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ABTOpP-COCTaBUTEIIb:
Kosnosa E.I'. kaHau1aT 3KOHOMUUYECKUX HAYK, TOLEHT

PaGouas mnporpamma aucturmiinHbel «KagpoBoe aJIMHHUCTPUpOBaHUE B
OpraHu3allii» COCTaBJICHAa B COOTBETCTBUU ¢ TpeOoBaHusMu DenepanbHOro
roCyJIapCTBEHHOTO 00pa3oBaTEIbLHOTO CTaHJapTa BBICIIETO OOpa3oBaHUSA IO
HanpaBiaeHuo noAroToBkH 38.04.02 MeEHEIKMEHT, YTBEPKIACHHOTO MPUKA30M
MMWHOBPHAVYKMU Poccun ot 12.08.2020 r. Ne 952.

JlucruninHa BXOUT B 9acTh, GOPMHUPYEMYIO YIaCTHUKaMH 00pa30BaTEIbHBIX
oTHomieHuil broka 1 «Jlucuumiuasl (MOAYNIH)» W SABISIETCS OOA3aTEIBLHOM IS
M3YyUYECHUS.

PeanmyeTc;I B @)opMaTe QJICKTPOHHOI'O O6Y‘I€HI/ISI C IMPUMCHCHHUCM
JAUCTaHIIMOHHBIX O6p330BaTeJ'IBHBIX TEXHOJIOTHIA.

['ox Hayana nmoaroroBku (o yuebHoMy miiany) 2024



Pwnh e

COILEPKAHHUE

[Inanupyemsble pe3ynbTaThl OOy4eHUs

MecTo TUCUHUILTUHBI B CTPYKTYpE 00pa30BaTeIbHON MPOrpaMMbl

O0beM U cofiepKaHue JUCITUTITMHBI

YyebHo-MeToAnuecKoe 00eCIIeUeHHE CAaMOCTOSTEIbHOM PaboThI
oOy4Jarommxcs

@DOH/JT OIICHOYHBIX CPEICTB JIJIsl TPOBEACHUSI TEKYILEH U TPOMEKYTOUHON
aTTeCTallMH MO JUCIUTIINHE

Y4eOHO-METOAMUECKOE U PECYPCHOE 00ECIICUEHHUE TUCIIUTLITUHBI
Metoauyeckue ykazaHus 0 OCBOCHUIO AUCIUTIIIUHBI
HNupopMalinoHHbIEe TEXHOJIOTUH JJIsI OCYIIECTBICHUS 00pa30BaTeIHLHOTO
mpoiiecca no AUCIHUILIINHE

MarepuranbHO-TEXHUYECKOE 00eCIIeUeHUE TUCIUTUTMHBI



1. INTAHUPYEMBIE PE3YJIBTATBI ObYUYEHUSA
1.1. Hean v 3axa4n AMCHUIINHBI

Hemn ocBoenus gucuuiuiiHbl  «KaapoBoe — agMUHHCTpUPOBAaHHE B
OopraHu3anun» - (pOpMHpOBAaHUE CUCTEMbl 3HAHMW W MPEJCTABICHUN O crnenuduke
KaJpOBOTO aJIMUHUCTPUPOBAHUS, OpPraHMU3alMM KaJIpOBOIO JIEJIONPOU3BOJCTBA B
CUCTEME YIPABJICHUS, HABBIKOB JOKYMEHTAlMOHHOTO O(OPMIIEHHS peanu3aluu
(YHKIMI cHUCTEMBI YIPaBIECHUS IEPCOHATIOM.

OCHOBHBIE 32Ja4M JUCLMILIAHBIL:
1. wu3ydeHue CyIIHOCTH, OCHOBOIIOJIAraloOIMX ILeJed H 3aJa4  KaJpOBOIO
aAMUHUCTPHUPOBAHUS;
2. W3yuyeHUE TPaBUI COBPEMEHHOIO JENOMPOM3BOACTBA, CIOXKHBIIETOCS OIBITA
MOJITOTOBKU, O(POPMIICHHUS U BEJICHUS BCEX BUJIOB JOKYMEHTOB C Y4€TOM TpeOOBaHUMN
3aKOHOJIaTEIbHBIX AKTOB 1 HOPMATUBHBIX JOKYMEHTOB;
3. 3HAKOMCTBO C 3aKOHOJATEJIIbHBIMM aKTaMH W HOPMAaTUBHO-METOAMYECKUMHU
MaTepuaiaMy, perJiaMeHTUPYIOIKUMU AeIONPOU3BOACTBO B KaJJpOBOil cIyK0e;
4. monmyyeHue CBEJEHUI 00 OCHOBHBIX BHAAX OPraHU3allMOHHO-PACIIOPSIUTEIbHBIX
JOKYMEHTOB 10 BCEM HalpaBJICHUIM JI€ATEIbHOCTH KaAPOBOU CIyXKOBbI;
6. popmupoBanue y oOydaromuxcsi IPaKTUUECKUX HABBIKOB pa3pa0OOTKHU KaJpOBBIX
JTOKYMEHTOB.

1.2. Ilnanupyembie pe3yabTaTbl 00y4YeHHUs

B pesynbTaTe OCBOCHMS JAaHHOW MUCHMIUIMHBI Yy oOydaromuxcs (GOpMUPYIOTCS
CJIEIYIOLME KOMIIETCHIINH:

JIIK-4. CnocobeH pa3pabaTbiBaTh MPEJIOKEHUS MO0 00ECTICYCHUIO OpTraHU3alUN
nepcoHagoMm, (GOPMHUPOBAHUIO CHUCTEM OIEHKH, pa3BUTHS, OIUIAThl TpyAa,
KOPIIOPaTUBHBIM COLIMAJIBHBIM MpOrpaMMaM M COLIMATIbHON MOJIUTUKE OpPTraHU3allNH,
OCYHIIECTBJISITh JIOKYMEHTAIlMOHHOE O(GOpMIICHHUE pEe3yIbTaTOB YIPABICHUECKUX
PEIIEHUI.

JIIK-5. CrocobeH KOHCYJbTHPOBATh W OKa3bIBaTh IOMOIIbL JTOKHOCTHBIM
JUIAaM OPTaHM3AIUU 10 JUATHOCTUKE W OIEHKE CTPYKTYPhl M (DYHKIIMI CHUCTEMBI
yIPaBJICHUs] TIEPCOHATIOM; pa3palaThIBaTh MPEUIOKEHUSI O PA3BUTHIO TPOIIECCOB
yIpaBJIEHUS IEPCOHATIOM ISl JOCTHXKEHUS LIeJIeld OpraHu3aliu.

2. MECTO JUCHUILIMHBI B CTPYKTYPE OBPA3OBATEJIbHOM
IMPOT'PAMMBbI

JlucuurmiauHa BXOIUT B 4acTh, GOPMUPYEMYIO yY4aCTHUKaMU OOpa30BaTEIbHBIX
oTHomeHui broka 1 «Jlucuumiuasl (MOAYJH)» W SBISIETCS O0sA3aTEIbHOM IS
N3yUCHUSI.

Huctumnuaa «KaapoBoe agMHUHHCTPUPOBAHWE B OpraHU3AIlMN» IMPEACTABISET
co00if KOMIUIEKCHOe O00O0O0IIeHHe 3HAaHW, TMOJyUYEHHbIX B XOJ€ H3yYeHUs
IUCLMIUTMH: «YTIpaBlIeHWE pa3BUTHEM IepcoHaia opraHuzanun», «dopmupoBaHue
KaJIpOBOM MOJIMTUKU U IMJIAHUPOBAHUE NEpCOHANIa opraHu3anumn», « CTpaTernyeckoe
yIpaBlieHUE B KaJpOBOM MeHeKMeHTe», «COBpeMeHHbIE MPOOIeMbl yIpaBIeHUs B
npodeccuoHanbHOM cepe» KOTopble 3aKiaabIBalOT (YHIAMEHT I U3y4eHHUs
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9KOHOMHYCCKOI'0O MCXaHM3Ma B KaAPOBOM MCHCIKMCHTC HA BCCX YPOBHAX.
HUCIIOJIb30BaHbBI B
I[&J'IBHGﬁHIGﬁ 06p330B3T€JIBHOI>i ACATCIBPHOCTH MAaruCTpaHTa IIpU HAIIMCAaHHUH

OCHOBHBIE  MOJIO)KEHUS JUCLUUIUIMHBI  JOJDKHBI  OBIThH
MarucTepCcKoOu IuccepTanuu.
3. OBBbEM U COAEP KAHUE JUCIHUIIJIMHbI

3.1. O0beM TUCHUILTAHBI

KounuecTBO YyacoB
IToka3aTeipb 00beMa TUCIHUIIINHEI
3aouHan

O0BeM QUCILUILIIMHEI B 3a4ETHBIX €IUHULIAX 3
O0BeM OUCHUILUIMHBI B Yacax 108
KonraktHas pabora 16,2
Jlexiun 6!
[TpakTrueckue 3aHATHS 10t
KoHTaKTHBIEC Yachl HAa MPOMEKYTOYHYIO aTTECTAIHIO: 0,2
3ayeT ¢ OLEHKOMI 0,2¢
CamocTosTenbpHas paboTa 84!
Kontposnb 7,81

dopMa MPOMEKYTOUHOM aTTECTALMK: 3aYET C OLEHKOU B 4 ceMecTpe

3.2. Conep:kaHue IMCUUNIMHBI

HaunmeHoBaHue pa3aeioB (TeM)

KoaunuecTBo yacos

JMMCHHUILIHHBI ¢ KPATKUM CO/IepPKAHHEM MpaxTuyec
Jleknun KHe
3aHSITHS
Tema 1. OcHOBHbIE MOHATHS, COAEP:KAHME H HOPMATHBHO-PABOBOE
peryJiMpoBaHue KaJpoBoro aMUHUCTPHPOBAHMS U J€JIONPOU3BOACTBA
CyLIHOCTh U OCHOBHBIE MOHSTHS KAIPOBOTO aJIMHHHCTPUPOBaHMs. [10psIoK
OpraHuW3aliy JeJONPOM3BOJCTBA B OpraHax TOCYIapCTBEHHOW BJIACTH, OpraHax 1 5

MECTHOT'O CaMOyTIPaBIICHUS Honenkoit Hapoauoit PecniyOmuku.
JlokyMeHTHpOBaHuE yrpaBieHdecKor wuHpopManuu. OpraHuzanus W BeJeHHE
IokyMeHTooOopoTa. KaapoBoe nenompou3BoACTBO Kak (YHKIHS KaJpoOBOTO
aJIMHUHUCTPUPOBAHUS.

! Peanusyercs B popmare MEKTPOHHOTO OOYYEHHUS C IPUMEHEHHUEM AUCTAHIIMOHHLIX 00pa30BaTENbHBIX TEXHOJIOT U,
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Tema 2. Opranmsanusi  KagpoBoro  aAMHHHUCTPHPOBAHMA W
AeJ0NMPOM3BOCTBA HA NMPeNPUATHI

Copepxanne u Kinaccupukanus KaapoBod aokymeHtannu. CopepkaHue H
MOPSIIOK COCTAaBJICHHUST OCHOBHBIX JOKYMEHTOB MO Yy4eTy KaapoB. Jlndneie
MOKYMEHTBI:  TOHATHE, TOPAJOK  COCTaBICHHUS W  XpaHEHUs.  Buusl
OpTaHM3aIlMOHHBIX JOKYMEHTOB, WX COJIep)KaHHE W TpaBHUjia COCTABIICHUS.
PacnopsimuTenbHble JOKYMEHTBI: BHJIBI M COJICPKaHNE

Tema 3. OcHOBHBIE TOKYMEHTBI yNpaBJjieHusi nepconanom. TpedoBanus Kk
pa3padoTke U 0(hopMIIEHUIO.

Opranmzanonsasie JoKyMeHTHl (YcTaB, IlpaBmia BHYTpEeHHETO TPYIOBOTO
pacnopsiaka, Konnextusaslii gorosop, LltatHoe pacnucanue, TpynoBoit gorosop,
IlonoxxeHnss o moApa3feNeHNsIX W HaNpaBICHHUAX IESTeTbHOCTH, WHCTPYKIIHH).
PacriopsoutensHble  TOKyMEHTHI  (KaapoBble mpuKkasbl). HMapopmanmoHHO-
CIpPaBOYHBIE JOKYMEHTHl (JOKITagHbIE W OOBSICHUTEIbHBIC 3alMCKH, AKTHI,
CrpaBku, 3asBienusi). [IpoTokou.

Tema 4. XapakTepucTHKa KOMILJIEKCOB KaJPOBOii IOKYMEHTAI[UH.

6.1. CtpykTypa KaapoBoil nH(HOPMAITMOHHO-TOKYMEHTAIIHOHHON CHCTEMBI.

Kommuiekcsl  KagpoBoil  TOKyMEHTallMM B  OpraHu3auuu. Komruiekcel
JIOKYMEHTOB, HMEIOIUE IEJeBYI0 MPUHAMISKHOCTh Pa3IUYHBIM CTPYKTYPHBIM
NOJpa3efeHUsAM IO yd4eTy padodyero BpPEMEHHM U PACyYETOB C IIEPCOHAJIOM IO
oriaTe Tpyza.

6.2. HopmatuBHas ¥  HOpPMAaTHBHO-CIIpaB3aouyHas  JOKYMEHTAIWsl.
Iloctanosnenue IlpaButenbctBa PO «O TpynoBBIX KHUXKKax», WHCTpyKuus o
NOPSIIKE BEACHUS TPYAOBBIX KHIDKEK HA MPENNPUATHAX, B YUPEKICHUAX H
opranm3anusx; TapupHO-KBATU(PUKAIMOHHBIC XapaKTEPUCTUKU OOIICOTPACIICBBIX
MOJDKHOCTEW CcIyKammx U oOmieoTpacieBbix mnpodeccuit paboumx ©  T.0.
HopmaruBHBIE  NOKyMEHTHI, wm3maBaeMble cyObekTamm P®. JlokanbHbIe
HOPMAaTUBHBIE aKThl OpraHu3anuu (00s3aTeNbHbIe U (aKyIbTaTHBHEIC).

6.3. IlnanoBast kagpoBas JOKyYMeHTauus. J(OKyMEHTHI MEPCHEKTUBHOTO H
TEKyLIero MpPOTHO3MPOBAaHMA W IUIAHUPOBAaHMS B YaCTH KOMILJIEKTOBaHUS
OpraHuzaliy KaJpaMy, YUCICHHOTO COCTaBa Pa3IMYHBIX KaTeropuidl paboumx,
CITy’KallluX, OOCITYXHBAIOIIEro TepcoHala, aJAMHHUCTPAaTUBHO-YIPABICHYECKOTO
nepconana u T.1. CocTaBieHHe IIAHOBBIX JOKYMEHTOB. TEXHOJOTHs COCTaBICHHUS
IUTAHOBBIX JOKYMEHTOB B 0000menHoM Buze. llporpamma. [lman. Ctpykrypa u
mratHas YuciaeHHocTb. IlltaTtHoe pacnucanue. ['paduk oTmycKoB.

6.4. Opranu3anoHHO - MPaBOBasi JOKYMEHTAlUsA. TEeXHOJIOTHS COCTABIICHUS
OpraHU3alMOHHO-TIPABOBOM JOKyMeHTaluu. Komiuiekc NOKyMEHTOB MO Kaapam,
pErIaMEHTUPYIOIIUH TOPSIIOK TOCTPOCHUST H  (YHKIMOHHUPOBAHUS CHUCTEMBI
yhpaBiieHuss paObOTHHKaMH opraHu3anud. l[lpaBuia BHYTPEHHETO TPYAOBOTO
pacropsiika, MOJOXEHUS O CTPYKTYPHBIX IOJpa3leleHusIX OpraHu3anuu, o0
otaene (yOpaBleHUH, CIyX0e€) epcoHaia, JOPKHOCTHbIE HHCTPYKIMH, TPUKA3bl O
pasrpaHUYeHUH TOJHOMOYMN MEXIY PYKOBOAWTENSIMH, NpPaBHUia, METOIUKH IO
NPOBENEHUIO CcOOeCeOBaHUM, TECTUPOBAHMIO, AaTTeCTAllMH, AHKETHPOBAHMIO
NPETeHICHTOB Ha 3aHATHE JOJKHOCTH U JIp.

6.5. IlepconanbHas noxymeHTanus. KoMIuiekc mepcoHajIbHBIX TOKYMEHTOB,
Ha OCHOBAaHWHU KOTOPBIX MPUHUMAETCS pelIeHHe O MprueMe, IEPEeBOE, YBOJIbHEHUH
paboTHUKA.

6.6. J[loroBopHast mokyMmeHTamus. JloKyMeHTamms, perIaMeHTUpPYIOIIas
NpaBOBbIE B3aUMOOTHOIICHWS pPa0OTHWKa u paboromarenss B Ipolecce UX
COLMANBHO-TPYAOBBIX  OoTHOWmWEHUHA. Cornamenus. KomnekTuBHBIH — T0TOBOD.
Tpynosoit norosop: croponsl T/, conepxxkanue T/, cpok T/I.

6.7. PacmopsnutenpHas AokymeHTanusa. CTpyKTypa MpHKa30oB: MPOCTas H
cnoxnas. Ilopsmox odopmiieHnss u  peructpauum npukazoB. CocTaBieHHE
NPUKa30B C YYETOM PAa3HOrO0 CpOKa XpaHeHHsA. YHHU(PHUUUpOBaHHBIE (OpMBI
NPUKAa30B [0 JIMYHOMY cOCTaBy. JloBeJleHHE MPHUKa30B JI0 CBEACHUS PaOOTHHKOB
non pocnuck. OCHOBaHUS JUIsl M3AAHWA TPHKA30B 1O JIMYHOMY COCTaBy H




0COOEHHOCTH X XPaHEHHsI B OPTaHU3alHU.

6.8. YuerHas KampoBas TOKyMEHTAITHS.
JUYHAs ~ Kaprouyka  pabOTHWKA, JMYHAas  KapToyka  TOCYIapCTBEHHOTO
(MyHHLIMTIATBHOTO)  CIIy’Kalllero, yd4eTHas KapTouyka Hay4yHOTro, Hay4HO-
negaroruaeckoro paborauka. [IponsBogHbIe (BTOPUYHBIE) YIETHBIE TOKYMEHTHI -
CIIPaBOYHO-KOHTPOJIBHBIE, CIIPABOYHO-aHATUTHYECKHAE, OTYETHHIE KaJpOBbIC
JIOKYMEHTBI, KHUKHBIC ()OPMBI PETHCTPAIIMU YUYSTHBIX CBEJICHUH (an(aBUThI, KHUTH
y4deTa u T.11.)

6.9. JloxymeHTaIus 1o y4ery pabodero BpeMEHH M PacdyeToB C MEPCOHATIOM.
Yuaudunuposanusie GopMbl TOKYMEHTOB IS yueTa pabouero BpeMeHH U pacyera
3apabOTHOM IUIATHL: Ta0enh ydyeTa pabovero BPEMEHH, PAacuUeTHAs BEIOMOCTD,
JIMIIEBOM CYET U JIp.

6.10. OrdyerHas ¥© OTYETHO-CIIPABOYHAS  JOKYMEHTAIIHS. DopmHl,
NEePUOJNYHOCT (TOx, KBapTas, Mecsn). OpraHbl, B KOTOPbIE MPEAOCTABISAIOTCS
OTYeTHl (BBIIIECTOSIIAs OPTaHM3aINNs, OPTaHBl CTATHUCTHUKH, CIyX0a 3aHSATOCTH H
T.4.) CBs3p IUTAHOBOW [TOKYMEHTAIIMM C OTYETHOW, YYETHOW IOKyMEHTAIHEeH.
BHyTpeHHss 0T4eTHO-CTIpaBOYHAsT JOKyMEHTauusl (CIpaBKH, CBOJIKHU, MEPEUYHH H
T.J1.), TpelnocTaBiseMas  pPYKOBOJICTBY  OpraHU3allid U CTPYKTYPHBIM
MO Ipa3AeIICHIUSIM.

[lepBuuHBIE y4eTHBIE TOKYMEHTHI -

Tema 5. Opranmsamusi padotrsl ¢ gokymeHTamu. CuHcTemMaTW3anus H
XpaHeHHe JOKYMEHTOB Ka/IPOBOii CIIyKObI
OO1mue mpaBuiia OpraHu3aliy J0KyMeHToo00poTa. Peructpanust JOKyMeHTOB.

KouTposb ucnonHeHus gokymenta. CHCTeMaTH3anus JOKyMEHTOB — COCTaBJICHHE 1 2
HOMECHKJIATYphl M (OPMHUpPOBAHHE €. ODKCIEPTHU3a I[IEHHOCTU JTOKYMEHTOB WU

odopmienue nein. [TopsAaaok XpaHeHus e U epeladun HX B apXUB.

Hroro: 62 102

4. YYEBHO-METOJUYECKOE OBECIEYEHUE CAMOCTOSTEJBbHON

PABOTBI OBYUYAIOILINXCA
TeMmbl a5 Koanu DopMbI
CaMOCTOSITeJILHOT H3y4yaemble BONPOCHI €CTBO CaMoCTOSI TeJIbHOI Meronnueckoe Popuer
P —— 4aCOB paGoTht obecrneyeHue OTYETHOCTH

Tema 1. | CymHOCTb U OCHOBHBIE 14 Wzyuenue VY4aebHo- YcTHBIH
OcHoBHbIE HOHSATHS KaJpOBOTO OCHOBHOH H METOAUYECKOE | OMpOC
MOHSATHS, aJMUHUCTPUPOBAHUSI. JIOTIOJTHUTENBHOMN obecrieuenne TecroBoe
cogep:xkanue m | I[lopanok opranusanuu JIUTEPATypHl, JUCLMIUIMHBL | 3a/aHHe
HOPMATHUBHO- JIENIONPOU3BOCTBA B OpraHax HOJrOTOBKA K Hoxman
npaBoBoe roCy1apCTBEHHOM BIacTH, BBINOJIHEHHIO
peryJiipoBaHue | OpraHax MECTHOTO TECTOBBIX 3a/laHHMH,
KaJpoBOro camoynpasieHus JloHeukoi IOJArOTOBKA
agvuaucTpupos | Haponuoit PecrryGuukn. JIOKIaza
aHus u | JJoxymeHTHpOBaHUE
J1eJIONPOU3BOJCT | YIPABICHUYECKON
Ba nHpopmanun. Opranuzanus u

Be/ICHHE IOKYMEHTO000POTA.

Kanposoe nenonpounsBoacTso

KakK (QYHKIHS KaJpOBOTO

aJMUHUCTPUPOBAHUSL.

2 PeanusyeTcs B (hopMaTe NIEKTPOHHOTO 0OYUEHHs C IPUMEHEHNEM AUCTAHIIMOHHBIX 00Pa30BaTeNbHEIX TEXHOIOTHIA.

7




Tema 2. Conepxanue u 18 Hzyuenue VYueoHo- VYcTHbIi
Opranuzanus KJIaccu(uKaIms KaapoBon OCHOBHOH 1 METOJUYECKOEe | OTMpocC
KaJpOBOro nokymeHTtann. CozmepxaHue JIOTIOTHUTENbHON obecnieuerane | TecToBoe
AIMHHUCTPHUPOB | M NOPANOK COCTABIECHHUS JIUTEPaTypHl, TUCHWTUIMHBL | 3a/laHue
aHus u OCHOBHBIX JIOKYMEHTOB 110 MOATOTOBKA K Hoxmnan
JeJONPOU3BOACT | y4deTy KaapoB. JIndHble BBITIOJTHCHHIO
Ba Ha JOKYMEHTBI: TIOHSTHE, TECTOBBIX 3a/IaHHH,
NpeInpusiTHN MOPSIIOK COCTABIICHUS U MOJATOTOBKA

XpaHeHus. Bust JIOKJIa1a

OpraHU3aI[IOHHBIX

JIOKYMEHTOB, UX COJIepKaHHue

W [IpaBUJIa COCTABIICHUSI.

PacnopsiauTensHbie

JOKYMEHTBI: BUIBI

COJICpIKaHne
Tema 3. | Oprann3anuoHHBIE 18 Nzyuenne VY4aebHo- YcTHBIH
OcHoBHBIE nokymeHTsel (Ycras, IlpaBuia OCHOBHOH H METOIUYECKOE | OMpOC
JOKYMEHTbI BHYTPEHHETO TPYZIOBOTO JIOTIOTHUTENbHON obecnieuerne | TectoBoe
ynpaBJIeHHsA pacniopsaka, KomnekTuBHbIH JUTEpPaTypHl, TUCHAIUIMHBL | 3a/aHue
MEePCOHAJIOM. JIOTOBOD, ITarHOC MOATOTOBKA K Hoxman
TpedoBanuss K | pacnucaHue, Tpynosoi BBIIOJIHEHUIO
pa3pa6oTke M | JIOroBOp, [Tonoxxenus 0 TECTOBBIX 3a/laHHMH,
odopmiaeHuIo. MOpa3IeNIeHIIX u MOJITOTOBKA

HaNpaBIEHUAX JIeSTeIBbHOCTH, JIOKJIaaa

UHCTPYKLIUH).

PacniopsianTensHbIe

JOKYMEHTEI (xagpoBble

npukasel). HHpopMannoHHO-

CIIpaBOYHBIC JOKYMEHTBI

(moxyaHbBIC u

OOBSCHHUTEIIBHBIC 3aITHCKH,

Axtpl, CrpaBku, 3asBiIeHUs).

IIporokoul.
Tema 4. CtpykTypa KaJpoBOH 18 Nzyuenue VYuebHo- YcTHblid
XapakrepucTuk | MHGOPMAIOHHO- OCHOBHOM U METOJUYEeCcKOoe | Ompoc
a KOMILIEKCOB JIOKyMEHTaI[HIOHHOW CHCTEMBI JIOTIONTHUTEIBHOI obecnieuerne | TecToBoe
KaJIpoBoii HopmaTuBHasi 1 HOpMaTHUBHO- JUTEPaTypHl, JUCHMIUIMHBL | 3a/laHHe
JOKYMEHTAIUH cripaB3aoyHast JOKyMEHTaIHsI MOJITOTOBKA K Hoxkman

[TmanoBas KaapoBas BBITIOJTHEHHIO

JOKyMEHTaIH TECTOBBIX 3aJlaHHH,

OpraHu3anMoHHO - TIPaBOBast MOATOTOBKA

JOKyMEHTaIH JIOKJIaa

[epconanbHas TOKyMEHTALS

JloroBopHas JOKyMEHTaLUs

PacnopsinurensHas

JIOKYMEHTAITHS

VYuerHas KazpoBast

JIOKYMEHTAITHS

JlokymeHTanus 10 ydery

pabodero BpeMeHH M pacyeToB

C TIEPCOHAJIOM

OtyerHas u OTYETHO-

crnipaB3aoyHast JOKyMEHTAIHs
Tema 5. | OOmme mpaBwia OpraHU3alud 16 Uzyuenue VYuebHo- YerHblii
Opranuzanust JIOKyMEHTO000pOTa. OCHOBHOH U METOAUYECKOE | OMpoC
padoTHhI ¢ | Peructpanus JIOKyMEHTOB. JIOTIOJTHUTENBHOMN obecrieuenne | TectoBoe
JOKYMEHTAMH. KonTpons WCTIOTHEHUS JTUTEPATypPHI, JUCHWIUIMHBL | 3a/laHue
CucremaTusamu | 1oxkymeHTa. CHcTeMaTH3aIusa MOJITOTOBKA K Hoxmnan
si W XpaHeHHWe | JOKYMEHTOB — COCTaBJICHHE BBITTOJTHCHHIO
JOKYMEHTOB HOMEHKJIATypHI u TECTOBBIX 3a/IaHHH,
KaJapoBoii (hopmupoBanue eI MOJITOTOBKA
CIYKOBI OKcrepTr3a IIEHHOCTH JIOKJIaZa




JIOKYMEHTOB ¥ O(OpMIICHHUE
nen. Tlopsnok XpaHeHus Jel 1
nepeaayn ux B apXuB.

Htoro 843

5. ®OHJ| OLIEHOYHBIX CPEJCTB JUIS MPOBEJEHUSA TEKYILEN U
MPOMEKYTOYHOM ATTECTALIUM 11O JUCIHUATIJINHE

5.1. IlepeyeHb KOMIETEHUMH C yKa3aHueM IJTanoB HX (GopMHpPOBaHMS B
npouecce 0CBOCHHUS AU CHUILTHHBI

Ko 1 HanmeHoOBaHNE KOMITETEHITHH Otansl HopMHUPOBaHUS

HIIK-4.  Cmocoben  pa3pabarpiBaTh  NPEMIOKECHHS 10
00ECTeYeHUI0  OpraHu3allud  MEPCOHaJIoM, (OPMHUPOBAHHIO
CUCTEM OIICHKH, Pa3BHUTHUS, OIUIATHI TPYyJa, KOPIOPATUBHBIM
COIMANIBHBIM ~ MpOrpaMMaM W COLMAIBLHOW  TOJIMTHKE
OpraHM3alliY, OCYIIECTBIATh JTOKYMEHTAIMOHHOE OdopmiieHHE
PE3yJIbTATOB YIPABICHYSCKUX PEIICHUI

1.PaboTta Ha y4eOHBIX 3aHATHIX
2.CamocrosrenbHas padoTa

JIIK-5. CnocobOeH KOHCYIBTHPOBATh W OKa3bIBaTh IOMOIIb
JOJDKHOCTHBIM JIMIIAM OPTaHW3allMU 110 JTUATHOCTHUKE W OLCHKE
CTPYKTYphl ¥ (YHKUUH CHUCTEMBI YOpPAaBJICHHUS [EPCOHAIIOM;
pa3pa0aTblBaTh  NPEJIOKEHHS IO  Pa3BUTHIO  IPOLIECCOB
YIIpaBJICHUsI NEPCOHATIOM JJIsl JOCTH)KEHHS IIeJIel OpraHu3aIiu

1.PaboTta Ha y4eOHBIX 3aHATUIX
2.CamocrosrenpHas pabora

5.2. Onucanue mnoka3arejedl W KPUTEPHEB OICHUBAHUS KOMIIETEHIWI Ha
pa3JIMYHBIX Tanax uX GopMUpoOBaHHs, ONIMCAHME IIKAJ OLCHUBAHUSA

OuennBaem YpoBens Sran
ble OCBOCHHS . Kpurepun Mkana
KOMIIeTeHI] | KOMIeTeHIH bopmupo Onucanue noxasareaei OLlCHUBAHUS OLlCHUBAHUSA
. i BaHHUS
JIIK-4 IToporoserit 1.Pa6ora 3HaTh: YerHbiid Ixana
Ha - OCHOBBHI KaJIpOBOTO orpoc OLICHUBaHUSA
y4eOHBIX aJMUHUCTPUPOBAHUS TecTtoBoe JIOKJIaza,
3aHATHUAX - KaJJpOBYIO JOKYMEHTAIIHIO, 3a/1aHue [kana
2.CaMOCTO | OCHOBHBIE METOJMYECKUE U Hoxman OLICHUBAHMS
ATeNbHAs CIpaBOYHBIC MaTEPHAIIH, TECTOBOTO
pabora - HOpMAaTHBHbIE IPABOBLIE 3aJaHus
JIOKyMEHTBHI 110 KaJIpOBOMY Y4ETY lkana
YMmers: OLICHUBAHMS
- aHAJIM3UPOBATH JAHHBIE 10 YCTHOTO
KaJpOBOM CTaTUCTHUKE, ompoca
- aHAJIU3UPOBATH KaJPOBYIO
MHGOPMALIUIO TIPH IPHHATHI
YIPaBJIEHYECKUX PEIIEHUN
- OPUCHTUPOBATHCS B CICIUPUKE
KaJIpOBOM JJOKYMEHTAI[UU B
KOHTEKCTE KaJpOBOTO
aJIMUHUCTPHUPOBAHNS,
AHAIIM3UPOBATh OCHOBHBIE TUIIBI
JIOKYMEHTOB, PETJIAMEHTUPYIOLINX
cdepy npodeccHoHaIbHON
JIESITETIHHOCTH
[IpomsunyTerii | 1.Pabora 3HaTh: YerHbii [xana
Ha - OCHOBEHI KaJIpOBOTO orpoc OIICHUBaHHSA
y9e0HBIX aMUHUCTPUPOBAHUS TectoBoe JIOKNIaza,
3aHATUAX - KaApOBYIO JTOKYMEHTALHUIO, 3alaHue [xana
2.CaM0OCTO | OCHOBHBIE METOJMYECKUE U Jloxman OIICHUBAHHUS

3 PeanusyeTcst B (popMate 2IEKTPOHHOTO OOYUEHH s C HPUMEHEHHEM JIUCTAHIMOHHBIX 00pa30BaTeIbHbBIX TEXHOIOTHIA.




ATeNbHas CIpaBOYHBIC MATEPHAIIBI, TECTOBOTO
pabora - HOpPMaTHBHBIEC IPAaBOBbIE 3aJaHus
JOKYMEHTBHI 110 KaJ[pOBOMY Y4ETY lkana
Ymers: OLICHUBAHHS
- aHaIU3MPOBaTh AAHHBIC IO YCTHOTO
KaJpOBOH CTATHCTHKE, orpoca
- aHAIN3UPOBATH KAJPOBYIO
nH(opMaLuIo IPU IPUHATHN
YIIPaBICHYECKUX PEIICHUI
- OPUEHTHPOBATHCS B CHIELU(HKE
KaJIpOBOH IOKYMEHTALIUH B
KOHTEKCTE KaJpOBOTO
aJIMUHUCTPHUPOBAHUS,
aHAIM3MPOBATH OCHOBHBIC THITBI
JIOKyMEHTOB, PErTIaMEHTUPYIOIIHX
cdepy npodeccHoHaTBHON
JESATEIBHOCTH
Baangern:
- IpHEMaMH KaJpoBOTO
aIMUHUACTPUPOBAHUSA
- METOJIMKaMU pa3paboTKu
KaJpoBOM JOKYMEHTAIU!
- OCHOBaMH aHaJn3a MHPOPMAIMHU O
MepcoHaje Ha OCHOBE U3YUYCHUS
KaJpOBBIX JOKYMEHTOB
ATIK-5 Ioporossrit 1.Pabora 3HaTh: YcTHBIN IMkana
Ha - METOABI Pa3pabOTKH CHCTEMBbI orpoc OLICHNBAHHMS
y4eOHBIX KaJpOBOTO JICIIONPOM3BOACTBA U TectoBoe JOKITaza,
3aHATHAX MPOEKTOB KaJIPOBBIX JOKYMEHTOB , 3aJaHue lkana
2.CaMOCTO | - HOpPMaTHBHBIC IIPABOBHIC Hoxman OLICHNBAHHMS
ATeNbHAS JIOKyMEHTHI B 00BEME, TECTOBOTO
pabota HEOOXOTUMOM JIJISI LieNei 3aaHus
KOHCYJIbTUPOBAHHUS B 00JIACTH [lIxana
KaJIpOBOTO JICJIIONPOM3BOACTBA OLICHUBAHHMS
Ymers: YCTHOTO
- yCTaHaBJIMBAaTh COOTBETCTBHE orpoca
MPUMEHSEMOTO KaJIpOBOTO
JIETIONPON3BO/ICTBA M KaJPOBBIX
MPOLIEYp LEJISAM peaTn3aliu
YIPaBICHYECKUX PEIICHUN
OpTaHM3aINH ,
- aHAJIN3UPOBATH KAJPOBYIO
HHGOPMALIUIO M BBISABIATH
HECOOTBCTCTBHUA, UCIIPABICHUA U
HEZ0CTOBEPHYIO MHPOPMAITUIO B
JIOKYMEHTaXx 10 YYETY U JIBHKEHHIO
nepcoHa’a.
IMponsunyteiii | 1.Pabora 3HaTh: YerHbiid Ixana
Ha - MeTO/bI pa3pabOTKH CUCTEMBI orpoc OLICHNBAHMS
yueOHBIX KaJIpOBOTO JICIIONPOM3BOACTBA U TecroBoe JIOKJIaza,
3aHATHAX MPOEKTOB Ka/IPOBBIX JJOKYMEHTOB , 3aJaHue lkana
2.CaMOCTO | - HOpPMaTHBHBIC IIPABOBHIE Hoxmnan OLICHNBAHMS
ATeNbHas JIOKyMEHTHI B 00BeME, TECTOBOTO
pabora HEoOX0MMOM JIst Leneit 3aJaHus
KOHCYJIbTUPOBAHUS B 00J1aCTH Hlkana
KaJIpOBOTO JICJIONPOU3BOICTBA OLICHUBAHHMS
Ymers: YCTHOTO
- yCTaHaABJIUBATh COOTBETCTBHE orpoca

MPUMEHSEMOTO KaJIpOBOTO
JIEJIONPOU3BOJICTBA U KaJPOBBIX
MPOIIEypP HEJSIM pPeai3auu
YIPaBICHYECKUX PEIICHUH
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OpraHM3alyy ,
- aHAIM3UPOBATH KAJPOBYIO
nH(pOpMALHIO U BBIIBIATH
HECOOTBETCTBUS, HCHPABICHUS U
HEIOCTOBEPHYIO HHPOPMALIHIO B
JOKyMEHTaX IO Y4eTy U ABMKECHHIO
HepcoHaa.

Baagers:

- TEXHOJIOTHSIMU MPOBENICHHUS
ayauTa J0KyMeHToo0opoTa u
JIOKYMEHTOB 10 YIIPaBJICHHIO
MIEPCOHAJIIOM U IpolieccaM
YIIPaBJICHUsI [IEPCOHATIOM

Onucanue mKaJja OIICHUBAHUA

[IIxaJja onueHNBaHUA J0KJIA1a

Kpurepuu onennBanus baier
CreneHb pacKpbITUS TEMBI 0-3
JInuHbIi BKIIA] aBTOpA 0-3
CTpyKTypHpOBaHHOCTH MaTepuaia 0-3
[TocTpaHWYHBIE CCHUIKH 0-3
O06beM U Ka4ecTBO UCTOIb3YEMbIX HCTOYHUKOB 0-2
OdopmiieHre TEKCTa U TPAMOTHOCTD PeUd 0-3
3amuTa JoKiIaaa 0-3
MakcumaJjibHOe KOJIH4eCTBO 0aJL/10B: 20

Ikana OLICHUBaAHHUA TECTOBOI'O 3alaHUA

Kpurepuu onienuBanus bayel
80-100% npaBHIBHBIX OTBETOB 20-18
70-75 % mpaBUIBHBIX OTBETOB 17-15
50-65 % mpaBUIBHBIX OTBETOB 14-10
MeHee 50 % npaBUIIbHBIX OTBETOB 9-0

IlIkaJia olleHUBAHMS YCTHOTO ONPOCA

Kpurepun onieHuBanus bassl
CBoOoaHOE BlIaJieHe MaTepUAIOM: 3HAaHNE MaTepHuaia, 000OCHOBaHHASI MO3UITUS IO 20-18
pobJeMe, yMEHHE CChUIAThCsl Ha IEPBOMCTOUYHUKHU
JlocTatoyHO€E yCBOEHME MaTepHalla: BIaICHHE TEPMUHOJIOTUEN, TOIYIEHBI 17-15
HECYIIECTBEHHbIE OIMOKHU MM BOIIPOC PACKPBIT JOCTATOYHO MOJIHO U MPABUJIBHO
[ToBepXHOCTHOE YCBOCHME MaTepralia: OTBET JaH B LIEJIOM MPAaBUIbLHO, HO HE 10-14

MOJIHO, JOMYIIEHBI CYIIeCTBEHHBIE OMUOKH, TEPMUHAMU BIiajieeT Ha 0230BOM
YPOBHE, €CTh OITMOKHU B JIOTUKE OTBETA.

HCYIlOBJIeTBOpI/ITCJIBHOe YCBOCHUC MaTCpHrajia: BOIIPOC HEC PACKPBIT, CYLIICCTBCHHBIC 9-0
OImuOKH B OTBETC, OTCYTCTBYCT JIOTUKA B U3JIOKCHUHU, HC BJIAACCT TepMHHOHOFHeﬁ
JUCHUITIINHBI.

5.3. TunoBble KOHTPOJILHbIE 32]aHNSI UJIM UHbIe MATEPUAJIbI, HEOOX0UMBbIE J1JIf
OLEHKH 3HAHUI, YMEHHMHA, HABBIKOB W (WIH) ONbITA JAeATEJbLHOCTH,
XapaKTepU3yIIMUX 3Tanbl ()OPMUPOBAHUS KOMIIETEHIMHA B MpoLecce OCBOCHUS
00pa3oBaTebHOI MPOrpaMMBbl
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IIpuMepHbIe TEeCTOBbIE 3aaAHUS
Tecr 1. TepMUHBI U onIpeaEICHUS
KaxnoMmy W3 NpUBENCHHBIX HUXKE MOJIOXKEHUH, OTMEUYEHHBIX LU(paMu, Halaute
COOTBETCTBYIOIINI TEPMUH UJIU MOHSTHE.
A. Bxoasuii 1OKyMEHT.
b. Homenxkiarypa nen.
B. CornacoBanue JOKyMEHTA.
I'. FOpuauyeckas cuia 10OKyMEHTOB.
J1. BHemHui JOKyMEHT.
E.OpranuzaiimonHo-pacnopsaurenbHas
JIOKYMEHTAIHSI.
K. TlomIMHHUK JOKYMEHTA.
3. JIoOKyMeHT.
N. Odbopmienue nen.
K. JlokymMmeHTOOOO0POT.
JI. Ucxopsmmi TOKyMEHT.
M. Jleno.
H. Perucrpanus nokymeHra.
O. IIpaBo nmoamnucw.
I1. BHyTpeHHUI NOKYMEHT
P. Jlenonpon3BocTBoO.
C. PexBu3uT.
T. KagpoBas nokyMeHTanus
VY. Ob6s3arenpHble KaApOBbIE
JIOKYMEHTBI
@. PakynbTaTUBHBIE KaIPOBbIE
JOKYMEHTBI
1. JIBukeHHe JOKYMEHTOB C MOMEHTA CO3JaHUs WM IMOJYyYEHHS 10 OTIPABKU HIIH
nepegayu uX Ha XpaHEHHE.
2. CBOHCTBO JOKyMEHTa OBITh IOJJIMHHBIM JOKa3aTeIbCTBOM (HaKTOB, COOBITHH,
JNEUCTBUM.
3. CoOBOKYyHmHOCTh JIOKYMEHTOB (B pEIKHX CclydyasX OJMH JOKYMEHT),
c(hOpMHUPOBAHHBIX 110 KAKOMY-JTMOO MPU3HAKY.
4. JIOKyMEeHT, CO3JaHHBIM  NPEAUPUATAEM W NPEAHA3HAYEHHBIM  JUIs
BHYTPU(DUPMEHHOTO UCIIOIb30BaHUS.
5. eaTenbHOCTh, OXBaThIBAIOIIAsl COCTABJICHUE JOKYMEHTOB U OpPTraHU3aINIO
paboThI C HUMH.
6. Gukcarus gakra cCo3aHUs WU MOCTYIJICHUS JOKYMEHTA MyTEeM MIPUCBOCHUS EMY
MOPSIIKOBOTO HOMEpPA C TMOCJEAYIONmEH 3alMuChi0 HEOOXOJMMBIX CBEICHUHA O
JIOKYMEHTE B )KypHaJle, KApTOUKE WIIM KOMIBIOTEPE.
7. OTaenbHBIA 31EMEHT TOKYMEHTA.
8. OTHeceHue JOKYMEHTOB K OMPENEICHHOMY eIy U UX CHUCTeMaTu3alusi BHYTpHU
nena.
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9. CucremMatu3supoBaHHBIA CIUCOK JI€J, JKYpPHAaJOB, KAapTOYEK, 3aBOJAHMMBIX Ha
OPEANPUATUN C YKA3aHUEM CPOKOB UX XPaHEHUS.

10. MaTepuanbHblii 00bEKT, ¢ HH(OpMaLUEH, 3aKPEIJICHHON CO3JJaHHBIM Y€JI0BEKOM
CIIOCOOOM /ISl €€ Mepeaaun BO BpEMEHU U IPOCTPAHCTBE.

11. JlIokyMeHT, OTHpaBIII€MbIid JPYTMM OPraHU3alUsAM WU IOJyYCHHBIA OT HUX.

12. JloxymeHTanus, co3aaromasics B cepe ynpaBieHusl.

13. Ilos1HOMOYME JOJDKHOCTHOTO JIMLA HA TOANMCAHUE TOKYMEHTOB.

14. TlepBblil WK €AUHCTBEHHBIN SK3EMILIAP O(PUIIMATHEHOTO JOKYMEHTA.

15. /IokyMeHT, MOCTYNMBIIMM Ha IPEANPUATHE OT CTOPOHHEN OPTaHU3aLIHH.

16. JlIokyMeHT, CO3/IaHHbI HAa JAHHOM HOPEANPUATANA W OTHPABICHHBIA aapecarty,
KOIIMSI KOTOPOTO OCTAETCS B JEJE.

17. OO6cyxneHue, OLIEHKAa MPOEKTa JOKYMEHTa JIOJDKHOCTHBIMH JUIAMHU WU
OpraHu3aALMIMHU.

18. JIOKyMeHTBI, COCTaB KOTOPBIX ONpEeIesseT paboToaTelb C yYeTOM CHELU(PUKU
IIPOU3BOJICTBA.

19. CoBokynHOCTh (POPM, JOKYMEHTOB, (PUKCUPYIOMIMX UHPOPMALIUIO O HATUYUU U
JBIKEHUU MEPCOHANA B OPraHU3alliH, B PE3YyJIbTaTEe YEro BCe KaApOBbIE MPOLEAYPHI
IpUOOPETAIOT JOKYMEHTAIbHOE 0(hOpMIICHHE.

20. JIokyMeHThI, HAIMYME KOTOPBIX IpsMO IpenycMoTpeHo TpynoBeim Kompexkcom
Poccuiickon @enepanum.

Tect 2. O61mme TpedoBaHus K 0hOPMIICHUIO IOKYMEHTOB

1. HeitctByrommii 'OCT mno odopmileHHIO OpraHu3aliOHHO-PACIOPAIUTEIbLHOM
JOKYMEHTAIMU TIpeAyCMaTpUBaeT MAKCUMAILHOE KOJTMYECTBO PEKBU3UTOB:
A)27B)29 ) 31

b) 19T1) 30. E) 28

2. HetictBytonuM ['OCTom mo odopMIIeHHIO OpraHU3aIlMOHHO-PACTIOPSIUTEIHLHOM
JOKYMEHTAIINU SIBJISIETCS:

A)TOCT P 6.31 -98 B) 'OCT P 6.30 — 2002

B)T'OCT P 7.0.97-2016 ") TOCT P 6.30 — 2003

3. Ilpu odopmiennn Tpuda yTBEP>KIAEHUS CIOBO YTBEPKIAID HUMEET CIIETYIOIIH
BU/I:

A) YtBepxknawo B) YTBEPXK/IAIO

b) «VtBepxnato» I') « YTBEPKJIAIO».

4. JlaTol mpuKasa sIBJISIETCS:

A) nata ero noanucanus B) nara ero pacchuiku

b) nata ero BcTyruieHus B CHILy

[")nata ero moyiy4eHusi CTpyKTYPHBIM MOAPA3/ICICHUEM.

5. A6opesuarypa OKVY ]I pacmmdpoBbsIBaeTCs Kak:

A) otpacieBoit konudukaTop YHUGUIUPOBAHHOMN TOKYMEHTAIIUN

b) obmepoccuiickuii kaccudukaTop yHUPUITUPOBAHHOW TOKYMEHTAITUU

B) obmepoccuiickuii knaccuukaTop yrnpaBIeHUECKOW JOKyMEHTAITUN

I') oTpacneBoit koguduKaTOp YIpaBIeHYECKON TOKYMEHTAIIUN.
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6. TpebGoBanus pneiictByromero ['OCTa no odopmieHu0 OpraHu3alroHHO-
pacropsAUTeIbHON TOKYMEHTAIIUN PACIPOCTPAHSIOTCS:

A) TONBKO Ha JOKYMEHTBI TOCYIaPCTBEHHBIX YUPEKICHUN

b) Ha nMOKyMEHTBHI OpraHu3alUil, yU4peKICHUH U NPEANpPUSTHA HE3aBUCUMO OT
(opMBI COOCTBEHHOCTH M OPTaHU3aLMOHHO-TIPABOBOM (POPMBI

B) TobKO HAa KOMMEpPUYECKUE MPEATPUATHUS

[') Tonbko Ha yd4pexIeHUs, B KOTOPBHIX JEIONPOM3BOJICTBO BEAETCS Ha OCHOBE
WH(POPMAIIMOHHBIX TEXHOJIOTHIA.

7. Marta 12 mapta 2003 roga B TOKyMEHTE OQPOPMIISIETCS:

A) 12.03. 2003. b) 12. III. 2003 B) «12» mapta 2003 roxa

Tect 3. «IloaroroBka u oopmiIeHHE OITAHKOB JOKYMEHTOB YIPABICHUS
1. Hannmmre anroputM co3aanus 1r000ro JOKyMEHTa yIpaBieHUs

2. VI3 nepeurcieHHOro UCKIFOUHTE JINIIIHEE:

a) o0t 6JaHK

0) G1aHK TPOTOKOIA

B) OJIaHK KOHKPETHOTO BUA TOKYMEHTa

r) OJ1aHK MUChMa

3. JIOKyMEHT IOJKEH UMETh MOJIA:

a) He menee 20mu (1eBoe, npaBoe, BepxHee), 10Mi ( HUKHEe)

0) He menee 20mi (BepxHee, JeBoe, HUXKHee), 10mi (mpaBoe)

B) He Oosiee 20Mi (JieBoe, BepxHee, HUxkHee), 10mi (ripaBoe)

4. CrangaptHbiii popmatr A4 0JIaHKOB IOKYMEHTOB UMEET pa3Mep:

a) 148 * 210 mn

0) 210 * 297 mn

B) 297 * 420 mn

5. VYcraHoBieHbl J1Ba BapuaHTa OJAHKOB B 3aBUCUMOCTH OT PaCIHOJIOKEHUS
PEKBU3UTOB:

a) YIJI0BOM U AMAroHaJbHbIN

0) MPOOJIbHBIA U MPOU3BOJIHHBIN

B) YIJIOBOM U TIPOJIOJIHBIN

') IMaroHaJbHbINA U MTPOU3BOJIbHBIN

6. O6mwMii OJIaHK UCTIONB3YIOT AJISI U3TOTOBJICHHUS:

a) MoOBbIX BUIOB JOKYMEHTOB

0) TOJBKO JIJIsI UCXOASIINX JIOKYMEHTOB

B) JIFOOBIX BUOB IOKYMEHTOB KpOME MUChMa

T') TOJBKO JIJIsI TOKYMEHTOB, U3TOTOBJICHHBIX MAIIMHOIMUCHBIM CIIOCOOOM

Tect 4. Oprauu3zanmoHHo-1paBoBsie foKyMeHTHI (OI11)

1. TIlepeuucnure MAOKYMEHTHI OpraHu3allid, OTHOCAIIHUECS OpraHUu3alMOHHO-
IIPaBOBBIM

2. OITM:

a) He 00s13aTeIIbHBI K HCIIOJTHEHHUIO

0) 00s3aTeIBHBI K UCIIOJTHEHUIO
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B) 00s13aTEIHHBI K HCTIOJTHEHUIO B 3aBUCUMOCTH OT CUTYyaIluu

') 00513aTeNbHbI K UCIIOJIHEHHUIO B CIIy4asiX YKa3aHHBIX PYKOBOJUTEIEM
3. Hns OILJL o6si3aTenbHBI B TFOOBIX CITydasx:

a) rpud coraacoBaHus

0) rpud yTBEepKICHUS

B) AMOJIeMa OpraHu3aluu

I') OTMETKA O KOHTpPOJIE

4. OI1] neicTBYIOT:

a) 0eccpoYHO B HEM3MEHHOM BHJIC

0) 6eccpoUHO 10 UX OTMEHBI UJIH JI0 YTBEPKICHUS HOBBIX

B) JIO C/1a4d B apXUB

I') IOATBEPKIAIOTCS €KETOTHO

5 [lepeuncnure peKBU3UTHI, UCIIONb3yeMbIe [ co3aanus OIT/:
6. OI1[] moryT yTBEep,)aaThCs (YKKUTE JTUIITHEE)

a) BBILIECTOSIICH OpraHu3anuen

0) pyKOBOJIUTEJIEM JIAaHHOW OpraHu3aIuu

B) KOJUIETHAILHBIM OPTraHoOM (HampuMep, COBETOM JTUPEKTOPOB)
') OPraHOM UCIIOJIHUTEIBHOM BIACTH

7. OII mnpoxoasT mpolenypy corjiacoBanus W OG(OpPMIICHHS PEKBU3UTA BU3
corjacoBaHusl (YKaXKUTE JIUIITHEE):

a) C 3aMECTUTEJIEM PYKOBOAUTEIIS OpPTaHU3aIuN

0) ¢ IOpPUANYECKON CITyKO0MH

B) C 3aMHTEPECOBAHHBIM TIOIPa3ICICHIEM

T') C BBIIIECTOSIIIIECH opraHu3aiuei

Tect 5. Pactiopsganrenbuble okymMeHTsl (PJ1)

1. Tlepeunciure TOKYMEHTBI OPTAaHU3ALNHN OTHOCSIIHECS K PACIOPSAAUTEIbHBIM

2. PH:

a) 00s13aTeNIbHBI K UCMIOJIHEHUIO B 3aBUCUMOCTH OT COJICP KaHUS

0) He 00s3aTeIbHbI K UCIIOJTHEHUIO

B) 00s513aTEJIBHBI K UCITOTHEHHUIO

3. PJ] moanmuceiBaet (yKakuTe JIUITHEE):

a) pyKOBOJHTEIb, HMEIOIINI MpaBo noanucHu Pl cCOOTBETCTBYIOIIETO

COJICpKaHUS

0) HCMIOJHUTENb OO0S3aHHOCTEH PYKOBOJAUTENIS B NEPUOJ €ro OTCYTCTBHS, €CIU
MOJTHOMOYHSI UCTIOJIHSIIOIIETO 00S13aHHOCTU 0()OPMIIEHBI COOTBETCTBYIOIIUM 00pa3omM
B) paOOTHUKOM, KOTOPBIN B CHIIYy OOCTOSITEILCTB BBIHYK/ICH UCTIOJIHSITH 00sI3aHHOCTH
PYKOBOJUTEIS

6. Ilepeunciure peKBU3UTHI, BKJIIOYaEMbIe B OJIAaHK PacHOpsIAUTEIHHOTO JOKYMEHTA
OpraHu3alluu:

7. Ilepeumcnure  pekBusutel PJI, g KOTOPBIX — MPEIyCMAaTPUBAIOTCS
OTPaHUYUTENIbHBIE OTMETKH ISl TPAHUI] 30H PACTIOJIOAKEHHUS 3TUX PEKBU3UTOB:

8. Haroii PJI, nppuHUMaeMoro €IMHOIUYHO SBJISETCS:

a) J1aTa nepeaadn MpoeKTa JOKYMEHTa Ha MOANUCH PYKOBOIUTEIIO
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0) maTa mOMUCaHUS PYKOBOJIUTEIIEM

B) 1aTa Bo3BpaTa noanucanHoro PJ[ B ciyx0y JI0Y

r) Jata perucrpaiuu nojanucannoro P/ B cinyx6e JJOY

9. [IpoekT nmpukasa (pacopsyKEHHUs ) COTIACOBBIBACTCS

a) TOJIbKO C FOPUINYECKON CITyKO0M

0) TOJIBKO C 3aMECTUTEJIEM PYKOBOAMUTEIIS

B) C 3aMHTEPECOBAHHBIMH CTPYKTYPHBIMU MO/Ipa3/IeICHUSIMU

I) C B3aMHTEPECOBAHHBIMH CTPYKTYPHBIMH TOAPA3ACICHUSIMU U IOPUIUYECKON
CITy)00M

Tect 6. UudbopmarmonHo-cipasoudble JokyMeHTsl (MCJI)

1. Tlepeuucnure NMOKYMEHTHI OpraHHW3alldd OTHOCSIIHECS K WH()OpMaIMmoHHO-
CIIPaBOYHBIM:

2.UCH

a) He 00s13aTeNbHbI K UCTIOJIHEHUIO

0) 00s3aTeIbHBI K UCIIOJTHEHUIO

B) 00s13aTEJIbHBI K UCTIOJTHEHUIO B 3aBUCUMOCTH OT CUTYyaIluu

') 00513aTeNbHBI K UCTIOJIHEHHUIO B CIIy4asiX YKa3aHHBIX PYKOBOJUTEIEM

3. Mo UCJ] oGsa3aTernieH B MOOBIX CIy4Yasx PEeKBU3ZUT:

a) aM0JIeMa opraHu3aIuu

0) anpecar

B) KOJI OpraHu3aluu

I') OTMETKA O 3aBEPEHUU KON

4. B kakom gokymente MCJl HUKOra HE UCHOJB3YETCs] PEKBU3UT «HAUMEHOBAHUE
BHJIa JOKYMCHTAY:

a) aKT

0) 3asBJICHUE

B) TUCHMO

) cipaBKa

5. UC]I sBasroTCs:

a) OCHOBHBIMU JIOKYMEHTAMH YIIPaBICHUS

0) BCIIOMOTaTeIbHBIMHU

B) HUCXOJSTIIUMU

') HEUTpaIbHBIMU

6. Pezomonuto Ha MCJI namaraer:

a) TOJIBKO TIEPBBIA PYKOBOIUTEITH

0) pyKOBOJUTEIH BBIIICCTOSIININ TTO OTHOIICHHUIO K CO3aBIIEMY IOKYMEHT
B) PYKOBOJUTENb, YKa3aHHBIA B ajipecaTe

') PyKOBOJMTEIb BBIIIICCTOSIIEH OpraHu3aIiu

Tect 7. OdbopmiieHue npuemMa Ha paboTy

1. Hammummre o6muii mopsaaok opopMIIeHUs JOKYMEHTOB MPHU MTpUeMe Ha padoTy

2. JloxymeHThI, mpeabsaBisieMble Tpu OQOPMIICHHH TpueMa Ha padoTy (YKaKHTe
JIMIIIHEE)
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a) MmacrnopT

0) TpyaoBasi KHUXKKA

B) CTPaXOBOE CBHUJICTEIHCTBO TOCYIAPCTBEHHOTO TICHCHOHHOTO CTPaxOBaHUS

') JOKYMEHTBI BOWHCKOTO y4eTa

1) TOKyMEHT 00 00pa3oBaHUU

€) XapaKTepUCTHUKA C IMOCIETHETO MeCTa PabOThI

3. Ecnu paboOTHUK yTpaTuia TPYAOBYIO KHIDKKY, OH MOXET OOpaTHTbCci B
MUCEMEHHOM BHJIE C MPOCHO0I 0hOPMUTH HOBYIO (YKAXKHUTE JIUIIIHEE)

a) K paboTOIaTeIO IO MOCIAEAHEMY MECTY pabOThI 32 0(hOpPMIICHHEM TyOJIMKaTa

0) k paboToaTento, K KOTOPOMY MOCTyaeT Ha padoTy

B) B TPYOBYIO MHCTIEKIIUIO, KyITMB HOBBIM O1aHK B KHocke Pocnieuaru

4. Kyna 3aHoCcATCS CBEICHHS O TIpUeMe Ha padoTy (YKaXKHUTE JIUITHER)

a) B TPYAOBYIO KHUKKY

0) B kapTouKy T-2

B) B KHUT'Y PETUCTPALIMH TPYIOBBIX KHUKEK

r) B Tabesb yueta paboyero BpeMeH!

1) Ha ”HPOPMAILIMOHHBIN CTEH]] OpPraHU3alluy B BUJIE IIpUKa3a

5. Ilpu npueme Ha paboTy paOOTHUK JOJKEH pacnucarbes (YKaKUTE JIMILIHEE)

a) B TPYJIOBOM JIOTOBOpE

0) B mpuKase

B) B XapaKTEPHUCTHKE

r) B KapTouke 1o gopme T-2

6. TpyaoBasi KHMKKA MOCIIE IpreMa Ha pad0Ty XPaHUTHCA:

a) y paboTHUKA

0) y pyKOBOAUTENS MOAPA3ACICHUS, KyJ1a IPUHAT paOOTHUK

B) B KaJIpOBOM CTy>K0e

I) y ceKpeTraps IupeKTopa

7. Ecnu pabOTHUK IPUHKUMAETCS Ha paboOTy BIEPBBIE, TO TPYAOBYIO KHIXKKY JTOJKEH
0(pOPMHUTB:

a) paboToaTenb 3a CBOM CUeT

0) paboronarenp, B ci1ydae IpruoOpeTeHus OJaHKa TPYIOBOM KHUKKH paOOTHHUKOM
CaMOCTOSITENIbHO

B) paboTo1aTesb, MOJYyYUB ¢ pabOTHHKA IJIAaTy 3a OJIAaHK TPYAOBOW KHIKKHU

8. Ilepeuncnute, C KAKUMHU JIOKATHHBIMU HOPMATUBHBIMHU aKTaMH PAaOOTHHK OJIKEH
MO/l POCIHUCH O3HAKOMHUTHCS TPU TOCTYIUIGHHH Ha paboTy A0 oQOopMIICHHUS
TPYAOBOTO JOTOBOPA.

IIpuMepHBIE TEeMBbI 10KJIAT0B
1. XapakrepucTuka Ciy)Obl JOKYMEHTAIIMOHHOTO OO€cleueHrss Ha KOHKPETHOM
MPEANPUATHH.
2. CymHOCTh M OCHOBHOE IpeJHa3HAYeHHE JOKYMEHTAIMOHHOTO oOOecreueHus
YIPABJICHUS B COBPEMEHHBIX YCIOBHSX.
3. HopmaTtuBHO-mipaBOBasi 0a3a OKyMEHTALIMOHHOTO OOECIEYeHMsI YIpPaBIICHUS B
Poccuiickon @enepanum.
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4. Opranu3zanys J1eJ0NpOU3BOACTBA HA MAJIBIX IPEANPUATHUSAX.

5. Cnenuduka JOKYMEHTAIIMOHHOTO O0ECIeYeHHs! YIPABJICHUsI B FOCYJapCTBEHHBIX
YUPEKICHUSIX.

6. Oprann3zanys AeJIONPOU3BOICTBA B OpraHax rocyJapCTBEHHOM BJIACTH U MECTHOTO
CaMOyIIPaBJICHUA.

7. llepcrieKTUBHbBIE HAMpaBIEHUS B Pa3BUTHUH JOKYMEHTAIMOHHOTO oOecreueHus
yIpaBJICHUS.

8. Cneruduka opranu3alii JOKyMEHTAlMOHHOTO 00ECIEYEeHHUS B Cy1ax.

9. IIpumeHeHue rocy1apCTBEHHbBIX CTaHAAPTOB B OPraHU3aldy JOKYMEHTALMOHHOTO
oOecrieueHus: ypaBJICHHUS.

10. Mcnonws3oBaHue 3apyO0eKHOTO ONBITA B OPTraHMU3AIlMU JOKYMEHTOOOOpOTa Ha
POCCHICKUX MPEITPUATHSX.

11. TIlpumeHeHne METONOB COBPEMEHHOIO MEHEIKMEHTA B  OpPraHU3alHU
JOKYMEHTAIlHOHHOTO 00ECIIeUeHUs yIIPaBICHHUS.

12. CoctaB W mpenHa3HAUYEHHE BHYTPEHHHX OPraHU3AlMOHHO-PACHOPSAIUTEIIbHBIX
JOKYMEHTOB OpraHu3alliy 1o paboTe ¢ MepCOHAIOM.

13. BOo3MOXHOCTH HCIIOIB30BaHUS COBPEMEHHON O(UCHOM TEXHUKHU B ONTUMHU3ALIUN
JOKYMEHTOO0OpOTa B OpraHu3aIiu.

14. BO3MOXHOCTM HCHOJIb30BAHUS  CIELUAIU3UPOBAHHBIX  MOpOrpamMMm IS
OCYIIECTBJIEHUS TOKYMEHTAIIUOHHOTO 000pOTa B COBPEMEHHBIX OpraHU3aLUsX.

15. Hcropusi CTaHOBIEHUS W PA3BUTHS JOKYMEHTAlIMOHHOTO OOeCreyYeHus
ynpasienus B Poccnn.

16. BO3MOXXHOCTH KCHOJIb30BaHUSI METOJIOB MATEMATHYECKOTO MOJCIMPOBAHUS IS
ONTHUMH3ALUU JOKYMEHTO000POTa HA MPEAIPHUITHH.

17. Cpneuuduka JOKYMEHTAIMOHHOIO OOECIEYEHUsl YIpaBiI€HUS B KaJIpPOBBIX
ciy»)0ax.

18. CoBpemeHHBI 3apyOCKHBIM  OINBIT OpraHU3aIllMd  JOKYMEHTAIlMOHHOTO
o0ecrnedeHusl.

IIpuMepHBbIE BONPOCHI K 32a4€Ty ¢ OLEHKOI
1. Kakoe mecTo 3aHUMAaeT JOKYMEHT B JKU3HH OOIIIECTBA M YEJIOBEKA.
2. 3HaueHue JOKYMEHTAIIMOHHOTO OOECTeUeHMs YIpaBICHUS JUIsl OpraHu3allud U
NEATENIbHOCTH almapara yrpaBJICHHUS.
3. CoBpeMeHHBIE 3aKOHOAATENbHBIE aAKThl, PETJIAMEHTUPYIOIIUE IPOIIECCHI
JIOKYMEHTHPOBaHUSI.
4. HopMaTHUBHO-METOAMYECKOE PETYIUPOBAHUE JOKYMEHTAIIMOHHOTO oOecredeHust
yIpaBJIeHUS.
5. OCHOBHBIE TOJIOKEHUS 110 JOKYMEHTHUPOBAHUIO YIIPABICHUECKOMN AESTEILHOCTH.
6. YHubUKaIus U CTaHAapTU3aIUs YIIPABICHUECKUX JOKYMEHTOB.
7. Bunbl TOKYMEHTOB U UX KJIaCCHU(PUKAIIHS.
8. IlpaBuna odopmieHus ynpaBieHYECKUX (OpPTaHU3AIMOHHO-PACTIOPSIUTEILHBIX )
JIOKYMEHTOB.
9. JlenoBoe MUCHbMO B yCIOBUSIX YHU(PUKAILIUY.
10. IIpaBuna oopmiieHus 1eT0BOTO MUCHMA.
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11. TpeboBaHus K TEKCTY MHUCEM.

12. OcobeHHOCTH cOCTaBIEeHUs U OPOPMIIEHUS MEXTYHAPOAHBIX [TUCEM.

13. JlokyMeHTHpOBaHUE OPTraHU3ALMIOHHON JEATEIbHOCTH.

14. JlokyMeHTHpOBaHHUE PACIOPSIAUTEIBHON ACSITEIBHOCTH.

15. OcobGeHHOCTH JOKYMEHTHPOBAHUS JEATEIbHOCTH KOJUIETMAJIBHBIX OPIraHOB
yTIpaBJICHMUS.

16. CtpykTypa TeKCTa MPOTOKOJIA, PEKBU3UTHI, ONPEACIAIOIINE IOPUIUIECKYIO CUILY
pELIeHUI KOJJIErHaJIbHbIX OPTaHOB.

17. OpraHu3alMOHHO-TEXHUYECKUE MEPONPUATHS MO MOArOTOBKE U IPOBENCHHIO
COBEILAHUM.

18. CtpykTypa Aokiaga u oT4eTa (Ha COBEIIaHNH, 3aCEIaHNN, KOH(PEPEHIIUHU U T.1.).
19. TpeGoBaHUs K COCTABICHUIO B 0()OPMIICHHIO TIPOTOKOJIOB.

20. TpeOoBaHHUsI K COCTABICHHIO CIIPABOK.

21. IlpaBuna cocTaBiaeHUs JOKIAIHBIX U OOBSICHUTEIbHBIX 3aIIMCOK.

22. OcOOEHHOCTH COCTaBJICHUS aKTOB.

23. TpeboBaHus U OCOOCHHOCTH COCTABIJICHUS TEJIETPAMM.

24. Ilopsaok odpopMIIeHHs TOKYMEHTOB IO JUYHOMY COCTaBY.

25. OCOOEHHOCTH [1€JONpPOU3BOJICTBA O MUCBMEHHBIM U YCTHBIM OOpallleHUsIM
IPaKJaH.

26. Peructpanus u y4eT JOKyMEHTOB: LIEJIM U 3HAaYCHHUE.

277. KOHTpOJIb UCTIOJIHEHUS JOKYMEHTOB, €r0 11€JIb, OCHOBHBIE 3a/1a4H.

28. Cpoku XpaHeHUsI JOKYMEHTOB.

29. HomeHnkiatypa nen opraHu3alyy: BHUJABI, COCTaB MH(GOpPMAILMH, HAMPABIICHUS
HCIIOJIb30BaHUS.

30. Benenue aenonpou3BOACTBA C HOMOIIBIO KOMIIBIOTEPA.

31. TpeboBaHus K A3BIKY U CTUJIIO CIYKEOHBIX JOKYMEHTOB.

32. OcobeHHOCTH OPUITHATBHO-/IETIOBOTO CTUJISI TIPU COCTABIIEHUU JOKYMEHTOB.

33. Ha ocHOBaHMM KaKMX JOKYMEHTOB MOXET ObITh W3JaH MPHUKA3 M0 JUYHOMY
COCTaBy.

34. TlpaBuna GopMHUpOBaHUS €T U UX MOATOTOBKA JUIS MEpEeAayd Ha XpaHEHUe B
apXuB.

35. Buasl paboT, BeINOIHIEMbIE TIPU PaOOTE ¢ BHYTPEHHUMH TIOKYMEHTAMHU.

36. IlpusHaku, B COOTBETCTBHM C KOTOPBIMH OCYIIECTBIACTCS Kiaccuukaims
JOKYMEHTOB.

37. TpeboBaHus, BUAbI U HEOOXOIUMOCTh COTJIaCOBAHUS JOKYMEHTOB.

38. HeoOxouMble peKBU3UTHI IPU OPOPMIIEHUH CITy>KEOHOTO MUChMA.

39. Pa3HOBHUJIHOCTH CIIy>KEOHBIX MHCEM, UCTIOJIB3YEMBIX B MPAKTUKE YIPABIICHUS.

40. IlpaBuna opopmiieHHs TTOAMKUCH B JOKYMEHTAaX COCTABJICHHBIX KOMHUCCHEH.

41. IlepeueHb JOKYMEHTOB, OTHOCSIIMXCS K KaAPOBBIM.

42. Knaccuduxaius 10KyMEHTOB 0 Tpu]y OrpaHUYEHUs JOCTYIIA.

43. Dranbl ABMKEHUS U 00pabOTKU JOKYMEHTOB.

44. TlepeueHb pabOT, BHIIOJHIEMBIX [IPH padb0OTE C BXOASIIMMU JOKYMEHTaMH.

45. llens pa3pabOTK1 HOMEHKIIATYPHI JIEJI, TpaBUiia €€ COTJIACOBAHUA.

46. CBoiicTBa JOKYMEHTA, IPUAAOIINE EMY IOPUINYECKYIO CUITY.
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477. PeKBU3UTHI, SBJSIOMIMECS 00s13aTENbHBIMU JIJIs BceX JokyMeHToB Y COP/I.

48. OOmuMe NPUHIMIBI OpraHU3alKdd JOKYMEHTOOOOpOTa Ha MPEAIpHUsITHH, B
OpraHHU3alHH.

49. lenu u 337241 CIy>K0bI IOKYMEHTALIMOHHOTO 00ECIIeYeHUs YIIPaABIICHUS.

50. Llenn KOHTPOJIS UCTIOTHEHUS IOKYMEHTOB.

51. Ha3HaueHue JOKyMEHTOB 110 JUYHOMY COCTAaBY.

52. IlopsiaoK 3aBEpPEHUS BBIUCOK U3 MPUKA30B.

53. Bupl akTOB, MOJIEKAIINUX YTBEPKACHUIO.

54. OcCHOBHBIE MOJIOKEHUS, OTpaxaemple B MHCTpYKIHH IO JAEIONPOU3BOJICTBY
KOHKPETHOTO MPEAPUATHSL.

55. Knaccudukarms JOKyMEHTOB IO IOPUANYECCKON 3HAYMMOCTH.

56. IloHaTHE U BO3MOXXHOCTH IIPOrpaMMBbI 0 co3/ianuio B Poccuiickoit denepanuu
«3JIEKTPOHHOTI'O MPABUTEIIbCTBAY.

IIpumepHbIe BONPOCHI K YCTHOMY ONPOCY IO AUCHUIIHHE
1. Kakue mnpeumymiecTBa MHOJYYUT MEHEIKMEHT KOMIIAHUHM IIOCIE peaTu3aluu
3a]1a4 JOKyMEHTAlMOHHOTO 00eCneYeH s yIpaBIeHUs IEPCOHATIOM?
2. llouemy BeneHHE OKYMEHTAllMOHHOI'O OOECIIEUEHUs YNPaBICHUS NEPCOHAIOM
00s13aTeNIbHO ISl BCEX OpTaHM3aluid HE3aBUCUMO OT UX (POPMBI COOCTBEHHOCTH?
3. UTo BXOIHUT B COCTaB HOPMAaTUBHO-METOJANYECKUX IOKYMEHTOB?
4. Yto coboli mpeACTaBIAET CUCTEMA JOKYMEHTAIUU?
5. Kakyio ponb wurparoT yHHUpUKaNMs W CTaHAAapTU3alus B (HOPMHPOBAHUU
JOKYMEHTOB OpraHU3aluu?
6. Kakue otTHOmIEHUs, TpeOyromue ITOKyMEHTAIbHOTO O(GOpPMIICHHS KaJIpOBOM
ciy>k0o0H, perynupyet TpyaoBoit kojaekc PD?
/. KakoBa mpaBoBasi OCHOBa pETyJHMPOBaHUS TMOpsAKa JOKYMEHTALIMOHHOTO
oOecrnieueHus ynpapieHUs IepCoOHAIoM?
8. Kakue Bompocel ciexyer OTpa3uTh B HMHCTPYKUUH 1O  KaJApOBOMY
JEeTIONPOU3BOCTBY?
9. Kakue rpynmnbl JOKyMEHTOB OTHOCSATCS K KaJpOBOMY JI€JIONPOU3BOACTBY?
10. YUto BXOIUT B OpraHu3alMOHHbIE U PACIOPAIUTENbHbIE JOKYMEHTHI 110 Kajpam?
11. Kakue 10KyMEHTBI OTHOCSTCS K YYETHBIM JOKYMEHTaM 110 Kajpam?
12. B yem 0CcOOE€HHOCTH HH(POPMAIMOHHO-CIPABOYHBIX JTOKYMEHTOB B KaJpOBOM
pabote?
13. Kakue MOKyMEHTHI TIO YIPABJICHHUIO MEPCOHATIOM O0s3aTEIBHO JTOKHBI OBITH B
KOMITaHUU?
14. Kakue JOKYMEHTBI o YIPABIEHUIO IIEPCOHAJIOM SABJISIFOTCS
PEKOMEHAATENBHBIMU ?
15. Kakue JOKyMEHTHI MO YHPABJICHUIO MEPCOHATIOM SIBIISIIOTCS 00513aT€NbHBIMU T10
Mepe HEOOXOIMMOCTH?
16. Uro noHrmMaeTcst 1oJ HOpMaTUBHO-IIPABOBBIMU TIOKYMEHTAMH B OpraHU3aluu?
17. B ueM 3akit0uaroTCs 0COOCHHOCTH BEICHUS TPYAOBBIX KHIKEK?
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5.4. Mertoauyeckue MaTepHAJIbl, OIpeleJfAIIHe MPoueAyPbl OLEHUBAHUS
3HAHMi, YMEHHH, HABBIKOB H (MJIHM) ONBITA JEATEJbHOCTH, XapaKTepHUu3yIOLHX
Tanbl GOPMUPOBAHMA KOMITETEHLMI

OnHuM U3 yclOBUHM, O0O€CHEUYMBAIONIMX YCHEX HPAKTUYECKUX 3aHATHH,
ABJIIETCS. COBOKYITHOCTb OIIPEJICICHHBIX KOHKPETHBIX TpeOOBaHMH K JIOKJIaaaM
CTYIEHTOB. DTU TpeOOBaHUS JOKHBI OBITh JOCTATOYHO YETKUMHU U B TO K€ BpEMs
HE HACTOJIbKO PErJIaMEHTUPOBAHHBIMHU, YTOOBI CKOBBIBaTh TBOPYECKYIO MBICIIb,
HaCaXJaTh CXEMATH3M.

[lepeuens TpeOOBaHUI K BBHICTYIIJICHHIO CTY/ICHTA:

- CBSI3b BBICTYIUIEHUS C MPEAIECTBYIOIEW TEMON HIM BOIIPOCOM;

- PACKpBITHE CYLIHOCTH MPOOJIEMBI;

- METOJOJIOTHYECKOE 3HAueHue [Uisi Hay4dyHOW, MpodeccHoOHANIbHON U
IIPAKTUYECKOU AEATEIbHOCTH.

Baxxneiime TpeOoBaHUS K BBICTYIUIEHUSM CTYJ€HTOB — CAMOCTOSITENIbHOCTh B
noaoope (pakTUYECKOro MaTepuana U aHATMTUYECKOM OTHOLIECHUHM K HEMY, YMEHUE
paccMmaTrpuBaTh NpUMEpPbl U (akThl BO B3aUMOCBSI3U U B3aMMOOOYCIIOBJIEHHOCTH,
0TOMpaTh HaubOoJee CyIIECTBEHHBIE U3 HUX.

[TpuBoUMBIE CTYJEHTOM IpUMEPHI U (PAKThl JOKHBI ObITh CYIIECTBEHHBIMH,
10 BO3MOYKHOCTHU MEPEKIMKATHCS C IporpaMMoi moAroToBku. [lpumepsl n3 obnactu
HayK, OJIM3KMX K [pOorpaMMe IIOJTOTOBKM CTYAEHTa, U3 CQepbl MO3HAHUS.
BricTymuieHre cTyfeHTa AOKHO COOTBETCTBOBATH TPEOOBAHMSAM JOTMKH. YeTkoe
BBIWICHEHHE M3JIaraeMoil nmpoOieMbl, ee TouHas (pOpMyIUpPOBKA, HEYKOCHHUTEIIbHAS
MOCJIEIOBATEIbHOCTh ~ APryMEHTAUMd  UMEHHO  JaHHOW  mpoOsieMbl,  0e3
HEONPABAAHHBIX OTCTYIUICHHM OT Hee B mpouecce oOOCHOBaHUS, Oe€3yclOBHAA
J0Ka3aTeJIbHOCTh, HEMPOTHUBOPEYUBOCTh M IMOJHOTA APTYMEHTALMH, MPAaBUIBHOE H
coJiepKaTeIbHOE UCIIOJIb30BAHUE TOHATHI U TEPMUHOB.

TecroBas cucrema mnperycMaTpuBaeT BOIPOCHI / 3aJaHUs, Ha KOTOpPbIE
MarucTpaHT JOJDKEH JaTh OJHMH WM HECKOJBKO BAPHWAHTOB IPABUJIBHOTO OTBETA U3
NpEJIOKEHHOTO CIUCKAa OTBeTOB. llpu moucke oTBeTa HEOOXOAMMO NPOSBIATH
BHUMATENBHOCTh. [Ipexne Bcero, cienyer MMETb B BHAY, YTO B IMpeLIaraéMoMm
3aJJaHuM Bcerga OyJeT OJMH NpaBUJIbHBIA M OJWH HENpaBWIbHBIM OTBeT. Bceex
IPaBUJIbHBIX WJIM BCEX HEMPABUIIBHBIX OTBETOB (€CIM 3TO CHELUATBHO HE OTOBOPEHO
B (OpPMYJIMPOBKE BOIpoca) ObITh He MOKeT. Hepenko B BOIpoce yKe COACPIKHUTCS
CMBICJIOBas MOJCKA3Ka, YTO MPABUIIbHBIM SIBIISIETCA TOJBKO OJIMH OTBET, IO3TOMY MpHU
€ro HaXOXKJIEHUU NPOJOJIKATh AAJIbHEHUIIINE TOMCKU yKe HE TpedyeTcs.

[IpomesxyTouHas aTTecTalusi MPOBOAUTCA B (pOopMe 3a4eTa ¢ OLEHKOW. 3a4eT ¢
OLICHKOM MPOBOAMUTCS MO BOIPOCAM.

TpeOoBaHus K 3a4eTy C OLIEHKOM
1. 17 MOArOTOBKM K OTBETAM Ha BOIPOCHI MAarMCTPaHT JIOJKEH MCIOJIb30BaTh
HE TOJIBKO KypC JIEKUMH M OCHOBHYIO JIUTEPAaTypy, HO M JOIOJHUTEIbHYIO
JUTEPATYpy, IMOKa3aTb YMEHHME JaBaTh pa3BEPHYTHIE OTBEThl HA IIOCTABIICHHBIE
BOIIPOCHI.
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2. OTBETHI Ha BOMPOCHI IOJKHBI OBITh JJAHBI B COOTBETCTBUU C (POPMYITHUPOBKOM
BONpOCa M COJAEPKATb HE TOJBKO H3YYEHHBIM TEOPETUYECKUI MaTepuas, HO U
COOCTBEHHOE ITOHUMAHUE TPOOIIEMBI.

3. B OTBETAaX JKEJIATEJILHO MPUBECTH MPUMEPHI U3 IPAKTUKHU.

PexoMeHaauuu 1mo nmoAroToBKe K 3a4eTy ¢ OLEHKOM

[TonroroBky K 3a4eTy C OLEHKOM HEOOXOAMMO HauyaTh C IPOpPadbOTKU
OCHOBHBIX BOIIPOCOB MO JUCLUUIUIMHE, U3y4aeMBbIX B Ipolecce o0yuenus. s aToro
HEOOXOJMMO MPOYECTh U YSICHUTH COAEpP)KAHHWE TEOPETHYECKOro Marephayia Mo
y4eOHUKaM U Y4EOHBIM OCOOUSAM MO TUCIUIUIMHE.

Oco0oe BHUMaHKE MPHU MOJATOTOBKE K 3a4YETy C OLEHKON HEOOXOUMO YACIUTh
TEPMHUHOJIOTHH, T.K. YCHEIIHOE OBJIAJICHUE JIFOOOM NHCHUIUIMHON Mpeanojaraer
YCBOCHHE OCHOBHBIX MOHITHIA, UX MPU3HAKOB U OCOOCHHOCTH.

Takum oOpa3oM, MOATOTOBKA K 3a4€Ty C OLEHKOM M0 JUCUUIUIMHE BKIIOYAET B
ceOst: moaA00p NPUMEPOB U3 NMPAKTUKU, UJUTFOCTPUPYIOLIUX TEOPETUUECKUN MaTepHral
Kypca; CHUCTEMAaTH3alMl0 W KOHKPETH3aLHUIO OCHOBHBIX IOHSATHUH JUCLUIUIMHBL
COCTABJICHHE IIPUMEPHOTO TUIAHA OTBETA HA BOIPOCHI.

dopMa NpOBEIEHUs 3a4eTa C OLEHKOW - BBICTYIUIEHHE CTYyACHTa Iepes
[IPENOJaBaTeIeM ¢ OTBETaMH Ha BONIPOCHL. Pe3ynbTaTsl 03By4MBarOTCS cpa3y HOCIIe
orBeTa Ha Bompochl. OIEHKa 3HaHUM CTyAEHTa B IPOLECCE 3ayeTa C OLIEHKOU
IPOBOJUTCS IO CIAEAYIOIIHUM KPUTEPHUSM.

[Ixana onleHUBaHMUA 324Y€TA C OLEHKOM

Kpurepuii onenuBanus bainbl

CTyneHT OeMOHCTPUPYET BBICOKME 3HAHMS OCHOBHBIX MOHATHM M
TEPMHUHOB 10 U3y4aeMOW JTUCHMIUIUHE. 3HAET YUCOHBIM MaTepual, yMeeT
CONIOCTAaBUTh €ro, CHEeJIaTh BbIBOJABI, YMEET IPUBECTU IPUMEPHI,
TOJITBEPIKIAFOIME OCHOBHBIE TEOPETUYECKHUE MOJT0KEHUS.

23-30

CryneHT XOpomo 3HaeT Yy4yeOHBIH Marepuan, HO JIOIyCKaeT
HEKOTOpblE HETOYHOCTH TpU (HOPMYNIHpPOBKE TMOHATHUH, HE BCe
TEOPETUYECKHUE IIOJOKEHUS MOXKET IOATBEPAUTH COOTBETCTBYIOIIUM
IIPUMEPOM.

15-22

CryneHT nMmeer oOliee MpeJCTaBIeHUE O METOAOJOIMH M METOoJ]ax
Hay4YHBIX MCCIEJOBAHUN, /1aeT HETOYHbIE (POPMYIUPOBKH OCHOBHBIX
MOHATUH, BOCHPOM3BOJUT MaTepuall, HO HE MOXET €ro COINOCTaBUTh,
MIpUMeEpBI, 1100 HE COOTBETCTBYIOT TEOPUH, JTUOO BOOOIIE OTCYTCTBYIOT.

8-14

OTBeTHI AaHbl HE 10 CYHCCTBY TIIOCTAaBJICHHBIX  BOIIPOCOB,
ITOBCPXHOCTHBI, paCIlJIBIBYAThl, IPUMEPBI OTCYTCTBYIOT

0-7

Hrorosasi mkaJia no 1McCuuInInHe
HroroBass OLEHKAa MO [IUCIUIUIMHE BBICTABISETCA MO NPUBEACHHOW HIXKE
mkase. [Ipyu BbICTaBJIEHUU UTOTOBOM OLEHKH MPENoJaBaTesieM YUUTHIBAETCS padoTa
MarucTpaHTa B TEUYEHUE BCETO CPOKA OCBOEHHUS NHUCIMIUIMHBI, a TAKXKE OLEHKa IO
IIPOMEXKYTOYHOM aTTECTALNH.

bamuibl, mony4yeHHbIE MATUCTPAHTOM 10 OueHka B TpaJIMLIMOHHOM cUCTEME
TEKYIIEMY KOHTPOJIIO U MPOMEKYTOUHOM
aTTecTaluu
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81-100 «5» OTJINYHO
61-80 «4» XOPOIIO
41-60 «3» YIOBJIETBOPUTEIHHO
0-40 «@» HEY/IOBJICTBOPUTEIHHO

6. YUEBHO-METOAUYECKOE W PECYPCHOE OBECHEYEHUE
JTUCHUATIIMHBI

6.1 OcHoBHas auTEpaTypa

1. KagpoBas nmojauTuka ¥ KaJpOBbIM ayJUT OpraHU3alMM : y4eOHUK a1 By30B / JI. B.
®dotuHa [u 1p.] ; mox obuiei penakmueit JI. B. ®otunoi. — MockBa : 3narenbcTBo
Opaiit, 2021. — 478 c. — (Bricmiee o6pazoBanue). — ISBN 978-5-534-14732-2. —
Tekcr : anextponnsiit / DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/479808
2. KazakeBuu, T. A. JlokymeHToBeneHue. JJOKyMEHTAIIMOHHBIN CEPBUC : YYCOHUK U
npakTukyM Juis By30B / T. A. Kazakesuu, A. U. Tkanuy. — 2-e u3f., Ucnp. u J0IM. —
Mockga : UznarensctBo FOpaiit, 2021. — 177 ¢. — (Bbiciiee oOpa3zoBanue). —
ISBN 978-5-534-06273-1. — Texkcr : anekrponnsiii / ObC HOpaiit [caiiT]. — URL:
https://urait.ru/bcode/471512

6.2 /lonojHMTEIbHAA JJUTEPATYypa

1. Abymamze, JI.I'. JlokymMeHTaIlMOHHOE OOECIICUeHHE YIPaBICHHUS IIEPCOHAIOM .
y4eOHUK U TpakTukyM s By3oB/ JI.I. AOynaaze, U. b. BempsbkkuHa,
B. M. MacnoBa. — Mocksa : U3garensctBo FOpaiit, 2021. — 299 c. — (Bricmiee
obpazoBanue). — ISBN 978-5-534-00875-3. — Texcr : anextponnsiit // ObC KOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/469557

2. Macnoga, B. M. VYmpaBienue nepcoHanoM : yueOHUK U MPAKTUKYM JJIsl BYy30B /
B. M. MacnoBa. — 4-e u3a., nepepad. u gorn. — Mocksa : U3gatenscTBo IOpaiiT,
2021. — 431 c. — (Bricmiee o6pazoBanue). — ISBN 978-5-534-09984-3. — Texer :
anektponHHbii // OBC FOpaiir [caiit]. — URL.: https://urait.ru/bcode/468476

3. Operos, 10.T'. YmpaBnenue mepcoHaNoOM : y4eOHUK M TPAKTUKYM ISl BY30B /

10.T. Onmeros, I'.T.Pynmenko.— 2-¢ wu3m., mepepad. u gom. — Mocksa :
NznmarensctBO IOpaiit, 2021. — 467 c. — (Bricmiee o6pazoBanue). — ISBN 978-5-
9916-8710-2. — Tekct : omekrponHeridi // OBC IOpa#dt [caiiT]. —

URL.: https://urait.ru/bcode/468565

6.3. ba3pl JaHHBIX, THPOPMALMOHHO-CIIPABOYHbIE M IOMCKOBbIE CHCTEMbI

1. www.consultant.ru - ITpaBoBas napopmarmonHas cuctema KoncynprantlLimoc
2. www.gks.ru - ®enepanbHas ciryx0a rocyJapCTBeHHON CTATHCTHKH

3. http://www.garant.ru - IIpaBoBas nnpopmarroHHas cuctema I'apaHT;

6.4. Pecypchl uH(pOpMALIMOHHO-TEIEKOMMYHUKAIIMOHHOM ceTu « UHTEpHET»
1. www.kdelo.ru - mpaktuyeckuii sxypuan «KaapoBoe meno» mo padote ¢

TIepCOHAIOM
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https://urait.ru/bcode/469557
https://urait.ru/bcode/468476
https://urait.ru/bcode/468565

2. WwWw.pro-personal.ru — anektpoHHas Bepcust )KypHaia «CIpaBOYHUK KaIpOBUKa»
- BEAYILIETO POCCUMCKOT0 KypHaia pyKOBOJIUTEIS KaIPOBOM CITyKOBI

3. rosmintrud.ru - MUHHCTEPCTBO Tpyda M COLMAIbHOW 3amuThl Poccuiickoi
denepanuun

7. METOANYECKHUE YKA3AHUSI 11O OCBOEHUIO TN CIHUITJIMHBI

1. MeTtoanueckne peKOMEHAAIMU IO OpPTraHU3allUM CaMOCTOSITEIHHON paboThI 1O
IUCIUILINHAM

2. Meroanueckne peKOMEHAANH MO MOATOTOBKE K MPAKTUYECKAM 3aHATHSIM

8. UH®OPMAIIMOHHBIE TEXHOJIOI'MHA JJis1 OCYWECTBJIEHUSA
OBPA3OBATEJIBHOI'O ITPOLHECCA 11O JUCIHUIIJIMHE

JIMIeH3MOHHOE MPOrpaMMHOe odecneveHmne:

Microsoft Windows

Microsoft Office

Kaspersky Endpoint Security

HNudopmanuoHHbIe CIPABOYHbIE CHCTEMbI:
Cucrema ’APAHT
Cucrema «Koncynprantl Lirocy

[Ipodeccronanbabie 0a3bl TaHHBIX
fgosvo.ru__ — Tlopranm DenepalbHbIX  TOCYAAPCTBEHHBIX  00pPa30BaTEIbHBIX
CTaHJapPTOB BBICIIEr0 00Opa3oBaHUs
pravo.gov.ru_- OdunmanbHeli HHTEPHET-IIOPTAJI IPaBOBOK MHGOPMAITUU
www.edu.ru — @eaepanbHbiii opTas Poccuiickoe oOpa3zoBaHue

CB00OOHO pacmpocTpaHsIeMoe IporpaMMHOE OOeCIeYeHHe, B TOM 4YHCIIE
OTEUECTBEHHOT'O MPOU3BOICTBA

OMC Ilneep (st Bocipon3BeAeHUsT DIEKTPOHHBIX Y4eOHbIX Momayreit)

7-zip

Google Chrome

9. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE
JUCHUIIJIINHBI

MarepuanbHO-TEXHUYECKOE 00CCIICUCHHE TUCIIUTIIINHBI BKITIOYAET B CEOS:

- y4cOHBIC ayAUTOPUHU JUISI TIPOBEICHUS YYCOHBIX 3aHATHHA, OCHAIICHHBIC
0o00py/OBaHUEM W TEXHUYECKUMH CpelcTBaMU OOydeHus: y4eOHOW Mebelblo,
JIOCKOM, JEMOHCTPAIIMOHHBIM O00O0PYIOBAaHHUEM, TIEPCOHATBLHBIMH KOMITBIOTEPAMH,
IPOEKTOPOM;

- TIOMENICHHS JIJIi CaMOCTOATEIBLHON pabOThI, OCHAIIEHHBIE KOMITBIOTEPHOU
TEXHUKON C BO3MOXXHOCTBIO MOJKIIOUEeHHEM K cetn «MHTepHeT» u obecrneueHueM
JI0CTyTIa K 3JIEKTPOHHON WH(OPMAITMOHHO-00pa30BaTeIbHOM Cpeie.
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http://fgosvo.ru/
http://pravo.gov.ru/
http://www.edu.ru/

