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1 Hesan u 3axa4m U3y4eHUs AMCHHUILIMHBI (MOIYJISA)

1.1 Ileab ocBOEHUS AUCHUILIHHBI

Hemn: dopmupoBanue mnpodeccHoHANBHBIX KommneTreHuuil B coorBercTBuu ¢ @I'OC BO,
KOMIUIEKCA 3HaHWH, YMEHUI ¥ HaBBIKOB B 00JAaCTH HOPMATHBHO-TIPABOBOTO W OPraHU3alHOHHO-
JOKYMEHTAI[HOHHOTO OOECIeUeHHs YIpaBJIeHUs] B OOJACTH YyIpaBICHHsS IMEPCOHAIOM Ha OCHOBE
paloOHaIbHBIX, HAYYHO-OOOCHOBAHHBIX IPUHIUIOB U METOJIOB HX COBEpIICHCTBOBAHUS,
(dbopMHUpOBaHHE MTPOTPECCHBHOTO IMOJAXOAAa K PEUICHWIO BAXXHEWIIMX YIPABICHYECKUX 3a/1ad Ha
MPEANPUSITHH.

1.23anaum:

- YCBOEHHE OCHOBHBIX IOHATHH B 00JaCTM HOPMAaTUBHO-IIPABOBOIO u
JOKYMEHTAI[MOHHOTO 00€ecIeYeHUs YIPaBJIE€HUEM TPYAOBBIX OTHOILEHUN Ha MPEANpHUSATHH (B
OpraHu3aln);

- U3Y4Y€HHE BUAOB OQUIMAIBHBIX JOKYMEHTOB W TpeOOBaHMW K HMX COCTaBJICHHUIO HU
0(hOpPMIICHHUIO;

- onpesesieHue crnoco0oB TOKYMEHTUPOBAHUS U CUCTEM JTOKYMEHTAIUH;

- MPpUMEHEHHE TPABUJI OpraHU3alMK paboThl C TOKYMEHTaMU CIIy>KObI IEpCOHANa;

- OCBOEHHE TNOpsJKa OpraHu3aluy padoT MO JEIONPOU3BOJCTBEHHOMY OOCITYKHBAHUIO
TPYIOBBIX OTHOLIEHUH;

- npuoOpereHne yMeHui opopMIIeHHsI PEKBU3UTOB, CO3JJaHKE IIa0JI0HOB JOKYMEHTOB
C TIOMOIIIbIO CHEIMATN3UPOBAHHBIX TPOrPaMM;

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

Hucuunnuna 51.B.02 «HopmaTtuBHO-IIpaBoBO€ U JOKYMEHTAI[MOHHOE 00ECIeueHUe TPYAO0BbIX
OTHOIIIEHU» OTHOCUTCSA K 0a30Boi uwactu broka 1 "Jlucumrumuel (Momaynu)" ydeOHOTO TIIaHa,
dhopmupyemas yaacCTHUKaMH 00pa30BaTEIbHBIX OTHOIIIEHUH Y4€OHOTO TUTaHa.

B Meroguueckom IiaHe IUCHUILIMHA ONMPAETCS HA 3HAHUA, MOJYYEHHbIE NPU W3YYEHUU
CIeNYIONUX  YYeOHBIX  KypCOB:  «YIpaBlCcHHE  [EPCOHAJIOM  COBPEMEHHOM  OpraHH3aIlin,
«MexAUCIUIUIMHAPHbIE HCCIIEIOBAHUS B cthepe YIIPABIICHUS TIEPCOHAIIOM » u ap.

1.4 IlepeyeHb NJIAHUPYEMBIX Pe3yJbTATOB OOyYeHHs] MO JAUCHMILVIAHE (MOIYJIIO0),
COOTHECEHHBIX C IVIAHUPYEMBIMH pPe3yJIbTATAMHU 0CBOCHHs 00pa3oBaTeIbHOM IPOrpaMMBbl

N3ydyenue nanHOW yuyeOHOM IUCLMILIMHBI HANpaBieHO Ha (OPMUPOBAHHE Y OOYYAIOIIMXCS
CJIeIYIOLIIMX KOMITETEHIIUM

Kon 1 HaumeHoBaHMe Pe3ynbTaThl 00y4eHUs 10 AUCIUIUINHE
HWHAUKaTopa™
IK-1. CHOCOBEH PA3ZPABATBIBATb CUCTEMY CTPATEI'HTYECKOI'O 1 ONEPALIMOHHOI'O
YIPABJIEHU S TIEPCOHAJIOM
NK-1.MA- 1. 3uare ocHOBBI | Bianeer oTnenbHbIMEH 3HaHUSMH B 00JIACTH 3akoHOmaTedbcTBa PO o

3aKOHOJATEJILCTBA PO 0 | IePCOHANIBHBIX IAHHBIX, OCHOBBI TPYOBOT0, apXHBHOTO, 8 IMUHUCTPAaTHBHOTO,
MePCOHATIBHBIX JAQHHBIX, | MUTPAIIMOHHOTO, HAJIOTOBOTO 3aKOHOIATENbCTBA, 3aKOHOAATENbCTBA B chepe
OCHOBBI TPYAOBOro, apxuBHoro, | OT

aIMHHHCTPATHBHOIO , | B memom, Brmameer 3HaHMAMH B oOmacTH 3akoHonmatenbctBa PO o
MHUTPALUOHHOTO , HAJOIOBOrO | TIEPCOHANBHBIX JaHHBIX, OCHOBBI TPYIOBOT0, apXUBHOTO, aIMUHUCTPATHBHOTO,
3aKOHOIATEJbCTBA, MUTPAllMOHHOTO, HAJIOTOBOTO 3aKOHOIATENbCTBA, 3aKOHOAATENECTBA B chepe

3akoHoAaTesbcTBa B chepe OT | OT

VYBepeHHO BialeeT 3HAHWUSAMH B 0ONacTH 3akoHojartenscTBa PO o
TIePCOHATBHBIX TAHHBIX, OCHOBHI TPYIOBOT0, ApXUBHOTO, 8 IMUHICTPATHBHOTO,
MHTPAIIOHHOT 0, HAaJIOTOBOT'O 3aKOHOATENbCTBA, 3aKOHOAATEIIECTBA B cdepe
oT

MK-2. CIIOCOBEH PEAJIM30OBBIBATb CUCTEMY CTPATETMYECKOI'O 1 OITEPAIITMOHHOI'O
YIIPABJIEHUU S IEPCOHAJIOM

OK-2.11- 1 Cnocoben | O6nmamaer 3HaHMSIMH B OOJNIACTH pEATM3ALMM CHCTEMBI CTPATETHUECKOTO U
peajin30BbIBATH CHCTeMY | ONEpaMOHHOTO YIPABJICHHS IIEPCOHATIOM

CTPaTern4ecKoro u | B meinoM, ¢ HNOMOLIBIO JKCIEPTOB CIOCOOCH PEeaN30BhIBATh CHUCTEMY
ONEPallMOHHOr0  YNPAaBJIEHHsA | CTPATETHUECKOr0 M ONEePanMOHHOTO YITPaBICHHUS EPCOHATIOM

NePCOHAJIOM CriocobeH caMOCTOATENBHO PEaN30BBIBATh CHCTEMY CTPAaTETHMYECKOro H

OnCpaMOHHOr0 YrpaBJICHUS MCPCOHAIOM




Kon u HanmenoBanue
WHIUKaTOopa™

IIK-3. CIHOCOBEH A/MHUHUCTPUPOBATH IPOLHECCBI N JOKYMEHTOOBOPOT IIO
CTPATEITTYECKOMY U OITIEPAIIMOHHOMY YIIPABJIEHHUIO INTEPCOHAJIOM

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

IK-3.11- 1 YMmerh | 3HaeT oTieNbHBIE JOKYMEHTHI, HEOOXOAMMBIE TSI COMPOBOXKACHHS TIPOLIECCOB
obecne4ynBaTh 0 YOPaBIEHHUIO IIEPCOHAIOM B  COOTBETCTBUM C  TPeOOBAHHAMH
JOKYMEeHTAIlMOHHO0e 3aKOHO/IaTENbCTBA
CONPOBOJKEHHE NpOLECCOB mo | B menom, ymeer o0ecmedynBaTh JIOKyMEHTALMOHHOE COIPOBOXIECHUE
YIPABJIEHAI0 IEPCOHAJOM B | IPOLECCOB IO YNPABIECHUIO NEPCOHAIOM B COOTBETCTBHU C TPeOOBAHHAMHU
COOTBETCTBHHU C TPeGOBAHMSIMHM | 3aKOHOJATENILCTBA

3aKOHOAATEIbCTBA YMeeT caMOCTOSATENBHO 00eCTIeunBaTh JOKYMEHTAMOHHOE CONPOBOXKACHHE
IPOLIECCOB IO YNPABJIEHUIO NEPCOHAIOM B COOTBETCTBHU C TPEeOOBAHUAMHU

3aKOHOJaTCJIbCTBA

Pe3ynbrarel 00y4yeHHs MO AMCLUMILIMHE JOCTUTAIOTCS B paMKax OCYLIECTBJICHHS BCEX BHUOB
KOHTaKTHOM U CaMOCTOSITENIbHOM paboThl 00y4YaroLUXCs B COOTBETCTBUU C YTBEP)KICHHBIM yUEOHBIM
IJTAHOM.

WNuaukaTtopbl JOCTHKEHUS KOMIETEHIUH CUYUTAIOTCS C(HOPMUPOBAHHBIMHU TIPH JOCTIKEHUH
COOTBETCTBYIOIIUX UM PE3YJIbTATOB O0YUEHHUS.

2. CTpyKTypa M colep:RaHue JUCHUILIMHBI

2.1 PacnpeaesieHue TPyAOEMKOCTH AUCHHUILIMHBI 110 BUJAM padoT

OOmiass Tpymo€MKOCTh JHMCHHMIUIMHBI COCTaBisier 3 3aueTHbiXx eaunul; (108 wacoB), wux

acmpeieJIeHHe 10 BUJaM paboT MpeICTaBIeHO B TaOIuUIIe

Bunp! pador Bcero ®dopma oOydeHust
4acoB OYHO- 3a04Has
ofHad 3a04YHAas
1 2 X X
ceMecTp ceMecTp ceMecTp Kypc
("acer) ("acern) ("acer) ("acer)

KoHTakTHasi padoTa, B TOM 4ucJje:
AYIUTOPHBIE 3aHATHS (BCET0): 8 8
3aHATHS JICKIIMOHHOT'O THIIA 4 4
71200paTOPHBIE 3aHSATHSI - -
MPaKTHYECKUE 3aHATHS - -
CEeMHMHAPCKUE 3aHATHS 4 4
HMHasi KOHTAKTHAs padoTa:
KoHTponb camocTosTensHOi paboThl
(KCP) ) )
ITpomexxyrounas arrecraims (MKP) 0,3 0,3
S;:’lﬂ(;c:TOHTQJILHaﬂ padoTa, B ToM 91 64 27
Pedepat/acce (moaroroska) 4 4
CaMOCTOATENBHOE HM3Y4YEHHWE Ppa3eioB
CaMOIIOATOTOBKA " P ’ 70 50 20
[ToAroToBKa K TECTUPOBAHUIO 17 10 7
KoHTpoJib: 8,7 - 8,7
ITonroroBka K 3K3aMeHy
Oomas qac. 108 108
TPYI0eMKOCTh B TOM YHCJI€

KOHTAKTHAaNA 8,3 8 0,3

padora

3a4. e 3

2.2 ConepxaHue TMCHUILINHBI
Pacnpenenenue BuaoB yueOHOU pabOThI M UX TPYAOEMKOCTH O pa3/ieiaM JAUCIUIINHBI.
Pa3zgensl (Tembl) iucHMIUIMHBL, H3ydaeMble B 1-2 cemectpe (1 kypce) (3aounas popma oOydeHws)



KonuuaectBo yacos
Ne HanmenoBanue paszenos (Tem) AymuTopHas preay/uTopH
Bcero pabora ast pabota
J I13 JIP CPC
1 Pazpnen.1 [lonsTre u 3HaUeHNE JOKYMEHTALUOHHOTO 1 1 i 30
" |obecnieueHust yrpaBiIeHUsl IEPCOHATIOM
5 Paznen 2. OCHOBBI IOKYMEHTAIIMOHHOTO 00ecrieueHust 9 5 i 31
YIIpaBJICHUS TIEPCOHATIOM
3 Paznen 3. Cucremarusanus 1 XpaHeHHe JOKYMEHTOBKaIPOBOH 9 9 i 30
" |cmyxObI
HUTOI'O no pazdenam oucyuniunsl 4 4 - 91
Konrpons camocrositensHol padots! (KCP) - -
[Tpomexyrounas arrecrarms (MKP) 0,3 -
OO011ast TPyT0EMKOCTb IO JUCIUTUINHE 108 -

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

2.3 Coneprxanue pa3iesoB (TeM) TUCHUINIHHBI

2.3.1 3aHATHA JTeKUMOHHOI0 THIIA

Haumenosanue dopma Tekyiiero
Ne Copepxanue paszaena P yi
paznena KOHTPOJIS
1 2 3 4

Pa3)1e.11 1. IMonsiTHe W 3HAYEHHE AOKYMECHTAIIMOHHOT' 0 o0ecrneyeHus YupaBjJeHUuss MNEpPCOHAJIOM

Beenenne B xypc Oo6iiee [IpeACTaBICHUE Kypca. Haznadenne u |[IpopaboTka
comepkanne Kypca. CBs3p Kypca ¢ ydeOHBIMH |y4eOHOro
JUCHUILINHAMUA. 3HaueHHe Kypca B IIOJATrOTOBKE ((TEOPETHUYECKOTO)

CIICLHAIMCTOB MO YIIPABJICHHUIO [IEPCOHAIOM Marepuaia
[MonsiTue [ToHATHS «TOKYMEHT», «IOKYMEHTOO00POTY, ITpopabotka
JOKYMEHTALMOHHOTO «IOKYMEHTALMOHHOE 00ECIICUeHUE YITPABICHUS. y4eOHOro
obecrieueHus OcHOBHEBIE TPeOOBaHUs, MPEIBABIIEMbIE K 0OPMIICHHUIO (TeopeTHuecKoro)
yIpaBJIeHHsI JOKYMEHTALIUH, IPeaycMOoTpeHHbIe ['ocy1apcTBeHHOI Matepuaa
[IEPCOHATIOM. CHCTEMO#t IOKYMEHTALMOHHOIO 00eCIIeYeHUsI YIIPaBICHHs
TpeboBanwus, I'OCT P 7.0.97-2016. ITopsimok 0OpabOTKH U perHCTpaiin
MpeIbsBISEMbIC K JOKYMEHTOB, UX HHJAEKcaluu. Perucrparrontbie GopMbl 1
ohopMIIEHHIO ux 3anoiHeHne. KOHTposb NCTIOIHEHH S IOKYMEHTOB.
JIOKyMEHTOB OCHOBHbIE OTJINYMS B TIOATOTOBKE ITPOCTHIX U CIIOKHBIX

IPUKA30B. YUeT CIEMU(PHUKH PACTIOPSIUTEIHHOTO
JeMCTBUA IIPU COCTABJIEHUU NIPUKA30B 110 IPUEMY,
IIEPEBOAY, YBOJIIBHEHHIO paboTHUKOB. Ilopsmok
BHU3UPOBAHUS IPUKA30B IO JINYHOMY COCTaBY, UX

peTHCTpanuy.
CoctaB u BUZIBI [ousTHE U 3HAYCHNE KaPOBON JOKYMEHTAIIUH. IIpopaboTka
KaJpoBoi gokyMeHTanuu | Knaccudukanms kaapoBoit tokymeHTarun. OCHOBHBIC yaeOHOro
BHJIbI IOKYMEHTOB KaJIPOBOM CITYKObI, 0COOCHHOCTH HX (TeopeTHyeckoro)
cocraBieHns. HopmaTtuBHO-TIpaBoBast 6asa, MaTepuana

periiaMeHTHpYIoNIast pa3paboTKy KaIpOBBIX JTOKYMEHTOB.
Pazgen 2. OcHOBBI JOKYMEHTAIMOHHOIO O00ecreYeHus YIMpaBJIeHUsI MEPCOHATIOM

TpeboBanus K [lItatHoe pacnucanue (ct. 57 Tpymooro Konexca PD)— ITpopaboTka
COJICPIKaHHIO 1 ®dopma mratHoro pacnucanus (popma T-3) yTBepkaeHa yaeOHOro
ohopMITCHHIO nocranosienreM 'ockomerara Poceun ot 5 suBaps 2004 |(teopernueckoro)
JIOKaTBHBIX roga Nel. MaTepuania
HOPMAaTHBHBIX aKTOB IO [IpaBuia BHYTpEeHHETO TPYIOBOTO PACHOPSIKA KaK

YIIPaBICHUIO JIOKaJIbHBIA HOPMaTUBHO-TTPABOBOM aKT,

MepCOHANIOM KOHKPETU3UPYIOIINIA MOPSIIOK PEryIUpPOBaHUs KIHOUEBbIX

BOIPOCOB COIHAIEHO-TPYIOBBIX OTHOIIICHUH Ha
npeanpusTiar. OOMIUi MOPSIOK MOATOTOBKH JOKYMEHTA B
coorBercTBHH cO cT. 190 TK PD. Ocobennoctu




o(hOopMIIEHHS TIPaBUII BHYTPEHHETO TPYAOBOTO

pacropsjka, Cofep>kaHie BOIIPOCOB, KOTOPbIE OTPaXKAIOTCS
B IIpaBUJIaX BHYTPEHHETO TPYJOBOIO PACIOPSAKA.
Oco0OeHHOCTH 00palleHus C NEPCOHATBHBIMU AAHHBIMU
pabOTHHUKOB B COOTBETCTBUH C MOJOKEHUAMU TaBbl 14 TK
P®. TpeboBanus k 00pabOTKe NEPCOHANBHBIX JAHHBIX
pabotHuKa. [IpaBuia nepenaun nHGoOpManuy,
coJiepxarieil cBeJieHns 0 pabOTHUKE, TPETHUM JIHIIAM.
OTBETCTBEHHOCTh AOKHOCTHBIX JIUIl, BUHOBHBIX B
HapyIIEHUH HOPM, PETYIUPYIOMIUX MOIydeHue, 00paboTKy
U 3allUTy NePCOHANIBHBIX AAaHHBIX paboTHHKA. HCTpYyKIIMS
0 TIOKYMEHTAI[MOHHOMY O0€CIIEUEHHUIO YIIpaBJIeHUS
nepcoHaoM npeanpustus. CTpyKTypa U cofepskaHue
pa3ziesioB JAHHOTO TIOKYMEHTA.

I'ocynapcTBenHas
WHCIEKUHS TPyAa U
npoleaypa MpoBeAcHHs
IIPOBEPOK
JOKYMEHTALUU
KaJpOBOH CITyKOBI

ITomHOMOUMS ~ TOCYAApCTBEHHOM  MHCHEKUMH  TpyJa.
[Ipouenypa u mpaBuia MPOBEACHUS IPOBEPOK COOIIOACHUS
JEMCTBYIOIIETr0 3aKOHOIaTeNbCTBA. Byl nposepok. ITopsaok
o(hopMIICHHSI MEPOIIPUSATHH IO KOHTPOJIO.

CocTtaB JIOKyMEHTOB, TpeOyeMbIX oOpraHamMu HaJI3opa H
KOHTPOJISI TpH MpPOBEACHUU MpPOBEpOoK. OTBETCTBEHHOCTH
pabortonarens 3a HapylLIEHHUe JEUCTBYIOIIETO
3aKOHONATEIbCTBA O TpylIe W HErpaMoTHOE odopMIIeHHE
KaJIpoBOH JOKyMeHTaIuu, Boznaraemasi TpynossiM Kogexcom
P® u Konekcom 00 aIMHUHHUCTPATUBHBIX IPAaBOHAPYIIEHHUIX

ITpopabotka
yuebHOro
(TEOpEeTHUECKOro)
Martepuana

dopmMupoBaHuE U
BEJICHUE JINUHBIX JIEJ1

Jlmynoe gmeno paboTHMKA KAk OCHOBHOW  JOKYMEHT
MIEPCOHAIBHOTO YU€eTa, B KOTOPOM XpaHATCs Hanbosee MoJIHbIe
CBEJICHHS O COTPYIHHKE U €r0 CIyKeOHOH AeITEIbHOCTH.
CocTaB ¥ MOCIEAOBATENBHOCTh JOKYMEHTOB JIMYHOI'O JeETa.
OcCoOeHHOCTH COCTAaBICHHUS JIOKYMEHTOB JIMYHOTO JIeja:
JMYHOTO JINCTKA TI0 y4YeTy KaJIpoB, AOMOJHEHUS K JTUIHOMY
THCTKYy, aBrobmorpadun m T.n. IlpaBmia BbImA4M JIHYHOTO
Jena BO BpeMEHHOe Iojib3oBaHue. [lopsmok cocraBieHus
omucH JU4YHOro nena. Ilepemada nugHOro mena Ha apxXHUBHOE
xpanenne. CocTaBieHHE 3aBEPUTENBHON HAAMHUCH JIMYHOTO
Jena

ITpopabotka
yaeOHOoro
(TeopeTHUYECKOro)
Marepuana

Jlnunas xaprouka

Jlnynas kapTouka Kak OCHOBHOM JJOKYMEHT ITEPCOHAIBHOTO
ydeta pabOTHUKOB OpraHu3anuu. JloKkyMeHTHl, Hda OCHOBaHHU
KOTOPBIX 3aIOTHSETCS TNIHAS KapTouka. [lopsmox
KOAMPOBAHUS CBEJICHUH B JINYHOW KapTOUYKE. 3aIOITHEHHE
nugHON KapTouku. [Topsimok BHECEHUS UCTIPABICHUN 1
M3MEHCHUH B INYHYIO KAPTOUKY paOOTHHUKA.

[TpopaboTka
y4eOHOro
(TeopeTHUYECKOro)
Mmarepuasia

JoxymeHTHpOBaHUE
MIPOLIECCOB ABMKEHUS
KaJpoB

JokyMeHTHpOBaHHE TIpoIlecca JABIDKCHHS KaApoB  Ha
MIPEATIPUSATHH KaK BakHeHITas QYHKINS OTAeNa KaapoB. Buis
IBIDKEHHS KanpoB. CXeMBl IpreMa, IepeBoja, YBOJIHHEHHUS
pabOTHHKOB.

Odopmitenne mnpuema pabotHukoB. CocTaB JTOKYMEHTOB,
TpeOyeMbIX TpH MpHEMe Ha padoTy B COOTBETCTBHH C
Tpynoseim Kogexcom PD.

[Mopsimok 3aKIFOUCHHS TPYIOBEIX TOTOBOPOB C IIOCTOSHHBIMHU
U BpEMECHHBIMH PaOOTHHKAMHU.

OCOOEHHOCTH ~ COCTaBJICHUS  YHUPUIUPOBAHHBIX  (OpPM
MPUKA30B IO JUYHOMY COCTaBy, Kacaromuxcs npruema (popma
T-1, T-1a).

Odopmienne mepeBoma, NEPEeMEIICHUS, KOMAaHIUPOBAHISI
paboTHHKOB. OcoOeHHOCTH OQOpPMIICHHS ¥ OCHOBAaHHS
Pa3IUYHBIX BUIOB IepeBoja (MEpeBoa Ha APYTyio padoTy Ha
TOM K¢ TPEIOIPHITAU; TEepeBox Ha paboTy Ha Jpyroe
peANpUsITHE; TIEPEBOJ HAa paboTy B IPYTYIO MECTHOCTB).

[TpopaboTka
yaeOHOro
(TeopeTHyecKoro)
MaTepuraia
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Oco0eHHOCTH  cOCTaBJeHHS  YHHU(DUIMPOBAHHBIX  (OpM
NPUKAa30B [0 JIMYHOMY COCTaBY, KacalolIMXcs IIepeBoja
(popma T-5, T-5a), komanguposanust (popmsr T-9, T-9a, T-10,
T-10a). Opopmirenne ormycka. I1paBnia n cpokr TOATOTOBKH
rpaduka ormyckoB (popma T-7). OcOOEHHOCTH COCTaBICHUS
YHU(HIMPOBAHHBIX (OPM INIPHKA30B 10 JIMYHOMY COCTaBy,
Kacatomxcs otmmycka (popma T-6, T-6a).

Odopmiienne  yBonbHEHUS  paboTHHKOB.  OCHOBaHUsA
IpeKpameHus] TPYAOBOTO JIOTOBOPa B COOTBETCTBHU C
HOpPMaMH  TpPYZOBOTO  IIpaBa; IpaBwia  O(pOPMIICHHS
HpeKpamieHust TPyZoBOro joroBopa. OTBETCTBEHHOCTh
paboTonaTens 3a HE3aKOHHOE YBOJIbHEHHE PA0OOTHHUKOB.
OcCOOEHHOCTH ~ COCTaBIECHUS  YHU(PUIHUPOBAHHBIX  (OpM
MIPUKA30B IO JIMYHOMY COCTaBY, KACAOLIUXCS YBOJIBHEHMS
pabotHukoB (popmer Ne T-8, T-8a). Ilopsmok perucrpanun
NPHKA30B M0 JINYHOMY COCTaBY

Benenue tpynoBbix
KHUKEK

ITonsitue TpynoBodl KHIDKKH. DopMa TpPyJOBOM KHHXKKH.
HopmaTtuBHO-MeTOAMYECKasT Oa3sa,
peTJIaMEHTHPYIOIIAass ~ TOPSAJOK  BEICHMSA,  3allOJHECHUS
TPYIOBBIX KHIDKEK, OOCCHEUeHHs WMH paboTomaTesei.
3amonHeHue CBeJICHUH 0 paboTHUKE. 3aNOTHEHHE CBEICHUN O
paborte. 3amoIHEHUE CBEICHUN O HAarpakKICHUH. 3aIllOIHEHHE
CBellcHUH 00 yBONbHEHHMH (TPEKpalllecHHd TPYJOBOTO
noropopa). OcCOOEGHHOCTH  3alONHEHHSI CBEICHMH 00
YBOJILHCHHH W TIpueMe Ha paboTy B CBS3H C IEPEBOJIOM
paboTHHKA.
Buecenne M3MEHEHMH U NONOJIHEHUN B TPYJOBYIO KHIUXKKY.
JyOmukat Tpy0BOi KHIDKKU. Bbimaua Tpy10Bol KHUKKH MTPH
YBOIBHEHHH (IIPEKpaIlieHuH TPyJOBOroO JOrosopa). Brmaasi
B TPYIOBYIO KHUXKKY. YUeT U XpaHEHUE TPYAOBBIX KHHIKEK.
JloKyMeHTaIust 1O ydeTy ONaHKOB TpPYIOOBBIX KHIDKEK
(mpuxomHO-pacxofHas KHHUra MO y4deTy OJIAHKOB TPYZOBBIX
KHW)KEK M BKIQJBbIIEH K HHMM, KHHra y4eTa JBHUIKEHHs
TPYZOBBIX KHIDKEK U BKIabIIei K HUM). OTBETCTBEHHOCTS 32
COOTIOJeHNE TOPSIIKA BEIECHHS TPYAOBBIX KHIKEK.

ITpopabotka
yuebHOro
(TEOpeTHUECKOro)
Marepuana

Pa3zpgen 3.

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

Homenknatypa men
KaJIpOBOU CITYKOBI

Ilonsitue HoMmenkmatypel gfen. [lopsmox
HOMCHKJIATYPHI IC]T KaAPOBOU CITY>KOBI.

COCTaBJICHUA

[TpopaboTka
y4eOHOro
(TeopeTHUYECKOro)
Mmarepuasia

DopMHpOBaHUE JEI

TpeOoBaHuMs, MPeIbBIIEMBIC K 3aTOIOBKAM A€l DJIEMEHTHI
3aroJ0BKOB JEJI.

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

[TpopaboTka
yaeOHOro
(TeopeTHyecKoro)
MaTepuraia

Ilopsoox
JIOKYMEHTOB

ApXUBHOMY XPaHEHUIO

IIOATrOTOBKH

K

[Topsmok MOATrOTOBKHM ITOKYMEHTOB K apXMBHOMY XpaHECHHIO.
Knaccupukanuss TOKyMEHTOB IO CpOKaM  XpaHCHHS.
TpeOoBaHUs, NpPENBIBIACMBIE aPXWBHBIMH CIY)KOaMH K
JOKyMEHTaM, cIJaBaeMBIM B apxuB. Opranuzaiys IpoBeAeHUS
9KCIEPTU3HI IEHHOCTH TOKYMEHTOB.

YactnyHoe W TonHOe odopmieHue nen.  Ilopsjok
oopMieHHsST OOJIOKEK JIeJT IMOCTOSHHOIO M BPEMEHHOI'O
cpokoB xpaHenns. CocraBieHre U opopMIIeHHE OMUCei Ie.
CocraBiieHHE 3aBEpUTEIIEHON HAIHCH JeNa.
AJIMUHHUCTpaTHBHAsT  OTBETCTBCHHOCTh 32  HapyIICHUE
JCUCTBYIOIIETO 3aKOHOAATENECTBA IO ADXUBHOMY JICITY.

[TpopaboTka
yaeOHOro
(TeopeTnyecKoro)
MaTepuraia

2.3.2 3aHATHA CEMHHAPCKOI0 THNA (MPAKTHYeCKHe / CeMHUHAPCKUE 3AHATHA)
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OHGHI/IBaHI/Ie MPAKTUYCCKUX 3aJJaHUM BXOJUT B HAKOIUVICHHYIO OLICHKY.

Ne HanmenoBanue TemaThka MPaKTUUECKUX 3aHITHNA ®opma TEKYILEro
B pasnena (cemuHapoB) KOHTPOJISt

1 2 3 4

1 |Pazgen 1 Ilonsitme TpeboBaHusi kK 0OpMJIEHHIO TOKYMEHTOB: [IpoBoguTcs
3HAYeHUe O030p HOPMATHBHO-IPAaBOBOM 0a3bl JOKYMEHTAIIMOHHOTO|hopme
AOKYMEHTALHOHHOTO obecnieuenns ynpasienus. 'OCT P 7.0.97-2016. MPAKTUYECKOT O
o0ecrneyeHus [TonsiTue pekBU3UTa JOKyMEHTa, TPEOOBAHUSA, TPEAbABIISEMbIC |3aHATHS,
ylpaBJjieHuUst K 0)OPMJICHHIO PEKBU3UTOB M WX PACIOIOKEHHIO Ha ONaHKe|[peronaraer
NMepCcoHAIOM JIOKYMEHTA. aHaII3

[Ipunanue TOKYMEHTY FOPUIMYECKON CHIIBI. CUTYaI[MOHHBIX
CuryanuonHoe 3a1anre «OmuoKu B 0pOpMIICHUH JJOKYMEHTOB [33JTaHHH.

2 CocrasB 4 BHIBI Ka/IPOBOIi JOKYMEHTAIINHU:
OcHoBHBIE KITacCH()HUKAINN KaJAPOBBIX JOKYMEHTOB.
IIpuka3zsl MO  JIMYHOMY  COCTaBy  Kak  OCHOBHOM
pacopsaIuTeNbHBIA JOKYMEHT, COCTaBIIsieMBbId B IpOLIECcCe
JIOKYMEHTHPOBAHUSA GbyHKIIH KaJIpoBOM CITy>KOBI.
CuryanmoHHoe 3aJjaHue «AHaJIN3 KaJIpoBOM IOKYMEHTAIIHH 110
(YHKIUSM yIIPaBIICHUS IEPCOHATIOM)

3 |Pazpea Il TpeOoBanusi k coaep:kaHui0 U oopmMiIeHUIO [poBoauTest
OcHoBBbI JIOKAJbHBIX HOPMATUBHBIX AKTOB MO YNPABJIEHUI) popme
JOKYMEHTAIIMOHHOT O nepcoHasoM. CuryarmonHoe 3ajanne «OumOKy B MITATHOM |IPAKTUYECKOr0
obecreyeHus pacriucaHumn» 3aHATHS,
ynpaBJeHUst CuTyaloHHOE 3aIJaHUe KA YIUT PABHJI BHYTPEHHETO MpeArnoiIaraet
NepPCOHATOM TPYIOBOTO pacnopsanka» CUTyallMOHHOE 3aJaHue aHaJIu3

«[Tonmoxxenne 06 00pabOTKe MEPCOHAIBHBIX JAHHBIX. CUTYaL[MOHHBIX
Kakum emy ObITE?» 3aJITaHUM.
PazpaboTka JOKyMEHTOB, KacaloIINXCs 3aIUTHI
NEPCOHATBHBIX JAHHBIX COTPYIHHKOB OpPTraHU3ALNH
4 dopmupoBaHie U BeleHHe JUYHBIX Aej. CocraBieHue
JOKYMEHTOB JIMYHOTO JeJla COTPYTHHUKA MO0 OCHOBHBIM
3TanaMm padoThI TIepcoHana (IIprueM, IepeBojl, yBOJILHEHHE,
arrecranus u T.7.). CocTaBieHNE BHYTPEHHEN OMUCH
JOKYMEHTOB JIMYHOTO JIeNa.
CocTaBneHue 3aBepUTEIHLHON HAIITUCH.
[ToaroroBka ITHMYHOrO fema I Iepeaadr Ha apXUBHOE
XpaHCHHE.
5 JInunasi KapToYKa.
CocraBieHHe THIHOW KapTOUYKU PabOTHHKA.
Buecenue u3MeHeHu U nCpaBiIeHUH B INYHYIO KAPTOUKY.
Kaproreka TUYHBIX KapTOYEK: IIpaBUiIa BEICHISL.
6 JlokyMeHTHPOBaHHE NMPOIECCOB IBUKEHUS KATPOB.

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

OcCoOeHHOCTH TIOATOTOBKY IMPHUKA30B IO IMYHOMY COCTaBY.
CHTyallMOHHBIC 3aJ]aHUs «AHAJIW3 TPYJIOBOTO JOrOBOPa»,
«IIprieM Ha pabOTy», KAYIUT YBOILHECHHN»

Benenne M XpaHeHMe TPYAOBBIX KHMIKEK. 3arojiHEHUE
TUTYJIBHOI'O JIUCTA TPYAOBOW KHHUKKH.

3amonnenue paszmena «CeemeHus o paborey. 3amoNHEHHE
pazznena «CBeAeHUs O HarPaKICHUSIX.

Buecenue n3MeHeHH U JOMONHEHUH B TPYAOBYIO KHHKKY.

8




HomenkiaTypa gen kaapoBoii ciayxObl. IloHsTue

KaJpOBOH CITyXOBI.

HOMCHKJIATYpPbI JCII. CocraBicHue HOMCHKJIATYpbI €]

10

Pazpeun 1. ®opMHPOBaHHE eI [poBoauTcst
Cucremarusanus u TpeOoBaHus, IpeabsIBIseMble K (HOPMUPOBAHHIO bopme
XpaHeHHE TOKYMEHTOB JIeTT KaipoBoit c1yk0b1. DOpMUPOBAHHE 32T OJIOBKOB IIPaKTHYECKOr 0
KaJpPOBOii cJ1yKO0bI Jien. 3aHATHS,
MpearoaaraeT
Ilopsinok MNOATOTOBKH JOKYMEHTOB K AapXMBHOMY |aHaiu3
XPAHCHHUIO. CUTYaI[MOHHBIX
ITonroroBka [OOKYMEHTOB K apXMBHOMY XpaHEHHIO. 3aaHuHA.

[lomHoe um 4acTu4HOE OhOpMIICHHE AEIl.
HpOBe,Z[eHI/Ie OKCIICPTU3bI HEHHOCTU JOKYMCHTOB.

HpI/I HU3YUYCHHUHN JUCHUIINIMHBI MOTYT HNPUMCHATCA JSJICKTPOHHOC 06y‘-I€HI/IC, JUCTAaHIIMOHHBIC

obpazoBatenbHbie TexHoJorun B cooTBeTcTBUM ¢ DI'OC BO.

2.3.3 KypcoBble paGoThl — He MPe1yCMOTPEHBL.
2.4 TlepeueHb Y4YeOHO-MeTOAMYECKOIr0 o0ecredeHHs ISl CAMOCTOSITEIbHOH PpPadoThl

00y4aromuxcs no JUCHMILINHE (MOTYJII0)

Hepequb y‘le6HO-MeTO}IH‘{eCKOFO O6eCHe‘IeHI/IH JUCHHUIIIMHBI IO BBIITOJTHCHUIO
Ne Bug CPC CaMOCTOSITENILHOM PabOThI
1 |lIpopaboTka  TEOpETHYECKOrO
MaTepuana  (TMOArOTOBKAa K
l'[pO6J'IeMHBIM CCMI/IHapaM) MCTO}IH‘IGCKHC pekoMeHaanu g CTYACHTOB  HANPaBJICHUS  YIPABJICHUC
2 |BbIIOJIHEHHE MHIMBUIYAIbHBIX |IEPCOHANIOM IO BBINONHEHUIO MHCbMEHHBIX PabOT, CaMOCTOSTEIbHOH pPaboTHI,
3aaHui (moxroroBka|yTBep)KAeHHbIC Kadenpoi  ympaBiIeHHS IEPCOHANIOM U OPraHW3alMOHHON
co00IIeHHUH, TPe3eHTAINH) TICUX OJIOTHEH
3 |[logrotoBka K  TeKylleMy
KOHTPOJIIO

qu6Ho-MeTozmqec1<He MaTcepurajibl JIsA CaMOCTOSATEIIbHOM pa6OTbI 06yqalonmxc;1 Hu3 4uciia

WHBAJIUIOB U JIUI] C OTPAaHUYEHHBIMU BO3MOKHOCTAMHU 3710poBhs (OB3) mpenocrasnsores B popmax,
aIalITUPOBAHHBIX K OTPAaHUYECHUSAM UX 3I0POBbS U BOCHPUATUS HHPOPMAIUH:

Jljis U1 ¢ HapyIIEHUSIMH 3PEHUS:

— B IIe4aTHOU opme yBeTMYeHHBIM HIpUdTOM,

— B (hopMe PIIEKTPOHHOTO JOKYMEHTA,

— B opme aynuodaiina,

— B ITIeYaTHOM opMe Ha s3bike bpaiins.

Jyig 11 ¢ HapyIICHUSAMHU CIyXa:

— B [IeYaTHOM opme,

— B (hopMe PIIEKTPOHHOTO JOKYMEHTA.

Jljis 11 ¢ HapyIIeHUSIMA OTIOPHO-BUTATENILHOTO anmnapara:
— B [IeYaTHOM opme,

— B (JOpMeE AIIEKTPOHHOT'O JTOKYMEHTA,

— B popme ayauoddaiina.

JlaHHBI TIepeYeHb MOXKET OBITh KOHKPETH3UPOBAaH B 3aBUCHMOCTH OT KOHTHHIEHTa

oOyuaronuxcs.

3. O0pa3oBaTe/ibHbIC TEXHOJIOTHH, IPUMEHsIEMbIe IIPH OCBOCHHMH M CHMIIIMHBI (MOIYJIsA)
B xoz1e u3y4eHus IUCIUILINHBI IPEyCMOTPEHO HCIOIb30BaHHE CIEYIOINX 00pa30BaTeNbHBIX

TEXHOJIOTHii: JICKOUH, TIPAKTHUYCCKUC 3aHATUS, HpO6J’ICMHOC 06y‘ICHI/IC, MOJYJIbHASA TCXHOJIOTHUA,
IOATr0OTOBKA MMCBbMCHHBIX aHATMTUYCCKUX pa60T, CaMOCTOATCIIbHAsA pa60Ta CTYACHTOB.

KomMniereHTHOCTHBIHM noaxoa B paMKax IperoaaBaHusad JUCHHUIUIMHBI PCATU3YCTCA B

HCIIOJIb30BAHUU UHTCPAKTUBHBIX TEXHOJIOTHI U aKTUBHBIX METOJIOB (HpOCKTHBIX METOJHUK, MO3TOBOI'O
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mTypMa, pa30opa KOHKPETHBIX CHUTYallMi, aHaJln3a [eJarormuecKux 3a7ad, IeJaroru4eckoro
AKCTIIEPUMEHTA, HHBIX ()OPM) B COUETAHUH C BHEAYAUTOPHOU pabOTOM.

WNudopmaniioHHbIE TEXHOJIOTHH, TPUMEHSIEMbIE TP W3YYSeHUH JUCIHILIMHBI: MCIIOJIb30BaHUE
MH(POPMAIIMOHHBIX PECYPCOB, JOCTYNHBIX B  HH(POPMALIMOHHO-TEICKOMMYHUKAIIMOHHOW CETH
HNuTtepner.

AnanTuBHBIE 00pa3oBaTENbHBIC TEXHOJIOTHH, IPUMEHSIEMbIC TTPU U3YUCHUN AUCIUTUINHBI — JIJIS
JUI] C OTPaHMYEHHBIMU BO3MOKHOCTSIMHM 3/I0pPOBbSl IIPEIYCMOTPEHA OPraHM3alMsl KOHCYIbTALUNA C
HCI0JIb30BAHUEM JIEKTPOHHOM MOYTHI.

4. OueHoYHbIe CpeAcTBA IS TeKyLero KOHTPOJISI YCIeBAeMOCTH H IPOMEKYTOYHOM
aTTrecTaluu

OneHouHble CpesicTBA PeJHA3HAUYEHBI /111 KOHTPOJIS U OLIEHKU 00pa30BaTeNbHBIX JOCTHKEHUN
oOyyarouuxcs, OCBOMBIIMX IporpamMmy YydeOHoM aucuumianHbel «HopmaTtuBHO-paBoBOE H
JOKYMEHTAI[MOHHOE 00eCTeueHUe TPYIOBbIX OTHOILIEHUI».

OneHouHbIE CpEACTBAa BKIIOYAET KOHTPOJIbHBIE MaTepualbl JJIs IPOBEJIEHUS TeKYyLIero
KOHTpoOJIA B (opMe TECTOBBIX 3aJaHUM, [OKJIaJa-IPEe3eHTAllUd 10 MPOOJIEMHBIM BOIPOCAM,
Pa3HOYPOBHEBBIX 33JJaHU, CUTYallHOHHBIX 33/1a4 U MPOMEKYTOYHOM aTTecTauuu B opMe BOIPOCOB
K JK3aMEHY.

CTpyKTYypa OlIEHOYHBIX CPECTB IS TeKYlIel U MPOMEKYTOYHOM aTTecTaluu
HanmeHoBaHMe OLIEHOYHOT O CPECTBA
Ne | Kom wu HauMeHOBaHue v
Pe3ynbratsl 00y4yeHus Texymmii [Tpomexyrounas
/1 | UHAUKATOpa
KOHTPOJIb arTecranuia
Bnaneer otrnenpHbIMM  3HaHMSAMU B | Bompock! anis Bompoc na
obmactu  3akoHozjarenbctBa  P® o | ycTHOro JK3aMeHe
MIEPCOHATBHBIX JIAHHBIX, OCHOBBI | (MMUCHMEHHOTO) 1-5
1 TPYZOBOIO apXMBHOTO, | OIpoca 10 TeMe
NK-1.41- 1. 3uars Py ’ P ’ P ’
aJIMUHHCTPATUBHOTO, MUTPALUOHHOIO, | pa3zaely
OCHOBBI
HaJIOrOBOT0 3aKOHOJATENIbCTBA,
3aKkoHoxaTenbcTBa PO o
3aKoHozaTenscTBa B chepe OT
NMEPCOHAJILHBIX JAHHBIX,
B nenom, BaageeT 3HaHUAMH B obOnactd | Pemrenne Bonpoc Ha
OCHOBBI TPYAOBOroO,
ADXHBHOIO 3aKoHoJaTenbeTBa PO 0 MepcoHaNBHBIX | CUTYAllMOHHBIX U | 9K3aMeHe
P K JIAHHBIX, OCHOBBI TPYJIOBOT0, QDXUBHOT'0, | MPAKTHYECKUX 6-10
2 | aTMHHHCTPATUBHOIO
aJMUHHUCTPATUBHOTO, MHUTPALMOHHOIO, | 3a/a4 IO IUIaHy
MHIPAIlHOHHOI 0 ,
HaJIOrOBOT'O 3aKOHOZATENILCTBA, | MPOOIEMHOrO
HAJIOT0BOI' 0
3aKoHozaTenscTBa B cepe OT ceMuHapa
3aKOHOJATeJILCTBA,
YBepeHHO BiajieeT 3HaHUAMU B obnactu | [lonroroska Bonpoc Ha
3aKO0HOAATEJILCTBA B .
chepe OT 3aKoHO/aTenbcTBa PO 0 mepcoHANBHBIX | COOOLICHUIT MO JK3aMEHe
3 ' JAHHBIX, OCHOBHI TPYOBOT'0, ApXUBHOTO, | IUIAHY 11-15
aJIMUHHCTPATHBHOTO, MUIPAlMOHHOTO, | MPOOIEMHOr0
HaJIOTOBOT'O 3aKOHOJATENIbCTBA, | CEMHHapa
3aKkoHonarenbeTa B chepe OT
Bonpocer mist Bonpoc Ha
OOmamaer 3HaHMSIMH B oOJlacTH p A p
YCTHOTO sk3amenel6-20
peanu3anny CUCTEMBI CTPATErH4ecKoro
4 (TTMCHBMEHHOT0)
u OIEPaOHHOT O YTIPaBIIEHUS
orpoca 10 TeEME,
TIEPCOHATIOM
paszeny
IK-2.U1- 1. Cnocoben Pemenue Bompoc Ha
peajin3oBbIBaTH cucTeMy | B 1emom, ¢ TOMOMmIbIO 3KCNIEPTOB | CHTYaI[MOHHBIX U | DK3aMEHe
5 | CTPaTerutecKoro U | CIOCOOEH  PEalM30BBIBATH  CHUCTEMY | MPAKTHYECKHX 21-25
onepauuoOHHOr 0 CTPAaTeTMUECKOro W  ONEPAIMOHHOIO | 3a/1a4 IO IUIaHy
ynpaBJieHUs YTIPaBIIEHUSI IEPCOHATIOM POOIEMHOTO
NepPCoOHAJIOM ceMuHapa
IToxroroBka Bonpoc Ha
Criocoben CaMOCTOSITENTEHO N
€aJI30BBIBATH CHCTEM coobmenut o JKsamere
6 P y TUTaHy 26-30
CTPAaTerHuecKoro W  OINEepaloOHHOTO
MPOOJIEMHOTO
YIIpaBJICHUSI IEPCOHATIOM
ceMuHapa
7 NOK-3.U0- 1 VYwmers | 3Haer OTJENbHbIE JOKyMeHThI, | Bonpocsl s Bonpoc Ha
obecrneyuBaTh HEOOXOAMMBIC sl CONPOBOXJIEHHS | YCTHOTO 9K3aMeHe
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JOKYMEHTAIIHOHHOE
CONPOBOKIEHNE
MPOLECCOB

YIPAaBJIEHUIO
MEepPCOHAIOM
COOTBETCTBHH
TPeOOBAHUSIMH
3aKOHOAATEJILCTBA

TIPOLIECCOB IO YIPABJICHHIO IIEPCOHAIOM | (TTMCEMEHHOT0) 31-35
B COOTBETCTBMM C TpeOOBaHUSIMH | OIpOCa MO TEME,
10 | 3aKOHOJATENIFCTBA paszzeny

Pemenue Bonpoc Ha
B  memom, ymeer  obecreunBaTth
JOKyMEHTAllMOHHOE  COMNPOBOXK/ICHHE CHTYAIMONHBIX H | KSAMEHE

c MPaKTHYECKNX 36-40

MPOLIECCOB MO YIPABIICHUIO ITEPCOHAIOM

3aj1ad 110 TUIaHy
B COOTBETCTBUM C TpeOOBaHUAMHU

POOJIEMHOTO
3aKOHOJIATEIbCTBA

ceMuHapa
Ymeer camocrosTedbHO oOecrieunBarth | [lonroroska Bormpoc Ha
JOKyMEHTAIIIOHHOE  CONPOBOXK/IECHHE | COOOLIEHUIT 1O 9K3aMeHe
MIPOIIECCOB M0 YIPABJIECHUIO MIEPCOHATIOM | TUIAHY 41-45
B COOTBETCTBUM C TpeOOBAaHUSIMHU | MPOOIEMHOTO
3aKOHOJIATENbCTBA ceMuHapa

HOK833Te.ﬂl/l, KPUTECPHUU U IIIKAJIA OCHKHA C(l)OpMPIpOBaHHbIX KOMIIeTeHI it

CooTBeTCTBUE ypOBHeﬁ OCBOCHM KOMIICTCHIIUH IIJIAHUPYEMBIM PE3YyJIbTaTaM 06y‘IeHI/IH n
KPUTCPHUAM X OLICHUBAHUS

KOI[ 1 HAUMCHOBAHUC

WHUKATOpa

MOPOT OBBIH | 0a30BbIi | MIPOJIBUHYTHIN
OrneHka
Y 10BNETBOPUTENBHO Xopoio OTiuyHO

INIK-1. CIIOCOBEH PA3PABATBIBATH CUCTEMY CTPATEIT'MYECKOI'O U OITIEPAIITMOHHOI'O
YIIPABJIEHU S TIEPCOHAJIOM

IK-1.1/1-
OCHOBBI

3aKoHoAaTeabcTBA PO
0 NepPCOHAJBHBIX
JAHHBIX, OCHOBBI
TPY0BOro, apXuBHOIO,
aIMMHUCTPATUBHOIO

1. 3HaTbL

MHIPAIIMOHHOT 0 ,
HAJIOTOBOT'0
3aKOHOJATeJILCTBA,
3aKOHOJATEJILCTBA B
chepe OT

Bnaneer OTJICIbHBIMHU
3HaHUIMH B oOjacTu
3akoHozaTelnscTBa PD o
NEPCOHANBHBIX  JIaHHBIX,
OCHOBBI TPYIOBOTO,
ApXHUBHOTO,
aJIMUHHUCTPATUBHOTO,
MUTPAILIOHHOTO,
HAJIOTOBOT'O
3aKOHOIATEILCTBA,
3aKOHOJATENbCTBA B cepe
oT

B LIEI0M, BJIAJICET
3HaHUAMH B o0jacTu
3akoHozaTrenscTBa PO o
MIEPCOHANBHBIX aHHBIX,
OCHOBBI TPYAOBOIO,
ApPXUBHOTO,
aJIMHHUCTPATHUBHOTO,
MUTPAIMOHHOT O,
HAJIOTOBOI'O
3aKOHOIATENLCTBA,
3aKOHOATENLCTBA
cdepe OT

B

YBepeHHO BiaJ€eT 3HAHUSMU B
oOactu 3akoHozarenscrsa PD o
MEPCOHAIBHBIX JIAHHBIX, OCHOBBI

TPYZOBOIO, apXHUBHOTO,
aJMUHHUCTPATUBHOTO,
MUTPALOHHOTO, HaJIOrOBOT'0
3aKOHOJIATEIbCTBA,

3aKoHozaTenscTBa B cepe OT

IIK-2. CHOCOBEH PEAJ/IM30BBIBATb CUCTEMY CTPATETHYECKOI'O U ONEPAIIMOHHOI'O
YIPABJIEHUU S TIEPCOHAJIOM

NOK-2.U1- 1. Cnocoben | OGnanaer 3HanusMu B | B memom, c¢ momoinsio | Criocoben CaMOCTOSITEIIbHO
peain3oBbIBATH obnmactu peanu3anuy | SKCIepPTOB CMOCOOCH | pean30BbIBATh cHCTEMY
cUCTEMY CHCTEMBI CTPATETHMYECKOTO | PEaM30BBIBATH CHUCTEMY | CTPATETHUECKOTrO "
CTPaTEru4ecKoro u|u OIIEPAIIMOHHOTO | CTPATETHIECKOro U | ONEeparroHHOr0 YIIpaBJICHHS
ONEepPaHOHHOr0 VIIPaBJIECHUS TIEPCOHATIOM OIIEePaMOHHOTO MEPCOHATIOM

ynpaBJieHus YIIpaBJICHUS TIEPCOHATIOM

MEePCOHAJIOM

IIK-3. CIHOCOBEH A/MUHUCTPUPOBATH TIPOLHECCBI W JOKYMEHTOOBOPOT 11O
CTPATEITMYECKOMY U OIIEPAIMOHHOMY YIIPABJIEHUIO ITEPCOHAJIOM

NK-3.UMA- 1 Ywmers | 3Haer oTAenbHbIE | B LEIIOM, yMmeeT | YMeer CaMOCTOSITETTHHO
ob0ecne4yuBaTh JIOKYMEHTBI, HeOOXOaUMEbIe | 0OecrieunBaTh obecrieunBaTh
JOKYMEHTAIIMOHHO0€ ULt COIIPOBOXKACHHUS | JOKYMEHTAIIHOHHOE JIOKYMEHTAI[HOHHOE

COIIPOB O3K/IEHHE TIPOLIECCOB 10 | COTPOBOXKICHHE COMPOBOXKCHHE TPOIECCOB TI0
NPOLIECCOB M0 | YIOPaBJICHUIO MEPCOHATIOM | TPOIECCOB [0 | YIpaBICHUIO  MEPCOHAIOM B
yHnpaBJieHHIO B COOTBETCTBHH C | yIpaBIIeHHIO COOTBETCTBHH C TpPEOOBAHUSIMU
NEePCOHAJIOM B | TpeOOBaHUAMHU TIEPCOHAIIOM B | 3aKOHO/ATENHCTBA
COOTBETCTBUHU ¢ | 3aKOHO/ATENbCTBA COOTBETCTBHH c

TPeOOBAHUSMHU TpeOOBaHUSIMH

3aKOHOAATEJIbCTBA 3aKOHO/IATENbCTBA
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TunoBbie KOHTPOJIBHBIEC 3aJaHUA UJIH HHbIC MaTe€pHUaJibl, H606XOL[I/IMble AJIsi OICHKH
3HaHHﬁ, yMeHHﬁ, HaBbIKOB H (I/I.]'[I/I) OonbITa JOCATEJIBHOCTH, XaAPAKTCPU3YIOUIHUX ITallbl
(l)OpMI/IPOBaHI/IH KOMIIeTEHIIMIi B nmpouecce OCBOCHUA 06pa30BaTeJ’lLHO]7[ nmporpaMmmbl

4.1.1. Bompocsl o Npod/1eMHBIM CEMHHApPaM

Criyx0a TOKyMEHTAllMOHHOTO 00eCTieueH sl YIIPaBJICHNUs, [IEIH, 3a1a49H, (DYHKIIHH.
Tpu Gopmbl Opranu3anuu IeI0IPOU3BOICTBA.

Bxopsmue 1oKyMeHTHI, MpoIecce ABIKEHHSL.

Hcxonsimume qOKyMEHThI, IPOLECCE IBUKECHUS.

Perucrpanus u uHIEKCAMs JOKYMEHTOB, OTIPE/ICIICHNE, IPUHIINIIBI BBITIOJTHEHHS,

byHKIHIH.
Howmenknarypa nen, onpeaenenue, BUIbI, OPSI0OK COCTaBIEHUs, (DYHKITUU.

@opMupoBaHUE A€, TPEAHAZHAYECHUE, ITAIIbI.
OpraHuzaloOHHO — IPaBOBas JOKYMEHTAIMsI, ONpe/IeTICHHE, TpeIHa3HauYeHHE.
PacnopsaurensHble JOKyMEHTBI, OIIPEIEICHUE, IPEIHA3HAYCHHE.

©CoNe g b~ o
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10. HupopmanroHHO - CIIPaBOYHbBIE JOKYMEHTHI ONPEICIICHUE, TPEIHa3HAYECHHE.
11. VYcras, npenHasHaueHue, CTpyKTypa, TpeOOBaHUs K 0(POPMIICHHUIO.

12 [TonosxeHne o0 CTPYKTYpHOM I0JIpa3/ieieHNH, IpeaHa3HaYeHne, CTPYKTYypa, TpeOOBaHuUs K
OPMIICHHIO.

13.  JlovkHOCTHAsI MHCTPYKIIUS, IPEHA3HAUYCHHE, CTPYKTYpa, TpeOOBaHMUs K 0(OPMIICHUIO.
14.  MlIrarHoe pacmucanue, nmpeaHa3HaYeHKe, CTPYKTYpa, TPEOOBaHHS K 0(OPMIICHHIO.
15. TIlpouemypa u3manus nmpukasa.
16. TIpouenypa co3nanust MIPOTOKOJIA.
17, Jloxnajnmas 3ammcka, OnpeiesieHue, MOPsI0K COCTaBICHUs, TpeGOBaHMs K 0(OPMIICHHIO.
18. CnyxeOnas 3anucka onpeseneHue, OPSI0K COCTaBIEH s, TPEOOBAHKS K 0(OPMIICHUIO.
19 OOmbsicHUTENBbHAS 3aITUCKA OTIPE/ICTICHNE, TOPSIOK COCTABICHUS, TPEOOBAaHUS K

" 0hopMIICHHUIO.
20 PexomeHaTenpHOE MICEMO OTIPEIeTICHHE, TIOPSIIOK COCTABIICHHS, TPEOOBAaHUS K

" opmiieHHI0. YHUUKaUsA GOpM T0KYMEHTOB, CYIIHOCTh, (PYHKIIUH, TPUHLIUIT

YBEJICHHS

21 (Tabens popm, AnnbboMm hopm).

22.  AXT u cripaBKa IIpeiHa3HauYeHUe, COCTABJIEHUE, PEKBU3HTEL.
23.  Anroput™ mpuema Ha pabory.

24.  AnropuTM mepeBoja Ha APYryro paboTy.

25.  ANTOpHMTM YBOJIBHEHHS COTPYIHHMKA.

26. ANropuTM INIpEmOCTaBJIEHHS OTITYCKA.

27. JInunas kaprouka T-2, MOPAIOK 3aII0JHEHHS.

28 TpynoBoit 10oroBop, CTPyKTypa, MpeIHa3HaYeHHe, 0COOCHHOCTH COCTABJICHUS U
" IOAMMCAHUI.

29. Bepenue TpyI0BOM KHUKKH: OOIIHE TIOJIOKECHHUS.
30. Bxnagplul ¥ AyOIUKaT B TPYJOBYIO KHUXKKY, YCIOBHS BBIIAYH, AITOPUTM 3aII0JTHEHHMS.

31. JloBepeHHOCTH Ha MOJYYECHHE MATEPUATBHBIX [ICHHOCTEHA.
30 OdopmiieHue TUYHOTO JAeia COTPYIHUKA.

33.  TlopsAmoK XpaHEeHUs JOKYMEHTOB U IIEPENaUU B apXUB.
34.  JlokymeHTauus IO IOOIIPEHHIO PAOOTHUKOB ¥ AUCLUILIMHAPHEIM B3bICKAHHUSIM.

Tlepeuenv yacmu xkomnemenyuil, NPOBEPsEMbIX OYEHOYHBIM CPEOCMBOM.

[IK-3.1/]- 1 YMmerp obecrieuynBaTh JOKYMEHTAIIMOHHOE COIMPOBOXKICHHUE IPOIIECCOB IIO
YIPaBJICHUIO TEPCOHAIOM B COOTBETCTBUHU C TpeboBaHusiMH 3akoHojaarenbctBa [IK-3.UJI- 1
YMmeTh oOecrneunBaTh JOKYMEHTAIIMOHHOE COMPOBOXKJIEHUE TPOIECCOB IO  YIPABICHHUIO

MEePCOHAIIOM B COOTBETCTBHH c TpeOOBaHUSMHU 3aKOHOJIaTEIILCTBA

4.1.2 Coo011eHus COTJIACHO MJIAHY MPO00JEeMHOI0 ceMUHapa

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

2. CornacHo TmpaBWiIaM TMOCTPOEHHS] TEKCTa pPaCIOPSAUTETHLHOTO JTOKyMEHTa
MpUBEAUTETIPUMED TEKCTa JOKYMEHTa (HarmeuaTtaiiTe TeKcT Ha iucte popmata A4).

3. Uem oTimuaetcs odopMmieHHE MpUKa3a MO JUYHOMY cocTaBy? B pasmmunbIx

HCTOYHMKAX HaWauTe oOpasel MpHukasa Mo JMYHOMY COCTaBy (pacredaraTh Ha Jucte (opmara
A4).

4. Hcnons3ys matepuan u3 Ipunoxenus 1 «PexomMeHaauu no UCroib30BaHUIO MPH
HalMCaHUU JOKYMEHTOB OTAEIbHBIX Hambojiee 4acTo YMOTPEONIIEMBIX CIOB M YCTOWYMBBIX
COYETaHUI» COCTaBbTE 3 pa3IMYHBIX JOKyMEHTa (MUCHMO, MpHKa3, akT u jap.). Odopmuts Ha
muctax Qopmara A4, pyuykoil WIM MapKepoM OTMETUTh HCHOJb3yeMble CJOBAa HIIH
CIIOBOCOYETAHMS, MOJNMCATh K KaKOMY OJIOKY peKOMEHJAlMi OTHOCUTCS (HAallpUMep, oKazamb
noMOub - yCTOWIMBBIN 000POT peun).



HepelleHb yacmu KomnemeHuuﬁ, npoeepsiemvlx OYyeHoO4YHbIM cpedcmeom:
[IK-1.1MJ1- 1. 3naTh ocHOBHI 3aKkoHOaTenbCcTBa PD 0 mepcoHanbHBIX JaHHBIX, OCHOBBI
TPYAOBOI0, apXUBHOTO, aIMUHUCTPATUBHOTO , MUTPALIMOHHOIO , HAJIOTOBOT'O 3aKOHO/1aTEJIbCTBA,
3aKkoHoJarenscTBa B chepe OT
I[MK-2.1U]- 1. CnocoGeH peanu3oBbIBATh CUCTEMY CTPATETHYECKOTO M OINEPAIMOHHOTO
yIpaBieHUs! IEPCOHAIOM
IMK-3.1J1- 1 YMeTs obecrieunBaTh JTOKYMEHTAIIMOHHOE COIMPOBOXKJICHUE IPOIIECCOB TI0
YIPaBIEHUIO IEPCOHATIOM B COOTBETCTBUU C TPEOOBaHUSIMH 3aKOHOIATEILCTBA
4.1.3 Pemienne cMTYallMOHHBIX 32/1a4 N0 MJIAHY NPOOJIEMHOr0 CeMUHapa
1. CocrtaBpTe M OQOpPMHUTE NpPHUKA3bl IO OCHOBHOM J€ATENBHOCTH, B Cllydae
HE00XO0MMOCTHI00aBhTE HEIOCTAIOIIYIO HH(OPMAITHIO:

C uenbro npUBIIEYEHUS CIIOHCOPOB JUIsl 0OecTieueHus] IPOU3BOACTBEHHOMN EATEIbHOCTH
reHepanbHbll qupektop OOO «Montepy» (r. ExarepunOypr) O. I'. CokonoB 20 ceHTs0ps
TEKyLIEro roja M3Aajl IPHUKa3 O CO3JAHMM KOMMEPYECKOrO OTHEe]a CO CIEAYIOIIMM IITaTHBIM
COCTaBOM: KOMMEpPUYECKUHN AUPEKTOp — 1 1IT. ex., Beayuuil cnenuanucT — 1 mr. ex., cnenuanucT

- 1 wr. ex.

I'maBHOMY Oyxrantepy npeanpusitus ['. A. I'opsiueBy OblI0 TOPYy4EHO BHECTH U3MEHEHUS
B IITATHOE paclyCaHue MPeANpUATHS Ha 4-1 KBapTal TEKYILLIEro rojia ¥ BHIHECTH Ha YTBEPXKACHUE
HOBBIM JOKyMeHT K 1 okts0ps. Hawanenuky otaena kaapoB T. H. UrnarbeBy npeamnmcano
YKOMITJIEKTOBaHUE OT/IENIa KaIpaMH C BBICIIIMM YKOHOMHYECKHM 00pa3oBaHueM K 10 okTsaOpsi.

OTBETCTBEHHOCThH 32 HCIIOJHEHUE MTPUKa3a JUPEKTOP OCTABUJI 3a COOOM. JlaHHBIN MTPOEKT
MpHUKa3a COCTaBIIsI CEKpeTapb reHepanbHoro aupekropa M. M. Biacosa.

llepeuensv uacmu komnemeHyuil, NPOBEPIEMbIX OYEHOUHBIM CPEOCMBOM.

[IK-1.M1- 1. 3HaTh OCHOBBI 3aKOHOAATENIbCTBA PD 0 mepcoHaNbHBIX JAHHBIX, OCHOBBI
TPYIOBOTO, apXUBHOTO, a/IMUHUCTPATUBHOTO , MUTPAILIMOHHOTO , HAJIOTOBOT'O 3aKOHO/1aTEIbCTBA,
3akoHoaarenbcTBa B cepe OT

I[IK-2.1/I- 1. CnocoGeH peann30BBIBATh CUCTEMY CTPATETHYECKOTO W OINEPaIlMOHHOTO
yIpaBieHUs! IEPCOHATIOM

[IK-3.1U/- 1 Ymerp obecnieunBaTh JOKYMEHTAIIMOHHOE COIPOBOXKIEHHE IPOIIECCOB IO
YIpaBIECHUIO IEPCOHATIOM B COOTBETCTBHH C TPEOOBAHUSIMH 3aKOHOJATEILCTBA

4.1.4 IloaroroBka coO0LIEHHUI1 110 IVIAHY NPOOJIEMHOr0 cCeMHUHApa

[Ipoananuzupyiite OCT P 7.0.97-2016. Cucrema cranmaptoB no uHbOpMaIu,
OuOMMOTeYHOMY M H3AaTelabcKoMy Jeny. OpraHu3allMOHHO  -paclopsauTeNbHas
nokyMmeHTanus. TpeboBanuss kK 0GOPMICHHIO JOKYMEHTOB, OTBETbTE Ha CIEIYIOLIUE
BOIPOCHI:

1) Jlalite  ompeneneHue TMOHATHIO  «PEKBU3UT». CKOJIbKO  PEKBU3UTOB
CYIIECTBYET y TOKyMEHTa (TI0 JAHHOMY FOCYAapCTBEHHOMY CTaHIapTy)?

2) Kakune TpeOoBaHUS B COOTBETCTBHH C JIaHHBIM HOPMATHBHBIM JOKYMEHTOM
JOJIKHBI IPEIBABIATHCS K OTaHKaM JTOKYMEHTOB?

H€p€q€Hb yacmu Komnemem;uﬁ, npoeepsAemblx OYeHO4YHbIM Cp@@CWlGOM.’

[IK-1.1/I- 1. 3HaTh OCHOBBI 3aKOHOJATENBCTBA PP 0 mepcoHaNbHBIX JaHHBIX, OCHOBBI
TPYZIOBOTO, apXUBHOTO, a/IMUHUCTPATUBHOTO , MUTPALIMOHHOTO , HAJIOTOBOI'O 3aKOHOJATENbCTBA,
3akoHOJaTenbCTBa B chepe OT

MK-2.1J1- 1. CnocoOeH pealn30BBIBaTh CUCTEMY CTPATETHUYECKOTO U ONEPallMOHHOTO
yIPaBIICHUS IEPCOHATIOM
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IMK-3.1J1- 1 YMeTs obecrieunBaTh JTOKYMEHTAIIMOHHOE COMPOBOXKJICHUE MPOIIECCOB TIO
YIIPaBJICHUIO TIEPCOHAIIOM B COOTBETCTBUU C TPEOOBAHUSMH 3aKOHOIATEIBCTBA

4.1.5 IlpuMepHBIe BONPOCHI HTOTOBOr0 TeCTHPOBAHHUsI (IIPOBOIMTCS MO BCEM TeMaM
y4e0HOro Kypca):

Bapuanr 1. (mpumep)
2. K opranu3aiiioHHbIM IOKyMEHTaM OTHOCHUTCSI:
A) nonoxenue 06
opranuzaiuu;b)
yKa3aHue;
B) npotoxou.
3. PykoBoactBo OO0 «CTpoiicynepuHBECTTOPI» PEHIMIIO TpU 0(QOPMIIEHUH MTUChMa-
MPEUIOKEHUSI O COTPYAHWYECTBE CBOMM mapTHepaM «HHBECTCTPOHKOMKHPITID)
KCIIOJIb30BaTh M300paxkeHne rocynapcTBeHHoro repba Pd.
Hackonbko nmpaBoMouHs! AeiicTBus pykoBoacTBa ObmectBa? IloarBepanre cBoil OTBET
CCBUIKOWHA HOPMAaTHBHBIE IOKYMEHTHI.

4. OpopmuTe HECKOIBKO BUIOB pekBU3HUTa «OTMETKA O MPUIOKEHUNY:
® TIPHUJIOKEHUH B TOKYyMEHTE HECKOJIBKO;

® IPIJIOKEHHE COPOIITIOPOBAHO;

5. Ha xaxue 6udvl 00KyMeHmMo8 He pacnpoCmpansemcs
oeticmeuel OCT P 7.0.97-20167

a) ycTaB, MOJIOKEHHE, aKThl, IMCbMa, CIIPaBKH;

0) ycTaB, 3aueTHbIE KHUXKKH, aKThl, TUCbMA,

CIPaBKH; B) YCTaB, MOJIOKEHHUE, aKThI,

yIIOCTOBEpPEHUS, CIIPABKH.

6. I1o pacnonoscenuro pexsuzumos 8vloensaiom ciedyrujue 6Uobl OJ1AHKO8:
a) YIJIOBOM U TIPOJIOJIHHBIN;

0) yrioBoi u

LEHTPUPOBAHHBIN; B)

YTJIOBOU U

LIEHTPaJIN30BaHHBIN.

[IK-1.M1- 1. 3HaTh OCHOBBI 3aKOHOAATEIbLCTBA PD 0 mepcoHaNbHBIX JAHHBIX, OCHOBBI
TPYIOBOI'O, apXUBHOTO, a/IMUHUCTPATUBHOTO , MUTPALIMOHHOTO , HAJIOTOBOI'O 3aKOHOATEIbCTBA,
3akoHOJaTenscTBa B chepe OT

[MK-2.1J1- 1. CrnocoGeH pealn30oBbIBaTh CUCTEMY CTPAaTErHUECKOr0 U ONEPallMOHHOTO
YIPABIICHUS IEPCOHATIOM

M[MK-3.1/1- 1 YMmeTs obecrnieunBaTh JTOKYMEHTAMOHHOE COMPOBOXKJIEHUE MPOILIECCOB 1O
YIPaBJICHHUIO TIEPCOHAIIOM B COOTBETCTBUHU C TPEOOBAHUSIMH 3aKOHOAATEIHCTBA

3a4eTHO-IK3aMEHAIMOHHbIE MaTePHAJIbI JUISI NPOMEKYTOYHOM  aTTeCTANHH

(3x3amen)

1. TloHsATHE CHCTEMBI JOKYMEHTAIIMOHHOTO 00eCIeYeH sl YIPaBICHHUS IEPCOHATIOM.

2. TpeGoBanusl, PeIBABIAEMbIE K O(OPMIICHUIO PEKBU3UTOB KaJIPOBOM JTOKYMEHTAIMH.

3. Tlpumanue JOKyMEHTaM FOPUANYECKOMN CHIIBL.

4. Tlopsmok 06pabOTKU U PETUCTPAIMU JOKYMEHTOB, HX MHIEKCAIMH. PerucTpanioHHbIe
(OPMBI JIOKYMEHTOB U UX 3aIOJHEHHE.
KOHTpOJIb UCIIOJHEHUS TIOKYMEHTOB.
Knaccugukarys KagpoBbIX JOKYMEHTOB.

oo
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10.

11.
12.
13.

14.
15.
16.
17.

18.

19.
20.
21.

22.

23.

24,
25.
26.
27.
28.

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

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

OTnuurs B HOArOTOBKE MPUKA30B TI0 JINYHOMY COCTaBY M IIPHKA30B [0 OCHOBHOU
JeATEITbHOCTH.

HopmaTuBHO-MeTOTMUecKas 6a3a, periaMeHTUpPYIOIas TOArOTOBKY KaJpOBOM
JTOKYMEHTAIIH.

[IpocTble u CIOKHBIE TPUKA3Bl: 0COOCHHOCTH O(POPMIICHHUS.

[TonsiTne TPYAOBOTO IOTOBOPA, 00S3aTENBHBIX U JOTIOJIHUTEIBHBIX YCIOBHH TPYIOBOTO
JI0TOBODA.

[IpaBuna opopmiieHUs] pEKBU3UTOB TPYIOBOTO JOTOBOPA.

Oco6enHocTr 0popMIICHHUS )KypHATIA PETrHCTPALUU TPYJOBBIX JOTOBOPOB.

CocrtaB TOKyMEHTOB, TPEOYEMBIX OpraHaMy HaJ[30pa ¥ KOHTPOJIS TIPU MPOBEICHUN
MIPOBEPOK.

Odopmienue nporeypsl MPOBEPKU KAAPOBOH JTOKYMEHTAIIUH.

Oco0EeHHOCTH COCTaBJICHUS KypHAIA ydeTa MEPOTIPUATUM 110 KOHTPOJIIO.

Buns! mpoBepok.

OTBeTcTBEHHOCTH paboToaaTens U GU3NIESCKUX JIUIl HA HEHA/IJIS)KAIIee COCTOSTHUE
KaJIpOBOM JOKYMEHTALIUH.

Ha3naueHnue MHCTPYKIIMY TIO JOKYMEHTAIIHOHHOMY OOECTICYEHHIO YIIPaBICHUS
nepconanoM. CocraB pa3ziemnos.

Oco6eHHOCTH pa3pabOTKH M COCTABJICHHS IITATHOTO PACITUCAHUS.

[IpaBuna BHYTpEeHHETO TPYIOBOTO PACHOPSIKA: HAa3HAYEHUE U OPSIO0K 0(hopMIICHHSI.
[lepconanbHbIe TaHHBIE paOOTHHUKA: COOp, XpaHEHHE, OTBETCTBEHHOCTH 32
JOCTOBEPHOCTh W HE3aKOHHOE PACIIPOCTPAaHEHHE.

OCHOBHBIE HOPMATHBHO-TIPABOBBIC aKTHI, PETIIAMEHTHPYIOIINE paOOTy C TPYIOBBIMH
KHIDKKaMH paOOTHHUKOB.

[IpaBuna odopmieHus TPYAOBBIX KHI)KEK, BHECEHHUS JOMOJIHEHUS U UCTIPABJICHUI B
HEMpPaBWIbHO BHECEHHBIE 3AITUCH.

[Topsimok BbIAAUM TPYAOBOW KHUKKHA PAOOTHUKY

Bxuagpiin B TpyIOBYIO KHUXKKY.

Brimaya nyOnukaTa TpyJaOBOM KHUKKH

VY4er nBUKEHUS TPYJOBBIX KHUKEK U BKJIQAbIIICH K HUM.

Odopmnenue npuema paboTHUKOB. COCTaB TIOKYyMEHTOB, TPEOYeMbIX NPU IIpUeMe Ha
pabory.

Odopmienue nepeBoia pabOTHUKOB HA IPYT'yI0 paboTy

Odopmienue npoueaypbl KOMaHIUPOBAHUS pAOOTHUKOB.

Odopminenue oTmycka.

[TpaBuiia 1 CPOKH MOArOTOBKH rpaduka oTmyckoB (Gpopma T-7).

Odopmienue npoueaypsl yBoJIbHEHUSI paOOTHUKOB

OcobenHocTH cocTaBlieHUs! YHU(DUIIUPOBAHHBIX (DOPM MPUKA30B MO TUYHOMY COCTaBY.
dopmupoBaHue U BeeHUE TNYHBIX Jien. CocTaB JOKYMEHTOB JIMYHOTO Jiena.
Benenue nuunbix kaprouek. [IpaBuia BHECEHUS UCTIPABICHUH B JINYHbIE KAPTOUKHU.
[Tonsitne HoMeHKIaTyph! Aei. [lopsgok cocTaBieHUs HOMEHKIIATYPBI [Nl KaJpOoBOi
CITY>KOBI.

TpeboBanus1, npeabaBIseMble K 3aT0JIOBKaM JieJl. DJIEMEHTHI 3aroJIOBKOB JIedl.
[opsinox hopmupoBanus aen. [IpusHaku rpynnmupoBKU TOKYMEHTOB B AeTa.
[TopsinOK MOJrOTOBKU JJOKYMEHTOB K ApXUBHOMY XPaHEHHIO.

Knaccudukarus JOKyMEHTOB 10 CpOKaM XpaHEHHUS.

YactuuHoe U NoaHOoe 0(opMIIEHHE Jell.

CocraBnenue u o(opMIIeHHE OTIHCEH /.

Opranuzanys nIpoBeIeHHUs SKCIEPTH3bI IEHHOCTH JOKYMEHTOB.

AI[MI/IHI/ICTpaTI/IBHaSI OTBCTCTBCHHOCTD 3a HAPYIICHUC HeﬁCTByIOHICFO 3aKOHOAATCJIbCTBA

110 apXUBHOMY JIENTy.
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Kpurtepuu oneHnBanus pe3y/ibTaToB 00y4eHUs!

Onenka Kputepun orieHMBaHus MO K3aMEHY
Beicokuit OILICHKY «OTJIMYHOX»/3a4TE€HO 3aCITY)KUBAET CTYJCHT, OCBOMBIIUIN 3HAHMUSA,
YPOBEHB «5» YMEHUS, KOMIIETCHIIMM M TEOpeTHYecCKuid MaTtepuan 0e3 mpooesos;
(oTinuHO)/ BBINIOJIHUBIIMNM BCE 3aJaHUs, MPEIYCMOTPEHHbIE Y4EOHBIM IUIAHOM Ha
3a4YTEHO BBICOKOM Ka4eCTBEHHOM YPOBHE; PaKTUIECKUE HaBBIKH
po(eCCHOHATLHOTO TPUMEHEHHUSI OCBOCHHBIX 3HAHUH COPMHUPOBAHEI.
Cpennmii OIICHKY «XOpOIIO»/3a4TE€HO  3aCIy)KUBACT CTYIEHT, NPAKTUYCCKU
YPOBEHB «4» MIOJTHOCTHIO OCBOMBILINI 3HAHUS, YMEHHS, KOMIIETCHIIUU U TEOPETUIECCKUN
(xoporo)/ MaTepuai, ydeOHbIC 3aJaHus HE OICHEHb MAaKCHUMAJIbHBIM YHUCIIOM
3a4TEHO 0aJsI0B, B OCHOBHOM C(hOPMHPOBAJ MPAKTHUECKUE HABBIKH.
[ToporoBerit OIICHKY «YJOBIIETBOPHTEIBHOY»/3aYTEHO 3aCITy)KHBAET CTYACHT, YaCTHYHO
YPOBEHB «3%» ¢ nmpobOenaMH OCBOMBIIMK  3HAHHWS, YMEHHUS, KOMIIETCHIIMH U
(YIOBIETBOPUTEN | TEOPETHUECKUI MaTepHall, MHOTHE ydeOHbIC 3aaHus MO0 HE BHITIOTHIII,
bHO)/3a4TEHO aM00 OHU OLEHEHBl 4YHCIOM OaioB OJIM3KMM K MHUHUMAaJIbHOMY,
HEKOTOPBIE MPAKTHYECKIE HABBIKM HE CHOPMUPOBAHBI.
MUHHMMaNBHBIA | OIEHKY «HEYIOBJICTBOPUTEILHO»/HE 3aYTEHO 3aCITy)KUBACT CTYICHT, HE
YPOBEHB «2) OCBOMBIIINI 3HAHUS, YMEHUS, KOMIIETCHIINH W TEOPETUUESCKHIA MaTepHa,
(HeyOBJIETBOPUT | yueOHBIC 3aJaHWs HE  BBINIOJTHWJ, TPAKTHUECKHE HABBIKH  HE
eNbHO)/He c(OpPMHPOBAHBI.
3a4TEHO

O1eHOYHBIE CpEICTBA JUII HMHBAJIHIOB W JIMII C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMH
3I0POBBSI BEIOUPAIOTCS C YUETOM UX WHAWBUIYAITBHBIX IICUX0(YU3NIECKUX 0COOCHHOCTEH.

— IIpH HEOOXOAMMOCTH HHBAIH/IAM H JIUIAM C OTPAaHUYEHHBIMU BO3MOYKHOCTSIMH 370POBBS
MPEOCTABIISIETCS IOTIOJTHUTEIIFHOE BPEMsI ISl TIOATOTOBKU OTBETA HA 3K3aMCHE;

— P TIPOBEICHUH TPOIIEYPHI OIICHUBAHUS PE3YIbTATOB O0YyUCHHSI MHBAINIOB H JIUI] C
OTPaHUYCHHBIMU BO3MOXXHOCTSIMH 3JI0POBBSI TPEIyCMaTPUBACTCS MCIIOIb30BaHIE TEXHUYCCKHX
CpeACTB, HEOOXOIMMBIX UM B CBSI3U C UX WHAUBUIAYAIbHBIMUA OCOOCHHOCTSIMH;

— TIPHU HEOOXOIUMOCTH ISl OOYJArOIIUXCSl ¢ OTPAaHUICHHBIMUA BO3MOKHOCTSIMH 37I0POBbS
U UWHBAIMIOB MpOIEIypa OLCHUBAHUS PE3YJIBTaTOB OOYYEHHS TIO JHCHUIUIMHE MOXKET
MIPOBOJIUTHCS B HECKOJIBKO ATAIIOB.

[Iponienypa oneHUBaHUS PE3yJIbTATOB OOYYCHHS WHBAJIHMJIOB M JIMIl C OTPAaHUYCHHBIMU
BO3MOJKHOCTSIMH 3JIOPOBBSI 10 JUCHHIUIMHE (MOJYJII0) MPENyCMaTpUBAET MPEIOCTABICHHUE
uHpopmanuu B (opMax, aganTUPOBAHHBIX K OTPAHHYCHHSIM WX 370POBbS W BOCIPHSITHUS
nHpOpMauu:

J1J1s1 JIMT] C HApYIICHUSIMUA 3PCHHS:

— B 1e4YaTHOM (hopMe YyBEIIMYCHHBIM HIPUPTOM,

— B JOpMeE DIIEKTPOHHOTO JIOKYMEHTA.

J1J1s1 JIAI] C HApYIICHUSIMH CITyXa!

— B reyatHoi dopme,

— B (JopMe AIIEKTPOHHOTO JIOKYMEHTA.

JInst iIL ¢ HapyIIeHUsIMH OTIOPHO-/IBUTATENIFHOTO armapara:

— B reyatHoi dopme,

— B (JopMe FIIEKTPOHHOTO JIOKYMEHTA.

JlaHHBIM TepeueHb MOXKET ObIThb KOHKPETH3MPOBAH B 3aBUCHUMOCTH OT KOHTHHI'€HTA
oOyJaronuxcs.

5. IlepeyeHnb y4eOHOI1 TuTEpaTyphbl, HHPOPMALHOHHBIX PECYPCOB U TEXHOJIOTHH
5.1. YueGHast quTepaTypa
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1. Abymamze, J. I. JlokyMeHTauUMOHHOE OOeCleYeHne YIpaBICHHUS
MEPCOHAJIOM : y4eOHUK U mpakTukyM Juist By30B / JI. I'. AOynamze, U. b. Bempsikkuna, B.

M. MacnoBa. — MockBa : WMzparensctBo HOpaiit, 2020. — 299 c. — (Bsicmiee
obpazoBanue). — ISBN 978-5- 534-00875-3. —  Tekcr : AJIEKTPOHHBIN //
ObC  [Opaiir  [caiit]. — URL: https://urait.ru/bcode/450813

2. beikoBa  T.A.  JlokyMeHTanuMoHHOe  oOOecHeueHUue  yIpaBJICHUS

(menompom3BoACTBO): y4ebd. mocobme mns cryneHToB By3oB / T. A. breikoBa, T. B.
Kysnuernona, JI. B. Cankuna ; mox o6mr. pen. T. B. Ky3nenosoit. - 2-¢ u3j., nepepad. u Jo1.
- M. : UHOPA-M, 2015. - 304 ¢

3. Kysnenos, WM. H. JlokymMeHTannoHHOE OOECHEUCHHE YIPABICHHUS
MIEPCOHAJIOM : YUSOHHK ¥ MPAKTUKYM JUTs TpUKiIaaHoro Oakanaspuara / M. H. Ky3nernos. —
Mockga : UzmatensctBo HOpaiit, 2019. — 520 ¢. — (bakanasp. IIpuknamHoit kypc). —
ISBN 978-5-9916-4000-8. — Texkcr : anekrpounsiii // DBC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/426321

4. Paznopoxusiii A.A. JIoOKyMEHTHPOBaHUE YIIPABICHUYECKOU AESTEIBHOCTHU
yueb. mocobue A cTyeHToB By30B / A. A. Paznopoxwsiii. - M. : UTHOPA-M, 2015. - 304
c.

5.  «'OCT P 7.0.97-2016. Haunonanensiii crangapt Poccuiickoit denepanun.
Cucrema craHgapToB 10 wuHGOpMAIK, OWOTMOTEYHOMY W H3AATEIBCKOMY JIEIy.
Opranu3anuoHHO- PpacHopsAIUTENbHAS JIOKyMEHTalusa. TpeboBaHus K OQOPMIICHHIO
nokymeHToB» (yTB. [Ipukazom Poccrannpapra ot 08.12.2016 Ne2004-c1);

6. IlocranoBnenwme I'occranmapra P® ot 03.03.2003 Ne65-ct «O mpuHITHH U
BBEJICHUH BJIEHCTBHE TOCYAapCTBEHHOTO cTaHmapra Poccuiickoit denepanum» (BMecTe ¢
«'OCT P 6.30- 2003. TocymapctBeHHbINi cTanmapT Poccuiickoit ®Denepanum.
YHubunupoBaHHele CUCTEMBI JOKYMEHTAIIUH. YuudunupoBanHas cucrema
OpraHU3al[MOHHO-PACTIOPSAIUTENLHON  TOKyMeHTanuu. TpeboBanus K 0GOpMIICHHIO
JIOKYMEHTOBY);

7. «"OCT P 7.0.8-2013. HaumonanwHubiii ctangapT Poccuiickoit deneparuu.
Cucrema cramapToB 10 HHPOpMaNUU, OHOIMOTEYHOMY U U3ATEIHCKOMY JIEIy.
Jlenonpou3BOACTBO W apXuBHOE JAeno. TepmuHbl u omnpeaeneHus» (yrB. Ilpukazom
Poccrannmapra ot 17.10.2013 Ne1185-cT).

5.2. [lepuoguyeckas Jureparypa
Basel nanasix komnanuu «Mct Beroy http://dlib.eastview.com
Onekrponnas oubmuoreka GREBENNIKON.RU https://grebennikon.ru/
xypHan "Yrpasnenue nepconaiom" http://www.top-personal.ru
xypHan «Pabota ¢ mepconanom» http://www.hr-journal.ru
Kypnan «Itam» www.hrmedia.ru
XKypuan «Kagposuk» panor.ru/journals/kadrovik
DekTpoHHBIH )ypHaT «/{upekTop mo nepconany» http://e.hr-director.ru

NG~ wWDE

www.gd.ru/rubric/view/id/122-upravlenie-personalom.
9. XKypuan «Conunosornieckue ucciaemnopanus» https://wwwe.isras.ru/

. Kypnan «['enepanbHbII JUPEKTOP (pa3nen «YnpaBieHue IIEPCOHATIOM»

5.3. HHTepHeT-pecypchbl, B TOM 4HCJie COBPeMEHHble NpodeccHOHAIbHbIEe 0a3bl

AAHHBIX U HH(POPMALMOHHBIE CIIPABOYHbIE CHCTEMbI
JIeKTPOHHO-0ubImoTeunbie cucrteMbl (IBC):

1. DBC «lOPAUT» https://urait.ru/

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

4. OBC «ZNANIUM.COM» www.znanium.com
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http://dlib.eastview.com/
https://grebennikon.ru/
https://urait.ru/
http://www.biblioclub.ru/
http://www.book.ru/
https://znanium.com/

5. BBC «JIAHb» https://e.lanbook.com

IIpodeccuonaibubie 6a3bl JAHHBIX:

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

Scopus http://www.scopus.com/

ScienceDirect www.sciencedirect.com

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

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

ITonHOTEKCTOBEIE APXHWBbI BEAYIIHX 3alla/IHbIX HAYYHBIX KYPHAJIOB HA Poccuiickoit
HnaT(bopMe HayuHbIX xypHasioB HOMKOH http://archive.neicon.ru

7. HamumonampHasi dJeKTpOHHas  OmOIMOTEKa  (mOCTym K DIEKTPOHHOW — OMOIMOTEKe
aucceptaiuii Poccuiickoit rocynapcreennoit 6ubmmorexu (PI'B) https://rusneb.ru/

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

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

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

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

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

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

14. zbMath https://zbmath.org/

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

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

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

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

o r W E

HNupopManmoHHbIe CIPABOYHbIE CHCTEMBbI:
1. Kowncynwrant I[lmtoc - cripaBo4Has mpaBoBasi CUCTeMa (JIOCTYII 10 JOKAIBHOU CETH C
KOMIBIOTEPOB OMOITMOTEKH )

Pecypcbl cBOOOIHOIO J0CTYNA:

AMepuKaHCKas maTeHTHas 0a3a JaHHbIX http://www.uspto.gov/patft/

[TonHbIe TEKCTHI KaHAJACKUX auccepTanuii http://www.nlc-bnc.ca/thesescanada/

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

MuHHCTEPCTBO HAayKH U BhIcHIero oOpa3oBanus Poccuiickoit denepanmu
https [lwww.minobrnauki.gov.ru/;

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

6. Mudopmanumonnas cucrema "EnuHoe okHO qOCTyna K 00pa3oBaTeIbHbIM pecypcam”
http://window.edu.ru/;

7. Enunas koyeknus nudpoBeIX oOpa3zoBatebHbIX pecypcoB http://school-collection.edu.ru/ .

8. denepanbHbIil IEHTP HHPOPMAIIMOHHO-00pa3oBaTenbHbIX pecypcos (http://fcior.edu.ru/);

9. TIlIpoekt ['ocymapcTBEHHOTO MHCTHTYTa pycCcKOro sizbika uMeHu A.C. [Tymkuna
"Oo6pazoBanue Ha pycckom" https://pushkininstitute.ru/;

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

11. Cmyx0a TeMaTH4eCKHX TOJKOBBIX cioBapei http://www.glossary.ru/;

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

13. OGpa3oBarenpHbIi mopTan "Yueba" http://www.ucheba.com/;

14. 3axonompoekT "O06 o6pazoBanuu B Poccuiickoit ®enepannn". Borpocs! u oTBeTsI hitp://Xn--
273--84d1f.xn--plai/voprosy_i_otvety

Hownd e
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Co0OcTBeHHbIE JIEKTPOHHBIE 00pa3oBaTe/bHbIe U HHPOPMALIMOHHbIE PecypChl

KyoI'Y:

1. Cpena MoaynbHOTO AHaAMHuYeckoro oOydenus http://moodle.kubsu.ru

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

3. bubnmnorexa nHopMaAIMOHHBIX pecypcoB Kadeapsl nHGOPMAIIMOHHBIX 00pa30BaTEIBHBIX
texHoxorui http://mschool.kubsu.ru;

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

5. DnexTpoHHBIE 00pazoBaTeNbHBIE peCypChl Kadeapbl HHPOPMAIMOHHBIX CHCTEM U TEXHOJIOTHA
B oOpazoBanuu KyOI'Y wu mHaydno-meromamueckoro skypHama "IIKOJIBHBIE T'OJIbl"
http://icdau.kubsu.ru/

6. MeToanueckue yKa3aHus J1JIs1 00y4aIOIIHUXCSH 10 OCBOEHUIO TUCIHIJIMHBI (MOXY/JIs1)

JIeKIIMOHHOE 3aHSATHE TMPENCTAaBIsIET COOOM CHCTEeMAaTHYecKoe, IOCIeA0BaTEeNbHOE,
MOHOJIOTHYECKOE H3JIOKEHHE IPETIoIaBaTeNIeM-JIEKTOPOM y4eOHOTO MaTepuala, Kak MpaBuilo,
TEOPETHUYECKOTO XapakTepa. Takoe 3aHsATHE TMPEICTAaBISET COOOH DIEMEHT TEXHOJOTHH
MPEJICTaBJICHUS] y4eOHOrO MaTepuansa IyTeM JIOTUYECKH CTPOHHOTO, CHCTEMAaTHYECKU
MOCJICJIOBATEIILHOTO U SICHOTO HU3JIOKEHUS C HCIOJIb30BAHUEM HHTEPAKTHBHBIX 00pa30BaTEeIbHBIX
TEXHOJIOTUH (MYITbTUMEIUNHBIX, JTEKIIUA-TUCKYCCUH, JTCKITUU-TEMOHCTPALIHH ).

Henp nekumu — OpraHu3alys I[eJCHANPABICHHOW TO3HABATEIBHOW JEATEIbHOCTH
00yJaronIuXcs Mo OBJIAJICHUIO MPOTPAMMHBIM MaTePHAJIOM yUeOHOW TUCITUTUIHHEL. UTeHne Kypca
JIKITMH TTO3BOJISIET JaTh CBSI3aHHOE, MTOCIIEIOBATENHbHOE H3JI0KEHHE MaTepralla B COOTBETCTBUU C
HOBEHINTNMU JaHHBIMU HAaYyKH, COO6H_[I/ITB cJ1ymarejisiM OCHOBHOC COJCpKaHHME NpEcaMETa B
[IEJIOCTHOM, CUCTEMaTH3UPOBAHHOM BUJIC.

3amaun JEKIMH 3aKII0YalOTCsl B oOecriedeHnr (HOPMHUPOBAHHS CHCTEMBI 3HAHHUU 10
y4eOHON JUCHUIUIMHE, B yMEHHH apryMEHTHPOBAHHO W3JlaraTh HAayYYHBIH MaTepuajl, B
dhopmupoBaHUN MPO(HEeCCHOHATLHOTO KPYyro3opa M OOIIeH KyabTypbl, B OTPAKCHHH €IIE HE
MOJTyYHMBIIUX OCBEHICHUS B Y4eOHOW JIUTEpaType HOBBIX JOCTIIKEHHHA HAYKH, B ONTHMH3AIUU
apyrux popM opraHuzaiu yaeOHOTro mpolecca.

[IpakTudeckue 3aHATHS — SABISIOTCS (GOPMOU YyU4eOHOH aymuTOPHON paboOThHI, B pamKax
KOTOpOH (HOPMUPYIOTCS, 3aKPEIUIIOTCS W TPEACTABISIFOTCS 3HAHMS, YMEHUS W HaBBIKH,
WHTCTPHUPYIOIIHE PE3yIbTaThl OCBOCHUS KOMIICTEHIIMI KaK B JICKIIMOHHOM ¢opmare, Tak B
pa3nuyHbIX (popMax caMOCTOSTENBHON paboThl. K KaxkaOMy 3aHSATHIO TperojiaBaTeiieM
(bopMyIHPYIOTCS MPAKTUYECKHUE 3a/JaHusi, TPEOOBAHMS M METOJAWYECKHE PEKOMEHIAINU K HX
BBITIOJTHEHUIO, KOTOPBIE TIPEJICTABIISIOTCS B (POHIE OIIEHOYHBIX CPEJCTB YUCOHOM TUCIIUITIIHHEI.

KoHTposib camMoCTOSATENIbHOW palOThI: ISl CTYICHTOB THEBHOM M 3a04YHOM (OPMBI
0oOy4eHHsT — TEKYIIMH KOHTPOJb OCYIIECTBJIETCS B COOTBETCTBHE C MPOrPaMMOM 3aHITHU
(e’>KeHeIeNIbHO ISl CTYJICHTOB OYHOM (POpMBI 00YUEHUS; 10 CEeMECTpaM — JUISl CTYICHTOB 3a04HOU
dopMbl  O0ydeHUs); TPOMEKYTOUHBIM KOHTPOJIb TI0 HTOTaM OCBOCHHS JUCIUILTAHBI
ocyliecTBisieTcss B (opMe pPEUTHMHIOBOW CHCTEMBI OI[EHOK. Onucanue 3amaHuil Ui
CaMOCTOSITEJIbHOW Pa0OThI CTYJACHTOB M TPEOOBAaHMH 10 WX BBINOJHEHHIO BBIIAIOTCS
MpernojaBaTeieM B COOTBETCTBHM C pa3paboTaHHBIM (POHAOM OIICHOYHBIX CpPEICTB IO
JTUCIUILTUHE.

CamocrosarenbHas paboTa CTYAEHTOB MO JaHHOMY Yy4eOHOMY Kypcy TMpeanojaraer
MOATAIHYIO MOJATOTOBKY MO KaXJA0MY pa3ieNy B paMKax COOTBETCTBYIOIINX 3aJaHUIl:

[lepBeIif STanm camoCTOSTENBHONW pabOTHl CTYACHTOB BKIIIOYaeT B cels TIIATEThHOE
M3Yy4YeHHE TEOPETHYEeCKOro MaTepuaja Ha OCHOBE JIGKIIMOHHBIX MaTepUalioB MpernojaBaTels,
PEKOMEHAYeMBIX pPa3felioB OCHOBHOW ¥  JOMOJHUTENBHON JUTEpaTyphl, MaTepUaAIOB
MEPUOTUIECKUX HAYYHBIX W3/IaHUH, HEOOXOAMMBIX I OBJIAICHUS IOHSITUHHO-KAaTETOPHATLHBIM
anmapaTtoM u (GOPMUPOBAHUS MPEICTABICHUA O KOMIUIEKCE aHATUTHUYECKOTO WHCTPYMEHTApHs,
MCIOJIb3YeMOT0 KaK B paMKaX JaHHOW OTpaciid 3HAHUA, TaK U ITyOJIHMYHON MPAKTHKE;
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Ha BTOpOoM 3Tane Ha ocHOBE c(pOPMUPOBAHHBIX 3HAHUH M MPEACTABICHUHN MO JAHHOMY
paszeny CTy/ACHTHI BHIIIOJIHSAIOT MPAKTUYECKUE 3a/1aHNs, HAlleICHHbIE Ha ()OPMHUPOBAHNE YMEHUN
U HaBBIKOB B paMKax 3asBJICHHON komneTeHUMH. Ha naHHOM 3Tame CTYINEHTHI OCYLIECTBIISIOT
CaMOCTOSITEJIbHBIM TMOUCK SMIIMPUYECKUX MAaTepUaloB B paMKaxX KOHKPETHOIO 3aJlaHus,
0000IIal0OT M aHAIM3HPYIOT COOpaHHBIM Marepuanl 10 CXeMe, PEKOMEHIOBaHHOMN
npenojaBaTesieM,  (QOpMYIUPYIOT  BBIBOJbI, TOTOBAT  IPAKTUYECKHUE  PEKOMEHJalUH,
MIpe3EHTAllMOHHBIE MaTepHaIIbl [yl IyOIMYHOTO UX MPEJCTABICHUS U 00CYKICHUSI.

Kputepun oueHkn 3amaHuii B paMKaX CaMOCTOSITENIbHOH pabOTBl  CTYICHTOB
bopmynupyroTCs TpenogaBarenaeM B (QOHJIE OIEHOYHBIX CPEJICTB.

B ocBoeHMM AMCHUIIMHBI UHBAJIUMAAMM U JIMIAMH C OFPAHUYEHHBIMU BO3MOXHOCTSMU
310pOBbsl 0OJIBIIOE 3HAYEHME HMEET WHJAMBMJyajbHas ydeOHas pabora (KOHCYJIbTallUU) —
JIONOJIHUTEIBHOE Pa3bsICHEHNE YUeOHOr0 MaTepHana.

WunuBuayanbHble KOHCYIbTAlMM 1O TPEAMETY SBISIOTCS BaXXHBIM  (PaKTOpOM,
CHOCOOCTBYIOUIUM MHJMBUIyalIU3allMi 00y4eHHs U YCTAHOBJIEHUIO BOCIIMTATEIBHOIO KOHTAKTA
MEXAy I[pernojaBaTesieM M O0ydarolMMCs HWHBAIMJIOM WJIA JIMIOM C OrPaHUYEHHBIMU
BO3MOXHOCTSIMU 3/I0POBBSI.

B ocBoeHMM AMCHUIUIMHBI UHBATUMAAMH U JIMIAMH C OFPAHUYEHHBIMU BO3MOXHOCTSMU
30pOBbsi OOJIBIIIOE 3HAYECHHE WMEET WHIWBHUAyalbHass ydeOHas paboTta (KOHCYIbTAallMU) —
JIONOJIHUTEIBHOE Pa3bsICHEHUE YUEOHOTO MaTepHaia.

WnnuBuayanbHble KOHCYIbTAIMM 1O TPEAMETY SBISIOTCS BaXHBIM  (PaKTOpOM,
CHOCOOCTBYIOUIUM HHMBHTyaTH3allui 00y4eHHs] U YCTAHOBJIEHHWIO BOCIUTATEILHOIO KOHTAKTa
MEeXAy I[pernojaBaTesieM M OO0y4arolMMCS HWHBAJIMJIOM WJIH JIMIOM C OrpPaHUYEHHBIMU
BO3MOXHOCTSIMU 3JI0OPOBBSI.

Meroanyeckne PpeKOMEHIALMH, ONpeleJsIolue NpPoUeAypPbl OLECHHBAHUS Ha
ceMHHape:

Kpumepuu oyenxu:

«yIIOBJIETBOPUTENILHO» - CTYJEHT MUMEET ()parMEeHTapHbIE MPEJCTABICHHUSI 00 OCHOBHBIX
aCIEeKTaX MEXJIMYHOCTHBIX M TIPYNIOBBIX KOMMYHHKALMM, YaCTHYHO OCBOWJ IOHATHIHO-
KaTeropuajibHbIN amnmapar.;

«XOpOUIO» - CTYIEHT AEMOHCTPHpYET O0LIMe 3HaHUS 10 pacCMAaTPUBAEMbIM BOIpOCaM,
yM€eT YCTaHABIMBATh CBA3M MEX]y TEOPETUUECKUMU MOHATUSIMU U SMIUPUYECKUMU (aKTaMU;

«OTJIIMYHO» - CTYAEHT JEMOHCTPUPYET CHUCTEMHBIE 3HAHMS OCHOBHBIX BOIIPOCOB
U3y4aeMOM IUCUUIUIMHBI, YMEET yCTaHABIMBATh CBA3M MEXIY TEOPETUYECKUMU NOHATHAMHU U
SMIIUPUYECKUMU (PaKTaMu, GOPMYIUPYET aHATUTHUECKHE 000OLICHHS U BBIBOBI.

Meroan4eckue peKOMeHAalHH, ONPeie/IAI0OIMe NPOLeAYPbl OLICHUBAHNUA YYACTHA B
AUCKYCCHM:

Kpumepuu oyenxu:

«yIIOBJIETBOPUTENIBHO» - CTYAECHTOM JOMYILIEHbl 3HAUUTENIbHbIE OIIMOKH, B OTBETE HE
PacKpbITl HEKOTOpBIE CYLIECTBEHHBIE ACIEKTHl COACpXKaHMs, CTYIEHT HE CMOI II0Ka3aTrb
HE00X0AMMbIE YMEHHSI O METOIaX KOMaHIHOT'O B3aUMOJICHCTBUS;

«XOpOLIO» -  CTYIEHT JOIyCKAaeT HEeCYIIECTBEHHbIE OMIMOKU, HEIOCTATOYHO IOJHO
PacKphlI cojiepKaHue BOIIPOca, HE CMOT B Ipoliecce Oeceibl CaMOCTOSITENbHO JaTh HE0OOX0UMbIe
MIONPAaBKH U JIOTIOJHEHMS],

«OTJIMYHO» - CTYIEHT aKTUBHO Y4acTBYeT B IMCKYCCHH, JIOTUYHO M IOCIEA0BATEIBHO
BBIPAJKAET CBOW OTBET, IEMOHCTPUPYET 3HAHMS HAyYHOH TEPMHUHOJIOTMU B KOHTEKCTE OTBETA,
OOBSICHAET NMPUYMHHO-CJIEICTBEHHbIE M (YHKIMOHAJbHBIE CBSI3U; PAaCKpHIBACT Ha INpHMepax
TEOPETUYECKHE MOJIOKEHUS U MOHATUS; (GOPMYIHUPYET COOCTBEHHBIE CY)KJICHUS U apTyMEHTHI.

MeToanyeckne peKOMeHAalNH, ONPeieJIAIOIMe MPOLeAYPbl OLCHUBAHHUSA YYACTHSA B
padoTe MaJBIX IPYNI HA/I KeliCOM U pelieHHeM CHTYAallHOHHBIX 32/1a4:

Kpumepuu oyenxu:

21



«yIIOBJIETBOPUTENILHO»/3a4TEHO - paboTa B TPYIMIIOBON NESATEIBHOCTH HAJl PEIICHHEM
CHUTYallUOHHOM 3amaun 0e3 y4yacTus B NYONUYHOM OOCYKIACHWHM H apryMEHTaluu
c(OpMYIMPOBAHHBIX BBIBOJIOB;

«XOPOII0»/3auTeHO - paboTa B TPYNIIOBOH JEATEILHOCTH HAJl PEUICHUEM CUTYallMOHHOMN
3aJjayd  C COACP)KATEIbHBIM YYacTHEM B IyOIMYHOM OOCYKICHHH M apryMEHTaluu
c(OpMyYIMPOBAHHBIX BBIBOJIOB;

«OTJIMIHOY»/3aYTEHO - IEMOHCTPUPALIUS JIUJCPCKON MO3UIMH B TPYIIIOBOH EATEIHHOCTH
Ha/I peIICHHEM CUTYallMOHHOH 331a4H C COJCPIKATEIIbHBIM Y4acTHEM B ITYOJIMYHOM OOCYKIACHUU
Y CHCTEMHOH apryMeHTaIiu c(hOPMYITUPOBAHHBIX BHIBOJIOB.

Meroanyeckne peKOMeHJALMH, OMNpele/siiolue
pe3yJIbTaToB 3alIMThI pedepara/scce:

Kpumepuu oyenxu:

«YIOBJIETBOPUTEILHO»/3a4TEHO — MPOMEKYTOUHBIE PE3yNIbTaThl 3aIUTHI pedepaTa/scce
MPEACTABIISIIOT COOOM M3JI0’KEHHE HECaAaMOCTOSATEIbHBIX PE3yJabTAaTOB HAMHMCAHHUS padoOThI, 0e3
THIATENIbHOM MPOPadOTKH JTUTEPATYPHBIX HCTOYHUKOB;

«XOPOILI0»/3aU4TEHO - MPOMEXKYTOUHBIE PE3YJbTaThl 3aIUTHI pepepaTa/scce MpeACTaBISIOT
co00i1 caMOCTOSATENbHBIN aHAIU3 PAa3HOOOpA3HBIX HAYYHBIX HCCIEIOBAHUN M SMIUPUYECKUX
JAHHBIX, TPA 3TOM HE B MOJHOM Mepe OTpakeHbl TpeOoBaHUs, CHOPMYIUPOBAHHBIE K €ro
CTPYKTYpE U COJEPIKAHUIO.

«OTJIMYHO» - TPOMEKYTOUHBIE PE3yJIbTaThl 3alIUTHl pedepaTa/scce MPeCcTaBIAIOT cO00M
pe3yNbTaThl CaMOCTOSITENIBHOM paboOThl M OTpaXalOT Bce TpeOOBaHUS, K COJEP>KATEIbHOMY
HaIOJIHEHUIO U CTPYKTYPUPOBAHUIO PAOOTHI.

Meroauyeckne  peKOMEHIALMH,
pe3yJbTaTOB TeCTUPOBAHUS:

Kpumepuu oyenxu:

«YIOBJIETBOPUTEIBHO» - €CIIU CTYJAEHT OTBEYAET NMpaBUIbHO Ha 50% TECTOBBIX 3a1laHUM.

«XOPOIIO» - €CIU CTYACHT OTBeUYaeT NpaBuiIbHO OT 51 10 90 % TecTOBBIX 3aJaHUM.

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

7. MaTepuajibHO-TeXHHYECKOe ofecriedeHne 1o JUCHUIInHe (MOILYT10)

[Io Bcem Bumam y4eOHOH [EATENBHOCTH B paMKax JUCIHHUIUIMHBI HCHOJB3YIOTCS
ayTUTOpUH, KaOWHEThl U J1abOpaTOpPUU, OCHAILIEHHBIE HEOOXOTUMBIM CHEIHAIN3UPOBAHHBIM U
J1a00paTOPHBIM 000PYTIOBAHUEM.

npoueaypbl  OUEeHUBAHUSA

ompeaeJsiomMe  NPoueaypbl  OLEHUBAHUSA

HanmeHoBaHUe cHeIMaTbHBIX OCHAIIEGHHOCTH CHEIHaTbHBIX I[lepeueHb TULIEH3UOHHOTO
TOMEIIEHUM TTOMeIEHU MIPOrPaMMHOT0 00eCTICUCHUS
Vuebuple  ayautopud st | Mebenb: yueOHas mebenn Microsoft Windows 8, 10
MIPOBEICHHSI 3ansTuil | TexHuueckne cpencrBa | Microsoft Office Professional
JIEKITMOHHOTO THUTIA o0y4eHwUs: Plus
9KpaH, IPOEKTOpP, KOMITBIOTEP
Vuebuple  ayautopun st | Mebenb: yueOHas mebOenn Microsoft Windows 8, 10
MIPOBEICHHSI 3ansTuil | TexHuueckne cpencrBa | Microsoft Office Professional
CEMHHAPCKOTO THIIA, TPYIIIOBBIX | OOYIESHHUS: Plus
" WH/IMBHUYaJbHBIX | 9KpaH, IPOEKTOP, KOMIIBIOTEP
KOHCYJIbTAIINH, TEKYLIEro
KOHTPOJISI M MPOMEKYTOUHOM
aTTecTaluu
Jns  caMocTOSITeNpHOW — paboThl  OOyYaromMXCS  MPEIyCMOTPEHBI  MMOMEIICHUS,

YKOMIUIEKTOBAaHHbIE CIEIMATM3UPOBAHHON MeOelblo, OCHAIIEHHbIE KOMIIBIOTEPHON TEXHUKOMH ¢
BO3MO’KHOCTBIO MOJKIIIOUEHUSI K ceTu «MHTepHeT» M oOecrieueHHeM JI0CTyNa B AJIEKTPOHHYIO
MH(OPMAIMOHHO-00pa30BaTEIbHYIO CpPEly YHUBEPCHUTETA.

Haumenosanue
HOMEIEHUN I

OCHAIIIEHHOCTD MTOMEIIEHHH 11 CAMOCTOSATENBHON pabOThI
00y4aroNmxcs

[lepeuens
JIMIIEH3MOHHOTO
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CaMOCTOSITENbHOH MPOrpaMMHOTO
paboThI obecrnieueHus
00y4aromxcs
[Momenienue st | MeGenb: yueOHas MeOeib Microsoft
CaMOCTOSTEILHON Kommiekt crenuaan3upoBanHoil mebenu: kommbiotepubie | Windows 8, 10
paboThI CTOJTBI Microsoft Office
00y4aromxcs O6opynoBaHue: KOMIBIOTEPHAS TEXHUKA ¢ mojKIoYeHreM K | Professional
(4nTaNbHBIN 3a11 | MHPOPMAIMOHHO-KOMMYHHUKAIMOHHOH cetn «MHTepHer» u | Plus
Hayunoi JIOCTYIIOM B 3JIEKTPOHHYIO WH(POPMaILIOHHO-
OMOIHOTEKH ) 00pa3oBaTeNbHYI0 Cpely 00pa30BaTelIbHOW OpraHU3alluy,
BeO-Kamepsl, KOMMYHUKaIlHOHHOE 00opyI0BaHUE,
obecrieunBaioliee JIOCTYll K CETH HMHTEpHET (TMPOBOIHOE
COe/IMHEHNE W OECHpPOBOJHOE COEJAWHEHHE IO TEXHOJOTUH
Wi-Fi)
[MTomernenue st | MeGenb: yueOHast MmeOeb Microsoft
CaMOCTOSITEIIHLHOMN Kommekr crenuaausupoBanHoil mebenu: xommbioTepubie | Windows 8, 10
paboThI CTOJTBI Microsoft Office
00y4aromxcs O6opynoBaHue: KOMIBIOTEPHAS TEXHUKA ¢ TojKIoYeHrem k | Professional
(aym.409) HH(POPMAITHOHHO-KOMMYHHUKAIHOHHOK cetn «MuTepHer» u | Plus

JOCTYTIOM B 3IEKTPOHHYIO WH(POPMAITIOHHO-
o0pazoBarenbHyl0 cpeny o0pa30BaTeIbHOW OpraHH3alny,
Be0-KaMepHhl, KOMMYHUKaIIHOHHOE 000pyI0OBaHUE,

o0ecrieuynBarolee JOCTYl K CETH HWHTEPHET (IPOBOTHOE
COe/IMHEHNE W OECHpPOBOJHOE COEJMHEHHE 0 TEXHOJOTHU
Wi-Fi)
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