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1 Ieau ¥ 32724y U3yYeHHUsI JUCHUNIHHBI (MOYJIs1)

1.1 Iean ocBOeHUsI AUCHUTNJIMHBI.

Ilenblo OCBOGHUS AUCLUILUIMHBL «/|OKyMEHTallMOHHOE oOOEcleueHre YIPABICHUS IEPCOHATIOM>
aBisieTcss (POPMUPOBAHHE CIOCOOHOCTH Y OOYYalOIIMXCs HCIIONb30BaTh OCHOBBI IIPABOBBIX 3HAHHWH B
pasNUYHBIX cdepax AeATeNbHOCTH. A Takke  c(hOPMHPOBATH HABBIKM [0 OpraHM3aluM paboThl ¢
OpraHU3allMOHHO-PACTIOPSIUTEIBHON U HH(OPMALIMOHHO-CIIPABOYHON JOKYMEHTAINEH, perimaMeHTHPYyoLen
JEATENIBHOCTh JOMKHOCTHBIX JIMIl OpraHu3aluy, (YHKIUM U IPOLETypbl 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{oKyMeHTaIloOHHOE OOecIieueHHEe YIPaBICHNUS MEPCOHAJIOM» OTHOCHTCS K 0a30BOi
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 YIOpaBJIeHHH TMepcoHaiom», «TpymoBoe mpaBo», «OCHOBBI KagpOBOM TOJIUTHKA W  KaJpPOBOTO
TUTAHUPOBAHI», «YTIpaBJICHIE IEPCOHATIOM OpraHU3aInny, «PeriaMmenTanys 1 HOpMUPOBAHUE TPy Ay U Ip.

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

W3ydenue naHHOW y4YeOHOM NMUCIUIUIMHBI HaNpaBlieHO Ha (OPMHpPOBaHHME Yy OOydaromuxcs
crenyronx npodeccuonaabHbix kKomnerennuii: OK-4; T1IK-10;  TIK-12; ITK-13; TIK-17.

WNuanexc B pesynbraTe n3ydeHus yueOHOW AUCIIAIUTHHEI
No o Copepxanne KOMIETSHIINH pesy i i
KOMITETe N 00ydJaronuecs JOIKHBI
ILII. (wm e€ yacTy)
HITHH 3HATh yMeTh BJaJIeTh
OK-4 CriocoOHOCTP UCTIONB30BaTh | Oa30BBIC
OCHOBBI TPaBOBBIX 3HAHWU | aCHEKTHI IIPaBa, 3JIEMEHTaPHBIMH
aHAJM3HPOBA
B pa3IMYHBIX chepax TIOHSITHE U T 1IDABOB HaBbIKAMH PabOTHI
IEATETFHOCTH CYIIHOCTD P Yo e HOPMAaTHUBHBIMH
HHPOPMAIIHIO
HOPMAaTHBHBIX aKTamu
aKTOB
1. [1K-10 3nanune TK PD u wHbIX HOpMaTHBHO- MIPUMECHSATh HaBbIKAMH
HOPMAaTHBHEIX IIPABOBBIX IIPaBOBYIO 0a3y HOPMATHBHO- | O(OPMIICHHUS
AKTOB, COZIEP)KAIIAX HOPMBI | KaJIpOBOM TIPABOBEIC JOKYMEHTOB T10
TPYIOBOTO IIpaBa, 3HAHHUE paboTHI B JOKYMEHTHI B | ABIDKCHUIO KaJIpOB
nporeayp npuema, Poccuiickon MPAaKTUYECKO | B OPraHU3ALUU U
YBOJIbHEHUS, IEPEBOA Ha ®Denepanuu it pabote COMPOBOKIAOIIEH
IpyTyio paboty u JIOKYMEHTAIIUU
MepeMeIIeHus epcoHaa B
cootBercTBuu ¢ TK n
BIIaJICHHEM HAaBBIKAMH
oopmieHHS
COMPOBOXKIAOIIEH
JOKYMEHTAIU!
2 [K-12 3HaHNE OCHOB Pa3palOTKH M | OCHOBEI OpPraHW30BBIB | HABBIKAMU
BHEJpPEHUs]  KaJpoBOM U | pa3paboTKu aTh oopmiteHHS
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WNupexc B pesynbrare usyueHus ya4eOHON TUCIUTUINHBL
No ConepxaHue KOMIETEHLIUU 6
o, | xommere (i €& wacri) o0yyaronmecs JOJIKHBI
HITHH 3HATH yMeTh BJIATIETh
OK-4 CriocobHOCTh UCTIONB30BATh | 0a30BbBIE
OCHOBBI TIPaBOBBIX 3HAHUI | acMeKTHI MpaBa, JJIEMEHTAPHBIMU
B Pa3NIMYHBIX cepax TIOHATHUE U AHAIISHPOBA. | kv paboThI
JeSITeITbHOCTH CYIIHOCTb T HPABOBYIO - HOPMATUBHBIMH
uH(pOpMAaLIHIO
HOPMATHBHBIX aKTamu
aKTOB
YIpaBJIEHYECKOU KaJpoBOH MIPOLEAYPBI pE3yNIbTaTOB
JOKyMEHTAINH, JOKYMEHTAllUW, | PeryjJdpoBaH | KOHTPOJA 3a
ONITUMU3AINH ee COCTaB, | U TPYIOBBIX | TPYAOBOM u
JOKyMEHTOO00pOTa U CXEM | TOPSAO0K OTHOLICHUH UCIIOJHUTEIBCKON
(b YHKITMOHATBHBIX JBUKCHUS IUCIUILIMHON
B3aMMOCBSI3EH MEXIy | JOKYMEHTAIluu (cocraBneHue
MOJpa3JeICHUsIMU,  OCHOB JIOKYMEHTOB 0
pa3paboTKu U BHEAPEHUSA IOOLIPEHUAX u
HpOLENYyp  PEryIUpOBAHUS B3BICKAHUSX);
TPYAOBBIX OTHOIIIEHHUH u HaBbIKaMU
COIPOBOXKAAIOIIEH O3HAKOMJIEHU ST
JOKYMCHTAIUU COTPYJAHUKOB
OpraHu3anuu c
KaJpoBOM
JIOKyMEHTallen u
JIEHCTBYIOIIMMH
JIOKAJIbHBIMU
HOPMAaTHBHBIMU
AKTaMU;
HaBBIKAMH
COCTaBIICHHSA
KaJpOBOM
OTYETHOCTH
3 TIK-13 YMeHue BecTH KaapoBoe | 3HATh  OCHOBHI | Bectm HaBBIKAMHA 1o
JETIOIPOU3BOICTBO U | KaJpoBOTO KaJpoBOE o0ecIeueHHIo
OpPraHM30BBIBATH APXHMBHOE | NEJONPOHM3BOACT | AETOMPOU3BO | 3AIIUTHI
XpaHCHUE KaJpOBBIX | Ba ICTBO MePCOHATBHBIX
JOKYMEHTOB B COOTBETCTBHH OpraHM30BaTh | JTAaHHBIX
c ICHCTBYIOIINME apXHBHOE COTPYIHHKOB.
HOPMAaTHBHO-TIPABOBBIMHU XpaHEeHue
aKTaMH, 3HaHHE  OCHOB KaJpOBBIX
KaJpOBOM CTaTHUCTHUKH, JOKYMEHTOB
BIIaJICHHEM HaBBIKAMH B
COCTaBJICHUS KaJpOBOi COOTBETCTBUHU
OTYETHOCTH, a TaKxe c
HaBBIKAMH  O3HAKOMJICHUS JIEUCTBYIOIIN
COTPYOHHUKOB OpPTraHU3aLNH C MU
KaJgpoBOH TOKYMEHTAIeld U HOPMATHBHBI
JIEUCTBYIOIIMU MH
JIOKaJIEHBIMU MPAaBOBEIMU
HOPMAaTHBHBIMH aKTaMH, aKTamu
yYMEHHE O0ECICUHUTh 3aIUTy
MePCOHAIBHBIX TaHHBIX
COTPYJIHHUKOB
4 [K-17 3HaHUE OCHOB Pa3pabOTKU M | OCHOBBI COCTaBJIATh HaBbIKAMH
BHEJPEHUS pa3paboOTKH W | OIUCAHHUS pa3paboTKu  KapT
mpoecCHOHANBHBIX, B TOM | BHEIPCHHUS JIOJDKHOCTHBI | KOMIICTCHIIHH,
qrcie KOPIOPAaTHUBHEIX | KOPHOPAaTHBHBIX | X JOJDKHOCTHBIX
CTaHZapTOB B  OOJIACTH | CTAHIAPTOB B | MHCTPYKIMHA | MHCTPYKIUH,
VIIPaBICHHUS  TEPCOHAJIOM, | 00IacTu MIOJIOKEHUH 0
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WNunekc B pesynbTare uzyueHus yueOHOM TUCIUILTHHBI
Ne ConeprkaHue KOMITCTCHITHH
oy, | ommere (o e& wacTi) 00y4Jaronecs JOKHBI
HITHH 3HATH yMeTh BJIATIETh
OK-4 CriocobHOCTh UCTIONB30BATh | 0a30BbBIE
OCHOBBI TIPaBOBBIX 3HAHWU | aCHEKTHI IPaBa, JJIEMEHTAPHBIMU
B pa3IMYHBIX cepax TIOHSITHE U AHAIISHPOBA. | kv paboThI
JEATSITILHOCTU CYIIHOCTb T HPABOBYIO - HOPMATUBHBIMH
HOPMATHBHBIX uHpopMaruio aKTamu
AKTOB
yYMEHHE COCTaBJISTh | YIIPABICHUS MOJIpa3IeIeHHUIX
ONUCAHUS W PACIPENCNATh | MEePCOHAIOM
byHKIIUH u
(yHKIIMOHAJIEHBIE
00sI3aHHOCTH  COTPYAHHUKOB,
a TaKKe (byHKIUHI
noJpa3esIeHui pasHoro
YpOBHS (xapTHI
KOMITIETCHITHM,
JIOJDKHOCTHBIE MHCTPYKLIUH,
TIOJIOXKEHHSI 0
MOJIPa3JICIICHUSX )
2. CTpyKTypa M cojiep:KaHue JUCIHUILTAHDI.
2.1 PacnpesiesieHre TPyAOEMKOCTH JMCHHUILIMHBI 110 BUAAaM paloT.
OO6mas Tpya0€MKOCTh AUCIUIUIMHBI COCTaBIseT  3ad.eld. (_72 daca), MX pacrnpeseseHne o Bujaam padbor
MIpeJCTaBIIeHo B Tabmuie (011 cmydenmos ODO).
Bun yueGHOM paboThI Bcero CemecTpsl
4acoB (gacer)
A
AyIMTOpHBIE 3aHATHA (BCEr0) 38 38
B toMm uucie:
3aHsTHs JIEKIIMOHHOIO THIIA 18 18
3aHATHS CEMHHAPCKOTO THTIA (CEMUHAPBI, TPAKTHICCKHUE 3aHSTHS) 18 18
HNuasi koHTaKkTHasA padora:
KonTtpons camocrostensHol pabotsl (KCP) 2 2
[Tpomesxxyrounas arrecranus (MKP) 0,2 0,2
CamocTosiTeJbHas padoTa (Bcero) 34 34
B tom uucie:
Kypcosas paboma - -
IIpopabomxa yuebroeo (meopemuuecko2o) mamepuand 10 10
Buvinoanenue unoueudyanvhvlx 3a0anuti (0020mMosKka coobueHutl, 14 14
npeseHmayuti)
Pecpepam - -
Iloozomoska k mexywemy KOHmMpOaO 10 10
IIpome:xyTouHast arrecTauuu (3auem)
OO0mas Tpya0eMKOCTb gac 72 72
B TOM YHCJIC KOHTaKTHAas pabora 38,2 38,2
3a4. efl. 2 2

2.2 CTpyKTypa AMCUUILIMHbI:

Pacnipenenenue Bu10B yaeOHOM pabOThI M KX TPYIOSMKOCTH TI0 pa3jesiaM JTUCIUTUTHHBL

PasneInbl TUCIUILTHHEI, H3ydaeMble B cemectpe (ounas opma)
KonmuectBo yacos

Breaynun

AynuTtopHas YA

Ne HammenoBanue pazaenoB TOpHAS

Bcerqg pabota
pabota
J | o3 | ap | cPC




1 2 3 4 5 6 7

1 IousTHE U 3HAYEHUE JOKYMEHTAI[IOHHOTO 00eCey eHUsI 24 6 6 - 10
YIIPaBIICHHUS IEPCOHATIOM

2 OCHOBBI IOKYMEHTAllMOHHOTO 00ECIIEYEHUS YIIPaBICHUSI 24 6 6 - 10
MIEPCOHAJIOM

3 CucremaTu3aiys U XpaHeHHe JOKYyMEHTOB KaJpOBOH CITyKObI 238 6 6 ) 13,8

18 18 - 33,8

Hmoeo no oucyunnune:

[Mpumeuanue: JI — nexkuuu, 113 — npaktudeckue 3ausatust / cemuHapsl, JIP — madoparopusie 3anarusi, CPC —
camocCTosTeNIbHas paboTa CTyIeHTa

2.3 Conep:xkanue pa3/ieJioB JUCHMIIJIMHBI:

2.3.1 3ansiTUS JEKIIMOHHOTO TUMIA.

Haunmenosanue dopma Tekyiiero
Ne Coneprxanue pazzena P yi
paszaena KOHTPOJIS
1 2 3 4

Pa3)1e.11 1. IMonsiTHEe W 3HAYEHHE AOKYMCHTAIIMOHHOT' 0 o0ecrnevyeHUs YupaBjJeHuss MEpPCOHAJIOM

Bsenenue B KypcC Ooutee MpEeACTaBJICHUE Kypca. Haznauenune wu HpOpaGOTKa
comepkanne Kypca. CBs3p Kypca C y4eOHBIMH |yd4eGHOro
JUCHUIIMHAMH. 3HA4YeHHE Kypca B IOATOTOBKE (TeopeTrueckoro)

CIICLIMAIMCTOB O YIIPABJICHHIO [IEPCOHAIOM MaTepuana
ITonstue [ToHATHSI «TOKYMEHT», «IOKYMEHT0000pOT», ITpopaboTka
JOKYMEHTALMOHHOTO «IOKYMEHTALIMOHHOE 00eCIIeUeHUE YITPABICHUS. y4eOHOro
obecnieuenns ynpasieHus: | OcHOBHBIE TPeOOBaHMUS, IPEIBIBISIEMBIE K (TeopeTHuEeCcKoro)
TIEPCOHAIIOM. 0(hOPMIICHHIO TOKYMEHTAIINH, IIPEIYCMOTPEHHEIC Marepuaia
TpeboBaHus, TocynapcTBeHHOM cCTEMOM TOKYMEHTAIIIOHHOTO
MIPEIbSIBIIIEMBIC K obecnieuenwst ynpasienus [OCT P 6.30-2003.
oopmMieHHIO IMTopsimok 00pabOTKK U PETUCTPAIUKA JOKYMEHTOB,
JOKYMEHTOB UX UHJEKcalun. PerucrpanoHnasie (OpMBI U X

3anonHenue. KoHTponb HCnoaHeHUs JOKYMEHTOB.
OCHOBHBI€ OTIIMYHUS B IOATOTOBKE NIPOCTHIX U
CIIOXXHBIX IPUKA30B. YUET CIeH(pUKA
pacnopsaIuTeabHOro A1eUCTBUS IPU COCTABICHUN
IIPUKA30B IO IPUEMY, IEPEBOY, YBOIBHEHHUIO
pabotauKOB. [TopsiIok BU3UPOBaHUS IPUKA30B IO
JMYHOMY COCTaBY, UX PETUCTPALIUU.

CoctaB M BHIBI [TonsiTHe M 3HaUEHHUE KaIPOBOM JTOKYMEHTAITUH. [TpopaboTka

Ka/IpOBOM JOKYMEHTAIINA Knaccudukanmst kKaipoBoi JTOKyMEHTAIUH. yaeOHOro
OCHOBHEBIE BUJIBI JJOKYMEHTOB KaJIpOBOM CITYKOBI, (TeopeTHYEeCKOoro)
0COOEHHOCTH HX cocTaBlieHHs. HopmaTuBHO- MatepHaa

npaBoBas 0a3a, perlaMeHTHPYIOIIas pa3padoTKy
KaJ[POBBIX JIOKYMEHTOB.

Pazgen 2. OcHOBBI AOKYMEHTALMOHHOIO O0ecrieyeHUsl YNMpaBJeHUsI EPCOHATIOM

TpeboBanus x IratHoe pacnucanue (ct. 57 Tpymosoro Kogekca [Tpopabotka
COJICPKAHUIO H P®)— ®opma mratHoro pacnucanus (popma T-3) y4eOHOro
O(hOPMIIEHHIO JIOKAIBHBIX | YTBEpXKJIEHa MocTaHoByieHneM I'ockomcrara Poccnu | (Teopetnueckoro)
HOPMAaTHUBHBIX AKTOB I10 ot 5 suBaps 2004 roga Nel. MaTepuana

YIIPABJIEHHIO TIEPCOHAIOM | IIpaBmiia BHYTPEHHETO TPYIOBOIO PACIOPSIKA KaK
JIOKaJIbHBI HOPMATUBHO-TIPABOBOM aKT,
KOHKPETU3UPYIOIIUH MOPSIIOK PEryIHPOBAHUS
KITIOUEBBIX BOIPOCOB COITMATBHO-TPYIOBBIX
OTHOIIIEHW Ha mpeAnpusTii. OOmuit mopsmok
MOJTOTOBKU JOKYMEHTa B COOTBETCTBHH €O CT. 190
TK P®. OcobenHoctr ohopMIICHHS TPaBILT
BHYTPEHHET0 TPY0BOI'0 pacHopsiiKa, COAEPKAHHUE
BOIPOCOB, KOTOPBIE OTPaXaroTcs B MPaBHIIaxX
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BHYTPEHHET0 TPYJIOBOT'O PaCcIIOpsIKa.
OcobeHHOCTH 00palleHus C NEPCOHATBHBIMU
JAHHBIMU paOOTHUKOB B COOTBETCTBUU C
nonoxxeHusiMu rasel 14 TK PO. TpeboBanust k
00paboTKe TIepCOHABHBIX JaHHBIX paOOTHUKA.
[paBuia nepenaun nHPOpPMAINHK, CoAEpKalieit
CBeIeHHs 0 paOOTHHKE, TPETHHM JIUIIaM.
OTBETCTBEHHOCTh JIOJKHOCTHBIX JIUI], BHHOBHBIX B
HapyILIEHUH HOPM, PEryIHPYIOLIHX MTOJIy4eHHUE,
00paboTKY M 3alIUTY MEPCOHATBHBIX JAHHBIX
paboTHUKA. IHCTPYKIKS 110 TOKYMEHTAI[HOHHOMY
00€eCIeYeHHIO YIPaBIIeHUS IEPCOHATIOM
npeanpusatusi. CTpyKTypa U cofepKaHue pa3/ielioB
JIAHHOT'O JIOKYMEHTA.

I'ocynapcTBenHas
WHCIEKUIHS TPyAa U
npolieaypa MpoBeAcHHs
IIPOBEPOK JTOKYMEHTAIH
KaJpOBOH CITyKOBI

ITomHOMOUMST TOCYJapCTBEHHOM HWHCIEKLUMU TpyJa.
IIponenypa u mnpaBuwia IPOBENEHUS  IPOBEPOK
COOTIOAEHNS JEHCTBYIOIIEr0 3aKOHOAATENbCTBA. Bubl
npoBepok. Ilopsimok odopmileHHsT MEpONpHITHI 10
KOHTPOIIIO.

CocTaB TOKYMEHTOB, TpeOyEeMBIX OpraHaMy Haja30pa 1

KOHTPOJIS npu MIPOBEICHUHU MIPOBEPOK.
OTBeTcTBEHHOCTh ~ paborojaTenst 3a  HapylleHHE
JEHCTBYIOIETO  3aKOHOAATENbCTBA O TpyAe U

HErpaMoTHOe O(OpPMIICHHE KaJapOBOH JIOKYMEHTAIIWH,
Boznaraemast TpymoBeiMm Kogexcom P® u Kogekcom 06
aIMMHUCTPATHBHBIX IPaBOHAPYLIEHHUIX

ITpopabotka
yueOHOro
(TeopeTH4ecKoro)
MaTtepuaia

dopMupoBaHHE U
BEZICHUE JTHYHBIX JET

Jlnanoe ngeno pabOTHMKA KaK OCHOBHOW JOKYMEHT
MEPCOHANILHOTO yUYeTa, B KOTOPOM XpaHsATcs Haubosee
TOJTHBIC CBEJICHHSI O COTPYAHUKE M €ro CiyxeOHOH
JIEATEILHOCTH.

CocTaB W MOCIENOBATEIBHOCTh JOKYMEHTOB JIMYHOTO
nena. OcoOEHHOCTH COCTABIICHUS JOKYMEHTOB JTMYHOTO
JieNa; JJMYHOTO JIMCTKA 0 YYETy KaJpOB, JONOJTHEHUS K
JUYHOMY JIMCTKY, aBroOworpadpmu u T1.1. [lpaBuna
BBIIaYM JIMYHOTO JieJla BO BPEMEHHOE IT0JIb30BaHUE.
ITopsimok coctaBienus omucu JuuHoro aena. [lepemaga
JUYHOrO Jiella Ha apxuBHoe XxpaHeHue. CocraBlieHHE
3aBEPUTEIHLHON HAIIMUCH JIMYHOTO JIeja

ITpopaboTka
yaeOHOro
(TeopeTruecKoro)
Mmarepuasa

Jlnunas xaprouka

Jlnynas kapTouka Kak OCHOBHOM JOKYMEHT
MEPCOHATBHOTO ydeTa pabOTHUKOB OpPraHU3aIlHH.
JloKyMeHTbI, Ha OCHOBaHHUHU KOTOPBIX 3aIOTHIETCS
n4yHag kaprouka. [lopsaok kogupoBaHus CBEICHUN B
JTUYIHOW KapTOYKe. 3alOTHEHHE TUYHON KaPTOUKH.
ITopsimok BHECEHUS UCTTPABICHUA U M3MEHEHUH B
JHYHYIO KapTOUKy pabOTHHKA.

[TpopaboTka
yaeOHOro
(TeopeTnueckoro)
MaTepuaia

JoxymeHTHpOBaHUE
MIPOLIECCOB JABMIKEHUS
KaJlpoB

JokymeHTHpOBaHUE Mpolecca ABMXKEHUS KaJpoB Ha

NOpeNNpUATHA KaK BaxkHe#mmas (QyHKIMsS —oTaena
KanpoB. Bumel nmBmkeHHs KagpoB. CXeMBI TIpHeMa,
repe-Bojia, YBOJIbHEHHS pAOOTHUKOB.

Odopmienue npuema PabOTHHKOB. CocraB

JIOKYMEHTOB, TpeOyeMbIX TpH IpUeMe Ha paboTy B
cootBercTBuu ¢ TpynoBeim Konekcom PO.

TopsimoK  3aKIOYeHHs TPYAOBBIX  JIOTOBOPOB  C
MIOCTOSTHHBIMA ¥ BPEMEHHBIMU PAOOTHUKAMH.
OCOOEHHOCTH COCTaBIICHHUS YHU(DUIIMPOBAHHEIX (HOPM
MPUKA30B TI0 JHYHOMY COCTaBY, KacCAroIIUXCs MpueMa
(popma T-1, T-1a).
Odopmienue

nepenoaa, NECPEMCIICHM S,

ITpopaboTka
y4eOHOro
(TeopeTHIEecKoro)
marepuaa
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KOMaHIMPOBaHU pabOTHHKOB. OcoOeHHOCTH
o(hOopMIIEHHS U OCHOBAHHS Pa3IMYHBIX BUIOB IIEpeBOa
(mepeBox Ha Apyryro paboTy Ha TOM K€ MPEANPHITHH;
nepeBoJ] Ha paboTy Ha Jpyroe NMpearpusiTHe; epeBox
Ha paboTy B Jpyryl0 MecTHOCTh). (OcobeHHOCTH
COCTaBJIeHHs YHH(HUIMPOBAHHBIX (OPM IPUKA30B II0
JUYHOMY COCTaBy, Kacaromuxcs nepesoaa (popma T-5,
T-5a), komanmuposanus (hopmsr T-9, T-9a, T-10, T-
10a). Odopmienue ornycka. IlpaBuma u  cpoku
nonrotopku  rpaduka  ormyckoB  (dpopma  T-7).
Oco0eHHOCTH COCTaBJICHUS YHU(DUIMPOBAHHBIX (HOpM
IPHKA30B 110 JIMYHOMY COCTaBY, KacalOIINXCs OTIyCKa
(popma T-6, T-6a).

Odopmiienue yBONbHEHUs PaOOTHUKOB. (OCHOBaHHS
HpeKpalieHus] TPYZLOBOrO JIOTOBOPa B COOTBETCTBHH C
HOpPMaMH TPYIOBOI'O TpaBa; IpaBuia OQOpMIICHUS
IpPEeKpaIleHus] TPyA0BOro 1oroBopa. OTBETCTBEHHOCTh
paboTozaTens 3a HE3aKOHHOE YBOJIbHEHHE PaOOTHHUKOB.
OcoOeHHOCTH COCTaBICHHUSA YHU(DUIMPOBAHHBIX (OpM
OpPUKAa30B MO JIHYHOMY COCTaBy, KacCalOUIMXCS
yBOJIbHEHHsI paOoTHHKOB (popmer Ne T-8, T-8a).
[opsi 0K perucTpauy NPUKa3oB M0 JINYHOMY COCTaBY

Benenue tpynoBsix
KHIKEK

Ilonsitue TpynoBoil kHmkku. @opma TpyAoBOH
KHUXKKH. HopmaTtuBHO-MeTonnYecKast Oa3sa,
pernaMeHTUpyrolas IOPsAA0K BEACHUs, 3allOIHEHUs
TPYIOBBIX KHMXEK, 00eCIICUCHUS UMH paboTonaTenei.
3amonHeHne CBeACHWH O pabOTHHKE. 3aroiHeHHE
CBellcHWH o pabore. 3amoiHEHHE CBEIEHUH O
HarpaxJeHUU. 3alojHEHHE CBEACHUN 00 YBOIbHCHHH
(mpekpamennn TPyIoOBoro aoropopa). OcoOeHHOCTH
3aIlOJTHCHUSI CBEICHWH 00 YBONBHEHWH W ITIpPHEME Ha
paboTy B CBsI3U C IEPEBOIOM pabOTHHKA.

Bnecenne wu3MeHeHWl W JOMOJNHEHUH B TPYJOBYIO
KHWKKY. JlyOnukar TpymoBod KHHXKH. Bpizada
TPYIOBOH KHIDKKM MpPU YBOJBHEHUH (IIPEKpaIleHUH
TPYIOBOTO AOTOBOpPA). BKIambII B TPyAOBYIO KHUXKKY.
Yder u XpaHEHHE TPYIOBBIX KHIDKEK. [loKymeHTanms
Mo y4YeTy OJIaHKOB TPYJIOBBIX KHIDKEK (IIPUXOIHO-
pacxomHas KHUTA 10 Y4eTy OJaHKOB TPYJOBBIX KHIKEK
M BKIaABIEH K HHAM, KHATA ydeTa JBIDKCHHS
TPYIOBBIX  KHWKEK W  BKIQABIIEH K  HUM).
OTBETCTBEHHOCTh 32 COONIOJCHUE TMOpsNKAa BENCHHS
TPYIOBBIX KHIDKEK.

ITpopabotka
yaeOHOro
(TeopeTHIecKoro)
Marepuaia

Paznen 3. CucTremaru3ammsi ¥ XpaHeHHE JOKYMEHTOB KAJPOBOM CIYKObI

Homenxknatypa nen [onstre HOMeHKNaTypel nen. Ilopsmok cocraBienus|IIpopaboTka
KaJIpOBOU CITY>KOBI HOMEHKJIATYPhI JIeJT KaJpOBOM CITYKOBI. y4e6HOro
(TeopeTnueckoro)
MaTepuaia
DopMUpOBAHHE I TpeboBanus, mnpenpsBIsieMble K 3aronoBkam jedn.|[IpopaboTka
DJIeMEHTHI 3aT0JIOBKOB JIEIT. yue6GHOro
HpaBI/IHa TpyHIIMupoOBKU JTOKYMEHTOB B nena, (TeopeTquCKoro)
ohopmIteHHS 3aroJ0BKOB Jei. [Ipu3Haku rpynmupoBKU Matepuaia
JOKYMEHTOB B JIeTIa.
Iops ok noaroropky |[lopsook TMOATOTOBKH JOKYMEHTOB K apxuBHomy|IIpopaborka
JOKYMEHTOB K [xpaHeHuio. Knaccugukanus IOKyMEHTOB 10 CPOKaM|y4eQGHOro
ApPXHBHOMY XPaHECHUIO xpanenus. TpeOoBaHusl, NPEABSBIAEMbIC aPXUBHBIMH|(TEOPETHYECKOrO)
cryx0aMu K JTOKyMEHTaM, CIaBacMbIM B apXUB. Matepuaia
OpraHuzanys TPOBENCHHS OKCIEPTH3Bl IIEHHOCTU

8




JOKYMEHTOB.
YactuuHoe u monHoe odopmienue nen. llopsmok
o opmMiTeHHs 00JI0KEK JIeJ TIOCTOSHHOT'O ¥ BpDEMEHHOT'0
cpokoB xpaHeHus. CocTraBneHue u odopmieHHe
onuceit nen. CocTaBleHHE 3aBEpUTENBHONM HAINUCH
Jena.

AJMUHHUCTpaTHBHAs OTBETCTBEHHOCTh 3a HapylICHUE
JENCTBYIOIEr0 3aKOHOAATENbCTBA 110 APXUBHOMY JETY.

2.3.2 3aHsITHS CeMMHAPCKOIO THIIA.

CemuHapckue (TMPaKTUYECKHE 3aHATUS) TMPEICTABSIOT  COOOH  JeTanu3alfio  JIEKIMOHHOTO
TEOPETHUECKOr0 MaTepHasa, MPOBOIITCA B LIESIX 3aKPEIJICHUsI Kypca U OXBAaTBIBAIOT BCE OCHOBHBIE Pa3/eibl.

OcHOBHOM (hopMOI TIPOBEACHUS CEMMHApPOB M MPAKTUYECKUX 3aHATUI SABISIETCS OOCYKICHUE
Haubonee MPOOJIEMHBIX U CIOXKHBIX BOIPOCOB 11O OTAEIBHBIM TeMaM, a TAaKKe pelIeHHe 3a1ad U pa30op
MNpPUMEPOB M CHUTyallMii B ayIUTOPHBIX YCIOBHSIX. B 00s3aHHOCTM mpermojaBaTelst BXOAAT: OKa3aHUE
MeTO}lH‘IeCKOﬁ NMOMOLIN U KOHCYJIbTUPOBAHUC CTY/ICHTOB IO COOTBECTCTBYIOIIIMM TEMaM KypcCa.

AXTHUBHOCTh Ha MPAaKTUYCCKUX 3aHATUAX OLUCHUBACTCA MO CICAYIOIUM KPUTCPUAM:

. OTBETHI Ha BOIPOCHI, IPEJIaraeMbI€ MIPETIOAABATEIIEM;

. y4acTue B JUCKYCCHSX;

. BBIIOJIHEHUE NIPOEKTHBIX U UHBIX 3aJaHUM;

. aCCHCTUPOBAaHUE MIPENOIaBATEINIO B IIPOBEICHUY 3aHATHI.

Jokitanel ¥ ONIMOHUPOBAHKE JOKIIAJIOB MPOBEPSIIOT CTENEHB BIAJACHUS TEOPETUYECKUM MaTepHalIoM, a
TaK)Xe KOPPEKTHOCTh M CTPOTOCTh PACCyKICHUH.
OneHnBaHKE MTPAKTUYECKHUX 3a/JaHUHN BXOAUT B HAKOIJIEHHYIO OIIEHKY.

No HaumenoBanue TeMaTuka NpaKTUYECKUX 3aHATHH dopma TeKy1Iero
- paszaena (cemuHapOB) KOHTPOJISt

1 2 3 4

1 (Pazmea 1 Ilonsitme wu|TpedoBanusi k opopMJIeHHIO JOKYMEHTOB: [TpoBoguTcst B
3HAYEHUe 0O0630p HOPMATHBHO-TIPaBOBOW 0a3bl JTOKyMEHTALIMOHHOTO|(hopme
JOKyMeHTanuoHHoro |obOecrieuenus ynpasiaerus. [ OCT P 6.30-2003. MPAKTHYECKOT0
obecrieyeHUs [Tonstue pEeKBH3UTA JIOKYMEHTA, TpeOOBaHUS, |3aHATHS,
ylpaBJjeHust IpeabsBIIeMble K O(QOPMIICHHIO PEKBH3UTOB W WX |[IPEAIIOaraet
NepPCOHATOM pacmoiIoKeHHIo Ha OJJaHKe TOKYMEHTA. aHaIM3

[Ipunanue NOKyMEHTY IOPHIMYECKOI CHIIEL. CUTYallnOHHBIX
CuryannonHoe 3amanne «OmmOkn B OQOpPMIICHUH|3aJaHUN.
JOKYMEHTOB

2 CocTaB M BUABI KAIPOBOii JOKYMEHTALUHU:
OCHOBHEBIE KJIACCU(PHUKANH KaJIPOBBIX TOKYMEHTOB.
[lpukaspr 1m0 JWMYHOMY COCTaBy Kak  OCHOBHOI
pacIopsITUTENbHBIH JOKYMEHT, COCTABIISIEMBI B IIPOIIECCE
JOKYMEHTHPOBaHUA  (DYHKIIMH  KaapoBOH  CIyXOBI.
Curyanmonaoe 3aaHue «Auxanns KaJIpOBOM
JOKYMEHTAIUH 10 (DYHKIUSAM YIIPABICHHUS TIEPCOHATIOM»

3 |Pazmex Il TpedoBaHusi K cojep:KaHuIO U 0(GOPMIECHUIO ITpoBomutcst B
OcHoBbI JOKAJIBHBIX HOPMATHBHBIX AKTOB MO ynpasjeHnuio |hopme
JOKYMEHTAIIMOHHOI'0 IEePCOHAJIOM. CI/ITyaL[I/IOHHOG 3aganue «OmuoKy B MPAaKTHIECKOI O
obecrneveHust IITaTHOM PaCIUCAHHII» 3aHATHS,
ynpaBJieHust CuTyanoHHOE 3a/1aHUE KA YIUT MTPABHII BHYTPEHHETO MpeAroIaraet
MEePCOHATIOM TPYIOBOTO pacnopsnka» CHTyallMOHHOE 3aJaHue aHam3

«[lomoxxenne 00 00pabOTKE MEPCOHATBHBIX JAHHBIX.  |CHTYallMOHHBIX
Kakum emy OBITH?» 3aJTaHUH.
Pa3paboTka JOKyMEHTOB, KaCaIOIINXCS 3aIATHI
MEPCOHANBHBIX JAHHBIX COTPYIHHKOB OpPTraHH3aIUH

4 dopmupoBaHne U BeleHHe JUYHBIX dej. CocTaBieHUe
JOKYMEHTOB JINYHOTO JIeJla COTPYTHHUKA IO OCHOBHBIM
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3TanaMm paboThl epcoHana (IprUeM, NepeBol, YBOIbHEHUE,
aTrecranus u T.1.). CocTaBiaeHue BHYTPEHHEN OnucU
JOKYMEHTOB JINYHOTO JieNa.

CocraBreHue 3aBepUTEIbHON HaAIIUCH.

IToaroroBka IMUHOrO Jema Ui Mepefadl Ha apXUBHOE
XpaHEHHE.

JInyHasg KapTo4Ka.

CocrtaBieHne TMYHONH KApTOUKH PabOTHHUKA.
BHeceHnne u3meHeHH 1 UCIIPaBICHUN B TNYHYIO
KapTouky. KapToTeka TUYHBIX KapTOYeK: IMpaBuiia
BEACHUSI.

JlokyMeHTHPOBaHMe NPOLECCOB IBUKEHUS KaJAPOB.
TTomarosast npoueaypa oopmnenus OCHOBHBIX
KaapoOBBIX mpoleayp (mpuem, mepeBoj, MepeMelleHue,
IIpeIoCTaBIICHHE OTITyCKa, KOMaHAUPOBaHUE,
YBOJIBHEHUE).

Oco0eHHOCTH TTOATOTOBKY IMPHKA30B 0 JIMYHOMY COCTaBY.
CutryalluoHHbIE 33JjaHUsl «AHAJIU3 TPYIOBOIO

norosopa», «[Ipuem Ha paboTy», «KAYANUT YBOJIHHEHHUI»

Benenue M XxpaHeHue TPYIOBbIX KHM:KEK. 3aIlOJHCHHE
TUTYJIBHOI'O JIUCTA TPYAOBOH KHHUKKHU.

3anonHeHue pasgena «CpeneHUs O paboTrey. 3amolHeHUE
pasnena «CBemeHHs 0 HaTPaXKICHUSIX).

Bnecenne n3meHeHH 1 JOMOIHEHNUN B TPYAOBYIO KHUXKKY.

HomenkaaTypa el kaapoBoii cay:x0bl. [lonsrue
HOMEHKIATypsl 71en. CocTaBieHHEe HOMEHKIATYPHI
JIeNl  KaJlPOBOM CITY)KOBI.

10

Paznen Ill. ®opmupoBaHue ae. [poBoauTest
Cucremaruzanus u TpeboBanus, npeabsBIIeMbIc K (HOPMUPOBAHUIO popme
XpaHeHHe JOKYMEHTOB | J1en KaapoBoi ciryxObr. DopmupoBaHe MPAaKTHIECKOT O
KaJpPOBOH CJIYXKObI 3ar0JIOBKOB JIell. 3aHATHS,

Tpejroiaraet
Ilopsinok MOArOTOBKU JOKYMEHTOB K AapXHBHOMY |apaiu3
XPpAaHCHHUIO. CHATYallHOHHBIX
[ToaroroBka JOKYMEHTOB K apXMBHOMY XPAaHEHMIO. |3amaHmuii.
[TomHoe wm wyacTHyHOE OOpPMIICHUE JIEI.
[IpoBeneHne 3KCIIEPTU3HI IICHHOCTH JOKYMEHTOB.

JlabopaTopHbIe 3aHATHS - HE TIPEIYCMOTPEHEI
2.3.4 IlpumepHas TeMaTHKAa KypPCOBBIX PadoT (IP0eKTOB)

0
1
12
13
14
15

PP OOO~NOOUOTE, WN -

CoBepiIeHCTBOBaHIE KAIPOBOT'O 00ECIICUCHHSI CHCTEMEI YIIPABIICHNUS TIEPCOHAIIOM.
[ToBrimenne 3pPeKTHBHOCTH KaPOBOT0O IEIOMPON3BOJICTBA.

AHamu3 KaIpoBOro JOKyMEHTO000pOTa Ha TIPEAPUSTHH.

AYIWT JIOKaJHHBIX HOPMATUBHBIX aKTOB OPraHU3aIlHH.

CoBepIICHCTBOBAHIE COCTABIICHUS IpadiKa OTIIYCKOB.

MecTo KapoOBOT0 ICIOMPON3BOICTBA B CHCTEME YIIPaBICHHUS IEPCOHATIOM.

PaspaboTka cucTeMbl KapOBO# TOKYMEHTAIIHH.

PazpaboTka mraTHOTrO pacmucaHusl.

JokyMeHTaIpHOE 00ECIIeUYeHNE ISSITETBHOCTH KaIpOBOH CITy)KOBI KOMMEPUYECKOH OpraHu3aIny.
O1ieHKa TPaBUIILHOCTH XPAaHEHHUS U CHCTEMATH3aNH TOKyMEHTOB KaJIpOBOM CITY>KOBI.

O1ieHKa IPaBUIILHOCTH BEACHUS U XPAHEHHS TPYAOBBIX KHUKEK OpPraHH3alliH.

AyIHT KaJIpOBOHM TOKYMEHTAIIMU OPraHU3aIlHH.

AyIuT yBOJIBHEHUA.

AHanmu3 coONI0ICHUsT HOPM TPYIOBOTO 3aKOHOAATEIBCTBA TIPH O(POPMIICHIH JBIKCHUS KaIpOB
PazpaboTka HOMEHKIATYPBI A€ KaJpOBOH CITY>KOBI.
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16 Amnanu3 comepxaHus 1 0QpOpMIIEHUS TPYIOBBIX JOrOBOPOB OpraHU3aLUH.
2.4 IlepeyeHb y4eOHO-METOANYECKOr0 OfecnedeHHs I/l CAMOCTOSITeJbHOI PadoThl 00y4arommxcs: Mo
JUCHMILIMHE (MOAYJII0)

IlepeueHp y4eOHO-METONUUECKOTr0 OOECTIeUeH s JUCIUIIIMHBI IO
Ne Bup CPC BBIITOJTHEHUIO CAaMOCTOSITENIbHON paboThl

1 2 3

1. [Ipopabotka
yueOHOro
(TeopeTHuecKoro)
MaTepuaia

P. Brimonuenue MeTtoaunueckiue peKOMEHJAIMK Ui CTYJEHTOB HaIpaBJICHUS YIpPaBICHUE
WHMBUyaJbHbIX | TIEPCOHANIOM II0 BBITIOMHEHHIO MUCBMEHHBIX PaboT, YTBEpKICHHBIE Kadeapoit
3a/1aHUH YIpaBIICHUS IEPCOHATIOM U OPraHU3aIMOHHOMN TICUXO0JIOTHEH,

(moaroroBka
COOOIIIEHHNI,
Mpe3eHTAIi)
3. Pedepar

a. Occe

b. IToxgroroska K

TEKYyLEMY
KOHTPOJIIO

6. Wndopmarronso
e  obecrieueHue
yIpaBIEHYECKON
JIeATeNbHOCTH

Y4eOHO-METOIMYECKHE MaTepHallbl JJIsi CaMOCTOSATENbHOH paboThl O0y4arommxcsi W3 YHCIa
WHBAJIUIOB W JUI] C OTPaHWYCHHBIMH BO3MOXKHOCTSIMH 310poBbsi (OB3) mpemocraBmstorcst B ¢opmax,
aIalITHPOBAHHBIX K OTPAaHMYCHUSM HX 3/I0POBBSI U BOCIIPUATHS HH(OpMALINH:

Jiist mun ¢ HapyIIeHUSIME 3pEHUS:

— B TICYaTHOH opMe yBEITHMUSHHBIM HIPUPTOM,
— B (hopMe DIIEKTPOHHOTO JOKYMEHTA,
J7ist murn ¢ HapyIIeHUsIME CITyXa:
— B TIeYaTHOH (opme,
— B (popMe AIIEKTPOHHOTO TOKYMEHTA.
J7ist mun ¢ HapyIIeHUsIME OTIOPHO-/IBUTATEIFHOTO alllapara:
— B TIeYaTHOH (opme,
— B (hopMe DIIEKTPOHHOTO JOKYMEHTA,
JaHHBI TIepedeHsh MOXKeT ObITh KOHKPETU3UPOBAH B 3aBUCHMOCTH OT KOHTHHTEHTa 00YJaIOMINXCS.
3. O6pa3zoBaTebHbIe TEXHOJIOTHH.
Jlexuus-Bu3yanu3amwsi, IpodJIeMHast ISKIHS, pa300p MPaKTUIECKUX 3a7a4 U KEHCOB.
Ans mum ¢ orpaHMYSHHBIMH BO3MOXKHOCTSIMH 3IOPOBBSI IIPEIYCMOTPEHA OpraHW3alys KOHCYIBTallHd ¢
HCIIOJIE30BAHNEM AJIEKTPOHHOH ITOYTHI.
3aHATHSI, TPOBOJUMEIE C HCIONb30BAaHIEM HHTEPAKTUBHBIX TEXHOIOTHIHA

Bun 3ansatus Hcnonb3yeMble HHTEPAKTHBHBIC 00pa30BaTeIbHBIC KonmuectBo
Cemectp
(JI, 113, JIP) TEXHOJIOTUU JacoB
7 JI Jlekus ¢ anemMeHTaMu Me1arornyecKuil SBPUCTUKH, JICKLIHS - 6
KOHCYJIbTAIIHS
113 Becenpl, paz0oop cuTyaruii, mpe3eHTaIus 10KIa0B, 6
cooOnIeHH B (hopMaTe MUHH-KOH(DEPESHITUH
Hroro: 12

4. OueHOYHbIE CpeIcTBa /ISl TeKyLIEro KOHTPOJS YCIeBAeMOCTH U IPOMEKYTOUHOIM
arrecTaumm.

4.1 ®oHJ 01LIEeHOYHBIX CPEJCTB 1JIsl MPOBeIeHUA TeKYIIero KOHTPOJIA.

O0pa3ubl TeCTOBBIX U KOHTPOJILHBIX 32/IaHUI TeKYLLEro KOHTPOJIst
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[Ipumep omHOro M3 BapHaHTOB TECTOBOTO 3aJaHHs M KOHTPOIBHOH paboThl 1Mo Teme «Benenne
TPYIOBBIX KHIKEKY:

1. B mpy0oeyro KHUNHCKY He0OX00UMO 6HeCmU 3aNUCU:

- B JIeHb [IOCTYIUIEHHs paOOTHHKA Ha padoTy;

- mocne 5 nHel paboThl Ha NPeANPUITUY;

- 110 OKOHYAHUU MCIBITATEILHOIO CPOKA.

2. Pabomnux obpamuics 6 kadposyio caydcdy ¢ npocvboli evidamb O0yonuKam mpyooeot
KHuotcku. OOHAKO KAOPOBUK 3AA6UN, YMO OYOIUKAMbL 8blOAIOMCA PAOOMHUKAM MOJbKO 6 meyeHue 200d
nocne ysoavuenus. llpasomeprvl au maxue 3asenenus? Yxadxcume cpox evloauu Oyoauxama mpyoosou
KHUMCKU:

- 15 naen

- 5 nHen

- rof

- CPOKH HE YCTaHOBJICHBI, TyOJIMKaT Oy/IeT BBIKCAH T10CIIe IPEAOCTABICHHUS BCEX CIPABOK

3. Ilpu ysoavHenuu compyOHUK OO0IHCEH 3A68epUmb C80e CO2NACUE C NPOU3BEOCHHBIMU 3ANUCIMU 8
e20 mpy0o0eoll KHudicKe cgoeti noonucwio. Kax smo denrams na npaxmuxe?

- HIOCTaBHUTh CBOIO ITOJIITHCH IO 3aITHChI0 00 YBOJIBHEHUH

- HIOCTaBUTh CBOIO IOIIHCH MOJ TOMIHUCHIO JOMKHOCTHOTO JIMIA, MOAMKMCABILETO TPYIOBYIO
KHUXKKY B pazzienax «CBeaeHus o pabore», «CBeeHNUs 0 MOOIPEHUI»

- [IOCTABUTH CBOIO MOJIKCH B IMYHON KapTOIKE

4. CompyOHUK YBOJIeH 3a CUCEMAmuyecKoe OmMcymcemeue Ha pabome Oe3 YBaANCUMENbHbIX NPUUUH
u Haonedxcaweeo opopmaeHus ceoezo omcymemeus. Ilo mou sice npuuune epyueHue emy mpyooeou KHUNCKU
He npedcmasisaemcs 603MoNiCHbIM. Kak npasunoho nocmynums ¢ maxoi cumyayuu?

- OTIPABUTh YBEAOMJICHHE O HEOOXOMUMOCTU SIBUTHCSA 3a TPYAOBOW KHH)KKOW IO IOYTE -

OTIPaBUTH IO MOYTE, IPESIBAPUTEIBHO MOIYYHB COrNIacHe pabOTHUKA

- XPaHHUTH €€ Ha TMPSAIPUATHH B TCUCHHE 2-X JIET, 3aTEM CIaTh B apXUB

- MIOIIPOCHUTH POACTBEHHHUKOB 3a0paTh e

5. B kakux 0okymeHmax pabomuux 00AHCeH NOCMASUMb C800 NOONUCH NPU VBObHEHUU? - B
TPYJIOBOW KHUKKE

- B €0 JIMYHON KapTOUKe
- B Knaure yuera ABmXeHUS TPYIOBBIX KHIDKEK M BKIAIBIIIEH K HUM
6. Ilpu oghopmnenuu 6 mpyoosol KHUICKe 3aNUcU 0 nepegode COmpyOHUKA 6 Oyxeaimepuro U HA3HAYeHUU
€20 Ha OOJHCHOCMb KACCUPA UHCHEKMOp CAyicObl Kaopo8 owiubcsi U GHeC HeBepHoe HA36aHue HOBOU
dondchocmu: emecmo ooaxchocmu "kaccup” nanucan "Oyxeanmep". Kaxum obpazom ciedyem ucnpasums
Heeepnyio  3anucv?  Hanuwume  npasunvnyio  gopmyauposky. Hedocmarowue ceedenus enucamo
CAMOCOSIMENLHO.

7. Bnpase nu xadposas cnyxcba mpebosamv npuobpemeHus COmMpyOHUKAMU MPYyO0BbIX KHUICEK 3d CEOl
cuem? Kaxum obpasom smo ogpopmasemcs?

- Her, 00s13aHHOCTh 00eCIIeYeHUs TPYIOBBIMU KHIDKKAMU JISKHT Ha paboToaarerne - Ja, paboromaTenh
MOXKET B3bICKATh CTOMMOCTh TPYJOBON KHMUXKKHU C paOOTHUKA

- JIpyroil oTBeT
8. Ha pabomy 6 opeanuzayuro ycmpausaromcsi Mono0ble CReyuaIucmol, OKOHUUGUIUE 6bicuiee YueOHoe

sasedenue. Kakyro 3anuce 6 mpyoogyio KHUNCKY (8 pazoein «ceeoeHust 0 pabome») HeobX00UMO 6HECIU:

- cBeleHHs 00 0OYUEHUH B By3€ C YKa3aHHUEM IepHoaa 00ydeHus

- CBeIEeHHS O IMpHeMe Ha paboTy

9. Obszan 7 pabomooamenv 6vidamv pabOOMHUKY HA PYKU MPYOOSYI0 KHUICKY NO e20 npocvbe:

- na

- JIa, 0 THChbMEHHOMY 3asIBJICHUIO Pa0OTHHKA - HET, TOJIbKO KOITHIO

Iepeuenv wacmu KomnemeHyuy, NPOGEPSEMbIX OYECHOUHIM CPEOCTNEOM:

OK-4 crtocoOHOCTB HCITOIh30BATh OCHOBEI MIPAaBOBBIX 3HAHHM B Pa3lIUYHBIX cepax ASTEITHHOCTH.
«HE/3a24eT» - OTCYTCTBUE PAOOTHI B TPYIIIOBOI JeITEIBHOCTU HAJl BOIIPOCAMH TS 00CYXKIeHHUs Oe3 ydacTus B
nyOIMYHOM OOCYKJICHHH U apryMeHTAln| c(hOPMYITHPOBAHHBIX BHIBOJIOB;

«3a4TeHO» - PaboTa B TPYIIOBOH NEATEIFHOCTH HAJ BOIIPOCAMH ISl O0CYKACHUS C COIEePKATEIHLHBIM
y4acTeM B ITyOIHUYHOM OOCYKIICHHU W apryMeHTaIluy c(hOPMYIUPOBAHHBIX BHIBOJIOB; JTHCPCKAsI TIO3UIIHS 1
MOJICPaTOPCTBO B TPYIIIOBON JEATEIBHOCTH BOIIPOCAMH IS OOCYXKIEHHS C COACPKATEIHHBIM yJacTHEM B
MyOIUIHOM O0OCYKACHUH U CUCTEMHOHN apryMEHTAIH C(HOPMYITHPOBAHHBIX BHIBOJIOB.

KonTpoasnasi padora. 3amoiHATH TUTYIBHBIH JHCT TPYJOBOW KHIDKKMA UM paszfaen «CemeHHsS o
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pabote» ¢ 02.02.2003 o 18.12.2014 Ha OCHOBaHHH CIIEIYIOLINX JaHHBIX.

Bbl paboraere HauampHMKOM othena kaapos OOO «BOCTOK». Bam HeoOXxoguMo 0oQOpMUTH
TPyHAOBYIO KHIKKY Ha VBaHoBy Ouery I[laBnoBHY, kKoTopas mpuHUMaercst Ha pabory c 2 despams 2003
roga, 1980 roma poxnenust (29 ampensi), ydamasicss Ha 4eTBepTOM Kypce B VIPKYTCKOM TrOCYyIapcTBEHHOM
YHHBEpCUTETE, Ha JOJDKHOCTh IIPOJAABLA C HCHBITaTeIbHBIM CPOKOM 3 Mecslla, Ha OCHOBaHUM ITpuKa3a Ne

23k or 29.01.2003 rona.

1 aBrycra 2004 roma mpUHOCUT CBHIETENLCTBO 0 Opake Ne324 ot 15.07.2004 r., rae yka3aHo, 4TO
oHa nomeHsuia ammiuio Ha [leTpoBy.
5 urons 2007 roga MPUHOCHT JUILIOM O BhiciieM oopasoBaHuu Ne BK-345234 ot 15.06.2007 r., rae
yKa3aHo, YTO eH MPHUCBOEHA KBATM(HKAIMS MEHe/IKepa IO CIIeHaIbHOCTH «MEeHePKMEHT OpraHnu3aIiiu.
24 oxta0ps 2006r. mepeBomUTCS B KOMMEpUYECKHI OTHEeNl Ha JOJDKHOCTh MEHe/kepa II0
npofaxkam (mpukas oT 24.10.2006 r. Ne 342k).
18 nexaOps 2014 rona yBonmpHsieTCS IO COOCTBEHHOMY JKEIaHUIO HAa OCHOBaHMU IpuKaza Ne 234 k ot

18.12.2014 r.

Hannas pabota

IIPOBOAUTCS

IMUCBMCHHO Ha

MMPaKTU4YCCKOM

3aHATHH.

Jnst

YCHELTHOTO

BBIMOJTHEHUST PabOTHI OT CTyIEHTa TpeOyeTcsl IOCEUICHHE JEeKIUH MO TeMe, MOCELIeHHE, IOATOTOBKA U
paboTa Ha MPaKTHYECKUX 3aHATUAX 10 TeMe «BeeHne TpyaoBOi KHIKKUY.
Ilepeuenv uacmu KoMnemeHyuu, NPOBEPIEMbIX OYEHOYHBIM CPEOCHBOM:
[TK-10- 3nanne TK P® u MHBIX HOPMATHUBHBIX MPABOBBIX AKTOB, COACPKAIIMX HOPMBI TPYJIOBOTO MpaBa,
3HaHHE MpOLEAYp TpHEMa, YBOJIBHEHHS, IMEpeBOAa Ha JAPYryl0 padoTy M TEepeMeIleHHs IepcoHana B
cootBercTBUM ¢ TK 1 BrageHreM HaBBIKAMU O(OPMIICHHUS COMPOBOXKIAIOMICH TOKyMEHTAIINU
«He/3a4eT» - OTCYTCTBHE JJIEMEHTapHBIX 3HAHMI NPUMEHCHHS HOPMAaTHBHO-IIPABOBBIX IOKYMEHTOB B

MPaKTHYECKOH padoTe;
«3aYTEHO» -

OopraHu3aiuu u COHpOBO)I()IaIO[HefI JOKYMCHTAIINH,

IIpuMepHasi TeMaTHKA KeliCOBBIX CUTY AU

CTYACHT 3HAaKOM C HaBbIKaMU O(bOpMJ'IeHI/IH JOKYMEHTOB IO JBHXCHHUIO KaJpoOB B

Hazpanue KEeHCOBOM Ilenp BeIMOTHEHUS TpeboBanwus, Meroamdeckue
CUTYalluH IIPEbSBIIEMBIE K yKa3aHus K
COJIEPXKAHUIO U BBIIOJIHEHUIO
oopmnenuro
«neanbHbBIN JOKYMEHT» YcBoenune Heobxoaumo coctaButh | [lpu BBITIOJIHCHUH
TpeOoBaHUH, UJIEATIbHO 3a/1aHus cienyer
NIPENbSIBIAEMBIX K othopMIICHHBIH BBIOpaTh IS aHANM3a
oopmneHmro JIOKyMEHT. 3aJlaHue OpraHU3aIMOHHBIN
OpraHHU3aLUOHHO- BBIIOJIHAETCS B UIN
pacnopsanuTeNbHON MMUCBMEHHOH opMme pacnopsIuTENbHBIA
JOKYMEHTalINH, JIOKYMEHT
PacroioXeHno OpraHu3aluy,
PEKBU3UTOB Ha oopMuTH ero B
OJlaHKe JTOKyMEHTa coorBerctBuu ¢ ['OCT
P 630 - 2003.
Bo3MmoxHOo
U CIIOJIb30BaHUE
YIJIOBOT'O UJTU
Aynut tpynosoro | IIpuoOperenune Brmonusercs B [Ipn BBIIIOJTHECHHAA
JI0roBOpa MPAKTHYECKUX MMHCbMEHHOU (opMe ¢ 3amaHus  HEO0O0XOAUMO
HaBBIKOB COCTABIICHUS | YKa3aHHEM BCEX MpOaHaAIU3UPOBATD

TPYAOBBIX JIOTOBOPOB OIMIMOOK, TPYZIOBOH JIOTOBOp Ha
JONYIIEHHBIX  TIpH peaMer
COCTaBIICHUU 1) OTpaXKEHUs
TPYZOBOI'O JOTOBOpA 00s3aTeNBHBIX |
JIOTTOJTHUTENBHBIX
YCIOBUH,

MPEIYyCMOTPEHHBIX  CT.
57 TK PO;

2) MPaBUIIBHOCTH
ero
oopmiteHUs B
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cootBerctBuM ¢ I'OCT
P 7.0.97.2016. Ilpm
OLIEHKE CTPYKTYpbl H
coJiep)KaHUs TPYAOBOTO

JloroBopa MOYKHO
PYKOBOZACTBOBAThCS
TakUM  HOPMaTHBHBIM
JIOKYMEHTOM, Kak
ITpuxas
MuHucrepcTBa
3/IpaBOOXPAHEHNUS u
COLIUAIILHOTIO
pa3BUTHUSA oT
14.09.2008 Ne 424-n
«00 YTBEPXKACHUU
pexoMeHanui o
3aKJIIOUYEHUI0
TPYJAOBOIO J0roBOpa C
paboTHUKaMH

OO DKETHBIX

OopraHuMsanuii u ero
MPUMEpPHOI (OPMBI»

AyIuT JIOKaJILHOTO [puobperenue Boinonnsierca B Heobxomumo
HOPMaTHBHOTO  aKTa IPaKTHYECKUX MUCBMEHHOI opme ¢ 03HAaKOMHTBCS c
opraHmus3anuu o pabore HaBBIKOB COCTABJICHUS | YKa3aHHEM OCHOBHBIX HOpPMAaTHBHOM  0a30i,
C MIePCOHATBHBIMU JIOKaJIEHOTO OIINOOK, periiaMeHTUpPYIOIIEH
JaHHBIMM ~ PabOTHHUKOB | HOPMAaTHBHOTO aKTa JOITYIEHHBIX IIPU paboty c
OpraHusaluu B COCTaBJIEHHH NEPCOHAIbHBIMU
COOTBETCTBHUH C HOPMaTHUBHOTO aKTa JaHHBIMHA PaOOTHHKOB,
JEHCTBYIOIUM MPOaHATU3UPOBATH
3aKOHOJATENLCTBOM HOPMAaTUBHBIH aKT Ha
IpEeIMET COOTBETCTBUS
TpeOOBaHUAM
3aKOHOJATENbCTBA.

Iepeuens wacmu KomMnemeHyuy, NPOGEPSEMbIX OYEHOUHLIM CPEOCTNBOM.

[IK-12-3HaHMe OCHOB pa3pabOTKM W BHEIPEHUS KaJIpoOBOW M YIPAaBJICHYECKOH JOKYMEHTAIIWH,
ONTUMH3ALMN JOKYMEHTO000pOTa U cXeM (DYHKI[HOHAIBHBIX B3aMMOCBSI3eH MEXIy MOAPa3IeICHUSIMU, OCHOB
pa3paboTKu ¥ BHEAPEHHs MPOLEAYP PpEeryJIdpoBaHUs TPYAOBBIX OTHOLICHHH ¥ COHNPOBOXIAMOIIECH
JOKYMEHTALUH

«He/3a4eT» - OTCYTCTBHE T'OTOBHOCTH OKAa3bIBaTh KOHCYJBTAllMM MO OCHOBaM pPa3pabOTKU KaIpoBOM
JOKYMEHTAI[IH, €€ COCTABA, OPS/IKA BIKCHUS JOKYMEHTALMH;

«3QYTEHO» - CTYICHT MMEET CHCTEMHOE Mpe/CTaBlIeHne M0 (OPMHUPOBAHUIO M OPraHU3ALlUK [TPOLEIYP
peryJIupOBaHus TPYIOBBIX OTHOIICHUIT;

ITK-13 yMmeHne BecTH KaapoOBOE JECIOMPOU3BOJICTBO U OPraHW30BBIBATH APXMBHOE XPAaHEHUE KaJPOBBIX
JOKYMEHTOB B COOTBETCTBUH C ACHCTBYIOIMMH HOPMATHBHO-IIPABOBBIMU aKTAMH, 3HAHHE OCHOB KaJPOBOMH
CTATHCTUKH, BIIAJICHUEM HaBbIKAMU COCTABJICHUS KaJPOBOW OTYETHOCTH, A TAK)KE HABBIKAMH O3HAKOMIICHHS
COTPYIHHKOB OpraHM3allii C KaIpOBOH JOKYMEHTAalWed W JCHCTBYIOIIUMHU JIOKAJIbHBIMH HOPMATHBHBIMHU
aKTaMH, YMEHHE 00eCIICUNTh 3aIUTY MEPCOHATIBHBIX JaHHBIX COTPYIHUKOB

«He/3a24eT» - OTCYTCTBUE 3HAHUI OCHOB KaJPOBOTO JAETOMPOU3BO/ICTBA;

«3a4TeHO» - paboTa B TPYIIIOBOH JAEATENBHOCTH HAaJ BOIIPOCAMH JJIsi OOCYXKICHHUS C CONCPIKATEbHBIM
y4acTHEM BECTH KaJIpOBOE JEJIOMPOM3BOICTBO, OPraHU30BaTh apXUBHOE XPAHEHHE KaJPOBBIX JOKYMEHTOB B
COOTBETCTBHUH C JCHCTBYIOIIMMH HOPMATHBHBIMH IPABOBBIMH aKTaMH.

4.2 ®oHJI OLIEHOYHBIX CPEJCTB JUISI NPOBEJICHUS MPOMEKYTOYHOM aTTeCTaAlHH.

ITepeyenn BONPOCOB K IK3aMEHY:

[oHsATHE CHCTEMBI JOKYMEHTAITMOHHOTO 00ECIICUCHHS YITPABICHUS ITEPCOHAIOM.
TpeboBanus, IpenbsBIsAeMbIe K 0)OPMICHHIO PEKBU3UTOB KaIPOBOH TOKYMEHTAIIHH.
[Ipunganue MOKyMEHTaM FOPHINICCKON CHIIEI.

[opsmok 06pabOTKH U PETUCTPALIUU TOKYMEHTOB, X MHIEKcanuu. PerucrpannonHbie Gpopmbl
JOKYMEHTOB H WX 3aIlOJTHCHHE.

EENN GO RN NS Ry
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18

19
20
21

22

23

24
25
26
27
28
29
30
31
32
33
34
35
36
37
38
39
40
41
42
43
44
45

KoHTpombs HCIONMHEHUS TOKYMEHTOB.

Knaccudukanus kaIpoBbIX JOKYMEHTOB.

OTnu4us B HOATOTOBKE IPHKA30B TI0 IUYHOMY COCTABY U IPHKA30B TI0 OCHOBHOM JESATEIFHOCTH.
HopMaTtuBHO-MeTOAMYeCKast 6a3a, peraaMeHTHPYIOIIAs TOrOTOBKY KaAPOBOH JOKYMEHTAITHH.
[IpocTeie U CIIOXKHBIE MPUKA3BI: 0COOCHHOCTH 0QOPMIICHUS.

[NoHsiTHE TPYHOBOTO 0TOBOpPA, 00S3aTENBHBIX U AOMOJHUTENBHBIX YCIOBHH TPYIOBOTO IOTOBOPA.
[paBuna opopmileHNs1 pEKBU3UTOB TPYIAOBOTO JOTOBOPA.

OcobeHHocTy 0OpMIIEHUS KypHaIa PErUCTPalluy TPYAOBBIX JOTOBOPOB.

CocTaB JIOKyMEHTOB, TpeOyeMbIX OpraHaMy Ha/130pa M KOHTPOJIS TIPH TP OBEACHHUH ITPOBEPOK.
Odopmienue nporeayps! IPOBEPKH KalpoBOH JOKYMEHTAIHH.

OCco0EeHHOCTH COCTaBJIEHHS )KypHalla ydeTa MEpOIPHATHIH 10 KOHTPOJIO.

Bunel nposepok.

OTBeTCTBEHHOCTh paboToaaTens U (U3MUECKHX JIMI] Ha HEHAIJIekKAIllee COCTOSTHUE KaJIpOBOH
OOKYMCHTAaIlUH.

Ha3navyeHne MHCTPYKIMH MO IOKYMEHTallMOHHOMY 00€CIIeueHH 0 yrpapieHus nepcoHanom. Cocras
pasnenos.

Oco0eHHOCTH Pa3pabOTKK U COCTaBJICHUS ITATHOTO PACITHCAHUS.

[NpaBuia BHyTpeHHEr0 TPYAOBOr0 pacropsiKa: Ha3HaYeHHe U MOpsI0K 0OpMIICHHUS.
[NepconanbHble faHHBIE paOOTHUKA: COOP, XpaHEHHE, OTBETCTBEHHOCTh 3a JIOCTOBEPHOCTD U
HE3aKOHHOE PacpOCTPaHEeHHE.

OcHOBHBIE HOPMAaTHBHO-IIPABOBHIC aKTHI, PETJIAMEHTHPYIOIINE paboTy C TPYZOBBIMH KHH)KKaMHU
paboOTHHKOB.

[IpaBuiia ohopmIteHUS TPYJOBBIX KHIIKEK, BHECEHUS IOTIOTHEHHSI ¥ UCTIPABJICHUI B HENIPABUIHHO
BHECCHHBIE 3aIHCH.

[Topsok BeIIa4M TPYZLOBOM KHUKKH PaOOTHUKY

Brutagpiin B Tpy10BYIO KHUKKY.

Brigaua py0Onukara TpyJ0BOH KHUKKH

VYdeT NBIKCHHS TPYAOBBIX KHHUKEK M BKJIAABIIICH K HAM.

Odopmitenune nprema paboTHUKOB. CocTaB JOKYMEHTOB, TPeOYEeMBIX ITpU MIpUeMe Ha padoTy.
Odopmitenue nepeBojia pabOTHUKOB Ha JIPYTYIO padboTy

Odopmitenue nponenypbl KOMaHJAUPOBAHUS pAOOTHHUKOB.

OdopmiteHue oTImyckKa.

[paBuia u cpoku MOAroTOBKH rpaduka ormyckos (popma T-7).

OdopmiteHue nponenypsl YBOJIbHEHUS PAOOTHHUKOB

OCOOCHHOCTH COCTaBJICHUS YHU(DUIIMPOBAHHBIX ()OPM MPHKA30B TI0 JINYHOMY COCTABY.
dopmupoBaHUe U BeACHUE THYHBIX Aes. COCTaB JOKYMEHTOB JIMYHOTO AETa.

Benenne mumunbix kaprodek. [IpaBuiia BHeCEHUS NCIPABICHUN B IMYHBIE KAPTOUKH.

[ousTre HOMEHKIATYpHI fei. [lopsmok cocTaBiIeHNs HOMEHKIATYPHI A€ KaIPOBOU CITY>KOBI.
TpebGoBaHus, IPeBIBIIEMBIC K 3aT0JIOBKAM €. JIEMEHTHI 3aT0JIOBKOB JElT.

[opsanok hopmupoBanus aen. [Ipu3Haky rpynImupoBKH TOKYMEHTOB B Jefia.

[opsmok MOATOTOBKH JOKYMEHTOB K apXHBHOMY X PaHCHUIO.

Knaccugukanus ToKyMEHTOB 110 CpOKaM XpaHCHUSI.

YacTruHOoe U MOTHOE 0 OpMIICHHE JEIT.

CocrapinieHue U 0()OpMIICHUE OMKCEH Ie.

OpraHu3zanys IpoBeACHISI YKCIIEPTU3BI IEHHOCTH JOKYMEHTOB.

AJIMUHHUCTpaTHBHASI OTBETCTBEHHOCTD 32 HAPYILICHHE IEHCTBYIOIETO 3aKOHOIATEILCTBA IO
ApPXUBHOMY JEIy.

OuennBaHue NPOUCXOTUT O popmyie:

OI/ITOFOBaﬂ = 0,2 * OHa.KOHJ'IeHHaﬂ + '0,3 * OHpOeKTHaﬂ + 0,5 * OI/ITOFOBOFO KOHTPOJIL

HAKOIUIEHHAsI OICHKA IIPOCTABISCTCS 32 AKTHBHOCTH OOYYAIOIIETrocs Ha TMPAKTUYECKUX 3aHSTHSIX,
MIPOXOXKIEHHIE TEKYIET0 KOHTPOIIS M BEITIONIHEHNE CAMOCTOSITEIEHON paboTHI,

MPOEKTHAS OIIEHKA IPOCTABIIIETCS 3a 3allIUTy MUCEMEHHOU paboTHI IO KypCy,

OIIEHKA UTOTOBOTO KOHTPOJIS MPOCTABIIETCS 32 MPOXO0XKICHHE KOHTPOIBHOTO MCIIBITAHMS 110 Kypcy B
(hopmarte, onpeieIeHHbIM PabOYMM YICOHBIM TJIAHOM.

Omnenku craBsaTes mo 10-0ampHON mkane. OKpyTriieHHE OIEHKH IPOM3BOAMTCS B TONB3Y CTYACHTA.

HToroBas orieHKa BLICTABISETCS B BEJOMOCTh COTJIACHO CJICAyIOmIEMY IIpaBUIy:

Wrorosas onenka Ornenka 1o 10-6anpHOM mIKaxe
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HEYJIOBJIETBOPUTEIEHO 0-3

YILOBJIETBOPUTEIBHO 4-5
XOPOIIO 6-7
OTJIMYHO 8-10

Tlepeuenv wacmu komnemeHyuu, NPOGEPIEMbIX OYEHOUHBIM CPEOCBOM.:

OK-4 criocoOHOCTh HCIIOIb30BATh OCHOBBI IIPABOBBIX 3HAHHM B pa3NUYHBIX cepax ACATEIHHOCTH.

«He/3aueT» - OTCYTCTBUE paboThl B TPYMIOBOI AEATEILHOCTU HaJ BONPOCAMHU Ui 00CYXIEeHUs 6e3
y4JacTusi B ITyOJIMYHOM OOCY>KIEHUH U apryMEHTaIMH CPOPMYIHPOBAHHBIX BHIBOJIOB;

«3a4TEHO» - PaboTa B IPYINIOBON AEATEIBHOCTH HaJ BOIPOCAMHU ISl OOCYKACHUS C COJePKaTeIbHBIM
y4JacTHEM B IMyOJIMYHOM OOCYKICHUHU U apryMEHTaluu cOpMYIHPOBAHHBIX BBIBOOB; JIMACPCKAs MOULIUS U
MOJICPaTOPCTBO B TPYIIIOBON AEATEIHHOCTH BOIPOCAMH AJISI OOCYXKIEHHS C COACP)KATEIbHBIM yJacTHEM B
MyOIUYHOM 0OCYXACHUH U CUCTEMHOI apryMeHTaIH COPMYIHPOBAHHBIX BHIBOJIOB.

[TK-10- 3nanne TK P® u MHBIX HOPMATHUBHBIX MPABOBBIX AKTOB, COACPKAIIMX HOPMBI TPYJOBOTO MpaBa,
3HaHHE MpOLEAYp NpHEMa, YBOJIBHEHHS, IMEpeBOAa Ha JAPYryio padoTy M TEepeMelleHHs IepcoHana B
cootBercTBUH ¢ TK u BageHneM HaBbIKAMU O(OPMIIEHUS COMTPOBOXKIAIOIIEH TOKYMEHTALUN

«He/3a4eT» - OTCYTCTBHE 3JJIEMEHTapHBIX 3HAHUI NPUMEHEHHMS HOPMAaTHBHO-IIPABOBBIX JOKYMEHTOB B
MPaKTHYECKOH paboTe;

«3a4T€HO» -  CTYACHT 3HAaKOM C HaBBIKAMH O(OPMIICHHS TOKyMEHTOB IO ABMIKCHHIO KaJIpoB B
OpraHU3alUH U COPOBOXKAAIOIIEH TOKYMEHTALINH;

[IK-12-3nanMe OCHOB pa3pabOTKM M BHEAPCHUS KaApOBOM M YIPABICHUECKOH JTOKYMEHTAIUH,
ONTHMHU3AIMH TOKyMEHTO000pOTa U CXeM (PYHKIIMOHAIBHBIX B3aUMOCBSI3eH MEXKIY MOAPA3ICICHUSIMHI, OCHOB
pa3paboTKu W BHEAPEHHs] TPOLEAYp PETyIMPOBAHUS TPYIOBBIX OTHOIIEHHH W  CONPOBOXKIAIOIICH
TOKyMEHTAIINU

«He/3a4eT» - OTCYTCTBHE TOTOBHOCTH OKAa3bIBATH KOHCYNBTAIlMd IO OCHOBaM pa3pabOTKH KaapoBOU
JOKyMEHTAIH, €€ COCTaBa, MOPSIKA ABUKECHUS TOKYMCHTALINH;

«3a4TEHO» - CTYACHT MMEET CHCTEMHOE MPEACTaBICHUE 110 (DOPMHPOBAHUIO M OPTaHU3AINHU IIPOLETYP
PEryIHpOBaHUS TPYAOBBIX OTHOIICHUI;

[TK-13 ymenue BecTu KaJpoBOE€ JEIONPOU3BOJICTBO M OPraHM30BBIBATH aPXMBHOE XPAHEHHE KaJPOBBIX
JOKyMEHTOB B COOTBETCTBHHM C JCHCTBYIONIMMH HOPMATHBHO-IIPABOBHIMH aKTaMH, 3HAHHE OCHOB KaJpOBOH
CTAaTHCTHKH, BJIAJICHUEM HABBIKAMH COCTABIICHHS KaJPOBOH OTYETHOCTH, a TAKXKE€ HABBIKAMH O3HAKOMIICHUS
COTPYIHHUKOB OpPraHU3allMK C KaIpOBOH JOKyMEHTAIlMed M JEHCTBYIOIIMMH JOKAIGHBIMH HOPMAaTHBHBIMHU
aKTaMH, yMEHHE 00eCIICUUTh 3aIIUTY IIEPCOHATIBHBIX TAaHHBIX COTPYIHHKOB

«He/3a4eT» - OTCYTCTBUE 3HAHUH OCHOB KaJPOBOTO IEIOIIPON3BOICTBA;

«3a4TeHo» - paboTa B TPYNIIOBOH NESATENFHOCTH HAJ BOIPOCAMHU IS OOCYKICHHUS C COACP)KATEIHLHBIM
yJacTHEM BECTH KaIpOBOE IEIONPOM3BOACTBO, OPraHU30BaTh apXHUBHOE XpaHEHHE KAJPOBBIX JOKYMEHTOB B
COOTBETCTBHH C JICHCTBYIONTMMH HOPMATHBHBIME IIPAaBOBEIMU aKTaMH.

[IK-17- 3HaHWe OCHOB pa3pa0dOTKH W BHEAPEHHsI MPOPECCHOHAILHBIX, B TOM YHCJIE KOPHOPATUBHBIX
CTaHIAapPTOB B OOJACTH YIPABJICHHUS MEPCOHATIOM, YMEHHE COCTABJIATH OIMCAHUS M PACTIPEHCIIATh (PYHKIHH 1
(yHKITMOHATEHBIE 00S3aHHOCTH COTPYAHHMKOB, a TakkKe (YHKIMH TOJpa3JelieHHH pa3HOro ypOBHS (KapThl
KOMITETEHITNH, JOJDKHOCTHBIE MHCTPYKIIHH, TTOJIOKEHUS O IMOApa3AeICHIUX)

«He/3aYeTy - OTCYTCTBHUE AIIEMEHTAPHBIX 3HAHUN COCTABIITh ONMCAHUS JOJKHOCTHBIX HHCTPYKITHI;

«3a4TEHO» - CTYICHT 3HAKOM C HaBBIKAMH pa3pabOTKH KapT KOMIIETCHINH, TOPKHOCTHRIX HHCTPYKIUH,
MTOJIOKEHUH O TTOJpa3IeIeHUsX;

OrneHOYHBIE CcpefcTBa s HWHBAJIMAIOB M JIAI C OTPAaHHYECHHBIMH BO3MOXKHOCTSIMH 3IOPOBBS
BEIOMPAIOTCS C YIETOM X WHANBHIYATBHBIX ICUXO(PU3NIECKIX 0COOCHHOCTEH.

— Mpd HEOOXOAWMOCTH WHBAJIHMIAM M JUIAM C OrPaHUYCHHBIMH BO3MOXKHOCTSIMH 3IOPOBBS
MPEIOCTABISACTCS TOMOTHUTENFHOE BpeMsl UIA TONTOTOBKM OTBETa Ha DHK3aMEHE;— IpH IPOBEACHHUH
MPOLEAYPHl OICHUBAHUS PE3YNIFTATOB OOYUEHHUS WHBAIHIOB W JIMIl C OTPAaHMYCHHBIMH BO3MOXKHOCTSIMHU
30POBBSl MPEAYCMATPUBACTCS HCIOIH30BAHUE TEXHUYCCKHX CPEICTB, HEOOXOOUMEBIX MM B CBS3H C HUX
WHANBUAYATBHBIMA OCOOCHHOCTSIMU;

— TpH HEOOXOAMMOCTH Ui OOyJaroIMUXCsS C OTrPaHHYCHHBIMH BO3MOXKHOCTSIMH 3I0POBBS U
WHBAJMIOB IIpOIelypa OLCHWBAHUS PpE3yJbTaTOB OOY4YEHHUS M0 IWUCHHMIUIMHE MOXXET HPOBOJUTHCA B
HECKOJIBKO JTaIlOB.

IIpouenypa oneHUBaHMUSA pE3ylbTAaTOB OOyYeHHMs MHBAIMJOB U JIMI C OFPAaHUYEHHBIMU
BO3MOXXHOCTSIMH 37IOPOBBSI 110 JAMCHUIUIMHE (MOMYJIO) IIPeIyCMaTpHBAeT IPeAOoCTaBleHne MHPOPMALUH B
(dbopMax, aIaTHPOBAHHBIX K OTPAaHIYCHUSM X 30POBBSI H BOCHPHUATHS HH()OPMALIUH:
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Juist munn ¢ HapyIIeHUsIMH 3pSHUS:

— B IEYATHOH (hOpME YBEITUUICHHBIM MIPUPTOM,

— B (hopMe DIIEKTPOHHOTO TOKYMEHTA.

st maIn ¢ HapymIeHUsIMH CITyXa:

— B ieyaTHOH Qopme,

— B (hopMe DIIEKTPOHHOTO TOKYMEHTA.

JJ1s1 muIL ¢ HapyIICHUSIME OIIOPHO-IBUTATENILHOTO arlapara:

— B TieyaTHOH Qopme,

— B (hopMe DIIEKTPOHHOTO TOKYMEHTA.

JlaHHBIH TepedeHb MOXKET ObITh KOHKPETU3UPOBAH B 3aBUCUMOCTH OT KOHTHHTCHTA 00Y4YaIOIIAXCS.

5. IlepeyeHb OCHOBHOI M JONOJTHUTEIbHOMH y4eOHON JIUTEepaTyphl, HEOOXO0ANUMOIi UIsI OCBOEHUS
JAUCHATUTHHBI (MOTYJIsT).

5.1 OcHoBHas JiMTepaTypa:

1. Aoymanze, JI. I'. JlokymeHTanuoHHOe oOecrieyeHue ympapieHuss nepconamom / 1. T.
Abynamze, U. b. Bempsokkunaa, B. M. MacnoBa. — M. : UznarensctBo FOpaiit, 2018. — 299 c. —
(Cepust : bakamaBp. Axagemumueckmii kypc). — ISBN  978-5-534-00875-3, https://biblio-
online.ru/book/8F9C2312-2C6D-48BC-87FE-0B062BB243CE

2. Kysuenos, U. H. [lokyMeHTallMOHHOE oOOecIieueHue yrpaBieHus nepcoHaiom [Tekcr] :
y4eOHMK U MPAKTUKYM JIJIs IPUKIJIAHOrO OakaiaBpuaTa : yueOHUK JIJIsl CTYJICHTOB BY30B, O0YUaOLIHXCS
10 3KOHOMHMYECKUM HampasjieHusM u creruanbaoctsaM / M. H. Kysnenos. - Mocksa : FOpaiit, 2015. -
520 c. - (bakanaep. [IpuknagHoi kypc). - bubmuorp.: ¢. 409-421. - ISBN 978-5-9916-4000-8 : 159 p.
https://biblio-online.ru/book/BDE14AC8-BFC6-4C18-BBDF-ADO6E453A417

21.]'[5{ OCBOCHUSA MUCHUIIJIMHBI MHBAJUAAMH W JULAMHU C OTpaHUYCHHBIMU BO3MOXXHOCTAMHU 310POBbBS
HUMEIOTCS M3/IaHMS B 3JICKTPOHHOM BHUJIE B 3JIEKTPOHHO-OMOINOTEUHBIX cHcTeMax «Jlaub» n «FOpaifty.

5.2 JlonoJiHMTEILHAS JIMTepaTypa:

1 BaxapeB, A.P. TpymoBass KHH)KKa: 3amojgHeHue, yder, xpanenne / A.P. Baxapes,
O.A. KoBanesckass. - HoBocubupck : CuOMpckoe YHHMBEPCHUTETCKOE wu3garenbcTBo, 2009. - 144 c. -
(KagpoBuk). - ISBN  978-5-379-00967-0 ; To ke [OnekTpoHHbIi pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=57284

2 Muxaiinos, FO.M. BouHckuit y4eT B OpraHu3anusx : mpakruaeckoe mocooue / FO.M. Muxaiijios. -
Mockga ; bepnun : Jupexkr-Menua, 2014. - 119 c. : un. - ISBN 978-5-4475-1649-9 ; To xe [DAeKTpOHHBII
pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=253696

3. Cenuenko, I1.B. JJokyMeHTaIHOHHOE OOECIIEUCHNE YIIPABICHYECKUX PEIIEHHUH : yueOHoe mocobue /
I1.B. Cenuenko, IO.I1. ExmakoB, B.E. Kupuenko ; MunucrepctBo o0Opa3oBaHus M Hayku Poccuiickoit
®eneparuu, Tomckuii ['ocymapcrBenHbli YHuHBepcuter CucTteM VYmpaBleHHS W PaamodIeKTpoHUKH
(TYCVYP). - Tomck : Dap Komrent, 2011. - 142 c. : Tabm., cxem. - ISBN 978-5-4332-0008- ; To ke
[Dnexrponnsiii pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=208691

5.3. Ilepnoauyeckue N3JaHUS:

— XKypuan "Vupasnenue nepcoHamoM” [DiekTpoHHbIH pecypc] — Pexxum moctyma: http://www.top-
personal.ru

— Xypnan «Kagposuk» (panor.ru/journals/kadrovik/)

— OdunmansHelii caiit HarmonansHoro coro3a kaaposukos (http://www.kadrovik.ru)

— HWudopm. mopran i CIEMUAIMCTOB [0 KaapaM M yIpaBieHHto mepconamom (http://www.pro-
personal.ru/)

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

6. Ilepeuenn pecypcoB HH(POPMANMOHHO-TEJIEKOMMYHUKANMOHHOW ceTn «UHTepHET», B TOM
4Hcje cOBpeMeHHbIe MPofecCHOHATBHbBIE 02361 JAHHBIX U HH(POPMALIOHHBIE CHIPABOYHBIE CUCTEMBI

—  CnpaBouno-mipaBoBast cucreMa «Koncyasrant I[Tmoc» (http://www.consultant.ru)

—  Tlopran otkpeITeiX gaHHBIX Poccuiickoit Denepeparmu https://data.gov.ru

— baza  orTkpeITBIX  gaHHBIX ~ MuHHCTEpCTBA  TpyJa W COUMAIBHOM  3ammTel PO
https://rosmintrud.ru/opendata

—  basa gannsix Hayunoit snexrponnsiit 6nommorexn eLIBRARY .RU https://elibrary.ru/

— baza manbIx Bceepoccuiickoro MHCTUTYTa HaydHOW W TexHHueckod wH(opmarmu (BUHUTH)
PAH http://wwwz2.viniti.ru/

—  basel maHHBIX B cepe MHTEWICKTyalbHOW COOCTBEHHOCTH, BKIIIOYAs MATCHTHBIC 0a3bl MaHHBIX
WWW.rusnano.com

— ba3pl JaHHBIX W aHATUTUYECKHE IYOJHMKAMU «YHUBEPCUTETCKAas WH(OpPMAIMOHHAS CHCTEMA
POCCHUSI» https://uisrussia.msu.ru/
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— bBaza jaHHBIX MEXKIyHApOAHBIX MHAEKCOB HayudHoro 1mrtupoBanuss Web of Science
http://webofscience.com/;

—  Ba3za gannbix pedepaToB u muTHpoBanus Scopus http://mww.scopus.comy/;

—  Basel mannex komnannd «Mct Bero» http://dlib.eastview.cony/;

—  AwmepukaHckas nateHTHas 6a3a maHubix http://www.uspto.gov/patft/;

—  Vuusepcuterckas unpopmannontas cucrema POCCHUS (YUC Poccust) http://uisrussia.msu.ru/;

—  baza gauneix Springer Materials http://materials.springer.com/;

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

—  Topran otkpeIThiX AanHBIX Poccuiickoit @enepeparuu https://data.gov.ru

— ba3a  OTKpBITBIX JaHHBIX  MUWHHCTEpCTBA TpyJa M  COUMANIbHOM  3ammTel PP
https://rosmintrud.ru/opendata

—  Basza gannbix Hay4noii anekrponnsiit oubmiorekn eLIBRARY.RU https://elibrary.ru/

— baza mannbIx Beepoccuiickoro MHCTUTYTa HaydHOM M TexHudeckoi uHpopmarmu (BMHUTH)
PAH http://www2.viniti.ru/

—  baspl gaHHBIX B cdepe WHTEIIIEKTYaIbHOH COOCTBEHHOCTH, BKJIIOUYasi MaTEHTHbIE 0a3bl JaHHBIX
WWW.rusnano.com

- Basel JaHHBIX W AHAJIMTHYCCKUC Hy6J]I/IKaHI/II/I «YHI/IBepCI/ITCTCKaﬂ I/IHq)OpMaHI/IOHHafl CUcCTeMa
POCCUSI» https://uisrussia.msu.ru/

—  HndopmanmonHo-paBoBast cucremMa «KoncymbranTt Ilmocy [DnexTpoHHBIH pecypc] — Pexum
nocryma: http://consultant.ru/

—  Dmnexrponnas 6ubmmoreunas cucrema eLIBRARY.RU (http://www.elibrary.ru)

—  OdwunmanpHas cratuctika P®: PeIHOK Tpyaa, 3aHATOCTh W 3apaOoTHAs 1miata [DJIeKTPOHHBIHA
pecypc] — Pexum moctyna: http://www.gks.ru/wps/wem/connect/rosstat_main/rosstat/ru/statistics/wages

—  MuHucTepcTBO TpyJa U couuaibHON 3ammThl PO [Onekrponnsiit pecype] — Pexxum nmocrtyma:
http://www.rosmintrud.ru

—  HayuHo-uccnemoBarenbCkuii WHCTHUTYT Tpylda M comuanbHoro crpaxoBanus (HUU tpyna)
[DnexTpoHHEI pecypc] — Pexxum nocryna: http:/www.niitruda.ru

— Toc. uacnekuus tpyna B KpacHomapckom kpae [OnexTpoHHBINM pecypc| — Pexxum mocryma:
http://git23.rostrud.ru/

—  IIpodeccuonansupie CTaH/IAPTHI [OnexkTponHbIH pecypc] - Pexum JIOCTyTIa:
http://profstandart.rosmintrud.ru

—  HR-nopran [Dnekrpontsiii pecype] — Peskum moctyma: www.hr-portal.ru

—  [lopran o kagpoBoM MeHeIDKMEHTE [ DJIeKTPOHHBIN pecypc]| — Pexum goctyma:  www.hrm.ru.

7. MeTogu4ueckue yKkazaHus /151 00y4al0IIUXCH M0 0CBOEHUIO TUCUMIIMHBI (MOIYJIsT)

JlekunoHHOE 3aHATHE MPEICTABISET COOOH CHCTEMaTHYECKOe, IOCIIEeI0BATENIFHOE, MOHOJIOTHYECKOEe
U3JIOKEHHE TIPETOJaBaTeIeM-JICKTOpOM YUeOHOr0 MaTepHuaja, KaK IIPaBHJIO, TEOPETUYECKOTO XapaKTepa.
Takoe 3aHsATHE MPEACTABIIET COOOH 3JEMEHT TEXHOJIOTMH IPEICTaBICHHUS Yy4eOHOTO MarepHaia IyTeM
JIOTMYECKU CTPOMHOrOo, CHUCTEMAaTHUYECKH IIOCIENOBATEIbHOIO M SCHOI'O M3JIOKEHUS C HCIOJIb30BaHUEM
WHTEPAKTUBHBIX  O0pa30BAaTENBHBIX  TEXHOMOTMHA  (MyJIbTHUMENWHHBIX, JICKIHWU-AUCKYCCHH,  JICKIIHH-
JIEMOHCTpAIIVH).

Lenp mexmuy — opraHmu3aiiiisl HeleHapaBIeHHON T03HABATEIFHON ACSTEIHHOCTH 00YyJaIOMuXCs MO0
OBJIAJICHUIO TPOTPaMMHBIM MaTEpHaJIOM Y4YeOHOH NMCHHMIUIMHBL. YUTeHme Kypca JEKIWH TO3BOISACT IaTh
CBSI3aHHOE, IIOCIENOBaTEeIbHOE H3JI0KEHHE MaTephalla B COOTBETCTBUM C HOBEMIIMMH JAaHHBIMU HAyKH,
COOOIIUTH CITYIIATENSIM OCHOBHOE COAEpKaHUE MIPEAMETa B IIEIIOCTHOM, CHCTEMATH3UPOBAHHOM BHUJIC.

3ajaun JIEKIMHM 3aKII0Ya0TCI B 00ECIeUYeHUH (QOPMUPOBAHHUS CHUCTEMbl 3HAHWA IO y4eOHOM
IUCIUIUTMHE, B YMEHHU AapryMEHTHpPOBAaHHO UW3Jaratb HAyYHBIH MaTepwal, B (opMHpOBaHHH
poecCHOHAaNBPHOr0 Kpyrozopa W oOMmIeH KyJIbTyphl, B OTpaKCHHH €IIe¢ HE MOTYYHMBIIMX OCBEUICHUS B
yueOHOU TUTepaType HOBBIX JOCTIDKCHHH HAYKH, B ONTHMHU3AIMH IPYyruxX (OpM OpraHM3aluil yIeOHOTO
mpoiiecca.

[IpakTHueckue 3aHATHS — SBISAIOTCA (HopMOW ydeOHOH ayJauTOPHOH pPabOTHl, B paMKax KOTOPOH
(OpPMUPYIOTCS, 3aKPEILUBTIOTCS U MPEACTABIIIOTCS 3HAHWS, YMEHUSI U HABBIKH, HHTETPUPYIOIINE PEe3yTbTaThI
OCBOCHHI KOMITETCHIINH KaK B JISKIIMOHHOM (hopMarte, Tak B Pa3IHYHBIX (pOpMaxX caMOCTOSATENBHOH padoTsl. K
Ka)XIIOMY 3aHATHIO TperoaaBaTeneM GopMyTHpYyIOTCs MPaKTHYECKUE 3aaHs, TpeOOBaHUS U METOJUUCCKUC
PEKOMEHIAIIMA K WX BBHITOTHEHUIO, KOTOpBIE IMPEICTaBIIOTCA B (DOHIE OICHOYHBIX CPEACTB YYCOHOM
JUCLMITIIMHBI.

KoHTponms camocrosTensHOH pabOTHI: Uit CTYACHTOB IHEBHOH W 3a09HOW (QOpMBI OOydeHUS —
TEKYILUHA KOHTPOJIb OCYILIECTBIISIETCS B COOTBETCTBHE C MPOrpaMMOM 3aHATHUH (€XKEHEEeTbHO ISl CTYyJAEHTOB
O4YHOU (DOPMBI OOYYEHUS; IO ceMecTpaM — Ui CTYACHTOB 3a0YHOW (POpMBI OOYYEHUS); MPOMEKYTOTHBIH
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KOHTPOIIb [0 WUTOraM OCBOCHHUS JWCIMIUIMHBI OCYIIECTBISIETCS B ()OPME PEHTHHTOBOH CHCTEMBI OIICHOK.
Onucanue 3aaHuil 17151 CAMOCTOSITENIbHOW PabOTHl CTYAEHTOB U TPeOOBAHUH MO0 UX BBITIOJIHEHUIO BBIIAIOTCS
MPENOIaBaTEeNIeM B COOTBETCTBUH C pa3paOb0TaHHBIM (DOHIOM OIIEHOYHBIX CPEJICTB IO JUCITUTLIHHE.

CamocrosTensHass paboTa CTYyJCHTOB IO JAaHHOMY Yy4eOHOMY Kypcy MNpeAronaraeT MO3TalHyo
MOJTOTOBKY 110 KAXKAOMY pa3ziesly B paMKaxX COOTBETCTBYIOIIMX 3aJaHUIA:

IlepBeIif 3Tanm caMOCTOSTENbHONH pabOTBl CTYAEHTOB BKJIIOUACT B ceOs TIIATENbHOE M3yUCHHE
TEOPETHUECKOro MaTepraa Ha OCHOBE JICKIIHOHHBIX MaTEPHUaJIOB MPEHOaBaTells, PEKOMEHAYEMBIX Pa3/IesioB
OCHOBHOH U JIOTIOJTHUTEIHHON JTUTEPATyphl, MATEPUAIOB MEPUOTUICCKUX HAYYHBIX M3JaHUN, HEOOXOJUMBIX
JUIA OBNIAJICHUS TOHATHUIHO-KATEroOpualbHBIM amnmapaTtoM U (OPMHUPOBAHMS MPEACTABICHHNA O KOMIUIEKCE
AHAIMTUYECKOT'0 HHCTPYMEHTAapHs, UCIIOJIb3YEMOro Kak B paMKax JaHHOW OTpaciy 3HaHWs, TaK U yOJIUYHOM
MIPAKTHKE;

Ha BTOpoM »Tame Ha OCHOBE C(OPMHUPOBAHHBIX 3HAHWA U TPEICTABICHHHN MO JaHHOMY pa3lieny
CTYACHTBI BBIIOJIHAIOT IMMPAKTUYCCKUEC 3a/laHN s, HALICIICHHBIC Ha (bOpMI/IpOBaHI/Ie yMeHI/Iﬁ 1 HaBBIKOB B paMKax
3asIBJICHHOM KOMIICTCHIINU. Ha JaHHOM 3Tari€ CTYACHTbI OCYHICCTBJIAIOT CaMOCTOSITEILHBIN  TTOUCK
SMIIUPUYECKAX MaTepHalOB B paMKaX KOHKPETHOTO 3aJaHus, O0OONIAI0T M aHAIM3UPYIOT COOpaHHBIN
MaTepuali Mo CxeMme, PeKOMEHJIOBaHHOW MpernojaBaTeneM, (OPMYIUPYIOT BBIBOJBI, TOTOBAT MPAaKTUYECKHE
PEKOMEHAAaUU, NPE3CHTALIMOHHBIC MaTCpHAJIbL IJI l'[y6J'II/I‘IHOFO HX MPCACTABJICHUA U O6C}’)KI[CHI/I$[.

Kputepun oneHku 3aJaHuii B paMKax CaMOCTOSTENBHOW pabOThl CTYIACHTOB (OPMYIUPYIOTCS
IpernoaaBaTesieM B ()OHIE OLICHOUHBIX CPEICTB.

B ocBoenun JUCHHUIUIMHBI WHBAaJIMJaMU W JIMOAMHU C OTPaHUYCHHBIMU BO3MOKHOCTAMHU 3I0POBbA
OoJIbIIIOE 3HAYCHHWE HWMEET WHIUBUAyallbHas ydeOHass paboTa (KOHCYNbTAallUM) — JIOTMIOJHUTENBHOE
pas3bsacHeHne yueOHOro MaTepuana.

WnpuBuayansHble KOHCYABTALUU 110 TPEAMETY SBISIOTCS BaXKHBIM (DaKTOPOM, CHOCOOCTBYIOIIHM
WHIAWBUIYyaJIN3allun O6yquI/IH U YCTAaHOBJICHHUIO BOCIIMTATCIIBHOI'O KOHTAKTa MEXKIY IMPEroJaBaTejieM U
O6yqa}0H1PIMCH WHBaJIMJIOM WJIN JIMIIOM C OI'paHUYCHHBIMHA BO3MOKHOCTSAMU 3J0POBbA.

8. Ilepeuenb WHPOPMAUMOHHBIX TEXHOJOIHH, MCNOJb3yeMbIX
o0pa3oBaTebHOI0 Npolecca M0 JUCUMILIHHE (MOLYJIIO0).

8.1 Ilepeyenb MH(POPMANUOHHBIX TEXHOJIOTHIA.

— KomMmyHuKkanuu co cTyieHTaMHu, NPOBEpKa JOMAIIHUX 3aJaHUM, KOHCYIbTAllUU OCYILECTBIIAIOTCS
4yepe3 MHTEPAKTHBHO-00pa3oBaTeNbHYIO cpey (JINYHbIEe KAOWHETHI).

— Hcnonb30BaHue 2J€KTPOHHBIX NPE3EHTALMN IPU IPOBEACHUM IPAKTUYECKUX 3aHATUMH.

8.2 Ilepevyennb He0OXOAMMOT0 MPOrPAMMHOI0 0OecTeYeHusl.

— Microsoft Windows 8, 10
— Microsoft Office Professional Plus

9. MarepuajbHO-TexHMYecKasi 0a3za, HeoOXoauMasi IJisl OCYLUECTBJIEHHs] 00pa30BATEJLHOIO

npouecca 1o JMCUMIIMHe (MOAYJII0).

npu OCYIIECTBJICHUN

MarepranbHO-TeXHHUECKOe 00eCTIeYeHNEe TUCIUILTUHBI (MOIYJIS) U
Ne Bun padot
OCHAIIIEHHOCTh
1. JIeKIMOHHEbIE 3aHATUA JlexumonHasi aymuTopusi, OCHaIEHHAS MPE3EHTAIMOHHON TEXHUKON U
COOTBETCTBYIOIINM IIPOTPaMMHBIM 00ecnedeHNneM
2. CemuHapcKue 3aHATUS CrenmaibHOE TIOMEIIIEHHE, OCHAIIEHHOE MPE3CHTAIIMOHHON TEXHUKOU
¥ COOTBETCTBYIONIMM MPOTPAMMHBEIM 00eCIIeUeHHEM
3. ['pymmoBkie Kabuner, ocHameHHBIA MeOCITbIO M PA0OYNMHU CTAHIIUSMHU C TOCTYIIOM
(MHIBHU YA bHEIC) B UHTepHET
KOHCYJBTAIIH
4, Texymmuit KOHTPOIb, | AyauTopus, OCHAIICHHAs  TPE3CHTAIlMOHHOW  TEXHUKOW |
MIPOMEKYTOTHAS COOTBETCTBYIOIINM IIPOTPaMMHEBIM 00eCIIeueHNEM
aTTeCTalus
5. CamocrosTenbHas pabora | KaOuHeT ais caMOCTOSITeIbHONH paboThl, OCHAICHHBIN KOMITBLIOTEPH OH
TEXHUKOH C BO3MOXHOCTBIO MOIKIIOYCHUST K cetn «HTepHETY,
MIPOTPaMMOil HKPAaHHOTO YBENWYECHUS U OOCCIIEUeHHBIH IOCTYIIOM B
3JIEKTPOHHYIO HH(GOPMAITIOHHO-00pa30BaTEILHYIO cpeny
YHHUBEPCHUTETA.
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