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Lenwn, 3a1a4n 1 MIAHAPYEMBIE PE3YJIbTaThl O0YICHHS 110 UCIUTIIINHE
MecTo AMCHUIUIMHBI B CTPYKTYpEe 00pa3oBaTelIbHOM MPOrpaMMbl
CtpykTypa U coaep>KaHue TUCIUILINHBI

Bunpl yaeOHOM pabOThI U TPYJOEMKOCTb

TeMaTU4yeckuil NJIaH U3yYEHUs! TUCUUTLIAHBI

Coneprxanue TUCIUILTAHBI

TemaTnka CEeMHHAPCKUX/TIPAKTUYCCKUX U JTA0OPATOPHBIX 3aHATUI
Tematnka KypcOBBIX IPOEKTOB (KypCOBBIX paboT)
VYyebHo-MeToquueckoe U HHGOpMAIIMOHHOE 0OecredeHne
Hopmarusnbie nokymeHnTsl 1 'OCTHI
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1. Heau, 3agayu M IJIaHUPYeMble Ppe3yJbTaTbl OOy4YeHHSI 110
JTUCHUILINHE
Ienv Oucyunaunsi: GOpMUPOBAHUE KOMIICTCHIIMI B OOJACTH OpPraHU3alluHM KaJpPOBOTO
aJIMUHUCTPUPOBAHUS C YYETOM COBPEMEHHBIX TEXHOJIOTHH 3JIEKTPOHHOTO JOKyMEHTOO0OpOTa
(340) u uudpposerx HRM-cucrem.
3aoauu oucuuniumol:
— H3YYUTh HOPMATHUBHO-TIPABOBBIE OCHOBBI KaJIPOBOTO JICJIOTIPOM3BOJICTBA;
— HCCIIeZ0BATh PEeIIeHHs M0 aBTOMATH3alKu ToKyMeHToobopoTta B HR-miporneccax;
— TpoaHaIM3upoBaTh coBpeMeHHbie HRM-cucreMbr u X posm B nnpoBU3aLUU KaAPOBOTO
aJIMAHUCTPUPOBAHHUSL.
O6yuenne mno mucuuiuinHe «KaznpoBoe aIMUHHCTPUPOBAHHME M 3JIEKTPOHHBIN
JIOKyMEHTO00OpOT» HampapiieHO Ha (GOPMUPOBAHKE Y OOYIAFOIINXCS CIIEIYIOIINX KOMIIETCHITUM:

Ko u HanMeHoOBaHMe KOMIIeTeHIMIi NuankaTopsl 10CTHKEHUS] KOMIIETEeHIHH
I1K-4. CnocobeH pa3palaTbiBaTh U BHEAPATH NIIK-4.1 3HaeTr: cucrembl CTaHIApTOB IO
MIPOTPaMMBI, TPHHIIUTIBI CTaHIAPTH3AIIHH, OusHec-miporieccaM,  npodeccusiM,  HOPMBI
YHU(pHUKAIMY, aBTOMATU3a1IUH TPOLIECCOB Tpyna
yIpaBieHUs IEPCOHATIOM U O€30TMacHbBIX NIIK-4.2 Ymeer: paboTaTh c
yCIIOBUH Tpyaa MH(OPMALMOHHBIMU CHCTEMaMH, YCIyramMu Hu

cepBucaMH B  0O0JacTH  CTPATETHYECKOTO
YIPABJICHHUS TIEPCOHATIOM

NIIK-4.3 Ywmeer: OPraHU30BBIBATH
MEpPOTIPUSITHS 0 O00ECIEUEHUIO0 BBITIOTHEHUS
TpeOOBaHUN OXpaHbl TPyJda B COOTBETCTBUU C
JEHCTBYIOUM 3aKOHOJATEIHCTBOM
Poccuiickoit ®@enepauri W JOKaJbHBIMHU
aKTaMu OpraHu3aIuu

NIIK-4.4 Bnageer HaBbIKaMU: YIpPaBJICHUSA
3¢ (PEeKTUBHOCTHIO u BOBJICYCHHOCTHIO
nepcoHana, JUCLUATLITMTHON Tpyaa u
coOmtofeHreM 6e30MacHbIX YCIOBUH Tpyia

2. MecTo TMCUUILIMHBI B CTPYKTYpe 00pa30BaTeIbHOM MPOrpaMMbl
JlucuuruiiHa OTHOCUTCS K 4YacTH, (OpPMHpPYEMOM y4YaCTHHKaMH 0O0pa3oBaTeIbHbBIX
otHomeHni 6soka b1 «/lucrurumasl (Moaymu)». JQuctumuinaa «KaapoBoe aqMUHUCTPUPOBAHKE
Y DIIEKTPOHHBIN JOKYMEHTOOO0POT» B3aUMOCBS3aHA JIOTUYECKH U COJIEPKATEIHHO-METOAUYECKH C
JIPYTUMU TUCHUIUIMHAMHU Y4€OHOTO TUiaHa, (OPMHUPYIOIIMMU KOMIETEHIUH OyIYyIINX MarucTpoB
1o HanpasieHuto 38.04.02 MeHepKMEHT.

3. CTpykTypa U cofep:KkaHue TUCUUIITHHBI
OO0miass TpyA0EMKOCTh AUCHUIUIMHBI COCTaBIsSeT 2 3a4eTHhIX eAuHulbl (72 dyaca).
JlucuuninuHa u3ydaercs B 3 cemecTpe 00ydeHHsl.

3.1  Buabl yueOHOM padoTbI M TPYA0EMKOCTh
3.1.1. OyHo-3a0uHast popma oOydeHus

Ne Bua yuyeOHo# padoTnl KoanyectBo 4yacos Cemectp
n/n
1 AyIMTOPHBIC 3aHATHS 26 3
B toM uucne:
1.1 Jlexnun 12 3
1.2 | CeMuHapckue/mpakTUYECKUe 3aHATH 14 3
2 CamocrositesbHast padora 46 3




B tom umcie:
2.1 IMoaroroska K 14 3
CEMHHAPCKUM/TIPAKTHUECKUM 3aHITHSIM
2.2 | IloarotoBka K TECTUPOBAHHIO 8 3
2.3 IToaroToBka moknaaa 10 3
2.4 | IlogrotoBka K 3a4eTy 14 3
3 ITpoMe:kyTOUHAsI aTTEeCTAIUS
3auer 3
Hroro 12 3

3.2 TemMaTu4yecKuil MJIAH U3YYEHUA JUCHUTIMHBI
3.2.1. OunHo-3a0uHast popma oOydeHus

Ne Pazaenpl/TeMbl UCHUNIUHBI TpynoemkocThb, yac
n/n Bcero AyautopHasi pabora | Camocrosni-
Jlexuuu | CemuHapckue/ | TeJbHasi
MPaKTUYECKHE pabota
3aHSTHUS
1 Tema 1 HopmaTuBHO-1IpaBoBbIE 12 2 2 8
OCHOBBI KaJpOBOTO
aJIMUHUCTPUPOBAHHS
2 Tema 2 DnexTpoHHBIH 20 4 4 12

noxkymeHToo6opot (310) B
KaJIpoBO# paboTe

3 Tema 3 CoBpemennbie HRM- 16 2 4 10
CUCTEMBI U UX POJIb B
nudpoBU3aIUN

4 Tema 4 ABTroMaTu3arus 12 2 2 8
kimoyeBbix HR-iporieccon

5 Tema 5 Ynpasienue 12 2 2 8

W3MEHEHHSIMU TIPY BHEIPCHUHU
nudposbix HR-pemennit

Hroro 72 12 14 46

3.3 Conep:kanmne TMCHUIIAHBI
Tema 1. Hopmamusno-npasosvle 0cHoBbl KAOPOB02O AOMUHUCPUPOBAHUSL.
Ponp u 3Hauenne HopmupoBaHus Tpyaa. CyllHOCTh U 33Ja4d IPABOBOTO HOPMHUPOBAHMS
Tpyna. TpynoBoe 3akoHomatenbcTBO PD u mexayHapoaHele craHmaptel B obmactu HR.
Pernamenranus kaapooro gokymeHtoobopora (TK P®, 152-®3 o mepcoHanbHBIX IaHHBIX,
I'OCT P 7.0.97-2016). OTBETCTBEHHOCTH 32 HAPYIIEHUS B KaJJPOBOM JIEIOIIPOU3BOICTBE.

Tema 2. Dnexmponnwiii 0okymenmoobopom (3/]0) 6 kadposou pabome.

TexHonoruu yHu(uKauu 1 aBToMaTu3anuu gjokymentoodopota. [lonstue u Buast /10
(xopniopaTuBHbI€e, 00a4yHble, OnoKk4YeH-cucteMsl). MHcTpymenTsl D/10: 1C:JJlokymMeHTO060DOT,
Directum u 1.1. L{ludposas noanuce, mudpoBaHne U apXMBUPOBAHHUE KAJAPOBBIX JOKYMEHTOB.

Tema 3. Cogpemennvie HRM-cucmemul u ux ponwv 6 yugposuzayuu.

OcnoBa udpossix pemennii B HR-mponeccax. Meroasl apromaruzanuu HR-nporeccos.
IIporpammsl aBromartuzanun HR-mponieccoB. Meroapl aBromatuzaiuu HR-nponeccos. O630p
wiargpopm: SAP  SuccessFactors, Oracle HCM, Workday, oTeyecTBeHHBIE pELICHUS
(Kontyp.Ilepconan, bocc-Kaapouk). HWurerpauuss HRM-cucrem ¢ D10 u  ydeTHbIMH
CUCTEMaMH. AHaJIN3 IaHHBIX U NPEIUKTUBHAS aHATUTHKA B YIIPABJICHUU NIEPCOHAIIOM.




Tewma 4. Aemomamuszayus knoueswvix HR-npoyeccos.

BHenpenust aBTOMaTH3MpOBAaHHBIX pelleHui B opranmsauuu. LudppoBuzanus mondopa,
aJlanTaly, OLEHKH M O0ydeHUus MepcoHana. DJIEKTPOHHBIE KaJIPOBBIE JTOKYMEHTHI: TPY/IOBbHIC
JOTOBOPBI, TPWKa3bl, JIMYHBIC Jena. Keicel BHeapeHUs poOOTH3alMUu B KaJIpOBOM
aMUHUCTPUPOBAHUH.

Tema 5. Vnpasnenue usmenenusmu npu enedpenuu yugposvix HR-pewenuil.

Mertononorus BHenpenus (Agile, Waterfall, rubpunasie Moaen) ¥ UX NMpPUMEHEHHE B
HR-npoekrax. IlpeononeHne CONpOTUBIEHUSI IEPCOHANA: KOMMYHUKAIMOHHBIE CTPATErHH,
oOyueHue, MUIOTHBIE MpoekThl. OueHka 3pdextuBHocTH 1UPpoBeIXx HR-pemennii: KPI, ROI,
KayeCTBEHHbIE U KOJIMYECTBEHHbIE MeTpUKH. Kelickl 1udpoBoil TpaHchopMauu B pOCCUICKUX
1 MEeXIyHapOIHbIX KOMIaHUAX (HanpuMmep, nepexoa Coepa na HR-nmatdopmy SberPeople).

34  TeMaTuka CEeMHHAPCKUX/NIPAKTHYECKHUX 3aAHATHI
3.4.1. CemuHapcKue/IpaKTUYECKHE 3aHATHS (09HO-3a09Has popma 0OydeHUs)
[IpakTnueckoe/cemunapckoe 3anstue 1. Tema 1. Hopmamuseno-npasosvie 0cHObl
Kaopo8020 AOMUHUCIPUPOBAHUSL.
[MpakTdeckoe/ceMuHapckoe 3aHsaTue 2-3. Dnekmponnusiii dokymenmoodopom (3/]0) &
Kaopoesoi pabome.
[IpakTueckoe/cemunapckoe 3austue 4-5. Cogpemennvie HRM-cucmemvl u ux ponv
yughposuzayuu.
[IpakTrueckoe/cemuHapckoe 3anstue 6. Aemomamuzayus knovesvix HR-npoyeccos.
[IpakTueckoe/ceMunapckoe 3aHstue 7. Ynpaenenue uzmeneHusimMu npu 6HeOpeHuU
yughposvix HR-pewenui.

3.5 Temaruka KypcoOBBIX IPOEKTOB (KYPCOBBIX pador)
He npegycMoTpeHo yaeOHBIM TIJIaHOM.

4, Y4eOHO-MeTOAMYECKOEe M1 MH(POPMALIMOHHOE O0ecIieYeHue

41 Hopmatusubie 10KyMeHTHI 1 'OCTbI
— Konctutyuusi Poccuiickoit  ®dexnepanuu: mnOpuHATa BCEHAPOJIHBIM T'OJOCOBAHUEM
12.12.1993.
— Tpynosoii koaekc Poccuiickoit @eneparuu ot 30.12.2001 N 197-®D3
— I'paxnanckuii kogekc Poccuiickoit @enepaunu (dacts nepsasi) oT 30.11.1994 N 51-03
— @epepanbHblii 3ak0oH OT 29.12.2012 No 273-0@3 «0O06 obOpazoBanuu B Poccuiickoit
Denepanumn»
—  @epnepanbHbIi 3aK0H «O NepCcOHANBbHBIX JaHHBIX» OT 27.07.2006 N 152-D3
— ®enepanbHblid 3ak0H «O0 dekTpoHHOU oamucH» oT 06.04.2011 N 63-D3
— Ilocranosnenue IIpaButensctBa PO ot 25.06.2020 Ne 925 «O BHeapeHUH 3IEKTPOHHBIX
KaJIpOBBIX JOKYMEHTOB
— TOCT P 7.0.97-2016 «Cucrema crangaptoB mno wuHpopmaruu. OpraHuzaluoHHO-
pacnopsiAMTeNbHAS TOKYMEHTALUS.
— KsanmupukanMoHHBI CIOPaBOYHUK JOJDKHOCTEH PYKOBOAMTENEH, CHEIUANINCTOB H
JIPYTUX CIyXalllUX: YTBEp)KIeH nocraHoBiaeHueM Muntpyna Poccun ot 21.08.1998 Ne
37
4.2  OcHoBHasl JuTEpPaTypa
1. TlaBmosckas, O. }O. IIpaBoBoe oOecrmeueHue KaJpoBOTO AECTOMPOU3BOJACTBA :

yueObnuk g By3oB / O. lO. IlaBnoBckas. — 2-e u3a., mepepab. um jorn. — MockBa :
WznarensctBo FOpaiit, 2025. — 288 c. — (Bricuiee oo6pazoBanue). — ISBN 978-5-534-17518-



9. — Tekcr : osmekrpoHHblii // OOpaszoBarenbHas mmiaTdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/566454
2.  Kyzumeno, W. H. JlokyMeHTalMoOHHOe  O0ecrieueHrue  yIpaBJICHHUS.

JIOKyMEHTOOOOPOT U JIEIOMPOU3BOJICTBO : YUeOHUK U mpakTukyMm s By3oB / 1. H. Ky3uenos.
— 5-¢ u3n., nepepad. u mom. — Mocksa : M3narensctBo FOpaiit, 2025. — 425 ¢. — (Bsicmee
oOpazoBanue). — ISBN 978-5-534-20027-0. — Texkct : snexTpoHHBIH // OOpa3zoBarenbHas
wiatgopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/581143

4.3  JlomoiHUTebHAS JUTEpPaTypa

1.  Anwmcumos, A. 0. YmpasieHue mepcoHaIOM OpraHU3aIHH | YYCOHHK JIJIs BY30B /
A. 1O. Aaucumos, O. A. [saraesa, E. I1. 'pabckas. — Mocksa : M3mparensctBo FOpaiit, 2025. —
278 c. — (Bricmee obpaszoBanue). — ISBN 978-5-534-14305-8. — Tekcr : 2meKTpoHHBIN //
OopazoBarenbHas wiathopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/567776

2.  bymamk, P. A. TIpaBoBoe peryaupoBaHHE AJIEKTPOHHOTO JIOKYMEHTOOOOpOTa :
yueOHuK a5 By30B / P. A. bynnuk ; non penakuueit M. A. ®denoroBa. — 4-e uz ., nepepad. u
nor. — Mocksa : M3natensctBo FOpaiit, 2025. — 68 c. — (Bricmiee o6pa3oBanue). — ISBN
978-5-534-19293-3. — Tekcr : anekrponHbiit // OOpa3oBarenbHas miatdopma KOpaiT [caiit].
— URL: https://urait.ru/bcode/580608

4.4  JJeKTPOHHBbIE 00pa3oBaTe/ibHbIE PECyPChl
DO0P no aucuMIUIMHE HAXOAUTCS B pa3paboTKe.

45  JInueH3HuOHHOE U CBOOOTHO PaCHpOCTPaHsIeMOe MPOrpaMMHOe

odecrnevyeHue
1. Omnepanuonnas cucrema, Windows 11 (uam Hmke) - Microsoft Open License
2. Odwucusie npunoxenusi, Microsoft Office 2013(unmu nmke) - Microsoft Open License

46  CoBpeMeHHbIe POdeccHOHATBHBIE 0a3bI JAHHBIX U

HH(OPMAIMOHHbIE CIIPABOYHbIE CHCTEMbI
1. CnpaBouHo-koHcynbTanoHHas ©0a3a Koncynmerant I[DLmoc (HekoMmepueckas BEpCHs)
http://www.consultant.ru/cons/cgi/online.cgi?reg=home&utm csource=online&utm cme

dium=button
d. MatepuajibHO-TEXHHYECKOE o0ecriedeHue
AYILI/ITOpI/II/I, OCHAILICHHBIC yqe6H0171 MeO0eIbIo u MNEPCHOCHBIM

(cTanlMOHApHBIM) MYJIBTUMEIUHHBIM KOMIUIEKCOM (IIPOEKTOp, HOYTOYK (kommbioTep)/ SMART
JIOCKa).

6. MeToauvecKkue peKOMeH AU
6.1 MeToauuyeckue PpeKOMEHJANMU Ui MpenojgaBaTeass IO

OpPraHu3anuu 00y4eHus

HucuumuinHa «KaapoBoe aJMUHUCTPUPOBAHHWE M INEKTPOHHBIA JJOKYMEHTOOOOPOT»
3aHUMACT OYUCHb BAXKHOC MCCTO CPEAN KYPCOB, UATACMBIX B paMKax IMOATOTOBKU MAarucCTpoB IIO
YIIPABJICHHUIO KaYCCTBOM.

OCOOeHHOCTBIO TaHHOH Y4eOHOMN AUCIUIUINHBI SBIISETCS €€ BhIPaXXCHHBIM MPaKTHUECKHI
XapakTep. HOSTOMy Ha JICKOUAX CTYACHT NOJIZKCH OCBOUTH OCHOBHBLIC TCOPCTUUCCKUC ACIICKTLI
TCM, a HAa MMPAKTUYCCKUX 3aHATHAX I[IOKAa3aTh HC TOJILKO 3HAHHUC 06IJ_II/IX TCOPCTUYCCKUX BOIIPOCOB
1/13yqaeM0171 TEMBI, HO U 0Tpa6OTaTB IIPAKTHUKY.

TpeGoBaHwUs K JIEKIIHHU:


http://www.consultant.ru/cons/cgi/online.cgi?req=home&utm_csource=online&utm_cmedium=button
http://www.consultant.ru/cons/cgi/online.cgi?req=home&utm_csource=online&utm_cmedium=button

8

— HAaYYHOCTh M MH(POPMATUBHOCTH (COBPEMEHHBI HayYHBIH YPOBEHb), T0KA3aTCIBHOCTD U
APTYMCHTUPOBAHHOCTb, HAJIUYHUC OOCTATOYHOI'O KOJHNYCCTBA SAPKUX, YGGI[I/ITCJIBHBIX
pUMEpOB, PaKTOB, 000CHOBAHUH, TOKYMEHTOB M HAYYHBIX JI0Ka3aTEIbCTB;

— AaKTHUBH3alUA MBIITJIICHUSA cnymaTeneﬁ, IMOCTAaHOBKA BOITPOCOB MJIA PASMBIIJICHHA, YC€TKAA
CTPYKTYpa | JIOTHKA PACKPBITHS TOCIIEI0BATEIHHO U3JIaraéMbIX BOIIPOCOB;

— pa3bsCHEHHE BHOBb BBOJUMBIX TEPMHUHOB M HA3BaHWH, (OPMYIMPOBAHUE TIIABHBIX
MBICJIEH U MOJIOKEHHU, TOJYEPKUBAHNE BHIBOJOB, IOBTOPEHUE UX;

—  DMOIHMOHAIBHOCTH (POPMBI U3TIOKEHUS, TOCTYITHBINA U SICHBIN S3BIK;

— IMPUMCHCHUC MHTCPAKTUBHBLIX MCTOJI0B O6y‘I€HI/I$I.

B mpomecce o0yueHuss 00ydJaromerocs HCIOJIB3YIOTCS PA3IMYHBIC BB YIeOHBIX
3aHATUN (AyAUTOPHBIX U BHEAYAUTOPHBIX): JIEKIIMH, IPAKTUUECKUE 3aHATUS, KOHCYIbTanuu. Ha
MEPBOM 3aHATHH M0 JAHHOW Y4EOHOM MUCHUIUIMHE HEO0OXOIMMO 03HAKOMHUTH OOYUYaroIIerocs ¢
IMopsAAKOM €€ HU3YUCHHUA, PACKPBITb MCECTO U pPOJib JUCHUINNIMHBI B CHCTCMEC HaAyK, €€
MPaKTUYECKOe 3HAa4YeHUe, JOBECTH 10 oOywaromierocss TpeOoBaHHsS Kadeapbl, OTBETHUTh Ha
BOITPOCHI.

B X0 JICKIHIMOHHOT'O 3aHATHA MPCTIoAaBaTe/ib JOJDKCH Ha3BaTh TEMY, y‘Ie6HI)I€ BOITPOCHI,
03HAKOMHTH OOYYaloMerocsi ¢ MePeYHeM OCHOBHOM WM JIOTIOJHUTEIBHOU JIUTEpPaTyphl 1O TEME
3aHgaTusa. Bo BCTYHHTeHLHOﬁ qaCTu JICKIINH 000CHOBAThL MECTO H POJb HSyqaeMOﬁ TEMbI B
y4eOHOU TUCIUTIIMHE, PACKPBITH €€ MPAKTHUeCKOe 3HaUeHHe. Eciii ynTaeTcs He nepBas JEKIus,
TO HEOOXOJMMO YBSI3aTh €€ TEMY C MPEAbIAYIICH, HE Hapylias JOTHKH W3JIOKEHHS y4eOHOTO
Marepuana. PackpeiBas cojep)KaHHE YYEOHBIX BONPOCOB, AaKIEHTUPOBATh BHUMAaHUE
00ydJaroImerocss Ha OCHOBHBIX KaTETOPHUSAX, SBJICHHSIX U MpoIeccax, OCOOCHHOCTSAX WX
IIPOTCKAaHUA. PaCKpBIBaTI) CYIIHOCTb U COACPKAHUEC PA3JIMYHBIX TOYCK 3PCHUA W HAYYHBIX
MOAX0/I0B K OOBSICHEHHUIO T€X WJIM UHBIX SIBJICHUN U TPOIECCOB.

Cnenyer apryMeHTHUPOBAaHO OOOCHOBaTh COOCTBEHHYIO IMO3UIHUI0 IO CIIOPHBIM
TeopeTnyeckuM BompocaM. [IpuBoauTs npumMepsl. 3aaBaTh MO XOAY U3JIOKEHUS! JIEKIIUOHHOTO
MaTepuaga BOINPOCHI W CaMOMy JaBaTh Ha HHUX OTBET. OJTO CIOCOOCTBYET AaKTHBHU3ALUU
MBICIIUTEIbHON JIeATENBHOCTH O0O0y4Yarollerocs, MOBBIIIEHUIO WX BHHUMAaHUS M HHTEpeca K
Marepuany JeKIuH, ee cojepxkaHuto. [IpenonmaBarenb [ODKEH PYKOBOJIUTH pabOTOM
oOyuaromierocss M0  KOHCIEKTHPOBAHUIO  JIGKIIMOHHOTO  MaTepuana,  IOJYEpKHBAThH
HEO0OXOIMMOCTh OTPa)KEHHS B KOHCIEKTAaX OCHOBHBIX IOJIOKEHUH H3y4yaeMoil Tembl, 0c000
BBIJICIISIE KAaTErOpHAJbHBIM ammapar. B 3akimioynTenbHONM YacTH  JIEKUUH HEoO0XOAMMO
chopMynupoBath OO0IIKME BBIBOJBI IO TEME, PACKPBIBAIOIINE COJEp>KaHUE BCEX BOIPOCOB,
MOCTABJICHHBIX B JIeKUUU. OOBSABUTH TEMY OUYEPEIHOTO JIEKIIMOHHOTO 3aHSATHS, JaTh KpaTKue
pEeKOMEHAALUK N0 NoAroToBke. OnpeaenuTh MECTO U BpeMsl KOHCYJIbTAllMM OOydaroluMmcs,
MOKETABIINM BBICTYIUTH C JIOKJIAJaMHU MO aKTyallbHBIM BOIIPOCAM 00CYKIaeMOM TEMBI.

HckyccTBO JleKTOpa IMOMOTaeT XOpoIled oOpraHu3aluu paboThl OoO0ydaromerocs Ha
JEKIUH.

CopgepxaHue, 4YETKOCTh CTPYKTYpbl JIEKIIUH, NPUMEHEHUE MPUEMOB MOAJICPHKAHUSI
BHUMAaHUS — BCE OTO AaKTHBU3UPYET MBIIIJICHHE M PabOTOCIOCOOHOCTh, CHOCOOCTBYET
YCTAHOBJICHHIO TIEarOTHYeCKOr0 KOHTAKTa, BBI3BIBAET y OOYYaIOLIErocs SMOIMOHATbHBIN
OTKJIMK, BOCITUTHIBAET HABBIKH TPYIOII00US, GOPMUPYET HHTEPEC K MPEIMETY.

6.2 Meroauyeckue yKa3aHusl 1isl 00y4AKOUIUXCH 110 OCBOCHHUIO

AUCHHUIIIINHBI
MeTtoanyeckue yKazaHHWs st DaGOTH HaJ KOHCIIEKTOM JIEKIIMM BO BpEeMs MPOBEACHUS
JICKIIMH.
Jlexkmusa — CUCTEMATHYCCKOEC, IIOCIICAOBATCIIBHOC, MOHOJOIMYCCKOC  H3JI0KCHHC

IpenoaaBaTcjicM y‘-ICGHOFO Marepuajia, KakK IPaBHIIO0, TCOPECTUUCCKOI0 XapaKTepa. HpI/I
MOATOTOBKE JICKIUU IPENOAaBaTC]Ib PYKOBOACTBYCTCA pa6oqel71 nporpaMMoﬁ JUCLUMIIINHEL. B
mponecce JIEKITUM PCKOMEHAYCETCA BECTU KOHCIICKT, YTO IIO3BOJIMT BIIOCJICACTBHU BCIIOMHHUTDH
H3yquHBIﬁ y‘le6HBII>i Marcepurajl, AOIOJHUTH COLCPKAHUC IIPU CaMOCTOSATEIbHOM pa60Te C
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JUTEPaTypoOi, MOArOTOBUTHCS K 3adery. Ciemyer Takke oOpamaTb BHHUMaHHE Ha KaTETOpPHUH,
(bOopMYITHPOBKH, PACKPHIBAIOIINE COJEPKAHUE TEX MM WHBIX SBJICHUH M MPOIECCOB, HAyYHBIC
BBIBOJIbI M IIPAKTHUYECKUE PEKOMEHAALMH, IIOJOKUTEIBHBIM OIBIT B OPAaTOPCKOM HCKYCCTBE.
XKenarenbHO oOCTaBUTH B pabO4YMX KOHCIEKTaX IIOJs, HAa KOTOPBIX J€JlaTh IIOMETKH U3
PEKOMEHIOBAHHOW JIMTEPATYPHI, JONOJHSIOIIME MaTepuan IPOCIyIIaHHOM JIEKIMH, a TaKXkKe
MOAYEPKUBAIOLINE 0COOYI0 BaKHOCTh T€X WJIM MHBIX TEOPETHYECKUX IOJIOKEHUH. BbIBOABI 10
JIKIMH TI0IBITOKUBAIOT PA3MBIIIIJICHUS TIPENoJaBaTes 1Mo yaeOHbIM Borpocam. [IpemnoaBarens
MIPUBOJUT CIUCOK HCMOJIb3YEMbIX U PEKOMEHIYEMBIX MUCTOUYHUKOB Ui M3YyYEHHUS] KOHKPETHOM
TeMbl. B KoHIIe ek o0yJaromuecs UMEIOT BO3MOKHOCTh 3aJjaTh BOIIPOCHI IIPENOAABATEIIO
10 TEME JIEKLUH.

Metoanyeckue yka3zaHus IpyU pabOTe Ha CEMUHAPCKOM/TIPAKTUYCCKOM 3aHITHH.

CeMuHapbl/IPaKTUYECKHE 3aHITHUSI PEATU3YIOTCSI B COOTBETCTBUU C pabo4YuM y4eOHBIM
IUIAHOM TIpU [OCJIEJOBATEIbHOM HW3YyYEHUM TEM ITUCIUIUIMHBL B X0Je MOArOTOBKM K HUM
PEKOMEHAYETCSI TOBTOPUTHh KOHCIEKT JIEKIMH, HW3YyYUTh OCHOBHYIO M JOINOJHUTEIbHYIO
JUTEPaTypy, 03HAKOMUTHCS C HOBBIMU MYOJIMKALMSMU B MEPUOAMUECKUX HU3/IaHUAX: KypHalaXx,
razerax u T.4. [Ipu 5TOM ciieyet ydecTs peKOMEHIAIMHY MperogaBaTeisi U TpeOoBaHUs yaeOHOH
nmporpaMMmbl. PexomeHnayeTcs Takke nopabaTbiBaTh CBOIl KOHCIEKT JIEKIIMH, JAefias B HEM
COOTBETCTBYIOILIME 3allUCM M3 JIKTEpaTyphl, PEKOMEHJOBAHHOW IMpernojaBaTelieM U
MpeAyCMOTPEHHOW yaeOHOU Tporpammoii. ClielyeT MOAroTOBUTh TE€3UCHI ISl BBICTYIUICHHH 110
BCEM Y4YeOHBIM BOIPOCaM, BBIHOCUMBIM Ha CEMMHAp. 3aKaHYMBaThb MOJTOTOBKY CJEIyeT
COCTaBJIEHHMEM IUIaHA (KOHCIIEKTa) MO H3ydaeMOMYy Marepuany (BOIpocy). DTO MO3BOJSET
COCTaBUTh KOHLIEHTPHUPOBAHHOE, CXKATO€ IPEJACTaBICHHE IO H3yyaeMbIM BompocaM. B xoxe
ceMrHapa oOydaroUIuiicss MOKET BBICTYIATh C 3apaHee MOATOTOBICHHBIM AOKIaAoM. Takxke oH
JOJKEH TPOSIBIATh aKTUBHOCTH NMPU OOCYKJICHHHM BBICTYIUIEHUN U JTOKJIAIOB COTPYIITHUKOB.
[TockonbKy axkTUBHOCTH OOY4YalOLIErocs Ha CEMHMHAPCKUX 3aHATHUSX SBISETCS MPEAMETOM
KOHTPOJISI €r0 MPOJBMKEHHS B OCBOCHHUHU Kypca, MOJArOTOBKA K CEMUHAPCKUM 3aHITHIM TpeOyeT
OTBETCTBEHHOTO OTHOIICHHUSL. Heo0xoaumo MPOaHAIU3UPOBATH JeiicTByroniee
3aKOHOJATEIhCTBA B paMKaX TEMbl CEMUHAPCKOTO/IPAKTUUECKOTO 3aHATHS.

Metouyeckue yKkazaHus Juis 00yJaromuXxcs 10 OCBOCHUIO CaMOCTOATEIbHON PabOTEhIL.

CamoctosarenbHas paboTa sBIsSETCS 00s3aTENbHON Ui KaxA0ro oOydaromierocs, ee
00BbeM MO AUCUUIUIMHE ONpENENAeTCs TeMaTH4YeCKUM IulaHoM. JlaHHoe BpeMs HeoOX0IUMO
MOCBATUTh HM3YUYEHHUIO COOTBETCTBYIOLIEH TEMbI, MOArOTOBKE CEMHHAPCKOMY/MPAKTHUYECKOMY
3aHATUIO  (3aueTy), BBINOJHEHHWIO  33/IaHUM,  BBIJABaeMbIX  mpenogaBareneMm. llpu
CaMOCTOSITENIbHOM ~ paboTe  oOywaromiuiicss  B3aUMOJIEHCTBYET C  PEKOMEHJOBAHHBIMU
MaTepuagaMu Ipyu MUHUMAIIbHOM Y4acTUU MPeroaaBaTess.

PaboTa ¢ 1MTepaTypoii.

CamocTtosarenbHas paboTa ¢ yueOHUKaMU, Y4eOHBIMU MTOCOOMSIMH, HAYYHOH, CIIPABOYHON
U TMOMYyJIApHOW JIUTEpaTypoil, MarepuajlamMu NEpUOJWYECKUX U3AaHuil u VIHTepHera,
CTAaTHUCTUYECKUMU JaHHBIMH sIBIIsieTCS HanOolsiee d(h(HEeKTUBHBIM METOJIOM IOJYyYEHUs! 3HAHUH,
MO3BOJISIET 3HAYUTENBHO AKTUBHM3MPOBATh TMpoIlecc OBIaAeHUs WH(OpMainued, CcrocoOCTBYeT
Oonee TIIyOOKOMY YCBOGHHIO H3y4yaeMOTo Marepuana, (GopMmupyeT y OOydyarolIuxcs CBOE
OTHOIIEHHE K KOHKpeTHOW mpobneme. M3ydas matepuan mo y4deOHOW KHUTe (yueOHHKY,
yuyeOHOMY MOcoOut0, MOHOTpaduu, u Ap.), ClIeayeT MePexXouTh K CIeIYIOIIEMY BOIIPOCY TOIBKO
MOCJIe TOJTHOTO YSICHEHHS MPEbIAYIIEro, (PUKCUPYsI BBHIBOJBI U BBIYMCICHUS, B TOM YHCIE Te,
KOTOpbIe B YUeOHUKE OIMYIIEHbI WM Ha JIGKIIMM JaHbI JJI1 CaMOCTOSTENbHOTO BhiBoAa. Ocoboe
BHHMaHHE 0Oy4aronIuiics TOJDKEeH 00paTUTh Ha OMpe/elieHne OCHOBHBIX MOHITUN Kypca. Hamo
noApoOHO pa3dupaTh TpPUMEPHI, KOTOpBIE MOSCHSIOT ompeneneHus. [lone3Ho cocTaBiATh
OIIOPHBIE KOHCIIEKTHI.
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BbIBO1BI, TIONTydEHHBIE B PE3yJIbTaTe W3YUEHHs YU€OHOH JIUTEpaTyphl, PEKOMEHIyeTCs B
KOHCIIEKTE BBIIEIATh, YTOOBI IIPU NEPEUUTHIBAHUM MaTepHaa OHHU JIydlle 3anoMuHanuck. [lpu
CaMOCTOSITEJIBHOM PELIEHUM 3a/lad HY)KHO OOOCHOBBIBaTb KaXKJbIM 3Tall pelIeHHs, UCXOAsS U3
TEOPETUYECKUX IIOJIOKEHHH Kypca. Bompockl, KOTOpble BBI3BIBAIOT y 0OyYaromerocs
3aTpyAHEHHE PU MOATOTOBKE, TOJDKHBI OBITh 3apaHee CPOPMYIMPOBAHBI  03BYUEHBI BO BpEMSs
3aHATUHN B ayIUTOPUH AJIs JOTIOJHUTEIBHOTO Pa3bsICHEHUs IIPEIOAABATEIIEM.

Metoinyeckre peKkoMEeHAANU [0 MOATOTOBKE K TECTUPOBAHUIO.

TectupoBanue sBisercss (GOpMONl IPOMEKYTOUHOTO, a TAaKXKE HTOrOBOIO KOHTPOJIS
3HAHUW CTYIEHTOB. TeCTUpOBaHUE CTUMYJIHUPYET CUCTEMATHUYECKyl0 paldoTy CTYIEHTOB B
TE€YEHHE BCEro MepuoJa U3Y4YEeHUs IUCUUIUIMHBI, YTO TMOBBIIIAET MO3HABATEIbHO-TBOPYECKYIO
HaIpaBJIEHHOCTh camMoo0pa3oBaHus. [Ipu MoAroToBKe K TECTUPOBAHUIO HEOOXOAMMO Hapsiy C
OCHOBHOH y4eOHOH JHTEepaTypoll UCHOJB30BaTh KOHCIEKTHl JIEKIUH, JOTOJIHUTEIbHYIO
JUTEepaTypy WIK MaTepHalibl U3 CIPABOYHBIX (KOHCYIbTAIMOHHBIX) 0a3.

Metoanyeckrne peKOMEHIAINN Ha COCTABICHUE U BBICTYIUICHUE C JOKIIAJIOM.

Jloknan, Kak BHUJ CaMOCTOSTENbHOM paboThl B y4eOHOM IIpolecce, CHOCOOCTBYET
(OpMUPOBAHHIO HABBIKOB MCCIIEAOBATEIBLCKOW pabOTHI, pacIMpsIeT TIO3HABATEIIFHBIC HHTEPECHI,
YYUT KPUTUIECKHA MBICTHUTE. [Ipn HanmcaHuu MOKiana mo 3aJaHHO# TeMe CTYJIeHTY He0OX0 MO
COCTaBIISIET TUIAH, MOJOOpaTh OCHOBHBIE MCTOYHWMKH. Kak mpaBmio, mpu pa3paboTke JoKiIana
ucnosib3yercss He MeHee 8-10 pa3nuyHBIX MCTOYHHMKOB. B mporecce paboThl ¢ MCTOYHUKAMU
HY)KHO CHCTEMaTH3UpOBATh MOJYYEHHBIE CBEJIEHUS, CIENaTh BBIBOABI M 0000meHus. Oomas
TEMaTHKa JOKIJIAJ0B OIPENENIeTCs MperoaBareneM, HO B OIPENeIIEHUN KOHKPETHOW TEeMBbI
WHUIMATUBY MOXET MpOsABUTh CcTyAeHT. [Ipexxae dveM BbIOpaTh TeMy JAOKJIazna, aBTOPY
HEOOXOIMMO BBISIBUTh CBOW MHTEpEC, OMPEACNMTh, HaJ KaKoW MTpoOieMoil OH XOTen Obl
nopaboTare, Gosee riyooko ee m3yunThb. Kakaplii JOKIax JOJDKEH HAauMHAThCA C BBEJCHMS.
BBenenue - 31O BCTynmuTeNbHAs 4YacTh HAyYHO-HCCIIEIOBATEIIBCKON pabOTBHL. ABTOP JOKEH
IPUIIOKUTH BCE YCUIINA, YTOOBI B 3TOM HEOOJIBIIOM 10 00bEMY pa3jiene 0Ka3aTh aKTyaJlIbHOCTb
TEMBI, PACKPBITh €€ MPAKTUYECKYI0 3HAYMMOCTb.

B ocHOBHOMI 4YacTH 1OKJIafa pacKpblBaeTcsi ero conaepxkanue. Kak mpaBuio, ocCHOBHas
YacTh COCTOUT U3 TEOPETUYECKOTO M IPaKTHUUYECKOro pas3zienoB. B Teopernyeckom pasneine
PacKphIBalOTCA UCTOPUSL U TEOPHsl HCCIENyeMOW IpoOJeMbl, JaeTcsd KPUTHUECKHM aHanu3
JUTEpaTyphl U NOKA3bIBAIOTCS MO3ULMU aBTOpa. B MpakTHyeckoM paszene U3iararorcs METOJbl,
X0/, U PE3YJIbTaThl CAMOCTOSATEJIBHO MPOBEAECHHOIO SKCIIEpUMEHTa WK (pparmenra. B ocHoBHOM
YacTU MOTYT OBbIThb TaKXe HPEJCTABIEHbl CXEMbI, JUarpaMMbl, TaOIUIbl, PUCYHKH U T.1. B
3aKJIFOYEHUH TIOJIBOJIATCS UTOTU PabOThI, BEIBO/IbI, K KOTOPHIM IPHILIEN aBTOP, U PEKOMEHJALIHH.
3aKiIo4eHue JOJDKHO OBITh KpaTKUM, 00s3aTelNbHBIM M COOTBETCTBOBATH IOCTABIIEHHBIM
3agauaMm. [Ipyu moAroToBKe yCTHOrO BBICTYIUICHHSI HYXHO YYMTBHIBATh €ro PeryiaMeHT - He Ooiee
10 Munyr. BecbMa BBIMTPBIINIHBIM SIBJISIETCS TNPEJCTABICHHE JA0KJIala, CONPOBOKIAIOIIEECs
MPE3CHTALUEN.

Metondeckre peKoMeHIANK CTYJICHTaM JUTsl IIOATOTOBKH K 3a4eTy.
[ToaroroBka CTyA€HTOB K 3a4€Ty BKIIFOUAET TPU CTAIUU:

— caMmocCTosTeNbHas paboTa B TeUeHHe yueOHOTO rojia CEMECTpa;

— HENOCPEACTBEHHAs MOATOTOBKA B IHU, IPEALLIECTBYIOLINE 3aU€Ta;

— cJlaya 3ayera.

[ToaroToBky K 3aueTy 1enecoo0pa3HO HayaTh C M3YYEHUS M MPOPabOTKH HOPMATHUBHO-
MPaBOBbIX MCTOYHUKOB W JUTEparypbl. [lpexnae Bcero, cienyer BHUMATEIbHO MEPEUYUTATH
y4eOHYI0 IPOrpaMMy B TIPOTPaMMHBIE BOTIPOCHI JUIS TIOJTOTOBKU K 3a4€Ty, UTOOBI BBIACTUTH U3
HUX HaMMeHee 3HakoMble. Jlaliee NMOJKEeH cleqoBaTh 3Tal MOBTOPEHUSI BCEro MPOTrPaMMHOIO
Matepuana. Ha oty paboTy menecooOpa3HO OTBeCTH OOIBIIYI0 YacTh BpeMeHU. Cleayromum
ATanoM SBJSIETCS CAMOKOHTPOJb 3HAaHUS HM3YYEHHOIO MaTepHualia, KOTOPBIM 3aKiIo4yaeTcs B
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YCTHBIX OTBETaX Ha IPOrpaMMHBIE BOIPOCHI, BBIHOCHUMBIE Ha 3audeT. Te3uchl OTBETOB Ha
HanboJiee CIOXKHBIE BOIPOCHI KEJIATeIbHO 3allMCaTh, TAK KaK B MPOLIECCE 3aMCH BKIIOYAIOTCS
JIOTIOJIHUTEIbHBIE MOTOpHBIE pecypchl maMaTu. IIpemioxkeHHas METOIMKa HENOCPEICTBEHHON
MOJTOTOBKH K 3a4eTy MOXET ObITh M M3MeHeHa. Tak, Uil CTYIEHTOB, KOTOPhIE CUYUTAIOT, YTO
OHHM YCBOWJIM TPOTPaMMHBIH MaTepuaj B IOJHOM OOBEME W YBEPEHBI B IMPOYHOCTH CBOMX
3HAHUM, TOCTATOYHO OErjioro MOBTOPEHMs ydeOHOro marepuana. OCHOBHOE BpPEMsI OHM MOTYT
YACTUTH YIITyOJICHHOMY U3Y4EHUIO OTICIBHBIX, HAN0OJIEE CIOKHBIX, TUCKYCCHOHHBIX TTPOOIIEM.

OCHOBHBIM HCTOYHHMKOM IIOATOTOBKM K 3a4eTy SIBJISCTCS KOHCHEKT JICKUIWH. Y4eOHbII
Marepuag B JIEKUMU JaeTcd B CUCTEMAaTU3MPOBAHHOM BHJE, OCHOBHBIE €r0 IOJIOKEHHUS
JETATU3UPYIOTCS, MOAKPEIUISIOTCS COBPEMEHHBIMHU (pakTaMu M HOpPMAaTHUBHOW HH(OpMAaImei,
KOTOpbIE B CUJTy HOBU3HBI, BO3MOKHO, €I11€ HE BOLUIN B OIIYOJMKOBAHHBIE MI€YaTHbIE UCTOYHUKU.
[IpaBuibHO COCTABIIEHHBIM KOHCIIEKT JIEKIMH COJAEPXKHUT TOT ONTUMAalbHBIH 00BEM
nHpOpMalii, Ha OCHOBE KOTOPOTO CTYACHT CMOXET IMPEACTaBUTh ce0e BeCh Y4eOHBII
Martepuain. Cienyer TOYHO 3allOMUHATh TEPMHUHBI U KaT€rOPUH, MOCKOJBKY B UX ONPEJEICHUIX
coJiep)Karcsl MPHU3HAKW, MO3BOJISIOUIUE YSACHUTh UX CYIIHOCTb M OTJIMYUTH 3TU MOHITHUS OT
apyrux. B xozne noaroToBku k 3aueTy HE0OX0IUMO oOpalaTh BHUMaHUE HE TOJBKO HA YPOBEHb
3allOMUHAHUS, HO M Ha CTENeHb IOHMMaHHUs KaTeropuil M peasbHbIX MHpodieM. A 3To
JOCTUTAEeTCsl HE MPOCTHIM 3aydyMBAHHUEM, a YCBOCHHMEM IPOYHBIX, CUCTEMAaTU3UPOBAHHBIX
3HAHWUH, AaHATUTUYECKUM MBIIIUIEHUEM.

7. DOoH/1 OLIEHOYHBIX CPEJACTB
7.1  MeToabl KOHTPOJIS U OLICHUBAHUS Pe3yJbTATOB 00y4eHUA
Texymmit KOHTPOJb (paboTa Ha MPAKTUIECKUX/CEMUHAPCKUX 3aHITHIX):
—  BOIIPOCHI IO TEMaM JUCITUIUIHHBI (YCTHBIN OMPOC);
— MPUMEPHBIE BOTIPOCHI JIJIs1 KOHTPOJILHOM paboThI B (hopMaTe OJIAHKOBOTO TECTHPOBAHUS;
— TIepedYeHb TeM IJIs IOKJIAJ0B U MPE3CHTAINH.

[IpoMexxyTOUHBII KOHTPOJIb:
—  BONPOCHI JUIsI MOATOTOBKH K 3a4eTy U 3a4erT.

7.2  IIkaja U KPpUTEPUU OLEHUBAHMS Pe3yJIbTATOB 00yUeHMsI

Y CTHBIN onpoc:

OneHuBaHUE YCTHBIX OTBETOB CTYJACHTOB Ha 3aJaHHBIC MPENOJaBaTEIEM BOIMPOCHI
MPOBOJIUTCS 1O OAJUTHHOM IIKaJle, TJe OLICHKA «5» - camas BbICOKas OIICHKA, a OIleHKa «2» -
camas Hu3Kas. [[ns Toro 4troObl OLIEHUTH OTBETHI OOYYAIOIIMXCS, CYIIECTBYIOT KpPUTEPHH
OLICHUBAHUS:

— TPaBWIBHOCTh W IIOJHOTa OTBETa (OTBET JOJDKEH OBITh MCUCPIBIBAIONIUM, HE

MIPOBOIMPOBATH YTOUHSIOIINE BOIIPOCHI);

— CTeNeHb MOHUMAaHUS U3YYeHHOTO;
— BJIaJICHUE TPAMOTHOU peyblo AJsl YCTHOTO 0(OPMIICHHS OTBETA.

Ixajaa oueHuBaHUA Onucanne

«5» OtBer CTYACHTA Ha 3aJIaHHBIN BOIIPOC MOXXHO Ha3BaTb
ncyepnbiBaromiuM " BCECTOPOHHHUM. O6y‘laIOH_[I/II710H BJIaJCCT
ONpCACIICHUAMU OCHOBHBIX TCPMHUHOB U MOHIATHUH B paMKax
JUCIUIINHBL. ECTh TOHMMaHHE MaTrepuaia. Ectb 000CHOBaHHOCTh
CY)K,Z[eHI/Iﬁ U CCBUJIKM Ha HAYYHBIX JesTeneld WM CTaTUCTHYECKOE
obocHOBaHue. B X0AC OTBCTAa HNPUMCHACT IPAKTHUYCCKUC 3HAHUA U
IpUBOJUT HCO6XO,[[I/IMBIC IMPUMCPHIL. Wznaraer MaTrcpurall
OCIICA0BATCIIBHO )51 IMpaBUJIIBHO C TOYKH 3pCHUA HOpM
JIMTCPATYPHOT'O SA3bIKA.

«4» OOyyaromuiics  JaeT  OTBET, YJOBJCTBOPSIONIMI TeM  Ke
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TpeOOBaHUSAM, YTO W JUIA OLEHKH «5» OanioB, HO JoIyckaeT 1-2
OmMOKH, KOTOpBIE caM e WChpamiser, W 1-2 Hemouera B
MOCIIEIOBATEIHLHOCTH U SI3BIKOBOM 0(DOPMIICHHH H3JIaraeMoro.

«3» CTy,Z[GHT MMEET 3HAHHE W IIOHHMMAaHHE OCHOBHBIX ITOJIOKCHHH TEMBI
Ha 0a3oBoM ypoBHe. Ilepemaer MmaTepuan HENOJHO, IIyTaeTcs B
ONPCACIICHUAX W IIOHATUAX B paMKax H3yqa€MOI>'I JAUCHUITIINHBI. He
yYMEET JI0Ka3aTeJIbHO 000CHOBATh CBOM CYXKJEHHUS M IPUBECTU CBOU
npumepbl. OTCYTCTBYET TMOCJIENIOBATEIBHOCTh TMPU  U3JI0KEHUU
marepuana. Jlomyckaer OmMOKM B  S3BIKOBOM  O(OpPMIICHUH
u3j1araeMoi nH(OpMaIHH.

«2» OOyyaromuiics 1eMOHCTPUPYET HE3HAHUE OOJIbLIEH YacTH 3aJaHHOTO
BOIIPOCA, JIOMyCKaeT OMmMHOKH B (POPMYIHPOBKE ONpEICTCHUNA |
MPaBHJI, MCKAKAET UX CMBICIOBYIO HArpy3Ky, H3JlaraeT MarepHal
HETIOCJIEIOBATENIFHO M OUeHb KOPOTKO.

TectupoBanue (TEKYIIUN U TPOMEKYTOUYHBIN KOHTPOJIB):
Onenka «oTaHOY - 85-100% NpaBHIBHBIX OTBETOB;
Onenka «xoporoy - 60-84% mpaBUIBLHBIX OTBETOB;
Onenka «ymoBIeTBOpUTENBHO» - 40-59% MpaBHIILHBIX OTBETOB;
OreHKa «HEYIOBIETBOPUTEIHHOY - MeHee 40% MpaBUIIbHBIX OTBETOB.

OKJIaJ:

[Ipn omnpeneneHNMM OLEHKH YKa3aHHBIE YCJIOBHS JIOJDKHBI BBIMOJHATHCA IOJHOCTBIO.
VYcnoBue, BBINOJIHAEMOE YACTUYHO, CYATAETCS HEBBITIOJIHEHHBIM.

OneHKa «OTJIIMYHO» MPHU BBIIIOJTHEHUH CIEAYIOIINX YCIOBHUM:

1. PackpbIThl CIEayIONIME BOIPOCHI:

— CYTb pacCMaTpUBAEMOro acneKkTa U MPUYMHY PACCMOTPEHHUS TEMBI JOKIAA,
— OMNHCaHUE CYLIECTBYIOIIUX JJIsi JAHHOTO aclekTa MpoOjeM U mpeljiaraeMble MyTH HX

peuieHusl.

2. CobnrofeHue perjaamMeHTa Mpy NpeAcTaBlIeHUH 10KIaaa (TpeGoBaHus 10 0POPMIICHUIO
Y BPEMEHH, OTBE/ICHHOE HA BHICTYILICHUE).

3. [IpeacraBneHue, a HE YTEHUE MaTepuUara.

4. Vicnionb3oBaHHE AaKTyaJbHBIX HOPMATHUBHBIX, MOHOTPapUUECKUX U TMEPHOTUUYECKUX
HMCTOYHUKOB JIUTEPATYPHI.

5. HeTKOCTh IUKIIUH.

6. IIpaBMIIBHOCTH U CBOEBPEMEHHOCTh OTBETOB Ha BOIIPOCHI.

7. TloarotoBka BH3YaJIbHOTO  CONPOBOXACHUSA MpeICTaBiIsieMold  uHOpMaAIUU
(Ipe3eHTanun).

OneHka «XOpOUIo» MPH BBHIMOJIHEHUH CIEAYIOUIMX YCIOBHIA: HEBBINOJHEHUE ITHOOBIX
JIBYX U3 YKa3aHHBIX YCIOBUH.

OueHkKa «yI0BJIETBOPUTEIBHO)» IPU BBITOJIHEHUH CIEAYIOIIUX YCIOBUM: HEBBITOJIHEHUE
TMOOBIX TPEX U3 YKAa3aHHBIX YCIOBUH.

OneHka «HEYIOBIETBOPUTEIBHO»: HEBBINOJHEHUE JIOOBIX UEThIpEX M3 YKa3aHHBIX
YCIIOBUH.

7.3 OueHo4yHbIE CPEACTBA
7.3.1. Tekyuuii KOHTPOJIb
[TpumepHbIe BOIPOCH! Il YCTHOTO OIpOca:
1. PackpoiiTe copepikaHue MOHATUS «KaJpPOBOE aJMUHUCTPUPOBAHHME» B COBPEMEHHOMN
opranu3auuu. Kakue ocHOBHbIE YHKIIMU OHO BKJIIOYAET?
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2. Onumure CUCTEMY HOPMaTUBHO-IIPABOBOI'0 perynupoBaHus KaJIpOBOTO
nokymentoobopora B P®. Kakue OCHOBHBIE IOKYMEHTHI PErIIAMEHTUPYIOT 3TOT
rpoiiecc?

3. KakoBbl OCHOBHBIE TMpeHMyILIeCTBa Iepexoja Ha  3JICKTPOHHBIA  KaJpOBBIHA
JOKYMEHTOOOOPOT 0 CPABHEHUIO C TPAAUIIMOHHBIM OyMaKHBIM?

4. OxapakTepusyiWTe BHAbl IEKTPOHHOW TMOANMCH, HCIOJIb3yeMble B  KaJpOBOM
nenonpousBojcTse. KakoBsl TpeOoBaHMS K X IPUMEHEHUIO?

5. Kakme kputepun ciemyer yuuThiBaTh npu Beioope HRM-cuctemsl mist opranuzanuu?
CpaBuute 3apy0OeKHbIE U POCCHHCKUE PEIICHUSI.

6. Kak unrerpupyrorcss HRM-cuctemsl ¢ qpyrumMu KOPIOpaTUBHBIMU HH(DOPMAITHOHHBIMHU
cucremamu? [IpuBeanuTte mpuMepsl yCIIeUTHON HHTErpaliy.

7. OnumuTe mpolecc aBTOMAaTHU3allMM COCTAaBJICHUS U COTJIACOBAaHUS KaJIPOBBIX MPUKA30B.
Kakue TexHoI0ruu npu 3TOM UCHOJIb3YIOTCS?

8. Kak opraHm3oBarh SJIEKTPOHHBIN apXWB KaJpoBBIX NOKyMeHTOB? Kakue TpeOoBaHMS
HEO0OXO0IMMO YUUTHIBAThH?

9. Kakuwe OCHOBHBIE OTambl BKIIOYAET MPOIECC BHEIPEHUS CHCTEMBI DJIEKTPOHHOTO
JOKYMEHTOO0OPOTa B KaJIpOBO#l Ciry:x0e?

10. Kakne MeTOnBpl MPEOJOJICHUS COMPOTHBIICHUS TIEPCOHANA TPH BHEAPCHUH HOBBIX
U (POBBIX PEIICHUH BbI MOXKETE MPEATIOKUTH?

11. Kak opraHu3oBaTh 3alllUTy IMEPCOHAJIBHBIX NAHHBIX COTPYJHHKOB IpHU IEpexoje Ha
ANIEKTPOHHBIA JOKYMEHTO0O0POT?

12. Kakne mokazarenn s¢pdexrtuBHoctn (KPI) crmemyer wcmonp3oBaTh Ui OICHKH
yenemHocT BHenpenust /10 B kanpoBoi ciiyx6e?

13. Tlpoananu3upyiTe OMNBIT BHEAPEHUS DSJIEKTPOHHOTO JTOKYMEHTOOOOpPOTa B KPYITHOM
POCCHUICKOM KOMIIAHUH.

14. Kakue oCHOBHBIC OIMOKH JOMYCKAIOT OpraHu3aluy npu nepexoze Ha mudpossie HR-
pemenusa? Kak ux MoxHO nzbexars?

15. Kakue HOBbIE TEXHOJIOTMU MOTYT ObITh IPUMEHEHBI B KaJAPOBOM aJMUHUCTPUPOBAHUH B
ommkaiimue 5 ner? OnuumTe BO3MOXKHBIE CIICHAPUU Pa3BUTHSL.

IIpuMepHBIC BOIIPOCHI IS TECTHPOBAHUS:

1.Kakoii HOpMAaTUBHBIA JOKYMEHT SIBJISETCS OCHOBHBIM Uil PEryJUpOBaHUSA KaJgpOBOTO
ToKyMeHTooOopoTa B PD?

a) 'paxxnanckuii kogexc PD

0) Tpynosoii konaexc PD

B) Hamoroseiit kogexc PD

r) Kogekc 06 agMHUHUCTpaTUBHBIX IPABOHAPYLICHUSIX

2.Kakoli 3ak0H peryaupyer o0padoTKy MepCOHATBHBIX JAHHBIX COTPYIHUKOB?
a) 152-®3

0) 44-03

B) 223-®3

r) 54-03

3.Kakoit Bun snextponHoit noanucu (1) saBnseTcs 00s3aTeNbHBIM U1 KaAPOBBIX JOKYMEHTOB?
a) [Ipocras OI1

0) Ycunennas kBanuduuupoBanHas 11

B) YcuseHHas HekBanuuupoannas O

r) JIro6oii Bug 11 o BIOOpPY OpraHu3anuu

4 Kakas cucTeMa OTHOCHTCS K  OTEYECTBCHHBIM  PCIICHUSM  JUISI  AJIEKTPOHHOTO
JTOKyMeHToOoOopoTa?



14

a) SAP

0) Oracle

B) 1C:JlokyMeHTO000POT
r) Workday

5.Kakast u3 mepeqncieHHbIX CUCTEM sIBisieTcst MexayHapo o HRM-tuatdopmoii?
a) Kontyp.Ilepconan

6) bocc-Kanposuk

B) SAP SuccessFactors

r) MoitOduc

6.Kakoit HR-niporiecc Mo>kHO aBTOMaTH3UpOBaTh ¢ moMotbio RPA (pobotuzarun)?
a) CocraBneHue TpyA0OBOro A0rOBOpa

0) I[IpoBenenue cobecenoBaHmiA

B) ®opMupoOBaHUE MPUKA30B O TIPUEME

r) Bce nepeuncnennsie

7.Kakoli JNOKyMEHT B KaJpOBOM JEJIONPOU3BOJACTBE IEPBBIM IEPEBOIUTCA B AJIEKTPOHHBIN
dhopmart?

a) TpynoBasi KHMKKa

0) JInuHas kapTouKa

B) [Ipuka3s o npueme

r) JlomkHOCTHAS HHCTPYKLIUS

8.Kakas MeTo10510THsI BHEAPESHUSI TIPEITOIaraeT MO3TAITHOE BBITIOJIHEHUE padoT?
a) Agile

6) Waterfall

B) Scrum

r) Kanban

9.Kakoil mokaszaTeslb MCIOJB3YeTCs IS OLICGHKH 3KOHOMHUYECKOW 3()(PEKTUBHOCTH BHEIPEHUS
HRM-cucteMs1?

a) KPI

0) ROI

B) OKR

r) BSC

10.Kakoii cpok XpaHeHUs KaJIpOBbIX JJOKYMEHTOB YCTAHOBJICH JUIsl OOJIBIIMHCTBA OPraHu3aluii?
a) 3 rona

0) 5 ner

B) 50 mer

r) 75 ner

11.Kaxkoit 'OCT pernamentupyet opopmiieHHE KaJpOBBIX TOKYMEHTOB?
a) OCT P 7.0.97-2016

6) 'OCT P 7.0.8-2013

B) 'OCT P UCO 9001-2015

r) FOCT P 7.0.1-2003

12.Kakas ¢pynkuus HE sBasiercs Tunuunoit s HRM-cucrem?
a) Yuer pabo4ero BpeMeH!
6) Pacuer 3apaboTHOI1 matel
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B) YpaBHUE MPOEKTAMHU
r) [Togbop nepconana

13.Kakoif 1OKyMEHT TOATBEpkIaeT (akT TPYIAOBBIX OTHOIICHWH TIpU  AJIEKTPOHHOM
JTOKyMeHTOO000poTE?

a) DJIEKTPOHHBIN TPYI0BOIl 1IOTOBOP

0) DneKkTpoHHAas TPYAOBask KHIKKA

B) DJIEKTPOHHBIN MIPUKA3 O IPUEME

r) Bce nepeuncnennsie

14.Kaxkoit mokazarens HE ucnons3yercs amnst onenku sppexruBHoCcTH BHEAPeHus /107
a) Bpems 006paboTku JOKyMeEHTa

6) KonnuectBo ommoboK B JOKyMEHTax

B) Y 10BIETBOPEHHOCTh COTPYJHUKOB

r) KonnuecTBo HOBBIX KJIMEHTOB

15.Kako#t u3 mepeuncieHHbix aneMeHToB HE sBnsiercs 00s3aTenbHBIM TSI 3JIEKTPOHHOTO
KaJIpOBOTO JJOKYMEHTAa COTJIACHO POCCHICKOMY 3aKOHOJATEIbCTBY?

a) DJIEKTpOHHAS TIO/IIMUCH

6) [ara co3ganust TOKyMeHTa

B) @oTtorpadusi COTpyaHHKA

r) Peructpannonsslii Homep

IlepeyeHb TEM JUIS JOKIIAJOB M OPE3CHTALINN:

1.

2.

w

10.

11.

12.
13.

14.
15.

DBOJIIOLMS  HOPMAaTUBHOM 0a3bl KaJpOBOIO JIEJONPOM3BOJACTBA: OT OyMaskKHBIX
JOKYMEHTOB K IIU(POBBIM CTaHIapTaM.

OTBETCTBEHHOCTh 32 HAapYLIEHUS B JJIEKTPOHHOM KaJpOBOM JEIONPOU3BOJACTBE:
cyneOHas MpaKkTHUKa U MPEBEHTHUBHBIE MEPHI.

CpaBautenbubiid ananus matdopm D10 mns HR: 1C: lokymenToo6opoT vs Directum.
[lepciekTHBBl TpPUMEHEHUA MJI1 BepUPHUKAIUMU TPYJOBOIO CTaka B KaJIpOBOM
JOKYMEHTOO000poTe.

Hudposas nmoanuce B HR: Buabl, MOpAIOK MpUMEHEHUS M TUIIMYHBIE OIIUOKUA MpPH
pabote ¢ DIl

Nurterpammuss SAP SuccessFactors ¢ poccuiickumu cucremamu 2J10: mpoOiembl u
peuieHusl.

OteuectBennbie HRM-matdopmer: cpaBHenune QyHkunoHana Koutyp.llepconan wu
bocc-Kanposuk.

[IpequktuBHas ananutuka B HRM: kak naHHble W3 KaJpOBBIX CHUCTEM IOMOTAIOT B
YIPABJICHUH TIEPCOHATIOM.

[Tonuelii nukn uudpoBU3aUU KaIpPOBBIX JOKYMEHTOB: OT 3JEKTPOHHOTO MpPHKa3a [0
MU (POBON TPYIOBOIM KHUKKH.

PoGoTu3anus KaJIpoBOro aJMUHHMCTPUPOBAHUS: KEHChl BHEAPEHUS i 00paboTKU
3asBJICHUN U IPUKA30B.

ONEKTPOHHOE JIMYHOE JIe0 COTPYAHMKA: CTPYKTypa, 3allluTa JAHHBIX U TOPSA0K
BEJICHUS.

Meronomnorus BHeapenus /10 nns HR-npoekrtos.

[Ipeononenue CONMPOTUBIIEHUS NPU MEPEXOJe Ha 3IEKTPOHHBIA JTOKYMEHTOOOOPOT:
CTpaTeTuu JUIsl Pa3HbIX KATETOPUI COTPYIHUKOB.

Onenka s dextuBHOCTH HUppoBu3anuu HR.

Keiic mudpoBoit Tpanchopmanuu KaapoBoi ciaykObl Ha TpUMepe KOHKPETHOM
OpraHU3aIui: YPOKHU U JTYyYIlIHE MPAKTHKH.
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7.3.2. TIpoMexxyTO4Hasl aTTECTAIHSA
Dopma_npomedcymoyHou ammecmayuu: 3a4em, ¢ UCHOIb308AHUEM IK3AMEHAUUOHHO2O

ounema. B kaswcoom buneme doaxcro 6uims no 2 eonpoca.

10.

11.

12.

13.
14.

15.

Llepeuenv npumepHvlx 60nPOCO8 01 NOO2OMOBKU K 3AUEen):

Kakne HOpMaTHBHBIE aKThI PETYIUPYIOT KaAPOBBIH JOKyMEeHT0000poT B PD? Packpoiite
tpeboBanuss TK PO, 152-®3 u 'OCT P 7.0.97-2016.

Kakue Buabl OTBETCTBEHHOCTH IIPEIYCMOTPEHbl 32 HapylleHUs B  KaJgpOBOM
nenonpousBojctse? [IpuBeaure npumepsl U3 cy1e0HOM MPaKTUKU.

Onummre KIIOYEBBIE TEXHOJOTHH JJIEKTPOHHOTO JOKyMEHTooOopora. B dem
MIPEUMYIIECTBA MOCIe0BaTeNbHBIX cucTeM st HR-noxkymeHTOB?

Kak npumensiercs anexkrponHas noanucs (O11) B kagpoom aenonpousBoactse? Kakue
BUJIbI D11 1omycTHMBI U1 TPYAOBBIX JOTOBOPOB?

Kakune HR-mpormeccbl MOXHO TMOJTHOCTBIO aBTOMAaTU3MpoBaTh? Pazbepute Kelic
poOOTH3ALMK COCTaBJICHUS TPUKA30B.

Kak mudpoBusznpoBaTh mporecc aganTaldd HOBBIX COTPYAHHKOB ¢ momolnsio HRM-
cuctem? ONHUIINTE STAIbL.

Kakne pruckm BO3HHMKAIOT NP MEPEX0JIe Ha 3JEKTPOHHBIE TPYAOBBIE KHIKKM? Kak nx
MHHUMHU3HPOBATH?

Kax waTerpamus HRM-cuctem ¢ 310 moBbimaer 3¢h@(EKTUBHOCTH  KaJgpOBOTO
agMuHucTpupoBanus? IlpuBeaure npumepsl.

Kakue wmerononorun BHeapenus uudpossix HR-pemenuii nHanbonee 3¢dexkTrBHBI?
Ob6ocHyiiTe BBIOOD.

OnumuTe IUIaH TPEOJOJICHHS CONPOTUBIICHHS TMepcoHaa mnpu BHeApeHun HRM-
CUCTEMBI (Ha MpuMepe POU3BOICTBEHHOW KOMITAHHH ).

[To xakum wmerpukam (KPI, ROI) omenutsr ycmemnocts mudpoBoi TpaHchopmaimu
KaJIpOBOT0 aIMUHUCTPUPOBAHUSA?

CocTaBbTe YEK-TUCT MPOBEPKU FOTOBHOCTH KOMIIAHUM K BHeApeHuto D10 B KagpoByrO
CITyX0Y.

Kak nudpoBuzanus kaapoBoro aAMMHUCTpUPOBaHUs BiusieT Ha posib HR-cnienmanucra?
Kakue wmepbl uHbOpManmoHHON 0€30MACHOCTH HEOOXOAUMO MPEIyCMOTPETh IpHU
BHEJIPEHUHU AJIEKTPOHHOIO KaPOBOT0 JOKYMEHTO0O0poTa?

KakoBbl 0COOEHHOCTH TMepeBOJa AapXUBOB OyMaXKHBIX KaJpPOBBIX JOKYMEHTOB B
ANEKTPOHHBINA popmat?
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