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1 Henn u 32124y U3y4YeHUs AUCHUIJIMHBI (MOTYJIf)

1.1 Ileaab ocBOEHUS TUCHUILIHHBI

Hemn: dopmupoBanue mnpodeccHoHANBHBIX KommneTreHuuil B coorBercTBuu ¢ @I'OC BO,
KOMIUIEKCA 3HAHUH, YMEHUH U HABBIKOB B 00JAaCTH OpPraHU3allMM JOKYMEHTALMOHHOTO OOeCreueHus
YIPaBICHUS HAa OCHOBE pALMOHAJIBHBIX, HAay4YHO-OOOCHOBAaHHBIX IPHUHLUIIOB U METOAOB €ro
COBEPILIEHCTBOBAHMS, (OPMHPOBAHHE MPOTPECCUBHOTO TMOAXOJA K PEIICHHIO BAXHEUIIMX 3a7ady
JOKYMEHTUPOBAHHUS BCEX CTOPOH YIIPABJIEHYECKOH 1€ATEIbHOCTH.

1.23anaum:

- YCBOEHHE OCHOBHBIX IOHATHH B 00JaCTH JOKYMEHTALMOHHOTO
obecnieuenusynpasieauem (JJOVY);

- W3ydeHHe BUAOB O(QUIMATIBHBIX JOKYMEHTOB M TPEOOBAaHMH K WX COCTABICHUIO M
0(hOpPMIICHHUIO;

- onpesesieHue crnoco0oB TOKYMEHTUPOBAHUS U CUCTEM JTOKYMEHTAIUH;

- MIPUMEHEHNE TPABUJI OpraHU3aluy paboThl ¢ TOKyMeHTaMu cityx0b1 JIOY;

- OCBOEHHE MOPsAKA OpraHu3alui padoT MO AEIONPOU3BOICTBEHHOMY 00CITYKUBaHHIO;

- npruoOpeTeHne yMeHui o(popMIIEHHsI PEKBU3UTOB, CO3JJaHKE I1a0JI0HOB JOKYMEHTOB
cunomotsio 11K

- MIPUMEHEHHE TPUEMOB U CPECTB JEIONPOU3BO/ICTBA, B TOM YHCIIE KOMIIBIOTEPHOTO.

1.3 MecTro qucuuninHbl (MOayJisl) B CTPYKTYpe 00pa3oBaTe/ibHON NPOrpaMMbl

Hucrtunmuna b1.B.20 «JlokymeHTanmmoHHOe o0ecriedeHne yrnpaBiaeHUs MepCOHanay OTHOCUTCS
k 0azoBoii yactu broka 1 "uctumauasr (Moaynu)" yaeGHOTO TIaHa.

B meromuueckoM MiaHe AMCLUMILIMHA ONMUPAETCd HAa 3HAHUS, NOJYYEHHbIE MPH U3Yy4EHUU
cienyomux yueOHbIx KypcoB: «lIpaBoBenenue», «KynpTypa peun U JeoBoe OOIIEHHE»,
«H(popMaliOHHbIE TEXHOJOTHMM B YIPaBICHUHM MepcoHanom», «TpymoBoe mpaBo», «OCHOBBI
KaJpOBOM TMOJUTUKA W KaJpOBOTO IJIAHUPOBAHUS», «YIpPaBIEHHWE MEPCOHAIOM OpraHU3aLUuNy,
«Pernamenranus u HOPMUPOBaHUE Tpyaa» u Ip.

1.4 IlepeueHb MJIaHMPYeMbIX Ppe3yJabTATOB O0y4YeHHMs] MO JAUCUMILIMHE (MOIYJIIO),
COOTHECEHHBIX € IUIAHNPYEeMbIMH Pe3y/JbTATAMH 0CBOEHHS 00pPa30BaTe/JbHOI MPOrpaMMbl

N3yuenne maHHOW ydyeOHOW MMCIMIUIMHBI HANpaBiieHO Ha (OPMHUPOBAHHE Yy OOYJAIOUTUXCS
CJIETYIOIINX KOMIIETCHIIUMN:

Kon u HanMmeHOBaHHE Pe3ynbTaThl 00y4eHUs 10 AUCIUIUINHE
HWHAUKaTopa™

IK-1 CnocoGeH opraHu30BaTh M TNPOBECTH OHEHKY M AaTTeCTAIMI0 MEPCOHANa, OCYIIECTBISATH
aIMMHUCTPHPOBAHHE MPOLIECCOB U IOKYMEHTO000POTA NPH IPOBEIEHUN OLEHKH H aTTeCTALMH NePCoHaIa

IK-1.2  Tlonumaer nposenenue | [IK-1.2  Omnpepensier mopsigok (GOpMHUpOBaHHs, BeleHUs OaHKa JAHHBIX O
aIMHHUCTPUPOBAHKS [IPOLICCCOB U | MEPCOHAE OPraHM3aLMd W MPEAOCTABICHUSI OTYCTHOCTH HPU IPOBEICHUU

JOKYMEHTO000pOTa NP | OLICHKH M aTTECTAlllH1 NIePCOHATIA.
NIpOBEJICHNN OLEeHKH M atTrectaimmu | [IK-1.2 dopmupyer TpeboBaHus npu HOPMHUPOBAHKH, BEICHUN OAHKA JAHHBIX
nepcoHaa. 0 TIepCOHaJe OpraHW3alMH M NPEIOCTABICHUH OTYETHOCTH IPU IPOBENCHHU

OIICHKH U aTTECTAIMH TIepCOHAIA.

IIK-1.2 Pa3pabatpiBaeT moaxosl Ipyu GOPMUPOBAHUH, BEICHUH OaHKA TAHHBIX
0 TIepCOHaJe OpraHW3alMH M NPEIOCTABICHUH OTYETHOCTH IIPU IPOBENCHHU
OIICHKH U aTTECTAIMH TIepCOHAIA.

MK-3 cnocoGeH NPoOBOOUTH OPraHM3aLUI0 AAANTAIMH MW CTA)KMPOBKH IEPCOHAIA, OCYLIECTBJSATH
aIIMUHHCTPHPOBAHHE MPOLECCOB M JOKYMEHT0000POTA 10 PA3BUTHIO H NPO(ecCHOHAIBHOIT Kapbepe, 00y4eHHIo,
aanTALMM U CTA)KUPOBKE MEePCoHaIa

[K-3.4 Ocymectisier | [TK-3.4  OmnpenensieT aIMMHUCTPUPOBAHKE TPOLIECCOB U JIOKYMEHTO000POTA 110
aIMUHHCTPUPOBAHUE TIPOLIECCOB M | Pa3BUTHIO U NPO(ecCHOHAIBHOMN Kapbepbl, 00y4EHHUIO, aIalITAllH U CTA)KUPOBKE
JOKYMEHTO000POTA 10 PAa3BUTHIO U | TIEPCOHAJIA.

npodecCHOHATBEHOM Kapeeprl, | [IK-3.4 Cobupaer, aHaIM3UpyeT U IPUMEHSIET TEXHOIOTHN a]MUHNUCTPHPOBAHHS
00yUeHHIO, aJanTanuu U | TIPOLIECCOB M IOKyMEHTO000pOTa 110 Pa3BUTHIO M NMPO(ECCHOHAIBHON Kaphephl,
CTaXMPOBKE ITEPCOHATIA. 00yUEHHIO, aIaNTal! ¥ CTAKUPOBKE TIEPCOHAIIA.

[IK-3.4  CucremaTH3upyeT TEXHOJOTHMH aIMHHUCTPHPOBAHHS IPOLECCOB U
JIOKYMEHT0000pOTa TI0 Pa3BUTHIO M MPOGECCHOHATEHON Kapbephl, 00yUIEHHIO,
aJlanTayy ¥ CTaKUPOBKE ITEPCOHATIA.




PesynbraThl 00y4eHUs MO AWCIMIUIMHE JOCTUTAIOTCS B paMKaxX OCYIIECTBIICHHS BCEX BHJOB
KOHTAKTHOHM M CaMOCTOSITENIBHON pabOThl 00YYaIOIIUXCS B COOTBETCTBUU C YTBEP)KJICHHBIM Y4EOHBIM
TUTAHOM.

WNuaukaTtopbl JOCTHXKEHUS KOMIETEHIUH CUYHMTAIOTCS C(HOPMUPOBAHHBIMHU TPH JOCTHKEHUH
COOTBETCTBYIOIIUX UM PE3YIbTATOB OOYUCHHUSI.

2. CTpyKTypa U coep:kaHHue TUCHUTIIHHBI

2.1 Pacnipenesienue TPy10éMKOCTH AMCHUILINHBI 10 BUAAM padoT

OOmiass TpymoEMKOCTh IMCHMILIMHBI COCTaBisier 3 3adeTHbiXx eaunul] (108 wacos), ux

acmpeieJIeHue 1o BUJaM paboT NpeJICTaBICHO B TaOIuUIIe

Bupner pabor Bcero ®dopma obydeHust
4acoB OYHO- 3a04yHas
OYHast
3a04Has
7 8 X X
ceMecTp ceMecTp ceMecTp Kypc
(gacer) (gacer) (gacer) (gacer)

KonrakTHas padoTa, B TOM 4ncie:
AyauTopHbIe 3aHATHS (BCero): 12 10 2
3aHSTHS JIEKIIMOHHOT'O TUITA 6 6 -
71200paTOPHBIE 3aHATHS - - -
MIPAKTHUECKUE 3aHITHS 2 2
CEMHHAPCKHE 3aHATHUS 4 2 2
HNHasi koHTaKTHas padoTa: - - -
KoHTpoJ1b caMocTosATENbHOM PabOThI
(KCP) ) ) )
ITpomexyrounas arrecraims (MKP) 0,2 0,2
CamocrosiTesibHast padoTa, B TOM 9 62 30
yucie:
Pedepar/acce (moaroroska) 4 - 4
CaMocToATeNIbHOE M3Y4YEHHE pa3JielioB, 82 58 o4
CaMOIIOAATOTOBKA
[loaroroBka K TECTUPOBAHUIO 6 4 2
Kontpous: 3.8 - 3.8
IlonroroBka K 3K3aMeHy
Oomas gac. 108 72 36
TPYAOEMKOCTH B TOM YHCJIe

KOHTAKTHAA 12,2 12,2

padorta

3a4. e[ 3 3

2.2 Conepxxanme TUCUMIIMHBI
Pacrnipenenenue Bu1oB yueOHOM pabOThI U UX TPYAOEMKOCTH MO pa3zesiaM AUCHUTIINHEIL.

Pasgenbl (TeMbl) MUCHUIUIMHBI, W3ydaeMble B 7-8 cemectpax (4 kypce) (3aounas dopma
00yueHwusI)



KonuuectBo yacos
Breaynut
Ne HaumeHoBaHue pa3ienoB (TeM) AYMUTOPHAZ OpH};H
Bcero pabora
pabora
J I13 JIP CPC
1 Pazpnen.1 [lonsTre u 3HaUeHNE JOKYMEHTALUOHHOTO 5 5 i 30
" |obecniedeHus ympapieHHs IEPCOHATIOM
2 Paznen 2. OCHOBBI TIOKYMEHTAIIMOHHOTO 00ecrieueHust 5 9 i 32
yIpaBJICHUs IEPCOHATIOM
3 Paznen 3. Cucremarusanus 1 XpaHeHHe JOKYMEHTOBKaIPOBOH 5 5 i 30
" |cmyxOBI
HUTOI'O no pazoenam oucyuniunsl 6 6 - 92
Kontpons camocrosrensHoit pabots! (KCP) 2 -
[Tpomexyrounas arrecrarms (MKP) 0,2 -
OO011ast TPyT0EMKOCTb IO JUCIUTUINHE 108 -

[Ipumeuanue: JI — nexuun, 113 — npakruyeckue 3ansatus / cemunapsl, JIP — naboparopHeie 3aHsATHA,
CPC — camocrosTenbHas paboTa CTyIeHTa

2.3 Coneprxanue pa3iesoB (TeM) TUCHHIIHHBI

2.3.1 3aHATHSA JTeKUMOHHOI0 THIIA

Haumenosanue dopma Tekyiiero
Ne Copepxanue paszaena P yi
paznena KOHTPOJIS
1 2 3 4

Pa3)1e.11 1. IMonsiTHe W 3HAYEHHE AOKYMCHTAIIMOHHOT 0 o0ecrneyeHus YupaBjJeHuss MNEpPCOHAJIOM

Bsegenue B kypc Oomiee IIpEACTABIICHUE Kypca. Ha3nauenue u |[Ipopabotka
comepkanme Kypca. CBs3p kypca ¢ ydeOHBIMH |yd4eOHOroO
IUCLUIIIMHAMM. 3HaueHue Kypca B IMOAIOTOBKE (TCOpCTI/I‘ICCKOFO)

CIICHIHAIIUCTOB 10 YIPABICHUIO IIEPCOHATIOM MaTeprana
[Tonsitue [ToHATHS «TOKYMEHT», «IOKYMEHTOO00POTY, ITpopabotka
JOKyMEHTaIlMOHHOTO «IOKYMEHTAIIMOHHOE 00ECTIEUCHUE YIIPABIICHUSD. y4eOHOro
obecrieueHus OcHOBHBIE TPeOOBaHUS, MPEIBABISIEMbIE K OOPMIICHHUIO (TeopeTHuecKoro)
yIIpaBIICHHSI JOKyMEHTaIlnH, IpexycMoTpeHHbIe ['ocynapcTBeHHON MaTepuana
TIEPCOHAIIOM. CHCTEMOH JOKyMEHTALMOHHOTO 00eCIIeUeH s YIIPaBICHUS

TpeboBanwus, I'OCT P 7.0.97-2016. ITopsimok 0O6pa®OTKH B perrUCTpariiu

MPEABSIBISIEMBIE K JOKYMEHTOB, X WHIeKcanuu. Perucrpanuonssie Gpopmel u

o(hopMIICHHIO UX 3amnonHeHne. KoHTpons uenomHeHns JOKyMEHTOB.

JOKYMEHTOB OCHOBHBIEC OTJIMYHSI B TIOATOTOBKE MTPOCTHIX M CIOKHBIX

IPUKA30B. YUET CIEMU(PUKH PACTIOPSIUTEIHHOTO
JeMCTBUA NIPU COCTABIIEHUH NIPUKA30B 10 IPHEMY,
MIePEeBOY, YBOIbHEHHUIO PaOOTHHUKOB. [lopsimok
BHU3UPOBAHUS IPUKA30B 0 JINYHOMY COCTaBY, UX

peTHCTpanuy.
CoctaB u BUZIBI [ousTHE M 3HAYEHUE KaJPOBOH JOKYMECHTAIIHH. [Tpopabotka
KaJpoBoii fokyMmeHTanun | Kmaccnukanus kagpoBoit nokymenTanuu. OCHOBHBIE yaeOHOro
BHJIbI IOKYMEHTOB KaJIPOBOM CITYKObI, 0COOCHHOCTH HX (TeopeTHyeckoro)
cocraBieHns. HopmaTtuBHO-TIpaBoBas 6asa, MaTepuana

periiaMeHTHpYIoNIast pa3paboTKy KaIpOBBIX JTOKYMEHTOB.
Pazgen 2. OcHOBBI AOKYMEHTAIMOHHOIO O0ecreyeHus YIMpaBJIeHUsI MEPCOHATIOM

TpeboBanus k [lItatHoe pacnucanue (ct. 57 Tpymooro Konexca PD)— [Ipopabotka
COJICPIKaHHIO 1 ®opma mratHoro pacnucanus (popma T-3) yTBepkaeHa yaeOHOro
oopMIICHHIO noctadoBieHneM ['ockomcrara Poccum ot 5 staBapst 2004 (TeOpeTHIECcKOro)
JIOKQJIbHBIX roga Nel. MaTepuana
HOpPMaTHUBHBIX aKTOB IO [IpaBuiia BHYTpEHHETO TPYAOBOT'O pacropsiaKa Kak

YIIPaBICHUIO JIOKaJIbHBIA HOPMaTUBHO-TTPABOBOM aKT,

MEPCOHAJIOM KOHKPETU3UPYIOIINIA MOPSIIOK PEryIUpPOBaHUs KIHOUEBbIX

BOIIPOCOB CONHUAJIBHO-TPYAOBBIX OTHOIIIEHUI Ha
MNpCANPUATHH. O6H.[I/II>1 NOpAOOK MMOATOTOBKHW JOKYMCHTA B
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coorBercTBUH c0 CT. 190 TK PD. Ocobennoctu
o(hOopMIIEHHS TIPaBUII BHYTPEHHETO TPYAOBOTO

pacropsjka, Cofep>kaHie BOIIPOCOB, KOTOPbIE OTPaXKAIOTCS
B IIpaBUJIaX BHYTPEHHETO TPYJOBOIO PACIOPSAKA.
Oco0OeHHOCTH 00palleHus C NEPCOHATBHBIMU AAHHBIMU
pabOTHHKOB B COOTBETCTBUU C MOJIOXKEeHUsIMH T1aBel 14 TK
P®. TpeboBanust k 00pabOTKE MEPCOHATBLHBIX JaHHBIX
pabotHuKa. [IpaBuia nepenaun nHGoOpManuy,
coJiepxarieil cBeJieHns 0 pabOTHUKE, TPETHUM JIHIIAM.
OTBETCTBEHHOCTH JIOJKHOCTHBIX JIUL], BHHOBHBIX B
HapyIIEHUH HOPM, PETYIUPYIOMIUX [TOTy4eHHe, 00padoTKy
U 3alUTY NePCOHANBHBIX TaHHBIX paboTHUKA. HCTpYKIHS
0 IOKYMEHTAI[MOHHOMY 00€CIICUEHUIO YIIPaBICHUS
nepcoHanoM npeanpustusi. CTpyKTypa U cofepsKaHue
pasziesioB JAHHOTO TOKYMEHTA.

I'ocynapcTBenHas
WHCIEKUHS TPyAa U
mpolielypa MpOBEICHUS
MIPOBEPOK
JTOKYMEHTALUU
KaJIpOBOU CITYKOBI

ITomHOMOUMs ~ TOCYAApCTBEHHOM  MHCHEKUMM  TpyJa.
[Ipouenypa u mpaBuia NMPOBEACHUS IPOBEPOK COOIIOACHUS
JEHMCTBYIOIIETr0 3aKOHOIaTeNbCTBA. Bup! mposepok. ITopsaok
o(hopMIICHUS MEPOIIPUSTUH IO KOHTPOJIIO.

CocTaB MOKYMEHTOB, TpeOyeMBIX oOpraHamMyd Hajazopa H
KOHTpOJISI IpU TPOBENEHUM IpoBEpoK. OTBETCTBEHHOCTh
paboTonaTens 3a HapylleHue JIEICTBYIOLIETO
3aKOHONATEIbCTBA O TpPyIe M HErpaMoTHOE odopMmIeHHe
KaJIpoBOI JIOKyMeHTaIluu, Boznaraemas TpyaossiM Kogexcom
PO n KonekcoM 00 aIMHUHHCTPATHBHBIX IPAaBOHAPYIICHHUSIX

ITpopabotka
yuebHOro
(TEOpEeTHUECKOro)
Martepuana

dopMupoBaHuE U
BEJICHUE JTUYHBIX AE

Jlmunoe pmeno paboOTHMKA KAk OCHOBHOW  JOKYMEHT
MIEPCOHAIFHOTO YU€Ta, B KOTOPOM XPaHATCS HanboJiee MoJIHbIe
CBEJIICHHS O COTPYIHHKE H €TI0 CIIy)KeOHOU AeSTeTHHOCTH.
CocTaB ¥ MOCIEAOBATENBHOCTh JOKYMEHTOB JIMYHOTO JCTA.
OCoOEHHOCTH COCTAaBIICHHUSA JIOKYMEHTOB JIMYHOTO JIEia:
JMYHOTO JINCTKA TI0 y4YeTy KaJIpoB, AOMOJHEHUS K JIUIHOMY
JTHMCTKy, aBrobmorpadun m T.n. IlpaBmia BbImAauM JTHYHOTO
Je7la BO BpPEMEHHOE IoJb30BaHME. llopsmok cocraBieHHs
omucH IUYHOro Aena. Ilepemada nudHOrO Iena Ha apXMBHOE
xpanenne. CocTaBieHHE 3aBEPUTENHLHON HAAMKUCH JIMYHOTO
Jena

ITpopabotka
y4eOHOro
(TeopeTHUYECKOro)
Mmarepuasa

Jlnunas xaprouka

Jlnynas kapTouKa Kak OCHOBHOM JIOKYMEHT IEPCOHAIBHOTO
ydeTa pabOTHUKOB OpraHu3anvi. JJoKyMeHTHI, Hd OCHOBaHHH

[TpopaboTka
yaeOHOro

KOTOPBIX 3amoiHseTCs TnyHas kaprouka. [lopsmok (TeopeTHUYECKOro)
KOIAMPOBAHUSI CBEICHUH B JIMYHON KapTOUKe. 3aroTHEHUE Marepuana
TuIHON KapTouku. [lopsimok BHECEHUS CTIPABICHUHN 1
M3MEHEHHH B TMYHYIO KapTOUKY PabOTHHUKA.

JoxymeHTHpOBaHUE JlokyMeHTHpOBaHUE TIpollecca JBM)KeHUs KanpoB  Ha|llpopaborka

MPOIIECCOB ABUKCHHS
Ka/IpOB

TIPEATIPASATHH KaK BakHeHIas QyHKINS OTAeNa KaapoB. Bums
IBIDKCHHS KanpoB. CXeMBl IpreMa, IepeBoja, YBOIHHEHUS
pabOTHHKOB.

Odopmitenne npuema pabotHUKoB. CocTaB JIOKYMEHTOB,
TpeOyeMbIX TpH MpHEMe Ha paboTy B COOTBETCTBHH C
Tpynoseim Kogexcom PD.

[Mopsamok 3aKIFOYCHHS TPYIOBEIX TOTOBOPOB C IMOCTOSHHBIMHU
Y BPEMCHHBIMHU paOOTHHKAMH.

OCOOCHHOCTH  COCTaBJieHHS  YHU(UIMPOBAHHBIX  (HopM
MIPUKA30B IO JITYHOMY COCTaBY, Kacarouuxcs mpuema (popma
T-1, T-1a).

Odopmienne mepeBoma, MNEpeMEIICHUS, KOMAaHIUPOBAHHUSI
pabotHuKOB. OcobeHHOCTH OGOpPMICHHS U OCHOBAaHUS
Pa3NUYHBIX BUIOB MepeBoa (IepeBo] Ha IPYTyro paboTy Ha
TOM K€ TPEINPHITAU; TepeBon Ha paboTy Ha Jpyroe

yaeOHOro
(TeopeTHyecKoro)
MaTepuraia
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MpepHuaATHe; HepeBo] Ha padoTy B IPYryl0 MECTHOCTB).
Oco0eHHOCTH  COCTaBJieHHS  YHHU(DUIUPOBAHHBIX  (OpM
MIPUKa30B 110 JIMYHOMY COCTaBy, KAacaroLIUXCs IepeBoja
(popma T-5, T-5a), komanguposanust (popmsl T-9, T-9a, T-10,
T-10a). Opopmirenne ormycka. I1paBnia n cpokr TOATOTOBKU
rpaduka ormyckoB (popma T-7). OcoOEHHOCTH COCTABICHUS
YHU(HUIMPOBAHHBIX (OPM INPHKA30B 10 JIMYHOMY COCTaBY,
Kacarommxcs ornycka (¢popma T-6, T-6a).

Odopmiienne  yBonbHEHUsS  paboOTHHKOB.  OCHOBaHUs
MpeKpalleHnsi TPYJOBOrO JOrOBOpa B COOTBETCTBHH C
HOpMaMu  TpPyJOBOrO  IpaBa; IHpaBwia  O(QOpPMIICHHS
MpeKpaleHusi TpyJoBoro jgoroBopa. OTBETCTBEHHOCTb
paboTonaTens 3a HE3aKOHHOE YBOJIbHEHHE PAOOTHHUKOB.
OcCOoOEHHOCTH ~ COCTaBJICHUS  YHHU(PUIMPOBAHHBIX  (OpM
MPUKA30B IO JIMYHOMY COCTaBY, KACAOLIUXCS YBOJIBHEHHS
pabotaukoB (popmer Ne T-8, T-8a). Ilopsmok perucrpanun
IPHKA30B M0 JJUYHOMY COCTaBY

Benenue tpynoBbix
KHUKEK

ITonsitue TpynoBol KHIDKKH. DopMa TpPyJOBOHM KHHXKKH.
HopmaTtuBHO-MeTOAMYECKasT Oa3sa,
perIaMeHTUpPYIOIas  TMOPSJAOK  BEJACHUSA,  3aIllOJHCHHS
TPYIOBBIX KHIDKEK, o0OecmedeHnss HMu paboromarenei.
3anonHeHue CBeJICHH 0 paboTHUKE. 3aMOTHEHNE CBEICHUN O
paboTe. 3amonHeHNe CBEACHUN O HArpaXKJACHUH. 3aroIHCHHUE
CBelIcHUH 00 yBOJNbHEHHMH (TPEKPAlICHUH TPYIOBOTO
noropopa). OcCOOEHHOCTH  3allONHEHHsSI CBEICHMH 00
VBOJIBHCHWH M TIpUeMe Ha paboTy B CBS3H C TEPEBOJIOM
paboTHHKA.
Bnecenne n3mMeHeHWI W JOMONHEHUN B TPYAOBYIO KHIDKKY.
JyOonmukat Tpy0BOi KHIDKKU. Bbimaua Tpy10BOM KHUXKKH MTPH
YBOJIFHEHNH (TIPEKPAIICHUH TPYAOBOTO T0TroBOpa). Briamprm
B TPYIOBYIO KHIDKKY. YUET U XpaHCHUE TPYHOBBIX KHHKCEK.
JokyMmeHTanusi 1o ydeTy OJaHKOB TPYIAOBBIX KHIDKEK
(mpuxoaHO-pacxomHasi KHUTA MO Y4YeTy OJIAHKOB TPYZOBBIX
KHIDKEK W BKJIAIBIICH K HUM, KHHUTa YydeTa JBHIKCHHUS
TPYIOBBIX KHIKEK M BKJIAbIIIEH K HUM). OTBETCTBEHHOCTD 3a
COOJIIOIeHNE OPSIKA BEJCHUS TPYIOBBIX KHIDKEK.

ITpopabotka
yuebHOro
(TEOpPEeTHUYECKOro)
Marepuana

Pa3zpgen 3.

Cucremaruzaumust 1 XpaHCHHE JAOKYMEHTOB Kauposoﬁ C.l'ly)l(ﬁbl

Homenknatypa men
KaJIpOBOU CITYKOBI

[Tonsitue HoOMenkmatypel gen. Ilopsmox — cocTaBieHUs

HOMEHKJIATYPBI J€T KaJpOBOH CITY>KOBI.

[TpopaboTka
y4eOHOro
(TeopeTHyecKoro)
MaTepuaia

DopMHpOBaHUE JEI

TpeOoBaHus, MpeObABIIEMBIC K 3aTOIOBKaM A€l DJIEMEHTHI
3aroJOBKOB JEJl.

[IpaBuia rpynmupoOBKA IOKYMEHTOB B Jeia, O(QpOPMIICHUS
3arojoBKOB jel. [Ipu3Haku rpynnupoBKU JOKYMEHTOB B JI€Na.

[TpopaboTka
yaeOHOro
(TeopeTHyecKoro)
MaTepuraia

ITopsoox
JIOKYMEHTOB

aApXUBHOMY XpaHEHUIO

IOArOTOBKH

K

[TopsiioK MOArOTOBKM JIOKYMEHTOB K apXMBHOMY XPaHEHHIO.
Knaccupukanuss TOKyMEHTOB IO CpOKaM  XpaHCHHS.
TpeOoBaHuUs, NpENbSIBISCMbIE apXWBHBIMH CIY)KOaMH K
JOKYMEHTaM, cllaBaeMbIM B apxuB. OpraHuzaius NpoBeaeHUs
SKCIEPTU3bl LIEHHOCTH IOKYMEHTOB.

YactuyHoe W TmonHOe odopmwiieHune nmen.  Ilopsiaok
odhopMmiieHHS OOJNOXKEK el ITOCTOSHHOIO W BPEMEHHOTO
cpokoB xpaHeHns. CocraBieHre U opopmieHHE Omucei me.
CocraBiieHe 3aBepUTENbHOIN HAIIICH JeNa.
AJIMMHHMCTpPAaTUBHAs  OTBETCTBEHHOCTb 32  HapyllIeHHE
JICHCTBYIOIIET0 3aKOHOJATENBCTBA 110 APXUBHOMY ACTY.

ITpopaboTka
yaeOHOro
(TeopeTnyecKoro)
MaTepuraia




2.3.2 3aHATHA CEMUHAPCKOI0 THNA (MPaKTHYeCKHe / ceMUHAPCKUE 3AHATHA)
OHeHI/IBaHI/Ie MPAaKTUYCCKUX 3aI[aHI/II\/'I BXOJHWT B HAKOIIJICHHYIO OLCHKY.

Ne HanmenoBanue TemaThka MPaKTUUECKUX 3aHITHNA dopma TEKYILEro
B pasnena (cemuHapoB) KOHTPOJISt

1 2 3 4

1 |Pazgen 1 Ilonsitme TpeboBaHusi kK 0opMIEHHIO TOKYMEHTOB: [IpoBoguTcs
3HAYeHUe O0630p HOPMaTHBHO-IPAaBOBOM 0a3bl  JOKYMEHTAIIMOHHOTO|hopme
AOKYMEHTALHOHHOTO obecrieuenns ynpasnenus. 'OCT P 7.0.97-2016. MPAKTUYECKOT O
o0ecrneyeHns [TonsiTve pekBU3UTa JIOKYMEHTa, TPEOOBAHUS, IPEIbIBIIIEMbIC |3aHATHS,
ylpaBJjieHuUst K 0)OPMIJICHHIO PEKBU3UTOB M UX PACIOIOKEHHIO Ha ONaHKe|[peronaraer
NePCOHATIOM JOKyMEHTA. aHaJIM3

IIpunanue JOKyMEHTY IOPUAUYECKON CUIIBI. CHUTYallHOHHBIX
CutyanuonHoe 3a1anue «Omuoky B 0pOopMIICHUH JOKYMEHTOB [3aJTaHHH.

2 CocTtaB 4 BUBI Ka/IpOBOIi JOKYMEHTAIINU:
OcHoOBHBIE KlTacCU()UKAIINU KaAPOBBIX JOKYMEHTOB.
[lpuka3el MO  JIMYHOMY  COCTaBy  Kak  OCHOBHOMU
pacmopsIIuTeIbHBIA JOKYMEHT, COCTaBIISIEMBbId B IpOIIECcCe
JIOKyMEHTHPOBaHUS byHKIHN KaJpoBOH CITYKOBI.
CuryanuoHHoe 3a7jaHue «AHaJIN3 KaJIpoBOU IOKYMEHTAIMH 110
(YHKIUSM yIIPaBICHUS [1EPCOHATIOM)

3 |Pazpea Il TpeGoBaHusi K cofepkKaHUI0 U 0(OPMIICHHIO [Iposoxutcs
OcHOBBI JIOKAJbHBIX HOPMATUBHBIX AKTOB MO YNPABJIEHUIO dopme
JAOKYMEHTALHOHHOTO nepconasioMm. CuryaiponHoe 3aganne «OmnOKy B IITATHOM [IPAKTHYECKOTO
obecneyeHust pacrucanum» 3aHATHS,
ynpaBJeHUst CuTyaloHHOE 3alaHUe KA YIUT PABHJI BHYTPEHHETO IpeAroiIaraer
NepPCOHATOM TPYIOBOTO pacnopsanka» CHTyaIllMOHHOE 3aJaHue aHaIM3

«[Tonmoxxenne 06 00pabOTKEe MEPCOHAIBHBIX JAHHBIX. CUTYaLMOHHBIX
Kakum emy ObITE?» 3aJITaHUM.
PazpaboTka JOKyMEHTOB, KacaloIINXCs 3aIUTHI
NEPCOHATBHBIX JAHHBIX COTPYIHHKOB OpPTraHU3ALNH
4 ®opmupoBaHue U BeleHHe JUYHBIX Aej. CocraBieHue
JOKYMEHTOB JIMYHOTO JeJla COTPYIHHUKA IO OCHOBHBIM
3TanaMm padoThI TIepcoHana (IIprueM, IepeBol, yBOJILHEHHE,
arrecranus u T.7.). CocTaBjeHNEe BHYTPEHHENU OMUCH
JOKYMEHTOB JIMYHOTO JIeNa.
CocTaBneHue 3aBEpUTETHLHON HAIITHCH.
[loaroroBka ITHMYHOTO ema IS IIepeaadr Ha apXUBHOE
XpaHCHHE.
5 JInunas KapTouka.
CocraBiieHHE TMYHOW KaPTOYKH PabOTHUKA.
Buecenne n3meHeHM 1 UCIIPABICHAN B TUYHYIO KAPTOUKY.
Kaproreka THYHBIX KapTOYEK: IIpaBUIa BEICHIUS.
6 JoxyMeHTHPOBaHHE NMPOIECCOB IBUKEHUS KATPOB.

[omarosast mporemypa oopMIIEHHS OCHOBHBIX KaIpOBBIX
mpouenyp (mpuem, epeBojl, epeMeleHne, MPEI0CTaBICHUE
OTIyCKa, KOMaHAUPOBaHUE, YBOJIbHEHHE).

OcoOeHHOCTH TIOATOTOBKY IMPHKA30B IO IMYHOMY COCTaBY.
CutryalnoHHbIE 3aJjaHusl «AHAJIU3 TPYIOBOTO JOr0OBOpPaY,
«[Ipuem Ha paboTy», «KAyIUT YBOJbHEHHUII»

Benenne wu XpaHeHHEe TPYIAOBbIX KHHIKEK. 3anogHeHHE
TUTYJBHOTI'O JINCTA pr,[[OBOﬁ KHHWKKH.
3aronHeHHE pasacia <(CBCZ[CHI/I$I ) pa60Te». 3aronHeHne
pasacia ((CBC,I[CHI/I?I O HarpaxacHusax».
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BHeceHue n3MeHeHuil U NOMOTHEHU B TPYAOBYIO KHIKKY.

8 HomenksaTypa aen kaapoBoi ciay:xObl. IloHsTue
HOMEHKIaTypsl Jen. CocTaBieHHE HOMEHKIATyphl el
KaJpOBOH CITyXOBI.

9 (Paspeux I1I. dopmupoBaHue 1e. [poBoauTest B
Cucremaru3anus u TpeboBanus, npeabsBIsieMble K GOPMUPOBAHHUIO dopme
XpaHeHHe JOKYMEHTOB | el KaapOBOi cayX0bl. ©OPMUPOBAHUE 3aTrOIOBKOB PaKTHYECKOTO
Ka/IPOBOIi CJIYKObI Jien. 3aHATHS,
Openonaraet
10 IMopsiiok MOArOTOBKH JOKYMEHTOB K AapXHBHOMY |apamu3
XpaHeHHI0. CUTYallMOHHBIX
IMomroroBka MOKYMEHTOB K apXHBHOMY XPaHCHHIO. 3a1aHuii.

[lomHoe u YacTHUHOE OPOPMIIEHHUE NE.
[IpoBeneHue 3KCIePTU3BI IIEHHOCTH JOKYMEHTOB.

[Ipy u3yyeHUM AUCUUIUIMHBI MOTYT TNPUMEHSTCS 3JIEKTPOHHOE OOydeHHUE, JHUCTAaHIMOHHBIE
obpazoBarenbHbIe TexHoJorun B cooTBeTcTBUM ¢ DI'OC BO.

2.3.3 KypcoBble paGoThl — He MPeIyCMOTPEHBL.

2.4 IlepeueHb Y4eOHO-METOAMYECKOr0 olecmedyeHMs] IJIsI CAMOCTOSITEJbHOH PadoThI

00y4aroIuXCcs M0 JUCHUILIMHE (MOTYJII0)
HepequL y‘le6HO-MeTO}IH‘{eCKOFO O6CCHC‘IGHI/ISI JUCHUIIINHBI I10 BBIITOJTHEHUIO
Ne Bun CPC CaMOCTOSITENILHOM PaOOThI

1 |IIpopaboTka  TEOPETHYECKOro
MaTepuana  (TMOArOTOBKAa K

poOJIEMHBIM CEMHUHAPAM ) Mertonudeckue peKOMEHIAIMK I CTYACHTOB HAIPAaBJICHUS yIIpaBIICHHUE
2 |BbIIOJIHEHHE MHIMBUIYAIbHbIX |IEPCOHATIOM TIO BBINOJHEHUIO MHCBMEHHBIX PabOT, CaMOCTOSTETbHOH pPaboTHI,
3aJJaHUMN (moAroToBKa|yTBep)KACHHbIE Kadenpoil  YIpaBieHUS IEPCOHAIOM M OpraHH3aLHOHHOM
COOO0IIeHUH, Tpe3eHTaIH) TICUX OJIOTHEH
3 |[loarotoBka K  TEKylIEeMY
KOHTPOJIIO

VY4ebHO-MeToAnYeCKHe MaTepuallbl A CaMOCTOATENIbHOW paboThl OOydaroIIMXCsl M3 4Hcia
MHBAJIWJIOB U JIMIl C OTPAHUYEHHBIMU BO3MOXKHOCTAMU 3710poBbs (OB3) mpenocrasisatorcs B popmax,
aJlalTUPOBAHHBIX K OIPAaHUYEHHSIM UX 3JI0POBbsI U BOCIIPUATHUS UH(DOPMALIUH:

JUia 1 ¢ HapyILIEeHUAMU 3PEHHUS:

— B I1e4aTHOM (hopMe yBeTUUYEeHHBIM HIPUPTOM,

— B (pOpMeE FIIEKTPOHHOI'0 JOKYMEHTA,

— B (hopme ayaunodaiina,

— B [TIeYaTHOM opMe Ha s3bike bpaiins.

JUid U1 ¢ HapyLIEHUSAMH CIyXa:

— B [IeYaTHOM opme,

— B (JopMe FIIEKTPOHHOTO JIOKYMEHTA.

JUia 1 ¢ HapyIIEHUsAMH ONIOPHO-BUTaTEIbHOTO anmapara:

— B 1eyatHoi dopme,

— B (JopMe FIIEKTPOHHOTO JOKYMEHTA,

— B popme ayauodaiina.

JlaHHBI TepeYeHb MOXKET OBbITh KOHKPETH3UpOBaH B 3aBUCHUMOCTH OT KOHTHHIEHTA
oOyJaronuxcs.

3. OOpa3oBaTejibHbIC TEXHOJIOTHH, IPUMEHsIEMbIe IPH OCBOCHHMH JMCHUILINHBI (MOAYJIs1)

B xoz1e u3y4eHus: IMCIUILTNHBI IPEyCMOTPEHO UCIOIB30BaHUE CIIEAYIOINX 00pa30BaTEIbHBIX
TEXHOJIOTUI: JIEKIIMH, MPAKTUYECKHE 3aHATHUA, MpoOiieMHOe oOydeHHue, MOAYJbHas TEXHOJIOTHS,
MOJIFOTOBKA MUChbMEHHBIX aHATUTHYECKUX PadOT, CAaMOCTOsITeNIbHAs paboTa CTY/I€HTOB.




KoMIneTeHTHOCTHBI MMOAXOJA B paMKax NpernojaBaHUsl IUCLUUIUIMHBI pEalu3yeTcsi B
HCI0JIb30BAHUN MHTEPAKTUBHBIX TEXHOJOIUI U aKTUBHBIX METOJIOB (IIPOEKTHBIX METOAMK, MO3TOBOIO
mTypMa, pa3dopa KOHKPETHBIX CHUTYyallMi, aHaln3a I[eJAaroruuyecKux 3aad, IeJaroru4eckoro
HKCIIEPUMEHTA, HHBIX ()OPM) B COUETAHUH C BHEAYAUTOPHOU pabOTOM.

WNudpopmanioHHbIE TEXHOJOTHH, TPUMEHSIEMbIE TIPU U3YYEHUH JUCIUILTUHBI: UCTIOIb30BAHUE
WHPOPMAIIMOHHBIX PECYPCOB, TOCTYMHBIX B HH(POPMALMOHHO-TEICKOMMYHUKAIIMOHHOW CETH
Hutepner.

AnanTuBHBIE 00pa3oBaTENbHBIC TEXHOIOTHHU, IIPUMEHSIEMbIC IPY U3YYCHUH AUCIUTUTUHBI — JIJIS
JUI] C OTPaHMYEHHBIMU BO3MOKHOCTSIMU 3I0POBbsI MPEAYCMOTpPEHA OpraHU3alUsi KOHCYJIbTAlUil C
HCII0JIb30BAHUEM JIEKTPOHHOM MOYTHI.

4. OueHOYHBbIe CpeAcTBA JJf TeKYyLero KOHTPOJISI YCIeBAeMOCTH H IPOMEKYTOYHOM
arTecTanuu

OneHouHble CpesiCTBA MPeJHA3HAUYEHBI /1151 KOHTPOJIS U OLIEHKHU 00pa30BaTeNbHBIX JOCTHKEHUN
oOyuarouuxcs, OCBOMBLIMX Mporpammy y4eOHON IUCHUIUIMHBI «J[OKyMeHTallMOHHOE oOecnedeHue
YIPaBJICHUS NIEPCOHAIIAY.

OneHouHbIE CpEACTBAa BKIIOYAET KOHTPOJIbHBIE MaTepualbl s IPOBEJIEHUS TeKYylIero
KOHTpoOJIA B (opMe TECTOBBIX 3aJaHHM, [OKJIaga-Tpe3eHTalud [0 MPOOJIEMHBIM BOIMPOCAM,
Pa3HOYPOBHEBBIX 33aJJaHU, CUTYallHOHHBIX 33/1a4 U MPOMEKYTOYHOM aTTecTanuu B opMe BOIPOCOB
K JK3aMEHY.

CTpyKTYpa OlIEHOYHBIX CPEJCTB I TeKYlIel U MPOMEKYTOYHOM aTTecTaluu
Ne Kon u HanMeHoBaHMe OLIGHOYHOr O Cpe/icTBa
. /;l HAaMMEHOBAaHHE Pe3ynbraTsl 00y4yeHus Texymmii [Tpomexyrounas
MHANKATOpa KOHTPOJIb aTTecTalys
[IK-1.2 Omnpepensier nopsiiok popmupoBanusi, | Borpock st Bomnpoc Ha 3auere
BeleHWs 0OaHKa JAaHHBIX O  IIEPCOHAje | YCTHOTrO 1-10
1 OpTaHM3alMd U MPEJOCTABICHUS OTYETHOCTH | (IIMCBMEHHOTO)
OpY TpPOBEACHMH OLEHKM M aTTeCTAllMU | OHpoca MO TeMe
[IK-12  Tlonumaer | * P P ’
HepcoHaJa. paszeny
HpOBEZICHHE
agMuuucrtpuposanus | I1K-1.2 dopmupyer eOoBaHusA u Pemenne Bonpoc na sauere
TPHp ' PMHPY P P CUTYAI[IOHHBIX U 11-16
TIPOIIECCOB U | GOPMHUPOBAaHUY, BENCHHM OaHKA [aHHBIX O DK THIECKIX
2 | mokymenroobopora MIepCOHaNIe OpPraHM3alMyd U MPEfOCTaBICHUH 3§Zla‘l o may
u NIPOBEACHUH | OTYETHOCTH )73 OBEJCHUH OLEHKH |
P P 1PH - TIPOBE/L ! POOJIEMHOTO
OLICHKH U aTTEeCTalli{ | aTTeCTALHH IIepCOHaa.
HeDCOHA ceMHHapa
P ' TIK-1.2 Pa3pabateBaer momxonmer mpu | Iloaroroska Bomnpoc Ha 3auere
(opMupoBaHMY, BeJeHMM OaHKa JAHHBIX O | COOOIICHHI O 17-28
3 MIepCOHaNle OpPraHHM3allyd W TPENOCTABICHUH | IUIAHY
OTYETHOCTH TPH TPOBEACHHH OLEHKH U | MPOOJIEMHOr0
aTTeCTAIMH TIepCoHaa ceMIHapa
Bonpocer mist Bonpoc Ha 3auere
IK-3.4 Omnpenensier aIMHUHUCTPUPOBAHIE yCTHp0F0 A 29 3%
OLIECCOB U JIOKyMEHTO00O0pOTa I10 PA3BUTHIO
4 | IIK-3.4 fport FOKYMEH P P (TICBEMEHHOT 0)
U TIPOQEeCcCHOHANFHON Kaphephl, O0YUEHHIO,
OcymecTBisieT orpoca 1o TeMe,
aJlanTalyy U CTAKUPOBKE IepCOHAIA.
aIMUHHCTPUPOBAHHUE pasneny
OLIECCOB u Pemenue Bonpoc Ha 3auere
fport [MK-3.4 Cobupaer, aHANMM3UPYET U MPUMEHSIET P
JIOKYMEHT0000pOTa cuTyaloHueix u | 31-37
TEXHOJIOTHH aJMHHHCTPUPOBAHUS MPOLIECCOB
10  pa3BUTHIO H MPaKTUYECKUX
5 . JIOKyMEHT0000pOTa M0  Pa3BUTHIO u
npoeccHoHaTBEHON . 3aj1a4 110 TJIaHy
npoecCHOHANTPHON ~ Kaphephl,  OOYUEHHIO,
Kapbephl, 00yYEHHIO, POOIEMHOTO
aJlanTanyy U CTAKUPOBKE MEPCOHANIA 3a1a4.
aJanTani u ceMHHapa
CTaXXUPOBKE IK-3.4 Cucrematmsupyer TtexHonormu | [logroroka Bonpoc Ha 3adere
MepcoHana. aJIMUHUCTPUPOBAHUS TPOLIECCOB U | COOOILIEHNH 11O 38-45
6 JOKYMEHTOO0OpOTa 10  Pa3BHTHIO U | IIany
Npo)eCCHOHATBHON  Kapbephl,  00y4eHHIo, | MpoOIEeMHOro
aJlanTalyy ¥ CTaKHUPOBKE ITEPCOHATIA. ceMuHapa
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HOK&Z}&TQJ’IH, KPUTCPHUU UM LLIKAJIA OICHKHA C(l)OpMPIpOBaHHLIX KOMIIeTeHII it

KOI[ 1 HAUMCHOBAHUC
HHAUKaTOpa

CooTBercTBHE ypOBHCfI OCBOCHM KOMIICTCHIIUH IIJIAHUPYCEMBIM PE3YyJIbTaTaM
O6y‘I€HI/I$[ Y KPpUTCPUSIM X OLUCHUBAHUA

TIOPOrOBBII 6a30BBIi | MPOJIBUHYTHIN
OneHka
YV 10BIIETBOPUTENILHO XopoIo/3a4TeHo OTJINYHO /3a4TCHO
/3a4TeHo

IIK-1 CnocoGeH oprann3oBaTh M MPOBECTH OLEHKY U ATTECTALMIO MIEPCOHAJIA, OCYLIECTBJISITH
aIMHHUCTPUPOBAHUE MPOLECCOB M JOKYMEHT0000POTA NPU NPOBEEHUH OLIEHKH U ATTeCTAIIMU MePCOHAIA

TIK-1.2 Tlonnmmaer
MPOBEICHUE
aIMUHUCTPUPOBAHHUS
TPOIIECCOB u

JIOKYMEHT0000pOTa  TIpH
MPOBEJICHUN OIICHKH U
aTTEeCTaIUH MTePCOHAA.

TIK-1.2 Onpenensier
nopsiZIoK  (hopMHUpOBaHUS,
BeJeHus OaHKa JaHHBIX O
TIEPCOHAJIC OpTaHM3aIH U

Mpea0CTaBJICHUA
OTYCTHOCTH npu
MpOBEACHUN OLICHKHU u

aTTeCTaliuu nepcoHajia.

[K-1.2 dopmupyeT
TpeOoBaHUs npu
(hopMUpOBaHUH, BEICHUH
OaHka JIAHHBIX 0
MepCoHae OpraHU3alum
u NPEI0CTaBICHUH
OTYETHOCTH npu
NPOBENICHHN  OIICHKH |
aTTeCTAIMH TIePCOHAA.

IK-1.2 PazpabarsiBaer
TIOZTX OZTBI pH
(hopmMupoBaHHN,  BEICHHUU
0aHKa JaHHBIX O [IEpCOHAJIe
OpraHu3aIyu "
HPENOCTaBICHUH

OTYETHOCTH pu
NPOBEJICHNMN  OLECHKH U

aTTeCTaliuu 1nepcoHajia.

oﬁyqenmo, aJjanTalii H CTAKUPOBKE TIEPCOHAIA

ITK-3 criocoGeH MpoBOAMTH OPraHU3aNUI0 AANITANIMA U CTAKMPOBKH MEPCOHAJA, OCYIIECTBISATH
aIMUHUCTPUPOBAHHE MPOIECCOB U IOKYMEHTO0G0POTA 110 PA3BUTHIO U NMPOodeCcCHOHAILHOI Kapbepe,

IIK-3.4  OcymectBiser
aJIMWUHUCTPUPOBAHUE
MPOLIECCOB u
JIOKYMEHT0000pOoTa  TI0
Pa3BUTHIO u
npogecCHOHAIBLHO
Kapbephl, 00yueHHIO,

aJanTalyy ¥ CTAXKUPOBKE
HepcoHaIa.

[IK-3.4 Onpenensier
aJMUHHACTPUPOBAHUE
IPOLIECCOB U
JIOKyMEHT0000pOTa o
Pa3BUTHIO U
npodecCHOHANBHOM
Kapbephl, 00y4eHHIO,

ajanTalMd U CTXKHUPOBKE
nepcoHaia.

I1K-3.4 Cobwupaer,
aHAIIBHUPYET u
NPUMEHAET TEXHOJIOTUH
aIMUHHCTPUPOBAHUS
HPOLIECCOB "
JOKyMEHTO00OpoTa  TI0
Pa3BUTHIO U
npodecCroHaNbHOMI
Kapbephl, 00y4eHHIO,

aJlanTali U CTAKHPOBKE
TepcoHasa 3ajad.

[IK-3.4 Cucrematusupyer
TEXHOJIOI'MH

aIMHHUACTPHUPOBAHIIS
HPOLIECCOB u
JIOKyMEHT0000pOTa o
Pa3BUTHIO u
npodecCHOHANTBHOM
Kapbepbl, 00yUeHHIO,

aJanTalii ¥ CTaXXHPOBKE
HepCcoHaJa.

TunoBbie KOHTPOJIbHBbIE 32/IaHUS MJIM HHbIE MAaTepHaJIbl, HeOOX0AMMBbIe /ISl OLEHKH
3HAHUM, yMeHMii, HABHIKOB M (WJIH) ONbITA JAeSTEJbHOCTH, XAPAKTEPU3YIOIIHUX ITANbI

¢dopmMupoBaHus KOMIIETEHUM B Ipollecce 0CBOEHHUsI 00pa30BaTeJIbHOM MPOrpaMMBbl

4.1.1.

Bomnpocsl

no mnpodjseMHOMY ceMHUHapy «J/lokymMeHTanMoOHHOe o0ecneyeHue

ylnpaBJieHHsl IepCcoHAaIa»
1.  Cayx06a qOKyMEHTAIIHOHHOTO 00ECIICUCHHUS YIIPaBICHHUS, I€JIH, 3a0a4k, (DYHKIIUH.

GbyHKIUH.

CoNe g~ o

Tpu dbopMbI opranu3zaiuu 1e10Mnporu3BOJICTBA.
Bxonsuiue 1OKyMeHThI, MPOLEcCce ABMKEHUSI.

Hcxonsmue JAOKYMCHTBI, MPOLECCC NBUKCHU.
PerI/ICTpaHI/IH U MHACKCAUSA JOKYMCHTOB, OIIPCACIICHUC, IPUHIUIIBI BBITIOJIHCHU,
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HOMeHKJ'IaTypa ACJI, OIPCACIICHNUEC, BUBI, TIOPAOOK COCTABJICHUS, (I)YHKI_II/II/I
q)OpMI/IpOBaHI/IC ACI, TPEAHA3HAYCHHUE, DTAllIbI.
OpraHI/ISaHI/IOHHO — IIpaBOBasd JOKYMCEHTal s, OIIPCACIICHUEC, TPCIHA3HAUCHUC.
PaCHOpH,Z[I/ITCJ'ILHLIC JAOKYMCHTBI, OIIPECACIICHUC, TPCAHA3HAUCHUC.




10. WubopMaImoHHO - ClIpaBOYHBIC JOKYMEHTHI OMPEICIICHUE, TIPS IHA3HAUCHHE.

11. Vcras, npenna3zHaueHue, CTpyKTypa, TpeOoBaHMs K 0(OPMIICHHIO.

12 [TonosxeHue o0 CTPYKTYpHOM I0/Ipa3/IeieHnH, IpeHa3HaYeHUEe, CTPYKTYypa, TpeOOBaHuUs

K 0(OPMIICHHIO.

13.  JloymKHOCTHAS MHCTPYKIMS, TIPeIHA3HAYCHUE, CTPYKTYpa, TpeOOBaHHs K 0(hOPMIICHHUIO.

14. IlratHOe pactucanue, peaHa3sHAYEHHE, CTPYKTYpPa, TpeOOBaHus K 0()OPMIICHHIO.

15. Tlpouenypa u3zgaHus npukasa.

16. TIpouemypa co3aaHust NPOTOKOJIA.

17.  oxnaguas 3amnucka, onpeeieHue, HOpsAI0K COCTaBICHUs, TPeOOBaHUS K O(OPMIIEHHIO.

18. CnyxeOnas 3amucka onpenenenue, NopaaoK COCTABIEHHs, TPeOOBaHKS K 0()OPMIICHUIO.

19. OOmbsicHUTENBbHAS 3aITUCKa OTIPE/ICTICHNE, TOPSIOK COCTABICHUS, TPEOOBAHUS K

0(hOpPMIICHHUIO.

2 PexomeHaTenpHOE MICEMO OTIpEZIeTICHHE, TIOPSIIOK COCTABIICHHS, TPEOOBAaHUS K
opopmiiennro. YHupukauus GopMm JOKYMEHTOB, CYIITHOCTb, (DYHKIIUH, IPUHIIMIT
MIPOBEACHUS

21 (Tabens popm, AnbboMm hopm).

22. AKT u CTIpaBKa IIPeHA3HAYEHHE, COCTABIEHHE, PEKBU3HUTEL

23. Anroput™ Tmpuema Ha padoTy.

24.  Anroput™m IepeBoja Ha JPYTyIO padoTy.

25. ANroput™M YBOIILHEHHS COTPYIHUKA.

26. AIroputM INpenoCcTaBIEHHsS OTIYCKA.

27. Jlnunas kapTouka T-2, HOPSAZOK 3aI0JIHEHUS.

og.  TPYROBOIi IOTOBOP, CTPYKTYPa, IIPE/HA3HAUCHHC, 0COOEHHOCTH COCTABJICHUS
TOINUCAHUS.

29. BeneHue TPyJOBON KHUKKH: OOIIUE TOJOMKEHUS.

30. Bkuagpim u AyOIUKaT B TPYAOBYIO KHHKKY, YCIOBHS BBIIAuH, aJlTOPUTM 3AIIOTHEHHS.

31. JloBepeHHOCTh Ha MOJyYEHHE MATEPHAIILHBIX IIEHHOCTENA.
30 OdopmiieHue TUYHOTO Aeia COTPYIHUKA.

33.  TlopsaoK XpaHeHWs JOKYMEHTOB U [EpeIau B apXuB.
34.  JloKyMeHTaIUs [0 MOOLIPEHHIO PAOOTHUKOB M AUCIMIUTHHAPHBIM B3BICKAHHSM.
Ilepeuens uacmu KomnemeHyull, NPOBEPIEMbIX OYECHOYHBIM CPEOCMBOM.
[IK-1.2  TlonuMmaer mpoBeACHHE AJIMHUHUCTPHUPOBAHHS IPOIECCOB U JIOKYMEHTOOOOPOTa IpH
MPOBEICHUH OLICHKU M aTTECTAIUH MTEPCOHAJIA.
4.1.2 CooO01eHus COrJIACHO IJIAHY MPOOJIEMHOT0 ceMUHapa

1. Coznmaiite WORD - ngokyment dopmara A-4 corjacHo npaBuwiam oQopMIIeHUs
KOHCTPYKIIMOHHOM CETKH C Pa3INYHbIMH PEKBU3UTAMHU.

2. CornacHo TmpaBWIaM TMOCTPOEHHS] TEKCTa PaCIOPSAUTEIHLHOTO JOKyMEHTa
MpUBEAUTETIPUMED TEKCTa JOKYMEHTa (HamedaTaiiTe TeKcT Ha qucte popmata A4).

3. Uem oTnmuaetcs odopmieHHE MpUKa3a MO JUYHOMY cocTaBy? B pasmmunbIx
HCTOYHHUKAX HaiiauTe oOpaszell mpuKasa Mo JMYHOMY COCTaBy (pacredararh Ha JuUcTe gopmara
A4).

4. Ucnonb3ys matepuan u3 [punoxenus 1 «PekoMenaanuu mno ucmnoib30BaHUIO IPU
HalMCaHUM JOKYMEHTOB OT/ENIbHBIX HauboJiee 4acTo YMOTPeOISeMBIX CIOB M yCTOMYMBBIX
COUETaHMI» COCTaBbTE 3 Pa3NUYHBIX JOKYMEHTa (NMHCHhMO, MpHUKa3, akT u np.). Opopmurs Ha
muctax (Qopmata A4, pydkoll WIM MapKepoM OTMETHTh HCHOJb3yeMbIE CIOBa WM
CJIOBOCOYETAHMS, TONKUCATh K KAKOMY OJIOKY pEKOMEHIAINii OTHOCUTCS (HAIIpUMEp, OKA3amb
noMOWb - yCTOWIMBBIN 000POT peun).



HepelleHb yacmu KomnemeHuuﬁ, npoeepsiaemovlx OyeHOUYHbIM Cp@@Cl’l’lt?OM.'
[IK-3.4 OcyiecTBisieT aIMUHUCTPUPOBAHKE MPOIIECCOB U JOKYMEHTOO00OpOTa MO
pa3BUTHIO U MPOGECCUOHAIBHON Kapbephl, OOyUEHHUIO, aalTallid U CTaXKUPOBKE
nepcoHara.

4.1.3 Penienne CUTYallMOHHBIX 32/1a4 10 IJIAHY NPOOJEMHOI0 ceMUHapa

1. CocraBpTe ¥ odopMuTe TPUKa3Bl MO OCHOBHON JEATENBHOCTH, B Cllydae
HE00X0IMMOCTHI00aBhTE HEJOCTAIOITYI0 HH(DOPMAIIHIO:

C uenpro npUBIIEYEHUS CIIOHCOPOB JUIsl 0OecTieyeHus] IPOU3BOACTBEHHOMN NEATEIbHOCTH
renepasibHbll aupektop OO0 «Montep» (r. ExarepunOypr) O. I'. CoxosioB 20 ceHTs0ps
TEKYILEro rojia U3Aaj MpUKa3 O CO3/aHUM KOMMEPUECKOIO OTJeNa CO CIEAYIOIIUM IITaTHBIM
COCTaBOM: KOMMEpPUYECKUHN AUpeKTOp — 1 1T, en., Beayuuil cnenuanuct — 1 mr. ex., cnenuanucT

— 1 mrr. en.

I'maBHOMY Oyxrantepy npeanpusitus I'. A. I'opsiueBy OblI0 TOPY4EHO BHECTH U3MEHEHUS
B IITATHOE paclyCaHue MPEeANpUATHS Ha 4-1 KBapTal TEKYILIEro rojia ¥ BHIHECTH Ha YTBEPKICHUE
HOBBIM JOokyMeHT K 1 okrs0ps. Hawanebnuky otaena xaapoB T. H. UrnarbeBy npeamucano
YKOMITJICKTOBaHUE OT/IENIa KaIpaMH € BBICIIIMM YKOHOMHYECKHM 00pa3oBanueM K 10 okTsaOpsi.

OTBETCTBEHHOCTH 32 MCTIOJHEHUE MTPUKa3a TUPEKTOP OCTABHII 3a COOOMU. [laHHBIN TTPOEKT
MpUKa3a COCTaBIsII CEKpeTapb reHepanbHoro nupekropa M. M. Biacosa.

llepeuenv wacmu KomnemeHyuil, NPOBEPAEMbIX OYEHOUHbIM CPEOCMBOM.:
[1IK-3.4 OcymecTBiseT aIMUHUCTPUPOBAHUE MPOIIECCOB U IOKYMEHTOO0OPOTa 110
pPa3BUTHIO U MPOQPECCHUOHATLHOM Kapbephbl, OOYUYECHHIO, aanTallud U CTaXHUPOBKE
nepcoHara.

4.1.4 IloaroroBKa co00IIEHNH 10 NJIAHY IPOOJIEMHOr0 cCeMUHAapa
[Ipoanamuzupyiite 'OCT P 7.0.97-2016. Cuctema craHmapToB 1o WHGOpPMAIIUH,
OMOIMOTEYHOMY W M3JaTeNbcKoMy  neny. OpraHu3allioHHO — -PacHopsAUTEIIbHAS
JIOKyMeHTanus. TpeOoBaHus K OQGOPMIICHUIO JOKYMEHTOB, OTBETHTEC Ha CIECIYIOIIUE
BOTIPOCHI:
1) JlaiiTe ompenelieHUE TIOHATHIO  «PEKBU3UT». CKOJBKO  PEKBU3UTOB
CYIIECTBYET y JOKYMEHTA (110 JaHHOMY TOCyJIapCTBEHHOMY CTaHIapTy)?
2)  Kakue tpeboBaHHsS B COOTBETCTBHH C JIaHHBIM HOPMATHBHBIM JOKYMEHTOM
JIOJDKHBI TIPEIbSIBIIATHCS K OJTaHKaM JIOKYyMEHTOB?
llepeuens uacmu KomnemeHyut, NPOBEPIEMbIX OYEHOUHBIM CPEOCBOM:
[IK-3.4 OcymecTBiseT aIMAHUCTPUPOBAHUE TPOIIECCOB M JJOKYMEHTO0OOPOTa 10
pPa3BUTHIO U MPOQPECCHOHAIBHOW Kapbhephbl, OOYUYCHUIO, aJanTallid U CTAXXKHUPOBKE

nepcoHasa.

4.1.5 TIlpumMepHbIe BONPOCHI HTOTOBOI0 TECTUPOBAHMSA (NIPOBOAMTCH MO BCeM TeMaM
y4eGHOro Kypca):

Bapuanrt 1. (mpumep)
2. K opranu3aiioHHbIM TIOKyMEHTaM OTHOCHUTCSI:
A) monoxeHue 06
opraHuzaiuu;b)
yKa3aHUe;
B) npotokou.
3. PyxoBoactBo OO0 «CtpoiicynepuHBECTTOPI» PEIIMIIO Ipu 0(OPMIIEHUN MUChMa-
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MPEIIOKEHUST O COTPYJHHYECTBE CBOUM mapTHepam «HBECTCTPOUKOMKHPITUDY
WCIO0JIb30BaTh N300paKeHNE rOCyIapCTBEHHOTO repoa PD.

Hackonbko mpaBomMouHsbI JeiicTBUs pykoBojicTBa O6mectBa? [loarBepaute cBOi OTBET
CCBUIKOWTHA HOPMATHUBHBIE JIOKYMEHTHI.

4. OdopmMuTe HECKOIBKO BHIOB peKBU3NTA «OTMETKA O TIPUIIOKESHUI:
® [IPUJIOKEHUI B JOKYMEHTE HECKOJIBKO;

® IPIJIOKEHHE COPOIIIOPOBAHO;

5. Ha xakue 6uodvl 00KymeHmos ne pacnpocmpansemcsi
oeticmeuel OCT P 7.0.97-20167?

a) ycraB, IIOJIO)KEHHUE, aKThl, TIChMa, CIIPaBKH;

0) ycTaB, 3aUu€THbIE KHUXKKH, aKThl, TUCbMA,

CTPaBKH; B) YCTaB, MOJIOXKEHUE, aKTHI,

YIIOCTOBEPEHUS, CITPABKH.

6. [1o pacnonoosicenuio pekeuzumos 8vloesiiom ciedyioujue 6uobl OJIAHKOS.

a) yrJIOBOM U TIPOJIOJTHHBIN;

0) yrioBou u

LIEHTPUPOBAHHBIN; B)

YIJIOBOUM U

LEHTPAITM30BaHHBII.

Hepeqeﬂb yacmu KOMnemeHZ/;MMV, npoeepsiemblx OYyeHO4YHbIM cpedcmeoM.‘

IIK-3.4 OcymecTBisieT aIMUHUCTPUPOBAHKE MPOIIECCOB U JOKYMEHTO000pOTa TI0
pa3BUTHIO U MPOGECCUOHAIBHON Kapbephbl, OOyUEHHUIO, aalTalldd U CTaXKUPOBKE

IIepCoHajia.

el NS =

o o

10.

11.
12.
13.

14.
15.
16.
17.

18.

3aYeTHO-IK3aMeHAIMOHHbIE MATEePHAJIbI JUISA MPOMEKYTOYHOM aTTecTanuu (3a4er)
[TonsiTHe cucTeMbl JOKYMEHTAIIMOHHOTO O0ECIIeUeHus YIPaBICHUS IEPCOHATIOM.
TpeGoBanusi, npeabsBisieMble K 0()OPMICHUIO PEKBU3UTOB KaJPOBOW JOKYMEHTAIIUH.
[Ipunanue JOKyMEHTaM FOPUAUYECKOW CHUIIBIL.

[Topsinox 0OpabOTKHU M perucTpanuu J0KyMEHTOB, UX MHJIEKCcAalluu. Perucrpaontbie
(hopMBI TOKYMEHTOB U HX 3aIl0JIHEHUE.

KonTponb ucnonHeHus: JOKyMEHTOB.

Knaccudukanus kagpoBbIX JOKyMEHTOB.

OTanuMs B IOATOTOBKE MPUKA30B 10 JMYHOMY COCTaBY M IIPUKA30B I10 OCHOBHOM
NEeSATENbHOCTH.

HopmartusHo-metoauueckas 6a3a, periiaMeHTUPYIOIIas MOAr0TOBKY KaJpOoBO
JOKYMEHTAIUH.

[IpocThie U cia0kKHBIE TPUKA3bl: 0COOEHHOCTH 0(POPMIICHUSI.

[TonsiTHE TPYAOBOTO JOTOBOPA, 0OSI3aTENBHBIX U JOMOJHUTEIBHBIX YCIOBHHI TPYAOBOTO
JI0TOBOPA.

[IpaBuna odopmieHHs: pEKBU3UTOB TPYAOBOTO JOTOBOPA.

Oco6eHHocTH 0OpMIICHHUS )KypHAJIa perUCTPALUU TPYJOBBIX JOIOBOPOB.

CocTaB JOKyMEHTOB, TpeOyeMbIX OpraHaMH HaJa30pa U KOHTPOJIS IPH MPOBEICHUU
IIPOBEPOK.

Odopmiienue nmporeaypsl MPOBEPKH KaJpOBOH JOKYMEHTAIUH.

OCOGeHHOCTH COCTaBJICHUS KypHaIa yueTa MEPONIPUATUI 10 KOHTPOJIIO.

Buns! mpoBepok.

OTBeTCTBEHHOCTh paboToaTeNs U PUINUESCKUX JIUI] HA HEHAITIEKAIIEE COCTOSTHHIE
KaJIpOBOM JOKYMEHTALIUH.

HaznaueHne HHCTPYKIIUHU MO TOKYMEHTAIIMOHHOMY 00€CIIEUSHHIO YITPABJICHUS
nepcoHanoM. CocTaB pa3aeios.
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19. OcobennocTr pa3pabOTKH M COCTABJICHUS IITATHOTO PACIUCAHUSL.

20. [IpaBuna BHYTPEHHETO TPYIOBOTO PACHOPsAKA: Ha3HAYEHUE U MOPSAOK 0(hopMIICHHUS.

21. IlepcoHanbpHbIC TaHHBIE PAOOTHHUKA: COOP, XpaHEHUE, OTBETCTBEHHOCTh 3a
JOCTOBEPHOCTh U HE3aKOHHOE PACIIPOCTPAHEHHE.

22. OcHOBHBIE HOPMATHBHO-TIPABOBHIE AKTHI, PETJIAMEHTUPYIOIIKE PA0OTy C TPYJOBBIMH

KHIWKKaM# paOOTHUKOB.

23. [IpaBuna oopmiieHUs TPYAOBBIX KHH)KEK, BHECEHHUS JIOTIOTHEHUS I UCTIPABJICHUN B
HETPaBUIHHO BHECEHHBIE 3AIHCH.

24. Tlopsa0K BBLIAYH TPYIOBOW KHMKKH paOOTHUKY

25. BriiagpIi B TPYIOBYIO KHUXKKY.

26. Beraya nyonukaTa TpYJIOBON KHIDKKA

27. YdeT IBWKEHUSI TPYIOBBIX KHIDKEK U BKJIAIBIIICH K HIM.

28. Odopmienne mpuema padboTHUKOB. COCTaB JOKYMEHTOB, TPEOYEMBIX IIPH MTpHeMe Ha

pabory.

29. OdpopmiieHHe TIepeBoia paOOTHUKOB Ha JIPYTr'yro padboTy

30. OdopmIienne mpoeaypbl KOMaHAUPOBAHUS PAaOOTHHUKOB.

31. Odbopmienne oTmycka.

32. lpaBuia u CpoKH NOATOTOBKH Tpaduka otmyckos (popma T-7).

33. OdpopmiieHHE TTPOIIEAYPH! YBOJILHEHHS paOOTHUKOB

34. OcoOeHHOCTH COCTaBJICHUST YHU(PHUIIMPOBAHHBIX (POPM MTPHUKA30B IO JTHIYHOMY COCTaBY.
35. ®opmupoBaHUe U BeJIcHUE TUNIHBIX Jell. COCTaB JIOKyMEHTOB JIMYHOTO JIEIIa.

36. Benenne muuHbIX Kaprouek. [IpaBuia BHeCEHHs UCTIPABICHUH B IMYHBIC KAPTOUKH.
37. Ilonsatne HoMeHKIATyphI Aed. [lopsmok cocTaBieHnss HOMEHKJIATYPHI A€ KapoBOI

CITYXOBI.

38. TpeboBanusi, MpebIBISIEMBIC K 3ar0JIOBKaM JIeJI. DJIEMEHTHI 3ar0JIOBKOB JIE]I.

39. Iopsimox popmupoBanus aen. [IpusHaky rpynmupoBKH JOKYMEHTOB B Jeia.

40. TTopsitoK MOATOTOBKH IOKYMEHTOB K apXHUBHOMY XPaHEHHUIO.

41. Knaccudukaruys 10KyMEHTOB 0 CpOKaM XpaHEHUS.

42. YactruaHOoE W TOJIHOE OPopMIICHHUE JICII.

43. Cocraiienne 1 0(hOpMIICHHE OTTUCEH JICII.

44. Opranu3zanusi MPOBEICHUS YKCIIEPTH3BI IICHHOCTH IOKYMEHTOB.

45. AIMUHHCTpAaTUBHAS OTBETCTBEHHOCTh 32 HApYIIEHUE JICHCTBYIOMIETO 3aKOHOIaTEIIbCTBA
0 apXHUBHOMY JICTTy.

Kpurtepun oneHnBanus pe3yJibTaToB 00y4YeHUsI

OHeHKa KpI/ITepI/II/I OLICHMBAHUS 110 5K3AMCHY
Bricokuii OLCHKY «OTJIIMYHOY»/3a4TEHO 34CJIY’KUBACT CTYACHT, OCBOMBIIHNHU 3HaHUA,
YPOBCHb «5» YMCHHS, KOMIICTCHLIUU U TeopeTI/I‘leCKI/Iﬁ MaTcpuall 0e3 HpO6€J’IOB;
(OTJ'II/I‘IHO)/ BBLITIOJTHUBIIIUN BCE 3aiaHusl, MPEAYCMOTPCHHBIC y‘Ie6HLIM INIaHOM Ha
3a4TCHO BBICOKOM Ka4CCTBCHHOM YPOBHE; MMPAKTHYCCKUC HaBBbIKH
HpO(beCCI/IOHaJ'ILHOFO IMPUMCHCHUA OCBOCHHBIX 3HAHUI C(l)OpMI/IPOBaHH.
Cpe,Z[HI/Iﬁ OLCHKY  «XOpowmo »/3a4TEHO 3aCIIy’)KUBACT CTYACHT, IIPAKTUYCCKU
YPOBCHB «4» MOJTHOCTBIO OCBOMBIIIUI 3HaHUs, YMCHUS, KOMIICTCHIIUN U TeOpeTI/I‘leCKI/Iﬁ
(XOpOI_HO)/ MaTrepuall, y‘le6HHe 3agaHuA HC OICHCHBI MaKCHUMAJIbHBIM YHCJIOM
3a4TCHO 6ann013, B OCHOBHOM C(l)OpMPIpOBaJ'I IMMPAKTHUYCCKUC HABBIKH.
HOpOFOBLIfI OLCHKY «y,Z[OBJ'ICTBOpI/ITCJ'IBHO»/ 3a4YTCHO 3aCJIYXUBACT CTYACHT, YaCTUIHO
YPOBCHBb «3» C HpO6CHaMI/I OCBOMBIIHH 3HaHWsA, YMCHUA, KOMIICTCHIIMK K
(y,I[OBJ]eTBOpI/ITCJ'I TCOpCTI/I‘-ICCKI/Iﬁ MaTrepuaj, MHOTHC y‘ICGHBIC 3aJaHuA 100 HE BBITIOJIHHAIJI,
BHO)/ 3a4TCHO o100 OHU OICHCHBI YHCJIIOM 0alstoB  ONM3KHM K MHWHUMAJIBHOMY,
HCKOTOPBIC NPAKTUYCCKNEC HABBIKH HC C(I)OpMI/IpOBaHBI.
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MUHUMAIBHBIA | OLIEHKY «HEYIOBJIETBOPUTEIBHO»/HE 3aUTCHO 3aCIy)KMBAeT CTYICHT, HE
YPOBCHb «2» OCBOMBIIHNN 3HaHUWs, YMCHHA, KOMIICTCHIIMU U TeOpeTI/I‘-IeCKI/Iﬁ Marcpuall,
(HCYZ[OBHGTBOPI/IT y‘-Ie6HBIe 3alaHUus HEC BBIIIOJIHUII, MMPAKTUYCCKUC HaBBbIKU HEC
eNbHO)/He c(OpPMHUPOBAHBI.
3a4TCHO

OneHouHble CpeACTBa Ul MHBAJIWAOB M JIMII C OIPAHUYEHHBIMH BO3MOXKHOCTSIMU
3/10pOBbsI BHIOUPAIOTCS C YUETOM UX UHIUBUAYAJIBHBIX ICUX0(DU3UUECKUX 0COOEHHOCTEM.

— IIp¥ HEOOXOAMMOCTH HHBAIHM/IAM H JIULIAM C OTPAaHUYEHHBIMU BO3MOYXHOCTSIMH 370POBBS
MIPEOCTABIISIETCA JOMIOJHUTEIBHOE BPEMsI ISl HOATOTOBKU OTBETA HA 3K3aMEHE;

— MpU MPOBEIECHUU MPOLIETYpPhl OLIEHUBAHMSI PE3YJIbTATOB OOYYEHUSI MHBAJIUAOB U JIMIL C
OTPaHMYEHHBIMU BO3MOXHOCTSAMU 3/I0POBbS NPEAYCMAaTPUBAETCS HCIIOJIb30BAHNE TEXHUUYECKUX
CPEICTB, HEOOXOAUMBIX UM B CBS3H C UX UHIUBUAYAIbHBIMU 0COOEHHOCTSIMH;

— [IpU HEOOXOAUMOCTH Uil 00Yy4arOIIUXCsl C OTPAaHUYEHHBIMUA BO3MOXHOCTSAMU 3/10POBbSI
U WHBANUAOB IMpolieaypa OICHUBAHMUS PpE3YyJIbTaTOB OOYYEHHUS 10 JUCHUIUIMHE MOKET
MIPOBOJUTHCS B HECKOJIBKO 3TaIOB.

[Ipouenypa olueHHMBaHUS pe3yIbTAaTOB OOYyUYEHHUS WHBAIUIOB U JIMIl C OTPaHUYECHHBIMU
BO3MOXHOCTSIMU 3JIOPOBbSl 1O JUCHUIUIMHE (MOIYNIO) MpeAycMaTpuBaeT MpeloCTaBIEeHUE
nHbopManui B (QopMax, aganTUPOBAHHBIX K OTPAaHUYEHHSM WX 3J0POBbS W BOCIPHITHS
nHpopmanuu:

JIjis i1 ¢ HapyIIEHUSIMH 3pEHUS:

— B IIe4YaTHOU popme yBeTnYeHHBIM HIpUdTOM,

— B (JopMe AIIEKTPOHHOTO T0OKYMEHTA.

Jlnist U1 ¢ HapyIIeHUsIMU CITyXa!

— B IIe4aTHOU opme,

— B (JopMeE AIIEKTPOHHOT'O TOKYMEHTA.

Jlnis U1 ¢ HapyIeHUsIMM OTIOPHO-/IBUTaTEIbHOTO anmapara:

— B IIe4aTHOM opme,

— B (JopMe FIIEKTPOHHOT'O JIOKYMEHTA.

JlaHHBIM TepeuyeHb MOXKET ObIThb KOHKPETH3HPOBAH B 3aBUCUMOCTH OT KOHTMHI'€HTA
00ydJaronuxcs.

5. Ilepeyenb y4eOHOM JUTEPATYPHI, HHPOPMAIMOHHBIX PECYPCOB M TEXHOJIOT Uil
5.1. YueOHasi 1uTepaTypa

1. Ab6ynamze, JI. TI'. JlokymeHTaunoHHOE oOOecleueHUue YIpaBICHUS
MepPCOHAJIOM : y4eOHUK U npakTukyM Juist By30B / JI. I'. Ab6ynanze, U. b. Beimpsikkuna, B.
M. MacnoBa. — MockBa : MzparensctBo HOpaiit, 2020. — 299 c¢. — (Beoicmee
ooOpaszoBanue). — ISBN 978-5- 534-00875-3. —  Tekct : ANIEKTPOHHBIN //
OBC  HOpaiir  [caiit]. — URL: https://urait.ru/bcode/450813

2. beikoBa  T.A.  JlokymeHTannOHHOE  oOOecneyeHue  yImpaBJICHHS

(nenonpous3BOJCTBO): yueb. mocobue i cryaeHtoB By3oB / T. A. beikoBa, T. B.
Kysnenosa, JI. B. Cankuna ; moa o6ur. pea. T. B. Ky3nenoBoil. - 2-e u3z., nepepab. u jom.
- M. : UHOPA-M, 2015. - 304 ¢

3. Kysnenos, WM. H. JlokymeHTanMoHHOe oOecneueHHe YIpaBICHUs
NIEPCOHAJIOM : y4eOHUK M MPAKTUKYM Ul pukiIagHoro 6akanaspuata / M. H. Ky3nernos. —
Mocksa : UznatensctBo HOpaiit, 2019. — 520 ¢. — (bakanasp. IIpuknaanoit kypc). —
ISBN 978-5-9916-4000-8. — Texkct : anmektponnsiii // DBC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/426321

4. Paznopoxnsiii A.A. JIOKyMEHTUPOBAHUE YIIPABJIEHUYECKOH AESTEIBHOCTHU:
yue0. mocobue i CTyAeHTOB BY30B / A. A. Pazgopoxusrii. - M. : UHOPA-M, 2015. - 304
C.
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https://urait.ru/bcode/450813
https://urait.ru/bcode/426321

5. «I'OCT P 7.0.97-2016. HaumonanwHsiii crangapt Poccuiickoit denepanuu.
Cuctema crangapToB no wuHpopMalyy, OUOIMOTEYHOMY U H3AATEIBCKOMY JIEIy.
Opranu3anMoOHHO- pPaCHOpsAMTENbHAS JOKyMeHTanus. TpeOoBaHus K OQOPMIICHHIO
nokyMeHToB» (yTB. IIpuka3zom Poccrangapra ot 08.12.2016 Ne2004-c1);

6. IlocranoBnenue I'occranmapra P® ot 03.03.2003 Ne65-ct «O mpuHATHH U
BBEJICHUU BJICHCTBUE TOCYyapCTBEHHOro cranjaapra Pocculickoit @enepanum» (BMecTe C
«'OCT P 6.30- 2003. TocymapctBeHHblii cranmapt Poccuiickoit ®Denepanuu.
YHauduuupoBaHHbIE CHUCTEMBI  JOKYMEHTAIUH. YaudunupoBanaas cucreMa
OpraHU3aIMOHHO-PACTIOPSAUTENBHON  JOKYMEHTAlMu. TpeboBaHHs K  O(QOPMIICHHIO
JOKYMEHTOBY);

7. «I'OCT P 7.0.8-2013. HammonanbHblii ctangapt Poccuiickoit denepanuu.
Cucrema craHgapToB 10 uH(pOpMAIMU, OHOMMOTEYHOMY M H3AATEIBCKOMY JIENy.
Jlenonpou3BOACTBO M apXuWBHOE hAeno. TepmuHbl u omnpeaeneHus» (yrB. Ilpuxazom
Poccranmapra ot 17.10.2013 Nel185-cr).

5.2. Tlepuoanyeckast JuTEepaTypa
Baser manuerx kommanuu «Mcer Beroy http://dlib.eastview.com
Dnexrponnas oubmuoreka GREBENNIKON.RU https://grebennikon.ru/
KypHai "Yrpasienue nepconamom” http://www.top-personal.ru
xypHai «Pabota ¢ mepconarom» http://www.hr-journal.ru
Kypnan «Tam» www.hrmedia.ru
Kypuan «Kagposuk» panor.ru/journals/kadrovik
DieKTpoHHBIH KypHaI «J{upekrop mo mepconamy» http://e.hr-director.ru

N~

www.gd.ru/rubric/view/id/122-upravlenie-personalom.
9. Kypuan «Coumonornyeckue ucciemaoBanus» https://wwwe.isras.ru/

. Kypnan «"eHepasIbHBIN TUPEKTOP» (pazmen «YmpaBiieHuE MEPCOHATIOM»

5.3. HHTepHeT-pecypchl, B TOM 4YHCJe COBpeMeHHble TpodeccHOHATbHBbIE 0a3bl

JAHHBIX U I/IH(l)OpMaIII/IOHHbIe CIIPAaBOYHBIC CUCTEMbI
DJIeKTPOHHO-0MOMoTeunble cucrembl (IBC):

1. DBC «lOPAWT» https://urait.ru/

2. 9bC «YHUBEPCUTETCKAS BUBJIMOTEKA OHJIAVMH» www.biblioclub.ru
3. OBC «BOOK.ru» https://www.book.ru

4, OBC «ZNANIUM.COM» www.znanium.com
5. OBC «JIAHb» https://e.lanbook.com

IIpodeccuonanbublie 6a3bl JAHHBIX:

Web of Science (WoS) http://webofscience.com/

Scopus http://www.scopus.com/

ScienceDirect www.sciencedirect.com

XKypuansr uzgarenscrea Wiley https://onlinelibrary.wiley.com/

Hayunas snexrponnas oudnaunoreka (H2B) http://www.elibrary.ru/
[TonHOTEKCTOBBIE apPXUBBI BEYIUX 3aMalHbIX HAYUYHBIX KypHaIOB Ha Poccuiickoit
nnaT(popMe Hay4uHbIX xkypHanoB HOMKOH http://archive.neicon.ru

ok wn =

7. HauuonanbHas dSJeKTpoHHas OubOiaMoTeka (IocTym K ODJEKTpOHHOM — OmOIMoTeke

nuccepranuii Poccuiickoit rocynapcreennoi oubmmoteku (PI'B) https://rusneb.ru/
8. Tlpesunenrckas oudmuoreka um. b.H. Enprmna https://www.prlib.ru/
9. DOmnekrponHas kojutekuus Okcdopackoro Poccuiickoro ®onna
https://ebookcentral.proquest.com/lib/kubanstate/home.action
10. Springer Journals https://link.springer.com/
11. Nature Journals https://www.nature.com/siteindex/index.html
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https://clubtk.ru/adv/TGK3wBAH
https://clubtk.ru/adv/TGK3wBAH
https://clubtk.ru/adv/TGK3wBAH
https://clubtk.ru/adv/TGK3wBAH
https://clubtk.ru/adv/TGK3wBAH
https://clubtk.ru/adv/TGK3wBAH
https://clubtk.ru/adv/TGK3wBAH
http://dlib.eastview.com/
https://grebennikon.ru/
https://urait.ru/
http://www.biblioclub.ru/
http://www.book.ru/
https://znanium.com/
https://e.lanbook.com/
http://webofscience.com/
http://www.scopus.com/
https://www.sciencedirect.com/
https://onlinelibrary.wiley.com/
http://www.elibrary.ru/
http://www.elibrary.ru/
http://archive.neicon.ru/
https://rusneb.ru/
https://rusneb.ru/
https://www.prlib.ru/
https://www.prlib.ru/
https://ebookcentral.proquest.com/lib/kubanstate/home.action
https://link.springer.com/
https://www.nature.com/siteindex/index.html

12. Springer Nature Protocols and Methods
https://experiments.springernature.com/sources/springer-protocols

13. Springer Materials http://materials.springer.com/

14. zbMath https://zbmath.org/

15. Nano Database https://nano.nature.com/

16. Springer eBooks: https:/link.springer.com/

17. "Jlextopuym TB" http://www.lektorium.tv/

18. YuuBepcurerckas uadopmannonHas cucrema POCCUS http://uisrussia.msu.ru

HNudopmanuonnbie cipaBoYHbIe CHCTEMbI:
1. Koncynprant Ilmtoc - cipaBo4Hast mpaBoBasi cucteMa (JIOCTYI MO JOKaJIbHOM ceTu ¢
KOMITBIOTEPOB OMOIMOTEKH )

Pecypchbl ¢cBOGOIHOTO 10CTYNA:

AMepuKaHCKas MaTeHTHas 0a3a JaHHbIX http://www.uspto.gov/patft/

[MonHbIe TEKCTHI KaHAICKKUX quccepTanuii http://www.nlc-bnc.ca/thesescanada/

KubepJlennnka (http://cyberleninka.ru/);

MuHucTepcTBO HayKu U Bbiciiero oopasosanus Poccuiickoit denepannu
https [iwww.minobrnauki.gov.ru/;

5. ®enepanbHblii mopTai "Poccuiickoe oopazosanue” hitp://www.edu.ru/;

6. HWudopmannonnas cucrema "EnquHoe okHO JocTyna K 00pa3oBaTeabHbIM pecypcam”
http://window.edu.ru/;

7. Enunas xomnexius nudpoBeIX oOpa3zoBareabHBIX pecypcos hitp://school-collection.edu.ru/ .

8. ®dexepanbHBIN IIEHTP HH(OPMAIIMOHHO-00pa3oBareabHbIX pecypcos (http://fcior.edu.ru/);

9. Ilpoexkt ['ocynapcTBEHHOrO MHCTUTYTa pycckoro sizbika uMeHHn A.C. [lymkuna
"O6pa3zoBanue Ha pycckom" https://pushkininstitute.ru/;

10. CmpaBouHo-uH(DOpMAIHOHHBIN opTai "Pycckuit s3e1k" http://gramota.ru/;

11. Cayxba TeMaTHYECKUX TOJKOBBIX ciaoBapeit http://www.glossary.ru/;

12. Cnosapu u sunukiaoneauu http://dic.academic.ru/;

13. OopazoBarenbHblii mopran "Yue6a" http://www.ucheba.com/;

14. 3akonompoekt "O06 obpasoBanuu B Poccuiickoii denepanun. Bonpocs! u oTBeThI hitp://xn--
273--84d1f.xn--plai/voprosy_i_otvety

Mo

CoOcTBeHHBIC 3JIEKTPOHHBbIE 00pa3oBaTe/IbHbIe M HHPOPMALIMOHHBIE PeCypPChI

KyoI'y:

1. Cpena MoayinbpHOTO AMHaAmMHuUeckoro oOydenus http://moodle.kubsu.ru

2. baza yueOHBIX MJIaHOB, yUeOHO-METOAMYECKUX KOMILIEKCOB, IyOIuKauui U KoHGepeHIni
http://mschool.kubsu.ru/

3. bubnuoteka nHGOPMAIMOHHBIX pecypcoB Kadeapsl HHGOPMAMOHHBIX 00pa30BaTEIbHBIX
texHostorui http://mschool.kubsu.ru;

4. DnextpoHHbIN apxuB qokymenToB Kyol'Y_http://docspace.kubsu.ru/

5. DnexkTpoHHBIE 00pazoBaTeNbHbBIE pecypchl Kadeapsl UHPOPMAITMOHHBIX CHUCTEM U TEXHOJOTUI
B oOpazoBanun KyOI'Y wu HayyHo-meroauueckoro >xypHana "IIKOJIBHBIE TOJbI"
http://icdau.kubsu.ru/

6. MeToanueckne yKka3aHus 1Jis1 00y4al0IIUXCH 10 OCBOEHUIO TUCHMUIJIMHBI (MOIY/JIs1)
JIekInoHHOE 3aHsATHE TMpEACTaBlIsAeT CcoOOM CHCTeMaTUYecKoe, IOCIeI0BaTeNbHOE,
MOHOJIOTHYECKOE H3JI0KEHUE TPEeroaaBaTeleM-JIeKTOPOM y4eOHOro MaTepuana, Kak MpaBHIIo,
TEOPETUYECKOr0 XapakTtepa. Takoe 3aHATHE WPEICTABISIET COOOM DIEMEHT TEXHOJOTHHU
Mpe/CTaBICHUs] y4eOHOro MaTepuana MyTeM JIOTUYECKH CTPOMHOTO, CHUCTEeMATHYECKU
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MOCIIEIOBATEIBHOTO U SICHOTO M3JIOKEHHS C MCIIOJIb30BaHUEM MHTEPAKTUBHBIX 00pa30BaTEIbHBIX
TEXHOJIOTUH (MyJbTUMEANNHBIX, TEKIUU-IUCKYCCUH, JEKIUU-IEMOHCTPALINN ).

Henp nexkuuu — opraHu3anys LEJNEHANIPaBICHHON II03HABATEIbHOM JESTEIBHOCTH
o0yyJaromuxcs 1Mo OBJIaICHUIO IPOTPAMMHBIM MaTepUaIoM yueOHOH AUCHUIUINHBL. YTeHne Kypca
JIEKIUH T03BOJISIET 1aTh CBSI3aHHOE, MIOCIEA0BATEIbHOE U3JI0KEHUE MaTepralla B COOTBETCTBUHU C
HOBEHIIMMU JaHHBIMU HayKH, COOOIIMTH CIIYILIATEIsIM OCHOBHOE COJIEp)KaHHE IpeAMETa B
L[EJIOCTHOM, CUCTEMATU3UPOBAHHOM BHJIE.

3amaun JEKIUHM 3aKII0YaloTcsl B olecredeHnr (HOPMHUPOBAHMS CHCTEMBI 3HAHHUU 10
y4eOHOH NUCHHIUIMHE, B YMEHHHM apryMEHTHPOBAaHHO W3JIaraTh HAaYYHBId MaTepual, B
(dopmupoBaHur TPO(PECCHOHATHHOTO KPYro3opa M OOLIeH KyabTypbl, B OTPAXCHUH €lIe He
MOJIYYMBIIUX OCBEIIEHUS B y4eOHOW JHUTEepaType HOBBIX JOCTHKEHMHM HAyKd, B ONTUMH3ALUU
JOpyrux popM opraHu3auy yueOHOro rnpoiecca.

[IpakTueckue 3aHATHS — ABIAIOTCS (GOpMOM yueOHOUW ayqUTOpHOU paldoThl, B paMmKax
KOTOpOil (OpMHUPYIOTCS, 3aKpeIUIIOTCS M NPEACTABISIOTCS 3HAHUSA, YMEHHMS M HAaBBIKH,
UHTETPUPYIOIINE pPEe3ylbTaThl OCBOCHMS KOMIIETEHIMI KakK B JIEKIIMOHHOM (opmare, Tak B
pa3nuuHbIX Qopmax caMocToATeabHONH paboThl. K kaxaomy 3aHATHIO IpernojaBaTesieM
bopMynupyroTCA MpaKTUYECKUE 3a/aHus, TPEOOBaHUS M METOAMYECKHE PEKOMEHAANU K HX
BBITIOJIHEHUIO, KOTOPbIE MPEJCTABIAIOTCS B (POHIE OLEHOYHBIX CPEACTB YUeOHOU TUCIUIIINHBL.

KonTpons camocrosiTenbHOM paboThl: Al CTYIEHTOB JHEBHOW U 3a04HOU (POpPMBI
00y4YeHHs] — TEKYIIUHA KOHTPOJIb OCYIIECTBISIETCS B COOTBETCTBHE C MPOTPAMMOM 3aHSATHI
(exxeHeIeNbHO ISl CTYJCHTOB OUYHOHM (POPMBI 00YUEHHS;, TT0 CEMECTPaM — JIJIsl CTYJACHTOB 3a0YHON
¢dbopMbl  00ydeHHs); TPOMEXKYTOUHBIM KOHTPOJb IO WTOTaM OCBOEHHUS JIMCIUILINHBI
OCYIIECTBIsIETCST B (opMe PEUTHHTOBON CHCTEMBI OIIEHOK. Onucanue 3agaHud IS
CaMOCTOSITENIbHOM  paboThl CTYAEHTOB W TpeOOBaHMM 1O WX BBIMOJHEHUIO BBIIAIOTCS
MpernojaBaTeieM B COOTBETCTBUU C pa3pabOTaHHBIM (POHAOM OIICHOYHBIX CpPEICTB IO
JTUCLUILTHHE.

CamoctosarenbHass paboTa CTYACHTOB MO JaHHOMY Yy4e€OHOMY Kypcy IMpearnojaraet
MOATAIHYIO MOJArOTOBKY MO KaXJA0MY pa3/iesly B paMKax COOTBETCTBYIOIIMX 3aJaHUIl:

[lepBrIii STan camoOCTOSITENBHOM pabOTHl CTYIACHTOB BKIIOYaeT B ceOs TIHIATENbHOE
M3Y4YE€HHE TEOPETHYECKOr0o MaTepuaja Ha OCHOBE JIGKIIMOHHBIX MaTepUalioB IpernojaBaTelis,
PEKOMEHAYEeMBbIX pa3fesioB OCHOBHOW M  JIOMOJIHUTENBHON JUTEpaTypbl, MaTepHalioB
MEePUOIUYECKUX HAYYHBIX U3/IaHUN, HEOOXOAMMBIX JUIsl OBJIAJICHHSI MOHATHIHO-KAaTErOpHalbHbIM
anmnapaTtoM 1 (pOpMUPOBAHUS MPEICTABICHUM O KOMIUIEKCE aHAIUTHYECKOTO MHCTPYMEHTapHs,
HCII0JIb3YeMOT0 KaK B paMKaxX JAaHHOW OTpaciiy 3HaHUS, TaK U MyOJIMYHOM MpPaKTUKE;

Ha BTropoMm sTane Ha ocHOBe C(HOPMUPOBAHHBIX 3HAHWN U MPEACTABICHUN MO JAHHOMY
pazfeinny CTyACHTHI BBINOIHSIOT PAaKTUYECKHe 3a/1aHus, HallelIeHHbIe Ha (JOPMUPOBAHUE YMEHUN
Y HaBBIKOB B paMKax 3asBJICHHON KoMIeTeHIMHU. Ha maHHOM STame CTYIEHTHI OCYLIECTBIISIIOT
CaMOCTOSITENIbHBIN TOUCK SMIIMPUYECKUX MAaTepUalOB B paMKax KOHKPETHOTO 3aJlaHus,
0000AIOT ¥  aHAIM3UPYIOT COOpaHHBIA MaTepual IO CXeMe, PEKOMEHIOBAaHHOM
npernojaBatesneM,  (QOPMYIHPYIOT  BBIBOJbL, TOTOBAT  MPAKTUYECKHUE  PEKOMEHJAlUHU,
MIPE3EHTA[MOHHBIE MaTepHaIbl sl MyOJINYHOTO UX MPEICTaBICHUS U 00CYXKAECHUS.

Kpurepun oueHkn 3ajaHMii B paMKaXx CaMOCTOSTENIBHOM paboOThl CTYIEHTOB
(bopmynupyroTCs npernojaBarenaeM B (JOHJIE OLEHOUYHBIX CPE/ICTB.

B ocBoeHMM AMCLUIUIMHBI MHBATUAAMM U JMLAMH C OFPAHUYEHHBIMU BO3MOXHOCTSMU
3/I0pOBbsl OOJIBILIOE 3HAUYEHHWE MMEeT WHAMBHyanbHas ydeOHass paboTa (KOHCYIbTALUU) —
JIOTIOJTHUTEIBHOE Pa3bsICHEHUE YUeOHOTro MaTepHana.

WupuBuayanbHble KOHCYJIBTAllMM 10 MPEIMETY SBISIOTCS BaXHBIM  (aKTOPOM,
CMOCOOCTBYIOIIMM MHAMBUAYATH3aMH 00y4eHHS M YCTAaHOBJICHHIO BOCIIUTATENIFHOTO KOHTAKTa
MEXJy IMpernojaBareieM W OOy4aromUMCs HWHBAJIWAOM WM JIMIOM C OrPaHUYCHHBIMU
BO3MOYHOCTSIMHU 3JJ0POBBSI.
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B ocBoeHMM AMCHUIIMHBI MHBAIUAAMM U JIMIAMH C OFPAaHUYEHHBIMU BO3MOXHOCTSMU
30POBbsi OOJIBIIIOE 3HAYCHHEC WMEET WHAMBUAyalbHas ydeOHas paboTta (KOHCYIbTallMU) —
JIONIOJIHUTEIBHOE Pa3bsICHEHUE YUeOHOro MaTepHana.

WupuBuayanbHble  KOHCYJNBTAllMM 10 TMPEIMETY SIBIAIOTCS BAaXHBIM  (PAKTOpOM,
CIOCOOCTBYIOIIMM MHAWBUIYATU3aIMH OOYUSHHSI U YCTAaHOBIIEHUIO BOCIIMUTATEIIFHOTO KOHTAKTa
MEXAy IMpernojaBaTesieM M OO0y4arolMMCS HWHBAIMJIOM WIM JIMIOM C OrPaHUYEHHBIMU
BO3MOXHOCTSIMU 3JI0POBBSI.

Meroanyeckne peKOMEHIAlUM, ONpeJesilOlie INPoUeAypPbl OLEHHMBAHUS Ha
ceMHHape:

Kpumepuu oyenxu:

«YZIOBIIETBOPUTEIBHO» - CTYIEHT UMEET (pparMeHTapHbIE MPEACTaBICHUS 00 OCHOBHBIX
acrmeKTax MEXJIMYHOCTHBIX M TpPYNIOBBIX KOMMYHMKAIMM, YaCTMYHO OCBOWJ MOHSATHUIHO-
KaTerOpualbHBIN armapar.;

«XOpOHIO» - CTYJEHT JEMOHCTPUPYET OOIIME 3HAHMs 10 PacCMaTPHUBAEMBbIM BOIIPOCAM,
yYMEET YCTaHaBJIUBATh CBSI3U MEX]y TEOPETUUECKUMHU MOHATUSAMHI U SMIUPUYECKUMU (PaKTaMU;

«OTJIMYHO» - CTYAEHT JIEMOHCTPUPYET CHUCTEMHbIE 3HAHHMSI OCHOBHBIX BOIIPOCOB
M3y4aeMOM JMCUUIUIMHBI, YMEET YCTaHaBIMBATh CBS3M MEXKAYy TEOPETUUECKHUMH MOHSITUSIMU U
SMIUpPUYECKUMU (hakTaMu, GOPMYITUPYET aHATUTHUECKHE 0000IIEHNS U BBIBO/IBI.

MeToanyeckne peKoMeHAalMH, ONpe/iesIAI0IMe NPoLeAyPbl OLleHUBAHUSA YYACTHS B
AUCKYCCHM:

Kpumepuu oyenxu:

«YIOBIIETBOPUTEIBHO» - CTYJIEHTOM JAOMYIICHbl 3HAYUTENbHbIE OLIMOKH, B OTBETE HE
PacKpBITBl HEKOTOpBIE CYHICCTBEHHBIE AaCIEKTBl COICpXKaHHUs, CTYICHT HE CMOI IIOKa3aTb
He00X0AMMbIE YMEHMSI O METOIaX KOMaHIHOT'O B3aUMOJIEHCTBUS;

«XOpOIIO» - CTYAEHT [JOIYyCKAaeT HECYLIECTBEHHbIE OLIMOKH, HEAOCTATOYHO IIOJHO
pacKpblI co/iepKaHUe BOIIPOCa, HE CMOT B IIpoliecce Oeceibl CaMOCTOSTEIbHO JaTh HEOOX0JMMBbIe
IIONPABKH U JOTIOHECHHS,

«OTJIMYHO» - CTYyJEHT aKTUBHO Y4acTBYET B IMCKYCCHH, JIOTMYHO M IOCIEAO0BATEIBHO
BBIPAJKAET CBOW OTBET, IEMOHCTPUPYET 3HAHMUS HAYYHOM TEPMHMHOJIOIMM B KOHTEKCTE OTBETA;
OOBSICHSET NPUUYMHHO-CIEICTBCHHbIE M (YHKIHMOHAJbHBIE CBS3U; PACKPBIBAET Ha NpUMeEpax
TEOPETUUYECKHE MOJIOKEHUS U MOHATHS; (POPMYIUPYET COOCTBEHHBIE CY)KJICHUS U apIyMEHTBI.

MeToan4eckue peKOMeHAalNH, ONPeie/IAI0OIHe NPOLeAYPbl OLICHUBAHNUA YYACTHA B
padoTe MaJIBIX IPYII HA/I KeHCOM U PeLIeHHEeM CHTYAallHOHHBIX 32/1a4:

Kpumepuu oyenxu:

«yIIOBJIETBOPUTENILHO»/3a4TE€HO - paboTa B IPYIMIIOBON JEATEIBHOCTH HaJl pelICHHEM
CUTYallUOHHOM 3ajaud 0e3 ywyacTus B NYOJMYHOM OOCYKAEHUHM M  apryMeHTaluu
c(OpMyJINPOBAHHBIX BBIBOJIOB;

«XOPOLIO»/3aUTEHO - paboTa B IPYNIIOBOM JEATEIbHOCTH HaJl pellieHUeM CUTYallnOHHOMN
3aJjaud  C COJAEP)KaTeJIbHBIM Y4acTHeM B IMyOIMYHOM OOCYKIEHMH M apryMeHTaluu
c(OpMyJIMPOBAHHBIX BBIBOJIOB;

«OTJIMYHOY»/3a4YTEHO - IEMOHCTPALUS JIUAECPCKON MO3UIMHU B TPYIIIOBON IEATETLHOCTH HAJ
peleHreM CUTYallMOHHOW 3aJjaud ¢ COJAEPKaTeNIbHbIM y4acTHEM B IyOJUYHOM OOCYXKIEHUU U
CHCTEMHOMU apryMeHTaluu chopMyIMpOBaHHBIX BBIBOJIOB.

Meroanyeckne peKOMEHAALMH, ONpedeJsiioIe  MPOneAyPbl  OLCHUBAHHS
pe3yJIbTaTOB 3alMThI pedepara/scce:

Kpumepuu oyenxu:

«yIIOBJIETBOPUTENILHO»/3aUTEHO — MPOMEKYTOUHBIE pe3ybTaThl 3alUTHl pedepaTa/scce
MIPEJCTABIAIOT cOOO0M M3JI0KEHHE HECaMOCTOSITENbHBIX Pe3ylbTaTOB HamUcaHus paboTbl, O3
TIIATEIBHOM MPOPAOOTKU JIUTEPATYPHBIX UCTOYHUKOB;

«XOPOIII0»/3aUTEHO - IPOMEKYTOUHBIE PE3YNbTaThl 3aIIUTHI pedepara/scce MpeacTaBIaIOT
co0Oi CaMOCTOSITENBHBIN aHAINW3 PAa3HOOOPA3HBIX HAYYHBIX HCCIEAOBAHUN M SMIUPUUYECKUX

20



JAHHBIX, TIPX 3TOM HE B TIOJHOW Mepe OTpakeHbl TpeOoBaHUs, cHOPMYyIMpPOBAHHBIE K €ro

CTPYKTYpPE ¥ COJICPKAHUIO.

«OTIIMYHOY - IIPOMEXKYTOUHBIE PE3yNbTaThl 3aIUTHI pedepara/scce NPeaCTaBIsI0T co00H
pe3ysIbTaThl CaMOCTOSATENILHOM pPabOTBI U OTPaXalOT Bce TPeOOBaHUA, K COJAEPIKATEIBLHOMY
HaIOJIHEHUIO U CTPYKTYPUPOBAHUIO PAOOTHI.

MeTtoanueckue
pe3yJbTaTOB TECTUPOBAHUA:
Kpumepuu oyenku:

PE€KOMEHIANINHA,

onpeaejasoumue

npoueaypbl  OLEeHUBAHUSA

«YIOBIIETBOPUTEIIHHO» - €CJIH CTYJICHT OTBEYACT MPABWIBHO Ha 50% TECTOBBIX 33 JaHU.

«XOPpOILIO» - €CIIN CTYACHT OTBEYAET MpaBWIbHO OT 51 110 90 % TecToBBIX 3aaHUH.

«OTIUYHO» - €CIIU CTYJIEHT OTBeuaeT mpaBmwibHO OT 91 10 100 % TeCTOBBIX 3a/IaHU.

7. MaTepuajibHO-TeXHUYECKOe ofecredeHne 1o JUCHUIInHe (MOLYI10)

I[To Bcem BmmaM y4eOHOUW JEATSIHPHOCTH B paMKaxX JUCIHUIUIMHBI HCIOJB3YIOTCS
ayJUTOpUH, KaOWHETHI W JIA0OPATOPUH, OCHAIICHHBIC HEOOXOIUMBIM CIEIHAIM3HPOBAHHBIM U

71a00paTOpHBIM 000PYIOBAaHUEM.

HamMmenoBanne CIICIIMaJIbHBIX

OCHaIIIEHHOCTD CIIEIIMAIBHBIX

[TepeueHb IHIIEH3UOHHOTO

KOHTPOJISI W MNPOMEKYTOUHOMN

TIIOMEIIEHUN IIOMEIIECHUN MIPOrPaMMHOT0 0OeCIIedeHUS

Vuebusie  aymutopun Uit | Mebens: yueOHas Mebenn Microsoft Windows 8, 10
MIPOBEIECHMSI 3aHsaTHH | TexHudeckne cpeacrea | Microsoft Office Professional
JIEKLFOHHOT'O THIIA o0y4eHwUs: Plus

9KpaH, IPOEKTOP, KOMITLIOTED
Vuebusie  aymutopun Uit | Mebens: yueOHas Mebenn Microsoft Windows 8, 10
MIPOBEIEHMS sansaTvii | TexHnyeckue cpeacrea | Microsoft Office Professional
CEMUHAPCKOTO THIIA, TPYIITIOBBIX | O0OyICHHS: Plus
" MHIUBUIYAJIBHBIX | 9KpaH, POSKTOP, KOMITBIOTEP
KOHCYJIbTaIlNH, TEKYILEero

aTTecTalyn

Jost

CaMOCTOSATEIBHOM

paboThl  OOyYarOIIUXCS

PeyCMOTPEHBI

IIOMCIICHHUA,

YKOMILIEKTOBAHHBIE CHEIHAIM3UPOBAHHON MEOEIbI0, OCHAIIEHHbIE KOMIIBIOTEPHON TEXHUKOW C
BO3MOXHOCTBIO MOJKIIOUeHUs K ceTu «VHTepHeT» W oOecreueHueM J0CTymna B JIEKTPOHHYIO
nH(OpPMaLMOHHO-00pa30BaTeNIbHYIO Cpely YHUBEPCUTETA.

HaumenoBanue OcCHaIEeHHOCT TTOMEIIEHUH ISl CAMOCTOSTEIILHON pabOThHI ITepeuenn
TIOMEIIEHUH JIIs oOygaronmxcs JIMIEH3NOHHOT O
CaMOCTOSITEIIEHOM IPOrpPaMMHOTO
paboTsI obecriedeHus
00yJaroMMXCs
IMTomernienue st | MeGenb: yueOHast MeOeb Microsoft
CaMOCTOSTEIbHOMN KomrutekT crnermanusupoBannoil medenu: kommbroTepusie | Windows 8, 10
paboThI CTOJIBI Microsoft Office
oOyuaronmxcs OGopynoBaHKe: KOMITBIOTEpHAsI TEXHHKA ¢ TOoaKIoueHneM K | Professional
(4MTANBHBIHI 3an | “HGOPMAIMOHHO-KOMMYHUKanoHHON cetit «MHreprer» u | Plus
Hayunoit JOCTYIIOM B JJIEKTPOHHYIO MH(OPMALIMOHHO-
OMOIHOTEKH ) 0o0pa3oBaTeNbHYI0 Cpely O00pa30BaTellbHOW OpraHU3allvHy,
BeO-KaMepHl, KOMMYHHKAIIHOHHO® obopynoBaHue,
obecreynBaroIiee JOCTYl K CeTH MHTEpHET (IPOBOAHOE
COeIMHEHHE W OeCHpOBOAHOE COEAWHEHHE IO TEXHOJOTWU
Wi-Fi)
[Momemenue st | MebGenb: yueOHas Mebernb Microsoft
CaMOCTOSATENIBbHON KomrutekT cnenmanusupoBanHoi mebenu: kommbtotepuabie | Windows 8, 10
paboThI CTOJIBI
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00yJarommxcs
(ayn.409)

O60pyILOBaHI/Ie: KOMIIBIOTEpHASA TEXHUKA C MOAKIIOYCHHUEM K
I/IH(bOpMaHI/IOHHO-KOMMYHHKaHHOHHOﬁ CCTHU «I/IHTepHCT» u

JOCTYIIOM B AJEKTPOHHYIO WH(POPMAaLITOHHO-
oOpazoBaTenbHyl0 cpeqy oOpa3oBaTeIbHOM OpraHH3aluy,
BeO-KaMepHhl, KOMMYHHKallMOHHOE o0opynoBaHHeE,

obecrieunBaroliee JOCTYyll K CETH HHTEpHET (TMPOBOIHOE
COeIMHEHNE W OECHpPOBOJHOE COEAWHEHHE IO TEXHOJOTUH
Wi-Fi)

Microsoft Office
Professional
Plus
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