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1 Ilesiu ¥ 3aaYu U3yUeHUS JUCLUILIMHBI (MOJY/Is1)

1.1 ITesib 0CBOEHUA AUCLHMILIMHBI

Henmu: ¢opmupoBaHue MpodeccroHalbHbIX KoMmIeTeHLUd B cooTBeTctBUu ¢ PI'OC BO,
KOMIL/IeKCa 3HaHWW, YMEHWH W HaBLIKOB B 00JIaCTM HOPMAaTHMBHO-TIPABOBOTO W OpraHW3allMOHHO-
JIOKYMEHTAIl[MOHHOTO oObecrieueHHsi ymnpaBjieHUs1 B 00/1aCTH YIIpaB/ieHHWs] TEPCOHAloM Ha OCHOBE
pallMOHANbHBIX, HAy4YHO-OOOCHOBAaHHBIX TPUHLIMIIOB U METOZOB WX COBepIIeHCTBOBaHUS,
dbopMHpOBaHHe TIPOrPeCCMBHOTO TOAXOAA K peIIeHHI0 Ba)KHEWIIMX YIIpaB/eHYeCKUX 3aflau Ha
TMpeANpUATUN.

1.2 3apaum:

- yCBOeHHUe OCHOBHBIX TIOHATHM B 00/IaCTU HOPMaTUBHO-TIPABOBOTO u
JIOKYMEHTaI[MOHHOTO 00ecIieyeHus1 yrmpaB/eHHeM TPYAOBBIX OTHOIIEHWM Ha TpeAmnpusiThu (B
OpraHu3alin);

- V3yueHWe BHU/IOB OQUIMANBbHBIX [JOKYMEHTOB W TpeOOBaHMM K UX COCTaBJI€HUIO U
o opMJIeHHIo;

- oTipe/ie/ieHre CII0COO0B IOKYMEHTHUPOBAHHS U CUCTEM [JOKYMEHTal[|H;

- TipYMeHeHYe TIPaBUJ/I OpraHr3alui paboThl C JOKYMeHTaMu CJTy>KObI TlepcoHalia;

- OCBOEHME TIOpsIKa OpraHu3alu paboT TI0 Ie/I0NPON3BO/ICTBEHHOMY 00CTYy>KMUBaHUIO
TPYZOBbIX OTHOLIEHUI;

- npuobpereHre  yMeHM  OQOPMJIEHUS  PEKBU3UTOB,
JIOKYMEHTOB C TIOMOLLbIO CIleljua/Iu3uPOBaHHbIX IIPOrpamm;

1.3 MecTo auciuniMHbI (MOAY/Is1) B CTPYKType 00pa3oBaTe/IbHOM NPOrpaMMbl

HMucturinia 51.B.02 «HopmaTuBHO-TIpaBOBOe M IOKyMeHTAlIMOHHOe 0becrieueHre TPY/I0BbIX
OTHOIIIeHU» OTHOCUTCS K 0a3oBoi uvactr bnoka 1 "ucrwrmnbl (Mogynw)" yueGHOro TuiaHa,
dbopmupyeMasi yuaCTHUKaMH 00pa3oBaTe/bHbIX OTHOLIIEHUH yuebHOro TiaHa.

B MeToanueckoM mulaHe AMCLMIVIMHA OMUPAeTCs Ha 3HAHWS, TOJyYeHHble MPU U3yYeHUH
CleAyonmMx — y4eOHBIX — KYpCOB:  «YTpaBjieHWe — MepPCOHAJOM  COBPEMEHHOW  OpraHu3aL[in»,
«MexxauCLUIIMHAPHbIe UCCcnef0BaHusA B cepe yIIpaBJIeHUS IIepCOHAIOM» u Ap.

1.4 TlepeueHb M/IAHMPYEMBIX Pe3y/JbTAaTOB O00yueHHs MO AUCIUIUIMHE (MOAYJ/II0),
COOTHECeHHBIX C MJIAHUPYeMbIMH Pe3y/IbTaTaMH 0CBOEHHs1 00pa3oBaTe/IbHOM MPOrpaMMbI

V3yuenune paHHOW y4yeOHOW JUCLIMIUIMHBI HarpaB/ieHO Ha (OpMUpOBaHHe y 00yYaroluxcs
CIeIYIOLIMX KOMITeTeHLIUM:

KO,Z{ 1 HaMMEeHOBaHUe

WHJWKaTopa*

IIK-1. CIIOCOBEH PA3PABATBIBATb CUCTEMY CTPATEI'MTYECKOI'O 1 OITEPAIIMOHHOI'O
YIIPABJIEHUSA ITIEPCOHAJIOM

co3maHue  11a0JIOHOB

Pe3y/bTaThl 00yUeHus 10 AUCLUITIAHE

IIK-1.Ud- 1. 3uate ocHOBbI | Biajeer oTAe/nbHbIMU 3HAaHMSIMU B 00/1aCTM 3aKOHO[aTenbCTBa Pd o
3aKO0HO/|aTe/IbCTBa P® 0 | TIepCoHaJIbHBIX JIaHHBIX, OCHOBBI TPY/I0BOTO, apXMBHOTO,
NepCcoHa/IbHBIX JAHHbBIX, | IMUHUCTPATUBHOTO, MWIPALMOHHOTO, HA/JIOTOBOT0  3aKOHO/AaTesbCTBa,
OCHOBBI TPYAOBOTr0, apXUBHOI'0, | 3aKOHO/aTe/nbCTBa B chepe OT

a/MHMHHUCTPATUBHOIO , | B UenoMm, BrageeT 3HaHWSAMHU B 00/aCTM  3aKOHOZaTeNnbcTBa PdD o
MHUIPaI{iOHHOI0 , HAJI0rOBOr0 | MEPCOHABHBIX JIaHHBIX, OCHOBBI TPYZOBOTO, apXMBHOTO,
3aKO0HO0/|aTe/IbCTBA, aAMUHUCTPAaTUBHOTO, MUTPALIMOHHOTO, HAJIOTOBOTO  3aKOHOJATe/bCTBa,

3aKoHopAaTeabCcTBa B cepe OT | 3akoHozmaTenscTBa B chepe OT

YBepeHHO BaJieeT 3HAHUAMU B 001acTH
MepCOHAIbHBIX [IAHHBIX, OCHOBBI
aZIMUHUCTPAaTUBHOTO, MWIPAllMOHHOTO,
3aKoHoJaTenbCcTBa B chepe OT

IIK-2. CIIOCOBEH PEAJ/IN30BBIBATh CUCTEMY CTPATETMUECKOI'O U OITEPAITMOHHOI'O

YIIPABJIEHMUA ITEPCOHAJIOM

3aKOHo/aTeNlbcTBa P® o
TPY/0BOIO, apXVBHOTIO,
Ha/JIOrOBOr0  3aKOHOJATe/bCTBa,

IK-2.14- 1. Cnocoben | O6nafaer 3HaHUSIMU B 00/1aCTH peau3aljii CUCTEMbl CTPATETHUeCKOro U

pean3oBbIBaTh CHCTEMY | OTIepaIMOHHOTrO YIIPAB/IEHHUs IEPCOHATIOM

CTPaTeru4ecKoro M | B 11e/0M, C TIOMOIIBIO 3KCIIEPTOB CrocobeH peayiM30BbIBaTh CHUCTEMY

OMepanioHHOr0  yIpaBJ/IeHHA | CTPAaTerH4yecKkoro W OTMepaIjiOHHOrO YIIpaB/IeH sl TIEPCOHAIOM

nepcoHa/jioM CriocobeH CaMOCTOSTE/IbHO peasi30BbIBATh CUCTEMY CTPATETMYeCKOro Hu
OTIEPALIIOHHOTO YTIpaBJieHHsI IEPCOHAIOM

IIK-3. CIIOCOBEH AJMUHUMUCTPUPOBATH IIPOIIECCHI M JOKYMEHTOOBOPOT IIO
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Kop v HaMeHOBaHMe Pe3ynbTaThl 00yueHus: 10 AUCLUTIIMHE

WHJWKaTopa*
CTPATETMTYECKOMY U OIIEPAITMOHHOMY YIIPABJ/IEHUIO ITEPCOHAJIOM
INK-3.11- 1 YMmeTh | 3HaeT OTAe/NbHbIE JIOKYMEHTbl, HEOOXOAWMble [Jisi  COMPOBOXKAEHUS
o0ecneynBaTh MPOLIECCOB M0 YIPABJIEHUI0 MEPCOHA/IOM B COOTBETCTBUM C TPeOOBaHUSMU
JIOKyMeHTaI[i0OHHOe 3aKOHO/aTe/bCTBa
CONPOBOXK/AeHHe IIPOLeCccOB IO | B 1esnoM, ymeer obecrieurBaTh [JOKyMEHTAl[MIOHHOE COTIPOBOXKZIEHHE

YupaB/IeCHUKO [e€pCOHA/IOM B
COOTBETCTBHUHU C TpeﬁOBaHHHMl/l
3dKOHO/JaTe/IbCTBaA

MIPOLIECCOB T10 YTIPABJIEHUI0 TMEPCOHA/IOM B COOTBETCTBHM C TpPeOOBaHHSMU
3aKOHO/IaTe/bCTBA
YMeeT caMoCTOSITeNIbHO 00ecreunBaTh [JOKYMEHTAI[MOHHOE COTPOBOXK/EHHE
TIPOLIECCOB M0 YTIPABJIEHUIO MEPCOHANOM B COOTBETCTBHU C TpeOOBaHUSIMU
3aKOHO/IaTe/IbCTBA

Pe3ysibTaThl 00yueHus 10 JUCLIMIUIMHE [JOCTUTAIOTCS B paMKaX OCYIeCTBJIeHUs BCeX BU/IOB
KOHTAKTHOW U CaMOCTOSITe/TbHOM paboThl 00y4YaroIMXCcsi B COOTBETCTBUH C YTBEP)KAEHHBIM yueOHbIM
IJIAHOM.

WNHaukaTopbl JOCTHXKEHUS] KOMITeTeHL[MM CUWTaroTCsi C)OPMHPOBAHHBIMU TIPU IOCTU)KEHUU
COOTBETCTBYIOLUX UM pe3y/IbTaToB 00ydeHusl.

2. CTpyKTypa M cojep>XKaHue JUCLUII/IHHbI

2.1 PacnipeesieHue TPY/J0éMKOCTH JUCLIMIIMHBI 110 BHAaM paboT

OO1iast  TPyAOEMKOCTh IMCIMIUIMHBI COCTaB/sieT 3 3aueTHbIX eauHul] (108 wacoB), ux

acripe/iesieHye 110 BH/laM paboT rpe/icTaB/ieHo B Tabuiie

Buppi pabot Bcero ®dopma 00yueHus
YyacoB OYHO- 3a0uHas
ofHad 3a04Hasi
1 X X X
ceMecTp ceMecTp ceMecTp KypC
(vacer) (uacer) (uacer) (gacer)
KoHTakTHas pa6oTa, B TOM UHCJIE:

AyauTopHbIe 3aHATHSA (BCero): 18 18
3aHSTHS IEKLIMOHHOTO THIIA 8 8
J1abopaTOpHBIe 3aHSTHUSI - -
TIPAKTUYECKHE 3aHATUS - -
CeMHHapCKue 3aHATUs 12 12
Wuas KOHTaKTHasi padora:
KoHTpo/b caMoCTosATeTbHOM PaboThI
(KCP) ) )
ITpomexxyrouHas arrecranusi (MKP) 0,2 0,2
CamocrosTe/bHas padoTa, B TOM 87,8 87,8
uucie:
Pedepar/acce (moaroToBka) 4 4
CaMocTosiTe/lbHOe  U3yUeHHe pasfielioB, 77.8 77.8
CaMOTIO/ITOTOBKA
IToAroToBKa K TeCTUPOBaHUIO 6 6
KonTposb: - -
[ToAroToBKa K 3K3aMeHy
Oomas yac. 108 108
TPYAOEMKOCTh B TOM YHCJIe

KOHTaKTHas 20,2 20,2

pabora

3a4. e/ 3 3

2.2 Cogep)xaHue JUCLHMILIUHBI

PacripesienieHre BUIOB yueOHOM pabOThI M UX TPYZAOEMKOCTH T10 pa3/iesiaM JUCIUITTHBI.

Pa3gensl (TeMbl) JUCIUIUIMHBI, U3ydaeMble B 1 cemecTpe (1 Kypce) (ouHast popma o0yueHHs)




KonuuecTtBo yacos
BHeayuT
Ne HanmeHoBaHue pa3zesnos (Tem) AyuTopHas OpHas
Bcero pabota
pabota
JI 13 JIP CPC
1 Pasgen.1 [ToHaTHe U 3HaUEHVE JOKYMEHTalMOHHOTO 3 4 ) 30
" |obecrieyeHus yrpaB/ieHUs IEPCOHATIOM
5 Pa3zzen 2. OCHOBEI JOKYMEHTALIMOHHOTO 0becrieueHust 3 4 ) 30
" |ympaBsieHusi iepcoHaIOM
Pazpen 3. CucrteMaTtyr3aliyist U XpaHeHre JOKYyMeHTOBKaJpOBOM
3. 2 4 - 27,8
CITY>KOBI
HUTOTI'O no pazdenam oucyunauHbl 8 12 - 87,8
Kontposb camoctositesibHOM paboTsl (KCP) - -
ITpomeskytounasi arrecrarusi (UKP) 0,2 -
OO6111ast TPY/10EMKOCTb T10 AUCLUTUINHE 108 -

[Mpumeuanue: JI — nekiyu, 13 — npakTryeckue 3aHsATHs / ceMUHapbl, JIP — abopaTopHble 3aHATHS,
CPC — camocrosTenbHast paboTa CTyieHTa

2.3 CopepxaHue pa3fenoB (TeM) JUCHUIINHBI

2.3.1 3aHATHA TeKIUOHHOI0 THUIIA

HaumeHoBaHue ®opmMa Teky1ero
Ne CopeprxaHue pasgena
pasgena KOHTPOJIs
1 2 3 4
Pazgen 1. IloHATHe U 3HAUeHHe JOKYMEHTALMOHHOrO 00ecreueHHs yrnpaBieH!si MepCOHAIOM
Beezienne B Kypc O6miee  mpexcraBnenvie  Kypca.  HasHauenwe — u |[IpopaboTka

cojepkanne Kypca. CBfisb Kypca C yuyeOHBIMH |yueGHOro
JAUCLMIVIMHAMK.  3HaueHWe Kypca B TOJTOTOBKE |(TeopeTHuecKoro)

CTIeLIMATICTOB TI0 YTIPAB/IEHUIO TIePCOHAIOM MaTepuana
[NonsTue TMoHATHSA «JOKyMEHT», «IOKYMEHT0060pOT», ITpopaboTtka
JOKYMEHTaLIOHHOTO «JIOKYMEHTAL[UOHHOE 0becrieueHre yrpaBieHus». yueGHOTO
obecrieueHus OCHOBHEIE TPE60BaHI/IH, npeabsB/iieMblie K O(bOPMJIEHI/H-O (TeOpeTI/IquKOFO)
yTIpaBJIeHUs JOKyMeHTall|H, TIpeyCMOTpeHHbIe ['ocyzapcTBeHHOM Marepuaa
TIePCOHAIOM. CUCTeMO JOKyMeHTALMOHHOTO obecrieueHus yIIpaB/ieHus
TpeboBanus, I'OCT P 7.0.97-2016. [Topsifok 06paboTKH ¥ perucTpaLyn
TpebSIBIIsSIEMbIE K IOKYMEHTOB, UX UH/leKcalyu. PeructpauyoHHbie hopMbl
othopmieHHI0 U UX 3arojiHeHre. KOHTPOJIb UCTIOHEeHNsT JOKYMEHTOB.
JIOKYMEHTOB OCHOBHBIE OT/IMYKS B ITOJTOTOBKE ITPOCTBIX U CJIOKHBIX

MPUKA30B. YUeT Crelfu(UKy pPacriopsiAUTeIEHOTO
JlefiCTBYA IIPU COCTaB/IeHMU MPUKA30B 110 [IPUEMY,
TNepeBo/1y, YBOJIbHEHHIO pabOTHUKOB. TTopsiiok
BU3MPOBaHKs NIPMKAa30B 110 JIMYHOMY COCTaBy, UX

perucTpanuu.
CoctaB U BU[BI [MoHsiTHe U 3HaUeHUe KaIpoBOM JOKYMeHTallUH. ITpopaboTtka
Ka[poBoi JokyMeHTaluu | Knaccudukarus KaapoBoit fokyMeHTaluyd. OCHOBHbIE yue6HOro

BUZIbI JOKYMEHTOB Ka/IpOBOM CITy>KObI, 0COOEHHOCTH UX (TeopeTHUyecKoro)

cocraesienysi. HopmatuBHO-TIpaBoBast 6a3a, Marepuana

peryiaMeHTHPYIOIIasi pa3paboTKy Ka[pOBBIX JOKYMEHTOB.
Pazgen 2. OCHOBBI JOKYMEHTAIlHOHHOTO 00ecreyeHdsl ynpaBJieHHs IEPCOHAIOM

TpeboBaHust K [ItatHoe pacrmcanwe (ct. 57 Tpygoeoro Kogekca P®)—  |IIpopaboTka
COJZlep>)KaHUI0 U ®opma wTaTHOro pacrcanus (popma T-3) yTBepKeHa  |yueGHOrO
oopmsieHHI0 rocraHoBsieHueM ["'ockomctara Poccun ot 5 siHBapsi 2004 (TeopeTHyeckoro)
JIOKa/IbHBIX roga Nel. Marepuana
HOpPMAaTUBHBIX aKTOB 10 [IpaBrna BHyTpeHHero TpyJOBOTO pacropsi/ika Kak

yTpaBJIeHHUIO JIOKaibHbI HOPMaTHUBHO-TTPaBOBOM aKT,

TepCoHaIoM KOHKPeTH3HPYIOLUM NMOPSAA0K peryIMpoBaHus KJIH0UeBbIX

BOITPOCOB COLIMAMBHO-TPYZOBBIX OTHOLLIEHUH Ha
npeanpuatiy. OOBIIUE MOPSIIOK MOTOTOBKH JJOKYMEHTa B
cootBeTcTBUM €O cT. 190 TK P®. OcobeHHOCTH
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oopm/IeHUst TIPABU/T BHYTPEHHETO TPY/JOBOTO
pacriopsijika, cofiep)kKaHue BOIPOCOB, KOTOPbIe
OTpaykaroTCs B MPaBUIaX BHYTPEHHETO TPYJOBOTO
pacropszka.

OcobeHHOCTH 0OpalleHust C TIepCOHATBHBIMU IaHHBIMU
pabOTHUKOB B COOTBETCTBUH C MOJIOKEHHUAMU IJIaBbl 14
TK P®. TpeboBanus K 06pabOTKe MepCcoHaNIbHBIX JaHHBIX
paborruka. [IpaBua repesiauut HHGOpPMaIUH,
cofiepraiiieit ceefieHnsi 0 paboTHUKE, TPETHUM JTHIIAM.
OTBETCTBEHHOCTD [IO/DKHOCTHBIX JIHLI, BHHOBHBIX B
HapYIIIEHUH HOPM, PEryIMPYIOIINX MOTyUYeHue,
06paboTKy ¥ 3aITUTy TIepCOHATBHBIX JIAaHHBIX PAOOTHHKA.
VHCTpPYKIHS TI0 IOKYMEHTAI[MOHHOMY 06eCrieueHuto
yTIpaB/eHust IepcoHaoM npeAnpusaTysi. CTpyKTypa u
Cofiep)KaHue pa3/iesioB IAHHOTO OKYMEHTa.

I'ocypapcTBeHHas
VHCITeKIUS TPyZa U
TnpoLieAypa poBe/ieHus
TIPOBEpPOK
JOKyMeHTaLliu
KaZIpOBO# CITy>KObI

[NonHoMoOuMsI  rocyJapCTBEHHONM  WHCHEKUMA  TpyZa.
Iporieaypa ¥ mMpaBwIa TPOBeJEHUs MPOBEPOK COOJIOIeHUS
JIeWCTBYIOIIIEr0  3aKOHOZATe/NhCTBA. BHABI  MPOBEPOK.
[Mopsiok odopmiieHUsI MEPOTIPUSATHM 110 KOHTPOJIIO.

CocTaB [JOKyMeHTOB, TpeOyeMbIX OpraHamMM Haja3opa u
KOHTPOJII TIPU TpOBeZIeHNH TMpOBepoK. OTBETCTBEHHOCTh
paboTojarens 3a HapyllieHue JleHCTBYIOIIEro
3aKOHOJATe/IbCTBA O TPy/le W HerpaMoTHOe odopmiieHue
KaJ[pOBOM  [JOKyMeHTalud,  Bo3/iaraemass  TpyAOBbIM
Kogmekcom P® wu Kogekcom 00 afMUHHUCTPAaTUBHBIX
MpaBOHAPYIIEHUSIX

[TpopaboTka
yueGHOro
(TeopeTuueckoro)
MarepHasia

dopMupoBaHue U
BeJileHKe JIMYHBIX el

JluuHoe feno pabOTHHMKA KaK OCHOBHOW J/IOKYMEHT
MepCOHA/NBHOTO  yUeTa, B KOTOPOM XpaHATCS Haubosee
MO/HBIE CBEJEHHWsS O COTPYJHUKE U ero CiIy)KeOHOM
JlesiTe/IbHOCTH.

CocTtaB ¥ 1oC/ief0BaTe/IbHOCTh JOKYMEHTOB JINUHOTO [ieia.
OcobeHHOCTH COCTaBIeHUs] [JOKYMEHTOB JIAYHOTO Jefa:
JIMYHOTO JIMCTKA 10 yueTy KaJpOB, JOTOJHEHUs] K JTUUHOMY
JMCTKY, aBToOuorpaduu u T.4. TIpaBWia BbIJAuM JIMUHOTO
Jlena BO BpeMeHHoOe IoJib30BaHue. IlopsijoK cocTaB/eHust
OIWCH JIMYHOrO fesa. [lepefaua IMYHOrO Jiesia Ha apxXUBHOE
xpaHeHue. CocTaB/ieHMe 3aBepUTeIbHOM HaJAINMCH JTMYHOTO
Jena

[MpopaboTka
yue6GHOTO
(TeopeTHueCKOr0)
Marepuana

JInuHasg KapTouka

JInyHasi KapTOUKa KaK OCHOBHOM [JOKYMeHT [1ePCOHAIHOTO
yueTa pabOTHHUKOB OpraHu3aliyu. JJoKyMeHTbI, HA OCHOBaHUU
KOTOPBIX 3aIl0JIHsIeTCS TMYHasl KapTouka. [lopsok
KOZMPOBaHMS CBe/IeHUI B IMUHOW KapTouKe. 3aroJjiHeHue
JUYHOU KapTouku. [TopsiloK BHECeHWs UCTIpaB/IeHUH U
M3MeHeHHUH B JIMUYHYIO0 KapTOUKy pabOTHHKA.

[TpopaboTka
yue6GHOTO
(TeopeTUyeCKOr0)
Marepuasa

JoKyMeHTHpOBaHue
TPOLIECCOB IBYDKEHUS

KaJlpoB

[lokyMeHTHpOBaHMe TIpoljecca [JBIKEHUsT KaZpoB Ha
TIpeJNpUATUM KaK Ba)kHelllas (QYHKLUUS OTjena Ka/poB.
Bugbl fABwkeHust kazgpoB. Cxembl IpueMa, I1€peBOja,
yBOJIbHEHUS1 paOOTHHKOB.

Odopmienne mpuema paboTHHKOB. COCTaB /IOKYMEHTOB,
TpeOyeMbIX TpU TpUeMe Ha paboTy B COOTBETCTBHU C
Tpyposemm Kogekcom PO.

[Nopsifok 3ax/t0ueHust TPYAOBBIX JOTOBOPOB C [TOCTOSIHHBIMU
Y BpeMeHHBIMU PabOTHUKaMHU.

OcobeHHOCTH ~ COCTaBJIeHUSI ~ YHU(QUIMPOBAHHBIX
MPUKa30B TI0 JIMYHOMY COCTaBY,
(dpopma T-1, T-1a).

OdopmreHue nepeBofa, INepeMelleHHs, KOMaHJUPOBaHUS
pabotHUKOB. OcobeHHoCcTH 0GOpM/IEHHSI W OCHOBaHWUS

opm
Kacaroluxcsi MpyueMa

[MpopaboTka
yue6HOTO
(TeopeTHUeCKOT0)
Marepuasa
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pa3/MYHBIX BUZIOB MepeBoja (TlepeBo Ha Ipyryto paboTy Ha
TOM >Ke TIpeANpUsITUY; TiepeBof Ha paboTy Ha [Jpyroe
TIpeATIPUATHE; TIepeBof, Ha paboTy B APYIYI0 MeCTHOCTB).
OcobeHHOCTH  COCTaBJIeHHs]  YHUGMHUIMPOBAHHBIX  (hOpM
MPUKa30B M0 JIMYHOMY COCTaBy, KacaloOIUXCs TIepeBoja
(dbopma T-5, T-5a), komanaupoBanus (dhopmer T-9, T-9a, T-
10, T-10a). Odopmnenve otnycka. [IpaBuna U cpoku
MOJTOTOBKM rpaduka oTnyckoB (popma T-7). OcobeHHOCTH
COCTaB/IeHUSI YHUGDUIUPOBAaHHBIX (OpPM TMPUKA30B 10
JIMYHOMY COCTaBY, Kacaroluxcs otnycka (¢popma T-6, T-6a).
Odopmnenne  yBosibHeHMsT ~— paboTHMKOB.  OcHOBaHUs
TpeKpalieHus1 TPYJOBOTO JIOTOBOpPAa B COOTBETCTBUM C
HOPMaMH  TPYJOBOrO T[paBa; TMpaBWIa  OQOPMIIEHUS
TpeKpalieHust  TPYJOBOTO  AoroBopa. OTBETCTBEHHOCTH
paboTtozaTesns 3a He3aKOHHOe YBOJIbHEHHE PaOOTHHKOB.
OcobeHHOCTH  COCTaBJIeHHs]  YHUGMHUIMPOBAHHBIX  (hOpM
MPUKA30B TI0 JIMYHOMY COCTaBY, KACAOIIMXCS YBOJBHEHHUS
paboTHUKOB (opmel Ne T-8, T-8a). TTopsAfoK perucTpaiuu
TIPUKA30B T10 JITMYHOMY COCTaBY

Benenue Tpy0BBIX
KHIDKEK

TMoHsiTHe TpPy0BON KHWKKA. PopMa TPYAOBOH KHIKKH.
HopmaTtuBHO-MeToAuuecKast 6a3a,
perjaMeHTHpYyOLjast ~ TOPSIIOK  BEeJIeHUs,  3ario/THEeHHs
TPYJOBbIX KHIDKEK, obecrieueHuss umu pabortojareseii.
3aro/iHeHWe CBeJieHWH O pabOTHHKe. 3arlo/IHEHHE CBeJeHHI
0 pabore. 3amosHeHWe CBe/leHUH O HarpakAeHWH.
3arosiHeHWe CBefleHWH 00 yBO/IbHEeHWH  (TIpeKpalleHuH
TPYJ0BOro Aorosopa). OCoOeHHOCTH 3arl0/IHEHUsT CBEeHHMH
06 yBOJIbHEHHU M MpHeMe Ha paboTy B CBSI3M C MEPeBOOM
paboTHHUKA.
BHeceHve M3MeHEHHH U /IOTIOJIHEHUH B TPYAOBYHO KHIDKKY.
Nyb6nvkaT TpyJOBON KHIKKU. Bbiaua TPYZOBON KHHXKKH
NPy yBOJbHEHWM (TIPEeKpallleHWHd TPYA0BOr0 Or0BOpa).
BK/1a/pIill B TPY/JOBYIO KHIDKKY. YUET U XpaHeHUe TPYZOBbIX
KHIDKEK. J[OKyMeHTalusi 10 yueTy OJIaHKOB TpPY/OBBIX
KHIKeK (TIPUXO/IHO-pacXo/jHasi KHWTa 10 yueTy OJIaHKOB
TPYJOBBIX KHIDKEK W BK/IApIllleld K HUM, KHUra yueTa
JBIDKEHUs TpPYJOBBIX KHI)KEK M BK/IaJpllleldl K HUM).
OTBETCTBEHHOCTh 3a COOJIIO/IeHHe TIOpSiIKA  BeJIEHUs
TPY/OBBIX KHIDKEK.

ITpopaboTtka
yueOHOTO
(TeopeTHUeCcKoro)
Marepuasa

Pa3zgen 3. CucremMarusaids M XpaHeHHe JOKYMEHTOB KaJPOBOM C/IyKObI
Howmenknatypa pen [lousiTue HoOMmeHKnatypwl fen. Ilopsimox  cocraBnenust|[IpopaboTka
KaZIPOBOU CITyKObI HOMEHK/IaTyPHI JieJ1 KaJPOBOH CITy>KOBI. y4eOHOro

(TeopeTHueCKOro)
Marepuara
®dopmupoBaHue Jen TpeboBaHus, TIpeIbsABIsIEMbIE K 3ar0JIOBKaM ey, JnemMeHThI|[IpopaboTka
3aro/I0BKOB JieJl. yue6GHOTO
IlpaBuia rpynnUpoBKM JJOKYMEHTOB B [ieJ1a, O(OPMI/IEHHS|(TeopeTHYecKoro)
3aroyIoBKOB Jlesl. IIpu3Haky TIpyINIIMpOBKM [OKYMEHTOB B Marepuaa
Jena.
TMopsimok  moaroToeku |IIopsiioK MOATOTOBKY JOKYMEHTOB K apXMBHOMY XpaHeHHIo.|[IpopaboTtka
JOKYMEHTOB K |Knaccudukanus —[JOKyMEHTOB 10 CPOKaM  XpaHeHHs.|yueGHOro
apXMBHOMY XPaHEHUI0 TpeGoBanusi, Mpe/bsiB/seMble aPXMBHBIMM CIy)X0aMH  K|(TeopeTHueCKOro)
JOKyMeHTaM, CcJaBaeMblM B  apxuB. OpraHuszanus MaTepHaa

NIpOBe/leHNs SKCIIepTU3bl LIeHHOCTH JJOKYMEHTOB.

YactuuHoe U 1oaHoe  odopmiieHue  Aen.  [Topspok
otdopmieHus: 00/0KeK Jen TIOCTOSHHOTO U BpPEMEHHOTO
cpokoB xpaHeHust. CocTaBieHre 1 opOpMIIeHHe OIHCeH fIert.
CocrapsieH1e 3aBepUTebHON HAaJMNCH [efa.
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AAMI/IHI/ICTP dTHMBHAas OTBeTCTBEHHOCTH 3d HapylieHue

JlefICTBYIOIIIero 3aKOHO/|aTe/IbCTBA 110 aDXUBHOMY Jlefy.

2.3.2 3aHATHA CEMHMHAPCKOro TUMA (MPaKTHYecKue / CeMUHAPCKHe 3aHATHS)
OL]eHI/IBaHI/Ie MMPAKTUYECKUX 3a,aaH1/1171 BXOAWT B HAKOIIVIEHHYIO OLIEHKY.

No HaumeHnoBaHue TemaTuKa NpakTUUeCKUX 3aHATHN dopma TeKyLero
B pasgena (cemHuHapoB) KOHTPO/IS

1 2 3 4

1 |Pa3gen 1 Ilonatue wu|TpedoBanusa K 0¢)oOpM/IEHHIO [OKYMEHTOB: [TpoBoguTcs B
3HaUeHue O0630p HOpPMATUBHO-TIPABOBOM 06a3bl [JOKYMEHTALIMOHHOTO|(hopme
JOKYMEHTALIOHHOI'0 obecrieuenwust yripasienus. TOCT P 7.0.97-2016. MPaKTU4eCKOro
obecrieyeHust [NousiTue PeKBU3UTa JIOKYMeHTa, TpeboBaHwUs, | 3aHSTHS,
ylpaB/eHust npeAbsiBisieMble K OGODMJIEHHIO  DEeKBU3WTOB M UX|MIpeZrioJiaraer
NepCoHaIoM pacrioyiokeHHto Ha b1aHKe JOKyMeHTa. aHa/m3

[IpunanHue OKyMEeHTY IOpUUUeCcKOl CHTbI. CUTYallMOHHbIX
CutyaiioHHoe  3azaHue «Onmbkd B ohOpM/IeHWH|3aaHUH.
ZIOKYMEHTOB

2 CocTaB ¥ BHABI Ka/[pOBOii J0OKyMeHTaLMH:
OcHoBHBIe K1acCU(UKALKN KaZJpOBBIX JOKYMEHTOB.
INpukassl 10O  JMYHOMY  COCTaBy  Kak  OCHOBHOM
pacropsiiuTenbHBI JOKYMEHT, COCTaB/sieMblii B IIpoliecce
IOKyMEHTUPOBaHUSs dyHKUMI Ka/JIpoBOii CITy>KOBL.
CuTtyallvioHHOe 3ajjaHue «AHany3 KaIpoBoW JIOKyMeHTalluu
110 (GYHKLUSIM yTIPABJIEHHST IEPCOHATIOM»

3 |Paspen II TpeGoBanusi K CoJePXKaHUIO ¥ 0()OPM/ICHHIO T[posoautcs B
OCHOBBI JIOKa/IbHbIX HOPDMAaTUBHBIX aKTOB MO0 yNpaB/IeHHIO tdopme
AOKYMEHTAaI[OHHOT'0 nepcoHanoM. CuTyaluoHHOe 3a/jaHue «OImnOKY B MPaKTUYeCKOro
obecnieueHust LITaTHOM pacCIMCaHHN» 3aHATHS,
ynpaB/ieHus CuTyalMioHHOe 3aflaHue « AYAUT IMPaBUI BHYTPEHHETO npe/rosiaraer
IepCcoHa/IoM TPYAOBOrO pacropsiika» CUTyalMOHHOe 3a/jaHue aHanus

«ITonoxxenrne 06 0OpabOTKe IMEpPCOHANMBHBIX JAaHHBIX. CUTYal[MOHHBIX
Kakum eMy OBbITE?» 3a/1aHUH.
Pa3paboTKa JOKYMeHTOB, KaCaroIUXCsl 3al{UThI
MepCOHa/IbHBIX JaHHBbIX COTPYAHUKOB OpraHM3aLiu
4 ®opMHpOBaHUe U Be/leHHe JUYHBIX fAel. CocTaBieHue
JIOKYMEHTOB JIMUHOI'O /lejla COTPYJHMKA [0 OCHOBHBIM
jTanam paboTel epcoHana (TipueMm, TIepeBo/l, YBOJIbHEHNE,
arrectaius U T.74.). CocTaB/ieHre BHyTpeHHel ormucu
JIOKYMEHTOB JIMUHOTO JieJia.
CocTaB/ieHUe 3aBepUTeTbHON HaJITUCH.
IMoaroroBka MMYHOrO Aena AJis Iepefiaud Ha apXUBHOe
XpaHeHue.
5 JInyHasa KapTo4dka.
CocTaBrneHue TMYHOM KapTOUKU pabOTHHUKA.
BreceHue v3MeHeHUI U UCTIPaB/IeHUH B IMUHYIO KapTOUKY.
KaproTeka /IMUHBIX KapTOUeK: MpaBusa BefleHus..
6 JloKyMeHTHpOBaHUe MPOLeCCOB ABH)KeHUs Ka/ipoB.

INTomarosas npoyesfypa odopmiieHUs OCHOBHBIX
KaJpoBbIX Tpouenyp (mpuem, IepeBof, IepeMellleHue,
npeZlocTaBeHUe OTIIyCKa, KOMaHJUpPOBaHUe, YBOJIbHEHUE).
Oco6eHHOCTH MO/ITOTOBKY MPUKA30B TI0 IMYHOMY COCTaBYy.
CuTyaloHHble 3afaHusl «AHaIu3 TPYLOBOTO JOrOBOpa»,

«[Ipuem Ha paboTy», « AYIUT YBOJILHEHUN»
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Begenne M XpaHeHHMe TPYAOBBIX KHIDKEK. 3arlo/THEHHe
THUTYJBHOTO JIUCTA TPYAOBOU KHIDKKH.

3anonnenvie pa3pmena «CeefieHWss 0 paboTe». 3aroyiHeHVE
pa3ziena «CBeJieHUsI O HaTPaXKJeHUSIX».

BHeceHne W3MeHeHHUH 1 IOTIOJTHEHUH B TPY/IOBYIO KHIDKKY.

8 HomeHk1aTypa Jen KaapoBod cayxo0bl. [loHsTre
HOMEHK/IaTypel fen. CocTaB/ieHWe HOMEHK/IATyphbl [ien
KaJIpOBOM CITy>KOBI.

9 |Pa3pen III. dopMmupoBaHue jeJl. IIpoBoguTcs B
CucremaTusanus 1 TpeboBanusi, TIpebsABsieMble K (JOPMUPOBAHUIO topme
XpaHeHHe JOKyMEeHTOB | /iesl Ka/[poBOH ciryk0b1. @OpMHUpOBaHHe MPaKTUYeCKOro
Ka/IpoBOii CJIy)K0bI 3arojIoBKOB fieJl. 3aHATHS,

rpejriosiaraeT

10 IlopAfoK MNOATrOTOBKH [OKYMEHTOB K apXMBHOMY |ananus

XpPaHeHH10. CUTYaLlUOHHbIX
INogroroBka [JOKYMEHTOB K apXUBHOMY XpaHEHMUIO. 3a/jaHHU.

IMonHoe u wyacTHUHOE OOPMIIEHHE JIe.
ITpoBeieHMe SKCTIEPTU3HI LIEHHOCTH JOKYMEHTOB,

HPI/I N3y4eHUHU OUCLHUIUVIMHBI MOTYT IIPHUMEHSATCA 3JIEKTDOHHOE 06y‘JEHI/Ie, JAWUCTAHIIMOHHbIE

obpa3zoBaresibHbIe TeXHOMOTHH B cooTBeTcTBHH ¢ PT'OC BO.

2.3.3 KypcoBblie paboThI — He IPeAyCMOTPEeHbI.
2.4 TlepeueHb yueOHO-METOAHUYECKOr0 oO0ecmedyeHHsi /Il CAMOCTOATE/IbHON PadoOThI

00yYarIMXCA MO JUCHHUIVIHHE (MOJYJ/TI0)

[MepeueHb yueOGHO-METOIMUECKOTO 06ecriedeHHs JUCLUIUTHHEI TI0 BHITTOTHEHHIO
Ne Bup CPC CaMOCTOSITeJTEHON PaboThI
1 |TIpopaboTka TeOpeTHUEeCcKOro
Marepuana  (MOArOTOBKa K
npo0JieMHBIM CEMUHAPaM) Metopnueckre peKOMeHJAlMM Ui CTY[EHTOB HarpaB/eHWs yIpaBleHue
2  |BbimojiHeHWe MHAMBUYa/IbHbIX|[[IEPCOHANIOM MO BBINOJHEHHIO THCbMEHHBIX paboT, CaMOCTOSITeTbHOM paboThl,
3aflaHul (roAroToBKa|yTBep>KAeHHble  Kadepoil  yrIpaBleHHs I1epCOHaJOM M OpraHU3aljMOHHOM
Co00IIIeHNH, TIpe3eHTaLi) TICUXO0JIOTHeN
3 |llogroroBka K  TeKylleMy
KOHTPOJIIO

YueOHO-MeTOAMUeCKre MaTepyasbl il CaMOCTOSITeNIbHONM PaboThl 00YYaroIMXCs W3 UKC/a

WHBaJIMZIOB U JIUL] C OrPaHUUeHHBIMU BO3MOKHOCTSIMH 3710poBbsi (OB3) ripefjocTaBnsitoTcst B popmax,
a/IaTITUPOBAHHBIX K OTPaHUUEHUSIM UX 3/[0POBbsI U BOCIIPUATHS MH(DOPMAI[UH:

711 UL C HapyILLIeHUsIMUA 3peHUs:

— B [1eyaTHo ¢opMe yBeJIMYeHHBbIM HIPUPTOM,

— B (hopMe 3/IeKTPOHHOTO [JOKYMEHTa,

— B (hopme ayznodaiina,

— B TleyaTHOU (popMe Ha si3bike bpaiins.

1711 nyL| C HapyILIeHUsIMU CIyXa:

— B IleyaTHoOU (popme,

— B (hopMme 3/IeKTPOHHOTO [JOKYMEHTa.

i1 UL C HapyILIeHUsIMU OTIOPHO-/IBUTATe/IbHOTO arirapaTa:
— B leuaTHo opme,

— B (hopMe 3/IeKTPOHHOTO [JOKYMEHTa,

— B (hopme ayzuodaiina.

[aHHBIM TiepeueHb MOXKeT OBbITh KOHKDETU3MPOBAaH B 3aBUCUMOCTH OT KOHTHHI'€HTa

00yUaroIIUXCS.

3. OOpa3oBare/ibHbIE TEXHOJ/IOTHH, MPUMeHseMble PH 0CBOeHUH JUCLHIUIUHBI (MO/y/Is1)
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B xome w3yyeHMsI  JUCLMIUIMHBI  TIpeAYCMOTPEHO  MCIIO/Ib30BaHMEe  CJIe[YHOLIUX
oOpa3oBaTe/TbHBIX TEXHOJIOTHH: JIEKI[UH, TIPAKTHYeCKHUe 3aHSTHS, Npob/ieMHOe 00ydyeHre, MOAY/IbHas
TEXHOJIOTHsI, TI0/ITOTOBKA MUChbMEHHBIX aHATUTHUECKHX paboT, caMOCTosiTe/TbHasi paboTa CTYZIeHTOB.

KomrneTeHTHOCTHBIN TOJXOJ, B paMKax TMpernojilaBaHvs [JUCLUIUIMHBI peanv3yeTcsi B
WCIO/Ib30BaHUM MHTEPAKTUBHBIX TEXHOJIOTUMA M aKTUBHBIX METO/IOB (MPOEKTHBIX METOAUK, MO3TOBOT0
mTypMa, pa30opa KOHKDETHBIX CHTyal[ii, aHa/iu3a TeJaroruyecKux 3a/ay, Iearoruueckoro
9KCIIepUMEHTa, UHBIX (JOpPM) B COUeTaHUM C BHeayIUTOPHOM paboTOM.

NHdbopmalivoHHble TeXHOIOTUU, TPUMEHsIeMble TPU M3yUYeHHH [JUCLUIIMHBL: UCTO0Ib30BaHUe
MH(GOPMALIMOHHBIX  PeCypCcoB, [AOCTYMHbIX B WHGOPMAI[MOHHO-Te/IEKOMMYHUKAIIMOHHOW — CeTH
WHTepHeT.

ApantuBHBIE 00pa30BaTe/bHBIE TEXHOIOTHUH, IPUMEHsIEMbIe TIPY U3YUeHUN AUCIUTUTUHBI — JJ1s1
JUL] C OrpaHWYEeHHbIMU BO3MO)KHOCTSIMH 3/J0POBbsSI MpEeAYyCMOTpEHAa OpraHu3alysi KOHCY/JbTalUld C
WCII0/Ib30BaHHUEM 3/IEKTPOHHOW MOYTHI.

4. OueHouHble CpeACTBA A TeKyLIero KOHTPO/isi YCIIeBaeMOCTH U HNPOMEeXyTOYHOH
arrecTanuu

OLleHOYHbIE Cpe/CTBA TpeJHa3HAaueHbl /s KOHTPOIsS W OLeHKU 00pa3oBaTe/bHBIX
JOCTI)KEeHUM 00yuaroIyxcsi, OCBOUBIIMX MPOrpamMMy yueOHOU JucLUIIMHbBI «HOopMaTUBHO-TIpPaBOBOE
Y JOKyMeHTaLMOHHOe 00ecrieueHre TPYAOBBIX OTHOLIEHHIA».

OueHOuHble CpeJCTBA BK/IOUAeT KOHTPOJIbHblEe MaTepuasbl [ijisi TPOBeJeHHs TeKyIero
KOHTPO/II B (oOpMe TeCcTOBBIX 3aflaHUi, /IOK/Iafla-TIpe3eHTalid 10 MpoOJIeMHBIM  BOMpOCaM,
pPa3HOYPOBHEBbIX 33/laHWM, CUTYallMOHHBIX 33/lad ¥ MPOMEXYTOUHOM arTecTariud B ¢opme
BOIPOCOB K 3K3aMeHY.

CTpyKTypa OL|€HOYHbIX CPeAACTB /JIsl TeKYyIlled U MPOMEeKYTOYHOM aTTeCTaluu
No HauMeHoBaHMe OL}eHOYHOIO CpeJiCTBa
Kog u HauMeHOBaHUe =
1/ WHKaTOpa Pe3ysnbTathl 06yueHns Texymmii ITpomerxyTouHas
1 P KOHTPOJTb aTrecTauus
Bnazeer orgenbHeIMM @ 3HaHWAMH B | Bompocs! asis Bomnpoc Ha
obnactu  3akoHogarensctBa P® o | ycTHOrO JK3aMeHe
TepCOHAa/IbHBIX JlaHHBIX, OCHOBBI | (TIMCBMEHHOTO) 1-5
1 TPYZ0BOrO, apXMBHOTO, | OIpoca Io TeMe,
MUHUCTPAaTHBHOIO, MUIPALUOHHOIO aszen
NK-LUA- 1. 3wmars | P > Murpan » | PAARTY
Ha/I0roBOro 3aKOHO/,ATe/IbCTBa,
OCHOBBI
3aKoHO/jaTenbCcTBa B cepe OT
3aK0HOjaTe/AbCcTBa P® o
B wesiom, BazieeT 3HaHUSIMU B obsactyl | PeleHue Bonpoc Ha
NepCOHA/ILHBIX AAHHBIX,
3aKOHOZATe/NbCTBa P® 0 MepcoHaNbHBIX | CUTYalMOHHBIX U | 9K3aMeHe
OCHOBBI TPYAOBOIO,
ADXUBHOLO JIaHHBIX, OCHOBBI TPYZOBOIO, | NpaKTU4eCKUX 6-10
2 P > apXUBHOTO, aZIMMHUCTPATHBHOIO, | 3a7iay M0 IJIaHy
a/iAMMHUCTPAaTUBHOIO0
MUTPaLMOHHOI O, HAJIOTOBOTO | MPOBIEMHOTO
MUTPaliOHHOI'0 ,
3aKOHO/IaTe/IbCTBa, 3aKOHO/aTebCTBa B | ceMUHapa
HaJIOr0BOro
cdepe OT
3aKO0HO0/|aTe/1bCTBa,
YBepeHHO Biajeer 3HaHusMu B | Ilogroroska Bormpoc Ha
3aK0HO/aTe/IbCTBa B o
cdepe OT obnmactTi  3akoHOfaTesnbcTBa PD 0 | coobieHuit o JK3aMeHe
) IepCOHAIbHbIX JIaHHBIX, OCHOBBI | IJIAHY 11-15
3 TPYZ0BOrO, apXvBHOTO, | TIPO6JIEMHOTO
aZIMUHUCTPAaTUBHOIO, MUIPALMOHHOIO, | ceMuHapa
Ha/I0roBOro 3aKOHO/,ATe/IbCTBa,
3aKOHO/aTe/ibCTBa B cdhepe OT
Borpocs! gis Bormpoc Ha
Ob6najaer  3HaHMsAMH B 06jacTH P A P
ea/M3aLH CUCTEMbI CTPATErHuecKoro | o ho o Jr3avene
4 | IIK-2.UJ- 1. Cnocoben P H P (TMCBMEHHOT0) 16-20
u OIepaLiOHHOr0 yrpaB/eHus
peaM30BBIBaTh CUCTEMY orpoca 1o TeMe,
[1epCoOHaIoM
CTpaTernyeckKkoro u pasjeny
OIIepaIjMOHHOI0 Perenue Bomnpoc Ha
B upenom, Cc mDOMOWIBH 3KCOEPTOB
ynpasJ/ieHUsl CUTYallMOHHBIX U | JK3aMeHe
CrocoOeH  peasiM30BbIBaTh  CHUCTEMY
5 | mepcoHajaoM MpaKTUYeCKUX 21-25
CTpaTeruyeckoro Y  OMNeparioHHOIO
3a/,au 10 MJIaHy
yrpaBJieHUs IepCOHAIOM
npo06JIeMHOTO
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ceMHHapa
[ToaroroBka Bornpoc Ha
CriocobeH CaMOCTOSITe/TEHO N
Co00I11IeHHH 10 JK3aMeHe
pea30BhLIBATh CUCTEMY
6 T/IaHy 26-30
CTpaTeruyeckoro Y  OMNeparjioHHOTO
npo06JIeMHOT0
yTpaBJieHUs [1epCOHAIOM
ceMHHapa
3HaeT OT[je/IbHBIe JOKyMeHTBI, | Bompocsr s Bomnpoc Ha
HeoOXoJuMble [JIs1  COIPOBOXK/EHUS | YCTHOTO JK3aMeHe
7 TIPOLIeCCOB To yTpaByieHuio0 | (TMTHCHbMEeHHOT0) 31-35
INK-3.U[J- 1 Ymerpb | IepcOHalOM B COOTBETCTBMM  C | OIpoOcCa I0 TeMe,
o0ecneuynBaTh TpebOBaHUSIMHU 3aKOHOZATEbCTBA pasgeny
JIOKyMeHTaIMOHHOe Pemennie Bormnpoc Ha 3auete
B uenom, ymeer  obecrieunBaTh
CONPOBOXKAeHUe CUTYallMOHHBIX U | 3K3aMeHe
JIOKYMEHTal[MOHHOe  COMPOBOXKJEHNe
MpoLeccoB no MpaKTAYeCKUX 36-40
8 TIPOLeCCOB To yTIpaB/IeHUIO
yIpaB/IeHHI0 3a/,a4 110 IJIaHy
MepCOHAa/IoOM B COOTBETCTBUU  C
MepCcoHa/IoM B npo6JieMHOT0
TpebOBaHUSMY 3aKOHOZATETbCTBA
COOTBETCTBUH c ceMHHapa
Tpe0OBaHUAMU YMeeT caMoCTOsITeNIbHO obecrieunBath | IToAroTOBKa Bormpoc Ha
3aK0HO/aTe/IbCTBA [OKyMEHTAlL[IOHHOe  COTIPOBOXKJEHHUe | COOOILeHHH 110 JK3aMeHe
9 IpOLIeccoB 1o yIIpaB/IeHUI0 | MJIaHy 41-45
MepcoHa/ioM B COOTBETCTBUM  C | TpobjeMHOro
TpeOOBaHUSIMU 3aKOHOJATeNbCTBA ceMHHapa

IToka3arTe/nd, KpUTEPHH U IKa/Ia OleHKH c()OpPMHUPOBAHHBIX KOMIIETEeHI[HI

CoOTBeTCTBHE YPOBHEM OCBOEHHsI KOMITETEHLIUY T/IAHUPYEeMbIM pe3yJibTaTaM 00yueHus 1
KPUTEpUSIM UX OL|eHHBaHHsI

KO,IL U HaMeHOBaHNe

WHJMKaTopa

TIOPOTrOBBII | 6a30BbIii | TIPOZIBUHYTHIM
OrieHkKa
Y 10B/I€TBOPUTENBHO Xopo1io OTnuHO

IIK-1. CITOCOBEH PA3PABATBIBATb CUCTEMY CTPATEI'MYECKOI'O ! OITIEPAIIMOHHOI'O
YIIPABJ/IEHUA ITEPCOHAJIOM

INK-1.1A- 1. 3narb | Biageer oTAenbHbIMU | B 11eJ10M, BJIaZleeT | YBepeHHO B/aJeeT 3HaHUSMU B
OCHOBBI 3HaHUSMM B o0/acTH | 3HaHuMsSMM B 0bsact | o6sacTy 3aKoHOJaTeasCTBa PP 0
3akoHojaTreabcTBa P® | 3akoHOzarensctBa P® o | 3akoHOfarensctBa PP 0 | mepcoHa/bHBIX [aHHBIX, OCHOBBI
0 NMepPCOHA/IBHBIX | MePCOHA/NbHBIX  JIJaHHBIX, | ePCOHA/BHBIX [lJaHHBIX, | TPYAOBOTO, apXMBHOTO,
JIaHHBIX, OCHOBBI | OCHOBBI TPY/ZIOBOTO, | OCHOBBI TPYZOBOIO, | aAMUHUCTPAaTUBHOTIO,
TPYAOBOr0, apXMBHOI0, | apXUBHOIO, apxUBHOTO, MUTPaLIMOHHOTIO, HasIoroBOro
a/IMUHHCTPAaTUBHOT0 , | aIMUHHACTPAaTUBHOTIO, aZIMUHUCTPATUBHOTO, 3aKOHOJaTe/bCTRa,
MHIPa{IOHHOT0 » | MUrpaLuoHHOrO, MUTPaLMOHHOTO, 3aKoHoJarTenbcTBa B cepe OT
HaJI0r0BOr0 HasoroBOr0 HaIoroBOr0

3aKO0HO0/|aTe/IbCTBA, 3aKOHO/IaTe/bCTBa, 3aKOHO/IaTe/bCTBa,

3aKOHO/aTe/IbCTBA B | 3aKOHO/|aTe/bCTBA B cpepe | 3aKOHO/ATeTbCTBA B

cepe OT oT cdepe OT

IIK-2. CIIOCOBEH PEAJIN30BBIBATH CUCTEMY CTPATETMYECKOI'O 1 OIIEPAITMOHHOI'O
YITIPABJIEHUNMA ITEPCOHAJIOM

IIK-2.1]1- 1. | O6nagaer 3HaHussMu B | B menom, c¢ momouipto | CriocobeH CaMOCTOSITE/TbHO
Cnocoben obsiactu peanu3alyy | 3KCIepToB cnoco0eH | peanr30BLIBATh cucTemy
pean30BBIBaTh CHUCTEMBI pea30BbIBaTh CHCTEMY | CTPaTErMyeckoro u
cucTeMy CTpaTern4ecKoro U | CTpaTernyeckoro Y | OmepaLyioHHOTO yIIpaB/ieHust
CTPaTeru4ecKoro M | OMEepalyoHHOr0 OTepaI[MOHHOTO TepCOHAIOM

OIeparUoHHOr0 yTIpaBJ/ieHHs TIEPCOHA/IOM | YIPABJIEHHs IEPCOHATIOM

ynpasJ/ieHus

IePCOHAIOM

I[IK-3. CIIOCOBEH AJMUHUCTPUPOBATH IIPOIECCBI W [JOKYMEHTOOBOPOT IIO
CTPATETMTYECKOMY U OITEPAITMOHHOMY YIIPABJIEHUIO ITEPCOHAJIOM

INIK-3.UA- 1 Ywmerb | 3Haer oTAenbHble | B L1eJIoM, yMmeeT | YMmeer CaMOCTOSITe/ILHO
o0ecneuynBaTh JIOKYMEHTEI, obecreunBaTh obecrieunBath
JAOKYMEHTaLHOHHOE HeobOXxoa1Mble JJs1 | AOKYMeHTallOHHOe JOKYMEHTALIOHHOe
COIIPOBOXKAEHHE COIIPOBOXKJEHUSI COIIPOBOXKZEHNE COMNPOBOXK/IEHNE TPOLIECCOB TI0
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MPOLeCCOB 1O | TIPOLIeCCOB O | MpOLiecCcoB 1O | yrpaB/ieHWI0  [ePCOHAIOM B
yHpaBJ/IeHHIO yIIpaB/IeHUI0 TIePCOHAJIOM | YIpaBJIeHUIO COOTBETCTBUM C TpebOBaHUSAMHU
MePCOHA/IOM B|B COOTBETCTBHUU ¢ | mepcoHasoM B | 3aKOHOZATEbCTBa
COOTBETCTBUHU ¢ | TpeGOBaHUSAMU COOTBETCTBHHU C

TpeOOBaHUAMH 3aKOHOJ/IaTeNbCTBA TpeboBaHUSIMU

3aK0HOATe/IbCTBA 3aKOHO/IATeNNbCTBA

TunoBble KOHTPO/IbHBIE 33/JaHUs WIM WHbIE MaTepHa/ibl, HEOOX0AUMBIe /ISl OL{eHKH
3HaHUM, yMeHHWI, HABbIKOB U (W/IM) ONBbITA JeAAITeIbHOCTH, XapPaKTePHU3YIOMIMX 3Tambl
(opMHUpOBaHHA KOMIIETEHI[HI B MpoIjecce 0CBOeHHUs1 00pa3oBaTe/IbHON MPOrpaMMbI

4.1.1. Bomnpocsl o Npod/jeMHBIM CEMHUHApPaM

LEO®NQ kW

12

Cny»x0a TOKyMeHTalMOHHOTO 00ecreueHus yIrpaB/ieHus, e/, 3aau, (GyHKLIWH.
Tpu dhopmMbl OpraHvsalyy Je0npor3BOCTBaA.
Bxogsiue 10KyMeHThI, TpoLiecce IBUKeHUS.
Wcxopsiiye JOKYMeHTbI, TpOLiecce JBHXKEeHMUS.
Peructpanms u uHjeKcalus JOKYMeHTOB, ONpe/ie/ieHre, MPUHLUITBI BbITTOJTHEHUS,

GyHKLMN.
Howmenknarypa fien, oripefiesieHre, BU/IbI, TIOPSJI0K COCTaB/ieHUsl, (QYHKIWU.

dopmupoBaHue fiel, TpeiHa3HaueHue, Tarlbl.
OpraHur3alMoHHO — [PaBOBasi JJOKyMeHTalUsl, OrlpejiefieHue, rpejHa3HaueHue.
PacriopsifuTenibHbIe JOKYMEHTHI, OTpe/ie/ieHre, rpe/iHa3HaueHue.




10. VHdopmaLMoHHO - CripaBOYHbIe JOKYMEeHTHI OIlpejie/ieHue, IpejHa3HaueHue.

11. ¥YcraB, npeaHa3HaueHre, CTPYKTypa, TpeboBaHuUsS K 0(hOpMIeHHIO.

[MTono>keHre 0 CTPYKTYPHOM TO/pa3zieieHuH, TipeiHa3HaueHre, CTPYKTypa, TpeboBaHust
K 0(hopMIIeHHIO.

13.  [Jo/mKHOCTHAs MIHCTPYKLUS, TIpeJHa3HaueHne, CTPYKTypa, TpeboBaHUs K 0(hOPMIIEHHIO.

14. IlltaTHOe pacmucaHue, peJjHa3HaUeHUe, CTPYKTYPa, TpeOoBaHMs K 0hOpMIIEHHIO.

15. TIlpouenypa n3zaHust npyKasa.

16. TIpouenypa co3faHust IPOTOKOJIA.

17.  JoknazHas 3amucka, ornpeziesieHue, TIOPsZI0K COCTaB/IeHus], TpeboBaHus K 0(OpPMJIEHHIO.

18. CnyxebHas 3ammcKa orpe/iesieHre, MOPsJ0K COCTaB/IeHus], TpeboBaHUs K 0OPMIIEHHIO.

1. OOBsicHUTeTbHAas 3aIMCKa OTpe/iesieHre, TOPSI0K COCTaB/IeH s, TpeboBaHUs K

otopmeHuO.

20 PexomeH/jaTelbHOE TIMCHMO OTIpeZiesieHue, TIOPsZIOK COCTaB/IeHus], TpeboBaHUsl K
oopmrenuto. YHupuKalus GopM JOKYMEHTOB, CYLIHOCTb, PYHKLH, TPUHLUI
NIpOBeZleHus

21, (Tabens hopm, AnsboMm dhopm).

22. AKT U cripaBKa Tpe/iHa3HaueHre, COCTaB/ieHe, PeKBU3UTHI.
23. AsropuTtMm TipueMa Ha paboTy.

24. AsnropuTM TiepeBoOjia Ha ApPYTyo pabory.

25. AJITOpDUTM YBOJIbHEHUS COTPY/JHUKA.

26. A/ropuTM IpefoCTaB/ieHus OTITyCKa.

27. JlnuHasi KapTouka T-2, Mopsi/loK 3aro/HeHusI.

28 TpyZaoBoii OrOBOP, CTPYKTYPA, MpeJjHa3HaueHrne, 0COOeHHOCTH COCTaB/IeHUS U
©  NIOAIMCaHUI.

29. BepeHue TPyZOBOUW KHIDKKH: OOII[HE ITOJIOKEHUS.

30. Bxiagpi u Ay0/UKaT B TPYAOBYIO KHIKKY, YC/IOBHS BbIIauM, aJITOPUTM 3aTlO/THEHUSI.
31. loBepeHHOCTb Ha MOyUYeHHe MaTepPUaTbHBIX 1[eHHOCTEH.

3 OdopmeHne TMUHOTO Jie/la COTPYAHUKA.

33. Tlopsigok XpaHeHUsI JOKYMEHTOB U TepeJjau B apXuB.
34. [JokyMmeHTal[{sl TI0 TIOOL[PEHUI0 PAOOTHUKOB U IUCIIUTTAHAPHBIM B3bICKAHUSIM.

ITepeuenb uacmu KomnemeHyuli, NpoeepsieMblX OYEeHOUHbIM CPeOCMBOM:

IMMK-3.1[J- 1 YMeTb obecrieurBaTh AOKYMEHTALMOHHOE COIPOBOXKJEHHE TIPOLeCCOB TI0
yTIpaB/eHUIO TEePCOHA/IOM B COOTBETCTBHM C TpeboBaHWsIMU 3akoHoparenbcTtBa [1K-3.U/J- 1
YMeTb obecrieurBaTh [JOKYMEHTALIMOHHOE COTMPOBOXK/EHWe TIPOLIeCCOB T10  yTIpaB/IeHUIO

NIepCoOHAaIoM B COOTBETCTBUU C TpeboBaHUAMU 3aKOHO/aTebCTBa

4.1.2 CooO0I11jeHHs COTJIACHO MUIaHy MPO0/IEMHOr0 CeMHHapa

1. Cospaiite WORD - gokymeHT opmara A-4 corsacHO INpaBwiam oO(OpM/eHHs
KOHCTPYKLIMOHHOM CETKU C pa3/IMYHbIMU PEKBU3UTAMU.

2. CornacHo 1TipaBW/aM IIOCTPOEHHsI TeKCTa pacIOpsiAUTe/IbHOTO — JOKyMeHTa
NpUBe/IMTe TIPUMep TeKCTa JJOKYMeHTa (HareuaTaiTe TeKCT Ha JiucTe opmarta A4).

3. YeMm orivuaercsi oopMmieHMe TpHKasa M0 JMYHOMY COCTaBy? B pasmuuHbIxX

MCTOYHHUKAX Habure obpaser| MprKasa IO JIMUHOMY COCTaBY (pacrieuaTaTb Ha JMCTe dopmara
A4).

4. Wcnone3yss matepuan u3 Ilpunoxkenusi 1 «PekoMmeHJalMu MO HCIO/Ib30BAHUIO
TIPY HaNWCaHWU JJOKYMEHTOB OT/e/IbHbIX Hanbosiee 4acTo yroTpeOsisieMbIX CJIOB M YCTONUMBBIX
COUETaHMI» COCTaBbTe 3 pas/MUHBIX JOKyMeHTa (MUCbMO, MpHKas, akT U Ap.). OdopMuTs Ha
muctax  ¢opmara A4, pyukol WM MapKepoM OTMeTHTb HCIO/b3yeMble C/0Ba WU
CJIOBOCOUETaHUs, TIOAMUCaTh K KaKoMy 00Ky peKoMeHJalLuii OTHOCUTCS (HampuMmep, oKa3amb
NOMOWb - YCTONUMBBIN 000pOT peun).



IlepeueHb uacmu KomnemeHyull, npogepsiemMblx OYeHOUHbIM CPedCmMBOM:
[IK-1.M[1- 1. 3HaTb OCHOBBI 3aKOHOAATe/bCTBA PD 0 NepcoHanbHBIX [JaHHBIX, OCHOBBI
TPYZOBOI'0, apXVMBHOI'0, 8MUHUCTPATUBHOI'O , MATPALJMOHHOIO , HAJIOTOBOI'0 3aKOHO/aTe/IbCTBa,
3aKoHo/aTenbCTBa B cepe OT
IMK-2.1d- 1. CnocobeH peann30BbIBaTh CUCTEMY CTPATerMUYeCKOr0 W OMepaljioOHHOTO
yIIpaBJIeHUs [IePCOHA/IOM
MMK-3.1[J- 1 Ymerb obecreurBaTh AOKYMEHTALIMOHHOE COTIPOBOXKAEHHE MPOLIeCCOB I10
yTIpaBJIEHUIO TIEPCOHA/IOM B COOTBETCTBUH C TPeOOBaHUSIMH 3aKOHO/IaTe/TbCTBA
4.1.3 PerieHye CUTYaIl[HOHHBIX 3a/1a4 M0 IJIaHy NMP00/IeMHOI0 cCeMHHapa
1. CoctaBbTe U odopMUTe TpPHKasbl IO OCHOBHOM [JesiTe/IbHOCTU, B Cllyuyae
Heo6x01UMOCTH 100aBbTe HeZIOCTAOLYI0 UH(OPMALIHIO:

C uenbio TIPUB/IEYEHHS] CTIOHCOPOB [jisi 0becrieueHsl TIPOM3BO/ICTBEHHOM [lesITelTbHOCTH
reHepasibHbIN  upekTop OO0 «MonTep» (r. EkarepunOypr) O. I'. CokonoB 20 ceHTSOps
TeKylllero roja M3jasa NpuKas O CO34aHUM KOMMEepPUeCKOro OTZesa CO CJIe[YIOLIMM IITaTHbIM
COCTaBOM: KOMMepYeCKUM JUPeKTOp — 1 WIT. efl., BeAYIIUK CrIeLjuanrcT — 1 WT. ef., ClieuaaucT

- 1 wr. en.

'naBHOMY Oyxrantepy npeanpusitusi ['. A. T'opsiueBy ObLIO TIOPYUYe€HO BHECTH M3MEHEHHUSI
B IUTAaTHOe paclucaHue INpeAnpusATUsS Ha 4-i KBapTaa TeKyllero roja W BbIHECTM Ha
yTBep)K/leHre HOBBIA AOKYMeHT K 1 okTs0psi. HauanbHuky otgena kagpoB T. H. UrHateeBy
TIpe/INTMCAaHO YKOMITZIEKTOBaHHMe OT/esia KaZipaMy C BBICIIMM 5KOHOMHYECKHMM 00pa3oBaHHeM K
10 okTs0psL.

OTBeTCTBEHHOCTH 3a MCIIOJTHEeHHe MpHUKa3a JUPeKTOp OCTaBU/I 3a cOO0M. JJaHHBIN NIPOEKT
TIpUKasa COCTaB/IsA/I CeKpeTaphb reHepanabHOro aupekropa 1. M. Biacosa.

IlepeueHb wacmu KomnemeHyull, npogepsiemMblx OYeHOUHbIM CPedCmMBOM:

[IK-1.M[1- 1. 3HaTb OCHOBBI 3aKOHOAATe/bCTBA PD 0 NepcoHanbHBIX [JaHHBIX, OCHOBBI
TPYZ0BOI'0, apXVMBHOI'0, 8MUHUCTPATUBHOIO , MATPALIMOHHOIO , HAJIOTOBOI'0 3aKOHO/aTe/IbCTBa,
3aKoHofaTenbCTBa B cepe OT

IMK-2.1Md- 1. CnocobeH peann30BbIBaTh CUCTEMY CTPATerMUeCKOro W OMepaljioOHHOTO
yIIpaBJIeHUs [IePCOHA/IOM

MMK-3.1[J- 1 Ymerb obecreurBaTh AOKYMEHTALIMOHHOE COTIPOBOXKAEHHE MPOLIeCCOB I10
yTIpaBJIEHUIO TIEPCOHA/IOM B COOTBETCTBUH C TPeOOBaHUSIMH 3aKOHO/IaTe/TbCTBA

4.1.4 TTogroToBKa COOOIIeHHH 10 TJIaHy MP00/IEMHOr0 CeMHHapa

[Tpoanamusupyiite 'OCT P 7.0.97-2016. Cucrema cTaHfapToB MO WH(OpMAaLUH,
O6ubsvoTeyHoMy U U3JaresibCKOMy JAeny. OpraHu3alMOHHO — -pacriopsiiuTesbHast
JnokyMmeHTauus. TpebGoBaHus K OGOPMJIEHHIO JOKYMEHTOB, OTBETbTE Ha CleAyHoIue
BOIIPOCHI:

1) Havite orpesesneHde TIOHATHIO  «PeKBU3UT». (CKOJBKO  PEKBHU3UTOB
CYLLeCTBYeT y JOKyMeHTa (110 JaHHOMY FOCyZapCTBEHHOMY CTaHZapTy)?

2)  Kakue TpeGoBaHHSI B COOTBETCTBHU C JJaHHBIM HOPMAaTHBHBIM JOKYMEHTOM
JIOJDKHBI TIPebSIB/ISATHCS K O/1aHKaM JIOKYMEHTOB?

[lepeueHb uacmu KomnemeHyutl, npogepsieMblx OYeHOUHbIM CPedCmeoM:

[IK-1.M[1- 1. 3HaTb OCHOBBI 3aKOHOAATe/bCTBA PD 0 NepcoHanbHbBIX [JaHHBIX, OCHOBBI
TPYZOBOT'0, apXMBHOI'0, 8MUHUCTPATUBHOI'O , MUTPALIMOHHOIO , HAJIOTOBOI'0 3aKOHO/aTe/IbCTBa,
3aKoHo/aTenbCTBa B cepe OT

IMK-2.1d- 1. CnocobeH peann30BbIBaTH CUCTEMY CTPATErMUeCKOr0 W OTepal[iOHHOTO
yTpaBJ/ieHUs! [IepCOHAaI0M
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[MK-3.1[0- 1 Ymerb obecrieunBaTh JAOKYMEHTAJMOHHOE COTIPOBOJK/EHHE IPOLIeCCOB T10
yIIpaB/IeHUIO [1IePCOHAIOM B COOTBETCTBUHU C TpeOOBaHUSMU 3aKOHO/aTe/IbCTBa

4.1.5 TIpuMepHbIe BONPOCHI HTOTOBOr'0 TeCTUPOBaHUsl (MPOBOJUTCS MO0 BCEM TeMaM
y4e0HOro Kypca):

Bapwuanrt 1. (mpumep)
2. K opraHM3aijioHHbIM JOKyMeHTaM OTHOCUTCS:
A) nonokeHue 06
opranu3saumy; b)
yKasaHue;
B) npoToko.
3. PykoBoactBo OOO «CTpolcyrnepuHBeCTTOPI» PeLInIo NMpU 0(OPMJIEHUH MHUCbMa-
NpeJi/IoKeHUs] O COTPYAHMUYeCTBe CBOMM IapTHepaMm «l/IHBeCTCTPOUKOMKHPITAY»
WCTI0/Tb30BaTh U300pakeHre TOCyAapCTBeHHOro repba PO.
HackospKo mpaBOMOUHBI fleficTBUst pyKoBozicTBa ObiectBa? IloaTBepanTe CBOM OTBET
CCBIJIKOM Ha HOPMaTUBHbIE JOKYMEHTHI.

4. OdopmuTe HECKOBKO BUJOB pekBU3UTa «OTMeTKa O PUI0KEHUMN»:
® TIPUJIO’KEHUH B JOKYMeHTe HeCKOJIbKO;

® MpusIokKeHue COPOIITIOPOBAHO;

5. Ha kakue 8uobl 0OKyMeHmMo8 He pacnpoCcmpaHsiemcs

Oeticmeue I'OCT P 7.0.97-20167

a) yCTaB, M0JI0KeHUe, aKThl, TMCbMa, CIIPaBKH;

0) ycTaB, 3aueTHble KHWKKH, aKThl, TTMCbMa,

CMpaBKH; B) yCTaB, MOJI0XKEeHUe, aKThI,

yZI0CTOBepeHHs], CTIPaBKH.

6. Ilo pacnonosiceHuro pekgu3umos ebloesarom caedyoujue uobl 61aHKO8:
a) YIJIOBOW Y TIPOJOJ/IbHBIN;

0) yrioBoii u

LIeHTPUPOBAHHBIN; B)

yTJI0OBOM U

L|eHTPa/IM30BaHHBbIN.

[IK-1.[1- 1. 3HaTb OCHOBBI 3aKOHOAATe/NbCTBAa PD 0 INepcoHanbHbIX [JaHHBIX, OCHOBBI
TPYZ0BOI'0, apXUBHOI0, 8JMUHUCTPATUBHOIO , MUTPALIMOHHOIO , HA/IOTOBOI'0 3aKOHOATe/IbCTBa,
3aKoHogare/nbCcTBa B cpepe OT

[MK-2.0- 1. CnocobeH peann30BbIBaTh CUCTEMY CTPATETMUECKOTO W OTEPALMOHHOTO
ylpas/ieHus [1epCOHaI0M

[MK-3.10- 1 Ymerb obecrieunBaTh AOKYMEHTAIJMIOHHOE COTPOBOJKZEHHE IPOLIeCCOB I10
yIIpaBJIEHHIO IEPCOHAIOM B COOTBETCTBUU C TPeOOBaHUSMU 3aKOHOZATE/TLCTBA

3aueTHO-3K3aMeHallIOHHbIe MaTepHa/abl JJf MPOMEXYTOUHOM aTTecTaluu

(3x3ameH)

1. TlonsiTve cucTeMbl JOKyMeHTAllMOHHOTO o0ecrieyeHusi yTipaB/ieH!sl epCOHaIOM.

2. TpeboBanwus, pebsiB/isieMble K 0)OPM/IEHUIO PEKBU3UTOB Ka/IpOBOM I0KYMEHTALWH.

3. IlpupaHve JOKyMeHTaM HOPULUYECKOW CHJIBI.

4. Tlopsigok 06paboTKM M perucTpaLuy JOKyMeHTOB, X MH/eKcaluH. PerncrpalioHHbIe
(OopMBbI JOKYMEHTOB M UX 3arl0/IHEeHUe.
KoHTposnb ncroiHeHust JOKyMeHTOB.
Knaccugukarysi KagpoBbIX JOKYMEHTOB.

SR
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10.

11.
12.
13.

14.
15.
16.
17.

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.

OTMurs B TIOATOTOBKE TIPUKA30B 110 IMUHOMY COCTaBY U TIPUKA30B TI0 OCHOBHOM
JiesITeNTbHOCTH.

HopmaTuBHO-MeTofuueckast 0a3a, perjaMeHTHpYoLast OrOTOBKY Ka/lpOBOM
JIOKyMeHTaL[|H.

I[TpocTeie U C/10)KHBIE TIPHUKAa3bl: 0COOEHHOCTH 0OPMIIEHHUS.

[ToHsiTHE TPYAOBOTO JOTOBOPA, 00sI3aTeTbHBIX U IOTIONTHUTE/IBHBIX YCIOBUM TPYA0BOTO
ZIOTOBODA.

[TpaBuia opopmiieHNst peKBU3UTOB TPYA0BOTIO ZIOTOBOpa.

OcobeHHOCTH 0OOPM/IeHNs )KyPHaa PerucTpaLyy TPYI0BBIX 0TOBOPOB.

CocraB IOKyMeHTOB, TpeOyeMbIX OpraHaMu HaZj30pa U KOHTPOJIsI TIPH MPOBe/IeHnH
TIPOBEPOK.

OdopmieHne TIpoLie/[ypbl TIPOBEPKU KaJpOBOM JOKyMeHTAaLUH.

OcobeHHOCTH COCTaB/IeHUs )KypHasla yueTa MepoIpysiTUIA TI0 KOHTPOJTIO.

Buzipl mposepok.

OTBeTCTBEHHOCTH paboTozaTens ¥ GU3NYECKUX JTUL] Ha HeHa/Iexallee COCTOSTHUE
Ka/IpOBOM JI0KyMeHTaLWH.

HasHaueHue WHCTPYKIMHU TI0 JOKYMEHTAllMOHHOMY 00ecrieueHHI0 yrpaB/ieHust
niepcoHanoM. CocTaB pas/iesioB.

OcobeHHOCTH pa3pabOTKU M COCTaB/IeHUSI IITATHOTO PaCICaHKSI.

[TpaBu/a BHyTpeHHero TPY/J0BOT0 pacropsiika: Ha3HaueHue 1 Topsilok ohopMIIeHus!.
[TepcoHasnbHBIE AaHHBIE paboTHHUKA: COOp, XpaHeHHe, OTBETCTBEHHOCTH 3a
JIOCTOBEPHOCTb 1 He3aKOHHOE PacIipoCTpaHeHue.

OcCHOBHBbIE HOPMaTHBHO-TIPAaBOBbIE aKThl, PerJlaMeHTHUPYIOIKe paboTy ¢ TPyAOBBIMU
KHIDKKaMU PabOTHUKOB.

I[TpaBuia oopmeHus TPYJOBBIX KHIKEK, BHECEHHS JOTIOJTHEHHSI ¥ UCTIPaB/IeHUH B
HerpaBWIbHO BHeCeHHbIe 3aIlvCH.

ITopsifoK BeIZAUM TPY/IOBOM KHIKKUA PaOOTHHKY

Bk/iazibIiil B TPY/JOBYIO KHIDKKY.

Beigaua ny6sMkaTa TpyZOBOM KHIDKKH

YueT BMKeHHs TPY/JOBbIX KHI)KeK U BKJIa/IbIILIeH K HUM.

Odopmnenne npuema paboTHUKOB. COCTaB IOKyMEHTOB, TpeOyeMbIX MpH MpreMe Ha
paborty.

OdopmiieHre riepeBosia pabOTHUKOB Ha JIPYTYIO paboTy

OdopmieHne Tiporie/[ypbl KOMaHJUPOBaHUsI PAOOTHUKOB.

OdopmiieHue oTIycKa.

[TpaBu/ia ¥ CpOKU MOATOTOBKM rpadrka oTiyckoB (opma T-7).

Odopmenre nporLielypsl YBO/IbHeHUs] pAOOTHUKOB

OcobeHHOCTH cOCTaB/IeHUs YHU(DULMPOBaHHBIX ()OPM MPHUKA30B I10 JIMUHOMY COCTaBy.
dopmupoBaHUe U BeZieHHe MMYHBIX fiesl. COCTaB JOKYMEHTOB JIMUHOTO Jiefia.
BegieHuve inyHbIX KapTouek. [IpaBuia BHECeHUs UCTIPaB/IeHUN B JTMUHbIE KAPTOUKHU.
[MonsiTvie HOMeHKATYPHI fes1. [1opsiZiok cocTaBieHUst HOMEHK/IAaTyphl ie/T KaZpOBOM
CITyKOBI.

TpeboBanwusi, TIpe/IbsIB/ISIEMbIE K 3ar0JIOBKaM Ziejl. J7IeMeHThI 3ar0/I0BKOB JIel.
[Mopsinok dopmupoBanusi Aen. [Ipr3HaKku rpynIyupoBKY JOKYMEHTOB B Jiefia.
[TopsifoK MOATOTOBKM JOKYMEHTOB K aDXMBHOMY XPaHEeHHIO.

Knaccudukaiysi JOKyMeHTOB TI0 CPOKaM XpaHeHUs.

YactryHoe ¥ 11071HOe 0opMIIeHHe L.

CocraBreHre ¥ opopmiieHHe Orceit Jiel.

OpraHu3aLysi MpoBe/ieHNsT IKCIIePTU3bI [IEHHOCTH JOKYMEHTOB.

AAMHHHCTP&THBH&H OTBETCTBEHHOCTH 3a HApYyILIeHHe AEﬁCTBymLHEFO 3dKOHOJaTe/IbCTBa

10 apXUBHOMY JieJly.
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Kpurtepuu oueHuBaHus pe3y/IbTaTOB 00yUeHHUsI

Orenka KpuTepuu olleHHMBaHUS T10 5K3aMeHY
OLIEHKY «OT/IMYHO»/3aUT€HO 3aC/Iy’KMBaeT CTYZJEHT, OCBOMBILIWM 3HaHUA,
Bricokuit yMeHHsl, KOMITeTeHLIMM W TeopeTHUYeCKWid MaTepuas 0e3 T1pobesios;
YPOBEHb «5» BBITIOJTHUBIIAN BCe 3aflaHusl, TIpelyCMOTPeHHble yueOHBIM TJIaHOM Ha
(oTMuHO) BBICOKOM KaueCTBEHHOM YPOBHE; NpaKTUUecKue HaBbIKH

npocecCcrHoHaILHOTO MPUMeHeHUs] OCBOEHHbIX 3HAaHUM C(hOPMUPOBAHBI.
OLIEHKY  «XOpOLLIO0»/3aUuTeHO  3aCay)KUBaeT CTYy/eHT, [paKTUYeCcKu

Cpeguuii TOJTHOCTbIO ~ OCBOMBINMK  3HAaHUS, YMEHHWs, KOMIIETEHIIUH U
YPOBEHb «4» TEOpeTHUeCKU  MaTepuan,  yueOHble  3a/laHMss  HE  OLIEHEHBI
(xoporio) MaKCUMaJibHbIM ~ YHMC/IOM  0anioB, B  OCHOBHOM  C(hOpPMHUpOBA
MIPAKTUUYECKKe HABBIKU.
[ToporoBbIii OLIEHKY «Y/IOBJIETBOPUTEILHO»/3aUTEHO 3aC/TY)KUBAET CTYZEHT, YaCTUYHO
YPOBEHb «3» c mpobesaMM OCBOMBIIMK 3HAHUS, YMEHHs, KOMIIETEHLIUH U
(YZOBNeTBOpUTEN | TEOPETUUECKMM MaTepuaa, MHOTMe yueOHble 3afiaHusi MO0 He
bHO) BBITIO/IHW/I, /MO0 OHM OLIeHeHbl UKUC/IOM 0Oa/ioB  OJU3KUM K

MUHUMaIbHOMY, HEKOTOPbIe MPaKTHUUeCKre HaBbIKM He ChOPMUPOBAHBI.
MuHMMaNbHBIA | OLIEHKY «Hey/I0B/IeTBOPUTE/IbHO»/HE 3auTeHO 3ac/ay)kKUBaeT CTYJeHT, He

YPOBEHb «2» OCBOMBILIWI 3HaHUsI, YMeHHs, KOMITeTEeHLIUM U TeOpeTUUeCKWi MaTepual,
(HeyZoBneTBOpUT | yueOHble 3aJaHusi He BBIOJHWI, TPAaKTHMUeCKWe HaBBIKM  He
e/1bHO) c(hOpMHPOBaHBbI.

OtleHOUHbIe CpeJCTBA /il WHBaIWJOB M /ML C OrpaHUUEHHbIMU BO3MOXXHOCTSIMU
3[I0POBBsI BEIOMPAIOTCS C YUETOM X WHUBH/YaTbHBIX ICUX0(MU3NUECKIX 0COOeHHOCTeH.

— Mpu HeoOXOAWMOCTHM WHBaAWJaM U JMLaM C OrpaHUuUeHHBIMM BO3MOKHOCTSIMU
3/10pOBbsI NIPeJJ0CTAB/ISIETCS JOMOHUTE/IbHOe BpeMs /1JIsl IOATOTOBKY OTBETA Ha SK3aMeHe;

— TIpU TIPOBe/IeHUH TIPOLIeyPhl OL|eHWBaHUS pe3y/ibTaToOB 00yueHUs: MHBA/IUAOB U JIUL] C
OrpaHMUYeHHbIMU BO3MOXXHOCTSIMHU 3/J0POBbSI Mpe/lyCMaTpHUBAaeTCsl UCI0/Ib30BaHUe TeXHUYeCKUX
Cpe/CTB, HEOOXOJUMBIX UM B CBSI3U C UX UH/IUBUIya/IbHBIMHA 0COOEHHOCTSIMU;

— TIpy He0OXOUMOCTH AJIs1 0OYYAIOIIMXCSl C OTPAHUYeHHBIMA BO3MOXHOCTSIMU 3/10POBbSI
M WHBAIUOB TIpOLieZlypa OLIeHWBaHUSI pe3y/bTaTOB OOyueHWsl 10 [AWUCLUIUIMHE MOXKeT
MIPOBO/JIUTHCSI B HECKOJIBKO 3TarioB.

[Mporieypa oljeHMBaHUsSI pe3y/bTaTOB 00y4YeHHs] MHBAIWAOB U JIUL] C OrpaHUUYeHHLIMU
BO3MO)KHOCTSIMU 3[JOPOBbSI IO JUCLMIUIMHE (MOZYJ/IF0) TMpeJyCMaTpvBaeT Ipe/joCTaBIeHre
vHpopmauyu B ¢GopMmax, aflariTUPOBAHHBIX K OTPAaHHUYEHHSIM WX 3/]0pPOBbSi U BOCTIPUSTUS
MH(pOopMaLu:

7151 UL C HapYILIeHUSIMU 3PeHMUS:

— B meyaTHoU (popme yBeMueHHbIM HIPUGTOM,

— B JopMe 3/1eKTPOHHOTO I0KYMEHTa.

17151 nvL C HapyILLIeHUsIMU CIyXa:

— B reyaTHOU (opme,

— B (JopMe 3/1eKTPOHHOTI'O I0KYMEHTa.

7151 nvL| C HapyILIeHUsIMUA OTIOPHO-/IBUTATe/IbHOTO arirapaTa:

— B meuaTHou (opme,

— B JopMe 3/1eKTPOHHOTO I0KYMEHTa.

JlaHHBIN TIepeyeHb MOXKeT ObITh KOHKPETH3MPOBaH B 3aBUCHMOCTH OT KOHTHHT€HTa
00yyYaroInXCsl.

5. IlepeueHs yueOHOI TMTEpPaTyphl, HHYOPMAMOHHBIX PECyPCOB U TEXHOJIOTUH

5.1. YuebHas uTeparypa

1. Abynamze, [I. I'. [JoKymeHTal[MOHHOe oOecIieueHHe yIIpaBJIeHUs
TIepCOHAsIOM : y4eOHMK U MPAKTUKyM it By30B / []. I'. A6ynan3se, V. b. BempsbkkuHa, B.
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M. MacnoBa. — MockBa : WM3parensctBo FOpaunt, 2020. — 299 c. — (Bricwee

obpa3zoBanue). — ISBN 978-5- 534-00875-3. —  Tekcr : 3/71eKTPOHHBIM /l
OBC  Hpaiit  [caiit]. = — URL: https://urait.ru/bcode/450813
2. boikoBa  T.A.  [lokyMeHTal[uoOHHOe  o0ecrieueHHe  yIpaBJIeHUs

(menmompou3BoACTBO): yueb. mocobue gy cryzentoB By3oB / T. A. BeikoBa, T. B.
Ky3HetioBa, JI. B. CankuHa ; nog o6, pea. T. B. Ky3HeroBoii. - 2-e u3z., iepepab. 1 JorI.
- M. : UH®PA-M, 2015. - 304 ¢

3. Ky3netioB, M. H. [JokymeHTal[iOHHOe obecrieueHre yripaBieHUs

TIepCOHAJIOM : yueOHHK U TIPAaKTUKYM J/isi TpUK/iagHoro bakanaspuara / . H. Ky3sHerios.
— Mockga : U3narensctBo FOpaiit, 2019. — 520 c. — (bakanasp. [1pukiagHoi Kypc). —
ISBN 978-5-9916- 4000-8. — Tekct : snektpoHHbii // 3BC FOpaiit [caiit]. — URL:
https://urait.ru/bcode/426321

4. Pa3nopoxxHbIi AA. [JoKymeHTHpOBaHUe yIipaBeHYeCKOu

JedaTeIbHOCTU: yueb. mocobue [ CTyAeHTOB By30B / A. A. Pa3mopoxHeid. - M. :
NH®PA-M, 2015. - 304 c.

5.  «I'OCT P 7.0.97-2016. HaumoHanbHbili cTtanzapT Poccuiickoit ®@efepaium.

Cucrema craHzgapToB 1o wuH(opMauyy, OUOIMOTEYHOMY U HW3JATE/LCKOMY [Ieny.
OpraH13alMOHHO- pacriopsiuTe/bHas JAOKyMeHTalus. TpebGoBaHusi K 0O(OpM/IEHHIO
NOoKyMeHTOB» (yTB. [Ipukaszom Poccrangapra ot 08.12.2016 Ne2004-cT);

6. IlocranoBnenue ['occrangapra P® ot 03.03.2003 Ne65-cTt «O mpUHATUU U

BBEJIeHUM B JIeMCTBHE TOCYJapCTBEHHOro craHzapta Poccuiickort ®esepanun» (BMecTe C
«['OCT P 6.30- 2003. TocymapctBeHHbl cTaHAapT Pocculickoii ®epepaiuu.

YHupuipoBaHHbie CUCTEMBI JOKYMeHTalUH. YHuduimpoBaHHas cucTeMa
OpraHU3alMOHHO-PACTIOPSAUTeTbHOM  JJOKYMeHTal[uu. TpeboBaHusi K  OGOpPMIIEHUIO
JIOKyMEHTOB»);

7. «['OCT P 7.0.8-2013. HauuoHanbHbIM cTaHgapt Pocculickoii ®eznepaniyu.

CucremMa CTaHZapTOB 110 WHGOpPMaLMK, OWOMMOTEUHOMY U U3ZATeNbCKOMY JIeny.
[enomnpon3BoOACTBO U apxuBHOe [eno. TepmMuHbl U ompefeneHusi» (yTB. I[Ipukazom
Poccrangapra ot 17.10.2013 Ne1185-cT).

PN AN

5.2. Ilepuoauueckas 1Mreparypa
basbl ganHbix KoMraHuu «Mct Bero» http://dlib.eastview.com
OnektponHast 6ub/moreka GREBENNIKON.RU https://grebennikon.ru/
JKypHan "YnpasseHue rnepcoHanoM" http://www.top-personal.ru
)XypHasn «Pabota ¢ mepcoHanom» http://www.hr-journal.ru
XKypnan «IIItat» www.hrmedia.ru
Kypuan «KazgpoBuk» panor.ru/journals/kadrovik
OneKTpOHHBIN XXypHas «upekTop mo mepcoHany» http://e.hr-director.ru
. Xypnan «["eHepasbHbIN JUPEKTOP» (pazmen «¥YTipaBiieHve TepCcoHaIoM»

www.gd.ru/rubric/view/id/122-upravlenie-personalom.

9.

Kyphnan «Couuonornyeckue ucciefoBaHus» https://www.isras.ru/

5.3. VIHTepHeT-pecypchbl, B TOM YHC/Ie COBpPeMeHHbIe mnpodeccHoHATbHBIE 0a3bl

AQHHBIX U MH()OPMAI[HOHHBIE CIIPABOYHBIE CHCTEMBI
J/1IeKTpOHHO-0M0/MoTeuHble cuctembl (OBC):

1.

kW

OBC «HOPAMT» https://urait.ru/

OBC «YHUBEPCUTETCKAS BUBJIMOTEKA OHJIAMH» www.biblioclub.ru
OBC «BOOK.ru» https://www.book.ru

OBC «ZNANIUM.COM» www.znanium.com

IBbC «JIAHb» https://e.lanbook.com
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ITpodeccuoHanbHbIe 0a3bl AAHHBIX:

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

Scopus http://www.scopus.com/

ScienceDirect www.sciencedirect.com

JKypnane! usgarenscrtsa Wiley https://onlinelibrary.wiley.com/

HayuHas snektpoHHast 6ubmoteka (HOB) http://www.elibrary.ru/

[ToTHOTEKCTOBBIE apXMBbI BeIyILMX 3aaZiHbIX Hay4YHbIX )KypHanoB Ha Poccuiickoii
nnaT(i)opMe HayuHbIX >xypHasoB HOVMKOH http://archive.neicon.ru

7. HauyoHanbHast  9/eKTpoHHas OubmvoTeka (ZOCTYnm K DJeKTPOHHOM — Oubimoreke
auccepTaruil Poccutickoit rocygapcrBenHou 6ubmmoreku (PT'B) https:/rusneb.ru/

8. Tlpesuzmentckasi bubmmoreka uMm. b.H. EnbiiunHa https://www.prlib.ru/

9. OnekrpoHHas Kosutekiusi Okcdopckoro Poccutickoro ®oxja
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

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. "Jlektopuym TB" http://www.lektorium.tv/

18. YnuBepcureTcKasi nHhopMaloHHas cuctremMa POCCUSA  http://uisrussia.msu.ru

SR e

VndopmaruoHHbIe CIPABOYHbIE CHCTEMbI:
1. KoncynbranT [1moc - cripaBoyHasi MpaBoBasi cucTeMa (I0CTYII 110 JIOKaIbHOW CeTH C

KOMIIBIOTEPOB OMOTMOTEKH)

Pecypco1 cBoGoHOTO JoCTyNA:

AmepuKaHCKasi laTeHTHast 6a3a JaHHbIX http://www.uspto.gov/patft/

[TosiHbIE TEKCTHI KaHAICKUX AUCCepTauui http://www.nlc-bnc.ca/thesescanada/

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

MuHHCTEPCTBO HAYKH U BbICIETo oOpa3oBaHust Poccutickoit Pesepariuu
https //www.minobrnauki.gov.ru/;

5. ®epepanbHbIN nopTan "Poccuiickoe obpa3zoBanue” http:/www.edu.ru/;

6. MudopmarmonHas cucreMa "EfnHoe 0KHO OCTyTa K 0Opa3oBaTe/ibHbIM pecypcam”
http://window.edu.ru/;

7. EmauHas KosineKius 1judpoBbix 06pa3oBaTe/ibHBIX pecypcoB http://school-collection.edu.ru/ .

8. ®dezepanbHbBIN [IeHTP WHPOPMALIMOHHO-00pa3oBarTenbHbIX pecypcoB (http:/fcior.edu.ru/);

9. [Ilpoexrt ['ocyzapcTBeHHOIO MHCTUTYTA PyCCKOro si3bika UMeHu A.C. I[lymkuHa
"Ob6pa3oBanue Ha pycckoM" https://pushkininstitute.ru/;

10. CnpaBouYHO-MH(OPMALMOHHBIN NopTan "Pycckuit a3bIK" http://gramota.ru/;

11. Cny>xba TeMaTUUeCKMX TOJKOBBIX CyioBapei http:/www.glossary.ru/;

12. CrnoBapwu u sHUMKIONeAMK http://dic.academic.ru/;

13. O6pa3oBaresbHbIN TIopTan "Yueba" http://www.ucheba.com/;

14. 3akonorpoekT "O6 obpa3oanuu B Poccutickoit deaepariyu”. Borpockl v OTBETHI http://xn--
273--84d1f.xn--plai/voprosy i otvety

Bl

Co0OcTBeHHBIE 3/IEKTPOHHBIe 00pa3oBaTe/ibHbIe U HH()OPMaLIMOHHbIE PeCypPChI
KyoI'Y:
1. Cpega Moay/bHOTO JUHaMHUeckKoro obyuenus http://moodle.kubsu.ru
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https://onlinelibrary.wiley.com/
https://www.sciencedirect.com/
http://www.scopus.com/
http://webofscience.com/

2. ba3a yueOHbIX M71aHOB, yueOHO-MeTOANYECKHUX KOMITJIEKCOB, IyO/TMKaLyii 1 KOH(epeHIri
http://mschool.kubsu.ru/

3. bubmmoTeka nHopMaLMOHHBIX pecypcoB Kadeapsl MHHOPMALIMOHHBIX 00pa30BaTe/TbHbIX
TexHo/10rui http://mschool.kubsu.ru;

4. OnekTpoHHBIN apxuB AokymMeHTOB Ky6I'Y http://docspace.kubsu.ru/

5. OnekTpoHHble oOpa3oBaresibHble pecypcbl Kadeapbl HHGOPMAIMOHHBIX CUCTEM U
TeXHOJOTH B oOpaszoBanuu KyOI'Y wu HayuHo-meTtozmueckoro xypHara "IIIKOJIBHBIE
I'oAbI" http://icdau.kubsu.ru/

6. Meroguueckde yKa3aHHA /i OOYyYAIOIMXCHA 10 OCBOEHHIO JAWCIMILIMHBI
(mopysis1)

HEKI_[HOHHOG 3aHATHE T[IpeACTaB/IdeT coboi cucremMaTuyeckoe, I10C/aea0BaTe/IbHOe,
MOHOJIOTHYECKOe W3J/I0)KEeHHEe TIpero/iaBaTe/ieM-IeKTOPOM y4ueOHOro Marepuarna, Kak TpaBUJIo,
TeOpeTUUeCKOro XapdakKrTepd. Takoe 3ausITHUE npeacTraB/sdeT Cco00M 93/1eMeHT TeXHOJIOTUU
Tpe/iCTaB/ieHnsT y4eOHOrO MaTepuasa IIyTeM JIOTUYeCKH CTPOWHOTO, CHUCTeMaTHUeCKu
moc/j1e10BaTe/IbHOTO u SACHOI'O HN3J/1I0KeHU C HUCIIOJ/Ib30BaHMEM HWHTEPaKTUBHBIX

oOpa3oBaTeyNbHbIX  TEXHOJIOTHN (MynbTUMeIUIHBIX, NeKLUU-UCKYCCUH, NeKLUH-
JIeMOHCTpALUH).
Llenp nekyuM — opraHu3alysl LiejeHarpaB/eHHOM I103HaBaTelbHON [1esiTeJIbHOCTU

o0yuaroIluXcsi 10 OB/aJeHHWI0 TPOTrPaMMHBIM MaTrepyasioM yueOHOM AMCLUIUIMHBL YTeHue
Kypca JeKLUW{ I03BOJIsieT [aTb CBSI3aHHOe, I10C/e/loBaTe/lbHOe W3/I0KeHWe MaTepuaia B
COOTBETCTBUM C HOBEHMILIMMU JaHHBIMU HayKW, COOOIIUTH CIIyIIaTessiM OCHOBHOe COZlep’KaHue
rpeMeTa B L1eJIOCTHOM, CUCTeMaTU3MPOBaHHOM BUJe.

3azaun JeKIMM 3aK/IruaroTcss B obecrieueHUM (OPMHUPOBAHUsS CUCTeMbl 3HAHUU T10
yueOHOW [UCLMIUIMHE, B yMEHHUM apryMeHTHPOBAHHO W3/araTb HAay4HbBIA Marepuang, B
¢dopmupoBaHru MpodecCcuoHaNbLHOTO KPyro3opa M o0leil Ky/JbTypbl, B OTPa)KEHUM ellle He
TIOJTYYMBIIMX OCBeLeHHs] B y4eOHOU /uTepaType HOBBIX /JOCTH)KEHWH HAyK{, B ONTUMU3AL[UM
JIpyrux ¢opM opraHu3aluy yuebHOro rporjecca.

[TpakTUyeckue 3aHATHST — SBJISIOTCS (hOpMOM yueOHOU ayZAMTOPHOW pabOThI, B paMKax
KOTOpPO (hOPMUDYIOTCS, 3aKpeIVISIOTCS W TPeJCTaB/sIOTCS 3HaHWS, yYMEHWs M HaBbIKH,
VHTerpypylolie pe3y/abTaTbl OCBOEHUS] KOMITeTEHLIMM KakK B JIEKLIMOHHOM (opmare, TaK B
pa3nuuHbIX (opMax camocTosiTesibHOW paboTbl. K KakgoMy 3aHSTHIO TIperojiaBaTesieM
(bopMyTUpPYIOTCST TIpaKTUYeCKre 3aflaHusi, TpeOOBaHUS W MeTOJuuYecKre peKOMeHJAlMU K HX
BBITOJIHEHUIO, KOTOPbIE MPe/ICTaB/ISIOTCS B POH/Ee OLIEHOUHBIX CPe/ICTB YueOHOM AWCIUITTUHBI.

KoHTposie camocTosiTenbHOM pabOThI: /ST CTY[EHTOB JHEBHOW M 3a0UHON (DOPMBEI
o0yueHUs1 — TeKYIIUH KOHTPOJIb OCYILECTBJISIeETCS B COOTBETCTBHE C TPOTrPaMMOM 3aHSTUA
(exxeHesleNlbHO [711 CTYJEHTOB OYHOW (opMbl 0OyueHHWs; 1O cCeMecTpaM — JJisi CTY/IeHTOB
3a0uHOM (opMbl 00yueHMs ); MPOMEXYTOUHbIM KOHTPO/b TI0 UTOraM OCBOEHUs AWCLIUITUHBI
OCyLL[eCTB/IsIeTC B (POpMe pEeUTHHTOBOW CHUCTeMbl OL|eHOK. Onucanve 3ajaHuM [y
CaMOCTOSITeJIbHOM paboThl CTYZeHTOB U TpeOOBaHMM 110 WX BBITIOJTHEHUIO BBIJAHOTCSA
TperiofiaBaTesieM B COOTBETCTBMM C pa3paboTaHHbIM (DOHJOM OLEHOUHBIX CPeJCTB II0
JUCLIUTIIHE.

CamocrosTesnibHasi paboTa CTY/IeHTOB TIO JaHHOMY yueOHOMY KypcCy IIpeZriosiaraeT
MO3TarHyo MNOATrOTOBKY M0 Ka)X/IOMYy pasziely B paMKax COOTBETCTBYIOLMX 3a/jaHUi:

[epBBIii 3Tarl CaMOCTOSITENIBHOM DPabOTHI CTYZEHTOB BK/IOYaeT B cebsi TiiaTesbHOe
V3yyeHHe TeopeTMYeCKOr0 Mareprasa Ha OCHOBe JIeKLJMOHHBIX MaTepuasioB IIperojaBaTe’is,
peKOMeH/lyeMbIX pa3fleJioB  OCHOBHOM M  J[IOTIO/IHWTE/NbHOM  JIMTepaTypbl, MaTepraioB
MepyuoIMUeCKUX  HAy4YHbIX  W3/laHUM, HeoOXOAUMBIX  [si  OBJIQfIeHUS]  TIOHATUIHO-
KaTeropyajbHbIM arrapaToM U (JOPMHUPOBaHUS Tpe/CTaB/AeHH 0 KOMILIeKCe aHaIUTHYeCKOro
WHCTPYMEHTAapHsi, UCI0J/Ib3yeMOTr0 Kak B paMKax JaHHOW OTpac/iv 3HaHUs, TakK U MyO/IMyHOM
NIPaKTUKe;
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Ha BTOpOM 3Tame Ha ocHOBe C(hOPMHPOBAHHBIX 3HAHWU W TPeJCTaBIeHUNA 0 JAHHOMY
pasfeny CTYZAEHTbl BBITIONHSIOT TPAKTUYeCKWe 3a/laHusl, HaleJleHHble Ha (opMHUpoBaHHe
yMeHWId W HaBbIKOB B paMKaX 3asB/eHHOW KOMIeTeHLMH. Ha [aHHOM 3Tame CTy[eHThI
OCYIIECTBJISIIOT CaMOCTOSITE/IbHBIN TIOMCK SMIMPUYECKUX MaTepUasioB B PaMKaX KOHKPETHOTO
3a/laHusA, 000OIAIOT W aHa/JM3WUPYIOT COOpaHHBIM MaTepuas TI0 CXeMe, pPeKOMEeH/IOBaHHOM
nperiofiaBaTesieM,  (OPMYJIMPYIOT  BBbIBO/IbI, TOTOBSIT ~ IPAKTUUECKHWEe  peKOMeH[allvH,
TIpe3eHTalIOHHbIe MaTeprasbl AJIs Iy OIMYHOTO MX MPeCTaBIeHus U 00CYKIeHHs..

Kputepun OLleHKM 3a[jaHMii B paMKax CaMOCTOSITEIbHOM pabOThl  CTY/I€HTOB
(bopmMyTpyrOTCS TIperno/aBaresieM B ()OHZE OLeHOUHBIX CPeZCTB.

B ocBoeHMH AMCLMI/IMHBI MHBAIMAAMHU U JIML[AMUA C OTPAaHUYE€HHBLIMUA BO3MOKHOCTSIMU
3[0pOBBsi OO/BIIIOE 3HaueHWe WMeeT WHIMBHAyaibHas yueOHass paboTa (KOHCY/IbTaLMH) —
JIOTIOJTHUTE/TbHOE pa3bsiCHeHWe yueOHOro MaTepuara.

WnguByyanbHble KOHCY/IbTALMM TI0 TPeJMeTy SIBJISIOTCS Ba)KHBIM  (DaKTOpOM,
CIMOCOOCTBYIOIIMM WHAWBUYaIM3al[ui 00yUYeHUs] U yCTAaHOBJIEHUIO BOCITUTATEe/IbHOTO KOHTAKTa
MeXXAy TperofiaBartesieM ¥ O00OydyarOUMCS WHBaIWZAOM WIM JIMLOM C OTPaHUYeHHbIMU
BO3MO>KHOCTSIMU 3ZI0POBbSI.

B ocBoeHMM AMCLMITIMHBI WHBAIWAAMH U JML[AMHA C OTPAaHUYEHHBIMH BO3MOXHOCTSIMH
3[I0POBbSI OOJBIIIOE 3HAaUeHWe WMeeT WHIWBHyaibHasi yueOHast paboTa (KOHCYJ/IbTaLMH) —
JIOTIO/THUTENTbHOE Pa3bsiCHeHHe yueOHOTO MaTepHara.

WHauBKyanbHble KOHCY/IbTalMM TI0 TPeJMeTy SIBJISIOTCS Ba)KHBIM  (DaKTOpOM,
CIOCOOCTBYIOIIMM MH/AWBUyaIM3alui 00yUYeHHUs] U yCTaHOBJIEHUIO BOCITUTATe/IbHOTO KOHTAKTa
MeXy TperojiapatesieM ¥ O00ydyarolMMCS WHBaIWAOM WM JIMLOM C OTPaHUYEHHBIMU
BO3MO>KHOCTSIMU 3ZJ0POBBSI.

MetouuecKiue peKOMEHAAIUH, ONpeje/IsoIHe MNPoneAypPbl OLIEHHMBAaHUsS Ha
ceMHHape:

Kpumepuu oyeHku:

«y[IOBJIETBOPUTE/ILHO» - CTY/IEHT UMeeT (hparMeHTapHbIe Tpe/CTaB/ieHnsi 00 OCHOBHBIX
acCreKTax MEXTMYHOCTHBIX M TPYIMIOBBIX KOMMYHHMKAL[MM, UYaCTUYHO OCBOWJ TOHATHHHO-
KaTeropuaJbHbIM arrapar.;

«XOpOLIO» - CTY[eHT JIEMOHCTPUPYET 00IIre 3HaHWs TI0 pacCMaTPUBAaeMbIM BOTPOCaM,
yMeeT yCTaHaB/IMBaTh CBSI3W MeX/y TeOPeTUYeCKUMH MOHATHSAMHI U SMITUPUYeCKUMU (haKTaMu;

«OTJIMYHO» - CTYJEHT JEeMOHCTPHPYET CHUCTeMHble 3HAHUS OCHOBHBIX BOMPOCOB
M3y4yaeMOW [UCLUIUIMHBI, YMeeT yCTaHaBIMBaTh CBSI3H MeXAY TeOPeTUYeCKUMH TIOHATHSIMUA U
SMITUPUUECKUMU (paKTaMH, (POPMYJTUPYET aHATUTUYeCKHe 0000IIeHHST U BBIBOIBI.

MeTouueckue peKOMeH/|aliiH, ONpejAessIIoIHe Nporeypbl OLeHNBAHUS yYaCTHUS
B JJUCKYCCHU:

Kpumepuu oyenku:

«y[IOBJIETBOPUTE/ILHO» - CTYJEHTOM [IOMYIIeHbl 3HAauWTe/bHbIe OIIMOKW, B OTBETe He
PaCKpbITHI HEKOTOpbIe CyII[eCTBEHHbIe acCTeKThl CO/IeP)KaHUs, CTYJeHT He CMOT II0Ka3aTh
HeoOXOZMMbIe YMEHHSI 0 METOZaX KOMaHHOTO B3aUMO/IeHCTBUS;

«XOpOLIO» - CTYZIEHT JIOMyCKaeT HeCyl|eCTBeHHble OIMMOKHM, HeJO0CTaTOUHO TIOJTHO
PacKpell COfiep’kaHHe BOMpOCa, He CMOr B Tipoljecce Oecefibl CaMOCTOSITEJIBHO [laTh
HeoOXOZMMbIe TTOTIPABKH U [[OTIOJTHEHHUS;

«OT/IMYHO» - CTY[IEHT aKTUBHO y4YaCTBYeT B JWCKYCCHH, JIOTUYHO W TOC/IeJ0BaTe/TbHO
BbIDa)KaeT CBOM OTBET, [IEMOHCTPHPYeT 3HaHUs HayYHOW TePMHUHOJIOTMM B KOHTEKCTE OTBETa;
0OBSICHSIET TIPUUMHHO-C/IeACTBEHHbIE W (YHKIMOHA/bHbIE CBSI3M; PAacKpbIBaeT Ha MpHUMepax
TeopeTUyeCcKye M0JI0KeHHs U TIOHSTHS; JOPMYJTpYyeT COOCTBEeHHbIE CY)K/IeHUsI M apTYMEHTHI.

MeTouuecKiue peKOMeH/ ALK, ONpeje/IsoIHe NMpoieypbl OLeHUBAHUS yYaCTHUS
B padoTe Ma/bIX rPyNN Hajl KEHCOM H pellleHHeM CHUTYaljHOHHBIX 33/ja4:

Kpumepuu oyeHku:
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«y/IOBJIETBOPUTEIbHO»/3aUTeHO - paboTa B TPYNIOBOM [IeSTeTbHOCTH HaJ pelieHueM
CUTyallMOHHOM 3ajjaud 6e3 yuacths B NyO/JMUHOM OOCYKIEHHHM U  apryMeHTaluu
chopMy/IMPOBAHHBIX BHIBO/IOB;

«XOpOII0»/3auTeHo - paboTa B TPYINOBOH AesTe/lbHOCTH Hajl pellieHueM CUTYal[MOHHOU
33Jlaudl  C COZIep)KaTe/ibHbIM y4yacTHeM B IMyOJMUHOM OOCYXKIE€HWM U apryMeHTaluu
c(hOopMy/IMPOBaHHBIX BbIBO/OB;

«OT/JIMYHO»/3aUTEHO - JeMOHCTPUpPALUs JIMJePCKOU MO3ULMH B TPYIITIOBOU JesTeIbHOCTH
Ha/l pellleHWeM CUTYaLlMOHHOM 3a/jauy C COZlep>KaTe/IbHbIM yuacTieM B MyOJMUHOM 00Cy KeHnn
Y CUCTeMHOM apryMeHTal[uu C)OPMYJTMPOBAaHHBIX BHIBO/OB.

Metoauyeckue peKOMeH/JalMH, OIpe/je/sdioliye
pe3y/IbTaToB 3aluThI pedepara/scce:

Kpumepuu oyeHku:

«YZIOBJIETBOPUTE/ILHO»/3aUTE€HO — MPOMEXKYTOUHbIe pe3y/bTaThl 3allUThl pedepara/scce
TIpe/ICTaB/IsIIOT COOOM M3/I0)KeHHe HecaMOCTOSITe/IbHBIX pe3y/IbTaToB HamucaHus paboTel, Ge3
TIIaTe/IbHOW TIPOPab0TKH JIMTepaTyPHbIX UCTOUHUKOB;

«XOpOLLO»/3aUTeH0 -  TMPOMEXYTOYHble  pe3y/abTaTbl  3allUThl  pedepara/scce
TIPe/ICTAaB/ISIOT COOOM CaMOCTOSATEe/IbHBIM aHa/Iu3 Pa3HOOOpAa3HbIX HAYYHBIX HWCC/AeOBAaHUN U
IJMITMDUYECKUX [JIaHHBIX, TIpM 3TOM He B TIOJTHOM Mepe OTpa)KeHbl TpeboBaHUS,
chopMyIMpOBaHHLIE K er0 CTPYKTYPe U CO/IeP>KaHHUI0.

«OTJIMUHO» - TIPOMEXKYTOUHbIe pe3yJbTaThl 3allUThl pedepaTa/scce MpeCTaBIIsIOT COO0M
pe3y/bTaThl CaMOCTOSITe/TbHOM pabOThI M OTpa)kalOT Bce TpeOOBaHHS, K COZep>KaTeTbHOMY
HaroJIHeHUIO U CTPYKTYPUPOBAHHUIO PabOTHI.

MeTtoauueckue PpeKOMeH/aLMH,
pe3y/IbTaTOB TeCTUPOBAaHUA:

Kpumepuu oyenku:

«YZIOBJIETBOPUTE/ILHO» - €CJIU CTYZIeHT OTBevaeT NpaBWIbHO Ha 50% TecTOBbIX 3a/laHuM.

«XOpOLLO» - eC/IN CTYZeHT OTBevaeT npaBuIbHO OT 51 10 90 % TecTOBBIX 3a/aHuM.

«OTJIMYHO» - eC/U CTYJleHT oTBedaeT rnpaBuibHO OT 91 10 100 % TecToBbIX 3a/|JaHUM.

7. MarTepHua/ibHO-TEXHHUYECKOe o0ecreyeHue Mo JUCHUIIHHE (MO/Y/TI0)

[To Bcem BuAaM YyuyeOHOW [esiTeTLHOCTM B paMKaxX [AUCLUIUIMHBI UCIIOJIb3YHOTCS
ayJUTOpWH, KaOWMHeThI U /1abopaTOpUH, OCHAIlleHHble HeOOXOAWMBIM CrelUaTu3upOBAHHBIM U
J1abopaTopHLIM 000pyI0BaHUEM.

npoueAypbl  OLleHUBaHHA

omnpejie/iA0IINe TNpoueAypbl  OLleHHMBaHUS

HavmeHoBaHMe CrieldaibHbIX OCHaII[eHHOCTb CIelaTbHbIX [MepeueHb JIMIIEH3MOHHOTO
TIOMeLIeHU TIOMeLIeHUH MpOrpaMMHOTr0 obecrieueHust
YuebHble  ayguTopud i | Mebesib: yuebHasi Mebesb Microsoft Windows 8, 10
TIPOBE/IEHHUS 3aHsTH | TexHUYecKue cpeactBa | Microsoft Office Professional
JIEKIJAOHHOTO THTIA o0yueHust: Plus
3KpaH, MPOEKTOP, KOMITbIOTEP
YuebHble  ayguTopud A1 | Mebesib: yuebHast Mebesb Microsoft Windows 8, 10
TPOBEJEHMSI 3aHATHHN | TexXHUUeCcKue cpeactea | Microsoft Office Professional
CEMHHApPCKOT0 THIA, | 00yUeHuUs: Plus
TPYINOBLIX U WHAWBUAYAILHBIX | 9KpaH, TPOEKTOP, KOMITbIOTEP
KOHCY/IbTaIUH, TEKYIIero
KOHTPOJII ¥ TPOMEXYTOUHOM
aTTeCTaLuM
Ins  camocTosiTe/ibHOM — pabOThI  OOydYarolMXCsl  TPeAYyCMOTPEHbI  TOMeEIIeHus],

YKOMIIEKTOBaHHbIe CTelliau3upOBaHHON Mebeslbio, OCHall[eHHbIe KOMITbIOTEPHOM TEXHUKOU C
BO3MO>KHOCTBIO TIOZIK/TFOUeHUsI K ceTu «VIHTepHeT» U obecrieyeHHeM JOCTyMa B 3/IEKTPOHHYIO
WH(POPMaLIMOHHO-00pa3oBaTe/lbHYI0 Cpe/ly YHUBepCHUTeTa.

HaummeHoBaHue
TIOMellleHUH Jj1st

OCHalI|eHHOCTb TIOMEIIeHUH /11 CAMOCTOSTE/TbHOM PabOoThI
00yuaronmxcst

[Tepeuens
JIMLIEH3WOHHOI0
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CaMOCTOATeNbHOMN MIPOrpamMMHOI0
paboThI obecrieueHus
00yuaromxcst
ITomemienue anisi | MebGesib: yueGHasi mebenb Microsoft
CaMOCTOSITe/TbHOU KoMIiiekT crienyanyd3dpoBaHHOM Mebenu: KommbioTepHble | Windows 8, 10
paboThI CTOJIBI Microsoft Office
oOyuarommxcs O6opyioBaHMe: KOMITbIOTePHAast TeXHHUKa C Mofk/IoueHreM K | Professional
(urTaNbHBIN 3a1 | “HPOPMALMOHHO-KOMMYHHUKALIMOHHOW ceT «VIHTepHeT» U | Plus
Hayunoii JIOCTYTIOM B 3JIEKTPOHHYIO MH(OPMaLIOHHO-
6rboTeKN) obpasoBaTesbHyl0 cpejy 0Opa3oBaTelbHON OpraHU3aLUy,
BeO-KaMephl, KOMMYHHKAaLIMOHHOe obopyZoBaHue,
obecrieurBaronjee JOCTYNl K CeTH HHTepHET (TIPOBOZHOE
coefuHeHWe U 0ecripoBojiHOe COeIMHEeHHe I10 TEeXHOJIOTUU
Wi-Fi)
ITomemenue anisi | MebGesib: yueGHasi Mebenb Microsoft
CaMOCTOSATeTbHOM KommiekT crerpiani3upoBaHHoi Mebes: KomrmbroTepHble | Windows 8, 10
paboThI CTOJTBI Microsoft Office
00yyaroIuxcst Ob6opyioBaHMe: KOMITbIOTEPHAs TEXHHUKA C MOAK/IroueHreM K | Professional
(ayz.409) MH(OPMAaLMOHHO-KOMMYHUKAMOHHOU ceTn «VIHTepHeT» u | Plus

ZIOCTYTIOM B 3/IEKTPOHHYO WH(POPMAI[MOHHO-
obpa3oBaresibHylI0 cpefly o6Gpa3oBaTeNbHOM OpraHW3alivy,
BeO-KaMephl, KOMMYHUKALIMOHHOE obopyjoBaHuMe,

obecrieurBarorjee JOCTYNl K CeTH WHTepHET (TIPOBOZHOE
coefuHeHWe U 0ecripoBojiHOe CoefIMHEHHe I10 TeXHOJIOTUU
Wi-Fi)
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