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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:

- yCBOGHHE 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,;

- npuoOpereHue yMeHUWd O(OpMIICHHS PEKBU3HTOB, CO3JIaHUE Ia0JIOHOB
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

Kon u HaumeHoBaHMe PesynbpTaTel 00yueHus IO JUCIIUTLTHHE
WHIUKaTopa™

YK-2 Cnoco0eH onpeneisiTe KPYr 3a/1a4 B PAMKaX MOCTABJIEHHOM 1[eJIM H BLIOUPATH ONTHMAJIbHBIE CIIOCOOBI
HX peleHusi, HCX0/Isl U3 eHCTBYIOLINX NMPABOBBIX HOPM, MMEIOLINXCSI PECYPCOB M OTPaHHYeHHi

nyK-2.1 NYK-2.1 Onpenensier mopsamok GOpMHAPOBaHHS IIPABOBBIX HOPM, LIENH U 3aJaUH
[ToHMMaeT CyIIHOCTh MPaBOBBIX HOPMATHBHBIX [IPABOBbIX AKTOB

HOPM, LieJIed U 3a7a4u NYK-1.2 dopmupyer TpeOOBaHUS PH UCHIOJIL30BAHMU TPABOBBIX HOPM, LN
HOPMATHBHO MPABOBBIX aKTOB 1 33/1a44 HOPMATHBHBIX [IPABOBBIX aKTOB

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

NYK-2.2. NYK-2.2. Omnpenenser MOWCK HEOOXOAMMOM MNpaBOBOW HH(GOPMAIMK IS

Ocy1iecTBISeT MOUCK pemeHust mpoeCCHOHATBHBIX 3a1a4

HE0OX0IMMOM MTPaBOBOM NYK-2.2. ®opMupyer MOWCK HEOOXOTUMON MPaBOBOi HHGOPMAIUN IS

nHGOPMALINH TSI PEILICHHS pemeHust mpoeCCHOHATBHBIX 3a1a4

Hpo(eCCUOHATBHBIX 33124 NYK-2.2. Pa3pabaTeiBacT MOMCK HEOOXOAUMOW MPaBOBOM HMH(OPMAIMH IS
peneHust MpoQecCHOHAIBHBIX 3314

NYK-2.3. NYK-2.3. OnpeznenseT NpUHIMIBI NPOEKTHOH METOJOJOTHH Uil PEIICHHS

Hcnonb3yeT npuHINIIBI IpodecCHOHANBHBIX 33/1a4

IIPOEKTHON METOJIOJIOTHH AJISt NYK-2.3. ®opmupyeT NpUHIUIEI MPOEKTHOH METOMOJIOTHH JUIS PEeIIeHHs

pemeHust MpoQecCHoHaNbHBIX IpodecCHOHANBHBIX 33/1a4

3ana4y NVYK-2.3. PazpabarsiBaeT NPUHIUIBI IPOSKTHOW METOIOJIOTHHU JUISl PELICHUS

poheCCHOHATBHBIX 337124




KOZ( 1 HAMMCHOBAHUC

PC3yJ’II)TaTLI 06yquH$[ 0 JTUCHUIITIMHEC

pecypcoB U OTpaHUUYCHUH, OLIEHKU
PUCKOB Ha OCHOBE IPOEKTHOIO
HUHCTPYMEHTapus

HWHAUKAaTOpa™
NYyK-2.4. NVYK-2.4. OupenenseT ONTUMAIBHBIN CIOCO0 peIIeHUs 3a1ad, AMEIOITHXCS
BeiOupaer onTuMaibHbIA CrIOco0 | peCypcoB W OTpaHMYCHHH, OIEHKH PUCKOB HA OCHOBE MPOEKTHOTO
pelieHus  3a7a4y, HUMCIOIIUXCS | HHCTPYMCHTApHs

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
WHCTPYMEHTapHUs

IIK-2 Cnocobden k OpraHu3anv 10KyMEHTUPOBAHU A ynpaBJIquecxoifl ACATCIBHOCTH B Opranv3anvu

UIIK-2.1.

Opranusyer  JOKyMEHTUPOBaHHE
YIPaBICHIECKOH NEATENPHOCTH B
OpTaHU3ALHN.

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.

NIIK-2.2.
IMpumenser  nHpOPMAINOHHBIE
CHCTEMBl B  YIIPaBJICHYECKOMH

ACATCIIBHOCTU B OpraHu3alnun

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
JeATEIFHOCTH B OpraHHU3alUH

PesynbraTel 00yueHHMs] MO TUCHMIUIMHE JOCTUTAIOTCS B paMKaX OCYLIECTBJICHUS BCEX
BUJIOB KOHTAKTHOM M CAMOCTOSITENIbHOM pabOThl 00y4arOIIKUXCsl B COOTBETCTBUH C YTBEPKICHHBIM

y4eOHBIM IJIAHOM.
Nuaukaropel

JOCTHIKCHUA

KOMIIETEHIIM  CYMTAIOTCS  CHOPMUPOBAHHBIMH  IIPH

JOCTHKCHUH COOTBETCTBYIOIIUX MM PE3yJIbTaTOB OOYYEHHUS.
2. CTpyKTypa M cofiep:KaHue IMCHHIJIHHbI
2.1 PacnipenesieHne TPYA0EMKOCTH AUCHMIIMHBI IO BUAaM padoT
OO1iast TPyA0EMKOCTh AMCIUILUIMHBI cocTaBisgeT 3 3aueTHbIX eauuul] (108 uacos), ux
acrpeielieHue 10 BUiaM paboT MpescTaBlIeHo B Ta0iuIe

Bunsr padot Bcero ®Dopma o0yueHHs
4acoB sa0HAR OYHO- OuHast
3a04Hast
5 6 X X
ceMecTp ceMecTp ceMecTp Kypc
(gacsl) (gacsl) (uacel) (uacel)
KonTakTHas padoTa, B TOM 4HcJIe:
AyauTopHbIe 3aHATHS (BCEro): 30,2 16 14
3aHSTHS JIEKIIMOHHOT'O THUIIa 14 8 6
71a00paTOPHBIE 3aHSATHSI - - -
MPaKTHYECKUE 3aHATHS - - -
CEeMHUHAPCKHE 3aHSTHS 12 8 6
HNHasi kKoHTaKTHas padoTa: - - -
KonTtpomns camocTosTenbHOM paboThI
2 - 2

(KCP)
[IpomexxyTounas arrecrarus (MKP) 0,2 0,2
CamocrosiTesibHasi padoTa, B TOM 74 56 18
qucie:
Pedepat/acce (moaroroska) 8 4 4
CaMocCTosTeNIbHOE H3y4YeHHE pa3JielioB, 60 48 12
CaMOIIO/ITOTOBKA
IToAroToBKa K TECTUPOBAHHUIO 6 4 2
Konrtpous: 3.8 - 3.8
IToaroroBka K 3auery

[ wac. 108 72 36




O6man B TOM 4YHCJIe

TPYA0EMKOCTH KOHTAKTHAas 30,2 16 14,2
padota
3a4. e 3

2.2 Copep:xanne TUCUUIIMHBI

Pacripenenenne Bu10B yaeOHOM paOOThI U UX TPYJOEMKOCTH IO pa3fiesiaM AUCIUILTUHBL.
Pasnensl (TeMbl) QUCHMIUIMHBI, H3ydaeMmbie B 5-6 cemecrpax (3 kypce) (3aounas dpopma

o0yueHwsl)
KonnuecTBo yacos
A Breayaut
No HammeHnoBanme pazaenos (Tem) yauTOpHas opHas
Bcero pabora
pabota
JI 113 JIP CPC
1 Paznen.1 TlonsTre u 3Ha4eHNE TOKYMEHTAIIMOHHOTO 34 4 4 i 2%
" |oOecrieueHus yIIpaBJICHHMsI IIEPCOHAIOM
5 Paznen 2. OcHOBBI TOKYMEHTAIIMOHHOT'O 00ECTIeUeHHS 36 4 6 i 2
YIPaBJICHHS IEPCOHATIOM
3 Paznen 3. CucremaTtusanus U XpaHeHHe TOKYMEHTOBKaIPOBOM 32 6 4 i 29
CITY)KOBI
UTOI O no pazdenam oucyuniumsl 102 | 14 14 - 74
KoHTpoas camocTosTensHoi padoTsl (KCP) 5,8 -
IIpomexxyTounas arrectanus (MKP) 0,2 -
OO61mas TpyJ0€MKOCTh O JUCIMILTHHE 108 -

[Tpumeuanue: JI — nexuuu, 113 — npaktuyeckue 3ansTus /
sansitusi, CPC — camoctosiTennbHas paboTa CTyIeHTa

2.3 Conep:xaHue pa3iesioB (TeM) THCIHIINHBI
2.3.1 3ausaTHuda JeKIMOHHOr0 THIIA

cemuHapsl, JIP — mabGopaTopHbie

HaumenoBanue ®dopma TeKyIIero
Ne Coneprxanue pazaena
pazzena KOHTPOJIS
1 2 3 4
Pazgen 1. IlonsTue W 3HAaYeHHe JOKYMEHTAUMOHHOIO o0ecleYeHUs] yNPABJIEHUS TMEPCOHAIOM
Beenenue B Kypc Ob6uee mpexacraienve  Kypca. Hashasennme wu |[Ipopaborka
cogepkanme Kypca. CBsa3p Kypca ¢ Y4eOHBIMH |ydeOHOIO
JUCIMIUIMHAMYA.  3HAYeHHEe Kypca B MOJTOTOBKE |(TEOPETUYECKOTO)
CIIEUAIKCTOB M0 YIIPABJICHUIO MEPCOHATIOM MaTepHana
ITonsTHe [ToHATHS «TIOKYMEHT», «IOKYMEHTO000pOTY, ITpopaboTka
JIOKyMEHTAIIMOHHOTO «JIOKyMEHTAIIMOHHOE 00ECIIeYeHUE YITPABICHUS. y4e0HOro
obecrieueHus OcHOBHBIE TPeOOBaHUS, MPENBSIBISIEMBIE K (TeOpeTHIEeCKOro)
yIpaBICHHUS 0 OpPMIIEHUIO TOKYMEHTAIIUH, PETyCMOTPEHHBIE Matepuana
[IEPCOHAJIOM. T'ocynapcTBeHHOM cUCTEMOI TOKYMEHTAIUOHHOTO
TpeboBanus, obecrieuenus ynpapnenns [OCT P 7.0.97-2016.
MpeabsIBIIIEMBIE K [opsimokx 0O6pabOTKH U PETHCTPAIINN TOKYMEHTOB, X
odopmiteHHIO uHAekcanuy. PerucrpanoHHabie (OPMEI U HX
JIOKyMEHTOB 3anonHeHue. KoHTposb UCTIONHEHHS JOKYMEHTOB.
OCHOBHBIE OTIUYHS B TIOATOTOBKE MPOCTHIX U
CJIOKHBIX TIPUKA30B. YUeT Celu(uKu
PacTOpSIIUTENLHOTO JICHCTBUS TIPH COCTABIICHUH
MIPUKA30B I10 MPUEMY, IEPEBOY, YBOJIHLHEHHIO
paboTtHuKOB. [Topsiiok BU3UPOBAHMSI TPUKA30B T10
JIMYHOMY COCTaBY, X PETHCTPAIIHH.
CoctaB U BHIBI ITonsiTue u 3HaUEHNE KaJPOBOH JOKYMEHTALUU. ITpopaboTka
KaapoBOU Knaccuduxanus kaapoBoil nokymenTauu. OCHOBHBIE  |y4eOHOIO
JIOKYMEHTaIUH BHUJIbI 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 TPYJIE U HErpaMoTHOE oopMIeHHE
KaJpoBOW TOKYMEHTALNH, Bo3iaraemasi TpyI0BBIM
Konekcom PO u Konekcom 06 aAMUHUCTPATHUBHBIX
NPaBOHAPYIICHUIX

ITpopaboTka
yueOHOro
(TeopeTUIecKoro)
Marepuaia

dopMupoBaHUE U
BCACHUC JIMYHBIX OCII

Jlugnoe neno pabOTHHUKA KaKk OCHOBHOW JOKYMEHT
MEPCOHATLHOTO YUYeTa, B KOTOPOM XpaHsTCs Hanboee
TMIOJIHBIEC CBEJICHUS O COTPYAHUKE U €T0 CITyKeOHOU
JIeSATCILHOCTH.

CocraB u oce10BaTeIbHOCTh JOKYMEHTOB JINYHOTO
nena. OcoOEHHOCTH COCTABIICHUS JOKYMEHTOB JIMYHOTO
JleTia: JUYHOTO JINCTKA M0 yYeTy KaJpOoB, AOMOJHEHUS K
JIMYHOMY JIUCTKY, aBToOHOrpaduu u T.1. [IpaBuna
BBIJIAUM JIMYHOTO JI€JIa BO BPEMEHHOE M0JIb30BaHUE.
ITopsimok cocTaBiieHHs ONKUCH JTUYHOTO aena. [lepemaua
JIMYHOTO JIeNa Ha apXuBHOE XpaHeHue. CocTaBlIeHuUE 3a
BEPUTEJILHON HAAMKCH JIMYHOTO Jelia

[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
JIMYHOI KapTouKe. 3aloIHEHUE TUYHON KapTOUYKH.

[IpopaboTka
y4eOHOTrOo
(TeopeTU4ecKoro)
MaTepHana
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[Topsimok BHECEHMS UCTIPABICHUM U N3MEHEHHU B JTUYHYIO
KapTOuKy pabOTHHKA.

JoxymeHTHpOBaHUE
MIPOLIECCOB
JIBIDKEHUS KaJpOB

JlokyMeHTHpOBaHUe TIpoliecca ABM)KEHHUS KaapoB Ha
MPEINPHUATHN KaK BaKHEHITas QyHKIUS OTaeNna KaJpoB.
Bunpr nBrmxenns kagapos. CxeMsl IprueMa, epeBoia,
YBOJIbHEHHsI paOOTHHKOB.

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

[Nopsmox 3aKI04YeHNs TPYIOBBIX TOTOBOPOB C
MTOCTOSIHHBIMH ¥ BpEMEHHBIMH Pa0OTHHKAMH.
OcobeHHOCTH cocTaBIeHHs YHU(DUIIMPOBAaHHEIX (hOopM
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€ IPeANpUsATHHN; IEPEBO Ha pabOTy Ha Ipyroe
MpeANpUATHE; IEPEBO/] Ha PabOTy B IPYTYIO MECTHOCTB).
OCOOCHHOCTH COCTaBJICHUS YHU(DUITUPOBAHHBIX (hOpM
MIPHUKA30B 110 JUYHOMY COCTaBY, KACAIOIMINXCS TIEPEeBOIa
(popma T-5, T-5a), komanauposanus (popmsl T-9, T-9a,
T-10, T-10a). Odopmitenue otmycka. [IpaBmiia 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
MpeKpalleHus TPyJOBOTO JOrOBOpa B COOTBETCTBHUH C
HOpPMaMH TPYAOBOTO TPaBa; IpaBmiIa 0POPMICHHUSL
HPEKpaIICHUs TPYA0BOT0 10roBopa. OTBETCTBEHHOCTh
paboTosaTes 3a He3aKOHHOE YBOJILHEHHE PAOOTHHUKOB.
OCOOCHHOCTH COCTaBJICHUS YHUDUITUPOBAHHBIX (hOpM
MIPHUKA30B I10 JUIYHOMY COCTaBY, KACAIOIINXCS
yBoNbHeHHs PaboTHUKOB (hopmbl Ne T-8, T-8a). [Topsamok
PETUCTPALUH MTPHUKA30B 0 JHIYHOMY COCTaBY

[Ipopabotka
y4eOHOTO
(TeopeTH4ecKoro)
Marepuaia

Benenue TpynoBbix
KHIDKEK

ITonstue TpynoBoil kHkKU. DopMa TPyIOBOKM KHUXKKH.
HopmatuBHo-MeToanueckas 0asza,
perITaMeHTHPYIOMAsI TOPSIIOK BEICHNUS, 3aIIOTHEHUSI
TPYAOBBIX KHIKEK, 0OecTieueHYsI UMU paboToIaTeNeH.
3anonHeHue cBeJieHH 0 paboTHHKE. 3aMoTHeHHE
CBEJICHUH 0 paboTe. 3anoHEHUE CBEICHHIA O
HarpakKICHNH. 3aIl0JIHCHNE CBEICHUI 00 YBOJIHHEHUH
(mpexpaiieHH TPYyAOBOTO J0roBopa). OCOOEHHOCTH
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 IPU YBOJIbHEHUH (IIPEKpalleHUH
TPYAOBOTO IOroBopa). BKiaaasi B TPYIOBYIO 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
cOOITIOIEHUE OPSIIKA BEICHUS TPYIOBBIX KHIKEK.

ITpopaboTka
yueOHOro
(TeopeTUIecKoro)
Marepuaia

Paznen 3. Cucrematusammsi M XpaHeHHe TOKYMEHTOB KaJpPOBOii CJIy:KObI




HomenkaTtypa men INonsTie HOMeHKIAaTyphl Aen. Ilopsaok cocTaBaeHuUs IIpopaboTka
KaJpOBOH CITyKOBI HOMEHKJIATYPBI A€ Ka{POBOH CITy>KOBI. y4e6GHOrOo
(TeopeTH4ecKoro)
Marepuana
DopmupoBaHue A€l TpeGoBanus, IpeabABIsAEMbIE K 3ar0JIOBKAM €. ITpopaboTka
OJeMEeHTHI 3ar0JIOBKOB €. y4e6HOrO
[IpaBuia rpynimmpoBKy JOKyMEHTOB B J1€71a, OQOPMIICHHS |(TeOpeTHYecKoro)
3aroyioBKOB gel. [Ipu3Haku rpynnupoBKH JOKYMEHTOB B MaTepuana
Jena.
IMopsimok  noxarotoBku |[I10pAIOK MOATOTOBKM JOKYMEHTOB K apXMBHOMY IIpopaboTka
JOKYMEHTOB K |xpaHeHuto. Knaccupuxanus JOKyMEHTOB 110 CPOKaM y4e6HOr0
ApXMBHOMY XPaHEHHIO |XpaHeHus. TpeOoBaHuUs, IPEeAbABIIEMblEe APXUBHBIMU (TeopeTHYecKoro)
ciryx0aMi K JOKYMEHTaM, CIaBaeMbIM B apXHB. Marepuaa

Opranu3zariys poBeJCHUs YKCIIEPTHU3bI [IEHHOCTH
JIOKYMEHTOB.

YactuuHoe u nosHoe opopmiteHue nen. [lopsmgox
oopmIIeHHsI 00JIOKEK JIeJ TOCTOSTHHOTO M BPEMEHHOTO
cpokoB xpaHeHus. CocTaBieHne 1 0(popMIICHHE OIUcer
nen. CocTaBieHne 3a BEpUTEILHONM HAAMUCH Jiela.
AJIMUHUCTpATHBHASI OTBETCTBEHHOCTD 32 HAPYIICHHE
JICUCTBYIONIET0 3aKOHO/IATENIHCTBA [0 APXUBHOMY JIEITy.

2.3.2 3aHATHA CEMUHAPCKOI0 TUNA (MPaKTHYeCKUe / cCeMHUHAPCKHE 3aHATHA)
OIIeHI/IBaHI/Ie MMPAKTUYCCKUX Sa}:[aHI/Iﬁ BXOJUT B HAKOIJICHHYIO OLICHKY.

No HaumenoBanne TeMarnka MpakTHYECKUX 3aHATHI dopma TeKyIIero
B pasnena (cemMuHapoOB) KOHTPOJIA

1 2 3 4

1 (Pazgen 1 Ilonsatue wu|TpedoBanus k 0oOpMIIEHHIO JOKYMEHTOB: IIpoBonutcs B
3HaYeHue 0030p HOPMATHBHO-TIPaBOBOH 0a3bl JTOKYMEHTAIIMOHHOTO|(hopMe
JOKYMEHTAIHOHHOro |oOecmedenwns ympasienus. [OCT P 7.0.97-2016. MPaKTHYECKOTO
odecnmeueHHnst ITonstue peKBU3HTA JIOKYMEHTA, TpeOOBaHMS, |3aHATHS,
ynpaBJieHUst OpebsIBIIEMBble K O(QOPMIICHHIO pPEKBH3UTOB M UX|IPEAIIONaraet
MEepPCOHATIOM PAacIIONOXKCHUIO Ha OTaHKEe TOKYMEHTA. aHaJm3

IIpunanue JOKYMEHTY FOPUAUUECKON CUIIBL. CHUTYallMOHHBIX
CuryannonHoe 3agaHue «OmuOku B 0GOpMIICHUH |3aTaHUH.
JIOKYMCHTOB

2 CocTaB 4 BUIBI KAIPOBOii JOKYMEHTAIIHHU:
OcHOBHBIE KJIacCU(PHUKAINHN KaIpOBBIX TOKYMEHTOB.
Ilprka3el 1O JMYHOMY COCTaBy Kak  OCHOBHOM
pacropsANTEIHHBIA JOKYMEHT, COCTABIISIEMBIA B IIpoIiecce
MOKYMCHTHPOBaHUS  (YHKIMA  KaJpOBOH  CIY>KOBI.
CuTtyalnoHHOE 3a/1aHue « AHAINU3 KaJIpOBON JOKYMEHTALINN
10 (PYHKIUSIM YTIPABJICHUS TIEPCOHATIOM»

3 |Pasznen Il TpebGoBanusi K COIEPKAHUIO U O(POPMIIEHHIO [Tposoautes B
OcHOBBI JIOKAJIbHBIX HOPMATHBHBIX AKTOB 10 ynpasiieHuio |[popme
AOKYMEHTAIMOHHOT0 | mepcoHaioM. CuryanmonHoe 3amanue «OumoOKy B HNPaKTHYECKOTO
o0ecnieyeHust IITaTHOM PAaCHHCAHUN» 3aHATHUSA,
ynpaBJieHus CutyannoHHOE 33/1aHUE «AYANUT MPaBHI BHYTPCHHETO IpeArnoaraet
NEePCOHAIOM TPYIOBOTO pacnopsiika» CUTyallUOHHOE 33JaHue aHammu3

«lTomoxenne 00 0OpabOTKE MEPCOHANBHBIX MAHHBIX. |CHTYallMOHHBIX
Kakum emy OBITH?» 3a/IaHUM.
PazpaboTka JOKyMEHTOB, KacalOIINXCs 3aIIUTHI

MEPCOHAJIBHBIX JAaHHBIX COTPYJAHHUKOB OpTraHHU3aIlun




@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 3a BEpUTEIHLHON 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.
3amonHenue pasnena «CeefaeHus o paboTe». 3amoHEHUe
paznena «CBeieHHs O HATPaKICHHAXY.
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)

[Tepedens yueOHO-METOIUIECKOTO 00ECTICUSHHSI TUCITUTUIMHBI 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.

CTpyKTypa OLIEHOYHBIX CPEACTB JJIsl TeKYLIeil U MPOMEKYTOYHOM aTTecTAlluU
HaunmMmeHoBaHME OLIEHOYHOIO CPEJICTBA
PesynbraTel 00y4yeHus Texkymuit IIpomexxyTounas
KOHTPOJIb aTTecTauus

Ne | Kox u HauMeHOBaHHE
/Tl | MHOUKATOpa
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NyK-2.1

nyK-2.1 Onpenensier  MOPSIIOK

Bompochr mist

BOHpOC Ha 3a4€TC

IHonnmaer (OpMHpOBaHMS TIPABOBBIX HOPM, LIEJIH | YCTHOTO 1-4
CYIIHOCTH W 337a4d HOPMATHBHBIX IPABOBBIX | (IIMCHMEHHOTO)
NMpPaBOBBIX  HOPM, | aKTOB orpoca 1o TeMe,
nejged H  3aaauu pazzeny
HOPMATHBHO NYK-1.2 dopmupyer tpeboBanus npu | Pemenue Bonpoc Ha 3auete
MPaBOBBIX AKTOB UCTIONb30BAaHUH TIPABOBBIX HOPM, 1I€JIM | CUTYallMOHHBIX U | 5-8
W 3a7a4d HOPMATHBHBIX IIPABOBBIX | MPAKTHYECKUX
aKTOB 3a7ad M0 IUIaHy
MIPOOIEMHOTO
ceMHHapa
HNYK-1.2 Pa3pa6arsiBaer noaxoanbl | [Togroroska Bonpoc Ha 3adere
NpH  HCNHOJB30BAHUU  TMPABOBBIX | COOOMICHUII MO 9-11
HOPM, LeJIM U 3224l HOPMATHBHBIX | TUIaHY
MPaBOBBIX AKTOB IPOOJIEMHOTO
ceMHHapa
HNYK-2.2. NYK-2.2. Omnpenensier nouck | Bonpocsr nis Bomnpoc Ha 3auere
OcymecTBasier HEOOX0AMMOH MPaBOBOH HH(OPMALIUK | YCTHOTO 12-14
MOMCK HEOOXOAMMOM | /uIs  pelieHuss Npo(ecCHOHANTBHBIX | (THCHMEHHOIO)
NPaBOBOIi 3a1a4 orpoca Io TeMe,
uHpopmanmn A pazzeny
peleHust NYK-2.2. ®opmupyer nouck | Pemenue Bonpoc Ha 3auete
1npodecCHOHANBHBIX | HE0OXO0MUMO NpaBoBOii | cutyanuoHHbIXx 1 | 15-20
3aaa4 uHpopmanun A pellleHust | MPaKTHYECKUX
npodgeccHOHATBHBIX 32124 3a7ad 10 IUIaHy
IPOOIEMHOTO
ceMHHapa
NVYK-2.2. PazpabareiBaer mouck | [logroroka Bormpoc Ha 3auere
HE00X0AUMOH MPaBOBOI HH(pOPMAIIMK | COOOIICHUIT MO 21-25
JUIL  pemieHus pOoQeCcCHOHANBHBIX | TUIaHYy
3a1a4 IIPOOIEMHOTO
ceMHHapa
NYK-2.3. NYK-2.3. Omnpenensier nupuHuunsl | Borpocs! mis Bonpoc Ha 3auete
Hcnoas3yer HPOEKTHOM METOJI0JI0TUH JUIsl | YCTHOTO 26-30
NPUHIHIIBI peeHust poQecCHOHAIBHBIX 33/1a4 (TIMCBEMEHHOTO)
NPOEKTHOM NYK-2.3. ®dopmupyeT NpUHLUILI | OPOCa IO TEME,
METONOJOTHH ISl | MPOSKTHOU METOJI0JIOTUHI JUIsl | paszeiry
peleHust peneHust MpoQecCHOHANBHBIX 33134 Pemenne
npodeccuoHanbHbIX | UYK-2.3. PaspabarbiBaeT NPUHLMILI | CHTYalHOHHBIX U
3aaa4 npoeKTHOﬁ METOI0JIOTHH I | TPaAKTUYECKUX
penreHust MpoeCCHOHATBHBIX 33124 3aja4 Mo IviaHy
IPOOIEMHOTO
CeMHHapa
NYK-2.4. NVYK-2.4. Onpenensier ontuManbsHblil | Borpocs! mis Bomnpoc Ha 3auete
Brioupaer CIoco0 peleHus 3a4a4, UMEIOLIUXCsl | YCTHOTO 31-36
ONTHMAJILHBII pecypcoB U OrpaHHYEHHH, OIEHKH | (IIMCHMEHHOTIO)
cnocod pellleHUs] | PUCKOB HAa OCHOBE MPOEKTHOTO | OIpoca MO TeMe,
3a7a4, MMEIOINMXCSl | MHCTpPYMEHTapus pazneiny
pecypcoB u | UVK-2.4. ®opmupyer onTuMmaibHblil | Pemenne
OrpaHuYeHmuii, CIoco0 peleHus 3aj1a4d, UMEIOUIUXCs | CUTYAl[MOHHBIX U
OLICHKH PHCKOB HA | pECypCcOB U OIPAaHWYEHUH, OIEHKH | MPAKTUYECKHX
OCHOBE IPOEKTHOr0 | PUCKOB HAa OCHOBE MPOEKTHOIO | 3aj1ad IO IUIaHy
HHCTPYMeHTApHUS WHCTPYMEHTapHs po0JIeMHOTO
NYK-2.4. PaspabarsiBaer | ceMHHapa
OINITHMAJIBHBIH CII0CO0 perIeHus 3a1ad,
HMEIOIINXCS pecypcoB "
OTpaHHMYEHH, OLEHKH pPHCKOB Ha
OCHOBE IPOEKTHOI'0 HHCTPYMEHTAPHSI
WIIK-2.1. HIIK-2.1. Onpenensier | Bonpocs yis Bomnpoc Ha 3auere
Opranuzyer JIOKyMEHTUPOBAaHUE  YIIPABJIEHYECKON | YCTHOTO 37-41
JOKyMEHTHPOBaHHE JICATENLHOCTH B OpPraHHU3alUH. (nMChMEHHOT0)
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yIpaBJIEHUECKON HIIK-2.1. dopmupyeT | ompoca 1o Teme,
JESTENbHOCTH B | JOKYMEHTHPOBAaHUE YIPABICHUYECKON | pasferny
OpraHHU3alHH. JIeATeNIbHOCTH B OpraHU3allH. Pemenne
WIIK-2.1. PaspabatpiBacT | CUTYallUOHHBIX U
JOKYMEHTUPOBaHHE  YIPABJICHYECKOH | MPAKTHYECKUX
JeATENFHOCTH B OpraHHU3alUH. 3ajad 10 IJIaHy
MIPOOIEMHOTO
ceMHHapa
HIIK-2.2. UIIK-2.2. Omnpenensier | Bonpocsr ms Bonpoc Ha 3adere
[pumensier WHPOPMALNOHHBIE CHUCTEMBI B | YCTHOTO 42-45
HH(pOpPMALMOHHbIE | YIPABICHYECKOH AEATEIBHOCTH B | (ITMCBMEHHOTIO)
CHCTEeMbI B | OpraHM3aLuH orpoca 1o TeMe,
yIpaBJ/ieH4ecKoi HIIK-2.2. @opmupyet | pasmeny
10 | AeATEIBHOCTH B I/IH(bOpMElLIPIOHHE;IC CHCTEMBI B | Peenue
OpraHu3anuu YIPaBIEHYECKOW  JESTENHOCTH B | CUTYyallMOHHBIX M
OpraHM3aIuu MPaKTHYECKUX
HUIIK-2.2. PaspabateiBaer | 3a[a4 Mo IiaHy
UH(POPMAIUOHHBIC CHUCTEMBbI B | MpoOIEMHOrO
YIPAaBICHUYECKOW  JEATEIIbHOCTM B | CEMHUHAapa
OpraHu3aluu

IToka3aTeu, KpUTEPHH U LIKAJIA OLIeHKH C(DOPMHPOBAHHBIX KOMIIETEHIHIA

KOZ[ 1 HAMMCHOBAHUEC
HHAUKaATOpa

CooTBeTCTBHUE ypOBHeﬁ OCBOCHHA KOMIICTCHIIUH IIJIAHUPYCMBIM PE3YyJIbTaTaM
06y‘IeHI/I$I W KpUTCPUAM HNX OLICHUBAHUSA

TIOPOTOBBIHI 0a30BBIi TPOJABUHYTHIN
OreHKa
Y IOBIETBOPUTETHHO Xopormo/3auTeHO OTIU9HO /324TEHO
/3a4TeHO

YK-2 CnocodeH onpeaesiTe KPYr 3a/1a4 B pAMKaX MOCTABJIEHHOM 11eJI U BHIOUPATH ONTHMAJIBHBIE CIIOCOObI
UX pelieHusl, UCX0/s U3 JeiCTBYIOIIMX NPABOBLIX HOPM, HMEIOIIMXCS PeCyPCOB U OrPaHUYeHMI

NyK-2.1 NYyK-2.1 Ompenensier | UYK-1.2 ®opmupyer | UYK-1.2  PazpabarsiBaer
[Tonnmaer CYLTHOCTH | MOPSIOK  (OPMHUPOBAHUSA | TpeOOBaHUS IpH | TOJXOABI npH
MIPABOBBIX HOPM, LIeNei U | MPAaBOBBIX HOPM, I€TM U | UCIIOJIB30BAaHUU HCTIONIB30BaHUH  MPABOBBIX
3a1auu HOPMATHUBHO | 3aJauil HOPMATUBHBIX | MMPABOBBIX HOPM, IIEM W | HOPM, IENd U  337a4u
IIPABOBBIX aKTOB MPaBOBBIX aKTOB 331441 HOPMATHBHBIX | HOPMATHBHBIX  IIPaBOBBIX
MIPAaBOBBIX AKTOB aKTOB
NVYK-2.2. Ocymectsaser | UYK-2.2. Omnpenensier | UYK-2.2.  ®opmupyer | UYK-2.2. PazpabarsiBaer
TIOUCK HEOOXOANMOH | MOUCK HEOOXOANMOH | MOUCK HEOOXOANMOH | MOnCK HE0OX0ANMO
MPaBOBOW WMHGpOpPMAIMK | MPaBoBOH  MH(GOPMAIMK | IPaBOBOM HH(OPMANWHU | MPaBOBOM  HMHGpOpMAIMN
TSt penieHust | s peuieHus | s pemeHus | Juis penieHus
podecCHOHANBHBIX npodecCHOHANBHBIX 3a/1a4 | MPO(eCCHOHANBHBIX MIpoeCCHOHANBHBIX 33/1a4
3a1aq 3amaq
NYK-2.3. Hcnomesyer | MYK-2.3. Ompepnensier | UYK-2.3.  ®opmupyer | UYK-2.3. PaspabatsiBaer
NPUHLMIIBL  [POEKTHON | IPHUHLIHMIIBI IIPOEKTHOM | NPUHLMIIBI ~ NPOEKTHOM | MPUHLIMIIBI IIPOEKTHOM
METOJI0JIOTHN JUIS | METOIOJIOTHH IUIA | METOAOJIOTHH JUIA | METOJOJIOTHH TUIs
permeHus pemeHus pemeHus peneHus
po¢heCCHOHATBHBIX podeCCHOHANBHBIX 331a4 | PO ECCHOHATBHBIX npodecCHOHANTBHBIX 33124
3amadq 3aga4
NVYK-2.4. Beibupaer | NYK-2.4. Ompenensier | UYK-2.4.  ®opmupyer | UYK-2.4. PaspabatbiBaer
ONTUMAIBHBIH  CITOCO0 | ONTUMAaNBHBIN croco0 | ONTUMANBHBI  CIIOCOO | OMTUMAaNIBHBIN crocod
pemeHus 3a7ad, | pemeHus 3aja4, | pelmeHus 3aj1ad, | pelmeHus 3ajad,
HUMEIOIIUXCA PECYPCOB M | UMEIOIIUXCA PECYypPCOB M | UMEIOIUXCA PECYpCOB U | MMEIOIIUXCS PECypcoB U
OTpaHWYCHUH, OLEHKU | OrpaHUYCHHH, OLICHKH | OTPAaHWYEHHH, OIEHKU | OrpaHUYCHHH, OLICHKH
PUCKOB  Ha  OCHOBE | DUCKOB Ha OCHOBE | pUCKOB ~ Ha  OCHOBE | PUCKOB Ha OCHOBE
IIPOEKTHOTO MPOEKTHOTO HPOEKTHOTO MIPOEKTHOT O
WHCTPYMEHTapHUs MHCTPYMEHTapuUsi MHCTPYMEHTapUsI HWHCTPYMEHTApHs

IIK-2 CrniocoGeH k opranu3anuy A0KYMeHTHPOBAHHUS YIIPABJIeHYeCKO! 1esITeILHOCTH B OPraHN3aluu
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WIIK-2.1.  Opranumsyer | UITK-2.1. Ompepensier | UTIK-2.1.  ®opmupyer | MIIK-2.1. PazpabarsiBaer

JOKyMEHTHPOBaHNE JIOKyMEHTUPOBaHNE JIOKyMEHTUPOBaHHE JOKyMEHTHUpPOBaHHE
yIpaBIeHYECKOH yIpaBIeHYECKOI yIpaBIeHYECKOI yIpaBIeHYECKO
JIeATEeTIbHOCTH B | AEATENBHOCTU B | AEATENBHOCTU B | JEATEIbHOCTH B
OpraHHU3alHH. OpraHM3aIyu. OpraHU3aIHH. OpraHH3aLyHy.

UIIK-2.2.  Ilpumensier | UIIK-2.2. Ompepnensier | UI1K-2.2.  ®opmupyer | UIIK-2.2. PaspabateiBaer

WHPOPMALINOHHBIE WHPOPMALMOHHBIC HHPOPMALNOHHBIC WHPOPMALNOHHBIE
CHCTEMBI B | CHCTEMBI B | CHCTEMBI B | CHCTEMBI B
YIIpaBJIEHYECKON YIIPABJIEHYECKOU YIIPABJIEHYECKOU YIPaBJIEHYECKOU
JEATETbHOCTH B | IESTEIBHOCTH B | IESATEIBHOCTH B | AEATEIBHOCTH B
OpTaHH3aIix OpTaHM3aIN OpTaHH3aIN OpTaHM3aINH

TunoBbie KOHTPOJIbHBIC 3a/laHUf MJIH HHBIC MaTepHaJIbl, HCOﬁXOI[I/IMbIe JIsA

OICHKH 3HaHHﬁ, yMeHHﬁ, HAaBBbIKOB H (I/I.TII/I) OnbITa JC€ATCJIBHOCTH, XaPaAKTCPU3YIOIIIUX

3Tanbl

¢dopmMupoBaHusi KOMIETEHHUI B IMpolecce OCBOeHUsI 00pa3oBaTeIbLHOM

NPOrpaMMblI

4.1.1. Bompocsl no mnpobsemHomMy cemuHapy «CocTaB W BHIAbI KaJIpOBOM

AOKYMEeHTAIUI)

1. Cnyx06a 1OKyMEHTAIIMOHHOTO 00CCIICUCHHUS YIIPABIICHHUS, 1IeJIH, 3314, (PYHKIIMH.

2. Tpwu dhopmbI OpraHu3anuy JeIOMPOU3BOACTRA.

3. Bxopsiiue TOKYMEHTBI, MPOILECCE ABUKEHHUSL.

4.  Hcxopnsiue TOKYMEHTBI, TPOIeCcCe IBUKCHUS.

5 Perucrpanus u unaexcamus 10KyMEHTOB, OIpe/ieJIeHUE, TPUHIUIIBI BHITOJIHEHUS,
byHKIIH.

6. Howmenkiarypa aen, onpeesieHue, BUAbl, MOPAI0K COCTaBICHUS, (yHKIIUH.

7.  ®opmupoBaHHE JIeN, IPEAHA3HAYCHUE, dTAIIbI.

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

9.  PacnopsauTenbHBIE TOKYMEHTHI, ONpe/IeNieHHE, TIpeHa3HaueHNUE.

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

11. Vcras, npenHa3HadeHue, CTpyKTypa, TpeOOBaHHS K 0(OPMIICHHUIO.

12 [TonoxeHne 0 CTPYKTYpPHOM TIOpa3IeIeHUH, IPeAHa3HaYeHNE, CTPYKTYypa, TpeOOBaHUS
K 0(pOPMIICHHIO.

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

14. IlltatHOe pacmnmcanue, NpeAHAa3HAYCHHE, CTPYKTYpa, TpeOOBaHUS K OQOPMIIEHHIO.

15. TlIporenypa u3maHus nmpukasa.

16. TIpomemypa co3maHus MPOTOKOIA.

17.  Jloxnamuas 3ammcka, onpeeseH e, HOPsAI0K COCTABICHUS, TPeOOBaHUS K O(OPMIICHHIO.

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

19, OOBscHUTETbHAS 3aITUCKa ONpEIeTICHUE, TOPSAOK COCTaBIEHUS, TPEOOBAHUS K
0(OPMIICHHUIO.

20. PexomeHaTepHOE MUCBMO ONpeieTIeHNE, MOPSI0K COCTaBICHUS, TPEOOBaHUS K

0(pOpMIIEHHIO.

21, Yuauduxams GopMm J0KyMEHTOB, CYyITHOCTh, (QYHKIMH, TpUHIMI poBeneHus (Tabens
dbopm, Ate6oM Gopm).

22. AXT ¥ cripaBKa MpeHa3HaYeHue, COCTaBICHNE, PEKBU3HUTHL.

23. Anroput™m mpuema Ha paboTy.

24.  AnropuTM mepeBoja Ha JpYyryro pabory.

25. AJropuT™M YBOJIBHEHHUS COTPYTHHUKA.

26. AJropuT™M MpEeIOCTaBICHUS OTITYCKA.
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27. Jluunast kapTouka T-2, HOPSIOK 3aMOTHCHUSL.

28, TpynoBoii 10roBop, CTPYKTYpa, MpeAHa3HAYeHUE, 0COOCHHOCTH COCTABJICHUS U
TIOJIITHCAHUSI.

29. Benenue TPYA0BON KHIKKH: OOIINE ITOJOMKEHUS.

30. Bxuampli 1 1yOIHKAT B TPYAOBYIO KHUKKY, YCIOBHS BBIIa4H, AITOPHTM 3al0THCHUSI.

31. JloBepeHHOCTH Ha MOTyUYECHHE MATCPHAITBHBIX [IEHHOCTEIA.
32.  OdopmiieHue JUYHOTO Jea COTPYAHUKA.
33. Tlopsimok XpaHEeHUsI JOKYMCHTOB U MEPEIadu B apXUB.
34. JloxyMeHTAuusi 1O MOONIPEHUIO PAOOTHUKOB M TUCIUILTMHAPHBIM B3BICKAHHSIM.
Ilepeuensv yacmu komnemeHyuti, NPOGEPIEMbIX OYEHOUHBIM CPEOCNBOM:
NVYK-2.1. [loHuMaeT CymHOCTh IIPaBOBBIX HOPM, LEJIH U 3aJaud HOPMATUBHBIX IIPABOBBIX
aKTOB,;
NYK-2.2. OcymecTBiasieT NOUCK HEOOXOJUMON MpaBOBOM HH(POPMALUMU Ui pEIICHUS
npodeccuoHaIbHBIX 33/au,;
NVYK-2.3. Hcnonb3yeT  NpPUHLUMIIBI ~ IPOEKTHOM  METOMOJIOTMM  JUIsl  pelICHUs
npodeccuoHaIbHBIX 33/au,;
4.1.2 Coo0ureHHs COTJIACHO MJIAHY MPO006JEeMHOI0 ceMUHapa

1. Cozpaiite WORD - nokymenT ¢opmara A-4 coriacHo mnpaBuwiaMm o(opmileHus
KOHCTPYKLIMOHHOM CETKH C Pa3jIN4YHbIMU PEKBU3UTAMH.

2. CornmacHO mpaBWiIaM IIOCTPOEHMsI TEKCTa PACIOPSAUTENBHOIO JOKYMEHTa
NPUBEIUTEIIPUMED TEKCTa TOKYMEHTa (HarevyaraiiTe TeKCT Ha JiucTe popmara A4).

3. Yem orimyaercs opopMiIeHHE MpHUKaza MO JIMYHOMY cocTaBy? B paziauuHbIx
MCTOYHUKAX HainuTe oOpaselr mpukasa 1o JUYHOMY COCTaBy (pacrneuyaTaTh Ha Jiucte ¢opmara
A4).

4. Ucnonw3ys matepuan u3 [Ipunoxenus 1 «PexoMenanuu rno ucmnonb30BaHUIO IPU
HalMCaHUM JIOKYMEHTOB OT/ENbHBIX Hauboyiee 4acTo YHOTPEOJIIEMBIX CIOB M YCTOWYMBBIX
COUYETaHMI» coCTaBbTE 3 pa3NUYHBIX JOKYMEHTa (IIMChbMO, IpUKa3, akT u 1p.). Opopmurs Ha
muctax  Qopmara A4, pyuykoll HMIM MapKepoM OTMETUTh HCHOJb3yeMble CJOBa WM
CJIIOBOCOYETAaHMsI, MOANKNCATh K KaKOMYy OJIOKY peKOMEHAAlMii OTHOCUTCS (HampuUMep, oKa3amb
HOMOWb - YCTOMUUBBII 000POT peun).

Hepeqeﬂb yacmu Komnemenuuﬁ, npoeepAaemovlx OYeHOUYHbIM Cp@@CWlGOM.'

NIIK-2.1. OpranusyeTr JOKyMEHTHPOBAaHHUE YIIPABICHYECKOMN JIeITETbHOCTH B OPraHU3alluu

NVYK-2.1. IToHMMaeT CyIHOCTh IPABOBBIX HOPM, LIEJIU U 331a4d HOPMAaTUBHBIX NTPaBOBBIX
aKTOB;

NVYK-2.2. OcymecTBiseT MOMCK HEOOXOAWMOW NpaBOBOM HMHGOpMAIMM IS PelIeHHs
npodeccuoHaNbHbIX 3a/a4;

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

4.1.3 Pemienne cuTyalimoOHHBIX 3224 10 IJIAHY IPO0JIEMHOr0 CeMHHApa
1. CocrtaBpTe U O(OpMHTE NpHUKa3bl IO OCHOBHOH JEATEIBHOCTH, B Cllydae
HE00X0IMMOCTUA00aBbTE HEJOCTAIOIIYIO HH(POPMALIUIO:

C 1enpio NpUBJIEYEHHs CIIOHCOPOB Ul 00eCeueHHs MTPOU3BOICTBEHHOM JIeSTETbHOCTH
reHepanbHbll qupekTop OO0 «Montep» (r. ExarepunOypr) O. I'. CokosnoB 20 ceHTAOps
TEKYyIIEero roja U3Aajl MpUKa3 O CO3/laHUM KOMMEPYECKOrO OTHEeNa CO CIEAYIOUIMM IITaTHBIM
COCTaBOM: KOMMEPYECKUN TUPEKTOP — 1 MIT. e/, BeAynuil crenuaiiucT — 1 mT. ea., CueruaniucT

— 1 mr. en.

I'maBHOMY Oyxrantepy npennpustus . A. I'opsiaeBy ObUIO TOPYYEHO BHECTH N3MEHECHHS
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B IITATHOE PaCIUCaHUE IPENIPHUATHS Ha 4-11 KBapTaJl TEKYILEro I'0/1a U BBIHECTH Ha YTBEPKIACHUE
HOBBIM JOKyMeHT K 1 okTs0psi. Hauanpuuky otnena xaapo T. H. WrnateeBy npenmnucano
YKOMIIJIEKTOBAHHUE OT/IeJ1a KaipaMHU € BBICIIUM 3KOHOMUYECKUM oOpa3oBaHueM K 10 okTsa0ps.

OTBETCTBEHHOCTH 32 UCIIOJIHEHHUE MPHKa3a AUPEKTOP OCTABUI 3a COOOU. JlaHHBINA MPOEKT
IIPMKa3a COCTaBIIsUI CeKpeTaphb reHepanbHoro aupexkropa M. M. Biacosa.

HepelleHb yacmu KOMI’I@WZ@HL;MIZ, npoeepsiemovlx OYeHOUYHbIM cpedcmeofw:
HIIK-2.1. OpranusyeT 10KyMEHTUPOBAHKUE YIIPABICHUECKON ACSITEIIbHOCTH B OpraHU3aluu
NIIK-2.2. [IpumeHnsieT HHPOPMALMOHHBIE CUCTEMBI B YIPABICHYECKON NEATEIHLHOCTH B

OpraHu3aluu

4.1.4 IloaroToBKa co001IeHMI 110 NJIAHY NPOOJIEMHOr0 CeMHHAPA

[Tpoanammsupyiite 'OCT P 7.0.97-2016. Cucrema ctangapToB 1Mo MH(POPMAIIHH,
OuOnMMOTeYHOMY W UW3JaTelnbcKoMy  neny. OpraHu3allMOHHO — -pacHopsIUTENbHAs
nokyMmeHTanus. TpeOoBaHusi K O(GOPMIICHHIO JOKYMEHTOB, OTBETbTE Ha CIIEQYIOIINE
BOIIPOCBI:

1) Jlaiite  ompeznenieHHE TOHATUIO  «PEKBU3UT». (CKOJIBKO PEKBU3UTOB
CYLLIECTBYET y IOKyMEHTa (110 JaHHOMY I'OCYJJapCTBEHHOMY CTaHIapTy)?

2)  Kakue TpeOoBaHMs B COOTBETCTBUH C JaHHBIM HOPMATHBHBIM JIOKYMEHTOM
JOJIKHBI IPEBABIATHCS K OJTaHKaM JOKYMEHTOB?

Hepequb yacmu KOM}’lemeHLfMZZ, npoeepsiemvlx OyeHOYHbIM cpedcmeom:

NYK-2.1. [loHnmaeT CymHOCTh MPABOBBIX HOPM, LEJNH M 33Ja4d HOPMATUBHBIX MPABOBBIX
aKTOB;

NYK-2.2. OcymiecTBiasieT MOUCK HEOOXOAMMON MpaBOBOM HHGOpMALUU [ PpEHICHUS
npodeccuoHaNbHbIX 3a/1a4;

NVYK-2.3. Hcnonb3dyer  OpUHUMIBI  OPOEKTHOW  METOHOJIOTMM  JJIA  pEeLIeHUus
po)eCCHOHANIBHBIX 3a]1a4;

NYK-2.4. BpiOupaer onNTHUMAalbHBIM CIOCOO pelIeHUs 3a7ad, HUMEIOUINXCS PECypcoB U
OTPaHUYEHUH, OLICHKU PUCKOB HAa OCHOBE MPOEKTHOTO MHCTPYMEHTApUsI

4.1.5 IlpuMepHbIe BONPOCHI HTOTOBOT0 TECTUPOBaHMS (IPOBOAMTCS MO BCeM TeMaM

y4eOHOro Kypca):

Bapuant 1. (mpumep)
2. K opranu3aisioHHbIM JOKYMEHTaM OTHOCHTCSI:
A) nonoxenue 06
opranuzaiuu;b)
yKa3aHHE;
B) nporoxo.
3. PyxoBoactBo OO0 «CTpoiCyneprHBECTTOPT» PEIIMIIO0 TPU 0GOPMIICHUH MTUChMa-
OpPEUIOKEHUsT O COTPYIAHMYECTBE CBOMM mapTHepaM «HHBECTCTPONKOMKHPINY
MCIIOJIH30BaTh U300pakeHHe rocynapcTBeHHoro repba Pd.
Hackonpko npaBomMouHb! AelcTBHs pykoBoacTBa O6mectBa? [logrBepante cBOi OTBET
CCBIJIKOMHA HOPMATUBHBIC TOKYMCHTEI.

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

® IPIIIOKEHNE COPOIITIOPOBAHO;

5. Ha kakue 8u0bl 00OKyMeHmMo8 He pAcnpoCmpaHsIemcs

oeticmeuel OCT P 7.0.97-20167

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

0) ycTaB, 3aueTHbIE KHWKKH, aKThI, TUCbMA,

CIIPABKU; B) YCTaB, MOJOXKEHUE, aKTHI,

yIOCTOBEPEHHUSI, CIIPABKH.
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6. I1o pacnonosicenuto pekeu3umos evloensaom cieoyiouue 6uobl O1aAHKOE:

a) YIJIOBOW W TIPOJIOJIBHBIN;

0) yriaoBoit u

LICHTPUPOBAHHBIIA; B)

YIJIOBOM U

LIEHTPAJIN30BaHHBIN.

HepelleHb yacmu KomnemeHuud, npoeepAaemvlx OYyeHOUYRbIM Cp@()CI’I’lGOM.’

NVYK-2.1. I[ToHuMaeT CymHOCTh IIPABOBBIX HOPM, LEJIH U 3aJaud HOPMATUBHBIX IIPABOBBIX
aKTOB,;

NYK-2.2. OcymecTBiasieT NOUCK HEOOXOJUMOH MpaBOBOM HH(POPMALUMU Ui pEIICHUS
npodecCHOHATIBHBIX 33/au,;

NVYK-2.3. Hcnonb3yeT  NPUHLMIIBI  IPOEKTHOM  METOMOJIOTMM  JUIsl  pELICHHUS
npodecCHOHATIBHBIX 33/ay,;

3ayeTHO-IK3aMeHAIMOHHbIE MATEPHAJIBI IJ1s1 POMEKYTOYHOM aTTecTallM (324eT)

1. TlonsTHe cuCTEMBI JOKYMEHTAIMOHHOTO OOECIICUeHHUs YIPABICHHS IEPCOHATIOM.

2. TpebGoBanwusi, mpeabSIBIIEMbIC K 0)OPMIICHUIO PEKBU3UTOB KaPOBOI IOKyMEHTAIIUH.

3. Ilpmpanue qOKyMeHTaM HOPUINYECKON CHIIBL.

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

5. KoHTpoab UCTIONIHEHHS TOKYMEHTOB.

6. Kiaccudukanus kaIpoBbIX TOKyMEHTOB.

7. OTnMuus B MOATOTOBKE MPUKA30B IO JIMYHOMY COCTaBY M MPHUKA30B 110 OCHOBHOM
IEeITEILHOCTH.

8. HopmaruBHO-MeToam4ueckas 60a3a, periiaMeHTUPYIOMIas TIOJrOTOBKY KaJpOBOM
JOKYMEHTAIUH.

9. TIpocTble U CIIOKHBIC TIPUKA3BI: OCOOCHHOCTH O(POPMIICHHSI.

10. ITonsiTHE TPYAOBOTO JJOTOBOPA, 003aTEIbHBIX U JIOTIOJIHUTENBHBIX YCIOBUHA TPY10BOTO
J0TOBOpA.

11. IlpaBuna opopmieHHs PEKBU3UTOB TPYIOBOIO JOTOBOpA.

12. OcobennocTr 0OPMIICHHS KypHAIA PETUCTPALUN TPYAOBBIX JOTOBOPOB.

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

14. Odpopmnenue nporerypsl IPOBEPKU KaJpOBOH JOKYMEHTAIUH.

15. OcoGeHHOCTH COCTaBIICHUS )KypHAJIa y4eTa MEPOTIPHUATHI IO KOHTPOJIIO.

16. Busp! npoBepok.

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

18. Ha3HaueHre HHCTPYKIMU N0 JOKYMEHTAIIMOHHOMY 00€CIIeUeHHI0 YIIPaBIeHUs
nepconanoM. CocTaB pa3/eioB.

19. Ocobennoctu pa3pabOTKH U COCTABIEHHS IITATHOTO PACITUCAHUS.

20. [TpaBuia BHYTPEHHETO TPYIOBOTO PACHIOPs/IKA: HA3HAYEHUE U TOPSIOK 0(pOpMIICHHSI.

21. IlepcoHanbHble JaHHbIE paOOTHUKA: COOp, XpaHEHHE, OTBETCTBEHHOCTD 32
JOCTOBEPHOCTh U HE3aKOHHOE PACIPOCTPAHEHHE.

22. OCHOBHBIE HOPMATHUBHO-IIPABOBBIE aKThl, pETJIAMEHTUPYIOIINE pabOTy C TPYAOBBIMU
KHI)KKaMH paOOTHHUKOB.

23. [IpaBuia opopmiieHHs TPYAOBBIX KHIDKEK, BHECEHUS IOTIOJIHEHUS U UCTIPABJICHUH B
HETPAaBUIIFHO BHECEHHBIE 3aITHCH.

24. Tlopsi0K BBIJAUU TPYIOBOM KHIDKKH PAOOTHUKY

25. BKI1apI B TPYTOBYIO KHUKKY.

26. Brigaua qy6nukata Tpy10BOY KHHKKH

27. YdeT IBUKEHUS TPYIOBBIX KHHKEK M BKJIQBIIIEH K HUM.
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28. Odopmitenne nprueMa paboTHUKOB. COCTaB JOKYMEHTOB, TPEOYEMBIX MPU MPHUEME Ha
paborty.

29. OdopmiteHne repeBoa pabOTHUKOB Ha JPYTYIO paboTy

30. Oopmitenune nporeaypbl KOMaHIUPOBAHUS PAOOTHUKOB.

31. OdbopmiteHne OTIyCKa.

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

33. OdopmiteHHe MpoIeAYPhI YBOJIBHEHUST PAaOOTHUKOB

34. OcoOeHHOCTH COCTaBIICHUS YHU(PHUIUPOBAHHBIX (POPM MPUKA30B 1O JINYHOMY COCTaBY.

35. ®opMupoBaHUe U BeACHHE JUUHBIX Aell. COcTaB JOKYMEHTOB JIMYHOTO JIENa.

36. Benenue nn4HbIX KapTouek. [IpaBuia BHECEHUS UCTIPABICHUH B TMUHBIE KAPTOUKH.

37. IlonsiTue HOMeHKIATyphl Aell. [lopsaok cocTaBieHnss HOMEHKIIATYPhI J1e] KaJIpoBOH
CITYKOBI.

38. TpeOoBaHus, NpeAbSBIIEMbIC K 3ar0JI0BKaM Jie1. DJIEMEHThI 3ar0JIOBKOB JIE]I.

39. [Nopsnok popmupoBanus aen. [IpusHaku rpynnupoBKU JOKYMEHTOB B JI€Ja.

40. Tlops10K MOATOTOBKH JOKYMEHTOB K apXUBHOMY XPaHEHHIO.

41. Knaccuukanus JOKyMEHTOB 110 CPOKaM XpPaHEHHUSI.

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

43. Cocrapnenue u 0(hOpMIICHUE OMTUCEH eI,

44. Opranuzanus NpoBeACHUS SKCIIEPTU3BI IEHHOCTU JOKYMEHTOB.

45. AIMUHUCTpAaTHBHAsA OTBETCTBEHHOCTH 3@ HapyIlIEHUE AEHCTBYIOLIET0 3aKOHOJATEIbCTBA
10 ApXUBHOMY JIETTy.

Kpurepun oueHnBanus pe3yJbTaTOB 00y4eHUs

IToporu oneHok BapuanTtsl napameTpos
BBICTABJISICTCS IIPY HECOOTBETCTBUH OTBETA 33JaHHOMY BOIIPOCY, OTBET
HE 3aUTEHO npeacTasisier co0oi  pa3po3HEHHbIE 3HAHUA C  CYIIECTBEHHBIMHU

ommOKkamMu 1o  Bompocy.  IIpucyTcTByloT — (parMeHTapHOCTb,
HEJIOTMYHOCTh M3J0XKEHHA. OTCYTCTBYIOT BBIBOZABI, KOHKpETH3aLUs U
JI0Ka3aTeIbHOCTh M3JIOKEHMs. JIOTONHUTENbHbIE W YTOYHSIOLIHNE
BOIIPOCHI  IIpENoAaBareisl HE MNPUBOLAT K KOPPEKLHMH OTBETa

o0yuJaromierocs.
BBICTABIIACTCSA CTYIEHTY, €CIIM CTYJCHTOM JaH TOJHBIN, pa3BepHYTHIH
3a4TCHO OTBET Ha IOCTaBJICHHLIN BOIIPOC, IIOKa3aHO YMCHHUEC OIUCaTtb U

MHTEPIPETUPOBATH CUTYAIUIO I COBOKYITHOCTh (haKTOB, OOHAPYKUTh
UX CBSI3U, 3aBUCUMOCTU U T.J. OTBET UETKO CTPYKTYpHUPOBAH, JIOTUYEH,
U3JI0KEH JINTEPATYPHBIM SA3BIKOM C HCIIOJIB30BAaHUEM COBPEMEHHOU
TEPMUHOJIOTUU. MoryT ObITh JONylIeHbl 2—3 HETOYHOCTH WU
HEe3HauUTeNIbHbIE OMIMOKHU, UCIPABICHHbIE 00YYalOIUMCS ¢ TOMOIIBIO
IpenojaBaTeis.

OneHouHblE CpencTBa Uil MHBAIWAOB M JIMI[ C OTPAHUYEHHBIMH BO3MOXXKHOCTSMH
3JI0pOBbsI BEHIOUPAIOTCA C YYETOM UX WHAMBUIYATbHBIX ICUXO()HU3UYECKHX OCOOEHHOCTEH.

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

— IIPU NPOBEICHUH MPOLIETYPhl OLICHUBAHUS PE3YJIbTATOB 00yUEHHs MHBAIUJIOB U JIULL C
OTPaHUYEHHBIMU BO3MOXHOCTSIMU 3J0POBbS IIPEAYCMATPUBACTCS UCIIOJIB30BAHUE TEXHUYECKUX
CPEICTB, HEOOXOAUMBIX UM B CBS3H C UX UHJIUBUIYaJIbHBIMUA OCOOEHHOCTSIMU,

— IpU HEOOXOAUMOCTH JJIs1 00YHarOIUXCsl ¢ OTPAHUYCHHBIMUA BO3MOKHOCTSIMH 3710POBbS
U UHBaJWAOB IIpOLeypa OLIEHUBAHUS pe3ylbTaTOB OOYyYEeHHUS 1O JUCHUILUIMHE MOXKET
IIPOBOJIUTHCS B HECKOJIBKO 3TAIIOB.

[Ipouenypa oueHuBaHusl pe3yabTaTOB OOY4YEHUS WHBAJIUAOB U JIUIl C OTPAHUYEHHBIMU
BO3MOXXHOCTSIMU 37I0pOBbSl 10 JUCLMIUIMHE (MOAYJIO) IPEAYCMATPUBAET IIPEIOCTABIECHUE
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uHpopManuu B (opMax, aJaNTHPOBAHHBIX K OTPAHHUYCHHSIM WX 3I0POBBS U BOCIPHSITHS
uHpOpMaLUu:

J1J1st JIUT C HApYIICHUSIMH 3PEHHSL:

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

— B (popMe 3IIEKTPOHHOTO TIOKYMEHTA.

JUist a1 ¢ HapyIIEHUSIMH CITyXa:

— B IIeYaTHOM ¢opme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

J1J1st JI1 ¢ HApyIICHUSIMH OTIOPHO-JIBUTATEIBHOTO arapara:

— B mieyaTHoi opme,

— B (hpopMe 3JIEKTPOHHOTO IOKYMEHTA.

JlaHHBIN TIepeYeHb MOXKET OBITh KOHKPETH3HPOBAH B 3aBUCHMOCTH OT KOHTHHICHTA
oOyyJaronuxcs.

5. Ilepeyenb y4eOHOM JJUTEPATYPHI, HHPOPMAIMOHHBIX PECYPCOB M TEXHOJIOTH A
5.1. YueOHasi aureparypa

1. AOymamze, M. TI. JlokyMeHTanMOHHOE OOecCreYeHUue YIpaBICHUS
MEPCOHANIOM : Y4eOHUK U npakTukyM it By30B / JI. I'. AGynanze, U. b. Beinpsokkuna, B.
M. MacnoBa. — MockBa : MznmarensctBo FOpaiit, 2020. — 299 c¢. — (Bricmiee
obpazoBanue). — ISBN 978-5- 534-00875-3. —  Tekcr : AJIEKTPOHHBIN /!
OBC  WOpaiir  [caiit]. — URL: https://urait.ru/bcode/450813

2. beikoBa  T.A.  JloOKyMeHTallMOHHOE  OOecleueHUuEe  YIPaBJICHUS

(menompon3BoCTBO): y4eb. mocobme st crynaeHToB By3oB / T. A. breikoma, T. B.
Kysnenosa, JI. B. Cankuna ; mon o6ur. pea. T. B. Ky3ueunosoii. - 2-e usz., nepepab. u Jo1.
- M. : UTHOPA-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. Paznopoxnsiii A.A. JIOKyMEHTHpOBaHUE YIIPABICHUECKOH eI TEIbHOCTH:
yue0. mocobue Ass CTyIeHTOB By30B / A. A. Paznopoxusiii. - M. : UTHOPA-M, 2015. - 304
c.

5. «I'OCT P 7.0.97-2016. HaunonanwHblii crannapt Poccuiickoit ®enepanuu.
Cucrema craHgaptoB 1o uHGpoOpMaluu, OUOIMOTEUHOMY M H3AATEIbCKOMY JENy.
OpraHu3allMOHHO- pacHopsAuTeNbHas JOoKyMeHTanus. 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 ®enepauun.

YHupumpoBaHHbIE CUCTEMBl  JIOKyMCHTAIIHH. YHaupumpoBanHas cucTema
OpTraHU3aI[MOHHO-PACTIOPSANTENFHOM  TOKyMEeHTaluu. TpeboBaHus K  O(OPMIICHHUIO
JIOKYMEHTOBY);

7.  «['OCT P 7.0.8-2013. Hamumonanbuslii crangapt Poccuiickoit deneparmu.
Cucrema craHaapToB no uHpoOpManMM, OHOIMOTEUYHOMY U H3JATEIbCKOMY JEIy.
JlenonpousBoAcTBO M apxuBHOe jeno. TepmuuHbl M onpeaeneHus» (ytB. Ilpukazom
Poccrannmapra ot 17.10.2013 Nel185-cr).

5.2. Ilepuoanyeckasi JuTepaTrypa
1. Basel ganubix kommanuu «Mcer Beroy http://dlib.eastview.com
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https://clubtk.ru/adv/TGK3wBAH
https://clubtk.ru/adv/TGK3wBAH
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https://clubtk.ru/adv/TGK3wBAH
https://clubtk.ru/adv/TGK3wBAH
http://dlib.eastview.com/

Dnexrponnas 6ubmmoreka GREBENNIKON.RU https://grebennikon.ru/

xypHan "Ynpasnenue nepconaiom” http://www.top-personal.ru

)ypHain «Pabota ¢ mepconanom» http://www.hr-journal.ru

Kypnan «ltar» www.hrmedia.ru

Kypnan «Kagposuk» panor.ru/journals/kadrovik

DJIeKTPOHHBIIH KypHAT «JupekTop mo nepconany» http://e.hr-director.ru

. Kypnan «["enepanbHbIi JTUPEKTOP (pazmen «YrpaBieHue [IEPCOHATIOM»
www.gd.ru/rubric/view/id/122-upravlenie-personalom.

9. XKypnuan «Couuonoruueckue uccaeaoBanus» https://wwwe.isras.ru/

NG AWDN

5.3. UHTepHeT-pecypchbl, B TOM 4YHCJe COBpeMeHHble TpodeccHOHATbHBIE 0a3bl
JAHHBIX U MH(OPMAIMOHHBbIE CTIPABOYHbIE CHCTEMbI
DeKTPOHHO-0MOMoTeuHbIe cucTtembl (IBC):
ABC «IOPAUT» https://urait.ru/
2. DBC «YHMBEPCUTETCKAS BUBJIMOTEKA OHJIAMH» www.biblioclub.ru
3. OBC «BOOK .ru» https://www.book.ru
4. ObC «ZNANIUM.COM» www.znanium.com
5. OBC «JIAHb» https://e.lanbook.com

=

IIpodeccnonanibHbie 6a3bl JAHHBIX:

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

Scopus http://www.scopus.com/

ScienceDirect www.sciencedirect.com

Kypuans! nzgarenscrea Wiley https://onlinelibrary.wiley.com/

Hayunast anekrponnas 6udnuoreka (HOB) http://www.elibrary.ru/

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

7. HaumonanmpHass dJEKTpOHHass OuOmmMoTeka (AOCTynm K DJIEKTPOHHOM  OMOJIMOTEKe
nucceprauii Poccuiickoit rocynapcrsenHoi oubimoreku (PI'B) https://rusneb.ru/

8. Ilpesunentckas 6ubmmoreka um. b.H. Enpriuna https://www.prlib.ru/

9. DnektpoHHas 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. YumuBepcuterckas unpopmaironnas cucrema POCCUS http://uisrussia.msu.ru

o s W E

HNHpopMannoHHBbIE CIPABOYHbIC CHCTEMbI:
1. Koncynbranr [lmoc - cripaBovHast mpaBoBasi CUCTeMa (JIOCTYII 10 JIOKAJIbHOM CETH C
KOMITBIOTEPOB OUOINOTEKH )

Pecypcbl cBoOOAHOTO 10CTYNA:
1. AwmepukaHcKas mateHTHas 0a3a manHbIx http://www.uspto.gov/patft/
[TonHbIe TEKCTHI KaHAACKKUX auccepTanuii http://www.nlc-bnc.ca/thesescanada/
3. KubepJlenunka (http://cyberleninka.ru/);

N
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4. MuHHCTEPCTBO HayKH M BhICIIEro oopazoBaHusi Poccutickoii deneparm
https://www.minobrnauki.gov.ru/;

5. ®enepanbhblii moptan "Poccuiickoe oopazosanue” http://www.edu.ru/;

6. Hudopmanuonnas cucrema "EanHoe 0KHO JOCTyIa K 00pa3oBaTeIbHBIM pecypcam”
http://window.edu.ru/;

7. Enunas xoyutekiys nudpoBbIx 0Opa3oBaTenbHbIX pecypcos http://school-collection.edu.ru/ .

8. ®dexmepanbHbIil HCHTP HHOPMAIIMOHHO-00pa3oBaTeabHbIX pecypcos (http://fcior.edu.ru/);

9. IIpoext ['ocyapcTBEHHOro HUHCTUTYTa pycckoro s3pika uMeHu A.C. ITymkuna
"O6pasoBanue Ha pycckom" https://pushkininstitute.ru/;

10. CnpaBouno-uHpopmaroHHbIi mopran "Pycckuit s3p1k" http://gramota.ru/;

11. Cnyx0a TeMaTHYECKUX TOJIKOBBIX cioBapeir http://www.glossary.ru/;

12. Cnosapu u suiukioneauu http://dic.academic.ru/;

13. OO6pazoBareapHbIN TopTan "Yueda" http://www.ucheba.com/;

14. 3axonompoekt "O06 oOpazoBanuu B Poccuiickoit @enepanun'. Borpocsk! u otBeTsI hitp://xn--
273--84d1f.xn--plai/voprosy i_otvety

CoOcTBeHHbIE 3JIEKTPOHHbIE 00pa3oBaTe/bHbIe U HH(POPMAILHOHHBIE pecypChl

KyoI'Y:

1. Cpena MOAyJIbHOTO IMHAMHUYECKOT0o 00y4deHus http://moodle.kubsu.ru

2. ba3a yueOHbIX IU1aHOB, yUeOHO-METOJUYECKUX KOMIUIEKCOB, ITyOIMKalui 1 KOH(pEepeHIUi
http://mschool.kubsu.ru/

3. bubanoreka uH(GOPMAIIMOHHBIX pecypcoB Kadeapbl HHGOPMAIIMOHHBIX 00pa30BaTEIbHBIX
texHosorui http://mschool.kubsu.ru;

4. DnexTpoHHBIN apxuB qokymeHToB KyOoI'Y _http://docspace.kubsu.ru/

5. DnexTpoHHBIE 00pa3oBaTeIbHBIE PECYpPChI Kaeapbl HHOOPMAIIMOHHBIX CHCTEM U TEXHOJIOTUI
B oOpazoBanuu KyOI'Y wu HayuyHo-meroamyeckoro sxypHaia "HIKOJIBHBIE T'OJIbI"
http://icdau.kubsu.ru/

6. MeToanyeckue yKkazaHus JJs1 00y4al0IHXCs 0 0CBOEHUIO THCIMIITMHBI (MOLYJIsl)

JlekIMOHHOE 3aHATHE TMpeJCTaBlIsAeT COOOM CHCTeMaTHYecKoe, IOCIIeOBATENbHOE,
MOHOJIOTUYECKOE H3JIOKEHHE MPENo1aBaTeleM-IeKTOPOM Yy4eOHOro MaTepHualna, Kak MpaBHIIO,
TEOPETUYECKOr0 XapakTepa. Takoe 3aHATHE NpPEACTaBIseT COOOM 3JIEMEHT TEXHOJIOTHU
IpEJCTaBICHUs] y4yeOHOro Marepuana IyTeM JIOTUYECKH CTPOWHOr0, CUCTEMAaTHUYECKU
MOCJIEI0BATEIBHOTO U SICHOTO U3JI0KEHHSI C UCIIOJIb30BAaHUEM MHTEPAKTUBHBIX 00pa30BaTEIbHbIX
TEXHOJIOTUH (MyJIbTUMEIUNHBIX, TEKIUN-IUCKYCCUH, JIEKIUU-TEMOHCTpALIUN ).

Ilenp nexumm — opraHu3anus LEJCHAIIPABICHHON I103HABATENbHON JESATEIBHOCTH
00y4aroIuXxcsl 0 OBJIAJEHUIO IPOTPaMMHBIM MaTepHaJIOM y4eOHOU AUCIUILINHBL. UTeHue Kypca
JIEKIUH MO3BOJIAET 1aTh CBSI3aHHOE, MTOCIEA0BATEIbHOE U3JI0KEHUE MaTepralla B COOTBETCTBUHU C
HOBEHMIIMMHU JaHHBIMM HayKH, COOOIIMTH CIyIIaTeJIsIM OCHOBHOE COJEp’KaHUE IpeaMeTa B
LIEJIOCTHOM, CUCTEMAaTU3HUPOBAaHHOM BU/IE.

3amayn JEKUUU 3aKIYaloTcss B oOecrieueHuu (GOPMHUPOBAHUS CHUCTEMBbl 3HAHUH 110
yu4eOHOIl IUCHMIIMHE, B YMEHHHM apryMEHTHUPOBAaHHO M3jaraTb Hay4HbI Marepuan, B
dbopMupoBaHUH TPO(ECCHOHATBEHOTO Kpyrozopa M oOuied KyJabTypbl, B OTPaK€HUHU €IIe He
MOJYYHBILIUX OCBEIICHUS B YUeOHOU JTUTEpaType HOBBIX JOCTHI)KEHHH HAayKd, B ONTHMU3ALUU
npyrux ¢GopM opraHu3zaluy yueOHoro mnpoiecca.

[IpakTuyeckue 3aHATHA — SABISAIOTCA (GOPMOM yueOHOI ayTuTOpHOH paldoThl, B pamMKax
KOTOpO (OpMUPYIOTCS, 3aKpeIUIIOTCd M MPEJCTABIAIOTCS 3HAHUS, YMEHUS W HaBbIKH,
UHTETPUPYIOIINE Pe3yJbTaThl OCBOECHUS KOMIIETEHIIMH KaK B JIGKIMOHHOM Qopmare, Tak B
pa3iauuHbIX (popmax camocTosTeNnbHOM paboTel. K Kakaomy 3aHATHIO MpernojaBaTesieM
bopMyIHMpYIOTCS MPAaKTUYECKHE 3a/JaHusi, TpeOOBaHMS M METOJMYECKHE PEKOMEHJAlMU K HX
BBITMIOJTHEHHIO, KOTOPBIE NMPEACTABIAIOTCA B (DOH/IE€ OLIEHOYHBIX CPEACTB YU€OHOM TUCIUIUINHBI.
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Kontponb camoctosTenbHONH paboOTHI: I CTYACHTOB JHEBHOW M 3a04HON (POpPMBI
00y4YeHUs1 — TEKYIIUA KOHTPOJIb OCYILIECTBISAECTCS B COOTBETCTBUE C MPOrPAMMON 3aHSATUH
(e’xeHeIeTbHO VIS CTYIEHTOB O4HOM (pOpMBI 00YUEHHUS; 10 CEMeCTpaM — JUIsl CTYIEHTOB 3a04HOMN
dopmbl  00ydeHUs); TPOMEKYTOUHBIH KOHTPOJIb [0 HWTOTaM OCBOCHHS JUCIHUILTUHBI
ocyuiecTBisieTcsi B (popmMe PEUTHHTOBOM CHUCTEMBI OIEHOK. Onucanune 3amaHuil s
CaMOCTOSITENIbHOW pabOThl CTYJAEHTOB M TPeOOBAaHMH MO WX BBHINOJHEHUIO BBIJAIOTCA
mpenojaBaTesieM B COOTBETCTBHUM C pa3pabOTaHHBIM (DOHAOM OIEHOYHBIX CPEICTB IO
JUCLUIINHE.

CamocrosiTenbHasi paboTa CTYAEHTOB IO JaHHOMY Yy4eOHOMY Kypcy Mpezrnoaraet
MO3TAIIHYIO0 MOJArOTOBKY 10 KaXX/I0MY pa3zielly B paMKax COOTBETCTBYIOLUX 3a/laHU |

[lepBpiii 3Tam caMOCTOATENbHOW pPabOTHI CTYICHTOB BKIIIOYAeT B ceOs TIIATEIbHOE
U3Y4YEHHE TEOPETHMYECKOr0 MaTepuala Ha OCHOBE JIEKLIMOHHBIX MaTepUalloB IIpernojaBaTels,
PEKOMEHIYEMBIX Ppa3[eIOB OCHOBHOM M  JONOJHUTENBHOW JMTEPATYPbl, MaTEpPHAJIOB
NEPUOTMIECKUX HAYUHBIX U3IaHUH, HEOOXOIUMBIX ISl OBJIA/ICHUS MTOHATUHHO-KATErOpUaIbHbIM
anmapatoM u (pOpPMUPOBAHUS MPEICTABICHUI O KOMIUIEKCE aHAJIUTHUYECKOTO MHCTPYMEHTApHs,
UCIIOJIb3YEMOT0 KaK B paMKax JaHHOM OTpaciii 3HaHUS, TaK U MyOJUYHON MPAKTUKE;

Ha BTOpOM »Tamne Ha ocHOBE COPMUPOBAHHBIX 3HAHUM M MPEICTABICHUN MO JaHHOMY
pas3zaeny CTYACHTHI BBIOIHSAIOT PAKTUIECKUE 33/1aHus, HAlleIeHHbIE Ha () OPMUPOBAHNE YMEHHH
Y HaBBIKOB B paMKaX 3asBJICHHOW KoMIleTeHUMH. Ha NTaHHOM 3Tane CTYIEHTHl OCYIIECTBIISIFOT
CaMOCTOSITENIbHBIM TMOWUCK SMIIMPUYECKUX MAaTepUaioB B paMKax KOHKPETHOrO 3a/laHus,
0000Al0OT ¥ aHATM3UPYIOT COOpaHHBIM MaTepuan IO CXeMme, PEKOMEHJOBaHHON
npenojaBareneM,  (GOpPMyNHUPYIOT — BBIBOJABI, TOTOBST  TNPAKTHUYECKHUE  PEKOMEHJAIHH,
Mpe3eHTAIIMOHHBIE MAaTEpUabl 1Ji MyOIUYHOTO X MPECTABICHUS U 00CYKICHUS.

Kpurepun oueHku 3ajaHuii B paMKax CaMOCTOATEIbHOM pabOThl CTYyAEHTOB
dbopMynupyrOTCs npenoaBaTesieM B (JOHIE OIICHOYHBIX CPEICTB.

B ocBoeHuu IUCHUIUIMHBI MHBAJIUMAAMM U JIMIAMH C OFPAaHUYEHHBIMU BO3MOXHOCTSMU
3I0pOBbs OOMBINIOE 3HAYCHHE WMEeT HHJIWBHyallbHas ydeOHas pabora (KOHCYIbTAllUU) —
JIOTIOTHUTEIbHOE Pa3bsICHEHUE yueOHOro MaTepuara.

NunuBuayanbHble KOHCYJBTAIMM 1O TPEAMETY SBISIOTCS BaXXHBIM  (DakTOpoM,
CIOCOOCTBYIOIIMM MHJIMBUIYaTU3allui O0yUYEHHUs] U YCTaHOBJIEHUIO BOCIIMTATEILHOTO KOHTAKTa
MEXIy IpernojaBaTesieM M OO0y4arolMMCS HWHBAJIUAOM WM JIMLIOM C OrPaHUYCHHBIMU
BO3MOXKHOCTSIMH 3710POBBbSI.

B ocBoeHun aucHMIUIMHBI MHBATUAAMU M JULIAMU C OFPAHUYEHHBIMU BO3MOXHOCTSIMHU
30POBbsl OOJIBIIIOE 3HAYCHHE MMEST WHIWBHUIyalbHas ydueOHass pabora (KOHCYJIbTAllMU) —
JIOTIOJTHUTEIBHOE pa3bsiCHEHUE Y4eOHOro MaTepHara.

NunuBuayanbHble KOHCYJIbTAlMM 10 TPEAMETY SBISIOTCS BaXHBIM  (DakTOpOM,
CHOCOOCTBYIOLIMM MHAMBUIYAIU3alUU OOy4YEeHHUS U YCTAHOBJICHUIO BOCIIUTATEIBHOTO KOHTAKTA
MEXJy [pernojaBaTeseM W O00y4arolMMCs HWHBIWIOM WM JIMIOM C OrPaHUYEHHBIMU
BO3MO>KHOCTSIMH 37J0POBBSI.

MeTtoauyeckue peKOMeHJALUM, OMNpelesilolHe NPoUeAYPbl OLEHMBAHUS Ha
ceMHMHape:

Kpumepuu oyenxu:

«y/IOBJIETBOPUTENBHO» - CTYJEHT UMEEeT (parMeHTapHbIEe MPEACTABICHUS 00 OCHOBHBIX
aCHeKTaX MEXJINYHOCTHBIX M TPYNIOBBIX KOMMYHHKAIMH, YaCTUYHO OCBOWJ MOHSATUHHO-
KaTeropuajibHbIM anmnapar.;

«XOpOILIO» - CTYACHT JIEMOHCTPUPYET OOLIMe 3HAHUS 10 PacCMaTPUBAEMBIM BOIIPOCAM,
yMEeT YCTaHABIMBATh CBSA3H MEXKIY TEOPETUUCCKUMHU MOHATHUSAMH U SMITUPUUECKUMU (aKTaMU;

«OTJIMYHO» - CTYAEHT JIEMOHCTPUPYET CHUCTEMHbIE 3HaHHMS OCHOBHBIX BOIIPOCOB
M3y4aeMON TUCLUIUIMHBI, YMEET YCTaHABIMBATH CBS3H MEXIY TEOPETHUYECKHMMH MOHSITUSIMHU U
SMIOUPUYECKUMU (aKTaMu, GOPMYIUPYET aHATTUTHUYECKHE 0000IEHUS U BBIBOIBI.

MeTtoauyeckue peKOMeH/AalMHy, ONpelesIoIne Npouelypbl OLeHUBAHUS Y4ACTHS B
AUCKYCCUM:
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Kpumepuu oyenxu:

«y/IOBJIETBOPUTEIFHO» - CTYACHTOM JIOMYIICHBl 3HAYUTENbHbIC OIIMOKH, B OTBETE HE
PacKpbITl HEKOTOPbIE CYIIECTBEHHBIC aCIEKThl COACpKAHMS, CTYIEHT HE CMOI' I[I0Ka3aThb
HE0O0XOIMMBIE YMEHHSI O METO/IaX KOMAaHTHOT'O B3aUMOJICHCTBUS;

«XOpOILO» - CTYIEHT JOMYCKAaeT HECYHIECTBEHHbIE OMIMOKH, HEAOCTATOYHO IOJHO
PacKpBLI COJIEpKAHKUE BOIIPOCA, HE CMOT B Tpoliecce Oecebl CaMOCTOATENBHO AaTh HEOOXOANMBbIE
MOTPABKU U JIOTIOJHEHUS;

«OTIIMYHO» - CTYJCHT aKTUBHO y4YacTBYET B JAMCKYCCHH, JIOTUYHO M TOCJIEIOBATEIBHO
BBIPAQXXaeT CBOM OTBET, IEMOHCTPUPYET 3HAHMS HAyYHOH TEPMUHOJOTHMU B KOHTEKCTE OTBETA;
OO0BSICHAET MPUYMHHO-CICJICTBEHHbIE M (DYHKUIMOHAIBHBIE CBS3HM;, PACKPBIBACT HA IMpHMEpax
TEOPETUUECKHE MMOJIOKEHUSI U MOHATHSI; POPMYITUPYET COOCTBEHHBIE CYXACHUS U apTyMEHTHI.

MeTtoanyecKkue peKoOMeHIaluH, ONpe/le/soIue Npoueaypbl OLeHUBAHUS YYACTHUS B
padoTe MaJILIX I'PYII HA/l KeiicOM U pellieHHeM CUTYalluOHHBIX 3a/1a4:

Kpumepuu oyenxu:

«YIOBIIETBOPUTEIHHO»/3a4T€HO - paboTa B TPYIIOBOI AESITENLHOCTH HAJl pEIIeHHUEM
CUTYyallMOHHOM 3amaun  0e3 ydacThss B NyOJMYHOM OOCYXKICHHMM ¥ apryMEHTaluu
c(hOpMyJIUPOBAHHBIX BHIBOJIOB;

«XOPOII0»/3aUTEHO - paboTa B TPYNIIOBOH JESITEIHHOCTH HAJl pEIICHUEM CUTYaIllHOHHON
3aJaud  C COJepXKaTelbHbIM ydYacTHeM B MyOJIMYHOM OOCYXIEHHH | apryMeHTaluu
c(OpMyYITHPOBAHHBIX BBHIBOJIOB;

«OTJIMYHOY»/3aYTEHO - IEMOHCTPALIHS JIUJECPCKON MO3UIIUU B TPYIIIOBON JESTEILHOCTH HAJl
pelIeHreM CUTYAIlMOHHOW 33Jaui C COAEP)KATEIIbHBIM YYacTHEM B ITyOIMYHOM OOCYXKICHUHU H
CUCTEMHOM apryMeHTaluu copMyINPOBAHHBIX BHIBOJIOB.

MeTtoanyeckue peKOMEHJAIMH, ONpeaesIoune
pe3yJbTaToB 3alUUThHI pedepaTa/dcce:

Kpumepuu oyenxu:

«y/I0BJIETBOPUTENBLHO»/3a4TEHO — IPOMEKYTOUHBIE Pe3yJIbTaThl 3aIIUTHl pedepaTa/scce
MIPEACTABISIIOT COOOM HM3JIOKEHUE HECAMOCTOSITEIBHBIX PE3yJIbTATOB HANMCAHHUS padoThI, 0e3
TIIATEIBbHOM MPOPAOOTKU JTUTEPATYPHBIX HCTOYHUKOB;

«XOPOII0»/3a4TEHO - MPOMEXKYTOUHBIC PE3YIIbTAThI 3alTUTHI pedepara/scce MpeICTABISIOT
cO0OH CaMOCTOSITENbHBIN aHAINW3 Pa3sHOOOPA3HBIX HAYYHBIX MCCIEJOBAHUN U SMIMPUYECKHX
JAHHBIX, TIPH 3TOM HE B TIOJIHOM Mepe OTpakeHbl TpeOoBaHWs, CPOPMYIHMPOBAHHBIE K €ro
CTPYKTYpPE U COAEPIKaHUIO.

«OTJIMYHO» - IPOMEKYTOUHBIE Pe3yIbTaThl 3aLIUTHI pedepaTa/scce NPeACTaBIAIOT COOOH
pe3yJabTaThl CAMOCTOSITENILHOW paboThl M OTpakaloT Bce TpeOOBaHMs, K COJEpKATEeIbHOMY
HAIOJIHEHUIO ¥ CTPYKTYPHPOBAHUIO PAOOTHI.

Meroanyeckue  PpeKOMEHIALMH,
pPe3yJIbTAaTOB TECTUPOBAHUS

Kpumepuu oyenxu:

«Y/IOBJIETBOPUTEILHOY» - €CITH CTYJIEHT OTBeYaeT MpaBWiIbHO Ha 50% TECTOBBIX 3aJaHHA.

«XOPOIIO» - €CIM CTYJEHT OTBeYaeT MpaBMiIbHO OT 51 10 90 % TecTOBBIX 3alaHMA.

COTIUYIHOY - €CIIM CTYACHT OTBeuaeT npaBmwibHO OT 91 10 100 % TecToBbIX 3aMaHMIA.

7. MaTepuajibHO-TeXHHYeCKOe o0ecneyeHHe Mo JUCHHUIIINHE (MO1Y.T10)

[To Bcem BuaaM y4yeOHOW MAEATENBHOCTH B paMKax TUCIHILIHHBI HWCIOIB3YIOTCS
ayJIUTOpUH, KaOMHEThl U J1TaOOPaTOPHH, OCHAIEHHbIE HEOOXOAMMBIM CHEIMATU3UPOBAHHBIM U
1a00paTOPHBIM 000PYIOBAaHUEM.

npoueaypbl  OLEHUBAHUS

ornpeae/asarouiue npoueaypbl OLICHUBAHUA

HanmenoBanmne CricoaJibHBIX

OCHaIIIEHHOCTh CHEMAIbBHBIX

Ilepeuennb JIMIIEH3MOHHOTO

HOMEILEHUN THOMEILEHUI MIPOTPAMMHOTO 00ECTICUCHHUS
YueOupie  aymutopum i | MeOenb: yueOHas meOenb Microsoft Windows 8, 10
MIPOBEICHUS 3agaTuil | TexHuueckue cpenctsa | Microsoft Office Professional
JIEKIIMOHHOI'O THUIIA 00yJeHMS: Plus
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9KpaH, MPOEKTOp, KOMIIBIOTEP

Y4eOHple  ayguTOpMH IS
MPOBEJICHUS 3aHATUN
CEMHUHAPCKOTO THIIA, TPYIIOBBIX
u WHIMBHTY aTbHBIX
KOHCYJTBTAITHH, TEKYIIEro
KOHTPOJIA U TPOMEKYTOUHOU
aTTeCTaIuI

Mebenb: yueOHas Mebens
Texuuueckue cpeAcTBa
o0y4eHus:

9KpaH, MPOEKTOP, KOMITBIOTEP

Microsoft Windows 8, 10
Microsoft Office Professional
Plus

Host

CaMOCTOSITEILHOM

paboThl  OO0yYarOIIMXCS

npeayCMOTPCHBL IIOMCIICHHA,

YKOMITJIEKTOBAaHHBIE CIICIMATM3UPOBAHHON MeOebi0, OCHAIIEHHBIE KOMIIBIOTEPHON TEXHUKOH ¢
BO3MOXHOCTBIO MOJKIIOUEHUs K cetu «lHTepHeT» M olOecrieueHHeM JI0CTyNa B JIEKTPOHHYIO
UH()OPMAMOHHO-00Pa30BaATENBHYIO CPENly YHUBEPCUTETA.

JOCTYTIOM B JIEKTPOHHYIO HHPOPMAIOHHO-
oOpa3oBaTeibHyI0 cpeay 00pa30BaTENbHON OpraHu3alluy,
BeO-KaMephl, KOMMYHHUKAIIHOHHOE obopyroBaHue,
obecrnieunBaroliee J0CTyll K CETH HHTEpPHET (TPOBOIHOE

COCIMHEHNE W OECTIpPOBOJHOE COCIWHEHHE IO TEXHOJOTHUHU
Wi-Fi)

HaumenoBanue OcCHaIIeHHOCTh TOMEICHUH JJIs1 CAMOCTOATENbHON paboOThI [lepeuenn
TOMEIICHUH TSI oOyuaromuxcs JUIIEH3UOHHOTO
CaMOCTOSATEIBHON MIPOTPaMMHOTO
paboTeI obecrnieyeHus
oOyJaronmxcs
[MTomemienue st | MebGenb: ydeOHas meOenb Microsoft
CaMOCTOSITeTTHHON KomrutekT crenuanu3upoBanHoi mebenn: xommbiorepabie | Windows 8, 10
paboThI CTOJIBI Microsoft Office
oOyJaronmxcs O6opymoBaHue: KOMITBIOTEpHAs TEXHUKA ¢ MMoaKIIoueHreM K | Professional
(9rTaNTBHBIHA 3an | nHG)OPMAIMOHHO-KOMMYHHKAIMOHHOH cetn «MHTepHe™ U | Plus
Hayunoii JOCTYIIOM B ANEKTPOHHYIO nH(POPMAIIMOHHO-
OHOIMOTEKH ) oOpa3oBaTenbHyl0 cpeay 0O0pa30BaTENbHON OpraHu3alluy,
BeO-KaMepHl, KOMMYHHKAIIHOHHOE o0opynoBaHwue,
oOecriednBarolee JOCTYI K CETH HHTEpHET (IMPOBOIHOE
cOoelMHEHHEe M OECIpPOBOJHOE COCAMHEHHE 10 TEXHOJOTHH
Wi-Fi)
I[Tomemnienue s | Mebens: yueOHas meOenb Microsoft
CaMOCTOSITeTHHON KomrutexT crienmanusupoBanHoi mebenn: kommbiorepHbie | Windows 8, 10
paboThI CTOJIBI Microsoft Office
00y4Jaromumxcs OGopy/joBaHKe: KOMIIBIOTEPHAsI TEXHUKA ¢ TOAKIoUeHneM K | Professional
(ayn.409) HH(pOPMAHOHHO-KOMMYHHUKAIIHOHHOM cetn «MHTepueT» u | Plus
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