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1 Hesn u 3axa4M N3y4YeHUs] TUCHUILIMHBI (MOLYJI51)

1.1 Ilean ocBOEeHUST TUCUUILIHHBI

Henu: ¢opmupoBanue mnpodecCHOHATBHBIX KOMIETeHIMH B cooTBeTrcTBUU ¢ PI'OC BO,
KOMIUIEKCa 3HaHWH, YMEHUH U HaBBIKOB B OOJIaCTM HOPMATHUBHO-IIPABOBOIO U OPraHU3aLMOHHO-
JOKYMEHTAIIMOHHOTO OOECTeUeHHs YNpaBICHUS B OOJACTH YINpaBJICHUS IEPCOHAJIOM Ha OCHOBE
paLlMOHATBHBIX, HAYyYHO-OOOCHOBAaHHBIX MPUHLMIIOB M METOJOB HX COBEpUICHCTBOBAHMS,
¢dopMHpOBaHHE NPOTPECCHBHOTO TOJXO0JAa K PEHICHUI0 BAaXHEHIIMX YNPABICHYECKUX 3a/1ad Ha
HPEANPUATHH.

1.23apaun:

- YCBOEHHE OCHOBHBIX TMOHATUH B OO0JIACTH HOPMATHBHO-TIPABOBOTO u
JIOKYMEHTAllMOHHOTO0 00ecneueHHsl yIpaBIeHUEM TPYIOBBIX OTHOLIEHWH Ha NpeAnpusaTuu (B
OpraHu3aIym);

- U3y4YeHue BHUJOB O(UIHUAIBHBIX [JOKYMEHTOB M TpeOOBaHMM K HUX COCTABICHHUIO U
oopmienuio;

- OoIpejeseHue criocoO0B TOKYMEHTUPOBAHUS U CUCTEM JIOKYMEHTAIIUH;

- IpUMEHEHHE NPaBWJI OPraHU3aK PabOThI C TOKyMEHTaMHU CITy>KOBI IIepCoHaIa,

- OCBOEHHME IMOpsAJKAa OpraHu3aluu paboT MO AEJIONPOU3BOACTBEHHOMY OOCIIY>KHBAaHUIO
TPYIOBBIX OTHOIICHU;

- mpuobpereHue yMeHui opOopMIICHUS PEKBU3UTOB, CO3/IaHKHE A0JIOHOB JOKYMEHTOB C
MOMOUIbIO CHELUATU3UPOBAHHBIX [TPOTPAMM;

1.3 MecTo AucuunanHbl (MOAYJIs) B CTPYKTYype 00pa3oBaTe/ibHOI NPOrpaMMbl

Jucuunnuna b1.B.02 «HopmatuBHO-IpaBoBO€ U JOKYMEHTALMOHHOE 00ECIIeueHUE TPYAOBbIX
OTHONICHMI» OTHOcUTCA K 0azoBoil wactu bnoka 1 "Iucuurminuasl (Moaynu)" yd4eOHOro IJIaHa,
dopmupyemMasi yqacTHUKaMH 00pa30BaTeIbHBIX OTHOIICHUN y4eOHOTO TIIaHa.

B MeronuueckoMm ImilaHe IUCLMILIMHA ONMPAETCSs Ha 3HAHUS, IOIYy4YEHHbIE NMPU HU3YUEHUHU
CICNYIOIUX  YYEOHBIX  KypCOB:  «VYIpaBlICHHE  [EPCOHAIOM  COBPEMEHHOW  OpraHW3ailum»,
«MexXIuCUUIITMHAPHbBIE HCCIEAOBAHUS B cepe YIIPaBJICHUSA MIEPCOHATIOM» u Jp.

1.4 IlepeueHb IUIAHHUpPYEMBIX Ppe3yJabTATOB O0y4YeHUS] MO JAUCHHUILIMHE (MOAYJIIO),
COOTHECEHHBIX € INIAHUPYEMBIMH Pe3yJIbTATAMH OCBOCHHA 00Pa30BaTEJIbLHOM IPOrPaMMBbI

N3yyenne naHHOM y4yeOHOM AMCUMILIMHBI HANpaBiI€HO Ha (OPMUPOBAHUE Yy OOyYaroUIuxcs
CIIEYIOIIMX KOMIIETCHIIUN

Koz u HaumeHoBaHme PesynbTaTel 00yueHus IO JUCIUILTHHE

WHIUKaTopa™

MK-1. CHOCOBEH PABPABATBIBATH CUCTEMY CTPATEITHYECKOI'O U ONEPAIIMOHHOT' O
YIPABJIEHUSI HEPCOHAJIOM

IIK-1.1U1IK- 1. BrnanmeeT oTnensHBIME 3HAHUSIMHA B 00JIACTH 3aKOHOAATENbECTBA PO 0 mepcoHambHBIX
3HATh OCHOBBI JIAaHHBIX, OCHOBBI TPYJOBOTO, apXMBHOI'O, aJMUHUCTPATUBHOIO, MUIPALMOHHOTO,
3aKoHoAaTeabcTBa PD o HAJIOTOBOT'O 3aKOHOJIATEIILCTBA, 3aKOHOAATENECTBA B chepe OT

MEePCOHAJIBHBIX JAHHBIX, B menowMm, BrmameeTr 3HaHHAMH B OOJNACTH 3aKOHOAATENECTBA PD 0 mepcOHAIBHBIX
OCHOBBI TPYA0BOI'0, aPXUBHOI'0, | JTaHHBIX, OCHOBBI TPYJAOBOT0, apXMBHOTO, aAMHUHUCTPATHUBHOTO, MUI'PAIIMOHHOTO,
AJMMHUCTPATHBHOIO , HAJIOTOBOT'O 3aKOHOJIaTENhCTBA, 3aKOHOAATEIhCTBA B chepe OT

MHUIPAITMOHHOI0 , HAJIOrOBOI0 VYBepeHHO BiajieeT 3HAHUSMHU B OOJIACTH 3aKOHOAATENhCTBA PP 0 mepcoHaIBHBIX
3aKOHOAATEJILCTBA, JAaHHBIX, OCHOBBI TPYJOBOI'0, apXMBHOI'0, aAMHHHCTPATUBHOIO, MUIPAIITMOHHOTIO,

3aKonoaareabcTBa B cepe OT | manorosoro 3aKoHONATENLCTBA, 3aKOHOAATENLCTBA B chepe OT
MK-2. CIIOCOBEH PEAJIN30BBIBATb CUCTEMY CTPATETHUYUECKOI'O U OITEPAIITMOHHOI'O
YIHNPABJIEHUUS IEPCOHAJIOM

MK-2.1IIK - 1. OO0namaeT 3HAHWUSAMH B O0JIACTH peaM3allid CHUCTEMBI CTPATErMYecKOTO U
CnocodeH peajin30BbIBATH OIIEPaLIMOHHOTO YIIPABJIEHHUS IEPCOHATIOM

CHCTEMY CTPATErH4YeCKOro u B nenoMm, ¢ mnoMOIBIO 3KCHIEPTOB crocobeH peaan30BBIBATE CHCTEMY
ONEePANMOHHOI0 YIIPABJIECHUA CTPaTErMYE€CKOro M ONEPAllMOHHOr0 yIpaBJCHUs IIEPCOHAIOM

nepcoHaoM Croco0eH  CcaMOCTOSITENIbHO — pPEajlM30BBIBATH  CHCTEMY CTPAaTETHYECKOro M

ONEPALMOHHOTO YIIPAaBJICHHUS IEPCOHATIOM
IK-3. CIIOCOBEH A IMUHUCTPHUPOBATDH NTPOLUECCHI U JOKYMEHTOOBOPOT 110
CTPATEI'HYECKOMY U OIIEPAIIMOHHOMY YIIPABJIEHUIO ITEPCOHAJIOM
HOK-3.UIIK - 1 3HaeT OTAEIbHBIC TOKYMEHTHI, HCOOXOAUMBIC IJIsi COMPOBOMKACHUS IPOILECCOB IO
YOPABJICHUIO TIEPCOHAIOM B COOTBETCTBHH C TPEOOBAHHUSIMHU 3aKOHOIATEIILCTBA
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Kon u HanmenoBanue
WHAUKaTOopa™

PC3yJ’II)TaTI>I 06y‘I€HI/I${ 0 JUCHUIITIMHEC

YMeTh 00ecnieuyuBaTh
JOKYMEHTAIIHOHHOE

B nenom, ymeeT oGecrieunBaTh JOKYMEHTAIMOHHOE COTIPOBOXKIICHNE MTPOIIECCOB TI0
YIPaBICHHUIO IEPCOHAIIOM B COOTBETCTBUH C TPEOOBaHMUIMH 3aKOHOIATEIBCTBA

COIIPOBO K/ICHHE MTPOLIECCOB MO
yHpaBJeHHIO TIEPCOHAIOM B
COOTBETCTBUHU € TPeOOBAHUSAMU
3aKOHOJATeIbCTBA

YMeeT CcaMOCTOSATENBHO O0ECHeYnBaTh JAOKYMEHTAIIMOHHOE COMPOBOKACHHE
MPOLIECCOB 110 YNPABICHUIO MEPCOHATOM B COOTBETCTBUH C TPEOOBAHUSIMHU
3aKOHO/ATEIbCTBA

PesynbraTel 00y4eHUs MO TUCLMIIJIMHE JOCTUrAlOTCA B paMKaxX OCYIIECTBJIECHUS BCEX BMJIOB
KOHTAKTHOM M CaMOCTOATEIbHON paboThl 00y4alOUIMXCsl B COOTBETCTBUU C YTBEP)KICHHBIM yUEOHBIM

IIJITaHOM.

WuaukaTtopel JOCTHKEHHUST KOMIETEHIMH CYMTAIOTCS C(HOPMUPOBAHHBIMU
COOTBETCTBYIOIMX UM PE3yJIbTATOB O0YUYEHHUS.

2. CTpyKTypa M coep:KaHue TUCHUILINHBI
2.1 Pacnpenesienne TPyA0EMKOCTH JUCHMILIMHBI 110 BUIaM padoT
OO6miast Tpya0EMKOCTh JTUCHHUILIMHBI COCTaBISIET 4 3a4eTHBIX €IUHUIL

ACIIPECACIICHUC 10 BUAAM pa60T IMMPEACTAaBJICHO B Ta6nnue

npu AOCTHUKCHUUN

(144 w4acoB), ux

Buns padot Bcero dopma oOydeHus
4acoB OYHO- OYHas
3a04Hast sa0uHAs
1 2 X X
ceMecTp ceMecTp ceMecTp ceMecTp
(gacsr) (gacsr) (gachl) (uachl)

KonTakTHas padoTa, B TOM 4HCJIe:
AyIuTOpHBIE 3aHATHS (BCEro0): 12,3 12 0,3
3aHATHS JICKIIMOHHOI'O THIIA 6 6 -
71a00paTOPHBIE 3aHATHS - - -
MIPAKTUYCCKHE 3aHATHS - - -
CEeMHMHAPCKHE 3aHSTHS 6 6 -
HNHasi KOHTaKTHas padoTa:
KoHTposs camocTosTenbHOM paboTh
(KCP) i i i
[TpomexyTounas arrecraims (MKP) 0,3 0,3
CamocTosiTeIbHasI padoTa, B TOM 123 9% 97
qucie:
Pedepar/acce (moaroToska) 4 4 4
CamocCTosTEeNIbHOE H3Yy4YeHHE pa3JielioB, 86 86 20
CaMOIIOITOTOBKA
[ToaroToBKa K TECTHPOBAHHIO 6 6 3
KontpoJsb: 8,7 - 8,7
[ToAroToBKa K 9K3aMeHY
O0mas qac. 144
TPYA0EMKOCTh B TOM YHCJIe

KOHTAKTHasA 12,3 12 0,3

padorta

3a4. ey 4

2.2 Copep:xanne TUCUMUIIIMHBI

Pacnpenenenue Bu10B yueOHON pabOTHI M UX TPYJOEMKOCTHU O pa3JieaM JAUCIUIITUHBIL.
Pa3zaesbl (TeMbl) qucturuinabl, n3y4aembie B 1 u 2cemectpe (1 kypee) (ounas hopma oOyqeHust)



KosmuectBo yacos
Ne HaunmeHoBaHue pa3nenos (Tem) AyauTopHas Bueaymuropras
Bcero pabota paboTa
JI 113 JIP CPC
1 Paznen.1 Ilonstue u 3HaUYEHHE JOKYMEHTALUOHHOTO m 2 2 i 40
" |obecrieyeHus yrpaBiIeHUsI IEPCOHAIOM
5 Paznmen 2. OCHOBBI TOKyMEHTAIIMOHHOTO O0eCTICUCHHS 47 5 5 i 43
YOPABJICHHS IEPCOHATIOM
3 Pazpen 3. Cucremaruzanust u XpaHeHHE JOKYMEHTOBKAIPOBOH m 5 5 i 40
CITYKOBI
HUTOI'O no pazderam oucyuniumvl 135 6 6 - 123
Kontpoinb camocrostensHoil pabotsl (KCP) 8,7 -
[Mpomexytounas arrecranus (MKP) 0,3 -
O01u1ast TpyI0EMKOCTb IO JTUCIUTUINHE 144 -

[Tpumeuanue: JI — nexmuwn, [13 — npakTuueckue 3ansaTus / cemuHapsl, JIP — nabopaTopHble 3aHsATHS,
CPC — camocTosTenbHas padoTa CTyJeHTa
2.3 Conep:xanue pa3iesioB (TeM) THCHUTITHHBI
2.3.1 3aHsATHA JeKINOHHOI0 THIIA

HaunmenoBanue ®opMa TEeKyIIEero
Neo Coxeprkanue pazaena
pasziena KOHTPOJIS
1 2 3 4
Paznen 1. IloHsaTHe W 3HAYEHHE JOKYMEHTANMOHHOTO O0ecNeYeHUsl yNPABJIEHUS] MEPCOHAIOM
Beenenwne B kypc Oomee MpeJICTaBIICHHE Kypca. Hasnauenne u |[Ipopabotka
cogepkanue  kypca. CBsa3p Kypca ¢ y4eOHBIMHU |yueOHOTO
JUCUMIUTMHAMHA.  3HA4Y€HWE  Kypca B ITIOATOTOBKE ((TeOPETHYECKOIO)
CICIMATIMCTOB TI0 YIPABICHHIO ITEPCOHAIOM MaTepHana
IlonsTue [ToHATHSA «TOKYMEHT», «TIOKYMEHTOO00POTY, [IpopaboTtka
JIOKYMEHTAIIMOHHOTO «JTOKyMEHTAIIMOHHOE 00CCIICYCHUE YIIPABICHUS. y4eOHOTO
obecrieueHus OcHoBHBIE TpeOOBaHMUS, MIPEABABISIEMBIE K 0()OPMIICHHUIO (TeopeTH4ECKoro)
YIPaBICHHS JIOKyMEHTAIINH, TIPeyCMOTpeHHBIe ['0Cy1apcTBEeHHOM Marepuaia
MIEPCOHATIOM. CHUCTEMOH TOKYMEHTAIIMOHHOTO 00ECIICUCHHUS YITPaBICHHS
TpeboBanus, I'OCT P 7.0.97-2016. ITopsinox 0OpaOOTKH U PErHCTpaiuu
MIPEIbsIBIIEMBIE K JIOKYMEHTOB, UX UHIIeKcaluu. Perucrpannonnsie GopMel 1
0 OpMIICHHIO ux 3amnosHeHue. KoHTposb HCIIOTHEHHS TOKYMEHTOB.
JIOKyMEHTOB OCHOBHBIE OTJIUYHS B TIOJTOTOBKE MPOCTHIX U CIIOKHBIX
MPHUKA30B. YUeT creuUKH paciopsiANTENILHOTO
JICHCTBHS TP COCTABJICHUH MPUKA30B TI0 TIPHUEMY,
MIEPEBO1Y, YBOJbHEHHIO PaOOTHUKOB. [Topsiok
BH3MPOBAHMUS MPUKA30B TI0 JINYHOMY COCTaBY, UX
pETHCTpAIINH.
CoctaB U BHIBI [TonsaTre u 3HaYCHHUE KAJPOBOW JOKYMECHTAIUH. [IpopaboTtka
KaJpoBoil nokyMeHTanuu | Knaccudukanus kaapoBoi nokyMmeHTaruu. OCHOBHBIC y4eOHOT0
BH/JIBI JIOKYMEHTOB KaJIpOBOU CITYObI, 0COOCHHOCTH HX (TeopeTnveckoro)
cocraBjieHus. HopmaTtueHO-TIpaBoBas 0asa, Matepuana
peraMeHTHpyoias pa3paboTKy KaJIpOBBIX TOKYMEHTOB.

Pa3znea 2. OcHOBBI JOKYMEHTAIIMOHHOIO o0ecrieyeHusl yNpaBJieHUs MepPCOHATIOM
TpeboBanus k IHTatHoe pacnucanue (cT. 57 Tpynosoro Konexca PO)— IIpopaboTka
COJIEPKAHMIO U ®opma mratHoro pacnmcanus (popma T-3) yrBepxaeHa yaeOHOTO
0 OPMIICHHIO nocraHosienreM ['ockomerara Pocenn ot 5 suBapst 2004 |(Teopernueckoro)
JIOKaJIbHBIX roga Nel. MaTepraia
HOPMATHBHBIX aKTOB I10 [IpaBuna BHYTpEHHETO TPYAOBOTO PACIIOPSIKA KaK
YIPaBIICHUIO JIOKaTHHBIA HOPMATUBHO-TIPABOBOH aKT,

IIEPCOHATIOM KOHKPETU3HUPYIOIIHMH MOPSIOK PETYIINPOBAHUS KITFOUEBBIX
BOITPOCOB COIMATILHO-TPY/IOBBIX OTHOIICHUN Ha
npennpuatud. OO MOpAI0K MOATOTOBKU TIOKYMEHTA B
cootBeTrcTBHH €O CT. 190 TK P®. OcobenHocTn
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oopmIIeHNs TIPaBHUII BHYTPEHHET O TPY0BOTO
pacnopsika, coJiep>kaHiue BOIPOCOB, KOTOPBIE OTPAXKAIOTCS
B IIpaBIJIaX BHYTPEHHETO TPYIOBOTO PACIOPSIIKA.
Oco6eHHOCTH 00pallieHHs C IEPCOHANBHBIMU JAHHBIMU
PabOTHUKOB B COOTBETCTBHH C MOJIOKeHNUAMHU T1aBbl 14 TK
P®. TpeboBanus k 00pabOTKe MEPCOHATBHBIX JaHHBIX
paboTHuKa. [IpaBuia nepenaun nadopmanmy,
cofeprKaIeii cBeieHus 0 paOOTHHUKE, TPETHUM JIHLIAM.
OTBETCTBEHHOCTH JOIDKHOCTHBIX JIHII, BAHOBHBIX B
HapyIICHUU HOPM, PETYJIUPYIONINX TOITy4YeHne, 00paboTKy
1 3aIUTy MIEPCOHANBHBIX JaHHBIX paboTHHKA. HCTPYKITHS
10 JOKYMEHTAITHOHHOMY OOECIICUCHHUIO YIIPABICHUS
nepcoHayioM npeanpusaTus. CTpykTypa u couepkaHne
pa3JeNioB IJaHHOTO JOKYMEHTA.

lNocymapcTBennas [TomHoMoOunst  TocymapcTBeHHOW — HWHcHekmmu  Tpyna.|I[Ipopabotka
HMHCHEKIUS Tpyda U IIpouexypa u mpaBuiIa MPOBEICHUS MPOBEPOK COOMIOAEHNS |yueOGHOTO
mpoueaypa nmpoBCaACHUA HeﬁCTBy}OIHeFO 3aKOHOAaTeJIbCTBA. BI/II[])I IIPOBEPOK. (TeopeTquCKoro)
MIPOBEPOK [Mopsimox oopMIIEHHUS] MEPOTIPUATHIA IO KOHTPOITIO. Marepuana
JIOKYMEHTAllu! CoctaB IOKyMEHTOB, TpeOyeMBIX OpraHaMH Ham30pa H
KaJIpoBO CITyKObI KOHTPOJISL TPH TpOBelleHHMH MpoBepok. OTBETCTBEHHOCTH
paboTtonarens 3a HapylIeHne JeMCTBYIOIIETO
3aKOHOJATENECTBA O TPYAE€ M HETPaMOTHOE OQopMIICHHE
KaJpoBO  JTOKyMEHTAalluM, Bo3jaraemMas  [pyJOBbIM
Kogekcom P® wu Komekcom 00 agMHUHUCTPaTUBHBIX
IIPaBOHAPYIIEHUIX
DopMHUpOBAHUE U JlnuHoe nenmo pabOTHMKAa Kak OCHOBHOW mokyMeHT|IIpopaboTka

BCACHUC IMYHBIX JICJI

NEPCOHAIIBHOTO y4yeTa, B KOTOPOM XpaHsITCs Hauboiee
MOJHBIC CBEACHUS O COTPYOHHKE U €ro CIy>KeOHOU
JIESATENbHOCTH.

CocTaB ¥ Mocie0BaTeNIbHOCTh JOKYMEHTOB JINYHOTO JAea.
OCOOEHHOCTH COCTaBJICHHS [OKYMEHTOB JIMYHOTO JIeia:
JIMYHOTO JIMCTKA MO Y4eTy KaJpoB, JOMOJHEHUS K JTUYHOMY
JHCTKY, aBToOuorpaduu u T.4. IlpaBuia BbAAYM JIMYHOTO
Jlella BO BpeMEHHOe NoJjb3oBaHue. [lopsok cocTaBieHUs
onucu JuuHoro neia. [lepenaya TuuHOro €na Ha apXUBHOE
xpaHeHue. CoCTaBICHNE 3aBEPUTEIBHON HAAMUCH JINYHOTO
Jiena

y4eOHOTO
(TeopeTnveckoro)
Marepuaia

JInunas xapTouka JIudHas kapTOYKa Kak OCHOBHOW JJOKYMEHT TepcoHanbHoro |[Ipopabotka
ydeTa pabOTHHKOB OpraHu3anuu. JJoKyMeHTHI, Ha y4ebHOro
OCHOBaHMH KOTOPBIX 3aIlOJIHAETCS JTUYHAS KapTOUKa. (TeopeTndeckoro)
[Topsinok KoaAUpPOBaHUA CBEACHUM B TUYHOM KapTOUKE. MaTepuana
3amonHeHue TMYHOM KapTouku. [lopsinok BHeceHUs
WCTIPaBIICHUN ¥ N3MEHEHHUH B INYHYIO KAPTOUKY PaOOTHHKA.

JloxymeHTHpOBaHUE JlokyMeHTHpOBaHHE TIpoliecca JBWXKEHUs KanapoB Ha|llpopabotka

MPOLIECCOB IBUXEHU MPEINpPUATAN KaK BakHeWIIas (QyHKIMs OTAena KaJapoB. y4eOHOT0

KaJpoB Buner  nBwkenust kanpo. CXxembl mpHeMa, [EPEBOJIA,|(TeopeTHYECKOro)
YBOJIbHEHUS PAaOOTHHKOB. Mateprana

Odopmnenne mpuema padoTHUKOB. CocTaB JOKYMEHTOB,
TpeOyeMbIX MpH IpHeMe Ha paboTy B COOTBETCTBHU C
TpynoseiM Konekcom PO.

[Topsiok 3aki0ueHust TPYAOBBIX JOTOBOPOB C MOCTOSTHHBIMU
U BPEMCHHBIMH Pa0OTHUKAMH.

OCOOEHHOCTH  COCTaBJIICHHS YHU(DHUIIUPOBAHHBIX  (QopM
NPUKa30B [0 JIMYHOMY COCTaBy, KacaroIIUXCsA IMpHeMa
(popma T-1, T-1a).

OdopmieHne mepeBona, MEPEeMEIICHUSI, KOMaHIHPOBAHHS
pabotaukoB. OcobeHHOCTH O(OPMIICHHS W OCHOBaHHS
pa3IMYHBIX BUJIOB IEepeBojia (MIEPEeBOI HA APYTYIO paboTy Ha

6




TOM K€ TpPEONPHUITHH; IEpeBo] Ha padoTy Ha JApyroe
NpEANpHUATHE; TEePEeBOA Ha paboTy B APYTYI0 MECTHOCTB).
OCOOCHHOCTH ~ COCTaBJIEHHS YHU(DUIMPOBAHHBIX  (OpM
NPUKa30B TI0 JIMYHOMY COCTaBy, KacaloIIUXCsl IIepeBOIa
(dbopma T-5, T-5a), komanauposanus (dhopmsr T-9, T-9a, T-
10, T-10a). Odopmnenue ortmycka. IlpaBuma u cpoku
MOATrOTOBKH Tpaduka oTmyckoB (hopma T-7). OcobenHocTn
COCTaBJICHHUS YHU(DHUIMPOBAHHBIX (OpM TPUKA30B IO
JHUYHOMY COCTaBY, Kacaroumuxcs ormycka (hopma T-6, T-6a).
Odopmienue  yBosbHeHUs  paboTHHKOB.  OCHOBaHHA
MpEeKpamieHus] TPYIOBOTO JOTOBOpPa B COOTBETCTBUH C
HOpMaMu TpPYJOBOTO TpaBa; MpaBwia OQGOPMIICHUS
NpEeKpaIeHusl TPYAOBOro joroBopa. OTBETCTBEHHOCTh
paboToaares 3a He3aKOHHOE YBOJIbHEHHE paOOTHHKOB.
OCOOEHHOCTH  COCTaBJICHUS YHU(DHUIIMPOBAHHBIX  (QOpPM
MPUKa30B 10 JIMYHOMY COCTaBY, KacalOIIUXCS YBOJbHEHHS
paboTaukoB ((hopmer Ne T-8, T-8a). ITopsmok perucrpanuu
MIPUKA30B I10 JINYHOMY COCTaBY

Benenue TpynoBbIx
KHIDKEK

ITonstue TpynoBoi KHIKKU. DopMa TPy LOBOH KHIKKH.
HopmaruBHO-MeTOnmdeckass  0a3a,  persIaMeHTHPYIOIIast
TOPSIOK  BEACHHS, 3allONHCHUS  TPYNOBBIX  KHIDKEK,
oOecrieueHust UMM paboTomaTesnel. 3anoiHeHne CBEACHUH 0
paboTHHKe. 3amojHEHHWE CBEJCHHN O paboTe. 3amoiHEHHE
CBCJICHHHA O HarpaXJaeHWH. 3alloJIHeHUE CBEIACHUH 00
YBOJIbHEHHM  (TIpeKpalleHHuH  TPYJOBOIO  JOTOBOPA).
OCOOEHHOCTH 3allONHEHHs CBEJCHMH 00 YBOJNBHEHHH H
npreMe Ha paboTy B CBSI3H C TIEPEBOJIOM pabOTHHUKA.
BHeceHue M3MEHEHUIl U TONMOIHEHUIN B TPYAOBYIO KHIDKKY.
HdyOnukatr TpynoBOH KHIDKKHA. Bblgaua TpyJoBOM KHHKKU
NPH  YBOJBHEHWW (MIPEKpAIICHWH TPYIOBOTO JIOTOBOPA).
Bxmansi B TpYJOBYIO KHIDKKY. YUET U XpaHEHHE TPYIOBBIX
KHIDKEK. JlokyMmeHTanust 1Mo yd4eTy OJaHKOB TpPYHOBBIX
KHIDKEK (IIPUXOJHO-PAcXoqHass KHHWTa MO YYeTy OJIAHKOB
TPYAOBBIX KHIDKCK M BKJIAABIIEH K HUM, KHHATA ydeTa
JIBIDKEHMS TPYJAOBBIX KHIDKEK M BKJIQIBIIIEH K HHUM).
OTBETCTBCHHOCTh 32 COONIONCHHE TOpAOKA BEICHHS
TPYIOBBIX KHIDKCK.

IIpopaboTka
y4eOHOTO
(TeopeTHyeckoro)
Mmarepuaia

Pa3znen 3.

CHCTeMaTl/I3aHl/Iﬂ H XpaHEHHE TOKYMEHTOB Ka}.’[pOBOﬁ CJ'IY)KG])I

Homenknatypa nen
KaJIPOBOH CITyKOBI

ITonsitTne HoMeHkyaTypbl Jen. llopsmok — cocraBieHHs
HOMEHKJIATYPHI JIeTT KaJJPOBOM CITY>KOBI.

IIpopaboTka
y4eOHOTO
(TeopeTndeckoro)
Mmarepuaia

®dopmupoBaHue e

TpeboBaHus, NPEABABISEMBIC K 3ar0JIOBKaM JIEN. DJIEMEHTBI
3aroJIOBKOB JICII.

[IpaBuna rpynmupoBKH JOKYMEHTOB B Jenia, OQOpMIICHHS
3aroJioBKOB Jien. [Ipu3Haku TPyNmUpOBKH TOKYMEHTOB B
Jena.

IIpopaboTka
y4ebHOTO
(TeopeTHYECcKOro)
Marepuaia

HOpS[Z[OK MOATrOTOBKHU

JOKYMEHTOB
ApXUBHOMY XPaHEHUIO

K

[Mopsimok MOATOTOBKM JOKYMEHTOB K apXHBHOMY XPaHCHHIO.
Knaccudukanuss HOKyMEHTOB 1O CpPOKaM XpaHEHWUS.
TpeboBaHus, HpexBSIBISEMBIE APXUBHBIMH CIIy>KOaMH K
JOKYMCHTaM, CcaaBa€MbIM B apXuB. OpFaHI/I3aHI/IH
MIPOBENICHHS SKCIIEPTU3BI IIEHHOCTH JJOKYMEHTOB.
YactuuHoe U mnonHoe odopmieHue aen.  [lopsiok
odopmiieHUs] OOJOXKEK JeN MOCTOSSHHOTO W BPEMEHHOTO
cpokoB xpaneHus. CocraBieHre 1 0QOpMIICHHIE OITUCEN JICI.
CocraBiieHHe 3aBEPUTEIBHON HAIICH JICIIA.
AJZIMUHHCTpaTHBHAsE ~ OTBETCTBEHHOCTh 3a  HapylleHHE
JICHCTBYIONIETO 3aKOHOIATENBCTBA [0 APXUBHOMY JETY.

[IpopaboTtka
yaeOHOTO
(TeopeTndeckoro)
Marepuaia
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2.3.2 3aHATHSA CEMHMHAPCKOT0 TUNA (MIPAKTHYECKHE / CEMUHAPCKHUE 3aHATHS)
OneHrBaHrEe MPAKTUYECKUX 3a/IaHUH BXOJUT B HAKOIUICHHYIO OIICHKY.

Ne HanmenoBanue TemaTuka NpaKTUYECKUX 3aHATHN ®opMa TeKyIIEero
B paszena (ceMuHapoB) KOHTPOJIS
1 2 3 4
1 |Pa3pen 1 TpeGoBaHus Kk 0()OpPMIEHIIO JOKYMEHTOB! IIpoBonutcs
IlonsiTue W 3HAYEHHE O030p HOPMAaTHUBHO-TIPaBOBOM 0a3bl JTOKYMEHTAIIMOHHOTO|popMe
AOKYMEHTALUOHHOT'O obecneuenus ynpasnenus. TOCT P 7.0.97-2016. MPaKTUYECKOTr 0
o0ecrieueHust [onsATHE pEKBU3UTA TOKYMEHTA, TPEOOBAHUS, TIPEIBSIBISCMBIC |3aHATHS,
ynpaBJieHus K 0(OPMIICHUIO PEKBU3UTOB M UX PACIIOJIOKECHHUIO Ha OJaHKe|[pelroiaracTt
NEePCOHATIOM JOKYMEHTA. aHaIu3
[Ipunanue NOKyMEHTY FOPUIUICCKON CHIIBI. CUTYaIIMOHHBIX
CuryannonHoe  3amanne «OmmbOku B 0(OpPMIICHWH |3aJaHUN.
IOKYMEHTOB
2 CocTaB 1 BUABI KaJIPOBOii TOKYMEHTANH
OCHOBHBIC KJIaCCU(PHUKAIUY KaIPOBIX TOKYMECHTOB.
[lpuka3pl 1O  JMYHOMY  COCTaBY  Kak  OCHOBHO
paCTIOpSANTENBHBI JOKYMEHT, COCTAaBIIIEMEBI B IIpoIecce
JOKYMEHTHPOBAHHS GbyHKIUI KaJIpOBOI CITy>KOBI.
CuTyalMOHHOE 33/JaHue «AHATU3 KaJIPOBOH TOKYMEHTAIIUH 10
(YHKIUSM yTIPaBIICHUS TIEPCOHATIOM
3 |Pazmen Il TpeGoBanusi K coep:KaHUIO H 0(OPMIIEHHIO [poBoauTest
OcHOBBI JIOKAJILHBIX HOPMATHBHBIX AKTOB 10 YIPABJIEHUIO popme
AOKYMEHTALIOHHOI0 nepcoHanoM. CuryaroHHoe 3aaanue «OMmuOKH B IITATHOM | IPAaKTHYECKOTO
o0ecnieyeHust pacrucaHum» 3aHATHSA,
ynpaBJieHUst CuTyalnoHHOE 3aIaHie KA YINUT MPaBHI BHYTPEHHETO TperonaraeT
MEePCOHATIOM TPYIOBOTO pactopsinka» CHTyallHOHHOE 3aJaHue aHan3
«[lonoxxenne 00 006pabOTKe MEPCOHATBHBIX TAHHBIX. CUTYallMOHHBIX
Kakum emy ObITH?» 3aJaHUH.
Pa3paboTka JOKyMEHTOB, KacaloIINXCs 3aIUTHI
MEPCOHABHBIX TAHHBIX COTPYAHUKOB OpTaHU3aINN
4 ®dopmupoBanne u BegeHne JHYHBIX Aea. CoCTaBIcHUE
JOKYMEHTOB JIMYHOTO JIENIa COTPYIHUKA IO OCHOBHBIM
3TarnaM paboThI IepcoHaa (prUeM, epeBol, YBOJIbHEHNUE,
atrectauus U T.1.). CocTaBlieHle BHYTPEHHEN OMUCH
JOKYMEHTOB JIMIHOTO JIEJIA.
CocTapneHne 3aBepUTEIbHON HAITHICH.
[ToaroroBka TMYHOrO Aena Ui Iepeladyd Ha apXUBHOE
XpaHeHue.
5 JInynas kapTouka.
CocrapiieHHe JINYHON KapTOUYKH PaOOTHHKA.
BHeceHnne n3MeHEHUH U UCIIPaBICHUH B JIMYHYIO KAPTOUKY.
KaproTeka TUYHBIX KapTOUYCK: MMPABHIa BEICHMS.
6 JoxyMeHTHPOBaHHE NMPOIECCOB IBUKEHUS KATPOB.

[TomaroBas mpornenypa oGoOpMIICHHS OCHOBHBIX KaJPOBBIX
npouenyp (mpueM, IepeBoI, MepeMeIleHne, MTPEI0CTaBIeHHE
OTITyCKa, KOMaHAWPOBaHUE, YBOJIbHEHUE).

OCOOEHHOCTH MOJITOTOBKY MPUKA30B [0 TUYHOMY COCTaBY.
CuryalmoHHbIE 3a/1aHus «AHAJIU3 TPYJOBOTO JOTOBOPa»,
«[Ipuem Ha paboTy», KAyIUT YBOJBHEHUII»

Benenue u XpaHeHMe TPYIOBBIX KHMKEK. 3allOJHEHHE
TUTYJIBHOTI'O JINCTA TPYAOBOM KHUKKU.
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3anonHenue pasnena «CBeneHuss o pabore». 3aroHEHUE
paznena «CBelleHUs 0 HATPaXICHUSIX .
Buecenne n3meHeHM 1 JOTIOTHEHUH B TPYIOBYIO KHUXKKY .

[lomHoe m dYacTHyHOE OPOPMIICHUE NETI.
[IpoBeneHue sKCEPTU3BI IEHHOCTH JOKYMEHTOB.

8 HomenknaTypa aen kaapoBoii ciay:xObl. Ilonsrue
HOMEHKNIATypbl Jen. CocTaBlleHHMEe HOMEHKIIATYpPhl Jell
KaJIpOBOil CITyKOBI.

9 |Pazpen |11 ®opmupoBaHHe ael. ITpoBoauTcs B
Cucremarusanms u TpeboBanust, npeabsaBIsieMble K HOPMUPOBAHHUIO dopwme
XpaHeHHe TOKYMEHTOB | 1en KaJpoBoi ciyx0bl. DopMUPOBaHUE 3ar0JIOBKOB MPaKTUYECKOrO
KaJpOBOii cJIyKObI Jelt. 3aHATHS,

HPEIoNaraeT

10 Ilopanok MNOATOTOBKM JOKYMEHTOB K apXMBHOMY |agajus

XPaHEHHIO. CUTYaIlMOHHBIX
IloaroroBka HOKYMEHTOB K apXMBHOMY XpaHEHHIO. 3aaHuiA.

[Ipy u3yueHUW AMCUUIUIMHBI MOTYT MPUMEHSTCS JJIEKTPOHHOE OOyueHHUe, JAUCTAHIIMOHHBIE
obpasoBarenbHble TexHoJoruu B cooTBeTcTBUM ¢ DI'OC BO.

2.3.3 KypcoBbie padoThI

— He NPeayCMOTPEeHbI.

2.4 IlepeueHb y4yeOHO-METOAMYECKOr0 oOecleyeHUs ISl CAMOCTOSITEJIbHOW PadoThI
00y4YAIIUXCH 10 JUCHHUILINHE (MOYJII0)

IepedyeHs yueOHO-METOAMIECKOTO OOECIICUeHHUS TUCIIUILIHHEI IO BBHITIOTHEHUIO
Ne Bun CPC CaMOCTOSATEIFHON pabOTHI
1 |I[IpopaboTka TeOpETUIECKOTO
MaTepHaia (MoAroToBKa K
POOJIEMHBIM CEMHHAPaM) Metoauueckie peKOMEHJAIMKM JJIsl  CTYJIEHTOB HAmpaBieHHsl YMpaBICHHUE
2 |BbInojiHEHVME WHIMBUAYAIbHBIX [IEPCOHATIOM IO BBIMOJIHEHHIO MHCbMEHHBIX PabOT, CaMOCTOSATEIbHOW pPabOTBhI,
3a/1aHui (MTOATOTOBKA yTBEpXKJeHHbIE KadeApoll ympaBlIeHHS TMEPCOHAJIOM |  OpPTaHU3AI[MOHHOMN
COOOIICHNH, TIPE3CHTAINH) TICUXOJIOTHEN
3 |[loaroroBka K TeKyLieMy
KOHTPOJIIO

Y4yebHO-MeTOANYECKUE MaTepuaibl JJII CaMOCTOSITEIbHOW pabOThl OOYyYaroIIUXCsl W3 YHUCiIa
MHBAJIUOB U JIUL C OTPaHUYEHHBIMU BO3MOKHOCTSAMH 3710poBbst (OB3) npenocTapistoTcs B popmax,
Q/IaTITUPOBAHHBIX K OTPAaHUYEHUSIM HX 3I0POBBS U BOCTIPHATHS HHPOPMALIUH:

Jiis U1 ¢ HapyIICHUSIMU 3PEHUS:

— B ieyaTHOM (popme yBeTMUEHHBIM HIPUPTOM,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA,

— B ¢popMe ayauodaiina,

— B re4atHoi (opme Ha s3bike bpaits.
JInst an ¢ HapyIIEHUAMH CITyXa:

— B I1e4aTHoi (opme,

— B (hopMe 3IIEKTPOHHOI' O IOKYMEHTA.
JUist Tu1 ¢ HapyIIEHUSIMH OTIOPHO-/IBUTATEIBHOTO amnmapaTta:

— B TIe4aTHOU (opme,

— B (hopMe 2IEKTPOHHOTO TIOKYMEHTA,

— B ¢popMme ayauodaiina.

JlaHHBI TIepedYeHb MOXKET OBITh KOHKPETH3HUPOBAaH B 3aBUCHMOCTH OT KOHTHHIEHTa
oOydJaronuxcs.
3. O0pa3oBaTejibHBbIC TEXHOJIOTHH, IPUMEHsIEMbIe IPH OCBOCHUM JMCIUILIHHBI (MOAYJIsT)




B xoz1e u3y4eHus: IUCIUIINHBI TPEeyCMOTPEHO UCIIOIB30BaHUE CIEIYIOINX 00pa30BaTeIbHBIX
TEXHOJIOTUH: JIEKIMH, MPAKTUYECKHE 3aHATHUA, MpoOJieMHOe OOydeHHue, MOAYJIbHas TEXHOJIOIus,
MOJrOTOBKA MUCHbMEHHBIX aHAIUTUYECKUX paboT, caMocTosITeNIbHast paboTa CTYACHTOB.

KoMmneTeHTHOCTHBIM OAXO0A B paMKax MPernojaBaHUs TUCHMIIMHBI peaJu3yercss B
MCIIOJIb30BaHUU MHTEPAKTUBHBIX TEXHOJIOIHI U aKTUBHBIX METOJI0B (IIPOEKTHBIX METOAMK, MO3TOBOTO
HITypMa, pa300pa KOHKPETHBIX CUTyalui, aHajJW3a MeJarorMyeckux 3aaad, IeAaroruyeckoro
HKCIIEPUMEHTA, MHBIX ()OPM) B COUETAHUH C BHEAYAUTOPHOU pabOTOM.

WNHdopmanvoHHbIE TEXHOIOIUH, IPUMEHSEMbIE MPU U3yYEHUM JUCLMILIMHBI: UCIOJIb30BaHUE
UH(POPMALIMOHHBIX PECYpPCOB, JOCTYHNHBIX B HH(POPMALMOHHO-TEIEKOMMYHUKAIIMOHHOW CETH
Nurtepner.

AnantuBHbIe 00pa30BaTeNbHBIC TEXHOJIOTHH, IPUMEHIEMbIC TPU N3YUYEHUH TUCIMITIMHBI — JUIs
JUIl C OTPAHUYEHHBIMHU BO3MOXKHOCTSMH 3/10pOBBSI IIPEyCMOTPEHA OpPraHu3alysl KOHCYJIbTALUi C
MCII0JIb30BAaHUEM 3JIEKTPOHHOM MOYTHI.

4. OueHoYHbIEe CPeACTBA /UIA TeKYyIIero KOHTPOJISI YCIeBAeMOCTH W INPOMEKYTOYHOM
aTrecTauuu

O1eHOUHBIE CpeICTBA MPEAHA3HAYCHBI U1 KOHTPOJIS U OLIEHKH 00pa30BaTEIbHBIX JOCTHKEHHUH
0o0y4Jaromuxcsi, OCBOMBIIMX MporpaMMy YyuyeOHOW aucuuiinHbel «HopMaTuBHO-IpaBOBOE U
JIOKYMEHTAllMOHHOE 00ECIIeUEeHUE TPYIOBbIX OTHOILIEHU.

OneHouyHbIE CpelCTBAa BKIIOYAET KOHTPOJIbHBIE MaTepHalibl [AJsi MPOBEACHHUS TeKYyUIero
KOHTpPOJIA B (OpMe TECTOBBIX 3aJaHUM, JOKJIaJa-Ipe3eHTalUd [0 IPOOJIEMHBIM BOMIPOCAM,
Pa3HOYPOBHEBBIX 3a/IaHUH, CUTYalIMOHHBIX 33/1a4 U MPOMEKYTOYHOM aTTecTanuu B opMe BOMPOCOB
K DK3aMEHY.

CTpyKTYypa OLICHOYHBIX CPEACTB AJIsl TEKYIIel U MPOMEKYTOUHOM aTTeCTANNU
HanMeHOBaHHE OLICHOYHOTO CpPECTBA
Ne | Kom u HanMeHOBaHHE —
Pe3ynbraTel 00ydeHUs Texkymuit IIpomexyTounas
/Tl | MTHOUKATOpa
KOHTPOJIb aTTecTanys
Braneer ormensHBIME  3HaHWSAMH B | Bompockr s Bompoc Ha
obmact  3akoHOoAarenbctBa P® o | ycTtHOrO JK3aMEHE
HEPCOHAIBHBIX JIaHHBIX, OCHOBBI | (IIMCBMEHHOTO) 1-5
1 TPYLOBOT'O apXUBHOIO, | OIIpOca IO TeME
MK-1.UIK - 1. by ’ P > | omp :
a/IMUHUCTPATUBHOTO, MHUTPALMOHHOTO, | pa3aeiy
3HATb OCHOBBI
HaJIOTOBOTO 3aKOHOJATEIbCTBA,
3aKoHoAaTe1bcTBa PD 0
3akoHozaTesbeTBa B chepe OT
TEPCOHAJIBLHBIX JaHHBIX,
B nenom, Bnageer 3HaHUAME B obnacTu | Pemenue Bompoc Ha
OCHOBBI TPY/J10BOTO,
ADXHBHOLO 3aKOHOJaTeNbCTBa PD 0 mepcoHanbHBIX | CHTYallMOHHBIX M | 9K3aMeHe
p i JTAaHHBIX, OCHOBBI TPYJIOBOTO, apXUBHOTO, | MPaKTHYECKUX 6-10
2 aIMHUHUCTPATHBHOIO ,
aJIMUHHCTPATUBHOTO, MHTPALMOHHOTO, | 33/a4 IO IJIaHy
MHIPAIlMOHHOTO ,
HaJIOrOBOT'O 3aKOHOJIATENNbCTBA, | MPOOJIEMHOTO
HAJIOTOBOTO
3aKoHOJIaTeNnbCTBa B chepe OT ceMHHapa
3aKOHO/aTeJILCTBA,
YBepeHHO BiazaeeT 3HaHUSAMH B obnact | [Toaroroska Bompoc Ha
3aKOHOJaTeJdbCTBA B o
cdepe OT 3aKOHOJATENHCTBA PD 0 MepCOHANBHBIX | COOOIICHMI O 3K3aMeHEe
3 ' JIAaHHBIX, OCHOBBI TPYI0BOI'0, ApXUBHOI'O, | IJIAHY 11-15
aJIMUHUCTPATUBHOTO, MHUTPALMOHHOTO, | MPOOJIEMHOTO
HaJIOTOBOTO 3aKOHOJIATENbCTBA, | CEMHHApa
3aKOHOJIaTeNhCTBA B chepe OT
Bompocsr st Bompoc Ha
Obnamaer 3HaHMAMH B 00JacTu p P
eaTM3alii CUCTEMBl CTPAaTETHUECKOTO yerHoro JK3AMEHE
4 | NK-2.UIIK - 1. p (TMCBMEHHOT0) 16-20
u OIIePaAIIOHHOTO yIpaBJIeHUS
Cnocoben omnpoca 1o TeMe,
HEePCOHANIOM
PealM30BBIBATH CHCTEMY pasgeny
CTPaTern4ecKoro U Pemenue Bonpoc Ha
ONepanoOHHOrO0 B 1menom, c moMONIpIO 3KCIEPTOB | CHTYAllMOHHBIX M | SK3aMeHe
5 | ympasenns CHOCOOEH  peann3OBBIBATH  CHUCTEMY | HPaKTHYECKUX 21-25
NMepCoOHAIOM CTPaTEernieckoro ¥  OINEPAIOHHOTO | 33714 IO IIaHy
YIpaBICHUS IEPCOHATIOM IPOOIEMHOTO
ceMHHapa
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ITonroroska Bomnpoc Ha
Criocoben CaMOCTOSITENIEHO .
coobmeHn mo JK3aMeHe
peann3oBBIBATH CHCTEMY
IUTaHy 26-30
CTPATeTHYECKOTO M ONEPAIMOHHOTO
po0IEeMHOTO
YIpaBJICHUs [IEPCOHATIOM
ceMHHapa
3Haer OTJETIbHBIE JIOKyMeHTBbI, | Borpocsr st Bompoc Ha
HEOOXOAUMBIE JUIS  CONPOBOXJIEHHS | YCTHOTO 9K3aMeHe
MPOLIECCOB MO YIPABJICHUIO IEPCOHAIOM | (ITMCEMEHHOTIO) 31-35
NK-3.UIIK - 1 B COOTBETCTBUM C TpeOOBaHUSAMHU | OIpoOca I10 TEME,
Ymerb o0ecneuynBaThL | 3aKOHOJATEIbCTBA paszzeny
AOKYMEeHTAHOHHOE Pemenne Bomnpoc Ha 3auere
B menmom, ymeer oOecmeuynBaTth
CONPOBOKIEHHE CHUTYaIlMOHHBIX X | 3K3aMEHE
JOKyMEHTAI[MOHHOE  COIPOBOKACHHE
MpoLEeCcCOB no MIPAKTUIECKUX 36-40
MPOLIECCOB MO YIPABICHUIO IEPCOHATIOM
yHnpaBJeHHI0 3a7ad 10 IJIaHy
B COOTBETCTBUHM C  TpeOOBaHUSIMHU
MepCcoHAIOM pOoOIEMHOTO
3aKOHO/ATEIbCTBA
COOTBETCTBHH c ceMHHapa
TpeOOBaAHUSIMHU VYMeer camocrosTensbHo obecneunBarh | [logroroska Bormpoc Ha
3aKOHO/JaTeJbCTBA JIOKyMEHTAI[MOHHOE  COIPOBOXKJACHHE | COOOIEHHUH MO 9K3aMEHe
MIPOIIECCOB MO YIPABJICHUIO IEPCOHAJIOM | IJIaHY 41-45
B COOTBETCTBUM C TpeOOBAaHUSIMHU | MPOOIEMHOTO
3aKOHO/IaTeJIbCTBA ceMHHapa

HOK333TCJII/I, KPUTEPHUHA M IIIKAJA OCHKHU C(l)OpMI/IpOBaHHI)IX KOMIIeTeHI Uil

CooTBeTCTBUE YPOBHEH OCBOCHHS KOMIIETEHIIMH [UIAHUPYEMBIM Pe3yJibTaTaM O0y4eHHS 1
KpUTEPUSIM UX OLCHUBAHUS

Kox n HanmeHnoBaHue

WHJUKaTopa

IOPOTOBBIN 6a30BbIif IPOJBUHYTHII
OreHka
VY 10BIIETBOPUTEIIBHO Xopowo OT1nu4HO

IIK-1. CIIOCOBEH PA3PABATBIBATb CUCTEMY CTPATEI'HYECKOI'O 1 OIIEPAIIMOHHOT'O
YIPABJIEHUS TEPCOHAJIOM

IIK-1.1UIIK - 1. Bnaneer oTAelbHBIMU | B IIEJIOM, BIIaZICeT | YBEPEHHO BIAJEET 3HAHUSAMU B
3HaTh OCHOBBI | 3HaHUSIMM B 00JIaCTH | 3HaHUWSAMH B oOJlacTH | oOjlacTH 3aKoHozarelbcTBa PD o
3akoHoaatenbcTBa P® | 3akoHomarensctBa P® o | 3akoHo;arenbcTBa PO 0 | mepcoHalbHBIX AAHHBIX, OCHOBBI
0 NMEPCOHAJBHBIX | TICPCOHANBHBIX  JAaHHBIX, | IEPCOHANBHBIX JAaHHBIX, | TPYAOBOTO, ApXHUBHOTO,
JAHHBIX, OCHOBBI | OCHOBBEI TPYIOBOTO, | OCHOBBI TPYIOBOTO, | aAMUHUCTPATUBHOTO,
TPYAOBOI0, apXHBHOI0, | aPXUBHOTO, ApPXUBHOTO, MUTPAIHOHHOTO, HaJIOTOBOI'O
aJIMUHUCTPATHBHOIO , | QJIMUHUCTPATUBHOTO, aJIMUHUCTPATUBHOTO, 3aKOHOIATeIhCTBA,
MHUTPALHOHHOTO , | MUTpaIMOHHOTO, MUTPAIMOHHOTO, 3aKoHOaTeabCTBa B chepe OT
HAJIOTOBOI'0 HAaJIOTOBOI'0 HAaJIOrOBOI'O

3aKO0HOJATEIbCTBA, 3aKOHOJATEILCTBA, 3aKOHO/IaTeJILCTBA,

3aKO0HOAATeJIbCTBA B | 3aKOHOJATEIILCTBA B Chepe | 3aKOHOAATEIILCTBA B

cepe OT oT ctepe OT

IIK-2. CIIOCOBEH PEAJIM30OBBIBATb CUCTEMY CTPATEIMYECKOI'O 1 OHEPAIMOHHOI'O
YIPABJIEHUUSA TIEPCOHAJIOM

MNK-2.1IIK - 1. O6namaer 3HaHusMu B | B menom, ¢ momomipio | CiocoOeH CaMOCTOSITEIIBHO
Cnocoben obiacti peanu3anyy | SKCIEePTOB croco0eH | pearn30BHIBATh cucTeMy
peaiu3oBbIBATH CHUCTEMBI CTPATErMYECKOTO | PEaIM30BLIBATh CHCTEMY | CTPAaTErHYECKOTO "
CUCTEMY u OTIEPAITMOHHOTO | CTPATETHYECKOTO 1 | ONepaloHHOTO YIpaBIeHUS
CTpaTernyeckoro U | yIpaBleHUs TIEPCOHATIOM OTIEPaITMOHHOTO MIEPCOHAIOM

ONepaluoOHHOT0 YIIPaBIICHUS TIEPCOHAIOM

ynpaBJieHust

NEePCOHAJIOM

MIK-3. CIHOCOBEH AJMHUHHUCTPUPOBATH TIIPOHECCbBI U AOKYMEHTOOBOPOT IIO
CTPATEI'’HYECKOMY U OINIEPAIIMOHHOMY YINIPABJIEHUIO NTEPCOHAJIOM

NNK-3.1IIK - 1 3HaeT otnensHble | B 1eJIoM, yMmeeT | Ymeer CaMOCTOSITEIILHO
YMerh 00ecmeduBATH | JOKYMCHTBI, HEOOXOAMMEIE | 00eCIIeYnBaTh oOecrieunBaTh
JOKYMEHTALHOHHOE TSt COMPOBOXKJCHUS | JOKYMEHTAIlHOHHOE JIOKyMEHTallMOHHOE
CONMpPOBOKAEeHHE MPOLIECCOB M0 | COMpPOBOXKJIECHUE CONPOBOXKICHUE TMPOLIECCOB IO
NMpoueccoB MO | YIPaBJICHUIO TIEPCOHAJIOM | TPOIECCOB M0 | YIPaBJICHHIO  TIEPCOHAIIOM B
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ynpaBJIeHHI0 B COOTBETCTBUH ¢ | ynpaBneHuto COOTBETCTBMU C TpPeOOBaHHUSIMHU
NEePCOHAJIOM B | TpeOOBaHUSIMU MepCOHATIOM B | 3aKOHO/JATENILCTBA
COOTBETCTBUH ¢ | 3aKOHOIATENBLCTBA COOTBETCTBUH c

TpeGOBaAHUAMHU TpeOOBaHUSIMHU

3aKOHOJATEJILCTBA 3aKOHOIATENILCTBA

TunoBble KOHTPOJIbHBbIE 33JaHUS WJIM MHbIe MaTepUAaJibl, HEO0XOAUMBbIE JJ OLEHKHU
3HAHUH, yYMeHHiIi, HABBIKOB M (WJIM) ONBITA [eSiTeIbHOCTH, XAPAKTEPHU3YIOIIMX 3TalbI
(popMupoBaHus KoMIIeTEHIIMI B IIpolecce 0CBOEHHUS 00pa30BaTeILHON MPOrPaMMbl

4.1.1. Bomnpocsl no NpodJIeMHbIM CEeMUHApPaM

1.  Cnyx06a 1OKyMEHTAIIMOHHOTO O0CCIICUCHUS YIIPABICHHUS, IS, 3a7a4, (YHKIIUH.
2. Tpwu ¢hopmbl OpraHu3anuy JeIONPOU3BOACTBA.
3. Bxopsmme JOKYMEHTHI, MPOIECCE IBIKCHUSL.
4.  Hcxopnsimue TOKYMEHTBI, TPOIecce IBUKCHUS.
5 Perucrpanus u nHIEKCAIMS JOKYMEHTOB, OTIPE/ICICHUE, TPUHITUIIBI BBITOITHCHHS,
byHKIIH.
6. HowmeHnkiarypa jien, onpeaesieHue, BUIbI, TOPSIOK COCTaBICHUS, (VYHKITUH.
7.  ®opmupoBaHHUE JieN, IPEAHA3HAYCHUE, dTAIIbI.
8.  OpraHu3zaiyoHHO — PABOBas JIOKYMEHTAIIHsI, ONIPEIeIICHIE, TIPEIHa3HAYCHHUE.
9.  PacnopsauTenbHbIC TOKYMEHTBI, ONIpE/IeIICHHE, TIPeIHa3HaYCHHUE.
10. HWudopmanroHHO - CIPaBOYHBIE JOKYMEHTHI ONPEICICHUE, TPeTHA3HAUCHHE.
11. VYcras, npenHasHadyeHue, CTPYKTypa, TpeOOBaHUS K OPOPMIICHHIO.
12 [TonoxeHue 0 CTPYKTYPHOM TOJIpa3IeIICHUH, IPEHa3HAYCHHE, CTPYKTYpa, TPeOOBaHUS K
OPMJICHHUIO.
13.  JlomkHOCTHAsI MHCTPYKIIMS, PEHA3HAYCHUE, CTPYKTYpa, TpeOOBaHUS K 0POPMIICHHIO.
14. IlltatHoe pacnucanue, NpeIHa3HAYCHUE, CTPYKTYpa, TPEOOBaHUS K O(OPMIICHHIO.
15. TIporenypa u3maHus mpukasa.
16. TlIpouemypa co3aaHus MpOTOKOJA.
17.  oxmamHas 3amucka, omnpezieneHue, MopsI0K COCTaBICHHS, TPEOOBAHUS K O(OPMIICHHUIO.
18. CayxebHas 3anucka onpejeleHne, IOPSI0K COCTABICHHUS, TPeOOBaHUSA K 0()OPMIIEHHIO.
19, OOBbscHUTEIbHAS 3aMKCKa ONPE/IeNIeHNe, MTOPSI0K COCTaBICHHs, TPEOOBaHUS K
0 OpMIICHHUIO.
20. PexoMenaaTensHOE MUCHMO OIpeieTIeHHe, TOPSAIOK COCTaBICHHs, TpeOOBaHUS K
opMiteHHI0. YHUpUKAIHUSI GOpM JTOKYMEHTOB, CYIIIHOCTD, (YHKIIUH, TPUHITAI TPOBEACHUS
21, (Tabens hopm, Aapb0M hopm).

22. AKT ¥ cripaBKa IpeHa3HauY€eHHe, COCTaBIICHHE, PEKBU3HTHL
23. Anroput™ mpuema Ha paboTy.

24. Anroput™m IepeBoja Ha APYTryro padory.

25.  AJNTOpUTM YBOJBHEHHS COTPYIHHUKA.

26. AJNTOpUTM TIPEIOCTABJIECHHS OTITYCKA.

27. Jluynas kaprouka T-2, HOPSAIOK 3al0JIHEHUS.

o8 TpynoBoii moroBop, CTpyKTypa, MpeiHa3HauYeHNe, 0COOCHHOCTH COCTABIICHUS U
" IOAMNHCAHUA.

29. Bezenwue TpyI0BOM KHIKKH: OOIINE MOTOKCHUSL.
30. Bxuajsiin u LyOauKaT B TPYAOBYIO KHUKKY, YCIIOBHUSI BBIIAUH, AITOPUTM 3arOTHCHHUSL.

31. JIoBepeHHOCTD Ha MOJyYEHHE MAaTEPHATBHBIX IIEHHOCTEH.
30 OdopmiteHre JINIHOTO JIeNIa COTPYAHUKA.

33. TlopsmoK XpaHEHHUs JOKYMEHTOB U Mepe/iavn B apXUB.
34. JlokyMeHTAIus M0 MOOIIPEHHUI0 PAOOTHUKOB M AUCHUILIMHAPHBIM B3BICKAHUSIM.
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Ilepeuenv uacmu KomnemeHyull, NPoGepsEMbIX OUYEHOUHbIM CPEOCTNBOM.:

[MK-3.1UIIK- 1 YmeTh obecnieunBaTh HOKYMEHTAIIMOHHOE COMPOBOXKIEHUE MPOIIECCOB TI0
VIPaBJICHUIO MEPCOHAIOM B COOTBETCTBUU C TpeOoBaHUsAMH 3akoHomarenbcTBa I[1K-3.MJ1- 1
YMeTp oOecrneunBaTh JOKYMEHTAllMOHHOE COIIPOBOXJEHUE IIPOLECCOB 110 YIPABICHUIO

HIEPCOHAIOM B COOTBETCTBUU c TpeOOBaHUAMU 3aKOHOJIaTEIbCTBA

4.1.2 Coo01ieHHUs1 COTJIACHO IUIAHY MPOOJIEeMHOr0 ceMHHApa

1. Cozmaiite WORD - nokyment ¢opmarta A-4 corsacHo mnpaBuiiaM odopmieHuUs
KOHCTPYKIIMOHHOM CETKH C PA3IMYHBIMU PEKBH3UTAMHU.

2. CornacHo mpaBujaM IOCTPOCHHMsI TEKCTa PACHOPSAUTENBHOTO JTOKYMEHTa
NPUBEIUTEIIPUMED TEKCTa JOKYMEHTa (HareyaraiiTe TeKCT Ha JiucTte opmara A4).

3. Yem orimyaercs oopMiIeHHE MpHUKa3a IO JIMYHOMY cocTaBy? B paziauuHbIx

UCTOYHUKAX HaWauTe oOpasel MmpuKasa 1o JIMYHOMY COCTaBy (pacmedaTaTh Ha JMcTe Gopmara
A4).

4. Hcnonw3ys matepuan u3 [Ipunoxenus 1 «PexkoMeHaanum 1no ucrnoinb30BaHUIO IPU
HalMCaHUM JIOKyMEHTOB OT/EJNbHBIX Hamboyiee 4acTo YHOTPEOJIIEMBIX CIIOB M YCTOWYMBBIX
COYETaHUI» COCTaBbTE 3 pa3IMUYHBIX JOKyMEHTa (IHCBbMO, IpUKa3, akT U ap.). Odopmurs Ha
aucrtax Qopmara A4, pyuykoll MIM MapKepoM OTMETUTh HUCIOJb3yEeMble CJOBAa WM
CJIOBOCOYETAHHUS, MOJNKICATh K KaKOMY OJOKY pPEKOMEHIAIMi OTHOCHTCS (HAIpHMEp, 0Ka3amb
NOMOWb - YCTOMUUBBII 000POT peun).

Hepequb yacmu KOMI’IGI’I’Z@HL!MZJ, npoeepsiemovlx OYeHOUYHbIM cpe()cmeom:
[IK-1.MUIIK- 1. 3nath ocHOBHI 3aKoHOAaTeNbCcTBA PD 0 mepcoHanbHBIX JaHHBIX, OCHOBBI
TPYJOBOT0, ApPXUBHOT0, aIMUHUCTPATUBHOTO , MUTPALIMOHHOTO , HAJIOTOBOTO 3aKOHO1aTENIbCTBA,
3akoHosaTenbCcTBa B cepe OT
[MK-2.1IIK- 1. CrnocobeH peann30BbIBaTh CUCTEMY CTPATETHUYECKOr0 M ONEPaliOHHOTO
yIpaBJI€HUS IEPCOHAIOM
[TK-3.UIIK- 1 Ymeth oOecnieunBaTh JOKYMEHTAIIHOHHOE COMPOBOXKACHHUE MPOIECCOB MO
YIPaBIEHUIO IEPCOHAIOM B COOTBETCTBUHU C TPEOOBAHUSIMU 3aKOHOATEIbCTBA
4.1.3 Pemienne cuTyalimoOHHBIX 3224 10 IJIAHY IPO0JEMHOr0 CeMHHApa
1. CocrtaBpTe ¥ O(OpMHUTE NIpPHUKA3bl IO OCHOBHOM JEATEIbHOCTH, B CiIydae
HE00X0IMMOCTHA00aBbTE HEJOCTAIOIIYIO HH(POPMALUIO:

C uenbro IpUBIEYEHUS CIIOHCOPOB JUIsl 0OecTieueHus] IPOM3BOACTBEHHOMN /1€ATEIbHOCTH
redepanbHblil qupexktop OOO «Montep» (r. ExarepunOypr) O. I'. CokonoB 20 ceHTS0ps
TEKYILEro roja M3Jajl INPHUKa3 O CO3JaHMU KOMMEPUYECKOrO OTAENA CO CIEAYIOIUM IITaTHBIM
COCTaBOM: KOMMEPUECKUH AUpeKTop — 1 mT. ex., Beaynuii cnenuanuct — 1 mT. efl., CienuaincT

- 1 wrT. en.

I'maBHOMY Oyxrantepy npeanpustus I'. A. T'opsiueBy ObIJIO MOPYUYEHO BHECTH U3MEHEHUS
B ILITATHOE paclucaHue MpeapusaTHs Ha 4-i1 KBapTal TEKYILEro rojia U BHIHECTH Ha YTBEPKACHUE
HOBBII JOKyMeHT K 1 okTsa0psi. HauanbHuky otnena kxaapos T. H. WrnatheBy npenmnucano
YKOMITJIEKTOBAHHUE OT/IENIa KaIpaMH € BBICIIAM 3KOHOMHUYECKHM o0pa3oBaHueM K 10 okTsOpsi.

OTBETCTBEHHOCTb 32 UCIIOJIHEHHE NPHKa3a AUPEKTOP OCTABUI 3a cCOOOU. J[aHHBINH MPOEKT
MpUKa3a COCTABIISI CEKpETaph reHepainbHoro aupekropa M. M. Biacosa.

Hepequb yacmu KOMnemeHL;uu”, npoeepiaemblx OyeHO4YHbIM cpedcmeom:

[IK-1.1IIK- 1. 3HaTh OCHOBBI 3aKOHOJATENbCTBA PP 0 mepcOHAIBHBIX JAHHBIX, OCHOBBI
TPYJOBOI0, ApXUBHOT0, aIMUHUCTPATUBHOTO , MUTPALIMOHHOTO , HAJIOTOBOT'O 3aKOHO1aTENbCTBA,
3aKoHOJaTeNnsCTBa B chepe OT

[MK-2.1IIK- 1. CnocobeH peann30BbIBaTh CUCTEMY CTPATETMUYECKOr0 M ONEPaLOHHOTO
YIPaBIEHUS EPCOHAIOM

[TIK-3.UITK- 1 YMeTrb obecrieunBaTh JOKYMEHTAITMOHHOE COTIPOBOXKIACHHUE MPOIIECCOB IO
YIPaBJIEHUIO TIEPCOHAIIOM B COOTBETCTBUU C TPEOOBAHUSAMH 3aKOHO/IaTENILCTBA



4.1.4 IloaroroBKa coO0LIEHNH 10 MJIAHY MPOOJIEMHOI0 CEeMHUHApa

[Tpoanamuzupyiite [OCT P 7.0.97-2016. Cucrema ctanmapToB mo uH(pOpMaIuu,
OuOIMOTeYHOMY U U3JaTelbckoMy jaeny. OpraHu3allioOHHO — -pacHopsAUTeNbHas
JnoKyMeHTanusi. TpeboBaHus K O(OPMIICEHHIO JOKYMEHTOB, OTBEThTE Ha CIEIyIOIIue
BOIPOCHI:

1) Haiite ompeneneHue MOHATUIO  «PEKBU3UT». CKOIBKO PEKBU3UTOB
CYILLECTBYET y IOKyMeHTa (110 JaHHOMY rOCYJapCTBEHHOMY CTaHIapTy)?

2)  Kakue TpeOoBaHMS B COOTBETCTBUH C JaHHBIM HOPMATHBHBIM JIOKYMEHTOM
JOJIKHBI IPEIBABIATHCS K OJJTaHKaM JOKYMEHTOB?

HepelleHb yacmu KOMI”I@I’I’Z@HL;MIZ, npoeepsiemovlx OYEeHOUYHbIM cpedcmeom:

[TK-1.1IIK- 1. 3HaTh OCHOBBI 3aKOHOJATEIbCTBA PD 0 mepCOHAIbHBIX JaHHBIX, OCHOBBI
TPYIOBOT0, apXUBHOT0, aIMUHUCTPATUBHOTO , MUTPAIIMOHHOTO , HAJIOTOBOI'O 3aKOHOAATENIbCTBA,

3aKoHO1aTeabcTBa B chepe OT

[MK-2.UTIK- 1. CrnocoGeH pearn30BBIBATh CHCTEMY CTPATETHYECKOr0 M ONEPalnOHHOTO

ypaBJICHUA IIEPCOHAIIOM

[IK-3.UITK- 1 YMeTrb obOecrieunBaTh JOKYMEHTAIIMOHHOE COMPOBOXKACHHUE MPOIIECCOB IO

YHOpaBJICHUIO IEPCOHAIIOM B COOTBETCTBUH C Tpe6OBaHI/I$IMI/I 3aKOHOJaTCJIbCTBA

4.1.5 IlpuMepHbIe BONPOCHI HTOTOBOI0 TECTHPOBAHUSA (IIPOBOAUTCH MO BCEM TeMaM

y4e0HOro Kypca):

Bapuant 1. (mpumep)
2. K opranu3aiimoHHBIM IOKyMEHTaM OTHOCHUTCSI:
A) osioxenue 00 opraHu3anuu;
b) ykazanue;
B) mporoxo.
3. PykoBoactBo OO0 «CtpoiicyneprHBECTTOPI» PELINIO MPU 0()OPMIEHUH MHUChMa-
NpEJIOKEHUSI O COTpPYJHUYECTBE CBOMM mapTHepaM «HBECTCTPOUKOMKHUPIIND)
UCIIOJIb30BaTh N300paXKeHUE TOCyAapCTBEHHOro repba PO.
Hackonbko mpaBoMouHBbI JeiicTBUs pykoBojacTBa O6miecta? [logTBepante cBoit OTBET
CCBUIKOHA HOPMATUBHbBIE JOKYMEHTHI.

4. OdopmuTE HECKOIBKO BUJIOB peKBU3UTA «OTMETKA O TIPHIIOKEHUN !
® IPUJIOKEHUH B JOKYMEHTE HECKOJIBKO;

® IPUJIOKEHHUE COPOIITIOPOBAHO;

5. Ha xaxue 8u0bl 00KyMeHmMO8 He pacnpoCmpansiemcs
oeticmeuel OCT P 7.0.97-20167

a) yCTaB, MOJIOKEHUE, aKThI, TTHCbMA, CITPABKH;

0) ycTaB, 3aUueTHbIE KHUXKKH, aKThI, TUCbMA,

CTPaBKH; B) YCTaB, TIOJOKECHUE, aKTHI,

yIOCTOBEPEHUS, CIPABKH.

6. I1o pacnonosicenuro pekeuzumos 8vloesion ciedyiouue uobl OJIAHKOS.!
a) yIJIOBOW M IIPOAOJBbHBIN;

0) yriioBoit u

[EHTPUPOBAHHEII; B)

YIJIOBOM U

[EHTPaTN30BaHHBIN.

[TIK-1.MUIIK- 1. 3HaTth OCHOBHI 3aKOHOMaTeIbCTBA PD 0 mepcoHanbHBIX JAaHHBIX, OCHOBBI
TPYyAOBOTO, aPXUBHOI'0, A AMUHUCTPATUBHOI'O , MUTPALIMOHHOTO , HAJIOTOBOI'0 3aKOHOIATEbCTBA,

3akoHozarenbcTBa B chepe OT
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[TK-2.UITK- 1. CnocobeH peann30oBbIBaTh CUCTEMY CTPATETHYECKOTO U ONEPaIlMOHHOTO
yIpaBJeHUs] IEPCOHATIOM

[TIK-3.UITK- 1 YMeTb obecrieunBaTh JOKYMEHTAITMOHHOE COMPOBOXIACHHUE MPOIIECCOB IO
YIPaBJICHUIO TIEPCOHAIIOM B COOTBETCTBUU C TPEOOBAHUSIMH 3aKOHO/IATEIILCTBA

3adeTHO-3K3aMeHAIlMOHHBbIE MaTepuajbl [Jsi INPOMEXKYTOYHOH  aTTecTANMHU
(3x3amen)
1. TlousiTHE CUCTEMBI JOKYMEHTALMOHHOTO 00eCTIeueH s YIPABICHUS TIEPCOHAIOM.
2. TpeboBanus, NpeabsBIsieMble K O)OPMIICHUIO PEKBU3UTOB KaJAPOBOM TOKYMEHTALIUH.
3. Ilpunanue 1OKyMEHTaM IOPUANYECKON CHIIBL.
4. Tlopsnok oOpabOTKM U pEerucTpalyy JOKYMEHTOB, UX MHJEKcaluu. PerucrpannoHssle
(OpMBI TOKYMEHTOB U UX 3alIOJHEHHUE.

5. KoHTposb UCIIOTHEHUS JOKYMEHTOB.

6. Krnaccugukanus kaIpoBbIX JOKyMEHTOB.

7. O1inuMs B HOArOTOBKE IPUKA30B 110 JIMYHOMY COCTaBY U MPUKA30B 10 OCHOBHOM
NEeATEIbHOCTH.

8. HopmaruBHo-MeToauueckas 0a3a, perjaMeHTUpPYoIas IOAr0TOBKY KaJpOoBOi
JOKYMEHTAIUU.

9. IIpoctble U ClIOKHBIE IPUKA3bl: OCOOEHHOCTH O(POPMIICHHUS.

10. ITonsiTHE TPYAOBOTO JOTOBOPA, 00S3aTEIBHBIX U TOTIOJIHUTEIBHBIX YCIOBHIA TPYIOBOTO
JI0rOBOpa.

11. IlpaBuna opopmieHHS PEKBU3UTOB TPYIOBOTO JOTOBOPA.

12. Ocobennoctu 0(hopMIIEHUS KypHAJIa PErUCTPALU TPYIOBbIX J10TOBOPOB.

13. CocraB 10KyMEHTOB, TpeOyeMBbIX OpraHaMHu Ha30pa U KOHTPOJIS IIPU MPOBEICHUN
IIPOBEPOK.

14. Odopmienne mporenypsl IPOBEPKH KaJpOBON JOKYMEHTAIIHH.

15. OcobeHHOCTH COCTaBICHMS XKypHaJIa yueTa MEPOIIPUATHI 110 KOHTPOJIIO.

16. Buapl mpoBepok.

17. OtBeTcTBEHHOCTH paboToAaTelNs U (PU3MUECKUX JIULl HAa HEHAJUIeXkKalllee COCTOSTHIE
KaJIpOBOM TOKYMEHTALINH.

18. Ha3HaueHre HHCTPYKIMHU O JOKYMEHTAIIHOHHOMY 00€CIIeUeHHIO YIpaBICHUs
nepcoHanioM. CocTaB pa3ziesos.

19. OcobenHocTu pa3pabOTKH U COCTABIEHUS IITATHOTO PACITUCAHUS.

20. [TpaBuia BHyTPEHHETO TPYIOBOTO pacopsiiKa: Ha3HAYEHUE U TIOPSIOK 0pOpMIICHHSI.

21. IlepcoHanbHble JaHHbIE paOOTHUKA: COOp, XpaHEHHEe, OTBETCTBEHHOCTH 32
JOCTOBEPHOCTh M HE3aKOHHOE PacIIpOCTPaHEHHE.

22. OCHOBHBIE HOPMATUBHO-IIPABOBBIE aKThl, pETJIaMEHTUPYIOIIKE paboTy C TPYAOBBIMU
KHM)KKaMH paOOTHHUKOB.

23. [IpaBuna opopmiieHHs TPYAOBBIX KHIKEK, BHECEHUS JIOMIOJHEHUS U UCTIPaBJICHU B
HETPaBUIIBHO BHECEHHBIE 3aITHCH.

24. Tlops10K BBIJaUM TPYIOBOM KHIKKUA PAOOTHHUKY

25. BKItaipI B TPYTOBYIO KHUKKY.

26. Brigaua qyOnukaTa TpyI0BON KHUKKH

27. YdeT IBWKECHHUS TPYIOBBIX KHIDKEK W BKIIQJBIIICH K HAM.

28. Odopmiienue npuema padoTHUKOB. CocTaB JOKYMEHTOB, TPeOYEMBIX MPH IpHEeMe Ha
pabory.

29. OdopmiteHue nepeBoia pabOTHUKOB Ha JIPYTYIO paboTy

30. OopmiteHne poreypbl KOMaHIUPOBAHHS PAOOTHUKOB.

31. OdopmiteHue oTIycKa.

32. TIpaBuia U CPOKH MOATOTOBKH rpaduka oTimyckoB (dhopma T-7).

33. OdopmiieHne mpoueaypsl yBOJIbHEHUS! paOOTHUKOB

34. OcoOeHHOCTH COCTaBIICHUS! YHUPHUIIMPOBAHHBIX (POPM IPUKA30B IO JIMYHOMY COCTABY.
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35.
36.
37.

dopmupoBaHue U BeleHUE JINYHBIX fei. CocTaB JOKYMEHTOB JIMYHOIO Aeia.
Benenue nmuuHbIX kapTrodek. [IpaBuna BHECEHUS UCIIPABICHUN B TUYHBIE KAPTOUKHU.
ITonsTe HoMeHKnaTypsl Aei. [Iopsnok cocTaBieHnss HOMEHKIIATYPHBI 1€ KaApOBOU
CITYKOBI.

TpeboBanusi, npeabaBIsieMble K 3ar0JI0BKaM JIeJl. DIEMEHTHI 3ar0JIOBKOB JIEII.
[Mopsimox popmupoBanus aen. [IpusHaku rpynmnupoBKH JOKYMEHTOB B JI€la.
[TopsA0K NOArOTOBKY JOKYMEHTOB K ApXMBHOMY XPAHEHHUIO.

Knaccudukanus 10KyMEHTOB MO CPOKaM XpaHEHUSI.

YactuuHoe U nonHoe opopMIIeHHE Jell.

CocraBnenue u opopmiieHHE OMUCEH JIel.

Opranuzanys NpoBeICHHS dKCIEPTU3bI LICHHOCTH JOKYMEHTOB.
AJIMUHUCTpaTUBHAsl OTBETCTBEHHOCTb 3@ HApYILIEHUE JIEHCTBYIOLIETO 3aKOHOJATEIbCTBA
110 APXUBHOMY JIEILY.

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

Kpurepun oueHuBaHus pe3yJabTaTOB 00y4eHHUsA

Onenka Kputepuu olieHuBaHusl 110 SK3aMEHY
OLICHKY «OTJIMYHO»/3a4TE€HO 3aCITy’>KHBAET CTYJIEHT, OCBOMBIIHNN 3HAHMUS,
Beicokwuii YMEHHsI, KOMIIETEHIIMM M TEOPETHYECKUH MaTepuan Oe3 mpoOesos;
YPOBEHB «5» BBINTOJIHUBIIMK BCE 3aJaHUs, MPEIyCMOTPEHHbIE y4eOHBIM IJIAHOM Ha
(oTIMYHO) BBICOKOM Ka4eCTBEHHOM YPOBHE; NPaKTHYECKHE HaBBIKH
1poeCCHOHATPHOTO IIPUMEHEHHS] OCBOCHHBIX 3HAHUN COPMHUPOBAHEI.
Cpenuii OLICHKY «XOpOH_IO»/SE}‘ITeHO 3aCHYKHMBACT  CTYJICHT,  MPaKTHUCCKH
yPOBCHD <y MOJTHOCTHIO OCBOMBIINI 3HAHUS, YMEHUSI, KOMITETCHIIUU U TEOPETUIECCKUIA
(xopo1o) Marepuasl, ydeOHbIe 3aJaHus HE OLEHEHbl MAaKCUMAJIbHBIM YHCIOM
0aJ10B, B OCHOBHOM C(hOopMHPOBAI MPAKTHYECKHE HABBIKH.
[Toporoserii OLICHKY «YyJIOBJICTBOPUTEIHHO»/3a4TEHO 3aCTy )KUBACT CTYACHT, YACTUIHO
YPOBEHB «3» ¢ mpoOeraMu OCBOMBIIMI 3HAHWSA, YMEHHS, KOMICTCHIUH U
(YZoBIETBOPUTEN | TEOPETUUYECKHM MaTepHall, MHOTHE yueOHbIe 3a/1aHus TUOO HEe BBHIIOIHUII,
bHO) aM00 OHHU OLIEHEHbl 4YHCIOM OamioB OJM3KUM K MHUHUMAIbHOMY,
HEKOTOpbIe MPAKTUYECKHE HAaBBIKU HE C(HOPMUPOBAHBI.
MuHHMaNbHBIN | OIEHKY «HEYIOBJIETBOPUTEILHO»/HE 3a4TEHO 3aCITy’)KUBAeT CTY/ACHT, He
YPOBEHB «2» OCBOMBIINI 3HaHUS, YMEHHsI, KOMIETEHIIUN U TEOPETUUECKUI MaTepual,
(HeyTOBIIETBOPHUT | y4eOHBIE 3aJaHWs HE BBHINOJHWI, TPAKTHYECKHE HAaBBIKM  He
€JIbHO) c(OpPMHPOBAHBI.
OneHouHble cpencTBa Ui HMHBAJIMIOB W JIMI C OTPAaHUYEHHBIMH BO3MOKHOCTSIMHU

3/10pOBbsI BHIOMPAIOTCS C YUETOM MX WHIUBUAYATIbHBIX IICUXO(PU3NIECKHX OCOOCHHOCTEH.

— IpY He0OXOAMMOCTH UHBAIM/IAM M JIULIAM C OTPaHUYE€HHBIMU BO3MOKHOCTSIMH 3/I0POBbS
MIPEIOCTABIISETCS OMOJHUTENBHOE BpEeMs Ul TOATOTOBKHM OTBETA HA SK3aMEHE;

— IIpU MPOBEJICHUH MPOLEAYPHI OLICHUBAHUS PE3YyIbTaTOB O0yUEHHsI HHBAINJIOB U JIUIL C
OTpaHUYEHHBIMHU BO3MOXKHOCTSIMHU 3/10POBbsI MPEAYCMaTPUBAETCA HCIIOJIb30BAHHE TEXHUYECKHX
CpeACTB, HEOOXOUMBIX UM B CBSI3U C UX WHAWBUIYAIbHBIMU OCOOEHHOCTSIMH,

— IIpU HEOOXOAUMOCTH JJIsl 00YyHaIOIIMXCSl C OTPAHUYEHHBIMUA BO3MOXHOCTSIMU 3/10POBbS
U MHBAJIUAOB TpOIEAypa OLCHMBAHUS pPE3yJbTaTOB OOyYEHHUS MO JAUCHUIUIMHE MOXKET
MIPOBOAMTHCS B HECKOJIBKO 3TAIOB.

[Iponietypa oneHMBaHUs Pe3yJIbTATOB OOYYEHHsS WMHBAIUIOB U JIUI] C OrpaHUYEHHBIMHU
BO3MOXXHOCTSIMU 37I0POBbSl 1O JUCHMILIMHE (MOAYJIO) MpEeAyCcMaTpUBAaeT MpPeOCTaBlIEHUE
uHpopMmanuu B (opMax, aZANTUPOBAHHBIX K OrPAaHMUYEHHMSIM HX 370POBbS U BOCIPHSITHUSA
uH(popMauu:

JUid au1 ¢ HapyLIEHUSIMH 3pEHUS:

— B rieyaTHOM popme yBeITHMUEeHHBIM HIpUPTOM,

— B (popMe 2IIEKTPOHHOT O TOKYMEHTA.

16



Jlia U1 ¢ HapyIIeHUsIMU CyXa:

— B Ie4aTHoi (opme,

— B popMe IIEKTPOHHOTO TIOKYMEHTA.

JUig au1 ¢ HapyLIeHUsIMA OIIOPHO-JBUTaTEIbHOTO almapara:

— B IIeYaTHOM ¢opme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

JlaHHBIN TepedyeHb MOXET ObITh KOHKPETHU3UPOBAaH B 3aBUCUMOCTH OT KOHTHHICHTA
oOyyarouuxcsi.

5. IlepeyeHb y4eOHOM JJUTEPATYPHI, HHPOPMAIMOHHBIX PECYPCOB M TEXHOJIOTH A

5.1. YueOnas 1uteparypa

1. Abynaose, /[. I'. JIokyMeHTaIlMOHHOE 00ECIICUECHUE YIIPABJICHUS TICPCOHATIOM : YYCOHUK U
npaktukym ais By3oB / JI. I'. AGynanze, U. b. Bempsokkuna, B. M. MacnoBa. — 2-e¢ u3n., mepepab. u
nor. — Mockaa : Mznatensctio FOpaiit, 2023. — 370 ¢. — (Beiciee oopaszosanue). — ISBN 978-5-534-
14486-4. — Texkct : onexktpoHHslii // OOpa3oBarenpHas Iutardpopma IOpait [caiT]. —
URL.: https://urait.ru/bcode/511693 (nata obpamenus: 12.05.2023).

2. Kysneyos, Y. H. JIokyMeHTaIIMOHHOE OOECIICUCHUE YIPABICHHS MIEPCOHAIIOM ;| YUCOHHK
u npaktukyMm s By3oB/ U. H. KysnenoB. — 2-e u3n. — Mocksa : UznarensctBo IOpaiir, 2023. —
393 c. — (Bwicmee o6pazoBanue). — ISBN 978-5-534-14830-5. — Tekcr : »meKkTpoHHBIA //
OopasoBarenpHas mnardopma FOpait [caiit]. — URL: https://urait.ru/bcode/511202 (nata obpamnieHus:
12.05.2023).

3. Pasnopoxnbiii A.A. JIOKyMEHTHpOBaHHE YNPABICHUECKON JEATEIbHOCTH:
yue0. mocobue amns cTyJeHToB By30B / A. A. Paznopoxusiit. - M. : UHOPA-M, 2015. - 304 c.

4, «'OCT P 7.0.97-2016. Hanuonansusiii cranmapt Poccuiickoit ®enepanuu.
Cucrema crapgaptoB 1o wuHPOpManuH, OUOIMOTEUHOMY M  HM3AATEIbCKOMY  JIEny.
Opranu3anoHHO-  pacmopsauTeNIbHAs — JIOKyMEHTamus. [peboBaHus K  o(opMIICHUIO
nokymeHToB» (yTB. [Ipukazom Poccrangapra ot 08.12.2016 Ne2004-c1);

5. IlocranoBnenue I'occrangapra P® ot 03.03.2003 Ne65-cT «O npUHATUYN U BBEIEHUU
BJIEHCTBUE TOCynapcTBeHHOro cranaapra Poccuiickoii denepanun» (Bmecte ¢ «'OCT P 6.30-
2003. T'ocymapctBenHblii crannmapt Poccuiickoii ®enepanuu. YHUPHUIMPOBAHHBIE CHCTEMBI
JIOKYMEHTAIUU. YaudunmpoBaHHas cucrema OpraHU3alMOHHO-PACIOPAIUTEIbHON
noKyMeHTaluu. TpeboBaHust K OPOPMIIEHUIO TOKYMEHTOBY);

6. «'OCT P 7.0.8-2013. HanmoHnaieHbI# cTanaapt Poccutickoit @eaeparuu. Cucrema
CTaHAapTOB MO MH(OpMAIHK, OMOTUOTEYHOMY M H3AaTeIbCKOMY Aeny. Jlemompou3BOACTBO U
apxuBHOe neno. TepmuHbl u ompeneneHus» (yrB. Ilpukaszom Poccrammapra ot 17.10.2013
Ne1185-cT).

5.2. Ilepuoanyeckasi JuTepaTypa
Basel manubeix kommanuu «Mct Bero» http://dlib.eastview.com
Onektponnas oubmmoreka GREBENNIKON.RU https://grebennikon.ru/
xypHan "Yrpasienue nepconamom” http://www.top-personal.ru
xypHan «Pabota ¢ nmepconanom» http://www.hr-journal.ru
Kypnan «Illtar» www.hrmedia.ru
Kypnan «Kagposux» panor.ru/journals/kadrovik
DJIeKTPOHHBIH KypHAT «J{upekTop mo mepconaxy» http://e.hr-director.ru
Kypuan «[eHepanbHbIi gupekTop» (pazmen «YIpaBieHHE MEPCOHATOM
www.gd. ru/rubrlc/V|eW/|d/122 -upravlenie-personalom.

9. Kypnan «Coronoruueckue uccienoBanus» https://www.isras.ru/

ONoGa~WNE

5.3. NHTepHeT-pecypchbl, B TOM 4YHCJe COBpPeMeHHble NpodeccHOHAIbHbIE 0a3bl
AAHHBIX U MHGOPMALMOHHBIE CIIPABOYHbIE CHCTEMbI
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DNeKTPOHHO-0MOMoTeuHbIe cucTtembl (IBC):
1. DBC «FOPAUT» https://urait.ru/
2 ABC «YHUBEPCUTETCKAS BUBJIMOTEKA OHJIAMH» www.biblioclub.ru
3. OBC «BOOK.ru» https://www.book.ru
4, DBC «ZNANIUM.COM» www.znanium.com
5 OBC «JIAHb» https://e.lanbook.com

IIpodeccnonanbabie 6a3bl JAHHBIX:
1. Web of Science (WoS) http://webofscience.com/

2. Scopus http://www.scopus.com/

3. ScienceDirect www.sciencedirect.com

4. Kypuans nznarensctea Wiley https://onlinelibrary.wiley.com/

5. Hayunas snexrponnas 6ubaunoreka (HOB) http://www.elibrary.ru/

6. [TonHOTEKCTOBBIE ApXUBBI BEAYILUX 3al1a{HBIX HAY4YHBIX )KYPHAJIOB Ha
Poccuiickoii matdopme Hayunsix xypHamoB HOMKOH http://archive.neicon.ru

7. HammonaneHast snekTpoHHas OuOnIMOTEKa (JOCTYN K DJICKTPOHHOU OMOIMOTEKE
quccepraiuii Poccutiickoi rocynapcrBennoi oubnmuoreku (PI'B) https://rusneb.ru/

8. [pesunentckas 6ubmmoreka um. b.H. Enbuumna https://www.prlib.ru/

9. OnekTpoHHas kojuiekuus Okchopackoro Poccuiickoro @onaa

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

18. YuuBepcuterckas napopmarronnas cuctema POCCHUS  http://uisrussia.msu.ru

NudopmannonHbie CipaBoOYHbIEe CHCTEMBbI:
1. Koncynbsrant [1iroc - cipaBoyHas mpaBoBasi cucTema (JI0CTYI 110 JIOKaJIbHOU
CETH C KOMITBIOTEPOB OMOJINOTEKN)

Pecypcsl cBoGoaHOTO T0CTYyNA:

1. AMepuKaHCcKas TaTeHTHas 0a3a maHHbIX hitp://www.uspto.gov/patft/

2. [MTomHbIe TEKCTHI KaHAJACKUX AuccepTarmii hitp://www.nlc-bnc.ca/thesescanada/

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

4. MuHucTepcTBO HayKH U Bbiciiero oopasosanus Poccuiickoit denepannu
https://www.minobrnauki.gov.ru/;

5. Ddenepanbublii mopran "Poccuiickoe odpazosanue” http://www.edu.ru/;

6. Wudopmarmonnas cucrema "EnuHoe 0KHO ocTyna K 00pa3oBaTeIbHbIM
pecypecam" http://window.edu.ru/;

7. Enunas xomurekiust mudpoBbIX 0Opa3oBaTelbHbBIX pecypcos http://school-
collection.edu.ru/ .

8. denepanbHbIiA HEHTP HHPOPMAIIMOHHO-00Pa30BaTEILHBIX PECYPCOB
(http://fcior.edu.ru/);

9. [poext ['ocynapcTBEHHOTO HHCTHTYTA pycckoro s3bika uMeHn A.C. [Tymikuna
"Oo6pa3zoBanue Ha pycckom" https://pushkininstitute.ru/;

10. CnpaBouyHO-HH(pOpMaMOHHKIH opTan "Pycckuii si3p1k" http://gramota.ru/;

11. Cayx0a TeMaTHYeCKHX TOJIKOBBIX cioBapeit hitp://www.glossary.ru/;
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12. Cnosapu u sunukiaoneanu http://dic.academic.ru/;

13. Oo6pasoBarenbHblil mopran "Yueba" http://www.ucheba.com/;

14. 3akoHomnpoekT "O06 obpazoBanun B Poccuiickoit @eneparuu’. Bompockl 1 OTBETHI
http://xn--273--84d1f.xn--plai/voprosy i_otvety

Co0cTBeHHBIE 3JIEKTPOHHBIE 00pa3oBaTe/ibHbIEe U MH()OPMAIIMOHHBIE PEeCYPChI

KyoI'y:

1. Cpena MOyJIBHOTO qUHAMHUECKOTro oOyuenus http://moodle.kubsu.ru

2. baza y4eOHbIX I1aHOB, y4eOHO-METOJMYECKUX KOMILICKCOB, ITyOJIMKAIMN 1
koH(pepenmmii http://mschool.kubsu.ru/

3. bubnuoteka nHpOPMALMOHHBIX pecypcoB Kadeapsl HHPOPMAIMOHHBIX
oOpa3oBaTelIbHbIX TexHOOorHi http://mschool.kubsu.ru;

4. DnektpoHHsIii apxuB gokymentoB KyoI'Y_http://docspace.kubsu.ru/

5. DJeKTpOHHBIE 00pa30BaTeNIbHBIC Pecypchl Kadeapbl HHHOPMAIIMOHHBIX CHCTEM H

TexHoJsoruii B oopazosanuu Kyol'Y u mayuno-merogmueckoro xyprana "LLIKOJIBHBIE I'OIbI"
http://icdau.kubsu.ru/

6. MeTonnueckne yKazaHus 1Jis1 00y4arOUIUXCS 10 0CBOEHUIO T CUUILIMHBI (MOLYJIs1)

JIeKIIMOHHOE 3aHATHE MPEICTABISAET CO00M CHCTEMAaTHYEeCKOe, IOCIeI0BaTENbHOE,
MOHOJIOTHYECKOE H3JIOKEHHE IPEeroiaBaTeeM-IeKTOpOM y4eOHOro maTtepuaia, Kak MpaBHIIo,
TEOPETUYECKOr0 XapakTepa. Takoe 3aHATHE IMPEACTaBISET COOOW 3JIEMEHT TEXHOJIOTUU
OpeACTaBiIeHUs y4yeOHOro MaTepuaja IyTeM JIOIMYeCKHM CTPOWHOrO, CHUCTEMAaTHYECKU
MIOCJIEZI0BATEIBHOIO U SICHOT'O U3JI0’KEHUS C MCI0JIb30BAaHUEM MHTEPAKTUBHBIX 00pa30BaTEIbHbIX
TEXHOJIOTUH (MYJIbTUMEIUMHBIX, JIEKIUH-TUCKYCCUH, JEKIIMU-AEMOHCTPALIUN).

Lenp nexkuuu — opraHu3anus LEJNECHANIPaBICHHON I103HABATEIbHOW JESITEIbHOCTH
00yyaroImuxcs M0 OBJIaICHUIO IPOrPaMMHBIM MaTepHaIoM y4eOHOM TUCIMILIMHEL. YTeHue Kypca
JIEKIIMH MO3BOJISIET J1aTh CBSI3aHHOE, ITOCIIEI0BATEIbHOE U3JI0KEHNE MaTepHalia B COOTBETCTBUH C
HOBEUIIMMHU JIaHHBIMH HAyKH, COOOIIMUThH CIyIIAaTeNssM OCHOBHOE COJEpXaHHE IpeaMeTa B
L[EJIOCTHOM, CUCTEMAaTU3UPOBAaHHOM BHU/IE.

3amaun JEKIUM 3aKIYaloTcsl B oOecredeHuu (POpMUPOBAHMS CHCTEMbl 3HAHUN 10
y4eOHOM JUCUUIUIMHE, B YMEHHM AapryMEHTHUPOBAHHO WM3jaraTh HayuyHbI Marepual, B
dopmHpoBaHUU NPO(ECCHOHATBHOTO KPYro3opa M oOLIed KyJIbTyphl, B OTPa)XEHUH e€lle He
MOJIyYMBIIUX OCBEIIEHUS B y4eOHOW JINTEpaType HOBBIX JOCTHKEHMHM HayKH, B ONTUMH3ALUU
Ipyrux (GopM opraHuzanuy yueOHoro mporecca.

[IpakTuueckue 3aHATUA — ABIAIOTCA (GOPMOI yueOHOW ayUTOpHOM paldOoThI, B paMmKax
KOTOpOH (OpMHUPYIOTCS, 3aKpEIUIIOTCS W NPEACTABISAIOTCS 3HAHMSA, YMEHUS W HaBBIKH,
MHTETPUPYIOLINE pPE3yJbTaTbl OCBOEHHS KOMIIETEHIMH KakK B JIEKHMOHHOM (opmare, Tak B
pasnn4HbIX (opMax caMOCTOATENbHOM paboTbl. K KakaoMy 3aHATHIO MpernojaBaTeieM
bopMyIIHUpYIOTCS TPAaKTUYECKUE 3a/laHus, TPeOOBaHUS W METOAMYECKUE PEKOMEHJAlMU K UX
BBITOJIHEHUIO, KOTOPBIE MPEJICTABIISAIOTCS B (POHIE OLIEHOYHBIX CPEJCTB YUEOHON AUCIUIITUHBI.

KonTponbs camocTosiTensHOM paboThI: A CTYIEHTOB JHEBHOW M 3a04HOU (OpMBI
00y4YeHHs] — TEKYLIU KOHTPOJb OCYIIECTBISIETCS B COOTBETCTBHE C IMPOrpPaMMOM 3aHITHUN
(e’xeHeIeNTbHO I CTYIEHTOB OUHOM (POpMBI 00YUEHHMS; 10 CEMECTpaM — JUIsl CTYIEHTOB 3a04HON
dopmbl  00ydeHUs); TPOMEKYTOUHBIH KOHTPOJIb [0 HUTOraM OCBOGHHUS JUCIUILTUHBI
OCYIIECTBIIsIETCA B (opMe pPEUTHHTOBOW CHCTEMBI OIICHOK. Onucanve 3agaHuid s
CaMOCTOSITENIbHOW pabOThl CTYJEHTOB M TpeOOBAaHMH IO MX BBINOJHEHHUIO BBILAAIOTCA
mpenojaBaTesieM B COOTBETCTBHUM C pa3pabOTaHHBIM (OHAOM OLEHOYHBIX CPEICTB IO
JUCLIUIUINHE.

CamocrosiTenbHasi padoTa CTYIAEHTOB MO JaHHOMY Yy4eOHOMY Kypcy HpeJrnosiaraer
MO3TAIIHYIO0 MOATOTOBKY IO Ka)XKJIOMY Pa3zeily B paMKax COOTBETCTBYIOLIUX 3alaHUM:

19


http://dic.academic.ru/
http://www.ucheba.com/
http://273-фз.рф/voprosy_i_otvety
http://273-фз.рф/voprosy_i_otvety
http://moodle.kubsu.ru/
http://mschool.kubsu.ru/
http://mschool.kubsu.ru/
http://docspace.kubsu.ru/
http://icdau.kubsu.ru/

[TepBbIit 3Tam camMoOCTOATENbHONW pPabOThl CTYJSCHTOB BKIIIOYA€T B ceOsl TIIAaTEeIbHOE
U3Y4YEHHE TEOpPETHMYECKOI0 MaTepuala Ha OCHOBE JIEKIIMOHHBIX MaTepUalioB IIpernojaBaTels,
PEKOMEHIYEMBIX DPA3fciIOB OCHOBHOW M JONOJIHUTENBHOM JIMTEPATyphbl, MaTepUalioB
NEPUOINIYECKUX HAYYHBIX U3JIaHHUH, HEOOXOIUMBIX ISl OBJIA/ICHUS MTOHATUHHO-KATErOpUaIbHbIM
anmnaparomM ¥ (pOpMHUPOBaHUS MPEACTaBIECHUN O KOMIUIEKCE aHAIUTUYECKOTO MHCTPYMEHTapHs,
UCTIOJIb3YEeMOr0 KaK B paMKax JTaHHOW OTPACiM 3HAHUS, TaK M MyOIMYHOMN MPaKTHKE;

Ha BTOpOM 3Tarne Ha ocHOBE C(HOPMUPOBAHHBIX 3HAHUHN M MPEACTaBIECHUI MO JaHHOMY
paszieny CTYACHTHI BHIIOJIHAIOT MPAKTUYECKUE 3a/1aHUs, HAlleJICHHbIE Ha ()OPMHUPOBAHNE YMEHHMA
Y HaBBIKOB B paMKax 3asBJICHHOW KOMIETeHIMH. Ha naHHOM 3Tame CTyIeHTBl OCYILECTBISIOT
CaMOCTOSITENIbHBIM TMOUCK SMIIMPUYECKUX MAaTEpUAIOB B paMKax KOHKPETHOI'O 3aJlaHus,
0000IIal0T M aHAIM3MPYIOT COOpaHHBI Marepual IO CXeMe, pPEKOMEHIOBaHHOU
npenojaBareneM,  (GOpPMyNHUPYIOT  BBIBOJABI, TOTOBST  INPAKTHUYECKUE  PEKOMEHJAIHH,
IPE3EeHTAlMOHHbIE MaTepUabl Ul IyOIMYHOI0 X MPEACTaBIECHUS U 00CYKICHNUS.

Kpurepun oueHku 3ajaHuii B paMKax CaMOCTOATEIbHOM pabOThl CTYyAECHTOB
bopmynupyroTCs npenojgaBareieM B (JOH]IE OLEHOUYHBIX CPE/CTB.

B ocBoeHuu IUCHUIUIMHBI MHBAJIMAAMM U JIMIAMH C OFPAaHUYEHHBIMU BO3MOXHOCTSMU
30pOBbsl 0OJIBIIOE 3HAUEHUE HMeEeT WHAMBUIyanbHas ydeOHass pabora (KOHCYJIbTallUU) —
JIOTIOJTHUTEILHOE PAa3bsICHEHUE yUeOHOr0 MaTepuara.

WupuBuyanbHble KOHCYJNbTALMM IO MPEIMETY SBISAIOTCS BaXXHBIM  (aKTOPOM,
CHOCOOCTBYIOUIMM MHAWBUAYAIN3ALUU OOYYEHUS U YCTAHOBJICHUIO BOCIUTATEIHHOTO KOHTAKTA
MEXIy IpernojaBaTesieM M OO0y4aroIlMMCs HMHBAJIMIOM MM JIMIOM C OrPaHUYEHHBIMU
BO3MOXKHOCTSIMH 3710POBbSI.

B ocBoeHnH IMCHUIUIMHBI MHBAIUAAMM U JMLAMH C OFPAaHUYEHHBIMU BO3MOXHOCTSMHU
3I0POBbsl OOJIBIIIOE 3HAYCHHE MMEST WHIMBHUIyalbHas yueOHass pabora (KOHCYJIbTAIlMH) —
JIOTIOJIHUTEIBHOE pa3bsiCHEHUE Y4eOHOro MaTepuaa.

WunuBuayanbHble KOHCYJIbTALlMM 10 TPEAMETY SBISIOTCS BaXHBIM  (DaKTOpOM,
CHOCOOCTBYIOLIMM MHAMBUIYAIU3allUuy OOY4YE€HHUS U YCTAaHOBJICHUIO BOCIIUTATEIBHOTO KOHTAKTA
MEXJy IMpernojaBaTeieM U o00yd4arolMMcs WHBAJIWJIOM WM JIMIOM C OrPaHUYEHHBIMU
BO3MO>KHOCTSIMH 37J0POBBSI.

MeTtoauyeckue peKOMeHJAlUM, OMNpelesilolHe NPoUeAyPbl OLEHMBAHUS Ha
ceMHMHape:

Kpumepuu oyenxu:

«y/IOBJIETBOPUTENBLHO» - CTYJIEHT UMeeT (parMeHTapHbIEe MPEICTaBICHUS 00 OCHOBHBIX
aCHeKTaX MEXJINYHOCTHBIX M TPYNIOBBIX KOMMYHHUKAallMi, YaCTMUYHO OCBOWJI IOHSATUHHO-
KaTeropuaJlbHbII anmapar.;

«XOpOILO» - CTYAEHT AEMOHCTPUPYET OOLIMe 3HAHMS 110 PacCMaTPUBAEMbBIM BOIPOCAM,
yMEET YCTaHaBIMBATh CBSA3M MEXY TEOPETUUECKUMHU MOHATHIMU U SMIUPUUYECKUMU (paKTaMu;

«OTJIMYHO» - CTYAEHT JIEMOHCTPUPYET CHUCTEMHbIE 3HaHHSI OCHOBHBIX BOIIPOCOB
M3y4aeMON JUCLUIUIMHBI, YMEET YCTaHABIMBATH CBSA3H MEXKJY TEOPETHUYECKHMMH MOHITUIMH U
AMIOUPUYECKUMU (aKTaMu, GOPMYJIUPYET aHATUTHYECKHE 0000IEHNUS U BBIBOBI.

MeTtoauyeckue peKOMeH/IalMHy, ONpelesIoIne Npoue1ypbl OeHUBAHUS Y4AaCTHS B
AUCKYCCUM:

Kpumepuu oyenxu:

«YIOBJIETBOPUTENIBHO» - CTYJIEHTOM JOMYIIEHbl 3HAYUTEIbHbIE OLIMOKH, B OTBETE HE
PacKpbITbl HEKOTOPBIE CYLIECTBEHHBIE aCIEKThl COACPXKAHMS, CTYJEHT HE CMOI I10Ka3aTb
HE0OXO0JUMbIE YMEHHUS O METOaX KOMaH/IHOTO B3aUMO/ICHCTBHUS;

«XOpOLIO» - CTYJIEHT JOMYyCKAaeT HEeCYLIECTBEHHBbIE OIIMOKH, HEJIOCTaTOYHO IOJHO
pacKpbLI CoJIepKaHuE BOIIPOCa, HE CMOT B ITpolLiecce Oeceibl CaMOCTOSITENbHO JaTh HEOOXOMMbIe
MONPABKU U JIOTIOJIHEHUS;

«OTJIMYHO» - CTYJEHT aKTUBHO Y4YacTBYeT B JMCKYCCHH, JIOTUYHO U TOCJEI0BATEIbHO
BBIPAXKAeT CBOM OTBET, IEMOHCTPUPYET 3HAHMsI HAYYHOH TEPMHHOJIOTMH B KOHTEKCTE OTBETA;
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OOBSICHSIET NMPUYMHHO-CICACTBEHHbIE W (PYHKIMOHAIBHBIC CBS3H; PACKpPHIBAET HAa IPHUMEpPax
TEOPETUUECKHE MMOJOKCHHSI U TOHITHSI; POPMYITUPYET COOCTBEHHBIE CYXKICHUS U apTyMEHTHI.

MeToanyeckue peKoOMeHIalUH, ONpe/Ie/IsIIoNIie MPoleaypbl OLleHUBAHUS YUACTHS B
padoTe MaJILIX TPYI HA/l KECOM U pellleHHeM CUTYAllMOHHBbIX 3a/1a4:

Kpumepuu oyenxu:

«YIIOBIIETBOPUTEIHHOY»/3a4TCHO - paboTa B TPYIIOBOHN ACSITEILHOCTH HAJl PEIICHUEM
CUTyallMOHHOM 3amaun 0Oe3 ydyacTus B NyOJUYHOM OOCYXJICHHMH | apryMEHTAIluu
c(hOpMYJIUPOBAHHBIX BBIBOJIOB;

«XOPOIIO»/3a4TEHO - paboTa B TPYIIIOBOM EATCILHOCTH HAJ PEIICHHEM CHTYallMOHHOMN
3ala4ll  C COJEP)KATCIbHBIM y4acTHeM B TyOIHMYHOM OOCYKICHWH | apryMEHTAIUU
c(hopMyJIMPOBAaHHBIX BHIBOJIOB;

«OTJIMYHOY/3a4TEHO - IEMOHCTPAIIHS JIUJEPCKON MO3UIIUHU B TPYIIIOBON e TEIILHOCTH HAJl
PEIICHUEM CUTYAIlMOHHOW 3a7a4M C COJEPIKATEIbHBIM YYacCTHEM B IyOJMYHOM OOCYXKICHUHU U
CUCTEeMHOM apryMEHTaluu COPMYINPOBAHHBIX BEIBOJIOB.

MeToauyeckue peKOMeHJAAlMU, ONpeaeasIomue
pe3yJabTaToB 3aluThI pedepaTa/scce:

Kpumepuu oyenxu:

«YIOBIIETBOPUTEIIHHO»/3aYTEHO — MPOMEKYTOUHBIC Pe3yJIbTaThl 3alIUThI pedepara/scce
MPEJICTAaBISIIOT CO00M H3II0KEHHE HECaMOCTOSITENbHBIX PE3yJIbTAaTOB HAmUCaHHs paldoThl, 0e3
THIATEILHOW MPOPAOOTKU TUTEPATYPHBIX HCTOYHUKOB;

«XOPOILI0»/3a4TEHO - MPOMEKYTOUHBIE PE3yIbTAThI 3aIIUTHI pepepaTa/scce MpeACcTaBIsIOT
co00i1 caMOCTOSTENIbHBIN aHAIU3 PAa3HOOOPA3HBIX HAYYHBIX HMCCIEAOBAHUNA U 3MIIMPHUYECKHUX
JMaHHBIX, TPU 3TOM HE B TOJHOM Mepe OTPaKeHbI TpeOOBaHHUA, CHOPMYIHPOBAHHBIE K €ro
CTPYKTYpE U COJICPKAHUIO.

«OTJIMYHOY - TPOMEKYTOUHBIE PE3yIbTaThl 3aLIUTHI pedepaTta/scce MPeACTaBIAIOT COOOU
pe3yabTaThl CaMOCTOSITEILHOM pPabOThl M OTPAKAIOT BCE TPEOOBaHMS, K COAEPKATEILHOMY
HATNIOJHEHUIO ¥ CTPYKTYPHUPOBAHUIO PAOOTHI.

MeTtoauyeckue peKOMeHIALMH,
pe3yJIbTATOB TeCTUPOBAHMS .

Kpumepuu oyenxu:

«YJOBJIETBOPUTEIILHO» - €CJIM CTYJEHT OTBEYAET MpaBUiibHO Ha 50% TECTOBBIX 3aJaHUI.

«XOPOIIOY - €CIIA CTYACHT OTBeUYaeT MpaBmiIbHO OT 51 10 90 % TECTOBBIX 3aJaHUN.

«OTJIMYHO» - €CIIM CTYAEHT OTBevaeT npaBmibHO OT 91 10 100 % TecToBbIX 3a1aHMIl.

7. MaTtepuajibHO-TEXHUYECKOe oDecnieyeHne 1o AUCHUIIHHE (MOAYJII0)

I[To Bcem Bumam yd4eOHOH [EATENHHOCTH B paMKax TUCIHUIUIMHBI HCIOJB3YIOTCA
ayIUTOPUH, KaOMHETHl U JabOpaTOpUHU, OCHAIICHHBIE HEOOXOJAMMBIM CIECIHATIU3UPOBAHHBIM U
1a00paTOpPHBIM 000y IOBAaHUEM.

npoueaypbl  OUEeHUBAHUS

onpeaeadomue nmpoueaypsl OICHUBaAHUA

HanmeHoBaHue criennanbHbIX OCHAaIIIEHHOCTD CIICUATBHBIX IMepeveHb JIUIIEH3UOHHOTO
HOMEIICHHU HOMEIICHHU POrPAMMHOr0 00ECTICUCHHSI

VYueOuble  aymutopuu s | MebGesb: yueOHas meOenb Microsoft Windows 8, 10
MPOBEICHMS 3aHaTHH | TeXHu4ecKue cpenctBa | Microsoft Office Professional
JIEKLIMOHHOTO THIIA 00yYeHHS: Plus

9KpaH, IPOEKTOP, KOMIIBIOTEP
VueOuble  aymuropun s | Mebesb: yaeOHas meOenb Microsoft Windows 8, 10
MPOBEICHUS 3ansaTuid | TexHudyeckue cpencrea | Microsoft Office Professional
CEMHHAPCKOTO TUIIA, IPYIIIOBBIX | O0yUYeHHUS: Plus
u UHIUBUIYAIBHBIX | 9KpaH, MPOSKTOP, KOMITBIOTEP
KOHCYJIbTAIIHH, TEKYILETO
KOHTPOJISI M IMPOMEXKYTOYHOM
aTTeCTAIU

Jis  caMocToATenbHOW  paboThl  OOy4aroUIMXcs  MPEeAyCMOTPEHbl  MOMEIIECHHUS,
YKOMITJIEKTOBAaHHBIE CIIEIMATH3UPOBAHHON MeOebio, OCHAIEHHbIE KOMIBIOTEPHON TEXHUKOH ¢
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BO3MOXKHOCTBIO TIOAKITIOUEHHS K ceTu «VHTepHeT» M oOecnedeHneM J0CTyNa B 3JIEKTPOHHYIO
UH(POPMALMOHHO-00pa30BaTEIbHYIO CPEly YHUBEPCUTETA.

JOCTYTIOM B SIIEKTPOHHYIO MH()OPMAITOHHO-
oOpa3oBaTenbHyl0 cpeay 0oOpa30BaTENbHON OpraHu3alluy,
BeO-KaMepHl, KOMMYHHKAIIHOHHOE obopynoBaHwue,

oOecreunBaroIee JOCTYI K CETH HHTEPHET (MPOBOAHOE
CoellMHEeHHe U OEecIpOBOAHOE COEIMHEHUE IO TEXHOJIOTHU

Wi-Fi)

HaumenoBanue OcCHaIEHHOCTD ITOMEIICHHH IS CAMOCTOSTEIFHOU PabOThI Ilepeuenn
TOMEIICHUH TSI 00yJaroImuXCst JUIIEH3UOHHOTO
CaMOCTOSITEIIBHOM MIPOTPaAMMHOTO
paboTHI obecrieueHus
00yJaronmxcs
ITomemnienue s | Mebenb: yueOnast meOenb Microsoft
CaMOCTOSTEITHLHOM KommiekT crenuanmsupoBanHoii mMebenn: xommeioTepbe | Windows 8, 10
paboThI CTOJIBI Microsoft Office
00yJaronmxcs Oo6opymoBaHue: KOMITBIOTEPHAs TEXHUKA ¢ MOaKIIoueHreM K | Professional
(YUTATBHBIHA 3a11 | uHPOPMAIIMOHHO-KOMMYHHKAIIMOHHON ceTn «MuTepuer» u | Plus
Hayunoi JOCTYIIOM B ANEKTPOHHYIO nH(POPMAIIMOHHO-
OMOIHOTEKN) o0Opa3oBaTenbHyI0 cpeay O0O0pa30BaTENbHON OpraHU3alluy,
BeO-KaMephl, KOMMYHHKaIMOHHOE o0opynoBaHue,
obOecrnieunBaroiee JOCTYI K CETH HHTEPHET (IMPOBOIHOE
COCJIMHEHHE M OECIpPOBOJHOEC COCJAMHEHHE 10 TEXHOJIOTUH
Wi-Fi)
IMTomermenue st | Me6Gerb: yueOHas mebenb Microsoft
CaMOCTOSITeTHHON KomrutekT crenuanu3upoBanHoi mebenn: xommbiorepabie | Windows 8, 10
paboThI CTOJIBI Microsoft Office
oOyJaronmxcs O6opymoBaHue: KOMITBIOTEpHAs TEXHUKA ¢ MoaKIIoueHreM K | Professional
(aymn.409) nH(pOPMAHOHHO-KOMMYHHUKAIHOHHOW cetn «MuTepueT» u | Plus
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