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1 Ieau ¥ 32724y U3yYeHHUsI JUCHUNIHHBI (MOYJIs1)

1.1 Iean ocBOeHUsI AUCHUTNJIMHBI.

Ilenblo OCBOGHUS AUCLUILUIMHBI «/|OKYMEHTALIMOHHOE OOEcleueHHe YIPABICHUS IEPCOHATIOM>
aBisieTcss (POPMUPOBAHHE CIOCOOHOCTH Y OOYYalOIIMXCs HCIIONb30BaTh OCHOBBI IIPABOBBIX 3HAHHWH B
pasnUYHBIX cdepax AeATeNbHOCTH. A Takke  CQOPMUPOBATH HABBIKM IO OpraHMU3alMU paboTel C
OpraHU3allMOHHO-PACTIOPSIUTEIBHON U HH(OPMALIMOHHO-CIIPABOYHON JOKYMEHTAINEH, perimaMeHTHPYyoLen
JEATENIBHOCTh JOMKHOCTHBIX JIMII OpraHu3aluy, (YHKIUM U IPOLETYphl YIPaBICHHUS IEpCOHAJIOM B
opraHuszalnuyd. YMeHHe NPUMEHSTh B JalbHeHIed npopeccHoHaIbHOM AeITeIbHOCTH IOMydYeHHBIE 3HAHUS B
pa3paboTke M BHEIAPEHUH IpPO(ECCHOHATBHBIX, B TOM YHCIE KOPIOPATHUBHBIX CTAHAAPTOB B 00JacTH
YIPaBJICHUS MEPCOHATIOM, YMEHHME COCTaBJISATh OMHMCAHMS U paclpeneisaTh (YHKIUH U (QYHKIHOHAIbHBIC
00SI3aHHOCTH COTPYIHHKOB, a Taloke (YHKIUM IOAPA3/eNIeHUH pa3HOro ypOBHS (KapThl KOMIIETEHIIUH,
JOJIKHOCTHBIE MHCTPYKIUH, IIOTOKEHHUS O TIOAPA3IEICHHIX ).

1.2 3agauu JMCIUIIHHDI.

— MOKa3aTh pPojb JOKYMEHTOB B c(hepe Mpasa, yIpaBiIeHHs, B 5KOHOMHUKE, B COI[HAIBHBIX IIpOIleccax;

— TIPOCJIEUTH B3aMMOCBSI3b HHPOPMAIMU U JOKYMEHTA;

— J1aTh CTYAEHTaM CHCTEMHOE MIPE/ICTaBICHUE OCOOEHHOCTEN COCTaBIECHUS U 0(hOPMIICHHS Pa3THUHBIX
BUJIOB U Pa3sHOBUAHOCTEH OKYMEHTOB, 3HAHHS OCHOBHBIX IOHSTHII, TIOJOXKEHUH, CYIIHOCTH W NPUHIUIIOB
JOKyMEHTAI[MOHHOT0 00eCIIeueH sl YIIPaBIICHNUS;

— copmMupoBaTh palLMOHAIBHBIE IOAXOABI K OpPraHM3aIllMH JIOKYMEHTAIlMOHHOTO OOECIeUCHHUS
YIIPaBJICHHUS TIEPCOHAIIOM;

— Pa3BUTh Yy CTYICHTOB NPAKTHYECKME HABBIKM B COCTABICHHM PA3JIMYHBIX BUIOB JOKYMEHTOB,
OpraHU3aLiy AEIONPON3BOACTBA IPUMCHUTEIHFHO K COBPEMEHHOM YIIpaBIEHUECKON AESTEIFHOCTH, OCOOCHHO
B OpraHax roCyJIapCcTBEHHOI'O yIIPaBICHUS.

1.3 MecTto aucuuiuinHbl (MOAyJisi) B CTPYKType 00pa3oBaTe/bHOI NPOrpaMMBl.

Hucrmmmaa «J{oKyMEeHTaIlOHHOE O0ecIIeueHHEe YIPaBICHUS IEPCOHATIOM» OTHOCHUTCS K 0a30BOM
yactu bnoka 1 "Jlucrummunel (Momysu)" y4eOHOTo TUTaHa.

B MeToamyeckoM IutaHe TUCHMIUIMHA ONUPAETCs Ha 3HAHWUS, TOMyIEHHBIC IIPH H3YUYCHUH CIETYIONIINX
yuebHBIX KypcoB: «IIpaBoBenenne», «KympTypa peun u aenoBoe odmienney, «MHPOpMaIIOHHBIE TEXHOIOTHH
B YIIPaBIICHUH ITepCOHAIOM», « TpymoBoe mpaBoy, «OCHOBHI KaJpOBOM IIOMTUTHKH U KaIPOBOT0 INIAHUPOBAHUSD),
«YTpaBiieHHE TIEPCOHATIOM OpraHU3aInNy, «PeriaMenTanus 1 HOpMAPOBAHKE TPYAay U JIp.

1.4 llepeyeHb NJIAHUPYEMBIX Pe3yJbTATOB 00Y4YeHHs MO AUCHUILIUHE (MOIYJII0), COOTHECEHHBIX
¢ IVIAHMPYeMbIMM pe3yJIbTATaAMH 0CBOEHUs 00pa30BaTeILHOI MPOrpaMMBblI.

W3ydenue naHHOW y4YeOHOM NMUCIUIUIMHBI HaNpaBlieHO Ha (OPMHpPOBaHHME Yy OOydaromuxcs
crenyronux npodeccuonadbHbix Kommnerennuii: OK-4; T1IK-10;  TIK-12; ITK-13; TIK-17.

WNuanexc B pesynbraTe n3ydeHus yueOHOW AUCIIMIUTHHEI
No o Copepxanne KOMIETSHIINH pesy i i
KOMITETe N 00ydJaronecs JOIKHBI
ILII. (wm e€ yacTy)
HITHH 3HATh yMeTh BJaJIeTh
OK-4 CriocoOHOCTB UCTIONB30BaTh | 0a30BBIC
OCHOBBI TPaBOBBIX 3HAHWU | aCHEKTHI IIPaBa, 3IIEMEHTaPHBIMH
aHAJM3HPOBA
B pa3IMYHBIX chepax TIOHSITHE U T 1IDABOB HaBbIKAMH PabOTHI
IEATETFHOCTH CYIIHOCTD P Yo e HOPMAaTHUBHBIMH
HH(POPMAIIHIO
HOPMAaTHBHBIX aKTamu
aKTOB
1. [1K-10 3nanune TK PD u uHbIX HOPMaTHBHO- MIPUMEHSATh HaBbIKAMH
HOPMAaTHBHEIX IIPABOBBIX IIpaBOBYIO 0a3y HOPMATHBHO- | o(opMIICHUS
AKTOB, COZIEP)KAIIAX HOPMBI | KaJIpOBOM TIPABOBEIC JOKYMEHTOB T10
TPYIOBOTO IIpaBa, 3HAHHE paboTHI B JOKYMEHTHI B | IBHYKEHUIO KaJpOB
nporeayp npuema, Poccuiickon MPAKTUYECKO | B OpraHU3alH 1
YBOJIbHEHUS, IEPEBOA Ha ®denepanuu it pabote COMPOBOKIAOIICH
IpyTyio paboty u JIOKYMEHTAIIHU
MepeMeIIeHus epcoHaa B
cootBercTBuu ¢ TK n
BJIaJICHHEM HAaBBIKAMH
oopmieHHS
COMPOBOXKIAOIIEH
JOKYMEHTAIU!
2 [K-12 3HaHNE OCHOB Pa3pa0OTKH M | OCHOBEI OpPraHW30BBIB | HAaBBIKAMU
BHEJpPEHUs]  KaJpoBOM U | pa3paboTku aTh oopmteHHS
yIpaBIeHYECKON KaJpoBOH MPOLIETyPBI pe3yIbTaToB




WNupexc B pesynbrare usyueHus yaeOHON TUCHUTUINHBL
Ne ConeprkaHue KOMITCTCHITHH 6
oy, | ommere (i €& wacri) 00ydJaronecs JOKHBI
HIMH 3HATh yMeTh BJIAIETH
OK-4 CnocoOHOCTh HUCITONIB30BaTh | 0a30BBIC
OCHOBBI TIPAaBOBBIX 3HAHWU | aCHEKTHI MPaBa, JJIEMEHTAPHBIMU
B pa3IMYHBIX chepax IIOHATHE U AHATHM3IPOBA | o rkamu paboThI
JIESITENLHOCTH CYIIHOCTb T TIPAaBOBYIo C HOPMATHUBHBIMU
UH(pOpMAaILIHIO
HOPMATHBHBIX aKTaMH
aKTOB
JOKyMEHTAINH, JIOKyMEHTAIINH, peryJIupoBaH | KOHTPOJS 3a
ONTHMM3AIIH ee COCTaB, | M TPYAOBBIX | TPYIOBOU u
JOKYMEHTOO00pOTa U CXEM | TOPSI0K OTHOIIIEHHI HCITOJIHUTEIHCKOM
(hYHKITMOHATBHBIX JBUKCHUS IUCIUILIMHON
B3aHUMOCBSI3€il MEXIY | JOKyMEHTAIUU (cocraBreHune
NOJPa3ICICHUSIMUA,  OCHOB JIOKyMEHTOB o
pa3paboTKu U BHEAPEHUS IOOLIPEHUAX u
HpOLENYp  PEryIupOBAHUS B3BICKAHUSX);
prZ[OBI)IX OTHO]J.[BHI/IIZ 158 HaBbIKaAMH
COIPOBOXKAAIOIIEH O3HAKOMJICHUSI
HOKyMeHTa]_H/II/I COpr}IHI/IKOB
OpraHu3aIuu c
KaJpoBOH
JIOKyMEHTalen u
JIEHCTBYIOIIMMH
JIOKAJIbHBIMHAU
HOpMaTI/IBHLIMI/I
aKTaMHu;
HaBBIKAMU
COCTaBJICHMS
KaJpOBOM
OTYETHOCTH
3 TIK-13 YMeHue BecTH KazapoBoe | 3HATh  OCHOBHI | Bectn HaBBIKAMHA 1o
JIEITOTTPOU3BOICTBO U | KaJpoBOro KaJIpoOBOE 00€eCTICUEHH IO
OpPTraHM30BBIBATH APXUBHOE | JEMOMPOU3BOACT | JACTONPOU3BO | 3aIUTHI
XpaHEHHE KaJIpOBBIX | Ba JICTBO MEPCOHATILHBIX
JIOKYMEHTOB B COOTBETCTBUU OpPraHHU30BaTh | JAHHBIX
c JICHCTBYIOIIIMMH apXUBHOE COTPYIHHKOB.
HOpPMaTHBHO-TIPAaBOBBIMHU XpaHeHue
aKTaMH,  3HAaHHE  OCHOB KaJIPOBBIX
KaJIpOBOM CTATUCTHKH, JIOKYMEHTOB B
BIIaZIEHHEM HaBBIKAMH COOTBETCTBHH
COCTaBJICHUS KaJIpOBOM c
OTYETHOCTH, a TaKKe JICHCTBYIOIIH
HaBLIKAMM  O3HAaKOMJICHMS MM
COTPYIHUKOB OPTaHH3AIHU C HOPMAaTHBHBI
KaJIpOBOW JIOKyMEHTAITUeH W MM
JICHCTBYIOIIIMMHA MIPaBOBBIMH
JIOKAJIBLHBIMA aKTaMu
HOpPMaTHBHBIMH aKTaMH,
YMEHHE 00ECIeUnTh 3allUTy
MTePCOHAITLHBIX JTAHHBIX
COTPYIHHUKOB
4 [K-17 3HaHUE OCHOB Pa3pabOTKU M | OCHOBBI COCTaBJIATh HaBbIKAMH
BHEPEHUS pa3pabOTKH  H | ONMHCaHUs pa3paboTKH  KapT
MpopeCCHOHANBHBIX, B TOM | BHEAPEHUS JOJDKHOCTHBI | KOMIIETEHIIHHA,
YHCIIE KOPITOPATHUBHBIX | KOPIOPATHBHBIX | X JIOJDKHOCTHBIX
CTaHIApPTOB B  00JaCTH | CTAaHAApPTOB B | HHCTPYKIUW | MHCTPYKIUH,
VIpaBICHUS  MEPCOHANIOM, | OOJACTH ITOJIOXKEHHI o}
YMEHHE COCTABJISITh | YIPABICHHS MOIPA3ICICHUAX
ONMUCAHUSI M PACIPEICIATh | MEePCOHATIOM




Unnexc B pesynerare u3yueHus ya4eOHOH TUCIUTUTAHE
Ne ConeprkaHue KOMITCTCHITHH
KOMITETE . o0yyaronecs JOJIKHBI
ILII. (i e€ yactn)
HITHH 3HATH yMeTh BJIATIETh
OK-4 CriocobHOCTh UCTIONB30BATh | 0a30BBIE
OCHOBBI TIPAaBOBBIX 3HAHWU | aCHEKTHI MPaBa, JJIEMEHTAPHBIMU
aHaJIN3UPOBa
B pa3IMYHBIX chepax TIOHSITHE U T npasosvio | HABPIKaMH paboThI
JeSITeITbHOCTH CYIIHOCTb P Y C HOPMATHUBHBIMU
UH(pOpMAaILIHIO
HOPMATHBHBIX aKTamu
AKTOB
byHKIIUH u
(GyHKIMOHATBHBIE
00s13aHHOCTH COTPYAHUKOB, a
TaKkKe ¢$yHKIUN
no/ipa3eIieHu pazHoro
YPOBHS (kapThI
KOMITETCHITUM,
JIOJDKHOCTHBIE WHCTPYKIIUH,
TIOJIOXKEHHSI 0
HOPAa3/ICNEeHUSIX)

2. CTpyKTypa M cofiep:kaHue AMCUMILIUHBI.

2.1 PacnpenesieHre TPyA0€MKOCTH JMCHUILNIMHBI 110 BUIAaM paloT.

OO6mas Tpya0€MKOCTh AUCIUIUIMHBI COCTaBisieT  3ad.ell. (72 4aca), UX paclpeelieHue 1Mo Buaam pador
MIPEACTaBIICHO B TabnIe

(015 cmyodenmog ODO).

Bun yueGHOM paboThI Bcero CemecTpsl
4acoB (gacer)
A
AyIMTOpHBIE 3aHATHA (BCEr0) 38 38
B toMm uucie:
3aHsTHs JIEKIIMOHHOIO THIIA 18 18
3aHATHS CEMHHAPCKOTO TUTIA (CEMUHAPBI, TPAKTUYCCKHUE 3aHSTHS) 18 18
HNuasi koHTaKkTHasA padora:
KonTtpons camocrostensHor pabotsl (KCP) 2 2
[Tpomesxxyrounas arrecranus (MKP) 0,2 0,2
CamocTosiTeJbHas padoTa (Bcero) 34 34
B toMm uucie:
Kypcosas paboma - -
IIpopabomxa yuebroeo (meopemuuecko2o) mamepuand 10 10
Buvinoanenue unoueudyanvhvlx 3a0anuti (0020mMosKka cooobweHutl, 14 14
npeseHmayuti)
Pecpepam - -
Iloozomoska k mexywemy KOHmMpOaO 10 10
IIpome:xyTouHast arrecTauuu (3auem)
OO0mas Tpya0eMKOCTb gac 72 12
B TOM YHCJIC KOHTaKTHAas pabora 38,2 38,2
3a4. efl. 2 2

2.2 CTpyKTypa AMCUUILIMHbI:
Pacripenenenune BUa0B y4eOHOM pabOThl U X TPYAOEMKOCTH TI0 Pa3/enaM JTUCIHUIIINHEL.
Pasnenbl TUCIUIITHHEL, H3ydaeMbie B cemectpe (ounas opma)



KonnuectBo yacos
AynutopHas Breayan
Ne HanmenoBanwue pasnesnos TOpHAs
Bcerqg pabota
pabota
J1 I13 JIP CPC
1 2 3 4 5 6 7
1 [oHsATHE U 3HAYCHUE JOKYMEHTAI[HOHHOTO 00ECIey CHHUSI 24 6 6 - 10
yIpaBJICHHs IIEPCOHATIOM
2 OCHOBBI IOKYMEHTAIIMOHHOTO O0SCIICUCHUS YIIPABIICHHSI 24 6 6 - 10
MIEPCOHAJIOM
3 CucremMaTn3anys U XpaHeHHEe TOKyMEHTOB KaJpOBOU CITYKOBI 238 6 6 . 13,8
Hmoeo no oucyunnume: 18 18 ) 338

[Mpumeuanue: JI — nexkuuu, 113 — npaktudeckue 3aHsTust / cemuHapsl, JIP — maboparopusie 3anatusi, CPC —
camocCTosTeNTbHAs paboTa CTy/IeHTa

2.3 Conep:xkanue pa3/ieJioB TUCHMIJIMHBI:

2.3.1 3ansATHSA JEeKINOHHOT0 THIIA.

Haumenosanue dopma Texyiiero
Ne Copepxanue pasziena P Y
paznena KOHTPOJIS
1 2 3 4

Pa3)1e.11 1. IMonsiTHe W 3HAYEHHE AOKYMECHTAIIMOHHOT'0 o0ecrneyeHus YupaBjJeHUuss MNEpPCOHAJIOM

Bsenenue B kypc O6miee mpencrasienue Kypca. Hasuauenwe wu |I[Ipopaborka
cojepkanne Kkypca. CBsi3p Kypca ¢ Y4eOHBIMHU |y4eOHOro
JUCUMIUIMHAMU. 3HAYeHME Kypca B IMOATOTOBKE |(TEOPETHYECKOIO)

CIICHIHAIIUCTOB II0 YIPABICHHUIO IIEPCOHAIIOM MaTepuana
[MonsiTue [ToHsITHS «TOKYMEHT», «IOKYyMEHTOO00POTY, ITpopabotka
JOKyMEHTaOHHOTO «IOKYMEHTAIIMOHHOE 00ECTIEUeHUE YIIPABIICHUS. y4eOHOro
obecnieuenns ynpasieHuss | OCHOBHBIC TpeOOBaHUS, IPEIBSBIIEMBIC K (TeopeTHUEeCKoro)
TIEPCOHAIIOM. 0(hOPMIICHHIO JOKYMEHTAIINH, IIPEIYCMOTPEHHEIC Matepuana
TpeboBanwus, TocymapcTBeHHOM cCTEMOM TOKYMEHTAIIIOHHOTO

MIPEIbSIBIIIEMBIC K obecnieuenws yrpasienus ['OCT P 6.30-2003.

oopMIeHHIO [Topsimok 00pabOTKH U PETUCTPALHH JOKYMEHTOB,

JOKYMEHTOB UX UHJIEKcalun. Perucrpanuonnasie (OpMBI U HX

3anonHeHue. KoHTponb ncnoaHeHust JOKYMEHTOB.
OCHOBHBI€ OTIMYHUS B IOATOTOBKE IIPOCTHIX U
CIIOXXHBIX IPUKA30B. YUET CIeH(pUKA
pacrnopsaauTeabHOro A1eUCTBUS IPU COCTABICHUU
MIPUKA30B 110 IPUEMY, IEPEBOY, YBOJIbHEHUIO
pabotauKOB. [TopsioK BH3UPOBaHUS IPHUKA30B IO
JMYHOMY COCTaBY, UX PETUCTPALIUU.

CocTtaB U BHIBI ITonsiTe n 3HaYeHHE KAAPOBON JOKYMEHTAIIUH. ITpopaboTka

Ka/IpOBOH JOKYMEHTAIINA Knaccudurkanmst kaipoBoi JTOKyMEHTAIUH. yaeOHOro
OCHOBHEBIE BUJIBI JJOKYMEHTOB KaJPOBOH CITY>KOBHI, (TeopeTHYEeCKOoro)
0COOEHHOCTH HX cocTaBlieHus. HopmaTuBHO- Matepuana

npaBoBas 0a3a, perlaMEHTHPYIOIIas pa3padoTKy
KaJ[POBBIX JIOKYMEHTOB.
Pazgen 2. OcHOBBI JOKYMEHTAIMOHHOIO O00ecreYeHUs YNMpaBJIeHUsI MEPCOHATIOM

TpeboBanus K [ItarHoe pacniucanwe (ct. 57 Tpynosoro Komekca  |IIpopaborka
COJICPKAHUIO H P®)— ®opma mratHoro pacmucanus (popma T-3) y4eOHOro
O(I)OpMJ'ICHI/IIO JIOKAJIBHBIX YTBEPKACHA TOCTAHOBJIICHUEM I'ockomcraTa Poccun (TeopeTqucxoro)
HOPMAaTUBHBIX aKTOB I10 ot 5 staBapst 2004 roma Nel. MaTepuana

YIpaBJICHUIO IEPCOHATIOM HpaBI/IHa BHYTPCHHETO TPYAOBOI'O pacriopsiika KakK
JIOKaJIbHBIN HOpMaTHBHO-HpaBOBOf/'I aKT,
KOHKpCTI/ISI/Ip}/IOH.[I/Iﬁ OopAOOK PEryJIMpOBaHUA
KIITFOYCBBIX BOIIPOCOB COUAJIBHO-TPYAOBBIX




OTHOIIEHMI Ha peAnpustiu. OOmuil mopsmok
MOJTOTOBKU JOKYMEHTa B COOTBETCTBHH €O CT. 190
TK P®. OcobennocTn oopMIIeHHS TPaBUIT
BHYTPEHHET0 TPYZOBOI'0 PACIIOpsiika, COiepKaHe
BOIIPOCOB, KOTOPBIE OTPA)KAIOTCS B TIPaBHIIAX
BHYTPEHHETO TPYJOBOT'0 PacIIOpsiIKa.
Oco0eHHOCTH 00paleHHsI ¢ TIEPCOHATBHBIMU
JTAHHBIMU PaOOTHHKOB B COOTBETCTBUU C
nonoxxeHusiMu aBel 14 TK PO. TpeboBanus k
00paboTKe EePCOHATBHBIX TAaHHBIX PAOOTHHUKA.
[paBuia nepepaun nHPOpPMAINHK, CoAEpKarieit
CBeIeHHsI 0 paOOTHUKE, TPETHHM JIUIIaM.
OTBCTCTBCHHOCTB JOJIDKHOCTHBIX JIMI, BAHOBHBIX B
HapyLUICHUH HOPM, PETYIHPYIOIINX MOIy4EHHE,
00paboTKY M 3alIUTy MEPCOHATBHBIX JAHHBIX
pabotauKa. MTHCTPYKIIKA 1O JOKYMEHTAllHOHHOMY
00€eCIeYeHHIO YIPaBIIeHHUS IEPCOHATIOM
npeanpusatusi. CTpyKTypa U cofepKaHue pas3/ielioB
JIAHHOT'O JIOKYMEHTA.

lNocynapcrBennas
MHCIEKIUS TpyJa U
Mporieypa MpoBeIeHUs
MPOBEPOK JIOKYMEHTAITUH
KaJIpOBOU CITYKOBI

ITonHoMOuMsT TOCYTAapCTBEHHOM HMHCHEKIIUK TpyJa.
Ilpouenypa w mpaBuia TNPOBEAEHUS IPOBEPOK
COOJTFOJIEHUS JICUCTBYIOIIETO 3aKOHOATEIhCTBA. BHIbI
npoBepok. Ilopsmox odopmiieHHST MepONnpHATHIl 1O
KOHTPOJTIO.

CocTaB JOKYMEHTOB, TpeOyEeMBIX OpraHaMy Hal3opa H

KOHTPOJIS pH MPOBEACHUN MIPOBEPOK.
OTBeTCTBEHHOCTh ~ paboTofarenss 3a  HapylIeHHE
JEHCTBYIOIEIO  3aKOHOAATENIbCTBA O TpyA€ W

HErpaMOTHOE O(OpPMIICHHE KaJpOBOH JOKYMEHTAIIUH,
Bozstaraemast TpynosiM Konekcom P® u Konexcom 06
aJIMHHUACTPATHUBHBIX MTPABOHAPYIICHHSIX

ITpopabotka
yaeOHOro
(TeopeTHdecKoro)
Matepuaia

dopMupoBaHHE U
BEZICHUE JTMYHBIX JET

Jlnanoe neno pabOTHUKA KaKk OCHOBHOW JOKYMEHT
MIEPCOHANILHOTO y4eTa, B KOTOPOM XpaHATCs Haubomee
MOJTHBIC CBEJCHUS O COTPYAHUKE M €ro CIyKeOHOM
JIEATEILHOCTH.

CocTaB M IOCTIENOBATEILHOCTh JIOKYMEHTOB JIMYHOTO
nena. OcOOCHHOCTH COCTaBJICHHUS JJOKYMEHTOB JINYHOTO
JieNia; JIMYHOTO JINCTKA 110 YYeTy KaJIpOB, JIOTIOJIHEHHUS K
JUYHOMY JHCTKY, aBrtobuorpadmm u t.a. [lpaBmia
BBIJIaYM JINYHOTO JIeJla BO BPEMEHHOE II0JIb30BaHUE.
Ilopsimok cocTaBiieHHs ONMKCH JIUYHOrO Aena. llepemada
JUYHOrO Jiela Ha apxuBHoe xpaHeHue. CocTaBicHHE
3aBEPUTEIHLHON HATUCH JIMYHOTO JIeja

ITpopaboTka
y4eOHOro
(TeopeTHIecKoro)
marepuaa

JInuHas kapTouka

JIndnas kapToyka KaKk OCHOBHOM JOKYMEHT
MIEPCOHAIFHOTO yUeTa paOOTHUKOB OpraHU3aIIHH.
JloKyMeHTbI, Ha OCHOBaHHUHU KOTOPBIX 3aIOTHIETCS
nn4yHag kaprouka. [lopsaok kogupoBaHus CBEICHUN B
JIMYHOM KapTouke. 3aroHeHNe JTMYHOW KapTOUKU.
Ilopsinok BHECEHUS UCTIPABICHUI U U3MEHEHHUH B
JTHYHYIO KapTOUKy pabOTHHKA.

ITpopaboTka
yaeOHOro
(TeopeTnueckoro)
MaTepuaia

JoxymeHTHpOBaHUE
MIPOLIECCOB JABMIKEHUS
KaJIpoB

JokymeHTHpOBaHME Tpolecca IBMKEHUS KaJIpoB Ha
MIPEATIPUASTHH KaK BasKHEHIIast yHKIUS OT/Iea KaIpoB.
Bunel nBuxenust kaapos. Cxemsl IpuemMa, mepe-Boza,
YBOJIHEHHUST pAOOTHUKOB.

Odopmienue npuema PabOTHHKOB. CocraB
JOKYMEHTOB, TpeOyeMBIX IIpH IIpHeMe Ha padoTy B
coorBercTBuU ¢ TpynoeiM Konekcom PO.

ITpopaboTka
y4eOHOro
(TeopeTHIECcKOoro)
marepuaa




[opsmox  3akmio4eHHs TPYNOBBIX JOTOBOPOB €
HIOCTOSTHHBIMU U BPEMEHHBIMH PAOOTHHKAMH.
Oco0eHHOCTH COCTaBIEHHUsS] YHU(HUIUPOBAHHBIX (hOpPM
NPUKA30B 110 JJMYHOMY COCTaBY, KacaloIIUXcs MpHeMa
(popma T-1, T-1a).

Odopmiienune nepeBoja, nepeMeleHus,
KOMAaHIUPOBaHU pabOTHHUKOB. OcobenHoctn
o(hOopMIIEHHS ¥ OCHOBAaHUS PA3IMYHBIX BHJIOB IIEPEBOJIA
(mepeBon Ha Jpyryro paboTy Ha TOM e MPEAIPUSITHHY;
nepeBo]] Ha paboTy Ha JApyroe MpealpusIThe; epeBos]
Ha paboTy B JApPYyryl0 MecTHOCTb). (OcoOeHHOCTH
COCTaBJICHHs] YHU(PUIMPOBAHHBIX (OPM NPHKA30B 10
JUYHOMY COCTaBY, Kacarmuxcs nepesona (popma T-5,
T-5a), komangupoBanus (popmer T-9, T-9a, T-10, T-
10a). Odopmnenne otmycka. IlpaBuma U CpokH
noaroToBku  rpaduka  ormyckoB  (dopma  T-7).
Oco0eHHOCTH COCTaBIEHHUS! YHU(HINPOBAHHBIX (HOpPM
NPHKA30B MO JMYHOMY COCTaBY, KacalOIIUXCS OTIIyCKa
(popma T-6, T-6a).

Odopmiienne yBonmbHEHHS paObOTHUKOB. OCHOBaHUS
NpEeKpaIeHUs] TPYIOBOTO JOIOBOPAa B COOTBETCTBHHU C
HOpPMaMH TpPYyIOBOrO IpaBa; MHpaBuia OQOPMIICHHUS
IIpeKpalleHusl Tpya0BOoro 1oropopa. OTBETCTBEHHOCTD
paboTonaTens 3a He3aKOHHOE YBOJIbHEHNE PAOOTHHKOB.
OcoOeHHOCTH COCTaBIEHUS YHU(HINPOBAHHBIX (HOpPM
OpPUKAa30B 110 JIMYHOMY COCTaBy, KAacCaroIUXCs
yBoibHEHUs paboTtHUKOB (popmbr Ne T-8, T-8a).
[Topsi oK perucTpaliy NpUKa3oB MO JINIHOMY COCTAaBY

Benenue tpynoBbIx
KHIKEK

Ilonsitue TtpynmoBodt kHmwxkku. Dopma TpymoBoit
KHIDKKH. HopmaTtuBHO-MeTOANYIECKAS 6asa,
peTJIaMEHTHPYIONIAss TIOPSAOK BEACHUS, 3aIlONHCHHUS
TPYAOBBIX KHUXKEK, 00eCIICUeHHsI MU paboToIaTeeH.
3amonHeHWe CBeleHW O paboTHUKe. 3amoiHeHue
cBellecHUH o0 pabore. 3amoimHEHWE CBEJACHHUA O
HarpakJICHUU. 3allOJIHEHUE CBEACHUN 00 yBOIbLHEHUH
(mpekpamennn TPyAOBOro Jjoropopa). OcoOeHHOCTH
3aIlOJTHCHUS CBEICHWH 00 yBONBHEHHWH U IpHEME Ha
paboTy B CBSI3H C TIEPEBOIOM pabOTHHKA.

BHecenne w3MeHeHMH W JONOTHEHHUW B TPYIOBYIO
KHWKKY. JlyOmukat TpymoBOW KHIDKKH. Bplgaua
TPYIOBOH KHMXKH TpPH YBOJIbHEHUH (IIpEKpaIeHUN
TPYIOBOTO IOroBopa). BKIamsIm B TPYIOBYIO KHHKKY.
Yder U XpaHEHHE TPYAOBBIX KHIKEK. JOKyMeHTalus
o y4eTy OJaHKOB TPYIOBBIX KHIDKEK (IIPUXOIHO-
pacxomHasi KHUTa Mo y4eTy OJJaHKOB TPYAOBBIX KHUKEK
Y BKJIQJBIIICH K HUM, KHATA y9eTa IBIKSHUS TPYIOBBIX
KHIDKEK M BKIaJblmed kK HUM). OTBETCTBEHHOCTh 3a
COOJTIOIeHNE TOPSIIIKA BEJCHUS TPYIOBBIX KHIKEK.

[TpopaboTka
y4eOHOro
(TeopeTruecKoro)
marepuasa

Paznen 3. CucTremaru3ammsi M XpaHeHHE JOKYMEHTOB KAJPOBOIi CJYKObI

Homenxknatypa nen

[Honsatue HomeHkiiatypsl nen. Ilopsaok cocTaBieHus

ITpopaboTka

KaJIPOBOH CITY)KOBI HOMEHKJIATYPBI JeJT KaJpOBOH CITYKOBI. yue6HOro
(TeopeTnueckoro)
MaTepuaia
dopmupoBaHue e TpeOoBaHus, mpenbsiBIsieMble K 3aronoBkam jed.|[Ipopaborka
DJIEMEHTHI 3ar'0JIOBKOB JIEIT. y4eOHOr0
[lpaBuna  rpyNnMpOBKA  JIOKYMEHTOB B JI€N4,|(TeOpETHYECKOro)

O(bOpMJ'ICHI/Iﬂ 3aroJIOBKOB ACII. HpI/ISHaKI/I T'pynmnupoOBKH
JOKYMCHTOB B I€JIa.

MaTepuaia




HOpHI[OK IIOATOTOBKH HOpSIIlOK moAroTOBKU JOKYMEHTOB K apXHBHOMY
JOKYMCHTOB K [XpaHCHHUIO. K.]'IaCCI/ICl)I/IKaIII/IH JAOKYMEHTOB II0 CpOKamM
APXUBHOMY XPaHCHHUIO XpaHCHUA. Tpe6OBaHI/I${, NPpEaAbSABIACMbBIC ApXUBHBIMH

cyx0aMu K JIOKYMEHTaM,
OpraHuzanys MpOBEICHUS
JIOKYMEHTOB.

YactnyHoe u momHoe odopmiteHue xen. I[lopsgok
oopmieHust 00JI0KEK Jel MOCTOSHHOTO M BPEMEHHOT0
cpokoB xpaneHust. CoctapieHue 1 opopmiieHue onucei
nein. CocraBiieHHe 3aBEPUTENIFHOM Ha IIUCH JIela.
AJIMUHUCTpaTHBHAS OTBETCTBCHHOCTh 33 HapyIICHHE
JIHCTBYIOIIET0 3aKOHOIATEJILCTBA 110 APXUBHOMY JIEITy.

CAaBa€MbIM B apXUB.
OKCICPTU3bl NEHHOCTU

ITpopabotka
yueOHOro
(TeopeTHyecKoro)
Mmarepraia

2.3.2 3aHATHA CEMUHAPCKOr0 TUIA.

CemuHapckue

(mpaxTHyeckue

3aHATHS) TPEICTaBISIOT

co00ii meranmu3aiyio  JIEKIIMOHHOTO

TEOPETHUECKOTr0 MaTepHaa, IPOBOAITCS B LIEJISIX 3aKPETJICHUS Kypca M OXBATHIBAIOT BCE OCHOBHBIE Pa3/Ielibl.
OcHOBHO# (popMOii TPOBEICHNSI CEMUHAPOB U IMTPAKTHUECKUX 3aHATUH sIBJIsETCS 00CYKIeHNEe Hanboee
MPOOJIEMHBIX U CIOXKHBIX BOIPOCOB IO OTJENBHBIM TEMaM, a TaKXKe pelIeHue 3a4ad U pa3dop MpUMEpOB U
CHUTyalli B ayTUTOPHBIX YCIOBUAX. B 00s13aHHOCTH NpenogaBaTesisi BXOAIT: OKa3aHHE METOAUYECKOH TTOMOIITH
1 KOHCYJITHPOBAHUE CTYIEHTOB 10 COOTBETCTBYIOLINM TeMaM Kypca.

AKTHBHOCTb Ha IPAKTHUCCKUX 3aHATHIX OLIEHUBACTCS MO CICTYIONTHM KPUTCPHSIM:

. OTBETHI Ha BONPOCHI, IPEIIAraeMbI€ IIPETIOAABATEIIEM;

. y4acTue B JUCKYCCHSIX;

. BBIIOJIHEHUE NIPOEKTHBIX U UHBIX 3a/laHUl;

. aCCHCTUPOBaHME MIPENOABATEINIO B IIPOBEICHUY 3aHATHIA.

Jloknaibl ¥ ONMIOHUPOBAHKE JIOKIIAI0B TIPOBEPSIOT CTEIICHD BIIAJCHUS TEOPETHYCCKUM MATEpHAIIOM, a
TaK)Xe KOPPEKTHOCTh M CTPOTOCTh PACCYKICHUH.
OueHnBaHrEe MPAKTUIECKUX 33IaHUH BXOAUT B HAKOIIJICHHYIO OICHKY.

No HaunmenoBanue TemaTrka MpaKTUYECKUX 3aHITUN ®dopma TeKyIIero
h paszaena (cemuHapOB) KOHTPOJIS

1 2 3 4

1 |Pazgen 1 Ilousatue wu|TpedoBanus k 0GpopMIEHHIO JOKYMEHTOB! [TpoBoguTcst B
3HAYEeHUe O0630p HOPMaTHBHO-TIPABOBOH 0a3bl JOKYMEHTAIIMOHHOTO|(hopMe
JOKyMeHTaunuoHHoro |obecmeuenus ynpasnerus. 'OCT P 6.30-2003. MIPAKTHYECKOTO
obecrieyeHUs [Tonstue pEeKBH3UTA JIOKYMEHTA, TpeOOBaHU, |3aHATHS,
ylpaBJjeHust MmpeabsBIIeMble K O(QOPMIICHHIO pPEKBU3UTOB W UX|[IPEAIIOJAraet
NMepcoHAIOM pacmoiIoKeHUIo Ha OJaHKe TOKYMEHTA. aHaIM3

[Ipunanue NOKyMEHTY IOPHIMYECKOI CHIIEL. CUTYallnOHHBIX
CuryannonHoe 3amganme «OmmOkd B OpOpPMIICHWH |3aJaHUN.
JOKYMEHTOB

2 CocTaB 4 BUIbI Ka/IPOBO¥i IOKYMEHTAINH
OcCHOBHEBIE KJIACCU(PHUKALINH KaJIPOBBIX TOKYMEHTOB.
[lpuka3el 1O JUYHOMY COCTaBy KaK  OCHOBHOMU
pacIOpSITUTENBHBIA JOKYMEHT, COCTaBISIEMEI B IPOIIEcce
JOKYMCHTHPOBAaHUS  (YHKIHHA  KaapOBOH  CIYXOBI.
CutyanmonHoe 3a/1aHue « AHAJIH3 KaJIpOBOM TOKYMECHTAIINH
0 (PYHKITUSAM YIIPABICHUS IIEPCOHATIOM)

3 |Pazmea Il TpedoBaHusi K cojep:KaHuIO U 0(OpPMIEHUIO ITpoBomurcst B
OcHoBbI JOKAJIBLHBIX HOPMATHBHBIX AKTOB MO0 ympasjeHuio |popme
AOKYMEHTAHOHHOTO | mepcoHajoM. CuryannonHoe 3amanue «Omuoku B IIPaKTUYECKOT O
olecneyeHHs MITATHOM PACITHCAHHUU» 3aHATHS,
ynpaBJieHAs CuTyalnoHHOE 3a/IJaHUE KA YAUT MTPABIII BHYTPEHHETO Ipeanoaaraer
MEePCOHATIOM TPYIOBOTO pacnopsaka» CHTyallMOHHOE 3aJaHue aHam3

«[Tonoxenue o0 00pabOTKE IMEPCOHANBHBIX NAHHBIX. |CHTYal[MOHHBIX
Kakum emy ObITE?» 3a/IaHAMN.




PazpaboTka HJOKYMEHTOB, KacalOIUXCs 3alIUThI
MEePCOHATIBHBIX JAHHBIX COTPYIHUKOB OpPraHU3aLUH

dopMUpoBaHTe U BeleHHe JUIHBIX €.
CocraBiieHHE JOKYMEHTOB JIMYHOTO JIeNla COTPYAHUKA 110
OCHOBHBIM 3TanaM paboThI epcoHaa (IpueM, epeBoy,
YBOJIbHEHHUE, aTTecTanus U T.71.). CocTaBieHne
BHYTPCHHEH OMKCH JTOKYMEHTOB JIMYHOTO JIeIia.
CocraBiieHHE 3aBEPUTEITHHON Ha/IITHCH.

[MoaroroBka TMYHOrO Jea Ui Iepeaady Ha apXUBHOE
XpaHCHHUE.

JInyHasg KapTouka.

CocraBieHne TMYHOH KapTOUKU PabOTHHKA.
Buecenue u3MeHeHUN U UCNIPaBIIEHUH B IMYHYIO
Kaprouky. Kaproreka TMuHBIX KapTO4eK: IpaBuila
BEJICHUS.

JlokyMeHTHPOBaHMe NPOLECCOB IBUKEHUS KaJPOB.
ITomarosast npoueaypa opopmiieHUST  OCHOBHBIX
KaJpOBBIX Tporeayp (mpuem, mepeBo, MmepeMerieHue,
IIPEIOCTaBIICHHE OTITyCKa, KOMaHIMpPOBaHUE,
YBOJIBHCHUE).

OcoOeHHOCTH TTOATOTOBKY IMPHKA30B O THYHOMY
COCTaBY.

CutryalluoHHbIE 33JjaHUsl «AHAJIU3 TPYIOBOIO
noroeopa», «I[Ipuem Ha paboTy», KAyIUT YBOJbHEHUI»

Benenne m XxpaHeHue TPYAOBBIX KHM:KEK. 3arloJHEHHE
TUTYJIBHOTO JINCTA TPYIOBOH KHUXKH.

3anonHenue paznena «CeeneHus o padbore». 3amonHeHUE
pasnena «CBeaeHHs 0 HaTPAXKICHUSIX).

Bnecenne n3mMeHeHH U TOTTOIHEHUHA B TPYAOBYIO KHIKKY.

HomenkaaTypa el kaapoBoii cay:xk0bl. [lonsrue
HOMEHKIATypsl 1en. CocTaBieHHEe HOMEHKIATYPHI
JIeNl  KaJlpOBOM CITY)KOBI.

Paspgen Il1I.
Cucrtemaruzauus 1
XpaHeHHe JOKYMEHTOB
KA/POBOH CJIYKObI

10

dopmupoBaHue ae.

TpeboBanus, npeabsBIIeMblc K (HOPMUPOBAHUIO
JIeT KaJpoBo# ciry:x0b1. DopMupoBaHue
3ar0JIOBKOB JICIL.

[TpoBoguTCst
dbopme
MIPAKTHYECKOTO
3aHATHS,
Tperoiaraet
aHanms3
CUTYAITMOHHBIX
3aJaHuN.

[lopsinox NOArOTOBKH [I0OKYMEHTOB K apXHBHOMY
XPaHEHHUIO.

[TonroroBka JOOKYMEHTOB K apXMBHOMY XpaHEHHIO.
[omroe m wactmuHOE OPOPMIIEHHUE JETI.

[IpoBeneHue 3KcepTU3bl HEHHOCTH JOKYMEHTOB.

JlabopaTopHbIe 3aHATHS - HE IPEIYCMOTPEHEI
2.3.4 IlpumepHas TeMaTHKA KypPCOBBIX PadoT (MIP0eKTOB)

OO WN P

COBCpH.IeHCTBOBaHI/Ie KaapoBOTro o0ecIieYeHHs] CUCTEMBI YIpaBJICHUA IICPCOHATIOM.
IloBbIIEHHE 3(1)(1)6KTI/IBHOCTI/I KaapOBOro ACJI0npoOn3BOACTBA.

Ananms KaapoBOro I[OKYMGHTOO60pOTa Ha MpESAIPUATUHA.

AYZ[I/IT JIOKAJIbHBIX HOPMATHUBHBIX AKTOB OpraHru3aluu.

COBCpH.[eHCTBOBaHI/Ie COCTaBJICHUA rpaq)m(a OTITYCKOB.

Mecto KaApoBOro ACIOMMpOU3BOACTBA B CUCTEME YITPABJICHUS ITEPCOHATIOM.




= © 0~

PazpaboTka cuctemMsl KaApoBOil TOKYMEHTALIUU.

Pa3paboTka mMTAaTHOrO pacHucaHusl.

JlokyMeHTanbHOE 00eCIeueHUe ISSITEIbHOCTH KalpOBOil CIIy>kObI KOMMEPUECKON OpraHu3aIH.
0 OueHka NPaBUIBHOCTH XPaHEHHUS U CUCTEMATH3AIMU IOKYMEHTOB KaJpPOBOH CITY>KOBI.

11 OreHka NpaBUIBHOCTH BEJCHUS U XPAHEHUS TPYAOBBIX KHUXKEK OpraHU3allUU.
12 Aynur xaIpoBoi TOKyMEHTAallMH OpraHnu3alyy.
13 Aynur yBONBHEHUA.
14 Amnanu3 coOr0eHUS HOPM TPYI0BOT0 3aKOHOAATEILCTBA MIPH 0(POpMIICHUH JBUKEHUS KaJIPOB
15 Pa3paboTka HOMEHKJIATYpHI A€ KaJpOBOH CIIy>KOBI.
16 Amnanus comepxaHus 1 0QpOPMIICHUS TPYIOBBIX JOrOBOPOB OpraHU3alLUH.
2.4 IlepevyeHb y4eOHO-MEeTOANYECKOI0 OfecnevyeHHsl Al CAMOCTOSITebHOM PadoThl 00y4YarommXxcsl Mo
JUCIHUIINHE (MOXYJII0)

Ne

Bug CPC

ITepedeHb yueOHO-METOAMUYECKOTO 00eCTIeueH s TUCITUTUTHBI 10
BBIMTOTHEHUIO CAMOCTOSITEITbHON paOOThI

2

3

IIpopabotka
yueOHOTo
(TeopeTruecKoro)
Marepuaia

Brinonnenue
WHJMBUTYaITbHBIX
3aJaHui
(moxroroBka
COOOIIEHHIA,
MIpe3eHTaIil)

Pedepar

Occe

Meroauueckue peKOMEHJAlUKU JUlsl CTYJEHTOB HAIpaBJICHUS YIpPaBIECHUE
MIEPCOHAJIOM IO BBHITIOJIHEHUIO MUCBMEHHBIX PadoT, YTBEP)KACHHBIE Kadeapon
yIpaBJICHUS IEPCOHAIOM U OPraHU3aLMOHHOMN IICUXOJIOTUEH,

Iloaroroska K

TEKyIIEMY
KOHTPOITIO

WNudopmarmonHo
e obecricueHue
YIpaBIEHYECKOU
JeATeTFHOCTH

YueOHO-MeTOqUYECKIe MaTepHalIbl IJIsl CAMOCTOSITEILHOM paboThl 00yJaIOLIMXCsl M3 YUCIIa HHBAJINIOB
W JIMI] C OTPaHMYCHHBIMU BO3MOXKHOCTSIMH 3710poBbs (OB3) npenocrasistores B popMax, aganTHpPOBaHHBIX K
OrPaHUYEHHUSM UX 3I0POBbSl I BOCIIPUATHS HH(DOPMALINH:

JUost a1 ¢ HApYIICHUSIMH 3PEHUS:
— B TICYATHOH (popMe yBEITHUSHHBIM HIPHUPTOM,
— B (hOopMe DIEKTPOHHOI'O JOKYMEHTA,

g nui ¢ HapyIIEeHUsAMU cllyXa:

— B TICYaTHOH (popme,
— B (popMe DIIEKTPOHHOTO JOKYMEHTA.

715t murn ¢ HapyIIeHUsIME OTIOPHO-IBUTATEIFHOTO allapara:
— B TICYaTHOH (popme,
— B (popMe DIIEKTPOHHOTO JOKYMEHTA,

JaHHBIH TepedeHb MOXKET OBITh KOHKPETU3UPOBAH B 3aBHCHMOCTH OT KOHTHHTEHTa 00YJaIOMIAXCS.

3. Odpa3oBare/ibHbIE TEXHOJIOTHHU.
Jlexums-Bu3yanu3anusi, IpodIeMHast JISKIHS, pa300p MPaKTUIECKUX 3a7a4 U KEHCOB.
Ans mum ¢ orpaHMYSHHBIMH BO3MOXKHOCTSIMH 3IO0POBBSI IIPEIYCMOTPEHA OpraHU3alys KOHCYIbTallHd ¢
WCTIOJIE30BAHNEM AJIEKTPOHHOH ITOYTHI.
3aHATHSA, TIPOBOAUMBIE C UCIIOIE30BAHNEM HHTEPAKTUBHBIX TEXHOIOTHIHA

Konnaects
Bup zanstus Hcnonb3yeMble HHTEPAKTHBHBIE 00pa30BaTEIbHBIC
Cemectp o
(JL, 113, JIP) TEXHOJIOTUH
4acoB
7 JI Jlexumst ¢ aeMEeHTaMU TIEAArOTMYECKUH IBPUCTUKH, 6




JeKISI-KOHCYIbTaIHs
113 Becenpl, pazbop cuTyanuii, mpe3eHTanus 10KJIa0B, 6
coobmieHnii B popmaTe MHHH-KOH(EpPEHINH
Uroro: 12

4. OueHOYHBIE CPEACTBA ISl TEKYIET0 KOHTPOJIS YCIIeBAeMOCTH H MPOMEKYTOYHOI aTTeCTAlllH.

4.1 ®oHx OLIEHOYHBIX CPEICTB [JIsl MPOBeIeHUsI TEKYIEro KOHTPOJIS.

O0pa3ubl TECTOBHIX H KOHTPOJIbHBIX 3aIaHU TeKyIIEro KOHTPOJIA

[Ipumep omHOro M3 BapHAHTOB TECTOBOTO 33aJaHMS M KOHTPOJBHOW paboTel mo Teme «BemeHue
TPYIOBBIX KHIKEKY:

1. B mpy0oeyro KHUNHCKY He0OXO00UMO 6HeCMU 3aNUCU:

- B JICHb ITOCTYIUICHHS PaOOTHUKA HA PaboTy;
nocinie 5 tHel paboThl Ha MPEANPUITHH;

- [0 OKOHYAaHUH UCIBITATEIILHOTO CPOKA.

2. Pabomnux obpamuiacs 6 Kadpogyro Ciyxchby ¢ npocvOoi evloams OYOIUKam mpyo080U KHUNCKU.
Oonaxo xadposux 3aa8uin, ymo O0yOIUKamsvl GblOAOMCA PADOMHUKAM TOILKO 6 meyeHue 200a Nnocje
yeonvrenus. IIpasomepnvl 1w maxue 3aaenenua? Yxascume cpox evioauu 0yOIUKama mpyoo8ou KHUNCKU:

- 15 nueint

- 5 nHen

- rof

- CPOKH HE YCTaHOBJICHBI, TyOJIMKaT Oy/IeT BBIKCAH 110CJIe MPEAOCTABICHHUS BCEX CIPABOK

3. Ilpu ysonvHenuu compyonux 00IdHCeH 3a8epumb C80e CO2AACUE C NPOU3BEOCHHBIMU 3ANUCAMU 8 €20
mpyo08ou KHudCKe ceoell noonucwvio. Kax smo denams na npaxmuke?

- MIOCTABUTH CBOIO MOJITKCH TIOJT 3aIKMCHI0 00 YBOJHHEHUHU

- MIOCTaBUTh CBOIO MOJIMKCH MO MOAMUCHIO JOMKHOCTHOTO JIKIIA, MOAMUCABIIETO TPYIOBYIO
KHUKKY B paznenax «CBesieHust 0 paboTe», «CBe/IeHUs O MOOLIPEHUU»

- ITOCTaBHUTH CBOIO ITOJIIHCEH B INYHON KAPTOUKE

4. CompyOHux ygonewn 3a cucmemamuyeckoe omcymcmaue Ha pabome 6e3 y8ajcumenbHovlx NPUYUH U
Haonedcauje2o ogopmaeHus ceoe2o omcymemaus. Ilo motl sice npuuune spyyenue emy mpyoo8ol KHUNCKU He
npedocmagnaemcst 803modicnuim. Kax npasuneno nocmynums 6 maxoti cumyayuu?

- OTHPaBUTh YBEIOMJICHHE O HEOOXOAMMOCTU SIBUTHCS 3a TPYAOBOW KHIDKKOM IO IIOUYTE -

OTHPAaBHUTH IO ITOUTE, IPEIBAPUTEIHHO IOMYIHUB corjlacue paboTHHKA

- XpaHWTH €€ Ha MPEIIPUSTHH B TEUCHHE 2-X JIET, 3aTEM CAATh B apXUB

- MIOIIPOCHUTH POACTBEHHHUKOB 3a0paTh e

5. B kakux 0okymeHmax pabomuuk 00AHCeH NOCMASUMb C800 NOORUCH NPU VYBOTIbHEHUU? - B
TPYIOBOW KHUKKE

- B €r0 JMYHON KapTOuKe

- B KHure yuera ABMKECHUS TPYIOBBIX KHIDKEK M BKJIAIBIIIEH K HUM

6. Ilpu ogopmaenuu 6 mpyoosoil KHUICKe 3anuci 0 nepegode COMpPYOHUKA 8 OyXeanmepuro u
HA3HAYeHUU e20 HA OONAHCHOCMb KACCUPA UHCNEKMOp CAYdicObl KA0pog owudcs u 6Hec HegepHoe HA36aHUe
HOBOU OoaxcHocmu: emecmo Ooaxchocmu “kaccup” nanucan “6yxearmep". Kaxum obpazom  ciedyem
ucnpasume HegepHylo 3anucv? Hanuwume npasunvhyio gopmyauposky. Heoocmaiowue ceedenus enucamo
CAMOCMOSIMENbHO.

7. Bnpase nu rxaoposas ciyxcba mpebosamv npuoOpemeruss COMpYOHUKAMU MPYOOBbIX KHUNCEK
3a ceoti cuem? Kaxum obpazom smo opopmisemcs?

- HET, 00sI3aHHOCTh 00ECIIeUeHHU s TPYIOBBIME KHIDKKAMH JISKUT Ha paboronarene - Ja,
paboTonaresib MOXKET B3bICKATH CTOMMOCTD TPY/IOBOM KHIKKH C pabOTHUKA

- JIPyroi OTBET

8. Ha pabomy 6 opeanuzayuio ycmpauearomcsi MOIOOble CHeYUuaIucmvl, OKOHYUSUIUE BblCUlee
yuebHoe 3a6edenue. Kakylo 3anuco 6 mpyoosyio KHUNCKY (8 pazdell «celeHus 0 pabome») HeobX00uMo
sHecmu:

- CBeJIeHUs 00 00YYEeHUH B By3e C yKa3aHHEM Ieproia 00yIeHUs

- CBEIICHHS O TIpHEeMe Ha paboTy

9. Obszan nu pabomooamenv 6vi0amv pabOOMHUKY HA PYKU MPYOO8YI0 KHUJICKY HO €20
npocwvoe:

- na

- I, TI0 IIMCEMEHHOMY 3asIBIICHHIO PA0OTHUKA -  HET, TOJIBKO KOIHUIO

Iepeuens wacmu KomMnemeHyuy, NPOBEPSEMbIX OYESHOUHIM CPEOCTNEOM:




OK-4 criocoOHOCTB UCIIONB30BAaTh OCHOBBI NTPABOBBIX 3HAHWH B Pa3IUYHBIX chepax JesaTeIbHOCTH.

«He/3a4eT» - OTCYTCTBHE pabOTHI B TPYIIOBOI JEATENFHOCTH HaJ BOIPOCAMH Ul 0OCYXIeHUs Oe3
y4acTHs B ITyOJIMYHOM OOCYKICHUH M apryMeHTaIMu c(hOpMyIHPOBaHHEIX BEIBOJIOB;

«3a4TeHO» - paboTa B IPYNIIOBOH JAEATENEHOCTH HaJl BOIIPOCAMH VISl OOCYKIEHHS C CONlepKaTeNbHBIM
y4acTHeM B ITyOJIMYHOM OOCYKJIEHUH M apryMEHTaluH COPMYIUPOBAHHBIX BBIBOJIOB; JIMAEPCKast MO3HLUS 1
MOZIEPAaTOPCTBO B I'PYIIIOBOM AEATEIEHOCTH BOIPOCAMH JUIS OOCYXKIEHUS C COJEpKATeJIbHBIM Y4acTHEM B
MyOIMYHOM OOCYKJEHHH ¥ CHCTEMHOH apryMeHTalul ChOPMYIHPOBAHHBIX BEIBOIOB.

Kontpossnast pa6ora. 3amoidHUTh TUTYJIBHBIH JIUCT TPYAOBOH KHIDKKM M paszuen «CBeneHus o
pabote» ¢ 02.02.2003 mo 18.12.2014 Ha OCHOBaHUU CIEAYIONINX JaHHBIX.

Bb1 paboraere HauampHMKOM othena kaapos OOO «BOCTOK». Bam HeoOxoaumo OQOpPMUTH
TPYHOBYIO KHWXKY Ha VBanoBy Ounbry IlaBnoBHy, KoTOpas nmpuHuMaercs Ha pabory ¢ 2 gespans 2003 rona,
1980 roma poxnenus (29 ampens), ydamasicsi Ha YETBEPTOM Kypce B VIPKYTCKOM TOCYIapCTBEHHOM
YHHUBEPCUTETE, Ha AOIKHOCThH MPOAABIA C UCHBITATENLHBIM CPOKOM 3 Mecsilia, Ha OCHOBaHUU npukaza Ne 23k
ot 29.01.2003 ropa.

1 aBrycra 2004 rona npuHOCHT CBUAETENLCTBO 0 Opake Ne324 ot 15.07.2004 r., rne yka3aHo, 4TO
OHa MoMeHsu1a Gpamunuio Ha IleTpoBy.

5 urons 2007 rofa MPUHOCHT JUILIOM O BhiciieM oopasoBanun Ne BK-345234 ot 15.06.2007 r., rae
yKa3aHo, YTO i NMPHUCBOEHA KBaIM(HKAIMs MEHeMIKepa MO CIeHaIbHOCTH «MEeHEePKMEHT OpraHnu3aIiu.
24 oxtsa0ps 2006r. mepeBOAMTCS B KOMMEPUYECKHH OTAeNT Ha JOMKHOCTh MEHeKepa Mo

npogakam (mpukas oT 24.10.2006 r. Ne 342k).

18 nexaOps 2014 rona yBonmpHsETCS IO COOCTBEHHOMY JKEIaHHIO HAa OCHOBaHWU IpuKaza Ne 234 k ot
18.12.2014 r.

HaHHaﬂ pa60Ta IMPOBOJAUTCA NMUCBMCHHO Ha MPAKTHUYCCKOM 3aHATUH. HJ'[H YCHOCIIHOT'O BBITTOJTHCHUA
paboThl OT CTylmeHTa TpeOyercs TMOcelmeHUe JIeKIMA MO0 TeMe, IOCeHIeHHWe, MOAroTOBKa M paboTa Ha
MIPaKTUUYECKUX 3aHATUAX 110 TeMe «BeneHue Tpy1oBOH KHUKKH.

Ilepeuenv uacmu KomMnemeHyuu, NPOBePIEMbIX OYEHOYHbIM CPEOCMBOM:

[NK-10- 3nanne TK P® u MHBIX HOPMATHUBHBIX MPABOBBIX AKTOB, COACPKAIIMX HOPMBI TPYJIOBOTO IMpaBa,
3HaHHE MpPOLEAYp NpHEMa, YBOJIBHEHHS, IMEpeBOAa Ha JAPYrylo padoTy M TEepeMelleHHs IepcoHana B
coorBercTBUH ¢ TK 1 BageHneM HaBRIKaMU O(OPMIIEHHUS COIIPOBOXKIAIOMICH TOKYMEHTAIUN

«He/3aYeT» - OTCYTCTBHE JJIEMEHTapHBIX 3HAHMI NPUMEHCHHS HOPMAaTHBHO-IIPABOBBIX IOKYMEHTOB B
MPaKTHYECKON padoTe;

«3a4TEHO» - CTYACHT 3HAKOM C HaBBIKAMH O(OPMIICHHUS JOKYMEHTOB I10 IBUKEHHUIO KaJPOB B OpraHU3aIIN
U COTIPOBO>KAAIONICH TOKYMEHTAINN;

IIpumepHasi TeMaTUKA KeiiCOBBIX CUTYalMii

OJlaHKe JTOKyMEHTa

Haspanme  keticoBoit Llenp BeIMOTHEHUS TpeboBanus, Meroamdeckue
CUTYaINH MIPEIbSBIIIEMbIC K yKa3aHUs K
COJICPKAHUIO H BBITIOJTHCHUTO
oopmienuro
«neanbHBIN JOKYMEHT» YcBoenune Heobxomumo [Tpn BBITIOJIHCHUH
TpeOOBaHUH, COCTaBUTh HJICAIHHO 3a/IaHus cienyer
MIPEIBSIBIIIEMBIX K oopmIIeHHBIN BBIOpaTh JUIA aHAJIH3a
oopmieHHIO JNOKYMEHT. 3ajaHue OpraHHU3aIMOHHBIN
OpraHHU3aIuOHHO- BEIMOJIHSETCS B WA
pacnopsanuTeNbHON MMHUCbMEHHOHN (hopMe pacnopsaUTENbHBIA
JIOKYMCHTAIIHH, JIOKYMEHT
PacCIONI0XEHHUTO OpraHH3aIlvH,
PEKBH3HUTOB Ha o opMHTH ero B

coorBerctBun ¢ I'OCT
P 630 - 2003.
Bo3MmoxHo
HCITOIL30BaHUE
YTII0BOTO
WA MIPOIOJIEHOT'O
pacnoyioKeHn
sl PEKBU3UTOB.

[puobperenune
MPaKTUIECKIX

Aynmut
JIOTOBOpa

TPYIOBOTO

Brimonasiercss B
MUCBMEHHOHN (opMe ¢

[pu BBIIOJIHEHU T
3aJaHus  HEOO0XOIUMO




HaBBbIKOB COCTaBJICHUA
TPYAOBLIX JOI'OBOPOB

yKa3aHHUEM BCex
OIIIHOOK,
JIOTYIIIEHHBIX npu
COCTaBJICHUU
TPYJAOBOTO  JOrOBOpA

MPOAHATN3UPOBATh
TPYJOBOH JOrOBOp Ha
npeaMer

1) OTpaKEeHHs
00s13aTENbHBIX U
JOTTOJTHUTENBHBIX
YCII0BUH,
NPEeTyCMOTPEHHBIX ~ CT.
57 TK P®;

2) MPaBUIIBHOCTH
ero
odopmiieHus B

coorBerctBuu ¢ ['OCT
P 7.0.97.2016. Ilpm
OLIEHKE CTPYKTYphl H
cofiepKaHus TPYAOBOT'O
JIOTOBOpa MOXHO
PYKOBOJICTBOBATHCS
TaKUM HOpPMAaTHBHBIM
JOKYMEHTOM, Kak
ITpuxas
MuHucrepcTBa
3/IpaBOOXpaHEHUS u
COIIMAIEHOTO Pa3BUTHUS
or 14.09.2008 Ne 424-
n «O0 yTBepXKICHUU

peKoMeHaui o
3aKITFOYECHHIO
TPYJOBOTO JIOTOBOpa C
paboTHUKaMH

OO DKETHBIX

OopraHu3aluii. " €ero
MIPUMEPHON (HOPMBI»

AyauTt 10KansHOTO
HOPMaTHBHOTO  aKTa
opraHuzamnuy o pabore
C MePCOHATBHBIMU
JTaHHBIMA

pabOTHHUKOB

[Ipuobperenne
MIPaKTHYECKUX
HaBBIKOB COCTaBJICHHS
JIOKQJIBHOT'O
HOPMAaTHBHOTO aKTa
OpraHU3allid B
COOTBETCTBUH C
JIEHCTBYIOIIIM
3aKOHOJATEIILCTBOM

Brimonusercs B
MMUCBMEHHOH opMe ¢
YKa3aHHUEM OCHOBHBIX
OIIUOOK,
JIONTYIIEHHBIX TIPU
COCTaBJIEHUU
HOPMAaTHBHOTO aKTa

Heobxoxumo
03HAaKOMHTBCS c
HOPMAaTHBHOH  0a30i,
peraaMeHTUPYIOIIeH
paboty c
MePCOHATBHBIMA
JTAHHBIMH PaOOTHUKOB,
MIPOAaHATH3UPOBATD

HOPMAaTUBHBIM AaKT Ha
MPEeAMET COOTBETCTBHSA
TpeOOBaHMSIM
3aKOHOAATENBCTBA.

[Ipn
BBITTONTH CHIH

3aJaHus
MOXHO
PYKOBOJCTBOBATHCS
TPUMEPOM aHanm3a
[Tonoxxenus o pabore ¢
MEPCOHATEHBIMU
JAaHHBIMH,
MPUBEICHHOM B CTaThe
ABTYIIKO A.
[TonoxxeHnue o padote
c MIePCOHATBHBIMA
JAHHBIMUA

pa6OTHI/IKOB . KaKuM




emy OwbTB? [/ A
Asrymiko //

Ilepeuens wacmu komnemeHyul, NPOBEPAEMbIX OYEHOUHBIM CPEOCTHEOM.

[IK-12-3HaHWe OCHOB pa3pabOTKM ¥ BHEIPCHUS KAIApOBOW ¥  YIPABICHUYCCKOH JTOKYMEHTAIVH,
ONTHMHU3AIMH TOKyMEHTOO00pOTa U CXeM (DYHKIIMOHAIBHBIX B3aUMOCBSI3eH MEXKIY MOIpa3ICICHUSIMHI, OCHOB
pa3pabOTKM W BHEAPEHHs TMPOLEAYp PETYIMPOBAHMS TPYAOBBIX OTHOIICHUH M  COMPOBOXKIAIOIICH
JOKyMEHTAIUU

«He/3aYeT» - OTCYTCTBHE TOTOBHOCTH OKAa3bIBaTh KOHCYJIBTAIlMA IO OCHOBaM pa3pabOTKU KaapOBOU
JOKYMEHTAIUH, €€ COCTaBa, MOPSIKA IBUKCHUS TOKYMCHTALIUH;

«3a4TEHO» - CTYACHT MMEET CHCTEMHOE IMpPEACTaBICHUE M0 (OPMHUPOBAHUIO M OPraHU3AIMU POIETYP
PEryIHPOBaHUS TPYJIOBBIX OTHOIICHUI;

IIK-13 yMeHHe BEeCTH KaIpOBOE JACIOMPOU3BOJICTBO W OPraHU30BBIBATH apPXUBHOE XPAaHCHUE KaJPOBBIX
JOKyMEHTOB B COOTBETCTBHH C JCHCTBYIONIMMH HOPMATHBHO-IIPABOBHIMH aKTaMH, 3HAHHE OCHOB KaJpOBOM
CTaTHUCTUKH, BJIAJICHHEM HABBIKAMH COCTABIICHHS KaIpOBOH OTYETHOCTH, a TAKXKE HABBIKAMH O3HAKOMJICHHS
COTPYJHUKOB OpPraHU3allMy C KaIpOBOH JOKYMEHTAI[MeH M JCHCTBYIOIIMMH JIOKAIbHBIMH HOPMATHBHBIMHU
aKTaMH, yMEHHE 00CCIICUUTD 3aIIUTY TIEPCOHATBHBIX TAHHBIX COTPYIHHKOB

«He/3a4eT» - OTCYTCTBUE 3HAHUI OCHOB KaJPOBOTO IEIOMPON3BO/ICTBA;

«3a4TeHO» - paboTa B TPYIMIIOBOH MEIATEILHOCTH HAJ BOIPOCAMH ISl OOCY)KICHUS C COACPIKATECIBHBIM
y4acTHEM BECTH KaJpOBOEC JENIONPOM3BOCTBO, OPraHMU30BaTh aAPXMBHOEC XPAHEHUE KAJPOBBIX JOKYMCHTOB B
COOTBETCTBHUH C JICHCTBYIONIMMH HOPMATHBHBIMH [TPABOBBIMU aKTaMH.

4.2 ®oH OLIEeHOYHBIX CPEACTB JUISI MPOBEIEHUS POMEKYTOYHOM aTTecTAINN.
IlepeyeHb BONMPOCOB K IK3aMeHY:
[ToHsATHE CHCTEMBI JOKYMEHTAITHOHHOTO 00ECIICUCHH S YITPABICHHUS TEPCOHAIOM.
TpeboBanus, npenbsBIIsieMbie K 0QOPMICHHUIO PEKBU3UTOB KaJIPOBOH JTOKYMEHTAIIHN.
IIpunanue qOKyMeHTaM IOPUIMYECKOU CUIIBIL.
[opsamok 00pabOTKH 1 peruCTpaliuyl TOKyMEHTOB, UX MHIEKcanuu. PerncrpannonHbie opmbl
JOKYMEHTOB M UX 3aII0JIHEHHE.
KoHTpons ucnonHeHus: JOKyMEHTOB.
Knaccugukanus kaIpoBbIX JOKYMEHTOB.
OTauams B HOATOTOBKE MPHKA30B TI0 IMYHOMY COCTABY U IPHKA30B II0 OCHOBHOM NEATEIHLHOCTH.
HopmaTtuBHO-MeTOAMYECKast 6a3a, perJaMeHTHPYIOIAs IIOArO0TOBKY KaAPOBOW JOKYMEHTAIINH.
[IpocThie u COXKHBIE TPUKA3bl: 0COOEHHOCTH 0()OPMIICHUSL.
0 IlonsTHE TPYAOBOTO JOTOBOPA, O0SI3aTEIFHBIX U AOTOJHUTEIBHBIX YCIOBHHA TPYAOBOI'O IOTOBOPA.
11 TlpaBuna ohopMiIeHHs PEKBU3UTOB TPYIOBOTO IOTOBOPA.
12 OcobGeHnHOCTH OGOPMIICHUS JXKypHAIa PETUCTPALUU TPYIOBBIX IOTOBOPOB.
13 CoctaB TOKyMEHTOB, TPeOYEMBIX OpraHaMH HaJi30pa U KOHTPOIIS TPH TPOBEACHUH TIPOBEPOK.
14 OdopmieHnue mporeaypsl IPOBEPKH KaIpOBOH JOKYMECHTAITHH.
15 OcobOeHHOCTH cOCTaBIIeHUS KypHAJa y4eTa MEPOIIPUATHH 110 KOHTPOITIO.
16 Bwuabl mpoBepok.
17 OrtBeTcTBEHHOCTD paboTomaTelns ¥ (GU3NUECKUX JIHUII HAa HEHAJI)KaIee COCTOSHUE KaApOBOM

JOKyMEHTAIUH.

18 Ha3zHaueHne HHCTPYKIMH IO JOKYMEHTAIIIOHHOMY 00€CIIEUeHHIO YIIpaBlieHus nepconaioMm. Coctas
pasmernos.

19 OcobGeHnHOCTH pa3pabOTKX U COCTABIICHUS IITATHOTO PACIIHCAHUS.

20 TlpaBuia BHYTPEHHETO TPYIOBOIO PACHIOPSIKA: HA3HAYCHUE M MTOPSIOK 0)OPMIICHHS.

21 TlepcoHanbHbBIE TaHHBIE paOOTHUKA: COOP, XpaHEHHE, OTBETCTBEHHOCTH 3a JIOCTOBEPHOCTH U

HE3aKOHHOE paclpocTpaHeHHE.

22 OcHOBHBIC HOPMATUBHO-TIPABOBBIC aKTHI, PETIIAMEHTHPYIOMIHE PAOOTY C TPYAOBBIMH KHIKKAMU
pabOTHHKOB.
23 IlpaBuia ohopMIICHHUS TPYAOBHIX KHUKEK, BHCCCHHS AOTIOTHEHUS U MCIIPABICHUN B HETIPABUIEHO

BHECCHHBIC 3aITHCH.

24 Tlopszlok BBIIAYX TPYJOBOM KHYKKHA PAOOTHUKY

25 BxJaapll B TpyIOBYIO KHUXKKY.

26 Bpimava qy0nukaTa TPYIOBOH KHHKKA

27 Yder IBUKEHHS TPYAOBBIX KHUKEK U BKIAIBIIICH K HAM.

28 Odopmnenne npuema paboTHHKOB. COCTaB TOKYMEHTOB, TPEOYEMBIX IIPH IpHeMe Ha paboTy.
29 OdopmieHue mepeBoaa pabOTHUKOB HA JIPYTy0 paboTy

30 Odopmienne mporneaypbl KOMaHIUPOBAHMS PAOOTHUKOB.

31 OdopmieHue oTIrycka.

32 TlpaBuia u CpOKH MOATOTOBKH rpaduka oTiyckoB (popma T-7).
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33 Odopmienue nponenyps! yBOJIEHEHHUS paOOTHHKOB

34 OcobeHHOCTH cOCTaBIeHHs YHU(UIIMPOBAHHBIX (DOPM IPHKA30B MO IMYHOMY COCTaBY.

35 dopmupoBaHue 1 BeeHUe JINYHBIX Jies. COoCTaB IOKYMEHTOB JIMYHOTO Jelia.

36 Benenue nmuuHBIX KapTouyek. [IpaBria BHECEHUs MCIIPaBJICHUI B IMTYHbIE KAPTOUKH.

37 Tlonarre HOMEHKIATYpHI Aen. [lopsaok cocTaBieHNs] HOMEHKIATYPHI JIe]l KaJpOBOH CITYKOBI.

38 TpeboBaHus, IpeabABIAEMBIE K 3aT0JIOBKAM JIeJl. DJIEMEHTHI 3ar0JIOBKOB JIE.

39 Tlopsnok popmupoBanus aein. [Ipu3Haku rpynnupoBKY JOKYMEHTOB B Jea.

40 Tlopsaok MOATOTOBKH JOKYMEHTOB K apXUBHOMY XPaHEHHIO.

41 Kinaccuukanus J0KyMEHTOB IO CPOKAaM XpaHCHHUS.

42 YactudHOE U TONHOE 0 OPMIICHUE JETT.

43 Cocrapnenue u 0hOpMIICHUE OIKUCEH JeTT.

44 OpraHu3zanus NpoBeICHUS SKCIIEPTU3HI [IECHHOCTH JOKYMEHTOB.

45 AnMMHUCTpaTHBHAsI OTBETCTBEHHOCTH 32 HapyIlIeHUE JEHCTBYIOIIETO 3aKOHOAATEIBCTBA 110
aApXMBHOMY JEIY.
OuenuBaHue NPOUCX0IUT o gopmy.ie:
OHTOFOBaﬂ = 052 * OHaKOHHCHHaﬂ + _033 * OHpOCKTHaﬂ + 035 * OMTO]"OBO]"O KOHTPOJIA

— HAaKOIUICHHAs OLIEHKAa IPOCTABISIETCSI 32 aKTUBHOCTH OOYYalOIIErocss Ha MPaKTHYECKUX 3aHSTHSX,
IPOXOXKJCHHUE TEKYIIETO KOHTPOJIS U BHITTOJHEHUE CaMOCTOSTENIBHOM padoTHI,

— TIPOEKTHAas OIEHKA MIPOCTABISLETCS 3a 3aLIUTY MUCbMEHHOM paboTHI 10 KypCy,

—  OIICHKa UTOTOBOTO KOHTPOJISI IPOCTABIIACTCA 33 MPOXOKICHNE KOHTPOIBHOTO UCIBITAHUS 110 KYpCy B
(dhopmarte, onpeieieHHBIM Pa00YNM YIEOHBIM TIAHOM.
Omnenku craBsaTes no 10-6ampHo# mKane. OKpyTiIeHHE OIEHKH IPOM3BOAMTCS B IONB3Y CTYACHTA.

HTorosas orieHKa BBICTABISIETCS B BEIOMOCTH COIVIACHO CIEAYIOIIEMY IPaBHITY:

Hrtorosas orenka Onenka 1o 10-0anpHOM 11KaIEe
HEYJIOBIIETBOPUTEIBHO 0-3

Y/IOBJIETBOPUTEILHO 4-5

XOPOIIIO 6-7

OTJIMYHO 8-10

Tlepeuenv wacmu komnemeHyul, NPOGEPIEMbIX OYEHOUHBIM CPEOCBOM.:

OK-4 criocoOHOCTh HCIIONE30BATh OCHOBEI MPABOBBIX 3HAHWU B pa3iIMUYHBIX chepax IesTeIbHOCTH.

«HE/3a4eT» - OTCYTCTBHE PabOThI B TPYIIIOBOM JEATEIHLHOCTH HAJ BOIPOCAMHM JJIS OOCYXIeHUs 0e3
y4acTus B MyONUIHOM OOCYKICHUH U apryMEHTAIUH c(hOPMYITHPOBAHHBIX BBIBOJIOB;

«3a4TeHO» - PaboTa B TPYNIIOBOH NEATEIFHOCTH HAJ BOIIPOCAMH ISl OOCYKACHUS C COIep KaTeILHBIM
yJacTueM B MyOIMYHOM OOCYKIICHHU W apryMeHTaIny c(hOPMYIHUPOBAHHBIX BHIBOJOB; JIHACPCKASI TIO3UIIHS U
MOJIEPaTOPCTBO B TPYIIIOBON AEATEIHHOCTH BOIIPOCAMH ISl OOCYXKIEHHS C COACP)KATCIHHBIM yJacTHEM B
MyOIUIHOM 00CYKACHUH U CHCTEMHOI apryMEeHTaIlH CPOPMYITHPOBAHHEBIX BEIBOIOB.

[1K-10- 3rarne TK P® u WHBIX HOPMATHUBHBIX IPABOBBIX aKTOB, COACPIKAIIMX HOPMBI TPYIOBOTO IMpaBa,
3HaHHE MpPOLEAyp INpHEeMa, YBOJIBHEHHS, IMEpeBofa Ha JAPYTylo paboTy W TepeMelleHHs IepcoHana B
cootBercTBuH ¢ TK 1 BageHreM HaBBRIKAMU O(OPMIICHHUS COIIPOBOXKIAIOMICH TOKYMEHTALIUN

«He/3aUeT» - OTCYTCTBHE DJIIEMEHTapHBIX 3HAHMI NPUMEHCHHS HOPMAaTHBHO-IIPABOBBIX IOKYMEHTOB B
MPaKTHYECKON padoTe;

«3a4TEHO» - CTYICHT 3HAKOM C HaBBIKAMH O(OPMIIEHHUS JOKYMEHTOB I10 IBUKEHHUIO KaJPOB B OpraHU3aIIN
U COTPOBOKAAIOIEH JOKYMECHTAIIHN;

[IK-12-3HaHWe OCHOB pa3pabOTKM ¥ BHEIPCHUS KaApOBOH W YIPABICHUYECKOH JTOKYMEHTAIIHH,
ONTHMHU3AINH TOKyMEHTOO00pOTa U CXeM (PYHKIIMOHAIBHBIX B3aUMOCBSI3eH MEXKIY MOApA3IeICHUSIMI, OCHOB
pa3paboTKW W BHEAPEHHs TPOLENYp PETyIHpOBAHUS TPYIOBBHIX OTHOMIEHHWH W  CONMPOBOXKIAIOIICH
JIOKyMEHTAIlU!

«He/3aUeT» - OTCYTCTBHE TOTOBHOCTH OKAa3bIBAThH KOHCYNBTAIlMA IO OCHOBaM pa3pabOTKH KaapoBOU
JOKyMEHTAIH, €€ COCTaBa, MOPSIKA ABUKEHUS TOKYMCHTAIINH;

«3a4TEHO» - CTYACHT MMEET CHCTEMHOE IMPEACTaBICHUE 110 (POPMUPOBAHUIO M OPraHU3AIHU IIPOIECTYP
peryaupoBaHus TPYAOBBIX OTHOLIEHUIA;

[IK-13 ymeHue BecTH KaApoBOE AEIONPOU3BOACTBO U OPraHU3OBHIBATH apXMBHOE XpaHEHHE KaJpPOBBIX
JOKYMEHTOB B COOTBETCTBUHU C JECHCTBYIOLUIMMH HOPMAaTHBHO-IIPAaBOBBIMU aKTaMHM, 3HAHUE OCHOB KaJIPOBOM
CTaTUCTHKH, BJaJICHUEM HABbIKAMM COCTABJIEHUS KaJpOBOM OTYETHOCTH, & TAK)KE HAaBBIKAMU O3HAKOMJICHUS
COTPYIHUKOB OpraHU3allMl C KaJpoOBOW JOKYMEHTAlUed U JEHCTBYIOIIMMH JIOKaJbHBIMH HOPMATHUBHBIMHU



aKTaMH, yMEHHEe 00eCIIeYnTh 3alIUTY [1ePCOHATBHBIX JTAaHHBIX COTPYIHHKOB

«He/3a4eT» - OTCYTCTBHE 3HAHMI OCHOB KaJpPOBOT'O JEIOIPOU3BOJICTBA;

«3a4TeHOo» - paboTa B TPYNIIOBOM JESATENLHOCTH HAJ BOIPOCAMU AJSL OOCYXKICHHUS C COACPKATEIbHBIM
y4acTHUEM BECTU KaJpOBOE JEIOMPOU3BOACTBO, OPraHU30BaTh APXUBHOE XPAHEHUE KAaJPOBBIX JOKYMEHTOB B
COOTBETCTBUM C AEICTBYIOUIMMU HOPMATUBHBIMU IIPAaBOBBIMU aKTAMHU.

IIK-17- 3HaHue OCHOB pPa3pabOTKU U BHEAPEHUS NPO(PECCHOHAIBHBIX, B TOM YHCIE KOPIOPATUBHBIX
CTaHJapTOB B 00JACTH YIPABJICHUS MEPCOHAIOM, YMEHHE COCTABIIATh ONUCAHUS U PACHpPENesITh GYHKIUHU U
(yHKIMOHAIBHBIE 00S3aHHOCTU COTPYJHMKOB, a TAaKoke (DYHKIMU MOApA3AeNeHUN Pa3HOro YpOBHS (KapThl
KOMITETEHIUH, JODKHOCTHbBIE MHCTPYKIIUH, TTOJIOXKEHHS O MOApa3ACICHUX)

«He/3aueT» - OTCYTCTBUE IEMEHTapHBIX 3HAHUN COCTaBIIAThH ONUCAHUS JODKHOCTHBIX HHCTPYKIIUA;

«324TEHO» - CTYJCHT 3HAKOM C HaBBIKAMM pa3pabOTKU KapT KOMIETEHIUH, TOKHOCTHRIX HHCTPYKLUH,
MOJIOXKEHUH 0 MoJpa3AeeHUsX;

OrneHouHble cpeficTBAa A HMHBAJIWIOB M JIMI] C OTPAaHUYECHHBIMH BO3MOXKHOCTSMHU 37IOPOBBS
BBIOHPAIOTCS C YIETOM MX HHIUBUIYaTbHBIX IICUXO(PHU3HUECKUX OCOOCHHOCTEH.

— MpU HEOOXOAMMOCTH HHBAIMJIAM M JMIAM C OrPaHUYEHHBIMM BO3MOXXKHOCTSIMHM 310POBbS
MpeAoCTaBIseTcs JOMOIHUTEIHOE BpeMsl Ul IIOATOTOBKH OTBETA Ha HK3aMEHE;

— TpH TPOBEACHUU IIPOLEAYpPHl OICHUBAHHUS PE3yJNbTaTOB OOyYEHMS HWHBAIMIOB U JII C
OTPaHMYCHHBIMH BO3MOXHOCTSIMH 30pPOBBSI IIPEIyCMAaTPHBAETCSl HMCIOIB30BAHHUE TEXHHUYECKHX CPEJCTB,
HEOOXOIMMBIX MM B CBS3U C UX UHJUBHYyalbHBIMH OCOOCHHOCTSIMH;

— [P HEOOXOIMMOCTH TSI 00YYAIOIINXCSI C OTPAaHMYCHHBIMH BO3MOKHOCTSIMU 3/10POBbsI 1 MHBAJUIOB
MpoLeAypa OIICHUBAHUS PE3yIbTATOB O0YUIEHHUS 110 JUCIIUIIITHE MOJKET IPOBOANTECS B HECKOJIBKO ITAIIOB.

[Ipouenypa oneHNBaHUS Pe3yabTATOB OOYUCHHS HHBAINIOB  JIUI] C OTPAHMYCHHBIMI BO3MOKHOCTSIMHU
3I0POBbsSI 10 JUCHUILUIMHE (MOIYIIO) TMpeaycMaTpuBaeT TIpenocTaBieHne uWHpopMmanud B ¢dopmax,
aJIalTHPOBAHHBIX K OTPAHHMYCHUSM KX 3JI0POBBSI U BOCIIPUATHS HH(OpMALINH:

Jiist mun ¢ HapyIIeHUSIME 3pEHUS:

— B IIEYaTHOH (hopMe YBEITHUECHHBIM IIPUPTOM,

— B (hopMe DIEKTPOHHOTO JOKYMEHTA.

JUst a1 ¢ HapyIIeHUsIMH CITyXa!

— B TIeyaTHOH (opme,

— B (hopMe DIEKTPOHHOTO JOKYMEHTA.

JUst u1y ¢ HapyIIeHUsIMH ONIOPHO-IBUTATENBHOIO anmnapara:

— B TIeYaTHOH Qopme,

— B (hopMe DIEKTPOHHOTO JOKYMEHTA.

JlaHHBIH IepeYeHb MOXKET OBbITh KOHKPETH3UPOBAH B 3aBUCHMOCTH OT KOHTHHTEHTa 00yJarOIIUXCsl.

5. IlepeyeHb OCHOBHOI M JONMOJHUTEIbHON y4eOHOH JUTepaTypbl, He00X0AUMOI 1JIs1 OCBOEHHS
JUCHUNIUHBI (MOYJsI).
5.1 OcHoBHas JiuTepaTypa:

1. baxapeB, A.P. TpynmoBas KHMKKa: 3amojHeHHE, ydeT, xpaHeHue / A.P. baxaper, O.A.
KopaneBckas. - HoBocubupck : Cubupckoe yHUBEpCHUTETCKOE m3aaTesbeTBo, 2009. - 144 c. - (KaapoBuk). -
ISBN 978-5-379-00967-0; To xKe [DnmexTpoHHbBIT pecypce]. - URL:
http://biblioclub.ru/index.php?page=book&id=57284

2. KysznenoB, M. H. JlokymMeHTalMOHHOE oOecliedeHHe YIpaBlieHus mepcoHanoMm [Tekcr] :
YIeOHUK U TPAKTUKyM JUIS NMPHKJIAJHOTO OakajaBpuaTa : y4eOHHK U CTYACHTOB BY30B, OOYYAFOIIUXCS IO
SKOHOMHYECKUM HarpaBieHusM U crenuanbHocTsM / M. H. Kysnenos. - Mocksa : FOpaiit, 2015. - 520 c. -
(Bakamasp. IIpuknagHoit Kype). - bubmuorp.: c. 409-421. - ISBN 978-5-9916-4000-8 : 159 p. https://biblio-
online.ru/book/BDE14AC8-BFC6-4C18-BBDF-ADOGE453A417

Jns ocBOGHWS MUCHUILTHHEI WHBAJIAIAMH U JHIAMH C OIPAHHYCHHBIME BO3MOXXHOCTSIMH 3IJOPOBBSI
UMEIOTCS H3IaHUS B DJIEKTPOHHOM BHUJIE B 2JIEKTPOHHO-OHOIMOTEUHBIX cHcTeMax «JIaub» u «HOpaitTy.
5.2 JlonoJiHUTEILHASN JIUTEPATypa:
1 Baxapes, A.P. TpynoBas kHHXKa: 3aroiHeHre, y4uet, xpanenue / A.P. baxapes, O.A. KoBayeBckas.
- HoBocubupck : Cubupckoe yHUBEepCUTETCKOE H31aTelibeTBO, 2009. - 144 ¢. - (Kagpouk). - ISBN 978-5-379-
00967-0 ; To e [Dnexrpounsi pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=57284
2 Muxaiinos, FO.M. BouHckuii yder B opranu3alusx : mpaktudeckoe mocodue / F0.M. Muxaiinos. -
Mocksa ; bepnun : Jupexr-Menua, 2014. - 119 c. : un. - ISBN 978-5-4475-1649-9 ; To xe [D7aeKTpOHHBII
pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=253696
Cenuenko, [1.B. JlokymeHTaluoOHHOE 0OECIICUEHHE YIIPaBICHUECKUX PElIeHUi : yueOHoe mocodue /
I1.B. Cenuenko, O.I1. ExnakoB, B.E. Kupuenko ; MuHucTepcTBO 00pa3oBaHus W Hayku Poccuiickoit
®Denepauuu, Tomckuit 'ocynapcrBennsiit YuBepcutet Crucrem Ynpaienus 1 Paguosnexrponuku (TYCYP).
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- Tomck : Ob KonTent, 2011. - 142 c. : Tabmn., cxem. - ISBN 978-5-4332-0008- ; To e [DIeKTpOHHEIH pecypc].
- URL: http://biblioclub.ru/index.php?page=book&id=208691

5.3. llepuoguyeckue U3IaHUA:

— Xypnan "Yupasnenue nepconanom” [DaekTpoHHbI pecype] — Pexunm moctyma: http://www.top-
personal.ru

— Kypnan «Kanposux» (panor.ru/journals/kadrovik/)

— Od¢uuuaneHeiii caiit HanmonansHoro corosa kaaposukos (http:/www.kadrovik.ru)

— HWudopm. mopran s crienuanicToB IO KajpaM M yrpasieHuro nepcoHanom (http://www.pro-

personal.ru/)
— xypHan «Pabora ¢ mepconanom» (http://www.hr-journal.ru/)

6. Ilepeyens pecypcoB HH(pOPMAIHOHHO-TEIeKOMMYHHKAIMOHHOI ceT «AHTEepHEeT», B TOM 4HCIIe
coBpeMeHHbIe NPo(ecCHOHANIBHBIE 0a3bI IAHHBIX U HH(POPMAIHOHHBIE CIIPABOYHbIE CHCTEMbI

—  CmpaBouno-npaBosast cucrema «Koucynprant [Tmocy (http://www.consultant.ru)

—  Tlopran oTkpsITHIX AaHHbIX Poccuiickoit @enepeparu https://data.gov.ru

— baza  oTkpeITBIX  fmaHHBIX ~ MuHuUCTEpcTBA  Tpyda M COLM@IbHOM  3amuTel PO
https://rosmintrud.ru/opendata

—  Basza gannbix Hayuroit anekrponnsiit oubmiorexn eLIBRARY.RU https://elibrary.ru/

—  ba3a mannbIx Beepoccniickoro HHCTUTYTa Hay49HOH U TexHUYeckoi nHpopmanuu (BUHUTH) PAH
http://www2.viniti.ru/

—  ba3pl maHHBIX B cdepe WHTEIIIEKTYaIbHOH COOCTBEHHOCTH, BKJIFOUYAs MATEHTHBIE 0a3bl JaHHBIX
WWW.rusnano.com

- Basul JaHHBIX W AQHAJIMTHYCCKUC Hy6J'H/IKaHI/II/I «YHI/IBCPCI/ITCTCKEIH I/IH(I)OpMaHI/IOHHaH CUcTeMa
POCCUSI» https://uisrussia.msu.ru/

— bBaza [jaHHBIX MEKIYHApOJHBIX HWHJIEKCOB Hayuxoro mnutupoBanus Web of Science
http://webofscience.com/;

—  bBasa ganssix pedeparos u rutHpoBanusa Scopus http://www.scopus.cony;

—  basser manneix komnanuu «Mct Beroy http://dlib.eastview.cony/;

—  AmepukaHckas mateHTHas 6a3a maHHbIX http://www.uspto.gov/patft/;

—  VauBepcuterckas napopmanuonnas cucrema POCCUS (YUC Poccus) http://uisrussia.msu.ru/;

—  basza gannsix Springer Materials http://materials.springer.comy/;

—  Basza gannsix Springer Protocols http://www.springerprotocols.com/;

—  Tlopran otkperTeix gaHHbIX Poccuiickoit Denepeparmu hitps://data.gov.ru

— baza  OTKpBITBIX  JaHHBIX  MWHHCTEpCTBA TpyAa ©  COUMANbHOM  3ammTel PO
https://rosmintrud.ru/opendata

—  basa gannsix Hayunoit anexrponnsiit 6ubmmorexu eLIBRARY .RU https://elibrary.ru/

—  baza mannbIx Beepoccuiickoro nHCTUTYTa HaydHOHM U TexHIYeckoi nadopmarmn (BUHUTH) PAH
http://www2.viniti.ru/

—  baspl maHHBIX B cepe MHTEWICKTyalbHOW COOCTBEHHOCTH, BKIIIOYAs MATCHTHBIE 0a3bl MaHHBIX
WWW.rusnano.com

— ba3pl JaHHBIX W aHATUTUYECKHE IYOJHMKAIUM «YHUBEPCUTETCKAas WH(OpPMAIMOHHAS CHCTEMa
POCCHUSI» https://uisrussia.msu.ru/

—  HudopmarnmonHo-npaBoBasi cucrema «Koncymbrant [Lmrocy [DnekTpoHHBIH pecypc] — Pexum
nocrtyma: http://consultant.ru/

—  Dnexrponnas obubnnoreunas cucrema eLIBRARY.RU (http://www.elibrary.ru)

—  OdummaneHas cratucrtiuka P®: PerHOK Tpyma, 3aHATOCTh W 3apaboTHas IwaTa [DJIEKTPOHHBIHA
pecypc] — Pexxum moctyna: http://www.gks.ru/wps/wem/connect/rosstat_main/rosstat/ru/statistics/wages

—  MuHucrepcTBO TpyAa M couuaibHOM 3ammThl PO  [Onexkrponnsii pecypc] — Pexum pocrtyna:
http://www.rosmintrud.ru

—  HayuHo-mccnemoBaTelbCcKUii WHCTUTYT Tpylda H commanbHoro crpaxosanus (HUUW tpyna)
[DnekTpoHHEIH pecypc] — Pexxum noctyma: http:/www.niitruda.ru

— Toc. nncnekuusa tpyma B KpacHomapckom kpae [DnekTpoHHBIH pecypc] — Pexxum pocryma:
http://git23.rostrud.ru/

— IlpodeccronansHble  CTaHAAPTHl  [DJEKTPOHHBIA  pecypc] —  Pexum  gocryna:
http://profstandart.rosmintrud.ru

—  HR-nopran [Qnekrponnsiii pecypc] — Peskum pocryma: www.hr-portal.ru

—  Tlopran o kaIpoBOM MeHEKMEHTE | DIEKTPOHHBIHN pecypc| — Pexxum moctyma:  www.hrm.ru.

7. MeToauueckue ykazaHus 1Jis1 00y4aroUXcsl 0 0CBOCHMIO JIMCHMIIUHBI (MOIYJIA)
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JlekIMOHHOE 3aHATHE MPEACTaBISET COO0M CHCTeMaTHYeCKOe, MOCce0BaTeIbHOe, MOHOIOTHYECKOe
M3JI0KEHHE MPEToiaBaTeeM-JIeKTOpoM y4eOHOro MaTepraa, Kak paBuiio, TEOPETUYECKOro xapakrepa. Takoe
3aHsSTHE MPEACTaBIsieT cOO0M AIEMEHT TEXHOJIOTMHU TMpeICTaBIeHUsl yueOHOro mMarepuaja MyTeM JOTHYecKH
CTPOMHOT0, CUCTEMATHYECKH IOCIE0BATEIBHOIO M SICHOTO M3JIOKEHUS! C UCIOJIb30BAHHEM HHTEPAKTUBHBIX
00pa30BaTENbHBIX TEXHOIOTUN (MYIbTUMEAUHHBIX, JIEKIUH-TUCKYCCHH, JTEKIIUH-IeMOHCTPALINH).

Lenp nexnuu — opraHu3aiys LeleHANPaBIeHHON MO3HaBaTeNbHON JeATeNbHOCTH 00yUYarouuxcs mo
OBJIQJICHUIO MPOrpaMMHBIM MaTepHaJIOM Y4eOHOW MUCHMILIMHBI. UTeHWe Kypca JeKIUi MO3BOJIIET IaTh
CBSI3aHHOE, IOCIEeNOBaTeNIbHOE M3JI0KEHHEe MaTephalia B COOTBETCTBHHM C HOBEWINIMMH JaHHBIMHA HayKH,
COOOMIMTH CITYIIATENISIM OCHOBHOE COZIEp)KaHUe IPeIMeTa B 1IEJIOCTHOM, CUCTEMaTH3UPOBAHHOM BHJIE.

3ajaun JeKIMM 3aKIIOYalTcd B 00ecredeHUH (OPMHUPOBAHUS CHCTEMbl 3HAaHMHA 1O Y4eOHOMU
JUCLMIUIMHE, B YMEHMHM AapryMEHTUPOBAHHO W3JaraTh Hay4yHbBId Marepuaid, B (OPMHPOBAHUU
po¢eCCUOHAILHOTO KPyro3opa U o0IIel KyIbTyphl, B OTPaXKEHUH ellle He TTOTYYHUBIIUX OCBEIICHUS B yUeOHOM
JUTEPATYpe HOBBIX JOCTHXXEHUI HAyKU, B ONTUMM3AIIUH APYTUX (JOPM OpraHU3aluu y4eOHOro mporecca.

[IpakTiueckue 3aHATHA — SABIAIOTCS (PopMoil yueOHOHW ayauTOpHOM pabOTHI, B paMKax KOTOPOit
(OpMUPYIOTCS, 3aKPEIUIIOTCS U MPEACTABISIOTCS 3HAHUS, YMCHHUS U HABBIKH, HHTETPUPYIOIINE PE3yIbTaThI
OCBOCHHSI KOMIIETCHIINH KaK B JICKIIMOHHOM (hopMaTe, TaK B pasIMUHBIX (popMax caMoCTOsATEIbHON paboThl. K
KaXJIOMy 3aHSATHIO IperojaBaTeneM (HopMyIHpPYyIOTCS MPaKTUUECKUE 3aJaHMsl, TPEOOBAHUS U METOANYECKHE
PEKOMEHJAIMKM K WX BBIIOJHEHHUIO, KOTOpBIE IPEICTaBISIIOTCS B (DOHIE OICHOYHBIX CPEACTB Y4eOHOM
JUCHHUITIIINHBI.

KonTpons camocTosTensHOM paboThL: I CTYACHTOB JHEBHOU 1 3209HOM (POpMBI 00yUIEHUS — TEKYIIHIA
KOHTPOJIb OCYIIECTBIISIETCS B COOTBETCTBHE C MPOTPAMMOM 3aHATHH (SKEHENESNbHO Ui CTYACHTOB OYHOM
(hopMBI 00YUEHUS; TTO CEMECTPaM — JUIS CTYJCHTOB 3a09HOM (hOPMBI 00YUECHHST); TPOMEKYTOUHBIH KOHTPOIB 110
WTOraM OCBOCHHS IUCIIUTUIMHBI OCYIIESCTBIISACTCS B (hOpME PEUTHHTOBOW CHUCTEMBI OIICHOK. OmnrcaHue 3aJaHui
JUUIA CaMOCTOSTEIIbH 0N pa60T1>1 CTYACHTOB U TpeGOBaHI/II‘/‘I MO0 UX BBLINOJHCHUIO BBIAAKOTCA IMPETIOAaBaTCIEM B
COOTBETCTBHUU C Pa3pabOTaHHBIM (POHIOM OIICHOYHBIX CPEJCTB MO JUCIUIIIIHHE.

CaMmocrosiTenbHast paboTa CTYJEHTOB IO JaHHOMY Yy4eOHOMY Kypcy MpeanojiaraeT IO3TaIHYIo
MIOJTrOTOBKY I10 Ka)/IOMY pa3Jielly B paMKax COOTBETCTBYIOLIUX 3aJaHUM:

[epBerii 5Tam camocTOsATENbHONH pabOTHl CTYACHTOB BKIIOYACT B CeOsl TIIATEIHHOE H3YUCHHE
TEOPETUUYECKOI0 MaTepuajla Ha OCHOBE JIEKLIMOHHBIX MaTepHalIOB IIPENOaBaTENsl, PEKOMEHIYEMBIX Pa3/ieioB
OCHOBHOW W JOTIOJIHUTEIBHOW JTUTEPATYpPhl, MATCPHATIOB NEPUOANYCCKAX HAYYHBIX H3IAaHHUN, HEOOXOIMMBIX
JUISL OBJIQZICHUS MOHATHIHO-KAaTETOPUANBbHBIM ammapaToM M (HOpMHPOBAHHS HPEICTABICHUNA O KOMILIEKCE
AQHAJIMTUIECKOT0 HHCTPYMEHTAPHUS, HCIIOIB3YEMOr0 KaK B paMKax JTaHHOW OTPACiIi 3HAHMSA, TaK U ITyOIHYHOM
[IPAKTHKE;

Ha BTOpoM 3Tame Ha OcHOBE C(HOPMUPOBAHHBIX 3HAHUK W TPEICTABICHUH 110 JAHHOMY pa3ieny
CTYZIEHTHI BBIIONHSIOT MIPAKTHUECKHE 3aJaHusl, HalleICHHBIE HA ()OPMUPOBAHNE YMEHUN U HABBIKOB B paMKax
3asBJICHHOM KoMmIleTeHIMH. Ha [gaHHOM 2Tame CTYIEHTbl OCYIIECTBISIOT CaMOCTOSTEIbHBIA IMOMCK
SMIAPUYECKIX MaTECPHAIOB B paMKaX KOHKPETHOT'O 3aaHus1, 0000IIaI0T U aHATIM3UPYIOT COOPaHHBIN MaTepral
M0 CXeMe, pEKOMEHIOBAaHHOH IMpenomaBaTeneM, (QOPMYIHPYIOT BBIBOABL, TOTOBST IPAKTUYIECKUE
PEKOMEHIAINH, TPE3CHTAI[NOHHBIC MAaTEPHAITBI IS ITyOIIMIHOTO UX MPEICTABICHIS U 00CY K ICHHS.

Kputepuu oreHKM 3amaHuii B paMKax CaMOCTOSITEIBHOW pabOThI CTYIACHTOB (QOPMYIUPYIOTCS
mpenogaBaTeneM B (POHIE OIICHOYHBIX CPENCTB.

B ocBoeHuM OUCLMIUIMHBI MHBIMAAMU M JHMLAMH C OIPAaHUYEHHBIMU BO3MOMKHOCTSAMH 310POBBS
OoJIBIIIOE 3HAYCHUE HMEET UHANBHIyaIbHAas yueOHas paboTa (KOHCYJIbTAIMH) — JIOTIOJIHUTEIIEHOE Pa3bsCHCHHE
y4eOHOTro MaTepHaa.

WnpnBuayansHbIe KOHCYIBTAMN IO TPEIMETY SBILTIOTCS BAXKHBIM (DAKTOPOM, CIIOCOOCTBYIOIINM
WHANBUAYaIH3alUl OOYYEHHsI M YCTaHOBICHHIO BOCIIHTATEIHHOTO KOHTAKTA MEXIy IpEHoJaBaTelieM U
00yJaIOIIMMCS] HHBAITMIOM HITH JIUIIOM C OTPaHUYEHHBIMHA BO3MOXKHOCTSIMH 3I0POBBSI.

8. Ilepeyenbr HHGPOPMALMOHHBIX TEXHOJIOTHI, HCNOJb3yeMbIX MNpPH OCYHIECTBJIEHUH
00pa3oBaTeJLHOr0 NMpouecca no JUCHUIINHE (MOIYII0).

8.1 Ilepeuens MH(POPMAIUOHHBIX TEXHOJIOTHIA.

— KommyHukanuu co cTyieHTaMu, MpoOBEpKa JIOMAIIHUX 3aJaHUM, KOHCYJIbTAllUU OCYIIECTBIISIOTCS
gepe3 HHTEPaKTUBHO-00pa30BaTEIbHYIO Cpeny (JIMYHbIEC KaOMHETHI).

— HWcnonb30BaHuE 3J1€KTPOHHBIX MPE3EHTALMI PH NMPOBEJEHUH NPAKTUYECKUX 3aHATUH.

8.2 Tlepeuenn He0OX0AMMOT0 MPOrPAMMHOI0 00ecneYeHusl.

—  Microsoft Windows 8, 10
— Microsoft Office Professional Plus

9. Marepua/ibHO-TeXHHYeCKasi 0a3a, HeoOXoauMasi /Ui OCYIIECTBJIEHHS 00pPa30BaTeILHOIO

npoluecca 1o JMCUMIInHe (MOAYJI10).

MarepruanbHO-TEXHHUECKOE 00eCIIeUeHHE TUCIUTUTNHBI (MOLYIIS) H

Ne Bun padot
OCHAII[EHHOCTD




Jlex1moOHHbBIE 3aHATUS

JlexumonHas AyauToOpHrsd, OCHAIICHHAA HpeSeHTaHHOHHOﬁ TEXHUKOU U
COOTBCTCTBYHOIINM NPOrPpaMMHBIM obecreueHneM

CeMI/IHapCKI/Ie 3aHATUA

CHCIII/IaJ'II)HOG IIOMCIICHUE, OCHAILICHHOC Hpe3CHTaHHOHHOI>'I TEXHUKOU
1 COOTBCTCTBYIHOIIUM NPOTPAMMHBIM obOecreueHrEM

I'pynnoBeie Kabuner, ocHaneHHBIH MeOENbIO U PA0OUYMMHU CTAHIUSMU C IOCTYIIOM
(MHIUBHlyaTbHbIC) B HTEpHET

KOHCYJIbTalluu

Texymmit KOHTpOJIb, | AyAuTOpHS, OCHaIllCHHAs MIpE3EHTAMOHHON TEXHUKOU u
MPOMEXYTOUHAS COOTBETCTBYIOIIKUM MPOrPaMMHBIM 00ecriedeHneM

arTecTamus

CamocTodarenbHas paboTa

Kabuner amst caMOCTOSITENbHON pabOThI, OCHAILICHHBINH KOMIIBIOTEPHON
TEXHUKOH C BO3MOXKHOCTBIO IOAKIIOYEHUA K ceTH «MHTepHET»,
MPOrpaMMOil SKPAHHOTO YBEIUYEHUS M OOECIICUCHHBIH JOCTYNIOM B
UIEKTPOHHYIO HH(OPMAIIMOHHO-00pa30BaTENbHYIO CPEy YHUBEPCUTETA.




