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JIner akTyanusanuu padoyeil nporpaMmsl

Pabouas mporpamma nepecMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2026 - 2027
y4eOHOM o1y Ha 3acefaHunu Kageapsl MeHeIKMEHTa U TOCYAapCTBEHHOTO YIIPABICHUS

[Iporokom ot 20 r. Ne
3aB. kadenpoii O.J1. HazapoBa

Pabouas mporpamma nepecMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2027 - 2028
yueOHOM rojy Ha 3aceqanuu Kadeapsl MEHEPKMEHTa U TOCYIapCTBEHHOTO YIIPaBJICHHUS

IIporokom ot 20 . Ne

3aB. kadeapoii O.H.EasapOBa

PaGouas mporpamma nepecmMoTpeHa, odcyxieHa u ogoopena i peanusanuu B 2028 - 2029
y4eOHOM TroJly Ha 3acefaHuu Kadeapsl MEHEIKMEHTa U rOCyIapCTBEHHOTO YIIPABJICHUS

IIporokom or 20 . Ne
3aB. kadenpoii O.J1. HazapoBa




1 Leau ocBOeHMS TUCHUNIIMHBI (MOIYJIA)

Yrny6neHne TeoOpeTHISCKUX 3HaHUI B 00JIaCTH TIOKYMEHTAIIMOHHOTO 00eCIIeueHus
KaJIPOBBIX CIYXO0 U KaJIpOBOTO y4yeTa, pa3BUTHE HABBIKOB PaOOTHI C JOKYMEHTaMH,
UCIOJIb3YEMBIMU B YIIPABICHUH IIEPCOHATIOM OpraHU3aluil ¥ MPEeANPUATHH,

MOJIy4YeHHUE MPAKTUYECKUX HABBIKOB MO CO3JJaHUI0 U 00pabOTKe S3TUX JOKYMEHTOB.

2 MecTo qucHUILIMHBI (MOYJIsI) B CTPYKTYpe 00pa3oBaTeIbHOM MPOrpaMMbl

Hucnunnuna JIokyMeHTallmoHHOe o0ecrieueHrne KaipoBOi paboThl BXOJIHT B
00s13aTeIBbHYIO YacTh YYE€OHOTO MJIaHa 00pa30BaTEeIbHON MTPOTPaMMBI.

Jnst u3ydeHus TUCIUIUIMHBI HEOOXOMMbI 3HAHUS (YMEHHUSI, BIIAJICHUS ),
c(hOpMHUPOBAHHEIEC B PE3YJIbTATE U3YUCHUS AUCIHUILTNH/ TPAKTUK:

3HaHus (yMEHUs, BIIAICHNUS ), IOJyYEHHbIE IPU U3YYEHUH JAHHOM JTUCLUIUIMHBI
OyayT He0OXOAUMBI JUI U3yUEHHsI JUCLIUIUIMH/IPAKTUK:

OcHOBBI 6€3011aCHOCTH TPYAA

ConmanbHO-Tpy10Bas aanTanus nepcoHana

TexHOJIOTNH aTTeCTalluy U OLICHKU IIEpCOHAIIA

HR-ananuThka

OrneHka SKOHOMHUYECKOH 1 COUATbHON 2PPEKTHBHOCTH YIIPABICHHS IEPCOHATIOM
OpraHu3aluu

YyeTHbIe CHCTEMBI B KJIPOBOM JIEJIONIPOU3BOACTBE

[Tpou3BoacTBEHHAs - HAy4YHO-HUCCIEI0BaTENbCKasi padoTa (110 TeME BBIITYCKHOM
KBaJTM(PUKAITMOHHON paboThI)

[TpousBoacTBEHHAs - MPEAIUIIOMHAs IPAKTHKA

[TonroroBka k cade u ciada rocyJapCTBEHHOIO 3K3aMeHa

[TonroroBka K mpoueaype 3aluThl U 3alKUTa BbITYCKHON KBATU(PUKAMOHHON
paboThI

3 KommnereHuuu o0y4aroinerocsi, popmMupyemsbie B pe3yJbTaTe 0OCBOCHUS

AUCHUTLUIMHBI (MOYJIs) M IJIAHUPYEeMblIe pPe3yJIbTAThI 00yUeHu sl

B pe3ynbrare ocBoeHUS AUCUUIUIMHBI (MOAYIs) «JlOKyMeHTallMOHHOE oOecrieueHue
KaJIpOBOI pabOThD» O0YJAIOIIUIICS JOKEH 001a/1aTh CIEAYIOIIMMH KOMIIETEHIIUSIMH:

KOI[ HHAUKATOpa I/IHI[I/IKaTOp JOCTHIKCHUA KOMIICTCHIINN

OIIK-5 CriocobeH ncnosib30BaTh COBpEMEHHbIE HH()OPMALIMOHHBIE TEXHOIOTUH U
IPOrpaMMHBIE CPEJICTBA MTPH PEIICHUH PO eCCHOHATBHBIX 3a7ad.

OIIK-5.1 3HaeT u BbIOMpaeT COBpeMEHHbIE HH(POPMaIIMOHHBIE TEXHOJIOTHH U
IIPOrpaMMHBIE CPEJICTBA, IPUMEHSEMbIE [Tl pEIICHUs 3a/1a4
PoECCHOHAIBHON e TETHHOCTH

OIIK-5.2 [TpumeHnsieT coBpeMeHHble UHPOPMAIIMOHHBIE TEXHOJIOTHH U
IPOrpaMMHBIE CpeJICTBa I pelieHus: NpohecCHOHATBHBIX 3a7a4
OIIK-5.3 Hcrnonb3yeT COBpeMEHHBIE CPEICTBA SJIEKTPOHHBIX KOMMYHHUKALUN JUISI

pelieHus 3aaa4 npodeccuoHaIbHOMN 1eITeIbHOCTH

[TK-2 Crioco6eH ocymecTBISATh OTIEPATUBHOE U CTPATETHUECKOE YIIPABICHUE
YEJIOBEUECKIUMU PeCypcaMu OpraHU3aIiu

[1K-2.1 Pa3pabartbiBaeT miaHbl, TEXHOJIOTHH, HHCTPYMEHTHI U MPOLIETYPHI
yIpaBieHHUs Y€I0BEUECKUMHU pecypcaMu B o0iacTu popMUpoBaHUS U
MCIIOJIb30BaHUs NIepcoHala (PEKpyTUHTa, YIPaBIEHUs aJanTalue,
OLICHKH M aTTeCTallly [IEPCOHAJIA, YIIPABIICHUS TPYI0BOM MOTUBALIUEN U

1p.)

IK-2.2 Pa3zpabatbiBaeT nIaHbl U TEXHOJIOTHH PAa3BUTHS TTEPCOHAJIA U PeATU3yeT




UX B paMKax CTpaTernyecKoro ynpasieHHUs Y€I0BEUECKUMU pecypcaMu
OpraHu3aluu

[1K-2.3

Opranu3yeT aIMUHUCTPUPOBAHHKE MTPOIIECCOB OMEPAIMOHHOTO U
CTPaTernyecKoro ynpaBjieHHUs YeJIOBEYECKUMH PECypCaMH OpraHU3aluu
U paboTe CTPYKTYPHOTO MOAPA3/CICHHS




4. CTpyKTYypa, 00bEM U COJEpKaAHNE TUCUUIIIMHBI (MOXYJIs)

OO6mias TpyA0€MKOCTh JUCIHUILUIMHBI COCTABIISIET 4 3a4eTHHIX eaunul] 144 akaj. 4acoB, B TOM

qHCIIe:
— KOHTakTHas padora — 10,9 akaz. 4acos:

— ayIuTOpHas — § akaJl. 4acos;

— BHeayauTopHas — 2,9 akaJl. 4acoB;

— camocTosTenbHas pabota — 124,4 akaj. 4acos;

— B (popme npakTuieckoil moarotoBku — 0 akai. yac;

— MOATOTOBKA K 3K3aMeHy — 8,7 akaj. Jac

<DopMa aTTeCTaluu - 3K3aMEH

AynuropHas 8w
KOHTaKTHas paboTa = % dopma TeKyIero
Pasien/ Tema 2 (B akan. 4acax) g E{ Bun 5 KOHTPOJISI Ko
[— > g O | caMOCTOATEIBHOM |  yereBaeMOCTH 1 KOMITETEHIIHH
g g paboThI MIPOMEKYTOUHOM
Tex. mab. | mpakr. 'S aTTeCTaluu
3aH. 3aH. | U &
1. Paznmen 1. OcHOBHBIE BOTIPOCKHI
JIOKYMEHTAI[HOHHOTO
o0ecrieyeHus! yrpaBieHus
MEPCOHAIOM
- MOJITOTOBKA
JTOKJIaia
(cooOmenHwus),
BBITIOJTHCHHUE
pedepara (3cce,
HHBIX
MTUCHMEHHBIX
pabor);
- pelieHHe
MPAKTUYIECKUX
1.1 HopmaTuBHO-TIpaBOBOE Sa/IaHHH, TeCTOB, OIIK-5.1,
obecriedueHne KaapoBOTO OTBCTBHI HA OIIK-5.2,
JIEJIOTIPOU3BOJICTBA U 0,4 0,4 12 BI;?IH:)I;Z?;H;I; | BxogHoii kouTpons | OIIK-5.3, TIK-
OCHOBHBIE HaIPaBICHUS ) P 6 o 2.1, IIK-2.2,
paboThI KaapOBOH CITYKOBI. 1popaboTia TK-2.3
KOHCITEKTOB
2 JIEKITHH,
00s13aTeNbHOM 1
JIOTIOHUTEIHHON
uTepartypsl (c
COCTaBIICHUEM
KOHCIIEKTa HJIH
6e3);
- MOJITOTOBKA
MPE3CHTAIHH B
MS PowerPoint
1.2 Cucrema ynpaBieHus floArotoBia OIIK-5.1,
MIEPCOHAJIOM OpraHU3aIHH. (coi%ﬁzgliﬂ) Ty OI1K-5.2,
JloxymeHTHpoBaHNE 0,4 0,4 12 BI:IHOJ'IHeHI/Ie’ SHAHM OIIK-5.3, IIK-
YIpaBIeHIECKON pedepara (scce, 2.1, IK-2.2,
NEATENLHOCTH T1IK-2.3
HHBIX




MMACHbMEHHBIX
pabor);
- peuieHue
MPAKTHIECKUX
3aJJaHUH, TECTOB,
OTBETHI Ha
KOHTPOJIbHBIC
BOTIPOCHI U T.I1.;
- npopaboTKa
KOHCIIEKTOB
JICKIIUH,
00s13aTeIbHON 1
JIOTIOJTHUTEIHHOM
JUTEpATyphI (C
COCTaBICHHEM
KOHCIIEKTa HIIN
0e3);
- MOJrOTOBKA
NPE3EHTAlLlNH B
MS PowerPoint

1.3 CocraB 1 BUIBI
KaJpOBBIX JOKYMEHTOB

0,4

0,4

12

MOJITOTOBKA
JOKJIana
(cooOmienHus),
BBITIOJIHEHHE
pedepara (3cce,
HHBIX
MTUCHMEHHBIX
pabor);

- perieHne
MPAKTHIECKUX
3aJIaHNM, TECTOB,
OTBETHI Ha
KOHTPOJIbHBIC
BOTIPOCHI H T.IL.;
- mpopaboTKa
KOHCIICKTOB
JIEKIIHH,
00s13aTeNbHON 1
JIOTIOJTHUTENILHOM
TUTEepaTypHI (C
COCTaBJICHHEM
KOHCTIEKTa W
0e3);

- IOATOTOBKA
[IpE3CHTaLNH B
MS PowerPoint

TEKYIIHUH OHTPOIH
3HAHUMN

OIIK-5.1,
OIK-5.2,
OIIK-5.3, TTK-
2.1, TIK-2.2,
MK-2.3

Wroro no pazneny

1,2

1,2

36

2. Paznen 2. JlokyMeHTHpOBaHHE
paboThI C IEPCOHATIOM

2.1 CoctaB u opopmiieHHE

MOCTYIUICHHUH Ha padoTy

JIOKYMEHTOB ITpU 2

0,4

0,4

12

3aIaHHH, TECTOB,

MOATOTOBKA
JOKIIa1a
(cooO1eHus),
BBIIIOJIHCHHUE
pedepara (3cce,
WHBIX
MHCHMEHHBIX
pabor);

- perieHne
MPaKTUICCKUX

OTBCTHI HA
KOHTPOJIbHBIC
BOIIPOCHI U T.II.;

TEKYIIUA KOHTPOJIb
3HAHUKN

OIIK-5.1,
OIK-5.2,
OIIK-5.3, TTK-
2.1, TIK-2.2,
TK-2.3




- mpopaboTKa
KOHCIIEKTOB
JIEKIIHH,
00s13aTeIbHON 1
JIOTIOJTHUTEIIbHOM
JaUTEpaTypsl (c
COCTaBJICHHEM
KOHCIIEKTA HIIK
0e3);
- IIOJIFOTOBKA
MIPE3EHTALUH B
MS PowerPoint

2.2 IoKyMEHTHPOBaHUE
JBIXEHUS] IMYHOTO COCTaBa

04

0,4

12

MOJIrOTOBKA
JIOKJIaza
(cooOrieHwus),
BBITIOJTHEHNE
pedepara (3cce,
HHBIX
MHCHMEHHBIX
pabor);
- pereHue
MIPAaKTHIECKUX
3aJaHUM, TECTOB,
OTBETHI Ha
KOHTPOJIbHBIE
BOIPOCHI | T.II.;
- mpopaboTKa
KOHCIIEKTOB
JIEKITUH,
00s3aTeNBHOM 1
JIOIOIHUATEILHOMN
JauTepaTypsl (c
COCTaBJICHUEM
KOHCTIEKTa MJIH
6e3);
- OATOTOBKA
NpEe3eHTAlUH B
MS PowerPoint

TEKYIIUH KOHTPOJIb

OIIK-5.1,
OIIK-5.2,
OIIK-5.3, TIK-
2.1, TIK-2.2,
IK-2.3

2.3 JlIokyMEHTUpOBaHHE
OLIEHKH JIESITEIbHOCTU
mepcoHana

0.4

0,4

12,4

JOTOIHUATEILHOMN

MIOJTOTOBKA
JIOKJIazia
(cooOmenHwus),
BBIITOJIHCHHUEC
pedepara (3cce,
HHBIX
MTUCEMEHHBIX
pabor);

- pereHne
MPAKTUICCKUX
3a/1aHHi, TECTOB,

OTBCTHI HA
KOHTPOJIbHBIE
BOIIPOCHI U T.IL.;
- mpopaboTKa

KOHCIIEKTOB

JISKITUH,

00s13aTeNBHOMN 1

TUTEepaTypHI (C
COCTaBJICHHEM
KOHCIIEKTa WU
0e3);

- MOJITOTOBKA
MPE3CHTALIUH B

TeKyLIUH KOHTPOJIb

OIIK-5.1,
OIIK-5.2,
OIIK-5.3, TIK-
2.1, TIK-2.2,
IK-2.3




MS PowerPoint

2.4 TlopsAoK MOATOTOBKA
MPHUKA30B 10 THIHOMY
COCTaBY M COCTaBJICHHE
JIMIHBIX

KapTo4eK

04

04

13

MOJITOTOBKA
JTOKITazia
(coobmenws),
BBIMOJIHCHHE
pedepara (3cce,
HHBIX
MTUCHMEHHBIX
pabor);

- peleHue
MPaKTHICCKUX
3aJlaHUM, TECTOB,
OTBETHI HA
KOHTPOJIbHBIC
BOTIPOCHI U T.I1.;
- mpopaboTKa
KOHCIICKTOB
JIEKITUH,
00s13aTeIbHON 1
JIOMIOJIHUTEILHOM
JauTepaTypsl (c
COCTaBIICHHEM
KOHCIICKTa MJIH
6e3);

- MOJITOTOBKA
MPE3CHTALUH B
MS PowerPoint

TEKyLIHHA KOHTPOJIb
3HAHMH

OIIK-5.1,
OIIK-5.2,
OIIK-5.3, TIK-
2.1, TIK-2.2,
IK-2.3

Hroro o pazneny

1,6

1,6

49,4

3. Paznmen 3. Opranmzanus

KaJpOBOTO HOKyMCHT0060pOTa

3.1 Opranuzanus
JOKYMEHT0000pOTa 1
COCTaBJICHHE HOMEHKIIATYPBI
eI CITYKOBI KaapoB

0,4

0,4

13

IIOJTOTOBKA
JIOKJIazia
(cooOmenHwus),
BBIIIOJIHCHHUEC
pedepara (3cce,
HHBIX
MTUCEMEHHBIX
pabor);

- perieHne
TPAKTUIECKUX
3aj7laHUH, TECTOB,
OTBCTHI HA
KOHTPOJIbHBIE
BOIIPOCHI  T.IL.;
- mpopaboTKa
KOHCIIEKTOB
JICKLIMH,
00s13aTeNBHOMN 1
JIOTIOTHUTEIHHON
JTUTEepaTypHI (C
COCTaBJICHHEM
KOHCIIEKTa WU
6e3);

- IOATOTOBKA
NPE3EHTaLMK B
MS PowerPoint

TEKYIIH KOHTPOJIb
3HAHUMN

OIIK-5.1,
OIIK-5.2,
OIIK-5.3, TIK-
2.1, 1IK-2.2,
IK-2.3

3.2 IloaroroBka nei
CITY>KOBI KaJIpoOB K
ApPXMBHOMY XPaHEHHIO,
MOPSJIOK

XpaHEHUS JIeN U Tepeiavul B
rOCyIapCTBEHHBIN apXUB

0.4

0,4

13

MOATOTOBKA
JIOKJIaa
(cooOrieHwus),
BBIIIOJTHCHHUEC
pedepara (3cce,
HHBIX

TEKyLIUH KOHTPOJIb
3HaHUH

OIIK-5.1,
OIIK-5.2,
OIIK-5.3, TIK-
2.1, TIK-2.2,
IK-2.3




MACEMEHHBIX
pabot);

- peleHue
MIPAKTUYECKUX
3aJaHUH, TECTOB,
OTBETHI Ha
KOHTPOJIbHBIC
BOTIPOCHI U T.I1.;
- npopaboTKa
KOHCIIEKTOB
JICKIIHUH,
00s13aTeIbHON 1
JIOTIOJTHATEIBLHOM
JTUTEPaTypHI (C
COCTaBJICHHEM
KOHCIICKTa UJIK
6e3);

- IOJrOTOBKA
MPE3CHTALUH B
MS PowerPoint

3.3 T'ocynapcTBEeHHBIH
KOHTPOJIb
JAOKYMCHTAIITMOHHOI'O
obecrnieueHus ynpapieHuUs
TPY/IOBO# IESTENIBHOCTHIO

0,4

0,4

13

MOATOTOBKA
JTOKJ1a1a
(cooOmenHws),
BBITIOJTHEHNE
pedepara (3cce,
HHBIX
MTUCEMEHHBIX
pabor);

- pereHue
NPaKTUIECKHX
3aJaHUM, TECTOB,
OTBETHI Ha
KOHTPOJIbHBIE
BOIIPOCHI U T.IL.;
- mpopaboTKa
KOHCIIEKTOB
JICKLIMH,
00s13aTeNBHOM U
JIOTIOJTHUTENLHOM
TUTEepaTypHI (C
COCTaBJICHHEM
KOHCTIEKTa HJIH
6e3);

- MOATOTOBKA
NpE3EHTAlLVH B
MS PowerPoint

OIIK-5.1,
OIIK-5.2,
OIIK-5.3, TIK-
2.1, TIK-2.2,
IK-2.3

Wroro no pazneny

1,2

1,2

39

Hroro 3a CEMECTP

1244

OK3aMCH

HToro no nuCUMIUINHE

124,4

OK3aMCH




5 O0pa3oBaTesibHbIE TEXHOJIOTHH

Ha ceropnsimiauii I€HP CTAIM OYEBHUIHBI IPEUMYIICCTBA UCIIOJIb30BAHUS
KOMITBIOTEpA Ha JICKIIMOHHBIX U IPAKTHYECKUX YICOHBIX 3aHATUAX. OOBSICHECHHE HOBOTO
MaTepuasa ¢ UCIOJIb30BaHUEM MIPE3CHTAIUN, BBIMIOJTHEHHBIX C TIOMOIIBIO IPOTPaMM
Microsoft Power Point u Microsoft Front Page, BeI3bIBacT HHTEPEC Y CTYIEHTOB,
CIOCOOCTBYET Jy4IlIeMy YCBOCHHIO MaTepuaia. Mcrnonp30BaHie KOMIBIOTEpA HA YYeOHBIX
3aHSTHSX TIO3BOJISIET MPEIO/IaBaTEII0 IKOHOMUTh BPEMsI, OTIPAIIUBATH YYAITUXCS HA KaXI0M
3aHSTHH, BECTH CTATUCTUKY OMPOCA, BBISBISATH 3aMadarolIne TeMbL. Takxke OqHUM W3
3¢ (HEeKTHBHBIX CPEACTB HH(DOPMAIIMOHHBIX TEXHOJOTUH SBJISETCS SICKTPOHHBIA yUCOHHUK.
Hcxons u3 atoro, 6osee 20% Bcex 3aHATHI TPOBOJATCS C MPUMEHEHHUEM HH()OPMAIIHOHHBIX
TE€XHOJIOTH.

st obecrieuennst HanOombIeH 3ppexkTuBHOCTH 00pa30BATEIHLHOTO MPOIlecca B
Kypce JTaHHOW y4eOHOW AUCIMILTUHBI UCTIONB3YIOTCS B TIPOIIECCe O0YUCHHSI TEPEIOBhIC
00pa3oBaTeNbHbIC TEXHOIOTHH:

1) TpaguIIMOHHBIE 00pa30BaTEIbHBIC TEXHOIOTUU (MH(OPMAIIMOHHAS JICKIIHS,
MPaKTHYECKHUE (CEMHUHAPCKUE) 3aHATHS ),

2) TexHoorHs Mpo0IeMHOro oOyueHus (mpobOaeMHast TeKIUs, TPAKTHUECKUE 3aHITHS
B (hopme mpakTHUKyMma, Kelc-MeTo/1a);

3) UrpoOBBIC TEXHOJIOTHH (POJICBBIC U JICIOBBIC HTPHI);

4) TeXHOJOTHH MPOEKTHOT'0 00yUeHHUs (TBOPUECKHIT MPOEKT);

5) MHTEPaKTUBHBIC TEXHOJIOTHH (CEMUHAP-IUCKYCCHSI);

6) nH()OPMaITMOHHO-KOMMYHHKAIIHOHHBIE 00pa30BaTEIbHBIC TEXHOJIOTUU (JICKIIHSI-
BU3YyaJIU3allusl, IPAKTHYECKHIE 3aHATUS B POpPME TIPE3CHTAIINN )

JIeKIIMOHHBIE 3aHITUS HAPSAY ¢ COOOLICHHEM y4eOHOM NHPOPMALIUY MPEATIONIATal0T
U pe-IIeHHUE CICAYIONINX AUIAKTHYSCKUX 3a/1a4: 3aHHTEPECOBATh CTYJICHTOB U3y4aeMOn
TEMOU, pa3pyIIUTh HEBEPHBIC CTEPEOTHIIBI, YOSAUTh B HEOOXOIUMOCTH TITyOOKOTO OCBOCHHSI
MaTepuala, moOyIuTh K CAaMOCTOSITEIIbHOMY TTOUCKY M AKTUBHOW MBICIIUTEIIbHOM
JeSITeIbHOCTH, TOMOYb COBEPILIUTE EPEX0]T OT TEOPETHUUECKOTO YPOBHSI COI[UAIBHO-
HKOHOMMYECKOTO TJIAHUPOBAHUS B MYHUIIUTIATBHBIX 00pa30BaHUAX K PUKIAIHBIM 3HAHUSIM
B JAaHHOU 00JIaCTH.

[TpoBeneHmne rpynmoBbIX (CEMUHAPCKUX U MPAKTHUECKUX ) 3aHATHI MIpeoiaraet
pelieHre pa3sHo0Opa3HbIX TUAAKTHUECKUX 3aa4: 3aKperIeHHEe MOIyYeHHBIX 3HaHUH,
(dhopMUpOBaHNE YMEHUS IPUMEHSITH UX Ha MPAKTUKE, COBEPIICHCTBOBAHUE YMEHUs paboTaTh
¢ uH(popMaImei, aHaTM3upoBaTh, 0000IIATh, IPUHUMATH U OOOCHOBBIBATH PEIICHUS,
apryMEeHTHPOBAHO 3alIHIIATh COOCTBEHHBIE B3TJISIIBI B IMCKYCCHH, B3aUMOJICHCTBOBATH C
JIPYTUMHU YJIEHAMU TPYIIIHI B IIpoIlecce pa3peiieHuss KOHPIUKTHBIX CUTYaIIUi.

6 Y4eOHO-MeTOqMYECKOE 0O0ecTIedeHHe CAaMOCTOATEIbHOM padoThl 00y4al0IMXCs

[IpencraBieHo B mpuiioxeHuu 1.

7 OueHOYHBIE CPEACTBA LISl POBEICHUS NIPOMEKYTOYHOM ATTeCTALUN
[IpencraBieHbl B IPUIOKEHUU 2.

8 YueOHO-MeTOAMYECKOE U MH(POPMAIIMOHHOE o0ecneyeHne TUCIMIIHHbI

a) OcHoBHas JUTEpaTypa:

1. Abynamze, 1. I'. JlokyMeHTalMOHHOE 0OecrieueHUe YIPaBICHUS TIEPCOHAIIOM :
y4eOHUK U MPAKTUKYM JJIsl CpeiHero npodeccuonaibHoro oopazosanus / J. I'. AGynanze,
W. b. Bempsiokkuna, B. M. MacnoBa. — 3-e u3ja., nepepab. u 1on. — Mocksa :
WznarensctBo FOpaiit, 2024. — 374 ¢. — (IIpodeccuonansuoe oopazosanue). — ISBN 978
-5-534-16657-6. — Texkcr : anexkTpoHHbIH / OOpa3zoBarenbHas iatgopma FOpaiit [caiit].
— URL.: https://urait.ru/bcode/538144 (narta oopamenus: 08.02.2024).



2. Kysuernos, . H. JlokymeHTaimoHHOE 00ECTIEUeHHE YIIPABICHHS IIEPCOHATIOM :
y4eOHUK U npakTukyM ais By30oB / M. H. Ky3nenos. — 3-e u3n., nepepal. u gom. —
Mockga : M3narensctBo FOpaiit, 2024. — 397 ¢. — (Bricmiee o6pa3oBanue). — ISBN 978-5
-534-16692-7. — Tekcr : anekTpoHHbI // Obpa3zoBaTenbHas miardopma Opaiit [caidt]. —
URL.: https://urait.ru/bcode/536192 (nara obpamienus: 08.02.2024).

3. loponuHa, JI. A. OpraHuzanusi 1 TEXHOJOTHS TOKYMEHTAIMOHHOTO 00eCTIeYeHUS
yIIpaBJICHU : yUeOHUK U MpakTUKyM 1uist By30B / JI. A. loponuna, B. C. UputukoBa. — 2-¢
u3n., nepepad. u non. — Mocksa : M3parensctBo FOpaiit, 2024. — 270 c. — (Bricuee
obpazoBanue). — ISBN 978-5-534-16016-1. — TexkcT : anekrponnsiii // O6pa3oBaTenbHas
wiargopma FOpaiit [caiir]. — URL: https://urait.ru/bcode/536404 (nata obparieHus:
08.02.2024).

0) /lomoJiHUTe/IbHAA JIUTEpaTypa:

1. [TaBnoBckas, O. FO. IIpaBoBoe obOecrieueHre KaapoBOTO ACIONPOU3BOICTRA :
yaebHoe nocobue a1 By3oB / O. 0. I1aBnoBckas. — 2-e uzn., nepepad. u jgon. — Mocksa :
WznarensctBo FOpaiit, 2024. — 288 ¢. — (Bwiciiee obpazoBanue). — ISBN 978-5-534-
17518-9. — Tekcr : anexkTpoHHbIH // OOpa3oBarensHas miatdopma KOpait [caiiT]. — URL:
https://urait.ru/bcode/533234 (mara obpamenus: 08.02.2024).

B) MeToanuyeckue yKasaHus:
[IpencraBieHsl B IPUIOKEHUH 3.

r) lIporpammHuoe obecneuenue u UHTepHeT-pecypcebl:

IIporpammuoe obecnevyenue

HanmenoBanue .
o Ne norosopa Cpoxk nelicTBUS TULIEH3UH
MS Office 2007
Professional Ne 135 ot 17.09.2007 6eccpodHo
7Zip cB00OO0aHO pactpocTpansemoe [10 6eccpouHo

Hpocbeccnonanbm,le 0a3bl JAHHbIX U I/IH(l)OpMaIIHOHH])Ie CIIPaBOYHLIC CUCTEMbI

Hassanue kypca Cchuika

HNudpopmanronnas cucreMa - baHk 1aHHBIX yrpo3
6e3onacHoctu nHpopmaru ®CTIK Poccun

https://bdu.fstec.ru/?
ysclid=lujkqy7cnw630508962

HNudopmannonHas cucrema - HopMaTuBHbIE paBOBbIE
aKThl, OpraHU3alMOHHO-PACIOPSIUTEIBHBIE
JIOKYMEHTBI, HOPMaTUBHBIE U METOJUYECKHE
JIOKYMEHTBI U ITOATOTOBJICHHBIE IPOEKTHI JOKYMEHTOB
no Texuuueckoit 3anmre nHpopmanuu PCTIK Poccun

https://fstec.ru/tekhnicheskaya
-zashchita-
informatsii/dokumenty-tzi?
ysclid=lujknksfy724757053

MexyHaponHas peepaTuBHas U OJTHOTEKCTOBAs
cIIpaBOYHas 0a3a JaHHBIX HAYYHBIX U3IaHUI «Springer
Naturey

https://www.nature.com/sitein
dex

®denepanbHbIi 00pa30BaTENbHBIN TOPTAT — DKOHOMHKA.

Cormmonorusa. MeHeHmKMEHT

http://ecsocman.hse.ru/

DnekTpoHHbIe pecypebl ondmuoreku MI'TY um. 1.
HocoBa

https://host.megaprolib.net/M
P0109/Web

Poccuiickas I'ocynapctBennas Oubnuoreka. Karaigoru

https://www.rsl.ru/ru/4readers
/catalogues/




denepanbHOE TOCYAAPCTBEHHOE OIOKETHOE

yupexaenue «DenepanbHblii HHCTUTYT URL: http://www1.fips.ru/
MPOMBIIIUICHHOH COOCTBEHHOCTHY

HanmonaneHas nHGOpMaIMOHHO-aHATTUTHYECKAs URL:

cucrema — Poccuiickuii nHaeke HayaHoro nutupoBanus | https://elibrary.ru/project_risc.
(PUHID) asp

DrekTpoHHas 0a3a nepuoauuecKkux n3nanuii East View

Information Services, OO0 «MIBUC» hitps://dlib.eastview.com/

9 MaTtepuajibHO-TEXHHYECKOe o0ecreyeHne TUCUUIINHBI (MOLYJIs1)

MarepuaabHO-TEXHHUECKOE 00ECIICYCHHUE IUCITUTIINHBI BKITIOYACT:

1. YuebHble ayTuTOpHUU AJIS IPOBEACHHS 3aHATHH JICKIIMOHHOTO THIIA:
MYJIbTUMEIMHHBIE CPEJCTBA XPAaHEHHUS, TIEPEIavyy U TPEACTaBICHUS HH(popMaIiu

2. YuebOHble ayTUTOPHH IJIs1 TPOBEICHUS MPAKTHYECKUX 3aHATHIA, TPYIIIOBBIX U
WH/IMBUYAIbHBIX KOHCYJIbTAIUN, TEKYILEr0 KOHTPOJIS ¥ IPOMEKYTOUHON aTTeCTAlUN:
MYJIbTHMEINIHBIE CPECTBA XPAaHEHHS, TIEPEIayr U TPEACTaBICHUS HH(POPMAINH; KOMILIEKC
TECTOBBIX 33/IaHUH JUTS IPOBEACHUS IIPOMEKYTOUHBIX U pyOEKHBIX KOHTPOJICH.

3. ITomereHus A5 CaMOCTOSITENILHOM pabOThl: 00Yy4arOIUXCs: IEPCOHATIbHBIE
komIbioTepsl ¢ makeroM MS Office, Beixoom B IHTEpHET U ¢ IOCTYIIOM B 3JICKTPOHHYIO
nH()OPMAMOHHO-00pa30BaATEILHYIO CPEY YHHBEPCUTETA,

4. IlomeneHus A5t XpaHEHUS ¥ TPOPIIAKTUIECKOTO 00CTYKHBaHUS y4eOHOTO
obopymoBaHus: KAkl TSI XPAHCHUS Y4eOHO-METOINICCKON JOKYMEHTAIUH, YIeOHOTO
000pyI0BaHUs M y4eOHO-HATISAHBIX TOCOOU



IMPUJIOKEHUE 1

[lo panHO¥M nucHUIUIMHE 1O Y4eOHOMY IUIaHY HPEeIyCMOTpPEHa ayIuTopHas U
BHEAYJAUTOPHAS CaMOCTOSTEIbHAsA paboTa 00ydaronuxcs. AyIUTOpHAs caMOCTOsITeNbHas paboTa
CTYJICHTOB TMpEANoiaraeT KOHTPOJIbHOE TECTUPOBAHME, pEIIeHHWE KOHTPOJIbHBIX 33/Jad Ha
MPaKTUYECKUX 3aHSATHUSX.

Ilpakmuueckas pavoma «Oghopmaenue 00Kymenmoe npu npueme Ha padomy»

JlenoBast urpa (curyanusi) MPOBOJUTCS C LIEJIbIO 3aKPEIUICHUS TEOPETUYECKUX 3HAHUMN
CTYACHTOB II0 paccMaTpuBaeMoOi InpoOjeMe pa3BUTHUS HAaBBIKOB KOMAaHAHOM paloThl,
MEXITMYHOCTHOW KOMMYHHKAIIUU, IPUHATUS PELICHUH, TUIEPCKUX KAaueCTB.

Ienp nenoBoit urpel. [IpoBepUTh M OLEHUTH YPOBEHb TEOPETUYECKOH MOATOTOBKU
CTYJCHTOB, 3aKpENUTh IPAKTUYECKUE HABBIKM B O00JIACTM KaJpPOBOIO JEJIONPOU3BOJCTBA
NEeSITEIbHOCTH OpraHu3aluil, mnpeanpusTuil, ¢GupM pasHbIX (GOpM COOCTBEHHOCTH M BHUAA
nesTeNIbHOCTH. [IOHATH posib JOKYMEHTOB M MX 3HA4€HME, KaK IPABOH OCHOBBI JAEATEIbHOCTU
caMOM OpraHu3anuM, TaK UM COTPYIAHHMKOB, M Kak ©0a3bl CO3[JaHMs palMOHAJIBLHOIO
JOKYMEHTAllMOHHOI'O 00eCIIeYeHHUs.

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

JlenoBass urpa npoBoauTcs B mapax. OAMH YYacTHMK BBINOJIHAET POJIb COUCKATENs
pabotsl. Bropoii — coTpyanuka otaena KaapoB. Kaxkplii U3 y4aCTHUKOB JJOJDKEH MOOBIBATH U B
TOHU U B APYTrOM POJIu.

Oransl JeI0BOM UTPBHI.

1. Jlaiite o0OIIyl0 XapakTEpUCTUKY JESATEIbHOCTH OpraHu3alid, B KOTOpod Bbl
OCYILECTBIISICTES/XOTENH Obl OCYLIECTBISTh TPYIOBYIO NIEATEILHOCTh (OpraHU3alysl Ha BHIOOP
cryaenTta). Onummre HampaBiieHHs paOOTbl M OCHOBHBIE 33Jayd OpPraHU3alUU (BO3MOXHO
oOpallleHue K cadTaM OpraHuM3allMii W OPEeInpUsITHUH JUIsl XapaKTEepUCTHUKU OCHOBHBIX
HarpaBJIeHUH).

2. BbI coTpyaHHK OTneNa KaapoB. BaM HE0OX0IMMO POBECTH OTOOP MPETEHIEHTOB Ha
BAaKaHTHYIO JOJDKHOCTh. Omuimre 3Tanbl O0TOOpPa W HPEUMYILIECTBEHHBIX XapaKTEPHUCTUKU
Y4aCTHUKOB O0TOOpa B COOTBETCTBHH C TpeOoBaHUAMHU opranuzaunu. Couckarenb. OGopMuUTh OT
CBOETO JINIIA 3asIBJIEHUE O pHUeMe Ha paboTy, pe3roMe.

3. Corpynnuk otaena kanpoB. OGopMHTE TPYIOBOH AOTOBOP (C MOIPOOHBIM OMHCAaHUEM
BCEX CYIIECTBEHHBIX YCIOBHI JOroBOpa), NpUKa3 o mprueMe Ha padory.

4. ChopMynupyiTe BBIBOIBI [TO IPOBEAECHHON UT'PE OT JIMLA COTPYIHUKA OT/ela KaJApOoB U

couckaTenst paboThl

IIpakTuueckass padora «Hopmamuenana peziameHmayus OOKYMEHMUPOBAHUSA
Kaopoeoit 00KymeHmauyuu

3anonnume madauyy

n/m HanmenoBanue Perucrpanuonssie naHHbIe Cdepa perynmpoBanus
HOPMATUBHOT'O JOKYMEHTA | HOPMAaTHUBHOI'O JOKYMEHTa




Pewenue keiicos

Keiic — 3agaua Nel

[MonroroButs npukaz OO0 «Kapsepa» o pazpaboTKe MOJOKEHHUS O HOBOM CTPYKTYPHOM
nonpaszaenenuu «OTen oleHKN U 00ydeHus». YKaxuTe 1elb npuKkaza. B nmpukase npeanucano
JUPEKTOPY IO NEPCOHAILY Pa3padoTaTh MPOEKTHI MOJOKEHUS; HaYaJIbHUKaM OT/€JIa MapKETUHTa,
IOPUIMYECKOTO OTJENa, OyXralTepun MpoBecTu BuzupoBaHue 10 15.12.2016; Ha yTBepx)acHUE
MOJIOXKEHUE TMpeacTaBisitoress B cpok o 20.12.2016. KonTponupoBaTh BBIIIOJIHEHUE IMPUKa3a
OyZeT 3aM. reHepajIbHOro JUPEKTOpa 1o oomumM Bonpocam Muxees FO.I1.

Odopmuts mpukaz B coorBerctBuu ¢ TpeboBanusimu ['OCT P 6.30-2003 co Bcemu
HeoOXoauMbIMU pekBuzuTamMu. Odopmure BbIMHCKYy U3 mpukaza. OQopmMute NepBbIA JIUCT
MOJIOKEHUS O CTPYKTYPHOM Mojpa3zaeieHnu «OTaen OUeHKH U 00 yUeHUsI».

Keiic-3agaua Ne2 «CocraBieHue KagpoBoi JOKyMeHTalluW»

Cutyanus: Bl paGoTaere B KOMIIaHUU B OTJelI€ KaipoB. Bam HE06X0AMMO OATOTOBUTH
HPOEKTHI KaJAPOBHIX JOKYMEHTOB

1. Ha ocHOBaHUM 3aKIIIOYEHHOTO TPYAOBOrO J0roBopa O npueme Bac Ha 1OIKHOCTDH
MEHeKepa Mo paboTe ¢ MEPCOHAIOM B Typuctudeckyro pupmy «boH-Bosk» opopmute npukas
10 JINYHOMY COCTaBY O mpHeme Ha paboty (o yauduiposantoit hpopme T-1).

2. CocraBbTe U 0(OopMHTE 3asIBIICHUE O IIEPEBOJIE HA JPYTyIO paboTy, B KOTOPOM YKKUTE
CTPYKTYpHOE MOJpa3/eieHue, NOKHOCTh, NPU HEOOXOJUMOCTH — OCOOEHHOCTH B padore
(HenosHBIN pabouuil neHb, moyacoBas omara). Ha ocHoBaHMM 3asiBIIEHUS] COCTaBbTE MPHUKA3 110
yaupunupoBanaoit popme T Ne 5.

Hnousuoyanvnou 3aoanue Nel «Ayoum Kaopoeoii OOKymeHmauuu KOHKPEmHOU
opzanuzauuu»

CTy#eHT ynmoCTOBEpsieTCSl B HAIMYMU  OOS3aTENbHBIX KaJpOBBIX JIOKYMEHTOB B
OpraHM3alliyi: MpPaBWIAa BHYTPEHHETO TPYJOBOTO pPACHOPSIKA, IOJOXKEHHE O 3alluTe
NEPCOHANBHBIX JaHHBIX PaOOTHHUKOB, MHCTPYKLMU IO OXpaHE TpPyHa, TPYIOBBIE IOTOBOPHI,
MTaTHOC pacCIIMCaHHUcC, Fpa(bI/IK OTIIYCKOB, IMPHUKAa3bI 110 OCHOBHOM JACATCIIBHOCTH, IPUKA3bl I10
JUYHOMY COCTaBY (TIpUeM, MEPEBOA, NMPENOCTaBICHUE OTIyCKa, YBOJbHEHHE, HalpaBJIEHUE B
KOMaHJIUPOBKY, MOOLIpEeHUEe pabOTHUKA), NTW4Has kaprouka Ne T-2, tabGemp ydera pabouero
BpPEMEHH, JXypHaJl YydeTa IPOXOXKACHUS HMHCTPYKTaXa IO OXpaHe Tpylda, XKypHal ydera
MCpOHpI/IflTI/Iﬁ IO KOHTPOJIIO, JOJLKHOCTHBIC HHCTPYKIHH.

CocraBisieTcst OTUET IO pe3ysbTaTaM ayIupOBaHMs KaJIpOBOM JOKYMEHTAIUH.

Kparkue MeToauueckue ykazaHus
MaxkcuManbHO 3a UHAMBHIAyanbHOe 3agaHue Nel MoxHO mnomyuuth 35 0Oamios.
Beimonusercs nnauBuyanbHoe 3a1aHue Ne 1 Ha KOHKpPETHOM Ipumepe.

NuauBuayanbHoe 3a1anue Ne2 «JIokajJbHbIH HOPMATHBHBIN aKT OPraHU3aluN»

CyTp 3aaHusi COCTOMT B COCTAaBJIEHHMH OPTraHMU3aLMOHHO-TIPABOBOIO JOKYMEHTa,
OTCYTCTBHE KOTOPOTO BBISBJICHO B PE3yNIbTaTe ayIuTa KaJpPOBOH JOKYMEHTAIMH. B JOKYMEHTE
OyZneT oTpaykeHbl TpeOOBaHUS U TIPABIIIA OJTHON U3 (PYHKIIMH YIIpaBlIeHUs IEPCOHAIOM, TpaBUia
JOKYMEHTHPOBaHUS WH(POPMAIMK B OpPTaHU3AIMH TI0 JTAHHOMY HAIPaBICHHUIO (B MPHIOKCHUN
00s13aTeNIbHO HaJMuue (GOpM JOKYMEHTOB, HEOOXOAMMBIX [UI TOKYMEHTHUPOBAaHUS HHPOPMALIUU
110 TAHHOMY HaIpPaBJICHHUIO JIEATEILHOCTH KaIPOBON CITY>KOBI).

JIOKyMEHTBI, KOTOpble MOTYT OBITh pa3paboTaHbl Ajisi opranuzanuu: Ilomoxenue 06
ormjiate TpyAa W MaTepHalbHOM CTHMYJIUpOBaHWH, [lepedeHb ITODKHOCTEH pabOTHHKOB C
HEHOPMUPOBAaHHBIM pabouuM paHeM, [paduk cmenHoctu, Ilomokenue 006 arTecranuw,
ITonoxenne o NpeMUPOBAHUH.



KpaTKI/Ie MECTOAUYCCKUEC yKaSaHI/ISL MaKCI/IMaHLHO 34 BBIIIOJIHCHUC I/IHIII/IBI/II[yaJIBHOFO
3alaHusi MOXKHO TosyunTh 20 6amnoB. BeimonHseTcs nHaAuBHAyabHOE 3a1aHue Ne 2 B pamKkax
MIPAKTUKO-UHTETPUPOBAHHOTO O0yUEHUSI.

Teer Nel

1. KakuM 3aKoHOJATeIbHBIM JOKYMEHTOM peryJUpyHTcs TPYAOBble NPABOOTHOIIEHUS
padoTonareJisi M padOTHHKA?

a) YToJlOBHBIM KoJiekcoM PD;

0) TpynoBbeM KosiekcoM PO;

B) XXumumiaeiM konekcom PD.

2. Kakue nepcoHajbHbIe JaHHbIE PA0OTHHKA PYKOBOAMTEIb He MMeeT NpaBa moJay4yarhb?
a) CeMelfHOE TTOJIOKEHUE;

0) MecTo poxaeHUs pabOTHHUKA;

B) JlaHHBIE O MOJIUTHUYECKUX, PEIIUTHO3HBIX U UHBIX YOSKIEHUSAX U YACTHOW )KU3HU paOOTHUKA.
3. Kakue 10KyMeHTHI He TPeOYIOTCS NMPHU 3aKJIKYEHHH TPYI0BOro 10roBopa?

a) [Tacnopr;

0) TpynoBas KHMXKKa;

B) COeperarenbHast KHUXKKA.

4. C xakoro Bo3pacra J0NycKaercs 3aKJIl0YeHHe TPY/10BOro Aoropopa?

a) C 13 ner;

6) C 16 ner;

B) C 18 ner.

5. KTo He siBJIsieTCSI CTOPOHOM TPYA0BOI0 10roBopa?

a) PaGoTHUK;

0) Paboronarens;

B) ['ocynapctso.

6. Kakux yc/10BHii B TPy10BOM /10r0OBOpe He cyliecTByer?

a) O0s3aTeNbHBIX;

0) JlonmomHUTENbHBIX;

B) UacTHBIX.

7. Kakux Tpy0BBIX J0TOBOPOB 10 CPOKY HX /IeiiCTBUS He CylecTBYeT?

a) beccpounsix;

6) CpouHBIX;

B) [IpephIBUCTHIX.

8. UTo He siBJIsIeTCS] OCHOBAHHMEM U1l 3aKJII0YEHHUsI CPOYHOT0 TPY/AOBOI0 10roBopa?
a) Xapakrtep MpeJCcTosIeld paboThl WIIK YCIOBUS €€ BBINOJIHEHUS;

6) Coruamenre CTOPOH TPYIOBOTO JTOTOBOpa 0e3 ydeTa XapakTepa MpeaAcTosieid poOoOoThl U
YCIIOBUH €€ BBIMOJIHEHUS;

B) HeOpexxHOCTh B 01eK /1€ padOTHHUKA.

9. KakoB MUHHMAJIBHBII CPOK CPOYHOI0 TPYAOBOI0 10roBopa?

a) He orpanuuen;

0) 1 mecs;

B) | roxm.

10. KakoBa HOpMaJIbHasI IPOAOJIKUTENBHOCTh Pa00o4ero BpeMeH! B HeAeI10?

a) 30 gacos;

0) 40 gacos;

B) 50 yacos.

11. K oprann3animoOHHBIM JOKYMEHTAM OTHOCATCS (HAa3BaTh HYKHbIe BADHAHTHI):
a) aKThl;

0) ycTaBbl;

B) IITATHOE PAaCIHUCaHUE;

I') JOJDKHOCTHAsI MHCTPYKIIHS,

1) OTYETHI,

€) Im1MchMa.



12 Kakoii 01aHK OpraHu3auuM NPUMEHSIOT s oQopMJeHHS] NMPHKa3a MO OCHOBHOWM
AeATeIbHOCTH?

a) OJaHK MHCHMA,

0) 0J1aHK KOHKPETHOTO BHJIa IOKYMEHTA;

B) OJIaHK JOJDKHOCTHOTO JIHIIA.

13. IloanucbIiBaeT NPUKA3BI

a) pyKOBOJUTEIIb CTPYKTYPHOT'O MOAPA3AEICHUS;

0) pyKOBOJMTEIb OpPraHU3aIiH;

B) JIOJKHOCTHOE JINL[O-COCTaBUTEIBIIPUKA3A.

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

0) BU3BI COTJIaCOBaHUS;

B) rpu( OrpaHuveHus J0CTyNa K JOKYMEHTY.

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

0) BHYTpEHHETO;

B) IIOCTOSIHHOT'O;

T') IEPEMEHHOTO;

1) cIy4aitHOrO;

€) BXO/IAIIETO.

16.ITo kakoii cxeMe CTPOUTCS TEKCT CJIy:KeOHOro mucbma?

a) KOHCTAaTUPYIOIAsl YaCTh — PAaCHOPSINTENIbHAS YacTh;

0) BBelleHUE — AHAIUTUYECKAs YaCTh — 3aKII0YCHHUE;

B) BBOJIHASI YaCTh — OCHOBHAS YacTh.

17 . KTo moanuceIiBaer 3asgBJjieHne”?

a) pyKOBOJUTEIb OpraHU3alliy;

0) pyKOBOAMTENh CTPYKTYPHOTO MOAPA3ICICHHUS,

B) COCTaBUTEb.

18.Kakoii peKBH3MT HYKHO OQOPMHUTH, 4YTOObI KONHUS JAOKYMEHTa mpuodpesa
IOPUAHYECKYIO CHITY?

a) OTMETKa O 3aBEPEHUU KOIINH;

0) oTMeTKa 00 UCTIOJIHUTETIE;

B) UJCHTU(UKATOP IIEKTPOHHOM KOIMH JOKYMEHTA.

19.Kakmue 1Ba BHIA COIJIACOBAHMS TOKYMEHTOB CYIIECTBYIOT?

a) BHEIIIHEE;

0) BCTpEUHOE;

B) BHYTPEHHEE;

T') YacTHOE.

20.Ilpouecc oOTHeceHHsl AOKYMEHTOB K ONpeldeJeHHOMY /ey W CHCTeMATH3alMs
JIOKYMEHTOB BHYTPH HEro Ha3bIBaeTcsl;

a) (hopMuUpOBaHUEM JIET;

0) HOMEHKJIaTYpOH JIe;

B) perucTpanuei J0KyMeHTOB.

21.Kakoii 1T0oKyMeHT BXOJUT B CHCTEMY PACHOPSANTEIbHOI TOKyMeHTaumn?

a) ycTasB;

0) ykazaHue;

B) 00BSCHUTEIbHAS 3aIHCKA.

22 Kakoii 0JaHK JOKYMEHTA OPraHHM3ali¥ NPHMEHSIIOT NMpPU 0(OpPMJIEHHN BHYTpPEHHEH
JAOKJIAJHOH 3anuCcKu?

a) OJaHK MHUCHbMa;

0) 6J1aHK CTPYKTYpPHOTO MOJPA3/IeICHUS;

B) 00N Oi1aHK.

23.K kakomy BHY NPHKAa30B MOKHO OTHECTH NPHUKAa3 0 NpueMe Ha padory?

a) MpUKa3 10 OPraHU3allMOHHBIM BOIIPOCAM;



0) mpuKa3 Mo OCHOBHOH J1ESATEIbHOCTH;

B) MpHUKa3 M0 JUYHOMY COCTaBY.

24110 kakoii cxeMe CTPOMTCS TEKCT PACHOPSI/ANTEIHLHOI0 1I0KyMeHTa?

a) BBOJIHAS YaCTh — PaCHOPSAUTENbHAS YacTh;

0) BBO/IHAS 4aCTh — OCHOBHAs YacTh;

B) BBOJIHAs YacTh — QHAJIMTUYECKAs YACTh — 3aKJIFOUUTENIbHAS YacTh

25.001mme pyHKUUM 0PUIHATBHBIX JOKYMEHTOB:

a) nHGOpMaIMOHHAs (IOKYMEHT CO3Jal0T ISl COXpaHSHUS HH(OpPMAITUN);

0) commanbHas (JOKYMEHT SIBJISICTCS COIMAILHO 3HAYMMBIM OOBEKTOM, TaK KakK CBS3aH C
OTpeIeNIEHHOM COIMAIbHOM MOTPEeOHOCTHIO);

B) KOMMYHHMKAaTHMBHas (JOKYMEHT BBICTYNA€T CPEACTBOM CBSI3U MEXKIY OpraHu3alMsIMH U
JIPYTMMHU OOILIECTBEHHBIMU CTPYKTYpaMHu);

Kparkue meToguyeckue yka3aHusi

Tect Ne 1 cocTtouT u3 6710Ka B 25 BOIPOCOB, KX MTPaBUILHBIN OTBET HA BOTIPOC OLICHUBACTCS
B 0,16 6ayna. MakcumanbHo 3a TectT Nel MokHO nosyuuTs 4 6aimia. Bpems, orBoaumoe Ha tecT Ne
1, coctaBnsier 10 MUHYT.



MNPUJITOKEHHUE 2

Ouenoqnme Cpeacrea NMpoBEACHUA HpOMe)KyTO‘lHOﬁ aTTeCTallumn

IlnanupyeMble pe3y/bTaThl 00y4eHHS M OLIEHOYHbIE CPeACTBA Il NPOBeJeHHs] IPOMEKYTOYHOH ATTeCTAIUM:

Kon Nuaukarop qoCTHXREHUS OueHouHbIE CpeACTBA
WHIMKATOpa
OIIK-5: Cnoco0eH ucnoJIb30BaTh COBpeMeHHbIe HH()OPMALMOHHBIE TEXHOJOTHU M MPOrPaMMHbIE CPeICTBA MPH PelieHUuH NMPodeccHoHAIBHbBIX
3aja4.
OIIK-5.1. 3HaeT u BbIOMpaer Keiic — 3a0aua Nol
COBPEMEHHbBIE [MoaroroButs mpukaz OO0 «Kapwsepa» 0 pa3pabOTKe TOJOKEHUS O HOBOM CTPYKTYPHOM
nH(pOpMaLIMOHHbBIE nonpazaeneHuun «OTAen OIeHKH M O0ydeHHs». YKaXHTe Lelb MpuKa3a. B mpukaze mnpeanucaHo
TEXHOJIOTHHI U | IUPEKTOPY MO TEepCOoHaNy pa3paboTarbh MPOEKThl MOJIOKEHUS; HadyallbHUKaM OTJela MapKETHUHTa,
MPOrpaMMHBIE  CPEJICTBA, | IOPUIUYCCKOTO OTHea, OyXraaTepu IpOBECTH Bu3UpoBaHue 10 15.12.2016; Ha yTBEpKICHHE
MIPUMEHSIEMbIE JUISL | TIOJIO’KEHHUE MPECTaBIsAIOTCS B Cpok 10 20.12.2016. KoHTpoaupoBaTh BHIIIOJIHEHHE TIPHKa3a OYJET 3aMm.
pelieHus 3a/1a4 | TeHepalbHOTO AUpeKTopa 1o oduum Bonpocam Muxees FO.I1.
npodeccnoHaTbHOM Odopmute mnpukaz B coorBerctBun ¢ tpeboBanusmu ['OCT P 6.30-2003 co Bcemu
JeSITeIbHOCTH HeoOXxoauMbIMU pekBu3uTaMu. OdopmuTe BHIMUCKY U3 npukaza. Opopmure nepsplii JUCT MOTOKEHUS O
CTPYKTYpHOM nojipazieieHun «OTIe] OLICHKU U 00YUCHUS».
OIIK-5.2. [Tpumensier Keiic-3a0aua Ne2 «Cocmasnenue Kaoposoii 00OKymeHmauuu)
COBPEMEHHBIC Curyanus: Bel paboTaeTe B KOMITAaHUH B OT/IeJIe KaapoB. Bam He0O0X0uMO MOATOTOBUTE MPOEKTHI
nH(OpPMaIIOHHBIE KaJIpOBBIX TOKYMEHTOB
TEXHOJIOTHH u Ha ocHoBanuu 3aKJIF04€HHOTO TPYAOBOIO JIOrOBOpa 0 mpueme Bac Ha J0DKHOCTH MEHEIKepa 1o
MporpaMMHBIE  CpelCTBa | paboTe C MepCOHANOM B TypUCTHUECKYIO (hupmy «boH-Bosk» opopmuTe nmprkas mo TMYHOMY COCTaBy O
JUTS pemieHus | npueme Ha paborty (o yHuduimposanuoit popme T-1).
npodeccnoHaNbHBIX 3a7a4 CoctaBpTe M odopMHUTE 3asBICHHE O TMEPEeBOJE Ha JPYryl0 paboTy, B KOTOPOM YKAKUTE
CTPYKTYPHOE TOJpa3CICHHE, JOIKHOCTh, ITPU HEOOXOJUMOCTH — OCOOEHHOCTH B paboTe (HEMOJHBII
pabounii 1eHb, MovyacoBas oruiara). Ha ocHoBaHMM 3asBIEHUS COCTaBbTE MPHUKA3 MO0 YHUPHUIIMPOBAHHON
dopme T No 5.
OIIK-5.3. Hcnonb3yer 1. TloHATHE OPTTEXHUKHU.
COBpPEMEHHBIE  CpEJCTBa 2. KnaccudukannoHHbIe TPYIITBI 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
ACATCIIbHOCTHU

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

ITIK-2 Cnocooen

OCYHICCTBJIATH OICPATUBHOC U CTPATCTUYCCKOC YIIPABJCHUEC YE€JTOBCUYCCKUMHU pECypCaMi Opranusanuu

IK-2.1. paszpabaThIBacT Huousuoyanvnoe 3aoanue Ne2 «/lokanvHblii HOpMAMUGHBLIL AKM OPZAHU3AULUY
TIJIaHBI, TEXHOJIOTHH, CyTph 3afaHusi COCTOMT B COCTABJIEHHWU OPTaHU3ALMOHHO-TIPABOBOrO JOKYMEHTA, OTCYTCTBHUE
UHCTPYMEHTHI U | KOTOPOTO BBISIBIICHO B pe3yJbTaTe ayAuTa KaJApOBOW TOKYMEHTALMU. B JOKYMEHTE OYIEeT OTpa’KeHbI
MpOLEAYphl  YIpaBlieHUs | TpeOOBaHUS M TpaBWIA OJHOW W3 (YHKIMHA YIpaBICHHUS IMEPCOHATIOM, TpPaBHUa JOKYMEHTHPOBAHUS
YeJI0BEYECKIUMHU nH(pOpMallK B OpraHU3aly MO0 JAaHHOMY HaIlPaBJICHUIO (B MPHJIOKEHUU 00s3aTeNIbHO Hamuuue (Gopm
pecypcamu B 00JacTH | JOKYMEHTOB, HEOOXOIMMBIX [UIsi JOKYMEHTHPOBaHUs HWH(OpMANMM IO JaHHOMY HaIpaBIICHUIO
hopmMupoBaHHS U | IeATEILHOCTH KaJIPOBOM CITY>KOBI).
WCIIOJIB30BaHUS TIEPCOHAIA JIoKyMEeHTBI, KOTOpbIE MOTYT OBITh pa3paboTansbl [j1s opranuzanuu: [lomoxxenue 06 oriare Tpyaa
(pexkpyTuHra, ympapleHUS | U MAaTEpUaIbHOM CTUMYIUpOBaHUHU, [lepeueHs JOIKHOCTEH paOOTHUKOB ¢ HEHOPMUPOBAHHBIM pabouyuM
ajganTanued, oueHku u | aHem, ['paduk cmennoctu, [lonoxenue o6 arrecranuu, [lonoxenue o mpeMUpoBaHUU.
aTTecTalluu  TepcoHala,
YIIPaBIICHUS TPYAOBOI
MOTHUBAIIMEH H TIp.)

[K-2.2. PazpabarbiBaer Hnousuoyanvnoit 3a0anue Nel «Ayoum Kaopoeoit 00Kymenmayuu KOHKPEemHOU 0p2aHu3ayuu
IUIaHBl U TEXHOJIOTUU
pa3BUTHsI TIEpCOHala | CTyaeHT yJIOCTOBEpsETCs B HAIMYMK OOS3aTEIBHBIX KaJPOBBIX JOKYMEHTOB B OpPraHHU3allUU:
peanu3yeT MX B paMKax | IpaBUja BHYTPEHHEro TPYAOBOIO pACHOpsKa, IOJIOKEHHUE O 3alllUT€ NEPCOHAIBHBIX JIAHHBIX
CTPAaTETUYECKOTO paOOTHUKOB, MHCTPYKLIMHM [0 OXpaHe TpyHAa, TPYIOBBIE TOTOBOPHI, IITATHOE pachucaHue, rpaduk
YIPABICHUS OTITYCKOB, MPHUKAa3bl MO OCHOBHOW NEATENbHOCTH, MPUKA3bl MO JUYHOMY COCTaBY (MpHUEM, MEPEBO/I,
YEJIOBEUECKUMU MIPEe0CTaBICHUE OTITYCKa, YBOJIbHEHHUE, HAIIPABJIEHNE B KOMaHAMPOBKY, TTOOLIPEHUE PAOOTHHUKA), TUIHAS
pecypcamu opranuzanuu | kaprouka Ne T-2, Tabens yuera pabodero BpeMeHH, )KypHaI y4eTa MPOX0KACHUS MHCTPYKTaXKa M0 OXpaHe

Tpy/a, ’KypHaj ydyeTa MEPONPHUATUN 110 KOHTPOJIIO, JOJKHOCTHBIE HHCTPYKITUU.
CocraBisieTcs OTYET 10 Pe3yJIbTaTaM ayJUpPOBAHMS KaIpOBOU TOKYMEHTAIUU.

[1K-2.3. Opranuzyet 1. OnepatuBHOE XpaHEHUE JIUYHBIX JEII.
aAMUHUCTPUPOBAHUE 2. JIOKyMEHTHUpPOBaHUE y4eTa U OTUETHOCTH IO KaJIpaM.
MPOLECCOB 3. 3amuTa nepCcOHATBLHBIX JaHHBIX B KaJIPOBOH CITy:KOe
ONEepPaIMOHHOTO u 4. Pa3memnieHue u opranuzanus paboTsl KaapoBOil CITyKOBI.
CTPAaTETUYECKOTO 5. KommbroTepHbie cpecTBa MOATOTOBKH JIOKYMEHTOB.

6.

yIIpaBJICHUS

KOMHOSI/IHI/IOHHaH CTPYKTYpa TCKCTAa JOKYMCHTOB.




YeJI0BEYECKUMU
pecypcamul OpraHU3aIAH |
pabote CTPYKTYPHOTO
MOApa3ACIICHUs

7. OCHOBHBIC ITAITBl KOMITBIOTEPHOM IMOATOTOBKH TEKCTOBBIX KOMIIOHCHTOB JIOKYMECHTOB.
8. IloaroroBka TaOIUIl B JOKYMEHTAX.

9. TexHHueckue cpeacTBa O(UCHOMN JIEeATEITBHOCTH.

10. Kpurepun Be100opa 0(hucHON TEXHHUKH.




0) Ilopsanok mpoBeneHUs] MPOMEKYTOYHON aTTeCTAllMH, MOKAa3aTeJd W KPHUTEPHH
OLICHUBAHUS:

IIpoMexyTouHas arrecrauus MO IUCUUIUIMHE BKJIKOYAECT TEOPETUYECKUE BOIPOCH U
NPAaKTUYECKHE 3a/aHusl, BBIABISIOMIME CTENEHb C(HOPMUPOBAHHOCTH YMEHHH M BJIaJCHHIA,
IPOBOJIUTCA B (hOpME IK3aMEHa.

DOK3aMeH 10 JIaHHOM JMCLUUIUIMHE IPOBOJIUTCS B YCTHOH (hopMe MO 3K3aMEHAllMOHHBIM
OwieraMm, KaXIbli M3 KOTOPBIX BKJIIOYAeT 2 TEOPETHMUECKHUX BOIPOCA U OJHO IPAKTHUUECKOE
3ajlaHue.

Ilokazamenu u Kpumepuu oyeHUBAHUA IKIAMEHA:

— Ha oyenKy «omauunoy (5 6annoe) — odydarouUMiics JEMOHCTPUPYET BHICOKHI YPOBEHb
c(OPMHPOBAHHOCTH KOMIIETEHIMI, BCECTOPOHHEE, CHCTEMATHYEeCKOe U INIyOOKoe 3HaHue
y4eOHOT0 MaTepuasia, CBOOOJHO BBINOJNHAET IMPAKTUYECKHE 3aJaHus, CBOOOJHO ONEpPHpPYET
3HAaHUSMM, YMEHUSIMH, IPUMEHSIET UX B CUTyallUsAX MOBBIIIECHHOM CI0KHOCTH.

— Ha oueHKy «xopouioy (4 danna) — oOydaromMiics 1EMOHCTPUPYET CPEIHUI YPOBEHD
c(OPMHPOBAHHOCTU KOMIIETEHLIUH: OCHOBHBIE 3HAHMS, YMEHMsS OCBOCHBI, HO JOIYCKaIOTCS
HE3HAaYUTENbHbIE OIINOKN, HETOUHOCTH, 3aTPYAHEHMSI [IPH aHATUTUYECKUX ONEepalusiX, IEPEHOCe
3HAHUI U yMEHHH Ha HOBbIE, HECTaHIapPTHBIE CUTYAllHUH.

— HA OYEHKY «yooeiemeopumenvhoy (3 oOanna) — oOy4aIOUUNCA JIEMOHCTPUPYET
IIOPOTOBBI YpOBEHb C(HOPMUPOBAHHOCTH KOMIIETEHLUH: B XOJ€ KOHTPOJIbHBIX MEpOIPHUITUI
JIOTIYCKAlOTCA OIIMOKH, NPOSBISETCS OTCYTCTBUE OTHAEIbHBIX 3HAHUI, YMEHHI, HaBBIKOB,
0o0yyaroIuicsl UCHBITHIBAET 3HAYUTENbHbIC 3aTPYIHEHHUs NpPU ONEPUPOBAHUM 3HAHUAMU U
YMEHMSIMU NIPU X [IEPEHOCE Ha HOBBIE CUTYaLIUU.

— HAa OUEHKY «Hey0oe1emeopumenvHo» (2 oanna) — OOy4AIOUIMIICS JEMOHCTPUPYET
3HaHusi He Oosee 20% TEOPETHYECKOro Marepuana, JOIYCKaeT CYIIECTBEHHBIC OLIMOKH, HE
MOJKET MOKa3aTh MHTEJUIEKTYaJIbHbIE HABBIKY PEIICHUS TPOCTHIX 3a1ad.

— Ha OYeHKy «Heyooeiemeopumenvnoy (1 d6ann) — odydaromuUics HE MOXKET MOKa3aTh
3HaHUS HAa YPOBHE BOCIIPOM3BEICHHUS U OOBSACHEHHS HHPOPMALMU, HE MOXKET I0Ka3aTh
MHTEJJIEKTyaJIbHbIE HABBIKM PELLIEHUS MPOCTHIX 3a/1ad.

pruepnble 60NPOCHL K IK3AMEHY

Cucrema ynpasiieHHs IEPCOHATIOM OpraHU3aluu
KangpoBast moimTHKa B COBpPEMEHHBIX YCIOBHX
OpranuzanvoHHasi CTpYKTypa U QYHKIMH CITYKObI YIIPaBJIEHUs IEPCOHAIOM
Kanpooe obecnieuenue ciyk0bl yrpaBieHUs IEPCOHATIOM
JIoKyMEHTHPOBaHUE yIIPaBICHYECKOUN NEATEIbHOCTH
[TonsiTHE HOKYMEHTHUPOBAHUS
VYHuukanus u cranjapTu3anys ynpaBieHUIeCKUX JOKYMEHTOB
[TpaBuna ohopMieHus yIpaBIeHUECKUX JOKYMEHTOB
TpebGoBaHusi K cOAEpKAHUIO, CTPYKTYpPE U CTHIIIO M3JIOKEHMS YIPaBIEHYECKHX
JIOKYMEHTOB
10. CocraB u BHIIBI KaJPOBBIX JOKYMEHTOB
11. Poib KaJpOBBIX JOKYMEHTOB B PELICHUH 33/1a4 [0 YIIPaBJICHUIO IEPCOHAIOM

CoNR~ LN E

12. HopmaTHBHO-METOIUYECKHE MaTepUalbl, periaMeHTHPYIOIIHE paboty ¢
KaJpOBBIMH JIOKyMEHTAMHU

13. Opra#u3anMoOHHO-PACTIOPSIIUTEIbHAS JTOKYMEHTAIIHS, UCTIONb3yeMasl B
JeSITeIbHOCTH KaPOBBIX CITYKO

14. OcHoBHbIE JOKYMEHTBI IO JUYHOMY COCTaBy,

pEryJIHpyOIUe B3aUMOOTHOLLICHUS IPEANPUATHI ¢ paOOTHUKAMU
15. CocraB u oopmiIeHHE TOKYMEHTOB IIPH MpUEMeE Ha paboTy
16. IIpomemypa TOKYMEHTAlMOHHOTO O(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,

CocraBieHue aHKeTbl U aBTOOMOTpauu

3aKIIt0YeHne TPYyJ0BOTO J0Or0BOPA

JloKyMeHTHpOBaHHE ABMKEHUS MTEPCOHATIA

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

JlokymeHTanus 1o opopMICHHIO CIyKEOHBIX KOMaHANPOBOK

VY ci10BUS ¥ IOPSIIOK TMPEIOCTABICHUS OTITYCKOB M UX 0(OpMIICHUE
PactopskeHue Tpy10Boro 10rosopa u opopMiIeHUE YBOJbHEHHUS PaOOTHUKA
JloKyMeHTHpOBaHHE OLIEHKHU JEATEIbHOCTH MepcoHana. O0mue noHsITus
[Topsinok npoBeneHust U 0(pOpMIIEHUS aTTeCTallui paOOTHUKOB
XapaKkTepUCTUKU, PEKOMEHAALNN U PEKOMEH IaTeNIbHbIE TMChMa
[Toompenns 1 HaJIOXKEHUSI JUCLUIUIMHAPHBIX B3bICKaHUI

Paspemienne Tpy10BBIX CIIOPOB

[Topsimok MOArOTOBKM IMPHUKA30B IO JUYHOMY COCTaBY U O(GOPMIIEHHE JMYHBIX

OO01me MoIXoAb! K U3/IaHHUIO IPUKA30B

Ocobennoctr 0hopMIIeHHS IPUKA30B TI0 JINYHOMY COCTABY
OdopmiieHne TMUHBIX KapTOYeK

BeI[eHI/Ie TPYAOBBIX KHHMKXCK W IMYHBIX ICJI pa6OTHI/IKOB
TpynoBbie KHMKKY 1 TIPaBUiIa UX BEICHHS

DopMHUPOBAHUE JTUYHBIX J1€7T pAOOTHUKOB

Opranuzanus paboTsl ¢ JOKyMeHTaMH. JJOKyMEeHTO000pOT
Howmenxuatypa nen: 3amauu, Gopma u coaeprkaHue
dopmupoBanue aem

Opranu3anus XpaHeHUs JIeIT CITyKObI KaJIpoB

[TogroroBka KagpoOBBIX JOKYMEHTOB K apXHBHOMY XpaHEHHIO. OKCIEpTHas

Odopmnenue nen
[lepenaua e Ha apXUBHOE XpaHCHUE
CoBpeMeHHbIE CITOCOOBI U TEXHHUKA CO3aHUs IOKYMEHTOB



MNPUJIO’)KEHHUE 3
MeTtoauyeckue peKOMeHAalMHU JAJI5l CAMOCTOSITeIbHOI PadoThl CTYIEHTOB

B mporecce BBINOTHEHHS CAMOCTOSITENBHONW pPabOThl CTYAEHTHI JOJDKHBI HAYYHUTHCS
BOCIIPMHUMATh CBEJIEHUs Ha ClyX, (PUKCHpOBaTh MH(POPMALMIO B BHJE 3alUCEd B TETpamsX,
AJIEKTPOHHBIX KOHCIIEKTaxX, paboTaTh C MUCbMEHHBIMU TEKCTAaMH, CAMOCTOSATEIbHO U3BJIEKAs U3
HUX II0JIE3HBbIE CBEACHUSA U OQOpPMIIAA MX B BHUJE TE3UCOB, KOHCIIEKTOB, CUCTEMATU3UPOBATh
UHGOPMALIMIO B BHUJE 3aMOJHEHHS TAaOJUI, COCTAaBJICHHsS CXeM. BakHO HAy4WTBCS BBIIEISATH
IJIAaBHBIE MBICIIU B JICKI[UH [IPEIO1aBaTels MO0 B IUCbMEHHOM TEKCTE; aHAJIU3UPOBATh SBJICHMUS;
OTIpPENIeNIATh CBOIO TIO3UIIUIO K MOJIYYCHHBIM Ha 3aHATUAX CBEICHHSIM, YETKO (hOPMYIHPOBATH €€;
apryMEHTHPOBATh CBOX0 TOYKY 3PECHMS: BBICKA3bIBATh OLICHOYHBIC CYXKICHMS; OCYLLECTBIISTH
camoaHanu3. HeoOXoauMo y4yHuTbCs BJaleTh YCTHOH M NHUCHBMEHHOM pEubl0; BECTH IUAJIOT;
y4acTBOBaTh B JIUCKYCCHUU; PACKPbIBATh COJEpXKaHUE U3y4aeMOi IpoOIeMbl B MOHOJOTMUECKON
peuu; BHICTYNATh C COOOIICHUSIMH U JOKJIaIaMH.

Koncnexr jexknun. CMBICI IPUCYTCTBUS CTYI€HTA Ha JIEKIIMY 3aKJIF0YAET BO BKIFOUEHNUN
€ro B aKTUBHBIN MPOIIECC CIYIIAHUS, TOHUMAHUS U OCMBICIIEHUS MaTepuaa, oArOTOBIEHHOTO
npernojiaBaTesaeM. DTOMY CHOCOOCTBYET KOHCIEKTHBHAs 3alMCh MOJY4YEHHOH HMHdopMaiuu, c
MIOMOIIbIO KOTOPOH B JJalbHENIIIEM MOKHO BOCCTAHOBUTH OCHOBHOE COZIEpKAHKME IIPOCITYIIIAHHON
JIEKLUU.

Jlist yCHeTHOTO BBIMTOJIHEHHSI 3TOH pabOThl peKOMEHyeTcs (yKa3aHHbIE PEKOMEHIalluu
OTHOCATCS K BE/ICHUIO KOHCIIEKTa B BUJIE 3alMCEl B TETPaH):

- HOJArOTOBUTH OTJEJIbHBIE TETPAIH JIs KAXKI0T0 IIpeIMeTa. 3aluch B HUX JIy4llle BECTH Ha
OJIHOW CTOpOHE JIMCTa, YTOOBI MO3JHEE HAa YUCTOM CTpaHMIIE 3aMucaTh JOMOJIHEHUs, YTOUYHEHNU,
3aMeyaHus, a Takke coOCTBEHHbIE MbIC/IU. C MMOMOIIBIO PA3HOLBETHBIX py4eK WU (PJIOMAcTEPOB
MOYKHO OYZIET BBIJCIUTD 3ar0J0BKH, Pa3/ieibl, TEPMUHBI U T.1.

- HE 3alMChIBAaTh MOJAPSAJ BCE, YTO FOBOPUT JieKTOp. CTapaliTech BHa4ajae BbICAYLIATh U
HOHATh MaTepual, a 3aTeM YxXe 3a(UKCHpOBaTh €ro, He YIycKas OCHOBHBIX IOJIOKEHHH M
BbIBOJIOB. CoxpaHsiiTe JIOTUKY H3liokeHus. OOpaTtuTe BHUMaHHE Ha HEOOXOJUMOCTb TOYHOM
3aIIUCH ONIPEIECIICHUIN U IIOHATHHN.

- OCTaBUTb MECTO Ha CTPAHHULIE CBOOOIHBIM, €CJIM HE YCIIEIN OCMBICIUTD U 3allMCaTh YaCTh
uHpopmanuu. [lo OKOHUaHMIO 3aHATUS C MOMOIIBIO OJHOKYPCHUKOB, IpErnojaBaTeNs WIN
yueOHHUKa Bbl CMO’KETE€ BOCCTAHOBUTH YITYILIEHHOE.

- yIIeJIATh BHUMaHUE TpaMOTHOMY oopmiieHHIo 3anuceil. Hayunrecs rpagudecku sicHO U
yI0OHO pacrnojiaraTb TEKCT: BBIWICHATH a03allbl, NMOAYEPKUBATH TIJIaBHBIE MBICIH, KIIOYEBBIE
CJIOBA, TOMEIATh BBIBOABI B paMKH U T.1. HemanoBaxxHoe 3HaU€HHE UMEET U YETKas CTPYKTypa
JIEKI[MHU, B KOTOPYIO BXOAMT IJIaH, JJOTMYECKHU BBHICTPOCHHAs KOHCTPYKIMS OCBELIEHUS KaXJ10TO
IIyHKTa IIJJaHa C apryMEHTaMHM M J0Ka3aTeJIbCTBAMHU, Pa3bsACHEHUSMU U IPHUMEpPaMH, a TaKxKe
CIIUCOK JINTEPATYPHI 110 TEME.

- HAy4UThCS MHUCATh pa30opuuBO U ObICTPO. UTOOKI B JanbHEHIIEM He TPATUTh BpeMs Ha
pacminpoBKy COOCTBEHHBIX 3alMCEH, CIEIUTE 3a aKKypaTHOCTHbIO MOuYepKa, HE IKOHOMBTE
Oymary 3a cuUeT YIUIOTHEHUs TekcTa. KoHCHeKkTupys, Moyb3yiiTech OOIIENpPUHATHIMU
COKpAIIEHUSIMU CJIOB M YCJIOBHBIMH 3HAaKaMH, €CJIM €CTh HEO0OXOIHWMOCTb, TO MpUIyMalTe
COOCTBEHHBIE COKpAILIEHUSI.

- YMETb OBICTPO U YETKO MEPEHOCUTH B TETPaJlb rpapuuecKkre pUCYHKU U TaOMuIbl. J{is
ATHUX LIeJIE€H MIPUTOTOBBTE MPO3PAuHyI0 JUHEHNKY, KapaHaam U pe3uHKy. CrapaiiTech Kak MOKHO
TOYHEE CKOMUPOBaTh N300pakeHue ¢ JoCcku. Eciu HarsiHbIi MaTeprai TpyAHO BOCIIPOU3BOIUM
B YCJIOBUSX JIEKIIMH, TO CJIEIaliTe €ro CIIOBECHOE OMHCaHue ¢ 0000IIAIONMMH BBIBOJAMHU.

- MPOCMOTPETh CBOW 3allUCH II0CJIE€ OKOHYaHMUs JeKuuu. [loguepkHuUTE W OTMEThTE
pasHBIMU I[BeTaMHU (piromMacTepa Ba)KHbIE MOMEHTHI B 3amKcsax. McnpaBbTe HETOUHOCTH, BHECUTE
HeoOxoauMble AonoynHeHus. He TpaTtbTe BpeMs Ha nepenuchiBaHie KOHCIIEKTa, €CIIM OH OKa3aJcs
HE cOoBCceM yJadHbIM. COBEPIIEHCTBYHUTECH, 3aIIUCHIBASI TOCIIEYIOIINE JIEKIUH.

IloaroroBka K HMTOroBOl aTTeCTALMM IO JAUCHHUILIMHE. ['OTOBUTBCS K HTOTrOBOM



aTTECTallMU HY)KHO 3apaHee U B HECKOJIbKO 3TarnoB. Jjist aToro:

— IlpocmarpuBaiiTe KOHCHEKTHI JIEKIMH Cpa3y IOCiEe 3aHATHA. OTO TOMOXKET
pa306paTbc;1 C HCITIOHATHBIMHA MOMCHTAaMM JICKIIMHW X1 BO3HUKIIMMU BOIIPOCAMU, ITOKA CIC JICKIHA
CBEXa B MMaMATH.

— beryio mpocmarpuBaiiTe KOHCIEKTHI 10 Hadyalla CIAEAYIOMIETr0 3aHsATHS. DTO MO3BOJIUT
«OCBCKUTH» NPCAbLAYIIYIO JICKIIUIO U TOATOTOBUTLCS K BOCIIPHUATUIO HOBOTO MaTcpuaa.

— Kaxnyro Henento oTBoAUTE BpeMs 171l HOBTOPEHUSI IPOMIEHHOTO MaTepHara.

HenocpeacTBeHHO Mpy MOJATOTOBKE K UTOTOBOM aTTECTAIMU MO TUCIUTLINHE:

— VYnopsnoubTe CBOM KOHCIIEKTHI, 3alMCH, 33 JaHUSI.

— IlpukuHbTE BpeMs, HEOOXOIUMOE BaM JUIsl TOBTOPEHHS Kaxaod dactu (OJoka)
MaTepuaia, BRIHOCHMOTO Ha UTOTOBYIO aTTECTAIHIO.

— CocraBbTe pacmucaHHe€ C YYETOM CKOPOCTH MOBTOPEHHUS MaTepuaya, Ui Yero
pa3zenuTe BOMPOCH JJisi WTOTOBOM AaTTECTAllMd HAa 3HAKOMBIE (IO JIEKIIMOHHOMY KYpCY,
MPAaKTHUKaM, KOHCIEKTUPOBAHUIO), KOTOPbIE MOTPEOYIOT JIUIIL MOBTOPEHUSI U HOBBIE, KOTOPHIE
MIPHUJIETCS] OCBaMBATh CAMOCTOSTENIbLHO. HauHUTE ¢ TéM XOPOIIO BaM U3BECTHBIX M 3aKPEIUTE UX C
MOMOIIbI0 KOHCIIEKTa W y4eOHMKa. 3aTeM MOMOJIHHUTE CBOM TeOpeTHdecKuil «0araxk» HOBBIMHU
3HAHUSMHU, 00513aTEILHO BOCIIOIb30BABIINCH PEKOMEHI0BAHHOU JTUTEPATYPOM.

— IlpaBunbHO UCHONB3YHTE KOHCYIbTAIMHM, KOTOPbIE MPOBOJIUT MPENOABATEINb.
[TpuxoauTe Ha HHUX C 3apaHee MPOpPabOTaHHBIMU CaMOCTOSITEILHO BONpocaMu. BBl Moxere
MOJIYYUTh Pa3bsICHEHHE MO MMOBOY CIIOKHBIX, HE /IO KOHIIA MOHATHIX T€M, HO HE pACCUUTHIBAITE
BO BpeMs KOHCYJIbTAI[UU Ha UCUYCPITBIBAIOIIYIO HH(OPMAIIUY IO COICPIKAHUIO BCETO Kypca.



