHHH.
CocraBiieHUE JOKYMEHTOB JIMYHOTO JIejia COTPYIHUKA IO OCHOBHBIM 3Taram
paboThl epcoHana (pueM, NepeBol, YBOJbHEHUE, aTTECTAlMS U T.1.).
CocraBiieHU€ BHYTPEHHEH OMUCH TOKYMEHTOB JIMYHOTO JIeTa.

CocraBiieHHUE 3aBEPUTEIIBHON HAJIITUCH.

[loaroToBka TUYHOTO JieJIa IS Nepeaadyn Ha apXHUBHOE XpaHEHUE.

AyauT JIMYHBIX KapTodyeK. OLeHKa cOCTOsIHUA KaapoBoro yuyera. [IpoBoaurcs B
dbopmMe MPaKTUIECKOTO 3aHATHSI, PEIIOJIaracT aHAIN3 CUTYalIMOHHBIX 3aaHUH.
CocTaBieHre TUYHON KapTOUKH pabOTHHKA.

BHeceHne n3MEHEHHI U UCIIPABIICHUH B IMYHYIO KapTOUKY.

KaproTeka TU4YHBIX KapTOueK: NpaBuiia BeeHus. OCHOBBI KaIpOBOT0O y4€Ta U €ro
AHAIM3a.

AHain3 coOI0IEHHS] HOPM JIEHCTBYIOIIETO TPYI0BOIO 3aKOHOATEIbCTBA IPU
o opMIIEHHH TPOLEAYPHI ABMKEHUS KaJipoB. [IpoBoautcs B popme
[IPAKTUYECKOT0 3aHATHUS, PEAIOIaracT aHajlu3 CUTYallMOHHBIX 3aJaHHM.
[Tomarosas npoueaypa opopmiIeHUs: OCHOBHBIX KaJpOBBIX IpoLeayp (Ipuem,
[1EPEBOJ], IEPEMEILIEHUE, IPEAOCTABICHUE OTIIYCKa, KOMaHINPOBAHUE,
YBOJILHEHUE).

OCcOOEeHHOCTH OJTOTOBKY MPUKA30B IO JINYHOMY COCTAaBY.

CuTyallioOHHBIE 3aJ]aHus «AHAJIU3 TPYIOBOTO 0roBopay, «[Ipuem Ha padoTy»,
CAYIUT YBOJBHEHHI.

Aynut TpyaoBbiX kKHIKEK. YacTe 1. [IpoBoauTes B hopme mpakTHUECKOTO
3aHSTHSL, IPEIIoJIaracT aHaIN3 CUTYallMOHHBIX 3aJaHHi.

3arnoHeHUe TUTYIBHOTO JIUCTA TPYAOBON KHUKKH.

3anonHeHue paszzena «CBeneHus o padboTey.

3anonHeHue paszaena «CBeIeHUS O HAarPAKICHUSIX ).

BreceHne n3MeHeHuH U TONOJIHEHUH B TPYAOBYIO KHUKKY.

Opranuzanys paboThl IO yUeTy TPYJAOBBIX KHUKEK, UX XpaHeHHto0.HacTs 2.
JluckyccroHHBIH K1y "OTMeHa TPYAOBBIX KHIDKEK: MU(BI U peabHOCTh".
[TpoBoautcs B popme muckyccun. O6CyxaeHne npooieMbl OTMEHBI TPYAOBBIX
KHIKEK, utanupyemoii [Ipasutensctsom P® B 2018 roxy, Bo3MoOXxkHbBIE
npo0JieMbl U OrpaHNYeHusl y pabOTHHKA M paboTOIaTeNsl

OrieHKa MPaBUIIBHOCTH BEJICHUS, CUCTEMATH3AI[UN U XPaHEHUS JOKYMEHTOB
KapoBO ciykOb1. [{udpoBuzamus paboTe kaapoBoit ciryx0bl. [IpoBoauTcs B
(dbopMe MPaKTHUECKOTO 3aHATHUS, TPENoaraeT aHallu3 CUTYyallMOHHBIX 3aIaHUN.
[TonsiTHe HOMEHKIATYpHI ent. CocTaBiIeHne HOMEHKIIATYPHI 1€ KaIpOBOM
CITY>KOBI.

TpeboBanus, mpeabsIBIsieMbIe K (GOPMUPOBAHHIO JE]T KAAPOBOH CITYXKOBI.
DopMupoBaHUE 3ar0JIO0BKOB JIE.

[TonroroBka JOKYMEHTOB K apXUBHOMY XpaHeHH1o. [lonHoe 1 yacTuuHoe




Ne paznena u
TEMbI

Copneprxanue u GOpMBbI IPOBEACHUS

odopMIICHHE JIE.

HpOBeHGHI/Ie OKCIICPTU3BI HCHHOCTU JOKYMCHTOB.

6. DOHJ OIEHOYHBIX CPEIACTB /JIA MPOBEACHUS IPOMEXKYTOYHOM AaTTECTAUUM IO

AUCHHUILIMHE (MOJHBIH TEKCT NPUBEIEeH B NPUJI0KEHUHU K padoueil mporpamMmme)

6.1. Texymuii KOHTPOJIb

KOHTpOHBHble 3aJaHUudA WIH
HHbIEC MaTepHaJIbl,
HeO00X0AMMBIe ISl OLIeHKH Onncanme
Jranml . o nokasareJeii u
ODMHUDOBAHMS . 3HAHUH, YMCHHHU, HABBIKOB KpHTepHeB
bopmup . Ilepeuensn (ngbI- H (WJIH) ONbITA
No | Komnerenumui 3.1..3 N ——— ouenuBanus
(4 (opmupyembix (3.1...3.n, > KOMINeTeHuuii Ha
(Tema u3 - XapaKTepH3YIOIHUX dTANbI
n/n . KOMIIETeHIIMi V.1...Y.n, (bopMmpoBanus Pa3IMYHBIX 9TaNax HX
paboueii . ¢dopmupoBanus,
no ®I'OC BO H.1...H Il) KOMIIeTeHIHil B Ipolecce
IporpaMmmabl R " ONMCaHHe HIKAJ
0CBOCHHUSI 00Pa30BaTE/IbLHOI 100
AMCHHUILIAHBI) nporpaMMI ouenusanus (1o 100-
0aJIILHOI 1IKAJIe)
(HaumenoBanue
OLICHOYHOI0 CPECTBA)
Y. YMeTh npoBOIUTH
aHaITN3 3aTpaT Ha
[epCOHAN, a TAKXKE
[peam30BBIBATh
U(pPOBON KaJAPOBHIi
TOKyMEHTOOOO0pOT B
CTPYKTYPHBIX
MOJpa3IeNCHUSX 1
OpTraHU3aINH B IIEJIOM C
[EJTBI0 OLIEHKU
COLMAITEHO-
1. Ayaur OLICHUBAETCS
KaJpOBOU P HOHOMITHECKOTO apryMeHTHPOBaHH
Z[OKp MEHTALINH: Phdexra I;())c}::f u HO§H0Ta
1 Y o IIK-5 H.Bnagers HaBeikamMu  [KoHTpoOnbHAs paboTa
CYIITHOCT®D, OTBETOB Ha
OCYIIECTBIICHHS
METOIIKA KOHTPOJIbHEIC
aHaT3a 3aTpar Ha
[IpOBEIEHUS BOMPOCHI (5)
MepCOHAI, a TAaKXKe
HABBIKAMU BEJICHHUS
[H(PPOBOroO KaJPOBOTO
TOKYMEHTOO00POT B
CTPYKTYPHBIX
[0Apa3JeeHUsIX U
OpraHu3aliy B LIEJIOM C
L1E1bI0 OLIEHKH
COLIMAJIbHO-
PKOHOMHUYECKOIO
b dekrra
Y. YMeTb NIpoBOAUTH
aHaJIN3 3aTpaT Ha
[epCOHAN, a TAaKXKe
[peam30BBIBATh
2. [TpoBenenue o . OIICHUBACTCS
(pPOBOH KaaPOBHIH
PKCIIEPTHU3BI apryMEHTHPOBAHH
TOKYMEHTO0000POT B
cocTaBa OCTh M ITOJTHOTA
2 [1K-5 CTPYKTYPHBIX KontponpHas padora
opopMITCHHS OTBETOB Ha
o [0Apa3JeeHUsIX U
KaJlpoBOH KOHTpPOJIbHbIE
OpraHu3aliy B LIEJIOM C
TOKyMEHTalUU BoOIpocH! (5)
LIEJIBI0 OLIEHKU
COLIMAJIbLHO-
PKOHOMHUYECKOIO
bddexra




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

3Taﬂbl HeOﬁXOHl/lMLle JJISE OIICHKH “02:::;1?::; -
MIDOBAHMS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHEB
¢dopmupo " Iepeyenn (3YHLI: o (WJIM) ONbITA purep
N KOMIIETCHIIUH 3.1...3 JIeATeJIbHOCTH OMCHHBAHII
e (popmupyembIx ( .d...2.n, i KOMIIeTeHIii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
11/[[ . KOMIICTCHIINHN Y.l .. .Y.n dopMuEpoBanus PAa3JIMYHBIX ITanax X
paGoueii ? PMHPC dopmupoBanus
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce i
HpOI‘paMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - ouenupanus (1o 100-
(Hanvienosanne 0aJIIBHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
3.3HaTh OCHOBBI
aHaJIM3a 3aTpaT Ha
[epcoHal, a TaKxKe —
[TPUHITUITBL .
opranusai TPaBUJIBHBIN
OTBET Ha BOIPOC
3 11K-5 nudposoro kaaposoro (Tect TecTa P
TOKYMEHT0000pOTa B
CTPYKTYpHBIX oLieHuBaeTcs B 1
oaim (5
[TOIpa3IeICHUSIX U ©)
OpTraHU3AINH B IICIIOM
H.Biagets HaBBIKAMU
OCYIIECTBICHUS
aHaJM3a 3aTpaT Ha
3. [Ipouenypa P
[epCcoHal, a TaKxKe
[IpOBEICHUS
HaBbIKAMU BEJICHUS
[IPOBEPOK OIICHUBACTCS
U(pPOBOrO KaJApOBOTr0O
TOKYMEHTaIU! apryMEeHTUPOBAHH
N TOKyMEHTOOOO0pOT B .
4 |kagpoBoii ciyxOsI [[IK-5 D VKTVDHELX Keiic-study OCTh U TIOJTHOTA
KOHTPOJIBHO- PYKTYP OTBETOB Ha
[TOIpa3IeICHUSIX U N
HA/I30pHBIMH BOTIPOCHI Ketica (4)
OpTaHU3AINH B IIEIIOM C
opranamu. ['UUT u
[ICJIbI0 OIICHKH
ec TIOJTHOMOYHS
COIMAIbHO-
PKOHOMHYECKOTO
b dexra
3.3HaTh OCHOBBI
aHaJIM3a 3aTpaT Ha
MEPCOHA, a TAKXKE —
PUHITHITBI .
opranu3ai MIPaBUIIbHBII
OTBET Ha BOIPOC
5 [1K-5 rdposoro kaaposoro [Tect TecTa P
TOKYMEHTO000pOTa B
CTPYKTYpHBIX oreHuBaercs B 1
oaimn (5
[TOIpa3IeICHUSIX U ©)
OpraHu3aliy B LEJI0M
Y. YMeTb NIpoBOAUTH
aHAJIN3 3aTpaT Ha
[epCOHAl, a TaKXKe
[peaTM30BHIBATH
H(pPOBOH KaAPOBHIHA
OKYMEHTOO0OpOT B
4. Ayaut ?T y VDHELX p OLICHUBAETCS
ITOKaIBbHBIX PYKTYP apryMeHTHPOBAaHH
[0Apa3JIeNeHUsIX U N
6 |[HOpMaTUBHBIX [1K-5 Keiic-study OCTb U II0JIHOTA
OpraHu3aliy B LIEJIOM C
AKTOB OTBETOB Ha
[IEJTBI0 OLICHKHU .
paboTonarens COLMATHO BOIPOCHI Kefica (4)
PKOHOMHYECKOTO
b dexra
H.Binanets HaBBIKAMH
OCYIIIECTBIICHUS

AHaJIn3a 3aTpar Ha




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

3Taﬂbl HeOﬁXOHl/lMLle JJISE OIICHKH “02:::;1]:::; -
MIDOBAHMS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHEB
¢dopmupo " Iepeyenn (3YHLI: o (WJIM) ONbITA purep
Ne KOMIETCHIITUU b 1 JeATeJIbHOCTH OUCHHBATH
Y OpPMHPYEMBIX (3. . .3.11, ? KOMIeTeHI il Ha
(Tema u3 o XAPAKTEPUIYIOMUIX STAMBL ) gy sTamax nx
n/n paGoueii KOMIIETeHIHii V.1...V.n, (bopMupoBaH p PR
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce pMup i
HporpaMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - ouenupanus (1o 100-
(HammenoBanne 0aJIIBHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
[epcoHal, a TaKxKe
HaBbIKAMU BEIICHUS
U(pPOBOTO KaJAPOBOTO
TOKYMEHTOO0OPOT B
CTPYKTYPHBIX
[oApa3eeHUIX U
OpraHu3aliy B LIEJIOM C
[IETTBI0 OLICHKHU
COIMATbHO-
PKOHOMHYECKOTO
b dekra
Y. YMeTh npoBOIUTH
aHaJIN3 3aTpaT Ha
[epCcoHal, a TaKxKe
[pean30BHIBATH [ —
U(pPOBON KaJAPOBHIit
apryMEeHTUPOBAaHH
TOKYMEHTOO0OPOT B 0CTh 1 TIONHOT
7 [1K-5 CTPYKTYPHBIX KonTponbHas pabota OTBETOR Ha
[0Apa3ENeHUAX U KOHTDOBHELE
OpraHu3aliy B LIEJIOM C P s
[IeJTBI0 OLICHKHU BOMPOCEL (3)
COIMAIHHO-
PKOHOMHYECKOTO
bddekra
3.3HaTh OCHOBBI
aHaJIM3a 3aTpaT Ha
MEPCOHA, a TAKXKE —
MTPUHIIAIIBI .
opranu3ai MIPaBUJIbHBII
OTBET Ha BOIPOC
8 [1K-5 rdposoro kaaposoro [Tect Tecta P
TOKYMEHT0000pOTa B
TDYKTYPHEX oleHuBaercs B 1
oaim (5
[0Apa3JeNeHUAX U ©)
OpraHu3aliy B LEJI0OM
3.3HaTh OCHOBBI
aHaJIM3a 3aTpaT Ha
[epCOHAal, a TaKXKe
TIPUHITAITHI
OpTraHu3aIH
(pOBOro KaJIpoOBOTO —
TOKyMEHTO000pOTa B N
5. Ayaut D VKTYDHEIX MPaBWIIbHBII
(hopMUpOBaHUS H PYKTYP OTBET Ha BOIPOC
9 [1K-5 [0Apa3eICHUAX U Tect
BEJICHUS JINYHBIX TecTa
OpraHu3aliy B LEJI0OM
nen oleHuBaeTcs B 1
6amn (5)

Y. YMeTb NIpoBOAUTH
aHaJIM3 3aTpar Ha
[epcoHall, a TaKkxe
PEaI30BbIBAT
(poBOH KaapOBhIi

TTOKyMEHTOO0O0pOT B




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

Heo0X0AMMbIe JUIST OLIEHKH Omucanue
OTansl on /Lt oxt nokasareJeii u
MHUDOBAHUS . 3HAHUH, YMCHHH, HABBIKOB KpHTepHeB
¢dopmup . Iepeuenn (3YHLI. H (WIK) onbITa
KOMIIETCHIIUH 3.1...3 JesITeTbHOCTH. OMCHHBAHII
Ne (popmupyembIx ( .d...2.n, i KOMIIeTeHIii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
H/H . KOMIEeTEeHIUH Y.l .. .Y.n d)0 MHDOBAHMS PA3JIUYHBIX dTANmax uxX
paGoueii ? PMHPC dopmupoBanus
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce i
HporpaMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - ouenupanus (1o 100-
0aJIIBHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
CTPYKTYPHBIX
[oApa3eeHUIX U
OpraHu3aliy B LIEJIOM C
[IEJIbI0 OLICHKHU
COIMATbHO-
PKOHOMHYECKOTO
b dexra
3.3HaTh OCHOBBI
aHaJIM3a 3aTpaT Ha
[epCOHAa, a TaKXKe N
KaXKJIbI Y
[IPUHLIMIIBI .
6. AyIUT JIUYHBIX NpaBUJIbHBIN
OpraHu3aluu
KapTouek. OueHka OTBET Ha BOIPOC
10 [1K-5 ugposoro kaaposoro (Tecrt
COCTOSTHUS TecTa
TOKyMEHTO000pOTa B
KaJpoBOIO y4yeTa TDVKTVDHBIX orieHuBaetcs B 1
PYKTYP 6am (5)
[oIpa3eNeHUIX 1
OpraHu3aIiy B 1IEJIOM
H.Bnanets HaBbIKaM#
OCYILLECTBIICHUS
aHaJIM3a 3aTpaT Ha
7. AHaiu3 [epCcoHal, a TaKxKe
COOJTFOIEHYST HOPM HaBBIKAMU BEJICHUS
N OIIEHUBAETCS
EHCTBYIOLIETrO U(pPOBOTO KaAPOBOTO
TTIOBOTO mokymeHToobopoT B [Ketic-stud ApryMEHTHPOBAMH
11 [P¥ T1K-5 y P y OCTbh U MOJIHOTa
3aKOHO/IaTeJIbCTBA CTPYKTYPHBIX 4acThb 3
[pu 0(hOPMIICHUH MoJIpa3ieieHUsIX 1 OTBCTOB Ha
p BOMPOCHI Keiica (4)
[IPOLIETYPHI OpraHu3aIiy B IIEJIOM C
IBUKEHHSI KJIPOB [IEJIbI0 OLIEHKH
COIHaIbHO-
PKOHOMHYECKOTO
b dekra
H.Biagets HaBBIKaMU
OCYIIECTBIICHUS
aHaJIM3a 3aTpaT Ha
[epcoHal, a TaKxKe
HaBbIKAMU BEJICHUS
OIIEHUBAETCS
(pOBOro KaJIpOBOTO
TTOKyMEHTOO0O0pOT B Keiic-stud APrYMCHTHPOBAHH
12 T1K-5 or y VDHELX p wacs 4 y OCTbh U MOJIHOTA
HOIJ)IyI;?jIIE)?HeHI/IS[X u OTBCTOB Ha
p BOMPOCHI Keiica (4)
OpraHu3aIiy B IIEJIOM C
[IeJIbI0 OLICHKHU
COIMAJIHbHO-
PKOHOMHYECKOTO
b dekrra
Y. YMeTb NIpoBOAUTH
OIIEHUBAETCS
aHaJIN3 3aTpaT Ha
N apryMeHTHPOBAaHH
[epcoHal, a TaKxKe Ketic-study
13 11K-5 OCTb U MOJIHOTA
[pean30BLIBAThH 4acThb 5
OTBETOB Ha

(pOBON KapOBBIi

TTOKYyMEHTO000O0pOT B

BOMPOCHI Keiica (4)




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

Heo0X0AMMbIe JUIST OLIEHKH Omucanue
Iranml o1 /Lt oxt nokasareJeii u
MHUDOBAHUS . 3HAHUH, YMCHHH, HABBIKOB KpHTepHeB
¢dopmup . Iepeuenn (3YHLI. H (WIK) onbITa
Nt KOMIIETCHIIUH 3.1...3 JesITeTbHOCTH. ONCHIBANITH
e (popmupyembIx ( .d...2.n, i KOMIeTeHIuii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
11/[[ . KOMIICTCHIINHN Y.l .. .Y.n dopMuEpoBanus PAa3JIMYHBIX ITanax X
paboueii K PMHPC ¢dopmuporanus,
no ®I'OC BO H.1...H ll) KOMIIeTeHIHii B Tipoiecce
HporpaMMbI oelloce . .~ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - ouenupanus (1o 100-
0aJIIBHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
CTPYKTYPHBIX
[oApa3eeHUIX U
OpraHu3aliy B LIEJIOM C
L1EJ1bI0 OLIEHKH
COLMaJIbHO-
PKOHOMHYECKOTO
b dexra
Y. YMeTh npoBOIUTH
aHaJIN3 3aTpaT Ha
[epCOHAa, a TaKXKe
[peann30BbIBATh
U(pPOBON KaApPOBHIi OLICHUBAETCS
TOKYMEHTOO0OPOT B . apryMEHTHPOBaHH
Y P Keiic-study pPry P
14 [1K-5 CTPYKTYPHBIX wacts 6 OCTb U IIOJIHOTA
[oIpa3eeHUIX U OTBETOB Ha
OpraHu3aluy B LEJIOM C BOMPOCHI Keiica (4)
[1EJ1bI0 OLIEHKH
COIMaJIbHO-
PKOHOMHYECKOTO
b dexra
3.3HaTh OCHOBBI
aHaJIM3a 3aTpaT Ha
[epCcoHal, a TaKxKe N
KaXKJIbIH
[IPUHLIMIIBI .
NpaBUJIbHBIN
OPTaH3alli OTBET Ha BOIPOC
15 [1K-5 rdposoro kaaposoro [Tect Trecta P
TOKYMEHT0000pOTa B
CTpYKTYpHBIX orneHnBaeTcs B 1
Y 6an (5)
M0JIpa3ieieHUsIX 1
OpraHU3aIy B IIEJIOM
Y. YMeTh npoBOIUTH
aHaJIN3 3aTpaT Ha
[epCcoHal, a TaKxKe
[pean30BbIBATh
U(pPOBON KaapPOBBIi OLIEHUBAETCS
OKYMEHTOO0OPOT B N apryMEHTHPOBaHH
8. Aynut FlOKY p Keiic-study pry P
16 T1K-5 CTPYKTYPHBIX OCTb U IIOJIHOTA
TPYIOBBIX KHUKEK qacTh 7
[MOIpa3IeeHUSIX U OTBETOB Ha
OpraHu3aliy B LIEJIOM C BOMPOCHI Keiica (4)
[1EJIhI0 OIICHKH
COIMAaJIbHO-
PKOHOMHYECKOTO
b dekrra
H.Bnanerr HaBBIKaMU
OCYIIECTBIICHUS
OLICHUBAETCS
aHaJIM3a 3aTpaT Ha
TepcoHal, a TakkKe Keiic-stud ApryMCHTHPOBAMH
17 T1K-5 p ’ y OCTb U MOJIHOTA
HaBbIKAMU BEIICHUS qacTb 8
OTBETOB Ha

U(pPOBOrO KaAPOBOTO
TOKyMEHTOO0O0pOT B

CTPYKTYPHBIX

BOTIPOCHI Keiica (4)




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

Heo0X0AMMbIe JUIST OLIEHKH Omucanue
Jranml o1 L ot nokasareJeii u
MHUDOBAHUS . 3HAHUH, YMCHHH, HABBIKOB KpHTepHeB
¢dopmup . Iepeuenn (3YHLI. H (WIK) onbITa
Nt KOMIICTCHIUH 3.1...3 JesTeTbHOCTH OUCHHBATH
e (popmupyembIx ( .d...2.n, i KOMIIeTeHIii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
n/n N KOMIIeTeHIHii V.1...Y.n, (bopMupoBaH PasIHYHBIX ITANAX HX
paboueii . ¢dopmuporanus,
no ®IrocC BO H.1...H ll) KOMIIeTeHUHUii B Ipouecce
IIpOI‘paMMbI elloce . “ ONMHCAaHHE IKAJ
0CBOEHHSI 00pa30BaTeILHOI 100
AUCHUILTIHHBI) - ouenupanus (1o 100-
0aJIIBHOI 1IKaJIe)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
[0Ipa3/eNeHUsIX U
OpraHU3aINU B IIEJIOM C
LIEJIBI0 OLIEHKU
COLIMAJIbHO-
PKOHOMHUYECKOI0
b dexra
3.3HaTh OCHOBBI
aHaIu3a 3aTpaT Ha
[epCoHal, a TAKKe
[TPUHIUIIBL OLICHUBAETCS
OpraHu3aluN . apryMeHTHPOBaHH
P ! Ketic-study Prym P
18 [1K-5 U(pPOBOTO KaAPOBOTO acTs 9 OCTb U IIOJTHOTA
TOKyMEHTO000pOTa B OTBETOB Ha
CTPYKTYPHBIX BOTIPOCHI Ketica (4)
[oIpa3eeHUsIX U
OpraHU3aINHU B IEJIOM
Y.YMeTs IpoBOIUTH
aHaJIU3 3aTpaT Ha
[epCOHal, a TAKKe
[pean30BbIBATh
. . OLICHUBAETCS
1 poBoii KaspoBBIi
apryMeHTHPOBaHH
TTOKyMEHTO000pOT B
19 [1K-5 CTPYKTYPHBIX KonTtponpHas padora OCTb HHOTHOTA
PYKIYP P p OTBETOB Ha
[OIpa3IeNeHUsIX U
KOHTPOJIbHbIE
OpTraHU3aINH B IEJIOM C
BOTIPOCHI (5)
[EJTBI0 OLIEHKU
COLIMANIBHO-
PKOHOMHYECKOTO
b dexra
3.3HaTh OCHOBEI
aHaIu3a 3aTpaT Ha
[epCOHa, a TAKKE .
KaXIbIi
[TPUHIUIIBL o
MIPABUIIbHBII
OPTaHHALHH OTBET Ha BONPOC
20 [1K-5 dposoro kaxposoro (Tecr Trecta P
TTOKyMEHTO00OpOTa B
CTPYKTYDHEIX olieHuBaercs B 1
6ain (5)
[TOIpa3IeIeHUsIX U
OpTraHU3aINH B IEJIOM
H.Bianets HaBBIKAMH
OCYIIIECTBIICHUS
9. Onenka aHaJTM3a 3aTpar Ha
[IPaBUIBHOCTU [epcoHal, a TakkKe OnenuBaeTcs
BEJCHNUS, HaBBIKAMU BEIEHUS MPaBUIBHOCTb U
21 |cucremaruzanuu u[1K-5 udposoro kaxposoro |[Keiic-study IIOJIHOTA PELICHUs
XpaHEeHUs TTIOKyMEHTO000pOT B MOCTaBJICHHBIX
IOKyMEHTOB CTPYKTYPHBIX BONpPOCOB (4)

KaapOBOMH CITyKObI

[oApa3eIeHUIX U
OpraHu3aIiy B IIEJIOM C

CJIBIO OLICHKHU




KOHTpOJIbele 3aJaHudA WIH
HHbIC MaTepHaJbl, Onucanne
drans Heo0XO0HMBIE ISl OLEHKH noxazaTeeii
MUDOBAHUS 3HAHUH, yMeHH i1, HABBIKOB KDHTEDHER
¢dopmupo " Iepeyenn (3yHbI: o (WJIM) ONbITA purep
KOMIIETCHIIUH 3.1...3 JesITeTbHOCTH. ONCHIBANITH
Ne (popmupyembIx ( .d...2.n, i KOMIIeTeHIii Ha
(Tema u3 N XAPAKTEPHIYIOMMX OTANBL | o Hx
n/n aGoueii KOMIIeTEeH NI Y.1...¥Y.n, dopmupoBaHus P
p ®roc BO o ¢dopmupoBanus,
no H1...H ll) KOMIIETEHIHIl B IIpouecce
NMPOrpamMMal d... 0l .| onmcanme mkanx
0CBOEHHSI 00pa30BaTeILHOI 100
JUCUMILIHHBI) - ouenuBans (o 100-
(Hanvienosanne 0aJIIBHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
COLIMAJIbHO-
OKOHOMHYCCKOT'O
b dekra
3.3HaTh OCHOBBI
AQHAJIM3a 3aTpaT Ha
TIEPCOHAJL, a TAKXKE o
TIPUHIUIIBI o
B —— MPaBUIIbHBIN
OTBET Ha BOIIPOC
22 [1K-5 mudpoBoro kaaposoro (Tect TecTa P
TOKYMEHT0000pOTa B
CTPYRTYDHEIX oLieHuBaeTcs B 1
6amn (5
oapas3fcineHusIX U ©)
OpraHu3aluy B LIEJI0M
Hroro 100

6.2. [IpomMe:KyTOUYHBIH KOHTPOJIb (3a4eT, IK3aMeH)

Pa0do4nM y4yeOHBIM IVIAHOM NPEeAyCMOTPEH JK3aMeH B cemecTpe 21.
BOITPOCHI JJJ151 ITIPOBEPKU 3HAHUI:

1-it Bompoc Ounera (40 OamrtoB), Bun Bompoca: Tect/mpoBepka 3HaHuil.  Kpurepwuii:
OrneHuBaeTcsl MPaBUIBHOCTh OTBETAa Ha MOCTAaBJICHHBIN Bompoc. Kakaplii mpaBUIBHBIM OTBET
OIICHUBAaETCA B 2 Oaia.

Kommnerennusi: IIK-5S Cnoco0en ocymecTBIAATh aHAIH3 3aTPAT HA INEPCOHAJ, a TaKkKe
HH(PPOBOIi KaAPOBBIH JOKYMEHTO000POT B CTPYKTYPHBIX NOAPAa3AeJeHUAX U OPraHU3al UM
B LI€JIOM € LeJIbI0 OLEHKH COLHAIBHO-D)KOHOMHYECKOro 3¢ dexra

3HaHue: 3HaTh OCHOBBI aHalM3a 3aTpaT Ha IMEpPCOHAN, a TaKKe MPUHIUIBI OpraHU3aluu
U(PPOBOrO KaAPOBOT0 JJOKYMEHTOOOOPOTAa B CTPYKTYPHBIX MOAPA3JECNCHHUSIX U OPraHU3aIIH B
LEJIOM

1. AqMuHUCTpaTUBHAs OTBETCTBEHHOCTH 3a HapyILIEHUE JIEHCTBYIOIIETO 3aKOHOAATENbCTBA MO
ApXUBHOMY JIEITY.

. AHanu3 paboThI MO yYETY ABMKEHUS TPYAOBBIX KHIKEK U BKJIAJIBIIICH K HIM.

. Benenne nuunbix kaptodek. [IpaBuina BHECEHUS UCTIPABIICHUN B TUYHBIC KAPTOUKH.

. Buibl mpoBepok JOKYMEHTAIH KaJPOBOU CITYkKOBI.

. Beimaua nyOnmkarta Tpy0BOM KHHUKKH, OCOOCHHOCTH O(OPMIICHHS.

. KanmpoBeriit yuer: nousitue, 0COOEHHOCTH BEICHHUS.

. Kimaccudukamnms 10KkyMEHTOB 110 CpOKaM XpaHEHUS.

. Knaccudukanus kaipoBbIX TOKyMEHTOB.

. KoHTpOoNh ncnomHeHns JOKyMEHTOB.

10. HazHaueHre MHCTPYKIIUU 0 JOKYMEHTAIIHOHHOMY OOECIICYCHHIO YITPaBICHUS MEPCOHATIOM.
Cocras pa3zeinos.
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11. HopmaruBHO-MeTomuueckass 0a3za,  perjaMeHTUpYIOIAs  IMOATOTOBKY  KaJpOBOH
JOKYMEHTAIUH.

12. Opranusanus NpoBeACHUS SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB.

13. OcHOBHbIE HOPMATHUBHO-IIPABOBBIE aKThl, PErIAMEHTHPYIOLIUE paboTy € TPYAOBBIMU
KHUKKaMH PabOTHUKOB.

14. OcobGeHHOCTH OQOPMIICHHS KYypHaAIa PETUCTPALIMH TPYIOBBIX JOTOBOPOB.

15. OcobeHHOCTH pa3pabOTKH U COCTABJICHHUS MITATHOTO PACIIHCAHHUS.

16. OcoOeHHOCTH COCTaBJICHUS KypHaja ydeTa MEPOIPUITHIA 110 KOHTPOJIIO.

17. OTBeTCTBEHHOCTH paboToaaress u (GU3NIECKIX JIHUIl Ha HEHAITIEKAIEe COCTOSTHUE KaIpOBOM
JOKYMEHTALUH.

18. Ornuuusg B NOATOTOBKE IPUKA30B IO JIMYHOMY COCTaBy M IIPUKA30B 110 OCHOBHOM
NESITEbHOCTH.

19. Odopmiienue oTmycka.

20. Odopmienue nepeBoja pabOTHUKOB Ha APYTYIO paboTy

21. Odopmnenue mnpuema paboTHHMKOB. CocTaB JOKYMEHTOB, TpeOyeMbIX NpU IpUEME Ha
paborty.

22. OdopmieHue npoueaypbl KOMaHAUPOBaHUS pAOOTHUKOB.

23. OopmiieHue npoueaypbl IPOBEPKHU KaIpOBOM JOKYMEHTALUH.

24. Odopmienune mpoueaypsbl yBOJbHEHHUS PAOOTHUKOB

25. IlepcoHanbHble JaHHbIE paOOTHUKA: cOOp, XpaHEHHUE, OTBETCTBEHHOCTb 3a IOCTOBEPHOCTh U
HE3aKOHHOE paclpOCTpaHEHUE.

26. [lonsiTue ayaura KaJpoBOi TOKYMEHTALUH, €T0 BUJIBI.

27. Ilonstue HoOMeHKNATypbl nen. llopspok cocTaBieHHs HOMEHKJIATypbl A€l KaapOBOM
CITYKOBI.

28. IlonsTHe TPYAOBOrO JOTOBOpa, OOS3aTENbHBIX M JIOMOJHUTEIBHBIX YCIOBHH TpPYyI0BOrO
JI0TOBOpA.

29. IlopsaoK BbLAAUU TPYAOBOM KHUKKU paOOTHUKY.

30. Ilopsimox 00pa®OTKM M perucTpaluy JOKYMEHTOB, MX HWHJAEKCAlluH. PerucrpanuoHHbIE
(GOpMBbI TOKYMEHTOB M UX 3aIl0JIHEHUE.

31. Ilopsnok oopmieHHs BKIaAbIIIA B TPYAOBYIO KHIKKY.

32. Tlopsinok MOArOTOBKU JJOKYMEHTOB K apXUBHOMY XPaHEHHMIO.

33. Iopsnok ¢popmupoBanus aen. [Ipu3sHaky rpynnupoBKH JOKYMEHTOB B J€Jia.

34. Tlopsiiok 4aCTUYHOTO U MOJIHOTO O(hOPMIIEHUS /1€ KaJAPOBOU CITYkKOBbI.

35. IIpaBuia BHYTpEHHETO TPYIOBOI'O PacHopsiKa: Ha3HaUeHUE U MOPSAA0K opopMIIeHHUS.

36. IIpaBuna v CpOKH MOATOTOBKH IpayKa OTIYCKOB.

37. IlpaBuna opopmiIeHHs] pEKBU3UTOB TPYIOBOTO JOrOBOpA.

38. IlpaBuia odopMieHUs TPYAOBBIX KHUXKEK, BHECEHHUS JOMOJHEHUS W WCIPaBICHUN B
HENPaBUIbHO BHECEHHBIE 3aIIHCH.

39. [Ipuanne JOKyMEHTaM IOPUIAYECKON CUJIBI.

40. ITpocThie U CIOXKHBIE IPUKA3bl: 0COOCHHOCTH 0(OPMIICHUS.

41. CocrtaB JOKYMEHTOB, TpeOyeMBIX OpraHaMH HaJI30pa M KOHTPOJS MpH MNPOBEACHUU
IIPOBEPOK.

42. Cocrapnenue u opopmiieHHE ONUCEH J1e1 KaJpOBOH CIIyKOBI.

43. TexHONOTUY aynuTa KaJpOBOIl TOKYMEHTAIUH.

44. TpeboBaHMs, MPEIBABIIEMBIC K 3aT0JIOBKaM 1. DJIEMEHTHI 3ar0JIOBKOB JIEI.

45. TpeOoBaHusi, MpeaAbsABIsieMble K 0POPMIICHHIO PEKBU3UTOB KaJIPpOBOM JJOKYMEHTAIHH.

46. ®opMHUpOBaHUE U BeCHUE JUYHBIX Jie]. COCTaB JOKYMEHTOB JIMYHOTO JIEJIA.

TUITOBBIE 3AJIAHUS J1J151 IIPOBEPKM YMEHUU:

2-1 Botipoc Ouneta (30 GamnoB), Bua Bompoca: 3amanue Ha ymenue. Kpurepwuit: OneHuBaeTcs
MMPaBUJIbBHOCTH PCIICHUA IOCTaBJIICHHOU B CUTYyalluu 3a1a4u.



Komnerennusi: IIK-5 CnocoGeH ocymecTBIATh aHAIU3 3aTPAT HA NEPCOHAJ, a TaKKe
M GpoBoil KAAPOBbIHA JOKYMEHTO000POT B CTPYKTYPHBIX MOAPA3/IeJeHUsIX U OPraHu3aluu
B 1[eJIOM C LeJIBI0 OLIeHKH COLMAJIBbHO-IKOHOMHYeCKOro 3¢ pexra

Ymenue: YMeTh IPOBOAUTH aHANIM3 3aTpaT Ha MEPCOHAJ, a TaKKEe pPealn30BbIBATH IUGPOBOI
KaJpOBbIil JOKYMEHTOOOOPOT B CTPYKTYPHBIX MOJPA3ACICHUSAX M OpPraHU3alMM B LEJIOM C
LEJIbI0 OLIEHKU COLMATbHO-9KOHOMHYECKOTO 3 deKTa

3anaua Ne 1. Haiitu ommmOku B 0hOpMIIEHUH TOHKHOCTHOM HHCTPYKIIMU

3amaya Ne 2. O1ieHuTh NMPaBUWILHOCTD Pa3pabOTKH rpadka OTITYCKOB

TUITOBBIE 3ATAHMA UL ITPOBEPKN HABBIKOB:

3-it Borpoc Omstera (30 G6amnoB), BUA Bompoca: 3anaHue Ha HaBblkU. Kputepuii: OnieHUBaeTCs
MPABWJILHOCTH PEIICHUS MTOCTABICHHOW B CUTYaIlUH 3aJIa4H.

Komnerennusi: IIK-5 CnocoGeH ocymiecTBJIATH aHAJIU3 3aTPAT HA NEPCOHAJ, a TaKKe
un¢poBoii KAAPOBLI JOKYMEHTOO00POT B CTPYKTYPHBIX MOAPAa3/ie/IeHUAX U OPraHu3alun
B I[€JIOM € eJIbI0 OLEHKH COMHAIBLHO-IKOHOMHYEeCKOro 3¢ dexra

HasrIk: BJIaIleTI) HaBbIKaMMU OCYHICCTBJICHUS aHaJIM3a 3aTpaT Ha IEPCOHAJ, a TAKIKC HaBbIKaMU
BeJieHUs] IU(POBOrO KaJApPOBOrO JIOKYMEHTOOOOPOT B CTPYKTYPHBIX TMOJpA3JelieHUs X U
OpTaHMU3AINH B IIEJIOM C IEJIBIO OIEHKH COIMATbHO-YKOHOMHYECKOTO Y deKTa

3ananue Ne 1. IIpoBectr aHanu3 npaBuil BHYTPEHHETO TPYAOBOIO pacropsiaKa

3amanne Ne 2. [IpoBecTr mpoBEpKY MPaBMILHOCTH (POPMHUPOBAHUST HOMEHKIJIATYPHI €T

OBPA3EIL] BUJIETA

Hanpagnenue - 38.04.03 Ynpasienue
MI/IHI/ICTepCTBO HAYKH U BBICIICTO 06pa30BaHI/I$I

Poccriicko IIEPCOHAIIOM
occuiickoil Penepanuun
denepanbHOE TOCYIAPCTBEHHOE OIOKETHOE HpO(l)I/IJ'H) - CTpaTeFI/I'-IeCKoe YyIpaBJICHUEC
00pa3oBaTeNbHOE YUPEXKJICHHE nepconanoM u HR-ananutuka

. BbICIICTO 00pasOBaHH . Kadenpa rocymapcTBeHHOT0 ynpaBJICHUS U

«BAUKAJIBCKUU I'OCYJAPCTBEHHbBIU
VHUBEPCHUTET» yIpaBJICHUS YEIOBEUCCKUMHU PECYpCamMu
(®T'BOY BO «BI'Y») Hucnunnuna - LHiudposusanus xaapoBoro
JIOKyMEHTO000poTa

9K3AMEHAIIMOHHBINA BUJIET Ne 1

1. Tect (40 GamoB).
2. O1ieHUTH TPaBUILHOCTH pa3padoTKu rpaduka oTmyckos (30 6amion).
3. IlpoBecTn aHa/IM3 MpaBMJI BHYTPEHHETO TPYAOBOTO pacnopsiaka (30 6amios).

CocraBurenb H.A. benoGoponoBa

3aBeyronuit kageapou b.2K. Tarapos

7. llepeyeHb OCHOBHOI 1 10NIOJHUTEJILHOI yueOHON JIUTEepaTypbl, HEO0OX0AMMOM A5l
OCBOCHUS TMCUHMILUINHBI (MOYJIs1)

a) OCHOBHAs JIUTEpaTypa:
1. KysnenoBa H. B. Haranbst BuktopoBHa AyauT KaapoBoil 1oKyMeHTauuu. [yded. mocodue]/
H. B. Ky3nenoga.- Upkyrck: M3n-so BI'YJII, 2010.-288 c.



2. Tpyxanosuy JI. B., Illyp A. JI. CpaBoyHHK 1O KaJpOBOMY JEJIONIPOU3BOJICTBY. 00pasibsl U
(GhopMBI TOKYMEHTOB C KOMMEHT.. 8-¢ 3., nepepad./ JI. B. Tpyxanosuy, /1. JI. lllyp.- M.: [eno
u cepsuc, 2013.-607 c.

3. Ky3nenona M.B. JIokyMeHTAIMOHHOE 00ecIeYESHUE YVIIPABJICHUS IEPCOHATIOM [ DNEKTPOHHBIN
pecypc] : yueOHOe mocobue s OakanaspoB / M.B. Ky3uenosa, I'.A. XauarpssH. — DIEKTPOH.
TekcToBbIe gaHHble. — M. : JlamkoB u K, A# IIu Op Meauna, 2017. — 220 ¢. — 978-5-394-
02325-5. — Pexxum pocryna: http://www.iprbookshop.ru/57135.html

0) 10MOJTHUTEJIbHAS JIUTEepaTypa:

1. JemonpousBoACTBO B KaapoBoil ciyxOe. pek. CoBetom YMO mo oOpa3oBanuio B 0O0II.
MEHE/DKMEHTA. y4yeOHO-TIpakT. mocooue mias By3os/ M. B. Jlosuema, E. H. l'ankuna, E. B.
I'ypoBa.- M.: IIpocnexr, 2012.-78 c.

2. AuapeeBa B. WM. Jlenonpou3BoACTBO: OpraHMU3aIus W BeJeHUE. peK. Y4uel.-MeTo/. [EeHTPOM
"Knaccuuecknii yaeOHUK". y4ueb.-pakT. mocobue it By30B. 3-¢ u3j., nepepad. u gom./ B. U.
Amnpnpeesa.- M.: KnoPyc, 2010.-294 c.

3. SAuxosuy III.A. JIeaonpou3BOJCTBO B KaJIpOBOM ciryk0Oe [DIEeKTpOHHEINA pecypc] : YICOHHK
IUIg CTYIEHTOB BY30B, 00yuaromuxcs mo cnenuaabHoctr 062100 «YnpaBlieHUE HEPCOHATIOMY /
II.A. SluxkoBud. — DieKTpoH. TeKCTOBBIE manuble. — M. : IOHUTU-JAHA, 2015. — 160 ¢c. —
5-238-01076-1. — Pexxum moctyna: http:// www.iprbookshop.ru/52462.html

8. Ilepeuens pecypcoB HHGPOPMANMOHHO-TEJEKOMMYHUKAIMOHHOH ceTn «MHTepHETY,
HeO0XOAUMBIX JI1 OCBOCHHMS IMCUUILIHHBI (MOAYJIs1), BKJIKOYasi MpodeccnoHalbHbIe 0a3bl
JAAHHBIX M1 HTH(POPMALMOHHO-CIIPABOYHbIE CHCTEMBI

JUiss OCBOGHMSI JUCLMIIIMHBI OOYYaroleMyCcsi HEOOXOAUMBI CJIEIYIOIUE Pecypchbl
MH(POPMALMOHHO-TEIIEKOMMYHHUKAIIMOHHON ceTn « HTepHeT:
— Caiit BaiikanbCKoro rocy1apcTBEHHOTO0 YHHBEPCUTETA, ajpec AocTyma: http://bgu.ru/, noctyn
KpPYTJIOCYTOYHBIN HEOTpaHWYEHHBIN U3 11000# Touku HTEpHeT
— HR-nmoprain (coobmectBo npodeccuonanon), aapec gocrymna: http://www.hr-portal.ru. nocryn
HEOrPaHWYEHHBIN
— VBUC - YHuBepcaibHble 0a3bl TaHHBIX, aapec goctyna: http://www.dlib.eastview.ru/. noctyn
KpPYTJIOCYTOYHBI HEOTpaHWYEHHBINH M3 JI000M Touku VHTEpHET mpH yCIOBHM PETUCTpallUU B
bI'y
— OOpasupl U mabiaoHbl JOKYMEHTOB, aJpec NIocTyma: http://www.working-papers.ru. goctyn
HEOrpaHUYEHHBIN
— Caitt nns HR-menemxkepos, anpec gocryna: http://www.hrm.ru. noctyn HeorpaHHYEHHBIN
— CrpaBOYHHK IO MPABOMHMCAHUIO, TPOU3HOIIEHHIO, JINTEPATYPHOMY PEAAKTUPOBAHUIO, AJPEC
nocryna: http://evartist.narod.ru/text1/20.htm. qocTyn HeorpaHUUEHHBIH
— DnexkTpoHHO-O0nOMMOTeuHas cuctema IPRbooks, agpec moctyma: http://www.iprbookshop.ru.
JIOCTYII HEOTPaHWYEHHBIN

9. MeToauyeckue yKazaHus JJsi 00y4aIOIIHUXCS M0 OCBOEHU IO TUCIHMILIMHBI (MOTYJIs1)

N3yuaTh AMCHUIUIMHY PEKOMEHAYETCS B COOTBETCTBHMU C TOM MOCIEAOBATEIbHOCTHIO,
KoTopasi o0O3HaueHa B ee cojaepxaHuu. [[is ycmemHoro ocBoeHHs Kypca oOOydaroluecs
JMOJKHBl HMMETh TIEpBOHAYANbHBIE 3HAHUS B OONACTH HKOHOMUKH TpyAa W YIPaBJICHUS
MEPCOHAIOM, TPYIOBOM 3aKOHOJATENbCTBE B  YIPABIEHUU MEPCOHAIOM, TICHXOJIOTUU
YIpPaBJICHUS], TEXHOJIOTUU YIPABIECHUS PA3BUTUEM IIEPCOHAIA.

Ha JICKOUAX IMPEroaaBaTCib 0O3BYUMBACT TEMY, 3HAKOMUT C IEPCUHEM JTUTECPATYPHI 110
TeMe, OOOCHOBBIBA€T MECTO M pOJb JITOW TEeMbl B JAaHHOW AWUCIUIUIMHE, PACKpBIBaeT ee
IpakTHYecKoe 3HadeHue. B xoJe Jekuuil cTyleHTy HeoOXOAMMO BECTH KOHCIEKT, (PUKCHPYS
OCHOBHBIC ITOHATHSA U HpOGHeMHBIe BOITPOCHI.

[IpakTueckue (ceMUHApPCKUE) 3aHATHS MO CBOEMY COJEP’KAaHUIO CBSI3aHBI C TEMATHUKON
JICKIIMOHHBIX 3aHATUNA. HaunHATh MOATOTOBKY K 3aHATHUIO IEIECO00PA3HO ¢ KOHCIEKTA JICKIIHUH.
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3amanue HAa TPAKTUYECKOe (CEMHUHAPCKOE) 3aHSATHE COOOIIaeTcs OOy4JarommMmcst 10 €ro
npoBeneHus. Ha cemuHape mpernogaBarenb OpraHu3yeT OOCYXAEHHE HTOW TEMbl, BBICTYyMas B
Ka4yecTBE OpraHu3aTopa, KOHCYJIbTaHTAa M SKCIEpTa Y4eOHO-TIO3HABATEIBHOW ESTEIbHOCTH
00yyJaromerocs.

N3ydyenne quCIUIUIMHB (MOJTYJIsl) BKIIOYACT CAMOCTOSTEIbHYIO PaboTy 00ydJaroIerocs.

OCHOBHBIMU BHJIaMU CaMOCTOSITEILHON pabOThI CTYACHTOB C y4acTHEM IIpenoaaBareneit
SIBIISTFOTCSL:

* TEKYIIHE KOHCYJIbTAIUH;

* IpreM M pa300p JOMAIIHUX 3aJaHHi (B Yachl MPAKTHUECKUX 3aHATHH);

* BBIIIOJIHEHHE KYPCOBOM paboThI (PyKOBOJCTBO, KOHCYJIBTUPOBAHUE U 3aLIUTa KYPCOBBIX
paboT B 4ackl, MPEAYCMOTPEHHBIC y4EOHBIM TUIAHOM) H JP.

OCHOBHBIMHU BUJAMH CaMOCTOSITEIbHON pabOThI CTY/IEHTOB 0€3 ydacTus IMpernojaBaTelis
SIBIISTFOTCSL:

* opmupoBaHUE U YCBOCHHE COIEP)KaHUS KOHCIIEKTA JIEKIMI Ha 6a3e peKOMEHJOBaHHON
y4eOHO# JuTeparypsl, BKIOYas MH(OOPMAIMOHHBIE 00pa3oBaTebHBIE PECYpPCHl (IEKTPOHHBIC
y4eOHUKHU, DIIEKTPOHHBIE OUOIUOTEKH U JIp.);

* CaMOCTOSITEJIbHOE H3y4YCHHE OTIENbHBIX TEM WM BOIPOCOB IO YYEOHHMKAM WIIH
yueOHBIM MTOCOOUSIM;

* IOATOTOBKA K CEMMHApaM U Jab0opaTOpHbIM paboTaM;

* BBINMOJHCHUE TOMAIIIHUX 3a/IaHHii B BUIE PEIICHHs CUTYAIIMOHBIX 3amaHuii (keiic-study)
10 OT/IETILHBIM pa3zesiaM COAEpKaHUsS AUCLHUILUINH U Ap.

10. Ilepeyens HH(POPMALMOHHBIX TEXHOJIOTHH, HCIIOJIb3YEMbIX IIPH OCYIIECTBJICHH U
o0pa3oBaTeIbHOIO NpoLecca 10 JUCHUILIMHE (MOAYJ/II0), BKIIOYAs NepevyeHb
NPOrpaMMHOI0 o0ecrne4eHus

B yueOHOM mporecce UCTIONb3yeTCs CIEeAYyOLEe IPOrpaMMHOE 00eCIeUeHuE:
— MS Office,
— Koncynsrantllntoc: Bepcus Ipod - nndpopmanronnas cupaBovHas cucrema,

11. Onucanne MaTepuaJbHO-TeXHHUYECKOH 0a3bl, HEOOXOAUMOIi VI OCyIIeCTBJICHHUS
00pa30BaTeIbHOIO NMpoLecca M0 JUCHUIIHHE (MOAYJII0):

B yuebHOM mporiecce uConib3yeTcs ciaeayoliee 000pya0BaHHeE:
— ITomemieHust [y CaMOCTOSATENBbHOM paboThl, OCHAIIEHHbIE KOMITBIOTEPHOM TEXHUKOM ¢
BO3MOXKHOCTBIO NOJIKITIFOUeHUS K ceTH "MHTepHeT" n obecrieueHneM A0CTyIa B AIEKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaTENbHYIO Cpelly By3a,
— YueOHble ayTUTOPUU 7S IPOBEACHHUS: 3aHATHH JIEKIIMOHHOTO TUIIA, 3aHATUI CEMUHAPCKOTO
TUIA, TPAKTUYECKUX 3aHATUH, BHIIIOJIHEHUS KyPCOBBIX pa0OT, IPYNIIOBBIX U WHAWBUYAIbHBIX
KOHCYJIbTAIIMH, TEKYILIEro KOHTPOJIS U MPOMEKYTOUHOM aTTeCTalliH, YKOMIUIEKTOBaHHBIE
CHeUATU3UPOBAHHON MEOEIbIO U TEXHUUECKUMU CPEICTBAMH 00yueHUs,
— KoMnbroTepHsiii Kitacce,
— HaGopsl 1eMOHCTPallMOHHOT0 000PYI0BaHUS M YU€OHO-HATJIAIHBIX TOCOOUH



