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1. INTAHUPYEMBIE PE3VYJ/IbTATBI ObYUYEHMUA 110 AUCHUIIVIMHE,
COOTHECEHHBIE C IIJTAHUPYEMBIMH PE3YJITATAMM OCBOEHMS OIIOII BO

Kox u nHaumenoBanue

KOIL 1 HAUMCHOBAHUC MHAHUKATOPA

Pe3ynbraTsl 00yueHus 10

. JOCTHKEHUS
obmenpodeccuoHaTLHOM . JUCITUTUTMHAM (MOYJISIM) H
KOMITETEHITH obmenpodeccHonatLHoi MPaKTUKaM
KOMIETEHINH
OIIK-3. Cnoco6en | OIIKb-3.11-1. Peamusyer 3nanus | OIIKB-3.1-1.3-1.3naet METOIbI
pa3pabaThIiBaTh U | IO CTPATErHYeCKOMY YIPABICHUIO | CTPATErHUECKOro yIpaBiIeHUS
OCYIIECTBIATD NEPCOHATIOM NEPCOHATIOM
MEPOTIPUSITHS OIIKb-3.1-1.Y-1.Ymeer
HarpaBJICHHBIC Ha UCIIOJIb30BaTh METOJIUKH
peaiM3aluio  CTpaTeruu CTpAaTeTUYECKOT0  aHalIM3a NpHU
YIIPaBJICHUS TIEPCOHAIIOM, pelIeHUH npodeccuoHalIbHBIX
oOecrieunBaTh 3amau
JIOKYMEHTAI[MOHHOE OIIKB-3.1-1.B-1. Bmageer
COIIPOBOXICHUE u HaBBIKAMHU pa3paboTKu
OLICHUBATh 3G (}EeKTUBHBIX  MEPONPHUATHA  TIO
OpraHHU3alOHHBIE U CTPaTEeruuecKoOMy YIPaBIEHUIO
COIIMAIIbHBIC MEPCOHAIOM
IIOCTICICTBHA. OIIKB-3.1-2. Ocymecteisier | OIIKB-3.1-2.3-1. 3naer mporecc
JIOKYMEHTAIMOHHOE JOKYMEHTAlMOHHOTO
COIIPOBOKJICHHE nporiecca | CONPOBOKACHUS
CTPaTernyecKoro ynpaBieHUs OIIKb-3.1-2.Y-1.Ymeer
0popMIIATH COITPOBOKIAOIIYTO
JIOKYMEHTAIUIO
OIIKB-3.1-3. Ocymectrisier | OIIKB-3.1-3.3-1.3naet METO/TBI
OIICHKY  OpraHW3allMOHHBIX U | OICHKM  OPTraHM3allMOHHBIX U
COLMAITBHBIX MIOCJIEJICTBHIA | COIMAIBHBIX TOCIEICTBUI
MeponpusThii HampasieHHbIX Ha | OIIKB-3.1-3.Y-1.YMeer
pea3aImio CTPATErvy | MPUMEHSTh OIEHOYHBIC METOIbI U
yIpaBJIEHUS IEPCOHATIOM BBISIBIISTH COLlMAJIbHBIE
MOCTICICTBHSI
OIIK-4. Crnoco6en | OIIKb-4.1-1. Ucnons3yer 3Hanus | OIIKb-4.1-1.3-1.3naer OCHOBBI
MPUMEHSITh COBPEMEHHBIC | OCHOB JOKYMEHTHPOBAHUS | TPYJOBOTO  3aKOHOJATEIhCTBA B

TEXHOJIOTUM U METOJBI
OIEPaTUBHOTO
YIPABICHUS IIEPCOHAIIOM,
BECTH JTOKYMEHTAllOHHOE
COIIPOBOXKACHHUE U YYET.

TPYJAOBBIX OTHOIIEHUH C Y4YETOM
tpeboBanuii Tpynosoro Konekca
PO®.

obactu JAOKYMCHTHPOBAHUSA

OIIKb-4.11-1.Y-1. Vmeer pemarb
BOTIPOCHI OTIEPAaTUBHOTO
yIpaBJIEHUS MEPCOHAIOM, BEACHUS
JOKYMEHTAITHOHHOTO

COIIPOBOXK/JICHUS U yueTa Ha OCHOBE

TpeboBanuii Tpynosoro Konekca
PO

OIIKb-4.1-2. [Tpumensier
COBPEMEHHBIE TEXHOJIOTHU PabOTHI
C KaJpOBOM IOKYMEHTALIUEH.

OIIKb-4.11-2.3-1.3naet
COBpPEMCHHBIC TEXHOJIOTHH
KaJJpOBOTO JJOKYMEHT0000pOoTa

.OIIKb-4.11-2.Y-1. Cnocoben
BECTH KaJPOBOE JIEIOMPOU3BOICTBO
u OpraHu30BaTh apXUBHOE
XpaHeHI/IC Ka}lpOBI)IX HOKYMeHTOB B
COOTBETCTBUH C JCHCTBYIOIIUMHU
HOpMaTI/IBHO'HpaBOBBIMI/I aKTaMH,
00eCTIeUnTh 3aIUTy TePCOHATBHBIX
JAHHBIX COTPYI[HI/IKOB.

OIIKB-4.1-3.0OcymecTBisier
ONEpPaTHUBHBI  y4eT  KaJpoOBOM

OIIKB-4.11-3.3-1. 3HaeT OCHOBEI
KaJpOBOM CTaTUCTUKHU




JIOKYMEHTAITUN

OIIKB-4.11-3.3-2.35aeT OCHOBHEIE

ITaIbI KaJIpOBOTO
JIOKYMEHTO000pOTa

OIIKB-4.1-3.V-1 Vmeer
opopMIISITH  JIOKYMEHTAIIMIO B

COOTBETCTBHU C HeﬁCTBYIOHIHMH
HOPMATUBHO-TIPABOBBIMU dKTaMU

OIIKbB-4.1-2.B-1. Biageer
HABBIKAMHU COCTaBIICHUSI KaJIPOBOU
OTYETHOCTH, a TaK)Ke€ HaBLIKAMU

03HAaKOMJICHHUS COTPYHUKOB
OpraHu3aluu C KaJpOBOHI
JIOKyYMEHTaluel U JEHCTBYIOLUMU
JIOKQJIbHBIMHU HOPMaTHUBHBIMH
aKTaMH,

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII BO

WHaexkc TMCHUIUIMHBI IO y4eOHOMY TIIaHy

Kypc u cemecTp nzyueHust JUCUUIUIMHBI
(ounasi/ouHO-3209Hast popmMa 0OyIEHHs)

b1.0.26

4 xypc, 7 cemectp / 4 kypc 8 cemecTp

3. OBbEM U COJEPKAHUE JUCLUIIMHBI

O0béM TUCHMILIIHHBI,

B T. 4. KOHTAKTHOM (110 BUAAaM Y4eOHBbIX 3aHATHII) 1 CAMOCTOATEIbHOH Pa00ThI CTYIEHTOB

) Pacripezienienue mo cemectpam
Buib! yueGHOM paboThl O6néwm, (ouHas/ouHO-3a04Has popma oOydeHus)
4acoB/3.e.
5 cemectp | 6 cemecTp | 7 cemecTp | 8 cemecTp

KonraktHas paboTa, B T. 4.: 72/36 72/- -/36

nexruu (JI) 36/12 36/- -/12

npaktryeckue 3austus (I13) 36/24 36/- -124
naboparopHbie paboTsl (JIP) -/- -/- -/-
CamocrosrtenbHas pabora (CP) 108/144 108/- -/144
KonTtpos — sx3ameH, KypcoBas 36/36 36/- -/36
pabora
Htoro 00bEM TUCIUTUTHHBI 216/6 216/6 216/6

O0BbEM JUCHUIIMHBI 10 TEMATHYECKUM pa3/iesiaM U BUAAM y4eOHbIX 3aHATHI

KonuyectBo yacoB
(ounas/ouno-3a0uHas popma

HauMmeHOBaHME TEeMAaTHYECKOTO pa3jiena JUCIUTUTHHBI 06y enHs)
J I3 CP
BBenenue B 1e10Mpou3BOACTBO B KapOBOil paboTe 6/2 6/4 10/10
[MpaBuia opopMIIEHUS] TOKYMEHTOB 6/2 6/4 18/14
CocTaB 1 copep)kaHue KaJIpoBOi JOKYMEHTAIIMH, OCHOBHbBIE 6/2 6/4 20/30
JIOKYMEHTBI, pEerIaMEHTHPYIOIIUE YIIPABICHUE TEPCOHATIOM




OdopmiieHre JOKYMEHTOB TP IIPHEME Ha PadOTy M y4eT KaJlpoB. 6/2 6/4 20/30
OdopmiieHrEe JOKYMEHTOB IIPH MIEPEBOJIC U PACTOPKECHHH 6/2 6/4 20/30
TPYIOBOTO JOrOBOpa
Opraau3zanus T0KyMEeHTO000pOTa Ha MPEAIPHUITHH U CIIOCOOBI 6/2 6/4 20/30
CHCTEMaTH3aluK U XPaHCHUS

Bceero:| 36/12 36/24 | 108/144

Collepma}me TEMATHYCCKHUX pa3ae/ioB IUCHUINIJINHBI

HanmeHnoBanune pasaciia

Coneprkanue pasaena

Beenenue B
JIeTIONIPOU3BOJICTBO B
KaJIpoBOii pabote

[TonATHE TOKYMEHTAIMOHHOTO O0ECIIEYCHHUS YIIPABICHUS B KaIPOBOii
padore (JIOY KP). Kmaccudukanus nokymeHToB. [Ipobiembr

s dexTuBHOCTH B opranuzanuu JJOY. @opmbl )KypHAIOB peruCTpaluu
JIOKYMEHTOB Ha IPEANpUATHH.

[TpaBuna odopmiaeHus
JIOKYMEHTOB

Opranu3alvoOHHO-PACIIOPAIUTENIbHASA JOKYMEHTALMUS U TPEOOBaHUS K
ee opopmienuto. 'OCT P6.30-2003 u uzmenenus k Hemy. Cxembl
PAacIoNIoKEeHNsT PEKBU3UTOB, TPEOOBaHUS K MX 0(hopMIIEHHIO,
TpeOoBaHUS K OJaHKaM JIOKYMEHTOB M UX O(POPMIICHUIO. DIEMEHTHI
yau¢ukarun OP/I: popmar Gymaru, ciry>xeOHbIE OIS, PacIoIOKEeHNE,
COJIEp>KAHME U MPABUJIA UCIIOJIHEHUS peKBU3UTOB. CPOKU HUCIIOIHEHUS
nokymeHToB. [IpaBuna koppextupoBku OPJI. [Tucemo. JomxHOCTHAs
3anmcka. [Tpukas. [Ipotokor.

CocraB u copepxaHue
Ka/IpOBOM JIOKYMEHTAIINH,
OCHOBHBIC TOKYMCHTBI,
perIaMeHTUPYIoIIne
yIIpaBJIeHUE EPCOHAIOM

JIOKyMEHTBI, periaMeHTUPYIOLIME YIIPaBI€HNE IEPCOHAIOM Ha
npennpustun. CTpykrypa npeanpustus. [lonoxeHnue o nepconarne.
[Tonoxenune o mogpaznenenuu. TpynoBou pacnopsaaok. [lItarHoe
pacnucanue. JloKHOCTHAS HHCTPYKIHS. [JOKyMEHTHI,
peraMeHTUPYIONINE OPTaHU3AIUIO U JESTETFHOCTh KaJpPOBOM CITYKObI
npeanpustus. [lonoxenue o kagpoBoit ciyxoe. MHCTpyKIHs 110
OpraHMU3aIMIOHHO- JOKYMEHTAI[MOHHOMY 00€CIEUEHHUI0 KaJIpOBOI
paboTsl mpeanpustus. JlomKHOCTHAS HHCTPYKIIHS paOOTHUKA
KaJpOBOM CITyOBbI.

Odopmienre TOKyMEHTOB
IpU NpreMe Ha paboTy U

y4eT KaJpoB.

ITopsimok opopmiieHust JOKyMEHTOB pu pueme Ha paboty. Pestome.
ConpoBoautenbHoe nucbMo. AHkeTa. ABroouorpadus. Jlnunoe
3agBneHue. Tpynosoii gorosop. [Ipuka3 o npueme Ha padoty. XKypHain
peructpanuu o npueMe Ha padoty. [lopsaok yuera kaapoB. Benenue
JTMUHBIX Jien. JInyHas kaprouka. AsdaBuTHas kaproreka. JKypHan
peructpanuu Ju4HbIX Jei. [lopsaok o0paboTku nepcoHanbHbIX
JAHHBIX PAaOOTHHUKOB MPEIIPUATHS.

Odopmitenne 10KyMEHTOB
IIpH TIePEeBOE U
pacTOpKEHUU TPYILOBOTO
JI0TOBOpa

[lopsanox nepeBona paborHuka. [Ipuka3 o nepeBoze. 3asBieHue o
nepesojie. [Topsgok pacTopskeHHs TPYIOBOTO JJOTOBOpa ¢ PAOOTHUKOM.
[Topsanox odopmiieHus 1 yuera, XpaHEHHUS TPYAOBbIX KHIKEK. biaHk
TPYAOBOH KHWKKHU. JKypHai yyera TpynOBbIX KHUXKEK.

Opranuzanus
JIOKYMEHT0000pOoTa Ha
MPEANPUITHHA U CTIOCOOBI
CHCTEMaTH3aluu 1
XpaHEHHSI

Cucremarusanys 10KyMEHTOB Ha Ipeanpustii. HoMeHkarypa aein.
laxmarka. OCOOEHHOCTH XpaHEHUS TOKYMEHTOB. ApXHUBalLIUs
NOKYMEHTOB. IlepedeHb TOKyMEHTOB, MOUIEKAINX XPaHEHUIO.
CoBpemeHHbIe cTIocOObI U TEXHUKA CO3aHMsI TOKYMEHTOB.

[Tpu mpoBeneHNH y4yeOHbIX 3aHATHH MO TUCHUIUIMHE YHHUBEPCUTET 00ECIEUMBACT Pa3BUTHE Y
00y4Jaromuxcsi HaBbIKOB KOMaH/IHON paOoThl, MEKINYHOCTHON KOMMYHHKAIIUH, MPUHATUS PEIICHUH,

4. OBPA3OBATEJIBHBIE TEXHOJIOT' T




JUJICPCKUX KadecTB (BKJIOYAs TIPOBEICHHE WHTEPAKTUBHBIX JIEKIUH, TPYNIOBBIX IHCKYCCHH,
IpernojaBaHue TUCHUIUIMH B (OpME KYypCOB, COCTAaBICHHBIX Ha OCHOBE PE3YJbTAaTOB HAyYHBIX
WCCIIEJOBAaHUH, TIPOBOMMBIX YHHUBEPCHTETOM, B TOM YHCIE C YUETOM PETHOHAIBHBIX OCOOCHHOCTEH
po(eCCHOHAIBHON JIeITEeIbHOCTH BBITYCKHUKOB UM TOTpeOHOCTel paboromareneit Camapckoit
obiacT).

Oo0pa3oBaresibHbIE TEXHOJIOTUH

Haumenosanue AnanTupoBaHHbBIE METO/IBI
CopeprkaHue TEXHOJIOTUU
TEXHOJIOTHH peanuzanuu
[TpobnemHoe AKTHBHOE B3aUMOJIEHCTBUE [TouckoBbie METO/IBI OOyUYCHHS,
o0yueHue 00y4aroLmxcs ¢ IpoOIEeMHO- IIOCTAHOBKA [TO3HABATENIbHBIX
IIPEJICTABICHHBIM CO/IEpKAHUEM 3aJ1a4 ¢ y4€ToM
00y4eHus1, UMEIOoLIee LeJIbI0 Pa3BUTHE WH/IMBUTyaJIBHOTO,
MO03HABATENFHON CIIOCOOHOCTH U COLIMAIIBHOTO OIBITA U
AKTUBHOCTH, TBOPYECKON 0COOEHHOCTEH 00yUarOLIUXCs ¢
CaMOCTOSITEJIBHOCTH O0Yy4arOIINXCsl. OTpaHUYCHHBIMU
BO3MO)KHOCTSIMHU 37I0POBBS U
WHBAJIUIOB.
KonnenrpupoBannoe |Ilorpyxenue oOydaroniuxcs B Mertoab! norpyxeHus,
o0yueHue onpeAeNEHHYIO IPEIMETHYIO 00J1acTh, YUUTHIBAIOIINE TUHAMUKY U
BO3MO)KHOCTb YEro 3aJ0Ke€Ha B yUeOHOM |ypOBEHb PabOTOCIIOCOOHOCTH
TUTaHe 00pa30BaTeIHLHON TPOTPAMMBI oOy4aronmxcs ¢
HOCPEJICTBOM OIHOBPEMEHHOI'O U3YyUEHHsI | OTPAHUYEHHBIMU
JTVCIIATUTMH, IMEIOLINX BBIPAYKCHHBIC BO3MO)KHOCTSIMU 37I0POBBSI U
MEXIUCLUIUIMHAPHBIE CBA3U. MIMeeT MHBAJINJIOB.
LI€JIbIO TIOBBIIIEHUE Kaue€CTBA OCBOCHMUS
onpeieI€HHON peaAMeTHON obnacTu 6e3
YBEITUYEHUS TPYTOEMKOCTH
COOTBETCTBYIOIIMX JUCIUIUIUH.
Pa3BuBatoiee OO0yueHune, OpUeHTUPOBAHHOE Ha MeTonb! BoBIeUeHUs
oOyueHue pa3BUTHE (PU3NYECKHX, IO3HABATENBHBIX |00yJaroImuXCs C
Y HPaBCTBEHHBIX CIIOCOOHOCTEN OTPaHUYCHHBIMU
00y4aroLUXCs MyTEM UCTIOIB30BAaHMSI X | BO3MOXHOCTSIMH 3[J0POBbS U
MOTEHIIMAJIBHBIX BO3MOKHOCTEN C YUETOM | HHBAIU/IOB B PA3JIUUHbIE BUIbI
3aKOHOMEPHOCTEH JIaHHOTO Pa3BUTHS. JIeSITEIbHOCTU Ha OCHOBE MX
Nmeer 1ienpio (opMHpPOBaHUE BHICOKOW | MHAMBHIYaTbHBIX
CaMOMOTHBAIUHU K OOYUEHHIO, BO3MOXKHOCTEH M CIIOCOOHOCTEM
TOTOBHOCTH K HEIIPEPHIBHOMY OOYUYEHHIO (U C Y4ETOM 30HBI ONIMKaNIIIEero
B TCUCHHE BCEH KU3HMU. pa3BUTHSL.
AKTHUBHOE, BcemepHas BceCTOpOoHHSIS akTUBU3AIMs | MeTo/bl COLMaTbHO-aKTUBHOTO
MHTEPAKTUBHOE yueOHO-TT03HABATENbHOM NEATENbHOCTH | 00y4YeHUS C yUETOM
oOyueHue 00Yy4aroIUXCs MOCPEACTBOM PA3JIMYHBIX | MHAMBHIYATbHOTO COLUATBHOTO
(dhopM B3aUMOIEHCTBUS C OTIBITa U OCOOCHHOCTEH
npernojasaresieM U Apyr ¢ apyrom. Mimeer | oOydaromuxcs ¢
1eNblo (OPMUPOBAHUE U Pa3BUTHE OTPaHUYCHHBIMU
HaBBIKOB KOMaH/IHOM paloTHI, BO3MO)KHOCTSIMHU 37I0POBBS U
MEXITMYHOCTHOW KOMMYHUKAITUH, WHBAJIUIOB.
JHUJIEPCKUX Ka4eCTB, YyBEPEHHOCTH B
CBOEH YCIEIIHOCTH.
PednexcuBhoe Pa3Butne cyObeKTUBHOTO OIBITA U TpanuuonHbie pedIeKCUBHBIE
o0OyueHue KPUTHYECKOTO MBIIIJIEHUS 00Y4arOIINUXCsl, | METOIbI ¢ 00s13aTeIbHON
0CO3HaHHUE 00y4arOIUMUCS «IPOYKTOBY |00OpaTHOU CBS3bIO,
U MPOLIECCOB YUEOHOM NeATEIbHOCTH, IIPEUMYIIECTBEHHO




IIOBBIIIICHUE KaY€CTBaA 06yLIeHI/ISI Ha OpPUCHTHUPOBAHHBIC HA PA3BUTHC
ocHOBe MH(OpMAITH 00paTHON CBSI3H, aJICKBaTHOTO BOCTIPHATHS
MOJY4YEeHHOM 0T oOydatouuxcs. imeer | cCOOCTBEHHBIX 0COOEHHOCTEH
1eapi0 GopMUpOBaHHUE CIIOCOOHOCTH K 00yJarOIIMMHUCS C

CaMOII0O3HAHHNIO, AACKBATHOMY OrpaHNUYCHHBIMUA
CaMOBOCIIPHUATHIO 1 TOTOBHOCTH K BO3MOXHOCTAMU 3J0POBbS U
CaMOpa3BUTHUIO. WHBaJIMJaMu.

I[I/ICHI/IHJ'II/IHa MOXET PpCaJIM30BbIBATECA C IIPUMCHCHHEM JJICKTPOHHOI'O O6y‘IeHI/I$I u

JTUCTAHIIMOHHBIX 00Pa30BaTEeIbHBIX TEXHOJIOTHUH.

Bun 3anstuii (Jiekum,
MpakTHYeCKue 3aHsThs), popma | [IpuMeHsieMbIe TUCTAHIIMOHHBIC 00pa30BaTEIbHBIC TEXHOJIOTHU
MIPOMEKYTOYHOHN aTTecTaluu

Jlexuyu JOT 1 Zoom, IOT 4 Moodle, IOT 6 UCY BY3

JIOT 8 pabota ¢ 2JIEeKTPOHHBIMU OOpaIIEHUSMH 00YUYaOIIUXCS:
pacchbUIKa 3aJjaHHi, TPOBEpKa MUCbMEHHBIX padoT

[TpakTHYeckue 3aHSATHS JIOT 1 Zoom, 1OT 4 Moodle

JOT 5 Skype 10T 6 UICY BY3

JOT 8 pabora ¢ 37eKTPOHHBIMH OOpAIICHUSIMH 00YJarOIIUXCS:
pacchUIKa 3aJaHui, TPOBEPKA MUCbMEHHBIX padoT

JOT 9 Counanbusie cetu: BKonrakre, Instagram

3auér JOT 1 Zoom, 10T 4 Moodle
JOT 5 Skype IOT 6 UCY BY3 J1IOT 8
5. NEPEYEHb YYEBHO-METOAUYECKOI'O U TH®OPMALIMOHHOI'O
OBECIHEYEHUS JUCHUIIJINHbI
YueOHasi 1uTepaTypa, B TOM YHCJIE:
OcHoBHas:
1. Be3omacHOCTh MEKTPOHHOIO JOKyMEHTOO0OpoTa : yueOHoe nocodue : [16+] / A. A. TuieHko,

2.

3.

4.

I1. A. Tumenko, FO. M. KazakoB u ap. — Mocksa ; bepnun : dupexr-Menua, 2021. — 53 c. —
Pexum J0CTyna: o HOATHCKE.

URL.: https://biblioclub.ru/index.php?page=book&id=602225 — Bubnuorp. B kH. — ISBN 978-
5-4499-1928-1. — TekcT : ANEKTPOHHBIH.

Eroposa, JI. b. HUctopus nenompousBoacrsa B Poccun : yueOHuk : B 2 wyactsix : [16+] /
JI. b. Eropoga, H. A. PoroxoBa. — Mockga ; bepnun : lupekr-Menua, 2021. — Y. 1 (konen IX
— Havyamo XX B.). — 333 c. : wmi., tabn. — Pexum goctryma: mo moxamucke. — URL:
https://biblioclub.ru/index.php?page=book&id=602451. — bubmuorp. B kH. — ISBN 978-5-
4499-1923-6. — DOI 10.23681/602451. — TekcT : 37€KTPOHHBIIA.

ApacnanoBa, B. A. CinyxeOHble TOKyMEHTHI: GOPMYIISIpBl U pUMEpBl opopmiieHus. AnbOo0M:
yaeOHo-TIpakTHueckoe mocodbue : [12+] / B. A. Apacnanosa, E. C. BypmucrpoBa. — Mocksa ;
bepnun : upexkr-Menua, 2020. — 108 c. — Pexum pnocrynma: mo mnoamucke. — URL:
https://biblioclub.ru/index.php?page=book&id=578396— bubmuorp.: ¢. 100-105. — ISBN 978-
5-4499-1453-8. — DOI 10.23681/578396. — TekcT : 371€KTPOHHBIH.

ApacnanoBa, B. A. JlokyMeHTallmOHHOE oOOecleyeHre YIpaBICHUs: y4eOHO-TPaKTHUYEeCKOoe
nmocodue B cxemax, Tabnmimax, obpasmax : [12+] / B. A. ApacnaHoBa. — 2-¢ u3n., JIOM. U
nepepad. — Mocksa ; bepnun : Iupexkr-Menua, 2020. — 266 c. : ui., Tabn. — Pexxum nocryna:
no noxnucke. — URL: https://biblioclub.ru/index.php?page=book&id=578394 . — bubnuorp. B
kH. — ISBN 978-5-4499-1454-5. — DOI 10.23681/578394. — TekcT : 3IeKTPOHHBIN.



https://biblioclub.ru/index.php?page=book&id=602225
https://biblioclub.ru/index.php?page=book&id=602451
https://biblioclub.ru/index.php?page=book&id=578396
https://biblioclub.ru/index.php?page=book&id=578394
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OBPA3OBATEJIBHOI'O ITPOUHECCA 11O JUCHUITVIMHE

CneuuanbHble TMOMELIECHUS TPEACTABIAIOT COOO0N yueOHble ayIUTOPHUHM [Js IPOBEACHUS
3aHSTHN JIEKIIMOHHOTO TUTIA, 3aHATUH CEMUHAPCKOTO THIIA, BHITOIHEHUS! KYPCOBBIX PabOT, TPYIIOBBIX
Y MHAWBUIYaJbHBIX KOHCYJIBTAIMM, TEKYIIEro KOHTPOJS U MPOMEKYTOUHOH aTTecTalllH, a TaKXke
MOMEIIEHUST JJISi CaMOCTOATENBbHOM paboThl M TOMEINEHHUsS A XpaHeHUs U MPOPUIAKTHIECKOTO
o0cITy)KUBaHHS y4eOHOTO 000PY/TOBaHHMS.

CrienuanpHble MOMEIICHUST YKOMIUIEKTOBAHBI Y4€OHONH MeOEblo, B TOM YHCIEe MEOENbIO IS
MIpPeroiaBaTesis AUCUUIUIMHDI, y4eOHON JOCKOM, U TEXHUYECKUMU CPECTBAMH OOY4EHHUS, CIyXKaIIUMU
IUIsL IpeZICTaBIeHNs yueOHOM nH(popManuy OONBLION ayTuTOPHH (MYJIBTUMEAUUHBINA TPOEKTOP, IKPaH,
KOMITBIOTEP, 3BYKOBBIE KOJIOHKH).

Jns mpoBefeHUsT 3aHATUN JIEKIIMOHHOTO THUIA HCHOIB3YIOTCS HAOOpBhI JAEMOHCTPAIIMOHHOTO
000pyIOBaHUS.

[Tomemenust Ui CaMOCTOSITEIbHONH pabOThl OOy4YalOMIMXCS OCHAIIEHBl KOMIBIOTEPHOMN
TEXHUKOH C BO3MOXKHOCTBIO TMOAKIIOUEHUsS K ceTu HHTepHer u oOecriedeHHeM JOCTyna B
AIIEKTPOHHYIO HHPOPMAIIIOHHO-00pa30BaTeIbHYIO Cpely YHUBEPCUTETA.

DONeKTpOHHO-OMOIMOoTeUHass  cucTemMa  (DJIGKTpOHHAass ~ OMOIMOTEeKa) M AJIEKTPOHHAS
nH(pOpPMaIMOHHO-00pa3oBaTeNbHas cpena 00eCHneuynuBarOT OJHOBPEMEHHBIH JOCTYn He MeHee 25
MIPOLIEHTOB 0OYYAIOLTUXCS.

OOyyaromuecs: U3 YMCIa JHI ¢ OTPAaHUYEHHBIMU BO3MOXKHOCTSIMH 3/I0POBbBsI 00€CIICUNBAIOTCS
AIIEKTPOHHBIMU O00Pa30BaTEILHBIMU pecypcaMu B (opMax, aJanTHPOBAHHBIX K OTPAHUYCHHUSIM HX
3JI0POBBSI.

7. METOAUYECKHE YKA3AHUSA 11O OCBOEHUMIO TUCHUIIJIMHBI
Meroauyeckue yKkasaHus s NpenogaBare/is

W3yyeHne QUCHUIUIMHBI TPOBOAUTCSA B (hOpMe JIEKIUH, MPAKTUYECKUX 3aHSATHHA, OpraHu3aIluu
CaMOCTOSITENIbHON PabOThI CTYACHTOB, KOHCYJIBTALIUH.

Mertonbl npoBeNeHUS ayIUTOPHBIX 3aHATUMN:

e JIGKLMHU, peaJu3yeMble uYepe3 HU3JI0KEHHE y4eOHOro Marepuana IOJ 3aluCh C BO3MOXHBIM

MYJIBTUMEIUIHBIM CONIPOBOXKICHUEM;

® [IPaKTUYECKHUE 3aHATHS, BO BPEMs KOTOPBIX CTYAEHTBI BBICTYNAIOT C JOKJIAJaMH IO 3apaHee

MPEUIOKEHHBIM TeMaM U OO0CYXJalT HUX MEXIy co0oil W mpemnojaBareieM, pELIaloT

MPAKTUYECKHE 3a/1auil (B KOTOPBIX Pa3OMpaIOTCS M aHAJIM3UPYIOTCS KOHKPETHbBIE CUTYAIMH) C

BbIPa0OTKOM yMeHUs (hOPMYIHPOBATh BBIBOJIbI, BBISIBIATH TEHIACHIMHU U MPUYUHBI U3MEHEHUS

Pa3NUYHBIX SIBICHUH; BKJIIOYAIOIIME MPOBEIEHUE YCTHBIX M HMHCbMEHHBIX ONpPOCOB (B BUJE

TECTOBBIX 33JaHUI) U KOHTPOJIBbHBIX PaboT (110 BOIIPOCaM JIEKIUI 1 MPAKTUUYECKUX 3aHSITUH).

Jlekuuu — Ppa3HOBHJIHOCTh Y4eOHOTO 3aHATHs, HaNpaBI€HHass Ha PacCMOTpEHHE
TEOPETUYECKUX BOIPOCOB M3J1araéMoi IUCLUUIUIMHBI B IOTUYECKHU BblAepKaHHOU (popme. OCHOBHBIMU
LEISIMU  JIEKIIMHM  SBIIIIOTCA  CUCTEMHOE OCBELEHUE KIIIOUEBBIX IIOHATHM M IOJOKEHUH 110
COOTBETCTBYIOIIECH TeMe, 0030p M OLIEHKa CYLIECTBYIOIIEH MpoOIeMaTuKH, €€ METOJOJOTHYECKUX U
COLIMOKYJIBTYPHBIX OCHOBAaHMM, BO3MOXKHBIX BApUAHTOB PpELICHMS, NPEAJIOKEHUE METOAMYECKHUX
peKOMeHAAMNi JJi1 JajdbHEHIIero HM3y4eHHs Kypca, B TOM UHCJIE JHUTEpaTypbl U HCTOYHUKOB.
JlekimoHHas Iojadya MaTepuana, BMECTE C TEM, HE MPEANojaraeT HCKIIOUUTENbHYI0 aKTHBHOCTb
npenojaasarens. JIEKTOp JOHKEH CTUMYIMPOBaTh CTYACHTOB K Y4YacTHIO B OOCYXKJIEHUU BOIIPOCOB
JIEKIIMOHHOTO 3aHATHSA, K BBICKA3bIBAHUIO COOCTBEHHOM TOYKHM 3peHHs MO oOCyxkJaeMoi mpolieme.
[maBHOE Ha3HaueHUe JEKUUU — 00eCNeYUTh TEOPETUUYECKYI0 OCHOBY OOY4EHMsI, pa3BUTh HUHTEPEC K
y4eOHOI J1eITeNbHOCTH M KOHKPETHON y4eOHOU JUCHHUIUIMHE, C(POPMUPOBATH Y CTYIEHTOB OPUEHTUPHI
JUISL CAMOCTOSITEIbHON PabOThI HAJl KypCOM.

[TpakTueckue 3aHATUS HANpaBIECHbl Ha pPa3BUTUE CaMOCTOSTEIBHOCTH CTYIEHTOB B
HCCIIEIOBAaHUM U3yYaeMbIX BOIPOCOB M NMPUOOpETeHHe YMEHUM M HaBbIKOB. lIpakThueckue 3aHATUS
TPaJUIIMOHHO TMPOBOAATCSA B (opMe 00CYk)AEeHUs MPOOIEMHBIX BOIPOCOB B IPYIIE NPU aKTUBHOM
yqacTu# CTyAeHTOB. OHU CIOCOOCTBYIOT yIIIyOJ€HHOMY M3Yy4YeHHUIO0 Hambosiee (QpyHIaMEHTaIbHBIX U
CIIOKHBIX MPOOJIEM Kypca, CIIy)KaT BaXHOM (opMoOil aHanM3a M CHHTE3a HUCCIIEAYeMOro Marepuana, a
TAaK)Ke€ TIIOJBEICHUSI HMTOTOB CAaMOCTOSITEIbHOM pabOThl CTYAECHTOB, CTHUMYIUpPYSd pPa3BUTHE



poeCCUOHAIBHOW KOMIIETEHTHOCTH, HABBIKOB M yMeHMH. Ha mpakTHueckux 3aHATHSX CTYIEHTHI
yuyarcs paboTaTh C HAy4HOH JIMTEpaTypoil, YETKO M TOXOMYMBO H3JaraTth NMpoOIeMbl U IpeiaraTh
BAapMAaHTBl HMX PELICHHs, apryMEHTHUPOBaThb CBOI0 IO3UIMIO, OLECHMBATH M KPHUTUKOBATH IMO3HUIIMU
IpYyruX, cBOOOJHO MyOJMYHO BBICKA3bIBAaTh CBOM MBICIH M CYKACHHUS, TPAMOTHO BECTH IMOJEMHKY U
IIPEJCTABIATh Pe3yNbTaTbl COOCTBEHHBIX HccienoBaHUN. OCHOBHOM LENBI0 NMPAKTHUYECKUX 3aHSITUN
ABJISIETCA O0CYXKJCHHE Hanboee CI0KHBIX TEOPETHUECKUX BOIPOCOB Kypca, UX METONOJIOTHYECKas U
MeTonuyeckas npopadorka. OHU MPOBOAATCS B (hopMe OIpoca, JUCIYTa, TECTUPOBAHUSA, 00CYKIECHUS
JIOKJIaJIOB, BBIIIOJTHEHMS 3a/1aHUi U TIp.

IIpenonaBarenb TOJKEH OPUEHTHPOBATH CTYACHTOB HAa HCIOJIb30BAHUE IIPU IOATOTOBKE K
MPAKTUYECKUM 3aHATHSAM B TEPBYIO OuYepelb CHEIHMAIbHONM HAy4YHOW JHUTEpaTypbl (MOHOTpaduii,
CTaTeil U3 Hay4HBIX KypHAJIOB, JUCCEPTALIUI).

Pesynbrarel paboThl HAa TNPAKTHYECKUX 3aHATHAX YYMTBHIBAIOTCS IMPENoJaBaresieM IpH
BBICTABJICHUM UTOrOBOM OLEHKU IO JaHHOU aucuuIuimHe. Ha ycMoTpeHue npenonasareins CTYIEHTHI,
AaKTMBHO OTBEYAIOLIME HA 3aHSTHUSIX U BBIIOIHSIONINE PEKOMEHIALMU MIpEnofaBareisl IpU MOArOTOBKE
K HUM, MOT'YT HOJIY4UTh MOBBIIIAOIINN 0aJll K CBOEH OLIEHKE B paMKax MPOMEXYTOUHON aTTeCTalUH.

CamocrosarenbHas pabora ¢ HaydyHOW M y4eOHOW IUTeparypol, M3JAaHHONH Ha OyMa)KHBIX
HOCHUTEJSAX, JOHOJHsETCs paboTOW C TECTUPYIOIIMMU CHCTEMaMH, ¢ MpPOo(ecCHOHAIbHBIMU 0OazaMu
JTAHHbIX.

OcobenHocTH peaju3allu JTHCHUIVIMHBI B OTHOIICHUH JIUI U3 YUCJIA HHBAJIHUI0B U JIMI C
OrpaHH4Y€¢HHBIMH BO3MOKHOCTAMMU 3/10POBbSA

[Tpodeccopcko-nienarorndeckiii  cocTaB  3HAKOMUTCS € IICHUXOJIOrO-(hM3MOJIOTHYECKUMHU
0COOEHHOCTSIMH OOYYAIOLINXCSl MHBAJIHMIOB M JIMI] C OTPaHMYECHHBIMH BO3MOXKHOCTSIMHU 3I0POBBS,
WHAMBUYaJIbHBIMU TpOTrpaMMaMM peaduIuTaluyd MHBAIUAOB (mpu Haimuuuu). [Ipum HeoOXxomumoctu
OCYILECTBIIICTCS.  JIOTIOJHUTEIbHAS TIOAJCPKKA NPENOJaBaHUs IICUXOJOTaMH, COIMAJIbHBIMU
paOOTHUKAaMU, IPOIIEAIIMMH [TOJTOTOBKY aCCUCTEHTAMHU.

B cooTBeTcTBHM € METOOMYECKHMH DPEKOMEHAAIUSMH MUHUCTEPCTBA HAyKH M BBICIIETO
obpazoBanus Poccuiickoii denepanuu, B Kypce MpeanonaracTcs UCrojb30BaTh COLMAIbHO-aKTUBHBIC
1 pe(IIeKCUBHBIE METO/IBI O0YUEHUS, TEXHOJIIOTHH COIIMOKYIIBTYPHOU PeaOMIINTAIINH C [ENBI0 OKa3aHUs
MIOMOIIM B YCTAHOBJICHMM IOJHOLIEHHBIX MEXJIMYHOCTHBIX OTHOLIEHUH C JPYrUMM CTYJIEHTaMH,
CO3/1aHusl KOM(OPTHOIO MCUXOJIOTMYECKOro KiIUMara B cTyaeHueckol rpymme. [lonbop u paspaborka
y4eOHBIX MaTepuanoB MPOM3BOAATCA C YYETOM IPEJOCTaBICHUsl Marepuana B pa3iIMyHbIX (popmax:
ayInajJbHOM, BHU3YaJIbHOW, C  WCIOJB30BAaHHUEM  CIICIUAIBHBIX  TEXHHYECKUX  CPEINCTB U
MH(POPMALIMOHHBIX CHCTEM.

CornacHO TpeOOBaHUSM, YCTAaHOBICHHBIM MUWHHCTEPCTBOM HAayKH M BBICIIETO OOpa3OBaHHS
Poccuiickoit ®enepanuu K HOPSAKY peanu3alud o0pa30BaTeIbHOM JESITENbHOCTH B OTHOLICHUU
nHBaU10B U Jinil ¢ OB3, He0OX0AMMO UMETH B BUJLY, YTO:

1) uaBanmuasl 1 uua ¢ OB3 no 3peHuio UMET NpaBo MPUCYTCTBOBATh HA 3aHATHUSAX BMECTE C
ACCHCTEHTOM, OKa3bIBAIOIINM O0ydJaroIIeMycsi HEOOXOAMMYIO TOMOIIIb;

2) unBanuasl ¥ Juna ¢ OB3 no ciayxy MMeIT mpaBo Ha MCIOJIb30BAHUE 3BYKOYCHUIMBAIOLICH
armaparypebl.

[Tpu npoBeneHNH TPOMEXYTOUHOM aTTecTaly Mo AUCHUIUIMHE 00ecreunBaeTcs coOMoIeHIe
CIIEIYIOIINX OOIINX TPEeOOBAHHMIA:

® TIPOBEIEHHE aTTECTAIlUH JIJIsl HHBAJIHMIOB B OJHOH ayIUTOPHH COBMECTHO C 0OyJaroIIUMUCS, He
SBJISIOIIMMUCS HMHBAJIMJIAMM, €CIU 3TO HE CO3[JaeT TPYIHOCTEH IJIsi WHBAJIMWJOB M HHBIX
00y4JaroIIIXCs PH MTPOMEKYTOYHOHN aTTeCTAINH;

® T[PUCYTCTBHE B ayIUTOPUM AaCCUCTEHTa (ACCHUCTEHTOB), OKa3bIBAIOLIETO0 OOyUYaIOLIUMCS

WHBJINJAM HEOOXOJUMYIO TEXHHYECKYI0 IMOMOIIb C Y4Y€TOM HMX HWHAMBHUIYAIbHBIX

ocoOeHHOCTeN (3aHATh pabodee MECTO, NEePeBUTaThCs, MPOUYUTATh U O(OPMUTH 3a/laHue,

001IaThCs € 9K3aMEHATOPOM);
® [I0Jb30BaHUE HEOOXOAUMBIMU OOYYaIOIIMMCS WHBAJIMIAM TEXHUYECKHMMU CpEACTBAMH MpHU

MIPOXOXKJICHHH TIPOMEXYTOYHOM aTTeCTAIMH ¢ YIETOM UX WHAWBUIYATBHBIX 0COOEHHOCTEHH;

e o0ecriedeHHE BO3MOXXHOCTH OECIPENITCTBEHHOTO JOCTyNa OOy4YaromuXcs WHBAJIHIOB B
ayIUTOPUM, TYyaJeTHble M Jpyrue IOMEIIeHHs, a TakXke HX IpeObIBaHUS B YKa3aHHBIX

MIOMEIIIEHUSX.



[To mucbMEHHOMY 3asBIICHUIO OOYYalOIIEerocsi WHBAIUIA MPOAOIKUTEIBHOCTD TPOXOXKICHUS
WCIBITAHUS MPOMEKYTOUHOU arTecTanuu (3auéra, SK3aMeHa, U JIp.) 00y4JarouMCs HHBAIHIOM MOXET
OBITH YBEIMYEHA 110 OTHOIIECHUIO K YCTAHOBJICHHOM MPOIOKUTEIILHOCTH €ro CAa4H:

® TPOAODKUTEIBHOCTD CIIa4d UCTIBITAHUS, POBOJIUMOTO B MMCbMEHHOU (popme, — He Oosiee yem
Ha 90 MUHYT;

® POJOKUTEIHHOCTD MOATOTOBKH O0YYAOIIErocs K OTBETY, IPOBOANMOMY B YCTHOU hopme, —
He Oonee yeM Ha 20 MUHYT.

B 3aBucMMOCTH OT WMHIWBHIYQJIBHBIX OCOOEHHOCTEH oOywaromuxcs ¢ OB3 VYuuBepcurer
o0ecreurBaeT BIMOJIHCHUE CIICAYIONUX TPEOOBAHUH MPU IPOBEACHUH aTTECTAIIUN:

a) ISl CIICTIBIX:

® 3aJaHUS U WHBIC MaTepUaJIbl JIJIS TPOXOXKICHUS MTPOMEKYTOUHON aTTecTaruu oQpOopMIISIOTCS B
BHJIE  OJIGKTPOHHOTO  JOKYMEHTa, JOCTYHOTO C  I[OMOIIbI0  KOMIIBIOTEpPA  CO
CHEIUATU3UPOBAHHBIM TIPOTPAMMHBIM OOCCIICUCHHEM JUIsl CJETBIX, JUOO 3a4UTHIBAIOTCS
ACCUCTCHTOM;

® T[HMCHMEHHBIC 3aJaHUSl BBINOJNHSAIOTCS OOYJalOIIMMHCS Ha Oymare penbeHO-TOYCUHBIM
mpudToM bpaitnsi wiaM  Ha  KOMIOBIOTEpE CO  CIENUATM3UPOBAHHBIM  MPOTPAMMHBIM
obecriedeHrueM sl CJICTIBIX, JTM00 HaTUKTOBBIBAIOTCS ACCUCTCHTY,

e @pu  HEOOXOAUMOCTH  OOYYAIOIIMMCS  MPEAOCTABISCTCS  KOMIUIEKT  MHUCHhMEHHBIX
MIPUHAJICKHOCTEN 1 Oymara Juis mucbMa penbeHo-ToueyHbIM mpudrom bpaiins, koMnbroTep
CO CIEIUATM3UPOBAHHBIM TPOTPAMMHBIM 00€CIICYCHUEM TSI CIICTIBIX;

0) st c1aboBUIAIINX

® 33/1aHUA U UHBIE MaTepHaJIbl IS ClIauu IK3aMeHa OOPMIIIOTCS YBEIUYEHHBIM HIPU(TOM;

e olecreynBaeTcs UHIUBUAYATbHOE paBHOMEpHOE ocBelienre He menee 300 nrokc;

e pu HEOOXOAMMOCTH OOyYaroIIMMCSl TMPEAOCTABISETCS yBEIWYHMBAIOIIEE YCTPOMCTBO,
JIOITYCKAETCS HCIIOJIb30BAHNE YBEITUIHBAIOIINX YCTPOUCTB, UMEIOIIMXCS Y 00yJaroIIiXCs;

B) JJISl NIYXUX M cIa00CBIIIAIINX, C TSHKEIBIMUA HAPYIICHUSIMU PEYH:

e o0ecreynBaeTcsl HAIMYUE 3BYKOYCUITUBAIOUICH anmapaTypbl KOJJIEKTUBHOTO MOJIb30BAHUS, TPU
HeoOXxomuMocTH  OOy4aromuMmcsl  MPEIOCTaBisieTcss  3BYKOYCHUJIMBAIOLIAs  ammaparypa
WHJIMBUIYQJIbHOTO TOJIb30BaHUS;

® [I0 UX KEJIAHUIO UCTIBITAHUSI MIPOBOMIATCS B TUCEMEHHOM (hopMme;

T) A7 JUI C HApyIIEHUSMU OIMOPHO-IBUTATEIHHOTO ammapara (TSDKETBIMUA HapyHICHUSMHU
JIBUTATEIIbHBIX (DYHKITUN BEPXHUX KOHEUHOCTEH MM OTCYTCTBUEM BEPXHUX KOHEYHOCTEH ):

® [IHCHMEHHEIE 3aJJaHMs BBIIOJTHSIOTCS 00y4aroIUMHCS Ha KOMIIBIOTEpE co
CHEIMAIN3UPOBAHHBIM MPOTPAaMMHBIM 00€CTIeYeHNEM WIIH HAJUKTOBBIBAIOTCS ACCHCTEHTY

® [0 UX KEJAHUIO UCTIBITAHUS MPOBOJATCS B YCTHOM (hopme.

O HeoOxomumocTH oOecleueHus CHelUualbHbIX YCIOBUH JUIsl TMPOBEJIEHUS arTecTaluu
oOyyJaromuiicst JOIKeH cOOOUINTh MMCEMEHHO He To3/1Hee, yeM 3a 10 nHel 1o Hadana artectanuu. K
3asMBJICHUIO  TPWIAraloTcs  JOKYMEHTBHI,  MOATBEPXKIAIONIME  HaduuMe y  OOydaromerocs
WHIUBUAYAIBHBIX 0COOEHHOCTEH (TIPU OTCYTCTBHH YKa3aHHBIX JOKYMEHTOB B OPraHU3AIIHH).

[Ipu HeoOxomuMoOCTH g OOYyYarOUIUXCsl C WHBATUIHOCTBIO TPOIEAypa OICHUBAHUS
PE3yABTaTOB 00YUEHUSI MOXKET MPOBOAUTHCS B HECKOJIBKO JTAIOB.

MeTognyeckue YKazanus AJisd oﬁyqammnxcsl

J1s yCcIemHoro 0CBOEHUsl QUCHUILIMHBI CTYIEHTHI JOJKHBI II0CEIATh JICKIIMOHHBIE 3aHATHS,
TOTOBUTHCA U AaKTUBHO Yy4YacTBOBAaTh B MPAKTUYECKUX 3aHATHUSAX, CAMOCTOATENbHO paboTarh ¢
PEKOMEHI0BAHHOU JIUTEPATYPOl.

N3yueHne QUCHMIUIMHBI 11€eC000pa3HO HauaTbh CO 3HAKOMCTBA C MPOrpaMMON Kypca, 4TOOBI
4ETKO MPEJCTaBUTh cebe ero 00bEM M OCHOBHBIE MpobieMbl. IIpounTaB COOTBETCTBYIOIIUIT pasaen
MPOrpaMMbl, U YCTAHOBUB KpYI' Te€M, IMOMJEKAUIUX H3YUYEHHUIO, MOXHO TMEepeXoIuTh K padbore ¢
KOHCIIEKTaMM JIeKUMH U ydyeOHuKoM. KoOHCHEKT JeKuuid TOJDKeH CoAep)kKaTh KpaTKoe H3JI0KEeHHE
OCHOBHBIX BONPOCOB Kypca. B Jjeknusx mnpenogaBarenb, Kak IPAaBUIO, BBIACISAET BbBIBOJBI,
cofiepkalivecss B HOBEHIIMX MCCIEIOBAHUAX, Ppa3HOINIACHs YUY€HBIX, OOOCHOBBIBACT Haubomee
yOeauTenpHyl0 TOUKy 3peHus. HeoOxomumo 3amuchiBaTh METOAMYECKHE COBETHI IpernojaBares,
Ha3BaHUs PEKOMEHIYEeMbIX UM W3JaHUW. He HyKHO CTpEeMHUTBCSA K JOCIOBHOM 3anmucu Jiekuui. [ns
TOrO, 4TOOBI BBIACIUTH IJIABHOE B JIEKIMM M MPAaBHIBHO €€ 3aKOHCIIEKTHPOBATh, MOJIE3HO 3apaHee



MPOCMOTPETh YK€ TMPONICHHBIN JICKITMOHHBIA Marepuan. Jus Oonmee momHOro U 3(h(eKTUBHOTO
BOCTIPUSTHSI HOBOW HH(OpPMALMU B KOHTEKCTE YyXKE€ MMEIOUIMXCS 3HAHUW CledyeT NPUTOTOBUTH
BOIPOCHI JIeKTOpY. [IpounTaB cBOI KOHCIEKT JIEKLUH, cIeyeT 0OpaTuThCs K MaTeprany yueOHHUKa.

OOparenre K paHee M3y4eHHOMY MarepHuaay He TOJBKO MOMOTraeT BOCCTAHOBUTH B IaMSTH
U3BECTHBIC IOJIOKEHHUS, BBIBO/BI, HO M NPUBOAUT PA3pPO3HEHHBIC 3HAHUSA B CHCTEMY, YIIyOIseT U
pacumpsier ux. Kaxaplii BO3BparT K CTapoMy MaTrepHally IO3BOJISIET HAMTHM B HEM 4YTO-TO HOBOE,
[IEPEOCMBICIIUTh €0 C MHBIX MO3ULUM, ONpeneNuTh ISl Hero Haubosee MOAXOAALIee MECTO B YKe
uMmeroleics cucrteme 3HaHuil. HeomgHokparHoe oOpaiieHune K NpOHIeHHOMY Marepuaiy sBISETCS
HauOosee panuoHaIbHOW (opMoi mpuoOpeTeHuss U 3akpemyieHus: 3HaHui. OueHb IMOJIE3HBIM B
MPAKTUKE CaMOCTOSATENILHOM paboThl, SBIAETCS NPEABAPUTEIBLHOE O3HAKOMJIEHHE C Y4eOHBIM
MmarepuaioM. Jlaxe kpaTkoe, Oernoe 3HAaKOMCTBO C MarepuajoM OYEepeAHOH JIeKUuu AaéT MHOTOe.
CryneHThl mOMydaloT oOIIee MpeACTaBIeHHE O €€ CONEpXKaHHUM M CTPYKType, O TJIABHBIX U
BTOPOCTENEHHBIX BONPOCAxX, O TEPMUHAX U omnpenesneHusx. Beé 3To obnerdyaer paboTy Ha JIEKUMU U
JieTaeT e€ UeJeyCTPEMIIEHHOM.

PaGora ¢ aureparypoii

[Ipu u3yyeHUn NUCHMIUIMHBI CTYACHTHI JIOKHBI CEPbE3HO MOIONTH K UCCIEAOBAHUIO YUCOHOU
U JIOTIOJIHUTENBbHON nuTeparypel. [laHHOoe TpeboBaHME OCOOCHHO Ba)XXHO [UIsl TMOATOTOBKU K
MPAKTUYECKUM 3aHATHSIM.

Oco0oe BHMUMaHHE CTyIEHTaM CieqyeT oOpaTuTh Ha COOTBETCTBYIOIIHME CTaThH M3 HAyYHBIX
KypHaioB. JUIs mnoWCKka HAydHOW JIUTEPATYpbl MO JUCLHMUIUIMHE CTYIEHTaM TAaKke CIEAyeT
UCIIONIb30BaTh Karajor 3eKTpoHHoi HayuHoil Oubmmorekn eLIBRARY.RU, ObC «YuuBepcuteTckas
oubmmoTexa Onliney.

[Ipu moAroToBKe K MPaKTUUYECKUM 3aHATHUIM CTYAEHTBHI UMEIOT BO3MOKHOCTh BOCIOJIb30BATHCSA
KOHCY/IBTAUSAMH TIpernonaBarens. KadecTBo y4eOHOW paOOTHI CTYIECHTOB OIPENCISACTCS TEKYIIUM
KOHTpoJeM. CTyIeHT UMEET NPaBO O3HAKOMUTHCS C HUM.

MeToauueckne peKOMeHIAIMH M0 CAMOCTOSITEIbHOI padoTe CTYIeHTOB

Llenb camocTOATENBHOM pabOThl — MOATOTOBKA COBPEMEHHOTO KOMIIETEHTHOIO CIIEUAINCTA U
¢bopMupoBaHue  CIIOCOOHOCTEM W HAaBBIKOB K  HENPEPHIBHOMY  caM0o00Opa3oBaHMIO U
po¢eCCHOHAILHOMY COBEPIIEHCTBOBAHUIO.

Peanm3anus nmocraBieHHON 1eNTM TPEATIONAraeT PemeHne CISAYIONINX 3a/1a4:

® KaueCTBEHHOE OCBOCHHE TEOPETUYECKOTO Marepuaia Mo M3y4aeMoW JUCIUILINHE, YITyOneHne

U paclIUpeHUe TEOPETUUYECKUX 3HAHUHU C IIeNIbI0 UX NMPUMEHEHHs Ha YPOBHE MEXIPEIMETHBIX

CBSI3EH;

e CcHUCTEMarTu3alusi M 3aKpeIUICHHWE TIONYYEHHBIX TEOPETHYECKUX 3HAHWH W TMPAKTUYECKUX

HaBBIKOB;

e (opMHpOBaHUE YMEHUH MO MOUCKY U UCTOIb30BAaHUIO HOPMAaTUBHOM, IPAaBOBOM, CITPABOUHON U

CTEMATBHON JTUTEPATYypPHl, a TAKXKE APYTHX UCTOUHUKOB HH(OpMAIIHH;

® Dpa3BUTHE TO3HABATEIBHBIX CIIOCOOHOCTEH W aKTUBHOCTH, TBOPYECKOH HMHUIIMATHBBI,

CaMOCTOSITETbHOCTH, OTBETCTBEHHOCTH W OPTaHU30BAHHOCTH;

e (¢dopMHUpOBaHHE CAMOCTOATEILHOCTH  MBINUJICHUS, CIOCOOHOCTEH K  CamMOpa3BUTHIO,
camM000pa30BaHHIO, CAMOCOBEPIICHCTBOBAHUIO 1 CaMOpeaIn3allny;

® DPa3BUTHE HAyYHO-HCCIIEIOBATEIBCKUX HABBIKOB;

e (opMHpOBaHUE YMEHUS pellaTh MpakTHUYeCKHe 3a/1auu (B MpodeccuoHaIbHON AesTeTbHOCTH),

UCIIOJIB3YS IPUOOPETEHHBIE 3HAHUSI, CIIOCOOHOCTH 1 HaBBIKH.

CamocrosaTrenbHass paboTa SBISETCS HEOTHEMIIEMOW YacThl0 00pPa30BaTEIbHOIO Ipolecca.
CamocrosiTenpHas paboTa mpeArnojaracT MHUIMATHBY camMoro oOydaromierocsi B mporecce cobopa u
ycBoeHHs HH(opMaluy, npruoOpeTeHus] HOBBIX 3HAHHUM, yMEHUI M HABBIKOB U OTBETCTBEHHOCTH €TI0 3a
TUTAHUPOBAHHE, PEaM3alMi0 M OIEHKY pe3yJIbTaToB Y4eOHOH AesTenpbHOCTH. [Ipoliecc ocBoeHUs
3HaHUI MPH CaMOCTOATENBbHOM padore He 000CO0IeH OT APYruX GopM 0OyUeHHs.

CamocrosiTenpHas paboTa JoMKHa:



OBITh BBHITIOJTHEHA WHIUBUAYAIBHO (WM SIBISITHCS YaCThIO KOJJIEKTUBHOW paboThl). B ciydae,
korna CP monroropieHa B MOPSAIKE BHINOJHEHUS TPYIMIOBOTO 3aJaHus, B paboTe aenaeTcs
COOTBETCTBYIOILIAs OTOBOPKA;

MPENICTABIISITh COOOM 3aKOHYCHHYIO Pa3paloTKy (3Tarm pa3paboTKu), B KOTOPOH aHATH3UPYIOTCS
aKTyaJIbHBIC TIPOOJIEMBI IO OMPECIEHHON TeMe U €€ OTIEIbHBIM aCIIeKTaM;

OTpa)kaTh HEOOXOAMMYIO U JIOCTATOUYHYIO KOMIIETCHTHOCTh aBTOPA;

UMETh Y4eOHYI0, HAyYHYIO W/WIH MTPAKTHYECKYIO HAIIPABICHHOCT;

ObITh O(OpMIICHA CTPYKTYpHO M B JIOTHYECKOW IMOCIIEIOBATEILHOCTH: THUTYIbHBINA JIUCT,
OIIaBJIEHHUE, OCHOBHAS YaCTh, 3aKJIFOUEHUE, CIUCOK JIMTEPATYPBhI, IPUIOKEHUS;
cogepxarb  Kparkue M 4ETkue  (QOPMYIMPOBKH, YOECTUTEIBbHYIO
JI0Ka3aTeIbHOCTh U 000CHOBAHHOCTH BBIBOJIOB;

COOTBETCTBOBaTh JTHUECKMM HOpMaM (TIpaBWJia IUTUPOBaHUS W mapadpas; CCHUIKH Ha
UCIONIb30BaHHbIe OnONMHorpaduyeckrue MCTOYHHMKHU; HCKJIIOUEHHUE Iularuara, ayOaupoBaHUS

apryMeHTaluIo,

COOCTBEHHOTO TEKCTa M UCIIOIB30BAHUS YYKHX padoT).

8. ®OHJI OHEHOYHBIX CPEJACTB

Kox 1 HauMeHOBaHHe IToxazarenu
Ko u naumeHnoBanue WHIUKATOpa PesynbraTel 00y4deHHs IO OIICHUBAHUS
oOmenpodecCuoHaTLHOM JIOCTHKEHUS JTUCHUIITHHAM (MOIYIISIM)
KOMIIETECHIIUU o011enpoecCHOHAIBHO Y IIPaKTHKaM
1 KOMIIETEHIINN
OIIK-3. Cnoco6en | OIIKB-3.1-1. OIIKb-3.1-1.3-1.35aer | bnok 1
pa3pabaTsiBaTh u | Peanu3yer 3HaHHWS 1O | METOJBI KOHTPOJBHOTO
OCYIIECTBIISTh CTpaTeruuecKkomy CTPaTeTUYECKOro 3aJaHusA
MEPOIIPHUATHS YIIPaBJICHHUIO yIIpaBIICHUS TICPCOHAIIOM | BBITIOJIHCH
HarpaBJICHHbIE Ha | MepCOHAIOM KOPPEKTHO
peanu3anuio CTpaTeruu OIIKB-3.1-1.Y-1.Ymeer | brok 2
yIpaBICHUS HCIIOJIB30BaTh METOJHMKHU | KOHTPOJBLHOTO
MIEPCOHAIIOM, CTPaTEru4ecKoro 3aJIaHusA
obecneunBaTh aHalM3a TPU PELICHUH | BHIMOJIHEH
JOKYMEHTAI[MOHHOE npodeccnoHaATBHBIX KOPPEKTHO
COIIPOBOXICHUE u 3a7a4
OIICHUBATh OIIKB-3.1-1.B-1. biok 3
OpraHHU3aIOHHBIC u Bnaneer HABBIKAMU | KOHTPOJIBHOTO
COIAJIbHBIC pa3paboTKu 3aaHUs
MOCTIEICTBHSL. 3P HEKTUBHBIX BBINIOJIHEH
MEPONPUATHI 10 | KOPPEKTHO
CTpaTeruuecKkomMy
YIIPaBICHUIO
MIEPCOHAIOM
OIIKB-3.1-2. OIIKB-3.1-2.3-1. 3maer | bnok 1
OcymecTBiser mporecc KOHTPOIBHOTO
JOKYMEHTAITMOHHOE JIOKYMEHTAIMOHHOTO 3aaHust
COTIPOBOXICHUE COTIPOBOKICHUS BBITTOJIHEH
nporiecca KOPPEKTHO
CTPAaTErnYeCcKoro OIIKb-3.1-2.YV-1.Ymeer | brok 2
YIIpaBICHUS 0pOpPMITSITH KOHTPOJIEHOTO
COTPOBOKIAIOIIYIO 3aJaHus
JIOKYMEHTAITHIO BBITTOJTHEH
KOPPEKTHO
OIIKB-3.1-3. OIIKB-3.1-3.3-1.3naer | baok 1
OcCyIecTBIsieT OIEHKY | METOIbI OILICHKH | KOHTPOJIHHOTO
OpTraHHU3aIMOHHBIX W | OpraHU3aIMOHHBIX U | 3amaHus
COIUATIBHBIX COIMATIBHBIX BBITTOJIHEH
MMOCJIEICTBUI MTOCTEACTBHI KOPPEKTHO




MEPOTIPUSIITHI OIIKB-3.1-3.Y-1.Ymeer | brok 2
HaIpaBJIEHHBIX Ha | IPUMEHSATh OIICHOYHBIE | KOHTPOIHHOTO
peaiu3aluio CTpaTeruy | METOABl W BBIABIATH | 33/1aHUA
yIpaBICHUS COIMATILHBIC BBITIOJTHEH
MIEPCOHAIOM MOCJICACTBHUSI KOPPEKTHO
OIIK-4. Cnocoben | OIIKb-4.1-1. OIlKb-4.11-1.3-1.3naer | briok 1
MIPUMCHSITh Hcnonb3yer 3HAHUS | OCHOBBI TPYAOBOTO | KOHTPOJIBHOTO
COBpEMEHHBIE OCHOB 3aKOHOJATEIhCTBA B | 33/1aHUA
TEXHOJIOTUM M METOJIbl | JOKYMEHTHPOBAHUS obnactu BBITOJHEH
OTIePaTHUBHOTO TPYAOBBIX OTHOIICHHUH C | TOKYMEHTHPOBAHUS KOPPEKTHO
yIpaBICHUS y4eTOM tpeboBanuii | OIIKb-4.1-1.V-1. Ymeer | Biok 2
MEPCOHAIIOM, Bectu | TpymoBoro Kopnekca | pemars BOIPOCHI | KOHTPOJIHOTO
JOKYMEHTAI[MOHHOE PO. OTIEPATUBHOTO 3a/laHus
COIPOBOXICHUE U yYeT. yIpaBICHUS BBITOJHEH
MEPCOHAIIOM,  BEICHHS | KOPPEKTHO
JIOKYMEHTallMOHHOTO
COIMPOBOXKICHHS U ydeTa
HAa OCHOBE TpeOOBaHUI
Tpynosoro Kogekca P®.
OIIKb-4.11-2. OIIKb-4.1-2.3-1.3naer | briok 1
[Mpumensier COBPEMEHHBIC KOHTPOJBHOTO
COBpEMEHHBIE TEXHOJIOTUM  KaJpOBOTO | 3aJlaHuUs
TEXHOJOTHH pPaboOThl C | JOKYMEHTO00OpOTa BBITIOJTHCH
KaJIpoBOI KOPPEKTHO
JIOKYMEHTAIUEH. .OIIKb-4.1-2.V-1. brox 2
Crnocoben BECTH | KOHTPOJIBHOTO
KaJ[poOBOE 3a/laHus
JIEIIOMPOU3BOJICTBO U | BBIIIOJHEH
OpPraHW30BaTh APXHUBHOE | KOPPEKTHO
XpaHeHue KaJIPOBBIX
JIOKyMEHTOB B
COOTBETCTBUU c
JIEHCTBYIOINMHU
HOPMAaTUBHO-TIPAaBOBBIMU
aKTaMH, 00ecIeuYnTh
3alUTy TEPCOHATbHBIX
JTAHHBIX COTPYIHHUKOB.
OIIKb-4.11- OIIKb-4.1-3.3-1. 3naer | brok 1
3.OcymecTBisieT OCHOBBI KaJIpOBOM | KOHTPOJIBHOTO
OTIepaTUBHBIH YUYeT | CTAaTUCTHKHU 3a/laHus
KaJpoBOi1 BBITIOJIHEH
JOKYMEHTAII! KOPPEKTHO
OIIKb-4.11-3.3-2.3naer | biok 1
OCHOBHBIE 9Tanbl | KOHTPOJIBHOTO
KaJ[pOBOTO 3aJIaHus
JIOKyMEHTO000poTa BBITIOJTHEH
KOPPEKTHO
OIIKBb-4.1-3.Y-1 VYwmeer | brok 1
0hOopMIIATH KOHTPOJIHOTO
JIOKYMEHTAITU IO B | 3a/1aHUA
COOTBETCTBUU C | BBITIOJTHEH
JEHCTBYIOIUMU KOPPEKTHO
HOPMAaTHUBHO-TTPAaBOBBIMHU
aKTaMu
OIIKb-4.1-2.B-1. brok 3

Binageer HaBbBIKaMU

KOHTPOJIBHOTO




COCTaBJICHUSI  KaJIpOBOM | 3aJlaHUs
OTUETHOCTH, a TakKKe | BHIIIOJHEH
HaBBIKAMH KOPPEKTHO
03HAKOMJICHUS
COTPYIHUKOB
OopraHu3alu c
KaJpoBOi
JIOKYMEHTalHUEn 51
JIEUCTBYIOLIUMH
JIOKAJbHBIMU
HOPMAaTUBHBIMU aKTaMH,

TunoBoe KOHTPOJILHOE 3a1aHue 1
BJIOK 1 - ITIPOBEPKA 3HAHWM (OITKB-3.11-1.3-1. OTIKB-3.11-2.3-1. OIIKB-3.1-3.3-1. OIIKB-
4.1-1.3-1. OIIKb-4.1-2.3-1. OIIKb-4.1-3.3-1. OI1IKb-4.11-3.3-2.)
1.1. Yrto Ha3biBaeTcs “ie10M” B /1eJ10NPOU3BOACTBE:
1) COoBOKYMHOCTh JOKYMEHTOB MJIU IOKYMEHT, OTHOCSIIIMICS K OJJHOMY BOIIPOCY WJIU YYaCTKY
ACATCIIbBHOCTH, XpaHAIIUCCA B OpraHU3alun;
2) COBOKYMHOCTh JOKYMEHTOB UJTU JTOKYMEHT, OTHOCSIIIIMICS K OJJHOMY BOIIPOCY MITU YYaCTKy
ACATCIIBHOCTH, IOMCIICHHBIC B OTACJIbHYIO O6H0)I(Ky;
3) CoBOKYMHOCTH TOKYMEHTOB WJIM IOKYMEHT, OTHOCSIIIUICSA KO BCEM Y4acTKaM JIeATeIbHOCTH,
MMOMEIICHHBIC B OTICIBHYIO O0JI0XKKY.

1.2. Eciin aKkT mOAroToBJIeH KOMUCCHel, B KaKOi MOCJIe0BATeIbHOCTH A0/ILKHBI YKAa3bIBAThCS
AOJI)KHOCTHBIE JINIA (BO BBOJHOM YaCTH), YYACTBYIOIIME B NOATOTOBKE aKTa?

1) Ilpeacenarens KOMUCCHH, YWICHBI KOMUCCHH B MOPSAKE YOBIBAaHHS CITY>KEOHOM JIGCTHHIIBI, CEKpPETaph
KOMHCCHH.

2) Ilpencemarens KOMHCCHH, CEKpPETapb KOMHCCHH, YIEHBI KOMUCCHH B ali()aBUTHOM MOPSKE.
3) IIpencenarens KOMUCCHH, YICHBI KOMHCCHH B ali(h)aBUTHOM TOPSAKE, CEKPETaph KOMUCCHU.

1.3. I'naBHO¥ 3a1a4eiil KaAPOBBIX CJIY:K0 sIBJIsIETCS

1) noxymenTanbHOE 0OPOPMIICHHE U YIIPABICHUE TPYJOBBIMHI OTHOIICHUSMH
2) npueM Ha paboTy HOBBIX COTPYAHHUKOB

3) yBOJIbHEHHE paOOTHUKOB

4) coznanue moMmex B paboTe APYruX CTPYKTYPHBIX MOApa3aeNeHUN

1.4. C kakoii nejb10 opopmiisieTcss JOKJIAAHAA 3alIUCKA:

1) OOBSICHUTH TPUYMHBI KaKOTO-IM00 (haKTa UM COOBITHS;

2) noOYIUTh PYKOBOJUTENS IPUHSTDH ONPENIETIEHHOE PELICHNUE;

3) yka3aTh pyKOBOJUTENIO HAa HEJOUETHI B pa0OTE COTPYIHUKOB MPEATIPUITHS.

1.5. I'ne npaBWJILHO PACHOJI0KUTH OTMETKY 00 MCIIOJIHUTEJIe JOKYMeHTa?

1) B neBoM HWXHEM Yyriy JHIEBOH Wi OOOpPOTHOW CTOPOHBI MEPBOTO JHUCTa JOKYMEHTA.
2) B mpaBoM HW)XXHEM YTy JIMIEBOM HJIM OOOPOTHOM CTOPOHBI MOCIEAHETO JHUCTa JOKYMEHTA.
3) B 1eBoM HUXKHEM YTy TUIIEBOW U OOOPOTHOM CTOPOHBI MOCIEAHETO TUCTA TOKYMEHTA.

1.6. KTo 06;1a7aeT npaBoM NOANMCH NPUKA30B M0 NePCOHATY H (HHAHCOBBIM BONpPOcam?
1) pykoBOAMUTENH U 3aMECTUTEIH PYKOBOIUTEIS;

2) TOJIBKO PYKOBOJUTEIb;

3) HavaNbHUK OT/ENIa KaIPOB.

1.7. Ilpu yBoJibHeHHMH PA0OTHUKA U31A€TCH:

1. npuka3 o OCHOBHOM JIEATENBHOCTH OPraHU3aLNN;
2. pacropsiKeHHe;

3. JOKJIaHAas 3aIUCKa;

4. npuKa3 1o JINYHOMY COCTaBy



1.8. Kakoe u3 yTBep:kaeHuii siBjisiercst BepHbIM? I'pu@ yTBepKIeHus: — 3T0:

1) pekBU3UT OPUINATBHOTO JOKYMEHTA, BBIPAXKAIOIINN COrTIaCHe YUPEXKIECHUS WU €ro OpraHa, He
SIBJIAIOILEr0Csl aBTOPOM JIOKYMEHTA, C €70 COACPKAHUEM;

2) PeKBU3UT OPHULMATBHOTO JOKYMEHTa, CBUJIETEILCTBYIOLINH 00 0cO00M XapakTepe HHpOpMaLuy,
OTrpaHUYMBAIOLUI KPYT 110JIb30BaTENEH JOKYMEHTA;

3) peKkBU3UT OPULHAIBHOTO JOKYMEHTA, IPUIAOIIMIA HOPMATUBHBINA WIIM IPAaBOBOM XapakTep ero
COJEPIKAHUIO;

4) peKBU3UT JOKYMEHTA, NIPEICTABIIAIOLINI cO00M COOCTBEHHOPYUYHYIO HOAIUCH TOJTHOMOYHOIO
JOJKHOCTHOTO JIMLA.

1.9. Kakoii n3 nepeqyucjeHHbIX JOKYMEHTOB MOJIEKUT YTBEP:KIEHHIO:
1) mpukas; 2) aKT; 3) nmuceMmo; 4) pacnopspkeHue?

1.10. Kak npaBuJIbHO 0)OPMHUTH CJAEAYIOLIYIO ATy B JOKYMeEHTe:
1) B  monyroguu 2011 r.; 3)B I nmon. 2011 r;
2) B mepBoM nonyroauu 2011 1.5 4) B mepBoM 1o. 2011 1.

BJIOK 2 - TIPOBEPKA YMEHUWM (OIIKB-3.11-1.Y-1. OTIKB-3.1-2.Y-1. OIIKB-3.1-3.V-1.
OIIKb-4.1-1.Y-1. OIIKB-4.1-2.V-1. OIIKb-4.11-3.Y-1)

2.1. U3 yka3zaHHOro Ha0opa peKBH3MTOB BbIOepUTE PEKBU3UTHI TAPAHTHIHOIO NHCHMA,
NpUBeIUTE MPUMEP rAPAHTHIIHOTO MM CbMa:

A) HaMMEHOBaHUE OpraHU3alllY;
CIIPaBOYHBIE TaHHBIE OPraHU3aLUu;

JlaTa ¥ pEruCTPALMOHHBIA HOMEDP TOKYMEHTA;
CCBIJIKA HAa HOMEP U JaTy BXOJSLIETO JOKYMEHTA;
3aroJIOBOK K TEKCTY;

azpecar;

TEKCT;

IIOJITINCK.

B) nHaumeHoBaHME OpraHU3aluy;
CIpaBOYHbBIE JTaHHBIE 00 OpraHU3alny;

JlaTa ¥ pEruCTPALMOHHBIA HOMEDP TOKYMEHTA;
azpecar;

TEKCT;

MIOJIIINCH;

OTMETKA O HAJIMYUU TIPUIOKECHUS.

C) HanMeHOBaHUE OpraHU3allnY;
CIPaBOYHbIE JIaHHbIE 00 OpraHu3aluu;
HaVMEHOBAHME BUJA TOKYMEHTA;

JlaTa U pEruCTPALMOHHBIA HOMEDP TOKYMEHTA;
3aroJIOBOK K TEKCTY;

azapecar;

TEKCT;

MTOATIHUCH;

OTTHCK II€YaTH.

2.2. M3 yka3zaHHOro Hal0opa peKBH3MTOB BbIOepHTEe PEKBU3HTHI NPOTOKOJIAa M COCTABbTE
dopmyasip — oOpa3en npoTokoJia:

A) HaMMEHOBaHUE OpPraHU3alUU

HaMMEHOBaHME BHJIA TOKYMEHTA;

JlaTa U PETUCTPALlMOHHBIN HOMED;

3arojIoBOK K TEKCTY;

TEKCT;

MOJTHUCH.



B) HanMeHOBaHuE OpraHu3aluy;
CrpaBouHbIe JaHHbIE 00 OpraHU3aINH;
HanmenoBanue BHJ1a JOKyMEHTA;

JlaTa ¥ perucTpanvoHHbIA HOMED;
3aroJIoBOK K TEKCTY;

TexkcT;

Tloamucwu.

C) HauMeHOBaHUE OpraHU3allY;
MecTo cocTaBiieHUs JOKYMEHTA;
HaumeHnoBaHue BUJa TOKyMEHTA;

Jlata 1 perucTpauuOHHBIA HOMEP TOKYMEHTA;
3aroyioBOK K TEKCTY;

TexcrT;

ITonnucwu;

OTMmeTKa 0 3aBepeHUH KOIHH.

2.3. U3 ykazaHHoro Ha0opa PpeKBHU3MTOB BbIOepUTe PEKBU3UTHI BHYTPEHHEN [IOKJATHOI
3allUCKHU, IPUBEINTE MPUMeEP:

A) HaMMEHOBaHUE OpPTaHU3AIINH;
HaumenoBanue Buja 10KyMEHTa;

JlaTa ¥ perucTpaliOHHbIA HOMED;
3aroyioBOK K TEKCTY;

Anpecar;

I'pud yrBepxneHus;

TekcrT;

[Toanuce.

B) naumeHoBaHue opraHu3anuy;
HaumenoBanue Buja 10KyMEHTa;

JlaTa ¥ perucTpalOHHbIA HOMED;
3aroyioBOK K TEKCTY;

Anpecar;

TexkcrT;

[Toxanuce.

C) HauMeHOBaHUE OpraHU3allNY;
CrpaBouHble JaHHBIE 00 OPraHU3AIINH;
HaumeHnoBanue Bu1a TOKYMEHTA;

JlaTa ¥ perucTpaliOHHbIA HOMEP TIOKYMEHTA;
3aroyioBOK K TEKCTY;

Anpecar;

I'pud yrBepxaenus;

Tekcr;

[Toamucu.

2.4. N3 yka3zaHHOro Ha0opa peKBHM3MTOB BbIOCpHTE PEKBHM3MThI BHYTPEHHEr0 aKTa, COCTABbTE
npumep gopmy.asipa — o00pa3na BHYTPEHHEI0 aKkTa:
A) HaMEHOBaHUE OpPTaHU3alNY;

CripaBouHbIe JaHHbIE 00 OpraHU3aINH;
HaunmeHnoBanue Buia TOKYMEHTA;

JlaTa ¥ perucTpalvOHHbIA HOMED;

MecTo COCTaBIICHHUS,

3aroJIoBOK K TEKCTY;

I'pud yrBepxaenus;

TexkcrT;

ITommmch.

B) HanMeHOBaHME OpraHU3alny;

HanmenoBanue BHJ1a JOKyMEHTA;



JlaTa 1 perucTpaliOHHbIA HOMED;
I'pud yrBepxaeHus;

TexkcrT;

[Toamucu.

C) HanMeHOBaHUE OpraHU3allNH;
CrpaBouHbIC JaHHBIE 00 OPTaHU3AIINH;
HanmenoBanue Buga 10KyMEHTa;

JlaTa 1 perucTpalMOHHBIA HOMEDP TOKYMEHTA;
3aroJjoBOK K TEKCTY;

TexkcT;

TToamucwu.

2.5. CocTaBbTe NMCHMO, COTJIACHO HUKETNIPUBEAEHHOMY TEKCTY.

[Ipencenarens npasieHus akimonepHoro kommepueckoro 6anka « TOPI'-ITPEJIBAHK» (mp.
Bepnanckoro, 19, Mockga, 112123, ten.: 567-22-17, dakc: 576-22-20) lllymos C. A. obparuiics k
I'enepansromy aupektopy AO «Acbect» BonsianeBy JI. M. ¢ mpock00ii paccMOTpeTh BOIIPOC O
npenocrasiennn B niutenbHy0 apeany AKb « TOPTTIPEJIBAHK» pabounx mtomaneit — 180 kB.M
10J1 pa3MeIIeHNE OT/IeleHUsI OaHKa.

[TuceMmo ObLTO cocTaBiieHo ucnoaHuTeneM [louiecHoil Ha JOMKHOCTHOM OJlaHKe MpejacenaTens
MIpaBJICHUS OaHKa M MOAMKMCAHO 24 MapTa TeKyIIero roja.

BJIOK 3 — TIPOBEPKA HABBIKOB (OITIKb-3.11-1.B-1. OIlKb-4.11-2.B-1.)

3.1. Osznakombrech ¢ curyanueii: B kannemspuun I[IAO «buorex» ObUIO TPOBEACHO
nepepacipe/ieNiCcHue JODKHOCTHBIX 00SI3aHHOCTEH MEXKIy MOMOIIHHKOM PYKOBOAWTENs JleMuaoBoi
O.U. u ee cekperapem Jloktuonooir C.A.: cekperapio nepenaHa (GyHKIUS KOHTPOJIS HUCIOIHEHUS
JIOKYMEHTOB, KOTOPYIO BBIMOJHSI IMOMOIIHUK pPYKOBOAUTENS. [l HOPMATUBHOTO 3aKperieHUs
BBOJMMBIX U3MeHeHUi reH. nupexktopom DenopossiM [1.H. OblT u3aH nprka3 0 BHECEHUU U3MEHEHUS
JOJDKHOCTHBIC HWHCTpYyKIMU paboTHukoB kaHuemsapuu. OnpHako JloktnmoHoBa C.A. BbeIpa3mia
Hecorjacue C MPOBOAUMBIMU HM3MEHEHHUSMHU, YTO HAILJIO OTPaKEHHWE B BHU3E O3HAKOMIICHHUS C
MIPUKA30M:

3akphITOE aKIIMOHEPHOE OOIIECTBO
«HoBbIe OHOJIOTHYECKHE TEXHOTOTHNY
(BAO «buorek»)

ITPUKA3
20.06.2006 Ne 63

Mocxksa
O nepepacnpenieleHnu T0JKHOCTHBIX 0053aHHOCTEH.
B cBs3u ¢ mpousBoacTBenHor HeobxoaumocThio [IPUKA3BIBAIO:
1.BHecTu cnenyronme n3MeHEeHHs B JOJDKHOCTHBIE MHCTPYKLIUU paOOTHUKOB KaHIIEISPUH:
1.1. UckmrounTts U3 pazaena 3 JOJKHOCTHON MHCTPYKIIMHM OMOIIIHUKA PYKOBOAUTENS 11.3.9 «BeneHne
KOHTPOJISI UCTIOJIHEHUS JOKYMEHTOB.
1.2.BHectH B pa3zen 3 TOJDKHOCTHOM MHCTPYKIIMM CEKpeTaps JOMOJHUTENbHbIN 1 3.15 «BegeHne
KOHTPOJISI UCTIOJIHEHUS JOKYMEHTOB.
2.BBECTH B JICHCTBHE yKa3aHHbIE B I | HacTosmero npukasa uamenenus ¢ 03.07.2006.
3.3aB.kanuenspun [lapamanooii O.b. 10 27.06.06. 03HaKOMHUTH C IPUKA30M PYKOBOIUTENEH BCEX
CTPYKTYPHBIX HOJIpa3AeieHuil OpraHu3alllu.
4. KoHTpOb 32 UCIIOJHEHUEM IIPHKA3a BO3JI0XKUTh HA 3aMECTUTEINSI TE€H.IUPEKTOPA 110
aMUHUCTPATUBHO-X031CTBEHHBIM Bonpocam CyxanoBa B.1.

['enepanbHbIi qUPEKTOP [I.H.®enopos



3aM.reHepaibHOro JUPEKTOpa
0 aIMUHUCTPATUBHO-XO035ICTBEHHBIM BOIIPOCaM

B.1.CyxaHoB
C mpuka3oM 03HAKOMJICHBI:

IToMOImHNK pyKOBOUTEISA

Cexkperapp He corjiacHa c 1.1.2 npukasa

Ornpenenursb:

I.Ilpapmwbro 11 B IIAO «buotex» ObLIO
00s13aHHOCTEH MEXKIy paOOTHHKAMH KaHIICIISIPHUH;

O.1. JemunoBa

C.A. JloxTnoHOBa

IMPOBCACHO IEpCpacCpCACIICHUEC OOJPKHOCTHBIX

2.COOTBETCTBYIOT JIU IEUCTBUS PYKOBOAUTENS opranusanuu Hopmam TK;
3.IIpaBwibHO 7M1 OBUT COCTaBJICH M O(QOPMIICH MPHKA3 00 M3MEHEHUSIX JTOJDKHOCTHBIX 00sI3aHHOCTEH

PabOTHHKOB.

Bpems BoinosiHenus 3axaHust 30 MUHYT

MeTtoanyeckue peKOMeHIalUH K NPoLeaype OleHMBAHUS

OI_[eHKa PE3YIbTAaTOB O6y‘ICHI/I$I o AJUCHUINIMHE, XapaKTCPU3IYIOIIHUX C(i)OpMHpOBaHHOCTL
KOMIICTCHIOHUHU, IIPOBOAUTCA B IIPOLECCC HpOMe)KyTO‘-IHOI\/JI arrecraiuu CTYACHTOB IIOCPCACTBOM
KOHTPOJIbHOI'O 3aJaHuA. HpI/I 9TOM Iponeaypa AOJIZKHA BKIIHOYATH IMOCICAOBATCIIBHOCTD HeﬁCTBHﬁ,

OINMMCAHHYIO HHUIKEC.

1. ITonroroBUTENBHBIE NEHCTBUS BKIIOYAIOT:

e [lpenocraBineHue CTyIeHTaM KOHTPOJBHBIX 3aJaHUN, a TAKXKE, €CIM 3TO IMPEITyCMOTPEHO
3aJlaHueM, HEOOXOIMMBIX PUIIOKEHHUH ((POPMBI TOKYMEHTOB, CIIPABOYHUKH U T. I1.).

e ®dukcaluo BpeMEHH MOITy4YEeHUS 3a/1aHUs CTYIEHTOM.

2. KOHTpOJ'ILHBIe JEHUCTBUS BKIIOYAIOT:

o KoHTposnb cOOMIONEHHUS CTYJSHTaMH JUCLUIUIMHAPHBIX TpeOOBaHUM, YyCTaHOBJIEHHBIX
[TonoykeHneM o0 MPOMEKYTOUHOM arTecTaluu OOy4aroIIMXCs U KOHTPOJIbHBIM 3aJaHueM (TIpu

HaJIUYUH).

L4 KOHTpOJ'IB CO6J'IIO)ICHI/I$I CTYACHTAMH PCIIIaMCHTA BPEMCHH Ha BBITIOJIHCHUC 3aIaHUA.

3. OLeHOYHEIE JEUCTBUSA BKIIIOUAIOT:

e Bocnpustue pe3ynbTaroB BHIIIOJHEHHS CTYJEHTOM KOHTPOJIBHOIO 3aJaHHUs, IPEACTABICHHBIX B
YCTHOM, MUCbMEHHOMN WJIM UHOU (hopMe, YCTAaHOBIIEHHOM 3a/laHueEM.
e OreHKa MPOBOJIUTCS O KAXKJAOMY OJI0KY KOHTPOIBHOTO 3aaHust o 100-0amipHOM mKae.

L HO}IBG}ICHI/IG HUTOTOB OILICHKHU CCbOpMI/IpOBaHHOCTI/I KOMIICTCHIOH W PE3YJILTATOB O6yquI/I${ 10

JUCLUIUIMHE C UCHOJIb30BaHUEM (DOPMYIIBI OLIEHKH pe3ylbTara MPOMeKyTOYHON aTTecTalui U
HIKaJIbl HHTEPIIPETALMN PE3YIbTAaTa IPOMEKYTOYHOM aTTeCTALNH.

OrneHka pe3ynbraTa IpOMEXyTOYHON aTTECTAIlMU BBITIONHSIETCS C HCTIOIB30BaHUEM (DOPMYITBI:

i=1

P= i
3
rre /i — olleHKa KaXk10ro 0JI0Ka KOHTPOJIBHOTO 3a/IaHusl, B Oaiax

HIkana uHTEpHIpeTallUU Pe3yabTaTa MPOMEKYTOYHOM aTTeCTAluU
(c)opMUPOBAHHOCTH KOMIIETEHIIMII U Pe3yJIbTATOB 00y4YeHMs 10 JUCIUIINHE)



Pe3yabTar Ouenka OueHka pe3y/bTaToB Ounenka ECTS
MPOMEKYTOYHOU c¢(popMUPOBAHHOCTH o0y4yeHHs 1O
arrecranuu (P) KOMIIeTEeHIIU I JTUCHUIIINHE
HEYJIOBJIETBOPUTEIHHO
0-36 He chopmuposana. e p F (ue 3auteno)
(He 3a4TeHO)

«be3yciioBHO HEYIOBIETBOPUTENBHO»: KOHTPOJIBHOE 3aJaHUE BBINOJIHEHO MeHee, yeM Ha 50%,
IPEUMYLIECTBEHHAs] 4YacThb pPE3YyJIbTaTOB BBIOJHEHUs 3aJaHUsl COAEPXKUT TIpyOble OLIMOKH,
XapakTep KOTOPbIX YKa3bIBAET Ha OTCYTCTBHE Yy OOydarolIerocsi 3HaHUI, YMEHUH M HaBBIKOB II0
JUCLUIUIMHE, HEOOXOAMMBIX M JOCTarOYHbIX Uil PpELIeHUs NpoPEeCcCHOHATIBHBIX —3ajad,
COOTBETCTBYIOIIMX 3Tany (POPMHUPOBAHUS KOMIIETECHIIHH.

VYpoBeHb BiageHUA

KOMIIETCHIIMEN
HEIOCTaTOuEeH JJis €€ | HEYIOBJIETBOPUTEIHHO
3749 . g e p FX (ue 3auteno)
(opmMupoBaHUs B (He 3a4TeHO)

pe3ynbrare 00yyeHHs
10 TUCUUIUIMHE.

«YCIIOBHO HEYJOBJIETBOPUTEIIBHO». KOHTPOJIBHOE 3a/laHUE BBIIIOJHEHO HEe MeHee, yeM Ha 50%,
3HAUUTENbHAsl YacThb PE3YJbTATOB BBIMOJHEHHS 3aJaHHsl COACPKHUT OIIMOKH, XapaKTep KOTOPBIX
YKa3bIBa€T Ha HEJAOCTATOYHBIM YpPOBEHb BIIAJCHUS OOYyYarOIIMMCSA 3HAHUSIMH, YMEHHSIMH MU
HaBbIKAMU [0 JUCLUIUIMHE, HEOOXOIUMBIMU JUIsl pelleHus npodeccHoHalIbHbIX —3ajad,
COOTBETCTBYIOLINX KOMIIETEHIUH.

ypOBCHB BI1aACHUA

KOMITETCHIMEN
MOCPEICTBEHEH IS € OBJIETBOPUTEIHHO
50-59 pea 8 a p E (3aureHo)
(dbopMupOBaHUs B (3auTeHo)

pe3ynbrare 00y4eHHs
0 TUCLUIUINHE.

((HOCpCI[CTBCHHO»Z KOHTPOJIbHOC 3aJaHUC BBIIIOJIHCHO HE MCHCC, YCM Ha 50%, OoIlbIIIas 4acTh
PE3YJILTATOB BBINIOJIHCHUA 3aJaHud COACPIKUT OHII/I6KI/I, XapakTep KOTOPBIX YKAa3bIBACT Ha
HOCpGI[CTBCHHBIfI YPOBCHBb BJIAACHUA O6y‘{aIOH_[I/IMCH S3HAHUAMHU, YMCHUAMHU W HABBIKAMH 110
JAUCHUIINIMHE, HO IIPU 3TOM IIO3BOJIACT CACIATh BBIBOA O TOTOBHOCTH 06yqa10merocsl pemarb
THUITIOBBIC HpO(I)eCCI/IOHaJIBHBIC 3aJa4Hu.

YpoBeHb BnageHus

KOMIIETEHIMEN
OBJICTBOPUTEJICH IS OBJICTBOPUTEIIHHO
60-69 yno p ! e p D (3auteno)
e€¢ popmupoBaHuUs B (3auTeHoO)

pe3yabTare 00y4eHus
10 AUCLUIUINHE.

«YIOBIIETBOPUTENHHOY»: KOHTPOJIBHOE 3aJJaHNE BHITIOJIHEHO HE MeHee, ueM Ha 60%, MeHbIas 4acTh
pEe3yIbTaTOB BBLIMIONHEHHSI 3a/laHdsl COACPNKHUT OIIMOKH, XapakTep KOTOPBIX YKa3blBaeT Ha
HOCpeHCTBeHHBII\/’I YPOBCHBb BJIAACHHA 06yqa}0mnMcs{ 3HaHUAMHU, YMCHHAMHU W HaBBbIKAMH I10
TUCITUIIMHE, HO TPH 3TOM IO3BOJISIET CIENaTh BBIBOJ O TOTOBHOCTH OOYyYaroIlerocs pemarhb
TUTIOBBIE TPO(ECCHOHAIIBHBIC 3a1a4H.

YpoBeHb BageHus

KOMIIETECHITUEN
MPEUMYIIICCTBCHHO
P N N XOPOIIIO
70-89 BBICOKHH JUTS €€ C (3auTeHO)
(3auTeHO)

dhopmupoBaHUs B
pe3ynbrare 00y4eHus
10 TUCITUTLTAHE.

«Xopo110»: KOHTPOJIBLHOE 33JaHUE BBIIIOJHEHO HE MeHee, yeM Ha 80%, pe3ysbTaThl BHIIOJIHEHUS




3a/laHus COMEPKAT HECKOIBKO HE3HAYUTEIHHBIX OITMOOK U TEXHHMYECKUX MOTPEUTHOCTEH, XapaKTep
KOTOPBIX YKa3bIBaeT Ha BBICOKMI YPOBEHb BIaJeHHs OOydarolMMCsS 3HAHUSMH, YMEHUSMU U
HABBIKAMH TI0 JUCIUIUIMHE W TIO3BOJSET CHENaTh BBIBOJ O TOTOBHOCTH OOYYarOIIErocs pemarh
TUIIOBBIEC U CUTYaTUBHbIE MPOQPECCHOHATIbHBIC 3aJauu.

YpoBeHb BnageHus

KOMIIETEHIIMEH
BBICOKHMH IS €€ OTJINYHO
90-94 A B (3auTeno)
dhopmupoBaHUs B (3a4TeHo)

pe3ynbrare 00y4eHUs
MO JTUCIUTUIAHE.

«OTIUYHO»: KOHTPOJIBHOE 3a/IaHHE BBIIIOJIHEHO B TOJHOM OOBbEME, PEe3YNbTaThl BBITOJIHEHUS
3aJjaHus COZIePKaT OJIHY—/IB€ HE3HAUUTENIbHbIE OMIMOKH, HECKOIBKO TEXHUYECKHX MOTPEIIHOCTEMH,
XapakTep KOTOPBIX YKa3bIBACT HA BBICOKMUA YPOBEHb BIQJCHHUS OOy4arOUIUMCS 3HAHUSIMHU,
YMEHHUSIMHA M HaBbIKAMH 110 JUCLUMIUIMHE W TO3BOJAET CHAEJIATh BBIBOA O TOTOBHOCTH
oOyuyarorierocst 3()eKTUBHO pelIaTh TUIIOBBIC M CUTYaTUBHbBIC MPOJECCHOHATBHBIC 3a/1a49H, B TOM
YUCJIE ITOBBIIEHHOTO YPOBHS CIIOKHOCTH.

YpoBeHb BrageHus

KOMIIETEHIIM N
PEBOCXOIHBIN UIA €€ OTJINYHO
95-100 p . 8 A (3auTeHO)
(dbopmMupoBaHUs B (3auTeHo)

pe3ynbrare 00y4eHHs
10 TUCLUIUIMHE.

«[IpeBocx0oHO»: KOHTPOJIbHOE 33JaHUE BBIIIOJHEHO B MOJIHOM 00BEME, PE3yabTaThl BBINOIHEHUS
3a/laHusl He cofiepKar OIMOOK M TEXHUYECKHX MOTPEIIHOCTEH, yKa3bIBalOT Ha BBICOKUI YpPOBEHb
BJIaJICHUs 00y4aroIUMCs 3HaHUSMM, YMEHUSMH M HaBbIKAMU 110 TUCLUIUIMHE, O3BOJISIIOT CeaTh
BbIBOJ, O TOTOBHOCTH oOyd4aromierocssi 3(QQEeKTUBHO pellaTb THUIOBBIE U CUTyaTHUBHBIE
npodeccuoHalbHbIE 3a/1aud, B TOM YHCIIE MOBBILIEHHOTO YPOBHS CIOXHOCTH, U O CIIOCOOHOCTH
pa3pabarbIBaTh HOBBIE PELLICHUS.

ITPOBEPKA HABBIKOB - Hantncanue u 3ammra KypcoBoi padoTsl
TeMbl KypcoBbIX pal0T MOTYT MEHSATBCS 110 COIJIACOBAHMIO C HAYYHBIM PYKOBOAUTEJIEM.

TemaTuka KypcoBbIX padoT

1. ABTOMaTI/I3aIII/I$[ IponeCCOB JOKYMCHTAMOHHOTO COIMPOBOXIACHUA OCATCIBHOCTH JIMYHOI'O

COCTaBa OpraHu3alu.

2. ABTOMAaTH3MpPOBAHHBIE CHCTEMBl ¥ METOJHWKH TOJNy4YeHHs WHQOpManmuu O pabOTHUKAX:

HUCIIOJIB30BaHHUC B pOCCHﬁCKOfI MPAKTUKE YIIPABJIICHHUA IICPCOHATIOM.

3. AHanm3 coONroIeHUs] HOPM TPYJIOBOTO 3aKOHOZATENhCTBA TPU O(POPMIICHUN JBIKEHHS KaJIpOB B

OpraHu3aluiu.

ApXMBHOE XpaHEHUE JOKYMEHTOB.

AynuT KagpoBoil TOKyMEHTALlUN OpraHU3aliH.

AyauT KagpoBON JOKYMEHTAI[UU OPraHU3ALNH.

BHenpenne aBTOMaTH3UPOBAaHHOM CHCTEMBI IOKYMEHTAIIMOHHOTO 00ecreueH sl yIpaBIeHusl.
Buenpenue aBToMaTU3MpOBaHHOM CHCTEMBI JOKYMEHTAIIMOHHOTO O0ECIICUEHHUs YIIPaBICHHUS.
BHenpenne aBTOMaTH3UPOBAaHHOM CHCTEMBI JOKYMEHTAIIMOHHOTO 00ecreueH sl yIpaBiIeHusl.

RHOo~NoOA

MEPCOHATIOM: MPO(PECCHOHATBHO-POICBON aHAJIH3.
11. IokyMeHT u ero QpyHKIHS.
12. JIoKyMEeHT U cucTeMa JOKYMEHTAIHH.

0. JlesTeTbHOCTh MEHE/KEPOB U CIIEIIHATUCTOB 0 JTOKYMEHTAIIHOHHOMY OOECIIEYeHHUIO YIPaBICHUS

13. JlokymMeHTalIMOHHOE OOECIeYeHne AaTTecTallid TMepCOoHana B JEATEIBHOCTH OpraHH3allvu.

OcHoBHBIC JAOKYMCHTBI: aHKCThI, TECThI IJI1 aTTCCTAllUuU.

14. JlokyMeHTamMOHHOE o0ecIieueHne AesITENPHOCTH KaJAPOBOH CITyKObl KOMMEPUYECKON OpraHU3aIliH.

15. JlokyMeHTaImOHHOE O0ecTieueHre KaapoBOil CITyKOBI.



16
17
18
19

20.
21.

22.

23.
24,
25.
26.
217.
28.
29.

30.
31.
32.
33.
34.

35.

36.
37.

38.
39.
40.
41.

42.
43.
44,
45.

46.
47.

48.
49,
50.
51.

52.
53.

54
55

. JJokyMeHTalloHHOe 0OecrieyeHre OpraHu3aluu.

. lokyMeHTalMoHHOe oOecIieueHue MpoLecca aaanTaiui MOJIOIOTO CICIHATHNCTA.

. JlJokymeHTanus 1 AeJIONPOU3BOACTBO B CUCTEME YIIPABIICHHUS.

. JJOKyMEHTHpOBaHHE OTIYCKOB M CIYXEOHBIX KOMAaHAMPOBOK pPaOOTHUKOB OpPraHU3ALUU B
coBpeMeHHo# Poccun.

JIOKyMEHTUpOBaHUE TPYA0BOH 1EATENBHOCTH paOOTHUKA OpraHU3aliy.

JIoOKyMeHTHUpOBaHUE YyBOJbHEHHS paboTHUKAa opraHu3anuu. OCHOBaHUS MPEKpalIeHUS WU
pacToOp>KeHUs TPYAOBOIO JOrOBOpA.

JIoOKyMeHTHUpOBaHUE YyBOJbHEHHS paboTHUKAa opraHu3anuu. OCHOBaHUS MPEKpalIeHUS U
pacToOp>KeHUs TPYAOBOIO JOrOBOpA.

HcTtopuueckue Gpopmbl TpyAOBBIX JOTOBOPOB (CorjiameHui no nmoBoxy padbotsl) B Poccuu.
KomnekruBHbie (GOPMBI TPYAOBBIX TOTOBOPOB: MCIIOIH30BAHUE B POCCUNCKON TIPAKTHKE.
KoHTtpakTHBIN HaliM: TpoOJIeMbl paOOTHUKOB U paboToaaTesnei.

Kpurepun kauecTBa ynpaBiieH4ECKUX JOKYMEHTOB.

MecTo KagpoBOro JeI0MpOU3BOICTBA B CUCTEME YIIPABJICHUS [IEPCOHAIIOM.

MecTo KagpOoBOTIo AEI0NPOU3BOICTBA B CUCTEME YIIPABICHUS.

Meroasl M TEXHOJIOTMM COBEPIICHCTBOBAHUS CHCTEMBI KaJIpOBOrO JEJIONPOU3BOJACTBA B
coBpeMeHHo# Poccun.

Homenkiarypa nen, ee HazHaueHue. CocTaBieHUE HOMEHKIIATYPHI JIE.

Opranu3zanys KOHTPOJIS 32 UCIIOJIHEHUEM JOKYMEHTOB. BuJibl KOHTpOIIS.

OcHOBHbIE TIOHATHS U TEPMUHOJIOTHUS JOKYMEHTAIIMOHHOTO 00eCTIeUeHUS YIIPABIICHUS.
OcobeHHOCTH OpraHu3ay PadoThI ¢ OOpAIICHUSIMH TPaXK/IaH.

OneHka ¥ aHanW3 HOPMATHUBHBIX TPeOOBAaHMII K BEIEHUIO U XPAHEHUIO TPYIOBBIX KHIKEK
IIepCcoHaa OpraHu3aluy.

[Totpebnoctu B HR-crienmanucrax, B crielManucTax mo KaJpoBOMY JEJIONPOU3BOACTBY: KOHTEHT-
aHaJIN3 OOBSIBIIEHUHN O BaKaHCHSIX.

[IpaBuna opopmiieHHs yIpaBIeHYECKHX JOKYMEHTOB.

[IpobnemaTtnka TEOPETHYECKMX M TNPHUKIATHBIX HCCIEIOBaHUN B  0O0JIACTH  KaJIpOBOTO
JIEJIONPOU3BOJICTBA: AHATTUTHYECKHI 0030p HAYUHBIX IMYOIUKALIUH.

[Tytu noBeimenns 3¢ HEeKTUBHOCTH KaIpOBOTO JEIIONPOU3BOACTBA B COBPEMEHHOW OpTraHU3aIUH.
[Tytu noBeieHNs 3¢ (HEeKTUBHOCTH KaJIpOBOT0 JEIONPOU3BOCTBA B COBPEMEHHOM OpraHu3aIuH.
Pabouas Henens cnenuanucTa 1o KaapoBOMY JAEIONPOU3BOACTBY: KOHKPETHOE UCCIIEOBAHUE.
Pa3zpaboTka AOKHOCTHOM MHCTPYKIMM HayaJlbHUKA OT/ENa MO YNPABJICHUIO MEPCOHAIOM Kak
3JIEMEHT JOKYMEHTAIIMOHHOTO 00eCIeueHusl.

Pa3zpaboTka HOMEHKIIATYpBbI JIe]1 KaApOBOM CIyKObl COBpPEMEHHOM OpraHU3altu.

Pa3pabotka npodeccrorpamMmmbl MEHEIKEPA 110 KaJpOBOMY JE€JIONPOU3BOICTBY.

Pa3paboTka cuctemMbl KaJIpoBOM JOKYMEHTAIIMH C HYJIS.

Poccuiickoe mpodeccnonanbHoe COOOIIECTBO CHENMATUCTOB MO KaJpPOBOMY JEIONPOU3BOJCTBY:
COLIMOJIOTMYECKUN aHAJIN3.

Cucrema opraHn3allMOHHO-pacopsIAUTENbHBIX T0KyMeHTOB (OP/]).

CoBpeMeHHas KiIacCU(pUKAIMA JOKYMEHTOB IO JIMYHOMY COCTaBy: COCTOSIHHE, HpOOJIEMBI,
MEPCTIEKTUBBI.

CoBpeMeHHass opraHuszalnus padoThl C JAOKYMEHTAaMH IO JIMYHOMY COCTaBY: KJIACCHU(HUKAIHA,
MPOOJIEMBI U MTEPCIIEKTUBBI.

CoBpeMeHHbIe B3IJIs/1bl HA CUCTEMY KaJpOBOT0 JI€JIO0NPON3BOICTBA: AHATUTHYECKHUIA 0030D.
CoBpeMeHHbIE B3IJI]Ibl Ha CUCTEMY KaJpOBOTO JI€JIONPOU3BOICTBA: aHATUTUYECKUN 0030D.
Cratyc cnenMaaucToB IO KaJApOBOMY JEJIONPOU3BOJACTBY B TPYAOBBIX OpraHU3aLUAX:
COIIMOJIOTHYECKUN aHAIIN3.

@OYHKIUU U BUJIBI TOKYMEHTOB.

XpaHeHne JOKyMEHTALNH.

. XpaHeHHE JOKYMEHTOB.

. llenu 1 uHTEpeCchl JOKYMEHTAIMOHHOTO 00ECIIeYeHNsl BOPOCOB YIPABIEHUS IEPCOHATIOM.

MeTtoauyeckue yKa3aHusl 110 BBINOJTHEHHIO KYPCOBOi padoThI



CormacHo yueOHOMY IIIaHYy OOYYaroluecs BBITIOJHIIOT KypCOBYIO pabOTy MO AUCITUILUIMHE
«JloOKyMEeHTaIMOHHOE O0ecIieueHue yrpaBieHus nepcoHanom». OCHOBHBIC LIEIH KypCOBOl pabOThI
3aKJII0YAIOTCA B CIEAYIOIIEM:

- YIIIYyONIEHHOE W3YYEeHHE TEOPETHYECKHX M MPAKTUYECKUX IOJIOKEHHM JeTONpOU3BOICTBA B
00J1aCTH KaJIpOBOTO MEHEKMEHTA;

- OCBOCHHME  HAaBBIKOB  pa3pabOTKM  MEXaHH3MOB  COBEPUICHCTBOBAHUS  KaJIPOBOTO
JIeJIOTIPON3BOICTBA HA MTPEAIPUATHH.

Jis OCTHXKEeHHS ATHUX Lieeld B KypcOBOM paboTe IoJKHA OBITh 0OOCHOBaHA aKTyaJbHOCTb
n30paHHON TEMBl, PaCCMOTPEHbl JMCKYCCHOHHBIE BOIIPOCHI IO TEME HCCIIEAOBAHUS U OTpPa)kKeHa
[O3ULMSl aBTOpA, IOKa3aHbl BO3MOXKHOCTH pealM3allMM TEOPETUYECKUX IOJIOKEHUH KaapOBOTO
JIeJIONIPON3BO/ICTBA HA NPAKTUKE C LEJIbIO MOBBILEHUS 3(P(GEKTUBHOCTH YIIPABIEHHUs MEPCOHATIOM B
LIEJIOM.

Conep:kaHue U MeTOAMKA BHINOJHEHUSI KYPCOBOil padoThbI

KypcoBas paboTa BBINOJIHAETCS 0] HAYYHBIM PYKOBOJCTBOM IpernoaaBatesns. O0ydaronuiics
COBMECTHO C PYKOBOAMTEIEM BbIOMpAaeT TEMY, COCTaBISE€T IUIAaH MCCIIEJOBAaHUs; OIpeneseT
CTPYKTYpPY, YTOYHSIET CPOKH BBINIOJHEHHUS MO OSTaraM; ONpeAeseT HEOOXOOUMYIO JHUTEparypy H
Ipyrue MaTepualibl, B TOM YHUCIIE CTATUCTUYECKME HCTOYHUKM M T.I. BbiOOp TeMbl u 0a3bl
HCCIIEIOBaHMS 3aBUCUT KaK OT aKTyaJIbHOCTH Pa3IMUHBIX MIPOOJIEM KaJpOBOIO JIEIONPOU3BOJICTBA AJIs
OTEYECTBEHHBIX NPEANPUATUH, TaK U OT MHIUBHIYAJbHBIX MPEANOYTEHUH O0Oydarouierocs, OT €ro
3aMHTEPECOBAHHOCTH B KOHKPETHBIX HAIpPaBJICHUSAX. PyKoBOauTENb IpPOBEPSIET XOJ BBITOJHEHUS
paloThI, JaeT el MpeIBapUTEIbHYIO OLICHKY.

[To okoHyaHuu pabOThHl OOydaroIIMiicA BBIXOJUT HA 3amiuTy. Ha 3ammute xypcoBoil pa®oTh
o0yyaroIuiicst IpeACTaBisieT pe3yabTaThl IPOBEJCHHOIO aHaIN3a, CBOM BBIBOJBI 10 U30paHHON Teme,
JaeT 000CHOBaHHbIE PEKOMEHJAIMH, OTBEYAET HA 3aMEUaHMUsI, CCJIaHHbIE PYKOBOJUTENIEM, a TAKXKe Ha
BONPOCHI, BO3HUKILKE NpHU 3amuTe. B ciydae ycrnemrHoi 3amurbl paboThl OLEHKA MPOCTABIsAETCS B
3aUeTHYI0O KHMXKKY 00Yy4Yaromierocs, mocje 4ero oOydaromuiics MoJjlyyaeT MpaBO CAAuM 3adera Io
JAaHHOMY KypCYy.

VYcnenHoe BBINOJIHEHHE KYypCOBOW pabOThl BO MHOI'OM 3aBUCUT OT YETKOIO COOJIOJACHUS
YCTaHOBJICHHBIX CPOKOB U IIOCJIE€JOBATEIIbHOCTH BBIIIOJHEHUS OTAEIbHBIX 3TAoOB. DTaIlbl pabOTHI:

1) BbIOOpP TE€MBI KYpCOBOM paboThI;

2) no0o0p U MepBOHAYATHHOE O3HAKOMIIEHUE C TUTEPATypPOd 10 H30paHHOU TeMe;

3) COCTaBJIEHHUE MPE/IBAPUTEIBHOTO BapHAHTA TIJIaHa,

4) M3YYEeHHE OTOOPAHHBIX JINTEPATYPHBIX HCTOUHUKOB;

5) COCTaBJIEHUE OKOHYATEILHOTO BapuaHTa TUIaHa;

6) cbop u 00paboTka (aKTUYECKUX JAHHBIX, UX CHCTEMaTH3aIus U 00OOIIeHHEe B COUETAaHUH C
MaTepHUaIaMH JIUTEPATYPHBIX UCTOYHUKOB,;

7) HaIMCaHKe TeKCTa KypCcoOBOM paboThI;

8) nopaboTKa 3aMevaHuii;

9) 3alUTa KypcOBOM paboTHI.

CtpyKkTypa KypcOBOrO IpOEKTa JOJIKHA CIHOCOOCTBOBATH PACKPBITUIO H30paHHOM TeMbl U
COCTaBHBIX 7IeMeHTOB. O0s3aTeNIbHbIE CTPYKTYPHBIE DJIEMEHTBI KYPCOBOW PaOOTHI:

1) BBE/ICHUE;

2) OCHOBHAsI 9acTh;

3) 3aKIII0YEHNE;

4) CIIMCOK HCIOJIb30BaHHBIX UCTOYHUKOB;
5) NpUIOKEHUs (TP HEOOXOAUMOCTH).

O6muii 06beM kypcoBoro mpoekta — 3045 crpanunl (IpuioKeHUss B OOImMI 00beM He
BKJIIOYAIOTCS) B 3aBUCUMOCTH OT BHIOPAHHOM TEMBI.

Bo BBeneHuM packpeiBaeTCs aKTyallbHOCTh TE€MBI, (DOPMYITHPYIOTCS LU U 3aJa4ul paboThl,
OTIPEIENIIOTCSL TIPEAMET, OOBEKT M METOIBI HccienoBanus. OHU JTOIDKHBI OBITh YETKUMHU M HE HUMETh
JIBOSIKUX TOJIKOBAHUU.

CTpyKTypa OCHOBHOW YacTH KYpCOBOW pabOTHI 3aBUCUT OT BBIOPAHHOW OOYYArOIITUMCSI TEMBbI
HCCIIEIOBaHMsI, OJTHAKO OHA 0053aTENbHO JTOJDKHA COAEPIKATh CIEAYIOIINE YaCTH:

- TEOPETUYECKYIO YaCTh;
- AHATUTUYECKYIO YaCTh;
- MPAKTUYECKYIO YacTh.



Teopernueckass 4YacTb BBIMOJHSIETCS HAa OCHOBE HW3YYEHHsI JIUTEPATypHBIX HCTOYHUKOB,
HOPMATUBHO-CIIPABOYHOW  JOKYMEHTAIlMH, JAHHBIX CTATUCTUYECKOW OTYETHOCTH, COJCPIKHUT
XapaKTePUCTHKY TEOPETUYECKUX U METOJIMYECKUX BOIIPOCOB, AHAJIU3 TOUEK 3PEHHUS B YIPaBIEeHYECKON
JUTepatype IO  KaIpoBOMY MEHEKMEHTY U  KaJpOBOMY JICIONPOM3BOJICTBY, 0030p U
CHUCTEMAaTHU3AIMIO OTJCIbHBIX MHCHHHA M TOJIOKeHUH aBTOpoB. O0beM — 15-25% ot obmiero oobema
KypCOBO# paboTBHI.

AHanuTHuYecKas 4YacTb SIBJISIETCS OCHOBOM JJisi HANMUCAHUS MPAKTUYECKOM YacTH paboTHI.
JlarHast yacTh pabOTHI JOJHKHA COAEPKATh aHATU3 HEOOXOIMMOW MHQOPMAIMK O 00CIEIOBaHUIO U
BBISIBJICHHUIO MIPOOJIEM MpeMeTa MCCIEIOBAHUS, C IIEJIbI0 MCIOJIB30BaHUS MOITYYEHHBIX PE3yIbTaTOB
IUIs BBIPAOOTKHU TPAKTUYECKUX pexoMmeHaauuii. [IpoBenenne aHanmm3a U BhIpaOOTKAa PEeKOMEHIALUH
OCYILIECTBIISIOTCS MMyTEM MPAKTUYECKOTO MPHIIOKEHUS TEOPETUUECKUX OCHOB, H3JI0KEHHBIX B paboTe.
HccnenoBanne HEOOXOAMMO TPOBOAMTH Ha MPHUMEpPE Kakoro-aubo peanbHO JeHCTBYIOIIErO
npeAnpusITHS (OTPACIIH, PHIHKA).

Bce wumerommecs pgaHHble HEOOXOAMMO TOABEPTHYTH IPEIBAPUTENBHON TPOBEPKE U
COPTUPOBKE, YTOOBI, C OJHOM CTOPOHBI, HA MX OCHOBE MOXXHO OBUIO JeNaTh JOCTOBEPHBIE U
00OCHOBAHHBIE BBIBOJIBI, C JPYTrOM CTOPOHBI, 4TOOBI He 00pabaThIBaTh HEHYKHYIO, HE KACAIOIIYIOCS
naHHoOM Tembl MH(popManu. OOpaboTKy MoiaydyeHHONH WHMOpPMAIMU HEOOXOJAMMO IMPOHU3BOJIUTH C
MOMOIIIBI0 COBPEMEHHBIX METOJI0OB HKOHOMHYECKOTO, COIMOJOTHYECKOTO W MaTeMaTH4eCKOTro
aHanu3oB. B ciydae HeE0OXOAMMOCTH CIEAyeT HCIOJIb30BaTh COOTBETCTBYIOIIEE IPOTPAMMHOE
obecrieyenne. O6bpeM — 25-35% oT 0b6miero oobremMa KypcoBoid paboTHI.

[TpakTryeckast 4yacTh JIOJDKHA COAEpPXaTh MOAPOOHOE ONMHCAHUE MEPONPUATHUN O PEIICHUIO
npoOsieM BBISIBICHHBIX Ha aHamuTHUecKkoMm Jdrtame. KypcoBas pabora mpeamnosiaraeT OICHKY
1enecoo0pa3HoCTH  mpearaeMbix — pemienuit. OOydaromuiics JODKEH  BbIOpaTh  KpUTEpHid
3¢ hekTHBHOCTH (MOXKET OBITh YCTAHOBIICH UCXOMS M3 ISJIN U 33]1a4 paOdOThI), HA OCHOBAaHUH KOTOPOTO
OH CMOKET CJIeNIaTh BHIBOJ O TOM, YTO JAHHOE MPEAJIOKEHUE YITYy4IllaeT AeATeIbHOCTh MPeANpUsiTHUS.
OneHka MOXXeT ObITh Ka4eCTBEHHON WJIM KOJIMYECTBEHHOM (3aBHCHUT OT BBHIOpPAHHOM TeMbl pabOThl U
COTJIACOBBIBACTCS C PYKOBOAUTEIEM).

O6wem — 20-25% ot obmiero oobeMa KypcoBoii paboTHl.

B 3akiroyeHnu moAgBOIUTCS UTOT MPOBEACHHOTO UCCIIEI0OBAHUS, AETNAIOTCS OCHOBHBIE BBIBO/IBI,
JAI0TCA XapaKTEpPUCTHKA M OIEHKa pPEAJbHOTO COCTOSHHS TpoOJieMbl (B pe3yiabTaTe aHaln3a
KOHKPETHOTO MPUMEpPa), OTMEUAIOTCS T€ CTOPOHBI MPOOJIEMBI, KOTOPbIE TPEOYIOT IS CBOETO PEIIeHUs
TATbHEHIINX YTIyOJIEHHBIX UCCIICIOBAHUN.

CnHcok HCMOJB30BAHHBIX HCTOYHUKOB COJEPKUT TEpeyYeHb HCIOIb30BaHHBIX B pabore
MCTOYHUKOB MH(OPMAIUU (3aKOHBI W HOPMATHBHBIE aKThl, ydeOHas JIMUTEpaTypa, MEpUOTUIECKHE
W3JIaHusl, CIeHAIM3UPOBaHHAs IUTEPATypa, UHTEPHET-UCTOUHUKH ), 0OPMIICHHBIN B COOTBETCTBUH C
TpeOOBaAHUSIMU.

[TpunoskeHus MOTYT OBITh Pa3MTUYHBIMU: TAOJIHIIBI, CXEMBI, pa3JaTOYHBIA MaTepua, rpadukH,
IMarpaMMbl, HWJLTIOCTPAIlUM, KOMWU MOCTAHOBJICHWH, JOTOBOPOB M OTYETHOCTh, IE€PBHYHBIE
JOKYMEHTBI U T.JI.

IIIxaJja 1 KPUTEPHUHN OLIEHKH KYPCOBOM padoThI

DJIeMEeHTBI H D TalbI IToka3aTenn MaxkcumMaJibHbI€
padoThI 0aJLJIbI
BBenenne OTtpaxxeHne 1 000CHOBaHHE AKTYAIbHOCTH 10

paccMaTpuBaeMon TEMBI.
Omnpenenenne OCHOBHBIX KaTE€rOpHil.
OnpeneneHne neny U 3a1a4 UCCIECIOBAHMS

OcHoBHAA YacTh [IpencraBneHo TOTUYHOE COJIEpKAHUE. 50
CooTtBeTrcTBHE TPEOOBAHUSM METOIMYECKUX
pEKOMEHIalUi K COJIepIKaHuIo paboThI

3aki0yeHus Hanwuaue pa3BepHYTHIX, CAMOCTOSTEIBHBIX BHIBOJIOB 5
o padore.
Cmucok ucrounnkoB | CoOmrogenne TpeOOBaHMI METOAMYECKUX 5

peKOMeH,}IaHI/Iﬁ 10 KOJIMYECTBY U KAYCCTBY
HCTOYHHKOB.




Odopmiienue CootBetcTBHE pa3pabOTaHHBIM TPEOOBAHUAM 15
oopmienus.

CoGumoieHne HOPM JIUTEPaTyPHOTO SI3BIKA.
OtcyrcrBUe opdorpadpuieckux U MyHKTYyallnOHHbIE
OUIMOKH, NOTPEITHOCTEH CTHIIS

Cpoxu BpinosHenusi | CoOnronenue rpaduka BHIIOTHEHUS pPaOOThHI 15

100

KypcoBass pabGora omnenmBaercs mo 100 OamipHOM mikanme, Oamibl TEPEBOAATCS B OIEHKH
YCIIEBAEMOCTH CJIETYIOIUM 00pa3oM:

* 86 — 100 6a110B — «OTIUYHOY;

* 71 — 85 GamioB — «XOpOLION;

* 51 — 70 GaI0B — «yAOBJICTBOPUTEIHHOY;

 MeHee 50 0aIoB — «HEYOBIETBOPUTEIBHOY.
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