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1. eans aucMnIMHbI

dbopMUpOBaHHE TEOPETUYECKUX 3HAHUW U TIONyYEHUE MPAKTUYECKUX KOMIIETCHIMH B oOjacTtu
JOKYMEHTAIIMOHHOTO OO0eCredYeHusl KaJpoOBBIX IPOIECCOB B OpraHu3aiud, O(GopMiIeHUs ITOKYMEHTOB IIO
JUYHOMY COCTaBy M COCTaBJICHHUA [OKYMEHTOB IO YYeTy JBHXKEHUS KaJgpoB C Hcnojiab3oBaHuem 1C
«3apIuiaTa ¥ ynpasieHUE IIEPCOHATIOM.

2. IlepeyeHb IUIaHMPYeMbBIX Pe3yJbTATOB O0y4YeHHMs IO [JMCHMILIMHE, COOTHECEHHBIX ¢ IJIAHHU-
PYeMBbIMH pe3y/1bTaTaAMH OCBOCHHs 00Pa30BATEJIbLHON NPOrPpaMMbl

[Ipouecc u3yuyeHus: TUCHMILIMHBI HalpaBieH Ha GopmupoBaHue cieayroumx xkomnereHuuid OII BO
Y OBJIaJICHHUE CIEAYIOLIMMHU pe3yIbTaTaMi 00y4eHUs 10 AUCLUIINHE:

KO,Z[ 1 HAMMCHOBAHHC

KOI[ 1 HAUMCHOBAHHC

[lepeyeHb IaHUPYEMBIX PE3YIbTaTOB 00yUEHUS

KOMITCTCHITHH WH/IUKATOPA JTOCTHKEHHS M0 TUCIUTUTAHE
KOMITIETEHITHH

OIIK-5 Cnocob6en| OIIK-5.1 Hcnonb3yer B|3HaeT

UCIIOJIb30BaTh B | mpodeccrnonanbHoN crocoObl BeJeHHsS KaapoOBOM JOKYMEHTAIlMH C

npoecCHOHAIBHOM JESITEIbHOCTH UCTIOJIH30BAHUEM COBPEMEHHBIX HH()OPMAITMOHHBIX

NeSITEIIbBHOCTH MH(OPMALIMOHHO- TEXHOJIOTHA

nH(POPMAIIMOHHO- KOMMYHHUKAITUOHHBIC ymeeT

KOMMYHHKAI[MOHHBIE TEXHOJIOTHH, - BECTH Y4YeT TMEpPBUYHONW JOKYMEHTalUU IO

TEXHOJIOTHH, roCy/1apCTBEHHbIE Y | IEpCOHAITY

roCy/1apCTBEHHbIE U | MyHULIUTIATbHbBIE BJIaJieeT HABBIKAMH

MYHUIUTATBEHBIC UH(OPMAIIMOHHBIC HAaBBIKAMU  BBOJIa  NIEPBUYHBIX  CBEJICHUH,

uHbOpMallMOHHbIE CUCTEMBI 3JIEMEHTOB CIIPAaBOYHUKOB, HACTPOUKHU MTPOTrPaMMBI

CUCTEMBI, IIPUMEHSATH 1C «3apmnnara u ynpasiaeHHe IEPCOHATIOM»

TE€XHOJIOTHUH DJIEKTPOHHOTO

MPaBUTEIHCTBA u

MIpeI0CTaBIICHUS

rOCYJJapCTBEHHBIX

(MyHUITUTIATBHBIX ) YCITYT;

OIIK-8 Cnoco6en | OINK-8.1 [Tonumaert | 3HaeT

MOHUMATh MPUHIIUTIBI | TPUHITUIIBI paboTsI

paboThI COBPEMEHHBIX | COBPEMEHHBIX ymeeTt

UHGOPMALIMOHHBIX MH(OPMAIIMOHHBIX

TEXHOJIOTHI Y | TEXHOJIOTHI B| BJIaJleeT HABbIKAMM

UCTONB30BaTh  HUX  JUIsl | MpodeccuoHaTbHOU

pereHus 3a]1a4 | JeSITEIbHOCTH

npodeccuoHanbHOI

JESTEILHOCTH.

OIIK-8 Cnoco6en| OIIK-8.2 Hcnonw3yer|3HaeT

MMOHUMATH TIPHUHIIAIIB | COBPEMCHHBIC

paboThI COBpPEMEHHBIX | ”HPOPMAITUOHHBIE ymeert

UHPOPMAITMOHHBIX TEXHOJIOTUH JUISL PEIICHHS

TEXHOJIOTHIA u|3a1a4 B|BJ1ajieeT HABBIKAMH

UCTIONB30BaTh  UX Ui | IpodecCHOHATBLHON

peleHus 3aja4 | JesITeIbHOCTH

npodeCcCHOHAIBHOM

JeSITeIbHOCTH.

OIIK-8 Cnoco6en | OIIK-8.3 Hcnonw3yer|3naer

MMOHUMATH MPUHIIUIIBI | IPOTPAMMHO-TEXHUYECKHE

paboThl COBPEMEHHBIX | CPEACTBA 00paboTKH | ymeeT

MH(OPMAIIMOHHBIX TAHHBIX B

TEXHOJIOTHH 1 | Tpo(ecCHOHANBHOM BJIajieeT HABBIKAMH

UCTIONB30BAaTh  UX  JUIS | AESTeNbHOCTH




penieHus
npodecCuOHAIBHON
JEeSITEITHHOCTH.

3a1a4

3. MecTo 1MCUMIIMHBI B CTPYKTYpe 00pa30BaTe/IbHON NPOrpaMMbl

Hucuumuinaa  «IMC-TexHONIOrMM B rOCYJapCTBEHHOM M MYHUIMIIAJIbHOM YIIPABICHUM» SIBIISETCS
JUCLUIUIMHON 0053aTeIbHON YaCTH IPOTPAMMBI.

N3yuenune TUCHMIUIMHBI OCYLIECTBISIETCSA B ScemecTpe(-ax).

Jns  ocBoeHust gucuuiuiMHbl  «[MC-TexHOMOTMM B TOCYyZJapCTBEHHOM U MYHUIUNAIBLHOM
yIpaBICHUI» CTYAEHTHI UCIOJB3YIOT 3HAHHs, YMEHHUS W HaBBIKH, COPMHPOBAHHBIC B MPOIECCE M3YUCHHUS
JTUCLUTUINH:

HNupopmanoHHbIE TEXHOJIOTUN

Briciias matematuka

OsznakoMutenbHass — npaktukallHpopmaoHHbIe
npodeccuoHaIbHOM 1eATeIbHOCTH)

HNupopmanioHHbIe TEXHOJIOTUN

Briciias matematuka

O3HakoMUTENbHASI MPAKTUKAAHAIUTHKA JAHHBIX B TOCYJapCTBEHHOM U
ynpasienuu (Lludpossle TexHOIOTHU B IPO(ECCHOHANBHOM AeSTETbHOCTH)

HNHupopmannoHHbIE TEXHOJIOTUH

Beicmas Matemaruka

Os3nakomuTenbHas npakTukaO3HaKOMUTENNbHAS IPAKTHKA

OcBoenne gucuumiiuHbl «I MC-TeXHOIOTMM B rOCYyAapCTBEHHOM W MYHMILMIIAIBHOM YIPABICHUU»
ABIISIETCA HEOOXO0AMMOI OCHOBOM [UIs OCIIEAYIOIIEro U3YUEeHHUs CIEAYIOUIMX AUCIUILIINH:

BrImonHeHue u 3anmrTa BeITyCKHON KBAMH(UKAMOHHON paboTh

[IpenaurioMHas npakTHKa

[udpoBoe oOmecTBo u ympaBiIcHHE
npodeccuoHaNbHON AeITeTbHOCTH)

TexHONOrnu 3JIEKTPOHHOTO IMPABUTEIbCTBA B TOCYAAPCTBEHHOM W MYHUIMIIAJIbHOM YIPAaBICHUU
(lnpoBbie TeXHOIOTUH B TPO(HECCHOHAIBHON AESITETHHOCTH)

Opranuzanusi OpeoCTaBIeHUs] TOCYAApCTBEHHBIX M MyHHUIMNaidbHbIX ycnyr (I'ocymapcTBeHHOe u
MYHUIIUTIATIFHOE YIIPABJICHUE)

TEXHOJIOTHUH TEXHOJIOTHUHN B

(Ludposeie

MYHUIHMITIAJIbHOM

nudposoit penyrammert  (LludpoBeie TexHOMOTMH B

4. O0beM JUCHUILIMHBI B 3aYeTHBIX €JIMHMIAX C YKa3aHMeM KOJIU4YecTBa aKaJeMHUYeCKHMX 4YacoB,
BBIICJCHHBIX HA KOHTAKTHYH padory ¢ o0y4yalmmxcs ¢ npenogaBatesneM (IO BHAAM Y4eOHBIX
3aHATHI) U HA CAMOCTOSITEJIbHYI0 Pa00Ty 00y4aronuXxcst

O6mas TpymoemMkocTh auctuIiiHbl «I MC-TEeXHOJOTHH B TOCYJAapCTBEHHOM W MYHHUIIUIIAIHLHOM
yOpPaBICHUM» B COOTBETCTBUM C pPabOYMM Y4YeOHBIM IIJITAHOM M €€ paclpeesieHHe 10 BHIaM padoT

QIIT Y T

HpCACTaBfCHBHTHHKE-
KonrakrHas paboTta ¢ nmpenogasaTesieM, yac dopma
Tpynoemk Camocros- KoHTpors IIPOMEKYTOYHOU
CeMeCTp OCTb JIEK- MIpaKTHYECKHE na6opaTopH},1e TCJIbHAA pa- yac ’ aTTeCTallun
qac/3.e. INZ00 3aHATHS 3aHATHS 6orta, yac (popma
KOHTPOJIS)
5 108/3 18 36 54 3a
B T.4. YaCOB:
B UHTEPAKTHBHON 8 8
dbopme
Tpynoemx BHeayanTopHas KOHTaKkTHast paboTa C penoaaBaTesIeM, yac/derl
Cemectp OCTh Kypcosas Kypcosoit 3auer Juddepenunposan Koncynbranun SKsaMeH
Jac/s.e. pabora MPOEKT HBII 3a4eT nepes 9K3aMEeHOM
5 108/3 0.12




5. Copepkanue JMCHMILUIMHBI, CTPYKTYPHPOBaHHOe MO TeMaM (pa3iesiaM) ¢ YKa3aHHeM OTBe-
J€HHOT0 Ha HUX KOJIMYECTBA aKaJleMUYEeCKHX YaCOB M BHIOB Y4eOHbIX 3aHIATHIi

KomnuectBo yacos

OueHouHoe Ko
Dopmet cue CTBO WH, I/Iial‘
o Cemmnapex | TeKyILero pen A
3) e 3aHATHA | S KOHTpOJIA HPOBEPKU OpoB
Ne HaumenoBanwue pasena/TeMbl g 4 pe3yabTaToOB JIOCTHXK
> = ° S « | YCIIEBaeMOCTH H
3 ° = 2 @ s 8 . JTOCTH)KEHUS SHUS
5 = > = = © | IPOMEXKYTOUYHOU
8 = 5] =) oY WHINKAaTOPOB | KOMIIETE
A L o 15} 5 8, arTecTanuu o o
= ; e 2 KOMIIETEHIUHN HIIMH
E 8 =
X o <
s © @)
= <
= =
1 1 paznen. 1C: KagpoBoe
" | BenonpOU3BOICTBO
Opranuszanusi KaJpoBOrO y4era VCTHBI ompoc,
1.1. |B 1C «3apmnara u ympasiaeHue| 5 20 18 2 2 Pedepar
TIEPCOHATIOM)
12 ®dopmupoBaHUE WITATHOTO | ¢ 5 5 8 Tecr, Dcce
" | pacnucanus
Odopmienue TPYIOBBIX .
1.3. | oTHOWIECHNMI u nBIDKeHne | 5 2 2 6 YeTHBIH OTpoc
nepcoHana
Hactpoiixu OIUIaTBl  TpyZAa
1.4. |nepconana B 1C «3apmmara u| 5 2 2 6 Hoxnazn
yIpaBICHUE MTEPCOHATIOM
Kontponpnas
1.5. | KontponbHas Touka 5 6 KT1 paboTa
JlokyMeHTHpOBaHHE BBITLIAT Tecr, YcTHBIIH
1.6. |mepconany 3a HeoTpaboTaHHOE| 5 2 2 6 ompoc
BpeMsi
Odopmiienne npoYMx BHILIAT Pe(bgpaT,
L7. HepcoHay 51 4 4 4 VCTHBII oTpoc
18, PaCTopmeHvHe TPYAOBBIX | 4 4 4 6 3anaun
OTHOIICHHUH
Ilopsimox ydera ynep:kaHuil U3
19 3apabOTHOI MaThl mepcoHaia B 5 6 6 4 Keiic-3amaua
7 |11C «3aprara U ynpaplieHHE
HEPCOHATIOM)
dopmupoBaHue BHYTPEHHHUX
1.10. | oTyeTHBIX JIOKYMEHTOB mo| 5 6 6 2 Pedepar
NIEepPCOHAITY.
Co3naHue periaMeHTHPOBAaHHOMN
1,11, |oTueTHOCTH 1O nepconany B 1C 5 6 6 5 Y CTHBIH 01poc
"7 |«3apmnara u yIIpaBICHUE
TIEPCOHATIOM)
KOHTpOJIbHas Touka 1o 6-10 KonrponbHas
1.12. Tene 5 2 KT2 pabora
IIpomexxyTouHas aTTecTanus 3a
HUroro 108 | 18 36 54
Hroro 108 | 18 36 54




5.1. JIeKUMOHHBII KypC ¢ yKa3aHHMeM BHI0B HHTEPAKTHBHOI ()OPMBbI NPOBeIeHUs 3aHATHI

Bcero
Tema nexiun (w/mmm °
9acoB / 4acoB
HAaUMEHOBAaHHE pa3zen)
o ConepxaHue TeMbl MHTEPAaKTUBHBIX
(BHLIT MHTEPAKTHBHON (hOPMBI .
. (w/mnu paznena) 3aHATUN/
MIPOBEJICHUS 3aHATH )/
MpaKTHYECKast
(mpakTHyeckas NoAroTOBKa)
MOJATOTOBKA
OpraHu3aist KaJpoBOTo Opranuszanus kajaposoro yuera B 1C «3apruara u
yueta B 1C «3apmiara u YIIPaBJICHUE TIEPCOHATIOM)» 18/8
yOpaBlIeHUE IEPCOHATIOM
Hroro 18

5.2.1. CemuHapckue (IpaKTHYecKHe) 3aHATHS C YKa3aHHeM BH/JIOB IIPOBeJeHUS] 3aHATHH

WHTEPAKTHUBHOU (popme

Bcero,

4acoB / 4acoB HHTCPAKTHUBHBIX

HaumenoBanue @opMBI IPOBENCHUS U TEMBI 3aHATUI 9
. 3aHATHI/ IpaKTHYeCKast
pasnena (BU MHTEPAKTUBHOM (hOPMBI TPOBEACHUS HO/TOTOBKA
JUCLIUTUTUHBI 3aHATHN )/(TIpaKTHYECKask TOATOTOBKA)
BU/JI Yachl
Opranuzanus
Ki)g)zg(;;i ;];ITZT?,I B Opranuzanus kaaposoro yuera B 1C TTp 2/2)-
«3apruiata 1 yrnpaBlIeHUE TEPCOHATIOM»
yIpaBieHHe
MIEPCOHATIOM)
dopmMuUpOBaHUE
HITaTHOTO ®opMupoBaHUE TITATHOTO PACITUCAHUS IIp 2/-/-
pacrucaHus
OdopmieHue
TPYAOBBIX .
O THOMICHI 1 Odopmiienue Tpya0BbIX OTHOLICHUNA U TTp 2/1/-
JBUKEHHE MTepCcoHaa
JIBIDKEHHE
nepcoHasna
Hactpoiiku oratsl
Tp?g[i ;;552:;;13 B Hactpoiiku omiatel Tpyaa nepconana B 1C Tp 2/2)-
«3apmaTa U ynpapJeHHE IEPCOHATIOM»
ynpaBlieHUE
MIEPCOHATIOM»
JloxyMeHTHpOBaHUE
BBIIIJIAT IEPCOHATY JlokyMeHTHpOBaHUE BBIIIAT IEPCOHATY 32 TTp 2)/-
3a HEOTpabOTaHHOE HEOTpabOTaHHOE BpeMs
BpeMs
Odopmienue
IIPOYMUX BBIILIAT OdopmiteHre MpoYHX BBHITUIAT IEPCOHATY Ip 4/1/-
HEepCOHAITY
PacTopxenue
TPYZOBBIX PacropxeHue Tpy10BbIX OTHOIIEHUN Ip 4/-/-
OTHOLICHUU
ITopsinok yuera
yaepKaHui U3 [Topsimok yuera yaepkanuii u3 3apaboTHON
3apabOTHOM MIIaThI miatsl nepconana B 1C «3apruiara u Ip 6/-/-
nepconana B 1C YIIPaBIICHUE TIEPCOHATIOM»
«3apmiaTa u




yIpaBieHHe

MIEPCOHATIOM)
dopMupoBaHUE
BHYTPCHHIX ®opMupOoBaHUE BHYTPEHHUX OTUYETHBIX
OTYETHBIX PMHP yIp IIp 6/-/-
JIOKYMEHTOB I10 IIEpCOHAIY.
JIOKYMEHTOB TI0
NEPCOHATY.
Co3nanue
periiaMeHTHPOBAHHO
I OTYETHOCTH 110 Co3znaHue pernaMeHTUPOBAaHHON OTYETHOCTH
nepconainy B 1C no nepconany B 1C «3aprara u ynpasieHne IIp 6/-/-
«3apruiata u MEPCOHATIOM
yrpaBlieHUE
MEPCOHATIOM»
Hroro
5.3. KypcosBoii mpoekT (padora) yueOHbIM IJIAHOM He MPexyCMOTPEH
5.4. CamocTosiTeibHas padoTa 00y4aromerocs
TeMbl n/Win BUIBI CAMOCTOSITETILHON paObOTHI Yacsl
Opranuzanus kagposoro yuera B 1C «3apruiata u ynpaBjieHUE IEPCOHATIOM 2
®opMHpOBaHUE MTATHOTO PACTIMCAHUS 8
Odopmitenne TpyAOBbIX OTHOLICHUN U IBH)KEHUE ITEpCOHAalIa 6
Hactpoiiku omutatel Tpya nepconana B 1C «3apruiara u ynpaBieHue 6
HEPCOHATIOM»
KoHTponpHas Touka 6




JIoKyMEHTHpPOBaHKE BBIILIAT IEPCOHAIY 3a HEOTPaOOTAaHHOE BPEMS

Odopmitenne MpoYKX BBHIIUIAT IIEPCOHATY

PacropkeHue Tpy0BBIX OTHOIIEHUN

[Mopsinok yuera yaep:kanuil u3 3apaboTHO# miatel nepconana B 1C «3apruiara u
yIIpaBJICHUE MIEPCOHATIOM»

(DOpMI/IpOBaHI/Ie BHYTPCHHUX OTUCTHBIX TOKYMCHTOB 110 IICPCOHAITY.

Co3znanue pernmaMeHTUpOBaHHOM OTYETHOCTH 110 nepcoHainy B 1C «3apruiata u
yIpaBiIeHUE IEPCOHATIOM

KOHTpOJIbHAs TOYKa 1o 6-10 Teme




6. IlepeueHb yueOHO-MeTOAMYECKOr0 oOOecrevYeHUsl Ui CAMOCTOSITeIbHOH PadoThl o0y4yarlmxcs IO
AUCLHMILIHHE

YyeOHo-MeToANuEeCcKOe  oOecreyeHue Juisi  CaMOCTOSITeNIbHOM — paboThl  oOydwaromerocss 1o
mucuuruinHe «IMC-TeXHOJIOTUM B TOCYJIAapCTBEHHOM M MYHHUIMIIAQTBHOM YIPABICHUW» pa3MEIEHO B
ANEKTPOHHOU MH(OPMALMOHHO-00pa30BaTENbHON cpe-/ieé YHUBEpCUTETa U JOCTYNHO s oOydarolerocs
yepes ero JUYHbINA KaOUHET Ha caiiTe YHuBepcuTeTa. Y 4eOHO-METOIMUEeCKOe 00eCIIeYeHNE BKIIIOYAET:

1. Pabouyro mporpammy muctuininHbl «I IC-TeXHOIOTHH B TOCYIAapCTBEHHOM M MYHHUIUITAIHLHOM
yTpaBIECHU».

2.MeToanuecKkue pPEeKOMEHIAIMH JUIS OPTraHW3alid CaMOCTOSTEIFHOW pabOThI OOYYaromerocs Io
mucuuruinie « [ MC-TeXHOIOTHH B TOCYApCTBEHHOM U MYHUIIUIIAIBHOM YIIPABICHUN.

3. Meroauueckue peKOMEHAALNHU 10 BBIMOJHEHUIO MUCbMEHHBIX paboT (KOHTposbHAsE paboTa) (pu
HAJIUYUN).

4. MeroanyecKkiue PEKOMEHIAIWU TI0 BBIOJHEHHIO KOHTPOJBHOW pPabOTHI CTYJEHTaMH 3a0YHOU
(opMbl 00yueHUs (IpU HATUYHN)

5. Metonuyeckue yka3aHusl 110 BBIIOJIHEHUIO KypCcOBOM paboThl (IpoekTa) (Mpu HATMYHH).

JUis  yCIIEUIHOTO OCBOEHMS JUCLUIUIMHBI, HEOO0XOAMMO CaMOCTOSITENIbHO JETaJbHO H3YYUTh
MPECTABICHHBIE TEMBI TI0 PEKOMEH/TyEMBIM HCTOYHHUKAM HH()OPMAITIH:

PexomeHtyeMble HCTOYHUKH HH(POpMALUU
(Ne uctounuka)

Tempr AJid CaMOCTOATCIIBHOTO U3YUCHUA

/I OCHOBHasI JTOTIOJTHUTEIbHAS METO/I. JIUT.

(w3 1.8 PITJI) (w3 1.8 PITJT) (w3 1.8 PITJI)

Opranuszanus kagposoro yuera B 1C
«3aprutara " yIIpaBJICHHUE
1 |mepconamomy» . Opranuzanus JI1.5, JI1.8 JI2.1,J12.2, J12.3 JI3.2, J13.3
kaapoBoro ydera B 1C «3apruiara u
yIpaBJI€HUE MEPCOHATIOM

dopmupoBaHHe LITaTHOTO
2 |pacnucanus. POpMHUpPOBaHHE LITATHOTIO J1.6,J11.12 J2.1,J12.5, J12.6 JI3.4,J13.5
pacnucanus

OdopmiieHne TPyIOBBIX OTHOLICHUNA WU
ABKeHne mnepcoHana. OdopmiieHue
TPYNOBBIX OTHOIICHWM U JIBUKCHHE
IIepCcoHaNa

JI1.2, J11.9, JI1.10 J2.4,J12.5 JI3.1,J13.6

Hactpoiiku ormatel Tpyaa nepcoHana B
1C «3apmiara u yIIpaBJICHUE
4 |mepconamom» . HacTtpoiiku omuaTsl JI1.8, JI1.11 J2.1,J12.4 JI3.1
Tpyaa nepconana B 1C «3apmata u
YIPaBIEHUE IIEPCOHATIOMY

KontposnbHass Ttouka . KonTposibHas

J1.2,J11.5,J11.6 | JI2.4,J12.5,J12.6 | JI3.1,J13.2,J13.4
TOYKA

JIOKyMEHTHPOBaHUE BBITLJIAT
MepCOHANy 3a HEOTPAOOTAHHOE BPEMSI.
JIOKyMEHTHPOBaHHUE BBITLJIAT
MepCOHAITY 32 HEOTPaOOTAHHOE BPEMsI

J1.3,JI1.4 J2.4,J12.5, JI12.6 JI3.1,J13.6

Odopmienue IIPOYUX BBITLJIAT
7 |mepconamy.  OdopmieHue  OpoUHX JI1.2, JI1.8 J12.4,J12.6 J13.1, J13.6
BBIIJIAT [IEPCOHAITY

Pactop:xenue TpyHaOBBIX OTHOIIEHUM.

. J1.1, J11.7 J12.4,J12.6 JI3.1, J13.4, JI3.5
Pacrop:keHue TpyA0BBIX OTHOIIEHUN

Ilopsgox  ywera  ynepkaHuU U3
3apaboTHOM miaTel mepcoHana B 1C
«3apmiaTa u yIpaBiIcHHUE
MEPCOHAIOM). [Topsanok y4era

J1.2,J11.9,J11.11 | JI2.1,J12.4,J12.6 | JI3.1,JI3.5, JI3.6




yAep>)KaHui W3  3apaOOTHOM  TJIAThI
nepcoHana B 1C  «3apmiata U
YIpaBJI€HUE MIEPCOHATIOMY

@opmMupoOBaHUE BHYTPEHHHX OTYETHBIX
JIOKYMEHTOB 1o MepCoHAIy. .| JI1.1, JI1.2, JI1.4,
@opMHUpOBaHHE BHYTPECHHUX OTYETHBIX J1.5

JOKYMEHTOB 110 IIEPCOHATY.

10 J12.3,J12.6 J3.6

Coznanue pernaMeHTUPOBAHHON
OTYETHOCTH 10 mepcoHairy B 1C
«3aprmiaTa u YIIPABJICHUE
11 |mepcoHamomy. Co3nanue JI1.5, JI1.6 JI2.2 JI3.5, JI3.7
pErIaMEHTUPOBAHHON OTUYETHOCTU  T10
nepcoHary B 1C  «3apriata  u
yIPaBJIEHUE IEPCOHATIOM»

KOHTpOJIbHasi Touka 1o 6-10 Teme.
12 KOHTpoJibHast Touka mo 6-10( JI1.1,JI1.2, JI1.3
TeMe

J2.1,12.2,J12.3, | J13.1, 13.2, J13 .4,
2.4, 712.5 J13.5, J13.6, J13.7

7. ®OHA OIEHOYHBIX CPeACTB (OLEHOYHBIX MATEPHAJIOB) /Jisl NPOBeIeHHUS MPOMEKYTOYHOH AaT-
TecTanun odyyawommuxcsas no aucuumianie «['MC-TexHo0rud B rocyIapCTBEHHOM M MYHHUIMIIAJIbHOM
ylpaBJIeHUN»

7.1. TlepeyeHb HMHIUKATOPOB KOMIIETEHIIMII C yKa3aHHeM JTamoB HX (opMHpPOBaHMsI B Npolecce
0CBOEHHs 00pa30BaTeJIbHON MPOrpaMMbl

JMCUNTIIIHBL/37IEMEHTHI
MIpOTpaMMEI (TIPaKTHKH,
IT1A), yaacTBytomue B
(hopmMupoBaHUY HHIUKATOPA
KOMIICTCH-IITUU

WuaukaTop KOMIETEHIIUU
(kox u comepkaHue)

7.2. Kputepuu H mKaJdbl OUEHUBAHUS YPOBHSI YCBOEHHSI HWHIMKATOPA KOMIIeTEHUMM, ompese-
JISIONIHE TPoueayPbl OllCHUBAHUS 3HAHU, YMEHHUI, HABBIKOB M (MJIH) ONBITA 1eATEJIbHOCTH

OueHka 3HaHWUM, YMEHHUW U HaBBIKOB W (WJIM) ONBITA JEATEIBHOCTH, XapPAaKTEPU3YIOMIMX STarllbl
dbopmupoBanusi kommnereHui no aucuuriinHe «[MC-TexHOIOTHH B TOCYJapCTBEHHOM M MYHHUIIMIAIBHOM
yIPaBICHUI» TPOBOAUTCS B (hOPME TEKYIIIETO KOHTPOJISL U IPOMEKYTOUHOM aTTECTaIIH.

Texymuii KOHTPOJIb MPOBOJIUTCS B TEUEHHUE CEMECTpa C LEJIbI0 OIpeleieHHs] YPOBHS YCBOCHHUS
oOydJaImuMucs  3HaHWUW, (GOPMUPOBAHHMS YMEHHM W  HABBIKOB, CBOECBPEMEHHOTO  BBISBICHUS
npenojaBaTesieM HEJAOCTaTKOB B MOATOTOBKE OOy4YalOIIUXCS M TMPUHATUS HEOOXOAMMBIX Mep 1o eé
KOPPEKTHPOBKE, a TaK)Ke JJISi COBEPIICHCTBOBAHUS METOIUKH OOyUYeHUs, OpraHU3aluu y4eOHOH paboThl U
OKa3aHUs WHANBUAYAIbHON TOMOIIN 00yYaronieMycs.

[Ipomexytounass arrecrauust 1o aucuuiuine «IMC-TtexHomorun B TOCYJIapCTBEHHOM U
MYHUIIUIIAJILHOM YIPaBICHUI» IPOBOAUTCA B BUE 3aUeT.

3a 3HAHUS, YMEHUS U HABBIKU, IPHOOPETCHHBIE CTYJCHTAMHU B MEPUOJ WX OOyUYEHHs, BBICTABISIOTCS
onenkn «3AUTEHO», «HE 3AUTEHO». (wm «OTJIMYHO», «XOPOILO», «YIOBJIIETBOPUTEJIb-
HO», «HEYJIOBJIETBOPUTEJIbHO» ans nuddepeHnupoBaHHOTO 3aueTa/sK3aMeHa)

Jlnis olleHWBaHUsl 3HAHWM, YMEHUN, HaBBIKOB U (MJIM) OMbITA ACSITENLHOCTH B YHUBEPCUTETE MpHUMeE-
HSETCS OaIbHO-PEUTHHIOBass CHCTEMa OIICHKM KayecTBa OCBOCHHUS O00pa30BaTENbHONH MPOTPaMMBbI.
OneHka IpoBOAUTCA MPU MPOBEIECHUU TEKYLIET0 KOHTPOJIS YCIIEBAEMOCTH U MPOMEXYTOUYHBIX aTTecTalui
oOyuaromuxcsi. PelTuHroBas oOIEHKa 3HAHUW SBISIETCS WHTETPUPOBAHHBIM IOKA3aTejeM KauecTBa
TEOPETUYE-CKUX U MPAKTUYECKUX 3HAHUM U HABBIKOB CTY/JIEHTOB MO JUCIUILTUHE.




CocTaB 0a/1/1bHO-PEiITHHIOBOIi OLICHKH CTY/1€HTOB 04HOI (popMBbI 00yUeHust

s ctyaeHToB o4HOW (popMbl OOy4YeHHS 3HAHHUS MO OCBAUBAEMBIM KOMMETCHIHSIM (OPMHUPYIOTCS
Ha JICKUMOHHBIX U MPAKTUYECKUX 3aHATHUSAX, a TAKKE B MPOLIECCE CAMOCTOSITEIbHOM MOATOTOBKH.

B cooTBeTcTBHM C 0aNIBbHO-PEUTUHTOBON CHUCTEMON OLEHKU, MPUHITOW B YHHUBEPCUTETE CTYICHTAM
HaYUCIISIOTCS 0aJUThl IO CJICTYIONIUM BUIaM PaboT:

. MakcuManbHOe
Ne kOoHTpOJIBHOM OueHoYHOE CPeCTBO Pe3yJIbTaTOB MHAUKATOPOB JOCTUKEHUS
o KOJINYECTBO
TOYKHU KOMIIETCHITUI
6annoB
5 cemectp

KT 1 KonTtponpHas pabora 0

KT?2 KontponpHas pabora 0
CymMa 6aJ1JI0B 110 HTOraM TEKYIero KOHTPOJIst 0
[locenienue NEKIMOHHBIX 3aHIATUI 20
[Tocenienre NpakTHYECKUX/Tab0paTOPHBIX 3aHATUN 20
Pe3ynpTaTMBHOCTE pabOTHI Ha MPAKTUYECKUX/TA00PATOPHBIX 3aHATHUSIX 30
Uroro 70

. OueHouHoe cpeaCcTBO MakcumanbHOe

Ne xoHTpOJIBHOM .

UK pe3yJabTaTOB UHANKATOPOB KOJIMYECTBO Kpurepuu onieHku 3HaHUM CTYJIEHTOB

JOCTHKEHUI KOMITETEHIINI OajuIoB
5 cemecTp
KT 1 KontponsHas pabora 0
KT2 KonTponbsHas paborta 0

Kpurtepun n mkaJjbl OleHUBAHUSA Pe3yJIbTATOB 00yUeHHsI HA IPOMEKYTOYHON aTTecTAlMHU

IIpu npoBeneHMM HUTOrOBOM arrecTanuu «3ader» («Iu(pGepeHIMPOBAHHBIN 3a4eT», «IK3aMEH»)
IpernojaBaTeslo € CcoIvlacusl CTYJEHTAa pa3pellaeTcss BbICTABIATh OLEHKU (KOTJIIMYHO», «XOPOILOY»,
«yIOBJIIETBOPUTENIBHO», «3a4€T») IO pe3ysbTaTaM HaOpaHHBIX OalioB B XOAE TEKYLIEro KOHTPOJIs
YCIIEBAEMOCTH B CEMECTPE IO BBILIE IPUBEACHHON IIKAJIE.

B ciaydae oTkaza — cTyaeHT chaer 3auder (AudQepeHuUpoBaHHbIN 3a4eT, IK3aMeH) 10 MPUBEIEHHBIM
BBIIIIE BOMIPOCAM U 3ajJaHusM. MToroBas ycmeBaemocTh (3aueT, muddepeHInpoBaHHBIA 3a4eT, JK3aMeH) He
MOKET OLICHMBAaThCS HIKE€ CYMMBI OaijoB, KOTOPYIO CTYJEHT HaOpaJ [0 WTOraM TeKylled u
IIPOMEKYTOYHOU YCIIEBAEMOCTH.

IIpu cnade (3auera, audQepeHIMPOBAHHOTO 3a4eTa, HK3aMeHa) K 3apabO0TaHHbIM B TEYEHUE
ceMecTpa CTyJICHTOM OajulaM HpuOaBIAOTCS Oaibl, MONMydeHHble Ha (3auere, AUp(dEepeHIHPOBAaHHOM
3ayeTe, 3K3aMeHe) U CyMMa 0aJlsIoB IEPEBOAUTCS B OLICHKY.

KpuTepun n mkaJjbl oleHUBaHHS OTBeTA Ha 3a4eTe

[To muctummuae «[MC-TeXHOIOTHH B TOCYJapCTBEHHOM M MYHHULMIAIBHOM YIPABICHUU» K 3a4eTy
JIOITyCKAIOTCA CTYJIEHTHI, BBIOJHUBIIME W CIABIIME NPAaKTUYECKHE pabOThl MO AUCLUILIMHE, HMMEIOIIHe
©KEMECSUHYyI0 aTTecTanuio u 0e3 mpuBs3ke K HaOpanHeiM Oamnam. CryaeHram, HaOpaBmmMm Oosiee 65
0a/u10B, 3a4eT BBICTABJIAETCS IO pe3yjbTaTaM TEKyLIeHl YCHeBaeMOCTH, CTYIEHTbI, He HaOpaBiuiue 65
0a/uIoB, cHAlOT 3adeT MO BompocaM, mnpeaycMmoTpeHHbiM PIIJI. MakcumanbHas cymma OajuioB 1O
MMPOMEKYTOYHOM aTTecTaluy (3a4€Ty) yCTaHaBIUBaeTCs B 15 6amnoB

Bompoc 6unera KonmdectBo 6amios
Teopernueckuil BOIpoc o5
3agaHus Ha IPOBEPKY yMEHUIL 105
3amaHus Ha TPOBEPKY HABHIKOB pi ()

TeopeTudeckuii Bomnpoc

5 GayyIoB BBICTABISIETCS CTYIEHTY, MOJHOCTHIO OCBOMBIIEMY MaTepuall JUCHUIUIMHBI MJIH Kypca B
COOTBETCTBUM C Y4e€OHOH MpOrpaMMoOi, BKJIIOYas BOIPOCHI pacCMaTpUBaeMble B PEKOMEHIOBAaHHON
IPOrpaMMOMl JIOMOJIHUTENBHONW CIPABOYHO-HOPMAaTUBHON M HAyYHO-TEXHMUYECKOM JIMTEpaTypbl, CBOOOIHO
BIIAJICIOIIEMY OCHOBHBIMM TIOHATHUSAMM JUCUMIUIMHBI. TpeOyercs TMOJHOE NOHMMaHWE M YETKOCTb
U3JI0KEHUsI OTBETOB IO SK3aMEHALMOHHOMY 33JaHuI0 (OWJIeTy) W JOMOJHHUTEIHHBIM BOIPOCAM, 3aJaHHBIX




9K3aMeHATOpOM. J[OTIOJTHHUTENbHBIE BOMPOCHI, KaK MpPaBUJIO, JOJDKHBI OTHOCHTBCS K MaTepHhaiy
JTUCIUIUTMHBI WA Kypca, HE OTPAXXEHHOMY B OCHOBHOM 3K3aMEHAIMOHHOM 3a/IaHuu (OWJIeTe) U BBISBISIIOT
TIOJTHOTY 3HAHUH CTYyJIEHTA MO JUCIUTUINHE.

4 Oamma 3aciyXHBAeT CTYICHT, OTBETUBIIMA TIOJHOCTBIO M 0€3 OIMOOK Ha BOMPOCH
9K3aMEHAIIMOHHOTO 3aJlaHMsI W TOKa3aBIIMK 3HAHHWS OCHOBHBIX TOHSATHH JUCIUILUIAHBI B COOTBETCTBUHU C
00s13aTeIbHOM IPOrpPaMMOM Kypca U PEKOMEHIOBAHHON OCHOBHOM JTUTEpaTypOi.

3 Oawa JaH HEJOCTaTOYHO TIOJMHBIH ¥ HEJOCTAaTOYHO pa3BepHYTHIH oTBeT. Jlormka wu
MOCIIEZIOBATEIILHOCTh M3JIOKCHHUS WMCIOT HapylieHus. JlomymieHsl OmMOKH B PACKPHITHH TOHSITHIA,
yrnotpeOiieHnn TepMHHOB. CTYIEHT HE CIIOCOOCH CaMOCTOSITEIbHO BBIICIUTH CYIIECTBEHHBIC U
HECYIIIECTBCHHBIE TPU3HAKH W TPUYUHHO-CIEACTBEHHBIE CBs3M. CTYyJIEHT MOXET KOHKpPETHU3UPOBAThH
00OOIICHHBIC 3HAHWS, JIOKa3aB Ha TpPUMEpax KX OCHOBHBIC TIOJOXKEHHS TOJNBKO C  TOMOIIBIO
npenonasarens. PedeBoe oopmienne TpedyeT monpaBok, KOPPEKIIUH.

2 Gamia JaH HETOJHBIA OTBET, MPEACTABISIONNN co00¥ pa3pO3HEHHBIC 3HAHUS MO TeME BOIpOca C
CYIIECTBEHHBIMH  OIMMOKaMU B  ompeaeNeHusix. [IpucyTCTBYIOT (parMeHTapHOCTh, HEIOTUIHOCTh
u3noxeHus. CTYICHT HE OCO3HAeT CBSA3b JAHHOTO IIOHSTHS, TEOPUH, SIBJICHUS C JPYTUMHU OOBEKTaMHU
TUCTIUIUTMHBL. OTCYTCTBYIOT BBIBOJIbI, KOHKPETH3AIUs M JI0KA3aTeIbHOCTh U3JI0KEHUsl. Peub HerpamoTHasl.
JIOTIOJTHUTEIBbHBIE U YTOYHSIONIME BOTIPOCHI MPETOAaBaTeNsi He PUBOIAT K KOPPEKIIMH OTBETA CTY/CHTAa HE
TOJIEKO Ha TIOCTABJICHHBIN BOTIPOC, HO ¥ HA JPYTHE BOTPOCHI AUCIUILTUHBIL.

1 Gamn JaH HENOJHBINA OTBET, MPEACTABISIOMUN COO0H pa3poO3HEHHBIC 3HAHMS MO TEME BOIPOCA C
CYNIECTBEHHBIMU  OIMMOKaMU B  ompeAeleHusix. [IpucyTcTBYIOT (parMeHTapHOCTh, HEIOTUYHOCTH
u3noxeHus. CTYICHT HE OCO3HAeT CBS3b JAHHOTO IIOHSTHS, TEOPUH, SIBJICHUS C JIPYTUMHU OOBEKTaMHU
TUCTIUIUTMHBL. OTCYTCTBYIOT BBIBOJIbI, KOHKPETH3AIUs M JI0KA3aTeIbHOCTh U3JIOKEHUsl. Peub HerpamoTHasl.
JIOTIOJTHUTEIBHBIE U YTOYHSIONIME BOTIPOCHI MPETOAaBaTeNsi He TPUBOIAT K KOPPEKIIMH OTBETA CTY/ICHTA HE
TOJIEKO Ha TIOCTABIICHHBIN BOTIPOC, HO ¥ HA JPYTHE BOMPOCH! AUCIIUILTHHBIL.

0 GaJyuIoB - MPH MOJIHOM OTCYTCTBUH OTBETA, UMEIOIIETO OTHOIIICHHE K BOIIPOCY.

3azaHus HAa TPOBEPKY YMEHUH U HABBIKOB

5 OamnoB 3ajaHus BHIMOTHEHBI B O0003HAYCHHBIN IMpETojaBaTesieM CPOK, MUChbMEHHBIH OT4eT 0e3
3ameyaduii. PaboTa BBIITOJIHEHA B IIOJTHOM 00BEME C COOIIOIEHNEM HEOOXOIUMOI OCIEN0BATEILHOCTH.

4 Oamnma 3amaHus BHINIOJHEHB B 00O3HAUEHHBIM MpemojaBaTelieM CPOK, MUCHBMEHHBIH OTYET C
HEOOJIBIITNMH HEeTOYETaMH.

2 OamnoB 3amaHusl BBIMOJTHEHBI C 3aJIEPKKOM, MHUCHMEHHBIM OT4YeT C Hemoderamu. Pabota
BBITIOJTHECHA HE TOJHOCTHIO, HO O0OBEM BBHITIOJIHEHHOW YacTH TaKOB, YTO IO3BOJIAET IMOJYYUTh MPaBUIILHBIC
pe3yAbTaThl U BHIBOJIBI.

1 OamtoB 3amaHus BBIIOJHEHBI YACTUYHO, ¢ OOJBIIMM KOJHYECTBOM BBLIYHCIUTENLHBIX OIIMOOK,
00BEM BBITTOTHEHHOHN YacTH pabOThI HE MO3BOJISET CIIENATh MIPABHIIBHBIX BHIBOJIOB.

0 GamtoB 3amaHus BBIMOJHEHBI, MUCHBMEHHBIM OTYET HE MPEACTABICH WM pabOTa BBIMOJHEHA HE
MOJIHOCTBIO, M1 00HEM BBHITIOJTHEHHOW YacTH paboThl HE TIO3BOJISIET CAENATh MPABUIHHBIX BHIBOJIOB.

7.3. IlpumepHble OLEHOYHbIE MATEPUAJBI AJSl TEKYyILIero KOHTPOJS YCIHEeBAeMOCTH H IPOMEKY-
TOYHOM aTTecTauuM MO0 MTOraM oOcCBOeHUsl IUCHUIUIMHBI «['MC-TexHO0rMM B roCyIapCTBEHHOM U
MYHHUIIUNIAJTbHOM YIIPABJIE€HUID)

11. B cocraB nH()OpPMAIIMOHHO-CIIPABOYHBIX IOKYMEHTOB HE BXOJIUT:

+ yKa3aHue;

— JIOKJIa/iHAast 3aI1CKa;

— CBOJIKA.

12. Bua uH(MOpPMAIMOHHO-CIIPABOYHON JOKYMEHTAIUH, SIBJISIOMICHCS CIOCOO0OM ONEpaTUBHOTO
MH(OPMALIMOHHOTO 0OMEHA MEXAy OpraHU3alUsIMH, HA3bIBACTCS:

+ nepenuckoi;

— IOKYMEHTAIUeH 1715 CITy>keOHOTO MOIb30BaHUS;

— CTATUCTUYECKON OTUETHOCTHIO.

13. Yro mpenacraBiseT co0oi 3asBlIeHUE B JOKYMEHTOO0OPOTE OpraHu3aIiuu?

+ DTO MOKYMEHT, KOTOPBIA aJpecoBaH JOKHOCTHOMY JIMIy M COACPKHUT KaKylH-THOO MpochOy
pabOTHHKA;

— DTO TOKYMEHT C MPEAI0KEHUEM Ha3HAYUTh, IEPEMECTUTh HIIM MOOLIPUTh PAOOTHHKA;



— OTO NTOKYMEHT, OOBSCHSIOIMI NMPUUMUHBI CIIYYUBLIETOCS, KOTOPBIA COCTaBIsAET paOOTHUK HA UMS
PYKOBOJIUTEIS.

14. Yro He ABAsSETCS NPU3HAKOM aKTa?

+ cocraBieHue B cBOOOHOM Popme;

— YCTaHOBJICHUE (PaKTHUECKOTO COCTOSTHHUE /1€ U OTPAKEHHUE €r0 B aKTe,;

— KOJUIETHaJIbHOCTh COCTABIICHUSI.

15. JIoKyMeHTBI, KOTOpbIE€ W3JaHbl BHYTPHU YUPEXKACHHUS W OTIPABIEHBI 3a €ro IpeAeibl Ul
PYKOBOJICTBA HHWXKECTOSILIIUM OpraHaM YIpaBJI€HUS JMOO B II€NIAX HCIOJHEHUS MUCHbMEHHBIX YyKa3zaHUN
BBICILIEN MHCTAHLIUM, Ha3bIBAIOTCS:

+ UCXOIAIIMMH JOKYMEHTAMU;

— BXOJSIMMH TOKyMEHTAMH;

— MIEPENUCKOMN.

16. Uro BKitOUYaeT B ce0st TEXHUYECKOE HCTIOJIHEHUE JOKYMEHTA:

+ DOArOTOBKY IpOEKTa JOKYMEHTa, Habop M pacleyaTKy TeKCTa IPOeKTa, KOPPEKTHUPOBKY
coJiepaHus JOKYMEHTa MOoCje COrIacoBaHus, 0(hopMieHrne PUHAIBLHOTO BapHaHTa JTOKYMEHTa,;

— TPEOCTaBICHHE pacleyaTaHHOTO MPOEKTa JOKyMEHTa pPYKOBOJUTENII0 Ha COITIaCOBAHHUE,
yCTpaHEHUE HETOYHOCTEH, HaOOP OKOHYATEIBLHOIO I0KYMEHTA;

— COCTaBJIEHHE JIOKyMEHTa Ccpa3y B OKOHUYATEJIbHOM BapUaHTE, €ro MOJINHCAHHE y PYyKOBOJIWUTEIS,
OTIIpaBKa JJOKYMEHTa ajipecary.

17. Koraa 1OKyMEHT SIBJISIETCSI UCTIOJTHEHHBIM?

+ Korma paccmarpuBaeMblii B TOKyMEHTE BONPOC pa3pellieH IMOJHOCThIO M Mepenucka Mo HeMy
3aBEpILICHA;

— Kak ToJbKO JOKYMEHTY PUCBOEH PErucTpaliMOHHBIA HOMED;

— Korna 10KyMeHT nojTyuyeH KOHEUHBIM aJIpecaToM.

18. Kakue pasmepsl WIPUPTOB PEKOMEHIYETCS MCIOJIb30BaTh HpPU O(GOPMIICHHM JIOKYMEHTOB
cornmacio IOCT P 7.0.97-2016?

+ No 12, No 13, Ne 14;

—Ne 12, Ne 14, Ne 16;

—Ne 11, Ne 12, Ne 14.

19. ludporoit mimu OYKBEHHO-ITU(PPOBOH HICHTUPUKATOP JOKYMEHTA, BKIFOUYAIOIIHHA MOPSIKOBBIN
HOMEp, JIONOJIHAEMBIH IO JKEJIAHUI0 MHIEKCAMHM COIVIACHO HCIOJIb3YyEeMBbIM KilaccHdUKaTopam,
Ha3bIBACTCS:

+ perucTpaluOHHBIM HOMEPOM JOKYMEHTA;

— rpudom;

— J1aTOM JOKyMEHTa.

20. Kakoii ¢popmat OyMaru Ucronb3yeTcs Ui U3rOTOBIEHHS OJJaHKOB PE30JIIOLNi?

+ A5, A6;

— A4, AS;

— A6, A4

1. HoBelii cotpyanuk otpabotan B opranu3auuu Bcero 10 mgHeil. Hy)XHO 71 BBIIIaYUBaThH €My
KOMIICHCAIMIO 32 HEUCIOIb30BAHHBINA OTITyCK?

a) Jla, 3a 1 nenp

0) [a, 3a 2,33 gHs oTmycka

B) Ha ycMmoTpenue paboronarens

+r) Her

2. Ecnm omara Tpyda B KOMIAHMM HMXKE CpelHEHl B pEruoHe IO COOTBETCTBYIOLIEMY BHIY
HKOHOMHUYECKOH JIeATEILHOCTH, TO paboTOJaTeIh MOXKET OBbITh:

a) [IpuBneueH Kk aAMUHUCTPATUBHON OTBETCTBEHHOCTH

0) OmrpadoBan

+B) BhI3BaH Ha 3apIIaTHYI0 KOMHUCCHUIO B HaJIOTOBYIO

r) Bri3BaH Ha 3apIulaTHYI0 KOMUCCHUIO B TPYIOBYIO MHCIICKIIUIO

3. Ilpm 3aki04eHUM TPYAOBOIO JOTOBOpa JIMIO, IOCTyMaroliee Ha pabdoTy, MpPEeabsSBISCT

pabotonarento (cT. 65):
+a) CHWIC



6) UHH
B) CBUIETENBCTBO O Opake
r) CBUIETENBCTBO O POXKIECHUH peOeHKa

4. Kako# cpoK CUMTaeTCsl MaKCUMAJIbHBIM JUIs1 UCTIBITAaHUS NpU Iipuéme Ha padorty (ctT. 70):
a) 1 ron

+0) 6 MecsIeB

B) 3 Mecsla

r) Her orpannuenuit

8. YueOHBlii OTITyCK NMPEIOCTABISAETCS Ha OCHOBAHUU:
+a) CripaBKu-BbI30Ba

0) 3a4€THOM KHUKKH

B) Beimucku u3 yue6Hoii Benomoctu BY3a

) AKaJIeMHYECKOH CIIpaBKH

10. Yro nenatk, €ciau B IMYHONW KapTOUKE 3aKOHUMIIOCh MECTO Il BHECEHUS HH(POpMAIUU
00 OTIyCKe COTpYIHUKA:

a) bonble He BHOCUTH B JIMUHYIO KAPTOUYKY 3aMUCH 00 OTITyCKe

0) 3aMazaTh MTPUXOM HIIH 3aKJICUTh UMEIOIIYIOCS HHPOPMAIIHIO U CBEPXY HAIKCATh HOBYIO
B) 3aBECTH BTOPYIO JIUUHYIO KAPTOUKY

+1) OhOpMUTH TOTIOTHEHUE K TMYHONW KapTOUKe

14. TIpu cmMeHe paMuIuK COTPYIHHUKA HA TUTYJIHFHOM JINCTE TPYAOBOI KHIKKH HEOOXOIUMO:
a) Hamucatp psimom HOBYIO (haMUJIHIO, B35B MPEXKHIOIO B CKOOKHU

+0) Crapas pamuus 3a4epKuBacTCS OJJHOM YSPTOU U BIUCHIBACTCS HOBast (DaMUITUS

B) [IpexHior0 Gamunuio 3ama3aTb KOPPEKTOPOM

r) Briucats HOBYIO (haMIITHIO TTACTOM JPyroro nBeTa

15. B Tpya0oBoii KHUXKKE MOTYT OBITH 3amucH o (cT. 66):
+a) Harpaxxnenusx

0) BeiroBopax

B) Hapymennsix

r) HarpaxneHnusix, BRIrOBOpax, HapyIICHUSIX

16. Tlpu nmepeMMEeHOBaHUY OPTaHU3AIUN 3aIHCh B TPYIOBYIO KHIKKY:

a) BHOCUTB HE HYXHO

0) HyxHO TOIBKO TeM paboTHUKAM, KOTOPBIC YBOJIBHSIOTCS U3 KOMITAHUU
B) HyHO TOJIBKO B ciTydae CMEHBI OpraHU3allMOHHO-TIPaBOBOM (OPMBI
+r) HyxHO

17. Ilpu yBOJIbHEHHH TPYAOBasi KHMKKA BBIIAETCS COTPYIHUKY:

a) B neHp HanucaHus 3asBICHUS 00 YBOJIHHCHHUH

0) B nenp, mpeamecTBYONINN YBOJIbHEHHUIO

+B) B mocnennuit pabounii neHb

r) B cpoK, cortacoBaHHbBIN ¢ COTPYTHUKOM

1. Opranu3zanus KagpoBOro JeJI0NPOU3BOCTBA HA MPEATIPUATHH.

2. JIOKyMEHTHpOBaHUE TPYAOBBIX MPABOOTHOIICHUH.

3. TexHOJIOTUS NIPOBENIEHUS KaIPOBBIX IPOBEPOK.

4. Texnosorus opopmIIeHUS TPYAOBBIX OTHOILIEHUI paboTHUKA U paboToaTesl.

5. OdopmiteHre pacTopKeHHs TPYIOBOTO JOrOBOpa 110 HHULMATHBE Pab0TOAATENS U 110
COTIALICHUIO CTOPOH.

6. ®opMupOBaHUE JTUYHOTO JieNia paOOTHHKA.

7. Benenue NMYHOTO JUCTKA MO YUETY KaJpOB KaK 4acTh pabOThI KaIpOBHKA.

8. IIpodeccrnonanbHble U JIMYHOCTHBIE KAYECTBA KaJpOBOTO Pa0OTHHUKA.



9. TexHOJIOTUS! YHUYTOXKEHHUS KQJAPOBBIX JJOKYMEHTOB.

10.Pabora ¢ koHpUAEHIHATbHOU HH(pOpPMaLIMEl KaK YacTh KaApOBOil pabOTHI.

11. Cokpalenue YUCIEHHOCTH MepcoHala: 0(pOpMIICHUE U IPOBEIECHUE MTPOLIEAYPbI

Kax opopmMuTh 1M4HYyI0 KapTOUKy Ha HOBOTO COTPYIHUKA?

Ortser:

3axoauM Bo BKIanky «Kanpen - « CoTpyaHUKIY.

Haxxumaewm kHomnky «Co31aTby» - 100aBIseTCS HOBBIN 3JIEMEHT.

3anosiHenne ocHOBHBIX MaHHbIX (DUO, nata poxxnenus, UHH, CHUJIC, o)

3anoyiHeHUE JIMYHBIX JAaHHBIX (MECTO POXKAEHUS, TPaXJAaHCTBO, JOKYMEHT YAOCTOBEPSIOIIUI
JUYHOCTD, TeNe(OHBI, ajipeca)

3anojaHeHue JAHHBIX 00 00pa30BaHUM/KBAIN(PUKALTIH (yuebHOe 3aBeJICHUE,
HalpaBlieHUE/CIeNaTbHOCTb, JUILIOM H T.1.)

3amosnHenue BkIaaku «CopaBku» (BHECEHME CBEIGHUH M3 CIPaBOK OT  IPEIbIIyLIero
paboTroaaress Npu HAIUYUH)

3anoJgHEeHNe JaHHBIX O CEMBE

3anojgHeHue JaHHBIX O TPYAOBOM €ATEIbHOCTU

3anosiHeHue BkIaaku «CTpaxoBaHUE» (JIbIOThI, HHBAIUIHOCTh U MIPOY.)

3anojgHeHue JaHHBIX BOMHCKOIO yueTa

YroObl 3aperucTpupoBaTh KapTOUYKY HOBOTO COTPYJHHMKA Ha)KMMaeM BBEpXYy KHOIKY «3amucatb U
3aKPBIThY.

2. Kak co3aarth mpukas o mpuemMe Ha padoTy OJJHOTO COTPYAHHUKA?

Otser:

3axoaum Bo BKIaAKy «Kampen - xkypHan «lIpuemMsl, mepeBOIbl, YBOJLHESHUS.

Haxumaem kHonky «Co3nate» - «[Ipuem Ha paboTy».

BriOupaem u3 criucka coTpyIHHAKA, KOTOPOTO HYKHO 0(OPMUTH.

CraBuM JaTy JOKYMEHTA.

Bo Britanike «ImaBHOE»:

- BBIOMpaeM JaTy npueMa Ha padoTy;

- HCTIBITATeILHBIA CPOK MPU HEOOXOUMOCTH;

- BBIOMpaeM Moipa3/iesieHue 1 I0JKHOCTD;

- BEIOMpaeM rpaduk pabOThI At COTPYAHUKA M BUJ 3aHATOCTH;

- onpeaensieM OOT.

Bo Bkmanke «Orutata Tpyna» aBTOMATHUECKH OYIET OMpENCNICH BHJ HAYHUCICHUA W pasMep
3apaboTHO# mnaTel. HeobxoauMo ycTaHOBHUTH MOPSAOK pacuera aBaHca («PacueTom 3a mepByIO MOJOBHHY
MecsIa).

Bo Bknaake «TpymoBoit AOroBop» HEOOXOIMMO yKa3aTb HOMEpP U JaTy TPYJIOBOTO TOTOBOpa M
MIOCTAaBUTH (DJIAKOK, €CIIM JOTOBOP CPOYHBIN. BHECTH WHBIEC YCIIOBUS €CIIA 3TO HE0OXO0IUMO.

Jlnis Toro, 94ToOBl TOKYMEHT ObUI CO3/1aH Ha)XMMaeM KHOINKY B BepXHeM JieBoM yriy «lIpoBectu u
3aKPBITHY.

3. Kak opopmMuTh nepeBo1 HECKOJIBKUX COTPYAHUKOB B IPyTroe moapasaesieHue?

OTBeT:

3axoauM Bo BkIanky «Kanpen - sxypHan «[Ipuemsl, mepeBoibl, YBOJbHEHUSD.

Haxxumaem kHonky «Co3natey - «KagpoBsiili mepeBoj CIUCKOMY.

BrHocum nary nokymeHTa.

B TtabnuyHOW wacTh HaxxumMaeM KHOMKY «J[00aBUTB» W B OTKPBIBIIEMCS OKHE BBIOMpaeM
COTpyIHHUKA, CpPOK mepeBojga. B 3akmaake «lmaBHoe» craBuMm (Quaxok «llepeBectn B japyroe
Mo/pa3ieiecHue» - BBIOMpaeM TMojapasjaelieHne W J0KHOCTh. CTaBuM (iaxok «OTpa3uTb B TPYI0BOM
KkHIDKKe». Bo Bknaake «Ormuiata TpyJa» aBTOMAaTHYECKH MOSIBATCS JaHHBIE O TUIAHOBBIX HAUUCICHUSAX Ha
HOBOM paboueM wmecte. Bo Bkiaake «TpyaoBoil 10TOBOpP» BHOCHM CBEICHHS O JOTOJHHUTEIHHOM
COTJIAIICHUH K TPYJI0BOMY J0roBopy. Bo Bknaake «JlomosHUTENHHO» BHOCHUM MPUYMHY U OCHOBaHUE IS
nepeBojia.

Haxxumass BHM3Y JokyMeHTa KHONKY «OK» - COTpyAHUK-IEpEBOIHUK TMOSBUTCS B TaOIWYHON
yacTu IokymeHTa «KaapoBblii mepeBoay.

Jis  noGaBlieHUs CIEAYIOMIETO COTPYJAHHKA HaXXKUMaeM KHOMKY «Jlo0aBUTB» ¥ TOBTOPSEM



HEoO0XOAUMbIe eHCTBUS.

[Tocnie BHECEHMS BCEX COTPYAHUKOB — HaskUMaeM «IIpoBecTH U 3aKpbITh.

4. Kak co3aaTh puKa3 Ha yBOJIbHEHHE pabOTHUKA?

Ortser:

3axoauM Bo BKIaaky «Kanps» - xypHai «lIpuemsl, nepeBoibl, yBOJbHEHUN.

Haxumaem kHonky «Co31aTh» - «YBOJIBHEHUEY.

B ocHOBHOW wacTW [1OKyMeHTa BbIOMpaeM JaTy, MeCAll HAa4MCICHHS U COTPYIHHKA, KOTOPOIo
HE0OXO0/IMMO YBOJIMTb.

Bo Briagke «YciioBHsl yBOJbHEHHs» BbIOMpaeM AaTy, OCHOBaHHME YBOJIbHEHHs (CO CCBUIKOW Ha
crateio TK P®), craBum Quakok «OTpa3uTh B TPYJAOBOM KHIKKE». Jlanmee yka3piBaeM KOJMYECTBO JHEH,
3a KOTOpbIE BBIIIAYMBACTCS BBIXOJIHOE MOCOOHME (€CIM Takoe yCJIOBHE MperycMOTpeHO). CTaBuM (uiakKu
«YuuteiBate MPOT» u «Hauucnurs 3apruiaty». Huxke aBromaTmuecku OyayT pacCUMTaHbl CyMMBI IO
3apab0TKy 3a OTpabOTaHHOE BpeMsl, KOMIICHCALUs HEMCIIOJBb30BAaHHOTO OTIYCKa W BBIXOJHOE MHocobue
(ectu mpenycmoTpeHo), paccuntan HIADJI. Jlanee ycranaBnuBaeM JaTy BBIIUIATHI (MTOCHEAHHN pabodmit
JICHbD).

Bo Bknamke «KommeHcamusi OTHycKa» aBTOMAaTHYECKH OyAyT pacCUMTaHbl CYMMBI W JTHH
KOMIICHCAIIUH.

Bo Bknanke «Hauucinenuss u ynaepKaHus» aBTOMAaTUYECKH PACCUUTAIOTCA BCE HAYMCIICHHS,
YAEP>KaHUS U CTPAXOBbIE B3HOCHI.

Bo Bknaake «CnpaBku Hpu yBOJBHEHUM» MOXHO pacriedatrarh crpaBky 2-HIADJI u Mcxonsuryro
CIPaBKy Ul pacyeTa HocoOu.

B 3akitoueHuM Ha)XXMMaeM KHOIKY «IIPOBECTH W 3aKpbIThb» U JOKYMEHT IMOSBUTCA B XKypHajie M
IIPOYMX PETUCTPAX y4eTa.

5. Kak opopmMuTth ouepeHON €XKETOIHBIM TPYI0OBOM OIUIAYUBAEMBIN OTIYCK COTPYAHUKY?

Ortser:

3axoauM Bo BKIIAJKy «Kaapen - xxypHan «OTimyckay.

Haxumaem kHonky «Co3aatb» - «OTImycK».

Bribupaem gaty u mecsiiy HauucieHus. Beibupaem coTpyIHUKa U IEpUO OTIIYCKA.

Bo Bknanke «OCHOBHOW OTIIyCK» CTaBUM II€pUOJl OTIyCKA M ABTOMATUYECKU PACCUUTHIBAETCS
KOJIMUECTBO KaleHIapHbIX JHed. Huke aBTOMaTH4eCKHM NPOU3BOIUTCS pacyeT OTIYCKHBIX C Y4YeTOM
cpeanero 3apaboTka coTpyanuka, a tarke HJDJI. [anee ompenenseM BUI BBIILIATHI (B MEX pPacuETHBIN
NEepUO) U TUTAHUPYEMYIO ATy BBIMLJIATHI.

Bo Bkianke «JlomonHUTENbHBIE OTIYCKa» NpU  HEOOXOJMMOCTHM BHOCHM CBEICHHMS O
JIOTIOJTHUTEITFHOM OTITYCKe.

Bo Briagke «HauncneHo» aBTOMATHYECKM 3aloNHSATCS CBEJIEHUS O HAYHUCICHHBIX CyMMax
OTITYCKHBIX.

Jlig perucTpanuu JOKyMEHTa Ha)KMMaeM KHOIIKY B BEpXHeEM JieBOoM yriy «lIpoBecTu u 3aKpbIThY.

6. Kak co3nmate Tabens yuera paboyero BpeMeHu?

OTBeT:

3axoMM BO BKJIQJIKY «3apruiatay - « YueT BpeMeHm» - « Tabemmy.

Haxxumaem kHonky «Co31atby.

BriOupaem mecsl, 3a KOTOPBIA HY)KHO CO3/1aTh Ta0eNb U JaTy €ro COCTABICHUS.

Haxxumaem KHOTIKY «3aIroHUTHY.

B TtabnmuuHO YacTH MOSBISIOTCS CBEACHUS TSl TA0CSI: COTPYIHUKH, IHA MECSIIa, BUJIBI BPEMEHH.

JlaHHbBIE MOKHO MPABUTD.

B BepxHell wactu jpokymeHTa HaxxumaeMm Ha kKHOmUKy «llewate T-13» u popmupyem tabenp yuera
pabodero BpeMeHH HaKUMasi KHOTIKY «IIpoBecTr U 3aKpBITHY.

7. Kak opopmMuTth yaepx aHusi COTpYJHUKY 10 UCTIOTHUTEILHOMY JIUCTY?

Ortser:

3ax0uM BO BKIIAJIKY «3apruiaTay - « Y AepKaHus - «AJIIMMEHTHI U APYTUE YICPKAHUD).

Haxxumaem knonky «Co3nate» - « ICTIOTHUTENBHBINA JTUCTY.

CraBuUM J1aTy HCIHOJIHUTENBHOTO JIUCTa, BbIOMpaeM coTpynHuka. B crpoke «llomyuatens» cozmaem
HOBOE (PM3UYECKOE JHIIO0, SBISIONIEECS TOJydaTeIeM CPEACTB MO HCIOJHUTEIBHOMY IHUCTY. B cTpoke



«Anpec» BHOCUM TOT ajpec, Ha KOTOPbI HEOOXOAMMO TEPEUYUCHIATH CPEACTBa  COTIACHO
HCTIOJIHUTEIIBHOMY JTUCTY.

VYka3plBaeM mepuoj yAepxkaHus U crnocod pacuera ((HGUKCHPOBAHHOW CYyMMOM, MPOICHTOM WIIH
TIOJICH).

[Ipu HeoOxomaumocTu cTaBuM Quaxok «I[IpekpaTuth yaepkaHue MO AOCTIXKCHHUIO Tpenenay |
YKa3bIBa€M CYMMY.

Bce cBenenus ans JaHHOTO JOKYMEHTa OepyTcsl U3 UCIIOJHUTEIBHOTO JIMCTA.

B koHme wnHaxmmaeM kHOUKY «[IpoBecT ¥ 3akphITh» M C YKa3aHHOTO TMepwoja OyayT
MIPOU3BOIUTHCS YACPKAHUS U3 3apIUIaThl JAHHOTO COTPYIHUKA.

8. Kak coznate nokyment B 1C JJokymeHTO0060pOT

Ortser:

BeiOpats B pazgene “JlokyMeHTHl M (aiiabl” COOTBETCTBYIOLIYIO KOMaHAy u3 rpymnmsl Co3aarts,
BbIOpaTh HYKHBIN BUJ JOKYMEHTA.

3anonHuTh QopMy (KapTOuKy), NPUCOETUHHUTH (ailnbl Ha 3aknaake Dailnbl WIM UCIONB30BaTh
KHOTIKY (/loGaBuTh (haily), a 3areM COXpPaHHUTh W 3aPETUCTPUPOBATH JOKYMEHT (Cr€HEpHUpPOBAThH
perucTpalvoOHHbII HOMED).

[Ipu perucTtpanuu AOKyYMEHTa MpOrpaMMa aHAJIW3UPYET €ro PEeKBU3UThl M HILIET IMOAXOMASILYIO
HacTpolKy HyMmepanuu. Ecinum HacTpolika He HaiiieHa, TO Bblaaercsi cooOuieHue o0 ommoOke. Tornma
CJIEZyeT CO3aTh ee.

Ecnu HaliieHO HECKOJIBKO MOJXOSIIMX HACTPOEK, TO IPUMEHSETCAs Ta, KOTOpas IMOAXOIUT IO
HanOOJIBIIIEMY YUCITy U3MEPECHUH.

9. Kak Hactpouts BUJ U HyMepanuio gjokyMeHTa B 1C JlokymeHTo0060poT

Ortser:

YcraHOBKa HACTPOEK BUJA JOKYMEHTa BBIIIOJIHAETCS Ha 3akiangke «Bua moxkymenra — Hactpoiiku»
KapTOYKM BHJA JOKYMEHTa. B crpaBo4HOl MH()OpPMALMU MOXKHO MPOYMTATh OIMCAHHME OOLIMX HACTPOEK
JUIsL BCEX BUJOB JIOKYMEHTOB Ha IpUMEpPE BUIOB BHYTPEHHHUX JOKYMEHTOB. Oco0oe BHHUMaHUE HMEET
napaMmerp <«JSIBisercs IOroBopoM» — HAcTpPOMKAa O3HAYaeT, 4YTO JOKYMEHTBI 3TOrO BHMJA SBISAIOTCA
JIOTOBOpaMH M IPU YCTAHOBKE 3TOM HACTPOMKM aBTOMAaTHYECKH YCTaHABIMBAIOTCA 0€3 BO3MOXHOCTHU
OTKJIFOUYEHHUsI APYTUE HACTPOUKH.

Jlnst co3maHus M HACTPOWKH TpaBwil (OPMHUPOBAHHMS HYMEPATOPOB MPEAYCMOTPEH CIIPABOYHHK
Hywmepartopsl. CrnpaBo4HMK OTKpBIBA€TCS MO OJHOMMEHHOM KOMaHJE B MeHI0 pasnena HopmarusHo-
crpaBoyHasi HHHOpPMAITHSL.

Ha 3axmagke «®opmaT HOMepa» MOXXHO BbIOpPAaTh OJHO MJIM HECKOJBKO CIIY)KEOHBIX MOJEeH Iyt
otoOpaxkeHusi. dopmaTr pEerucTpalMOHHOIO HOMEpa MOXKET BKJIIOYaThb B Ce€0sl pa3jMuHble CIIyKeOHbIe
HOJIsl, OTMEUEHHbIC KBaJpPaTHBIMM CKOOKaMH, M pas3fenuTenu (Hampumep, THpe, Kocas depta). Ecmm
paszenurenb MOMENIEH B KBaJpaTHbIE CKOOKHM, BHYTPU KOTOPBIX YKa3aHO CIIyXeOHoe Ioje, TO OH Oyner
no06aBlieH K HOMEpY TOJIBKO B TOM cily4ae, eciii OyneT 100aBiIeHo ciayxkeOHoe MoJe.

ITocne co3nanust U ycTaHOBKM (hopMara HymepaTopa HEOOXOJIMMO INMPHUBA3ATH €r0 K OJHOMY WIIH
HECKOJIBKUM BHJAM JOKYMEHTOB. OJTO MOJKHO CcJieJlaTh KaK B KapTO4yKe HyMeparopa (Ha 3aKiajke
«/JleicTByeT [uis», Tak U B KApTOYKE BUJIa JOKyMEHTa Ha 3akiajake « Hymepanus».

JUie oIHOrO BHJAa [OKyMEHTa MOJKHO YyKa3aTb HE3aBUCUMYK HyMEpalMIO Ha 3aKJIaiKe
«He3aBHcHMas Hymepauus». HesaBucumas Hymepanus IO OpPraHM3alUy IO3BOJUT JOKYMEHTaM BHUA,
KOTOPOMY Ha3HAa4e€H JTOT HYMEpaTop, HUMETb pETrUCTPallMOHHBIE HOMEp OJHOro ¢opmMarta, HO C
VHIUBUYAJIbBHOW HyMepanueH 10 KaXJ10W OpraHu3aliu.

10. Kak HacTpouTs 1madnon gokymenta B 1C JJokymeHTO000pOT

Otser:

[Ipn co3maHuM JOKYMEHTa B MPOTPaMME MPEIyCMOTPEHa BO3MOXKHOCTH aBTOMATHYECKH
3aIlOJIHUTH €T0 PEKBU3UTAMH U IPUCOCTUHUTD (haiiIbl 110 3apaHee HACTPOSHHOMY MIa0JIoHYy.

[Tpu co3manuu BUAa JOKyMEHTa YI00HO cpa3sy J00aBUTh K HeMy IIa0JIOH JOKYMEHTa U HACTPOUTHh
ABTOMATHUYECKOE 3amoJHeHWE (aiijioB. DTH HACTPOWKH JOCTYIHBI B KAapTOYKE BHIA JOKYMEHTa Ha
3aknazike «I1labiaoH moKymMeHTay.

Ha Britagke «PeKBH3HUTHI TOKYMEHTa» MOYHO CO3/1aBaTh HAMMEHOBAHKE JOKYMEHTA T10 Ia0JIOHY .

[Ipy w3MEHEHWW PEKBU3WTA, YYACTBYIONIETO B IIa0JOHE HAWMEHOBAHWS, OH AaBTOMATHYECKH



W3MEHUTCS B HAMMEHOBAaHUMU JOKyMeHTa. Hampumep, U3MEHEHHBI PErucTpallMOHHBIA HOMEp JOKYMEHTa
ABTOMATHUYECKU U3MEHUTCS U B HANMEHOBAaHUH.

Hactpoiika aBro3amonHeHus MmablioHa BBIMONHIETCS B KApTOUKE BHAA JOKYMEHTa Ha 3aKIaiKe
«1labmon noxymenTa — daiinb» 1o ccpuikam «He Hactpoeno» unu «OTKPBITHY.

ITpu HacTpoiike aBTOMAaTHYECKOro 3amojiHeHus mabnoHoB (aiinoB popmarta Doc, Docx, Dot, Dotx
B OTKpBIBILEHCS KapTOUKE JOCTATOYHO OTMETHUTh HYXHbIE IMOJISI Ha 3aKiaake «PeKBU3UTH), U MporpamMma
ABTOMATUYECKHU CO3/1acT UX B (haiiie.

NTOIOBOE TECTUPOBAHUE

11. B coctaB nH()OpMAIIMOHHO-CIIPABOYHBIX IOKYMEHTOB HE BXOJIUT:

+ yKa3aHue,

— JIOKJIaiHast 3aI1CKa;

— CBOJIKA.

12. Bua uH(bOpPMAIMOHHO-CIIPABOYHON JOKYMEHTAIMH, SBISIONICCS crmocoOoM ONepaTHBHOTO
MH(OPMALIMOHHOTO 0OMEHA MEXAYy OpraHU3alUsIMH, HAa3bIBACTCS:

+ MepenucKoi;

— TOKyMEHTaIMen JIsl CITy>KEOHOTO MOJIb30BaAHMS;

— CTaTUCTUYECKOU OTYETHOCTHIO.

13. Yrto mpenacrapnsget co0oii 3asBI€HNUE B JOKYMEHTOO0OPOTE OpraHu3aIuu?

+ DTO MOKYMEHT, KOTOPBIA aJpecoBaH AOKHOCTHOMY JIMIYy M COACPKHUT KaKyr-THOO MpochOy
paboTHUKA;

— DTO NOKYMEHT C MPeaoKeHUEM Ha3HAUYUTh, IEPEMECTUTh HIIM MOOLIPUTh paOOTHHKA;

— DTO MOKYMEHT, OOBSCHSIOIINI MPUYHUHBI CITYYHBIIETOCS, KOTOPBIA COCTABIISIET PAaOOTHUK HA UMS
PYKOBOJMTEIIA.

14. Yto He sABAsETCS NPU3HAKOM aKTa?

+ cocraBieHue B cBOOOHOM Gopme;

— YCTaHOBJICHUE (PaKTHUECKOTO COCTOSTHHE JIeT U OTPAXKEHHUE €T0 B aKTe,;

— KOJUJIETUAJIbHOCTh COCTAaBJICHUS.

15. JIokyMeHTBI, KOTOpbI€ W3/IaHbl BHYTPU YUPEXKACHHUS WU OTIPABICHBI 3a €ro MpeAebl JUIs
PYKOBOJICTBA HIDKECTOSIIIIMM OpraHaM yIpaBieHHs 100 B LENSAX HCIOJHEHHs MHUCbMEHHBIX YKa3aHUil
BBICILIEH MHCTAHLIMU, Ha3bIBAIOTCS:

+ UCXOAAIIMMU TOKYMEHTAMU;

— BXO/ISIIIIMMH JIOKYMEHTaMU;

— MEPETMUCKOMN.

16. Yto BKIIOUAET B CeOs1 TEXHUUECKOE UCTIOTHEHUE JOKYMEHTA!

+ TOJArOTOBKY TMpOEKTa IOKYMEHTa, Ha0op M pacleyaTKy TeKCcTa MpPOeKTa, KOPPEKTHUPOBKY
CoJIepKaHMs JOKYMEHTa T0CJIe COTNIacoBaHus, 0(hopMiIeHne PUHATIHLHOTO BapHAHTa JTIOKYMEHTA;

— TMPEeAOCTaBIIEHHE pacleyaTaHHOTO TMPOEKTa JOKYMEHTa pPYKOBOJIUTEII0 Ha COIVIaCOBAaHHUE,
yCTpaHEHHE HETOYHOCTEHN, HA0Op OKOHUYATEIBHOIO JOKYMEHTA;

— COCTaBJIEHUE JOKYMEHTa Cpa3y B OKOHYATEJIbHOM BApUAHTE, €ro MOJINUCAHUE Y PYKOBOJIUTEIS,
OTIIpaBKa JJOKYMEHTA aJipecaTy.

17. Korzia 1OKyMEHT ABJISIETCS UCIIOJTHEHHBIM?

+ Korpma paccmaTpuBaeMblii B JOKYMEHTE BOIIPOC PA3pELIEH IMOJHOCTBIO M IEpEeNnucKa M0 HEMY
3aBEPILECHA;

— Kak ToibK0 TOKYMEHTY IPUCBOEH PETUCTPALIMOHHBINA HOMED;

— Koraa n10KyMeHT nojrydeH KOHEUHBIM apeCaTOM.

18. Kakme pasmepsl MPHUPTOB PEKOMEHIYETCS HCIOJIB30BaTh MpU O(GOPMIICHHHM JTOKYMEHTOB
cornacHo [OCT P 7.0.97-2016?

+ Ne 12, Ne 13, Ne 14;

—No 12, Ne 14, Ne 16;

—Ne 11, Ne 12, Ne 14.

19. ludporoit miu OykBeHHO-ITUPPOBON HMIAECHTU(DHUKATOP JOKYMEHTA, BKIFOYAONIUN TOPSIKOBBIMA
HOMEp, JOTOJHSIEMBbIH IO JKEJaHWI0O HMHICKCAMH COIJIACHO HCIOJB3YyeMBIM  KJIacCU(pHUKATOPaM,
Ha3bIBAETCS:

+ perucTpalOHHBIM HOMEPOM JI0KYMEHTA;

— rpuom;

— JIaTOW TOKYMEHTA.



20. Kaxoii (popmaT OymMaru UCHOIBb3YETCs AJIs1 U3TOTOBJICHUS OJAHKOB PE30JIIOLIT?

+ A5, A6;

— A4, AS;

— A6, A4d.

1. HoBelif coTpyanuk otpabotan B opranuzauuu Bcero 10 mgueil. HyXHO nu BbIIauuBaTh emy
KOMIICHCAITUIO 32 HEUCIIOJIb30BAHHBIA OTITYCK?

a) Jla, 3a 1 nenp

0) [da, 3a 2,33 aus ormycka

B) Ha ycMmoTpenue paGoronarens

+r) Her

2. Ecniu ommara Tpyaa B KOMIIAHMM HHWD)KE CpeHEH B PETHOHE IO COOTBETCTBYIOLIEMY BHIY
SKOHOMHUYECKOH JIeATeIbHOCTH, TO paboToJaTeIh MOXKET ObITh:

a) [IpuBneueH Kk aAIMUHUCTPATUBHON OTBETCTBEHHOCTH

6) OwmrrpadoBan

+B) BbI3BaH Ha 3apIUIaTHYI0 KOMUCCHUIO B HAJIOTOBYIO

r) BeI3BaH Ha 3apmiaTHy10 KOMHCCHUIO B TPYIOBYIO HHCIIEKIIHIO

3. Ilpu 3axiroueHWH TPYIOBOTO JOTOBOpa JIMIO, MOCTYyMawilee Ha padoTy, NPEAbSBISICT
pabotonarento (cT. 65):

+a) CHWIC

0) UHH

B) CBUIETENBCTBO O Opake

r) CBHIETEIBCTBO O POXKICHUN peOeHKA

4. Kakoii CpoK CUYMTAETCsl MAKCUMAJIBHBIM JIJIS1 UCTIBITAaHUS TP mipuéme Ha padoTy (cT. 70):
a) 1 rox

+0) 6 MecseB

B) 3 Mmecsna

r) Her orpannuenuii

8. Y4eOHbIN OTITYCK MPEIOCTABISCTCS HA OCHOBAHUU:
+a) CripaBKU-BBI30Ba

0) 3a4ETHOM KHUKKH

B) Brimucku u3 yuebHoit Benomoctu BY3a

r) AKaIeMUYeCKOM cripaBKu

10. Yro nenate, €ciau B IMYHOW KapTOUKE 3aKOHYHMIIOCH MECTO IS BHECEHUSI HH(POpMAIHN
00 OTITyCKE COTPYyIHHKA:

a) bonbie He BHOCUTH B TMUHYIO KAPTOUYKY 3aIUCH 00 OTITyCKe

0) 3ama3aTp ITPUXOM MU 3aKJICUTh NUMEIOIIYIOCS HHPOPMAIIHIO U CBEPXY HANUCaTh HOBYIO
B) 3aBECTU BTOPYIO JIMUHYIO KaPTOUKY

+1) OPOpPMUTH AONOTHEHHE K IMYHON KapTOUKe

14. Ilpu cmene dpaMuIuu COTPYAHUKA HAa TUTYJIBHOM JIUCTE TPYIOBOM KHMXKKH HEOOXOAUMO:
a) Harmcats psimomM HOBYIO (haMUJTHIO, B3SIB IPEKHIOK B CKOOKH

+0) Crapas pamunus 3a4epKkuBaeTcs OJHONU YepTOM U BIIUCHIBACTCA HOBast (haMUITUs

B) [IpexxHioro haMmnnio 3aMazaTh KOPPEKTOPOM

r) Boucate HOBYIO (pamMuIIMIO MACTOM APyroro 1sera

15. B Tpy10BO# KHM)KKE MOTYT OBITH 3aIiCcH O (CT. 66):
+a) Harpaxxnenusix

0) BeiroBopax

B) Hapymenunsax

r) Harpaxnienusix, BBIFOBOpax, HapyIICHHUSIX



16. Ilpu nepeMEeHOBaHUYU OpPraHU3ALIUY 3allUCh B TPYJOBYIO KHIDKKY:

a) BHOCUTB He HYXHO

0) HyxHO TOJBKO TeM pabOTHHKAM, KOTOPBIE YBOJIBHSAIOTCS U3 KOMITAHUT
B) Hy»HO TOJIBKO B Cllyyae CMEHbI OpraHU3alMOHHO-IIPABOBOM (hOPMBI
+r) HyxHO

17. Ilpu yBOJIbHEHUHU TPY10Basi KHMXKKA BBIIAETCS COTPYAHUKY:

a) B nenp HanucaHus 3asBiI€HMS 00 YBOJIbHEHUU

0) B neHb, npealecTByOMUN YBOIbHEHUIO

+B) B mocnennumii pabouuii 1eHb

r) B cpok, cornmacoBaHHbI ¢ COTPYTHUKOM

8. IlepeyeHb OCHOBHOM M JONMOJHHUTEJbHOH Y4eOHOH JHUTEPATYPbl, HEOOXOAUMON /sl OCBOCHHS
AUCHUTINHBI

a) IlepeyeHb OCHOBHOW W JOMOJHHUTENIbHOM Yy4eOHON JUTEpaTypbl, HEOOXOTUMOW ISl OCBOCHHUS
JUCIUTTAHBI

OCHOBHafl
JI1.4 cocrt.: C. B. Jlesymkuna, E. I Cepruenko ; CraBponosbckuii ['AY TexHonorun ynpaBieHUs
nepcoHasoM:y4e0. mocodue. - CraBponons, 2023. - 2,34 Mb
JI1.10 KubanoB A. ., ypakoBa W. b., DcaynoBa U. A., Ilatamosa H. U., Murpocpanosa E. A,
CortnukoBa C. WU., larapunckas I. II., Cnesko B. B. Vnpasnenue nepconamom B Poccum: uctopus u
COBPEMEHHOCTh [DNEeKTpOHHBIA pecypc|:MoHOrp.. - MockBa: OOO "Hay4yHo-U3#aTenbCKuUi LEHTP
NH®PA-M", 2024. - 240 c. — Pexxum noctyna: https://znanium.ru/catalog/document?1d=446778
J1.9 Mywmnanze P. I., BacunmbeBa W. B., Anemmna T. H. OcHOBBI ynpaBieHHs NEPCOHAIOM
[DnexTponnslii pecypc]:yued. mocodue ; BO - bakanaspuar. - Mocksa: Pycaiinc, 2024. - 150 c. — Pexxum
nocrtyna: https://book.ru/book/953614
JI1.8 PebpoB A. B. MotuBanus u omnata tpyna. CoBpeMEHHBIE MOJCIU W TEXHOJOTUU [DIEKTPOHHBIN
pecypc]:yueb. mocobme; BO - bakamaBpmar, Maructparypa. - MockBa: OOO "HaydHo-u3garenbckuid
nentp MH®OPA-M", 2024. - 346 c. — Pexxum noctyna: https://znanium.com/catalog/document?1id=435739
JI1.7 Anekceea I. W. byxrantepckuii (¢GUHAHCOBBIM yd4eT. ApEHAHbIE OTHOLIECHUS [DJIEKTPOHHBIN
pecypc]:yueb. mocobue ; BO - bakanaBpuar, Maructparypa. - MockBa: KaoPyc, 2023. - 157 c. — Pexum
noctyna: https://book.ru/book/948570
JI1.6 Bynpira P. II., I'pumkuna C. H., PoxuoBa O. B., Cadonosa 1. B., JlaBpos JI. A. byxranarepckuii
y4eT ayauT ¥ (OpPMHUPOBAHHE KOPIOPATHBHON OTYETHOCTH [DIEKTPOHHBIN pecypc]:yueObnuk ; BO -
bakanaBpuar, Maructparypa. - MockBa: KnoPyc, 2023. - 230 c¢. — Pexum pocryna:
https://book.ru/book/953097
JI1.5 CenumeB H. B. 1C: Byxrantepus npennpusatus 8.2 [DnekTpoHHBIN pecypc]:mpakT. nocobue ; BO -
bakanaspuart. - Mocksa: KnoPyc, 2025. - 385 c. — Pexxum noctyna: https://book.ru/book/955398
JI1.11 Ywmpkosa 0. P. VYnpaBneHue nepcoHaJOM OpraHM3anuu [DIEKTPOHHBIH pecypc]:yued. mocodue ;
BO - bakanaBpuat. - Mocksa: Pycaiiuc, 2024. - 166 ¢. — Pexxum npoctyna: https://book.ru/book/953839
JI1.12 Kymukosa JI. U., MyxamerzsnoB P. 3. ®opmupoBanue (UHAHCOBOW OTYETHOCTH B YCIOBHAX
1M(poBON AKOHOMHUKH [DJIEKTPOHHBIM pecypc|:MoHorpadus. - Mocksa: Pycaitac, 2023. - 225 c. —
Pexxum nocryma: https://book.ru/book/951415
J1.2 coct. C. B. JleBymkuna ; CtI’AY OuneHka M KOHTPOJUIMHI II€PCOHANA:METOJN. YKa3aHHA IIO
MPOBEACHUIO CaMOCTOAT. W WHIUBUIyAJIbHOW paboThl OakamaBpoB 10 HampasieHuto 38.03.02 -
MenexkMeHT, mpoduis "Yip. yenoBeueckumu pecypcamu”. - CtaBponosns, 2018. - 547 Kb
JI1.1 Bonosckass H. M. CoumaibHO-TpY/1I0BbIE€ OTHOIICHUS [DNEKTPOHHBIA pecypc]:yued. mocodue ; BO -
bakanaspuar. - MockBa: OOO "Hayuno-uznarensckuil nentp MHOPA-M", 2020. - 185 c. — Pexum
noctyma: http://znanium.com/go.php?1d=1128640



JI1.3 coct.: JI. A. Cemxo, JI. A. AnryxoBa ; CraBpononbckuii ['AY Onenka U KOHTPOJUIMHT
nepcoHazna:yue6. mocoodue. - CraBponois: Cexsoiis, 2020. - 2,32 Mb

JAONOJIHUTEIbHAsA
JI2.5 coct.: A. B. Hazapenko, JI. A. AntyxoBa, M. A. Cemko, [I. C. Keanna, C. B. JleBymkuna ;
CraBpononbckuit  ['AY  JIokyMeHTHpOBaHHME  YHpPAaBICHYECKOW JeATeNbHOCTH:yued. mocolue. -
CraBpomnois, 2019. - 1,10 Mb
JI2.4 benuxosa U. I1., Ucaenko A. Il. YmpaBinenue nepcoHasiom:pabodas TETp. Ui CaMOCTOAT. pabOThI
cTtyaeHToB. - CraBponosib: AIPYC, 2018. - 908 Kb
JI2.3 Tenkun b. M. Opranuzainusi, HOpMUPOBAaHME U OIUIATa TPyJa Ha MPOMBIIUICHHBIX MPEATPHUITHIX
[OnexTponnblii pecypc]:yuebnuk ; BO - bakamaBpmart, Maructparypa. - Mocka: OOO "IOpuanueckoe
uznatenbctBo Hopma", 2022. - 416 c. — Pexum pgocryma: http://znanium.com/catalog/document?
1d=399575
JI2.6 KonwokoBa H. M. Ommara Tpyna mnepcoHana [DNeKTpOHHBIH pecypc]:yued. mocobue ; BO -
bakanaBpuart. - MockBa: KnoPyc, 2021. - 157 c. — Pexxum goctymna: https://book.ru/book/936617
JI2.2 Tantuy U. C. Koudurypuposanue B cpeae 1C: [lpeanpusitue [DIeKTpOHHBIN pecypc|:pakTUKYM;
BO - bakanaBpumar. - Mocksa: PTY MWHPDA, 2021. - 66 c. — Pexum pocryna:
https://e.lanbook.com/book/176533
JI2.1 PebpoB A. B. MotuBauus u omnata Tpyaa. COBpeMEHHBIE MOJEIM U TEXHOJIOTUH [DIEeKTPOHHBIN
pecypc]:yue6. nmocodue ; BO - bakanaBpuar. - Mocka: OOO "Hayuno-uznatensckuii nieHTp MH®DPA-
M", 2020. - 346 c. — Pexxum noctyna: http://new.znanium.com/go.php?id=1070320
6) Metoauueckue Marepuaibl, pa3pabOTaHHbIE MpernofaBaTelIMU Kadeapbl 1O JUCHUIUIMHE, B
cootBeTcTBUU C mpoduiem OII.
JI3.1 [ypakoBa WM. b., Bonkxosa JI. Il., Kobuesa E. H., Iloxsxosa O. H. YmpapneHue nepcoHaioMm
[OnexTponnsiit pecypc]:yueonuk; BO - bakamaBpuat, Maructparypa, Cnenuamuter. - MockBa: OOO
"HayuyHo-n3narenbckuit LEHTP NHOPA-M", 2023. - 570 C. - Pexum JOCTYyTIA:
https://znanium.com/catalog/document?id=422733
JI3.2 KopmmkoBa M. B. KagpoBoe nenonpon3BoactBo:yued. nocobue. - CraBponons, 2018. - 1,50 Mb
JI3.3 beikoBa T. A., Bsanosa JI. M., Kykapuna FO. M., Cankuna JI. B. [lenonpou3BoacTBO [DIEKTPOHHBIN
pecypc]:yuebnuk; BO - bakamaBpumar, Cneumamurer. - MockBa: OOO "HaydHo-w3maTenbCKuUl IICHTP
NH®PA-M", 2023. - 403 c. — Pexxum noctyma: https://znanium.com/catalog/document?1d=429005
JI3.4 CeucrynoBa WM. TI. KangpoBoe aaMHHHUCTpHpOBAHHE:y4eO.-METOM. TOCOOME ISl OpTaHHU3AINH
CaMOCTOSITEIbHONW PabOThl CTYACHTOB HallpaBiieHUs MeHeIXMEeHT npoduiab «YmpaBieHHe OU3HECOM». -
Craspornons, 2023. - 371 Kb
JI3.5 Cemume H. B. 1C:VYmpasnenue Ttoprosneil 8.2 [DnekTpoHHBIH pecypc]:mpakt. mocobue ; BO -
BakanaBpuat. - MockBa: KaoPyc, 2024. - 389 c. — Pexwum gocryna: https://book.ru/book/950990
JI3.6 Tebexun A. B. Crparernyeckoe yrnpapieHHE NEpCOHAIOM [DIeKTpoHHBIN pecypc]:yueOnuk ; BO -
bakanaspuat. - Mocksa: KnoPyc, 2023. - 718 c. — Pexxum noctyna: https://book.ru/book/947037
JI3.7 AunmcumoB A. IO., I'pabekas E. II., AnapocoBa M. B. TexHomorusi BeieHuss OyXraJiTepckoro u
HajoroBoro ydera B mporpamme «l1C: byxrantepuss KOPIT 8.3» (pemakums 3.0) [DnexTpoHHBIN
pecypc]:yuebnuk; BO - bakanaBpuar, Maructparypa. - Cankr-IlerepOypr: Jlanb, 2024. - 204 c. — Pexxum
noctyma: https://e.lanbook.com/book/422600

9. Ilepeyenb pecypcoB HH(POPMALMOHHO-TEIEKOMMYHMKAUIMOHHOH cetn «UWHTepHeT», HE00X0-
AUMBIX /ISl OCBOEHHUS TUCHHUILINHBI

Ne HaumenoBanue pecypca cetn « UHTepHET» DNEeKTPOHHBIN ajpec pecypca

10. MeTonnueckue ykazanus AJsi 00y4al0IMXCsl 0 OCBOCHHUIO TN CHUTITTUHbI

Crnemuduka wnsydeHuss muciuiuinebl  «KagpoBoe menonmpou3BoacTBO»  oOycioBieHa (Gopmoi
00y4YeHHUsI CTYJIEHTOB, €€ MECTOM B IOJTrOTOBKE OakajaBpa W BPEMEHEM, OTBEICHHBIM Ha OCBOCHHE Kypca
pabounM y4eOHBIM IIJIAHOM.

Kypc oOyueHus menutcst Ha BpeMsi, OTBEIECHHOE JUIsl 3aHSATHM, MPOBOJUMBIX B ayJUTOpPHOU (opme
(JlexuyM, TpaKTUYEeCKHe 3aHATHA) M BPEMs, BBIICJICHHOC HA BHEAYJIUTOPHOE OCBOCHHUE IHCIUIUIAHBI,



OOJIBIIYIO YacTh U3 KOTOPOTO COCTABIISIET CAMOCTOsITeNIbHAsA paboTa CTyAeHTA.

JlexnmoHHast yacTh y4eOHOTO Kypca JUIsl CTYJIEHTOB MPOBOJIUTCS B (hopMe 0030pOB 1O OCHOBHBIM T€
-maMm. [IpakTudeckue 3aHATHS NPEAYCMOTPEHBI JUIS 3aKPEIICHUS TEOPETHUYECKUX 3HAHHM, yTIIyOJIEHHOTO
pac-cMOTpeHHsT HambOoyee CJIOXKHBIX TMpoOJeM JTUCHMIUIMHBI, BBIPAOOTKH HABBIKOB CTPYKTYPHO-
JIOTHYECKOT0 OCTPOCHUS yUeOHOTO MaTepHalia u OTpabOTKH HABBIKOB CAMOCTOSITETLHOM MOATOTOBKH.

CamocrosiTenbHas paboTa CTyAEHTa BKIIOYAaeT B ceOs M3ydeHHE TEOPETHYECKOTO MaTepHalia Kypca,
BBITOJTHEHHUE MTPAKTUYECKHUX 3aJJaHU, MOATOTOBKY K KOHTPOJIHHO-0000IIAI0IINM MEPOTIPHUITHSIM.

Jlj1 OCBOEHMSI Kypca IUCUUIUIMHBI CTYACHTHI 10JKHBI:

— W3YYHUTh MaTepHall JCKIIMOHHBIX U MPAKTHUECKUX 3aHATUH B TIOJTHOM 00beMe O pa3fenaM Kypca,

— BBINIOJIHUTH 3aJlaHHE, OTBEACHHOE HA CaMOCTOSTENBHYIO pabOTy: MOJATOTOBUTH M 3alIUTUTh
pedepar mo YTBEp)KIEHHOH mMpenojaaBaTeieM TeMe, MOATOTOBUTHCS K coOeceloBaHUIO, TECTHPOBAHHUIO,
KOHTPOJILHOHU padoTe;

—  NPOJEMOHCTPUPOBATH  CHOPMHPOBAHHOCTH  KOMIIETEHIIMM, 3aKpelyieHHBIX 3a  KypCcOM
JTUCHUTLITAHBI BO BpEMS MEPONIPUATUI TEKYIIETO U MPOMEXKYTOUYHOTO KOHTPOJISI 3HAHUH.

[Tocemienne NEKIMOHHBIX U MPAKTUYECKUX 3aHATUN ISl CTYJEHTOB OYHOW U OYHO-320YHOU (POPMBI
SIBJIIETCS 00A3aTEIbHBIM.

YBaXUTENbHBIMU IPUYMHAMU MIPOITYCKA Ay TUTOPHBIX 3aHSATHUH SBISIETCA:

— OCBOOOX/IEHUE OT 3aHATHUH 10 MPUYKHE 00JIE3HH, BEIIAHHOE MEULIMHCKUM YUPEKICHUEM,

— pacmopspKeHHe IO JeKaHaTy, MpHKa3 MO0 By3y 00 OCBOOOXKIEHHH B CBSI3U C Y4YacTHEM B
BHYTPHUBY30BCKHX, MEKBY30BCKUX U IIP. MEPOTIPUATHUSIX,

— o¢unuanbHO 0POPMIIEHHOE CBOOOTHOE MOCEIIEHUE 3aHATUH.

[Iponycku oTpabaThIBalOTCS HE3aBUCUMO OT UX MPUUYUHBI.

[IponyiieHHble TEeMbl JEKIUOHHBIX 3aHATUNA JOJDKHBI OBITh 3aKOHCIIEKTHPOBAaHBI B TETPAAM JUIs
JEKIUH, KOHCIEKT TPEACTABIAETCA NPENoAaBaTeN0 s JIMKBUJALUMU Mpomycka. llpomymieHHble
MPaKTUYECKHE 3aHATHUA OTpadATHIBAIOTCS B BHJIE YCTHOM 3allUThl MPAKTUYECKOTO 3aHATHS BO BpeMs
KOHCYJIbTAIlM{ MO JUCIUILIUHE.

KouTpons chopmupoBaHHOCTH KOMIIETEHLMH B TEYEHHE CEMECTpa MPOBOAUTCA B (opMe YCTHOTO
OM-poca Ha MPAKTUYECKUX 3aHATHUSAX, BBIMOJTHEHHUS KOHTPOJBHBIX PA0OT, BBITIOJHEHUS MPAKTHUESCKHUX
3aJlaHui ¥ TECTOBOTO KOHTPOJIS IO TEOPETUUECKOMY KYpCYy JHUCHUTUIMHBIL.

Kypc oOyuenus nenutcst Ha BpeMmsi, OTBEIEHHOE JUIsl 3aHSATHM, MPOBOJUMBIX B ayJuUTOpHOU (opme
(J'IGKI_II/II/I, MPAKTUYCCKUC BaHSITI/ISI) U BpCMA, BBIACICHHOC Ha BHCAYAHUTOPHOC OCBOCHHUC JUCIHUIIINHBI,
OOJIBIIYIO YacTh U3 KOTOPOTO COCTABIISIET CAaMOCTOsITeNIbHAsA paboTa CTyACHTA.

JleximoHHast 4acTh y4eOHOTO Kypca JJIsl CTYJEHTOB MPOBOIUTCS B (hopMe 0030pOB MO OCHOBHBIM T€
-maMm. [IpakTudeckue 3aHATHS NPEAYCMOTPEHBI Ul 3aKPEIICHUS TEOPETHYECKUX 3HAHHM, yrIIyOJIEHHOTO
pac-cMOoTpeHHsT Haubosee CIOXKHBIX NpoOJeM TUCHMIUIMHBI, BBIPAOOTKM HABBIKOB CTPYKTYPHO-
JIOTHYECKOT0 OCTPOCHUSI y4eOHOTO MaTepHalia U OTpabOTKH HaBBIKOB CAMOCTOSITEIbHOM MOATOTOBKH.

CamocTtosTenpHas paboTa CTyJeHTa BKIIIOYAET B ce0s M3yueHHE TEOPETUYECKOTO MaTepuana Kypca,
BBITMIOJTHEHUE NMPAKTUYECKUX 3a/IaHUH, TOJTOTOBKY K KOHTPOJIbHO-0000IAIOIIMM MEPOTIPUSTHSIM.

I[JBI OCBOCHMUS KypCa NJUCHUIIIMHBI CTYACHTLI HOJI’KHBI:

— W3YYHUTh MaTepHall JEKIMOHHBIX U MPAKTHUECKUX 3aHATUH B IIOJHOM 00bEeMe MO pa3jiesiaM Kypca;

— BBIIOJIHUTH 3aJaHuC, OTBCACHHOC Ha CaMOCTOATCIIbHYIO pa60Ty: IoAroTOBUThH M 3alllUTUTH
pedepar Mo YTBEp)KIEHHOH MpenojaBaTeieM TeMe, MOATOTOBUTHCS K cOOecel0BaHUIO, TECTHPOBAHHUIO,
KOHTPOJIbHOM pabore;

—  INPOJEMOHCTPUPOBATH  CHOPMHPOBAHHOCTh  KOMIIETEHIIMM, 3aKpelyieHHbIX 3a  KypCOM
JUCLUIIIIMHBI BO BpEMsl MEPOIIPUATUI TEKYIIETO U IIPOMEKYTOUYHOIO KOHTPOJISL 3HAHUM.

[Tocemnenue NEKIMOHHBIX U MPAKTUYECKUX 3aHATHHA ISl CTYACHTOB OYHOM M OYHO-320YHOU (POPMBI
ABIACTCSA O6H3aTeJ'H:HBIM.

Y BaXXUTENbHBIMU IPUYUHAMU MIPOITYCKA Ay TUTOPHBIX 3aHSATHUI SBISETCA:

— 0cBOOOXKIEHUE OT 3aHATUI N0 MIPUYKHE OOJIE3HH, BBITAHHOE MEAUIIMHCKUM YUPEKICHUEM,

— pacrnopspKeHHe Mo JeKaHaTy, MpHKa3 Mo By3y 00 OCBOOOXKIEHHMH B CBSI3U C YYacTHEM B
BHYTPUBY30BCKUX, MEKBY30BCKUX U TP. MEPOTIPUATHSIX,

— o(purmanpHO 0OPMIIEHHOE CBOOOTHOE TIOCEIICHHE 3aHATHH.

[Tpomycku oTpabaThIBaIOTCSl HE3aBUCUMO OT UX MPUUUHBL.

HponymeHHme TEMBI JICKIIMOHHBIX 3aHSATUN JOJIKHBI OBITH 3aKOHCIICKTUPOBAHBI B TETpaau IJid
JeKIUH, KOHCIEKT TPEJCTABIsACTCS NPEernoAaBaTeNo MAis JUKBHIAUMU Tpomycka. lIpomymieHHbIC



IPaKTHYECKHE 3aHATUS OTpabaThIBAIOTCS B BUJE YCTHOW 3alUTHl MPAKTUYECKOTO 3aHATHUS BO BpeMs
KOHCYJIbTAIIUH 1O TUCHIUTLINHE.

KonTpons chopmMupoBaHHOCTH KOMIIETEHIIMH B TEYEHHE CEMECTpa MPOBOAUTCA B (opMe YCTHOTO
ompoca Ha TMPAKTUYECKUX 3aHSATHUSAX, BBIMOJTHCHHUS KOHTPOJBHBIX pPAOOT, BBIMOTHEHHUS MPAKTHUESCKHX
3aJlaHui ¥ TECTOBOTO KOHTPOJIS IO TEOPETUUECKOMY KypCYy JHUCIUTUIMHEIL.

11. Ilepeyenb  HMHGOPMALMOHHBIX  TEeXHOJIOIHMil,  HCHOJb3YyeMbIX TPH  OCYIIECTBJICHUHU
o0pa3oBaTe/IbHOr0 Tpolecca MO IMCHHUILIMHE, BKJIOYasl MepevyeHb JHIEH3UOHHOT0O H CBOOOIAHO
pacnpocTpaHsieMoro NpPOrpaMMHOro olecnedyeHusl, B TOM YHCJIe OTe4eCTBEHHOr0 IPOU3BOACTBA U
UH(GOPMAIMOHHBIX CIPABOYHBIX CHCTEM (MPH HEOOXOAUMOCTH).

11.1 Ilepeuens nuyeH3UOHHO20 NPOCPAMMHO2O 0DeCnedeHus

1. Kaspersky Endpoint Security 12.11 - AaTuBupyc

2. Microsoft Windows Server STDCORE AllLngLicense/Software AssurancePack Academic OLV
16Licenses LevelE AdditionalProduct CoreLic 1Year - CepBepHas onepanuoHHas cuctemMa

3. OPERA - Cucrema ymnpaBieHus oTelieM

11.3 Ilepeuens npocpammno2o obecneyenus omeuecmeeHHo20 npou3eo0cmed
1. Kaspersky Endpoint Security 12.11 - AuTuBHpyc

[Ipu ocymiecTBieHnrn 00pa30BaTEIBLHOTO MpOIEcca CTYJIEHTAaMH W TMPENojaBaTeleM HCIOJIb3YIOTCS
cnenyromme nHpopmanuoHHo cripaBouHbie cuctembl: CIIC «KoncynbranT mmocy, CIIC «apadTy.

12. Onucanue  MaTepUAIbLHO-TEXHHYECKOH 0a3pl,  Heo0X0AUMOI I OCylIeCTBJIeHHUS
o0pa30BaTe/IbHOIO Mpouecca Mo TUCHHUIVINHE

Ne i/ HauMmeHnoBanue crieuaibHBIX Howmep .
. . OcCHaIeHHOCTb CTIEHUaIbHBIX IOMELIEHUN U
IIOMEILEHUHN U IOMELICHUH ISl ayJuTop . .
9 HOMEUIEHUH JUIsl CAMOCTOSITEIbHON pabOThI
CaMOCTOSTEIbHON PabOTHI uu
1 VYueOHast ay TUTOPHS IS 3-160 | CrermanusupoBaHHas Meberns Ha 180
IPOBE/ICHUS 3aHATUI BCEX THUIIOB (B MOCAJJOYHBIX MECT, NEPCOHATIBHBIN KOMITBIOTED —
T.4. JIEKIIMOHHOTO, CEMHHAPCKOTO, 1 wrr., mpoekrop Panasonic EX620 X6A — 1 mr.,
MPAKTUYECKOW MOATOTOBKH nHTepakTuBHas jocka SMART Board 690 — 1
00y4arommxcsi), TPyNIOBbIX U T., TpHOyHa 1715 iekTopa — 1 wT., MukpodoH — 1
UH/IMBUYaJIbHBIX KOHCYJIbTALINH, IIT., MOHUTOPSI - 3 IIT., JIa3MEHHAas MaHemlb - |
TEKYIIEro KOHTPOJIS U IIT., y4eOHO-HATJISTHBIE TIOCOOUS B BUIC
IPOMEKYTOYHOM aTTecTalu Ipe3eHTalui, THPOPMAaLMOHHBIE TIAKATHI,

MOJKII0ueHUe K ceTu «IHTepHET», BBIXO/ B
KOPIHOPaTUBHYIO CETh YHUBEPCUTETA.




2-167 | CneumanuzupoBaHHast mebenb Ha 77
MOCAJI0OYHBIX MECT, CTOJ Mpe3uanyma — | mr.,
TpuOyHa J71s mpenoaasarens — 1 mr.,
MepCOHANBHBIA KOMIBIOTEp — | 1IT.,
MYJbTUMEAUNHBIN TTPpOeKTOp — | 1IT.,
uHTEepakTHBHAsA Aocka Starboard Hitachi FX-77 —
1 mT., yueOHO-HaTISAHbIE TOCOOUS B BUIE
MPE3CHTALINM, TEMATUUECKHUE TUIAKATHI,
MoJIKIIIoUeHue K ceTu «MHTepHeT», J0CTy B
3JIEKTPOHHYIO HH(POPMAIIHOHHO-
o0pa3oBaTeNbHYI0 Cpely YHUBEPCUTETA, BHIXO B
KOPITIOPATUBHYIO CETh YHUBEPCUTETA.

2 [Tomenienue st caMOCTOSTENBHOM
paboThl 00yUaIOIIUXCS,
MOATBEPIKIAIOIIEE HATUIHE
MaTepUaIbHO-TEXHUYECKOTO
o0ecrieueHus, ¢ epeyHeM

QCHORIOTO 000NV IORATIIG

13. OcoGeHHOCTH peau3aluy JMCUUILTHHBI JTUI ¢ OTPAHNYEHHBIMH BO3MOKHOCTSIMH 310POBbS

OOyJarommMcst C OTPaHHMYEHHBIMH BO3MOXKHOCTSIMH 3JI0POBbSI TIPEJOCTABISIOTCS CIICIUATIbHBIC
y4eOHMKH © ydeOHble TMMOocoOus, WHasg ydeOHas JHUTeparypa, CIHElUadbHbIe TEXHUYECKHUE CpPEJICTBA
0o0y4eHHs KOJUIEKTMBHOTO ¥ HHIWBUAYaJbHOTO TMOJH30BAHMS, IMPEIOCTABICHUE YCIYr AacCHCTEHTa
(mMOMOIIIHKKA), OKa3bIBAIOIIETO OOYYAIOIHUMCS HEOOXOJUMYI0 TEXHHYECKYI0 IOMOINb, a TaKXKe YCIyTH
CYpAOIEPEBOTIMKOB U TU(DIOCYPAONIEPEBOTIUKOB.

a) 115 CIa00BUISIIIINX

- Ha TPOMEXKYTOYHOW AaTTeCTAlMd TMPUCYTCTBYET AaCCHCTEHT, OKAa3bIBAOIIUNA  CTYICHTY
HEOOXOIMMYIO0 TEXHHUYECKYI0 MOMOIIb C YYETOM HHJIWBUIYaJbHBIX OCOOEHHOCTEW (OH MOMOTAeT 3aHATh
pabouee MecTo, MepeABUTaThCs, IPOYUTATh U O(OPMHUTH 33JJaHUE, B TOM YKCIIE 3aMKUCHIBAs O] JUKTOBKY);

- 3a7aHMsl 7S BBINOJHEHMS, a TaKKe MHCTPYKLIMS O IMOPSJIKE IPOBEACHUS IMPOMEKYTOUYHOM
aTTecTalii OPOPMIISIFOTCS YBETTHUYEHHBIM MIPHUPTOM;

- 3QJIaHUS JUTS BBITIOJTHEHUS Ha MPOMEKYTOUYHOM aTTECTAIIMA 3a9NUTHIBAIOTCS ACCHCTEHTOM;

- MUCHMEHHBIE 33/IaHUS BHITIONHSIOTCS HA OyMare, HaJUKTOBBIBAIOTCS ACCUCTEHTY;

- o0ecreuynBaeTCs MHIUBHIyaTbHOE paBHOMEpHOE ocBenieHne He meHee 300 Jrokc;

- CTYIEHTY JJs BBINIOJNHEHUS 3a/laHds TPU HEOOXOAMMOCTH MPEIOCTABISETCS YBEIHMYMBAIOIIEE
YCTPOMCTBO;

B) ISl TIyXUX M CIA00CTBIIIAIINX:

- Ha TIPOMEXKYTOYHOW AaTTeCTAlMd TPUCYTCTBYET ACCHCTEHT, OKAa3bIBAOIIUNA  CTYJCHTY
HEOOXOIUMYI0 TEXHUYECKYI0 MOMOINb C yYETOM HHIWBUIYaTbHBIX OCOOEHHOCTEW (OH MOMOTAeT 3aHATh
paboyee MecTo, epeABUTaThCs, MPOYNTATh B O()OPMHTH 33JJaHUE, B TOM YHCJIC 3aIMCHIBAs 1101 JUKTOBKY);

- MPOMEXKYTOYHAS aTTECTAIMs MPOBOJUTCS B MUCBMEHHOM hopme;

- o0OecrieuynBaeTCs HAJMYHE 3BYKOYCHIIMBAIOMICH ammapaTypbl KOJUIGKTHBHOTO IIOJI30BAaHUS, TPU
HEOOXOIMMOCTH TOCTYMAIOIIUM TPEJOCTaBIsAETCS 3BYKOYCHIMBAIOIIAS ammapaTypa WHIUBUAYAIbHOTO
TOJTb30BAHHS,

- 110 JKETIAaHUIO CTYJEHTa MPOMEKYTOUHAs aTTEeCTAIMs MOXKET MPOBOIUTHCS B TUCBMEHHOU (hopme;

) IS JIMIl C HAPYIICHUSMH OIOPHO-IBUTATEIHHOTO ammapaTta (TsKEIBIMH  HapyIICHHSIMH
JIBUTATENBHBIX (DYHKINUN BEPXHUX KOHEUYHOCTEH WIIM OTCYTCTBUEM BEPXHHX KOHEYHOCTEH):

- TUCHMCHHBIC 3aJIaHUS BBITIOJHSAIOTCS HA KOMIIBIOTEPE CO CIEIUATM3HUPOBAHHBIM IMPOTPAMMHBIM
obecreyeHreM WM HaTUKTOBBIBAIOTCS] ACCUCTEHTY;

- 110 JKEJIAaHUIO CTYJICHTA MPOMEKYTOUHAS aTTECTAIUs TIPOBOJIUTCS B YCTHON hopMe.




Pabouas mnporpamma pucuumianHbl «[MC-TexHONOTMHM B TOCYJapCTBEHHOM UM MYHUIUNAILHOM
YOpaBJICHUN» COCTaBlieHa Ha ocHOBe DenepanbHbIi TOCYNapCTBEHHBIH 00pa30BaTeNbHBIN CTaHIAPT
BBICIIETO OOpa3oBaHUs - OakanaBpuaT Mo HampaBieHuto mnoarotoBku 38.03.04 TocynmapcTBeHHOe u
MyHHIMIAIbHOE yipasieHue (npuka3 Munoopnayku Poccun ot 13.08.2020 r. Ne 1016).

ABTOD (BI)
no1l. , k3H 3Barunnesa O.C.

PenensedTnl

Pabouas mnporpamma auctumianHbl «I[WC-TeXxHONOTMHM B TOCYJapCTBEHHOM W MYHHUIUNAIHLHOM
yHOpaBiIeHUN» paccMoTpeHa Ha 3acenanuu Kadenpa MeHemkMeHTa U YCTOMUMBOIO pa3BUTHUSL TEPPUTOPHIA
npotokoa Ne 22 ot 18.03.2023 r. u npusHaHa cooTBercTByomeil Tpeboanusim @I'OC BO u yuyeOHOro
IJ1aHa 10 HanpasiieHuIo noarotoBku 38.03.04 ['ocynapcTBEHHOE M MyHHIIMITAJIBHOE YIIPABJICHHE

3aBenyromnuii kadeapoi 3BsrunieBa Onbra CepreeBHa

Pabouass mporpamma naucuuruinHbl <« VC-TeXHOJOTHM B TOCYAapCTBEHHOM M MYHHIIUIAIHLHOM
yOpaBICHUM» pPACCMOTPEHA Ha 3aceIaHud Y4eOHO-METOIUYECKOW Komuccud WHCTUTYT JKOHOMHUKH,
¢unancop u ymnpaeineHus B AIIK mportoxom Ne 8 or 29.03.2023 1. W mnpu3HaHA COOTBETCTBYIOIICH
tpeboBanusmM @I'OC BO u yueOHOro miaHa mo HampapieHHto moarotoBku 38.03.04 TocymapcTBeHHOE U
MYHHIIUIIAIEHOE YIIPABICHUE

PykoBoaurens OI1
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