[lOKYMEHT NoANMCaH NpOoCTOii 3NeKTPOHHOM NOANMUCbHI0
MHdopmaums o Bnagenbue:

®KMO: Makcumos Anekceii bopeAHMCTEPCTBO HAVKH U BBICIIET'O OBPASOBAHMS POCCHMCKOM OEJIEPAITAN
[lomxHoCTb: ek @EERATRHOR T S YiHARHERERHOFARFQROMHOE OBPASOBATEIILHOE YIPEXIEHIE BBICIIIEIO OBPA3OBAHIS
[Nlata nognucanms: 03.06.2025 12:11:3M CKOBCKHUHA HHOJMTEXHNIYECKAN YHUBEPCUTET»

YHUKaNbHbIA NPOrPaMMHbIiA KNHOY: (MOCKOBCKI/Iﬁ HOJII/ITEX)
8db180d1a3f02ac9e60521a5672742735c18b1d6

«27»

PABOYAS NPOT'PAMMA JUCIHUILINHBI

«TOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUST»

HampasneHnue oAroTOBKH
38.03.03 YIHPABJIEHUE NEPCOHAJIOM

[Tpoduns
OKOHOMHUKO-MPABOBOE OBECITEYEHUE TPYJIOBBIX ITPONECCOB»

Ksamubukanus
0akajgaBp

®opmbI 00ydeHUs
OYHAsI, 0YHO-3209HAS

Mocxksa, 2025 T.



Pa3paboTuux(u):
K.I0.H., IOIEHT KadeIpsl
«YTpaBlIeHHE IEPCOHATIOM

CorJsiacoBaHo:

3aBeyronmii kadeapoi r \p 9

«YTpaBieHHE TIEPCOHATIOMY, [1.3.H.,
npocgeccop

/M.M. KpexoBa/

—~



el A A

Conep:xanue

Lenu, 3a1a41 U TNIAHUPYEMBIE PE3YJIBTATHI O0YUCHHS MO JUCIUTIIAHE. ....eevveeneerereeeeneennrennes 4
MecTo TUCHUIUTMHBI B CTPYKTYPE 00pa30BATEITBHON TTPOTPAMMEBI .....c..vveeeevreeeereeennreeennreeennnens 4
CTpyKTypa ¥ COIEPKAHNE TUCIIUATIITHBL .....ceeenerrreeenuerreeennureeeeennneeessnsnseeessnssseessnsseeessnsseesanns 4
3.1. Buasl y4eOHON PAOOTHI U TPYMOEMEKOCTD ....vveerurreessrreensrreessreeessseesssseeessseesssseesssessssseessseeans 4
3.2. TeMaTu4eCKU MIIAH U3YUEHUS TUCIIUATIITHBI ...eeeeruerreeeennrrreeeenereeessnnseeeesssseeessssseesessnseeens 5
3.3, COHEPKAHUE JUCIIHTIIIHHBL «...ceeuuveernereeenereensreesereesseeensseeessseesssseesnsseessssesssseessseessseessseenns 7
3.4. Temaruka CeMUHAPCKUX/TIPAKTHUECKUX U JTAOOPATOPHBIX 3AHITUM] ....eoevveenereenerenreaneeannnes 9
3.5. Temaruka KypCOBBIX MPOCKTOB (KYPCOBBIX PAOOT) ....eevrerurieniieniieeriieniieeseenereeseesneeeseenenes 9
Y4e0HO-METOAUYECKOE U NHDOPMAITMOHHOE OOCCIICUCHHUE........c.vveeneeeeereenereenreeneeennreeeeenneeenne 9
4.1. HopmatuBHBIE JOKYMEHTBI K I'OCTBI....cuuviiiiiiiiiieieiiiee et 9
4.2, OCHOBHAS JIHTEPATYPA ceuvvvreeernnrreeeesnurreeeannseeeessnssseesssssseeesasssseesssssseesssssseesssssssessssnssseessnns 11
4.3,  JIOTIOTTHUTETBHAS JIATEPATYPA wevvveeeernerreeeaurrreessnnrreeeasnsseeeesnssseeessnssseesssmseeesssssseesssnssseessnns 11
4.4, DNEKTPOHHBIC OOPAZOBATEIBHBIC PECYPCBI.c..uuvieerrrreerereeeereesreeesreeesseeesseeesseesssseessseeens 11
4.5. JIuneH3uoHHOE ¥ CBOOOTHO PACIPOCTPAHIEMOE TPOTPAMMHOE O0ECIICUEHHUE ................. 11
4.6. CospemeHHbIe ITpodeccuoHabHbIE 0a3bl TaHHBIX U HH(POPMAITMOHHBIE CIIPAaBOYHBIE
CHICTEMDBI ....cuteeneieeuteenute et eett e et e saeeeabeeeueeeabeesueeeab e e bt e e abeesae e eabeeebeeeabeesbeeeabeenmeesabeenateenbeenseeeneens 11
MaTepruambHO-TEXHUUECKOE OOCCTICUCHIIC .......cuvveerreeereenrrersreenseensreeseessseeseesssesnseesssesnseensns 12
METOIUUECKUE PEKOMEHIALIHH ....eeeeerrrreeenerrreeeasureeeesssseeesansseeesssssseesssssseeessnssseeessnsseessnnnees 12
6.1. Meroanvecknue peKOMEHIAIUH JJIs IPEMOAaBaTEINsl 0 OpraHUu3aui OOYUYCHHUS ............ 12
6.2. Meroanveckue yKa3aHus JJIsg 00yUYaIOMUXCs IO OCBOCHUIO TUCIUIUIHHBL ..................... 13
DOH OLICHOUHBIX CPEIICTB .uuvvreeeanurreeeesnnrreeesseseeesssnsreessssssseesesssseessasssseessssssseesssssseesssnssees 15
7.1. MeToabl KOHTPOJISI U OIEHUBAHUS PE3YJTBTATOB OOYUCHMM ... uvveeeeereeenrreenreeenereeennreeennens 15
7.2. 1lkana ¥ KpUTEPUH OLICHUBAHUS PE3YIBTATOB OOYUCHHS .....vveenveeereenveennreenreenaneenseenneeenne 16

7.3, OLICHOUHBIE CPEIICTBA «..uvvveeuereernureerureesureessreessseeesnseeessseesssseesnsseesssseesnsseessseessseesssessnnsees 17



1. Heawn, 3an1a4um 1 IJIaHUPYyeMble Pe3yJbTAThl 00y4eHH sl N0 AUCHUIIHHE

Lenv oucyunnunvl: GOPMHUPOBAHUE U PA3BUTHE y O0YUAIOIMXCS JIMYHOCTHBIX U Mpodeccuo-
HaJIBHBIX Ka4E€CTB B COOTBETCTBUHU C HAIIPABJICHUEM MOJArOTOBKH, HABBIKOB NTPABHJILHOTO COCTaBJIE-
HUS U 0POPMIICHHS JOKYMEHTOB I10 YIPABJICHHUIO TIEPCOHAIIOM B OPTaHU3ALUH, a TAK)KE MOATOTOBKA
00y4aroImuxcs K 1eTeIbHOCTU B COOTBETCTBUM € KBAJIM(UKAIMOHHON XapaKTepUCTUKOM OakalaBpa
10 HAIPaBJICHUIO «YTIpaBlieHHE IIEPCOHAIOM» B TOM 4KciIe (hopMUpOBaHHE YMEHUH MO pa3padoTke
JOKYMEHTaLUH, COITPOBOXKAAIOLIEH yIIpaBlieHHE TPYIOBBIMH IIPOLIECCAMU, KaAPOBOMY aJIMUHUCTPH-
POBaHUIO ¥ OPTraHU3ALNHU IEKTPOHHOTO TJOKYMEHTO000pOTa.

3aoauu oucyuniunol:

- I3YYHTh MTPABHIIA CO3/IaHUS M 0(OPMIICHHSI Pa3IMYHBIX BUIOB JOKYMEHTAIIMH, ydeTa U 00pa-
00TKH, KITaCCU(PUKALIMU U CHCTEMAaTU3allU1 KapOBOI U yIIPaBIEHYECKON JOKYMEHTAIUH;

- MTO3HAKOMHUTBCS C TEXHOJOTHUSAMHU KaJIPOBOTO aJIMUHHUCTPHPOBAHUS;

- U3yYUTh METOJIUKH pa3pabOTKU JOKYMEHTOB, PETJIAMEHTUPYIOIIUE ACSITEILHOCTh OpraHu3a-
IIUU B IICJIOM H €€ KaJpOBOH CITy>KOBI B YACTHOCTH;

-M3y4UTh TEXHOJIOTHH JIEKTPOHHOTO JOKYMEHTO000pOoTa

OOyueHnue 1o IUCIUILTHHE «J{oKyMeHTalnoOHHOe obecrieueHe YIpaBIeHUs» HAIIPABICHO Ha
dbopMupoBaHHE Y O0YJAFOIITUXCSI CICTYIONTUX KOMITCTCHITHH:

Koa m HaumenoBanue
KOMIIEeTeHI N i

I/IHIIHKaTOPLI JOCTHKCHUA KOMIICTCHIIUN

OIIK - 3. Ciocoben pazpabatbi-
BaTh U OCYILIECTBJIATh MEPOINPHUSI-
THSI, HAIIPaBJICHHBIC HA peann3a-
MO CTPATETUH YIIPABICHHS T1ep-
COHAJIOM, 00€CIIeUNBATh UX JIOKY-

OLICHUBATb OPraHU3alIUOHHBIC 1
COIMAJIBHBIC ITOCICACTBUA

MCHTAlIMOHHOEC COIIPOBOXICHUC U

NOIIK-3.1. 3HaeT: OCHOBHBIE TEXHOJIOTHH PAOOTHI C JOKYMEH-
TaMH, UX CHCTEMaTH3alllel U MPaBUIIaMH XPAaHEHHS, OCHOBHBIE
MpaBwiia JOKYMEHTAIMOHHOTO 00eCTIeYeHN yIIPaBICHIECKUX
MIPOLIECCOB;

HOIIK-3.2. YMeeT: OpueHTHPOBATLCS B CITOCO0AX TOKyMEHTAITH-
OHHOTO COTIPOBOKJCHHS YIPABICHUECKUX MTPOIIECCOB B OPTaHU3a-
1017071

NOIIK-3.3. Bnaneer: HaBbIKaMU COCTaBJICHUSI OCHOBHBIX JTOKY-
MEHTOB B 00JIaCTH yNIPaBJIEHHUS TIEPCOHATIOM;

OIIK - 4. CnocobeH mpuMeHsTh
COBpPEMEHHBIE TEXHOJIOTHH U Me-
TOJIBI ONIEPATUBHOTO YIPABICHUS
MEPCOHAIIOM, BECTH JIOKyMEHTa-
IIMOHHOE CONPOBOXKICHHE U YUET;

HOIIK-4.1. 3HaeT: OCHOBHBIE TEXHOJIOTHH, METOAbI U METOAUKHU
MPOBEIEHHsSI aHATIN3a U CHCTEMaTU3alMK JOKYMEHTOB U HHPOP-
Malll{; OCHOBHBIC BUIbI JOKYMEHTALWU B 00J1aCTH YIPaBICHUS
MEPCOHAJIOM U TIpaBuiIa 0()OPMIICHHS OCHOBHBIX IOKYMEHTOB B
00J1aCTH yTIpaBICHUECKON IS TEILHOCTH; OCHOBBI Pa3paboTKH U
BHE/IPEHHUS KJPOBOH U yIPaBICHUYECKOH JOKyMEHTALIUHY;
HOIIK-4.2. YMeeT: IPpUMEHATh TEOPETUICCKUE 3HAHUS TIPH CO-
CTaBIICHUW ¥ O(POPMIICHUH YIIPABICHUYECKON JJOKYMEHTAITUH;
NOIIK-4.3. Bnaneet: HaBbIKaMH OQOPMIICHHUS YIPABICHUYECKOM
JOKYMEHTAIHH

2. MecTo TMCUHMIIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOM MPOrpaMMbl
JlucuumimHa OTHOCHTCS K 00s13aTeNIbHOM yacTu 610ka b1 «/luciuumimabl (MOLYIIH )».

Jucnumimza «JlokyMeHTallMoHHOe oOecliedeHre ynpaBieHUs» B3aUMOCBA3aHa JOTHYECKH U
COJIEPKaTENbHO-METOANYECKH C APYTUMHU TUCHUILUIMHAMU Yy4eOHOTro IU1aHa, GOPMUPYIOIIUMH KOM-

neTeHuuu Oy nynmx 6akanaBpoB 1o HampasieHuo 38.03.03 YnpasieHue nepcoHaIoM.

3. CTpykTypa u cofep:KaHue QU CHUNINHBI
OO6m1ast TpyA0€MKOCTh TUCIUIUIMHBI COCTABISIET 3 3adeTHbIe equHUIE! (108 qacoB).

3.1

Buabl yueOHoli padoThbl U TPYI0€MKOCTh




3.1.1. Ounas popma oOydeHUs

Ne . KosanuectBo CemecTtpsl
Bun yueOHo# padoThl
n/n 4acoB
1 | AyauTopHble 3aHATHS 54 2
B Tom uncne:
1.1 | Jleknun 18 2
1.2 | CemuHapCcKue/IPAaKTHUCCKUE 3aHIATH 36 2
2 | CamocTosiTeqbHas1 paboTa 54 2
B ToMm uncie:
2.1 | IloaroToBKa K NpaKTUYECKUM 3aHATHSIM 32 2
2.2 | VI3yueHue n1ureparypbl 12 2
2.3 | IloaroTroBka K IOKJIamy 4 2
2.4 | IlogroroBka K 3a4eTy 6 2
3 | Ipome:xkyTouHasi aTTecTANNS
3a4er 2
Hroro 108 2
3.1.2. Ouno-3a04Has popma 00yueHUs
Ne Bua yueGHoii paGoThi KosanuectBo CemecTtpsl
n/n 4acoB
1 | AyauTopHble 3aHATHS 54 8
B ToMm uncie:
1.1 | Jleknun 18 8
1.2 | CemuHapCcKue/IPaKTHUCCKUE 3aHIATH 36
2 | CamocTosiTeqbHas1 padoTa 54 8
B Tom uncne:
2.1 | IloaroToBKa K NpakTUYECKUM 3aHATHSIM 32 8
2.2 | VI3yueHue nureparypbl 12 8
2.3 | IloaroroBka K 10KJIamy 4 8
2.4 | IloaroTroBka K 3a4eTy 6 8
3 | Ipome:xkyTouHasi aTTecTANMS
3a4er 8
Hroro 108
3.2 TemaTu4yeckuil JIAH U3y4YeHH s JUCHUIINHBI
3.2.1. Ounas popma oOydeHUs
Ne Pa3znenbl/TeMbl TpynoemkocTsb, yac
n/n AUCUMILIMHBI R 5 ‘ AynuTopHasi padora ‘ O =
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1 Paznen 1. BBenenue B JJokyMeHTAIIHOHHOE 12 2 4 4
olecrieyeHne ynpaBjaeHHs
1.1 | Tema 1. JIOKYMEHT U CUCTEMBI JOKYMEHTAIUH. 6 1 2 2
1.2 | Tema 2. CoctaB u cozepkaHue KaJpOBOH J10KY- 6 1 2 2
MEHTAIH1, OCHOBHBIE IOKYMEHTHI, perilaMeHTH-
pYIOIIKE YIPABIEHUE IEPCOHATIOM OpraHU3alu1
2 | Paspea 2. OdopmiieHue KaApOBOH JOKYMEHTAa- 72 12 24 38
1010
2.1 | Tema 3. IIpaBuiia ohopMiIeHUSI JOKYMEHTOB U 3a- 12 2 4 6
MIOJIHEHUS TUIOBBIX (hopM
2.2 | Tema 4. ITopsanok opopmiIeHUS TOKYMEHTOB IIpU 24 4 8 13
npreMe Ha paboTy M MOPSIOK yueTa KaJpoB.
2.3 | Tema 5. ITopsanok opopmiieHUS TOKYMEHTOB IIpU 24 4 8 13
MepeBoJIe, PaCTOP)KEHUU TPYAOBOIO JOTOBOPa
(xoHTpakra), [loaroToBKa NPUKA30B 110 JINIYHOMY
COCTaBy.
2.4 | Tema 6. TpynoBast KHUXKKa (CBeIeHUS O TpyHoBoM | 12 2 4 6
JeSITeNIbHOCTH) U JINYHBIE JIeTIa.
3 | Pazgea 3. Opranmusanusi J0KyMeHT0000pOTA U 24 4 8 12
XpaHeHHe JOKYMEHTOB
3.1 | Tema 7. Opranusanus JOKyMeHTOOOOpoOTa, cucte- | 12 2 4 6
MaTHU3alus JOKYMEHTOB, HOMEHKJIATypa sl UX
(GhOopMHUPOBaHUS U XpaHEHHUSI.
3.2 | Tema 8. CoBpeMeHHBIE CITIOCOOBI U TEXHUKA CO- 12 2 4 6
31aHUA IOKYMEHTOB. DJIEKTPOHHBIN JOKYMEHTO-
000poT
Hroro | 108 18 36 54
3.2.2. OuHo-3a04Hast popma 0OyUeHUs
Ne Pa3naenanl/TeMbl TpynoemkocThb, yac

n/n AMCIUILIMHbI 2 S\ AyauTopHasi pabora \ O =
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1 Paznen 1. BBenenue B JJokyMeHTAIIHOHHOE 12 2 4 4
olecrieyeHne ynpaBjaeHHs
1.1 | Tema 1. JIOKYMEHT ¥ CUCTEMBI JOKYMEHTAIWH. 6 1 2 2
1.2 | Tema 2. CocraB u cofepkaHue KaapoBOi JOKY- 6 1 2 2
MEHTAIH1, OCHOBHBIE IOKYMEHTHI, perilaMeHTH-
pYIOIIKE YIPABIEHUE IEPCOHATIOM OpraHU3alu1
2 | Paspea 2. OdopmiieHue KaApOBOH JOKYMEHTAa- 72 12 24 38
1010
2.1 | Tema 3. IIpaBuiia ohopMiIeHUSI JOKYMEHTOB U 3a- 12 2 4 6
MIOJIHEHUS TUIOBBIX (hopM
2.2 | Tema 4. ITopsanok opopmiIeHUS TOKYMEHTOB IIpU 24 4 8 13
npreMe Ha paboTy M MOPSIOK yueTa KaJpoB.
2.3 | Tema 5. ITopsanok opopmiieHUS TOKYMEHTOB IIpU 24 4 8 13
MepeBoJIe, PaCTOP)KEHUU TPYAOBOIO JOTOBOPa
(xoHTpakra), [loaroToBKa NPUKA30B 110 JINIYHOMY
COCTaBYy.
2.4 | Tema 6. TpynoBast KHUXKKa (CBeIeHUS O TpyHoBoM | 12 2 4 6
JeSITeJIbHOCTH) U JINYHBIE JIeTIa.
3 | Pazgea 3. Opranmusanusi J0KyMeHT0000pOTA U 24 4 8 12
XpaHeHHe JOKYMEHTOB
3.1 | Tema 7. Opranusanus JOKyMeHTOOOOpoOTa, cucte- | 12 2 4 6
MaTHU3alus JOKYMEHTOB, HOMEHKJIATypa sl UX
(GhOopMHUPOBaHUS U XpaHEHHUSI.
3.2 | Tema 8. CoBpeMeHHBIE CITIOCOOBI U TEXHUKA CO- 12 2 4 6
31aHUA IOKYMEHTOB. DJIEKTPOHHBIN JOKYMEHTO-
000poT
Hroro | 108 18 36 54

3.3 Conep:xxaHue TUCUMILIHHBI

Pa3nen 1. BBenenue B JOKYMEHTALIMOHHOE O0ecTieyeHHe YIpaBJIeHHs

Tema 1. JIokyMeHT 1 CUCTEMBI JOKYMEHTAIWH.

Knaccughuxayus ooxymenmos. Ilonamue cucmemvl 0OKyMeHmMayuu U YHUDUYUDOBAHHAS CU-
cmema 0okymenmayuu. Opeanu3ayuoHHo-npasosvie 0oKymenmol. Cucmema niaHo80u OOKYMeHma-
yuu. Cucmema pacnopsoumenvuou doxymenmayuu. Cucmema omuemnou ooxymenmayuu. Cucmema
ungopmayuonHo-cnpaoynou dokymenmayuu. Cucmema 002080prou dokymenmayuu. Cucmema 0o-
KymeHmayuu obecneyusaroujeco mund.

Tema 2. CocraB u coaepkaHue KapoBOi TOKyMEHTALUN, OCHOBHBIE JOKYMEHTBI, PETJIaMEH-
TUPYIOLUE YIIPABJICHNUE IEPCOHAIOM OPTaHU3ALHH.




THonamue xaoposoti doxymenmayuu. Cocmae u knaccuguxayusi Kaoposoi 0okymenmayuu. /Jo-
KYMEHMbl NO TUYHOMY COCMABY YHUDUYUPOBAHHOU CUCEMbL OP2AHUZAYUOHHO-PACHOPAOUMENbHOU
ooxymenmayuu (YCOPI). Jlokymenmst yHughuyuposanHou cucmemvl RepeULHOU y4emuou OOKy-
meumayuu (YCIIV]]). Xapakmepucmuka 0CHOBHbLX OOKYMEHMO8, pe2laMeHmupyouux ynpasierue
NEePCOHANIOM U 0esAMeNbHOCIb KAOPOBbIX CYHCO.

Pa3nea 2. Odopmiienne kaapoBoii JOKyMeHTALMHA

Tema 3. [IpaBuna opopMieHHs TOKYMEHTOB U 3aIIOJTHEHHUSI THITOBBIX (hOPM.

T'OCT P 6.30-2003. Cocmas pexeusumos 0okymernmos. bnanku ooxymenmos. [Ipasuna ogpopm-
JIeHUsl peKeu3umos 0okymenmos. Tabenv ynuguxayuu ooxymenmos. Anvb6om opm OOKYMeHmo8
npeonpusamus. Xapaxmepucmuxa munosvix Qpopm Kaoposwvix OOKYMeHMO8.

Tema 4. [Topsinox opopMIIeHHS JOKYMEHTOB MpY IpreMe Ha paOdoTy U MOPSIOK yueTa KaJpoB.

Texnonozus npuema (OOKymMeHmuposanus) npuema epasxcoau Ha paoomy. Cocmae 0OKyMeH-
moe, HeoOX0OUMBIX OJiA peuleHus 6onpoca o npueme Ha pabomy. Konmpons docmosepHocmu nep-
COHANbHBIX 00KYMeHmo8. Opopmaenue Kadposvix OOKYMeHmMOo8 npu npueme Ha pabomy. /Jononnu-
menbHble OOKYMEHMbl, CONPOBOAHCOarOwUe npoyecc npuema Ha pabomy pyKkogooumeinet, cneyuaiu-
CMOB, HAYYHBIX U OPYeUX NOOOOHBIX pabOMHUKO0S. [[oKyMeHmuposarue cobecedo8anull ¢ KAaHOUOA-
mamu Ha 0oaxchocms. I1opsa0ok npunamus peulenus o npueme Ha pabomy. 3axnouerHue mpyoo-
6020 0020680pa. Mz0anue (oghopmnenue) npuxaza o npueme Ha pabomy. Popmuposarue y4emHulx
maccueos ungopmayuu. Buovl emopuunvix yuemnuvix kapmouex u kapmomex. ObHog1eHue (6ede-
HUS1) Y4emHbIX UHGOpMayuoHHbIX maccusos. CocmasieHue peiameHmupo8aHHol OMmyemuoCcmu
8b10a4U CNPABOYHOLL U CNPABOYHO-AHATUMUYECKOU UHPOpMAYUU.

Tema 5. ITopsaok opopmiieHUS TOKYMEHTOB IIPU IIEPEBOIE, PACTOPKEHUH TPYJOBOTO JIOTO-
Bopa (koHTpakTa), [loaroToBka nMpruka3oB Mo JIMYHOMY COCTaBY.

Texnonoeusn oghopmnenus nepeooa compyoHuKos. [JJoKymenmuposanue UHUYUAmuesl o nepe-
800e Ha Opyayto pabomy. /[okymenmuposatnue peuieHus o nepesooe Ha opyeyro pabomy. Jlokymen-
muposanue npoyeoypuvl y8OIbHEHUs N0 UHUyUamusee pabomuura uiu pabomooamens. Cocmage-
Hue npuxaza o6 ygonvHenuu pabomuuxa. OcobenHocmu oghopmaeHus OMmHOuWeHUL ¢ pabomMHUKAMU,
061a0arWUMU 3SHAHUAMU KOHPUOEHYUATbHOU UHpOpMayuu opeanuzayuu. Buovl npuxkasoe no auy-
HOMY cOCMAgy U ux YHUGUyupo8anuvie oopmuvl NpUKazos no audHomy cocmasy. llpasuna ogpopmne-
HUSL NPOEeKMA NpuKasa no audHomy cocmasy. Ilopsaook pecucmpayuu u XxpaneHusi nPUKAa3oe.

Tema 6. TpynoBast KHUXKKa (CBEICHUS O TPYIOBOM JEATEIILHOCTH) U JIMYHBIE JENa.

Obwutl nopsiook eedenuss mpyooesvix krudicek. Opopmaenue mpyoosou KHuxiCKe pabomHUKY,
APUHAMOMY Ha pabomy enepeavle. BHecenue 3anuceti o npueme Ha pabomy. 6HeceHue 3anucu o nepe-
800e Ha Opy2yio pabomy, OOJIHCHOCMb 8 MO Jice KOMNAHUU, NPUCBOeHUe paspsada u m. n. Bnecenue
3anucu o Hazpaxcoenuu (noowpenuu). Buecenue 3anucu 06 ygonvnenuu. Boioaua mpyoosoii KHudicKu
npu ygeonvHenuu. OcobeHHocmu 6Hecenus 3anucu o pabome no coemecmumenscmsy. /[yonuxamol
mpyo0os8wix KHUCEK. Braaoviw 6 mpy0oosyto Knudicky. Buecenue 6 mpy0o6yro KHUMCKY ucnpasumeib-
HBIX 3anucell U pasiuyHulX usmeneHutl. nekmponuvle mpyoosvie knudxicku (CTH-P, C3B-T/). Co-
cmag auuHo2o oena. Onepamusroe XpaHenue TUYHbLX Oel.

Pazgen 3. Oprann3anusi 10KyMeHTOO00OPOTA U XPaHEHHUE IOKYMEHTOB

Tema 7. Opranuzanus T0KyMeHTO000pOTa, CUCTEMATH3AIUS TOKYMEHTOB, HOMEHKJIATypa st
uXx (HOPMUPOBAHHS U XPAHCHUSI.

Tonamue 0okymenmoobopoma, e2o0 KOIU4eCmEeHHble U Ka4eCmeeHHble XapaKmepucmuKu.
Texnonocuu 0bpabomku nocmynarowux 00OKymMenmos. BHympennuii 00KyMeHmoooopom. Kyivmypa
mpyoa ¢ 0oKymeHmamu Ha pabouux mecmax. Obpabomka omnpagnsiemou koppecnonoenyuu. One-



pamugnoe xpanenue 0okymenmos. Oowue nonodxcenus o Homenknamype. Popmuposanue oen. I100-
20MOBKA OOKYMEHMO8 K NOCIedyioujemy XpaneHuro u ucnoivzosanuro. OgopmieHue 0OKymeHmos u
0ell K YHUUMONCEHUIO U HA OUmeNbHoe U NOCMOSHHOe XpaHeHue. ApxusHoe xpanenue 0OKYMeHMO8.
DnekmpoHHblL apxus.

Tema 8. CoBpeMeHHBIE CITOCOOBI M TEXHHUKA CO3JaHUs JOKyMEHTA. DJIEKTPOHHBINA JOKYMEHTO-
000pOoT.

OcHosHbie MemoOobl co30aHus 00KyMeHmos. Tpaouyuonuvle memoowvl 0opabomru Kaopoeou 00-
KymMeHmayuu. Aemomamusayus co30auus OOKyMeHmos. llonamue 31eKmpoHHO20 OOKYMEHma u
INEKMPOHHOU noonucu. TexHuKa co30anusi dINeKMpPOHHBIX OOKYMeHmo8. Cucmemvl 31eKmMpPOHHO20
00KyMeHmoobopoma

3.4 TemaTrnka ceMMHAPCKUX/NPAKTHYECKUX 3aHATHI
3.4.1. CeMuHapcKue/pakTUYECKUE 3aHATHS
Temamuxa npakmuueckux 3aHamui
Temamuxa 1. JJOKyMEHT U CUCTEMBI JOKYMEHTAIIUH.
Temamuxa 2. TlpaBuna opopmieHUs: JOKYMEHTOB U 3alIOJIHEHUSI TUTIOBBIX (hOpM
Temamuxa 3. Tlopsimok odopMIIeHHS TOKYMEHTOB IIPU MIPHEMEe Ha padOoTy U MOPSIIOK ydeTa
KaJIpOB
Temamuxa 4. Tlopsinok ohopMIICHHS TOKyMEHTOB TIPH MEPEBO/IE, PACTOPKEHUH TPYOBOTO J0-
roBopa (KOHTpaKTa).
Temamuxa 5. TpyaoBast KHM>KKa (CBEIEHUSI O TPYIOBOM AESITEIILHOCTH) U JINYHBIE JIETa.
Temamuxka 6. Opranu3zanys 10KyMeHTO000pOTa, CHCTEMAaTH3aIUsl JOKYMEHTOB, HOMEHKJIATypa
TUTSE UX (POPMUPOBAHUS U XPAHESHHsI. DIIEKTPOHHBIN apXUB.
Temamuxa 7. CoBpeMeHHBIE CTIOCOOBI ¥ TEXHUKA CO3/IaHUS IOKYMEHTA.
Temamuxa 8. CUCTEMBI DJIEKTPOHHOTO IOKYMEHTO000pOTa

3.5 Temaruka KypcoBbIX IPOEKTOB (KyPCOBBIX padoT)
He npenycMoTpeHo yueOHBIM IIJIaHOM

4. YyebHO-MeTOoAN4YecK0e U HH(POPMAIITMOHHOE o0ecrieueHune
4.1 Hopmatusnbie 1okyMeHTbI 4 'OCThI

— Konctutynusa Poccuiickoit @eneparuu: npuHsITa BCEHAPOIHBbIM rojsiocoBanuem 12.12.1993.

— Tpynosoii kogekc Poccutickoit @enepanuu ot 30.12.2001 N 197-03

— Kopexc Poccuiickoit deaepanun 00 aIMUHUCTPATUBHBIX MpaBoHapymeHusx ot 30.12.2001 N
195-@3

— ®enepanbubiif 3ak0H oT 01 urons 2005 r. Ne 53-d3 «O rocyaapcTBeHHOM s3bIke Poccuiickoit
denepanuny

— ®enepanbhbiii 3akoH oT 06 anpenst 2011 r. Ne 63-D3 «O0 31eKTPOHHON MOITHUCK.

— @epnepanbHbii 3ak0H OT 21 uroms 1993 1. Ne 5485-1 «O rocynapcTBeHHOW TaliHE

— @enepanbHblil 3aK0H OT 22 okTs0ps 2004 1. Ne 125-D3 «O06 apxuBHOM nene B Poccuiickoii de-
neparuny (¢ n3MeHeHus MU Ha 28 nexabpst 2017 r.).

— ®enepanbHbiii 3aK0H 0T 27 utoiist 2006 1. Ne 149-03 «O06 undopmaruu, "HPOPMAITMOHHBIX TEX-
HOJIOTHSIX | 0 3amuTe nHpopmauum» (¢ usmenenusimu Ha 03 anpenst 2020 1.).

— ®epnepanbublii 3ak0H 0T 27.12.2002 Ne 184-D3 «O TeXHUUYECKOM PETYIMPOBAHUI

— ®epepanbublil 3ak0H 0T 29 utons 2004 1. Ne 98-D3 «O koMMepuecKkol TaiiHe»

— Vxas3 [Ipesunenta PO ot 06 mapra 1997 1. Ne 188 «OO0 yTBepkIeHHM MEepeyHs CBEIEHUI KOH-
buaeHIINATBEHOTO XapaKTepay

— Vka3 Ilpesugenta PO ot 30 HOsOpst 1995 1. Ne 1203 «OO6 yTBepKIeHUU TIEPEYHS CBEICHUM,
OTHECEHHBIX K TOCYJapCTBEHHOU TaliHE»
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— Tlocranonenue [IpaButenscTBa oT 15 utons 2009 r. Ne 477 «O06 yrBepxkaenun [IpaBui nemo-
IPOM3BOJICTBA B (pe/iepalIbHBIX OpraHax MUCIOJIHUTEIHHON BIACTH.

— IlocranoBnenue [IpaButenbctBa PO ot 04 centsops 1995 r. Ne 870 «O6 yrBepxknenuu I1pa-
BUJI OTHECEHUS CBEJICHUM, COCTABIISIFOIIMX I'OCYTapPCTBEHHYIO TallHY, K Pa3JUYHbIM CTEIICHIM CEK-
pETHOCTU

— Ilocranosnenue IlpaButensctBa PO ot 13 aBrycra 1997 r. Ne 1009 «O6 yrBepxnenuu [IpaBun
MOJTOTOBKHA HOPMAaTUBHBIX IIPABOBBIX aKTOB (efiepaibHbIX OPraHOB UCIIOTHUTEILHOM BIACTH U UX
roCy/apCTBEHHOW PETUCTPALIUM»

— Ilocranosnenue IIpaBurenscrBa P® ot 16 anmpens 2003 r.Ne 225 «O Tpy10BBIX KHUKKAX)

— Ilocranosnenue [IpaBurensctBa PO ot 16 ampenst 2003 roga Ne 225 «O TpyIOBBIX KHUKKAX).

— Ilocranosnenue I[IpaButensctBa PO ot 18 mapta 2023 r. Ne 413 "O npoBeaeHUM dKCIIepU-
MEHTa IO UCIIOJIb30BaHUIO 3JICKTPOHHBIX JOKYMEHTOB B KaJJpOBOW paboTe OTAEIbHBIX (eaepalb-
HBIX OPraHOB UCTHOJHUTEIBHON BIIacTH"

— Pacnopspkenne [IpaButensctBa PO ot 05 saBapst 2005 1. Ne 5-p «O06 yTBepkIeHUH MepeuHei
(denepanabHBIX TOCYIAPCTBEHHBIX YUPEXKACHUHN U (heaepabHBIX TOCy1apCTBEHHBIX YHUTAPHBIX
NpEaNpUATHI, TOoABEAOMCTBEHHBIX PocapxuBy, PockyneType u Pocnieuarmy»

— Pacnopspkenue [IpaBurensctBa PO ot 21 mapta 1994 r. Ne 358-p «O coxpaHHOCTH JOKYMEHTOB
M0 TUYHOMY COCTaBY BBICBOOOKIAEMBIX pAOOTHUKOBY.

— Ilocranosnenue [IpaBurenscta PO ot 27 gexabpst 1995 r. Ne 1268 «O0 ynopsaoueHun u3ro-
TOBJICHHUS, MCIIOJIb30BAHMS, XPAaHEHUSI U YHUUYTOXKEHUS reyaTeil U OJaHKOB C BOCIPOU3BEACHHUEM
TlocynapctBenHoro rep6a Poccutickoit @eneparmm»

— Ilocranosnenne Muntpyna Poccun ot 10 okta6ps 2003 1. Ne 69 «O6 ytBepxaenun MHCTpyK-
LU IO 3aIIOJIHEHUIO TPYJIOBBIX KHIXKEK.

— Ilocranosnenne Muntpyaa PO ot 10 oktsa0ps 2003 rona Ne 69 «O0 yTBep>KIeHUN HHCTPYK-
[[UU 110 BEJCHUIO U 3aTIOJTHEHUIO TPYIOBBIX KHUKEK).

— TlocranoBnenne Muntpyna Poccun ot 25 HOs10pst 1994 1. Ne 72 «O0 yTBEpKI€HUH MEKOTpac-
JIeBBIX YKPYMHEHHBIX HOPMAaTHBOB BPEMEHHU Ha pabOThI 10 JOKYMEHTAlMOHHOMY 00€CTIEYEeHHUIO
YIPaBJICHUS»

— Tlocranosnenue ['ockomcrara Poccun ot 05 stuBaps 2004 1. Ne 1 «O06 yTBepKaeHUN yHUDHUIIN-
POBaHHBIX (POPM MEPBUYHON YUETHON JOKYMEHTAIMH 10 YUETY TPYAa U €r0 OIIaThDy

— Ilocranosnenue I'ockomcTara PO ot 05.01.2004 Ne 1 «O06 yTBepkIeHUN YHUDUITUPOBAHHBIX
¢dbopM NepBUUHON YUETHOH TOKyMEHTALIUNY.

— TlocranoBnenue deaepanbHON KOMUCCHH 1O PHIHKY IIEHHBIX OyMar ot 16 urosst 2003 1. Ne 03-
33/mc «O0 yrBepxkaenuu [lonoxxeHus o MOpsiIKe ¥ CPOKAX XPaHEHUS TOKYMEHTOB aKIIMOHEPHBIX
o01IecTB»

— Ilpuxaz Munduna Poccun ot 22 nekadbps 2003 r. Ne 1171 «O TpyI0BBIX KHIKKAX).

— Ilpuka3 Pocapxusa ot 20.12.2019 Ne 236: onpenenseT CpOKU apXMBHOTO XPaHEHUS Pa3HBIX J10-
KYMEHTOB.

— ITIucemo Muntpyna ot 12.01.2023 Ne 14-6/0O0I'-97 «O BeneHun >I€KTPOHHOTO KaJIPOBOTO JI0-
KyMEHTO0000pOTa»

— Meronnyeckue peKOMEHAAMH 10 BEEHNIO BOMHCKOTO YUETa B OpraHU3alUsiX YTBEPKICHHbIE
['enmrabom Boopyskennsix cunt PO ot 11.07.2017

— T'OCT 17914-72 «O0610KKHU e IIUTEIBHBIX CPOKOB XpaHEHUs. THIIBI, pa3Mephl U TEXHUYE-
CKHE TPEOOBAHUSY.

— TI'OCT 6.10.4-84 «YauduuupoBaHHbIE CUCTEMbI TOKyMeHTauuu. [Ipunanue opuandeckoi
CUJIbI JOKYMEHTaM Ha MallIMHHOM HOCHTEJIE U MalllTMHOTpaMMe, CO34aBa€MbIM CPEICTBAMH BbIUHC-
JUTENBHON TeXHUKU. OCHOBHBIE MTOJIOKEHUS.

— TI'OCT 6.10.5-87 «Yau(puUIupOBaHHBIE CUCTEMBI TOKYMeHTaluu. TpeGoBaHus K TOCTPOCHHUIO
bopmymsipa-oopasiay.
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— T'OCT P 34.10-2012 «Mudopmanmnonnas texnosnorus. Kpunrorpaduueckas 3anura nHbopma-
. [Iporecce hopMupoBaHust ¥ IPOBEPKU AIIEKTPOHHOM IU(POBOIL MOATUCH.

— T'OCT P 50922-2006 «3amuta nadopmarur. OCHOBHbIE TEPMHUHBI M OTIPEICTICHUSD).

— TI'OCT P 7.0.8-2013 «Cucrema cTaniapToB 1o nHGopMaiuu, OuOIMOTEeYHOMY U U3aTeNb-
CKOMY Jzieny. /lenonponu3BoJCTBO U apXUBHOE A€10. TepMUHBI U ONIPEIEIEHUS.

— T'OCT P 7.0.97-2016: onipenenseT cocTaB PEKBHU3UTOB JOKYMEHTOB M MPaBHIa UX oopmIie-
HUSL.

4.2  OcHoBHas JuTeparypa
1. Abynamze, JI. I'. JlokyMeHTanmmOHHOE 00ECTICUCHHE YIIPABICHUS TIEPCOHATIOM : YUSOHUK U
npakTukyMm Uit By30B / 1. I'. Abynanze, 1. b. Bempsokkuna, B. M. MacnoBa. — 3-e u3n., nepepad.
u gon. — Mocksa: WzmarensctBo HOpaiit, 2025.— 374 c.— (Beicmiee oOpa3oBaHue). —
ISBN 978-5-534-16669-9. — Tekcr : anektponHsbiii / Obpa3zoBarenbHas iatdopma FOpaiit [caitt].
— URL: https://urait.ru/bcode/560795
2. Kysnenos, U. H. JlokymeHTanimoHHOE oOecrieueHue ynpasieHus. JJokyMeHToo00poT U jie-
JIOTIPOM3BOJICTBO : YYeOHUK M mpakTukyM s By3oB/ WM. H. Ky3nenoB. — 5-¢ u3m., mepepab. u
nor. — Mocksa : U3narensctBo FOpaiit, 2025. — 545 ¢. — (Bwiciiee obpazoBanue). — ISBN 978-
5-534-20027-0. — TekcT : anexktpoHHBIN // ObpazoBarenbHas mwiatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/581143
3. Kopuees, U. K. JlokymeHTHpOBaHHUE YNPaBICHYECKON JACATEIHHOCTH : YICOHHUK ISl BY-
308/ U. K. Kopnees, A. B. ITmenko, B. A. Mamypues. — 3-e uzn., nepepad. u gon. — Mocksa :
NznarensctBo FOpaiit, 2025. — 438 ¢. — (Bricmiee obpazoBanme). — ISBN 978-5-534-16001-7. —
Tekcr : onextpoHHblii // OOpa3oBarenbHas miaTgopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/560107

4.3 JlomosnHWTeNbHAS JUTEPATYpPa

1. Hoponuna, JI. A. OpraHuzanusi 1 TEXHOJOTUS TOKYMEHTAIIMOHHOTO 0OecrieueH sl yrpas-
JIEHUs : Y4eOHUK U TpakTUKyM 11 By30B / JI. A. Jloponuna, B. C. UputukoBa. — 2-e u3., mepepao.
u gom. — MockBa: M3znarensctBo FOpaiir, 2025.— 270 c.— (Bricmiee o0Opa3zoBaHue). —
ISBN 978-5-534-16016-1. — Texkcr : anekrponHsliii / Obpa3zoBarenbHas miatdopma FOpaiit [caitt].
— URL: https://urait.ru/bcode/560116

2. Hlysanosa, H. H. Opranuzanus u TEXHOJOTUS JOKYMEHTAIMOHHOTO 00ECIICUeHUs yIpaB-
nenus : yaeOnuk s By30B / H. H. IllyBanoBa. — 3-e u3., mepepad. u non. — MockBsa : 3narens-
ctBO FOpaiit, 2025. — 234 c. — (Bricmiee o6pazoBanue). — ISBN 978-5-534-20347-9. — Tekcr :
AJICKTPOHHBIN // O6pa3zoBarenpHas maTdopma Opaiit [caiiT]. — URL:
https://urait.ru/bcode/561048

4.4 DiaekTpoHHBIE 00pa3oBaTebHbIE PECyPChI
O0P naxoautcst B pa3paboTKe

4.5 JluneH3uOHHOE M CBOOOJHO pacHpocTpaHsieMoe NMPOrpaMMHoe odecrnede-
HUE

1. Onepannonnas cucrema, Windows 11 (unu Huke) - Microsoft Open License

2. OducnHeie npunoxxenusi, Microsoft Office 2013 (umu Huxe) - Microsoft Open License

4.6 CoBpemeHnHble npodeccuoHalbHbIe 0a3bl JaHHBIX U MHGOPMALMOHHBbIE
CIIPaBOYHbIE CHCTEMbI
1. CipaBouHO-KOHCYNbTalIMOHHAs 0a3a KoncyneranT [Lmtoc (HeKoMMepUeckast BepCus)
http://www.consultant.ru/cons/cgi/online.cgi?req=home&utm_csource=online&utm_cmedium=button
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S. MarepuajbHO-TEXHUYECKOE 00ecreyeHue
AynuTopHH, OCHAIIEHHbIE Y4eOHOW MeOeIbio M MEePEHOCHBIM (CTallMOHAPHBIM) MYJIbTHME-
JTUHAHBIM KOMITJIEKCOM (TIpOeKTOop, HOYyTOYK (KommbtoTep) mir SMART mocka).

6. MeToauveckue peKOMeHIANH

6.1 MeroauyecKkue peKOMEHIAIUY JJIS MPENoJAaBaTe/is 0 OPraHu3anuu o0y-
YyeHus

OCOOEHHOCTBIO TaHHOW Y4eOHOH AMCHUIUIMHBI SIBIISCTCS €€ BBIPAKCHHBIN MPAaKTUYECKUN Xa-
paktep. [ToaToOMy Ha JEKIUAX CTYAEHT JAOJKEH OCBOUTh OCHOBHBIE TEOPETUYECKHE ACHIEKThI TEM, a
Ha NPAaKTUYECKHUX 3aHATHAX MOKa3aTh HE TOJIBKO 3HAHHE OOIIUX TEOPETUUECKUX BOIPOCOB H3yyae-
MOM TEMBbI, HO U OTPa0OTaTh NPAKTUKY IPUMEHEHNS IIOJTYUYEHHBIX 3HAHUMN J1JIs peIlieHus! KeicoB, oc-
HOBaHHBIX Ha pealbHbIX cUTyalusax. [lepea mpakTuueckuM (CeMUHAPCKUM) 3aHATHEM HEOOXOMMO
IPOaHAIN3UPOBATh AKTyaJbHbIE ACHIEKThI KaAPOBOI'0 1EIOIPOU3BOJICTBA.

[ToaToMmy B mporecce NOArOTOBKU K CEMUHAPCKOMY 3aHATHIO KEJIATENbHO O3HAKOMUTHCS C 1O-
CJIEAHMMU TEHJCHIMAMU B 00JIaCTH JAEJIONPOU3BOACTBA, a TAKXKE CAMOCTOATENBHO 110A00paTh MaTe-
puan u3 npodecCHOoHATbHBIX KYPHAJIOB, M3aBaEMbIX 10 Pa3HBIM ACMEKTaM IOKYMEHTHPOBAHUS
yIpaBJIEHUS TIEPCOHAJIOM.

TpebGoBaHMs K JICKIIHH:

- Hay4YHOCTb U MH(OPMATUBHOCTh (COBPEMEHHBIN Hay4HBIH YPOBEHB), 10Ka3aTEIbHOCTb U ap-
T'YMEHTHPOBAHHOCTh, HAJIMUUE JOCTATOYHOI'O KOJIMYECTBA SPKHUX, YOSAUTENBbHBIX MPUMEPOB, (ak-
TOB, 000CHOBaHMH, IOKYMEHTOB U HayYHBIX JI0Ka3aTEIbCTB;

- aKTMBM3alUsl MBIIUICHUS CIyIIATeNel, IOCTaHOBKA BOIIPOCOB JUISl Pa3MBILUICHMS], YeTKas
CTPYKTYpa U JIOTUKA PACKPBITH I1OCIEA0BATEIbHO U3/1araéMbIX BOIIPOCOB;

- pa3bsACHEHNE BHOBb BBOJMMBIX TEPMUHOB U Ha3BaHUH, (OPMYIHPOBAHNE TTIABHBIX MBICIIEH
U MOJIOKEHUH, TOTUePKUBaHKE BBIBOJIOB, IOBTOPEHHE UX;

- SMOLIMOHATIBLHOCTH (DOPMBI U3TIOKEHHUS, JTOCTYITHBIH U SICHBIH SI3BIK;

- IPUMEHEHNE NHTEPAKTUBHBIX METOJJOB O0yUECHHMS.

B mporecce 00yueHuss 00y4aromerocsi UCHOIb3yIOTCS Pa3TUYHbIe BUABI YUEOHBIX 3aHATHIMA
(ayIMTOPHBIX M BHEAYJUTOPHBIX): JIEKLIUHU, IPAKTUYECKHUE 3aHATHA, KOHCYIbTauuu. Ha nepBom 3a-
HSTHUY 10 TAHHOW y4eOHOW NUCHIUIUTHHE HEOOXOAMMO O3HAKOMHTH OOYYAIOIIErocs C MOPSIKOM €
U3y4YE€HUs], PACKPBITH MECTO U POJIb AUCLUIUIUHBI B CUCTEME HAyK, €€ IPAKTUYECKOE 3HAUYCHHE, JI0BE-
CTH 710 o0yyaroierocsi Tpe0oBaHus Kadeapsl, OTBETUTH HA BOIIPOCHI.

[Ipr moAroroBke K JIEKLMOHHBIM 3aHATHSM IO Kypcy «JlokyMeHTannoHHOe oOecrieueHue
yIpaBJIeHUs» HEOOXO0AUMO MPOIYMATh IJIaH €r0 IPOBEICHUS, COIepKaHHe BCTYNUTEIbHOM, OCHOB-
HOM M 3aKJIIOYUTENBHOM YaCTH JIEKI[MH, O3HAKOMUTHCS C U3MEHEHUSIMU U JIOTIOJTHEHUSAMU B JIEHCTBY-
IOIIEM TPYZ0BOM 3aKOHOJATEIbCTBE, HOBUHKAMHU Y4eOHOW U METOINYECKOM JINTepaTyphl, MyOIrKa-
LUSMU [IEPUOJMUECKON IT€YaTH MO TEME JIEKIIMOHHOT'O 3aHATHS, OIIPEEIUTh CPEICTBA MaTEpUATIbHO-
TEXHUYECKOTO 00eCreYeHus JEKIIMOHHOTO 3aHATHA U MOPSAOK MX HUCIOJIb30BAHUS B XOZE YTCHHUS
JEKIHH.

B xo/1€ TeKIIMOHHOTO 3aHATHS IPETIOAABATENb JOJDKEH Ha3BaTh TEMY, y4eOHBIE BOIIPOCHI, 03Ha-
KOMHTH 00YyYaroIlerocsi ¢ IepeyHeM OCHOBHOM U JIOTMOJHUTEIBHON JIUTEPATYyphl 110 TEME 3aHSTHS.
Bo BcTynuTenpHOM yacTu JIGKIIMU 000CHOBATH MECTO W POJIb M3Yy4aeMOM TeMbl B y4eOHOHN JHUCIIH-
IUIMHE, PACKPBITh €e MpaKTHuecKoe 3HaueHue. Eciu unTtaercs He mepsas JEKIHs, TO He00X0IUMO
yBSI3aTh €€ TEMY C IIPEbIAYLIEeH, He Hapyllas JIOTUKH U3JI0kKeHUs1 yueOHoro Matepuaina. PackpsiBas
coJiepKaHre y4eOHBIX BOIPOCOB, aKI[EHTUPOBATh BHUMAHHE 00YYaroIIerocsi Ha OCHOBHBIX KaTero-
pusIX, SIBICHUX U IIpoleccax, 0COOCHHOCTSIX UX MPOTEKaHUs. PacKpbIBaTh CyITHOCTb U COIEPIKAHUE
pa3IMYHBIX TOUYEK 3PEHUS U HAYUHBIX [T0IX0/I0B K O0BSICHEHHUIO TEX WIIM UHBIX SBJICHUN U TPOIIECCOB.

Crnenyer apryMeHTUPOBAHO 0OOOCHOBATH COOCTBEHHYIO MO3UIUIO 10 CIOPHBIM TEOPETUYECKUM
Bomnpocam. [IpuBoauTh npumeps 0opMIIEHUS KaIpOBOM JOKYMEHTAIMH. 3a/1aBaTh 10 X0y H3JIO0-
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KEHHUS JICKIIMOHHOTO MaTepualia BOIPOCHl U CAMOMY J1aBaTh Ha HUX OTBET. DTO CIIOCOOCTBYET aKTH-
BU3ALUN MBICIUTEIBHON AEATEIIBHOCTH 00YyYarolerocsi, MOBBIIIEHUI0 UX BHUMaHUSA U MHTEpeca K
MaTepHaly JISKLIUH, ee coepkanuio. [IpenonaBarens 1omkeH pyKoBOAUTE paboToil oOydarorierocs
10 KOHCIIEKTUPOBAHHUIO JIEKLIHOHHOT'O MaTepHaa, oA4epKUBaTh HEOOXOAUMOCTb OTPaXKEHUsS B KOH-
CTHEKTaX OCHOBHBIX MOJIOKEHUH M3y4aeMoi TeMbl, 0000 BBIAETS KaTeropualibHbIN anmnapat. B 3a-
KJIFOYUTEIBHOM 4aCTH JIEKIIMA HEOOX0IUMO c(hopMyIupoBaTh OOIIHME BBIBOIBI IO TEME, PACKPBIBAO-
M€ COJepKAHNUE BCEX BOIPOCOB, MOCTABICHHBIX B JIEKIUU. OOBSIBUTH TEMY OUEPETHOTO JIEKIIMOH-
HOTO 3aHATHS, 1aTh KPATKME PEKOMEHIALNH 110 TIOATOTOBKE.

Ha nexnun He0OX0IUMO aKIIEHTUPOBATh BHUMAaHUE HA OOILIMX BOMPOCAX, YKa3bIBaTh HA OCO-
OEeHHOCTHU ITPOPECCHOHATIBHON ITUKH CIIELUAIIUCTA 110 YIIpaBJIeHHIO epcoHanoM. CpeacTsa, IoMo-
rarole KOHCIEKTUPOBAHHUIO, - aKIIECHTHPOBAHHOE U3JI0KEHUE MaTepuaa JIEKIUH, T.€. BbIIEICHHUE
roJIOCOM, MHTOHAIIUEH, TTOBTOPCHUEM HanboJjee BaXKHOM, CYIIECTBEHHON MH(GOpPMAIINH, UCTIOIb30-
BaHHeE I1ay3, 3aIIUCH Ha JIOCKE, JEMOHCTPALUU WLTIOCTPATUBHOIO MaTepHala, CTporoe CoO0IeHIe
periaMeHTa 3aHsITUH.

HckyceTBo neKTOpa MOMOraeT XopoIle opranu3aiuu padoTsl 00yYaromerocs Ha JISKLUH.

Copepxanue, Y4€TKOCTb CTPYKTYPBI JIEKIIMH, IPUMEHEHUE IIPUEMOB MOAACPKAHUS BHUMAHUS
— BCE ATO aKTHUBU3UPYET MBIIICHHE U pabOTOCIIOCOOHOCTD, CIIOCOOCTBYET YCTAHOBIICHHIO MEaro-
TMYECKOT0 KOHTAKTA, BBI3BIBACT y 00yHYaAIOLIET0Cs YMOLMOHAIBHBIN OTKJIMK, BOCIIUTHIBAET HAaBBIKU
TpyAomo0us, opMUpYyeT UHTEPEC K MPEAMETY.

6.2 MeTozmquKne YKasaHus 1Jisd oﬁyqamumxcn 10 OCBOCHHUIO TUCHUIIJIMHBI

Memoouueckue ykazanus 015 pabonuvl HA) KOHCNEKMOM JIeKYULL 80 8PeMsl NPOBEOeHUs IeKUUL.

Jlexuus — cucTeMaTuyeckoe, Mocjie10BaTeIbHOE, MOHOJIOTUUECKOE U3JI0KEHHUE TPETojaBaTe-
JeM y4eOHOro Matepualia, Kak MpaBuiio, TEOPETUYECKoro xapakrepa. [Ipu moaroroBke JeKIUH mpe-
nojaBartesb PyKOBOJCTBYETCS pabouel mporpaMMoi TUCIMITIMHEL. B mporecce aeKuil peKoMeH1y-
€TCsl BECTU KOHCIIEKT, YTO MO3BOJIUT BIOCIIEACTBUM BCIIOMHUTh U3Y4YEHHBIN Y4eOHbIN MaTepual, J10-
MOJTHUTH COZICPKAHKE IIPH CAMOCTOSITENILHON paboTe ¢ TUTepaTypoi, MOArOTOBUTHCS K 3aueTy. Cie-
IyeT Takke oOpaiiath BHUMaHUE Ha KaTeropuu, GopMyJIMPOBKH, PACKPBIBAIOIINE COJEPKAHUE TEX
WJIM UHBIX SIBJICHUH U TIPOLIECCOB, HAYYHbIE BHIBOJBI M MPAKTUYECKHUE PEKOMEH AU, TTOJIOKUTEb-
HBII OMBIT B OPaTOPCKOM HCKyccTBe. JKenarenbHo OCTaBUTh B pa00OUMX KOHCHEKTaX IMOJisl, Ha KOTO-
PBIX J1e7aTh TOMETKH U3 PEKOMEHOBAaHHOM JIUTEpaTyphl, AOMOIHSIONIME MaTepral NpOCIyIIaHHON
JICKIIMH, a TaK)Ke MOJIYEPKHUBAIOLINE 0COOYIO0 BAXKHOCTh TEX HJIM MHBIX TEOPETUUECKUX MOJTOKEHHI.
BrIBO/IBI 1O JIEKIMH TIOIBITOXUBAIOT PAa3MBIIICHUS MPENoiaBaTeis Mo yueOHsM Bompocam. [pe-
[I0/1aBaTENb MMPUBOAUT CIIMCOK HUCIOJIb3YEMBIX U PEKOMEHIYEMBIX UCTOYHHUKOB /I U3YUYEHUSI KOH-
KpETHOU TeMbl. B KoHIIe JeKIuu o0ydaronuecss UMEIOT BO3MOXKHOCTh 33/1aTh BOIIPOCHI MPEIo/1aBa-
TEJIIO 110 TEME JIEKIUU.

Memoouueckue ykazanus npu pabome Ha ceMUHAPCKOM/NPAKMUYECKOM 3AHAMUU.

CeMuHapbl/IpaKTUYECKUE 3aHATUS PEATU3YIOTCS B COOTBETCTBUHU C pabOYUM y4eOHBIM IUIa-
HOM IIpU MOCIEI0BATEIIbHOM U3YUYE€HUU TEM TUCLUHUILTMHBL. B X0/1e MOATrOTOBKU K HUM PEKOMEH/TY-
€TCsl MIOBTOPUTh KOHCIIEKT JIEKIUMH, U3YYUTh OCHOBHYIO M JONOJHHUTEIBHYIO JUTEPATYPY, O3HAKO-
MUTBCS C HOBBIMH ITyOJTUKAIIMSIMYU B IEPUOAMYECKUX U3TAHUAX: )KypHaAIaX, razerax u T.4. [Ipu aTom
cleyeT y4ecTh peKOMEHalluu MpernoAaBares u TpeOoBaHUs yuyeOHOM mporpammsel. PekoMeny-
eTCsl TaKKe JopabaThIBaTh CBOM KOHCIIEKT JIEKIIUH, JIENIasi B HEM COOTBETCTBYIOIIUE 3AITUCH U3 JTUTE-
paTypbl, pEKOMEHIOBAaHHOW MPEToJaBaTeeM 1 MPeayCMOTPEHHOM yueOHo# mporpammoit. Ciemyer
MOJTOTOBUTH TE€3HCHI JIJIsl BBICTYTUICHUH 110 BCEM YY€OHBIM BOIIPOCaM, BHIHOCHMBIM Ha CEMUHap. 3a-
KaHYUBaTh MOJrOTOBKY CJIEAYyEeT COCTaBICHUEM IUIaHa (KOHCIEKTa) [0 U3yYaeMOMYy MaTepuaiy (Bo-
pocy). DTO MO3BOJSET COCTABUTH KOHIEHTPUPOBAHHOE, CIKATOE MPEICTABIICHUE MO U3y4YaeMbIM BO-
npocaM. [TockonbKy akKTUBHOCTh 00Y4YalOIIErocss Ha CEMUHAPCKUX 3aHATHUSAX SABISETCS MPEIMETOM
KOHTPOJISI €T0 MPOJIBUKECHHS B OCBOCHHH Kypca, MMOATOTOBKA K CEMUHAPCKUM 3aHATUSAM TPeOyeT OT-
BETCTBEHHOT0 OTHOIIeHUs. HeoOxonumMo mpoaHaln3upoBaTh AEHCTBYIOIEE 3aKOHOAATEILCTBA B
pamMKax TeMbl CEMHHAPCKOTO/TIPAKTUIECKOTO 3aHSATHS.
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Memoouueckue ykazanus 01 00y4aouuxcsa o 0C80EHUI0 camocmosmenbHou pabomal.

CamocrosiTenpHas paboTa sSBIsSeTCs 00513aTeILHOM I KKI0TO 00yJaroIerocs, ee 00beM 1o
JUCLUTUIMHE OTIPENIeNIeTCs] TEeMaTHUECKUM TutaHoM. J[aHHOe BpeMst HEOOXOJMMO MOCBATUTH H3yYe-
HUIO COOTBETCTBYIOILEH TEMBI, IOATOTOBKE CEMUHAPCKOMY/TIPAKTUYECKOMY 3aHATHUIO (3a4€Ty), BbI-
NIOJTHEHHUIO 3a/1aHUM, BbIIaBaeMbIX MpenoaasareneM. [Ipu camocrosTensHON paboTe oOyuaronmiics
B3aMMO/JICHCTBYET C PEKOMEHJOBAaHHBIMU MaTepHajaMy MpPU MUHUMAJIBHOM Y4YacTHUHU INpernojaBa-
TEJsL.

Memoouueckue pekomenoayuu Ha cocmasnenue U 8blCIMYniIeHUe ¢ OOKIA0OM.

Jlokmnaz, Kak BUJ CaMOCTOSATENIbHOM paboThl B yueOHOM Ipolecce, CriocoocTByeT (popMupoBa-
HUIO HaBBIKOB HCCIIEZIOBATENIBCKOIN pabOThI, paclIipseT 03HABATEIbHbIE HHTEPECH], YIUT KPUTHYE-
CKHM MBICTUTD. [Ipy HanrcaHuM JOKJIa/1a 10 3aJJaHHOM TeMe CTyIeHTY HEOOXOAMMO COCTABIISET IJIaH,
noa00paTh OCHOBHBIE UCTOUYHUKHU. Kak nmpaBuiio, mpu pazpaboTke JOKJIaga UCIOIb3yeTCs HE MEHEe
8-10 pa3nuuHBIX HCTOYHHKOB. B mporecce paboThl ¢ HCTOYHUKAMH HY>KHO CHCTEMaTU3UPOBATh IO~
Jy4deHHbIE CBEJEHMS, CIeNaTh BbIBOABI U 0000meHusd. O0mas TeMaTuka JI0KJIaJoB OIpeesseTcs
IpenojaBaTesieM, HO B ONPEIEICHUH KOHKPETHOM TEMbl MHULIMATUBY MOXKET IPOSBUTH CTYIEHT.
[Tpexne uem BbIOpaTh TEMy JOKJIa/1a, aBTOPY HEOOXOIMMO BBIIBUTH CBOI HHTEPEC, ONIPEACIINTh, HaJl
Kakoil mpobiemoii oH xoten Obl MopadoTaTh, OoJiee TITy00Ko ee U3yunTh. Kakaplit JoKIaa 10mKeH
HauMHaThCA C BBEJIEHUS. BBeieHue - 3T0 BCTYNUTENbHAs YaCTh HAYYHO-UCCIIEJ0BATENIbCKOM PaOOTHI.
ABTOp TOJIKEH MPUIIOKHUTH BCE YCHIIUS, YTOOBI B 3TOM HEOOJIBIIOM 1O 00BEMy pa3jiene IMoKas3arhb
aKTyaJbHOCTb TE€MBI, PACKPBITh €€ MPAKTUYECKYI0 3HAYUMOCTb.

B ocHoBHOIl yacTu JoKJIaza pacKpbIBaeTcs €ro cojaepkanue. Kak npaBuio, OCHOBHAs 4acTh
COCTOUT M3 TEOPETUUECKOT0 U IMIPAKTUYECKOI0 pa3iesioB. B TeopeTnueckoM paszene packpblBatoTCs
UCTOPHUSA U TEOPUS HCCIEyeMOM MPOoOIeMbl, TaeTCs KpUTHUECKUI aHAIN3 JIUTEPATyPhl U TIOKa3bIBa-
I0TCS TO3ULIMK aBTOPA. B mpakTHueckoM pazjerne U3iaratoTcsi METOJIbl, X0/I, U pe3yJIbTaThl CaMOCTO-
ATEIBHO MIPOBEJAEHHOT0 SKCIIEpUMEHTa WK (pparmMeHTa. B 0cHOBHOM YyacTu MOTYT OBITh TaKKe MpeI-
CTaBJICHBI CXEMBI, JMArpaMMbl, TAOJIUIbI, PUCYHKH U T.1. B 3aKIr04eHUN MOABOIATCS HTOTH PabOTHI,
BBIBOJIbI, K KOTOPBIM TPUIIIET aBTOP, U PEKOMEHIALUH. 3aKII0UeHHE JOJKHO OBITh KPaTKUM, 00s13a-
TEJIbHBIM M COOTBETCTBOBATh IIOCTABJIECHHBIM 3ajadaM. [Ipy MOATrOTOBKE YCTHOTO BBICTYILICHMS
HY>KHO YYHUTBHIBATh €ro periaMeHT - He 6osee 10 MuHyT. BecbMa BBIMTPBILIIHBIM SBISETCS MPEICTAB-
JIEHHE JI0KJIa/1a, CONPOBOXKIAIOIIEECs NPe3eHTalueH.

Paboma ¢ aumepamypou.

CamocrosiTenbHas paboTa ¢ ydeOHMKaMH, y4eOHBIMH ITOCOOUSIMH, HAYIHOMU, CIIPABOYHOM U 110~
IYJISIPHOM JIMTEPATYPOU, MaTepUalaMi NEPUOJUYECKUX U3NaHUM U MIHTepHeTa, CTaTUCTUYECKUMU
JAHHBIMH sIBJIsIeTCsl Hanbosee 3(h(HEKTUBHBIM METOIOM MOJyUSHHsI 3HAaHU, T03BOJISIET 3HAUUTEIBHO
aKTUBU3UPOBATh MpOIECC OBJIAACHHUS MHPOpMaLuei, crnocoOcTByeT 0osee riyOOKOMY YCBOEHUIO
M3y4aeMoro Marepuana, GopMHUpPYET y OOyJaroIIMXCs CBO€ OTHOIICHUE K KOHKPETHOH mpolieme.
Wzyuas maTepuan no yueOHO#H KHUTe (YUeOHHUKY, yueOHOMY 1T0coOHI0, MOHOTpaduu, U Ip.), CIeIyeT
HEPEXOAUTh K CIEAYIOIIEMY BOMPOCY TOJIBKO IOCIIE MOJTHOTO YSICHEHUs MpeAbIAyIlero, Gpuxkcupys
BBIBOJIBI ¥ BBIYUCIICHHS, B TOM YHCIIE T€, KOTOpbIe B YUeOHUKE OIYIICHBI UM HA JICKIIUH JaHbI IS
CaMOCTOATENbHOrO BbIBOAA. Ocoboe BHUMaHNE 00ydaroMNics T0JKEH 00paTUTh Ha ONpeeiIcHHUE
OCHOBHBIX MOHATHH Kypca. Hamo moapoOHo pa30upats npuMepsl, KOTOPBIE MOSICHSIOT ONpPEACTICHHUS.
[Tone3Ho cocTaBIATh ONMOPHBIE KOHCIEKTHI.

BbIBO/IbI, IOTyYEHHBIE B pe3yJIbTaTe U3YUEeHUsl yUeOHOI JINTepaTypbl, pPEKOMEHYETCs] B KOH-
CTEKTE BBIIENATh, YTOOBI IPU MEPEUYUTHIBAHUN MaTepuaa OHHU JIydlle 3arnoMHHaiIuCch. [lpu camo-
CTOSITEJIbHOM PELICHUH 33124 HY>KHO 0OOCHOBBIBATH KaX/IbIH 3Tall PEeLIeHUs], HCXO U3 TeOpeTHYE-
CKHUX IOJIO’KEHH Kypca. Bompocsl, KOTOpbIe BBI3BIBAIOT Y 00YYArOIIErocs 3aTpyIHEeHHE MIPU MOAT0-
TOBKE, JOJKHBI OBITh 3apaHee c(hopMyJIMpOBaHbl U O3BYUYEHBI BO BPEMs 3aHIATUN B ayJJUTOPUU JUIs
JIOTIOJTHUTEIBHOTO Pa3bsICHEHUSI IIPENI0IaBATENEM.

Memoouueckue pekomenoayuu no n0O20mMosKe K mecmuposanuio

TectupoBanue sBisieTcss GOPMON MPOMEKYTOYHOTO, & TAKXKE UTOTOBOTO KOHTPOJIS 3HAHHMA
CTyAEHTOB. TecTHpoBaHHE CTHUMYJHPYET CHCTEMAaTHYECKyl0 padOTy CTYyAE€HTOB B TEUCHHE
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BCEro Meprojia U3YYCHHs IUCIMIUIMHBI, YTO MOBBIMIAET MO3HABATEIHLHO-TBOPUYECKYIO HAMPABJICH-
HOCTh caMmo00pa3zoBanus. [Ipu MoAroToBKE K TECTUPOBAHUIO HEOOXOAMMO HAPSAY C OCHOBHOM yueo-
HOW JINTEPaTypOi NCIOIB30BaTh KOHCIIEKTHI JICKIIHA, TOTIOTHUTEIBHYIO JTUTEPATYPY WU MaTepUabl
W3 CIPAaBOYHBIX (KOHCYJIBTAIIMOHHBIX) 0a3.

Memoduyeckue pexomendayuu cmyoeHmam 0Jisi HOO20MOBKU K 3a4emy.

[TonroroBka CTYJIEHTOB K 3a4€Ty BKJIIOYAET TPHU CTAIHU:

- caMOCTOsATeNbHAas padoTa B T€UEHUE YIEOHOTO CEMECTPa;

- HETIOCPECTBEHHAs MOATOTOBKA B IHU, IPEIIECTBYIOLIUE 3aUETY;

- clava 3adera.

[TonroTroBKy K 3a4eTy 11eJ1eco00pa3Ho HAayaTh ¢ U3yYeHUsS U TPOpabOTKH HOPMATHUBHO-IIPABO-
BBIX MCTOYHUKOB M JUTEparypsl. [Ipexke Bcero, cienyer BHUMATENBHO NEPEUUTaTh YUeOHYIO TIPO-
rpaMMy M MPOTPaMMHBIE BOMPOCHI JJIsi MOJATOTOBKU K 3a4€Ty, YTOOBI BBIACTUTH U3 HUX HaUMEHee
3HaKoMbIe. Jlajee MOJDKEH ClieoBaTh 3Tall MOBTOPEHUS BCEro MPOrpaMMHOTO MaTepuana. Ha oty
paboTy 11e51eco00pa3Ho OTBECTH OOJBIIIYIO YacTh BpeMeHH. CeayonM 3TaroM SBIISIEeTCsS CAMOKOH-
TPOJIb 3HAHUS MU3yUYEHHOTO MaTepuaia, KOTOPHIM 3aKIF0YaeTCsl B YCTHBIX OTBETAaX HAa MPOTPaMMHEIE
BOIPOCHI, BHIHOCUMBIE Ha 3a4eT. Te3uchl OTBETOB Ha HauboJiee CI0KHbBIE BOMPOCHI XKeJlaTeIbHO 3a-
MUCaTh, TAK KaK B MPOILIECCE 3aMKCU BKIIIOYAIOTCS JOMOJHUTEIBHBIE MOTOPHBIE PECypChl TTaMSITH.
[TpennoxeHHass METOAMKA HEMOCPEACTBEHHOMN MOATOTOBKY K 3a4€Ty MOXET ObITh M n3MeHeHa. Tak,
JUTSL CTYZICHTOB, KOTOPBIE CYUTAIOT, YTO OHU YCBOWJIM MPOTPAMMHBINA MaTepHal B MOJIHOM 00beMe U
YBEPEHBI B POYHOCTH CBOUX 3HAHMM, IOCTATOUYHO OETJIoro MoBTOpeHus ydyeOHoro marepuana. Oc-
HOBHOE BpPEeMsI OHU MOTYT YCIIUTh YIIIyOJIIEHHOMY H3yUEHUIO OTJEIbHBIX, HAa00JIee CII0KHBIX, AHC-
KYCCHOHHBIX Mpo0iem. JlutepaTypa A MOArOTOBKH K 3a4eTy yKa3aHa B yueOHoIl mporpamme. On-
HO3HAYHO CKa3aTh, KAKUM WMEHHO YYEOHUKOM HYXXHO TOJB30BaThCS AJIS MOJITOTOBKU K 3a4eTy,
HEJb3s, IOTOMY YTO YU€OHUKHU MUITYTCS pa3HBIMU aBTOPAMHU, MPEACTABISIONIMMEU CBOIO, HHOTA OT-
JUYHYIO OT JAPYTUX, TOUKY 3PEHUS MO PA3IUYHBIM HAay4HBIM Tpobiiemam. [1o3ToMy 1Uisi OTHOTHI
y4eOHOM MH(pOpMAIIMK U €€ CPAaBHEHHUSI JIyUIlle UCII0JIb30BaTh HE MEHEE ABYX YUCOHUKOB (YUCOHBIX
noco6wuit). CTyIeHT caM BIpaBe MPHUICPKUBATHCS JTIOO00N M3 MPEACTABICHHBIX B YYeOHUKAX TOUYEK
3peHus O CIOPHOH MpobiieMe (B TOM YKcie OTIMYHOM OT MO3ULMHU MPEroaaBares), HO MpH ycio-
BHUU JIOCTATOYHON HAYYHOHN apryMEHTaLUU.

OCHOBHBIM UCTOYHMKOM TMOATOTOBKH K 3a4eTy SIBJISIETCS KOHCIEKT JIeKIUil. Y4ueOHbIil Marte-
pHUa B IEKIUU JACTCS B CHCTEMATH3UPOBAHHOM BHUJE, OCHOBHBIE €TO IMOJIO0XKCHHUS IeTATH3UPYIOTCS,
MOJIKPEIUISIIOTCS. COBPEMEHHBIMU (pakTaMH M HOPMATUBHOM WH(pOpMaluei, KOTopble B CUIY HO-
BU3HBI, BO3SMOXHO, €III¢ HE BOIIIA B OIyOJUKOBAHHBIC MIEYATHBIC UCTOUYHUKH. [IpaBUILHO COCTaB-
JICHHBIN KOHCIIEKT JIEKIUN COAEPKUT TOT ONTUMAJIbHBIA 00beM HHPOPMAIMH, HA OCHOBE KOTOPOTO
CTYJIEHT CMOKET IPEJCTaBUTh ceOe Bech yueOHbIN MaTepuan. CieayeT TOYHO 3aTIOMUHATH TEPMUHBI
U KaTeropuu, MOCKOJbKY B UX ONpPEACNEHUSX COMAEP>KaTCs MPU3HAKH, IMO3BOJISIONINE YSICHUTHh MX
CYIITHOCTbH ¥ OTJIMYHTH ITU MOHATHUS OT APYTUX. B X0/1€ MOATOTOBKY K 3a4eTy HEOOXO0AUMO 00paIiarh
BHHUMaHUE He TOJIbKO Ha YPOBEHb 3alIOMUHAHUS, HO ¥ HA CTETNIeHb TOHUMaHUs KaTeropuil U peallbHbIX
IOPUAMYECKUX MPOOTIEM. A 3TO JOCTUTAETCS HE TPOCTHIM 3ay4YUBAHUEM, 2 YCBOSHUEM MPOUYHBIX, CH-
CTEeMAaTU3UPOBAHHBIX 3HAHUN, aHAIUTUYECKUM MbllnuleHneM. CienoBaTenbHO, HEMOCPEACTBEHHAs
MOJATOTOBKA K 3a4eTy JOJDKHA B PasyMHBIX MPOIMOPIHSIX COYETaTh M 3allOMHUHAHHE, U MOHUMAHHE
IPOrpaMMHOTr0 MaTepHaia. B 3ToT nepuo/ mojae3HbIM MOKET ObITh OOIIEHHE CTYIEHTOB € MPEenoaa-
BaTEJISIMU 10 TUCLUHUIUIMHE HAa KOHCYJIbTAIUIX.

7. DoH/ OLIEHOYHBbIX CPECTB
7.1 MeToabl KOHTPOJISI M OLICHUBAHUS Pe3yJbTATOB 00y4eHUs
Texymuii KOHTPOJIb (paboTa HA MPAKTHYECKUX/CEMHUHAPCKUX 3aHATHUSAX ):
- YCTHBIE OTIPOCHI
- TECTUPOBAHUE
- pelieHue 3aaa4
- TOKJIa]l
[TpoMekyTOYHBII KOHTPOJIb
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- TECTUPOBaHUE

7.2 llkana u KPpUTEPHH OLIEHMBAHHSA Pe3yJIbTATOB 00yUYEeHUSA
Ycemmuotii onpoc

Pa3BepHyTHIN OTBET CTyA€HTA IOJIKEH MPEACTABIATH COO0M CBSI3HOE, JIOTUUECKH MOCIIEI0BATENb-
HOE COOOIIEHUE Ha 33/IaHHYI0 TEMY, TIOKA3bIBaTh €r0 YMEHHE PUMEHSATH ONPEICICHHUS, TIPAaBUIa B
KOHKPETHBIX CITy4asix.

THoxazamenu oyenuganusi:

1) momHOTa M IPaBUILHOCTH OTBETA;

2) cTeneHb OCO3HAHHOCTU, TOHUMAHUS U3YUYEHHOTO;

3) s3pIKOBOE O(hOpPMIICHHE OTBETA.

Kpumepuu oyenusanus ycmuozo onpoca:

5 6aas0B cTaBUTCS, €CIIM CTYJEHT MOJIHO M3JIaraeT MaTepuai (OTBedaeT Ha BOIPOC), AAaeT Ipa-
BUJILHOE OTIPE/ICJICHNE OCHOBHBIX MOHATHI; OOHAPYKUBAECT MOHUMaHUE MaTepHalia, MOXeT 000CHO-
BaTh CBOU CYXJCHMs, MPUMEHUTh 3HAHUS Ha MPAKTUKE, MPUBECTH HEOOXOAMMBIE NMPUMEPHI HE
TOJIBKO U3 yUeOHHKA, HO U CAMOCTOSITEIbHO COCTABJICHHBIC; H3JIaracT MaTepHal MOCIeI0BaTEIbHO U
MPABUJIBHO C TOYKH 3PEHUS HOPM JIUTEPATYPHOTO S3bIKA.

4 faj1a CTABUTCS, €CITU CTYJCHT JAeT OTBET, YIOBIECTBOPSIOMIUN TEM K€ TPeOOBaHUSAM, UTO U
JU1st 5 6ayutoB, HO JomycKaeT 1—2 ommOKu, KOTOPBIE caM JKe UCIIpaBIseT, U 1—2 HemodeTa B mocie-
JOBATEITLHOCTHU U SI3BIKOBOM O(OPMIICHHH H3JIaraeMoro.

3 0ans1a cTaBUTCA, €CIIM CTYJCHT OOHapyXMBAeT 3HAHUE M MOHMMAaHUE OCHOBHBIX MOJIOKEHUN
TEMBI, HO M3JIaraeT MaTepuall HEMOJIHO U JOIMYCKAaeT HETOYHOCTHU B ONPEACTICHUH MOHATHH miu (hop-
MYJIMPOBKE MPaBUJI; HE YMEET JIOCTATOYHO ITyOOKO M JJOKa3aTeNIbHO 000CHOBATh CBOM CYKIEHUS U
MPUBECTH CBOM MPHUMEPBI; U3JIaraeT MaTepHuall HEeIOCIeJOBATeILHO U JIOMMYCKAeT OMIMOKH B SI3BIKO-
BOM 0(hOPMIICHUH U3J1araeMoro.

2 GaJu1a CTaBUTCSA, €CITU CTYACHT OOHApYKMBAeT HE3HAHUE OOJBIICH YacTH COOTBETCTBYIOIIETO
BOIPOCA, JOMyCKaeT OMOKU B (OPMYJIUPOBKE OIMpPENeeHU U MPaBWIl, UCKaXKAIOIINE UX CMBICI,
OecIopsIIOYHO ¥ HEYBEPEHHO U3JIaraeT MaTepual.

Tecmupogarnue (meKyuwiuil u nPOMeHCynmouHblil KOHMPOib)
10 51% - HeyJOBIIETBOPUTEIHHO (HE 3aU4TEHO)
51%-80% - yaOBIETBOPUTENHHO (3aYTEHO)

81% - 90% - xoporo (3a4TeHO)
91% - 100% - oTiIMyHO (3a4TEHO)

0K1a0
5 6aJ1710B NpU BBHIMOJHEHUH CIAEAYIOMINUX YCIOBUM:
1. B packpbIThI ClieIyIOIIHE BOIPOCHL:
- CYyTh pacCMaTpPUBAEMOT0 acleKTa U MPUYUHY €r0 pacCCMOTPEHHS,
- OIIMCaHHUC CYIICCTBYIOMIUX IJIA JAHHOT'O aCIICKTa np06neM " OpcjraraCMbIC IMyTHU UX PCUICHUA.
2. CobmroieHne perjiaMeHTa Mpy MPeICTaBICHUH TOKIIaa.
3. [Ipeacrasienue, a He YTEHUE MaTepHUaa.
4. Ucnonp30BaHNE aKTyallbHIX HOPMATHUBHBIX, MOHOTPA(QHUECKUX U MEPHUOJUUYECKUX UCTOYHH-
KOB JIUTEPATYPHL.
5. YeTKOCTh OUKIIUH.
6. IIpaBUJIBHOCTBH U CBOEBPEMEHHOCTH OTBETOB Ha BOIIPOCHI.
7. dokiiam conpoBOXKaaeTCs Mpe3eHTaluen
4 6aJis1a: HEBBIMOJIHEHUE JIIOOBIX JBYX U3 YKa3aHHBIX YCIOBHIA.
3 6aJu1a : HEBBITIOTHEHUE JIFOOBIX TPEX M3 YKa3aHHBIX YCIOBHM.
2 6ajis1a: HEBBINOIHEHHUE JTIOOBIX YEThIPEX U3 YKa3aHHBIX YCIOBUI.
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Pewenue 3a0au

5 6ans10B cTaBUTCA, €CIM 3a7a4a pPElIeHa MOJTHO W IpaBuiibHO. OO0ydJaromuiics: BRISIBUI BCE ac-
NEKThI, UMEIOIINE 3HAUYEHUE JUIsl penieHus 3agadn. [IpuBeneHsl ykazaHus HOPMAaTHUBHO-IIPABOBBIX
aKTOB, HA OCHOBAHUHU KOTOPBIX MPUHUMANIOCH pemieHne. OTBET ABISETCS JOTUYHBIM M MOCIIE0Ba-
TEJbHBIM, BCE APIYMEHThI OCHOBBIBAIOTCS HA HOPMaXx IpaBa.

Ecnu penienue 3a1auu pacxoIUTCs ¢ yKa3aHHBIM B KPUTEPUSAX OLIEHKH OTBETOB, OHO TAK)KE MOKET
OBITH OIICHEHO Ha OLIEHKY «OTJIMYHOY, €CIIH MPEIOKEHHBIN BApPHAHT PEIICHUS SABISETCS JIOTUYHBIM,
THIATETFHO 0OOCHOBAaHHBIM M OCHOBAH Ha JICHCTBYIOIIKMX HOPMax MpaBa..

4 0ana craBUTCA, €CIM 3a7ada pelleHa AOCTATOYHO IOJHO U IPaBUJIBHO. ABTODP BBISBHII BCE
OCHOBHbIE aCIIEKThI, UMEIOIIUE 3HaUeHUeE 7S perieHus 3a1aun. [IpuBenensl ykazaHus HOpMaTUBHO-
IIPABOBBIX aKTOB, HA OCHOBAaHUH KOTOPBIX IPUHUMANIOCH peieHue. [Iponyien psag BaKHbIX AeTanen
WIH yJIeJICeHO BHUMaHHE IIOCTOPOHHUM acrekTam. J[omyeHo HECKOJIbKO HE3HAUUTEIbHBIX OIHNOOK. .

3 6ansa cTaBUTCA, 00y4YaIOIIMUKCS BBISBUII BCE OCHOBHBIE aCIIEKThI, HMEIOIIUE 3HAUEHUE JUIS pe-
HICHUS 33]]a4. 3a/1a4a pellieHa B [[eJIOM MTPaBUIIbHO, OJIHAKO HETIOHO UJIH C CYIIeCTBEHHBIMH OLINO-
kamu. Jloruka paboTsl HEJOCTATOYHO XOPOIIO BBICTPOCHA.

2 Gan1a cTaBUTCS, €CJIM OTBET OTCYTCTBYET MOJHOCTHIO. OTBET HE COOTBETCTBYET COJACPIKAHUIO
3a[a4i WU HENPaBUWIBHO ONpE/EICHbl MPUMEHUMbIE NCTOYHUKH TpaBa. OTaenbHbIE pparmeHTap-
HbI€ TIPABUJIbHBIE aPTyMEHTHI U CCHUJIKM Ha UCTOYHUKU HE MO3BOJISIIOT OLEHUTH BHIIOJHEHHYIO pa-
00Ty MOJOKUTEIHHO.

7.3  OueHo4Hble CpeACTBA
7.3.1. Texyuii KOHTPOJIb

Ilpumeprvie memul 014 10020MOBKU QOKI1A008

1. Opranuzanus paboThl KQAPOBOM CITyKObI OpraHU3aINH.

2. HopMaTuBHOE periaMeHTUPOBAaHUE CTAHIAPTU3AINH U YHH(PUKAIIUU TOKYMEHTOB OpTaHH3a-
1007078

3. Pa3paboTka JOKyMEHTAIMH, PErIaMeHTUPYIOUICH AeATeIbHOCTh KaJpOBON CITy>KOBI OpraHu-
3allUY U MPOLECCH YIIPABICHUS IEPCOHATIOM.

4. AnpOoMm (HopM TOKyMEHTOB MPEIIPUSATHSL.

5. Metoaunueckrie OCHOBBI pa3pabOTKH HOPMATHUBHBIX JOKYMEHTOB KOMIIAHUU (CTaHIapTOB Op-
raHu3aluy, MOJ0KEHUN O TOIpa3/IeICHUsX, TOKHOCTHBIX HHCTPYKLIUN).

6. CocraBienue u opopmiieHHE ITATHOTO PACIUCAHUS, CTPYKTYPBI U IITATHON YUCICHHOCTH,
MpaBUJI BHYTPEHHETO TPYAOBOTO PACIOPsIIKa, MOJI0XKEHHUE O IIEPCOHAJIE.

7. Pa3paboTka MHCTPYKIIUH 10 KaJJpOBOMY JEIONPON3BOACTBY. COCTaB M PACIOI0KEHHUE PEKBH-
3UTOB.

8. CocraBneHue nmpukas3a o0 yBOJbHECHUH paOOTHHKA.

9. Bubl npuKka3oB M0 JUYHOMY COCTAaBY U UX YHU(PUIIMPOBAHHBIC (DOPMBI IIPUKA30B T10 JINY-
HOMY COCTaBy.

10. Pa3zpaboTka O1aHKOB JTOKYMEHTALIUH KOMITAaHUH.

11. IlpaBuna oopmieHus: MPOEKTa MPHUKaA3a MO JUIHOMY COCTaBY.

12. Texnonorusi opopMIIEHUS NTEPEBOAA COTPYIHUKOB.

13. JIOKyMEHTHpOBaHHE MHHUIIMATHUBEI O TIEPEBOJIC HA IPYTYIO paboTy.

14. OnTuMH3anus TEXHOJIOTUYECKON LIETIOYKU MOATOTOBKH IOKYMEHTA

15. OcobenHOCTH OpraHU3aIuy Tpyaa pabOTHUKA 00JIa1a0IIero 3HaHneM KOH(PUACHITHATHHOM
UH(OPMALIUU OpraHU3aIHH.

16. Opranm3anus padOTHI CHIEIUATNCTA C TOKYMEHTaMU

17. Opranusanus ciry>xeOHOM MepenucKy.

18. JIoKyMEHTHpOBaHHE PEIICHUS O MIEPEBO/JIC HA APYTYIO padoTy.

19. Opranuzanus paboThl ¢ TUCbMEHHBIMU U YCTHBIMU OOpAIIEHUSIMH TPaXK/IaH.

20. OpraHu3zanus perucTpalyy 1 yueTa MoCTyMalIUX B OPraHU3aIuio T0OKYMEHTOB.




21.
TEJsL.
22.
23.
24.
25.
26.
27.
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JIOKyMEeHTHpOBaHHE MPOLeyphl YBOJIBHEHHUS 10 HHULIMATHBE PaOOTHUKA MK paboTOaa-

KanpoBoe antMuHUCTpUpOBaHKE: TIOHATHE U COACPIKaHUE

Opranu3anus KaJpoBOro J0OKyMEHT0000pOTa B OpraHU3aInH.

Opranuzanus paboThl ¢ TPYZAOBBIMUA KHHKKaMH paOOTHHUKA.

DNEeKTPOHHBIN TOKYMEHTOOOOPOT: TIOHATHE U TIPHUHLIUITBI OpTaHU3aNN

Opranuzanus yrnpasieHHs JOKYMEHTaUEeH KOMIaHHH.

CoBepIIeHCTBOBAaHHE CHCTEMBI PETHCTPALIMH KaAPOBBIX JOKYMEHTOB C UCIIOJIB30BAHUEM OC-

HOBHBIX PErHCTPALMOHHBIX (POPM.

28.
29.
30.
31.
32.
33.
34.
35.
36.

Opranu3anys KOHTPOJIS HCIIOTHEHHS JOKYMEHTOB.

CucrtemaTtu3zanus JTOKYMEHTOB KaJpOBOM CITy’KOBbI.

[ToaroroBka JOKyMEHTOB K ITOCIEIYIONIEMY XPAaHEHHIO U HCIOIb30BAHMIO.

OdopmiieHne 1 BeieHUE JTUYHBIX .

ApXHBHOE XpaHEHHE TOKYMEHTOB.

TexHon0rnM OpraHu3aIy AMEKTPOHHOTO apXUBa

CoBepiIeHCTBOBAaHHE TPOLIETYPHI TIOATOTOBKH JTOKYMEHTOB K QpXHBHOMY XPaHEHHIO.
O6paboTka OTIpaBIAEeMON KOPPECTIOHICHIIHH.

[Tpumenenne MHGOPMAMOHHBIX TEXHOJIOTUH MTPU CO3AaHUH KaIPOBBIX IOKYMEHTOB Opra-

HU3aIlnuu.

37.

TpeboBanust k TOKyMEHTaM, U3TOTABIMBAEMBIM C ITOMOIIBIO MEYATHBIX YCTPOUCTB U UX

HOPMAaTUBHOE 3aKpEIICHUE.

38.
39.
40.
TalHy.
41.
42.
43.
44.
HUSL.
45.
46.
47.
48.
49.
50.
HUE.
51.
52.
53.

CuCTeMBI 2JIEKTPOHHOTO JJOKYMEHTO000pOTa
IIpoxoxkneHne BHyTPEHHUX JOKYMEHTOB U OPraHU3alysl KOHTPOJIS 38 UX UCIIOJTHEHUEM.
Opranm3anus padoThl C TOKYMEHTAMH, COACPKAITUMUA KOMMEPUYECKYIO (TOCYIapCTBEHHYIO)

Cocrasnenue u oopmiieHHE MPUKA30B: 110 JIMYHOMY COCTaBY, 0 OCHOBHOMU J€SITEIbHOCTH.
Cocrasnenue u ohopmiieHHue OOBSICHUTEIBHBIX 3aMTUCOK, POTOKOJIOB, aKTOB.

TexHonoruu aBromMaTH3ay JOKyMEHTO000pOTa B OparHua3Lun

Cocrasnenue u ohopmiieHuE HHCTPYKITHI, CIIPAaBOK, TOKYMEHTOB JIMYHOTO MTPOUCXOMKIC-

I[OKYMGHTOOGOPOT, €ro HOHHTHﬁHBIe, KOJIMYCCTBCHHBIC U KAYCCTBCHHBIC XapPaKTCPUCTUKH.
[Tonsithe «I0KyMeHT0000poT». OCHOBBI OpraHHU3alMy TOKYyMEHTO000POTa.

BHyTpeHHMI JOKYMEHTOOOOPOT.

OO011¥e TOJI0KEHHS 0 HOMEHKJIATYype.

CocraBiieHne HOMEHKJIATyphl €] OpraHU3aluy.

OdopmieHne TOKYMEHTOB U JIeNI K YHUYTOXKCHUIO U Ha JUTMTEIBHOE U MOCTOSIHHOE XpaHe-

Buasl aBTOMaTU3MPOBAHHBIX CUCTEM JOKYMEHTOO0OpOTa
IlonsiTHE KaAPOBOM NOKYMEHTALUH.
XapaKTepUCTUKAa OCHOBHBIX JOKYMEHTOB, PETIIAMEHTHPYIOLIMX YIIPABICHUE NIEPCOHAIOM U

ACATCIIBHOCTD KaIPpOBLIX CJ'Iy)I(G .

Ilpumepnuie gonpocel no memam

Tema 1. [Jokymenm u cucmemol doxymenmayuu. Ilonmus Kaopoo2o adMUHUCMPUPOBAHUS

1. B xakux HOpMaTUBHO-MPABOBBIX aKTaxX 3aKpeIieHa TEPMUHOJIOTHS, UCIIOJIb3yeMasl pU pa-
06oTe ¢ JoOKyMeHTaMu?

2. Kak cBsi3aHbl MEXy COOO0W MOHATHUS «IOKYMEHT» U «UH(pOpMaIus»?

3. OyHKIMM KaJIPOBOTO aIMUHUCTPUPOBAHMUSI.

4. Yto Takoe KaApoBOE aAMUHUCTPUPOBAHHE?
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5. Kakue Bunbl HocuTeneit nH(GOpMaIy HCHOIB3YIOTCS IS CO3MaHus JOKyMeHToB? JlaiiTe nx
KPaTKyl0 XapaKTEPUCTHUKY.
6. KakrmMu OCHOBHBIMU CBOMCTBaMHU 00J1a1ae€T JOKYMEHT?

Tema 2. Cocmas u cooepaicarue Kaopogoll OOKYMeHMAayuu, OCHO8Hble OOKYMEHMbl, Pe2laMeHmu-
pyrowue ynpasieHue nepcoHanrom opeanu3ayuu.

1. JlaiiTe onpeneneHne JOKyMEHTAIIHOHHOTO OOECTIEYCHUsT YIIPABICHHS IEPCOHATIOM

2. C Kakoi 11eJIbI0 U KAKUMHU OpTaHaMU OCYIIECTBIIAETCS TOCYIapCTBEHHBIM KOHTPOJIb BEACHUS
KaJpOBOM JTOKyMEHTALMU?

3. Ha3zoBuTe OCHOBHBIEC TPU3HAKU KIIACCU(PUKAIUU KAaPOBBIX JOKYMEHTOB

4. Ha3oBUTEe PEKBU3HTHI IPUKA3a 10 OCHOBHOM JESATEIBHOCTH.

5. V3 KakuX 4acTeil COCTOUT TEKCT MpPHUKa3a 0 OCHOBHOM JAEATEIIbHOCTH?

6. Kak 3aBepsieTcs BbIIMCKA U3 IpHUKa3a’?

7. 11t uero He0OXoauMa TpoIieIypa COrIacOBaHus (BUZUPOBAHUS ) TPOCKTOB PACIIOPSIAUTEb-
HBIX JOKYMEHTOB?

8. Kakue mpukazbl IpUHATO OTHOCUTH K IPUKA3aM MO0 JJUYHOMY COCTaBy?

9. Kak paznuyaroTcs npuKasbl 0 JUYHOMY COCTaBY U 110 OCHOBHOM JIEATEIbHOCTHU IO CUCTEME
UX UHAECKCALIUH?

10. TlepeuncnuTe peKBU3UTHI U OPSAOK pa3pabOTKU MITATHOTO PACTTUCAHMS.

11. Tlepeuncnure JOKyMEHTHI, OTHOCSIIIHECS K CITPAaBOYHO-UH(DOPMAITMOHHBIM.

12. B yem oTaMuMe CIpaBKy OT JTOKJIAIHBIX U CITYKEOHBIX 3aITHCOK?

Tema 3. IIpasuna ogpopmnenus 0OKyMeHmos u 3anoaHeHus munogulx hopm.
1. Kakre HOpMaTUBHO-TIPABOBBIC aKThl PETIAMEHTUPYIOT OpOpMIIEHHE JOKYMEHTOB?
2. Yro takoe 'OCT u Kakyro poJib OH UTPAET B KaJPOBOM JI€JIOIPOU3BOICTBE?
3. Yrto u3 cebs npeAcTaBiIsieT YHUPUITUPOBAHHBIC TOKYMEHTHI?
4. laiiTe XapaKTEPUCTUKY aTbO0OMY TOKYMEHTOB MPEIIPUSATHS.
5. [lepeuncnure u 0XapakKTepU3ynTe YTBEPKACHHBIC TUIIOBBIE ()OPMY KaJIPOBOM TOKYMEHTAIIHH.

Tema 4. [lopsioox oghopmnenus 00KyMeHmos npu npueme Ha pabomy u nopsooK yuema Kaopos.

1. Ha3oBuTe NOKYMEHTHI, KOTOpBIe paOOTHUK 00s13aH (cornacHo cT. 65 TK PD) npenbssuts pa-
00TOATEIIO TIPU TPYJOYCTPOHCTBE.

2 Ilepeuncante JOKyMEHTBI, KOTOpPbIE JOKEH 0()OPMHUTH paboToaTeNlb MPH MpHEMEe Ha pa-
00Ty, U YKOKHUTE MOCIIECI0BATEIHLHOCTh UX 0(OPMIICHHUS.

3.PacckaxuTe 0 MOpsIKE COCTABICHHs, COTJIACOBAHUS MIPUKa3a (pacopsbKEHUs ) O IpHeMe pa-
O0OoTHHKA Ha PaboOTYy.

Tema 5. Ilopsiook ogopmaenusi OOKyMeHmMO8 npu nepesooe, pacmopiceHuu mpyooeoco 002080pd
(konmpaxma), Ilo02omoeka npuxazoe no IUYHOMY COCMas).

1. Ha kako#t cpok MOYKHO BPEMEHHO MEePEeBECTH pabOTHUKA Ha JAPYTYIO paboTy Oe3 ero coria-
cus?

2. BHOCsTCS 111 CBEZIeHHsI O BpEMEHHOM IepeBojie paboTHHKA Ha JIPYTyI0 paboTy B TPYJIOBYIO
KHIDKKY ¥ B JINYHYIO KapTOUKy paOOTHHUKA?

3. Kakumu nokymeHTamu oopmisieTcs: mepeBo pabOTHUKOB € OJJHOM JIOJDKHOCTH Ha JIPYTYI0?
KakoBbl TpeOOBaHUS K MX COCTABICHUIO U 0()OPMIICHHUIO?

4. KakuMu 1OKyMEeHTaMH 0pOpMIIseTCs yBOJIbHEHNE pAaOOTHUKOB?

5. KakoBbl 0OCHOBHBIE TPeOOBaHUS K COCTABICHHUIO H 0()OPMIICHHUIO PUKA30B 10 JINYHOMY CO-
cTaBy?

6. Kak hopmynupyercs 3anuch 00 yBOJIbHEHUN COTPYAHUKA?

Tema 6. Tpyoosas knudicka (ceedenusi 0 mpyooeoti 0essmelbHOCMuU) U auuHble 0eld.
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. Kakumu HOpMaTUBHBIMU TOKYMEHTaMH PYKOBOJCTBYIOTCSI IPU BEACHUU TPYAOBBIX KHIKEK?
. Onumure ob1Me npaBuia 3ar0JIHEHHS TPYIOBBIX KHUKEK.

. Kakue paznensl Bkitoyaer B ce0st TpyoBast KHHXKKa?

. [IpuBeaute mpumepsl GOPMYITHUPOBOK 3aMUCEH B TPYIOBBIX KHUKKAX.

. Uto u3 cebs mpeACTaBiIsieT AIEKTPOHHAs TPYAOBask KHIKKA U KaK OHA BeleTcs?

. OnumuTe NopsAI0K yyeTa JBUKEHHS TPYIOBBIX KHUXKEK U TEXHOJIOTUU X XpaHEHUSI.

. Kakue npouenyps! BKIro4aeT B ceOst MOPSAIO0K BbIIAYH TPYAOBOW KHUKKH MPH YBOJIbHEHUN ?
. Haznauenue nuynHoro aeno paboTHUKA.

. KakoB nopsiiox pacrnonoxeHusi JOKyMEHTOB B JINYHOM Jiejie pabOTHHUKA.

10. Kakue cymecTByIOT mpaBujia BEACHUS U XPAHECHUS JIMYHBIX JE1.

11. OnumuTe NopsAI0K BHECEHUSI U3BMEHEHUH B JOKYMEHTBI JJUYHOTO JIeTIa.
12. Yto takoe CT/I-P, C3B-T/I.

O 00 1IN DN B W~

Tema 7. Opeanuzayus ookymenmoobopoma, cucmemamusayusi 0OKYMeHmMOo8, HOMEHKIAmypa 0ns ux
@opmuposanus u xpaHeHus

. Onummure cnocoObl CUCTEMATHU3AlMH JOKYMEHTOB

. UTo Takoe HOMEHKJIaTypa JIeJ, AJIs Yero OHa UCIIONb3yeTcs?

. KakoBb1 o01ue TpeOGoBaHMsI K HOMEHKIIAType Jen?

. HazoBuTe BUbI U cofiepKaHne HOMEHKIIATYP JIe.

. KakoB opsiiok cOCTaBJICHUSI HOMEHKIIATYPBI J1€77

. Kakue TpeboBanus NpebsBIAIOTCS K 3ar0JI0OBKaM Jien?

. Kax oopmiisiercss HOMeHKIIaTypa e ¥ ONPENesIIOTCS CPOKU XpaHEHUs J1ei?

. Uto moHnmaercs noJ GopMUpOBaHUEM JeI1?

01N DN WN—

Tema 8. Cospemennvle cnocobbl u mexHuxka co30anus OOKyMeHma. INeKmpoHHbLL OOKYMEeHMO000-
pom..

1. Ilepeuncnure criocoOb! CO3AaHUST JOKYMEHTOB

2. OnumuTe OCHOBHBIE KOMITBIOTEPHBIEC KaJPOBBIE IIPOTPAMMBI

3. MoryT 11 JoKyMEeHTHI 0(opMIIATHCS 0€3 MPUMEHEHHUs KOMIBIOTEpHBIX TexHonoruii? Eciu na,
TO Kakue?

4. OnummTe TEXHUKY CO3JaHUs 3JIEKTPOHHBIX JOKYMEHTOB.

5. Maiite 00LIyrO XapaKTEePHCTHKY OCHOBHBIM aBTOMAaTH3UPOBAHHBIM CHCTEMaM KaJJpOBOTO JI0-
KyMEHT0000poTa

6. KakoBbI MpUHIUIIBI OpraHU3alUH 3JIEKTPOHHOTO TIOKyMEHTO000pOTa

Ilpumepnas popma mecmogovlx 60npocos

Y4eTHBIM Ka/IPOBBIM IOKYMEHTOM SIBJISIETCS . ..
a) MUChbMO-TIpUTTIAllIEHHE Ha paboTy K ApyroMy paboromarento  0) JIMYHOE N0 COTPYTHHKA
B) U3BEIIECHHE C MPOCHOOH SIBUTHCS [T O3HAKOMJICHUS C TIPUKA30M T) MPEJCTaBICHUE O MOOIIPEHUH

CKO0JIbKO BpeMeHH 10JIKHbI XPAHUTHCS JIMYHbIE /1eJIa PYKOBOAUTeIel opranu3anum?
a) MOCTOSIHHO 0) 50 et B) 75net T') ompeeNnsieT KaapoBblil paOOTHUK

KT0 npuHuMaer peuieHne 0 BblieJIeHUH KA/IPOBBIX JOKYMEHTOB K YHUUYTOKEHUIO?
a) Ha4aJIbHUK OT/eJIa KaJpoB 0) IUPEKTOP IO MEPCOHATY
B) PYKOBOJUTEJIb OPraHU3alUuH I') SKCIIEpTHAsA KOMHCCHUS

Heo0xonumMocTh 0opMIiIeHUS JIMYHBIX J1eJ1 PA0OTHHKOB PerjiaMeHTHPOBAaHA:

a) OKY/] 6) OcHOBHBIMU TIpaBUIaMU PaOOTHI ApXUBOB OpraHU3aAIUH

B) [IpaBunamu BHYTpEHHETO TPYI0OBOTO paclopsiaka

r) [lepeyHeM THITOBBIX YIPaBICHYECKHUX JOKYMEHTOB, 00Pa3yIOUIMXCS B IEATEILHOCTH OpraHU3alni,
C YKa3aHUEM CPOKOB XPAHCHHUS
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K cnipaBo4Ho-uH(OPMANUOHHBIM JOKYMEHTAM OTHOCATCS:
a) MpuUKas; 0) akT; B) JOKJIa/IHAsI 3aIMCKa; T) yCTaB; 1) UHCTPYKIIUS.

Ilpumepnvie 3a0auu 0na pewienus

1. PaGoTHHK KapOBO CITyKOBI TTOTYUYHII 3aJ]aHUe PYKOBOJMUTEIS KaJAPOBOM CITy>KObI Ha 3aBe-
JeHue 1 ohopMIIeHHE JTMYHOTO Jiejla BHOBb IMPUHATOrO paboTHUKA. BHOBB MPHUHATHINA paOOTHHUK —
3TO PYKOBOJSAIIUN PaOOTHUK C BHICIIMM NPO(ECCHOHATBLHBIM 00pa30BaHUeM, MPOIISAMNNA mpodec-
CHOHAQJIbHYIO TIEPETIOJIrOTOBKY, MOBBIIICHHE KBATU(UKAIINH, UMEIOIINNA YUEHYIO CTEIIEHb, TOCyaAap-
CTBEHHbBIE HArpabl.

Onwumute npouenypy. Kakue n1okymMeHTbI OyayT BHECEHBI BO BHYTPEHHIOIO OMUCH JOKYMEH-
TOB, BKJIIOUEHHBIX B JINUHOE Jiesi0 paboTHUKa? Kak opraHn3oBath XpaHeHue JU4HOTO Aena? Kakue
HOPMAaTUBHO-IIPABOBBIC aAKThI Bul 6y,Z[GT€ HUCITIOJB30BAaTh AJIA OTBETA HA ITOCTABJICHHBIC BOHpOCBI?

2. CucteMHBI aaMHHHUCTpAaTOp HHPOpManHoHHO-TexHHYeckoro otaena OO0 «Temexom»
ConparoB Brnagumup MBanoBud 3¢ ¢dextuBHO padoTan B MHTepecax Ha3BaHHOW opranuzanuu. 1o
uToraM pabOoThI 3a MEPBBIA KBapTal HadyaIbHUK oTaena Maiopos WU.U. 5 anpens 2015 r. HanpaBun
mupexktopy OO0 «Tenekom» I'enepanoBy B.B. npencrasienue o noompennn Connarosa B.U. mpe-
MHUEH B pazMepe S ThIC. py0. 3a T0OPOCOBECTHOE UCIIOTHEHUE PAOOTHUKOM TPYIOBBIX 00S3aHHOCTEH
(3a IOCTM)KEHHUE BBICOKHX ITOKa3aTesel B Tpye).

KaxoBa mporeaypa T0KyMEHTaIIMOHHOTO o0ecrieueHns JaHHOU mporenypbl? Kak nmpaBuiibHO
3anoiHUTh yHU(UIupoBanHyio ¢opmy T-11? Kakue HopmaTuBHO-TIpaBOBbIe akThl Bl Oynere uc-
M0JIb30BATh JJI OTBETA HA MIOCTABJICHHBIE BOIPOCHI?

3. IIpu npueme Ha pa®OTy Ha NOJKHOCTh MHXKEHEpA IO OXpaHe TpyJa (IJis 3aKII0YeHHs TPYHO-
Boro jgorosopa) B OO0 «JlxecT» cienuanucT KaJpoBoil ciy>k0bl morpedoBan ot MBanosoit M.M.
CIIEYIOIINE JOKYMEHTHI:

- MacIopT;

- TPYJIOBYIO KHUXKKY;

- CIIPaBKY O COCTOSIHUU 37I0POBBS;

- XapaKTepUCTHUKY C MPEKHETO MecTa paboThI;

- CBUETEIHCTBO O MOCTAHOBKE HAa y4€T B HAJIOTOBOM OpraHe (MHIUBUIYaTbHBIA HOMEDP HAJIOTO-
miatenbimuka — MHH);

- CTPax0OBO€ CBUETENHCTBO rOCYIaPCTBEHHOTO IEHCUOHHOTO CTPAXOBaHUS;

- IOKYMEHT 00 00pa3oBaHuHu U (WIH) O KBATM(DUKAIIUY WU HAIMYWU CTICIUATbHBIX 3HAHUH;

- CIIPaBKY O CEMEWHOM IOJIOKEHHH;

- IOKyMEHTBI BOMHCKOTO y4eTa;

- CIIPaBKy O HATWYWU (OTCYTCTBUU) CYJUMOCTH U (W) (paKTa yroJaoBHOTO MpecIeI0OBaHUSI.

YkaxuTe, MpaBOMEPHO JIM TpeOOBaHUE paOOTHHKA KaJPOBOU CITY>KOBI O MPE0CTABIICHUH BCEX
BBIIICTIEPEUNCIICHHBIX IOKYMEHTOB B JJaHHOU cuTyanuu? Kax nmpaBuibHO 0OPMUTH 3aMpoOC TOKY-
MEHTOB OT couckarens. Kakue TOKyMEHThI, 1 Ha KAKOM OCHOBaHHMHU MPEABSABISIOTCS pPab0OTOAATEINIO
JUIOM, TTOCTYTAIOIIUM Ha pa0boTy JUTsl 3aKJII0YEHHUs TPyAoBoro noroBopa? Kak opranuszoBath Xpa-
HEHUE MPeJCTaBIEHHBIX JOKyMeHTOB? Kak obecrieunTs 3auTy MHPOPMAIUHU, COCTABIISIIOIIEH ep-
COHaJIbHBIE aHHBIe paboTHUKA. Kakie HopMaTUBHO-IIpaBOBbIe akThl Bbl OyeTe uCnoab30BaTh s
OTBETa Ha TIOCTABJICHHBIE BOMPOCHI?

7.3.2. [IpomexxyTo4Hasi aTTecTarus

[TpoMexxyTodHas aTTeCTaIsl MOXKET MPOXOIUTh MOCPEICTBOM TECTHPOBAHUS WIIH ITOCPE/I-
CTBOM OTBETA Ha 3a4YETHBIA OHIET.

[Tpu poBeIcHUU MMPOMEKYTOYHOH aTTECTAIlMK B JOpME TECTUPOBAHUS TECT JIOJDKEH OXBa-
THIBaTh BCE TEMBI Kypca.

Ilpumepnuorii d)ODMCZm nmecmaoeblx 60npocoes.
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Yro cieayer aejaTh ¢ HCIOPYEHHBIMH MPH 3aM0JTHEHUU 0JIaHKAMM TPYI0BbIX KHUKEK?
a) OcTaBUTb B OTJENE KAAPOB. 0) I[lepenaTs Ha XpaHEHHE B APXUB.
B) CniucaTh MO aKTy U YHUUTOXKUTh B IPUCYTCTBUH UIEHOB KOMUCCHUH.

IIpu opopMiIeHNH TPYAOBBIX NPABOOTHOLIEHHUH 00513aTeIbHBIM JOKYMEHTOM, pPerJiaMeHTHpY-
I0LUM 00513aTeJIbCTBA CTOPOH, SIBJISIETCS:

a) 3asBJICHHUE O IIpUEME Ha PaboTy 0) KOJUIEKTUBHBIH JJOTOBOP

B) TPYJIOBOE COTJIAIICHUE T') TPYIOBOM JOTOBOP

Kakas yaudpuuupoBannas ¢gopma, yreepaxaeHHasi nocTaHoBjJeHueM ['ockomcTara, HCHOJIb3Y-
eTCsl IPH 3aN0JHEHNH PUKA3a 0 epeBojie Ha APYyryo padory?
a)T-1. 6) T-5.8)T-6.

OdopmiieHne peKBU3UTOB OCYIIECTBJISAECTCS HA OCHOBAHUM:
a) 'OCToB; 0) mpukasa 1o IeJIONpOU3BOJACTBY; B) HHCTPYKLUU; T) aKTa.

Kakosbl 00mme npaBuiia ogopmiIeHUs1 JOKYMEHTOB?
a) TpeboBanus Kk 0pOpMIICHHIO PEKBU3UTOB JOKYMEHTOB. T) Mcrmoap30BaHue CTaHIapTOB.
6) Ucnonb3oBanue 01aHKOB TOKyMeHTOB.  B) [Ipou3BosibHOE 0OpMIICHHE JOKYMEHTOB.

I1pu nposedenuu npomerHcymouHou ammecmayuu NOCpeocmeoM YCmMHO20 Omeema Ha buiem.

B kascoom buneme oondxncrno 6vims no 2 eonpoca.
Ilepeuens 6onpocos 01 n0020mMo6KuU K 3auemy.
[TonsiTHE TOKYMEHTOOOOPOTA, €r0 KOJIMYECTBEHHbIE M KAUECTBEHHBIE XapaKTePUCTHKU.
[TpaBwiia opopmIIeHHS PEKBU3UTOB KaJIPOBBIX TOKYMEHTOB.
Texnonorun 06pabOTKM MOCTYMAOIINX TOKYMEHTOB. BHYTpeHHMI TOKYMEHTOOOOPOT.
JIOKyMeHThI yHU(PULIMPOBAHHOMN CHCTEMBI yUeTa IepBUYHOM JOKYMEHTAIIH.
[IpaBuiia opopmiieHHs POEKTa MpUKasa Mo JUYHOMY COCTaBY.
HopMaTuBHO-IpaBOBOE PETyIUPOBAHKE HIEKTPOHHOTO JOKYMEHTOO00pOTa
YcTaB opranuzanuu: cojiepikanrue, OCHOBHbIE TpeOOBaHUS K €ro 0(hopMIIEHUIO.
[TonoxeHue o CTPYKTYpHOM NOJIpa3/IeICHUU OpraHu3allii: Ha3HAueHHUe, CoAepKaHue, mops-
JIOK TIOJTOTOBKH, ODOPMIIEHUS M YTBEPKICHUSI.

9. HudopmanmoHHO-CIIpaBOYHBIE JOKYMEHTHI, HEOOXOAUMBIE 111 pabOTHI C KaJIpaMH.

10. XapakTepucThKa CUCTEMBI IIIAHOBOM JOKYMEHTAIUH.

11. Cucrtema [oOKyMeHTalMK 00ECTICYUBAIOIIETO TUTIA

12. CocraB u ki1accuuKkamnms KaapoBOr JOKYMEHTAIUH.

13. BeneHue nTUYHBIX KapTOUEK: HA3HAUEHUE, TpaBUJia 3aMOJIHEHUS], XpaHEHUSI.

14. Bunapl mprKa3oB IO JUYHOMY COCTaBY, MOPSIOK UX TMOATOTOBKU U 0OPMIICHUS.

15. Buabl, NOpsI0K COCTaBICHUS U YTBEP>KJIEHHUS, OCHOBHBIE PEKBU3UTHI TPYIOBOTO JI0rOBOpA.

16. JlokyMeHTBI, NpeabsBIsIEMbIC MPH 3aKITIOUYEHUH TPYJOBOTO JI0rOBOPA.

17. JIOKyMEHTBI, CITy>Kallie OCHOBAHUEM JJIsl IPUKA30B 0 JIUNYHOMY COCTaBY.

18. JlokyMEeHTHpOBaHHE MprUeMa IpakaH Ha padoTy.

19. YuerHble KapTOUKH.

20. Buapl 351€KTpOHHOM OANUCH

21. Ha3naueHue SKCEPTHON KOMHUCCHH, €€ 3a7]a4l U CPOK JECHCTBUS B OpraHU3aIlUH.

22. Buabl npuKa3oB MO JUYHOMY COCTABY.

23. JIOKyMEHTBI IO KOMaHIUPOBAHUIO PAaOOTHUKOB. OCHOBHBIC PEKBHU3UTHI KOMaHIUPOBOYHOTO
YAOCTOBEPEHUS.

24. 3amaun 1 GOPMBI CTAKUPOBKHA PAOOTHUKOB, BBIIBUTAEMBIX B COCTAB KaJIPOBOTO pe3epBa.

25. OCHOBHBIE IOKyMEHTHI, HEOOXOAUMBIE JIJIS IPEJOCTABICHHS OTITYCKOB pAOOTHUKAM OpTaHH-
3alliH, TIOCTIeI0BATENIbHOCTD U MOPSIIOK UX 0OPMIICHHUSL.

PN R D=



26.
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OCHOBHBIE JTOKYMEHTBI, HEOOXOIUMBIE JIJIsl IPOBEJCHUS U O(DOPMIICHHUS Pe3yJIbTaTOB aTTe-

cTanuu pabOTHUKOB.

27.
28.
29.
30.
31.
32.
33.
34,
35.
36.
37.
38.
39.
IINATEI.
40.
41.
42,
43,
44,
45,

JIOKyMEeHTHUpOBaHHE MPOLeyphl YBOJIBHEHUS 10 HHULMATUBE PAOOTHHUKA.
JIOKyMEeHTHUPOBaHHE MPOLEyphl YBOJIBHEHNUS 10 MHULIMATUBE PabOTONATENs .

VYuer Tpy0BbIX KHUKEK. [Topsaok BeIiaun AyOauKaTa U BKIIaAbIIICH.

Odopmienne TpyA0BOM KHIKKH PaOOTHUKY NMPUHSATOMY Ha pabOTy BIIEpPBHIE.

Brecenue 3amnuceii o mpreme Ha padoTy.

BHecenue 3anucu o HarpaxJieHUH (IIOOLIPEHUH) B TPYLOBYIO KHUXKKY.

[Tops0K BeIIaUM TPYIOBBIX KHUXKEK IPU YBOJIILHEHHH.

JyOnukaTsl Tpy10BbIX KHUXKEK. [lopsaok opopmiieHHs BKIAABIIIA B TPYJOBYIO KHUXKKY.
OcoOeHHOCTH BHECEHUS 3aHCH O pab0Te IO COBMECTUTENIBCTRY.

DNEeKTPOHHBIE TPYIOBbIE KHIKKH.

BHeceHne B Tpy10BYIO0 KHUKKY MCIIPABUTENbHBIX 3alIMCEN U PA3INYHBIX U3MEHEHUI.
TexHuka co3aaHus IEKTPOHHBIX JOKYMEHTOB.

[lepconanbHble TaHHBIE PAOOTHUKA: TIOHATHE, TpeOOBaHUS IpU 00pabOTKe, TApaHTUH UX 3a-

[Mopsnox oopmieHus nepeBoia pabOTHUKA BHYTPU OpraHU3aIHH.

XapakTepuCcTHKa OCHOBHBIX METOZOB CO3/1aHMs JOKYMEHTOB.

Buapl BTOpHUHBIX YUETHBIX KAPTOUYEK U KapTOTEK.

Tabenb yHudukanum 10KyMEHTOB.

[TonsaTue u kIaccupuKaus T0KyMEHTOB

OCHOBHBIE PacHOPSITUTENBHBIEC JOKYMEHTHI B OPTaHU3alliH, UX ITOATOTOBKA, O(OPMIICHUE

XpaHEeHHue.

46.
47.
48.
49.
50.
51.

Cocras muyHoro gena. OnepaTUBHOE XpaHEHUE JINYHBIX JIEJ1.

OpraHu3anvoHHO-IIPaBOBasl CUCTEMA JOKYMEHTALINUH.

OcymiecTBIIeHHE KOHTPOJIS JOCTOBEPHOCTH MEPCOHAIBHBIX JOKYMEHTOB.

Jlena mOCTOSIHHOTO U BpEMEHHOI'O XpaHEHUS!.

OnepatuBHOE XpaHEHHE JOKYMEHTOB.

ITopsiIoK MOATOTOBKM KaJIpOBBIX TOKYMEHTOB K apXMBHOMY XpaHEHUI0. OCHOBHBIE ITpaBUIIa

XpaHCHUA OCII.

52.
53.
54.
55.
56.
57.
58.
59.
60.
61.
62.
63.
64.
65.

OdopmiieHre JOKYMEHTOB H JIe]l K YHUYTOKEHHIO.

ITopsimox opranu3anuy ¥ NpoBEIEHHUS SKCIIEPTU3bI LIEHHOCTH JIOKYMEHTOB.

OCHOBHBIE IOKYMEHTBI, PEr'yJIUPYIOLIHE TPYAOBbIC IPABOOTHOIICHUS B OpraHU3alHH.
ApXUBHOE XpaHEHUE TOKYMEHTOB.

JIOKyMEHTBI, HEOOXOIMMBIE TIPU HAMIPABICHUH HA CTAXKUPOBKY H 110 €€ OKOHYAHHUIO.
[ToaroToBka JOKYMEHTOB K IOCIIEAYIONIEMY XPaHEHHIO U UCTIOIb30BaHUIO.
Homenknarypa e B KaapoBoii ciryxoe.

TpeGoBaHMsI K COCTABICHUIO 3ar0JI0OBKOB /€.

[TonATHE TOKYMEHTOO0OPOTA, €0 KOJINYECTBEHHBIC U KAYeCTBEHHBIE XapaKTEPUCTUKH.
OpraHu3anoHHbIE JOKYMEHTHI B KaJJpOBOH CITy:K0€ MpeaIpusTHsL.

TexHonoruu 00pabOTKK MOCTYMAIOUINX JTOKYMEHTOB.

JlokymMeHTHpOBaHHE coOeCceIOBaHUs O TIPHEME Ha padoTy.

OdopmiieHre TOKYMEHTOB U JIe]1 Ha JUINTENIEHOE U MIOCTOSIHHOE XPAHEHHUE.
OdopmiieHre cTpyKTypsl U IITATHON uncieHHocTH. CozepikaHue U MopsaoK ohopMIICHUS

IITaTHOI'O paCIliuCaHus.

66.
67.
68.

Anp00M (hopM TOKyMEHTOB.
[Topsimok perucTpay 1 XpaHEeH!sI TPUKA30B.
JIOKyMEHTBI IO JINYHOMY COCTaBY YHHU(HIHMPOBAHHOW CHCTEMBI OpraHU3allMOHHO-PACIIOps-

nutenbHOU nokymenTtanuu (YCOPJ).

69.
70.

3HayeHue KaZApoBOIro ACIIOMPONU3BOACTBA B YIIPABJICHUHN MICPCOHAIOM OpraHu3alnuu.
JIoKyMeHTBI YHU(DHUIIMPOBAHHOW CUCTEMBI IEPBUYHON yueTHOU qokymeHTaruu (YCITY [I).
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71. OOuue mosoxxeHust 0 HOMeHKIaType. @opMHUpOBaHUE JIEII.

72. 3HaYeHHE TOKYMEHTAIIMOHHOTO 00eCIIeUeHUs YIIPABICHHS TIEPCOHATIOM OPTaHU3aIluH.

73. XapakTepuCTUKa OCHOBHBIX JOKYMEHTOB, PEIVIAMEHTUPYIOLUX YIPaBIEHUE NIEPCOHATIOM U
JEeSITEIbHOCTh KaJAPOBBIX CITYKO.
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