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PABOYAS TIPOTPAMMA JIMCLHUIIIUHBI (MOIY.JIS)

b1.B.20 «/lokyMeHTallMOHHOE OOECIIeUeHNE YIIPaBIEHUS MEPCOHAIIA

Hanpasnenne noaroroBku 38.03.03 YnpaBieHue rnepcoHaiom
HampasnenHocts (mpoduib) Pa3ButHe n ouenka nepconana
dopma oOydeHHSA Oo4Has

KBamudukanus BbITTyCKHHUKA bakainasp

Kpacuomap 2022



Pabouasa nporpamma aucuumuiuael b1.B.20 «/lokyMeHTannoHHOE oOecneyeHue
VIOpPaBJICHUS TMEPCOHANa» COCTaBJI€HA B COOTBETCTBUM C  (helepanbHbIM
rOCYJapCTBEHHBIM 00pa30BaTEIbHBIM CTaHApTOM BhIciiero oopa3zoBanus (PI'OC
BO) no nanpasnenuto noaroroku 38.03.03 «YnpaiieHre NepcOHATIOM

[Mporpammy coctapui(u):

MupoHoBa n.n., JIOLIEHT, : = "
KaH.9KOH.HAyK, TOIICHT <Z,

PabGouas mporpamma JHUCHMIUIMHBI yTBEp)KJE€HAa Ha 3acefdaHuu Kadeapbl
yIpaBJIEHUs IEPCOHATIOM U OPraHU3ALMOHHON ICUXOJIOTHH
npotokosn Ne 11 «12» mas 2022 r.

3 N N
3aBenyronuii kadeapoit (pa3paboTynka) _./E{f:?q_/
Jly3akoB A.A. ;

VYTBepkieHa Ha 3acelaHuM Yy4eOHO-METOIMYECKOM KoMuccuu (axkynbTera
yIpaBIEHUS U TICUXOJIOTUU
npotokost Ne 07 ot «23» mas 2022 r.

[Ipencenarens YMK dakynbrera
Hlno6yns E.FO. y

Penien3eHTsI:

N.C. Kuu, kaH1.9KOH.HayK, JIOIl., JOIICHT Kadeapbl TEOPUU U UCTOPHH rOCyaapcTBa
U TIpaBa

B.B. CrenypunHa, HadaJIbHUK OT/ejla IMPABOBOTO OOECHEYeHUs] W IO BOIpocam
rOCy/IapCTBEHHOM CITyXObI M KaJJpOB MUHHCTEPCTBA SKOHOMUKHU KpacHomapckoro
Kpas.



1 Henn u 32124y U3y4YeHUs AUCHUIJIMHBI (MOTYJIf)

1.1 Ileab ocBOEHUS AUCHUILIHHBI

Hemn: dopmupoBanue mnpodeccHoHANBHBIX KommneTreHuuil B coorBercTBuu ¢ @I'OC BO,
KOMIUIEKCA 3HAHUH, YMEHUH U HABBIKOB B 00JAaCTH OpPraHU3allMM JOKYMEHTALMOHHOTO OOeCreueHus
YIPaBICHUS HAa OCHOBE pALMOHAJIBHBIX, HAy4YHO-OOOCHOBAaHHBIX IPUHLUIIOB U METOAOB €r0
COBEPILIEHCTBOBAHMS, (OPMHPOBAHHE MPOTPECCUBHOTO TMOAXOJA K PEIICHHIO BAXHEUIIMX 3a7ady
JOKYMEHTUPOBAHHUS BCEX CTOPOH YIIPAaBJIEHYECKOH 1€ATEIbHOCTH.

1.23anaum:

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

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

- onpesesieHue crnoco0oB TOKYMEHTUPOBAHUS U CUCTEM JTOKYMEHTAIUH;

- MIPUMEHEHNE TPABUJI OpraHU3aluy paboThl ¢ TOKyMeHTaMu cityx0b1 JIOY;

- OCBOEHHE MOPsAKA OpraHu3alui padoT MO AEIONPOU3BOICTBEHHOMY 00CITYKUBaHHIO;

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

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

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

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

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

1.4 IlepeyeHb NJIAHUPYEMBIX Pe3yJbTATOB OOyYeHHs] MO JAUCHMILVIAHE (MOIYJIIO0),
COOTHECEHHBIX € IUIAHNPYEeMbIMH Pe3y/JbTATAMH 0CBOEHHS 00Pa30BaTe/JIbLHOI MPOrpaMMbl

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

Kon u HanMeHOBaHHE Pe3ynbTaThl 00y4eHUs M0 AUCIUILUINHE
HWHAUKaTopa™

IK-1 CnocoGeH opraHu3oBaTh M TNPOBECTH OHEHKY M AaTTeCTAIMI0 MEpPCOHANa, OCYIIECTBISATH
aIMMHUCTPHPOBAaHHE MPOLIECCOB U JIOKYMEHTO000POTA NPH NPOBEIEHUN OLEHKH H aTTeCTALMH NepCoHaIa

IK-1.2  Tlonumaer nposenenue | [IK-1.2  Omnpenpensier mopsiiok (GOpMHUpOBaHHs, BeleHUs OaHKa JAHHBIX O
aIMUHUCTPUPOBAHKS [IPOLIECCOB U | MEPCOHAE OPraHM3alMd W MPEAOCTABICHUS OTYCTHOCTH HPU IPOBEACHUH

JIOKYMEHT0000pOTa NP | OLICHKH M aTTECTallH NIePCOHATIA.
NIpOBEJICHNN OLEeHKH M atTrectammu | [IK-1.2 dopmupyer TpeboBaHus npu GOPMHUPOBAHHH, BEICHUN OAHKA JAHHBIX
nepcoHaa. 0 TIepCOoHaJe OpraHW3alMH M NPEIOCTABICHUH OTYETHOCTH IPU IPOBENCHHU

OLICHKH U aTTECTAIMH TIepCOHAIA.

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

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

[K-3.4 Ocymectnsier | [TK-3.4  OmnpenensieT aIMMHUCTPUPOBAHKE TPOIIECCOB U JIOKYMEHTO000POTA 110
aIMUHHCTPUPOBAHUE TIPOLIECCOB M | Pa3BUTHIO U NPO(ecCHOHAIBHOMN Kapbepbl, 00yYEHHUIO, aIANITALlN U CTA)KUPOBKE
JOKYMEHTO000POTA 10 PAa3BUTHIO U | TIEPCOHATIA.

nipohecCHOHATFHOM Kapeeppl, | [IK-3.4 Cobupaer, aHATM3UPYET U IIPUMEHSIET TEXHOIOTHH 8 IMUHUCTPHUPOBAHHS
00yUeHHIO, aJanTanyuu U | TIPOLIECCOB M IOKyMEHTO000POTa TI0 Pa3BUTHIO M MPO(ECCHOHAIBHON Kaphephl,
CTa’KUPOBKE MEPCOHANA. 00yUeHHIO, aIaNTal! U CTAXKUPOBKE TIEPCOHAIIA.

[IK-3.4  CucremaTH3upyeT TEXHOJOTHMH aIMHHUCTPHPOBAHHS IPOLECCOB U
JIOKYMEHT0000pOTa TI0 Pa3BUTHIO U MPO(ECCHOHATEHON Kapbephl, 00yUIEHHIO,
aJlanTay U CTaKUPOBKE ITEPCOHATIA.




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

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

2. CTpyKTypa U coep:kaHHue TUCHUTIIHHBI

2.1 Pacnipenesienue TPy10éMKOCTH AMCHUILINHBI 10 BUAAM padoT

OOmiass TpymoEMKOCTh IMCHMILIMHBI CcOCTaBisier 3 3adeTHbiXx eaunul (108 wacoB), ux

acmpeieJIeHue 1o BUJaM paboT NpeJICTaBICHO B TaOIuUIIe

Bupner pabor Bcero ®dopma obydeHust
4acoB OYHO- 3a04yHas
OYHast
3a04Has
7 X X X
ceMecTp ceMecTp ceMecTp Kypc
(gacer) (gacer) (gacer) (gace1)
KonTakTHasi padoTa, B TOM 4HcIe:
AyauTopHBIe 3aHATHS (BCEro): 48 48
3aHATHSI JIEKIIMOHHOTO THUIA 16 16
J1a00pATOPHBIC 3aHATHUS - -
NpaKTUYECKUE 3aHITUS 10 10
CEMUHAPCKUE 3aHSITH 22 22
HNHasi KOHTaKTHas padoTa:
KoHTpoJ1b caMocTosTENbHOM PabOThI
2 24

(KCP)
[Tpomexyrounas arrecraims (MKP) 0,2 0,2
CamocTosiTeibHAs padoTa, B TOM 57.8 57.8
yucie:
Pedepat/acce (moaroroska) 4 4
CaMocToATeNnbHOE M3Y4YEeHHE pa3JielioB, 47.8 47.8
CaMOIIOATOTOBKA
[ToaroroBka K TECTUPOBAHUIO 6 6
KoHTpoJib: 35,7 35,7
ITonroroBka K 3K3aMeHy
Oomas gac. 108 108
TPYAOEMKOCTH B TOM YHCJIe

KOHTAKTHANA 50,2 50,2

padora

3a4. e[ 3 3

2.2 Conepxxanme TUCUMIIMHBI
Pacnpenencnue BuaoB yueOHOM pabOThI U KX TPYAOEMKOCTH IO Pa3/ieiaM JUCIUTLINHBI.
Pa3zesbl (TeMbl) AUCHMIUIAHBI, H3ydaeMbie B 7 cemectpe (4 xkypce) (ouHas popma 00yueHwus)



KonuuectBo yacos
A Bueaynut
Ne HaumeHoBaHue pa3ienoB (TeM) YAUTOpHas opHast
Bcero pabora
pabora
J I13 JIP CPC
1 Pazpnen.1 [lonsTre u 3HaUeHNE JOKYMEHTALUOHHOTO 6 12 i 20
" |obecniedeHus ympaBieHHs IEPCOHATIOM
5 Paznen 2. OCHOBBI TIOKYMEHTAIIMOHHOTO 00ecrieueHust 6 12 i 20
yIpaBJICHUs IEPCOHATIOM
Paznen 3. CuctemaTu3aius U XpaHeHHe TOKYMEHTOBKAIPOBOM
3. 4 8 - 17,8
CITY>KOBI
UTOI'O no pazoenam oucyuniunsl 16 32 - 57,8
Kontpons camocrosrensHoit padots! (KCP) 2 -
[Tpomexyrounas arrecrarms (MKP) 0,2 -
OO011ast TPyT0EMKOCTb IO JUCIUTUINHE 108 -

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

2.3 Coneprxanue pa3iesoB (TeM) TUCHHIIHHBI

2.3.1 3aHATHSA JTeKUMOHHOI0 THIIA

No HaumenoBanue Conepanme paszena dopma TeKyIIero
pasnena KOHTPOJIS
1 2 3 4
Paznen 1. IloHsTHe M 3HAYEHUE JOKYMEHTAIIMOHHOTO 00ecTieYeHHs YIIPABJIEHUsSI TEPCOHAIOM
Bsenenue B kypc OOmee  mpeacTaBieHHE — Kypca. Hasuauenne  u |[IpopaGorka
comepkanue Kypca. CBs3p Kypca ¢ ydeOHBIMH |yd4eOHOro
IUCLUIIIMHAMM. 3HaueHne Kypca B IMOArOTOBKE (TCOpCTI/I‘ICCKOFO)
CIICHIHAIIUCTOB 10 YIPABICHHUIO IIEPCOHATIOM MaTepuana
[MonsTue TToHATHS «TOKYMEHT», «TIOKYMEHTOO00POTY, ITpopabotka
JOKyMEHTaIlMOHHOTO «IOKYMEHTAIIMOHHOE 00ECTIEUCHUE YIIPABIICHUSD. y4eOHOro
obecrieueHus OcHOBHBIE TPeOOBaHUS, MPEIBABISIEMbIE K OOPMIICHHUIO (TeopeTHuecKoro)
YIIpaBIICHHSI JOKyMEHTAaIluH, IpexycMoTpeHHbIe ['ocynapcTBeHHON Matepuaia
TIEPCOHAIIOM. CHCTEMOH JOKyMEHTALMOHHOTO 00eCIIeUeH s YIIPaBICHUS
TpeboBanwus, I'OCT P 7.0.97-2016. ITopsimok 0O6pa®OTKH B perrUCTpariiu
MPEABSIBISIEMBIE K JOKYMEHTOB, X WHIeKcanuu. Perucrpanuonssie Gpopmel u
o(hopMIICHHIO UX 3amnonHeHne. KoHTpons uenomHeHns JOKyMEHTOB.
JOKYMEHTOB OCHOBHBIEC OTJIMYHSI B TIOATOTOBKE MTPOCTHIX M CIOKHBIX
IPUKA30B. YUET CIEMU(PUKH PACTIOPSIUTEIHHOTO
JOCUCTBHSI IPU COCTABIICHHH IIPHKA30B TI0 IIPHEMY,
MIePEeBOY, YBOIbHEHHUIO PaOOTHHUKOB. [lopsimok
BH3HUPOBAHUS IIPHKA30B 10 JIMIHOMY COCTaBY, X
peTHCTpanuy.
CoctaB u BUZIBI [ousTHE M 3HAYEHUE KaJPOBON JOKYMEHTAIIHH. [Tpopabotka
KaJpoBo gokyMeHTanuu | Kiaccudukanus kaapoBoit JokymeHTanur. OCHOBHBIC yaeOHOro
BHJIbI IOKYMEHTOB KaJIPOBOM CITYKObI, 0COOCHHOCTH HX (TeopeTHuecKoro)
cocraBieHns. HopmaTtuBHO-TIpaBoBas 6asa, Matepuana
periiaMeHTHpYIoNIast pa3paboTKy KaIpOBBIX JTOKYMEHTOB.

Pazgen 2. OcHOBBI JOKYMEHTAIMOHHOIO O00ecreYeHus YIMpaBJIeHUsI MEPCOHATIOM
TpeboBanus K [HrtaTtHoe pacnucanue (ct. 57 Tpynosoro Kogexca PD)— [Ipopabotka
COJICPIKaHHIO 1 ®opma mratHoro pacnucanus (popma T-3) yTBepkaeHa yaeOHOro
oopMIICHHIO noctadoBieHneM ['ockomcrara Poccum ot 5 staBapst 2004 (TeopeTHyeckoro)
JIOKaJIBHBIX roza Nel. MaTepuaa
HOpPMaTHUBHBIX aKTOB IO [IpaBuiia BHYTpEHHETO TPYAOBOT'O pacropsiKa Kak
YIIPaBICHUIO JIOKaJIbHBIA HOPMaTUBHO-TTPABOBOM aKT,

TIEPCOHATIOM KOHKPETU3UPYIOIINIA MOPSIIOK PEryIUpPOBaHUs KIHOUEBbIX
BOIPOCOB COLIMAJIBHO-TPYIOBBIX OTHOILIEHUH Ha
npeanpustan. OOl MOPSIOK MOATOTOBKH JOKYMEHTA B
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cootBercTBUU co cT. 190 TK P®. Ocobennoctu
ohopMIICHHS TTPAaBUII BHYTPEHHETO TPYIOBOTO

pacropsjka, Cofep>kaHie BOIIPOCOB, KOTOPbIE OTPaXKAIOTCS
B IIpaBUJIaX BHYTPEHHETO TPYAOBOrO PaclopsIKa.
OcobeHHOCTH 00paleHHs] ¢ IEPCOHATBHBIMHA JAaHHBIMU
pabOTHHUKOB B COOTBETCTBHUH € MOJOkKEeHUAMU TaBbl 14 TK
P®. TpeboBanust k 00pabOTKE MEPCOHATBLHBIX JaHHBIX
pabotHuKa. [IpaBuia nepenaun nHGoOpManuy,
coJiepxarieil cBeJieHns 0 pabOTHUKE, TPETHUM JIHIIAM.
OTBETCTBEHHOCTh JIOKHOCTHBIX JIUIl, BUHOBHBIX B
HapyIIEHUH HOPM, PETYIUPYIOMIUX [TOTy4eHHe, 00padoTKy
U 3aIUTYy NEPCOHATBHBIX JaHHBIX paboTHUKA. HCTpYyKIHs
M0 JJOKYMEHTALMOHHOMY 00€CIIEUEeHHUIO YIIPABICHUS
nepcoHanoM npeanpusitus. CTpyKTypa v coaepKaHue
pasziesioB JAHHOTO TOKYMEHTA.

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

ITomHOMOUMS ~ TOCYAApCTBEHHOM  MHCHEKUMH  TpyJa.
IIpouenypa u mpaBuia MPOBEACHUS IIPOBEPOK COOIIOACHUS
JEMCTBYIOIIETr0 3aKOHOIaTENbCTBA. Byl nposepok. ITopsaok
o(hopMIICHHSI MEPOTIPUSATHH IO KOHTPOIIO.

CocTtaB JIOKyMEHTOB, TpeOyeMbIX OpraHaMu Haa3opa W
KOHTpOJISI IpU TIPOBENEHUM IpoBepokK. OTBETCTBEHHOCTh
pabortonarens 3a HapylLIeHHUe JEUCTBYIOIIETO
3aKOHONATEIbCTBA O TpylIe W HErpaMoTHOE odopMIeHHE
KaJIpoBOH JOKyMeHTaIuu, Boznaraemasi TpynossiM Kogexcom
P® u KonekcoM 00 aqMHUHHUCTPATHBHBIX IPAaBOHAPYIICHHUSIX

ITpopabotka
yuebHOro
(TEOpEeTHUECKOro)
Marepuana

dopmMupoBaHuE U
BEJICHUE JTUYHBIX AE

Jlmynoe gmeno paboTHMKA KAk OCHOBHOW  JOKYMEHT
MIEPCOHAIBHOTO YU€eTa, B KOTOPOM XpaHATCs Hanbosee MoJIHbIe
CBEIICHHS O COTPYIHHKE U €r0 CIy)KeOHOU AeSTeITHHOCTH.
CocTaB ¥ IOCIEAOBATEIBHOCTh JTOKYMEHTOB JIMYHOTO Jeja.
OcCoOeHHOCTH COCTAaBIICHHUA JIOKYMEHTOB JIMYHOTO JIeja:
JMYHOTO JINCTKA TI0 y4YeTy KaJIpoB, AOMOJHEHUS K JTUIHOMY
THCTKYy, aBrobmorpadun m T.n. IlpaBmia BbImA4M JIHYHOTO
Jena BO BpeMEHHOE Mojib3oBaHMe. [lopsmok cocTaBieHHs
omucH JU4YHOro fena. [lepenada nudHoro mena Ha apxXUBHOE
xpanenne. CocTaBieHHE 3aBEPUTENBHON HAAMHUCH JIMYHOTO
Jena

ITpopabotka
y4eOHOro
(TeopeTHUYECKOro)
Mmarepuasia

Jlnunas xaprouka

Jlnynas kapTouka Kak OCHOBHOM JJOKYMEHT ITEPCOHAIBHOTO
ydeta pabOTHHUKOB OpraHu3anuu. JJoKyMeHTHI, Ha OCHOBAaHUH

[TpopaboTka
yaeOHOro

KOTOPBIX 3aIloNHAeTCA IMYHas KapTouka. [Topsaok (TEOpPeTHYECKOro)
KOAMPOBAHUS CBEJICHUH B JINYHOW KapTOUYKE. 3aIOITHEHHE Marepuana
TuaHON KapTouku. [Topsimok BHECEHUS UCTIPABICHUHN 1
WM3MEHCHUH B INYHYIO KAPTOUKY paOOTHHKA.

JoxymeHTHpOBaHUE JokyMmeHTHpoBaHHE Tporecca JABIDKeHHs KaapoB  Ha|llpopabGorka

MPOIIECCOB ABUKCHHS
Ka/IpOB

MIPEATIPUSATHH KaK BakHeHITas QYHKINS OTAeNa KaapoB. Buis
IBIDKEHHUS KanpoB. CXeMBl IpreMa, IepeBoja, YBOIHHEHUS
pabOTHHKOB.

Odopmienne mpuema paboTHUKOB. COCTaB JOKYMEHTOB,
TpeOyeMbIX TpH TpHeMe Ha paboTy B COOTBETCTBHU C
Tpynoseim Kogexcom PD.

[Mopsimok 3aKTFOUCHHS TPYIOBEIX TOTOBOPOB C IIOCTOSSHHBIMHU
U BpEMECHHBIMH PaOOTHHKAMHU.

OCOOCHHOCTH  COCTaBJieHHS  YHU(UIMPOBAHHBIX  (HopM
MPHKA30B IO JUYHOMY COCTaBy, Kacaronmxcs npueMa (popma
T-1, T-1a).

Odopmienne mepeBoma, NEPEeMEIICHUS, KOMAaHIUPOBAHISI
paboTHHKOB. OcoOeHHOCTH OQOpPMIICHHS ¥ OCHOBAaHHS
Pa3IUYHBIX BUAOB IepeBoja (MEpeBOa Ha APYTyIo padoTy Ha
TOM K€ NPEINPHITAU; TEepeBon Ha paboTy Ha Jpyroe

yaeOHOro
(TeopeTHyecKoro)
MaTepuraia
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HpeIpusaTHe; TepeBo] Ha padoTy B JAPYTYI0 MECTHOCTB).
OcCOoOEHHOCTH ~ COCTaBIEHUS  YHU(PUIUPOBAHHBIX  (OpM
NPUKAa30B [0 JIMYHOMY COCTaBY, KacalolIMXcs IIepeBoja
(popma T-5, T-5a), komanguposanust (popmsl T-9, T-9a, T-10,
T-10a). Opopmirenne ormycka. I1paBnia n cpokr TOATOTOBKH
rpaduka ormyckoB (popma T-7). OcOOEHHOCTH COCTaBICHUS
YHU(HULIMPOBAHHBIX (OPM INPHKA30B 10 JIMYHOMY COCTaBy,
Kacatomxcs otmmycka (popma T-6, T-6a).

Odopmiienne  yBonbHEHUS  paboTHHKOB.  OCHOBaHUsA
IpeKpalieHus] TPYAOBOTO JIOTOBOPa B COOTBETCTBHU C
HOpPMaMH  TpPYZOBOTO  IIpaBa; mpaBwia  O(pOpPMIICHHS
HpeKpameHuss TpyZoBoro JjoroBopa. OTBETCTBEHHOCTb
paboTonaTens 3a HE3aKOHHOE YBOJIbHEHHE PA0OOTHHUKOB.
OCOOEHHOCTH  COCTaBJICHUS  YHU(PUIMPOBAHHBIX  (OpM
MIPUKA30B IO JIMYHOMY COCTaBY, KACAOLIUXCS YBOJIBHEHMS
pabotHukoB ((popmer Ne T-8, T-8a). Ilopsmok perucrpanun
NPHKA30B M0 JINYHOMY COCTaBY

Benenue tpynoBbix
KHUKEK

ITonsitue TpynoBoll KHIDKKH. DopMa TpPyJOBOM KHHXKKH.
HopmaTtuBHO-MeTOAMYECKasT Oa3sa,
peTJIaMEHTHPYIOIIAass ~ HOPSAJOK  BEICHMSA,  3allOJHECHUS
TPYIOBBIX KHIDKEK, oO0OecmedeHnss HMH paboromarteneii.
3amonHeHue CBeJICHUH 0 paboTHHKE. 3allOTHEHUE CBEACHUMN O
paborte. 3amoIHEHUE CBEICHUN O HAarpakKICHUH. 3aIllOIHEHHE
CBelicHUH 00 yBONbHEHHMH (TPEKpalllecHHd TPYJOBOTO
noropopa). OcCOOEGHHOCTH  3alONHEHHSI CBEICHMH 00
YBOJIFHEHHH W TIpueMe Ha paboTy B CBS3H C IEPEBOIOM
paboTHHKA.
Bnecenne n3mMeHeHHUI W JOMONHEHUNA B TPYAOBYIO KHIDKKY.
JyOmukat Tpy0BOi KHIDKKU. Bbimaua Tpy10Bol KHUKKH MTPH
YBOJIFHEHHH (TIPEKPAIICHUN TPYAOBOTO JOroBopa). Briamprm
B TPYIOBYIO KHIDKKY. YUET U XpaHCHHE TPYHOBBIX KHHKEK.
JokymeHTanusi 1o ydeTy OJAHKOB TPYIOBBIX KHIDKEK
(mpuxomHO-pacxonHas KHUTA MO Y4YeTy OJNaHKOB TPYHOBBIX
KHIDKEK M BKJIQABIIICH K HHUM, KHHATAa yd4era JIBUKEHHS
TPYIOBBIX KHIKEK M BKJIAbIIIEH K HUM). OTBETCTBEHHOCTD 32
COOJTIOIeHNE TIOPSIIKA BEJCHUS TPYAOBBIX KHIDKEK.

ITpopabotka
yuebHOro
(TEOpPEeTHUYECKOro)
Marepuana

Pa3zpgen 3.

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

Homenknatypa men
KaJIpOBOU CITYKOBI

ITonsitue Homenkmatypel fen. I[lopsmox  cocraBieHUs

HOMCHKJIATYPHI IC]T KaAPOBOU CITY>KOBI.

[TpopaboTka
y4eOHOro
(TeopeTHUYECKOro)
marepuaia

DopMHpOBaHUE JEI

TpeOoBaHus, MpeIbABISIEMBIC K 3aTOJIOBKAM €. DJIEMEHTHI
3aroJ0BKOB JEJI.

[IpaBuia rpynmupOBKH NOKYMEHTOB B Jeia, O(POPMIICHHUS
3arojoBKoB jel. [Ipu3Haku rpynnupoBKY JOKYMEHTOB B JI€Na.

[TpopaboTka
yaeOHOro
(TeopeTHyecKoro)
MaTepuraia

ITopsoox
JIOKYMEHTOB

ApXUBHOMY XPaHEHUIO

IOArOTOBKH

K

[opsmok MOATOTOBKHM JTOKYMEHTOB K apXHBHOMY XPAaHCHUIO.
Knaccupukanmss TOKyMEHTOB IO CpOKaM  XpaHCHHS.
TpeOoBaHUs, NpPENBIBISCMBIE aPXWBHBIMH CIY)KOaMH K
JOKyMEHTaM, cIJaBaeMBIM B apxuB. Opranuzaiys IpoBeAeHUS
9KCIEPTU3HI IEHHOCTH TOKYMEHTOB.

YactnyHoe W TonHOe odopmieHue nen.  Ilopsjgok
oopMieHHsST OOJIOKEK JIeJT IOCTOSHHOTO M BPEMEHHOI'O
cpokoB xpaHeHns. CocraBieHne U opopMIICHHE OMHCeH Je.
CocraBiieHHE 3aBEpUTEIEHON HAIHCH JIeNa.
AJIMUHHUCTpaTHBHAsT  OTBETCTBCHHOCTh 32  HapyIICHUE
JEHUCTBYIOIIETO 3aKOHOAATENBCTBA 10 APXUBHOMY JIEITY.

ITpopaboTka
yaeOHOro
(TeopeTnyecKoro)
MaTepuraia




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

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

1 2 3 4

1 |Pazgen 1 Ilonsitme TpeboBaHusi kK 0OpPMJIEHHIO TOKYMEHTOB! [IpoBoguTcs
3HAYeHUe O030p HOPMaATHBHO-IPAaBOBOM 0a3bl  JOKYMEHTAIIMOHHOTO|hopme
AOKYMEHTALHOHHOTO obecnieuenus ynpasnenus. 'OCT P 7.0.97-2016. MPAKTUYECKOT O
o0ecrneyeHns [TonsiTue pekBU3UTa TOKyMEHTa, TpeOOBaHMUsI, IPEIbSIBIACMBIC |3aHATHS,
ylpaBJjieHuUst K 0)OPMJICHHIO PEKBHU3UTOB M WX PACIOIOKEHHIO Ha ONaHKe|[peronaraer
NePCOHATOM JOKyMEHTA. aHaII3

IIpunanue JOKYMEHTY IOPUAUUECKON CHUIIBIL. CHUTYallHOHHBIX
CuryanuonHoe 3a1anue «Omuoky B 0pOpMIIEHUH JJOKYMEHTOB |33 JIaHH .

2 CocraB 4 BUBI Ka/IPOBOIi JOKYMEHTAIINHU:
OcHoBHBIE KITacCH()HUKAINN KaJAPOBBIX JOKYMEHTOB.
IIpuka3sl MO  JIMYHOMY  COCTaBy  Kak  OCHOBHOM
pacopsaIuTeNbHBIA JOKYMEHT, COCTaBIIsiEMBbId B IpOLIECCe
JIOKyMEHTHPOBaHUS byHKIHN KaJpoBOM CITYKOBI.
CuryanmoHHoe 3aJjaHue «AHaJIN3 KaJpoBOil TOKYMEHTAIUH 110
(YHKIUSM yIIPaBIICHUS IEPCOHATIOM)

3 |Pazpea Il TpeGoBaHusi K cofepkKaHUI0 U 0(OPMIICHHIO [Iposoxutcs
OcHoBBbI JIOKAJbHBIX HOPMATUBHBIX AKTOB MO YNPAaBJIEHUIO popme
JOKYMEHTALMOHHOIO nepconanoM. CuryarpioHHOe 3aaHne «OMmMUOKH B IITATHOM [[IPAKTHYECKOTO
obecneyeHust pacIucanum» 3aHATHS,
ynpaBJeHUst CuTyaloHHOE 3aJaHUe KA YIUT PABHJI BHYTPEHHETO IpeAroiIaraer
NepPCOHATOM TPYIOBOTO pacnopsanka» CUTyallMOHHOE 3aJaHue aHaIM3

«[Tonmoxxenne 06 00pabOTKEe MEPCOHAIBHBIX JAHHBIX. CUTYaLMOHHBIX
Kakum emy ObITE?» 3aJITaHUM.
PazpaboTka JOKyMEHTOB, KacalOIINXCs 3aIUTHI
NEPCOHATBHBIX JAHHBIX COTPYIHHKOB OpPraHU3ALNH
4 ®opmupoBaHue U BeleHHe JUYHBIX Aej. CocraBieHue
JOKYMEHTOB JIMYHOTO JeJla COTPYTHHUKA MO0 OCHOBHBIM
3TanaMm padoThI TIepcoHana (IIprueM, epeBojl, yBOJILHEHHE,
arrecranus u T.7.). CocTaBjeHNE BHYTPEHHEN OMUCH
JOKYMEHTOB JIMYHOTO JIeNa.
CocTaBneHue 3aBEpUTEIHLHON HAIITUCH.
[loaroroBka THMYHOTO fefa UL IIepeaadr Ha apXUBHOE
XpaHCHHE.
5 JInuHasg KapTouKa.
CocraBiieHHE THYHOW KaPTOYKH PabOTHHUKA.
Buecenne n3meHeHM 1 UCIIPABICHAN B TUIHYIO KAPTOUKY.
Kaproreka TUYHBIX KapTOYeK: IIpaBUiIa BEICHISL.
6 JoxyMeHTHPOBaHHE NMPOIECCOB IBUKEHUS KATPOB.

[omarosast mporemypa oopMIIeHHSI OCHOBHBIX KaIpOBBIX
mpouenyp (mpuem, epeBojl, epeMeleHne, MPEI0CTaBICHUE
OTIyCKa, KOMaHIUPOBAHHE, YBOJIHHEHIUE).

OcoOeHHOCTH TTIOATOTOBKY IPHKA30B IO IMYHOMY COCTaBY.
CHTyallMOHHBIC 3aJ[aHUs «AHAIM3 TPYJIOBOTO JOrOBOPA»,
«IIprieM Ha pabOTy», KAYIUT yBOILHECHHN»

Benenne wu XpaHeHHEe TPYIAOBbIX KHHIKEK. 3anogHeHHE
TUTYJBHOTI'O JIUCTA Tp}Q[OBOﬁ KHHWKKH.
3aronHeHne pasacia «CBe,I[eHI/IH 0 pa60Te». 3aronHeHne
pa3acia ((CBCZ[CHPI?I O Harpa>xacHusAax».
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BHeceHue u3MeHEeHUI U NOMOIHEHUH B TPYAOBYIO KHIKKY.

8 HomenkyaTypa gen kaapoBoii ciay:xObl. IloHsTue
HOMEHKIaTypsl Jen. CocTaBieHME HOMEHKIATYyphl el
KaJpOBOH CITyXOBI.

9 (Paspeux I1I. dopmupoBaHue 1e. [poBoauTest B
Cucremaru3anus u TpeboBanus, npeabsBIsieMble K GOPMUPOBAHHUIO dopme
XpaHeHHe JOKYMEHTOB | el KaJpOBOi cayX0bl. ©OPMUPOBAHUE 3aTrOIOBKOB PaKTHYECKOTO
Ka/IPOBOIi CJIYKObI Jien. 3aHATHS,
Openonaraet
10 IMopsiaok MOArOTOBKH JOKYMEHTOB K AapXHBHOMY |apamum3
XpaHeHHI0. CUTYaLlMOHHBIX
IMomroroBka MOKYMEHTOB K apXHBHOMY XPaHCHHIO. 3a1aHuii.

[lonmHoe u dYacTHUHOE OPOPMIIEHHUE JE.
[TpoBeneHue 3KCIEPTU3BI IIEHHOCTU JOKYMEHTOB.

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

2.3.3 KypcoBble paGoThl — He MPeIyCMOTPEHBL.

2.4 IlepeueHb Y4eOHO-METOAMYECKOr0 olecmedyeHMs] IJIsI CAMOCTOSITEJbHOH PadoThI

00y4aroIuXCcs M0 JUCHUILIMHE (MOTYJII0)
HepequL y‘le6HO-MeTO}IH‘{eCKOFO O6CCHC‘IGHI/ISI JUCHHUIUINHBI 110 BBIITOJITHECHUIO
Ne Bun CPC CaMOCTOSITENILHOM PabOThI

1 |IIpopaboTka  TEOPETHYECKOro
MaTepuana  (TMOArOTOBKAa K

NpoOJIeMHBIM CEMHHAPaM ) Mertonudeckue peKOMEHIAIMK I CTYACHTOB HAIpPAaBJICHUS yIIpaBIICHHUE
2 |BbIIOJIHEHHE MHIMBUIYAIbHBIX |IEPCOHANIOM IO BBINONHEHUIO MHCbMEHHBIX PabOT, CaMOCTOSTEIbHOH pPaboTHI,
3aJJaHUMN (moAroToBKa|yTBEp)KACHHbIE Kadenpod YIpaBleHUS [EPCOHANIOM M OpraHU3alOHHOM
cO00IIeHHUH, Tpe3eHTaIHNN) TICUX OJIOTHEH
3 |[loarotoBka K  TEKylIEMY
KOHTPOIIO

VY4ebHO-MeToAnYeCKHe MaTepuabl A CaMOCTOATENBHOM paboThl 0OydarolMXcs M3 4Hcia
MHBAJIXUJIOB U JIMIl C OTPAHUYEHHBIMU BO3MOXKHOCTAMU 3710poBbs (OB3) mpenocrasisaorcs B popmax,
aJlalTUPOBAHHBIX K OIPAaHUYEHHSIM UX 3JI0POBbsI U BOCIIPUATHUS UH(DOPMALIUH:

JUia 1 ¢ HapyILIEeHUAMU 3PEHHUS:

— B [1€4aTHOU (hopMe yBEeTUUYEHHBIM HIPUPTOM,

— B (popMe FIIEKTPOHHOI'0 JOKYMEHTA,

— B (hopme ayaunodaiina,

— B [TIeYaTHOM opMe Ha s3bike bpaiins.

JUid U1 ¢ HapyLIEHUSAMH CIyXa:

— B [IeYaTHOM opme,

— B (popMe 3IIEKTPOHHOT'O JIOKYMEHTA.

JUig 1 ¢ HapyIIEeHUsAMH ONIOPHO-BUTaTEIbHOTO anmapara:

— B 1eyatHoi dopme,

— B (JopMe AIIEKTPOHHOT' O JTOKYMEHTa,

— B popme ayauodaiina.

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

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

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




KoMnereHTHOCTHBIM MMOAXOJM B paMKax MpernojaBaHUs JUCLUIUIMHBI peaJu3yercs B
HCI0JIb30BAHNN UHTEPAKTUBHBIX TEXHOJOIUI U aKTUBHBIX METOJIOB (IIPOEKTHBIX METOAUK, MO3TOBOTO
mTypMa, pa3dopa KOHKPETHBIX CHUTYyallMi, aHaln3a I[eJAaroruuyecKux 3aad, IeJaroru4eckoro
HKCIIEPUMEHTA, HHBIX ()OPM) B COUETAHUH C BHEAYAUTOPHOU pabOTOM.

WNudopmanioHHbIE TEXHOJIOTHH, TPUMEHSEMbIE TP M3YYEHUH AUCHUIUTUHBL: UCIOIH30BAHUE
WHPOPMAIIMOHHBIX PECYPCOB, TOCTYMHBIX B HH(POPMALMOHHO-TEICKOMMYHUKAIIMOHHOW CETH
Hutepner.

AnanTuBHBIE 00pa3oBaTENbHBIC TEXHOIOTHHU, IIPUMEHSIEMbIC IPY U3YYCHUH AUCIUTUTUHBI — JIJIS
JUI] C OTPaHMYEHHBIMU BO3MOKHOCTSIMH 3/I0pPOBbsI NPEAYCMOTpPEHA OpraHU3alusi KOHCYJIbTalUuil C
HCII0JIb30BAHUEM JIEKTPOHHOM MOYTHI.

4. OueHOYHBbIe CpeAcTBA A TeKYyLero KOHTPOJISI YCIeBAeMOCTH H IPOMEKYTOYHOM
arTecTanuu

OneHouHble CpesiCTBA MPeJHA3HAUYEHBI /1151 KOHTPOJIS U OLIEHKHU 00pa30BaTeNbHBIX JOCTHKEHUN
oOyuarouuxcs, OCBOMBIIMX IporpamMMmy y4eOHOM IUCHUIUIMHBI «J{OKyMeHTallMOHHOE oOecnedeHue
YIPaBJICHUS NIEPCOHAIIAY.

OneHouHbIE CpEACTBAa BKIIOYAET KOHTPOJIbHBIE MaTepualbl s IPOBEJIEHUS TeKYylIero
KOHTpoOJIA B (opMe TeCTOBBIX 3aJaHUl, [OKJIaJa-IPe3eHTAllUd 10 MPOOJIEMHBIM BOIPOCAM,
Pa3HOYPOBHEBBIX 33aJJaHU, CUTYallHOHHBIX 33/1a4 U MPOMEKYTOYHOM aTTecTanuu B opMe BOIPOCOB
K JK3aMEHY.

CTpyKTYypa OlIEHOYHBIX CPECTB IS TeKYlIel U MPOMEKYTOYHOM aTTecTaluu
Ne Kon u HanMeHoBaHMe OLIGHOYHOTr' O Cpe/icTBa
. /;l HAaUMEHOBAaHHE Pe3ynbTaTel 00y4yeHus Texymmii [TpomexyrouHas
WHJMKaTOpa KOHTPOJIb aTTecTalys
[IK-1.2 Omnpepensier nopsiok popmupoBanusi, | Borpocsk s Bomnpoc Ha 3auere
BelleHWs 0OaHKa JAaHHBIX O TIEPCOHAJe | YCTHOTO 1-10
1 OpTaHM3alMU W MPEJOCTABICHUS OTYETHOCTH | (IMMCBMEHHOTO)
OpY TpPOBEACHMM OLEHKM M aTTeCTAllMU | OHpoca MO TeMe
[IK-12  Tommvaer | » P P ’
HepcoHaJa. paszeny
HpOBEZICHHE
anmuHuctpupoBanus | [TK-1.2 ®opmupyer TpeOOBaHMSA TIPH Peuere Borpoc na sasere
' Y CUTYal[IOHHBIX U 11-16
TIPOIIECCOB U | GOPMHUPOBAaHUY, BENEHHM OaHKA IaHHBIX O DK THIECKIX
2 | nokymenroobopora MIepCOHaNle OpPraHM3allyd U MPEAOCTaBICHUH 3§ﬂar{ o iy
u NIPOBEACHUH | OTYETHOCTH )73 OBEJCHUH OLEHKH |
P P 1PH - TIPOBE/L H POOJIEMHOTO
OLICHKH U aTTEeCTallM{ | aTTeCTAlHH IIepCOHaa.
HeDCOHAN ceMHHapa
P ' TIK-1.2 Pa3pabateBaer momxomer mpu | Iloaroroska Bomnpoc Ha 3auere
(opMupoBaHMY, BeJeHMM OaHKa JAHHBIX O | COOOIICHHI IO 17-28
3 MIepCOHANle OpPraHM3alMyd W MPENOCTABICHUH | IIAHY
OTYETHOCTH TPH TPOBEACHHH OLEHKH U | MPOOJIEMHOr0
aTTeCTAIMH TIepCoHaa ceMHHapa
Bomnpocs! s Bonpoc Ha 3adere
IK-3.4 Omnpenensier aIMUHUCTPUPOBAHIE yCTHp0F0 A 29 3%
OLIECCOB U JIOKyMEHTO00O0pOTa I10 PA3BUTHIO
4 | TIK-34 fpon JIOKYMEIT P P (TTMCHBMEHHOT0)
U TPOQECCHOHANBFHON Kaphepsl, O0YUEHHIO,
OcymecTBisieT orpoca 1o TeMe,
aJlanTalyy U CTAKUPOBKE IEpPCOHATIA.
aIMUHHCTPUPOBAHUE paszeny
OLIECCOB U Pemenue Bonpoc Ha 3adere
fport [IK-3.4 Cobupaer, aHaTM3UPYET U IPHUMEHSET P
JIOKYMEHT0000pOTa cuTyaloHueix u | 31-37
TEXHOJIOTHH aJMHHHCTPUPOBAHUS MPOLIECCOB
0  pa3BUTHIO H MPaKTUYECKUX
5 . JIOKyMEHT0000pOTa M0  Pa3BUTHIO u
npoeccHoHATBEHON . 3aj1a4 110 TJIaHy
npoecCHOHANTPHON ~ Kaphephl,  OOYyUEHHIO,
Kapbephl, 00yYEHHIO, POOIEMHOTO
aJlanTanyy U CTAKUPOBKE MEPCOHANIA 3a1a4.
aJanTani u ceMHHapa
CTaXXUPOBKE IK-3.4 Cucrematmsupyer TtexHonormu | [logroroka Bonpoc Ha 3adere
TiepcoHaa. aIMUHHCTPUPOBAHHUS MPOIIECCOB U | cooOlIeHu 1o 38-45
6 JOKYMEHTOO0OpOTa 10  Pa3BHTHIO U | IIany
Npo)ecCHOHATBHON  Kapbephl,  00y4eHHIo, | MpOoOIEMHOro
aJIanTalyy ¥ CTAKMPOBKE ITEPCOHATIA. ceMuHapa

IToxkasaTenu, KpUTEPHHU U LIKAJIA OLEHKH C(POPMUPOBAHHBIX KOMIIETEHLUIA
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KOI[ 1 HAUMCHOBAHUC
HUHAUKaTOpa

CooTtBercTBHE ypOBHCfI OCBOCHM KOMIICTCHIIUH IIJIAHUPYCEMBIM PE3yJIbTaTaM
O6y‘I€HI/I$[ Y KPpUTCPUSIM UX OLICHUBAHUA

TIOPOrOBBII 0a30BbIi | IIPOBUHYTHIN
OmeHka
Y I0BNETBOPUTEIBHO Xoporo/3a4TeHo OTnM4yHO /3a4TEHO
/3a4TeHO

IIK-1 CnocoGeH oprann3oBaTh M MPOBECTH OLEHKY U ATTECTALMIO MIEPCOHAJIA, OCYLIECTBJSITH
aIMHHUCTPUPOBAHUE MPOLECCOB M JOKYMEHT0000POTA NPU NMPOBEEHNH OLIEHKH U ATTeCTAIIMU MEePCOHAIA

TIK-1.2 Tlonnmmaer
MPOBEICHHE
aIMUHUCTPUPOBAHUS
TPOIIECCOB u

JIOKYMEHT0000pOTa  TIpH
MPOBEJICHUN OIICHKH U
aTTEeCTaIUH MTePCOHAA.

TIK-1.2 Onpenensier
MOPSIIOK  (hOPMUPOBAHUS,
BeJcHUS OaHKa JAaHHBIX O
TIEPCOHAJIC OpTaHM3aIlH U

MpeaoCTaBJICHUA
OTYCTHOCTH npu
MpOBEACHUN OLICHKU u

aTTeCTaliuu nepcoHajia.

[K-1.2 dopmupyeT
TpeOoBaHUA npu
(hopMUpOBaHKH, BEICHUH
OaHka JIAHHBIX 0
MepCoHae OpraHu3alum
u NPE0CTaBICHUH
OTYETHOCTH npu
NPOBENICHHN  OIICHKH |
aTTeCTAIMH TIePCOHAA.

IK-1.2 PazpabarsiBaer
TIOZTX OZTBI pH
(hopmupoBaHHUN,  BEICHUU
0aHKa JaHHBIX O IIEpPCOHAJIE
OpraHu3aIyu "
HPENOCTaBICHUH

OTYETHOCTH pu
NPOBEJICHNMN  OLECHKH U

aTTeCTaliuu nNepcoHajia.

00y4€eHHI0, AJANTAIMH 1

CTAKUPOBKE IIEpCoHATA

ITIK-3 cniocoGeH NpoBOAUTHL OPraHU3ALMIO AAANTAIINN M CTA’KUPOBKHU MEPCOHANA, OCYLIECTBISITH
AIMHUHUCTPHPOBAHUE MPOLECCOB M IOKYMEHT0000pPOTA 110 PA3BUTHIO U NTPoge

CCHOHAJIBHOM Kapbepe,

IIK-3.4  OcymectBiser
aJIMUHUCTPUPOBAHUE
IPOLIECCOB u
JIOKYMEHT0000pOTa IO
Pa3BUTHIO u
npogecCHOHAIBLHO
Kapbephl, 00yueHHIO,

aJanTalyy ¥ CTAXKUPOBKE
HepcoHaIa.

[1K-3.4 Onpenensiet
aJMUHHACTPUPOBAHUE
IPOLIECCOB u
JOKyMEHT0000poTa 1o
Pa3BUTHIO U
npodeccroHaNbHO
Kapbephl, 00y4eHHIO,

ajanTalMd U CTAKHUPOBKE
nepcoHaia.

IK-3.4 Cobwupaer,
aHAIIBHUPYET u
NPpUMEHACT TCXHOJIOTIMU
aIMUHACTPUPOBAHHUS
HPOLIECCOB "
JOKyMEHTO00OpoTa  TI0
Pa3BUTHIO U
npodeccCroHaNbHOMI
Kapbephl, 00y4eHHIO,

aJlanTalyi U CTRKHPOBKE
TrepcoHasa 3azad.

[IK-3.4 CucremaTtusupyer
TEXHOJIOI'MH

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

aJanTalii ¥ CTaXXHPOBKE
HepCcoHaJa.

TunoBbie KOHTPOJIbHBbIE 33/IaHUS MJIM HHbIE MAaTepHaJIbl, HeOOX0AMMBbIe /ISl OLEHKH
3HAHUM, yMeHMii, HABHIKOB M (WJIH) ONbITA JAeSTEJbHOCTH, XAPAKTEPU3YIOIIHUX ITANbI

¢dopmMupoBaHus KOMIIETEHUM B Ipollecce 0CBOEHHUsI 00pa30BaTeJIbHOM MPOrpaMMBbl

4.1.1.

Bonpocsl

no mnpodjseMHOMY ceMHUHapy «/lokymMeHTauMOHHOe o0ecneyeHue

ylnpaBJieHHsl IepCOHAIa»
1.  Cnyx6a 10KyMEHTAIHOHHOTO OOECIICUEHHUS YIIPABJICHUs, IEJIH, 3a1auk, (DYHKIIUH.

GbyHKIUH.

©WooN a ~wd

Tpu dhopMbI opranu3zaiuu 1e10Mporu3BOJICTBA.
Bxonsuiue 1OKyMeHThI, MPOLecce ABMKEHUSI.

Hcxonsimume qOKyMEHTBI, TPOIECCe TBUKECHHUS.
Peructpanus un unaexcanys 10KyMEHTOB, OIIpE/IeJICHHE, IPUHIIUIIBI BBIIOJTHEHUS,
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HOMeHKJ'IaTypa ACJI, OIPCACIICHNUEC, BUBI, TIOPAOOK COCTABJICHUS, (I)YHKI_II/II/I
q)OpMI/IpOBaHI/IC ACI, TPEAHA3HAYCHHUE, DTAllIbI.
OpraHI/ISaHI/IOHHO — IIpaBOBasg JOKYMCEHTal s, OIIPCACIICHUEC, TPCIHA3HAUCHUC.
PaCHOpHI[I/ITeJ'ILHHC JAOKYMCHTBI, OIIPEACIICHUEC, TPCIHA3HAUCHUC.




10. HudopmannoHHo - cipaBOYHbIE JOKYMEHTBI ONpeeieHHE, TPeHA3HAUCHHE.
11. Vcras, npenna3zHaueHue, CTPyKTypa, TpeOoBaHHS K 0(OPMIICHHIO.
12 [TonosxeHne o0 CTPYKTYpHOM I0JIpa3/ieIeHUH, IpeHa3HaYeHNne, CTPYKTYypa, TpeOOBaHuUs
K 0(OPMIICHHIO.
13.  JloymKHOCTHAS MHCTPYKIMS, TIPEIHA3HAYCHUE, CTPYKTYpa, TpeOOBaHHs K 0()OPMIICHHUIO.
14. 1lraTtHOE pacnucaHue, peAHa3HAYEHHUE, CTPYKTYPa, TPEOOBaHKS K 0()OPMIICHUIO.
15. Tlpouenypa u3zgaHus npukasa.
16. TIpouemypa co3aaHust NPOTOKOJIA.
17.  oxnanuas 3amnucka, onpeeieHue, HOpsAI0K COCTaBICHUs, TPeOOBaHUS K O(OPMIIEHHIO.
18. Cnyxkebnas 3anmcka onpeeeHue, MOPAJA0K COCTaBICHHUS, TPEOOBAHUA K O)OPMIIEHHIO.
19. OOmBsicHUTENBHAS 3aITUCKa OTIPE/ICTICHUE, TOPSIOK COCTABICHUS, TPEOOBAaHUS K
0(hOpPMIICHHUIO.
20 PexomeHnaTenpHOE MICEMO OTIPEZIeTICHHE, TIOPSIIOK COCTABIICHHS, TPEOOBAaHUS K
odopmiiennro. YHaudukamus GopM JOKYyMEHTOB, CYIIIHOCTb, (DYHKIIMH, IPUHIIUIT
MIPOBEACHUS

21 (Tabens popm, AnbboMm hopm).

22. AKT u CTIpaBKa IIPeHA3HAYEHHE, COCTABIEHHE, PEKBU3HUTEL

23. Anroput™ Tmpuema Ha padoTy.

24.  Anroput™m IepeBoja Ha APYTyIO padoTy.

25. ANroput™M YBOIILHEHHS COTPYIHUKA.

26. AnropuT™ npeaocTaBIeHHUs OTIYCKA.

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

og.  TPYAOBOIi IOTOBOP, CTPYKTYPA, IPE/HA3HAUCHNE, OCOOCHHOCTH COCTAB/ICHHUS 1
TOINUCAHUS.

29. BeneHue TPYI0BOU KHIKKHU: OOIINE ITOJIOKEHUS.

30. Bkuagpim u AyOIUKAT B TPYAOBYIO KHHKKY, YCIOBHS BBIIAuH, aJlTOPUTM 3AIIOTHEHHMS.

31. JloBepeHHOCTh Ha MOJyYEHHE MaTePHATbHBIX [IEHHOCTEM.
30 OdopmiieHue TUYHOTO Aeia COTPYIHUKA.

33.  TlopsaaoK XpaHeHWs JOKYMEHTOB U MEpeIau B apXuB.
34.  JToxyMeHTaIHsI 110 MOOMIPEHUIO PAOOTHUKOB M JUCIUIUTHHAPHBIM B3bICKAHHSM.
Ilepeuens uacmu KomnemeHyuil, NPOBEPIEMbIX OYESHOYHBIM CPEOCBOM.
[IK-1.2  TlonuMmaer mpoBeACHHE AJMHUHUCTPHUPOBAHHS IPOIECCOB U JIOKYMEHTOOOOPOTa IpH
MPOBEICHUH OLICHKU M aTTECTAIUH MTEPCOHAJIA.
4.1.2 CooO01eHus cOrJIacHoO MJIAHY NPoGJIeMHOr0 ceMUHApPa

1. Coznaiite WORD - pokyment dopmara A-4 corjacHo npaBuiaMm oQopmileHUs
KOHCTPYKIIMOHHOM CETKH C Pa3INYHBIMH PEKBU3UTAMHU.

2. CornacHO TmpaBWJIaM IOCTPOCHHSI TEKCTa PACHOPSAIMTEIBHOTO JOKYMEHTa
MpUBEAUTETIPUMED TEKCTa JOKYMEHTa (HarmeuaTaiiTe TeKcT Ha iucte popmata A4).

3. Uem oTnmuaetcs odopMmieHHE MpUKa3a MO JUYHOMY cocTaBy? B pasmuunbIx
MCTOYHHUKAX HaiauTe obOpaszel mpHKasa Mo JMYHOMY COCTaBy (pacredaraTh Ha JUcTe Gopmara
A4).

4. Ucnonb3ys matepuan u3 [punoxenus 1 «PekoMenaanuu no UCmnoib30BaHUIO IPU
HamMCaHUM JOKYMEHTOB OT/ENIbHBIX HauboJiee 4acTo yMOTPeOIsSeMBbIX CIOB M YCTONYMBBIX
COUETaHMI» COCTaBbTE 3 pa3NUYHBIX JOKYMEHTa (NMHCHhMO, MpHUKa3, akT u np.). Opopmuts Ha
muctax Qopmata A4, pydkol WIM MapKepoM OTMETHTh HCHOJb3YeMbIE CIOBa WM
CIIOBOCOYETAHMS, MOJNMCATh K KaKOMY OJIOKY peKOMEHJAlMi OTHOCUTCS (HAIlpUMep, oKazamb
noMOub - yCTOWIMBBIN 000POT peun).



llepeuenv wacmu KomnemeHyul, NPoOBEPIEMbIX OYEHOUHbIM CPEOCMBOM.
IIK-3.4 OcyiecTBisieT aIMUHUCTPUPOBAHKE MPOIIECCOB U JOKYMEHTOO00pOTa MO
pa3BUTHIO U MPOGECCUOHAIBHON Kapbephl, OOyUEHUIO, aanTalldd U CTaXKUPOBKE

nepcoHaa.
4.1.3 Penienne CUTYallMOHHBIX 32/1a4 10 IJIAHY NPOOJEMHOI0 ceMUHapa
1. CocraBpTe ¥ odopMuTe TPUKa3Bl MO OCHOBHON JEATENBHOCTH, B Cllydae
HE00X0IMMOCTHI00aBhTE HEJOCTAIOITYI0 HH(DOPMAIIHIO:

C uenpro npUBIIEYEHUS CIIOHCOPOB JUIsl 0OecTieyeHus] IPOU3BOACTBEHHOMN NEATEIbHOCTH
reHepanbHblil upektop OOO «Montepy» (r. ExatepunOypr) O. I'. CokonoB 20 ceHTs0ps
TEKYIEro roja M3Jajl IpHUKa3 O CO3/JaHUU KOMMEPYECKOTo OT/Aeda CO CIAEAYIOIIMM IITaTHBIM
COCTaBOM: KOMMEpPUYECKUHN AUpeKTop — 1 1mT. en., Beayuuii cnenuanuct — 1 mr. ex., cnenuanucT

— 1 mrr. en.

I'maBHOMY Oyxrantepy npeanpusitus I'. A. I'opsiueBy OblI0 TOPY4EHO BHECTH U3MEHEHUS
B IITATHOE paclyCaHue MPeANpUATHS Ha 4-1 KBapTal TEKYIIEro rojia ¥ BHIHECTH Ha YTBEPKICHUE
HOBBIM JOKyMeHT K 1 oktsa0ps. Hawanenuky otaena xaapoB T. H. UrnarbeBy npeamnucano
YKOMITJIEKTOBaHUE OT/IENIa KaIpaMH C BBICIIIMM YKOHOMHYECKHM 00pa3oBaHueM K 10 okTa0psi.

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

llepeuenv wacmu KomnemeHyuil, NPOBEPAEMbIX OYEHOUHbIM CPEOCMBOM.:
[1IK-3.4 OcymecTBiseT aIMUHUCTPUPOBAHUE MPOIIECCOB M IOKYMEHTOO0OPOTa 110
Pa3BUTHIO U MPOQPECCUOHATLHON Kapbephl, OOYUYECHHUIO, aanTallid U CTAXHUPOBKE
nepcoHara.

4.1.4 IloaroroBKa co00IIEHNH 10 NJIAHY IPOOJIEMHOr0 cCeMUHAapa
[Tpoanamusupyiite TOCT P 7.0.97-2016. Cucrema craHmapToB 1o wHGOpPMAIIUH,
OuOIMOTEYHOMY W M3JaTeNbcKoMy  Jeny. OpraHu3alloOHHO — -PacHoOpsAUTEIIbHAS
JNOKyMeHTanus. TpeOoBaHus K OQGOPMIICHHIO JOKYMEHTOB, OTBETHTEC Ha CICIYIOILIUEC
BOTIPOCHI:
1) JlaiiTe  ompenelieHUE TOHATHIO  «PEKBU3UT». CKOJBKO PEKBU3UTOB
CYIIECTBYET y JOKYMEHTA (110 TaHHOMY TOCYIapCTBEHHOMY CTaHIapTY)?
2)  Kakue TpeOoBaHHsS B COOTBETCTBUH C JIaHHBIM HOPMATHBHBIM JIOKYMEHTOM
JOJDKHBI TIPEIbSIBIIATHCS K OJTaHKaM JIOKYyMEHTOB?
llepeuens uacmu KomnemeHyut, NPOBEPIEMbIX OYEHOUHBIM CPEOCBOM:
[1K-3.4 OcymecTBiseT aIMAUHUCTPUPOBAHUE TPOIIECCOB M JOKYMEHTO0OOPOTa 110
pa3BUTHIO U MPOGECCHOHAIIBHON Kapbephbl, OOyUEHHUIO, aJanTalldd W CTaKUPOBKE

nepcoHala.

4.1.5 TlpumMepHbIe BONPOCHI HTOTOBOI0 TECTUPOBAHMSA (NIPOBOAMTCS MO BCeM TeMaM
y4eGHOro Kypca):

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

Hackonbko mpaBomMouHsbI JeiicTBUs pykoBojicTBa O6miectBa? [loarBepaute cBOi OTBET
CCBUIKOWHA HOPMATHBHBIE JIOKYMEHTEHI.

4. OdopmMuTe HECKOIBKO BHIOB PeKBU3NUTA «OTMETKA O TIPUIIOKESHUI:
® [IPUJIOKEHUI B JOKYMEHTE HECKOJIBKO;

® IPIJIOKEHHE COPOIIIOPOBAHO;

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

a) ycraB, TIOJIO)KEHHUE, aKThl, TIChMa, CIIPABKH;

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

CTIPaBKH; B) YCTaB, MOJIOXKEHUE, aKTHI,

YIIOCTOBEPEHUS, CITPABKH.

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

a) yrJIOBOM U TIPOJIOJTHHBIN;

0) yrioBou u

LIEHTPUPOBAHHBIN; B)

YIJIOBOU U

LEHTPAITM30BaHHBII.

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

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

IIepCoOHaJIA.

el NS =

o o

10.

11.
12.
13.

14.
15.
16.
17.

18.

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

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

KonTponb ucnonHeHus: JOKyMEHTOB.

Knaccudukanus kagpoBbIX JOKyMEHTOB.

OTanuMs B NOArOTOBKE MPUKA30B 10 JIMYHOMY COCTaBY U IIPUKA30B I10 OCHOBHOM
NEeSATENbHOCTH.

HopmartusHo-metoauueckas 6a3a, periiaMeHTUPYIOIIas MOAr0TOBKY KaJpOoBO
JOKYMEHTAIUH.

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

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

[IpaBuna odopmieHHs: pEKBU3UTOB TPYAOBOTO JOTOBOPA.

Oco6eHHocTH 0OpMIICHHUS )KypHAJIa perUCTPALUU TPYJOBBIX JOIOBOPOB.

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

Odopmiienue nmporeaypsl MPOBEPKH KaJpOBOH JOKYMEHTAIUH.

Oco0eHHOCTH COCTaBIICHUS JKypHAIa ydeTa MEPOTIPUSATHI 10 KOHTPOJTIO.

Buns! mpoBepok.

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

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

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

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

22. OcHOBHbIE HOPMATHBHO-TIPABOBHIEC AKTHI, PETJIAMEHTUPYIOIIKE PadOTy C TPYJIOBBIMH

KHIWKKaM# paOOTHUKOB.

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

24. Tlopsa0K BBLIAYH TPYIOBOW KHMKKH paOOTHUKY

25. BriiagpIi B TPYIOBYIO KHUXKKY.

26. Beraya nyonukaTa TpYJIOBON KHIKKA

27. YdeT IBWKEHUSI TPYIOBBIX KHIDKEK U BKJIAIBIIICH K HIM.

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

pabory.

29. OdpopmiieHHe TIepeBoia paOOTHUKOB Ha JIPYTr'yro padboTy

30. OdopmIienne mpoeaypbl KOMaHAUPOBAHUS PAaOOTHHUKOB.

31. Odbopmienue oTmycka.

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

33. OdpopmiieHHE TTPOIIEAYPH! YBOJILHEHHS paOOTHUKOB

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

36. Benenne muuHbIX Kaprouek. [IpaBuia BHeCEHHs UCTIPABICHUH B IMYHBIC KAPTOUKH.
37. [lonsiTne HOMEHKIIATYpHI Aei. [Topsaok cocTaBIeHUsT HOMEHKIIATYPHI JIeNT KaJpOBOM

CITYXOBI.

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

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

40. TTopsitoK MOATOTOBKH IOKYMEHTOB K apXHUBHOMY XPaHEHHUIO.

41. Knaccudukaruys 10KyMEHTOB 0 CpOKaM XpaHEHUS.

42. YactruaHoe 1 TOJIHOE OpopMIICHHUE JICIT.

43. Cocraiienne 1 0(hOpMIICHHE OTTUCEH JICII.

44. Opranu3zanusi MPOBEICHUS YKCIIEPTH3BI IICHHOCTH IOKYMEHTOB.

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

Kpurepun oueHuBanusi pe3yJbTaToB 00y4YeHHsI

Onenka Kputepuu ornieHuBaHus M0 SK3aMEHY
Bricokuit OIICHKY «OTJIMYHO»/3a4TEHO 3aCIy>KUBAET CTYICHT, OCBOMBILUN 3HAHUSA,
YPOBEHB «5» YMEHHMsI, KOMIIETEHIIMM M TEOPETUYECKUN MaTepuan 0e3 MpoOeos;
(oTu4no)/ BBITIOJTHUBIIMKM BCe 3aJaHUs, TMPEIyCMOTPEHHbIE y4EOHBIM IUIAHOM Ha
3a4TEHO BBICOKOM KauyeCTBEHHOM YPOBHE; MPaKTHYECKUe HaBBIKU
npodecCHOHANBFHOTO MPUMEHEHHS] OCBOCHHBIX 3HAHUN C(HOPMHUPOBAHBIL.
Cpennuit OIICHKY «XOpOIII0»/3a4T€HO  3acClyKUBAaeT CTYAEHT, NPaKTHUYECKU
YPOBEHb «4» MOJIHOCTHIO OCBOMBIINH 3HAHUS, YMEHUS, KOMIIETEHIIMU U TEOPETUUYECKUN
(xoporo)/ MaTepuain, ydeOHble 3a/JaHusi HE OLIEHEHbl MAaKCUMAaJbHBIM YHUCIOM
3a4TE€HO 0aIoB, B OCHOBHOM C(OPMUPOBAJ MPAKTUYECKUE HABBIKH.
[Toporossrit OIICHKY «YIOBIIETBOPUTEIHHO»/3aUTEHO 3aCTYKHBAET CTYICHT, YACTUIHO
YPOBEHB «3» Cc TmpobenaMyd OCBOWBIIMK 3HAHWUS, YMEHHs, KOMIIETCHLIUH U
(ymoBieTBOpUTEN | TEOPETUUYECKHUI MaTepual, MHOTHE y4eOHbIE 3a/1aHusl JTMOO HE BBIMOJIHUIL,
bHO)/3aYTEHO 700 OHU OLIEHEHBI YHUCIOM OamioB OJIM3KMM K MHUHUMAaJIbHOMY,
HEKOTOpbIE MPAKTUYECKHE HABBIKUA HE CHOPMHUPOBAHBI.
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MUHUMAIBHBIA | OLIEHKY «HEYIOBJIETBOPUTEIBHO»/HE 3aUTCHO 3aCIy)KMBAeT CTYICHT, HE
YPOBCHb «2» OCBOMBIIHNN 3HaHUWs, YMCHHA, KOMIICTCHIIMU U TeOpeTI/I‘-IeCKI/Iﬁ Marcpuall,
(HCYZ[OBHGTBOPI/IT y‘-Ie6HBIe 3alaHUus HEC BBIIIOJIHUII, MMPAKTUYCCKUC HaBBbIKU HEC
eNbHO)/He c(OpPMHUPOBAHBI.
3a4TCHO

OneHouHble CpeACTBa Ul MHBAJIWAOB M JIMII C OIPAHUYEHHBIMH BO3MOXKHOCTSIMU
3/10pOBbsI BBIOUPAIOTCS C YUETOM MX MHAUBUAYAIbHBIX ICUXO0(U3UUECKUX 0COOEHHOCTEM.

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

— P TIPOBEICHUH TPOLEAYPHI OIICHUBAHUS PE3yIbTATOB O0YyYSHHUS WHBAIHMJIOB M JIHIL C
OTPaHMYEHHBIMU BO3MOXHOCTSAMU 3/I0POBbS NPEAYCMAaTPUBAETCS HCIOJIb30BAHNE TEXHUUYECKUX
CPEICTB, HEOOXOAUMBIX UM B CBSI3H C UX UHIUBUAYATbHBIMU 0COOEHHOCTSIMH;

— [IpU HEOOXOAUMOCTH Uil 00Yy4arOIIUXCsl C OTPAaHUYEHHBIMUA BO3MOXHOCTSAMU 3/10POBbSI
U WHBANUAOB IMpolieypa OILCHUBAHMS pE3YyJIbTaTOB OOYYEHHUs 10 JUCHUIUIMHE MOKET
MIPOBOJUTHCS B HECKOJIBKO 3TaIOB.

[Ipouenypa olieHMBaHUS PE3yIbTATOB OOYYEHHUS WHBAIUIOB U JIMIl C OTPaHUYCHHBIMU
BO3MOXHOCTSIMU 3JIOpPOBbSl 1O JUCIHHUIUIMHE (MOIYNIO) MpeAycMaTpuBaeT MpeloCTaBICHUE
uHbopManui B (QopMax, aganTUPOBAHHBIX K OTPAaHUYEHHSM WX 3J0POBbS W BOCIPHITHS
nH(popMaLnu:

JIjis i1 ¢ HapyIIEHUSIMH 3pEHUS:

— B IIe4YaTHOU popme yBeTnYeHHBIM HIpUdTOM,

— B (hopMe 3JIEKTPOHHOTO JOKYMEHTA.

Jlnist U1 ¢ HapyIIeHUsIMU CITyXa!

— B IIe4aTHOU opme,

— B (JopMeE AIIEKTPOHHOT'O TOKYMEHTA.

Jlnis U1 ¢ HapyIeHUsIMM OTIOPHO-/IBUTaTEIbHOTO anmapara:

— B IIe4aTHOM opme,

— B (JopMeE AIIEKTPOHHOT'O TOKYMEHTA.

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

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

1. Ab6ynamze, JI. TI'. JlokymeHTanmoHHOE oOOecreueHue YIpaBICHUS
MepCcOHAIOM : y4eOHUK U mpakTukyM it By30B / JI. I'. Ab6ynanze, U. b. Beimmpsikkuna, B.
M. MacnoBa. — MockBa : MzparensctBo HOpaiit, 2020. — 299 c¢. — (Bricmee
ooOpazoBanue). — ISBN 978-5- 534-00875-3. —  Tekct : ANIEKTPOHHBIN //
OBC  HOpaiir  [caiit]. — URL: https://urait.ru/bcode/450813

2. beikoBa  T.A.  [loxkymeHTanmmoHHOe  oOecreueHue  yIpaBJICHUS

(nenonpou3BoJCTBO): yueb. mocobue s cryaeHtoB By3oB / T. A. beikoBa, T. B.
Kysnenosa, JI. B. Cankuna ; noa o6u1. pea. T. B. Ky3nenosoil. - 2-e u3z., nepepab. u jom.
- M. : UHOPA-M, 2015. - 304 ¢

3. Kysnenos, WM. H. JlokymeHTannoHHOe oOecneueHre YIpaBICHUs
MEPCOHAJIOM : Y4eOHUK M MPAKTUKYM Ui puKiagHoro 6akanaspuata / M. H. Ky3Hernos. —
Mockga : UznatensctBo HOpaiit, 2019. — 520 c¢. — (bakanasp. IIpuknaanoit kypc). —
ISBN 978-5-9916-4000-8. — Texkct : anmektponnsii // DBC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/426321

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

5. «I'OCT P 7.0.97-2016. HanunonansHsiii crangapt Poccuiickoit denepanuu.

Cucrema crangapToB mo wuHpopMaiuy, OUOTMOTEYHOMY U H3AATEIBCKOMY JIEIy.
Opranu3anvoHHO- paclopsaUTeNbHAs JTOKyMEHTanus. TpeboBaHus K OQOPMIICHHIO
nokymeHToB» (yTB. [Ipukazom Poccranmapra ot 08.12.2016 Ne2004-cT);

6. IlocranoBnenue I'occranmapra P® ot 03.03.2003 Ne65-ct «O mpuHATHH U

BBEJICHUU BJICIICTBUE rOCyIapCcTBEHHOro cranjpapra Poccuiickoit @enepanum» (BMecTe C
«'OCT P 6.30- 2003. TocymapcrBenHblii cranmapt Poccuiickoit ®eneparuu.

YauduuupoBaHHbIE CUCTEMBl  JIOKyMEHTalUH. YaudunupoBaHnas cucrema
OpraHu3aIMOHHO-PACTIOPSAUTENBHON  JOKYMEHTAlMu. TpeboBaHHs K O(QOPMIICHHIO
JOKYMEHTOBY);

1. «'OCT P 7.0.8-2013. HammonanbHslii ctangapt Poccuiickoit denepanuu.

Cucrema craHgapToB no HH(poOpManuu, OHOIMOTEUYHOMY M M3AATEIBCKOMY JIENy.
Jlenonpou3BOACTBO M apXuWBHOE Jeno. TepmuHbl u omnpeaeneHus» (yrB. Ilpukazom
Poccranmapra ot 17.10.2013 Ne1185-c).

NN E

5.2. llepnoanyeckasi iuTeparypa
Baser mannaeix kommanuu «Mcr Beroy http://dlib.eastview.com
Dnexrponnas oubmuoreka GREBENNIKON.RU https://grebennikon.ru/
KypHai "Yrpasienue nepconamom” http://www.top-personal.ru
xypHai «Pabota ¢ mepconamom» http://www.hr-journal.ru
Kypnan «Tam» www.hrmedia.ru
Kypuan «Kagposuk» panor.ru/journals/kadrovik
DJIeKTpOHHBIH KypHaI «/{upekrop mo mepconaxy» http://e.hr-director.ru
. Kypnan «"eHepasIbHBIN TUPEKTOP» (pazmen «YmpaBiieHHE MEPCOHATIOM»

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

9.

Kypuan «Cormosornueckue nccieaobanus» https://www.isras.ru/

5.3. HHTepHeT-pecypchbl, B TOM 4YHCJe COBpeMeHHble TpodeccHOHATbHbIE 0a3bl

JAHHBIX U HH(POPMALMOHHBIE CIIPABOYHbIE CHCTEMbI
DJIeKTPOHHO-0MOMoTedHble cucrembl (IBC):

1.

DBC «FOPAWT» https://urait.ru/

2. DBC «YHUBEPCUTETCKAS BUBJIMOTEKA OHJIAWH» www.hiblioclub.ru
3. DBC «BOOK.ru» https://www.book.ru

4,

5. BBC «JIAHDb» https://e.lanbook.com

9BC «ZNANIUM.COM» www.znanium.com

IIpodeccuonanbublie 6a3bl JAHHBIX:

o ukrwnE

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

Scopus http://www.scopus.com/

ScienceDirect www.sciencedirect.com

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

Hayunas snexrponnas oudnanoreka (HOB) http://www.elibrary.ru/
[TosTHOTEKCTOBBIC apXUBBI BEIYIIHX 3aIlaJHBIX HAYYHBIX XKYpPHAJIOB Ha Poccuiickoi
nJIaT(bopMe HayuHbIX KypHanoB HOMKOH http://archive.neicon.ru

7. HaunuonanbHas  92JMeKTpoHHas  OubimoTeka  (IOCTynm K DJEKTPOHHOW — OMOIHOTeKe

nuccepranuii Poccuiickoit rocynapcrennoi oubmmoteku (PI'B) https://rusneb.ru/

8. Tlpesuaenrckas oudmuoreka um. b.H. Enprmaa https://www.prlib.ru/
9. DOmnekrponHas kojutekuus Okcdopackoro Poccuiickoro ®onna

https://ebookcentral.proquest.com/lib/kubanstate/home.action

10. Springer Journals https://link.springer.com/
11. Nature Journals https://www.nature.com/siteindex/index.html
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https://clubtk.ru/adv/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/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/
http://www.biblioclub.ru/
http://www.book.ru/
https://znanium.com/
https://e.lanbook.com/
http://webofscience.com/
http://www.scopus.com/
https://www.sciencedirect.com/
https://onlinelibrary.wiley.com/
http://www.elibrary.ru/
http://www.elibrary.ru/
http://archive.neicon.ru/
https://rusneb.ru/
https://rusneb.ru/
https://www.prlib.ru/
https://www.prlib.ru/
https://ebookcentral.proquest.com/lib/kubanstate/home.action
https://link.springer.com/
https://www.nature.com/siteindex/index.html

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

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

14. zbMath https://zbmath.org/

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

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

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

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

HNudopmanuonnbie cipaBoYHbIe CHCTEMbI:
1. Koncynprant Ilitoc - cnpaBoyHast mpaBoBasi cucteMa (JI0CTYI 10 JOKaJIbHOM ceTu ¢
KOMITBIOTEPOB OMOINOTEKH )

Pecypchbl ¢cBOGOIHOTO 10CTYNA:

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

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

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

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

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

6. HWudopmannonnas cucrema "EnqnHoe okHO JocTyna K 00pa3oBareabHbIM pecypcam”
http://window.edu.ru/;

7. Enumnas xoyutekius nmupoBbix 00pa3zoBatenbHbIX pecypcos http://school-collection.edu.ru/ .

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

9. Ilpoexkt ['ocynapcTBEHHOrO MHCTUTYTA pycckoro sizbika uMeHHn A.C. Ilymkuna
"O6paszoBanue Ha pycckom" https://pushkininstitute.ru/;

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

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

12. Cnosapwu u sunukioneauu http://dic.academic.ru/;

13. Oo6pazoBarenbHblii mopran "Yue6a" http://www.ucheba.com/;

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

Mo

CoOcTBeHHbIE JIEKTPOHHBIE 00pa3oBaTeibHbIe U MH(OPMAIIMOHHBIE PeCYPChI

KyoI'y:

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

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

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

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

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

6. MeToanueckue yKkazaHus i1 00y4al0IIMXCS M0 0CBOEHUIO AU CHMILIMHBI (MOIYJIs1)
JIekinoHHOE 3aHsSTHE TMPEACTaBISET CO0OHM CcHCTeMaTH4ecKoe, IOCIIeOBaTeIbHOE,
MOHOJIOTHYECKOE H3JIOKEHUE TPEeroaBaTelIeM-JIeKTOPOM y4eOHOro MaTepuana, Kak MpaBHIIo,
TEOPETUYECKOTO XapakTepa. Takoe 3aHATHE TMPENCTaBIsieT COOOM DIEMEHT TEXHOJIOTHH
MpeCTaBiICHUs] y4eOHOro MaTepuana MyTeM JIOTUYECKH CTPOHHOTO, CHCTEMAaTUYECKU
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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
http://moodle.kubsu.ru/
http://mschool.kubsu.ru/
http://mschool.kubsu.ru/
http://docspace.kubsu.ru/
http://icdau.kubsu.ru/

MOCIIEIOBATEIBHOTO U SICHOTO M3JIOKEHHS C MCIIOJIb30BaHUEM MHTEPAKTUBHBIX 00pa30BaTEIbHBIX
TEXHOJIOTHI (MYJIbTUMEAUNHBIX, JEKIUU-TUCKYCCUH, JICKIIUU-TEMOHCTPALIIH ).

Henp nexkuuu — opraHu3anus LeEJNEHANIPaBICHHON I03HABATEIbHOM JESTEIBbHOCTH
00yJaromuxcs 1Mo OBJIaICHUIO IPOTPAMMHBIM MaTepPUAIOM y4eOHOHM AUCIUIUINHBL. YTeHne Kypca
JIEKLUHI NO3BOJIET 1aTh CBSA3aHHOE, [IOCIIEI0BATEIbHOE N3JI0KEHUE MaTeprala B COOTBETCTBUHU C
HOBEHIIMMU JaHHBIMU HayKH, COOOIIUTH CIyIIaTelsiM OCHOBHOE COJEp)KaHUE IMpPEIMETa B
L[EJIOCTHOM, CUCTEMATU3UPOBAaHHOM BH/IE.

3amaun JEKIUHM 3aKII0YaloTcsl B olecredeHnr (HOPMHUPOBAHMS CHCTEMBI 3HAHHUU 10
y4eOHON JUCHUIUIMHE, B yMEHHH apryMEHTHPOBAaHHO W3JlaraTh HAYYHBIA MaTepual, B
¢dbopmupoBaHur TPO(PECCHOHATHHOTO KpPYyro3opa W OOmIeH KyIbTypbl, B OTPaXCHHU CIIe HE
MOJYYUBIINX OCBEIICHUS B YYCOHOM JUTEpAType HOBBIX JOCTIKCHUM HAyKH, B ONTUMM3AIUU
Opyrux GopM opraHuszaiuy yueOHoro mnpoiecca.

[IpakTueckue 3aHATHS — ABIAIOTCS (GOpMOM yueOHOUW ayqUTOpHOU paldoThl, B paMmKax
KOTOpOil (OpMHUPYIOTCS, 3aKpEIUIAIOTCd M NPEICTABISIIOTCS 3HAHMS, YMEHHS U HAaBbBIKH,
WHTETPUPYIOIIUE PEe3yIbTaThl OCBOCHHUS KOMIIETCHIIMM KaK B JICKIIMOHHOM (opmaTe, Tak B
pa3nuuHbIX Qopmax caMoCTOATeIbHONH paboThl. K kaxaomMy 3aHATHIO IpernojaBaTesieM
(bopMynupyrOTCS MpPaKTUYECKUE 3a/laHusl, TPEOOBaHUSA M METOJUYECKHE PEKOMEHIAllMM K HX
BBITIOJIHEHUIO, KOTOPBIE MPECTABIAIOTCA B (POHAE OIICHOYHBIX CPEJICTB YUEOHON JUCIMUILTUHBI.

KonTpons camocrosiTenbHOM paboThl: Al CTYIEHTOB JHEBHOW U 3a04HOU (POpPMBI
00y4YeHHSI — TEKYIIUHA KOHTPOJIb OCYIIECTBISETCS B COOTBETCTBHE C MPOTPaMMOM 3aHATHN
(exxeHeIebHO ISl CTYJCHTOB OYHOHM (POPMBI 00YUIEHUS; TIO CEMECTpaM — JIJIsl CTYJCHTOB 3a0YHOM
dbopmMbl  00y4eHHS); TPOMEKYTOUHBIH KOHTPOJb IO MTOraM OCBOCHHS JIUCIMIUIAHBI
OCYIIIECTBJISIETCST B (opMe PEUTHHTOBON CHCTEMBI OIIEHOK. Onucanue 3agaHuid IS
CaMOCTOSITENIbHOM  paboThl CTYAEHTOB W TpeOOBaHMM 1O WX BBIMOJHEHUIO BBIAAIOTCS
MpernojaBaTeieM B COOTBETCTBUM C pa3pabOTaHHBIM (POHAOM OIICHOYHBIX CpPEICTB IO
JTUCLUILTHHE.

CamoctosarenbHass paboTa CTYACHTOB MO JaHHOMY Yy4e€OHOMY Kypcy IMpearnojaraet
MOATAITHYIO MOJArOTOBKY MO KaXJI0MY pa3zesly B paMKax COOTBETCTBYIOIINX 3aJaHUIl:

[TepBbIii 3Tam caMOCTOSITEIBHONH pabOThI CTYACHTOB BKIIOYaeT B ceOs TIIATeIbHOE
W3Yy4YEeHHE TEOPETHYECKOr0 MaTepuaja Ha OCHOBE JIGKIIMOHHBIX MaTepUaliOB IpernojaBaTelis,
PEKOMEHAYEeMbIX pa3fesioB OCHOBHOW M  JOMOJIHUTENBHON JIMTEpaTyphl, MaTepuajoB
MEePUOIUYECKUX HAYYHBIX W3/IaHUH, HEOOXOAMMBIX Ui OBJIaICHUS OHITUHHO-KAaTErOpHalbHBIM
anmnapaTtoM ¥ (GOpMUPOBAHUS MPEICTABICHUI O KOMIUIEKCE aHAIUTHUYECKOTO MHCTPYMEHTapHs,
HCIO0JIb3YeMOr0 KaK B paMKax JaHHOW OTpaciid 3HAHUS, TaK U MyOJIMYHOM MpaKTHKE;

Ha BTrOopoMm sTane Ha ocHOBe c(OPMUPOBAHHBIX 3HAHUM M MPEJCTABICHUN MO JAaHHOMY
paszfeny CTy/CHTHI BBINOIHSIOT MPAaKTUYECKHE 3a/1aHus, HallelIeHHbIe Ha (JOPMUPOBAHNUE YMEHUN
Y HaBBIKOB B paMKax 3asBJICHHON KoMIeTeHIHHU. Ha maHHOM d3Tame CTYIEHTHI OCYIIECTBIISIOT
CaMOCTOSITENIbHBIN TOUCK SMIIMPUYECKUX MAaTepUalOB B paMKax KOHKPETHOTO 3aJlaHus,
0000mAIOT ¥  aHAIM3UPYIOT COOpaHHBIA MaTepual 1O CXeMe, PEKOMEHIOBAaHHOM
npernojaBatesneM,  (QOpPMYIHPYIOT  BBIBOJbI, TOTOBAT  MPAKTUYECKHE  PEKOMEHJalluH,
MPEe3eHTAIIMOHHBIE MAaTEePHAIIbI I MyOIMYHOTO UX MPEJCTaBICHUS U 00CYKICHUS.

Kputepun omeHku 3agaHuii B paMKax CaMOCTOSITENbHOM pabOThl CTYACHTOB
bopmynupyroTCcs npenoaBarenaeM B (JOHJIE OLEHOUHBIX CPE/ICTB.

B ocBoeHuu AMCHUIUIMHBI MHBAJUAAMU M JULAMU C OFPAHMYEHHBIMU BO3MOKHOCTSIMHU
3I0pOBbsSI OOJBIIOE 3HAYEHHE HMEeT HHAWBHyallbHas ydeOHas paboTa (KOHCYIbTallUU) —
JIOTIOJTHUTEIBHOE Pa3bsiICHEHNE YUeOHOTro MaTepHana.

WnnuBuayanbHble KOHCYIbTAlMM 1O TPEAMETY SBISIOTCS BaXHBIM  (PaKTOpOM,
CIOCOOCTBYIOIIUM MHIMBUIYATH3AIMH O0YYeHHUS U YCTAHOBIEHUIO BOCIIMUTATEIHHOTO KOHTAKTA
MEXAy TMpernojaBaTeieM H OOyJarolIMMCs WHBAIHMJIOM WA JIMIIOM C OrPaHUYEHHBIMU
BO3MOXHOCTSIMHU 3JJ0POBBSI.
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B ocBoeHMM AMCHUIIMHBI MHBAIUAAMM U JIMIAMH C OFPAaHUYEHHBIMU BO3MOXHOCTSMU
30POBbsl OOJIBIIIOE 3HAYCHHE WMEET WHIMBUAyalbHas ydeOHas paboTa (KOHCYIbTallMU) —
JONOJIHUTEIBHOE Pa3bsICHEHUE YUEOHOIO MaTepHana.

WupuBuayanbHble  KOHCYJNBTAllMM IO TPEAMETY SBISIOTCS BaKHBIM  (aKTOPOM,
CIOCOOCTBYIOIIMM MHAWBUIYaTU3aMH OOYUCHHS U YCTAaHOBJIEHUIO BOCIIMTATEIILHOTO KOHTAKTa
MEXAy I[pernojaBaTesieM M OO0y4arolMMCS HWHBAIMJIOM WIH JIMIOM C OrPaHUYEHHBIMU
BO3MOYHOCTSIMU 3JI0POBBSI.

Meroanyeckne peKOMEHIAlUM, ONpeJesilOlie INPoUeAypPbl OLEHHMBAHUS Ha
ceMHHape:

Kpumepuu oyenxu:

«yIIOBJIETBOPUTEIILHO» - CTYJCHT MMEET (hparMeHTapHBIC MPEICTABICHUS 00 OCHOBHBIX
acrmeKTax MEXJIMYHOCTHBIX M TPYNIOBBIX KOMMYHMKAIMM, YaCTMYHO OCBOWJ MOHSTHUHHO-
KaTerOpualbHBIN ammapar.;

«XOpoHIO» - CTYIEHT AEMOHCTPHPYET OOLIME 3HaHUSA 10 PaCCMATPUBAEMBIM BOIPOCAM,
yMEET YCTaHABJIUBATh CBSI3U MEXKy TEOPETUUECKUMHU MOHATUSAMHI U SMIUPUYECKUMU (PaKTaMU;

«OTJIMYHO» - CTYAEHT JIEMOHCTPUPYET CHUCTEMHbIE 3HaHMSI OCHOBHBIX BOIIPOCOB
M3y4aeMOM JMCUUIUIMHBI, YMEET YCTaHaBJIMBATh CBS3M MEXKAYy TEOPETUYECKHUMH MOHSTUSIMU U
SMIUpPUYECKUMU (hakTaMu, GOPMYIUPYET aHATUTHUYECKHE 0000IIEHNUS U BBIBO/IBI.

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

Kpumepuu oyenxu:

«yZOBJIETBOPUTEIBHO» - CTYJIEHTOM JAOMYUIECHbl 3HAYUTENIbHbIE OLIMOKH, B OTBETE HE
PacKpbITHl HEKOTOpBIE CYIIECTBEHHBIE AaCMEKThl COAEpKaHHs, CTYIEHT HE CMOI I[0Ka3aTh
He00X0AMMbIE YMEHMSI O METOIaX KOMaHIHOT'O B3aUMOJIEHCTBUS;

«XOpOUIO» -  CTYIEHT JOIyCKAaeT HECYIIECTBEHHbIE OIMIMOKH, HEJOCTAaTOYHO MOJHO
PacKpblI coiepKaHUe BOIIPOCa, HE CMOT B IIpoliecce Oeceibl CaMOCTOSITENbHO JaTh HEOOX0JUMBbIE
IIONPAaBKH U JOTIOHECHHS,

«OTJIMYHO» - CTYyJEHT aKTUBHO Y4acTBYET B IMCKYCCHH, JIOTMYHO M IOCIEAO0BATEIBHO
BBIPAJKAET CBOW OTBET, IEMOHCTPUPYET 3HAHMS HAy4YHOW TEPMUHOJIOTHH B KOHTEKCTE OTBETA;
OOBSICHAET NPUYMHHO-CIEICTBEHHbIE M (DYHKIMOHAJbHBIE CBSI3U; PACKpbIBACT Ha INpHMepax
TEOPETHUYECKHE MOJIOKEHUSI U TOHATHSL;, POPMYIUPYET COOCTBEHHBIE CY)KJICHUS U apIyMEHTHI.

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

Kpumepuu oyenxu:

«yIIOBJIETBOPUTEIILHO»/3a4TE€HO - paboTa B IPYNIIOBOH JEATEIBHOCTH HaJl pEelICHHEM
CUTYallUOHHOM 3ajaud 0e3 ywyacTus B NyONMYHOM OOCYKAEHMHM M  apryMeHTaluu
c(OpMyYJIMPOBAHHBIX BBIBOJIOB;

«XOPOLIO»/3aUTeHO - padoTa B IPyNIIOBOM JIEATEILHOCTH HAJl PELICHUEM CUTYyallMOHHOMN
3aJjaud  C COJAEP)KaTeJIbHBIM Y4acTHeM B IyOJMYHOM OOCYXKJIEHHMM U apryMeHTaluu
c(OpMyYJIMPOBAHHBIX BBIBOJIOB;

«OTJIMYHOY»/3a4YTEHO - IEMOHCTPUPALIUS JIUJEPCKON MO3UIMH B IPYNIIOBOM EATEILHOCTH
Ha/1 pelIeHUEeM CUTYallMOHHOH 3a/1a4M € COAEP)KATeNIbHBIM y4acTUEM B ITYOJIMYHOM 00CYXACHUU
U CUCTEMHOH apryMeHTalu c(hopMyIHpPOBaHHBIX BBIBOJOB.

Meroanyeckne peKOMEHAALMH, ONpedeJsiioIe  MPOneAyPbl  OLCHUBAHHS
pe3yJIbTaToB 3alMThI pedepara/scce:

Kpumepuu oyenxu:

«yIIOBJIETBOPUTENILHO»/3aUTEHO — MIPOMEKYTOUHBIE pe3ysbTaThl 3alUTHl pedepaTa/scce
MPEJCTABIAIOT cOOOM M3JI0KEHHE HECaMOCTOSITENbHBIX Pe3ylbTaTOB HamucaHus paboThl, Oe3
TIIATEIBHOM MPOPAOOTKU JIUTEPATYPHBIX UCTOYHUKOB;

«XOPOIII0»/3aUTEHO - IPOMEKYTOUHBIE Pe3YyNbTaThl 3aIIUTHI pedepara/scce MpeaCcTaBIaIOT
co0Ol CaMOCTOSITENBHBIN aHAINW3 PAa3HOOOPA3HBIX HAYYHBIX MCCIEJOBAHUN M AMIMPHUYECKHX
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JaHHBIX, TIPH 3TOM HE B TIOJHOW Mepe OTpakeHbl TpeOoBaHUs, cHOPMYyIHpPOBAHHBIE K €ro

CTPYKTYpPE ¥ COJICPKAHUIO.

«OTJIMYHOY - TIPOMEKYTOUHBIE PE3YJIbTATHI 3aLIUTHI pedepaTa/scce MpeaCTaBIAIOT COO0H
pe3yabTaThl CaMOCTOSITENIHOM pabOTBl M OTpaKaloT BCe TPEeOOBaHUS, K COJCPIKATEILHOMY
HATOJHEHUIO ¥ CTPYKTYPUPOBAHUIO PAOOTHI.

MeTtoanueckue
pe3yJbTaTOB TECTUPOBAHUA:
Kpumepuu oyenku:

PE€KOMEHIANINHA,

onpeaejasoumue

npoueaypbl  OLEeHUBAHUSA

«yIIOBJIETBOPUTEIILHOY» - €CIIU CTYJIEHT OTBeUYaeT MpaBuiIbHO HAa 50% TECTOBBIX 3aJaHU.

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

«OTJIMYHO» - €CJIM CTYJEHT OTBevaeT npaBuibHO oT 91 1o 100 % TecToBBIX 3aJaHU.

7. MaTepuajibHO-TeXHHYECKOe ofecriedeHne 1o JUCHUIIuHe (MOLYI10)

I[lo Bcem Bumam y4eOHOW MAEATEIHHOCTH B paMKaxX IUCIHIUIMHBI HCHOJB3YIOTCS
ayJIUTOpUH, KaOMHETHI W JTAOOPAaTOPUH, OCHAIIEHHBIE HEOOXOIMMBIM CHEIHaIH3UPOBAHHBIM U

71ab0paTopHBIM 000PYIOBAaHUEM.

Hanmenosanue CIIequaJIbHbIX OCHaHleHHOCTB CIIequaJIbHbIX Hepequb JIMIICH3UOHHOI'O
TIIOMEIIEHUN IIOMEIICHUN MIPOrPaMMHOT0 00ecTIedeHUS

Vuebusie  aymuropuu Uit | Mebens: yaeOHas Mebenn Microsoft Windows 8, 10
MIPOBEICHHS 3aHsaTHN | TexHu4eckne cpeacrea | Microsoft Office Professional
JIEKLFIOHHOT'O THIIA o0y4eHwus: Plus

DKpPaH, IPOEKTOP, KOMITBLIOTED
Vuebusie  aymuropun Ui | Mebens: yaeOHas Meben Microsoft Windows 8, 10
MIPOBEIECHMS sansaTHii | TexHnyeckue cpeacrsa | Microsoft Office Professional
CEMUHAPCKOTO THITA, TPYIITIOBBIX | OOYICHHS: Plus
" WHIUBUIYAJBHBIX | 9KpaH, MPOSKTOP, KOMIIBIOTEP
KOHCYJIbTaIINH, TEKYILEero
KOHTPOJISI W MNPOMEKYTOUHOU
aTTeCTAlUH

Jost

CaMOCTOSTEIILHOU

paboThl  OOyYarOIIUXCS

PEyCMOTPEHBI

ITOMEILICHUS,

YKOMIUIEKTOBAHHBIE CIIEIUANTN3UPOBAHHON MeOeblo, OCHAIIEHHBIE KOMIIBIOTEPHON TEXHUKOM ¢
BO3MOXHOCTBIO MOJKIIOUeHUs K ceTu «MHTepHeT» n olecreueHueM JI0CTyrna B 3JIEKTPOHHYIO
nH(OPMaLMOHHO-00pa30BaTENIbHYIO CPEly YHUBEPCUTETA.

HaumenoBanue OCHAaIIEHHOCTh TTOMEIIEHUH ISl CAMOCTOSTEIILHON pabOThI ITepeuenp
TIOMETIEHUH JIIS o0ygaronmxcs JMIEH3NOHHOTO
CaMOCTOSITEIIEHOM HPOrpaMMHOTO
paboTsI obecrniedeHus
00yJaroMMXCs
IMTomernenue st | MeGenb: yueOHast MmeOesb Microsoft
CaMOCTOSITEIIbHOI KomrutekT crnermanusupoBannoil medenu: kommbroTepusie | Windows 8, 10
paboThI CTOJIBI Microsoft Office
00yUarommxcs OG6opymoBaHKe: KOMIIbIOTEpHAsI TEXHHUKA ¢ mojKIoueHreM k | Professional
(4rTaNBHBIH 3a | “HGOPMAIMOHHO-KOMMYHUKanoHHON ceti «MHtepuer» u | Plus
Hayunoii JOCTYIIOM B 3IIEKTPOHHYIO UH()OPMALTMOHHO-
OMOIHOTEKH ) 0o0pa3oBaTeNbHYIO0 Cpely O00pa30BaTellbHOW OpraHU3allvy,
BeO-KaMepHl, KOMMYHHKaIlMOHHOE o0opyaoBaHue,
obecreynBaroIiee JOCTYl K CeTH MHTEpHET (IPOBOAHOE
COeIMHEHNE M OeCIpOBOIHOE COEITUHEHHE 10 TEXHOJIOTUHU
Wi-Fi)
[Nomemenue st | MebGenb: yueOHas Mebernb Microsoft
CaMOCTOSTEIIbHOMN KomrutekT cnenmanusupoBanHoi medenn: kommbtotepubie | Windows 8, 10
paboTHI CTOJIBI
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00y4arommxcs
(ayn.409)

O60pyILOBaHI/Ie: KOMIIBIOTEpHAA TEXHUKA C MOAKIOYCHHUEM K
I/IH(bOpMaHI/IOHHO-KOMMYHI/IKaHI/IOHHOI\/'I CCTHU «I/IHTepHCT» u

JOCTYIIOM B ANEKTPOHHYIO WH(POPMaLOHHO-
oOpazoBaTenbHyl0 cpeqy oOpa3oBaTeIbHOM OpraHH3aluy,
BeO-KaMepHl, KOMMYHHKAIILOHHOE o0opyzaoBaHHUe,

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

Microsoft Office
Professional
Plus
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