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1. lean u 3agaun AUCHUATIHMHBI
1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:

IIK-5 CnocobeH ocymiecTBasTh pabOTy € JTOKyMEHTaMH, COASP)KAIUMH HH(POPMAIIUI0 OTPaHUYEHHOTO

J0CTyTa

1.2 Tumbl 3amad mpodecCHOHATBHOW JEATETLHOCTH, K KOTOPBIM TOTOBATCS OOydYaroluecs B paMKax

OCBOCHMHA NJUCLHMITIIIMHBI:

- OpPraHU3aLMOHHO-YIIPABICHYECKUN

1.3 JlucumriinHa OpUEHTHPOBAHA Ha MOATOTOBKY OOydYaroUIMXCs K MPo(ecCHOHaIbHOM AEATEIbHOCTH B
coepe: 07 AIMUHUCTPATHBHO-yIpaBiIeHYeCKast M oucHas AeATeNbHOCTh (B cpepe OpraHu3aliOHHOTO U
JOKYMEHTAIIHOHHOTO 00eCIeueH s YIPaBICHUs OPTaHU3aIMsIMU)

1.4 B pe3ynbTare 0CBOCHHS JUCHUIUIMHBI y 00YYarOIUXCs TOJKHBI OBITH C(OPMUPOBAHBIL:

O06001TIeHHBIEC TPYIOBEIE
(yHKIMH / TPYAOBBIC
(YHKIMY / TPYAOBBIC HIIH
npodeccroHaIbHBIC
JercTBUs (IPU HATTUYIAN
npodcTangapra)

Konx n HammeHoBaHme
xommnerenuu ®I'OC BO,
HEOOXOIUMOM 1151
(hopMHUPOBaHUS TPYIAOBOTO
WIH PO CCHOHATBLHOTO
JIeHCTBHS

MHankaTopbl JOCTHKEHUS] KOMIIETEHIIAM

[IK-5 Cnocoben
OCYILIECTBIISITH paboTy ¢
JTOKYMEHTaMH,
COZIePIKAIIUMHU
WHPOPMAITUIO
OTPaHUYEHHOTO JOCTYIIa

OCYH_ICCTBJ'ISIGT NOATOTOBKY M OpraHU3alnuro pa6OTLI C
AOKYMCHTAaMH, COACPKAIIUMHA NMEPCOHATILHBIC TaHHBIC

1.5 CormacoBanue MCKIUCHTUIITIMHAPHBIX CBs3eH JAUCIMIIINH, OGCCHG‘-II/IBEIIOH_II/IX OCBOCHHC KOMHGTGHHHﬁ:

[TIK-5 CrniocoGeH ocymecTBIsTh padoTy ¢ AOKYMEHTaMH, COIASPKAlIMMH HH(DOPMAIINIO

OrpaHUYCHHOIO JOCTYyIIa

Ne HaumeHnoBanue ®dopma
n/n JUCIIUTLITNH, o0yueH
OTIPEIETISIOIIX us
MEXIUCIUTUTMHAPHBIE | OyHas
CBsI31 (cemect
p)
6|7
1 |KordunennmansHoE + | +
JISIIOTIPOU3BOJICTBO
2 |Kondunenumanbupeii | + | +
JIOKyMEHTO000POT
3|Opranuszamnus padoter | + | +
C JIOKyMEHTaMu
OTPaHUYEHHOTO
JIOCTyTa
4|IIpaBoBoe + | +
perynupoBaHue
KOH(pHIEHITUATEHOTO
JISIIOTPON3BOJICTBA




5|IIpakTuka mo +
MOJTY4YEHUIO
poheCCHOHATTLHBIX
YMEHUH U OIIbITa
poheCCHOHATTLHOU
JeSITeIbHOCTH

6|CynebHoe +
JIEJTOTIPOU3BOJICTBO

2. MecTo nucuuiuiaabl B cTpykrype OII 0akasaBpuara:

HucuumuinHa «KanpoBoe 1e7I0mpou3BOACTBOY» OTHOCHUTCS K 4YacTH, (OPMHPYEMOH ydacTHHKAMHU
oOpa3oBaTeibHbIX OTHOIIEHUH, yueOHoro rurana OIl mo Hampasiaenuto noarotoBku 46.03.02 -
JIOKyMEHTOBEICHUE U apXUBOBE/ICHUE.

HucuumnHa «KanpoBoe ae10npon3BOACTBO» U3YYaeTCs B S CEMECTPE.

3.00beM U coep:kaHMe TUCHUILTHHBI
3.1.00beM QUCLIUILUIMHEL: 5 3.€.

Ounas: 5 3.e.
Bun yueOHo# paboTh (BCSEI;ZEOB)

O0mast Tpy10éMKOCTb TUCHHUILIHHBI 180
KonrakTHast pabora 96
Jlexumm (Jlextmm) 48
[Tpaktuueckue (Ilpakt. pad.) 48
CamocrostensHas padota (CP) 48
OK3amMeH 36

3.2.Conepxanue Kypca:

No Haspanue Bun yuebnoit | dopmsl TekyIero
TEMBI pasnena/TeMbl paboThI, yac. KOHTPOJIS
Jlek |IIpa | CP
L[UH | KT.
pao.
O]l0|O
5 cemecTp
1 Kanposoe IIpakTrueckas
JIEJIOIPOU3BOJICTBO. pabora
JIOKyMEHTUPOBaHHE
KaJpOBOI
,Z[CSIEGJIBHOCTI/IZ 4 l_in 4
OpraHu3aIMOHHbIE
bopmbI 1
HOPMAaTHUBHO-METO/]
MYECKHE aCTEeKThI
2 OpranuzanuoHHO-II [Tucemennas pabota
paBoBast KaipoBast 616 |6 (ITucbmennas
JOKYMEHTAIHs CaMOCTOSITeNIbHAS
pabora)




3 CocraB u [ToaroroBka u
oopmienue BBICTYIUTHHE C
JOKYMEHTOB JJISI I JIOKJIaJIOM
IIOCTYIUICHHS HA 4 4 4 (BricTynienue ¢
paborty. [lepBuunbie pedeparom);
JOKYMEHTBI IIpakTrueckas
TPYZIOYyCTpOMCTBA pabora

4 TpynoBoi 10roBop, Konnoksuym
KaK OCHOBHOM (KonTponbHbIit
JOKYMEHT, cpes); [Ipaktuyecka
PernaMenTupyomu | ITn 6 pabora
i 6
B3aMMOOTHOIIICHUS
paboTHUKA U
paboTomarens

5 IIpukasel o [IuceMenHas pabora
JTUYHOMY COCTaBY: (ITucbmennas
PEKBU3UTEI, 6 | 6 | ¢ | camocroatenbras
0COOEHHOCTH paborta)
odopmiieHus U
perucTpanum

6 VYueT cBeneHuii o [Tucemennas pabota
nepcoHane. Y4er 616 |6 (ITucemennas
pabouero BpeMeHH CaMOCTOSITeNIbHAs

pabora)

7 Benenue TpynoBbix TecTtupoBaHue
KHIKEK U KHUTH UX
y4eTa. DIeKTpOHHas
TPYZIOBasi KHUXKKA!

6 | 6 | 6
0COOEHHOCTHU
BEJICHUS U
oopMmieHUs
OTYETHOCTHU

8 Benenune anuHEBIX 6 ITo 6 [IpakTnyeckas
nen 6 pabora

9 XpaHeHue KomnokBuym
JIOKYMEHTOB T10 (KoHTpOnbHBIH
JTUIHOMY COCTAaBY. 4 [ 4 cpes);
DIEKTPOHHBII 4 [IpakTnyeckas
KaJIPOBBIN pabora
JIOKyMEHTOO000pOT

Tema 1. KagpoBoe qesionpou3BoacTBO. JJ0OKyMeHTHPOBaHHE KAJAPOBOii 1esiITeIbHOCTH:
OpraHu3anvoHHbIe (POPMBbI 1 HOPpMATHBHO-MeToAU4YecKue acnekThl (ITK-5)

Jlexknus.



[TonsaTue kagpoBoro aenonpousBosacTBa. Kinaccuueckas ¢popma opranuzanuu KaapoBoil ciayx0sl. [lonsrue
«otmen kaapoBy. OpraHuzanyoHHBIE (DOPMBI OCYIISCTBICHHS KaJApOBOH pPabOTHL: CaMOCTOSTEIbHOE
CTPYKTYPHOE IMOAPA3AEIEHUE C HENOCPEACTBEHHBIM OJYMHEHNEM PYKOBOAMTEIIO UM €r0 3aMECTUTEINIO,
BBINOJIHEHHE (YHKUUI KaapoBOM CIyKObl OTHEIBHBIM COTPYIHHMKOM, BBITIOJHEHHE KaJpoBOW (GyHKIMU
COTPYAHHUKOM, OCHOBHBIE 0053aHHOCTH KOTOPOTO HE COBIAJAIOT C BO3JIOKEHHBIMH 3a/lauaMH IO KaJIpOBOM
pabote. CTpykTypa KaapoBoii ciykObl. [loHsTHE KaapoBas JOKYMEHTAIHsI UIIH TOKYMEHTALUS IO TMYHOMY
cocraBy. bioku kaspoBoil JOKyMEHTAIMU: 00s3aTeIbHbIC JOKYMEHTHI Ul BeICHHsI BO BCEX OpraHM3alUsiX
HE3aBUCUMO OT c(epbl JesITeIbHOCTH, YHUCICHHOCTH IMEpPCOHANla M OPraHU3aIl[MOHHO-TIPAaBOBOM (HOpPMBI,
JOKYMEHTBI, HOCAIINE PEKOMEHIAaTeIbHBIN XapakTep, JOKYMEHTHI, 3aBUCALINE OT CHeUU(UKA KOHKPETHOM
opranuzanyy. BHyTpeHHHE JOKalbHbIE HOPMAaTHBHBIC akThl. MH(OpMaIMOHHO-pacueTHbIE JTOKYMEHTHI.
JIOKyMEHTBI, TOITBEPKAAIOUINE TPYAOBYIO JeSITEeIbHOCTh. PacnopsianTensHbie J0KyMeHTHl. OdunuanbHas
BHYTpEHHs nepenucka. JKypHaiel KOHTposiss u ydera. OOmierocyaapcTBEHHBIE 3aKOHOAATEIBHBIE U
HOPMAaTHUBHO-METOJMUYECKHUE aKThl, HEOOXOAMMBIE B KaJpoBOM jeinonpousBoictee: Koncrutymus PO,
Tpynosoii konexkc PO, @3 «O rocymapcTBeHHOH TaiiHe», «O NMepCOHAIbHBIX AAHHBIX», «O KOMMEpUECKOI
taifHe», «OO0 wuHpopManuu, WHPOPMALMOHHBIX TEXHOJIOTMAX U 3ammre uHGopmammm», «O
rocynapctBeHHOM repoe POy, «O s3bikax HaponoB POy, «O nopsike paccMOTpEeHUs: OOpaIeHUH TPaXKaan.
IIpakTH4Yeckoe 3aHATHE.
1. Ha3naueHue kapoBbIX JOKYMEHTOB. O01IHe TpeOOBaHUS K COCTABICHHUIO U opopmiieHII0. DopMaThI
Oymaru, 1mosis, mpaBuiia opOpMIICHUSI PEKBU3UTOB, TPEOOBAHUS K TEKCTY KaJpOBOTO JOKYMEHTA.
2. CrpykTypa KaJpoBoil HHPOPMAITMOHHO-TOKYMEHTAITMOHHOW CUCTEMBI: 3aKOHO/IATEIbHBIC aKThI,
HOPMATHBHAsI 1 HOPMaTUBHO-METOANYECKAsI U CIPABOYHAsl JOKYMEHTAIUsl, OpraHU3allMOHHO-TIPABOBAsI
KaJpoBasi JOKyMEHTAIlMsl, IJIaHOBasi, JOTOBOPHAs, paclopsaIuTeNIbHas, CIPaBOYHO-UH(POPMALIMOHHAS U
Y4ETHO-OTYETHAs KaJpoBasi JOKyMEHTAlUs, JOKYMEHTAIIHS 110 YYETy UCIOIb30BaHHOTO paboyero BpeMeHu
Y PacyeToB C MEPCOHAJIOM OPTaHM3aLMU 0 OIJIaTe TpyAa U Apyras KaapoBas JOKYMEHTALMS.
3.  Tlopsaok opopMieHuUsT JOKYMEHTOB KaIpOBOW HMH(POPMAIIMOHHO-TOKYMEHTAIIMOHHON CUCTEMBI.
3ananus AJ51 CAMOCTOSITEILHOI padoThI.
[To3HaKOMUTBCA € 3aKOHOAATEIBHBIMU U HOPMaTUBHO-METOANYECKUMH JOKYMEHTAMU, CBA3aHHBIMHU C
BEJICHHEM KaJIpOBOT'O JI€JIONPOU3BOCTBA, BHITUCATh UX O(UIIMaTbHbIE HAUMEHOBAHUSI.
[Ipu BbINOMHEHNN JAHHOTO 3aJaHUs CTYIECHT JOJIKEH BBISIBUTH BCE 3aKOHOJATENIbHBIE U
HOPMaTUBHO-METOANYECKHUE JOKYMEHTBI, peIJIaMEHTHPYIOIINE ASSITENbHOCTh KaJPOBBIX CIY>KO, COCTaBUTh
CITUCOK (B XPOHOJIOTHYECKOM TTOPSIZIKE).

Tema 2. Opranu3zanuoHHo-npaBoBas kajaposasi Jokymenranus (I1K-5)

Jlekumus.
Hasnauenue opraHu3anOHHO-IIPABOBBIX JOKYMEHTOB, HX CTPYyKTypa, TpeOOBaHHS K COCTaBIICHHIO,
MpoLeAypa MX COINIACOBAHMSI M YTBEP)KICHUS, MOPSAOK BHECEHUS B HUX HM3MEHEHMH M JIOTIOJTHEHUU.
[Tonoxxenne o kanpoBoit cimyx6e. CTpykTypa U mrarHas yucieHHocTh. llltatHoe pacnucanue. Tumnossie
(dbopMBI TpaBUJI BHYTPEHHErO TPyAOBOro pacrnopsaka. CTpyKTypa TEKCTa IOJKHOCTHOM HMHCTPYKIIHH.
WNucTpykuus 1o KagpoBOMy Jeionpou3BoACTBY. [lomokeHue o pabore ¢ mHepcOHANbHBIMH JaHHBIMU.
[Tonoxxerne 00 00pabOTKe TEPCOHANBHBIX JJaHHBIX paOoTHHKOB. Ilepemauya TEepCOHANBHBIX JTAHHBIX
pabotHukoB. [Tonoxxenne 06 orare Tpyaa ¥ MPEeMUPOBAHUHT

IIpakTnyeckoe 3aHsATHE.
Ha npumMepe KOHKpETHON OpraHu3aiii He0OX0TUMO COCTABUTh MPUKa3 00 YTBEPKICHUH ITATHOTO
pacnucanus (Ha IpuMepe KOHKPETHON OpraHU3aIlle ), IPUKa3 O BHECEHUH U3MEHEHUH B IITAaTHOE
pacnucaHue (Ha IpuMepe KOHKPETHON OpraHn3alnn)
3amuTa NepCcoOHaIbHBIX JaHHBIX

3ananus AJ51 CAMOCTOSITEILHOI padoThI.
[IpoBecTu cpaBHUTENBHBIN aHATN3 IPAaBUI BHYTPEHHETO TPYIOBOTO PACIIOPsIIKA U MOJIOKEHHS O
nepcoHae.

[Ipu BBIIOTHEHUH 331aHUS HEOOXOJUMO MTO3HAKOMUTECS CO CTPYKTYPOU U COJEpKaHUEM TEKCTa pa3/iesioB
MPaBWJI BHYTPEHHETO TPYAOBOTO pacHoOpsIKa U MOJIOKEHUEM O TIEpCOHAIE.



Tema 3. CocTaB 1 opopMiieHHE JOKYMEHTOB /ISl MOCTYIIEHUs1 HA padoTy. [lepBuuHble JOKYMEHTbI
Tpynoycrpoiicrea (IIK-5)
Jlekumus.

JlokyMeHTalus, CBSi3aHHAs C KOMIUIEKTOBaHHEM IepcoHasla opraHu3auuu. JlokymeHTalus, CBsi3aHHas C
MIPOLIECCOM MPOJIBIKEHUS MepcoHaia Mo ciayxoe. JlokyMeHTalus, CBI3aHHas C BBIOJIHEHUEM PaOOTHUKOM
TpeOOBaHUHN TPYIOBON AUCHUIUIMHBL. JIOKyMEHTaNus, CBI3aHHAS C MPEKPAIICHHEM TPYIOBBIX OTHOIICHUN
paboTHHUKOB ¢ opranu3anueid. [Ipomemypa nmpuema Ha padory. O3HaAKOMIIEHHE COMCKATENS C JOKHOCTHOU
WHCTPYKIMEN Mo oAnuch. O3HAKOMJIEHHWE C HHCTPYKIHEH MO OXpaHe Tpyaa oA noanuch. O3HaKOMIICHUE
COTPYIHUKA C UHCTPYKLHEH MO MPOTHBOIOKAPHON 0€30MacCHOCTH MO MOANKUCH. 3aBEACHHUE JIMYHOTO JAesa
Ha coTpynHuka. OdopmiieHne TpyaoBoro aoroBopa. M3zmanue mpukaza o mpuemMe Ha paboty. 3armoiaHeHHe
JUYHOM KapTOYKH Ha COTPYIHUKA 1O pocnuchk. OdopmiIeHHne FIEKTPOHHON TPYIOBO# KHIKKH. [IprcBoeHme
COTPYIHUKY TabeIbHOr0 HOMEpa U BHECEHHUE 3amucel B Tabellb yueTa UCIOb30BaHusl pabouero BpeMeH! O
Hayasie paboThI.

IIpakTn4yeckoe 3ansATHE.

Vcnionb3yst 0CHOBHBIE ITpaBUiia OPOPMIICHHUS aHKETHI, HEOOXOIMMO pa3paboTarh aHKETy Ui puemMa
paboTHUKa Ha padoTy.

[TonroroBka nokiana (pedepara) Mo aHaIM3y TPYAOBOTO 3aKOHOIATEIHCTBA
3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
Hcnonb3yst 0CHOBHBIC CITOCOOBI TOJATOTOBKH U 0OPMIICHHUS Pe3toMe, HEOOXOIUMO pa3padboTaTh pe3roMe

Tema 4. TpynoBoii 10roBop, KaK OCHOBHOM IOKYMEHT, PerJIaMeHTHPYIOLIUI B3aMMOOTHOIICHUS
padoTHuka u padoroxarens (I1K-5)
Jlekumus.

TpynoBoii A0roBop — coramieHue Mexnay padoTomareneM M pabOTHHUKOM, B COOTBETCTBUM C KOTOPBIM
paboronmarenb 00sI3yeTcsl MPEAOCTaBUTh PAOOTHUKY paboTy Mo OOYCIOBICHHOM TPYHOBOW (YHKIUH,
o0ecrneunTh YCJIOBHUS Tpylda, MPEIyCMOTPEHHbIE HOPMAaTHBHBIMU IPABOBBIMHU aKTaMH, COJAEPKAIIUMHU
HOPMBI TPYZIOBOTO IIpaBa, CBOEBPEMEHHO U B MTOJHOM pa3Mepe BHIIUIAYMBATH PAOOTHUKY 3apabOTHYIO IJIary,
a pabOTHUK OOS3YyeTCs BBITIOJHATH OIMPEACICHHYIO 3TUM COTJIAIIEHHEM TPYAOBYIO (YHKIIHIO, COOMIOAATh
NeCTByIONIME B OpraHM3alliyd MpaBWiia BHYTPEHHETO TPYAOBOro pacnopsaka. CTOpOHBI TpPyIOBOTO
noroBopa. llopsaok M ciydan TpOBEACHHS METUIIMHCKOTO OCBHIETEIIbCTBOBAHUS M HWCHBITAHUSA MPU
3aKJIIOYEHUH  TpyAoBoro jgoroBopa. Kraccuduxamuss TpyaoBbIXx  JgoroBopoB. OOsi3aTenbHble |
JIOTIOJIHUTENBHBIE YCIOBUS TPYAOBOTO J0roBopa. M3MeHeHue yclioBui JeiCTBYIONIEro TPyA0BOTO JI0roBopa
B CBSI3U C TIEpeMeIIeHeM paboTHHKA (TIEPEBOJIOM Ha IPYTYIO padoTy). MI3MeHeHHe yCIOBHi N1eHCTBYIONMIETO
TPYZOBOTO JOrOBOpa B CBSI3M C BPEMEHHBIM IE€PEBOJOM Ha Jpyryio pabory (10 NpOU3BOJACTBEHHON
HeoOxoaumocTn). OCHOBaHUS AJIsl MPEKpalIeHHs 1eHCTBUS TPYJOBOTO 10r0BOpa

IIpakTH4Yeckoe 3aHATHE.
TpynoBoi 1OroBOp C COBMECTUTEIIEM.
CpouHblii TpyOBOI JOTOBOP.
YuyeHndeckuit JoroBop.
TpynoBoi 1OroBOp ¢ BOAUTEIIEM.
TpynoBoii 1OrOBOP C MHOCTPAHHBIMU TPAKIAHAMMU.
TpynoBoii 10roBop C IIaBHBIM OyXraiaTepoM.

NNk W=

TpynoBoii moroBop paboTtonaress — GU3NIECKOTO JUIA C PAOOTHHUKOM.
3ananus AJ51 CAMOCTOSITEILHOI padoThI.
BoIsiBUTH pa3nuuus TPyAOBBIX JOTOBOPOB OT I'PaKIaHCKO-TIPABOBBIX.
Opranu3zaiiuu HepeaKo 3aKII0YaroT ¢ (PU3HUSCKIUMHE JTUIIAMH JIOTOBOPBI TPaXTaHCKO-TIPABOBOTO XapaKkTepa
Ha BBINIOJHEHUE ONPEAETICHHBIX paboT (ycuyr). K HUM OTHOCSTCS JOTOBOPHI KYTITU-ITPO/IAaXKH, KOMUCCHH,
MOpsi/ia, BO3ME3IHOTO OKa3aHUs YCIIYT, IEPEBO3KHU IPYy30B, apeHbl. BMecTe ¢ TeM ecTh psiji JOTOBOPOB,
HMCIOIUX CXOACTBO C TPYAOBBIMHU JOTOBOpAMH, HO UMHU HC ABJIAIOIINUXCA. CTy,Z[eHTy HCOGXOZ[I/IMO BBIABUTH
KaKHC CyICCTBYIOT OTIIMYUTCIIbHBIC OCOGGHHOCTI/I TPYAOBBIX JOTOBOPOB OT I'paKAaHCKO-IIPABOBLIX.



Tema 5. [Ipukasbl 0 JUYHOMY COCTABY: PEKBU3UTHI, 0COOEHHOCTH 0(POPMJIICHUA U PErUCTPALMH
(IIK-5)
Jlekumus.

[Ipuka3 (pacmopsikenue) o npueme Ha padoty (dopma NeT-1 mmm NeT-1a). Ilpukas (pacmopspkeHHe) o
nepeBosie Ha Apyryo padoty (dhopma NeT-5 mmm NeT-5a). [lpukasz (pacmopspkeHue) o IpemoCcTaBIeHUN
ormycka paboTHuKy (pabotHukam) (popma NeT-6 mmm NeT-6a). IIpuka3 (pacnopsikeHue) o MpeKkpaneHun
(pactopsxenun) TpynoBoro goroopa (popma NeT-8 mm NeT-8a). [Ipukas (pacnopsikeHue) o HarpaBICHUN
pabotHuka(oB) B kKoMaHAUPOBKY (hopma NeT-9 mmm NeT-9a). CnyxeOHoe 3amaHue I HamnpaBIICHUS B
KOMaHJIUPOBKY M OTUeT O ero BoImosHeHHH (dhopma NeT-10a). Ilpukas (pacmopsikeHHE) O MOOIIPEHUHN
pabotHuka(oB) (bopma NeT-11 mm NeT-11a).

IIpakTnyeckoe 3ansATHE.
OdopMHUTE U 3aMIOTHUTH MIPUKA3HI 110 TUYHOMY COCTaBY:
1) 12 aBrycra 2017 roma B otnen kaapoB OOO «Bukropus» Oblia mpuHITa Ha paboTy

Jlactouknna Tamapa BacwibeBHa (mpokuBaromias mo anpecy: 123654, r. MockBa, beckynHUKOBCKU
OynbBap, 1.4, kB.15.) Ha JOHKHOCTH MHCIIEKTOPA 10 Kapam.
2) 30.08.2017r. B o6mmit ornen 3A0 «Cdepa» Obina npuHATa Ha paboty MypamunHa TaresiHa
IleTpoBHa Ha OMKHOCTH CEKpETapsl pyKOBOJUTEIIS.
3) [Tnorauka OOO «Bukropus» I'pummna Anexcannpa Anexcanaposuyda 5 mas 2017 rona no
COCTOSIHHUIO 3/10pOBBS MepeBecTy B 6a3y Nel Ha TOIDKHOCTB JUCTIETYEpA.
4) J10 yCTaHOBJIEHHUSI CTOMKOHN yTpaThl TPYAOCHOCOOHOCTH JHOO BBI3OPOBICHUS MEPEBECTU
BOJUTENST TPAHCIIOPTHO-YOOpouHOi MamuHbl MapkoBa JIMuTpuss AHarojbeBHYa Ha JOJDKHOCTH BaxTepa
aBTOO0A3BI.
5) Ha ocHoBanuu npencraBieHus 3aMecTUTENs reHepaibHoro aupekropa ot 01.12.2017 Nel
MaptsinoB UBan ['puropseBud, ropuckorcynsT OO0 «Paputet» 11 gexadbpst 2017 roma HarpakieH lIEHHBIM
MTOJIAPKOM 3a JIBa/IIATUIICTHUI TOOPOCOBECTHBIN TPYI.
6) B OOO «Papurer» 3 suBaps 2017 3a 10CpoyHOE BBHINOJHEHHE MPOEKTa OOBSBICHA
O1aromapHOCTh KOHCTpYKTOPY 3atynnHoii Enene BukropoBHe u Bbiiana npemus B pazmepe 10000 py6rneii u
T.J.

3aganus AJ151 CAaMOCTOSITEJIbHOM PadoThI.
3anoaHUTh YHU(DUIIUPOBAHHBIE (HOPMBI IPUKA30B 110 IMYHOMY COCTABY.
[Ipu BBIMOMHEHUU 3a7aHMsI HEOOXOIMMO TMOMHHUTH, YTO MpPHKa3bl (PacHOpsDKEHUs) MO JUYHOMY COCTaBy
MOTYT OQOpPMIIATbCS B COOTBETCTBMM C YHUQPHUIMPOBAHHBIMU (QopMaMH MEPBUYHON  y4eTHOM
JTOKyMeHTanuu, yrBepxkaeHHbIMU [loctanoBinenuem ['ockomcrara Poccuiickoit @enepaunu OT S5 siHBaps
2004 r. Nel u BBemeHubiMu B gneiictBue ¢ S5 ampens 2004 r. OcCHOBHBIE NPOUEAYPHI U JOKYMEHTBHI,
OTpa)karolllie JIBIKEHUE KaapoB. JJokyMeHTaabHOEe oopMIleHHE MpuemMa Ha paboTy: 3aloJHeHHe pUKas3a
(pacmiopsixeHust) o mpueme Ha padoty (hopmbl NeT-1, NeT-1a).
Odopmnenne nepeBona Ha Ipyryio padoty. ([JJokymeHThI, 3amonHsieMble NpU O(GOPMIIEHHUH TEpPEBOAA.
3anoHeHHe puKasa (pacropsKeHus) O epeBoze Ha Ipyryto padboTy (popmer NeT-5, NeT-5a)).
OdopmieHre KOMaHIUPOBOK: MpHKa3 (paclopsHKeHUE) O HANpaBICHUM B KOMaHAUPOBKY (dopma NeT-9,
T-9a)
Odopmnenne ormyckoB (3amoiHeHHE MpHKa3a (pacHopsDKEHHUs) O MPEIOCTaBICHUH OTIycKa ((opMbl
NeT-6, NoT-6a). OcHOBHBIE pa3ielbl U CoAep)aHUe rpaduKa OTITYCKOB).
Odopmnenne yBonbHeHUS (JlOKyMEHTHI, 3aloJIHAEMble TIPU YBOJBHEHMH. 3allOJHEHUE IpHKa3a
(pacniopsxeHwsl) 0 MpeKpalieHuu (pacTop>keHun) TpyaoBoro norosopa (hopmer NeT-8, NeT-8a)).
CryneHty HeoOXOAMMO 3arOHUT BCe Tpadbl YHUPHUIIMPOBAHHBIX (hopM.

Tema 6. Yuer cBeneHuii o nepconaJjie. Yuer padouero spemenn (IIK-5)
Jlexknus.

3anonnenue auaHoi kapToduku (hopma NeT-2 unmu NeT-2I'C (MC)) B mporiecce AesITeNbHOCTH paOOTHUKA B
opranuzaiuu. Tabens yuera pabodero BpeMeHH U pacueTa oriatel Tpyna (hopma NeT-12)

IIpakTH4eckoe 3aHATHE.
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Ha xoHKpeTHOM mpuMepe CTyIeHTaM HEOOX0IMMO 3alOTHATh YHUPUITUPOBAHHBIE (DOPMBI TUIHON
kaptouku padbotHuka (popmbl NeT-2, NeT-2I'C(MC), NeT-4)
3ananus 1J151 CAMOCTOSITEILHOI padoThI.
3anoaHuTh yHUGUIIIPOBaHHYIO hopmy NeT-2

Tema 7. Benenue Tpy10BbIX KHHKEK H KHUTH MX y4eTa. JJIeKTPOHHAS TPYAOBAas KHMKKA:
ocoO0eHHOCTH BeieHus1 M opopmienus oryetHoctH (IIK-5)

Jlexknus.

OOmwmii MopsAAOK BENCHUS TPYAOBBIX KHMXKEK. OTBETCTBEHHOCTh 3a HECOONIOCHHME MOpPSAKAa BEICHUS
TPYIOBBIX KHIDKEK NMPUHATOMY Ha palboTy BHepBble. BHecenue 3amuceil o mpueme Ha pabory. BHecenue
3amucei 0 mepeBosie Ha Ipyryro paboTy, JOKHOCTh B TOW )K€ OpraHU3alllH, IPUCBOCHUHU pa3psiia U T.II.
Buecenne 3ammceli 0 HarpaxacHHUsX (MoompeHusx). BHecenue 3anuceit 00 yBonbHeHUH. OCOOCHHOCTH
BHECEHUs 3amuceil o paboTe Mo COBMECTUTENLCTBY. [lyOnmukar TpyaoBOM KHIKKU. BKiajnelmn B TpymaoBYIO
KHIWKKY. BHEceHre B Tpy[NOBYIO KHIKKY HCIIPABICHHBIX 3anuceld. BHeceHue pasinvyHbIX U3MEHEHUM B
TPYZIOBYIO KHIKKY. KHUTa yuera ABM)KEHUS TPYAOBBIX KHI)KEK U BKJIAJbIILIEH B HUX.

[TonsATHE «ANIEKTPOHHAS TPYOBas KHIKKay. [IpaBuia popMHUpOBaHUs CBEICHH O TPYHAOBOU AESTEIHLHOCTH
paborauka. ®opmer C3B-T/I, CTA-P, CTA-IIDP
IIpakTH4Yeckoe 3aHATHE.
OdopmiteHre TUTYIBLHOTO JINCTA TPYAOBON KHIKKH
CryneHTaM npeuiaratoTcsi CUTyallii, HA OCHOBE KOTOPBIX OHU JOJKHBI 3aII0JHUTH TPYIOBYIO KHHKKY
3aganus AJ151 CAMOCTOSITEIbHOM PadoThlI.

BHecTu u3MeHeHus ¥ UCTIpaBIICHUs Ha TUTYJIBHBIN JHCT TPYAOBOW KHMKKH (M3MeHeHue rpad «Damunusy,
«O6pazoBanuey, «IIpodeccus, crienanrbHOCTE») U B pa3ieibl JOKYMEHTHI (IepenMEHOBaHHE OpraHU3alU,
omrOKa Ipy BHECEHUHU CBEJICHHI 0 padore).

[ToznaxkomuTthcs ¢ [IpaBunamu BeeHUsI M XpaHEHUS TPYIOBBIX KHUKEK, U3TOTOBJICHUS OJJaHKOB TPYIOBOM
KHIDKKY U o0ecrieueHus UMH padoronareneii, yreepxaeHapiMu [loctanosnenuem [IpaBurenscrtea PO ot
16.04.2003 1. Ne 225 «O TpynoBbIX KHUKKax», MHCTpYKIIHEN MO 3aMI0JIHEHUIO TPYIOBBIX KHUKEK,
yTBep)kieHHOM [TocTanoBienneM MunucrepcTBa Tpyaa u counanbHoro pazsutusi PO ot 10.10.2003 1. Ne
69, HanKcaTh CTPYKTYpPY JOKYMEHTOB.

Tema 8. Benenune auunpix gea (ITK-5)
Jlexknus.

[TousiTHE U 0COOCHHOCTH BCACHUA U O(I)OpMJICHI/IH JIUMYHOIo JcJjia. CocraB AOKYMCHTOB, BKIIOYAIOIIUXCS B
JIUMYHOC OCJI0.

IIpakTH4eckoe 3aHATHE.

N3yunth nopsaok oopmiIeHus JINYHOTO Jiejia pabOTHUKA M HA OCHOBAHUHU MPEJICTABICHHON CUTyalluH
He00X0uMO 0pOPMUTH OOJIOKKY JIMYHOTO JIeIa, BHYTPEHHIOIO OMUCH JJOKYMEHTOB JIMYHOTO JIea.

3aganus 1J151 CAMOCTOSITEJIbHOM PadoThlI.
3anoJHUTE «JIMCT-3aBEPUTEITb JENIaN.

[Ipuctynas kK caMOCTOATEILHOMY BBIIMOJIHEHHUIO 33JaHUsI, HEOOXOIUMO YSICHUTH, UTO JINCT-3aBEPUTENH Jielia
odopmiiseTcs pu caye JNYHOTO JIeia B apXUB.

Tema 9. XpaHeHue JOKYMEHTOB 110 JUHYHOMY COCTABY. DJIEKTPOHHbINH KAAPOBbI JOKYMEHT0000POT
(IIK-5)
Jlekumus.

Opranuzaiuss ONEpPaTUBHOTO XpaHEHUs JOKYMEHTOB KajapoBod ciy:xkObl. Homenknarypa gedn,
(dbopMupoBaHue e, NOAr0TOBKA JeJl K apXMBHOMY XpaHEHHIO, COCTaBleHHEe U o(opmiieHHe onucel el
KanpoBbie cipaBoyHO-UH(OpPMAIIMOHHBIE KAPTOTEKHU U paboTa 10 HUM

Brenpenue smeKKTpOHHOTO KaApOBOTO JOKYMEHTO000pOTa
IIpakTnyeckoe 3ansATHE.



1. TlepcoHMpHUIMPOBAHHBIA TEHCHOHHBIN y4YeT: BEACHHWE AaHKETHBIX [aHHBIX- 10 COTPYIHHKAM IS
MIEHCUOHHOTO y4YeTa; BeJleHHE JOKYMEHTOB Ha BbIJauyy- AyOnuKaTa U Ha OOMEH CTPaXOBBIX CBUICTENIHCTB;
IIOArOTOBKA WHAMBHUAYAJIbHBIX- CBEICHUM O CTPAXOBOM CTa)K€ M HAYUCICHUU CTPAXOBBIX B3HOCOB Ha
o0s13aTeNbHOE TEHCHOHHOE CTpaxoBaHHe; (OpMHpOBaHUE TMauek AoKyMeHToB B [I®PP u orderoB Ha-
MAarHUTHBIX HOCUTEJISX.

2. O0s3aTenpHOE MCIUIIMHCKOC CTpaxOBaHHC: BCACHUC- AHKCTHBIX NAHHBIX IO COTPYAHHKAM IJId BblIa4U
ITOJIMCOB 00S13aTEILHOTO MCIUIUHCKOI'0 CTpaxOBaHHA; BCACHUC JOKYMCHTOB Ha BbIAa4y I[y6.HI/IKaTa n Ha
oOMeH MCIUIIMHCKHX- ITIOJIMCOB.

3. JIOKyMEHTBI 10 BOMHCKOMY YY€TYy MepcoHaa.
4. OopmiieHne TOBEPEHHOCTEH, CIIPaBOK ¢ MecTa paboThl, OOXOIHBIX JTUCTOB.

5. Odopmienue NOKyMEHTOB MO PEKPYTHUHTY IEpCOHaNa: Ha 3Tale MOoMCKa: OObABIEHHUE O- BaKaHCHUH,
KBaJIM(UKALIMOHHBIE TpeOOBaHUS K BAKAHTHOM JOJDKHOCTH Ha 3Tame- O0TOOpa: MakeT 3asiBUTENbHBIX
JIOKYMEHTOB.

6. ITopsiiox oopmiteHUs TOKYMEHTOB Ha IPEACTABICHUE K OTPACIIEBbIM U TOCYJapCTBEHHBIM Harpajiam.
7. JJOKyMEHTBI 110 OXpaHe Tpy/ia

3anaHus AJ51 CAMOCTOSITEILHOI padoThI.
3HAKOMCTBO C ITPAaBOBBIMU OCHOBAMH JIOCTYyTIA K JJOKYMEHTaM, COACpKaluM MepCOHANIbHBIE JaHHbIE B PD.

Brimonnsis 3aganue, cTyneHTy HEOOXOIMMO YSICHUTB, YTO IO/ NEPCOHATIBHBIMH JaHHBIMH MOJPa3yMeBaCTCsI
uHpopmalus, HeoOXoarMas paboTOATENIO B CBA3H C TPYIOBBIMU OTHOIICHUSIMH U KacCaIOIIasCcs
KOHKpETHOTO paboTHuKa. CTylneHTY HEOOXOMMO BBISIBUTH JIOKYMEHTHI, KOTOPBIMU HEOOXOMMO
PYKOBOJICTBOBAThCS IIPU OTIPEICIIEHUN 00beMa U coliepKaHus 00padaTbIBA€MbIX MEPCOHANBHBIX TaHHBIX.

4. KoHTpO/Ib 3HAHUI 00yYAKOIIMXCS U THIIOBbIE OLIEHOYHbIE CPeACTBA
4.1. Pactipenenenue 6amios:

5 cemecTp
* mocemaemMocts — 10 0atoB
*  TeKylMi KoHTpoIsb — 50 OaoB
*  KOHTPOJIbHBIE CPE3bl — 2 cpe3a Mo S5 OAITOB KaX bl
* npemuanbHble 6amiel — 20 6amIoB
* OTBeT Ha ’Kk3aMeHe: He Ooinee 30 OamioB

Pacrnipenenenne 6aJiioB 10 3aaHHSIM:

Ne |HaszBanue tembl | Dopmbl Max. MeTonrka npoBeAECHNS 3aHATUS U OLIEHKH
Te | /BHUI y4eOHOH |TEKyLIero | KOJ-BO
MBI paboTHI KOHTpoJisi | 0asuioB
/ cpe3bl
1. Kanposoe IIpaktuue 5 5 6ayioB - paboTa BBIMOJIHEHA U 0(opMIIeHA OE3yPEUHO
JeNIOTIPOU3BOJIC | CKast 4 Gayna- UMEIOTCS HE3HAUUTEIbHBIE OIIMOKH B COACP)KAHUM W/HIU
TBO. pabora oopmiennn padoThI
JlokyMeHTHpOBa 3 Ganna — paboTa BBINOJIIHEHA C OIIMOKaMHU
HUE KaJIpOBOI 2 Gata - paboTa BBINOIHEHA ¢ omKOKaMH U ohopMIleHa HEOPEKHO
JeSITeIbHOCTH: 1 OGamn - paboTa BBINONHEHA C CYIIECTBEHHBIMU OIIMOKaMH |
OpraHH3alHOHH oopmiieHa HEOPEKHO
bIe (POPMBI U
HOPMAaTHBHO-Me
TOAMYECKHUE
ACTIEKTBI
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OpranusaruonH | [luceMeHH 5 6ayIoB - paboTa BBIMOJIIHEHA U 0opMIIeHA OE3yIPEUHO
o-TipaBoBasi  |as paboTa 4 Oana- UMEIOTCS HE3HAYHUTEIbHBIC ONMIMOKH B COMCPKAHUM H/UITU
KaJapoBas (ITucemen oopmennn padoThI
JIOKYMCHTAIHSI Hast 3 6ayia — paboTa BBIMOJIHEHA C OIIUOKAMU
CaMOCTOSIT 2 Oamna - paboTa BBITIOJTHEHA ¢ OTMOKaMu U o(popMiieHa HEOPEHKHO
eNbHaS 1 Gamn - pab®oTa BBINOJHEHA C CYIICCTBCHHBIMH OIIMOKAMU U
pabota) odopmiieHa HEOPEIKHO
CocraB n [Moaroros VYcTHOE BBICTYIJICHHME aBTOpa 1O pe3yabraraMm Jokiana/pedepara
odopmitenune Ka " COCPEJIOTOYECHO Ha TPUHIMIHAIBHBIX BOIMpPOCaX, TaKWX Kak:
NTOKYMEHTOB JIJIsI | BBICTYIUTH aKTyaJIbHOCTh TEMBbI HCCIICJIOBAHMUS; METOIOJNIOTHUECKUHN amnmapar u
MOCTYIJICHUSI HA | He C OCHOBHBIC HAy4YHBIC TOIXObI (IIKOJBI), 3aHUMABIIUECS PEIICHUEM
pabory. JIOKJIaJIOM BOIIPOCOB; HOBH3HA paboThI 17§ OCHOBHBIE BBIBOJIBI,
[epBuunbie | (BwicTyru chOopMyIHpPOBaHHbBIE B X0/l U3yUCHHS MaTepuania.
JIOKYMEHTBI CHHE C WupuBuayansHasl 3aliuTa MPEoyiaraeT PackKpbhITHE JTHYHOCTHOTO
TPYIOYCTPOMCTB | pedeparo acIieKTa aBTopa JoKiaga/pedepara B Xxoae pabOThI Haja TEMOH.
a M) HeoOxommmo 000CHOBaTh BHEIOOP TEMBI W TPUBECTH COOCTBCHHBIC

METOABl M CIOCOOBI pabOThl Haja MpoOIeMOi, BBIHECEHHOW B
3ariaBue. [IpuWBeJCHbI OpUTHHANILHBIE HAXOJKH, COOCTBEHHBIE
CY)KICHHs, WHTEpecHble (akThl W WJEH, IONYYCHHBIE B XOJC
pa3paboTku Marepuwana. B jokmame mokHa OBITH  OTpakeHa
JUYHOCTHAS 3HAYMMOCTh TIPOAETaHHON padOTBl W  HaMEuYeHBI
MIEPCTIEKTUBEI TIPOTOIDKEHHS WCCIIEZIOBAHUSI. Bo3moxxHBI
Mpe3EHTAINH, pa3daTOYHbIN MaTepua, claiibl u T.1.

5 GayIoB — CTYIEHT IPaMOTHO BBICTPAMBAET JIOTUKY CBOETO JTOKJIaja
mo wmarepuanam pedepara, pacKkpblBaeT TEMy HCCIIEIOBaHUS,
OMHpasich Ha PE3YyNbTaTbl TEOPETHYECKUX MW  OMIUPHUYECKHUX
WCCIIEJOBAaHNN TOCIEIHUX 3-5 JeT, TeMOHCTPUPYET OpUTHHAIbHBIC
HaXOOKW B  pEIICHHH MPOONEMBI, HAMEUYeHBbl MEPCIEKTUBBI
WCCIIEIOBaHUsA,  IMPOAEMOHCTPHUPOBAHBI ~ XOPOIIHWE  OPATOPCKHUE
CHOCOOHOCTH,  BBICTYIUICHHE  COMPOBOXKIAETCS  Mpe3eHTaluei
MOTyYEHHBIX PE3yIbTaToB. | paMOTHBIE OTBETHI HA JOMOIHUTEIHHBIC
BOIIPOCHI

4 Gamma - CTYIEHT TPaMOTHO BBICTPAaWBAaET JOTHKY CBOETO JOKJIa/aa
mo wmarepuanam pedepara, pacKpblBae€T TEMy HCCIIEIOBaHUS,
OMHpasiCh Ha pe3yiabTaThl TEOPETUUYECKUX WM OMIHUPHYECKUX
WCCIIEIOBAaHNN TMOCIETHUX S5 IeT, JOEeMOHCTPHUPYET OT/ENbHEIE
OpUTHHAJBHBIE HAXOAKH B pEIIEHHH MPOOJIEMBI, TEePCHEKTHUBBI
WICCIIEIOBaHUS HaMEUYEeHBI OTHENbHBIMH MITPUXaMH,
MPOAEMOHCTPUPOBAHEl ~ XOPOIIME  OparopCcKhe  CIOCOOHOCTH,
BBICTYIUIGHHE  CONpPOBOXKAAETCA  NPE3eHTAlMeHd  MONYYEeHHBIX
pesyapratoB.  JlaHBI ~ TpaMOTHBIE  OTBETHl Ha  OT/EIbHBIE
JIOTIONTHUTENIbHBIE BOIIPOCHI

3 Oamra - JIOTHKa BBICTYTIJICHHS B OTAEIBHBIX MECTaX HapyIIaeTcs,
TeMa WCCIENOBaHUS pPACKPBIBAETCS, OMNHPAsSCh Ha PE3yNbTaThl
TEOPETUYECKNX HCCIeNoBaHni TocnenHux 10 J5eT, OTCYTCTBYIOT
OpUTHHAJbHBIE HAXOAKH B pEIIEHUH MPOOJIEMBI, TEePCHEKTHUBBI
WCCIIEIOBaHNS  HAMEYEHBl  MYyHKTHPHO, TPOIEMOHCTPHUPOBAHBI
CpeIqHHe OpaTopcKHue CIOCOOHOCTH, BBICTYIJICHHE COMPOBOXKIACTCS
Mpe3eHTallell MOMYYEHHBIX pe3ylbTaToB, OTBETHl Ha BOIPOCH
TpeOyIOT yTOYHCHHUS.

2 Ganna — TpeACTaBIIEHHBIE pe3yJabTaThl B Macce CBOCH HE HOBBI,
OTBET MPEACTABISET COOOM MPOCTOE 3aUNTHIBAHUE TEKCTA, OTJEIbHbIE
OTBETHI Ha JIONIOJTHUTEIHHBIE BOIIPOCH! TPEOYIOT YTOYHEHUS

1 6amt - mpencTaBIEHHBIE PE3yAbTaThl B Macce CBOEH HE HOBBI, OTBET
MPEJICTaBIsIeT COOOW MPOCTOE 3aYMTHIBAHME TEKCTa, CTYIEHT He
MOJKET JIaTh OTBETHI HA JOIIOIHUTEbHBIE BOTIPOCHI
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[IpakTnue 5 6amoB - paboTa BhINOMHEHA U 0popMIIeHa Oe3ypedHo
cKas 4 Oana- UMEIOTCS HE3HAYHUTEIbHBIC ONMIMOKH B COMCPKAHUM H/UITU
pabora odopmIIeHUN pPabOTHI
3 6ayia — paboTa BBIMOJIHEHA C OIIUOKAMU
2 Oamna - paboTa BBITIOJTHEHA ¢ OTMOKaMu U o(popMiieHa HEOPEHKHO
1 Gamn - pab®oTa BBINOJHEHA C CYIICCTBCHHBIMH OIIMOKAMU U
oopmiieHa HEOpEKHO
Tpynosoi Kosnsoks KommokBrym MOXKET IPOBOAUTCS B YCTHOM M MHUChMEHHOU (hopMe.
JIOTOBOD, KakK HYM Ha xonnmokBuyMm BBIHOCHTCSI YacTh Marepuania dk3aMeHa. OleHka 3a
OCHOBHOM (KonTpoa KOJUIOKBHYM YYHUTBIBAETCS TPH BHICTABICHUH (PHHAIHFHONW OIICHKH 3a
JOKYMEHT, bHBI 9K3aMeEH.
periiaMeHTHpPYIOo | cpe3)(KOH KomnmokBuyM cTaBHT clieyronine 3aaaqn:

1103178 TPOJbHBI - MPOBEpKa M KOHTPOJIb OJTYUSHHBIX 3HAHUN TI0 NU3y4aeMOU TEME;
B3aMIMOOTHOIIICH | i cpe3) - pacupeHne MpoOIEMaTHKU B pPaMKax JIOTIOHUTEIBHBIX BOIPOCOB
usi paboTHUKA U O JaHHOU TeMe;

paboronarens - ynryOlieHve 3HaHUH MTPH TOMOIIU MCITOIb30BAHHUSI IOTIOTHUTEIBHBIX
MaTepHasoB TPH MOJTOTOBKE K 3aHSITHIO;
- CTYIGHTHl JOJDKHBI TPOJEMOHCTPHPOBaTh YMEHHs paboThl ¢
Pa3INIHBIMH BUIaMU HCTOPHYECKUX UCTOYHHUKOB;
- ¢dopmupoBaHHEe  YMECHHUH  KOJUICKTHBHOTO  OOCYXKICHUS
(TonIepKuBaTh AUANIOT B MHKPOTPYIIIAX, HAXOJUTH KOMIIPOMHUCCHOE
pelleHre, apryMEHTUPOBATh CBOKO TOYKY 3PCHHUS, YMEHHE CIYIIATh
OIMOHEHTA, TOTOBHOCTH MPUHSTH MO3UIIUIO JIPYTOTO YUAIIETOCS).
5-4 6anna - myOoKoe U MMPOYHOE YCBOSHUE IIPOTrPaMMHOTO MaTepraia
- TIOJTHBIE, TTOCIIE/IOBATENILHBIC, TPAMOTHBIC U JIOTMYCCKH U3J1aracMbie
OTBETHI TIPY BUJIOM3MEHEHHH 33JIaHHS, - CBOOOIHO CIIPABIISIONIUECS C
MOCTaBJICHHBIMU  33JIauaM¥, 3HAHHWs Marepuaia, - [PaBHIbHO
000CHOBAaHHBIC TIPUHSTHIC PEIICHHS, - BIAJICHHE Pa3HOCTOPOHHUMH
HaBBIKAMH W TIPUEMaMH BBITIOJTHEHUSI TPAKTUIECKUX paboT.
3 Oayuta - 3HaHHUE MTPOTPAMMHOTO MaTepHaia - TpPaMOTHOE U3JIOKCHHUE,
0e3 CylIecTBEHHBIX HETOYHOCTEH B OTBETE Ha BOIPOC, - MPABHILHOE
MPUMEHEHUE TEOPETHUYECKUX 3HAHWHA - BIIAJCHUE HEOOXOIUMBIMHU
HaBBIKAMU TIPH BHIMOJHEHUHN PAKTHYESCKUX 3a/1a4.
2-1 ©Oamn - YyCBOGHHE OCHOBHOTO Marepuajga - IIpH OTBETE
JIOMTYCKAIOTCSI HETOYHOCTH - TPH OTBETE HEJOCTATOYHO TPABHILHBIE
(OPMYITHPOBKH - HapyIICHUE IOCIICAOBATEIILHOCTH B H3JIOKCHUU
MpPOrpaMMHOTO  Marepuayia - 3aTpyJHCHHS B BBIOJHCHUHU
MPaKTUYECKUX 3aJJaHUM
[IpakTnue 5 6amnoB - paboTa BhINOMHEHA U 0opMIIeHa Oe3ypedHO
cKa 4 Oana- UMEIOTCS HE3HAYHUTENbHBIC ONMIMOKH B COJCPKAHUM H/HITU
pabora oopmennn padoThI
3 Ganna — paboTa BBINOJIIHEHA C OIIMOKaMHU
2 Gata - paboTa BBINOIHEHA ¢ omKOKaMH U ohopmIleHa HEOPEKHO
1 Gamn - pabGoTa BBINOJHEHA C CYIICCTBCHHBIMH OIIMOKAMU U
odopmiieHa HEOPEIKHO
[Ipukazer mo  |IIucemenH 5 6amioB - paboTa BRIMOTHEHA B 0opMITeHa OE3yTTPETHO
JTAIHOMY ast pabora 4 Oajia- UMEIOTCS HE3HAYHUTEIbHBIC ONIMOKH B COMACPYKAHHH H/HIH
COCTAaBYy: (ITucemen odopMIIeHUHN pabOTHI
PEKBU3HTHI, Has 3 Oaymra — paboTa BBINOTHEHA C OITHOKaMHU
0COOCHHOCTH |CaMOCTOST 2 6amia - paboTa BEITIOJTHEHA C OIMMTUOKaMu U oopmIiieHa HEOPEKHO
opopMIICHUS U | eNbHAs 1 Gamn - pabora BBITIOJIHGHA C CYIICCTBEHHBIMH OITHOKAMH |
peructpanuu | pabora) odopMiIeHa HEOPEKHO
VYuer cBegenuit |[lucemenn 5 6amnoB - paboTa BhINOMHEHA U 0popMIIeHa Oe3ypedHo
o mepcoHane. |as pabora 4 Oana- UMEIOTCS HE3HAYHUTENbHBIC ONIMOKH B COMCPKAHUM H/UITH
VYuer pabouero | (Ilucemen oopmiennn padoThI
BpEMEHU Has 3 6ayia — paboTa BBITOJIHEHA C OIIOKAMU
CaMOCTOST 2 Gata - paboTa BBINIOIHEHA ¢ omKOKaMH U ohopMIleHa HEOPEKHO
eNbHaS 1 Gamn - pabGoTa BBINOJHEHA C CYIICCTBCHHBIMH OIIMOKAMU U
pabota) odopmiieHa HEOPEIKHO
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7. Benenue Tectupos 5 1 6ann Hauncnsiercs 3a Kaxkable 10% NMpaBUIIBHBIX OTBETOB
TPYIAOBBIX aHue
KHIKEK U KHUTH
UX yyera.
ONeKTpoHHAS
TpyHoBas
KHIDKKA:
0COOEHHOCTH
BEACHUS U
odopmiieHUS
OTYETHOCTH
8. Benenue [IpakTnue 5 5 6amoB - paboTa BhINOMHEHA U 0popMIIeHa Oe3ypedHo
JMYHBIX JET cKast 4 Gayna- UMEIOTCS HE3HAUUTEIbHBIE OIIMOKH B COACP)KAHUM W/HIU
pabora oopmiennn padoThI
3 Gana — paboTa BBIOJIHEHA C OIIMOKaMHU
2 Gata - paboTa BBIMOIHEHA ¢ omKOKaMH U oopmileHa HEOPEKHO
1 OGamn - paboTa BBINONHEHA C CYIIECTBEHHBIMU OIIMOKaMH U
odopmiieHa HEOPEIKHO
9. XpaHeHue Kosnsoks 5 KommokBrym MOXXeT IPOBOAUTCS B YCTHOM M MHUChMEHHOHU (hopMe.
JOKyMEHTOB IO HYM Ha xonymokBuyM BBIHOCHUTCSI 4acTh Marepuana sk3aMeHa. OLeHKa 3a
JMYHOMY (Kontpoa KOJUIOKBUYM YYHTBIBA€TCS IIPU BBICTABIECHUM (PUHAIBHON OLIEHKHU 3a
COCTaBY. bHBIH DK3aMeEH.
ONeKTpOHHBIN | cpe3)(KOH KonnokBryM CTaBUT CleIyOUIUE 3a0a4u:
KaJpOBbIi TPOJbHBI - IPOBEpPKa M KOHTPOJIb IIOJIyUYEHHbIX 3HAaHUH 110 U3y4aeMoi TeMe;
JOKyMeHTOoOop | ii cpe3) - pacuMpeHue NpoOJIeMaTUKU B paMKax JIOTIOJHUTENbHBIX BOIPOCOB
oT 110 JaHHOM TEMe;
- yniryOsieHre 3HaHUM NpY TOMOIIY MCIIOIb30BAaHMS IOTIOJTHUTENbHBIX
MaTepuasoB IpH NOATOTOBKE K 3aHATHIO;
- CTYAEHTBl JOJDKHBI HPOJEMOHCTPHPOBaTb YMEHHs palboTel ¢
Pa3IUYHBIMU BUAAMU UCTOPUYECKUX UCTOYHUKOB;
- ¢dopmupoBaHme  yMEHMH  KOJUIEKTHBHOTO  OOCYXICHUS
(monepkuBaTh AMANOT B MUKPOTIpPYMIIaX, HAXOAUTHh KOMIIPOMHUCCHOE
peleHue, apryMEeHTUPOBAaTh CBOIO TOYKY 3PEHHUs, YMEHME CIIyIaTbh
OIIIOHEHTAa, TOTOBHOCTbH IPUHSTH MO3ULUIO APYTOro y4alerocs).
5-4 6anna - ryOoKo€e U MMPOYHOE YCBOSHUE IIPOrPaMMHOTO MaTepraia
- IIOJIHBIE, NIOCJIEI0BATEIIbHBIE, PAMOTHbIE U JJOTMYECKH U3J1aracMble
OTBETHI IIPY BUJOU3MEHEHHUHU 33JJaHUs, - CBOOOIHO CIIPABIISIOLINECS C
[IOCTAaBICHHBIMU 3a/lauaMM, 3HaHMUS Marepuaia, [IPaBUIIBHO
00OCHOBAaHHBIC IPUHSATHIE PEILCHMA, - BIaJEHHE Pa3HOCTOPOHHUMU
HaBBbIKAMH U IPUEMaMU BBIIIOIHEHUS [IPAKTUYECKUX PaloT.
3 Oayuta - 3HaHHWE TPOTPAMMHOTO MaTepHaa - TpPaMOTHOE U3JIOKCHHUE,
0e3 CylLIeCTBEHHbIX HETOYHOCTEH B OTBETE Ha BOIPOC, - IIPaBUIIbHOE
IIPUMEHEHUE TEOPeTUUYECKUX 3HAHUM - BIIAJICHUE HEOOXOAWMBIMU
HaBbIKaMU IIPY BBINOJHEHNUH NIPAKTUYECKUX 3a/ad.
2-1 ©Oamn - YyCBOGHHE OCHOBHOTO Marepuajga - IIPpH OTBETE
JIOIIyCKAIOTCSI HETOYHOCTH - IIPU OTBETE HEIOCTATOYHO NPaBUJIbHBIE
(OpMYIHpPOBKM - HapylLIEHUE II0CJIEAOBATEIbHOCTU B H3JIOKEHUU
IPOrPaMMHOIO  Marepuaja - 3aTPpyJHEHUS B  BBIIOJHEHUHU
MPaKTUYECKUX 3aJJaHUM
[IpakTnue 5 5 6amnoB - paboTa BhINOMHEHA U 0popMIIeHa Oe3yNpedHO
cKast 4 Gayna- UMEIOTCS HE3HAUUTETbHBIE OIIMOKH B COACP)KAHUM W/HIU
pabora oopmiennn padoThI
3 Ganna — paboTa BBINOJIIHEHA C OIIMOKaMHU
2 Gaita - paboTa BBIOIHEHA ¢ omKOKaMH U ohopMIleHa HEOPEKHO
1 OGamn - paboTa BBINONHEHA C CYIIECTBEHHBIMU OIIMOKaMH |
odopmiieHa HEOPEIKHO
10. [TocemaeMocThb 10 10 6amnoB — crynent nocetwn Bce 100% 3ansaTHit
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11. [IpemuansHbie OaIbl 20 AKTUBHOCTb HA NIPAKTUYECKUX 3AHATUSIX

12. OTBeT Ha dK3aMeHE 30 10-17 GammoB — CTYIEHT PAcKPhLI OCHOBHBIE BOTIPOCHI W 3aJaHUS
OusieTa Ha OIIEHKY «YJOBJICTBOPUTEIHHOM

18-24 GammoB — CTYIEHT PACKPHLI OCHOBHBIEC BOIIPOCHI W 3aJaHUS
OmieTa Ha OICHKY «XOPOIIIOY,

25-30 6amroB — CTYICHT PacKphll OCHOBHBIC BOTIPOCHI M 3aJaHUS
Ousera Ha OIEHKY «OTIHYHOY.

13. |MunuBunyanbHbIC 3aJaHUs, 50 BBITIOJIHEHUE 3aIaHUM 110 KypCy
C TIOMOIIBIO0 KOTOPBIX
MOXHO HaOpaTb
JIOTIOJTHUTEITEHBIC OaJLThI

14. HUroro 3a cemectp 100

HtoroBass omeHka 1O »JKk3aMmeHy BbicTaBisieTcss B 100-0ayibHON 1mikKame W B TPaTUIIMOHHOMN
gyetpipexOambHoil  mikane. [lepeBom 100-0amnbHOM  pEeHTHHrOBOW OIEHKH 1O JUCHHUILIAHE B
TPAJAUIIMOHHYIO YETHIPEXOATUTHHYIO OCYIIECTBISIETCS CIASIYIOIINM 00pa3oMm:

100-6annpHas cuctema Tpagunuonnas cucrema
85 - 100 GannoB OTnuyHO
70 - 84 Gannos Xoporo
50 - 69 6aiuioB YIOBIETBOPUTENTHHO
Memnee 50 HeynosnerBoputenbHO

4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS
KossioxkBuym (KoHTpOJIBHBIH cpe3)

Tema 4. TpynoBoii JOTOBOpP, KaK OCHOBHOM JJOKYMEHT, PErJIaMEHTUPYIOIINA B3aUMOOTHOIIIEHUST paOOTHHKA
u paboTomarens

1. BcraBbre nporyIieHHbIE CII0Ba B ClieAyIolIee Npeanokenue: PaGoTHUK TOMKEH JINYHO BBHIOIHATD
TPYIAOBYIO (PyHKIIMIO, TOAYUHSISIC. . .

2. BcraBbTe IpOIyIIEHHBIE CIOBA B CIEAYIOLIEE MPEAJIOKEHUE: YBEIUUYMIOCH KOJIMUYECTBO JOKYMEHTOB,
KOTOPBIE JOBOASATCS 10 paOOTHUKA. . .

3. Hy»XHO 111 BECTH BCIO KaJIpOBYIO JJOKYMEHTAIMIO HCKIIOUUTENFHO MO0 YHU(DUITUPOBAHHBIM (hopmam?

4. CamocCTOSITENNbHOE CTPYKTYPHOE MOJpa3/ieleHle OpraHu3aluy, MOAYNHEHHOE JTM00 PyKOBOIUTENIO, TNOO
€ro 3aMEeCTHUTEII0, OCHOBHOM (pyHKIIMENH KOTOPOTO ABISETCS 0(POpPMIIEHUE TPYAOBBIX OTHOIIEHUN — 3TO ...

5. Kakue BBIACISIIOT OCHOBHBIE (DOPMBI OCYIIECTBICHUS KaIpOBOW pabOThI?

Tema 9. XpaneHue JOKYMEHTOB 110 IMYHOMY COCTaBY. DJIEKTPOHHBIN KaApOBBIH JOKYMEHTOOOOPOT

IMucsmennas padora (IlmcbMeHHas caMoCcTOsATEIbHAS padoTa)

Tema 2. OprannzanioOHHO-IIPaBOBask KaJpoBasi JOKyMEHTALINS

Tema 5. [Ipuka3zpl o IUYHOMY COCTaBY: PEKBU3HUTHI, 0COOEHHOCTH O(DOPMIICHHS U PETUCTPALUH

Tema 6. Yuer cBeneHmii o nepconane. Y4er pabouero BpeMeHH
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IloaroroBka u BBICTYIJIHME € IOKJIaA0M (BbicTyniieHue ¢ pepeparom)

Tema 3. CocraB u opopmiieHHE JOKYMEHTOB JJIsl IOCTYIUICHUs Ha padoty. IlepBudHbIE JOKYMEHTHI
TPYAOYCTPOMCTBA
Odopmiienne 3asBieHus 0 mpueMe Ha padoty. AHkeTa. ABToOnorpadus.
CyurHocTs pe3toMe Kak JoKyMeHTa. OCOOCHHOCTH 0(OPMIICHHS PE3IOMeE.
OcHoBHBIE TPOIETYPHI U JOKYMEHTBI, OTpakarolliye ABMKEHUE KaJApOB.
TpynoBoii 1oroBop (KOHTPAKT): MOPSI0K 3aKIIOUCHHSI, U3MEHEHUE H MTPEKpaIlICHUE.
OcHoBHbIE pa3zienbl U coepkaHue rpaduka OTIyCKOB.

Nk -

IIpakTyecka padora

Tema 4. TpynoBoii 10roBop, Kak OCHOBHOU JIOKYMEHT, perJIaMeHTUPYIOIINN B3aUMOOTHOILIEHHSI paOOTHUKA
u paboronarens

CocraBbTe BapuaHT TPYAOBOTO JOTOBOPA C COTPYAHHKOM, UMEIOIIUM JTOCTYT K KOH(PUACHIINATBHON

nHpopmauu.

[Ipn BBIIONIHEHWHM 3aJaHUs HEOOXOAUMO OOpaTHThCA K TolokeHusM «TpymoBoro komekca Pdy,

WCIIONIB30BaTh THIIOBBIE OOpa3lbl TPYAOBBIX JIOTOBOPOB, TMPEABAPHUTEIBHO W3YYHTh HEOOXOIUMBIE

JOTIOJTHEHUSI K TPYAOBOMY JOTOBOpPY. JlOTOBOp JOMKEH OBITh COCTABJIEH C YYETOM BCEX TPEOOBaHHMM K

0(OPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

IIpakTyeckas padora

Tewma 1. KagpoBoe aenonpous3BoacTBO. JJOKyMEHTHPOBAHUE KaPOBOM AEATEILHOCTH: OpraHU3allMOHHbBIC
(hOpMBbI 1 HOPMATUBHO-METOANYECKHUE ACTIEKTHI

PazpaboraiiTe nepedeHb HOPMAaTHBHO-TIPABOBBIX aKTOB IO KaJPOBOMY JI€JIONPOU3BOICTBY HEOOXOIUMBIX
JUIsL OPTaHU3AIMH JeSITeIbHOCTH KapOBOH CITy>KObI (0TAena KaJipoB):

a) 00pa30BaTEIbLHOIO YUPEIKICHUS,

0) MPOMBINIUICHHOTO MPEANPUSITHSI, BKITIOYAIOITHI YeThIpe O0Ka:
- (hemepasibHBIC 3aKOHBI,

- MEXXOTpaciieBble HOPMAaTHBHO-TIPABOBHIC aKTHI,

- OTpaciieBble HOPMAaTHBHO-TIPABOBbIEC AKTHI,

- JIOKaJIbHbIE HOPMAaTUBHO-TIPABOBBIE AKTHI.

Cnenaiite BBIBOJA: KaKM€ BOIPOCHI KaJpPOBOTO JEJIONPOU3BOACTBA PEMIAMEHTHPYIOTCS IE€PEUMCIEHHBIMU
JNOKYMEHTaMU

Tema 3. CocraB u opopmiieHUE TOKyMEHTOB JJIsl TIOCTYIUICHUSI Ha pa0oTy. [lepBUUHbBIE TOKYMEHTHI
TPYAOYCTPOMCTBA
Pa3paboraTs OnaHK XapaKTepUCTHKU KaHAMaTa Ha BKIIIOYEHHE B KaJIPOBBII pe3epB, colepKaliui
CIIeyIOIINe KPUTEPUU:
npodeccuoHanbHas qesTebHOCTD,
MOBBIIICHUE KBATH(DUKAIIIH,
OTHOIIIEHUE K padoTe,
MEXJIMYHOCTHBIE OTHOILIEHUS,
YIpaBIECHYECKUE XapaKTEPUCTHKH,
JIOSUTBHOCTh K KOMITAHHH.
Obpaszey
OUO:
JomxHOCTB
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XapakrepucTuka

Tema 8. Benenne TUUHBIX €T

PazpabotaiiTe HOMEHKIATYpy Je] OT/ea KaJpoB HEOOIBIIIONH OpraHU3aIliK, 3aHUMAIOIIEHCS PEKIIaMHON
NeSITeNIbHOCTBIO.

OnHa 13 OCHOBHBIX 33Jlau JaHHOW paOOThl — OCBOUTH OOIIHME MPUHIUIBI CUCTEMATU3AllMU TOKYMEHTOB U
MpaBWia TPYNIOUPOBKH B Jejla OTAEIbHBIX KaTeropuil JOKYMEHTOB, MH3JIO)KEHHBIE B COBPEMEHHBIX
HOPMaTUBHO-METOANYECKHUX JOKyMeHTaX. [Ipy BbIoNHEHUH 3a/1aHusl HE0OX0IMMO 00paTUTh BHUMAaHHUE HA
TO, YTO HOMEHKJIaTypa JIeJ1 UMEET YHH(PHUIIMPOBAHHYIO (HOpPMY, MOPTOMY OHA JIOJDKHA OBITH OoopmiIeHa C
COOJIIOZICHMEM COOTBETCTBYIOIIUX TpPeOOBaHMM, HU3JIOKEHHBIX B HOPMATUBHO-NPABOBBIX akTax. Jlis
OTpe/IeNICHUs] COCTaBa JOKYMEHTOB M TMEpeyHs el B HOMEHKJIaType HeoOXOJMMO BOCIHOJIb30BATHCS
MMEIOLIUMCS JIMYHBIM OTBITOM, a TaK)Ke Pa3IMYHBIMU [IEPEYHSIMU TUIIOBBIX YIPABICHUYECKUX TOKYMEHTOB,
oOpa3yromuxcs B AesITeIbHOCTH OpraHu3alliil, MpUMEPHBIMU HOMEHKJIATypamMu Aell JUIsl pa3InyHbIX TUIIOB
OpraHu3aIuii.

CryneHT nomKeH pa3paboTtarb | HOMEHKIATYpY.

Tema 9. XpaneHnue TOKYMEHTOB I10 TJMYHOMY COCTaBY. DJIEKTPOHHBIM KaJpOBBIH TOKYMEHTOOOOPOT

CocraBbTe OJIOK-CXEMY 3TaNoB 3KCIEPTHU3bI IEHHOCTH KaIpOBbIX JOKyMeHTOB. CocTaBbTe 00pasell
MIPOTOKOJIA 3aCEAAHUSI SKCIIEPTHON KOMUCCUM OpraHU3aIUH.

TecrupoBanue

Tema 7. Benenue TpymnoBbIX KHHKEK U KHUTH UX ydeTa. DJEKTPOHHAsS TPYI0Bask KHIKKA: 0COOEHHOCTH
BeZIeHUsI U 0(OPMIICHUS OTYETHOCTHU

1. Kakue cBeZieHHs BKITIOUAET TUTYJIBHBIN JIUCT TPYAOBOM KHIKKU? (BbIOEpETE MpaBUIIbHBIC BAPUAHTHI)
®UO paboTHuKa

JaTa poXKaACHus,

o0OpasoBaHue,

npodeccus Wi CIeNHUaIbHOCTb,

CTax paboTHlI,

ceMeitHOe TI0JI0KEHHE,

ToJI.

2. Moxert nu rpaxxaanud P® umeTs 1Be Tpy10Bble KHUKKH?

HE MOXET,

MOJKET

3. Kakum 00pa3oM B TpyAOBYIO KHHKKY BHOCUTCS 3aIHCh O BDEMEHHOM TiepeBoie?

3alUCh O BPEMEHHOM IIE€PEBOJIE B TPYAOBYIO KHIKKY HE BHOCUTCH,

«ITepeBesieH BPEMEHHO. .. »,

«IlepeseneH c...no....»

4. BHeceHne HCTIPaBIICHUN ITyTeM 3a4epKUBAaHUS HEBEPHOH 3amucH B pasnene «CBeaeHus o padorey. ..
HE JI0IycKaeTcs,

JIOTTyCKaeTcs,

JIOMYCKAeTCs B OTJCNIBHBIX CIyJasX.

5. Haubonee nmomnHast neppudHast nHGOpMaIus 0 pabOTHUKE TP €T0 3aUHUCICHUN OTPAYKACTCA B ...
JTMYHOU yueTHOH kaprouke (hopmbl Ne T-2),

aHkeTe pabOTHUKA,

aBroOuorpaduu paboTHHKA.

4.3 TIpomexxyTouHas aTTecTalus 1Mo AUCIHUILINHE IPOBOAUTCS B OpME IK3aMeHa
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Tunosbie Bonpockl 3xk3ameHna (I1K-5)
Opraaun3anoHHbIe POPMBI i CTPYKTYpa COBPEMEHHBIX KaJIPOBBIX CITYXKO.
CocraB u BUIbI KaAPOBOM TOKYMEHTALIUH.
HopmarnBHO-MeTOIMYECKHE MaTepralbl, pErIaMEHTUPYIOMNE PaOd0Ty ¢ KaJPOBOM TOKYMEHTAIIUCH.
[lIratHOE pacnucaHue.

Nk -

CrpyKTypa U ITaTHas YUCICHHOCTb.

Tunosble 3aganusa s 3k3amena (IIK-5)
3ananue 1. CocTaBUTh IpUMEPHYIO GOPMY 3asiBICHHS O IpHeMe Ha pabory.
3amganue 2. CTyaeHTy HEOOXOAMMO 3amnoaHUTh Bee rpadnl yHuumpoBaHHbIX Gopm: NeT-1, NeT-1a
3ananue 3. CTyneHTy He0OOXOAMMO 3aMoIHUTh Bee Tpadbl yHUPHUIPOBaHHBIX Gopm: NeT-5, NeT-5a
3amganue 4. CTyaeHTy HeOOXOAMMO 3aroIHUTE Bee rpadnl yHuUIMpoBaHHBIX Gopm: NeT-6, NeT-6a.
3ananue 5. CTyneHTy HeOOXOAMMO 3aMoIHUTh Be Tpadbl yHUPHUIMPOoBaHHBIX Gopm: NeT-8, NeT-8a

4.4. Illkana orieHMBaHMsI IPOMEXKYTOUYHOU aTTECTALIUU

Jeckpuntops! (ypOBHN) — OCHOBHBIC PU3HAKKA OCBOCHUS (TIOKa3aTeIH

Onenka Komnereniuu
TIOCTYKCHHSI pe3YJIBTaTa)
COTITHYHOY IK-5 Ha BBICOKOM ypOBHE OCYILIECTBISET IMOATOTOBKY M OpraHU3aLMIO
(85 - 100 6asoB) paboTHI C TOKyMEHTaMHU, COACPKAIIUMHU NIEPCOHATBHBIE TaHHBIC
IK-5 Ha nocTaTto4HO BBICOKOM YpOBHE OCYIIECTBISET IIOAIOTOBKY H
(XOporio» opranuzanuio  paboTel € JTIOKYMEHTaMH, COIEPIKALLUMHU

(70 - 84 6amnoB)
IEPCOHAJIBHBIE JaHHBIE

«ynosnerBoputensao» [[TK-5 Cnabo ocymiecTBIsIET MOATOTOBKY M OpraHU3aluio paboThl C
(50 - 69 6amoB) JOKYMEHTaMH, COJICPKAIUMH ITIEPCOHATILHBIC JTaHHBIC

«ueynosiersopurenbHo» [[TIK-5 He cnocoben ocymiecTBiasTh NOATOTOBKY U OpraHU3aluio0 paboThl ¢
(menee 50 6anoB) JTOKyMEHTaMHU, COEPKaIIUMHU TTEPCOHAIBHBIC JJaHHBIC

5. MeTonnueckue ykazaHusi AJisi 00y4al0IIUXCS 110 OCBOCHUIO M CHUILTHHBI (MOLYJIS)

5.1 MeTtoandeckue yka3aHus IO OPTaHU3AIlMN CaAMOCTOSTEIBHOM PadOThI 00YUYaIOIIUXCSI:

[Ipuctynas K W3y4eHWIO TUCIUIUIMHBI, B MEPBYIO Odepelb OOydaromuMcsi HEOOXOAMMO O3HAKOMHUTHCS
comepxkaHueM paboueii mporpammbl nuctuiuimabl (PITJ]), xotopas ompexaenser coaepxaHue, o0bem, a
TaKKe MOPSAIOK U3YUCHHsI U MTPETIOIaBaHus yIeOHOM TUCIUILIMHEL, €€ pa3/iena, YacTu.

J171 caMOCTOSATENbHOM paboThl BaKHOE 3HaYEHHE UMEIOT paszeibl «O0beM U collepikaHue AUCIUTITMHBD),
«YuebHo-MeTonyeckoe U HHGOpMAIIMOHHOE 0O0ecieyeHIe TUCIUIUIUHBD U «MaTepruaabHO-TEXHUYECKOe
obecrnieueHre JUCITUTUIMHBI, TPOrpaMMHOE obecreueHue, MpodecCuoHaIbHbIC Oa3bl TaHHBIX U
MH(OPMAIIMOHHBIE CIIPABOYHBIE CUCTEMBI».

B pazmene «O0beM u copepkaHHe AMCHUIUIMHBDY YKa3bIBAIOTCS BCE pas3leibl M TEMbl H3ydaeMoi
JTUCLUIUTMHBL, @ TAK)KE BUJIbI 3aHIATHI U TUTAHUPYEMBI 00BEM B aKaJIeMUYECKHUX Yacax.

B pasgene «YdeOHo-meTomumueckoe U HH(POpMalLMOHHOE oOecledyeHrne AMCHUIUIMHBDY — yKazaHa
peKoMeHayeMasi OCHOBHAs U IONOJIHUTENbHAS JINTEpaTypa.

B paznmene «MarepuanbHO-TEXHUYECKOE OOeCIeueHue TUCIHUIUIMHBL, TMPOrpaMMHOE oOecreueHue,
npodeccuoHanbHble 0a3bl JTaHHBIX U WH(GOPMAIMOHHBIE CIPAaBOYHBIE CHCTEMBD» COACPKHUTCS IEepeueHb
npodeccruoHanbHbIX 0a3 JaHHBIX U MHQOPMALIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIUMBIX AJIi OCBOCHHUS
JUCIUIUTAHBL.

5.2 PexomeHnanuu o0y4aronumMcs o padore ¢ TEOpeTUYECKUMU MaTepraiaMy Mo TUCIUIUINHE

[Tpu u3ydeHnn 1 mpopadbOTKe TEOPETUICCKOTO MaTepraia HeOOXOaUMO:

- IPOCMOTPETH €I1I€ pa3 npe3eHTaruo Jekuuu B cucteMe MOODLe, moBTOpUTh 3aKOHCIIEKTUPOBAHHBIN HA
JEKUMOHHOM 3aHATUM MaTepuand M JOMOJHUTh €ro C YYeTOM PEKOMEHJOBAHHOM JTOMOJIHUTEIHHOM
JUTEPaTypPhL;

- IPY CAMOCTOSITEIbHOM M3yUYE€HUU TEOPETUUYECKOM TEMBbI CAENaTh KOHCIIEKT, UCIOJIb3Ysl PEKOMEHIOBAHHbBIE
B PI1/] ucrounuku, npodeccruoHalIbHbIC 0a3bl TaHHBIX U HHPOPMAIIMOHHBIC CIIPABOYHBIC CHCTEMBI:
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- OTBETUTH HA BOIIPOCHI JJIsi CAMOCTOSATEIILHOW pabOTHI, 10 TeMe MpeAcTaBIeHHbIe B myHKTe 3.2 PI1/I.

- TP MOATOTOBKE K TEKYILIEMY KOHTPOJIIO UCIIOIb30BaTh MaTepuaibl (poHna oueHouHbix cpeacts (POC).
5.3 Pexomennaruu 1o pabore ¢ Hay4HOU U yueOHOM uTepaTypoit

PaGota ¢ OCHOBHOW M JOTOJHUTEIBHOW JIUTEPATYpPOM SIBISICTCS TJIaBHOM (OPMON CaMOCTOSTEIBHOU
paboThl U HeoOXoAMMa MpU TMOATOTOBKE K YCTHOMY OMNPOCY Ha CEMUHApCKUX 3aHATHAX, K Jebaram,
TECTUPOBaHHUIO, SK3aMeHy. OHa BKIIOYAeT NMPOpPabOTKy JIEKIIMOHHOTO Marepuaja U PEKOMEHIOBAaHHBIX
HMCTOYHUKOB U JINTEPATYPHI 10 TEMATUKE JICKLIUN.

Koncnekr nekuuu 1omkeH coaepxarb pedepaTruBHyI0 3alIMCh OCHOBHBIX BOIIPOCOB JIEKIIMH, B TOM YHCIIE C
onopoii Ha paszMemnieHHble B cucteMe MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB W JIUTEPATYPbI IO
TeMaM, BBIBOJIBI MO KaKIOMY Bompocy. KoHCIEKT MoXeT ObITh BBHIMOJIHEH B paMKaX pacleyaTKd BbLAAYH
MIPE3CHTAIMI JIEKIM WKW B OTACIbHOW TeTpanu mo mpeamery. OH JOKEH OBITh aKKypaTHBIM, XOPOIIO
YUTAeMbIM, HE COJIEP’KaTh HE OTHOCAIIYIOCS K TeMe HH(OPMALIMIO UIH PUCYHKH.

KoHcnekTsl HaydyHON JHUTEpaTyphl MPU CAMOCTOATEIBHOM MOATOTOBKE K 3aHATHUAM JOJIKHBI COAEPkKaTh
OTBEThl HAa Kbl TMOCTaBIEHHBIH B TEME BOIPOC, MUMETh CCBUIKY Ha MCTOYHUK HHYOpPMALUU C
00si3aTeNIbHBIM yKa3aHUEM aBTOpa, Ha3BaHUS U Trofla M3JaHMs HMCIOJIb3yeMOl Hay4yHOH JHUTeparyphl.
Koncniekt MoXeT OBbITh OMOPHBIM (COIEp)KaTh JIMIIL OCHOBHBIE KIIIOUEBBIE IO3MIIMK), HO TPU 3TOM
MO3BOJIIONIMM JaTh TIOJHBIA OTBET IO BOMPOCY, MOXET ObITh NOAPOOHBIM. OOBEM KOHCIEKTa
ONPENEISIETCS CAMUM CTYIEHTOM.

B nporiecce paboThl ¢ OCHOBHOM M JIONIOTHUTENBHOM JTUTEPATypOl CTYACHT MOXKET:

- JenaTh 3allMCU IO XOIy YTEHHA B BHJIE NMPOCTOr0 WJIM pPa3BEPHYTOro IiaHa (co3gaBaTh INEpedYeHb
OCHOBHBIX BOIPOCOB, PACCMOTPEHHBIX B UCTOUHHKE);

- COCTaBJIATHh TE3UCHl (LUTHpPOBaHHE HamOOIee BaXKHBIX MECT CTaTbd MM MOHOTpaduu, KOPOTKOE
U3JI0KEHHE OCHOBHBIX MBICJICH aBTOpa);

- TOTOBUTH aHHOTAITMH (KpaTKoe 0000IIeHHE OCHOBHBIX BOITPOCOB PadOTHI);

- co37/aBaTh KOHCIIEKTHI (pa3BEPHYTHIE TE3HUCHI).

5.4. PexoMeH1allny 110 OATOTOBKE K OTJEIbHBIM 33JJaHUSM TEKYILEro KOHTPOJIS

ColecenoBaHue TpeAnoyaraeT OpraHU3aluio Oecelbl IMpernojaBaTesss cO CTYIEHTaMH II0 BOIPOCaM
MPAKTUYECKOTO 3aHATUS C LENbl0 0ojiee OOCTOATENBHOTO BBISBICHUS MX 3HAHUN MO ONpEACICHHOMY
paszmeny, Teme, mpoOieme M T.II. Bce uieHBl Tpynmbsl MOTYT y4YacTBOBaTb B OOCYXKICHHH, 100aBIATH
MH(POPMALIUIO, TUCKYTUPOBATh, 33/1aBaTh BOIPOCH! U T.1.

VYCTHBIE ONPOC MOXKET TNPUMEHATHCS B pasinyHbIX (opmax: (POHTANbHBIA, WHAWBUIYAIbHBIH,
KOMOMHUpPOBaHHbII. OCHOBHBIE KaU€CTBAa YCTHOTO OTBETA MOJIIEXKAILETO OICHKE:

- IPaBUJIBHOCTH OTBETA 110 COZIEPIKAHHUIO;

- IOJIHOTA U TITyOMHA OTBETA;

- CO3HATEJIbHOCTh OTBETA;

- JIOTHKA U3JI0’KEHUsI MaTepHana;

- PallMOHAIBLHOCTH MCTIONB30BAHHBIX IIPUEMOB U CIIOCOOOB PELIeHNs TOCTAaBICHHON yueOHOil 3a1auu;

- CBOEBPEMEHHOCTh U 3((HEKTUBHOCTH UCIOIH30BaHUS HAMISIHBIX MOCOOMM U TEXHUYECKUX CPEACTB MpHU
OTBETE;

- HCTIOJIb30BaHUE JOTOJHUTEIBHOIO MaTEpUaa;

- pPalMOHAJIBHOCTD UCIIOJIBb30BAaHUS BPEMEHH, OTBEJICHHOIO Ha 3a/1aHNE.

YCTHBIM ONPOC MOXKET COMPOBOXKAATHCS MPE3ECHTALMUEH, KOTOpas MOATOTaBIMBACTCA IO OAHOMY U3
BOIPOCOB MPAKTUUECKOro 3aHATHs. [Ipy BBICTYIUIEHHH C Mpe3eHTaluell HeoOXxonuMo oOpaliaTe BHUMaHKUE
Ha TaKM€ MOMEHTHI KaK:

- COJEp)KaHUE TMPE3ECHTALMU: aKTyaJbHOCTb TEMBI, IOJIHOTA €€ PACKPBITHSA, CMBICIOBOE COAEP)KAHUE,
COOTBETCTBHE 3asIBICHHON TEMBI COJIEPKAHHUIO, COOTBETCTBHE METOAMYECKUM TPEOOBAaHUAM (IIETTH. CCHUIKU
Ha PECYPCBl. COOTBETCTBUE COAECPXAHUS U JIMTEPATyphl), IpaKTUUECKass HAIpPaBICHHOCTb, COOTBETCTBUE
CoZiepKaHus 3asiBICHHON (popMe, aleKBaTHOCTh UCIIOJIb30BaHHUS TEXHHUUECKUX CPEJCTB yUEOHBIM 3a1adam,
IIOCJIEJOBATENBHOCTD U JIOTUYHOCTD NIPE3EHTYEMOT0 MaTepHara;
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- odopmiieHHE Tpe3eHTalMu: 00beM (ONTUMAIbHOE KOJIMYECTBO), IM3aiH (YMUTaeMOCTb, HAJIWYHE WU
COOTBETCTBHE TpapUKd W aHUMAIMM, 3BYKOBOE OQOpMIICHHE, CTPYKTYypUpOBaHHE HWH(POpPMALUH,
COOTBETCTBHE 3asBJICHHBIM TpPEOOBAHUSIM), OPUIHHAIBHOCTH OGOPMIICHHS, 3CTETHKA, HCIIOJIb30BaHHUE
BO3MO)KHOCTH ITPOTPaAaMMHOI Cpe/ibl, COOTBETCTBHE CTaHIapTaM 0(hOpMIICHUS;

- IMYHOCTHBIC Ka4eCTBa: OPATOPCKUE CIIOCOOHOCTH. COOMIONEHHE PErIaMEeHTa, SMOLMOHAIBHOCTD, YMEHHE
OTBETHTb Ha BOIPOCHI, CHCTEMAaTU3UPOBAHHBIE, TITyOOKHE 1 TIOIHbIE 3HAHUS 110 BCEM pa3JiesiaM IpOrpaMMBbl:
- COIep)KaHHE BBICTYIUICHUS: JIOTMYHOCTh H3JIOKEHUS Marepuasna, pacKpbITHE TEeMbl, JOCTYIHOCTb
u3noxkeHus, dPpdexTuBHOCT npuMeHeHus cpeactB  WKT, cmocoObl W  yCIOBHS  JTOCTHIKECHHUS
PE3yABTaTUBHOCTH M I(PGEKTUBHOCTH AJIsS BBIOTHEHUS 3a/ad CcBOed MpodeccHoHaTbHOW WU yueOHOU
JeSITeIbHOCTH, J0KA3aTeIbHOCTh NMPUHUMAEMBIX PELICHUH, YMEHHE apryMEHTHUPOBATh CBOM 3aKJIIOUYCHUS,
BBIBOJIBI.

6. YueOHO-MeTOnM4YecKoe 1 HHPOPMALIMOHHOE o0ecriedeHre JUCHUITTHHbI

6.1 OcHoBHas UTEpaTYypa:

1. Mantyposa, H. C. KagpoBoe nenonpou3BOACTBO M apXWBBl JIOKYMEHTOB [0 JINYHOMY COCTaBy :
y4eOHO-METOAMUYECKOE MOCOOMe A CTYIEHTOB, OOYYaloIIUXCsl MO HAINpaBiICHHIO MOATOTOBKH 46.03.02
JOKyMEHTOBEJCHHE M apXUBOBEACHHE. - Bech cpok oxpaHbl aBTOpckoro nmpama; Kaaposoe
JeTIOTIPOM3BOJICTBO M apXWBBI JOKYMEHTOB IO JIMYHOMY cocTaBy. - YensOunck: YensOuHckuii
rOCYJIapCTBEHHBIH MHCTUTYT KynbTypbl, 2018. - 140 c. - Tekct : anexrponnsiii / IPR BOOKS [caiir]. -
URL.: http://www.iprbookshop.ru/83609.html

2. Abynanze J. I., Bempsokkuaa U. b., MacnoBa B. M. JlokymeHTalimoHHOE OOCCIIEUCHHE YITPABICHUS
MEPCOHAJIOM : YUeOHUK U MPAKTHKYM IS BY30B. - TIep. U JOIT; 2-¢ u3Ml.. - Mocksa: IOpaiit, 2021. - 370 c. -
Texct : anextponusiii // IBC «FOPAWUTY [caiit]. - URL: https://urait.ru/bcode/477699

3. Kysneno U. H. JlokymeHTanioHHOE OOecrieueHe yIpaBiIeHUs MEPCOHANIOM : YYeOHUK U MPAKTUKYM
JUIS By30B. - 2-¢ u311.. - Mocksa: FOpaiit, 2021. - 393 c. - Tekcr : nexrponnsiii / I5C «FOPAMT» [caiir]. -
URL: https://urait.ru/bcode/487704

4. TlomoBuuy E. JlokymeHTalmoHHOE OOECIEYeHHE YIIPaBJICHUS TNEPCOHAIOM : ydeOHoe mocobue. -
Openbypr: OpenOyprckuii rocynapctBeHHbii yauBepceuret, 2014. - 112 c. - Tekcr : anexrponnsiii // 9bC
«YHUBEPCUTETCKAS OunbIMoTeKa OHJIANH» [caitT]. - URL:
http://biblioclub.ru/index.php?page=book&id=259328

6.2 JlononHUTENbHAS JIUTEPATYpA!

1. Kazannesa I. B. JIuunbie qokymMeHThI: TpeOoBaHUs K OPOPMIICHHIO U 00pa3libl JOKYMEHTOB : y4eOHOE
nocobue. - 6-e u3ad., crepeorun.. - MockBa: ®nunra, 2017. - 40 c. - Texcr : anekrpoHHb // IBC
«YHUBEpCUTETCKAS OubImoTeKa OHJIANH» [caitT]. - URL:
http://biblioclub.ru/index.php?page=book&id=103531

2. Kysnenosa T.B. KagpoBoe nenonpou3BoACTBO (TpaJiULMOHHBIE U aBTOMAaTU3HPOBAHHbBIE TEXHOJIOTUN) :
VYueb. mist By30B. - M.: MU3aar. nom MOU, 2011. - 344 c.

3. Jlykam FO. A. D¢dexTuBHas KagpoBasi MOJUTHKA KaK COCTaBIsAIONIasg oOecrieyeHus Oe30MacHOCTH H
pa3BuTHs OM3Heca : yuyeOHoe mocobue. - 2-¢ u3a., crep.. - Mocksa: ®mnunta, 2017. - 202 c. - Teker :
sanektpoHusit  //  OBC  «YHuBepcuterckas ~— Oubnmoreka  onmaiim»  [caiit]. -  URL:
http://biblioclub.ru/index.php?page=book&id=115070

4. ManTtypoga. H. C. KagpoBoe aenonpous3BoicTBo : yuebHoe nmocoodue. - Yensounck: YTAKH, 2013. - 100
c. - Tekcr : omekrponnbii // DbC «YHuBepcurerckas Oubmmoreka onmaite» [caiit]. - URL:
http://biblioclub.ru/index.php?page=book&id=492203

5. Hoeu, . H. KaapoBoe nenonpou3BOACTBO M KaapoBBIA y4eT : ydeOHoe mocobue. - 2031-05-27;
KaapoBoe nenonpousBoacTBO M KaApoBbld yueT. - Taranpor: TaraHporcKuii MHCTUTYT YNOPABICHUS U
skoHoMukH, 2018. - 84 c. - Tekcr : omekrponnsri // IPR  BOOKS [caiir]. - URL:
http://www.iprbookshop.ru/108082.html

6.3 VHpIe MCTOYHUKU:
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1. Menosas uadopmarnus - http:// www.delinform.ru
2. IlpaBoBotii caiit Koncymsrantllmtoc - http://www.consultant.ru

7. MaTepuaJbHO-TeXHHMYeCKOe o0ecnedeHHe TUCHUILVINHBI, IPOrpaMMHOe o0ecnedyeHue,
npogeccnoHanbHbIe 023bI JAHHBIX 1 HHPOPMALMOHHBIE CIIPABOYHbIE CHCTEMbI

Jlng mpoBeneHus 3aHATHM MO JUCHUIUIMHE HEOOXOIUMO ClIeAyIollee MaTepuaibHO-TEXHUYECKOe
oOecrieueHue: ydeOHble ayqUTOPUM [AJs TMPOBEICHUS 3aHITHH JIEKIIMOHHOTO M CEMHUHApCKOro THIIA,
TPYNIOBBIX W WHAMBHUIYaJIbHBIX KOHCYJIbTALMM, TEKYLIETr0 KOHTPOJSI U MPOMEKYTOUHOM aTTecTaluw,
MTOMEIIEHUS 111 CAMOCTOSITENIbHON paboThlI.

VYdeOHbIe ayTUTOPHUN U IIOMEIICHUS IS CAMOCTOSTEIILHON paOO0Thl YKOMIUIEKTOBAHBI CIICTIHATH3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMH CPEJCTBAMHU OOYyYCHHMS, CIIY KAIIUMH JIJIs1 TIPEACTABICHHS yueOHOW nHpOpMauu
OOJIBITION ayTUTOPHH.

[TomerieHus I CaMOCTOSATENILHONW paOOThl YKOMIUIEKTOBAHbI KOMITBIOTEPHON TEXHUKOH C BO3MOXKHOCTBIO
MTOAKITFOYEHHUS K CceTH "Unrepuet" 51 obecrieueHneM JIOCTyIa B AIIEKTPOHHYO
MH(POPMALMOHHO-00pa30BaTEeIbHYIO CPEAy YHHUBEPCUTETA.

Jlist mpoBeeHMs 3aHATHI JICKIIMOHHOTO THITA UCTIONB3YIOTCS HA0OPBI IEMOHCTPAIIHIOHHOTO 000PYIOBaHUS,
o0ecreunBaIIfe TeMaTHYECKUE WILTIOCTpaud (ITPOEKTOP, HOYTOYK, IKpaH/ MHTEPAKTUBHAS JIOCKA).

JluneH3noHHOE U CBOOOHO pacHpOCTpaHsIeMOe MPOrpaMMHOE 00ecTieYeHHE:

Kaspersky Endpoint Security mist 6usneca - Cranpaptasiii Russian Edition. 1500-2499 Node 1 year
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Microsoft Office [Ipodeccuonanbusiii moc 2007
Onepanuonnas cucrema Microsoft Windows 10
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