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1 Hesn v 3a1auM U3y4YeHUs JUCUMILIHHBI (MOXYJISA)

1.1 llean ocBOEHUS TUCHUILIHHDI

Heman: hbopmupoBanre npodeccHoHaIbHBIX KoMIleTeHInid B cootBeTcTBUU ¢ DI'OC BO,
KOMIUIEKCA 3HAHWA, yYMEHHW W HAaBBIKOB B O0JACTH OpraHHW3aIMH JOKYMEHTAIMOHHOTO
obOecrieueHUs YIpaBJIeHUsS HAa OCHOBE PAaIllMOHAIBHBIX, HAyYHO-OOOCHOBAHHBIX IMPUHIUIIOB H
METOJIOB €r0 COBEPIICHCTBOBaHMS, (OPMUPOBAHHUE MPOTPECCUBHOTO MOAXOAAa K PEIICHUIO
BOKHEUIIINX 3a71a4 JOKYMEHTHPOBAHUS BCEX CTOPOH yNPABJICHUYECKON NEATEILHOCTH.
1.23apaun:

YCBOEHHE OCHOBHBIX IIOHATHA B 00JIACTH JOKYMEHTAI[MOHHOTO
obecrniedeHus: TPYyJAOBBIX OTHOIICHUH;
M3y4eHHEe BUIOB O(UIMAIBHBIX TOKYMEHTOB M TPEOOBAaHUN K MX COCTABJICHHUIO U
oopmienuro;
ompeneseHue Croco00B JOKYMEHTHPOBAHHMS W CHCTEM JOKYMEHTAIlUU TIpH
0(OPMIICHUU TPYAOBBIX OTHOIICHHIA;

MIPUMEHEHUE TIPaBUI OPraHU3aluu PabOThI C JOKYMEHTaMH KaJpOBOU CITykKOBI,
OCBOEGHUE MOPSIJIKA OpraHU3aIiK PadoT MO ACIOMPON3BOJACTBEHHOMY O0CITYKHBAHHIO
TPYJOBBIX OTHOIIEHUI B OpraHU3alluy,;
npuobpereHne yMeHHH O(OpPMIICHUS PEKBHU3HTOB,
JTOKYMEHTOB criomoripbio [1K;

MPUMECHECHHE TIPUEMOB M CPEJICTB JICIOMPON3BOACTBA, B TOM YHCIIE

KOMITBIOTEPHOTO.

1.3 MecTo AucuMIuInHBI (MOYJIs) B CTPYKTYpe 00pa30BaTeIbHOIi MPOrpaMMbl

Hucuunnuna b1.B.02.02 «MHdpopManinoHHO-10KyMEHTalIMOHHOE 00ecTiedyeHIE TPYAOBbIX
OTHONICHHI» OTHOCUTCS K 4acTH, (JOPMUPYEMOH yUaCTHHUKAMHU OOpPa30BaTEIBHBIX OTHOIICHHUN
bnoka 1 "Iuctununsl (Moaynu)" y4eOHOTO MiiaHa.

B meroaudeckoM IiaHe MUCHIUTUIMHA OMUPACTCS HA 3HAHUS, TIOJTYyYSHHBIC ITPH U3YYCHUH
crenyrommx y4eOHbIX KypcoB: «lIpaBoBeneHme», «Pa3paboTka HOPMATHBHO-METOIUYCCKHX
JOKYMEHTOB opraHuzamumny, «Cucrema JOKYMEHTAllUU oOpraHu3anun», «OpraHuzanus u
texHoziorus JOY» u np.

1.4 IlepeyeHb IUIAHUPYEMBIX pe3yabTATOB 00y4YeHHs] MO AMCHMILIMHE (MOAYJIIO),

COOTHECEHHBIX ¢ IUIAHNPYEMBIMH Pe3yJIbTATAMHI OCBOECHHS 00Pa30BaTEJbLHOMH MPOrPaMMbI

N3yyenne paHHOW y4yeOHOW AMCHUUIUIMHBI HampaBleHO Ha (GOpMUPOBaHUE Y
00yJaroONUXCsl CIETYIONUX KOMIETEHIIUN

co3zaHue 11a0JIOHOB

Kox n HanMmeHnoBaHue
WHIUKaTopa™

PesynbpTaTel 00yueHus IO JUCIIUTLTHHE

YK-2 CnocodeH onpeaessiTb Kpyr 3a1a4 B paMKaXx IMOCTABJIEHHOI eJIN H BLIOHPATH ONTHMAJIbHBIE CIOCOOBI HX
pelleHus], MICX0/s1 U3 AelCTBYIOIIMX MPABOBBIX HOPM, HMEIOIIMXCS PeCYPCOB M OTPaHHUY eHHId

nyK-2.1 NYK-2.1 Onpenensier mopsamok GOpMHAPOBaHHS IIPABOBBIX HOPM, LIENH U 3aJaUH
[ToHuMaeT cymHOCTh MNPABOBBIX | HOPMATHBHBIX NPABOBBIX AKTOB
HODM, neneu u sagaun | UYK-1.2 ®dopmupyer TpeGOBaHMS MPU MCIIOIb30BAaHUH MPABOBBIX HOPM, 1IEH

HOPMAaTHUBHO ITPABOBBIX aKTOB 1 3a1a91 HOPMAaTHUBHBIX ITPABOBBLIX AKTOB

NYK-1.2 Pa3pabarbiBaeT MOAXO/bI IPU UCIIOIb30BAHUH MPABOBBIX HOPM, LN
1 33/1a4¥ HOPMaTUBHBIX IIPAaBOBbIX AKTOB

NVYK-2.2. OcymecTBiseT IOUCK
HEOOXOIUMOIT MIPaBOBOM
uHpopmanmu  JUIS  peleHUs
po¢eCCHOHATIBHBIX 3a7ad

NYK-2.2. Omnpenenser MOWCK HEOOXOAMMOM MNpaBOBOW HH(GOPMAIMK IS
peneHust npoeCCHOHAIBHbBIX 331a4

NYK-2.2. ®opmupyer TOMCK HEOOXOIUMOH mpaBoBOW HHGOPMAIMK IS
peleHust IpoecCHOHAIBHBIX 33/1a4

NYK-2.2. Pa3pabaTeiBacT MOMCK HEOOXOAUMOW MPaBOBOM HMH(OPMAIMH IS
penreHust podeCCHOHABHBIX 33124

NVYK-2.3. Ucnione3yeT MpUHIUIIBI

HpOCKTHOﬁ METOOOJIOTUN  JJIA
peuicHuss HpO(l)CCCI/IOHaJ'IBHI)IX
3aJga4

NYK-2.3. OnpeznenseT NpUHIMIBI NPOEKTHOH METOJOJOTHH Uil PEIICHHS
IpodecCHOHANBHBIX 33/1a4

NYK-2.3. ®opmupyeT NpUHIUIEI MPOEKTHOH METOMOJIOTHH JUIS PEeIIeHHs
IpodecCHOHANBHBIX 33/1a4

NVYK-2.3. PazpabarsiBaeT NPUHIUIBI IPOSKTHOW METOIOJIOTHHU JUISl PELICHUS
IpodecCHOHANBHBIX 33/1a4




Kon u Hanmenosanue
HWHAUKAaTOpa™

PC3yJ’II)TaTLI 06yquH${ 0 JTUCHUIITIMHEC

NVYK-2.4. Bribupaer
ONTHMAJBHBI CHOCOO peIIeHUs
3a7a4, UMEIOLIUXCS PECypcoB U

NVYK-2.4. OupenenseT ONTUMAIBHBIA CIOCO0 peIIeHUs 3amad, MMEFOLTIXCS
pecypcoB U OrpaHHYCHHiA, OIICHKH PHUCKOB Ha OCHOBE MPOEKTHOTO
HHCTPYMEHTAPHsI

OTpaHUYEHUI, OIIEHKH PUCKOB Ha
OCHOBE IIPOEKTHOTO
HUHCTPYMEHTapus

NYK-2.4. ®opmupyeT onTHManbHBIN COCOO pelIeHUs 3ajad, UMEIOLIUXCS
pecypcoB M OIrpaHMYEHUN, OLEHKA PHUCKOB HA OCHOBE IIPOCKTHOIO
MHCTPYMEHTapUs

NVYK-2.4. PazpabarbsiBacT ONTHMaIBHBIH C10CO0 pEeLIEHUs 33124, UMEIOLTHXCS
pecypcoB U OrpaHMYEHHH, OIIEHKHM pPHUCKOB Ha OCHOBE HPOEKTHOTO
WHCTPYMEHTapHs

IK-2 CnocodeH K opraHu3ammm

OKYMCHTHPOBAaHUSA praBJIeH‘-IeCKOﬁ ACATEJIbHOCTH B OpraHu3anuu

UIIK-2.1. Opranmuzyer
JIOKYMEHTUPOBAHUE
YIpaBIeHISCKOH HEATeTHHOCTH B
OpraHM3aIHH.

UIIK-2.1. Onpenenser NOKyMEHTUPOBAaHHUE YINPABIECHUECKOM NESATENbHOCTH B
OpraHU3alIMu.

UIIK-2.1. dopmupyeT NOKYMEHTHPOBAHHE YIPABICHYECKOH IEATEIbHOCTH B
OpraHM3alHu.

HUIIK-2.1. Pa3pabatsiBacT JOKYMEHTHPOBAHHE YIIPABICHIECKOH NEATEITHHOCTH B
OpraHH3aIHIL.

UIIK-2.2. [Ipumensier
nHpOpMaNMOHHBIE CHCTEMBI B
YIPaBICHIECKONW IEATEITLHOCTH B
OpTaHM3aINN

UIIK-2.2. Omnpenenser wWHPOPMAIMOHHBIE CHUCTEMBI B YIPaBICHYECKOM
JICATEIbHOCTH B OPTaHHU3AINN

UIIK-2.2. ®opmupyer wWHPOPMAIMOHHBIE CHCTEMBI B YIPaBICHYCCKOMH
JIeATEIbHOCTH B OPTaHHU3AINN

UIIK-2.2. Pa3pabareiBaeT WHPOPMALMOHHBIE CHCTEMBI B YIPaBICHYECCKOMH

ACATCIIBHOCTH B OpraHMU3alun

PesynbpraTel 00yueHUs
BHJIOB KOHTAKTHOM U CaMOCTOSI
y4€OHBIM IIJIAHOM.

HNuaukatopsl

JOCTHIKCHUA

o AUCHUINIMHEC AOCTHUIarOTCA B paMKaxX OCYHICCTBJIICHHSA BCCX
TEJIbHOM pa6OTLI o6yqa}0mnxc;1 B COOTBCTCTBUH C YTBCPIKJACHHBIM

KOMIETEHIIMA  CYUTAIOTCS  CHOPMUPOBAHHBIMH  MpPU

JTOCTHUXKCHUN COOTBGTCTBYIOHII/IX UM pe3y.HI>TaTOB 06yquI/m.
2. CTpyKTypa u coaep:KaHue TUCHUILINHBI
2.1 PacnpenesieHue TPyA0EMKOCTH TUCHMILIMHBI 10 BUIaM padoT

Obmmas TpyaoEMKOCTh

JMCIUIUIMHBI cOCTaBisieT 3 3adeTHbix exuauil (108 wacoB), ux

acrpeiesieHre 1o BUaM padoT NpeICTaBICHO B TAOJIUIIE

Buns pabot Bcero Dopma o0yueHus
4acoB OYHO- 3a04Hast
OYHas
3a0uHast
X X X
6 cemectp
ceMecTp ceMecTp Kypc
(gacsr)
(gacsl) (gacsr) (gacser)
KonrakTHasi padoTa, B TOM 4ucJje:
AynuTopHBIe 3aHATHS (BCEro): 50,2 50,2
3aHATHSA JIEKIIMOHHOTO THIIA 16 16
J1a00paTOPHBIC 3aHSITHS - -
NpPaKTHYECKUE 3aHATHS - -
CEMHUHAPCKHUE 3aHATH 30 30
HNuas xoHTaKTHas pabora: - -
KonTpons camocTosTesbHOM paboTh
4 4
(KCP)
[TpomexyTtounas arrecranus (MKP) 0,2 0,2
CamocrosiTe1bHast padoTa, B TOM
S 57,8 57,8
qucie:
Pedepar/acce (moaroroska) 20 20
CamocTosTeNIbHOE H3YyUYCHHE  pa3JielioB, 30 30
CaMOIIO/ITOTOBKA
[ToAroToBKa K TECTUPOBAHUIO 7,8 7,8
KontpoJsb:
[oaroroBka x 3auety
| uac. 108 108




O6man B TOM 4YHCJIe

TPYA0EMKOCTH KOHTAKTHAas 503,2 50,2
padota
3a4. e 3

2.2 Copep:xanne TUCUUIIMHBI

Pacripenenenne Bu10B yaeOHOM paOOThI U UX TPYJOEMKOCTH IO pa3fiesiaM AUCIUILTUHBL.
Pasgenbl (TeMbl) AMCHUIUIMHBI, M3y4daeMble B 6 cemectpax (3 kypce) (ounas dopma

o0yueHwsl)
KonnuecTBo yacos
Breaynut
Ne HaunmenoBanue paznenos (Tem) AyRuTOpHaS OpHas
Bcero pabota
pabota
JI 113 JIP CPC
Paznen.1 TlonsTre u 3Ha4eHNE TOKYMEHTAIIMOHHOTO
1. 33 6 10 - 17
oOecrieyeHus yIpaBIeHHS IIEPCOHAIOM
5 Paznen 2. OcHOBBI TOKYMEHTAIIHOHHOT'O 00ECTICYeHHS 36 6 10 i 20
YIIPaBJICHHS IEPCOHATIOM
3. Paznen 3. Cucremaruzanust 1 XpaHeHHE JOKYMEHTOBKAIPOBOU 38| 4 10 i 208
CITY)KOBI
UTOI O no pazdenam oucyuniumvl 103,8| 16 30 - 57,8
KoHTpoas camocTostensHoM padoTs! (KCP) 4 -
IIpomexxyTounas arrectanus (MKP) 0,2 -
Oo0mast Tpy10eMKOCTh M0 TUCITUIIHHE 108 -
[Tpumeuanue: JI — nekmuwm, 113 — mpaktudeckue 3aHsatus / cemuHapsl, JIP — maGopaTopHbie

sanstus, CPC — camocrositenbHas paboTa CTyieHTa
2.3 Conep:xanue pa3iesioB (TeM) THCHUTLTHHBI
2.3.1 3aHATHA JEKIMOHHOTO THIIA

HanmenoBanune ®opMa TEeKyIIEero
Ne Coneprxanue pazaena
paszzmena KOHTPOJIA
1 2 3 4
Paznen 1. IlonsiTue u 3HAYeHHE JOKYMEHTAIMOHHOIO 00ecmedYeHNsl YIPABJIEHUs IEePCOHAIOM
Beenenue B Kypc O6miee  mpencraBinenwe  kypca. Haswauenme wu |I[IpopaGotka
cogepikanne kypca. CBsa3p Kypca ¢ y4eOHBIMHU |ydeOHOIO
JIUCUMIUIMHAMHU. 3HAaueHHEe Kypca B HOJTOTOBKE |(TEOpETUYECKOTO)
CHENIHATUCTOB TI0 YIIPABICHHUIO TIEPCOHATIOM Matepuana
[onsTHe [oHATHA «TOKYMEHT», «TOKYMEHTOO00POTY, [IpopaboTka
JOKYMEHTAalMOHHOTO «IIOKYMEHTAIMOHHOE 00eCIICUCHNE YIIPABICHIID». y4eGHOTO
obecrieueHus OcHOBHBIE TPeOOBaHUS, MPENBSIBISIEMBIE K (TeopeTH4ecKoro)
YIpaBJIEHUS o(opMITeHHIO JOKYMEHTAINH, TIPELyCMOTPEHHEIC Marepuana
TIEPCOHAJIOM. lNocynapcTBeHHOM crcTeMOl TOKYMEHTAIMOHHOTO
Tpeboranus, obecnieuenus ynpasienus [OCT P 7.0.97-2016.
MPENbIBIIAEMBIE K [Mopsimox 06pabOTKH U PETUCTPALUN TOKYMEHTOB, X
odopmiteHHIO uHAeKcanuy. PerucrpanoHHbie (OPMBI U HX
JIOKyMEHTOB 3anonHeHue. KoHTposb UCTIONHEHHS JOKYMEHTOB.
OCHOBHBIE OTJINYHUS B IOATOTOBKE MPOCTHIX U
CIIOKHBIX TIPUKA30B. YUeT CeIUPHKH
PacHopsIAUTENILHOTO JEMCTBUS IIPU COCTaBICHUN
MPUKA30B I10 [IPUEMY, IIEPEBOLY, YBOJIBHEHUIO
paboTtHuKOB. [Topsiiok BU3UPOBAHMSI TPUKA30B T10
JINYHOMY COCTaBY, MX PETUCTPALIMHU.
CoctaB U BH[IBI [TonsiTue u 3HaUEHUE KaJPOBOW JOKYMEHTALIUH. [IpopaboTka
KaJpoBOH Knaccuduxamus xagposoit fokymenTanuu. OCHOBHBIE  |yueGHOTO
JIOKYMEHTAIUH BUJIbI JIOKYMEHTOB KaJIPOBOM CITyKObI, 0COOCHHOCTH HX
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COCTaBJICHHUA. HOpMaTI/IBHO-HpaBOBaﬂ 6333,
PEriIaMCHTUPYIOII A pa3pa60TI<y KaJapOBbIX
JOKYMCHTOB.

(TeopeTHIecKoro)
Marepuaia

Paznen 2. OcHOBBI AOKYMECHTAIIMOHHOT'0 odecneveHus YupaBJjieHUsd I

€pCoHAJIOM

TpeboBanus k
COZICPKAHUIO
oopmeHuo
JIOKAJTbHBIX
HOPMaTHBHBIX aKTOB
T0 YIIPaBJIEHHIO
MIEPCOHAIOM

[tatHoe pacnucanue (ct. 57 Tpynosoro Konekca
P®)- dopma mraTHoro pacnucanus (popma T-3)
yTBEpIKIeHa mocTaHoBieHneM [ ockomcTara Poccun ot
5 auBaps 2004 roga Nel.

[IpaBuina BHYTpEHHETO TPYIOBOTO PACHOPSIKA KaK
JIOKAJIBHBIA HOPMATHBHO-TIPABOBOM aKT,
KOHKPETH3UPYIOIIHUH MOPSIOK PETyITHPOBAHHSI
KITIOYEBBIX BOIIPOCOB COLUATBLHO-TPYAOBBIX
OTHOIICHUH Ha npeanpusatun. OOMIHi MOPSITOK
MOATOTOBKH JIOKYMEHTa B cOOTBeTCTBHHU co cT. 190 TK
P®. Ocobennoctn ohopMiIeHUs IPaBUII BHYTPEHHETO
TPYIOBOTO PacIOpsIKa, COIepKaHUE BOIIPOCOB,
KOTOPBIE OTPa)XatoTCs B IPaBIIIaX BHYTPEHHETO
TPYIOBOTO PaCIIOPsIKA.

OcobennocTr 00palleHus ¢ IepCOHANBHBIMH JAHHBIMH
PabOTHHUKOB B COOTBETCTBHH C MOJIOKEHUSIMH TJIaBbI 14
TK P®. TpeboBanus k 00paboTKe epCOHATBHBIX
JTaHHBIX paboTHWKA. [IpaBwiia nepeaaun HHGOPMAITUH,
coJeprkaleii cBeIeHusI 0 paOOTHHUKE, TPETHUM JIHIIAM.
OTBETCTBEHHOCTH JODKHOCTHBIX JIHII, BAHOBHBIX B
HaApPYIICHUH HOPM, PETYJIMPYIONIUX MOTyYCHNUE,
00pabOTKy M 3alUTy NePCOHATBHBIX JAHHBIX
paboTHuka. MHCTPYKIMS O TOKYMEHTAIIHOHHOMY
00ECIICUCHHIO YIPABIICHUS IEPCOHATIOM MPSATIPHUSATHSL.
CTpyKTypa U coAepiKaHHe pa3/eoB JaHHOTO
JOKYMEHTA.

ITpopaboTka
y4eOHOro
(TeopeTHIecKoro)
Marepuaia

T'ocynapcreennas
MHCIEKLIHS TPyAa U
npouenypa
MIPOBEICHUS IIPOBEPOK
JOKYMCHTallun
KaJpOBOH CITy>KOBI

ITostHOMOYHMS TOCYJaPCTBEHHON UHCIIEKLIUY TPY/a.
[Iponienypa v mpaBuiia MpoBEIEHUSI TPOBEPOK
COOJTFOIEHUS ICHCTBYIONIETO 3aKOHOIATeNIbCTRA. BHIbI
npoBepok. ITopsaok opopMIIeHHS MEPOTIPUATHI 11O
KOHTPOJIIO.

CocraB JOKYMEHTOB, TpEOYEMBIX OpraHaMu Ha/30pa u
KOHTPOJISL Y IPOBEAEHUH MTPOBEPOK. OTBETCTBEHHOCTh
paboTojarens 3a HapylICHHE JIEHCTBYIOIIETO
3aKOHOJIaTENILCTBA O TPY/IE U HErpaMoTHOE 0pOpMIICHHE
KaJpoBOW TOKYMEHTALNH, Bo3iaraemasi TpyI0BBIM
Konekcom PO u Konekcom 06 aAMUHUCTPATHUBHBIX
NPaBOHAPYIICHUIX

ITpopaboTka
yueOHOro
(TeopeTUIecKoro)
Marepuaia

dopMupoBaHUE U
BCACHUC JIMYHBIX OCII

Jlugnoe aeno pabOTHHUKA KaK OCHOBHOW JJOKYMEHT
MEPCOHATLHOTO YUYeTa, B KOTOPOM XpaHsTCs Hanboee
TMIOJIHBIEC CBEJICHUS O COTPYAHUKE U €T0 CITyKeOHOU
JIeSATCILHOCTH.

CocraB u oce10BaTeIbHOCTh JOKYMEHTOB JINYHOTO
nena. OcoOEHHOCTH COCTABIICHUS JOKYMEHTOB JIMYHOTO
Jleia: JUYHOTO JINCTKA M0 YYeTy KaJpOoB, AOMOJIHEHUS K
JIMYHOMY JIUCTKY, aBToOHOrpaduu u T.1. [IpaBuna
BBIJIAUM JIMYHOTO JI€JIa BO BPEMEHHOE M0JIb30BaHUE.
ITopsimok cocTaBiieHHs ONKUCH JTUYHOTO aena. [lepemaua
JIMYHOTO JIeJ1a Ha apxuBHOE XpaHeHue. CocTaBieHne
3aBEPUTENHLHON HAMMCH JINYHOTO Jieia

[Ipopabotka
y4eOHOro
(TeopeTH4ecKoro)
MaTepHana

Jlnynas xkaprouka

JInuHas kapTOoUKa Kak OCHOBHOW JOKYMEHT
MIEPCOHAIBFHOTO y4eTa paOOTHUKOB OpTaHN3aIlHH.
JIoKyMeHTBI, Ha OCHOBAaHUW KOTOPBIX 3aIOJHICTCS
JIu4Has kaprouka. [lopsgok KonupoBaHus cBeICHU B
JIMYHOH KapTouKe. 3aloIHEHUE TUYHON KapTOUKH.

[IpopaboTka
y4eOHOTrOo
(TeopeTU4ecKoro)
MaTepHana
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[Topsinok BHECEHUS UCTIPABICHUI U U3MEHEHUN B JTIMYHYIO
KapTOuKy pabOTHHKA.

JoxymeHTHpOBaHUE
MIPOLIECCOB
JIBIDKEHUS KaJpOB

JlokyMeHTHpOBaHUe TIpoliecca ABM)KEHHUS KaapoB Ha
MPEINPHUATHN KaK BaKHEHITas QyHKIUS OTaeNna KaJpoB.
Bunpr nBrmxenns kagpo. CxeMsl IpreMa, IepeBosa,
YBOJIbHEHHsI paOOTHHKOB.

Odopmitenne npuema paboTHUKOB. COCTaB IOKYMEHTOB,
TpeOyeMbIX TIpH TIpHeMe Ha padoTy B COOTBETCTBHUH C
TpynoseiM Konekcom PO.

[Mopsmox 3aKI04YeHNs TPYIOBEIX TOTOBOPOB C
MTOCTOSIHHBIMH ¥ BpEMEHHBIMH Pa0OTHHKAMH.
OcobeHHOCTH cocTaBIIeHHUs YHU(DUIIMPOBaHHBIX (GopM
MIPUKa30B I10 JINYHOMY COCTaBY, KacaroliXcs IpremMa
(dopma T-1, T-1a).

Odopminenune nepeBosa, epeMerieHns, KOMaHIUPOBaHUS
paboTHHKOB. OCOOEHHOCTH O(OPMIICHHUS U OCHOBaHHUS
Pa3IUYHBIX BUIIOB ITepeBoa (TIepeBol Ha OPyTyIo padboTy
Ha TOM XK€ IPEeANpUsATHH; IIEPEBO Ha pabOTy Ha Ipyroe
MpeANpUATHE; IEPEBO/] Ha PabOTy B IPYTYIO MECTHOCTB).
OCOOCHHOCTH COCTaBJICHUS YHU(DUITUPOBAHHBIX (hOpM
MIPHUKA30B 110 JUIYHOMY COCTaBY, KacaloIInuXcs IIepeBoIa
(popma T-5, T-5a), komanauposanus (popmsl T-9, T-9a,
T-10, T-10a). Odopmitenue otmycka. [IpaBmia u cpoku
MMOJArOTOBKH rpaduka oTimyckos (dpopma T-7).
Oco6eHHOCTH COCTaBJICHUS YHU(UIIMPOBAHHBIX (hopm
MIPUKa30B I10 JINYHOMY COCTaBY, KacaroIXCsl OTITyCKa
(dbopma T-6, T-6a).

Odopmiienne yBosbHeHHs pabOTHUKOB. OCHOBaHUS
MpeKpalleHns TPyJOBOTO JOrOBOpa B COOTBETCTBHUH C
HOpPMaMH TPYAOBOTO TPaBa; IpaBmiIa 0POPMICHHUSL
HPEKpaIICHUs TPYA0BOT0 10roBopa. OTBETCTBEHHOCTh
paboTosaTes 3a He3aKOHHOE YBOJILHEHHE PAOOTHHUKOB.
OCOOCHHOCTH COCTaBJICHUS YHU(DUITUPOBAHHBIX (OpM
MIPHUKA30B I10 JUIYHOMY COCTaBY, KACAIOIINXCS
yBoNbHeHHs PaboTHUKOB (hopmbr Ne T-8, T-8a). [Topsamok
PETUCTPALUH MTPHUKA30B 0 JHIYHOMY COCTaBY

[Ipopabotka
y4eOHOTO
(TeopeTH4ecKoro)
Marepuaia

Benenue TpynoBbix
KHIDKEK

ITonstue TpynoBoit kHKU. opMa Tpy1OBOK KHUKKH.
HopmatuBHo-MeToanueckas 0asza,
perITaMeHTHPYIOMAsI TOPSIIOK BEICHNUS, 3aIIOTHEHUSI
TPYAOBBIX KHIKEK, 0OecTieueHYsI UMU paboToIaTeNeH.
3anonHeHue cBeJieHH 0 paboTHHKE. 3aMoTHeHHE
CBEJICHUH 0 paboTe. 3anoHEHUE CBEICHHIA O
HarpakICHNH. 3aIl0JIHCHNE CBEACHUH 00 YBOJTHHEHUH
(mpexpaiiieHUH TPYAOBOTO J0roBopa). OcoOOEHHOCTH
3aITOJTHEHUSI CBEACHUH 00 YBOJIBHEHHH U IIpHUEME Ha
paboTy B CBSI3H C NIEPEBOJIOM PabOTHHUKA.
Buecenne n3mMeHeH 1 JOTIOTHEHHUH B TPYIOBYIO
KHIKKY. JlyOnukat Tpy1oBoi KHIDKKY. Beinaua
TPYAOBOI KHIKKHU IIPU YBOJIbHEHUH (IPEKpalleHUH
TPYAOBOTO IOroBOpa). BKiaaasi B TPYJOBYIO KHHXKKY.
VY4er u XpaHeHue TpyAOBbIX KHMXKEK. JlIoKyMeHTalus 1o
y4eTy OJIaHKOB TPYIOBBIX KHIKEK (IIPUXOTHO-PACXOTHAS
KHHUTA TI0 y4eTy OJaHKOB TPYAOBBIX KHIDKEK U
BKHa}IBH.Heﬁ K HUM, KHUT'A YU€Ta ABUKCHUSA TPYAOBBIX
KHIDKEK ¥ BKJIaJbIIel K HUM). OTBETCTBEHHOCTh 3a
COOIIOIeHUE TTOPSIIKA BEICHUS TPYIOBBIX KHIDKEK.

ITpopaboTka
yueOHOro
(TeopeTUIecKoro)
Marepuaia




Paznen 3. CucremaTH3anusi M XpaHeHHe JOKYMEHTOB KaJAPOBOI CJIYKObI

Homenknatypa nen ITonsaTne HomeHknarypsl aen. ITopsgok cocraBaeHus ITpopaboTka
KaZIpoBOHl CITyKOBbI HOMEHKJIATYPBI JIe KaJI[POBOI CITyKOBI. yueGHOro
(TeopeTHYECcKOr0)
Mmarepuana
DOpMUPOBAHUE €] TpeboBanusl, IpeabsBIAEMbIE K 3ar0JIOBKAM €. IIpopaboTka
ONeMEeHTHI 3ar0JIOBKOB JIEI. y4e0HOro

[IpaBuia rpynnupoBKyM JOKyMEHTOB B 1en1a, 0QOPMIICHHS |(TeOpeTHIecKoro)
3arojIoBKOB Jieil. [Ipu3Haku rpynnupoBKY JOKYMEHTOB B Matepuaa

Jena.
IMopsimok  moarotoBku |[IopsAnok MOATOTOBKU JOKYMEHTOB K apXUBHOMY [Ipopabotka
JIOKyMEHTOB K |xpanenmto. Kiaccnpukanus TOKyMEHTOB IO CpOKaM y4e6HOrO
ApXMBHOMY XPaHEHHIO |XpaHeHus. TpeboBaHuUs, IPEabsBIIEMble APXUBHBIMU (TeopeTHuecKoro)
CITy>kKOaMH K JOKyMEHTaM, CIaBaeMbIM B apXHB. Marepuaa
Opranusanus IpOBEICHUS IKCIEPTU3BbI HEHHOCTH
JIOKYMEHTOB.

Yactuunoe u noiaHoe odopmiienue aei. [Topsaok
oopmIIeHHsI 00JIOKEK JIeJ IOCTOSTHHOTO M BPEMEHHOTO
cpokoB xpaHeHus. CocTaBieHne u 0popMIIeHHE ONUCei
nen. CocTaBieHe 3aBEpUTEIbHOM HaIIHCH Jera.
AIMUHUCTpaTHBHAS OTBETCTBCHHOCTH 32 HAPYIICHHUE
JIeHCTBYIONIEr0 3aKOHOJIATEIbCTBA 10 APXHBHOMY JIEITy.

2.3.2 3aHATHSA CEMHUHAPCKOI0 TUNA (IPAKTHYeCKHe / CEeMUHAPCKHE 3aHATHSA)
OIIeHI/IBaHI/Ie MMPAKTUYCCKUX Sa}:[aHI/Iﬁ BXOJUT B HAKOIJICHHYIO OLICHKY.

HaunmenoBanue TemaTuka NpakTHYECKUX 3aHATHHA ®opMa TeKyIIEero
pasnena (cemuHapoOB) KOHTPOJIA
2 3 4
Paznen 1 Ilousitue n |TpeGoBanusi k oopMIIEHHIO JOKYMEHTOB: IIpoBonutcs B
3HaYeHue 0030p HOPMATHBHO-IPABOBO 0a3bl TOKYMEHTAIIMOHHOTO |(hopMe
JOKyMeHTauMoHHOro |obecneuenus ynpasnenus. [OCT P 7.0.97-2016. MPaKTUYECKOTO
obecneyeHust [TonsTue pekBu3NTa JOKYMEHTA, TPEOOBAHMS, 3aHATHUA,
ylnpasJjieHust MpeIbIBIIEMBIE K O(OPMIICHUIO PEKBU3UTOB H MX Mpearnosaraer
NepCOHAJIOM PAacIIONOXCHUIO Ha OTaHKe TOKYMEHTA. aHaJu3
[Mpunanue JOKYMEHTY FOPUIMYECKON CUITHI. CUTYAI[MOHHBIX
CuryanuonHoe 3ananue «OmmoKu B 0(opMIICHUH 3aIaHU.
JIOKYMEHTOB

CocTaB u BUIBI KA/IPOBOii TOKYMEHTAINH

OCHOBHBIE KJTACCHU(HKAIMHA KAJIPOBBIX TOKYMEHTOB.
[Tpuka3el 0 TMYHOMY COCTaBY KaKk OCHOBHOM
pacropsITUTENBHBIN JJOKYMEHT, COCTaBJISIEMBIN B ITPOIIECCE
JIOKyMEHTHPOBaHUS (YHKIIMH KaIPOBOU CITYKOBI.
CutyalmoHHOe 3aJjaHue « AHAJIN3 KaJpOBOM
JIOKyMEHTAIMU 110 (YHKIMSM YIPABJICHUS TIEPCOHATIOM

Pazpen Il TpeGoBanusi K COIEPKAHUIO U O(POPMIIEHHIO [Tposoputest B

OcHoBBI JIOKAJIbHBIX HOPMATHBHBIX AKTOB 10 ynpaBiieHuio |[popme

JAOKYMEHTAIMOHHOI0 | mepcoHasoM. CuryanuonHoe 3afanue «Ommnoky B MPaKTHYECKOTO

obecneveHust LITATHOM PacHHUCaHUM» 3aHsTHS,

ynpasJieHUst CuryanoHHOE 3aJjaHue «AYIUT PaBUII BHYTPEHHETO npenoaraer

MepPCOHATIOM TPYJOBOTO pacnopsiika» CUTyallHOHHOE 3aJaHue aHanm3
«[Tomoxxenne 006 00pabOTKE MEPCOHANBHBIX JAHHBIX. |CUTYallMOHHBIX
Kakum emy ObITH?» 3a/IaHUM.

Pa3paboTka JOKYMEHTOB, KacarolIUXCsl 3alIUThI
MIEPCOHATILHBIX JIAHHBIX COTPYIHUKOB OpPTaHU3AIIH
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@DopMupoOBaHHE U BeleHHE JUYHBIX JeJ.
CocTaBneHre JOKYMEHTOB JIMYHOTO Jejla COTPYTHHUKA I10
OCHOBHBIM 3TamnaM paboThI NiepcoHaa (IpuemM, nepeBo,
yBOJIbHEHHE, aTTecTanus U T.4.). CocTaBieHue
BHYTpPEHHEH OIMHCH JTOKYMEHTOB JIMYHOTO JeTia.
CocraBneHue 3aBEpUTETHHON HAITUCH.

[ToaroroBka JTUYHOTO JieNa AJIs TIepeIadrl Ha apXUBHOE
XpaHeHue.

[lonmHoe m wacTHuHOE OGOPMIICHHUE NETI.
[IpoBeneHue FKCIEPTU3BI IEHHOCTH JJOKYMEHTOB.

5 JInyHasi kKapTo4Ka.
CocTraBlieHHE TUYHOW KapTOYKK pabOTHHKA.
Bnecenne n3meHeHnit 1 NCIIPABICHUN B TUIHYIO
KapTouky. KapToTeka THYHBIX KapTOUeK: IpaBuiIa
BE/ICHUSL.
6 JlokyMeHTHpOBaHHE NMPOIECCOB IBUKEHUS KATPOB.
[omaroBas  mpomexypa  opOpPMIICHHS  OCHOBHBIX
KaJIpOBBIX Tpolueayp (mpHeM, mepeBol, MepeMelieHue,
Ipe/iocTaBIeHne OTITyCKa, KOMaH/IMPOBaHHE,
YBOJILHEHHE).
Oco6eHHOCTH OATOTOBKY MPUKA30B IO IHYHOMY
COCTaBYy.
CuryanoHHBIE 3aJjaHUsl «AHAIM3 TPYIOBOI'O
noroBopay, «lIpuem Ha paboTy», «AYIAUT YBOJIbHEHHI»
Benenne m xpaHeHWe TPYIOBBIX KHH:KEK. 3alOJHCHUE
TUTYJIFHOTO JTUCTA TPYAOBON KHIKKH.
3amonHeHue pasnena «CeefaeHus o paboTe». 3amoIHEHHE
paznena «CBefeHHs O HATPaXKICHHUIXY.
BHeceHnne n3MeHEHU U JOMOTHEHUH B TPYIOBYIO KHIDKKY.
8 Homenkiiatypa aen kaapoBoii cayxObl. Ilonsartue
HOMeHKNaTypsl jen. CocTaBieHHE HOMEHKIIATYpBI
JIeNT  KaJpOBOU CITy»XKOBI.

9 |Pazmeu IlI. dopmMupoBaHue el [TpoBoauTest B
CucremaTu3zauus u TpeboBanus, NpenbsaBIsIeMble K (HOPMUPOBAHUIO hopme
XpaHeHHe JOKYMEHTOB | el KaapoBoi ciayk0s1. @opMupoBaHne MIPaKTUIECKOTO
KaJIpOBOii CIY:KOBI 3aroJIOBKOB JETI. 3aHATHS,

npennoiaraer

10 IMopsiiok MOATOTOBKHM JOKYMEHTOB K apXHBHOMY |apanu3

XPaHCHUIO. CHUTYallHOHHBIX
[ToarortoBka JOKYMEHTOB K apXMBHOMY XPaHCHHMIO. |3ayaHmii.

[Ipn  wn3yuyeHun

JUCHMIUTMHBL ~ MOTYT  TPUMEHSITCS  3JEKTPOHHOE  00ydYeHHe,
JMCTAaHIIMOHHBIE 00pa3zoBaTebHbIe TexHoNoruu B coorBercTBuu ¢ ®I'OC BO.
2.3.3 KypcoBble paGoThl — He MPeIyCMOTPEHBI.

2.4 IlepeyeHb y4eOHO-METOAMYECKOT0 00eceYeHUs AJIs1 CAMOCTOATEIbHOH padoThl
00y4aouUXCH M0 JUCUHUILIIMHE (MOTYJII0)

[Tepedensb yueOHO-METOUIECKOTO 00ECTICUSHHS TUCITUTUINHBI 10
Ne Bug CPC BBITIOJTHEHUIO CAMOCTOSITETLHON paboThI
1 |I[IpopaboTka TEOPETHUECKOTO
MaTepuana (IIOJrOTOBKAa K
POOJICMHBIM CEMHHAPAM) Meronnueckue peKOMEHAAUMU Jil CTYIEHTOB HaIlpaBJICHUs YIpaBieHHUE
2 |BemonHeHue MIEPCOHAJIOM IO BBIITOJTHCHHIO THCEMEHHBIX pa00T, CAMOCTOSITEIBHOM PadOTHI,
WHIMBUAYAIbHBIX  3aJaHui




(moaroroBka COOOIICHHH, |yTBEPKACHHBIC KadeApod YNpaBlICHHUs IMEPCOHAIOM W OpPraHU3AllMOHHOM
MIPE3CHTALHI) TICUXOJIOTUEH

3 |IloarotoBka K  TEKyIIEMY
KOHTPOJIIO

Y4eOHO-MeTOIMYeCKHe MaTepHalibl Ui CaMOCTOSITEIBHONH pPabOThl OOydaIOMIMXCS M3
Yyciia UHBAJIMJIOB U JIML C OTPaHMYEHHBIMHM BO3MOKHOCTSAMHU 310poBbs (OB3) npenocrasistoTcs
B (hopMax, aJanTUPOBAHHBIX K OTPAHUYCHUSAM UX 37J0POBbS U BOCHPUATHS HH(DOPMAIIH:

Jlist 11 ¢ HapyIIEHUSIMU 3pEHMSL:

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

— B (hopMe 2IIEKTPOHHOTO JOKYMEHTA,

— B (popme ayauodaiina,

— B IIeyaTHOM opMe Ha si3bike bpaiins.

JUnist i1 ¢ HapyIIEHUSIMH CITyXa:

— B IIeYaTHOM ¢opme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

Jist a1 ¢ HapyIIEHUSIMU OTIOPHO-/IBUTATEJIBHOTO anapaTra:

— B TieyaTHOU hopme,

— B (hopMe 2IEKTPOHHOTO TOKYMEHTA,

— B popMe ayauodaiina.

JlaHHBINA TepeyeHb MOXET ObITh KOHKPETU3MPOBAH B 3aBUCHUMOCTH OT KOHTHHI€HTA
oOyyJaroumxcsi.

3. Oopa3oBaTejibHbIe TEXHOJOIMH, NPHMeHsieMble NPH OCBOCHHUH JAUCUHMILIUHBI
(Mmonxy.Jist)

B xome wu3yueHMs OUCHMIUIMHBI IPEIyCMOTPEHO MCIIOJIB30BaHME  CIIEAYIOIIUX
00pa30BaTeNbHBIX TEXHOJOTHH: JIEKIIMH, NPAKTUYECKUE 3aHATHSA, NpoOJieMHOe oOydeHwue,
MOJyJIbHasi TE€XHOJIOTHUS, MOJAIOTOBKA NMHUCHbMEHHBIX AHAJIMTUYECKMX PabOT, CaMOCTOSATENIbHAs
paboTa CTyJeHTOB.

KoMmneTeHTHOCTHBIM MOIXO0A B paMkKax MNpenojaBaHMs TUCLHUIUIMHBI peaau3yercss B
UCTIOJIb30BaHUN HMHTEPAKTUBHBIX TEXHOJIIOTUH M AKTUBHBIX METOJOB (TIPOCKTHBIX METOMMK,
MO3rOBOIO INTypMa, pa300opa KOHKPETHBIX CHUTyalldil, aHaiaM3a IeJarorn4eckux 3ajad,
Mearorn4eckoro SKCIepuMeHTa, MHBIX (POpPM) B COUETAHUHU C BHEAYJUTOPHOU pabOTOM.

NHpopmalMoOHHbIE  TEXHOJOTMM, TPHUMEHSEMble TpPH U3YyYEHUM JAUCHUIUIUHBL:
UCTIONIb30BaHUE  HMHMOPMAIIMOHHBIX  PECYpCOB,  JOCTYNHBIX B HWH(OPMAIHUOHHO-
TEJIEKOMMYHHUKAI[MOHHOM ceTu MIHTepHeT.

AnantuBHBIE 00pa30BaTeNbHBIE TEXHOJIOTHH, IPUMEHIEMbIE IPH U3YYCHUN JUCIUTUTNHBI
— JUIA JMIl C OrPaHMYEHHBIMH BO3MOXKHOCTSMH 3[I0POBbsSl IpPEIyCMOTpEHa OpraHU3alus
KOHCYJIBTAIMH C MCIIOJIb30BAaHUEM AJIEKTPOHHON TIOYTHI.

4. OueHoYHbIE CPEACTBA AJ TeKylLIero KOHTPOJIA yCIeBaeMOCTH M IPOMeXKYTOYHOM
aTrecTanuu

OneHouyHble CpeACTBa MpeIHa3HAYeHbl MJIS1 KOHTPOJS U OLEHKH OOpa30BaTeIbHBIX
JOCTH>KEHUH 00y4JaroInXcsi, OCBOMBIIUX MTporpamMmy ydeOHo! aucturuinibl « MHpopMaiioHHo-
JIOKYMEHTAIlMOHHOE 00EeCTIeueHUE TPYIOBbIX OTHOIIEHUN».

OneHouHbIE CpeCTBA BKIKOYAET KOHTPOJIbHBIE MaTEpHaibl JUIsl IPOBEACHUS TEKyLIero
KOHTPOJIAA B (popMe TECTOBBIX 3a/laHui, JOKJIaJa-Ipe3eHTallud MO MPOOJIEMHBIM BOIpOCaM,
Pa3sHOYpPOBHEBBIX 3a/IaHUM, CUTYallMOHHBIX 3aJad U MPOMEKYTOYHOH aTTrecTauuu B (opme
BOIIPOCOB K JK3aMEHY.
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CTpyKTYypa OllEHOYHBIX CPECTB JJIA TEKYIIel M MPOMEKYTOYHOM aTTeCTalluu

HanMenoBaHme O1IeHOIHOTO CpCacTBa

Ne | Kon n HauMeHOBaHHE ~
PesynbraTel 00y4deHUs Texkymuit IIpomexyTounas
/Tl | MHOUKATOpa
KOHTPOJIb aTTecTanys
NyK-2.1 NyK-2.1 Ompenensier  Topsaok | Bompocsr mmst Bomnpoc Ha 3adere
Honumaer (hopMHpPOBaHKS MPABOBEIX HOPM, IIEIH | YCTHOTO 1-4
1 | cymHocTh W 3aJayd HOPMATHBHBIX NPABOBBIX | (IIMCBMEHHOTO)
NPaBOBbIX  HOPM, | aKTOB orpoca 1o TeMe,
nejged uW  3agavu pasneny
HOPMATHBHO NVYK-1.2 ®opmupyer TpedoBanus ipu | Pemrenue Bonpoc Ha 3auete
MPaBOBBIX AKTOB UCTIONB30BAaHUK TIPABOBBIX HOPM, 1I€JIM | CUTYallMOHHBIX U | 5-8
2 W 33724l HOPMATHBHBIX IPABOBBIX | MPAKTHYECKUX
aKTOB 3aja4 o IUIaHy
IPOOJIEMHOTO
ceMuHapa
HNYK-12 PaspabéarsiBaer moaxoas | [logroroska Bompoc Ha 3a4ere
NpH  WCNOJB30BAHWUM  TMPABOBBIX | COOOIIEHUIT 1O 9-11
3 HOPM, LeJIM U 32Ja4i HOPMATHBHBIX | TUIaHY
MPaBOBLIX AKTOB po0JIEMHOTO
ceMHHapa
NYK-2.2. NyK-2.2. Onpenensier nouck | Bompockr mist Bormpoc Ha 3auere
OcyuiecTBiasieT HE00X0IUMOH IPaBOBOI HH(POPMAIIHK | YCTHOTO 12-14
4 | mouck HeOOXOMMMOI | [T pemeHus pOoPECCHOHATIBHBIX | (TMCEMEHHOTO)
NPaBOBOIi 3amaq orpoca 1o TeMe,
uHpopmanmn s paszeiny
peLieHus HNYK-2.2. @opmupyeT nouck | Pemenue Bomnpoc Ha 3auete
NpoeCcCHOHAIBLHBIX | HEOOXOXMMOit NMpaBoBOii | cutyauuoHHeix 1 | 15-20
g | 3anad nHpopmanun s peleHust | MPaKTHYECKUX
npodgeccnoHATBHBIX 32124 3aja4 o IUIaHy
IIPOOIEMHOTO
ceMHHapa
NYK-2.2. PazpabareiBaer mouck | [logroroka Bormpoc Ha 3auere
HE00X0AUMOH TPaBOBOI HHpOPMAMK | COOOMICHUH Mo 21-25
6 JUIL  pemeHus IMpOQecCHOHANBHBIX | TUIAHY
3a7aq po0JIEMHOTO
ceMHHapa
NYK-2.3. NYK-2.3. Omnpegenser mnpuHOUTBI | Bompockr mis Bomnpoc Ha 3adere
Hcnoan3yer MIPOEKTHOH METOIOJIOTUH JUIL | YCTHOTO 26-30
NPUHIHIIBI peeHust poQecCHOHANIBHBIX 33/1a4 (nucpMeHHOT0)
NPOEKTHOM NYK-2.3. dopmupyeT MNPHHIUIBI | ONPOCA IO TEME,
METOHOJOTHH ISl | POEKTHOU METOJI0JI0TUH JUIsL | paseny
7 | peuieHMs peeHust poQecCHOHANIBHBIX 33/1a4 Pemenue
npogeccuonanbubIX | MYK-2.3. PaspabaTeiBaeT IPUHLUILI | CUTYaIlMOHHBIX U
3ampav MIPOEKTHOM METO0JIOTUH s | TPAKTHYECKUX
pemeHus npocbeccpIOHanLHLIx 3a1a4u 3aJa4 110 I1any
MPOOIEMHOTO
ceMHHapa
NYK-2.4. NYK-2.4. Onpenenser ontuManbHbIi | Borpocs! st Bonpoc Ha 3auete
Bui6oupaer CIoco0 peleHus 3aqad, UMEIOLNXCsl | YCTHOTO 31-36
ONTHMAJILHBII pecypcoB M OTpaHMYEHHH, OIEHKH | (IMCHMEHHOTO)
cnoco6 pellleHHsi | PUCKOB Ha OCHOBE IPOEKTHOTO | ONpoca o TeMe,
3a/1a4, MMEIOINMXCS | MHCTPYMEHTapusl pasneiny
pecypcos u | NYK-2.4. ®dopmupyer ontumanbHbiii | Pemenne
OrpaHuYeHHmii, CIOCO0 pelleHus 3a/a4u, UMEIOLIUXCS | CHTYallMOHHBIX U
8 OllEHKH PHCKOB Ha | peCypCcOB M OIPAaHUYECHHUH, OLICHKHU | MPAKTHYECCKHUX
OCHOBE NPOEKTHOrO | pUCKOB Ha OCHOBE IPOEKTHOrO | 3a1ad IO IUIaHy
HHCTPYMeHTApHUS HHCTPYMEHTapHUs IpoOIEMHOTO
NVYK-2.4. Pa3pabaTpiBaeT | C€MUHapa
OINITHMAJIBHBIH CII0CO0 perIeHus 3a1ad,
HUMEIOINXCs pecypcoB n
OTpaHWYEHHMH, OLEHKH pPHCKOB Ha

OCHOBC NPOCKTHOT'O UHCTPYMCHTAPUA
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UIIK-2.1. HIIK-2.1. Onpenensier | Bonpocs! miis Bormpoc Ha 3auere
Opranusyer JOKYMEHTUpPOBAaHHE  YTIPABIEHUYECKOH | YCTHOTO 37-41
JIOKYMEHTHUPOBaHHUE JIEATENLHOCTH B OpraHHU3alUH. (nuceMeHHOT0)
YTIPaBJICHYECKOH UIIK-2.1. dopmupyeT | ompoca 1o TeMe,
JESTENbHOCTH B | JOKYMEHTHPOBaHUE YIPABICHYECKON | pasieiy
9 | opraHuzamuu. JIEATENFHOCTH B OpraHHU3alUH. Pemenue
HUIIK-2.1. PazpabGateiBaeT | CHTYallMOHHBIX U
JIOKYMCHTUPOBAHUE  YIPABJIECHYECKOU | IMTPAKTHYECKHUX
JACATCIIbHOCTU B OPraHU3allH. 3a/1a4 1o 1jaHy
MIPOOIEMHOTO
ceMHHapa
HIIK-2.2. UIIK-2.2. Omnpenensier | Bonpocsr ms Bonpoc Ha 3adere
[pumensier WHPOPMALNOHHBIE CHUCTEMBI B | YCTHOTO 42-45
nH(popManMOHHbIE | YIPABICHYECKOH  JAEATEIBHOCTH B | (IMHCBMEHHOTIO)
CHCTEeMBI B | OpraHu3anuu orpoca 1o TeMe,
YIpaBJeHYeCKOM UIIK-2.2. dopmMupyet | pasgeiny
10 | AeATeBHOCTH B HH(l)OpMaHHOHHer CHCTEMBI B | Pemenue
OpraHu3aluu YIOPaBICHYECKOU  OCATEIBHOCTH B | CUTYallMOHHBIX U
OpraHu3aluu MPaKTHYECKUX
UIIK-2.2. Pa3pabaTpiBact | 3a1a4 IO IUIAHY
nH}popMannoHHbIE CHCTEMBI B | IPOOGIEMHOTO
YIpaBICHYECKOW  NICSATENBHOCTH B | CEMHHapa
OpTaHM3aIA

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

Kox n HaumeHnoBaHue
WHIUKATOpa

CooTBeTCTBUE YPOBHEHN OCBOCHHS KOMIIETCHIIMY TUNIAHUPYEMBIM pe3ysibTaTaM
00y4eHHs U KPUTEPUSIM UX OLICHUBAHUS

IOPOTOBBIN 6a30BbIif | IPOJBUHYTHII
Ornenka
Y 10BIETBOPUTETHHO XopoIio/3auTeHO OTIUYHO /3aYTECHO
/3a4TeHO

YK-2 CnocodeH onpenesiTh KPYr 3a/1a4 B pAMKAX MOCTABJICHHO 11eJIH ¥ BLIOUPATH ONTHMAJIBLHbBIE CIIOCOOBI
HX pelleHust, UCXO/s U3 JefiCTBYIONINX NMPABOBBLIX HOPM, MMEIOIIMXCS PeCYPCOB U OrpaHMYeHU

NyK-2.1 NYyK-2.1 Ompenensier | UYK-1.2 ®opmupyer | UYK-1.2  PazpabarsiBaer
IMonnmaer CYIIHOCTh | MOpAAOK  (opMupoBanus | TpeOoBaHUs IpH | TOJXOABI npH
MIPABOBBIX HOPM, LIeJIC U | MPaBOBBIX HOPM, LENH M | MCIHOJb30BaHHU UCIIOJIB30BAaHUH  TTPABOBBIX
3a7a4u HOPMAaTHBHO | 3a/laud HOPMATHBHBIX | NPaBOBBIX HOPM, IIEM M | HOPM, LeMd ¢ 3aJadu
TIPAaBOBBIX AKTOB MPaBOBBIX aKTOB 331491 HOPMATHBHBIX | HOPMAaTHBHBIX  NPaBOBBIX
IIPaBOBBIX aKTOB aKTOB

NYK-2.2. Ocymectnser | UYK-2.2. Omnpenensier | UYK-2.2.  ®opmupyer | UYK-2.2. Pa3pabarsiBaeT
TIOUCK HEOOXOANMOH | MOUCK HEOOXOANMOH | MONCK HEOOXO0ANMOH | MOnCK HE0OX0ANMO
MPaBOBOW WMHGpOpPMAIMU | MPaBoBOH  MH(GOPMAIMK | IPaBOBOM HH(OPMANWU | MPaBOBOH  HMHGOpMAIMN
TSt peuieHust | st peuieHust | st peuienus | st peuieHus
po¢heCCHOHATBHBIX po¢eCCHOHANBHBIX 331a4 | MPOo(EeCCHOHAIBHBIX npodecCHOHaNbHBIX 33124
3amaq 3a1a4

NYK-2.3. Hcnomnesyer | MYK-2.3. Ompenensier | UYK-2.3.  ®opmupyer | UYK-2.3. PaspabatsiBaer
NPUHLMIIBL  [POEKTHON | IPHUHLIMIIBI IPOEKTHOHM | NPUHLMIIBI ~ NPOEKTHOM | MPUHLIMIIBL IIPOEKTHOM
METO0JIOTUH UL | METOROJIOTUH JUISL | METOOJIOTHU JUISl | METOZOJIOTHH TSt
peteHus peteHust peteHus peuieHust
podecCHOHANBHBIX npodeccHOHANBHBIX 33/1a4 | MPOQeCCHOHANBHBIX podeCCHOHANBHBIX 33134
3a1aq 3a1aq

NVK-2.4. Bribupaer | NYK-2.4. Ompenensier | UYK-2.4.  ®opmupyer | UYK-2.4. PaspabatsiBaer
ONTHMAIBHBI  Ccroco0 | ONTUMaJIbHBINA croco0 | ONTHMaJBHBIA  Ccroco0 | ONTUMAaJIbHBIN crocob
pemeHus 3a7ad, | pemeHus 3ajad4, | pelmeHus 3ajad, | pelmeHus 3ajad,
HMEIOLINXCSl PECYPCOB U | MMEIOIIMXCS PECypcoB M | MMEIOIIUXCSI PECYpPCOB U | UMEIOLIMXCS PECypcoB U
OTpaHWYCHUH, OIEHKU | OrpaHUYCHHH, OLICHKH | OTPAaHWYEHHH, OLEHKU | OrpaHHUYCHHH, OLICHKH
PUCKOB  Ha _ OCHOBE | PHCKOB Ha OCHOBE | PUCKOB  Ha _ OCHOBE | PHUCKOB Ha OCHOBE
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IIPOEKTHOT'O MPOEKTHOTO MPOEKTHOTO MIPOEKTHOTO
HHCTPYMEHTapHUs MHCTPYMEHTapus MHCTPYMEHTapus HWHCTPYMEHTapHs

K-2 Cnocoden k opraHu3alii J0KyMEeHTHPOBAHUsI YIPABJIEHYECKOH 1esiTeTbHOCTH B OPraHu3aluu
WIIK-2.1.  Opranumsyer | UI1K-2.1. Ompepensier | UT1IK-2.1.  ®opmupyer | UI1K-2.1. PazpabarsiBaer
JOKYMEHTUPOBaHHUE JIOKYMEHTUPOBaHHUE JIOKyMEHTUPOBAHHUE JOKYMEHTHUPOBaHHUE
yIIpaBJIEHYECKON YIIPaBJICHYECKOH YIIPaBJICHYECKOH YIIPaBJICHYECKOH
JESATENbHOCTH B | JEATEIBHOCTH B | JEATEIBHOCTH B | IESTEIBHOCTH B
OpTaHU3ALHN. OpraHU3aIHH. OpTaHU3aLHH. OpTraHH3aLHHL.
WIIK-2.2.  Mpumenser | UTIK-2.2. Omnpepensier | UI1K-2.2. ®opmupyet | UTIK-2.2. PazpabaTsiBact
WHPOPMALNOHHBIE HHPOPMALMOHHBIC WHPOPMALNOHHBIC WHPOPMALNOHHBIE
CHCTEMBI B | CHCTEMBI B | CHCTEMBI B | CHCTEMBI B
YHpaBICHIECKOH YIPaBICHYECKON YIpaBICHIECKON yTIpaBICHYECKON
JCATCIIBHOCTH B | ACATCIIBHOCTH B | ACATCIIBHOCTH B JACATCIBbHOCTHU B
OpraHu3anun OpraHu3anumn OpraHu3anumn OpraHm3anuvun

TunoBble KOHTPOJIbHBbIE 32JaHUSA MM HMHbIe MaTepHuaJbl,
OLICHKM 3HAHMH, YMEHMI, HABBIKOB M (WJIN) ONbITA JeSITCJbHOCTH,
¢dopMupoBanus KoOMIeTeHIMIi B Mpolecce OCBOeHHSI 00pa3oBaTeJbLHOI

ITAMNbI
NMPOrpaMmbl

4.1.1.
AOKYMEHTaL)

HEeo0XoaAuMbIe IJIf
XapaKTepU3yHIINX

Bonpocel mo mpodaemHoMy cemuHapy «CoctaB M BHIABI KaJApPOBOil

1. CJ'Iy)I(6a JAOKYMCHTAlIUOHHOT' O obecreyeHus yhapaBJICHUA, OCJIN, 3a1a4U, (bYHKI_II/II/I

2. Tpwu GhopmbI OpraHu3anuy JeIOMPOU3BOACTRA.

3. Bxopsmme JOKYMEHTBI, MPOIECCEe IBIKEHHS.

4.  Vcxopnsmue TOKYMEHTBI, TPOIecce IBUKCHUS.

5 Perucrparus u uHaeKcalys JOKYMEHTOB, ONpeIeeHNe, TPUHIUIBI BBITOJTHEHUS,
byHKIHN.

6. HowmeHnkiarypa jen, onpeaesieHue, BUIbI, TOPSIOK COCTaBICHUS, (yHKITUH.

7.  ®dopmupoBaHHUE /e, IpeAHa3HaYeHUe, STalbl.

8.  OpraHu3zaioHHO — IPaBOBasi JTIOKyMEHTAIMsI, ONIpeiesieH e, TpeHa3HaueHUE.

9.  PacnopsaurenbHble JOKYMEHTHI, ONpe/ieNieHe, IpeAHa3HaueHue.

10. HMupopmanmoHHO - CIIpaBOYHbBIE JOKYMEHTHI ONIPE/eNICHNE, TPeAHa3HAuCHHE.

11. VYcras, npenHasHadenue, CTpyKTypa, TpeOOBaHHS K O(OPMIICHUIO.

12 [TonoxeHue o CTPYKTYpHOM HOJpa3ieIeHUuH, IpeHa3HaueHne, CTPyKTypa, TpeOOBaHUs
K 0(pOPMIICHHIO.

13.  JloymKHOCTHAs MHCTPYKIMS, TIpeIHa3HAYCHUE, CTPYKTYpa, TpeOoBaHus K 0(OPMIICHHUIO.

14. TlrtarHoe pacnucanue, NpeaHA3HAYCHUE, CTPYKTYPa, TPeOOBaHUS K OQOPMIICHHUIO.

15. Tlponenypa u3nanus npuKasa.

16. TIlponemypa cozmaHus MPOTOKOIIA.

17.  JToxmamuas 3amucka, ompezeneHue, Mopsa0K COCTaBICHHs, TPeOOBAHUS K O(OPMIICHHIO.

18. Cnyxe6Has 3amucka onpeseneHue, mopsaoK COCTaBIeH s, TpeOOBaHks K 0)OPMIICHHIO.

19, OOBscHUTENbHAS 3aIIUCKA ONpeIeTICHUE, TOPSAIOK COCTaBIEHUS, TPEOOBAHUS K
0(OPMIICHHUIO.

20. PexomeHmaTenpHOE THCEMO OTIPEICTICHHE, TIOPSIOK COCTABIICHHS, TPEOOBAaHUS K

0(pOpMIIEHHIO.

21 Yuaudukanus GopMm TOKyMEHTOB, CYIIHOCTb, QYHKIMH, puHITHI nipoBeaeHus (Tademnnb
" ¢opm, Ans00om hopm).
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22. AKT ¥ crpaBKa IpeHa3HauYeHHe, COCTABIICHHE, PEKBU3HTHIL

23. AusroputM mpueMa Ha paboTy.

24.  AiropurM mepeBoja Ha JPYryro pabory.

25.  AJTOPUTM YBOJBHEHHUS COTPY/IHUKA.

26. AJropuT™M MpEIOCTABJICHUS OTITYCKA.

27. Jluunast kapTouka T-2, HOPSAIOK 3aMOTHCHUSL.

28, TpynoBoii 10roBop, CTPYKTYpa, MpeIHa3HAYeHUE, 0COOCHHOCTH COCTaBJICHUS U
HOIHCAHUSI.

29. Bemenue TpyI0BOM KHHKKHU: OOIINE TIOJOKEHHSL.

30. Bxumampli U IyOIUKAT B TPYIOBYIO KHIDKKY, YCIOBHS BBIIA4YH, AITOPUTM 3aMOTHEHHS.

31. JloBepeHHOCTH Ha MOTyYECHHE MATCPHAITBHBIX IIEHHOCTEIA.
32.  OdopmiieHue JUYHOTO Jiea COTPYAHUKA.
33. Tlopsimok XpaHEeHUsI JOKYMCHTOB U MIEPEIauu B apXUB.
34. JIoKyMeHTaIHs [0 MOOMIPEHHIO PAOOTHUKOB M JUCIUIUTHHAPHBIM B3bICKAHHSIM.
Ilepeuensv yacmu komnemeHyutl, NPOBEPIEMbIX OYEHOUHBIM CPEOCNBOM:
NVYK-2.1. [loHuMaer CymHOCTh IPABOBBIX HOPM, LEJIH U 3aJjaud HOPMATUBHBIX IPABOBBIX
aKTOB,;
NYK-2.2. OcymecTBiasieT NOUCK HEOOXOJUMON MpaBOBOW HWH(POPMALUU Ui PEIICHUS
npodeccuoHaIbHBIX 33/ay,;
NVK-2.3. Hcnonb3yeT  HPUHLUMIIBI  IPOEKTHOM  METOMOJIOTMM  JUIsl  pelICHHUs
npodeccuoHaIbHbBIX 33/ay;
4.1.2 Coo0ureHHs COTJIACHO MJIAHY MPO006JEeMHOI0 ceMUHapa

1. Cozpaiite WORD - nokymenTt ¢opmara A-4 coriacHo mnpaBuiaMm odopmileHus
KOHCTPYKLIMOHHOM CETKH C Pa3IN4YHbIMU PEKBU3UTAMU.

2. CornmacHO mpaBWiIaM IOCTPOEHHsSI TEKCTa PACIOPSAUTENBHOIO JOKYMEHTa
IpUBEIUTEIIPUMED TEKCTa TIOKyMEHTa (HareuaTaiiTe TeKCT Ha Jiucte popmata A4).

3. Yem ornmyaercs opopMiIeHHE MpHKaza MO JIMYHOMY cocTaBy? B paszanuHbIx
MCTOYHUKAX HainuTe oOpaselr] mpukasa Mo JUYHOMY COCTaBy (pacmeuyaTaTh Ha Jiucte ¢opmara
A4).

4. Hcnons3ys marepuain n3 [Ipunoxenus 1 «PekoMeH1anuy 1o uCnojb30BaHUIO IIPU
HalMCaHUM JIOKYMEHTOB OT/ENbHBIX Hamboyiee 4acTo YHOTPeOJIIEMBIX CIIOB M YCTOWYHMBBIX
COUYETaHMI» cocTaBbTE 3 pa3NUYHBIX JOKYMEHTa (IIMChbMO, IpUKa3, akT u 1p.). Opopmurs Ha
muctax Qopmara A4, pyykoll MIM MapKepoM OTMETUTh HCIOJb3yeMble CJOBAa WM
CJIIOBOCOYETAaHMsI, MOANNCATh K KaKOMYy OJIOKY peKOMEHJAlMii OTHOCUTCS (HampuUMep, oKa3amb
HOMOWb - YCTOMUUBBII 000POT peun).

Hepequb yacmu KOMnemeHqulj, npoeepiaemblx OyeHO4YHbIM Cp@@CWlGOM.’

NIIK-2.1. Opraansyer JOKyMEHTUPOBAaHUE YIIPABIECHUYECKOMN IEATEIBHOCTH B OPraHN3alAN

NVYK-2.1. IToHnMaeT cyImHOCTh IPABOBBIX HOPM, LIEJIN U 331a4d HOPMAaTUBHBIX NTPaBOBBIX
aKTOB;

NVYK-2.2. OcymiecTBiseT MOUCK HEOOXOAWMOW MpaBOBOM HH(MOpMAIMM IS peIIeHHS
poeCCHOHAIBHBIX 3a]1aY;

NVYK-2.3. Hcnonb3yeT HpUHLMIBI  MPOEKTHOW  METOJOJOTMM I PELICHUS
poeCCHOHANIBHBIX 3a]1aY;

4.1.3 Pemienne cuTyalimoOHHBIX 3224 10 IJIAHY IPO0JEMHOr0 ceMHHApa
1. CocrtaBpTe U oO(OpMHTE NpHUKa3bl IO OCHOBHOH JEATENBHOCTH, B Cllydae
HE00X0IMMOCTUA00aBbTE HEJOCTAIOIIYI0 HH(POPMALUIO:
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C 1enplo NpUBJIEYEHHsI CIOHCOPOB Ul 00ECIeUeHHsl TPOU3BOICTBEHHOHN J1EATEIbHOCTH
reHepanbHblii qupekTop OO0 «Montep» (r. ExarepunOypr) O. I'. CokonoB 20 ceHTAOps
TEKyIIEero roja U3Aajl IpUKa3 O CO3JaHUM KOMMEPYECKOrO OTIeNa CO CIEAYIOUIUM IITaTHBIM
COCTAaBOM: KOMMEpPUYECKUHN AUpEKTOop — 1 1T, €., Beaymuid cnenuanuct — 1 mr. ex., cnenuanuct

— 1 mrr. en.

I'maBHOMYy Oyxrantepy npeanpusitus ['. A. ['opsiueBy ObIJI0 HOPYYEHO BHECTU U3MEHEHUS
B IITATHOE PaCIUCaHUE IIPENIPUATHS Ha 4-11 KBapTaJl TEKYILEro I'0/la U BBIHECTH Ha YTBEPKIACHUE
HOBBIM JOKyMeHT K 1 okTs0psi. Hauaneuuky otnena xaapo T. H. WrnateeBy mnpenmnucano
YKOMIIJIEKTOBAHHUE OT/IeJa Ka/IpaMHU C BBICIIUM 3KOHOMHUYECKUM oOpa3oBaHueM K 10 okTsa0ps.

OTBETCTBEHHOCTH 32 UCIIOJIHEHHUE MPHKa3a AUPEKTOP OCTABUI 3a COOOU. J[aHHBINA MPOEKT
IIPUKa3a COCTaBIIsUI CeKpeTaphb reHepanbHoro aupexropa M. M. Biacosa.

HepelleHb yacmu KOMnemeHL;Mﬁ, npoeepsiemovlx OYEeHOUYHbIM cpedcmeom:
HIIK-2.1. OpranusyeT T0KyMEHTUPOBAHHUE YIIPABICHUECKON ACSITEIILHOCTU B OpraHU3aliu
NIIK-2.2. [IpumensieT HHPOPMALMOHHBIE CUCTEMBI B YIPABICHYECKON NEATEIHLHOCTH B

OpraHu3alu

4.1.4 TloaroroBKa coO0IIEHHUIT N0 IUVIAHY MPOOJIEMHOI0 CeMHUHAapa

[Tpoanammzupyiite [OCT P 7.0.97-2016. Cucrema cranmapToB mo wH(pOpMaIuy,
OuOMMoTeYHOMY U UW3JaTeNnbCckoMy jaeny. OpraHu3alloHHO — -pacHopsAUTeNbHas
JokyMeHTauus. TpeOoBaHus K OQOPMIIEHHIO JOKYMEHTOB, OTBETbTE Ha CIIEAYIOIINE
BOITPOCHI:

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

2)  Kakue TpeOoBaHMs B COOTBETCTBUH C JaHHBIM HOPMATHBHBIM JIOKYMEHTOM
JTOJIKHBI IPEIBSABIATHCS K OJTaHKaM JOKYMEHTOB?

Hepequb yacmu KOM?ZGI’I’Z@HL!MZZ, npoeepiemovlx OYeHOUYHbIM cpe()cmeojw:

NVYK-2.1. IlToHnMaeT CyIHOCTh IIPABOBBIX HOPM, LENHM M 33Ja4d HOPMATHBHBIX IIPABOBBIX
aKTOB,;

NYK-2.2. OcymecTBiaseT NOUCK HEOOXOJUMOH MpaBOBOM HHPOpPMALMU Ui peIIeHUs
npodeccuoHaNbHbIX 3a/a4;

NVYK-2.3. Hcnonp3yeT  NpPUHLMIBI  IPOEKTHOM  METONOJIOTMM  JUIsl  pEIICHHUS
poeCCHOHANIBHBIX 3a]1aY;

NYK-2.4. BpiOupaeT oNTUMalbHbIM crnoco0 pelieHus 3afady, UMEIOLIMXCS PEecypcoB H
OTpaHUYEHUH, OLIEHKU PUCKOB HAa OCHOBE MPOEKTHOTO HHCTPYMEHTapuUs

4.1.5 IlpuMepHbIe BONPOCHI MTOTOBOT0 TECTHPOBAHUS (IIPOBOAUTCH MO BCEM TeMaM

y4eGHOro Kypca):

Bapuant 1. (mpumep)
2. K opranu3aisioHHbIM JOKYMEHTaM OTHOCHTCS:
A) nonoxenue 06
opranuzanuu;b)
yKa3aHHE;
B) npotoxkon.
3. PyxoBoactBo OO0 «CTpoiCyneprHBECTTOPT» PEHIMIIO0 TPU 0OPMIICHUH MTUChMa-
NPEUIOKEHUsT O COTPYIAHMYECTBE CBOMM mapTHepaM «HHBECTCTPONKOMKHPINY
HCITOJTh30BaTh N300pakeHUe TOCy1apcTBeHHOTo repba PD.
Hackonpko npaBomMouHb! AelcTBHs pykoBoacTBa O6mectBa? [logrBepante cBOi OTBET
CCBIJIKOMHA HOPMATUBHBIC TOKYMCHTEI.

4. OdopmMuTE HECKOIBKO BUIOB peKBU3UTa «OTMETKA O MPHIIOKEHUM»:
® [IPIJIOKEHUH B IOKYMEHTE HECKOJIBKO;
® TIPIIIOKEHUE COPOIIIOPOBAHO;
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5. Ha kakue 8u0bl 00OKyMeHmMos He pacnpoCmpaHsIemcs
oeticmeuel OCT P 7.0.97-20167

a) yCTaB, MOJIOKEHUE, aKThI, ITMCbMA, CITPABKH,

0) ycTaB, 3aU€THbIC KHUXKKH, aKThl, IMCbMA,

CIPaBKH; B) YCTaB, MOJOXKCHUE, aKThI,

YAOCTOBEpPEHUS, CIIPABKH.

6. I1o pacnonosicenuto pekeu3umos evloensaom cieoyiouue 6uobl O1aAHKOE:

a) YIJIOBOW W TIPOJIOJIBHBIN;

0) yriioBoit u

LICHTPUPOBAHHBII; B)

YIJIOBOM U

LEHTPAJIN30BaHHBIN.

HepelleHb yacmu KOM?Z@I’I’Z@HL;MIZ, npoeepsiemovlx OYEeHOUYHbIM cpedcmeom:

NVYK-2.1. [loHuMaer CymHOCTh IPABOBBIX HOPM, LEIHM M 33Ja4d HOPMATHBHBIX IPABOBBIX
aKTOB,;

NYK-2.2. OcymecTBiasieT NOUCK HEOOXOJUMON MpaBOBOW HWH(POPMALMU Ui PEIICHUS
npodeccuoHaIbHbBIX 33/ay;

NVYK-2.3. Hcnonb3yeT  HpPUHLUMIIBI  HPOEKTHOM  METOMOJIOTMHM  JUIsl  pelICHHUs
npodeccuoHaIbHBIX 33/ay,;

3ayeTHO-IK3aMeHAIMOHHBIE MATEPHAJIBI 1J1s1 POMEKYTOYHOM aTTecTalMM (3a4eT)

1. TlonsTHe cucTEMBI JOKYMEHTAIMOHHOTO OOECIICUeHHUs yIPABICHHS IEPCOHATIOM.

2. TpeboBanusi, mpeabsSBIIEMbIC K 0DOPMIICHUIO PEKBU3UTOB KaIPOBOH JIOKYMECHTAIIHH.

3. Ilpmpanue qOKyMeHTaM HOPUINYECKOU CHIIBL.

4. Tlopsimok 00pabOTKH U PErUCTPAIUU JTOKYMEHTOB, X WHICKCAIIUHU. PerucTpanuoHHbie
(hOpMBI TOKyMEHTOB U MX 3aIll0JIHEHUE.

5. KoHTpOabs UCTIOIHEHHS TOKYMEHTOB.

6. Kiaccudukanus kaIpoBbIX TOKyMEHTOB.

7. OTnuuus B MOATOTOBKE MPUKA30B IO JIMYHOMY COCTaBY M MPUKA30B 110 OCHOBHOM
JIeSITEILHOCTH.

8. HopmaruBHO-MeToamUeckas 6a3a, periiaMeHTHUPYIOMIas TIOJrOTOBKY KaJpOBOM
JIOKyMEHTAIUU.

9. TIpocTble U CIIOKHBIE TIPUKA3BI: OCOOCHHOCTH O(POPMIICHHUS.

10. IToHsiTHE TPYAOBOTO JJOTOBOPA, 003aTENbHBIX U JOTIOJIHUTENbHBIX YCIOBUHA TPYI10BOTO
JI0TOBOpA.

11. IlpaBuna opopmieHHs PEKBU3UTOB TPYI0BOTO JOrOBOpA.

12. OcobennocTr 0OPMIICHHS KypHAIA PETUCTPALUN TPYAOBBIX JOTOBOPOB.

13. CocraB 10KyMEHTOB, TpeOyeMbIX OpraHaMHu Ha30pa U KOHTPOJIS IPU MPOBEJCHUN
TIPOBEPOK.

14. Odpopmnenue mporenypsl IPOBEPKU KaJpOBOH JOKYMEHTAIIUH.

15. OcoGeHHOCTH COCTaBIICHHS JKypHAJIA yYeTa MEPOPHUSATHI TTO KOHTPOJTIO.

16. Buzab! nmpoBepok.

17. OtBeTcTBEHHOCTH paboTomaresns U GU3NISCKUX JIUI] HA HeHA JIe)KAIIee COCTOSTHUE
KaJpOBOH JOKYMEHTAIHH.

18. Ha3HaueH#e WHCTPYKIIMU TI0 JOKYMEHTAIIHOHHOMY O0ECTICUEHHIO YIIPaBICHUS
nepconanoM. CocTaB pa3/ienos.

19. OcobennocT pa3pabOTKH U COCTABIICHUS MTATHOTO PACITUCAHHUS.

20. [TpaBuia BHyTPEHHETO TPYIOBOI'O PACHOpPsiIKa: Ha3HAYEHUE U MOPSAA0K 0(popMIICHHUS.

21. llepcoHanbHbIe JaHHBIE paOOTHUKA: COOp, XpaHEHHE, OTBETCTBEHHOCTH 32
JOCTOBEPHOCTh U HE3aKOHHOE PACIPOCTPaHEHHUE.

22. OCHOBHBIC HOPMATHBHO-TIPABOBBIC aKTHI, PETIIAMEHTHUPYIOIIHE padOTy C TPYJOBBIMH
KHIKKaMH paOOTHUKOB.
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23. [IpaBuia opopmiIeHHs TPYAOBBIX KHIDKEK, BHECEHUS! JIOTIOTHEHUS M UCTIPABJICHUH B
HEMPaBUIILHO BHECCHHBIC 3aITHCH.

24. Tlopsiok BbIIa4M TPYAOBOM KHIKKH PAOOTHUKY

25. BxiaapI B TPYJOBYIO KHIKKY.

26. Beigaua qy06naukara Tpy10BOM KHMDKKH

27. Y4er IBWKEHUS TPYIOBBIX KHIKEK U BKIIQIBIIICH K HAM.

28. Odopmitenne npuema paboTHUKOB. COCTaB JOKYMEHTOB, TPEOYEMBIX MPH MPHUEME Ha

pabory.

29. OdopmiteHne repeBoa pabOTHUKOB Ha APYTYIO padoTy

30. Oopmitenne nporeaypbl KOMaHIUPOBAHUS PAOOTHUKOB.

31. OdbopmiteHne oTIyCKa.

32. IIpaBuia U CpOKH MOATOTOBKH rpaduka otmyckoB (dpopma T-7).

33. OdopmiteHne MpoIeayphl YBOJIbHEHUST PaOOTHUKOB

34. OcoOeHHOCTH COCTaBJICHUS] YHU(PHUIUPOBAHHBIX (POPM IPUKA30B MO JIUYHOMY COCTABY.
35. ®opmupoBaHUE U BEACHUE JIMYHBIX Jied. COCTaB JOKYMEHTOB JINYHOTO JIEIIa.

36. Benenne nnyHbIX KapTouek. [IpaBuiia BHECEHUS UCTIPABIICHU B TMYHBIE KAPTOUKH.
37. [loHsATHE HOMEHKIIATYPBI Jiei. [1opsiiok cocTaBleHHsI HOMEHKIIATYPBI JIe) KaJpOBOU

CITYKOBI.

38. TpeboBaHus1, IpeabsBIsAEMbIE K 3ar0JIOBKAM JIeJI. DIEMEHTHI 3aI0JIOBKOB JIElI.

39. [opsinok popmupoBanus aen. [IpusHaku rpynnupoBKH JOKYMEHTOB B JI€Ja.

40. ITopsAa0K MOArOTOBKH JOKYMEHTOB K apXUBHOMY XPaHEHHUIO.

41. Knaccudukanus JOKyMEHTOB 110 CPOKaM XpPaHEHHUSI.

42. YacTruuHOoE | MOJHOE 0(hOpMIICHHE JIe]I.

43. Cocrapnenue u 0hOPMIICHUE OITUCEH JIeI.

44. Opranusanysi IpoBeAECHUS KCIEPTU3bI LICHHOCTH IOKYMEHTOB.

45. AIMUHUCTpAaTHBHAsA OTBETCTBEHHOCTh 3a HapyIlIEHUE AEUCTBYIOLIET0O 3aKOHOJATEIbCTBA
110 APXUBHOMY JIEITy.

Kpurtepun oneHuBaHus pe3yabTaTOB 00y4eHHUs!

IToporu oneHok

BapuaHTsl napameTpoB

HC 3a4TCHO

BBICTABIISICTCS. IIPU HECOOTBETCTBMM OTBETA 3aJaHHOMY BOIIPOCY, OTBET
MpeACTaBisieT co00il pa3po3HEHHbIE 3HAHUS C CYIIECTBEHHBIMH OLIMOKaMU
1o Bompocy. [IpucyTcTBytoT pparMeHTapHOCTb, HETOTUYHOCTD U3JI0KEHUSI.
OTCyTCTBYIOT BBIBOJIbI, KOHKPETH3ALUsI W JIOKA3aTE€IbHOCTh H3JI0KEHUS.
JIOTOTHUTENBHBIE U YTOYHSIOLIME BOIIPOCHI IIPETNIOAABATEII HE IPUBOIAT K
KOPPEKIMHU OTBETa 00y4arOIIerocs.

3a4TCHO

BBICTABJIIETCA CTY/ACHTY, €CJIU CTYJIEHTOM JaH IOJIHbIHI, pa3BepHYTHII OTBET
Ha TMOCTaBJIEHHBIN BONPOC, TOKA3aHO YMEHHUE ONUCATh U MHTEPIIPETUPOBATh
CUTYaIMIO WM COBOKYITHOCTh ()aKTOB, OOHAPYKUTh UX CBA3H, 3aBUCUMOCTH
n T.0. OTBET YETKO CTPYKTYpUPOBaH, JIOTUYEH, MU3JIOKEH JMTEPATyPHBIM
S3BIKOM C HCIIOJb30BAHUEM COBPEMEHHOW TEPMHHOJIOTHH. MOryT ObITh
JOMYIIEHBI 2—3 HETOYHOCTH WM HE3HAUYUTENIbHbIE OUIMOKHU, UCTIPaBICHHbIE
00y4JarolMcs ¢ OMOUIbIO NPENoiaBaTersl.

OneHouHble CpencTBa Uil MHBAIWAOB M JIMI[ C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMH
3JI0pOBbsI BEIOUPAIOTCS C YYETOM UX WHAMBUIYATbHBIX ICUXO()U3UYECKHX OCOOEHHOCTEH.

— IIpY HEOOXOMMOCTH UHBAJIUIAM U JIULIaM C OTPaHUYEHHBIMU BO3MOKHOCTSIMU 3/10POBbS
IIPEOCTABIIACTCA JOMOJHUTEIIBHOE BPEMS I IOArOTOBKH OTBETA HA DK3aMEHE;

— IIPU MPOBENICHUU MPOLIETYPhl OLICHUBAHUS PE3YJIbTAaTOB 00YyUEHHS MHBAIUJIOB U JIULL C
OTPaHUYEHHBIMU BO3MOXKHOCTSIMU 3J0POBbS IIPEAYCMATPUBACTCS UCIIOJIB30BAHUE TEXHUYECKUX
CPEICTB, HEOOXOAUMBIX UM B CBS3H C UX UHJIUBUIAYaIbHBIMUA OCOOEHHOCTSIMU,
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— TIpY HEOOXOAUMOCTH JIJISl O0YYAFOIIUXCSI ¢ OTPAHUICHHBIMUA BO3MOKHOCTSIMH 370POBBS
U WHBAJIWIOB IIpOLEypa OICHUBAHUS PE3yIbTaTOB OOYYECHHUS 10 JUCIHUILUIMHE MOKET
MIPOBOJUTHCS B HECKOJIBKO ATAITOB.

[Ipouenypa oleHUBaHUs PE3yJIbTATOB OOYYCHHS WHBAIUAOB U JIMI[ C OTPAHUYCHHBIMH
BO3MOXHOCTSIMH  3JIOPOBbSI 10 JTUCHUIUIMHE (MOJIYJIIO) TMpeIyCMaTpUBaeT IPEIOCTABICHUE
uHpopManuu B QopMmax, aJanTHPOBAHHBIX K OrPAHUYCHHSIM WX 3J0POBbS M BOCIPHUSATHUS
nHpopmanuu:

Jist 11 ¢ HapyIICHUSIME 3PEHUS:

— B I1e4aTHOW (hopMe YBEIMYCHHBIM HIPUPTOM,

— B (popMe 3IIEKTPOHHOTO TOKYMEHTA.

Jli1st JIU1 ¢ HApYIICHUSIMH CITyXa:

— B mieyaTHo opme,

— B (popMe 3IIEKTPOHHOTO IOKYMEHTA.

Jist 111 ¢ HapyIICHUSIMHA OTIOPHO-IBUTATEIILHOTO armapara:

— B IIeYaTHOM opme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

JlaHHBII TEpeYeHb MOXET OBbITh KOHKPETH3MPOBAH B 3aBUCHMOCTH OT KOHTHHICHTA
o0yyJaroumxcsi.

5. [lepeveHb y4eOHOI JIUTEPATYPhl, HHPOPMANMOHHBIX PECYPCOB H TEXHOJIOTHii
5.1. YueOnas auteparypa

1. AoOymamze, M. TI. JlokyMeHTanMOHHOE OOeCredeHUue YIpaBICHUS
MEPCOHANIOM : Y4eOHUK U npakTukyM 11t By30B / JI. I'. AGynanze, U. b. Boimpsokkuna, B.
M. MacnoBa. — MockBa : MznmarensctBo FOpaiit, 2020. — 299 c¢. — (Beicmiee
obpazoBanue). — ISBN 978-5- 534-00875-3. —  Tekcr : AJIEKTPOHHBIN /!
OBC  WOpaiir  [caiit]. — URL: https://urait.ru/bcode/450813

2. beikoBa  T.A.  JlokyMeHTanMOHHOE  oOO€cleYeHHe  YIpPaBICHHS

(memompoun3BOACTBO): y4eb. mocobuwe mna cryaeHtoB By3oB / T. A. beikoBa, T. B.
Kysnenoga, JI. B. Cankuna ; nox o6ur. pexn. T. B. Ky3nenoBoii. - 2-e usa., nepepab. u aom.
- M. : UTH®PA-M, 2015. - 304 c

3. Kysneno, M. H. JlokymeHTannoHHOe oOecreyeHue YIpaBICHUS
MEPCOHAIOM : YUEOHHK U MIPAKTUKYM JUIsl puKiaaHoro 6akanaspuara / U. H. Ky3nenos. —
Mockga : M3parensctBo FOpaiit, 2019. — 520 c¢. — (bakanasp. [Ipuknannoit kypc). —
ISBN 978-5-9916-4000-8. — Texkct : anextponnsiii // DBC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/426321

4. Paznopoxnsiit A.A. JIOKyMEHTHpPOBaHUE YIIPABICHUECKOHN AESITENbHOCTHU:
yue0. mocobue Ass CTyIeHTOB By30B / A. A. Paznopoxusiii. - M. : UTHOPA-M, 2015. - 304
c.

5. «I'OCT P 7.0.97-2016. HaunonanbHsiii crannapt Poccuiickoit deneparum.
Cucrema craHgaptoB 1o uHGpOpMaluu, OUOIMOTEUHOMY U H3AATEIbCKOMY JENy.
OpraHuM3allMOHHO- pacHopsAuTeNbHas JOKyMeHTanus. TpeOoBaHus K OQOPMIICHHIO
nokymeHToB» (yTB. [Ipukazom Poccrannapra ot 08.12.2016 Ne2004-c1);

6. IlocranoBnenue I'occranmapra P® ot 03.03.2003 Ne65-ct «O mpuHATHH U
BBEJICHUH BJICHCTBHE TOCYAapCTBEHHOrO cTaHmapTta Poccuiickoit denepannm» (BMECTE C
«I'OCT P 6.30- 2003. TocynapctBeHHblii cranaapT Poccuiickoit ®enepauuu.
YHuuuupoBaHHble CUCTEMBI JIOKYMEHTalIUH. YHudunupoBaHHas cucrema
OpraHU3alMOHHO-PACHIOPSAUTENBHOM  JJOKyMEHTauu. TpeboBaHUs K  O(QOPMIICHHIO
JIOKYMEHTOBY);

7.  «I'OCT P 7.0.8-2013. Hamumonanbnslii crangapt Poccuiickoit deneparmu.
Cucrema craHgapToB MO HHPOpManuu, OMOIMOTEYHOMY U U3JATENBCKOMY JIEly.
JlenonpousBoAcTBO M apxuBHOe jeno. TepmuuHbl M onpeaeneHus» (ytB. Ilpukazom
Poccrannmapra ot 17.10.2013 Nel185-cr).
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5.2. Ilepuoauyeckas Jureparypa
Bassl nanasix komnannu «Ver Bero» http://dlib.eastview.com
Dnexrponnas 6ubmmoreka GREBENNIKON.RU https://grebennikon.ru/
xypHan "Ynpasnenue nepconaiom” http://www.top-personal.ru
)ypHan «Pabora ¢ mepconanom» http://www.hr-journal.ru
Kypnan «ltar» www.hrmedia.ru
Kypnan «Kagposuk» panor.ru/journals/kadrovik
DJIeKTPOHHBIH KypHAT «JupekTop mo nepconany» http://e.hr-director.ru
. Kypnan «["enepanbHbIi JTPEKTOPY (pazmen «YnpasieHue HIEPCOHATIOMY
www.gd.ru/rubric/view/id/122-upravlenie-personalom.
9. XKypnuan «Conuonoruueckue ucciaeaoBanus» https://wwwe.isras.ru/

N AW

5.3. UHTepHeT-pecypcbl, B TOM 4YHCJe COBpeMeHHble NpogeccHOHAbLHbIE (a3bl
JAHHBIX U MH(OPMAIMOHHBbIE CTIPABOYHbIE CHCTEMbI
J1eKTPOHHO-0u0ImoTeuHble cucteMsbl (IBC):

1. DBC «OPAUT» https://urait.ru/

2. DBC «YHUBEPCUTETCKAS BUBJIMOTEKA OHJIAMH» www.biblioclub.ru
3. BBC «BOOK.rux» https://www.book.ru
4
3)

. OBC «ZNANIUM.COM)» www.znanium.com
. OBC «JIAHB» https://e.lanbook.com

IIpodeccnonanibabie 6a3bl JAHHBIX:

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

Scopus http://www.scopus.com/

ScienceDirect www.sciencedirect.com

Kypuanst nznarensctea Wiley https://onlinelibrary.wiley.com/

Hayunas snexkrponnas oudnuorexka (HOB) http://www.elibrary.ru/

ITonHOTEKCTOBEIE APXUBLI BEAYIIUX 3allaAHBIX HAYYHBIX )XYPHAJIOB HA Poccuiickoit
nJIaT(bopMe Hay4uHbIX xKypHanoB HOMKOH http://archive.neicon.ru

7. HaumonanmpHass dJEeKTpOHHass OuOmmMoTeka (AOCTynm K DJIEKTPOHHOM  OMOIMOTEKE
nuccepranuii Poccuiickoit rocynapcrsenHoi ouoimoreku (PI'B) https://rusneb.ru/
8. Ilpesunentckas 6ubmmoreka um. b.H. Enpriuna https://www.prlib.ru/

9. DnektponHas koekuus Oxcdopackoro Poccuiickoro donna
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. "Jlextopuym TB" http://www.lektorium.tv/

18. YuuBepcuterckas unpopmaipontas cucrema POCCUS http://uisrussia.msu.ru

IS

NHpopManoHHBIE CIPABOYHbIE CUCTEMbI:
1. Koncynbrant [lmtoc - cripaBovHast mpaBoBasi CUCTeMa (JIOCTYII 10 JIOKAJIbHOM CETH C
KOMITBIOTEPOB OUOINOTEKH )

Pecypcbl cB00OOIHOTO 10CTYNA:
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AMepuKaHCKas maTeHTHas 0as3a JaHHbIX hitp://www.uspto.gov/patft/

[MonHbIe TEKCTHI KaHAACKKUX nucceprarmid http://www.nlc-bnc.ca/thesescanada/

Ku6epJlenunka (http://cyberleninka.ru/);

MuHKCTEpCTBO HAYKH U BBICIIEro oOpa3oBanus Poccuiickoit deneparmu
https [lwww.minobrnauki.gov.ru/;

5. ®epaepanbHbiii moptan "Poccuiickoe oopasosanue" http://www.edu.ru/;

6. Hudopmanuonnas cucrema "EnuHoe OKHO A0cTyna K 00pa3oBaTelIbHBIM pecypcam”
http://window.edu.ru/;

7. Enunas xoyuieknus udpoBeIX 00pa3oBaTelIbHBIX pecypcoB hitp://school-collection.edu.ru/ .

8. ®enepaibHbI LIEHTP HHPOPMAIIMOHHO-00pa3oBarenbHbIX pecypcoB (http://fecior.edu.ru/);

9. IlIpoekt ['ocynapcTBEeHHOTO HHCTUTYTa pyccKoro sizbika uMeHu A.C. [lymknna
"O0pa3oBanue Ha pycckoM" https://pushkininstitute.ru/;

10. CnpaBouHo-HH(pOpPMAIIMOHHBIH mopTai "Pycckuit s3pik" http://gramota.ru/;

11. Cnyx0a TeMaTHUECKUX TOJIKOBBIX ciioBapeit http://www.glossary.ru/;

12. CnoBapu u sHIMKIoneauu http://dic.academic.ru/;

13. O6pa3oBatenbHblil moptan "Yueda" hitp://www.ucheba.com/;

14. 3akonHompoekT "O06 obpasoBanuu B Poccuiickoit @enepanuu”. Bonpock! u oTBeThI hitp://xn--
273--84d1f.xn--plai/voprosy i_otvety

HowbdeE

CoOcTBeHHbBIE 3JIeKTPOHHBbIE 00pa3oBaTe/ibHbIe H HH(POPMALMOHHBIE PeCYPChI

KyoI'y:

1. Cpena MOAyJIbHOTO TWHAMHYEeCcKOro o0ydenus http://moodle.kubsu.ru

2. baza yueOHBIX IUIaHOB, YY€OHO-METOIUYECKUX KOMILIEKCOB, ITyOJIMKAIMA U KOHPEPESHIIUN
http://mschool.kubsu.ru/

3. bubnmnorexa nHOOPMAIIMOHHBIX pecypcoB Kadeapsl HHYOPMAITMOHHBIX 00pa30BaTEIbHBIX
texnosoruit http://mschool.kubsu.ru;

4. DnexTpoHHBII apxuB qokymeHToB KyoI'Y _http://docspace.kubsu.ru/

5. DnexkTpoHHBIE 00pa3oBaTeNbHbBIE pecypchl Kaeapbl THHOPMAITMOHHBIX CUCTEM M TEXHOJIOTHIA
B oOpazoBanun KyOI'Y wu nHayuno-meronuueckoro >kypHana "IIKOJIBHBIE T'OJbI"
http://icdau.kubsu.ru/

6. MeToanyeckue yKkazaHus 1151 00y4al0IMXcs 0 0CBOCHUIO U CHMIIJIMHBI (MO/LYJIs1)

JIeKLIMOHHOE 3aHATHE MPEJCTABIsET CO00M CHCTEMATUYECKOE, I0CIEA0BATENbHOE,
MOHOJIOTHYECKOE H3JI0KEHHE MperoJiaBaTeeM-IeKTOpOM y4eOHOro MaTepuaia, Kak MpaBHIIo,
TEOPETUYECKOr0 XapakTepa. Takoe 3aHATHE MpPEACTaBIsET €000 3IEMEHT TEXHOJOTUH
OpeCTaBieHus y4yeOHOro MaTepuaja IyTeM JIOIMYeCKHM CTPOWHOrO, CHUCTEMaTHYeCKU
MOCJIEZI0BATEIBHOIO U SICHOT'O U3JI0KEHUS C CIOJIb30BAaHUEM UHTEPAKTUBHBIX 00pa30BaTeIbHbIX
TEXHOJIOTUH (MYJIbTUMEIUMHBIX, JTIEKIIUH-TUCKYCCUH, JEKIIUN-IEMOHCTPALIUN).

Ilenp nexkuMm — oOpraHu3alys LEJIECHANPaBICHHOW II03HABATEILHOW JAEATENIbHOCTU
00yyaromuxcs Mo OBJIaICHHIO TPOrPaMMHBIM MaTepHaIoM y4eOHOH TUCIMILIMHEL. YTeHne Kypca
JIEKIMH O3BOJISET AATh CBSI3aHHOE, IIOCIIEI0BATEIBHOE U3JI0KEHHE MaTepHalia B COOTBETCTBUU C
HOBEUIIMMHU JaHHBIMH HAyKH, COOOIIMTH CIyIIATeNssM OCHOBHOE COJEepXKaHHE IpeaMeTa B
LIEJIOCTHOM, CUCTEMAaTU3UPOBAHHOM BHUJIE.

3amaun JIEKIUM 3aKJI0YaloTCs B oOecredeHuu (HOpMUPOBAHHS CHCTEMbl 3HAHUN 10
y4eOHOM JUCUUIUIMHE, B YMEHHHM apryMEHTHPOBAHHO U3jaraTh HAy4yHBIM Marepual, B
¢dopmupoBaHnU NPO(ECCHOHATBHOTO KpPYyro3opa M OOLIEH KyJNbTyphl, B OTPAaXEHUHU €lle He
MOJyYMBIIUX OCBEIIEHUS B y4eOHOW JINTEpaType HOBBIX JAOCTHKEHMHM HayKH, B ONTUMH3ALUU
apyrux (GopM opraHuzanuu yueOHoro mporecca.

[IpakTuueckue 3aHaTUA — ABIAIOTCA (GOPMOIl yueOHOW ayTUTOpHOM paldOThI, B paMKax
KOTOpOH (OpMHUPYIOTCS, 3aKpEIUIAIOTCS W NPEACTABISIOTCS 3HAHMUSA, YMEHUS W HaBBIKH,
MHTETPUPYIOLINE pPE3yJbTaThl OCBOCHHS KOMIIETEHIMH KakK B JIEKLMOHHOM (opmare, Tak B
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pasinyHbIX (opMax caMoOCTOATENbHOM paboTsl. K KaxIoMy 3aHATHIO IHpenojaBaTeieM
(bopMyIHpYIOTCS MPAKTUYECKHE 3a/JaHusi, TPEOOBAaHHS M METOJWYECKHE PEKOMEHJALUU K HX
BBINOJIHEHUIO, KOTOPbIE MPEJCTABIIAIOTCS B (POHAE OLIEHOUHBIX CPEJCTB YU€OHON AUCIHUIINHBI.

Kontponbs camocTosTensHONW paOOTHI: JUIS CTYJIEHTOB ITHEBHOM M 3a04YHOH (OPMBI
0o0yuyeHMs] — TEKYLIU KOHTPOJb OCYLIECTBISIETCS B COOTBETCTBHE C IMPOrpaMMOMN 3aHATHH
(e’KeHeIeTTBHO IS CTYICHTOB OYHOU (DOPMBI O0YUCHHS; 10 CEMECTPaM — JUIsl CTYICHTOB 3209HOMN
Gopmbl  00ydeHUs); MPOMEXKYTOUHBIH KOHTPOJIb [0 HTOraM OCBOEHHS JUCLUILIUHbBI
ocymiecTBIsieTcss B (opMe PEHTHHTOBOM CHUCTEMBI OI[EHOK. Onucanue 3amaHuit Juist
CaMOCTOSITENIbHOW PabOThl CTYJEHTOB M TpeOOBAaHMH IO MX BBINOJHEHHIO BbIAAIOTCA
IpernojiaBaTeJieM B COOTBETCTBHM C pa3paboTaHHBIM (DOHIOM OIEHOYHBIX CPEACTB II0
JUCLIUILINHE.

CamocrosarenbHass paboTa CTYIEHTOB IO JaHHOMY Y4YeOHOMY KypcCy Mpennojiaraet
MO3TAITHYIO MOATOTOBKY IO Ka)XKIOMY pa3zielly B paMKax COOTBETCTBYIOIUX 3a1aHUMN:

IlepBbIif 3Tam CcamMOCTOATENBHOM pPabOTHI CTYIACHTOB BKIJIIOYAeT B ceOs TIIATEIbHOE
U3Y4YEHHE TEOPETHMYECKOI0 MaTepuala Ha OCHOBE JIEKIIMOHHBIX MaTepUalioB IIpernojasaTels,
PEKOMEHAYEMBIX pa3JeioB OCHOBHOW M  JIONOJHUTEIBHOW JIMTEPATypbl, MaTepUajOB
HEPUOJIMYECKUX HAYUHBIX U3JIaHUH, HEOOXOIUMBIX ISl OBJIA/IEHUS TOHATUIHHO-KATEeropUaibHbIM
anmaparoM u (pOpPMHUPOBAHUS TPEACTABICHUN O KOMIUIEKCE aHATUTUYECKOTO MHCTPYMEHTAPHS,
UCIIOJIb3YEeMOI0 Kak B PaMKax JJaHHOM OTpaciiy 3HaHMsI, TaK U MyOIMYHON MPaKTHUKE;

Ha Bropom sTane Ha ocHOBE C)OPMUPOBAHHBIX 3HAHUM M MPEICTABICHUN MO JaHHOMY
paszieny CTyAEHTHI BBIIOJIHAOT IPAKTUYECKUE 3a/1aHUs, HAlleJIeHHbIE Ha () OPMHUPOBAHNUE YMEHHH
U HaBBIKOB B paMKax 3asBJICHHOM kKommneTeHUMU. Ha maHHOM 3Tame CTyJIeHThI OCYILECTBIISIOT
CaMOCTOSITEJIBHBIM TOUCK SMIIMPUYECKUX MAaTepUaOB B paMKax KOHKPETHOIO 3aJaHus,
0000MIal0T W aHATM3WPYIOT COOpaHHBI Marepwal 10 CXeMe, pPEKOMEHIOBAaHHOU
npenojaBareneM,  (GOpPMYJNHUPYIOT  BBIBOJbI, TOTOBST  INPAKTHUYECKHUE  PEKOMEHJAINH,
[pe3eHTAllMOHHbIE MaTepUaIbl )i IyOJINYHOIO UX MPEICTaBICHUS U 00CYKIECHUS.

Kputepun oueHku 3aJaHuMii B pamMKax CaMOCTOSITEIbHOH paboThl CTYJEHTOB
bopMyTUPYIOTCS TIpernoiaBaTreseM B (DOH/IE OIIEHOYHBIX CPE/ICTB.

B ocBoeHnN IMCHUMIUIMHBI MHBAIUAAMM U JIMIAMH C OFPAaHUYEHHBIMU BO3MOXHOCTSMHU
310pOBbs OOJBIIOE 3HAYEHHE HMEET HHAMBHyallbHas yudeOHas pabora (KOHCYNbTallUU) —
JIOTIOJTHUTEIBHOE pa3bsiCHEHUE Y4eOHOro MaTepHaa.

WnnuBuayanbHble KOHCYJIbTAllMM IO TPEAMETY SBISIOTCS BaXHBIM  (DakTOpOM,
CHOCOOCTBYIOLIMM HMHAWBUIYAINU3alMU OOY4YE€HUS U YCTAHOBJIEHUIO BOCIUTATEIBHOTO KOHTAKTA
MEXJIy MpernojaBaTeseM W O00y4arolMMCs HWHBIWIOM WJIM JIMIOM C OrPaHUYEHHBIMU
BO3MO>KHOCTSIMH 37J0POBBS.

B ocBoeHuu NUCHUIUIMHBI UHBAJTUMAAMM U JIMI[AMH C OFPAaHUYEHHBIMU BO3MOXHOCTSMU
30pOBbsi OOJIBIIOC 3HAYCHHE HWMEET WHIMBUAYyaibHas ydeOHass pabora (KOHCYIbTAIllMH) —
JIOTIOTHUTEILHOE Pa3bsICHEHHE yueOHOro MaTepuarna.

WupuBuyanbHble KOHCYJNbTAlMM IO MpPEIMETy SBISAIOTCS BaXXHBIM  (aKTOPOM,
CIOCOOCTBYIOIUM MHJIMBUIYalu3allii O0yUeHUsI U YCTaHOBJICHUIO BOCIIUTATEILHOTO KOHTAKTa
MEXIy IpernojaBaTesieM MU OOYy4arollMMCs HMHBAJIUIAOM WM JIMIOM C OrPaHUYEHHBIMU
BO3MOXXHOCTSIMH 37I0POBBbSI.

MeTtoauyeckue PpeKOMEHJALMM, ONpeesiiolHe NPOoUeAYPbl OLECHMBAHUS Ha
ceMHHape:

Kpumepuu oyenxu:

«YIOBJIETBOPUTENIBHO» - CTYJEHT UMeEeT (hparMeHTapHbIe MPEICTaBICHHUSI 00 OCHOBHBIX
aCIeKTaX MEXJINYHOCTHBIX M TPYNIOBBIX KOMMYHHMKAIMH, YaCTMYHO OCBOWJ IOHSATHUHHO-
KaTeropHaJIbHBIN anmnapar.;

«XOpOUIO» - CTYJEHT JEMOHCTPUpPYET OOIIMe 3HAHUS MO paccMaTpUBAaEMBbIM BOIpPOCaM,
yMEEeT yCTaHABIIMBATh CBA3M MEXKIY TEOPETUUECKUMHU MOHATHSAMH U SMIIUPUUYECKUMU (haKTaMU;
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«OTIAUYHO» - CTYJICHT JEMOHCTPUPYET CHUCTEMHBIE 3HAHUS OCHOBHBIX BOIIPOCOB
M3y4yaeMO# JMCUUIUIMHBI, YMEET YCTAHABIMBATH CBSI3U MEXKAY TCOPETUYECKUMH IMOHSATUAMHU U
SMITUPUUYECKUMH (paKkTaMu, (HOPMYIIUPYET aHATUTUYECKHE 0OOOIIEHUS U BEIBOJIBI.

MeToanuyeckue peKOMeHIAlUN, ONpeae/siiolne NpoueIypbl OLEHUBAHUS YYACTHSA B
JTUCKYCCUM:

Kpumepuu oyenxu:

«YIIOBJICTBOPUTEILHO» - CTYJACHTOM JOMYIIEHbI 3HAYUTEIbHBIC OIIMOKH, B OTBETE HE
PacKpBITHl HEKOTOpPbHIE CYIIECTBEHHbIE AaCHEKThl COJIEpPKaHHs, CTYIAEHT HE CMOI I10Ka3aTh
HEO0OXOAMMBIC YMEHHUS O METO/IaX KOMaHHOTO B3aUMOJICUCTBUS;

«XOpOLIO» - CTYAEHT JIOMYCKaeT HECYIIECTBEHHbIE OIIMOKH, HEAOCTATOYHO ITOJIHO
PacKpbUI CoZIep KaHMe BOIIPOCa, HE CMOT B IIpoliecce 6eceibl CaMOCTOSITEIBHO 1aTh HEOOXOAMMbIC
MONPABKU U JIOTIOJTHEHUS,

«OTJIUYHO» - CTYJAEHT aKTHUBHO YYacCTBYET B JHMCKYCCHH, JIOTHYHO M TOCIEIOBATEIHHO
BBIPA)KAET CBOM OTBET, JIEMOHCTPUPYET 3HAHHS HAYYHOM TEPMHHOJOTHU B KOHTEKCTE OTBETA;
OOBSCHSICT MPHUUYMHHO-CIECACTBEHHbIE M (YHKIMOHAIBHBIC CBSI3U; PACKPBIBAET Ha IMPUMEpPAX
TEOPETUIECKHEC ITOJIOKCHHSI M TOHITHSI; POPMYITUPYET COOCTBCHHBIE CYXICHUS U apTyMEHTEHI.

MeTtoauyeckue peKOMeH/IallM U, ONpe/ieIsoIne MpoieIypbl OLleHUBAHUS YYACTHUS B
padoTe MaJILIX TPy HA/l KeCOM U pellleHHeM CUTYAIlMOHHBbIX 3a/1a4:

Kpumepuu oyenxu:

«YIOBIIETBOPUTEIHHO»/3a4TCHO - paboTa B TPYIIIOBOM ACSITEILHOCTH HAJl PEIICHUEM
CUTYallHOHHOM 3amaud 0e3 ydacTuss B MyOIMYHOM OOCYXACHMM W apryMEHTaluu
c(hopMyJIMPOBAaHHBIX BHIBOJIOB;

«XOpOIILI0»/3a4TEHO - paboTa B IPYNIIOBON AEATEILHOCTH HAJl PEUICHHEM CUTYallMOHHON
3ala4il  C COJEP)KATCIIBHBIM y4acTHeM B TyOJIHMYHOM OOCYXICHHH ¥ apryMCHTAIHA
c(hOpMyJIUPOBAHHBIX BHIBOJIOB;

COTJIMYHOY»/3a4TEHO - IEMOHCTPAIIHS JIMJCPCKON MMO3UIIUHU B TPYIITIOBON IS TSIILHOCTH HAJT
peleHneM CUTYallMOHHOW 3a/laydl ¢ COAEpKATeNbHBIM Y4acTHEeM B MyOJIMYHOM OOCYXJACHUU U
CHUCTEMHOM apryMeHTaIuu c(hOpMyJTUPOBAHHBIX BHIBOJIOB.

Mertoan4yeckue PpeKOMEHAALUMH, ONpeldeJAoNie MPOoUeAyPbl  OLEHHMBAHUA
pe3yabTaToB 3aluThl pedepara/scce:

Kpumepuu oyenxu:

«YIIOBJICTBOPUTEIHLHO»/3aYTEHO — MIPOMEKYTOUHBIE PE3YJIbTaThl 3alIUTHI pedepara/scce
MPEJICTABISIIOT CO00M M3MI0KEHHE HECaMOCTOSITENbHBIX PE3yJIbTaTOB HAmUCaHHs paboThl, Oe3
THIATETHHON MPOPAOOTKU TUTEPATYPHBIX HCTOYHUKOB;

«XOPOIII0»/3a4TEHO - MPOMEKYTOUHBIE PE3yIbTaThI 3aIIUTHI peepaTa/scce MpeACcTaBIsAIOT
co00i1 caMOCTOSITENbHBIN aHAU3 Pa3HOOOpPA3HBIX HAYUYHBIX HMCCIEAOBAHUNA U SMIIMPHUYECKHUX
JTaHHBIX, TPU ITOM HE B TIOJHOM Mepe OTPaKeHbI TpeOOBaHHUA, CHOPMYIHPOBAHHBIE K €ro
CTPYKTYpE U COJICPKAHUIO.

«OTJIMYHOY - TPOMEKYTOUHBIE PE3yIbTaThl 3aLTUTHI pedepaTta/scce MPeACTaBIAIOT COO0H
pe3yIbTaThl CaMOCTOSTENIBHOW pabOThl M OTpa)kaloT Bce TpeOOBaHUS, K COACPKATEIHHOMY
HATIOJTHEHUIO U CTPYKTYPHUPOBAHUIO PAOOTHI.

MeToauyeckue PpeKOMeHIAUMU, ONpelejsAomie MNPoUeAypPbl  ONEHUBAHUSA
pe3yJibTATOB TeCTUPOBAHMS .

Kpumepuu oyenxu:

«YJOBJIETBOPUTEILHOY - €CJIM CTYJEHT OTBEYAET MpaBUibHO Ha 50% TEeCTOBBIX 3aaHUI.

«XOPOIIOY - €CIIA CTYACHT OTBeUaeT mpaBuiIbHO OT 51 10 90 % TecTOBBIX 3aIaHUM.

«OTJIUYHO» - €CIIM CTYAEHT OTBeuaeT npaBmiibHO OT 91 10 100 % TecToBbIX 3a1aHMi.

7. MaTtepuajibHO-TEXHUYECKOe o0ecriedeHne Mo AUCHUIIHHE (MOAYJTI0)

I[To Bcem BumamM yd4eOHOH [EATENHHOCTH B paMKax TUCIHUIUIMHBI HCIOJB3YIOTCS
ayIUTOPUH, KaOMHETHl U JabOpaTOpHHU, OCHAIICHHBIE HEOOXOJAMMBIM CICIHATIU3UPOBAHHBIM U
1a00paTOpPHBIM 000y IOBAaHUEM.
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HaumeHOBaHue CrielUanbHBIX OCHAIIIEHHOCTh CIICIUATBHBIX IMepeveHb JUIIEH3UOHHOTO
MOMEIIeHU I MOMEIIeHUH MIPOTPAMMHOTO 00ECTICUCHHUS

Vuebubie  aymuropun s | MebOenb: yueOHas mebenb Microsoft Windows 8, 10
MPOBEICHHUS 3aHaTUl | TexHu4eckue cpenctsa | Microsoft Office Professional
JIEKIIMOHHOTO THTIA oOydeHus: Plus

9KpaH, MPOEKTOP, KOMITLIOTED
VYueOuble  aymutopun  aus | MebGenb: ydeOHas meOenb Microsoft Windows 8, 10
MPOBEICHHUS 3aHiaTUl | TexHu4eckue cpenctBa | Microsoft Office Professional
CEMHUHAPCKOTO TUTIA, TPYTIIOBBIX | O0ydeHUS: Plus
u WHIMBHIYAIbHBIX | OKPaH, IPOEKTOP, KOMIIBIOTED
KOHCYJIbTAIIUH, TEKYIIEro
KOHTPOJII W TMPOMEXYTOUHOU
aTTecTaIun

Host

CaMOCTOSITEILHOMI

paboThl  OO0yYarOIIMXCS

IPeyCMOTPEHBI

IIOMCIICHHA,

YKOMILJIEKTOBAHHBIC CIEIMATN3UPOBAHHON MEOEb0, OCHAIIICHHBIE KOMITBIOTEPHON TEXHUKOM C
BO3MOXXHOCTBIO MOJKIIOUEeHUS K ceTu «HTepHeT» M o0ecredyeHrueM JIOCTyNa B AJIEKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaTENBHYIO CPETy YHUBEPCUTETA.

JOCTYTIOM B JIEKTPOHHYIO HHPOPMAIOHHO-
oOpa3oBaTeibHyl0 cpeay O0Opa30BaTENbHON OpraHu3alluy,
BeO-KaMephl, KOMMYHHKAIIMOHHOE obopy/oBaHue,
obecreynBaroniee JOCTyl K CETH HHTEpHET (TIPOBOIHOE

COCTMHECHHE W OECTPOBOJHOE COCIWHEHHE TI0 TEXHOJOTHU
Wi-Fi)

HaunmenoBanue OcHameHHOCTh TOMEIICHNH /ISl CAMOCTOSTENBHOM paboTHI Ilepeuenn
MIOMEIICHUH JJIsI 00yJaroIuXCst JIMLICH3HOHHOTO
CaMOCTOSATEIBHON MIPOTPaMMHOTO
paboTeI obecrnievyeHus
oOyJaronmxcs
[MTomemienue st | MebGernb: yueOHas mebenb Microsoft
CaMOCTOSITETTHHON KomrutekT crenuanu3upoBanHoi mebenn: xommbiotepabie | Windows 8, 10
paboThI CTOJIBI Microsoft Office
oOyJaronmxcs O6opymoBaHue: KOMITBIOTEpHAs TEXHUKA ¢ MoaKIIoueHreM K | Professional
(4MTATBHBIII 3an | HH)OPMAIMOHHO-KOMMYHUKaIMOHHOM cetn «WHTepHe™ U | Plus
Hayunoit JOCTYTIOM B 3IIEKTPOHHYIO MH()OPMAIIOHHO-
OMOJIMOTEKH ) oOpa3oBaTeibHyI0 cpeay 0O0pa30BaTeNbHON OpraHu3alluy,
BeO-KaMephl, KOMMYHHKaIIHOHHOE o0opynoBaHue,
obecnieymnBaromiee JOCTyll K CETH HHTEPHET (TPOBOIHOE
COeZIMHEHHE M OECIpPOBOJHOE COCJAMHEHHE 10 TEXHOJOTHH
Wi-Fi)
ITomemnienue s | Mebenb: yueOHas meOenb Microsoft
CaMOCTOSITeTHHON KomrutexT crienuanusupoBanHoi mebenn: xommbiorepHbie | Windows 8, 10
paboThI CTOJIBI Microsoft Office
o0yJaronmxcs O6opymoBaHme: KOMITBIOTEPHAs TEXHUKA ¢ MmoaKIIoueHreM K | Professional
(aymn.409) HH(pOPMAHOHHO-KOMMYHHUKAIIHOHHOM cetn «MuTepueT» u | Plus
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