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1 Henn u 32124y U3y4YeHUs AUCHUIJIMHBI (MOTYJIf)

1.1 Ileanb ocBoeHMs TUCUMILIUHBI

Henu: dopmupoBanue mnpodecCHOHATBHBIX KOMIleTeHIMH B cootBercTBUU ¢ PI'OC BO,
KOMILJIEKCA 3HAHWW, YMEHUW W HABBIKOB B 00JaCTH HOPMATHBHO-TPABOBOTO W OpPraHU3alMOHHO-
JOKYMEHTAIMOHHOTO O00eCleUYeHHs YIpaBlIeHUs B 00JacTH yIpaBJICHHs IMEPCOHAIIOM HAa OCHOBE

pallMOHAJIbHBIX, HayLIHO-O6OCHOBaHHI)IX IMPUHIIMUIIOB n MCTOOOB ux COBCPIICHCTBOBAHMA,
(hopMHpOBaHHE MPOTPECCUBHOTO TMOJMXOJa K PEHICHUIO BaXXHEHINIWX YIpPaBJICHYCCKUX 3a1a4 Ha
NPEIIPUATHH.

1.23anauu:

- YCBOCHHUC OCHOBHBIX IIOHSTHH B 001acT HOPMATUBHO-IIPABOBOI'O n
JOKYMEHTAIMOHHOTO 00€CHedeHusl YIpaBJIeHUEM TPYAOBbIX OTHOLIEHUI Ha MNpEeANpUsTUU (B
OpraHu3aln);

- U3Y4Y€HHE BUAOB OQUIMAIBHBIX JOKYMEHTOB M TpeOOBaHMH K HX COCTaBJICHHIO HU
0(hOpPMIICHHUIO;

onpesesieHue crnoco0oB TOKYMEHTUPOBAHUS U CUCTEM JTOKYMEHTAIUH;

MPpUMEHEHHE TPABUJI OpraHU3alMK paboThl C TOKYMEHTaMU CIIy>KObI IEpCOHANa;

OCBOCHHE TNOpsJKAa OpraHu3aly pabdoT MO JEIONPOU3BOJCTBEHHOMY OOCIYKMBaHHUIO
TPYIOBBIX OTHOLIEHUH;

npuobpereHne  yMeHUH  OQOpMIIEHHS  PEKBHU3UTOB,
JOKYMEHTOB € ITOMOIIBIO CHIENUATN3UPOBAHHBIX ITPOTPamMM;

1.3 MecTro qucuuninHbl (MOayJisl) B CTPYKTYpe 00pa3oBaTe/ibHON NPOrpaMMbl
Hucuunnuza b1.B.02.02 «MH)OopMaIinoHHO-I0KYMEHTAIIMOHHOE 00€CTIeYeHHEe TPYIOBBIX OTHOIICHHIA»
OTHOCHUTCS K BapuaTuBHOM yactu bnoka 1 "Aucuunnuuel (Moxynaun)" ydyeOHoro 1iasa, opMupyemas

y4acTHUKaMH 00pa30BaTEIbHBIX OTHOIICHHUH y4eOHOTO IJIaHa.

B Meroguueckom IiaHe IUCHUILIMHA ONMPAETCS HA 3HAHUA, MOJYYEHHbIE NPU W3YYEHUU
CIICTYIOIINX yqe6HLIx KypcoB: «JlokymeHToBeneHus», «OCHOBBI HH(OPMAIIMOHHOTO MEHEIKMEHTAY,
«OCHOBBI DJIEKTPOHHBIX JIOKyMEHTOB B KaJpOBOM pabore» u Ip.

1.4 IlepeyeHb NJIAHUPYEMBIX Ppe3yJbTATOB OOY4YeHHS] MO JIUCHUIUVIMHE (MOIYJII0),
COOTHECEHHBIX C IVIAHUPYEMBIMH pPe3yJIbTATAMHU 0CBOCHHs 00pa3oBaTeIbHOM IPOrpaMMBbl

N3ydyenue nanHOW yueOHOM IUCHMILIMHBI HANpaBieHO Ha (OPMUPOBAHHE Y OOYYAIOIIMXCS
CJIeIYIOLIMX KOMITETEHIIUM !

co3maHue  1m1abJIOHOB

Kon n nanmenoBanue Pe3ynbTaTel 00ydeHus 10 TUCIUILIHHE

HWHAUKaTopa™

YK-2 Cniocoden onpenessith

KPpYTr 3aJa4 B paMKax TMOCTABJIEHHOH LIeJIM U BLIﬁHpaTL OonTUMAJIbHbIC

CIoco0bl X peuieHusi, HCX0Asl U3 HeﬁCTBymﬂlHX IPaBOBbLIX HOPM, HMCIOLIIUXCH PECypCOB U orpalmqelmﬁ

VK-2.1. TloHmmaer CymHOCTh
NPaBOBBIX HOPM, LETH M 3a7a4u
HOPMATHBHBIX IIPABOBBIX aKTOB
VYK-2.2. OcymecTBiseT IONCK
HEO00XO0IUMOM MIPaBOBOM
uHpOpMAIMK 1A PEIICHUS
mpodecCHOHATBHBIX 3a1a4
VYK-2.3. Hcnomp3yer MpHUHIUITEL

NPOSKTHOH  METONOJOTHU IS
penIeHus npoheCCHOHATBHBIX
3a1aq

YK-2.4. Bribupaet onTUMaibHBINA
croco0 pemreHus 3aj1a4,
HMEIOIIHXCS pecypcoB u
OrpaHWYEHUH, OIEHKN PHUCKOB Ha
OCHOBE MIPOEKTHOTO
MHCTPYMEHTapus

YK-2.1 Bnaneer oTAeNbHBIME 3HAHUSIMH TPABOBBIX HOPM, LETH M 3a/a4d
HOPMAaTHBHBIX TIPABOBBIX aKTOB

VYK-2.2 Bnanmeer oTHenbHBIMH HABBIKAMH IOMCKa HEOOXOAWMOW IPaBOBOM
“HPOPMAIIAH ISl pEIISHHUS MPOoeCcCHOHATBHBIX 3a1a4

YK-2.3 VYMeer wHCHONB30BaTh MPUHIMIE TPOEKTHOW METOAONOTHH IS
petreHnst mpogeCcCHOHaIHHBIX 3a1a4

YK-2.4 YMmeer BoIOMpaTh OTAEIBHBIE CIIOCOO PEIIeHHs 3ajad, MMEIOIHXCS
PeCypcoB W OrpaHWYCHHH, OIICHKH pPHUCKOB Ha OCHOBE IMPOCKTHOTO
HHCTPYMEHTapHs

YK-2.1 B uenom, BiajieeT 3HAHUAMH B OOJACTH TPABOBBIX HOPM, LIETU U
3a/laui HOPMATHBHBIX IIPABOBBIX AKTOB

YK-2.2 B menoMm, Biameer 3HAHHUSAMH B OOJACTH OCYIIECTBICHHUS IIOMCKA
Heo0X0oIUMON TpaBOBOM HHGMOpMAIMK Ui pPEHICHUS TNPOo(HeCcCHOHATBHBIX
3amad

VK-2.3 B nenom ymeer UCHONB30BaTh MPHUHIUIBLI NIPOEKTHON METOAOIOTUU
JUTSL peIeHus! TPOoQeCcCHOHAIBHBIX 3a/1a4

VYK-2.4 B mnenom BbIOMpaeT ONTUMANIBHBIM CIIOCO0 peIIeHUs 3ajad,
AMEIOLINXCS PECypcoB W OrpaHWYEHHWH, OIEHKH pHCKOB Ha OCHOBE
MIPOEKTHOTO HHCTPYMEHTAPHS

YK-2.1 VYBepeHHO BlIajieeT 3HAHMSIMHM B OONACTH IPAaBOBBIX HOPM, LIETH U

3




Kox u HanmenoBanue
WHIUKaTopa™

Pe3yJ'ILTaTLI 06y‘IeHI/I$[ 10 JUCHUITITIMHEC

3aJlauy HOPMATHBHBIX ITPABOBBIX aKTOB.

VYK-2.2 VYBepeHHO OCyHIECTBIISIET TIOMCK  HEOOXOAMMOM
rH(pOpMaNUH JUIs peIeHus MpodecCHOHaIbHBIX 3a1a4.

VK-2.3 VYBepeHHO HCHONB3yeT MPUHIMIIBI NPOEKTHOM METOAONOTHUU A
petenus npodeccroHalbHBIX 3a/1a4.

YK-2.4 VYBepeHHO BHIOMpaeT ONTHMAJBHBIN CIIOCOO peIIcHUS 3a1ad,
UMEIOIINXCS PECypcoB W OrpaHMYEHHH, OIEHKH pUCKOB Ha OCHOBE
MPOEKTHOTO HHCTPYMEHTAPHS

IIPaBOBOM

IT1K-2 CnocoGeH K OpraHu3aliu JOKYMEHTHPOBAaHNs YIPABJIeHYECKO NesITeTbHOCTH B OPraHU3alNu

IK-2.1 Opranmsyer | [1K-2.1 O6nagaer 3HaHUAMU B OOJIACTH OpPraHM3AIWU JTOKYMEHTHPOBAaHHE
JIOKYMEHTUPOBaHUE YIpaBIEeHYECKOH AeSITeIbHOCTH B OPraHU3aIHH.

ympasieHueckoi nestenpHocTH B | [1K-2.2 OOnagaer 3HaHWSIMH B 00JacTH MPUMEHEHHS WH()OPMAITMOHHBIX
OpraHu3aIuu CHCTEM B YNPaBJIECHYECKOH NeATEIbHOCTH B OpPraHU3aINH

[K-2.2 [Ipumenser

uHpopmanuonusle cucreMbl B | [IK 2.1 B wmeaoM, ¢ MOMOLIBIO SKCIIEPTOB CHOCOOEH OpraHu30BaTh
YHPaBJIEHYECKOH JIEATENBHOCTU B | OKYMEHTHPOBAHUE YIPABICHUECKOM ICSITEIBHOCTH B OpraHU3AIINH.
OpraHU3aLuu [1K-2.2 B uenom npumMeHsieT HHPOPMAIIMOHHbIE CUCTEMBI B YIIPaBJIEHYECKOI

JICATENILHOCTH B OPraHHU3alINH.

IIK-2.1 CnocobeH caMOCTOSTEIbHO OPraHHU30BBIBATH JOKYMEHTHPOBAHHE
YIIPaBJICHYECKOM JIESITENbHOCTH B OpPraHU3ali|

[TK-2.2 CriocobGeH caMoCTOsITEIbHO TPUMEHSITh HHPOPMAIIMOHHBIE CHCTEMBI B
YIIPaBJICHYECKOM JIESITENbHOCTH B OpPraHU3aIM|

Pe3ynbTartel 0Oy4deHHS MO JUCHIUILIMHE JOCTUTAIOTCS B paMKax OCYIISCTBIICHUS BCEX BHJIOB
KOHTAKTHOH M CaMOCTOSITENIHON pabOThl 00YJaIONIUXCSI B COOTBETCTBHU C YTBEPIKICHHBIM YUEOHBIM
TUTAHOM.

WNuanukaTtopbl JOCTHKEHUS KOMIETEHIUH CUYMTAIOTCS CHOPMUPOBAHHBIMHU TPH JOCTHKEHUH
COOTBETCTBYIOIIIUX UM PE3YIbTATOB OOYUICHUSI.

2. CTpyKTYypa U cofep:KaHue TN CIUTIIUHbI

2.1 Pacnpenesienne TPyaA0éMKOCTH IMCIUILIMHBI 110 BUJAaM padoT

OOmiast TpymOEMKOCTh AMCHUIUIMHBI cocTaBisgeT 3 3adeTHbiXx exuuul (108 yacoB), wux
pacrpeielieHUe 10 BHIaM pabOT MPEICTABICHO B TAOIUIIC

Bugsr pabot Bceero ®dopma o0yueHus
4acoB OYHO- 3a04Hast
oumas 3a04Has
6 X X X
ceMecTp ceMecTp ceMecTp Kypc
("acern) (dacern) ("gacern) (dacer)
KontakTHas pa6oTa, B TOM 4Yuciie:
AyIMTOpHBIE 3aHATHUS (BCEr0): 32 32
3aHSTH JISKIMOHHOTO THITA 16 16
71a60paTOPHBIEC 3aHATUS - -
MPaKTHYECKUE 3aHATHS - -
CEeMUHAPCKUE 3aHSTHSI 16 16
HMuas KOHTaKTHAasA padoTa:
KonTpons camocTosTensHOM paboThI
(KCP) ) )
ITpomexxyrounas arrecrarus (MKP) 0,2 0,2
S:z’lﬂ()e(‘;TOﬂTeﬂbHaﬂ padoTa, B TOM 75.8 75.8
Pedepat/acce (moaroroska) 4 4
CamocCTOATENbHOE H3YYEHHE Pa3/IelioB, 65.8 65.8
CaMOITOATOTOBKA ' !
IloaroToBka K TECTUPOBAHHIO 6 6
KonTtpoiis: = =
[ToaroToBka K 3K3aMeHy
O6mas | uac. 108 108




TPYI0EMKOCTh B TOM 4HCJIe
KOHTaKTHAasI 32,2 32,2
padora
3a4. e 3 3

2.2 Copepxanue M CUMIIIMHBI
Pacnipenenenue BUIOB y4eOHOM pabOThI M X TPYAOEMKOCTH MO pa3eiaM AUCIHUIUTHHBI.
Pa3zzenbl (Tembl) auciMIUIMHBL, H3ydaeMbie B 6 cemectpe (3 kypce) (ounas popma oOyueHwus)

KonuuectBo yacos
A Bueayaut
Ne HaunmenoBanue paszenos (Tem) YAUTOpHaA OpHas
Bcero pabora
pabora
JI I13 JIP CPC
1 Pa3znen.1 [lonsitie u 3HaUeHHE JOKYMEHTAIMOHHOTO 6 6 i 30
" |obecniedeHus ympaBieHHs MEPCOHATIOM
2 Paznen 2. OCHOBBI TIOKYMEHTAIIMOHHOTO 00ecrieueHust 6 6 i 30
YIpaBJICHHUs IEPCOHATIOM
3 Paznen 3. Cucremarusanus 1 XxpaHeHHE JOKYMEHTOBKAIPOBOH 4 4 i 15.8
" |cimyxOBI '
HUTOI'O no paszdenam oucyuniunvl 16 16 - 75,8
KonTposb camocrositenbHoi padotsl (KCP) - -
ITpomexyrounas arrectaius (MKP) 0,2 -
OO011ast TPYI0EMKOCTb 10 JUCIUTUINHE 108 -

[Ipumeuanue: JI — nexuuu, 113 — npaktuyeckue 3ansatus / cemunapsl, JIP — naboparopHeie 3aHsATHSA,
CPC — camocTosTenbHas paboTa CTyIeHTa

2.3 ConepxxaHue pa3iesoB (TeM) TUCHUILIHHBI

2.3.1 3ausaTHA JEeKINOHHOI0 THIIA

Haunmenosanue dopma Tekyiiero
Ne Copepxanue pazziena P yi
paszzaena KOHTPOJIS
1 2 3 4

Pazaen 1. IlousiTMe M 3HAYEHHUE AOKYMECHTAIIMOHHOT' 0 o0ecnevyeHust YupaBjJdeHUss MNEpPCOHAJIOM

Beenenue B kypc OO0mee  mpencraBieHHe  Kypca. Hasuauenue  u |[IpopaGorka
comepkanme Kypca. CBs3p Kypca ¢ y4eOHBIMH |y4eOHOTO
JQUCUMIUIMHAMU.  3HauyeHWe Kypca B TIOATOTOBKE |(TEOPETHYECKOro)

CICIIMAITUCTOB 10 YIIPABIICHHUIO TIEPCOHATIOM MaTepraia
IlonsTue [ToHATHS «TOKYMEHT», «TOKYMEHTOO00POTY, [TpopaboTka
JOKYMEHTAIIHOHHOT O «TOKYMEHTAIIMOHHOE 00eCIieueHUE YIIPaBICHUS». yaeOHOro
obecrieueHus OcHOBHEBIE TPeOOBaHUS, MPEIBIBIIEMbIE K O(OPMIICHHIO (TeopeTHuecKoro)
YIpaBIeHUS JIOKYMEHTAIINH, IpelycMOTpeHHbIe I ocynapcTBeHHON MaTepuana
ITEPCOHAJIOM. CUCTEMOMW JOKYMEHTAIIMOHHOTO 00eCIICUeHUs YIIPaBICHUS
TpeboBanus, I'OCT P 7.0.97-2016. ITopsimok 00pabOTKK U perrucTpariu
MIPEIbSIBIIIEMBIC K JIOKYMEHTOB, HX MHJIEKCAIH. PerucTpanmonHbie (GOpMBI 1
oopMIICHHIO WX 3arnoHeHue. KoHTpob HCIOTHEHHS JOKYMEHTOB.
JIOKYMECHTOB OCHOBHBIE OTJIMYHS B TIOATOTOBKE MPOCTBIX M CIOKHBIX

MIPUKa30B. YUET CIEeMUPHKHI PaCIOPSIUTEIEHOIO TESHCTBUS
P COCTaBJIEHUHU IPUKA30B 110 IPUEMY, [IEPEBOAY,
VBOJILHEHHIO PaOOTHUKOB. I10psimoK BU3MpPOBaHUS
MIPUKA30B 10 JUYHOMY COCTaBY, UX PETUCTPALIUH.

CocTaB M BHIBI IousTHe U 3HAUEHHE KaIPOBOM JOKYMEHTALUH. ITpopabotka
KaapoBoii fokyMeHTanun | Kinaccudukanms kaapoBoi qokyMmeHTanui. OCHOBHBIE yueOHOro
BH/JIBI IOKYMEHTOB KaJIPOBOM CITY>KObI, 0COOCHHOCTH UX (TEeOpeTHYECKOro)
cocraBieHus. HopmaTtuBHO-1IpaBoBast 6asa, Marepuaia

peTIIaMCHTHUPYIOIIAsd pa3pa60TKy KaJIpOBBIX TOKYMCHTOB.

Pazgea 2. OcHOBBI JOKYMEHTAIIMOHHOTO o0ecnieYeHUsl yNpaBJeHHUs MEePCOHATIOM

TpeboBaHus K [MrtaTtHoe pacnucanue (ct. 57 Tpynosoro Kogexca PD)— |Hp0pa60TI<a
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COJECPKAHUIO U
o(hOpMIIEHHIO
JIOKaTbHBIX

HOPMATHBHBIX aKTOB I10

YIPaBICHUIO
HEPCOHAIIOM

®opma mratHoro pacnucanus (popma T-3) yreepxaeHa
nocraHoBieHueM I'ockomcraTta Poccuu ot 5 stHBaps 2004
rozga Nel.

[IpaBuna BHYTpEeHHETO TPYIOBOTO PACHOPAIKA KaKk
JIOKaJIbHBI HOPMaTUBHO-TTPABOBOM aKT,
KOHKPETU3UPYIOIIMIA MTOPSIOK PEryIUpPOBaHUS KIFOYEBbIX
BOIIPOCOB COLIMATIBHO-TPY/OBBIX OTHOLICHUH Ha
npeanpusTaun. OOmuii MopsA0K MOArOTOBKHA JOKYMEHTA B
cootrBercTBUH c0 cT. 190 TK PD. Ocobennoctu
o(hopMIICHUS IPaBUJI BHYTPEHHETO TPY0BOI'0 paclopsaka,
cofiep’kaHKe BOIIPOCOB, KOTOPBIE OTPaXkarOTCs B IpaBHiIax
BHYTPEHHETO TPYAOBOT0 paclopsiIKa.

Oco0eHHOCTH 00palleHus ¢ IePCOHANBHBIMH JAHHBIMH
pabOTHHUKOB B COOTBETCTBUU C MONOXKeHUsIMU T1aBbl 14 TK
P®. TpeboBanmst k 00pabOTKE MEPCOHATBHBIX JaHHBIX
pabotHuKa. [IpaBmia nepenaun nHGOpManny, cogepKamei
CBEJICHUS O PabOTHHUKE, TPETHUM JinliaM. OTBETCTBEHHOCTh
JIOJDKHOCTHBIX JIMII, BAHOBHBIX B HAPYIIICHUH HOPM,
PEryIupyONIMX NOTydYeHUe, 00padoTKY U 3aIUTy
MIEPCOHAILHBIX JJAHHBIX paOoTHHKA. HCTpYKIIUS 1O
JOKYMEHTAIlMOHHOMY 00ECIICUCHHUIO YIIPaBICHHSI
nepcoHanoM npeanpustusi. CTpyKTypa U cofepsKaHue
pa3ziesioB JAHHOTO TIOKYMEHTA.

yueOHOro
(TeopeTrndecKoro)
Marepuaia

lNocynapcrBenHnas

WHCTICKIUS TPyHa U
Ipoleaypa IpoBeICHUS
IIPOBEPOK JAOKYMEHTALIUU

KaJIpOBOU CITYKOBI

TTomroMoOumNs rocyZapCTBEHHOMN HHCIEKIINH TpyZHa.
[Iponienypa u mpaBuia MPOBEIACHHS MPOBEPOK COOIFOICHUS
JEHCTBYIOIIETO  3aKOHOJATENhCTBA.  BHIBI  MPOBEPOK.
[Mopsinok opopmIteHUS] MEPOITPUATHI 10 KOHTPOITIO.

CocTtaB JOKYMEHTOB, TpeOyeMBbIX OpraHamMH Haja30pa |
KOHTPOJISI TpU TPOBEACHHH NPOBEPOK. (OTBETCTBEHHOCTH
paboTonarens 3a HapylieHue JIEHCTBYIOIIETO
3aKOHOJATENILCTBA O TpPYyJAE€ W HErpamMoTHOe odopMiIcHHE
KaJIpOBOM JIOKyMEHTaIuu, Bo3naraemasi TpyaoBeiM Kogekcom
P® u Kogekcom 00 aqMHUHUCTPATHBHBIX MPABOHAPYIICHUSIX

ITpopabotka
yaebHOoro
(TEOpPEeTHYECKOro)
Marepuana

dopMupoBaHHE U

BCACHUC ITNYHBIX €I

Jluanoe menmo  paOOTHHMKA KaKk OCHOBHOW  JOKYMEHT
MIEPCOHAIIFHOTO y4eTa, B KOTOPOM XpaHATCS Hambosee
MOJHBIE CBEACHUS O COTPYOHHKE W €ro CIyXKeOHOI
JCATETFHOCTH.

CocTaB M TOCIIEIOBATEIFHOCTh JTOKYMEHTOB JIMYHOTO JETa.
OcCoOEeHHOCTH COCTaBJICHUS JOKYMEHTOB JINYHOTO Jena:
JMYHOTO JIMCTKA 10 y4eTy KaJpOB, NOMOTHEHUS K JIUIHOMY
THMCTKYy, aBroOmorpadguu u T1.4. [lpaBmia BbBIHaYM JTHYHOTO
IeTla BO BPEMEHHOE IONb30BaHWE. [lopsmok cocTaBieHUs
omucH TIHOro nena. llepemada MudHOTO JAenna HA apXWBHOE
xpanenne. CocTaBleHHWE 3aBEPUTEIHHOM HAIMNWCH JIHYIHOTO
nerna

[TpopaboTka
yaeOHOro
(TeopeTHUYECKOro)
Mmarepuaia

JInuHas kapTouka

JIndnas kapTOoyka Kak OCHOBHOM JOKYMEHT MEPCOHAIBHOTO
ydeta pabOTHUKOB OpraHu3anuu. JJoKkyMeHTHl, Ha OCHOBaHHU
KOTOPBIX 3aIlOJIHAETCS JTM4Has kaprouka. [Topsaox
KOAMPOBAHHUS CBEICHUH B TMUHON KapTOUKe. 3aroJHEeHHE
JMYHON KapTouku. ITopsiiok BHECEHUS HCTIPABICHUN U
M3MEHCHUH B IMYHYIO KAPTOUKY paOOTHHUKA.

[TpopaboTka
yaeOHOro
(TeopeTnyecKoro)
MaTepuaia

JoxymeHTHpOBaHUE
MPOLIECCOB ABMKCHHS

KaJIpoB

JokyMeHTHpOBaHHWE TIpolecca JABIKCHHS KagpoB  Ha
MPEANPUATHH KaK BaKHEUIIass (QYHKIUS OTAeTa KalpoB.
Bunet nBuxkenus kanpoB. CxeMbl Inpuema, IepeBoja,
YBOJILHEHHUST paOOTHUKOB.

Odopmienne mnpuema pabotHUKOB. CocTaB ITOKYMEHTOB,
TpeOyeMbIX TpH MpueMe Ha padoTy B COOTBETCTBHH C
Tpynossim Konekcom PO.

ITpopaboTka
yaeOHOT0
(TeopeTH4ecKoro)
Mmarepuaa
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[Nopsaox 3aKiroYeHus TPYAOBBIX JIOTOBOPOB C MOCTOSIHHBIMU
1 BPEMEHHBIMH PaOOTHHKAMH.

Oco0eHHOCTH  COCTaBJIeHHS  YHU(UIMPOBAaHHBIX  (OpM
IIPUKA30B 110 JUYHOMY COCTaBy, Kacarommxcs nprema (popma
T-1, T-1a).

Odopmnenne mnepeBona, IepeMEIleHNs, KOMaHAUPOBaHUS
paGotHHKOB. OcobOeHHOCTH OG(OPMIICHHS M  OCHOBAHUS
PasNUYHBIX BUJOB IepeBoja (IepeBof Ha APYryro padoTy Ha
TOM JK€ TpEeINpHUITHH; IepeBox Ha paboTy Ha Japyroe
HpenpusiTHe; NepeBo] Ha paboTy B JPYryl0 MECTHOCTB).
OcCOoOEHHOCTH ~ COCTaBJICHUS ~ YHH(ULIUPOBAHHBIX  (opM
IPHKA30B 110 JIMYHOMY COCTaBy, KacaloIUXCs IepeBoja
(bopma T-5, T-5a), komannupoBanus (opmer T-9, T-9a, T-
10, T-10a). Odopmnenue ormycka. [IpaBuna u Cpoku
noAroToBku rpaduka ormyckoB (popma T-7). OcobeHHOCTH
COCTaBJICHHS YHU(PUIMPOBAHHBIX (OPM TPHKA30B IO
JUYHOMY COCTaBY, Kacaromuxcs ornycka (popma T-6, T-6a).
Odopmiienne  yBonmpHeHHS ~ pabOTHHKOB.  OCHOBaHUS
NpeKpalieHusl TPyJIOBOrO JIOTOBOpa B COOTBETCTBHH C
HOpPMaMH  TPYIOBOrO  IpaBa; mpaBwia  o(OpMIICHHS
IpeKpallleHuss TpynoBoro jaorosopa. OTBETCTBEHHOCTb
paboTonaTens 3a He3aKOHHOE YBOJIbHEHHE PA0OOTHHUKOB.
OCOoOEHHOCTH ~ COCTAaBIICHWS ~ YHH(HUIUPOBAHHBIX  (GopM
MPUKA30B 10 JIMYHOMY COCTaBy, KacarOlUXCS YBOIBHEHHS
pabotaukoB (popmer Ne T-8, T-8a). Ilopsimox perucrparmu
HPHKA30B M0 JIMYHOMY COCTaBYy

Benenue tpynoBbIx
KHIKEK

[Tonsitue TpynoBod kHMXKH. Dopma TPYJOBOM KHHUKKH.
HopmaTtuBHO-MeTonnYecKast Oaza,
peTyIaMeHTUpYIOIIAast ~ TOPSAOK — BEACHUS,  3aIlOJHEHUS
TPYAOBBIX KHIDKEK, OOCCIICUeHHMs] HWMH PabOoTOAaTEesIei.
3anonHeHue CBeIcHUI 0 paboTHHKE. 3alOTHEHUE CBEICHUH O
pabote. 3amoiHeHUe CBEIEHUI O HarpakJCHUH. 3aroJIHCHHUE
cBellcHUH 00 yBOJNBHEHWH (TIPEKpalleHWH  TPYJAOBOTO
noroBopa). OcCOOCHHOCTH  3allOJHEHHUS  CBENEHHH 00
YBOIIFHEHHH W TIpHEeMe Ha padoTy B CBS3H C MEPEBOIOM
paboTHHKA.
Bnecenne m3MeHeHU W JOMONHEHUN B TPYJOBYIO KHUXKKY.
Jlyonmukat Tpy1oBoi KHUKKH. Belgada TpyaoBoi KHIKKH TIpU
YBOJIHEHNH (IPEKpaIleHNH TPYIOBOIO JOroBopa). Brmagsim
B TPYAOBYIO KHIDKKY. YUET U XpaHEHHE TPYIOBBIX KHIDKEK.
JokyMmeHTamusi 1O y4ery OJaHKOB TPYHOBBIX KHIDKEK
(mprxomHO-pacxomHasi KHHTAa IO y4eTy ONaHKOB TPYIOBBIX
KHIKEK W BKIAQOBIIIed K HUM, KHATA Yy49eTa IBUKCHIHS
TPYIOBBIX KHIDKEK M BKJIAAbIIIed K HUM). OTBETCTBEHHOCTH
3a COOIOICHHE TIOPSIAKA BEACHIS TPYIOBBIX KHIDKEK.

[TpopaboTka
y4eOHOro
(TeopeTHUYECKOro)
Mmarepuasa

Pazgen 3. CucremMaTtuzanmsi M XpaHeHHE JOKYMEHTOB KAaJPOBOM CJYKObI
Homenxknatypa nen [ouste HomeHknatypel nen. Ilopsmox  cocramienwust|[Ipopaborka
KaJIPOBOU CITY>KOBI HOMEHKJIATYPBI JeT KaJpOBOH CITY>KOBI. y4eGHOro

(TeopeTnyecKoro)
MaTepuaa
dopmMupoBaHUe €1 TpeboBaHus, peqbIABIsIEMbIE K 3ar0lIoBKaM nen. OieMeHTH |[IpopaboTtka
3aroJIOBKOB J€J1. yqe6H0r0
[lpaBuia TPYNIMPOBKM JOKYMEHTOB B JeNa, O(QOPMICHHA|(TeopeTHIECKOro)
3aroyIoBKOB nien. lIpu3Hakym TrpynnupoBKH [TOKYMEHTOB B Marepuaia
JIena.
ITopsinox noarorosky |[LopsooK MOATOTOBKH JOKYMEHTOB K apXHBHOMY XxpaHeHwIo. |[Ipopaborka
JIOKYMEHTOB k ([Kmaccupukanus  JOKyMEHTOB 1O CpPOKaM  XpaHEHHS.|yuyeGHOro
apXUBHOMY XpaHEHUIO TpeboBanusi, NPeAbABIACMBIC APXUBHBIMH  CIY)KOaMH  K|(TeOpeTHUEeCKOro)
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JOKYMEHTaM, CJaBaeMbIM B apxuB. OpraHu3aust MpoBeIeHHs
9KCIIEPTU3BI IIEHHOCTH JJOKYMEHTOB.

YactnyHoe W monHOoe odopmieHne  gen.  [lopsmok
opopmiteHHs OOJIOKEK Jiell TMOCTOSHHOTO M BPEMEHHOIO
cpokoB xpaHeHus. CocraBieHne U oOpMIICHHE OIHCEH JIel.
CocTaBieHne 3aBepUTEIFHON HaIIMCH Jena.
AIMUHUCTpaTHBHass ~ OTBETCTBEHHOCTb 3a  HapyllIeHHe
JENCTBYIOIEr0 3aKOHOAATENbCTBA 110 APXUBHOMY JENy.

MaTepuaa

2.3.2 3aHATHSA CEMHUHAPCKOT0 TUNA (MpaKTHYecKHe / CEeMUHAPCKUE 3aHATHA)
OL[GHI/IBaHI/Ie IMPAaKTUYCCKUX 3aI[aHHI>i BXOIHUT B HAKOIIJICHHYIO OLCHKY.

Ne HanmenoBanue TemaThka MPaKTUUECKUX 3aHITUN dopma TEKYILEro
B pasmena (cemuHapOB) KOHTPOJIS

1 2 3 4

1 |Paznen 1 Ilonsitue wu|TpebGoBaHusi k 0GopMIIEHHIO TOKYMEHTOB: [IpoBoauTcs
3HAYeHUe O030p HOPMAaTUBHO-TIPABOBOKM 0asbl JOKYMEHTAIIMOHHOTO [(hopme
JAOKYMEHTAMOHHOI0 obecnieuenus ynpasienus. FOCT P 7.0.97-2016. IIPaKTHUYECKOT O
od0ecneueHust TlonsTue PEKBU3UTA JOKYMCHTA, Tpe6OBaHI/IH, MMPEAbABIACMBIC |3aHATUA,
ylpaBJjieHuUst K ODOpPMIICHHIO PEKBU3UTOB M WX PACIOJIOXKEHUIO HA OJaHKE [[TpeJrnonaraet
NepPCOHATIOM JOKyMEHTA. aHaIM3

IIpunanue JOKyMEHTY IOPUAUYECKON CUIIBI. CUTYallHOHHBIX
CuryannonHoe  3aganue  «OnmOkn B opOpPMIICHUH [3aJITaHUM.
JIOKYMEHTOB

2 CocTaB M BUABI Ka/IPOBOii TOKYMEHTALUH:
OcCHOBHEBIE KJIaCCU(PHUKALNH KaJPOBBIX TOKYMEHTOB.
Ilpuka3pt 1O  JOWYHOMY  COCTaBy  Kak  OCHOBHOM
pacnopsaUTEeNbHBIA JIOKYMEHT, COCTaBISIEMBId B Ipoliecce
JIOKYMEHTUPOBaHUS byHKIMIA KaJIpoBOH CITY>KOBI.
CuryanuoHHoe 3aJjaHue «AHaIN3 KaJpOBOM JOKYMEHTAIUH T10
(YHKIUSM yIIPaBJICHUS [IEPCOHATIOM)

3 |Pazmea Il Tpe6oBanusi K coaepKaHuI0 ¥ 0POPMIIEHHIO JOKATLHBIX [[[poBOaUTCS
OcHOBBI HOPMATHBHBIX AKTOB M0 YNPABJEHHIO NepcoHaiom. |hopme
JOKYMEHTALUOHHOTO CutyarmonHoe 3aanue «OmuOKY B IITATHOM PACIIUCAHUU»  |IPAKTHYECKOTO
obecneveHust CuTyalMoHHOE 3aIaHUe KA YIUT MPaBHJI BHYTPEHHETO 3aHATHS,
ynpaBJeHust TPYIOBOTO pacnopsanka» CHTyaIllMOHHOE 3aJaHue IpeAnoaaraer
NMepCcoHAIOM «[Tonmoxxenne 00 00pabOTKe IMEPCOHAIBHBIX JAHHBIX. aHaJIu3

Kakum emy OBITH?» CHUTYaIMOHHBIX
Pa3paboTka JOKYMEHTOB, KaCArOIIUXCS 3aIUTHI 3aJaHUH.
MIEPCOHABHBIX TAHHBIX COTPYAHUKOB OpraHU3aIiN
4 dopmupoBaHne U BeJeHHe JUYHBIX ej. CocraBieHne
JOKYMEHTOB JIMYHOTO Je7la COTPYJHHUKA TI0 OCHOBHEIM
3TamaMm paboThI TIepcoHana (IIprueM, epeBojl, yBOJIbHEHHE,
aTrecranus U T.1.). CocraBiieHHe BHYTPEHHEN OIUCH
JOKYMEHTOB JIMYHOTO JIeNa.
CocraBieHHe 3aBEpUTEITHHON Ha/IIHCH.
[loaroroBka TMYHOTO Jea I IIepeaadr Ha apXUBHOE
XpaHCHHE.
5 JInunas Kaprouka.
CocraBneHne TMYHONH KapTOYKH pabOTHHUKA.
Buecenune u3MeHeHUH U UCIPaBICHUH B INYHYIO KAPTOUKY.
KaproTeka Tu4HBIX KapTOUeK: MIpaBHJia BEACHUS.
6 JlokymMeHTHpPOBaHUE NPOLECCOB IBMKEHUS KA/IPOB.

IlomaroBas mnmpoucaypa O(bOpMJ'ICHI/ISI OCHOBHBIX KaJpOBBIX
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poLEeayp (mpuewm, epeBof, nepeMelleHuUE,
IpeflocTaBIeHHE OTIIYyCKa, KOMAaHUPOBaHHUE, YBOJIbHEHHE).
Oco0eHHOCTH MOATOTOBKY IMPUKA30B 0 INYHOMY COCTaBY.
CutyallMOHHBIE 3aJaHUsl «AHAJIU3 TPYAOBOTO JOTOBOPA»,
«[Ipuem Ha paboTy», «AyAUT YBOJIbHEHUI»

Benenne um XxpaHeHHe TPYIOBBIX KHIKEK. 3arolHCHUE
TUTYJIBHOT'O JIUCTA TPYIOBOH KHUXKKH.

3anonnenue pasznena «CBemeHuss o pabore». 3amoigHEHHE
pasnena «CBeIeHUs 0 HATPAKICHHUSIX).

BHecenune n3MeHEeHU U TOMOTHEHUH B TPYAOBYIO KHIDKKY.

[lomHoe m dYacTHuHOE OPOPMIICHHUE JET.
[TpoBeneHne 3KCIEPTU3BI IICHHOCTH JOKYMEHTOB.

8 Homenkiiatypa aen kaaposoii ciayxObl. Ilonsatue
HOMEHKIATypsl nen. CocTaBieHME HOMEHKJIATYPBI eI
KaJpOBOH CITyKOBI.

9 |Pazmea IlI. ®opmMupoBaHue aeJ. [IpoBoauTcs B
Cucremaruzanus u TpeOoBaHus, IpeaAbsIBIsIEMbIC K (HOPMUPOBAHHIO JET bopme
XpaHeHue JOKYMEHTOB | KaJpoBOil c1y:x0bl. DOpMUpPOBAHKE 3aT0JIOBKOB JEI. MPAKTUIECKOT O
Ka/IpOBOIi CJIYXKObI 3aHATHS,

IIPEAIoNaraeT

10 Iopsanok MNOArOTOBKH [JOKYMEHTOB K apXHBHOMY |apamms

XPaHCHHIO. CUTYaL[MOHHBIX
[loaroroBka MOKYMEHTOB K AapXHBHOMY XPaHEHHIO. 3a1aHHiA.

[Ipn u3yyeHUM AUCUUIUIMHBI MOTYT TNPUMEHSTCS 3JIEKTPOHHOE OOy4deHHUE, AWCTAaHIMOHHbIE
obOpasoBatenbHbIe TexHOJOoTHH B cooTBeTcTBHH ¢ DI'OC BO.

2.3.3 KypcoBbie pab

OThbI — He NIPeAyCMOTPEHBI.

2.4 IlepedyeHb Y4eOHO-METOAMYECKOr0 o0ecmeveHHs] ISl CAMOCTOSITEJbHOH PadoThI
00y4aroIUXCcs M0 JUCHUILIHHE (MOTYJII0)

Ne

Bung CPC

CaMOCTOSITENTFHON pabOTHI

Ilepeuyens yueOHO-METOAMYIECKOT0 00ECTIeUeHNs] TUCIUIUIMHEI 110 BHITIONMHEHUIO

MpOoOJIEMHBIM CEMHHAPAM )

[IpopaboTka  TEOpETHUECKOTO
Marepuana  (IIOATOTOBKA K

TICUX OJIOTHeH

2 |BbinosiHeHHE WHIMBUIYaTbHBIX
COOOIIeHNUH, Tpe3eHTaIni)
3 |Iloaroroska K TEKyIIeMy

KOHTPOITIO

Meroauyeckue peKOMEHJAlMU Al  CTYJCHTOB HANpaBJIEHHs YIPaBJICHHE
IIepPCOHAJIOM I10 BBHIIIONHEHUIO NMUCBMEHHBIX paboT, CaMOCTOATENbHOW pPaboTH,

3aJaHAN (moaroroBKa|yTBEpKICHHBIE KaeApoll  yIpaBiIeHHs IIEPCOHAIOM U OpraHW3alOHHON

Y4eOHO-MEeTOAMYECKUE MaTepHalbl I CaMOCTOATEIbHOW paboThl OOy4alOMIMXCS M3 YHCIIa
WHBAJTUIOB U JIUI] C OTPAaHUYEHHBIMU BO3MOKHOCTIMHU 3710poBbsi (OB3) mpenocrapnsores B popMmax,
aIaITUPOBAHHBIX K OTPAaHUYCHUSAM UX 3JI0POBbS U BOCHPUATHS HHPOPMAITUH:
Jlyis U1 ¢ HapyIIEHUSIMH 3PEHUS:

— B 1e4aTtHo# hopme

YBEIMUYEHHBIM HIPUPTOM,

— B (popMe AIIEKTPOHHOT'O JTOKYMEHTA,
— B popme ayauodaiina,

— B 11e4aTtHo# (hopme

Ha s13bIKe bpais.

I[J'ISI Jiu1 ¢ HAPYIICHUAMU ClIyXa:

— B re4atHoi ¢opme,

— B JopMe PIIEKTPOHHOTO JIOKYMEHTA.
JUist U1 ¢ HapyIIeHUsIMH OTIOPHO-/IBUTATEIBHOTO anmapara:

— B re4atHoi ¢opme,




— B pOopMe AIIEKTPOHHOTO JTOKYMEHTA,
— B popme ayauodaiina.
I[aHHBII‘/JI NEpCUCHbL MOXKCET OBITH KOHKPCTHU3UPOBAH B 3aBUCUMOCTH OT KOHTHUHI'CHTA

00yJaromuxcs.
3. O6pa3oBaTe/ibHbIE TEXHOJIOTHH, IPUMEHsIEMbl€e ITPH OCBOCHUH U CHUILIUHBI (MOLYJIsA)
B  xome wu3yueHHMs ~ JUCHMIUIMHBI — MPEIYCMOTPEHO  KCIIOJIb30BAHHE  CJICIYIOLIHX

00pa3oBaTeNbHBIX TEXHOJIOTUH: JIGKIIUH, IPAKTHYECKUE 3aHATHUS, PoOIeMHOe 00ydeHne, MOTyIIbHAs
TEXHOJIOT S, IOATOTOBKA MMChMEHHBIX aHATUTUYECKUX PaboT, CAaMOCTOSTENIbHAS pad0Ta CTYICHTOB.

KoMrereHTHOCTHBI MMOAXOJ B paMKax MpernojaBaHUs JUCLUUIUIMHBI peaJu3yercs B
HCI0JIb30BAHNN MHTEPAKTUBHBIX TEXHOJIOIUI U aKTUBHBIX METOJIOB (IIPOEKTHBIX METOAUK, MO3TOBOTO
mTypMa, pa3dopa KOHKPETHBIX CHUTYallUd, aHaiu3a IEeJarornyecKux 3ajad, IeJaroruyeckoro
AKCIEPUMEHTA, UHBIX OPM) B COUETAaHUU C BHEAYAUTOPHOU pabOTOM.

NHupopmanioHHble TEXHOJIOTUH, IPUMEHSIEMbIE TIPU U3YYEHUH JUCLUIUIMHBI: HCIOJIb30BAHUE
MH(OPMALIMOHHBIX PECYPCOB, JOCTYNHBIX B HH(OPMALMOHHO-TEIEKOMMYHUKAIMOHHON CETH
HNutepHer.

AnantuBHbIe 00pa30BaTeNIbHbIE TEXHOJIOTHH, IPUMEHSEMBIE ITPH U3YUEHUH TUCIIUIUIMHBI — JUIS
JUI] C OTPaHMYEHHBIMH BO3MOKHOCTSIMH 3/I0pPOBbSl IPETYCMOTPEHA OpraHu3alysi KOHCYIbTallMi c
HCI0JIb30BAHNUEM DJIEKTPOHHOM MOYTHI.

4. OueHoYHbIe CpeACTBA /UIA TeKYyHIero KOHTPOJISI YCIeBAeMOCTH W NPOMEKYTOYHOM

aTTecTanuu
OneHouHble CpeAcTBa NpeaHa3HAUYEHbl Ui KOHTPOJISI M OLIGHKH 0Opa3oBaTeNbHBIX
JOCTHXKEHUM  oOyyarouiuxcs, OCBOMBUIMX IporpaMMmy ydeOHOM  jaucuuruimHsl  B51.B.02.02

«MHpOpMaITHOHHO-TOKYMEHTAIIMOHHOE 00ECTICUEHNE TPYAOBBIX OTHOIIICHHIA».

OneHouHBIE CpEICTBAa BKIIOYAET KOHTPOJIbHBIE MaTepualbl JJisi MPOBEICHUS TeKYylIero
KOHTpOJIA B (opMe TeCcTOBBIX 3aJaHHl, [OKJIaJa-IPEe3eHTAlUd 10 MPOOJIEMHBIM BOIPOCAM,
Pa3HOYPOBHEBBIX 3a/JlaHUN, CUTYAallMOHHBIX 3a/lad M NPOMEXKYTOYHO# arrectanmuu B Qopme
BOIIPOCOB K 3K3aMEHY.

CTpYKTYpa OlIEHOYHBIX CPEICTB IS TeKYIIeld U MPOMEKYTOYHOM aTTeCTAIMHU

HanmeHoBaHue OLIEHOUHOTO CpPeICTBA
Ne | Kom ®W HauMeHOBaHHE —
Pe3ynbTaThl 00ydeHus Texymuni IIpomesxxyrounas
/0 | UHOUKAaTopa
KOHTPOIIb aTTecTalys
YK-2.1. Honumaer | YK-2.1 Bmageer ormensHbIMM 3HaHUSIMU | Bompocs! amst Bormpoc Ha
CYIIHOCTh MPaBoOBLIX | IPAaBOBBIX HOPM, UEIM U  3a4a4d | YCTHOIO 9K3aMeHe (3aueTa)
HOPM, WeJH W 33224 | HOPMATHBHBIX IIPABOBBEIX aKTOB (TTMCHMEHHOT0) 1-5
HOPMATHBHBIX VK-2.2 Bnazneer oTAeNbHBIMH HaBBIKAMH | OIPOCA IIO TEME,
NPABOBBIX AKTOB TIOMCKa HE00XoAnM O NPaBOBOH | paznery
VYK-2.2. OcymectBisier | uHQopManuu UL peuieHus
MOMUCK Heo0xoauMoii | MpodecCHOHAIBHBIX 33434
1 | mpaBoBoii undpopmanuu | YK-2.3 YMeer ucnonb3oBaTh NPUHLUIIBI
s pelieHus1 | IPOEKTHOM METOMOJIOTMU Ul PEIIEHUsS
npogeccuoHATbHBIX npodeccHOHaNbHBIX 33124
3agay VYK-2.4 VYwmeer BbIOUpaTh OTICIBHBIC
YK-2.3. Hcnoaw3yer | ciocod pemieHHs 3aad, HMEIOLIUXCS
NPUHIMIBI  MPOEKTHO# | PECYPCOB U OIPaHHYEHUM, OLEHKU PUCKOB
MeTOH0JI0THH JJIs | HAa OCHOBE IPOEKTHOTO MHCTPYMEHTapHUs
peleHus
Npo¢eccuoHANbHBIX VYK-2.1 B menom, Biageer 3HaHWsIMH B | Pemmenmne Bonpoc Ha
3aga4y 00JTacTH TIPABOBBIX HOPM, IENH M 33/]a4H | CUTYaI[HOHHBIX U JK3aMeHe (3aueTa)
YK-2.4. Bbi0upaeT | HOpMAaTUBHBIX MPABOBBIX AKTOB MPAKTUIECKAX 6-10
onTUMaJbHbIA  cmocod | YK-2.2 B wuenoMm, Brazeer 3HaHMSAMHU B | 3a4ad IO IUIaHY
o | pemenus 3aaa4, | obnactu OCYIIECTBIICHUS MONCKa | MPOOIEMHOro
HMEIOIIMXCSI  PecypcoB | HEOOXOIMMOW MPpaBOBOW MH(OpMAIMHU IS | CEMHHapa
HOTpaHM4YeHHuii, OLEHKM | PemIeHHs MPOeCcCHOHATBHBIX 3a/1a4
PHCKOB Ha ocHope | YK-2.3 B menom ymeer HCHOIB30BATh
NMPOEKTHOI 0 MIPUHOMTBI TIPOSKTHOW METOMOIOTHH  JUIS
HHCTPYMeHTapusi penenust mpodecCHOHANBHBIX 3a1a4
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YK-2.4 B nenoM BEIOMpaeT ONTHMAaIbHBIA
croco0 pemeHus 3agad, HMEIOMINXCS
PECYpPCOB M OTpaHWYCHHUH, OLEHKH PUCKOB
Ha OCHOBE IIPOEKTHOT0 MHCTPYMEHTapHUs
VK-2.1 VYBepenHo Bnaaeer 3HaHusMu B | [logroroBka Bonpoc Ha
00J1acT! TPaBOBBIX HOPM, LENM W 3aJa4yd | COOOLIEHWI! Mo 9K3aMeHe (3a4eTa)
HOPMATHBHBIX NIPaBOBBIX aKTOB. IUIaHy 11-15
VYK-2.2 VYBepeHHO OCYIIECTBIIICT IOUCK | MPOOIECMHOTO
HeoOX0IMMOM TIpaBOBOW MH(pOPMAIMHK ISl | CEMUHApa
petenus npodeccroHalbHBIX 3a/a4.
3 YK-2.3 VBepeHHO HCIONIB3YyeT NPUHLUIIBI
MPOEKTHOM METOMOJIOTHH Ul PELIeHUs
npodecCHOHATBHBIX 3a/ay.
VK-2.4 YBepeHHO BBIOHMpaeT
ONTHMAJBHBI CIOCOO pelieHust 3ajad,
UMEIOIINXCS PECYpCcOB W OrpaHWYEHHH,
OLIEHKH PHCKOB Ha OCHOBE MPOEKTHOI'O
MHCTPYMEHTapUsI
IIK-2.1 O6namaer 3HaHusiMu B oOjactu | Bompocsr mjis Bonpoc Ha
OpraHu3anu JIOKYMEHTHPOBAaHUE | YCTHOTO JK3aMeHe (3a4era)
4 yIpaBIeHYECKOM JIeATEeNbHOCTH B | (MMCEMEHHOTO) 16-20
OpraHM3aIuH. orpoca 10 TeMe,
[1IK-2.2 OGnajaer 3HaHMSAMH B 0OJIACTH | pasneiy
NpPUMEHEeHUs] WHPOPMAIMOHHBIX CHCTEM B | Pernenue Bonpoc Ha
YIIPaBJICHYECKON JeSITeIbHOCTH B | CHTYallHOHHBIX U | DK3aMeHe (3aueTa)
5 OpraHu3aIH MPAKTUICCKUX 21-25
3a/1a4 1o TiaHy
pOOJIEMHOTO
ceMuHapa
1K-2.1 Opranusyer IIK 2.1 B nenom, ¢ momomrsio 3xcreptoB | Ilogroroska Bomnpoc Ha
JAOKyMEHTHPOBAHUE CIocoOeH OpraHM30BaTh | COOOIICHHI IO JK3aMeHe (3aueTa)
6 | YmpaBJieHucckon JIOKyMEHTHUPOBaHHE YIIPaBJICHYECKON | IUIaHy 26-30
ACHTEILHOCTH B | nesrenbrocTy B OpraHM3alHH. poOIEMHOT0
;)'Flza; 1243ammn I1K-2.2 B LEeToM MPUMEHSIET | CEeMHHapa
o puMenser UH(POPMALMOHHBIE CHCTEMBI B | Bompocsr mist Bormpoc Ha
UHpOPMAIMOHHbIE yIpaBIeHYECKOM JeSITeTFHOCTH B | YCTHOTO 9K3aMeHe (3adera)
7 | cHeTemMel . B OpTaHU3aIHH. (IIMCBEMEHHOT 0) 31-35
ynpaJeH4YecKoi onpoca 1o Teme,
AesiTeJIbHOCTH B pazieny
OpramusatmH [IK-2.1 Crocoben camocTosTensHO | Pemrenue Bomnpoc Ha 3auere
OpraHHU30BbIBATh JOKyMEHTHUPOBAaHHE | CUTYallMOHHBIX U | 9K3aMeEHe (3aueTa)
8 YIIPaBICHYECKON JIeSITEIbHOCTH B | MPaKTHYECKUX 36-40
OpraHM3aIyn 3a7ad 1o IIaHy
IIK-2.2 Crocoben CaMOCTOSITENTFHO | MPOOIEMHOTO
MIPUMEHATh MH()OPMAIMOHHBIE CHCTEMBI B | CEMHHApPA
YIPaBJIEHYECKON JIEeATENbHOCTH B | Iloaroroska Bonpoc Ha
OpTaHU3aIIH COOOIIEHHH 110 JK3aMeHe (3auera)
9 TUIaHY 41-45
POOIEMHOTO
ceMuHapa

IToxkazaTe/u, KpUTEPHHU M IIKAJIA OLEHKH C(POPMUPOBAHHBIX KOMIIETEHIUI

KPUTEPUAM NX OLUCHUBAHUA

CooTtBeTcTBHE YPOBHEH OCBOCHHS KOMIIETEHIINH IUIAHUPYEMBIM pe3yabTaTaM O0ydeHHUS U

Kon u HaumenoBanue TIOPOT OBBII | 0a30BbIi | NPOABUHYTHII
HMHJMKaTOpa OreHka
Y I0BNETBOPUTEIBHO Xopomo OTtnyHO

YK-2 CnocoGeH onpeneisTh KPyr 3aa4 B paMKaX MOCTABJICHHON eI H BHIONPATh ONTUMAJIBHbIE CIIOCOOBI UX
peleHus, HCXOAs U3 NeHCTBYIOIIUX MPABOBBIX HOPM, MMEIOIIUXCS PECYPCOB H OTPAHHYEHU T
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YK-2.1. Monumaert
CYIIHOCTh  MPABOBBIX
HOpPM, WeJId W 3aJa49d
HOPMATHBHBIX
NMPaBOBHIX AKTOB
VYK-2.2. OcywectBisieT
TOUCK He00X0IUMOit
NPaBoOBOM
uHpopManuu
peleHns
npogecCUuOHATbHBIX
3ajay

VYK-2.3. Hcnoab3yer
NPUHIHNBI TPOEKTHOI
METOXO0IOTHH st
peleHust
npogecCuOHATbHBIX
3ajay

YK-2.4. Bri0upaer
ONTUMAJBLHBIA CIOCO0
peleHuna 3apav,
MMEIOLLUXCA pecypcos
MorpaHNYeHMii, OLIEHKH
PHCKOB HAa  OCHOBe
MPOEKTHOT 0
HHCTPYMeHTapusi

AJIsA

VK-2.1 Brnaneer
OTHEIbLHBIMU 3HAHUSAIMU
MPAaBOBBIX HOPM, IETH |
3aaun HOPMAaTHBHBIX
TIPABOBBIX aKTOB

VK-2.2 Brnaneer
OTHEIBHBIMU  HaBBIKAMU
TIOMCKa HEOOX 0 IUMOI
MpaBoBOW  wHpoOpMAaIUH
TS peIIeHUs

PO eCCHOHATBHBIX 3a/1a4
YK-2.3 YmMmeer
WCIIOIB30BaTh  MPUHIIUTIBI
OPOCKTHOM  METO/IOJIOTHH
TSt penieHus
npodecCHOHATBHBIX 3a1a4
YK-2.4 VYwmeer BbIOMparth

OT/IE€JILHEIE CImocoo
penieHus 3ajad4,
UMEIOLINXCS PECYPCOB U
OTpaHUYEHUH, OLICHKHU
PHUCKOB Ha OCHOBE
MIPOEKTHOT O
HMHCTPpYMEHTapHUs

VK-2.1 B LIEJIOM,
BajiceT 3HAHHAMH B
obmactu TIPaBOBBIX

HOpM, @ENd M 3aja4u
HOPMATHBHBIX MPAaBOBBIX
AKTOB

VK-2.2 B LIEJIOM,
BJajceT 3HAHUSIMU B
00JTACTH OCYIIECCTBIICHHS
MOUCKAa  HEOOXOAMMOH
NpaBoBOW  MH(pOPMAIUH
ULt pelieHus
npodecCHOHATHHBIX
3ama4

VK-2.3 B nenom ymeer
HCIOJIb30BATh
TPUHITATIBI
METOIOJIOTHH
pelieHus
npodecCrOHATHHBIX
3amay

VK-2.4 B LIEJIOM
BBIOMPAET ONTHUMAaJIbHBIN
crocob perieHus 3anad,
MMEIOIINXCST PECYPCOB U

MPOEKTHON
JUIST

OrpaHWYEHUH,  OLICHKU
PHCKOB Ha OCHOBE
IIPOEKTHOT O
MHCTPYMEHTApUsI

VK-2.1 VYBepeHHO  Biajeer
3HAHUSMH B OOJIACTH IIPAaBOBBIX
HOPM, Lenu u 3a1aun

HOPMATHBHBIX MIPABOBBIX aKTOB.
VK-2.2 YBepeHHO OCyLIECTBISET
MOUCK HEOOXOMUMOW TPaBOBOM
naopmanmu UL pelIeHUs
podeCCHOHATHHBIX 3a/1ay.
VK-2.3 VBepeHHO HCHOIB3YET
TIPUHIIUTIBI MIPOEKTHOM
METOJOJIOTUH  JJIsl  pEIICHUs
podeCcCHOHATBHBIX 3a/1au.
VYK-2.4 VYBepenHo BbIOHMpaer
ONTHMAJBHBIN CIIOCO0 pelIeHUs
3a/la4, MMEIOIIUXCS PECYpPCOB W
OrpaHMYeHHH, OI[EHKH PHCKOB Ha
OCHOBE MPOEKTHOT O
WHCTpyMEHTapus

IIK-2 Cnocoben K

opraHm3anvv J10KyMEHTHUPOBaHUS ynpaBﬂqueCKoﬁ ACATEJIbHOCTH B Opranv3anuu

IK-2.1 Opranusyer
AOKYMEHTHPOBaHHe
ynpasJieH4ecKoi
AesITeIbHOCTH B
OpraHU3aLHH

K-2.2 [pumensier
HH(pOPMALMOHHBIE
CHCTEMBI B
ynpasJieHYecKoi
AesITeIbHOCTH B
OpraHU3alHH

TIK-2.1 Oo6namaer
3HaHMIMH B oOjacTu
OpraHu3anu
JIOKyMEHTHUPOBaHUE
YIPaBJIEHYECKON
JIEATEIHLHOCTH B
OpraHM3aIH.

TIK-2.2 Oobnamaer
3HAaHMAMH B 00JacTu
MIPUMEHEHHS
MH(OPMAIMOHHBIX CHUCTEM
B yIIpaBIEHYECKON
LIEATEILHOCTH B
OpraHu3aIyu

I[IK 2.1 B munemom, c
MOMOILBIO JKCIIEPTOB
CIIOCOOCH OpraHH30BaTh
JOKyMEHTHPOBaHHE
YIPaBJIEHYECKON
JeATENBHOCTH B
OpraHM3aLH.

TIK-2.2 B LEJIOM
MPUMEHSIET
nH(OpMALIMOHHBIE
CHCTEMBI B
YIPaBJIEHYECKON
JEeATEBHOCTH B
OpraHH3aIH.

IIK-2.1 Crocoben
CaMOCTOSITEIIPHO OPTaHH30BBIBATE
JIOKYMEHTHPOBaHHE
VIIPABJICHIECKOH eITeIBPHOCTH B
OpraHu3aIiu

IIK-2.2 Crocoben
CaMOCTOSITEIILHO TPUMEHSITh
HH(MOPMAIMOHHBIE CHCTEMBI B

YIIPaBIEHYECKON NEeSTETbHOCTH B
OpraHM3aIu

TunoBbie KOHTPOJIBHBIC 32JaHUSA MJIM HHbIC MaTEPHAJIbI,
3HAHUH, yYMEHMI, HABBIKOB M (MJIM) ONBITA [ESITEIbHOCTH, XAPAKTEPH3YHIOIIMX I3TAINbI
(opMupoBaHHs KOMIIETEHIMI B ITpoLecce 0CBOCHHUsI 00Pa30BaTEILHOM NPOrPAMMBI

4.1.1.

¢byHKIUH.

o o ~wbdpE

Bonpocsl mo npodJieMHBIM CeMHUHApaM
Cnyx0a TOKyMEHTallMOHHOTO 00ecieueH sl yIpaBiIeHus, IeH, 3a1a4i, (QyHKIHH.
Tpu Gopmbl opranu3anuu I1eJI0IpPOU3BOJICTBA.
Bxonsuime 10KyMeHThI, MPOLECCE ABUKEHUS.

Hcxopsmue JAOKYMCHTEI, MPOLECCC NBUKCHU.
PCPI/ICTpaHI/IH U MHACKCAIHUA JOKYMCHTOB, OIIPCACICHUC, TPUHIUIIBI BBITIOJIHCHUA,
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20.

21.
22.
23.
24,
25.
26.
217.

28.

29.
30.
31.

32.
33.

34.

dopMupoOBaHUE NEII, IPEAHAZHAYCHUE, STAIIbI.

Opranu3anoHHO — IPABOBas JOKYMEHTAIIHSI, OTIpe/ICTICHHE, TPeIHA3HAYCHHE.
PacniopsinuTenbHbIE TOKYMEHTBI, OTIPE/ICIICHNE, TIPeAHa3HauYCHHE.

NubopmanroHHO - cripaBOYHBIC JOKYMEHTHI ONpPEICIICHIE, ITPeIHA3HAYCHHE.

VYcraB, npeaHazHaueHue, CTPyKTypa, TpeboBaHus K 0(hOPMIICHHIO.

[TonoxeHune o CTPYKTYpHOM TIOIpa3ICIICHIH, TIPEeIHA3HAYCHHE, CTPYKTYpa, TPeOOBaHUS K
0(OPMIICHHIO.

JloKHOCTHAS] MHCTPYKINSA, TIPEAHAa3HaYeHUE, CTPYKTYpPa, TpeOOBaHUS K 0(OPMIICHHIO.
HITatHOe pacnucanue, nperHa3HaYeHUe, CTPYKTYpa, TpeOoBaHHUS K 0(POPMIICHHUIO.
[Ipouenypa uznanus npukasa.

[Iponiemypa coznanus IpOTOKOJIA.

JlokmaiHast 3ammcKa, orpeesieHre, IOPsI0K COCTaBICHUS, TPEOOBaHMSI K O(POPMIICHHIO.
CnyxeOHas 3anucka onpeJieieHrne, NopsSI0K COCTaBJIEHUs, TpeOOBaHUsI K 0(OPMIIEHHIO.
OOmBsicHUTENBbHAS 3aITUCKA OTIPE/ICTICHNE, TOPSIOK COCTABICHUS, TPEOOBaHUS K
0(pOPMIICHHUIO.

PexomeHaTenpHOE MICHMO OTIPEZIeTICHHE, TIOPSIIOK COCTABIICHHS, TPEOOBAaHUS K

opopmiiennro. Yuudukanus GopMm JOKYMEHTOB, CYITHOCTb, (DYHKIIMH, IPUHIIMUI TPOBEICHUS

(Tabens popm, AnnsboMm hopm).

AKT 1 CIIpaBKa IMpE€AHA3HAYCHUE, COCTABJICHUC, pCKBU3UTEI.
Anroput™m mnpuema Ha paboTy.

AJNTOPUTM TIEpeBOJIa Ha APYTYIO PaboTy.

ANTOpUTM YBOJIbHEHHUS COTPYAHHUKA.

ANropUTM TNpEeAOCTaBICHUS OTITYCKA.

JInynas kapTouka T-2, mOpsAIOK 3aMOTHEHUSI.

TpynoBoii 1oroBop, CTPyKTypa, MpeIHa3HaueHHe, 0COOCHHOCTH COCTABJICHUS U
MO IMTUCAHUSL.

Benenue TpynoBoii KHIKKH: OOIITHE TIOJIOKCHHUS.
Bxnagpim u 1yonukat B TpyAOBYIO KHUXKKY, YCIOBUS BBIJIaYH, AJITOPUTM 3aIIOTHEHUSI.

JloBepeHHOCTh Ha MOJIy4eHUE MaTepUaIbHbIX LIEHHOCTEH.
OdopmiieHue TUYHOTO JAeia COTPYIHUKA.

[Topsinok xpaHeHHs TOKYMEHTOB U Mepeayu B apXUB.
JlokyMeHTaIHs 110 MOOIIPEHUI0 PAOOTHUKOB U AUCHUIUTMHAPHBIM B3bICKAHUSIM.
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HepeueHb uacmu KOMl’lemeHI/;I/lIz, npoeepAiemblx OyeHO4YHbIM Cp@dCl’l’lGOM.’
VK-2.1. [loHumaer CyImHOCTb IPaBOBBIX HOPM, LIENU U 33ja4d HOPMATHBHBIX IIPABOBBIX AKTOB
YK-2.2. OcymecTBisieT MOMCK He0OXOANMOH MTPaBOBOI MHPOPMAIMK YIS PEIICHNS PO eCcCHOHATIBHBIX 3a/1a4
VYK-2.3. Ucnionp3yeT NpUHIUIEI TPOEKTHON METOMOIOTHH JIJIsl peLIeHHs Tpo(eCCHOHABHBIX 3a/1a4
YK-2.4. Beibupaer onTUMaNbHBIN CIOCO0 pelIeHus 3a/1a4, UMEIOLINXCSl PECYPCOB HOTPAaHHMYCHUH, OIIEHKH PHCKOB
Ha OCHOBE MPOEKTHOI'0 UHCTPYMEHTAPHS.

4.1.2 Coo01ieHus COTJIACHO MJIAHY MP00JEMHOT0 ceMUHApa

1. Co3maiite WORD - nmokyment ¢opmara A-4 coriacHo mpaBuiiaM OQpOPMIICHHS
KOHCTPYKLMOHHOW CETKHU C pa3IMYHbIMU PEKBU3UTAMH.

2. CoryiacHO mpaBWiIaM TOCTPOEHMSI TEKCTa pPacHOpSAUTEIBLHOIO JTOKyMEHTa
MpUBEAUTETIPUMED TEKCTa JOKYMEHTa (HamedaTaiiTe TeKCT Ha qucte popmata A4).

3. Uem oTnmuaercss odopmiieHHE MpUKa3a MO JIMYHOMY cocTaBy? B pasmuunbIx
HCTOYHUKAX HalauTe oOpasel] mpuka3a Mo JIMYHOMY COCTaBy (pacrneuyaTaTbh Ha JucTe ¢opmara
A4).

4. Ucnonb3ys marepuan u3 Ilpunoxenus 1 «PexomeHIanuu Mo HCMIOIb30BAHHUIO
IIpY HaIlMCAaHUU JIOKyMEHTOB OTENbHBIX HanOoJyiee 4acTo ynoTpeOasieMbIX CJIOB U YCTOMYMBBIX
COUETaHMi» cocTaBbTe 3 pazIUYHBIX JOKYMEHTa (MCbMO, MpHKa3, akT U ap.). Opopmurs Ha
muctax Qopmata A4, pydukol WIM MapKepoM OTMETHTh HCHOJb3yeMble CIIOBAa WIIH
CJIIOBOCOYETAaHMSI, MOJNHNCATh K KAKOMY OJOKY peKOMEHJAalMii OTHOCUTCS (HAapUMep, OKa3amby
NOMOWb - YCTOMYUBBII 000POT peun).

Hepeqenb yacmu Komnemeﬂuuﬁ, npoeepiemblx OUeHO4YHbIM Cp@dCWlGOM.’
VYK-2.1. [loHuMaeT CymHoCTb PaBOBBIX HOPM, LIEIH U 331a4i HOPMATHUBHBIX IIPABOBBIX AKTOB
YK-2.2. OcyuecTBisieT MOMCK HEOOXOAMMOW NpaBoBOM WH(popManuu Ui pelieHus MnpodeccHoHanbHbIX
3a1aq
VYK-2.3. Mcnone3yeT NpUHIMIIBI TPOSKTHOH METONONOIMH IS peleHHs PO eCCHOHANBHBIX 3a1a4
YK-2.4. Beibupaer onTUManbHbIi CIOCO0 pelIeHus 3a/lad, UMEIOIIMXCSl PECYpPCOB U OrpaHMYESHUH, OLCHKU
PHCKOB Ha OCHOBE MPOEKTHOTO HHCTPYMEHTApHSL.

4.1.3 PemieHue CUTYallMOHHBIX 32/1a4 110 IJIAHY PO0JIEMHOr0 ceMUHAapa
1. CocrtaBpTe U OQOpPMHUTE MPHUKA3bl IO OCHOBHOW [EATENIBHOCTH, B Cllydae
HE00X0IMMOCTH100aBbTE HEJOCTAIOIIYI0 HH(OPMALIHIO:

C uenpro MpUBJICUEHHUS CIIOHCOPOB Il 00ECIICUeHUs MPOU3BOJICTBEHHON JCATEIHHOCTH
reHepasibHbld aupektrop OO0 «Montep» (1. ExarepunOypr) O. I'. CokosoB 20 ceHTAOps
TEKYILEro rojila u3Aajl MpUKa3 O CO3JaHUU KOMMEPUECKOTrO OTJeNa CO CICAYIOIIUM IITaTHBIM
COCTaBOM: KOMMEPUYECKUH AUpPEKTOp — 1 1T, en., Beayuiuii cnenuanuct — 1 mr. ex., cnenuanuct

— 1 mrr. en.

I'maBHOMY Oyxrantepy npeanpusitusi I'. A. ['opsiueBy ObLIIO TOPYYEHO BHECTH U3MEHEHHUSI
B INTATHOE paclucaHWe MNpeAnpuaATds Ha 4-i KBapTal TEKYIIero roja M BBIHECTH Ha
yTBEpXkJACHUE HOBBIA NOKYMEHT K | okTsa0psa. HawanbHuky otaena kampo T. H. HruareeBy
MPEANUCaHO YKOMIUIEKTOBAHUE OT/eNa KaJpaMy C BBICIIMM IKOHOMHUYECKHMM 00pa30BaHUEM K
10 oxTs0ps1.

OTBETCTBEHHOCTD 3a HCIOTHEHHE MTPUKa3a TUPEKTOP OCTaBUI 3a cOO0M. JIaHHBIN MPOEKT
MpHKa3a COCTABISI CeKpeTaph reHepaibHoro aupekropa M. W. Brnacosa.

HepelteHb yacmu KomnemeHumZ, npoeepAiemblx OYyeHOYHbIM cpedcmeoM:
[IK-2.1 Opranmsyer JOKYMEHTUPOBaHHE YIIPABICHUECKON IEATEIFHOCTH B OpTaHU3aINI
[1K-2.2 IIpumMensieT nHGpOpMAIMOHHBIE CUCTEMBI B YIIPABIEHUYECKOH AEATEILHOCTH B OPTaHU3ALINH

4.1.4 lloaroroBka coo01eHNH MO IIaHY NPO0JIEMHOr0 CeMHUHapa

IIpoananuzupyiite 'OCT P 7.0.97-2016. Cucrema ctanmapToB 1o MHGOpMaIUH,
OuOIMOTEYHOMY U M3AaTesbcKkoMy  Aeny. OpraHu3allMOHHO — -PacHoOpsAWTENbHAS
nokymeHTtanus. TpeGoBaHus K O(GOpPMIIEHHIO JOKYMEHTOB, OTBEThTE€ Ha CIEAYIOILIUe



BOIIPOCHI:

1) Jaiite ompeneneHue TNOHATUIO  «PEKBU3UT». (CKOJIBKO  PEKBU3UTOB
CYLIECTBYET y JOKYMEHTA (110 JaHHOMY r'OCYapCTBEHHOMY CTaHJIApTYy)?

2)  Kakue TpeOoBaHMs B COOTBETCTBUH C JaHHBIM HOPMATHBHBIM JIOKYMEHTOM
JIOJIKHBI IPEIBABIATHCS K OJJaHKaM JI0OKYMEHTOB?

Ilepeuensv yacmu komnemeHnyull, NPOGEPIEMbIX OYEHOUHBIM CPEOCHBOM.

[IK-2.1 Opranusyer JOKyMEHTHPOBAHHE YNIPABICHUECKON AEATEIHOCTH B OpraHU3alluu

[1K-2.2 IIpumMensier nHPOpMAIMOHHBIE CUCTEMBI B YIIPABJIEHUECKOH AESTEILHOCTH B OPTaHU3ALIUH

4.1.5 TIpuMepHbIe BONPOCHI HTOIOBOr0 TECTHPOBAHHUsI (IIPOBOIMTCS 1O BCEM TEMaM
y4eOHOro Kypca):

Bapuanr 1. (mpumep)
2. K opranu3aiyioHHbIM TIOKyMEHTaM OTHOCHTCSI:
A) mosioxxeHue 00 opraHu3aIuy;
b) ykxazanue;
B) npotoxo.
3. PykxoBoactBo OO0 «CTpoiicyliepuHBECTTOPI» PEIIWIO MpH 0(GOPMIICHUH IMHChMa-
MPEMIOKEHNUST O COTPYIHUYECTBE CBOMM MapTHepam «VHBECTCTPOUKOMKHAPINY
HCIIOJIb30BaTh H300paKeHne TocynapcTBeHHOro repba Pd.
Hackonbko mpaBomMouHSbI JieiicTBHs pykoBoacTBa O6mecta? [loaTBepanTe cBO OTBET
CCBUJIKOMHA HOPMATHUBHbBIE JTIOKYMEHTHI.

4. OdopmMuTE HECKOIBKO BUIOB peKBU3UTA «OTMETKA O TIPUIIOKEHUI:
® NIPWIIOKEHUH B JOKYMEHTE HECKOJIBKO;

® IIPUIIO’KEHUE COPOLITIOPOBAHO;

5. Ha xaxue 8uodvl 00KyMeHmMO8 He pacnpoCmpaHsemcs

oeticmeuel OCT P 7.0.97-20167

a) ycras, II0JIO)KCHHUE, aKThl, TUChMa, CIIPABKH;

0) ycTaB, 3aUeTHbBIC KHIKKH, aKThI, TAChMA,

CIIPaBKU;

B) YCTaB, MOJIOXKCHHE, aKThI, YIOCTOBEPEHHSI,

CIPaBKH.

6. [1o pacnonosicenuro pekeusumos 8vioeisom ciedyoujue uobl OJIAHKOS.!
a) YIJI0BOM U IPOJOIBHBIN;

0) yrioBoi u

LEHTPUPOBAHHBIN;

B) YTJIOBOM M IIEHTPAIN30BaHHBIMH.

HepelteHb yacmu KomnemeHumZ, npoeepsiemblx OyeHO4YHbIM Cp@dCWl@O.’

YK-2.1. [Jornmaet CymHOCTs IPAaBOBBIX HOPM, SN U 33]]a9i HOPMATHBHEIX MPABOBHIX aKTOB

YK-2.2. OcymecTBiseT MoMCK He0OXOANMOH MPaBOBOI MHOPMAIMH JUTS PEIICHNS MPOQeCcCHOHATIBHBIX 3a/1a4

YK-2.3. Hcnionp3yeT NpUHIUIBI TPOEKTHON METOMOIOTHH ISl pELIeHHs PO eCCHOHABHBIX 33129

YK-2.4. BpiOupaer onTUMaJbHBIH CIIOCOO pemIeHus 3ajad, WMEIOLIUXCS PECypCOB HOTPAHWYEHHH, OIIEHKH
PHUCKOB Ha OCHOBE NMPOEKTHOI'0 HHCTPYMEHTAPHSI.

3a4eTHO-IK3aMeHAIMOHHBIE MATEPHAJIBI /151 IPOMEKYTOYHON aTTecTanuM (3a4eT)
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17.
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19.
20.
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23.

24,
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26.
217.
28.

29.
30.
31.
32.
33.
34.
35.
36.
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38.
39.
40.

[TonsiTue cucTEMBI TOKYMEHTALIMOHHOTO 00ECTICUEHH I YIIPABJICHUS TIEPCOHAIIOM.
TpeboBanusi, npeabaBisieMble K 0QOPMIICHUIO PEKBU3UTOB KaIPOBOH TOKYMEHTAIHH.
IIpunanue nOKyMEHTaM FOPUIAAYECKOU CHIIBI.

[Mopsinok 00pabOTKK M perucTpali JOKYMEHTOB, UX MHAEKcAK. Perucrpannonssie
(OpMBI JOKYMEHTOB U MX 3aII0JTHEHHUE.

KoHTposs ucroHeHHs TOKYMEHTOB.

Knaccugukarms kaIpoBbIX JOKYMEHTOB.

OTnu4rs B HIOArOTOBKE MPUKA30B TI0 JINYHOMY COCTaBY M IIPHKA30B [0 OCHOBHOM
JEeSATEITbHOCTH.

HopmaTuBHO-MeTOTMUecKkas 6a3a, periiaMeHTUPYIOIIast TOATOTOBKY KaJIpOBOM
JTOKYMEHTAITHH.

[IpocThle U ci0kKHBIE TPUKa3bl: 0COOEHHOCTH O(POPMIICHUS.

[TonsiTMe TPYAOBOTO IOTOBOPA, 00S3aTENBHBIX U JOTIOJIHUTENBHBIX YCIOBHH TPYIOBOTO
JI0TOBODA.

[IpaBuna opopmiteHUSI pEKBU3UTOB TPYIOBOTO JOTOBOPA.

OcoOenHocTy 0OpMIIEHUS KypHAIa PETUCTPALIUU TPYAOBBIX JJOTOBOPOB.

CoctaB TOKyMEHTOB, TpeOYEeMBIX OpraHaMHy HaJ30pa ¥ KOHTPOJIS TP MTPOBEICHUH
MIPOBEPOK.

Odopmitenune mporeaypsl MPOBEPKH KaIPOBOH JOKYMEHTAIIHH.

OCOOEHHOCTH COCTABJICHUS KYpHAIa ydeTa MEPONPUSATHI 110 KOHTPOJTIO.

Buns! mpoBepok.

OTBeTCcTBEHHOCTH paboToAaTeNs U GU3NICCKUX JIUI] HA HEHA/IJIE)KAIIee COCTOSTHUE
KaJpOBOM JOKYMEHTAIIUH.

Ha3naueHnue MHCTPYKIMU IO JOKYMEHTAI[HOHHOMY OO€CIIeUeHHIO YIPaBICHUs
nepconanoM. CoctaB pa3fieios.

Oco6eHHOCTH pa3pabOTKU M COCTABJICHHS IITATHOTO PACTICAHUSI.

[IpaBuna BHYTpEeHHEr0 TPYIOBOIO PACHOPSAKA: HA3HAYEHUE U NOPSAA0K 0(hopMIIeHHUS.
IlepconanbHble TaHHBIE pAOOTHHUKA: COOP, XpaHEHUE, OTBETCTBEHHOCTh 3a
JOCTOBEPHOCTh U HE3aKOHHOE PACIIpOCTPAaHEHHUE.

OCHOBHBIE HOPMATUBHO-IIPABOBBIE aKThl, pErIaMEHTHPYOLIUE paboTy ¢ TPYAOBBIMU
KHUKKaMH paOOTHUKOB.

[IpaBuna odopmiieHUs TPYAOBBIX KHIKEK, BHECEHUS JIOTIOJIHEHUS U UCIIPaBJICHUM B
HENpPaBUIbHO BHECEHHbIE 3aIHCH.

[Topsinok BbIiauy TPYIOBOM KHMXKKH PaOOTHUKY

Bxkrazpii B TpyJIOBYIO KHIDKKY.

Bbinaua qy6nukaTa TpyA0BOH KHUKKU

VYuer 1BUXKEHUS TPYIOBBIX KHUKEK M BKJIQJbIILIEH K HUM.

Odopmiienue npuema paboTHUKOB. CocTaB JOKYMEHTOB, TPEOYEMBbIX IpU IpUeMe Ha
pabory.

Odopminenue nepeBoa pabOTHUKOB Ha APYTyIO paboTy

Odopmitenue mpoueaypsl KOMaHIMPOBaHUS PAOOTHUKOB.

Odopmnenue oTmycka.

[TpaBuia ¥ CpOKH MOArOTOBKHU rpaduka otmyckos (Gopma T-7).

Odopmitenue mporenyps! yBOJIbHEHUS! paOOTHUKOB

Oco6eHHOCTH cOCTaBJIeHUs] YHU(DUIIMPOBAHHBIX (POPM MPUKA30B O JINYHOMY COCTABY.
dopmHpoBaHUE U BeACHUE JIMYHBIX Jien1. CocTaB JOKYMEHTOB JIMYHOTO Jeja.
Benenune nnunbix kaprouek. [IpaBuia BHeCeHUs UCTIpaBIIEHUH B IMUHbIE KAPTOUKH.
[TonsiTue HOMeHKIATYpHI J1ed. Tlopsiiok cocTaBlieHHsI HOMEHKIIATYPHBI JIe7 KaJApOBOi
CITY>KOBI.

TpeboBanust, npeabaBIseMble K 3aT0JIOBKaM JieJl. DJIEMEHTHI 3ar0JIOBKOB JIedl.
[opsinok hopmupoBanus aen. [IpusHaku rpynnmupoBKU JOKYMEHTOB B JIefa.
[Topsi0K MOJrOTOBKU JOKYMEHTOB K ApXUBHOMY XPaHEHHIO.
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41. Knaccudukanus JOKYMEHTOB 110 CPOKaM XpaHEHHSI.

42. YacT4HOE ¥ MOJIHOE 0(DOpMIICHUE JIe.

43. Cocrasnenue u opopmiieHUE Onucei .

44. Opranu3zanus IpoOBEACHUS dKCIIEPTU3bl LIEHHOCTH JOKYMEHTOB.

45. AaMUHHCTpaTUBHAs OTBETCTBEHHOCTh 32 HapyILIEHUE JEMCTBYIOLIET0 3aKOHO1aTENbCTBA
0 apXUBHOMY JIETTy.

Kpurtepuu onennBanusi pe3yJbTaToB 00y4eHHUsI

Ornenka Kputepun onieHMBaHUS 110 YK3aMEHY
Bhicokuii OIICHKY «OTJIMYHO»/3a4TE€HO 3aCITYKHBAET CTYJHT, OCBOMBIIUH 3HAHUS,
YPOBEHb «5% YMEHHMsI, KOMIIETEHIMM M TEOpETUYECKUN MaTepuan 0e3 MpoOenos;
BBITIOJTHUBIIIMKN BCE 3aJaHMsl, TIPEIyCMOTPECHHBIC y4EOHBIM TUIAHOM Ha
(OTiMYHO)/3auTeH
BBICOKOM KauyeCTBEHHOM YpOBHE; MIPAKTUICCKHEC HaBBIKA
° podeCcCHOHAIILHOTO TIPUMEHEHUST OCBOSHHBIX 3HAHUI C(HOPMHUPOBAHEI.
Cpeii OIICHKY «xopomo»/zaqT?Ho 3aCIy)KUBAaeT CTYACHT, TNPAKTHYECKU
ypoBeHb «» TMOMHOCTBIO ~ OCBOMBIIMH  3HAHHMA,  YMCHWS, — KOMIETCHIMH X
TEOPETHYCCKHI ~ Marepwall, ydeOHbIe  3aJaHUs HE  OICHCHBI
(xopor1o)/3auTeH
o MaKCHMaJbHBIM ~ YHCIIOM  OaJylIoB, B OCHOBHOM  C(OPMHUpPOBAIT
TTPAKTUICCKUE HABBIKH.
[Toporoserit OIICHKY «YIOBJICTBOPHUTEIHHO»/3aUTCHO 3aCTY)KHUBACT CTYICHT, YaCTUIHO
YPOBEHB «3» C TpoOellaMH  OCBOWBINMK  3HAHWS, YMCHHS, KOMIICTCHIUH U
(YIOBIETBOPHUTEN | TCOPETUUECKHM MaTepuaig, MHOTHE ydeOHble 3aJaHusi JuU00 He
bHO)/3a4TEHO BBIIIOJHWI, JU00 OHHM OIEHEHBl YHCJIOM OalIoB OJM3KHM K
MUHUMAIILHOMY, HEKOTOPBIC IPAKTUYCCKHE HABBIKKA HE C(POPMUPOBAHBI.
MUHHMMAIBHBIA | OIEHKY «HEYIOBJICTBOPUTEIILHO»/HE 3aYTCHO 3aCITy)KUBACT CTYACHT, HE
YPOBEHB «2» OCBOMBIIINI 3HAHUS, YMCHUS, KOMIICTCHIIMH M TEOPETUUCCKHIA MaTepHal,
(HeyIOBJICTBOPUT | yueOHBIC 3aJaHWs HE BBINOJIHWJ, TPAKTHUYECKHE HABBIKM  HE
€JIbH0)/3a4TeHO | ChOPMHUPOBAHEI.

OueHouHblE CpeacTBa Ui WHBAJIWIOB M JIMI C OrPAaHUYECHHBIMH BO3MOXHOCTSMH
3JI0POBBS BEIOUPAIOTCS C YYETOM MX WHIMBUIYAIBHBIX ICHX0()U3NIECKIX 0COOCHHOCTEH.

— mpu HEOOXOJMMOCTH HHBAIMAAM M JIMIAM C OTPAaHMYCHHBIMH BO3MOXKHOCTSIMH
3I0POBBS MIPEJOCTABISIETCS IOMOTHUTEIILHOE BpeMs IS IIOATOTOBKM OTBETA HA SK3aMEHE;

— IIpY MIPOBEJICHUU IMPOLIEAYPhl OLICHUBAHHS PE3yIbTaTOB OOYYSHHS HHBAIUIOB U JIHII C
OTPaHMYCHHBIMU BO3MOYKHOCTSMH 3/I0POBbS IIPEAyCMATPHBAETCS UCIOJIb30BAaHHE TEXHUYECKUX
CPEICTB, HEOOXOAMMBIX UM B CBSI3U C UX HHUBUIYaJIbHBIMH OCOOCHHOCTSMH,

— TIpY HEOOXOIMMOCTH ISl OOYUYAIOIIUXCS C OTPaHUYEHHBIMH BO3MOKHOCTSIMH 3/I0POBbSI
W WMHBAIMJOB TIPOLENypa OLEHHBAHUS PpE3YNbTaTOB OOYYCHHS WO AUCLUIUIMHE MOXKET
MPOBOIUTHCS B HECKOJIBKO ITAIIOB.

IIpouenypa oueHUBaHUS PE3yabTaTOB OOy4YEHUs MHBAIMIOB U JIUI] C OrPaHHUYEHHBIMU
BO3MOJKHOCTSIMH 3/IOPOBBSl 110 JUCHUIUIMHE (MOJYJII0) MpeayCMaTpUBaeT MpeaoCTaBIeHUE
uHpopmanuu B (opmax, aJanTHPOBAHHBIX K OrPaHMUYEHHUSIM WX 3J0pPOBbS U BOCHPUATHUSA
uH(pOpMAaINHU:

Jlnist UL ¢ HapyIIEeHUSIMU 3pEHMUSL:

— B I1€4aTHOM (hopMe yBeTUUEHHBIM HIPUPTOM,

— B JOopMeE AIIEKTPOHHOTO JTOKYMEHTA.

JUnist U1 ¢ HapyIIEHUSIMU CITyXa!

— B re4atHoi dopme,

— B JOopMe AIEKTPOHHOTO JIOKYMEHTA.

JUist U1 ¢ HapyLLIEHUsIMHA OTIOPHO-/IBUTATEIBHOTO anmapara:

— B re4atHoi ¢opme,
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— B JopMe AIEKTPOHHOTO JIOKYMEHTA.

JlaHHBIN TEepedYeHb MOXET ObITh KOHKPETU3HPOBAaH B 3aBUCUMOCTH OT KOHTHUHI'€HTA
00yJaromuxcs.

5. IlepeuyeHnb y4eOHOI1 TuTepaTypbl, HHPOPMALIMOHHBIX PECYPCOB U TEXHOJIOTHH

5.1. YueOnas qutepaTypa

1. AlGynanze, J. T. JlokymeHTanmoHHOE OOECIICUYCHHE YIPABICHUS
MEPCOHAJIOM : Y4eOHUK U MpakTukyM it By30B / JI. I'. AGymanze, U. b. Bempspkkuna, B.
M. MacnoBa. — MockBa : W3narensctBo IOpaiit, 2020. — 299 c. — (Beoicuiee
obpazosanue). — ISBN 978-5- 534-00875-3. —  Tekcr : JIEKTPOHHBIA  //
ObC  [Opaiir  [caiit]. — URL: https://urait.ru/bcode/450813

2. beikoBa  T.A.  JlokyMeHTanmoHHOe  oOecreueHue  yIpaBJICHUS

(memompou3BOACTBO): y4eb. mocobue it ctyaeHtoB By3oB / T. A. Bbeixkoa, T. B.
Kysnernona, JI. B. Cankuna ; mox oom. pea. T. B. Ky3uenosoii. - 2-¢ u3j., nepepad. u J0TI.
- M. : UHOPA-M, 2015. - 304 ¢

3. Kyznenos, U. H. JlokymeHTanimonHoe o0ecredeHue yrpaBieHUs IEPCOHATIOM :
y4eOHUK M TPaKTUKyM s npukianHoro Oakanaspuara / WM. H. KysnemoB. — Mocksa :
NznatenbcrBo KOpaiit, 2019. — 520 c. — (bakanasp. [Ipuknagaoit kypc). — ISBN 978-5-9916-
4000-8. — Tekcr : anextpouHusiii // OBC IOpaiir [caiit]. — URL: https://urait.ru/bcode/426321

4. Paznopoxssiii A.A. JIoKyMEHTUpPOBaHUE YNPaBICHYECKOM JEATEIBHOCTHU:
yue0. mocodue s CTyJeHTOB By30B / A. A. Paznopoxusrid. - M. : UTHOPA-M, 2015. - 304 c.

5. «'OCT P 7.0.97-2016. Hamumonansublii ctannapt Poccuiickoii ®enepanuu.
Cucrema craHgapToB 10 wHHPOpMAIMH, OUOIMOTEYHOMY U  HM3JATCIBCKOMY  JIEIYy.
OpraHuzallMOHHO-  pacHopsAUTeNbHas  JOKyMeHTauusa. TpebGoBaHus K  0o(OpMIIEHUIO
nokymeHToB» (yTB. [Iprkazom Poccranmapra ot 08.12.2016 Ne2004-cT);

6. TlocranoBnenune I'occrammapra P® ot 03.03.2003 Ne65-ct «O mnpuHATHH U
BBEJICHUU BJICHCTBHE rocyaapcTBeHHOTO cTanaapta Poccuiickoit denepanuny» (Bmecte ¢ «['OCT
P 6.30- 2003. T'ocymapctBenHslii ctanmapt Poccuiickoit ®denepanuu. YHUUIHPOBAHHBIE
CUCTeMbl JIOKyMEHTaluu. YHUQUUUPOBAHHAS CHCTEMa OpraHU3alOHHO-PACHIOPSAUTEIHLHON
nokyMmeHTanuu. TpeboBanus kK 0pOPMICHHUIO TIOKYMEHTOBY);

7. «'OCT P 7.0.8-2013. Hamuonaneubii crangapt Pocculickoit ®enepanuu.
Cucrema crapaapToB 10 HHpOpMaMH, OUOIMOTEYHOMY U  H3JATEIbCKOMY  JIElly.
Jlenonpou3BOACTBO M apXuBHOE Jeno. TepmuHbl u omnpeneneHus» (yrB. Ilpukazom
Poccrannmapra ot 17.10.2013 Ne1185-cT).

5.2. Ilepuoauyeckas iureparypa
Basel nansasix komnanuu «Mct Beroy http://dlib.eastview.com
Onekrponnas oubmuoreka GREBENNIKON.RU https://grebennikon.ru/
xypHan "Yrpasnenue nepconaiom" http://www.top-personal.ru
KypHan «Pabora ¢ mepconanom» http://www.hr-journal.ru
Kypuan «Itam» www.hrmedia.ru
Kypnan «Kagposuk» panor.ru/journals/kadrovik
DnekTpoHHBIN KypHan «J{upekrop mo nepconany» http://e.hr-director.ru
. Kypnan «[eHepanbHbIT JIMPEKTOPY (pazmen «YnpasieHue MIEPCOHAIOM»
www.gd.ru/rubric/view/id/122-upravlenie-personalom.
9. Kypnan «Coumonorndeckue uccienoBanus» https://wwwe.isras.ru/

©NoGOA~WNE

5.3. UHTepHeT-pecypchbl, B TOM 4HCJIe COBPeMeHHbIe NMpodeccHoHAIbHbIE 0a3bl
JAHHBIX U HH(POPMALMOHHBIE CIIPABOYHbIE CHCTEMbI
J1eKTPOHHO-0ubIMoTeuHbie cucteMbl (IBC):
1. OBC «OPAWT» https://urait.ru/
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https://urait.ru/bcode/450813
https://urait.ru/bcode/426321
https://clubtk.ru/adv/BTk0n5t1
https://clubtk.ru/adv/BTk0n5t1
https://clubtk.ru/adv/BTk0n5t1
https://clubtk.ru/adv/BTk0n5t1
https://clubtk.ru/adv/BTk0n5t1
https://clubtk.ru/adv/BTk0n5t1
https://clubtk.ru/adv/BTk0n5t1
https://clubtk.ru/adv/6YZM0yZ8
https://clubtk.ru/adv/6YZM0yZ8
https://clubtk.ru/adv/6YZM0yZ8
https://clubtk.ru/adv/6YZM0yZ8
https://clubtk.ru/adv/6YZM0yZ8
https://clubtk.ru/adv/6YZM0yZ8
https://clubtk.ru/adv/6YZM0yZ8
https://clubtk.ru/adv/6YZM0yZ8
https://clubtk.ru/adv/TGK3wBAH
https://clubtk.ru/adv/TGK3wBAH
https://clubtk.ru/adv/TGK3wBAH
https://clubtk.ru/adv/TGK3wBAH
https://clubtk.ru/adv/TGK3wBAH
https://clubtk.ru/adv/TGK3wBAH
https://clubtk.ru/adv/TGK3wBAH
http://dlib.eastview.com/
https://grebennikon.ru/
https://urait.ru/

2. DBC «YHUBEPCUTETCKAS BUBJIMOTEKA OHJIAMH» www.biblioclub.ru
3. BDBC «BOOK.ru» https://www.book.ru

4. OBC «ZNANIUM.COM» www.znanium.com

5. OBC «JIAHb» https://e.lanbook.com

IIpodeccuonaibHbie 6a3bl JAHHBIX:

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

Scopus http://www.scopus.com/

ScienceDirect www.sciencedirect.com

Kypuansr uznarenscrea Wiley https://onlinelibrary.wiley.com/

Hayunas snextponnas oudauoreka (HIB) http://www.elibrary.ru/

ITonHOTEKCTOBEIE APXHWBbI BEAYIIHX 3alla/IHBIX HAYYHBIX KYPHAJIOB HA Poccuiickoit
nnaT(bopMe HayuHbIX xkypHaioB HOMKOH http://archive.neicon.ru

7. HammonanbHast diekTpoHHas OuOnworeka (AOCTynm K DIEKTpOHHOW  OuOnHoTeke
mucceptaiuii Poccuiickoit rocynaperBennoit ouommorexu (PI'B) https://rusneb.ru/

8. Tlpesuaentckas oubmuoreka um. b.H. Enprmaa https://www.prlib.ru/

9. DnexrponHas koyuteknus Okcdopackoro Poccuiickoro ®onna
https://ebookcentral.proquest.com/lib/kubanstate/home.action

10. Springer Journals https:/link.springer.com/

11. Nature Journals https://www.nature.com/siteindex/index.html

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

18. VumBepcurerckas nHpopmarmontas cuctema POCCHS http://uisrussia.msu.ru

o~ wN =

HNupopManmoHHbIe CIPABOYHbIE CHCTEMBbI.
1. Koncynprant Ilmtoc - cipaBo4Hast mpaBoBasi cucteMa (JIOCTYI MO JOKaJIbHOM ceTu ¢
KOMIIBIOTEPOB OMOITMOTEKN )

Pecypchl cBOOOIHOIO J0CTYNA:

AMepHKaHCKas aTeHTHas 6a3a AaHHbIX http://www.uspto.gov/patft/

[TonHbIe TEKCTHI KaHAACKUX AuccepTanmid http://www.nlc-bnc.ca/thesescanada/

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

MUHHCTEPCTBO HAayKU U BhICIIero oOpa3oBanus Poccuiickoit deneparmu
https [lwww.minobrnauki.gov.ru/;

5. ®enepanbhbiii mopran "Poccuiickoe oopazosanue” http://www.edu.ru/;

6. Wudopmarmonnas cucrema "EnuHoe 0KHO 1ocTyna kK 00pa3oBaTenbHBIM pecypcam”
http://window.edu.ru/;

7. Enwmnas xoyutekuus nugpoBbIX 00pa3zoBaTenbHbIX pecypcos http://school-collection.edu.ru/ .

8. ®denepanbHbIi IEHTP HHPOPMAITHOHHO-00pa3oBaTenbHbIX pecypcos (http://fcior.edu.ru/);

9. IIpoexr 'ocymapcTBEeHHOTO MHCTHTYTa pyccKkoro si3pika umMeHu A.C. [lymkuna
"Oo6pazoBanue Ha pycckoM" https://pushkininstitute.ru/;

10. CnpaBovHo-uH(pOpPMaIMOHHBIN TopTan "Pycckwmii si3pik" http://gramota.ru/;

11. Cmyx0a TeMaTH4eCKMX TOJKOBBIX ciioBapeit http://www.glossary.ru/;

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

13. OGpa3oBarenbHblil mopTan "Yueba" http://www.ucheba.com/;

14. 3axonompoekT "O6 oOpazoBanuu B Poccuiickoit ®enepannn. Borpocs! u otBeTsI hitp://xn--
273--84d1f.xn--plai/voprosy_i_otvety

pwbdpPE
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http://www.biblioclub.ru/
http://www.book.ru/
https://znanium.com/
https://e.lanbook.com/
http://webofscience.com/
http://www.scopus.com/
https://www.sciencedirect.com/
https://onlinelibrary.wiley.com/
http://www.elibrary.ru/
http://www.elibrary.ru/
http://archive.neicon.ru/
https://rusneb.ru/
https://rusneb.ru/
https://www.prlib.ru/
https://www.prlib.ru/
https://ebookcentral.proquest.com/lib/kubanstate/home.action
https://link.springer.com/
https://www.nature.com/siteindex/index.html
https://experiments.springernature.com/sources/springer-protocols
http://materials.springer.com/
https://zbmath.org/
https://nano.nature.com/
https://link.springer.com/
http://www.lektorium.tv/
http://uisrussia.msu.ru/
http://www.uspto.gov/patft/
http://www.nlc-bnc.ca/thesescanada/
http://cyberleninka.ru/
https://www.minobrnauki.gov.ru/
http://www.edu.ru/
http://window.edu.ru/
http://school-collection.edu.ru/
http://fcior.edu.ru/
https://pushkininstitute.ru/
http://gramota.ru/
http://www.glossary.ru/
http://dic.academic.ru/
http://www.ucheba.com/
http://273-фз.рф/voprosy_i_otvety
http://273-фз.рф/voprosy_i_otvety
http://273-фз.рф/voprosy_i_otvety

CoOcTBeHHbIE JIEKTPOHHBIE 00pa30BaTe/bHbIe U HHPOPMALIMOHHbIE PecypChl

KyoI'y:

1. Cpena MoaynbHOTO AMHaAMUYeckoro ooyuenus http://moodle.kubsu.ru

2. baza yueOHBIX TIIaHOB, y4eOHO-METOIMIECKUX KOMIUIEKCOB, MyOIMKani 1 KOH(pEpEHIIHA
http://mschool.kubsu.ru/

3. bubnmnorexa nHpopMaAIMOHHBIX pecypcoB Kadeapbl nHGOPMAIIMOHHBIX 00Pa30BaTEIbHBIX
texHonoru# http://mschool.kubsu.ru;

4. DnextpoHHbIi apxuB nokymentoB KyoIl'Y _http://docspace.kubsu.ru/

5. DnexTpoHHBIE O0O0pa3zoBaTeNbHBIE pecypchl Kadeapbl HHPOPMAIMOHHBIX CHCTEM U
TexHonoruii B oOpazoBanuun KyOI'Y u Hayuno-merommueckoro >xypHaia "[IIKOJIBHBIE
I'OAbI" http://icdau.kubsu.ru/

6. Meroauyeckue yKa3aHHf [Jisi OOYYAIOIIMXCS MO OCBOEHHIO JWCHHUIIMHBI
(MoayJin)

JlekmoHHOE 3aHATHE TMPEACTaBIseT Cco0Ol cHcTeMaTH4ecKoe, IMOCIIe0BATEIbHOE,
MOHOJIOTUYECKOE H3JIOKEHUE MPEeroaBaTeIeM-JIeKTOpOM y4eOHOro MaTepuaia, Kak MpaBHIIo,
TEOPETUYECKOro Xapakrepa. Takoe 3aHSATHE NPEACTABISIET COOOW BJIEMEHT TEXHOJIOTUU
MpEeACTaBICHUST Y4eOHOro Marepuaja TIMyTeM JIOTUYECKH CTPOWHOTO, CHCTEMaTHYECKU
MOCJEIOBATEIbHOTO W SICHOTO  HWB3JIOKEHUS €  HWCIOJIb30BAaHMEM  WHTEPAKTUBHBIX

00pazoBaTebHBIX TEXHOJIOTHH (MyTbTUMEIUITHBIX, JIEKI[UU -TUCKYCCUH, JICKIIMH -
JIEMOHCTPAIIHIH ).
[lenp nexuwm — oOpraHu3anus [EJCHANPABICHHONW TIO3HABATEIBLHON JEATEIbHOCTH

oOyyarouuxcs MO OBJAJECHUIO MPOTPAMMHBIM MaTepualioM Y4eOHOHM IUCHMIUIMHBL. YTeHue
Kypca JIeKIHUH TMO3BOJSeT JaTh CBSI3aHHOE, IOCJeNOBaTeIbHOE U3JI0KEHHE MaTepuaia B
COOTBETCTBUU C HOBEHIIMMHU NaHHBIMHU HAYKH, COOOLIUTH CIIYIIATEIsIM OCHOBHOE COJIEp)KaHUE
npeaMeTa B LEJIOCTHOM, CHCTEMAaTU3UPOBAHHOM BUJIE.

3amaun JIEKIMM 3aKIo4YaloTcs B obecrieueHUH (OPMHUPOBAHUS CHUCTEMBbl 3HAHUU 110
y4eOHOM JUCUUIUIMHE, B YMEHHMM apryMEHTHPOBAHHO MH3JlaraTb HAY4YHbII MaTepuan, B
dbopmupoBaHuK MPO(ecCHOHANBHOTO KPYyrozopa MU oOmIieil KylbTypbl, B OTPaKEHUHU €Ille He
MOJIYYMBIIUX OCBEIIECHUS B Y4€OHOW JIUTEpaType HOBBIX JOCTH)KCHUU HAyKH, B ONTHUMH3AIHH
Ipyrux ¢popM opraHuszaluu yueOHOro mnpoiecca.

[IpakTndeckue 3aHATUS — SBJSIOTCS (OpMOI yueOHOW ayAUTOPHOU pabOThI, B paMmKax
KOTOpOil (OPMUPYIOTCS, 3aKpEIUISIOTCS M TMPEACTABIAIOTCS 3HAHUS, YMEHHsS W HaBBIKH,
WHTETPUPYIOIINE pPEe3ylbTaThl OCBOCHHUS KOMIIETEHIIMI Kak B JIEKIIMOHHOM (opmare, Tak B
paznuuHbIX (opmax camocTosTenbHOW paboTel. K kakaoMy 3aHATHIO MpernojaBaTelieM
(bopMynupyrOTCA MpaKTUYECKUE 33JaHUs, TPEOOBAHUA M METOJUYECKHE PEKOMEHIAIMH K HX
BBITIOJIHEHUIO, KOTOPBIE MPECTABIAIOTCA B (POHIE OIIEHOYHBIX CPEICTB YUCOHOU JUCIUILINHBL.

KonTponbs camocrosiTensHOM paboThl: Al CTYIEHTOB IHEBHOW W 3a04HOU (POpMBI
oOyueHusi — TeKYIIH KOHTPOJIb OCYIIECTBISIETCS B COOTBETCTBHE C MPOTPAMMOM 3aHATUN
(e)xeHeneNnbHO JUIsl CTYIEHTOB OYHOM (opMBbI OOydYeHHS; MO ceMecTpaM — I CTYACHTOB
3a04HOU (OpMBI OOyUYEHHS); TPOMEKYTOUHBI KOHTPOJb MO HTOTaM OCBOCHHUS AUCIUTUIIMHBI
ocylecTBisieTcs B (QOpMe PEHTHHIOBOM CHCTEMBI OLIEHOK. Onucanue 3agaHuil A
CaMOCTOSITENIbHOM  paboOThl CTYAGHTOB W TpeOOBaHW 1O WX BBIMOJHEHUIO BBIIAIOTCS
MpernojjaBaTeieM B COOTBETCTBUU C pa3pabOTaHHBIM (POHAOM OIICHOYHBIX CpPEIACTB IIO
JUCLUTIITUHE.

CamocrosarenbHas paboTa CTYACHTOB MO [aHHOMY Y4e€OHOMY Kypcy IMpearnoaraeT
MOATANHYIO MOATOTOBKY MO KaXXI0MY pa3Jie’dy B paMKaX COOTBETCTBYIOIIUX 3aJaHUI:

[lepBeIif STanm caMoOCTOSTENbHONW pabOTHl CTYACHTOB BKIIOYaeT B cels TIIATEThHOE
M3yYEHUE TEOPETUUECKOr0 MaTepuajia Ha OCHOBE JIEKIIMOHHBIX MaTepHUaJIOB MPENoaaBaTelis,
PEKOMEHIYEMBIX pa3[esioB OCHOBHOM M  JIOTIOJHUTEIBHOM JIUTEpATypbl, MaTEpHAJIOB

20


http://moodle.kubsu.ru/
http://mschool.kubsu.ru/
http://mschool.kubsu.ru/
http://docspace.kubsu.ru/
http://icdau.kubsu.ru/

NEPUOANYECKUX  HAYYHBIX  M3JaHUH, HEOOXOJMMBIX Ui  OBJAJEHUS  HOHATHIHO-
KaTeropUaJbHBIM ammaparoM U (pOpPMHPOBAHUS MPEACTABICHUN O KOMIUIEKCE aHATUTUYECKOTO
MHCTPYMEHTApHs, UCIOIb3YeMOI0 KaK B paMKax JaHHOW OTpaciM 3HaHWA, TaK MU IyOJIUIHOMN
MIPaKTHKE;

Ha BTOpoM 3Tane Ha ocHOBE CPOPMUPOBAHHBIX 3HAHUI M MPEACTABJICHUN IO JAHHOMY
paszeny CTYIEHTbl BBIIOJIHAIOT NPAaKTUYECKUE 3aJlaHus, HaleleHHble Ha (OPMUPOBAHUE
YMEHMH U HaBBIKOB B paMKax 3asBJICHHOM kommereHuuu. Ha naHHOM »JTame CTyAEeHTbI
OCYILIECTBJISIIOT CaMOCTOSITEIbHBIN MOUCK SMIMPUYECKUX MaTEpUalloB B paMKaX KOHKPETHOI'O
3amaHusi, O0OOOMIAIOT M aHATU3UPYIOT COOpaHHBI MaTepHan MO CXeMe, PEKOMEHJOBAaHHOM
npenojaBatenieM,  (GOPMYIUPYIOT  BBIBOJBL, TOTOBST  TNPAKTHYECKHE  PEKOMEHJIAIHH,
Mpe3eHTAIlMIOHHBIE MaTepHalIbl Ui MyOIMYHOTO UX MPECTAaBIEHUS U OOCYXKICHHUS.

Kpurepun oneHku 3agaHuii B paMKaxX CcaMOCTOSITENIbHON paboThl  CTYJIEHTOB
(bopMynupyOTCs MpenoaBaTenaeM B (POHIE OLEHOYHBIX CPE/ICTB.

B ocBoeHMM AMCHUIUIMHBI UHBATUAAMM U JIMIAMH C OIPAaHUYEHHBIMU BO3MOXHOCTSMU
310pOBbsl OOJIBIIOE 3HAYEHHME HMEET HHAMBHyajbHas y4deOHas paboTa (KOHCYJIbTallMH) —
JIONIOJIHUTEIBHOE Pa3bsICHEHUE YUeOHOr0 MaTepHana.

WnnuBuayanbHble KOHCYIbTAIMM IO TPEAMETY SBJSIOTCS BaXHBIM  (DakTOpoM,
CHOCOOCTBYIOUIUM MHJIMBUIyaNIU3allMi 00YYEeHHS U YCTAHOBJIEHUIO BOCIIMTATEIBHOTO KOHTAKTa
MeXAy INpernojaBaTesieM W O0O0y4arolMMCS HMHBAJIUJIOM WM JIMIOM C OrPaHUYEHHBIMU
BO3MOXHOCTSIMHU 3/I0POBBSI.

B ocBoeHMU AMCHUIUIMHBI MHBATUAAMM U JUIAMH C OIPAaHUYEHHBIMU BO3MOXHOCTSMU
30pOBbsi OOJIBIIIOE 3HAYCHHE WMEET WHIMBUAyalbHas ydeOHas paboTta (KOHCYIbTallMU) —
JIOTIOJIHUTEIBHOE Pa3bsICHEHNE YUeOHOTr0 MaTepHaa.

WupuBuayanbHble KOHCYJIBTAllMM IO MHPEIMETY SIBJIAIOTCA BaXXHBIM  (DakTOpoM,
CIOCOOCTBYIOIIMM MHAWBUIYaTU3alMl OOy4eHHsI U YCTAaHOBJIEHUIO BOCIIMTATEIILHOIO KOHTAKTa
MEXJy IpernojaBaresieM M OOy4arolUMCS HMHBAJIUAOM WM JIMLIOM C OrPAaHUYECHHBIMU
BO3MOYHOCTSIMHU 3JI0POBBSI.

Meroanyeckue PpeKOMEHJALMH, ONpedesiiolde Ipouelypbl OLEHMBAHUS Ha
ceMHMHape:

Kpumepuu oyenxu:

«yIIOBJIETBOPUTEIILHO» - CTYJIEHT UMeEET (pparMeHTapHbIe MPEICTABICHUS 00 OCHOBHBIX
aCIeKTaX MEXJINYHOCTHBIX M TPYNIOBBIX KOMMYHHKAlMM, 4aCTUYHO OCBOWJ IOHSATHIHO-
KaTeropuaibHbIi anmnapar.;

«XOpOUIO» - CTYAEHT AEMOHCTpPHUpYET OOILMe 3HAHUS IO paccCMaTpUBAEMbIM BOIpOCaM,
yMeeT YCTaHaBIMBATh CBA3M MEX]y TEOPETUUECKUMU MOHATHIMHU U SMIUPUUYECKUMU (aKTaAMU;

«OTJIMYHO» - CTYAEHT JEMOHCTPUPYET CHUCTEMHBIE 3HAHMS OCHOBHBIX BOIIPOCOB
M3y4aeMOM IUCUUIUIMHBI, YMEET YCTaHABJIMBATH CBS3H MEXJYy TCOPETUUYECKUMH IOHATHUAMHU U
SMIMPUYECKUMU (PaKTaMu, GOPMYIUPYET aHATTUTHUECKUE 0000ICHHS U BBIBOBI.

Mertoanyeckne peKOMEHIANMH, ONpee/siionue NPoueAypbl OeHUBAHUA Y4ACTHS
B JIMCKYCCHH:

Kpumepuu oyenxu:

«yIIOBJIETBOPUTENILHO» - CTYAEHTOM JOMYIIEHbl 3HAUUTENbHbIE OIIMOKH, B OTBETE HE
PacKpbITBl HEKOTOpBIE CYLIECTBEHHBIE ACIEKTHl COACpXkKAaHMs, CTYIEHT HE CMOI II0Ka3aTb
HE00X0/AMMbIE YMEHHSI O METOIaX KOMaHIHOT'O B3aUMOJICHCTBUS;

«XOpOUIO» -  CTYIEHT JOIyCKAaeT HEeCYIIECTBEHHbIE OMIMOKM, HEIOCTATOYHO MOJHO
pacKkpblll CcOAEp)KaHUE BOMpOCa, HE CMOI B Ipolecce Oecelbl CaMOCTOSTENBHO J1aTh
HE00X0AMMBbI€ TIONIPABKH U JOTIOJIHEHUS;

«OTJIMYHO» - CTYJEHT aKTUBHO Y4acTBYeT B AMCKYCCHH, JIOTMUHO MU IOCIEA0BATEIBHO
BBIPAJKAET CBOW OTBET, IEMOHCTPUPYET 3HAHUS HAYYHOM TEPMHHOJIOIMH B KOHTEKCTE OTBETA;
OOBSICHSAET MPUUYMHHO-CIICICTBEHHbIE M (YHKIIMOHAJIBHBIE CBSI3U; PACKPBIBAET Ha NpUMeEpax
TEOPETUYECKHE MOJIOKEHUS U MOHATHS; (GOPMYITHUPYET COOCTBEHHBIE CY)KJICHUS U apTyMEHTHI.
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MeToanyeckue peKOMeHIANMHU, ONpe/essiione Npoueaypsl OleHUBAHUS YYACTHUSI
B pa0oTe MaJILIX IPYINI HA/I KeHCOM M pellleHHeM CHTYallMOHHbIX 3a/1a4:

Kpumepuu oyenxu:

«YIOBIIETBOPUTEIHLHO»/3aYTCHO - paboOTa B TPYIIOBON JEATCILHOCTH HAJ PEHICHHEM
CHUTYallUOHHOM 3amaun Oe3 yyacThs B IYOJUYHOM OOCYKIACHHH W apryMEHTaluu
c(hOpPMYITUPOBAHHBIX BEIBOJIOB;

«XOPOIII0»/3a4TEHO - PaboTa B TPYIIIOBOM JNCSITEILHOCTH HAJl PEIICHUEM CHTYaIlHOHHOM
3ala4d  C COJICP)KATCIIBHBIM ~y4acTHEM B IyOJUYHOM OOCYXKICHHM U apryMEHTaIluu
c(hOpPMYIUPOBAHHBIX BEIBOJIOB;

COTJIMYHOY/3aYTEHO - IEMOHCTPUPAIUS JTUACPCKON TIO3HUIIMH B TPYITIOBOU JEATEIHHOCTH
HaJl PEIICHUEM CUTYAI[MOHHOM 3a/Ia4Ml C COJIEPKATEIbHBIM YYaCTHEM B IMYOJIUYHOM OOCYKIECHUHU
Y CUCTEeMHOU apryMEHTAIuH CPOPMYITHPOBAHHBIX BBIBOJIOB.

MeToauyeckne peKOMEHIAUMH, OIpeaesAlonme
pe3yabTaToB 3alIUTHI pedepara/scce:

Kpumepuu oyenxu:

«YIOBJIETBOPUTEILHO»/3a4TEHO — MPOMEKYTOUHBIE PE3YNIbTaThl 3alIUTHI pedepaTa/scce
MIPEACTABISIOT COOON HM3JI0KEHHWE HECAaMOCTOSATEIBHBIX pPE3yabTAaTOB HAMHMCAHHUS padoOThHI, 0e3
TIIATeITLHOW MPOPAOOTKH JTUTEPATYPHBIX HCTOYHUKOB;

«XOPOIIO»/3a4T€HO -  TMPOMEXKYTOUHBIE  PE3yJbTaThl  3alUTBl  pedepaTa/scce
MIPEJICTaBISIOT cO00M CaMOCTOSATENbHBIA aHAINW3 Pa3HOOOPa3HBIX HAYYHBIX HCCIEAOBAaHUM H
SMIUPHUYECKUX JIAHHBIX, TPH O3TOM HE B TIOJHOM Mepe OTpaKEHbl TpeOOBaHMS,
chopMyIUPOBAHHBIE K €T0 CTPYKTYPE B COJIEPIKAHMIO.

COTIUYHOY» - TIPOMEKYTOUHBIC PE3YJIbTATHI 3aIUTHI pedepaTa/scce MPeACTaBISAIOT CO00i
pe3yNbTaThl CaMOCTOSITENIbHOM paboThl U OTpakaroT Bce TpeOOoBaHUS, K COJEpKATEIbHOMY
HAIOJIHEHUIO U CTPYKTYPUPOBAHUIO PAOOTHI.

MeTtoauyeckue PpeKOMeHIALMH,
pe3yJIbTATOB TeCTUPOBAHHUS:

Kpumepuu oyenku:

«YIOBIIETBOPUTEIBHO» - €CJIH CTYJICHT OTBEYAeT MpaBmiIbHO Ha 50% TeCTOBBIX 3aaHUM.

«XOPOIIOY» - €CIU CTYACHT OTBeUYaeT NpaBuiIbHO OT 51 110 90 % TecTOBBIX 3aJaHUM.

«OTJIMYHO» - €CJIM CTYJIEHT OTBeYaeT mpaBmwibHO OT 91 10 100 % TecToBBIX 3a1aHUI.

7. MaTepuajibHO-TeXHUYECKOe ofecriedeHne Mo JUCHUIIuHEe (MOLYTI0)

I[Io Bcem Bumam yueOHOIl [IEATEJIBHOCTH B paMKax JUCIUIUIMHBI HCIOJIB3YIOTCS
ayUTOpUH, KaOWHETHl U J1abOpaTOpPUU, OCHAILIEHHbIE HEOOXOIUMBIM CHEIHAIN3UPOBAHHBIM U
1abopaTopHBIM 000PYIOBAHUEM.

npoueaypbl  OLEHUBAHUSA

onpejaeasomye Mpouealypbl  OLEHMBAHUS

HanmenoBanue cenuanbHBIX

OCHAaIIEHHOCTD CIIEHAIBHBIX

[lepedeHb TULEH3UOHHOTO

MOMEIICHUI MOMEILICHUN MIPOrpaMMHOT0 00eCTIedeHUS
Vuebuple  ayautopud st | Mebenb: yueOHas mebenn Microsoft Windows 8, 10
MIPOBEICHHSI 3ausaTuil | TexHuueckne cpenctBa | Microsoft Office Professional
JIEKITNOHHOTO THTIA o0y4YeHwUs: Plus
9KpaH, IPOEKTOP, KOMIIBIOTEP

VYuebuple  ayauropun s | MeOenb: yueOHas meOenb Microsoft Windows 8, 10
MIPOBEICHHSI 3aHsaTUN | TexHu4eckue cpencrBa | Microsoft Office Professional
CEMHUHAPCKOTO THIa, | O0OyYEHHUS: Plus

IPYIIOBBIX U WHAWBUAYAIBHBIX
KOHCYJIbTallN, TEKYIIEro
KOHTPOJII M TNPOMEXYTOUHOH
aTTeCTalUH

9KpaH, POEKTOP, KOMIIBIOTEP

Jns  camocTosATeNbHOW — paboThl  OOydaromMXcs — MPeIyCMOTPEHBbl  MOMEIIECHUS,
YKOMIUIEKTOBaHHbIE CIIEIMAIM3UPOBAHHOM MeOelblo, OCHAIIEHHbIE KOMITbIOTEPHON TEXHUKOU C
BO3MOJKHOCTBIO TMOJIKIIIOUEHUS! K ceTu «MHTepHeT» M oOecreuyeHHeM JI0CTyIa B HIEKTPOHHYIO
MH(OPMAIIMOHHO-00pa30BaTENbHYIO CPEly YHUBEPCUTETA.
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Haumenosanne OCHAIIIEHHOCTD MTOMEIIEHHH [T CAMOCTOATENBHON pabOThI IMepeuens
MOMEIIECHUH JTs 00yJarOIIUXCSI JIUIIEH3HOHHOTO
CaMOCTOSITEIIbH O MPOrPaMMHOTO
paboThI obecniedeHus
00y4aroIMXCs
[Momenienue st | MeGenb: yueOHas MeOeib Microsoft
CaMOCTOSITEILHOMN Kommiekr crenuanu3upoBanHoil mebenn: kommbiorepusie | Windows 8, 10
paboThI CTOJTBI Microsoft
00y4aromxcs O6opynoBaHue: KOMIBIOTEPHAS TeXHUKa ¢ mojkmodeHrem k | Office
(YnTaNBHBIH 3a11 | “HPOPMAIMOHHO-KOMMYHHUKAaMOHHOH cetn «MHTepHer» u | Professional
Hayunoit JIOCTYIIOM B 3JIEKTPOHHYIO nHpopmarmonHo- | Plus
OMOIMOTEKH ) 0o0pa3oBaTebHYI0 Cpely 00pa30BaTelIbHOW OpraHu3alluy,
BeO-KaMepEl, KOMMYHHMKAIIHOHHOE o0opyoBaHue,
obecrieynBaroIiee JOCTYll K CETH MHTEpHET (MPOBOAHOE
COeIMHEHNE U OEeCIPOBOJHOE COCAMHEHHUE 10 TEXHOJIOTHHU
Wi-Fi)
IMomernienue st | MeGenb: yueOHast MeOesb Microsoft
CaMOCTOSITEIILHOU Kommuekr crennanm3upoBanHoii Mebenu: kommbiorepubie | Windows 8, 10
paboTs CTOJTBI Microsoft
00y4aroIIMXCs O6opynoBanue: KOMIBIOTEPHAS TexHUKa ¢ moAkmodennem k | Office
(aym.409) HH(POPMAITHOHHO-KOMMYHHUKAITHOHHOK cetn «MuTepHer» u | Professional
JIOCTYTIOM B 3JIEKTPOHHYIO uHpopmarmonHo- | Plus
o0pazoBarenbHyl0 cpeny o0pa30BaTeIbHON OpraHH3alny,
BeO-KaMephl, KOMMYHHKAIIHOHHOE obopynoBaHue,

oOecrieunBaoNee TOCTYI K CETH HMHTEPHET (IMPOBOIHOE

COeqUHEHNE M OCCIPOBOIHOE COCAMHEHHE IO TEXHOJIOI'MH
Wi-Fi)
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