MUHUCTEPCTBO HAYKU 1 BBICHIEI'O OBPA3OBAHUA PO
®denepanbHOE rOCYIAPCTBEHHOE OIOIKETHOE 00pa30BaTENBHOE YUPEKICHUE
BBICIIETO 00Opa30oBaHuUs
«JATECTAHCKHUI T'OCYJJAPCTBEHHbBI YHUBEPCUTET»
Dakynvmem ynpaenenus
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Maxaukana, 2022



PaGouas mporpamMmma aucHMILIUHBI «J{OKyMeHTanpHOE OOecreyeHne yIpaBJICHUs
npeanpustuem» cocrapiieHa B 2022 roxy B cooTBeTcTBUM ¢ TpeboBanusmu OI'OC

BO — 6akanaBpuar no HanpasieHuto noarotoBku 38.03.02 MenemkMeHT, oT «12»
asrycra 2020 r. Ne 970.




Pazpabotuuk: kadeapa 3KOHOMUKH TPyJa U yIPaBICHUS MEPCOHATIOM
No6parumona K.C., k.3.H., 1011.

Pabouas mporpamma IuCHUIUIMHBEI OA00peHa:
Ha 3acefaHuM Kadeapbl SKOHOMHUKHU TpyAa U YHPaBICHHUS MEPCOHAIOM OT «16»
deBpans 2022 ., mpotokoa Ne 6

3aB. kadeapoii Maromenos M.M.

Ha 3aceJlaHuU METOJMYECKON KoMuccuu (hakyabTeTa yrpaBieHus: ot «16» mapra
2022 r., npoTtokoi Ne 6

[Ipencenarens [Mammmmona JILT'.

PaGouass mnporpaMma JUCHUIUIMHBI COTJIaCOBaHa C Y4€OHO-METOAMYECKUM
ynpasieHnuem «31» mapta 2022 r.,

Hauanpnux YMY Tl'acauramxuena A.T.

AHHOTanMs pado4eil NporpaMMbl AMCIUTIIAHBI

Huctuminza «JlokyMeHTanpHoe obecreueHre yrpaBieHus: MpeanpusiTHEM
Bxoout B 4actb OIIOIl, dopmupyemyro ydacTHHKaMu 0Opa30BaTEIbHBIX



OTHOIIICHHH, OakalaBpuaTa 1o HampasiieHuto moarotopku 38.03.02 MeHe KMeEHT,
HarpaBJICHHOCTH (mpoduiist) «YTpaBiieHre OuzHecom», « MapKeTHHT».

HucrunnHa peanusyeTcss Ha  (akynbrere  ymnpaBieHus — Kadenpoit
HKOHOMUKHU TPYJa U YIPABICHUS ITEPCOHATIOM.
ConepkaHue JAUCIUIUIMHBI  OXBAThIBAET KPYr  BOIPOCOB, CBSI3aHHBIX C

dbopMHpOBaHUEM Yy CTYJEHTA IEIOCTHOW CUCTEMBI 3HAHUU O JTOKYMEHTUPOBAHUHU
NEATETLHOCTH COBPEMEHHOTO TPEANPHUSATHS U METOOJIOTHIO OpTaHU3aK padOThI
C JOKYMEHTaMH B COOTBETCTBHUU C €IUHBIMH TPEOOBAHUSMHU EHCTBYIOIINX
CTaHIapTOB, 3aKOHOAATECIILHBIX 1 HOPMATHUBHBIX aKTOB.

JucruninHa HameleHa Ha (HOPMHUPOBAHHE CIEAYIOMMX KOMITCTCHITHMA
BBINTYCKHUKA: YHUBepcalbHbIX - YK-4; npodeccuonansubix — [1K-1; TTIK-10.

[IpenogaBanne AUCHMILTAHBI TPEAYCMaTPUBACT TPOBEICHHUE CIIETYIOIINX
BUJIOB YYECOHBIX 3aHSATHI: JEKIMH, MPAKTUYECKUE 3aHATHUS, CAMOCTOSITEIbHAs
pabora.

PabGouast mnporpaMma JAMCHMIUIMHBI — TPEAyCMaTpUBaeT  IPOBEACHUE
CIIEIYIONIUX BUJOB KOHTPOJIA: TEKYIIMI KOHTPOJIb YcCIieBaeMocTd B (opme
OIIPOCOB, pedepaToB, TUCKYCCUI, TECTOB U MPOMEXKYTOUHBIH KOHTPOJIb B (hopme
IK3aMeHa.

O0beM mHUCHHMIUIMHBI 4 3a4CTHBIC CIUHUIIBI,
aKaJeMUYECKHUX Jacax I10 BUAaM y4eOHBIX 3aHITHM

B TOM uucie 144 B

Ounas ¢hoopma obyuenus

Ceme YyeOHble 3aHATHS ®dopma
CTp B TOM YHCJIE IPOMEKYTOYHO
Bce | KonraktHas paborta oOyvaromuxcs ¢ npenoaasarenem | CPC, | i arTecTanuu
ro | Bce W3 HUX B TOM (3auer,
ro | Jlekn | Jlaboparo | Ilpaktuue | K | xomcyneT | umen | AuddepeHumpo
un pHBIE CKHE CP anuu e BaHHBIA 3aYeT,
3aHATUS | 3aHATHA IK3a 9K3aMeH
MEH
3 144 | 64 32 - 32 - - 44 9K3aMeH
Ouno-3aounas popma 0b6yuenus
Ceme VYueOHble 3aHATUS dopma
CTp B TOM YHCIIE IPOMEKYTOYHO
Bce | KonraktHas pabora oOywaromuxcs ¢ npenogasarenem | CPC, | i arTecTanuu
ro | Bee U3 HUX B TOM (3auer,
ro | Jlekn | Jlaboparo | ITpaktiue | K | xomcyner | wmen | AuddepeHumpo
15054 pHEIE CKHE CP aluu € BaHHBIN 3aYer,
3aHATHS | 3aHATHS IK3a 9K3aMeH
MEH
3 144 | 46 22 - 24 - - 62 HK3aMeH




1. lleu ocBOEHHUS TUCHMIIIMHBI

Llenbio OCBOEHMS IUCHUIUIMHBI «JlOKyMEHTanbHOE oOOecreueHue YIpaBiIeHUs
OpEANpUSTHEM» SBJISIETCS O3HAKOMIJIGHHE C OCHOBAaMH JIOKYMEHTHPOBAHHSA
NESITeTbHOCTH YUYPEXKICHUM, OpraHu3aluid WU TMPEeaNnpUATHH pPa3Iu4HbIX (popm
COOCTBEHHOCTH M C TEXHOJIOTHEH pabOThI C JOKYMEHTaMH.

2. Mecto aucuuniimubl B ctpykrype OIIOII 6akanaBpuara

JucuunnuHa «JlokymMeHTanpHoe o0ecrieueHrne yIpaBIeHUs MPEATNPUITHEM
BxomquT B uacte OIIOIl, dopmupyemyro ydacTHHUKamMu 00Opa30BaTENbHBIX
OTHOIICHUI OakanaBpuaTa 1mo HampasieHHo moaAroToBku 38.03.02 MeHemKMeHT,
HarpaBiaeHHocTH (Tpoduiis) «Ynpasienue OuzHecom», « MapKeTHHT».

HuctuminHa «JlokyMeHTanpHoe oOecrieueHrue YIpaBaeHus MPeITpUsITHEM
0a3upyeTcsl Ha 3HaHUSAX MEHEJKMEHTA, OCHOB YIPABJICHUSI IEPCOHAJIOM.

3HaHUS W HAaBBIKM, IIOJYYEHHBIE B IIPOLIECCE HW3YYEHHUS JHCLUILIMHBI
«/lokymeHTanpbHOE  OOecrieueHHe  YIpaBJlCHUS  MpEANpUsTHEM»  OyOyT
UCIOJIb30BaHbl CTYACHTAMU MPU H3YYEHHH MOCIENYIOMMX MpodeccrnoHalIbHbBIX
JUCHMIUIMH, MPETyCMOTPEHHBIX YYEOHBIM IUIAHOM, NMPH HANMCAHUU BBITYCKHOM
KBaTU(UKAMOHHOW  paboThl, B  Tpollecce€  pEIIeHUs  Kpyra  3ajad
npoeCCUOHANILHON JEATENbHOCTU B JaibHelIeM. Pe3ynbTaTsl u3ydeHus JaHHOU
JUCUUIUIMHBL  UCIOJIB3YIOTCS TPU  pacCMOTpeHMH JucuuiuinH  «Pazpabotka
YIPaBIECHYECKUX PEIICHUI», « bU3HEC-TUIaHUPOBAHUEY U JIP.

3. Kommnerenuuu oOyuaromerocsi, popMupyemMbie B pe3yiabTaTe OCBOCHHSA
AUCHMILVIMHBI (IIepeYyeHb IVIAHMPYEMbIX Pe3yJIbTATOB 00y4YeHHsI U Mpoueaypa

OCBOCHUA)
Koa u Koa u HaumeHoOBaHue Ilianupyembie IMpouenypa
HAHMEHOBaHHUeE HHIMKATOPA pe3yJbTaThl 00y4eHH s OCBOCHHA
KOMIIETeHIIUH U3 AOCTUKEHH S
oron KOMIIeTeHHii (8

coomseemcmeuu ¢ OIIOI1
VYK-4.  Cnocoben | UYK — 4.1. Bsibupaer | 3Haer: MIPUHLMIBI | Y CTHBIN
OCYIIECTBIISATh CTHJIb oO1IeHUS Ha | IOCTPOEHUSI YCTHOTO U | OIpOC,
JIEJIOBYIO pyCcCKOM A3BIKE B | INCBMEHHOIO NUCbMEHHBIN
KOMMYHUKAIIMIO B | 3aBUCUMOCTH OT Li€J€H U | BHICKAa3bIBaHUS Ha | ompoc,
YCTHOM U | ycIoBUI MIapTHEPCTBA, | PyCCKOM U MHOCTPAaHHOM | BBIIIOJHEHUE
MUCbMEHHON aJanTupyeT pedb, CTWIb | sI3bIKaxX;  IpaBWia U | Keic-
dopmax Ha | OOLIEHUs K CHUTYalusM | 3aKOHOMEPHOCTH 3a/laHui,
FOCYyIapCTBEHHOM | B3aUMOJICHCTBUSA JIETTOBOM YCTHOM W | HaIIMCAHUE
a3pike Poccniickont | UYK - 4.2, Beger | nucbMeHHOR pedepara,
®denepanuu U | JCJIOBYIO TEpPEenucKy Ha | KOMMYHUKAIUH JIOKJIaJa,
MHOCTPAaHHOM(BIX) | PYCCKOM $I3BIKE€ C Y4€TOM | YMeeT: MpPHUMEHATh Ha | TECTUPOBAHUE
s13bIKe(ax) 0COOEHHOCTEM MIPaKTHUKE JIETIOBYIO

CTWJINCTUKH KOMMYHHMKAIUIO B YCTHON

opUIHaTbHBIX U | 1 NHCbMEHHOHN (dopmax,

Heo(UIIMATBHBIX THCEM METOIbl U HaBBIKH

NYK - 4.3. Bener | nexoBoro oOmeHuss Ha

JICJIOBYI0 TIEPENUCKY Ha | PyCCKOM M MHOCTPAHHOM




WHOCTPAaHHOM  SI3BIKE C
y4eTOM 0COOEHHOCTEM
CTHIIUCTUKH

NYK - 4.4. Bemonusier
nepeBo.l
npodeccnoHaTbHBIX

TEKCTOB C HWHOCTPAHHOI'O

sA3bIKa Ha PYCCKUH, C
PYyCCKOro A3plKa  Ha
MHOCTPaHHBIN

YK — 4.5. Ily6muuno
BBICTYIIA€T Ha PYCCKOM

SI3BIKE, CTPOUT CBOE
BBICTYIUICHHE C Yy4E€TOM
ayTUTOPUHI u JA(S0%
KOMMYHUKAIUU

YK - 4.6. VYcrtHO

MIPEJICTABISET PE3YJbTAThI
CBOEH JIeATENLHOCTU Ha

SI3bIKAX
Bnaneer: HaBBIKAMH
YTEHUST U [epeBoja
TEKCTOB Ha HHOCTPAHHOM
SI3BIKE B
npodeccnoHaTbHOM

(111 (S51707 HaBBIKAMH

JIETIOBBIX KOMMYHUKaLUW
B YCTHOM W MUCbMEHHOH
dbopmMe Ha pPYCCKOM H
WHOCTPAHHOM  SI3BIKaX;
METOJIMKOM COCTaBJIEHUSA
CYKJEHUSA B
MEXKIMYHOCTHOM
JIEJIOBOM  OOIIEHWH Ha
PYCCKOM M MHOCTPaHHOM
SI3bIKAX

WHOCTPaHHOM S3BIKE,

MOKET HOJ/IEPKATh

pasroBop B Xoie HX

00CYXIeHUS
[IK-1.  Cmocoben |I1K-1.1. Anamusupyet| 3Haer:  3¢ddexkTuBHOCT | Y CTHBIN
IPOEKTHPOBAThH 3G HEKTUBHOCTD CYIIECTBYIOILEH orpoc,
OpraHU3allMOHHBIC |CYHIECTBYIOMIEH CTPYKTYPHI|CTPYKTYpPBl  YIPABJICHUS | MTUCHMEHHBIH
BJIEMEHTbl OM3HEC |yNpaBleHUs  KOMIaHMEH | KOMITaHUeH orpoc,
CTPYKTYp, B TOM |[IPHMEHHUTEIHHO K | TPUMEHUTETHHO K | BBITIOJTHEHHE
qyuciae  CTPYKTYPY |PBIHOYHBIM YCIIOBHSIM Ha|pBIHOYHBIM YCJIOBUSM Ha| Keilc-
yIIpaBJICHUS, B |OCHOBE €€ CpaBHEHHs CO|OCHOBE €€ CpaBHEHHs CO | 33JaHuH,
COOTBETCTBUU C |CTPYKTYpOH IepEeIOBBIX |CTPYKTYpOH  IEpeOBbIX | HAllMCaHUE
HEeIIMU U |OpraHu3aiui, OpraHu3aIui, pedepara,
cTpaTerueu BBIITYCKAIOIINX BBIITYCKAIOIUX JIOKJIa/1a,
OusHeca U |aHAJIOTUYHYIO MPOIYKINIO | aHATOTHYHYIO TECTUPOBaHUE
y4acTBOBaTh B |IIK-1.2. PazpalaTsIBaeT | IpOyKIIHIO.
peanu3aniu MIPEUTOKEHUS o | Ymeer: OpTraHu30BaTh
IPOTPaMMBI panroHaIu3au paboty o
OpPTraHU3aIMOHHBIX |CTPYKTYPHI YIIpaBJICHUS | IPOCKTUPOBAHUIO METOJIOB
U3MEHEeHUH MIPOU3BO/ICTBOM B | BBITTOJIHEHUS

COOTBETCTBUH C TEIISIMU H | yIIPABICHYECKUX

cTpaterueu KOMIIaHUH, | IPOLIECCOB,  pa3paboTKy

JEHCTBYOIINX CHCTEM, | TOJIOKEHHH 0

bopm u METOJIOB | CTPYKTYPHBIX

YIIpaBICHUS MoJIpa3ieieHusX (0Taernax,

MIPOU3BO/ICTBOM 1exax) KOMITaHUH,

[IK-1.3. CoBepueHCTBYET | TOJPKHOCTHBIX

OpraHu3aIIo WHCTPYKIUH TIepcoHaa.

JOKYMEHTO0000poTa c|Bnageer:

MIOMOILBIO BHE/IPEHHUS | TPOCKTHPOBAHNEM u

TEXHUYIECKUX CpPE/CTB | OpraHu3aIuen

0o0paboTku  UH(pOpMaLUHY, | (pallMOHANIbHbIE) OH3HEC-

NEePCOHAIBHBIX IIPOLIECCOB KOMIAHMM B




KOMIIBIOTEPOB M CETEM,
aBTOMAaTH3MPOBAHHBIX
pabouux MecT

[1K-1.4. Opranuzyet
pabory o
MPOEKTUPOBAHUIO METOJIOB
BBITIOJTHEHUS
yIIPaBJIEHYECKUX
MIPOLIECCOB, pa3palboTKy
IIOJIOKEHUI O CTPYKTYPHBIX
nojpasJiesieHusax (oTaenax,
1exax) KOMITaHUH,
JOJKHOCTHBIX MHCTPYKLUN
IepcoHara. [IK-1.5.
CHOCOOEH MPOEKTUPOBATh U
OpPTraHU30BBIBATH
(paumMoHaIbHBIE)  OM3HEC-
mporecchl  KOMIIAHWH B
COOTBETCTBUU c
NOTPeOHOCTSIMU  PBIHKA |
BO3MOXKHOCTSIMU
MOJIYYCHUST HEOOXOIUMBIX

pecypcoB

COOTBETCTBUH c
NOTPeOHOCTSAMU pBIHKA U
BO3MOKHOCTSIMU

MOJIY4EHUsI HEO0OXOIMMBIX
pecypcoB.

[1K-10. Cmocoben
AHAIN3UPOBATH
PBIHOYHBIE U
cnenupuieckue
PHCKH
peleHnn
yIpaBJIEHUS
POEKTaMHU

npu
3a1a4

[IK-10.1. Hcnonszyer
3HaHUA  UHCTPYMEHTapHs
PUCK MEHEDKMEHTa  JJIs
BBISIBJICHUS dakTopoB
pucka BHELIHEN 5
BHYTPEHHEHN cpensl
KOMITaHUH

[1K-10.2. [IpoBomut
UACHTUDUKAILIMIO  PUCKOB
1o GbyHKIUAM "
HaIpaBJIEHUsAM
NeSITeIbHOCTH KOMITaHUH.
[IK-10.3. OueHka puCKOB
MpoekTa #u 000CHOBaHUSA
U3MEpEHUs pUCKa

I1K-10.4. Hcnonszyet
MEXaHU3MBI BBISIBJIICHUS
MIPUYMH, YCIIOBHI

BO3HUKHOBCHUA PUCKOB C
HUCIIOJIB30BaAHHUEM MCTOA0B

KOJIUYECTBEHHOMN H
KauyeCTBECHHOM OIICHKH
PHUCKOB

I1K-10.5. - Pa3pabarteiBaet
MeEpBbI 1o CHIKEHUIO
BO3/ICUCTBUA OCHOBHBIX
(bakTopoB pucka Ha
pe3yJIbTaThI

3HaerT: MCXaHU3MbI
BBbISIBJICHUA IIpHUYHH,
YCJIOBHﬁ BO3HUKHOBCHUA
PUCKOB C HUCIIOJIB30BAHUEM
METOJIOB KOJHWYECTBEHHOM

U Kad4eCTBEHHOW OILIEHKU

PHUCKOB.
YmMmeer: UCIIOJIB3YET
3HaHUS UHCTPYMEHTapus
PUCK MEHEDKMEHTa JUId
BBISIBJICHUS dakTopoB
pucka BHEIIHEH 51
BHYTPEHHEM Cpelbl
KOMITaHUH Bnaneer:

OLIEHKOIl PHUCKOB IpOEeKTa
1 000CHOBAaHUS U3MEPEHUS
pHcKa

YcTHBIN
onpoc,

MMM CHMEHHBIHN
onpoc,
BBITIOJTHCHHE
KeMc-
3aJIaHUi,
HaIlFCaHHUE
pedepara,
JIOKJIazaa,
TECTUPOBaHUE




3¢ PEeKTUBHOCTH TTPOCKTA

4. O0beM, CTPYKTYpa U CoepKaAHNEe JUCHHUILIAHBI.
4.1. O6beM OUCLUILIMHBI COCTABISIET 4 3aueTHbIE eqUHULBI, 144 akaaeMHUYSCKUX
JacoB.

4.2. CTpyKTypa IACUMIUINHBI.

4.2.1. CTpyKTypa IUCUMIUIMHBI B OYHON hopme

Pa3neanl u TeMBI

Buab1 yueonoii
padoThl, BKJIOYAS

DopMBbI TEKYLLET0
KOHTPOJIs

®
S
Ne AU CHUIINHBI « CaMOCTOSAITEJIbHYIO < ycreBaeMocTu (no
n/n g padoTy CTyIeHTOB U :" Heldenam cemecmpa)
g E TPYA0EMKOCTH (B g ®opma
2 o4 yacax) = NPOMEKYTOYHOM
& = 2 z g <& ‘E aTTecTaluu (1o
= = of 23 ¢ cemecmpam)
= s S8 8 | @
= | E5| 238 25|
= - = e 94 = 3| =
S | 25| €9 S| =
Z < E R 3 o5 QO
é é‘ 3 S ="
Mounyins 1. Jlokymenmuposanue

1 [Mlpenmer kypca wu | 3 4 4 10
UCTOpHUS pa3BUTHUA
JIeNTOTIPOU3BOJICTBA B
Poccumn YcerHblii omnpoc,

2 JloKyMeHTupOBaHueE. 3 4 4 10 BBITNIOJTHEHHE Keiic-
Hanpasnenus 3a1aHUH,
KJIacCU(pUKaInH, TECTHPOBaHUE
CTaHJApTU3AIIH
YHUPUKAIAN
JIOKYMEHTOB
Wroro no monymo 1: 36 8 8 20 | KonrtponpHas pabota

nyib 2. Ocobennocmu ogopmaenus u OOKyMeHmoooopoma ynpasienieckux
Mo 2. Ocob 0 O
OOKYMEHmMO8

3 OcobeHHocTH 3 4 4 4
odopMIIeHUS
YIIPaBICHYECKUX




JIOKYMEHTOB YcrHblii onpoc,

4 OcoOenHoctu 3 4 4 4 BBITIOJIHEHHUE KEHC-
cocraBa u 3aJJaHuH,
COJIepKaHUs TECTUPOBAHUE
OCHOBHBIX
yIpaBIEHYECKUX
JIOKYMEHTOB

5 Opranuzanus 4 4 4
JIOKYMEHT0000poTa
Hroro mo momymio 2: 36 12 | 12 12 | KouTposbsHas pabora

Monaynb 3. Paznuunvle 0oKyMenmyl U cneyudura ux eeoenus

6 TpynoBbIe KHUKKH 3 4 4 4

7 JlokanbHble aKTHl | 3 4 4 4 YcTHBIN onpoc,
OpraHu3aIu BBITIOJIHEHHE Kelic-

8 Vuernas u|3 4 4 4 3aaHui,
CIpaBOYHas TECTHPOBAHUE
JIOKYMEHTAITUsI
Hmoeo no mooyno 3. | 36 12 |12 12 KontponbHas pabora
Dr3amen 36
NTOI'O: 144 32 |32 44 DK3aMeH

CTpyKTypa TUCHUIUIMHBI B OYHO-3204HOM (hopme

Buabl yueOHoit o DopMBbI TEKYLLETO
Pa3nesibl U Tembl padoThI, BKJIIOYas 5 KOHTPOJIS
Ne AUCHUILTUHBI 3 CaMOCTOSITEIbHYIO < ycneBaemMocTH (no
n/n 5 padoTy CTYy1eHTOB H :" Heldenam cemecmpa)
? £ TPYAOEMKOCTB (B g dopma
2 4 yacax) E NPOMEKYTOYHOM
8 = @ = S| E arrecTauuu (no
&
= b E‘E = 8 S cemecmpam)
5 é-’ ® 85 o = 2
= == &q &g S
= - = S 4 = & =
= 2 Ele 9 s =
Z < ; SR 9 S5 O
é :Q‘ 3 I "5
Mounyins 1. Jlokymenmuposanue

1 [lpeqmer kypca wu |3 2 2 8
UCTOPHS pa3BUTHUA
JIEJIONPOU3BOJICTBA B
Poccumn YcerHblii omnpoc,

2 JlokymeHTHpOBaHue. | 3 4 4 6 BBITNIOJTHEHHE Keiic-
Hanpasnenus 3a/1aHUH,
KJIacCU(pUKaluH, TECTHUPOBAHUE
CTaHapTH3AIUU
YHU(PUKALUN
JIOKYMEHTOB
Wroro o moxymio 1: | 36 6 6 14 KonTposbHas pabora

Monynsb 2. Ocobennocmu ogpopmaeHuss u OOKyMeHmoobopoma ynpasieHuecKux
OOKYMEHMO8

3 Ocobennoctu 3 2 4 6
odopmIteHUs
yIIPaBJIEHYECKUX




JIOKYMEHTOB YcrHblii onpoc,

4 OcoOenHoctu 3 4 2 6 BBITIOJIHEHHUE KEHC-
cocraBa u 3aJJaHuH,
COJIepKaHUs TECTUPOBAHUE
OCHOBHBIX
yIpaBIEHYECKUX
JIOKYMEHTOB

5 Opranuzanus 2 2 8
JIOKYMEHT0000poTa
Wroro mo moxymo 2: | 36 8 8 20 KoHTtposbHas pabota

Monaynb 3. Paznuunvle 0oKyMenmyl U cneyudura ux eeoenus

6 TpynoBbIe KHUKKH 3 2 4 6

7 JlokanbHbIC aKTel | 3 4 2 6 VYerHbii onpoc,
OpraHu3aIu BBITIOJIHEHHE Kelic-

8 Vuernas u|3 2 4 6 3aaHui,
CIpaBOYHas TECTHPOBAHUE
JIOKYMEHTAITUsI
Hmoeo no mooyno 3. | 36 8 10 18 KontponbHas pabora
Dr3amen 36
NTOI'O: 144 22 | 24 62 DK3aMeH

4.3. CoaeprkaHue QUCIUIUIMHBI, CTPYKTYPUPOBAHHOE 110 TeMaM (paszeiam).

Mooyns 1: Jlokymenmuposanue.
Tema 1. Ilpeomem Kypca u ucmopus paseumus O0elOnpou3800Ccmed 8
Poccuu.
[Ipenmer kypca KaapOBOTO AEIONPOU3BOACTBA. 3HAUYCHUE OPraHU3AUU
JIEJIONPOU3BOJCTBA B COBPEMEHHOM SKOHOMHUYECKOW ku3HM Poccum. Hcropus
pa3BUTHSA AEIONIPOU3BOACTBA B Poccum.

Tema 2.  Jlokymenmuposanue. Hanpasnenus Kaaccugpuxayuu,
cmanoapmuzayuu YHU@uKayuu 00KyMeHmos.

OCHOBHBIC TIOHATHS W TCPMHUHOJOTHS KaJpPOBOTO JICIONPOU3BOJICTBA.
Knaccudukanus pokymentoB. HopmaruBHO-MeTOmuveckas 0aza KaJpoOBOTO
JICJIONPON3BOICTBA.

Mooynw 2: Ocobennocmu oghopmaenusi u O0OKymeHmoobopoma
YIPABIeH4ecKUx OOKYMeHMO8.
Tema 3. Ocobennocmu oghopmaerust ynpasienieckux OOKyMeHmoa.
OcHOBHBIC TPyNmbl OPraHU3AIIMOHHO-PACTIOPSIUTEIBHBIX JOKYMEHTOB.
dopmysp-obpazell opraHu3alMOHHO-PACTIOPSANTEILHOTO JOoKyMeHTa. [IpaBuia
opopMieHUsT pEKBU3UTOB. branku nmokymeHToB. IOpuanueckoe 3HadeHUE
JIOKyMEHTA.
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Tema 4. Ocobennocmu cocmaga U COOEPIHCAHUS OPSAHUBAYUOHHO-
pacnopsoumenbHol 0OKyMeHmayuu.
Cucrema OpraHU3alMOHHO-TIPABOBOM JOKYMEHTAII1H. Cucrema
pacniopsiiuTensHOM  nokyMeHTanuu. Cucrema HHGOPMALMOHHO-CIPABOYHOM
JIOKyMEHTAITUH.

Tema 5. Opeanusayusi 0oKymeHmoobopoma.

OcHOBHBIE TNPUHLUIIBI JOKyMeHTooOOpoTa.  [lopsaok mnpoxXoxAeHUs Hu
VCIIOJIHEHHSI BXOJSAUIMX JTOKYMEHTOB. llopsAmoKk NpOXOXKIEHHUS HCXOASIIUX U
BHYTPEHHUX JIOKYMEHTOB B IIpoliecceé MX NoArotoBku. Ilopsimok perucrpanuu
noKyMeHTOB. KoHTponp wucnonHeHuss AOKymMeHTOB. HomeHknatypa aen.
®opmupoBanue u odpopmiieHue Aen. OnepaTtMBHOE XpaHEHHE Jei. DKCIepTHusa
LIEHHOCTH JTOKYMEHTOB. 1 IoAroTOBKA A€ K Iepeadye B apXuB.

Mooyab 3. Paznuunvie 0okymenmol u cneyuuxa ux 6e0eHus.

Tema 6. Tpyoosvle KHUNCKU.

TpynoBas kHmxkka. [IpaBoBasi cropoHa oOpallleHus! K TPYIOBBIM KHUXKKaM.
Benenue Tpy10BbIX KHIDKEK. Bbiada qy0nukara Tpy1oBoi KHHKKH. OpopMieHue
BKJIQJIBIIIA B TPYJOBYIO KHWXKKY. Bblgada TpyJoBOM KHM)KKM Ha OCHOBaHUU
YBOJIbHEHUS] pa0OTHUKA OpraHU3alii. YUYeT U XPaHEHUE TPYIOBBIX KHIKEK M MX
OJIAaHKOB.

Tema 7. Jlokanvrvle akmul opeaHu3ayuu.

[TonsaTne nokanpHBIX aKTOB. POPMBI JIOKAJIBHBIX AKTOB. BUIBI JTOKaIBHBIX
akToB. CTpyKTypa JOKaJIbHBIX akToB. Cojep)kaHUE€ JIOKAJIbHBIX akTOB. Ilopsaok
MIPUHATHS JIOKAJIbHBIX aKTOB. KOJJIEKTUBHBIN TOTOBOP.

Tema 8. Yuemnasn u cnpagounas 0oxymeHmayusi.

Tabenp ydyera paGodero BpemeHu. YHuUpUIIUpOBaHHas (hopma KapTouku No
T-12. Yuudumuposannas ¢popma kaptouku Ne T-13. XKypHanbl 1 KHUTH TIO yUETY
KaJpOB.

Temvl npakmuyeckux 3aHamui.

Mooynw 1: [loxymenmuposarue.
Tema 1. Ilpeomem Kypca u ucmopus pazeumus deionpouzeoocmea 6 Poccuu.
1. Tlpeamet Kypca JOKyMEHTAIIMOHHOTO 0OECTIEUEHUS! YIIPABICHUS.
2. 3HaueHUWEe  OpraHM3alMd  JOKYMEHTAllMOHHOTO  oOecredyeHus
YIIPaBJIEHUS] B COBPEMEHHON YKOHOMHUYECKOM ku3HU Poccum.
3. Ucropus pa3Butus nenornpoun3BoicTBa B Poccun.

Tema 2. Jloxymenmupoganue. Hanpasnenus xnaccuguxayuu, cmanoapmusayuu
VHUGUKAYUU 00KYMEHmOo8.

11



no

OcCHOBHBIE  TIOHATHS W  TEPMHHOJIOTHS  JIOKYMEHTAIlUOHHOTO
obecrieueHuUs yIpaBICHHUS.

Kinaccuduxanuys 10KyMEeHTOB.

HopmartuBHo-MeTonnueckas 6aza JOKYMEHTAIIMOHHOTO OOeCIeUeHUsI
yIpaBJICHHUS.

Mooynb 2: Ocobennocmu oghopmienus u 0oKymeHmoobopoma
YNPagIenueckux OOKyMeHmOs.

Tema 3. Ocobennocmu ogopmienus ynpasienieckux 00OKyMeHmos.

1.

2.
3.

dopmynsp-obpazen OpraHU3aIMOHHO-PACTIOPAIUTEIEHOTO
JIOKyMEHTa.

[IpaBuna opopmieHUsT pEKBU3UTOB.

braHku 1OKyMEHTOB.

Tema 4. OcobennHocmu cocmasa u cOOEPHCAHUSI OCHOBHBLIX YNPAGIEHUECKUX
OOKYMEHMO8.

1.

NGOk WDN

OcHOBHBIE IPYIIIbI OpPraHU3alMOHHO-PACIIOPSAAUTEIIBHBIX
TOKYMEHTOB.

IIprkassl 10 OCHOBHOM JAESATEIBHOCTH.

[IpOoTOKOMBL.

AKTBL.

KonTpakxTsl.

JIOJKHOCTHBIE HHCTPYKIIMH.

JloBepeHHOCTH.

JIOKYMEHTBI 110 JIMYHOMY COCTaBY.

Tema 5. Opeanuzayus 0oKymenmoobopoma.

1.

W

©ooNOA

OcCHOBHBIEC PUHIIUTIBI JOKYMEHTO000pOTA.

[TopsAIoK IPOXOKICHUS U UCIIOJTHEHHS BXOJALINX IOKYMEHTOB.
[Topsnok NpoOX0XKAEHUS UCXOAALIMX U BHYTPEHHUX JOKYMEHTOB B
IIPOLECCE UX OATOTOBKH.

[Topsnok peructpaunrii JOKYMEHTOB.
KoHnTposb ucnosHeHus 10KyMEHTOB.
Howmenxkiarypa ne.

®opmMupoBaHue U opopMIIeHHUE eI

OnepaTuBHOE XpAHEHHUE JICII.
DKcCIepTr3a IEHHOCTU JOKYMEHTOB.

10 [ToaroroBka aen K nepegaye B apxus.

Mooynw 3. Paznuunble 0OKyMeHmbl U CReYUPUKA ux 6e0eHus.

Tema 6. Tpyooswvie kKHUNCKU.
1. TpynoBasi KHMXKKA.
2. IIpaBoBasi cTopoHa 00pallleHus: K TPYIOBbIM KHHKKaM.
3. BeneHue Tpy10OBbIX KHHKEK.
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4. Bolgaua ny0snkara TpyAOBOM KHUKKH.

5. OdopmieHue BKIAbIIIA B TPYIOBYIO KHUXKKY.

6. Bplmaua TpynoBOW KHHXKKM Ha OCHOBaHMM YBOJIBHEHUS pa0OTHHUKA
OpraHU3alnH.

7. Y4eT u XpaHeHHE TPYIOBbIX KHUKEK U UX OJIaHKOB.

Tema 7. JlokanvHble akmbl opeaHUu3ayuu.
1. JloxanbHblE aKThl OPTaHU3ALNHI
2. KomnexkTuBHBIN JOTOBOP.

Tema 8. Yuemnas u cnpagounas OOKyMeHmayusi.
1. TaGenp yuera paboyero BpeMeHHU.
2. KypHallbl M KHUTH 10 y4eTy KaJpoB.

5. O0pa3oBaTejibHbI€ TEXHOJOTUHU

C uenwsto ¢dopMupoBaHMS U pa3BUTHS MPOPECCUOHAIBHBIX HABBIKOB
oOy4aromuxcs B coorBeTcTBUU C¢ TpedoBanusiMu ®I'OC BO mno HampaBiieHUIO
MOATOTOBKHU MPEIyCMAaTPUBAETCSA IIUPOKOE MCMOJb30BAaHUE B y4eOHOM Ipoliecce
AKTUBHBIX U HHTEPAKTUBHBIX (POPM MPOBEICHUS 3aHITUM:

- BO BpeMs JICKIIMOHHBIX 3aHATHN HCMOJB3YETCS TMPE3EHTalUs ¢
MPUMEHEHUEM CJIaiiioB ¢ rpaduyeckuM H TaOJMYHBIM MaTepUajoM, YTO
MOBBIIIAET HATJIAHOCTh U MHPOPMATUBHOCTH HCIOJIB3YEMOIO0 TEOPETHUYECKOTO
MaTepuana;

- MPaKTHYECKUE 3aHATHUS peayCMaTPUBAIOT UCIIOJIb30BaHUE
rpynmnoBoit  Gopmbl 00yueHHs, KOTOpas IMO3BOJSET CTyaeHTaM 3(h(EKTUBHO
B3aMMOJICUCTBOBaTh B MHUKPOTPYIIAX TPU OOCYXKICHUH TEOPETHUECKOTO
Marepuana;

- HUCNOJB30BaHUE  Kedic—Meroma  (TIpoOJIEMHO—OPUEHTUPOBAHHOIO
MOX0/1a), TO €CTh aHAJIU3 U OOCYXKIECHUE B MUKPOTPYIIAaX KOHKPETHOM J1eJI0BOM
CUTyalldd W3 TMPAKTHUYECKOTO ONbITa JOKYMEHTAI[MOHHOW JeATEebHOCTH
OTEYECTBEHHBIX U 3apyOEKHBIX KaMITaHUH;

- HWCIOJB30BaHUE TECTOB JIsi KOHTPOJS 3HAHUM BO BpeMs TEKYIIUX
aTTECTAllU U TPOMEKYTOUYHOM aTTECTALNM;

MOATOTOBKA pedepaToB U JIOKIIAJOB IO CAMOCTOSITEIBHON paboTe CTYICHTOB
W BBICTYIUIGHHE C JIOKJIAJOM TMepel ayAuTOpHei, dYTOo CIOCOOCTBYET
(GOpMHpPOBAHMIO HABBHIKOB YCTHOTO BBICTYIUICHHS 110 H3y4aeMOW TeMe W
AKTUBU3UPYET MMO3HABATEIIbHYIO aKTUBHOCTH CTYAEHTOB.

By3oBckass nekmus A0KHA BBITIONHATH HE TOJIBKO HWH(OOPMAITMOHHYIO
(GyYHKIUIO, HO TaK)K€ M MOTHBALIMOHHYIO, BOCITUTATEIbHYIO U 00yUYaroIIyIo.

Nudopmanuonnas  QyHKuMst  JIGKIUMW  IIpeAriojaraeT  lepenady
HE0OXOoaMMONW HH(pOpMAIIMU MO0 TEeMe, KOoTopas OJDKHAa CTaTh OCHOBOM ISt
JaTbHEUIIIeH caMOCTOSITEILHOM pabOThI CTY/ICHTA.
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MoTuBauMoOHHAasA (YHKUMSA J0JDKHA 3aKIO4YaTbCsi B CTUMYJIMPOBAHUU
WHTEpeca CTYJEHTOB K Hayke. Ha snekmum HeoOXOIMMO 3aMHTEpPECOBBIBATH,
033J]a4UTh  CTYICHTOB C IEJbI0 BBIPAOOTKM Yy HHUX KEJIAHUS JadbHEHIIEro
W3Y4YEHUS TOW WJIM MHOU SKOHOMHYECKOM MTPOOIICMBI.

BocnurarenbHasi (yHKOMsT OpHCHTHpOBaHa Ha (QopMUpOBaHHE Y
MOJIOAOTO TIOKOJIEHUS YYBCTBA OTBETCTBCHHOCTH, 3aKJIAJIKy HPABCTBEHHBIX,
ITUYECKUX HOPM TIOBEJACHUS B OONIECTBE M KOJUICKTHBE, (HOPMHUPOBAHUE
MaTPUOTUYECKUX B3TJISI0B, MOTHBOB COLHUAIBHOTO TIOBEACHHUS W JCHUCTBUI,
(hHMHAHCOBO-2KOHOMHYECKOTO MHUPOBO33PCHHSI.

O0yuawmas (yHKIUS peaTn3yeTcs TMOoCPeACTBOM (OPMHUPOBAHUS Y
CTYJICHTOB HAaBBIKOB pPAa0OThl C TMEPBOMCTOYHMKAMM W HAy4YHOU U ydeOHOU
JIATEPATYPOHU.

6. YueOHO-MeTOAMUYECKOE 00eceYeHre CAMOCTOATEIbHON PadoThI CTYICHTOB

JIJisi TeOpeTHUYeCKOro M MPAKTUYECKOTO YCBOCHHS TUCUMUILTUHBI OOJIBIIOE
3HAUEHHE MMEET CaMOCTOsITelIbHas paboTa CTYACHTOB, KOTOpas MOXKET
OCYIIECTBJISATBCA  CTYJICHTAMH  WHIUBUIAYAJIbHO W TOJ  PYKOBOJCTBOM
Mperno/iaBaTe’is.

CamocrosiTenbHass paboTa CTYJIEHTOB MPEANOJaraeT CaMOCTOSTENbHOE
U3YYCHUE OTACIBHBIX TEM, JOIMOJHHUTEIBHYIO IMOJATOTOBKY CTYACHTOB K Ka)XIOMY
MIPAKTUIECKOMY 3aHSATHIO.

CamocrosiTenpHass paboTa CTYICHTOB IO JUCIUIUIMHE «JlOKyMeHTaIhHOE
oOecrieueHne yrpaBlIeHUS MIPEATPUITHEMY, TPEAYCMOTPEHHAS YI4COHBIM IJIAHOM B
o0beMe 44 yacoB B O4YHOM M 62 4YacoB B OYHO-3a04HON (opMax o0yyeHwus,
MPEACTaBIICT CO0OM CHoco0 aKTUBHOTO, IIEJICHANPABIEHHOTO MPHUOOPETEHUS
CTYJIEHTOM HOBBIX JIJI HETO 3HAHUM U yMEHUN 0€3 HEeMOCPEICTBEHHOTO y4acTus B
ATOM IIPOLIECCa MPEIOIABATEIEH.

OCHOBHBIMH BHUJAMH CAMOCTOSITEIBHOM pabOThl CTYACHTOB B paMKax
OCBOCHMSI  NUCHUIUIUHBI  «JlokymeHTanbHOE ~ oOecrieueHrue  yrnpaBJICHUS
MPEANPUATAECM) BBICTYIAIOT CIIETYIOIIHE:

1) mpopaboTka yueOHOTO MaTepuarna;

2) paboTa ¢ BoIpocamu Jjisi CaMOIIPOBEPKH;

3) paboTa CO CTAaTUCTUYECKUMH U aHATUTUYECKUMU JaHHBIMU;

4) u3yueHrue peKOMEHIOBAaHHOU JTUTEPATYPHI;

5) nouck B UHTEepHETE NOMOJIHUTENHEHOTO MaTEPUAIIA;

6) Hanucanue pedeparos;

7) MOATOTOBKA JOKJIAOB,;

8) MOATrOTOBKA MPE3ECHTALIU;

9) BeITIOTHEHHE KEiC-3a1aHN;

10) pemieHue cUTyallMOHHBIX 33]1a4.

MeToauveckue peKOMEHAALMH 110 HANIMCAHUIO pedepaToB
Pegpepam mpencraBnser coOOW BHA Pa3BEPHYTOTO COOOIIEHUS TI0
OTIpPEIECNIEHHOW TeME C HCIOJIb30BAHMEM pPaHEe OIMyOJMKOBAaHHOW WH(pOpMAIUU.
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s pedepara BbrIOMparoTcs HaubOoJee Ba)KHbIE C HAyYHOM TOUKM 3pEHUs U
JIOCTAaTOYHO  HUCCJENIOBaHHbIE (DaKThl, IMO3BOJSIONIMNE TPOUIUTIOCTPUPOBATH
aKTyaJIbHOCTb U30paHHOM MpOOJIEeMbl U YKa3aTh CIIOCOOBI €€ pelIeHusI.

Hanucanue pedeparta ucnonpzyercs B yueOHOM Mpolecce By3a B IEISIX
npuoOpeTeHUs] CTYACHTOM HeoOXoIuMol mpodeccCHOHANbHOM MOJATOTOBKH,
pa3BUTUS YMEHHMS U HABBIKOB CaMOCTOSITEIbHOTO HAYYHOTO MOMCKA: M3y4eHUs
JUTEpaTyphl MO BHIOpAHHOW TeMe, aHalIW3a Pa3jINMYHBIX HCTOYHHKOB U TOYEK
3peHusi, OoO0O0OIIeHUsT MaTepuaja, BBIJCICHUS TJaBHOTO, (OPMYITUPOBAHUS
BBIBOJIOB U T. 1. C moMoIipio pedepaTtoB CTYACHT TIy0xe MOCTUraeT Hanboliee
CJIO’KHBIE TIPOOJIEMBI Kypca, YUYUTCS JJAKOHUYHO HU3JIaraTh CBOU MBICIIH, TPABHIIBHO
oQopMIISITh PabOTy, JOKIAABIBATH PE3YIbTATHI CBOETO TPY/A.

[Ipouiecc Hanucanus pedepara BKIIOYAECT:

* BBIOOp TEMBI;

* 1moAOOp HOPMATHBHBIX AaKTOB, CHEIHAIBHONW JIUTEPATypbl U HWHBIX
UCTOYHHUKOB, UX U3yUCHUE;

* COCTaBJICHUE TUIAHA;

* HallMCaHUe TeKCTa paboThl U ee 0(OpMIICHHE.

PaGoty nHag pedeparom clienyeT HauyuMHATH C OOIIETO O3HAKOMJICHHUS C
TeMOl (MPOYTEHUE COOTBETCTBYIOIIETO pazjefia ydeOHHKa, ydeOHOro mocooOwus,
KOHCIIEKTOB Jiekuuii). Ilociie 3Toro HEOOXOAMMO H3YyYUTh HOPMATHUBHBIE AKTHI,
JUTEepaTypHbIe U UHBIC ICTOYHUKH, PEKOMEHIOBaHHBIE TpenoAaBaTeneM. OnHako
nepeyeHb UCTOYHUKOB HE JOJDKEH CBS3bIBATh MHUIMATHBY CTyAeHTa. OH MOXET
UCIIONb30BaTh TPOU3BEACHUS, CAMOCTOATEIBHO TMOJAOOpaHHBIE B pe3yibTare
u3ydeHus: ondnuorpaduu B OMOIHOTEKE.

[Inan pedepara momkeH OBITH COCTaBIEH TakuM oOOpa3oM, 4YTOOBI OH
packpeiBai Ha3zBaHue paboThl. PedepaT, kak mpaBuio, COCTOUT U3 BBEIACHUS, B
KOTOpPOM KpaTKO OOOCHOBBIBAECTCSI AaKTyalbHOCTh, HAay4dHass M MpaKTHUeCKas
3HaYUMOCTh M30paHHOW TEeMbl, OCHOBHOIO MaTepuayla, COAEpXKallero CyTh
npoOsieMbl W MyTH €€ pEeIICHUs, 3aKII0UEHHUs, COAEPXKAIIEro TEOPETUUYECKUE
BBIBOJIbI, CITUCKA HUCIIOIH30BAHHOM JIUTEPATYPHI.

N3noxeHue Marepuaia JIOJDKHO OBITH KpaTKHM, TOYHBIM,
nocieaoBaTeabHbIM. O0BbeM pedepata — OT 5 10 15 MATMHONMUCHBIX CTPAHUII.

Marepuan B pedepate pacnoinaraercs B CJIEAYIONIEH MOCIeI0BaTEIbHOCTH:

— TUTYJbHBIN JIUCT

— 1u1aH paboThl

— BBEJCHHUE

— TEKCT paboThl (pa30oUTHIN HA pPa3eIbl)
— 3aKJIIOYEHUE

— CIIHCOK JIMTEPATYPHL.
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Ha TuTynpHOM nHCTE CTYAEHT YKa3blBa€T Ha3BaHUE BY3a, Ka(eapbl, IIOJHOE
HAaUMEHOBAaHUE TEMbI pedepara, cBO (aMUWIMIO U MHULKAJBI, a TaKXKE YUYEHYIO
CTEIEHb, 3BaHNE, (PaMUIIMIO U MHULIMAJBl HAYYHOTO PYKOBOAMTENS, B CAMOM KOHIIE
— J1aTy HanucaHus paboThl.

TekcT MOMHOCTBIO HaMMCaHHOM W odopmileHHOW pPadOTHl MOJICKUT
TUIATENbHOW NpoBepKe. OIMOKA M ONKUCKU Kak B TEKCTE, TaK U B LIUTATaX, U B
HAay4YHO-CIPABOYHOM almapaTe OTPULIATENBHO CKa3bIBAIOTCS HA OLICHKE.

Pedepat oTpaxaeT pe3ynbTaThl CAaMOCTOSTENBHO MPOBEACHHOTO CTYACHTOM
HAy4YHOI'O UCCJEN0BaHUs. B HEM CTyNEHT AOJDKEH MMOKa3aTh YMEHHUE MOAOUpaTh U
u3ydyaTb HEOOXOJUMYI0 O TEME JUTEPATYpY, HAXOAUTh B HEH MOIXOIALIYIO
UHPOpMAIlMIO, TPaMOTHO U XOpPOIIO H3JIaraTb CBOM MBICIH, IPAaBUIBHO U
CBOOOJIHO IOJIb30BAThCS KaK OOIENPHUHIATON SKOHOMHUYECKOH, TaK U ClIEUaIbHON
(brHaHCOBOM TEPMUHOJIOTHEH.

Brei6op TeMbl pedepaTuBHOI pabOThl OCYIIECTBISETCS B COOTBETCTBUU C
IIPEUIOKEHHON MpEeroJaBaTeIeM TEeMAaTUKOW. B OTAenbHBIX Cilydasx CTYAEHT
MOJKET BBIOpATh JUIsl CBOETO pedepaTa TeMy, KOTOpas HE BOLUIA B TEMATHUKY, HO
OTPAXXAaeT €ro MPUBEPKEHHOCTb OIPEACICHHOMY HAIPaBICHUIO HAy4HBIX
ITIOMCKOB.

Memoouueckue pekomenoayuu no nOO20moeKe 00K1a008

Jloknang — 93TO0 MyOJMYHOE COOOIIEHWE, TNpeAcTaBisiionee coOoi
Pa3BEPHYTOE U3JI0KEHUE HA ONIPEACIEHHYIO TEMY.

B otnuuue ot pedepara moksaaa npeacTaBisier coOo aHanIM3 Kakou-Iudo
TEMBbl, ONUPAIOIIMNCS Ha BCECTOPOHHEE MHCCIEJAOBaHUE NPOOIEeMbl WIH €€
OTJENIbHBIX acneKToB. OH CTPOUTCS MO MPUHIMITY JEMOHCTPALUN OMPEIEICHHOM
NO3UIMH aBTOpa, NOJKPEIUVICHHON HayYHO-UCCIIEI0BAaTENbCKUMHU PadOTaMH B 3TOU
00JacTh CO CChUIKAMHM Ha MCTOYHUKH, IIUTaTaMd U OOOCHOBAHHEM AaBTOPCKOTO
MHEHUS.

Tema nokiana goikHa OBITH COTIIACOBAHA C npernoaaBaTesnemM u
COOTBETCTBOBATH TEME 3aHSATHSI.

PabGota cTymeHTa Han JOKIAIOM-TIPE3EHTAIIMEH BKIIOYAET OTPaOOTKY
HABBIKOB OPaTOPCTBA U YMEHHSI OPraHU30BaTh AUCKYCCHIO.

Cmpykmypa ooknaoa:

- TUTYJIbHBIN JIUCT

- ornaBiieHue (B HEM TOCIEAOBATEIbHO M3JIaraloTCs Ha3BaHUS ITyHKTOB
JIOKJIaJ1a, YKa3bIBAIOTCS CTPAHMIIBI, C KOTOPHIX HAUMHACTCS KaXIbIil MyHKT);

- BBeJleHUE ((hopMyIHpyeT CyTh UCCIeTyeMOl MpoOaeMbl, 00OCHOBBIBACTCS
BbIOOP TEMBI, ONPEACISAIOTCA €€ 3HAYMMOCTh M aKTYaJlbHOCTb, YKa3bIBAIOTCS LI
W 3aJ1a4¥ JIOKJIaJa, 1aeTCs XapaKTEPUCTHKA UCTIOJIb3yeMOW JTUTEPATYPHI);

- OCHOBHAs 4acTh (KaXKIbIi pa3zell ee, 10Ka3aTeIbHO PacKphIBasi OTIEIbHYIO
npobiieMy WM OJHY U3 €€ CTOPOH, JIOTMUECKH SIBISETCS MPOAOIKEHUEM
MPEABIAYIEro; B OCHOBHOM YacTH MOTYT OBITh MPEICTABICHBI TaOJIUIIbI, TPAPUKH,
CXEMBbl);
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- 3aKJII0UCHHE (ITOABOMSTCS UTOTH WU JaeTCs 000OIICHHBIN BBIBOJI IO TEME
JOKJIa/1a, TIPEAJIaraloTCs PEKOMEHIAINH );

- CIIMCOK MCIIOJIb30BAaHHBIX HCTOYHHKOB.

OO0BeM JToKJIaza MOXET KoyieOaThes B Ipeaenax S5-15 medyaTHBIX CTpPaHWII,
BCE MPUIIOKEHUS K pab0Te HE BXOAT B €€ 00BEM.

Jloknam MOJbKeH OBITh BBITIOJIHEH TPaMOTHO, C COOJIFOACHHEM KYJIbTYPHI
W3J10KEHHS.

O0s13aTebHO TOHKHBI UMETHCS CCHUIKH Ha MCTIONB3YEMYIO JTUTEPATYPY.

Copneprxkanue MOKIaaa CTYISHT JOKJIAJbIBACT HA TMPAKTHYECKOM 3aHATHH,
3acelaHnd KpYXKKa, HAyYHO-TIpakTHUeckor KoHpepeniuu. [IpeaBaputenbHO
MOJITOTOBMB TE3MCHI JOKJIaaa, CTYACHT B TEUYCHHE S5-7 MHHYT JOJIKCH KpPaTKO
U3JI0)KUTh OCHOBHBIC ITOJIOXKEHUsI cBoel paboTel. Ha ocHoBe oOCYyXIcHHS
CTYJICHTY BBICTABJISIETCS COOTBETCTBYIOIAS OLICHKA.

ITo ycMoTpenuto mpemnogaBaTesss JOKIaabl MOTYT OBITh IPEJCTaBIICHBI Ha
NPaKTHYECKUX  3aHATHAX  W/WIM  CTYJACHYCCKMX  HAyYHO-TIPAKTUYECKHUX
KOH(epeHIusX.

IlepeueHb OCHOBHOM W JIOMIOJIHUTEIBHOM JUTEpPATyphl, PEKOMEHIYEMON K
WCITOJIb30BAHUIO TIpU HAMHWCAaHWUM pedepaToB W AOKIAI0B IO JUCIUTIIMHE
«/loxymenTanmonHoe oOecreueHrne YIpaBiICHUS TEPCOHAIOMY, TIPEICTaBICH B
Pa3znene 8 nanHoi pabodeit mporpamMMel.

7. @OoHX OLEHOYHBLIX CPeIACTB IS MPOBEACHUS TEKYILIero KOHTPOJIA
yCIEeBACMOCTH, MPOMEXKYTOYHON aTrecTallMd MO0 HMTOraM OCBOCHUS
AUCLHUILINHBI.

7.1. TunoBbie KOHTPOJIbHBIE 3aJAHUSA

IIpumepHas TemaTuka pedeparoB U J0KJIAI0B

1. TloHsiTHE KaapPOBOTO JEIOMPOU3BOJICTBA.

2. TocynapcTBeHHOE peryIrpoBaHKUe KaApOBOTO JACIONPOU3BOICTBA.

3. Pernamenrtanus odopmienuss kampoBeix JgokymeHToB B ['OCTax,
YHUDUITUPOBAHHBIX CHUCTEMaX JOKYMEHTaIHH, KiiacCupUKaTopax TEXHUKO-
PKOHOMMUECKOH U coruaibHoi undopmanuu, 'CHOY.

4. CoBpeMeHHas perjiaMeHTalusl Co3JaHus KaJpOBbIX JOKYMEHTOB Ha YPOBHE
MHHUCTEPCTB U BEJOMCTB.

5. MHCTpYKTHBHO-METOAMYECKUE MaTEepHabl MPEANPUIATHIA U OpraHU3alUi Mo
CO3JaHUI0 U OPOPMIICHUIO KaJIPOBBIX JOKYMEHTOB.

6. CTpykTypa OpraHu3aiiOHHO-TIPABOBHIX IOKYMEHTOB.

TpeOoBaHUS K COCTaBICHUIO OPTaHU3AIMOHHBIX JTOKYMEHTOB, MPOIEAypa
MX COTJIACOBAHUS U YTBEPXKACHUS, OPSAOK BHECEHUS B HUX U3MEHECHUHU U
JIOTTOJTHEHUH.

Ha3HaueHue miaHoBbIX JOKYMEHTOB, UX BUbL, CTPYKTYypa.

TpeOoBaHUsS K COCTaBJIEHWIO TUTAHOBBIX JOKYMEHTOB, TMpOIEAypa HUX
COIJIACOBAHMUSI M YTBEPKICHUS, MOPSAOK BHECEHHUS B HUX HU3MEHEHHUU U
JIOITOJTHEHUM.

=~
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10.Ha3zHaueHue 1OrOBOPHBIX TOKYMEHTOB, UX BUbI, CTPYKTYpAa.

11.TpeGoBaHUsS K COCTABJICHHIO JIOTOBOPHBIX JIOKYMEHTOB, MpOIeaypa HUX
COTJIaCOBaHUSI W YTBEPXKIEHHUSA, MOPSJAOK BHECEHUS B HUX M3MEHEHHU U
JTOTIOJTHEHUH.

12.Paznmuuuns MeXIy WHANBUAYATLHBIM TPYIOBBIM JOTOBOPOM U TPAKIAHCKO-
IIPABOBBIM JIOTOBOPOM.

13.PacniopsiautenbHas KaapoBasi JOKYMEHTAINS, BUABI U MPABUJIa COCTABICHUS
u opopmiieHus.

14.CnpaBoyHO-HHPOpMaALOHHAS JOKYMEHTALMS, BU/IBI, IIpaBUJIa
COCTaBJICHHUSL.

15.YuerHas kagpoBasi TOKyMEHTAIs, BUJIbI, TpeOOBaHUsS K 0POPMIICHHIO.

16.JIuyHoE €JI0 COTPYAHUKA, TPeOOBaHUS K €ro 0(hOPMIICHUIO.

17.Pabota kaapoBO# CiIyKObl MO OOECIEYEHUIO COXPAHHOCTH MEPCOHATBHBIX
JAHHBIX paOOTHUKOB, [lookeHWe O 3amuTe MMEePCOHAIBHBIX JAHHBIX,
corjacue pabOTHHUKA.

Obpasey mecmogozo 3a0anusi N0 MOPOMY MOOYJIO

Bapuasnr 1

1. CKOJBKO pa3 B rojJ MOKHO BHOCHTH H3MEHEHHS B IIITATHOE pacIicanue?
1.1 ogun;

1.2 nBa;

1.3 orpaHrueHHs HA ATOT CUET 3aKOHOJATEIHLCTBOM HE YCTAHOBJICHBI,

1.4 e Goitee Tpex pas;

1.5 He Gouee mecTH pas;

1.6 I3MEHATH €r0 B TEUCHHUE T'0J1a HEIb3S.

2. HyXHO 1M BHOCUTH B TDPYJOBYIO KHIDKKY 3allChb O NEPEMMEHOBAaHUU
OpraHu3anuu?

2.1 HyXHO;

2.2 HE HYXHO;

2.3 Ha ycMOTpeHue paboToaaTerns;

2.4 HY)XHO TOJBKO €CIIH OpraHu3alus IMpU 3TOM CMEHWJIA OPraHU3alHOHHO-
paBoBy0 GOpMY;

2.5 HYKHO TOJIBKO TéM pabOTHUKAM, KOTOPBIE€ YBOJIBHSIOTCS U3 OpPraHU3aluy;

2.6 HyXHO KpOME cily4as, KOrja OpraHu3alus CMEHWIa OpraHu3allMOHHO-
paBoBYIO HOpMYy.

3. Ilpy 3aKJIIOUYEHUHU TPYJIOBOTO JIOTOBOpA rpaskJIaHUH, MOCTYNAIOUINI Ha padoTy,
HE JIOJDKEH NPEAbSIBIATH PAO0TOIATEIIO:

3.1 CBUIETENBCTBO O POXKIACHUHN peOCHKA;

3.2 macnopT;

3.3 cTpaxoBO€ CBHUJIETEILCTBO TOCYJAPCTBEHHOTO TICHCHOHHOTO CTPaXOBaHUS;

3.4 TpyIOBYIO KHUKKY;
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3.5 BOCHHBIN OUIIET;
3.6 TOKyMeHT 00 00pa30BaHUH, KBAIM(DHUKAIINN, HATMYNHN CIICITUATBLHBIX 3HAHHH.

4. Cxoapko rpad B pasaeiie TpyaoBoH KHIKKHA «CBenenus o padorey?
4.1 3;
4.2 5;
4.3 4;
4.4 6;
451;
467.

5. B yundunupoannon dhopme auuHOi KapTouku padoTHuKka (Ne T-2) HeT rpadsr:
5.1 «rpaxaaHCTBOY;

5.2 «COCTaB CEMBHY;

5.3 «cocTostHuE B Opakey;

5.4 «3HaHWE UHOCTPAHHOTO SI3BIKAY;

5.5 «HAIMOHAJILHOCTHY;

5.6 «MeCTO POKICHUS.

6. I'paduik OTHYCKOB MOANUCKHIBACT:

6.1 pykoBOAUTENb OpraHU3alINM;

6.2 pyKOBOJIUTENH KaJIpOBOM CITYKOBI,

6.3 Ha4aJIbHUK IOPUANYECKOTO OTIENA;

6.4 pyKOBOJUTENH KAAPOBOH CITyKObI U PYKOBOIUTENH MOAPA3CICHUIN;
6.5 3amecTuTeNb PyKOBOJAUTENSL OPraHU3alINH;

6.6 paOOTHHUK KaJIPOBOM CITY>KOBI.

7. Cotpynnuiia momeHsina (aMHInMIO B CBSI3M C BCTyIUIeHHMEM B Opak. Kak
U3MEHUTH (aMUJTUIO HA TUTYJILHOM JIMCTE TPYIOBON KHHUKKH?

7.1 bamunuio UCTIpaBIISTh HE HAJIO;

7.2 BBIIATH COTPYIHMIIE BKJIAJBII K TPYJAOBOM KHMIXKKE M BIIUCATh TyJla HOBYIO
(baMunmio;

7.3 3alITpUXOBaTh MPEXKHIOW (aAMUIMI0 KOPPEKTUPYIOIIEH >KUIKOCTBIO H
HaIMCaTh HOBYIO;

7.4 B3STh NPEXKHIOK (aMUIUIO B CKOOKH, a PSAJIOM HalmucaTh HOBYIO;

7.5 psimoM ¢ mpekHen (hpaMuiiel HalMcaTh HOBYIO B CKOOKAX;

7.6 3a4epKHYTHh MPEKHIOK HaMUITUIO OJHON YEPTOH, a PAIOM HAMCcaTh HOBYIO.

8. Kak ciienyeT npuKpenuTh BKJIAJIBIIT K TPY/IOBOW KHUKKE?
8.1 mpukIenTs;

8.2 BIINTH HUTKAMU,

8.3 IPUKOJIOTh CTEIIIEPOM;

8.4 IPUKOJIOTh KAaHLEIAPCKUMH CKpenKamu;4
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8.5 BJIIOXKUTH B CEPEIMHY KHIKKHU 0€3 MPUKPETICHHUS;
8.6 MOKHO HCIOJIB30BATh JII0O0O0H U3 MEPEUHUCICHHBIX CIIOCO0O0B.

9. [lepeyeHb MaTepuagoB, MOMEIIEHHBIX B J1€J0, HA3bIBACTCS:
9.1 nmuct-3aBepuTens neia;

9.2 HOMeHKaTypa eI,

9.3 BHYTpEHHSISI OIUCH;

9.4 mommMBKa;

9.5 utoroBas 3amnucCk;

9.6 orna,iieHHE.

10. Cornamenue pabGoTtojarenss M paOOTHUKOB, KOTOPOE yCTaHABIMBAET
JIOTIOJTHUTENIbHBIC TAPAHTUHU JUISL COTPYIHUKOB U HMX OTBETHBIE 00s53aTEIhCTBA 1O
OTHOIIIEHUIO K pab0TOIaTEIII0, HA3bIBACTCS:

10.1 TpynoBoii 1OroBop;

10.2 rpaxxaaHCcKO-TIpaBOBOM JOTOBOP;

10.3 KOHBEHIIN,

10.4 nomxHOCTHAs HHCTPYKIIUS;

10.5 KOMIEKTUBHBIN TOTOBOP;

10.6 1ONOMHUTENIBHOE COTJIAIIEHUE K TPYAOBOMY JOTOBOPY.

11. PaGoTHUK mepeBOAUTCS B Apyrou oraen. MHuWIMaTHBa NepeBOa UCXOIUT OT
HayaJbHUKA OTJ/IeJIa, B KOTOPOM COTPYJHUK paboTain npexzae. Beibepure Hanbosee
MOJIHBIN CTUCOK OOPMIISIEMBIX TOKYMEHTOB:

11.1 3asBneHue oOT pabOTHUKA C TPOCKOON O TmMepeBoje, IOMOJHUTEITHLHOE
COTJIAIIEHHE K TPYJOBOMY JOTOBOPY, Ipuka3 nmo gopme Ne T-5, TpynoBasi KHIKKA,
JUYHas KapTOUKa;

11.2 mpeanoxxenre pabOTHUKY O TIEPEBOJIE, MPECTABICHUE O TEPEBOJIE B aJpec
PYKOBOJUTENS

OpraHu3aliy OT HEMOCPEJICTBEHHOTO PYKOBOAUTENS paOOTHUKA, TIOMOJIHUTEIHLHOE
COTJIAIIICHUE K

TPYJOBOMY JOTOBOpY, IMpuka3 mo ¢opme Ne T-5, TpyaoBasi KHUXKKA, JIMYHAs
KapTOYKa;

11.3 nomoiaHUTEIRLHOE COTJIAIlIEHHE K TPYAOBOMY JOTOBOPY, Mpukas 1mno gopme Ne
T-5A,

TPyAOBasi KHIKKA, TUYHAS KapTOUKa;

11.4 3asBnenne oT pabOTHHWKA C COTJACHEM Ha TMEPEBOJ, JOIMOJIHHUTEIHLHOE
COTJIAIICHWE K TPYJOBOMY JOTOBOpYy, mpuka3 mo ¢opme Ne T-5A, Tpymomas
KHWKKA, TUYHAsI KapTOUKa;

11.5 3asBiaeHue OT pabOTHHWKA C COMJIACHEM Ha TEpPEBOJ, MPEACTABICHHE O
NepeBoJie, JOMOJHUTEIBHOE COIJIallleHue K TPYyAOBOMY JIOrOBOpPY, IMpHKa3 MO
dopme Ne T-5A, mpukas o - popme Ne T-1, TpynoBasi KHWKKA, TUYHAS KapTOUKa,
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11.6 3asBieHHe OT pabOTHHKAa C MPOCbOOM O TMepeBojJe, MNPEICTABICHUE O

NIEPeBOJIC, JOMOJHUTEIBHOE COTJIANIEHHE K TPYIOBOMY JOTOBOpY, MPHUKA3 IO
dbopme Ne T-5A.

12. PaGoronarens He 00s3aH OPOJUIEBATH E€XKETOMHBIA OIIAYMBAEMBIA OTOVCK,
€CJIM BO BpeMs OTITyCKa PaOOTHHUK:

12.1 3a60mnem 1 aexan B OOJIBLHUIIE,

12.2 ObuI1 HalpaBJIEH HAa BOCHHBIE COOPBHI;

12.3 paboTain B kKauecTBe YieHa U30MPATETbHON KOMUCCUU;

12.4 yxaxxuBai 3a 3a00JIEBITUM WICHOM CEMBU;

12.5 yyacTBOBaJ B Cy/I€ B KaU€CTBE MPUCSKHOTO 3ace/1aTes;

12.6 3a00men u eunscss aMOyIaTOPHO.

13. JIONOTHUTEIBHBIN OIJIaYUBAEMbIA OTIYCK MOKET IIPEI0CTABIISTHCS
13.1 ToapKO B KaJ€HJAPHBIX JHSX;

13.2 ToNIbKO B pabounX JHSX;

13.3 B KajeHAapHBIX U pabOUYMX JTHSX;S

13.4 B Mecsmax;

13.5 B HEMEAX;

13.6 B 1100BIX €IMHUIIAX HA YCMOTPEHHE paboToAaTENs.

14. CKOIBKO WCIPABJICHUHN JIOIYCKAETCS Ha 0J1aHKe JINCTKA
HETPYAOCTIOCOOHOCTH?:

14.1 ne 6omee Tpex;

14.2 ucnipaBieHus B JUCTOK HETPYAOCTIOCOOHOCTH BHOCUTD HENb34;

14.3 He Goiee yeThIpEX;

14.4 ne 6o1ee OgHOIO;

14.5 Takux OrpaHMYEHUI 3aKOHOIATEIILCTBO HE COJIEPIKUT;

14.6 ne Gomnee nByX.

15. MoXHO J1M HarpajuTh COTPYJHUKA JCHEKHON NMpEeMHMEN, €ClIM He3aJ0JIr0 J0
9TOr0 Ha HEr0 HAJIOKHWIN JUCIUILIMHAPHOS B3BICKAHUE?

15.1 moxHO;

15.2 MO>XHO, HO CHauaja Hy>KHO MPUKA30M CHSTh JUCHUILUIMHAPHOE B3bICKAHUE;
15.3 Henw3s;

15.4 Henb3s B TEUEHUE T0/1a CO JHS HAJIOKEHUS TUCITUTIMHAPHOTO B3bICKAHMUS;
15.5 Henb3sg B TEUEHHE IIECTU MECSLEB CO JIHS HAJIOXKEHUS JTUCIUILUIMHAPHOTO
B3BICKAHUS;

15.6 B Takux cilydasix JOIYCKAETCs TOJBKO MOPAJIBHOE OOLIPEHHE.

16. Kakoro paboTHHUKA HENB3S VBOJIUTH B CBI3U C VTPATOU JTOBEPHS?
16.1 xaccupa;
16.2 nponasiia;
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16.3 skcnienurtopa;

16.4 6yxrantepa;

16.5 3aBenyromero CKJIaaoMm;
16.6 ki1agoBIINKA.

17. IlepeBol K ApyroMy paOOTONATEN0 OTPa)XKaeTcs B TPYAOBOW KHHKKE
pabOTHHUKA:

17.1 aBymst 3anucsIMU — 00 YBOJIBHEHHUH C TIPEKHEN pabOThI U O IPUEME HA HOBYIO;
17.2 3anuckro 0 IEPEBOJIE HA HOBYIO padoOTYy;

17.3 3anucsMu 0 NepeBojie ¥ NPHUEME Ha HOBYIO padoTy;

17.4 3anucaMu 00 yBOJIBHEHUH U NIEPEBOJIE HA HOBYIO padoTy;

17.5 HUKaK HE OTpa)kaeTcH;

17.6 3amuchio 0 IpueMe Ha HOBYIO paboTy.

18. OKMH, OKCO, OKIIATP u OKATO noHano0sTcsi BaM IpH 3alI0JIHCHHUH:
18.1 TpynoBoro 1oroBopa;

18.2 nmpukasa o npueme Ha paboTy;

18.3 mpuka3za 00 yBOJIbHEHHH;

18.4 Tabenst yuera pabouero BpeMeHH;

18.5 nM4HOM KapTOUKH;

18.6 Tpy1OBOM KHMKKHU.

19. loykeH v paboTojaresib - GU3MUecKoe JUI0 BECTU TPYAOBBIC KHUKKHU Ha
CBOUX PAOOTHUKOB?

19.1 6e3ycinoBHO, TOIKEH;

19.2 He nomxeH;

19.3 nomxeH, eciau OH SIBISETCS UHANBUIyAIbHBIM IPEANPUHUMATEIIEM;

19.4 nomxken, ecnu y Hero 6omee 10 paOOTHUKOB;

19.5 nomxeH, ecau OH HE SBIAECTCS UHAUBHUAYAJIbHBIM MIPEAIPUHUMATEIIEM ;6

19.6 Ha ycmoTpeHue paboToaaTes.

20. Kak Ha3bpIBaeTcsl JOMNOJHHUTEIbHAs padoTa MO JPYrod WM TaKOU Ke
npodeccuu (JIOJDKHOCTH) 3a JOIOJHUTENEHYIO OINIATy B TEUCHHE YCTAaHOBJECHHOM
MIPOJIOJKATEIFHOCTH padouero JHA (CMEHBI) Hapsiay ¢ paboTol IO TPYJIOBOMY
IOTOBOPY?

20.1 coBmemenue npodeccuit (HOKHOCTEN);

20.2 COBMECTHUTEIILCTBO;

20.3 cBepxypouHas paboTa;

20.4 BpeMEeHHBII MTEPEBOJ] HA IPYTYIO PaboTYy;

20.5 obs3aTenbHbIE padOTHI;

20.6 nepemeleHue

Bapuanm 2
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1. VYcranoBineHHbIM TpyaoBBIM KOJEKCOM MaKCHUMAJIBHBIA CPOK CPOYHOIO
TPYAOBOI'0O JIOTOBOPA COCTABJISICT:

1.1 6 mecs1eB;

1.2 1ron;

1.3 3 rona;

1.4 5 ner;

1.5 10 mer;

1.6 TpyAOBBIM KOJEKCOM MAaKCUMAaJIbHBIM CPOK HE YCTAaHOBJIEH

2. Ilpu 3aKJII0OYEHHH TPYJIOBOI'O JIOTOBOPA I'PAXKJIAHWH, ITOCTYIIAIONIHMI Ha padoTy,
HE JIOJDKCH NPEABIBIATH PA00TOIATEIIO:

2.1 macniopt;

2.2 TpyIOBYIO KHHXKY;

2.3 cTpaxoBO€ CBUAETEIBLCTBO TOCYIAPCTBEHHOTO MMEHCHOHHOTO CTPAaXOBAHU,

2.4 BOGHHBIN OUJIET;

2.5 CBUACTENBCTBO O 3aKJIFOYCHUU Opaka;

2.6 1oKyMeHT 00 oOpa3oBaHWHU, KBATU(DHUKALIMK, HATMYUH CIICIIUATbLHBIX 3HAHUH

3. B kakoil cpok paboToaaresb I0JKEH OOBSIBUTH PAOOTHHUKY MOJI POCIHUCH
IIpUKa3 O IpUEME ero Ha paboTy?

3.1 B TeueHue HEeACIH CO JHS MprUeMa Ha padoTy;

3.2 B TpEXHEBHBIN CPOK €O JAHS (PAaKTUYECKOr0 Havana padoThl;

3.3 B IATUAHEBHBIN CPOK CO AHS MOANMCAHUS TPYAOBOTO JOTOBOPA;

3.4 HEenocpeACTBEHHO MOCIe MOANUCAHUS TPYJOBOTO TOTOBOPA;

3.5 B AeHb npuemMa Ha paboTy;

3.6 B 1100011 pa3yMHBII CPOK

4. lopyuenue pabOTHUKY pabOThl HA IPYTOM MEXaHW3ME WA arperare, eciid 3T
HE BJEYET 3a cOOO0W M3MEHEHHS ONPEACNICHHBIX CTOPOHAMHU YCIOBUU TPYIOBOTO
JIOTOBOPA, HAa3bIBACTCS:

4.1 comernienue npodeccuil (I0HKHOCTEN);

4.2 COBMECTUTEIILCTBO;

4.3 cBepxypouHas padoTa;

4.4 BpeMeHHBIN TIepeBO/] Ha APYTYIO padboTy;

4.5 obs13aTenbHbIe pabOTHI;

4.6 nepemMenieHue

5. PaOoTHHK NpeabsBUI MEQUIIMHCKOE 3aKJIIOYEHHE, B COOTBETCTBUU C KOTOPBIM
OH HYKJAE€TCs BO BPEMEHHOM IIEPEBOAE HA APYIYIO pabOTy HA JABYXMECSIYHBIN
cpok. OT nmepeBojia COTPYAHUK OTKazaucs. JleficTBust paboToaarens:

5.1 HamOXXUTH HA PAaOOTHUKA TUCIMIUTMHAPHOE B3BICKAHUE;

5.2 oTcTpaHUTh PaOOTHUKA OT pabOTHl HA BECh CPOK, YKa3aHHBIA B MEIUIIMHCKOM
3aKJIIOUYEHNH;
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5.3 pacTopruyTh ¢ paOOTHUKOM TPYAOBOM JTIOTOBOD;

5.4 qummTh pabOTHHUKA MPEMHUAIBHBIX BBITLIAT;

5.5 oTcTpaHuTh pabOTHUKA OT PAOOTHI HA YETHIPE MECHIIA;
5.6 He peANpUHUMATh HUKAKUX JICHUCTBUI

6. Bmmser num pabora HA YCIOBHUSAX HEIOJHOIO pPabodyero BpEMCHH Ha
IPOAOJDKUTEILHOCTh €KETOJHOIO0 OCHOBHOI'O OILIAYMBAEMOI0 OTITYCKA?

6.1 ma, BimseT;

6.2 - HEeT, HE BIIUSET;

6.3 1a, KOJIMYECTBO JIHEH OTIYCKAa PACCUUTHIBAETCS IPOMNOPLHMOHAIBHO
0TpabOTaHHOMY BPEMECHH;

6.4 HeT, TaKOM PeKKUM pabOThI BIMAET TOJIBKO HAa UCYUCICHUE TPYI0BOTO CTaXa;
6.5 nma, Ipu TakoM peXUME PadOThI OTITYCK JOJKEH OBITh HAMOJIOBUHY KOpOYE
OOBIYHOTO;

6.6 BIMSET TOJBKO €CIM PEKHUM HEIMOJHOro pabouyero BPEMEHH YCTAHOBJICH IIO
COTJIAIIIEHHUIO CTOPOH.

7. PaOOTHUK, BOCHUTBHIBAIOIIMN TPEXJETHEro0 peOeHKa 0e3 CYNpyru, OTKazajycs
paboTtatk B HOUHOE BpeM4. JleiicTBus paboToaaress:

7.1 00BABUTH pAOOTHHUKY BBITOBOP;

7.2 pacTOprHYTh C PAOOTHUKOM TPYIOBOM JIOTOBOP;

7.3 oTcTpaHUTh paOOTHUKA OT pabOTHI;

7.4 He npuBIIEKaTh paOOTHUKA K padOTE B HOYHOE BpEMSI;

7.5 mnpuBieyb paOOTHUKA TPH HEOOXOAUMOCTH K paboTe B HOYHOE BpeMms,
IIOCKOJIBKY €r0 OTKa3 HE UMEET IOPUANYECKON CHJIBI,

7.6 mUIIUTH pabOTHUKA MPEMUATILHBIX BBITIIAT

8. Pexum paGoThl, 0OpW KOTOPOM Hayajao, OKOHYAHWE WU  00Ias
IPOAOKUTEIBHOCTh paboyvyero JHg ONpe/enseTcss MO COIJIAIIEHHUI0 CTOPOH,
Ha3bIBACTCS:

8.1 cMeHHas pabora;

8.2 HEHOPMUPOBAaHHBINA PabOUMil 1€HbD;

8.3 rubkoe pabouee Bpems;

8.4 cBepxypouHas paboTa;

8.5 HenoaHoe pabouee Bpemsi;

8.6 cokpaleHHOe pabouee BpeMs

9. PaboTomarenb ycTaHOBWI IS PaOOTHHUKOB IEPEPBIB IS OTIAbIXa M IHATAHHS
IPOAOJDKUTEALHOCTRIO 35 MuHYT. HapyIiua au oH 3aKoH?

9.1 ma, mepepbIB TOJKEH OBITH HE MEHEE Yaca,;

9.2 na, mepepbIB TOJKEH OBITH HE MEHEEe JIBYX YacCOB,;

9.3 nma, mepepbIB JOJKEH OBITH HE MeHee 40 MUHYT;

9.4 wner, mnockoiabky TpyaoBOH KOIAEKC HE YCTAHABIMBAET MHWHUMAaIbHOU
MIPOIOJIKUTETLHOCTH TIEPEPHIBA;
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9.5 HeT, ecnu B OpraHU3alllK €CTh CBOSI CTOJIOBAS;
9.6 HeT, MOCKOIbKY MUHUMAJIbHAS TIPOJOJIKUTEIBHOCTD MepepbiBa cocTaBisieT 30
MUHYT

10. PaGoTHHK, mpopaOOTaBIIMI B OpPraHM3alMH _ BCErO0 MECSIl, HPOCHUT
MIPEAOCTABUTh €My €XKETOAHBIM  OMJIAYMBACMBIA  OTOYCK, MOTHBHPYS 3TO
HEOOXOAMMOCTBIO TOMOYb JKEHE, KOTOpast HAXOAUTCS B OTHYCKE IO OEPEMEHHOCTH
U poJaM, C HOBOPOXKJICHHEIM PEOCHKOM. BBIOIHATE JIH

IPOCKOY COTPYAHHKA?

10.1 Het, OTIyCK 3a MEPBBIA TOJ PadOTH MIPEIOCTABISACTCS M0 UCTCYCHUH IIECTH
MECSIIIEB

HEeTPephIBHON pabOTHI B OPraHU3aIINH;

10.2 HeT, 3TO HEe MOBOJ MPEIOCTABIATH OTIYCK HE I10 TpaduKy;

10.3 na, 1o 3aKOHY OH UMEET Ha ATO MPaBo;

10.4 HeT, HY»KHO TIPEAOCTABUTh HE OTITYCK, a OTTYJIbI;

10.5 HeT, OH UMEET MPABO TOJBKO Ha HEOIJIAYMBAEMbIN OTIYCK;

10.6 nma, HO TPOJOKUTEILHOCTH  OTIyCKa  OyJEeT  PacCUUTHIBATHCS
MPONOPLHHUOHAIBHO OTPaOOTaHHOMY BpEMEHU

11. «OTIyCKHBIE» NOJKHEI BBIILJIAYUBATHCS:

11.1 He mo3aHee, 4eM 3a TPU JHS JO Hadalla OTITyCKa;

11.2 He mo3aHee, YeM 3a HEJIEIIIO 10 Havaja OTIYyCKa;

11.3 B mocnenHuii JeHb pabOTHI IEPE OTITYCKOM;

11.4 mocne oTmycka;

11.5 B Gmkaifivii iepe1 OTIYCKOM JIEHb BBITIIATHI 3apILIATHI;

11.6 - B mo0oe BpeMs [0 Hayajga OTIyCKa IO COTJANICHUI0 pa0OTHHUKA U
paboToarens

12. Bo BpeMsi 00€ICHHOTO IIepephiBa PAOOTHUK MOJYYHMJ YVIAp BICKTPUUYECKUM
TOKOM, MOBJIEKIINH BPEMEHHYIO yTpaTry TpyaocrmocoOHocTH. I1ouIeskuT I 5TOT
WHIIMJICHT PacCJICIOBAHMIO KaK HECUACTHRIN ClIydyai Ha IMMPOU3BOJICTBE?

12.1 nma, noaneXuT, €clid MPOU30IIe]l Ha TEPPUTOPUU pabOTONATENs UM B UHOM
MECTE BBIMIOJIHEHUS PaOOTHI;

12.2 na, moajeuT, HO TOJBKO B Clydae €cii paOOTHUK B 3TO BpeMsl HAXOJMUJICS
Ha TEPPUTOPUM OpPTaHU3AINU - pabOTOAATENS;

12.3 He MOIJIeKHUT, TaK Kak OOEJCHHBIM TEPEephIB HE BKIIOYAETCS B pabouee
BpeMSI;

12.4 He MOANEXKUT, TMOCKOJbKY TaKWE TNOBPEKACHUS HE BXOIAT B CIHUCOK
HECUYACTHBIX CITy4YacB

Ha MPOU3BOJICTBE;

12.5 moayexuT, HO HE B 00S3aTEILHOM ITOPSIIKE;

12.6 He MOJIEKUT, TOCKOJILKY HE MOBJICK TSKKUX MOCIEICTBUI
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13. IIpog0JKUTEIBHOCTE paboyero BpeMEeH! NPy pab0Te 110 COBMECTUTENILCTBY HE
JIOJDKHA IPEBHINIATD:

13.1 4 yacoB BaeHb 1 20 4acoB B HEEIIIO;

13.2 5 yacoB B J¢HB;

13.3 4 yacoB B JcHB;

13.4 120 gacos B roj;

13.5 Tpex aHel B HEAEIO;

13.6 nByX nHEN B HEOENIO

14. JlomkeH au paboTojarens - (M3MYECKOE JIMIIO PETrUCTPUPOBATL TPYIAOBOM
JIOTOBOP ¢ paOOTHHUKOM B OpraHe MECTHOI'O CaMOYIIPaBJICHHUS?

14.1 nomxkeH B 1r000M ciydae;

14.2 He NoJDKEH;

143  nomKeH, TOJBKO €CIM OH HE  SBIIICTCS  WHIWBHIyaJIbHBIM
IPEANPUHAMATEIICM;

14.4 nomxeH, TOJIBKO €CIIM OH SBJISCTCS WHIUBUIYAIBHBIM IIPEANPUHAMATEIICM;
14.5 no >xenanuto paboromarens;

14.6 TosbKO MO POCKOE OpraHa MECTHOTO CAMOYIIPaBICHUS

15. OO6sizan nu paboTojaresib MYCTUTh B OPraHU3AIUI0 TOCYAAPCTBEHHOIO
WHCIIEKTOpa TPyJa, €CIM OH MPUIIEN ¢ MPOBEPKON MOC]Ie OKOHYAHHUS padoyero
AHA?

15.1 o00s3aH, ecauM WHCHEKTOP TPEIBIBUT YIAOCTOBEPEHHE YCTAHOBJICHHOTO
obpasa;

15.2 00s13aH B 11000M ciydae;

15.3 He 00s3aH, TaK Kak MPOBEPKU JOJKHBI IPOBOJAUTHCS B pabouee BpeMms;

15.4 o0s3aH, ecnu WHCHEKTOP TMPEABSIBUT TIMOCTAHOBJICHHUE O TMPOBEJICHUU
TIPOBEPKH;

15.5 no xenanuto paboromarens;

15.6 00s13aH, eciii HHCTIEKTOP MPEIBIBUT MACTIOPT

16. PaGoTonmarenb Mo pe3yJbTaraMm aTTeCTallMM PEIIWSl PaCTOPTHYTh TPYAOBOM
JIOTOBOP C PaOOTHUKOM IO MOTHUBY HECOOTBETCTBUS €r0 3aHMMAEMOU JOJHKHOCTHU
BCJICJICTBUE HEOCTATOYHON KBaTM(dUKaIy. JIODKEH JM OH MPU 3TOM YYHUTHIBAThH
MHEHHE TPOdCOI3HOT0 opraHa?

16.1 nomkeH B 1000M ciydae;

16.2 nomxeH, eciii yBOJbHIEMbBINA PaOOTHUK SIBJISETCS WICHOM MPo(dCcor03a;

16.3 He moJDKeH;

16.4 nomxeH, ecliv yBOJIbHSIEMbIN PAOOTHUK HE COTJIACEH C YBOJIBHCHHUEM;

16.5 mo >xenanuto paboToAATENS;

16.6 nomkeH, ecliv YBOJbHEHHUE MO0 3TOMY OCHOBAHUIO SIBJIIETCSI MACCOBBIM

17. VYBoabHEHHE Da6OTHI/IKOB 10 HMHUIINATHUBC Da6OTOJIaT€J'I$I B CBA3UM C HX
Y4aCTUEM B KOJJICKTHBHOM TPYAOBOM CIIOPE HUJIN B 3a0aCTOBKE Ha3bIBACTCS:
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17.1 nuddamarusi;

17.2 xappacMeHT;

17.3 HOKayT;

17.4 nokayr;

17.5 nuckBanudukarms;

17.6 B poccHIICKOM TPYAOBOM IIPaBe y 3TOTO SBJICHUS HET HA3BaHUS

18. IIporynom cuuraercs:

18.1 orcyTcTBUE pabOTHUKA HAa paboYeM MECTE B TCUCHHE ITSITH YaCOB TIOIPST

18.2 orcyrctBue paboTHuMKa Ha pabodeM MecTe 0€3 YBOKHUTEIbHBIX NMPUYUH B
TEYEHHE BCETO PabOuero JHs WU CMCHBI;

18.3 orcyrcTBHEe paboTHHMKa Ha pabodyeM MecTe 0e3 YBaKHUTEIbHBIX MPUYMH B
TEYEHHUE TOJIOBUHBI pab0UEro JHS UIH CMEHBI;

18.4 orcyTcTBUE pabOTHUKA HAa paboyeM MEeCTe B TEUCHHUE JIBYX YaCOB MOAPSI;
18.5 orcyrcTBHe pabOTHHKA HA paboueM MecTe 0€3 YBaKUTEIbHBIX MPUYUH OoJiee
YEeThIPEX YaCOB MOJIPS]] B TEUCHHE PaOOUEro JHS UM CMEHBI;

18.6 orcyrcTBHE pabOTHHKA HA paboueM MecTe 0€3 YBaKUTEIbHBIX MPUYUH 0oJiee
IIIECTH YaCOB MOAPS/ B TEUCHUE pabOYero THS WU CMEHBI.

19. BBl Iu1aHUpYETE YBOJHUTH B CBSI3M C COKpallleHWEM INTaTa pa0OTHHKA, HE
nocturmero 18 jer. Kakme opranel (Jimma) o0s13aTelIbHO JOKHBI JIaTh HA 3TO
corjacue?

19.1 poaurtenu paboTHUKA,

19.2 T'ocTpyAMHCTICKITHUS;

19.3 nmpoxypop;

19.4 Komuccus 1o AeraM HECOBEPIIICHHOICTHUX | 3alIUTe UX IIPaB;

19.5 cnyx0a 3aHsTOCTH;

19.6 BoeHKOMAT.

20. OhopMIISITh pacTOPKEHKUE TPYAOBOTO JOTOBOPA B MEPUO BPEMEHHOU

HETPYAOCTIOCOOHOCTH PaOOTHHUKA pa3peliaeTces Mpyu YBOJIbLHECHHU:

20.13a mporyu;

20.2 B CBsI3U C HECOOTBETCTBUEM PAOOTHUKA 3aHUMAEMOU JTOJIKHOCTH;

20.3 mo nHUIIMaTUBE PAOOTHUKA;

20.4 1o cornaieHuo CTOPOH TPYAOBOTO JIOTOBOPA;

20.5 1m0 cokpaleHuro mrara;

20.6B cBs3M C HEOJAHOKPATHBIM HEUCIIOJHCHHEM pPAaOOTHUKOM TPYAOBBIX
00s13aHHOCTEH.

Ilpumepol 6onpocoeé K IK3ameHy 0711 RPOMEHCYMOUYHO20 KOHMPOJIA

1. ITonsiTHE KaIPOBOrO AEIONPOU3BOICTBA.

2. CoBpemMeHHasi perjiaMeHTalusi JOKYMEHTHPOBAaHUS TPYAOBBIX OTHOILIEHUN B
3aKOHOJATEIbHBIX U HOPMATUBHBIX AKTaX.
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3. Permamenranmst odopmiieHus  KaapoBbix  JokymMeHTOB B ['OCTax,
YHU(GULIHUPOBAHHBIX CHUCTEMaxX JOKYMEHTalMil, Kiaccupukatopax TEXHUKO-
PKOHOMMYECKOU U coruanbHoi uadopmanuu, 'CHOY.

4. CoBpeMeHHasl perjiaMeHTalus CO3[aHusl KaJpOBBIX JOKYMEHTOB Ha YpPOBHE
MUHHUCTEPCTB U BEJOMCTB.

5. MHCTPYKTMBHO-METOIMYECKME MaTEpHUalbl MPEANPUATUN W OPraHU3ALMMN 110
CO3/IaHUIO U OPOPMIICHHUIO KaJIPOBBIX TOKYMEHTOB.

6. CTpyKTypa OpraHM3allMOHHO-TIPABOBBIX JOKYMEHTOB.

7. TpeGoBaHusl K COCTaBICHUIO OPTraHU3AIMOHHBIX JOKYMEHTOB, MpOLEAypa UX
COrJIaCOBaHUSl M YTBEPXKACHHMS, IMOPSJAOK BHECEHHMS B HUX M3MEHEHUH U
JTOTIOJTHEHUH.

8. HazHaueHue mI1aHOBBIX JOKYMEHTOB, UX BHJIbI, CTPYKTYpA.

9. TpeboBaHMs K COCTABJIEHHIO IUIAHOBBIX JOKYMEHTOB, IMpolLEeaypa HX
COTJIACOBAHUSI W YTBEPXKACHUSA, IMOPSAOK BHECEHUS B HUX HU3MEHEHUU U
JIOITOJTHEHUM.

10. HazHaueHue TOrOBOPHBIX TOKYMEHTOB, UX BUJIbI, CTPYKTYpa.

11. TpeboBaHus K COCTaBIEHUIO JOTOBOPHBIX TOKYMEHTOB, IPOIIEAypa

12. ux cornacoBaHus W YTBEPKICHHUS, MOPSIAOK BHECEHUS B HUX U3MEHCHUHU U
JOTIOJTHEHU M.

13. Paznuuus Mexay MHAMBUAYAIbHBIM TPYIOBBIM JIOTOBOPOM U TI'PaKIaHCKO-
MIPaBOBBIM JIOTOBOPOM.

14. PacniopsimuTtenbHas KaApoBas JOKYMEHTALMsI, BUbl U MPAaBUJIA COCTABJICHUS U
odopMIICHHUS.

15. CnipaBouyHO-MH(pOpMAITMOHHAS TOKYMEHTAIIHS, BUIbI, IPABUJIA COCTABIICHUS.
16. YueTHas kaapoBasi JOKyMEHTAlLUs, BUJIbI, TPeOOBaHUS K O()OPMIICHUIO.

17. OryeTHas KampoBasi JOKyMEHTAIlUsl, BUIbI, TPEOOBaHUS K COCTABJICHHUIO U
0(OPMIICHHIO.

18. VYHuduuupoBanubie @QOpMbI JOKYMEHTOB IO YYE€Ty M HCIIOJIb30BAHUIO
pabouero BpeMeHU. MeTo/ibl y4eTa NCIOJIb30BAHHOTO paboyero BpeMEHH!.

19. YcnoBHbie 0003HaYEHUS BUJIOB 3aTpaT pabovyero BpeMeHH.

20. JloxyMeHThI, MOATBEPKIAIOIINE OTCYyTCTBUE Ha paboyeM MecTe MO
YBAXUTEIbHOU MTPUYHHE.

21. Tlopsaok oQopMieHUsT JTOKYMEHTOB, YyIOCTOBEPSIOUIMX BPEMEHHYIO
HETPYJI0CIOCOOHOCTb.

22. KagpoBblif TOKYMEHTOOOOPOT.

23. HomMeHkatypa Jaen KaapoBOTO MOIpa3AeIeHuUs.

24. OYHKIUU KaJIpOBOM CITY>KOBI.

25. MoTuBanus 1 ajanTtaius nepcoHania.

26. OnepaTUBHOE XpaHEHHUE TOKYMEHTOB KaJIpOBOM CITy>KOBI.

27. llopsinok (popMupOBaHUS JIMYHBIX JE.

28. IIpaBuna 3anoaHEHUs U XPaHEHUS TPYJOBBIX KHUKEK.

29. ITakeT TOKYMEHTOB HpPH MPOBEICHUU aTTECTALIUH.

30. Ilopsmox odopmiieHHs JOKYMEHTOB Ha HarpakJeHUE TOCYJIapCTBEHHBIMHU
HarpaJiaMu.
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7.2. MeTtoanueckue MaTepHaJIbl, ONpelesiiOlIie MNPOoUeAYPY OLEHHBAHHS
3HAHWH, YMEHHUI, HABBIKOB M (WJIH) ONBITA AEATEJbHOCTH, XaPAKTEPHU3YOIIUX
Tanbl GOPMUPOBAHMSA KOMIIETCHIIMH.

Kpumepuu ouenku pegpepamos/00knaoos

I[Ipy  omeHke  KayecTBa  NPEACTABIECHHOM  CTYAEHTOM  paOOThI
(pedepara/mokitana) MPUHUMACTCS BO BHUMAHHUE CIICAYIOMIEe:

1. ConepxaTenbHOE HAIMOJTHEHUE MPEJICTABICHHON PabOThl (yUYUTHIBAETCA,
HACKOJIbKO COJIEpKaHUE COOTBETCTBYET TEME).

2. IlomHota packpeiTusi TeMbl paOOThl (YYUTHIBAETCS KOJUYECTBO
OMMUCaHHBIX ()aKTOB, MOHATUHN U T. I1.).

3. Jlormka wu3noxkeHuss Marepuana (YYUTHIBAE€TCS YMEHHE CTYJICHTa
JIOTUYECKU BEPHO CTPOUTH TUJIaH pabOThI).

4. Konn4ecTBO U KaueCTBO UCIOJIb30BAHHBIX UCTOYHUKOB JINTEPATYPHI.

5. OpuruHajgbHOCTH pabOTHl (OCYIIECTBIAETCS MPOBEPKA HA HAIWYUE
3aMMCTBOBaHUM).

6. 3amuTa CTyICHTOM MPEICTaBICHHON PabOTHI.

Kpumepuu ouenku mecmog:

[To gucuuIIMHEe TECThl MOTYT MCHOJIB30BATHCS I TEKYIIETO KOHTPOJIS MO
kaxaon teme. Kputepum onenku mno 100-OamnpHOM MIKane: KaXAblid BapuaHT
cogepkuT mno 20 TecToB. 3a KaXIbld NPABWIbHO BBINOJHEHHBIA TECT
BBICTaBIsIeTCS 5 0aJIoB.

OOmmii pe3ynbTaT BHIBOJUTCS KaK MHTETpasibHAsl OIEHKA, CKIIAJbIBAIOIIAs
U3 TeKyIero KoHTpois - 50% u npomMexxyToqHoro Koutpos - 50%.

Tekymmi KOHTPOJIb MO JUCHUILUIMHE BKIIFOYAET:

- mocenieHue 3auatuii — 10 6ayIoB (Ha KaXKJI0M 3aHSITHH )

- y4acTHe Ha MPAKTHYECKUX 3aHATHSAX - 70 0aioB (Ha KaXKIOM 3aHSTHH)
- BBITIOJTHEHUE CAaMOCTOSITEILHOM paboThI - 20 6aios.
[IpoMexyTOUHBIN KOHTPOJIb IO TUCIUILIMHE BKIIOYAECT:

- YCTHBIN onpoc - 70 0asnos,

- pellieHHEe CUTYaIIMOHHBIX 3aaHuil - 30 GasioB.

8. YueOHO-MeTOAMUYECKOE 00€ecTIeueHH e TUCITUTIINHBI

a) OCHOBHAs JIUTEpATYypa:

1. Kysnenoa W.B., Xawatpsu I'.A. [lokyMeHTanmoHHOe oOecreyeHue
yIOpaBJICHHS TEPCOHAIOM: Y4. mocoOue aisi O6akanaBpoB. — M.: «/lamkoB u K»,
2014. - 220 c.

2. Kysnenos W.H. JlemompousBonctBo. JlokymeHTanmoHHoe oOecreueHne
ynpasneHus: CrnpaBoyHoe nocodue ans By3oB — PoctoB H//l.: @enukc, 2014, —
396 c.

3. HoukoBa M.M. JlokymeHTanimoHHoe oOecrieueHue ymnpasieHus. — M.: Ocb-
89, 2009. — 144 c.
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0) JOMOHUTENBHAS JIUTEPaATypa:

1. AkcenoB IO.M. Kypc nenompousBojctBa. J[OKyMEHTAalIMOHHOE OOECIEYECHHE
ynpasienus. — M.,2013.

2. bacakoB M.U. Jlemompou3BojctBo. JlokyMeHTalmoHHOE oOecredeHue
ynpasneHus Ha ocHoBe [[OCT P 6. 30-2003: Yu.nmocobue. — M.,2012.

3. Kupcanosa M.B. CoBpemenHoe nenonpou3BocTBo. — M.,2013.

4. JlopueBa M.B., I'ankuna E.H., I'ypoBa E.B. /lemonpou3BojacTBO B KaJapOBOH
cinyxb6e: ydeOHO-mpakTHUeckoe mocodome/ mom pen. A.Sl. KubGanmoBa. — M.:
[Tpocnexkt, 2014. — 80 c.

5. Ilanacenko IO.A. J[lemonmpou3BoactBo. JIOKyMEHTAlIMOHHOE OOecreyYeHue
yhnpasienus: Yd. nocodue. — 3-e uza. — M.: PUOP: UHOPA-M, 2013. — 112 c.

6. [Tmenko A.B. JlokymMeHTallMOHHOE 0OeCTieUeHnEe YIPaBICHUS: IPAKTUKYM: Y.
nocoOue Jisi CTYJICHTOB YUPEXKJICHUU cpel. pod. oOpa3oBaHus. — 9-€ U3l.,CTep. —
M.: Akanemus, 2014. — 160 c.

9. IlepedyeHnb pecypcoB HHPOPMANHOHHO-TEJEKOMMYHUKANMOHHON CeTH

«/HTEpHET», HEOOXOAUMBIX JIJISI 0CBOEHMS TUCIUILINHBI
1. eLIBRARY.RU [2nekTpoHHBbIi pecypc]: anekTpoHHas 6ubiuorteka / Hayu.

aJIeKTpoH. ©O-ka. — MockBa. — URL: http://elibrary.ru/defaultx.asp (nara

obOpamenus: 15.06.2021)

2. Dnextponnsnii katanor Hb JII'Y [DnextponHsli pecypc]: 6aza maHHBIX
COJIEPKUT CBeJeHUsT 000 Bcex Buaax Jur, noctrynaroumx B doug HbB
JAT'Y/Jlarectanckuii roc. yH-T. — Maxaukana, 2018. — URL.: http://elib.dgu.ru (marta
obpamenus: 15.06.2021)

3. YHuBepcuterckas OubOnMoTexka ounaiiH [OnexktpoHHbId pecypc]. — URL:
http://biblioclub.ru/ (nara oopamenus: 15.06.2021)

4. Moodle [DnekTpoHHBIN pecypc]: cucTeMa BUPTyalbHOro oOydeHus: [0asza
naHHbeix | / Jlar. roc. yH-T. — . Maxaukana. — Jloctyn u3 cetu JAI'Y wmm, mocne
pEerucTpalvy U3 CeTU YH-Ta, U3 000N TOYKH, UMEIOIIECH JOCTYN B MHTEPHET. —
URL: http://moodle.dgu.ru/ (nata oopamenus: 15.06.2021)

5. CnpaBouHo-nipaBoBass  cucteMa «Koncynbrantllntoc»  [DIeKTpOHHBIM
pecypc]. — URL: http://www.consultant.ru/ (nara o6pamenus: 15.06.2021)

6. Caiir xadenpsl «IKOHOMHMKA Tpylda M yIopaBieHue mnepcoHaiom» JII'Y
[Onextponnbiii  pecypc]. — URL: http://cathedra.dgu.ru/?id=1348 (nara
oOpamenus: 15.06.2021)

7. Tlopran «ApxuBbl Poccum» [DneKkTpoHHBIH pecypc]. DIeKTpoH. naH. — M.:
Pocapxus, 2001. — Pexxum noctyna: http://www.rusarchives.ru. — 17.01.2011,;

8. Bcepoccuiickuii Hay4HO-UCCIEAOBATEIbCKUN UHCTUTYT JTOKYMEHTOBEICHUS U
apxusHoro nena (BHUNIA) [DnekTpoHHbIN pecypc]. DNeKTpoH. AaH. — M.:
BHUNIA/, 2010. — Pexxum goctyna: http://www.vniidad.ru. — 20.01.2011;

9. Undopmanmonno-npaBoBori moptasn «['apant» [DaeKTpoHHBIH pecypc]:
3aKoHOJATEILCTBO  (KOJEKCHI, 3aKOHBI, YyKa3bl, TMOCTaHOBJeHUs) PO,
aHaJUTUKa, KOMMeHTapuu. DieKkTpoH. AaH. — M.: HIIIT «CTAPAHT-CEPBUC-
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http://elib.dgu.ru/
http://cathedra.dgu.ru/?id=1348

YHUBEPCUTET», 2010. — Pexum poctyma: http://www.garant.ru/. -
20.01.2011.

10. MeToanyeckue yKazaHusi 1Jsi 00y4aOIIMXCS M0 OCBOCHHUIO THCIMIIMHBI.

OntumanbHBIM MMyTEM OCBOEHUS AUCHUILIIMHBI SIBJSIETCS MOCEHIEHUE BCEX
JIEKIIUN U TMPAKTUYECKUX 3aHATUN U BBIMOJHEHUE MPEIaracMbIX 3aJaHUuil B BUJIE
JIOKJIaJI0OB, TECTOB U YCTHBIX BOIPOCOB.

Ha nexnmsx pexoMeHIyeTcsl NesaTebHOCTh CTyJeHTa B (popMe aKTHBHOTO
CIIyLIaHUs, T.€. MPEANOoJaraeTcsa BO3MOXKXHOCTh 3aJ]aBaTh BOMPOCHI HA YTOUHEHUE
MOHUMAHUSI TEMbl U PEKOMEHIIYETCS KOHCHEKTHUPOBAHUE OCHOBHBIX IOJIOKEHUMN
nekiuu. Ha mpakTHYeCKHX 3aHATUAX AEATEIbHOCTh CTYJEHTA 3aKIII0YacTCA B
AKTUBHOM CJYIIAHWUM BBICTYIUICHUM JPYTUX CTYJIEHTOB, MPEIOCTAaBICHUN
COOCTBEHHBIX PE3yJbTATOB CAMOCTOSITEIbHONH pPabOThl, y4acTHH B OOCYKICHHUH
pedepaToB, BHIMOIHEHUN KOHTPOIbHBIX 33JJaHUN U T.I1.

[Ip1 MOArOTOBKE K MPAKTUYECKOMY 3aHATHIO CTYIAEHTHI JOJDKHBI, TIPEXKIE
BCETO, H3YyYWTh KOHCHEKT JIEKIWA IO 3aJaHHOM TeMe, O3HAKOMHUTHCS C
COOTBETCTBYIOIIUM Pa3JeioM B Yy4eOHUKE (3aKOHOJATEIBHOM JIOKYMEHTE),
PEKOMEHJOBAaHHOM B KAadyeCTBE OCHOBHOM nutTeparypsl. [Ipu xemaHuum CTyIeHT
MOXET 03HAKOMUTHLCS U C JOMOJHUTEIIBHOU JTUTEPaTypOH, UCIOJIb30BATh PECYPCHI
MH()OPMAIIMOHHO-TEJIEKOMMYHUKAaIMOHHON  cetn  «MHTepHeT». Heobxoaumo
oOpaTuTh BHUMAaHHE Ha TMEPUOAUKY, YTOOBI HCIOJIL30BaTh 0O0JIEE «CBEKUIN»
MaTepHall.

dopma paboThl ¢ IUTEPATYPOH NOTKHA OBITH Pa3HOOOPA3HOU - HAUMHAS OT
KOMMEHTUPOBAHHOIO UTEHHUS M KOHYAsl BBINIOJIHEHUEM pa3JIMYHbIX 33JlaHU Ha
OCHOBE MTPOYUTAHHON JUTEpaTyphl. HammpuMep, cocTaBiieHHE M1aHa TPOUYUTAHHOTO
MaTepuaia; TMoAOOp BBIMUCOK W3 JUTEpaTyphl MO 3aJaHHBIM BOIPOCAM;
KOHCHEKTUPOBAHUE TEKCTA.

JIist u3yueHus Kypca CTyAeHTaM HEOOXOJUMO MCIIOJIb30BaTh JIEKIIMOHHBIH
MaTepuayi, y4eOHUKH U ydeOHble TOCOOHMS W3 CHHUCKa JUTEPaTyphl, CTaTbU W3
MEePUOIMYECKUX HW3JaHHM, pecypchl HHPOPMAIMOHHO-TEIEKOMMYHUKAITMOHHON
cetu «MHTEpHET»

11. IlepeyeHr HMHPOPMAUMOHHBIX TEXHOJIOTHH, HMCHOJb3yEeMBbIX IpH
OCYLLIECTBJICHHMH 00pa30BaTeIbLHOI0 Mpouecca I0 AUCHUILUIHHE, BKINOYasf
nepevYeHb MPOrPaMMHOr0 obecnevyeHUusi 1 MH(POPMALMOHHBIX CHPABOYHBIX
CHCTEM.

[Tpu moAroTOBKE K MPAKTUYECKUM 3aHIATHUSIM, a TaK)Ke MPU HallMCAaHUHU pedepaToB
MOTYT MCIOJIb30BaThCsl MOMCKOBBIE calThl cetu «MHTepHEeT», HMHPOPMAIIMOHHO-
cunpaBoyHasg cuctema «KoHcynbrantt», a Takke HHTepHET-pecypchl,
NEpeYnciIeHHble B paszaene 9 pganHod mnporpamMmbl. Kpome Toro, Moryt
UCIIOJIb30BaThCSl y4eOHbIE KYypChl, pa3melleHHble Ha miatdpopme Moodle JI'Y.
Jlns npoBeleHUs WHIWBHAYAIbHBIX KOHCYJIBTAIMM MOKET HCIIOJIb30BaTHCA
JIEKTPOHHAs [10YTa.
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12. Omnmcanue MaTepUAJbHO-TEXHUYECKOH 0a3bl, HeOOXOAUMOM ISt
OCyLeCTBJIEHHSI 00Pa30BaTEJILHOI0 MPoLecca Mo AUCIUIIHHE.

JlextmonHsi 3a1 Ha 30 dYenoBeK, CTaHAApTHas y4yeOHas ayJauTOpHS IS
rpynnsl Ha 20-25 dYen., MyJapTHMeEAHa IPOEKTOP, HOYTOYK, JOCTYNl K CETH
HNuTtepHer.
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