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JIner akryaauszanuu padoueil mporpaMmbl

Pabouast mporpamMmma repecMoTpena, 00cykaeHa u o100peHa s peanuzamnuu B 2025 - 2026
yueOHOM oy Ha 3acefaHuu Kadeapbl MeHeKMEHTa U TOCYIapCTBEHHOTO YIIPABICHUS

IIporokomor 20 . Ne

3aB. kadeapoii O.JL ﬁaSapOBa

Pabouast mporpamMmma repecMoTpeHa, 00CcykaeHa u 0100peHa s peanuzamnuu B 2026 - 2027
yueOHOM oy Ha 3acefaHuu Kadeapbl MeHeKMEHTa U TOCYIapCTBEHHOTO YIIPABICHUS

IIporokomor 20 1. Ne

3aB. kadempoii O.JL ﬁaSapOBa

Pabouas nmporpamma nepecMoTpeHa, o0cyxaeHa u ogodpena st peanmsanuu B 2027 - 2028
y4eOHOM roy Ha 3acenaHuu kapeapbl MeHeHKMEHTa U FOCYAapCTBEHHOTO YIIPABICHUS

IIporokomor 20 1. Ne

3aB. kadeapoii O.JL ﬁa3ap013a




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

VYryOneHne TEOpeTUYECKUX 3HAaHWM B O0JACTH JOKYMEHTAIIMOHHOTO oOecreueHus
KaJpOBBIX CIyk0 U KagpoBOTO Y4YeTa, pa3BUTHE HABBIKOB pPAOOTHI C JOKYMEHTaMH,
MCIOJIb3YEMBIMU B YIIPABICHUU [IEPCOHATIOM OpraHU3alui U MPeANpUsTUH,

MOJIy4EHHUE MPAKTUICCKUX HABBIKOB TI0 CO3JIaHUIO 1 00PabOTKE ATUX JTOKYMEHTOB.

2 MecTo THCHUIIMHBI (MOYJIAA) B CTPYKTYpPe 00pa30oBaTe/IbHOI MporpaMMal

HucuuiuinHa  JlokyMeHTalMoHHOe —o0ecredeHne KaJpoBOoil paboThl BXOAMT B
00513aTeNIbHYIO 4aCTh Y4€OHOTO T1aHa 00pa30BaTENbHON MPOTPAMMBI.

Jus  u3ydeHWs  AMCUMIUIMHBL  HEOOXOAMMBI  3HaHMA  (YMEHHUs,  BIAJCHHS),
c(OpMHUPOBAHHBIC B PE3Y/IbTATE U3YUCHHSI JUCIUTUTUH/ IPAKTUK:

MeTtonos0rus 1 METObI HAYYHOI'O MCCIIEA0BAHUS

WHHOBaMOHHOE TPEIPUHUMATEIBCTBO

OCHOBBI HAYYHON KOMMYHUKAIIUH

WHocTpaHHBIN S3BIK B TPOPECCUOHATIBLHON NS TEIbHOCTH

OpranuzannoHHas KyJlbTypa

TpynoBoe 3aKOHOJATENBCTBO

Crparernueckoe ynpasJlIeHUE IEPCOHATIOM

VYIpaBineH4eCKUi aHAINU3 U y4eT

OKOHOMMKA TpyJa

dopmupoBaHue KaipoBOM MOJIUTHUKY U [IJIaHUPOBaHHUE NIEPCOHANIa OPraHUu3aluu

WNHdopmanoHHbIE TEXHOJOIMM M MPOrpaMMHBIE CPEACTBA YIPABICHUS IEPCOHAIOM
OpraHu3aluu

Cucrema ynpasieHus IEPCOHATIOM OpraHUu3alnuu

OCHOBBI 5KOHOMMKH U YIIPABJICHUE MTPEATIPUATUEM

JloKkyMeHTallMOHHOE obecrieueHne KaapoBoil paboThl

[Icuxonorus ynpasneHus

[IpodeccuonanbHasi MepenoAroToBKa M IOBBIEHUE KBATU(pHUKALMKU IEpCcoHaIa B
OpraHu3aLusIX

pH{‘.’T‘P]\/{ﬂ RHVUVTNAHHATO KOHTNOTI VITNARTTAHUG TTeENCOHATTOM
3HaHus (YMEHMs], BIAJCHUS), TOJYYEHHbIE MPU U3YYEHUU NAHHOW TUCIUIUIMHBI OynyT

HEOOXOUMBI JUIsl U3yYeHUS UCHUIUTIH/TIPAKTHK:

OcHOBBI 6€301TaCHOCTH TPY/ia

MapKkeTuHT pbIHKa TpyJa ¥ OCHYMapKUHT

HR-ananuTHka

BbepexnuBoe mpon3BOJICTBO U YIPaBIE€HUE TPOU3BOIUTEIBHOCTBIO TPYIa

VY4eTHbIE CUCTEMBI B KaJPOBOM JE€JIONPOU3BOICTBE

OrneHka 5KOHOMHYECKON M conuanbHOW 3((EKTUBHOCTH YIPABICHUS IEPCOHAIOM
OpraHu3aluu

KanpoBslit KOHCANTHHT U ayTUT

TexHosOrNM arrecTaly U OLIEHKH IIEPCOHaNa

ConumanbHO-Tpy10Bas ajanTalys nepcoHana

ITonroToBka K Mporueaype 3aliThl U 3alI1Ta BBITYCKHOW KBaTH()UKALMOHHOM paboThI

[ToaroroBka k cade u cjaua rocyapCTBEHHOT0 SK3aMeHa

[IpousBonacTBeHHass - Hay4yHO-UCClenoBaTelbckass pabora (IO TeMe BBIMYCKHOMN
KBAJTM(PHUKAIIMOHHOMN pabOThI)

[IpousBocTBEHHAS - IPEATUIIIIOMHAs MPAKTUKA

JenoBas kapbepa

Ananutuyeckas 0opaboTka JaHHBIX 17151 BbInonHeHus: BKP



3 KomnereHunu o0y4aroiierocsi, popMupyemMbie B pe3yabTaTe 0CBOEHUs

AMCHUIJIMHBI (MOYJISI) M IIJIAHUPYEMbIE Pe3yJbTAThl 00y4eHUs

B pesynbpTare ocBOeHMS TUCHMIUIMHBI (MOAYNs) «JloKyMEHTalmoHHOE OOecredYcHHe
KaJIpoBOH paboThD» 00yJarOIIUNACS T0JKEH 00J1aAaTh CIESAYIOIUMU KOMIIETEHIIUSMHU:

Kon nanukaTopa WNHaukaTop TOCTHKEHUS KOMIIETECHITUN

OIIK-5 Cnoco0eH UCIonb30BaTh COBPEMEHHBIE MH(POPMALIMOHHBIE TEXHOJIOTUU U TPOrPAaMMHBIE
CPEJICTBA IIPH PEIICHUH PO eCcCHOHATBHBIX 3a/1au.

OIIK-5.1 3HaeT W BBIOMpPAET COBpPEMEHHbIE WH(POPMAIMOHHBIE TEXHOJIOTHH |
MpPOrpaMMHBIE  CPEJICTBA,  TPUMEHSEMbIE Ui  pEIIeHUs  3aaad
poheCCHOHAIILHON IS TeIbHOCTH

OIIK-5.2 [Tpumensier coBpeMeHHbIE HHPOPMALMOHHBIE TEXHOJIOTUH U MPOTPaMMHbBIE
CpeACTBa JUI pelIeHus Mpo(dhecCHOHAIBHBIX 331a4
OIIK-5.3 Hcnonb3yeT COBpEMEHHBIE CpPEICTBA JJICKTPOHHBIX KOMMYHHUKAIWWA ISt

peIICHMS 3a1a49 IPO}HECCHOHATBLHOMN IS TeIbHOCTH

[TK-2 CriocobeH OCyIIeCTBISATh ONMEPATHBHOE M CTPATETHYECKOE YIIPABJICHUE YEIIOBCUCCKUMU
pecypcaMu OpraHu3aliu

[1K-2.1 PazpaOaTbiBaeT IIaHbl, TEXHOJOTMHM, HMHCTPYMEHTBI W MPOLELYpPbI
yIIpaBJICHUS] YEIOBEYECKUMH pecypcaMu B oOiactu (popMupoBaHUS U
UCIOJIb30BAaHUS NIEpCOHANA (PEKPYTUHTA, YIIPaBJIEHUs ajlanTalneil, OUeHKH
U aTTeCTallMM IEpCOHAJIa, YIPaBJIEHUS TPYJ0BOM MOTHUBALlMEH U TIp.)

[1K-2.2 PazpabaTpiBaeT TIaHBl ¥ TEXHOJIOTUH PA3BUTHUS MEPCOHATA M PEATU3YeT UX
B paMKax CTPAaTerM4ecKOro YIPaBJICHUS YEIOBEUCCKHMMHU pPECypcaMu
OpraHu3aIHH

[1K-2.3 Opranusyer  aJIMHHHUCTPHPOBAHHE  IPOIECCOB  ONEPAMOHHOTO U

CTPATETUYECKOTO YIPABICHUS YEJOBEYECKUMU PEeCypcamMu OpraHu3aluu 1
paboTe CTPYKTYPHOIO MOAPA3AeICHHUS




4. CTpyKTypa, 00bEéM U coep:KkaHue TUCHUIIMHBI (MOAYJIsA)
OO0mas TpyI0€MKOCTh JUCIUIUIMHBI COCTABISIET 4 3a4eTHBIX enuHull 144 akaa. 4acoB, B TOM
qyuce:
— KoHTakTHas padora — 10,9 akaz. yacos:
— ayIuTOpHas — 8 aKkaJl. 4acos;
— BHeayuTopHas — 2,9 akaJi. 4acos;
— caMocTosTenbHas pabora — 124,4 akan. 4acos;
— B (hopMe MpaKkTUIECKOM o AroToBku — 0 akaj. Jyac;,
— IMOATOTOBKA K 3K3aMeHy — 8,7 akaj. yac

dDopMa aTTecTaiuu - 3K3aMCH

AynuropHas
KOHTaKTHas pabora
(B akaj. yacax)

®dopma TeKyILero
Bun KOHTPOJISI
CaMOCTOSATENBHOM | yCIIeBaeMOCTH U
paboThI TIPOMEKYTOYHOM
aTTeCTaluH

Kon
KOMIIETEHIIMH

Pasznen/ tema
JIHACLUATIIINHEL

Kypc

nmab. | mpaxr.
3aH. | 3aH.

Jlek.

CaMocrosTenbHast
paboTa cTyeHTa

1. Pazgen 1. OCHOBHBIE BOIIPOCEHI
JIOKYMEHTAIHOHHOTO
obecrieueHust yIIpaBJIeHUs
HEPCOHATIOM

- IOJrOTOBKA
JIOKJIaza
(cooOmenHwus),
BBITTOJTHEHHE
pedepara (3cce,
HHBIX
NMMCbMEHHBIX
pabor);

- pelieHue
TPAKTUIECKUX
3aJJaHHiH, TECTOB, OIIK-5.1,

OTBETHI HA OIIK-5.2,
KOHTPOJIbHBIC RXOTHOH KOHTPOTD OIIK-5.3,
BOIPOCH! U T.IL.; I1K-2.1,
- mpopaboTKa I1K-2.2,
KOHCITCKTOB I1K-2.3
JIEKITUH,
00s13aTeIbHOM 1
JIOIIOJIHATEILHOMN
JaUTEpaTypsl (c
COCTaBJIEHHEM
KOHCIIEKTA WJIH
6e3);
- IOJrOTOBKA
npe3eHTanuu B MS
PowerPoint

1.1 HopmaTuBHO-IIpaBOBOE
obecrieyeHne  KaapoOBOTO
JIeNONPOU3BOICTBA ul 2 104 0,4 12
OCHOBHEBIE HaIpaBJIeHUs
paboThI KagPOBOH CITYKOBI.




1.2 Cucrema ympaBicHHS
HEepPCOHAJIOM OpraHH3alHH.
JloxymeHTHpOBaHNE
YIIpaBJIEHYECKOH
JeITeTbHOCTH

04

04

12

MOATOTOBKA
JIoKJIa1a
(cooOrieHus),
BBITIOJTHEHUE
pedepara (3cce,
HHBIX
MTUCEMEHHBIX
pabor);

- peleHue
MIPAKTHIECKUX
3aJ]JaHUM, TECTOB,
OTBETHI Ha

BOMPOCHI U T.IL.;
- npopaboTKa
KOHCIIEKTOB
JICKIIHH,
00s13aTeaBHON 1
JIOTIOTHUATEILHOMN
JTUTEpaTypHI (C
COCTaBJICHHEM
KOHCIIEKTa WJIN
0e3);

- IOATOTOBKA
npeseHTanuu B MS
PowerPoint

KOHTPOJIbHBIC TeKyH_II/Iﬁ KOHTPOJIb

3HAHUH

OIIK-5.1,

OIIK-5.2,

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

1.3 CocraB u  BuIbI
KaJIPOBBIX JIOKYMEHTOB

0,4

0,4

12

MOJITOTOBKA
JIOKJIaza
(cooOmenHwus),
BBITIOJTHEHNE
pedepara (3cce,
HHBIX
MHCHhMEHHBIX
pabor);

- pereHue
MIPAaKTHIECKUX
3aJ]JaHUM, TECTOB,
OTBETHI Ha
KOHTPOJIbHbBIE
BOITPOCHI U T.II.;
- mpopaboTKa
KOHCIIEKTOB
JICKLIMH,
00s3aTeNBHOM 1
JIOTIOJIHUTEIHHOMN
TUTEepaTypHI (C
COCTaBIICHUEM
KOHCIIEKTa W
0e3);

- OATOTOBKA
npe3eHTauuu B MS

PowerPoint

TEKyILLUH OHTPOJIb
3HAHUH

OIIK-5.1,

OIIK-5.2,

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

HWroro no pazneny

1,2

1,2

36

2. Paznen 2. JIokyMEeHTHpOBaHHE

paboThI C EPCOHAIOM




2.1 CocraB u odopmieHue
JOKyMEHTOB pu
MOCTYIUIEHUH Ha paboTy

04

04

12

MOATOTOBKA
JTOKIJIaa
(cooOrieHus),
BBITIOJTHCHHE
pedepara (3cce,
HMHBIX
MMHCbMEHHBIX
pabor);

- peleHue
TIPaKTHIECKUX
3aJ]JaHUM, TECTOB,
OTBETHI HA
KOHTPOJIbHBIE
BOMPOCHI U T.IL.;
- npopaboTKa
KOHCIIEKTOB
JICKIIHH,
00s13aTeIbHOM 1
JIOTIOJTHUTEIILHOM
JTUTEpaTypHI (C
COCTaBJICHHEM
KOHCIICKTa HJIH
0e3);

- TIOJITOTOBKA

npeseHTanuu B MS

PowerPoint

TEKYLIHH KOHTPOJIb
3HAHUH

OIIK-5.1,

OIIK-5.2,

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

2.2 JlokyMeHTHpOBaHHE
JBIDKCHUS TMIHOTO COCTaBa

0,4

0,4

12

MOJITOTOBKA
JTOKITaia
(cooOmenHwus),
BBIMOJTHCHHE
pedepara (3cce,
HHBIX
MHCHhMEHHBIX
pabor);

- pereHue
MIPAKTUYECKUAX
3aJ]JaHUM, TECTOB,
OTBETHI HA
KOHTPOJIbHBIE
BOTIPOCHI H T.I1.;
- mpopaboTKa
KOHCITEKTOB
JICKLIMH,
00s3aTeNBHOM 1
JIOTIOJTHUTEIbHON
TUTEepaTypHI (C
COCTaBJICHUEM
KOHCIICKTA MJIH
0e3);

- MOJITOTOBKA

npe3eHTauuu B MS

PowerPoint

TEKyLIUH KOHTPOJIb
3HAHUH

OIIK-5.1,

OIIK-5.2,

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




2.3 JlOKyMEHTHpPOBaHHE
OLICHKU JESTeIbHOCTH
HepcoHana

04

04

12,4

MOATOTOBKA
JTOKIJIaa
(cooOrieHus),
BBITIOJTHCHHE
pedepara (3cce,
HMHBIX
MMHCbMEHHBIX
pabor);

- peleHue
TIPaKTHIECKUX
3aJ]JaHUM, TECTOB,
OTBETHI HA
KOHTPOJIbHBIE
BOMPOCHI U T.IL.;
- npopaboTKa
KOHCIIEKTOB
JICKIIHH,
00s13aTeIbHOM 1
JIOTIOJTHUTEIILHOM
JTUTEpaTypHI (C
COCTaBJICHHEM
KOHCIICKTa HJIH
0e3);

- TIOJITOTOBKA

npeseHTanuu B MS

PowerPoint

TEKYLIHH KOHTPOJIb
3HAHUH

OIIK-5.1,

OIIK-5.2,

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

2.4 Tlopsnok TMOATOTOBKH
HpI/IKaSOB 1(0) J'II/I‘{HOMy
COCTaBy W  COCTaBJICHHE
JIMYHBIX

KapTOYeK

0,4

0,4

13

MOJITOTOBKA
JTOKITaia
(cooOmenHwus),
BBIMOJTHCHHE
pedepara (3cce,
HHBIX
MHCHhMEHHBIX
pabor);

- pereHue
MIPAKTUYECKUAX
3aJ]JaHUM, TECTOB,
OTBETHI HA
KOHTPOJIbHBIE
BOTIPOCHI H T.I1.;
- mpopaboTKa
KOHCITEKTOB
JICKLIMH,
00s3aTeNBHOM 1
JIOTIOJTHUTEIbHON
TUTEepaTypHI (C
COCTaBJICHUEM
KOHCIICKTA MJIH
0e3);

- MOJITOTOBKA

npe3eHTauuu B MS

PowerPoint

TEKyLIUH KOHTPOJIb
3HAHUH

OIIK-5.1,

OIIK-5.2,

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

HWroro no pazneny

1,6

1,6

49,4

3. Pasmen 3. Opranuzanus
KaJJpOBOT'0 JIOKYMEHTO000pOTa




3.1 Opranu3anus
JIOKyMEHT0000pOTa u
COCTaBJICHHE
HOMEHKJIATYPHI nen
CITY>KOBI KaJIpoB

04

04

13

MOATOTOBKA
JTOKIJIaa
(cooOrieHus),
BBITIOJTHCHHE
pedepara (3cce,
HMHBIX
TIACEMEHHBIX
pabor);

- peleHue
TIPaKTHIECKUX
3aJ]JaHUM, TECTOB,
OTBETHI HA
KOHTPOJIbHBIE
BOMPOCHI U T.IL.;
- npopaboTKa
KOHCIIEKTOB
JICKIIHH,
00s13aTeIbHOM 1
JIOTIOJTHUTEIILHOM
JTUTEpaTypHI (C
COCTaBJICHHEM
KOHCIICKTa HJIH
0e3);

- TIOJITOTOBKA
npe3eHTauuu B MS
PowerPoint

TEKYI KOHTPOIIb
3HAHUH

OIIK-5.1,

OIIK-5.2,

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

3.2 ITogroroBka nen
CITY’KOBI KaJpoB K
apXUBHOMY XPaHCHMIO,
MOPSIOK

XpaHCHI/Iﬂ pI(SI %t nepeﬂalm B
TOCYJapCTBEHHBIN apXUB

0,4

0,4

13

MOJITOTOBKA
JIOKJIaza
(cooOmenHwus),
BBITIOJTHEHNE
pedepara (3cce,
HHBIX
MHCHhMEHHBIX
pabor);

- pereHue
MIPAaKTHIECKUX
3aJIaHUM, TECTOB,
OTBETHI Ha
KOHTPOJIbHbBIE
BOITPOCHI U T.II.;
- mpopaboTKa
KOHCIIEKTOB
JICKLIMH,
00s3aTeNBHOM 1
JIOTIOJIHUTEIHHOMN
TUTEepaTypHI (C
COCTaBIICHUEM
KOHCIIEKTa W
0e3);

- OATOTOBKA
npe3eHTauuu B MS
PowerPoint

TEKyLIUH KOHTPOJIb
3HAHUH

OIIK-5.1,

OIIK-5.2,

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




3.3 T'ocynapcTBeHHBIH
KOHTPOJIb
JOKyMEHTallMOHHOTO
oOecriedeHus1  yrIpaBJICHUs
TPYIOBOH AESITETHHOCTHIO

04

04

13

MOATOTOBKA
JTOKIJIaa
(cooOrieHus),
BBITIOJTHCHHE
pedepara (3cce,
HMHBIX
MMHCbMEHHBIX
pabor);

- peleHue
TIPaKTHIECKUX
3aJ]JaHUM, TECTOB,
OTBETHI HA
KOHTPOJIbHBIE
BOMPOCHI U T.IL.;
- npopaboTKa
KOHCIIEKTOB
JICKIIHH,
00s13aTeIbHOM 1
JIOTIOJTHUTEIILHOM
JTUTEpaTypHI (C
COCTaBJICHHEM
KOHCIICKTa HJIH
0e3);

- TIOJITOTOBKA

npeseHTanuu B MS

PowerPoint

OIIK-5.1,

OIIK-5.2,

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

Hroro no pazneny

1,2

1,2

39

Hroro 3a cemectp

1244

OK3aMCH

Hroro no JUCIHUIIIINHE

124,4

OK3aMCH




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

Ha cerogusiniauii 7eHb CTaqy OYeBHUIHBI IPEUMYIIIECTBA UCIIOIb30BAaHUS KOMITbIOTEpA Ha
JEKIMOHHBIX M MPAKTUYECKHX Yy4eOHBIX 3aHATHAX. OOBsICHEHME HOBOTO MaTepuana ¢
UCIIOJIb30BAHUEM ITPE3CHTAIHI, BBIMOJHEHHBIX ¢ TOMOIIIbI0 Tporpamm Microsoft Power Point u
Microsoft Front Page, BbI3bIBacT UHTEpPEC y CTYACHTOB, CIIOCOOCTBYET JyYIlIEMYy YCBOCHHUIO
MaTepuana. Vcrnonab3oBaHHE KOMIBIOTEpa Ha y4EOHBIX 3aHATUSAX IMO3BOJIAET IMPENOJIaBATEINIO
HSKOHOMHTbH BpEMsl, ONpAIIMBATH YYAIIUXCS HA KAKIOM 3aHSATHH, BECTH CTAaTUCTHKY OIpOCa,
BBISBJIATH 3amnajaroniue Tembl. Takke oIHUM u3 3G (EKTUBHBIX CPEACTB HMH(DOPMALMOHHBIX
TEXHOJIOTUH SIBJSIETCS SJIEKTPOHHBIA ydeOHuK. Mcxons u3 sroro, Oonmee 20% Bcex 3aHATHI
MPOBOJASTCS C IPUMEHEHHEM HH(POPMAIIMOHHBIX TEXHOJIOTHI.

s obecrieuenust HanOombIIel 3()PeKTUBHOCTH 00pa30BaTEIBHOIO MpoIlecca B Kypce
JaHHOW  y4yeOHOW JUCHUMIUIMHBI HCIOJB3YIOTCS B  Ipolecce OOy4YeHHs IepeioBbie
00pa3oBaTesibHbIe TEXHOJIOTHU:

1) TpagunuoOHHBIE 00pa30BaTEIbHBIC TEXHOJOTWH (MHPOPMAIMOHHAS  JICKIHS,
MpaKkTUYeCKue (CEMUHAPCKUE) 3aHATHS);

2) TEXHOJIOTHS IPOOIeMHOr0 00yueHus (MpoOaeMHast JEKIHs, IPAKTHYCCKUE 3aHIATHS B
(dopMe npakTuKyma, Kelic-MeToza);

3) UrpoBbIE TEXHOJIOTHH (POJIEBBIC U JICIIOBBIC HIPHI);

4) TeXHOJIOTUHU POCKTHOTO 00y4YeHUs (TBOPUECKUIT IPOCKT);

5) HHTEpaKTUBHBIC TEXHOJOTHHU (CEMUHAP-THUCKYCCH);

6) MH(POPMAIMOHHO-KOMMYHHUKAITMOHHBIE oOpa3zoBaTenbHbIC TEXHOJIOTHH
(JIeKuA-BU3yanHu3aIus, IpakTHIeCKHUe 3aHATUS B hopMe MPE3eHTAIIH )

JlekumOHHbIE 3aHATUS HapALy ¢ COOOIIeHHEM yueOHOM MH(OpMalMK MPEeAnonaraT U
pe-leHue CIEeNYIOMMX AUJAKTUYECKUX 3aJad: 3alHTEPEecOBaTh CTYICHTOB M3y4yaeMOW TEMOH,
pa3pylInTh HEBEPHBIE CTEPEOTHIIBI, YOS TUTh B HEOOXOJMMOCTH TIIYOOKOTO OCBOSHHSI MaTepHala,
noOyIUTh K CaMOCTOSITEIbHOMY IMOMCKY M aKTUBHON MBICTUTENBbHON AESITeIbHOCTH, MTOMOYb
COBEPIIUTH MEPEX0 OT TEOPETHYECKOTO YPOBHS COLUATBHO-3KOHOMUYECKOTO TUIAHUPOBAHHS B
MYHUIIUTIIATBHBIX 00pa30BaHMSIX K MPUKJIAIHBIM 3HAHUSAM B JJAHHOW 00JIaCTH.

[IpoBenenue TpynmnoBbIX (CEMHHAPCKUX U TMPAKTUYECKUX) 3aHATHA MpeAroiaraet
pemeHre  pa3HOOOpa3HBIX IUAAKTHYECKHX 3a7ad: 3aKpelUieHHe IOJMyYeHHBIX 3HaHUM,
dbopMHpoBaHHE YMEHHs MPUMEHATh UX HA MPAKTUKE, COBEPLICHCTBOBAHUE YMEHUs paboTath C
uH(popMalMel, aHaau3upoBaTh, o0000IIaTh, NPUHUMATh U OOOCHOBBIBATH pPEIIEHUS,
apryMEHTHPOBAHO 3allMIIATh COOCTBEHHbIE B3IJIAABI B JUCKYCCHM, B3aHMMOJAEHCTBOBATH C
JPYTUMH WICHAMH TPYIIITHI B POLIECCE pa3penieHust KOH(PIUKTHBIX CUTYalni.

6 YueOHO-MeTOAMYeCcKOe o0ecriedeHUe CAMOCTOSITeJIbHOI PadoThI 00y4aKoIuXCs
[Ipencrasneno B mpunoxxeHuu 1.

7 OneHoYHbIe CpeICTBA A5 NIPOBeAeHUsI IPOMEKYTOYHOM aTTecTAluH
IIpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOAMYeCcKOEe H HH(POPMALIMOHHOE 00ecnedeHrue TUCIUIIHHBI (MOTYJIs1)

a) OcHOBHas JIUTEpaTypa:

1. Abymamze, JI. I'. JlokyMeHTallMOHHOE OOECTEYCHHE YIMPaBICHUS TEPCOHATIOM
y4eOHUK M PAaKTUKYM JUIS CpeHero npodeccuoHansHoro oopasosanus / [. I'. AGynanze, U. b.
Bempsokkuaa, B. M. MaciioBa. — 3-e u3., mepepad. u gon. — Mocksa : M3garenscTBo FOpaiiT,
2024. — 374 c. — (Ilpodeccuonanproe obpazoBanue). — ISBN 978-5-534-16657-6. — Tekcer :
snekTpoHHbli  // OGpaszoBatenpHasts — tuiatdpopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/538144 (nata ooparmienus: 08.02.2024).

2. Kysuerno, . H. JlokyMeHTallmOHHOE OOECIICUCHUE YIPABJICHUS TEPCOHAIOM
y4eOHUK U pakThKyM 1 By3oB / U. H. Ky3nenoB. — 3-e u3., nepepa0. u gom. —



MockBa : MsmarensctBo HOpaiit, 2024. — 397 c¢. — (Bricmee oOpazoBanme). — ISBN
978-5-534-16692-7. — Tekcr : anektponHbiit // Obpa3oBarenbhas miardopma FOpaiit [caiit]. —
URL.: https://urait.ru/bcode/536192 (nata obparmienus: 08.02.2024).

3. lloponuna, JI. A. Opranuzamnus ¥ TEXHOJOTHUS IOKYMEHTAIMOHHOTO O00eCIeUeHUs
yIIpaBJICHUS | y4eOHHK U pakTuKyM Juist By30B / JI. A. Jloponuna, B. C. UputnkoBa. — 2-¢ us.,
nepepad. u pon. — Mocksa : U3parensctBo FOpaiit, 2024, — 270 c. — (Bricmiee ob6pazoBanue).
— ISBN 978-5-534-16016-1. — Tekcr : anektponnsii // O0pa3oBarenbHas iatgopma FOpait
[caitt]. — URL.: https://urait.ru/bcode/536404 (nata oopamienus: 08.02.2024).

0) JlonoJIHUTEIbHAS JTUTEpaTypa:

1. IMaBnoBckast, O. FO. [IpaBoBoe obecriedeHne KaqpoBOro JeIONPOU3BOCTBA © yueOHOE
nocobue i By30B / O. 1O. [TaBnoBckas. — 2-e uz ., nepepad. u gorn. — Mockga : M31aTenbcTBo
IOpaiir, 2024. — 288 c. — (Bricmiee o6pazoBanue). — ISBN 978-5-534-17518-9. — Teker :
anektpoHHbii /[ OOpasoBarenbhass  miarpopma  Opaiit  [caiit]. —  URL:
https://urait.ru/bcode/533234 (nara oopamenus: 08.02.2024).

B) MeToanyeckune ykazaHus:
[IpencraBieHbl B IPUIIOKEHUH 3.

r) [Iporpammuoe obecneuenue u UnTepuer-pecypcebi:

IIporpammHoe oGecnieueHue

Haumenosanue I10 No noroBopa CpoK IeCTBUS JTUIEH3UU
MS Office 2007 |y 135 1 17.09.2007 SecepoaHo
Professional

7Zip cB000THO pacrpoctpansemoe 10 0ECCPOYHO

IIpodeccnonanbubie 0a3bl JAHHBIX U HHGOPMAIMOHHbIE CIPABOYHbIE CUCTEMbI
HazBsanue kypca Cchplika

9 MaTtepHaJbHO-TEXHHYECKOE o0ecTeyeHne TUCIUTILIHHBI (MOLYJIs1)

MartepuanbHO-TeXHUUYECKOE 00ecrieueHre TUCIUTUTHHBI BKITFOYAET:

1. VueOHbIe ayAUTOPHH JUTS TPOBEICHUS 3aHATHH JCKIIMOHHOTO THITA: MYJIbTUMENITHBIC
CpEeIICTBA XpaHEHUs, IepeIauul U MpeAcTaBlIeHus HHpopMauu

2. Yd4eOHbIC ayAWTOPHH JUISI TPOBEACHUS MPAKTUYCCKUX 3aHITHHA, TPYIIOBBIX U
WHAUBUAYAIbHBIX KOHCYNBTAIlMi, TEKYIIEr0 KOHTPOJsS U TPOMEKYTOYHOW aTTeCTallUu:
MYJBTUMEIMHHBIE CPEJICTBA XPAHCHUS, TIEpeaud W TPEACTaBICHUs WH()OPMAIMH, KOMILUIEKC
TECTOBBIX 33aJJaHUH JUIsS IPOBEACHUS IPOMEKYTOUHBIX U PYOEKHBIX KOHTPOJIEH.

3. TlomemeHuss JUIsi CaMOCTOSITCIIBHON pa0OThI: OOYYAMOIIUXCS: TEPCOHATBHBIC
kommbioTephl ¢ makerom MS Office, Beixomom B MHTEpHET M C JOCTYIIOM B 3JEKTPOHHYIO
nH(pOPMaAIIMOHHO-00PA30BATENBHYIO CPENY YHUBEPCUTETA;

4. TlomemeHus Uisi XpaHEeHUS W TPOPUIAKTHUECKOTO OOCTYKUBaHUS y4eOHOTO
obopymoBanus: mKapbl s XpaHEHHS Y4eOHO-METOAMYECKON JTOKYMEHTAlMH, Y4eOHOTO
000DVIOBaHUS M VUEOHO-HATISIHBIX TTOCOOHIA



IMPUJIOKEHUE 1

[To manHOW AMCUUIUIMHE MO y4yeOHOMY IJIaHy MPEeNyCMOTpEHa ayJUTOpHAas M BHEAayIUTOpHAs
caMmocTosiTeNbHas paboTa oOywaromuxcs. AyAMTOpHas caMOCTOsTElIbHAas paboTa CTYJIEHTOB
IIPEATIOIIAaracT KOHTPOIbHOE TECTUPOBAHUE, PEILICHUE KOHTPOJIBHBIX 3374 HA IPAKTUYECKUX 3aHATUAX.

IIpakmuueckasa paboma «Ogopmienue 00KymMeHnos npu npueme Ha padoomy»

JlenoBast urpa (curyanusi) MPOBOJUTCS C LIEJIbIO 3aKPEIUICHUSI TEOPETUUYECKUX 3HAHUMN
CTYACHTOB II0 paccMaTpuBaeMoil mpoOjeMe pa3BUTUS HABBIKOB KOMaHIHOW paboOTHI,
MEXJIMYHOCTHOM KOMMYHUKAIIUH, IPUHATHS PEIICHUHN, JIUJEPCKUX KAaUEeCTB.

Iens nenoBoit urpsl. [IpoBepuTh M OLEHUTH YPOBEHb TEOPETUYECKOM IOJATOTOBKU
CTYACHTOB, 3aKpENUTh IPAKTHUYECKUE HABBIKM B 00JAaCTH KaJIpoBOTO JAEJIONPOU3BOICTBA
NeSITeIbHOCTH OpraHu3alui, npeanpustui, GupM pasHbIX (GOpM COOCTBEHHOCTH M BHUAA
nesTeNbHOCTH. IIOHATH posib JOKYMEHTOB M MX 3HA4YE€HHE, KaK IPaBOM OCHOBBI JIESITEIBHOCTU
caMOM OpraHu3aluM, TaK UM COTPYIHHMKOB, M Kak 0a3bl CO3[JaHMS palMOHAJIbHOI'O
JIOKYMEHTAIlMOHHOT'O 00eCIIeUEHUSI.

HenoBas curyauus: opopmieHue Ha padoty. Llens: opmupoBaHre yMEHHI U HABBIKOB
paboThI ¢ JOKYMEHTaMH TPYAOBOTO LIUKJIA - IPUEM Ha padoTy.

JlenoBass urpa npoBoauTcss B mapax. OAMH YYacTHMK BBINOJIHAET POJIb COMCKATes
pabotsl. BTopoit — coTpyanuka oTaena kaapoB. Kaxaplil 3 y4acTHUKOB JTOJDKEH MOOBIBATH U B
TOH U B APYTrOM pPOJIu.

Oransl JeJI0BOM UTpPBHI.

1. Jlaiite o0OIIyl0 XapakTEpUCTUKY JESATEIbHOCTH OpraHu3ali, B KOTOpod Bbl
OCYILECTBIISICTES/XOTEIH Obl OCYIIECTBISITH TPYIOBYIO JAEATEIHHOCTH (OpraHu3alus Ha BHIOOp
cryaenTta). Onummre HampaBieHHs paOOTbl M OCHOBHBIE 33/1a4d OpraHu3alud (BO3MOXHO
oOpallleHue K cadTaM OpraHu3alMidi W OpEeJupUsITUA JUIs  XapaKTEPUCTHUKH OCHOBHBIX
HarpaBJIeHU ).

2. BbI coTpyaHHK OTzAENa KaapoB. Bam HeoOXonuMo mpoBecTH 0TOOP MPETEHACHTOB Ha
BAaKaHTHYIO JOJDKHOCTh. OmnummMre 3Tambl O0TOOpa M NPEUMYIIECTBEHHBIX XapaKTEpPUCTUKU
Y4aCTHUKOB O0TOOpa B COOTBETCTBHHM C TpeOoBaHUAMHU opranuzauuu. Couckarenb. OGopMuUTh ot
CBOETO JINIIA 3asBJIEHUE O pUEMe Ha paboTy, pe3roMe.

3. Corpynnuk otaena kaapoB. OGopMHTE TPYIOBOH JOTOBOP (C MOIPOOHBIM OMHCAaHUEM
BCEX CYIIECTBEHHBIX YCIOBMIA JOroBOpa), NpUKa3 o MprueMe Ha padory.

4. ChopMynupyiTe BBIBOJIBI 1O IPOBEAECHHON UI'Pe OT JIMLA COTPYIHUKA OT/Jela KaJpOoB U

couckaressi paboTbl

IIpakTuyeckass padora «Hopmamuenaa peznamenmayuna O0OKYMEHMUPOBAHUS
Kaopoeoil 00Kymenmauyuu,

3anoanumes mabauyy

n/m HanmenoBanue Perucrpanuonnsie Cdepa perynmpoBaHus
HOPMAaTUBHOT'O IOKYMEHTA JTaHHbBIE
HOPMAaTHUBHOTO
JOKYMEHTa
u
T.JI.




Pewenue keiicos

Keiic —3agaua Nel

[ToaroroButs npuka3z OO0 «Kapbsepa» 0 pa3paboTKe MOJIOKEHUS O HOBOM CTPYKTYPHOM
nonpaszaenenuu «OTen oleHKH U 00ydeHus». YKaxHTe 1elb npuKaza. B nmpukase npeanucano
JUPEKTOPY IO MEPCOHAILY Pa3padoTaTh MPOEKTHI MOJIOKEHUS; HaYaIbHUKAM OT/IeJIa MapKETHHTa,
IOpUIMYECKOTO OTJENa, OyXralTepun MpoBecTu BuzupoBaHue ;0 15.12.2016; Ha yTBepx)acHUE
MOJIOXKEHUE TpeacTaBisitoress B cpok g0 20.12.2016. KonTponupoBaTh BBIIIOJIHEHHE IMPUKa3a
OyZeT 3aM. reHepaibHOro JUPEKTOopa 1o oomuM Bonpocam Muxees FO.I1.

Odopmuts mpukaz B coorBerctBum ¢ TpeboBanusmu ['OCT P 6.30-2003 co Bcemu
HEoOXoauMbIMU pekBuzuTaMu. Odopmute BBIMUCKY U3 mpukaza. Odopmute mNepBbId JIUCT
MIOJIO’KEHHUS O CTPYKTYPHOM ToJpa3zzaeneHuu «OTAel OLleHKH U 00y4EeHUS.

Keiic-3agaua Ne2 «CocraBieHue KagpoBoi JOKyMeHTalW)

Curyauus: Bol pabotaeTe B KOMIIaHUU B OTAeIE KaapoB. Bam He00X01MMO MOATOTOBUTH
MPOEKTHI KaAPOBHIX JOKYMEHTOB

1. Ha ocHOBaHMHU 3aKJIIOYEHHOTO TPYJOBOIO JOroBOpa O mpueme Bac Ha JOMKHOCTH
MEHeKepa Mo paboTe ¢ NEePCOHAIOM B Typuctudeckyo pupmy «boH-Bosk» opopmute npukas
10 JITYHOMY COCTaBY O mpHeme Ha paboty (o yuuduimposanuoi hopme T-1).

2. CocraBbTe 1 0(OopMHTE 3asiBIICHHE O TIEPEBOJIE Ha APYTYIO padOTy, B KOTOPOM YKaKUTE
CTPYKTYpHOE TMOJpa3/ieieHue, IOKHOCTh, MPU HEOOXOJUMOCTH — OCOOCHHOCTH B pabore
(HemonHbIN pabouuii 1eHb, moyacoBas oriata). Ha ocHOBaHMM 3asiBJICHUSI COCTABbTE IIPUKA3 IO
yauduimpoBanHoit popme T No 5.

Hnoueuodyanvnon 3aoanue Nel «Ayoum Kaopoeoii OOKymeHmauuu KOHKpPemHOul
opeanuzayuu)

CryneHT ypaocToBepsieTCs B HaJWYMM 0O0sA3aTEIbHBIX KaJpOBbIX JOKYMEHTOB B
OpraHu3alMy: T[paBWja BHYTPEHHEro TPYAOBOTO paclopsjka, IMOJ0KEHHE O 3aluTe
NEPCOHAIbHBIX JIAHHBIX PAOOTHUKOB, MHCTPYKLIHMU MO OXpaHe TpyAa, TPYIOBBIE JIOTOBODSI,
HITaTHOE pacnucaHue, rpaduk OTIYCKOB, MPHUKA3bl 110 OCHOBHOM NEATEIbHOCTH, MPUKA3bI 110
JUYHOMY COCTaBy (IpUeM, NEPeBOJ, MPEJOCTaBIECHUE OTIYCKa, YBOJbHEHHUE, HAlpaBJIEHUE B
KOMaHIUPOBKY, MOOLIpeHUe paboTHUKA), JuyHas kaprouka Ne T-2, tabGenp ydera pabouero
BPEMEHM, XypHaJ YydeTa MPOXOXKIEHMS MHCTPYKTaxa [0 OXpaHe TpyJa, >KypHal yuera
MEPONPUITHHA IO KOHTPOJIIO, TOJPKHOCTHBIE HHCTPYKLIHH.

CocraBnsercs OTUeT 10 pe3ybTaTaM ayIUupPOBaHUs KaJApOBOW JOKYMEHTAIUH.

Kpatkne meToanueckne ykazaHus
MaxkcuManpbHO 3a UWHAMBHIyanbHOe 3amanue Nel MoxHO momyyuth 35 0amios.
Brimonnserca naauBuayanbHoe 3aaanue No 1 Ha KOHKPETHOM ITpUMeEpe.

NuauBuayanbHoe 3axanue Ne2 «J/IokaJbHbI HOPMATHBHBIN AKT OPraHU3alHN»

CyTb 3afaHus COCTOMT B COCTAaBJIEHHMM OPraHU3alMOHHO-IIPABOBOIO JOKYMEHTA,
OTCYTCTBHE KOTOPOI'O BBISBIEHO B PE3Yy/IbTAaTE aylnUTa KaJpOBOM JOKYMEHTAIMH. B JOKYMEHTE
OyZneT oTpakeHbl TpeOOBaHUS U IPaBUJIa OJHOW U3 PYHKIMH yIpaBiIeHUs IEPCOHATIOM, IIpaBUiia
JOKYMEHTHPOBaHUS MH(GOPMALMK B OpPTaHU3AIMM 10 JAaHHOMY HaIlpaBICHHIO (B MPUIIOKEHUU
00s3aTenbHO HaIM4YKe GopM JOKYMEHTOB, HEOOXOJUMBIX Ul IOKYMEHTUPOBaHUS MHPOPMAIUU
10 JAHHOMY HaIlPaBJICHUIO JEATEILHOCTH KaJPOBOU CITYKOBI).

JIOKyMEeHTBI, KOTOpble MOTYT OBITH pa3zpaboTaHbl JIsi opranuszanuu: llomoxxenue o0
omjare TpyAa M MaTepuUalbHOM CTHUMYyJIupoBaHuM, [lepedeHb IOMKHOCTEH pabOTHHUKOB C



HEHOPMHUPOBAaHHBIM pabouynMm 1HeM, ['paduk cmeHHocTH, [lomokenue o0 aTTecranuwy,
[TonoxxeHne 0 MpeMUPOBAHUH.

KpaTKI/IC MCTOANYCCKUC YKa3aHU:. MakcuManbHO 3a BBINOJHEHHE UHAUBUAYAJIbHOT'O
3aJaHusl MOXKHO nosyduTh 20 6amioB. BeimonHseTcss unauBuayaibHoe 3aganue Ne 2 B pamkax
MPAKTUKO-UHTETPUPOBAHHOTO O0yUEHUSI.

Tect Nel

1. KakuM 3aKOHOAATEJbHBIM JOKYMEHTOM PeryJHpyHTCsi TPYAOBble NMPAaBOOTHOIIEHUS
padoTonaressi U padOoTHUKA?

a) YT0oJIOBHBIM KOJIeKCOM P®;

6) TpynoBeiM kogekcoM PD;

B) XKunumaeim kosekcom PD.

2. Kakue nepcoHa/ibHbIE JaHHbIE PA0OTHUKA PYKOBOAMTE/Ib He HMeeT NMPaBa MoJy4arb?
a) CemeiiHOE TTOJI0KECHUE;

6) Mecro poxaeHust paboTHHKA;

B) JlaHHBIC O MOJTUTHYECKUX, PEIIUTHO3HBIX M UHBIX YOSKICHUSX W YACTHOW )KM3HU paOOTHUKA.
3. Kakue 10kyMeHTHI He TPeOYIOTCS MPHU 3aKJII0YEHUH TPYA0OBOIro A0rosopa?

a) [lacnopr;

0) TpynoBas KHIXKa,

B) COeperarenbHasi KHUXKKA.

4. C kaKkoro Bo3pacra JI0IyCKaeTcsl 3aK/JII04YeHne TPYI0BOro 10ropopa?

a) C 13 ner;

6) C 16 ner;

B) C 18 ner.

5. KT0 He siBJIsIeTCSI CTOPOHOI TPYA0BOro A0roBopa?

a) PaGoTHuK;

0) Paboronarens;

B) ['ocynapcrso.

6. Kakux yc10Buii B TPY10BOM JI0r0BOpe He CyliecTByeT?

a) O0s13aTebHBIX;

0) JlonosHUTENBHBIX;

B) HacTHBIX.

7. Kakux Tpya0BBIX 10TOBOPOB N0 CPOKY HX /IefiCTBUS He CylIecTBYyeT?

a) beccpounbix;

6) CpouHbIX;

B) [IpepbIBUCTBHIX.

8. Uto He sIBJIAAETCS OCHOBAHMEM LISl 32AKJIIOYEHHUSI CPOYHOI0 TPYA0BOI0 10roBopa?
a) XapakTep MpeCcTosIIe padoThl WM YCIOBHS €€ BHIMIOTHEHNUS,

0) CornameHue CTOPOH TPYIOBOrO AOroBopa 0e3 yueTa XapakTepa MpeiacTosieil poOOTh U
YCJIIOBHUI €€ BBINIOJIHEHUS,

B) HeOpexHOCTh B 0J1ek /1€ paOOTHHUKA.

9. KakoB MUHHMAJILHBII CPOK CPOYHOI0 TPYAOBOIO 10roBopa?

a) He orpanuuen;

0) 1 mecs;

B) 1 rog.

10. KakoBa HopMaJIbHas1 IPOAOJIKUTEIBLHOCTh Pa004ero BpeMeHH! B Hellesq10?

a) 30 gacos;

0) 40 gacos;

B) 50 yacos.

11. K opranu3anuoHHbIM JOKYMEHTAM OTHOCATCS (HA3BATh HY’KHbIe BADHMAHTHI):
a) aKThl,

0) ycTaBbl;

B) IITaTHOE PaCIUCAHUE;

T') JOJKHOCTHAsI MHCTPYKIUS;



1) OTYETHI,

€) mIchMa.

12.Kakoii 0JaHK OpraHu3amuu NPUMEHSIIOT Ui odopMJieHHs MPHKA3a MO OCHOBHOM
nesiTeJJbHOCTH?

a) OJaHK MHICHMA,

0) 0J1aHK KOHKPETHOTO BHA JIOKYMEHTA;

B) OJIaHK JOJHDKHOCTHOTO JIHIIA.

13. IloanucbIBaeT NPUKA3BI

a) PYKOBOJUTENb CTPYKTYPHOTO IOPA3ICIICHUS;

0) pyKOBOJMTEIb OpPTraHU3aI1H;

B) JIOJDKHOCTHOE JIMIIO-COCTABUTEIIBIIPHKA3a.

14. Kakoii pekBM3HUT 00s13aTeIbHO 0(hopMJIsieTCH NPU BHENIHEM COTJIACOBAHUHU JOKYMeHTa?
a) rpud cormacoBaHus;

0) BU3BI COTJIaCOBaHUS;

B) Tpud OrpaHUUYCHUS IOCTYIA K JOKYMEHTY.

15.M3 kakux Tpex JOKYMEHTONOTOKOB COCTOUT JOKYMEHTO000POT NMpeAnpPUusiTus?
a) UCXOJISIIIETO;

0) BHYTpEHHETO;

B) IOCTOSIHHOT'O;

T') IEPEMEHHOTO;

1) CIIy4aitHOTO;

€) BXO/JIAIIETO.

16.I10 kakoii cxeme CTPOUTCH TEKCT CJIYKeOHOr0 Mucpma?

a) KOHCTaTUPYIOIIasi YaCTh — PaCHOPSAUTEIbHAS YaCTh;

0) BBeJIeHNE — AaHAIUTUYECKAS YaCTh — 3aKII0UCHHUE;

B) BBOJIHAs YacCTh — OCHOBHAS YacTh.

17.KTo noanuchiBaeT 3asiBjieHUue?

a) pyKOBOJUTEIb OpraHU3allHH;

0) pyKOBOJMTEIb CTPYKTYPHOTO TTOIPa3/ICIICHNUS;

B) COCTaBUTEb.

18.Kakoii peKBH3MT HY:KHO OQOPMHUTH, 4YTOObI KOMUS JAOKYMEHTa mpuodpesa
IOPHANYECKYI0 CHITYy?

a) OTMETKA O 3aBEPEHUU KOIHH;

0) oTMeTKa 00 HCTIOTHUTENE;

B) UIEHTU(UKATOP 3IEKTPOHHONW KOITUU TOKYMEHTA.

19.Kakmue 1Ba BH/1a COIJIACOBAHMS TOKYMEHTOB CYIIECTBYIOT?

a) BHEIILIHEE;

0) BCTpeuHoOE;

B) BHYTPEHHEE;

T') YacTHOE.

20.Ilpomecc oOTHeceHHs] AOKYMEHTOB K ONpedeJeHHOMY /dedy W CcHCTeMaTH3alus
JAOKYMEHTOB BHYTPH Hero Ha3bIBaeTcsi;

a) GopMHUpPOBAHUEM JIET;

0) HOMEHKJIATYpOH JIeT;

B) perucTpamueil T0KyMeHTOB.

21 Kakoii JOKyMeHT BXOJUT B CHCTEMY PACHOPSIAUTENbHOM JOKYyMeHTAauuu?

a) ycTaB;

0) ykazaHue;

B) OOBSICHUTENbHAS 3aIIUCKA.

22.Kakoii 0JlaHK /IOKYMeHTAa OpPraHu3auMy NPUMEHSAT NpH 0(opMIIeHHH BHYTPEHHeI
JAOKJIAHOM 3anucKku?

a) OJaHK MHCHhMa;

0) OJaHK CTPYKTYPHOTO MOApa3IeIICHNUS,



B) O0IIMii OJIaHK.

23.K kakomy BHIYy NPUKAa30B MOKHO OTHECTH MPHUKA3 0 pueMe Ha padoTy?

a) MPUKa3 10 OPraHU3aAIMOHHBIM BOIIPOCAM;

0) mpuKa3 10 OCHOBHOM JICSITEIIBHOCTH;

B) IPUKa3 MO JUYHOMY COCTaBY.

24.I1o xkaKoii cxeMe CTPOUTCS TEKCT PACHOPSAIUTETbHOTO T0OKyMeHTa?

a) BBOJHAs 4acTh — PaCHOPSIUTENbHAS YaCTh;

0) BBOJJHAs 4aCTh — OCHOBHAS YacTb;

B) BBOJIHAsI YaCTh — AaHAJIMTUYECKASI YACTh — 3aKJIFOUUTEIIbHAS YaCTh

25.001ue GyHKUIMU 0(PUIHATIBHBIX JOKYMEHTOB:

a) nHpOpMaMOHHAA (JIOKYMEHT CO3JAI0T Il COXpaHeHUs HHPOPMALIUN);

0) comuanbHas (JIOKYMEHT SIBJISIETCS COIMAIBbHO 3HAYUMBIM OOBEKTOM, TaK KaK CBSI3aH C
OIIpEEIIEHHON COLMAIbHOM MOTPEOHOCTHIO);

B) KOMMYHHKATHUBHasl (JOKYMEHT BBICTYNAeT CPEACTBOM CBSI3U MEXAY OpraHu3alusIMHU U
JIPYTHUMH OOIIECTBEHHBIMU CTPYKTYpaMHu);

KpaTkue MmeToguyeckue ykazaHusi

Tect Ne 1 cocTouT U3 010Ka B 25 BONPOCOB, KaXAbli MPaBUIbHBIA OTBET HAa BOIIPOC OLIEHUBAETCS
B 0,16 6aima. MakcumainbHo 3a TecT Nel MokHO onyuuTh 4 6amna. Bpemsi, orBoaumoe Ha TecT Ne
1, cocraBnsier 10 MUHYT.



IMPUJIO)KEHUE 2

OIIeHO‘lHLIe Cpeacrea NpoBCACHUA HpOMe)KYTO‘lHOﬁ aTTeCTalluu

[l1anupyeMble pe3y/ibTaThl 00y4eHHs M OLIEHOYHbIE CPeACTBA ISl NPOBeJeHHs] IPOMEKYTOYHOH ATTeCTAIUM:

Kon Nuaukarop qocTuxeHust OueHouHbIE CpeACTBA
WHIMKATOpa
OIIK-5: Cnoco0eH nCnoJIb30BaTh COBpeMeHHbIe MH(OPMAIMOHHbIE TEXHOJOTHN M MPOrPAMMHbIE CPeICTBA NMPH pelieHun NpogecCHOHATbHBIX
3aja4.
OIIK-5.1. 3HaeT u BbIOMpaeT Keiic — 3a0aua Nol
COBPEMEHHBIE [ToaroroButes mpukaz OOO «Kapeepa» o pa3paboOTKe MOJOXKEHHUS O HOBOM CTPYKTYPHOM
nH(pOpMaLIMOHHbBIE nonpazaeneHuun «OTAen OIeHKH M OO0ydeHHs». YKaXHTe Lelb MpuKa3a. B mpukaze mnpeanucaHo
TEXHOJIOTHH U | JUPEKTOPY IO TEepcoHATy pa3paboTarh NPOEKTHI IOJIOKCHUS, HAdaIbHHKAM OTJela MapKETHHTa,
MPOrpaMMHBIE  CPEJICTBA, | IOPUIUYECKOTO OTHeIa, OyXraaTepu IPOBECTH BU3UpoBaHue 10 15.12.2016; Ha yTBepkacHUE
MIPUMEHSIEMbIE JUISL | TIOJIOYKEHUE MPECTaBIAIOTCS B Cpok 10 20.12.2016. KoHTpoaupoBaTh BBHIIIOJIHEHUE TIPUKa3a OYIET 3aMm.
pelieHus 3a/1a4 | TeHepalbHOTO AUpeKTopa o oduwmm Bonpocam Muxees FO.I1.
npodeccnoHaTbHOM Odopmute mnpukaz B coorBerctBun ¢ TpeboBanusimu ['OCT P 6.30-2003 co Bcemu
JeSITeNIbHOCTH HeoOXoauMbIMU pekBU3UTaMHu. OQopMuTe BRIMUCKY U3 npukaza. OPopMUTE MEPBBI JIUCT MOIOKEHUS O
CTPYKTYpHOM noJipazierneHun «OTen OLICHKU U 00YUCHUS».
OIIK-5.2. [Tpumensier Keiic-3a0aua Ne2 «Cocmasnenue Kaopoeoii 00KymeHmayuu
COBPEMEHHBIC Curyanus: Bel paboTaeTe B KOMITAaHUH B OT/IeJIe KaapoB. Bam He0OX0uMO MOATOTOBUTE MPOEKTHI
nH(OpPMaIIOHHBIE KaJIpOBBIX JOKYMEHTOB
TEXHOJIOTHH u Ha ocHoBaHuM 3aKIIFOUEHHOTO TPYAOBOTO JIOroBopa 0 mpueme Bac Ha JOMKHOCTH MEHEKEpa 10
MpOrpaMMHBIE  CpelCTBa | paboTe C MepCOHANIOM B TypUCTHUECKYIO (hupmy «boH-Bosk» opopmMuTe nmprkas o TMYHOMY COCTaBy O
JUTS pemieHus | npueme Ha pabory (o yHudumposanuoit popme T-1).
npodeccnoHaNbHBIX 3a7a4 CoctaBpTe M odopMHUTE 3asBICHUE O TMEPEeBOJE Ha JPYrylo paboTy, B KOTOPOM YKaKUTE
CTPYKTYpPHOE TOJpa3CICHHEe, AOIKHOCTh, IPU HEOOXOIUMOCTH — OCOOEHHOCTH B paboTe (HETOJIHBIN
pabouwii 1eHb, Mo4YacoBas oruiara). Ha ocHOBaHUHU 3asBIEHUS COCTABbTE MPUKA3 MO YHUDUIIUPOBAHHON
dopme T No 5.
OIIK-5.3. Hcnonb3yer 1. TloHATHE OPTTEXHUKHU.
COBpPEMEHHBIE  CpEJCTBa 2. KnaccudukannoHHbIe TPYIIIBI CPEICTB OPITEXHUKH U UX XapaKTePUCTHKA.
AIEKTPOHHBIX 3. BayTpuoducHas TpaHCIOPTUPOBKA TOKYMEHTOB.
KOMMYHUKAITUH TUTST 4. BueoducHas TPaHCIIOPTUPOBKA IOKYMEHTOB.
penieHus 3a/1a4 5. IloaroToBKa TEKCTOBBIX M TAOIMYHBIX JOKYMEHTOB.




npo¢ecCuOHAITBHON
JeSTeIbHOCTH

6. OCHOBHBIEC TEXHOJIOTHH MHUKPO(PUIBMUPOBAHHS.
7. Co3naHue «3JIeKTPOHHOTO oducay.
8. IlepcrieKTHBBI pa3BUTHUS CPEJICTB OPTTEXHUKH.

ITIK-2 Cnocooen

OCYHICCTBJIATH OICPATUBHOC U CTPATCTUYCCKOC YIIPABJCHUEC YE€JTOBCUYCCKUMHU pECypCaMi Opranusanuu

IK-2.1. paszpabaThIBacT Huousuoyanvnoe 3aoanue Ne2 «/lokanvHuvlit HOpmMamueHblil AKM OP2AHU3AUUUY
TIJIaHBI, TEXHOJIOTUH, CyTph 3afaHusi COCTOMT B COCTABJIECHHUU OPTraHU3aLMOHHO-TIPABOBOrO JOKYMEHTA, OTCYTCTBHUE
HMHCTPYMEHTBI U | KOTOPOTO BBISIBJICHO B pE3yJibTaTe ayauTa KaJpoBOM JOKYMEHTALlUU. B JIOKYMEHTE OyJIeT OTpaKeHbI
MpOLEAYpPhl  YIpaBlieHUs | TpeOOBaHUS W TpaBWJIa OJHOW M3 (YHKIHMA YIPaBICHHS MEPCOHAIOM, MpaBWIA JOKYMEHTHPOBAHUS
YeJI0BEYECKIUMHU uH(pOpMallMK B OpraHU3alMy MO0 JAaHHOMY HAINpaBJICHHIO (B MPUIOKEHUH 0053aTeNbHO HAIUYUE (OpM
pecypcamu B 00JacTH | JOKYMEHTOB, HEOOXOJMMBIX [UIsl JOKYMEHTHPOBaHUS HWH(OpPMAMM 10 JaHHOMY HaIpaBIICHUIO
hopmMupoBaHHS U | IeATEeILHOCTH KaJIPOBOM CITY>KOBI).
WCIIOJIB30BaHUS TIEPCOHAIA JIoKyMEHTBI, KOTOPBbIE MOTYT OBITh pa3padoTaHsl i opranu3auuu: [lonoxxenue 06 orutare Tpyna
(pexkpyTuHra, ympaBleHHUS | U MAaTEepUaIbHOM CTUMYIUPOBaHUU, [lepeueHb JOIKHOCTEH paOOTHUKOB C HEHOPMUPOBAHHBIM pabOYnM
ajganTaiue, oueHku u | aHem, ['paduk cmennoctu, [lonoxenue o6 arrecranuu, [lonoxenue o mpeMupoBaHUU.
aTTecTalluu  MepcoHala,
YIIPaBIICHUS TPYAOBOM
MOTHUBAIIMEH H TIp.)

[K-2.2. PazpabarsiBaer Hnousuoyanvnoit 3a0anue Nel «Ayoum Kaopoeoit 00Kymenmayuu KOHKpEemHoil 0p2anu3ayuu
IJIaHbl U TEXHOJOTUHU
pa3BUTHSL TIEpCOHANa | CTyaeHT yJIOCTOBEpSETCS B HAJIMYUU OOS3aTENBHBIX KaJIpOBBIX JOKYMEHTOB B OpraHU3allUu:
peanu3yeT UX B paMKax | IpaBUja BHYTPEHHErO TPYAOBOIO PACHOPSAIKA, IOJIOKEHHUE O 3alllUT€ NEPCOHAJIBHBIX JIaHHBIX
CTPaTETUYECKOTO pabOTHUKOB, MHCTPYKIIMHM IO OXpaHe TpyHAa, TPYAOBBIE TOTOBOPHI, IITATHOE pacmucaHue, rpaduk
YIPABICHUS OTITYCKOB, MPHUKa3bl MO OCHOBHOW MEATENbHOCTH, MPUKA3bl MO JUYHOMY COCTaBy (IIpHeM, MEPEeBO],
YEJIOBEUECKUMU MIPE0CTaBIICHUE OTITYCKa, YBOJIbHEHHUE, HAIIPABIIEHUE B KOMAHUPOBKY, TOOIIPEHUE PAOOTHHUKA), THYHAS
pecypcamu opranuzanuu | kaptouka Ne T-2, Tabens yuera pabodero BpeMeHH, )KypHaI ydeTa MPOX0XKASHUS MHCTPYKTaXa Mo OXpaHe

Tpy/a, )KypHaJ ydeTa MEPOIPHUATUN 110 KOHTPOJIIO, JOIHKHOCTHBIE HHCTPYKITUH.
CocrapiisieTcs OTYET 10 Pe3yJIbTaTaM ayJAUpPOBAHUS KaJIPOBOM TOKYMEHTAIIUH.

[1K-2.3. Opranuzyet 1. OnepaTuBHOE XpaHEHUE JIUYHBIX JEII.
aAMUHUCTPUPOBAHUE 2. JIOKyMEHTUpPOBaHUE y4eTa U OTUETHOCTHU IO KaJIpam.
MPOLECCOB 3. 3amuTa mepCcOHABHBIX JaHHBIX B KaJIPOBOH CITyKOe
ONEepPaIMOHHOTO u 4. Pa3memnieHue u opranuzanus paboTsl KaapoBOil CITyKOBI.
CTPATETUYECKOTO 5. KomnsroTepHbie cpecTBa MOArOTOBKH IOKYMEHTOB.

6.

yIIpaBJICHUS

KOMHOSI/IHI/IOHHaH CTPYKTYpa TCKCTAa JOKYMCHTOB.




YeJI0BEYECKUMU
pecypcamul OpraHU3aIAH |
pabote CTPYKTYPHOTO
MOApa3ACIICHUs

7. OCHOBHBIE 3TAIBl KOMITBIOTEPHOH IMOATOTOBKH TEKCTOBBIX KOMIIOHEHTOB JJOKYMEHTOB.
8. IloaroroBka TaOIUIl B JOKYMEHTAX.

9. TexHHuueckue cpeacTBa O(hUCHOM JIEATEITHBHOCTH.

10. Kpurepun Bei00pa 0(hucHON TEXHHUKH.




0) Ilopsnok nmpoBeneHUs] MPOMEKYTOYHOM aTTeCTAllMH, MOKA3aTeJlId W KPHUTEPHH
OLICHUBAHUS:

IIpoMexyTouHas arrectanus MO IUCLUUIUIMHE BKJIKOYAET TEOPETUYECKUE BOIPOCH U
NPAaKTUYECKUE 3a/aHus, BBIABISIOMIME CTENEHb CHOPMUPOBAHHOCTH YMEHHH M BJIaJCHHIA,
IpOBOJIUTCA B (hOPME IK3aMEHa.

DOK3aMeH 10 JIaHHOM JMCLUIUIMHE IPOBOJUTCA B YCTHOM (popMe MO 3K3aMEHALMOHHBIM
Owieram, KaKIbli M3 KOTOPHIX BKJIIOYAET 2 TEOPETHMUECKHUX BOIPOCA U OJHO IPAKTHUECKOE
3ajlaHue.

Ilokazamenu u Kpumepuu oyeHUBAHUA IKIAMEHA:

— Ha oYeHKy «omauunoy (5 6annos) — odydarouMiics JEMOHCTPUPYET BHICOKHI YPOBEHb
c(OPMHPOBAHHOCTH KOMIIETEHIMI, BCECTOPOHHEE, CHCTEMAaTUYEeCKOe MU TIJIyOOKOe 3HaHME
y4eOHOTr0 MaTepuasia, CBOOOJHO BBINMOJNHSAET IMPAKTUYECKHE 3aJaHus, CBOOOJHO OIEpPHPYET
3HAaHUSMM, YMEHUSIMH, IPUMEHSET UX B CUTyallUsAX MOBBIIIEHHOM CI0KHOCTH.

— Ha oueHKy «xopouioy (4 danna) — oOyJaromMiics 1EMOHCTPUPYET CPEIHUI YPOBEHD
c(OPMHUPOBAHHOCTH KOMIIETEHLIMH: OCHOBHBIE 3HAHMSA, YMEHHMS OCBOEHbBI, HO JOIYCKAIOTCS
HE3HAaYUTENIbHbIE OIIMOKU, HETOUHOCTH, 3aTPYAHEHUSI [IPU AHAITUTUYECKUX ONEepalusiX, IEpEeHOCe
3HAHUI U yMEHUH Ha HOBbIE, HECTaHIapPTHbIE CUTYAllUH.

— HA OYEHKY «yooeremeopumenvhoy (3 oOanna) — oOy4aIOUUNCA JIEMOHCTPUPYET
HIOPOTOBBIM YpOBEHb C(HOPMUPOBAHHOCTH KOMIIETEHLUH: B XOJA€ KOHTPOJIBHBIX MEPOIPHUITUI
JIOTIYCKAlOTCA OIIMOKH, NPOSBISETCS OTCYTCTBUE OTIEIbHBIX 3HAHUM, YMEHMI, HaBBIKOB,
0o0yyaroImuicss HUCHBITHIBACT 3HAYUTEIbHBIC 3aTPYIHEHHs NpPU ONEPUPOBAHUM 3HAHUAMU U
YMEHMSIMU NIPU UX [IEPEHOCE HA HOBBIE CUTYALIUU.

— HAa OUEHKY «Hey0oe1emeopumenvHo» (2 oanna) — OOy4AIOUIMIICS JEMOHCTPHUPYET
3HaHusl He Ooznee 20% TeopeTHdyecKoro Marepuasia, JOIYCKaeT CYIIECTBEHHbIE OLIMOKH, HE
MOYKET [T0Ka3aTh UHTEIUIEKTyaJIbHbIe HABBIKM PEIICHUS MPOCTHIX 3a/1a4.

— Ha OYeHKy «Heyooeremeopumenvnoy (1 6ann) — odydaromuUics HE MOXKET MOKa3aTh
3HAHUS Ha YPOBHE BOCHPOM3BEACHUS M OOBSICHEHUsS HMHPOpPMALMU, HE MOXKET II0Ka3aTh
MHTEJJIEKTyaJIbHbIE HABBIKM PELIEHUS MPOCTHIX 3a/1ad.

pruepnbte 60npOCHL K IK3AMERY

Cucrema ynpaiieHHs IEPCOHAIOM OpraHu3aluu
KanpoBast momTHKa B COBpEMEHHBIX YCIOBHSX
OpranuzanvoHHasi CTpYKTypa U QYHKIMH CITYKObI YIIPaBIIEHUS IEPCOHAIOM
Kaznpooe obecrieuenue ciyx0bl yrpaBieHuUs IEPCOHATIOM
JIoKyMEHTUPOBaHHUE YyIIPaBICHYECKOUN NEATEIbHOCTH
[TonsiTHE HOKYMEHTHUPOBAHUS
VYHuukanys u cranjapTu3anys ynpaBieHYeCKUX JOKYMEHTOB
[TpaBuna oopmieHus yrnpaBieHUECKUX JOKYMEHTOB
TpeboBaHusl K COAEpPKAHHUIO, CTPYKTYpPE U CTHIIIO M3JIOKEHMS YIPaBIE€HUYECKUX
JIOKyMEHTOB
10. CocraB u BHIIBI KaJIPOBBIX JTOKYMEHTOB
11. Poib KaJpOBBIX JOKYMEHTOB B PELICHUH 33/1a4 10 YIIPaBJICHUIO IIEPCOHAIOM

COoNR~ LN E

12. HopMmaTHBHO-METOIUYECKHE MaTepUalbl, perJaMeHTHPYIOIIHE paboty ¢
KaJJpOBBIMH JIOKyMEHTAMHU

13. Opra#u3anMOHHO-PACTIOPSIIUTEIbHAS JTOKYMEHTAIIHS, UCTIONb3yeMasl B
JeSITeIbHOCTH KaJPOBBIX CITYKO

14. OcHoBHbIE JIOKYMEHTBI IO JUYHOMY COCTaBy,

peryIupyoIue B3auMOOTHOILECHHS TPEINPUATHH ¢ paOOTHUKaAMU
15. CocraB u oopmiIeHHE TOKYMEHTOB IIPH MpUEMe Ha paboTy
16. IIponenypa 1IOKYMEHTAlMOHHOTO O0(OPMIICHHS IIPU IpUeMe Ha paboTy



17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
27.
28.
29.
30.

KapTOUeK

31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.

KOMUCCHA

42,
43.
44,

CocraBieHne aHKeThl U aBTOOMOTpauu

3aKIIt0YeHre TPYyJ0BOTO JOr0BOPA

JloKyMeHTHpOBaHHE ABMKEHUS MIEPCOHATIA

Knaccugukarus 10KyMeHTOB, XapaKTepPU3YIOIIHUX IBUKEHUE KaJpOB
IlepeBox paboOTHHKA HA IPYTYIO PabOTY

JlokymeHTanus 1o opopMICHHIO CIyKeOHBIX KOMaHANPOBOK

VY cI10BUS ¥ IOPSIIOK MPEIOCTABICHUS OTITYCKOB M UX 0(OpMIICHUE
PacToprkeHue Tpy10Boro 10rosopa u opopMiIeHUE YBOJbHEHHUS PaOOTHUKA
JloKyMEeHTHUpOBaHHE OLIEHKHU JEATEIbHOCTH nepcoHana. O0mue noHsITus
[Topsinok npoBeneHust U 0(pOpMIIEHUS aTTeCTallui paOOTHUKOB
XapaKkTepUCTUKU, PEKOMEHAALNN U PEKOMEH IaTeIbHbIE MHChMa
[Toompenns 1 HaJIOXKEHUSI JUCLUIUIMHAPHBIX B3bICKaHUI

Paspemienne Tpy10BBIX CIIOPOB

[Topsimok MOArOTOBKM IMPHUKA30B IO JUYHOMY COCTaBY M O(GOPMIIEHHE JIMYHBIX

OOmue moaxoabl K U3AaHUIO TPUKA30B

Ocobennoctr 0ohopMIIeHHS IPUKA30B TI0 JINYHOMY COCTaBY
OdopmiieHne TMUHBIX KapTOYeK

BeI[eHI/Ie TPYAOBBIX KHMXCK WU IMYHBIX ICJI pa6OTHI/IKOB
TpynoBble KHMKKY U TIPaBUiIa UX BEICHHS

DopMHUPOBAHUE JTUYHBIX J1€7T pAOOTHUKOB

Opranuzanus padoTsl ¢ JOKyMeHTaMu. JlJOKyMeHTOO000pOT
Howmenxuatypa nen: 3amauu, Gopma u coaeprkaHue
dopmupoBanue aem

Opranu3anus XpaHeHUs JIeIT CITyKObI KaJIpoB

[TogroroBka KagpoBBIX JOKYMEHTOB K apXHBHOMY XpaHEHHIO. OKCIEpTHas

Odopmnenue nen
[lepenaya nenm Ha apXUBHOE XpaHEHHE
CoBpeMeHHbIE CTIOCOOBI U TEXHUKA CO3J]aHHS TOKYMEHTOB



MNPUJIO’)KEHHUE 3
MeTtoauyeckue peKOMeHAalMHU JAJI5l CAMOCTOSITeIbHOI PadoThl CTYIEHTOB

B mporiecce BBIMONTHEHHUS CaMOCTOSITEIIBHONH pPa0OTHI CTYACHTHI JIOJMKHBI HAYYUTHCS
BOCIIPUHUMATH CBEACHHUS Ha CIyX, (PUKCHpOBaTh MH(POPMAIMIO B BUJEC 3alUCEH B TETPAIsIX,
AJIEKTPOHHBIX KOHCIEKTaX, padoTaTh C MUCbMEHHBIMU TEKCTaMM, CAMOCTOSITEILHO U3BJIEKAs U3
HUX TIOJIE3HBIC CBeJeHUS M OGOpMIISISI UX B BHJIC TE3MCOB, KOHCIIEKTOB, CHCTEMAaTH3UPOBATH
uH(OpPMAIIMIO B BUJE 3aMOJHCHUS TAOJHII, COCTABJICHUS CXeM. BaKHO HAYYHTHCS BBIICISTH
TJIaBHBIC MBICITH B JISKITUH TPEToaBaTes JIM00 B MMChbMEHHOM TEKCTE; aHATM3UPOBATh SIBJICHUS;
OTIPE/ICIIATH CBOIO MO3UIIMIO K TIOJIYYEHHBIM HA 3aHATHUSAX CBEIICHUSM, YETKO (POPMYIHPOBATH €€;
apryMEHTHUPOBAaTh CBOIO TOYKY 3PEHHUS: BBICKA3bIBaTh OICHOYHBIE CYXACHHUSA; OCYILIECTBIISATH
camoaHanu3. HeoOXOauMO YYHUThCS BIAACTh YCTHOW M MUCHMEHHOW PEYbl0; BECTH JHAJIOT;
Y4acTBOBaTh B JIMCKYCCHUH; PACKPBIBATh COJIEPKAHUE U3ydaeMOW ITPOOIEeMbl B MOHOJOTHYECKOM
peuu; BBICTYIATh C COOOIICHUSIMH U JJOKJIATIaMH.

Koncnekr jekuun. CMbICT IPUCYTCTBUS CTYJICHTA Ha JICKIIMHU 3aKJI0YAET BO BKIIFOYEHUU
€ro B aKTUBHBIN MPOIIECC CIYIIAHUS, TOHUMAHUS U OCMBICIICHUS] MaTepuala, MmoAroTOBIEHHOTO
npenojaBaresieM. JTOMY CIHOCOOCTBYET KOHCIEKTHMBHAs 3alMCh MOTYYEHHON WHGOpMaluu, C
MOMOIIIBIO KOTOPOU B JATbHEHIIIEM MOYKHO BOCCTAHOBUTH OCHOBHOE COZICpKaHUE TTPOCTYIIAHHON
JIEKIIWH.

JIJIs yCTIenTHOTO BBITIOJHEHUS 3TOH pa0dOThl peKOMEHIyeTCsl (yKa3aHHbBIC PEKOMEHIAIINN
OTHOCSITCS K BEJICHUIO KOHCIIEKTA B BUJIC 3aITUCEH B TETPAJIN):

- TOJATOTOBUTH OT/ACJIbHBIE TETPAIH I KaXK0T0 MpeAMETa. 3aich B HUX Jy4Ille BECTH Ha
OJIHOI CTOpPOHE JIUCTA, YTOOBI MO3JHEE HA YHCTOM CTpaHUIIE 3alMKiCcaTh TOMOIHEHHSI, YTOUHEHUS,
3aMeuaHus, a Takke cOOCTBeHHBIE MBICIIH. C IMOMOIIBI0 PA3HOIBETHBIX PYyUYEK UITU (IIOMACTEPOB
MO>KHO OyZIeT BBIIEIUTH 3ar0JIOBKH, Pa3/elibl, TEPMHUHBI U T.1.

- HE 3aMMChIBaTh MOJPSI BCE, YTO rOBOpUT JiekTop. CTapaiiTech BHayajae BBICIYIIATh U
MOHATh MaTepual, a 3aTeM yKe 3a(UKCHpOBaTh €ro, He YIyCKas OCHOBHBIX MOJOXEHUH H
BbIBOJIOB. CoXxpaHsiiTe JIOTUKY H3JI0keHHsa. OOpaTtuTe BHHMaHUE Ha HEOOXOJUMOCTb TOYHOM
3aIMCHU ONPEICTICHUNA U TTOHATHUH.

- OCTaBUTbh MECTO Ha CTPAHUIIE CBOOOIHBIM, €CIT HE YCTIEIM OCMBICTUTD U 3aITUCaTh YacTh
uHpopmanuu. [lo OKOHUAHUWIO 3aHATHS C TIOMOIIBID OJHOKYPCHHKOB, MPEMOJABATENS WU
y4eOHMKa BBl CMOYKETE BOCCTAHOBUTH YITYIIIEHHOE.

- yAeNATh BHUMaHKE IpaMOTHOMY oopMIiIeHHIO 3anuceil. HayuuTech rpadudecku sicHo 1
yI00HO pacroyiaraTh TEKCT: BBIWICHSTH a03allbl, TOJAYEPKUBAThH TJIABHBIE MBICIIH, KIFOUYEBBIC
CJI0Ba, IOMENIATh BBIBOABI B paMKH U T.J1. HemanoBaxkHOe 3HaUeHUE UMEET U YETKasl CTPYKTypa
JIEKIIMH, B KOTOPYIO BXOJUT TUIAaH, JJOTHYECKU BBICTPOEHHAsT KOHCTPYKIMS OCBEIICHUS KaXKI0TO
MyHKTa IJIaHa C apryMEHTaMU M JO0Ka3aTelbCTBAMM, PA3bICHEHUSMU U IMPUMEPAMH, a TAKXKE
CITMCOK JIUTEPATYpPHI 110 TEME.

- HAYYUTHCS MUCATh Pa300pUnUBO U OBICTPO. UTOOK B JanbHEWIIEM HE TPATUTh BpeMsl Ha
pacuudpoBKY COOCTBEHHBIX 3alHCEH, CJIEIUTE 3a aKKypaTHOCTBIO TMOYEPKA, HE DKOHOMBTE
Oymary 3a cdYeT yIUIOTHEHHS TekcTa. KOHCHEeKTupys, TMOoJb3yHTech OOIENPUHATHIMU
COKpAIICHUSIMUA CJIOB W YCIOBHBIMH 3HaKaMH, €CJIH €CTh HEOOXOJUMOCTh, TO MpUIyMalTe
COOCTBEHHBIE COKpAIIlEHUSI.

- yMeTh OBICTPO M YETKO MEPEHOCUTH B TETPalb TpapuiecKue pUCYHKH U Tabmuibl. s
ATUX L€JEe MPUTOTOBBTE MPO3PAUHYIO JIMHEWKY, KapaHJall U pe3uHKy. CtapaiiTecb Kak MOKHO
TOYHEE CKOIMMPOBATh N300paKeHNe C TOCKU. Ecii HarmsiiHbIi MaTepua TpyIHO BOCIIPOU3BOIUM
B YCIIOBUSIX JIEKIIMH, TO CHIETANTE €ro CIIOBECHOE OMUCAHKE ¢ 0000IIAIONTIMH BBIBOAAMH.

- MPOCMOTPETh CBOW 3alUCH TIOCJIE€ OKOHYaHUS JIEKIWU. [lomuepkHHUTEe M OTMEThTE
pa3HbIMH I[BeTaMH (hJioMacTepa BaKHbIE MOMEHTHI B 3amucsax. McmpaBbTe HETOYHOCTH, BHECUTE
HeoOXoauMbIe nomnofHeHus. He TpaTbTe BpeMs Ha NepenrchiBaHNE KOHCTIEKTA, €CJIM OH OKa3aJICs
He coBceM ynauyHbIM. COBEPIIEHCTBYUTECH, 3aIIMCHIBAs MTOCIEIYIOLINE JIEKIIUH.

IloaroroBka K MTOroBOM aTTecTALMM IO AMCHHUILIMHE. ['OTOBUTHCSI K HTOTOBOHU



aTTECTAllMU HY)KHO 3apaHee U B HECKOJIbKO 3TarnoB. st aToro:

— IlpocmarpuBaiiTe KOHCHEKTBHI JIEKIUHA Cpa3y IMOCIAe 3aHATHH. OTO TOMOXET
pa306paTLcs1 C HCIMOHATHBIMHA MOMCHTAaMH JICKIIUHU XU BO3HUKIINMHU BOIIPOCAMU, ITOKaA CUIC JICKIHA
CBEXa B MMaMATH.

— berno npocMarpuBaiiTe KOHCIIEKTHI O Hadaja CJIEIYIOIIEro 3aHATHs. DTO MO3BOJIUT
«OCBCXKUTH» NPCAbLAYIIYIO JICKIUIO U TOATOTOBUTLCS K BOCIIPHUATUIO HOBOTO MaTcpHrajia.

— Kaxnyro Henento oTBoauTE BpeMs 171l TOBTOPEHHUS IPOHIEHHOTO MaTepHara.

HenocpeacTBeHHO Tpu MOATOTOBKE K UTOTOBOM aTTECTAIMH IO TUCIUTUIHHE:

— VYmnopsoubTe CBOM KOHCIIEKTHI, 3aHCH, 3aJaHUSI.

— IlpukuHbTEe BpeMs, HEOOXOAUMOE BaM JUIsl TOBTOPCHHMs Kakmod yactu (Osoka)
MaTepuaia, BRIHOCHMOTO Ha UTOTOBYIO aTTECTAIHIO.

— CocraBbTe pacmucaHHe C YYETOM CKOPOCTH MOBTOPEHHUS MaTepuaya, Uil Yero
pa3zenuTe BOMPOCH JJsi MTOTOBOM aTTeCcTalli Ha 3HAKOMBIE (MO JICKIIMOHHOMY KYypCY,
MPAKTHUKaM, KOHCIEKTHPOBAHUIO), KOTOPbIE MOTPEOYIOT JIUIIL MOBTOPEHUS U HOBBIE, KOTOPHIE
MIPHUJIETCSl OCBaMBaTh CAaMOCTOATENILHO. HauHUTE ¢ TéM XOPOIIIo BaM U3BECTHBIX U 3aKPEIHUTE UX C
MOMOIIbIO KOHCIIEKTa U y4eOHHKa. 3aTeM IOIMOJHUTE CBOM TEOPETHUECKHM «0arak» HOBBIMH
3HAHUSIMHU, 00513aTEIHLHO BOCIIOIb30BABIINCH PEKOMEHI0BAHHON JTUTEPATYPOM.

— IlpaBunbHO HCHONB3YHTE KOHCYIbTALMU, KOTOPbIE MPOBOJUT IPENOIaBATENb.
[TpuxoauTe Ha HHUX C 3apaHee MPOpPabOTaHHBIMU CAMOCTOSITENIEHO BOMpOcaMu. BBl MoxkeTe
MOJIYYUTh Pa3bsICHEHHE MO MMOBOY CIIOKHBIX, HE 10 KOHIIA MOHATHIX T€M, HO HE pACCUUTHIBAITE
BO BpeMs KOHCYJIbTAIlUU Ha UCUYCPITBIBAIOIIYIO HH(OPMAIIUU IO COACPKAHUIO BCETO Kypca.



