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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 3a0uHast
1 2 X X
ceMecTp ceMecTp ceMecTp KypC
(vacer) (uacer) (uacer) (gacer)

KoHTakTHas pa6oTa, B TOM UHCJIE:
AyauTopHbIe 3aHATHSA (BCero): 8 8
3aHSTHS IEKLIMOHHOTO THIIA 4 4
J1abopaTOpHBIe 3aHSTHUSI - -
TIpaKTUYeCKHe 3aHATHs - -
CeMHUHapCKue 3aHATUs 4 4
Wuas KOHTaKTHasi padora:
KoHTpo/b caMoCTosATeTbHOM PaboThI
(KCP) ) )
ITpomexxyrouHas arrecranusi (MKP) 0,3 0,3
CamocrosTe/bHas padoTa, B TOM 91 64 27
umcie:
Pedepar/acce (moaroToBka) 4 4
CamocCTosITeIbHOe  U3yueHHe pa3/ieioB, 70 50 20
CaMOTIO/ITOTOBKA
IToAroToBKa K TeCTUPOBaHUIO 17 10 7
KonTposb: 8,7 - 8,7
[ToAroToBKa K 9K3aMeHy
Oomas yac. 108 108
TPYAOEMKOCTh B TOM YHC/Ie

KOHTaKTHas 8,3 8 0,3

pabora

3a4. e/ 3

2.2 Cogep)xaHue JUCLHMILIUHBI

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

Pazpenbl (TeMbl) AWCLMIVIMHBI, KU3yuaeMble B 1-2 cemectpe (1 Kypce) (3aouHasi ¢opma
o0yueHus)



KonunuectBo yacos
No HaumeHoBaHue pa3ziesioB (Tem) AYAMTOPHas preay/uTopH
Bcero pabota ast paboTa
JI 13 JIP CPC
1 Pazgesn.1 [ToHATHE 1 3HaUeHUE JOKYMEHTAL[MIOHHOTO 1 1 ) 30
" |obecrieueHus yripaB/IeHUs IEPCOHAIOM
5 Pa3zen 2. OCHOBBI JOKYMEHTAILIMOHHOTO 0becrieueHust 5 5 ) 31
yIIpaBJIeHHs TIEPCOHATIOM
3 Pazgen 3. Cuctemaru3saius U xpaHeHHe JOKyMEHTOBKaZPOBOM 5 5 ) 30
" |cmy»x6b1
HTOTI'O no pazdeaam oucyunauHbl 4 4 - 91
KonTtposb camocTositesibHOM paboTsl (KCP) - -
[TpomexxyTouHas arrecrauusi (UKP) 0,3 -
OO61ast TPYZ0EMKOCTb M0 JUCLIUTLINHE 108 -

[Tpumeuanue: JI — nekiyy, I13 — npakTrdeckue 3aHsATHs / ceMuHapbl, JIP — mabopaTopHbie 3aHATHS,

CPC - camocrosTenpHasi paboTta CTyjeHTa
2.3 CopepxaHue pa3fesnoB (TeM) JUCIHUILIMHBI
2.3.1 3aHATHA JIeKIHOHHOI'0 TUIIA

pernaMeHTHpYHoIasi pa3paboTKy KaZipOBBIX JOKYMEHTOB.

HaumeHoBaHue ®opmMa Teky1ero
No Copep>xaHue pasfena
paszena KOHTpOJIS
1 2 3 4
Pa3zgen 1. IlonsiTMe W 3HaUYeHHe JOKYMEHTAI[IOHHOTO O0ecrieueHNs YIPAB/IE€HUsSI MePCOHAIOM
Beegenue B Kypc O6miee  mpexcraBnenvie  Kypca.  HasHauenwe — u |[IpopaboTka
cojepkanre Kypca. CBsisb Kypca C yuyeOHBIMH |yueOHOro
JAUCUMIUIMHAMU.  3HaueHWe Kypca B TIO[ATOTOBKE |(TeopeTHuecKoro)
CreLMajuCToB TI0 YIpaB/eHUI0 [IepCOHANIOM MaTepHana
[TonsTne IMoHsTHSA «JOKyMEHT», «IOKYMeHT0000pOT», [TpopaboTka
JIOKYMeHTAaLlIOHHOT'0 «JOKyMeHTAaL[IOHHOe obecrieueHre yIpaB/ieHuUs». yueOHOTO
obecrieueHwust OcHoBHble TpeboBaHusl, MPebAB/IAeMble K 0GOPMIIEHHIO  |(TeopeTHYeCcKoro)
yTipaBJleHHsI JOKyMeHTal|H, IpelycMOTpeHHbIe ['ocyiapcTBeHHOU Marepuaia
TIepCOHAJIOM. CUCTEMOH JJOKyMEeHTaLIMOHHOTO 00ecrieueHust YIpaBiIeHus!
TpeboBaHus, T'OCT P 7.0.97-2016. Iopsimok 06paboTKU U perucTparyu
npe/ibsB/IsieMble K JOKYMEHTOB, UX UH/leKcalliu. PeryucrpaiioHHble (hOpMbl
otopmieHHI0 U UX 3arojiHeHHe. KOHTPOJ/Ib UCTIO/IHEeHNS! JOKYMEHTOB.
JIOKYMEHTOB OcCHOBHBbIe OT/IMYMS B ITOJTOTOBKE IPOCTBIX U CJIOKHBIX
MPYKAa30B. YueT crielju(pUKN pacropsAuTeIbHOTO
JleMCTBUS TIPY COCTaB/IeHUU TIPUKA30B TI0 TIpHeMYy,
TiepeBo/1y, YBOJIbHEHHIO pabOTHUKOB. TTopsiok
BH3MPOBAHUS [IPUKA30B 10 TMYHOMY COCTaBY, UX
perucTparyu.
CocTtaB U BU[BI [TonsiThe 1 3HaueHWe KaJ[pOBOM JOKyMeHTal[1K. [TpopaboTka
Ka[poBoi AokyMeHTaluu | Knaccudukarus KaapoBoit fjokyMeHTauyuyd. OCHOBHbIE yueGHOro
BU/IbI JOKYMEHTOB Ka,qp030171 CJ'IY)K6]:I, 0COOEHHOCTH UX (TeopeTquCKoro)
cocrapsienrsi. HopmatuBHO-TIpaBoBast 6a3a, MaTepuaa

Pa3AEJI 2. OcHoOBBI AOKYMEHTAIJUOHHOI' O obecrieueHus yrnpaBJ/ieHHUA IMePCOHA/IOM

TpeboBaHus K
COZiepyKaHHI0
oopmsieHHI0
JIOKaTTbHBIX
HOPMAaTHBHBIX aKTOB I10
yTIPaB/IEHUIO
TIepCoOHanIoM

[MItaTtHoe pacriucanue (ctT. 57 TpyaoBoro Kozgekca PD)—
dopma mraTHOro pacnucanus (popma T-3) yTBepKIeHa
roctaHoBsieHueM "'ockomcrara Poccunm ot 5 siHBaps 2004
roga Nel.

[IpaBusia BHyTpeHHero TPYAOBOTO pacropsjKa Kak
JIOKaIbHbI HOPMaTHUBHO-TTPaBOBOM aKT,
KOHKPeTH3UPYIOLUM NOPSAA0K peryIMpoBaHus KJIH0UeBbIX
BOMNPOCOB COL{MA/ILHO-TPYAOBBIX OTHOLIEHHH Ha
nipeAnpustAUA. OOIIMI MOPSOK MOATOTOBKU JOKYMEHTA B
cootBeTcTBUM O CT. 190 TK P®. OcobeHHOCTH
odopMieHNs TPaBIWI BHYTPEHHET0 TPYA0BOTO

[MpopaboTka
yuebHOro
(TeopeTHUeCKOTO)
marepuasna
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pacriopsizika, cofiep>KaHre BOIIPOCOB, 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 AaHHBIX
paborruka. [IpaBua repesiauut HHGOpPMaIUH,
cofiepraiiieit ceefieHysi 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 KAaK 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 y4YeTy KaJpOB, JOTOJHEHUs] K JTUUHOMY
JMCTKY, aBTobuorpaduu u T.4. TIpaBWia BbIJAuMl 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 OpraHu3alyu. JJoKyMeHTbI, HA OCHOBaHUU
KOTOPBIX 3aIl0JIHsIeTCS TMYHasl KapTouka. [lopsok
KOZMPOBaHMS CBe/IeHUI B IMUHOW KapTouke. 3aroJjiHeHue
JMYHOU KapTouku. [TopsiloK BHECeHWs1 UCTIPaB/IeHUH U
M3MeHeHHUH B JIMUYHYIO0 KapTOUKy pabOTHHKA.

[TpopaboTka
yue6GHOTO
(TeopeTUyeCKOr0)
Marepuasa

JoKyMeHTHpOBaHue
TPOLIECCOB IBYDKEHUS

KaJlpoB

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

Odopmiienne 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
paborHukoB. OcobeHHOCTH OGOpPMIEHHSI ¥ OCHOBaHWUS
pa3nMYHBIX BUZIOB TepeBoza (TIepeBoj Ha PYryi0 paboTy Ha

opm
Kacaroluxcsi MpyueMa

[MpopaboTka
yue6HOTO
(TeopeTHUeCKOT0)
Marepuasa
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TOM >Xe TIpeJIpUsATHH; IepeBofi Ha paboTy Ha jpyroe
Mpe/INPUSITHE; TIEPEBOJ, Ha paboTy B [PYryl0 MECTHOCTB).
OcobeHHOCTH  COCTaBJIeHUSI ~ YHUQUIMPOBAHHBIX  (OpM
MPMKAa30B [0 JIMYHOMY COCTaBY, KacCaroLUXCs IepeBoja
(dpopma T-5, T-5a), komangupoBanus (dopmer T-9, T-9a, T-
10, T-10a). Odopmnenue otnycka. I[IpaBuia W CpPOKH
MOATOTOBKY rpaduka otmyckoB (dopma T-7). OcobeHHOCTH
COCTaB/ieHUs] YHU(UIMpPOBaHHbIX (OPM IIPUKa3oB IO
JIMYHOMY COCTaBY, Kacaroluxcsi otmycka (dpopma T-6, T-6a).
Odopmnenne  yBosbHeHUS ~ pabOTHUKOB.  OCHOBaHWS
TpeKpallieHus1 TPYJOBOrO JIOTOBOpPAa B COOTBETCTBUU C
HOPDMaMH  TPYJOBOTO TMpaBa; TMpaBWIa  OQOPMIIEHUS
MpeKpalieHust TPyJOBOrOo  forosopa. OTBETCTBEHHOCTb
paboTo/aTesisi 3a He3aKOHHOE YBOJIbHEHHE PAOOTHUKOB.
OcobeHHOCTH  COCTaBJIeHUSI  YHUQUIMPOBAHHBIX  (OpM
MPHKAa30B TI0 JMYHOMY COCTaBY, KAaCAlOILIMXCS YBOJHHEHUS
pabotHUKOB (popmer Ne T-8, T-8a). Ilopsagok peructpanuu
TIPHKA30B [0 JTUYHOMY COCTaBY

Bepnenue TpyI0BBIX
KHIDKEK

[Nonatve TpyZoBo KHWKKU. Popma TpPYAOBOM KHUKKU.
HopmaTuBHO-MeTO1M4ecKast 0Oaza,
perjiaMeHTHpYIOIlasi ~ TIOPSJOK  BeJeHUs,  3allOJTHeHUs
TPYJOBBIX KHIKeK, obecrieueHnsi WMH paboTozareneil.
3arioyiHeHWe CBeJileHUM O pabOTHHKe. 3aTllo/IHEHUE CBe/IeHUH
o paboTe. 3aro/HEHWE CBEeJEHWH O HarpakJeHUU.
3amosiHeHWe CBeJieHWH 00 yBOJbHeHHM (TIpeKpallleHuH
TPyZI0BOTO AoroBopa). OcoOeHHOCTH 3aloHeHUsI CBeJeHHi
00 yBOMbHEHHU W TIprieMe Ha paboTy B CBSI3M C IepeBOIOM
paboTHHKA.
BHecenue u3mMeHeHU# U [OTO/HEHUNA B TPYAOBYHO KHIKKY.
Hyb6nvkaT TpyJoBOW KHIKKU. Bblaya TPYZOBOM KHIKKH
TpU  YBOJIbHEHUM (TIpeKpallleHHd TPYAOBOrO JI0TOBOPA).
Bxagpiin B TPYJOBYIO KHIKKY. YUeT U XpaHeHHWe TPYAOBBIX
KHIWKeK. JIOKyMeHTaluss 10 yueTy OJIaHKOB TpPY/OBBIX
KHIDKeK (TIPUXOJHO-PACXO/HAsT KHWTA T0 yueTy OaHKOB
TPYZOBbIX KHIDKEK W BK/Iafblllle K HUM, KHHTA YydeTa
IBIDKEHUST TPYAOBBIX KHIDKEK W BK/IAZbIIIeM K HUM).
OTBeTCTBEHHOCTh 3a COOJIO/leHHe TIOpsiiKa  Be/leHHUsl
TPY/IOBBIX KHIKEK.

[TpopaboTka
yueGHOro
(TeopeTuueckoro)
MarepHasia

Pa3zgen 3.

CMCTEMaTPI&’:lI.[PIﬂ U XpdaHe€HHEe NOKYMEHTOB Ka]ﬁ[pOBOﬁ a1

Y>KOBI

Howmenknatypa nen IoHsiTe HOMEHK/ATyphl fen. Ilopspok — coctaBienus |[IpopaboTka
KaZIpOBOM CITy>KOBI HOMEHKJIAaTYPHhI [Ie/T KaJ]POBOU CITy>KOBI. yueGHOro
(TeopeTrueckoro)
MaTepuasna
®dopmupoBaHue e TpeboBaHus, TIpeABLABIsSEMbIE K 3ar0/I0BKaM e, DeMeHThI|[IpopaboTka
3arojIOBKOB JieJl. yqeﬁHoro
[IpaBusia TPYMNIUPOBKK JOKYMEHTOB B Jesia, odopMIeHus (TeopeTHUyecKoro)
3aro/ioBKOB jlen. IIpuv3Haky TpYIIUPOBKM JOKYMEHTOB B Marepuana
Jena.
IMopsimok  moaroToBku |ITopsiioK MOATOTOBKY JOKYMEHTOB K apXMBHOMY XpaHeHuto. |[IpopaboTka
JOKYMEHTOB K |Knaccudukaiuys — JOKyMEHTOB 10 CPOKaM  XpaHeHUsl. |yueGHOro
apXMBHOMY XPaHEHUIO TpeboBaHus, TpeqbsBsSeMble APXMBHBIMH C/Iy)KO0aMH K (TeopeTHUeCKOro)
JOKyMeHTaM, cJilaBaeMbiM B  apxuB.  OpraHuzaius Marepuaia

TIPOBe/IeHNsT SKCIIePTHU3bI LIEHHOCTH JOKYMEHTOB.
YactnyHoe u 1mosHOe ocdopmieHre fen.  [lopsijok
odopmieHusi 00JI0KeK [ie/l TIOCTOSIHHOTO YW BPEMEHHOTO
cpokoB xpaHeHus. CocTaBieHre U OPOPMIIEHHE OIHICEH fIe.
CocraBieHre 3aBepUTeIbHON HAAMNCH Jefia.

AAMI/IHI/ICTP dTHMBHAs OTBEeTCTBEHHOCTH 3d HapylieHue
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| neiicTByIOIIETO 3aKOHOJATEILCTBA [0 APXMBHOMY JIETTY. |

2.3.2 3aHATHA CEMHMHAPCKOro Tumna (MpakTuuyecKue / ceMUHapCKue 3aHATHUSA)
OrjeHMBaHYe MPAaKTUUeCKUX 3a[JaHUM BXOAWUT B HAKOTIJIEHHYIO OL[EHKY.

No HaumeHoBaHue TemaTrKa NpakKTUYeCKUX 3aHITUN dopma TeKy1ero
B paszena (cemunHapoB) KOHTPOJIS

1 2 3 4

1 [Pa3pen 1 IlonsaTtue TpedoBaHus K 0()OPM/IEHHIO JOKYMEHTOB: IIpoBoguTcs B
3HayeHue O0630p HOPMAaTHUBHO-TIPABOBOM 0a3bl [JOKYMEHTALMOHHOTO|(hopMe
AOKYMEHTaIl{MOHHOI'0 obecnieyenust ynipasnenus. 'OCT P 7.0.97-2016. MIPaKTUYeCcKoro
obecreueHust [Nonsrtue peKBH3MTa JIOKYMeHTa, TpeOoBaHUs, | 3aHSTHS,
yIpasJ/ieHUst npegbsiBisieMble K O(OpPM/IEHHWIO DEKBU3MTOB M UX|TpeAriosaraer
NepCcoHa oM pAacrioyoXKeHHIo Ha OaHKe JOKYMeHTa. aHanus

[Ipuganue JOKyMeHTY FOPUANUYECKON CUIIBI. CUTYaLlMOHHBIX
CuryaiionHoe  3aziaHve  «Ommbku B odopMIIeHHH |3aaHU.
JIOKYMEHTOB

2 CocTaB ¥ BUJBI KaJ[pOBOI JOKYMEeHTALMH:
OcHoBHbIe Kj1accu(UKaLyy KaIpoOBbIX JOKYMEHTOB.
Ilpukasel 1O  JIMYHOMY  COCTaBy KakK  OCHOBHOM
pacropsiauTeNbHbIN JOKYMEHT, COCTaB/seMblii B mpoliecce
IOKYMEHTHUPOBaHUs byHKIMi KaJIpOBOM CITY>KOBI.
CuryalimoHHoe 3aflaHie «AHau3 KaZpOBOUM [TOKyMeHTAIuu
10 (PYHKLMSIM yTIpaB/ieHus TIepCOHAIOM»

3 |Paspen II TpeGoBaHusi K CoAep)KaHUI0 U 0(opMIeHHIO [MpoBoauTCs B
OcHoOBBI JIOKQ/IbHBIX HOPMATHUBHBIX AKTOB II0 YNpaBJ/IeHHIO ¢dopme
JOKYMEHTAI[HOHHOI'0 nepcoHasioM. CuryauyoHHoe 3ajaaue «Omubku B TPaKTUUEeCKOT0
obecreyeHUst LITAaTHOM paclyiCaHUn» 3aHATHUS,
yIpaB/eHus CuryalMoHHOe 3a/laHue « AyIUT MpaBU BHyTPEHHEro rpejosaraeT
NepCoHa/IoM TPYZAOBOTO pacropsifika» CUTyalMOHHOe 3a/jaHue aHa/m3

«[Tonoxenne 06 00pabOTKe TMepCOHABLHBIX JaHHBIX. CUTYalMOHHBIX
Kakum eMy OBITh?» 3a/JaHUM.
Pa3paboTKa JOKYMEHTOB, KaCarOIUXCS 3aL[UTHI
NepCOHAJBHBIX AaHHBIX COTPYAHUKOB OpraHU3aLuu
4 dopMmupoBaHue U BefieHHe JUUYHbBIX Ael. CocTaBiieHHe
JIOKYMEHTOB JIMUHOTO /lefla COTPYAHUKA 10 OCHOBHBIM
3TaraM paboThI TepcoHana (IpyeM, TIepeBol, YBOJIbHEHHe,
atTectalus 4 T.A.). CocTaBieHre BHYTPeHHEH OMUcH
JIOKYMEHTOB JIMUHOTO fieJia.
CocTaB/ieHUe 3aBepuTeIbHON HaIIUCH.
INogroroBka MMUHOrO Aeia /i1 fepe/jaud Ha apXHUBHOe
XpaHeHue.
5 JInyHasa KapTouKa.
CocraBieHre JTMYHON KapTOUKK PabOTHHUKA.
BHeceHnue v3MeHeHUI 1 UCTIPaB/IeHUH B TMUHYIO KapTOUKY.
KapToTeka 1MYHbIX KapTOYeK: IpaBuia BeZleHusl.
6 JI0OKyMeHTHpOBaHHe MPOL[eCCOB ABH)XEeHUs Ka/ipoB.

[NowaroBas npoLeaypa odopmiieHUst OCHOBHBIX
KaJpoBbIX Tipolenyp (mpuem, TepeBoj, IepeMellleHue,
TpeJioCTaB/IeHre OTIIyCKa, KOMaH/MpOoBaHue, YBOJbHEHUE).
Oco6eHHOCTH TTOATOTOBKY TIPHUKA30B T10 JITYHOMY COCTAaBY.
CuryalMoHHbIe 33/laHus «AHa/lIW3 TPYJOBOrO JOroBOpa»,
«IIprem Ha paboTy», « AyJUT YBOJILHEHUM»

Bepenne u xpaHeHHe TPY/JOBbIX KHMXKeK. 3arojHeHue
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TUTY/IBHOTO JIUCTA TPYAOBOM KHMXKKH.

3amonHenure pasgena «CeefmeHuss o paboTex». 3arioyiHeHHe
pasgena «CBeJileHUsI O HaTPaKeHUsIX».

BHeceHue v3MeHeHUN 1 ONO/IHEHUH B TPYJOBYHO KHIDKKY.

8 HomeHnknaTypa Aen KajpoBou cy0bl. TToHsTHE
HOMEHK/MATypbl fen. CocTaBieHHe HOMEHKIATYPhl e
KaJJpOBO# CITy>KOBI.

9 |Pa3pen III. dopmupoBaHue jei. ITpoBoguTcs B
CucremaTu3anus u TpeboBaHus, pebsB/seMble K (JOPMUPOBAHUIO ¢dopme
XpaHeHHUe JOKYMeHTOB | JieJl KafipoBo# cyK0Obl. DopmupoBaHme MPaKTHUeCKOTo
Ka/IpOBOii CJTy>KOBI 3aroJIOBKOB JIel. 3aHATUS,

Tripe/rosiaraet

10 IMopAOK TMOATOTOBKH JAOKYMEHTOB K apPXHUBHOMY |gpaus

XpaHEeHHIO. CUTYallMOHHbIX
IMogroToBKa JOKYMEHTOB K apXUBHOMY XpaHEHUIO. 3a/jaHAi.

IMomHoe u yacTyHOe oopMIIeHHe Jel.
IIpoBesieHre 5KCIIepTU3bI LIEHHOCTU JOKYMEHTOB.

HpI/I HN3y4yeHUH OUCHUIIMHBI MOT'YT TIPDUMEHATCA >3/IEKTPOHHOe O6y‘-I€HI/I€, AUCTAaHIIMOHHEIE

obpa3oBaTesibHbIe TexHOMOTHH B cooTBeTcTBUU ¢ PT'OC BO.

2.3.3 KypcoBbie pa0oThI — He pe/lyCMOTPEeHbI.
2.4 TIlepeueHb YyueOHO-MeTOJHUECKOr0 o0ecreyeHHsA /[/if CAMOCTOATE/JbHON PaboThI

00yJaroIMXCcsl 10 JUCIHIIHHE (MO/Y/TI0)

ITepeueHsb yueOGHO-MeTOMUeCKOT0 0becriedeHHs! JUCLUIUIMHEI 110 BBIIIOTHEHHIO
No Bupg CPC CaMOCTOATETLHOM PaboThI
1 |IIpopaboTKa TeOpeTHYecKoro
MaTepuana  (MOArOTOBKa K
1po06JieMHbIM CeEMHUHApaM) Metoguueckie peKOMeHZALUU JJIs1  CTY[eHTOB HampaB/eHWsl yIpaB/ieHHe
2  |BbimojiHeHve MHIMBU/Ya/IbHbIX |[[IEPCOHANIOM MO BBIMOTHEHUIO THCbMEHHBIX paboT, caMoCTOsITe/lbHOW paboThl,
3aJaHu’ (moAroToBKa|yTBep)KAeHHble  Kadepoil  yrnpaBleHHsl [1epCOHaJoM M OpraHU3aljMOHHOM
Co00I1eHNH, TIpe3eHTaLni) TICUXosoruen
3 |llogroroBka K  TeKylleMy
KOHTPOJIIO

YuebHO-MeTOJUUeCKHe MaTepHasbl [jii CaMOCTOSITe/TbHOM PaboThl OOyYarol[uXcsi U3 uuc/ia

VHBA/IM/IOB U JIUL] C OTPaHUYeHHbIMU BO3MOKHOCTSIMHU 3710poBbsi (OB3) nipespocTaBnsitoTcs B hopmax,
a/lalTUPOBAHHBIX K OrPaHUUEHHSIM UX 3[0POBbS U BOCHPUATHUS MHPOPMAaLUK:

7151 nyL| C Hapy1LLIeHUsIMUA 3peHMUsL:

— B IleyaTHOU (popMe yBeTMUeHHbIM IIPUPTOM,

— B (hopMe 3/IeKTPOHHOTO [JOKYMEHTa,

— B hopme ayuodatina,

— B reyaTHol ¢opme Ha si3bike Bpaiinsi.

[y UL C HapYIIeHUsIMU CTyXa:

— B meuaTHoM opme,

— B (hopMe 3/1eKTPOHHOTO [JOKYMEHTa.

7151 nyL| Cc HapyILIeHUsIMU OTIOPHO-/IBUTaTe/IbHOTO arapaTa:
— B IleyaTHOM (popme,

— B (hopMe 3/1IeKTPOHHOTO [JOKYMEHTa,

— B hopme ayuodatina.

[aHHBINT TiepeueHb MOXKeT ObITb KOHKPETH3MPOBAaH B 3aBUCUMOCTA OT KOHTHHI'€HTa

00yyarouxcsl.

3. OGpa3oBare/bHbIe TEXHOJIOTHH, IPUMEHsieMble TP 0CBOEHUH AMCLUIUIUHBI (MO/YJIs1)




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 PK3amene16-20
4 | IIK-2.UJ- 1. Cnocoben P H P (TMCBMEHHOT0)
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 Bomnpoc Ha
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

OrieHka Kputepuu olLieHUBaHUS T10 3K3aMeHY
Bericokuit OLIEHKY «OT/IMYHO»/3aUT€HO 3aC/Iy’KMBaeT CTYZJEHT, OCBOMBILIWM 3HaHUA,
YPOBEHb «5» yMeHHsl, KOMITeTeHLIMM W TeopeTHUYeCKWid MaTepuas 0e3 T1pobesios;
(oT/iMuHO)/ BBITIOJTHUBIIAN BCe 3aflaHusl, TIpelyCMOTPeHHble yueOHBIM TJIaHOM Ha
3a4TeHo BBICOKOM KaueCTBEHHOM YPOBHE; MIpaKTUYeCcKue HaBBIKU
npodeCCUOHAIBHOTO IPUMEHEHUs] OCBOEHHBIX 3HAHUW C()OPMHUPOBAHBI.
Cpeguwuii OLIEHKY «XOpOIIIO»/3auTeH0 3aCay)kKMBaeT CTYy[eHT, MpaKTUUeCKu
YPOBEHb «4» MOHOCTbIO ~ OCBOMBIIMM  3HaHUS, YMEHMs, KOMIIeTeHLMU U
(xopor10)/ TEeOpeTUYeCKWid  marepuasn, yueOHble  3a/laHUSi He  OL|eHEHbI
3a4TeHo MaKCUMa/lbHBIM ~ UYHCJIOM ~ 0a/uioB, B  OCHOBHOM  C(opMHpOBa
TIPaKTUYeCKHe HaBbIKU.
[ToporoBblii OLIeHKY «Y/IOBJIETBOPUTE/IbHO»/3aUTeHO 3aC/Iy>KUBaeT CTYZeHT, UaCTUYHO
YPOBEHb «3» c nmpobenaMy OCBOMBIIMKA 3HaHUS, YMeHUs, KOMIIeTeHIIUM U
(yZoB/IeTBOpUTEN | TEODETUUECKUIM MaTepwial, MHOTMe Yy4eOHble 3afaHusi /MO0 He
bHO)/3aUTEHO BBITIOJTHWI, /MO0 OHU OI[eHeHbl UHUC/IOM 0Oa/lioB  OMU3KMM 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,
(HeyOB/IETBOPUT | yueOHble 3aZlaHUSi HEe  BBIMIOJIHWI, TIPAaKTUYeCKWe HaBBIKM  He
e/bHO)/He c(OpMHPOBaHBI.
3a4TeHO

OuleHOUHble CpefCTBA [/l WHBaIW[OB M /ML C OrpaHUUEHHbIMU BO3MOXXHOCTSIMU
3/J0POBbsI BEIOMPAIOTCS C YUeTOM MX MHIUBUAYA/IbHBIX MCUX0(PU3NUeCKUX 0COOEHHOCTeH.

— Tp¥ HeoOXOJWUMOCTH WHBa/IW/laM W JIMLaM C OTPaHUYEHHBIMH BO3MOKHOCTSIMH
3/]0pOBbBSI TIPEJJOCTAaB/ISIeTCS JOIOHUTE/IbHOE BpeMsl [J1 MOATOTOBKU OTBETA Ha SK3aMeHe;

— TIpY TIPOBe/IeHNH TIPOLIeAyPhl OLIeHUBAHUS Pe3y/bTaToOB 00yueHUsI NHBAIKOB U JIUL] C
OrpaHUYEHHBIMU BO3MOXXHOCTSIMM 3/JOPOBbBSI NIpelyCMaTpUBaeTCsl UCI0/Ib30BaHUe TeXHUYECKUX
CpeZiCTB, HEOOXOAUMBIX UM B CBSI3U C MX UHMBUZAYaTbHBIMA 0COOEHHOCTSIMHU;

— TIpY HeOOXOIUMOCTH Z1J1si 00yUarOIIMXCsl C OTPAHUYEHHBIMUA BO3MOKHOCTSIMU 3710POBbBSI
¥ VHB&JIW/IOB TIPOLeypa OLIeHWBAaHWS pe3y/lbTaTOB OOyueHWs TIO [UCLUIUIMHE MOJKeT
MIPOBOJMTLCS B HECKOJ/IBKO 3TaroB.

[Tpoueaypa orjeHMBaHUSI pe3y/IbTaTOB OOyueHWsT WHBAIWOB W JIUL C OrPaHUYeHHBIMH
BO3MOXXHOCTSIMM 37I0POBbSI MO [AUCLMIUIMHE (MOZYJ/I0) TIpejycMaTpuBaeT TNpefoCTaBieHUe
vHpopmauyu B ¢opMax, afanTUPOBAHHBIX K OrPAaHMYEHHUSIM UX 3/J0pPOBbSi U BOCIPUSATUSA

VH(pOopMaL1K:

15151 My C HapyILLIeHUsIMU 3peHUS:

— B MeyaTHou (popme yBeMueHHbIM IPU(TOM,

— B (JopMe 3/1eKTPOHHOTI'O I0KYMEHTa.

[ns muLy c HapyLIeHUsIMU CJTyXa:

— B meuaTHou (opme,

— B (hopMe 3/IeKTPOHHOTO I0OKyMEHTA.

5151 vy C HapyILIeHUsIMA OTIOPHO-/|BUTaTe/IbHOTO arrapaTa:

— B reyaTHOU (opme,

— B (JopMe 3/1eKTPOHHOTI'O I0KYMEHTa.

[aHHBINA TepeueHb MOXKeT OBITb KOHKDPETH3MPOBaH B 3aBUCHMOCTH OT KOHTHHTeHTa

o0yyJaroImuyxcsi.

5. IlepeueHs yueOHOI TMTEpPaTyphl, HH)OPMAMOHHBIX PECyPCOB U TEXHOJIOTUH
5.1. YuebHas uTeparypa
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1. Abynamze, [. T. [lokymeHTarMoHHOe oOecrieueHWe —YIIpaBJeHHs

MepPCOHAJIOM : YueOHUK U MpakTUKyM s By30B / [I. I'. Abynazn3ze, Y. B. BeinpsbkkuHa, B.

M. MacnoBa. — MockBa : WM3parensctBo FOpaunt, 2020. — 299 c. — (Bricwee
obpa3zoBanue). — ISBN 978-5- 534-00875-3. —  Tekcr : 3/71eKTPOHHbIH /l
OBC  Hpaiit  [caiit]. — URL: https://urait.ru/bcode/450813

2. boikoBa  T.A.  [lokyMeHTal[uOHHOe  o0ecrieueHHe  yIpaBJIeHUs

(menmompou3BoACTBO): yueb. mocobue s cryzentoB By3oB / T. A. BeikoBa, T. B.
Ky3HetioBa, JI. B. CankuHa ; mog o6mi. pea. T. B. Ky3HerjoBoii. - 2-e u3z., iepepab. v JoOTI.
- M. : UH®PA-M, 2015. - 304 c

3. Ky3netioB, M. H. [JokymeHTal[iOHHOe o0ecrieueHre yripaBieHUs

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

4. Pa3nopoxxHbIi AA. JoKymMeHTHpOBaHUe yIipaBeHuYeCKOu

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

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

Cucrema craHzgapToB 1o wuH(opMauyy, OUOIMOTEYHOMY U HW3JATE/ILCKOMY JIedy.
OpraH13alMOHHO- pacriopsiuTe/bHasi JAOKyMeHTalus. TpebGoBaHusi K 0(OpM/IEHHIO
NoKyMeHTOB» (yTB. [Ipuka3zom Poccrangapra ot 08.12.2016 Ne2004-cT);

6. IlocraHoBnenue ['occrangapra P® ot 03.03.2003 Ne65-cTt «O MNpUHATUU U

BBEJIeHUM B JIeMCTBHE TOCYJapCTBEHHOro cTaHzapta Poccuiickort ®esepanyn» (BMecTe C
«['OCT P 6.30- 2003. TocymapctBeHHbl cTaHAapT Poccutickoii ®epepaijuu.

YHuduipoBaHHbie CUCTEMBI JOKYMeHTaLUH. YHuudumpoBaHHas cucTeMa
OpraHU3alMOHHO-PACTIOPSAUTeTbHOM  JOKYMeHTal[uu. TpeboBaHusi K  OhOpPMIIEHUIO
JIOKyMEHTOB»);

7. «['OCT P 7.0.8-2013. HaumoHanbHbIM cTaHgapTt Pocculickoii ®eznepanyu.

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

PN AN

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

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

9.

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

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

AQHHBIX U MH()OPMAI[HOHHBIE CIIPABOYHBIE CHCTEMBI
J/1IeKTpOHHO-0M0/MoTeuHble cuctembl (3BC):

1.
2.
3.
4.

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

18



https://znanium.com/
http://www.book.ru/
http://www.biblioclub.ru/
https://urait.ru/
https://grebennikon.ru/
http://dlib.eastview.com/

5. 3BC «JIAHb» https://e.lanbook.com

ITpodeccuoHanbHbIe 0a3bl AAHHBIX:

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

Scopus http://www.scopus.com/

ScienceDirect www.sciencedirect.com

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

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

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

7. HauyoHanbHast  9/eKTpoHHas Oubmvoreka (ZOCTYn K DJeKTPOHHOM — Oubivoreke
auccepTaruil Poccutickoit rocygapcrBenHou 6ubmmoreku (PT'B) https:/rusneb.ru/

8. Tlpesuzmentckasi bubmmoreka uMm. b.H. EnbiunHa 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 POCCUS http://uisrussia.msu.ru

SR e

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

KOMIIBIOTEPOB OMOTMOTEKH)

Pecypco1 cBoGoHOTO J0CTyNA:

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

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

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

MuHHCTEpCTBO HAyKH U BbICIIIETo oOpa3oBaHust Poccutickoit Pesepariuu
https //www.minobrnauki.gov.ru/;

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

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

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

8. ®dezepanbHbBIN [IeHTP WHMOPMALIMOHHO-00pa3oBaTenbHbIX pecypcoB (http:/fcior.edu.ru/);

9. [Ilpoexrt ['ocyzapcTBeHHOIO MHCTUTYTA PyCCKOro si3bika umeHu A.C. I[lymkuHa
"O6pa3oBanue Ha pycckoM" https://pushkininstitute.ru/;

10. CnipaBouYHO-WH(OPMALMOHHBIN NopTan "Pycckuit a3bIK" http://gramota.ru/;

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

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

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

14. 3akonorpoekT "O6 obpa3oranuu B Poccutickoit degepariyu”. Borpockl v OTBETHI http://xn--
273--84d1f.xn--plai/voprosy i otvety

Bl
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http://www.uspto.gov/patft/
http://uisrussia.msu.ru/
http://www.lektorium.tv/
https://link.springer.com/
https://nano.nature.com/
https://zbmath.org/
http://materials.springer.com/
https://experiments.springernature.com/sources/springer-protocols
https://www.nature.com/siteindex/index.html
https://link.springer.com/
https://ebookcentral.proquest.com/lib/kubanstate/home.action
https://www.prlib.ru/
https://rusneb.ru/
http://archive.neicon.ru/
http://www.elibrary.ru/
https://onlinelibrary.wiley.com/
https://www.sciencedirect.com/
http://www.scopus.com/
http://webofscience.com/
https://e.lanbook.com/

Co0cTBeHHbIE 3/IeKTPOHHBIE 00pa3oBaTe/IbHbIe H HH(OPMaHOHHbBIE PeCcypChl

KyoI'Y:

1. Cpeza MOAYIBHOTO TUHAMUYECKOTO 00yueHus http://moodle.kubsu.ru

2. bBasa yueOHbIX 1/1aHOB, yueOHO-MeTOUUeCKUX KOMIJIeKCOB, MyOIMKaLuii U KoH(pepeHLUi
http://mschool.kubsu.ru/

3. BbubmoTeka nHbOpMaLMOHHBIX PecypcoB Kadeapbl HHPOPMALIMOHHBIX 00pa30oBaTebHbIX
TexHoJI0rui http://mschool.kubsu.ru;

4. DJIeKTPOHHBIN apxuB JokyMmeHTOB Ky6I'Y http://docspace.kubsu.ru/

5. DseKTpoHHble oOpa3oBaTe/bHbIE pecypchl Kadepsl HWHPOPMAIMOHHBIX CUCTEM U
TexHoJorMi B obpaszoBanun KyOI'Y u HayuHo-MeTopuueckoro >xypHasia "IIKOJIBHBIE
r'oAbI" http://icdau.kubsu.ru/

6. MeTopuuecKne yKa3aHus /sl O0y4YalOIUXCA IO OCBOEHHIO JAMCLUILIMHBI
(Moyns)

JIeKIIMOHHOe 3aHSATHe TIPeJCTaB/sieT CO0OM CHuCTeMaTHYecKoe, TIOC/Ie[0BaTe/IbHOE,
MOHOJIOTHUECKOe H3J/I0)KeHHe TIpero/jaBaTe/ieM-1eKTOpoM y4eOHOro marepuasna, Kak IpaBUJIo,
TEOPeTUYeCKOTO XapakTepa. Takoe 3aHATHe TIpeACTaB/sieT COOOW 37€MEHT TeXHOJIOTUH
npe/icTaB/ieHdsi y4eOHOro MaTepuasa IIyTeM JIOTUYeCKM CTPOWHOrO, CHUCTeMaTUuecKu
MOC/Ie/OBAaTe/TLHOTO W SICHOTO  HW3J/IOKEHUs C  WCIIO/Ib30BaHWEM  MHTEPAKTUBHBIX

obpa3oBaTe/IbHbIX TEeXHOJIOTUM (My/IbTUMeIUMHBIX, JIeKLIUU-[TUCKYCCHH, JIeKLIUU-
JIeMOHCTPALUHN).
Llenb neKyuu — oOpraHu3alys LiejleHarnpaB/eHHOW I103HaBaTe/JIbHOM JleATellbHOCTH

00yuarIuXcs 10 OB/IaJieHUI0 TPOrPAMMHBIM MaTepyuasioM y4eOHOM AMCLUIUIMHBL UTeHue
Kypca JIeKLM{d T[03BOJISIeT JaTh CBSI3aHHOe, [10C/Ie[joBaTe/lbHOe W3/I0KeHWe Marepuana B
COOTBETCTBUM C HOBEHUIIIUMH JIaHHBIMU HayKW, COOOIUTH CIIyIIaTesiM OCHOBHOE COZIepP>KaHHe
ripefiMeTa B 11e/IOCTHOM, CUCTeMaTU3MPOBaHHOM BU/IE.

3azaun JIeKIMY 3aK/IIUaroTcs B obecrieueHUH (HDOPMHUPOBAHUS CHCTEMbl 3HAHUU 10
yueOHOW [JUCIUIUTMHE, B yMeHWM apryMeHTHUPOBAaHHO W3/araTb HAay4HbI MaTepuan, B
dopmupoBaHru MpodeCcCUoHaILHOTO KPYyro3opa W o0Ieill Ky/JbTypbl, B OTPaKEHUM eIlle He
TOJIyUMBIINX OCBeIleHUs] B yueOHOW /MTepaType HOBBIX AOCTMXXKEHUM HayKW, B ONTUMM3al[UU
Ipyrux (opM opraHu3aruy yuebGHOTo Iporjecca.

[TpakTHUecKue 3aHATUSI — SABASIOTCS (Gopmoii yueOHOM ayAUTOPHOM pabOThI, B paMKax
KOTOpOU (OPMUDYIOTCS, 3aKpPeIVISIIOTCS U TIPeJCTaB/SIOTCS 3HaHUs, yYMEHUs UM HaBbIKH,
HMHTerpyupytolle pe3yabTaTbl OCBOEHUS] KOMIIeTeHLIMM Kak B JIeKI[MOHHOM ¢opmaTte, TaK B
pa3MuHbBIX (opMax camMoCTOsATesIbHOW paboThl. K KakgoMy 3aHSTHIO TIperojiaBaTesieM
(hopMy/IMPYIOTCA TIpaKTUUYeCKHe 3a/laHusi, TpeboBaHUS M MeTOAUUYeCKHe peKOMeHJal[ud K HUX
BBITTOJTHEHHIO, KOTOPbIE MPE/ICTABJISIOTCS B (POH/IE OLIEHOUHBIX CPe/ICTB YUeOHOMH AUCIUITTUHBI.

KoHTposb camocTosTenbHONM pabOThI: A1 CTY[€HTOB [HEBHOW U 3a04HON (HOpMBI
o0yueHUsI — TeKYIIUH KOHTPOJIb OCYILECTB/ISIETCS B COOTBETCTBHE C TIPOTPAMMOM 3aHSTHA
(e>xeHeie/TIbHO /IS CTYJEHTOB OUHOW (hOpMBbI OOyueHUs; 0 ceMecTpaM — AJi CTYZEeHTOB
3a0uHOM (opMbI 00yueHHs ); MMPOMEXYTOUHbIM KOHTPO/b TI0 UTOTaM OCBOEHWS AWCIUITAHBI
ocyliecTBasieTcsi B (opmMe peWTHHIOBOM CHUCTEMbl OLIEHOK. OnucaHve 3ajjaHdl  Jj1st
CaMOCTOSITeJTbHONW pabOThl CTYZIEHTOB U TpPeOOBaHWM 110 WX BBITIOJTHEHUIO BBIJAKOTCS
rperiofiapaTesieM B COOTBETCTBUM C Ppa3paboTaHHBIM (OHAOM OLIEHOUHBIX CpPeACTB TI0
JVCLIMTITUHE.

CamocrosiTesibHasi paboTa CTYJeHTOB IO JaHHOMY y4yeOHOMY KypcCy TipejIiojiaraer
MO3TAaNHY MNOJrOTOBKY 10 Ka)KJOMY pa3/ie/ly B paMKax COOTBETCTBYIOLMX 3aJaHUM:

[TepBBIN 3Tarm CaMOCTOSITEILHOM pabOThI CTYZIEHTOB BK/IIOUaeT B ce0si TiaTesbHOE
M3yyeHHe TeOpeTUUeCKOro MaTeprasa Ha OCHOBe JIeKLIMOHHBIX MaTepuasioB TperiojaBareris,
peKOMeH/JyeMbIX pa3fie/ioB OCHOBHOM U  JIOTIOJIHUTE/IbHOM  JIUTepaTypbl, MaTepuasioB
MepUOIUUYeCKUX  HAYYHbIX  W3/laHWM, HEeOOXOJWUMBIX  [IIS  OBJIQZIGHUSI  TIOHATHUIHO-
KaTeropuajibHbIM anrnapatoM U (OPMUPOBAHUS TIpe/CTAaBJIeHUM O KOMILIeKCe aHaTuTUUeCKOro
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WHCTPYMEHTAapHsi, UCIO/Ib3yeMOro Kak B paMKax /IaHHOM OTpac/iv 3HaHWs, TaK U IyOiIndHON
TIPaKTHKe;

Ha BTOpOM 3Tame Ha ocHOBe C(hOPMHPOBAHHBIX 3HAHWU W TIPeJCTaBIeHUNA IO JAHHOMY
pasfeny CTYAEHTbl BBITIONHSIOT TPAKTUYeCKWe 3a/laHusl, HaleJleHHble Ha (opMHUpoBaHUe
yMeHMId W HaBbIKOB B paMKaX 3asB/eHHOW KOMIeTeHLMH. Ha [aHHOM 3Tame CTy[eHThI
OCYIIECTBJISIIOT CaMOCTOSITE/IbHBIN TIOMCK SMIUPUYECKUX MaTepUasioB B PaMKaX KOHKPETHOTO
3a/jaHusA, 000OIAIOT W aHa/JM3UPYIOT COOpaHHBIM MaTepuas TI0 CXeMe, pPeKOMeH/IOBaHHOM
nperiofiaBatesieM,  (OPMYJIMPYIOT  BBIBO/IbI, TOTOBSIT  TPAKTUUECKHWEe  peKOMeH[allvH,
TIpe3eHTalIOHHbIe MaTeprasbl AJIs Iy OIMYHOTO MX MPeCTaBIeHus U 00CYKIeHHs..

Kputepun OLleHKM 3a[jaHMii B paMKax CaMOCTOSITEIbHOM pabOThl  CTY/I€HTOB
(dbopmMyTpyIOTCS TIpernoaBaresieM B ()OHZE OLeHOUHBIX CPeZICTB.

B ocBoeHMH AMCLMI/IMHBI MHBAMAAMHU U JIML[AMUA C OTPAaHUYE€HHBLIMUA BO3MOKHOCTSIMH
3[0pOBBsi OO/BIIIOE 3HaueHWe WMeeT WHIMBHAyaibHas yueOHass paboTa (KOHCY/IbTaLMH) —
JIOTIOJTHUTE/TbHOE pa3bsiCHeHWe yueOHOro MaTepuara.

WnguByyanbHble KOHCY/IbTALMM TI0 TPeJMeTy SBJISIOTCS Ba)KHBIM  (DaKTOpOM,
CMOCOOCTBYIOIIMM WHAWBUyaIM3al[ui 00yUYeHUs] U yCTAaHOBJIEHUIO BOCITUTATe/TbHOTO KOHTAKTa
MeXXAy TperofiaBartesieM ¥ O00OydyarOUMCSi WHBaIWZAOM WIM JIMLOM C OTPaHHYeHHbIMU
BO3MO>KHOCTSIMU 37I0POBbSI.

B ocBoeHMM AMCLMITIMHBI WHBAIKAAMH U JML[AMHA C OTPAaHUYEHHBIMH BO3MOXHOCTSIMH
3[I0POBbsI OOJBIIIOE 3HAUeHWe WMeeT WHIWBHyalbHas yueOHas paboTa (KOHCYJ/IbTaLMH) —
JIOTIO/THUTENIbHOE Pa3bsiCHeHHe yueOHOTO MaTepHara.

WHauBKyanbHble KOHCY/IbTalMM TI0 TPEJMEeTy SIBJISIOTCS Ba)KHBIM  (DaKTOpOM,
CITOCOOCTBYIOIIMM MHAWBUYaIM3alui 00yUYeHHUs] U yCTaHOBJIEHUIO BOCITUTATe/IbHOTO KOHTAKTa
MeXZy TperojiaBatesieM ¥ O00ydyalolMMCS WHBaIWAOM WM JIMLOM C OTPaHUYEHHBIMU
BO3MO>KHOCTSIMU 3ZJ0POBBSI.

MetojuuecKiue peKOMEHAAI[UH, ONpeje/IsoIHe MNponeAypPbl OLIEHHMBAaHUsS Ha
ceMHHape:

Kpumepuu oyeHku:

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

«XOpOLIO» - CTY[eHT JIEMOHCTPUPYET 00IIre 3HaHWs TI0 pacCMaTPUBAaeMbIM BOTPOCaM,
yMeeT yCTaHaB/IMBaTh CBSI3W MeX/y TeOPeTUYeCKUMH MTOHATHSAMHI W SMITUPUYECKUMHU (aKTaMu;

«OTJIMYHO» - CTYJEHT JEeMOHCTPUPYET CHUCTeMHble 3HAHUS OCHOBHBIX BOMPOCOB
M3y4yaeMOW [UCLUIUIMHBI, YMeeT yCTaHaBIMBaTh CBSI3H MEXAY TeOPeTUYeCKUMH TIOHSTHSIMUA |
SMITUPUUECKUMH (paKTaMH, (POPMYJTUPYET aHATUTUYeCKHe 0000IIeHHST U BBIBObI.

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

Kpumepuu oyenku:

«y[IOBJIETBOPUTE/ILHO» - CTYJEHTOM [IOMYIIeHbl 3HAauWTe/bHbIe OIIMOKW, B OTBETe He
PaCKpbITHI HEKOTOpbIe CyI[eCTBEHHbIe acCTeKThl CO/IeP)KaHUs, CTYJeHT He CMOT II0Ka3aThb
HeoOXOZMMbIe YMEHHSI 0 METOZaX KOMaHJHOTO B3aUMO/IeHCTBUS;

«XOpOLIO» - CTYZIEHT JIOMyCKaeT HeCyIl|eCTBeHHble OIIMOKHM, HeJO0CTaTOYHO TIOJTHO
PacKpelll Cofilep’kaHHe BOMpOCa, He CMOr B Tipoljecce Oecefibl CaMOCTOSITEJIBHO [laTh
HeoOXOZVMbIe TTOTIPABKH U [[OTIOJTHEHHS;

«OT/IMYHO» - CTY[IEHT aKTUBHO y4YaCTBYeT B JWCKYCCHH, JIOTUYHO W TOC/eJ0BaTe/TbHO
BbIDa)KaeT CBOM OTBET, [IEMOHCTPHPYeT 3HaHUS HayYHOW TePMHHOJIOTMM B KOHTEKCTE OTBETa;
0OBSICHSIET TIPUUMHHO-C/I€ACTBEHHbIE W (YHKIMOHA/bHBIE CBSI3M; PAacKpbIBaeT Ha MpHUMepax
TeopeTUyeCKye M0JI0KeHHsT U TIOHSTHS; JOPMY/TpYyeT COOCTBEHHbIE CY)K/IeHUsI M apTYMEHTHI.

MeTojuuecKiue peKOMeH/ ALK, OTpeje/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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