[loKyMeHT NoAnucaH NpoCToil 3NeKTPOHHOM NOANMUCHI0

NHbopmaums o Bnagenbue:

®KWO: Ypxymosa Onbra MuxaiinosHa

[lomxHocTb: 3aBeaytowas kageapon h@nﬂmm@pﬁmmmydmw@md?mc

niickor denepanuu

HOKYMEHTOBELE P e Iy JICPAlIbHOC TOCYIaPCTBCHHOC OrOKETHO¢ 00pa30BaTEILHOE YUPEIKICHUE

[ata nognucanus: 26.06.2024 15:53:39
YHUKa/bHbIV NPOTPaMMHBbIN Ko

BBICIIICIO 00pa3OBaHH

bbd2194e9207 K PACHOTARTOCYJJAPCTBEHHBIY MHCTUTYT KYJIBTYPbI»

dakyapTeT T'yMaHUTAPHOTO 00pa3oOBaHUs
Kadenpa nndopmMaiimioHHO-O0MOIMOTECUHOM EATEIPHOCTH M IOKYMEHTOBEICHUSI

VTBEPXJIAIO
poit YIb 1/l
O.M. YpxxymoBa

" 14y urons 2024 r.

PABOYAS [IPOTPAMMA
YYEBHOM JUCHATIIVHBI (MOIYJIST)

b1.B.03 Opranusanusi KaApoBOro AeJIONPOU3BOACTBA U YIIPABJICHHUE
NEePCOHAJIOM

Hampasnenue 46.04.02 JlokyMeHTOBeIeHUE U apXUBOBEICHUE
[Ipoduns YnpasieHue TOKyMEHTaMU B OpraHax rocyJaapCTBEHHOW BJIAcTH U

MECTHOTO CaMOYIIpaBJICHUs
KBanudukauus - Maructp
®dopma oOydeHus: - 3a04yHas
"o Hagama moarorosku -2024

Kpacunonap

2024



3
PaGouass mporpamma mpemHa3HadueHa IS MPENOJABAHUS  TUCIUTLIAHBI
Opranuzarusi  KaapoBOTO JIEJIOTMPOM3BOJCTBA H  YNpaBIEHUWE TEPCOHATIOM
BapHaTHUBHOM dYacTh 0a30BOT0 IMKJIA OOYYAaroOIMIMMCS B MarucTpaType 3a04HOi
dbopMbl 00yUYEHHUS MO HAMPABICHUIO TOATOTOBKHU (crienuanbHocTH) 46.04.02
«JlokyMeHTOBeIcHHE U apXUBOBeIeHne» B 1-3 cemecTpax.

PaGouass mporpamma y4eOHOW IUCIUIUIMHBI pa3paboTaHa B COOTBETCTBUU C
tpeboBanusimu  ®I'OC  BO 1o HampaBieHuto noiarotoBku — 46.04.02
JIOKyMEHTOBE/ICHE M apXHBOBEJICHUE, YTBEPKICHHBIM IPUKa30M MUHHCTEPCTBA
oOpazoBanus u Hayku Poccutickoit @eneparuu ot 29 oktsa6ps 2020 roaa, npukas
Ne 1345 1 ocHOBHOI 00pa30BaTENBHON TPOTPAMMON.

Penen3eHTni:

HauansHuk oTAena IIPaBOBOM, T.A.Kynukosa
OpraHU3allMOHHONM W KaJpoBOM  paboOThI

JlemapraMeHnTa oOpa3oBaHus

AJIMUHUCTpanuu MYHULIUAIBHOTO

oOpazoBanus r. KpacHonap, kaH. e HayK

Kangunat kyneryposioruu, 3aB. Kkadenpoit JL.H. KonnpaTbeBa
COLUAIBHO-KYIbTYpHOU nestenpHocTH OI'BOY

BO «KpacHongapckuit roCcy1apCTBEHHBIN

UHCTUTYT KYJIbTYpPbD»

CocraBureib:
MatseeBa A.C., KaHAUAAT MMEJArOTHICCKUX HAYK, TOIEHT Kadeapsl
HH(POPMAITMOHHO-OUOTNOTEYHOM IEITEIHPHOCTH U JJOKYMEHTOBEICHUS

PaGouas nmnporpamma yuyeOHON  aucnuIuiMHBI — «OpraHu3anus  KaJapoBOTO
JIEJIONPOU3BOJICTBA U YIPABIICHUE MEPCOHATIOM» PACCMOTPEHA W YTBEPXKICHA Ha
3aceqanuu  kadeapsl  UHQOPMALMOHHO-OMONIMOTEUHOM  JEATEIBHOCTH U
nokymeHToBeaeHUS «14» nroHs 2024 r. mpoTtokos Ne 13.

PabGouass mnporpamma y4yeOHOW  aucuMIUIMHBI — «OpraHuzanus  KaJIpoBOTO
JIEJIONPOU3BOCTBA U YIPABIECHUE MEPCOHAIOM» OJ00peHa U PEKOMEHJIOBaHa K
UCIIOJIb30BaHUIO0 B Y4eOHOM mpolecce YueOHo-MeTonudeckum coBetom OI'BOY
BO «KT'UK» «18» uronst 2024 r. mpotoxoi Ne 10.
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1. HEJIA U 3AJJAYA OCBOEHUS TMCLUATIIVHBI

Henn ocBoeHusa aucuuIimHbl (Moxysisi) OpraHuzanust  KaJpoBOIrO
JEJIONPOU3BOACTBA U YNPABICHUE NEPCOHAIOM — JaTh CTYJEHTaM-MaruCTpaHTaM
CUCTEMHOE TMPEACTABICHUE O CKJIAJbIBAHUM M PA3BUTHHU KaJAPOBON JOKYMEHTALIMH
B Poccun kak HEOTHEMIIEMOM YaCTH IIPOLIECCa YIIPABICHUSI IEPCOHATIOM.

3agaum: HAyyuThb CTYIEHTOB TIPAMOTHO COCTaBIATh MU O(OPMIIATH
JOKYMEHThl 10 YIPAaBJIEHUIO IE€PCOHAIOM; OOY4YUTh METOAaM paboThl C
KaJIpOBBIMH JIOKyMEHTAMHU.

2. MECTO JUCIUIIVIMHBI B CTPYKTYPE OIIOII BO

JlucuurniauHa yuTaeTcsi B 6a30BOM IIUKJIE BAPUATUBHBIX AUCHIUTLINH.

N3yuenne nuCUMIUIMHBI Oa3upyeTcsi Ha 3HAHUM CTYJIEHTAMH CJIEAYIOLIUX
JUCUUIUIMH y4yeOHOro 1iaHa: «J{okyMeHTauHOHHOEe OOecleYeHUe YIPABICHH,
«JloKyMeHTOBEICHUEY.

Metobl IpoBeICHUS 3aHATHIL: JICKIIUK, CEMUHAPBI, 1a00paTOpHBIC paOOTHI.

3. TPEBOBAHUS K PE3YJLTATAM OCBOEHMS COJAEPKAHUS
JACHOUTIIAHBI

[Ipouecc u3yueHus NUCUUILTMHBI HAMpaBiieH Ha ()OPMUPOBAHUE 3JIEMEHTOB
cnenyromux komnereHmuii B cootBercTBUM ¢ PI'OC BO 1o nmanHOMYy
HaIpPaBJICHUIO MOATOTOBKH (CIEUATIBHOCTH):

a) npogeccuonaabubix (ITK)

[IK-3 TIlpoexTupoBaHuE €IUHON CHUCTEMBI XpaHEHUS TOKYMEHTaJIbHOTO
(dhoHa OpraHu3aIuu.

B pesynbrare 0CBOCHUS AUCIUTIIMHBI O0YYaIOMIUECs JOJKHBI:

3HaTh:

-o01enpodeccuoHaibHble  TEOPETHUECKHE UM METOJUYECKHE  OCHOBBI
JIOKYMEHTOBEICHUS, JOKYMEHTOBEIUECKYIO, APXMBOBEIUYECKYID TEPMHUHOJIOTHIO,
TEOpHUIO JOKYMEHTa, TMpaBWja COCTaBICHUS W OQOPMIICHUS JIOKYMEHTOB,
MPUHIIUTIBI IOCTPOCHUSI YHUPUIIMPOBAHHBIX CUCTEM JTOKYMEHTAILIUH, OPraHU3aIHI0
JIOKYMEHTOB B KOMILJIEKChl M MPUHILMUIBI ONPEIETCHUS HAyYHO-UCTOPUUECKON U
MPAKTUYECKON IIEHHOCTH JIOKYMEHTOB.

Ymersn:

-u3jaratb W KPUTHYECKH aHAIM3UPOBaTh 0a30BYyI0 HMHQPOPMAIHIO T10
JOKYMEHTOBEICHUI0 W apXMBOBEJCHUIO,  COCTaBISATH  JOKYMEHTHI  C
WCIIOJIb30BaHUEM S3BIKOBBIX BapUaHTOB B 3aBUCHMOCTU OT Ha3HAYCHHUS W
COJIepKaHUs  JOKyMEHTa, OQOpMIISITh JOKYMEHThl B  COOTBETCTBUU  C
TpeOOBAaHUSIMU  TOCYJAPCTBEHHBIX  CTAaHAAPTOB, YHUPUIUPOBATH  TEKCTHI

JIOKYMEHTOB, pa3padarbiBaTh YHU(DUIIMPOBAHHBIE CUCTEMbI JJOKYMEHTAIIUH.
Baagerts:

-o01enpodeccnoHabHBIMA 3HAHUSIMU TE€OPUU U METOJIUKH, HABbIKAMHU B
o0nacTu TOKyMEHTOOOpa30BaHUs, OpraHU3aluu TOKyMEHTOO00pOTa U apXUBHOTO
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XpaHEHUs, 3HAHUEM aKTyaJIbHbIX MIPOOJIEM JOKYMEHTOBEIECHUS U apXUBOBEICHUS,
3aKOHOAATENBHBIX U HOPMATUBHBIX aKTOB I10 BOIIPOCAM YIIPABJIEHYECKOIO TPyAa U
JIEIIONPOU3BOACTBA, METOJUYECKUX pa3pabOTOK, OCHOBHOM HAy4YHON JTUTEPATypHI

0 Kypcy.
IIpuoOpecT ONbIT AeATEIbHOCTH:

B 00JIAaCTH COCTaBJICHUS W aHaJn3a YIIPAaBJICHYCCKUX JOKYMCHTOB, MCTOIOB
COBCPIICHCTBOBAHUA I[OKYMGHTOO60pOTa U apXHUBHOT'O XpAaHCHUA].

4. CTPYKTYPA U COAEPKAHUE JUCHUITJIMHBI

CTpyKTypa M CHUILTHHBI

OO11ast TPyI0€MKOCTh TUCIMILIMHBI COCTaBIsACT 5 3aueTHbIX enuuull (180 yacon).

< Bunpl yaeOHOM paboThI, ®dopMBI TEKyIIEro
§ BKJTIOYAst KOHTPOJIS
g g CaMOCTOSITEIIbHYIO PadoTy YCIIEBaEMOCTH (10
No Paznen 2 8 CTYJICHTOB HeoensaM cemecmpa)
n/n JCIATUTHHBI 3 ) U TPYJIOEMKOCTH (B Hacax) dopma
% J I3 | U3 CP IIPOMEKYTOUYHON
T aTTeCTaIuu (10
cemecmpam)
Pasnen 1. Kagposoe 1 2 4 66 3a4er
1 JIEIOTIPOU3BOICTBO
2. Pasgen 2. 2 2 4 40
VYnpasnenue
MIEPCOHATIOM
3. Pazmen 3. Xpanenwme | 3 6 6 50 9K3aMeH
JIOKYMEHTOB o
JUIHOMY COCTaBY
Uroro 10 14 156

TemaTu4eckuil MJIaH OCBOCHUSA JUCHMUILIUHBI 110 BUAAM yUeOHOI
NeSITeJIbHOCTU U BU/bI CAMOCTOAATEIbHOM (BHEAYAUTOPHOI1) padoThI
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(Ilpeocmasnsiemcss memamuueckuil NIAH OCBOEHUST OUCYUNIUHBL NO GUOAM Y4eOHOL
oesamenbHoCmuy  (leKyuu, npakxmudeckue 3aHAMuUs (CeMUHapbl), UHOUBUOYANbHLIE 3AHAMUS,
Kypcosas paboma, camocmosimenbHoe uzyyeHue pazoenos (mem) OUcCYuniunbl).

HaumeHoBaHue Conep:kanue y4eOHOT0 MaTepHuaJa Dopm
pa3aesioB U TeM (Tembl, NepevYeHb PACKPbIBAEMbIX BOIIPOCOB): u-
JIEKIIUHU, MPAKTHYECKHEe 3aHATUSA (CEMUHAPDI), pyem
HHIUBHUAYAJIbHBIE 3aAHATHS, CAMOCTOSITEIbLHAsI O6nenm ble
padora o0yyawiuxcs, KypcoBasi padora KOMIIe
yacoB /
3.e. ]
TeHIH
"
(mo
Teme)
1 2 3 4
1 cemecTp
Paznen 1. KaapoBoe neionpousBoacTBo
Tema 1. JIekuu: KagpoBoe  nmenmonmpou3BOJCTBO,  €ro 1IK-3
Kanposoe 3aKOHOJATEIbHOE u HOPMATHUBHO-METOUYECKOE 2
JeJIONPOU3BOJCTBO, | PEryJIMPOBAHUE.
ero
3aKkoHoaarenbHOe U | [IpakTuyeckue 3aHaTHs (CEMUHAPHI):
HOPMATHBHO- 3aKOHBlI, CTaHAapThI u UHCTPYKIIHH, 9
MeTOoHYecKoe peraaMeHTHPYIOIINE KaJIpOBOE AEJIONPOU3BOACTBO
peryJjupoBaHue. CoctaB U 0COOGHHOCTH paboThl C  KaApOBOH 2
JOKyMEeHTalueil 3arnoiHenne yHupUIUpoBaHHBIX POpM
KaJIPOBBIX TOKYMEHTOB
CamocrosiTenpHas pabora
UreHne TEKCTOB 3aKOHOB, CTAaHAAPTOB, HHCTPYKIIUH
CocraBnenne  0a3pl  yHUPUIHMPOBAHHBIX  (opM 66
KaJIPOBBIX TOKYMEHTOB
2 cemecTp
Pazges 2. YnpasieHue nepcoHajom
Tema Jlekuuu:Ilepconan opraHuzanuM W aHaJIU3  €ro 1IK-3
2. JlokymMeHTHPOBa | CTPYKTYpBI. HopmatuBHas 0aza yIpaBIeHUS
HHUE ouneHku | nepcorasnioMm. [Inanupoanue, Habop u oTOOp 2
AesITeJIbHOCTH nepcoHana. JJokyMeHTUpPOBaHHE OLIEHKH JESTENbHOCTH
paboOTHHKOB. PabOTHUKOB
[IpakTuyeckue 3aHITHS (CEMHHAPBI) 4
Benenue arrecTalluOHHOTO J€jia COTPYAHUKA
CamocrosiTenpHas pabora 40
Benenwne arrecTalinOHHOTO JieNia COTPYAHUKA
3 cemecTp
Paznen 3. XpaneHue 10KyMeHTOB IO JTHYHOMY COCTABY
Tema 3. Jlexumn: dopMupoBaHUE U TIepenada Aesl Mo JUIHOMY 2 1IK-3
OcHoOBHBIE COCTaBYy Ha apXMBHOE XpaHEHUE 2
HanpaBJIeHUsI Jleknmu: DKcmepTh3a I[EHHOCTH JIOKYMEHTOB IO 5
padoThI JUYHOMY COCTaBY




BeOMCTBEHHOTI'0 Jleknuu: /ledarenbHOCTRApXUBA 10 TUYHOMY COCTaBY

apxuBa C [IpakTryeckue 3aHATUs (CEeMUHAPBHI):
AOKYMEHTaMHU 10 | [loAroToBKa akTa Ha nepeaaydy Jaei
JIMYHOMY cocTaBy | [loaroroBka ONKCH AEN ApXHBA MO JIMYHOMY COCTaBY 6

HO,Z[FOTOBKa JACJI K YHUYTOXCHHUTIO

CamocrosTtenbHas pabora

N3yyenne [lepedns TUIIOBBIX apXUBHBIX
yIIPaBJIEHYECKUX TOKYMEHTOB, 00pa3yomuxcs B 50
JEATEIILHOCTH OpPTraHU3aIHid, C yKa3aHHEM CPOKOB UX
XpaHEHUsI

Bua urorosoro 3K3aMeH
KOHTPOJIA (3a4eT,
9K3aMEH,
nuddepeHIpoBaHH
BIii 3a4€T)

BCETI'O: |180

5. OBPA3OBATEJIBHBIE TEXHOJIOI'MHN

[Ipu ocBOEHUM AMCUHUILUIMHBI UCIIOJIB3YIOTCS CIEAYIONINE COUYETAaHUS BUIOB
y4ueOHOM paboThl ¢ MeTogaMu M (opMamMu aKTHBU3ALMH IO3HABATEIbHON
JESITEIbHOCTH OaKalaBpoB ISl JOCTHIKCHHS 3allJIAaHUPOBAHHBIX PE3YJHTATOB
oOyueHust 1 OPMUPOBAHUS KOMIIETEHIIUNA:

1. UndpopmManmoHHO-pa3BUBAIOLINE TEXHOJIOTUU. M3ydueHrne TeopeTuueckoro
MaTepuaiga Ha JIEKIHUAX C MCHOJIb30BAaHUEM KOMIIBIOTEPHBIX TEXHOJIOTHI.
CaMocCTOsITENbHOE HM3YyYECHHE CHEIUAIbHOM Yy4yeOHOM M Hay4YHOW JUTEpaTyphl,
BKJIIOUasl JIEKTPOHHBIE CPEACTBAa HH(POPMALIHH.

2. PazBuBaronue mnpoOIIeMHO-OPUEHTUPOBAHHBIE TeXHOJOruu. Pabora Ha
OPAKTUUECKUX  3aHATHUAX C  AKTUBU3ALMEW  MBICIUTEIbHOM  AaKTUBHOCTH,
CIIOCOOHOCTH BHIIETh MpPOOJEMY M BBIOMpATh CIOCOOBI €€ pa3pelieHus (001as
TUCKyccusi, paboTa B KOMaHJIE ¥ MHIANBUAYAIbHAS IESTEIBHOCTD).

3. JIMYHOCTHO-OPUEHTHPOBAHHBIE TEXHOJIOTUU OO0y4YeHHUS. YYeT YypOBHS
CHIOCOOHOCTEW 00y4JaeMBbIX W CO3JaHHE YCIOBHM ISl Pa3BUTHS WHAMBHIYAIbHBIX
CIIOCOOHOCTEW. DTO JOCTUTaeTcs MyTeM MOoa00pa MHAMBUAYAIBHBIX 3aJaHUd U
OOIIeHNUs TpernojaBareNsi €O CTydeHTamMu B (QopMe UWHAMBUAYAIbHBIX
KOHCYJIbTALIUM.

Hnst sddextuBHOrO  (POpMHUPOBAHUS 3AMJIAHUPOBAHHBIX  KOMIICTCHITHIMA
CTYIACHTOB HCIIOJIb3YIOTCS CIIEAYIOIME COYETaHUs BHUJIOB ydyeOHOW paboThl ¢
MeTOoJaMu 1 (popMaMH aKTUBU3ALUU 00pa30BaTEIbHON A TETbHOCTH:

JUis  AOCTMKEHHS TOCTABJICHHBIX IleJIed MpenojaBaHus JUCLMILTAHBI
pealin3yIoTCs CISAYIOLIUE CPENICTBA, CIOCOOBI U OPraHU3aLMOHHBIE MEPOTIPUSTHS:
— H3Y4YEHHE TEOPETUYECKOTr0 MaTepuajia JUCHUIUIMHBI Ha  JIGKIUSAX C
UCTIOJTb30BaHUEM KOMITBIOTEPHBIX TEXHOJIOTHIA;

— CaMOCTOSITEIbHOE M3yYeHUE TEOPETUYECKOTO MaTepHalia JAUCHUTUIMHBI C
UCIoNb30BaHueM  Internet-pecypcoB, uHGOPMaMOHHBIX 0a3, METOIUYECKUX
pa3palboToK, cCeluaTIbHON yueOHOM U HAYyYHOM JIUTEPaTyphI;




— 3aKperuieHHe TEOPETUYECKOro MaTepHuaja IpH MPOBEACHUU TNPAKTUYECKUX
paboT ¢ HMCHOJb30BaHMEM Y4eOHOTO M HAydyHOTro OOOpyAOBaHUS U MPUOOPOB,
BBITIOJTHEHHSI TPOOIEMHO-OPUEHTUPOBAHHBIX, TOMCKOBBIX, TBOPUYECKUX 3a/IaHUH.

6 OHEHOYHBIE CPEJIACTBA JJIAA TEKYHWEI'O KOHTPOJIA
YCHEBAEMOCTH U TPOMEXYTOUYHOM ATTECTALIUU

6.1 KoHTpoJIb 0CBOEHUS TN CHUNIMHBI
KOHTposib OCBOEHMSI JHUCHMIUIMHBI MPOU3BOJUTCA B COOTBETCTBUU C
[lonoxenneM O MPOBEAEHUM  TEKYLIEr0 KOHTPOJS  YCIEBAEMOCTH H
npoMexxyTouHoil — arrectauuu  cryaeHtoB  ®DI'BOY  BO  «KpacHomapckuii
TOCY/IapCTBEHHBIH WHCTUTYT KyJIbTypb». [IporpamMmoil AMCHMIUIUHBI B LENSAX
IIPOBEPKH MPOYHOCTH YCBOCHHSI MaTepHalia IpPEeSyCMaTpUBAETCS IPOBENCHUE
pa3IUYHbIX (OPM KOHTPOJIS.

Texywuti KOoHmMpOIb YCIIEBAEMOCTH CTYAEHTOB MO JUCUUIUIMHE MPOU3BOIUTCA
B CJIEIYIOIIUX (popMax:

- npoOJeMHasi CUTyalluOHHas 3a/1aya, pejuiaraemMas CTyJeHTaM Ha JIEKLIUH,
OpUEHTHPOBAHHAs HA YPOBEHb ayJUTOPHH;

- BOIPOCHl K NPAKTUUYECKUM  3aHATHSAM, [POBEPAIOIIME 3HAHUE
TEOPETHUYECKOr0 MaTepuaa;

- KOHTPOJIBHBIE 3a/laHUs, KEWCBhI, ITPOBEPSIOLIME CTEIEHb YCBOCHHUS
TEOPETUYECKUX W MPAKTHUYECKUX 3HAHWK Ha PENpOIyKTHBHOM U MPOTYKTHBHOM
YPOBHE;

- TECTOBBIE 33J]aHUS HA 3a4YET M0 BCEM pa3zesiaM JAUCIUILUIMHBI, B TOM YHCIIE
U3YYEHHBIM CaMOCTOSITENBHO.

Pa3paGoTanHbple KOHTPOJIMPYIOIIME MaTepuaibl IO3BOJSAIOT  OLEHUTh
CTENEHb YCBOEHUS TEOPETHUECKUX M NPAKTUYECKUX 3HaHWM, NPHOOpETEHHbIE
YMEHHsI U BIIaJICHUE OTBITOM Ha PENpOAYKTHBHOM ypOBHE, KOTHUTHBHBIC YMEHUS
Ha TPOJYKTUBHOM YPOBHE U CIIOCOOCTBYIOT ()OPMHUPOBAHUIO OOIICKYJIBTYPHBIX U
OKuJaeMbIX Mpo(eccrnoHaIbHBIX KOMIETEHIIUN CTYIEHTOB.

Py6eorcnbiti konmpons nipegycMaTpUBaeT OLEHKY 3HAHWM, YMEHUI U HaBBIKOB
CTYJEHTOB IO MNPONACHHOMY MaTrepuandy IO JaHHOW JUCLUUIUIMHE Ha OCHOBE
TEKYIIUX OIICHOK, MOJYYEHHbIX MMM Ha 3aHATUSAX 3a Bce BUAbI paboT. B xone
pPYOEKHOTO KOHTPOJIS UCIOJIB3YIOTCS CIIEYIOIINE METO/IbI OLICHKU 3HAHUI:

- YCTHBIE€ OTBETBHI, MTUCbMEHHbIE Pa0OTHI (pedeparbl, KOHTPOJbHBIE), OLIEHKA
BBITIOJIHEHUSI CAMOCTOSITENIbHON pabOThl CTYACHTOB: paboTa ¢ NEPBOMCTOUYHUKAMM,
pedepaTuBHasi.

Ilpomesicymounwiti KoHmpob 1O Pe3ylibTaTaM CeMecTpa MO JUCLUILIMHE
POXOJUT B (hopme 3aycTa.

6.2 ®OoH/1 OLIEHOYHBIX CPEACTB
O3HaKOMHMBIIUCh C TEMAaTHYECKUM IUIAHOM HW3Y4YEHHS JIUCLUIUIMHBI,

oOy4aronyecs: 00s13aHbl TPUCTYIUTh K MOAOOPY MCTOYHUKOB U JIUTEPATYPHI.
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Pekomenayercsi cHauajga wu3y4aTh HMCTOYHHMKH, a 3aTeM OOIIWE IOCOOus TIO
KaJpOBOMY JEJIOMPON3BOACTBY M CTaThU MO OT/IEIBHBIM KaJPOBBIM JEHCTBUSIM.

3amaHusi AN CaMOCTOSITENIbHOM paboThl JaHbl B pasjesie, MOCBSIICHHOM
TEMAaTHKEe CEMHHAPCKUX 3aHAThi. [IpermonaBarTens Ha 3aHATHIX MPOBOJUT YCTHBIH
OTIPOC ¥ TIPOBEPKY MPEICTABICHHBIX TOKYMEHTOB.

[To wrtoram wu3ydYeHUs IUCIUIUIMHBI HeoOXxoaumo odopMmuth pedepar,
CTPYKTypa KOTOpPOTO BKIIOYACT DJJIEMEHTBI: THUTYJIBHBIM JIMCT, COJEp)KaHUE,
BBEJICHUE, OCHOBHAs YacCTh, 3aKIIIOUEHUE, CIUCOK HCTOYHUKOB W JIUTEPATYPHI.
Ccpuiku B pedepare He 00s3aTeNbHBI, HO BCE OCTAJIbHBIE CTPYKTYPHBIE YacTH
JOJDKHBI ~ COOTBETCTBOBATh  IMPEIBSBISIEMBIM K  IMHUCHBMEHHBIM  paboTam
tpeboBarmsiM. O6beM pedepata ot 10 go 15 crpanuir.

[To uroram u3ydeHHs JUCHUTUIMHBI 00YYaIOUMMHUCS JOJDKEH OBITh 0(hOpMIICH
UHCTPYKTUBHO-METOJMYECKUN JOKYMEHT B BHAe WHCTpYKIMHM IO KaIpOBOMY
nenonpou3BoACTBy. IIpoekT odopmisieTcs B COOTBETCTBUH C TpPeOOBaHHUSIMHU
3aKOHOJATEIbHBIX, HOPMATUBHO-TIPABOBBIX AKTOB W OPTaHU3AI[MOHHO-TIPABOBBIX
JOKYMEHTOB TPEANPHUATHS, PYKOBOJACTBYSCh TIOJTYYCHHBIMA HA  3aHATHIX
3HAHUSIMH.

HToroBasi oOIEHKa 3HAHWW BBICTABISIETCS C YYETOM YCTHBIX OTBETOB,
NpPEJCTAaBICHHBIX TMPOEKTOB TOKYMEHTOB, IO pe3yjibrataM paboThl  Ha
CEMHMHAPCKHX 3aHATUAX, IPoeKTa MHCTPYKIIUH 10 KaJIpOBOMY JI€JIONPOU3BOJICTBY
u pedepara.

IIpuMepbI TECTOBBIX 32IaHUI (CUTYALIMA)
TecTbl 411 caMONOATOTOBKH
1.YT0 Takoe J1e0npor3BOICTBO:
A. oTpacib JAesATeNbHOCTH, KOTOpas OOECleurMBaeT JIOKYMEHTUPOBAaHUE U
OpraHu3aluio padoThl C OPUCHBIMUA JOKYMEHTAMHU

B. cdepa gesarenbHOCTM 1O  OOECHNEUYEHUIO  OpraHu3aluud  O(QHUCHBIMU
JIOKYMEHTaMu

C.  otpacib AesSTeNlbHOCTH, KOTOpasi He 00eCeuynBaeT JOKYMEHTUPOBAHUE U
OpraHu3aIuio padoThl C OPUCHBIMU JOKYMEHTAMHU

ANSWER:

2.Bce obunmanpHbIe TOKYMEHTHI UMEIOT TaKue (hyHKITUU:
A. 0011IHE U CIIelHaIbHbBIE

B. 0011IEe U OCHOBHBIE
C. JIEJIOBBIE U 001ITHE
ANSWER:

3.UTo HE OTHOCUTCS K YUPEIUTEIbHBIM JOKYMEHTAM HOPUINYECKOTO JIUIa?
A. VYcras;

B.  IIportokon cobpanus yupenurenci;
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C.  YupeautenbHbIl JOTOBOP
ANSWER:

4. IlonoxxeHne o0 CTPYKTYpPHOM MOAPA3AEICHUH — 3TO:

A.  0roBOp, CTOPOHBI KOTOPOTO O0S3YIOTCS CO34AaTh IOPUIANYECKOE JINLO U
YCTaHaBIMBAIOT MOPSAOK COBMECTHOM JEATEIBHOCTH MO TaHHOMY (aKTy

B.  mpaBoBOIl aKkT, KOTOPBIN ONpPEAEIIAET CTATYC OpraHu3aliy, €€ 3a/1a4u U
(yHKUIHH, TPaBa, OTBETCTBEHHOCTb, MOPSAOK I€ATEIbHOCTH;

C. MpPaBOBOM aKT, KOTOPBIM YyCTaHaBIMBAeT CTaTyC, (YHKIMH, IpaBa,
O053aHHOCTM M OTBETCTBEHHOCTb CTPYKTYPHBIX NOJpa3feeHul WIM HHBIX
OpraHoB;
ANSWER:

5. o cdepe cBoero nelcTBUS pacopsIAUTENbHBIE IOKYMEHTHI JIEJSTCS Ha:
A.  KOJJIEKTHBHBIC U UHIUBUYaJIbHBIC;

B. dbenepaaIbHOTO  YPOBHS, PETHOHAJBHOTO  YpOBHS, IIPABOBBIC  aKThI
OpraHU3aIUH;

C. MPABOBBIE AKThl OPraHU3alMi, MPABOBBIC AKThl UX CTPYKTYPHBIX
MOJpa3AeeHUI

ANSWER:

6. JlaToil MOMKHOCTHOW HHCTPYKIIMU SBJISICTCS JaTa:

A.  ec€ COCTaBJICHHS,

B.  ee yrBepxkaeHus
C.  o3HaKoMJICHUs C HEW pabOTHUKA.
ANSWER:

7.CocTaB IOKYMEHTOB B OpraHU3allUuU 3aBUCHUT OT:

A.  oObema u XxapakTepa B3aUMOCBSI3€l B OpraHu3aIiu

B. mnopsaka npuHsATHA pelIeHHH (equHOHAYAINE UIH KOJIETHAIBHOCTD)

C.  Bce, mIepevyucieHHOE paHee

ANSWER:

8. Urto Takoe yHU(PHUKAIINS JOKYMEHTOB:

A.  yCTaHOBJIEHWE €IMHOTO KOMIUIEKCa BHJOB U PAa3HOBHIHOCTEH OTYETOB IS
aHAJIOTUYHBIX YIIPABICHYCCKUX CUTYAINHA, pa3pad0oTKa ¢IMHBIX (OPM U MPABUIT UX
cocTaByieHUs], 0hOpPMIICHHE U cOo37laHue TpadapeTHBIX TEKCTOB

B.  ycraHoBieHue HE €IMHOTO KOMIUIEKCAa BHUJOB U Pa3HOBUIHOCTEH
JIOKYMEHTOB JUIsl aHAJOTUYHBIX YIIPABICHUYECKUX CUTYyallui, pa3paboTKa e€TuHBIX
dbopM U MpaBUIT UX COCTABIIECHUS, OPOPMIICHUE U CO3aHKEe TpadapeTHBIX TEKCTOB
C.  yCTaHOBJIEHHE €IUHOTO KOMIUIEKCA BUJOB U PA3HOBUIHOCTEH JOKYMEHTOB
JUTSl aHAJIOTUYHBIX YMPABIEHYECKUX CUTYalluid, pa3paboTka eauHbIX GopM U
MpaBUJI KX COCTaBJICHHS, ODOpMIICHHE U cO3/laHne TpadapeTHBIX TEKCTOB
ANSWER:

9. Uto Takoe rofoBoi 00beM JTOKYMEHTOO0OpOTa:

A.  ucxomHas BEIMYMHA JUIA pacueTa YHUCICHHOCTH HACEJICHUS, OIpEIelICHUs
CTETICHU 3arpyKEHHOCTH CTPYKTYPHBIX MOAPA3ACICHUNA U OTICTBHBIX JIOIEH
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B.  ucxonHas BeaMuMHA AJI pacueTa YUCIEHHOCTH COTPYAHUKOB ciyk0bl IOV,
ONpENENeHUs] CTENEHU 3arpyKeHHOCTH CTPYKTYPHBIX MOJApa3JeieHud U
OTIEIbHBIX  pAaOOTHUKOB,  CPEICTBO  ONpEIEIeHUs  MNOTpeOHOCTEd B
OpPraHM3aIMOHHON U BBHIYMCIUTENIbHON TeXHUKE, BhIOOpa Hambonee 3¢ dekTuBHON
CHCTEMBI PETHCTPAIH JOKYMEHTOB U CIIPAaBOYHOTO armapaTa

C. cpencTBo ompeenacHus MOTPEOHOCTEH B OPTaHU3AIMOHHOW M BEIYHCIUTEIHLHOM
TEeXHHKE, BbIOOpa Hambosee 3PGEeKTUBHON CUCTEMBl PETUCTPALMU TOKYMEHTOB U
CIPaBOYHOTIO anmapara

ANSWER:

10. Yrto Takoe JOKyMEHTOOOOPOT:

A.  BUXKEHHE JOKYMEHTOB B OpraHM3allMM C MOMEHTa WX CO3JaHUs WM
HOJTyYEHUS 10 3aBEPIICHUS NCIIOJHEHUS WM OTIIPaBKU

B.  IBWXeHHE JOKYMEHTOB B OpraHM3allUd C MOMEHTa WX IOJyYEHHUs [0
3aBEpIICHUS ~ WCIONHEHUS  WIM  OTOPaBKM B KOMUTET 1O  JieJaM
HECOBEPILIEHHOJIETHUX

C. moxyMeHT, He TpeOyrommi 0co00ro BHUMAaHHS

ANSWER:

11.BeiOepuTe OCHOBHBIE OTambl MOATOTOBKM U OGOPMJICHHS BHYTPEHHHUX
JIOKYMEHTOB B ouce:

A.  cocTaBiieHHE POEKTa U COrIacOBaHUE

B.  mpoBepka nmpaBuIIbHOCTH OOPMIICHHUS

C.  Bce BapuaHTBHI MPAaBHIbHBIC

ANSWER:

12.YTo BKIIIOUAET B c€0s1 perucTpanus J0KyMeHTa:

A.  mpocraBieHHE PETUCTPAIIMOHHOTO HOMEpa

B. MIPOCTABJICHUE J1aThl
C.  Bce BapuaHTHI IIPAaBUIIbHBIC
ANSWER:

13. CripaBoYHast KAPTOTEKa COCTOUT U3 2 YaCTEH U COJCPIKUT:
A.  KapTOUYKM Ha UCIOJIHEHHbIE JOKYMEHTBI

B.  KapTouku Ha HEUCHOJIHEHHbIE JOKYMEHTbI, HAPABJICHHbIE B CTPYKTYpPHBIE
NOJIpa3IeJCHUs JUIsl O3HAKOMJICHHS U U3yYEHHUS

C. o00a oTBeTa MpaBUIIbLHBIC

ANSWER:

14. lnnuBuayaabHbIe CPOKU UCTIONHEHHUS YKA3bIBAIOTCS:

A. B TekcTe MOHOrpaduit

B. B Tekcre JOKyMEHTa UM B PE30JIIOLIUN

C.  Bpe3omouuun

ANSWER:

15. OcHoBHble (HyHKLINUH, KOTOpbIe oOecnieurBaeT JOY:

A.  maHUpoOBaHUE

B.  yuer u oTyeTHOCTDH, PUHAHCUPOBAHUE U T.J

C. o00a oTBera nmpaBUIbHBIC

ANSWER:
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16.YTO MOHUMAIOT MO/ CITYKEOHBIM TOJIEM:

A.  MecTo B JIOKyMEHTE, KOTOpPO€ HE 3aHATO PEKBU3UTAMH, 32 HCKIIOYEHUEM
pekBusuToB 1, 2, 3, 4, 5, 18, u npeaHasHayeHo MJi 3aKPEIUICHUS] JOKYMEHTa B
TEXHUUYECKUX CPEJICTBAX XPaHCHUS

B.  mecTo, KOTOpOE HE 3aHITO PEKBU3UTAMHU

C. MECTO B JOKYMEHTE, KOTOPO€ 3aHSATO PEKBU3UTAMH, 32 HCKIIIOUCHUEM
HEKOTOPBIX HIOAHCOB

ANSWER:

17. Yro Takoe O1aHK JOKYMEHTA:

A.  HecTaHAApTHBIA JUCT Oymarv, Ha KOTOPOM BOCIIPOM3BOJMUTCS TMOCTOSIHHAS
nH(popMaIus JOKyMEHTa U €CTh MECTO JIJIsl IepeMEHHON nHpOopMaIuu

B.  00a oTBeTa npaBUIIbHbBIE

C. CTaHJAPTHBIN JMCT OyMard, Ha KOTOPOM BOCITPOM3BOJIUTCS TOCTOSIHHAS
uH(popMaIus JOKyMEHTa U €CTh MECTO JJIs IEpEeMEHHON nHpopMauu

ANSWER:

18.YTo0 Takoe yCTaBhbI:

A.  JTOKyMEHTBI, COAICPKaHUE KOTOPHIX UMEET CIY>KEOHYIO TallHy

B.  cloXxHBIE TOKYMEHTHI, CTPYKTYPY U COJIEp’KaHUE KOTOPBIX ONPEICISIOT
caMH pa3pabOTIYMKH

C.  JOKYMEHTBI, CTPYKTYPY U COJAEPKAHUE KOTOPBIX ONMPEACISAIOT HA MECTE
ANSWER:

19. Kak cucreMatusupyrorcs Jiesna B HOMEHKIIaType?

A.  Ilo mpuka3y pyKOBOJHUTEIS;

B.  He umeer 3HaucHus;

C. Ilo crenenu BaXXHOCTHU U UX B3aMMOCBS3H

ANSWER:
20. Yrto Takoe MOKHOCTHAS MHCTPYKITHS:
A.  Oprau3allMOHHO — PACTHOPSAAUTEIBHBIA JOKYMEHT JJTUTEIBHOTO WM

MOCTOSTHHOTO CpOKa JIEUCTBUSA (10 BBEIECHMS HOBOW), B KOTOPOM OIPECIICHBI
HAy4YHO — TEXHUYECKHUE, TEXHOJIOTMYECKHE, (PUHAHCOBBICE U JPYTHME CTOPOHBI
JeSITeIbHOCTH OpraHU3aIuu, €€ MOopa3AeICHUA U T0KHOCTHBIX JIUII

B. JIOKYMEHT, B KOTOPOM OTMEUYEHBI HApYIIUTENIN pacropsiaka THs B oduce

C. MHCTPYKIHUSI AUPEKTOPa, KOTOPYIO HEOOXOAMMO BBINOJHATH B 00S3aTEILHOM
MopsiJiKe

ANSWER:

21. Korna JOKyMEHT SBJISICTCS] UCTIOJTHEHHBIM?

A.  Kak ToapKO TOKYMEHTY IPUCBOEH PErUCTPAllMOHHBIA HOMED;

B. Korna paccmarpuBaeMblii B JOKYMEHTE BOIIPOC pa3pelIeH MOTHOCThIO U
MepernucKa 1o HeMy 3aBEpIICHA;

C. Korma 10KyMeHT NOJIyd4e€H KOHEUHBIM aIpecaToM

ANSWER:

22. Hocutenem nHdopMaIuu siBIsieTCs:

A. co3JlaTelb JOKYMEHTA,
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B.  marepuanbHBIN 00BEKT, KOTOPBIA HY)XEH Jia (DUKCAlMK, XpaHeHUs (U
BOCTIPOM3BEICHUS) PEUEBOM, 3BYKOBOW MJIM N300pa3UTeIbHON HH(OPMALIUY;

C. CTpyKTypHOE TOJpa3eicHe, BBITOJHSAIONEe (YHKINH 10 BEICHUIO
JIOKYMEHTO000pOT

ANSWER:

23. CBOICTBO IOKyMEHTa MOATBEPKIATh ACIOBYIO ACSITEIbHOCTh JINOO COOBITHE
JMYHOTO XapakTepa — 3To:

A.  1opuandeckasi 3HAUUMOCTh JIOKYMEHTA;

B.  ropuanueckas cuia JOKyMEHTa;

C. ayTeHTHYHOCTh

ANSWER:

24. TUNOBBIM CPOKOM HCIIOTHEHHS IOKYMEHTA Ha3bIBACTCS:

A. CpOK  HCHOJHEHHUs, KOTOPbIH  YCTAaHOBJIEH B  OpPraHU3alMOHHO-
pacmopsiAUTEIHLHOM JOKYMEHTE HIIM B PE30JIOINH;

B. cpok wucnomHeHWs, YCTAaHOBJICHHBIA CJIOKMBIIMMCS B OpraHU3aldA
oObIIaeM;

C.  CpOK HCTHOJHEHHS JOKYMEHTa COTJIaCHO HOPMATHBHO-TIPABOBOMY aKTY;
ANSWER:

25. UTo Ha3bIBAETCS CIPABKOM:

A.  (dakTbl, NOCTYKUBIIKE TOBOJAOM K €€ HAITMCAHUIO

B.  1oKkyMeHT, MOATBEP KIAOIIMKN Kakue-T1u00 (PaKkThl MU COOBITHS

C.  JOKyMEHT, IJie MPUBOJSTCS KOHKPETHBIE IaHHbBIC

ANSWER:

26. YaubuuupoBaHHON POpMOI TOKYMEHTA SIBIISIETCS:

A.  dopmynsp JOKyMEeHTa OMPENEICHHOTO BHJIA, KOTOPBIA  COJEPKUT
MOCTOSTHHYIO YacTh TEKCTa;

B. OyMaxHbIi WM BIEKTPOHHBIM INAOJOH C PEKBU3UTAMH, IO KOTOPHIM
OMpeeNsieTcsl aBTOP OPUIUATBHOTO TOKYMEHTA;

C. PEKBU3UT O COTJIACHM OPTraHU3alMK, KOTOpasi HE SIBJISIETCS aBTOPOM
JIOKYMEHTA, C €r0 COJEPKaHuEM

ANSWER:

27. PexBU3HUT JOKYMEHTA — 3TO:

A.  peructpaimoHHBII HOMEpP IOKYMEHTAa;

B. cBeaeHus o mate v UCIOJIHUTEINE IOKYMEHTA;
C. oneMeHT opopMIIeHHS TOKYMEHTA;
ANSWER:

28. [IpeaBapuTeNbHBINA TEKCT TOKYMEHTA, KOTOPBIM JIMYHO TOTOBUT MCTIOJHUTEIH
WJIU COMCIIOJIHUTENb IOKYMEHTA, 3TO:

A DK3EMIUIIP JOKYMEHTA,

B.  npoekr noxkymeHTa;

C.  xomnus JOKyMeHTa

ANSWER:

29. JlenonpousBoACTBO — 3TO:
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A.  1edaTeNbHOCTh M0 JOKYMEHTUPOBAHUIO, TOKYMEHTOOOOPOTY, ONIEPATUBHOMY
XPaHEHUIO U HCTIONIb30BAHUIO IOKYMEHTOB;

B. nmpouenypa co3naHus, THPRXHUPOBAHHS W PETHCTPAIMM BXOJALIEH W
UCXOMSIIEH JOKYMEHTAIIMH OpraHu3allny;

C.  HemocpeaCcTBEHHOE CO3JaHue O(PUIIMAIBHBIX TOKYMEHTOB Ha IPEANPUATAN
ANSWER:

30. Uto Takoe moyioxkeHue 0 CTPYKTYPHOM MOJpa3aeICHUH?

A.  1paBOBOH aKT, KOTOPBIM OIpenensieT CTaTyC OpraHu3alMM, €€ 3aJadu U
(GyHKIUH, [TpaBa, OTBETCTBEHHOCTh, OPSA0K JEATEIbHOCTH;

B. mpaBoBoil akT, KOTOPBI YCTAHAaBIMBAET CTAaTyC, (YHKIUH, IpaBa,
O053aHHOCTM M OTBETCTBEHHOCTb CTPYKTYPHBIX TOJAPA3ACICHUN WJIA HHBIX
OpIaHOB;

C. moroBop, CTOPOHBI KOTOPOTO OOS3YIOTCS CO34aTh IOPUAMYECKOE JIMLO U

YCTaHABJIMBAIOT MOPSIOK COBMECTHOM JEATEIHOCTH MO JAHHOMY (haKTy.
ANSWER:

KoHTponupyembie KOMITETEHITUN

3HaTh 00I1IeNPO(hEeCCHOHAIBHBIE TEOPETUUECKUE U METOIMUYECKHUE OCHOBBI
JIOKYMEHTOBEICHHUS, TOKYMEHTOBEIIECKYIO, ApXHUBOBEITUECKYIO TEPMUHOJIOTHIO,
TEOPUIO TOKYMEHTA, IIpaBujla COCTaBIEeHUs U 0OPMIICHUS TOKYMEHTOB,
MPUHITUIIBI TOCTPOEHUS YHU(DUIIUPOBAHHBIX CUCTEM JJOKYMEHTAIIMH, OPTaHU3AIUIO
JIOKYMEHTOB B KOMIUJIEKCHI M TIPUHIIMIIBI ONIPECICHUS] HAYYHO-UCTOPUUECKOMN U
MPAKTUYECKON IIEHHOCTH JIOKYMEHTOB

Kpurepun ouenku:

- «5» 0ajuToB BHICTaBIIACTCS O0y4Jaroremycs, eciu oH Habeper 90-100 6amos (90
- 100 % npaBUITEHBIX OTBETOB)

— «4» GamnoB BhICTaBIIAECTCS oOydaroemycsi, eciu oH Habeper 80 GaoB (80%
IIPABUJIbHBIX OTBETOB)

— «3» GamnnoB BhICTaBIIAECTCS oOydaronemycsi, eciu oH Habeper 60 GamoB (60%
IIPABUJIbHBIX OTBETOB)

Pa3z06anioBka
Ne 3ananns KoJ-Bo 0aJ1y10B 32 Ne 3aganns KoJ-Bo 0aJ110B 32
NPaBWIbHBIA 0TBET NPAaBUWIbHBIN OTBET
1. 3 16. 3
2. 4 17. 4
3. 3 18. 3
4 5 19 4
5 3 20 2
6 2 21 4
7 4 22 2
8 5 23 3
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9 3 24 2
10 S) 25 3
11 4 26 4
12 2 27 3
13 3 28 3
14 2 29 5
15 4 30 3

KoHTpoJibHBbIE BONIPOCHI /IS IPOBEACHUS TEKYIIEro
KOHTPOJIS
TemaTuka 3cce, pedeparoB, npe3eHTAMA

1. 3HaueHne KaapOBOM TOKYMEHTALIUN B OPTaHU3alIHH.

2. CucreMaTu3alnus U XpaHeHHUE KaJpoBOi JOKYMEHTaIUH.

4. CocTaB KaJpOBOM TOKYMEHTALIUH.

5. KanpoBeie kapTOTEKH.

6. JlokyMeHTBI IO TUMYHOMY COCTaBY.

7. JoKkyMeHTBI, OPOPMIISIOLINE TPYAOBbIE OTHOLLEHUS.

8. TpymoBoii 10roBOp U TPYIOBOM KOHTPAKT, COAECPKAHHE, TOPSAIOK 3aKITIOUCHHUS,
OCHOBHBIE OTJINYMSL.

9. JlokyMeHTHpOBaHUE IBIXKEHUS KAJAPOB.

10. Yaudwukanus kagpoBbIX JOKYMEHTOB.

11. TpynoBble KHUKKHA PAOOTHUKOB.

12. JInunbie Aema COTPYAHUKOB: COCTaB, JOPMUPOBAHUE U XPAHCHHE.

13. CrnennanpHasi JOKYMEHTAIHS KaJAPOBOH CITy>KOBI.

14. CocraB 1 Ha3HAYEHUE JOJDKHOCTHOW UHCTPYKIIUH.

15. Opranu3zanus padoThl KaJpOBBIX CIYKO ¢ MUChMaMU U 00palieHUsIMU
rpaXKaaH.

16. JIokyMeHTHI JIsl BHYTPEHHETO MOJIb30BaHNUsA, pa3pabdaThiBaeMble CITyKOOU
YIPABJICHUS IEPCOHATIOM.

17. JlokyMeHTBI 0 MaTepUaTIbHON OTBETCTBEHHOCTH.

18. Cpoxu xpaHeHHsI KaJIpOBBIX JOKYMEHTOB.

19. IucuummuHapHbIe B3bICKaHUS U TIOOMIPEHUS: TIOPSA0K O(POPMIICHHUS.

20. JIokyMeHTUpOBaHHE OIICHKH JIeATEIHHOCTH IEPCOHAA.

21. KoHTpOJIb UCTIONHEHUS KaIpOBbIX JOKYMEHTOB: Ha3HAUYEHUE, BUJIbI, (DOPMBI.
22. OdopmiieHHEe KOTIUA JOKYMEHTOB.

23. IloaroToBka Jes K apXUBHOMY XPaHEHUIO.

24. TlpaBuna nepeaayu A€ B apXUB.

25. ApXuBHOE XpaHEHHE JIEJ 110 JIMYHOMY COCTaBY.

Bonpoce! k 3a4eTy N0 AUCHUIIHHE
1. IToHsITHE KaAPOBOTO AEIONPOU3BOICTBA.
2. 'ocygapcTBeHHOE peryJIMpoBaHuE KaIpOBOTO JEIO0NPOU3BOICTBA.
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3. PernamenTanus opopmieHus kaapoBbix 1okymeHToB B 'OCTax,
YHU(PHUIIMPOBAHHBIX CUCTEMaX JOKyMEHTALUH, Ki1accupukaTopax TEXHUKO-
YKOHOMHYECKOU 1 cormaabHoi napopmanuu, [[CAOY.
4. CoBpeMeHHas periaMeHTals CO3/1aHMsI KaApOBbIX JOKYMEHTOB Ha YPOBHE
MUHHUCTEPCTB U BEJOMCTB.
5. UHCTpYKTUBHO- METOIMYECKHUE MATEPUAIbl IPEANPUATHA U OpraHU3aLMI 110
CO3/IaHUI0 U OPOPMIICHHUIO KaIPOBBIX TOKYMEHTOB.
6. Paznuuus Mex 1y MHIUBUAYATbHBIM TPYIOBBIM JIOTOBOPOM M IPaXk/1aHCKO-
MPaBOBBIM JIOTOBOPOM.
7. PacniopsiauTenbHas KaapoBasi TOKYMEHTaIMs, BUJIbI U IPABUJIa COCTABJICHUS U
odopMIICHHUS.
8.JlmuHoe neno coTpynHuKa, TpeOOBaHUS K €ro 0(OPMIICHHUIO.
9. PaboTa xaapoBo# CiIyKObI 110 00ECIIEYEHUIO COXPAHHOCTH MEPCOHATBHBIX
JaHHBIX paOOTHUKOB, [lon0XkeHne 0 3anTe NEPCOHANBHBIX JaHHBIX, COTJIacHe
paboTHUKA 32 00PabOTKY U MCIOJIb30BAHHE €TO MEPCOHATBHBIX JAHHBIX.
10. YaudunupoBanusie (popMbl JOKYMEHTOB 10 YUETY U HCIIOTH30BAHHUIO
paboyero BpeMeHu. MeTo/ bl yueTa UCIOIb30BaHHOTO pab0Yero BpeMEHHU.
11. Tlopsinok oopmiieHHs TOKYMEHTOB, YAOCTOBEPAIOIIUX BPEMEHHYIO
HETPYJA0CHOCOOHOCTb.
12. Homenknatypa Aein KaapoBOTo MOApa3IeICHHs.
13. Cpoxu xpaHeHHsI KaAPOBBIX TOKyMEHTOB. OCOOEHHOCTH pabOTHI C
JOKYMEHTaMU KpPaTKUX CPOKOB XpaHEHUSI.
14. ®opmupoBaHue €] U ONEPATUBHOE XPAHEHHUE KaIPOBBIX JOKYMEHTOB.
15. [loaroroBka KapoBbIX JOKYMEHTOB K C/1au€ B BEJOMCTBEHHBIN apXUB,
CIPABOYHO-TIONCKOBAsi CHCTEMA 10 KaJIPOBBIM JJOKYMEHTaM B apXHBE
16.TpebGoBanus apXMBHOTO 3aKOHOJIATEIHCTBA K 00ECIICYEHUIO COXPAHHOCTH
JOKYMEHTOB 110 JUYHOMY COCTaBY.
17. YnupaneHue apXMBHbIM XpaHEHUEM JOKYMEHTOB.
18. IlpaBuiia 3amoTHEHUS U XpaHEHUS TPYAOBBIX KHUKEK.
19. ITakeT TOKYMEHTOB IIPH MPOBEACHUH OLIEHKH IepCoHAaa.
20. IlepedyeHb TOKyMEHTOB U MOPSIIOK UX O(DOPMIICHHS Ha HarpaK/IeHUe
OTpaciieBbIMHU U FOCYAAPCTBEHHBIMU HarpaJaMHu.

Bonpocekl k 3k3aMeHy 110 JUCHUIJIMHE
1. IIpeamer u MecTo «YTpaBiaeHUsI IEPCOHATIOM)» B CUCTEME HAYK.
2. CtpykTypa 3HaHHMI HayKu «YTIpaBieHHE IEPCOHATIOM» U €€ MpaKTUYecKas
3HAYUMOCTb.
3. «YmpaBieHue MepcoHaAIOM» Kak yueOHas JUCIUIUIMHA, TOHSATHE
poheCCHOHAIBHOM, COIMAIbHOM, METOIMYECKON M BPEMEHHOM KOMIICTEHTHOCTH.
N3yuenue «YnpaieHus nepcoHaaom» B Poccun.
«YTpaBiieHuE IEPCOHATIOM» B UCTOPUUYECKOM MEPCTIEKTUBE.
YuclieHHOCTh TIEpCOHAlIA.
JIBrKeHue epcoHasa v ero aHajus.
Kareropuu nepconaina.
Crpykrypa nepcoHaa.

©ooN O A
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10.Cucrema ynpaBiieHUsI IEPCOHATIOM.

11.Cayx0bI epcoHasia 1 OCHOBHbBIE HANPABICHUS UX JAEATEIbHOCTH.
12.CoBpeMeHHbIe HyHKIIUH CITY>KO TIepCcoHaa.

13.Metozap! yrpaBiIeHUS IEPCOHATIOM.

14.®yHKIIMU MEHEIKepa Mo epCoHaly.

15.KagpoBas nonuruka.

16. Tunbl KaIPOBOY MTOJTUTHKH.

17.Dtanbl OCTPOEHUS KaJIpOBOM MOJUTHKH.

18.YcnoBus pa3pabOTKu KaIpOBOM MOJIUTHKHU.

19.KanpoBoe mianupoBaHue EpCoHAA.

20.MeTobl TITaHUPOBAHUS TIEPCOHAA.

21.Buapl IUIAHOB TI0 TIEPCOHAIY.

22 .1lpuBnedenune nepcoHaia.

23.0cHoBBI 0TOOpaA MEepcoHaa.

24 .Tlporecc oTO0pa nmepcoHarna.

25.[IpuBiieyeHne KagpoB Ha OCHOBE JOTOBOPOB I'PAXKAAHCKO-TIPABOBOTO
XapakTepa.

26. BBenieHue B 1OIKHOCTD U €10 (POPMBI.

27.0co06eHHOCTH aJanTaluy epcoHarna.

28.Metoabl 0TOOpa MepcoHala.

29.IloHsATHE U OCHOBHBIE TEHACHIIMM PAa3BUTHUS NIEPCOHAIA.
30.Opranuzanus npohecCUOHAIBHOTO O0YUYCHUS.

31.DopmMBI TOMTOTHUTEIBHOM TOATOTOBKHU IIEPCOHANA.
32.IloBbIIeHHE TPOPECCUOHATIBHOIO MaCTEPCTBA MEHEKEPOB.
33.0Opranuzanys npoiecca aTTeCTaluu.

34. OneHKa NOJYMHEHHBIX PYKOBOJAUTEIIEM.

7. YYEBHO-METOIWYECKOE W HWH®OPMAIIMOHHOE
OBECIEYEHUE TUCHUATUIMHBI (MOIYJIS)

7.1 OcHOBHas IuTEpaTypa

1. Kynses, H. H. J[oxkymentoBenenue : yueOoHuk / H.H. Kynses,
. H. VYpanos, A. I'. ®a6puuroB. — Mocksa : Jloroc, 2011. — 356 c. — (HoBas
YHUBEpPCUTETCKasgs Oubmmorexka). — Pexum jgoctyma: 1o  MOANHCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=84880 (mara oG6pameHus:
12.05.2023). — ISBN 978-5-98704-329-8. — TekcT : 37€KTPOHHBIH.

2. KondwunenmuaapHoe ASIONMPOM3BOACTBO M 3AIMINCHHBIA 3JICKTPOHHBIN
IoKyMeHTooOopor : yueOnuk /[  A.T. ®abpuunosB, A.C. JI¢MyIIKHUH,
T. B. Kongpamosa, H. H. KynsieB. — Mocksa : Jloroc, 2011. — 452 c. — (HoBas
YHUBEpCUTETCKasg OuOamoTeka). — Pexxum goctyna: mo moJIucKe. —


https://biblioclub.ru/index.php?page=book_red&id=84880
https://biblioclub.ru/index.php?page=book_red&id=84880
https://biblioclub.ru/index.php?page=book_red&id=84880
https://biblioclub.ru/index.php?page=book_red&id=84880
https://biblioclub.ru/index.php?page=book_red&id=84880
https://biblioclub.ru/index.php?page=book_red&id=84996
https://biblioclub.ru/index.php?page=book_red&id=84996
https://biblioclub.ru/index.php?page=book_red&id=84996
https://biblioclub.ru/index.php?page=book_red&id=84996
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URL: https://biblioclub.ru/index.php?page=book&id=84996 (mara oGpamieHus:
12.05.2023). — ISBN 978-5-98704-541-1. — TeKcT : 3JIeKTPOHHBIH.

3. Cromspos, 0. H. JlokymenTomnorus : yaednoe nmocodue / FO. H. Cromnsipos ;
OprioBCKHMIT TOCYIApPCTBEHHBIM HWHCTUTYT HCKYCCTB W KyJabTypbl. — Open
lopuzont, 2013. — 370 c¢. : w1 — Pexum [gocTyma: 1O TMOAMNHCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=276208 (mata oOGpameHus:
12.05.2023). — bubmmorp. B kxH. — ISBN 978-5-904977-37-5. — Tekct
AJICKTPOHHBIM.

4. VYmnpapieHue TOKyMEHTallMel U apXuBaMH 3a pyOekoM : yueOHoe nmocooue :
[16+] / coct. C. B. Makapuyk, C. Il. 3Bsarun ; KemepoBckuil rocyapcTBEHHBIM
yHuBepcuteT. — Kemepono : KemepoBckuii rocynapctBeHHblil yuuepcurtet, 2019.
— 274 C. — Pexum JOCTyma: 10 ITOAIIUCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=574229 (mara oGpameHus:
12.05.2023). — bubmmorp. B kH. — ISBN 978-5-8353-2361-6. — Tekct

AIEKTPOHHBIN.

7.2 JlonoJIHUTe/ILHAS JINTEPaTypa

1. Kypasnesa, 1.B. XKypasnera, M.B. KanpoBuky — Bce 0 mnpukasax,
KaJpOBbIX U HeKaApoBeIX. — M.: UH®PA — M, 2007. - 517c.

2. KacesaoBa, I.1O. Ilpuem u yBOJbHEHHE pPAaOOTHUKOB C yUETOM BCEX
u3MeHeHud 3akoHomatenbctBa /Ilog pemak. [.}HO.KacesnoBoit (1l-¢ wm3m.,
nepepadotanHoe u gom.) — M.: ABAK,2010.-200c.

3. Opnosckuii, FO.I1. Ky3neuos, [.JI. bemunkas, N.5. Kopskuna, HO.C.
KanpoBoe nenonpousBoicTBo (1paBoBbie OCHOBBI). [IpakTiuueckoe mocodue.
/OTBETCTBEHHBIN peAaKkTop JOKTOp Iopuaudeckux Hayk, mpodeccop HO.II.
Opnosckuii. — M.: FOpuanueckas ¢pupma «Kontpakt», 2009. — 239c.

4. Tpyxanosuu, JI.B. Iyp, MHJI. ChopaBoyHuk 10 KaapOBOMY
JIeJIOTIPOU3BOICTBY.- 5-¢ u31., nepepad. — M.: U3narensctBo «/lemo u CepBucy,
2007. - 608 c.

5. UykoBenkoB, A.lO. Sukoas, B.®. [IpaBuna odhopmieHus JOKyMEHTOB:
Kommentapuit k¥ T'OCT P 6.30 — 2003 «YHHPUIIUPOBAHHBIC CHUCTEMBI
JIOKYMEHTAIUH. YHuduuupoBanHas cucrema OpraHu3aluOHHO-
pacnopsaauTeabHON JoKyMeHTauuu. TpeboBaHusi K OPOPMIIEHUIO JOKYMEHTOBY. —
2-e u31., nepepad. u non. — M.: TK Ben6u, Uzn-so IIpocmexT, 2005. — 216¢.

9.3 NHTEpHET — pecypcChl: I0OpUanYecKas mpaBoBasi cucteMa — ['apaHT;
opuaudeckas npaBoBas cucreMa — KoncynpranT [lntoc.

7.3 Ilepuoanyeckue u3IaHUuA
Kypnan «YnpaBneHue nepcoHanoM»

7.4 UnTepHeT-pecypcehl
1. DnexkTpoHHBIE KypChl JIEKIMH, yueOHbIE U METOJUYECKHE MOCOOUsS Ha
KOPIOpAaTUBHOM caiiTe Kadeaphl COIMOJOTUM, TICUXOJOTMM U TpaBa B
KOPIIOPaTUBHOW CETH YHUBEPCUTETA.
2. Tlopran «Apxusbl Poccun» [DneKTpoHHBIN pecypc]. DIEeKTpOH. 1aH. —
M.: Pocapxus, 2001. — Pexxum noctyma: http://www.rusarchives.ru;


https://biblioclub.ru/index.php?page=book&id=84996
https://biblioclub.ru/index.php?page=book_red&id=276208
https://biblioclub.ru/index.php?page=book_red&id=276208
https://biblioclub.ru/index.php?page=book_red&id=276208
https://biblioclub.ru/index.php?page=book_red&id=276208
https://biblioclub.ru/index.php?page=book_red&id=276208
https://biblioclub.ru/index.php?page=book_red&id=574229
https://biblioclub.ru/index.php?page=book_red&id=574229
https://biblioclub.ru/index.php?page=book_red&id=574229
https://biblioclub.ru/index.php?page=book_red&id=574229
https://biblioclub.ru/index.php?page=book_red&id=574229
https://biblioclub.ru/index.php?page=book_red&id=574229
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3.  Bcepoccuiickuii HAY4YHO-UCCIIEAOBATEIbCKUMN WHCTUTYT
NoKymeHToBeeHuss u apxuBHoro nena (BHUMIA) [DnektpoHHBI pecypce].
Onextpod. gan. — M.: BHUMWIAJ, 2010. - Pexum pgocryna:

http://www.vniidad.ru;

4.  Odunuansueiii caiit komnanun «Koncynprant [lnrocy [DnekTpoHHBIM
pecypc]: 3akoHOmaTtenbcTBO P®: KOIEKCHI, 3aKOHBI, YyKa3bl, IOCTAHOBIICHUS
npaButenscTBa P®. DOnekrpon. man. — 1997. — Pexum pgocryma:
http://www.consultant.ru.

Nudopmanmonno-npaBoBoit moprtan «['apant» [DnekTpoHHBIN pecypc]:
3aKoHO/IaTeNbCTBO (KOJEKCHI, 3aKOHBI, YKa3bl, mocrtaHoBieHus1) PD, ananutuka,
KOMMEHTapuu. OJnekTtpoH. pgaH. — M.: HIIOI «I"TAPAHT-CEPBUC-
YHUBEPCUTET», 2010. — Pexxum mnoctyma: http://www.garant.ru/

7.5 MeTtoanyeckue yKa3aHus 1 MATEPUAJIbI 10 BUIAM 3aHATHH

Texymass camocrosiTenbHas pabotra mo aucHuruimHe «OpraHu3aius
KaJIpOBOI0 JIEJONPOU3BOJACTBA M YIPABICHUE IIEPCOHAIOM» HalpaBIeHA Ha
yrayOJeHne ¥ 3aKperieHUe 3HaHWM, Ha Pa3BUTHE NPAKTUYECKUX YMEHUH H
BKJIFOYAET TaKUe BUBI pabOT:

— paboTa ¢ JIEKIIMOHHBIM MaTepHaioM;
— paboTa ¢ pEeKOMEHJI0BAaHHOW JUTEpaTypol MpH MOATOTOBKE K MPAKTUYECKUM
3aHSITHIM;
— TMOJrOTOBKA K KOHTPOJIbHBIM padoTaM;
— MOMCK M 0030p JUTEpaTypbl M 3JIEKTPOHHBIX HCTOYHMKOB MH(POpPMAIUH IO
WHIMBHUIyaJIbHO 331aHHOM npobieme Kypca,
— omepexaronias caMoCTOsITeIbHas paboTa,
— H3yYEHHE TE€M, BBIHECEHHBIX HA CAMOCTOSTENBHYIO MPOPAOOTKY
— TMOATrOTOBKA K 3a4ETy.

Pexomenpauuu 1mo opopmMJIeHUI0
— KontponbHas paboTa u3naraercs Ha CTaHAAPTHBHIX JucTax (opmarta A4 (mns
CTYJICHTOB 3a04YHOU (hOpMBbI OOYyYEHHUS) WJIM B DJICKTPOHHOM BHJIE B TEKCTOBOM
daiine Tuna rtf wim pdf 1 B BUIe KOMIBIOTEPHOW IPE3CHTAIHH.
— Pabora nomkHa COCTOSTh U3 CIEYIOUUX Pa3/IeoB:
— BBejaenue: nenu v 3a1auu padoThl, KpaTKas XapaKTepUCTUKA 00bEKTa,
— Pe3ynbrarel moucka W BBIOOP KOMIIBIOTEPHBIX CHUCTEM (WJIM CAaMTOB) s
Barmrero o0nexra,
— AHanuTH4YecKas 4acTb C ONMUcaHueM Ou3Hec mpoiieccoB Barero oobekra (mim
paszielioB caiita),
— Tabmunma ¢ ¢akrorpa@uueckuMu MaTepuaiaMu XapaKTePUCTUK CHCTEM
(CTpYKTypbl pa3iau4HbIX caiiToB). OnucaHue KPUTEPUEB U METOJMKH CPABHEHUS
cUCTEM (CaiTOB),
— Pesynbrar. 310 000CHOBaHME BBIOOpA JydIliel cucTeMbl st Barero o0bekTa;
bopMynupoBaHUe NPEUIOKEHUA MO JIONOJHUTENbHOM aBTOMaTH3alMu OH3HEC-
nporueccoB Ha BaiieM 00bekTe ¢ KOHKPETHBIM YKa3aHUEM T€X KOHKYPEHTHBIX



http://www.consultant.ru/
http://www.garant.ru/
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NPEUMYIIECTB, KOTOpPbIE€ MOJYYUT OOBEKT Tocie BHeApeHus  Bammx
NPEJIOKEHHUM: CHIDKEHHE 3aTpaT pa3iMyHbl PECypCOB, MOBBIIICHHE KadyecTBa
yCITyT, MPUBJICYEHNE HOBBIX KIINEHTOB.

— BBbIBOJIBI: KpaTKue UTOTH (Pe3yiabTaThl) pabOTHI.

— CHOHcoK UCIOIE30BaHHOM TUTEPATyphl U HHTEPHET PECYPCOB.

— OObeM pabotbl He orpanuueH. OObuHO 3T0 12 — 20 cTpanui dopmara A4
mpudtom Ne 12, Ho He MeHee 8 crTpanun u 15- 20 cnaiiioB KOMIBIOTEPHOM
npeseHTauuu. s HazBanue (aiina, cogepxaiiero paboTy, CleIyeT UCIOJIb30BaTh
dbamMuIMIo CTyIeHTa M HOMEP Y4eOHOM TPy

— Pabotbl, o0bemom cBbiie 12 cTpaHUWI, AOMYCKAeTCsl NPEACTaBIATh Ha
KoMnakT-aucke. [Ipu »ToM Ha OyMaXxHOM HOcHUTele O(pOPMISIETCS TUTYJIbHBIH
JIUCT, BBEJICHUE, CBO/IHAS aHAIUTUYECKAs TaOJUIA, BEIBOIBI U TIpeIokeHus. J{uck
noamuceiBaercs (OUO crynenra, rpymma, Tema pabOThl) M BKIJIAJIBIBACTCS B
KOHBEPT, MPUKJICEHHBIN K MOCcHeaHel cTpaHulle paboTel. JJisi mpeaBapuTebHOTO
IPOCMOTpa M PELEH3UPOBAaHUS pabOTy CienyeT IMepeciaTh MPEenojaBareiio Ha
azpec ero aJeKTpoHHOM mnouThl. [locie omoOpenus mpemnopaBaTeneM, paboTta
claeTcs TmpenojaBaTento. Pe3ynbTaroM  MOJOKUTETBHOM  OIEHKH  paboTh
asisiercss 3SAUET.

7.6 IlporpamMHoOe o0ecrieuenune

1. Adobe Master Collection CS 6

2. MS Windows Bepcuu XP, 7,8,10

3. MS office professional plus 2007 MS office professional plus 2010

4, T'apaHT

5. Koncynbrant +

6. Cucrema Jleno 8.5

8. MATEPHUAJIBHO-TEXHUYECKOE OBECIIEYEHUE
JTACHUILINHBI (MOLY.JIST)

KomrmbroTepHbie Ki1acchl, MyJIbTUMEIUNHOE 000pYI0BaHHE.

[TpaBoBas cucrema «Koncynbrant ILmrocy» (wiu «["apanty).

Jl7i OCBOGHMSI JAHHOM AUCLMILTUHBI HEOOXOIUMO CIEIYIOIIee TEXHUIECKOe
OCHAILIEHUE:

- MYJbTUMEIUNHBIA IPOEKTOpP, IOJAKIIOUYEHHBIH K IIEPCOHATIBHOMY
KOMITBIOTEPY B JIOKAJIbHOM ceTu (padodee MECTO MpernojaBaresisi U pabodyee MeCTo
JUTSL IEMOHCTpAIMK MPe3eHTAUi CTYIEHTaMu),

- paGouuWe CTaHUWMU [Js CTYACHTOB - MEPCOHAJIbHBIE KOMIIBIOTEPHI C
npoiieccopom He Hike Pentium 4 u onepaTuBHO# MamMAThIO He MeHee 3 GD,

- GPS HaBurarop ¢ pyccupuinmupoBaHHON KapToil Poccuu ¢ aBTOHOMHBIM
MATAHUEM U pa3MEpPOM SKpaHa HE MeHee 4 II0MOB, UHTEPHET-PECYPCHI
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JlomoTHeHHsI 1 U3MEeHEeHHU S
K paGodeii mporpaMmme y4eGHON IHMCHHNINHBI (MOXYJIsT)
Ha 2023-2024 y4. rox

B pa6ouyro nporpamMmy yueOHOM JUCITUIIIMHEL BHOCATCS CIEAYIOIINE H3MEHECHHS:
° OGHOBIIEH CIIHCOK OCHOBHOM U JOTIOJIHUTEIBHOH TUTEPATYPEL.

o BHeceHBI H3MEHEHHS B TEMAaTHUYECKMIl IUIaH OCBOECHHS IUCLHMIUIHHEL I10
BHIAM YYeOHOW [EeATENFHOCTH M BHIBI CAMOCTOSTENBFHOH (BHEayIMTOPHOI)
paboTEhL

° BHeceHbl W3MEHEHUsI B OLIGHOYHEBIE CpEACTBa IS TEKYIIEro KOHTPOILL
YCIIEBAEMOCTH ¥ IIPOMEKYTOYHOM aTTEeCTallHH.

®

JlomonHeHuss W W3MEHEHHS K pabouel IIporpaMMe pacCMOTPEHBI M PEKOMEHJIOBaHBI Ha
3acenanuu Kadeapsl HHGOPMAIMOHHO-OUOIHMOTEIHOR AEATENBHOCTH U JOKyMEHTOBEICHHUS
IIporoxomn Ne 1 ot «28» aBrycra 2023 r.

Vcnonaurens(n):

Houent xabenpet UB{ull/ £ 4’/2; /A.C. Marseesa/ /fﬂ Qp/ Or.

/ ¥
3apenyromuit kadpeaport UbIu/l/ // , /O.M. YpxymoBa/ L8058 Lo




