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BusupoBanue PII/I 1,151 MciOTHEHUSI B 04epeIHOM y4eOHOM Toay
"YTBEPXKIAIO"

Pabouas mporpamma nepecMoTpeHa, o0CykeHa u ogo0peHa Jutst ucromHeHus B 2025 - 2026 yuebHOM roy Ha
3acenaHny Kadenps! YIIpaBiIeHUs IEPCOHAIOM U SKOHOMHKH TPy Aa

[Iporoxox ot " " 20251. Ne_

3aB. kabempoit Ctanauk A.M. (nomce)

Busuposanue PII/I nj1s1 ucnio/iHeHUs B 0YepeIHOM YUeOHOM rogy
"YTBEPXKJAIO"

Pabouas mporpamma nepecMoTpeHa, 00CykaeHa u oo0peHa it ucroiHeHust B 2026 - 2027 yueOHOM roay Ha
3acenannu Kadeapbl YIIpaBleHUs IEPCOHATIOM M SKOHOMHUKH Tpy/ia
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PA3JIEJI 1. OPTAHU3AIIMOHHO-METOIUYECKHN

1.1. OEJA JUCIIAITJINHBI

obecrieunTh (HOPMHUpPOBAHHE Yy CTYJCHTOB 3HAHUH W NPEACTaBICHHH O cnenuduke KaapoBOTO
JOKyMEHTOO0OpOTa, TOPSJKE €ro OpraHu3alud B KaJpOBOW CIy»Oe, HAaBBIKOB JOKYMEHTaJIbHOTO O(OpMIICHUS
oleparnuii 1o y4eTy 1 ABMKEHHUIO KaJpOB.

1.2. YYEBHBIE 3AIAYU U CHUIIJIMHBbI

1. M3ydenne CyIIHOCTH, OCHOBOITOJIATAIONINX IIeJieH M 3aJad JOKYMEHTAIIMOHHOTO O0eCIIeueHUsT KaIpOBOM
CITyKOBI;
2. HW3yveHue mnpaBui COBPEMEHHOIO JCIONPOU3BOJICTBA, CIIOXKHBILIETOCS OIBITA TOJATOTOBKH, O(QOpMIEHUS U
BEJICHUS BCEX BHJIOB KaJpPOBBIX JOKYMEHTOB C YYETOM TpPEeOOBaHWI 3aKOHONATENBHBIX aKTOB M HOPMAaTHBHBIX
JIOKYMEHTOB;
3. 3HaKOMCTBO C 3aKOHOJAATCJIbHBIMU aKTaMW U HOPMATHBHO-MCTOAMYCCKUMHU MaTCpUajiaMy, PCriIaMCHTUPYIOIIUMU
JIOKYMEHTaIMOHHOE 00ecIieYeHre KaApOBON CITyKObI;
4. llonmyuyenwe cBeneHHl 00 OCHOBHBIX BHJAX OPraHU3AIMOHHO-PACTIOPATUTENHHBIX JOKYMEHTOB H TIpaBHIax
COCTAaBJICHUS JOKYMCHTOB I10 BCEM HaIlpaBJICHUAM JCATCIIBHOCTU KaﬂpOBOﬁ CJIy)K6I)I;
5. M3yuenmne ocOOCHHOCTEH U MPABUII TEKYIIETO U APXUBHOTO XPaHEHUS IOKYMEHTOB, BEJICHHUS TPYAOBBIX KHIUKEK;
6. @®opmupoBaHHEe Yy OOydYalONMXCA TMPAKTHUYECKUX YMEHHMH W HABBIKOB COCTaBIEHHSI H  OQOPMIICHUS
COOTBCTCTBYIOIIIMUX NTOKYMCHTOB, B TOM YHCJIC C NCITOJIb30BAHNEM KOMITBIOTCPHBIX TEXHOJIOTHH.

1.3. MECTO JUCHOMIUIMHBI B CTPYKTYPE OCHOBHOH OBPA3OBATEJIBHOM
IMPOI'PAMMBbI

ukn (paszaen) OIIOIT BO: | 51.B.JIB.01

1.3.1. Jucyunnuna "Opeanuzayus 00Kymenmoobopoma 6 kaoposot ciyxcoe” onupaemcs Ha credyrouue
anemenmol OI1OI1 BO:

OpFaHI/I3a]_[I/IOHHOC IMPOCKTUPOBAHUC CUCTCMBI YIIPABJICHUS IIEPCOHAIIOM

@opanOBaHHe KaﬂpOBOﬁ TMOJINTUKU U MIJIAHUPOBAHUC NIEPCOHAIA OpraHU3aliun

JlesioBbIe KOMMYHUKAIIMK B TIPOQeCCUOHANILHOM chepe

1.3.2. Jucyunauna "Opeanuzayus 0oKymeHmoobopoma 6 Kaoposou ciyxcoe" evicmynaem onopou O0is
CReOYIOUUX DNIEMEHMOB:

Ka,[[pOBLIC TEXHOJIOTUH B CUCTEME YIIPaBJICHUSA IIEPCOHATIOM

1.4. PE3YJIBTATBI OCBOEHUSA JUCIMIIJINHBI:

1IKo OC-2.2: Cnocoben opeanu3zo6ul6amb AOMUHUCMPUPOBAHUE KAOPOBLIX NPOYECCO8 8 OP2AHU3AYUU

3HATB:

YIJOBeHL 1 MOPAAOK OpraHu3alvi U BEACHUS KaJApOBOTO ACJIOIIPONU3BOACTBA

YpoBeHb 2 | OPSIIOK OpraHU3alUU U BEJCHUS KaJpOBOTO JCIOMPOU3BOJICTBA;
OCHOBBI AMUHUCTPUPOBAHUS KAPOBLIX MIPOILIECCOB B OPraHU3aLNU

YpoBeHb 3 | IOPSIOK OPTaHU3aIlUU U BEJICHHSI KaJ[POBOTO JIEIONPOU3BOJICTBA;
TpeOOBaHUs ACWCTBYIOIIETO TPYAOBOTO M apXHWBHOTO 3aKOHOJATENHbCTBA OTHOCHTEIHHO COCTABIICHUS U
XPaHEHUSI KQJIPOBBIX JOKYMEHTOB

VYMeTn:

YpoBenb 1 |mranupoBaTs paboTy [0 OpraHM3alMM KaJpoBOTO JIOKyMEHTOOOOpOoTa B KaJpoBOM ciyx0Oe
OpraHu3aluu

YpoBeHb 2 | IaHUPOBAaTh M aHAIM3UPOBATH PabOTy MO OpraHM3alUM KaApOBOIO IOKYMEHTOOOOpOTa B KaJIpoBOH
CiIy’)kOe  OpraHuzalMd ¢ y4eToM TpeOOBaHMH  JIGWCTBYIONIETO  TPYIOBOIO M apXUBHOTO
3aKOHO/ATENILCTBA

YpoBensb 3 | IIIaHUPOBATh, AHATM3UPOBATH M OIPEHCIATh IYyTH ONTUMH3AIMH KaJPOBOTO JOKYMEHTOOOOpOTa B
KaJIpoBOM CIy)KO0e OpraHM3alid C Y4eTOM TpeOOBaHWA NEHCTBYIONIETO TPYIOBOTO W apXHBHOTO
3aKOHOIATEIHLCTBA

Bnaners:

YpoBenb 1 |nepBUYHBIMU HaBBIKAMU BEACHUS KaAPOBOTO JOKYMEHTOO0OPOTa B KaJIpOBOil CIIy»0e OopraHU3aIiu

YpoBeHb 2 |HaBBIKAMU BEICHHS KaIpOBOTO JOKYMEHTOOOOpOTa B KaIpoBOW ciyxOe OpraHu3allid Ha YpOBHE
HCTIOJIHUTEIS

YpoBeHb 3 |HaBBIKAMH OPTraHM3ALWU M BEIACHHUA KaJpOBOTO JOKYMEHTOOOOpOTa B KaJPOBOM CIyKOe OpraHm3alluu
Ha YPOBHE PYKOBOJUTENS

1.4. PE3YJIBTATBI OCBOEHUSA JUCIUIIJINHBI:

IIKc-7.1: 3unaem nopsadok opeanuzayuu U 6edeHus Kaopoeo2o Oelonpou3eoo0cmed, mpebo8aHus
oelicmeyioujeco mpyoogo2co U apXusHo20 3aKOHOO0AMenbCmed, NOpsA0oK paspabomiKu JOKAAbHbIX HOPMAMUBHO-




NPABOBbIX  AKMOB,  PeIaMEeHMUPYIOuUx Kaopogoe O0elonpou3go0cmeo U Kaopoguli OOKYMeHmoobopom 6
opeanuzayuu, cnocoden obecnewums dPHeKmusHyI0 Opeanu3ayUIo Kaoposo2o OOKYMeHmMoobopoma 8 op2aHu3ayuu

3HaTh:

YPOBQHL 1 TpC6OBaHI/I$I HeﬁCTBymHICFO 3aKOHOAATEIbCTBA IO 3alIUTE NMEPCOHAIIBHBIX JaHHBIX;

YpoBensb 2 | TpebGoBaHUS ACHCTBYIOMIETO 3aKOHOATENHCTBA IO 3AIUTE TIEPCOHANBHBIX TAHHBIX;

CYIIHOCTb, COACPIKAHHUC U IMOPANOK paspa60TI<1/1, BHCAPCHUA XPAaHCHUA praBJ’IeH‘-IeCKOﬁ n Ka,[[pOBOﬁ
AOKYMEHTallM, B COOTBETCTBUU C Tp66OBaHI/I${MI/I HeﬁCTByIOHJCFO 3aKOHOJATCJILCTBA II0 3alIuTC
NEPCOHAIBHBIX TaHHBIX;

YpoBensb 3 | TpeboBaHUS ACHCTBYIOMIETO 3aKOHOJATEIHCTBA M0 3aIUTE TEPCOHANBHBIX TAHHBIX;

CYIITHOCTh, COJEpXKAHWE WM TIOPSIOK pa3paOOTKH, BHEIPEHUS XpaHEHHUS YNPaBICHYECKOW M KaJIpOBOM
JOKYMEHTAllUd, B COOTBETCTBUM C TPeOOBaHMSAMHU NEHCTBYIOMIETO 3aKOHOJATENHCTBA I10 3alHUTe
MIePCOHABHBIX JAHHBIX;

MOPSZIOK  Pa3palO0TKH  JIOKAIGHBIX HOPMATHUBHO-IIPABOBBIX AaKTOB PErIIAMEHTHPYIOIIUX KaJpOBOE
JEJIOTIPOHU3BOJICTBO U KAJAPOBBIH TOKYMEHTOOOOPOT B OpTaHH3aIHN

YMeTh:

Yposenb 1 |pa3padaTeiBaTh MPOEKTHI OCHOBHBIX KaIPOBBIX JTOKYMEHTOB

YpoBensb 2 | pa3pabaTeIBaTh NPOEKTHl OCHOBHBIX TJOKYMEHTOB IO Y4ETy KaJIpOB

YpoBenb 3 | pa3pabaTbIBaTh NPOCKTHI OCHOBHBIX JTOKYMEHTOB I10 YUETY KaJIpOB U UX TPYIOBOH JESITENbHOCTH

Bnanerts:

YpoBenb 1 | HaBBIKaMH COCTaBJICHHUS OCHOBHBIX JIOKYMEHTOB I10 YUETY KaJpOB

ypOBeHLZ HaBbIKaMH COCTAaBJICHUA W OpraHusalui XpaHCHUSA OCHOBHBIX HOKYMCHTOB IO YYCTYy KaApOB U UX

TPYAOBOH NI TEIILHOCTH

YpoBeHb 3 |HaBBIKAMHA COCTABJIICHWS W OpraHU3aIlM XPAHEHHS OCHOBHBIX JTOKYMEHTOB MO YYeTy KagpoB H HX

TPYJOBOM JEATEIBHOCTH B COOTBETCTBHMHM C TpPEOOBAaHUSMH JCHCTBYIOIIETO 3aKOHOJATEILCTBA II0
3aIUTE MEPCOHATBHBIX TaHHBIX

B pesynomame oceoenuna Oucuyunaunvt "Opzanuszayua O00OKyMeHmoooopoma 6 Kaopoeou cayxncoe'

3.1|3nars:
MOPSJIOK OPTaHHU3aIMY U BEJICHUS KaJPOBOTO JJOKyMEHTO000pOTa;
TpeOOBaHUs JICHCTBYIONIETO TPYJOBOIO M apXHWBHOTO 3aKOHOJATENbCTBA OTHOCUTEIBHO COCTaBJICHUS U
XpaHEeHUs KaJIPOBBIX JOKYMEHTOB;
MOPSJIOK  pa3pabOTKU  JIOKAJbHBIX  HOPMATHBHO-TIPABOBHIX  aKTOB  PETJIAMEHTHUPYIOIIMX  KaJpPOBOE
JIENTOTIPOU3BOJICTBO M KAJAPOBBIA JOKYMEHTOOOOPOT B OpPraHHU3aI[uH
CYIIHOCTb, COJCPXKAHHE W TIOPSJOK pa3pabOTKH, BHEAPCHUS XPAHCHUS YNPaBICHYECKOH M KaapoBOM
JMIOKYMEHTAIlMM, B COOTBETCTBHMM C TPeOOBaHUSAMH JICHCTBYIOIIErO 3aKOHOAATENBbCTBA IO  3aIUTE
HepCOHaJ'H)HI)IX JaHHBbIX.

3.2| YMmeTh:
HJ'IaHI/IpOBaTB, aHaJII/I?,I/IpOBaTb 158 OHpeIIeH;ITL oyt OIITUMMHU3AIINU Ka}lpOBOI‘O I[OKyMeHTOOGOpOTa B Ka):[pOBOﬁ
ciyx0e opraHu3aliy ¢ y4eTOM TPpeOOBaHU JEHCTBYIONIETO TPYIOBOTO H apXUBHOTO 3aKOHO/IATEIbCTBA;
pa3pabaTbIBaTh MPOCKTHI OCHOBHBIX JOKYMEHTOB 110 YUYETY KaJPOB U UX TPYAOBOH JEATEIIEHOCTH.

3.3| Baaaers:

HaBBIKAMH OpTaHU3aIMU ¥ BEACHUS KaJJpOBOTO TOKYMEHTOO00OpOTa B KaAPOBOH CITy)k0e OpraHu3aIii;

HaBbIKaMM COCTAaBJICHUA W OpTraHU3AlUN XpaHCHHUSA OCHOBHBLIX JOKYMCHTOB IIO YYETY KaJpOB U HUX TPYIIOBOI‘/'I
JACATCIBHOCTH B  COOTBETCTBHHM C Tp€6OBaHI/I$1MI/I ;[eﬁCTBy}omer O 3aKOHOAJATCJIbCTBA IIO  3allUTC
NEPCOHAIIbHBIX NaHHBIX.

1.5. ®OPMbI KOHTPOJIA

TGKYHII/Iﬁ KOHTPOJIb  YCIICBACMOCTHU MO3BOJACT OLCHUTH YPOBCHbL C(l)OpMHpOBaHHOCTI/I OJICMCHTOB

KOMITETCHIINHA (3HAHWH, YMEHHUH W TPHOOPETEHHBIX HABBIKOB), KOMIICTCHIIMA C TOCICAYIOMNAM OOBEAMHCHHEM
OIICHOK M MpPOBOAMUTCA B (OpPME: YCTHOIO ONpoca Ha JICKIIMOHHBIX M CEMHUHAPCKHUX/IMPAKTUYCCKUX 3aHITHIX
(bpoHTANBHBINA, WHAWBHUIYaTbHBIA, KOMILICKCHBIN), MHUCHBMEHHOW MPOBEPKU (TECTOBHIC 3a/aHUs, KOHTPOJb 3HAHUUN
10 pa3felly, CUTYallMOHHBIX 3aJaHWid W T.II.), ONEHKH aKTHBHOCTH pabOThl 00ydaromierocs Ha 3aHATHH, BKIFOYas
3aJIaHuS TSI CAMOCTOSITEIBHON PabOTEHI.

Hpome.)fcymounaﬂ ammecmauyus




Pe3ynpTaThl TEKyLIETO KOHTPOJS W IPOMEXKYTOYHOH arrectanud (QOPMUPYIOT PEHTHHTOBYIO OLEHKY
pabotel crynenra. Pacmpenmenenue OamioB mnpu  (HOPMHPOBAHHUM PEUTHHTOBOH OIIGHKH pabOThl  CTYyJNEHTa
OCYIIECTBISIETCA B COOTBETCTBHM C JICHCTBYIOUIMM JIOKAJIBHBIM HOpPMAaTMBHBIM akToM.  [lo  jaucruruinHe
"OpraHuzaiusi JOKyMEHTOOOOpOTa B KaJpOBOW Ciayx0Oe" BHAOM NPOMEXKYTOYHON aTTECTAIlMH SBIIETCA 3adeT C
OLIEHKOH

PA3JAEJI 2. COAEPKAHUE JTUCIIUAITJIMHBI

2.1. TPYJOEMKOCTb OCBOEHUA JUCHUITIMHBI

OO6mas TpyAoEMKOCTh AUCHUIUIMHBL "OpraHuzamus JOKyMEHTOO00pOTa B KaJpOBOH ciyxOe" cocTaBisier
3 3auérHbie equHuLbl, 108 vacos.

KonnyecTBo 4acoB, BBIJCISAEMBIX Ha KOHTAaKTHYIO pabOTy C MpENoJaBaTelieM M CaMOCTOSTEIBHYIO padoTy
00y4aromierocs, onpeeNnsieTcss yueOHbIM TUTaHOM.

2.2. COOJEPKAHUE PA3JIEJIOB JUCHUIIIMHBI

HaumeHnoBaHue pa3/iesioB U TeM /BU/1 3aHATHS/ Cemectp | YacoB | Komneren- | Jluteparypa | Uute | [lpumeuanue
/ Kypce 107071 PaKT.
Paznen 1. JlokyMmeHT0000pPOT B KaAPOBOIi Cryk0e.
CyH.IHOCTL, OCHOBHBIC ITOHATHUSA, MOPAAOK
OpPraHU3alNN M PeryJupoBaHUsA
Tema 1.1. CyurHoCcTh 1 OCHOBHBIC TTOHSITHS 2 2 IIKo OC- | JI2.1J12.2 0
KaJpoBOTO JOKyMeHTooOopoTa /Jlek/ 2.2 JI2.3J13.1
Tema 1.1. CyurHoCcTh U OCHOBHBIE TTOHSITHS 2 2 [IKo OC- | JI1.1JI1.2 0
KaJpoBOTro qokyMeHTooOopoTta /Cem 3an/ 2.2 JI1.3J11.4
JI1.5J12.1
JI2.3J13.1
JI3.2
Tema 1.1. CymHOCTb ¥ OCHOBHBIE TIOHSATHS 2 6 Ko OC- | JI1.1J11.2 0
KaJpoBOro JokymMeHToobopota /Cp/ 2.2 J1.3J11.4
JI.5J12.1
JI2.3J13.1
JI3.3
Tema 1.2. I[Topsimok opraHu3alvii U BeACHUS 2 2 ITIKo OC- | JI1.2J11.3 0
JIOKyMEHTO000pOTa B opranu3anuu /Jlex/ 2.2 TIKc- 1.4
7.1 JI1.5J12.1
JI2.3J13.1
Tema 1.2. [Topsmok opraHU3aIiiy U BEACHUS 2 4 I[TIKo OC- | JI1.2 JI1.3 0
JIOKyMeHTooOopoTa B opranuzaiuu /Cem 3an/ 2.2 TIKc- 1.4
7.1 J.5J12.1
JI2.3J13.1
JI3.2
Tema 1.2. [lopsnok opraHu3anuu U BeACHUS 2 6 IIKo OC- | JI1.2JI1.3 0
IOKyMEeHTO000poTa B opranm3aruu /Cp/ 2.2 IIKc- JI1.4
7.1 JI1.5J12.1
JI2.3J13.1
JI3.3
Tema 1.3. [Topsaok opranu3anyu 3IEKTPOHHOTO 2 2 [TKe-7.1 JI1.2J11.3 0
KaJpOBOT'0 TIOKYMEHT0000pOTA. 1.4
IndpoBbie HHCTPYMEHTHI OpTaHU3AINA U JI1.5J12.1
BEJICHUS KaJpOBOTO aIMIHUCTPUPOBAHUS U JI2.3J13.1
Jienonpoun3BoicTBa /JIex/
Tema 1.3. [Topsiok opraHu3alyy 3MEKTPOHHOTO 2 4 ITKc-7.1 JI1.2 JI1.3 0




KaJpOBOTO TOKyMEHTO000POTA. JI1.4
Hudposbie HHCTPYMEHTHI OpraHU3aIHU 1 JI1.5J12.1
BEJICHUS Ka[POBOI'0 aIMUHUCTPUPOBAHUS U J12.3J13.1
JIEJONPOU3BOICTBA JI3.2
/CeM 3an/
Tema 1.3. [Topsanok opraHu3anuu 3IEKTPOHHOTO [TKc-7.1 JI1.2J11.3
KaJI[pOBOTO IOKYMEHTO000pOTA. J1.4
LudpoBbie HHCTPYMEHTHI OpraHU3aINH U JI1.5J12.1
BEJICHUS Ka[pOBOr0 aJMUHUCTPUPOBAHUS U J12.3J13.1
JIEJONPOU3BOICTBA JI3.3
/Cp/
Tema 1.4. KagpoBoe Aen10npou3BOCTBO KakK IIKo OC- | JI1.1JI1.2
CPEICTBO OPraHMU3alAN JOKyMEHTO000pOTa B 2.2 J1.3J11.4
KaJIpoBoOH ciryxoe /JIex/ JI1.5J12.1
J12.3J13.1
Tema 1.4. KagpoBoe Aenonpou3BOACTBO KakK IIKo OC- | JI1.1JI1.2
CPEIICTBO OpraHU3aIiN JOKYMEHTO000pOTa B 2.2 JI1.3J11.4
KaJpoBoii cirysxoe /Cem 3an/ JI1.5712.1
JI2.3J13.1
JI3.2
Tema 1.4. KagpoBoe 1em0npon3BoJCTBO Kak [IKo OC- | JI1.1J11.2
CPEACTBO OpraHU3aluy JTOKYMEHTOO00pOTa B 2.2 J1.3J11.4
KaznpoBoi ciyxoe /Cp/ JI1.5J12.1
JI2.3J13.1
JI3.3
Pa3znen 2. Buasbl, coaep:kanue U NOPsiA0K
COCTABJIEHUS KAIPOBOW JOKYMEHTAIIUU
Tema 2.1. Knaccuduxanus BUIOB KapoOBOii ITIKo OC- | JI1.1J11.2
JIOKyMEHTAaIu1 2.2 JI1.3J11.4
/Jlex/ JI.5J12.1
JI2.3J13.1
Tema 2.1. Knaccuduxanus BUJ0B KapoBOii IIKo OC- | JI1.1JI1.2
nmokymeHTanuu /CeM 3aH/ 2.2 JI1.3J11.4
JI1.5J12.1
JI2.3J13.1
J3.2
Tema 2.1. Kimaccudukanus BUAOB KaIpOBOM I[IKo OC- | JI1.1JI1.2
nokymenTarmu /Cp/ 2.2 J1.3J11.4
JI1.5J12.1
JI2.3J13.1
JI3.3
Tema 2.2. Bunbl v opsiioK COCTaBICHUS IIKo OC- | JI1.1JI1.2
OCHOBHBIX JIOKYMEHTOB TI0 YUE€Ty KaJpOB U UX 2.2 JI1.3J11.4
TpYAOBOH nesitenbHOCTH /Jlek/ JI1.5712.1
J12.3J13.1
Tema 2.2. Buapl v NOpsA0K COCTaBIEHUS I[TIKo OC- | JI1.1JI1.2
OCHOBHBIX IOKYMEHTOB I10 Y4€Ty KaJI[pOB U HX 2.2 J1.3J11.4
TpyAOBO# nesitenbHOCTH /CeM 3an/ JI1.5J12.1
JI2.3J13.1
JI3.2
Tema 2.2. Bunbl v mopsiioK COCTaBICHUS [IKo OC- | JI1.1JI1.2
OCHOBHBIX JIOKYMEHTOB 10 YY€Ty KaJApOB U UX 2.2 J1.3J11.4
TpyHoBoii nestensHoctr /Cp/ JI1.5J12.1




JI2.3J13.1
JI3.3
Tema 2.3. [lepcoHanbHbIe JOKYMEHTHI: 2 2 [IKo OC- | JI1.1JI1.2 0
TIOHATHUE, TIOPSIOK COCTABICHUS U 2.2 1IKe- | J1.3J11.4
xpaHenus /Jlex/ 7.1 J1.5712.1
JI2.3J13.1
Tema 2.3. [lepcoHambHBIE JOKYMEHTHI: 2 4 [IKo OC- | JI1.1J11.2 0
MOHATHE, TOPAJIOK COCTABIICHUS U 2.2 IIKce- | JI1.3J11.4
xpaHenus /Cem 3an/ 7.1 JI1.5J12.1
JI2.3J13.1
JI3.2
Tema 2.3. [lepcoHanbHbIE JOKYMEHTHI: 2 6 [IKo OC- | JI1.1J11.2 0
MOHSTUE, HOPSIOK COCTABICHUS U 2.2 IIKc- JI1.3J11.4
xpanenus /Cp/ 7.1 J1.5712.1
JI2.3713.1
JI3.3
Tema 2.4. Bunbl opranu3aiiiOHHBIX 2 2 ITIKo OC- | JI1.1J11.2 0
JIOKYMEHTOB: COJIEpYKaHUE, TOPATOK 2.2 IIKc- JI1.3J11.4
cocTaBJIeHHS U yTBepxkaeHus /Jlex/ 7.1 JI.5J12.1
JI2.3J13.1
Tema 2.4. Buasl opraHn3aliioOHHBIX 2 6 [IKo OC- | JI1.1J11.2 0
JIOKYMEHTOB: COZIEpKaHUE, TOPANOK 2.2 TIKc- JI1.3J11.4
COCTaBJICHHS U yTBepkaeHus /Cem 3an/ 7.1 JI1.5J12.1
JI2.3J13.1
JI3.2
Tema 2.4. Bunbl opraHu3aiiioOHHBIX 2 4 [IKo OC- | JI1.1JI1.2 0
JIOKyMEHTOB: COZIEpKaHue, TIOPSIOK 2.2 1IKe- | J1.3J11.4
cocrtaBleHHs U yTBepxkaeHus /Cp/ 7.1 JI1.5J12.1
JI2.3J13.1
JI3.3
0102233
Tema 2.5. PacriopsinuTenbHbBIC TOKYMEHTHI: 2 2 [IKo OC- | JI1.5J13.1 0
BUJIBI U copepkanue /JIex/ 2.2 TTKc-
7.1
Tema 2.5. PacniopsiautenbHbIE TOKYMEHTHI: 2 4 Ko OC- | JI1.5J13.1 0
BUJIBI U coziepkanue /CeM 3aH/ 2.2 IIKc- JI3.2
7.1
Tema 2.5. PacniopsiautenbHble TOKYMEHTHI: 2 6 Ko OC- | JI1.5J13.1 0
BUJIBI U copepxkanue /Cp/ 2.2 IIKc- JI3.3
7.1
KoncynpTranus mo Bonpocam 0CBOEHUS 2 2 0
mucrnruinasel /Konc/

PA3JAEJI 3. OBPA3OBATEJIBHBIE TEXHOJIOI'MH

B Iponecce OCBOCHUA MOUCHUIIIMHBI HCHOJB3YIOTCA CICAYHOLINEC O6pa30BaT€J'ILHI)IC TCXHOJIOTHUHU:. JICKIUU,
CCMHUHAPCKUC 3aHATHUSA, CAMOCTOATCIIbHAA pa60Ta CTYACHTOB I10 BBINIOJIHCHUIO PA3JIMYHBIX BUIOB 3a,Z[aHI/II>'I.
B IIponecce OCBOCHUA MUCHUINIMHBI HCIOJB3YIOTCA CICAYIOINE HWHTCPAKTUBHBIC O6pa30BaTeHBHI)Ie TCXHOJIOTUH:




npoOileMHast JIeKIus. JICKITMOHHBI MaTepuan TpEeICcTaBiIeH B BHIE claia-ipe3eHTanuud B ¢opmare «Power Pointy.
I[J'IH HariiiIHOCTU MCHOJIB3YIOTCA MaTCpUaJIbl PA3JINYHbIX HAYYHBIX W TCXHHUYCCKHUX OKCIICPMMCEHTOB, CIIPAaBOYHBLIX
MaTepualioB, HAy4YHBIX crareli T.1. B Xxome Jeknum mnpeaycMOTpeHa oOpaTHas CBsI3b CO  CTYICHTaMH,
AKTUBU3WPYIOIINE BOIPOCHL, MPOCMOTP W oOCyXkaeHne BumeopmiabMoB. [Ipu mpoBemeHWHN IEKIUi HMCIONB3YyeTCs
POOIEeMHO-OPHEHTUPOBAHHBIA MEXAUCUUIUIMHAPHBIN TOJXO0/, MPEINoJaraloniiii TBOPUYECKNE BOMPOCH M CO3/IaHUE
JIUCKYCCUOHHBIX CUTyalUH.

[Ipy  W3NOKEHWM TEOPETHYSCKOTO Marephalla HUCHOJB3YHTCS TaKHe METOMABI, Kak: MOHOJOTHYECKHUH,
MMOKA3aTeIbHBIA, MHAJOTHICCKUH, DBPUCTHUYCCKUH, WCCICIOBATEIbCKUAN, NPOOIEMHOE U3JIOKEHHe, a TaKkke
CICAYIOIINE MNPUHIOUIIBI OUAAKTUKUA BEICIIICH IOIKOJIbI, TaKHUE€ KaK: IOCJICAOBATCIIbHOCT W CHCTEMAaTHYHOCTH
o0y4yeHusl, JTOCTYHHOCTh OOYyYeHHs, TPUHIUI HAYYHOCTH, TPHUHIMIEI B3aUMOCBS3M TEOpPUM U TPAKTHUKH,
HATJSIAHOCTH U Ap. B KOHIIE KaXK0i JIEKIIMH PEyCMOTPEHO BPeMsl ISl OTBETOB Ha MPOOJIEMHBIE BOTIPOCHI.

CamocrosiTenpbHas ~ paboTa  mpeaHasHadeHa JUIsi  BHEAYAWTOPHOW  pabOThI  CTYACHTOB, CBSI3AHHOW  C
KOHCIICKTUPOBAaHUEM HCTOYHUKOB, YYeOHOrO MaTepuaya, M3y4eHHEM JOMOJHUTEIbHON JIMTEPaTyphl MO JAMCIUIUINHE,
MOJITOTOBKOW K TEKYyIIEMY M CEMECTPOBOMY KOHTPOJIO, 4 TAKXKe BHIMIOJIHEHHEM WHAMBHIYyaJFHOTO 33/JaHUs B (hopMe
pedepata, 3cce, MPE3CHTAINH, TE3UCOB JOKIIana, HAYIHOW CTaThH.

PA3JIEJI 4. YHEBHO-METOANYECKOE U MATEPUAJIBHO-TEXHUYECKOE
OBECIHIEYEHUE JUCIIUIIJIMHbI

4.1. PekoMenayemasi JuTepaTypa

1. OcHoBHas InTEpaTypa

ABTODEHI, 3ariaBue W3maTenscTBO, TOL
JI1.1 | SlakoBuy, 111. A. Jlenonpon3BoACTBO B KaIPOBOU CITY)KOE: YICOHUK JJIs Mocksa : KOHUTH-JIAHA,
CTYACHTOB BY30B, 00yYarOIIUXCS 1O CIIEIHATBHOCTH 2017
062100 «Ynpasienue nepconanom» (160 c)
JI1.2 JlokyMeHTanroHHOE 00ecTieueHre yIpaBIeHISCKOMN HoBocubupck :
JI. . Imutpuesa, |mesTenbHOCTH : yueOHoe ocobue (100 c.) HoBocubupckuii
. B. PyzaeBa rocyJapCTBEHHbBIN
TE€XHUYECKUH YHUBEPCUTET,
2019
JI1.3 JlokyMeHTannoHHOe 00ecTieYeHne YIIpaBIeHUs Omck : Omckuit
A.T'. JlankoBa, B. mepcoHanaoM : yaeOHoe mocodwme (154 c.) TOCYIapCTBEHHBIN
A. LlpIraHkoB TEXHUYECKUI YHUBEPCUTET,
2019
JI1.4 |Hoswu, U. H. KanpoBoe 1e10npon3BoACTBO U KaAPOBBIM yUeT : Taranpor : Taranporckuit
yuebHoe mocobue (84 c.) WHCTUTYT YIpPaBJICHUS U
SKOHOMHKH, 2019
J1.5 Opranusaius JOKyMEHTO000pOTa B KaAPOBOM CITYKOE : Houernk : 'OY BIIO
JIsixosa JI.C. ydebHoe nocobue it o0ydaromuxcs 2 Kypca «JOHAYUI'C», 2022

00pa3oBaTeNIbHON MPOrPaMMbI MATHCTPATYPbI HAIIPABICHUS
noaroroku 38.04.03 YnpasieHue nepcoHasoM OYHOM /
3a04HON Qopm oOyueHus / (223 c.)

2. lonoJHUTEIbHAS JIUTEPaTypa

ABTOpBHI, 3arnaBue HznaTenscTBO, TOX
JI2.1 |JI. C. JIaxoBa KanpoBoe anMuHHCTpUpOBaHHUE U IETONPOU3BOACTBO : 'Oy BIIO "JOHAYUI'C",
yaebHoe mocobue (188 c.) 2019
J2.2 JokymeHTaunoHHoe obecrieyeHre ynpasienus: yuebno- | donenk : JonAYul'C, 2017
A. B. boriaHoB, A. | MeToamueckoe mocodue ISl CTyIEHTOB OYHOM / 3a09HOM
H. Ocurosa hopm oOydeHus HampaBieHus moarotoBku 38.03.04

«T"ocynapcTBeHHOE M MYHUIIMITAIEHOE YIIPABICHUEY,
npoduiei o0yueHus «PernoHanpHOe yHpaBieHHE U
MECTHOE CaMOYTIPABJICHHE», « YTIpaBIeHHEe
npoektamm» (91 c.)

J12.3 | ¥Onpuna, JI. H. JlokyMeHTalnoHHOe 00eCIeYeHNE YITPaBICHYECKOH HoBocubupck :
JesiTeNbHOCTH : ydeOHoe nocobue (54 c.) Hosocubupckuit
rocyJapCTBEHHbIN

TEXHUYECKUI YHUBEPCUTET,
2011




3. Meronnueckue pa3padorku

ABTOpBI, 3armaBue UsnarenscTBO, TOT
JI3.1 Opranuszamus T0KyMeHT0000poTa B KaIpOBOU CITyXO0e: Honenx: ®I'bBOY BO
Kazanmena JI.C. KOHCIIEKT JICKITUH JUTsT 00yJaromuxcst 00pa3oBaTeIbHOM "MIOHAYUI'C" , 2024

IpOrpaMMbl MarucTpaTypbl HAIIPaBICHUS TOATOTOBKU
38.04.03 YmpaBieHue nepcoHaioM npopuiib
"Vrpasienue mepconanrom» Bcex hopm odyuenns (205 c.)

JI3.2 Opraam3aius JOKyMEHT0000pOoTa B KaIpOBOH CITyKOE: Honenk: ®I'BOY BO
Kazanmesa JI.C. METOJMYECKUE PEKOMEHIAINH ISl IPOBEICHUS "MOHAYUI'C" , 2024
CEeMHMHAPCKUX 3aHATUH U1 00y4aroHuXCs
00pa3oBaTeNbHON MPOrpaMMbI MATUCTPATYPhI
HanpasieHus nmoarotoBku 38.04.03 Ynpasienue
NEePCOHAIIOM NPOQHIIbL «YTIpaBIeHHE IIEPCOHATIOM)» BCEX
thopm oOyuennus (28 c.)

JI3.3 Opranmsaius JOKyMEHT0000pOoTa B KaIpOBOM CITyKOe: Honenk: ®I'bOY BO
Kazannesa JI.C. METOJNYECKUE PEKOMEHJALIUN JIJIS1 CAMOCTOSATENIbHON "IOHAYUI'C" , 2024
paboThI 00yUaronIXcsi 00pa30BaTeIFHON POTPAMMBI
MarucTpaTypbl HarpaBieHus noArorosku 38.04.03
YmpapieHue nepcoHaioM, mpoduib « YpaBicHUe
nepcoHasioM» Bcex Qopm oOydenus (16 c.)

4.2. IlepedyeHb pecypcoB
HH(OPMALHOHHO-TeJIEKOMMYHHKAIIMOHHOM ceTH ''UHTepHeT"

51 Hayunas snexrponnas Oubnuorteka «KMBEPJIEHMHKAY.

- URL:https://cyberleninka.ru/ https://cyberleninka.ru/

32 | 9BC «JIAHb». - URL:https://e.lanbook.com https://e.lanbook.com

n3 | 9BC «3HAHMYM»- URL:https://znanium.ru

https://znanium.ru

4.3. [lepeyeHb NPOrpaMMHOro odecrieueHust

JluneH3noHHOE ®W  CBOOOJHO  paclpocTpaHseMoe  MpOrpaMMHOE  oOOecrieueHHe, B TOM  YHCIE
OTEUECTBEHHOTO MPOM3BOJICTBA:
- Libre Office (siunien3us Mozilla Public License v2.0.)
- 7-Zip (mmunensust GNU Lesser General Public License)
- AIMP (mmunensust LGPL v.2.1)
- STDU Viewer (freeware for private non-commercial or educational use)
- GIMP (mmunensust GNU General Public License)
- Inkscape (mumensuss GNU General Public License).

4.4. IIpodeccuonanbHble 0a3bl JAHHBIX H HH(OPMAIIMOHHbIE CTIPABOYHbIE CUCTEMbI

Caiit o xagpoBomy nenonpomn3BoactBy . — URL: https://www.kadrovik-praktik.ru/

Omnnaiin uncneknus — bank nokymenToB. URL: https://onnatinuacnexuus.pd/documents/?role=employer
DenepanbHast ciyx0a rocyaapctBeHHoH craructuku. — URL: https://rosstat.gov.ru/statistic

Poccrpyn @enepanpHas ciryxba o Tpyay u 3arstoctd. — URL: https://rostrud.gov.ru/

Knaccludopm.PY CrnpaBounuk ko108 odiiepoccuiickux kinaccuduraropos. URL:https://classinform.ru/
Oobmmepoccuiickuii kiaaccudurarop npodeccuit paboynx, JOHKHOCTEH CITyKalux U TapuHbIX pa3psgoB. — URL:
http://okpdtr.ru/

EnunHbiii KBaTupUKAIMOHHBINA CIPABOYHUK JTOJDKHOCTEH PYKOBOAMTEIIEH, CIICIIMAIMCTOB M JPYTHX CITYXKAIHX
(EKC). — URL: http://bizlog.ru/eks/

Kypnan «KCK sxcniept». — URL: https://journal.ksk.expert/

Kypnuan «Ympasnenne repconanom» ». — URL: https://www.top-personal.ru/

«Kanposoe nemnoy» [Ipakruyeckuii xxypHai o kagposoit padore». — URL: https: https://www.kdelo.ru/

4.5. MaTepuajibHO-TeXHUYECKOe ofecneyeHne TUCUUILINHBI

Jns mpoBeaeHWst y4yeOHBIX 3aHSITHUH, NPEAyCMOTPEHHBIX 00pa3oBaTENIbHONW NPOTPaMMOM, 3aKpeIuICHBI
ayJUTOPHUH COTJIACHO PACIHCaHUIO yUeOHBIX 3aHITHI:
pabodee MECTO INpEenojaBaTessl, 0CaJ0YHbIE MECTa 10 KOJIWYECTBY OOYYaroLIMXCs, IOCKAa MENIOBas, IEPCOHAIbHBIHN
KOMITBIOTEp C JIMIIEH3UPOBAHHBIM MPOTPAMMHBIM OOecrieueHHeM OOIIero Ha3HAuYeHUs, MYJbTUMEIUHHBIA MPOEKTOP,
9KpaH, MHTEPaKTUBHAsSI TAHEIb.




PA3JIEJI 5. DOHZI ONEHOYHBIX CPEJICTB

5.1. KoHTpoJibHbIE BONPOCHI M 3aaHUs

[epeveHb KOHTPOIBHBIX BOIIPOCOB JIJISl CAMOIIOITOTOBKU

1.CyuiHOCTh ¥ OCHOBHOE Ha3HAYEHHE JTOKyMEHTAI[HOHHOTO 00ECTIeueH s YIIPaBICHHS B COBPEMEHHBIX YCIOBHUSX.
2.HopmatuBHo-TipaBoBasi 6a3a JOKYMEHTAIIHOHHOTO 00eCIIeUeHHs yIPaBICHHUS.

3.0praHu3amnus AeI0NPOrU3BOICTBA HA MAITBIX TPEAPUSITHIX.

4.Crienin(prika TOKyMEHTAITMOHHOTO 0OSCIICUCHISI YITPABICHUS B TOCYIaPCTBEHHBIX YUPESKICHUSX.
5.B03MOKHOCTH HCIOIB30BaHMSI COBPEMEHHON OUCHOM TEXHUKH B ONITUMHU3AIUH JOKYMEHTO000pOTa B
OpraHu3alHy.

6.B03MOXHOCTH HCITONB30BAHUS CIICIIMATM3UPOBAHHBIX MPOrPaMM JJIsl OCYIIECTRICHHUS JOKYMEHTAIIMOHHOTO
000pOTa B COBPEMEHHBIX OpTaHU3AIIHSIX.

7.McTopusi CTAHOBJICHUS M Pa3BUTHUS TOKYMEHTAIIMOHHOTO 00eCTieueH sl ypaBieHHs B CTPaHE.

8.B03MOKHOCTH HCIIOJIb30BAHHS METOJOB MATEMATHUYECKOTO MOJICTTUPOBAHUS [T ONITHMHU3AIUH JJOKYMEHTO000pOTa
Ha NPEIPUATHH.

9.Crieninrka JOKyMEHTAIHOHHOTO 0OECTICEYEeHHUS YIPABICHUS B KaAPOBBIX CIyxk0ax.

10.3apy0eKHbIi OIBIT OpraHU3aINY JOKYMEHTAIIMOHHOTO 00SCIIeUeHUs YITPaBICHUSI.

11.ITepcrieKTHBHBIC HANPABIICHHUS B PA3BUTHH JOKYMEHTAIIMOHHOTO OOCCIICUCHUS YIIPABICHUSI.

12.IIpuMeHeHHE METOJIOB COBPEMEHHOI'0 MEHEKMEHTA B OpraHn3anuu JJoKyMeHTaI[MOHHOTO 00eCIIeUeHMsI
YIpaBIICHHUSL.

13.TIprMeHeHHe TOCYIaPCTBEHHBIX CTAHIAPTOB B OPTaHHU3AINHU TIOKYMEHTAIIHOHHOTO 00eCIeUeH sl yIPaBICHHS.
14.Mcnionb3oBaHue 3apyOeKHOTO OIBITA B OPraHU3AIMY JJOKYMEHTOO00pOTa Ha OTEUECTBEHHBIX MPEATPUITHSIX.
15.XapakTepucTrKa ciry>KObl JOKyMEHTaLlMOHHOTO 00eCTIeYeHrsI Ha PEATPHATHH.

Bomnpocs! k 3auery

1.latiTe onpeneneHne NOHATHIO «KaIpOBBIH TOKYMEHTOO0OPOTY, EPEUUCINTE €T0 OCHOBHBIC 3a/1a4H.
2.Ha3zoBuTte, Kakue BUIbl JOKYMEHTOB CYILIECTBYIOT B KaIPOBOM JOKYMEHTOO00pOTE.

3.[aiite onpeseneHre MOHATUAM «KaJIpOBOE JIEN0», «KaJIPOBOE JEIOMPON3BOICTBOY, KKAIPOBBINA
JOKyMEHTO000POT».

4.TlosicHUTE B3aUMOCBSI3b MEKY KaJPOBBIM JIEIONPOM3BOJICTBOM M KaJAPOBEIM AejoM. HazoBuTte ocCHOBHY!O 1IETb
JIENTOTIPOU3BOJICTBEHHOTO 00ECIIEYCHHUS KaIPpOBOM CITYKOBI.

5.Ilepeuncnute OCHOBHBIE (YHKIUH JOKYMEHTAIMOHHOTO 00ECIICUSHHSI CUCTEMBI YIPABJICHUS [IEPCOHATIOM.
6.IlepeuncnuTe MpUMEPHBIN CIMCOK OOILIMX 3a/1a4 KaAPOBOT'O OTAeNa U 00A3aHHOCTEH €ro COTPYAHUKOB.
7.HopmaTuBHO-IpaBOBOE PErYIMPOBAHUE OPTaHU3ALUY JIJIONPON3BOJICTBA B OPraHax rocy1apCTBEHHOM
IPaXXJAHCKOH CITy>KOBI.

8.OCHOBHBIE MOHATHS B JEJIONPOU3BOJICTBE .

9.00mue TpeOOBaHMS K CO3JaHUIO YIIPABICHYECKUX JOKYMEHTOB.

10.IToaroroBKa CiyKeOHBIX ITHCEM

11.ITopsnok BegeHHs MPOTOKOJIOB

12.0Opranusanys J0KyMEHTOO00pOTa U UCTIOJIHEHUS TOKYMEHTOB

13.Cucremarm3anus 1 XpaHEeHHUS JOKYMEHTOB B JICJIOTIPONU3BOJICTBE

14.ITopsok MOATOTOBKM 1) K Iiepeiaue A apXUBHOT'O XpaHEeHHUs

15.3agaun kaapoBOro AeIONPOU3BOJCTBA, MOPSAIOK €ro OpraHu3aluu

16.ITopsimok cocTaBICHHUSI HOMEHKIIATYPHI 16T KaApOBOH CITy>KOBI

17.CocTaB u 3Ha4eHUE KAAPOBOI TOKyMEHTAITUH

18.PackpoiiTe nonsTHe «J0KyMeHT». Kiaccudukanus 10KyMeHTOB.

19.TekcT TOKyMeHTa, €Ero CTPyKTypa.

20.Knaccudukamms kaapoBoil TOKyMEHTAITIH

21.I'pynisl KagpoBBIX JOKyMEHTOB

22.CocTaB 1 Ha3HAYEHUE OPraHU3ALMOHHO-PACIOPSANTEIBHON JOKYMEHTalu!

23.IlepcoHanbHble JOKYMEHTBI: IOHATHUE, IOPSIOK COCTABIICHUS U XPaHCHUS

24.Buapl OpraHu3aloOHHbBIX JOKYMEHTOB, UX COJIEpKaHUe U MPaBUIIa COCTABICHUS
25.PacniopsauTenbHble JOKYMEHTBI: BUABI H COAEPKaHUE

26.1Topsa10k MPOXOXKIAECHUS U UCTIOJIHEHUS KaJIPOBBIX JIOKYMEHTOB

27.Peructpanus KaApOBBIX TOKYMEHTOB.

28.KoHTpOIIb 32 UCTIOJIHEHUEM KaIPOBBIX JOKYMEHTOB

29.1lopspok hopMUPOBAHUS U BEJACHHS JTHYHBIX JIE]T

30.ITopsimox oopMIIEHUS JIMIHON KapTOIKH paOOTHHUKA

31.TpynoBble KHMKKU: TIOPSIOK OPOPMIICHUS, yueTa, BBIAAYH U XPaHCHHS

32.3asBreHus: BUABI, OPSIIOK COCTABICHUS U 00pabOTKH




33.JIM9HBIH JIUCTOK IO YIETY KaIpoB: Ha3HAUYCHHE, CONCPIKAHIE U ITOPSIIOK 0OPMIICHUS

34.ArToOuorpadus: coaepKaHue U MOPSIOK COCTABIICHUS

35.JInuHoe neno: noHATHE, Ha3HAYCHUE, COJePKaHUE

36.11paBuia BHyTpEHHETO TPYIOBOTO PACIOPAIKA: COAECPIKAHNE, TIOPSIOK COCTABIICHUS, YTBEPKIACHUS, KOHTPOJIb 32
UCIIOJIHEHHEM.

37.J1oKHOCTHBIE MHCTPYKIMU: OPSAZO0K COCTABIEHUS, YTBEP)KIEHH, KOHTPOJIb 32 UCIIOJHEHUEM.

38.IlonoxeHue 0 CTPYKTYpHOM IOIpa3AeiIiCHIH: MOPSI0K COCTABIICHHS, yTBEPIKICHUS, KOHTPOJIb 33 UCTIOJTHEHUEM.
ConeprxaHre TTOPSTIOK OPOPMIICHHS W TTOATTHCAHMS

39.KaapoBslie MpHUKa3bl: BUB, MOPSAO0K 0QOPMIICHHS, TIOATMCAHUS M UCTIOHEHHUS

40.ITpuka3 o npueme Ha pabOTy: CONEPIKAHUE MOPSIOK OQOPMICHHS U TIOATIUCAHUS

41.I1puka3 (pactopspKeHus) o mepeBojie (IEPEeMEIIeHNN): CoIep KaHue MMOPSIA0K 0(OPMIICHUS U TIOIITHCAHHUS

42 Tlpuka3 00 YBOIBHEHUU: COJIEPKAHUE MOPSAIOK ODOPMIICHHS U TTOITHCAHUS

43 .ITpuka3 (pacropsKeHHs ) O MPEIOCTABICHUH JPYTUX OTIYCKOB: COJCPKAHHUE OPAA0K OQPOPMIICHUS U
TIOJITUCAHUS

5.2. Tembl NHCbEMEHHBIX padoT

IlepedenHs TeM IS BBITOTHEHUS MHAWNBUAYATBHBIX 3aaHII

1. CymHocTh ¥ OCHOBHOE Ha3HAUYE€HHE JOKyMEHTALMOHHOTO O0ECTIeYeHNUS YIIPABJICHHUS B COBPEMEHHBIX yCIIOBUSX.

2. HopMaTuBHO-IIpaBoBast 6a3a JOKyMEHTALMOHHOI'O 00ECIICUEHUS YIIPaBICHUS.

3. Opranu3zaius J0KyMEHT0000pOTa Ha MaJIBIX MPEANPHATHSX.

4. Crnenu¢rka TOKyMEHTAIHOHHOTO 00eCcTIeYeH s YIPaBIECHHsI B TOCYAaPCTBEHHBIX YUPEKIACHHSX.

5. BO3MOXHOCTM HCIOJIB30BAHUSI COBPEMEHHOH O(QHUCHOM TEXHMKM B ONTHUMM3ALUHM TOKYMEHTOOOOpoTa B
OpraHM3aINu.

6. BO3MOXHOCTM UCHONB30BAHUS CIEHUAIM3UPOBAHHBIX MPOrpaMM Uil OCYLIECTBIEHHUS JOKYMEHTAllMOHHOTO
000pOTa B COBPEMEHHBIX OpraHU3aIHIX.

7. Uctopust CTaHOBJICHUS U Pa3BUTHS JOKYMEHTALMOHHOI'O O0ECIIEUeHHUs YIIPABJICHUS B CTPAHe.

8. BO3MOXHOCTM  HWCHOJB30BaHMS ~ METOJOB  MAaTeMaTH4YEeCKOI0  MOJAETUPOBAHUS Ui ONTHUMH3AINH
JOKyMEHTO000pOTa Ha MPEANPHUITHH.

9. Cneun¢uka TOKyMEHTALIMOHHOTO 00eCIICUeH s yIIPaBICHNS B KaIpPOBBIX CIIy)K0ax.

10. 3apyOexHbIi OMBIT OPraHU3aLWHN JOKYMEHTAIIHOHHOTO 00ECTIeueH s YIIPaBICHHS.

11. [lepcnieKTHBHBIC HANIPABICHHUS B Pa3BUTHU JOKYMEHTAIIHOHHOTO 0OECTICUeHUS YIPaBICHHUS.

12. Opranuzanus 10KyMeHT0000pOTa B OpraHax rocy1apCTBEHHOM BIaCTH X MECTHOTO CaMOYIPaBJICHHUSL.

13. CocraB u mnpenHa3sHaYCHHWE BHYTPEHHUX OPIaHU3aLMOHHO-PACHOPSIUTENbHBIX JOKYMEHTOB OpPraHU3alUH II0
paboTe ¢ mepcoHaIOM.

14. IlpumeHeHHE METOIOB COBPEMEHHOIO MEHEKMEHTa B OPTraHU3alUd JOKYMEHTAIMOHHOTO OO0ecreyYeHus
yIpaBJICHUS.

15. IlpumeHeHne TocyJapCTBEHHBIX CTaHAAPTOB B OPTaHU3ALIMHU TOKYMEHTAI[HOHHOTO 0OECTIeYeH s YIIPaBICHHS.

16. Ucnonp3oBanue 3apyOesKHOTO ONBITa B OPTaHU3alUHU JOKYMEHTOO00POTa Ha OTEYECTBEHHBIX PEAIIPUATHIX.

18. XapakTepucTuka CIyObl IOKYMEHTAalMOHHOTO OOecleueHHsI Ha KOHKPETHOM MpeanpusaTuu (1o BbIOOPY
CTYyJICHTA).

5.3. ®oHJ OLIECHOYHBIX CPEICTB

®DOoHJ OIEHOYHBIX CpencTB AuciuIuHbl "Opram3anus JOKyMEHTOOOOpOTa B KaJpoBOW ciyxkOe"
pa3paboTaH B COOTBETCTBUH C JIOKATLHBIM HOpMAaTHBHEIM akToM PI'BOY BO "JIOHAYUI'C".

@®OH/I OLEHOYHBIX CpPEACTB AMCUHUILIMHBI "OpraHuzanus JOKyMEHTOOOOpOTa B KaIpoBoW ciyxOe" B
MoJTHOM 00beMe TPEJICTaBIIEH B BHJIE IPWIIOKEeHUs K fanHoMy PITJI.

5.4. IlepeyeHb BU/I0B OLIEHOYHBIX CPEACTB

Joxman, coobuienue
TecToBEIC 3aMaHUs

PA3JEJI 6. CPEACTBA AJAIITAILUUA ITPEITOJABAHUA JUCHUIIJIMHBI K
INOTPEBHOCTAM JINIl C O PAHUYEHHBIMHA BO3MOKHOCTAMM 310POBbSA

B cnydae HeoOX0MUMOCTH, OOyYArOIUMCS M3 YKCIIA JIMI C O'PAHUYCHHBIMH BO3MOKHOCTSIMH 31I0POBbs (TI0
3asIBJICHUIO O00Yy4YaroIierocs) MOTYT MpeajgaraThCs OJHM M3 CJICAYIONIMX BapHaHTOB BOCHPHUATHS HHGOpPMAIMH C
YUETOM MX WHAWBUAYAIBHBIX ICHXO()U3NIECKUX 0COOCHHOCTEMH:

1) ¢ npuMeHeHneM AIIEKTPOHHOTO OOYYEHHUS U AUCTAHIIMOHHBIX TEXHOJIOTHIA.

2) ¢ IPUMEHECHHUEM CIEITHATBHOTO 000PYIOBaHUS (TEXHUKH) W IMPOTPAMMHOTO OOSCIICUCHS, NMCIOIIUXCS B
®I'BOY BO "TIOHAYUI'C".

B mnpomecce oOydueHus mnpu HEOOXOMUMOCTH JJS JHMII C HApyHICHUSAMH 3pPCHHS, CIyXa W OIOPHO-




JIBUTATEIILHOTO arapara IMpeaoCTaBISIOTCS CISIYIOINE YCIOBHS:

- JUIs JIML C HapyIICHUSMHU 3peHHs: y4eOHO-METOIUUYECKHe MaTepuallbl B TeUaTHOW (hopMe yBETUUECHHBIM
mpudToM; B (opMe DJIEKTPOHHOTO JOKyMeHTa; B ¢opme aynuodaiina (mepeBon Y4eOHBIX MaTepHalioB B
ayanodopmart); MHAWBHUIyAIbHBIE 331aHHUS M KOHCYJIbTalllH.

- JUId JIMI C HapyIICHWsIMHU CllyXa: y4eOHO-METOJMYecKHe Marephaibl B redatHod ¢opme; B (opme
ANIEKTPOHHOTO JOKYMEHTa; BHUIEOMAaTepHalbl ¢ CYOTHTpaMHu; HHIMBHIYyalbHblEe KOHCYJIBTALlMM C MPUBJICYCHUEM
CYpIONepeBOIYNKa; WHIUBHIyaIbHbIC 3aIaHNS 1 KOHCYJIbTALIUH.

- JUIi JIUI C HapyHOIEHHSIMH OIOpPHO-JIBUTATENBHOTO amnmapara: y4eOHO-METOAMYECKHE MAaTepHaslbl B
nevyatHo Qopme; B (opMe INEKTPOHHOrO JOKyMeHTa; B (opMe aynuodaiiyia; WHAMBHIYaJbHBIC 3aJlaHUS U
KOHCYJIbTalllH.

PA3JIEJ 7. METOJUYECKHUE YKA3AHUSI /151 OBYYAIOLIUXCS [10 YCBOEHUIO
TUCIUATLITAHBI

W3ydyeHue nucUUIUIMHBL (MOAYJS) NPEANONaracT, 4YTo MPerojaBareib YHTACT JICKIUM, MPOBOJUT CEMUHApPCKUC
3aHATHS, OPraHU3yeT CAMOCTOSITCIBHYIO paboTy OOydaromuxcs, MPOBOJUT KOHCYNIbTAIMU, PYKOBOTHUT MOATOTOBKOM
JIOKJIAZIOB OOYYarOIMXCsl Ha HAYYHO-TPAKTHYECKUX KOH(DEPEHIMSIX, OCYIIECTBISET TEKYIIHA M MPOMEXKYTOUHBIH
KOHTPOJIb 3HAHHUH 00yYarOIIMXC.

C 1uenpr0 KaueCTBEHHOTO OCBOCHHS OOyYaIONIMMHCS JNaHHOW AMCIMIUIMHBI Ha Kadeape pa3paOd0TaHbl METOAMYECKUE
PEKOMEHIAIMK [0 OpPraHM3alldd CaMOCTOATEIbHOH pabOTBl - KOMILUIEKC PEKOMEHIAIMH M  Pa3bACHCHHIA,
MO3BOJISIONINIA OOYyJalONUMCST ONTUMAJIbHBIM 00pa30M OpraHM30BaTh MPOILECC H3YyUCHHUS, KaK TEOPETHUECKOTO
y4eOHOTO MaTepuana IUCIHUILIAHBI, TaK U TOJATOTOBKM K CEMHHAPCKUM 3aHSATUSM, B TOM 4YHCIE TPOBOJIUMBIM C
UCIOJIb30BAHNEM aKTUBHBIX U MHTCPAKTUBHBIX TEXHOJIOTHI O0yUCHHS.
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PA3JIEJI 1.
HACHOPT ®OHJA OHEHOYHBIX CPEACTB
1o JUCUMIIMHE (MOAYa10) «Opranu3anus J0KyMeHTO000poTa B KAAPOBOii CJIy:k0e»

1.1. OcHOBHBIE CBe/IeHHS O JUCHHUILINHE (MOY.Ie)

Tab6muna 1

XapakTepucTUKa TUCIHUIUIAHBI (MOTYJIS)

(cBeneHus coOoTBETCTBYIOT pazneny PIII)
O6pa3oBarenbHasi mporpaMma MarucTparypsl
Hanpasnenune noaroToBku 38.04.03 YnpaBneHue nepcoHaioM
[Tpodwib YrpasiaeHue nepcoHagIomM
KonuyectBo pas3zienoB y4eOHOW AMCHUILUIMHBI 2
Yacth 00pa3oBaTeIbHON MPOrPaMMBbl BapuarusHas yacTh (IUCIMILIMHA IO BBIOOPY)
DopMBI TEKYIIEE KOHTPOIIS YCTHBIH OIIPOC, TUCKYCCHsI, TOKIIaL]

(coobmenwne), pedepaT, KOHTPOIb 3HAHUN 10
pazzaeny (TecTUpOBaHUE)

Tloxazamenu!] Ounas dhopma
o0y4eHus

KonudecTBo 3a4eTHBIX €IWHUIL
(KpeuTOB) 3
Cemectp 2
Oowasa mpyooemkocmsy (aKadem. 4acos) 108
Ayoumopnasa Konmakmuas paboma: 56
JIeKIIMOHHEBIE 3aHATUS 18
CemuHapcKue 3aHsITUS 36
Koncynpranus 2
CamocTosiTesibHasi padoTa 52
KonTpoas 4
Dopma npomedxcymouHou 3a4eT C OLIEHKOM

ammecmayuu
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1.2. IlepeyeHb KOMIETEHIMIA € yKa3aHMeM 3TanoB (pOpMHUPOBAHHUS B Ipouecce
0CBOEHUs 00pa30BaTeJbHON MPOrpaMMbl

Tabmauma 2
[IepeueHb KOMIIETEHLIUI U UX DJIEMEHTOB
Nupukarop
DNeMEeHTHl MHAUKATOpa WNunexe
Komnerenmus KOMIIETEHIIUH U €r0
KOMITIETEHIINH AJIeMEHTa
¢dopmynupoBka
3namo:
nopsimok  opranm3anuu | [IKo OC-2.2.
BEJICHUS KaJpOBOIo 3-1
JeJIONPOU3BOICTBA
TpeboBanusa nelictByromero | [IKo OC-2.2.
OCYIIECTBIISIET 32
TPYIOBOTO H  apXHBHOTO -
MIPOLIECCHI KaIPOBOTO
UIAHIDOBANIS B 3aKOHOJATEIhCTBA
[TKo-OC-2 P OTHOCUTEJIbHO COCTAaBJICHUS
OpraHHU3aIHIX
Criocoben . U XpaHeHus  KaJpOBBIX
pazIuuHON POpPMBI
OCYIIECTBIISATh JIOKYMEHTOB
COOCTBEHHOCTH,
MPOIECCHl  KaJpOBOTO Ymems:
aJIMUHHUCTPUPYET
[IJTaHUPOBAHNA, MJIAHUPOBAT, [TKo OC-2.2.
KaJpoBYyI0 paboTy, a V-1
aIMHUHHUCTPUPOBATH TaoKe AHAJIN3UPOBAThH u -
abor B chepe OTIPECIISATh IIyTH
P Y bep JOKYMEHTOOOECTIeueHIE pel Y
yIpaBIeHUS ONTUMU3AIMHU  KaJIPOBOTO
C YYETOM BHEIIHUX U
IIEPCOHAIOM u ee JIOKyMEHTO000pOTa B
BHYTPEHHUX (DPAKTOPOB .
JIOKYMEHTOOOECTICUeHUS, KaJIpOBOM ciyx0e
YUTBIBass BHYTPEHHIOIO OpraHm3aiuu ¢ YEeTOM
y yp IIKo OC-2.2. Cuoco6en | °P e ey
U BHCIIHIOKD  Cpeny TpeOOBaHUM J1EHCTBYIOIIETO
OpraHU30BBIBATH
OpraHu3aluu TPYIOBOTO H  apXHBHOTO
aJIMUHUCTPUPOBAHUE
3aKOHOJATEIbCTBA
KaJIpOBBIX MPOLIECCOB B Buao
OopraHu3anuu aadents:
HaBbIKaMu opranmzanuu ¥ | [IKo OC-2.2.
BEJICHUS KaJIpOBOIO B-1
JTIOKyMEHTOO000pOTa B
KaJpOBOU ciryx0e
OpraHu3aIu
T1K-7 agmumucTpupyer | SHAmb:
JOKYMEHTO000pOT, TpeOOBaHUs ACHCTBYIOIIETO
MPUMEHSICT Ha IPAKTHKE | 3aKOHO/ATEIbCTBA 110 Ke.7.1 31
JOKYMEHTHI 110 3aIUTE MEPCOHATBHBIX '
CTpaTernyeckomy u JAHHBIX
MK-7 Croco6en | <P y
OMepallMOHHOMY CYIITHOCTh, coaepxanue u | [TKc-7.13-2
aJIMMHHCTPUPOBATH
YIPaBIECHUIO TIOPSIIOK pa3paloTku,
TIPOIECCHI u
MePCOHATIOM BHEJPCHUS XpaHeHUs
JTIOKYMEHTOOOOPOT  TI0 .
yIpaBlIeHYECKOM u
CTpaTEeruuecKoMy u .
IIKc-7.1. 3Haet KaJpOBOW JTOKYMEHTALlUH, B
OTIepaIlHOHHOMY
MOPSAIOK OPTaHU3AlMA | COOTBETCTBUH C
YIpaBIECHUIO
Y BEJCHHSI KaJIpOBOTO TpeOOBaHUSIMU
MEPCOHAIOM o
JIeJIONPOU3BO/ICTBA, NeHCTBYIOIIETO
TpeboBaHUs 3aKOHOJATEIhCTBA o
NeHCTBYIOIIETO 3anuTe MEePCOHAIBHBIX
TPYJOBOTO U APXUBHOTO | JaHHBIX
3aKOHOIATEIILCTBA, MTOPSIIOK paspadotku | I1Kc-7.1-3-3




Nunukarop
Komnerenmus KOMIIETEHIIH U €r0 DICMEHTEI HHJMKATOpa Hnpexe
KOMITETEHIINH AJIeMEHTa
dopmynupoBka
MOPSIOK pa3padoTKu JOKAJIBHBIX ~ HOPMATHUBHO-
JIOKQJIbHBIX MIPaBOBBIX aKTOB
HOPMAaTUBHO-TIPABOBBIX | PETIAMEHTUPYIOIIUX
aKTOB, KaJ[poBOE
pETrIaMEeHTHPYIOIIHX JEIIOTIPOU3BOJICTBO u
KaJpoBOE KaJpOBBIi
JIEIIONPOU3BOJICTBO U JOKYMEHTOO00pOT B
KaJpOBBIi OpraHu3alu
JOKYMEHTOO0OpOT B Ymumemn:
gggzigiilifn’ criocoben paspabareiBaTh  mpoekThl | 11Kc-7.1 V-1
> heKTHBHYTO OCHOBHBIX JOKYMEHTOB IO
OPTrAHH3AIIHIO YUeTy  KagpoB M MX
KaJ[POBOTO TPYJOBOMH JNESATEIBHOCTH
JOKYMEHTO00O0pOTa B Bnaoemo:
OpraHu3aIu HaBbIkaMu coctasiieaus u | 11Kc-7.1 B-1
OpraHu3aIu XpaHeHUs
OCHOBHBIX JOKYMEHTOB IO
y4eTy  KaJApoB H  UX
TPYJIOBOU J€ATEIHHOCTH B
COOTBETCTBUU C
TpeOOBaHUSIMH
JEACTBYIOLLIETO
3aKOHOJATEIhCTBA o
3aIuTe MEePCOHAIBHBIX
JTAHHBIX
Tabmuma 3
Oranbl HOPMUPOBAHKS KOMIIETEHIIUN B MPOIIECCE OCBOCHUSI OCHOBHOM
00pa3oBaTeNbHON MPOTPAMMBI
Ne | Konrpomupyemsbie paznensl (Tembl) | Homep Kon HanmenoBanmue
n/m JTUCHUIIITUHBI (MOYJIs1) CEMECTpa | KOHTPOJIUPYEMOM OLIEHOYHOTO
KOMIIETEHIIUU CpeacTBa
(uu ee yacTH)
Paznen 1. Kaaposblii 10kyMeHT0000pOT. CyIIIHOCTH, OCHOBHbIE TOHATHS, OPSIA0K
OPraHu3alii U PeryJupoBaHusA
1 Tema 1.1. CyniHoCcTh 1 OCHOBHBIE 2 [IKo OC-2.2. 3-1 | VYcTHbIN onpoc 1o
MOHSITHUS KaJIPOBOTO TeMawm,
JIOKyMEHTO000pOTa JIOKJIA T
(cooO1enue),
JTUCKYCCHS,
MPAKTHIECKOE
3aJlaHue
2 Tema 1.2. Ilopsiaok opranuzanuu 2 [IKo OC-2.2. 3-1 | Tema 1.4. Ilopsinok
Y BEJIEHUS TOKYMEHT0000pOoTa IIKc-7.1-3-3 OpraHu3aIy u
BEJICHUS
JTIOKYMEHTO0000pOTa
3 | Tema 1.3. Ilopsaiok opranuzanuu 2 [1Kc-7.1-3-3 YcTHBIN onpoc 1o




3IIEKTPOHHOT'O KaJPOBOTO TEeMaM,
JIOKyMEHTO000pOTA. JIOKJIA T
HudpoBsie ”HCTPYMEHTHI (coobienwue),
OpraHu3alluy U BEACHUS TICKYCCHS,
KaJ[pOBOT0 aJIMUHUCTPUPOBAHUS U PaKTUYECKOe
JIeJIOTIPOU3BOICTBA 3aJJaHHe
Tema 1.4. Kagposoe 2 [IKo OC-2.2.3-1 | VYcrHblil onpoc 1o
JIETIOTPOU3BOACTBO KaK CPEICTBO TEMaM,
OpraHMu3aIiy JTOKYMEHTO000pOTa TOKJIa/1
B KQJIPOBOM CITy>kK0Oe (coobmienue),
JUCKYCCHS,
PaKTUYECKOE
3aaHue,

KOHTPOJIb 3HAHUI 1O
paszzneiny (TecToBbIe
3aJTaHMS)

Pasnen 2. Buabl, cogep:kanue U no

AJO0K COCTABJICHUSA KﬂI[pOBOﬁ JOKYMCHTAIlUH

Tewma 2.1. Knaccuduxanus BuioB 2 1Ko OC-2.2. 3-1 YcTHBIN onpoc 1o
KaJIpOBOM TOKYMEHTAalUU TEMaM,
JIOKJIa]
(cooO1eHue),
JIUCKYCCHSI,
MPaKTUYECKOE
3aJlaHue
Tema 2.2. Buasl u nopsaok 2 [IKo OC-2.2. 3-2 6
COCTaBJICHUS OCHOBHBIX
JIOKYMEHTOB 110 YYETY KaJpOB U UX
TPYAOBOM AEATEIbHOCTH
Tema 2.3. IlepconanbHble 2 [IKo OC-2.2.3-2 | VYcrHbIi onpoc 1o
JIOKYMEHTBI: TTIOHSATHE, MOPSAIOK IIKc-7.1 3-1 TEeMaM,
COCTaBJICHUS U XPaHEHHUsI IIKc-7.1 3-2 JTOKJIa
(coobmienue),
JIUCKYCCHS,
MIPaKTUYECKOe
3aJJaHue
Tema 2.4. Bunagnl 2 1Ko OC-2.2. 3-2 YcTHBIN onpoc 1o
OpraHU3alMOHHBIX JOKYMEHTOB: [IKc-7.1 3-2 TEeMaM,
coJiepaHue, OPsI0K JOKJIa]
COCTABJICHUS U YTBEPKICHUS (cooO1eHue),
JTIUCKYCCHSI,
MPaKTUYECKOe
3aJlaHue
Tema 2.5. PacnopsiguTenbHble 2 [IKo OC-2.2.3-2 | VYcTHBIi onpoc 1o
JIOKYMEHTBI: BUJIBI U COACPIKAHUE IIKc-7.1 3-2 TEMaM,
JIOKJIa/]
(coobmienue),
JUCKYCCHS,
MPaKTUYECKOe
3aJ]aHue

KOHTPOJIb 3HAHUI 1O
paszzneiny (TecToBbIe
3a/TaHMS)
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PA3JIEJI 2 TEKYII[U KOHTPOJIb

Tekymmii KOHTPOJb 3HAHUN UCIHOJB3YETCS JUISI ONEPATHBHOTO W PETYJSPHOTO
yIpaBieHus: y4eOHOU AEATEIbHOCTHIO (B TOM YHCIIE CAMOCTOSITENbHOM paboToil) 00yyarommxcs.

B ycrnoBusx 0amuibHO-PEHTHHTOBOM CHCTEMBI KOHTPOJS PE3YyJbTaThl TEKYIIETO
OLICHUBAHMsI 00YYarOIIErocsi UCIOIb3YIOTCS KaK MOKa3aTeb ero TeKyIero peutuHra. Texyumii
KOHTPOJIb YCIIEBAEMOCTH OCYILECTBIISICTCSI B TEUEHUE CEMECTPA, B XOZ€ MOBCEIHEBHONW yueOHOM
paboThl MO WHAMBHIYaJbHOM WHUIMATHBE TpenofaBarens. JlaHHBIH BHJA  KOHTPOJIS
CTUMYJIUPYET Y OOy4aroIlerocsi CTpEMJIEHUE K CUCTEMaTHYECKOM caMOCTOSITEIbHON paboTe 1o
U3yYEHUIO YUeOHON AUCIUIUTUHBI (MOTYJIsS).

Tabmnuma 2.1
Pacnpenenenue 6amioB no BuiaM y4eOHON A€ATEIbHOCTH
Cymma 6amioB Pasnen 1
TI0 pa3zelny
Tembl T. T. T. T.

1.1 1.2 1.3 1.4

<
=
Buowt pabom: =4 E
Jlexuuu - - - - g Ew
8 B ~
E o
S EE
<
CCMI/IHfipCKI/Ie 3aHATH 2 2 2P 2 =S 2
(YCTHBII onpoc, yueOHas AUCKYCCHsI) =R &
WnpuBunyanbHbIe 3aqaHns ™ ) ) ) ) 5] g 8
(pebepat, TE3WCHI, CTAThs) g_ @ é
=
CamocrosiTenpHast paboTta 2 22 2012 22 £ g
(nokJapl) <
CymmMa GautoB 28
Cymma OamioB Pasznen 2
0 pasjeiy |
Tewmbl T. | T.| T | T | T ° 2
2.1 [ 22 |23 |24 |25] 4 w | B
5 = < =
Buowvi pabom: g E = =
Jlexnun - - - _ 2Ewn 9 g
SZ23 K| E
== R B S¢
Cemuna g 53 A8 s
PCKUEC 3aHATUS £S5 3 = s 3
(ycrHBIit onpoc, yueOHast 212 212 212 [ 21212 | 22 z gEg 5 m
JMCKYCCHs) 4 = é S 2
VHANUBHIYyaIbHBIE %é g 5|5
3amaHns* - - - - g 3; E ©
(pedepar, TE3UCHI, CTAThs) § %\ g
p
CamocTrosTenpHas pabora 2P 2P 2 | 2pp| 22 an) =3
(mokmabl) Q
CyMmmMma 6amios 46

*unousudyaivhoe 3a0anue BbINOIHAECMCA 8 GUOe MBOPHECKO20 3a0aHus, npedycmampusaioujee HAnucanue
peghepama, mesucos 0oKIA0A, CMAMbU, SGIAEMCS DIEMEHNMOM HAYUHOU COCMABNAIOWel U OYEeHUBAEMCSl 8 COCMAGe
nocnedHetl. 3awuma uHOUBUOYANbHO20 3A0AHUS NPOBOOUMCA HA NPEONOCieOHeM CEMUHAPCKOM 3AHAMUU

2.1. PexoMeH1alM1 110 OLICHUBAHNIO YCTHBIX OTBETOB 00y4a0IMXCS

C 1enpr0 KOHTPOJIS YCBOGHMs NPOCIYIIAHHOTO Ha JIEKIIMK MaTepuaja U ONpeIesCHHs
YpPOBHA MTOATOTOBJICHHOCTU O6yanOH_II/IXC$I o TCMC B HAYAJIC KAXKIOTO CCMHUHAPCKOI'O 3aHATUA
IpenojiaBaTeeM IPOBOJUTCS HWHIMBUAYAIbHBIH MM (POHTAIBHBIA YCTHBIH OHpPOC IO
BBITIOJTHCHHBIM 3aaHUAM HpGI[BII[yH_IGI\/'I TCMBHI.

Kpurepun orenku:

Ouyenka «omauuno» (1 6.) - CTaBUTCS, €CITH O0YIAFOIIIHIACS
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1) MOTHO M apTYMEHTHPOBAHO OTBEYAET IO COJIECPIKAHHUIO BOIIPOCA;

2) oOHapy»KuUBaeT TMMOHUMAaHUE

MaTtepuaia, MOXET OOOCHOBaTb CBOU CYXKICHHS,

MPUMEHUTD 3HAHUS Ha MPAKTHUKE, IPUBECTH HEOOXOIMMBbIE IPUMEPHI;
3) u3naraeT marepual MOCIEIOBATEIIbHO M TMPABWIBHO, C COOJIOJICHUEM
HMCTOPUYECKON M XPOHOJIOTUYECKOM MOCIIEI0BATEIbHOCTH;

Ouenka «xopouwio»

0,7 o.)

CTaBUTCS, €CIM OOYyYaloIIMiCs JaeT OTBeT,

YAOBJICTBOPSIIOIINMA TEM K€ TPeOOBAaHMIM, YTO W JJIA OIEHKH «OTIWYHO», HO Jomyckaer 1- 2

OLIMOKH, KOTOPBIE CaM K€ MCIIPABIISET.

Ouyenka «yoosnemeopumenvho» (0,5 6.) - CTaBUTCA, €CIM 00yJAIOIIHNIICS 0OHAPYKUBAET
3HAHUE U TOHUMaHUE OCHOBHBIX MOJIOXKEHHUI TaHHOTO 3a/1aHUs, HO:
1) uznaraer martepuan HEMOJHO U JOMYCKaeT HETOYHOCTH B OINpPENETICHUM MOHSATHM

win GOpMYIHPOBKE MPABHI;

2) HE yMeeT JO0CTaTOYHO TJIYyOOKO M JIOKa3aTeahbHO OOOCHOBATh CBOM CYXKICHUS U

IIPUBECTU CBOU IIPUMEDPBIL;

3) u3naraer MaTepual HermocleA0BaTeIbHO U AOMYCKAET OIIMOKH.

BOIIPOCHI JJIS1 CAMOIIOATI'OTOBKH OBYYAIOIIIUXCA

Koumponupyemuwie pazoenwvt (memuwt)
YUeOHOoU OUCUYUNIUHbBL

Bonpocwt 0na noocomoexku Kk unoueudyanvhomy /
dponmansromy ycmuomy onpocy no memam
OUCUUNTUHDL

PA3JEJ 1. JOKYMEHTOOBOPOT B

KAJIPOBOM CJIY)KBE. CYILIHOCTb, OCHOBHBIE

[MOHATHA, ITIOPANOK OPTTAHU3ALIMA 1 PETI'YJIMPOBAHUA

Tema 1.1. CymHOCTb U OCHOBHBIE
MOHSITHS KaJIpOBOTO
JTOKYMEHTO000poTa

CylHOCT, M OCHOBHBIE 3aJlayd  OpraHu3aliu
KaJIpOBOTO IOKYMEHTO000pOTa
[TonsTue KaJIpOBOIO

KaJIpOBOIO Jiea
3amaun KagpoBOW CITyKObI, perraeMeie B Mpoiecce
OpraHHu3aIy T0KyMEHTO000poTa

ACJIOIMPOU3BOACTBA U

[Mopsimox OopraHu3aIu KaJIpOBOTO
JOKYMEHTOOOOpOTa  Ha  MPEANpUSATUAX U B
OopraHu3aluAax pasHoro TUuiia
Tema 1.2. [Topsinok opranuzanuu HopmartusHo-nipaBoBOE peryimpoBaHue

JIOKYMEHTO00O0pOTa B OpraHax
roCyIapCTBEHHOU BIIACTH, OpraHax
MECTHOI'O cCaMOyIIpaBiIeHus JoHenKon
Haponnoii Pecry6nuku

OpraHu3aly JTOKyMEHTO000poTa
Opranu3anust padoThl CITy»KOBbI JEIOMPOU3BOICTBA.
OTBETCTBEHHOCTD 3a OpraHu3anuro
JIOKyMEHTO000pOTa
OCHOBHBIE TIOHATHSA B ACIOIMPOU3BOACTBE
OO6mue TpeGoBaHUS K CO3AAHHUIO YIPABICHUECKUX

JIOKYMEHTOB
biianku TOKYMEHTOB
Tema 1.3. JlokyMeHTHpOBaHUE IlonssTue W OCHOBHBIE  BHUABl  PEKBU3UTOB
yIpaBiieH4ecKoi nHpopMauu JIOKYMEHTOB

[Mopsimox  oopmiieHUsT OCHOBHBIX PEKBHU3UTOB
JIOKYMEHTOB

[lopsanok cocraBineHus nucem

[Topsinok BeaeHus v 0POPMIIEHHUS TPOTOKOJIOB

[Mopsimok opopmieHHs CITy>KeOHBIX 3aITUCOK

[Topsimok oopmieHHs CITy»KeOHBIX KOMaHIUPOBOK

Tema 1.4. Tlopsimok opraHu3aiu u
BEJICHUSI IOKYMEHTO000pOTa

[Mopsimok opranuzanu JOKyMEeHTO000poTa

Opranu3zaiys KOHTPOJIsI UCIOJHEHUS TOKYMEHTOB
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Cucrematuzanus © XpaHEHHE JOKYMEHTOB B
JIEJIONPOU3BOJICTBE
[Mopsimok  MOATOTOBKM Jlen K Tepenade s
ApPXUBHOTO XpaHEHHsI

Tewma 1.5. KagpoBoe
JIETIOTPOU3BOICTBO KaK CPEJICTBO
OpraHu3aIliy KaJIPOBOTO
JIOKyMEHTOOOOpOTa

3agauy KagpoBOTo JAEJIONPOU3BOACTBA
IMopsinok Opra’Hu3alyu
JICJIONPOU3BOJICTBA B OPraHU3ALUAX
Homenknarypa nein opraausanuu
Opranuzanys TEKYLIEro0 W apXWBHOIO XpPAaHEHUs
JIOKYMEHTOB
[TonATHE M BUABI KaAPOBOU TOKYMEHTALUU
Crienuduka KapoBbIX JT0KyMEHTOB
Knaccudukanus kaapoBoil TOKyMEHTaluu

KaJpOBOTO

PA3JIEJI 2. BUJIbI, COIEPXXAHUE U TIOPSIJOK COCTABJIEHUS KAJIPOBOI
JOKYMEHTALIMU

Tema 2.1. Bunbl u nopsigok
COCTAaBJICHUS OCHOBHBIX ,Z[OKYMGHTOB
0 YUYETy KaJpOB U UX TPYAOBOU
NCATCIIBHOCTU

JIndHoe neno: MoHATHE, Ha3HAaYeHHE, COJIepiKaHne

OpraHmaumI BCACHUA U XpPAaHCHUSA JIMYHBIX OCIT

[Topsimok  odopmieHuss  JUYHOM  KapPTOUKH
paboTHuKa

TpynoBble KHIKKH: MOPAIOK odopMIIeHus, yuera,
BbIAd4YM1 U XPAHCHUSA

Tema 2.2. [lepcoHanbHbIE JOKYMEHTHI:

MOHSITUE, TOPSAJIOK COCTaBJICHUS U
XpaHeHus

3asBIICHHSA: BHIEL,
o0paboTku

3asBieHUE 0 MpueMe Ha paboTy

3asiBIieHUE Ha YBOJIbHCHHE

3asiBIICHUE HA OTITYCK

Jpyrue Buabl 3asBICHUN

JIM4YHBIN TUCTOK MO YYETy KaJIpOB: HA3HAUYCHHUE,
coJiepKaHue U MOPSATOK OPOPMIICHHS

ABToOuorpadus: conepxaHue U MOPSIOK
COCTaBJICHUS

IMOpPAAOK  COCTaBJICHUSA U

Tema 2.3. Buabl opraHu3aiimOHHbIX
JIOKYMEHTOB: COJIEpKaHuE, OPSJIOK
COCTABJICHUS M YTBEPKICHUS

Conepxxanve U HazHaueHue [IpaBuil BHYTpEHHETO
TPYIOBOT'O pacnopsjika

ITopsimoxk  cocraBieHus, yrBepxkaeHus I[IpaBun
BHYTPEHHEIr0 TPYAOBOIO paCHOpsiika, KOHTPOJIb 3a
HCIIOJTHEHUEM.

JIOJKHOCTHBIE HHCTPYKLIMK: IIOPSIOK COCTABJICHMUS,
YTBEPKACHHSI, KOHTPOJIb 3a UCIIOJTHEHHUEM.

[TonoxxeHue o CTPyKTYpHOM MOApa3IeieHUU:
MOPSIOK COCTaBJICHUS, YTBEPKACHUS, KOHTPOJIb 3a
HUCITIOJIHCHUCM.

Tema 2.4. PacniopsiiutesibHbIC
I[OKYMGHTBII BUJbI U COI[Gp)KaHI/Ie

Copneprxanue nopsaok opOpMIIEHUS U HOJIMCAHUS
IPUKA30B O IpUEMeE Ha paboTy

Copneprxanue nops0ok opOpMIIEHUS U TOJIMCAHUS
IIPUKA30B (pacniopsixeHus) 0 IIEPEBOJIE
(mepeMeneHn )

Copneprxanue nopsaok ohoOpMIICHUS U TIOJIHCAHUS
MIPUKa30B 00 YBOJIbHCHUH

Copneprxanue nopsaok ohopMIICHUS U TIOJIHCAHUS
MIPUKA30B (PACTIOPSHKEHUS) O IPEAOCTABICHUH JAPYTHX
OTITyCKOB
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2.2. PexoMeHaanmum N0 OLEHUBAHMIO Pe3yJbTATOB TECTOBBLIX  3aJaHUil
00y4yarImuXxcs

B 3aBepmieHun wu3ydeHHsS KakAOTO paszjena ydeOHOM JUCHUIIMHBI TTPOBOJIUTCS
TECTUPOBAHUE.

Kputepun oneHuBaHusa. YPOBEHb BBIMOJHEHUS TEKYIMIUX TECTOBBIX  3aJaHUU
OILICHUBACTCA B 6am1ax. MaKCI/IMaJII:HOG KOJINMYECTBO 6aJIJIOB II0 TECTOBBIM 3aJIaHUAM
ompeeNsieTcs MpenoaaBaTesieM U MpeAcTaBiIeHo B Tabmuie 2.1.

OlLleHKa COOTBETCTBYET CIAEAYIONIEH MIKaJE:

% npagunvbHbix
bannwt OMEemos Ouenka (2ocyoapcmeennas)
5 75-100 OTnuyHO
4 51-75 Xopo1o
3 25-50 Y 1OBJIETBOPUTEITHHO
2 MeHee 25 HeynoierBopuTenbHO

TecToBbIC 3aaHuAa MPEACTABJIICHBI B BHUJAC OLCHOYHBLIX CPCACTB WU B IOJHOM 061;eMe
Npe/ICTaBICHbI B 0aHKE TECTOBBIX 3aJlaHUI B AJIEKTPOHHOM BHE. B (OHIE OLIEHOYHBIX CPEACTB
MMpEACTaBJIICHBI THIIOBBIC TCCTOBBLIC 3alaHUA, p3.3pa6OTaHHBIe AJId U3YUYCHUSA OUCHHUIIIIMHBL
«Opranuzanus J0KyMEeHTO000pOTa B KaIpOBOM CITyK0e».

TECTOBBIE 3AJJAHUSA JJIA TEKYILEI'O KOHTPOJIA

PA3JIEJI 1. JOKYMEHTOOBOPOT B KAJIPOBOU CJIVXKBE. CYIIITHOCTH,
OCHOBHBIE ITOHATHA, ITOPAJJOK OPTAHU3ALIMN N PEI'YJIMPOBAHUN A

Buvibepume 00un eepnulit omeem

3aoanue 1.1. Kakue u3 yKa3aHHbIX QOKYMEHMO8 OONHCHBL XPAHUMBCS 8 TUUHBIX 0enax?

A) aKTbl, OTUETHI, aBaAPUIHBIE KAPTOUKH, 3aKJIFOUEHUS IKCIIEPTOB, IPOTOKOJIBI KOMUCCHI O
pacciae10BaHUU IPUYKH ITPOU3BOJCTBEHHBIX aBapHii;

B) axTbl 0 pacciieqoBanuu npodeccuoHaNbHBIX 3a00JIeBaHUI U OTPaBIICHUIA;

B) 0T3BIBBI, XapaKTEepUCTHUKH, aTTECTALIMOHHBIE aHKETHI U HEKOTOPBIE IPYTHe TOKYMEHTHI O
MPOBEJICHUH aTTECTAIN U yCTAHOBJICHUH KB (DUKAIINH;

I') nporokonsl 3acenaHuii, IOCTAHOBIEHUS M  PEIICHUS AaTTECTAlMOHHBIX U
KBTU(DUKAITMOHHBIX KOMHUCCHIA.

3aoanue 1.2. HopmamusHo-npagogou akm, YCMAHAGIUBAIOWULU  HOPSAOOK  CO30AHUs
CMPYKMYPHO20 NOOpazoeneHus, e2o 3a0adu, QyHKyuu, npasa u o06A3aHHOCMU, OP2AHU3AYUIO
pabomol, 63AUMOOMHOUEHUS C OPYSUMU CIMPYKMYPHLIMU NOOPA3OENEHUAMU NPEONPULMUS,
Ha3bl8Aemcs:

A) prKa3 o aIMUHUCTPATHBHO-XO03SICTBEHHOH IEATEILHOCTH TIPEIPUSITHS,

b) nmpuka3 mo oCHOBHO¥ AESITEIILHOCTU NMPEATPUSITHS;

B) nonosxxenue o CTpyKTypHOM MOJAPA3AECICHUH MPEITPUSATHUS;

I') KONIEKTUBHBIN TOTOBOD.

3aoanue 1.3. Kakoti cysceOHbIIL OOKYMEHM COOEPAHCUM PA30el «OOIHCEH 3HAMbY ?
A) MHCTpPYKIUS IO JEJIONPOU3BOACTBY IPEANPUSITHS;
b) nomkHOCTHAS MHCTPYKINS paOOTHHKA,;
B) ycras npeanpustus;
I') monokeHue o CTPYKTYpPHOM HOJIpa3AesiCHUH.
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3aoanue 1.4. B mexcm komopozo ciysiceOHo20 00OKyMenma He coOCmasisitom 3a201080K?
A) akra;
b) npoTokona;
B) zasBnenus;
I') nucema.

3adanue 1.5. Cxonvko ucnonnumeneti mModxcem 0bimb YKA3AHO 8 Pe300YUuU pyKosooumeis Ha
CysHceOHom 0oKymenme?

A) 11000€ KOJIMUECTBO UCIIOJHUTEIICH;

B) TONBKO OJTMH MCTIOJTHHUTEIb;

B) ot onHoro 10 Tpex;

I') nBa ncriomHUTENS.

3aoanue 1.6. OpeanuzayuoHHO-NPABOBOU OOKYMEHM, 8 KOMOPOM ONnpedensiemcs NnepeyeHs
00JdCHOCIEl, YUCTEHHOCb WMAMHbIX eOUHUY, PAa3mMep OONHCHOCMHBIX OKIA008, A MAKICce
HA0basok u ooniam (Npu yClo8uu, Ymo OHU NPedyCMOMPEHbl CUCMEMOU Onlamsl mpyoa u
uMerom noCMOSHHOU XapaKkmep Ha KOHKPEMHOM NPeOnpUsmuYU Ha3vl8aemcs:

A) cTpyKTypa U LITaTHAsi YUCIEHHOCTb MPEANPUATHS B TOJI;

b) mratHoe pacnucanue;

B) miratHO-10KHOCTHASL KHUTA;

I') KONIEKTUBHBIN TOTOBOP.

3aoanue 1.7. Jlokymenm, KOmopwvlii 1UYO HANPAGIsem HA KOHKYPC HA 3ameujeHue 8aKAHMHOU
OO0JIHCHOCIU, HA3LIBACMCAL:

A) aBroOuorpadus;

b) npeacrasnenue;

B) pestome;

I') xapakTepucTuka.

3aoanue 1.8. Pykosooumensb npednpusmusi He QOAHCeH COOCMBEEHHOPYUHO NOONUCHLBAMND.
A) peKOMeHaTeNbHOE MHCHhMO;
b) mpukas o nmepeBojie pabOTHUKA HA APYTYIO JOHKHOCTD;
B) BBIMIICKa M3 CBOJIHOTO MPHKa3a;
I') mpoToko.

3adanue 1.9. Ommemky o 3a6epeHuu KOnuu OOKYMEHmMA OQOpMIAIOM C UCNOLb308AHUEM
C1080COYEMAaHUsL:

A) «C OpUTHHAIIOMY;

b) «xomnus BepHay;

B) «cornacHo opuruHamay;

I') «cornacHo opurnHaIy».

3aoanue 1.10. Joxymenmul, Komopvie NPUCHLIAIOM 3aPYOE’CHbIM a0pecamam, paspeuiaemcs
oopmaams.
A) UCKJIIOUUTEIBHO HA PYCCKOM SI3BIKE;
b) uckmounTensHO Ha S3bIKE CTPAHBI apecara;
B) Tonbko 0/1HOM 13 OOIIEMPUHSITHIX SI3BIKOB MEXTYHAPOIHOTO OOIIECHUS;
I') Ha pycckoMm WiTH Ha S3bIKE CTpaHbl ajpecaTa Ui Ha OJHOM U3 A3BIKOB MEXIYHAPOAHOTO
o01IeHusl.
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PA3JIEJ 2. BUJIbI, COJJEPXXKAHME U ITOPSJIOK COCTABJIEHU A KAJIPOBOM
JOKYMEHTAILINN

Buvioepume ooun eepnulii omeem

3aoanue 2.1. Ilpasoe none 6aanka opuyuaibHo20 OOKYMeHmMa 00AHCeH UMemb MAaKol pasmep:
A) 10mmM;
b) 15 mm;
B) 20 mwm;
I') 30 mm.

3a0anue 2.2. JJoxymenm ycmaHo8l1eHHO20 00pasya, 6 KOMOPOM 3anucbléaiom ceoeHus o
pabome, noowpenus u Ha2paricoeHus pabomHUKA:

A) andaBuTHas KHUTA;

b) npuka3 no nM4HOMY COCTaBY;

B) TpynoBas kHMKKa;

I') canuTapHas KHUXKKA.

3aoanue 2.3. Jloxymenm, komopwlil 1uyo, oghopmisiem coOCmMEEeHHOPYUHO, Oaem 6 HeM ONUCAHUe
cBoell HCU3HU U NPOPECCUOHANLHOU 0eAMENbHOCU 8 XPOHO02UYECKOU NOCIe008AMeNbHOCHU!
A) aBroOHoOTrpadus;
b) npeacrasnenue;
B) pesrome;
I') xapakrepucruka.

3adanue 2.4. B kaxom u3 YKA3aHHbIX OOKYMEHMO8 He mpebyemcsi YKA3vleamvb cemeluHoe
non0JCeHue U Hanuyue oemeti?

A) aBroOuorpadus;

b) 3asBnenue o npuHATHH Ha padboTYy;

B) nuunas kapTouka;

I') pesrome.

3aoanue 2.5. Kaxoii pexeuzum ciysicebH020 OOKYMEHMA HU 8 KOeM CllyYde He HYICHO 3a8epsimb
neuamuio?

A) OTMETKY O 3aBepEHHH KOIHU JOKYMEHTa PYKOBOJUTEIEM CIYKObI KaJpOB;

b) rpud yrBepx)aeHUS TOKYMEHTA;

B) rpud cornacoBanust JOKyMeHTa;

I') pezomtonnio pyKOBOIUTENS NPEANPUATHS Ha JOKYMEHTE.

3adanue 2.6. Huoicnee none Onanxka oguyuanbHoeo OOKYMEHmMA OONJCeH  UMemb MmaKou
pasmep:

A) 10 mm;

b) 15 mm;

B) 20 mwm;

I') 30 mm.
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3aoanue 2.7. Op2anu3zayuoHHO-npasosoti OOKyMeHm, 8 KOmopom Onpeoenensl OCHO8HbIE 3a0aUl,
0053aHHOCIMU, NPA6A U OMBEMCMEEHHOCMb PAOOMHUKA NPU UCHOIHEHUU um pabomvl Ha
onpeoeneHHol O0NIHCHOCMU, HA3bIBAEMCAL:

A) mnaH paboThl COTPYTHUKA B TO;

b) nomKHOCTHAsA MHCTPYKLUS;

B) npaBuiia BHyTpeHHET0 TPYJOBOTO PaclopsIKa;

I') TpynoBast KHMXKKA.

3aoanue 2.8. Kakoti cysiceOHbILL OOKYMEHM He co0epicum pazoend «00uue noaiodcenus»?
A) NOMKHOCTHAS! UHCTPYKIIUS;
b) nonosxenue o CTpyKTypHOM MOJpa3ieiIeHNH;
B) nosicuurenbHas 3anucka;
I') mpaBuia BHyTpEHHET 0 TPYA0BOTO pacopsIKa.

3aoanue 2.9. Pexsusumom cayiceOH020 OOKYMeHmMA, CBUOemerbCmeyoue2o 0 CO30aHuu Uil
HOONUCAHUU, YIMBEPHCOCHUSL, NPUHAMUS, PESUCPAYUU ITO20 OOKYMEHMA AGNAIOMCA:

A) nara TOKyMeHTa;

b) nonosxeHue o CTpyKTypHOM MOJpa3ieICHIH,

B) moamnucs;

I') perucTpanoHHBIN HOMEP TOKyMEHTA.

3adanue 2.10. Kaxue ceedenus, npusedenHvle 8 meKcme NPUKa3a no JIUYHOMY COCMABY,
pexomeHnoyemcs neuamams 6oavuuMu Oykeamu?

A) ¢damunms nuna, Mo TMOBOAY HAa3HAYCHUS, TEPEeBOJA WM YBOJIBHEHHUS KOTOPOTO
U3/1aeTCs TIPUKA3;

b) Ha3BaHue [OMKHOCTH, HA KOTOPYIO HA3HAYaeTCs, MEPEBOJUTCS WU IO KaKou
YBOJIbHSIETCSI PaOOTHUK;

B) ocHOBaHue a1t Ha3HAYCHHUSI, IEPEBO/IA, YBOJIBHEHUS, TIOOIIPEHUSI PAOOTHHUKA U T.J

I') damumust, THUTHATIBI JIATIA, TTOAMTUCABIIETO TOKYMEHT.

2.3. PexoMeHpauum 1o OeHUBAHUIO IUCKYCCHOHHBIX BOIIPOCOB

MakcumaiibHOE Kpurepun
KOJMYECTBO OayioB™

1 (oTnuHO) - IIOJIHOE PACKPBITUE TEMBI,

- yKa3aHHMe TOYHBIX Ha3BaHMH 0OCYXIaeMbIX SBJICHHI, 3HAHUE
COBPEMEHHOT'0 COCTOSIHHS TPOOIIEMBI;

- mpaBwIbHas (OPMYTUPOBKA MOHATUH U KaTETOPHUIA,

- CaMOCTOSITEIbHOCTh OTBETA, YMEHHE BBOJIUTH U HCIIOJIb30BATH
KJaccupuKauud M KBalu(UKAlMM, AaHATU3UpPOBATh U JeNaTh
COOCTBEHHBIE BBIBOJBI I10 paCCMaTPUBAEMON TEME;

- UCIOJb30BaHHWE MaTEPUAJIOB COBPEMEHHOM OTEUYECTBEHHOU U
3apyOeKHOM JIUTEPATYPhl U MHBIX MAaTEPHAJIOB U JIp.

0,7 (xoporo) - HEIOCTATOYHO MOJIHOE PACKPHITHE TEMBI;

- HECYIECTBEHHBIE OIIMOKHU B OIpPEACIICHUN MOHATHH, KaTeropuil
U T.I., KApAUHAJIBHO HE MEHSIOIIMX CYThb MU3JI0KECHMUS;

- PpEnpoAYKTHBHOCTb OTBETA: OTCYTCTBHE CaMOCTOSTEIBHOIO
aHaJIM3a U OLICHOYHBIX CY)KIECHUI;

- HEIOCTATOYHOE HCIOJIb30BaHUE MAaTEPHUAJIOB COBPEMEHHOMU
OTEUYECTBEHHOM M 3apyOeXHOW JUTEepaTypbl U HHBIX MaTepHajOB
U Jp.
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0,5 (y1OBIETBOPHUTEIBHO) | - OTPAXKEHHE JIUIIH OOIIET0 HANIPABICHUS TEMBI;

- HATMYME JIOCTaTOYHOTO KOJMYECTBA HECYLIECTBEHHBIX HIIU
OJTHOM-JIByX CYIIECTBEHHBIX OIMUOOK B OMPEICICHUU IMOHSATUI U
KaTeropuu  T.1.;

- HECIOCOOHOCTh OCBETUTh COBPEMEHHOE COCTOSIHUE MPOOJIEMBI

(HEYTOBJIETBOPUTENILHO) | - COJIEP)KaHUE TEMBbI HE PACKPBITO;

- OOJIBIIIOE KOJTMYECTBO CYIIECTBEHHBIX OINOOK;

- OTCYTCTBHE YMECHHI M HAaBBIKOB, 0003HAYCHHBIX BBIIIE B KAYECTB
KPHUTCPUCB BBICTABJICHUS IMMOJIOXKUTCIIbHBIX OIICHOK Jp.

* [IpencraBneno B Tabnwuie 2.1.

TEMBI JUCKYCCHMH JJIsI IPOBEPKH YPOBHA C®@OPMHUPOBAHHOCTH
KOMIIETEHIIUA

1. KaapoBoe nemonpou3BOACTBO Kak (DYHKITHS KaIpOBOM CITy>KObI

2. BzaumocBs3b KaJIpOBOr0 aIMUHUCTPUPOBAHUS U JIEITONPOU3BOICTBA

3. Bo3MoxHblE BapuaHTbl OpraHU3alUMd  KaJpoBOrO0  JOKYMEHTOOOOpoTa Ha
OPEINPHUATHIX U B OPTaHU3AIMSIX Pa3HOTO TUTIA

4.  IIpoGnembl, BO3ZHUKAIOIIME MpPHU OpPraHMU3AIMHU KaJIpOBOTrO JTOKyMEHTOOOOpOTa Ha
OPEINPHUATHIX U B OPTaHU3AIMSIX PAa3HOTO TUTIA

5. CymHOCTh U 0COOEHHOCTH Opranu3anuu 3GPEeKTUBHOTO TOKYMEHTO000pOoTa

6.  CnoxxHocTH npu 0(OPMIICHUH JIEJT AJIsi apXUBHOTO XPaHCHHS

7. CxoncTBa M pa3finyuvsi B OpraHU3aluy JOKYMEHTOO00pOTa Ha NPEANPUATUIX U
B OpraHax MECTHOI'O CAMOYIIPABJICHUS U TOCY/IAPCTBEHHO UCIIOJIHUTEIILHON BIACTU

8.  Cnemnudurueckre 0COOCHHOCTH KaJIPOBBIX JTOKYMEHTOB

9.  Ha3HaueHue KaJipoBOW JOKYMEHTAllUU

10. OcoOGeHHOCTH XpaHEHUS JTUIHBIX JIeIT

11. Tlopsook BeIOAYM JTUYHBIX ACI AJIS CIIYKEOHOTO MOTh30BaAHUS

12.  OdopmieHre TUIHBIX KAPTOUEK COBMECTHTEIICH

13. Opranuzanus BeeHUs, XpaHEHUs U BbIIaYU TPYJOBBIX KHIKEK

14. OOmiee u pa3nuuus MEXTy BHyTPCHHUMH ¥ BHEIITHUMU 3asIBICHUSIMU

15. Tlopsinok mpuema v 00pabOTKH 3asBICHUIA

16. OOmiee u pa3uuus MKy JTUIHOW KapTOYKON paOOTHUKA W JIMYHBIM JIMCTKOM I10
y4eTy KaJIpoB

17. Bapwuantsl popm coctaBieHus: aBToororpapun

18. B3aumocBs3b MEXAYy KOJJIEKTUBHBIM JOTOBOPOM W MPAaBWIAMH BHYTPEHHETO
TPYIOBOIO pacropsiaka

19. CocraB 51, OTBEYAIOLIMX 33 pa3padOTKy M YTBEPXKACHUS NPaBUJI BHYTPEHHETO
TPYIOBOIO pacropsiaka

20. B3auMocBs3b MEXAY KOJUIEKTUBHBIM JOTOBOPOM M TMpaBWJIAMU BHYTPEHHETO
TPYIOBOIO pacropsiika

21. B3auMoCBS3b MEXy MOJO0KEHUEM O CTPYKTYPHOM MOJpa3/IeJI€HUU U JOKHOCTHOU
WHCTPYKIUEH

22. OOmiee 1 pa3nuyus MKy KaJpOBBIMU M IPYTUMH BHJIaMH NIPHKA30B

23. Ha3nauenue u 00s3aTEIHLHOCTD UCTIOTHEHHUS PACTIOPAIUTEIBHBIX TOKYMEHTOB

2.4. PekoMeHallUM N0 OLIEHNBAHUIO JOKJIAA0B (CO001IIeHMI)

MakcumanabHOE Kpurepun! |
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KOJIMUECTBO OaioB*

2 (OTAMYHO) BricraBnsiercss oOyuaromiemycst €ciid OH BBIpa3sHJl CBOE MHEHHUE
no chopMyJIUPOBAaHHOW TpoOIEMe, apryMEHTHPOBAJ €ro, TOYHO
OIpe/IeIuB npobiaemy coJiepyKaHue U COCTaBIISIOIINE.
[IpuBeneHbl MaHHBIE OTEUYECTBEHHOW W 3apyOEKHOW JIMTEPaTypHI,
CTaTUCTHUYECKUE CBEJCHMS, MHPOpPMALUsd HOPMATUBHO IPABOBOTO
xapaktepa. OOydJaromuiics 3HaeT W  BJAJEeT  HABBIKOM
CaMOCTOSITENIFHOW ~ HCCIIEZIOBATENIbCKOM  paboTel 1O Teme
UCCIIEIOBaHMsI; METOAaMH U TpPHEMaMH aHalIh3a TeOPEeTHUYECKHUX
197070171 IPAKTUYECKHUX acCIIEKTOB u3yyaemoil  oOmacTH.
DaKTUYECKUX OMIMOOK, CBA3aHHBIX C TOHUMaHUEM MPOOJIEMBIL, HET;
rpaduuecku padorta oopmiieHa MPABHIBHO.

1 (xoporo) BricraBnsercs oOydaromemycsi eciii  paboTa XapaKTepHu3yeTcs
CMBICIIOBOH IEJIBHOCTBIO, CBSI3HOCTBIO U TMOCJIEI0BATEIBHOCTHIO
W3JIOKEHUS; JOMyIieHo He Oosee | ommOKu Tpu OOBSICHEHUU
CMBICJIa WM COJAEpXKaHHUs mpobnemsl. Jlias  aprymeHTanuu
NPUBOJATCS JIaHHBIE OTEYECTBEHHBIX M 3apYOCIKHBIX aBTOPOB.
[IponeMOHCTPUPOBAHBI UCCIIEAOBATENILCKUE YMEHHUS M HaBBIKU.
DaKkTHYECKUX OINMOOK, CBS3aHHBIX C TIOHUMAaHHEM MPOOJIEMBI,
Her. JlomymieHsl OTAeNbHbIC OMHUOKH B OPOPMIICHUU PAOOTHI.

0,7 (ymoBnerBoputenbHO) | BricTaBnsercss  oOyuwaromemycss ecii B paboTe  CTYIEHT
MMpoOBOAUT JOCTATOYHO CaMOCTOSTECIbHBIM aHAJIU3 OCHOBHBIX
ATAllOB W CMBICIOBBIX COCTABIIIIONIMX IPOOJIEMBI; MTOHHMAET
0a30BbIe OCHOBBI 1 TEOPETHUECKOE 000CHOBaHHME BEIOPAHHOM TEMBI.
[TpuBneueHsl OCHOBHBIE HCTOYHHUKH II0 pacCMaTpUBaeMOW TeMe.
Jonymeno He Oonee 2 OmMOOK B COJIEPYKAHUM IMPOOJIEMBI,
odopmiIeHHH pabOTHI.

(HeynoBIIETBOPUTENLHO) | BricTaBisercst oOyuaromiemycst eciii paboTa MpeacTaBiseT coOon
NIEPECKA3aHHBId WM TOJHOCTBIO  3aMMCTBOBAHHBIM HCXOJHBIN
TEKCT 0e3 Kakux Obl TO HM ObUI0O KOMMEHTapueB, aHanu3a. He
packpbITa CTPYKTypa M TEOPETHYECKasi COCTABIIAIOMIAs TEMBI.
Honymeno Tpu wid  0Oojee Tpex OMMUOOK B  COACPKaHUHU
packpbiBaeMoi Tpo0IemMbl, B 0(OPMIICHUH PAOOTHI.

* IIpencrasieno B Tabnwuie 2.1.

TEMBI JIOKJIAJIOB (COOBIIEHMIT) JUISI IPOBEPKH YPOBHSI
C®OPMUPOBAHHOCTH KOMIETEHIIAN

1. CymHOCTb U OCHOBHOE Ha3HAa4YECHHE JIOKYMEHTAIIMOHHOTO O0ECIIeUEeHUs YIPABICHHS
B COBPEMEHHBIX YCIIOBHSIX.

2. TIpobGiembl opraHu3auy KaJpoBoro JOKyMEHTOO00POTa B COBPEMEHHBIX YCIOBUAX

3. Cwmpblicn 1 Ha3HaYeHUE YHUPUKAITUN TOKYMEHTOB

4. Oco0eHHOCTH OpraHu3alMd JOKYMEHTOOOOpOTa B OpraHax TIOCYAapCTBEHHOM
BJIACTH, OpPraHax MECTHOI'O CAMOYIIPABIICHMUSI

5. OcoOeHHOCTH HaJEeNeHUsl JOJDKHOCTHBIX JIMI[ TMPaBOM IOAMHCH JOKYMEHTOB B
3aBUCUMOCTH OT UX COJEpKaHMs U ajipecaTta.

6. OcobenHoctu  oQoOpMmJIeHHS  JOKYMEHTOB,  HANpaBIIEMbIX  OIHOBPEMEHHO
HECKOJIBKUM I0JIBEZJOMCTBEHHBIM YUPEKACHUSAM.

7. Tlopsimox coOCTaBIEHUS TIEpEYHs THIIOBBIX JOKYMEHTOB, OOpasymlolmuxcs B
NEeSITEIbHOCTH OPraHOB TOCYAAapCTBEHHOW BJIACTM M MECTHOIO CAaMOYIIPABICHMS, JPYIUX
YUPEKICHUHN, OpraHU3aluN U NPEAIPUATHH, C YKa3aHUEM CPOKOB XPAHEHHUs IOKYMEHTOB.
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8. OcOOEHHOCTH YCJIOBHOTO OO0OO3HAUEeHUs JIeJ1 B 3aBHCHUMOCTH OT CPOKOB HX

XPpaHEHMUSL.

9. Crnemuduyeckne 0COOCHHOCTH KaJPOBOI TOKYMEHTAIIHH.

10. [opsaok ucnpanieHus: OIMOOK ¥ BHECEHUSI U3MEHEHUH B TPYIOBbIE KHUKKH.
11. Ocobennoctu popMUpPOBaHUS U XPAHCHUSI IUYHBIX JOKYMEHTOB.

12. BI/I,Z[BI 1 HA3HAYCHUC OPraHU3allUOHHBIX JOKYMCHTOB

13. Tlopsimok pa3pabOTKH U YTBEPIKIACHHUS OpPraHU3aIMOHHBIX JOKYMEHTOB

14. IlpeumymiectBa

HEOCTaTKW  MPUMEHEHHs  YHUQUIMPOBAHHBIX  (HOpM

pacnopsAUTeNbHbBIX JOKYMEHTOB.

2.5. PekoMeHIaLMU 110 OLEHUBAHUIO MUChbMEHHBIX MPAKTHYECKUX 3a1aHU

MakcuMaJbHO€e KOJINYECTBO
0aJLI0B*

Kpurtepun

2 (OTIMYHO)

3amaHre  BBIMOJHEHO  MPAaBWIBHO, TPOCKT  JTOKyMEHTa
opopmIIeH  TMpaBWIBHO, COACPKHUT Bce  0Os3aTeNbHBIC
PEKBU3UTHI, OGOPMIIEH B COOTBETCTBHH C YCTaHOBIICHHBIMHU
TpeOOBaHUSMHU.

OOyuaromuiicsi ~ TeMOHCTPUPYET  METOIOJIOTMUYECKHE |
TEOPEeTUYECKUE 3HAHMs, CBOOOJHO BIAJCET HABBIKAMU
coCTaBJICHHS U OPOPMIICHHH KaAPOBBIX JOKYMEHTOB.

1 (xoporio)

3ajaHue  BBIIOJHEHO  MPABUJIBHO, IMPOEKT  JOKyMEHTa
odopMIIeH TTPaBUIIBLHO, OJJHAKO HE COJIEPKUT BCE 00s13aTeIbHbIC
PCKBU3UTELI, UMCIOTCA HCTOUYHOCTU B O(bOpMJIeHI/II/I.
OOyuaromuiicst IeMOHCTPUPYET METOI0JIOTUUECKHUE U
TEOpeTUYECKUE 3HAHUS, OHAKO HEJJOCTATOYHO CBOOOTHO
BJIa/I€€T HABBIKAMH COCTAaBJICHUS U OPOPMIICHUN KaJPOBBIX
JIOKYMEHTOB.

0,5 (Y1OBIETBOPUTEIHHO)

3amaHue BHIIOJIHEHO, IIPOCKT JJOKYMEHTA COCTABIICH, O/THAKO HE
COACPIKUT BCC O6$I33.T€.HBHBI€ PCKBU3UTHI, HUMCHOTCsA
HETOYHOCTH B O(DOPMIICHHH.

OOyuaromnuiicss IMeeT OrpaHUYEHHbIC TEOPETHUECKUE 3HAHNUS,
JOITyCKAeT CYIIECTBEHHBIE OIIMOKY IPH COCTABJICHUS U
o(opMIIeHHH KaAPOBBIX JOKYMEHTOB.

(HEYTOBIETBOPHUTEIBHO(

3aJaHue HE BBINIOJIHEHO, MPOEKT JOKYMEHTa HE COCTaBJICH,
OOyyJaromuiicss UMEeT TEOPETUUECKUE 3HAHUS, HE HE BIa/IeeT
HaBBIKAMH COCTaBIICHUS M O(DOPMIICHUH KaIPOBBIX
JIOKYMEHTOB.

* I[IpencraBneno B Tabnwuie 2.1.

ITPAKTUYECKUE 3AHAHUA JUIA ITPOBEPKH YPOBHA
COOPMHMPOBAHHOCTHU KOMIIETEHIINH

IIpakTnyeckoe 3axanue Kk TeMe 1.1. CymHocTh U OCHOBHbIE MOHATHSA KAJPOBOI0

AOKyMEHT000opoTa

Onucanue cumyayuu. Bel pyKOBOAUTEIb BHOBb CO3/JaHHON OpraHU3alluy C YUCIEHHOCTBIO
nepconaina 6osee 200 mratHpIx equHUL. OpraHu3alMoHHAast CTPYKTYpa YIIpaBiICHUS
BO3IJ1aBiIsseMoil Bamu opraHu3alnyuy NpeaArnojaracT HaIm4me OoTAcIa KaapoB.
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3aoanue. CocTaBbTe IEpEUYEHb OCHOBHBIX 337a4 OTAENA KaJIpoB, pEIIaeMbIX B ITpoLEcce
OpraHu3aly J0KyMeHTooOopoTa B Bieil opranuzanuu.

IIpakTyeckoe 3ananue 1 k Teme 1.2. Ilopsiaok opranusanuu J0KyMeHTO000poTa B
OpraHax rocyJapcTBeHHOH BJIACTM M OpPraHax MeCTHOro caMoymnpasjeHusi JloHemkoi
Hapoanoii Pecnny0iinku
Onucanue cumyayuu. Bbl HauaIbHUK OT/EA KapOB OpraHU3alluy C YHCIECHHOCTHIO MEpCOHaa
ooitee 200 mITaTHBIX €MUHUILI.
3aoanue. PazpaboTaiiTe mpoekT mokyMenTa « HCTpyKIHs 110 KaApOBOMY JIETIOTIPOU3BOICTBY»

IpakTnyeckoe 3aganue 2 k teme 1.2. [lopsaaok opranusanum 10KyMeHTO0000pOTa B
OpraHax rocy1apCcTBeHHOM BJIACTH M OPraHaxX MeCTHOI0 caMoynpasjieHus JloHenkoi
Hapoanoii Pecry0sinku

Onucanue cumyayuu. Bl pykoBoautenbs OO0 «BocTok».

3aoanue. I1oAroTOBHTE MPOEKT MPHUKa3a O HA3HAYCHUU OTBETCTBEHHOI'O 32 OPraHU3aIUI0
JIOKyMEHTO000POTa B KAJPOBOH CITyKO€ MPEaTPUITHS.

[IpoekT npukasa o pa3paboTKe HHCTPYKIUHU IO KaIPOBOMY JEIOIPOU3BOJICTBY

IIpakTuyeckoe 3aganume Kk Teme 1.3. Ilopsinok HOKYMEHTHPOBAHMS YHpPaBJIEHYECKOM
HHGopManuM B OPraHax rocyiapcTBeHHOM BJIACTH M OPraHaX MECTHOI0 CaMOYIPABJICHUS
Jonenxoit Hapoanoii Pecny0smkn

Onucanue cumyayuu. Bpl HadanpHuK otzaena kaapoB OOO «Boctok» U cekperapb
aTTEeCTAIlMOHHOM KOMHCCUU. B Xoze 3acegaHus arTeCTallMOHHOM KOMHCCHUU PAacCMOTPEHBI
aTTectaiuoHHble aena MBanoBa B.B. — nauanbHuka snexktpuka 2 paspsiga, Ilerposa E.I'. —
anekTpuka 3 paspsana, EMenssHoBa B.I1.- sHepretrka 4 pa3psna Ha NpeaMeT MPUCBOCHUS UM
NOBBIIIAIOIINX Pa3pA1oB (1,2 1 3-ro COOTBETCTBEHHO).

ITo pe3ynbTaTaM pacCMOTPEHHBIX €71 KOMHUCCHEH mnpuHATO pemienne HMBanoy B.B. u
ITerpoBy E.I'. mpucBouts coorBercTByrOmMii paspsan, EmenssHoBy B.II. — orkaszare B
MIPUCBOCHUU 3-TO pa3psiia.

3aoanue. CocTaBbTe MPOTOKOJI 3aCEIAHUS aTTECTALIMIOHHOW KOMUCCUH OPTaHU3aIUH.

IIpakTnueckoe 3ananne k teme 1.3. Ilopsinok NOKyMeHTHPOBaHUSI YNpaBJeHYECKOM
HH(}OpPMALMH B OPraHax rocyAapCcTBeHHOH BJIACTH M OPraHaxX MeCTHOI'0 CaMOYIPaBJICHHS
Jonenxoit Hapoanoii Pecny0smkm.

Onucanue cumyayuu. Bbl HauanpHUK mpou3BoAcTBeHHOTO oTAena OO0 «3aman». B cBszu ¢
MIPOU3BOJICTBEHHOW HEOOXOIMMOCTHhIO BO3HHUKJIA HEOOXOJUMOCTh HAIpaBUTh B CIYXKEOHYIO
KOMaHAHPOBKY, HE MPEAYCMOTPEHHYIO TUIAHOM paboThI mpeanpustus, B r. [llaxtepck nHxkeHepa
— texHousiora B.B. [lerpoBa c 1enpio n3y4yeHus: NepeoBOro OInbITa MPOU3BOICTBA MOJUMEPHBIX
matepuanos OOO «Actpay, ¢ 08.04.2021r. cpokom Ha 5 1HEH.

3aoanue. CocTaBbTe NOKIAIHYIO 3aMMCKY O HEOOXOAMMOCTH OTIIpaBKHU TexHojora B.B. Ilerposa
B COOTBETCTBYIOIYIO0 KOMaHAUPOBKY.

IIpakTuyeckoe 3aganue 1 k Teme 2.1. Buabl 1 NOpsAIOK COCTABIEeHUS OCHOBHBIX
JOKYMEHTOB 10 Y4eTy KaJPOB M UX TPYA0BOii 1eITeJIbHOCTH

Onucanue cumyayuu. Bel HauanpHUK KaapoBoi ciry 061 OO0 «BocToky.
3aoanue. CocTaBbTe HOMEHKJIATYPY 1€ KaAPOBOM CITY>KOBI CBOETO MPEIIPUATHSI.
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IpakTnyeckoe 3axanue 2 Kk teme 2.1. Buabl 1 nopsiiok cocTaBJIeHHsI OCHOBHBIX
JOKYMEHTOB 10 Y4eTy KaJIpOB M UX TPYAOBOii 1eATEJIbHOCTH

Pacripenenute HIKENPUBEIEHHBIN MTepeUeHb KaIpOBBIX JOKYMEHTOB 110 UX BHJIaM, 3aTIOJTHUB
rpady 2 TabIHIIBI

Buj kaapoBbIX JOKYMEHTOB HaszBanue nokymeHnTa

JIoKyMeHTaIus 1o npueMy Ha padboTy

JIoKyMEHTAIWsI IO TIEPEBOLY Ha JIPYTYIO
paboty

JlokyMeHTaIus 1o yBOJbHEHUIO C pabOThI

JlokymeHTanus no oopMICHHIO OTIYCKOB

JloxymeHTarus 1mo opopMICHHUIO MOOIIPEHU

JlokymeHTaIus 1no ohopMICHUIO

JTUCIUTIITMHAPHBIX B3BICKAaHUH

3asIBJICHUE O MpUEeMe Ha paboTy;

TPYAOBOM JOTOBOP;

MpHKa3 O pueMe Ha paboTy;

MIPOTOKOJI 00IIero coOpaHus TPYAOBOTO KOJUIEKTHBA O TIPHEME Ha padoTy.

3asBIICHHE O MEPEBOJIC Ha IPYTYIO paboTy;

IpeJICTaBICHHE O MEPEBOJIE Ha APYTYIO paboTy;

IPUKa3 O MEepPEeBOE Ha IPYTyI0 paboTy.

3asBlieHUE 00 YBOJIbHEHHH;

nprKa3 00 yBOJIbHEHUH;

MIPOTOKOJI 00IIEro cOOpaHus TPYAOBOTO KOJUIEKTHBA 00 YBOJIbHEHUH.

rpaduK OTITyCKOB;

3asBJIEHUE O MPEIOCTABIICHUH OTITYCKa;

MPHUKA3 O MPEJAOCTABICHUN OTITYCKA.

IIPEJICTaBICHNE O MOOLIPEHNH;

IPUKa3 O MOOLIPEHNH;

IIPOTOKOJI O0IIET0 cOOpaHus TPYAOBOI0 KOJIJIEKTUBA O MOOLIPEHUH.

JOKJIaTHAs 3aMMCKa O HAPYIICHUH TPYIOBOM TUCITUILINHBI,

00BSCHUTENbHAS 3allMCKa O HAPYIIEHUHU TPYAOBOM TUCIUIUIMHBI;

MPHUKA3 O HAJIOKEHUH TUCIUTUTMHAPHOTO B3BICKAHHS,

MPOTOKOJI OOIIETr0 cOOpaHus TPYAOBOTO KOJIJIEKTUBA O HANOKEHUH TUCIUILIMHAPHOTO
B3BICKAHHUS.

IIpakTnueckoe 3ananue 1 k Teme 2.2. [lepcoHanbHbIE JOKYMEHTBI: MOHATHE, TOPAIOK
COCTABJICHUS] U XPAHEHHA
Onucanue cumyayuu. Bl HauanbHUK KagpoBoi ciyk0661 OO0 «BocTok».
3aoanue. CocTaBbTe TUYHYIO KapTOUKy paboTHHKA 0 popme T-2, ucrosib3ys COOCTBEHHBIC
NepCOHAIbHbIC JJAHHBIC.

IIpakTnueckoe 3ananue 2 k Teme 2.2. [lepcoHanbHbIE JOKYMEHTBI: MOHATHE, TIOPAI0K
COCTABJICHUSI U XPAHEHHA

Onucanue cumyayuu. 01.09.2024 r. B OTKpBITOE aKIMOHEpHOE 00MmEecTBO «bUTOPr» BO
ucnonHenue Ilpukaza Ne 5-x ot 01.09.2024, npuHAT Ha JOKHOCTH SKOHOMHcTa Il kareropuun
IUIAaHOBO-PKOHOMHUECKOT0 oTaena Msanos B.B.

3aoanue. CocTaBbTE COOTBETCTBYIOILYIO 3aIIMCh B TPYI0BOM KHIKKE
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Ha ocHoBanun
Home Hata CaeleHus o mpreMe Ha paboTy, IepeBoIe Yero BHECEHA
p Ha JPYTyio paboTy, yBOJIbHEHHH 3aIKCh
3aIuC (¢ ykasaHHWeM MPUYHH U CO CCHITKON (Ha3Banue
p | 1UCIO | MECAL | TOX Ha CTaThIO, IIYHKT 3aKOHA) JOKYMEHTa, €ro
Jlata, HoMep)
1 2 3 4

IIpakTyeckoe 3ananue 1 k Teme 2.3. Buabl OpraHu3aliioOHHBIX JOKYMEHTOB: CO/Iep:KaHue,
MOPSAI0K COCTABJICHUS W YTBEP KACHUS

Onucanue cumyayuu. Bet odopmiiseTe TOKyMEHTHI 711 TPY0YCTPOMCTBA B A IMUHUCTPAITUIO
Kupogsckoro paiiona r. Jlonenxa.
3aoanue. CoctaBbTe aBTOOHOTpaHIO UCTIONIB3YS CBOM MEPCOHATBHBIC IAHHBIE.

IIpakTnyeckoe 3aganue 2 Kk TeMe 2.3. Bujabl OpraHu3aluOHHBIX JOKYMEHTOB: CO/lepPKaHue,
MOPAI0K COCTABJICHHUS U YTBEPKICHUS

Onucanue cumyayuu. Bl HauanpHUK oTena kaapos OO0 «BocTtok»
3aoanue. Pazpabotaiite nmpoekt [lomoxxenns 06 OTaene kaapos

IIpakTnyeckoe 3aganue 3 Kk TeMe 2.3. Buabl OpraHu3aliuOHHBIX JOKYMEHTOB: COJlepPKaHue,
MOPAI0K COCTABJICHHUS U YTBEPKICHUS

Onucanue cumyayuu. Bl HauanpHUK oTena kaapos OO0 «BocTtok»
3aoanue. PazpaboTaiite npoekT J{oJKHOCTHON HHCTPYKIIMHM HaYaJbHHUKA OT/IENIa KaJApOB

IIpakTuyeckoe 3amanume 1 k Teme 2.4. PacnopsigutejbHble JOKYMEHTBbI: BUAbI M
coaepraHue

Onucanue cumyayuu. Bel HauasibHUK otaena kaapoB OO0 «BocTok»
3aoanue. PazpaboTaiite CxeMy JOKYMEHTOOOOPOTA KaJAPOBOM CITyKOBI.

IIpakTuyeckoe 3ananue 2 k Teme 2.4. PacnopsigurejbHble JOKYMEHTBbI: BUAbI M
coaepraHue

Onucanue cumyayuu. Bel HauasibHUK otaena kaapoB OO0 «BocTok»
3aoanue. Pazpabotaiite Cxemy 00pabOTKH IpUKa3a O pHeMe

2.6. PexoMeHanMu Mo OLeHUBAHMIO HHIUBHAYAIbHBIX 3aJaHuil (pedepar, Te3uchbl
CTaThsl)

MakcumaiibHOE Kpurepuu!l
KOJIMYECTBO OaoB™

16 (oTnuHO) BricraBnsiercss  oOywatomiemycst  €ciaM  OH  IOATOTOBMIJI K
nyOJIMKalMU HAyYHYIO CTaThiO
10 (xoporo) BricraBnsiercss  oOyuaromiemycst €ciad OH  IOATOTOBMIJI K

myOJIMKAITMU TE3UCHI JI0KJIa/1a Ha KOH(EepeHIHIo
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MaxkcumanbpHoEe
KOJINYECTBO OatoB*

Kpurepun!!

6 (yIOBIIETBOPUTEITHHO)

BrictaBnsercs oOyuaroliemycs €cid OH MOArOTOBMI pedepat, B
KOTOPOM OH BBIpa3wy CBOE MHEHHE IO C(HOPMYIHMPOBAHHOM
npoOjemMe, TOYHO OMNpeAeNTuB MNpoOJeMy  COACp)KaHUEe |
cocrapisiromre.  [lpuBeneHbl  JaHHbBIE  OTEYECTBEHHOM U
3apyOexHON JUTEpaTypHl, CTaTUCTUYECKUE CBEICHMS,
uHpOpMalLMs HOPMATHBHO IPABOBOTO Xapakrepa. OOydarouuiics
3HAET W BJIAJIEET HABBIKOM CAMOCTOATEIBHOW HCCIeI0BaTEeIbCKON
paboTel TIO TEMe UCCICNOBAHMS, METOJaMHU U IpPUEMaMH
aHalM3a TEOPETHUECKUX  W/WIM  MPaKTHYECKHX  acleKTOB
uzydaemoit obmactu. @DakTHYeCKHX OMHOOK, CBS3aHHBIX C
MOHUMaHueM TpoOieMbl, HeT, Tpaduuecku padora odopmieHa
MPABUJIBHO.

4 (yIOBJIETBOPUTEIHHO)

BeicTaBnsiercss 00ydJaromieMycsi €Clid OH MOJArOTOBHI pedepar, B
KOTOPOM CTYJICHT MPOBOMT JOCTATOYHO CAMOCTOSITCIIbHBIIN aHAIIN3
OCHOBHBIX JTalOB M CMBICJOBBIX COCTABJISIONIMX IMPOOJIEMBI;
MOHMMAeT 0a30BbIE OCHOBBI M TEOPETHYECKOE OOOCHOBaHUE
BBIOpAHHOW TeMbl. [IpUBJICYEHBI OCHOBHBIE HCTOYHHUKH IO
paccmarpuBaeMoit Teme. JlomymeHo He Oonee 2 omuOOK B
coJiepaHuu po0IeMbl, 0HOPMIICHHH PaOOTHI.

1 (HEy1OBJIETBOPUTEIIBHO)

BricraBnsercs oOyuaromemycs eciu paboTa MpeacTaBisieT coOoi
NIEPECKA3aHHBId WM TOJHOCTBIO  3aMMCTBOBAHHBIM HCXOJHBIN
TEKCT 0e3 Kakux Obl TO HM ObUI0O KOMMEHTapueB, aHanu3a. He
packpbITa CTPYKTypa M TEOPETHYECKass COCTABIISAIOMIAs TEMBI.
Honymeno Tpu wid 0Oojee Tpex OMMUOOK B  COACpKaHUHU
packpbiBaeMoi Tpo0aemMbl, B 0(OPMIICHUH PAOOTHI.

NEPEYEHD TEM JJISI BBINOJIHEHWUS WHAWBUJYAJTBHBIX 3A TAHUHA
1. CymHOCTh 1 OCHOBHOE Ha3HAYEHHE JOKYMEHTAI[MOHHOTO O0eCTieueHus ypaBieHUs B

COBPCMCHHBIX YCJIIOBUX.

2. HopmatuBHO-TpaBoBasi 6a3a JOKyMEHTAlMOHHOTO 00ECIICYECHNUS YIIPaBICHHS.
3. Opranu3zanus T0KyMEeHTO000pOTa Ha MaJIbIX IPEANPUATHIX.
4. Cneun¢uka TOKyMEHTalMOHHOTO 00ECTICYCHNUS YIPABJICHHS B TOCYIapPCTBEHHBIX

YUPEKICHUSAX.

5. Bo3MOXXHOCTH MCITOTB30BaHUSI COBPEMEHHON O(PUCHON TEXHUKHU B ONTHMHU3AINH
JIOKYMEHTO00O0pOTa B OpraHU3aluy.

6. BO3MOXHOCTH HCTIOIB30BaHUS CIIEIUATIN3UPOBAHHBIX TPOrPaMM JIs OCYIIECTBICHUS
JOKYMEHTALMOHHOTO 000pOTa B COBPEMEHHBIX OpraHU3alUsiX.

7. UcTopusi CTAHOBJIEHMSI U Pa3BUTHUS JOKYMEHTAI[IOHHOTO OOeCIieueHus yIpaBIeHHsl B CTpaHe.
8. BO3MOKHOCTH HCITOJIB30BAHUSI METO/I0B MAaTEMATHUECKOTO MOJECIUPOBAHUS IS
ONTUMM3AIHMH JOKYMEHTOO00pOTa HA PEIPUSITHH.

9. Crienuduika TOKyMEHTAMOHHOTO 00eCTieueH I YIPaBJICHUS B KQJPOBBIX CIIyKOax.

10. 3apyOexHBIN OMBIT OPraHU3aIuy JOKYMEHTAITMOHHOTO OOECIICYCHUS YITPABIICHHUS.

11. TlepcnieKTUBHBIE HAMIPABJICHUS B PA3BUTUU JOKYMEHTAIIMOHHOTO O0ECTICUEHUS YIIPaBICHHUS.
12. Opranuzanus J0KyMEHTOO00pOTa B OpraHax rocy/IapCTBEHHON BJIACTH U MECTHOTO

CaMOYyIIpaBJICHUS.

13. CocraB n npeHa3HaYeHNUE BHYTPEHHUX OPraHN3allMOHHO-PACTIOPAIUTEIBHBIX JOKYMEHTOB
OpraHu3aIyy 1o paboTe ¢ MepcoHaIOM.
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14. [IpuMeHeHe METOZ0B COBPEMEHHOTO MEHEKMEHTA B OpraHU3aIlH JOKYMEHTAIHOHHOTO
obecrnieueHus

yIpaBJICHUSI.

15. IlpuMeHeHue TrOCYyIapCTBEHHBIX CTaHJApPTOB B OpraHM3alUd JOKYMEHTAl[MOHHOIO
obecrieueHus yrpaBcHUsI.

16. Ucnonp3oBanue 3apyOeKHOTO ONBbITA B OPraHU3alUU JJOKyMEHTO000pOTa Ha OTEYECTBEHHBIX
TPEIPUSATHSIX.

18. XapakTepHucTuka Ciry>KObl JOKyMEHTAIIHOHHOTO 00ecIeYeHusI Ha KOHKPETHOM MPEAIPUATHH
(0 BBIOOPY CTY/IEHTA).

BOMNPOCKI K 3AUETY MO PA3JEJIAM (TEMAM) JMCLHUATIIVHBI (MOLYJIST)

1.laiiTe onpeieneHre MOHATUIO «KaIPOBBIA JOKYMEHTOOOOPOT», IEPEUUCIUTE €0 OCHOBHBIE
3a/1a4u.

2.Ha3oBure, Kakue BUJIbI JOKYMEHTOB CYIIECTBYIOT B KQJIpOBOM JOKYMEHTOOOOPOTE.
3.JlaiiTe onpeneneHre NOHATHUIM «KaIPOBOE JEI0», «KaAPOBOE JEIOMPOU3BOICTBOY,
«KaJIpOBBI JOKYMEHTOOOOPOTY.

4.ITosicHUTE B3aMMOCBSI3b MEXy KaPOBBIM JEIONPOU3BOJICTBOM U KaIpoBbIM JieoM. HazoBute
OCHOBHYIO II€JTb JIEIIONPOU3BOJCTBEHHOTO 00eCIIeUeHUs KaIPOBOM CITYKOBI.
5.Ilepeuncnure OCHOBHbIE (PYHKIIMH JOKYMEHTAIMOHHOTO 00ECIICUEeHUsI CUCTEMBI YIIPaBICHHUS
MIEPCOHAIOM.

6.Ilepeuncnure MpUMEpHBIN CIUCOK OOIIMX 3a7a4 KaJApOBOT0 OT/AeNa U 00sI3aHHOCTEH €ro
COTPYJAHUKOB.

7.HopmaTuBHO-IIPaBOBOE PEryJMPOBAaHUE OPraHU3ALMH IE€IONPOU3BOICTBA B OPraHax
rOCYJapCTBEHHOM IPa)K1aHCKOM CITyKOBI.

8.OCHOBHBIE TTOHATHS B IETONPOU3BOJICTBE COTJIACHO.

9.0061ue TpeOoBaHUs K CO3/IaHUIO YIIPABICHYECKUX JOKYMEHTOB.

10.IToaroToBKa CIy>KeOHBIX MMHCEM

11.ITopsnok BeneHus: MPOTOKOJIOB

12.0Opraau3zanusi JTOKyMEHTO000pOTa U UCIIOTHEHHS JOKYMEHTOB

13.CucremaTu3anus 1 XpaHeHNs JOKYMEHTOB B JI€JIONPOU3BOJICTBE

14.1Topsiok MOATOTOBKY A€ K Tepeaaye AJisl apXUBHOTO XPaHECHUS

15.3apaun kapoBOTo AEIONPOU3BOACTBA, MOPSIOK €r0 OpraHu3aluu

16.ITopsimok cocTaBieHUss HOMEHKJIATYPBI e KaAPOBOH CITY>KOBI

17.CoctaB u 3HaueHuE KaApOBOM JOKYMEHTALlUN

18.PackporitTe moHsATHE «TOKYMEHT». Knaccudukaius 10KyMeHTOB.

19.TekcT 1OKyMEHTa, €ro CTPYKTYpa.

20.Knmaccudukamms kaapoBoi JOKyMEHTAIIUN

21.I'pynnbl KaApOBBIX TOKYMEHTOB

22.CocTaB ¥ Ha3HAYEHUE OPraHU3ALMOHHO-PACTIOPAIUTENBHON JOKYMEHTAIIUN
23.IlepconasibHble JOKYMEHTHI: MOHSITHE, MOPSAOK COCTABIICHUS U XpaHEHUS

24 .Buapl opraHu3aliMOHHBIX IOKYMEHTOB, UX COJAEPKaHHUE U MTPABUIIA COCTABICHUS
25.PacniopsiquTenbHble JOKYMEHTBI: BUIBI U COACPKAHUE

26.ITopsimok MPOXOKIAEHUS U UCITOJTHEHUS KaJPOBBIX TOKYMEHTOB

27.Peructpanus KagpoBbIX JOKYMEHTOB.

28.KoHTpoJb 32 HCMOJHEHUEM KaAPOBBIX JOKYMEHTOB

29.ITopsaaok pOopMHUPOBAHUS U BEJCHUS JIUYHBIX JET

30.ITopsimok oopmIIeHHS JIMYHON KapTOUKH paOOTHUKA

31.TpynoBbie KHIKKH: TIOPSIOK OPOPMIICHHUS, yUETa, BEIIAYN M XPAHCHUS

32.3asBeHUS: BUIBI, TIOPSIOK COCTABJICHUS U 00pabOTKH

33.JIu4yHBIN TUCTOK MO YYETy KaJAPOB: HA3HAUCHHE, COJCPIKAHUE U MTOPSIIOK OPOPMIICHUS
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34.ABTOOHOTpadus: Coaep)KaHUe U MOPSIAOK COCTABIICHUS

35.JIuuHoe Aeno: MoHsATHE, HA3HAYEHUE, COJIepKaHUE

36.I1paBuia BHYTPEHHETO TPYAOBOTO pacHoOpsIAKa: COJEPHKAHUE, MOPSAIOK COCTABIICHUS,
YTBEPKACHHSI, KOHTPOJIb 32 UCTIOTHEHHUEM.

37.J105KHOCTHBIE MHCTPYKIIMH: TTOPSIIOK COCTAaBIIECHUS, YTBEPKIECHUS, KOHTPOJIb 32
VCIIOJTHEHUEM.

38.I1onoxkeHne 0 CTPYKTYPHOM MOAPA3ICICHUN: TTOPSIAOK COCTABIICHUS, YTBEPKACHUS,
KOHTPOJIb 32 ucronHeHueM. Conepikanre mopsaok oQopMICHUS U TTOANUCAHUS

39.KaapoBsie mpHUKa3bl: BUABI, MOPSI0K 0GOPMIICHHUS, TOMUCAHUS U UCTIOIHEHUS

40.ITpuka3 o npueme Ha paboTy: cojep:kaHue MOPAI0K OPOPMIICHHS U TTOANMCAHHS
41.T1pukas (pacnopspkeHus ) 0 mepeBo/ie (IEPEMEICHHH ): COAEP)KaHne MOPSA0K opopMIIeHUS U
MO CAHUS

42 .Tlpuka3 00 yBOJIBHEHHUU: COACPIKAHUE TTOPSIIOK ODOPMIICHHS U TTOITUCAHUS

43.Ilpuka3 (pacmnopspkeHus) O IPENOCTABICHUU APYTUX OTIIYCKOB: COAEpXaHUE IOPSI0K
oQopMIIeHUS U TIOTUCAHUS



