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PABOYAA NPOPAMMA YYEEHOW OUCLIUMIINHbBI
61.0.32 [JokymeHTaumMoOHHOE obecneyeHmne ynpaBneHunsi nepcoHanom
1. Koma w»n HaumeHOBaHMe HanpaBneHUs NOAroToBKU/cneunanbHOCTU:
38.03.03 «YnpaBrneHue nepcoHanom»

2. Mpodunb noarotroBku/cneyuanusaums: YnpasneHue nepcoHanom
opraHusauuu

3. KBanudukauma BbinyckHukKa: 6akanaep
4. dopma o6y4eHus: o4yHas

5. Kadeppa, oTBevawlwasa 3a peanusauuio AOUCLMUNIIUHBLI:  yNpasBrieHns
nepcoHanom

6. CocTtaBMTENM NpOrpamMmbl: K.9.H., goueHt H.H.MuTtnHa
7. PekomeHpoBaHa: Hay4yHO-MeTOOMYECKMM COBETOM 9KOHOMWYECKOIrO (hakynbTeTa

BI'Y o1 15.04.2021 r., npotokon Ne4

8. YueOHbI roa: 2023/2024 CemecTpbl: 6



9. Llenu n 3agayum y4e6HOM AUCLUNIIUHDI:

Llenbro ocgoeHust y4ebHoOU OucyuriuHbl 8119emcs:

dopmupoBaHne y oby4valoLmMxca 3HaHUW, YMEHUA U HaBblkOB B cdepe BeaeHUs
COBPEMEHHOIo Oerionpon3BOACTBAa U JOKYMEHTALMOHHOIO COMPOBOXAEHUS ynpaBneHns
nepcoHanoM no OCHOBHbIM HanpaBneHUsIM

3adayu y4ebHoU OuCyUrIUHBbI:

— 3HaKOMCTBO C coaepXxXaHunem

TeopeTUn4eCkKnx u

mMeToaosfiorm4ecknx OCHOB

[AEenonpon3BOACTBa, 3aKOHOAATeNbHbIX aKTOB U HOPMAaTUBHO-METOAMYECKUX MaTepuarnos,
pernamMeHTMpYLLMX AeNONPON3BOACTBO B KaapoBOK crnyxoe;

oBnageHve

KaZpOoBbIX JOKYMEHTOB;
— hopMMpoOBaHME  YMEHWI
nepcoHarnomM no OCHOBHbIM HamnpaBreHUsIM.

HaBblKaMun

ocbopmMneHus

opraHm3aunoHHO-pacnopAaAanTesibHbIX W

OOKYMEHTaUMOHHOIo COoNnpoBOXAOEHNA  ynpaBlieHUA

10. MecTo y4yebHOM AncuunnuHbl B cTpyKType OOI: ob6sa3aTenbHas Yactb 6noka b1.

11. NMnaHupyemble pe3ynbTaTtbl 00yYeHUA No aucuunnnHe/Moaynio (3HaHUS, yMeHuUs,

HaBbIKW),

COOTHEeCEeHHbIle

C

nnaHnpyewvbiMn

pe3ynbTaTamMu OoCBO€eHuUusA

o6pasoBaTean0|7| nporpamMmmbli (KOMneTeHLIVISIMM) U UHANKaToOpaMn UX 4OCTUXEHUA:

Ko HasBarine Koabl NHaunkaTtopbl MnaHupyemble pesynbTaTbl 00y4eHUst
KOMMeTeHLUun
OrlIK-4. |CnocobeH Orl1K- |Bepet 3HaTb:
NPUMEHSATb 4.1 |0OKYMEHTAUMOHHO (-  3aKoHoAaTemnbHyK,  HOPMaTUBHO-
COBPEMEHHbIE € COnpoBOXAEeHWe |NpaBOBYD, HOPMATMBHO-METOLMUYECKYH
TEeXHONormm 7] n y4yeT |6asy opraHunsauunu KagpoBOro
MeToabl onepaTuBHOIo AenonpousBoacTea
ornepaTuBHOIO ynpaBreHus -- OCHOBbl pa3paboTkn M BHeAPEHUSN
ynpasneHusi nepcoHanom KagpoBown n ynpasrieH4YeCcKomn
nepcoHasnow, AOKYyMeHTaummn
BECTHU
OOKYMEHTaLMOHH YMmeTb:
oe - ohopMnATb OpraHn3aunoHHO-
COnpoBOXAeHNe pacnopsanTenbHble N  Kagposble
nyyet AOKYMEHTbI
- COCTaBNATb KagpOBYH OTYETHOCTb
Bnapetb:
- HaBblKaMu BeaeHus
AOKYMEHTALMOHHOIO COMPOBOXAEHUSA U
y4yeTta ornepaTuBHOIO ynpasreHus
nepcoHasnom.

12. O6bemM aucuunnuHbl B 3a4eTHbIX eguHulax/yac. — 5 3ET/ 180 vac.

dopma NPoOMeXyToOUYHOM aTTecTaLmum 3K3aMeH

13. TpyaoeMKocTb NO BUaamM y4ebHom paboTbl:

Bug y4ebHom paboThbl

TpyooeMKkocTb

| Mo cemecTpam




Bcero 6 cemecTp

AyOuTOpHbIE 3aHATUA 68 68

nekuum 34 34

B TOM 4ucne: npaxkTn4eckmne 34 34

nabopartopHtle - -

CamocTosaTenbHas pabora 76 76

dopma NpomMeyTO4HON atTecTaumu 36 36
( 9k3ameH — 36yac.)

WToro: 180 180

13.1 CopepxkaHme ANCLMUNIINHbI

n/n

Peanusauusa pasgena

HanmeHoBaHue
pasgena CopepxaHue pasgena AUCLMNIUHBI ANCLIMNIVHE! C
ANCLMANTNHGI NMOMOLLbIO OHHa’I:IH-
Kypca, QYMK
1. Nekuun
1.1 | lokymeHTaunoHHo | NoHATMEe [okymMeHTa, ero dyHkumMn. OTanbl | [JokymeHTaunoHHoe
e obecrneyeHune | cTaHoOBMNeHWUss aenonpoussoactea B Poccum. | obecneverne
ynpaBneHns Cuctembl pokymeHTaumun. [oHaTMe, ponb u | YNPaBeHna
nepcoHarnom, 3afjaus  [AOKyMEHTaUMOHHOro  obecnedeHus | MEPCOHANOM
OCHOBbI €ro | ynpaBneHusi nepcoHanom. 3akoHogaTternbHasi U h_ UR_L'
ttps://edu.vsu.ru/cours
3aKoHO4aTernbHOro | HopMaTMBHO-MeToguyeckas 6Gasa paboTbl C elview.php?id=8799
n HOPMATUBHO- | LOKYMEHTaMM B  CUCTeMe  ynpaBneHusi
MEeTOAMNYECKOrO yenoseyeckummn pecypcamn. Knaccudmkaums
perynupoBaHus AenoBbIX JOKYMEHTOB, COCTaB 1 BUAbl KagpOBOM
OOKYMEHTauMn, OCHOBHble TpeboBaHWst K KX
COCTaBMeHNto, CTaHaapTU3aums.
lMoHsTME n cocTaB pekBuanToB. TpeboBaHua K
odhopMneHunto PEKBM3UTOB [OKYMEHTOB.
TpeboBaHus K 61aHKkam SOKYMEHTOB.
1.2 NoHaTue OOKyMeHTa. MpoucxoxaeHve | HokymeHTaumoHHOe
foKkymeHTa. COOTHOLLEHME NOHATUI "OoKyMeHT", | obecneyeHue
"MHopmauma" n "maTepuanbHbii HocuTenb". | YNPaBleHNA
[lokyMeHT: CBOIiCTBa, MNPU3HAKM U (PYHKUMM OOKYMeHTa. ”fBCFg’['_a”OM
[lokymeHTOBEAEHME:  MOHATWE,  CTPYKTypa, | ...~
NoHATME, (PYHKLUN, npeamet KriaccndmkaLms NEnoBbIX https.//edu.ysu.ru/cours
npoucxoxaeHne ) ~ | elview.php?id=8799
OOKYMEHTOB, COCTaB M  BuAbl  KagpOBOW
OOKYMEHTaUMN, OCHOBHble TpeboBaHMs K UX
COCTaBMEHWIO, CTanZapTu3aums. OTanbl
NOAroTOBKM pacnopaamnTenbHbIX JOKYMEHTOB.
13 YctaB opraHusaumu. lNMonoxeHve o CTPyKTypHOM | [okymeHTauuoHHoe
noapasfaeneHun. LTaTHOE pacnucaHue, | obecneyerve
OdopmneHune npaBuna BHECEHUS B HEro W3MeHeHui. | YNPaBleHnsa
[IOKyMEHTOB no | MonoxeHne o nepcoHane npeanpuatus. | NEPCOHaANoM
opraHusaumm JomkHocTHas WHCTPYKUMA. Mpukas ol UR_)L:
TpyAa paboTHUKOB | pacnpegeneHuu obs3aHHOCTEN Mexay 2}3?;{,/ edu'v-su_'rU/murS
.php?id=8799
pykoBoacTtBoM. [lonoxeHne o6 ob6paboTke
nepcoHanbHbIX AaHHbIX pabOTHUKOB
1.4 [lokyMeHTbl, HeobxoauMble Ans npoueaypbl | AOKYMEeHTaunoHHoe
JOKyMEHTUPOBaHN | PEKPYTUHIa nepcoHana. TexHonorus | 00ecneveHme
e pekpyTMHra U | pa3paboTkm W CTPYKTypa [OKYMEHTOB Npw xgpigﬂzxa
npuema Ha paboTy | pekpyTuHre. —{)JRL'

nepcoHana

Ycnosus
Knura

Tpynosom
TPYAOBOro

[10roBOp.
[orosopa.

3aK0YeHUs
perncrpaumm

https://edu.vsu.ru/cours
elview.php?id=8799




TpyaoBbix AoroBopoB. OcdopmneHne npuemMa Ha
paboTy. CogepxaHve M MNOpsAOK 3anofiHEeHWs
aHkeTbl, aBTOOMOrpacdumn, NMYHOrO NMUCTKa Mo
yyeTy KagpoB, JIMYHOM KapTOYKM, YYETHOM
KapToukM HaydHoro paboTHuka. [lepeBog
paboTHMKa Ha Apyryto paboTy.

15 Mopsagok odopMneHns TPyaoBOM KHWKKM npwu | [okymeHTaumnoHHoe
ycTponctBe Ha paboty. [Mpasuna BeneHus | obecneverune
OdopmneHue TPYAOBbIX KHWXeK. CBeaeHust 0 HarpaxaeHusx, | YnPasnesus
TpyooBon KHwkkU. | CBeaeHnss 06 yBonbHeHuu.  VcnpasneHue | MEPCOHaNoM
BegeHve nu4yHOro | 3anucen B TpyaoBon KHuxke. OdbopmneHue H_ttg?b.eduvsu ru/cours
aena un  nn4HoW | paboTbl MO COBMECTUTENLCTBY. ONIEKTPOHHbIE e/vie\./v.php.?id:.8799
KapTOYKM TPYAOBbIE KHUXKN.
paboTHuMKa JInyHoe peno m nuyHas KapTodka paboTHMKa:
npaeuna 3anofiHeHus W xpaHeHusi. BepneHwue
Tabens yyeta paboyero BpeMeHu.
16 [OKyMEHTMpOBAHME  OLEHKM  OeATenbHOCTU | [okyMeHTaumnoHHoe
paboOTHMKOB, B T.4. aTTeCTaLMOHHbLIX NPOLEayp. obecneyeHve
[okymeHTaums no KOMaHaupoBaHuto | YNPasneHnsa
pabOoTHUKOB. OTyet 0 pesynbrartax | MEPCOHANOM
KomanaunpoBkn.  [pegocTaBneHMe OTMNYCKOB: .k;tggb.e dULVSUIL/cours
rpacdouk, Buabl, odopmrneHne. Tpygosoe e/vie\./v.php.?id:.8799
OpraHusauus 3aKOHOOATENbCTBO, perynupyloliee  nopsgok
NCNonb30BaHUs npegocTaBneHns n 0oopMIIEHNSA OTNYCKOB.
TPYAOBbIX Odopmnenmne [0roBopos o] NOJTHOWN
pecypcos. MaTepuanbHONW OTBETCTBEHHOCTW, MpPUKa30B,
poBepeHHocTn. Pabota ¢ gokymeHTamuy,
OTHOCALLMMUCH K rocyaapCTBEHHOW,
KOMMEPYECKOM 1 CrykeBHON TanHe
MpaBuna odopmreHns  OOKYMEHTOB  Mpwu
npekpaLleHun (pacTopxeHunn) TPYOoBOro
gorosopa
1.7 MNpaBuna BHYTPEHHero TpyAoBOro pacrnopsaka. | [JokymeHTauuoHHoe
Odopmnenmne HapyLLUeHNi Tpyaoson | obecneyexne
OVUCUMNNUHBI.  OOKNagHble 3anucky, akT o | YNpaenexus
HapyLIEeHUN LANCUMNIVHBI Tpyaa, | NePCOHanom
obbacHuTENbHAs 3anucka. Tabenb ydeTa '&tgﬁbé dULVSUIL/COUrS
Tpynoson MCNosib30BaHus pabouero BpEMEHM. e/vie\}v.php'?'id:'8799
pacnopsiaok, OdopmMmneHne  noowpeHuss 3a  Tpyad MU
ANcuMnnHa N | HANOXEHNA AUCUMNIANHAPHBLIX B3bICKAHUA Ha
oxpaHa Tpyaa pabOTHMKOB.
MpaBuna odopMneHns AOKYMeHTaumMm no
oXpaHe TpyAa: UHCTPYKTax, MPOTOKOM NPOBEpPK/
3HaHWN, KypHan y4yeTa nPOBEPKM 3HaHUN,
yOOCTOBEPEHNE O MPOBEPKE 3HAHWA U HOPM
GesonacHocTu Tpyaa
18 CocTtaBneHne HoOMeHknatypbl gen  cnyx6bl | JokymeHTaumoHHoe
XpaHeHie Ka[poB. obecneyeHve
N MoaroToBka Aen cnyx6bl kKagpoB Kk nepenade B | YNPaBnexua
KaapoBou apxuB  opraHusauuu:  copmmupoBaHue  u | MePCOHANOM
AOKYMEHTALMM W | o hopmnenme fgen B cnykbe  kagpos, | . OR-

CUCTEMBI OKCMEPTM3A  LEHHOCTM  Men o6ecnevyeHme https://edu.ysu.ru/cours
SMNEeKTPOHHOro ’ elview.php?id=8799
COXpaHHOCTM Jden Wu nepejaya uX B apxvB

AOKYyMeHToo6opoT
a opraHm3aummn. AKT O BblAENEHUN K YHUYTOXEHUIO

AOKYMEHTOB, He MoAriexalumx
XpaHeHne pgen cnyx6bl

XpaHeHu1o.
KagpoB B apxuee




opraHmsaummn: obecneyeHme CoOXpaHHOCTM Aen o
NIMYHOMY COCTaBy, MX Knaccudukaumst n y4yer,
co3daHMe K HUM CMpaBOYHOrO annapara,
NCNonb3oBaHMe [OOKYMEHTOB MO  JIMYHOMY
coctaBy. [lopsgok nepegaum pgen  cnyxb6bl
Kaapos.
CoBpeMeHHble
OOKyMeHToobopoTa.

CUCTEMDbI ANEeKTPOHHOro

2. MpakTnyeckne 3aHATUA

2.1 | [lokymeHTauMoHHO | lMoHATME [oKymMeHTa, ero dyHkumMu. OTanbl | [JokyMeHTaunoHHoe
e obecneyeHne | CTaHOBNEHMS [Aenonpou3BoacTBa B Poccuw. obecneveHvie
yrnpaBneHus Cuctembl pOokymeHTauuun. [oHATME, ponb u | YNPaseHna
nepcoHarnom, 3afjaum  [OKyMEHTaUMOHHOro  obecrniederus | MEPCOHANoM
OCHOBbI €ro | ynpaBneHus nepcoHanom. 3akoHopaTtenbHasi u h_ UR_L'

ttps://edu.vsu.ru/cours
3aKoHO4ATeNbHOro | HOpMaTMBHO-MeToaudeckass 6Gasa paboTbl C elview.php?id=8799
n HOpPMAaTMBHO- | JOKYMEHTaMm B cuctemMe  ynpasneHus
MEeTOaMNYEeCKOro yenoseyeckumn pecypcamu. Knaccudmkauus
perynupoBaHus AeNoBbIX AOKYMEHTOB, COCTaB M BMAbl KaApPOBOW
OOKYMEHTauMM, OCHOBHble TpeboBaHMs K WX
COCTaBIeHUo, cTaHaapTM3aums.
lMoHATMe n coctaB pekBn3MTOB. TpeboBaHusa K
ohopMNeHNto PEKBU3NTOB AOKYMEHTOB.
TpeboBaHus K briaHKkam JOKYMEHTOB.
2.2 MoHsaTne OOKYMEHTa. MpoucxoxaeHue | [JokymeHTaunoHHoe
nokymeHTa. COOTHOLLEHNE NOHATUN "OOKYMEHT", obecneyeHvie
"uHpopmaumsa" 1 "MaTepuanbHbii HOcuTenb". | YNPaBneHna
[lokyMeHT: CBOICTBa, MPU3HAKM U (YHKUMU OOKYMeHTa. ”_eBCé’['_a”OM
[okymeHTOBEAEHME: noHATMEe,  CTPYKTYpa, | ...~ .~
NoHATHE, (PYHKUUN, npeamer Knaccudmkaums NenoBbIX https.//edu.ysu.ru/cours
npoucxoxaeHve ) o | elview.php?id=8799
OOKYMEHTOB, COCTaB M  BuAbl  KagpoBOM
OOKYMEHTauMn, OCHOBHble TpeboBaHWs K KX
COCTaBMEHNIO, CTaHZapTu3aums. OTanbl
NOAroTOBKM pacnopaamnTenbHbIX JOKYMEHTOB.
23 YcTtaB opraHunsaumn. lNMonoxeHne o CTPyKTypHOM | [OKyMeHTaunoHHoe
noapasfaeneHun. LTaTHOE pacnucaHue, | obecneyerve
OdbopmneHue npaBuna BHECEHUA B HEro  M3MeHeHuin. | YNPaBnenna
[IOKyMEHTOB no | MonoxeHne o nepcoHane npeanpuUATUS. ”eBCFg’['_a”OM
opraHusaumm [omkHocTHas WHCTPYKLMA. flpvn(aa o] https://edu.vsu.ru/cours
Tpyaa paboTHMKOB | pacnpeneneHun obs13aHHOCTEN MEXAY | opview.php?id=8799
pykoBogcTtBoM. [lonoxeHne o6 ob6paboTke
nepcoHanbHbIX AaHHbIX pabOTHUKOB
24 HokymeHTbl, Heobxogumble AN npoueaypbl | JokymeHTaunoHHoe
pPeKpyTUHra nepcoHana. TexHornorus | obecneyexne
pas3paboTkn U CTPYKTypa [OOKYMEHTOB npu | YNPaBleHns
PEKpYTUHre. ”e[’JCFg’['_a”OM
JdokymeHTMpoBaHu | TpyooBon [O0OroBop. YCroBUA  3aKNiOYEHUS https://edu.vsuLru/cours
€ peKkpyTMHra u | TpygoBoro pgorosopa. Khura peructpaumm elview.php?id=8799
npuema Ha paboTy | TpyaoBbix gorosopoB. OdopmneHne npuema Ha
nepcoHana paboty. ComepxaHne u MOPSAOK 3arofiIHEHUS
aHkeTbl, aBTOOMOrpacdumn, NMYHOrO NMUCTKa Mo
ydeTy KagpoB, JIMYHOM KapTO4YKW, Y4YEeTHOM
KapToukM HayyHoro paboTHuka. [lepeBog
paboTHMKa Ha apyryto pabory.

2.5 Odbopmnene I'Iopﬂ;EOK odhopMneHNa TPyOOBOW KHWXKKU Mpu | [JokymeHTauuoHHoe

TPyOOBOW  KHWKkM. | YCTPOACTBE  Ha paboty. [paBuna BeaeHus | obecnevexne
TPYAOBbIX KHWXKeK. CBeOeHNA O HarpaxaeHusx, | YnPasneHus

Benexnne nu4Horo

nepcoHasrnom




gena u nuyHon | CBegerHmss 06  yBonbHeHuu. Wcnpaenenue | .— URL:
KapTOYKK 3anuMcen B TPYOOBOM KHWXKe. odopmrerue | https://edu.vsu.ru/cours
paboTHKa paboTbl MO COBMECTUTENbCTBY. AnekTpoHHble | &/View.php?id=8799
TPYAOBbIE KHUXKU.
JlnyHoe peno 1 nu4yHas kapTodka paboTHMKA:
npaBuna 3anofiHeHUs1 U XpaHeHusl. BepeHuwe
Tabens yyeta paboyero BpeMeHM.
2.6 [OKyMEHTMpOBAHME  OUEHKM  OeATenbHOCTU | [JoKyMeHTaumnoHHoe
paboTHMKOB, B T.4. aTTeCTaUMOHHbIX npoueayp. | obecneyerve
[okymeHTaums no KoMaHaMpoBaHuto | YNPaBneHua
pabOTHMKOB. OTvet 0 pesynbTaTax | NepcoHarnom
KoMaHaupoBku.  [pedocTaBrneHne OTMYCKOB: H_ttgsté dULVSU.IU/COUrS
rpacbuk, Bugbl, ocopmneHne. Tpygosoe e/vie\./v.php.?id:.8799
OpraHusauus 3aKOHOAATENbLCTBO, perynupylowee nopsaaok
NCMNosb30BaHMs npeaocTaBneHns 1 0PopMNEHNST OTNYCKOB.
TPYAOBbIX OdopmneHune A0roBOpOB o} NOJIHON
pecypcos. MaTepuanbHOM OTBETCTBEHHOCTW, MNPUKA30B,
aoBepeHHocTn. Pabota c  gokymeHTamuy,
OTHOCSLLMMUCS K rocyqapCTBEHHON,
KOMMep4YeCcKon 1 criyxebHomn TanHe
MpaBuna odopmneHnss  OOKYMEHTOB  Mpu
npexpaLleHun (pacTopxeHun) TPyOoBOro
Aoroeopa
2.7 MpaBuna BHYTPEHHEro TPygoBOro pacnopsgka. | [LokyMeHTaumoHHoe
Odopmnenmne HapyLLUeHWi Tpyaoson | obecneyexne
OVUCUMMNUHBI:  OOKNagaHble 3anucku, akTt o | YNpPaenenuns
HapyLIEeHUN LAVNCUMNIVHBI Tpyaa, | NePCOHanom
obbacHuTENbHAs 3anucka. Tabenb ydeTa 'kﬁtgsR-bé dULVSUIL/COUrS
Tpynosou MCMNosib30BaHUsA pabouero BpPEMEHM. S g
elview.php?id=8799
pacnopsaok, OdopmMmneHne  noowpeHust 3a Tpyad MU
AncumnnnHa N | HANOXEHNs1 OUCUMNAMHAPHBLIX B3bICKAHUMA Ha
oxpaHa Tpyaa pabOTHMKOB.
MpaBuna odopMneHns AOKyMeHTaumm no
oXpaHe TpyAa: MHCTPYKTaX, NPOTOKOM MPOBEPKM
3HaHW, KypHan y4yeTa nPOBEpPKUM 3HaHWUM,
yOOCTOBEPEHNE O MPOBEPKE 3HAHWA U HOPM
©es3onacHocTu Tpyaa
18 CocTtaBneHne HOMeHKnaTypbl gen cnyx6bl | [JokymeHTaumoHHoe
KaJpoB. obecneyeHve
MoaroTtoBka gen cryxbbl KagpoB K nepenade B | YNPaBneHna
apxuB  opraHusauuu:  popMMpoBaHuMe U ”e[’JCRo['_a”o""
ogopmnenne  Aen B cnykbe  kadpos, .rﬁtps://édu.vsu.ru/cours
XpaHeHue aKcnepTM3a UeHHocTM pgen, obecneveHve elview.php2id=8799
b COXPaHHOCTM [en W nepejada UX B apxuvB
KagpoBOM

AOKYMEHTaummn nu
CUCTEMBI
SNEKTPOHHOro
OOKyMeHTOoOo6opoT
a

opraHv3aumun. AKT O BblAEMNEHNM K YHUHTOXEHMIO
AOKYMEHTOB, He MOANeXaluMx XpaHEeHuIo.
XpaHeHve pgen cnyxbbl KkagpoB B apxuee
opraHu3saumun: obecrneyeHne COXpaHHOCTU Aen o
MIMYHOMY COCTaBy, MX Kraccuduvkaums m yyer,
COo3d4aHMe K HMM CNpaBOYHOrO annapara,
NCronb3oBaHWe [OOKYMEHTOB MO  JIUYHOMY
coctaBy. [lopsgok nepegaus gen  cnyxobl
KagpoB.
CoBpeMeHHble
AOKymeHToobopoTa.

CUCTEMDI ONEKTPOHHOIo




13.2 Tembl (pasgensl) AUCLUUNIIUHBI U BUAbI 3aHATUN

Ne HanmeHoBaHune Tembl Bunul saHATMR (1acos)
/n P ——— Mexumm Mpaktnyeckn |CamocTtodATensHas Bcero
e paboTta

[okyMeHTaunoHHoe obecneyeHne

1 | YNPaBneHus nepcoHasnoM, OCHOBbI  €ro 4 4 10 18
3aKOHOOATENbHOro 7 HOpPMaTUBHO-
MEeTOANYECKOro pPerynmpoBaHuns

> [oKyMeHT: MOHATHE, YHKLMMU, 4 4 8 16
NpPoucxoxaeHne

3 OchopmneHne JOKyMEHTOB MO opraHmnsaLmm 4 4 8 16
Tpyaa paboTHMKOB

4 [okyMeHTMpOoBaHME pekpyTUHra n npuema 4 4 10 18
Ha paboTy nepcoHana
OchopmneHne TpyooBon KHuXKU. BepeHue

5 | nNuyHoro pgena UM JIMYHOWM  KapTO4KM 6 6 10 22
paboTHuKa

6 OpraHmsaumss  MCnonb3oBaHWUs  TPYOOBbIX 4 4 10 18
pecypcos.

7 TpyooBow pacnopsigok, AucuunnuHa  u 4 4 10 18
OoxpaHa Tpyda

8 XpaHeHne KagpoBOW  OOKyMeHTaumm u 4 4 10 18
CUCTEMbI NEKTPOHHOIO AOKYMEHTO0b0opoTa

UToro: 16 34 58 144

14. MeToan4yeckue ykasaHmsa Ans odoyyarowmxcsa no 0CBOEHNIO ANCLUNIIUHDbI:

B npouecce npenogaBaHnsa ANCUUNNNHBI MCMOMNbL3YKOTCH Takne Buabl y4ebHon paboThl,
KaK neKkuuu, npakTUyYeckue 3aHsTUS, KOHTPOSibHble paboTbl, AenoBble WUrpbl, pelleHune
KEMCoB M 3agay, a Takke pasnuyHble BUabl CaMOCTOATENbHOW paboTbl 00y4atoLmxcs.

MeToanyeckme ykasaHusa ans obyvarwlumxcsa npu pabote Hag KOHCMEKTOM NEKUWA BO
BPEMS NPOBEAEHUS NIEKLINN.

INlekuma — cuctemaTnyeckoe, nocrnegoBaTenbHOe, Yalle MOHOSOMMYecKkoe WU3NoXeHue
npenogaesartenem y4ebHOro matepmana, kak npaBuno, TEOPEeTUYECKOro Xxapakrepa.

B npouecce nekuun obyyaroMMCa pPeKoMeHAYeTCs BEeCTU KOHCMEKT, YTO MO3BONMUT
BMOCNEeACTBMM BCMOMHUTbL M3Y4YeHHbI yd4ebHbIi MaTepuan, OOMONMHUTbL COAepKaHue npu
camMoCTosATENbHOM paboTe ¢ NuTepaTypon, NOArOTOBUTLCS K 3K3aMeEHY.

CnepyeT Takke obpallaTb BHMMaHWE Ha kaTeropuu, hopmMynmMpoOBKN, pacKpbiBatoLLme
coaepXaHue Tex WUNU UHbIX SBMEHUA U MPOLECCOB, Hay4yHble BbIBOAbI W MpakTU4eckue
pekomMeHOaumm, NONoXNTENbHbIN OMNbIT B OpaTOPCKOM UCKyccTBe. XKenatenbHO OCTaBUTb B
pabounx KOHCMeKTax Mons, Ha KOTOpbiX nAenaTtb MNOMETKM U3 pPeKOMeHO0BaHHOM
nuTepaTypbl, AOMNONHSALME MaTepuan NpocnyLwaHHOM NeKunn, a Takke nogyepkmBatoLLmne
0CO0YH0 BaXXHOCTb TE€X UM NHbIX TEOPETUYECKNX MONOXKEHUNA.

IMobas nekums OOmKHaA MMETb forMyeckoe 3aBeplUeHMe, Poslb KOTOPOro BbIMOMHSAET
3akniodeHne. BbiBoabl opMynupyloTCa KpaTko M NaKOHMYHO, WX LenecoobpasHo
3anucbiBatb. B KoHUe nekumMm oOyvarowmecss UMEKT BO3MOXHOCTb 3adaTb BOMPOCHI
npenogasaTerto No TeMe NeKUUN.

MeToanyeckume ykasaHusa Ans obyyarmnxes npy paboTe Ha NPaKTUYECKOM 3aHATUN

[MpakTuyeckne 3aHATUS peanusyloTcs B COOTBETCTBMM C paboyum y4ebHbiM MnnaHoOM
npy nocnegoBaTeNibHOM M3ydeHUn Tem gucumnnuHel. B npouecce npenopaBaHus
ANCUMNIMHBL  UCMONb3YTCA  Takne Buabl Yy4dyebHoW paboTbl, Kak cobecegoBaHus
(vHouBUMAayanbHbIN onpoc, poHTanbHaa Gecepa), pedepathl (OoOKnaabl), NpakTUyYeckme




3aaHusa (ponesble WUrpbl, peLleHne KEeWcoB W 3afaHui), a TakkKe pasfiMyHble Buapl
camocToaTeNnbHON paboTbl 0by4varoLmnxcs.

B xoge noarotoBkM K MpaKTUY4ECKMM 3aHATMSM  Obydatollemycsi peKkoMmeHayeTcs
N3Yy4nUTb OCHOBHYIO NUTepaTypy, O3HAKOMUTLCA C AOMOSMHUTENbHOM NUTepaTypon, HOBbIMU
nyénukaumMsmMmn B Nnepuoanyecknx n3gaHunax: xXypHanax, rasetax n 1.4. Npun atom cneayet
yyeCcTb pekoMeHfauum npenopgasatena un  TpeboBaHus  yd4ebHOM  Nporpammbl.
PekomeHayeTca Takke pgopabaTtbiBaTb CBOW  KOHCMEKT JfiekuuMuM, pAenas B HeM
COOTBETCTBYIOLLUME 3anucu U3 nuTepaTypbl, PEKOMEHOOBaHHOW npenogasaTenem U
npegycMoTpeHHon paboyden nporpammon. CnegyeTt NoAroTOBUTL TE3UChI A5 BbICTYNIIEHUN
no BCceM y4yebHbIM BOMpocam, BbIHOCUMbIM Ha 3aHATHE.

B cBs3M ¢ TeM, YTO akKTUBHOCTb OBy4aloLLeroca Ha NpakTUYEeCKUX 3aHATUAX SIBRSIETCSA
npeaMeToM KOHTPOSS ero MNpoABWIKEHUS B OCBOEHUM Kypca, TO MNOAMOTOBKA K Takum
3aHATUSAM TpebyeT OTBETCTBEHHOIO OTHOLLEHUS!.

[oToBACL K pAoknagy wnu pedepaTUBHOMY COOOLLEHMIO, OBy4YalolmMncs MOoXeT
obpallaTtbCa 3a MEeTOAUYECKOW MOMOLLBID K npenogasaTtesnio. 3akaHymBaTb MOLrOTOBKY
cnefyeT cOCTaBfeHMEM MnaHa (KOHCMeKTa) no mayyaeMmomy matepuany (Bonpocy). 3To
No3BOSIIET COCTaBUTb KOHLIEHTPUPOBAHHOE, CXaToe MpeacTaBreHne no M3yvyaembim
Bonpocam. B xoge npakTtuyeckoro 3aHATUS OBy4aloMNCs MOXET BbICTynaTb C 3apaHee
NoAroTOBMAEHHBbIM OOKMaAoOM. Takke OH AOSMKEH MPOSIBASATb aKTUBHOCTb Mpu 0BCyXaeHuu
BbICTYMMEHUN 1 AOKNa40B OAHOMPYNMHUKOB.

He ponyckaetca BbICTYNfleHME NO NEPBOUCTOMHUKY - Heobxogumo MMeTb
NOArOTOBMEHHbIN MUCbMEHHbIN JOKIaz, OLEeHMBaeMbIN NpenogasaTenieM Hapsagy € YCTHbIM
BbICTynneHneM. He gonyckaetca Takke W pacnpegenieHMe BOMpOCOB K 3aHATUIO cpeau
oby4atomxca rpynnbl, B pesyrbTaTte KOTOPOro oTAenbHbl 0byvalouncs sBnsieTcs He
roTOBbIM K KOHCTPYKTUBHOMY OOCYXOEHUIO «HE CBOEro» Bonpoca. Bce Bonpockl K cemuHapy
AOSTKHbI BbITb NpopaboTaHbl KaXkabiM 06y4atoLLMMCS.

PeweHne 3apgaHui — BbINOMHEHME OOy4YalWMMUCA Habopa npakTUYEeCcKUX 3agaHui
npegMeTHon obnacTtu ¢ Lenblo BbipabOTKM HaBbLIKOB UX peLLEHUS.

Mpexge 4em npucTynatb K peleHuo 3agaHuin, obyvawuwemyca Heobxoammo
03HaKOMWUTBLCSA C COOTBETCTBYIOLIMMM pasgenamu nporpamMmmbl AUCUMMMANHBI NO y4eOHoM
nutepaTtype, PEKOMEHAOBaHHOM MpoOrpaMMon Kypca; nonyuntb OT npenopaBaTtend
MHGOPMaUMIO O NOPsiAKE NPOBEAEHUNSA 3aHATUS, KPUTEPUAX OLIEHKU pesynbTaToB paboThl;
nosnyuyMTb OT NpenodaBaTernisi KOHKPETHOE 3adaHne N MHOopPMaUMo O CPOKax BbIMOMHEHWS,
o TpeboBaHuAX K ochopmneHnto n popme NpeacTaBneHnsa pesynbTaToB. [Mpy BbINOMHEHUU
3ajaHus  HeobxoaAMMO MPUBECTM  pPas3BEPHYTblIE MOSICHEHUA  Xo4a peLlleHuss W
npoaHann3anpoBaTb NONy4YeHHble pe3ynbTaThl. [1pn HeobxoanmocTn oby4varomecss MeT
BO3MOXHOCTb 3a4aTb BONPOCHI NpenofaBaTtento no TPYAHOCTSAM, BO3HUKLUMM NPU peLLEHN
3agau.

Poneas nrpa — coBMecTHas AeATENBHOCTb 06y4aeMbIX, 3TO NPOLECC MOAENMPOBaHNSA
rpynnon ToM wnM  mMHOW cuTyauuu. Wrpa nosBonsieT BoOBeKaTb YYaCcTHUKOB B
MOAeNnuMpoBaHne npoueccoB 6Oyayuien npodeccnoHanbHOW LOEeATENbHOCTU, pas3BMBaET
NOMMMO MNPOMECCUOHANbHbLIX HaBbLIKOB, aHanuTU4eckne, pednekCUBHbIE CMNOCOOHOCTH,
yMEHME OpraHn3oBaTb COOCTBEHHYIO OEATENbHOCTb U AEATENLHOCTL rpynnbl. [pexae yem
npuctynatb K yvacTuio B wurpe, obydarowemycsa HeobxooMmo O3HaKOMUTbCA C
COOTBETCTBYWLUMMM pasgenamMmum nporpaMmmbl  OUCUMNIMHBL N0 y4ebHoMm nuTepaType,
peKoOMeHA0BaHHOM MPOrpamMMon Kypca; nonyyutb OT npenogasartens uHdopmMauuio o
LUensax U npakTUYecKkMx 3agadvax Urpbl, O MOpPsSAKE MPOBEAEHUSI UIPbl, KPUTEPUSX OLEHKU
AENCTBUA y4aCTHUKOB Mrpbl; NONyYnTb OT npenogaBatensd Heobxoaumble pasgaTouHble
MaTtepuarnbl, onucaHne UrpoBOoN CUTyaLUU N KOHKPETHYIO porib B Urpe C pas3bsCHEHWEM
QYHKUMA 1M nopsiaka OEUcTBMA Mo cueHapuio. 1o utoram npoBeneHUst OenoBOW Urpbl,
obyyatoLmecs MMeT BO3MOXHOCTb 3afaTb BONPOCHI NpenogaBaTento.



CunTyauuoHHbIN  MNPaKTUKyM (Kenc) sBnsetTcd ofHOM M3 (POpM  UHTEPaKTUBHOIO
NPaKTUYECKOro 3aHATUSA, LIeNb KOTOPOro aBnsieTca npuobpeteHne obyyalowmnmess yMeHum
KOmMaHgHoOM paboThbl, HaBbIKOB BblpaboTkM pelweHnn B npodeccuoHanbHon obnacTu,
pasBUTME KOMMYHMKATUBHbIX W TBOPYECKMX CMOCOBHOCTENM B MpoOLEecce BbISABNEHNS
ocobeHHocTen 6Gyayuien npodeccuoHanbHOM OeATeNbHOCTM Ha OCHOBEe aHanusa
oby4aemMbIMy 3a0aHu, CHOPMUPOBAHHBIX HA OCHOBE MPaKTUYECKNX CUTYaLUN.

Mpexae 4Yem npucTynaTb K ydacTUMO B CUTyauMOHHOM MpakTUKyme, obydatollemycs
HeobxoAMMO 3apaHee, B Mpouecce CamMoCToATeNbHOW paboTbl O3HAKOMWUTBLCH CO
CLeHapueM npakTuKyma u HeobxoguMown nutepaTypon, pekoMeHOOBaHHOW NporpaMmon
Kypca; nony4mTb OT npenogasaTtens MHAOPMaLUIo O COAepKaHuu Kenca, nHpopmauuio o
dopMe npeaocTaBfeHnsa pes3ynbTaToB, CPOKaxX BbIMNOMHEHUS Kelca N KPUTEPUSX OLIEHKM
AEeNCTBUI y4aCTHUKOB.

Mpn BbINOAHEHUN Kelca HeobXoOMMO MONyYUTb OT npenojasBaTenis HeobxoauMmble
pasgatoyHble MaTepuarbl U NPUHATL y4acTue B AeneHun y4ebHon rpynnbl Ha MUHU-TPYNNbI
n B Bblbopax nuaepa MUWHWU-TPYNMbI; Yy4acTBOBaTb B (OPMUPOBAHUM OTYeTa Mo
BbIMNOSIHEHUIO Kenca B CBOEW MWHU-TPYMne; y4yacTBoBaTb B OBCYXOEHUN OTYETOB MUHWU-
rpynn.

Mo wToram npoBedeHUA CUTYaUMOHHOro npakTukyma, obyyarowmecs UMeroT
BO3MOXHOCTb 3aZaTb BONPOCHI NpenogasaTtento.

15. MepevyeHb OCHOBHOW WU OOMNOSIHUTENLHOW nUTepaTypbl, PEeCypCOB MWHTEPHET,
Heob6XoANMbIX AN OCBOEHUSA ANCLUMUMNIIUHbI

a) oCHOBHas nuTteparypa:

Ne n/n NcTouHmMK
Abynagse [. I [dokymeHTaumoHHoe obecneveHne YynpaBneHUs MepcoHanoM : y4yebHuK wu
1 npaktukym ans BysoB / [. . Abynagse, W. b. BbeinpsbkkuHa, B. M. Macnosa. — Mocksa :

M3patenbctBo HOpanT, 2020. — 299 ¢c. — (Bbicluee obpasoBaHue). — ISBN 978-5-534-00875-3. —
TekcT : anekTpoHHbIn // QBC KpanTt [canT]. — URL.: https://urait.ru/bcode/450813.
2. Ynpaenenune nepcoHanoM: y4ebHuk / U.b. flypakoea [u gp.].— M.: MUHOPA-M, 2018. - 570c.

0) pononHuTenbHaa nuTepartypa:

Ne n/n MCcTOYHUMK
HopoxuHa J1. A. OpraHusaumst n TEXHOMOrNSA JOKYMEHTALUMOHHOIro obecrneyeHnst ynpaBreHus :
3 y4ebHuK 1 npaktnkym ans sy3os / J1. A. [JopoHuHa, B. C. UputukoBa. — MockBa : MagaTtenbcTBo

KOpant, 2020. — 233 c. — (Bbicwee obpasoBaHue). — ISBN 978-5-534-04568-0. — TekcT :
anekTpoHHbin // OBC Kpawnt [canTt]. — URL.: https://urait.ru/bcode/450483

KasakeBuy T. A. [OKyMeHTaUMOHHOE oObecneyeHune ynpaeneHust : YY4eOHWK U NpakTUKym Ansi
cpeaHero npodeccnoHanbHoro obpasosarus / T. A. KasakeBuy, A. . Tkanuy. — 2-e n3g., ncnp. u
4, gon. — Mocksa : W3gatenbctBo KOpant, 2020. — 177 c. — (lNMpodeccnoHanbHoe obpasoBaHme).
— ISBN 978-5-534-06291-5. — TekcT: anektpoHHbin // 3OBC Hpant [canTt]. — URL:
https://urait.ru/bcode/452800.

MNapxkmeea E. HO. CoBpemMeHHOe KagpoBOe [eronpousBOACTBO : pabovas TeTpagb A4ns
MPakTUYeCKMX U CEMWHAPCKMX 3aHATUA Ona  cTyaeHToB-OakanaBpoB, oOOy4varowmxcs no

5 HanpaerneHuto noarotoBkn «MeHemkmeHT» / E. KO. MNagxueBa. — KpacHogap, CapaToB: HOXHbIl
' WHCTUTYT MeHemxmeHTa, An ln Op Meawma, 2017. — 61 c. — ISBN 2227-8397. — TekcT :
BNEKTPOHHbIN  //  OnekTpoHHO-6ubnmoTevHas cuctema IPR BOOKS : [camt] — URL:

http://mww.iprbookshop.ru/73260.html. — Pexum goctyna: ons aBropusvp. nonb3oBaTenemn

B) MH(pOPMALIMOHHbIE 3NEKTPOHHO-06pa3oBaTenbHble pecypchbl (oduLmanbHbie pecypchl
NHTEpHeT)*:

Ne n/n Pecypc
1. O6pasoBaTtenbHbIi nopTan «ANeKTpoHHbIN yHMBepceuTeT BIY»: hitps://edu.vsu.ru
2. ObC "YHuBepcutetckasa bubnmoteka online: http://biblioclub.ru/
3. OBbC UapatenbctBo «JlaHby: http://e.lanbook.com
4. OBbC « KOpanT»: https://urait.ru




5. OBC IPR BOOKS: https://www.iprbookshop.ru
6. CnpaBoyHas 6a3a 1 xxypHan «Kagposuk-npaktuk»: https://kadrovik-praktik.ru

* BHavane ykasbiBaoTcsd ObC, ¢ koTopbiMM UMetoTcs gorosopa y BlY, 3atem oTKkpbiTble
3NEeKTPOHHO-06pasoBaTenbHbIe pecypchbl

16. NMepeyveHb y4e6HO-MeTOoANYECKOrO 06ecneyeHns Ans CaMOCTOATeNIbHOW pa6oThl

Ne n/n NcTouHMK

HokymeHTaumMoHHoe obecneyeHne ynpaerneHuss nepcoHanoM. Yactb | [OKyMeHTaumoHHoe
COMpOoBOXAEHWE Nprema, nepeeoaa v yBorbHeHs paboTHukoB: MpakTukym. [Ons obyyatoLmxca no
nporpamme GakanaepuaTta HanpasneHusa «YnpasneHwue nepcoHanom» / MutnHa H.H. — BopoHex:
BopoHexckui rocyHmnsepcuteT, 2020. — 44 c.

17. OGpasoBaTesfibHble TEXHOJIOMMK, UCNONb3yeMble NpU peanu3auum y4yebHOM
AUCUMNMUHBLI, BKNOYass AUCTaHUMOHHbIe oOpasoBaTtenbHblie TexHonoruu (OOT,
3neKTpoHHoe oby4yeHue (J0), cmewaHHOe 0Oy4eHue):

Mporpamma Kypca MOXeT ObiTb peann3oBaHa ¢ NpUMEHEHMEM ANCTaHLMOHHbIX 06pa3o-
BaTenNbHbIX TexHonorin. Npu peanusauyumn gUCUMNANHLI NPOBOAATCA NEKUNN, NpakTu4e-
CKME 3aHATUSA, BbINOMNHATCA NPaKTUKO-OPMEHTUPOBaHHLbIE 3agaHus. lNMpoBepka NpakTnko-
OPUEHTUPOBAHHbLIX 3a4aHMI MOXET OCYLLECTBNATLCS C UCNONb30BaHMEM ANCTAHLMOHHbBIX
o6pasoBaTenbHbIX TEXHOMOMMM

18. MaTtepnanbHO-TeXHU4YeCcKoe obecrneyeHme AUCUUNIIUHbI:

YyebHas ayguTtopus: cneunanmsampoBaHHasa mebernb, HOyTOYK, MPOeKTop, aKpaH Ans
npoekrtopa HacTeHHbin, WHDMI-npnemHuk; nomellueHme gns camocTosTeNbHOW paboTbl:
cneumanuanpoBaHHaa Mebenb, KOMMbIOTEPbLI; MNporpaMmHOe obecneyeHne oobLlero
HasHauyeHus Microsoft Office.

19. OueHou4Hble cpeacTBa ANsi NPOBeAEeHUA TeKYLEen U NPOMEeXYTOYHOM aTTecTauumn
OueHo4Hble cpeacTBa N9 NPOBEAEHUS TeKyLen 1 NPoOMEXyTOYHON aTTecTtauun Nopagok

OLIEHKN OCBOEHUs obydalolmmucs y4yebHOro martepuana onpenensieTcsi coaep)kaHuem
crnegyroLmx pa3aenos AUCUMMINHBIL

Ne HanmeHoBaHwue
pasgena KoMneTeHumsi (1) MHankaTop (bl) AOCTMKEHMNS OueHoYHbIe
o/n | AMCLANINH KOMMeTeHLUn cpencTea
(Mopyns)
1 |Pasgenbi1-8 |OfIK-4. OrnkK-4.1 KMMNe 1, 2,3
CnocobeH Bepet AOKYMEHTaLMOHHOE
NPUMEHATb COMpOoBOXAEeHME " yyer
COBpPEMEHHbIE ornepaTtuBHOIO ynpasfieHus
TexHonormm M |nepcoHanom
MeToabl
onepaTtuBHOIo
ynpasneHusa
nepcoHanom, BeCTu
AOKYMeHTaUnoHHoe
ConpoBOXOeHne n
yyet
[MpomexyToyHasa aTTecTauus KM Ne4




dopMa KOHTpOns — 3K3aMeH MNepeyeHb
BOMPOCOB
KM Ne5
TecToBbIE
3agaHus

20. TunoBble OLEeHOYHbIe cpeacTtea U Metoanyeckme matepuanbl, onpegensrowue

npoueanypbl oueHuBaHuA

20.1 TeKyWwMn KOHTPOSb yCneBaeMoCTHn

KOHTpOJ’Ib ycneBaemMocCTh no gucumniinHe oCywecTBrndaeTCcA C NoMOoLblo crieyrumnx

OLIEHOYHbIX CPEACTB: KOHTPOSbHO-U3MEPUTENBHOIO MaTepuana ¢ NpakTU4ecKUMU W
TeopeTUYecKnMM 3agaHusiMm (B T.4. TECTOBbIE 3a4aHus], TeMbl pecbepaToB/aoknaaos)

TeKyLLI,aFI arrecrtaumna nposBoanTcA B COOTBETCTBUU C MonoxeHnem o TeKyLLl,eﬁ

aTTecTauMm oOy4YalLIMXCs MO nporpamMmamM Bbiclwero obpasoBaHust BopoHexckoro
rocyapCTBEHHOrO YHMBepcuTeTa.

KpI/ITepI/II/l oueHunBaHUA npmnBeaeHbl HNXe.

KWUM Ne1. KomnnekT 3agaHMn ans npoBeaeHnA Tekywen atrectauum Nei

(cbparmeHT)

OnucaHne TeXHONOrMm NPoBeaAeHUsn:
1. MoarotoBka K BbINOMHEHUIO MNPAKTUYECKUX 3adaHui, 3aknovarouascs B

nonyyYeHumn oby4yaoLMMNCa METOANYECKMX YKa3aHWU.

2. BbINonHeHne npakTu4eckoro 3agaHus.
3. MNony4eHune oueHkn
4. ObcyxaeHune B rpynne noflyYeHHbIX pe3ynbTaTos.

3apanuve 1. Ha Bonpocsl 1, 3, 4, 7, 8, 9 cdhopmynupynTte oteeT. [1ns Bonpocos 2, 5, 6 Bbibepurte

npaBuiibHble BapuaHTbl OTBETA

1.

n

woooow

TpygoBon kogekc Poccuiickon ®depepaunu, Kakme HOPMbI U MOMOXEHMS B AAHHOM
OOKYMEHTE perramMeHTUpyoT nopsaok OOpMIEHUs KadpoBbIX OOKYMEHTOB? (OTBeT — B
BMAE HYMEPOBAHHOIO Crncka)

YctaHaBnmBaeT 0653aTeNbHOCTb HEKOTOPbIX KaApOBbIX OOKYMEHTOB: MpaBuil BHYTPEHHEro
TPYAOBOro pacrnopsiaka:

TK PO

D3 «O koMMepUecKom TanHe»

K PO

O3 «O6 akumoHepHbIX obLiecTBaxy

Kakyto ponb B BONpocax kagpoBOro Aeronpoussonctea urpaet PenepanbvHbln 3akoH OT 27
niona 2006 r.Ne 149-03 «O6 uHdopmMaumn, NHHOOPMALMOHHBLIX TEXHOMOMNAX U O 3almTe
nHdopMaumn»?

Kakyto ponb B Bonpocax KagpoBoro genonpoussoactsa urpaet denepansHblid 3akoH OoT 29
niona 2004 r. Ne 98-03 «O kommep4yecKkon TanHe» ?

OnpegensailoT nopsagok paboTbl C TPYAOBOW KHWXKKOW, yCTaHaBnvBaeT NpaBuiia BeOeHUs U
XpaHEeHNS TPYAOBbIX KHUXEK Crieyolme JOKYMEHThI:

MoctaHoBneHne [ockomctata P® ot 5 guBaps 2004 r. Ne 1 «O6 yTBepxaeHun
YHUPUUUPOBAHHBIX (OOPM MEPBUYHOM YYETHOW [OOKyMeHTauum no ydety Tpyga W ero
onnaTtbi».

MoctaHoBneHne MuHTtpyga P® ot 10 oktabpsa 2003 r. Ne 69 «O6 yTBepxxaeHun VIHCTpyKUmMn
MO 3anOJSTHEHUIO TPYAOBbIX KHUXEKY

MoctaHoBneHue MNpaeutenbctea PP ot 16 anpensa 2003 r. Ne 225 «O TpyaoBbIX KHUXKaX.




Tpynosown kogekc Poccuinckon ®enepaumm
MoapobHO pernameHTUpyeT NOPSAOK 3anofIHEHUsT TPYOAOBOM KHWXKWM, Aybnukata TpyaoBown
KHUXKKM
Tpynosown kogekc Poccuinckon ®epepavimm
MonoxeHne 06 ocobeHHOCTAX 06paboTKM NEPCOHaNbHbIX AAaHHbLIX
MHCTpYKLMA NO 3anNONHEHMIO TPYAOBbIX KHUXKEK
Kakyto ponb B BoOmpocax KagpoBoro pgernonpou3BoactBa wurpaet [lonoxeHve 06
ocobeHHoCcTAX 00paboTKM MepcoHanbHbIX AaHHbIX, OcyllecTBnseMon 6e3 Mcnonb3oBaHUA
cpeactB aBTomatmsaumm (MocrtaHoBnenue MpasutensctBa PP oT 15 ceHTabps 2008 r. Ne
687)?
8. Pacwudpyinte OKNH. KakoBo ero HasHayeHne npy opopmIieHnn KagpoBbIX JOKYMEHTOB?
9. HasoBute knaccudurkaTop, KOTOPbLIA MO3BONSET KOAMPOBATb CBEAEHMst O npodeccuu,

OOJMDKHOCTU paboTHMKA MNpv 3anofiHEHWM psiga YYeTHbIX ¢opM, OCHOBHOW U3 KOTOPbIX

ABNSAETCA NUYHasn kapToyka paboTHuka — T-2, ucnonb3yemblx B KagpoBon crnyxbe, a Takke

CTaTUCTUYECKMX LAHHbIX MU paspelunTenibHbIX JOKYMEHTOB NpW NPUBIEYEHUN UHOCTPAHHOM

paboyen cunbl

Kputepum oueHku:

Mcnonb3yeTca nonuMToMMYecKasi Likana, COrflacHO KOTOPOMW Mpv MOSIHOCTBbIO MpaBuiibHOM
OTBETE Ha BOMPOC Ha3Ha4yaeTcsa 2 6anna, YaCTUYHO npaBuibHOM oTBeTe — 1 Gann, npu HeBEpPHOM
otBeTe — 0 6annos.

OueHka «OTNUYHO» BbICTABNsiETCHA, ecnu obydawwminca Habpan 6onee 90% ot
MakcumanbHoro 6anna.

OueHka «xopoLo» BbICTaBnseTcs, ecnu obyvawowmnca Habpan 6onee 70% ot
MakcumanbHoro 6anna.

OueHka «yOoBnNeTBOPUTENBHO» BbICTaBNsSeTCs, ecnm oby4varowmincsa Habpan 6onee 50% ot
MakcumarnbHoro 6anna.

OueHKa «HeyooBNeTBOPUTENBHO» BLICTABMSIETCS, ecnn obyyatowmnincss Habpan meHee 50% oT
MakcumanbHoro 6anna

oo

NooTo

3agaHuve 2. BoibepuTte npaBunbHble BapuaHTbl OTBETA

1. CkonbKo pas B rog MOXHO BHOCUTb M3MEHEHUS B LUTATHOE pacnucaHme?

1.100UH; 1.3  orpaHuyeHus Ha aToT cyeT 1.5 He Gonee wectn pas;
3aKOHO4ATENbCTBOM HE YCTAHOBMEHbI; 1.6 M3MeHATb ero B TeyeHwe roga
1.2 oBa 1.4 He Bonee Tpex pas; Henb34.

2. lpu 3akno4YeHnM TPyooBOrO AOroBopa rpaxaaHuH, MocTynalowmi Ha paboTy, He [orkeH
npeabaBnaTb pabotoaatento:

2.1 2.3 CTpaxoBoe CBUAETENbCTBO 2.5 BOEHHbIN OUNET;

CBUOETENbCTBO rOCYy4apCTBEHHOMO NMEeHCUOHHOro 2.6 AoKymMeHT 06 o6pasoBaHuu,
O  pPOXAEHUM CTpaxoBaHUS; KBanudukaumu, Hannuuu
pebeHka; 2.4 TpyaoBYHO KHUXKKY; cneumanbHbIX 3HaHWN.

2.2 nacnoprt;

3agaHve 3. Hanagute owmnbku, onyuieHHble NPy POPMYNMPOBaHUK CreayoLLMX 3arof10BKOB Aen:
1. MNMpu1kasbl 1 pacnopskeHUs agupekTopa no NMMYHOMY COCTaBy.
2. MaTepuanbl no atrectaumMm paboTHMKOB.
3. Nepenucka ¢ By3amu No Npon3BoACTBEHHOM MpakTUKe CTYAEHTOB.

Kputepuu oueHku:

OueHka «OTNMUYHO» BLICTABNSIETCA, ecnuM obyvawwmnca Habpan 6onee 90% ot
MakcumarnbHoro 6anna.

OueHka «xopoLwo» BbICTaBnseTcs, ecnu obyvawwumnica Habpan 6onee 70% oT
MakcumarnbHoro 6anna.

OueHka «yooBneTBOpUTENBHO» BbICTaBnseTcs, ecnu obyyalowmiica Habpan 6onee 50% ot
MakcumarnbHoro 6anna.

OueHKka «HeyaoBneTBOPUTENBbHO» BbICTABMSETCA, ecnu obyyatowmmncs Habpan meHee 50%



OT MakcumarnbHoro 6anna

KM Ne2. KomnnekT 3agaHuin Ansa npoBeAeHUA Tekyllen atrectauum Ne2

(cbparmeHT)

OnucaHue TeXHONOrMU NPOBEAEHUA:

1. MoaroToBKka K BbLINOMHEHWUIO MPAKTUYECKUX 3afaHui, 3akmovatollasica B NonyyYeHun
06y4arLLMMMCA METOANYECKMX YKA3aHUA.

2. BbINorHeHne NpakTMYecKoro 3ajaHusl.

3. MNonyyeHne oueHKM

4. O6cyxaeHue B rpynmne nonyYeHHbIX pe3ynbTaTos.

19.3.3. KomnnekT 3agaHun Ne 2 (cpparmeHT)
3apaHue 4. BHecuTe 3anmch B IMYHYIO KAPTOYKY M TPYAOBYH KHVKKY
NcxopgHble paHHble: CopokunHa Jliogmuna lMaesnosHa, 21 oktabpa 1979 r.p. MecTto poxaeHus:
Mockea, rpaxgaHka P®. NMacnopt 2002 Homep 123456 BbigaH 03 mapta 2002 YB[] ConHueBo T.
Mocksa. Agpec: Mockea, yn. HoBooprnieaHckaa g. 10 kB. 12, 3apernctpuposaHa 23 anpens 2001
roga. ObGyyanacb B MockoBCKOM rocygapcTBeHHOM YHuBepcutete um. M.B. JlomoHocoBa no
cneumanbHOCTU opucnpygeHumns (kBanudukauma — opuct), nveeT gunnom MU 123456, 2001 roga.
Coctont B 6pake ¢ rp. CopokvHbiM MBaHoM CemeHoBuMYeM, geTen HeT. YCTpauBaeTcd Ha
OCHOBHYIO nocTosiHHyto paboty B OO0 «COnHbIWKOY», KOMMEPYECKMA OTAEN, MEeHemKepom Mo
cHabxeHuto, oknag 9000 py6. (Mp. ot 02.04.2012 Ne 9-k). 3HaHME aHIMUNCKOro s3blka, YMTaeT u
nepeBoanT CO CNoBapeMm, BNageeT NMNYHbIM aBToMobuMnem.
3agaHue 5. (BbINOMHAETCS B HECKOJTbKO 3TaNnoB):
1) NakeT y4ypeonTenbHbIX AOKYMEHTOB, CTPYKTYpa W LWUTATHas YMCNEHHOCTb, WTAaTHOe pacrnucaHue,
BbIOOP JOIMKHOCTU: OOIMKHOCTHAA MHCTPYKLUUSA
2) 3asBneHne o npuveme Ha paboTy, TPyAOBOW OOroBOp, Npukas o npuveme Ha paboTy, nuyHas
KapTouka, TpygoBas KHUXKa, KHUra ABUXKEHUS TPYLAOBbIX KHUXKEK U BKNagbllen K HUM
3) MNpurka3 o NOCTOAHHOM NepeBoAe, OOMNOMHUTENBHOE CornalleHve, TpyAoBas KHUXKKA, NMYHas
KapTouyka
4) padbuk oTnyckos, NMprkas Ha OTNYCK, OT3bIB M3 OTNYCKa, 3anMcn B NINYHYIO KapTOYKY
5) OucumnnuHapHoe B3bickaHue (crnyxebHasi 3anucka, akT, 06bACHUTENbHAS, NPMKa3, 3asBreHne
Ha JOCPOYHOE CHSATME, NpuKaa), noowpeHne (NpeacTaBneHue, Npukas, TpygoBas KHIKKA)
6) MNMpukas o koMaHaANPOBaAHUM
7) 3asiBNeHVe Ha yBOSfbHEHWE, NPpUKas, 3anncb B TPYAOBYK KHUXKKY W FINYHYIO KAPTOYKY)

Kputepuu oueHku:

- OUEeHKa «OTNMYHO» BbICTaBNSAETCA Oby4aloLemMycs, eCrin OH MOSTHOCTBLIO U CripaBuscs C
3afiaHneM, LOCKOHaNbHO NOSICHWI XOA4 BbINOMHEHUS U 060CHOBar aHanNUTUYeCKne BbIBOAbI;

- OUEHKa «XOpoLIOo» BbICTaBnseTcs oby4varowemMycsd, eCnm OH MOSTHOCTbIO CNpaBuIcs C
3afiaHneM, B-LeSfIOM MOSICHUN XO4, HO aHanuTuyeckue BbiBOAbl NMOO OTCYTCTBYIOT, NMMOO HOCAT
NOBEPXHOCTHbIN XapakTep;

- OUeHKa «yOoBMeTBOPUTENbHO» BbICTaBnseTcsa obydyalllemycsi, ecrnv OH B-LesioM
crnpaBunca C 3afjaHueM, HO 3aTpygHUICA C MOSICHEHMEM  XO4a peLleHusl, He CMor caenatb
aHanUTUYeCKNX BbIBOLOB;

- OUEHKa «HeyOooBreTBOPUTENbHO» BbICTaBnseTCA 0OyyalLllemMycs, He BbIMOSTHUBLLEMY,
nn60o HeBEPHO BbINOSTHUBLLEMY 3aZaHue.

KWUM Ne3. KomnnekT 3agaHun ans npoBeaeHUs Tekywen atrectaumm Ne2

Tembl pechepatoB (AOKNaKoB)
1. MNpepocTaBneHe eXerogHoro onfaYnBaemMoro OTnycka 3a BTOPOW W nocnegylowme
paboune rogpl
2. lNMpepocTaBneHne exeroqHoro onnayYMBaemMoro OTnycka 3a nepsbli paboynn rog
3. WcuncneHune ctaxa paboTbl, JaloLLero NpaBo Ha eXerofgHble onnadynBaemble oTnycka
4. Bugbl M NpOOOIMKMTENBHOCTE €XErofHbIX OnfladMBaemblX OTNYCKOB VcumcneHve



NPOLOIMKNTENBHOCTN OTMNYCKOB

5. ®opma C3B-T[: HOBble BONPOCHI NPaKTUKK

6. BHeceHne u3MeHeHMn B rpaduk OTNYCKOB B CBSA3W C HOBOW fbrOTOW MHOMoAeTHbIM
paboTHMKaM

7. Monpaekn B Tpyaoson kogekc PO: kak perynmpyeTcs AuctaHumoHHas pabota ¢ 2021 r.

8. 3awmTa nepcoHanbHbIX AaHHbIX: AEUCTBUS, HanpaBrieHHble Ha n3bexaHune WwTpados

9. MNpukasz MuHucTepcTBa Tpyaa W coumanbHonW 3awmtbl Poccuiickon ®Pepepaumm oOT
19.05.2021 Ne 320H "O6 yTBEpXaeHUM bOpMbI, NOPSAKa BEAEHUA U XPaHEHUST TPYOOBbIX KHUXKEK":
YTO M3MEHWUNOChb MO cpaBHeHuto ¢ lMoctaHoBneHnem MuHTpyaa Poccum ot 10.10.2003 N 69 "O6
yTBEPXKAEHUN VIHCTPYKLMM MO 3an0STHEHUIO TPYAOBbIX KHUXEK"

10. OcobeHHOCTN BepeHust Tabens yyeta pabodero BpemeHn: npebbiBaHWsi HA KapaHTUHE
MO KOHTaKTY C BOMbHbIM KOBWA, OHM AUCNaHcepu3aumm paboTHMKOB

11. OdopmneHne paboTbl B BbIXOAHbIE, NpasgHNKN. HEHOpPMUPOBaHHLIM paboynn aeHb

12. OdhopmneHne nameHeHnsa pexnma paboTtel No TpeboBaHMI0 MaTepn ManoneTHNX geTen

13. CocrtaBneHue npukasa 0 CHATMM B3bICKaHNA C paboTHUKA

14. HapyweHne pexunma paboyero [[HA: MOXHO 5K «HakasbiBaTb pybnemy» 4acto
onasgbiBaroLmnx paboTHMKOB

OnucaHue TeXHONOrnn NpoBeaeHus:

1. CoctaButb UM cornacoeatb MnaH pedepata. [lpu cocTtaBneHMn nnaHa wu
nogrotoBke K pecdhepaty (goknagy) cregyeT CaMOCTOATESNbHO  U3YYnUTb
pPEeKOMEHOOBAHHYD Y4eOHO-METOANYECKYHD W HAYyYHO-MOMYNAPHY NuTepaTypy,
nyénukaumm Ha NnpoeccnoHarnbHbIX canTax.

2. HanucaHue pedepaTa, HaUENeHHOro Ha COCTaBfieHME KOHLEHTPUPOBAHHOIO,
cXKaToro npeacTaBrieHnst maTepuana no nsydyaemomy Bornpocy.

3. Hoknag B ayautopun, OTBET Ha OOMNOMHUTESbHbIE BOMNPOCHI.

4. TlonyyeHne OLEHKMN.

Kputepum oueHku:

- OUEHKa «OTNWYHO» BbICTABNAETCA CTyAeHTy, ecnu pedepaT (moknaa) HanucaH
(moaroToBneH) No pekoMeHOOBAHHOMY MnaHy, cobnogeHbl npaBuna oopMIeHNsa (pernameHT),
cAenaHa npeseHTauus;

- OLEHKa «XOpOoLOo» BbICTABNSIETCA CTYAEHTy, ecnu pedepaTr (Qoknag) HanvcaH
(moaroTtoBrneH) MO peKkoOMEeHOOBAaHHOMY MNaHy, €CcTb Hedo4veTbl B odopMieHUM (pernameHTe),
cOenaHHas npes3eHTaumsi He NOMHOCTBLIO OTpaXaeT coaepXaHue pedepaTa (aoknaga);

- OUEHKa «yOoBMNeTBOPUTENbHO» BbLICTABMNSIETCA CTyAEHTYy, ecnu pedpepaTt (goknag)
HanucaH (NogroToBneH) N0 PeKOMEHOOBAHHOMY MIaHy, MMEKTCSA Cepbe3Hble HapyLUEeHUS NpaBun
ohopMIneHnst (pernameHTa), caenaHHas Npes3eHTauus He MOJSIHOCTbI OTpaXaeT coAepXkaHune
pedepaTa (goknaga);

- OUEHKa «HeydoBneTBOpPUTENbHO» BbICTABNAETCHA CTYAEHTY, ecnu B pedeparte (goknaae)
He OTpaXeHbl BCE PEKOMEHAOBAHHbIE BOMPOCHI NiaHa, UMEKTCS CEPbE3HbIE HAapYLUEHWUs] NMPaBuI
ohopMrneHnst (pernameHTa), caenaHHas Npes3eHTauus He MOJSIHOCTbI OTpaXkaeT coAepXKaHue

pedepaTa (goknaga).

20.2 NMpomexyTo4yHana aTrectauma

MpomexyToyHas aTTecTauus no AUCUMMNIIMHE OCYLLECTBISIETCA C MOMOLLbIO CreayroLwmnx
OLIEHOYHbIX CPEACTB:

— nepeyeHb BONPOCOB K 3K3aMeHy;

- NepeYeHb TeCTOBbIX 3aAaHU;

— pesynbTaTbl NPOXOXAEHUS TEKYLLMX aTTeCTaLUN.

MpomMexxyToyHas aTTecTtaums NPOBOAMTCS B COOTBETCTBMM C [onoXXeHnemM o NpoMeXKyTOYHOM
aTTecTauumn obyyatoLwmxcs no nporpammam Bbicllero o6pasoBaHus.



OnucaHue TexHonorMn npoBeaeHus

O6yvatowuincs, NonNyYMBLLNIA NONOXUTENbHBIE OLEHKW MO pe3ynbTaTaM Tekylluen aTtTecTtaumm,
B XO4e MPOMEXYTOYHOW aTTecTaumMmM MNUCbMEHHO OTBeYaeT Ha [Ba TeOopeTMYecKUx Bonpoca
KOHTPOJIbHO-U3MEePUTENBHOrO Matepuara u BbINOMHAET TECTOBbIE N NMpaKTUYecKne 3afaHus.

O6yyvatowuiics, KOTOpbI HEe CMOr YCMEeLHO NPONTM TeKyLLylo aTTecTtauuio No AUCUUNivHeE B
TeyeHue ceMecTpa, Ha aK3aMeHe JOMKeH AaTb NMCbLMEHHBLIN OTBET Ha [Ba TEOPETUYECKMX BOMpoca
KOHTPOJSIbHO-U3MEPUTENBHOIO MaTepuana, BbIMOMHUTL TECTOBbLIE N NPAKTUYECKUe 3afaHuns, a Takxke
npeacTaBuTb pesynbTaTbl BbINOMHEHUS 3adaHuMn  Tekylwen artTrectauMm B COOTBETCTBUM C
TpeboBaHMAMM, yka3aHHbIMK B padgene 20.1.

KoHTpOonbHO-n3mMepuTenbHblM MaTepuan BknoyaeT B cebs ABa TeopeTuyeckux Bonpoca u3
[MepeyHs BONPOCOB K 3K3aMeEHY.

[nsa oueHnBaHWs pesynbTaTtoB 06y4eHUA NCNOMb3YHTCA crieayloLme nokasarternu:

- 3HaHWe maTepuana rno Bornpocam KOHTPOSIbHO-U3MEPUTENBLHOIO MaTepuana;

- YMEHUe BblensATb CyLeCTBEeHHbIe NonoXxeHus no noctasneHHomMy B KMMe Bonpocy;

- YMEeHVe UNMCTpMpoBaTh TEOpeTUYECKNE 3HAHUA NPAKTUYECKUMU NpuMepamMu 1 dakTamu,
NpoBOAUTL aHanu3 u npeanaraTb pelleHne KOHKPETHBIX CUTYaLunn.

YpoBeHb CHOPMUPOBAHHOCTM KOMMETEHLUMW CTyAeHTa Ha NPOMEXYTOYHOM aTTecTtaumm B
dopme 9K3ameHa OueHMBaeTCs MO LWKane: «OTNIMYHO», «XOPOLUO», «YyAOBNETBOPUTENBHOY,
«HeyOoBNeTBOPUTENBHOY.

CooTHOWeHVEe KpUTEpUEB OLEHMBaHUA  KOMMNETEHUWUW, YPOBHSA  CCOOPMMPOBAHHOCTU
KOMMNETEHUUI W LLKanbl OLEeHNBaHUA pe3ynbTaToB 00y4eHns ans ak3ameHa

YpoBeHb LWkana
KpuTepumn oLeHMBaHUSA KOMMNETEHLNI cchopmmpoBaHH OLEHOK
ocTn
KOMMNETEHLNN

Ob6yvarowmnca B MNONHOM Mepe Brnageetr TeopeTU4eCcKMMMn MoBbILWEHHbIV OTtnuyHo
OCHOBaMM  OUCUMNIUHBI,  CNOCOOEH WNMCTPUPOBaTh  OTBET YPOBEHb
npumepamu, aktaMmu, 4aHHbIMU Hay4YHbIX UCCNEAOoBaHUN, NMPUMEHNATb
TeopeTMYecKMe 3HaHWUsI ANsi PeLleHns NpakTUYeckux 3agad B obnactu
MOTMBaUMM M CTUMYNUPOBaHWUS  TPYLOBOWM  OESITEMbHOCTW.
Obyuvatowmiica Habpan 6onee 90% oT makcumanbHoro 6anna
npv peLeHnn
TECTOBbIX M MPAKTUYECKNX 3aaHW.

O6yuvatowmncs Bnageet TEopeTUYECKUMM OCHOBaMM ba3zoBbiit Xopoulo
MOTMBaLMM N CTUMYNMPOBAHUS TPYOOBOW AEATENbHOCTM, CnocobeH YPOBEHb
WNNCTpUpPOBaTL OTBET NpuUMepamMu, dakTamu, AaHHbIMU HayYHbIX
nccnenoBaHui, MPUMEHSATb TEOPETUYECKME 3HAHWSA AN PeLleHUs
NpakTU4ecknux 3agdad, HO [OMycKaeT OTAerNbHble HECYLLECTBEHHbIE
owmbkn. Obyyatowmiica Habpan 6onee 70% OT MakCMManbHOMO
Oanna npu peleHnn TeCTOBbIX 1 NPaKTUYECKMX 3adaHW .

OObyuvarowmnca BrageeT YacTUYHO TEOPETMYECKUMM  OCHOBaMM MoporoBbIn YpnoBneTtso
OVCLUMMIIMHBI, dparMeHTapHo cnocobeH  mnnocTpupoBaTb OTBET YPOBEHb pUTENBHO
npvMepamu, JonyckaeT OWnOKN Ha JOMNOMHUTENbHbIE BOMPOCHI.
Ob6yvatowuiica Habpan 6onee 50% oT makcumanbHoro 6anna
Npwv peLleHnn TECTOBLIX M NPaKTUYECKMX 3a0aHNNA.

OO6yuvarowmncs He BNageeT TEOPETUYECKMMM OCHOBaMW AUCLMMIIVHBI, - HeyposneTso
OEMOHCTPUPYET OTPbIBOYHBIE 3HAHUS, HE CNOCOOEH UMNMCTPMPOBaTh puUTenbLHO
OTBET NpumMepamu, gonyckaet MHOXXeCTBEeHHble CylLleCTBEeHHble
owu6kn B otBeTe. OByyatowmmnca Habpan meHee 50% ot
MakcumarnbHoro 6anna npy peLueHnn TeCToBbIX U MPaKTUYECKUX
3aaHnn.

KWUM Ne4. lNepe4yeHb BONPOCOB A1 NPOBEAEHUA NMPOMEXYTOYHOMN
atrectaumm B opme 3K3amMeHa



1. Otanbl cTaHoBNeHna penonpoussoactea B Poccun. CoBpeMeHHOe MOHATME OOKYMEHTA,
ero pyHkumm

2. 3akoHogaTtenbHasi 1 HOpMaTUBHO-MeToamYeckasi 6a3a paboTbl C JOKYMEHTaMWN B CUCTEME
ynpaBneHnsa 4enoBeyeckumMm pecypcamu. .

3. Knaccudpmkaums [enoBbiX [OOKYMEHTOB, COCTaB W BuAbl KagpOBOM [[OKYMEHTauuu,
OCHOBHble TpebOBaHNA K UX COCTaBIEHNIO, CTaHAapTU3aLMS.
PekBnanTbl 4OKyMeHTa: NOHATUE, cocTaB, TpeboBaHus. bnaHkn 4OKyMeHTOB
PacnopsgutenbHble OOKYMEHTbI: BUAbl, TpeboBaHus, aTanbl NOArOTOBKM
[oKyMeHTbI, 06a3aTenbHble 418 BEAEHMS BO BCEX OpraHn3aumsax
[OKyMeHThI, He HocsiLme 06s3aTenbHOro xapakrepa
BHyTpeHHMe NoKanbHO-HOPMATUBHbBIE aKTbl: JOSTKHOCTHbIE UHCTPYKLIMK
. OpraHusauunoHHo- NpaBoBad cucTema JoKyMeHTaumn. YcTas

10. OpraHu3auMOHHO- MpaBoBasi cuctema [JokyMeHTaumn [1onoxeHne o CTPYKTYPHOM
nogpasgeneHnu.

11. OpraHusaLmMoHHO- NpaBoBas cMcTema JokyMeHTaumn. LLTtaTtHoe pacnucaHve

12. OpraHusauMoHHO- MpaBoBas cucTeMa [dokymeHTaumn. [lonoxeHne © nepcoHane
npeanpuaTus

13. OpraHusauMoHHO- MpaBoBasi cucTtema AoKymeHTauuun. [lonoxeHne o6 obpaboTke
nepcoHarnbHbIX AaHHbIX pabOTHUKOB

14. PacnopsguTtenbHas cuctema JOKyMeHTauum

15. CnpaBoy4HO-MHGOPMaLMOHHAsA cucTeMa OKyMEHTaLmm

16. MHdopmMaunoHHO-aHaNNMTUYECKNE U pacyeTHble AOKYMEHTbI: NUYHAas KapToudka, rpaduk
OTnycKoB, Tabenb yyeTa paboyero BpemeHu

17. JokymeHTbl, nogTBepXxaatomne TpyaoByo AeATEeNbHOCTb pabOTHMKOB: TpyaoBas KHUKKA,
TPYZAOBOW JOroBOp

18. [1oKyMeHTUpoBaHWE peKkpyTUHra nepcoHana

19. TpynoBown 4OroBOp: OCHOBHbIE NOSIOXKEHUA U YCNOBUS 3aKITOYeHNA

20. OcdhopmneHme KkomMnnekTa OKYMEHTOB Npu npueme Ha paboTty

21. OcdhopmneHne Tpya0oBOM KHMXKKN: OCHOBHbIE NpaBuna

22. ONeKTpOHHbIe TPYOOBble KHUXKWN: NOHATUE, 3aKOHOAATENbHOE perynMpoBaHe BedeHus

23. BegeHne NUYHOro gena u NMYHON KapToYkn paboTHUKA

24. [loKyMeHTMpOBaHME OLEHKM AeATeNbHOCTU paboTHUKOB

25. [JokymeHTaums no KoMaHgMPOBaHUIO PabOTHMKOB

26. OdopmneHme oTnyckoB paboTHMKaM

27. MNpaBuna odopMNeHns [OOKYMEHTOB MpWU MNpeKkpalleHun (pacTopXeHun) TpyaoBOro
aorosopa

28. OdhopmneHme HapyLeHn TPYA0BOW ANUCLMIMITUHDI

29. lMpasuna oopmneHus JOKyMeHTaumMm No oxXpaHe Tpyaa

30. XpaHeHune KagpoBOn JOKYMEHTaunn

31. CoBpeMEHHbIE CUCTEMbI 3NIEKTPOHHOIO JOKYMEHTOo6opoTa

©oOoNO O~

KWUM Ne5 TecToBble 3agaHus

1. Tabenb yyeta paboyero Bpemenn (T-13) MoxeT BECTUC:

a. TONbKO METOAOM CMITOLIHON PerMcTpauum SBoK U HeSIBOK Ha paboTy

6. MCKMNIOYMTENBHO MyTEM perucTpauuy TONbKO OTKIOHEHMIM (HESBOK, OMno3gaHuw,
CBEPXYPOYHbIX 4YaCcoB U T.M.)

B. Ha ycMOTpeHue pabotogatens — WM MEeTOO4OM CMMOLWHOW perucTpauum siBOK Wnm
HesBOK Ha paboTy, unu nyTem pernctpaumm TOMNbKO OTKMOHEHUA (HESBOK, OMo3daHuw,
CBEPXYPOYHbIX YacoB 1 T.M.)

r. N0 cornaweHuio npeacTtaBUTENbHOrO opraHoB paboTHMKOB M paboTtopaTtens — wnu
MEeTOOOM CNIIOLIHOW perncTpaummn SiBOK Ui HESIBOK Ha paboTy, nnv nyTeM perncrpaumm TonbKo
OTKITOHEHWI (HEABOK, OMNO34aHNIA, CBEPXYPOUHbIX YacoB U T.1.)



2. JlnyHasa kapToyka paboTHukoB (popma T-2) 3anonHseTcs:

a. Ha Bcex paboTHMKOB 6e3 UCKNOYEHUS

6. TonbKko Ha paboTHUKOB, paboTaroLLMX N0 OCHOBHOMY MeCTy paboThbl

B. TONbKO Ha paboTHMKOB, paboTarowmx Ha paboTe N0 COBMECTUTENLCTBY

r. TONbKO Ha paboTHUKOB, paboTaloLLmMX NO rpaxaaHCKo-NPaBoBOMY AOroBOPY

3. MNpukasbl 0 Npreme Ha paboTy U 0 KOMaAHAMPOBAHUM PABOTHUKOB (BHYTPU CTpaHbI):

a. pPerucTpupyloTcs B pasHbiX >KypHanax W noAwusalTcad B pasHble nanku 6.
PErMCTPUPYIOTCS B OHOM >KypHarne v NnoALIMBaTCa B OAHY nanky

B. PEMMCTPUPYIOTCS B OAHOM XXypHare v NoALMBalTCs B pasHble nanku

. He perncTpupytoTcs

4. OpraHusauus, NOMMMO MOMHOO HAaVMEHOBaHWS, MMEeeT elle U COKpaLleHHOoe, 4TO
3aKpenneHo B ee ydypeauTernbHbiX AOoKymeHTax. [lpaBunbHoe oTobpaxeHue HavMeHOBaHMWS
opraHusauuu B opmumanbHbiX AOKyMeHTax OyaeT BbirmageTb Tak:

a. O6wecTBO C OrpaHNYEHHON OTBETCTBEHHOCTLIO «Arpoako» (OO0 «Arpoako»)

6. (OO0 «Arpoako»

B. O6LL1ecTBO C orpaHN4YeHHON OTBETCTBEHHOCTLIO « AFPO3KO»

5. Kakve n3 nepeuyncrneHHbIX noKanbHbIX HOPMATMBHBIX aKTOB MOrYT HE CO34aBaTbCs
paboTogatenem — LPUANYECKUM NINLIOM:

a. lNonoxeHne o6 atTecTaumn

6. MpaBuna BHyTpeHHero TpyAoBOro pacnopsaaka

B. [padmk oTnyckos

r. LUtaTtHoe pacnncaHue

Kputepum oueHku:

—CpefHWI YPOBEHb C0XKHOCTU (B GOPMYINPOBKE 3a4aHNA Nepeymnc/ieHbl BCe BapMaHTbl OTBETA:
e 1 6ann—yKasaH BepHbIN OTBET;

e (0 6an710B — yKa3aH HEBEPHbI OTBET, B TOM YMC/IE YAaCTUYHO.

—MOBbIWEHHbI YPOBEHb C/I0XKHOCTU (B GOPMYIMPOBKE 3a4,aHMA OTCYTCTBYIOT BAPMAHTbI OTBETA:
e 2 Hbanna— yKasaH BEpHbIl OTBET;

0 OayI0B — yKa3aH HEBEPHBIN OTBET, B TOM YHCJIE YACTUIHO

MpomexyToyHas aTtTectauus npoBoauTcA B cooTBeTcTBuM C  [lonoxeHnem o
NMPOMEXYTOYHOM aTTecTaumMm obyyalwmxcs no nporpaMmam  Bbicllero obpas3oBaHUs
BopoHexxckoro rocyaapcTBEHHOIO yHMBeEpCcuTeTa.

KoHTponbHO-n3meputenbHble Matepuarnbl NPOMEXYTOYHOM aTTecTalmm BKIoYaT B cebs
ABa TeOpeTUYECKNX BOMPOCa, MO3BOMAOLLME OLLEHUTb YPOBEHb NOJTYYEHHbIX 3HAHUN U CTENEHb
ChOpPMUPOBAHHOCTM YMEHMUI N HABbIKOB.

MpomexyToyHasa aTrectaums No OUCUMMAMHE BO3MOXHA C MPUMEHEHNEM 3NEKTPOHHOro
o0yyeHusl, OUCTaHUMOHHbIX OOpasoBaTtesbHbIX TexHonormni (ganee — 30, OOT) B pamkax
3MEeKTPOHHOro Kypca, pasmelleHHoro B OMOC (obpasoBaTenbHbi noptan «QneKTPOHHbIN
yHusepcuteT BI'Y» (LMS Moodle, https://edu.vsu.ru/)).

Oby4atownecs, npoxoasilime nPOMeXyTOYHyH aTtTectaumio ¢ npumeHeHnem [OOT,
AOIKHbI  pacnonaraTtb TEXHUMYECKMMWM CpPeacTBaMnm U NporpamMMHbIM - obecrneyeHuem,
nosposisloWwMM  obecneunTb npoueaypbl  attectaummn. OB6ydvaloWMNCa  CaMOCTOATENbHO
obecneumBaeT BbINOMHEHNE HEOBXOOMMbLIX TEXHUYECKMX TpeboBaHUM Anst NpoBeaAeHUs
NMPOMEXYTOYHOM aTTecTauumn ¢ NPUMEHEHNEM OUCTAHLMOHHbBIX 0O6pa3oBaTeNbHbIX TEXHOMOMMNA.

NoeHTudumkauma nuyHocTM  obyyatoweroca npuv MPOXOXOAEHUU  MPOMEXYTOYHON
aTTectauum obecneuvMBaeTCca MNOCPEACTBOM  UCMOMb30BaHUA  KaxabiM  obyyarowmmcs
MHOVBMAOYArbHOrO fiorMHa M nNaporns npu Bxode B INWUYHbIA KabuHeT, pasmelleHHbin B QMOC
obpasoBaTenbHOW opraHM3auuu.

3agaHus n. 20.2 pekoMeHOYTCH K UCNOSb30BaHUIO NPy NPoOBeAEeHUU ONarHOCTUYECKMX
paboT C Lenblo OLEHKM OCTaTOYHbIX 3HAaHWU MO pe3yfibTaTaM OCBOEHUS aHHOW ANCLMIMINHDI.
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