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3aBegyowmin kapegpon
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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. CoctaButenu nporpammbl: H.H.MuTtuHa, K.2.H., QOUEHT
7. PekomeHpoBaHa: Hay4yHO-MeTOOMYECKMM COBETOM 9KOHOMWYECKOrO (hakynbTeTa

BI'Y o1 20.04.2023 r., npoTtokon Ne4

8. YuebHbI roa: 2025/2026 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 nNo agucuunnuHe/Moaynio (3HaHUSA, yMeHuUA,

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 OrllK- |OrnK-4.1 Bepet|3HaThb:
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 BHeApPEHUSN
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 ynpaBrieHus
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 Yucne: npaxkTnyeckmne 34 34
nabopartopHkle - -
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 | MNoHATME [oKyMeHTa, ero yHkuMu. OTanbl | [JokymeHTaunoHHoe
e obecrneyeHune | cTaHoBMNeHVUss aenonpoussoactea B Poccum. | obecneverune
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 yenoBeyeckMmu pecypcamu. 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". | YNPaBIeHNA
[lokyMeHT: CBOIICTBa, MPU3HAKM U (YHKUMKU OOKYMEeHTa. ”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 pacnopaanTenbHbIX JOKYMEHTOB.
13 YctaB opraHusaumu. lNMonoxeHve o CTPyKTypHOM | [okymeHTauuoHHoe
noapasfaeneHun. LTaTHOE pacnucaHue, | obecneyerve
OdopmneHune npaBuna BHECEHUMSI 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
KHura

Tpynosom
TPYAOBOro

[10roBOp.
[orosopa.

3aK0YeHNs
perucTpaumm

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_ttgsb.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 un xpaHeHus. BepgeHwve
Tabens yyeta paboyero BpeMeHu.
16 [OKyMEHTMpOBAHME  OLEHKM  OeATenbHOCTU | [okyMeHTaumnoHHoe
paboTHMKOB, B T.4. aTTeCTALMOHHbIX NpoLeayp. obecneyeHve
[okymeHTaums no KOMaHaupoBaHuto | YNPasneHnsa
pabOoTHUKOB. OTyet 0 pesynbrartax | MEPCOHANOM
KomanaunpoBkn.  [pegocTaBneHMe OTMNYCKOB: .k;tgs?/lfe dULVSUIL/cours
rpacdouk, Buabl, odopmrneHne. Tpygosoe e/vie\./v.php.?id:.8799
OpraHusauus 3aKOHOOATENbCTBO, perynupyloliee  nopsgok
NCNonb30BaHUs npegocTaBneHns n 0oopMIIEHNSA OTNYCKOB.
TPYAOBbIX Odopmnenmne [0roBopoB o] NosTHoOM
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 LANCLUMNIVHBI 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, >KypHanm y4yeTa nMpPOBEPKUM 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 YHUHYTOXEHUIO

AOKYMEHTOB, He MoAriexalumx
XpaHeHne pgen cnyx6bl

XpaHeHu1o.
KagpoB B apxuee




opraHu3aumun: obecneyeHne CoxXpaHHOCTU Aen o
NIMYHOMY COCTaBy, MX Knaccudukaumst n y4yer,
co3gaHve K HUMM CnpaBOYHOrO annapara,
NCNonb3oBaHMe [OOKYMEHTOB MO  JIMYHOMY
coctaBy. [lopsgok nepegaum pen  cnyx6bl
Kaapos.

CoBpeMeHHble CUCTEMbI 9NEKTPOHHOro
OOKyMeHToobopoTa.
2. MpakTnyeckne 3aHATUA
2.1 | JokymMeHTaunoHHo | 3akoHodaTesbHas " HOopMaTuMBHO- | [loKymMeHTaLoHHoe
e obecneyeHne | meToanyeckass 6asa paboTbl C JOKYMEHTamMM B obecneveHvie
ynpasneHus cucteme ynpaBneHus yenoseyeckumy | YNpasnexus
nepcoHarnom, pecypcamu. Knaccudpukaums nenosbix | NMepPcoHanom
OCHOBbI €ro | AOKYMEeHTOB, COCTaB M BuAbl KagpoBOW | | UR_L'
3aKoHOAaTeNbHOro | JOKYMEHTaUMW, OCHOBHble TpeboBaHMA K UX https.//edu.v_su.ru/cours
’ elview.php?id=8799
n HOpPMAaTMBHO- | COCTaBMNEHMIO, CTaH4APTU3aLMS.
MEeTOaMNYEeCKOro lMoHATME n cocTaB pekBn3nMTOB. TpeboBaHus K
perynupoBaHus ohopMNeHNto PEKBU3NTOB AOKYMEHTOB.
TpeboBaHus K BriaHkam JOKYMEHTOB.
2.2 [lokymeHTaunoHHoe
Knaccudmkaumsa genoBbiX OOKYMEHTOB, COCTaB | pfecneyeHue
[oKyMeHT: N BUObl KagpOBOW [OKYMEHTaUWW, OCHOBHbIE | ynpaBreHust
noHsTue, dyHKuuK, | TpeboBaHUA K nx COCTaBMEHNIO, | NepcoHariom
npovcxoxaeHune cTaHgapTusaums. STansl nogrotoBku | .— URL:
pacnopaanTENbHbLIX JOKYMEHTOB. https://edu.vsu.ru/cours
elview.php?id=8799
23 YcTtaB opraHunsaumn. MonoxeHne o CTPyKTypHOM | [OKyMeHTaumoHHoe
nogpasgeneHuun. LUTaTHOE pacnucaHue, obecneyeHve
OdopmneHue npaBuna BHECEHUSI B  HEro W3MeHeHui. | YNPaBleHua
[IOKyMEHTOB no | MonoxeHne o nepcoHane npeanpusTus. | NePcoHanom
opraHusaumm JomkHocTHas WHCTPYKLMA. Mpukas ol UR_L'
Tpyaa paboTHMKOB | pacnpeneneHum obs13aHHOCTEN Mexay g}f/ﬁ):vcl edu.ysu_.ru/cours
.php?id=8799
pykoBogcTtBoMm. [lonoxeHne o6 ob6paboTke
nepcoHanbHbIX AaHHbIX pabOTHUKOB
24 TexHonorus paspaboTku n CTpykTypa | HAokymeHTaumoHHoe
OOKYMEHTOB NMpU peKpPYTUHTE. obecneyeHue
TpyooBon goroBop. YCroBusi  3akniouveHus | YNPasnexHus
[loKyMeHTMpoBaHM | TpyAoBOro gorosopa. Khura  peructpauum | MePcoHanom
€ pekpyTMHra u | TpyaoBbix gorosopoB. OcdopMneHve npyema Ha | ;. UR_L'
https://edu.vsu.ru/cours
npuema Ha paboty | paboty. CogepxaHne M MNOpsSAoK 3amnosiHeEHUS elview.php?id=8799
nepcoHana aHKeTbl, aBTOBuorpadumm, NIMYHOro nMucTKa no
ydeTy KagpoB, JIMYHOM KapTO4YKW, YYETHOM
KapTodkM HaydHoro paboTHuka. [lepesog
paboTHMKa Ha gpyryto paborTy.
2.5 Mopagok odopMneHnss TpygoOBOM KHWKKM npwu | [JokyMeHTaumnoHHoe
ycTpoictBe Ha pab6oty. [pasuna BemeHus | obecneverne
OdopmneHue TPYAOBbIX KHUXKeK. CBeaeHnst 0 HarpaxaeHusx, | YNPasnesus
TpyooBon KHkku. | CBeaeHnss 06  yBonmbHeHuu.  Vcnpasnenue | MEPCOHANoOM
BepeHue numyHoOro | 3anmncerr B TPYAOBOW KHWXKKE. OdopMIieHMNe '_UR_)L'

N https://edu.vsu.ru/cours
gena un  nu4HOW | paboTbl MO COBMECTUTENbCTBY. OSIEKTPOHHbIE elview.php?id=8799
KapTOYKM TPYAOBbIE KHUXKN.
paboTHuKa JInyHoe geno m nuyHaa KapTodka paboTHuKa:

npaeuna 3anofiHeHus W xpaHeHus. Bepenve
Tabens yyeta paboyero BpeMeHM.
2.6 | OpraHmsauus [OKyMEHTMpOBaHME  OUEHKM  OeATenbHOCTU | [okyMeHTaumnoHHoe
NCNonb30BaHUs pabOoTHMKOB, B T.4. aTTeCTaUMOHHLIX Npoueayp. | obecneyerve
TPYAOBbIX [okyMeHTauus no KOMaHaMpoBaHuto | YNPaBleHna




pecypcos. paboTHMKOB. OTtyet 0 pesynbTaTax | nepcoHanom

komaHaupoBku.  MpenocTtaBnenne otnyckos: | -— URL:

rpacduk, BuObl, odopMmneHve.  Tpyaosoe https://edu.vsu.ru/cours

3aKOHOAATENbCTBO, perynupytowee nopsipok | &/VIEW.php?id=8799

npeaocTaBneHnst 1 0POPMIIEHUSI OTMYCKOB.

OdopmneHne AOroBopoB o] nonHom

maTepuanbHOW  OTBETCTBEHHOCTM, MPUKa30B,

aoBepeHHocTn. Pabota Cc  goKymeHTamuy,

OTHOCSALLMMUCS K rocynapcTBEHHOM,

KOMMepYeCKon 1 cnyxebHow TanHe

MpaBuna odOpMNEHN  OOKYMEHTOB  Mpw

npekpaLleH1n (pacTop)KeHun)  TPyOoBOro

J0rosopa

2.7 MBTP. OcopMmneHne HapylueHuin Tpygosoii | HOKyMeHTaumoHHoe

Tpynosoit AvcuMnuHbl. Tabenb ydyeTa UCMOMb30BaHUsA obecneuene
pacnopsiaok, pabouero BpemeHu. OPOpMIEHNE MOOLLPEHUS ﬁggigﬂ::g?ﬂ
AVCUMNIVHA M|3a TPya VM HanoXeHUs ANCUMNNMHAPHBIX | (o)
oxpaHa Tpyaa B3bICKAHUI  Ha  PaGOTHUKOB.  OPOPMIIEHNE | hiine:/jedu.vsu.ru/cours

AOKyMeHTauun no oxpaHe Tpyaa. elview.php?id=8799

1.8 | XpaHeHue [okymeHTauMoHHoe

KagpoBoWn AKT O BblAeNeHNN K YHUYTOXEHNIO JOKYMEHTOB, obecneveHvie
AOKYMEHTaUMW U | HE MOANeXalumMx XpaHeHuto. XpaHeHue gen | YNPasleHna
cucTeMbl cnyx6bl KagpoB B apxuee oOpraHusauuu. | NEPCOHANOM
3MNEKTPOHHOro CoBpeMeHHble cucTeMbl ANEeKTPOHHOIO .kﬁtgsebé duvSUru/cours
,g,OKyMeHTOO60pOT OOKyMeHTOObopoTa. elview.php?id=8799

13.2 Tembl (pasaenbl) AUCLUUNIIUHBI U BUAbI 3aHATUMN

Bugbl 3aHsaTMI (4acoB)
Ne HaumeHoBaHWe TeMbI
Mpaktnyeckn | CamocTtodATenbHas
n/n ONCUNNINHDBI JNekumn Bcero
e paboTta

[lokymeHTaumoHHoe obecneveHne

1 | YNPaBneHus nepcoHasnoM, OCHOBbI  €ro 4 4 10 18
3aKoHOZAaTENbLHOro " HOpMaTUBHO-
MeTOLMNYECKOro perynmpoBaHns

> [loKkymeHT: NoHATHE, YHKUMMN, 4 4 8 16
NPOMCXoXOeHNE
OdopmneHre gOKyMEHTOB MO OpraHn3aumm

3 4 4 8 16
Tpyaa paboTHMKOB

4 [lokymeHTMpoBaHNEe pekpyTUHra u npuema 4 4 10 18
Ha paboTy nepcoHana
OdhopmneHne TpyaoBow KHWXKW. Bepenue

5 | nuyHoro pena NIMYHOW  KapTO4KMK 6 6 10 22
paboTHuKa

6 OpraHmsaumss  UCNosib3oBaHuUs  TPYOOBbIX 4 4 10 18
pecypcos.

7 TpygoBon pacnopsgok, AucuunnvHa u 4 4 10 18
oxpaHa Tpyaa

8 XpaHeHne KagpoBOW OOKyMeHTauum u 4 4 10 18
CUCTEMbI NEKTPOHHOIO OKyMeHToobopoTa

Wtoro: 16 34 58 144

14. MeToan4yeckue ykasaHmAa Ana oby4aroLWmxXca no 0OCBOEHUIO AUCLUUNIINHDI:




B npouecce npenogaBaHnsa ANCUUNANHBI UCNONb3YOTCA Takne Buabl y4ebHon paboTbl,
KakK nekuuu, npakTuyeckue 3aHsaATUS, KOHTPOSibHble paboTbl, AenoBble WUrpbl, pelleHune
KEeMCcoB M 3a4ay, a Takke pasnuyHble BUAbl CaMOCTOATENbHOW paboTbl 0By4atoLmxcs.

MeToanyeckume ykaszaHusa ans obyvarowimxcsa npu pabote Hag KOHCMEKTOM NEKUMA BO
BPEMS NPOBEAEHUS NIEKLINN.

INlekuma — cuctemaTnyeckoe, nocrnegoBaTenbHOE, Yale MOHOMOrMYeckoe WU3NoXeHue
npenogaesartenem y4ebHOro matepmana, kak npaBuno, TEOPETUYECKOro Xxapakrepa.

B npouecce nekumn obyyaromMca peKoMeHAYeTCA BECTU KOHCMEKT, YTO MO3BOMMUT
BNOCNEACTBMM BCMOMHUTb M3YYEHHbI yd4ebHbI MaTepuan, OOMOMHUTL COAepXaHue npu
camMoCcToATeENbHOM paboTe ¢ NnnTepaTypon, MOArOTOBUTLCA K 9K3aMEHY.

CnepyeT Takke obpalwiatb BHMMaHWE Ha kaTeropuu, oopMynmMpoBKKW, pacKpbiBatoLine
coaepXaHne Tex WUNU WUHbIX ABMEHUA U MPOLECCOB, Hay4yHble BbIBOAbI W MpakTU4eckue
pekoMeHgaLmMm, NONOXNTENbHBIN OMNbIT B OPaTOPCKOM UCKyccTBe. XKenatenbHO OCTaBuUTb B
pabounx KOHCMeKTax Mond, Ha KOTOpbiX [fAenaTtb MNOMETKM U3 pPEeKOMEHOO0BaHHOM
nuTepaTypbl, OMONHAOLWME MaTepuan NpocnyLwaHHOM NeKunn, a Takke nogyepkmBatoLmne
0COOYI0 BaXXHOCTb TE€X UM NHbBIX TEOPETUYECKNX MOSNOXKEHWUNA.

JMobas nekumsa OomKHaA MMETb forMyeckoe 3aBepLUeHMe, Porib KOTOPOro BbIMOSHSAET
3aknoyeHne. BbiBoabl hopmMynupyloTca  KpaTko M NAKOHMYHO, WX LienecoobpasHo
3anucbiBaTb. B KOHUE nekumn obydarowmecss MMeKT BO3MOXHOCTb 3agaTb BOMPOCHI
npenogaBaTerto No TeMe NeKUnN.

MeToanyeckme ykasaHusa ans obyyarLmxcs npu paboTe Ha NPakTUYECKOM 3aHATUM

lMpakTuyeckne 3aHATMS peannuayloTcs B COOTBETCTBMM C paboynm y4eOHbIM niiaHoM
npy nocnegosaTenibHOM WM3ydeHUn Tem gucumnnuHel. B npouecce npenopaBaHus
OANCUMNIMHBL - UCMONb3YITCA  Takue Buabl Yy4dyebHouW paboTbl, Kak cobecegoBaHus
(nHouBUMAayanbHbLIM OonNpoc, (hpoHTanbHas Gecena), pedepatbl (QoKnaabl), NpakTUyeckme
3afjaHus (poneBble Wrpbl, pelleHne KeWCcoB W 3afaHui), a TakKkKe pasfuyHble BuApl
CaMOCTOATENbHON paboTbl 06yYatoLMXCA.

B xoge noAarotoBkM K MPakTUY4ECKMM 3aHATUSAM  Oby4arollemMycsi peKkoMeHOyeTcs
N3y4nTb OCHOBHYIO NuTepaTypy, O3HAaKOMUTLCA C OOMNOMHUTENBHOW NUTEpaTypon, HOBbIMM
nyénvkaumMsMm B nNepuoamyecknx nsgaHusax: xXypHanax, rasetax u 1.4. Npu atom cnegyert
yyecTb pekoMeHpauuu npenopasaTtens wn  TpeboBaHus  y4ebHOM  Nporpammbl.
PekomeHayeTcs Takke pgopabaTtbiBaTb CBOW  KOHCMEKT feKkuuMu, pfernas B HeMm
COOTBETCTBYOLME 3anucu w3 nuTepaTypbl, PEKOMEHOOBaHHOW npernopasaTeneM u
npegycMoTpeHHon paboyven nporpammon. CnegyeTt NoAroTOBUTL TE3UChI AN BbICTYNNIEHUI
no BCeM y4yebHbIM BONpocaM, BbIHOCUMbIM Ha 3aHATHE.

B cBA3Kn c Tem, 4TO aKTMBHOCTb OBy4YaloLErocs Ha NPaKTUYECKMX 3aHATUSX SBMSETCS
npegMeToM KOHTPONS ero NpoABWKEHWUST B OCBOEHUM Kypca, TO MOArOoTOBKa K TakuM
3aHATUAM TpebyeT OTBETCTBEHHOIO OTHOLLEHUS.

[oToBACL K pOoknagy wnu pedepaTtMBHOMY COOOLLEHMIO, OOy4valolMncs MOXeT
obpawaTbCa 3a MeTOAMYECKOW MOMOLLLIO K npenogasartento. 3akaHuMBaTb MNOATOTOBKY
cnefyeT COCTaBNeHMEM NnaHa (KOHCMeKTa) No m3yyaemMomy matepuany (Bonpocy). 310
No3BOMSET COCTaBUTb KOHLUEHTPUPOBAHHOE, CXaToe npeacTaBfeHMe Mo M3yYyaembiM
Bonpocam. B xoge npakTu4eckoro 3aHATUSA obyyaloLMNCcsa MOXeT BbICTynaTb C 3apaHee
noAroToBfeHHbIM OOKMaAoM. Takke OH OOIMKEH NPOSABMSATb aKTUBHOCTb Npu 0BCyXaeHuM
BbICTYNMEHUIN U JOKNA40B OOHOMPYNMHUKOB.

He ponyckaeTcsa BbICTYNneHMe MO MEPBOUCTOMHUKY - Heobxoaumo uMMeTb
NoAroTOBIEHHbIN NMMCbMEHHbIM OOKMaA, OUeHMBaeMbl NnpenogaBaTternieM Hapsgy C YCTHbIM
BbICTyNnNeHneM. He pgonyckaetcs Takke W pacnpegernieHve BOMPOCOB K 3aHATUIO cpeau
obyyalowmxcsa rpynnbl, B pesynbTaTte KOTOPOro OTAENbHbIN Obyvalowmica SABNseTcs He
roTOBbIM K KOHCTPYKTMBHOMY OOCYXXOEHUIO «HE CBOEro» Bonpoca. Bce Bonpockl kK cemuHapy
AOJTKHbI BbITb NpopaboTaHbl KaXabiM 06y4YaoLLMMCS.




PeweHne 3agaHun — BbINONHEHWE obyvatowmmmnca Habopa NpakTUYECKUX 3agaHui
npegmMeTHon ob6nacTu € Uernbto BbipabOTKM HaBbIKOB MX PELUEHUS.

Mpexge 4yem npucTynaTb K peleHuo 3agaHun, obydvarowemycs Heobxoaumo
O3HAKOMUTbLCA C COOTBETCTBYHOLUMMM pasgenamv nporpaMmmbl AUCUMNIMHBLL N0 yd4ebHOM
nnutepaTtype, pPeKOMeHAOBaHHOMW MporpamMon Kypca; MonyyYnuTb OT npenogasaTens
MHGOPMaUUIO O NOopsiaKe NPOBeAEHUA 3aHATUSA, KPUTEPUAX OLEHKU pesyrnbTaToB paboThl;
noslyuyMTb OT NpenogaBaTesis KOHKPETHOe 3aaHne N MHopMaLmMo O CPOKax BbINOSTHEHMS,
o TpeboBaHMNAX K ohopMneHntio n popmMe npeacTtasneHnsa pesynbtatos. [1py BbINOMHEHUN
3ajaHua  HeobxoAMMO MpPUBECTM  pasBEPHYTble MOSICHEHUA  Xoda pelleHuss W
npoaHann3anpoBaTb NONyyYeHHble pe3ynbTaThl. [1pn HeobxoanmocTn oby4varolmecss MerT
BO3MOXHOCTb 3aaTb BONPOCHI NpenofaBaTtento no TPYAHOCTSAM, BO3HUKLUMM NpU peLleHum
3ajau.

Poneas nrpa — coBMecTHas AeaTeNbHOCTb 00y4aeMbIX, 3TO NpoUecc MogenmpoBaHus
rpynnoM TOM wAM  WHOM cuTyaumn. Wrpa nossBondeTr BoOBfiekaTb YYaCTHUKOB B
MoAenupoBaHne npoueccoB 6byayuien npodeccnoHanbHOW OesTenbHOCTU, pa3BuBaeT
NnOMMMO MNpodecCUoHarnbHbiX HaBbIKOB, aHanuUTMyeckue, pedorieKCUBHbIE CMOCOBHOCTY,
yMEHMe opraHmsoBaTb COBCTBEHHYIO OEATENbHOCTb U AeATENbHOCTL rpynnbl. [pexae yem
npuctynatb K yvacTuio B wurpe, obydawwemycs HeobxogMmo O3HaKOMUTbCH C
COOTBETCTBYWOLLUMMM pasgenamMmum nporpaMmmbl  UCUUNIMHBL N0 y4ebHoOW nuTepaType,
pekoMeHOOBaHHOW MNporpaMMon Kypca; MNofyyuTb OT npenojasBaTtenia MHgpopmaumo o
Luensax u npakTMYecknx 3agjadvax Urpbl, O NOpsAaKe MPOBEOEHUSI UIPbl, KPUTEPUSX OLEHKU
AENCTBMA YYaCTHUKOB MWrpbl; MONYy4YMTb OT npenogaBaTtens HeobxoauMmble pasfaToOyHble
MaTepuarnbl, OnMcaHne UrpoBON CUTYyaLUN N KOHKPETHYIO pPOfb B Urpe C pasbsiCHEHUEM
QYHKUMA M nopsadka OencTBMid Mo cueHapuio. 1o utoram npoBefeHUs OenoBOW Urpbl,
obyyatoLmecs MMeT BO3MOXHOCTb 3afaTb BONPOCHI NpenogasaTento.

CuTyaumMoHHbIN MpakTUKym (Kenc) sBnsetca oAHon wun3 d¢OpM  MHTEPaKTUBHOIO
NPaKTUYECKOro 3aHATUA, LIenbo KOTOPOro asnseTca npuobpeteHne obyyalowmnmes yMeHum
KOMaHOHOW paboTbl, HaBbIKOB BbIPAOOTKM pelleHun B npodpeccrmoHanbHon obnacTy,
pasBUTUE KOMMYHUKATUBHbIX W TBOPYECKUX CMOCOBHOCTENM B Mpouecce BbISBMEHUS
ocobeHHocTen 6Gyayuien npodeccMoHanbHOM OeATEeNbHOCTM Ha OCHOBE aHanmsa
oby4aemMbiMn 3a4aHUA, CHOPMUPOBAHHbBIX HA OCHOBE MPaKTUYECKNX CUTYaLUN.

Mpexge yYeM nNpucTynaTb K y4yacTUO B CUTyauMOHHOM MNpakTUKyme, obyyatoliemycs
HeobXxoOMMO 3apaHee, B MNpoLEecce CaMOCTOATENbHOW paboTbl O3HAKOMWUTBLCH CO
CUEeHapueMm npakTukyma u HeobxoguMmon nuTepaTypon, PEeKOMEHOOBaHHOW MPOrpamMmon
Kypca; nonyynTb OT npenogasaTtens MHgopmMaumo O coaepXaHum Kenca, MHpopmauunio o
dopme npeanocTaBneHnss pesynbTaToB, CPOKaX BbINOSIHEHUA KeNca U KPpUTEPUAX OLLEHKM
AEeNCTBUM y4aCTHUKOB.

lMpy BbINOMHEHMM KeWca HeobxoouMO NonyyYuTb OT npenogaBaTtens HeobxoouMmble
pasgaToyvHble Matepuanbl U MPUHATL ydacTue B AereHnmn y4eBOHON rpynnbl Ha MUHU-TPYNMbI
n B BblbOpax nuaepa MUHW-TPYNMbl; YyvacTBOBaTb B (POPMMPOBaHUM oOT4YeTa Mo
BbIMOSTHEHUIO Kenca B CBOEN MUWHU-Tpynne; y4yacTBOBaTb B OOCYXXOEHMM OTYETOB MWHMU-
rpynn.

Mo wuToram npoBedeHUst CUTYauMOHHOro MpakTukyma, obyyawwuecs WUMerT
BO3MOXHOCTb 3aaTb BONPOCHI NpenoaasaTento.

15. lNepeyeHb OCHOBHOW U [OMNOJIHUTENILHOW NUTEpaTypbl, PeCypCOB WHTEPHET,
Heo6XxoAUMbIX AN OCBOEHUA AUCLMMNIIUHDI

a) ocHoBHas nuteparypa:

Ne n/n NcToYHnK

1 Konomueu A. N. KagpoBoe genonpousBoAcTBo : y4yebHoe nocobue : [12+] / A. V. Konomuew. —
) MockBa : [Oupekr-Megua, 2023. — 248 c. : wn.,, T1abn. — Pexvm JocTyna: Mo noanvcke. —




URL: https://biblioclub.ru/index.php?page=book&id=696314 (gata obpaweHua: 23.06.2023). -
Bunbnwuorp. B kH. — ISBN 978-5-4499-3436-9. — TEKCT : 3NEKTPOHHbIW.
2. YnpaeneHnune nepcoHanom: y4ebHuk / W.b. flypakosa [u gp.].— M.: UHPPA-M, 2018. - 570c.

6) AononHUTenLHaA nuTepaTypa:

Ne n/n NcToYHMK
OopoHuHa J1. A. OpraHusaums 1 TEXHONOrUS OOKYMEHTALUOHHOro obecrneyeHuss ynpasneHus :
3 y4ebHUK 1 npakTukym anst BysoB / J1. A. JopoHuHa, B. C. NputnkoBa. — Mocksa : M3gatenbcTBo

tOpant, 2020. — 233 c. — (Bbicluee obpasoBaHue). — ISBN 978-5-534-04568-0. — TekcT :
anekTpoHHbIv // O6C KOpant [canT]. — URL: https://urait.ru/bcode/450483

KasakeBuy T. A. [JoKkymeHTaumoHHoe obecnedeHue ynpaBneHus : yvyebHWMK M MpakTUKym Ans
cpenHero npodeccunoHansHoro oopasoraxus / T. A. Kasakesuy, A. W. Tkanuy. — 2-e usg., ncnp. u
4, pon. — Mocksa : U3gatenscteo KOpant, 2020. — 177 ¢. — (MpodeccrnoHansHoe obpa3oBaHue).
— ISBN 978-5-534-06291-5. — TekcT: anektpoHHbin // 3OBC HKpant [canT]. — URL:
https://urait.ru/bcode/452800.

BenukaHoBa C. C. VMHdopmaLMOHHbIE pecypcbl KagpoBon cCnyx0bl : y4ebHoe nocobue : [12+] /
5 C. C.BenukaHoBa. — Mocksa : [OupekT-Megua, 2022. - 144 c¢. : wn., Tabn.—
' URL.: https://biblioclub.ru/index.php?page=book&id=683128 (nata obpaweHusa: 23.06.2023). -
Bubnuorp. B kH. — ISBN 978-5-4499-2892-4. — TeKCT : 9NEKTPOHHbIW.

B) MHOPMAaLMOHHbIE 3NEKTPOHHO-006pa3oBaTerbHbIe Pecypchl (oduLmanbHble pecypchbl

WHTEPHET)*:
Ne n/n Pecypc

1. O6pasoBaTternbHbln nopTan «ANeKTPoHHbIN yHuBepcuTeT BITY»: https://edu.vsu.ru
2. OBbC "YHuBepcutetckasn bubnuoteka online: http://biblioclub.ru/
3. OBC UspatenbctBo «JlaHby: http://e.lanbook.com
4. OBC « KOpanty»: https://urait.ru
5. OBbC IPR BOOKS: https://www.iprbookshop.ru
6. CnpaBoyHas 6a3a 1 xxypHan «Kagposuk-npaktuk»: https://kadrovik-praktik.ru

* BHavane ykasbiBaoTcs ObC, ¢ koTopbiMM MMetloTcs gorosopa y BIY, 3atem oTkpbiTble
3NEeKTPOHHO-00pa3oBaTenbHble Pecypchl

16. MNMepeyeHb y4eOHO-MeTOANYECKOrO 06ecneyYeHns ANs cCaMoOCTOATENTIbHOW paboTbl

Ne n/n MCcTOYHUK

[lokymeHTaumoHHoe obecrnedyeHne ynpaeneHus nepcoHanom. Yactb | [lokymeHTauMoHHOe
1 | conpoBoxaeHue nprema, nepesoaa i yBombHeHus paboTHukoB: MNpakTukyMm. [1na obyyatowwmnxcsa no
" | nporpamme GakanaBpuaTa HanpasneHus «YnpasneHue nepcoHanom» / MutmHa H.H. — BopoHex:
BopoHexcknii rocynmnsepcuteT, 2020. — 44 c.

17. OO6pasoBaTenbHble TEeXHONOrMKU, UCNONb3yeMble MNpU peanusauum y4eOHOM
ANCUMNINUHBbI, BK/OYash AOUCTaHUMOHHble obGpasoBaTtefibHble TexHonoruu (OOT,
3neKTpoHHoe oby4yeHue (30), cmewaHHOe 0Oy4eHue):

Mpn peanu3aumm OUCUMNAMHBLI MNPOBOOATCS JEKUMW, CEMUMHAPCKNE 3aHATUS,
BbINONHATCS UHOUBMAYAlNbHbIE 3a0aHWS, COAEpXallMe KOMMNMEKT KencoB. Peanusauums
y4yebHOM OUCLMNIUHBI NpegnonaraeT, B YuUCe MNpPoYUX, MNPUMEHEHUE AMNCTaHLMOHHBbIX
obpasoBaTtesnbHbIX TexHomnornmn (paboTty Ha obpasoBaTenbHOM nopTane «3ANEKTPOHHbIN
yHuBepcuteT BI'Y») npu npoBepke MHOVBUAYarNbHbIX 3a4aHWNA.

18. MaTepunanbHO-TeEXHUYECKOE obecneyvyeHMe AUCLUNIIUHDI:

YyebHasa ayautopus: cneumannsnposaHHaa mebenb, HOYTOYK, NPOEKTop, 3KpaH Ans
npoekTopa HacteHHbli, WHDMI-npMemHuk; nomeweHme Ansi camocTosTENbHOW paboTbl:
cneunanm3anpoBaHHaa Mebenb, KOMMbKTEPLI; MporpammHoe obecneyeHne obuiero
HasHa4deHus1 Microsoft Office.



19. OueHoOYHbIe cpeacTBa A5sA npoBeAeHUA TeKylwero KOHTporss ycneBaeMocTn n
I'IpOME)KyTO‘-IHOﬁ aTtTectTaunum

nOpFIﬂ,OK OLEHKMN OCBOEHUA O6y‘-IaI-OLL|,I/IMI/ICFI y‘-le6HOFO MaTtepuarna ornpeanenderca
cofeprkaHunewm cnefgyrowmnx pasgersnios gUCUUNINHbILL

No HanmeHoBaHue
pasgena KomneTerLusi (1) UHankaTop (bl) AOCTUKEHUS OueHoYHbIe
n/n OUCUMMMNNHBI KoMneTeHUmmn cpeacTsa
(mogynsi)
1 |Paspgenbl 1-8 |OfIK-A4. OrnkK-4.1 KMMNe1l, 2,3
CnocobeH Bepet OOKYMEHTaLMOHHOEe
NPUMEHATb CconpoBOXOeHne ] yyet
COBpPEMEHHbIe onepaTtuBHOIo ynpaBneHus
TEXHONOrMn M |nepcoHanom
MeToabl
onepaTMBHOIO
ynpasneHus
nepcoHanom, BecCTuU
OOKYMeHTaLunoHHoe
conpoBoXaeHue "
yyet
lMpomexyTodHaa aTTecTauus KM Ne4
dopma KOHTPONA — 3K3aMeH lNepeyeHb
BOMPOCOB
KM Ne5
TecToBblE
3a4aHus

20. TunoBble oLeHO4YHbIe CpeAcTBa U MeToANYeCKMe MaTepuansl, onpeaensiowme
npoueAypbl OLeHMBaHUS

20.1 TeKyLWwMN KOHTPOJb yCNeBaeMoCTH

KoHTponb ycneBaeMocTu No AUCUUNIIMHE OCYLLECTBNAETCH C MOMOLLbIO CrieayoLwmnx
OLEHOYHbIX CPEeACTB: KOHTPONbHO-U3MEPUTENBHOMO MaTtepuana C MNpakTU4eckKuMu U
TeopeTU4ECKUMM 3aaHunsaMm (B T.4. TECTOBbIE 3aaHns, TeMbl pedepaToB/aoKNagoB)

Tekywasa artrectauusi NpoBOAUTCSA B COOTBETCTBMM C [lONOXeHMeM O TeKkyLlew
aTTectaumm oby4awowmxca no nporpaMmamM Bbicllero obpasoBaHust BopoHexckoro
rocyapCTBEHHOIO YHUBEpCUTETA.

Kputepun oueHnBaHMa NpuBeAEHbl HUXE.

KWUM Ne1. KomnnekT 3agaHMn ans npoBegeHnA TeKywen atrectauum Nei

(dbparmeHT)

OnucaHue TeXHONOrMM NPoBeAEHUA:

1. MogrotoBka K BbINOMHEHUIO NPAKTUYECKUX 3aJaHun, 3aknovarwascs B
nonyyeHnn obyyarLmMMmnca METOANYECKUX YKa3aHUN.

2. BbiNnonHeHne npakTn4eckoro 3agaHus.

3. MNony4eHune oueHkn

4. O6ecyxxaeHue B rpynne nonyvyeHHbIX pe3ynbTaToB.




3agaHuve 1. Ha Bonpocskl 1, 3, 4, 7, 8, 9 cdhopmynupynTte oTeeT. [Ang Bonpocos 2, 5, 6 BbiOepute
rnpaBunbHblE BapuaHTbl OTBETA

1. Tpyooeon kogekc Poccuitickon ®Pefepaumn, Kakme HOPMbl U NOSMIOXKEHUS B JaHHOM
AOKYMEHTe pernaMeHTUpyloT MNopsaok OOPMMEHUs KaapoBblX OOKYMEHTOB? (OTBET — B
BMAE HYMEpPOBaHHOIO Crncka)

YcTtaHaBnuBaeT 0693aTenbHOCTb HEKOTOPbLIX KaapOBbIX AOKYMEHTOB: MpaBuil BHYTPEHHEro

TPYAOBOro pacrnopsaka:

TK PO

3 «O koMmep4ecKkon TanHe»

K PO

®3 «O06 akuMOHepHbIX 0bLEecTBaxy»

Kakyto ponb B Bonpocax kagpoBoro genonpou3soactea urpaeTt defepanbHbll 3akoH OT 27

uionga 2006 r.Ne 149-03 «O6 uHdopmMaumn, NHHOOPMALMOHHBLIX TEXHONOMNAX U O 3almTe

nHdopmaumn»?

4. Kakylo ponb B BONpocax kagpoBoro gernonpoussoacTtsa urpaet denepanbHblil 3aKoH OT 29
nions 2004 r. Ne 98-03 «O kommep4yeckon TanHe»?

5. OnpegensitoT nopsigok paboTbl C TPyOOBOW KHWXKKOW, YCTaHaBnuBaeT npasuna BeOeHus U
XpaHeHUs TPYAOBbIX KHWXKEK Criegyowme JOKYMEHThI:

a. locraHoBneHne [ockomctata P® o1 5 guBapa 2004 r. Ne 1 «O6 yTBepxaeHUn
YHUULMPOBAHHBLIX (DOPM MEPBUYHON YYETHOW [OOKyMEeHTauuuM no y4eTy Tpyda U ero
onnarbI».

b. MoctaHoBneHne MunTpyga P® ot 10 oktabps 2003 r. Ne 69 «O6 yTBepxxaeHun NHCTpyKumm
Mo 3anoJSTHEHNIO TPYAOBbIX KHUXKEKY

N

woooow

c. [lNoctaHoBneHue MNpasutenbctea PP oT 16 anpensa 2003 r. Ne 225 «O TpygoBbIX KHUXKAX».

d. Tpymosou kogekc Poccuiickon degepaumm

6. lNogpobHO pernameHTMpyeT NOpsOoK 3anofHEHUs TPYAOBOM KHWXKKWM, AyGnvkaTta Tpy4aoBOM
KHVDKKU

a. Tpynoson kogekc Poccuiickon denepauum

b. MonoxeHne 06 ocobeHHOCTAX 06paboTkM NepcoHanbHbIX AaHHbIX

Cc. WHcTpyKumsa no 3anonHeHuo TPYAOBbIX KHIDKEK

7. Kakyto ponb B BOMpocax KagpoBoro pgenonpoussBoactsa wurpaet [lonoxeHve 06

0COBEeHHOCTAX 06paboTKM NepcoHanbHbIX OAHHbIX, OCyLLecTBNAemMon 6e3 mcnornb3oBaHus

cpenctB asTomatmsaumm (MoctaHoeneHue lNMpaButensctea PP ot 15 ceHTabpsa 2008 r. Ne

687)?

8. Pacwudpynte OKNH. KakoBo ero HazHauyeHne npyu opopmIieHMN KagpoBbIX JOKYMEHTOB?
9. HasoBute knaccuukaTop, KOTOpbIA MO3BOMSET KOAMPOBaTb CBeAeHUst O npodeccuu,

AOIMDKHOCTU paboTHMKa MNpu 3anofiHeHMUM psga YYeTHbIX (POpM, OCHOBHOW U3 KOTOPbIX

SIBMISIETCA NMYHAA KapToyka paboTHuka — T-2, ncnonb3yemMbix B KagpoBon cnyxbe, a Takke

CTaTUCTUYECKMX OaHHbIX M paspelumTeribHbIX JOKYMEHTOB Mpu NpUBiEeYEHUN MHOCTPaHHON

pabouyen cunbl

Kputepuu oueHku:

Mcnonb3yeTca nonuMToMuMyeckasi Lkana, COrflacHO KOTOPOW Mpu MOSIHOCTBbIO MpaBuiibHOM
OTBETE Ha BOMNPOC Ha3HayaeTcsa 2 6anna, YaCTUYHO npasuiibHOM oTBeTe — 1 6ann, npn HeBepHOM
oteeTe — 0 Gannos.

OueHka «OTNUYHO» BLICTABNsIETCHA, ecnu obydatowmincs Habpan 6onee 90% ot
MakcumarnbHoro 6anna.

OueHKka «xOopoLWo» BLICTABMsETCs, ecnu obyvawowunca Habpan 6onee 70% ot
MakcumarnbHoro 6anna.

OueHka «yooBneTBOpUTENBHO» BbICTaBnseTcs, ecnu obyyaowmiica Habpan 6onee 50% ot
MakcumarbHoro 6anna.

OueHka «HeyaoBneTBOpUTENbHO» BbICTaBNseTCs, ecnn oby4datowminca Habpan meHee 50% ot
MakcumarnbHoro 6anna

3agaHve 2. BoibepuTte npaBunbHbie BapuaHTbl OTBETA

1. CKOMbKO pa3 B ro, MOXXHO BHOCUTb M3MEHEHMS B LUTATHOE pacrnucaHue?



1.100uH; 1.3 orpaHudeHumss Ha  3TtO0T  cdeT 1.5 He Gonee wecTtu pas;
3aKoHOOAaTeNbCTBOM He YCTaHOBIEHDI, 1.6 n3MeHATb ero B TeyeHwe ropa
1.2 gBa 1.4 He Bonee Tpex pas; Hernb3s.

2. MNpwn 3aknoyeHnM TPYLOBOrO [OOroBopa rpaxaaHuH, MocTynawwuii Ha paboTy, He [OOorbKeH
npeabsaBNATbL paboTogaTento:

2.1 2.3 CTpaxoBoe CBUAETENbCTBO 2.5 BOEHHbIN OUNeT;

CBMAOETENbCTBO rOCY4apCTBEHHOIO NMeHCMOHHOro 2.6 AokymeHT 06 o6pasoBaHuu,
0] POXOEHUN CTpaxoBaHUS; KkBanudukaumn, Hanu4um
pebeHkKa; 2.4 TpyOooBYH KHUKKY; creumanbHbIX 3HAHUNA.

2.2 nacnopr;

3apaHue 3. Hangute owmnbkm, gonyLieHHble npy dopMynMpoBaHum CrneayoLumx 3arofioBkoB Aen:
1. Mpurkasbl 1 pacnopskeHns gupekTopa no fNMYHOMY COCTaBy.
2. MaTepuanbl no atrectaumm paboTHUKOB.
3. MNepenucka ¢ By3amu No Npon3BOACTBEHHOM MPaKTUKe CTYAEHTOB.

Kputepumn oueHKu:

OueHka «OTNUYHO» BbICTaBnseTcsd, ecnu obydawowmnca Habpan 6onee 90% ot
MakcumarnbHoro 6anna.

OueHka «xopoLo» BbICTaBnseTcs, ecnu obyvawwmnca Habpan 6onee 70% ot
MakcumarnbHoro 6anna.

OueHka «yOooBneTBOpUTENBHO» BbICTaBNsSeTCs, ecnn oby4darowwminca Habpan 6onee 50% ot
MakcumarnbHoro oanna.

OueHka «HeyOoBneTBOPUTENBHOY BbiCTaBnsAeTcs, ecnn obyyalowmncs Habpan meHee 50%
OT MakcumanbHoro banna

KWUM Ne2. KomnnekT 3agaHMi ansa npoBeaeHUA Tekywen atrectaumm Ne2

(cbparmeHT)

OnucaHune TeXHONOrnMm NpoBeaAeHNN:

1. MNogrotoBka K BbINOSTHEHMIO MPAKTMYECKUX 3afaHuK, 3akniodarolasca B MOfyyYeHun
oby4yarLwmMMmncss METOANYECKNX YKa3aHNN.

2. BbINoNHeHWe npakTnyeckoro sagaHuA.

3. Nony4yeHne oueHkn

4. ObcyxgeHune B rpynne nosyyYeHHbIX pe3ynbTaToB.

19.3.3. KomnnekT 3agaHuin Ne 2 (cpparmeHT)
3agaHve 4. BHecuTe 3annchb B NIMYHYIO KAPTOYKY U TPYAOBYH KHUDKKY
McxogHble paHHble: CopokunHa Jliogmuna lMaenoBHa, 21 oktabpsa 1979 r.p. Mecto poxaeHus:
Mockea, rpaxgaHka P®. MacnopTt 2002 Homep 123456 BbigaH 03 mapta 2002 YBO ConHueso T.
Mockea. Agpec: Mocksa, yn. HosoopneaHckada a. 10 kB. 12, 3apeructpuposaHa 23 anpens 2001
roga. Obyyanacb B MockoBCKOM rocyaapcTBeHHOM yHuBepcutete um. M.B. JlomoHocoBa no
cneumanbHOCTU opucnpygeHumns (kBanudukaumsa — opuct), nveeT gunnom MU 123456, 2001 rog.
Coctont B 6pake ¢ rp. CopokmHbiMm MBaHoM CemeHoBun4eM, geTen HeT. YcTpauBaeTcs Ha
OCHOBHYI0 nocTosHHyt0 paboty B OOO «ConHbIWKO», KOMMEPYECKUN OTAEeNl, MeHeLXepoM Mo
cHabxeHuto, oknag 9000 py6. (Mp. ot 02.04.2012 Ne 9-k). 3HaHME aHINUNCKOro SA3blka, YMTaeT U
nepeBoauT CO CrioBapeM, BrageeT NIMYHbIM aBTOMOBMIEM.
3agaHuve 5. (BbINOMHAETCA B HECKOMIbKO 3TaNoB):
1) NakeT yypeanTenbHbIX AOKYMEHTOB, CTPYKTYpa W LUTaTHasA YMCEHHOCTb, LUTAaTHOE pacnucaHue,
BbIOOP JOMKHOCTUN: OOIMKHOCTHASA MHCTPYKLUUSA
2) 3asBneHve o npveme Ha paboTy, TPy4OBOW OOroBOp, NMpukas o npuveme Ha paboTy, nuyHas
KapTouka, TpygoBas KHWXKKa, KHUra ABWKEHUS TPYAOBbIX KHUXKEK M BKNaabllen K HAM
3) MNMpurka3 o NOCTOAHHOM NepeBoAe, AOMNOMNHUTENBHOE CornalleHne, TPYAOoBas KHUXKKA, NMYHas
KapTouka
4) Npaduk oTnyckos, MNpukas Ha OTNYCK, OT3bIB U3 OTMYCKa, 3aNMCK B JIMYHYIO KApTOUKy
5) OncuunnuHapHoe B3bickaHue (cnyebHas 3anucka, akT, 06bsiCHUTENbHAsA, NPpUKa3, 3asBreHne
Ha JOCPOYHOE CHATME, NPUKa3), NOOLpPeHne (NpeacTaBneHve, Npukas, TpyaoBas KHUXKA)




6) MNMpukas o koMaHaANPOBaHUU
7) 3asiBNEHVE Ha yBOSIbHEHWNE, NPUKa3, 3anncb B TPYAOBYH KHUXKKY W FINYHYIO KApTOYKY)

KpuTepuu oueHku:

- OLEHKa «OTNMYHO» BbICTaBnsieTcs obyvatoLlemMycsl, ecriv OH MOJIHOCTBLIO M CNpaBuIics C
3ajaHneM, [OCKOHamNbHO MOSICHUM X0, BbIMOMHEHUS 1 060CHOBAn aHanNMTUYeCcKne BbiBOAbI;

- OLEHKa «XOpOLUO» BbICTaBNAeTcs obyvalolleMycsi, eCiu OH MOSMHOCTBIO CrpaBuNcs C
3aJaHueM, B-LeNIOM MOSICHMIT XOA4, HO aHanuTU4Yeckue BbIBOAblI NMGO OTCYTCTBYIOT, NMGO HOCAT
NOBEPXHOCTHBIN XapakTep;

- OUEHKa «yOOBMEeTBOPUTENbHO» BbICTABMNSETCA OOy4yalolemMycsi, €cnM OH B-LEeNoM
CNpaBurnca C 3agaHveMm, HO 3aTPydHMIICA C MOSICHEHMEM XO4a pPeLlleHus, He cMmor caenatb
aHanuTMYeCKNX BbIBOAOB;

- OLEHKa «HeyooBMNeTBOPUTENbHO» BbICTABNSAETCA 00y4YaloLemMycsl, He BbIMONHUBLIEMY,
NGO HEBEPHO BbINOSHUBLLEMY 3a[aHue.

KUM Ne3. KomnnekT 3agaHuin ans npoBeaeHUs Tekywen atrectaumm Ne2

Tembl pechepaTtoB (AOKNanoB)

1. MNMpepocTaBneHne exerogHoro OnnaYMBaeMoro OTnycka 3a BTOPOW W nocrnegylolime
paboune rogpl

2. MNpepocTaBneHne eXxerogHoro onnavYMBaeMoro OTnycka 3a nepsbin pabounii roq

3. NcuncneHune ctaxa paboTbl, JalOLLEro NpaBo Ha eXerofgHble onnaynBaemble OTnycka

4. Bugbl M NpPOAOIMKMTENbHOCTL EXErofHbIX OnfladMBaemMblx OTNYyCKkoB VcumcneHve
NPOAOIMKNTENBHOCTN OTMYCKOB

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

6. BHeceHne namMeHeHWW B rpaduk OTNYCKOB B CBS3M C HOBOW JIbFOTOM MHOrOAETHbIM
paboTHMKam

7. Monpaeku B Tpyaoson kogekc PP: kak perynmpyeTcst AucTaHuMoHHas pabota ¢ 2021 r.

8. 3awmTa nepcoHanbHbIX AaHHbIX: AENCTBUS, HanpaBneHHble Ha n3bexaHune WwTpados

9. MNpukasa MuHucTepcTBa Tpyda W coumanbHowm 3awmTel Poccuiickon Pepepaumm oT
19.05.2021 Ne 320H "O6 yTBEpKOEHMM DOPMbI, MOpSAKa BEAEHNSA U XpaHEHUS TPYAOBbLIX KHUXKEK":
4YTO U3MEHWUITOCHb NO cpaBHeHuto ¢ [MocTtaHoBnennem MuHTpyga Poccum ot 10.10.2003 N 69 "O6
yTBEpXaeHun VHCTPYKUMN NO 3arnONHEHUIO TPYAOBbIX KHUKEK"

10. OcobeHHoCcTN BegeHus Tabensa ydyeta paboyero BpemMeHu: npebbiBaHNSA Ha KapaHTUHE
Mo KOHTaKTy C¢ 60MbHBIM KOBWUA, OHU AUCNaHcepu3aLumm paboTHMKOB

11. OdopmneHne paboTbl B BbIXOAHbIE, Npa3gHNKN. HeHOpMUpoBaHHbIA pabounin geHb

12. OdopmneHne nameHeHns pexunma paboTtbl No TpeboBaHNo MaTeEPU ManoneTHUX aeTen

13. CocraBneHne nNpukasa o CHATMM B3bICKaHNSA C paboTHUKA

14. HapyweHune pexuma pabodero [HA: MOXHO §nM  «HakasbiBaTb pybnem» 4acto
onasgpiBaloLLmx paboTHUKOB

OnucaHue TeXHONOrMN NpoBeaeHUs:

1. CoctaBuTb 1 cornacoBaTb nnaH pedpepaTta. lNpn cocTtaBneHun nnaHa v NOArOTOBKE K
pedepaTy (Ooknagy) crnegyet CaMoOCTOATENbHO U3YYUTb PEKOMEHOOBAHHYH Yy4yebHo-
MEeTOONYECKYHO N HaAYYHO-MOMNYIAPHYHO nutepaTtypy, nybnukaumm  Ha
npodeccmnoHarbHbIX canTax.

2. Hanucanve pecpepaTa, HauUeneHHOro Ha COCTaBMEHME KOHLEHTPMPOBAHHOMO, CXaToro
npegcTraBneHnsa maTepvana no ny4aeMomMy BOMnpocy.

3. [Hoknapg B aygutopun, OTBET Ha LOMNOSNHUTESbHbIE BOMPOCHI.

4. Tlony4yeHue oUeHKU.

Kputepuu oueHku:

- OUEeHKa «OTNWYHO» BbICTABNSETCA CTyAeHTy, ecnu pedpepaT (goknag) HanucaH
(nogroToBneH) N0 pekoOMeHAOBAHHOMY MnaHy, cobniogeHbl nNpaBuna O0OPMMEHUSA (perrameHT),
cAaenaHa npeseHTauus;



- OUEHKa «XOpOLUIO» BbICTABNSAETCA CTyAeHTy, ecnu pedepat (Ooknaa) HanmcaH
(nogroToBneH) No pekoMeHOOBaHHOMY MfaHy, eCTb HefodeTbl B OopMieHuu (pernameHTe),
cAenaHHasa nNpeseHTaumst He NOMHOCTLIO OTPaXkaeT coaepkaHue pedeparta (goknaga);

- OUEHKa «yOOBMETBOPUTENbHO» BbICTABNAETCS CTyAeHTy, ecnu pecdbepaT (gooknaag)
HanucaH (NOAroToBMEH) MO PEKOMEHOOBAHHOMY MMaHy, MMEKTCHA Cepbe3Hble HapyLleHUs NpaBun
odpopmnennsa (pernameHTa), caenaHHas npes3eHTauMs He MOSIHOCTbI OTpaxaeT coAep)KaHune
pedepaTa (goknaga);

- OueHKa «HeydoBMeTBOpPUTENbHO» BbICTaBNAETCS CTYAEHTY, ecnn B pedepaTe (goknaae)
He OTpa)keHbl BCE pPEeKOMEeHOOBaHHble BOMPOCHI MflaHa, UMEKTCA CEepbe3Hble HapyLUEeHUS npaBun
odopmnennsa (pernameHTa), caenaHHas npes3eHTauus He MNOMHOCTbI OTpaxaeT coaepkaHue
pedepaTa (goknaga).

20.2 NMpomexyTo4Haa aTrectauma

MpomexyToyHas aTtTecTauMs NO OUCLMNMAMHE OCYLLIECTBASIETCA C MOMOLLbIO CneayLmnx
OL€HOYHbIX CPeaCTB:

— nepeyeHb BOMPOCOB K 3K3aMEHY,

- NepeyeHb TECTOBbIX U NPaKTUYECKUX 3aaHNN;

— pe3ynbTaTbl NPOXOXAEHNA TEKYLUMX aTTeCTaLUN.

MpomexXyTouyHasi aTTecTaums NpoBOANTCA B COOTBETCTBMM C [onoXeHneM o NpoMeEXyTOYHON
aTTecTtaummn obyyalLmxca no nporpaMmam BbiCLLErO 0Bpa3oBaHus.

OnucaHue TexHonorMn npoBeaeHus

O6yyatownincs, Nony4MBLLMIA MONOXUTENbHbIE OLIEHKM NO pe3ynbTaTam Tekyllen aTTectauum,
B XO4e MPOMEXYTOYHOW aTTecTaummM MUCbMEHHO OTBeYaeT Ha [Ba TeopeTUyeckux Bomnpoca
KOHTPOJIbHO-U3MePUTENBbHOIO MaTepuarna 1 BbINOMHAET TECTOBbIE N NpaKTUYecKne 3agaHus.

O6yuyatownincs, KOTopbId He CMOT YCMELHO MPONTU TeKyLLyo aTTecTaumio No aucumnivHe B
TeyeHne ceMecTpa, Ha aK3aMeHe AOMKeH AaTbh NMCbMEHHbLIN OTBET Ha [Ba TEOPETUYECKMX BOnpoca
KOHTPOJSIbHO-U3MePUTENBbHOIO MaTepuana, BbIMOMHUTL TECTOBbIE N NPAKTUYECKUe 3afaHus, a Takke
npegcTaBuTb pesynbTaTbl BbINOMHEHUS 33a4aHUW  Tekylwen artTrectauMmM B COOTBETCTBUMM C
TpeboBaHusiMK, ykasaHHbIMK B pasgene 20.1.

KOHTpOnbHO-M3MepUuTenbHbIN MaTepyan BKNovaeT B ceba OBa TeopeTudeckux Bonpoca u3
MepeyHs BonpocoB k ak3ameHy (KM Ne 4) n tect 13 10 3aganuin (KUM Ne 5).

[nsa oueHnBaHWs pesynbTaTtoB 06y4eHUs NCNOMNb3YTCH crieqyloLme nokasartenu:

- 3HaHWe maTepuana rno Bonpocam KOHTPOSIbHO-U3mMepuTenbHoro matepuana Ne4;

- YMEHUe BblensTb CyLeCTBEHHbIE NOMOXEHWs MO NOCTaBNEHHOMY BOMNPOCY;

- YMEHVEe UNICTPMpOBaTh TEOPETUYECKNE 3HAHUSA NPAKTUYECKUMU NpuMepamun 1 daktamu,
NpoBOAMTbL aHanu3 u npeanaraTb pelleHne KOHKPETHbIX CUTyauni;

- yCnewHoe peLleHne TECTOBbIX W NPaKTUYECKNX 3a4aHun.

YpoBeHb CEHOPMMPOBAHHOCTM KOMMNETEHUMA CTyAQeHTa Ha NPOMEXYTOYHOW aTTecTaumm B
dopme 9K3ameHa OUEHMBAEeTCA MO LKamne: «OTNMYHO», «XOPOLLUO», «YAOBIETBOPUTENBHOY,
«HeyaoBNeTBOPUTENBHOY.

COOTHOLLEHWNE KPUTEPUEB OLEHMBAHMS KOMMNETEHLMI, YPOBHSI CHOPMUPOBAHHOCTY
KOMNETEHUUIA 1 LLKasbl OLeHUBaHNS pe3ynbTaToB 0by4eHus Ans ak3ameHa

YpoBeHb Lkana
Kputepum oueHnBaHnsa KoMmneTeHumm cdopmMmmpoBaHH OLIEHOK
ocTH
KOMMeTeHUUN
OOyyvarowmncs B NofnHOM Mepe BnageeT TeopeTMIeCcKMMM OCHOBaMU MoBbiweHHbl | OTANYHO
OUCUUNIMHBI, CMOCOBEH WIIIOCTPUPOBATL OTBET NpuMepamu, hakramu, N ypOBEHb
OaHHBIMW Hay4YHbIX UCCIEL0OBaHUN, MPUMEHSTb TEOPETUYECKME 3HAHUSA ONS
peLleHns NpakTUYeckMx 3agay B 06nactn JOKYMEHTaUMOHHOro obecneyeHuns
ynpaeneHus nepcoHanomM. Obyyarowmncsa Habpan 6onee 90% ot




MakcuMMarnbHoro 6anna npu peeHnn TeCTOBbIX U NMPaKTU4YEeCKNX 3a4aHun.

OGyyatoLwmniics BnageeT TEOPETUYECKUMIN OCHOBaMM OUCLUMNNNHDI, cnocobeH BasoBblii Xopollo
UNNCTPUpOBaTb OTBET NpUMepamu, paktamm, NPUMEHATb TeopeTUYeckue YypOBEHb
3HaHUS ANs pelleHns NpakTUYeckmx 3adad B obrnacTu 4OKYMeHTaUNUoHHOro
obecneyeHns ynpasneHus NepcoHanom, Ho AonyckaeT oTAernbHble
HecyLLleCcTBeHHble ownbkun. Obyyatowmiica Habpan 6onee 70% ot
MakcuMmarnbHoro 6anna npy peLleHMn TeCTOBbIX U NPaKTUYEeCKUX 3adaHui.

Ob6yuvaroLmniica BrnageeT YacTUYHO TEOPETUYECKMMIU OCHOBaMU AWUCUMNIMHBI, MoporoBbit | YooBneTs

dparmeHTapHO cnocobeH WNNICTPUpPOBaTL OTBET MpUMepamu, AOMyckaeT, YpPOBEHb OopuUTEnNbH

HECKONMbKO CYLLEeCTBEHHbIX OWMOOoK B oTBeTe. Obyvarowmincs Habpan Gonee o}

50% oOT MakcMmanbHOro Ganna npu peLleHUM TeCTOBbIX W MPaKTUYECKUX

3agaHun.

ObGyuvalowmniica He BrafeeT TEOpPeTUYECKMMU  OCHOBaMMU  AMCLUMNIWHBI, - HeynoeneTs
[EMOHCTPUPYET OTPLIBOYHbIE 3HAHWS, HE CMOCOBEH UNMoCTPUPOBaTL OTBET, opuTENbLHO

npumepamu, onyckaeT MHOXECTBEHHbIE CyLLECTBEHHbIE OLUMOKM B OTBETE.
Mpu BbICTABNEHUN HEYAOBNETBOPUTENBHOW OLIEHKM, NMpenoaaBaTterb OOMKeH
00BACHUTBL CTYAEHTY HepgocTaTkn ero oteeta. Obyvarowmnca Habpan meHee
50% oT MakcumanbHoro Ganna npuv pelleHUnM TEeCTOBbIX W MPaKTU4eCKUX
3agaHunn.

KWUM Ne4. lNepevyeHb BONPOCOB ANA NpoBeAeHUs NPOMEXYTOYHOMU
aTrecTauum B chopmMe 3K3amMeHa

1. OTanbl cTaHoBNeHWs Aenonpou3soacTtea B Poccun. CoBpeMeHHoe MOHATME OOKYMEHTa,
ero yHkummn

2. 3akoHogaTenbHasi 1 HopMaTMBHO-MeToanYeckas 6asa paboTbl C AOKYMEHTaMK B CUCTEME
yrnpasreHns YenoBeyeckMn pecypcamu. .

3. Knaccudmkaums [enoBblXx [OKYMEHTOB, COCTaB WM BWAObl KagpoBOM OOKYMEHTauuu,
OCHOBHble TpeboBaHNA K X COCTaBrieHnto, CTaHaapTu3aums.

4. PekB13nTbl AOKYMEHTA: NOHATUE, cocTas, TpeboBaHnA. bnaHkn JOKyMeHTOB

5. PacnopsauTtenbHble OOKYMEHTbI: BUAbl, TpeboBaHMs, aTanbl NOAroTOBKM

6. [JokymeHTbl, 06a3aTenbHble ANs BeAeHWs BO BCEX OpraHn3aumsx

7. JokymeHTbl, He HocsALwme 0b6a3aTenbHOro xapakrepa

8. BHyTpeHHMe nokanbHO-HOPMaTUBHbIE aKTbl: JOSPKHOCTHbBIE MHCTPYKLUUN

9. OpraHnsaumoHHO- NpaBoBasi cUcTeMa AOKyMeHTauumn. YcraB

10. OpraHusaumoHHO- npaBoBas cucTemMa [AOKyMeHTauun [lonoxeHne O CTPYKTYpPHOM
nogpasgeneHum.

11. OpraHusaumnoHHO- NpaBoBas cuctemMa gokymeHTaumu. LtaTHoe pacnmcaHue

12. OpraHusaumoHHO- npaBoBasd cucTeMa fokyMeHTauuwn. [lonoxeHne o nepcoHane
npeanpuaTns

13. OpraHusauMoHHO- MpaBoBasi cucTema AoKymeHTauuu. [lonoxeHne o6 ob6paboTke
nepcoHanbHbIX AaHHbIX PabOTHUKOB

14. PacnopsigutenbHasi cuctema AoKyMeHTaumm

15. CnpaBoy4HO-MHGOPMALMOHHAsA cucTeMa JOKyMEHTaLmMmn

16. NHOpMaUMOHHO-aHanNUTUYECKNE MU pacyeTHble AOKYMEHTbI: NIMYHAas KapToyka, rpaduk
OTNyCKOB, Tabenb yyeTta paboyero BpemeHun

17. JokymeHTbl, nogTBEPXAAtOLWMNe TPYAOBYO AEATENbHOCTb PabOTHMKOB: TpyaoBasi KHUXKKA,
TpyOoBOW OOroBop

18. [okymeHTMpOBaHWe peKkpyTMHra nepcoHana

19. TpynoBow AOroBOp: OCHOBHbIE MOSIOXEHWNS U YCINOBUS 3aKMOYeHNS

20. OdopmneHne komnnekTa 4OKYMEHTOB Npu npuveme Ha paboTy

21. OdopmneHne TpyaoBOW KHUXKN: OCHOBHbIE NMpaBuna

22. ONeKTpOHHbIE TPYOOBbIE KHUXKWN: NOHATUE, 3aKOHOAATENbHOE perynmpoBaHe BeAeHUs

23. BegeHne NUYHOro Aena u NMYHON KapTo4kn paboTHUKA

24. [1oKyMeHTMpOBaHME OLEHKMN AeATENbHOCTU PabOTHNKOB



25. [loKkymeHTaumsi no KoMaHAMPOBaHMIO PabOTHUKOB

26. OdopmneHne otnyckoB paboTHUKaM

27. MNpaBuna odopMNeHna [OOKYMEHTOB MpW npekpalleHun (pacTopXXeHun) TpyaoBoOro
porosopa

28. OchopmneHme HapyLLleHn TPYAOBOW ANCLMIMNUHBI

29. lNpasuna ohopmneHns JOKYMeHTaUumM No oxpaHe Tpyaa

30. XpaHeHue kagpoBON JOKYMEHTaUUn

31. CoBpeMeHHbIe CUCTEMbI SNIEKTPOHHOIO AOKyMeHToobopoTa

KWUM Ne5. TectoBble U npakTuyeckue 3agaHus

OnucaHne TeXHONOrMM NpoBeaeHust:
1. MNogrotoBKa K BbBIMOSHEHMIO 3aJaHWi, 3aknioyvaroLlasca B MNonyyYyeHun obydarowmmmncs
MEeTOANYECKNX YKa3aHUN.
2. BbinonHeHne TeCcToBbIX 3a4aHNN.
3. lMonyyeHne oueHkn

A) TecToBble 3ajaHMA OTKpPbITOro TMna (dparMeHT)

SAOAHVE 1. BbibepuTe npaBunbHbIN BapuaHT oTBeTa:

Tabenb yyeta pabo4yero BpemeHu (T-13) MOXeT BECTUCH:
a). TONbKO METOAOM CMSIOLLHON PErncTpaumm siBokK U HESIBOK Ha paboTty
6). UCKMIOYMTENBHO MYTEM PErMCTPaLMM TOMNBbKO OTKIMOHEHWIA (HESIBOK, OMO34aHUA, CBEPXYPOUHbIX
Yacos 1 T.M.)
B). Ha ycMoTpeHue pabotogaTens — wnyM MeTOAOM CMSIOWHOW perucTpaumm SBOK WU HESBOK Ha
paboTy, unu nyTem pernctpauumn TofbKo OTKIOHEHWI (HESIBOK, ONO34aHNA, CBEPXYPOUHbLIX YACOB U T.1M.)
r). no cornaweHnio npeacraBuTenbHOrO opraHoB paboTHMKOB M pabotogaTens — win MeTogoMm
CMIOWHON perncTpaumm sIBOK UMW HESABOK Ha paboTy, wunn nyTem pernctpaumm TOSbKO OTKIOHEHWN
(HesiBOK, ON03gaHUN, CBEPXYPOUHLIX YacoB U T.M.)

SAOAHNE 2. BbibepuTe npaBunbHLIN BapuMaHT oTBeTa.

JInynaga kapToyka paboTHMKoOB (popma T-2) 3anonHAeTcs:

a). Ha Bcex paboTHMKOB 6e3 NCKNoYeHUs

0). Tonbko Ha paboTHMKOB, paboTaroLMX NO OCHOBHOMY MECTY paboThl

B). TOSbKO Ha paboTHMKOB, paboTatoLmnx Ha paboTe N0 COBMECTUTENLCTBY

r). TOSMbKO Ha paboTHMKOB, paboTaloLMNX NO rpaXxaaHCKO-NPaBoBOMY LOroBOpY

SAOAHNE 3. BbibepuTe npaBunbHLIN BapMaHT oTBeTa.

Mpy1 NPUHATUM NOKaNbHLIX HOPMATUBHBIX aKTOB PYKOBOAWTENb OpraH13aLuy NPOCTaBnsieT Ha HUX:
a). Tpud yTBepKIeHUs

0). BHU3Y COIJIACOBaHUS

B). JAaTy MOJIUCAHUI

r). JaTy COrJacoBaHUSA

B) oTKpbITbIe 3aA4aHusA (TECTOBbIE, NOBLIWEHHbIN YPOBEeHb CIOXHOCTU) (hparmeHT)

3AOAHVE 4. BctaBbTe NponyLleHHOE CNOBO:

3anucu gat B TPYAOBOW KHIKKE MPON3BOAATCS ..... undpamm.
OTBeT JOMKEH COCTOATb U3 OQHOMO NMpunaraTtenbHoro
Mpumep bopmaTta oTBETA: aKKypaTHbIMU

OTBeT: apaOCKUMHU

3AIOAHVE 5. BctaBbTe nponyLleHHOe CNoBO:

Ecnv npucyTcTBylOWMIN HA paboTe YBOMBbHALWMINCA COTPYAHUK OTKa3bIBAETCA NOMy4MTb TPYAO0BYHO
KHWKKY B JEHb YBONbHEHWS, TO paboTofaTtenb JOMKEH COCTABUTD ........... 00 oTkase nony4yeHuss TpygoBOK
KHWXKKKM, C KOTOPbIM paboTHMKA 03HAKOMUTb Nogd, POCMMUCh.

OTBET JOMKEH COCTOATb U3 CYLLIECTBUTENBHOMO

Mpumep cbopmaTa oTBETA: AOKYMEHT



OTBeT: aKkT

Kputepum oueHku:
TecToBble 3agaHus:

— CpefHuii ypoBeHb CMOXHOCTM (B hOPMYNMPOBKE 3a4aHNsA NepeyvncrieHbl Bce BapuaHTbl OTBETA:
e 1 6ann — ykasaH BepHbI OTBET;
e (0 6annoB — ykaszaH HEBEPHbI OTBET, B TOM YUCIIE YACTUYHO.

— MOBBILEHHLIN YPOBEHb CMOXHOCTY (B (hOPMYNMPOBKE 3aaHUsi OTCYTCTBYIOT BapuaHTbl OTBETA:
e 2 Banna — ykasaH BEpHbIA OTBET;
e (0 6annoB — ykaszaH HEBEPHbIA OTBET, B TOM YUCIIE YACTUYHO.

MpomexyToyHas aTTectaumss nNpoOBOAMTCA B COOTBETCTBMM C [lonoxeHnem o
NPOMEXYTOYHON aTTecTaumm obyyarwmxca nNo nporpaMmmam Bbicwero obpasoBaHus
BopoHexcKkoro rocyaapcTBeHHOro yHMBepcuTeTa.

KOHTpONbHO-N3MepUTEnbHbIE MaTepmarnbl NPOMEXYTOYHOW aTTecTaunn BKKOYaKT B cebs
ABa TeopeTU4eckmx BOMpOCca, NO3BONAIOLME OLEHNTb YPOBEHD MOMYYEHHbIX 3HAHUI U CTENEHb
CchOpMUPOBAHHOCTN YMEHUI N HABLIKOB.

MpomexyToyHas atrectaumsa No OUCUUNIIMHE BO3MOXHA C MPUMEHEHUEM 3NIEKTPOHHOIo
0o0yyeHus1, OMCTaHUMOHHbIX OOpasoBaTtenbHbIX TexHonorunm (ganee — 30, OOT) B pamkax
3NEKTPOHHOro Kypca, pasmelleHHoro B OUMOC (obpasoBaTenbHbll nopTan «ONEeKTPOHHbIN
yHusepcuteT BI'Y» (LMS Moodle, https://edu.vsu.ru/)).

Obyuatowmecs, npoxoasiime nNPOMEXYTOYHy0 aTTectauuio ¢ npumeHeHnem [LOT,
AOIKHbI  pacnonaraTtb TEXHUYECKMMU CPeacTBaMum U NporpaMmMHbiM - obecneyeHunem,
nossonswowumM obecneuntb npouenypbl artrectauun. OByyalWMACA CaMOCTOSTENbHO
obecneynBaeT BbINOMHEHNE HEOOXOAUMbBIX TEXHUYECKMX TpeboBaHMi AOns nNpoBeaeHUs
NMPOMEXYTOYHOM aTTecTauumn ¢ NPUMEHEHNEM OUCTAHLMOHHbIX 06pa3oBaTeNbHbIX TEXHOMOMMMN.

NpeHTudukaums nuyHOCTM  oby4vatowerocss npyv  NPOXOXKAEHUN  MPOMEXYTOYHOW
aTTectaumm obecneumMBaeTcs MNOCPEACTBOM  MCMOMNb30BaHWS  KaxabiM  obydarommcs
MHOVBMAOYANbHOrO fOrMHa M Napons Npu BXo4e B NMYHbIA KabuHeT, pasmelleHHbin B SMOC
obpa3oBaTenbHOM OpraHn3auunu.

TectoBble 3agaHna m3 n. 20.2 pekOMeHAYHTCA K WUCMONb30BaHUKO MpU MNpoBedeHun
AnarHocTnyecknx paboT C uUenbilo OLEHKM OCTaTOYHbIX 3HAHWMW MO pe3ynbTaTamM OCBOEHWS
JaHHOW ONCLMNMNUHbI.
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