MUHHUCTEPCTBO HAYKHU U BBICIIET'O OBPA3OBAHMS POCCUMCKOM OEJIEPAIINA
denepaibHOE TOCYAAPCTBEHHOE OI0/PKETHOE 00pa30BaTelIbHOE YUPEIKICHHUE
BBICHICTO 06pa3013aH1/I;1
«KYBAHCKUI T'OCYJAPCTBEHHBI1 VHUBEPCUTET»
CDaKYJIBTeT YIIPaBJICHUA U IICUXOJIOTHUH

VTBEPIKJIAKD

[Ipdpertop o yaeOnon i)a(mw.
KauGETEy 00pasoBARAAH 1epBbIii
[IPOPRKRTUP
M7 L iXarypos T.A.

AN

C i
NOJITUCH

«31» mast 2024 r.

PABOYASA TIPOT'PAMMA JUCHUITJIMHBI (MOJAYJIA)

b1.B.02 «HopmatuBHO-TIpaBOBOE U JOKYMEHTAIIMOHHOE O00eCIeueHue
TPYAOBBIX OTHOILICHUI»

Hanpasnenue noaroToBku 38.04.03 YmpaBiieHre nepcoHAIOM

HampaBnenHocts (poduiib) Crparernueckoe M oneparmoHHOE
yIpaBJIeHHE EPCOHATIOM Ha
MPEANPUATHSIX B IPOU3BOACTBEHHOM

cdepsl
dopma o0yueHus Ounas
KBanudukanus BbITyCKHHKA Maructp

Kpacnonap 2024
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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);

- U3yYeHHE BUIOB O(PHUMAIBHBIX JIOKYMEHTOB M TpPEOOBaHMM K MX COCTaBICHUIO U
oopmienuio;

- orpeieieHue croco00B TOKYMEHTHUPOBAHUS U CUCTEM JIOKYMEHTALIUY;

- NpUMEHEHHE TIPABUII OPTaHU3AIMH PA0OTHI C TOKYMEHTaMH CITY>KOBI ITepcoHala,

- OCBOCHME TOpsJIKA OpPraHM3alUU paboT MO JAEIONPOM3BOJCTBEHHOMY OOCIYKUBaHHIO
TPYIOBBIX OTHOIICHU;

- npuodpereHue yMeHuil opopMIICHHsI PEKBU3UTOB, CO3/IaHHE IIA0JOHOB JOKYMEHTOB
C TIOMOIIIBIO CIIELUATIN3UPOBAHHBIX IPOrPaMM;

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

Kon v HauMeHOBaHuE Pe3ynbTarhl 00yueHuUs MO JUCIUILTUHE
WHIUKaTopa™
MK-1. ClIOCOBEH PA3PABATBIBATH CUCTEMY CTPATEITHTYECKOI'O U OITIEPAIITMOHHOI'O
YIIPABJIEHUS NIEPCOHAJIOM
IIK-1.UIIK- 1. 3uare ocHOBBI | Biageer oTHENbHBIMM 3HAaHWSAMH B 00JacTH 3akoHomarelbcTBa PD o
3aKOHOAATEJLCTBA PO 0 | TIepCOHANBHBIX TaHHBIX, OCHOBBI TPYAOBOTO, ApXUBHOTO, aIMUHIUCTPATUBHOTO,

MepPCOHAIbHBIX AAHHBIX, | MUTPAIJMOHHOTO, HAJIOTOBOTO 3aKOHOJATENbCTBA, 3aKOHOJATEILCTBA B cepe
OCHOBBI TPYAOBOro, apxuBHoro, | OT

aIMHMHUCTPATUBHOIO , | B memom, Bmameer 3HaHMAMH B O00JacTH 3aKoHojaTenbcTBa PD o
MUIPAllTMOHHOTO , HAJOroBOIo TMEPCOHAJIBHBIX TaHHBIX, OCHOBBI TPYI0BOT'O, apXUBHOTO, A/IMUHUCTPATUBHOT O,
3aKOHOJATe/IbCTBA, MUTPAIMOHHOTO, HAJIOTOBOTO 3aKOHOJATENbCTBA, 3aKOHOJATENILCTBA B cepe

3aKoHoAaTeabcTBa B chepe OT | OT

VBepeHHO BrajeeT 3HaHWAMH B oOjacTh 3aKoHoJaTenbcTBa PD o
TMEPCOHAIBHBIX TaHHBIX, OCHOBBI TPYI0BOT'O, apXUBHOTO, A/IMUHUCTPATUBHOT O,
MUTPAIMOHHOTO, HAJIOTOBOTO 3aKOHOIATENbCTBA, 3aKOHOIATENICTBA B chepe
OoT

[K-2. CIIOCOBEH PEAJIN30BBIBATh CUCTEMY CTPATETMYECKOI'O 1 OITEPAIITMOHHOI'O
YIHPABJIEHUMSA TEPCOHAJIOM

K-2.UIK- 1. Cnocoben | OGiasaer 3HaHUSMHM B OOJIACTH peajM3alldd CHCTEMBI CTPATErHYecKOro H
pean30BbIBATh CHCTEMY | ONEpPaliOHHOTO YIPaBIEHUsI IEPCOHAIOM

CTPATern4ecKoro 4 | B 1memoM, ¢ NOMOIIBIO 3KCIIEPTOB CIIOCOOEH peaNn30BbIBATH CHUCTEMY
ONepauMoOHHOr0  YNPAaBJIEHMS | CTPATETMYECKOTrO U ONEPALlMOHHOIO YIPaBJICHUs IEPCOHATIOM

MEePCOHAIOM Croco0eH caMOCTOSITEIFHO peaM30BBIBAaTh CHUCTEMY CTPaTETHYECKOTO H

OIMNCPAIMOHHOTO YITPABJICHUSA TICPCOHATIOM




Kon u HanmenoBanue
WHAUKaTOopa™
IIK-3. CIHOCOBEH A/MHMHHUCTPHUPOBATHL IIPOLECCBI M JOKYMEHTOOBOPOT IIO
CTPATEITMTYECKOMY U OIIEPAIIMOHHOMY YIIPABJIEHUIO TIEPCOHAJIOM

P€3yﬂbTaTI)I O6y‘{eHI/IH 10 JUCHMITIMHE

IIK-3.UIIK-1 3HaeT OTHeNbHBIC JOKYMEHTHI, HeOOXOAMMBIE IJISI COTIPOBOXKICHHS IIPOIIECCOB
Ymern o0ecrneyuBaTh | MO0 YOPABICHHUIO MEPCOHAIIOM B  COOTBETCTBUH C  TpeOOBaHHAMHU
JOKYMEHTAIIHOHHOE 3aKOHOJATETLCTBA
CONPOBOKAECHHE NpoueccoB mo | B memom, ymeer obecnedynBaTh JOKYMEHTAI[MOHHOE COIMPOBOXKICHHE
YOPABJIEHHI0 MEPCOHAJIOM B | MPOIECCOB IO YMPABICHUIO EPCOHAIOM B COOTBETCTBHU C TPEOOBAHUSIMU
COOTBETCTBHU C TPEOOBAHMSIMHM | 33aKOHOJATENIHLCTBA

3aKOHOAATEJIBCTBA YMeeT caMoCTOSATENIbHO 00ecreunBaTh JTOKYMEHTAlMOHHOE COMPOBOXKACHHE
MPOIIECCOB MO YIPABJICHUIO MEPCOHAIOM B COOTBETCTBUU C TPeOOBAHUSAMU

3aKOHOJATCJIbCTBA

Pe3yJIBTaTbI O6y‘IeHI/I$I o JUCHUIIMHE AOCTHUIAIOTCA B paMKaX OCYHICCTBJIICHHA BCCX BHUIOB
KOHTaKTHOM M CaMOCTOATENbHOM paboThl 00yUaIOIUXCS B COOTBETCTBUU C YTBEPKACHHBIM YUEOHBIM
TUTAHOM.

NuankaTopsl JOCTHKEHHUS KOMIIETEHUMH CUMUTAIOTCA CHOPMUPOBAHHBIMHU TMPU JOCTHIKEHUU
COOTBETCTBYIOIIMX UM PE3YJIbTaTOB O0yUYEHUSI.

2. CTpyKTypa  coaep:KaHue TUCHUILINHBI

2.1 PacnpenesieHne TPYA10EMKOCTH JUCHHUILIMHBI IO BUIaM padoT

OO6mass TpyJOEMKOCTh IUCIHUIUIMHBI COCTAaBIAeT 4 3a4eTHBIX EIUHUIL

acrpeiesieHue 1o BUaaM padoT NpeICTaBICHO B TA0JIUIIE

(144 wgacoB), ux

Buast pabot Bcero dopma oOyueHus
4acoB OYHO- 3a04yHast
OuHast
3a0uHas
2 X X X
ceMecTp ceMecTp ceMecTp Kypc
(gackr) (gacsr) (uachl) (gachl)

KonTakTHasi padoTa, B TOM 4HcJIe:
AyauTopHble 3aHATHS (BCET0): 58,3 58,3
3aHATHS JICKIIMOHHOTO THIIA 20 20
nab0paTopHbIe 3aHATHUS - -
MPaKTHYECKUE 3aHATHS - -
CEeMHMHAPCKHE 3aHSTHS 38 38
HNHasi KOHTaKTHas padoTa:
KonTpois camocTosTenbHOM paboThI
(KCP) i i
[Ipomexxyrounas arrecrarus (MKP) 0,3 0,3
CamocrosiTesbHast padoTa, B TOM 59 59
qucie:
Pedepar/acce (moaroroska) 4 4
CamocTosTeNnbHOE H3YyYCHHE  pa3JielioB, 51 51
CaMOIIO/ITOTOBKA
[ToAroToBka K TECTUPOBAHUIO 4 4
KontpoJsb: 26,7 26,7
[ToaroroBka K 9K3aMeHy
Ooman Jac. 144 144
TPYA0EMKOCTH B TOM YHCJIe

KOHTAKTHasA 58,3 58,3

padorta

3a4. e 4 4

2.2 Conepxxanme Q¥ CHUNLTHHBI

Pacrnipenenennie BU10B yueOHOM paOOThI U UX TPYJOEMKOCTH IO pa3fiesiaM AUCIUILITUHBL.

Pa3nens! (TeMbl) TucuuIuIMHbBI, n3ydaeMbie Bo 2 cemectpe (1 kypce) (ounast opma oOydeHust)




KosmuectBo yacos
Breaynut
Ne HaunmeHoBaHue pa3nenos (Tem) AYZMTOPHaZ OpHas
Bcero pabota
pabora
J 113 JIP CPC
Paznen.1 IlonsTue u 3HaUYeHHE JOKYMEHTALTUOHHOTO
1. 40 7 13 - 20
obecrnieueHusl yIpaBieHHs IEPCOHATIOM
2 Paznen 2. OCHOBBI TOKyMEHTAIIMOHHOTO O0EeCTICUCHHS 40 7 13 i 20
YIPABJICHHS IEPCOHATIOM
3 Pazpen 3. Cucremaruzanmst u XpaHeHHE JOKYMEHTOBKAIPOBOH 37 6 12 i 19
CITYKOBI
HUTOI'O no pazdenram oucyuniumvl 117 | 20 38 - 59
Kontpoib camocrostensHoil pabotsl (KCP) 26,7 -
[Mpomexytounas arrecranus (MKP) 0,3 -
OO1as Tpy10eMKOCTh MO JIUCIUILTHHE 144 -

[Tpumeuanue: JI — nekmuu, 113 — npakrudeckue 3ansaTus / ceMuHapsl, JIP — maGopaTtopHble 3aHATHS,
CPC — camocrosTenbHas paboTa CTyAeHTa

2.3 Conep:xaHue pa3iesioB (TeM) THCIHIINHBI

2.3.1 3anATHA JEKIMOHHOTO THIIA

Haumenosanue dopma TeKyILETO
Ne Coxeprxkanue pazfena P yim
pazzena KOHTPOJIS
1 2 3 4

Paznen 1. Ilonsitue W 3HAYeHHE JOKYMEHTALMOHHOIO o0ecledeHNsI YIPABJIEHUSI TMEePCOHATIOM

Beenenue B kypc O6mee  npeacraeiende  Kypca.  Hasmauenme — u |[IpopaGoTka
comepxaHume Kypca. CBiI3p Kypca ¢ y4eOHBIMH |y4eOHOTO
JUCUMIUIMHAMHU. ~ 3HaueHWe Kypca B TOIATOTOBKE |(TEOPETHYECKOIO)

CIIELHAIMCTOB 10 YIIPABJICHUIO IEPCOHATIOM MaTepuana
IonsiTHe IToHATHS «IOKYMEHT», «I0KYMEHTO000pOT, IIpopaboTka
JOKyMEHTAIHOHHOTO «JIOKyMEHTAIIMOHHOE 00ECTIeUeHHE YIIPABICHUS. yueOHOTOo
obecrnieueHHs OcHoBHbIE TPeOOBaHNS, IPEBIBIAEMBIE K ODOPMIICHHIO  |(TeOpPETHUECKOTO)
yIpaBICHUSI JOKyMEHTAIIMH, IPeyCMOTpeHHbIe ['0cy1apcTBEeHHON Matepuana
[IEPCOHAIIOM. CHCTEMOU TOKyMEHTAIIMOHHOTO 00ECTIeUEHH s YIIPABICHHS
TpeboBanus, I'OCT P 7.0.97-2016. [Topsmokx 0OpaOOTKH U PErHCTPAIIHN
OpEeaAbABIIACMBIC K JAOKYMCHTOB, UX UHACKCAIIUU. PCFI/ICTpaLlI/IOHHLIe q)OpMI)I u
oopmiteHHIO ux 3anonHeHne. KoHTpob UCTIOMHEHNUS TOKYMEHTOB.
HOKYMCHTOB OCHOBHLIC OTJINYMA B IIOATOTOBKE IMPOCTHIX U CIIOKHBIX

MIPUKA30B. YUeT Cuelu(UKH PaCIOPsSIUTEIbHOTO
JIEHCTBUS IIPU COCTaBJIIEHUU IIPUKA30B 110 IIpUEMY,
MIEPEBOY, YBOJIBHEHHIO PaOOTHHUKOB. [1opsaaok
BHU3UPOBAHUS PUKA30B 1O JIMYHOMY COCTaBY, UX

pETHCTpAIIUH.
CoctaB U BHIBI [TonsiTue 1 3HAaUEHHE KaIPOBOM JOKYMEHTAIIHH. ITpopaboTtka
KaJpoBoil nokyMeHTanuu | Knaccudukanus kaapooi nokyMmeHTaruu. OCHOBHBIC y4eOHOT0
BH/JIbI JIOKYMEHTOB KaJIpOBOU CITYObI, 0COOCHHOCTH HX (TeopeTnveckoro)
cocrtaBjieHus. HopmaTtuBHO-TIpaBoBas 0asa, Matepuana

peraMeHTHpyoIas pa3paboTKy KaJIpOBIX TOKYMEHTOB.
Paznen 2. OcHOBBI JOKYMEHTAIIMOHHOIO 00ecneYeHnsI YIPaBJIEeHUs MEPCOHAIOM

TpeboBanus x [ItaTHoe pacnucanue (ct. 57 Tpynosoro Konekca PO)— [Ipopabotka
COZIEP>KAHMIO U ®opma mratHOro pacnucanus (popma T-3) yTBepikaeHa y4eOHOT0

0 OPMIICHHIO nioctadoBiieHueM ['ockomcrara Poccuu ot 5 ssaBaps 2004 (TeopeTHuEeCKoro)
JIOKAJIbHBIX roja Nel. MaTepuaia
HOPMaTHBHBIX aKTOB I10 [IpaBusia BHyTpEHHEr0 TPYAOBOTO paclopsaKa Kak

YIPaBJIEHUIO JIOKaJIbHBIA HOPMATUBHO-TIPABOBOM aKT,

MEPCOHAIIOM KOHKPETHU3UPYIOLIUI MOPAJOK PEryIUPOBaHUS KITIOYEBBIX

BOIIPOCOB COLUAJIBHO-TPYAOBBIX OTHOILIEHUI Ha
MNpCaANpHUATHUH. O6IIII/II>'I NOPAAOK NOATOTOBKU JOKYMCHTA B
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cootBeTcTBUU €O CT. 190 TK PD. Ocobennoctu
odopMITeHUS IPAaBUII BHYTPESHHETO TPYIOBOTO
pacropsizika, cozepKaHue BOIIPOCOB, KOTOPEIE OTPAXKAIOTCS
B IIpaBIJIaX BHYTPEHHETO TPYIOBOTO PACIOPSIIKA.
Oco6eHHOCTH 00pallieHHs C IEPCOHANBHBIMU JAHHBIMU
pabOTHUKOB B COOTBETCTBHH C MOJOKEHUsIMHU T71aBhI 14 TK
P®. TpeboBanus k 00pabOTKe MEPCOHATBHBIX JaHHBIX
paboTruKa. [IpaBuia nepenadn HHGOpPMaIIUH,
cofeprKaIeii cBeieHus 0 paOOTHHUKE, TPETHUM JIHLIAM.
OTBETCTBEHHOCTH JOIDKHOCTHBIX JIHII, BAHOBHBIX B
HapyIICHUU HOPM, PETYJIUPYIONINX TOITy4YeHne, 00paboTKy
1 3aIUTy MIEPCOHANBHBIX JaHHBIX paboTHHKA. HCTPYKITHS
MO JOKYMEHTAITMOHHOMY OOCCIICUCHHUIO YIIPABICHUSI
nepcoHanoM npennpusatus. CTPYKTypa U COACpKAHUE
pa3JeNioB IJaHHOTO JOKYMEHTA.

lNocymapcTBennas
WHCTICKIUS TPpyIa U
MPOIIeypa IPOBEICHUS
MIPOBEPOK
JIOKYMEHTAlUN
KaJIpOBO CITyKObI

[TomHoMounsT ~ TOCYJapCTBEHHOM  WHCIEKIMH  TpyJa.
ITponenypa u mpaBuia MpOBEAEHUS IMPOBEPOK COONIOJCHUS
JIEHCTBYIOIIETO 3aKOHOAATeNbCTBA. Bubl mpoBepok. [Topsaok
0o(opMITEHUSI MEPOTIPHUATHIA IO KOHTPOJIIO.

CoctaB HOKYMEHTOB, TpeOyeMBIX OpraHaMH Haa30pa |
KOHTpOJII TPH TPOBEACHUU MpoBepoK. OTBETCTBEHHOCTh
paboronarers 3a HapyIICHNE JEHCTBYIOMIETO
3aKOHOJATENECTBA O TPYyA€ WM HETPaMOTHOE O(OpMIICHHE
KaJpoBOii JJOKyMeHTaluy, Bo3naraemas TpynossiM Konexcom
P® u KogekcoMm 00 aIMUHHUCTPATUBHBIX MPABOHAPYIICHUSIX

[TpopaboTtka
y4ebHOro
(TeopeTHyeckoro)
Marepuaa

DopMHUpOBAHUE U
BEJICHNE JIMYHBIX JIE1

JluaHoe meio  pabOTHWUKA Kak OCHOBHOW  JIOKYMEHT
MEPCOHATIFHOTO Y4eTa, B KOTOPOM XpaHITCcS HauOoJiee MOJIHbIE
CBEJICHUS O COTPYTHUKE U €r0 CIYKEOHOM NesTeTbHOCTH.
CocTtaB ¥ MOCIEIOBATENHHOCTh JOKYMEHTOB JHUYHOTO Jela.
OCOOEHHOCTH COCTaBJICHUS JIOKYMEHTOB JIMYHOTO JieNa:
JIMYHOI'O JIMCTKA I10 yquy Ka)Z[pOB, JOIIOJIHEHUS K J'II/I‘IHOMy
JUCTKY, aBToOWorpaduu W T.7. [IpaBuia BBIAAYH JTUYHOTO
JleJa BO BpEMEHHOE TNoJib3oBaHME. Ilopsnok cocTaBieHus
omnucH JInyHoro nena. Ilepegada TUYHOTO Jena Ha apXUBHOE
xpanenue. CocTaBlieHUE 3aBEPUTENHHON HAAMUCH JIMIHOTO
zena

IIpopaboTka
y4ebHOoro
(TeopeTnveckoro)
Marepuaia

JInunas kapTouka

JIndHag kapTOoYKa KaK OCHOBHOM IOKYMEHT MEPCOHAIbHOTO
ydeTa pabOTHHKOB OpraHu3anui. JJoKyMeHTHI, HA OCHOBaHUH

[IpopaboTtka
y4eOHOTO

KOTOPBIX 3aMOJHIETCs TUYHas KapTouka. [lopsaok (TeopeTndeckoro)
KOJIMPOBAHUS CBEJCHUII B TNYHON KapTOUKe. 3al0THEHUE Marepuaa
JINYHOU KapTO4KU. [TopsiioK BHECEHHS UCTIPABICHUN U
M3MEHEHHUH B IMYHYIO KapTOUKy PabOTHHKA.

JlokyMeHTHpOBaHUE JlokyMeHTHpoBaHME @polecca JBWkeHHs Kajapos  Ha|llpopabotka

MPOIIECCOB ABMKCHHUS
KaJIpOB

MpeANPUATHH KaK BKHeHIIas pyHKIHUS OT/era KaapoB. Bumpr
JIBIDKEHUS KanpoB. CXeMBl IpHeMa, MEepeBOfad, YBONBHEHUS
paboOTHHKOB.

Odopmnenne mnpuema padoTHHKOB. CoCTaB JTOKYMEHTOB,
TpeOyeMbIX MpH TpueMe Ha paboTy B COOTBETCTBHH C
TpynoseiM Konekcom PO.

IMopsinok 3aKarOueHHs] TPYAOBBIX JOTOBOPOB C HOCTOSIHHBIMU
¥ BPEMEHHBIMH paOOTHHKAMH.

OCOOCHHOCTH ~ COCTaBJICHHS  yHU(HIHUPOBAHHBIX  (QOpM
MPUKA30B 110 INYHOMY COCTaBY, Kacaromuxcs npruemMa (popma
T-1, T-1a).

OdopmieHne mepeBoa, NEpeMENIeHUs, KOMaHANPOBAHUS
paboTHNKOB. OcoOeHHOCTH OQOpPMICHNS W OCHOBAaHUS
Pa3IMYHBIX BUJIOB IepeBoja (IIepeBoj] Ha JApYyTylo paboTy Ha
TOM K€ TIPeNNpUsITHH; TepeBoA Ha paboTy Ha JIpyroe

yaeOHOTO
(TeopeTndeckoro)
Marepuana
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MPENpUsATHE; TIEpeBO] Ha paboTy B JAPYTYIHO MECTHOCTH).
Oco0eHHOCTH  COCTaBJICHUS  yHUDUIUPOBAHHBIX  QOpM
MPUKa30B TI0 JIMYHOMY COCTaBy, KACAIOIIMXCS IEpeBoaa
(dbopma T-5, T-5a), komanaupoBanus (popmsl T-9, T-9a, T-10,
T-10a). Opopmnenue ormycka. [IpaBuiia ¥ cpoKH IOATOTOBKH
rpaguka ormyckoB (¢opma T-7). OcoOEHHOCTH COCTaBICHUS
VHEDUIUPOBAHHBIX (OPM IMPHKA30B IO JHYHOMY COCTaBy,
Kacaroruxcs ormycka (¢popma T-6, T-6a).

Odopmnenue  yBoimpHeHHA  pabOTHHKOB.  OCHOBaHHS
MpeKpalleHnuss TPYAOBOTO JIOTOBOpa B COOTBETCTBUH C
HOPMaMH  TPYAOBOTO TpaBa; MpaBwia  OQOPMIICHUSI
MpeKpalleHuss TpyaoBoro goroBopa. (OTBETCTBEHHOCTb
paboTofarens 3a HE3aKOHHOE YBOJIbHEHUE PAOOTHHUKOB.

Oco0eHHOCTH  COCTaBJICHUS  YHHU(DUIUPOBAHHBIX  QOpM

MPHUKa30B IO JINYHOMY COCTaBY, KAaCAIOIIUXCS YBOJBHEHUS
pabotHuKOB (hopmer Ne T-8, T-8a). Ilopsimok perucrpannu
MPHUKA30B I10 JITYHOMY COCTaBY

Benenue TpynoBbIx
KHIDKEK

[Monsitne TpymoBolt KHMEKKKA. Dopma TPYyAOBONH KHHKKH.
HopmaTtuBHO-MeToAnYeCKast 6aza,
perimaMeHTupyoomas  HOPSOOK  BEACHHS,  3aIlOJHCHHS

TPYJIOBBIX KHWXKEK, oOecriedeHuss HMH paboTomareliei.
3anonHeHue CBeJeHUH 0 paboTHHKE. 3arojHEeHHe CBEIeHUH 0
paboTe. 3amoHeHNE CBEACHUH O HarpaKJIeHUH. 3aloTHEHUE
CBeJIcHHH 00 yBOJIbHEHHH (TIpEKpamieHUH TpPYAOBOTO
jporoBopa). OcCOOEHHOCTH  3allONIHEHUS]  CBEACHHH 00
YBOJIFHEHHH W TpHeMe Ha paboTy B CBS3U C IIEPEBOJOM
paboTHHKA.

BHeceHne M3MEHEHHI U JONOTHEHUHA B TPYAOBYIO KHIKKY.
JyOmukat TpyI0BOY KHIXKKH. Bhimadya Tpyq0BOM KHIKKH TIPU
YBOJbHEHHH (TIPEKpaIleHHH TPYIOBOTO JOTOBOpa). Brumamprmn
B TPYAOBYIO KHIDKKY. YUET W XpaHCHHE TPYIOBBIX KHIDKEK.
JlokyMeHTauusi 1O Yyd4eTy OJIaHKOB TPYIOBBIX KHIDKEK
(IpuxXoqHO-pacXoHass KHUTA IO Y4eTy ONaHKOB TPYIOBBIX
KHIDKGK W BKJIQABIIICH K HAM, KHHTA y4YeTa JBIKCHUS
TPYAOBBIX KHIKEK U BKJIabIIIei K HUM). OTBETCTBEHHOCTH 32
COOITIOZICHUE TOPSIIKA BEICHHUS TPYIOBBIX KHIDKEK.

IIpopaboTka
y4ebHOro
(TeopeTnveckoro)
Mmarepuaia

Paszgen 3.

Cucremaru3aums ¥ XpaHeHHMe JOKYMEHTOB KAa/IPOBOii CIyKObI

Homenknatypa nen
KaJIpOBOH CITyKOBI

[lonatue HomeHwiaTypsl nen. llopsmok — cocTaBieHHS

HOMEHKJIATYPBI JIeTT KaJPOBOH CITy>KOBI.

IIpopaboTka
y4ebHOro
(TeopeTnueckoro)
Mmarepuaia

DopMupoBaHUE AEI

TpeboBauus, MpexbsIBIsIEMBIE K 3aT0JIOBKAM €. DJIEMEHTHI
3aroJ0BKOB J€EIl.

IIpaBuna rpynmupoBKH MOKYMEHTOB B Jefia, O(OPMIICHUS
3aroJoBKOB jael. [Ipu3Haky rpyImupoBKH TOKYMEHTOB B €.

[IpopaboTtka
y4ebHOTO
(TeopeTndeckoro)
MarepHuaia

[Topsinok moAroToBKM

JIOKYMEHTOB K

apXUBHOMY XPaHECHHIO

ITopsinoK MOArOTOBKM NOKYMEHTOB K apXMBHOMY XPaHEHHMIO.
Knaccudukanust JOKyMEHTOB IO CpPOKaM  XpaHCHHS.
TpeboBaHus, TpPEABSIBISIEMBIC APXUBHBIMH CIYy)KOaMH K
JOKYMEHTaM, CIaBa€MbIM B apXHUB. OpFaHI/ISaHI/IH MIPpOBEACHUA
9KCIICPTU3BI ICHHOCTU TOKYMCHTOB.

Yactuynoe wu momHoe odopmwiieHue jgen.  [lopsmox
odopMiIeHUsT OOJOXKEK el MOCTOSHHOTO M BPEMEHHOTO
cpokoB xpaHeHusi. CocTaBieHre U 0(hOPMIICHHE OTHICEH JIeI.
CocTraBiieHue 3aBepUTEIbHON HAAIIUCH JEa.
AJMUHHUCTpPAaTUBHAS  OTBETCTBEHHOCTh 3a  HapylleHHE
JICHCTBYIONIETO 3aKOHOJATENBCTBA 10 APXUBHOMY JETY.

[IpopaboTka
yaeOHOTO
(TeopeTHyecKoro)
Mmarepuasa




2.3.2 3aHATHSA CEMHHAPCKOI0 THNA (MPaKTHYeCKHe / CeMMHAPCKHE 3aHATHS)
OHCHHBaHI/Ie IMPAKTUICCKUX 3aI[aHPII71 BXOAWT B HAKOIIJICHHYIO OLICHKY.

No HanmenoBanune TemaTnka MpakTUIECKUX 3aHITHH ®dopma TeKyIIero
h pasnena (ceMruHapOB) KOHTPOJIS

1 2 3 4

1 |Pa3pen 1 TpeGoBaHust K 0(pOPMJICHUIO TOKYMEHTOB! IIpoBonutcs B
[onssTne wu 3HayeHme|O030p HOPMATHBHO-TIPABOBOM 0a3bl JTOKYMEHTAIIHOHHOTO|(hopMe
JOKYMEHTAIHOHHOTO obecnievenus ynpasnenus. [OCT P 7.0.97-2016. MIPAKTHYECKOTO
obecrieyeHust [TonsiTHE peKBU3NUTA TOKYMEHTA, TPEOOBAHUS, IPEABSIBISICMBIC|3aHATHS,
yhpasJieHHsI K O(OPMIICHHIO PEKBHU3UTOB M MX PACHONIOKCHHUIO HA OJIaHKe|Mpenmnonaraet
NepPCOHATOM JOKYMEHTA. aHaN3

[Tpumanue TOKyMEHTY FOPUIUIECKON CHIIEI. CUTYaIlHOHHBIX
CurtyanuonHoe 3aaanve «Omuoku B 0hOpMIIEHUN TOKYMEHTOB |32/ 1aHUMN.

2 CocTaB U BUABI Ka/IPOBOii TOKYMEHTAIUH
OcHOBHBIC KJIacCU(PHUKAIUHN KaJPOBBIX JTIOKYMECHTOB.
[Mprkasel 1O  JNTHYHOMY  COCTaBy  KaKk  OCHOBHOM
pacropsINTEeNbHBIA JTOKYMEHT, COCTAaBISIEMBIH B IIpoIiecce
JIOKYMECHTHPOBaHHUS byHKIU KaJpOBO CITyKOBI.
CHuTyalioHHOE 33/TaHUe «AHAIN3 KaIpOBOH TOKYMEHTALIUH TI0
(YHKIUSM yTIPaBICHUS ITEPCOHATIOM)

3 (Paspen Il TpeGoBanusi K COAEPKAHMIO U 0(OPMJIEHHIO [IpoBomuTCst B
OcHOBBI JIOKAJILHBIX HOPMATHBHBIX AKTOB MO YNPAaBJIEHUIO dopme
JTOKYMEHTAINOHHOTO nepconagom. CuryanuonHoe 3afganne «OMMOKH B IITATHOM |IPAKTHYECKOTO
obecrneyeHust pacrucaHuu» 3aHATHA,
ynpaBJieHUst CuTyalnnoHHOE 3aaHie KAYINUT MPABHI BHYTPEHHETO TperonaraeT
NepCcoOHAIOM TPYIOBOTO pacropsinka» CHTYallMOHHOE 3aJaHue aHaIu3

«[lonoxxenne 00 006pabOTKe MEPCOHATBHBIX TAHHBIX. CUTYallMOHHBIX
Kakum emy OBITE?» 3aJTaHUH.
PazpaboTka JOKyMEHTOB, KacaIOMINXCs 3aIUTHI
MEPCOHABHBIX TAHHBIX COTPYAHUKOB OpTaHU3aINN
4 dopmupoBanne u BeaeHne JHYHBIX Aea. COCTaBICHUE
JOKYMEHTOB JIMYHOTO JIENIa COTPYIHUKA IO OCHOBHBIM
3TarnaM paboThI TIepcoHama (prUeM, IepeBol, YBOJIbHEHNUE,
arrecramys u T.1.). CocTaBiIeHHe BHYTPEHHEH OIICH
JIOKYMEHTOB JIMYHOTO JIEJIa.
CocTapneHne 3aBepUTEIbHON HAIHICH.
[MoaroroBka TMYHOTO Jeiia TS IIepeIadd Ha apXUBHOE
XpaHeHUE.
5 JInuHasi KapTOUKa.
CocTraBlieHHe TUYHOW KapTOYKK pabOTHHKA.
Bnecenne n3mMeHeHMi U NCIIPABICHUN B IUYHYIO KapTOUKY.
KapTOTCKa JIMYHBIX KapTOYCK: IIpaBUJia BEACHU.
6 JoxyMeHTHPOBaHHE NMPOIECCOB IBUKEHUS KATPOB.

[TomaroBas mpornenypa oGopMIICHHS OCHOBHBIX KaJPOBBIX
npouenyp (mpuem, NepeBoI, epeMelleHne, MPEI0CTaBIeHHEe
OTITyCKa, KOMaHAWPOBAaHUE, YBOJIbHEHUE).

OCOOEHHOCTH MOJITOTOBKY MPHUKA30B [0 TUYHOMY COCTaBY.
CuryalmoHHbIE 3a/1aHus «AHAIU3 TPYJOBOTO JOTOBOPa»,
«[Ipuem Ha paboTy», KAyIUT YBOJBHEHUII»

Benenue u XxpaHeHHe TPYIOBBIX KHHKEK. 3allOHECHHE
TUTYJIBHOTO JINCTA TPYJOBOU KHIKKH.
3anonmHenue pazgena «CejeHUs o padoTey». 3aroiiHeHUe
paznena «CBeJieHUs 0 HarpaXISHUSIX).
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BHecenre naMeHeHU 1 JOMOIHEHUH B TPYAOBYIO KHUXKY.

8 HomenkiaTypa nen kaapoBoii cay:x0bl. [lonsatue
HOMEHKNATypbl nen. CocTaBiieHHE HOMEHKIATYPHI el
KaJIpOBOH CITyKOBI.

9 |Pazpmea Ill. ®opMupoBanue aeJ. [IpoBoauTcs B
CucremaTu3anusa u TpeboBanus, mpeAbABIIEMbIe K HOPMHPOBAHUIO dopme
XpaHeHHe I0KYMEHTOB JIeJT KapoBoii city:k0b1. DopMUpOBaHHE 3ar0JIOBKOB MPAKTUYECKOTO
KaJPOBOii CJIY:KObI Jiedl. 3aHATHA,
mpeoaraet
10 I[Mopsinoxk TMOATOTOBKH JAOKYMEHTOB K AapXUBHOMY |aganu3
XPaHCHHIO. CUTYallMOHHBIX
[ToaroroBka OOKYMEHTOB K apXHUBHOMY XpaHEHHIO. 3a/IaHMIA.

[lomroe m wacTHyHOE OpOPMIICHUE JETI.
[IpoBeneHue sKCHEPTU3BI IEHHOCTH JOKYMEHTOB.

[Ipy u3yueHUW AMCUUIUIMHBI MOTYT MPUMEHSTCS JJIEKTPOHHOE OOyuYeHHe, JAUCTAHIIMOHHBIE
obpazoBarenbHble TexHOoJoruu B cooTBeTcTBUM ¢ DI'OC BO.

2.3.3 KypcoBble padoThl — He IPeyCMOTPEHBI.

2.4 IlepeueHb yuyeOHO-MeETOAMYECKOr0 olecmeveHUs: IJIsi CAMOCTOSITEIbHON PadoThI

00y4YAIIHUXCH 10 JUCHHUILINHE (MOYJII0)
IepedyeHs yueOHO-METOAMIECKOTO OOECIICUeHHUS TUCIIUILIHHEI IO BBHITIOJTHEHUIO
Ne Bun CPC CaMOCTOSATEIFHON pabOTHI

1 |[IpopaboTka TEOPETHYECKOTO
MaTepuana  (TMOATOTOBKa K

POOJCMHBIM CEMHHAPAM) Metoauueckie peKOMEHJAIMM JJisl CTYJIEHTOB HAampaBieHHs YNpaBiICHHUE
2 |BblmosiHEeHWE WHIMBHIAYaAIbHBIX |[IEPCOHANIOM IO BBIMOJIHEHHIO MHCbMEHHBIX PabOT, CaMOCTOSATEIbHOH pPaboTBI,
3alaHUI (moaroroBka|yTBep:KACHHbIE Kadelpoil ympaBlIeHUS IIEPCOHAJIOM U OPraHMU3allMOHHOU
COOOIICHNH, TIPE3CHTAIINH) TICUXOJIOTHEN
3 |[logrotoBka K  TeKylleMy
KOHTPOJIIO

Y4yebHO-MeTOANYECKHE MaTepuasbl JJII CaMOCTOSTEIbHOW pabOThl OOYyYaroIIUXCsl W3 YHUCiIa
MHBAJIUOB U JIML C OTPaHUYEHHBIMU BO3MOKHOCTSAMH 3710poBbst (OB3) npenocTaBistoTcs B popmax,
Q/IaTITUPOBAHHBIX K OTPaHUYEHUSIM HX 3I0POBBS M BOCTIPUATHS HHPOPMALIUH:

Jlnist T ¢ HapyIIEHUSIMH 3pEHMSL:

— B IieyaTHOU (popme yBeIMUEHHBIM HIPUPTOM,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA,

— B ¢popMe ayauodaiina,

— B reyatHo (opme Ha si3bike bpaitns.

Jljig U1 ¢ HapyIIeHUSIMU CyXa:

— B I1e4aTHoi (opme,

— B (popMe dJIEKTPOHHOTO IOKYMEHTA.

JUist Tu1 ¢ HapyIIEHUSIMHM OTIOPHO-/IBUTATEIBHOTO amnmapaTta:

— B TIe4aTHOU opme,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA,

— B ¢popMme ayauodaiina.

JlaHHBI TIepedYeHb MOXKET OBITh KOHKPETH3HUPOBAaH B 3aBUCHUMOCTH OT KOHTHHIEHTa
oOydJaronuxcs.

3. O0pa3oBaTejibHBbIC TEXHOJIOTHH, IPUMEHsIEMbIe IPH OCBOCHUM JMCIUILIHHBI (MOAYJIsT)

B xoze n3ydeHust AUCHUILTUHBI TPETyCMOTPEHO UCIIOIB30BAHKE CIIETYIOIINX 00pa30BaTENbHbBIX
TEXHOJIOTUH: JIEKIMH, MPAKTUYECKHE 3aHATHUA, MpoOJiieMHOe oOydeHue, MOAYJbHas TEXHOJIOTus,
HOJArOTOBKA MUCbMEHHBIX aHAIUTUYECKUX padoT, caMOCTOsITeNIbHAs paboTa CTYACHTOB.



KoMmneTeHTHOCTHBI TMOAXOA B paMKax MpernojaBaHusl JUCHUIUIMHBI peaanu3yercs B
MCIOJIb30BAaHNN MHTEPAKTUBHBIX TEXHOJIOTHI U aKTUBHBIX METOJIOB (IIPOEKTHBIX METOAMK, MO3TOBOTO
mTypMa, pa3dopa KOHKPETHBIX CHUTYyallMid, aHajiu3a TIeIarorHYeCKuX 3ajad, MeJaroru4eckoro
9KCIIEPUMEHTA, UHBIX ()OPM) B COUETAHUU C BHEAYIUTOPHON pabOTOM.

HNudopmannoHHbIe TEXHOJIOTHH, IPUMEHSEMbIC TIPU M3YUYCHUH JAUCIUTLIINHBI HCIIOJIb30BAHUE
MH(OPMALIMOHHBIX  PECYPCOB, JOCTYNHBIX B HH(GOPMALHMOHHO-TEJIEKOMMYHUKAMOHHON CETH
NurtepHer.

AnantuBHble 00pa3oBaTeNibHbIE TEXHOJIOTUH, IPUMEHSIEMbIE TPU U3YUEHUH TUCHUIUIMHBI — JIJIS
JUL C OTPAHUYEHHBIMHA BO3MOXHOCTSMH 3J0POBbS IMPEIyCMOTPEHA OPraHU3alUs KOHCYJIbTAUH C
HCIIOJIb30BAHUEM 3JIEKTPOHHOU MTOYTBHI.

4. OueHoYHbIe CpeACTBa AJI TeKYILIero KOHTPOJISI YCIeBAeMOCTH M IPOMEKYTOYHOM
aTrecTanuu

O1eHOuHBIE CpeiCTBA MPEAHA3HAYEHBI [l KOHTPOJIS U OLIEHKH 00pa30BaTeIbHBIX JOCTHKEHUI
o0yJaromuxcs, OCBOMBIIMX IporpamMmy y4yeOHOW mucuuiuimabl «HopmaTtuBHO-TIpaBoBOE U
JOKYMEHTAlMOHHOE 00eCIIeYeHHE TPYIOBBIX OTHOILICHUID.

OneHouyHbIE CpEJCTBAa BKIJIIOYAET KOHTPOJIbHBIE MaTepualibl JJsi HPOBEICHUS TeKyllero
KOHTpPOJsE B (opMe TECTOBBIX 3aJaHMi, JOKJIaJa-MpPe3eHTaluu 10 NpoOJIEeMHBIM BOIpPOCaM,
pPa3HOYPOBHEBBIX 33aHNH, CUTYAIIHOHHBIX 33134 U MPOMEKYTOYHOI aTTecTalum B opMe BOIIPOCOB
K DK3aMEHY.

CprKTypa OLHCHOYHBIX CPEACTB NJIA TeKyIlleﬁ H 1 OMe)KyTO‘-IHOﬁ arrecranumu
Ne | Kon ®  Hamvenoamie HaI/IMeHOBaLHI/Ie OIIGHOYHOI'O CPEJICTBA
W | mmxaTopa Pe3ynbTaThl 00yueHUs Texymmii ITpomexyTouHas
KOHTPOJIb aTTecTanus
Bnageer otnensHbIMEM  3HaHUsAMU B | Bonpocsl s Bonpoc Ha
obmactn  3akoHomarenscTBa P® 0 | ycTHOTO 9K3aMEHE
MIePCOHATBHBIX JTAaHHBIX, OCHOBHI | (ITHCEMEHHOTO) 1-5
1 TPYZIOBOTO, apXuBHOTO, | OIpoOca II0 TeME,
;IK_I'HHK_ L aJIMUHHCTPATUBHOTO, MHUTPALMOHHOTO, | pa3aeiry
3:1?::00;};2?11:ﬂ3a P, | HAnOrosoro 3aKOHOJIaTENbCTBA,
HCpCOH;l.JIbeIX TAHHDIX, 3akoHOHare’bcTBa B cepe OT
OCHOBBLI TPYZ10BOT0, B mernom, Braneer 3HaHusIMH B oOnactu | Pemenue Bormpoc Ha
apEHBHOTO, 3aKOHOJATENbCTBA PD 0 MepCOHANBHBIX | CUTYallUOHHBIX U | DK3aMEHE
2 | agmunncTpaTHBHOTO, JIAaHHBIX, OCHOBBI TPYJIOBOT'0, apXUBHOTO, | HPaKTHYECKUX 6-10
METPAWHOBHOLY , aIMHUHUCTPATHBHOTO, MHIPAIMOHHOTO, | 337434 IO IUIaHy
HATOIOBOIO HaJIOTOBOTO 3aKOHOJIATENICTBA, | MPOOIEMHOTO
32K0HOATENLCTEA, 3akoHozaTesbeTBa B chepe OT CeMHUHapa
32KOHOJATEILCTBA B YBepeHHO BiajieeT 3HAHUAMH B 00J1aCTH HO}Z[FOTOBKVa Bompoc Ha
chepe OT. 3aKoHOJaTeNbCTBa PP 0 mepcoHaNbHBIX | COOOIIEeHNHT o 9K3aMeHe
3 JTAaHHBIX, OCHOBBI TPYIOBOTO, apXHBHOTO, | IUIaHYy 11-15
aJIMUHUCTPATUBHOTO, MHUTPALMOHHOTO, | MPOOJIEMHOTO
HaJIOTOBOTO 3aKOHOJIAaTENbCTBA, | CEMHHApa
3akoHOJaTebcTBa B chepe OT
Obnagaer 3HaHWAMH B  oOmactu Bonpoct a1 Bonpoc na
YCTHOTO 9K3aMeHe
4 peain3alyy CUCTEMBbl CTPaTErHYeCcKOro (nChMEHHOTO) 16-20
u OTIEPALHOHHOTO yIpaBJIeHUS
ormpoca 1o TeMe,
MIEPCOHAIOM
IIK-2.UIIK- 1. Cnocoden ;};a:meny B
peain30BbLIBATH CUCTEMY CHICHHC onpoc Ha
cTpaTernueckoro “ B memom, ¢ TOMONIBIO 3KCIEPTOB | CHTyallMOHHBIX M | DK3aMEHE
5 | onepanmonnoro CIOCOOCH  peajM30BBIBATH  CHCTEMY | MPAKTHUYECKHUX 21-25
. ——— CTPAaTeTHUECKOT0 ¥  OMNEPAIMOHHOTO | 337134 IO IUIaHy
Hepconaom YIpaBJICHUs IEPCOHATIOM Ipo0IIEeMHOTO
ceMHHapa
Cnocoben camocrosaTensHo | Iloaroroska Bompoc Ha
6 pean3oBBIBaTh cucreMy | cooOIIeHHH 1Mo 9K3aMeHe
CTPAaTeTUUECKOr0 M  OHEPAIMOHHOIO | IUIaHy 26-30
YIpaBJICHUsI IEPCOHATIOM
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IPOOIIEMHOTO
ceMHHapa
3HaeT OTZEIIbHBIE JIOKYMEHTHI, | Bompocs! ans Bormpoc Ha
HEOOXOAMMBIE IS CONPOBOXICHUS | YCTHOTO 9K3aMEHE
7 MPOLIECCOB MO YIPABJICHUIO IEPCOHAIOM | (ITUCEMEHHOTIO) 31-35
MK-3.1UIIK- 1 B COOTBETCTBUM C TpeOOBaHUSAMHU | OIpoOca I10 TEME,
YMmeTh 00ecnieunBaTh 3aKOHO/IATEJIbCTBA paszzeny
AOKYMEeHTAHOHHOE Pemenne Bompoc Ha 3auere
B memom, ymeer obecreuuBarth
CONPOBOKIEHHE CUTYallMOHHBIX U | DK3aMeEHe
JIOKyMEHTAI[MOHHOE  COIPOBOXKACHHE
NPOLECCOB M0 MPAKTUYECKUX 36-40
8 MPOLIECCOB MO YIPaBJICHUIO IEPCOHAIOM
yHnpaBJIeHHIO 3aja4 1o IUIaHy
B COOTBETCTBUHM C TpeOOBaHUSIMHU
MepPCOoHAJIOM B IPOoOIEMHOTO
3aKOHO/ATEIbCTBA
COOTBETCTBHH € ceMHHapa
TpeOOBAHUSIMHU VYMeer camocrosTensbHo obecmeunBarhk | [logroroska Bormpoc Ha
3aKO0HO/aTeJIbCTBA JOKyMEHTAI[IOHHOE  COIPOBOXKACHHE | COOOIICHHUII MO 9K3aMEHE
9 TIPOIIECCOB IO YTIPABICHHUIO MTEPCOHATIOM | IUIAHY 41-45
B COOTBETCTBHH C TpcOOBaHUAMH | MPOOIEMHOTO
3aKOHOJIATENIbCTBA ceMHHapa

IToka3aTeu, KpUTEPHH U LIKAJIA OLleHKH COPMHPOBAHHBIX KOMIIETEHIHI

CooTBeTCTBHUE ypOBHeﬁ OCBOCHHA KOMIICTCHIIUH IIJIAHUPYCMBIM pE3yJIbTaTaM O6y‘I€HI/IH u
KPUTCPHUAM HUX OLICHUBAHUS

Kon un HanmeHOBaHHe IOPOTOBBIN | 6a30BbIif | IPOJBUHYTHII
MHJKaTopa OneHka
VY 10BIETBOPUTEIBHO Xopo1o OTnuyHO

IIK-1. CIIOCOBEH PA3PABATBIBATH CUCTEMY CTPATEI'HTYECKOI'O 1 OIIEPAIIMOHHOT' O
YIPABJIEHUS TIEPCOHAJIOM

IIK-1.U1IK-1. Bnaneer oTaelbHBIMU | B LIEJI0M, BJIaJiceT | YBEpPEHHO BIaJceT 3HAHUSAMH B
3HATh OCHOBBI 3HaHUSIMM B 0OJIacTH | 3HaHUSAMH B oOjacTu | oOjacTH 3aKoHojarenbscTBa PD o
3akoHoaatenbcTBa P@® | 3akoHomarensctBa P® o | 3akoHozmarenbcTBa PO 0 | NEpCOHAIBHBIX JAHHBIX, OCHOBBI
0 TMEePCOHAIBHBIX MEPCOHANBHBIX  JAaHHBIX, | IEPCOHANBHBIX IAaHHBEIX, | TPYIOBOTO, ApXHUBHOTO,
JAHHBIX, 0CHOBBI OCHOBBI TPYIOBOTO, | OCHOBBI TPYIOBOTO, | aAMUHUCTPATUBHOTO,

TPYAOBOI0, APXUBHOTO, | apXUBHOTO, ApPXUBHOTO, MUTPAIHOHHOTO, HaJIOTOBOI'O
aIMHHHCTPATHBHOTIO , aJIMAHUCTPATHBHOTO, aJIMHHUCTPATHBHOTO, 3aKOHO/IaTEILCTBA,
MHUTPAHOHHOTO , MUTPAIMOHHOTO, MUTPALIOHHOTO, 3aKoHOJaTenbcTBa B chepe OT
HAJIOr0BOI'0 HaJIOTOBOI'O HaJIOTOBOI'O

3aKO0HOJATEIbCTBA, 3aKOHOATEILCTBA, 3aKOHO/IaTeJIHLCTBA,

3aKOHOJATEJIbCTBA B 3aKOHO/IATEJILCTBA B chepe | 3aKOHOIATEIHCTBA B

cgepe OT oT chepe OT

IIK-2. CIIOCOBEH PEAJIN30OBBIBATh CUCTEMY CTPATEIMYECKOI'O U OTIEPAIIMOHHOI'O
YIPABJIEHUUSA TIEPCOHAJIOM

IK-2.UIIK-1. O6namgaer 3HaHusMu B | B uenom, ¢ mnomompo | CrnocobeH CaMOCTOSITEJILHO
Cnocooen obnactu peanu3ayy | SKCIEepPTOB croco0eH | peam30BEIBATh cucTeMy
peaiu3oBbIBATH CUCTEMBI CTPAaTErMYECKOT0 | Pealu30BbIBaTh CHUCTEMY | CTPAaTErHYeCKOro H
cucTemy H ONEPAMOHHOTO | CTPATErHueCcKOro U | ONEepalMOHHOIO yIpaBJeHUS
CTpPaTernyecKoro u YIIPaBIICHUS TIEPCOHAIOM OTIEPaITMOHHOTO MIEPCOHAIOM

ONepaiuoOHHOT0 YIIPaBIICHUS TIEPCOHAIOM

ynpaBJieHust

NMePCOHAIOM

IK-3. CIHOCOBEH AJIMHWUHUCTPHUPOBATH MNPOLHECCHBI MW JOKYMEHTOOBOPOT 1IIO
CTPATETMYECKOMY U OITEPAITMOHHOMY YHPABJIEHHIO TEPCOHAJIOM

NK-3.1IIK- 1 3Haer oTAenbHble | B 11eJIOM, yMEET | YMeeTcaMOCTOSTENbHO

YMeTh 00ecnneyuBaTh JIOKYMEHTBI, HE0OOX0JUMbIEe | 00ecTeuYnBaTh o0ecreunBarh
JOKYMEHTALHOHHOE IS COMPOBOXKICHUS | JOKYMEHTAIIHOHHOE JIOKyMEHTaLlMOHHOE
CONpPOBOKAEHHE MPOLIECCOB M0 | COMpPOBOXKJIEHUE CONPOBOXKIECHUE TMPOLIECCOB IO
NPOLECcCoB Mo YIPABIEHUIO MEPCOHAIOM | MPOLIECCOB [0 | YNpaBICHUIO  IIEPCOHAIOM B
yIpaBJieHUI0 B COOTBETCTBUH C | ynpaBieHUIO COOTBETCTBUH C TpeOOBaHHUSIMU
NepPCOHAJIOM B TpeOOBaHUSIMHU [EPCOHAIOM B | 3aKOHOJATCILCTBA

COOTBETCTBHH C 3aKOHOJATENLCTBA COOTBETCTBUH C
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TpPeOOBAHUSIMU TpeOOBaHUAMU
3aKOHO/aTeJIbCTBA 3aKOHOJIATEIbCTBA

TunoBble KOHTPOJIbHBbIE 32JaHUSI MJIM HMHbIe MaTepUAaJibl, HE00X0AUMbIe JJSl OLEeHKH
3HAHMH, yYMeHMii, HABBIKOB M (MJIH) ONBbITA JAeATEJbHOCTH, XAPAKTEPHU3YIOIIHMX 3TANbI
(popMupoBaHus KOMIIeTEHIIMI B IIpolecce 0CBOEHHUs 00pPa30BaTEeILHON MPOrPaMMbI

4.1.1. Bomnpocsl 1o Npod1eMHBIM CEMHUHAPAM

1. Cuyx06a 1OKyMEHTAIIMOHHOTO 00CCIICUCHNUS YIIPABIICHHUS, 1ICJIH, 3aa4H, (DYHKIIMH.
2. Tpwu ¢hopmbl OpraHu3anuy JeIONPOU3BOACTBA.
3. Bxopsiiue TOKYMEHTBI, MPOILECCE IBUKCHHUSL.
4.  Vcxopnsimue TOKYMEHTBI, TPOIecce IBUKCHUS.
5 Perucrparus u uHIEKCAIMS JOKYMEHTOB, OTIPE/ICIICHUE, TPUHITUIIBI BBITOIHCHHS,
GyHKIHH.
6. Howmenknatypa aen, onpeneneHue, BUbl, MOPSIOK COCTABICHUS, (OyHKIIHH.
7.  ®opmupoBaHHE JieN, IPEAHA3HAYCHUE, dTAIIbI.
8.  OpraHu3aiyoHHO — PABOBas JIOKYMEHTAIIMsI, ONIPEICIICHIE, TIPEIHa3HAYCHHUE.
9.  PacnopsauTenbHbIC TOKYMEHTBI, ONIpE/IeIiCHHE, TIPeIHa3HaYCHHUE.
10. HudopmanroHHO - CIPaBOYHBIE JOKYMEHTHI ONPEICICHUE, TPeTHA3HAUCHHE.
11. VYcras, npenHasHadyeHue, CTPYKTypa, TpeOOBaHUS K OPOPMIICHHIO.
12 [Tonoxenne o0 CTPYKTYPHOM MOJpPa3IeIeHUH, IPEAHa3HAYCHNE, CTPYKTYpa, TPeOOBaHUS K
OPMJICHHUIO.
13.  JlomwkHOCTHAsI MHCTPYKIIMS, PEAHA3HAYCHUE, CTPYKTYpa, TpeOOBaHMS K 0POPMIICHHIO.
14. TIrarHoe pacmucaHue, NpeIHa3HAUYCHUE, CTPYKTYpa, TPEOOBAHUS K 0(OPMIICHHIO.
15. TIporenypa uzmaHus mpukasa.
16. TIpouemypa co3aaHus MPOTOKOJA.
17.  JloxnanHas 3anmcka, ompeielicHue, MOPSI0K COCTAaBIEHNUS, TPeOOBaH s K 0(OPMIICHHIO.
18. CnyxebHas 3ammcka onpesieneHue, mopsaoK COCTaBIeH s, TPeOOBaHHS K 0)OPMIICHHIO.
19, OOBsicHUTEIbHAS 3aIIMCKa ONIPeIeIeHUe, MOPAA0K COCTABIEHHS, TPEOOBAaHUS K
0 OpMIICHHUIO.
20. PexomeHaTenbHOE MUCBMO ONpeETIeHNE, MTOPSIOK COCTaBICHUS, TPEOOBaHUS K
opMIiIeHHIO0. YHUUKAHA popM TOKyMEHTOB, CYIIHOCTb, YHKIIUH, TPUHITUI TPOBEACHUS
21, (Tabens hopm, Aapb0M hopm).

22. AKT ¥ cripaBKa npeJHa3HaueHUe, COCTABICHUE, PEKBU3HTHI.
23. Anroput™ mpuema Ha paboTy.

24. AnroputMm mepeBoja Ha IPYryro paboTy.

25.  Anroput™ yBOJBHEHHS COTPYIHHKA.

26. AnropuT™ MpEIOCTABICHHUS OTITYCKA.

27. Jluunas kapTouka T-2, HOPSIOK 3aMOTHEHHSI.

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

29. BeneHue TPYAOBOU KHIKKH: OOIINE ITOJOKEHHSL.
30. Bkuamsiin U JyOIUKaT B TPYAOBYIO KHIIKKY, YCIIOBHS BBIIa4H, aJITOPHTM 3aIlOJTHEHHUS.

31. JIoBepeHHOCTD Ha MOJIyYEHHE MaTEPHATbHBIX IIEHHOCTEH.
30 OdopmiteHre JINIHOTO JIeN1a COTPYAHUKA.

33. HOpH,I[OI( XpaHCHUA NOKYMCHTOB U IIEPCAavdn B apXHB.
34. I[OKyMeHTaL[I/IH IO IMMOOIIPCHHUIO pa60THI/IKOB " JUCHUIITIMHAPHBIM B3BICKAHHUAM.
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Ilepeuenv uacmu KomnemeHyull, NPoGepsEMbIX OUYEHOUHbIM CPEOCTNBOM.:

[MK-3.1UIIK- 1 YmeTh obOecrieunBaTh JOKYMEHTAIIMOHHOE COMPOBOXKICHUE MPOIIECCOB IO
VIPaBJICHUIO TEPCOHAIOM B COOTBETCTBHM C TpeOoBaHusMH 3akoHoaatenbcTBa [1K-3.MJ1- 1
YMeTp oOecrneunBaTh JOKYMEHTAllMOHHOE COIIPOBOXJEHUE IIPOLECCOB 110 YIPABICHUIO

HIEPCOHAIOM B COOTBETCTBUU c TpeOOBaHUAMU 3aKOHOJIaTEIbCTBA

4.1.2 Coo01ieHUsI COTJIACHO IJIAHY MPO0JIeMHOI0 ceMUHApa

1. Cozmaiite WORD - nokyment ¢opmarta A-4 cormacHo mnpaBuiiaM odopMieHUs
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 «PekoMeHnamnuu 1o ucroib30BaHUIO 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!MZZ, npoeepsiemovlx OYeHOUYHbIM Cp€()CI’I’l€0M.'
[IK-1.UIIK- 1. 3nath ocHOBHI 3aKOHOAaTeNbCTBA 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
[MK-3.UIIK- 1 Ymeth obecnieunBaTh JOKYMEHTAIIMOHHOE COMPOBOKICHHUE MPOIECCOB IO
YIPaBIEHUIO IEPCOHAIOM B COOTBETCTBUHU C TPEOOBAHUSIMU 3aKOHOATEIbCTBA
4.1.3 Pemienne cuTyalimoOHHBIX 3224 10 IJIAHY IPO0JEMHOr0 CeMHHApa
1. CocraBpTe U O(OpPMHUTE NpPHUKa3bl MO OCHOBHOH JEATENBHOCTH, B Cllydae
HE00X0IMMOCTHA00aBbTE HEJOCTAIOIIYI0 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 NPHUKa3 O CO3AAaHMM KOMMEPUYECKOrO OTAENa CO CIEAYIOIIHMM INTAaTHBIM
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 IITATHOE paclucaHue MpeanpusITHs Ha 4-11 KBapTal TEKYILEro rojia ¥ 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 3a MCIIOJIHEHHE MPHKa3a AUPEKTOP OCTaBUI 3a cOOOU. JIaHHBIN MPOEKT
MpUKa3a COCTABIISI CEKpETaph reHepainbHoro aupekropa M. M. Biacosa.

Hepequb yacmu KOMnemeHL;uu”, npoeepiaemblx OyeHO4YHbIM Cp@dCl’l’l@OM.’

[IK-1.1IIK- 1. 35aTh OCHOBBI 3aKOHOJATENBCTBA PP O MEpCOHANBHBIX JTaHHBIX, OCHOBBI
TPYJOBOI0, apXUBHOT0, aIMUHUCTPATUBHOTO , MUTPAIIMOHHOTO , HAJIOTOBOI'O 3aKOHO/1ATEIbCTBA,
3aKoHOJaTeNnsCTBa B chepe OT

[TK-2.UITK- 1. CriocobeH peanu3oBbIBaTh CUCTEMY CTPATETHYECKOTO U OMEPAIMOHHOTO
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,
OubnuoTeyHOMYy U u3JaTenbckoMy  aeny. OpraHm3allMOHHO — -pacHopsAUTeNbHas
JnoKyMeHTanusi. TpeboBaHus K O(OPMIICEHHIO JOKYMEHTOB, OTBEThTE Ha CIEIyIOIIue
BOIPOCHI:
1) Haiite ompeneneHue MOHATUIO  «PEKBU3UT». CKOIBKO PEKBU3UTOB
CYILLECTBYET y IOKyMeHTa (110 JaHHOMY IOCYJapCTBEHHOMY CTaHIapTy)?
2)  Kakue TpeOOBaHHS 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 3aKOHOAATEILCTBA PP 0 MepCOHANbHBIX JaHHBIX, OCHOBBI
TPYIOBOT0, apXUBHOT0, aIMUHUCTPATUBHOTO , MUTPAIIMOHHOTO , HAJIOTOBOI'O 3aKOHOAATENIbCTBA,

3aKoHO1aTeabcTBa B chepe OT

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

yHpaBJICHUA IIEPCOHAIIOM

[IK-3.UITK- 1 YMeTrb obOecrieunBaTh JOKYMEHTAIIMOHHOE COMPOBOXKIACHHUE 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 opranu3aiioHHbIM JOKYMEHTaM OTHOCHTCSI:
A) nonoxenue 06
opranuzanuu;b)
yKa3aHHE;
B) mpotoxkon.
3. PyxoBoactBo OO0 «CTpoiCynepuHBECTTOPT» PEHIMIIO0 TPU 0GOPMIICHUH MTUChMa-
OpPEUIOKEHUsT O COTPYIAHMYECTBE CBOMM mapTHepaM «HHBECTCTPONKOMKHPINY
MCIIOJIH30BaTh M300pakeHHe rocynapcTBeHHoro repba Pd.
Hackonbpko mpaBoMouHBbI AeicTBHs pykoBojcTBa O6mectBa? IlogrBepante cBoii OTBET
CCBUIKOWHA HOPMAaTHBHBIE TOKYMEHTHI.

4. OdopmuTe HECKOIBKO BUAOB pekBU3HUTa «OTMETKA O MPHIOKEHUNY:
® IPIIOKCHUH B JIOKYMEHTE HECKOJIBKO;

® IIPIIIOKEHHE COPOIITIOPOBAHO;

5. Ha kakue 8u0bl 00KyMeHmos He pacnpocmpaHsiemcs

oeticmeuel OCT P 7.0.97-20167?

a) yCTaB, MOJIOKEHHE, aKThI, TUChMa, CIIPABKU;

0) ycTaB, 3aUeTHbIE KHWKKH, aKThI, TNChMA,

CIIPaBKH; B) YCTaB, MOJOXKEHUE, aKTHI,

YJIOCTOBEPEHUS, CIIPABKH.

6. I1o pacnonosicenuro pekeuzumos gvloesiom ciedyoujue Uuobl OJIAHKO8:!
a) yIJIOBOW U MPOAOIbHBIN;

0) yrioBoit u

LEHTPUPOBAHHBII; B)

YIJIOBOM U

LHEHTPAIM30BAHHBIM.
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[TK-1.1IIK- 1. 3HaTh OCHOBBI 3aKOHOAATENLCTBA PP 0 MepCOHATBHBIX JaHHBIX, OCHOBBI
TPYZIOBOT0, apXUBHOTO, aIMUHUCTPATUBHOTO , MUTPAIIMOHHOTO , HAJIOTOBOI'O 3aKOHO/IATEbCTBA,
3aKoHoO1aTeabcTBa B chepe OT

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

[IK-3.UIIK- 1 YMmerb obOecrieunBaTh JOKYMEHTAIMOHHOE COMPOBOXKICHHUE MPOIIECCOB IO
YIOpaBIEHUIO IEPCOHAIIOM B COOTBETCTBUHU C TPEOOBAHUSIMH 3aKOHOATEIBCTBA

3a4eTHO-IK3aMEHALlMOHHbIC MaTepHaJbl s NPOMEXYTOYHOH  aTTecTanMHu

(3x3amen)
1. TlonsTHE CUCTEMBI JOKYMEHTALMOHHOTO 00ECIIeUeHHs yIIPaBIECHUS 1EPCOHATIOM.
2. TpebGoBanus, mpeabsBIisieMble K 0)OPMIICHUIO PEKBU3UTOB KaJAPOBOH IOKYMEHTALINH.
3. Ilpunanue 1OKyMEHTaM IOPUAUYECKON CHUJIBI.
4. Tlopsimok 0OpaOOTKH M PErUCTpallii JOKYMEHTOB, UX MHJEKCAllUU. PerucrpannoHnble

(OpMBI JOKYMEHTOB U UX 3alI0JHEHHUE.

KoHTponb ucromHeHns JOKyMEHTOB.

Knaccugukanus kaapoBbIX JOKyMEHTOB.

7. OTianuus B OATOTOBKE MIPUKA30B M0 JUYHOMY COCTaBY U MPUKA30B I10 OCHOBHOM
NesITebHOCTH.

8. HopmaruBHO-MeTOoaMuecKas 0a3a, peraaMeHTHpPYIOIas IOATOTOBKY KaJpOBOM
JOKYMEHTAIUH.

9. IIpocTble U CIIOKHBIEC IPUKA3BI: OCOOCHHOCTH O(POPMIICHHUS.

10. ITonsiTHE TPYAOBOTO JOrOBOPA, 003aTENbHBIX U TOTIOJIHUTENbHBIX YCIOBUN TPYI0BOTO
JI0TOBOpA.

11. IlpaBuna oopmieHHs peKBU3UTOB TPYIOBOI'O JOrOBOpA.

12. Ocobennoctr 0pOpMIICHHS KypHAIA PETUCTPALUN TPYAOBBIX JOTOBOPOB.

13. CocraB 10KyMEHTOB, TpeOyeMbIX OpraHaMy HaJ30pa U KOHTPOJIS PHU IPOBEJCHUN
TIPOBEPOK.

14. Odpopmnenue nporerypsl IPOBEPKU KaJpOBOH JOKYMEHTAIUH.

15. OcoGeHHOCTH COCTaBIICHUS JKypHAJIA yUeTa MEPOTIPHUATHI IO KOHTPOJIIO.

16. Buap! npoBepok.

17. OtBercTBEHHOCTH paboTOAaTENsA U PUBNUYECKUX JIUI] HA HEHAAJIeXKalllee COCTOSIHIE
KaJpOBOH JOKYMEHTALUH.

18. Ha3HaueHwe WHCTPYKIMU IO JOKYMEHTAI[HOHHOMY O0ECTIeUeHHIO YIIPaBJICHUS
nepconanoM. CocTaB pa3/JieioB.

19. OcobenHocTH pa3pabOTKU M COCTABJICHUS IITATHOTO PACITUCAHUS.

20. [TpaBuiaa BHyTPEHHETO TPYIOBOI'O PAacHOpsi/iKa: Ha3HAYEHUE U MOPSAA0K 0(popMIIeHHUS.

21. IlepcoHanbHbIe JaHHBIE paOOTHUKA: COOp, XpaHEHUE, OTBETCTBEHHOCTD 32
JOCTOBEPHOCTh U HE3aKOHHOE PACIPOCTPAHEHUE.

22. OCHOBHBIE HOPMATHUBHO-TIPABOBBIC aKTHI, PETIIAMEHTUPYIOIINE paOdOTy C TPYAOBBIMU
KHUKKaMH paOOTHUKOB.

23. [IpaBuia opopmIIeHHS TPYAOBBIX KHIDKEK, BHECEHUS JIOTIOTHEHUS M UCTIPABJICHUH B
HENPaBUJIbHO BHECEHHBIE 3aIHCH.

24. TlopsioK BBIJAYN TPYIOBON KHIDKKH PAOOTHUKY

25. BkiiaipIl B TPYJIOBYIO KHUXKKY.

26. Beiaua qyOnukaTta TpyJI0BOI KHIKKA

27. YdeT IBUXKEHHUS TPYIOBBIX KHWKEK M BKJIQBIIIEH K HUM.

28. Odopmitenue mprema padoTHHKOB. COCTaB JOKYMEHTOB, TpeOYEMBIX MTPH ITpHEMe Ha
paborty.

29. Oopmitenune niepeBo1a pabOTHUKOB HA PYTYIO paboTy

30. Odopmitenue npoueaypbl KOMaHIUPOBAaHUS paOOTHUKOB.

31. OdopmiteHue OTITyCKA.

oo
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32.
33.
34.
35.
36.
37.

[TpaBuia U CpoKH MOATOTOBKH rpaduka otmyckoB (popma T-7).

Odopmrnenue npoueaypsl YBOJIbHEHUS PaOOTHUKOB

OcobeHHOCTH COCTaBIIeHHs YHH(DHUIIMPOBAHHBIX (DOPM MPUKA30B 110 JINYHOMY COCTaBY.
dopmupoBaHue U BeJleHUE JIMYHBIX e, CocTaB JOKYMEHTOB JIUYHOTO JeNa.

Benenne nmuunbix kaprouek. [IpaBuiia BHECCHUs UCTIPABIICHUH B TMYHBIC KAPTOUYKH.
[TonsTre HOMEHKATYpHI Ael. [TopsiTok cocTaBeHUsI HOMEHKIIATYPHI JIENT KaJIpOBOM
CITYKOBI.

TpeboBanust, npeabABIsSEMBbIE K 3ar0JIOBKaM JIeJI. DIEMEHTHI 3ar0JIOBKOB JIEII.
[Mopsimox hopmupoBanus aen. [Ipu3Haku rpynnupoBKH JOKYMEHTOB B JIela.

[Topsi10K TOATOTOBKH JOKYMEHTOB K apXHUBHOMY XPAHECHHUIO.

Knaccudukanus 10KyMEHTOB 1O CPOKaM XPaHEHHUS.

YacTuuHoe U MOIHOE 0OpPMIICHHE AeTI.

CocraBieHue 1 0pOpMIICHHE OTUCEH JEII.

Opranu3zaiys TpoBeCHHS KCIIEPTU3BI ICHHOCTH JOKYMEHTOB.

AJZIMUHUCTpATHBHAS OTBETCTBEHHOCTD 32 HAPYIICHHUE ACHCTBYIOMIETO 3aKOHOIATEIILCTBA
110 APXUBHOMY JIEITY.

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

Kputepuu onieHuBaHus pe3yabTaTOB 00y4eHuUs!

Onenka Kputepuu orieHuBaHus 10 K3aMeHy
OIICHKY «OTJIMYHO»/3a4TEHO 3aCITy’)KUBA€T CTYJIEHT, OCBOMBIIHIA 3HAHMUS,
Bricokuit YMEHHS, KOMIIETEHIIMM M TEOPETUYECKUN Marepuan 0e3 MpoOeos;
YPOBEHB «5» BBHITIOJTHUBIINK BCE 3aJaHUs, NPEIyCMOTPEHHbIE y4eOHBIM IUIAHOM Ha
(oTHMuHO) BBICOKOM KauyeCTBEHHOM YPOBHE; MPaKTUYECKHE HaBBIKH
npodecCHOHABHOTO MPUMEHEHHS] OCBOSHHBIX 3HAHUM cPOPMUPOBAHBI.
Cpemuii OLICHKY «xopomo»/zzvqueHo 3aCIYXKUBACT  CTY/ICHT, NPAKTHYECKH
yPOBEHb <y MOJIHOCTHIO OCBOMBILUY 3HAHUS, YMEHUS, KOMIETCHIIMH U TEOPETUUECKUN
(xoporIo) Marepual, y4eOHbIe 3a/laHusl HE OLEHEHBl MaKCHUMAJIBbHBIM YHCIIOM
0aJJI0B, B OCHOBHOM C(hOpMHUPOBAJ MPAKTHYECKUE HABBIKH.
[Toporossiii OIIEHKY «YJIOBJIETBOPUTEIHHO»/3a4TEHO 3aCTY’KUBAET CTYACHT, YaCTUYHO
YPOBEHB «3» ¢ nmnpoOeraMud OCBOMBIIMI  3HAHMSA, YMEHHs, KOMIETEHIUH U
(YooBineTBOpUTEN | TEOPETHUECKUI MaTepuai, MHOTUE y4eOHbIe 3aJaHusl INOO HE BBHIIOIHUIL,
BHO) a100 OHM OLEHEHbl 4YHMCIOM OanaoB OJM3KUM K MHUHUMAJIbHOMY,
HEKOTOpbIE€ MPAKTHUECKHE HABBIKU HE CPOPMHUPOBAHBI.
MUHUMAaNBHBIA | OLIGHKY «HEYAOBJIETBOPUTEIILHO»/HE 3aUTE€HO 3aCiTy’KUBACT CTY/AEHT, He
YPOBEHB «2) OCBOMBILUHI 3HAHUS, YMEHUS, KOMIIETEHLIUN U TEOPETUUECKHUI MaTepuail,
(HeylOBIIETBOPHUT | yueOHBbIE 3aJjaHHMs HE BBINOJHWI, [PAKTUYECKHE HAaBBIKM  He
€JIbHO) c(OpMHUPOBAHBI.
OneHouyHble CpeAcTBa JUIsl WHBAJIMAOB M JIMII C OrPAaHUYEHHBIMH BO3MOXHOCTSMU

3/10pOBbsI BHIOUPAIOTCS C YYETOM UX WHAMBHUIYATbHBIX ICUXO(PU3UUECKHX 0COOEHHOCTEM.

— Ip¥ He0OXOAMMOCTH HHBAIHIAM | JIT[AM C OTPaHUIEHHBIMU BO3MOYKHOCTSIMH 370POBBS
IPEJOCTABIISETCS JOTIOJHUTENFHOE BpeMs /7S TOATOTOBKM OTBETA Ha SK3aMEHE;

— TIpH TIPOBEJICHUH TPOLIEAYPHI OIICHWBAHUS PE3YJIbTaTOB O0yUCHHSI WHBAINIOB H JIHII C
OTPaHUYEHHBIMU BO3MOXHOCTSIMH 3/10pOBBS MPEAyCMATPUBAETCS UCIOIb30BAHUE TEXHHUUYECKUX
CpeACTB, HEOOXOTUMBIX UM B CBSI3U C X WHAWBUIYATBHBIMA OCOOCHHOCTSIMH;

— IIpU HEOOXOAUMOCTH JJIs1 00YHaroIUXCsl ¢ OTPAHUYCHHBIMUA BO3MOKHOCTSIMH 3710POBbS
U WHBAIWIOB TIPOIEAypa OICHUBAHUS pPE3YyJIbTaTOB OOYyYEHHUS TO JHCIUIUIMHE MOXKET
IIPOBOJUTHCS B HECKOJIBKO ATAIIOB.

[Tporienypa oneHMBaHUsI PE3yJIbTATOB OOYYCHHS WHBAIWIOB M JIUI] C OTPaHUYCHHBIMHU
BO3MOXHOCTSIMM 3JI0POBbsSI 110 JUCHUIUIMHE (MOJYJIO) IpelycMaTpuBaeT IpeloCTaBIeHUe
uHpopManuu B (opMax, aTaNTUPOBAHHBIX K OTPAHHUYCHHSM WX 370POBBS W BOCIPHSITHS
uHpOpMaLUu:
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JUtd nu1 ¢ HapyLICHUSIMH 3pEHUS:

— B [1€4aTHOW (hopMe YBEIUYECHHBIM HIPUPTOM,

— B (hopMe 3JIEKTPOHHOI' 0 IOKYMEHTA.

JUig U1 ¢ HapyLIeHUSIMU CiyXa:

— B IIeYaTHOM ¢opme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

JUid 111 ¢ HapyLIEeHUSIMHA OIIOPHO-[BUTATEIBHOTO alapara:

— B mieyaTHoM hopme,

— B (hopMe 3JIEKTPOHHOI'0 IOKYMEHTA.

JlaHHBIN TIepeYeHb MOXKET OBITh KOHKPETH3MPOBAH B 3aBUCHMOCTH OT KOHTHHTEHTA
oOyyJaronuxcs.

5. Ilepevennb y4eOHOIM JIuTepaTypbl, HHPOPMANMOHHBIX PeCypPCOB H T€XHOJIOTHil

5.1. YueOHasi auTeparypa

1. A6ynaose, /I. I JIokyMeHTAIIMOHHOE OOECTICUEHHE YIIPABICHHUS IEPCOHATIOM © YICOHUK
U npakTuKyM 1t By3oB / [I. I'. A6ynanze, U. b. Boempsokkuna, B. M. MacnoBa. — 2-e u3zf., nepepad. u
nor. — Mocksa : U3narensctBo FOpaiit, 2023. — 370 ¢. — (Beicuiee oopazoBanue). — ISBN 978-5-
534-14486-4. — Texcr : anekTpoHHbIH // O0pazoBaTenbHas miathopma FOpaiit [caiiT]. —

URL: https://urait.ru/bcode/511693 (mata odpamenus: 12.05.2023).

2. Kysneyos, M. H. JlokyMeHTanmmOHHOE OOECTIeUeHUE YIIPABICHHUS MIEPCOHATIOM : yIeOHHUK
u npaktukyM s By30B / M. H. Ky3nenoB. — 2-e u3n. — Mocksa : M3parensctBo FOpaiit, 2023. —

393 ¢. — (Bricuiee oopazoBanue). — ISBN 978-5-534-14830-5. — TekcT : 31eKTpOHHBIH //
O6pasoBarensHas miathopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/511202 (mara obparieHus:
12.05.2023).

3. Paszmopoxubiit A.A. JIokyMEeHTUPOBaHUE YIIPABICHUECKOM 1eATEIbHOCTH: yueo.
nocobue Juist CTy1eHTOB By30B / A. A. Paznopoxwusiit. - M. : UHOPA-M, 2015. - 304 c.

4, «['OCT P 7.0.97-2016. HaumonaneHblii cTaHgapT Poccuiickoii ®Denepanmm.
Cuctema craHgapToB 10 uHpoOpManuv, OUOTUOTEYHOMY U  HM3JIATEIBCKOMY  JIETy.
OpranuzallioHHO-  pacmopsauTeNbHas  JOKyMeHTauus. TpeboBaHus K  odopmiIeHUIo
nokymeHToB» (yTB. [Ipukazom Poccrannapra ot 08.12.2016 Ne2004-c1);

5. Tlocranosnenue ['occrannapra PO ot 03.03.2003 Ne65-ct «O mpUHITUM 1 BBEACHUH
BJIeHiCTBUE TocynapcTBeHHoro cranaapra Poccuiickoit denepanun» (Bmecre ¢ «I'OCT P 6.30-
2003. T'ocynapctBenHblii crannapt Poccuiickoit ®Penepanuu. YHUPUIMPOBAHHBIE CHCTEMBI
JIOKYMEHTAIIUH. YaudumnupoBanHas cucrema OpraHU3aIMOHHO-PACTIOPAIUTETHLHOMN
nokymeHTanuu. TpeboBanus K 0pOPMICHUIO TOKyMEHTOBY);

6. «['OCT P 7.0.8-2013. Hanmonaneuslii crangapt Poccuiickoit @enepanuu. Cuctema
CTaHAapTOB MO MH(pOpMAINH, OMOTUOTEYHOMY M M3AaTeIbCKOMY Aeny. Jlemompon3BOACTBO U
apxuBHOe zeno. TepmuHbl u ompeneneHus» (yrB. Ilpukaszom Poccrammapra ot 17.10.2013
Ne1185-cT).

5.2. llepuoanyeckas JurepaTypa
Basel qanasix koMnaunu «Mcer Bero» http://dlib.eastview.com
Dnexrponnas oubmmoreka GREBENNIKON.RU https://grebennikon.ru/
xypHan "Ynpasienue nepconaiom” http://www.top-personal.ru
xypHan «Pabota ¢ mepconanom» 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 mupekTop» (pazmen «YIpaBieHHE MEPCOHATOM»
www.gd. ru/rubr|CIV|eW/|d/122 -upravlenie-personalom.

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

ONoGa~LNE
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https://clubtk.ru/adv/BTk0n5t1
https://clubtk.ru/adv/6YZM0yZ8
https://clubtk.ru/adv/6YZM0yZ8
https://clubtk.ru/adv/6YZM0yZ8
https://clubtk.ru/adv/6YZM0yZ8
https://clubtk.ru/adv/6YZM0yZ8
https://clubtk.ru/adv/6YZM0yZ8
https://clubtk.ru/adv/TGK3wBAH
https://clubtk.ru/adv/TGK3wBAH
https://clubtk.ru/adv/TGK3wBAH
https://clubtk.ru/adv/TGK3wBAH
http://dlib.eastview.com/
https://grebennikon.ru/

5.3. UHTepHeT-pecypchbl, B TOM 4YHCJe COBpeMeHHble TNpodeccHOHATbHBIE 0a3bl
JAHHBIX U MH(POPMAIMOHHBbIE CIIPABOYHbIEC CHCTEMbI
DeKTPOHHO-0MOMoTeuHbIe cuctembl (IBC):
1. DBC «IOPAWT» https://urait.ru/
2 9BC «YHUBEPCUTETCKAS BUBJIMOTEKA OHJIAMH» www.biblioclub.ru
3. 3BbC «BOOK.rux» https://www.book.ru
4. OBC «ZNANIUM.COM» www.znanium.com
5 3BC «JIAHb» https://e.lanbook.com

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

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

3. ScienceDirect www.sciencedirect.com

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

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

6. [TonHOTEKCTOBBIE ApXUBBI BEAYILUX 3aI1a{HBIX HAYYHBIX )KYpPHAJIOB Ha
Poccuiickoii miardopme Hayunsix xypHaioB HOMKOH http://archive.neicon.ru

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

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

9. OnekTpoHHas kojuieknus 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. "Jlexktopuym TB" http://www.lektorium.tv/

18. YuuBepcuterckas nHpopmarronnas cucrema POCCHUS http://uisrussia.msu.ru

HNudopmannonHbie CipaBoOYHbIe 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. [TomHbIe TEKCTHI KAHAIACKUX AuccepTarmii hitp://www.nlc-bnc.ca/thesescanada/

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

4. MuHucTepcTBO HayKH U Bbicuiero oopasoanus Poccuiickoit ®denepannn
https://www.minobrnauki.gov.ru/;

5. denepanbublii moptan "Poccuiickoe odpazosanue” http://www.edu.ru/;

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

7. Enunas xomutekiust mudpoBbIX 00pa3oBaTeabHbBIX pecypcos http://school-
collection.edu.ru/ .

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

9. [poext ["ocynapcTBEHHOTO HHCTHTYTA pyccKkoro s3bika uMeHn A.C. [Tymikuna

"O6pa3zoBanue Ha pycckom" https://pushkininstitute.ru/;
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10. CrpaBouHO-uH(DOpMaIMOHHBIN opTan "Pycckuit si3pik" http://gramota.ru/;

11. Cnyx0a TeMaTHYECKUX TOJKOBBIX cioBapei http://www.glossary.ru/;

12. CrnoBapu u >HIMKIONeauK hitp://dic.academic.ru/;

13. O0pazoBarenbHbii opran "Yueba" http://www.ucheba.com/;

14. 3akoHonpoekT "O06 obpazoBanun B Poccuiickoit @eneparuu’. Bompockl 1 OTBETHI

http://xn--273--84d1f.xn--plai/voprosy i otvety

CoOcTBeHHbIe JJIEKTPOHHBIE 00pa3oBaTe/bHbIe U HH(POPMALMOHHBIE pecypChl
KyoI'Y:

1. Cpenia MOAYJIBHOTO TUHAMHUYECKOro o0ydenus http://moodle.kubsu.ru

2. baza y4eOHBIX IIaHOB, Y4eOHO-METOAMYECKIX KOMILJICKCOB, IyOIUKAIUi 1
koHpepenmmii http://mschool.kubsu.ru/

3. bubnuoTeka nupopManmoHHBIX pecypcoB Kadeapbl HHGOPMAITMOHHBIX
o0pasoBaTenbHbIX TexHoorui http://mschool.kubsu.ru;

4. DnekTpoHHBIH apxuB qokyMmeHnToB KyoIl'V http://docspace.kubsu.ru/

5. DnexTpoHHBIE 00pa30BaTeNbHBIE Pecypchl Kadeapbl HH(HOPMAIIMOHHBIX CHCTEM H

TexHoJsioruil B oopazoBanuu Ky6I'Y u nayuno-metoauueckoro xypsaia "LLIKOJIBHBIE I'OAbI"
http://icdau.kubsu.ru/

6. MeTonnueckne yKa3aHus 1Jisl 00y4aOUIUXCS M0 OCBOEHHUIO U CHHUIIIMHBI (MOTYJIs1)

JIeKIMOHHOE 3aHATHE TMPEACTaBIsET COOOM cHCTeMaTH4yeckoe, IOCIeI0BaTeNbHOE,
MOHOJIOTHYECKOE H3JI0KEHHE IMPEIoiaBaTeIeM-IeKTOpOM YUeOHOro MaTepuana, Kak MpaBuIIo,
TEOPETUYECKOro XapakTepa. Takoe 3aHATHE MPEACTaBISET COOOM DIEMEHT TEXHOJIOTUU
MPEICTaBICHUS yYeOHOr0 Marepuajia IyTeM JIOTUYECKH CTPOWHOT0, CHCTEMAaTHYCCKU
MOCIIEA0BATEIHHOIO U SICHOT'O U3JI0KEHUS C MCMOJIb30BaHUEM MHTEPAKTUBHBIX 00Pa30BaTEIbHBIX
TEXHOJIOTHH (MYJIbTUMEIUNHBIX, JTCKIUN-TUCKYCCUHU, JTCKIIUN-TEMOHCTPALINH ).

Lenp nexuuu — oOpraHu3anus [EJCHANPaBICHHON IM03HABATEIbHOW MJesITeNbHOCTH
00yJaronuXxcs 1Mo OBJIAJICHUIO MPOTPAMMHBIM MaTepHUAIOM YUEeOHOU AUCIUIUTHHBL. YTeHune Kypca
JIEKIIMH MMO3BOJIAET JaTh CBA3aHHOE, MTOCJIEI0BATEIbHOE U3JI0’KEHUE MaTepuaia B COOTBETCTBUH C
HOBEHUIIUMHU JaHHBIMH HAyKH, COOOUIUTH CIyIIATEeNIsIM OCHOBHOE COJIEp)KaHHE TMpeaMeTa B
LEJIOCTHOM, CUCTEMATU3UPOBAHHOM BHJIE.

3ajaun JIEKIMU 3aKII0YAIOTCs B oOecrieueHuu (OPMHUPOBAHMS CHUCTEMbl 3HAHUU TIO
y4eOHOM JUCHUIUIMHE, B YyMEHHHM apryMEHTHPOBAHHO WU3JaraTh HAy4YHBIM Marepuai, B
dbopmupoBaHnH MPOGHECCHOHATBFHOTO KPyrozopa W OOIIeH KyJIbTypbl, B OTPAKECHUM €IE HE
MOJTyYMBIIUX OCBEIIECHUS B y4eOHOW JIUTEpaType HOBBIX JOCTHIKEHUI HAyKH, B ONTHMHU3ALUU
Ipyrux GopM OpraHu3aluu yueOHOro mpolecca.

[IpakTudeckue 3aHATUA — SABISAIOTCA (HOPMOIT yueOHOW ayTuTOpHOUM pabOTHI, B paMKax
KOTOpOW (OPMHUPYIOTCS, 3aKPEIUIAIOTCS W TPEJICTaBIAIOTCS 3HAHUSA, YMEHHS W HaBBIKH,
UHTETPUPYIOLINE pPE3yIbTaThl OCBOCHHS KOMIIETCHIIMH Kak B JIEKIIMOHHOM QopmaTe, Tak B
pasnmuuHbIX ¢GopMax CcaMoCTOSATEIbHOM paboThl. K Kaxgomy 3aHATHIO TMpenojaaBaTesieM
bopMyIUPYIOTCS TPAaKTUYECKUE 3a/laHus, TPeOOBaHUS W METOAMYECKUE PEKOMEHIAIMU K UX
BBITIOJTHEHHIO, KOTOPBIE MPECTABISAIOTCS B (DOHE OLIEHOYHBIX CPEICTB YUEOHOU THUCIIUTUTAHEI.

KoHTponb camMocTOATeNnbHOM paboThI: AL CTYJEHTOB AHEBHOW M 3a04HOU (POpMBI
00y4yeHUs: — TEKYIIMH KOHTPOJIb OCYIIECTBIISIETCS B COOTBETCTBHME C IMPOTpaMMOM 3aHSATHH
(e’>keHeIeTTBHO IS CTYICHTOB OUHOM (hOpPMBI 00YUESHHS; 10 CEMECTpaM — JUIsl CTYIEHTOB 3a04HOMN
dbopmbl  00yYeHHS); TPOMEKYTOUHBIH KOHTPOJIb TI0O WTOTaM OCBOCHHSI JTUCIMILIAHBI
ocymiecTBisieTcss B (GopmMe pPEUTHHTOBOM CHUCTEMBI OIEHOK. Onucanue 3amaHuil Juist
CaMOCTOSITEIbHOW paboThl CTYACHTOB W TPeOOBaHMA TO WX BBIMOJHEHUIO BBIIAIOTCS
mpernojaBaTeieM B COOTBETCTBUM C pa3pabOTaHHBIM (POHIOM OIEHOYHBIX CPEACTB IO
JTUCIIUATIITAHE.

CaMocTtosiTenbHasi paboTa CTYACHTOB MO JaHHOMY Yy4eOHOMY Kypcy Mpearnoaaraet
MOATAIMHYIO TIOJITOTOBKY IO KKIOMY pa3/ielly B paMKaX COOTBETCTBYIOIINX 3aJaHUMN:

19


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

[lepBbIit 3Tam camMoCTOATENHbHONH pPaOOTHI CTYJACHTOB BKIIOYAET B CeOsl TIIATEIbHOE
U3Y4YEHHE TEOpPETHMYECKOI0 MaTepuala Ha OCHOBE JIEKIIMOHHBIX MaTepUalioB IIpernojaBaTels,
PEKOMEHIYEMBIX  DPA3fciIOB OCHOBHOM M JOINOJIHUTENBHOM JIMTEPATyphbl, MaTepUalioB
NEPUOTNIYECKUX HAYYHBIX U3JIaHHUH, HEOOXOIUMBIX ISl OBJIAICHUS MTOHATUHHO-KATErOpUaIbHbIM
anmnaparomM ¥ (pOpMHUPOBaHUS MPEACTaBIECHUN O KOMIUIEKCE aHAIUTUYECKOTO MHCTPYMEHTapHs,
UCTIOJIb3YEMOr0 KaK B PaMKax JTaHHOM OTPAciy 3HAHHS, TaK U MyOJINYHOM MpaKTHKeE;

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 KoMmneTeHUMH. Ha maHHOM 3Tame CTyIeHTBI OCYILECTBIISIOT
CaMOCTOSITENIbHBIM TMOUCK SMIIMPUYECKMX MAaTepUaloB B paMKax KOHKPETHOrO 3a/laHus,
0000IIal0T M aHAIM3MPYIOT COOpaHHBI Marepual IO CXeMe, pPEKOMEHIOBaHHOU
npenojaBareneM,  (GOpPMyNHUPYIOT  BBIBOJABI, TOTOBST  INPAKTHUYECKUE  PEKOMEHJAIHH,
IPE3EeHTAllMOHHbIE MaTepUalbl Ul yOIMYHOIO X MPEACTaBICHUS U 00CYKICHHUS.

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 OOJBIIOE 3HAUEHHE HMEEeT WHAMBUIyalbHas ydyeOHas paboTa (KOHCYJbTallMH) —
JIOTIOJTHUTEILHOE PAa3bsICHEHUE yUeOHOr0 MaTepuara.

WupuBuyanbHble KOHCYJNbTALMM IO MPEIMETY SBISAIOTCS BaXXHBIM  (aKTOPOM,
CHOCOOCTBYIOLINM HUHAWBUIYAIN3ANN OOYYEHHUS U YCTAHOBJICHUIO BOCITUTATEIBHOTO KOHTAKTA
MEXIy IpernojaBaTesieM M OOy4aroIMMCS HMHBAJIUAOM WJIM JIMLIOM C OrPaHUYCHHBIMU
BO3MOXKHOCTSIMH 3710POBbSI.

B ocBoeHnH IMCHUIUIMHBI MHBAIUAAMM U JMLAMH C OFPAaHUYEHHBIMU BO3MOXHOCTSMHU
30POBbsi OOJIBIIIOE 3HAYCHHEC MMEST WHIMBHUIyalbHas ydeOHass pabora (KOHCYJIbTAllMU) —
JIOTIOJIHUTEIbHOE pa3bsiCHEHUE Y4eOHOro MaTepHara.

WunuBuayanbHble KOHCYJIbTALlMM 10 TPEAMETY SBISIOTCS BaXHBIM  (DaKTOpOM,
CHOCOOCTBYIOLIMM MHAMBUIYAIU3allUuy OOY4YE€HHUS U YCTAaHOBJICHUIO BOCIIUTATEIBHOTO KOHTAKTA
MEXJy I[pernojaBaTeseM U O00y4arolMMCs HWHBIWIOM WJIM JIMIOM C OrPaHUYEHHBIMU
BO3MO>KHOCTSIMH 37J0POBBbSI.

MeTtoauyeckue peKOMeHJAlUM, OMNpelesilolHe NPoUeAyPbl OLEHMBAHUS Ha
ceMHMHape:

Kpumepuu oyenxu:

«y/IOBJIETBOPUTENBLHO» - CTYJIEHT UMeeT (parMeHTapHbIEe MPEICTaBICHUS 00 OCHOBHBIX
aCHeKTaX MEXJINYHOCTHBIX M TPYNIOBBIX KOMMYHHMKAIMH, YaCTMYHO OCBOWJ IOHSTHITHO-
KaTeropuaJlbHbII anmapar.;

«XOpOILIO» - CTYACHT JIEMOHCTPUPYET OOLIMe 3HAHUS 10 pacCMaTPUBAEMBbIM BOIIPOCAM,
yMEET YCTaHaBIMBATh CBSA3M MEXY TEOPETUUECKUMHU MOHATHIMU U SMIUPUUYECKUMU (paKTaMu;

«OTJIMYHO» - CTYAEHT JIEMOHCTPUPYET CHUCTEMHbIE 3HAHMSI OCHOBHBIX BOIIPOCOB
M3y4aeMON JUCLUIUIMHBI, YMEET YCTaHABJIMBATH CBS3H MEXIYy TEOPETUUYECKHMMH MOHITHSIMH 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;

«XOpOIIO» - CTYAEHT JOIYyCKaeT HECYIIECTBEHHbIE OIIMOKH, HEIOCTATOYHO IIOJIHO
pacKpbLI CoJIepKaHuE BOIIPOCa, HE CMOT B ITpolLiecce Oeceibl CaMOCTOSITENbHO JaTh HEOOXOMMbIe
MONPABKU U JIOTIOJIHEHUS;

«OTJIMYHO» - CTYJEHT aKTUBHO Y4YacTBYeT B JMCKYCCHH, JIOTUYHO U TOCJEI0BATEIbHO
BBIPAXKAaeT CBOM OTBET, IEMOHCTPUPYET 3HAHMsI HAyYHON TEPMHUHOJOTMU 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 peKoOMeHIalUN, ONpeaesisiioiie MpoueIypbl OLEeHUBAHUS YYACTHS 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;

COTJIMYHOY»/3aYTEHO - IEMOHCTPHUPAIUS JTUACPCKON MO3HUIIMH B TPYIIIIOBOU IEATEIHHOCTH
HaJ[ PEIICHUEM CUTYallMOHHOM 3a71a4M C COJIEP)KATEeIbHBIM Y9aCTUEM B IIyOJIUYHOM OOCYKIEHUN
U CUCTEMHOH apryMEHTAaIuu COPMYITUPOBAHHBIX BHIBOJIOB.

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 CaMOCTOSITEIBHOM PabOThl M OTPAKAIOT BCE TPEOOBaHUS, K COIAEPKATEILHOMY
HATNIOJHEHUIO ¥ CTPYKTYPHUPOBAHUIO PAOOTHI.

MeTtoauyeckue peKOMeHIALMH,
pe3yJIbTATOB TeCTUPOBAHMS .

Kpumepuu oyenxu:

«YJIOBJIETBOPUTEIBLHO» - €CJIM CTYAEHT OTBEYaeT MpaBuiIbHO Ha 50% TECTOBBIX 3a1aHMI.

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

«OTJIUYHO» - €CIIU CTYJIEHT OTBevaeT npaBmiibHO OT 91 10 100 % TecToBBIX 3a1aHU.

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

I[Io Bcem BumamM yd4eOHOH [EATEIBHOCTH B paMKax IUCHUIUIMHBI HCIOJIB3YIOTCS
ayIUTOPUH, KaOMHETHl U JabOpaTOpUHU, OCHAIICHHBIE HEOOXOJAMMBIM CIECIHATIU3UPOBAHHBIM U
1a00paTOpPHBIM 000y IOBAaHUEM.

npoueaypbl  OUEeHUBAHUS

onpeaeadomue nmpoueaypsl OICHUBaAHUA

HanmeHoBaHue criennanbHbIX OCHAaIIIEHHOCTh CHIEIUATBHBIX 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
MIPOBEICHUS 3ansaTuid | TexHudyeckue cpenctea | Microsoft Office Professional
CEMHHAPCKOTO TUIIA, IPYIIIOBBIX | O0yUYeHHUS: Plus
u UHIUBUAYATbHBIX | 9KpaH, MPOSKTOP, KOMITBIOTED
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 oOecnedeHrneM J0CTyINa B 3JIEKTPOHHYIO
UH(POPMALMOHHO-00pa30BaTEIbHYIO CPEly YHUBEPCUTETA.

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

oOecrieunBarolee JOCTYI K CETH WHTEpHET (IIPOBOJHOE
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 | uHGOPMAIIMOHHO-KOMMYHHKAIIMOHHON cetn «MHTepuer» u | Plus
Hayunoi JOCTYIIOM B ANEKTPOHHYIO nH(POPMAIIMOHHO-
OMOIHOTEKN) o0Opa3oBaTenbHyI0 cpeay O0O0pa30BaTENbHON OpraHU3alluy,
BeO-KaMephl, KOMMYHHKaIMOHHOE o0opynoBaHue,
obOecrnieunBaromee JOCTYI K CETH HHTEpHET (IMPOBOIHOE
COCZIMHEHNE W OECHpPOBOJHOC COCJAMHEHHE 10 TEXHOJOTHH
Wi-Fi)
IMTomermenue st | Me6Gerb: yueOHas mebenb Microsoft
CaMOCTOSITeTHHON KomrutexT crenuanu3upoBanHoi mebenn: xommbiorepHbie | 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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