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1 Ilesin ocBOEHMSI AMCUMILTUHBI (MOIYJISA)

Yrny6neHue TEOpeTHYECKUX 3HAHWK B 00JACTH JOKYMEHTAIMOHHOTO OOeCredYeHUs
KaJ[pOBBIX CIYK0 M KaapoBOrO YyueTa, pa3BUTHE HABBIKOB pabOThl C JOKYMEHTaMH,
HCIOJIb3YEMBIMU B YIIPABIICHUU [IEPCOHATIOM OpPraHu3alui U NpeIpUsTu,

MOJTyYeHUE MPAKTUICCKUX HABBIKOB 110 CO3JIAHUIO U 00Pa0OTKE ITHX TOKYMEHTOB.

2 MecTo AUCHUNJIMHBI (MOYJIsI) B CTPYKTYpe 00pa3oBaTe/ibHOI MPOrpaMmbl

Jucnuninaa  JlokyMeHTalMoHHOe —oOeclieueHne KaJpoBOWH pabOThl BXOJUT B
00s13aTeNbHYIO 4aCTh yu4eOHOT0 TUIaHa 00pa30BaTENbHON IPOTPAMMBI.

Jns  u3ydeHWs ~ JUCHUIUIMHBI ~ HEoOXoAuWMbl  3HaHMSA  (YMEHHUS,  BIAJCHHA),
chopMUPOBaHHBIE B PE3YJIbTATE U3YyUCHHS TUCLIUILTHH/ IPAKTUK:

3HaHMe HOPMATUBHO-TIPABOBOM 0a3bl B 001aCTH KaIpOBOTO JAEIONPOU3BOACTBA

3HaHus (YMEHHs, BJIAJICHUSI), OJyYCHHBIC NIPU M3YYCHUH TAHHOW IMCIMILIMHBI OyayT
HEOOXOAMMBI JUTS U3Y4EHHS TUCIUIUINH/TIPAKTUK:

HR-ananutuka

Cucrema ynpasiieHusl IEPCOHATIOM OpraHU3alUuH

VYrpaBineHYeCKHUi aHATN3 U y4YeT IepcoHaa

HudopmaninoHHbIe TEXHOJIOTMU W MPOrPAMMHBIC CPE/ICTBA YIPABJICHUS IMEPCOHAIOM
OpraHH3aLuH

TexHoIOrMH aTTeCTalMyU U OLIEHKH TIEPCOHANA

TpynoBoe 3aKOHOIaTEIBCTBO

3 KoMmnerenuuun odyyarouierocsi, popMupyemMbie B pe3yJbTaTe 0CBOCHUS

AUCHHILIMHBI (MOAYJISA) U IVIAHUPYeMbIe pPe3yJibTaThbl 00y4eHUs

B pesynprare ocBoeHHs AMCUUIUIMHBI (MOAyisl) «JloKymMeHTalMoOHHOe oOecreyeHue
KaJIpOBOH pabOThDy 00YYAFOIIUNACS TOJDKEH 00J1a1aTh CIICYOIUMU KOMITCTCHITUSIMHU:

KOI{ HHIUKATOpa I/IHIII/IKaTOp JOCTHXXCHHUA KOMIICTCHIIN

OIIK-5 Cnoco0eH ucnoabp30BaTh COBPEMEHHbIE HH(POPMAITMOHHBIE TEXHOJIOTUU U TPOrPaMMHBIE
CPEICTBA IIPU pellIeHUH MPO(heCcCHOHATBHBIX 3a/1a4.

OIIK-5.1 3HaeT M BBHIOMpPAET COBPEMEHHbIE HH(POPMALMOHHBIE TEXHOJIOTUH H
NpOTpaMMHBIE  CPEJICTBA, NPUMEHseMble s pelmeHus  3aaad
npodeccuoHaTbHON NesITeIbHOCTH

OIIK-5.2 [TpumensieT coBpeMeHHbIEe HH(POPMAITMOHHBIE TEXHOJIOTHH U ITPOrpaMMHBbIE
CPEACTBA JUIsl pELIeHUs NTPO(EeCCHOHAIBHBIX 331a4
OIIK-5.3 Hcnonb3yeT COBpEMEHHBIE CPEICTBA AIEKTPOHHBIX KOMMYHMKALAN IS

PCIICHUA 3aJa4 HpOd)eCCHOHaHLHOﬁ JACATCIIbHOCTHU

[TIK-2 CriocoOeH OCyIIeCTBIISITh ONEPATUBHOE M CTPATETUYECKOE YIPABICHUE YEIIOBEUECKUMHU
pecypcaMy OpraHu3aruu

[K-2.1 PaspabarbiBaeT TUIaHBI, TEXHOJOTHHM, WHCTPYMEHTBI W  MPOLEAYPHI
YIpaBJICHUS YEJIOBEYECKUMH pecypcaMu B oOyiactu (opmMupoBaHus |
MCIIOJIb30BaHUA NepcoHana (peKpyTUHTa, YIPABICHUs adanTalueil, OleHKU
Y aTTeCTaIlMH NIEPCOHAJIA, YIIPaBJICHUS TPYA0BOM MOTHUBAITUEH U TIP. )

[1K-2.2 Pa3pabarbiBaeT miaHbl U TEXHOJIOTHH Pa3BUTHS MEPCOHANA U pealn3yeT UxX
B paMKaxX CTpPaTETMYECKOTO YIPABIEHUS YEIOBEYECKUMH pecypcamMu
OpraHu3alu

[1K-2.3 Opranuszyer  aJIMUHUCTPUPOBAHME  MPOLIECCOB  OMNEPALMOHHOTO U

CTPATETUYECKOTO YIPABIICHHS YEIIOBECUCCKUMH PECypcaMy OpraHU3aluu U
paboTe CTPYKTYPHOIr'O MOAPA3AETECHUS




4. CTpyKTypa, 00bEM U COep KaHNe TUCUMTLTHHBI (MOIYJIs1)
OO01mast Tpy10eMKOCTh AUCIUTIINHBI COCTABIISIET 4 3a4eTHBIX enquHuI] 144 akaj. 4acoB, B TOM YHCIIE:
— KOHTakTHas padorta — 39,2 akaj. 4acoB:

— ayautopHas — 36 akaJ. 4acosB;

— BHEAyIUTOpHAs — 3,2 aKaJl. 4acoB;

— caMocTosTeNnbHas pabora — 69,1 akan. yacos;
— B (hopMe MpaKkTUYECKOM o AroToBku — 0 akaj. Jyac;
— IMOATOTOBKA K 3K3aMeHy — 35,7 akaj. yac

d)opMa aTTCCTalllM - OK3aMCH

Paznen/ Tema

AynutopHas
KOHTaKTHas paboTa
(B akaz. gacax)

JUCHOUITIIIMHBI

Cemectp

Jlek.

11a0.
3aH.

IIPAKT.
3aH.

CaMocrosTenpHas

paboTa cTyaeHTa

Bun
CaMOCTOSITSIILHOM
paboThI

dopma TeKy1ero
KOHTPOJIS
YCIIEBaEMOCTH U
MPOMEKYTOUHOU
aTTecTalun

Kon
KOMITETEHIUU

1. Pazgen 1. OcCHOBHbBIE BOIIPOCHI
JIOKyMEHTAIIMOHHOTO 00eCcTeeH s
YIIPaBICHHS IEPCOHATIOM

1.1  HopmaTuBHO-IpaBOBOE
obecrnieyeHue KaZpOBOTO
JIeIONPON3BOICTBA ul 1
OCHOBHEBIE HAarpaBJIeHHs
paboThI KaipOBOW CITyKOBI.

- MMOATOTOBKA
JIOKJIaaa
(cooOmienHus),
BBIIIOJHEHHE
pedepara (acce,
HHBIX IIMCHMEHHBIX
pabor);

- pelieHHe
MPaKTUIECKUX
3aJIaHNM, TECTOB,
OTBETHI HA
KOHTPOJIbHBIC
BOIIPOCHI U T.IL.;

- mpopaboTKa
KOHCIICKTOB
JIEKITUH,
00s13aTebHON U
JIOTIOJHUTEIbHOM
JuTepaTypsl (¢
COCTaBICHHEM
KOHCIIEKTa MJIN
6e3);

- MMOATOTOBKA
npe3eHTanuu B MS
PowerPoint

BXOJITHOM KOHTPOJIb

MK-2.1,
IK-2.3




1.2 Cucrema ynpaBlicHHS
MIEPCOHANIOM  OpraHM3allHu.
JloxymeHTupOoBaHNE
YIPaBIEHYECKON
JeATeTbHOCTH

MMOATOTOBKA
JTOKITaa
(cooOieHus),
BBITIOJTHCHHE
pedepara (3cce,
WHBIX TTUCHMEHHBIX
pabor);

- perieHue
MPAaKTUIECKUX
3aJ]JaHUM, TECTOB,
OTBETHI Ha
KOHTPOJIbHBIC
BOTIPOCHI U T.IL.;

- mpopaboTKa
KOHCIICKTOB
JICKIIUH,
00s13aTeabHON U
JIOTIOJTHUTEIIbHOM
JIUTEpaTypsI (¢
COCTaBIICHHEM
KOHCIIEKTa HIIN
0e3);

- IOATOTOBKA
npe3eHTanuu B MS

PowerPoint

TEKYIUH KOHTPOJIb

3HAHMH

IK-2.1,
IK-2.3

1.3 CocraB u BHUIBI KaJPOBBIX
JIOKyMEHTOB

MOJITOTOBKA
JTOKJ1a1a
(coobmenns),
BBITIOJTHCHUE
pedepara (3cce,
HHBIX THCHMEHHBIX
pabor);

- pelieHne
MPAKTUIECKUX
3a/IaHH, TECTOB,
OTBETHI Ha
KOHTpOHbeIC
BOTIPOCHI  T.I1.;
- mpopaboTKa
KOHCITEKTOB
JICKLIMH,
o0s3aTenTbHON U
JIOTIOJIHUTEIHHOMN
TUTEepaTypHI (C
COCTaBIICHHEM
KOHCIICKTa WJTH
6e3);

- MMOATOTOBKA
npeseHTanuu B MS

PowerPoint

TEKyILUH OHTPOJIb
3HAHHUU

[K-2.1,
IK-2.3

HWroro no pazneny

18

2. Pazmen 2. JIoKyMEHTHpOBaHHE

paboThI ¢ MEPCOHATIOM




2.1 CocraB u odopmieHue
JIOKYMEHTOB pu
MOCTYIUIEHUH Ha paboTy

MMOATOTOBKA
JTOKITaa
(cooOieHus),
BBITIOJTHCHHE
pedepara (3cce,
WHBIX TTHCHMEHHBIX
pabor);

- perieHue
MPAaKTUIECKUX
3aJ]JaHUM, TECTOB,
OTBETHI Ha
KOHTPOJIbHBIC
BOTIPOCHI U T.IL.;

- mpopaboTKa
KOHCIICKTOB
JICKIIUH,
00s13aTeabHON U
JIOTIOJTHUTEIIbHOM
JIUTEpaTypsI (¢
COCTaBIICHHEM
KOHCIIEKTa HIIN
0e3);

- IOATOTOBKA
npe3eHTanuu B MS
PowerPoint

TEKYIIHA KOHTPOJIb
3HAHMH

IK-2.1,
IK-2.3

2.2 JlokyMeHTHpOBaHHE
JBIDKCHUS TMIHOTO COCTaBa

MOJITOTOBKA
JTOKJ1a1a
(coobmenns),
BBITIOJTHCHUE
pedepara (3cce,
HHBIX THCHMEHHBIX
pabor);

- pelieHne
MPAKTUIECKUX
3a/IaHH, TECTOB,
OTBETHI Ha
KOHTpOHbeIC
BOTIPOCHI  T.I1.;
- mpopaboTKa
KOHCITEKTOB
JICKLIMH,
o0s3aTenTbHON U
JIOTIOJIHUTEIHHOMN
TUTEepaTypHI (C
COCTaBIICHHEM
KOHCIICKTa WJTH
6e3);

- MMOATOTOBKA
npeseHTanuu B MS
PowerPoint

TEKyIUH KOHTPOIIb
3HAHHUU

[K-2.1,
IK-2.3




2.3 JlokyMeHTHpOBaHHE
OLICHKH JESTEINbHOCTH
nepcoHana

MMOATOTOBKA
JTOKITaa
(cooOieHus),
BBITIOJTHCHHE
pedepara (3cce,
WHBIX TTHCHMEHHBIX
pabor);

- perieHue
MPAaKTUIECKUX
3aJ]JaHUM, TECTOB,
OTBETHI Ha
KOHTPOJIbHBIC
BOTIPOCHI U T.IL.;

- mpopaboTKa
KOHCIICKTOB
JICKIIUH,
00s13aTeabHON U
JIOTIOJTHUTEIIbHOM
JIUTEpaTypsI (¢
COCTaBIICHHEM
KOHCIIEKTa HIIN
0e3);

- IOATOTOBKA
npe3eHTanuu B MS
PowerPoint

TEKYIIHA KOHTPOJIb
3HAHMH

IK-2.1,
IK-2.3

2.4 Tlopsimok  TMOJATOTOBKH
MPUKA30B o JIUYHOMY
COCTaBy u COCTaBJIEHUE
JIMYHBIX

KapTOueK

10

MOJITOTOBKA
JTOKJ1a1a
(coobmenns),
BBITIOJTHCHUE
pedepara (3cce,
HHBIX THCHMEHHBIX
pabor);

- pelieHne
MPAKTUIECKUX
3a/IaHH, TECTOB,
OTBETHI Ha
KOHTpOHbeIC
BOTIPOCHI  T.I1.;

- mpopaboTKa
KOHCITEKTOB
JICKLIMH,
o0s3aTenTbHON U
JIOTIOJIHUTEIHHOMN
TUTEepaTypHI (C
COCTaBIICHHEM
KOHCIICKTa WJTH
6e3);

- MMOATOTOBKA
npeseHTanuu B MS

PowerPoint

TEKyIUH KOHTPOIIb
3HAHHUU

[K-2.1,
IK-2.3

HWroro no pazneny

11

28

3. Paszmen 3.
KaJpOBOTO JOKYMEHTO000pOTa

Opranuzanus




3.1 Opranu3zarms
JIOKyMEHT0000pOoTa u
COCTaBJICHME HOMEHKIIATYPbI
JIeTI CITY>KOBI KaJpOB

MMOATOTOBKA
JTOKITaa
(cooOieHus),
BBITIOJTHCHHE
pedepara (3cce,
WHBIX TTHCHMEHHBIX
pabor);

- perieHue
MPAaKTUIECKUX
3aJ]JaHUM, TECTOB,
OTBETHI Ha
KOHTPOJIbHBIC
BOTIPOCHI U T.IL.;

- mpopaboTKa
KOHCIICKTOB
JICKIIUH,
00s13aTeabHON U
JIOTIOJTHUTEIIbHOM
JIUTEpaTypsI (¢
COCTaBIICHHEM
KOHCIIEKTa HIIN
0e3);

- IOATOTOBKA
npe3eHTanuu B MS
PowerPoint

TEKYIIH KOHTPOJIb
3HAHMH

IK-2.1,
IK-2.3

3.2 TloaroToBka Jen CiryKObI
KaJpoB K ApXUBHOMY
XpaHEHHI0, TOPSIIOK
XpaHeHUs el U mepenadu B
TOCYIapCTBEHHBIN apXUB

MOJITOTOBKA
JTOKJ1a1a
(coobmenns),
BBITIOJTHCHUE
pedepara (3cce,
HHBIX THCHMEHHBIX
pabor);

- pelieHne
MPAKTUIECKUX
3a/IaHH, TECTOB,
OTBETHI Ha
KOHTpOHbeIC
BOTIPOCHI  T.I1.;

- mpopaboTKa
KOHCITEKTOB
JICKLIMH,
o0s3aTenTbHON U
JIOTIOJIHUTEIHHOMN
TUTEepaTypHI (C
COCTaBIICHHEM
KOHCIICKTa WJTH
6e3);

- MMOATOTOBKA
npeseHTanuu B MS

PowerPoint

TEKyIUH KOHTPOIIb
3HAHHUU

[K-2.1,
IK-2.3




3.3
KOHTPOJIb

lNocynapcTBeHHBIH

JOKYMCHTAIITMOHHOI'O

obecrieueHus

yIpaBlIeHHS

TPYIOBOU JESITENFHOCTHIO

9,1

MMOATOTOBKA
JTOKITaa
(cooOieHus),
BBITIOJTHCHHE
pedepara (3cce,
WHBIX TTHCHMEHHBIX
pabor);

- perieHue
MPAaKTUIECKUX
3aJ]JaHUM, TECTOB,
OTBETHI Ha
KOHTPOJIbHBIC
BOTIPOCHI U T.IL.;

- mpopaboTKa
KOHCIICKTOB
JICKIIUH,
00s13aTeabHON U
JIOTIOJTHUTEIIbHOM
JIUTEpaTypsI (¢
COCTaBIICHHEM
KOHCIIEKTa HIIN
0e3);

- IOATOTOBKA
npe3eHTanuu B MS
PowerPoint

OIIK-5.1,

OIIK-5.2,

OIIK-5.3,
MK-2.1,
IK-2.2,
IK-2.3

Hroro no pazneny

23,1

Uroro 3a cemectp

18

18

69,1

OK3aMCH

Hroro no JUCIHUITIIINHE

18

18

69,1

OK3aMCH




5 O6pa3oBaTe/ibHbIE TEXHOJIOTHH

Ha ceromusiiHuii IeHb CTaIl OYEBHUIHBI IIPEHUMYIIIECTBA UCIIOIb30BaHUS KOMITBIOTEpA Ha
TMEKIUOHHBIX M TPAKTHUYECKUX Yy4eOHBIX 3aHATUsAX. OOBsSCHEHHWE HOBOrO Marepuaia ¢
UCIIOJIb30BAHUEM MPE3CHTAINH, BBIMOJHEHHBIX ¢ TIOMOIIIbI0 porpamm Microsoft Power Point u
Microsoft Front Page, BbI3bIBaeT MHTEpPEC y CTYACHTOB, CIIOCOOCTBYET JIydIlIeMYy YCBOCHHUIO
Matepuaia. Vcroib30BaHHEe KOMITBIOTEpa Ha yUEOHBIX 3aHATHUSAX IO3BOJISET MPENoJIaBaTeIIo
HSKOHOMHTH BpEMs, OINpPAIIMBATH YYAIIMXCS HAa KaKJOM 3aHATHH, BECTHU CTATUCTHKY OMIpOCa,
BBISIBISITH 3amajialoniue TeMbl. Takke OJHHM U3 3(PPEKTHBHBIX CPEACTB WH(POPMAIMOHHBIX
TEXHOJIOTUH SIBISIETCS 3JIEKTPOHHBIA y4ueOHHMK. Mcxons u3 aroro, Oomee 20% Bcex 3aHATHIA
MIPOBOJISATCS C TPUMEHEHUEM WH(OPMAIIMOHHBIX TEXHOJIOTHH.

st obecrieuenust HanOombIIel 3hPeKTHBHOCTH 00pa30BaTEIBHOTO IMpoliecca B Kypce
JaHHOW y4eOHOM JHMCUWIUIMHBI ~UCIIOJNB3YIOTCS B Tpolecce OOydYeHHUs IepeoBbhie
00pa3oBaTeNbHbIC TEXHOJIOTUHU:

1) TpagunMOHHBIE 00pa30BaTEIbHbIC TEXHOJIOTHU (MHPOPMAIIMOHHAS  JICKIIHS,
[IpaKTUYECKUE (CEMUHAPCKUE) 3aHSTHS);

2) TEXHOJIOTHS MPobIeMHOro 00yueHus (pobieMHas JIeKIKs, TPAKTUYECKHE 3aHATHS B
(bopme npaKkTUKyMa, Keic-MeTo1a);

3) UrpoBbIe TEXHOJIOTUH (POJIEBBIC H ICIOBBIC UTPHI);

4) TEXHOJIOTHUH ITPOSKTHOI0 00yUeHUS (TBOPUCCKHUIT IPOCKT);

5) HHTEepPaKTUBHBIC TEXHOJIOTHH (CEMUHAP-TUCKYCCHs);

6) UH(POPMAIMOHHO-KOMMYHHUKAIIMOHHBIE o0pa3oBaTeNbHbIC TEXHOJIOTUH
(JeKIus-BU3yaTH3alus, IPAKTHYCSCKHE 3aHATHS B (POpME IPE3CHTALIMH)

JleKIIMOHHBIE 3aHATHS HApPSALY C COOOIICHHEM y4eOHOW MH(POPMALUU MPEAIoNaraloT u
pe-lLIeHUE CIEeAYIOMUX JAUIAKTHUSCKUX 3a/1a4: 3aWHTEPECOBaTh CTYJCHTOB M3y4aeMOW TEMOW,
pa3pyIInTh HEBEPHBIE CTEPEOTHIIBI, YOS IUTh B HEOOXOAMMOCTH IITyOOKOTO OCBOCHHS MaTepHasa,
noOyIUTh K CaMOCTOSITEIbHOMY TIOMCKY M aKTUBHOW MBICIUTEIBHON JEATEIbHOCTH, TIOMOYb
COBEPIIUTH MEPEX0/ OT TEOPETUUYECKOTO YPOBHS COLUATBHO-YKOHOMUYECKOTO TUIAHUPOBAHHS B
MYHHUIIUTIATBHBIX 00pa30BaHMIX K IPUKIIAJIHBIM 3HAHUSM B JAHHOM 00JIACTH.

[IpoBeneHue TrpynmoBbIX (CEMHUHAPCKUX W NPAKTUYECKHUX) 3aHATHH Ipenrnoyaraet
pelieHre pasHOOOpa3HbIX JUAAKTUYECKMX 33/ad: 3aKpeljieHHe MOJYYEHHBIX 3HaHWM,
dbopmMHpoBaHE YMEHHS NMPUMEHATh UX Ha MPAKTUKE, COBEPIICHCTBOBAHHE YMEHUS paboTaTh C
uHpopmalnvel, aHaTU3UpoBaTh, 0000IIaTh, NPUHUMATh U OOOCHOBBIBATH  pEIIEHUS,
apryMEHTHPOBAaHO 3allWIIAaTh COOCTBEHHBIC B3TJISABI B IMCKYCCHH, B3aMMOJICHCTBOBATH C
JIPYTUMHU YJIEHAMH TPYTIBI B IPOIECCE pa3pelieHust KOH(IMKTHBIX CUTYalIUH.

6 YuedHO-MeTOIHUYECKOE 00ecTiedeHre CAMOCTOSITETbHOIT padoThI 00yYaromuxcst
[pencraBneHo B mpuiioxeHnH 1.

7 OneHoYHbIe cpecTBA VIS IPOBeAeHUsI MPOMEKYTOYHOM aTTecTAlUH
[IpencraBieHbl B IPHIIOKEHUH 2.

8 YueOHo-MeTOqHYECKOE H HH(OPMALIMOHHOE 00ecTieYeHre THCITUTITHHBI (MOTYJIs1)

a) OcHoBHas auTEpaTypa:

1. Abymamze, J.I. JlokymeHTannoHHOE oOOecCleYeHne YIPaABICHUS MEPCOHATIOM:
yueOHUK U npakTukym st By3oB / [I. I'. AGynanse, . b. Bemmpsokkuna, B. M. Maciosa. — 3-¢

u3n., nepepad. u gom. — MockBa: WznatenbctBo IFOpaiir, 2023. — 374 c.— (Bsicmee
obpazoBanue). — ISBN 978-5-534-16669-9. — Tekct: asnexrponssiii // OOpa3zoBarenbHas
mwiargpopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/531461 (mara oOparieHus:
31.05.2023).

2. Kysnuenos, 1. H. JlokyMeHTaIoHHOE 00eCIIeueHre ypaBieHus. JJokyMeHTo000pOT
Y JICNIOTIPOU3BOICTBO: YUEOHUK U TIPAKTUKYM JIJIsl BY30B /



N. H. Ky3nenoB. — 4-¢ u3x., nepepad. u momn. — MockBa: U3parensctBo Opaiir, 2023. —
545 ¢c. — (Bwicuiee obOpazoBanue). — ISBN 978-5-534-16003-1. — Tekct: a3nexkrpoHHbiii //
OoOpasoBarenbhas miatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/523612 (nara
obpamienus: 31.05.2023).

3. Hoponuna, JI. A. OpraHuzanusi ¥ TEXHOJOTHS JTOKYMEHTAIIMOHHOTO OOECTICueHUs
yIpaBJIeHus. y4eOHUK U pakTUKyM 17151 By30B / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ U3,

nepepab. u gon.— MockBa: MznarensctBo HOpaiir, 2023. — 270c.— (Beicmee
obpazoBanme). — ISBN 978-5-534-16016-1. — Tekcr: snekrpounsiii // OOpa3oBaresibHas
mwiargpopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/530251 (mara oOpamicHus:
31.05.2023).

0) JlonmotHuTe/IbHASI TUTEpaTypa:

1. ITaBnosckas, O. FO. TIpaBoBoe obecrieueHNE KaJPOBOTO JEIONMPONU3BOACTBA: YIeOHOE
nocobue mas By3oB / O. YO. ITaBnoBckas. — Mocksa: U3narenscrBo HOpaiit, 2023. — 213 ¢. —
(Beiciiee  obpasoBanme). —  ISBN 978-5-534-11565-9. —  Tekct:  anekTponHbiid [/
OopasoBarenbHas miatdopma IOpaiit [caiir]. — URL: https://urait.ru/bcode/518436 (mara
obpamienus: 31.05.2023).

B) MeToan4eckne yKazaHus:

r) [Iporpammuoe ob6ecnneuenue u UHTepHET-pecypehbI:

IIporpamMHoe oGecnieyeHue

Haumenosanwue 110 No noroBopa CpoK eCTBUS JTUIEH3UU
MS Office 2007 |y 135 1 17.09.2007 GecepouHo
Professional

7Zip cB00OOHO pacrpocTpansemoe [10 OCCCPOUHO

IIpodeccnonanbHble 0a3bl JAHHBIX M HH(OPMAIIMOHHBIE CIIPABOYHBIEC CHCTEMbI
Haspanwue kypca Ccblika

9 MaTepHaJIbHO-TEXHHYECKOE o0ecneyeHne TMCIUTILITHHBI (MOLYJIs1)

MartepuanbHO-TeXHUUECKOE 00eCIIedeHNEe TUCHUIIINHBI BKIIOYAET:

1. VuebHble ayaAuTOpHUH AJI TPOBEACHUS 3aHATHI JEKIIMOHHOTO TUIIA: MyJIbTUMEANIHbBIE
CpEICTBa XpaHEHUs, [lepeladn U NpeAcTaBIeHus nH(opMauu

2. Y4eOHBbIE ayAUTOPUU JUIS TPOBENEHUS MPAKTHUECKUX 3aHATUH, TPYIIOBBIX U
WH/IMBUYATbHBIX KOHCYJIbTAllMH, TEKYIIETO0 KOHTPOJS M TPOMEXKYTOYHOH aTTeCTaINH:
MyJIbTUMEIUIHBIE CPEe/ICTBA XPAaHEHHUs, Mepeladd M MpeCTaBleHUs MH()OpMAIMH;, KOMILIEKC
TECTOBBIX 33aJJaHHI JIJIs IPOBEICHHSI IPOMEKYTOUHBIX U PYOSIKHBIX KOHTPOJICH.

3. IlomemeHust A CaMOCTOATENBHOM pPabOTHL: OOyYaromUXcs: IepCOHAbHBIE
kommbioTepsl ¢ maketom MS Office, Beixomom B WMHTEpHET M C JOCTYNIOM B 3JICKTPOHHYIO
nH(pOPMaAITMOHHO-00Pa30BATENHHYIO CPEly YHUBEPCHUTETA,

4. TlomemeHnus Ui XpaHEHUS U NPOPUIAKTHUECKOTO OOCTYyKUBAaHUS Y4eOHOTO
o0opynoBaHus: mKapbl Ui XpaHEHUS Y4eOHO-METOAMYECKON JOKyMEHTallUH, Y4eOHOro
000DVIOBaHUS B VUEeOHO-HATIISITHBIX TOCOOUI



Ipuioxkenne 1

[To maHHOM AMCIMITIMHE MO Y4eOHOMY IUIaHY HpEXyCMOTpEHa ayJUTOpHas M BHeayIUTOPHAs
caMmocTosiTeNbHast paboTa 00yJYaromIMUXCsL.

AynuropHas caMoCTOsTeNIbHAsE paboTa CTYJEHTOB IPEAIojaraeT KOHTPOJIbHOE TECTHPOBAHHE,
pelieHre KOHTPOJIBHBIX 33]a4 Ha MPAKTHYECKUX 3aHATHSIX.

Ilpakmuueckasa paboma «Ogopmnenue 00Kymenmos npu npueme Ha padoomy»

JlenoBast urpa (cuTyauus) HPOBOAUTCS C LEJNbIO 3aKPEIJIEHUS] TEOPETUYECKUX 3HAHUUN
CTYJEHTOB TI0 paccMaTpUBaeMoi poOsemMe pa3BUTUSL HABBIKOB KOMAaHIHOM PabOThI, MEXINYHOCTHOM
KOMMYHUKAIIH, TPUHATHS PEIICHUHN, JINACPCKUX Ka4eCTB.

Henb nenoBoit urpel. [IpoBepuTh U OLIEHUTH YPOBEHb TEOPETUUYECKOM MOATOTOBKH CTYJIEHTOB,
3aKpeNHUTh MPAKTHUYECKHE HABBIKM B 00JACTH KaJpOBOTO JIEJOMPOM3BOJACTBA JICATEILHOCTH
OpraHu3aluii, npeanpusaTHii, Gupm pasHbix GopM cOOCTBEHHOCTH U BHa AesTenbHOCTH. [IoHATH poiib
JOKYMEHTOB M MX 3HAu€HHE, KaK IpPaBOil OCHOBBI JEATEIBHOCTH CaMOW OpraHM3alMM, TaK U
COTPYJIHUKOB, M KaK 0a3bl CO3JaHMsI PAllMOHATILHOTO JOKYMEHTAMOHHOTO 00ECIICUeHHSI.

HenoBas cutyauus: opopmienue Ha padoty. Llens: hopMupoBaHre yMEeHU U HABBIKOB PaOOTHI
C IOKyMEHTaMHU TPYJOBOIO IIUKJIA - IPHEM Ha padoTy.

JlenoBast urpa npoBoguTcst B napax. OJMH yYaCTHHUK BBINOJIHSIET POJb COUCKATENs pabOThI.
Bropoii — cotpyanuka otaena kaapoB. Kaxaplit 13 y4acTHUKOB AOJKEH MOOBIBaTh U B TOW U B JPYTOit
poau.

Dransl JeI0BOIl UTPHIL.

1. Madite oOOmIyI0 XapakTepUCTHKY JCSTEIbHOCTH OpraHM3aldd, B KOTOpoil  BwI
OCYyIIECTBIsIETe/X0TeNn Obl OCYIIECTBISATh TPYAOBYIO JEATEIbHOCTh (OpraHu3aiusi Ha BbIOOD
cTynenTta). OnumuTe HarpaBJieHUst paOOThI 1 OCHOBHBIE 33/1a4l OpraHu3aIiui (BO3MOXKHO 0OpaIeHue K
caiiTam opraHu3anuii ¥ NPeANPUATUHN AT XapaKTepPUCTUKH OCHOBHBIX HaIlPaBJICHUN).

2. Bol coTpynHuk otaena KaapoB. Bam HeoOXomuMO TpoBeCTH OTOOp MPETEHIICHTOB Ha
BaKaHTHYIO JOJDKHOCTh. OMUIINTE 3Tanbl 0TOOPA U MPEUMYIIECTBEHHBIX XapaKTEPUCTUKH YUaCTHUKOB
oTOOpa B COOTBETCTBUU C TpeOoBaHusMH opranuzanuu. Couckarenb. OPoOpMHUTH OT CBOETO JHUIIA
3asBJICHHUE O IIpUEME Ha paboTy, pe3roMe.

3. Corpynuuk otaena kaapoB. OGopMUTE TPYIOBOW TOTOBOP (C MOJAPOOHBIM OIMHUCAHUEM BCEX
CYIIECTBEHHBIX YCIOBUH JOroBOpa), MpUKa3 o0 MpreMe Ha padoTy.

4. ChopmynupyiiTe BBIBOBI IO IPOBEACHHON UTPE OT JIMIIA COTPYIHUKA OT/Ie]a KaJpoB U
couckaTens paboThl

IIpakTuyeckas padora «Hopmamuenan pecnamenmayus 00KyMeHmuposanus Kaopoeoii

OOKyMeHnmayuu

3anonnume maoauuy
Ne | HammeHoBaHue Cdepa perynmpoBanus
/1 | HOPMAaTUBHOTO

JIOKYMEHTa
1.
2.
3n
T.J.

Pewenue keiicos
Keiic — 3agaua Nel
[ToaroroButs mpukaz OO0 «Kapbepa» o pa3paboTKe MOJOKEHHs O HOBOM CTPYKTYPHOM
nonapazaenennn «Otnen oueHKW U oOydeHus». YKaKuTe IeNb MpHuKaza. B mpukasze mpeamnucaHo
JUPEKTOPY IO TEPCOHATY pPa3pabdoTaTh MPOEKTHI MOJIOKCHUS, HAdaIbHUKAM OTJelNa MapKETHHTA,
IOPUJIMYECKOTO OTHeNa, OyXraaTepuu MPOBECTH Bu3MpoBaHue a0 15.12.2016; Ha yTBepKaeHUE



MOJIOYKEHUE MPeICTaBISIOTCS B Cpok 710 20.12.2016. KoHTpommpoBaTh BEITOTHEHHUE MTPUKa3a OyAeT 3aM.
TeHepaJIbHOTO AUPeKTOpa o odmuM Bornpocam Muxees HO.I1.

Odopmute mpukaz B coorBercTBuUM ¢ TpeboBanusmu ['OCT P 6.30-2003 co Bcemu
HeoOxoauMbiMu pekBu3uTamMu. OdopmuTte BRIMUCKY U3 Tipuka3a. OGopMuUTe NEPBHIi JIUCT MOI0KEHUS
0 CTPYKTYPHOM Tojipa3aencHuu « OTAe OLeHKH U 00y4YeHUs».

Keiic-3apaua Ne2 «CocraBiieHne KaJpoBoii JOKYMeHTAIUN»
Cutyanus: Bpl paboTaeTte B KOMIIaHUU B OT/ENE KaJpoB. BaM HE0OXOIMMO MOATOTOBUTH MPOCKTHI
KaJpOBBIX TOKYMEHTOB

1. Ha ocHOBaHMU 3aKIIOYEHHOTO TPYJOBOTO JIOTOBOpa O MpueMe Bac Ha JODKHOCTh MEHeKepa
no paboTe C TMepcoHaIOM B TypHucTHUecKylo ¢upmy «boH-Bosbk» odopmute mpukas mo
JMYHOMY COCTaBy O pueme Ha paboTy (o yHuuuupoBanuoii popme T-1).

2. CocraBbTe M OQOpPMHUTE 3asBICHHE O MEPEBOAE Ha APYrylo paboTy, B KOTOPOM YKa)KHTE
CTPYKTYpHOE TMO/pa3AeieHnue, JO0JDKHOCTb, MPH HEOOXOAMMOCTH — OCOOCHHOCTH B pabote
(HenonHBIN pabounii eHb, moyacoBas oruiata). Ha ocHoBaHMY 3asBI€HUS COCTaBbTE MIPUKA3 IO
yaupuupoBannoit popme T Ne 5.

Hnousuoyanvnoit 3a0anue Nel «Ayoum Kaopoeoii 00OKymeHmayuu KOHKPEmHoUl 0P2aHu3ayuu)

CTyneHT yooCTOBEpsieTCs B HAJMUUU 00s3aTENbHBIX KaJpOBBIX JOKYMEHTOB B OpraHMU3ALIUU:
IIpaBWJIa BHYTPEHHErO0 TPYIOBOI'O pacIHOpsAKa, IMOJOKEHUE O 3allUTE IEPCOHAIBHBIX JaHHBIX
pabOTHUKOB, WHCTPYKIIMU TI0 OXpaHE TPyJa, TPYIOBBIE JOTOBOPHI, IITATHOE paclucaHue, rpaduk
OTIIyCKOB, NPHKa3bl 10 OCHOBHOM JEATEIbHOCTH, NMPHUKA3bl MO JUYHOMY COCTaBy (IpHEM, MEpeBO/,
IIPEIOCTABIIEHUE OTIYCKA, YBOJIbHEHHE, HAIpaBJIEHUE B KOMAHJIUPOBKY, MOOLIpEHHE pabOTHHKA),
nuuHas kaptouka Ne T-2, tabenb yuera pabodyero BpeMeHH, KypHaJ yueTa IPOX0KICHHUsSI MHCTPYKTaxa
10 OXpaHe TPyAa, )KypPHAI ydeTa MEPONIPUATHI 10 KOHTPOJIIO, TOJKHOCTHBIE HHCTPYKLIHH.

CocraBisieTcst OTUET 110 pe3yJIbTaTaM ayIUpOBaHMsI KapOBOW JOKYMEHTALUH.

KpaTtkue meToguueckue yKka3aHus
MaxkcuManbHO 3a MHAMBHIyalbHOE 3anaHue Nel MoxHO nomyuuTh 35 OamnoB. Beimonnsercs
UHIUBUAYaIbHOE 3a7aHue Ne 1 Ha KOHKPETHOM IIpUMEpE.

HupuBuayanbHoe 3aaanue Ne2 «JIokajJbHbI HOPMATUBHBINA AKT OPraHU3alMI)

CyThb 3aaHUs COCTOMT B COCTABIIEHWH OPTaHU3AIIMOHHO-TIPABOBOTO JOKYMEHTA, OTCYTCTBUE
KOTOPOTO BBISIBJICHO B Pe3yJIbTaTe ayIuTa KaIpoBOH JOKYMEHTAIMH. B JIOKYMEHTE OyJeT OTpaKeHBI
TpeOoBaHUsI U TpaBHia OAHON M3 (PYHKUIMU YIpaBleHUs MEPCOHATIOM, MpPaBUIia TOKYMEHTHPOBAHHS
nH(OPMAIIMY B OpraHU3aIluy 110 JAaHHOMY HalpaBICHUIO (B IPUIOKEHUH 0053aTeIbHO HATHIHe (GopM
JOKYMEHTOB, HEOOXOAMMBIX Ui JOKYMEHTUPOBAHHUS HH(OpPMAIMU MO JaHHOMY HaIMpPaBIICHUIO
NEeSTETLHOCTH KaJIPOBOU CITY>KOBI).

JIOKYMEHTBI, KOTOphIe MOTYT OBITh pa3zpaboTaHbl A opranu3anuu: [lojgoxeHue o0 oruare
TpyJa U MaTepUaIbHOM CTHMYJIHpPOBaHUH, [lepeueHs MomKHOCTEH paOOTHUKOB C HEHOPMHUPOBAHHBIM
pabounm nHeM, ['paduk cmennoctH, [Tonoxenne 06 arrectanuu, [TonoxxeHrue o MpeMUPOBAHUH.

Kpatkne Metoaudeckne yka3zaHus. MakCHMalIbHO 32 BBITIOJHCHHE WHIWBHIYTLHOTO 3a/IaHUs
MOkHO monyunth 20 OamioB. BeimonHsercs wWHIMBHUAyalnbHOE 3amaHue Ne 2 B pamkax
MPAKTUKO-HHTETPUPOBAHHOTO O0yUYEHUSI.

Tect Nel
1. KakuMm 3aK0HOJaTeJbHBIM JOKYMEHTOM PeryJiupyloTcs TPy/A0Bble IPABOOTHOLIEHUS
padoronartens u padoTHUKA?
a) YroysoBHBIM KoJiekcoM PD;
0) TpynoBbIM KosiekcoM PO;
B) XKwmnuiaeiM kogexkcom PO.
2. Kakue nepcoHaJIbHbIe JaHHbIe PA0OTHMKA PYKOBOAMTE/b He HMeeT NPaBa moay4arhb?
a) CeMeliHOE TIOJIOKEHUE;
6) Mecto poxeHust pabOTHHKA;



B) /laHHBIE O MOJIMTUYECKUX, PETTUTUO3HBIX U UHBIX YOSKACHUAX U YaCTHOM JKU3HU pabOTHHKA.
3. Kakue 10KyMeHTHI He TPeOYIOTCH NPH 3aK/JII04YeHUH TPYI0BOro 10rogopa?

a) [Tacnopr;

0) TpynoBas KHMKKa;

B) COeperaresibHasi KHIKKA.

4. C xakoro Bo3pacra J0NycKaeTcs 3aKJI04YeHne TPY/10BOro Aoropopa?

a) C 13 ner;

0) C 16 ner;

B) C 18 ner.

5. K10 He siBJIsIeTCS1 CTOPOHOM TPYA0BOI0 10roBopa?

a) PaGoTHUK;

0) PaboTonarens;

B) ['ocynapctBo.

6. Kakux ycJioBHi1 B TPY10BOM J0roBOpe He cyliecTByer?

a) O0s13aTeIbHBIX;

0) JlonoJHUTEIbHBIX;

B) YacTHBIX.

7. Kakux Tpy/10BbIX 10TOBOPOB 110 CPOKY HX JeHCTBUS He CyllecTBYeT?

a) beccpounsix;

6) CpouHBIX;

B) [IpepbIBUCTHIX.

8. UTo He ABJIsIeTCS1 OCHOBAHUEM /IJIsl 3aKJII0YEHHUs] CPOYHOI0 TPYA0BOI0 10roBopa?
a) Xapakrtep npeacrosieil paboThl WIN YCIOBUS €€ BbIIIOJIHEHMS,

0) CornamieHue CTOpOH TPYIOBOTO JOTOBOpa 0e3 ydeTa XxapakTepa mpeICcTosImel poOOThI M YCIIOBUH e
BBINOJIHEHUS;

B) HeOpexxHOCTh B 0J1ek /1€ pabOTHHUKA.

9. KakoB MUHUMAJILHBII CPOK CPOYHOI0 TPYIOBOI0 10roBopa?

a) He orpannuen;

0) 1 mecs;

B) | ro.

10. KakoBa HOpMaJIbHasi IPOAOJKHTEJIBHOCTh pa0o4ero BpeMeHH! B HelAen10?

a) 30 yacos;

0) 40 gacos;

B) 50 vacos.

11. K oprann3anmoHHBIM JOKYMEHTAM OTHOCATCS (HA3BaTh HY’KHbIC BADHAHTHI):
a) aKThl;

0) ycTaBbl;

B) IITaTHOE PAcIMCaHUE;

I') JOJDKHOCTHAsI UHCTPYKIIHS,

1) OTYETHI;

€) MUchMa.

12 Kakoii 0J1aHK OpraHu3anuu NPUMeEHSIIOT JUIsA opopmiieHns TPUKA3a M0 OCHOBHOI
IeaTeJLHOCTH?

a) OJIaHK MHUCHMA;

0) 671aHK KOHKPETHOTO BHUJa IOKYMEHTA;

B) OJIaHK JOJKHOCTHOTO JIUIIA.

13. IlognuceiBaeT NpPUKAa3bI

a) PyKOBOJUTEIb CTPYKTYPHOTO MOAPA3AeTICHHUS;

0) pyKOBOJMTEb OpPraHU3aLIUY;

B) JIOJDKHOCTHOE JINIIO-COCTaBUTENIBIIPUKA3a.

14. Kakoii pekBH3HT 00513aTEJIbHO 0()OPMIISIETCSI IPH BHEIIHEM COIVIACOBAHUM JOKYMEHTAa?
a) rpud COTIACOBAHUS;

0) BU3bI COTJIACOBAHUS;

B) rpu( OrpaHUYCHHS JOCTYyNA K JOKYMEHTY.

15.13 kaKkux Tpex J0KyMEHTOIIOTOKOB COCTOMT J0KYMEHTO000POT NpeANpPUATHA?
a) HCXOSIIIETO;



0) BHYTpPEHHETO;

B) IOCTOSIHHOTO;

T') IEPEMEHHOTO;

1) CIly4aitHOTO;

€) BXOJIAIIETO.

16.110 kakoii cxeme CTPOMTCH TEKCT CIYKeOHOr0 mucbma?

a) KOHCTaTUPYIOLIasi YaCTh — PaclopsiAUTEIbHAs YacTh;

0) BBe/ICHUE — AaHATMUTUYECKAS YaCTh — 3aKIIIOYCHUE;

B) BBOJ/IHAS YaCTh — OCHOBHAs 4acCTh.

17.KTo nognuchiBaeT 3asiBjieHue?

a) pyKOBOJHTEINb OpraHU3alllH;

0) pyKOBOAMTENb CTPYKTYPHOT'O MOAPA3/ICIICHHS;

B) COCTaBUTEb.

18.Kakoii peKBU3UT HY:KHO 0()OPMHUTH, YTOOBI KOMHS JOKYMEHTA MPUOOpeIa IPUTUIYECKYIO
cuiy?

a) OTMETKA O 3aBEPEHUU KOIINU;

0) oTMeTKa 00 MCIIOJHUTEE;

B) WICHTU(DHUKATOP FICKTPOHHOU KOITUHU JOKYMEHTA.

19.Kakmue 1Ba BIAa COIJIacOBaHUSI IOKYMEHTOB CYIIeCTBYIOT?

a) BHEILHEE;

0) BCTpEUHOE;

B) BHYTPEHHEE;

T') 4aCTHOE.

20.ITpouecc oTHeceHUsI TOKYMEHTOB K ONpeaeJleHHOMY /ieJly U CHCTeMATH3alis T0KYMEHTOB
BHYTPH HEro Ha3bIBaeTcsl;

a) bopmupoBaHUEeM e,

0) HOMEHKJIATypOH J1eT;

B) perucTpaiuen JOKyMeHTOB.

21 Kakoii JOKyMeHT BXOJMT B CUCTEMY PACHOPSIAUTEIbHON JOKYMeHTAUMU?

a) ycTas;

0) yka3zaHue;

B) OOBSICHUTENbHAS 3aIIUCKA.

22.Kakoii 0J1aHK I0KYMEHTA OPraHu3auuy NPUMEHSIOT NP 0(p)OpMIIEeHHH BHYTPEHHeI
AOKJIAJHOM 3anUCKu?

a) OJIaHK MHUCHMA;

0) O1aHK CTPYKTYPHOTO TOIpa3IeTIeHNs;

B) 00mInii OJIaHK.

23.K kakomMy BHy PUKA30B MOKHO OTHECTH MPHUKA3 0 IpueMe HA padoTy?

a) MpHUKa3 M0 OPTaHU3alMOHHBIM BOIIPOCaM;

0) mpuKa3 o0 OCHOBHOM JI€ITEILHOCTH;

B) IIPUKa3 MO JUYHOMY COCTaBY.

24.T1o kaKoii cxeMe CTPOMTCS TEKCT PACIOPSIANTE]IHLHOI0 IOKyMeHTa?

a) BBOJIHAS YaCTh — PACIOPSAUTEIbHAS YaCTh;

0) BBOJIHAs 4aCTh — OCHOBHAsI YacTh;

B) BBOJ/IHAS YaCcTh — aHAJIMTUYECKAs YaCTh — 3aKIIOUUTEIbHAS YaCTh

25.00mme pyHKuuu opuIHAILHBIX TOKYMEHTOB:

a) nH(opmanMoHHas (JOKyMEHT CO3JAr0T JIJIsl COXpaHEHUsI HHPOPMAITIH );

0) coruanbHast (IOKYMEHT SIBJISIETCS COITUATBPHO 3HAYUMBIM OOBEKTOM, TaK KaK CBS3aH C OMPEIeTICHHOMN
COLIMATILHOU MOTPEOHOCTHIO);

B) KOMMYHHKATHBHAS (JOKYMEHT BBICTYIIACT CPEJICTBOM CBSI3M MEXKTy OPTaHU3AIMUSIMH U JAPYTUMA
OOIIIECTBEHHBIMU CTPYKTYpPaMH);

Kpatkue MmeTtoanueckue ykazanus

Tect Ne 1 cocTouT 13 6;10Ka B 25 BOIPOCOB, KaXKAbIH MPaBUIIbHBIN OTBET HA BoNpoc otieHuBaercs B 0,16
Oamma. MakcumansHO 3a TecT Nel mokHO monyunth 4 Oamma. Bpems, orBomumoe Ha Tect Ne 1,
cocraBisieT 10 MUHYT.
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O1eHOUHBIE CpeACTBA MPOBEIEHHS TPOMEKYTOYHOHN aTTeCTalluu
IInanupyemMble pe3yJbTaThl 00y4eHHS M OLICHOYHbIE CPeACTBA JJIsI IPOBEAeHHUS TPOMEKYTOYHOM

Kon unankaropa |

MHnukaTop NOCTHXKEHHUSI

O1ieHOYHBIC Cpe€acTBa

OIIK-5: CnocoGeH ucnoiabp30BaTh COBpeMEHHbIE HH(POPMALIMOHHBIE TEXHOJIOTUH U IPOTPaMMHEBIE CPEICTBA MPH
peneHny npodecCHOHAIbHBIX 3a/1a4.

OIIK-5.1. 3HaeT 7] BblbupaeT Keric — 3agaua N°1
COBpEMEHHbIe MoarotoBute npukaz OO0 «Kapbepa» o0 pa3spaboTke
MHMOPMaLMOHHbIE TEXHOIOMUKU | MOMOXEHUS O HOBOM CTPYKTYpPHOM noApa3sgeneHun «Otaen
M  MporpaMMHble CpPeAcCTBa, | OUEHKUM U 0bydyeHus». YKaxuTe uenb npukasa. B npukase
NpUMeHsieMble ANS peLlleHus | npeanuMcaHo AMPEKTOpPY Mo nepcoHany paspaboTaTb MpoeKThl
3ajad npoeccuoHanbHOM | MOSIOXEHUS; HaYanbHUKaM oTAeNa MapKeTUHra, pUan4ecKoro
[eATeNnbHOCTH oTaena, 6yxrantepun npoBecTn BM3npoBaHue o 15.12.2016;
Ha YyTBEpXAEHWE TMOJIOXKEHWE MpeacTaBAsAloTCa B CPOK A0
20.12.2016. KoHTponupoBaTb BbINOAHEHWE MpuKkasa 6Oyaer
3aM. reHepanbHOro AuMpektopa no obwuMm BornpocaMm Muxees
10.1.
OdopMUTb Npukas B COOTBETCTBUM C TpeboaHusmn FOCT P
6.30-2003 co BcemMn HeobxoamMbiMK pekBuantTamm. Odbopmute
BbIMUCKY U3 npukasa. OdopMuTe NepBbI JIUCT MOIOXKEHUS O
CTPYKTYPHOM nogpa3sgeneHnu «OTaen oueHKu n obyyeHmns».
OI1K-5.2. MpumeHseTt coBpeMeHHble | Ke#c-3agaya Ne2 «CocraBJsieHne KaapoBo
MHMOPMALMOHHbIE TEXHOIOTUN | AOKYMEHTaL N »
M nNporpaMMHble cpeacTtBa ans | Cutyauus: Bel paboTaeTe B KOMNaHuu B oTaene kaapos. Bam
peweHus npodeccuoHanbHbIX | HE06X0AMMO NOATOTOBUTbL MPOEKTbl KaZAPOBbIX AOKYMEHTOB
3ajaq Ha oCHOBaHWM 3aK/lOYEHHOro TPyAOBOro AOroBOpa O npueme
Bac Ha AfomKHOCTb MeHezxepa no paboTe C mepcoHanoMm B
Typuctuyeckyto @upmy «boH-Bosx» odopMuTe npukas no
JIMYHOMY COCTaBy O npueme Ha paboTy (No yHUPUUMPOBaHHOM
dopme T-1).
CoctaBbTe U odopMUTE 3asBfieHWE O MEPEBOAE Ha APYryto
paboTy, B KOTOPOM YyKaxXwuTe CTPYKTypHOe noApasfefieHune,
OOMKHOCTb, Npu HeobxoauMocTn - ocobeHHoCTM B paboTe
(HenonHbIM pabouni aeHb, NoYacoBas onnaTta). Ha ocHoBaHmK
3asB/IeHNs cOCTaBbTe NpuUKa3 Mo yHuduunposaHHon popme T
Ne 5.
OIIK-5.3. Ncnonesyet coBpeMeHHble | 1. [ToHATUE OPrTEXHUKM.
CcpeacTBa 3NEKTPOHHbIX | 2. KnaccudurkaunoHHbie Trpynnbl CPeACTB OPITEXHUKU U UX
KOMMYHMKaUMA ANS pelleHus XapaKTepucTmka.
3apa4 npodeccruoHanbHon | 3. BHyTpnodumcHaa TpaHCNOPTUPOBKA AOKYMEHTOB.
nesATenbHOCTU 4. BHeodMCHasa TpaHCMOPTUPOBKa AOKYMEHTOB.
5. MoAaroTtoBka TEKCTOBbIX U TabNMUYHbIX JOKYMEHTOB.
6. OCHOBHble TEXHOOIMU MUKPOPUIBMUPOBAHMS.
7. Co3aaHune «3/1eKTPOHHOro odurca».
8. MNepcnekTnBbl pa3BUTUA CPEACTB OPIrTEXHUKMN.
[K-2 CnocobOeH OCYIIECTBIIATh ONEPATUBHOE M CTPATEIMYECKOE YIPABICHUE YEJIOBEYSCKUMH PeCcypcaMu
OpraHu3anuu
T1K-2.1. pa3pabaTtbiBaeT nnauel, | MHAMBHUAYasibHOE 3agaHue Ne2 «JlokasnbHbIHA
TEXHOMOIMMN, WHCTPYMEHTbl U | HOPMaTMUBHbIA aKT OpraHmn3aymm»
npoueaypsbl ynpaBneHus CyTb 3a4aHus cocTouT B CcoCTaB/IEHUU
yenioBeYeCKMMU pecypcaMn B | OpraHM3auMOHHO-MPaBOBOro AOKYMEHTa, OTCYTCTBME KOTOPOro
obnactm  dopMMpoBaHMS U | BbIIBIEHO B pe3y/ibTaTe ayAuTa KaapoBOM AOKYMEHTauuu. B
MCNOSb30BaHUSA nepcoHana | AOKyMeHTe ByaeT oTpaxeHbl TpeboBaHMs 1 npaBuaa O4HON 13
(pekpyTuHra, ynpaenenus | @yHKuuin ynpasneHus nepcoHarsioM, npasuna
afjanTtauuen, OLIEHKM M | LOKYMEHTUPOBAHUS MH(OPMaLUM B OpraHM3aumm no 4aHHOMY
aTrectaumu nepcoHana, | HanpaesAeHUO (B MpUNOXeHUN oba3aTenbHO Hanuume hopM
ynpaBneHus TPyAOBOW | AOKYMEHTOB, HE06X0AMMbIX ons [OKYMEHTUPOBaHMUS
MOTUBaUMEN 1 np.) MHbOpMauMM MO A[AHHOMY HaMpaB/IEHUIO AesATe/IbHOCTU
KaapoBOW Cnyx6bl).
[JOKyMeHTbl, KOTOpble MOryT 6biTb pa3paboTaHbl AN
opraHusauum: MonoxeHue o6 onnate Tpyaa U MaTepuanbHOM
CTUMYnMpoBaHuM, [lepeyeHb [O/MKHOCTEN paboTHUMKOB C
HEHOPMUPOBaAHHbIM pabounMm aHeMm, [paduK CMEHHOCTH,
MNonoxeHne 06 atrectauunu, NonoxeHne o NPeMMPOBAHUN.
T1IK-2.2. PazpabaTbiBaeT naaHbl v | MuguBngyanbHoii 3agaHme N°1 «AyauT KaapoBOH
TeXHO0rmm pasBUTUS | JOKYMeHTayuu KOHKPETHOM opraHm3aymm»
nepcoHana u peanusyeTt uUx B
pamkax cTpaternyeckoro | CTyaeHT yaoCcToBepsieTcsl B Hanuummn obs3aTtenbHbIX KaapoBbIX
yrnpaBfieHns 4YesioBEeYEeCKMMU | JOKYMEHTOB B OpraHu3auuu: rnpasuia BHYTPEHHEro Tpy40Boro

pecypcaMu opraHvMsauum

pacnopgaaka, MNoJIOXeHME O 3alluTe nepcoHalJlbHbIX AdHHbIX




paboOTHMKOB, WHCTPYKUMM TO OXpaHe Tpyaa, TpyAoBble
[OroBOpbl, WTAaTHOe pacnucaHue, rpaduk OTMNyCcKoB, NMpuKasbl
Mo OCHOBHOW [AesiTeNbHOCTW, MpuKasbl MO JIMYHOMY COCTaBy
(npueMm, nepeBoA, NpefOCTaBieHWE OTMNyCKa, YBOJIbHEHMWE,
HanpaB/ieHMe B KOMaHAMPOBKY, roolwpeHne paboTHuKa),
nuyHasa kaptouka N2 T-2, Tabenb ydeta pabouero BpemeHw,
XKYpHan yyeTa NpoXOXAEHUs MHCTPYyKTaxa Mo oxpaHe Tpyaa,
XypHan ydeta MeponpuaTUiA MO KOHTPOJIO, AO/HKHOCTHbIE

WHCTPYKLWU.
CocTaBnseTcs OTYET Mo pe3ynbTaTaM ayAnMpOBaHUS KaapoBOW
OOKYMeHTauumun.
TIK-2.3. OpraHusyeTt 1. OnepaTuMBHOE XpaHEHWE NNYHbIX Aenl.
aAlMVUHUCTpUpPOBaHNE 2. [loKyMeHTMpOBaHWE yyeTa M OTYETHOCTU MO KagpaM.
npoLeccoB oOnepauuMoHHOro u | 3. 3alwmTa nepcoHanbHbIX AAaHHbIX B KaapoBoKW cnyxbe
cTpatermyeckoro ynpasneHus | 4. PasmewieHne n opraHusaumnsa paboTbl KaapoBomn Cnyxo6bl.
yenoBevyecknMn pecypcamu | 5. KoMnbloTepHble cpeacTBa NoAroTOBKU AOKYMEHTOB.
opraHusauum 7 paboTte | 6. KoMNo3uMuMOHHasa CTPyKTypa TeKCTa AOKYMEHTOB.
CTPYKTYypHOro nogpasgenerHuns | 7. OCHOBHble 3Tarnbl KOMMbIOTEPHOW MOAFOTOBKW TEKCTOBbIX

KOMIMOHEHTOB [AOKYMEHTOB.
8. MoaroTtoBka Tabnuy B AOKYMEHTax.

9. TexHWyeckune cpeactBa 0PUCHOM AEATENbHOCTH.
10.Kputepun Bbibopa 0OUCHON TEXHUKMU.

0) Ilopsinoxk mnpoBegeHMS] NPOMEXKYTOYHOM ATTeCTALMH, MOKA3aTeJlH W KPHUTEPUH
OlLlEHNBAHMS:

HpOMC)KYTO‘-IHaﬂ arréctauus 1Mo JUCHUINIMHEC BKIHOYACT TCOPECTUUYCCKUE BOIPOCHI U
NPaKTUYECKHE 3a/IaHMUs, BBISABIISAIOIINE CTEIICHb CHOPMHUPOBAHHOCTH YMEHHI U BIaICHUI, TIPOBOIUTCS
B (hopMe dK3aMeHa.

DOK3aMeH M0 JaHHOH JUCLMIIJIMHE MPOBOAUTCS B YCTHOH (oOpMe IO 3K3aMEHAMOHHBIM
ouneraM, KaKJIbIi 13 KOTOPBIX BKIIIOYAET 2 TEOPETHUYECKUX BOIPOCA M OJTHO MPAKTUYECKOE 3a/1aHUE.

Ilokazamenu u Kpumepuu oyeHUBAHUA IK3AMEHA:

— Ha OUeHKy «omauuno» (5 6annoe) — oOydarOUMHCS TEMOHCTPUPYET BBICOKMHA YPOBEHb
c(OPMHPOBAHHOCTH KOMITETCHIINH, BCECTOPOHHEE, CHCTEMAaTHUECKOE U TIIyOOKOe 3HAaHWE Y4eOHOTO
MaTepuaia, CBOOOHO BBIMOIHSET MPAaKTUYECKHE 3a/1aHus1, CBOOOTHO ONIEpUpPYET 3HAHUAMU, YMEHUSMH,
MPUMEHSET UX B CUTYAIHSIX TTOBBIIICHHOHN CJIOXHOCTH.

— Ha ouyenkKy «xopouioy (4 6anna) — oOyyaroOmMNCA JEMOHCTPUPYET CpPEAHUN YPOBEHb
C(OPMHPOBAHHOCTH KOMIIETEHIMI: OCHOBHBIC 3HAHHS, YMEHHS OCBOCHBI, HO JIOMYCKAaIOTCS
HE3HAUUTENIbHbIE OIIMOKH, HETOUHOCTH, 3aTPyIHEHHs MpU aHATUTHUECKUX OIepalusx, HepeHoce
3HaHWI 1 yMEHUI1 Ha HOBbIE, HECTAH/IAPTHHIC CUTYAIlHH.

— HA OUEHKY «y0oeremeopumensvio» (3 é6anna) — oOy4aroIUNCs JEMOHCTPUPYET MOPOTOBbIi
YPOBEHb C(OPMHPOBAHHOCTH KOMIETEHIMI: B XOJ€ KOHTPOJBHBIX MEPOINPHATHH JOIMyCKAIOTCS
OLIMOKH, IPOSBIISETCA OTCYTCTBHE OT/ENbHBIX 3HAHUH, YMEHUI, HABBIKOB, 00yYarOIUIACS NCIBITHIBAET
3HAYHUTENbHBIC 3aTPYAHEHUS MPH ONEPUPOBAHUH 3HAHUSMHU M YMEHUSMH MIPH MX TIEPEHOCE HA HOBBIE
CUTYaIlHH.

— HA OUEHKY «HeYy0081emeopumenvhoy) (2 6anna) — o0yJaroOMUICs TeMOHCTPUPYET 3HAHUSI HE
6onee 20% TeEOpETHUECKOTO MaTepuana, JOMYCKaeT CYIIECTBEHHBIC OLIMOKH, HE MOXET IMOKa3aTh
MHTEIUICKTyaJIbHBIE HABBIKM PEIICHUS TIPOCTHIX 3a/1a4.

— Ha OUeHKy «Heyooenemeopumenvhoy (1 6ann) — odydarommiics He MOXKET MOKa3aTh 3HAHHUS
Ha YpOBHE BOCIIPOW3BENCHHS W OOBSCHEHHS MH(POPMAIIMU, HE MOXKET MOKa3aTh WHTEIUICKTyalIbHbIC
HaBBIKM PELICHUs MPOCTHIX 3ajay.

Hpumepnbte B60RPOCHL K IK3AMENY

Cucrema yrpaBiieHHs IEPCOHAIOM OpraHU3alnun

KanpoBast monuTHKa B COBPEMEHHBIX YCIOBHIX

OpranuzanvoHHasi CTPYKTypa U QYHKIMH CITyKObI YIIpaBJI€HUs IEPCOHAIOM
Kanpooe obecrieuenue ciyk0bl yrpaBiIeHuUs IEPCOHATIOM
JlokyMEeHTHpOBaHHE YIIPABICHUECKOMN NS TEILHOCTH

[ToHsiTHE TOKYMEHTHPOBAHUS
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VYHuudukanus u cranjapTu3anus yupaBieHYeCKHX JOKYMEHTOB
[TpaBuna ohopmIteHUS YIIPABICHYECKUX TOKYMEHTOB
TpebGoBanus K COEPIKAHUIO, CTPYKTYPE U CTUJIIO U3JI0KEHHSI YIIPABIEHYECKUX JOKYMEHTOB

. CocraB BUJbI KAAPOBBIX TOKYMCHTOB
. Ponb KaJapOBbIX JOKYMCHTOB B pCHICHUH 3a1a4 110 YIIPAaBJICHUIO IICPCOHAIIOM

. HopmatuBHO-MeTOqMYECKHE  MaTEpUAIIbI, perilaMeHTHpYIoIIue paboTy ¢ KaJpOBHIMH
JIOKyMEHTaMU
. Opranu3almoOHHO-pacoOpsAUTENIbHAs  JTIOKYMEHTALUs, HCIIONb3yEMasi B NEeATEIbHOCTH

KaJIpOBBIX CIIyK0

OcHOBHBIE JOKYMEHTBI  T10 JTUYHOMY COCTaBy, perynupymoiue
B3aMMOOTHOUICHUS PEANPUITUI ¢ paOOTHUKaMU

CocraB u oopmiieHHE TOKYMEHTOB TIpU IpUEMe Ha paboTy

[Tponerypa TOKyMEHTALMOHHOTO 0(OPMIICHHS IIPU IIpueMe Ha paboTy
CocraBieHne aHKeThI U aBTOOMOTpaduu

3aKII0YeHue TpyJ0BOI0 I0roBOpa

JlokyMeHTHpOBaHHE ABIKEHUS ITEPCOHATIA

Knaccugukarus 10KyMeHTOB, XapaKTepU3YIOLIUX IBUKEHUE KaJIpOB
[TepeBon paboOTHHKA Ha IPYTYIO paboOTy

JlokymeHTarus 1no opopMICHHIO CIyKeOHbIX KOMaHIUPOBOK

VY CII0BHS ¥ IOPSIIOK MPENOCTABICHHUS OTITYCKOB U UX 0(OpMIICHHE
PacTopskeHue Tpy10Boro 10roBopa u oopMiIeHUE YBOJbHEHHs PAOOTHUKA
JloKyMeHTHpOBaHHUE OLIEHKHU JCATEIbHOCTH repcoHana. O0mue moHsTus
[Topsinok npoBeneHust U 0(pOpMIIEHUS aTTeCTallui paOOTHUKOB
XapaKkTepUCTUKU, PEKOMEHIALNN U PEKOMEH IaTeIIbHbIE TMChMa
[Toompenus 1 HaJIOKEHUsI JUCLUIUIMHAPHBIX B3bICKaHUI

Paszpemienne Tpy10BBIX CIIOPOB

[Topsi10K TOArOTOBKY MPUKA30B 110 IMYHOMY COCTaBY U 0()OpMIIEHUE JIMUHBIX KapTOUYEK
OO61re noaxob! K U3JaHUI0 PUKA30B

OcobenHoctu 0hopMIIEHHUS IPUKA30B 110 JIMYHOMY COCTaBY

OdopmieHune TMYHBIX KapTOUYEK

Benenue Tpy10BbIX KHM)KEK U JINYHBIX J1€71 paOOTHUKOB

TpynoBbIe KHIDKKY U TIPaBHJIA UX BEICHHS

dopMHUpOBaHUE JTMYHBIX JI€J1 PAOOTHUKOB

Opranu3zanus paboTsl ¢ JOKyMeHTaMu. JJokyMeHToo00poT

Howmenknartypa nen: 3agauu, popma u cojepanue

dopMHUpOBaHHE JEN

Opranu3anys XpaHeHus el CITy>KObI KaJIpoB

[ToaroToBka KaApOBBIX JOKYMEHTOB K apXUBHOMY XPaHEHHIO. JKCIIEPTHAS KOMUCCHS
Odopmnenue nen

[lepenava nenn Ha apXUBHOE XpaHEHUE

CoBpeMeHHbIe cIOCOOBI U TEXHHUKA CO3/1aHUS TOKYMEHTOB

IIpunioxenne 3

MeToandyecKue PEKOMEHIALUHA AJIA CaMOCTOATEIbHOM paﬁ()TbI CTYACHTOB

B mporiecce BBHIOTHEHUS] CAaMOCTOSITENFHOW pabOTHI CTYACHTHI JOJKHBI HAYYHTHCS BOCIPUHHMATH
CBEJICHUS Ha CITyX, GUKCUPOBATHh MH(POPMAIIHIO B BUJIC 3aITUCEH B TETPAJIAX, SIEKTPOHHBIX KOHCIIEKTAX,
paboTaTh C MHUCHMEHHBIMH TEKCTaMH, CaMOCTOSITEIbHO HW3BJIEKAas U3 HHUX IMOJIC3HBIC CBEICHUS U
opopMIIsis UX B BHJE TE€3UCOB, KOHCIIEKTOB, CHCTEMATH3UPOBATh MH(GOPMAIIMIO B BUJE 3aMOJTHEHUS
Ta0JINII, COCTABIIEHUSI CXeM. Ba)KHO HAay4YHMTHCS BBIACISATH TJIABHBIE MBICITH B JICKIIHH MPENOIaBaATEINs
7100 B MMCHbMEHHOM TEKCTE; aHaJIM3UPOBATH SIBICHUS; ONPENEISATh CBOIO MO3UIUIO K MOJIYYEHHBIM Ha
3aHATHUSX CBEACHUSM, YETKO (POPMYITUPOBATH €€; apryMEHTHUPOBATH CBOIO TOUKY 3PSHHUS: BBICKA3bIBATh
OLICHOYHBIE CYXKICHMSI; OCYIIECTBIATh camoaHanu3. HeoOXonMMo yuyuThCS BIaA€Th YCTHOW U



IIMCbMEHHON PEUbl0; BECTU AMAJIOr; y4aCTBOBATh B JIUCKYCCUH; PACKPhIBATh COJIEP)KaHUE U3YydaeMOU
poO6JIeMBbl B MOHOJIOTMYECKON PEUH; BHICTYNATh C COOOIIEHUSMH U JOKJIaJaMH.
Koncnekr jexnuu. CMBICT NPUCYTCTBUS CTYAEHTa Ha JIEKIMM 3aKIOYaeT BO BKIIIOUEHHU €ro B
aKTUBHBI TIPOLIECC CIyIIAHWs, TMOHMMAaHUS M OCMBICIEHHS MarepHuaja, IOATOTOBICHHOTIO
npernojaBaTesneM. OJTOMY CIIOCOOCTBYET KOHCIIEKTUBHAs 3alMCh IOJYy4YEHHOW HMHpOpMaLuu, ¢
IIOMOUIbI0 KOTOPOH B JAJIBHEWIIEM MOYKHO BOCCTAHOBUTH OCHOBHOE COJEpP’KAHUE MPOCIYIIaHHOU
JEKIUH.
Jlist yCHemHoro BRIOTHEHHUS ATOH paboThl peKoMeHayeTcs (YKa3aHHbIE PEKOMEHIAIMH OTHOCSITCS K
BEJICHUIO KOHCIIEKTa B BUJIE 3aIICEN B TETPAIN):
- TIOJATOTOBUTH OTIENbHBIC TETPAAU ISl KaXJOTO IpeAaMeTra. 3aluch B HHUX Jy4YIlle BECTH Ha OJHOU
CTOPOHE JIMCTa, YTOOBI II03/IHEE HA YUCTON CTPaHMILIE 3aIMCATh AONOIHEHUS, YTOUHEHUS, 3aMEeYaHus, a
TaKkxke coOCTBeHHbIe MbICTU. C MOMOIIBIO PAa3HOIBETHBIX PY4YeK WK (pIoMacTepoB MOXKHO Oyzer
BBIJICJIUTh 3ar0JIOBKHU, Pa3fielibl, TEPMHUHBI U T.JI.
- HE 3amuChIBaTh IMOJAPS BCE, YTO TOBOPHUT JekTop. CrapaiiTech BHayaje BBICIYIIATh U TMOHATH
MaTepual, a 3aTeM YK€ 3a(QUKCUpOBAaTh €ro, HE YIYCKas OCHOBHBIX IIOJIOXXEHHUH U BBIBOJOB.
Coxpansiiite noruky wu3ioxkeHus. OOparure BHUMaHUE HAa HEOOXOJUMOCTh TOYHOW 3alucu
OIpeIeJIEHU I U TIOHATHH.
- OCTaBUTh MECTO Ha CTpaHHUIE CBOOOAHBIM, €CIM HE YCIEIU OCMBICIUTh W 3amucarb 4acThb
uHpopmanuu. [To OKOHYAaHUIO 3aHTUS C TOMOLIBIO OJIHOKYPCHHUKOB, ITPET01aBaTels Uil y4eOHUKA Bbl
CMOYKETE BOCCTAaHOBUTDH YIYILIEHHOE.
- yAeNsATh BHUMaHHE I'paMOTHOMY odopmiieHHto 3anucedl. Hayunrtech rpaguyecku siCHO U yJ0OHO
pacronarath TEKCT: BRIWICHATH a03allbl, MOAYEPKUBATH TJIaBHBIC MBICIIH, KJIIOYEBHIE CIIOBA, TOMENIATh
BBIBOJIbl B paMKM U T.A1. HemanoBakHOe 3HaueHHE MMEET M 4eTKas CTPYKTypa JIEKIMH, B KOTOPYIO
BXOJHUT TUIAH, JIOTUYECKH BBICTPOCHHAS KOHCTPYKIHMS OCBEUICHHS KaKIOTO IIyHKTa IUIaHa C
apryMeHTaMu U JI0Ka3aTeJIbCTBAMM, PA3bICHEHUSIMU U IPUMEpPaMH, a TaKXkKe CIIMCOK JIUTepaTyphl 10
TEeMeE.
- HAYYMThCs MHCaTh pa300puuBO U ObICTpO. UTOOBI B AajbHENIIEM HE TPATUTh BpeMsl Ha paciiu(poBKY
COOCTBEHHBIX 3aluceil, CIEAWTE 3a AaKKypaTHOCTBIO IOYepKa, HE HKOHOMBTE Oymary 3a cueT
yIJIOTHEHHUsT TekcTa. KoHCHekTHpys, Noib3yHTech OOIIENPUHATHIMU COKPALCHUSMU CIIOB U
YCIIOBHBIMM 3HaKaMHU, €CJI €CTh HE0OXOIMMOCTb, TO IIPUAYyMaiiTe COOCTBEHHbIE COKPAILIEHUS.
- YMeTh OBICTPO M YETKO MEPEHOCUTh B TETpajab IpaduuecKkue pUCyHKH M Tabmumpsl. i 3Tux nenei
IIPUTOTOBbTE TMPO3pauHyl0 JIMHEHKY, KapaHaaml M pe3uHKy. CrapaiiTech Kak MOXXHO TOYHEE
CKONHMPOBaTh N300paXkeHHe ¢ JOCKU. Eciu HarmsqHbIi MaTeprai TPyIHO BOCIPOU3BOJIUM B YCIOBUSAX
JIEKIIUH, TO CEIANTE €ro CIIOBECHOE ONHUCAaHUE C 0000IIAOIINMHU BEIBOJAMH.
- IPOCMOTPETHh CBOM 3aMMCH MOCJIe OKOHYaHUs JIeKInHU. [ToT4epKkHUTe 1 OTMEThTE pa3HbIMU LIBETAMU
¢oMacTepa BakHbIE MOMEHTHI B 3amucsax. lcnpaBbTe HETOYHOCTH, BHECUTE HEOOXOIUMbIE
nonojHeHus. He TpaTteTe BpeMs Ha MepenuchbiBaHNE KOHCIIEKTA, €CIIM OH 0Ka3aJICsl HE COBCEM yIaUHbIM.
CoBeplieHCTBYHTECH, 3alIUChIBAsI MTOCIETYIOIINE JEKIUH.
IToaroroBka K HTOroBOM ATTECTALMM IO JMCHUILIMHE. ['OTOBUTHCS K UTOTOBOW aTTECTAllMU HY>KHO
3apaHee U B HECKOJIbKO 3TanoB. J1Jis 3Toro:
— IIpocmaTpuBaiiTe KOHCIEKTHI JIGKIIMHA Cpa3y MOcie 3aHSATHI. DTO MOMOXKET pa3o0paThCs ¢
HEMOHATHBIMH MOMEHTaMH JIEKIIUM U BO3HUKIIMMHU BOIIPOCAMHM, MOKa €Ile JIeKIHs CBeXa B
MaMSITH.
— berno mnpocmarpuBaiiTe KOHCIEKTHI 10 Hayajla CIEYIOIIEro 3aHATUSA. OTO MO3BOJIUT
«OCBEKUTHY MPEIBIAYIIYIO JIEKIHIO U MOATOTOBUTHCS K BOCIIPUATHIO HOBOTO MaTepUaa.
— Kaxnyro Heznenro oTBoUTE BpeMs AJIsi TOBTOPEHMS MTPOMAEHHOT0 MaTepHara.

HenocpeacTBeHHO npy MOATOTOBKE K UTOTOBOM aTTECTALIMHM 10 TUCLUIUIMHE!

—  YHopsao4ybTe CBOM KOHCIEKTHI, 3aIIUCH, 3a/1aHUS.

— IlpukunbTe Bpems, HEOOXOAMMOE BaM Ul MOBTOPEHUsS KaxI0i yacTu (6J0Ka) MaTepuana,
BBIHOCHMOT'O Ha UTOTOBYIO aTTECTALUIO.

— CocraBbpTe pacnucaHMe C y4€TOM CKOpPOCTU NMOBTOPEHMS MaTepuaa, A 4ero paslesnuTe
BOIPOCH! ISl UTOTOBOM aTTECTallMM Ha 3HAKOMBbIE (IO JIEKIIMOHHOMY KYpCY, MpaKkTHUKaM,
KOHCIIEKTUPOBAHHIO), KOTOPBIE TOTPEOYIOT JIMIIb MOBTOPEHUS U HOBbIE, KOTOPBIE MPUICTCS
OCBaMBaTh CaMOCTOSITENIBHO. HauHHWTE ¢ TeM XOpOIIO BaM M3BECTHBIX M 3aKPEIHUTE HX C
MIOMOIIBIO0 KOHCIIEKTA M Y4eOHMKA. 3aTeM MOTOJIHUTE CBOM TEOPETHUECKUI «Oarask» HOBBIMHU



3HAHUSAMH, 0053aTE€IFHO BOCIOIb30BABIINCH PEKOMEH0BAHHOM TUTEPATypOH.

[IpaBunpHO UCHIONB3YWTE KOHCYIbTALMU, KOTOPBIE POBOAMT NpernoAaBaTens. [Ipuxonure Ha
HUX C 3apaHee MpOpadOTaHHBIMH CaMOCTOATENIBHO BOINpOCaMH. BbI MoOXKeTe MOIyYUTh
pa3bACHEHHE I10 MOBOJY CIIOKHBIX, HE O KOHIIA MOHATBIX TEM, HO HE PACCUUTHIBANTE BO
BpeMs1 KOHCYJIbTAIIMH HA HCYEPIIBIBAIOLIYI0 HH(POPMALIUH 110 COAEPIKaHUIO BCETO Kypca.






