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1. HEJIM U BAJAYHU JUCHUTIJINHBI

1.1. ean TUCHUILIHHBI

Hensitmu  ocBoeHHsS y4eOHOM MUCHUIUTMHBI  «J[OKyMEHTAIlMOHHOE OOecreUueHIe
yIpaBiICHUS TEPCOHATIOM)» SIBJISETCS MPUOOpPETEHHE CTYIEHTAaMH TEOPETUYECKUX 3HAHUHM U
MPAKTUYECKUX HABBIKOB B 00JaCTH JOKYMEHTAI[MOHHOTO OOECIeUeHUs KaJpOBBIX CIIYXKO,
O3HAKOMJICHHE C JOKYMEHTaMH, MCIOJIb3yeMbIMH B YIPaBICHUM IEPCOHAJIOM OpraHU3alluH,
MOJTyYeHUE MPAKTHYECKUX HABBIKOB MO CO3JAHHIO M 00pa0b0TKE ITUX JOKYMEHTOB

1.2. 3agauy ocBOCHUSA TUCHHUILIHHEI

chopMUPOBaTh Yy CTYIEHTOB YETKOE IMPEACTABICHUE O HEOOXOAMMOCTH U POJIH
KaJpOBOT0 JOKYMEHTHUPOBAaHHUS B OpraHu3aluu paboThl GUPM U MPEANPUSTUI JTHOObIX (opMm
COOCTBEHHOCTH;

— 00ecreyuTh rIy00KOe YCBOCHHE CYIIHOCTH IIPOIECCOB ACTONPOU3BOACTBA IO TUUHOMY
COCTaBy;

— O3HAKOMHUTb CTYJEHTOB C OOUIMMHM TMpaBWJIAMU COCTABJICHUS U  BEACHUSA
YIIPaBICHYCCKON JOKYMEHTAITUH MPUMEHUTEILHO K KaJpOBOi paboTe;

— OBIAJECTh METOAMKOW pa3paboTKM BCeX BHUAOB KAaJpPOBBIX JIOKYMEHTOB U HX
PaBUIBHOTO 0()OPMIICHUS;

— OPHEHTHUPOBATHCSI B CUTYallUAX, TPEOYIOMIMX M3JaHHUS COOTBETCTBYIOIIMX KaJpOBBIX
JIOKYMEHTOB.

2. MECTO JUCIHHUIIJIMHBI B CTPYKTYPE OIIOII
JucuunnuHa «/{oKkyMeHTalnoHHOe 00ecTieueHIE yIpaBICHHs IEPCOHATIOM» OTHOCHUTCS K
JTUCLUIIIIMHAM BapyuaTUBHOM yacTu Oyioka b1.

3. IEPEYEHb [INTAHUPYEMBIX PE3YJIbTATOB OBYYEHMUS IO JUCHUIIJIMHE

IIponiecc u3yueHHs] IUCHMIUIMHBI «J{OKyMeHTallMOHHOE OOecleueHue YIpaBiIeHUs
MIEPCOHAIIOM» HAIPaBJIeH HAa (POPMUPOBAHUE CIETYIOMNX KOMIIETEHIINH!

[1K-17 - 3HaHMeM OCHOB pa3pabOTKH W BHEIPEHHUs MPO(PECCHOHANBHBIX, B TOM YHCIIE
KOPIIOPaTUBHBIX, CTAHAAPTOB B OO0JAacTH YIpPABJIEHUS IE€PCOHAIOM, YMEHHUEM COCTaBIIATH
OINKCAHMS U pacrpenenarTh GYHKIMU U (QYHKIMOHAIbHBIE 00S3aHHOCTH COTPYIHHUKOB, a TaKXkKe
(GYHKIIMM MOAPA3JEIEHUH pa3HOro YpOBHS (KapThl KOMIIETEHIIUH, JOKHOCTHBIE MHCTPYKIIMH,
MOJIOKEHUS O MOJIPA3/IETCHUSAX )

[1K-13 - ymMeHueM BeCTH KaJpOBOE AETONPOU3BOACTBO M OPraHWU30BBIBATH APXUBHOE
XPaHEHUE KaJIpOBbIX JOKYMEHTOB B COOTBETCTBUM C JEHCTBYIOIIMMH HOPMAaTHBHO-IIPABOBBIMU
aKTaMH, 3HaHHEM OCHOB KaJIpOBOM CTAaTHUCTHKH, BJIaJI€HUEM HaBBIKAMU COCTABIIEHUS KaJpOBOMU
OTUETHOCTH, a TAaK)KE€ HABBIKAMU O3HAaKOMJIEHUS COTPYJHUKOB OpraHM3alUu C KaJpOBOU
JOKYMEHTaluel U AeMCTBYIOUIMMH JIOKaJbHBIMA HOPMATHBHBIMU aKTaMH, YMEHHE 00€CIeUHTh
3alUTy NEPCOHAIBHBIX TaHHBIX COTPYJHUKOB

[IK-12 - 3Ha#WeM OCHOB pPa3pabOTKH W BHEIPCHUS KaJPOBOW M YIPABICHYCCKOM
JOKYMEHTAIUH, ONTHMM3ALUU JOKYMEHTOO0OpOTa M CXeM (PYHKIIMOHAJIBHBIX B3aMMOCBS3EH
MEXy NMOoApa3/IeIeHUsIMHA, OCHOB pa3pabO0TKH U BHEAPEHUS MPOLETYp PEryIUPOBaHUS TPYIOBBIX
OTHOLIEHUH U CONPOBOXKAAIOIIEN JOKYMEHTAIIUU

[K-11 - BIIQJICHUEM HaBbIKAMH pa3paboTKu OpraHU3alMOHHON "
(YHKUIMOHAIBHO-IUTATHOM  CTPYKTYpHl, pa3paOOTKH  JIOKAJbHBIX HOPMATHUBHBIX aKTOB,
KacaroluXcsl OpraHu3aluu Tpy/a (IpaBujia BHYTPEHHETO TPYAOBOIO paclopsKa, MojaoxkeHne 00
OTIIYCKaXx, ITOJIOKEHHE O KOMAaHINPOBKaX)

[1K-10 - 3nanmem TpymoBoro konekca Poccuiickoit denepanyy 1 WHBIX HOPMATHBHBIX
IIPAaBOBBIX AaKTOB, COJEpP’KAIlllMX HOPMBI TPYAOBOIO IIpaBa, 3HAHUEM IPOLEAYp IIpHEMA,
YBOJIbHEHUS, IEpeBOJla Ha JPYyryio padoTy M NEepeMelleHHs] MepcoHana B COOTBETCTBUU C
TpynoseiM konekcom Poccuiickoit ®enepanuu M BiaJeHHEM HaBBIKAMU  O(GOPMIICHHS
COINPOBOKAAIOIIEH JOKYMEHTAlUU

OK-4 - criocoOHOCTBIO MCIIOJIb30BaTh OCHOBBI MPABOBBIX 3HAHUN B Pa3lIUYHBIX chepax



ACATCIIbHOCTHU

PesynbTaThl 00y4eHHs1, XapaKTepu3yloIue

Komnerenuus
c¢(hopMHPOBAHHOCTH KOMIIETCHIIMH

[K-17 3HaTh
Ha0Op TOKYMEHTOB, ONUCBIBAIOLINX KOPIOPATUBHBIE CTAaHAAPTHI,
IIPUMEHSIEMbIE B 00JIaCTH YIIPaBJICHUSI IEPCOHATIOM;
pOJb CTAHAAPTOB B MOBBIMIEHUH 3(P(PEKTUBHOCTU YIIpaBICHUS
IIEPCOHAJIOM B OpraHU3alluH;
YmMmets
COCTaBIIATH  ONHUCAHWSI W pacupenensiTth  QYHKIUA |
(YHKIMOHATIbHBIE 00SI3aHHOCTH COTPYIHUKOB
BJIAJICTh
HABbIKAMHU HCIIOJIb30BAHUS KapT KOMIIETEHLMH, OJKHOCTHBIX
VWHCTPYKLUH, TIOJIOKEHUM O OAPA3ACICHUSIX

[1K-13 3HaTh
IIPUHLIMIIBI OPTaHU3aLNUN XPAHEHHS IOKYMEHTOB U IIOJrOTOBKU
nepelauy B apXUB; CPOKU XPaHEHMsI IOKYMEHTOB
YMerb
OpraHU30BBIBATH APXMBHOE XPaHEHHUE KaJIPOBbIX JOKYMEHTOB B
COOTBETCTBUU C JIEHCTBYIOIIMMHA HOPMaTUBHO-IIPaBOBBIMU
aKTaMu ¥ 00EeCTeunBaTh 3alUTY NEPCOHAIBHBIX JaHHBIX
COTPYHUKOB
Bnaners
HAaBBIKAMM COCTAaBJICHHsI KaJPOBOM OTYETHOCTH, O3HAKOMIICHUS
COTPYIHUKOB OpraHU3alUy C KaJIpOBOW JOKYMEHTAIIUEH U
JICHCTBYIOIIMMU JIOKAJIbHBIMY HOPMATHUBHBIMH aKTaMH

I1K-12 3HaTh OCHOBBI pa3pabOTKU U BEIEHUS KaJpOBOil 1
YIPABJIEHYECKON TOKYMEHTAIUH
VYMeTh COCTaBJIATh JOKYMEHTAIHIO 110 0(OPMIICHHIO OTITYCKOB,
KOMaHJAMPOBOK, YBOJIbHEHHIO paOOTHUKOB
Bmagets MeTomamu pacyera npoJ0JKUTEIbHOCTH €KEr0THOTO
OIJIAYMBAEMOI0 OTIYCKa U CTa)ka pabOThl, JAIOLIETO MPaBo Ha
€KETOAHBINA OIIAYMBAEMBIN OTITYCK

[TK-11 3HATh
JIOKaJIbHbIE HOPMATUBHBIE AKTOB, KACAIOLIUXCSI OPraHU3aluN
TpyJa
YMmerb
Vcnonb30BaTh OpraHU3allMOHHYIO M (PYHKIIMOHAIBHO-IITATHYIO
CTPYKTYPHI B CBOEH MPO(DHEeCCHOHATLHON eI TENHhHOCTH
BIIAJIETh
HAaBBIKAMM TOJNOTOBKHM JIOKYMEHTOB, KaCarOUIUXCsl OpraHU3aluN
Tpyna (OpaBwia  BHYTPEHHETO  TPYAOBOTO  pacIopsijiKa,
M0JIO’KEHHE 00 OTITyCKaX, MOJIOXKEHHE 0 KOMaHJUPOBKAX )

ITK-10 3HaTh

Tpynosoii kogexc Poccutickont denepanuy 1 UHbIE HOPMATUBHBIE
IIPaBOBBIE AKTHI, COAECPIKAIINE HOPMBI TPYJOBOT'O IIpaBa B YaCTH
npolielyp nprueMa, yBoJIbHEHUS, IEPeBOia Ha IPYryio paboTy U
IepeMENICHMs IIEpCOHana

VYMmern
0hOPMIIATH TOKYMEHTHI 110 IPUEMY, YBOJIBHEHHUIO B TIEPEBOTY




nepcoHana

BJIAJECTh

HaBBIKaMH 0(POPMIICHUS JOKYMEHTAIIUH, COPOBOXKIAFOIIICH
MPOLIeIYpHI TEPEMENICHUS TEPCOHAlIa

OK-4 3HaTh
HOPMAaTHBHBIC

JIOKYMEHTHI,
MPOLIECCH] YIIPABJIEHHUS IEPCOHAIIOM Ha NMPEANPUATHH,

VYMeTh

MCII0JIb30BaTh HOPMATUBHBIC MPABOBBIC JOKYMEHTHI B CBOCH
poecCHOHANIbHOM e TENbHOCTH

Bnaners

METOJIaMM IIOMCKA, AHAJIN3a U UCII0JIb30BAHUS HOPMATUBHBIX
MIPABOBBIX JOKYMEHTOB B NMPO(ECCHOHATLHOU e TeIbHOCTH,

4. OFBEM JIUCHHUIIVIMHBI

O61ua;1 TPYAOCMKOCTb AUCHUIIINHBI ((I[OKYMCHTaI_II/IOHHOC obOecrieueHue YIpaBJICHUA

NnepcoHaaomM» COCTABIIACT 53.e.

PacnpeﬂeneHI/Ie TPYAOCMKOCTH JUCHUIIIMHBI 10 BUAAM 3aHATUI

ouHasi popma o0yueHus

. Bceero | Cemectpsl

Buner yue6HOI paboThI 4ACOB 1
AyIUTOpHBIE 3aHATHSI (BCET0) 36 36
B ToM uucne:
Jlekuun 18 18
[Tpaktuyeckue 3anstus (I13) 18 18
CamocrosiTeibHas pa6oTa 108 108
Kypcosas padora + +
Yacel Ha KOHTPOJIb 36 36
Bubel npoMexXyTOYHOM aTTecTaluy - SK3aMEeH + +
OO61mas TpyA0eMKOCTb:
aKaJeMUYECKHE YaChI 180 180
3a4.e/1. 5 5

3a04yHasi popmMa 00yueHust
. Beero | Cemectpsl

Bugsl yaeOHOM paboTh 4ACOB 5
AyIUTOpHBIE 3aHATHSI (BCET0) 20 20
B Tom unce:
Jlexun 10 10
[Tpaktnyeckue 3anstus (I13) 10 10
CamocTtosiTesibHast pabora 151 151
Kypcosas pabdora + +
Yacel Ha KOHTPOJIb 9 9
Bupl MpoMeXyTOYHOM aTTECTAINH - SK3aMEH + +
OO01mas TpyA0eMKOCTb:
aKaJeMUYECKHE YaChl 180 180
3a4.el. 5 S)

5. COAEP)KAHME JUCIATITUHBI (MOY.JIST)

5.1 Conep:xanue pa3iesoB IMCUMILIMHBI U pacnpe/iesieHue TPYA0eMKOCTH 110 BUAAM

3aHATHH

perilaMeHTUpYIoIue




o4Has ¢opMa 00y4yeHHUs

n/n

HanmeHnoBanne TeMbl

Coneprxanue pasuena

Jlekix

[Ipak
3aH.

CPC

Bcero

4qac

Opranuzanus padoThl
KaJIPOBOH CITY>KOBI

CrpykTypa 1 PyHKITUH KaJIpOBOM
CITykObI. JIOoKyMEHTBI, HEOOXOIUMBIC
JUISL OpraHU3aluu KaJapoBOil paboThI

(mTatHOE pacnucaHue, MpaBuiia
BHYTPEHHET0 TPYA0BOTO
pacropsijika, KOJUIEKTUBHbIN
JIOTOBOP, TOJKHOCTHBIE
MHCTPYKIINH, MTOJIOKEHHE 00 OTaeax

U cay0ax npeanpusatus). CMmera

KaJpoBbIX pacxoaoB. Kanposas
uHbopmanus

18

24

Odopmrnenue npuema Ha
paboTy ¥ YBOJIbHEHHUS

JIOKYMEHTBI, IPEIOCTaBIIsIEMBIE ITPU
npueme Ha paboty. CocraBieHue
TPYyIOBOTro Aorosopa. IIpukas o
npueme Ha paboty. OcHOBaHMS
IIpeKpalleHus TPYAOBOro JOroBOpa.
JIOKYMEHTBI, 3aIl0JIHAEMBIE IIPU
yBOsIbHEHUU. 1IpHkas o
IIPEKPALLEHUH TPYIOBOTO JOTOBOPA.
3anuch 0 pueMe 1 yBOJIbHEHUU B
JIMYHOH KapTO4Ke U TPYJOBOU
KHIDKKE pabOTHHKA

18

24

Benenune TpynoBbIx
KHWKEK U KHUTH UX

yuera

OO0muit NopsA0K BeIEHUS TPYAOBbIX
KHIKEK. OTBETCTBEHHOCTD 3a
HecoOII0IeHHUE MTOPSIKA BEICHUS
TPYZIOBBIX KHIKEK. OopmieHue
TPYIOBOU KHUKKH pabOTHHUKY,
MIPUHATOMY Ha pabOTy BIIEPBHIE.
Bnecenue 3anuceit o npuemMe Ha
paboty, mepeBosie Ha IpYryro
paboTy, HarpaxaCHUIX
(moompeHusx), yBoJIbHEHUH.
Bolnaua Tpy10BOM KHUKKU IIPU
yBOJIbHEHUHU. OCOOEHHOCTH
BHECEHHUS 3amucei o padbore 1o
COBMECTHUTENLCTBY. JlyOnukaTs
TPYAOBBIX KHIKEK. BKiaapin B
TPYAOBYIO KHIKKY. KHUTa yueTta
JIBYDKEHUS TPYJOBBIX KHHKEK U
BKJIAIBINIEH B HUX.

18

24

VYuer cBenenmii o
nepcoHaie u pabouero
BpEMEHU

JInyHas KapTOUKa U €€ 3al0JIHCHHE
IIpU IIpueMe Ha paboTy, MepeBojie Ha
JIpYryto paboTy, IpOBEACHUH
aTTecTanuu paboTHHKa. BHeceHue B
JINYHYIO KapTOUKY CBEJICHMI O
MOBBIIIEHUH KBATU(UKAIIH, O
npogeCcCHOHATBLHOM MEPENOrOTOBKE

pabOTHUKOB, O HArPAXKJICHUH,

18

24




MOOIIPEHNUN PAOOTHUKOB U
NPUCBOCHUU MM MTOYETHBIX 3BaHUIA,
WCIOJIb30BaHHBIX PAOOTHUKOM
OTITYCKaX W YBOJbHEHUHU.
[Toka3zaTenu UCIOTB30BAHUS
pabouero BpemeHu. DoH/IBI
pabouero Bpemenu. Tabemnb yuera
pabouero BpeMeHU U pacyera
OILJIATHI TPY/A

[Ipenocrasienue u
o(opMIIEHHE OTITYCKOB,
KOMaHJIUPOBOK,
MOOUIPEHUS U
B3BICKaHUs, IIEPEBOA HA

ApYTyIo pabory

Bupl 0OTIyCKOB 1 OCOOEHHOCTH MX
npenocraieHus. CocraBineHne
rpaduka oTIyckoB. JJOKyMEeHTHI,
3anoJHAEMbIe TPpU 0(hOPMIICHUN
oTITycKOB. JJokyMeHT paboTonarens,
YTBEPKAAIOIINH MOPSAIO0K H Pa3MephI
BO3MEILEHHS PACX0JIOB, CBA3aHHBIX
CO CIIy’KEOHBIMHU KOMaH/INPOBKaMH.
JlokymeHTanbHOe 0opMIICHHE
KOMaHAUpOBOK. [Ipukas o
MOONIPEHUU paOOTHHUKOB. 3aITHCH O
HarpaxJIeHuu (IOOIIPEHUH) B
JUYHOU KapTouke. Hanoxxenune
JMCHUITTMHAPHOTO B3BICKAHUS U
JTOKYMEHTBI, 0(pOpMIIsieMbIE TTPH
9TOM. JIOKYMEHTBI, 3aroIHsIeMbIe
1pu 0(hOpMJIICHUH NTEPEBOIA Ha

JIpyTyio paboTy.

18

24

XpaHeHne JOKyMEHTOB

Opranu3zanus XxpaHeHus
JOKyMeHTOB. OrniepaTuBHOE
(Texyliee) XxpaHeHUe TOKyMEHTOB.
®opmuposanue fen. CocraBieHue
HOMEHKJIaTypsl Jien. [logroroBka
JIOKYMEHTOB K Iiepe/iaue B apXHB JUIs
JUINTEIBHOIO XpaHeHus. DKCIepTu3a
LIEHHOCTH I0KYMEHTOB.
Odopmienue aen 11t MTOCTOSTHHOTO
U JJIUTENBHOTO XPaHEHHS.
Cocranenue onuceit aen. Cpoku
XpaHEHUs JOKYMEHTOB.

18

24

Hroro

18

18

108

144

3ao4yHasi opma o0yueHust

HanmenoBanune TeMbl

Conepxanue pazaena

Jlexng

[Ipak
3aH.

CPC

Bcero

qgac

Opranuzanus paboTsl
KaJJpOBOM CITy>KObI

Ctpykrypa 1 GyHKIUHU KaApOBOM
CItykObl. JIoKyMeHTBI, HEOOXOIUMBIE
IUTSE OPTaHU3AINH KaJpOBOW PaOOTHI

(mTaTHOE pacnucaHue, mpaBuia
BHYTPEHHETO TPYIOBOTO
pacmopsiika, KOJUIGKTHBHBIN
JIOTOBOP, TOJKHOCTHBIE
MHCTPYKIIMH, MTOJIOKEHHE 00 OTaeIax

24

27




U cayx0ax npeanpustus). Cmera
KaJIpoBBIX pacxoaoB. Kagposas
uHbopmanus

Odopmnenue npuema Ha
paboTy ¥ YBOJIbHEHHUS

JIOKYMEHTBI, IPEIOCTABIIsIEMBIE ITPU
npueme Ha paboty. CocraBieHue
TPYyIOBOTro aorosopa. IIpukas o
npueme Ha padoty. OCHOBaHMS
MIPEKPALLEHUS TPYIOBOTO I0TOBOPA.
JIOKyMEHTBI, 3al10JIHSEMBbIE ITPU
yBosIbHEHUU. 1Ipukas o
IPEKpaIleHUH TPYAOBOTO JOIrOBOPA.
3anuch 0 pueMe U yBOJbHEHUU B
JIMYHOM KapTOUYKE U TPYJOBOM
KHIDKKE pabOTHHKA

24

28

Benenue tpynoBbix
KHWKEK U KHUTH UX

yuyera

OO0t mopsAI0K BeIEHUS TPYAOBBIX
KHIKEK. OTBETCTBEHHOCTD 3a
HEeCOOII0CHHE TTOPSAIKA BEICHHS
TPYHOBBIX KHIDKEK. Odopmienne
TPYAOBON KHUKKU PAaOOTHHKY,
MIPUHATOMY Ha paOOTy BIIEPBBIE.
Bnecenue 3anuceit o npueme Ha
paboty, mepeBojie Ha APYTyI0
paboTy, HarpaKIeHUSIX
(moo1peHusx), yBOJIbHEHUH.
Briaua TpynoBoit KHMKKH pU
yBoJibHEHUU. OCOOCHHOCTH
BHECEHHUs 3amuceil o padore 1o
COBMECTUTENBLCTBY. JlyOnukaTsl
TPYIOBBIX KHMXEK. Briaapim B
TPyIOBYIO KHIKKY. KHura y4yera
JIBUJKEHUSI TPYIOBBIX KHUXKEK U
BKJIQJBIIIIEN B HUX.

26

30

VYuer cBeneHun o
nepcoHase u paboyero
BpPEMCHHU

JInyHas KapTOUYKa U €€ 3al0JIHCHHE
MIpH TpueMe Ha paboTy, MepeBojie Ha
JIpyTryio paboTy, MPOBEICHUN
aTrectanuu pabotHuka. Buecenue B
JTUYHYIO KapTOUYKY CBEICHUN O
MOBBIINICHUY KBATH(DHUKAIIH, O
npodeCcCHOHATBLHOM MEePenoroToBKe
PaOOTHHUKOB, O HArPAKICHUH,
MOOIIPEHNUN PAOOTHUKOB U
MIPUCBOCHUHN UM ITOYCTHBIX 3BaHHM,
HCIOJIb30BaHHBIX PA0OTHUKOM
OTITYCKaxX M YBOJbHCHUH.
[Tokazarenu UCTIONH30BAHUS
pabouero BpemeHu. GoHBI
pabouero Bpemenu. Tabenpb yuera
pabouero BpeMeHH U pacyeTa
OTLIATHI TPYAQ

26

30

[Ipenocrasienue u
odopMIIEHHE OTITYCKOB,
KOMaHJANPOBOK,

Busl oTIycKOB 1 OCOOEHHOCTH MX
npenocraBieHus. CoctaBineHne
rpaduka oTnyckoB. JIOKyMEHTHI,

26

29




MOOIIPECHUS U 3aroJTHsAEMbIE TIPH 0HOPMIICHUH
B3BICKaHMsI, IEPEBO/Ia Ha | OTITYCKOB. JJokyMeHT paboTomarens,
IpyTryo padoty YTBEPXKIAIOIINN TIOPSIIOK M pa3Mephl
BO3MEILEHUS PACX0JI0B, CBA3aHHBIX
CO CITY’)KEOHBIMH KOMaHIUPOBKaMHU.
JlokymeHTanbHOe 0opMIICHHE
KOMaHIUpOoBOK. [Tpukas o
MOONIPEHUU PaOOTHUKOB. 3aIUCH O
HarpaxJIeHuu (IOOIIPEHUH) B
JUYHOU KapTouke. Hanoxxenue
JUCIUTUTMHAPHOTO B3BICKAHUS H
JTOKYMEHTBI, 0(popMIIsieMbIe MTPH
9TOM. JIOKYMEHTBI, 3aIOTHsAEMbIE
npu opOpPMIICHUN TIEpEeBOJIa Ha

JIpYTyio paboTy.

6 | XpaHneHue JOKYMEHTOB Opranu3zanus XxpaHeHus
JIOKYMeHTOB. OnepaTuBHOE
(Texyliee) XpaHeHue JTOKyMEHTOB.
®opmuposanue fen. CocraBiieHue
HOMEHKJIaTypsl Aeil. [loaroroBka
JIOKYMEHTOB K Ilepe/iaue B apXHB JUIs
JUINTEIBHOIO XpaHeHus. DKCIepTusa
LIEHHOCTH JOKYMEHTOB.
Odopmienue aen 11t MOCTOSTHHOTO
U ITTUTEIBHOIO XPAHEHUS.
Cocrasnenue onuceit aen. Cpoku
XpaHEHUs JOKYMEHTOB.

Hroro| 10 10 [ 151 | 171

5.2 IlepeyeHb 1aOOPATOPHBIX PadoT
He npenycMoTpeHo y4eOHBIM MIIaHOM

6. IPUMEPHASI TEMATUKA KYPCOBBIX TIPOEKTOB (PABOT)
N KOHTPOJIBHbBIX PABOT

B cooTrBercTBUM C y4eOHBIM IJIAHOM OCBOGHHE JAUCLUILUIMHBI MpPeAycMaTpUBaeT
BBITIOJIHEHHE KypCOBOM paboThl B 1 cemecTpe miis ouHOM (opMbl 00ydeHUsI, B 5 ceMecTpe s
3a09HOM (hOpMBI OOYUCHHUSI.

[TpumepHas TeMaTHKa KypcoBOil pabOThI:

1.CoBepiieHCTBOBaHHE JOKYMEHTALMOHHOIO 00€CIIEUEeHUs YIIPABICHUS IIEPCOHATIOM.

2.IToBbImienue 3¢ (HheKTUBHOCTH KaJPOBOTO JICIONPOU3BO/ICTBA.

3.CoBeplIeHCTBOBaHUE KAIPOBOTO IOKYyMEHTO000pOTa Ha MIPEIIPUSTHH.

4. AynuT NOKaJIbHBIX HOPMAaTUBHBIX AKTOB OpPraHU3alUu.

5. IloBbllieHHE POJM KaJpOBOTO JENOMPOU3BOJICTBA B PEIICHUU 333y YIpPaBICHUS
NIEPCOHAJIOM.

6. Pa3zpaboTka cucTemMbl KaJIpOBOM TOKYMEHTAIIMA OPTaHU3aIHH.

7. AynuT KagpoBOil TOKyMEHTAllUU OpraHU3aliHy.

8. Pa3paboTka mITaTHOTrO paciiCcaHus.

9. JlokymeHTanmbHOE obOecreueHue IesITeNbHOCTH KaJpoBOM CIyXObl KOMMEPUECKOM
OpraHH3aIiHy.

10.0O1eHKa NpaBUIIBHOCTH XPaHEHUS U CUCTEMAaTH3allu1 JIOKYMEHTOB KaJpOBOU CITY>KOBI.

11.CoBepiieHCTBOBaHME MPOLIETYpPhl COCTABIEHUS I'padrKa OTIYCKOB.

12.0neHKa npaBUJIBHOCTH BEEHUS U XPAHEHNUS TPYAOBBIX KHM)KEK OpraHU3aliy.

13.Aynut yBOJIbHEHUH TIEpCOHAA.




14.AHanu3 CcoOMIOZICHUsST HOPM TPYIOBOTO 3aKOHOAATENbCTBA TNpPU  O(HOPMIICHUH
IpOLEeyphl ABUKEHUSI KaJpOB

15.Pa3paboTka HOMEHKIATYPHI A€ KaJAPOBOM CITyXKOBI.

16.Ananu3 copepxanust U 0pOPMIICHHS TPYLOBBIX JIOTOBOPOB OPraHU3ALMH.

17.IlpaBusia BHYTPEHHETO TPYIOBOTO pACIOpPsAKA: OCOOCHHOCTH OQOpPMIICHHUS U
TpeOOBaHUS K COAEPIKAHUIO.

18.CoBepiieHCTBOBaHHE JOKYMEHTALMOHHOTO OOecreueHus 3auTel 1 00padoT- 8 ku
NEPCOHAIbHBIX JAHHBIX pA0OTHUKOB.

19.0cobenHoCTH BEJEHMSI BOMHCKOI'O ydy€Ta B OpPraHM3alllM, COBEPILIEHCTBOBAHUE €r0
JIOKYMEHTAIMOHHOT'O 00eCIeueHHU s

20.JlokyMeHTallMOHHOE O0ECIeYeHNEe B3aUMOJCHCTBUS KaapOBOW CIY)XObl C BHEIIHEH
cpenoit (IlencnonubiM doraoM PD, dongom conmanbHOro crpaxoBanus, Ciyx00i 3aHITOCTH
HACEeJICHUS U TIp.), pa3paboTKa MpeyIoKEeHUH 10 ero COBEPIICHCTBOBAHHMIO.

21.AHanu3 CcoOMIOJEHUS HOPM TPYJOBOTO 3aKOHOAATENbCTBA IpU  O(OPMIIEHUHU
IpOIEeTypBl IPEAOCTABICHHS OTITyCKa paOOTHUKAM.

22 .AHanu3 COOJIIOJIEHHS HOpPM TPYJOBOTO 3aKOHOAATENbCTBA HpU  O(OpMIIEHUH
MpoLIeIypHl IEPeBOIa PAOOTHUKOB Ha APYTYIO padoTy.

23.0cobenHocTy 0(hOpMIIEHUS AUCHUILIMHAPHBIX B3bICKAHUI

24.0Ocobennoctu 0(hOpMIIEHUS KaJPOBBIX JOKYMEHTOB IIPH MOOIIPEHUN PaOOTHHKOB

25.0cobenHocTy 0(hOpMIIEHUS! KaJPOBBIX JOKYMEHTOB IIPU COBMELICHHM Hpodeccun
(toyxHOCTH)

26.0co0eHHoCTH OPOPMIICHUS] COBMECTHTEIHCTBA.

27.0cobennoctu yuera padbodero BpeMeHu. Benenne Tabens yuera paboyero BpeMeHH.

28.0co6eHHOCTH TOKYMEHTALMOHHOTO0 0(OPMIICHHSI TPOLIEIyphl aTTECTALUU IIEPCOHAIA.

29.CoBepIlIEHCTBOBAaHUE  MPOLEAYp PETrYJIUpPOBaHMsSI TPYAOBBIX  OTHOIIEHUH B
OpraHu3aluy U CONPOBOXKAAIONIEH TOKyMeHTaluu. 3

31.CoBepieHCTBOBaHHE JIOKYMEHTALIMOHHOTO O0ecleyeHus] KaJapOBbIX IPOIIECCOB
(Haitm, oOyueHue, orjiara Tpyia, MOTUBALIUS TPYyia U Jp.).

3agaum, pemaemble NP BHINOJTHEHUH KYPCOBO#i padoThI:

- 3aKpeIuieHue 3HAHUH M YMEHUH, IOJIyY€HHBIX IpPH H3YYE€HUHM IPABOBBIX MU
yIIpaBJIEHYECKUX JUCIHUILIINH,

- BBIPa0OTKAa YMEHHUS OCO3HAHHO IOJb30BATHCS MPABOBBIMU M YIPABICHUECKUMHU
3HAHUSIMH TIpU O(QOPMIIEHUHM W aHAIM3€ KaJpOBOW JOKYMEHTAIIMH, ONTHUMH3AIMH KaJIpOBOTO
JIOKYMEHTO000pOTa KOHKPETHOM OpraHu3aluy;

- (GopMHpOBaHHE HABHIKOB aHAIW3a OKYMEHTAIIMOHHOTO OOECTICYCHHS YIPaBIICHUS
NEPCOHAIOM OpraHHu3alueH;

- OCMBICJIEHUE MPOOJIEM JOKYMEHTAI[HOHHOTO 00ECTIeUeHHsI YIPaBJICHUs IEPCOHATIOM Ha
nprMepe KOHKPETHON OpraHu3aluy;

- BBIpa0OTKa yMEHUS Y€TKO, KOHKPETHO M JIOKA3aTeNbHO (OPMYINPOBATH CBOU TIOIXO/IbI
K PELICHUIO MTPOobJIeM B 001aCTH TOKYMEHTAlMOHHOTO 00eCIIeYeHus YIPABICHHUIO IEPCOHATIOM;

- TIOJTy4Y€HHE HABBIKOB BEJICHHS KaJpOBOTO JICIIOTPOU3BOJICTBA i OPTaHU3AIIH apXHUBHOTO
XpaHEHHs KaJIpOBBIX JOKYMEHTOB B COOTBETCTBHH C JI€HCTBYIOIIMMHU HOPMATHBHO-TIPABOBBIMU
aKTaMH, HABBHIKOB O3HAKOMJICHHUS COTPYJHHKOB OpPTaHU3AIlMH C KaJIpOBOW JOKyMEHTAalHeHd U
JEHCTBYIOIMMH JIOKAIbHBIMA HOPMATHBHBIMHM aKTaMu, OOECIEeYeHMs 3allUThl MEPCOHATBHBIX
JAHHBIX COTPYIHUKOB.

7. OHEHOYHBIE MATEPHUAJIBI 1151 TIPOBEJIEHU ST NMPOMEXYTOYHOM
ATTECTALIUU OBYYAIOIIIUXCA 11O JUCHUIIJIMHE
7.1. Onucanme mnokasaTejeidl W KpPUTEPHEB OLEHHBAHUS KOMIIETEHIMI Ha



Pa3JIMYHBIX 3Tanax ux GopMHPOBaHNs, ONMCAHNE IKAJ OLCHUBAHUS
7.1.1 JTan TeKkyuero KOHTPOJsi
Pe3ynbrarhl TEKyIIEro KOHTPOJISA 3HAHUN U MEKCECCUOHHOU aTTECTALlMK OLICHUBAIOTCH 110

CIIEIYIOILEH CUCTEME:
«aTTECTOBAHY;
«HE aTTECTOBAH.

Pe3yabTarsl 00y4yeHnus,

Kowmme- XAPAKTEPHUIYIOIHE Kpurepu AttecroBan |He aTrrecroBan
TeHUUs c()OpMHPOBAHHOCTH OLICHNBAHUS
KOMIIeTeHIIUH
[1IK-17 [3uath Hannuwue Brinonnenue | HeBbimosiHeHue
Habop JIOKYMEHTOB, | TEOPETHUECKUX pabot B cpok, | paboT B CPOK,
OIMCBIBAIOLINX 0a30BbIX 3HAaHUH IPESYCMOTPEHH |[IPEyCMOTPEHH
KOPIIOPATUBHBIE CTAHJAPTHI, bIif B pabounx | bIif B pabounx
IpUMEHsieMble B 00JjacTu porpamMmax nporpaMmax
YIpaBJIE€HUs IEPCOHAIIOM;
poJb CTaHJapTOB B
MOBBIIEHUN 3(PPEKTHBHOCTH
yIIpaBJIEHUs] TEPCOHAIOM B
OpraHu3aluy;
Ymets AxTuBHas pabota Ha| Beimonnenue |HesbinonHeHue
COCTaBJIATh  OINUCAHUS  M|IPAKTUYECKUX paboT B Cpok, | paboT B CPOK,
pacripenenate (GYHKUMU — H|3aHATHUAX, OTBETHI Ha| IPEJYCMOTPEHH |[IPEIyCMOTPEHH
(byHKIMOHATLHBIE TEOPETUUECKHE bIif B pabouux | bl B pabouux
00513aHHOCTH COTPYJHUKOB  [BOIPOCHI HA porpaMmax nporpaMmmax
JEKUUOHHBIX U
MIPAKTUYECKUX
3aHATHUSX,
BJIA/IETh BBITIOJTHEHHE Boinonnenue | HeBbimonHeHue
HaBBIKAMU  HCIIOJIb30BAHMSI |IPAKTHUECKUX pabot B cpok, | pabot B CpoK,
KapT KOMITETEHIIHH, |3aaHnii MIPElyCMOTPEHH |IPEeAyCMOTPEHH
JNOJDKHOCTHBIX ~ MHCTPYKLUH, bl B pabouMx | bl B paboumx
MOJIOXKEHUH 0 nporpammax mporpammax
IIO/IPa3EJICHUSAX
[1K-13 |3HaTh Hannuwne Brmmonnenue | HeBbimosiHeHue
IIPUHLIMIIBI OPTaHU3alNuN TEOPETUYECKHUX pabot B cpok, | pabot B CpoK,
XpaHEHUsl JOKYMEHTOB U 0a30BbIX 3HAHUM MIPElyCMOTPEHH |IPEeAyCMOTPEHH
IIOATOTOBKHU IIEPEIauy B bl B pabouux | bl B paboumx
apXuB; CPOKU XpaHEHUS MporpaMmax mporpammax
JJOKYMEHTOB
YmMmern AxTtuBHas pabora Ha| Beinmonnenue |Hebimonnenue
OpPraHMU30BBIBATh APXUBHOE  |IPAKTUYECKUX paboT B cpoK, | paboT B CPOK,
XpaHeHue KaJpoBbIX 3aHATUSX, OTBETHI Ha| MPEAYCMOTPEHH |IPETyCMOTPEHH
JIOKYMEHTOB B COOTBETCTBHM |TEOPETHUECKUE Bl B pabo4Mx | Bl B paboumx
C IeHCTBYIOIIMMH BOIIPOCHI Ha MporpaMmax mporpammax
HOPMaTUBHO-IIPaBOBBIMU JEKLIUOHHBIX U
aKTaMu M 00ecreynuBaTh MPAKTUYECKUX
3alUTy NEPCOHAIBHBIX 3aHATHUSAX,
JTAHHBIX COTPYJIHUKOB
Bnanets BBITIOJTHEHUE Beinonnenue | HeBbinosmHenue
HaBBIKAMHU COCTaBJICHUS HPAaKTUYECKUX paboT B CpoK, | paboT B CPOK,
KaJIpOBOM OTYETHOCTH, 3alaHuI MPELYCMOTPEHH |IIPEAYCMOTPEHH




O3HAaKOMJICHHS COTPYAHUKOB

BIil B pabounx

BIil B pabounx

OpraHu3alyu ¢ KaapoBOn nporpammax nporpammax
JOKyMEHTaluen u

JEHUCTBYIOIMMU JIOKAJIbHBIMHU

HOPMaTUBHBIMU aKTaMH

[1K-12 |3naTh OcHOBHI pa3paboTku U |Hanmnuue Brmmonnenue | HeBbimosiHeHue
BEJICHUS KaJJpOBOM 1 TEOPETHYECKUX paboT B CpoK, | paboT B CPOK,
YIIPaBJIECHYECKON 0a30BbIX 3HAHMIA MPEAYCMOTPEHH |MIPEAyCMOTPEHH
JOKYMEHTAlUU bIif B pabounx | bl B pabouux

nporpammax nporpammax

YMeTb cOCTaBIATh AxTtuBHas pabora Ha| Beinmonnenue |Hebimonnenue
JOKYMEHTAITUIO TI0 MPAKTUIECKIX paboT B CpoK, | paboT B CPOK,
0 OPMIICHHUIO OTITYCKOB, 3aHATUSAX, OTBETHI HA| IPEAYCMOTPEHH |[IPEAYCMOTPEHH
KOMAaH/IUPOBOK, YBOJILHEHHIO [TEOPETHUECKUE bIif B pabounx | bl B paboumx
paboOTHUKOB BOIIPOCHI Ha nporpammax porpammax

JIEKIIMOHHBIX U

MPaKTUYECKHUX

3aHATUSX,
Bnaners MeTogamMu pacuera |BBIIOJHEHUE Brimosninenue | HeBbimonHeHue
MPOJIOJKUTENIBHOCTU MPaKTUYECKHUX paboT B cpoK, | paboT B CPOK,
€XKEroJIHOT0 OIIAYMBAEMOr0 |3aIaHUI MPEAYCMOTPEHH |MIPEAyCMOTPEHH
OTIIyCKa U CTa)ka paboThlI, bl B pabo4MX | Bl B paboumx
JAIOLLEro MPaBo Ha nporpammax nporpammax
€XKErOJIHbIN OIIaYMBAEMBbIN
OTITYCK

[IK-11 |3HaTh Hannune Brimonnenue | HeBbimonnenue
JIOKaJIbHbIE HOPMAaTUBHbIE TEOPETUYECKHUX paboT B cpok, | paboT B CPOK,
aKTOB, KaCArOIINXCS 0a30BbIX 3HAHHIA MPEAYCMOTPEHH |MIPEAYCMOTPEHH
OpraHu3alu TPyJa bIil B pabounXx | bl B paboumx

nporpammax nporpammax
YMmeth AxTtuBHas pabora Ha| Beinmonnenue |HeBbimonHenue
Hcnons3oBath MPaKTUYECKHUX paboT B cpok, | paboT B CPOK,
OpraHU3AIMOHHYIO U 3aHATHUSAX, OTBETHI HA| MPEAYCMOTPEHH |MIPEAyCMOTPEHH
(YHKIIMOHATBHO-IITATHYIO  [T€OpeTHYecKue bIif B pabounx | bl B pabouux
CTPYKTYpPHBI B CBOCH BOITPOCHI Ha nporpammax nporpammax
npodeccnoHanbHOM JIEKIIMOHHBIX U
NeSATeTbHOCTH MPaKTUYECKHUX

3aHATUSX,

BIIAJIETh BBITIOJTHCHHE Brmmonnenue | HeBbimonHeHnwue
HaBbIKAMH MOATOTOBKH |IPAKTUYECKUX paboT B CpoK, | paboT B CPOK,
JOKYMEHTOB,  KacarolluXcs|3adaHui MPEAYCMOTPEHH |MIPEAyCMOTPEHH
opranuzaiuu Tpyaa (mpasuia bIif B pabounx | bl B pabounx
BHYTPEHHETO TPYIOBOTO nporpammax mporpammax
pacmopsiika, TOJIOKEeHHe 00
OTIYCKaX, TMOJIOKEHHUE O
KOMAaHJIUPOBKAX)

[1K-10 [3uaTh Hamnune Brimonnenue | HeBbimonHeHue
TpynoBoii kojiekc TEOPETHUECKHUX pabot B cpoK, | paboT B CPOK,
Poccuiickoit @enepanuu 1 [0a30BBIX 3HAHUH MPELyCMOTPEHH |IIPEAYCMOTPEHH
VMHBIE HOPMATHBHBIE bIif B pabouux | bl B pabouux
MIPaBOBBIE aKThI, COAEPIKAILINE nporpammax nporpammax

HOPMBI TPYJIOBOTO IIpaBa B




4acTH MpoLeayp npuema,
YBOJIbHEHHUS, TIEPEBO/Ia HA

IPYTyI0 paboTy H
nepeMeIeHus mepcoHana

YmeTh AxTuBHas pabotra Ha| Bemonnenne | HeBwimonneHue
0(opMIIATH TOKYMEHTHI 110 |[IPAKTUYECKUX pabot B cpok, | paboT B CPOK,
MpUEMY, YBOJIbHEHUIO U 3aHATUSAX, OTBETHI Ha| MPEAYCMOTPEHH |IIPEeTyCMOTPEHH
MepeBoay nepcoHana TEOPETHUYECKHUE bIif B pabounx | bl B paboumx

BOIIPOCHI HA nporpammax nmporpammax

JEKIIMOHHBIX U

MPAKTUYECKUX

3aHATHUSX,
BJIA/IETh BBITIOJTHEHHE Boinonnenue | HeBbimonnenue
HaBbIKaMu 0(popMIICHUS MPAKTUIECKIX paboT B CpoK, | paboT B CPOK,
JOKYMEHTAI1H, 3aaHui MPEelyCMOTPEHH |PEAyCMOTPEHH
CONPOBOXKAAKOLIECH bIif B pabouux | bl B pabouux
MPOLEAYPHI IEPEMEIECHUS nmporpammax mporpammax
IIepcoHaIa

OK-4  [3natp Hannune Brimosninenue | HeBbimonHeHue

HOpPMAaTHUBHBIE MIPABOBBIE|TEOPETUIECKHUX paboT B cpoK, | paboT B CPOK,
JTOKYMEHTHI, 0a30BbIX 3HAHUI MPEIYCMOTPEHH |IIPEeIyCMOTPEHH
peraaMeHTHpYoIIne bIif B pabounx | bl B pabouux
MIPOIIECCHI yIIpaBJICHUS porpaMmMax nporpaMmMax
MIEPCOHAIOM Ha
PEIIPUSTHH;
YmMmeTh AxTtuBHas pabora Ha| Beimonnenune |HeBbimonHenue
WCITIOJIh30BaTh HOPMATUBHBIE [[TPAKTHYECKUX paboT B cpok, | paboT B CPOK,
IIPaBOBBIE JIOKYMEHTHI B 3aHATHUSX, OTBETHI HA| MPEyCMOTPEHH |IPE1yCMOTPEHH
cBOEH MmpodeccnoHalbHOM  [TeopeTnyeckue bIif B pabouux | bl B pabouux
JeSTeNbHOCTH BOIPOCHI Ha nporpaMmax mporpammax

JEKIIMOHHBIX U

MPAKTUYECKUX

3aHATHUSIX,
Brnanets BBINOJIHEHUE Beimonnenue | HeBbimonmHenue
METOJIaMU TIOUCKa, aHAJIN3a U |IPAKTHUECKUX paboT B cpok, | paboT B CPOK,
UCIOJIb30BAHUS 3aJlaHuif IPESYyCMOTPEHH |[IPEeyCMOTPEHH
HOPMATHUBHBIX TIPAaBOBBIX BIii B pab04nx | BIid B pabodnx
JOKYMEHTOB B nporpaMmax mporpammax

npodecCuoOHATBHON
JeSITeNIbHOCTH,

7.1.2 3Tan NpoMeKyTOYHOT0 KOHTPOJISI 3HAHMIA
Pe3ynpTaThl IpOMEKyTOUHOTO KOHTPOJIS 3HAHUH olleHuBatoTcs B 1 cemecTpe ais ouyHOH
dbopMbI 00ydeHuUs, 5 cemecTpe IS 3204HOM (PopMBbI 00yUEHUS MO YETHIPEXOAITTLHOM CHUCTEME:

COTIINYHOY;
«XOpOILIOY;
«YZOBJIETBOPUTEIHLHOY;
«HEY/IOBJICTBOPUTEIILHO.

KoMmn

TECHIU

Pe3yabTarnl
o0y4eHus, Kpurepun
Xxapakrepusywinue |oueHuBaHu| OTIHYHO
copMHUPOBAHHOCTH s
KOMIEeTeHIHH

Xopowo

Ynosa.

Heynos.i.




I1K-17 [3nath Tect BrmoinaeH | Bemonnen |Bemmonnenne| B Tecrte
HAa0Op  JTIOKYMEHTOB, He TecTa |ue Tecra Ha| Tecta Ha 70- [ MeHee
OITMCHIBAFOIIINX Ha 90- 80- 90% 80% 70%
KOPIOPAaTUBHBIC 100% MpaBUJIbH
CTaHJIapThI, BIX
MIPUMEHSEMbIE B OTBCTOB
o0JlacTH  ympaBJICHUS
MIEPCOHAIIOM;
poJiib  CTaHAAPTOB B
ITOBBIIICHUH
a¢ddexTuBHOCTH
yIIpaBJICHUS
MEePCOHAIIOM B
OpraHu3alluy;

YMeThb Pemienne 3agaun |[Iponemomnc |IIpoaemonct |3anaum He
COCTaBJISITh ONMCAHUS|CTAHJAPTHBI| PEIICHBI B | TP UPOBAaH | p UPOBAH | PEIICHBI
u pacnpenensiTh|X MOJTHOM |BEPHBIM XOJ| BEpHBIA X0/
byHKIIUN v|mpakTuyeck | oObeMe U | perieHust | penieHus B
(GyHKIIMOHATIbHBIE HX 3aJa4 MOJIYYEHBI | BCEX, HO HE | OONBIIMHCTB
00s13aHHOCTH BEpPHBIC MOJY4YEH e 3a7a4
COTPY/HUKOB OTBETHI BEPHBI

OTBET BO

BCEX

3ajJiauax
BIAACTh Pemenne 3agaun |[Iponemomnc |IIpoaemonct |3agauum He
HaBBIKAMH MIPUKJIAJHBI | PEIICHBI B | TP UPOBAaH | p UPOBAaH | PEIICHBI
WCIIONBb30BaHUS  KapT|X 3a71a4 B MIOJIHOM (BEpHBIN XOJI| BEpHBIN X0/
KOMIIETECHIIN, KOHKpETHOH| 00beMe U | pelIeHus] | peuieHus B
JOJIPKHOCTHBIX MPEIMETHO | MOMTYYeHBHI | BceX, HO He | OOJBITUHCTB
WHCTPYKIUH, i obnactu BEpHBIE | IIOJy4EeH e 3a1a4
MOJIOKEHHUH 0 OTBETHI BEPHBIN
MOJIpa3ICICHUSIX OTBET BO

BCEX

3ajJiauax

IIK-13(3nars Tect Bremonnen | Bemonuen |Bemonnenue| B Tecte
TIPUHITATIBI ue Tecta |ue tecra Ha|Tecra Ha 70-| MeHee
OpraHu3aluu Ha 90- 80- 90% 80% 70%
XpaHEeHHs JOKYMEHTOB 100% MIpaBUIIbH
W HOATOTOBKHU BIX
nepeaadn B apXuB; OTBETOB
CPOKH XpaHEHUs
JTOKYMEHTOB
YmeTh Pemenue 3agaun |[Iponemomnc |IIpoaemonct |3agaum He
OpraHU30BbIBATH CTaHJAPTHBI| PEIICHBI B | TP UPOBAaH | p UPOBAH | pPEIICHBI
apXUBHOE XpaHEHHE [X IIOJITHOM BEPHBIN XOJ| BEpPHBIN X0/

KaJIpOBBIX MPAKTUYECK [ 00beMe U | pelIeHHs] | pelleHHs B
JTIOKYMEHTOB B HX 3a1a4 MOJTYYCHBI | BCEX, HO HE | OOJIBIIMHCTB
COOTBETCTBHU C BEpHBIE MOJIy4eH € 3a7a4
JNENCTBYIOIUMHA OTBETHI BEPHBII
HOPMAaTHUBHO-TIPABOBbI OTBET BO

MM aKTaMH 1 BCEX

o0ecreunBaTh 3amuTy 3aJa4ax




MEPCOHATBHBIX
JTAHHBIX COTPYJITHHKOB

Bnanets Pentenue 3agaun |[Iponemomnc |IIpoaemonct |3agaum He
HaBBIKAMU MPUKJIAJHBI | PELIEHBI B | Tp UPOBAaH | P UPOBAaH | pELICHBI
COCTaBJICHUSA X 3a/1a4 B MOJTHOM |BEPHBIN XOJ| BEpHBIN X0/
KaJpOBOW OTYETHOCTH, [KOHKPETHOM| 0ObeMe U | pelieHus | penieHus B
O3HAKOMJICHHUS MIPEAMETHO | TOJTydEeHBI | BceX, HO HE | OOJIBIITMHCTB
COTPYJIHHUKOB i o0acTu BEpPHBIC MOJy4YEH € 3a1a4
OpraHu3aluu ¢ OTBETHI BEPHBII
KaJlpoBOH OTBET BO
JIOKYMEHTaIueu u BCEX
JEACTBYIOILUMH 3aJa4ax
JIOKAJTbHBIMHA
HOPMAaTUBHBIMHU
aKTaMH
I1K-12|3HaTh OCHOBEI Tect Bremonnen | Bemonuen |Bemonnenue| B tecte
pa3pabOTKH U BEJICHUS He TecTa |ue Tecra Ha|Tecra Ha 70- | MeHee
KaJIpOBOH 1 Ha 90- 80- 90% 80% 70%
yIpaBIeHUYECKON 100% MIpaBUJILH
JIOKYMEHTalUH BIX
OTBETOB
YMeTh COCTaBIIATh Pemienne 3agaun |[Iponemomnc |IIpoaemonct |3agaum He
JIOKYMEHTALUIO 110 CTaH/IAPTHBI| PELIEHBI B | Tp UPOBAaH | P UPOBAaH | pEILICHBI
0(OPMIICHUIO X MOJTHOM |BEPHBIM XOJ| BEpHBIA X0/
OTIIYCKOB, MPaKTUYECK | OObeMe U | pelIeHus] | pelieHus B
KOMaHJIUPOBOK, X 3a7a4 MOJIyYEHBI | BCEX, HO HE | OONMBIIMHCTB
YBOJIbHEHUIO BEpPHbIC MOJTy4YEH € 3a1a4
paboOTHUKOB OTBETHI BEPHBII
OTBET BO
BCEX
3aagax
Bnagets MmeTomamu Pemenue 3amaun |IIpomemonc|IIponemonct |3anauun He
pacuera MPUKJIAJHBI | PELIEHBI B | Tp UPOBAaH | p UPOBAaH | pEILICHBI
MPOJOJKUTENIBHOCTH (X 3a1a4 B IIOJIHOM  |BEPHBIN XOJ[| BEPHBIN X0
€XKETOIHOTO KOHKPETHOM| o0beMe U | pelieHust | pelieHus B
OITIAYMBaE€MOI0 MPEIMETHO | MOJXYYEHBHI | BceX, HO He | OOJBITUHCTB
OTIyCKAa W CTaxa i o0jacTu BEpPHBIC MOJTy4YEH € 3a1ad
paboThI, AarOIIETOo OTBETHI BEPHBII
MPaBO Ha €KETOHbIN OTBET BO
OIUTAaYMBaEMBbIH BCEX
OTIYCK 3aagax
I1K-11|3HatE Tect Brmonnaen | Beimonuen |Beimonnenue| B Tecte
JIOKaJTbHBIE e Tecta |me Tecta Ha|Tecra Ha 70-| MeHee
HOPMAaTUBHBIE aKTOB, Ha 90- 80- 90% 80% 70%
Kacaroluxcst 100% IPaBWJIbH
OpraHu3aluu Tpyaa BIX
OTBETOB
YMeth Pemenue 3anaun |IIponemonc|IIpogemonct [3agaun He
Hcmons3o0BaTh CTaH/IAPTHBI| PEIICHBI B | Tp UPOBAaH | P UPOBAaH | pEIICHBI
OPraHU3alMOHHYIO U [X MIOJITHOM  |BEPHBIN XOJ| BEPHBIA X0
(YHKIIMOHATBLHO-IITAT |TPAKTUYECK | OObeMe U | pelieHus: | pemieHus B
HYIO CTPYKTYpPHI B HX 3a7a4 MIOJTYYEHBI | BCEX, HO HE | OONBIITMHCTB




CBOEH BEpHBIC | MOJy4YeH € 3a/1a4
podeCCHOHAITBHOM OTBETHI BEPHBIH
NEeSATEIbHOCTH OTBET BO
BCEX

3a/1ayax
BJIAJIETh Pemenue 3amaun |[Ipomemonc |IIpogemoncT [3anaun He
HaBbIKAMU MIPUKJIQJHBI | pEIIEHBI B | TP UPOBAaH | p UPOBAaH | pPELIEHBI
IIOATOTOBKH X 337a4 B MOJIHOM |BEPHBIN XOJI| BEpHBIN X0/
JIOKYMEHTOB, KOHKpPETHOM| oObeMe U | pelieHusl | peuieHus B
KacarolnXCst NPEIMETHO | [TOJIyYEeHBI | BCEX, HO HE | OOJIBIINHCTB
opraHmzalu  Tpynalit odnactu BEpHbIE | MOIy4YeH € 3aJ1a4
(mpaBuiia OTBETHI BEPHBIN
BHYTPEHHETO OTBET BO
TPYAOBOTO BCEX
pacrnopsizika, 3aayax
I0JIOXKEHUE 00
OTIyCKaX, IMOJIOKEHUE
0 KOMaHJMPOBKAX)

[1K-10|3nats Tect Brimosines | Beimosnnen |Beinonnenue| B tecre
TpynoBoii koxekc ue Tecrta |ue tecra Ha|Tecrta Ha 70-| MeHee
Poccuiickoii Ha 90- 80- 90% 80% 70%
®denepalvivi U UHbIE 100% IIPaBUJIbH
HOpPMaTUBHBIE BIX
MIPaBOBBIC aKTHI, OTBETOB
coJiepKallire HOpMbI
TPYJOBOIO IIpaBa B
4acTH MPoLEnyp
MpHeMa, yBOJIbHEHMUS,
nepeBoia Ha IPYryro
paboty u
NIEpEMELICHUS
IepcoHaIa
YMmeTh Pemenue 3amaun |[Ipoxemonc |I[Iponemonct |3amaun He
oopmIIATh CTaHJApTHBI| PEIICHBI B | TP UPOBAaH | p UPOBAH | pPEIICHBI
JIOKYMEHTHI I10 X MOJTHOM |BEPHBIN XOJI| BEpHBIN X0/

MIpUEMY, YBOJIbHEHHIO [[IPaKTUYECK | 0OObeMe U | pelieHust | peleHus B
U TEPEBOAY UX 3a/1a4 MOJIy4Y€HBI | BceX, HO HE [ OOBIINHCTB
nepcoHaa BEpHbIE | MoJydeH e 3a1a4
OTBETHI BEpHBII
OTBET BO
BCEX
3aja4ax
BIIAJIETh Pemenne 3amaun |[Ipomemonc |IIpoaeMoncT [3amaun He
HaBbIKAMH MIPUKJIAJHBI | pEIICHBI B | TP UPOBAaH | p UPOBAaH | pPEIICHBI
odopmiieHus X 3a/1a4 B IIOJITHOM BEPHBIN XOJ| BEpPHBIN X0/
JOKYMEHTAINH, KOHKPETHO!| 0ObeMe U | pelleHus: | pelieHus B
CONPOBOXKAAIOIIEH MIPEAMETHO | TIOJTyYEeHBI | BceX, HO HE | OOJBIITMHCTB
IIPOLIEYPHI it obnactu BEpPHBIE | MOJIydeH € 3a7a4
nepeMenieHHs OTBETHI BEPHBII
nepcoHaa OTBET BO
BCEX

3aagax




OK-4 |3narb Tect Beinonnen | Bemmonnen |Beimonnenue| B tecre
HOpPMaTUBHbIE ve Tecta |ue Tecta Ha|Tecta Ha 70-| MeHee
MIPaBOBBIC JIOKYMEHTHI, Ha 90- 80- 90% 80% 70%
periIaMeHTHPYIOIINE 100% MpaBUJIbH
MIPOLIECCHI YIIPABIECHUS BIX
MepCOHAIIOM Ha OTBETOB
MPEANPUITHH;

YMmeTh Pemenue 3amaun |[Ipomemonc |IIponemonct |3anauu He
HCII0JIb30BaTh CTaHJAPTHBI| PEIICHBI B | TP UPOBAaH | p UPOBAaH | pPELIEHBI
HOPMATHBHBIE X MOJIHOM |BEPHBIN XOJ| BEPHBIN X0
[IPaBOBbIE TIOKYMEHTHI [[IPAKTUYECK | 0OObeMe U | pelieHust | peleHus B
B CBOEH UX 33724 MOJTYYEHBI | BCEX, HO HE | OONBIITMHCTB
npodeccnoHanbHOM BEpHbIE | MOJy4YeH € 3aJ1a4
NEeSTEIbHOCTH OTBETHI BEpHBII

OTBET BO

BCEX

3aayax
Bnagers Pemenue 3anaun |IIponemonc|IIpogemonct [3agaun He
METOJaMH TOUCKa, MIPUKJIAJHBI | pEIICHBI B | TP UPOBAaH | p UPOBAaH | pPELICHBI
aHanusa u X 3a/1a4 B IIOJIHOM (BEPHBIN XOJ| BEPHBIN X0/
WCII0Jb30BAHUS KOHKPETHOH| oObeMe U | pelleHus] | pelieHHs B
HOPMAaTHUBHBIX MIPEAMETHO | TOJTy4EHBI | BCEX, HO HE | OOJIBITMHCTB
MIPaBOBBIX it o0nactu BEpHbIE | MOIYy4YeH € 3aJ1a4
JIOKYMEHTOB B OTBETHI BEpHBII
npodeccnoHanbHOM OTBET BO
e TEeIbHOCTH; BCEX

3aauax

7.2 TlpuMepHBIil NepeYeHb OLIEHOYHBIX CPEACTB (THIOBbIE KOHTPOJIbHbIE 3aJaHUs
WJIM HHbIe MaTepHaJibl, He00X0AMMBbIEe I/l OLEHKU 3HAHMI, YMEHHH, HABBIKOB M (MJIH)
ONbITA 1eATEJILHOCTH)

7.2.1 TllpumMepHblii NepevyeHb 3aaHUH JUIsl MOJATOTOBKH K TECTHPOBAHUIO

1. HazoBuTE TEpMUH, UCXO1 U3 ONPEIEIICHUS CIEIYIOIErO MOHITHS:

JIOKYMEHT, ompeiensomuil cocTaB pabOTHUKOB MPEANPUSATUS C YKa3aHHEM HX
JOJKHOCTEN M TOJDKHOCTHBIX OKJIAJIOB — ATO... INTATHOE PacCAHueE;

2. O0s3aTeNbHBIMHE TSI BCEX pabOTOIATENeH SIBIISIOTCS CIETYIONNe TOKYMEHTHI:

Vkaoicume neckonvko eéapuanmos omeema

a) JOJKHOCTHBIE MHCTPYKIUH;

0) IITaTHOE pacnucaHue;

B) MOJIOKEHUE 00 oriaTe TPyaa;

r) NPpaBHJa BHYTPEHHEr0 TPYA0BOI0 PacnopsiaKa;

1) MOJIOKEHHE 0 EPCOHAIBHBIX JAHHBIX PA0OTHHKOB;

€) MOPSAJIOK IPOBEJCHHSI aTTeCTallui pabOTHUKOB,;

) KOJUIEKTUBHBIN J10IOBOD;

3) rpaduK OTIYCKOB;

1) NepeyeHb JOKHOCTE pabOTHUKOB C HEHOPMHPOBAHHBIM PA0OYNM JTHEM;

K) rpavKk CMEHHOCTH;

JI) JIOKYMEHTBI (IPaBUJIa, MHCTPYKIHH, I0JI0KeHHS U IP.) 110 OXpaHe TPyJa;

M) KHHUTa y4YeTa JIBUKeHHs TPYJAOBbIX KHUKEK M BKJIAbILIEH B HUX;

H) M0JIO’KeHHE 00 OXpaHe KOMMEPUYECKOH TalHBI.

3. B mpaBmitax BHYTpEHHETO TPYIOBOTO PACIIOPSIIKA OTPECISIFOTCS

Vkaoicume neckonvko eapuanmos omeema

a) NOPSI/IOK NMpUeMa U YBOJIbHEHHUsI PA0OTHUKOB;



0) ¢opMBl, CUCTEMBI U Pa3MephI OIJIAThI TPYAR;

B) TMOPAJOK U pa3Mepbl BO3MEIICHUS PaCXOOB, CBSI3aHHBIX CO CIYKEOHBIMU
KOMaHHPOBKAMHU;

T') 3aHATOCTh, MIEPEeOOyUEHUE, YCIOBUS BRICBOOOXKICHUS PAOOTHUKOB;

) OCHOBHbBIE NIPaBa, 00S13aHHOCTH M OTBETCTBEHHOCTH PAGOTHMKOB U PadoTOAATEIs;

€) pe:kumM padoThl;

’K) BBIILJIATa TTOCOOMH, KOMITCHCAIIHIH;

3) BpeMsl OT/JbIXa NepepbIBbI AJIsl OTAbIXAa U MUTAHHUS, OTIIYCKA M P.;

1) YaCTUYHAS WM MOJIHAS OTIaTa MUTaHUS PAOOTHHKOB,

K) TapaHTHH | JIbIOTHl pabOTHHKA, COBMEIIAIOIINUM padoTy ¢ 00yYCHHEM;

JI) epeveHb J0JKHOCTell pa00THUKOB C HEHOPMUPOBAHHBLIM Pado4YnM THEM;

M) YJAy4ylIeHHE YCIOBUH W OXpaHbl TpyAa paOOTHUKOB, B TOM 4YHUCIE XCEHIIUH U
MOJIOJICHKH;

H) IpMMeHsieMble K pa00THMKAM Mepbl MOOLIPEeHNS U B3bICKAHNS

0) 03JIOPOBJICHHE U OTABIX PAOOTHUKOB U YJICHOB MX CEMEH.

4. B KOIJIEKTUBHBIM JOrOBOP MOTYT BKIIIOUAThCS 00s3aTENbCTBA PAOOTHUKOB U
paboTonaTens 1o CIeAYIOINUM BOIpocaMm:

Vkaoswcume neckonvko eéapuanmoe omeema

a) MOPSJIOK IPHEMa U YBOJIHHEHHS pAOOTHUKOB;

0) popMbl, cHCTEeMbI U pa3Mephbl OILIATHI TPYAA;

B) NMOPSIAOK M pa3Mepbl BO3MELIEHHS PACXO/I0B, CBSI3AHHBIX €O CJYKeOHBIMH
KOMAaH/IMPOBKAMU;

I) 3aHATOCTh, epeodyueHune, yCJa0BUsl BLICBO0OOKIeHUsSI PA00OTHUKOB;

1) OCHOBHBIE MpaBa, 0053aHHOCTH U OTBETCTBEHHOCTh PaOOTHUKOB M pabOTOIATENS;

€) peKUM paboThI;

’K) BBIILJIATA MOCOOUI, KOMIIEHCAIIUIA;

3) BpeMs OT/bIXa MEPEPHIBBI IS OT/ABIXA U TUTAHHSI, OTITYCKa U JIp.;

H) YACTUYHAS MJIU MOJIHAS ONJIATA MUTAHUS PA0OTHUKOB;

K) FApaHTHH M JILI'OThI pa00THUKA, COBMEIAIOIIHM PadoTy ¢ 00yyeHueM;

J1) IepeveHb JOHKHOCTEH pabOTHUKOB C HCHOPMUPOBAHHBIM pabOUYUM JTHEM;

M) yJydllleHHe YCJOBUH M OXpaHbl Tpyaa PaGOTHHKOB, B TOM YHCJ€ KEHIIHH W
MOJIO/IEKH

H) MPUMEHSAEMBbIC K paOOTHUKAM MEPhI MOOIIPEHUS M B3bICKAHWS;

0) 03/10pOBJIEHHE U OTBIX PA0OTHUKOB M 4JIE€HOB UX CeMeii.

5. KonnekTHBHBINM TOTOBOP 3aKIIFOYAETCS HAa CPOK

a) He 6oJee roja; 0) He DoJiee Tpex JIeT; B) He OoJiee MSTH JIeT.
6. llltaTHOE pacmucaHue, Kak MPABUIIO, IEHCTBYET

a) B TeueHue roja; 0) B TEUEHHE TPEX JIET; B) B TCUCHUE TISITH JIET.
7. ltatHOE pacnucaHue, Kak MpaBUilo, YTBEPKIAETCS

a) B KOHIIE TO/1a; 0) B HayaJie roja; B) B TEUEHUE TOJa.

8. Cpeau NOKyMEHTOB, Ha OCHOBaHHHM KOTOPBIX COCTABJIIETCS ILTATHOE paclHCaHue,
MO’KHO BBIJIEJIUTD CIIEYIOIINE:

Ykaowcume neckonvko éapuanmoe omeema

a) ycraB (I10JI0KeHUEe) OPraHu3alNu,

0) mpaBuUJia BHYTPEHHETO TPYAOBOTO PACIIOPSIIKA;

B) IOJIOKGHME O CTPYKType H INTATHOH YHMCICHHOCTH OPraHM3anMH,
noapas/eJieHus,;

r) KeanupukanuoHHbI CIPABOYHUK NOJKHOCTEH PYKOBOAUTE/IEH, ClIENHAINCTOB
H IPYrHuX CJIYy:KaIlluX;

1) Tpad MK OTIYCKOB;

€) JOKYMEHTBHI [10 OXpaHe TPY/a;

k) OOwmepoccuiickuii  kaaccupukarop npodeccuii  padoumx, AOLKHOCTeH



CJIyKalluX U Tapu(HBIX pa3psi/ioB.

9. lllTaTHOE pacnucaHue CIEAYET COCTABIISATh

a) 0 CTPYKTYPHBIM IO/Ipa3ieJIeHusIM 0e3 yueTa MoJYMHEHHOCTH;

0) Mo CTPYKTYPHBIM NOJApPAa3jie/ieHUsiM B MOPsiAKe MOJYMHEHHOCTH, B TOM 4YHCJe
YUYUTBHIBasi NOIYMHEHHOCTh BHYTPH CTPYKTYPHOI'O OApPAa3ae/IeHNS;

B) 10 BCel opraHu3anuu 0e3 pas/ieieHus ee Mo CTPYKTYPHBIM MOpa3/IieieHUsIM U yueTa
MNOJIYMHEHHOCTH B HUX.

10. Ecnu npu M3MEHEHUH LITAaTHOTO PACIHCAaHUS IPEANOoJaraeTcs M3MEHEHHUE YCIOBUI
OILIaThl TPyJa B CTOPOHY YXYAIIECHUS WM W3MEHEHHUE CYLIECTBEHHBIX YCIOBHH Tpynaa, TO
COOCTBEHHUK 00513aH YBEJIOMUTH PAOOTHUKA 00 3TOM:

a) He TO03/IHEe YeM 3a Mecsll; 0) He MO3/IHee YeM 3a IBa Mecsla; B) HE I03/IHEE YeM 3a
TPH Mecsla.

7.2.2 TlpuMepHblii NepeveHb 3aaHMil 1JIs1 pellleHUs] CTAHAAPTHBIX 3a1a4

1. 3amonHUTE IPUKa3 O MpreMe Ha pabory corpyauuka (Gopma NeT-1)

Ha ocnoBanuu tpymoBoro poroBopa Nel6-TJ[ or 15.03.2011 Huxutun Bnagumup
BacunbeBuu mpunsat B 3A0 «Camapa-Meramn» (kox mo OKIIO 15965178) mocrosiHHO, 1O
COBMECTUTENLCTBY Ha 0,5 CTaBKM Ha JOHKHOCTh SKOHOMHUCTA B OT/AEN 10 paboTe ¢ MapTHEpaMHu.
BHOBb TpHUHATOMY COTPYOHUKY IMpuCBOeH TabenbHbIi HOMep 0075, oxmam — 10500 py6.,
HasOaBka — 2350 py6. Ucnpitarensublii cpok Hukutuna B.B. cocraBun Tpu mecsua. [Ipuka3z o
npueMe Ha paboTy moAmucaH renepaibHbiM aupektopoM 3A0 «Camapa-Metemn» 15.03.2011.
[Tpu peructpannu emy nprcsoeH Homep 36/K. CoTpynHuk o3HakomiieH ¢ npukazom 16.03.2011.

2. Ha ocHoBanuu mpenplaymiero 3ajaanus caenaite 3anuch (Nel3) B TpymoBoil KHUKKE
COTpYyJIHUKA

3. 3anonHuTe ciy)xeOHOE 3aJaHUE Ui HAmNpaBleHUS COTPYAHHUKA B KOMAaHIUPOBKY
(dpopma NeT-10a) Ha OCHOBAHUY MPEIABITYIINX U CICAYIOMUX TaHHBIX

Corpynnuk 3A0 «Camapa-Meramn»y Hukutun Brnagumup BacunbeBud Hampasisiercs B
KOMaHAMPOBKY B ropoJ MOCKBY J171s1 TPOXOKAEHUSI KypCOB TMOBBIIIEHUS KBaTU(pUKalMu Ha Oa3e
'Oy VII «Kagpe». C nanHOM opranuzanuei 3akiatoueH pgorosop or 12.05.11 Nel6, Ha
OCHOBaHWU KoTOoporo o6Oydenue mnpomuteess ¢ 01.06.11 mo 12.06.11 BxIHOYNTETBHO.
Otnpasnenue noesna u3 Camapsl B MOCKBY COIVIACHO MPOE3IHBIM TIOKYMEHTAM OCYILECTBISAETCS
31.05.11, a npuObitue obpatHo — 13.06.11. Omnara KOMaHIMPOBOYHBIX PACXOJIOB
OCYILIECTBJISIETCS. KOMaHAUPYOUIeH opranu3anueil. JIOKkyMeHT moAnucaH Ha4aJlbHUKOM OTZAENa
no pabore c¢ maprHepamu HMBanoBbiM C.II. u pykoBoautenem 3AO0 «Camapa-Mertamn»
16.05.2011. Ilpu peructpanuu emy npucBoeH HoMep 12.

4. 3anoaHUTE NMPHUKa3 O MooupeHnu paboTHUKOB (hopma NeT-11a)

Ha ocHOBaHuM npencTaBiieHus: pyKOBOAUTENS OTAeNa pa3BUTHs cetn Anapeituenko M.K.
ot 13.07.2010 ero nogurnHeHHBIM — iporpammucty Kammpuny Msany JIMutpuesuuy (TabenbHbIN
HoMmep — 711), mnxenepy 3BoHHHMKOBOM Hpune IlerpoBHe (TabGenbHblli HOMep — 452) wu
CUCTEMHOMY aiMUHHCTpaTopy JleBuny Mapky AnekcanapoBudy (TadbenbHblii Homep — 315) 6b110
peleHo OOBSABUTH OJIArOApHOCTh 3a YCIEHIHYIO peanu3anuio mpoekta. [Ipuka3 moamucan
mupektopom OO0 «UMuTye» (kom mo OKIIO 31152476) Ilepoeim I'.H. 15.07.2010 u
3aperucTpupoBat 1noja Homepom 312. CoTpynHuKU ObUTH 03HaKOMIIEHBI ¢ puka3zom 16.07.2010.

5. 3amosHKUTE MPHUKA3 O MPEAOCTABICHUH OTITycKa paboTHUKY (popma NeT-1)

Crapmiemy kaccupy Oyxrantepun 3A0 «Duepretuk» (kom mo OKIIO — 61262548)
MuponoBoii Onere bopucoBae (TabenpHbIi HOMep 305) 3a mepuon padotsr ¢ 09.05.2009 mo
08.05.2010 mpemocTaBieH €XErOJHBIM OCHOBHOM oIutauMBaeMblii ortmyck ¢ 15.11.2010
MPOAOJDKUATENIBHOCTHIO 14 KanengapHbeiX AHed. [Ipuka3z moamucaH AUPEKTOPOM OpraHU3ALUH
Crenanuenko M.A. 25.10.2010 u 3apeructpupoBan noj Ne27/Ko. CoTpynHuiia 03HaKOMJIEHA C
MIPUKA30M B TOT K€ J€Hb.

6. Ha ocHOBaHuMM mpenplaylIEro 3aJaHus CHAEJIalTe 3anuch B JIMYHOM KapTOUKe
pabotHuka (popma NeT-2)

7. 3amonHUTE KOMaHIUpPOBOYHOE yrocroBepenue (dopma NeT-10) Ha ocHOBaHUU



IPEIbIAYIINX U CIAEAYIOUINX JaHHBIX

Crapumit kaccup 3A0 «DHepretux» MuponoBa Oinbra bopucoBHa HampaBisieTcsl B
KOMaHJIUpOBKY B T.Jlumeuxk mis compoBoxiaeHus mnpoekta ¢ OO0 «WucTpon» Ha msTh
kaneHaapHeix aaen ¢ 10.12.2011 mo 14.12.2011.

Otnpasnenue u3 r.Boponex B r.Jlunenk 3aperucTpupoBall HHCIEKTOP OTAENA KaJpoB
Kuraesa P.I". 09.12.2011, npubsiTue B r.JIunenk — cnenuanuct ynpasineHus kaapos Enna K.K.
10.12.2011.

JIOKyMEHTOM, YJIOCTOBEPAIOIIUM JUYHOCTH MuponoBoii O.b. sBusercs nacnopt
rpaxaanuHa P® cepum 04 23 Ne658411, Beimannbii PYBJI KomunTepHOBCKOTO paiioHa
r.Boponexa 10.mapta 2004r.

KomanaupoBouHoe ynocroBepeHue mnoanucaHo pykoBoautenem 3AO «DHepreTuk»
08.12.2011 u 3aperucTprpoBaHoO MO HOMEPOM 22K.

8. 3amonHKTE IpPHUKa3 O MEepPeBojie paOOTHUKOB Ha APYyryro padory (hopma Ne T-5a).

B cBsi3u ¢ yxoooMm B OTIIyCK TJIaBHOro OyXrajirepa M HadallbHHKAa OT/AENa 3aKyHOK
BPEMEHHO HA UX JOJDKHOCTH Ha3HA4alOTCsl COOTBETCTBEHHO 3aMecTUTeNb Oyxrantepa Mpacrosa
Haranus BnagumuposHa (TabenbHbiii HOMep 63, Ha iepuo ¢ 1 mo 29 urons 2013 r.) 1 5KOHOMHCT
10 3aKyIIKaM M3 IJIaHOBOro oTAena MunosuioB Anekcell BuktopoBuu (TabenbHblil HoMep 623,
Ha niepuon ¢ 5 mo 25 urons 2013 r.). UpacroBa H.B nmepeBenena Ha 1omKHOCTH ¢ okitagoM 25000
py0., a MunoBugos A.B. — 20000 py6.

OcHoBaHHMEM BPEMEHHOTO IMEPEeBOJIa SBUJIOCH MPEICTaBICHHE TeHEPaIbHOTO TUPEKTOpa
000 «Mura» (kog mo OKIIO 33352644) ot 16.05.2013 Ne 11.

[Ipuka3 mnoxamucaH TeHepalbHbIM JAUpeKTOopoM opranuzauuun Kpomotkunsim C.M.
16.05.2013 u 3apeructpupoBan noj HomepoM 15. COTpyIHUKH C HUM O3HAKOMJICHBI B TOT K€
JICHb.

9. 3amoyHUTE TpHKa3 0 nmoolupeHun padotauka (Gpopma NeT-11)

[Iporpammuct otaena peamuszanuu 3A0 «bera» (kox mo OKIIO 56245211) Koznos
I'ennaguii AnekceeBnu (TaOenbHbI HOMep 44) HarpaXAeH LEHHBIM IOJapKOM 3a poOCT
IIPOU3BOJUTENIBHOCTH TPyZa HAa OCHOBAaHWM INPEACTABIEHUS K MOOLIPEHNIO HadaJIbHUKA OTAEIa
peanuzanuu CyBopoBa M.T. NeS1 ot 19.11.2013. I[Tpuka3 noanucad reHepaibHbIM TUPEKTOPOM
opramuszaiuu Tpommuemv ILII. 25.11.2013. n 3apeructpupoBan nox HomepoM 45. CoTpyaHHuK
03HAKOMJIEH C IIPUKA30M B TOT XK€ JI€Hb.

10. Ha ocHOBaHMM JaHHBIX MpeJbIAYyIIEro 3a1aHus caenaire 3anucek (Nell) B TpynoBoi
kHkke Kosnosa I'.A.

7.2.3 IlpuMepHbIii nepeveHb 3aaHMIl ISl pellleHUs] MPUKJIAIHBIX 32124

1. 3anmonHuTe nUUHYO KapTouky (popma NeT-2) paGoTHuka mpu mpueme Ha paboTy U
OTpa3uTe B HEM COOBITUS, UMEBIIIME MECTO B MEPUOJI PAOOTHI COTPYAHUKA B OPraHU3AIUH.

000 «Anbsiae» (kox mo OKIIO 11361421) 14 mas 2010 r. 3akir09mio OeCCpOUHBIM
Tpynosoi norosop Ne 111 ¢ MrnateeBoit Upunoii iBanoBHOM, coryiacHO koTopoMy ¢ 14 mas 2010
I. OHA IMPHUHSITA HA MOCTOSHHYIO paboTy B (PMHAHCOBO-3KOHOMHYECKHM OT/AEN OpraHu3alli Ha
JOJKHOCTH IKOHOMUCTA ¢ okianoM 17000 py6.

[Ipu npueme Ha padoty Upuna MBanoBHa npenocraBuia:

1. macnopt rpaxnanuHa P® cepuun 20 06 Ne 115621, Beinannsiii CoBerckum POB/JI 1.
Bopomnexa, 10 anpesns 2006 1., cOrmacHO KOTOPOMY OHa:

— ponunachk 21 mapra 1975 r. B cene IIpuBanoBka BepxHexaBckoro paiiona Boponexckoit
obnacry;

— COCTOUT B 3aperucTpupoBaHHOM Opake ¢ UrnarbeBbiM Cepreem AnaronbeBuueM 1975
r.p. u umeet cbiHa MruareeBa Biagumupa Cepreesuua 1996 r.p. u nous UrnateeBy Banentuny
Cepreesny 2001 r.p. UrnatseBa Mpuna liBaHoBHa;

— 3apeructpupoBana 25 asrycra 1990r. mo agpecy 394051, r.Boponex, yn. Oieko
Hynnnya, 1.17, kB.26, a ¢pakTuuecku mpoxuBaeT no aapecy 394053, r.Boponex, yn.JIustokosa,
m.3,kB. 117.

2.  CTpaxoBO€  CBHJETEIBCTBO  00S3aTENBHOTO  IMEHCHOHHOTO  CTPaxOBaHUs



Ne(074-190-969-82;

3. cugerenbeTBO 0 npucBoennu MHH 789876544;

4. TpyIOBYIO KHIJKKY, COTJIACHO KOTOpO# mo cocrostauio Ha 14 mas 2010r. ee oOmmid,
HEIPEPHIBHBIN U CTPax0BOH CTak padoThl coctapisieT 10 et 11 mecsites 21 neHs;

5. qumiom o BeiciieM oopasoBanuu cepun BCb Ne0847160, cornacuo koropomy B 2000r.
OHa OKOHYMJIa BOpOHEXKCKUIl rocynapCTBEHHBIH YHUBEPCUTET C MPHCBOCHUEM KBaTH(pPUKALUU
HKOHOMHCT TI0 CIIEHUAIBHOCTU OYXTaNTepCKUil y4eT, aHaIN3 U ayIuT;

UrnarbeBa Mpuna MIBaHoBHA BiiajieeT HEMEIIKUM S3bIKOM HAa YPOBHE UTEHUS U MEpPEBOA
co cioBapeMm, ee Homep Tenedona 950-796-16-62, ona He ABISETCS BOSHHOOOS3aHHBIM JTUIOM.

[IpencraBieHHble CBEACHUS 3aperucTpupoBasl B JIMYHOW KapTOUKe HHCIEKTOP OTIelNa
kazapos Porosa 1.C.

2. 3amoJIHATE MPUKa3 O MOOIIPeHUH paboTHUKOB (popma NeT-11a).

3a JOCTHKEHUE BBICOKOTO YPOBHS NpOJaX MeHemkepam otnena peanusamuun OO0
«Kopa» (kox mo OKIIO 26398641) Kapumosoii DnbBupe PenatoBHe (TabenbHbIii HOMED 356),
[Tanuenko Mapune Unbunuune (TadenpHblii HOMep 358) u Hukununy Anekcero Biagumuposuuy
(TaGenbHbIN HOMEp 375) o npencrasieHuo oT 19.10.2012 No23 HayanbHHKa OT/IENA peaan3anun
Pomoga MBana [TerpoBrua ObIIO penieHO BRILIATHTH peMuto B pazmepe 10 000 pyo. kaxaomy u3
pabotaukoB. [lpukaz nognucan aupexkropom OOO «Kopa» IlapunoBeiM A.H. 25.10.2012 u
3aperucTpupoBan moj Ne46.

3. BamosHHUTE MPHKA3 O MEPEBOjIe PAOOTHHUKA Ha APYTyio padoty (popma NeT-5).

Cekperapp KyOunckas Oubra fxoBneBHa (TabenpHbii Homep 11) ¢ 07.12.2012
nepeBoauTcs u3 cekperapuara OO0 «Paccer» (xox mo OKIIO 45685211) B oTaen kaapoB Ha
BAaKaHTHYIO JIOJDKHOCTb MHCIEKTOpa 1o KaapaM. OcCHOBaHHMEM IepeBoJa IMOCIYXKHIO
zakmoueHHoe ¢ Kyounckoit O.5. momomnutensHoe cornameHue ot 16.11.2012 Ne 120/1
TpynoBomMy norosopy ot 11.08.2008 Ne 120. ITepeBox odopmier nmpukazom Ne3 ot 16.11.2012 u
noanuca reuepanbHbiM qupektopom OO0 «Paccer» MHokeHTheBBIM B.U.

4. Odopmute ceapMyto 3amuch B TpynoBou kHikke KyOunckoi O.f. Ha ocHOoBaHUU
JAHHBIX MPEABIAYIIETO 3aaHUS.

5. Ha ocHOBaHMM [aHHBIX MNPEABIAYIINX 3aJaHUN CAENIaliTe OTMETKY O MEpEeBOJE Ha
JPYryl0 MOCTOSHHYIO paboTy B juuHOW kaprouke KyOunckoit O.S. Ee okiax B A0MKHOCTH
WHCIIeKTOopa 1o kaapam coctaBui 27 000 pyo.

6. 3anoaHKUTE NpUKa3 0 pueMe paboTHUKOB Ha paboTy (popma Ne T-1a)

B 3A0 «AxkBatopusi» (kox mo OKIIO — 45678923) 14 utonst 2013 1. ObUTH 3aKJIFOUYEHBI
TPYZAOBBIE JIOTOBOPHI ¢ TpeMs (u3uueckuMu jgunamu: MBanossiM Iletpom AuekcanapoBuyeM,
[TetrpoBoit Anekcanapoil BanoBHON u AnekcanapoBeiM HMBanom IlerpoBuueM, KoTopble
NPUHUMAIOTCd Ha paboTy COOTBETCTBEHHO Ha CKJIaJ — KIAJOBIIMKOM, B CEKpeTapuar —
ceKkperapeM U B Oyxranreputo — Oyxranrepom. MBanoB Ilerp AnekcaHapoBUY MPUHUMAETCS Ha
paboty c¢ 16 utons 2013 r. nmo GeccpouHoMy TpynoBoMy joroBopy Ne 422 ¢ ucHbITaTelIbHBIM
cpokom 2 Mecsma. [Ipu s3Tom emy ycTraHaBiIMBaeTCs MEeCSIUHBIA okian B pasmepe 20 000 pyo.
TaGenbHb1it HOMep — 311.

[TerpoBa Anekcannpa MBaHoBHa 1oJKHA NPUCTYNUTH K pabdote 14 utons 2013 r. C Heit
3aKJIoYeH OeccpouHblil Tpy10Boit oroBop Ne 423. Pazmep ycraHoBieHHOro okiaaa 16 000 py6.
[TetpoBa mpuHUMaeTcs Ha pPabOTy Oe3 HCHIBITATeNLHOTO cpoka. TabembHBIH HOMep — 312.
AnexcanapoB MBan IlerpoBuu mpuHAT Ha paboTy Ul 3aMEHBbl BPEMEHHO OTCYTCTBYIOIIETO
paboOTHHUKA, 3a KOTOPHIM B COOTBETCTBMM C 3aKOHOM coxpaHsercss mecto paborsl. C HUM
3aKJI04YeH TpyoBoit jorosop Ne 424 cpokom Ha nontopa rojaa — ¢ 14 urons 2013 r. mo 13 gexaOps
2014 r. Pasmep oxiana cocranisier 18 000 py6. TabensubIir HOMep — 310.

ITpuem Ha paboTy yKa3aHHBIX COTPYIHUKOB oopMiieH npuka3oM (1o gopme Ne T-1a) Ne
12 or 14.06.2013. JInmo, ynoJHOMOYEHHOE Ha MOANMCAHUE MPUKA30B O NPUEME — HAYaIbHUK
KaZpoBoi ciy>kOb1 AHTOHOB bopuc BnamumupoBuu. Bce BHOBb NpUHATHIE PAaOOTHUKU ObLIH
O3HAKOMJICHBI ¢ TTpuKa3oM 16 utons 2013 r.

7. 3amoyHUTE MPHKa3 O MpueMe Ha padoTy coTpyaHuka (popma NeT-1)



Ha ocnoBanun tpynosoro gorosopa Nel6-TJI or 15.03.2011 Hukutun Bnagumup
Bacunbesnu npunar B 3A0 «Camapa-Meram» (kox mo OKIIO 15965178) mocrosiHHO, MO
COBMECTHTEIHCTBY Ha 0,5 CTaBKU Ha JOJDKHOCTh SKOHOMUCTA B OTJIEIN 110 pabOTe C MapTHEPaMH.
BHOBb NpHUHITOMY COTPYIHHKY IpucBOeH TaOenbHbld HOMep 0075, oxkmam — 10500 pyo.,
HazbaBka — 2350 py6. Ucnbitarensublii cpok Hukutuna B.B. cocraBun tpu mecsua. [Ipuka3z o
npueMe Ha paboTy MojnucaH reHepaibHbiM AupekTopoM 3A0 «Camapa-Meremn» 15.03.2011.
[Tpu perucrpaunu emy npucsoeH Homep 36/K. CotpynHuk o3HakomiieH ¢ npukazom 16.03.2011.

8. Ha ocHOBaHMM mpeabIAyIIero 3aaanus caenaite 3anuch (Nel3) B TpyaoBOM KHUIKKE
COTpYJIHUKA

9. 3anonHuTe ciyxeOHOe 3amaHUE Jid HANpaBlICHUS COTPYAHHMKA B KOMAaHIIUPOBKY
(popma NeT-10a) Ha OCHOBAHUH MPEABITYIINX U CICAYIOMIUX TaHHBIX

Cotpyanuk 3A0 «Camapa-Metaiun» Hukutun Brnagumup BacuibeBud HampaBiseTcs B
KOMaHJIUPOBKY B ropoJi MOCKBY /JIsl IPOXOKJCHUS KYPCOB TMOBBIIIEHHS KBIM(UKAUN Ha 0a3e
oy Vvl «Kampe». C pganHod opraHuzanuen 3akiatoueH jaoroBop oT 12.05.11 Nel6, na
OCHOBaHUU KoToporo oOydenue mnpommuTteess ¢ 01.06.11 mo 12.06.11 BKIIOYUTENHHO.
Otnpasnenue noesna u3 Camapbl B MOCKBY COTJIACHO MPOE3AHBIM IOKYMEHTAaM OCYIIECTBISETCS
31.05.11, a mnpubsitme ob6parno — 13.06.11. Omjara KOMaHIMPOBOYHBIX PACXOI0B
OCYIIECTBIISIETCS KOMaHIUpYIoel opranu3anueil. JJOkyMeHT moAnucaH Ha4albHUKOM OTAelNa
no pabore c mnaptHepamu MBanoBeiM C.II. m pykoBogmrenem 3AO0 «Camapa-Mertamm
16.05.2011. Ilpu peructpauuu emy nprucBoeH Homep 12.

10. 3amonHuTE NMIpHKa3 0 MoompeHu padboTHUKOB (popma NeT-11a)

Ha ocHoBanum npejcraBieHus: pyKOBOAUTENs OTAeNa pa3BuTHs cetu Auapeituenko N.K.
ot 13.07.2010 ero nogunHeHHBIM — iporpamMmucty Kammpuny MBany JIMutpueBudy (TabenbHbIN
Homep — 711), umxkenepy 3BonHukoBoi Hpune IlerpoBue (TabenpHblii HOMEp — 452) u
cHUCTeMHOMY aaMuUHUCTparopy JleBuny Mapky AnexcanapoBudy (TabenbHbIi HOMep — 315) 6bu10
pemieHo OOBABUTH ONAroJapHOCTh 3a YCHEIIHYIO peanu3anuio npoekta. llpuka3 moammcan
mupektopoMm OO0 «UuTye» (kom mo OKIIO 31152476) Ilepoeim I''H. 15.07.2010 u
3aperucTpupoBat 1noja HomepoM 312. CoTpyaHUKH ObUTH O3HAKOMIIEHBI ¢ pukazom 16.07.2010.

7.2.4 TIpuMepHblii NepeyeHb BONMPOCOB /ISl MOATOTOBKH K IK3aMeHY
. JIOKyMeHTBI, HEOOXOIUMBIE JUIsl OpraHU3aluU KaJpoBOil paboThI
. llITatHOE pacnucanue
. IIpaBuita BHyTpEHHETO TPYIOBOTO pacnopsiaKa
. KomnextuBHbIN 10TOBOD
. JIOJ>KHOCTHBIE MHCTPYKIUH
. JIOKyMeHTBI, IpeICTaBIsIEMbIE IPU IpUEME Ha padoTy
. CocTaBieHHe TPYAOBBIX JOTOBOPOB
. Ilpukas (pacnopsxkenue) o npueme Ha padboty (popma NeT-1 unu NeT-1a)

. OcHOBaHMs pacTOP>KEHMS TPYJOBOTO JOTOBOpa

10. PacTop>kxeHne TpyI0BOTO JOTOBOPA 10 MHUITMATHBE PAOOTHHKA (TI0 COOCTBEHHOMY
JKEJTaHUIO)

11. PactopskeHue TpyI0BOTO 10r0BOpa 0 MHULIMATUBE paboToaaTess

12. Ipekparienue TpyA0BOTo JOTOBOPa MO OOCTOSATENLCTBAM, HE 3aBUCALINM OT BOJIU

O 001N DN K W~

CTOPOH

13. IlpekparieHue TpyL0BOro JOrOBOpa BCIEACTBUE HApYIIeHUs1 ycTaHOBICHHBIX TK PD
WIH APYTUM (hefiepaTbHbIM 3aKOHOM 0053aTEIbHBIX TPABHIII TIPH 3aKITFOUYEHUH TPYIOBOTO
JI0rOBOpa

14. JlIokyMeHTBI, 3aIl0IHSAEMBIE IPH YBOJIbHEHUHN

15. Ipuka3s (pacmnopsikeHne) o NpeKpaieHnu (pacTOpKEHNUN) TPYA0BOT0 JOTOBOPA
(dpopma NeT-8 nmu NeT-8a)

16. O61muit MOpsSI0K BEACHUS TPYIOBBIX KHIKEK

17. Jluunas kaprouka (popma NeT-2)

18. I[IpenocraBnenue u opopmIeHUE OTITYCKOB



19.
20.

NoT-6a)

21.
22.

Cocrasnenue rpaduka oTiyckoB (popma NeT-7)
CocraBneHue npukasa (pacrnopspbkeHus1) o mpefoctaBiieHnn otiycka (hopma NeT-6 u

Odopmienne KOMaHIUPOBOK
Cryxe0HOe 3a7aHue ISl HAPABJICHHSI B KOMaHUPOBKY M OTYET O €T0 BBITIOJHEHUHN

(dbopma NeT-10a)

23.

[Tpuka3 (paciopspKeHHe) 0 HarpaBlIeHHH pabOTHHKA B KOMaHIUPOBKY ((popma NeT-9 u

dbopma NeT-9a)

24.

25

31

37

KomanaupoBouHoe ynoctoBepenue (hopma NeT-10)

. [Ipuka3s (pacnopsixenue) o nmoompeHun padboTHukoB (popma NeT-11 wmm NeT-11a)
26.
27.
28.
29.
30.

HanoxeHune TuCIUTUIMHAPHOTO B3BICKAHUS

[TepeBon Ha npyryto paboTy

[Tpuka3 (pacnopsbkeHUe) 0 mepeBoie Ha Ipyryro padoty (hopma NeT-5 u NoT-5a)
Opranuzanus XpaHeHus: JOKyMEHTOB

OrniepaTuBHOE (TEKYIIIEE)XPAHEHUE TOKYMEHTOB

. ®opMupoBaHue Aein
32.
33.
34.
35.
36.

CocraBiieHre HOMEHKIIATYphI JelT

[IpaBuia ornepaTuBHOTO XpaHEHHsI JOKYMEHTOB

[ToaroroBKa JOKYMEHTOB K TIepeade B apXUB IS JUTUTSILHOTO XPaHEHUS
DKcnepTusa HEHHOCTH TOKYMEHTOB

Odopmienue nen A MOCTOSTHHOTO U IJTUTEIHLHOTO XPaHEHUS

. CocraBieHue onucen nemn

38. Cpoku xpaHeHHs! JOKYMEHTOB

7.2.5 IlpuMepHBIii IepevdeHb 3aJaHUIH /I pellieHusl MPUKJIATHBIX 3a/1a4

He npexycMoTpeHo y4eOHBIM IJIaHOM

7.2.6. Meronuka BbICTABJeHHS OLEHKH TNPH TMPOBEAEHUHM TPOMEKYTOUHOI
arTecTanuu

DK3aMeH MPOBOJUTCS IO OMIIeTaM, KX bl U3 KOTOPBIX COAEPIKUT 2 BOMPOCa U 3a7auy.
Kaxxnplii OTBET Ha BOMPOC W PEHICHUE 3a7a4d OIEHUBACTCS MO 5-0aJTbHOW IITKaje.
MakcumanbHOE KOJIMYECTBO OayIoB — 15.

1. Onenka «HeynoBneTBOPUTEIBHO» CTABUTCS B ClIydae, €CJIM CTYACHT HaOpasl MeHee 5

OaJLIoB.

OaI0B

2. OtnieHKa «Y TOBJIETBOPHUTEILHO» CTABUTCS B CIIydae, €Clid CTyAeHT Habpai ot 5 mo 10

3. Onenka «Xopomio» CTaBUTCS B cIydae, eciu cTyeHT HaOpan ot 11 mo 14  Gamios.
4. Onenka «OTIMYHOY» CTABUTCS, €CIIU CTYAEHT Habpa 15 6aos.
7.2.7 TlacniopT OlIeHOYHBIX MaTePHAJIOB

Kon
KoHnTponupyembie pas/essl (TeMbl) . HaumenoBanue
Ne mi/mm KOHTPOJIUPYEMOU
JVCTIATUTHHBI OIIEHOYHOTO CPE/CTBA
KOMIIETEHINH
1 Opranuzanus padots! kaaposoi cinyxosl [[IK-17, [IK-13, |Tect, mpakTuueckue
ITK- 12, TIK-11, |3amaHus, 3ammTa KypcoBOM
I1K-10, OK-4 paboThl, 3K3aMEeHaIMOHHBIE
BOTIPOCHI
2 Odopmienne npuema Ha paboTy U IIK-17, [IK-13, |Tect, mpakTuyeckue
YBOJIbHEHUS IIK- 12, TIK-11, |3amaHus, 3ammTa KypcoBOM
I1K-10, OK-4 paboThl, 3K3aMEeHaIMOHHBIE
BOTIPOCHI
3 Benenue Tpynossix kamxek v kauru ux |(I[1K-17, [IK-13, |Tect, mpakTuueckue

y4eTa ITK- 12, TIK-11, |3amaHus, 3ammTa KypcoBOM
I1IK-10, OK-4 paboThl, 3K3aMEHAIMOHHBIE
BOITPOCHI




4 VYuer cBeaenuii o nepconane u padouero |[1K-17, [1K-13, [Tecr, mpaktuueckue
BpPEMEHU [IK- 12, TIK-11, |3apmaHus, 3amuTa KypcoBOi
[IK-10, OK-4 paboThI, SK3aMEHAIIMOHHBIC
BOIIPOCHI
5 [IpenocraBnenue u ohopmIICHHE [IK-17, I1IK-13, |TecT, mpakTU4ecKue
OTIYCKOB, KOMaHAUPOBOK, noompenus u |[1K- 12, [TK-11, |3aganus, 3ammura KypcoBoit
B3BICKaHUs, TIepeBoa Ha pyryto padory [[IK-10, OK-4 paboThI, SK3aMEHAIIMOHHBIC
BOIIPOCHI
6 XpaHeHue JOKyMEHTOB IIK-17, I1IK-13, |Tect, mpakTU4ecKue
[IK- 12, TIK-11, |3apmanus, 3ammTa KypcoBOi
[IK-10, OK-4 paboThI, SK3aMEHAIIMOHHBIC
BOIIPOCHI

7.3. MeToauyeckue MaTepHaIbl, ONpe/esiiolne npoueaypbl OeHNBAHUS 3HAHU,
YMeHUil, HABbIKOB U (MJIM) ONbITA JeATeJIbHOCTH

TectupoBanue ocCymecTBIsieTCd, MO0 MpU IOMOLIM KOMIBIOTEPHONH CHUCTEMBI
TECTUPOBaHUs, JMOO C HCIOJIb30BAHUEM BBIIAHHBIX TECT-33JlaHUN Ha OYMa)KHOM HOCHTEIE.
Bpemsi TectupoBanmst 30 MuH. 3aTeM OCYIIECTBISICTCS MPOBEPKa TECTa DK3aMEHATOPOM H
BBICTABIIIETCS OIIEHKA COIJIACHO METOJMKH BBICTABJICHHS OLEHKM TMPH MPOBEACHUU
IIPOMEKYTOUYHOM aTTECTALUH.

Pemenne cTaHmapTHBIX 3a7ad OCYIIECTBISETCS, JIMOO NpPU MOMOIIM KOMITBIOTEPHOM
CUCTEMBI TECTUPOBAHMSI, OO C MCIOJB30BAHUEM BBIIAHHBIX 33]a4 HAa OYMa)KHOM HOCHTEJC.
Bpemss pemenus 3amauy 30 wmwuH. 3aTeM oOCyIIeCTBISieTCSl MpPOBEpPKa pelIeHHus 3ajad
HK3aMEHATOPOM M BBICTABIIACTCS OIICHKA, COTJACHO METOAMKU BBICTABJICHUS OLICHKU TMIPU
MPOBEJICHUH MMPOMEKYTOYHON aTTeCTALlUU.

Pemenue mpukiagHBIX 3a/ad OCYHICCTBISETCS, JIMOO TpPH TMOMOIIM KOMIIBIOTEPHOM
CUCTEMBbl TECTUPOBAHMs, JHUOO C MCIOJIB30BAHUEM BBIIAHHBIX 33]a4 HA OYMa)KHOM HOCHUTEJNE.
Bpemss pemenns 3amau 30 MuH. 3areM OCYIIECTBISCTCS IPOBEpKA pEHICHUS 3a]ad
HK3aMEHAaTOPOM M BBICTABIIAETCS OIIEHKA, COTJACHO METOAMKU BBICTABJICHUS OLIEHKU NIpH
MIPOBEICHUH MPOMEKYTOUYHOM aTTeCTAIINH.

3amuTa KypcoBoi pabOThI OCYIIECTBIISETCSI COTJIACHO TPEOOBAHUSIM, MPEABABISIEMBIM K
paboTte, ONMHMCAHHBIM B METOIUYECKHMX Marepuanax. l[IpumepHoe BpeMmsi 3allUThl Ha OJHOTO
cTyneHTa coctasnser 20 MuH.

8 YYEBHO METOJUYECKOE U TH®OOPMALIMOHHOE
OBECIIEYEHHUE JUCIUIIJINHBI)

8.1 lepeyenn y4eOHOIi JuTEPATYPbI, HEOOXOIMMOI 1151 OCBOEHHS THCIMIJIHHBI

1. [enompousBoAcTBO B KaapoBod ciyxkOe. YueOnuk WM3marensctBo:IOHUTU-TAHA
Aptopbr:fAukoBuu IIILA.  Ton wu3manua:2012 Mecro usnanus:MockBa KomuuectBo
crpanui: 160 ISBN:5-238-01076-1 Tun wsnanus:yueonuxk I'pud:rpudp YMO, YMIL
I5C IPRbooks

2. Kagposas ciayx0a npeanpustus. Je1onpon3BoJICTBO, TOKyMEHTOO00POT U HOpMaTHBHAS
6aza YuebHoe mocobue M3znarenscTBo:Kopropauus «/lumons» ABTopsl:I'ycsTHHKOBa
H.E., 3axapkuna O.W., [lutoBa M.A. T'on u3zmanus:2012 Mecro wuznanus:CapaToB
KomuuectBo crpanum:217 ISSN:2227-8397 Tun wusnanus:yuebHoe nocobue I5C
IPRbooks

3. OCHOBBI  JIOKYMEHTAIIHOHHOTO  OOCCIICUeHUs]  yIpaBJieHHs Y4eOHoe mocobue
W3natensectBo:FOxHBI  nMHCTUTYT MeHexkMmeHTa Abropel:Mensenesa O.B. T'og
m3nanusa:2011 Mecro m3nanus:KpacHomap KommyectBo crpanwmi:181 ISSN:2227-8397
Tun uznanus:yaeonoe nocooue I5C IPRbooks

8.2 IlepevyeHb HH(POPMALMOHHBIX TEXHOJIOTHIA, HCIIO0JIb3YeMbIX PH OCYLIEeCTBJIEHHH
o0pa3oBaTeIbHOIO Ipouecca MO JMCHUILVIMHE, BKJIOYas IepedYeHb JIHIEH3HMOHHOIO




NMPOrpaMMHOr0 obecrneveHusi, pecypcoB MH(POPMAIHOHHO-TEJIEKOMMYHHKAIMOHHOI CeTH
«/HTEepHET», COBpPEMEHHbIX MNPOPEeCCHOHANBHBIX 0a3 JAAHHBIX M HHQPOPMANMOHHBIX
CIIPABOYHBIX CHCTEM:
OCC «KoHCynbTaHT IUTHOC)»
1O «Windows 7»
OCC «COI-eno»
1O «Microsoft Office 2007»
9bC «MAPK-SQL»
9BbC «IPRbooks»
Ilepeuenns pecypcoB HMHGOPMALMOHHO-TEJIEKOMMYHUKANMOHHON ceTn «MHTepHeT),
HeO0XOIMMBIX /1151 OCBOEHHUSI THCHUILTHHBI:
1. AJIMHMHHCTpaTHBHO-yIpaBicHueckuii moprai //http://www.aup.ru/
2. Kypnan «Yupasienue nepconanomy»// http://www.top-personal.ru
3. DnexTpoHHas OMOIMOTEKa MO BOIPOCaM SKOHOMHUKH, GUHAHCOB, MEHEIXKMEHTA U
mapkerunral// http://www.aup.ru
4. Tlopran «Kamposoe aenomnpoussoactsoy // https://www.referent.ru/48/208945?10=

ok wdE

9 MATEPUAJIBHO-TEXHHUYECKAS BA3A, HEOBXOJIUMAS JIsA
OCYUIECTBJIEHUSA OBPA30OBATEJIBHOI'O NIPOLHECCA

1) JlexruonHast ayautopust (000pya0BaHHAs BHICONPOCKIIMOHHBIM 000y I0BaHHEM
JUTSI IPE3EHTAINi, CpeICTBaMU 3BYKOBOCIIPOM3BEICHUS, SKPAHOM).

2) Aynutopusi JUTsl TPOBEACHUS CEMUHAPCKHUX M IPAKTUYCCKHUX 3aHITHN
(o6opynoBaHHast yueOHOM MeOEINbIO).

3) bubnunoreka (umeroias paboune Mecta JUis CTYACHTOB, OCHAIIICHHBIC
KOMITBIOTEPAMH C JOCTYNOM K 0a3aM JaHHBIX U ceTu HTepHeT).

4) KoMIbIOTEpHBIHN KI1acc.

10. METOANYECKHE YKA3AHUSA JJIs1 OBYYAIOLIIUXCS ITO OCBOEHUIO
JUCIHUIIVIMHBI (MO Y JIS)

Ilo mucumniube «JloOKyMEHTAalMOHHOE OOECIEeUeHHe YIPaBJIECHUS IEPCOHAIOM)
YUTAIOTCS JICKIIUH, IPOBOJATCS MPAKTUUECKUE 3aHATHUS, BBIIIOJIHSIETCS KypcoBasi paboTa.

OcHOBOM M3y4YeHUS JUCLMIUIUHBI SIBISIFOTCS JEKIUHU, HA KOTOPBIX M3JIaraloTcs Haubosee
CYIIECTBEHHBIE U TPYJHBIE BONPOCHI, a TAaKXkKe BOIPOCH], HE HAIIEIIINE OTPaKEHUsI B yuyeOHOU
JUTEpaType.

[IpakTrueckue 3aHATHS IPOBOJATCS IIyTEM PELICHUS KOHKPETHBIX 33]1a4 B ayIUTOPHUH.

MeTtoauka BbIIOTHEHHS] KypCOBOM pabOThI M3JI0)KEHA B y4EOHO-METOJMUYECKOM ITOCOOHH.
BbInonHATE 3Tansl KypcoBOi paboTHI 10JIKHBI CBOEBPEMEHHO U B YCTaHOBIIEHHBIE CPOKH.

KoHTposnbs ycBOoeHMs Marepuana IJUCHUILIMHBI IPOU3BOAUTCS IPOBEPKOM KypCOBOM
paboThI, 3aIIUTOI KYpcOBOM pabOTHI.

By yueOHbBIX 3aHATHI JledaTenbHOCTh CTyIeHTa

Jlexmust Harmmcanne KOHCIEKTa JICKITH: KpaTkKo, CXEMaTU4HO,
MOCNEA0BATENbHO (PUKCUPOBATH OCHOBHBIE TIOJOXKEHUS, BBIBOJIBI,
(bopMyTUPOBKH, 0000IIECHHS; TTOMEUYATh Ba)XHBIE MBICIH, BBIJCISITH
KIJIIOUEBBIE CJIOBa, TepMUHBI. [IpoBepka TEpMHHOB, MOHATUNA C
ITOMOIIHIO SHIHUKJIOTICAUH, cloBapew, CITPaBOYHHKOB c
BBHIMICHIBAHUEM TOJIKOBaHUU B TeTpaab. OO03HAUEHHE BOIIPOCOB,
TEPMHUHOB, MaTepHayia, KOTOpPHIE BBI3BIBAIOT TPYAHOCTH, TIOWCK
OTBETOB B pPEKOMEHJyeMoil yiureparype. Ecinu camocrostensHO HE
ynaercsi pa3oOparbcs B Marepuaie, Heo0XoAuMo chopMyINpOBAThH
BOIIPOC U 33J1aTh MPEMNO/IaBaTeli0 Ha JEKINH UM Ha MPAKTHYECKOM
3aHSITHUU.
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[IpakTrueckoe
3aHATUC

KoHcniektupoBaHre peKOMEHIyeMbIX HWCTOYHMKOB. PabGora ¢
KOHCIICKTOM HGKHHﬁ, noATOTOBKAa OTBCTOB K  KOHTPOJIbHBIM
BOIpOCaM, MIPOCMOTP pEKOMEeH1yeMO JUTEPATYPHI.
[IpocnymmuBanue aynauo- M BHUACO3ANUCEH IO 3aJaHHOW TeMe,
BBITMIOJIHEHHE pacyeTHO-TpaduUecKuX 3aJaHuii, perieHue 3aaad Io
AJITOPUTMY.

CamocTrosrenbHas paboTta

CamocrosTenbHas paboTa CTYJEHTOB CIOCOOCTBYET TIIyOOKOMY
yCBOEHHMsI ~ y4eOHOro  marepuaiga M Pa3BUTHIO  HABBIKOB
camooOpa3zoBanus. CamocrosiTenbHass — pa0oTa  mpezmnosaraer
CJIC/IYIOIIIE COCTABIISIOIHUE:

- pabota Cc  TekcramMu:  y4yeOHUKaMH,  CIIPaBOYHHMKaMH,
JIOTIOJTHUTEIILHON JIUTEPaTypoi, a Takxke MpopadoTKa KOHCIIEKTOB
JIEKITUH;

- BBIIIOJIHCHUEC JOMAITHUX SaﬂaHI/Iﬁ H pacCyCTOB;,

- paboTa HaJ TeMaMH JUIsl CAMOCTOSATEILHOTO U3Y4EHUS;

- ydactme B palboTe CTYJCHUYECKHMX HAyYHBIX KOH(EPEHIHIA,
OJIUMITHA];

- IOAT'OTOBKA K HpOMGH(YTOqHOﬁ aTTeCTaluu.

IToaroroBska k
IIPOMEKYTOYHON
aTTecTaluu

I'oToBuTHCSH K IIPOMEKYTOUHOU aTTecTaluu clenyer
CUCTCMATUYCCKU, B TCYCHUC BCCro CEMECTpaA. NHTencuBHas
MOArOTOBKA JOJDKHA HA4YaThCs HE MO3JHEE, YEM 3a MECSIL-TIOITOPA 10
IIPOMEKYTOYHOM arrecTanuu. JlaHHble IEpe IK3aMEHOM, IK3aMEHOM
Tpu JHS 3(QeKkTuBHEE BCEro HCHOIB30BATh MJIsi HMOBTOPEHHS U
CUCTEMATH3alM1 MaTepHUala.




