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1 Hesn u 3axa4y N3y4eHUs JUCHUUILIMHBI (MOLYJI51)

1.1 Ilean ocBOeHUSI TUCHHUILIMHBI

OCHOBHOM LIETBIO JUCHUIUIMHEI SBIAETCS (HOpMUpOBaHHE KOMIIETCHIIMN, HAIIPABICHHBIX
Ha OCBOCHME CTYJEHTaMU IIPABUJI PabOTHI C JIEKTPOHHBIMH TIOKYyMEHTaMU B cepe yrnpaBieHUs
NEPCOHAIIOM, U HAaBBIKOB PaOOTHI B CHCTEMax 3JEKTPOHHOTO JOKYMEHTOOOOpoTa B 00iacTu
KaJpOoBOM pabOTHI.

Llenu AUCHUNINHGL:

— (opMupoBaHue NpeACTaBICHUM O NMPUHLUINAX (YHKIHOHHPOBAHUS U IPUMEHEHUS
3JIEKTPOHHOTO KaJpOBOI'0 JOKYMEHTO000POTa;

— MpuOoOpeTeHne 3HAaHUK O JOKYMEHTAlMOHHOM 00eCIIeUeHUH YIPABJICHUS TIEPCOHAIIOM,
CTPYKTYpe ¥ (DyHKIIMOHAJIBHBIX BO3MOKHOCTSIX KaJpOBOIO 3JIEKTPOHHOIO JOKYMEHTOOOOpOTa B
COBPEMEHHBIX OpraHU3aLMIX;

— OBJIaJICHUE HaBbIKAMU PAOOTHI C 3JIEKTPOHHBIMU JOKYMEHTaMHU B c(epe ynpaBiIeHUs
[IEPCOHAJIOM.

1.2 3agaun AUCHMILINHbBI

— W3yYUTh HOPMATHUBHYIO OCHOBY paOOTBI C 3JCKTPOHHBIMH JOKYMEHTaMHU B cdepe
KaJpOBOI paboThI;

— HW3Y4YUTh OCOOCHHOCTH PalOTHI C AIICKTPOHHBIMU JOKYMEHTaMHU B KaJpPOBOH CiTyk0e
OpTraHM3aIny;

— BBIJICJIUTH ATAIBI BHEIPSHUS AJICKTPOHHOTO JIOKYMEHTOO0OPOTA B CUCTEME YIIPABJICHUS
MIEPCOHAIIOM OpPTaHU3AIINH;

— HAYYHWTBCS OPraHU30BBIBATH Pa0OTy C DIICKTPOHHBIMH JOKYMEHTaMH B KaJpOBOM
paboTte B OpraHu3aluu.

1.3 MecTo AucHMILVINHBI B CTPYKTYpe 00pa30BaTeIbHOM MPOrpaMMbl

JucuumuimHa «OCHOBBI AJIEKTPOHHBIX JIOKYMEHTOB B KaJpoBOH paboTe» OTHOCUTCS K
brnoky 1 Juctummusasl (MOmynu) dYacTH, (GOpPMHUPYEMOW YYaCTHHKaMH 0Opa3oBaTEIbHBIX
otHowmeHn, Moaynb 4 «LludpoBble TEXHOJOTHMH B YNpaBIEHUH JOKyMEHTalMen» y4eOHOro
IUIaHA.

JlaHHas TUCIMITIIMHA U3y4YaeTcsl B TPETbEM CEMECTpe Ha OUHON popMe U Ha BTOPOM Kypce
3a04HOM (popme 00yueHus1, 6a3upyeTcst Ha 3HAHUSAX, YMEHUSIX U HABBIKAX, IOJYYEHHBIX HA IEPBOM
Kypce NoAroToBKu. JuciunianHa odecneunBaeT GOpMUpOBaHHE 3HAHUI U HABBIKOB CTYJ/IEHTOB B
cdepe UCIOoIb30BaHUS AIEKTPOHHBIX KaJIPOBBIX JOKYMEHTOB U BHEIPEHUS CUCTEMbI KaJIpOBOTO
3JIEKTPOHHOT'0 IOKyMEHTO000pOTA.

B cBowo odepenp oHa o0ecmeyMBaeT = U3yYEHHE  CIEAYIOIUX  AUCLUIUINH:
«MHbopMaIMOHHO-T0KYMEHTAIIMOHHOE O0ecledeHrne TPYIOBBIX OTHOIIEHHI», «DIEKTPOHHbIE
apXuBbl W apXWUBHBIM ayTcopcuHr», «LludpoBble TEXHOIOrMM B JIOKYMEHTOBEICHUH U
apXUBOBEACHUMN», « CTpAaTETNYECKOE yIPABIECHUE TOKYMEHTAIMEW OpraHu3aluu» U Jp.

VYyeOHass mporpamma AMCUMIIINHBI «OCHOBBI 3JIEKTPOHHBIX JOKYMEHTOB B KaJpOBOM
paboTte» mpeaycMaTpUBaeT MPOBEACHUE 3aHATUNA B (QOpMe JEKIMHA U NMPAKTHUECKUX 3aHATHH.
[IporpaMmMa moAroToBiieHa B COOTBETCTBUM TPEOOBAaHUSMU, NMPEABIBIEHHBIMU C TPEOOBAHUIMU
dI'0C BO.



1.4 IlepevyeHb NMJIAHMPYeMBbIX Pe3y/JbTATOB O0y4eHHs] MO JMCHUILIMHE (MOAYJIIO),
COOTHECEHHBIX € IVIAHNPYEMBbIMH Pe3y/IbTaTAMH 0CBOCHHs 00pa30BaTeJbHOI MPOrpaMMBbl

N3yuenne

JAHHOW y4eOHOW JAMCIUILIMHBI

HampaBliecHO Ha (OPMUPOBAHHE Y

00y4JaronuuXxcs CICIYIONUX KOMITETSHITUN

KOI[ U HAaMMCHOBAHUC MHUKATOpA

PesynbTaTel 00yueHus 0 AUCIHUILTUHE

IIK-2. CnocobeH K opraHu3aiuu JJOKYMEHTHPOBAHHUS YIPaBJIeHYECKOH JeATeJbHOCTH B

OpPraHM3auuu
HIIK-2.1. - OpraHu3yer 3Haer OpraHu3aIUIo JIOKYMEHTUPOBAHHUS
JIOKYMEHTHUPOBAHUE YIIPABJICHUECKON | yIPABICHUYECKOW  JIEATEIbHOCTH U KaJIpOBOT'O
JeSITeNIbHOCTH B OpraHu3aIuu AIIEKTPOHHOI'O JOKYMEHT0000poTa
Ymeer OpraHU30BBIBATh JIOKyMEHTUPOBaHUE
yIpaBieHYeCKON NesITeNIbHOCTH, dbopmupoBanue
AJIEKTPOHHBIX KAJPOBBIX JTOKYMEHTOB
Bnageer HaBBIKAMH OpraHu3aluu

JOKYMEHTUPOBAHUS YIPABICHYECKOW JEATEIbHOCTH,
0(OpMIICHHUS FIEKTPOHHBIX KaJPOBBIX IOKYMEHTOB

HIIK-2.2. — MPUMEHSIET
MH(pOPMAaLIMOHHbIE CUCTEMBI B
YIIPaBICHYECKOM  ACATEIBHOCTH B
OpraHu3alnuu

3HaeT nH(pOpMaAIIMOHHBIE CHCTEMBI B
yIPaBICHYECKOH AEATEILHOCTU B OPraHU3ALNH, METOIbI
yIOpaBleHUsl KaJIpoBOM pabOTON opraHu3aluu Ha Oasze
UCIIOJIb30BAHUS NPUHIINATIOB u TEXHOJIOTUH
3IIEKTPOHHOTO IOKYMEHTO000pOTa

YMeeT npuMeHsATh HH()OPMAIMOHHBIC CHCTEMBI B
YIPaBICHYECKOHN NEATEILHOCTH B OPraHU3aIMH, METOIbI
OpraHMW3alii  3JEKTPOHHOTO JIOKYMEHTOO0OpOoTa B
KaJ[pOBOH CITy:x0e

Bnaneer HaBblkaMu IpUMEHEHHs MH(OPMAIIMOHHBIX
CUCTEM B  YNpaBICHYECKOM  JI€ATEIbHOCTH B
OpraHu3alui, (bopMyaMpoBaHUs u peeHus
MPUKIAIHBIX 3a7a4 B cepe KaapoBOro 3JIEKTPOHHOTO
JIOKYMEHT0000poTa

Pe3ynbraTel 00yueHHUs] MO TUCHMIUIMHE JOCTHUTAIOTCS B paMKaX OCYIIECTBJICHUS BCEX
BUJIOB KOHTaKTHOM M CAMOCTOSITENIbHOM pabOThl 00y4arOIUXCsl B COOTBETCTBUH C YTBEPKICHHBIM

y‘le6HLIM IIJTaHOM.

Nuaukatopel  TOCTHKEHUS

KOMIIETEHIIUN

CUMTAlOTCA  CHOPMHUPOBAHHBIMU  IIPU

AOCTHIKCHUHU COOTBECTCTBYIOIIHUX UM PE3YJIbTATOB 06yLIeHI/I$[.




2. CTpyKTypa ¥ coaepkaHue TUCHUILINHBI

2.1 Pacnipeesienre TPYA0EMKOCTH JUCHUILIMHBI IO BHIaM padoT

OOm1ast TpyIO0EMKOCTh JHMCIMIUIAHBI COCTaBiIsIeT 3 3auyeTHbIX enuHuipl (108 uwacom), mx
pacripeiesieHe 10 BUiaM paboT MpeCTaBIeHO B Ta0IUIe

Busl padot Bcero dopma
4acoB o0yueHHs
OYHast
3 cemectp
(108 gacog)
KonTakTHasi paboTa, B TOM YHCJIe: 64,2 64,2
AynuTopHbIe 3aHATHSI (BCETO0): 64 64
3aHTHS JCKIIMOHHOTO TUIIA 32 32

J1a00PATOPHBIC 3aHITUS
MPaKTUYECKUE 3aHSITHUSI
CEMHUHAPCKHE 3aHATHUS 32 32
HNuas koHTaKTHas1 paboTa:

KonTtpons camoctosTenbHO# padoTsl (KCP)

[Tpomexxytounas arrectanus (MKP) 0,2 0,2
CamocTosiTeJIbHAsI pad0Ta, B TOM YHCJIE: 43,8 43,8
Pedepar / acce (moaroroBka) 6 6
CaMmocTosATeNIbHOE M3YYEHUE Pa3zesioB, CaMOIOIrOTOBKa (MPOpadoTKa U MOBTOPEHUE

JISKITMOHHOTO MaTepHraja U MaTepuaia y4eOHHKOB M y4eOHBIX MOCOOMMA, IMOATOTOBKA 29,8 29,8
MPAKTUYECKUM 3aHATHIM U T.1.)

IMoAroToBka K TEKyIeMy KOHTPOJIO 8 8
Konrpoub: - -

IMoaroroBka Kk 3a4eTy/3K3aMeHy

O0mas Tpy10eMKOCTh Jac. 108 108
B TOM 4MCJIe KOHTAKTHAas padoTa 64,2 64,2
3a4. e 3 3

2.2 Coaeprxanue TUCHUILINHBI
Pacnipenenenue BuoB yueOHOI pabOThI U MX TPYIOEMKOCTH O pa3/ienaM JUCHUIIUHBL
Paznensr (TeMbI) TUCIATUTHHBL, H3y4YaeMbie B 3 CeMeCTpe (ouHas (popma 0dyueHust)

KommuectBo yacoB
Bneayau-
Ne HamvenoBanue pa3zaenos (Tem) AyJuTopHas TOpIZaH
Bcero pabota
pabota
JI n3 | JIP CPC
1 [loHsATHE W PONB BIEKTPOHHOI'O JOKYMEHTOOOOPOTa B KaJpOBOM 78 5 5 38
JICITIONIPOM3BOICTBE ' :
2. | CocTaB ¥ BHJBI KaJIPOBOH JIOKYMEHTAITUH 12 4 4 4
3 HopmartiBHO-TIpaBoBO€ PEryIMpOBaHHE KaJpOBOTO 3JIEKTPOHHOTO 12 4 4 4
" | moxymeHTOOOOpOTA
4. | Tlopsanok BBeIEHUsI KaJJPOBOTO MIEKTPOHHOTO JJOKYMEHTOo000poTa 12 4 4 4
5 IIpuMeHeHnEe 3NEKTPOHHON MOJIMCU B KaJIpOBOM 3JIEKTPOHHOM 8 2 2 4
" | TOKYMEHT0000pOoTE
6. | JlokyMEeHTHpOBaHHE MPOLIECCOB JABMKCHHs KATIPOB 20 6 6 8
7 Benenune u xpaHeHHe TPYIOBBIX KHIKEK. JIEKTPOHHBIC TPYIOBBIC 8 5 5 4
KHIKKH
8. | OdopmiieHHE IICKTPOHHBIX JIMCTKOB HETPYIOCHOCOOHOCTH 8 2 2 4
9 OCOOEHHOCTH PEeryJHpOBaHMs Tpyna W OGOPMIIEHHS KaJpOBBIX 12 4 4 4
" | TOKYMEHTOB JIUCTAHIIMOHHBIX PAOOTHUKOB
10 CoBpeMeHHBIE TEXHOJIOTUH 3JIEKTPOHHOTO JIOKyMEHTAI[MOHHOTO 8 5 5 4
" | obecnieueHust KaIpOBOil pabOTHI
HUTOI'O no pazoenam OucyuniuHol 1078 | 32 32 43,8
Kontpons camocrosTensHo# paboTs! (KCP) -
[Ipomexyrounas arrecrarms (MKP) 0,2
[NoaroroBka K KOHTPOJIIO -
OO01mas TpyA0eMKOCTh MO AUCIMILIAHE 108

[Tpumeuanue: JI — nexmun, [13 — mpaktuueckue 3ansatust / cemurapsl, JIP — maboparopusie
3ansaTusi, CPC — camocrositensHas paboTa CTyZeHTa



2.3 Conep:xanue pa3iesioB (TeM) THCHUNTHHBI
2.3.1 3ansaATHS JIEKIIMOHHOT0 THIIA

Haumenosanue dopma TeKyIIero

No Coneprkanue pasjena (TeMbl)

pazniena (Tembl) KOHTPOJIS
[MonsiTus «JIOKyMEHT», «JIeTIONPOU3BOJICTBOY,
«JOKyMEHTOO0OpOT»,  «QNEKTPOHHBIH  JOKYMEHT»,
[lonsiTne u POJB |[«ANEKTPOHHBIN  TOKYMEHTOO00POTY»,  «DIEKTPOHHBINA
JJIEKTPOHHOTO JOKyMEHTO000pOT B cdepe TPYyAOBBIX OTHOIICHHUID.

1. |moxymeHnToobopoTa B|TpeboBanus,  mpembpsBiIsieMble K  O(QOPMIICHUIO P
KaJpOBOM JokymeHToB. CymmHocTh ®  (QYHKOUM  KaJpoBOH
JeTIOIPON3BOJICTBE JOKyMEHTAaIMu. PoJb 371€KTPOHHOTO JOKyMEHTO000pOTa

B KaJpoBOM  Jesonpou3BopcTBe.  OpraHuzanus
JIOKyMEHTO0000pOTa KaJpOBO# CITyKObI
Hemn w 3amaum  KagpoBOTO  JEJIONPOU3BOJCTBA.
Knaccudukarus KaJpoBOH JIOKyMEHTaI1H.
., |[HopMaTHBHO-IIpaBOBOE  PETYJIHPOBaHUE pPa3pabOTKH
CocTtaB ¥ BUJBI KaJPOBOM P P perymp pasp

2. OKVMCHTALIT KaJpOBBIX  JIOKYMEHTOB. OpraHu3alMOHHbIE U T

HOKY H pacropsiiuTeNbHble  KaJpoBble JOKYMEHTHI. JlnmdHas
kaprouka pabotHuka (popma Ne T-2). TlomsTue
HOMEHKJIATYPBI JIeJI, TOPSIIOK €€ COCTaBIICHUSI.
3aKoHOATEIbHBIC aKTBI 00 00s13aTeNbHOM
OKyMEHTHpoBaHWH  HH(popmammu.  HopmaTuBHO-
HopwmaTuBHO-TIpaBoBOE AOKY P op p
mpaBoBasi 0a3za 3JIEKTPOHHOTO JOKyMEHTO0OOpoTa B
pETyINpOBaHNE KaJpOBOTO .
3. S EKTPOHHOIO chepe TpymOBBIX OTHOUIEHHH. OTBETCTBEHHOCTh 3a P
P HapyuIeHHs mopsiaka paboTsl ¢ qokymeHTamu. Konexc
JIOKYMEHT0000poTa
00 aIMHHUCTPAaTHBHBIX TNpaBoHapyueHusx. 3 or
27.07.2006 Ne 152-@3 «O nepcoHaIbHBIX JAHHBIX).
Orarsl BBEJ/ICHHS KaJpOBOTO 3JIEKTPOHHOTO
JOKyMeHTooOopoTa. JIokanbHble HOPMATHBHBIE aKThI
Iopstmox BBEJICHUsI|paboToaTeNsl O BBEICHUHM KaApPOBOTO 3JIEKTPOHHOTO
4. |KaJpoBOrO  BIEKTPOHHOIO|JOKYMEHTO00OpOTa: TpeOOBaHHA K COACPXKAHUIO H 9
JOKyMEHT0000pOoTa nopsinky npuHATHS. OCOOCHHOCTH B3aMMOAEHCTBUS
paboTHMKa W paboTonmaTeis IMOCPEICTBOM KaJpOBOTO
UIEKTPOHHOTO JJOKyMEHT0000poTa.
DneKTpoHHas MOJIIKCH: TOHATHE U BUABL. DenepanbHbIit
[Ipumenenne snekTpoHHOH [3ak0oH 0T 06.04.2011  No 63-®3  «O0 smekTpoHHOH

g |TOAUMCH B KAJPOBOM MOJTIHCH. OJIeKTPOHHBIC IIOAINCH, HWCIIOJIL3yEeMbIE B P

" |amexTpoHHOM KaJpOBOM 3JIEKTPOHHOM JIOKyMEHT0000poTe
JIOKYMEHTO000pOTe pabotHukoM u pabotojareneM TMpU  OGOPMIICHUH

Pa3IMYHbBIX KaJIPOBBIX JJOKYMEHTOB.

Ilopsimox yuera kampoB. Ilopsmox —odopmienus

JOKyMEHTOB IIpU INpHeMe Ha paboTy, MpH IepeBojie

aborHuka. [lopsgok odopmileHHsT JOKYMEHTOB MO
JlokyMeHTupOoBaHue P AL bop HOKY

IPEJOCTaBICHUIO OTILYCKOB, KOMaH/IUPOBOK.

6. |mporeccos TBYDKEHUS 8 T

e OdopmiieHrne  moomIpeHWH M JTUCHUILIMHAPHBIX

P B3bICKAHUH. YCIIOBHS W  TIOPS/IOK  PACTOPKEHUS
TpyoBoro aorosopa. [Ipruka3sl o JIMYHOMY COCTaBY, UX
KJaccuQUKaIys, MopsI0K UX NOATOTOBKHU IPHUKA30B.
Ilonarue TtpynoBoil kHmxku. HopmaTuBHO-mpaBOBas
6aza, periaaMeHTUpyollas IOpSIOK yd4eTa, BEICHUS,
XpaHeHHs OBBIX KHIDKEK M BKJIQIBIIIEH K HHM.
Benenne u  xpaHeHue P TPy .
TpeboBanust K 3aMOJTHEHUIO TPYIOBBIX KHHKEK,
TPYAOBBIX KHIKEK. . o

7. BHECEHHMS H3MEHEHWH W WCIIPaBICHHH B TPYIOBYIO P
OJEeKTpOHHBIE  TPYIOBBIE )

N KHUKKY. DJeKTPOHHbIE TPYIOBbIE KHUOKKH:

HOPMAaTHBHO-IIPABOBOE PETyJIMPOBaHUE, OCOOEHHOCTH
opopmienus u BeneHus. Oruer B [IOP «CBenenus o
TPYJIOBOH AESITEILHOCTH PAOOTHHKOBY.




OdopmiteHue 3MEKTPOHHBIX

DNEKTPOHHBIA JIUCTOK HETPYIOCTIOCOOHOCTH: TOHSTHE,
MOPSIIOK  BBIAYH, MPOJUICHHS. JEKTPOHHBIN JIUCTOK
HETPYIOCIIOCOOHOCTH O OCPEMEHHOCTH U pOoJaM, IO
yxomy 3a OonbHBEIM peOcHKOM. CpOKHM Ha3HAYCHUS U

8. |mmctkoB BBIIUIATHI TIOCOOUS 110 BPEMEHHOM HETPYA0CIIOCOOHOCTH. T
HETPYAOCIIOCOOHOCTH OcoOeHHOCTH B3aMMOJCUCTBHSL C paboTojmareneM c
@oHIOM  coLMAIBHOrO  crpaxoBaHus P®  mo
MIPEACTABICHUIO CBEICHUH U BBIIUIATHI MOCOOUS II0
BPEMEHHON HETPYI0CIOCOOHOCTH.
INonsTre nUCcTaHIIMOHHON paboTel U ee hopMel. [Topsmox
OcobeHHOCTH P bop pAL
3aKIIIOYCHUST TPYNOBOTO JOTOBOPA, IOTOJHHTEIHLHOTO
peryiaupoBaHusl TpyZAa H
COTTIALICHUSI K TPYJOBOMY JOTOBOPY, TPEKPALICHUS
odopmIIeHHS KaJIPOBBIX
9. TOKYMEHTOB TPYZOBOTO [IOTOBOpA C IWCTAHIMOHHBIM PaOOTHHUKOM. 2
Y OcobenHoctu odopmitenus KaJpOBBIX u
JIMCTaHIIMOHHBIX .
B3aUMOJEHCTBUSL  JWUCTAHIIMOHHOTO  pab0OTHHKA U
PabOTHHUKOB
paboronarens.
KoMmbroTepHBIE TEXHOJIOTHH B JIOKYMEHTALOHHOM
obecrieuyeHNN yIpaBieHUs TmepcoHatoM. DopMel H
MeTonbl  00pabOTKM  JIOKYMEHTOB Ha  OCHOBE
CoBpeMeHHbIE TEXHOJIOTHU
UCIIONIb30BAaHUS ~ COBPEMEHHBIX  MH(OPMAIMOHHBIX
AJIEKTPOHHOTO .
tTexHonornid.  TpeOoBanuss K  WH(POPMALMOHHBIM
10. |1OKyMEHTaIllMOHHOTO 2
.| cucTeMaMm TpW NMPUMEHEHHH KaJpPOBOTO JIEKTPOHHOTO
obecrieueHus KaJpoBOU .
JOKyMEHT0000pOTa. Hcnonb3oBaHue e/IMHOMN
paboTh!

uudpoBoii arhopmsl B chepe 3aHATOCTH U TPYJOBBIX
orHomennit «Pabora B Poccum» mpum KampoBom
3JIEKTPOHHOM JJOKyMEHTO00O0pOTE.

2.3.2 3aHATHS CEMHUHAPCKOro Tuma (MpaKTH4YecKHe / ceMHMHApCKHe 3aHATHS/
JabopaTopHblie padoThI)

HanmeHnoBanue pasnuena . dopma Texymero
Ne pas Temaruka 3aHATHI/PabOT P yu
(Temsr) KOHTPOJIA
TTonsitue i1 OB | ABTOMAaTH3AIIHS JTIOKYMEHTaIHOHHOTO obecrieueHus
3JIEKTPOHHOTO YIpaBICHUSL MIEPCOHAIIOM. Kanpossrit AJIEKTPOHHBIN Omnpoc 1o
1. |moxymeHTOoO60OpOTA B|IOKYMEHTOOOOPOT: MOHATHE, Lenu, 3amadd. OcoOeHHOCTH| BONPOCaM TEMBI.
KaJpOBOM OpraHu3aIy KaJpOBOTO JIEKTPOHHOT'O JJOKYMEHT0000pOTA. P
JISTIONIPOU3BOICTBE
[TonsiTne u 3HayeHWe KaapoBoil gokyMmeHTanuu. CocTaB
OpPraHU3aI[HOHHOM, PaCIOPSIUTEIBHON, HHPOPMAIUOHHO-
.. |pacueTHOI CIIPaBOYHOM KaJpOBO OKYMEHTaIUH. Omnpoc 1o
CocrtaB 1 BUJIBI KaJ:[pOBOI/Ip ’ paso P PO H P
2. TOKYMEHTALIH IToaroToBka OTYETHOW M CTATUCTHYSCKOW HH(POPMAIMU IO BOIMPOCAM TEMBI.
y nepconairy. CocTaBieHHE JHYHOM KapTOYKH pabOTHHKA T
(popma Ne  T-2). TpebGoBaHUs, TpeabsIBIIEMBIE K
(hOpMHUPOBAHHMIO €T KaJIPOBOH CITYKOBI.
[loHATHE DIEKTPOHHOTO IOKyMEHTOoOOOpoTa B  cdepe
HopMmaTuBHO-TIpaBOBOE  |TPYHOBBIX OTHONICHWH. PerymmpoBaHme W periaMeHTamus Omboc 1o
3 |peryimposanue CHCTEMBI KaJpPOBOTO JJIEKTPOHHOTO JTOKYMEHTOOOOpOTa B - O([:)aM TeMbl
" |KaIpOBOTO AMEKTPOHHOTO |ICHCTBYIOIIUX HOPMATHUBHBIX IIPABOBBIX akTaXx Poccuiickoi P P ’
JIOKyMEHTO000pOTa ®Deneparnun. OTBETCTBEHHOCTH 32 HAPYIICHUE MOPSIKA paOOTHI
C KaJIPOBBIMHU JIOKYMEHTAMH.
[Tpouenypa BBEJICHUS KaJpOBOTO 3JIEKTPOHHOTO
OKyMeHTo0o0opoTa TpeboBaHHsA K COAEPKAHUIO JIOKAIbHBIX
Topsnok BBeseHmsA| p P siep Omnpoc 1o
HOPMAaTUBHBIX aKTOB paboTojarenss O BBEACHHU KaJIPOBOTO
4. |kampoBOTO AIEKTPOHHOTO " BOIIPOCAM TEMBI.
AIIEKTPOHHOTO JIOKyMEHTO000poTA. Bzaumoetictaue
JIOKYMEHTO0000poTa c)
paboromatenss ¥ pabOTHUKA MPH KaJPOBOM 3ICKTPOHHOM
JIOKYMEHTO000pOTE.




JTUCTaHIIMOHHBIE 00pa3oBaTeNibHble TexHOoJI0ruu B coorBeTcTBUU ¢ PI'OC BO.

[Tonsatue »snexkrpoHHo¥ mnoanucu. Ilpoctas, ycuineHHas
(HexBanmMUUUpPOBaHHAs, KBATU(PHUIIMPOBAHHAS) JJICKTPOHHAS
noanuck. OCHOBHBIE TOJIOKEHMSI (peIepalbHOrO  3aKOHa
IIpumenenue o1 06.04.2011 Ne 63-03 «O0 31eKTPOHHOW TOAMUCH». Bub Onpoc 1o
3JEKTPOHHON TOANUCH B|3NMEKTPOHHBIX IMOJNHCEH, HCIOIb3yeMbIX B  KaJIpOBOM
> KaJpOBOM 3JIEKTPOHHOM |3JIEKTPOHHOM JIOKyMEHTO0000poTe paboTHHKOM u BOHpOC?JM TEMBL.
JIOKyMEHTO0000poTE paboronareneM mpu OQOpPMIEHHMHM IIpueMa Ha padoTy,
MepeBoia, U3MEHEHHMS YCIOBUI TPYZIOBOTO JOTOBOPA, OTIYCKa,
KOMaHIMPOBKH, MPUMEHEHUH IHUCIUIUIMHAPHOTO B3BICKAHUS,
YBOJIGHEHUSI M B MHBIX CIyJasiX.
CocTaB TOKYMEHTOB, HCOOXOIUMBIX IIpU MpHEMe Ha PadoTy.
[TonsiTue, conepxaHue, BUABL, YCIOBHUS 3aKITIOYCHUS TPYIOBBIX
nmoroBopoB. [lopsmok odopmieHns mnpuema Ha pabory.
OdopmiteHne npukasa (pacnopspKeHUs) O IpueMe Ha padorTy.
Bunbr nepeBonoB pabotHuka J[OKyMEHTHpOBaHHE IEpeBOAA
paOoTHUKA. OdopmiieHue 3asIBICHUS paboTHUKA,
JToKy MCHTHpOBAHHUE JIOTIOJTHUTENBHOTO COTJALIeHUs K TPyAOBOMY JOrOBOpY, Onpoc 1o
6. |mim— [E— npukKasa o0 nepeBoje paboTHMKAa. Buapl  OTIYCKOB. BOIPOCAM TEMBI.
e — HopmatuBHO-TIpaBOBOE  peryiuMpoBaHHE  IPeAOCTaBICHUE T
oTiycKoB. [Tops1ok u cpoku cocTaBiaeHuUs rpaduka OTITyCKOB.
JlokyMeHTanmoHHOe  OpopMIIEHHE OTIIyCKa. 3arloIHECHUE
IUYHOW  KapTouyku  pabortHuka  (popma Ne  T-2).
JlokymeHTamonHoe oopMIIeHHE CITyKEOHBIX KOMaHIUPOBOK.
OdopmireHre MOOUIPEHUH M AWUCHUIUTMHAPHBIX B3BICKaHMH.
OcHOBaHUSI ITPEKPAIIECHHS TPYI0BOro gorosopa. OdopmieHue
JIOKYMEHTOB NP YBOJIbHEHUHU COTPYIHUKOB.
OCHOBHBIE HOPMaTHUBHO-TIPABOBBIC AKTHI, PETJIaMEHTUPYIOIINE
paboTy C TpPYINOBBIMH KHIDKKaMH paboTHHKOB. IIpaBuia
BEJICHHSI U XPAHEHUS TPYJOBBIX KHW)KEK U BKJIAJABIIIECH K HUM.
BeleHHe H XpaHeHHe BHeceHue 3amuceii B TPYAOBYI KHUXKKY, MCIIPaBICHUM.
JlokyMeHTalMss 1O yd4eTy OJIaHKOB TPYAOBBIX KHIDKEK. Omnpoc 1o
7. |[PyAOBBIX HIDIC. ITepexon Ha 37MEKTPOHHBIE TPYJOBbIE KHIDKKH. OCOOCHHOCTH| BOIPOCAM TEMBI.
OJeKTPOHHBIC TPYIOBbIC
N odopmwiieHHST W BEAEHHS D3JICKTPOHHBIX TPYIOBBIX KHHKEK. P
Otuer B Ilencnonnwii Qoux PD® «CeemeHus o TpymoBoi
JIEITEIIbHOCTH PAaOOTHHKOB»: IOPSIOK COCTABJICHHS, CPOKH
MOJaYH, aJMUHUCTPATUBHAS OTBETCTBEHHOCTb 3a
HeTpe/ICTaBJICHHE.
ITopsimok  BbIAYM, TPOUICHHUS  JJEKTPOHHOTO  JINCTKA
HETPY/I0CIIOCOOHOCTH. 3aloJHEHHE JJIEKTPOHHOTO JIMCTKA
HeTpyaocnocooHocTH. POpMUPOBAHUE IJIEKTPOHHOTO JINCTKA
Odopmienue HETPYI0CIIOCOOHOCTH 10 OEPEMEHHOCTH U POJIaM, [0 yXOIy 3a Ompoc o
8. |NMEeKTPOHHBIX  JIMCTKOB|OOJNBHBIM peOeHKoM. CpOKH Ha3HA4YEHHs M MOPSIOK BBIIUIATHI| BONPOCAM TEMBI.
HETPYA0CIIOCOOHOCTH mocoous no BPEMEHHOU HETPYJ0CTIOCOOHOCTH. T
WudopmanmoHHOoe  B3aWMOJEHCTBHE TPH  3JIEKTPOHHOM
oOMeHe CBEAECHUSIMH MEXIy MEAWIMHCKOW OpraHm3almei,
PonnoMm conmasibHOTO cTpaxosanust PO, paboronarenem.
OcobeHHOCTH [onsTHe MUCTAaHIIMOHHOM paboTH U ee popmel. [Topsaok
PETYJIMPOBaHU TPYyJAa H|3aKIIOUYEHHS TPYJOBOTO JI0OTOBOPA, TOTOIHUTEIHHOTO Onpoc 1o
9 odopmileHHsT  KaJpOBBIX |COTIIAIICHHS K TPYAOBOMY JIOTOBOPY, NPEKPaLICHUS BOIPOCAM TEMBbI.
JIOKYMEHTOB TPYOBOTO JOTOBOPA C AUCTAHIIMOHHBIM PaOOTHUKOM. 5
JUCTaHIIMOHHBIX OcobeHHOCTH 0QOPMIIEHHS KIPOBBIX U B3aUMOAEHCTBUS
pabOTHUKOB JIMCTAHIIMOHHOTO paOOTHUKA U paboToaTeIsl.
NudopmanmonHoe oOecrieueHne JIOKyMEHTAIIHOHHOTO
CoBpeMeHHbIE obecrieyeHNH yOpaBICHUS TEepcoHaIoOM. BrIOOp cucTemsbl
TEXHOJIOTHH ANIEKTPOHHOTO  KaJpPOBOTO  JIOKYMEHTOOOOpOoTa.  AHamu3 Onpoc 1o
10, [PrrexTpoHHOro CYIIECTBYIOIINX CHCTEM OJJIEKTPOHHOTO IOKYMEHTO000pOTa. BOMPOCAM TEMBI.
JIOKYMEHTaLlMOHHOI'O OCO0OEeHHOCTH MCTIOIBb30BaHMs eINHON MU(PPOBOH MIaTHOPMBI 5
obecrieueHnst KaJpoBOH|B cdepe 3aHATOCTH W TPYyIOBHIX OTHomeHHWH «Pabora B
paboTsl Poccum». 3amunTa nHGOpManUK B CHCTEMax yIpaBIEHYECKOH
JIeSITEIbHOCTH
HpI/I HU3Yy4YCHUU JUCHUITIIMHBI MOTYyT HpI/IMeHSITCSI: QJICKTPOHHOC 06yquHe,




2.3.3 llpuMepHasi TeMATHKA KYPCOBbIX padoT (IP0eKTOB)
He npedycmompenul

2.4 llepeyeHb y4eOHO-METOAMYECKOT0 00ecIeYeHusl AJIs1 CAMOCTOATEIbHONH padoThl
00y4aroIUXCcH Mo JUCUMUILTIMHE (MOTYJII0)

[Tepeuenb yueOHO-METOAMUECKOTO 00ECIeYeHH s JUCIUILIUHBI
Ne Bun CPC T10 BBITTOJIHEHUIO CAMOCTOSITEIBHON paboThI

1. [Pedepar, acce Meronuueckue pPEKOMEHJAUMM MO MOATOTOBKE NUCbMEHHBIX
pabot cTyneHTamH: ydeOHO-MeToamdeckoe mnocodue / B.B.
Epmonenko, M.P.  3akapsan, [J.B. Jlanckas, M.A.
Mupounnuenko, A.I1. CaBuenko, J[.A. Jletkuna. MuHuctepcTBo
HayKd W BbIcmiero oOpasoBanust Poccwuiickoii denepanuu,
Ky0aHckuii rocyapcTBeHHbIH yHUBEpCUTET. 2022. - 98 c.

VY4eOHO-MeTOIUYECKHE MaTepuasbl JUIsl CaMOCTOSITENIbHOM pPadOThl 00ydaroIUXCs U3
YHCiIa MHBAIK/IOB U JIMI] C OTPAHUYEHHBIMU BO3MOXHOCTSIMHU 3/10poBbst (OB3) npenocTasistorcs
B (hopMax, aJanTUPOBAHHBIX K OTPAHUYEHUSIM UX 3[JOPOBbS U BOCIPUITHS HH(POpMALIUU:

JUist I ¢ HapyIIEHUSIMU 3pEHMSL:

— B I1€4aTHOW (hOpMe YBEIMYCHHBIM HIPUPTOM,

— B (hopMe 2IEKTPOHHOTO TOKYMEHTA,

— B popMe ayauodaiina,

— B IIeyaTHOM opMe Ha s3bIke bpaiins.

JUig au1 ¢ HapyLIeHUsIMU CiyXa!

— B IIeYaTHOM opme,

— B (popMe 3JIEKTPOHHOT'O IOKYMEHTA.

JUist 11 ¢ HapyIIEHUSIMU OTIOPHO-/IBUTATEIBHOTO amnapaTra:

— B mieyaTHoOU hopme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA,

— B ¢popMme ayauodaiina.

JlaHHBINA TepeyeHb MOXeT OBbITh KOHKPETM3MPOBAH B 3aBUCHUMOCTH OT KOHTHMHI€HTA
oOyyJaronuxcs.

3. OOpa3oBaTesibHbIe TEXHOJIOTMH, NPHMeHsieMble NPH OCBOCHHH JUCHUILIHHBI
(Mmoxy.ns)

B Xozme wu3ydyeHHMs JUCHUIUIMHBI TPEAYCMOTPEHO HCIIOJIb30BAHME — CIEIYIOIIMX
00pa30BaTEeNbHBIX TEXHOJOTUH: MYyJIbTUMEAUNHHBIE JIEKIMU C 3JIEMEHTaMHM JHCKYCCHH,
MH(OPMALlMOHHO-KOMMYHHUKATUBHBIE TEXHOJIOTMH, MpOOJIeMHOE OOydeHHe. MPaKTHUECKUe
3aHATUS, CAMOCTOSTENbHAs pPaboTa CTYIEHTOB.

KoMmneTeHTHOCTHBIA MOAXO0J B paMKax MpenojaBaHusl IJUCIHMIUIMHBL pean3yercss B
UCITIOJIb30BAaHUM HMHTEPAKTUBHBIX TEXHOJIOTUH M aKTHUBHBIX METOIOB (IPOEKTHBIX METOMAMK,
pa30opa KOHKPETHBIX CUTYalluii HHBIX (JOPM) B COUETAHUU C BHEAYAUTOPHON pabOTOM.

Texnonorus mnpoGieMHOro OOy4YeHHS: JIeKIMsS — JAUCKYyCCHs, MpoOJeMHasi JEKUHs,
KOMIIbIOTEpHasl pe3eHTanusd. Ha nekunsx nsnararoTcsi OCHOBHBIE TEOPETUUECKUE TTOJIOKEHUS U
KOHUEMNIHS Kypca, TAalolue CTyAeHTaM HH(OpMallii, COOTBETCTBYIOIIYIO POTrpaMMe.

3ajaya CEMUHApCKUX 3aHATUN — pa3BUTHE Yy CTYACHTOB HABBIKOB IO IPHUMEHEHUIO
TEOPETUYECKHUX MOJIOKEHUN K pEelIeHUI0 MpakTudeckux npodiem. C 3Toil 1enpio pazpaboTaHbl
3a/1aHus 1Sl BBITIOJIHEHUS] HA CEMUHAPax, KOTOPbIE OPUEHTHPOBAHBI HA YCBOEHUE TEOPETUUECKOTO
MaTepuaiga U yMEHHsl €ro HCIIOJIb30BaTh JUIsl pellleHus MpakTHYecKux 3adad. Ha cemuHape
OTBOJUTCS BpeMs I JHUCKYCCHUH, B KOTOPOM YYacTBYIOT JOKJIAT4YMK, ITOATOTOBHUBIIUI
coo0lIlleHne Mo Kakoi-mubo mpakTUyeckoil mpobieme, ero omnmoHeHTHl (1 umm 2 yenoseka),
MOJArOTOBUBILINE KOHTPAPIYMEHTBI, U IPYTUE CTYACHTHI TPYIIIbIL.



Hpyrast ¢dopma opraHuzanus pabOThl CTYICHTOB —

Hanucanue pedepara, KOTOpoe

npeacTaBisieT cobor uccrnenoBanue oobemMoMm 10 5000 3HAKOB SKOHOMHYECKOW MPOOJIEMBI C
MPEJIOKEHUEM BapUAHTOB PEIICHUS TAHHOU MTPOOJIEMBI.

Nudopmanronusie
UCII0JIb30BaHUE

MH(POPMALIMOHHBIX

TE€XHOJIOTHH, IIPUMCHACMBIC

pecypcos,

TCHCKOMMYHHKaHHOHHOﬁ CETH I/IHTepHeT.
AI[aHTI/IBHBIG O6pa3OBaTCJIbHBIe TCXHOJIOTUH, NPUMCHACMBIC IPHU U3YUCHUN OUCHUILINHBI

KOHCYJ'IBTaI_[I/Iﬁ C UCIIOJIb30BaHHUEM BHGKTPOHHOﬁ IIOYTHI.

4, OueHoOYHBIE

cpeacTBa I TeKYIIero

NMPOMEKYTOYHOM aTTeCTAIlUN
OneHouyHble CpeAcCTBa MpeIHa3HAYeHbl MJIsi KOHTPOJS M OLEHKH 00pa3oBaTeIbHBIX
JOCTIKEHUH 0OY4YarolINXCsi, OCBOMBIIMX IMPOTpaMMy y4eOHOH IUCHMIUIMHBI «DJIEKTPOHHBIC
JIOKYMEHTHI B KaJIpOBOU paboTey.
OneHouyHble CPEACTBAa BKIIOYAET KOHTPOJBHBIE MaTepuaibl JUIs MPOBENEHUS TEKYILEro
KOHTpOJIs B opMe JTOKJIa1a-IIpe3eHTaluu 1o IpobieMHBIM BOMpocaMm, TecTa, pedepara, scce u
IPOMEKYTOYHOM aTTeCTallMK B (hOpPME BOIPOCOB K 3aUETYy.

npu
JNOCTYyIHBIX B

KOHTPOJIst

HU3YUYCHUU

JMCIUTITIHBIL:
MH(POPMAIMOHHO-

A JuL € OrpaHMYC€HHBIMH  BO3MOXHOCTAMHU 3IJO0POBBA IMPEAYCMOTpEHA OpraHu3anus

ycneBaeMoCTH H

CprKTypa OLICHOYHBIX CPEACTB IJIsA TeKyIHeﬁ H HpOMe)KyTO'lHOﬁ aTrecraunumn

HamvenoBanue OIICHOYHOI'0 CpCACTBA

Ne Kon u HameHoBaHue PesyneraTe! 00ydeHms "
W — Texymui IIpomesxyTounas
KOHTPOIIb arrecTanys
1 | UIIK-2.1. — opranusyer 3HaeT  OpraHu3aluI0  JOKYMEHTHPOBAHUS Bonpocsr st Bomnpocs! Ha
JIOKyMCHTHPOBAHIE YIpaBIeHYECKON NIESATEIHHOCTH M KaJpOBOTO YCTHOTO 3auete 1-8, 15-23
yTIpaBIEHYECKOH 3JIEKTPOHHOT'O IOKYMEHTO000pOTa (TTCHMEHHOTO)
JEATENIBHOCTH B ompoca Io TeMe,
OpraHu3aLUx pazzeny.
Pedepar, acce
2 | UIIK-2.2. — npumensier Ymeer NIPUMEHSATh UH(OPMAIMOHHBIE Bonpocs! s Bomnpocs! Ha
HH()OPMAIMOHHBIC CHUCTEMbI B YIpPaBJICHYECKON NEATETHLHOCTH B YCTHOTO 3auere 8-14, 24-
CHCTEMEI B OpraHu3aLHY, METO/IbI opraHu3anyy | (IMMCBMEHHOTO) 38
yIpaBIeHYECKON 3NIEKTPOHHOTO TIOKyMEHT0000pOTa B KaJIpOBOIl | ompoca I0 TeMe,
JICATETIbHOCTH B ciryx0e pazneny. AHaH3
OpraHH3aLin MPaKTHYECKNX
CUTYyaLui

TunoBbie KOHTPO/IbHBbIC 32JaHUSI MJIH HHbIE MaTePHAJIbl, HCOOX0AMMBbIE JI1 OLCHKH
3HAHMH, YMEHH, HABBIKOB H (MJIM) ONBLITA AEATEIbHOCTH, XapaKTePU3YyOIIHX ITAMbI
(popMHpPOBAHUSI KOMIIETCHI[HI1 B poLecce OCBOCHHUsI 00Pa30BaTeIbHON NPOrPaMMbl

Ilepeuensb Tem pedeparoB (3cce)

NogakrwnpE

[TpuHLIMIIBI TOCTPOCHUS 6€30yMa’kHOM TEXHOIOTHH
[TpUHIUIBI 37IEKTPOHHOTO IOKYMEHTOO0OpOTa B paboTe KaJpoBOi cIykKObI
Knaccudukanus kagpoBbIX JOKYMEHTOB
Knaccugukamus cucteM ynpaBieHHUs! JOKYMEHTaMH B YIPABJIECHUH ITEPCOHAIOM
CoBpeMeHHbIE MOAX0AbI K aBTOMAaTH3aIMK YIIPABICHUS TOKyMEHTaluen

[Tpobnema npugaHus IOPUINIECKOTO CTAaTyCa 3JIEKTPOHHBIM JOKYMEHTaM
[Ipumenenrne WHGOPMAIMOHHO-KOMMYHHUKATUBHBIX TEXHOJOTUH Kak CpeICTBO

NOBBIIIIEHUS 3()(HEKTUBHOCTH KaJpOBOTO JOKYMEHTOO0OpOTa
8. BHeapeHue AEeKTPOHHOTO KaJPOBOTO JIOKYMEHTOOOOPOTA: PUCKH W BO3MOKHOCTH
9. IIpobaembl BHEAPEHUS IEKTPOHHOTO KaJPOBOTo JOKYMEHTO000pOTa

10. IOpunuveckasi 3HAYUMOCTB DIIEKTPOHHBIX JOKYMEHTOB

11. PesynbTaThl SKCHepuMeHTa MUHHCTEpPCTBA TpyAa M COLUalbHOU 3amuThl PO 1o
BHE/IPECHUIO JIEKTPOHHBIX TOKYMEHTOB, CBSI3aHHBIX C paboTOM




12. DnexTpoHHBIN (opMaT 3aKIIOYESHUS TPYIOBOTO JOTOBOpa

13. TpynoBas KHM)KKA: UCTOPUS U COBPEMEHHOCTh

14. MudopmMannoHHO-KOMMYHUKAIIUOHHBIE TEXHOJIOTUH AJIEKTPOHHOIO
JIOKYMEHTALMOHHOTO 00eCieueH sl yIPaBIE€HUs IEPCOHAIOM

15. BeiGop mporpammuoro oOecrneyeHus [Isi KaapoBoM ciyxObl. [lpukiamnbie
IPOrpaMMHBIE IPOAYKTHI IO YIIPABJIEHUIO IEPCOHAIOM

16. TpeGoBaHMs K cUCTEMaM XpPaHEHUs SJIEKTPOHHBIX JOKYMEHTOB

17. ABromaru3zanus XpaHEHHUs SJIEKTPOHHBIX JTOKYMEHTOB

18. DneKkTpoHHBIH apXUB JTOKYMEHTOB 110 JIUYHOMY COCTaBY

3ayeTHble MaTepHUAJIbI (BONPOCHI) JJI51 IPOMEKYTOUYHOM aTTecTaluM (3a4eT)

1. IlonsiTHE SJIEKTPOHHBIA JTOKYMEHT, JOKYMEHTOOOOPOT, pOJb 3JIEKTPOHHOTO
JIOKYMEHTO000pOTa B KaJIpOBOM JIEJIONPOU3BOICTBE
TpeboBaHus K KaJIpOBBIM JOKYMEHTAM B 3JIEKTPOHHOM BHUJIE
[TonsiTHE M CTPYKTYpPa KaApOBOI0 JOKYMEHTO000pOTA
CocraB opraHu3anoOHHOM, PaCOPSAUTEILHON KaIpOBOM JTOKYMEHTAIUH.
Bunsl nHGOpMaLMOHHO-pACYETHON U CIIPaBOYHOM KaJpOBOM TOKYMEHTALUU
CocraB mJ1aHOBOM, OTYETHO-CTATUCTUYECKOM KaJpOBOW JOKYMEHTAUU
Kanpogas cimyx0a: ee nenu, 3a1a4u U GyHKIUH.
. HopmatuBHO-1IIpaBOBO€E peryIMpoOBaHNE KJAPOBOTO 3JIEKTPOHHOTO TIOKYMEHTO000pOTa
B Poccuiickoit @enepanuu

8. BHenpeHne KaapoBOro 3JIEKTPOHHOTO JIOKYMEHTOOOOPOTa: PHCKH, BO3MOXKHOCTH,
po0eMbl BBEJICHUS

9. Bugpl KagpoBBIX JOKYMEHTOB, O(OPMIIIEMBIX TOJBKO Ha OyMakKHOW HOCHTENE, Ha
OyMa)XHOM HOCHUTENE WIM 3JEKTPOHHO, TOJBKO 3JIEKTPOHHO IMPH HCIOIb30BAHUHU KaJPOBOIO
AJIEKTPOHHOI'O JOKYMEHTO000pOTa

10. ITopsmox BBeAEHUS KaAPOBOIO 3JIEKTPOHHOIO IOKYMEHTO000pOTa

11. TpeGoBaHusI K COJACPXKAHUIO JIOKATBHBIX HOPMATHBHBIX AaKTOB pPa0OTOMATENs O
BBEJICHUHU KaJIPOBOT'0 3JIEKTPOHHOTO JOKYMEHTO00O0pOTa

12. AnMuHUCTpaTUBHAS OTBETCTBEHHOCTh 3a HapylLIE€HUE JICWCTBYIOILIETO
3aKOHOJIaTEeNLCTBA B paboTe C KapOBbIMU JJOKyMeHTamu PP

13. Buzasl 5IeKTPOHHBIX MOIMMCEH, NCTIOIB3YEMBIX B AJIEKTPOHHOM JOKYMEHTO000pOTE
npu 0opOpPMIIEHUHN Pa3IMUHBIX KaJIPOBBIX TOKYMEHTOB

14. BeneHue nepBUUYHBIX YUETHBIX IOKYMEHTOB B 3JIEKTPOHHOM BUJIE

15. CopneprxkaHne OCHOBHBIX Pa3/ienoB JHMYHON kapTouku (popma NeT-2) u mpaBuna ee
3aroJIHEHUS

16. ITopsnok oopmieHuss JOKYMEHTOB IIPH ITpUeMe Ha paboTy

17. Tlopsinox opopmieHHs JOKYMEHTOB MpU NepeBojie paboTHUKA

18. Ilopsimox  odopmiieHHs] JOKYMEHTOB IO  IPEJOCTaBICHUIO  OTIYCKOB U
KOMaHAMPOBAHUIO COTPYJHUKOB OpraHU3aluU

19. Tlopsnok oopmieHus: pacTOp>KEHHs TPYAOBOTO JOrOBOpa

20. Tlopsmok MOArOTOBKH MPUKA30B IO JIMYHOMY COCTaBY

21. TpeGoBaHUS K 3aNOJIHEHUIO TPYIOBOM KHIKKU

22. Tlopsnok BHECEHHS U3MEHEHHH M UCIIPABJICHUN B TPYJOBYIO KHUKKY

23. Opranuzanus yueTa TPyAOBBIX KHIDKEK B OpraHU3aluu

24. HopmaTHBHO-TIPAaBOBOE PETYJIUPOBAHHE DIIEKTPOHHBIX TPYIOBBIX KHIKEK

25. Otuer B IIOP «CBemeHuss o TpPYyIOBOM JEATENBHOCTH PaOOTHUKOBY: IMOPAIOK
COCTaBJIEHUS], CPOKH MOJauH, aIMUHUCTPATUBHASI OTBETCTBEHHOCTh 32 HENPECTABICHNE

26. HopmaTuBHO-TIpaBOBOE pETyJIUPOBAaHHE HCIOIb30BAHUS DJIEKTPOHHBIX JIUCTKOB
HETPYI0CTIOCOOHOCTH

27. Cpoku Ha3HA4yeHHUs, BBIIATHl M TMOPSAJOK pacyera IMOCOOUs IO BPEMEHHOM
HETPYI0CTIOCOOHOCTH

28. BzaumopeiictBue ¢ pabotogarenem ¢ @CC PO mo mpeacTaBieHUI0 CBEIACHHUMA s
BBITIJIATHI TOCOOUS IO BPEMEHHOH HETPY0CTIOCOOHOCTH

NoookrwnpE



29. DJEeKTPOHHBIN JTUCTOK HETPYAOCIIOCOOHOCTH IO OEPEMEHHOCTH U POJIaM, 110 YXOy 3a
0O0JILHBIM PEOCHKOM

30. HopmatuBHO-TIpaBOBOE peryIupOBaHKE TPYAa AUCTAHIIMOHHBIX PAOOTHUKOB

31. OcobeHHOCTH B3aUMOCHCTBHUS TUCTAHIIMOHHOTO paOOTHUKA U paboTOoAATEIS

32. OcobGenHoct  opoOpMIIEHHS  KAAPOBBIX  JOKYMEHTOB C  JAMCTAaHIIMOHHBIMH
pabOTHUKaAMU

33. Ilopsmoxk BBeACHMS MAMCTAHIIMOHHOTO TpyJda JUIs JCHCTBYIOIIMX pPaOOTHUKOB.
Bpemennsiii nepeBosi paboTHHKA HA AUCTAHIMOHHYIO pabOTy MO MHULIMATUBE paboTojaTesns B
UCKITIOYUTENIbHBIX CIIydasixX

34. OOpaboTKa nepcoHaIbHBIX JAHHBIX PAaOOTHUKOB B KaJIpOBOH Ciry:k0e: HOpMaTHBHO-
[IPABOBOE PETYJIUPOBAHUE U NMPAKTUYECKOE TPUMEHEHUE

35. Texnuueckoe W TMPOrpaMMHOE OOecreueHHe CHUCTEMBI KaJpOBOTO 3JIEKTPOHHOTO
JIOKYMEHTO0000poTa

36. TpeboBanus K WHOOPMANMOHHBIM  CHCTEMaM  KaJpPOBOTO  JIIEKTPOHHOTO
JIOKYMEHTO0000poTa

37. OO0mue NPUHIUIBI XPAaHEHUS JIEKTPOHHBIX JOKYMEHTOB

38. 3ammra nHdopMaLUK B KaAPOBOM JIEKTPOHHOM JIOKYMEHTO000pOTE

Kpurtepun oueHnBanus pe3yJibTaToOB 00y4YeHUs

IToporu oneHok BapuanTtsl napameTpos
BBICTABJIICTCA CTYAEHTY, €CIIU CTYJEHTOM JaH IIOJIHBIMI, pa3BEPHYTHII OTBET
3a4TEHO Ha IIOCTAaBJICHHBIN BONPOC, IOKA3aHO YMEHHUE ONUCATh U MHTEPIIPETUPOBATH

CUTYAIUIO HJIK COBOKYITHOCTh (haKTOB, OOHAPYKUTh UX CBS3H, 3aBUCUMOCTH
u T.a. OTBET YETKO CTPYKTYPHUPOBAH, JIOTHYEH, H3JIOKEH JUTEPATypPHBIM
SI3BIKOM C HCIOJb30BaHHEM COBPEMEHHOW TEPMHUHOJIOTHH. MOTyT OBITh
JIOITYIICHBI 2—3 HETOYHOCTH WIJIM He3HAYUTEIbHBIC OINOKHY, UCTIPABICHHBIC
00yYaronMmMcsi ¢ TOMOMIBIO MPEeTo/iaBaTels.

BBICTABIISICTCS. IIPU HECOOTBETCTBMM OTBETA 3aJaHHOMY BOIIPOCY, OTBET
HE 3a4TE€HO MpeACTaBisieT co00il pa3po3HEHHbIE 3HAHUS C CYILECTBEHHBIMH OLIMOKaMU
1o Bompocy. [IpucyTcTBytoT pparMeHTapHOCTh, HETOTUYHOCTD U3JI0KEHUSI.
OTCyTCTBYIOT BBIBOABI, KOHKPETH3alUs M JI0KA3aTEIBHOCTb H3JIOKEHUS.
JlononHUTENBHBIE M YTOYHSIOIIME BOIIPOCHI IPENOAABATEINS HE IPUBOMAT K
KOPPEKLIMU OTBETa 00yYaroIerocs.

OneHouHble CpeAcTBa JUIsl WMHBAIMAOB M JIMII C OIPAaHUYEHHBIMH BO3MOXXKHOCTSIMU
3/10pOBbsI BHIOUPAIOTCA C YYETOM UX WHAMBUIYATbHBIX ICUXO()U3UYECKHX OCOOEHHOCTEH.

— IpY He0OXOAMMOCTH UHBAIM/IAM H JIUL[AM C OTPaHUYE€HHBIMU BO3MOKHOCTSIMH 37I0POBbS
MIPEIOCTABIISETCS OMOJHUTENBHOE BpEMs JUIsl TIOATOTOBKH OTBETA HA SK3aMEHE;

— IIPU NIPOBEJICHUU MPOLIETYPHl OLIEHUBAHUS PE3YJIbTAaTOB O0yUEHHUsI UHBAINUJOB U JIUII C
OTpaHUYEHHBIMU BO3MOXHOCTSIMHU 3/I0POBbS MPEAYCMATPUBAETCS HCIIOJIb30BAHUE TEXHUUECKUX
CPEICTB, HEOOXOAUMBIX UM B CBSA3M C X MHJIUBUIYaJIbHBIMA OCOOCHHOCTSAMU;

— IIpU HEOOXOAMMOCTH JJIsi 00YHAIOIIKUXCS C OTPAHUUYEHHBIMH BO3MOXHOCTSMHU 310POBbSI
U MHBAJIUIOB TpOILEAypa OLCHUBAHUS pE3yJbTaTOB OOYYEHHUS MO JAUCHUIUIMHE MOXKET
IIPOBOAMTHCS B HECKOJIBKO JTAIOB.

IIponietypa ornieHMBaHUsI PE3yJIbTATOB OOYYEHHMsS WHBAIWIOB U JIUI[ C OrpaHUYCHHBIMU
BO3MOXHOCTSIMM 3JI0POBbsSI 0 JUCHUIUIMHE (MOJYJIIO) IpelycMaTpuBaeT IpeloCTaBIeHUe
uHpopmanuu B (opMmax, aJaNTHUPOBAHHBIX K OTPAHUYEHUSM HUX 3/0pOBbSI M BOCHPUATHUS
uHpOpMaLUu:

JIig U1 ¢ HapyLIeHUSIMU 3PEHUS:

— B rieyaTHOM popme yBeIHMUEHHBIM HIpUPTOM,

— B (popMe dJIEKTPOHHOTO IOKYMEHTA.

Jlyig U1 ¢ HapyIIeHUsIMU CiyXa:

— B IIeYaTHOM (opme,

— B (popMe 2NIEKTPOHHOTO TOKYMEHTA.



I[HH JIAI ¢ HAPYUICHUSAMU OIMOPHO-ABUI'ATCIIBHOIO alllapara:

— B Ie4aTHoi (opme,

— B (popMe 2NIEKTPOHHOT O TOKYMEHTA.

I[aHHBIfI MNEpCUCHb MOXKCT GBITB KOHKPCTU3HUPOBAH B 3aBUCHUMOCTU OT KOHTHHICHTA
oOyyarouuxcsi.

5. Ilepedyenb y4eOHOI UTEPaTypPhl, HH(POPMALMOHHBIX PECYPCOB M TEXHOJIOT U

5.1. YueOHas 1uTepatypa

1. AGynamze, JI. I'. JlokyMeHTaImoHHOE 0OeCIIeYeHHE YIIPABIICHUS IEPCOHATIOM: YIEOHUK 1
npakTukyMm 11 By3oB / JI. I'. AGynamze, U. b. Bempsokkuna, B. M. Macnosa. — 2-¢ uz ., nepepad. u
nor. — Mocksa: MznarenberBo FOpaiit, 2022. — 370 ¢. — (Boiciiee obpazoBanue). — ISBN 978-5-534-
14486-4. — Tekct: snektpoHHbId // OOpasoBarenpHas miargopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/489736

2. Noponuna, JI. A. OpraHuzamusi U TEXHOJOTHS JOKYMECHTAI[HOHHOTO OOECIICUCHUS
yIpaBIeHUs: Y9eOHUK W mpakThkyM misi By30B / JI. A. Jloponnna, B. C. MputnkoBa. — MockBa:
MznarenserBo FOpaiit, 2021. — 233 ¢. — (Briciiee oOpa3oBanue). — ISBN 978-5-534-04568-0. —
Tekcr: amekTpoHHbi  //  OOpazoBarempHast — miardgopma  FOpaiir [caiit]. —
URL.: https://urait.ru/bcode/468850

3. INaBnosckas, O. FO. [IpaBoBoe obecrnieueHne KaapoBOro JIEIO0MPOU3BOJICTBA: yueOHOE
nocobue musa By30B/ O. 0. [TaBnoBckas. — Mocksa: MznarensctBo IOpaiit, 2022, — 213 ¢. —
(Bricmee o6pazoBanue). — ISBN 978-5-534-11565-9. — Tekcr: anexkTponHslii // O6pa3oBarenbHas
wiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/495918

4. Ky3ueno, U.H. JlokymeHTanmmoHHOE OOECIICUCHHE YIIPABICHUS IIEPCOHAIOM:
y4eOHUK W TPAKTHKYM I cpeaHero mnpodeccuonansHoro obpasosanus / U. H. Ky3Henos. —
MockBa: MzparensctBo HOpaiit, 2022.— 521 c.— (IIpodeccrnonanbHoe oOpa3oBaHHE). —
ISBN 978-5-534-04451-5. — Tekct: snexrponHsni // OOpaszoBarenbHas miaardgopma FOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/497801

5. lllyramoBa, H.H. JlokymeHTallmoHHOE OOECIICUCHHE YIpaBICHUSA: YYCOHHK U
MPAaKTUKYM Ui cpeaHero npodeccuoHanbHoro odpaszoranus / H. H. llyBanoBa. — 2-e u3n. —
MockBa: WznmatenbctBo IOpaiit, 2022. - 265c.— (IIpodeccronanbHoe oOpa3oBaHHE). —
ISBN 978-5-534-00088-7. — Texct: snexTpoHHbli // OOpa3zoBarenbHas miatrgopma FOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/489985

5.2. lepuoanueckasi JuTepaTypa

KypHal «YpasieHue nepconanomy» http://www.top-personal.ru

xypHan «Pabora ¢ nepconanom» http://www.hr-journal.ru

Kypnan «Kagposuk» panor.ru/journals/kadrovik

Onekrponnas oubmmoreka GREBENNIKON.RU https://grebennikon.ru/
. Kypnan «O6pazoBarenbHbIe TEXHOIOTUM»

https /lelibrary.ru/contents.asp?id=37347690

g~

5.3. UHTepHeT-pecypchbl, B TOM 4YHCJI€ COBPeMeHHbIe Mpo(eccCHOHATBHBIE 0a3bl
JAHHBIX U I/IH(l)OpMalll/IOHHble CﬂpaBO‘lHl)Ie CUCTEMBbI
J1IeKTPOHHO-0ubIMoTeuHbIe cucTemMbl (IBC):
DBC «IOPAUT» https://urait.ru/
ABC «YHUBEPCUTETCKAS BUBJIMOTEKA OHJIAMHy» www.biblioclub.ru
OBC «BOOK.ruy» https://www.book.ru
9BC «ZNANIUM.COM» www.znanium.com
OBC «JIAHb» https://e.lanbook.com

a0 PE

IIpodeccnonanbubie 6a3bl JAHHBIX:
1. Hayunas snekrponnas oudauoreka (HOb) http://www.elibrary.ru/
2. TloaHOTEKCTOBbIE apXHBbI BEAYIIMX 3allaHbIX HAYYHBIX )KypHAIOB Ha Poccuiickoit
iatdopme Hay4HbIX KypHatoB HOUKOH http://archive.neicon.ru
3. HammonanpHas »nekTpoHHass OuOnwoTeka (AOCTyn K DJIEKTPOHHOW OMONIHMOTEKe
nuccepraiuii Poccuiickoit rocynapcrsennoi oubnmuorexu (PI'B) https://rusneb.ru/
4. Tlpesunenrckas oubnuorexka um. b.H. Enpumna https://www.prlib.ru/
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5. Springer Journals https://link.springer.com/

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

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

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

9. zbMath https://zbmath.org/

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

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

12. "Jlekropuym TB" http://www.lektorium.tv/

13. YuuBepcurerckas napopmannonnas cucrema POCCHSI http://uisrussia.msu.ru

I/IH(])OpMaIII/IOHHLIe CIIPAaBOYHbIE€ CUCTEMBI.

1. KoncynpranT [lroc - cipaBo4yHast mpaBoBasi cucTeMa (JOCTYII 10 JIOKAJTLHOM CETH C

KOMITBIOTEPOB OMOITMOTEKH )

Pecypchl cBOOOHOTO H0CTYyNA:

1. KubGepJlenunka (http://cyberleninka.ru/);

2. MuHnuctepcTBO Hayku M BbIcmiero oOpa3oBanus Poccuiickoit  ®Depepauuu
https://www.minobrnauki.gov.ru/;

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

4. Wndopmanuonnas cucreMa "EnnHoe OKHO J0ocTymna K 0Opa3oBaTeIbHBIM pecypcam”
http://window.edu.ru/;

5. EnumHas koiiekids HHQPPOBBIX  0oOpasoBarenbHBIX  pecypcoB  http://school-
collection.edu.ru/ .

6. denepanbHbIN LEHTP HH(GOPMAITMOHHO-00Pa30BaTEILHBIX pecypcoB
(http://fcior.edu.ruf);

7. IIpoext T'ocymapcTBeHHOrO HWHCTUTyTa pycckoro si3bika umMmenn A.C. Ilymkuna
"O6pasoBanue Ha pycckom" https://pushkininstitute.ru/;

8. CnpaBouHo-uH(pOpMaMOHHKIH opTan "Pycckwuii si3bIk" hitp://gramota.ru/;

9. Ciyx0a TeMaTHYECKHX TOJKOBBIX ciioBapeit http://www.glossary.ru/;

10. Cnosapu u suimkioneauu http://dic.academic.ru/;

11. O0pa3oBarenbHbIid opTan "Yueba" http://www.ucheba.com/

CoOcTBeHHBIC JJICKTPOHHBIC OOpa3oBaTebHble M HMH(pOPMALHOHHBIE peCypChI

KyoI'Y:

1. Cpena MoaynbpHOTO AMHAMUYECKoro ooydenus http://moodle.kubsu.ru

2. baza yd4eOHBIX TIUTAHOB, Y4YeOHO-METOJUYECKHX KOMIUIEKCOB, MMyOIUKaluii U
koHpepentmii http://mschool.kubsu.ru/

3. bubmmuoreka  WHGOPMAIMOHHBIX  PECYPCOB kadenpsl  UHGOPMAIIMOHHBIX
obpasoBaTenbHbIX TexHomorui http://mschool.kubsu.ru;

4. DnexTpoHHBIN apxuB qokymeHTOB KyoI'Y _http://docspace.kubsu.ru/

5. DnekTpoHHBIE O00pa3oBaTeibHBIC pecypchl Kadeapsl WH(OOPMANMOHHBIX CHCTEM H
TexHosoruil B oopazoBanuu Kyol'Y u Hayuno-metoanueckoro xypHana "LLHKOJIBHBIE 'O/IbI"
http://icdau.kubsu.ru/

6. MeToanueckne yKa3aHusi Jisl 00yIaOIIAXCS 110 OCBOEHHUIO T CIMIJIMHBI (MOTYJIs1)

OcBoeHHE AWCHMIUTUHBI TPEIyCMAaTPUBACT MPOCTYIIMBAHUE JEKIUHA M MPOBEICHUE
MPAKTUYECKUX padoT.

Jis Tiry6OKOro M3y4eHuUs: JUCIHUILTUHBI HACTOATEIFHO PEKOMEHIYETCS:

— CHCTEMATHYCCKHN TOTOBUTHCSI K HpaKTquCKHM 3aHATHUAM 110 yqe6HBIM HOCO6I/I${M,
HAYYHBIM CTaThsIM B )KypHaJlaX, a TAKXKe C UCTIOJIb30BaHUEM pecypcoB MHTepHET;

— CBOGBpeMCHHO BBIITOJIHATH HpaKTI/I‘-IeCKI/IC 3aJaHus, TOTOBUTH peq)epaTBI U 3CCEC.

CaMocTtosiTenpbHasi paboTa CTyJIEHTa - OJMH W3 BAKHEHIIMX JTalloB B TMOJTOTOBKE
crieranucToB. OHA MPHOOIIAET CTYIEHTOB K MCCIE0BATENBCKON paboTe, 00oTaIaeT OnsITOM 1
3HAHUSIMH, HEOOXOIUMBIMH JJIsl JAbHEHIIIEr0 MX CTAHOBIICHUS KaK CHEIHAMCTOB, MPUBUBACT
HaBBIKU pabOTHI C IUTEPATYPOH, CTATUCTUYECKUMU TaHHBIMH.
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Ilenb caMocTOSITEIBHONH pPabOTHI - CHCTEMAaTH3allMs, 3aKPEIUICHUE U PACHIMPCHUE
TEOPETHUYCSCKUX M TMPAKTHYCCKUX 3HAHUI C MCIOJIb30BAHHEM COBPEMEHHBIX MH()OPMAIIMOHHBIX
TEXHOJIOTHI U JUTEPaTyPHBIX UCTOYHHUKOB. {11 pa3BUTHsI HABBIKOB CaMOCTOSITEIBHONH PabOThI
CTy/ICHTaMH BO BPEMsi CaMOCTOSTEILHOW PabOThI BBIMOJHSIOTCS pedeparsl, cce, JTOMAIIHUES
3alaHuA 110 IIOUCKY B I/IHTepHeTe I/IH(i)OpMaI_[I/II/I Ha 3aJaHHYKO HAY4YHYIO TCMY W IOJATIOTOBKE
JIOKJIa/a.

Pedepar wmimm 3cce TOTOBATCS CTYIEHTOM CaMOCTOSTENIBHO, B HHUX 0000LIAOTCS
TEOPETHUYCCKHE MaTephalibl 10 KCCICAyeMOH TeMe C HCIOJIb30BAaHHEM MAaTEpPHAIOB U3
CTELUATbHON  JIUTEpaTypbl, HOPMATUBHO-TIPABOBBIX JOKYMEHTOB, CTaHIAPTH3HPYIOIIAX
paccmarpuBaemyro chepy. B comepkanum paboT qOMKEH OBITH COOCTBEHHBIM aHAINA3 W
KPUTHUYCCKHI TOAXOJ K PEHICHHI0 MpoOjeMbl 10 BBIOPAHHOW TeMe HCCIIeIOBaHUS,
HOI[erHHeHHbIﬁ CTATUCTUYCCKUMU HaHHBIMU U KOpHOpaTPIBHOI;'I OTYETHOCTBO H3BCCTHBIX
Kopriopaiii. Marepuaibl [TO/DKHBI ObITh H3JI0KCHBI HAa BBICOKOM TEOPETHYECKOM YPOBHE, C
MPUMCHCHUCM CTATUYCCKUX NAHHBIX U IIPUMCPOB.

CTyaeHTaM pPEKOMEHIYEeTCs HENPEephIBHO MPOBOJAWTh HAyYHBIC HCCICIOBAHHS IO
PYKOBOJICTBOM IpenoaaBaresis Kageaphl o H30paHHON TeMe U TOTOBUTH COOOIIECHHUS Ha HAYYHbIC
KoH(pepeHImH, cTaTbil B COOPHUK MOJIOJIBIX UCCIICIOBATEIICH U HAYYHBIC KYPHAIbI.

O6y‘-ICHI/I€ CTYACHTOB C OrpaHUYCHHBIMH BO3MOXHOCTAMU OPraHU3yCTCs B COOTBCTCTBHUU
¢ TpeboBaHusIMU «METOIUUECKHX PEKOMEH IAIHMIA [0 OPraHU3alul 00pa30BaTeIbHOTO Mpolecca
JJISL 06y‘-IeHI/I$I HHBAJIMAOB W JiML C OIpaHUYCHHBIMH BO3MOXHOCTSAMH 3I0POBbA B
00pa3oBaTe/IbHBIX OPraHU3AIMAX BHICHIETO MPO(PECCHOHATBHOTO 00pa30BaHUsD» OT «8» armpers
2014 .

B ocBOeHHMH MUCIUIUIMHBI WHBATUIAMH W JMIAMH C OIPAHUYCHHBIMH BO3MOXKHOCTSIMH
3I0pOBBsI OOJBIIOE 3HAYEHHWE HMMEET WHAMBHIyajdbHas ydeOHas paboTa (KOHCYJIbTAIlMH) —
JIONIOJTHUTEIbHOE Pa3bsICHEHHE YU4eOHOr0 MaTepHasa.

I/IH[[I/IBI/IZIyaJIBHI)Ie KOHCYJIbTalMK 110 MPCAMCTY SBJIAIOTCA BaXXHBIM (baKTOpOM,
CIMOCOOCTBYIOIIMM WHAWBUAyaATH3ANH 00YUCHUS U YCTAHOBJICHUIO BOCITUTATEILHOIO KOHTAKTA
MCKAY NOpCuoJaBaTciicM U 06y‘-IaIOHH/IMC$I HHBAJIMAOM WA JIMOOM C OI'paHU4YCHHBIMHA
BO3MOYKHOCTSIMH 3JI0POBbSI.



7. MaTepuaibHO-TEXHHYECKOe o0ecneyeHne 1o JUCHUIIHHEe (MOAYJII0)

ITo Bcem BUAaM y‘-IC6H0ﬁ ACATCIIBHOCTH B paMKax JUCHUINIMHBI HCIIOJIB3YIHOTCA
ayAUTOpPHH, KaOMHETH U JTa0OpaTOpUH, OCHALICHHBIC HEOOXOJMMBIM CIICHHAIH3UPOBAHHBIM H
1a00paTOPHBIM 000PYI0BAaHUEM.

HanMeHOBaHME CIENUATbHbBIX TOMEIIEHU OCHAIIEHHOCTD CHEHATbHBIX IMepeueHb NUIIEH3HOHHOTO
HOMEIIEHU IPOrPaMMHOT0 obecreyeH s

VYueOHble aynuropuu s NpoBeneHus | Mebenb: yueOHas mebenb Microsoft ~ Office:  Word;
3QHATHUI JICKIHOHHOTO THIIA Texuuueckue cpencrea | Excel; PowerPoint.

OOydYeHHUs: JKpaH, MPOEKTOP,

KOMITBIOTEP
VueOHble ayaWTOpUHM JUIA  mpoBeacHus | MebGens: yueGHas MeGeib Microsoft ~ Office: ~ Word;
3aHATHA CEMHUHAPCKOTO THUIA, TPYIIIOBBIX U | TexXHIMYECKue cpenctBa | Excel; PowerPoint.
HHANBHUAYAIBHBIX KOHCYJIBTALMH, TCKyLIEro | OOyYeHHs: 3KpaH, IPOEKTOp,
KOHTPOJISL ¥ IPOMEXXYTOYHOM aTTeCTaluu KOMITBIOTED

HJ’IH CaMOCTOSITEIbHOH pa6OTBI O6y‘laIOH_[I/IXCH npeayCMOTPCHBI IIOMCIICHU A,

YKOMILJIEKTOBAHHBIC CIEIMATN3UPOBAHHON MEOEebl0, OCHAIIICHHBIE KOMITBIOTEPHON TEXHUKOM C
BO3MOXKHOCTBIO MOAKIIOUEHUS K ceTu «HTepHeT» U obecrneueHueM JocTyna B 3JIEKTPOHHYIO
UH(POPMALMOHHO-00pa30BaTENBHYIO CPEely YHUBEPCHUTETA.

(anTanpHEI 3am HayuHoit
OMOINOTEKH)

HaunmenoBanue OCHAIIECHHOCTH TIOMEIIECHHUH AJIST CAMOCTOSTEIBHOM PabOoTHI Ilepeuenn

MOMEIICHUH [ist 00yJaroImuxcs JIUIIEH3UOHHOTO
CaMOCTOSTEIILHOU pabOThI POTPaAaMMHOTO

00yJaroImuxcs obecrieyeHus
IMomeruenue st | MebGerb: ydaeOHas mebernb Microsoft Office:
caMoCToATeNIbHOM paboThl | KoMIuiekT —crermanu3upoBaHHOM Mebenu: Kommbioteprsie | Word; Excel;
00yJaroIumxcs CTOJIBI PowerPoaint.

OGopyznoBaHHe: KOMIIBIOTEPHAs TEXHUKA C MOAKIIOYCHHEM K
HUH(POPMAIMOHHO-KOMMYHHIKAMOHHOW  cetn  «VHTepHeT» H
JOCTYIIOM B 3JIEKTPOHHYIO HH()OPMAIHOHHO-00pa30BaTEbHYI0
cpemy ~ 00pa3oBaTeipHOM  OpraHM3aldy,  BeG-Kamepel,
KOMMYHHKAIMOHHOE 060pYI0BaHKe, 00SCIICIMBAOIIEE JOCTYII K
CeTH WHTEpHEeT (IIPOBOJHOE COCAMHCHHE H OECIPOBOIHOE
coeqmaenue mo texHomoruu Wi-Fi)

ITomemenue TS
CaMOCTOSATENIEHON PabOTHI

MeoGenb: yueOHas Mebess

Kommiekt crnenupanm3upoBaHHol  mebenu:
CTOJIBI

O6opynoBaHre: KOMIBIOTEPHAS TEXHUKA C TOIKIIOYCHHUEM K
UH(POPMALMOHHO-KOMMYHHUKAIIMOHHOM cetn  «HTepHeT» U
JIOCTYTIOM B 3JIEKTPOHHYIO MH(OPMAIMOHHO-00pa30BaTe/IbHYIO
cpemy 00pa3oBaTeIbHOM OpraHM3aINH, BeO-KaMepHl,
KOMMYHHKAIIMOHHOE 000pyA0BaHIe, 00eCIIeYnBarOIIee JOCTYI K
CeTH UWHTepHET (IPOBOJHOE COCTUHEHHWE W OECIpOBOIHOC
coeuHene mo rexHonorun Wi-Fi)

KOMIIBIOTCPHBIC

Microsoft Office:
Word; Excel;
PowerPoint.




