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MecTo IMCHUIUIMHBI B CTPYKTYpe 00pa3oBaTe/ibHOM MPOrpaMMbl

JucuuruimHa «/lokyMeHTannoHHoe oOecrneyeHne Npo(ecCHOHATBHON NesTeTbHOCTH
OTHOCHUTCS K JUCHUIUIMHAM oOs3arenbHON dwactm brioka 1. Jucummuimebel  (MOmynH)
KoMMyHHKaTHBHOTO MOJyJsl Y4eOHOTO IIaHa OCHOBHOM MpodeccruoHanbHOi 00pa3oBaTenbHOM
MIPOrpaMMBbI BhICIIET0 00pa3oBaHus — MpOTrpamMMbl OakallaBpuaTa Mo HaIMPaBJICHUIO MOATOTOBKU
43.03.01 Cepsuc, HampaBiieHHOCTh (TIpo¢uib) 00pa3oBaTeNbHON MPOrpaMMbl « TE€XHOIOTHH U

OpraHH3alus IeSITeIbHOCTH B HHYCTPHH TOCTEIIPUMUMCTBAY, 3204HON POPMBI 0O0YUCHHUSL.
JlucummiimHa omMpaeTcs Ha pe3yibTaThl oOydeHus, chopMHupoBaHHBIE Ha 0Oaze psia

JUCHUITIINH yqe6Hor0 I1J1aHa,

«[IpodeccronanbHast 3TUKA U ITHKET.
Pe3ynbTaThl M3y4deHHs AMCUUIUIMHBI SABJISIOTCS OCHOBOM JUISi M3YYEHHS JUCLMIUIMH:
«Puck-menemxmMeHT, «KoHpIUKTOMOTHS.

1. Ilepeuenn

MJIAHUPYeMBbIX

Pe3yJIbTATOB) MO JUCHUILINHE

Heabio ocBOeHUSI TUCUMIIMHBI SIBISIETCS (POPMUPOBAHUE Y CTYCHTOB TEOPETUUCCKUX
3HAaHUH W TPAKTHYECKHX HABBIKOB JIOKYMEHTAIIMOHHOTO oO0ecredeHus: MnpodeccHoHaIbHON
NeSITeIbHOCTH Ha OCHOBE COBPEMEHHBIX TpPEOOBAaHHM, NPEIBIBISIEMBIX K COCTaBJICHUIO W
0(hOPMIICHUIO TOKYMEHTOB.

3agayamMu 0CBOEHHS TMCIUIIMHBI SBISIFOTCS !
1) uMeTh MPAKTHYCCKUH OTIBIT:

- LIOKYMCHTAIIUOHHOT' O obecreyeHus ACATCIIbHOCTU OpraHU3allnm;

2) yMeTb:

pe3yJIbTaTOB

o0yueHust

HN3YUYCHHBIX O6y‘IaIOH_II/IMI/IC${ B IpCAbIAYHIUX CEMECTpax:

(o0pa3oBaTeIbHBIX

- IPUHUMATh, PErUCTPUPOBATD, YYUTHIBATD ITOCTYIAIOIINE JOKYMEHTHI;
- IPOBEPATH NPABUIBHOCTD OPOPMIICHHS JOKYMEHTOB;
- BECTH KapTOTEKY y4eTa IPOXO0KIAECHUS JOKYMEHTAIbHBIX MaTEPUAJIOB;

3) 3HaTh:

- OCHOBHBIE NOJI0KEeHU ENNHOMN rocy1apCcTBEHHOM CUCTEMBI JEJIONPON3BOICTBA;
- BUJIbl, (PYHKLIMU JOKYMEHTOB, [TpaBUJIa UX COCTABIIEHUS U O(POPMIICHUS;

- IOPAZO0K JOKYMEHTUPOBaHMsI HH(POPMALIMOHHO-CIIPAaBOYHBIX MaTEpHAJIOB;

- IpaBUJIA JEJIOBOIO 3TUKETA U JIEI0OBOI0 OOILEHHMSL.

B pesynbrare
NpOoQECCUOHATBHON  JESITEIbHOCTH

OCBOCHUA

POrPaMMBI

«JlokyMeHTaMoHHOe
OakanaBpuata OOydaroIukcs

oOecrieueHue
OJDKEH  OBJIAJETH

CIEYIOIIUMHU pe3ybTaTaMu 00Y4YEeHHUS MO TUCIUILINHE (B TaOJIHIIe MPECTaBIEHO COOTHECEHUE
00pa3oBaTeNbHBIX PE3yJbTaTOB OOYYEHHS MO IUCHUILIMHE C HWHAUKATOPAMH JTOCTHKCHUS

KOMITCTCHIIHH ):

Komnerenuus n O0pa3zoBaTenbHbIE Pe3yabTATHI JUCIHUIIIHHBI

HHIMKATOPHI ee (3tanbl GopMHUPOBAHMS AMCHUIITTHHBI)

JNOCTH/KCHHS B

3HaeT ymeer BJaaeeT
AUCHUILINHE
[TK-8 Criocoben OP-1 OP-2 OP-3
OpraHu3aluu - OCHOBBI BEJICHHUS - BECTU IIEPETOBOPBL, | - HABBIKAMU BEACHMUS
B3aMMOJICHCTBUS JIEJIOBBIX OCYIIECTBIISATh JIEJIOBBIX
IIPEIIPUATHS CEpBUCA IIEPETOBOPOB, KOMMYHMKAIUH C IIEPETOBOPOB;
C KOHTaKTHBIMU OCYIIECTBIICHUS KOHTaKTHBIMU - HaBbIKaMU paboTEHI C
ayIUTOPUSIMU KOMMYHHUKAIUHU € ayUTOPUSIMU, HEo0XouMon
KOHTAKTHBIMHU - paboTaTth C JOKYMEHTAMEN;

I1K-8.1. Brazneer ayaUTOPUAIMY, HE00XO0TUMOI - HaBbIKaMU pabOTEHI C
TEOPETUICCKUMHU - OCHOBHI pa3pabOTKH JIOKYMEHTaluen HAJIOTOBOM
3HaHHUAMH HE00X0AuMOn - paboTarth C OTYETHOCTBIO.
OpraHu3anun JIOKYMEHTAIlUH; HaJIOTOBOH
B3aHMO/ICHCTBUS - OCHOBBI OTYETHOCTEIO;
NPEANpUATHS CEPBUCA | Haroroo6I0KEHHS B




Komnerennus u
HHAUKATOPHI ee

Oo0pa3oBaTtesibHbIE Pe3yJbTATHI U CHUAIIUHbBI
(3Tanbl GopMHUPOBAHNS JMCIUILTIHHBI)

JOCTHKEHHS B
ANCUUILINHE

3HaeT

ymeert

BJIageeT

C KOHTaKTHBIMH
ayIUTOPUSIMHU.
I1K-8.2. [Ipumensier
METO/Ibl OpraHU3aIuu
B3aUMOJICUCTBUS
NpEANPUSITHS CEpBHCA
C KOHTaKTHBIMH
ayJIUTOPUSIMHU.
I1K-8.3. YuactByeT B
JIeATETLHOCTH 110
OpraHu3aluu
B3aUMOJICVCTBHUS
MPEANPUSITHS CEpBHCA
C KOHTAKTHBIMU
ayIUTOPUSIMHU.

CEpBHCE;

2. Oobem JAUCHHUIIIIMHBI
aKageMHIYeCKUX 4YacoB,

B 3a4YeTHBIX eIMHMIAX ¢ YKa3aHHeM KoOJIMYecTBa
BbIICJICHHBIX Ha KOHTAKTHYI paldory oO0y4aroummxcs

C

npenojaaBarejeM (M0 BHAaAM Y4eOHbIX 3aHATHI) M HA CaMOCTOSITEJIbHYIO PpadoTy

00y4YarIIHUXCs
YyeOHble 3aHATUSA
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3. Conep:xkanue JNCHMIUVIMHBbI, CTPYKTYPHMPOBAaHHOEe M0 TemaMm (pa3aeiaam) ¢
YKa3aHHEM OTBeJIeHHOIr0 Ha HHMX KOJMYECTBA aKaJeMHYECKHX 4YacOB M BHIOB Y4eOHBIX

3aHATHH

3.1. Ykazanue mem (pazoenos) u omeedeHH020 HA HUX KOIUUECMEA AKAOEMUYECKUX UACO8 U

6U008 YUeOHbIX 3aHAMUIL

HaumeHoBaHue pa3jiesia M TeM

KosnnyectBo 4yacos no popmam
OpPraHu3anMu 00y4eHus




3aHATHA
-Hasi padoTra

JleKnnnoHHbBIE
3aHATUA

IIpakTuyeckue
JlaGopaTopHble,
3aHATHA
CamocrosiTesb

9 cemecTp

Tema 1. [lonarune u BUIBI JOKYMEHTOB B cdepe

[EEN
N
1
[N
o

cepBHca

Tema 2. OpraHu3allMOHHO-YIIPaBICHUECKHE 1 1 i 10
JIOKYMEHTHI B chepe cepBuca

Tewma 3. JIokyMEHTHI IO PEKPYTHHTY IIEpCOHAA 1 1 - 10
Tema 4. JIOKyMEHTBI MO JBMXXEHHUIO IEPCOHAJA:

COCTaB, COJIEp)KaHWE, TMOPSAAOK IOATOTOBKH H 1 1 - 10
o opMITCHHS

Tewma 5. JlokymMeHTHI 10 y4€Ty nepcoHana - 1 - 10
Tema 6. JIOKyMEHTBI, OMOCPENYIOIINE OTHOILICHUS ) 1 i 10

110 OXpaHe TPYyAA U [10 OpraHu3aluu pabounx MecT

Tema 7. OTnenbHBIE TOKYMEHTBI, OIMOCPEAYIOIINE
OTHONIIEHHUS TIO0 COLHUAIBHOMY CTPaXxOBaHHUIO U - 1 - 10
MIEHCHUOHHOMY 00€CTICUEHHIO

Tema 8. CI/ICTeMaTI/BaI_II/IH n OIICPATUBHOC

XPaHEHUE JJOKYMEHTOB 10 CEPBUCY i 1 ] 10
Tema 9. Cnyx6a MHTEpHET-MapKETUHTA: MOHSTHE, ) 1 i 5
CTPYKTYpa, OCHOBHbIE (DYHKIIH

Hroro no 9 cemectTpy 4 10 - 88
Bcero mo aumcuuninHe: 4 10 - 88

3.2. Kpamkoe onucanue cooepicanus mem (pazoenos) OUCUUnIUHD
Kpartkoe conep:xanue kypca (9 cemectp)

Tema 1. IlonsiTHe M BUABI JOKYMEHTOB B c(pepe cepBHca.

IloHsiTHE NOKYMEHTOB, ONOCPEAYIOLIUX IPOLIECC CEPBUCHOM MAEATEIBHOCTH U HX
KJaccuukanus (o 1eJeBOM MPUHAIJIEKHOCTH, MO YIPABIECHUYECKUM 3aJadyaM, PEIIaeMbIM C
MIOMOIIIBI0 COOTBETCTBYIOILEr0 JIOKYMEHTA, M0 CPOKY XPaHEHHUs MO CTENeHH 00s3aTelbHOCTU
BEJCHUSI JOKyMeHTauuu pabortonmateneM u T.1.) HopmartuBHas ocHOBa mpolecca
JOKYMEHTUPOBAaHUSI  CEPBUCHOM  JIEATENIbHOCTH  (HOPMAaTHBHO-TIPABOBbIE  aKThl  OOIIETo
XapakTepa: akTbl MEXJIyHAapoJIHOro U (elepaibHOro YpOBHS; aKThl CyOBEKTOB (enepanuu;
JIOKQJIbHBIE HOPMATHBHBIE aKThl; HOPMaTHUBHO-METOIMYECKAs JOKYMEHTALMs: HOPMATHUBBI IO
JIOKYMEHTHPOBAHUIO, JIEJIONPOU3BOJICTBY U XPAHEHUIO IOKYMEHTOB, KJIaCCU(UKATOPHI TEXHUKO-
HSKOHOMHMUYECKOW HWH(POpPMALMU; HOPMATUBBl MO OpraHu3aluk paboThl CIykO ylpaBiIeHUS
MIEPCOHAJIOM).

Tema 2. OpranusaliuoHHO-yNIpaBJIeHYeCKHe JOKYMEHThI B cdepe cepBuca

[lonsiTe  opraHU3aIMOHHO-YIPABIEHYECKOTO JOKyMEHTa B cdepe CcepBUCHOM
NeSITeIbHOCTH (CpaBHEHUE C MPABOBOM KaTeropueil «JIOKaJdbHBII HOPMAaTUBHBIA akT B cepe
TpyZa»), BUJAbI, MpaBoBas OCHOBa pa3paboTku U npuHsTui. CocTaB, coAep’KaHUE, MOPSI0K
MOJATOTOBKA U O(QOPMIIEHHS OpPraHU3alMOHHO- YIPABJIEHYECKUX JIOKYMEHTOB (TIOJIOXKEHHUE O
nepcoHane (KOJUIEKTUBHBIA JOTOBOp); IMOJIOKEHHE 00 OXpaHe Tpy/Aa; MpaBuia BHYTPEHHETrO
TPYAOBOIO  paclopsiika; JODKHOCTHAasE ~ MHCTPYKIMS;  IOJIOKEHHE O  CTPYKTYpHOM
NOJIpa3/eJIEHNH, IITATHOE PACIINCAHUE, TTOJI0KEHUE O KOMMEPYECKOU TallHE U T.1.).

Tema 3. JIoOKyMeHTBbI 10 PpEKPYTHHIY NepPCOHAJIA.




IloHATHEe M BUABI JOKYMEHTOB IO PEKPYTHHIY NepcoHana. JIOKyMeHTsI, opopmisieMble
Ha JTare MOoUCKa MepcoHajIa u UX o0Iias XapakTepUCTHKA: Co/lepKaHKe, MOPSA0K pa3paboTKu U
npuMeHeHus (3asBKa Ha TIONCK M OTOOp TepcoHana, KBaau(UKAIMOHHBICE TPeOOBaHHS K
COWCKATeIII0 BaKaHCUHU, OOBSIBIEHUE O BaKaHCUU U T.1). JIOKyMeHTHI, oopMiIsieMble Ha 3Tare
orOopa IepcoHala M HX O0OIas XapaKTepUCTUKA: COJACpXkKAaHUE, IMOPSJIOK pPa3paboTKU U
npuMeHeHus (pe3oMe, aHkeTa, aBToouorpadus u T.1.). JJoKyMeHTHI, odopMiIieMble Ha 3Tare
HailMa mnepcoHaja M UX O00INAs XapaKTEepUCTHKA: COJIEp)KaHue, MOPAJOK pPa3paboTKu U
IPUMEHEHHU (JOKYMEHT, yaocToBepsaomuil auanocts, MHH, cBuaeTenscTBo rocy1apcTBEHHOTO
IICHCUOHHOTO CTPAaxOBaHUs, JIOKYMEHT BOMHCKOI'O y4eTa, TpyJIoBas KHMXKKA, 3asBJIECHUE O
npreMe Ha paboTy, TPYIOBOM JIOTOBOp, MPHKA3 O MpUEeMe Ha padoTy, coryacue Ha 0O0paboTKy
NEPCOHAIBHBIX JAHHBIX U T.JI.).

Tema 4. JIokyMeHTbI IO BHKEHHIO INEPCOHAJIA: COCTaB, COJAEPiKaHHUe, MOPSI0K
MOJATrOTOBKYU U 0()OpMJIEHH .

[lonatne wu knaccupuKamus JTOKYMEHTOB TIO JABIDKEHHIO mepcoHana. Ilpukassl,
ONOCpEeAYIOIIME OTHOIIEHUS IO JABM)KEHHIO KaJpOBOIO cocTaBa y paloTojarens: MOHSTHE,
coaepkanue, npoueaypa ohopmieHus (0 nepeBoze, 0 NPeAOCTaBICHHH OTITYCKa, O MPOBEICHUH
aTTecTalluyd, 00 YBOJBHEHMHM, O KOMAaHIMPOBAaHHM, O I[OOIIPEHUH, O MPUBICUEHUH K
JUCLUIUIMHAPHOM OTBETCTBEHHOCTH). JIOKYMEHTBI K INpHKa3aM I10 JABMXXKCHMIO IepCcOoHaa:
MOHATHE, COJAEpKaHHe, Mpoleaypa opopmieHHus (3asBICHHS, MPEICTABICHHE Ha MPOBEACHUE
aTTeCTallud B OTHOLIGHMHM KOHKPETHOTO pPAa0OTHHKA, AaTTECTALMOHHBIM JIUCT, NPOTOKOJIbI
aTTECTAllMOHHONH KOMHCCUH, TpaduK OTIIYCKOB, CIyXeOHOE 3aJaHue, KOMaHIUPOBOYHOE
yJloCTOBEpeHHe, akThl (00 0TKa3ze OT nmoanuck)). OT4ETHBIE JOKYMEHTHI O JIBUKEHUH IIepCOHaa:
MOHATHE, BHUJBI, COAEpKaHUE, 0COOEHHOCTH Oo(opMiIeHHs (CIpaBKa O TEKY4YeCTH MEepCoHaa,
0030p 1o KajpaM, OTUET 00 YBOJIEHHBIX COTPYIHUKAX).

Tema 5. JIoKyMeHTBI 110 Y4ETY epCcoOHAJIA.

ITonsatne, 0cOOEHHOCTH M BHUJbI JTIOKYMEHTOB IO Y4eTy KaapoB. JIMyHas KapTouka Kak
00s13aTeNbHBIA JOKYMEHT I10 Y4YeTy KaJIpOB: IOHSATHE, OCOOCHHOCTH O(QOPMIICHHS, BH/IBL
JIuuHoe Aeno Kak HeoOs3aTeNbHbIM JOKYMEHT IO YYeTy KaJpoB: HOHATHE, OpOpMIICHHE U
BE/ICHUE JINYHBIX JeT (J0Che) cOTpyAHUKOB. COCTaB JOKYMEHTOB JTUYHOTO fena. OdopmieHne u
BE€JICHUE TPYJOBbIX KHUKEK U BKJIA/bIIIEH K HUM.

Tema 6. JlokyMeHTHI, omocpeayioliue OTHOLIEHHSI MO OXpaHe TPyAa M 1O
OpraHu3anum pado4mx MecT.

[TonsiTne, 0COOEHHOCTH M BUJIBI JOKYMEHTOB 0 oxpaHe Tpynaa. OOmas XxapakTepucTuka
OCHOBHBIX JJOKYMEHTOB IO OXpaHe TpyJa, pazpadaTbIBaeMbIX U 0OPMIIIEMBIX paboToaTeNEM:
cozepkanue, crneurnduka opopMiaeHUs (JOKYMEHTHI, OMOCPENYIOIIUe IPOLEAYpY U pe3ysbTaT
IPOBE/IEHUS MPOBEPKU 3HAHUU M TpaBHJ O€30MacHOCTU Tpyaa (IPOTOKOJ, >KypHaJbl ydera
NPOBEPKH 3HAHWH, YAOCTOBEPEHHWE O TMPOBEPKE 3HAHWA, HOPM U TPaBWI), JOKYMEHTHI,
OMOCpEAYIOIIME OTHOIIEHUS M0 IPOBEACHUI0 HHCTPYKTAaXEW 10 TeXHHKEe Oe30MacHOCTU
(KypHaJIBl PErHCTPAlliN WHCTPYKTAXEH, MPUMEpPHBIA IepeueHb BOIPOCOB [UIA TPOBEICHUS
COOTBETCTBYIOLIIETO BHJbl MHCTPYKTAXXa), HHBIE BU/bI JOKYMEHTALMU B cepe OXpaHbl Tpyaa
(KOHTPOJIBHBIN JIUCT MPOXOXKIEHHsSI OOyUeHHs] W TPOBEPKH 3HAHWHA MO OXpaHe TpyHa, JTUYHAs
KapToyKa Ha CIEL0/IeXK Ty, ClIel00yBb U IpyTrue CpecTBAa MHIMBUAYATbHON 3alUThI, BEAOMOCTh
yueTa BblJlauM CIELOACK/bl, cneno0ysu). HecuacTHelil cioyyail Ha pabodem Mecrte: MOHSTHE,
npolelypa ydera u paccieoBaHus, 0cOOEHHOCTH TOKyMeHTHpoBaHus. OOmias XapakTepuCTUKA
OCHOBHBIX JIOKYMEHTOB IO OpPTaHM3alMU Pa0OYMX MecT, pa3padaThiBaeéMbIX U O(OpMIISIEMBIX
paboTtonareneM: coaepkanue, cnennpuka ohopmieHus (BEIOMOCTh 1O y4eTy paboyero Mecra,
cxema pabodero mecta (HopMaTUBHBIE TpeOOBaHUS MO0 0(hOPMIIEHHIO), MAcopT pabovero mecra,
KapTa aTrTecTaluu pabodero Mecra, IPOTOKOJI OLEHKH TPaBMOOE30MacHOCTH pabodyero Mmecra,
IIPOTOKOJI OIIEHKH oOecrieueHus] pabOTHUKOB CPEICTBAMH WHAWBUAYAIGHOW 3allIUTHI, TIPOTOKOI
aTTecTallMy paboYrX MECT MO YCIOBUSAM TPY/a).

Tema 7. OtaejibHbIE JOKYMEHTbI, ONOCPEAYIOLIHE OTHOLIEHHUS IO COLHUAIBLHOMY
CTPAXOBAHMIO M IEHCHUOHHOMY 00ecneYeHHuIo.

[loHATHE W BHUIBI JOKYMEHTAIlMH B Cepe COIUAIBHOTO CTPAaXOBaHUS M MEHCHOHHOTO
oOecrieuenus1, opopmisieMble Ciyx00i yrpasneHus nepconanoM. CoaepxaHue 1 0COOEHHOCTH



opopmiieHus paboTojaTeneM TOKYMEHTAlMHU MO COLIMAJbHOMY CTPaXxOBaHUIO U MEHCHOHHOMY
oOecrieyeHnto (OOMBHUYHBIA JIMCT, 3asBKa Ha NPEIOCTaBIEHHE IIyTEBOK Ha CaHATOPHO-
KYpPOPTHOE JIEUEHHE, TOKYMEHThI O MPOAOIKUTEIBHOCTH CTaXa, B TOM YHCJIE CHEUUAIBbHOIO U
T.J.).

Tema 8. Cucremarusanusi 1 onepaTuBHOE XpaHeHHe JIOKYMEHTOB 110 CEPBHUCY

Homenknarypa pgen cimyxObl cepBUCHOM JeaTenbHOCTH. [lopsiiok MOATOTOBKH,
coctaBneHus U odpopmienus. [lpumepHas HoMeHknaTypa nen. OnpeneneHue CpoKOB XpaHEHUS
JIOKyMEHTOB 110 yIpaBieHU0 nepcoHasoM. dopmupoBaHue A€l € JOKYMEHTaMH IO
YIPABJICHUIO NepcoHaoM. OnepaTUBHOE XpPAaHEHHE TOKYMEHTOB I10 YIPABIECHUIO IIEPCOHAIIOM,
JKCIIEPTU3a LICHHOCTEH, ITIOATOTOBKA K Iepeaye B BEJJOMCTBEHHBIN apXUB.

Tema 9. Ciay:x0a cepBuca: NOHATHE, CTPYKTYPA, OCHOBHbIEe QYHKIIUH.

Cnyxba cepBuca y pabortomarteneil pa3nuUYHbIX (GOpM COOCTBEHHOCTH, €€ 3a/adyd,
byskuy, ctpykrypa. [lonoxenue o ciayxbe HHTEPHET-MapKETHHTa, €0 COJEp>KaHue, MOPSI0K
HOJATrOTOBKH, odopmieHune. MeHemkep Mo KaapaM, ero 3anaud, (QyHKIHH B OpPraHU3ALUSX.
JIOMKHOCTHBIE HMHCTPYKIIMM COTPYJHUKOB CIYKOBl CepBHCa, WX COAEpKAHHE, MOPSII0K
NOAroTOBKH, odopmiieHus. Opranuzamust padOThl CIyXObl yIpaBieHHs IEPCOHAIOM U
JOKYMEHTHUPOBAHUE €€ JeATEIbHOCTU. 3apyOeKHBI OMBIT OpraHU3allMi U JOKYMEHTHUPOBAHUS
JIeATEIbHOCTH 10 cepBHCy. [IpaBoBOE perynupoBaHue AeATEIbHOCTH O UHTEPHET-MAapPKETUHTY
B CTpaHax C pa3BUTOH PHIHOYHOM HSKOHOMHUKOW. Ciy:kObl yIpaBlIeHHS TE€PCOHAIIOM |
MEHE/KEpbl 10 KaapaM B 3apyOexHbIXx (upmax, mHpaBoBOil craTyc, 3aaayd, (YHKIUH,
opranuszanus gesteabHocTH. COBpeMEHHbIE METO/bl PAadOTHI C IMEPCOHAIOM 3a pyOexkoM U
BO3MOKHOCTH MX UCIOJIb30BaHUs B Poccuu. JIOKyMEHTHUpOBAaHHE AESITEIBHOCTU 110 CEPBUCHOM
JeSITeTbHOCTH (TI0 OCHOBHBIM 3a7adaM). BBl JOKYMEHTOB, OCOOCHHOCTH HX O(GOpPMIICHUS.
[TpakTiKa U peKoMeHIauH 3apy0eKHBIX CIIEeIUATICTOB.

4. IllepeueHb y4eOHO-METOUYECKOT0 o0ecneUeHHs JIs1 CAMOCTOSATELHOH padoThl
00y4YaKOIIUXCS MO TUCHHILINHE

CamocrosrenbHas padoTa CTyJICHTOB SBJIETCS 0c000i (opMOil opraHu3anuu y4eGHOro
nporecca, MPEACTaBIIOMAs COOOM  IUIAHMPYEMYIO, TO3HABaTeNbHO, OPraHMW3allOHHO |
METOJIMYECKH HAIpPAaBIAEMYIO JESTeIbHOCTh CTYJEHTOB, OPHUEHTUPOBAHHYIO Ha JIOCTH)KEHHE
KOHKPETHOTO  pe3yibTara, OCYIIECTBIIEMYI0 0€3 MpsAMOW  TOMOIINM  IIPEroJaBaTels.
CamocrosTenbHas paboTa CTYJIEHTOB SIBJISIETCS COCTaBHOM 4acThio yuyeOHOH paOoThl U MMeeT
[ENBI0 3aKpeIIeHne W YriyOJIeHne MOJydeHHBIX 3HAHWA M HaBBIKOB, MTOMCK W MPHOOpETeHHE
HOBBIX 3HaHU, a TAK)KE BBINOJIHEHNE YU€OHBIX 3aJaHUH, IOJTOTOBKY K MPEACTOSIIUM 3aHIATUIM
u sk3ameHy. OHa mpenycMaTpuBaeT, Kak MpaBuio, pa3paboTKy pedeparoB, HamnucaHue
JIOKJIA/IOB, BBINOJIHEHHE TBOPYECKHX, WHAWBUIYAIBHBIX 33JaHUA B COOTBETCTBHM C y4eOHOMU
HpOFpaMMOI\/JI (TCM&TI/I‘IGCKI/IM IJIAaHOM U3Yy4YCHUA }II/ICHI/IHJ'II/IHBI). Tema AJId TaKOT'O0 BBICTYIJICHUA
MOKEeT OBITh MpEeJIOKEHa IMpernojaBaTeiaeM WM H30paHa caMMM CTYJEHTOM, HO MaTepualil
BBICTYIUICHUSI HE JIOJDKEH IyOJIMpOBaTh JIEKIIMOHHBIA Marepuai. PedepaTuBHbBI MaTepual
CIIY’)KUT JIOTIOJIHUTENIbHOW MH(popManuel 11 paOoThl Ha NPaKTUYECKUX 3aHATHAX. OCHOBHas
IeJTb JAHHOTO BHa pabOTHI COCTOUT B OOYUEHHH CTYACHTOB METOJIaM CAMOCTOSITEITHHON paObOTHI
¢ yueOHbIM MaTepuasioM. J[Jsl TOJHOTHI YCBOEHUS TEM, BBIHECEHHBIX B MPAKTHUYECKUE 3aHSTUS,
TpeOyercs pabora ¢ mepBouMcTOuHMKaMH. Kypc mpemycMaTpuBaeT camMOCTOSATEIbHYIO paboTy
CTYAECHTOB CO CIeUUalbHOM JuTeparypoil. CieyeT OTMETHTb, YTO CaMOCTOsTeNIbHas paboTa
CTYACHTOB pPC3yJibTaTUBHA JIMIIb TOT'JId, KOrJa OHA BBIIIOJHACTCA CUCTEMATUUYCCKH, IINIAHOMCPHO
U 1IeJICHAIIPaBIEHHO.

3amaHus  UIS  CaMOCTOSITENbHON  pabOTBl  MPEAYyCMATPHBAIOT  HCIIOJIb30BaHHE
HEOOXO/JUMBIX TEPMHUHOB W TMOHATUH 1O mpobiematuke kKypca. OHHM HaleIMBalOT Ha
MPAKTUYECKYIO0 paboTy MO MPUMEHEHHUIO M3Y4aeMOro Marepuaia, MOUcK Oubamorpaduueckoro
MaTepHala 1 JIeKTPOHHBIX UCTOYHUKOB HH(GOPMAIIUHY, HIUTIOCTPATUBHBIX MaTEpUAIoOB. 3aJaHus
M0 CaMOCTOSITETIbHOH paloTe HaroTcs IO TeMaM, KOTOpble TPEeOYIOT JIOTOITHUTEILHOU
popaboOTKH.

OO6muii o0beM caMOCTOATENbHOW pabOThl CTYAEHTOB IO JUCIUIUIMHE BKIIOYAET
ayJMTOPHYIO U BHEAYJAUTOPHYIO CAMOCTOATENbHYIO paOOTy CTYAEHTOB B TEUEHHE CEMECTpa.



AynutopHas camocTosITellbHas paboTa oOcCyllecTBIseTcs B (QopMe BBIOJHEHUS
WHAWBUAYAIbHBIX 33JaHUI 10 TUCIUIUIMHE. AYIUTOPHAS CaMOCTOsTeIbHAs padoTa obecrneueHa
0a30il MHAMBUAYAIbHBIX 3aJJaHUH 10 pa3zesaM AUCHUTIINHBL.

BHeaynutopHas caMmocTosTeNbHas paboTa OCYIIECTBISIETCS B (pOpMax:
- IOATOTOBKY K MPAKTUYECKUM 3aHSITHSIM;
- MOATOTOBKA pedepara.

Temut pegpepamos (OC-1)
9 cemecmp

1. TlonsATHE «IOKYMEHT», OTJIMYUTENIbHbIE NPU3HAKU JTOKYMEHTA, UCTOPUS Pa3BUTHS
HOHATHS, COBPEMEHHOE COCTOSIHUE BOIIPOCa.

2. JIOKyMEHT Kak cucTeMa. DJIEeMEHTHI, ((OPMHUPYIOIINE TOKYMEHT KaK CUCTEMY.

3. OO0s3aTenbHble NPU3HAKU JOKYMEHTA, CBOMCTBA JIOKYMEHTA, COLMAIbHbIE (PYHKIUH
JOKYMEHTA.

4. CouuanpHas KOMMYHHUKalUs, YCIOBUA €€ peajau3ally, HEOOXOJUMOCTb ee
M0JIE3HOCTH, KOMMYHUKAIIMOHHAS TIOTPEOHOCTh, KOMMYHUKAIIMOHHBIE KaHAJbI CBA3H, TOKYMEHT
KaK MaTepuajibHasi OCHOBA COL[MAJIbHOW KOMMYHHKAILIUH.

5. JIOKyMEeHT B cHCTEME COIMaJIbHOH KOMMYHUKAILMH, €0 CBOMCTBA U (YHKLIUU C
TOYKHA 3pEHHUs] COLHUAJIbHOW KOMMYHHUKAIlMM, KOMMYHUKALIMOHHbIE Oapbepbl, CIOCOOBI
KOJIMYECTBEHHOU OLIEHKHU IOKYMEHTHOM KOMMYHUKAIIUH.

6. JlokyMeHTHas J1esTeIbHOCTh, IPOLECChl 0OpaIleH s TOKYMEHTA.

7. JlucuurmiMHapHOE€ IIOCTPOCHHE COBPEMEHHON HaykH, JOKYMEHTOBEJECHHE Kak
Hay4Has AUCLUUIUINHA, MECTO IOKyMEHTOBEJICHUS B Py APYTUX HAYYHBIX JUCLUIUINH.

8. IIpemmer HOKyMEHTOBEIEHUS U METOIBI HCCIECIOBAHUSI.

9. OOwmmue NpUHLMIBI CUCTEMAaTH3allUd M KJIAacCU(PUKALUU HM3y4aeMbIX OOBEKTOB,
OCHOBHAasl TEPMHUHOJIOTHS, IPUMEHsAEMas IIPH KJIaCCU(PHUKALIMU U3Y4aeMbIX 0ObEKTOB, IPUHIIMUIIBI
KJIaccu(puKaluu JOKYMEHTOB.

10. Knaccugwukaius TOKyMEHTOB 1O crioco0y ¢pukcanui nHPOPMAIUU B TOKYMEHTE.

11. Knaccudukaius 10KyMEHTOB IO BUJaM MaTepHaIbHONH OCHOBBI JOKYMEHTA.

12. Knaccudukamusi ITOKyMEHTOB 1O BHAaM wuH(popManuy, 3a(UKCHPOBAHHOH B
JIOKYMEHTE.

13. Knaccudukamusi JOKyMEHTOB II0 BHJAM PEKBU3HTOB, MPHMEHSEMBIX  JUIS
UJCHTUPUKAIMY JOKYMEHTA.

14. Knaccudpukanuss JOKYMEHTOB MO cHoco0y wuaeHTu(duKauuu uHpoOpManuu,
3a(pUKCUPOBAHHOMN B JTOKYMEHTE.

15. Kunaccudukanus JOKyMEHTOB IO CIIOCOOY OBITOBaHHS JAOKYMEHTa B YEJIOBEUECKOMN
cpexze.

16. YumBepcambpHas AeCATHYHAs KJacCH(PHUKAIMA: ee IIeTb U Ha3HaYeHUe, IpUMeHsIeMast
TEPMHUHOJIOTHS, IPaBUJIA €€ TIOCTPOEHUS, MOPSA0K €€ OPraHNU3alHH.

17. MexnyHapoaHasi naTeHTHasl KJIacCU(pUKaLUs: €€ Lelb U Ha3HaueHue, NpuMeHsemMas
TEPMHUHOJIOTHS, IPaBUJIA €€ TIOCTPOEHUS, MOPSA0K €€ OPraHU3alHH.

18. Tumomornyeckas kimaccupukamus JOKYMEHTOB: €€ I[elb W Ha3Ha4YeHHeE,
IIPUMEHseMas TEPMUHOJIOTHS, IPaBUIIa €€ IOCTPOEHUS, TIOPSAJO0K €€ OpraHU3aliH.

19. Knaccudwukaius TOKyMEHTOB IS 11eei GOpMUPOBaHUS TEPBHYHBIX

20. NOKYMEHTHBIX KOMIUIEKCOB: €€ IleJb U Ha3HaueHHue, IMpUMeHseMas TepMHHOJIOTHS,
IIpaBUJIa €€ MOCTPOCHUS, IOPSIIOK €€ OPraHu3alllu.

21. lenp co3nanus U HAa3HAuYE€HHE TPUMEHEHUS CHUCTEM JIOKYMEHTAllUH,
(G yHKIIMOHAJIbHbIE CUCTEMBI IOKYMEHTAIIMH, KOPIIOPATUBHBIE CUCTEMBI JOKYMEHTALIUH.

22. OcHOBHBbIE (DYHKIIMOHAJIBHBIE CUCTEMBI JIOKYMEHTAIIUH.

23. YHUpUIUPOBaHHBIE CHUCTEMBI [TOKYMEHTAIMW: 1eNb CO3JaHWsS W Ha3HAYCHUE
IIPUMEHEHNUS, IOPSAIO0K UX MOCTPOEHHUS.

24. DneKTpOHHBIE CHCTEMBI JOKYMEHTAIIUH: Te]Tb CO3/IaHus U Ha3HAUYCHUE TIPUMEHEHUS,
NOPSZIOK MX IIOCTPOEHUSI.

25. Cucrema dJIeKTPOHHBIX IOKYMEHTOB B EMHON crcTeMe KOHCTPYKTOPCKOM



26. NOKyMEHTalUM: Lelb CO3JaHUs W Ha3HauYeHHEe NPUMEHEHHUs, MOpPAJOK HuX
IIOCTPOEHUS.

27. Knaccudukaropsl JOKyMEHTUPOBAHHON WH(OpMAIUU: 11eTTh CO3JaHus U

28. Ha3zHavyeHUE NMPHUMEHEHHUS.

29. OO6wepoccuiickue Kiaaccu(UKaToOpbl TEXHUKO-3KOHOMHUYECKOHM M COLMAIbHOM
uHpOpPMALlUM B  COLMAIBHO-)KOHOMHYECKOM 00NacTu: 1enb CO3/JaHus M Ha3HAYCHHE
IPUMEHEHHUS, TIOPSIIOK UX IIOCTPOEHUS.

30. IonaTne «IOKYMEHTHBI pecypc» M H3HAYalbHbIE €ro CcBoiicTBa. JluHamuKa
COCTOSIHUS, MTapaMeTphl ero (POPMUPOBAHMSL.

31. Monpa3nenenne MOKYMEHTHOTO pecypca IO HMCTOYHHKAM CO3JaHUS M MeCcTam
XpaHEeHHUS.

32. JlokymeHTHBIE pecypchl ApxuBHoro ¢onaa Poccuiickoit @enepannu.

33. JIoKyMeHTHBIE pecypchl (peliepalbHOr0 pPerucTpa HOPMATHBHBIX IIPABOBBIX AKTOB
cyobekToB Poccuiickoit deneparym.

34. JIoKyMEHTHBIE pecypchl  TOCYlapCTBEHHOW  CHCTEMbl  HAay4HO-TEXHHYECKOMH
uHpOpMaLnH.

35. JlokymeHtHble pecypchl [ocymapcTBeHHOro mnateHTHOro ¢oHaa Poccuiickoit
denepanuu.

36. JlokyMeHTHBIE pecypchl (enepallbHOr0o WH(GOPMAIMOHHOTO (OHMA TEXHHYSCKUX
pErJIaMeHTOB U CTaH/1apTOB.

37. Enunas nHGOpMAIIMOHHAS CUCTEMA TT0 TEXHUYECKOMY PEryIHPOBAHUIO.

38. JlokyMeHTHbIE pecypchl OMOINOTEK.

39. JloKyMeHTHBIE peCypChl My3eHHBIX (OHIOB.

40. Tlopsanok ¢GopMHpPOBaHHS M MECTO XPaHEHUS JOKYMEHTHOIO pecypca IeyaTHBIX
W3JIaHHM.

41. JIoKyMEHTHBIE peCcypChl OpraHU3aIHi.

42. JIOKYMEHTHBIH pecypc, COICpXalluii TOCYJapCTBEHHYIO TaiHYy: TOPSI0K
(dbopMHpOBaHUS U MOPATOK UCIIOIb30BAHUS.

43. JloxymeHTHBIH pecypc ¢ rpudoMm «Jlns ciry’)keOHOTO TOJIB30BaHUSM»: TOPSIOK
(dbopMHpOBaHUS U MOPATOK UCIIOIb30BAHUS.

44. JloxyMEeHTHBINpECYpC,CoAepKALMHKOMMEPUYECKYIOTalHY: TOPSIIOK(POPMUPOBAHUS U
HOPSI0K UCTIOJIb30BaHMSL.

42. JIOKYMEHTHBI  pecypc, COIepKalluii  TMEepCOHANbHBIE  JaHHBIE:  TOPSIOK
(dbopMHpOBaHUS U MOPSATOK UCTIOIb30BAHUS.

45. llenp cymiecTBOBaHMS M HAa3HAYEHHME MCIOJIb30BaHUS OQPHUIIMAIBHBIX MUCbMEHHBIX
JIOKYMEHTOB.

46. Llenp cymecTBOBaHMS M Ha3HAUEHHUE UCTIOIH30BAHUS OQUITMATEHBIX TOKYMEHTOB.

47. Ienb cymecTBOBaHUS U Ha3HAUEHHE UCIIOJIb30BAHUS CITY>KEOHBIX JOKYMEHTOB.

48. TloHsiTHEe «TEPMUHOJOTHS», WENW TPUMEHEHHUS TOHATHS «TEPMUHOJOTHS B
JIOKYMEHTOBEICHUH, TEPMUHBI IOKYMEHTOBEICHMSL.

49. HopmaTuBHBIE TIpaBOBbIE aKThI, COAEp)KAIME TEPMHUHBI, IPHUMEHSEMbIE B
JIOKYMEHTOBE/ICHUH.

50. Lenp cymecTBoBaHUS M Ha3HAYCHHWE HWCIIOJIB30BAHUS PEKBU3UTOB CIYKEOHBIX
JIOKYMEHTOB.

51. Tlopsnok pa3MelieHus! peKBU3UTOB MPU U3JIAaHUU CITY:)KEOHOT0 IOKyMEHTa Ha Oymare
dopmara A3, popmara A4, popmara AS, popmaTa A6.

52. Topsmok pa3MemieHusi PEeKBU3UTOB TMPH W3JIAHUHM CIY)KEOHOTO JOKYMEHTa Ha
IPO/I0JILHOM OJIaHKe TOKyMeHTa Ipu hopmaTe Oymaru A4.

53. Mopsmok pa3MmemieHusi PEKBU3UTOB MPH H3JIAHUHM CIY)KEOHOTO JOKYMEHTa Ha
YIJI0BOM OJlaHKE JTIOKyMeHTa npH popmate Oymaru A4.

54. Tlopsnok ¢opmupoBanusi pekBuzura «l'epd cyobekta Poccuiickoit ®enepanumy,
nopsiIoK (POPMUPOBAHMS W TOPSIOK MCIIOJIB30BAaHMS PEKBU3UTA B OIPECIIEHHOM CYObeKTe
Poccuiickoit denepanum.



55. Tlopsimok QopMupoBaHusS W TOPSAIOK HMCIOJB30BaHUS TOBAPHOTO 3HAaKa (3HaKa
obcnyxuBanusi) B Poccuiickoit denepanuu.

56. Ilopsimok GopmMupoBaHUS U TOPSAIOK MUCIIOIB30BAHUS OCHOBHOTO TOCY/IapPCTBEHHOTO
peructpaunonHoro Homepa (OI'PH) ropuanueckoro nuna.

57. Tlopspok ¢popMupOBaHUs U MOPSAOK HCIOIB30BaHUS UACHTU(DUKAIIMIOHHOTO HOMEpa
HAJIOTOIUIATEIBINKA/KOAa PUUMHBI mocTaHoBku Ha yder (MHH/KIIII), mo xakuMm mpuYuHaM
HAJIOTOIUIATEIBIIMK MONaAaeT Ha HAJIOTOBBINA yUeT B KOHKPETHYIO HAJIIOTOBYIO HHCIIEKIIHUIO.

58. Topsaok hopMupoBaHHS U MOPSIOK UCIIOIB30BAHUS KO/1a (POPMBI JIOKYMEHTA.

59. Tlopspok GopMupoBaHUs U MOPSAOK HCIOIb30BAaHUS HAUMEHOBAHMS OpPraHU3AlUU,
IIOJIHOE M COKpAILlCHHOE HaUMEHOBAHWE OpraHU3alluy, MOJHOE U COKpAllleHHOE HAaUMEHOBAaHUE
OopraHM3any Ha s3blkax HapoaoB Poccuiickoii denepanuu, NOTHOE U COKpPAIEHHOE
HAaUMEHOBAHHE OpraHU3allMM Ha UHOCTPAHHBIX SI3bIKaX.

60. ITopsimok popMHUpOBaHUS TEKCTA TOKYMEHTA.

61. OO0wmwuii mopsaoK OPOPMIICHHS CIY>KEOHBIX JOKYMEHTOB: (popMaThl Oymaru, o,
mpudThI, UHTEPBAJIBI, HyMEpaIUs CTPAHUI] JOKYMEHTA.

62. Ilonarue «opuanyueckas cuja JOKYMEHTay», IIellb CYIIECTBOBAHUS M Ha3HAUYCHUE
UCIIONIb30BAaHUSl  TIOHATUS  «IOpUIMYECKas Ccuja JOKYMEHTa», NpHUJIaHUuE JIOKYMEHTY
IOPUANYECKOM CHUIIBI.

63. [lpuganue IOPUIUYECKOW CWIJIBI MOUIMHHUKY O(HIMAIBHOTO MHUCHMEHHOTO
JIOKYMEHTA.

64. Ilpunanue IOPUINIECKON CHITBI KOMTUH O(GHUIHATHFHOTO MTUCBMEHHOTO JJOKYMEHTA.

65. Ilpunanue OPUINUECKON CUIIBI JOKYMEHTY Ha MAITMHHOM HOCHUTEJE.

66. @opmynsap MOKyMEHTa, THUIOBOH W WHAWBUAYaJIbHBIA (OPMYJSp JOKYMEHTa,
dbopmy1sip ohULIHaTEHOTO MUCEMEHHOTO IOKYMEHTA.

67. ®opmymsip-oOpasery JOKyMEHTa, TOPSAOK TIOCTpOeHUs  Qopmyispa-odpasia
O(pUIMATEHOTO MUCbMEHHOTO TOKYMEHTA.

68. Dopmyisip U popmyIsp-oOpaser oo1ero 6JlaHKa JOKyMEHTA.

69. dopmynsip u popmynsap-odpaser O1aHKa KOHKPETHOTO BUIa JOKYMEHTA.

70. @opmyisip U popmyIsap-oOpaser O1aHKa MUCHMA.

71. ®opmynsip u popmynsap-obpaser] O1aHKa TOHKHOCTHOTO JIUILIA.

72. ©opmymsip u  popmynsip-oopazenr aktoB Ilpesmmenra Poccuiickori denepanuu,
bopmynsip u popmymsp-odpazen nmpuioxkeHui k aktam Ipesunenta Poccuiickoit @enepanuu.

73. @opmyisip u GopMyIIsIp-00pas3er] MPOSKTOB 3aKOHOJATEIBLHBIX aKTOB Poccuiickoi
Oeneparun, QopMmysip U QopMmylnsip-oOpaszel] TMOSCHUTEIbHOM 3alMCKM K IpOeKTaM
3aKOHOJATENBbHBIX akKTOB Poccuiickoit @enepannu.

74. ®opmynsap u popmynsp-oOpasen mpoekTos akToB [IpaBurenscTBa Poccuiickoit

75. ®enepauun, dopmynsip u popmynsap-oOpaszen; MPHIOKEHUH K MPOEKTaM aKTOB
[TpaBuTenscTBa Poccuiickoit ®denepanun, Gopmyisip u Gpopmyisip-odpasel] CipaBKy K IpOeKTaM
akToB [IpaButenscTBa Poccuiickoit @enepanuu.

76. ®opmynsip u  dopMynsip-oOpazel] MPOEKTOB HOPMATHBHBIX TPABOBBIX aKTOB
(benepanbHBIX OPraHOB UCIIOJHUTEIbLHON BIACTH.

77. Tlopsimok TrOCyAapCTBEHHOW perucTpaliii HOPMATHUBHBIX  IPABOBBIX  aKTOB
(denepanbHBIX OPraHOB HCIIOJIHUTEIbLHON BIACTH.

78. @opmynsap u  ¢opmyisap-oOpazell MPOTOKONA COBELAHUS Yy PYKOBOJIUTENS
¢denepanbHOro opraHa UCIOJHUTEIbHON BIACTH.

Huousuoyanvnote 3a0anus (0C-2)
9 cemecmp

1. Ilenp cymecTBOBaHMS, Ha3HAUEHHE WCIOJIB30BAHUS M TOPSAJOK IOJTOTOBKH

CIIy’keOHBIX MUCEM (pe/iepalIbHbIX OPTraHOB UCIIOJIHUTEIBHOMN BIIACTH.

2. Ilpoumenypa  co3gaHus  IOPHJIMYECKOTO  JIMIA,  OpPraHU3alMOHHO-TIPABOBBIE
JIOKYMEHTBI, He0OX0IUMBIE I CO3AaHMsI U (PYHKIMOHUPOBAHUS FOPUIUIYECKOTO JIHIIA.



3. llens W Ha3HAYEHUE YUPETUTEIHHOTO IOTOBOPA, GopMyisip u dhopmyssp-odpaser]
YUPEIUTETHHOTO T0TOBOPA.

4. llens m Ha3HAUEHHWE YCTaBa OpraHu3anuu, GopMyssip u Gopmyisap-odpaser] ycraBa
OpraHu3aIug.

5. llens u Ha3HAYCHHE TOJIOKEHUSI 00 OpraHu3anuu, GopMyssip U GopMyIsip- odOpasery
MOJIOXKEeHUS 00 OpraHU3aIHH.

6. Llenp n Ha3HaueHHe HOKyMeHTa «CTPYKTypa U MITaTHAs YUCICHHOCTb

7. opraHuzauuuy, Gopmyssip u hopmyssip-odpasen qokymeHTa « CTPyKTypa U IITaTHAS
YHCIICHHOCTh OPTaHU3aIluN».

8. Lenp 1 Ha3HaueHHWE IITATHOTO PACIUCAHHs OpraHU3auuu, GOpMyIsp u GopMyIsp-
o0pasell MTaTHOrO PACIHCAaHUsl OPraHU3allHH.

9. Lenp m Ha3HaueHHE TNOJOXKEHUS O CTPYKTYPHOM IMOApa3AeieHud, (HopMyssp H
bopmyIsip-oOpa3zelr MONI0KEHUsSI O CTPYKTYPHOM TOJIPa3/ICIICHUH.

10. Lens 1 HAa3HAYEHUE MOJHKHOCTHOW WHCTPYKIMH, GopMyisip U popmymsap- oOpasery
JOJDKHOCTHOW MHCTPYKIIUH.

11. ens v Ha3HAYECHUE MHCTPYKIUHU 1O OpraHu3anuu, Gopmysip u popMyisip-odpaszerr
WHCTPYKIIUH 110 OPTaHU3aIIHH.

12. Ilenp W Ha3HAYCHHWE MpaBUJ IO OpraHu3anuu, Gopmynsap u dopmyssp-odpasern
IpaBUJI [0 OPTraHU3AIINH.

13. enp 1 Ha3HAYEHUE MOJOKEHHSI IO OpraHu3aluu, Gopmyisp u Gopmyssp- odpasery
MIOJIOKEHHS TI0 OPTaHU3AIIH.

14. llens W Ha3HAUCHHE PACIOPSAIUTEIBHBIX TOKYMEHTOB, BHJbI M Pa3HOBUIHOCTH
pacropsIuTeIbHBIX JOKYMEHTOB.

15. Ilens m Ha3HAYCHHUE MPHUKA3a IO OCHOBHOM JIEATEILHOCTH, (GopMyIsip U popMyIisp-
o0paser nmpuka3a o OCHOBHOM JIEATENLHOCTH, POpMYIIsip B GopMyIsip- 00paser MpUIIoKeHus K
NPUKAa3y M0 OCHOBHOM JESATEILHOCTH.

16. Llens 1 Ha3HAYCHHE BBHIMHCKH U3 MPHKa3a MO0 OCHOBHOM AEATENBHOCTH, HOPMYJIISIp
(dopmysip-oOpa3zel BBEIIUCKH U3 MPHKa3a M0 OCHOBHOM JEATENbHOCTH, GopMyIsip u hopMyIIsip-
o0paser MpUI0KEeHHUs K BBIITMCKE U3 TIPUKA3a 110 OCHOBHOM JIEATETLHOCTH.

17. Uenp wu Ha3HaueHHe pacnopsikeHus, ¢dopMmynsap u  dopmysap-oOpaser]
pacniopspxerus, GopMyIsip 1 popMyIsip-oOpaser NPHIOKEHHsS K PacIiOpsKEHUIO.

18. llens u Ha3HAUYEHME BBIMUCKU U3 pacnopsbkeHus, Gopmynsp u Gopmynsap- obpaszerr
BBIIMCKU U3 PacloOpsDKEHUs ydpeauteneil, Gopmymsp u opmymnsp-odpasen] MpUIoKEeHUs K
BBIMHCKE U3 PACTIOPSIKEHUS.

19. llens W Ha3HAaYEHHWE MPOTOKOJIA OOIIETO COOpaHUs aKIMOHEPOB, (opMymsp H
bopmynsp-obpazery MpOTOKOJa OOIIEro coOpaHUs aKIMOHEpoB, (opMyasip U (dopMysp-
oOpa3er] MpUII0KeHHs K TPOTOKOJTY 00IIero COOpaHus aKIIMOHEPOB.

20. lenp M Ha3HAUYE€HUE BBHIMMCKM M3 MPOTOKOJAa OOIIEro coOpaHHs aKIMOHEPOB,
dbopmynsip u  dopmyisap-oOpaszen; BBIMUCKKH TPOTOKOJIA OOIIEero CcoOpaHUsl aKIMOHEPOB,
bopmynsip u dopmyssp-oOpaszer] MPUIOKEHUS K BBIMMCKE U3 MPOTOKOJa OOHIero coOpaHus
aKIMOHEPOB.

21. llenp m Ha3HAYeHHE NPOTOKOJA OOLIEro coOpaHus yupeAauTeneh, GopMmynsap H
dbopmymsip-obpaszerl mpoToKoiIa o00mero cobpanust ydpeauteneu, dhopmysip u  Hopmyssp-
oOpazel NpUI0KEeHUs K IPOTOKOJTY OOIIEero cOOpaHus yupeauTenei.

22. llenp W Ha3HAYEHHWE BBIMUCKH M3 TPOTOKOJA OOINEro COOpaHUs Y4peauTeNeH,
bopmynsip u Gopmynsip-oOpaszen] BHIMHCKUA W3 MPOTOKONA OOIEro coOpaHus ydpeauTeneH,
bopmymsip u popmyIsip-oOpaszer] MPUIOKEHUST K BBITUCKE W3 MPOTOKOJIA 00IIero coOpaHus
ydpeauTenci.

23. llemp W Ha3HAYCHHWE MPOTOKONA 3acedanus, QGopmyasip U dopmyssp-odpaserr
IPOTOKOJIA 3aceiaHusl, GopMyIsip U GopMyIIap-oOpaser] MPUIIOKEHHUS K IPOTOKOIY 3acelaHHsl.

24. llenp m Ha3HAYCHHWE BBHIMHCKHA U3 TPOTOKOJNA 3aceqaHus, GopMyssip U (OpMyIsp-
oOpasel BBIIMCKU M3 MPOTOKOJIA 3acefanusi, GopMyisip U GopMyisip- obpaszer] IpuiIoKeHus K
BBINKCKE U3 TIPOTOKOJIA 3aCEIaHNs.



25. llenp W Ha3HAYCHHWE OPTraHU3AIMOHHO-CIPABOYHBIX JOKYMEHTOB, BHIBI U
Pa3sHOBUIHOCTH OPraHU3AIMOHHO-CIPABOYHBIX JOKYMEHTOB.

26. llerr w Ha3HAYeHHE [OKJIAAHOW 3amucku, dopmymsip u dopmynsap-odpasers
JOKJIAIHOM 3anucku, GopmyIisip U popMyssip-o0paser NpUI0KEeHUs K JOKIaJHON 3aIHCKe.

27. llenp ¥ Ha3HAuUEHUE CIY)KeOHOW 3amucku, Gopmymsap u Gdopmymssp-odpaser]
CITy’keOHOM 3anucku, GopMyIsap u GopMymsip-oOpaser MPUIIOKEHNS K CITY>)KeOHOH 3ammcKe.

28. llenp m Ha3HaveHHE OOBSCHUTEIBLHOHN 3amucKu, GopMmyssip U dhopmyssip- obpaser]
O0OBSACHUTEIIBHOM 3aIIMCKU.

29. llenr u Ha3HaueHue ciayxeOHOro muchkMa, (opmymsap u dopmymsap-odpaser]
cirykeOHOT0 mHrchMa, (GopMyIIsIp U GOpMYIIp-00pa3el MPUIOKECHHS K CITy)KEOHOMY IMHUCHEMY.

30. Lenr n HazHayeHUe MHODOPMAIMOHHOTO MUCHMa, GopMyIsip U GOpMyJIsip- oOpaser]
UHPOPMALIMOHHOTO  THcbMa,  GopMmysip u  (opmynsp-oOpasenr  NPUIOKEHUS K
UHPOPMALIMOHHOMY TTHCHEMY.

31. Lenp u Ha3HaueHHE BHYTPEHHETO aKTa OpraHu3anuu, GopMmyisap U (QopMmylsip-
oOpasenl BHYTPEHHETO akTa opraHu3anud, Gopmyisp u (GopMylsip- oOpasell MPHIOKEHHS K
BHYTPEHHEMY aKTy OpTaHU3AIUH.

32. llenrs W Ha3HAYCHHE BHYTPEHHErO0 akTa oOpraHu3aiuu, Gopmyisp u Gopmyssp-
oOpaselnl BHYTPEHHETO akTa opraHu3anud, Gopmyisp u (Gopmyisp- oOpasell MPHIOKEHHS K
BHYTPEHHEMY aKTy OpTaHU3AIUH.

33. Lenp u Ha3HAYCHHE aKTa MEXAY IOPUINYECKUMH JIMIIAMH, MOJIHCAHHOIO WX
pykoBonutensiMu. Dopmynsp u (dopmynsp-oOpasen; akra MEXIy HOPUAMYECKHIMH JIHIIAMH,
HOJIIMCAHHOTO UX pYKOBomuTelsiMu. Dopmyisip U Gopmylsip-oOpaser] MPUIOKEHUS K aKTy
MEXy IOPHINICCKUMU JIUIIAMHU, TIOAMUCAHHOMY UX PYKOBOIUTEIISIMH.

34. llenp W Ha3HAYCHUE aKTa MEXKAY HOPUIAMYCCKUMH JIMIAMH, YTBEPKICHHOTO HX
pykoBonutensiMu. Dopmynsap u (dopmynsp-oOpasen; akra MEXIy HOPUAMYECKHIMH JIHIIAMH,
YTBEP)KIECHHOTO X PYKOBOIHUTEIISIMU.

35. @opmymssp u  popmynsip-oOpasenr NPUIOKEHUS K aKTy MEXIy HOpUIHYECKUMH
JIMIIAMH, YTBEPKICHHOMY UX PYKOBOJIUTEIISIMH.

36. llens w Ha3HAUEHUE MPOTOKOIA TEPEroBopoB, Gopmyisip U (Gopmymsap-odpaserr
NPOTOKOJIA TIEPEroBOPOB, QopMmyisip u  (GopMyisip-o0paszell MPUIOKEHUS K IMPOTOKOIY
MIEPErOBOPOB.

37. Llens u HazHaueHHWE 3aKIIOUEHUA, GopMyIsip U GopMyIsp-oOpasel] 3aKIHYEHUs,
dbopmyssip v GopMyIIsIp-00paszer] MPUIIOKEHUS K 3aKITI0OUEHHUIO.

38. Llenp u Ha3HaueHUe OT3bIBA, GOpPMYIISp U GopMyIsip-00pasel OT3bIBa, GOPMYISp U
bopMyIsip-oOpasel] NPUII0KEHUS K OT3bIBY.

39. lenp W Ha3HaueHUE JOKYMEHTOB (U3MYECKHX JIML, BHUAbBI M Pa3HOBUIHOCTH
JIOKYMEHTOB (DPH3UYECKUX JIHII.

40. Lenp n Ha3HAYeHHE NPEATIOKEHHUA (U3NYECKOTO JHNa, GopMysssp U (GopMysp-
oOpaserl npeIoKeHus PU3NIECKOoro JUIa.

41. lenp W Ha3HayeHUe 3asBieHUS (u3nyeckoro nuna, Gopmyiasip U GopMyssp-
oOpas3er 3asBJIeHUs] PU3UYECKOTO JTUTIA.

79. llens u Ha3HAUYeHHE KAIOOBI (HU3UUYECKOTO Jnla, GopMyIsap U GopMymsip- odpasel
XKao0bl GPU3NYECKOTO JIULA.

80. Lenp cymiecTBOBaHMs M Ha3HAYEHUE UCIOJIb30BAaHUs OJaHKOB JIOKYMEHTOB, 0OIIHe
TpeOoBaHUs K OJIaHKaM JOKYMEHTOB.

ﬂﬂ}l CaAMOCMOAMENbHOI NOO20MOBKU K 3AHAMUAM O Oucuunﬂuuepekomeudyemc;l
Ucnoib3oeamos yueﬁno-memoduuecmte mamepuaiibl:

1.lokyMeHTaImoHHOE o0ecrieueHne mpodecCHOHANbHON NeATeIHbHOCTH | y4eOHO-METOINYECKUE
pekomenganuu / cocraButenu: M. A. Cypxoma, A. E. IllermoBa, M. A. Psa6oma, A. C.
MokpoycoB ; MunucrepctBo npocBeuieHuss PO ;  YIbSHOBCKMI TroCyaapCTBEHHBIN
neparorndyeckuii yauusepcuteT uM. U. H. YabsHoBa. — YibsHoBck : ®T'BOY BO «YaAl'llV um.
. H. VibsHOBaY, 2021. — 25 c.
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5. IlpumepHble OLEHOYHBbIE MaTepHAJbl /Ui NPOBeJEHUS] TEeKYLero KOHTPOJIs
YCIEeBAEMOCTH M MPOMEKYTOUYHOM aTTeCTAlNH 00y4aIOIMXCH M0 IMCUHUILIHHE

Opranusanus u NpoBe/ieHUe aTTeCTAllH CTyAeHTa

®OI'OC BO B COOTBETCTBUMM C MNPUHIMUIIAMU bBOJOHCKOro mpouecca OpUEHTUPOBAHBI
PEUMYIIECTBEHHO HE Ha COOOIIeHHEe 00ydaromeMycs KOMILIEKCa TEOPETUUYECKUX 3HAHHUH, HO
Ha BBIPAOOTKY y OakajmaBpa KOMIETEHIIM — AMHAMUYeCKOro Habopa 3HaHUHM, YMEHUN, HABBIKOB
U JIMYHOCTHBIX KAayeCTB, KOTOPBIE MO3BOJIAT BBIIYCKHHKY CTaTh KOHKYPEHTOCIOCOOHBIM Ha
PBIHKE TPpYJa U YCIEIIHO MPOPECCUOHANBHO PEaTN30BbIBATHCS.

B npouecce onenku 6akanaBpoB HEOOXOAUMO UCIIONB3YIOTCS KaK TPAJUIUOHHbIE, TaK U
WHHOBAIIMOHHBIE THUIIBI, BUABI U (QOpMBI KOHTpOJsA. [Ipu 3TOM MOCTENEHHO TpaaUIIMOHHBIE
CpeicTBa COBEPIICHCTBYIOTCS B pPYCJI€ KOMIIETEHTHOCTHOI'O MOJXO0/a, a HWHHOBAI[MOHHBIE
CpezcTBa aalTUPOBAHBI JJI IOBCEMECTHOIO IPUMEHEHHUSI B POCCUNCKON BY30BCKOM IIPAKTHUKE.

Llenbp nmpoBeaeHusi aTrecTallMd — TIPOBEPKAa OCBOEHHUS OOPa30BATEIbHON MPOTrPaMMBbI
JVCHUTUTMHBI-IPAKTUKYMa Yepe3 CPOPMHUPOBAHHOCTH 00Pa30BaTENbHBIX PE3yIbTATOB.

IIpome:xxyTouHasi aTTecTalmMs OCYILIECTBIAETCS B KOHLE CEMECTpa M 3aBepIlaeT
U3Y4YEHHUE JAMCLUMIUIMHBI, MOMOraeT OIEHUTh KpPYNHbIE COBOKYNHOCTH 3HAaHUNW U YMEHUH,
dbopMupoBaHUE ONpeAeTIeHHBIX KOMIETCHIINH.

OLEeHOYHBIMU CPEICTBAMU TEKYIIErOo OLCHUBAHUS SBJSIOTCSA: JOKJIAA, TECThl IIO
TEOPETUYECKUM BOIpOCaM IUCIHMIUIMHBL, 3alUTa MpakThdeckux padbor u T1.m. KoHTponb
YCBOEHHS Marepuajla BEIETCS PEerysjpHO B TEYEHHE BCEro CEMECTpa Ha MPaKTHYECKHUX
(ceMHHAPCKUX, TA0OPATOPHBIX ) 3aHATHSIX.

No CPEACTBA OLEHUBAHU, ObpazoBaTenbHbIE
H/H HCIOJIb3YyEMbIC JId TCKYIICTO OLCHNBAHUA IOKa3aTCIA pGSyJILTaTBI IUCUUILINHBI
(hopMHUpPOBaHUS KOMITCTCHIINU
1 OueHouHble cpencTBa s Tekyuieil arrecranuu | OP-1 - OCHOBBI BEICHMS JEJIOBBIX
OC-1 3awmura peepara NIEPETOBOPOB, OCYIIIECTBICHUS

KOMMYHI/IKaHI/II\/'I (¢ KOHTaKTHBIMH

OC-2 OTtuer 0 BBINOTHEHUH UHIUBUAYAIBHOTO Ay/IATOPHSIMH; - OCHOBbI paSpa60TKI/I

SatanA HEOOXOIMMOM  JTOKyMEHTalluy;
= OCHOBBI HAJIOr000I0KEeHUs B
2 O1ueHo4HBIE CPeNCTBA AJA MPOMEKYTOUHOI CeDBICC:
aTTecTAlMU 3a4eT (3K3aMeH) p >
OP-2 - BECTH IIEPErOBOPHI,

OC-3 3auer B (hopme ycTHOTrO cobece10BaHUs
OCYIIECTBIATH KOMMYHHUKAllMU C

KOHTaKTHBIMH  ayJUTOPUSIMU,
pabortartb c HEO0OXOUMOM
JOKyMeHTanuel - paborate ¢
HaJOIOBO#l OTYETHOCTHIO;

OP-3 - HaBBIKaMU BeCHUS JETOBBIX
MIEPErOBOPOB; - HABBIKAMU PabOTHI C
HEOOXOAUMOM  JIOKyMEHTaluen; -
HaBbIKaMU pabOThl C HAJIOrOBOM
OTUYETHOCTBIO

Onucanue OLICHOYHBIX CPCACTB H HCO6XOI[I/IMOFO 060pyI[OBaHI/IH (I[eMOHCTpaL[I/IOHHOTO
MaTepI/IaJ'Ia), a TaK XC mpoueaypbl W KPHUTCPUHW OLUCHUBAHHUA HWHIUKATOPOB MOOCTHIXCHUSA
KOMIIETCHIIUM Ha PAa3JIMYHBIX 3Tallax Uux (I)OpMI/IpOBaHI/IH B IIpoLecce OCBOCHUA 06pa30BaTeJ'IBHOfI
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nporpaMMbl  TipeAcTaBieHbl B DOHIE OICHOYHBIX CPEIACTB Ui TEKYIIEro KOHTPOJIS
yCIICBaACMOCTU U HpOMe)KYTOLIHOf/'I arrecraiquu 1o JUCHUIIJIMHE «I[OKYMCHTaI_[I/IOHHOC
obecrnieueHne MpoPheCcCUuOHATHHOU IEATETLHOCTH.

Mamepuanwi, ucnoivzyemole 011 MEeKyuie20 KOHMPONs YCReeaAemMocmu
o00yuaruuxca no OucCyunIuHe
Marepuansl Juist Oprauu3aliy TeKyIed aTTecTalluy IPeICTaBlICHbI B 1.5 MPOrpaMMBl.

Mamepuanwi, ucnonvzyemoie 011 RPOMEHCYMOUYHO20 KOHMPOJIA YCREeaeMocCmu
o0yuarwuxca no OucyunIuHe

OC-3 3auyer B popMe YCTHOTO codeceT0BaAHUS
Bonpocsl k 3auery

1. JdenonpousBonctBo. HopmarupHas 6a3a.

2. 3aKOHOJATENbHOE PETYJIMPOBAHUE UHTEPHET-MAPKETUHTY.

3. IlakeTsl JOKYMEHTOB, KOTOpbIE HEOOXOAMMO HPEIbSIBUTH B OPraHU3ALMIO IPU
MOCTYIUIEHUHU Ha paboTy (IMOCTOSHHYIO, 10 COBMECTUTENBCTRY).

4. OdopmieHne TUCIUIUTMHAPHBIX B3BICKAHUH, UX CHATHA, OopMIIeHHE 01aroJapHOCTH
u noompenus (cornacHo [IK PD).

5. Odopmienue nepeBoia pabOTHUKA BHYTPH OpraHU3aIUH.

6. OcHOBaHMUsI 7151 pACTOP>KEHUSI TPYJOBOTO JOTOBOpA 110 MHUIIMATUBE paboToaTeNs.

7. JIOKyMEHTBI, KOTOPbI€ JOKHBI XPAaHUTHCS B IMUHOM JIEJIE.

8. I pynoBas kHikka. OOmme TpeOoBaHMs K 3a0JIHEHUIO.

9. TpynoBas kHWKKa. Bxuaaeii, Beljaua qyonukara.

10. Odopmiienne Ha paboTy COBMECTHUTENSA. BHyTpeHHEe COBMECTUTENBCTRO.

11. JlokymeHTHpOBaHKE MTPOLIEYPbl HOBOW JOJKHOCTH.

12. lucuunnuHapHblie B3bickaHus. [lepedeHb JOKyMEHTOB, HEOOXOAUMBIX JITH MPUHSATHUS
pelIeHHs O HAJIOKEHUHU AUCLUIUITMHAPHOTO B3bICKaHUS.

13. JIomKHOCTHBIE UHCTPYKLIMHU

14.JlokyMEeHTHpPOBAaHUE COKpAICHUs YHUCICHHOCTH WU IITaTa pabOTHUKOB (B
OpraHu3aIy, Y UHIUBUIYaJIbHOTO MPEANPUHUMATEIIS).

15. OpopmieHue oTmycka U KOMaHIUPOBKH.

16. lokymeHTanbHOe odopmieHue oTmycka. JlokyMeHTanbHOe O(QOpMIICHHE OT3bIBa
paboTHUKA U3 OTITYCKA.

17. lTaTHOE pacniucaHue.

18. Xpanenue kaapoBbIX J0KyMeHTOB. TpeboBanus u npasuia. CoznaHue apxusa.

19. IIpumepHast HOMEHKJIaTypa e KaJpoBoil ciayxObl. CpoKHM XpaHEeHHs JOKYMEHTOB.

20.CTpyKTypHBIE YacTU CIYXOBI JEJIONPOU3BOJICTBA B OpPraHU3AIUAX PA3TUYHBIX
ypoBHel ynpasineHusa. CTpyKTypa, 3aJa4i KaJpoBOIo AEIONPOU3BOACTBA.

21.HopMaTuBHbIE JOKYMEHTHI, pErJIaMEHTUPYIOLIME 3a7adyd U (QYHKIUH KaJIpOBOIO
JIEJIONPOU3BO/ICTBA.

22.0TBeTCTBEHHOCTH Ja HapyLIEHUsI BeIEHUs KaJpOBOT0 JIEJIONPOU3BOICTBA

23.HopMaTuBHbIE JIOKYMEHTBI, perjiaMeHTHpylolue padoTy ¢ KOH(HUAESHIHATIbHON
uH(popMaruei.

24 ByMaxHBbIHI U 3JIEKTPOHHBIN TOKYMEHTOOOOPOT: pa3INyus U CXOJCTBO.

25. IlpoGnembl uH(pOpMaLMOHHONW Oe€30MacHOCTH (3allUTa JOKYMEHTOB OT MOTEpH,
HE3aKOHHOTO0 aoctyna, noaaenku) CASE texHonoruu.

IIpakTHYeckue 3a1aHUS K 3a4eTy
1. 3anmomuute ¢opmy NeT-6 Ha corpymnamiy 3aBoimkckoro X3 Ne 15, koropas
npopaboTaina moaroaa.

2. CocTaBbTe CBOM aBTOOHOTpaHIO U pe3roMe.



3. Hammmumre mpuka3 o mpueMe Bac Ha pabOTy MHCIEKTOpoM otnena kaapoB B OO0
«bymaxknunay». Henocraroiue peKBU3UThI YKKUTE CAMOCTOSITENBHO.

4. 3anonmHuTte Ha cebs mMpUMEpHYIO (opMy TPYAOBOrO JOrOBOpa B COOTBETCTBHH C
TpynoseiMm konekcom PO.

5. 3anonuute Jlmunyro kapTouky YHubumposanaon Gopmer Ne T-2.

6. Haiinure Ho OKVY /] ko0BO€ unCiI0 ycTaBa OpraHu3alii U COCTaBbTe MPOEKT yCTaBa.

7. OdopmuTe IPOTOKOJ 3acenanus oodmero coopanus akimonepoB OO0 «Pockondacy o
MPOBEICHUM COKPAILIEHUS 1ITara U yTBEpPKJAC€HUU HOBOTO IITATHOTO PaCUCaAHUSI.

8. OdopmuTe npukas U BHECUTE 3alUCh B TPYIOBYIO KHIDKKY 00 YBOJIHHEHHH B CBSI3H C
COKpALIEHUEM YUCIIEHHOCTH WUJIM ILTaTa.

9. OdopmuTe akT 0 MOSABICHUU HA PabOTE C MPU3HAKAMU AJIKOTOJBHOTO ONbSHEHUS U
OTCTPaHEHHUH OT PaOOTHI.

10. OopmuTe akT 006 OTCYTCTBUH paOOTHUIIBI HA padoTe.

Kpurepun oueHuBanusi 3HAHUI 00y4AIOIIUXCH M0 JUCHUILIIHHE
Dopmuposanue 6ALILHO-PEUMUH2080U OYeHKU pabombl 00YYaAIOUUXCSL

[Tocertenune Pabora Ha
Ilocemenue
N MPAKTUYECKHUX | MPAKTUYCCKUX | 3a4eT
JIEKIAHA .
3aHATHH 3aHATHAX
Paz0aiutoBka no 2x1=2 5x1=5
229 GamioB 64 Gamna
9 BHJIaM paboT Oasuia 0aJUI0B
cemectp | CymmapHbIi 2 Gamna 236 6annoB 300 6amnoB
7 6aiIoB Max
Makc. 0ar max max max

Kpumepuu oyenusanus pabomwl obyuarowezocs no umozam 9 cemecmpa

Bamael (3 3E)
«3a4TEHO» ooiee 150
«HE 3a4TEHO) 150 u meHee

6. MeToauyeckue yKkazaHus 1Jisi 00y4alomMXcs 10 OCBOCHUIO AU CHUIIITHHBI

VYcnennoe u3ydeHne Kypca TpeOyeT OT oOyJaromuxcsi TOCEIIeHUs JIEKINM, aKTUBHOMN
paboThl Ha NPAKTUYECKUX 3aHATHSAX, BBINOJHEHHS BCEX Y4YEOHBIX 3a/aHMi mpernojaBaTels,
03HAaKOMJICHHsSI C OCHOBHOM U JIONIOJIHUTEIILHOM JINTEPATYPOH.

3anuce JIeKUH — OJHa U3 (OpPM aKTHUBHOM CaMOCTOSATENBbHOM paboThl 00ydaroluxcs,
TpeOyromiasi HaBBIKOB M YMEHMsSI KpaTKO, CXE€MaTHYHO, IIOCIEJ0BaTENIbHO U JIOTUYHO
(UKCUpPOBaTh OCHOBHBIE MOJIOKEHUS, BBIBOABI, 00001IeHus, (HOpMYIUPOBKH. B KoHIlEe JNekuuu
MpernoiaBaTesib OCTaBIseT BpeMs (5 MHHYT) JJIg TOTO, YTOOBI OOydYarmuecs HMeIn
BO3MO>KHOCTb 3aJ]aTh YTOUHSIOIME BOMPOCHI IO U3y4yaeMOMY MaTepuany. M3-3a HenocTarouHoro
KOJIMYECTBA ayJUTOPHBIX YAacOB HEKOTOpbIE TEMbl HE YIAE€TCS OCBETUTh B IOJHOM OOBEME,
MIOITOMY TpENoJaBarellb, IO CBOEMY YCMOTPEHHIO, HEKOTOpPBIE BOIPOCHI BBIHOCUT Ha
CaMOCTOSITENIbHYIO pabOTy CTY/IEHTOB, pEKOMEHAYS Ty WM UHYI0 aureparypy. Kpome storo, mis
JY4IIEro OCBOEHUS Marepuaja M CHUCTeMaTH3allMd 3HAaHUH MO JUCLUUIUIMHE, HE0O0XOIUMO
MOCTOSIHHO pa30upaTh MaTepuaibl JIEKIUI 10 KOHCHEKTaM W y4eOHbIM MocoOusiM. B cimydae
HEOOXO0AMMOCTH 00paIaThCs K MPENno1aBaTellto 3a KOHCYIbTaIUeH.

IMoaroroBka Kk NpakTHYeCKUM 3aHATHAM.

[Ipy moAroToBKe K MPAKTUYECKUM 3aHATHSM CTYIEHT JOJDKEH HU3Y4UTh TEOPETUUECKUIl
MaTepHuai 10 TeME 3aHATHS (MCIOJIb30BATh KOHCHEKT JIEKIMH, U3yYUTh OCHOBHYIO JINTEPATYPY,
O3HAKOMHTbCSA C IOMIOJHUTEIBHOM JIUTEPaTypOl, IPU HEOOXOJUMOCTH AOMOIHUTH KOHCIEKT, Jeias
B HEM COOTBETCTBYIOIIME 3allMCH W3 JIMTEpaTypHbIX HCTOYHMKOB). B ciydae 3arpynHeHui,
BO3HHMKAIOIIMX IPH OCBOEHHHM TEOPETUYECKOT0 Marepuana, CTYIEHTY CleAyeT oOpalmaTbes 3a




KOHCyNIbTalluel K mpernojaBarento. Vs Ha KOHCYNIbTalMi0, HEOOXOOMMO XOpOIIO MPOAYyMaTh
BOIPOCHI, KOTOPBIC TPEOYIOT Pa3bsICHEHHUS.

B Havane npakTH4ecKoro 3aHATHS IPENOIABATENb 3HAKOMUT CTYAEHTOB C TEMOM, OIJIAIaeT
IJIaH MPOBEACHMS 3aHATHS, BBIIACT 3a/laHus. B TeueHue OTBEIEHHOTIO BPEMEHHM Ha BBIIIOJIHEHHUE
paboOThI CTYIEHT MOXET OOpaTUTHCS K MPENOAABaTEIIO 32 KOHCYIbTallMell Win pa3bsicHeHusIMU. B
KOHIIE 3aHSTHS TIPOBOAUTCS IIPHEM BBITOTHEHHBIX 3aJIJaHH, COOECEIOBAHUE CO CTYACHTOM.

Pe3ynbpTaThl BBHIMOIHEHUS TPAKTUYECKUX 3/1aHUH OILIEHUBAIOTCS B OajliaX, B COOTBETCTBHUHU C
OaJIbHO-PEUTUHIOBOM CUCTEMOM YHUBEPCUTETA.

Il1anbl NPAKTHYECKUX 3aAHATHI
9 cemecTp

O6CY)KI[€HI/IC Ha MPAKTUYCCKHUX 3aHATUAX TEM, BBIACIICHHBIX Ha JICKIIHH.

IIpakTuyeckoe 3ausiTue - Tema 1. IlonsiTue U BUABI JOKYMEHTOB B cdepe cepBuca.

[loHsiTHE JOKYMEHTOB, ONOCPEAYIOLIUX IIPOLIECC CEPBUCHOM JAEATEIbHOCTH U HX
kjnaccupukanus (1Mo 1eaeBold MPUHAIJIEKHOCTH, IO YIPABIEHYECKUM 3ajadaM, peliaeMbIM C
MIOMOIIIBI0 COOTBETCTBYIOILETO JAOKYMEHTA, MO CPOKY XPaHEHHUs IO CTEIEeHH 005A3aTelbHOCTH
BEJCHUs JOKyMEHTauuu paboronateneM U T.0.) HopmaTuBHas ocHoBa mporecca
JOKYMEHTHPOBAaHUSI CEPBUCHOM  JIEATENILHOCTH  (HOPMAaTHBHO-TIPABOBBIE  aKThl  OOIIETO
XapakTepa: akThl MEXIYHapOAHOTO M (elepalbHOrO YPOBHS; akThl CyOBEKTOB (eaepauuu;
JIOKaJIbHbIE HOPMATHBHBIE aKTbl; HOPMATHUBHO-METOJIMYECKAs JOKyMEHTAlMsl: HOPMATHUBbBI IO
JIOKYMEHTHPOBAHUIO, AEJIONPOU3BOJICTBY U XPAHEHUIO JOKYMEHTOB, KIaCCU(PUKATOPBl TEXHUKO-
HYKOHOMHYECKOW WH(POPMALMU; HOPMATHUBBI MO OPraHU3alUK paboThl CIyXO yrpaBIeHUS
MIEPCOHAJIOM).

IIpakTnueckoe 3anaTHe - Tema 2. Oprann3anMoHHO-yNpaBJieHYeCKHe JOKYMEHThI B
cepe cepBuca

[lonsiTe  OpraHU3alMOHHO-YIPABJIEHYECKOTO JOKYMEHTa B cdepe CcepBUCHOM
NeSITeIbHOCTH (CpaBHEHUE C MPABOBOM KaTeropueil «IOKajdbHbII HOPMAaTUBHBIA akT B cepe
TpyZa»), BUJAbI, IpaBoBas OCHOBa pa3paboTku M npuHAtusa. CoctaB, copepkaHHeE, MOPAIOK
HOJArOTOBKM M O(OPMIIEHUS OpPraHU3allMOHHO- YIPABICHYECKHX JOKYMEHTOB (IIOJOXEHHE O
nepcoHasie (KOJUIEKTUBHBIM JOTOBOp); IMOJIOXKEHHE 00 OXpaHe TpyJa; IpaBUjia BHYTPEHHETO
TPYAOBOIO  paclopsiika;  JOJDKHOCTHAasT  MHCTPYKLUS;  IOJIO)KEHHE O  CTPYKTYPHOM
NOJIpa3/ielIeHNH, IITaTHOE PACIIUCAaHUE, MTOJI0KEHHE 0 KOMMEPUYECKON TallHe U T.1.).

IIpakTnyeckoe 3anaTHe - Tema 3. /IOKyMEHTBI 110 pEKPYTHHIY IIEPCOHAIA.

[lonsiTvie ¥ BUIBI TOKYMEHTOB IO PEKPYTUHTY INepcoHana. JlokyMeHTbI, odopMisieMble
Ha JTare MOoUCKa MepcoHaIa U UX oOlIast XapakTepUCTHKA: CoJiepKaHue, MOPAI0K pa3paboTKu U
NpUMEHEHHs (3asBKa Ha IOUCK M OTOOp mepcoHasa, KBaIM(QHUKAIMOHHbIE TpeOOBaHUS K
COHCKATeJII0 BaKaHCHUHU, OOBSIBIEHUE O BakaHCUU U T.1). JIOKyMeHTHI, opopmiisieMble Ha 3Tare
oTOOpa mepcoHana M UX oOuias XapakTEpUCTUKA: COJIEpXaHHe, IMOpPSIOK pa3paboTKu U
npUMeHeHHs (pe3loMe, aHKeTa, aBToonorpadus u T.4.). JIoKyMeHThl, odopMiIseMble Ha 3Tare
HaliMa MepcoHala M HUX OOlas XapaKTepUCTHKA: COAEpkKaHHE, TMOPSII0K pa3padoTKu U
OpUMEHEeHH (JIOKyMEHT, y10CcToBepstoLui mtuunocts, THH, cBuieTenbcTBO rocy1apcTBEHHOTO
MIEHCUOHHOTO CTPaXxOBaHUSA, JOKYMEHT BOMHCKOTO Y4eTa, TPYAOBas KHI)KKA, 3asBJICHHE O
npueme Ha paboTy, TpyJOBOM JOroBOp, MpUKa3 O Impueme Ha paboTy, corjacue Ha oOpaboTKy
MEPCOHAIbHBIX JaHHBIX U T.J.).

IIpakTnyeckoe 3ansitue - Tema 4. JlIOKyMeHTBI 0 IBMKEHHIO IEPCOHAJIA: COCTAB,
coJep:kaHue, MOPSIA0K NOATOTOBKH M oopMJIeHHs .

[lonatne wu knaccupuKaus JTOKYMEHTOB IO JABIKEHHIO TmepcoHana. Ilpukassl,
OTOCPEIYIOIINE OTHOILIEHUS IO JBH)KEHHIO KaJpOBOrO cocTaBa y paboTojarens: MOHATHE,
coJiepkaHue, npoueaypa ohopmieHus (o nepeBoje, 0 NPeAoCTaBICHHH OTIYCKa, O TPOBEICHUH
aTTecTaly, 00 YBOJbHEHHUH, O KOMaHIUPOBAaHUHU, O TMIOOLIPEHUU, O TPUBICUYEHUU K
JUCLUIUINHAPHON OTBETCTBEHHOCTH). JIOKYMEHTBI K IpHKa3aM IO JABMKEHHUIO IIEpCOHAaA:
MOHSTHE, COJAEpKaHMe, TMpolenypa opopMieHUs (3asBICHUS, MPEACTABIEHUE Ha IPOBEJIECHUE



aTTecTallid B OTHOLICHHUH KOHKPETHOTO pab0OTHUKA, AaTTECTAI[MOHHBIM JHCT, MPOTOKOJIbI
aTTECTAllMOHHOM KOMMCCHH, TpaduK OTIIYCKOB, CIyXeOHOe 3aJaHue, KOMaHIUPOBOYHOE
yI0CTOBEpeHHUE, akThl (00 0TKa3e oT moAanucH)). OTuéTHBIE JOKYMEHTHI O IBHKCHUU TIEPCOHANIA!
NOHATHE, BUJBI, COAEp)KaHuEe, 0COOEHHOCTH o(opMieHHs (CIpaBKa O TEKY4eCTH MEepcoHaia,
0030p 1o KagpaM, OTYET 00 YBOJIIEHHBIX COTPYJHHUKAX ).

IIpakTHyeckoe 3ansATHE - Tema S. JlIokyMeHTBI 10 Y4ETY IepCcoHaIa.

[TonsiTre, 0COOEHHOCTH W BUABI IOKYMEHTOB MO Y4eTy KaapoB. JIMuHas kKapToyka Kak
00s13aTeNbHBIA JOKYMEHT [0 Y4YeTy KaJpOB: IOHSATHE, OCOOCHHOCTH OQOPMIICHHS, BHU/IBL
JlnuHoe neno kak HeoOsA3aTeNbHBIM JTOKYMEHT IO y4eTy KaJpoB: NOHATHE, OPOpMIICHHE U
BEJICHHUE JINYHBIX A€ (J0Che) COTpYAHUKOB. COCTaB JOKYMEHTOB JTUYHOTO fena. Odopmienue u
BEJICHHE TPYJOBBIX KHMKEK M BKJIAJIbIIIEH K HUM.

IIpakTnyeckoe 3ansitue - Tema 6. JloKyMeHTHI, omocpeayloue OTHOLICHUSI 110
oXpaHe TPy/Aa M 10 OPraHU3aluu padouux MecT.

[TonsiTHe, OCOOEHHOCTH U BHJIBI JOKYMEHTOB 10 OXpaHe Tpyaa. O0mias xapakTepucTiuKa
OCHOBHBIX JIOKYMEHTOB IO OXpaHe TpyZa, pazpadaTbiBaeMbIX U 0QOpMIISIEMBIX paboToaaTeNeM:
coaepxanue, cnenudurka oQpopmiIeHUS (TOKYMEHTHI, OMOCPEAYIONINE TPOLEaypy U Pe3yibTaT
MPOBEJCHUS MPOBEPKU 3HAHUI M MpaBuil O€30MacCHOCTH Tpynaa (MPOTOKOJ, >KypHANbl y4yeTa
MPOBEPKU 3HAHHM, YAOCTOBEpEHHWE O WPOBEpPKE 3HAHWN, HOPM M MpPaBWI), JAOKYMEHTHI,
ONOCPEYIOIIME OTHOIIEHHUS [0 IPOBEJIEHUI0 HHCTPYKTaXXeW II0 TEXHUKE Oe30IacHOCTU
(KypHaJbl perucTpanuy HHCTPYKTaXKEH, MPUMEPHBIM IepeueHb BOMPOCOB Jsi MPOBEACHHUS
COOTBETCTBYIOIIETO BHJbI MHCTPYKTAXKa), WHBIC BUIBI JTOKYMEHTALMU B cepe OXpaHbl Tpyaa
(KOHTPOJIBHBINM JIUCT MPOXOXKIACHUSI OOY4YeHHUS U MPOBEPKU 3HAHUU MO OXpaHe Tpyda, JTUYHAS
KapTOYKa Ha CHELOJeXK Ty, Ce0O0YBb U IpyrUe CpeAcTBa UHIAUBUYalIbHON 3alUThl, BEAOMOCTb
yueTa BbIayMl CIELOACKIbl, cnero0yBu). HecuacTHelil cinyyail Ha pabodem mecrTe: MOHSITHE,
poueaypa ydeTa 1 pacciaeloBaHusl, 0COOEHHOCTH JOKyMEHTHpoBaHuUs. OO11as XxapaKTepuCTHKA
OCHOBHBIX JIOKyMEHTOB IO OpPTraHM3alMUd pabo4YMX MECT, pa3padaTbiBaeMbIX M O()OPMIIIEMBIX
pabotonaTenem: coaepkanue, crnenrduka ohopmiieHus (BEIOMOCTh MO y4eTy pabodero mecra,
cxema pabodero Mecra (HopMaTHUBHBIE TpeOOBaHUS MO 0(OPMIICHHIO), TACIIOPT paboyero Mecra,
KapTa arTecTaluu pabodero MecTa, MPOTOKOJ OLEHKH TPaBMOOE30IacHOCTH paboyero Mecra,
MIPOTOKOJI OLIEHKHU obOecrieueHrs pabOTHUKOB CPEICTBAMU MHAMBHUIYaAIbHOM 3aIUThI, TPOTOKOI
aTTeCTalMy PabOYNX MECT 10 YCIOBUSIM TPYA).

IIpakTuyeckoe 3anaTHe - Tema 7. OtaenbHbIE [JOKYMEHTbI, ONIOCPeIYIOLIHE
OTHOLIEHHS M0 COUMAIBLHOMY CTPAXOBAHMIO U MIEHCHOHHOMY 00ecre4eHHuIo.

[ToHATHE M BUIBI JOKYMEHTAlMM B cepe COLUAIBHOTO CTPAXOBAaHUS M MEHCHOHHOI'O
obecrnieuenus, ohopmiisieMbie CIyk00i1 yrpaBieHus nepcoHanoM. Coaepkanre U 0COOEHHOCTH
oopmienus paborojaTeneM AOKYMEHTAI[MH MO COLUAIbHOMY CTPAaXOBAaHUIO U MEHCHOHHOMY
oOecnieueHn0 (OONBHUYHBIM JIMCT, 3asBKa Ha IMPEJOCTaBICHHE MYTEBOK Ha CaHATOPHO-
KypOpPTHOE JIeYeHHE, TOKYMEHTBI O MPOJOKUTEILHOCTH CTa)a, B TOM YHUCIIE CIELUAIBHOIO U
T.J.).

IIpakTnueckoe 3ansaTHe - Tema 8. CucremaTM3auusi M onepaTuBHOEe XpaHeHHUe
JOKYMEHTOB IO CepBHUCY

Homenknarypa pgen ciayxObl cepBUCHOM JestenbHOCTH. [lopsgoK MOATOTOBKH,
cocraBieHus U odpopmienus. [lpumepHas HoMeHknaTypa nen. OnpeneneHrue CpOKOB XpaHEHUs
JOKYMEHTOB 1O YIpaBieHHIO mepcoHasoM. PopmupoBaHue Jel ¢ JOKyMEHTaMHu IO
yhpaBieHuIo nepcoHasioM. OnepaTUBHOE XpaHEHUE JOKYMEHTOB I10 YIPABJICHUIO ITEPCOHAIOM,
IKCHEepPTH3a LIEHHOCTEH, IOJrOTOBKA K Iiepe/iade B BEJOMCTBEHHBIH apXuB.

IIpakTuyeckoe 3ansatue - Tema 9. Cuayxda cepBuca: NOHATHE, CTPYKTYypa,
OCHOBHbIE (pyHKIIHH.

Cnyx0a cepBuca y paboromaTeneid pa3nuuHbIX (OpPM COOCTBEHHOCTH, €€ 3aJlayH,
¢byukuuy, cTpykrypa. [lonoxxenue o ciyx6e HHTEpPHET-MAapKETUHTa, €T0 COAEp KaHUE, OPSI0K
NOJATOTOBKU, odopmiieHne. MeHemkep Mo Kaapam, €ro 3ajaay, (YHKIMH B OpraHHU3allMsiX.
JIOJDKHOCTHBIE WHCTPYKIIMHM COTPYIHHMKOB CIYXKOBbI CepBHCA, HMX COJEp)KaHHE, MOPSAIO0K
NOArOTOBKU, odopmieHus. OpraHuzanus paboThl ClIyXObl YHOpaBlIEHUS IEPCOHATIOM U
JIOKYMEHTHPOBAaHHUE €€ JIEeATEIIbHOCTU. 3apyOeKHBIN OMBIT OPraHU3alui U JOKYMEHTHUPOBAHHS



JeSTeNIbHOCTH 10 cepBucy. [IpaBoBoe perynupoBaHue AESTEIBHOCTH 10 UHTEPHET-MapKETUHTY
B CTpaHax C pa3BUTOM pPHIHOYHOM HKOHOMHKOWU. Ciy:kObl yIpaBieHHs IEPCOHAJIOM |
MEHE/DKEphl 1O KajapaM B 3apyOeXHbIX (upmax, NTpaBOBOM CTaTyc, 3aaady, (QYyHKIUH,
opranuzanus jaearesbHOCcTH. COBpeMeHHbIE MeTOJbl pabOThl C MEPCOHAIOM 3a pyOexxoM u
BO3MOXXHOCTH MX HCIOJIb30BaHUs B Poccun. JIokyMeHTHpOBaHUE ACSITENBHOCTU 10 CEPBUCHOU
JEeSITeIbHOCTH (TI0 OCHOBHBIM 337ayaM). BUIbl JOKYMEHTOB, OCOOCHHOCTH HX O(GOpPMIICHUS.
[TpakTiKa U peKoMeHIaluu 3apyOeKHBIX CIIEIIUATUCTOB.

7. TlepeyeHb OCHOBHOIi M [IONMOJIHUTEJBbHOI Yy4eOHOIi JuTepaTypbl, WHTepHeT-
pecypcoB, HEOOXOAUMBIX /1JIs1 0CBOEHMS 1N CHUILIUHbI

OcHoBHasi iuTEpaTypa:
1.bbikoBa, TaTbsiHa AJIEeKCAHIPOBHA.
JlokyMeHTaIMoOHHOE O0ecTIeueHUE YIIpaBiIeHUs (IeT0MpOn3BOACTBO) : YueObHoe nocobue. - 2 ;
nepepad. u gor. - Mocksa : OOO "Hayuno-uznarensckuii neHtp MHO®PA-M", 2019. - 304 c. -
ISBN 9785160048055.
URL: http://znanium.com/go.php?id=1016098
2. beikoBa, T. A. JlokymMeHTanMOHHOE OOECIIEYCHHE YIPABICHHUS HETOCYAapCTBEHHBIX
opranuzanuii : yaeonoe nocobue / T. A. beikoa, JI. B. Cankuna. — 2-e u3zn., nepepab. u 101
— Mocksa : UH®PA-M, 2020. — 302 c. + Jlon. matepuansl [DIEKTpOHHBIN pecypc]. —
(Beicmiee oOpasoBanme: bakanaBpuart). - ISBN 978-5-16-010379-2. - TekcT : 31EKTPOHHBIN. -
URL.: https://znanium.com/catalog/product/1072260

JlonoIHNTEIbHAS JIUTEpaTypa:

3. I'ymmna, U. A. JlokyMeHTanMoOHHOE OOECTIeYeHHE YNPABJICHUS B COIUAIBHO-KYJIBTYPHOM
cepBuce u TypusMe: YueOHoe mocobue / I'ymuna U. A., 3aiineBa H. A. - Mocksa : Anbda-M,
HUIL UHOPA-M, 2015. - 240 c. ISBN 978-5-98281-152-3. - TekcT : 2IeKTPOHHBINA. —

URL.: https://znanium.com/catalog/product/489737

4.JlaBpentbeBa, M. I'. JlokyMeHTaIMOHHOE OOECHEYCHHE KaJPOBOW NEATEIHHOCTH B cdepe
WHAYCTPUU TOCTEIPUUMCTBA: IPAKTUKYM : yueOHoe mocobue / M.I'. JlaBpenTheBa, A.B. Moxaes
; IO pen. KaHA. UCT. Hayk, nou. H.I'. MoxaeBoii. — Mocksa : UHOPA-M, 2022. — 99 c¢. —
(Beicmiee oopaszoBanue: bakamaspuat). — DOI 10.12737/textbook_5923d72ab18433.20521839.
- ISBN 978-5-16-011901-4. - Texcr : AIIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/912747

Humepnem-pecypcoi.
1. https://www.minfin.ru/ru/- MunauctepctBo ¢puHancos PO
2. https://www.cbr.ru — Ienrpanbubiii bank PO
3. http://www.consultant.ru - CrpaBouno-mpaBoBas cuctema «Koncynsrant [Tmrocy»
4. https://www.garant.ru — CipaBo4no-tipaBoBasi cucrema «[ apanr»
5.https://rusnap.ru/about/ - HarmonanpHas accoruanus npeaipuHuMaTenei
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