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1 Hesn v 321244 M3y4eHUs TUCHUIIIMHBI (MOYJIf1)

1.1 Ilenb ocBOEHUA TUCUUIIJINHBI

Hean: dbopmupoBanne npodeccHoHAIBHBIX KommeTeHIud B cootBercTBUu ¢ ®I'OC BO,
KOMIUIEKCa 3HAHWH, YMEHUH W HaBBHIKOB B O0JIACTH HOPMATHBHO-TIPABOBOIO M OPraHU3AIOHHO-
JOKYMEHTAIIMOHHOTO OOECIeueHUsl yNpaBleHHs B OOJACTH YIPaBJICHHUS IEPCOHAIOM Ha OCHOBE
palOHANBHBIX, HAay4YHO-OOOCHOBAaHHBIX MPHUHIMIIOB M METOAOB WX COBEpILEHCTBOBAHUS,
(dopMUpOBaHHE NPOrPECCUBHOrO MOAXOAAa K PEIICHUI0 BaXXHEWIIMX YIPaBICHUECKUX 3ajad Ha
MIPEPUSATHH.

1.23apauu:

- yCBOEHHE OCHOBHBIX TMOHSATUH B 00JaCTH HOPMATHUBHO-TIPABOBOTO u
JIOKYMEHTAIIMOHHOT'0 00€eCIeYeHHs yIpaBJIeHHUEM TPYJIOBbIX OTHOILIEHUN Ha Tpennpusituu (B
OpraHu3alkHn);

- M3ydyeHUEe BHAOB O(UIMATBHBIX JOKYMEHTOB M TpeOOBaHMI K HMX COCTaBJICHUIO U
oopmIiIeHHIO;

- oIpesiesIeHHe CIOCOO0B TOKYMEHTUPOBAHUS U CUCTEM JOKYMEHTAIUH;

- MIPUMEHEHUE MPABUJI OPraHU3alliui paboThl ¢ JOKYMEHTaMH CIIy>KOBbI IEPCOHANIA,;

- OCBOEHHE MOpsiIKa OpraHu3alMu padoT MO JEeJIONPOU3BOACTBEHHOMY OOCIIY)KMBaHHUIO
TPYAOBBIX OTHOLIEHUH;

- npuodpeTeHre yMeHuii opOpMIIeHUsI PEKBU3UTOB, CO3/IaHNE IA0IIOHOB TOKYMEHTOB
C IOMOUIBIO CIELMAIM3UPOBAHHBIX TPOI'PAMM,;

1.3 MecTo nucuunaInHbl (MOYJis1) B CTPYKTYpPe 00pa30BaTe/IbHOM MPOrpaMMbl

Hucuunmuna b1.B.02 «HopmaTtuBHO-IpaBOBOE U IOKYMEHTALIMOHHOE 0OeCTeueHe TPYI0BbIX
OTHONICHWI» OTHOCcUTCS K 0Oa3oBoit wactu bmoka 1 "ucnummuael (Momynm)" ydeOHOro IuiaHa,
dbopmupyemasi ydacTHUKaMH 00pa30BaTEIbHBIX OTHOLICHHH y4eOHOrO IJIaHa.

B meronuueckoM ImulaHe AMCHMIUIMHA ONUPAETCSs HAa 3HAHMS, NOJyYEHHBIE MHpPU H3YYCHUH
CIIEAYIOUIMX  Y4eOHBIX  KYpCOB:  «YIpaBlieHHE  MEPCOHAIIOM  COBPEMEHHOH  OpraHM3alum»,
((MG)KI[I/ICI_[I/IHJ'II/IHapHBIG HCCIICAOBaHU B cq)epe YIIpaBJICHUA nmepcoHaaiom» n ap.

1.4 IlepeyeHp mJIAaHHPYEMBIX Ppe3yJabTaTOB OOY4YeHHUS] 1O JUCHHUILIMHE (MOAYJIIO),
COOTHECEHHBIX C IVIAHMPYEMBbIMH Pe3y/JIbTaTaAMH 0CBOEHHS 00pa30BaTeIbHOM NPOrPamMMbl

N3ydenne naHHOW y4yeOHOM MUCHUIUIMHBI HANpaBJIeHO Ha (QOpPMHUpPOBAaHWE Yy OOYYAIOIIUXCS
CIETYIOUIMX KOMITETEHIUN

Kon n nHaumenoBanue Pesynerarel 00yueHNs M0 TUCIUILIIHE
WHAUKATOpa™
IIK-1. CHOCOBEH PA3PABATBIBATb CUCTEMY CTPATEI'MTUHECKOTI'O U OITEPAIITMOHHOI'O
YIIPABJIEHUSA ITEPCOHAJIOM
OK-1.MA- 1. 3sars ocHoBbI | Biaseer oTnenpHbIME 3HaHMSIMM B 00nactu 3akoHojarenbctBa Pd o
3aKOHOJATEeIbCTBA P® 0 | NIEPCOHAIbHBIX JAHHBIX, OCHOBBI TPYIOBOT'0, ApXUBHOTO, 4IMUHUCTPATUBHOIO,

MepCOHAIBLHBIX JAHHBIX, | MUTPALOHHOTO, HAJIOTOBOTO 3aKOHO/IATENbCTBA, 3aKOHOIATENILCTBA B cepe
OCHOBBI TPYI0BOr0, apxuBHoro, | OT

aIMMHHCTPATUBHOI' 0 , | B memom, BiageeT 3HaHMAMH B o0JlacTM 3akoHojaTenancTBa PD o
MUTPALMOHHOI0 , HAJOrOBOIO | MEPCOHAIBHBIX JAHHBIX, OCHOBBI TPYIOBOTO, apXUBHOTO, A AIMMHUCTPATUBHOTO,
3aK0HOJATe/IbCTBA, MUTPAIIMOHHOTO, HAJTOTOBOTO 3aKOHOJATEIbCTBA, 3aKOHOAATENILCTBA B chepe

3aKkoHoaareabcTBa B chepe OT | OT

YBepeHHO BIameeT 3HAHWAMH B 00JacTH 3aKOHOAaTeNnbcTBa PD o
MIEPCOHATBHBIX IAHHBIX, OCHOBBI TPYIOBOTO, apXUBHOTO, /IMUHUCTPATUBHOTO,
MUTPAIIOHHOT0, HAJIOTOBOTO 3aKOHO/ATENbCTBA, 3aKOHOIATENILCTBA B cepe
oT

IIK-2. CIOCOBEH PEAJIN30BBIBATh CUCTEMY CTPATEIT'MYECKOI'O U OIIEPAIIMOHHOI'O
YIIPABJIEHUNSI TEPCOHAJIOM

OK-2.11- 1. Cnocoten | O0namaer 3HaHWSIMH B 00JACTH peaU3allii CUCTEMBI CTPATETHUECKOTO M
peain3oBbIBATH cHCTeMYy | ONEPallMOHHOIO YIIPaBJICHUsI IEPCOHATIOM

CTPATEru4ecKoro U | B 1menom, ¢ MOMOIIbIO 3KCIIEPTOB CHOCOOEH PEealTu30BbIBATH CHCTEMY
ONEpPAIMOHHOI0  YIPABJIEHHUSl | CTPATETHYECKOTrO U OMEPAIIMOHHOTO YIIPABJICHHSI IEPCOHATIOM

1epCoOHAIOM Crioco0eH caMOCTOSATENIbHO PEalTn30BbIBATE CHUCTEMY CTPATErHYEeCKOTO H

OIMNECPANHMOHHOT'O YIIPABJICHUS IIEPCOHAIIOM




Konx u HanmenoBauue
WHAUKaTopa™

Pe3ynbratel 00y4eHus 110 AUCIUIUINHE

IIK-3.

CIIOCOBEH A/ MUHUCTPUPOBATH IIPOIECCBI MU JOKYMEHTOOBOPOT IIO
CTPATETHUECKOMY U OIIEPAIIMOHHOMY YIIPABJIEHMIO ITIEPCOHAJIOM

yHpaB/ieHHI0 TEPCOHAJOM B
COOTBETCTBHHU C TPeOOBaHMSIMH

K-3.11- 1 YMmerb | 3HaeT OTACNBHBIE JOKYMEHTBI, HEOOXOAMUMBIE ISl COIIPOBOXKICHUS ITPOIIECCOB
odecreunBaThH [0 YNPaBIECHUIO MEPCOHATOM B  COOTBETCTBHM C  TpPeOOBaHMSAMH
JOKYMEHTAIIMOHHOE 3aKOHOAATEIHhCTBA

CONPOBO:KJACHUE MpoueccoB nmo | B 1memom, ymeer oOecneduBaTh JOKYMEHTAlMOHHOE COIIPOBOXKACHUE

MPOIECCOB M0 YIPABJICHUIO MEPCOHAIIOM B COOTBETCTBHH C TPeOOBaHHSIMHU
3aKOHO/IATENbCTBA

3aKO0HOJAaTEJbCTBA

YMeer caMOCTOSATENhHO O0eCIeunBaTh JOKYMEHTAIIHOHHOE COIPOBOXKIICHUE
MIPOIIECCOB IO YIPABICHUIO IIEPCOHAIIOM B COOTBETCTBHHU C TPEeOOBAHUSIMHU
3aKOHOOATEILCTBA

PGSYJ'II)TaTBI O6yquI/I$I o JUCHUIUIMHE AJOCTHUIalOTCA B pPaMKaxX OCYHICCTBJICHUA BCCX BUIOB
KOHTAKTHOM M CaMOCTOSITEJILHOM pa6OTBI O6y‘IaI-OHII/IXC$I B COOTBCTCTBHU C YTBCPKIACHHBIM yLIe6HI)IM

IIJIAaHOM.

WHaukaTopsl HOCTHXKEHHS KOMIETEHLIMM CUMTAIOTCS CHOPMHUPOBAHHBIMU IIPU JOCTUKEHUHU

COOTBETCTBYIOLIMX UM PE3YJIbTATOB 00yUEHUS.
2. CTpyKTYypa u cofep:KaHue TUCIHUIIIUHbBI
2.1 PacnipeesieHue TPYA0EMKOCTH IUCHUILIMHBI 10 BU1aM padoT

OO6mast TpyaoéMKOCTh

JTUCHMILIMHBL cocTaBisier 3 3adeTHbix enuuuil (108 waco), ux

pacipeaciiCHUC 110 BUJam pa60T npeacTaBJICHO B Ta6J'II/II_Ie

Bunpr pabor Bcero ®opma o0ydeHus
4acoB OYHO- 3a09Has
OYHAs
3a04Has
1 2 X X
cemecTp ceMecTp ceMecTp Kypc
(gacen) (gacer) (gacen) (gacern)
KonTakTHasi pa6oTa, B TOM YHCI€:

AyauTopHsble 3aHATHS (BCero): 8 8
3aHATHA JIEKIIMOHHOI'O THUIIA 4 4
J1a00PATOPHBIC 3aHATHS - -
MIPAKTHYECKHE 3aHITHUS - -
CEMHMHAPCKHE 3aHATHS 4 4
HMnas koHTaKkTHast padora:
KoHTpoJ1b caMoCTOATENEHON PabOTHI
(KCP) i i
[pomexxyrounas arrecrauus (MKP) 0,3 0,3
CamocrosiTelbHasi padoTa, B TOM 91 64 27
qucie:
Pedepar/scce (moaroToBka) 4 4
CaMocTosITeNIbHOE HM3Y4EHHE Pa3fenoB, 70 50 20
CaMOIOATOTOBKA
IoAroToBKa K TECTUPOBAHUIO 17 10 7
KoHTpoJib: 8,7 - 8,7
IloaroroBka K 3K3aMeHy
Oomas yac. 108 108
TPYA0EMKOCTH B TOM 4YHcCJIe

KOHTAKTHANA 8,3 8 0,3

padora

3a4. efl 3

2.2 Conep:xanue TUCHMILINHBI
Pacnipenenenue BuoB yueOHON pabOThI M KX TPYAOEMKOCTH I10 pa3ielaM JTUCIUTUIAHEIL.

Pa3pensl (TeMbl) qUCHUILTHHEL, n3ydaeMbie B 1-2 cemectpe (1 kypce) (3aounast popma o0ydeHus1)




KonudecTBo gacoB
Ne HanmenoBanue pasnenos (Tem) AyuTopHaz BHeayUTOpH
Bcero pabora ast paboTa
JI I13 JIP CPC
1 Pazpnen.1 [lonarue u 3HaUeHHE JOKYMEHTALIMOHHOTO 1 1 i 30
" |obecrnieueHus yrrpaBlieHHUs IEPCOHATIOM
5 Paznen 2. OCHOBBI JOKYMEHTAIIMOHHOTO 00eCIeUeHUs 2 2 i 31
yIpaBJIEHUS IEPCOHAIOM
3 Paznen 3. Cucremaruzanus u XxpaHeHHE JOKYMEHTOBKaJIpOBOH 2 2 i 30
" |cyxOBr
HUTOI'O no pasdenam oucyunaumbvl 4 4 - 91
Kontpons camocrositensroii padbotsl (KCP) - -
[Tpomexxyrounas arrectais (MKP) 0,3 -
OO0mmas TpyI0eMKOCTh 110 TUCIAILIINHE 108 -

[Tpumeuanue: JI — nekuun, [13 — npaktuueckue 3ausatus / cemunapsl, JIP — maGopaTopHble 3aHATHSA,
CPC — camocTosiTenpHast paboTa CTyIeHTa

2.3 Conep:xanue pa3ieoB (TeM) THCHUTLIHHBI

2.3.1 3aHsATHS JEeKIITHOHHOT0 THIIA

HanmenoBanue dopma Texyiiero
Ne Conepxanue pazzena P ym
paznena KOHTPOJIS
1 2 3 4

Paznen 1. IMonsiTHe W 3HAYEHHE AOKYMEHTAIUOHHOI' O obecrneyeHUs YiupaBJ/iecHusls MEepPCOHAJIOM

Beenenue B kypc OOmee  mpeAcTaBlIeHHE  Kypca. Hasnasenne  u |IIpopaborka
comepkanne Kypca. CBs3p Kypca ¢ ydeOHBIMH |y4eOHOTO
JUCHUIIIMHAMU.  3HAaYeHUEe  Kypca B MO/ITOTOBKE |(TEOPETUYECKOT0)

CIICIIUATIMCTOB IO YITPABJICHHUIO [TEPCOHATIOM Marepraia
[Monstue [NoHATHS «TOKYMEHT», «JOKYMEHTO000POTY, [TpopaboTka
JIOKYMEHTAI[HOHHOT'0 «TOKYMEHTAIMOHHOE 00eCIIeUeHNE YITPaBICHUSD. y4eOHOro
obecreueHust OcHoBHbIE TPeOOBaHUSI, IPEABSBIIEMbIE K 0D OpPMIICHHUIO (TeopeTHuecKoro)
yIIpaBJICHUS JIOKYMEHTAIUH, IPEelyCMOTPEeHHBIE [ ocy1apcTBEHHOM Marepuana
[IEPCOHAJIOM. CHCTEMOH JTOKYMEHTAI[IOHHOTO 00€CIICUEHUS yIIPABICHUS
TpeboBanus, I'OCT P 7.0.97-2016. ITopsnok 0OpabOTKK U PErHCTPALIUN
peabsIBISIEMbIE K JOKYMEHTOB, UX UHJEKcAluu. PerucrpanoHseie Gopmbl 1
oopmieHHIO uX 3anosHeHre. KOHTpOIIb UCTIONTHEHUS TOKYMEHTOB.
JOKYMEHTOB OCHOBHBIE OTJIMYHS B TOATOTOBKE MPOCTHIX U CIOXKHBIX

MPUKa30B. YUeT cneupuKy pactopaauTeaIbHOro
JeHCTBUS IIPU COCTABJICHUH NIPUKA30B IO IIPUEMY,
IIepeBOY, YBOJIEHEHHIO paboTHUKOB. [lopsmok
BU3UPOBAHU MTPUKA30B MO JMYHOMY COCTaBY, UX

perHCTpaIHH.
CoctaB U BUABI [ousTHE U 3HAUCHHE KAPOBON JOKYMCHTAIIHH. ITpopaborka
KaapoBoii fokymenTarmu | Kmaccudukarus kanpoBoil fokymeHTanu. OCHOBHBIE y4eOHOro
BU/IbI IOKYMEHTOB KaJJPOBOM CIYKOBI, 0COOCHHOCTH HX (TeopeTHIecKOoro)
cocrasneHus. HopmarusHo-ipaBoBast 6asa, Marepuana

periTaMeHTHpYIoIIas pa3paboTKy KaJpOBBIX JOKYMEHTOB.
Pa3zgen 2. OcHOBBI JAOKYMEHTALMOHHOIO o0ecrievyeHus YNpaBJeHUs MEePCOHATIOM

TpeGoBanus K Irarnoe pacniucanue (ct. 57 TpynoBoro Koxekca PD)— [TpopaboTka
COJIEPIKAHUIO U ®opma mrrarHoro pacnucanus (popma T-3) yrBepknena y4eOHOr o
oopmieHuro nocranoienueM I'ockomerara Pocenu ot 5 stuapst 2004 |(teopeTnueckoro)
JIOKAJBbHBIX roga Nel. Mateprana
HOPMATHBHBIX aKTOB I10 IIpaBuna BHYTpEHHETO TPYIOBOIO PACHIOPsIKa KaK

YIPaBJICHUIO JIOKAJBHBIA HOPMAaTHBHO-IIPABOBOH aKT,

IEPCOHATIOM KOHKPETHU3UPYIOIHMH HOPSIOK PETYIHPOBAHMUS KIFOUEBBIX

BOIMPOCOB COLIMATILHO-TPYIOBBIX OTHOIIICHUH Ha
npeanpusTuu. OOIINA MOPSIOK MOATOTOBKH JIOKYMEHTA B
coorBercTBUU €O CT. 190 TK PD. Ocobennoctu




o(hOpMIICHHS TIPABHJI BHYTPEHHETO TPYIOBOTO

pacnopsiaka, CoIepaKaHue BOIIPOCOB, KOTOPBIE OTPaXKaOTCs
B [IpaBHJIaX BHYTPEHHETO TPYIOBOT0 pacnopsaaKa.
OcobeHHoCcTH 00palleHus ¢ epCOHATBHBIMU TaHHBIMU
pabOTHUKOB B COOTBETCTBHH C MOJIOKEeHUAMH ri1aBbl 14 TK
P®. TpeboBanus k 00pabOTKe MEPCOHANBHBIX TAHHBIX
pabornuka. [IpaBuna nepenaun nuudopmaruu,
coJepxkauiel cBeieHus 0 pabOTHUKE, TPETbUM JIMLAM.
OTBETCTBEHHOCTb JIOJDKHOCTHBIX JIUI], BAHOBHBIX B
HapyLEeHUH HOPM, PErYIUPYIOIIMX MOJIydeHue, 00paboTKy
U 3aIIUTY ePCOHAIbHBIX JaHHBIX paboTHHKA. MHCTpYyKUMS
M0 JOKYMEHTAIIMOHHOMY 00€CIIEUCHUIO yITPaBICHHUS
nepcoHanoM npeanpustust. CTpyKTypa v cofepaHue
pa3AesioB JaHHOTO TOKYMEHTA.

I'ocynapcreennas
MHCIEKIUS TPpyna 1
Ipoleaypa NPOBEICHHUS
IIPOBEPOK
JOKyMEHTaluH
KaJIpPOBOH CITY)KOBI

TTomaomMouns roCyapCTBEHHON HWHCIICKIIUHN Tpyza.
[Ipomenypa u mpaBuia MPOBEACHUS MPOBEPOK COOIIOICHUS
JIEUCTBYIONIETO 3aKOH 0JjaTeIbCcTBa. Buibl mpoBepok. [lopsgox
o OpMIICHUS MEPOTIPUSATUH TI0 KOHTPOJTIO.

CocraB JOKYMEHTOB, TpeOyeMbIX OpraHaMd Haja30pa H
KOHTPOJISI TP TPOBEACHUH TMpoBepoK. OTBETCTBEHHOCTH
paboTonarenst 3a HapyIlIeHue JIEACTBYIOIIETO
3aKOHOAATEIbCTBA O TPYIE M HETpaMoOTHOE O¢OopMIICHUE
KaJpoBOH TOKyMeHTaluu, Boznaraemas TpynossiM Konekcom
P® u Kogexkcom 00 aiIMIHUCTPATUBHBIX TPABOHAPYIICHUSX

ITpopaboTka
yaeOHOTO
(TeopeTmueckoro)
MaTepHana

dopmupoBaHUE U
BeJICHUE JIMYHBIX JeJI

Jluunoe feno paboTHMKA Kak OCHOBHOM JIOKYMEHT
MEPCOHANIBHOTO yUeTa, B KOTOPOM XPaHSTCs HanboJiee MOoNHbIe
CBE/ICHUA O COTPYIHHUKE U €r0 CIyKEeOHOU AEATeNbHOCTH.
CocraB U 1mocCneq0BaTeIbHOCTh JOKYMEHTOB JIMYHOTO Jena.
OCOOEHHOCTH COCTAaBJICHUS IOKYMEHTOB JIMYHOTO Jeia:
JIMYHOTO JINCTKA 10 y4eTy KaJpoB, JIONOJHEHUS K JIMYHOMY
JHUCTKY, aBroOmorpadpuu u t1.4. IlpaBuia Belgauud JUYHOTO
Jlena BO BPEMEHHOE IMoJib30BaHUE. llopsAmok cocTaBieHHs
onucu Jm4Horo zena. Ilepenaya nu4HOro nena Ha apXUBHOE
xpanenue. CocraBieHHE 3aBEpUTEIbHONW HAANUCH JINYHOTO
Jiena

ITpopaboTka
y4eOHOTO
(TeopeTH4ecKoro)
Mmarepuaia

JInynas kaprodka JlnvHas kapTOYKa Kak OCHOBHOM JIOKyMEHT repcoHanbHoro  |[Ipopabotka
ydeTa pabOTHHKOB OpraHu3anuu. JlJOKyMeHThI, Ha OCHOBaHHH |y4eOHOT0
KOTOPBIX 3allOJIHAETCA TMYHas kapTouka. [Topsanok (TeopeTuueckoro)
KOZIMPOBAHUS CBEJICHUH B IMUHOM KapTOuKe. 3all0JHEHHE Marepuaia
JIMYHOU KapTouku. ITopsanok BHECEHUS UCIIPABJICHUN U
U3MEHEHUI! B IMYHYIO KapTOUKy paOOTHUKA.

JIOKyMEHTHPOBaHHe JlokyMeHTHpOBaHUE TIpolecca JABMXKEHUs KagpoB  Ha|llpopaboTka

IIPOLIECCOB JBUKCHUS IpeINpUATHH KaK BakHeHIas G yHKIUA oTAeNa KagpoB. Busl |yueGroro

KaZipoB ABIDKCHUS KanpoB. CXeMBI IpHeMa, IepeBOJa, YBOIBHCHHS|(TeopeTHUeCKOro)
pabOTHUKOB. Marepuana

Odopmiienne mnpuema paboTHUKOB. (CocTaB TOKYMEHTOB,
TpeOyeMbIX TpH IpHeMe Ha paboTy B COOTBETCTBHUU C
TpynoBeim Kogekcom PO.

[Mopsiok 3aKiTtOYeHUsT TPYOBBIX JOTOBOPOB C MOCTOSHHBIMH
Y BpeMeHHBIMH pabOTHHKAMHU.

OCOOEHHOCTH ~ COCTaBJIEHHUS  YHU(DHUIMPOBAHHBIX  (OpPM
MIPUKa30B 110 IMYHOMY COCTaBY, KacaroIuxcs nprema (popma
T-1, T-1a).

Odopmiienre mepeBona, MNEPEeMEIUCHUs, KOMaHIMPOBAaHUS
paboTHHKOB. OcobeHHOCTH OGOPMIICHHS ¥  OCHOBAHHUS
Pa3JIMYHBIX BHJIOB IepeBoaa (IEPeBOA Ha APYTyI0 paboTy Ha
TOM JK€ MpPEANPHATHH; MEpeBOA Ha paboTy Ha Ipyroe
MpelNpHsTHe; TepeBoJ Ha padoTy B IPYI'YI0 MECTHOCTB).
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OCOOEHHOCTH  COCTaBlieHHs]  yHU(PUIUPOBAHHBIX  (HopMm
MPUKa30B 10 JMYHOMY COCTaBy, KacaloIIUXCsS IepeBoja
(dbopma T-5, T-5a), komanaupoanus (popmer T-9, T-9a, T-10,
T-10a). Odopmuenue ormycka. [IpaBuna u CpokH MOATOTOBKA
rpaduka ornyckoB (popma T-7). OcoOeHHOCTH COCTaBICHUS
YHUQUIMPOBAHHEIX (OPM MPUKA30B MO JUIHOMY COCTaBY,
Kacaromuxcs oriycka (popma T-6, T-6a).

OdopmiieHue  yBOJbHEHUsT  paOoTHHKOB.  OcCHOBaHUs
MpeKpalleHusl TPYAOBOTO JOrOBOpa B COOTBETCTBUH C
HOPMaMH  TPYOOBOTO TMpaBa; mpaBmia  O(QOpMIICHHS
MpeKpalieHusl TPYIOBOro jgoroBopa. OTBETCTBEHHOCTh
paboTomarens 3a HE3aKOHHOE YBOJBHEHHE PAaOOTHUKOB.
OCOOEHHOCTH ~ COCTaBJEHHUS  YHU(PHINPOBAHHBIX  (GOpM
MPUKA30B 10 JIMYHOMY COCTaBY, KACAIOIIMXCS YBOJHHCHHSI
pabotHukoB (popmbl Ne T-8, T-8a). Ilopsaaok perucrpanuu
MIPUKA30B 0 JUYHOMY COCTaBY

Benenue TpymoBbIx
KHIKEK

[lonarue TtpynoBol KHHXKKH. DopMa TpPyAOBOM KHHIKKH.
HopmarusHo-meToanueckas 0a3za,
permaMeHTHpYIOIasi  HOPSIOK  BENEHHUs,  3allOJHEHUs

TPYIOBBIX KHIDKEK, OOeCIieueHUsT WMH paboTomaTelieh.
3aroHeHE CBEJCHHI O paOOTHUKE. 3allOJTHEHHE CBEICHUH O
pabote. 3amoJHEeHUE CBEIEHUH O HarpakAeHUH. 3arOoIHEHHE
CBeICHUH 00 YBOJNBbHEHHUH (TPEKpalleHUHd TPYHAOBOTO
noroBopa). OcoOEHHOCTH  3alOJHEHWS  CBEACHHHA 00
VBOJBHCHHH W TIpHEME Ha paboTy B CBS3H C IIEPEBOJOM
paboTHHKA.

BHecenue M3MEHEHMH U JIONOIHEHUM B TPYJOBYIO KHUXKY.
JlyOnmKar TpyRoBoOi KHIKKH. Beimaua Tpy1oBoil KHHXKH IpH
YBOJIbHEHHH (TIPEeKpaIeHuu TPYAOBOro J0roBopa). Briaasmm
B TPY/IOBYIO KHWKKY. YUET W XpaHEHUE TPYHOBBIX KHHUXKEK.
JlokymeHTanuss To ydeTy OJaHKOB TPYOOBBIX KHIKEK
(IpuXxomHO-pacXoaHass KHUTA MO y4eTy OJaHKOB TPYIOBBIX
KHIDKEK W BKJIQIBIINIEH K HUM, KHHATA Yy4YeTa JBM)KCHHS
TPYIOBBIX KHMKEK U BKIIAABIIEH K HUM). OTBETCTBEHHOCTB 32
COOJIIOJICHUE TTOPs/IKA BEJICHUSI TPYIOBBIX KHHIKEK.

[TpopaboTka
yuebHOro
(TeopeTu4ecKoro)
Marepuana

Pasznea 3.

Cl/lCTeMaTI/Ifialll/lﬂ U XpaHEHHE JOKYMEHTOB Kanposoﬁ C.]'lymﬁbl

Homenkmarypa men [MonsiTne HomeHknarypel paen. [lopsgok  cocraienwus|[IpopaboTka
KaJIpOBOU CITY)KOBI HOMEHKJIATYPhI e KaPOBOH CITYKOBI. y4eOHOro
(TeopeTrueckoro)
Marepuaa
dopmupoBanue aen TpeboBauHwus, IpeabsBIIEMbIC K 3arojioBkam jaen. Jiementsi|IIpopaboTka
3aroJIOBKOB JIEII. yueOHOro
IlpaBuia TpyNnUpOBKA MOKYMEHTOB B [eld, O(OPMICHHUS |(TeopeTHIecKOoro)
3aroJIOBKOB JieJl. [Ipr3HaKy rpyIImupOBKH JJOKYMEHTOB B Jiea. Marepuaa
IMopsimox noarorosku |I1opsoKk MOATOTOBKY JTOKYMEHTOB K apXMBHOMY XpaHeHwuto.|[IpopaboTka
JIOKYMEHTOB k |Knaccudukanus JOKyMEHTOB IO CpPOKaM  XpaHEHUs.|ydeGHOro
apXUBHOMY XpaHECHHIO TpeOoBanus, TpeabsIBISEMble apXUBHBIMH CIyXO0aMu K (TEOpeTH4ECKOro)
JIOKyMEHTaM, C1aBaeMbIM B apxuB. OpraHu3amnus IpoBEACHUS Marepuana
9KCHEPTHU3BI IIEHHOCTH JOKYMEHTOB.
Yactuunoe w© momHoe odopmiieHne gen.  I[lopsiok

odopmiieHHsT OOJIOKEK JeJI TMOCTOSHHOTO W BPEMEHHOTO
cpokoB xpaHeHus. CocraBieHrne U opopmIIeHHE Onucel Jel.
CocraBneHue 3aBEpUTEIILHON HAIITUCH JIENa.
AJIMUHHCTpaTHBHAas ~ OTBETCTBEHHOCThH 33  HapylICHUE
JICHCTBYIOIIETO 3aKOHOAATEINILCTBA 10 apXUBHOMY JIETy.

2.3.2 3aHATHA CEMUHAPCKOTO THIA (IPAKTHYECKHE / CEMUHAPCKHUE 3aAHATHSA)
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OHGHI/IBaHI/Ie IMPAKTUYICCKUX 3a,ZlaHPII>‘I BXOAUT B HAKOIJICHHYIO OLICHKY.

No HaumenoBanue Temarrka TpaKTHUYECKUX 3aHATUN ®dopma TeKyIero
h paznena (cemuHapoB) KOHTPOJISt

1 2 3 4

1 |Pazgen 1 Ilonstue TpeGoBanus Kk 0(pOPpMJIEHHIO JOKYMEHTOB [IpoBoguTcs
3HaYeHHe OO030p HOPMAaTUBHO-TIPABOBOM 0a3bl JOKYMEHTALMOHHOIO|(popme
AOKYMEHTAIHOHHOT' 0 obecneuenus ynpasnenus. [OCT P 7.0.97-2016. MPaKTHYECKOTrO
obecreyeHust [ToHsTHE peKBU3UTA JOKYMEHTA, TPEOOBaHUS, IPEIbABIICMbIC |3aHATHS,
ynpaBJeHusI K 0(pOpMIICHHIO PEKBH3UTOB M MX PACIOJIOKEHHUIO Ha OJaHKe|Mpennonaraet
MepcoHalIoM JOKYMEHTa. aHaIN3

[Ipunanue JOKYMEHTY IOpUANYECKON CHUJIIBL CUTYallMOHHBIX
CuryarnonHoe 3a1anue «Omuoky B 0o OpMIICHUH JOKYMEHTOB | 3a]]aHHA.

2 CocTaB ¥ BH/IbI KAAPOBOii JOKYMEHTALMH
OCHOBHBIE KJIacCU(UKAITNHN KaJPOBBIX JIOKYMEHTOB.
IIpukazpl 1m0  JMYHOMY  COCTaBY  Kak  OCHOBHOM
pacnopsAUTENbHBIA JOKYMEHT, COCTaBIIAEMBI B Mpolecce
JOKYMEHTHPOBaHUS ¢byHKIMI KaJpOBOI CITYKOBL
CuTyaloHHOE 3aJjaHne « AHAIN3 KaJpOBOH JOKYMEHTAIUH 110
(YHKIHSIM yIPaBIICHUS ITEPCOH ATOM)

3 |Pazmen Il TpeGoBanusi K colep:KaHUI0 U 0(OPMIIEHUIO [Tposonutes
OcHoBBI JIOKAJIBHBIX HOPMATHBHBIX aKTOB MO0 YNPaBJIeHUIO dopme
AOKYMEHTALIMOHHOI0 nepcoHajsoM. CuTyannoHHoe 3afaHue «OMmUOKY B IITATHOM | IPAKTUYECKOT0
obecreyeHust pacIucaHum» 3aHATHS,
ynpaBJeHus CHTYyallMOHHOE 331aHHE €A YIUT MPABUIT BHYTPEHHETO MpeArnoaraet
NepcoHAIOM TPYHAOBOr0 pacnopsakay CHTyalnoHHOE 3allaHHe aHaIM3

«[lonoxxenne 06 00pabOTKe MEPCOHANBHBIX JAHHBIX. CUTYaI[HOHHBIX
Kaknm emy OBITE?» 3a7aHui.
Pa3paboTka TOKyMEHTOB, KaCAFOIIXCS 3aIlUThI
MEPCOHATBHBIX JTAHHBIX COTPYJHUKOB OpraHU3aIHH
4 dopMupoBaHue W BeJAeHHe JHYHBIX gea. CocraBieHue
JIOKYMEHTOB JINYHOTO JIeJIa COTPYAHHKA 110 OCHOBHBIM
sTanam paboThl epcoHaia (puem, nepeBo, yBOJIbHEHHE,
artecrauus u 1.1.). CocraBneHre BHyTpeHHEH ONUCH
JOKYMEHTOB JIMYHOTO JIeJa.
CocraBieHne 3aBepUTEIHHON HAITUCH.
[TonroToBka TMUHOTrO Jena IJ1s Mepelayd Ha apXUBHOE
XpaHEHHE.
5 JInunas KapToYKa.
CocraBieHne TUYHON KapTOYKU pabOTHUKA.
BreceHne n3MeHEHUH U UCIPABICHUH B TUYHYIO KAPTOUKY.
KaproTeka mU4HBIX KapTOUueK: MpaBuiia BeIeHUS.
6 JlokyMeHTHpPOBaHU € MPOLECCOB ABU KEHHUsI KAIPOB.

ITomraroBast mporeaypa opOpMIICHHSI OCHOBHBIX KaJpPOBBIX
nporenyp (mpuem, nepeBos, HepeMelieHue, peJoCTaBIeHne
OTITyCKa, KOMaHIUPOBAHKE, YBOJIbHEHUE).

OC00EHHOCTH MTOATOTOBKHU IIPHKA30B I10 IMYHOMY COCTaBY.
CuryaluoHHBIE 3aJaHus «AHaIU3 TPYAOBOIO JOIOBOPA»,
«[IpueM Ha paboTy», KAYIUT YBOJILHEHHUN»

Benenune m xpaHeHue TPYIOBBIX KHHKEK. 3aroJHEHHE
TUTYJIBHOTO JILCTA TPYJOBON KHIKKH.

3amonHenne pasnena «CBeneHust o paboTe». 3amoiHEHUE
pasnena «CBeeHUs 0 HATPAXKIACHHIX ).

BHeceHne n3MEHEHNH U TONOIHEHUH B TPYAOBYIO KHUXKKY.
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Homenkiarypa aesa kaapoBoi cay:kobl. [lonstue

KaJ{pOBOM CITyXKOBL.

HOMCHKJIATYpbl ACJI. CocrasiieHue HOMCHKJIATYpbl €I

10

Pazpea 11 ®opMupOBaHUE JTeJI. IpoBoauTcs B
CucremaTuzanusi u TpebOoBaHwMsI, IpeIBIBIsAEMBIC K ()OPMUPOBAHUIO tbopme
XpaHeHHe JOKYMEHTOB | el KaapoBoil cy:kObl. DopMIpOBaHIE 3ar0JIOBKOB MPaKTHYECKOTO
KaJIPOBOii CJIyKObI Jie. 3aHATHUSA,
MpeAIoIaraet
[opsAgok MOArOTOBKH JTOKYMEHTOB K apXHBHOMY |amasms
XpaHCHHUIO. CUTYallMOHHBIX
HOIIFOTOBKa OOKYMCHTOB K apXMBHOMY XpaHCHUIO. SaﬂaHI/Iﬁ.

TlomHoe u wYacTU4HOE O(I)OpMHeHI/IC JACII.
HpOBG}IeHI/Ie OKCHEPTU3bI HEHHOCTU JOKYMEHTOB.

[Ipy n3ydeHUM IUCHUIUIMHBI MOTYT HPUMEHSTCS 3JIEKTPOHHOE OOYy4YeHME, NUCTAHIIMOHHBIE

oOpa3zoBartenpHble TexHonoruu B coorsercTBuu ¢ ®I'OC BO.

2.3.3 KypcoBblie padoThl — He MPeAyCMOTPEHBI.
2.4 IlepeyeHb Y4eOHO-METOAMYECKOr0 o0ecmeyeHHsl AJs1 CAMOCTOSTEJbHON PadoThI

o0yuaoumuxcs Mo JMCHUIIHHE (MOAYJII0)

[epeuenp yueOHO-METOANIECKOTO 0OECIIeUeH s JUCIUIUIMHBI IO BHITIOJIHEHUIO
Ne Bun CPC CaMOCTOSITETILHOM paboThI
1 |IlpopaboTka TEOPETHYECKOTO
Matepuana  (ITOATOTOBKAa K
IIpOoOIEMHBIM CEMHHApaMm) Meronuueckue pEeKOMEHJALMM Ul CTYACHTOB HANpaBICHHUS YIpaBICHUE
2 |BpInonHeHne WHAWBUAYATBHBIX| IEPCOHATIOM I10 BBIMOJHEHUIO NMHCHMEHHBIX padOT, CaMOCTOATENBHON paboTHl,
3aJaHui (moarotoBka|yTBEep>KACHHbIE Kaenpoill ympaBlIeHHS TEPCOHAIOM M OpraHM3alMOHHOMN
COOOIIEHNH, ITpe3EeHTAINHN) MICUXOJIOTHEN
3 |llogrotoBka K  TeKyleMy
KOHTPOJIIO

Y4eOHO-MeTOAMYECKHEe MaTepuasbl Ui CaMOCTOATENLHON padOThl OOYYarOMIMXCS W3 YHCIia

MHBAJIUOB U JIUI] C OTpaHMYEHHBIMH BO3MOXHOCTSIMHU 3710poBbsi (OB3) mpenocraBisitoTest B popmax,
a/IalITHPOBAHHBIX K OTPAHUYCHUSAM HX 370POBbSl U BOCIPHUATHSA NH(POPMALIUN:

JUist U1 ¢ HapyIISHUSIMU 3pEHUS:

— B [1€YaTHON (popMe yBEITMUCHHBIM MIPHPTOM,

— B (hopMme 37eKTPOHHOT O JJOKYMEHTA,

— B (hopme ayauodaiina,

— B ieyaTHOM (opMe Ha si3bIke bpaiins.

JUist a1 ¢ HapyIIeHUsAMU CITyXa:

— B IIeyaTHOH (opme,

— B popMe DIEKTPOHHOT O TOKYMEHTA.

Jl5is 111 ¢ HapyIIEHUsIMU OTIOPHO-ABUTaTEIbHOIO anmnapara:
— B IIeyaTHO (opme,

— B (popMe 3JIEKTPOHHOI'O JOKYMEHTA,

— B (hopme ayauodaiina.

JlaHHBI TIepeYyeHb MOXET OBITh KOHKPETU3UPOBAaH B 3aBHCUMOCTH OT KOHTHHIEHTA

00yYaroIIMXCs.

3. O0pa3oBareJbHbIE TEXHOJIOIMH, IPUMEHsEMbIE IIPU OCBOCHUM JMCUMIIUHBI (MOYJIs1)
B xo/e n3ydeHus JUCUMITIMHBI TPELYCMOTPEHO UCIIOIb30BaHUE CIEAYIOMINX 00pa30BaTeIbHBIX

TEXHOJIOT UM JICKOUHU, IPAKTUYCCKUE 3aHATHUA, HpO6J’IeMHOC 06yquI/Ie, MOOYyJIbHasA TEXHOJIOrusd,
IOATOTOBKA MM CBbMECHHBIX aHAJIMTHYCCKHUX pa60T, CaMOCTOATCIbHAsA pa60Ta CTYACHTOB.

KommerenTHOCTHBIHM nmoaxoa B paMKax IMpernogaBaHUA JUCHHUILIMHBI PCAIU3yETCd B

HCIIOJIb30BAHUHU MHTCPAKTUBHBIX TEXHOJOTWI U aKTUBHBIX METOO OB (HpOGKTHBIX MCTOOHUK, MO3TOBOI'O
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mTypMa, pa3dopa KOHKPETHBIX CHUTyallud, aHalM3a [eJarorMyeckux 3ajad, Iegaroruyeckoro
9KCIEPUMEHTA, UHBIX (POPM) B COUETAHHM C BHEAYIUTOPHOU pabOTOM.

NupopmaiimoHHbie TEXHOIOTUH, TPUMEHSIEMbIE MTPU U3YUYEHUU IUCLUIUIMHBL: HCIOJIb30BaHUE
MH(POPMALIMOHHBIX PECYpCOB, JOCTYHHBIX B HH(OPMAIIMOHHO-TEIEKOMMYHUKAIMOHHONH CETH
HuTepHer.

AnanTuBHbBIE 00pa30BaTEIbHbIC TEXHOIOTUHU, IPUMEHAEMBbIE IPH U3YyYCHUU AUCHUILIMHBI — JUIS
JIMI] C OrPaHUYEHHBIMU BO3MOXHOCTSMHU 37I0POBBSI NMPEAYCMOTpPEHAa OpraHM3alusl KOHCYJIbTAlMH C
UCIOJIb30BaHUEM 3JIEKTPOHHON MOYTHI.

4. OueHOYHBbIEe CpeACTBA ISl TEKYLIEro KOHTPOJS YCHeBAaeMOCTH M HPOMEKYTOUHOI
aTTecTanuu

OneHo4HbIE CPEACTBA NIPEAHAa3HAUEHBI JJ11 KOHTPOJISI U OLIEHKH 00pa30BaTEIbHbBIX JOCTUKEHUM
o0yyarommxcs, OCBOMBIIMX TMporpamMmy ydeOHOW muciuiuiiHel «HopmaTuBHO-TIpaBOBOE U
JOKYMEHTAIIMOHHOE 00ecriedeHe TPYAOBBIX OTHOILICHUI.

OneHouHbIE CpPEICTBA BKIKOYAET KOHTPOJBHBIE MaTepualbl sl INPOBEACHHUA TEKYyLIero
KOHTpoOJsA B (opMe TECTOBBIX 3aJaHMM, JOKJIaJa-TPe3eHTaluu 10 MPOOJEMHBIM BOIpOCaM,
pPa3HOYPOBHEBBIX 3aJJaHUI, CUTYallMOHHBIX 337a4 U POMEKYTOYHOM aTTecTanuu B JopMe BOINPOCOB
K 3K3aMEHY.

CprKTypa OLHCHOYHBIX CPEACTB AJIHA TeKyHleﬁ u 1 OMe)KyTO‘lHOﬁ arTTeCTanmmu
HanmeHoBaHue OLIEHOUHOTO CpeCTBa
Ne | Kom u HauMmeHOBaHHE =
Pesynbrarer 00yueHus Texywmumii IIpomesxxyrounas
I/TI | UHAUKATOpa
KOHTPOJIb aTrecTalys
Bnaneer otnmensHBIMH 3HaHUSAMH B | Bompocsl s Bomnpoc na
obmactu  3akoHonarensctBa P® o | ycrHoro 9K3aMeHe
MI€PCOHANBHBIX JTAaHHBIX, OCHOBBI | (ITICEMEHHOT0) 1-5
1 TTIOBOTO apXHMBHOTO, | OIpoca o TeMe
OK-LAA- 1. 3uate | D ’ P o | omP :
ocHo aIIMUHUCTPATHBHOTO, MHUTPALMOHHOTO, | pa3zaery
HOBBI
HaJIOTOBOTO 3aKOHO/IaTENbCTBA,
3aKkoHogaTenbcTBa PD o
3akoHozaTenbeTBa B chepe OT
NMEPCOHAJILHBIX JaHHBIX,
B 1ienom, Brageer 3HaHUSAMH B 00nacTH | PelreHue Bomnpoc Ha
OCHOBBI TPYAOBOTO,
ADXHBHOLO 3aKoHOAAaTenbcTBa PD 0 mepcoHambHBIX | CHTYaIlMOHHBIX M | 3K3aMEHE
P > JIAHHBIX, OCHOBBI TPYZOBOTO, apXUBHOTO, | MPAaKTHYECKUX 6-10
2 | aAMMHHCTPAaTHBHOIO
aJIMHHUCTPATHBHOTO, MHTPALMOHHOTO, | 3a/ad 10 IUTaHy
MHIPAIHOHHOI0 ,
HaJIOTOBOTO 3aKOHO/ATENbCTBA, | MPOOIEMHOTO
HAJI0T0BOr0
3akoHomaTenbeTBa B chepe OT ceMrHapa
3aKOHOJATe/1bCTBA,
YBepeHHO BiajeeT 3HaHUAMU B obiactu | [ToaroroBka Bompoc Ha
3aKOHO/aTeJILCTBA B N
chepe OT 3aKoHo/aTenbeTBa PM 0 mepcoHanbHBIX | COOOIIEHHH 110 JK3aMeHe
3 ' JAHHBIX, OCHOBBI TPYIOBOT0, APXUBHOTO, | IUIaHY 11-15
aJIMHUHUCTPATUBHOIO, MHUIPALUOHHOIO, | MPOOIEMHOTO
HaJIOrOBOTO 3aKOHO/ATENbCTBA, | CEMUHAPA
3aKoHOoAaTenbCcTBa B chepe OT
Bompocs! ans Bompoc Ha
OOmamaer  3HaHMsAMH B oOyacTu P A P
eaIM3ALMH CHCTEMBI CTPATETHYECKOTO | oo o 0 JK3AMEHE
4 P P (TMCEMEHHOT0) 16-20
u OTIEPaIIMOHHOTO YIIpaBIIEHUS
omnpoca 1o TeME,
TIEpCOHATIOM
pasgeny
IK-2.U1- 1. Cnocoben Pemenne Bompoc Ha
peajn3oBhIBATL cMCTeMy | B 1ieoM, ¢ IIOMOIIBIO HKCIEPTOB | CHTYAIlMOHHBIX M | 3K3aMEHE
5 | CTPaTermyeckoro U | CIOCOOEH  pEaln30BBIBATH  CHUCTEMY | MPAKTHYECKHUX 21-25
OnepanoHHoOro CTPATeTN4ecKOro M  OMNEPALHOHHOTO | 3ajad IO IJIaHy
ynpasJieHust YIIPaBJIEHUSI IEPCOHATIOM IPOo0IEMHOTO
NepCOHAIOM ceMuHapa
ITonroroska Bomnpoc Ha
Cnocoben CaMOCTOSITEIBHO o
CUTH3OBBIBATE cHeTEM cooO1eHni mo 9K3aMeHe
6 P y IIaHy 26-30
CTPaTernveckoro ¥  ONEePalMOHHOTO
po0IEMHOTO
yIpaBJIEHHs] IEPCOHATIOM
ceMuHapa
7 NMK-3.U1- 1 VYwmers | 3HaeT OT/EJIbHBIE JOKYMEHTHI, | Bompocs! qis Bompoc Ha
odecrieunBaTh HEOOXOAWMBIE  JUISi  CONPOBOXKACHHS | YCTHOTO 9K3aMeHe
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CONPOBOKACHUE
nmpoueccos

ynpaBJIeHUIO
MePCOHAIOM
COOTBETCTBUHU
TPeOOBAHUSAMU

AOKYMEHTALlHOHHOE

3aKO0HOIaTEeJdbCTBA

IIPOIIECCOB IO YIPABJICHHUIO IIEPCOHANOM | (IIMCHbMEHHOT0) 31-35
B COOTBETCTBHM C TpeOOBaHMSIMHM | OIpoOca IO TEME,
Mo | 3aKOHO/IATENbCTBA pazgeny

Pewenue Bomnpoc Ha
B  memom, ymeer obecneunBaTh
JIOKYMEHTALMOHHOE  COTPOBOKICHUE | o1 L HIOHHBIX I SK3AMEHE

c M P MPaKTHYECKUX 36-40

MPOLIECCOB MO YIIPABICHUIO IIEPCOHATIOM

3a1a4 110 TIaHy
B COOTBETCTBHHM C  TPeOOBaHHAMHU

MPOOIEMHOTO
3aKOHOJIATENbCTBA

ceMHUHapa
Ymeer camocrosiTenbHO obOecrieunBarb | [loaroroBka Bomnpoc na
JOKYMEHTAIIUOHHOE  CONPOBOXKAEHHE | COOOIIEHHH 110 9K3aMeHe
MPOIIECCOB IO YIPABJICHUIO MEPCOHANIOM | IJIaHy 41-45
B COOTBETCTBUM C TpeOOBaHMSAMHU | MPOOIEMHOTO
3aKOHO/IaTeNbCTBA ceMuHapa

IToka3aresin, KpUTEPUH M IIKAJIA OLEHKHU c(POPMHPOBAHHBIX KOMIIETECH M

Ko u HanmenoBanne
HWHAWKATOpa

CootBercTBHE ypOBHeﬁ OCBOCHHA KOMIICTCHI WU INIAHUPYCMBIM PE3YyJIbTaTaM 06y‘l€HI/IH u
KPUTCPUAM UX OLCHUBAHUA

HOPOTOBBII 0a30BbIi | MIPOJBUHYTHII
OrneHka
YV 10BIIETBOPUTEIIBHO Xopomuio OT1immaHO

IIK-1. CHOCOBEH PA3PABATBIBATh CUCTEMY CTPATEI'MTYECKOI'O U OIIEPAIIMOHHOTI'O
YIIPABJIEHUS TIEPCOHAJIOM

NnK-1.M1- 1. 3Harhb
OCHOBBI
3aKkoHoAaTelbcTBa P®
o TePCOHAJBHBIX
JaHHBIX, OCHOBBI
TPYAOBOIo, apXMBHOIO,
aJIMUHUCTPATUBHOIO
MUTPALMOHHOT0 ,
HAJIOTOBOIr0
3aKOHOAATEJIbCTBA,
3aKOHOAATEJBCTBA B
chepe OT

Bnaneer OTJEIbHBIMU
3HAaHUSIMU B 00OJIacTh
3akoHogarensctBa PD o
MEPCOHANBHBIX  JaHHBIX,
OCHOBBI TPYIOBOTO,
apXUBHOTO,
aJIMAHUCTPATUBHOTO,
MUTPAIAOHHOTO,
HAaJIOTOBOI'O
3aKOHOJIAaTEIIbCTBA,
3aKOHOMIATEIhCTBA B cepe
oT

B LICJIOM, BJIajeeT
3HAHUSAMH B 00JacTu
3akoHogaTenscTBa PO o
TIEPCOHATBHBIX JTaHHBIX,
OCHOBBI TPYIOBOTO,
ApXHUBHOTO,
aJIMAHUCTPATUBHOTO,
MHTPAIIHOHHOTO,
HaJIOrOBOIO
3aKOHOJATEIIbCTBA,
3aKOHOJATeIbCTBA B
cdepe OT

VYBepeHHO BJajeeT 3HAHHUSIMHU B
obnactu 3aKkoHomareabcTBa PD o
MEPCOHATIBHBIX JaHHBIX, OCHOBBI

TPYOBOTO, apXMBHOTO,
aJIMUHHCTPATUBHOTO,
MUTPALIOHHOTO, HaJIOTOBOT'O
3aKOHO/IATENbCTBA,

3akoHOMarenbcTBa B chepe OT

IIK-2. CHOCOBEH PEAJIN30BbIBATb CUCTEMY CTPATETHYHECKOI'O U OITEPAIIMOHHOI'O
YHPABJEHUUS TIEPCOHAJIOM

IIK-2.UJ1- 1. Cnocoben | OOnmamaer 3HaHmsaMH B | B memom, ¢ momomipio | CriocobeH CaMOCTOSITENIBHO
peain3oBbIBATH obmacTu peau3anyu | 3KCIIepPTOB CrocoOCH | pear30BEIBATh CHCTEMY
cucremy CHCTEMBI CTPATETHMYECKOTO | PEaM30BEIBATE CHUCTEMY | CTPATETUICCKOTO u
CTPaTeru4ecKoro H|H OTICPAIIMOHHOTO | CTPATETUICCKOTO U | OTIEpaHOHHOTO yIIpaBIICHAS
OnepalioHHOr0 VIIpaBIICHYSI IEPCOHATIOM OTIePAIMOHHOTO IIEPCOHATIOM

ynpasBJieHus VIIpaBIICHUSI IEPCOHATIOM

TP COHAJIOM

IK-3. CIIOCOBEH AJIMUHUCTPUPOBATH TIPOHECCBI U JOKYMEHTOOBOPOT IIO
CTPATEITHYECKOMY U OINIEPAIIMOHHOMY YIIPABJEHHWIO TEPCOHAJIOM

NK-3.U1- 1 VYwmerb | 3Haer oTaenbHble | B 1IEJIOM, ymeer | Ymeer CaMOCTOSITENTLHO
olecneynBaTh JIOKYMEHTHI, HEOOXOJMBIE | 00eCIeunBaTh obecrieunBaTh
JOKYMEHTAIIMOHHOE ULt COIPOBOXKICHUS | JOKYMCHTAIIHOHHOE JIOKYMCHTAI[IOHHOE
COTNIPOBOK/IEHHE TIPOLIECCOB IO | CONPOBOXKICHHE COIPOBOXKICHUE TIPOIIECCOB  TIO
NMpoLeccoB MO | YIPABJICHUIO TIEPCOHAJIOM | TPOIIECCOB 1O | YIPaBICHUIO  IEPCOHAJIOM B
yIpaBJieHUI0 B COOTBETCTBUH C | YIpPaBJICHUIO COOTBETCTBHH C TpeOOBaHUSIMU
MepCcoHaIoM B | TpeOOBaHUSIMHU MIePCOHATIOM 3aKOHOJIATEIHCTBA
COOTBETCTBUH ¢ | 3aKOHOMATEITLCTBA COOTBETCTBHUU c

TpedoBaHUSIMH TPeOOBaHUSIMHU

3aKOHO/ATE/ILCTBA 3aKOHOJIATEIHCTBA
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TunoBble KOHTPOJIbHBIE 32IaHUSI WIN HHbIE MaTepuajbl, He00X0AMMBbIe ISl OLEHKHU
3HAHM#, yYMeHHH, HABBIKOB H (WJH) ONbITA /[AeATEJIbHOCTH, XaPAKTEPH3YIOIIUX 3TaNbI
¢GopMupoBaHusa KOMIETEHIMI B Mpolecce 0CBOEHNsI 00pa30BaTeJIbHON MPOTrPaMMbl

4.1.1. Bomnpocsl no npodjeMHbIM ceMUHApaM

Cayx0a JOKyMEHTAI[MOHHOTO 0OeCIIedeHus YIIPaBICHNUs, IIeNU, 3a1a4, (QyHKIUH.
Tpu popMbI OpraHU3aIUU ETONPOU3BOACTBA.

Bxopsiiue 10KyMEHTBI, TPOLecce IBUKEHUS.

Hcxonsiue TOKyMEHTBI, MpoIiecce TBUKEHUSI.

Peructparyst u mHIEKCANNs JOKYyMEHTOB, ONpE/elICHIE, IPUHIIUITBI BHIIOTHEHNS,

(GyHKIMH.
Homenkmnatypa nemn, onpeneneHue, BUbI, OPSI0K COCTABICHUS, (YHKIINH.

dopmupoBaHue e, IPeIHa3HAaYCHHE, dTaIlbI.
OpraHu3anmoHHO — NIPaBOBasl JOKyMEHTAIs, ONPEEIeHNE, TPEeAHA3HAUEHHE.
PacniopsiaurenbHble JOKYMEHTHI, OIPENCIICHUE, IIPEAHA3HAYEHUE.

CoNe O koo
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10. HudopmannoHHO - cripaBOYHbBIE JOKYMEHTHI OIPEEIICHUE, TIPEeHA3HAYCHHE.

11. VcraB, npeanasHaveHue, CTPyKTypa, TpeOOBaHUsA K 0()OPMIICHHIO.

12 [TonmoxeHue o CTPYKTYpHOM IOIpa3IeIICHNH, IPeIHa3HAUYCHUE, CTPYKTYpa, TPeOOBaHUS K
" OpMJICHHIO.

13. Jlo/oKHOCTHAsi MHCTPYKIUS, IPEIHa3HAYEHUE, CTPYKTYpa, TPeOOBaHMS K OQOPMIICHUIO.
14. IlltatHOE pacnucaHue, MpeaHa3HAYEHHE, CTPYKTYpa, TPEOOBaHHs K 0)OPMIIECHHIO.

15. Tlpouenypa uznanus npukasa.

16. TIpomenypa cosmaHus IPOTOKOIA.

17.  Jloxmagmas 3amucka, ONpeneseHue, OPAI0K COCTABIEHHs, TPEOOBaHHS K 0(OPMIIEHUIO.

18. CnyxeOHas 3amucka OnpeeseHne, MOpsAI0K COCTaBIEH s, TPEOOBAHUS K 0(OPMIIEHHIO.
OOBsicHUTENBHAS 3aMHMCKa ONPeeIeHIE, TOPSIOK COCTABIICHHSI, TPEOOBaHHS K

19.
odopMmieHHIO.
20 PexomennarenbHOE TMCHMO ONPEEIEHUE, TOPSAAOK COCTABJIEHUS, TPEOOBAHUS K
" opmileHuI0. YHUUKaALUA GOPM JOKYMEHTOB, CYIIHOCTb, () YHKIIUH, IPUHIIMII
)BEICHUS
21 (Tabens hopm, Ans60oM dopm).

22.  AKT ¥ crIpaBKa IIPEJHA3HAYECHHE, COCTABIEHUE, PEKBU3UTHIL.
23. AnropurM npuema Ha paborTy.

24.  AnroputM IepeBoja Ha IPYryio paboTy.

25.  AJNTOpUTM yBOJILHEHHUS COTPYAHHUKA.

26. AJNTOpUTM NPENOCTABIEHHS OTITYCKA.

27. Jluunas kaprouka T-2, HOPSAIOK 3al0JHEHMS.

o8 TpynoBoii 1OroBop, CTPYKTypa, IpeaHa3HauYeHHe, 0COOEHHOCTH COCTABIICHUS U
" MOANUCAHUA.

29. Benenue TPyA0BON KHIKKH: OOIIUE MOJ0MKEHHS.
30. Bxuagpim u ay0IMKAT B TPYAOBYIO KHIMIKKY, YCIOBHS BBIIAYH, AJITOPUTM 3aMOIHEHHS.

31. JloBepeHHOCTH Ha MOJy4YEeHHE MATEPHAIBHBIX IIEHHOCTE.
39 O¢opMIIeHIE TMYIHOTO JeNa COTPYTHHKA.

33. Tlopsaaok XpaHEeHHs JOKYMEHTOB U MEpPElauy B APXUB.
34.  JlokyMeHTaIMs 0 HOOUIPEHHIO paOOTHUKOB M TUCIUILIMHAPHBIM B3bICKAHHSM.

Ilepeuens yacmu KomnemeHyuil, NPOBEPIEMbIX OYEHOUHBIM CPEOCMBOM:

[MIK-3.U1- 1 YMmerp obecriednBaTh AOKYMEHTAIMOHHOE COIMPOBOXAECHHUE MPOLIECCOB IO
yIpaBJICHUIO MEPCOHATIOM B COOTBETCTBUU C TpeOoBaHusMHU 3akoHogarensctBa [1K-3.1J1- 1
YMmers oOecrneunBaTh JOKYMEHTALIMOHHOE COMPOBOXICHHE TMPOIECCOB [0 YNPaBIECHUIO

MIEPCOHATIOM B COOTBETCTBHH c TpeOOBaHUAMH 3aKOHO/IaTENIbCTBA
4.1.2 Coob1ieHus COTJIACHO IUIAHY NMPO0JEMHOI0 ceMUHApa
1. Coznarite WORD - mokymeHnt dopmarta A-4 corjacHo mnpaBuiam odopmiieHus
KOHCTPYKITMOHHOM CETKH C Pa3IUYHBIMU PEKBU3UTaAMHU.
2. CornacHO mTpaBHJIaM TIOCTPOEHHUS TEKCTa PACHOPATUTENBHOTO JIOKyMEHTa
[pUBEIUTEIPUMEP TEKCTa JOKyMEHTa (HarmeyaTaiTe TeKCT Ha Jiucte popmata A4).
3. Yem orimuaercsa opopMmieHHE MpHKa3a MO JUYHOMY cocTaBy? B pazmmunbIx

UCTOYHUKAX HalauTe obpasel Mmpukasza 1o JUYHOMY COCTaBy (pacmedaTtaTth Ha JucTe opmara
A4).

4. Ucnonb3ys matepuan u3 [punoxenns 1 «PekoMeH1aliuu 1o UCroab30BaHUIO MTPH
HalMCaHUM JIOKYMEHTOB OTJENbHBIX Hauboyiee YacTo YMOTPEOJIIEMBIX CIIOB M YCTOHYMBBIX
COYETAHMID» COCTaBbTE 3 PAa3IMUYHBIX JOKYMEHTa (MMHCbMO, MpHKa3, akT U Ap.). OdopMuTh Ha
muctax (Qopmara A4, pydkod MM MapKepoM OTMETUTh HCIOJb3yeMble CJIOBAa WU
CIIOBOCOYETAHUs, MOJMUCATh K KAaKOMY OJIOKY PEeKOMEHIAIMil OTHOCUTCS (HalpUMep, OKA3amb
NnOMOWb - YCTOMUUBBIA 000POT peun).



Hepeqenb yacmu KomnemeHuuﬁ, npoeepAemovlx OYeHO4YHbIM cpedcmeom:
[IK-1.1]J1- 1. 3Hath OCHOBBI 3aKOHOJaTeNbCTBA PD 0 mepcoHaIbHBIX JAaHHBIX, OCHOBBI
TPYZAOBOr0, APXUBHOI'0, aIMUHUCTPATUBHOT O , MUTPALIMOHHOT'O , HAJIOTOBOT'O 3aKOHO/1aTENbCTBRA,
3akoHonatenbcTBa B chepe OT
[NK-2.U1- 1. CnocobeH peann3oBbIBaTh CUCTEMY CTPATETHMYECKOrO W ONEPallMOHHOTO
YIPABJIEHUS [TEPCOHAIOM
MK-3.U- 1 YmeTp obecriednBaTh JOKYMEHTAIIMOHHOE COMPOBOXKIEHHUE IMPOIECCOB MO
YIPaBJICHUIO MIEPCOHATIOM B COOTBETCTBUH C TPEOOBAHUSIMU 3aKOHOATEIbCTBA
4.1.3 PemieHue cMTYalMOHHBIX 32124 10 MJIAHY NPO0JIEeMHOI0 cCeMUHAapa
1. CoctraBbTe M o(hopMuUTE MpUKa3bl 1O OCHOBHOW JAESITENBPHOCTH, B Cclydae
HEOO0XOAMMOCTHJ00aBbTE HEIOCTAIOIIYIO HH(OPMAIINIO:

C nenpto NpUBJIEYEHUS CIIOHCOPOB JJI1 00€CIEeUEeHUs TPOU3BOJCTBEHHON JEsTEIbHOCTU
reHepasibHbiil gupekrop OOO «Montep» (r. ExarepunOypr) O. I'. CokonoB 20 ceHTA0pA
TEKyLIero roja W3gaji MpUKa3 O CO3JaHUU KOMMEPYECKOrO OTAENa CO CIECAYIOIIMM IITaTHBIM
COCTaBOM: KOMMEpYECKH aupekTop — 1 mT. ef., Beayumii cnenuanicT — 1 mr. en., CrenuaniucT

— 1 mrr. en.

I'maBHOMYy Oyxrantepy npeanpusitus ['. A. I'opsueBy ObLTO MOPYYEHO BHECTH U3MEHEHUS
B LITATHOE PACIMCAHKE IPEANPUATHS Ha 4 -1 KBapTajl TEKYIEro roja U BBIHECTH HA YTBEPKICHUE
HOBBI JTOKyMeHT K | okTa6psa. HauanbHuxy otnena kaapo T. H. UrnateeBy mpenmnucaHo
YKOMIUIEKTOBaHUE OT/IeJIa KaJpaMH C BBICIIUM SKOHOMUYECKUM oOpa3oBaHueM K 10 okTsOpsi.

OTBETCTBEHHOCTD 3a UCIIOJIHCHHUE IMTPUKA3a TUPEKTOP OCTaBUII 32 coO0M. JlaHHBII TPOEKT
MpUKa3a COCTABIISUI CEKpeETaph renepanbHoro aupekropa U. U. Biacoga.

Hepequb yacmu KOMI’lemeHI/ﬂ/ll:Z, npoeepAaemblx OUeHOYHbIM cpedcm@oM:

[IK-1.1/1- 1. 3HaTh OCHOBHI 3aKOHOJAaTeNbCTBA PP 0 mepcoHaNbHBIX JAaHHBIX, OCHOBBI
TPYIOBOr'0, APXUBHOT' 0, AAIMUHUCTPATUBHOT O , MUTPALIMOHHOTO , HAJIOTOBOI'0 3aKOHO/1aTeNIbCTBA,
3akoHonatenbpcTBa B chepe OT

[K-2.1UJ1- 1. CnocobeH peann30oBbIBATH CUCTEMY CTPATErMUECKOr0 U ONEPallMOHHOIO
YIPABJIECHUS IEPCOHAIIOM

I[MK-3.1JI- 1 YMerp obecrieunBaTh JOKYMEHTAIIMOHHOE COIMPOBOXICHHE IMPOIIECCOB IO
YIPaBIICHUIO TIEPCOHATIOM B COOTBETCTBUH C TPEOOBAHUSIMU 3aKOHOIATEIHCTBA

4.1.4 IloaroroBKa coo0IMeHUH MO MJIAHY MPO0JEMHOI0 CeMUHAapa

[Mpoanammsupyiite 'OCT P 7.0.97-2016. Cucrema crangapToB 1o uH(pOpMaum,
OuOIMOTEUHOMY M M3AaTenbcKkoMy Aeny. OpraHu3allMOHHO  -paclopsauTeNbHas
nokyMeHTanus. TpeboBaHus K OQOPMIIEHHIO JOKYMEHTOB, OTBETHTE Ha CIEAYIOIINE
BOIIPOCHI:

1) Jlaiite ompenelleHHEe TOHATHIO  «PEKBU3UT». CKOJIBKO PEKBHU3UTOB
CYLIECTBYET y JOKYMEHTa (110 JaHHOMY I'OCYy/1IapCTBEHHOMY CTaHAapTy)?

2)  Kakue TpeOOBaHMS B COOTBETCTBMU C JA@HHBIM HOPMATHBHBIM JOKYMEHTOM
JOJDKHBI PEABSBISATHCS K OJJaHKaM JIOKyMEHTOB?

Ilepeuenv wacmu xomnemeHyutl, NPOBEPAEMbIX OUECHOUHBIM CPEOCMBOM.

[IK-1.1/- 1. 3Hath OCHOBBI 3aKOHOJATENIbCTBA PP 0 mepcoHaNbHBIX JaHHBIX, OCHOBBI
TPYAOBOT0, ApXUBHOI'0, aAMUHUCTPATUBHOI'O , MUT'PALIMOHHOT'O , HAJIOTOBOT'0 3aKOHOATEIbCTBA,
3akoHonaTtenbcTBa B chepe OT

[K-2.1UJ1- 1. CnocobeH peann3oBbIBaTH CUCTEMY CTPATErMUECKOr0 U ONEPallMOHHOIO
yIpaBJIEHUs] IEPCOHATIOM
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[K-3.U- 1 YmeTp obecriedynBaTh JOKYMEHTAIMOHHOE COMPOBOXKIEHHE MPOIECCOB MO
YIPABJICHUIO TIEPCOHAIIOM B COOTBETCTBHH C TPEOOBAHUSIMHU 3aKOHOIATEIILCTBA

4.1.5 IlpumepHbIe BONMPOCHI HTOTOBOI0 TECTUPOBAHMS (MPOBOAMTCS MO BCEM TeMaM
y4e0HOTo Kypca):

Bapuant 1. (mpumep)
2. K oprann3aniioHHbIM JOKYMEHTaM OTHOCHUTCS:
A) monoxenue 00
opranuzanuu;b)
yKa3aHue;
B) nporokou.
3. PykoBoactBo OO0 «CTpOoiCYNepuHBECTTOPT» PEIIAIIO MPU OPOPMIICHUU MHUCHhMa-
NPEJIOKEHUST O COTPYAHMYECTBE CBOMM HapTHepaMm «lHBeCTCTpONKOMKHPIHY
UCIOJIb30BaTh N300pakeHNE TOCy1apCTBEHHOr o repda Pd.
Hackonbko npaBomouHsl aeictBust pykooacrsa Oomecrsa? [lontBepanre cBoil OTBET
CCBUIKOM HAa HOPMAaTHUBHBIE JOKYMEHTBI.

4. OpopMuUTE HECKOJILKO BUJIOB peKBH3HUTA «OTMETKA O MIPUIIOKCHUN
® [IPUIOKEHHI B JIOKYMEHTE HECKOJIBKO;

® IIPIIOKEHNE COPOIIIOPOBAHO;

5. Ha xakue 6udvt 00KyMenmos ne pacnpocmpausemcsi
oeticmeuel OCT P 7.0.97-20167

a) ycTaB, MOJIOKEHHE, aKThl, TMChMa, CIIPABKU;

0) ycTaB, 3a4eTHbIC KHU)KKH, aKThI, TChMA,

CIIPaBKH; B) YCTaB, IMOJIOKCHUE, AKTHI,

yIIOCTOBEPCHHUS, CIIPABKHU.

6. I1o pacnonosicenuro pekeuzumos vloeisom ciedyoujue 8udvl OJAHKOB:
a) yriaoBOM U PO OJIbHBIN;

0) yriioBoii u

LIEHTPUPOBAHHBII; B)

YIJIOBOH U

LEHTPAJIM30BaAHHBIN.

[IK-1.1J1- 1. 3Hath OCHOBBI 3aKOHOJaTeNbcTBA PP 0 mepcoHaJIbHBIX JTaHHBIX, OCHOBBI
TPYZAOBOTO, APXUBHOT0, aIMUHUCTPATUBHOTO , MUTPALIMOHHOTO , HAJIOTOBOT'O 3aKOHO/IATENbCTBRA,
3aKoHOAaTeIbCTBa B chepe OT

[K-2.1UJ1- 1. CnocobeH peann30BBIBATH CUCTEMY CTPATETMUECKOTO U ONEPAlMOHHOTO
yIPaBJIEHUS [TEPCOHATIOM

[K-3.U- 1 YmeTp obecriedynBaTh JOKYMEHTAIMOHHOE COMPOBOXKIEHHE MPOIECCOB MO
yIPaBJICHUIO MIEPCOHATIOM B COOTBETCTBUH C TPEOOBAHUSAMU 3aKOHOATEIbCTBA

3a4eTHO-IK3aMeHAIIMOHHbIe MATEPUAJIBI 1JIsl POMEKYTOUHOM aTTecTalnu (9K3aMeH)
[ToHsiTHE CHCTEMBI TOKYMEHTAIIMOHHOTO 00ECIEUEHUS YIIPABJICHUSI IEPCOHATIOM.
TpeboBanus, mpeabsIBIsieMble K OQOPMIICHUIO PEKBU3UTOB KaPOBOM JOKYMEHTALIUH.
[Ipunanve 1OKyMEHTaM FOPUIMYECKON CUITBI.

[Topsimok 0OpabOTKM U PETUCTPALIUU JOKYMEHTOB, X WHJCKCcAIK. Perucrpannonnbie
(hOpMBI TOKYMEHTOB U UX 3aIlOJTHEHHE.

KoHTposnbs ucnoimHeHus T0KyMEHTOB.

Krnaccuduxarus kaapoBeIX JOKyMEHTOB.

7. OTnuuus B MOJATOTOBKE MPUKA30B 10 JIMYHOMY COCTaBY U IIPUKA30B [0 OCHOBHOM

el A

o,
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10.

11.
12.
13.

14.
15.
16.
17.

18.

19.
20.
21.

22.

23.

24,
25.
26.
217.
28.

29.
30.
31.
32.
33.
34.
35.
36.
37.

38.
39.
40.
41.
42.
43.
44,
45.

JeATeIbHOCTH.
HopmaTtuBHO-MeTon4eckas 6a3a, perjaMeHTHpyYoIias NOAr0TOBKY KaJapOBOi
JIOKYMEHTaI1H.

[TpocTble U CIIOKHBIE TPUKA3bl: 0COOEHHOCTH OPOPMIICHHUS.

[TonsiTHE TPYLOBOTI'O JOrOBOPA, 0053aTENbHBIX U JOMOJHUTEIBHBIX YCIOBUN TPY0BOTO
JIOrOBOpA.

[TpaBuia oopmieHns: peKBU3UTOB TPYJOBOTO JJOTOBOPA.

OcoGennoctu opopmiIeHHS )KypHala perucTpalii TPYIOBBIX 10T OBOPOB.

CocrtaB JOKyMEHTOB, TpeOYEMBIX OpraHaMy HaJA30pa U KOHTPOJISI IPH MPOBEACHUU
MIPOBEPOK.

Od¢opmaenue nporeaypsl IpOBEPKU KapOBOH TOKYMEHTALUH.

Oco0eHHOCTH COCTAaBICHHS )KYPHAJIA yueTa MEPOIPUATHI IO KOHTP OJTIO.

Bunb! npoBepok.

OTBeTCTBEHHOCTH paboTonaTens U GU3NYECKUX JIUI] Ha HEeHaJIexkalllee COCTOSIHIE
KaJIpOBOH TOKYMEHTALUU.

Ha3HaueHune MHCTPYKLMU 110 JOKYMEHTALIMOHHOMY 00€CIIeUeHUI0 YIPaBIeHUs
nepcoHasiom. CoctaB pa3zielioB.

OcobeHHocTH pa3pabOTKH M COCTABIIEHUS IITATHOTO PACIUCAHUS.

[TpaBuiia BHyTpEHHEr0 TPYOBOI'O PACIIOPSAKA: HA3HAUYEHUE U MOPSI0K 0POPMIIEHHUS.
[TepconanbHble JaHHBIE PAaOOTHHKA: COOp, XpaHEHHE, OTBETCTBEHHOCTh 3a
JIOCTOBEPHOCTb M HE3aKOHHOE PAaCIPOCTPaHEHHE.

OcHOBHBIE HOPMaTUBHO-TIPABOBBIE AKThI, PErIaMEHTUPYIOLIHE PpaboTy C TPYAOBBIMU
KHIKKaMU pabOTHHKOB.

[TpaBuiia opopmiieHUs TPYLOBbIX KHUXKEK, BHECCHUSI IOTIOJHEHUS U UCIIPABIICHUH B
HeMNpaBUIbHO BHECEHHBIE 3aIHCH.

[Topsiiok BeIIauM TPYAOBOM KHUKKH PAOOTHUKY

Bknazpim B TpyAOBYIO KHIKKY.

Briaua myonukaTta TpyIoBON KHIKKH

VYueT IBUKEHUS TPYJOBBIX KHMKEK M BKIIAIBIIICH K HUM.

Odopmaenne npuema paboTHUKOB. CocTaB JOKYMEHTOB, TPeOYyEMbIX IIPH NpUeMe Ha
pabory.

Odopmitenne nepeBosia pabOTHUKOB Ha JPYTyio paboTy

Odopmienue npoienypsl KOMAaHIUPOBAHUS PAOOTHUKOB.

Odopmnenue otmycka.

I[IpaBuna u cpoku MoAroToBKHU rpaduka otiryckoB ((popma T-7).

Odopmiienue npoueayps! yBoJIbHEHHsI pa0OTHUKOB

OcobeHHOCTH cOCTaBIeHUs YHU(DHUIIMPOBAHHBIX (POPM IPUKA30B 110 JUYHOMY COCTaBY.
dopmupoBaHue 1 BeJeHHE JINIHBIX Je. COCTaB JOKYMEHTOB JIMYHOTO JIeNa.

Benenue nuunbix kapTouek. [IpaBuia BHECEHHUS UCTIPABIEHUH B IMUHbBIE KAPTOUKH.
[Tonatue HoMeHKIATYphbI €. [lopsanok cocTaBieHNss HOMEHKIATYPbl 1€ KaJApoBOil
CITYKOBI.

TpeOoBaHus, IpeABABIsIEMbIE K 3ar0JIOBKaM €. DJIEMEHTHI 3aI 0JIOBKOB JEJI.
[MTopsinox GpopmupoBanus nen. IIpusHaku rpynnupoBKY JOKYMEHTOB B JieJa.

[TopsinOK MOArOTOBKH JOKYMEHTOB K apXUBHOMY XPaHEHUIO.

Knaccudukanus 10KyMEHTOB IO CPOKaM XpPaHEHHUS.

YactuuHoe U nonHoe opopmiieHue Jei.

CocraBnenue u opOpMIICHHE OMHICEH Jel.

Opranuzanys NpoBeeHHsI SKCIEPTH3bI IIEHHOCTU TOKYMEHTOB.

AJIMUHUCTpaTHBHAs OTBETCTBEHHOCTD 32 HApYyIICHHUE ACHCTBYIOIIETO 3aKOH0/1aTEbCTBA
110 ApXUBHOMY JIENy.

Kpurtepun oneHnBaHus pe3yJbTaToB 00y4eHUs
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Omnenka Kputepuu olieHuBaHUs M0 3K3aMEHY
Bricokuit OLICHKY «OTJIMYHO»/3a4TEHO 3aCIy)KUBACT CTYACHT, OCBOMBIINN 3HAHUS,
YPOBEHB «5» YMEHHS, KOMIETEHIIMH W TeopeTHueckuil martepuan Oe3 mpobesos;
(oTmnuno)/ BBITIOJIHUBIIMN BCE 3a/laHUs, MPEAYCMOTPEHHbIC Y4EOHBIM IJIAHOM Ha
3a4TEHO BBICOKOM KaueCTBEHHOM YPOBHE; MIPaKTUYECKUE HABBIKU
poecCHOHATLHOTO MPUMEHEHUSI OCBOCHHBIX 3HAHUIM CPOPMHUPOBAHBI.
Cpennuit OLIEHKY «XOpOIIO»/3a4TE€HO 3aCiIy>KUBAaeT CTYAEHT, MPaKTUYECKU
YPOBEHB «4» MTOJIHOCTBIO OCBOMBIIHM 3HAHUS, yMEHUS, KOMITIETCHIIMH U TEOPETHUCCKHI
(xoporro)/ Matepuay, ydeOHbIE 3aJaHusi HE OIEHEHbl MaKCHMaJbHBIM YHUCIOM
3a4TE€HO 0ayuIoB, B OCHOBHOM C(HhOpMHPOBAI MTPAKTUYECKHE HABBIKH.
[Toporossiit OLIEHKY «YJIOBIIETBOPUTEILHO»/3aUTCHO 3aCITY)KHBAET CTYJICHT, YACTHIHO
YPOBEHb «3» c mpoOemamMu OCBOWBIIMI  3HAHUS, YMCHHUSA, KOMICTCHIHH W
(YIoBIETBOpUTEN | TEOPETUUECKUN MaTepHal, MHOTHE yueOHbIe 3aaHusl TUOO HE BBIMOJIHNU,
bHO)/3aYTEHO au00 OHU OIEHEHBl YHCIOM OaIoB OJM3KUM K MHHHUMAJIbHOMY,
HEKOTOpbIe MPAKTUYECKUE HABBIKK HEe CPOPMUPOBAHBI.
MuHUMaNIBHBIA | OLEHKY «HEYIOBJIETBOPUTEIHHO»/HE 3aUTEHO 3aCIyKUBaeT CTYIEHT, He
YPOBEHB «2» OCBOMBUINI 3HAHUS, YMEHUS, KOMIETEHIIMH U TEOPETUUECKUI MaTepual,
(HEeyIOBJIETBOPHUT | yueOHbIE 3aJaHWs HE BBINOJIHWUJ, MPAKTHUYECKHME HABBIKU HE
enbHO)/He chopMupOBaHbL.
3a4TEHO

OneHouyHbIE CpeacTBa JJIi WHBAIMAIOB M JIMI] C OTPAaHMYCHHBIMH BO3MOXXHOCTSMHU
3I0POBBSI BEIOUPAIOTCS C YYETOM MX HHIUBUAYAIBHBIX ICHXO(PH3MUECKUX 0COOCHHOCTEH.

— IIpU HEOOXOAUMOCTH UHBAJIH/IaM U JIUI]aM C OrPaHUYEHHBIMHA BO3MOKH OCTSIMH 3[]0POBbSI
MIPEIOCTABISIETCS TOMOIHUTENLHOE BpeMsl JJIs MOATOTOBKH OTBETAa HA SK3aMEHE;

— IIpY NPOBEJCHUU MPOIEAYPhl OLIEHUBAHUS PE3YIbTATOB O0YUYEHUsI HHBAIHMJIOB U JIMII C
OTpaHMYEHHBIMH BO3MO)KHOCTSIMHU 370POBbSI TIPEIYyCMATPUBACTCS MCIOJIb30BAHNE TEXHHUECKIX
CpencTB, HEOOXOAMMBIX M B CBSI3H C MX HHIUBUIYAJTbHBIMU OCOOCHHOCTSAMH;

— TIpU HEOOXOIMMOCTH IS O0YJAIONIXCSl C OTPAaHUYECHHBIMH BO3MOXKHOCTSIMH 3JI0OPOBbSI
U WMHBAJIUAOB TPOLEAYpPa OLICHUBAHUS pE3yJHTATOB OOYYCHHS M0 JUCHUIUIMHE MOXKET
MIPOBOJUTHCS B HECKOJIBKO ITAIIOB.

[Tpouenypa omeHWBaHUS PE3yAbTATOB OOYYCHHs WHBAIUAOB M JIMII C OrPAHUYCHHBIMHU
BO3MO)KHOCTSIMH 37I0POBbsI TI0 JUCHUIUIMHE (MOJIYJIO) TpeaycMaTphBaeT MpPeaoCTaBICHHE
uHbopmanu B (opMax, aJanTUPOBAHHBIX K OrPAHUYEHHUSM HX 3J0POBbSl M BOCIPHUATHS
uHdopmauu:

JUist i1 ¢ HapyIIeHUsIMU 3pEHUS:

— B IIe4aTHOM (opMe yBEINYEHHBIM HIPU(PTOM,

— B (hopme 2IeKTPOHHOT' O JOKYMEHTA.

Jlnis au11 ¢ HapyIIEHUSIMU CITyXa:

— B mIeyaTHOH (opme,

— B popMe PIEKTPOHHOT O TOKYMEHTA.

JList Ji1 ¢ HapyIIeHUsSIMU OTTOPHO-IBUTATEIILHOTO aniapaTa:

— B meyaTHoO (hopme,

— B (hopme 37eKTPOHHOT'O JOKYMEHTA.

JlaHHBI TepeuyeHb MOXKET ObITh KOHKPETH3UPOBAH B 3aBUCHMOCTH OT KOHTHHTEHTA
00yJarommxcs.

5. llepeyeHb yueOHOM JIUTEPaTYphbl, HH(POPMALUMOHHBIX PECYPCOB U T€XHOJIOT Uil
5.1. YueOHas auTeparypa

1. Abymanze, JI. I'. JlokymeHTanumoHHOEe oOOecleueHHe YIpaBJICHUS
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NIEepPCOHAJIOM : Y4eOHHMK M NMpakTUuKyMm Juist By3oB / JI. I'. AOynanze, U. b. Bemmpsbkkuna, B.

M. MacnoBa. — MockBa : MzgatensctBo IOpaiit, 2020. — 299 c¢. — (Bricmee
obpaszoBanue). — ISBN 978-5- 534-00875-3. —  Teker : 9JEKTPOHHBIH  //
OBC  MOpaiit  [caiit]. — URL: https://urait.ru/bcode/450813

2. beikoBa  T.A.  JlOKyMEHTAallMOHHOE  OOCCICUCHHWE  YIPABJICHUS

(menompon3BoaCcTBO): yueO. mocodbue s cryaeHToB By3oB / T. A. beikoBa, T. B.
Kysuernosa, JI. B. Cankuna ; mog oomr. pea. T. B. Ky3nenoBoii. - 2-e uzj., nepepad. u gom.
- M. : UH®PA-M, 2015.-304 ¢

3. Kysnenos, WM. H. JlokymeHTalmoHHOE o0OecreueHne YrpaBieHUs
MEPCOHAJIOM : YYeOHHUK M MTPAKTUKYM JJIs TpuKiagHoro 6akanaspuata / Y. H. Ky3nernos. —
Mocksa : M3marensctBo FOpaiit, 2019. — 520 c¢. — (bakanaBp. [Ipukmannoit kypc). —
ISBN 978-5-9916-4000-8. — Tekcr : anekrponnsiit // DBC Opaiit [caiit]. — URL:
https://urait.ru/bcode/426321

4. Paznopoxnbiil A.A. JlokyMeHTHpOBaHUE yIIPABIEHYECKON e TEIbHOCTH:
y4ae0. mocobue s cTyAeHTOB By30B / A. A. PaznopoxHusrii. - M. : UHDOPA-M, 2015. - 304
C.

5.  «'OCT P 7.0.97-2016. HaunonanbHsiii crangapt Poccuiickoit denepanuu.
Cucrema craHaapToB 10 HHpOpManMM, OHOIMOTEUHOMY U H3JATEIBCKOMY JEiy.
OpraHu3alluOHHO- paclopsiAuTeNabHass JOKyMeHTanus. TpeboBaHus K 0QOPMIIEHUIO
nokymeHToB» (yTB. [Ipukazom Poccrangapta ot 08.12.2016 Ne2004-c1);

6. IlocranoBnenue I'occranmapra P® or 03.03.2003 Ne65-ct «O mpuHATUH U
BBEJICHUM BJICHCTBHE IOCyAapcTBEHHOro ctannapta Poccuiickoit denepanun» (BMecTe ¢
«'OCT P 630- 2003. T'ocymapctBenHblii cranaapt Poccuiickoit ®enepanuu.
YHupUIMpoBaHHbIE CHCTEMBbI JIOKYMEHTALUH. YHuduuuposanHas cucrema
OpraHM3allMOHHO-PACIIOPSIANTEIbHON  JOKyMeHTauu. TpeOoBaHUS K O(QOPMIIEHUIO
JIOKYMEHTOBY);

7. «I'OCT P 7.0.8-2013. Hanumonanbnbiii crannapt Poccuiickoit ®denepanuu.
Cucrema crangapToB Mo uHMOpManuu, OWUOIMOTEYHOMY | U3JATEINHCKOMY Jey.
JlenonpousBoACTBO M apXuBHOE neno. TepMmuHbl u omnpexneneHus» (yTB. Ilpuxazom
Poccranmapra or 17.10.2013 Ne1185-cT).

5.2. Ilepuoanyeckas Jureparypa
Basel manubeix kommnanun «ct Beroy http://dlib.eastview.com
Onekrponnas 6ubimmoreka GREBENNIKON.RU https://grebennikon.ru/
xypHal "Ynupasnenue nepcoraniom” http://www.top-personal.ru
xypHal «Pabota ¢ mepconaiom» http://www.hr-journal.ru
Kypnain «Itat» www.hrmedia.ru
Kypuan «Kagposuk» panor.ru/journals/kadrovik
DeKTpOHHBIN KypHa «/lupekrop mo nepconaay» http://e.hr-director.ru

PN O WNE

www.gd.ru/rubric/view/id/122-upravlenie-personalom.
9. Xypuan «Couuonornueckue uccieaoBanus» https://wwwe.isras.ru/

. XKypnan «["enepanbHbIi TUPEKTOP» (paznen «YrpaBieHue HIEPCOHAIOM»

5.3. UHTepHeT-pecypcbl, B TOM 4YHCJI€e COBpeMeHHble NpodecCHOHAIbHBbIE 0a3bl

OJAHHBIX U I/IH(l)OpMaIII/IOHHbIe CIIPAaBO4YHbIC CHCTEMbI
DJIeKTPOHHO-0MOan0oTeunble cucTembl (IBC):

1. DBC «IOPAUNT» https://urait.ru/

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

4. OBC «ZNANIUM.COM>» www.znanium.com
5. OBC «JIAHb» https://e.lanbook.com
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http://www.book.ru/
https://znanium.com/
https://e.lanbook.com/

IIpodeccuonanbubie 0a3bl JAHHBIX:

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

Scopus http://www.scopus.com/

ScienceDirect www.sciencedirect.com

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

Hayunas snextponnas 6ubimoreka (HOB) http://www.elibrary.ru/

ITomHOTEKCTOBEIE APXHWBBI BEAYIIUX 3allaAHBIX HAYUYHBIX ) XYPHAJIOB HAa Poccuiickoit
nnaT(bopMe Hay4HbIX ) ypHaitoB HOMKOH http://archive.neicon.ru

7. HammonanmpHasi JJIEKTpOHHAs  OuOMMOTEKa  (mMOCTYym K DJIEKTPOHHOW  OMOIMOTEKe
nuccepranuii Poccuiickoit rocynapcreennoi oudmuorexu (PI'B) https://rusneb.ru/

8. Tlpesumentckas 6udauoreka uM. b.H. Enprinna https://www.prlib.ru/

9. DnexrponHas koyekus Okcdopackoro Poccuiickoro @onma
https://ebookcentral.proguest.com/lib/kubanstate/home.action

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

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

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

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

14. zbMath https://zbmath.org/

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

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

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

18. YuuBepcuTerckas nHpopmanuonHas cucrema POCCHUS http://uisrussia.msu.ru

ook wn =

NupopmannoHHbIe CIPABOYHbIE CHCTEMbI:
1. KoucynbranT Ilntoc - cipaBoyHas mpaBoBasi cucTeMa (JI0CTyM 10 JIOKaJIbHOM CeTu ¢
KOMIIBIOTEPOB OMOIMOTEKH)

Pecypcnbl cBoOoaHOTO JOCTYNA:

AmepukaHckas mateHTHas 0asa manHbIx http://www.uspto.gov/patft/

[TosnHbIe TEKCTHI KaHAACKUX auccepraimit http://www.nlc-bnc.ca/thesescanada/

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

MuHHCTEpCTBO HAYKHU U BBICIIEro oopa3zoBanust Poccuiickoit @enepanuun
https //www.minobrnauki.gov.ru/;

5. ®enepanbHbiii moptan "Poccuiickoe oopazosanue” http://www.edu.ru/;

6. UMndopmanmonnas cucrema "ExnHoe OKHO 10CTyna K 00pa3oBaTeNbHBIM pecypcam”
http://window.edu.ru/;

7. Enunas xonnekuus nudpoBsix o0pazoBarenbHbIX pecypcos hitp://school-collection.edu.ru/ .

8. dexnepanbHbIi HEHTP HHPOPMALIMOHHO-00pa3oBarenbHbIX pecypcos (http://fcior.edu.ru/);

9. Ilpoekt 'ocymapcrBeHHOr0 MHCTUTYTA pycckoro s3bika uMenu A.C. [lymknna
"O6pa3oBanue Ha pycckoM" https://pushkininstitute.ru/;

10. CnpaBouyHO-uH(pOpMaIMOHHBIN opTai "Pycckuit s3pik" http://gramota.ru/;

11. Cayx0a TeMaTHYECKHX TOJIKOBBIX ciioBapeit http://www.glossary.ru/;

12. CnoBapwu u sHImKIoneauun http://dic.academic.ru/;

13. OO6pa3oBarespHbii mopran "Yuebda" http://www.ucheba.com/;

14. 3akononpoekT "O6 obpa3zoBanuu B Poccuiickoit @eneparuu'". Borpocsr 1 otBeThI http://xn--
273--84d1f.xn--plai/voprosy i otvety

S .

Co0OcTBeHHBIE 3JIEKTPOHHBIE 00pa3oBaTe/ibHbIe U HH(POPMALMOHHBIE PeCypPChI
KyoI'Y:
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1. Cpena MoayJbHOIO AMHaMHUYecKoro ooydenus http://moodle.kubsu.ru

2. ba3za y4eOHBIX IJIaHOB, Y4€0HO-METOJUUYECKUX KOMIUIEKCOB, MyOIMKaIUil U KOH(pepeHIHi
http://mschool.kubsu.ru/

3. bubnmorteka nH}pOpMaLMOHHBIX pecypcoB Kadeapsl HH(YOPMALIMOHHBIX 00Pa30BaTEIbHBIX
TexHozorui http://mschool.kubsu.ru;

4. DnexTpoHHbIi apxuB qokymeHToB KyoI'Y http://docspace.kubsu.ru/

5. DnexTpoHHbIe 00pa3oBaTeIbHbIE pecypchl Kadeapbl HHPOPMAIIMOHHBIX CHCTEM U T€XHOJIOTHil
B oOpazoBanuun KyOI'Y wu HayuHo-meromumueckoro xypHana "IHIKOJIBHBIE T'OJIbI"
http://icdau.kubsu.ru/

6. MeToanuyecKkue yKa3zaHusi 1Jis1 00y4aIO M XCHA M0 OCBOCHH IO TN CIUTLTHHBI (MOTYJIs1)

JIeKIMOHHOE 3aHATHE NPEACTaBIsIeT COO0OW CHUCTEeMAaTHYECKOe, MOCIeI0BaTEIbHOE,
MOHOJIOTHYECKOE H3JI0KEHHE IMPENoAaBaTeIeM-JIEKTOPOM y4eOHOro mMaTepuana, Kak MpaBuio,
TEOPETUYECKOTr0 XapakTepa. Takoe 3aHSATHE TNPEACTaBIsIeT COOONH SJIEMEHT TEXHOJIOTUU
OpeACTaBIeHUs Yy4eOHOro MaTepuajga NyTeM JIOTMYECKH CTPOWHOTO, CHCTEeMaTH4YECKU
MIOCJIEIOBATENIBHOTO U SICHOTO M3JIOKEHUS C HUCIIOIb30BaHHEM HHTEPAKTUBHBIX 00pa30BaTENbHbBIX
TEXHOJOTUN (MYJIbTUMEIUUHBIX, JIEKIIUH -AUCKYCCUH, JICKI[UU-TEMOHCTPALIUH ).

Lenp nexkuuu — oOpraHu3alus UEJICHANPABICHHON NO3HABATEILHOM JAESITEIbHOCTU
o0yyaroumxcs 1o OBJIaJCHUIO IPOrPaMMHBIM MaTepHUaaoM yuyeOHOM qucuMILUIMHEL. YTeHne Kypea
JIEKLIMH MO3BOJISIET AaTh CBSA3aHHOE, IOCJIEN0BATEIbHOE U3JI0KEHUE MaTepraja B COOTBETCTBUU C
HOBEUIIMMHU JaHHBIMU HAaYKH, COOOIIMTH CIYyIIATENsIM OCHOBHOE COJEp)KaHWEe IMpeaAMeTra B
LEJI0CTHOM, CUCTEMATU3UPOBAHHOM BHUJIE.

3ajaun JEKUMM 3aKJI04aroTcs B obecredeHUH (OPMUPOBAHMSI CUCTEMBI 3HAHHUM IO
yuyeOHON JUCUMIUIMHE, B YMEHUU apryMEHTHPOBAaHHO U3Jarath Hay4yHbI MaTepual, B
¢dopmupoBaHuu NpoecCUOHATBHOIO KpPyro3opa M oOLIeH KyJIbTypbl, B OTPa)K€HUH €IIe He
MONYYUBIINX OCBEIICHHS B y4eOHON IUTEpaType HOBBIX TOCTHXKEHUN HAayKH, B ONTHUMHU3AIHNH
Ipyrux Gpopm opraHuzanuu yaeOHOro mpoiiecca.

[IpakTHueckue 3aHATUS — SBISIOTCS QOpMOI yueOHOW ayauTOpPHOU pabOThHI, B paMKax
KOTOpON (OpMHUPYIOTCS, 3aKpEIUIIIOTCS W IPEACTABISAIOTCS 3HAHUS, YMEHHUS U HAaBBIKH,
UHTETPUPYIOIINE PE3yIbTaThl OCBOEHUS KOMIETEHLIMH Kak B JIEKIIMOHHOM ¢opmaTe, Tak B
pa3nuuHbBIX (opMax camocTosATeNbHON paboThl. K KakaoMy 3aHATHIO TIperojaBaTereM
(bopMyIupyIOTCS TpaKTUYECKUE 3alaHus, TPEOOBAHUS W METOJUYECKHME PEKOMEHIAIMH K UX
BBINOJIHEHHIO, KOTOPbIE MPEACTABISAIOTCS B (POH/IE OIEHOYHBIX CPEACTB YUCOHOM JUCITUTUINHBI.

KoHTponb caMocCTOSTENbHOM pabOThI: Al CTYJCHTOB JHEBHOW W 3a049HOM (DOpMEI
0o0y4yeHUs — TEKYIIUH KOHTPOJIb OCYIIECTBISETCS B COOTBETCTBHE C MPOrpaMMOM 3aHITHIA
(exxeHenenpHO AJIs CTYACHTOB OYHON (hOpMBI 00yUEHHUS; IO CeMeCTpaM — Ui CTYAEHTOB 3a0UHOM
¢dbopmMbl  00ydeHHUs); TMPOMEKYTOUHBIA KOHTPOJIb IO MTOraM OCBOCHMS  JUCLMILIMHBI
ocymiecTBisieTcss B (opMe PEHTUHTOBOW CHCTEMBI OILlEHOK. Onucanne 3amaHuii ist
CaMOCTOATENILHOM paboThl CTYJEHTOB M TpPeOOBAaHWW 1O WX BBIIOJIHEHHUIO BBIIAIOTCA
IperojaBaTesieM B COOTBETCTBHM C pPa3pabOTaHHbIM (OHJIOM OLIEHOYHBIX CPEACTB IO
JTUCLUIUIMHE.

CaMmocrosiTenpHass paboTa CTYAEHTOB MO JaHHOMY Yy4eOHOMY Kypcy Mpeamnoiaraer
MO3TAIHYIO MOATOTOBKY IO KaXXJAOMY pa3zeily B paMKax COOTBETCTBYIOIIMX 3a/IaHH:

[lepBbiii 3Tam caMOCTOSATENBbHOM pabOThl CTYIEHTOB BKJIIOYAeT B ceOsl TILATEIbHOE
N3y4EHHE TEOPETUYECKOr0 MaTepuana Ha OCHOBE JIEKIMOHHBIX MaTepHasoB IpErnoaaBaTens,
PEKOMEHIYEMBIX DPA3[eIOB OCHOBHOM W  JONOJHUTEIBHONW JMTEPATYphl, MaTEpHAJIOB
MePUOAMYECKUX HAYUIHBIX U3JaHUHN, HEOOXOUMBIX /ISl OBJIAJICHUS MTOHSITHITHO -KaTeropruaibHbIM
anmapaTtoM U (OpMHpPOBAHUS MPEACTABICHUN O KOMILJIEKCE aHAIUTUYECKOTO MHCTPYMEHTApHS,
MCIOB3YEMOro Kak B paMKax JIaHHOW OTpaciy 3HAHUs, TAK U TyOJIMYHON MPAKTUKE;

Ha BTOpOM 5Tane Ha ocHOBEe C(POPMHPOBAHHBIX 3HAHUN U MPEICTABICHUN 10 JAHHOMY
paszeny CTyIEeHTbI BHIIOJHAIOT IPaKTUUECKUE 3a/JaHus, HalleJIeHHbIE Ha (hOpMHUpOBaHUE YMEHHH
U HaBBIKOB B paMKaX 3asBJICHHOW KomneTeHUMH. Ha naHHOM 3Tame CTyAeHThl OCYLIECTBISIOT
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CaMOCTOATEJIbHBI TMOMCK S3MIMPUYECKUX MATEpUaioB B pPaMKax KOHKPETHOIO 3a/aHMus,
0000IaI0T ¥  aHATM3UPYIOT COOpAaHHBIM MaTepual MO CXeMe, PEKOMEHJIOBAHHOU
npenojaasareneM,  (GOPMYIUPYIOT  BbIBOJABI, TOTOBSAT  IPAaKTUYECKHE  PEKOMEHIAllUH,
MIPE3EHTALMOHHbIE MaTEPUAIIbI ISl MyOIUYHOr O UX MPEACTABICHUS U 00CYKIEHUS.

Kputepun OLICHKM 3aJlaHMii B paMKax CaMOCTOSTEIbHOW pabOThl  CTYJICHTOB
(bopMyIUpYIOTCS IIpernoaaBaTeneM B GOH/IE OLIEHOUHBIX CPECTB.

B ocBoeHMM quCHUIIIMHBI UHBAIMIAMHU U JIMIAMU C OFPAaHUYEHHBIMU BO3MOXHOCTSIMU
310pOBbsl OOJbIIOE 3HAUEHHUE HMMEET WHIAUBUAyaldbHas y4yeOHas pabora (KOHCYJIbTAIlMH) —
JIOTIOJIHUTENIBHOE pa3bsiCHEHUE yueOHOro MaTepHuana.

WuauBuayanbHble KOHCYJNbTAlMM IO TMpPEIMETy SBJSIOTCS BaXXHBIM  (PaKTOpPOM,
CIOCOOCTBYIOIIMM MHAMBUAYATU3alMK O0Oy4EHUs U YCTAHOBJICHHUIO BOCIUTATEILHOIO KOHTAKTa
MEXAy TMpernojaBaTteeM M OOydaroIMMCS HMHBAJUAOM MM JIMIIOM C OTrpaHUYEHHBIMH
BO3MOKHOCTSIMH 3/10POBBS.

B ocBoeHMM AMCHMIIIMHBI MHBAIUIAMU U JIMIAMHU C OTPaHUMYEHHBIMH BO3MOXKHOCTSIMHU
30POBbsl OOJIBIIIOE 3HAUCHHE WMeEET WHAWBHIyalbHas ydeOHas paboTa (KOHCYJIbTAIUU) —
JIOTIOJIHUTENIBHOE pa3bsiCHEHUE yueOHOro MaTepuaa.

NunuBuayanbHble KOHCYJbTAallMM IO TPEIAMETY SBJISIIOTCA BaXXHBIM  (PAKTOPOM,
CIOCOOCTBYIOLIMM MHIMBUIYyaIU3alui OOY4YEHHsS M YCTAaHOBJIECHUIO BOCIIUTATEIbHOIO KOHTAKTa
MEXJy IpernojaBaTeieM U O00ydaloIIMMCS HWHBAJIUAOM MM JIMIOM C OrpaHMYE€HHBIMU
BO3MOXKHOCTSIMH 3/]0POBbS.

Metoanyeckne peKOMEHJAMH, ONpede/silolde Ipouelypbl OLEHUBAHUSA HA
ceMHMHape:

Kpumepuu oyenxu:

«yIIOBJICTBOPUTEIILHO» - CTYIEHT UMeeT (parMeHTapHble NMPEACTaBIEHUS 00 OCHOBHBIX
aCleKTaX MEKJIUYHOCTHBIX W TPYNIOBBIX KOMMYHHUKALUN, YaCTUYHO OCBOMJI TOHSATHIHO-
KaTer opyalibHBIN anmnapar.;

«XOpOUIO» - CTYAEHT JIEMOHCTPHUPYET OOIMe 3HaHMs 110 paccCMaTPUBAEMbIM BOIIPOCaM,
yMeeT yCTaHABIMBATH CBSI3U MEXKY TEOPETUUECKUMHU IMOHATHSIMHU M SMIUPHUECKUMU (HaKTaMU;

«OTJIIMYHO» - CTYJEHT JEMOHCTPUPYET CHCTEMHBbIE 3HAaHHUS OCHOBHBIX BOIIPOCOB
M3y4aeMoil JUCHUIUIMHBI, YMEET YCTaHaBIMBATh CBS3M MEXK]Y TEOPETHUYECKUMHU MOHATUSMU U
SMIOUPUYECKUMH (pakTamMu, GOpMyIHpyeT aHaTUTHIECKue 0000IIEHNS U BHIBOJIBI.

MeToauyeckue peKOMeHIALUH, ONIPeae/isiiolue NPoLeAyPbI OlleHUBAHUS YYaCTHUS B
AUCKYCCUM:

Kpumepuu oyenxu:

«yIIOBJIETBOPUTEILHO» - CTYAEHTOM MOMYLIEHbl 3HAUYMTEIbHbIE ONIMOKHU, B OTBETE HE
PacKpbITBl HEKOTOpHIE CYILIECTBEHHBIE ACIEKThl COAEP)KaHUs, CTYAEHT HE CMOI II0Ka3aTh
HEOOXOAMMbIE YMEHHUS 0 METOJIaX KOMaHHOT'O B3aUMO/ICH CTBHS;

«XOpOILIO» - CTYAEHT JONYCKAaeT HECYIIECTBEHHbIE OLIMOKH, HEJOCTATOYHO ITOJIHO
packpbL1 coiepKaHuE BOIIPOCa, HE CMOT B ITpoliecce Oecebl CaMOCTOSTENbHO 1aTh HEOOXO0IUMbIE
MOTPABKHU U JTOTOTHEHHUS;

«OTJMYHO» - CTYAEHT aKTUBHO YYaCTBYET B JIUCKYCCHUM, JIOTUYHO M IOCJEIOBATEIILHO
BBIPa)KAaeT CBOM OTBET, AEMOHCTPUPYET 3HAHUS HAYYHOH TEPMUHOJIOTUU B KOHTEKCTE OTBETA;
OOBSICHSIET MPUYMHHO-CIECTBEHHbIE U (DYHKIIMOHAIBHBIE CBSI3HM; PACKPbIBACT HA IMpUMeEpax
TEOPETUYECKHU € TOJIOKEHUS U MOHATHUS; (OPMYIUPYET COOCTBEHHBIE CYKACHUS U apIyMEHTHI.

MeToauveckne peKOMeHIAUM, ONpee/IsiioIne Npoue1ypbl OLeHUBAHUSA Y4aCTHS B
padoTe MATBIX FPYIII HAJl KeliCOM M pelleHueM CUTYallMOHHBIX 3a1a4:

Kpumepuu oyenxu:

«YIOBIICTBOPUTEIHLHO»/3a4TEHO - paboTa B TPYIIOBON NESITENLHOCTH HAJl pPEIleHUEM
CHTYaIll[MOHHOW 3ajauu Oe3 ydacTus B MNyOJUYHOM OOCYKICHHMH M apryMeHTalHuu
copMyIUPOBAHHBIX BHIBOJIOB;
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«XOPOIIO»/3aUTEHO - paboTa B IPYIIIOBOM AEATEIbHOCTU Ha/l PEIIeHUEM CUTYaIlMOHHON
3aJladyd € COJAEpXKaTelbHbIM ydacTMeM B IyOJUYHOM OOCYXKAEHHH U apryMEeHTalHU
c(opMyJIMPOBAHHBIX BBIBOJIOB;

«OTJIMYHO»/3aYTEHO - AE€MOHCTPUpALUS JIUJEPCKON MO3ULIMU B TPYNIIOBON JI€ATEIbHOCTH
HaJl peLIeHUEM CUTYallMOHHOW 33a[]aul C COIEPKATEIIbHBIM YYaCTHEM B ITyOJIMYHOM 00CYXIEHUH
U CUCTEMHOM apryMeHTanuu c(hopMyIUPOBAHHBIX BBIBOJIOB.

Mertoauyeckne peKOMEHIALUM, ONpeAessilOLIUe
pe3yJbTaToB 3a1IUTHI pedepara/scce:

Kpumepuu oyenxu:

«yIIOBJICTBOPUTEIILHO»/3aUTEHO — MPOMEKYTOUHBIE pe3yJbTaThl 3alUThl pedepaTa/scce
MIPEACTABISIIOT COO0M M3II0KEHUE HECAMOCTOSITENbHBIX PE3YyJIbTaTOB HamucaHUs paboThl, 0e3
TIIATEIbHON NPOPAOOTKH JIUTEPATYPHBIX UCTOUHUKOB;

«XOPOII0»/3aUTEHO - IPOMEKYTOUHBIE PE3YJIbTATHI 3aLUTHI pedeparta/scce MPeaCTaBISIOT
coOOl CcaMOCTOSITENIbHBIM aHaIU3 Pa3HOOOPAa3HBIX HAYUHBIX HCCIENOBAaHUN M SMIMPUUYECKHX
JAHHBIX, NIPU 3TOM HE B IIOJHOW Mepe OTpa)keHbl TpeOoBaHUs, C(HOPMYIUPOBAHHBIE K €ro
CTPYKTYPE U COJIEPKAHUIO.

«OTJINYHO» - IPOMEKYTOUHBIE PE3YJIbTAThl 3aLUTHI pedepaTa/scce MPEACTABIAIOT COO0H
pe3yJibTaThl CaMOCTOSITENIbHOW pPabOThl M OTpa)kaloT Bce TpeOOBaHHUA, K COJEPIKATEIBHOMY
HAIOJHEHUIO U CTPYKTYPUPOBAHUIO PaOOTHI.

Metoanyeckne  peKOMEHIALUH,
pPe3yJ1bTaTOB TeCTHPOBAHNS

Kpumepuu oyenxu:

«yJIOBJIETBOPUTEIILHOY - €CJIU CTYAEHT OTBEYaeT NpaBUiIbHO Ha 50% TECTOBBIX 3a/laHUH.

«XOPOULIO» - €CIIM CTYJIEHT OTBeYaeT NpaBwibHO OT 51 10 90 % TecToBbIX 3aqaHui.

«OTIMYHO» - €CIHM CTYJEHT oTBedaeT npaBuibHO 0T 91 10 100 % TecToBbIX 3a7aHuUI.

7. MaTepuajibHO-TEXHHYECKO€E o0ecneyeHne no JMCUMILInHE (MOTYJII0)

ITo Bcem BuaaM Yy4eOHON JEATEIBHOCTH B paMKax AMCHUIUIMHBI HCIOJIB3YIOTCS
ayJAUTOpPUH, KaOMHETHl M Ja00opaTOpUU, OCHAIICHHbIE HEOOXOTUMBIM CIIEIHUATN3UPOBAHHBIM U
71ab0paTOpHBIM 000PYTOBAHHEM.

npoueaypbl  OUECHUBAHUA

onpeaeasrIme nmpoueaypsl OICHUBAHUA

HaumeHoBaH#e crieriuaibHbIX OCHaIIEHHOCTD CIIENHaTbHBIX [MepeyeHb JTUIIEH3HOHHOTO
MTOMEIIEHU I MTOMEIIEHU I IPOrPaMMHOI0 00eceyeHHUSI

YueOuple  ayauropum Uit | MeOesb: yueOHas MeOenb Microsoft Windows 8, 10
MPOBEICHUS sapatuil | Texuuueckue cpenctBa | Microsoft Office Professional
JIEKIMOHHOTO THUTIA O0yYeHHS: Plus

9KpaH, IPOSKTOP, KOMITBIOTED
YueOuple  ayauropuu Uit | MeOesb: yueOHas MeOenb Microsoft Windows 8, 10
MPOBEICHUS 3aHsTHil | TexHndeckue cpencta | Microsoft Office Professional
CEMHHAPCKOT0 THIIA, TPYIIIOBBIX | O0yUYCHHS: Plus
u WHIMBUYAIIbHBIX | 9KpaH, MPOCKTOP, KOMIIBIOTEP
KOHCYJIbTAIHI, TEKYyIEro
KOHTPOJII ¥ MPOMEKYTOUHOM
aTTeCTaIUH

CaMOCTOSITEILHON

Hns

paboTel  00ydaroImuxcs

NPEeIyCMOTPEHbl  TTOMEIIEHUS,

YKOMILICKTOBaHHbBIC CIICIIMATM3UPOBAHHON MeOECIIbI0, OCHAIIICHHBIE KOMITBIOTEPHONH TEXHUKOH C
BO3MOXKHOCTBIO TTOJKITIOUCHUST K ceTh «MHTepHeT» M 00ecCnedyeHueM JOCTyIa B AICKTPOHHYIO
HH(POPMAIMOHHO-00Pa30BaTEIbHYIO CPEy YHUBEPCUTETA.

Hanmenosanmne OcHaleHHOCTh TOMELICHUH I CaMOCTOATEIbHON PabOThI [Tepeuens
MOMEILEHUH 1S o0yyJaromuxcs JIMLEH3UOHHOT O
CaMOCTOSITENIbHOM MPOrPaMMHOTO
paboThI oOecreueHus
00yJaroIuXxCs
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IMomerenne st | MeGenb: yueOHast MmeOeb Microsoft
CaMOCTOATEIILHON KomrutekT crenmamsupoBanHoil mebenu: kommbiotepabie | Windows 8, 10
paboThI CTOJIBI Microsoft Office
o0yJaromxcs OGopymoBaHHe: KOMITBIOTEPHAS TEXHUKA C MojKIoueHreM K | Professional
(auTanBHBIHA 3a11 | “HOPMAIIMOHHO-KOMMYHHKAIIMOHHON cetn «MuTepHer» u | Plus
Hayunoii JOCTYIIOM B 3JEKTPOHHYIO MH(POPMAIFIOHHO-
OMOIMOTEKH ) o0pa3oBarelbHyI0 cpeny o00pa3oBaTeIbHON OpraHu3alluy,

BeO-Kamephl, KOMMYHHUKAITMOHHOE obopynoBaHme,

obecrieymnBaroliee JOCTYll K CETH HMHTEPHET (IPOBOJHOE

COCJIMHEHNE W OeCIpOBOJHOEC COCAWHEHHE IO TEXHOJOTHU

Wi-Fi)
IMomenieHue it | Mebenb: yueOHas MeOelh Microsoft
CaMOCTOSTEITLHOM Komrutekt cnenmam3upoBanHoi mebenn: kommbrorepHbie | Windows 8, 10
paboThI CTOJIBI Microsoft Office
00yJaroIuXCs O06opyaoBaHme: KOMITbIOTEPHAS TEXHUKA ¢ MOAKIIoueHueM K | Professional
(ayn.409) UH(OPMALMOHHO-KOMMYHHKAIIMOHHOH cetn «WHTepHer» u | Plus

JOCTYIIOM B AIIEKTPOHHYIO MH(OPMALIOHHO-
00pa3zoBaTeNbHYI0 Cpely 00pa3oBaTeNbHON OpraHu3aIlii,
BeO-KaMepébl, KOMMYHHUKAITMOHHOE o0opyaoBaHue,
obecrieunBaroiiee JOCTyl K CETH HHTEpHET (IIPOBOIHOE

COCOANHCHUC U 6€CHp0BOI[HOC COCAUHCHHUEC 110 TEXHOJIOTHHU
Wi-Fi)
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